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I. 3araabHi nmoJiokeHHs

1. Ili npaBuia BH3HAYAIOTH 3arajibHi IIOJIOMKEHHS 00 opraxizarii
BHYTPIIIHBOTO ~ CIYXOOBOrO  po3MOpsiAKy. JlemapTaMeHTy HAayKd 1 OCBIiTH
XapKiBchKOI 00JIaCHOT nepyaBHOl agMinicTpauii (Hagani — JlemapramenT), pexum
pobotH, ymoBu mnepeGyBaHHsS Jep)kaBHOTO cioyxGosos B Jlemapramenti Ta
3a0e3neveHHs pallioHalbHOr0 BUKOPHCTAHHS Horo po6odoro Jacy.

2. Cnyxb6osa pgucrmiiina B JlemapTaMeHTI IpyHTyeThcs Ha 3acamax
CYMIIIHHOTO Ta TpOQeciiiHOro BHUKOHAHHA JEpHKABHHM CIY)KOOBLEM CBOIX
00OB'sI3KiB, CTBOPEHHS HATEKHHX YMOB s e()eKTUBHOI po6OTH, iX MaTepiaabHO-
TEXHIYHOr0 3a0e3eueHHs, 3a0X04CHHS 3@ Pe3yJIbTaTaMH POGOTH.

3. IlpaBuma BHYTPIHBEOTo CiIy»GOBOro posmopsaky B JlemapTameHTi
3aTBEPJPKYIOTBCA 3aralbHUMHK 300paMu (KOH(MEPEHIIE0) qepiKaBHUX CITyKOOBIIB
JenapraMeHTy 3a MOJAHHAM nupekTopa JlemapTameHTy i BHOOPHOTO Opramy
IIEPBUHHOI PO CIiIKOBOT Opraxizaii .

4. IlpaBuna BHYTpimIHBOTO CIyKGOBOro po3mopsaky JlemapTaMeHTy
HOBOASATHCS [JIO - BiloMa BCIX JepXKaBHUX CIyKOOBLIB, sKi IPALIOIOTh Y
HenapTtamenTi, i/ miIucC.

II. 3aranbHi npaBu/Ia eTHYHOL IOBEJIHKH B HMenapraMeHTi

1. JlepxaBHi CiIyx00BIi TOBHHHI JOTPUMYBaTHUCh BHMOT ETHYHOL
IIOBE/IIHKH.

2. JlepxaBHi cmyx00BIi Yy CcBOiff poGOTI NOBHHHI JOTPUMYBATHCH
MPUHLKIIB NPOQECiHHOCT], MPUHIHUIIOBOCT] Ta JOGPO3UIMBOCTI, OATH IIPO CBOIO
npogeciiHy 4ecTb i TiHiCTb.

3. HlepxaBHi CIyXOOBLi NOBUHHIi YHHKATH HELEH3ypHOI JEKCHUKH, He
JOMyCKaTH TiJBUIIEHO] iHTOHAWii mif 4ac cHinkyBaHHA. HempumycTHUMHMH €
IPOSIBY 3BEPXHOCTI, 3HEBAKIIMBOTO CTABIEHHS J0 KOJIET Ta TPOMASH.

4. JlepxaBHi City>x00BLi IiJ Yac BUKOHAaHHS CBOIX MOCAJOBUX OOOB’SI3KiB
MIOBUHHI JOTPUMYBATHCS B3a€EMOIIOBATH, [iIOBOIO CTHIIKO CIIiIIKyBaHHS, BUSABIATH
IPUHIMIIOBICTD i BUTPUMKY.

IIL. PoGouuii yac i yac Bilno4uHKY Aep/KABHOIO CJIy:KO0BIS

1. TpuBamicTs po604oro yacy nepxaBHOTO CiIy»O0BLS CTaHOBUTH 40 roquu
Ha THXIEHb.

2. V ]JlemapTaMeHTi BCTaHOBIIOETHCS IT’SATUAEHHUH pOGOYMil THXKHECHD i3
TPHUBAIICTIO POGOTH MO JHSX: IIOHEILNOK, BIBTOPOK, Cepe/ia, YeTBep — 10 8 FOJuH
15 XBUMH, I’ATHULS — 7 TOAWH; BUXiOHI 1Hi — cy6oTa i Hemins.

PoGounii yac 3 moHefinka mo yerBep y JlemapTaMeHTi PO3MOYUHAETHCS O
09:00 rog., 3akinuyerbest o 18:00, y m’sitrumo — 3 09:00 rox. no 16:45 rox.,
o6igus mepepsa 3 13:00 rox. mo 13:45 roa. moaHs.
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Pexxum poborm JlemapraMeHTy BCTAHOBIIOETBCS 3  ypaXyBaHHAM
3arajJlbHONPUAHATOTO PEXUMY POOOTH MiANPUEMCTB, YCTAHOB i Opraisamiii y
IIeBHI{ MiCIIEBOCTi.

VY 3B’43Ky 31 CIy’»k00BOIO HEOOXiIHICTIO, 3YMOBJIEHOIO CIENU(IKOI Ta
ocobmuBOCTAMU poboTH y JlemapTaMeHTi MOXKe BCTAHOBJIIOBATHCS IHINMN PEXUM
po6OTH BiATIOBITHO 10 3aKOHOABCTBA IIPO MPALIO.

IloyaTox Ta KiHelb po6o4oro yacy, nepepsa, 0 HATAEThCA IS BiIIOYHHKY
i XapuyBaHHs, BCTAHOBIIOIOTHCS IJISI IEPXKABHOIO CIIyKOOBUA 3 ypaxyBaHHIM
pexxumy pobotu JlemaprameHry.

TpuBanmicTe mepepBM JUIs  BIANOYMHKY 1 XapyyBaHHSA CTAHOBHTH
45 xsunuH. [lepepBa He BKIIOYAETHCA B poOOUMil Yac, i AepiKaBHUM CIIyKOOBELb
MOXXe BUKOPHMCTOBYBATH ii Ha CBi#f po3cyn. Ha 1ei yac BiH MoOXe Bimmydarucs 3
MicIg poboTH.

4. Hanepeno/Hi CBATKOBUX Ta HEpOOOYMX JIHIB TPHUBANICTH POOOYOTO JHS
CKOpOYY€THCA Ha OJHY FOIHHY.

5. IlpaniBHUKaM 3a00pOHSETHCS BiABOJIIKATH AEPXKABHOTO CIY)XOOBIS Bij
BUKOHAHHS HOr0 MOCaJ0BUX 000B’ I3KiB.

6. O6nik pobodoro uacy y JlemapTaMeHTi 3iHCHIOETBCS y BiATIOBiIHOMY
Tabeni pobouoro yacy.

7. Buxim nepxaBHOro cioyxOO0BISI 32 MeXi aJMiHICTpaTHBHOI OymiBi
HenapramMeHTy y poOouuii yac 3i cay00BHUX IHUTAaHb BiAOYBA€ETHCA 3 BioMa HOTo
Oe3mnocepeHHOrO KepiBHUKA.

IV. Ilopsok noBiAOMJ/IEHHS Jep:KaBHUM CJy:K00BILE€M MPO CBOIO BiACYTHICTh

1. lepxaBHUM ciy>X60BeLlb MOBiAOMIISIE CBOTO O€3MOCepeAHBOT0 KepiBHUKA
IIPO CBOIO BiJICYTHICTh Ha poOOTi y MUCEMOBIH (opMi, 3aco0aMM €IEKTPOHHOTO Y1
TeNneOHHOrOo 3B’5A3Ky a00 iHIIUM JOCTYITHUM CIIOCOOOM.

2.V pa3i HeOTpUMaHHS JEpP>KaBHUM CIIy>OOBIIeM BUMOT IyHKTY 1 IbOTO
PO3ALTY CKIANAETHCS aKT MPO BiJCYTHICTH Jep>KaBHOTO CIIy>KOOBILS Ha poO6ouoMy
MicIIi.

3. V pa3i HeHamaHHSA JepKaBHUM CIy>XOOBLIEM JOKa3iB ITOBaXXHOCTI
IPUYMHU CBOEI BIICYTHOCTI Ha pOOOTI BiH IMOBHUHEH IOJATH MUCHMOBI IOSCHEHHS
Ha iM’s qupexTopa JlemapTaMeHTy IOAO MPUYUH CBOET BiICyTHOCTI.

V. IlepeOyBanus Aep:kaBHOrO ciay:x00Bus B [lenapTtameHTi y BUXiJHi,
CBSITKOBI, Hep0o0oYi JHI Ta mic/s 3aKiHYeHHsA po6oYOro yacy

1. JInsg BUKOHaHHS HEBIAKIaTHUX 3aBIaHb JEp)KaBHHM CITyXOOBeLb MOXe
3aJly4aTUCh 10 poOOTH MMOHAJ YCTaHOBJIEHY TPUBAIICTh poOOYOro JHS 32 HaKa30M
nupektopa JlemapTaMeHTy, PO SIKMM IOBiAOMIISIETHCS BAOOPHUIA OpraH NepBUHHOI
npo¢CIiIKOBOI OpraHizailii, B TOMy YHCIi Y BHUXiIHi, CBATKOBi, HepoboUi mHI, a
TaKOX y HIYHHMI Yac 3 KOMIIEHCAIli€r0 32 poOOTY BiAIIOBIIHO IO 3aKOHOAABCTBA.
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TpuBaicTs po6OTH MMOHA YCTAHOBJIEHY TPUBAJIICTh POOOYOro AHSA, a TAKOK
y BHXiIHi, CBITKOBI Ta HepoOoui AHi, y HIYHHUH dYac IJs KOXKHOIO JEp)KaBHOI'O
CIy>kOOBIIsSI He MOBHWHHA IIEPEBHUILYBAaTH YOTHUPH TOIAWHHU IPOTATOM IBOX [HIB
moctias i 120 roguH Ha pikK.

2. Jlupextop JlemapTaMeHTy 3a mOTpeOM MoOXKe 3alydaTH HAep>KaBHUX
ciayx00BuiB JlenapTaMeHTy A0 4YepryBaHHA IIcis 3aKiH4eHHS po6odoro mHs, y
BUXI/HI, CBITKOBI 1 HepoOoUl IHi.

YepryBaHHs [OCpKaBHOIO CIIy>KOOBL Micis 3aKkiHYeHHS pobodoro AHs, y
BUXIJHI, CBATKOBI i HepoOoui MaHI 3MiliCHIOEThCS B3rigHO 3 rpadikoM, SKUK
pO3pO0ISEThCA  BiJUIINIOM YIPaBIiHHS MEPCOHANIOM Ta KaJpOBOro 3a0e3ledeHHs
CHCTEMHM OCBITH OONACTi ympaBliHHSA pecypcHoro 3abesmnedeHHst JlenapTaMeHTy i
3aTBEP/UKYETHCS UPEKTOpoM JlemapTaMeHTy 3a MOroJKeHHSIM BUOOPHOIO OpraHy
IepBHHHOI PO CIIiIIKOBOI OpraHi3ariii.

3. V rpadiky dYepryBaHHs 3a3Ha4YalOThCSA: 3aBIaHHA, fAKe MOTpedye
BUKOHAaHHS, BiINOBiTaNbHUM OepikaBHUI Ciry)xOoBelb, Horo mnocaza, Micle, aara
Ta CTPOK YepryBaHHS.

4. V pasi 3anyueHHs 10 4epryBaHHS IMicis 3aKiH4YeHHS pobodoro AHd, y
BUXIi/iHi, CBATKOBI 1 HEPOOOUi JHI AepP>KaBHOTO CIy>XKOOBIIA, IKOTO HE BKJIIOYEHO J0
rpadika, HACTYIHOro poOOYOro JHS Mmicis 4YepryBaHHsS BiANOBiIHA iHpopMarlis
IOJAEThCs  BIIUILIOM YIPABIiHHA IIEPCOHANIOM Ta KaJpOBOrO 3abe3leyeHHs
CHCTEMH OCBITH 00JIacTi yIpaBliHHS pecypcHoro 3abesnedeHHs JlemapramMeHTy
nupekTopy JlemapraMeHTy Uis BHECEHHS B yCTAHOBICHOMY IIOPSAZKY BiAIOBIIHUX
3MiH JI0 Takoro rpagika.

5. V pasi 3anydeHHs [ep>KaBHOTO CIy)XOOBIS 10 poOOTH IOHAL
YCTaHOBJIEHY TPUBATICTh pobGouoro mHA y JlemapTaMeHTi 3ampoBaXyeThCS
MiZicyMoBaHuit 00K po60voro vacy 3 THM, IN0O TpUBAIiCTh poOOYOro 4acy 3a
001iKOBHIi IIEPIOJ] HE MepeBHUIIlyBajia HOPMU TPUBAJIOCTI poOOUOro yacy.

3a poGory B 3asHaueHi OHi (Yac) OepKaBHUM CIIy>KOOBLAM HaJa€ThCsSA
IpoIIOBa KOMIIEHCAIlisl y po3Mipi Ta NOpsAAKY, BU3HAUEHHX 3aKOHOIABCTBOM IIPO
npaio, abo MPOTArOM MiCSIl HaJaloThCsl BiJNOBIIHI JHI BiAIOYMHKY 33 3asBaMH
JepXKaBHUX CITyKOOBIIIB.

6. 3aGopoHAEThCA 3alyyaTd A0 poOOTH MOHAJ YCTAHOBIEHY TPUBAIICTh
pobodoro IHs, a TAKOX Y BUXiIHi, CBATKOBi Ta HepoOodYi IHI, y HiYHHMHA Hac
BATiTHUX JKIHOK 1 XIHOK, fKi MaloTh JiTe#l BikoM Ho TphoX pokiB. JKiHKH, fKi
MaloTh JiTei BikoM Bif 3 10 14 pokiB a0 IUTHHY-1HBaJiJa, MOXYTh 3aIy9aTHUCS
J0 HagypO4YHHMX pOOIT JHile 3a iXHBOW 3rofol0. 3alydeHHs iHBaNifiB 10
HaJypO4HHMX pOGIT MOXJIMBE JHIIE 3a iXHBOIO 3rOZIOK0 i 33 YMOBH, LIO Lie HE
CYIEPEYUTh MEIUYHUM PEKOMEHAALIISIM.

VL. Ilopsiaok AoBeIeHHs 10 BiloMa JepaKaBHOIO CJIy:K00BIs HOPMATHBHO-
NpaBOBHUX AKTiB, HAKAa3iB, JOPY4YeHb Ta PO3NOPSIKEHD 3i C/Iy’>KOOBHX MHTAHD
1. HopMaTUBHO-NIPaBOBI aKTH, HakKasW, MOPYYEHHS, DPO3HNOPAIKEHHS 3i
CITyk0O0BUX MHTaHb MOBOIATBCS IO BiOMa NEPXKABHUX CIyXKOOBIIB IUIIXOM
03HAMOMIIEHHS y IIalepoBiii a0 eqeKTpoHHIH (opMi 3 MiATBEPIKEHHAM TaKOro
O3HaNOMIIEHHS.
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ITinTBEpKEHHSIM MOXKe CIyTyBaTH MiJMUC AEPHKABHOTO CIIy>KOOBLS (Y TOMY
qucal SK BIANOBIAAIBHOIO BHKOHABISI) Ha IOKYMEHTI, y XKypHalli peectpariil
JNOKyMEHTIB a00 BiNOBIAHUN eJeKTpOHHUNA HU(POBUH MiAMMKC, SKHHA MM ATBEPIHKYE
03HalOMJIEHHS 3 IEBHUM CIIY>KOOBHM JIOKyMEHTOM B €JIEKTPOHHIH (hopmi.

2. HopmaTuBHO-IIpaBOBI  aKTH, sKi  MOANAraloTh  odimiiHOMY
ONPUWJIIOJHEHHIO, JOBOJSATHCS O BiloMa JEep)KaBHOTO CIIy)KOOBII LUIAXOM iX
ONPWIIOAHEHHS B OQIUIHHUX MAPYKOBAaHWX BHJAHHAX, a TaKOX IUIIXOM
po3milieHHs Ha odiuiifHoMy BeO-caiiTi XapkiBchbkoi 00JacHOI AepxaBHOI
agMiHicTpauii Ta JenaprameHTy.

VII. JoTpuMaHHA 3araJibHUX iHCTPYKIii 3 OXOPOHH npaui
TA NPOTHIIOKEKHOI Oe3neKH

1. Jlupextop [lemaprameHTy 3000B’si3aHuil 3a6e3neyuTd Oe3mnedHi yMOBU
mpaii, HaJeXHUH cTaH 3aco0iB NPOTHIIOXKEXKHOI Oe3meku, caHiTapili 1 TirieHH
mpari.

[HCTpYKTyBaHHS 3 OXOpOHM TIpalli Ta TPOTUIOXNKEXKHOI Oe3lmeku Mae
3ailicHIOBaTH ocoba, Ha SKy aupekropoM JlemapTamMeHTy MOKIJaJeHi BiANMOBiIHI
bynkuii B JlenmaprameHTi.

2. JlepxaBHUiA CIyX00Belb IMOBHHEH JOTPUMYBATHCS MpPABUI TEXHIKH
Oe3neku, BUPOOHUYOI caHiTapii i ririeHu mpari, IPOTUIIOKENKHOT OE3MEKH.

3. YMoBu mpaui Ha pobGoyoMy Micli, CTaH 3aco0iB KOJNEKTHBHOTO Ta
iHIUBIAyaIbHOTO 3aXKCTy, IO BUKOPHUCTOBYIOTHCS JEpXKaBHHM CIIy>XOOBIEM, a
TaKOX CaHITapHO-IIOOYTOBI YMOBM IIOBHMHHI BIiANOBiAaTH BUMOraM HOpPMaTHUBHO-
IPaBOBUX aKTiB 3 OXOPOHH IIpalli.

4. 3a cTaH MOXEeXHOI Oe3meku Ta JOTPUMAHHS iHCTPYKIiH 3 OXOPOHHU Iparli
B JlemaprameHTi BinmoBiiae aupekrop JlemaprameHTy Ta BH3HAY€Ha HUM
BiAMOBigaIbHA 0c00a, Ha AKY IMOKIAAEHO TaKHii 000B’A30K.

VIIIL. Ilopsinok npuiiHATTSA Ta nepeaayi Ai1oBoAcTBa (cnpas)
i MaliHa Iep:kaBHHM cJ1yKO0BLIEM

1. JlepxaBHHUH CIy»00Bellb 3000B’S3aHUN 1O 3BiIIBHEHHSA 3 IOCaad UM
TepeBeIeHHs Ha IHIIy IOcaay IlepelaTd CIpaBd. 1 JOBipeHe y 3B’A3Ky 3
BHKOHAHHSAM IIOCAJIOBUX OOOB’A3KiB MalHO YIOBHOBA@XEHIH IUPEKTOPOM
HenmaprameHTy 0co0i. YmoBHOBakeHa ocoba 3000B’s3aHa MPUMHATH CHpaBU i
MayHo.

2. @akT nepenadi cupaB i MaiHa 3aCBiIUYEThCS aKTOM, SIKHUM CKIQJAETHCS Y
IBOX MPUMIpHHKAaX 1 IMiAMUCYEThCS YIOBHOBaXEHOIO 0coboro JlemaprameHTy,
KEpiBHMKOM  BIiAJily YNpaBiHHA IEPCOHAJIOM Ta KaApoBOro 3a0e3NeYeHHs
CHCTEMH OCBITH 00JIacTi yIpaBIliHHs pecypcHoro 3abe3nedeHHs JlenapTaMeHTy Ta
JepKaBHUM CITyOOBLIEM, SIKUI 3BUIbHAETHCS.
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OmvH TpUMIPHMK aKTa BHIAE€TbCS [EPKABHOMY CIyXOOBI[IO, SIKHiA
3BUIBHSETECS YU TIEPEBOMTRCS HA IHILY MOCaiy, iHIIMHA NPUMipHHK JOTYYaeThCs
110 0COOO0BOI CIIPaBU L[LOTO AEPHKABHOTO CIIy>KOOBIA.

IX. IlpukinueBi moJio:keHHst

1. HenotpumanHs BUMOT NPaBHII BHYTPIIIHBOTO CIIy’G0BOr0 PO3MOPAIKY €
IiICTABOIO /IS TIPUTATHEHHS JIePXKaBHOTO CIyXOOBLS 10 BiANOBiJAaNBHOCTI y
HOPSAZKY, IependauyeHOMY YHHHUM 3aKOHOJaBCTBOM.

2. IlurtanHs, mOB’s3aHi i3 3aCTOCYBaHHSM IIPaBWI BHYTPilIHEOTO
Ciy’)X00BOTO  PO3MOPSAAKY, BHPILIYIOTBCS IUPEKTOpOM JlemapTaMeHTy, a y
BUIIaJKax, Iepea0adyeHnX YMHHUM 3aKOHOAaBCTBOM, - CIILIBHO 260 3a 3rofioio 3
BHOOPHHM OpPraHoM MEPBHHHOI MPO(CIIiIKOBOT OpraHizarii.

I'onoBa nepBUHHOI PO CITiIKOBOI Hupexrop JlenapTaMeHTy HayKu
oprasizauii /lemapraMeHTy HayKu i 0CBiTH 1 ocBiTH XapKiBChKOI 061aCHOT
XapkiBcbKoi 001acHO eprkaBHOT J€P’KaBHOI aAMiHiCTparil

anMiHicTpamii

Tennaniit MAMCBHKUIA /Jlapnca KAPITOBA




