3ATBEPI)KEHO NOro’KEHO

ITpoTokoun 3aranbHUX 360piB [TpoTokon 3acifaHHs NpoQCIIKOBOro
JepkaBHUX ciyx0o0BUiB JlenaprameHTy KoMiTeTy JlenapraMeHTy OXOpOHH
OXOpOHHM 3/10poB’s1 XapKiBCbKOi 001acHOT 3710poB’st XapKiBChKOI 00/1aCHOI
JepxaBHOT (BifiCbKOBOT) aaMiHicTpallil AepkaBHOT (BiHChKOBOT) aAMiHICTpaLii
Big 03.02.2025 Ne 1 Bix 03.02.2025 Ne 2
IIPABUJIA

BHYTPILLIHLOIO ¢J1y>K00BOro po3nopsiaKy
enapraMeHTy OXOpOHM 310pOB’sl
XapkiBchbKoi 06J1acHOl aepaaBHOI (BilicbkoBoi) aaminicTpamii

I. 3arajibHi N0JIOKEHHH

1. IIi IlpaBuna Bu3HAYAlOTh 3arajbHi MOJOXEHHS LIOJO OpraHisauii
BHYTPIIIHBOrO CIy)60BOro posnopsaky JlemapraMeHTY OXOpPOHH 3[0DOB’s
XapkiBcekoi  obnacHOl  nepxaBHOI  (BilicbkoBOi) aiMiHicTpauii (mam —
JlenapraMeHTy), pexXUM poOOTH, YMOBH NepeOyBaHHS Jep)KaBHUX CIy>KOOBIB B
JlemaprameHTy Ta 3a0e3eUeHHs paliOHATFHOr0 BUKOPUCTAHHs poO0Y0ro 4acy.

2. Cyx60Ba quciumIutina B JlenapraMeHTi IpyHTY€EThCS Ha 3acaiaX CyMIIIHHOTO
Ta TpodeciiHOr0 BUKOHAHHS [AEPXKABHUMH CIIyXOOBISIMH CBOiX OOOB'A3KiB,
CTBOpPEHHS HAJEXKHMX YMOB 1) e()eKTUBHOI pobOTH, TX MaTepialbHO-TEXHIYHOTO
3a0e3MeYCHHS, 3a0X0UCHHS 3a pe3yJibTaTaMu poOOTH.

3. IlpaBuia BHYTpILIHBOrO CIyX00OBOro po3mnopsaky B JlemapTamMeHTi
3aTBEPIKYIOTHCS 3arajibHUMM 300paMM JIep)KaBHHUX CIy>KOOBLIB 33 IOJAHHAM
aupekropa JlemapTaMeHTy Ta rojoBH MpodCIiIKoBOro komireTy JlemapramMeHTy
TumoBuxX TMpaBW BHYTPILIHHOIO CIYXKOGOBOrO PO3MOPSAAKY, LIO 3aTBEPKEHI
Haka3oM HallioHanpHOTrO areHTCTBa YKpaiHH 3 MUTaHb JEPXKABHOI CIyXOM BiA
03.03.2016 Ne 50 (3i 3minamu), 3apeectpoBanoro MiHicTepcTBOM IOCTHIIT YKpaiHu
Bix 25.03.2016 Ne 457/28587.

4. TlpaBuna BHYTpIIIHBOIO CIIy>)kO0BOro posmnopsanaky JlemaprameHty
IOBOASTHECS IO BiZloMa BCiX Jep)KaBHUX CITy>KOOBIIIB ITiJT ITiAIIHC.

II. BaranbHi npaBuia eTHYHOI NoBediHKH B /lenapramenTi

1. HepxaBHi ciyx6oBui JlemapraMeHTy MOBHHHI JOTPUMYBATHCh BHMMOD
€THYHOI [TOBEIIHKH.

2. JlepxaBui cmyx0OoBui JlemaprameHTy y cBoiif po0OoTi IOBHHHI
JAOTPUMYBATHUCH MPUHLIKIIIB NPOQeCiHOCTI, MPUHIIUIOBOCTI Ta JOOPO3UUIUBOCTI,
n0atu Opo CBOIO MpodeciiHy YeCTh i I1HICTb.

3. JlepxkaBHi ciyx06oBui JlemapraMeHTy IOBHHHI YHHKaTH HELEH3YPHOI
JEeKCHKH, He [ONyCKaTH IiABMILNEHOI IHTOHAIIl M 4Yac CHIIKyBaHHS.



HenpunycTdMHUMH € MpOsIBU 3BEPXHOCTI, 3HEBAXJIWBOIO CTaBJIEHHS 10 Kojer Ta
rpOMA/ISH.

4. JlepxaBHi ciyx6oBui JlenapraMeHTy Mil yac BUKOHAaHHS CBOIX MOCafOBHX
000B’A3KiB MOBUHHI JOTPMMYBATUCS B3aEMOTOBArk, JiIOBOrO CTHIIIO CIIJIKYBaHHS,
BUSIBJISITA IIPUHLMIIOBICTh | BATPUMKY.

III. PoGoumnii yac i yac BiAMOYHHKY AepiKaBHUX cayk00oBUIB
Jdenapramenry

1. TpuBanicTh po6OUOro Yacy AepKaBHOro ciyx00BLUsA cTaHOBUTE 40 rofinH Ha
THXKACHb.

2. B JlemapraMeHTi, BCTAQHOBJEHO II’ATHACHHUH pOOOUMH THXKICHBL i3
TPUBAJIICTIO pOOOTH TI0 JHSX: TOHEILIOK, BIBTOPOK, Cepela, YeTBep - 1o 8 roauH 15
XBHJIMH, IT'ITHHULA - 7 TOAMH; BUXiAHi AHI - cyboTa i HeAius.

3. Muvaiuk puGuyury vacy — 9.00, KiHews poboyoro yacy — 18.00, y ’sTHuHLO
— 16.45. IlepepBa mis BianouMHKY Ta XapuysaHHsa — 13.00-13.45.

4. Ha nepeqoJHi CBATKOBMX Ta HEpOOOUMX JHIB TPHBATICTh poOOUYOro vacy
CKOpO4y€eThCs Ha | roauny.

5. 3a60pOHAETHCS BiBOJIIKATH AEPKaBHOTO CIY)XOOBLS Bil BUKOHAaHHs HOro
110CaJOBUX O0OB’SI3KIB.

6. O6tik pobouoro yacy B JlenapramenTi y Tabeni o01iky pododoro vacy.

7. Buxig pepxaBHoro ciyx6oBls 3a Mexi aaMiHiCTpaTWBHOI OyaiBii
HenapramenTy y poGoumii yac 3i ciry’00BHX MUTaHb BiZOYBAETHCS 3 BiloMa HOro
6e3nocepeTHLOIO KepiBHUKA.

8. 3a iHiliaTHBOIO AEPKaBHOTO CIY)XOOBIS i 3rof0l0 HOro 6e3mocepeaHLOro
KepiBHMKA Ta KEpiBHMKA CaMOCTIMHOTO CTPYKTYpPHOTO IiJIpO3Iily (3a HasBHOCTI)
TaKUH Jep)KaBHUH CIIy»kKOOBeIlb MOXeE BHKOHYBAaTH 3aBJaHHS 3a IIOCAJ0I0 32
MeXaMH aJMiHiCTpaTUBHOI OYAiBIi Jep)KaBHOro opraHy, Ha Mepiojl Aii BOEHHOIO
abo0 HaJ3BHYAKHOTO cTaHy B YKpaiHi ud B 1l OKpeMHX perioHax, Ta mpotsrom 10
IOHIB HIiCJIsI MPUTIHHEHHs a00 CKacyBaHHsS Takoro craHy. [lis 1pOro nepxaBHUH
cyx0OoBelb TMOBHHEH [IOFOJUTH Yy TIMCBMOBIH ¢opMi, 30Kpema 3acobamu
TEJeKOMYHIKallifHOro 3B’S3Ky, Iepejiik BiAMOBIAHUX 3aBAaHb Ta CTPOKH IX
BUKOHaHHs 3 ©Oe3mocepe/HiM KepiBHUKOM Ta KEpPiBHUKOM CaMOCTIHHOIO
CTPYKTYpPHOTO HiApo3/1iiy (3a HasiBHOCTI).

JUia  nepxxaBHOro ciyXOOBIs OOCAr 3aBAaHb 3a IOCALOI0 3a MeXamu
aJIMIHICTPaTHBHOI OYIiBIi Jep>XaBHOTO OpraHy IIOBMHEH BHU3HAYaTUCh 3
ypaxyBaHHSIM TPUBAJIOCTI iforo poGouoro yacy.

3a MexaMH aJMIHICTpaTHBHOI OYIiBNI JEpXKaBHOIO OpraHy MOXYTb
BUKOHYBATHUCS 3aBJIaHHS, SIKIIO iX SAKiCHE, e(QeKTUBHE Ta pe3yJIbTaTHBHE BUKOHAHHS
He noTpedye:

BUKOPHCTaHHS iH(opmMallii 3 06MeXeHUM JOCTYIIOM;



JOCTYIly OO KOMII'IOTEPHOro, TeJeKOMYHiKalliiHOro Ta/abo mnporpamMHOro
3abe3neyeHHs, ke QyHKLUIOHYE JIMLIE Y MeXax MPHUMILLEHHs AePKaBHOI0 OpraHy;

060B’A3K0BOro nepedyBaHHs B MPUMILLUEHHI ep)KaBHOrO OpraHy.

IlpaBunaMyu BHYTpIILHBOrO CIly’k00BOTO PO3NOPSAKY B JepXkaBHOMY Oprai
MOXYTh BH3HAaYaTHChb NOJATKOBI YMOBHM BHKOHAHHS HEPXaBHHMH ClyxOOBLSMU
3aBIaHb 3a MOC3J0K0 3a MeXaMW aJMiHICTpaTUBHOI OYAiBNi Jep)XaBHOTO OpraHy
3aJIeXHO BiZl ocobaMBocTell peanizauii QyHKUiH | 3aBAaHb LBOTO AEPKABHOTO
OpraHy.

Yac BHKOHaHHS [epXaBHHUM CIy»k0OBLIEM 3aBAaHb 3a IMOCAIO0I0 332 MEXaMu
aaMiHICTpaTHBHOI OyAiBJi JepKaBHOrO OpraHy o6/ iKOBY€ThCS K poGoumii yac.

IV. Ilopaaok noBiomMJ/IeHHs AeP>KABHUM CJIy3K00BIUEM PO CBOIO
BiACYTHiCTD

1. JlepxaBHui ciy>x00Bels MOBIJOMIISIE CBOIO Oe3MocepeHhOr0 KepiBHUKA
IIPO CBOXO BiACYTHICTH Ha poboTi y MUCBEMOBIH (opmi, 3aco06aMut eleKTPOHHOTO UM
Teae(OHHOrO 3B 513Ky ab0 IHIIKMM JOCTYMHHUM CIIOCOOOM.

2. Y pa3i HEJOTPUMAaHHs JEPXXaBHHUM CIYXOOBLEM BHUMOI MyHKTY | LBOro
PO3/ILTy CKIAAAEThCs aKT MPO BIACYTHICTh AEpKaBHOTO CiiyXO60BLs Ha po6oYOMy
MicIi.

3.V pasi HeHaJlaHHS Jiep)KaBHUM CJIy)KOOBLEM JIOKA3iB MOBAXKHOCTI NPUYUHK
CBOE€I BIJICYTHOCTI Ha poOOTi BiH MOBHHEH IOJATH MMCHLMOBI NOSCHEHHS Ha iM’d
InMpexTopa JlenapraMeHTy 100 NPUYIHH CBOET BiICYTHOCTI.

4. BuMoru LbOro po3fijiy He 3aCTOCOBYIOTECH JI0 JAE€PXKABHUX CIIYXOOBLIB Mij
Jac BUKOHAHHSA HHMM 3aBJaHb 3a [IOCAAOI0 32 MeXaMHu aJMiHIiCTpaTHBHOI OyaiBii
JIEpXKaBHOTO OPTaHy.

V. IlepebyBanns aep:kaBHOro cjiy:x6osus B [AenapramenTi y BUxigHi,
CBATKOBI, HepoGoui AHI Ta micns 3akiHYeHHs po6GoYOro 4acy

1. JIna BHKOHAaHHS HEBINKIAAHWX 3aBIaHb JEPXKaBHUN Cly)OOBElb MOXE
3aJIy4aTUCh 0 pOOOTH MOHAJ YCTAHOBJIEHY TPUBAIICTH POOOUOro JHS 338 HAKA30M
(po3MOpsKEHHAM) AUpekTopa JlenmapraMeHTy, Mpo SKMI  TOBiZOMIISIETHCA
BUOOPHUIA OpraH IEpBUHHOI MPO(CIINKOBOI OpraHi3alii, B TOMy YHCHi y BUXizHi,
CBATKOBI, Hepoboui IHi, a TakoX y HiYHMI Yac 3 KOMIIEHcali€lo 3a poboTy
BIAIOBITHO 10 3aKOHOJABCTBA.

Tpusaicts po60TH MOHAA YCTAHOBIIEHY TPUBAIICTH po6OYOro [Hs, a TAKOK y
BHXIiJHI, CBATKOBI Ta HepoOoui AHI, y HiUHMH 4ac ISl KOXXHOTO JIep>KaBHOTO
CiIy’)KOOBIS HE IOBMHHA II€PEBHUILYBATH YOTHPH TOMMHM IIPOTATOM [BOX IHIB
nocniik 1 120 rogun Ha pik.

2. upextop [lemapTaMeHTy 3a IIOTPeOM MOXE 3adydaTd JAep:KaBHUX
CI1y>0OBIIIB HOTO IeP)KaBHOTO OPraHy [0 YepryBaHHs MicIsl 3aKiHYeHHS po6oyoro
IHSA, y BUX1JHI, CBATKOBI i HepoOoui JHi.



UepryBaHHs JepiKaBHOrO CIy)XOGOBLS TMiC/HsA 3aKiHYeHHs pobodoro AHs, y
BHUXIi[HI, CBATKOBi i HepoGovi AHI 3AIMCHIOETBCS 3rifHO 3 rpadikoM, AKHH
pPO3pOOIAETECA Cyx0010 YIIpaBJliHHS NIEPCOHANIOM | 3aTBEPAXKYETLCA JUPEKTOPOM
JlenmapraMeHTy 3a MOro/PKEHHSM Npod)CITiIKOBOrO KOMITETY.

3.V rpadiky uepryBaHHs 3a3Ha4aloThCsl: 3aBJlaHHA, sIke NOTPeOy€E BUKOHAHHS,
BIAMOBIHaNbHUIN OepXKaBHUM cnyxOoBelb, Horo nocana, micue, Aara Ta CTPOK
YepryBaHHSI.

4.V pasi 3anydeHHs 10 YepryBaHHs Micis 3aKiHUeHHs poOOYOro AH:, y BUXIiJHI,
CBATKOBI i HepoOOYi IHI IepIKaBHOTO CITY*X6OBIS, IKOr0 HE BKIIOYEHO 10 rpadika,
HACTYIIHOr0 po0GOYOro JAHs INCHsA uepryBaHHs BiAnoBiiHa iHQoOpMalis NoJaeThCs
cImy®0010 yIpaBIliHHS [TEPCOHATIOM KEPiBHHUKY JepKaBHOI CITy)KOu 11 BHECEHHS B
YCTaHOBJIEHOMY IIOPAAKY BIAIOBIIHUX 3MiH JI0 TAaKOTo rpagika.

5.V pasi 3any4eHHs AepKaBHOTO CIIy)XO00BLS 10 poOOTH IOHAJ YCTAHOBJIEHY
TPUBAJIICTL po6oUoro aHs B JlenapTaMeHTi 3aIpoBa/Ky€EThCS MiJCYMOBaHHH 00K
po6o4oro yacy 3 THM, 100 TpUBANICTH poboyoro yacy 3a oOIiKOBUH nepioa He
IIepeBUIIyBajla HOpMH TPHUBAJIOCTI poboyOoro yacy.

3a poboTy B 3a3HayeHi AHI (Yac) aepkaBHUM Clly>)KOOBLSIM HaZa€ThCsl rPoILIOBa
KOMIIEHCAIIisl y po3Mipi Ta MopsaKy, BU3HAYEHHX 3aKOHOaBCTBOM PO MpaLo, abo
IPOTATOM MiCSILS HaalOThCs BIAIMOBIIHI JHI BIAMOUYKMHKY 3a 3asBaMU JEPKaBHUX
CIIy>k0O0BIIIB.

6. 3abopousieThcs 3adyvyaTH [0 POOOTH TOHAL YCTAHOBJIEHY TpPHBaJiCTh
poboUoro IHs, a TAKOXK Y BUXiIHI, CBATKOBI Ta HepoOo4i JIHi, y HIYHHH yac BariTHUX
KIHOK 1 KIHOK, sIKi MalOTh HiTel BiKOM IO TphOX pokKiB. XKiHKH, siKi MalOTh IiTeH
BiKOM Bif 3 10 14 pokiB a0 AUTHHY-iHBaJIi1a, MOXKYTh 3aJIy4aTHCS JO HaAyPOIHHX
poOiT Jymiie 3a IXHBOK 3TOHOK0. 3aNydeHHS IHBAIAIB OO HAXypOUHUX pOOIT
MOJXJIMBE JIMIIIE 338 IXHBOIO 3TrOJIOI0 1 32 YMOBH, IO L€ HE CYNEepedUTh MEAUYHUM
pPEKOMEHAIlISIM.

V1. llopsinok noBeaeHHs 10 BiaOMa AepKABHOT0 Cayx00BUA
HOPMAaTHBHO-NPAaBOBHX aKTiB, HAKA3iB, IOpPYY€Hb Ta PO3MOPAIKEHbD 3i
CJY:KO0BHX NUTAHD

1. HopmaTuBHO-TIpaBOBI aKTH, Haka3W, HOPYYEHHS, PO3MOPSIKECHHS 31
Clly>k00BUX IUTaHb AOBOJATHCSA O BijJioMa JepXaBHUX CIYKOOBI[IB LUISXOM
O3HAMOMJIEHHsl y IanepoBiii abo eneKTpOoHHIH GopMi 3 NIATBEPIKEHHSAM TaKOIro
O3HAWOMJICHHS.

ITinTBepmKeHHIM MOXKe CIAYryBaTH IIAMKC AEpPKaBHOIO CIyXOOoBIs (y ToMy
YuCl SK BiANMOBINAJILHOTO BHKOHABIA) Ha JOKYMEHTI, Y XypHali peectpariil
JOKyYMEeHTIB a0o BiAnoBimHHN KBajihikOBaHHWH EJICKTPOHHMM MiANUC, SKUH
NiATBEPIKY€E O3HAHOMIICHHS 3 MEBHUM CIIY)XKOOBHM JOKYMEHTOM B €JIEKTPOHHIH

bopmi.
2. HopMaTuBHO-TIpaBOBi aKTH, SIKI HiJIATaI0OTh OQIIiHHOMY ONPHUIIOIHEHHIO,
JOBOJATBCS 10 BiOMa AEPXKABHOTO CHYXOOBLS LUTSIXOM iX OTPUIIOJHEHHS B



odiLlifiHUX OPYKOBAHHX BMIAHHSAX, 8 TAKOX LISIXOM PO3MillleHHS Ha OQiuifHuX
Be6G-caliTax OpraHiB Jep>KaBHOI BJla[i¥ Ta Ha BIACHOMY CaHTi TaKOro AepXaBHOTO

oprasy.

VII. loTpuMaHHe 3arajbHUX IHCTPYKLii 3 0XOpOHU npaui Ta
NPOTHIOMKEKHOT Oe3neKn

1. lupextop Jlenapramenty 30608’ s3aHuii 3a6e3neuntr Ge3neuni yMmosy npai,
HAJIeXXHHH CTaH 3aco0iB MPOTUIOXKEXHOI Ge3nexu, caHiTapii i ririenu mpali.

[HCTpYKTyBaHHS 3 OXOpDOHH Tipali Ta MPOTHIOXKEXKHOI Oesnek: Mae
3milicHIOBaTH 0c00a, Ha SIKy KepiBHMKOM OpraHy JAep)KaBHOI BNaJd NOKIafieHi
BiIMOBiAHI (GYHKLIT B TAKOMY OpraHi.

2. Jlep>xaBHuii CTy6GOBelb IOBUHEH JOTPUMYBATHCh IIPABIII TEXHIKH Oe3nexH,
BHPOOIIMTIOL CAHITAPIT 1 TirieHN MpaLli, MPOTHIONEWHOT Ae3TeKY

3. VYMoBM mpaui Ha poboyomy wMicui, CTaH 3aco0iB KOJIEKTUBHOTO Ta
iH/IMBilyaTbHOTO 3aXWCTy, 110 BUKOPUCTOBYIOTHCS IEPXKaBHMM ClyxOoBUEM, a
TAKOX CaHiTapHO-MOOYTOBI yMOBHM NOBHHHI BiANOBIAATH BUMOTaM HOPMAaTHUBHO-
IPaBOBUX aKTiB 3 OXOPOHHU MpaL.

4. 3a cTaH NoXeXHOi 6e3MeKn Ta JOTPUMaHHs IHCTPYKLiH 3 OXOPOHM Npaui B
JlemapraMeHTi BiAmoBigae gupekTop JlemaprameHTy Ta BH3HAUeHa HUM
BiZnoBinansHa 0coba, Ha Ky TTOKIaJeHO TakKuil 000B’A30K.

VIIL Iopaaok npuiiHATTS Ta nepeaadi AiloBoAcTBA (cNpaB) i MalHHa
JAep:KaBHUM CJIyK00BLEM

1. JlepxaBHuii ciyx60Belb 3000B’A3aHUIl OO 3BUIBHEHHS 3 MMOCAId 4H
TiepeBeIeHHs Ha iHIIy ocay rnepeiaTy CIpaBH i JOBIpeHeE y 3B’ 3Ky 3 BUKOHaHHSIM
nocazioBux OOOB’SI3KiB MaMHO YIOBHOBaXE€Hilt Cy0’€KTOM IpH3HAYEHHS B
JenmapramenTti ocobi. YmoBHOBaxkeHa ocoba 3000B’s3aHa NPUHHATH CIpPaBH |
MaiHo.

2. ®akT rnepenayi crpaB i MadHa 3aCBIAYYETBCH AaKTOM, SIKHW CKJIAIA€TbCS Y
IBOX IPUMIpHHKAx 1 MMiAMUCYEThCS YNOBHOBAXEHOKW ocoboro JlenapTaMeHTy,
KEepPiBHUKOM CJIY>OHM YNpaBIiHHS IepCOHANIOM LbOIO OpraHy Ta JepKaBHUM
CITy>kO0BIEM, STKUI 3BITBHSAETHCS.

OmuH 0OpUMIpHHK aKTa BHUIAEThCS JIEPKABHOMY  CIyXOOBLIO, SKHH
3BUIBHAECTHCH UM MIEPEBOJUTHCS HA IHIINY MOCaJy, iHIIHUN NPUMIPHUK JOIy4YacThCs
10 0c000BOT CIIPaBH OO ASPHKABHOIO CILyKOOBL.

IX. IlpukiHneBi NOJT0XKEHHH

1. HemoTpuMaHHs BUMOT IMpPaBHJ BHYTPILIHBOI'O CIIy’KOOBOIO pO3IOPSIKY €
MiJICTaBOIO /Ui TIPUTATHEHHS JepXXaBHOro ciayxOosus JlemapraMeHTy [0
BIJINOBIAATBHOCT] Y MOPSAKY, epeidayeHOMY YMHHUM 3aKOHOJaBCTBOM.



2. TIuTaHHs, MOB’S3aH] i3 3aCTOCYBaHHAM IPABUJI BHYTPILIHBOTO CiyXG0OBOro
pO3TOpPAAKY, BHPILIYIOTbCS JHpeKkTopoM [lemapTaMeHTy, a y BHIMaJKax,
mepea0aueHNK UMHHHUM  3aKOHOLABCTBOM, - CINiIBHO 2060 32  3rOA0K0
npo(CIIIKOBOTO KOMITETY.

I[HpeKTop I[enapTaMeHTy OXOPOHH I'osioBa nmpo¢CmiIKOBOro KOMiTeTy
,[[enapTaMGHTy oxoponu 310pOB’ s
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