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1. 3ATAJIBHI ITOJIOKEHH I

1.1.Kanposa ciyx6a Bonogumup — Bonuncskoro (ppaxoBoro Kojaemky - e
CaMOCTIHHUH CTPYKTYpHMI miapos3jin, 10 [iANOPSIKOBYETECS AHMPEKTOPY
KOJIEIDKY.

1.2.Y cBoiit gisnsHocTi kampoBa cnyxba kepyerhes KoHCTHTYII€ERO
Yxpaiau, 3akoHaMUM Y Kpaiud, nocraHosamu BepxoBHoi Pagm Yxpainy, ykazamMu
Ta posnopamKeHHaMHy [Ipe3usenta YKpaiHH, NMOCTaHOBaMH 1 PO3NOPAIKEHHAMH
Ka6inety MisnictpiB Ykpainu, KonexcoM 3akoHiB npo npaio YkpaiHu Ta iHIIHMH
3aKOHOJIaBUMMH aKTaMM, a TaKoX Haka3amu MiHicTepcTBa OCBITH 1 HayKH
VKpaiHM, HakazaMH Ta pO3NOPSIKEHHSIMH JUpeKTopa Koniemxky, IlpaBuiaMu
BHYTPIIIHBOrO TPYMOBOrO po3mopsaky Bomoaumup — Bonuscbkoro ¢axoBoro
konemxy, Konexrusaum norosopom ta 1um IonosxeHHsAM.

1.3.YncensHICTh NpalliBHUKIB KaIpoOBOI CIIy:KOU 3aJIeXKUTh BiJl YACEIBHOCTI
NpaLiBHUKIB KONEIPKY, KUTBKOCTI CTPYKTYPHHX MiAPO3MINiB Ta iHIIMX MOKa3HHUKIB 1
pO3paxoByEThCS  BIAMOBIAHO 10 MiXrany3eBUX HOPMATHBIB YHCEIBHOCTI
IpaliBHUKIB, 3aifHATHX J000pOM, pPO3CTaHOBKOIO, IIJBHINEHHSIM KBaidikanii
(mepeniAroToBKO0) Ta OONIKOM KajpiB, 3aTBEep/UKEHUX HakazoM MiHicTepcTBa
npari Ta couianpHoi nofiTuku Ykpainy Bix 18 rpyaus 2003 poxy Ne 341.

1.4.KanpoBy cnyx0y O4YONIOE MOMIYHHK JUpEKTOpa 3 KaapoBoi poOOTH,
KA NIPU3HAYAETHCS Ta 3BUTBHAECTRCA 3 TOCAAH HAKa30M JUPEKTOPA KOJIEIKY.

1.5.3aBnanng, 060B’sA3KH, IIpaBa Ta BiANOBIAANBHICTE NpaLiBHAKA KaapOBOI
ciy:0M BU3HAYEH] y NMOCaIOBiH IHCTPYKIIIT, IKY 3aTBEPAXKYE TUPEKTOP KOTEIKY.

1.6.Kanpoga cityx6a:
e HE Ma€ MEYaTKH;
® Ma€ mTaMN «3rifIHO 3 OPUTIHAIOM).
BiamosiansHICTh 32 KOPHUCTYBAaHHS INTAaMIIOM Ta Horo 30epiraHHs Hece
TIOMIYHHK JUPEKTOPA 3 KaJPOBOi poOOTH.

2. OCHOBHI 3ABJIAHHSI KATPOBOI CJIVKBU

OCHOBHHMMH 3aBIaHHIMH KaJPOBOI CITyKOH €:
2.1.3a0e3nedenHs AOTPUMaHHS TPYAOBOIO 3aKOHOABCTBA.

2.2.3abe3neyennst moTpebM KonemKy Y KBaniQikoBaHMX Kajpax Ta
e(heXTUBHE IX BUKOPHCTAHH.

2.3.0opmneHHst Ta BemeHHs KaJpoBOl JOKyMEHTalil BiJMOBIAHO 10
YHHHOIO 3aKOHO/IaBCTBA.
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2.4.0dopmiteniist TpyloBUX BijiHoCHH (NpHOM, MEpeBeICHHS, 3BIIbHEHHSA
MpaliBHUKIB BIIMOBIIO JIO TPYIOBOrO 3aKOHOJIABCTRA), NOJIOKEHD, IHCTpYKIiH 1
HaKa3iB MPEKTOPA KONEJUKY.

2.5.06iK BIAMYCTOK NpaIliBHUKIB i 3/1HiCHEN s KOHTPOJIIO 3a TX HaJaHHSM.
2.6.3a6e3ncuenns mpas, OUIBC 1 COIaMbHUX rapaHTiif MpamiBHHUKIB
KOJICIUKY.

2.7.Opraunizartist 061ixy oco60BOro cxiauy.
3. ®YHKLIT KAJIPOBOI CJIYKBH

Kanposa ciyx6a BiZMOBIAHO [0 NOKJIAJIEHUX Ha HEI 3aBJaHb BUKOHYE TaKi

byHKLiT:
3.1.3a6e3neyye  po3pobieHHs MpPOEKTIB HOPMATHBHMX  aKTiB, IO
CTOCYIOTBCS KaAPOBHX MUTaHb Ta TPYAOBUX BiJHOCHH.

3.2.BHOCHMTH NpOMO3MIil JUPEKIii KOJEMKY 3 MHTaHb YIOCKOHAJICHHA
KaJpoBOro 3abe3neyeHHs.

3.3.37iliCHIOE KOHTPOIIb 33 HAABHICTIO [TOCA/I0BUX IHCTPYKUil NpaniBHHUKIB,
a TAaKo)X Meperjsfae I1x Ha BiANOBIJHICTG BCTAHOBJIEHUM 3aKOHOJABCTBOM

BHMOI'daM.

3.4.3a jOpy4YeHHAM JUPEKTOpa KONeKy IepeBipsde AOTPUMaHHS BHMOT
3aKOHOAABCTBA MPO Npaiio, [IpaBui1 BHYTPIITHEOTO PO3IOPSIKY.

3.5.Beme 00K mepcoHany 3a KapTOTEKOI OCOOOBHMX KapToK (THIOBa
dopma I1-2).

3.6.@opMye i Bezie 0COOOBI CIpaBU MpaliBHUKIB, BHOCHTE 3MiHH, NOB'A3aHi
3 TPY/I0BOIO IisUIBHICTIO, 3abe3medye iX 30epiranHs.

3.7.3anoBHI0E (Ha BMMOTY TNpaliBHHKA) 1 Befe OONIK TPYNOBHX KHHXKOK,
BH3HAUa€ TPYJOBUM craxx. BHOCHTH 3amucu (Ha BHMOTY TIpalliBHHKAa) NpO
320X04YEHHS Ta HarOPOKEHHS.

3.8.Bujia€ A0BIKH PO TPYAOBY HisUIBHICTB MPaLliBHHKIB.

3.9.Bene o6nix HamaHHs BiANycTOK NMparliBHHKaM, 3MIiHCHIOE KOHTPOJNb 3a
CKNIAJJAHHAM 1 JIoJepyKanHsM rpadikis YeproBux BiIIyCTOK.

3.10.Busnauae nejaroriqnuii cTax, Ta Nepeaae BIIOMOCTI y Oyxrantepito.

3.11.1Jomicsuno cxnanae ta mnojae B Oyxrajnrepito Koneky tadeni obniky
BHKOPUCTaHHS pobo4oro yacy.
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3.12.Bene peectp nMCTKIB HenmpaiesfaTHOCTI, PO3JIPYKOBYE 3 [opTaty
MEHCITHOTO  (JOHAY CNEKTPOHHi JIMCTKM HEnpane3JaTHOCTI Ta Mepenac ix B
Oyxrantepiio KOJNEMKY, BH3HAUac CTPAXOBMil CTaX NI OIJIATH THMYAcoBOL
Hernpaues/IlaTHOCTI.

3.13.1o nouarky poGoTH npaliBuHKa Iepefac B OyXranrepilo KONEmKy
BIIOMOCTI JUisl ohopMIIeHHS 3a YKIaeHUM TPYIOBHM JIOTOBOPOM IOBIJOMIIEHHS
NpO NPUAHATTA NpaniBHUKA Ha pobOTY/yKnajeHnHs rir-KOHTpakTy (s TOAaHHS
uepe3 enekTpoHHMI kabiner Ilenciiinoro domnay VkpaiHu [0 TEpHUTOpialbHOrO
oprany JlepxxaBHOI MoxaTKoBOI ciy6u 3a MicleM 06Ky sk MiaTHHKA €IHHOTO
BHECKY Ha 3arajbHoo0OB’43KOBE Jep)KaBHE COLliaJlbHE CTpaXyBaHHA) 3a
BCTaHOBJICHOIO (HOPMOIO.

3.14.Ilpu nasBHOCTI BiINBHOI BakaHCii B KoONeMKi Momae OO0 UEHTPY
3alHATOCTI 3BITHICTE (iHOpPMaIiIO) PO MOMKUT Ha poGoUy CHUITy.

3.15.Bene o6nix NpU3OBHUKIB, BifiCEKOBO3060B’sM3aHMX Ta pe3epBICTIB 3
YHClIa MpAaliBHUKIB KONEIKY, 3ade3nedye KOHTPONb 3a HOTPUMAHHAM HHMH
npaBua  BilfickkoBoro 00OB’sS3Ky Ta BHMOI 3aKOHOJABCTBa, O(OPMIIOE
OpoHIOBaHHS, NOAAE 3BITH, CKIAJae Ta BeJe BiANOBiAHI CIIUCKH MEPCOHAILHOIO
BIHCBKOBOTO 00Ky, TOIIIO.

3.16.I'oTye OKYMEHTH MiciA 3aKiHYEHHS BCTAHOBJIEHUX CTPOKIB MOTOYHOI'O
36epiraHHs 10 37a4i Ha 36epiraHHs B apXiB.

3.17.AHanizye ckmapg mepcoHay 3a nNpodecisiMH, OCBITOW, CKiIanae
BiJITIOBIi/IH1 3BITH.

3.18.Hagae po3’sicHeHHs npauiBHHKaM KOJEKY 3 ITHTaHb 3aCTOCYBAaHHS
3aKOHOJABCTBA IIPO MPALIO, HOPMATUBHUX HOKYMEHTIB.

4. IIPABA KAJIPOBOI CJIYVKBU

KampoBa crmyxba juisi BAKOHAHHS MOKJIAJEHHX 3aBJaHb Ta BH3HAYEHHX
dyHx111if Ma€e npaso:

4.1.0tpumyBaTH HeoOXifHi BiZOMOCTI NpO MpalUiBHHUKIB Bill KEpiBHHKIB
111 {PO3/1LIIB.

4.2 IlpuiiMaTH Ta po3rsAaTy 3asBH 1 CKapru MPaliBHUKIB IOAO NPHHHATTS
Ha poboTy, 3BUIBHEHHS TOLIO.

4.3.31i/iCHIOBATH B YCTAHOBJICHOMY MOPSAKY A0OIp MpaliBHUKIB, BU3HAYATH
ix mpaBa Ta 000B’S13KH.
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4.4.IlepeBipsiti i xontpomosatu jorpumaHHs IlpaBun BHYTpilIHBOTO
TPYAOBOTO PO3NOPS/KY, BAMOT 3aKOHO/IaBCTBA MPO MPALlo.

4.5.0TpuMyBaTH B YCTAaHOBJCHOMY MOPSAKY BiJi NPaliBHHMKIB KOJNEIKY
JIOKYMEHTH, HeoOXi/IHi U1l BUKOHAHHS KaPOBOIO CiIyKO0I0 BU3HAUEHHX (yHKLIH.

4.6.5patu yuacTh y Hapajax Ta iHLIMX 3aX0/aX 3 IMTaHk KaJpoBoi poboTH.

4.7 BHOCHTH Ha pO3TNSA NpPONO3MNii IIOAO YHAOCKOHANEHHS KaapOBOI
pobotu, miaABHIEHHS i1 e()eKTHBHOCTI.

4.8 He nomyckaTH TNOKIajaHHs Ha KajapoBy Cclyx0y o00B’A3KiB, He
nepenbayeHux ITono)keHHsSM, 1 TakMxX, 10 HE CTOCYIOTHCA IMHTaHb KaapoBOl
po6orﬁ.

5. BUINOBUIAJIBHICTH KAJIPOBOI CJIYKBH

Kanposa ciyx0a Hece BiATIOBIIAIBHICTS 3a:
5.1.TlopyuieHHs HOPM 3aKOHOJABCTBA MPO TPAINO IPU TNPHHHATTI HEKO
pileHs 111010 pOOOTH 3 TIEPCOHATIOM KOJEKY.

5.2.HeBukonanus o000OB’aA3KiB, mnependadeHux wnuM IlonmoxeHHsm Ta
MOCaOBOIO IHCTPYKILEIO.

5.3.Hapanus HemocToBipHOT iH(OpMAaLii Ta HECBOEYACHICTH MiATOTOBKH Ta
MOJIaHHS JI0 BiJINIOBIIHMX OpPraHiB BCTAHOBJICHUX 3BITIB.

5.4.JlopymeHHs BUMOT 1010 3abe3nedeHHs koHdiaeHuifHOCTI iHpopMarii.

5.5.HecBoeuyacHe Ta HesKiCHe BUKOHAHHS HakasiB Ta NOPY4YeHb NHPEKTOpa,
1[0 HAJIeXaTh A0 KOMITETEHIIT KaJpoBoi CIyK0u.

6. KEPIBHUIITBO KAJIPOBOI CJIYKBH

6.1.KepiBHuuTBO KagpOBOIO CiIyX00I0 3AifCHIOE MOMIYHHK JMpPEKTOpa 3
Ka[poBoi poOOTH, MPU3HAYEHUH HAKAa30M JUPEKTOPA KONEDKY.

6.2.IToMI4HAK JUpPEKTOpa 3 KaApoBOi podOTH:

6.2.1.0pranizoBye nuanyBaHHs pobotu KaapoBoi ciyx0Ou Ta 3abe3nedye
BHKOHAHHA IOKJIAJEHHX Ha Hel 3aBIaHb i (yHKUiH.

6.2.2.BHOCHTh  JUPEKTOPY KOJNEPKy MpOMNO3MIIi  IOA0  IuTATHOI
YHCEeNBHOCTI, CTPYKTYPH, NpW3HAYEHHs, 3BUIBHEHHA 3 T0Caj MpaliBHHKIB
KOJIJKY.

6.2.3.ITinmucye Ta Bi3ye TOKYMEHTH B MeXaX CBOEI KOMIIETEHLIIT.
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6.2.4.3nilicnioe  iHmi  Qynxuii, nepeabaveHi NOCANOBOIO IHCTPYKIIEIO
MOMIYHHKA JIMPEKTOPA 3 KaIpOBOT pOGOTH.

6.3.Ha wac BixcyrHocti mnomiumuka JgupekTopa 3 KajapoBoi poGoTH
(BiamycTka, BiAps/DKeHHs, XBopoba TOmO) iforo 06OB’sA3KM BHKOHYe ocoba

NpU3HAUYEHA HAKa30M JIMpEKTOpa KOJCJUKY Yy TOpAAKy, nepeabayeHoMy
3aKOHOJIaBCTBOM Y KpaiHH.

7. BBAEMOJISI KAJIPOBOI CJIYKBU
3 IHIWAMHU CTPYKTYPHUMM IIAPO3AIJIAMHA

7.1 KagpoBa cnyx6a y mpoueci BUKOHaHHS IOKJIafeHWX Ha Hel 3aBIaHb
B3aEMOZIE:

7.1.1.3 yciMa CTPYKTYPHUMH MiApo3JiiaMu — 3 THTaHb BH3HAYEHHS
noTpebu y kanpax, 1o6opy, pO3CTAHOBKHU KaJpiB, pO3BUTKY IIEPCOHAIY.

7.1.2.3 10pHMCKOHCYNBTOM — 3 IIATaHb JOTPUMAHHS 3aKOHO/ABCTBA IIPO
pamio, PO 3aXUCT NMEPCOHANBHAX NAaHUX MpPaliBHUKIB; IOJO BEIEHHS KagpOBOI
JOKYMEHTall.

7.1.3.3 apxiBapiycoM — 3 NHTaHb Oprasizaunil KaJpoBOro MiJIOBOJCTBA,
iITOTOBKH JOKYMEHTIB JUIsl IepeaHHs [0 apXiBy KOJEIKY.

7.1.4.3 iHXeHepOM 3 OXOpOHH Ipalli Ta CECTPOI0 MEIWYHOX — 3 IIMTaHb
BIZICTOPOHEHHs BIX POOOTH NpalliBHHKIB, sSKi HE NMPOMIUIA BiAMOBIAHI MEIWYHI
OTVISIOH, IHCTPYKTAXI 3 OXOPOHH ITpalli.

7.1.5.3 Gyxranrepiero KolneiKy — 3 MHTaHb OIUIATH JIHCTKIB THMYaCOBOL
HETpaLe3IaTHOCTI NpaliBHUKIB (BU3HAYeHHs CTPaxoBoro craxy). Ilepemae o
OyxranTepii BUTATH 3 HaKa3iB NPO NPUHHATTA Ha PoOOTY, MEpeBeIeHHs Ha iHITy
nocajy, 3BiIbHEHHs 3 POOOTH, HaJJaHHS Pi3HUX BUMIB BiIIyCTOK, BCTAHOBJIEHHS
Han0aBOoK, JIOIUIAT, BUILIATH KOMIIEHCAIiH 32 HEBUKOPUCTAHI ZIHi BIAMYCTKH, TOILO.

7.1.6.3 ueHTpOM 3afHATOCTI (BIZUIIIOM PEKPYTHHTY) - 3 MHTAHb [OMIYKY Ta
ninbopy nepcoHay.

7.1.7.3 TepUTOpialbHAMH UEHTPAMH KOMIUIEKTYBAHHS Ta COI{aJbHOL
MATPUMKA — 3 [MTaHb BIHCHKOBOro 0OJiKy NpAaliBHUKIB (IPH3OBHHKIB,
BiliCbKOBO3000B’I3aHUX Ta pe3epBiCTiB).

7.1.8.3 nenciiiunM QoHmoM — 3 mnuTaHe O(GOPMIEHHS MeHCiHHOro
3abe3nedyeHHs npalliBHHKaM.
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8. IPUKIHLEBI MTOJIOYKEHHSI

8.1.TTonoxkennss mpo Kagposy ciyxOy Bonmopumup — Bommucpkoro
(haxoBOTO KONEUKY 3aTBEPIUKY€EThCs TlelaroritHoio pajioio KOJIC/UKY, BBOXHTLCH B
Nil0 HAKA30M IMPEKTOPA Ta ONPHNIOAHIOCTLCS Ha opiliiHOMY Be6-caiiTi 3aKany
OCBITH.

8.2.Bci 3Minu Ta jJomoBHeHHs f0 [T0NOXEHHS MMOMNepe/IHbO CXBaOIOTLECA
pimennsM ITenaroriunoi pajyu KoKy, BBOAATECS B Jil0 HaKasoM JHpEKTOpa
KOJIEJDKY Ta ONPHIOAHIOIOTECS Ha odiliiHOMY pe6-caiiTi 3aKIaay OCBITH.

PO3POBJIEHO:
[ToMiuHHK IMPEKTOPa 3 KaApoBoi pobOTH @45[[ /. Oxcana XIJIbBUYK
I[TOTI'O/PKEHO:
IOpuckoHCyJIbT \ Onena TKAUVYK

BinckaHoBaHo 3a gonomoroto CamScanner


https://v3.camscanner.com/user/download

