Banakniiicoxuit niyeu Ne 1 im. O.A. Tpusnu
Banaxniiicekoi micokoi padou Xapkiecvkoi obnacmi

B,\.”_ly,,\l\‘.i{;%ﬁm':
o iEHakas\ by

‘;’A ”1‘ 4 TPH3HY i e
i@ AJEguonn Bin 31.08.2023 Ne 62 -01
APKIBCLK O agﬂv 5i'

N 25457255 /o3
)

Jhoamuaa OBI3HA

IHCTPYKIIA Ne __ 26
3 OXOPOHH Npani cexkpeTrapsi-ApyKapKu

1. 3aranbHi nos10KeHHs

1.1. THcTpyKIliE 3 OXOpOHHW TIpalli JJIsi CeKpeTapsi po3poljeHa BIAMOBIIHO 10 3aKOHY
VYkpainu «IIpo oxopony mpami» (ITocranoBa BP Vkpainu Big 14.10.1992 Ne 2694-XII) B
penakmii Bixm 20.01.2018 p, Ha ocHOBI «llosoxeHHST MPO PO3POOKY IHCTPYKIH 3 OXOPOHH
mpari», 3arBeppkeHoro Hakazom KowmiTeTy mo Harisigy 3a OXOpOHOIO mpaii MiHicTepcTBa
parli Ta CoiaJIbHOI MOMITUKH YKpainu Big 29 ciuas 1998 poky Ne 9 B penakiiii Big 01 BepecHs
2017 poky.

1.2. IncTpyKIis 3 OXOPOHHM Mpalli po3podieHa AJisi CeKpeTapsi 3aKiaay OCBITH

1.3. PobounmM wMiciieM ceKpeTapsi IIKOJIH € TPUAMaIbHSI JUPEKTOpa YCTAHOBH.
[IpuiimanbHs oOJagHaHA KOMIT'FOTEPOM, IPUHTEPOM, KCEPOKCOM, CTOJOM, CTUIBLSAMHU JUIs
npuiioMy BiiBinyBadiB, madamu i ceriom miisi 30epiraHHS TPYAOBUX KHIKOK TPAIliBHUKIB
IIKOJIM, OCOOMCTUX CIIpaB MEJAroriyHuX MpaliBHUKIB, TEXHIYHOTO MepcoHaly 1 s 30epiranss
1HIIIOT TOKYMEHTAIii.

1.4. JIo pobGoTu cexperapsi-aiioBoja JOMYyCKalOThCsS 0COOH 3a HasiBHOCTI MpodeciitHoi ado
cepenHboi (BUMIOT) OCBITH, HASBHOCTI METUYHOT KHUKKH 3 JOITYCKOM JI0 pOOOTH.

1.5. Cexperap perymspHo, | pa3 Ha pik, HOPOXOAUTh OOOB'S3KOBUN MEIUYHUI
podUTaKTUYHUH OTJIS.

1.6. Cexkperap aupekropa MNpu MpuiOMI Ha poOOTY TMOBHMHEH MPONTH BCTYMHUI
IHCTPYKTaX 1 IHCTPYKTaXX 3 OXOPOHM Hpalll JJis cekperaps mia 4ac poOOTH, 10 (IKCYEThCS y
BIJIIIOBITHUX JKypHaax 00JiKy MPOBEJCHHS IHCTPYKTaXIB 3 MUTaHb OXOPOHH.

1.7. Cexpertap yCcTaHOBUM MOBHHEH 3HATH TOCAJOBY IHCTPYKIIIO CEKpeTaps KepiBHUKA
HIKOJIM 1 CTPOTO JOTPUMYBATUCS BCiX ii MOI0KEHb, BUMOT Ta IIPaBUJI.

1.8. Cexperap mnoBwHEH OyTH o3HaomyieHnd i3 CTaTyTOM IIKOJH, TPaBUIAMH
BHYTPIIIHBOT'O TPYIOBOT'O PO3MOPSAIKY, KOJIEKTUBHIUM JJOTOBOPOM.

1.9. OCHOBHMMH WIKIJUTMBUMH 1 HEOC3NECYHUMH JUIS 3JI0OPOB'Ss YHHHUKAMH TP PoOOTi
CeKperaps B NpUHMaNIbHI JUPEKTOpa €: HAsBHICTh KOMITIOTEpa 3 KaOelsiMU eJIEeKTPOeHeprii
Hanpyroto 220 BOJBT, BIUIMB €JEKTPOMArHITHOTO IIOJs CHCTEMHOro OJIOKY 1 MOHITOpa
KOMIT'toTepa.

1.10. IIpu poOoOTi HAa KOMIT'FOTEPI MOXKYTH BIUIMBATH Ha CEKpeTaps HACTYIHI HeOe3meuHi Ta
LIKIUIMB1 BUPOOHNY1 (DaKTOPH:

di3nyHi:

IiABUILCHUN PiBEHB IIyMYy Ha poOOYOMY MICIIi;

IiBUILEHE 3HAYEHHS HAIPYI'W B EJEKTPUYHIA MEpexi, 3aMKHEHHs SKOT MOXXE MPONTH
4yepes3 TUI0 JTIOANHH,

M1JBUIICHUN PIBEHb CTATUYHOT'O €JIEKTPONOCTaYaHHS;

HiABUILEHUN PIBEHB €JIEKTPOMATHITHOTO BUIIPOMIHIOBAHHS;




Ii/IBUIIIEHA HAIIPyTa EJICKTPUYHOTO MOJIS;

HECTIPUATIUBI YMOBH OCBITJICHHS.

Icuxodizionoriuni:

Gbi3uuHI HABAaHTAKEHHS CTATUYHOI Ta JUHAMIYHOT [iT;

HEPBOBO - IICUXI1YH1 HABAHTAKEHHS.

1.11. CniBpoOiTHHK, SIKHH IONMYCTUB HEBHKOHAHHS a00 MOpYMICHHA wLi€l 1HCTpYKLii 3
OXOPOHHM TIpami JUIsl CeKpeTaps IIKOJIM, HMPUTATYETHCS OO IUCIMIUIIHAPHOI BiIIOBIIaIBHOCTI
BignoBigHo g0 Craryry, [IpaBun BHYTpIIIHBOTO TPYAOBOTO PO3MOPSIKY, TPYIOBOTO
3aKOHO/ABCTBA YKpaiHM 1, NpU HEOOXIIHOCTI, NMPOXOAWUTH II03a4YEProBy NEPEBIPKY 3HAHB
BCTAHOBJICHUX HOPM 1 ITPABHII OXOPOHH ITPALIi.

1.12. Cexperap NOBUHEH IPOMTH HABYAHHS 1 MaTH HABWYKH HAJAHHS IMEPIIOi JOIOMOTHU
MOCTPAXKIAATNM, 3HATH MOPSAAOK Aii y pa3i BAHUKHEHHS moxkexi uu inmoi HC 1 eBakyarrii.

2. Bumoru 0e3neku JUIsl ceKpeTaps nepej noYaTkomM podoTu

2.1. Tlepen moyaTkoM poOOTH CEKpeTap MepeBipse IUTICHICTh 3aMKIB Ha JBEpsx, Imadax,
ceiidi, HiTICHICTh BIKOH, BI3yaJbHO BH3HAYA€ CIPABHICTh OCBITJIIOBAJBHUX MPUIIAJIIB,
BUMHKaUiB, €JIEKTPUYHOI IPOBOJIKH, CIIPABHICTH 00JIaJHAHHS.

2.2. Tlepen mouaTkoM poOOTH CEKpeTapro HEOOXiTHO BKIIIOYUTH IMOBHICTIO OCBITJICHHS B
pobouomy KabiHETI 1 TEpPEeKOHATHUCS B CHpaBHIA poOOTI BCiX CBITWIBHUKIB. Haiimenrna
OCBITJICHICTH POOOYOT0 MICIS TIOBUHHA CTAHOBUTH: MPU JIOMIHECHIEHTHHX JIaMIIax - HE MEHIIe
300 sk (20 B1/kB.M™).

2.3. YIeBHUTHCS, 10 KOMYTAIiiiHI KOPOOKH 3aKPHUTi, €IEKTPHUYHI PO3ETKU 1 BUMHKadi 0e3
TTOIIKO/KEHB (TPIIIHH 1 BIKOIIB), @ TAKOXK 0€3 OroJICHUX KOHTAKTIB.

2.4. JIns 3amo0iranHs OTpUMaHHS €JIEKTPOTPABMHE, CEKPETapio 3a00pOHIETHCSI CAMOCTIHHO
yCyBaTH BUSIBJICHI NOPYIIECHHS €IEKTPOOE3MEKH.

2.5. YTeBHUTHCS B HasBHOCTI TEPBHHHUX 3aCO0IB IMOXKEKOTACIHHS Ta TEPMiHY iX
NPUIATHOCTI, B HAsSBHOCTI aNTEYKH NEpuIoi JJONOMOTM Ta YKOMIUIEKTOBAHOCTI ycima
HEOOXiTHUMH MEJIMKAMEHTaMH.

2.6. IIpoBectu ormsig caHiTapHOTO cTaHy KaGiHeTy 1 mpoBiTpuTH ioro. [IpurotyBatu ans
po6oTH HEOOXiTHMI MaTepial i 00IaIHaHHS.

2.7. IlpoBectu mepeBipky npanesnatHocti [1K, BIeBHUTHCS B CIPABHOCTI €JIEKTPUYHOTO
o0JiajiHaHHS, OPITEXHIKU B poOOYOMY KaOiHETI.

2.8. ITlepekonaTucs B Oe3mewni poOOYOro MiCI, HMEPEBIPUTH HAa CTIMKICTH 1 CIpaBHICTh
Me0J11, IEPEeKOHATUCS B CTIHKOCTI IOKYMEHTIB, K1 3HaXOATHCS 3TPYIIOBAHOMY BUTJISAL, @ TAKOXK
NIEPEBIPUTH HAsIBHICTh y HEOOXIIHII KUIBKOCTI Ta CIIPaBHICTh KAHLEISPCHKOTO MPUIaIJIS.

2.9. BigperymoBatu i 3aikcyBaTH BUCOTY Kpiciia, 3py4HHNA 175 ceOe YKIIiH HOTo CIHMHHU.
2.10. VYmneBHuTHCS, WO TemmepaTypa TMOBITPS B MPHUMIMICHHI BIANOBIAa€ HEOOXITHUM
CaHITapHUM HOPMaM.

2.11. Tlpu BusBNEHHI HEJOMNIKIB B poOOTI 0OnasHaHHS a00 HASBHOCTI 37TaMaHUX MEOJIIB,
MOBIJIOMUTH 3aCTYITHUKY TUPEKTOPA 3 aIMIHICTPATUBHO-TOCTIOIAPCHKOI YaCTUHU (3aBTOCITy) 1 HE
BUKOPUCTOBYBAaTH JaHe OOJIaJHaHHA 1 MeOJli B MNPHUMILICHHI 0 TOBHOTO YCYHEHHS BCiX
BUSIBJICHUX HEIOJIIKIB.

3. Bumoru 0e3neku mij yac podoTH cekpeTapsi

3.1. TIporsirom pobodoro yacy, cekperap MOBHHEH JOTPUMYBATH CBOE poOoue Micle B
MpUAMabHI B YUCTOTI ¥ MOPSAKY.

3.2. Ilin yac poboTH 3a KOMO'IOTEPOM, 3 HPUHTEPOM Ta KCEPOKCOM CEKpeTap
JTOTPUMYETHCS TPaBWJI eKCIUTyaTallii TexXHoJIoriyHoro oOjagHaHHSA. B mpormeci poOoTu
JTOTPUMYETHCS PEXKHUMIB IPalli 1 BIATIOYNHKY.

3.3. Bukonywum po0OOTy, HE JONMYCKAae 3acTOCYBaHHS HECIPABHOTO EJIEKTPUYHOTO
OCBITJICHHSI, HE pOOOYOro MEpPCOHATBHOTO KOMI'IOTEpa, TNPUHTEpa, KCEpOKCa, IHIIOro
€JICKTPUYHOTO 00JIaIHAHHS, 1110 3HAXOIUTHCSA B pOOOUOMY KaOiHETI.



3.4. lllonenne Bojore NPUOMPAHHS B MPUUMAIIbHI TUPEKTOPA MPOBOAUTHCS Y BIICYTHOCTI
CEKpeTaps Ta YUHIB.

3.5. Ilpu BuUKOHAHHI CBO€i POOOTH CEKpeTap MOTPUMYETHCS BCiX CaHITAPHO-TITIE€HIYHUX
HOPM 1 ITpaBHII OCOOUCTOT TTi€HN.

3.6. Y pasi HecripaBHOCTI poO04Yoro obsagHaHHS a00 BIAKIIOUEHHS OCBITICHHS CEKpeTap
MIPUITMHSE CBOIO pOOOTY 1 BUMHUKAE BCE 00JIaTHAHHS.

3.7. Cekperapro MIKOJM HEOOXITHO JOTPUMYBATHUCS 3ax0[aiB Oe3neKu BLI VpaKECHHS
SJIEKTPHUYHUM CTPYMOM:

HE MIJKIIOYATH JO EJCKTPUYHOI MEpeXi 1 He BIAKIOYATH Big HEl KOMITIOTEpHE
o0J1aTHaHHS, OPTTEXHIKY, IPHUIAIA MOKPUMH 200 BOJIOTHMH PYKaMHU;

JOTPUMYBATUCS TTOCIIJOBHICTh BKIIOUCHHS 1 BUKIIIOYSHHS KOMIT'FOTE€pa Ta OPTTEXHIKY;

HE PO3TALIOBYBAaTH Ha 00JIaIHAHHI Marlip, pedi, iHII MPEIMETH;

HE 3QJIMILIATH BKIIOYEHUMH B €NIEKTPUYHY MEpexKy 0e3 Harlisiy KOMI'IoTepHe 001aiHaHHS,
MYJBTHMEIHHINA IPOSKTOP, IPUHTEP,HITYy OPTTEXHIKY.

3.8. [Ipauroroyy 3 OpPrrexHiKOK CIiJI JOTPUMYBATHUCS 3am001KHUX 3aXO0JIB BiJ IOPAa3Ku
EJIEKTPHYHUM CTPYMOM:

HE BKJIIOYATH B €JIEKTPUYHY MEpEXKY 1 He BIAKIIOUATH BiJ Hel 001aJHAaHHA MOKpUMH 200
BOJIOTUMH PYKAMU;

JOTPUMYBATHUCS MOPSIAKY MIAKIIOYEHHS 1 BIAKIIOYEHHS KOMI'OTEpa, IPHUHTEPA,
OpI'TEXHIKU;

HE 3aJIUIIATH M1IKII0UEHE 10 eJIEKTPOXKUBIICHHS 00J1aHaHHA 6€3 KOHTPOJIIO.

3.9. He BukopucTOBYBaTH B NPHUMIIICHHI KaOiHETY eJIEKTPOHATPIBAIbHI TPHIAIH:
KUIT' ITUJIbHUKY, TUTUTKH, €JIEKTPOYaHUKY, IIJIOHKH, HecepTU(IKOBaHI MO0BXKYyBayl 1.T.1H.

3.10. B mporeci BUKOHAHHS IOCAJOBHX OOOB'SI3KIB JIOTPUMYBATHCS BHUMOT JIaHOT
IHCTPYKIII{ 3 0XOPOHM Mpalll 7151 CEKpEeTapsl Ta 3aX0/1B MPOTUIIOKEKHOT OE3MEKH.

3.11. fxmo mig wac poOOTH CTaBCs HEIMIACHWUH BHMAJAOK a0o0 TpAIliBHUK BiTIyB
HE3JyXXKaHHA 1 TOTIPIIEHHS CTaHy 3/0pOB'SA, BiH MOBIAOMIIAE TNPO II€ JAUPEKTOPY IIKOJIH,
1HXKEeHepy 3 OXOPOHH Ipalli.

4. Bumoru 0e3neku micJjisi 3aKiH4eHHs poOoTH.

4.1. Tlicns 3akiHYeHHS POOOTHU CEKpeTap MOBHICTIO BIAKIIOYAE EIEKTPUYHI MpUIay,
MIEPCOHATBHHUIA KOMITIOTEP, IPUHTEP.

4.2. ITpubupae poboye Micle BiJi HEIOTPIOHUX 00 BUKOPUCTAHUX MPEIMETIB.

4.3. Tlicns 3akiHYeHHST pOOOTH 3a0e3redye TOTPUMAHHS CaHITAPHUX HOPM 1 JOTPUMYETHCS
MIPaBUI OCOOUCTOT Tiri€Hu.

4.4. TlepeBipsie HasBHICTb MEPBUHHUX 3ac001B Mokexoracinus. [Ipu 3akiHUeHHI TEpMiHY
eKCIuTyaTalii BOTHEracHHUKa HEOOXiJHO mepenaTH Horo ocoOi, BiANOBINAJBbHIA 3a IMOXKEKHY
O0e3meKy B MIKOJMI, I TIOAANBINOI Tepe3apsaKh. BCTaHOBUTH B TPHUMINICHHI HOBUH
BOTHETACHUK.

4.5. BneBHHUTHCS B TPOTHUIIOKEKHIM Oe€3meri NMPUMINIEHHS, BUMKHYTH OCBITJIICHHS 1
3aKpUTH KaOlHET Ha KIIIOY.

4.6. TIpo Bci HEIOJIIKH, IMOMIYEHI IiJ Yac poOOTH, JOTMOBICTH 3aCTYIHHKY IUPEKTOpa 3
aIMIHICTPAaTUBHO-TOCIIOAAPCHKOI pOOOTH 3araJlbHOOCBITHBOTO 3akyiany (Ipu BIACYTHOCTI —
HIITH TTocaoBiit 0c001).

5. Bumoru 0e3meku /UIsl ceKpeTapsi B aBapiiiHUX CHTyamisix
5.1. Ilpu BUHHUKHEHH] aBapIHNUX CUTYALl} B IpUHAMAaJIbHI:
MOBITOMUTH a/IMIHICTpAIIit0, AUPEKTOPY;
MOBIJIOMUTH B CITYXKOY MOXeKHOT oxopon#u 3a Ten. 101;
B)KUTH HEBIJIKJIAIHUX 3aXOJIIB II0/I0 €BaKyallii Y4HiB 3 IPUMIIIICHHS;
BIIKITIOYUTH  €JIEKTPOMEPEKY 1 1O MOMIIMBOCTI BHHECTH HAaWOUIbII  Ba)kKIHMBY
JIOKYMEHTAITII0.




5.2. He mounHatu poOOTY B pa3i MOraHOTO CaMOIIOYYTTs a00 parToBOi XBOPOOH.

5.3. I[Ipy BUHMKHEHH] aBapiiHUX CUTYalii (IPOPUB BOJOIPOBITHOI CUCTEMH a00 CHCTEMH
OTaJieHHs) JOMOBICTU MPO MOJII0 3aCTYIMHHUKY TUPEKTOpa 3 aaMiHICTPaTUBHO-TOCIOAAPCHKOT
gacTHHU (IIPU BIJCYTHOCTI - IHIIHK MOcamoBiii 0co0i) 1 jgam MisITH 3TiAHO 3 OTPUMAHHMH
BKa31BKaMH.

5.4. Tlpu BUHUKHEHHI HEMOJAJ0K B pPOOOTI eNeKTPOOONIaTHAHHS, MOSBI 1CKOp, AUMY 1
3amaxy rapy HEeTralHO BIJKIIOUWATH OOJIaJHAHHS BiJ €JICKTPUYHOT MEPEXKi 1 JOMOBICTH IPO Iie
3aCTYITHUKY TUPEKTOpa 3 aaMiHICTPAaTUBHO-TOCIIONAPChKOl YacTHHU (3aBrocma). Poboty MokHa
MIPOJIOBKYBATH TUTBKU MICIS YCYHEHHS] BAHHKJIUX HETOMaI0K.

5.5. B pa3i BUHHKHEHHS TOXeX1 HeOOX1THO B MEPITy Yepry €BaKylOBaTH CIiBPOOITHHKIB,
BiJ[BilyBayiB, YYHIB 3 MPUIMaNbHI (KEePyIOUHCh IJIAHOM €BaKyallil 3 MPUMIIICHHS) B Oe3rneuHe
MiCIle, 3aiATH CHCTEMY OIOBIIICHHS MpPO TOXEXKY, IMOBIJIOMHTH B IOXEXKHY CIyKOy 3a
tenegonom 101, momoBicth aamiHicTpamii mkonu. [Ipu BiACYTHOCTI SIBHOI 3arpo3u >KUTTIO
MPUCTYIIUTH JI0 TACIHHS MicIsl 3ailMaHHA 3a JOIMOMOT OO ITEPBHUHHUX 3aC001B TOKEKOTACIHHS.

5.6. VY pasi oTpuMaHHS TpaBMU MOKIUKATH HA JOTIOMOTY, CKOPUCTATHCS allTEYKOI0 MEePIIoi
JIOTIOMOTH, 3BEPHYTHUCS 32 MEIMYHOIO JIOTIOMOTOI0 B MEAINYHKT 3arajlbHOOCBITHBOTO 3aKjany i
JIOBECTH JI0 BiJIOMa TUPEKTOpa MIKOIH (TIPpU BiJICYTHOCTI - 1HIIIN TTOCa0Biil 0co01).

5.7. Y pa3i oTpUMaHHS TPaBMH 1HILOK OCOOO0, HaJaTH MOTEPIUIOMY MEPIIY JOIOMOTY,
BUKJIMKATH MLIKUIbHY MeJcecTpy (abo J[JOCTaBUTHM TOTEpPIHIOro B MEANYHKT), B pasi
HEOOX1AHOCTI, BUKIMKATU IIBUAKY MEIAUYHY JONOMOrY, JTOMOBICTU MPO T€, IO TPamuiocs
JUPEKTOPY MIKOJIH (IIPU BIACYTHOCTI - 1HIIIH 1Moca1oBiil 0cob1).

5.8. ¥V pa3i 3arpo3u ab0 BHHHKHCHHS MicClli HEOE3MEYHOTO BIUIMBY TEXHOTEHHOTO
XapakTepy JisATH BinoBiHO 10 [Tnany eBakyarii, IHCTpYKIiT po MOPSAOK il y pa3i 3arpo3u Ta
BUHUKHEHHS HC TeXHOreHHOro xapaxkrepy.

PozpobGneno:
3actynHuKoM nupekropa 3 HBP H.B.bekim

[HCTpYKLIiTO OTpUMaB(J1a)
13 11 3MICTOM O3HAMOMIICHMIA(Q)




