3ATBEP/I2KEHO

Haxas Cnyx6u y crpasax aitei ta cim’i
BHKOHABRYOro oprany KuiBcbkol Micbkol
payi (KuiBcbkoi MichKOT nepuaBHOT
aaAMiHicTpanii)

Big L7 0 AL Ne F

MNOCANOBA IHCTPYKIIIA
HAYAJIBHUKA BIAALTY
YCHUHOBJIEHHSI TA CIMEMHUX ®OPM BUXOBAHHSI
Cay:x6m y cupaBax aiteii Ta cim'i BuKoHaBuoro oprasy
Kuischbkoi micbkoi paan (KHiBebkoi Michkol Aep:kaBHOT aAMiHicTpail)

1. 3AT’AJIBHI NOJIOKEHHSA

I.1. g nocapgosa iHCTpyKLis BH3HAYAE (QyHKUIOHANBH]I 0060B’A3KH, MpaBa Ta
BINOBIJANEHICTE HAYANBHUKA BiUITy YCHHOBIEHHS Ta CIMEHHUX GopM BHUXOBaHHs
Cuyx0u y cripaBax aireif Buxonas4oro oprany KHiBebKoi MichKoi panu (KuiBebkoi
MICBKOT JIep)KaBHOT agMiHicTpanil) (mani - Bignin).

[.2.  Hauaneauk Binainy BifHOCHTBCS 10 KaTeropii KepiBHHKIB.

1.3, Havanpnuk Bigminy spiiicHioe KepIBHUUTBO MisUTbHICTIO Bimminy vy
cknanl Ciyx6u, posmominse oBoB’S3KM Mix NpaliBHAKaMK Bigginy, odonioe ta
KOHTPOJIOE 1X poboTy.

1.4, Havanenux Bigginy pospoGusie mocamosi inctpykuii Ha mocamy
KOJKHOIO TpaniBHuka Bigmimy Ha ocHOBI Bumor J{OBiIHHUKA THUMOBHUX TpoQeciiHo-
KBaJiQIKaUIHHUX XapaKTEpPHCTHK I0Can JEpKaBHMX CcIyxk60BLiB, Jlomarky | o
#5010, HomnoxenHs npo Cinyx6y Ta Bigmii.

1.5, Havanenuk Binnpiny 6e3nocepenubo miamopsaKoBYeThCs HAUaIbHHKOB]
Cnyx6u a0 HOro 3acTyHHHUKOBI.

1.6.  Havanenuk Bimminmy npusHauaerbcs Ha nocany Ta 3BIJILHIETHCS 3
T0Cald y BCTAHOBJIEHOMY [IIFOUMM TPYAOBHM 3aKOHOJABCTBOM IOPSIKY HAKa30M
HavajibHuKa CiryKOwu.

1.7, HopmaTuBHi, MeromuuHi Ta IiHmI JOKYMEHTH, SKHMH KEpYEThCH
HavaJlbHUK Binginy:

1.7.1. Komncrurynis i 3akoHM VYikpainu, ykasu Ilpesuaenra YxpaiHu Ta
nocranoBu Bepxosnoi paau Ykpainu, npuitaari sigmosigHo mo Kodcruryuii Ta
3aKOHIB Ykpainu, axte KaGinery MinictpiB Vkpainm, Hakasu MiHicTepeTsa
coLlanbHoi j10MiTHKM VYKpalHM, Hakasd Ta iHCTpyKuUii MiHicTepcTa (hiHaHCiB
Ykpainn ta JepskaBHOI KaszHaue#Hchkol cayxbu Ykpainm, pimeHHaMU KuiBchKol
MICBbKOI paii, posnopsyvDKeHHs KHIBCHKOro MICBKOTO TOMOBM, PO3MOPSIKEHHS
BUKOHaB4Yoro oprady Kwuiscbkoi Mickkol pagm (KuiBchkol MiChKOI ziepkaBHOI
aJMiHicTpawii), Hakasu HauanbHuka CiyxOu, iHII HOPMAaTHBHO-IIPABOBI aKTH, LIO
pernamMeHTyroTh OroKeTHI BifHGCUHM | (hiHAHCOBO-TOCIOAAPCHKY  MISILHICTD
Ciyx0u Ta crocyrotses pobori Bianiny.




1.7.2. TlonosxxeHns mpo Cayx0y y cnipasax fiTell Ta ciM'i BUKOHABYOTO opray
Kuiscbkol mickkoi panu (KuiBcbkol Michkoi Aep:KaBHOI aaMiHicTpauil), [TonoxeHns
PO BIINl 3aXHCTy OpaB [iTel, HAKAa3W Ta Aopy4eHHs HadanbHuKa Ciyx6u,
IIpaBuna BHyTpimmBOro TpynoBOrO PO3TOPANIKY Ta Iis [10Ca0Ba iIHCTPYKILis.

[.8. Kami¢ikaniiini Bumoru:

1.8.1. IloBHa BulIa megaroriyna, NCUXoJIoriuHa 9u IOpUAMYHA OCBITA.

1.8.2. Crax pobotu 3a Gaxom Ha HepxaBHiif Ciy01 Ha mocazax roJIOBHOTO
crerianicra He MeHmle 3 pokiB abo cTax poboTu 3a axom Ha KepiBHMX Tocagax B
IHIIMX cepax He MeHime 5 POKiB TIpM HEOOXIAHOCTI, BUXOISYH i3 BUKOHAHHS
Binginom ocHoBHUX 3aB1ans Ta byHKIIH.

1.9. Bumoru 1o cneniaibHUX 3HAHD i HABHUOK:

1.9.1. Hayansauk Binginy nosuneHr Bomomity:

- 3HaHHAMHU 3 KoHcTutynii Vkpainu, 3akoHiB Ykpainu «IIpo pepxaBHY
ciyxOy» ta «Ilpo 3acaau 3anobiranns i mporuii KOpyMIii», 8 TAKOXK 3aKOHOABCTBA
3 ypaxyBaHHSIM clielu(DiKA QYHKIIOHAIBHUX MOBHOBAXKEHD Crnyx6u Ta Binminy;

- BMIHHAM BITBHO Opi€HTYBaTHCH B COLIaJIbHO-MOMITHYHOMY  TIPOCTOPI,
BIAOUPATH, aHATI3YBATH Ta y3araJbHIOBATH iH(popMaIiro;

- AHAIITUIHUM MHCJICHHSM, PO3YMIHHSM Cy4acHUX npoOleM MeHEKMEHTY,
TEXHONOTIEI0  aAMIHICTpaTUBHOI POGOTH, 34aTHICTIO IIPOAYKYBaTH HOBI ifel,
YIPAaBIIHCBKI PillIeHHs], COliaNbHi TeXHOJIOTIT;

- BMIHHAM peanisyBaTd IulaHk po6GOTH cBoro Bimaimy, aHali3yBaTH Ta
y3arajibHIOBaTH iH(OpMAIliI0 3 HampsMy HOro MisIBHOCTI 3 METOI0 BH3HAYEHHS
AOCATHEHb Biyniny Ta 3aX0/iB 00 yCyHEHHs HEMOMIKIB B HOro poGOTi;

- 31ATHICTIO BU3HAYATU TePMiHH, HOPSAOK i MOC/iIOBHICTh BUKOHAHHS POBIT.

1.9.2. Hayanpuuk Bigainy mosunen 3uatu:

- Koncruryniro Ykpainu;

- 3aKoHM Ykpainu «[Ipo mepxaBHy cityx0y» Ta «IIpo 3acagu 3amobGiraHHs i
MPOTHAIT KOPYTIIii», HOPMATUBHI JOKYMEHTH, IO CTOCYIOThCS JEPIKABHOT CIIyKOU Ta
AIANBHOCTI  BUKOHABYOro oprany KuiBchkoi Mickkol pagu (KuiBebkoi Mickkoi
JepIKaBHOI aJIMiHICTpaLil);

- yKasu Ta posnopsi/pkeHHs IIpesunenta Ykpainm, noctaHoBu BepxosHol Panu
YKpaiiu, nocraHoBd Ta posmopsipkenHs KaGimery Minmictpie Ykpainw, i
M1/132KOHHI HOPMATHBHO-IIPABOBI AKTH OPTaHiB BUKOHABYOI BAIH BHILOTO PIBHI, IO
PEerynolOTh PO3BUTOK BIANOBIAHUX chep CayxGH, MpakTHKY 3aCTOCYBAHHS YHMHHOIO
3aKOHOJ/IaBCTBa,

-~ OCHOBH JI€pXKaBHOIO YNPABJIiHHS Ta EKOHOMIKH;

- OCHOBHU IIpaBa Ta pUHKY Ipallii;

- (opmu Ta MeTogH pobOTH i3 3acobamu MacoBol iH(opMallil;

- IIpaBMJIa J1IOBOTO €THKETY;

- IIpaBHIla Ta HOPMU OXOPOHH Mpalli Ta IPOTUIIOKEKHOTO 3aXUCTY;

OCHOBHI IIPHHLUITX pOOOTH HA KOMII'IOTEPI Ta BIAIOBIAHI IiporpaMHi 3acobu;
- JIUIOBY MOBY.
1.9.3. HavanpHuk Bigainy noBuHeH TOCKOHATIO BOJIOAITH JEPKaBHOIO MOBOIO.
1.10. Ocobucri BumMoru:




[.10.1. mpuHUHnOBiCT, pimydicTs i BEMOITUBICTS Yy JOTPHUMaHHI YUHHOI'O
3aKOHOJABCTBA IIOI0 BUPIIIEHHS TUTAHE po30yI0BH He3anexHOT VYkpainu;

[.10.2. ininiatuBHicTh, 0cobucTa BBIWIMBICTh, TAKTOBHICTE Ta BUTPHUMKA.

[.11. Ha wac BixcyrHocTi 3 moBaxHUX NPUYKMH HavYanbHuKa Bimuiny saminse
ocoba, NpU3HAYEHa HAKA30M HAYAIbHUKA Cayxou.

2. 3ABJJAHHS TA OBOB’SI3KH

2.1. 3abesnedye opraHizalil0 BHKOHAHHS 3aKOHIB Ykpainn «[Ipo opranu i
CIIy)OM y cripaBax miTeil Ta CleLianbHi YCTAHOBH MJIs niteit», «IIpo 3a6e3nedenns
OpraHi3auilHO-PaBOBUX YMOB COMIadbHOIrO 3aXHMCTY HOiTeH-cupiT Ta  JiTel,
1o36aBieHUX GaTBKIBCEKOrO IKIYBaHHM» Ta iHIINX HOPMAaTUBHUX JOKYMEHTIB
UIOZI0 yCHHOBJICHHS, OMIKM Ta MiKIyBaHHS Ta iHIIMX GOPM BUXOBAHHSL.

2.2. KonTtpouoe ctan CIIPaB IIOJO0 COLIAIBHOTO-NPABOBOIO 3aXUCTy JITeH-CHUPIT
Ta JiTed, N030aBIeHnX 6aThKiBChKOTO MiKJITyBaHHS.

2.3 I'otye niep:xaBHY CTAaTUCTHYHY 3BITHICTB 100 00JTiKy niTeii-cupit Ta airel,
1no30aBlieHnX 6aTbKIBCHKOIO MiKITyBaHHS.

2.4, 3nificHIOE KOHTPOIB 33 YMOBaMH BUXOBAHHS Ta YTPHMaHHS HITeH-CUPIT Ta
miTel, no36aBieHuX GaTbKiBCHKOIO HiKJIyBaHHsI, CTIEIalbHUX YCTAHOBAX | 3aK/Iamax
COLIIAJIBHOTO 3aXUCTY JUISL AiTel He3aueskHO BiJl )OpPM BIIACHOCTI.

2.5. Koopaunye poGoTy HiAHOpSIKOBAHHX OIIEPATOPIB MICIIEBOIO PiBHS LIOZO0
BelleHHst Caunoro 6anky ganux (CIAC ,,Jlith”) B posaiiax «o6iK JUTEH-CUPIT Ta
AiTel, no30aBNeHUX GaThKIBCHKOTO ITiKITyBAHHSY, «OTIKa/MIKITyBaHHS», «IIPUHOMHI
CiM’T Ta JIuTAYi Gy AMHKK CIMEHHOTO THIY», «HAIIOHATbHE YCHUHOBIICHHS.

2.6. 3abesneuye MiATOTOBKY Ta NEPETiITOTOBKY ONEPAaTOPIB MiCLEBOro piBHS
10 poboTi 3 €AMHIM 6aHKOM [aHUX B PO3JITi YCHHOBIIEHHS.

2.7.  KoHTpomio€e BeJleHHsS pPerioHanbHOro OaHKy JaHWX [iTe#, AKi MOXYTb
OyTH yCHHOBIIEHI.

2.8.Posrnsinae mponosuii, 3as8u, CKapru rpoMajisH, HaJae po3’ ICHEHHS, Bele
MPUHOM TPOMajsH 3 NMHTAaHb YCHHOBJICHHS, OMIKM Ta MiKIyBAHHSA Ta iHIIHX (opM
BUXOBaHHS.

2.9. llpuiiMae y4acTh y po3pobili momiTiky Ta cTparterii CiTyGH [I0A0 THTAHb
3aXMCTY TMpaB Ta I1HTEpEeCIB MiTeH-CUpIT Ta aiTel, nmo36aBleHUX 6aThbKiBCHKOrO
NIKITyBaHHSI.

2.10. Kepye nmpaiiBHUKaMH Bigainy.

2.11. Cknagae mnas po6oTH Bifiiny.

2.12. 3pi¥icHIOE y3arajdbHeHHs iH(pOpMaIlii, MiAroToBKy JOBiOK i METOAUYHUX
PEeKOMeHAIlIH B MeXaX CBOET KOMIETEHIII].

2.13. B3aemozie 3 palOHHUMY CITy)K0aMH, y3araabHIOE MaTepiaiy, OB’ 13aHi 3
IX AIA7BHICTIO MO0 IUTaHb YCHHOBIIEHHS, ONIKK Ta nikmyBaHHs, I1C ta JIBCT.

2.14.3nllicHIOE  KOHTPOJIb Ta KOOPJHMHALIIO 3 IIMTaHb byHKIIIOHYBaHHS
NPUHOMHHUX CIMeH Ta IUTAIHNX OYAUHKIB CIMERHOrO THITY.

2.15.31ificHIOE KOHTPOJIB Ta KOOPAXHAIIIK0 POOOTH IOJ0 IMUTAHb BJIALITYBaHHS
IITEH-CUPIT Ta JiTei, 1036aBIeHuX 6aTEKIBCEKOTO IHKITyBaHHS.



2.16. IlpoBoanTh po6OTY 110 OHOBJIEHHIO HayKOBO-METOJIUYHOIr0 3a0e3II1eYeHHS
BIJIALTY.

2.17. 3pilicHioe HI,Z[FOTOBKy Ta IIPOBEACHHS Y BCTAHOBJIEHOMY IOPSIKY
CeMiHapiB, TPEHIHTIB Ta IHIIUX 3aXO0MiB 3 [IiABHINEHHS kBajidikamil Ta
PO3NOBCIOJKEHHS TOCBIMY POOOTH IS IIpalliBHHKIB panoHHMX y M. Kuesi cnyx6 y
ClipaBax JiTel, MpPEeICTaBHHUKIB TPOMAJChKUX, OJaroAiHMX oOprasizauiii Ta
CTPYKTYpHHX HIPO3iIiB BUKOHABYOTO oprany Kuiscekoi Micbkol pamu (Kuiscskoi
MICBKOT Iep:KaBHOT aILMlHICTpaI_III) 3a HalpsSIMKOM po6oTu Binmimy.

2.18. Buxonye iHui JOpYYEeHHsI KepIBHHUIITBA, IO CTOCYIOTBCS ISIILHOCTI
BIJIJIITY.

3. ITIPABA

HavanpHux Bigminy mae mpaso:

3.1. BuzHauatu 3 kepiBHHKamu ciyx6 y crpasax miteid PaliOHHUX JIepKABHUX
azMiHicTpaniit M. Kuesa, ycTaHoB Ta opramizamiit mianopsakoBaHux CJIy}K61 nepelik
MUTaHb, 10 HEOOXilHI Iyis BHKOHAHHS I[IOCAJOBHX OGOB’S3KIB MpALIBHUKIB
BLAMNOBIJATEHUX 32 HanpsMKH po6otu Bimainy.

3.2. Bumarartu Bif paifOHHMX CiIyx0 Ta IIiATOpPSIKOBAHNX Ciryx61 ycraHoB
CBO€YACHOr0 HaJlaHHS JOCTOBIPHHMX BIIOMOCTE) i 3BITHMX MarepialiB 3 IMUTaHb, 5K
BXOZIATh IO KOMIIETEHNI1 HaYalbHUKA BiUILY.

3.3. 3pilicHIOBAaTH TITAHOBI Ta HO3a4eproBi NEpeBipKM AIUIBHOCTI 3 MHTAH
YCHHOBJICHHSI, OIiKM, MiKIyBaHHS Ta {HOMX (OPM BIAINTYBaHHS AiTeH-CUpIT Ta
AiTeH, mosbaBneHux GaTbKIBCHKOrO MiKMyBaHHS, y IiANOPSAKOBAHHX yCTAHOBAaX
Ciyx0u.

3.4. HapmapaTm MeTOOMYHY JOIOMOIY IpalliBHAKAM, IO BEAyTh IIUTaHHS
YCUHOBJICHHS, OIIIKH, IIKITyBaHHs Ta iHIIMX GOpM CiMEHHOro BUXOBAHHS.

3.5. Byru npencraBrukxoM Coryx6u Bif il iMeHi B epiKaBHUX, I'POMAJCHKUX T4
IHITUX OpraHi3amigx.

3.6. OpepxyBaTu Bifl MiCLEBHX OpraHiB Jep)KaBHOI BMKOHABYOI BMajd Ta
OpratiB MiCUEBOTO CaMOBpSAYBAaHHs, TWiANPUEMCTB, YCTAHOB Ta opraHisanii
He3aJle)kHO B1J (QOpM BIACHOCTI iH(OpMAIliO, JOKyMEHTH Ta IiHIII Marepiali,
HeoOX1/HI ATl BAKOHAHHS ()YHKITIOHAIBHUX 000B’ A3KIB.

3.7. BHocuTH TpOno3uii 111010 BIOCKOHANEHHS poboTh Cryx6u.

3.8. IlpuiimMatu y4acTh y MiArOTOBII MPOEKTIB HAKa3iB, IHCTPYKIIiM, yrom Ta
IHIIMX TOKYMEHTIB 1Mo poBoTi 3 MWTaHh yCUHOBJIEHHS, OINKH, MIKIyBaHHA Ta 1HIIMX
GopM BUXOBaHHS.

3.9. B mexax cBO€l KOMIIETEHIIIT Bi3yBaTH JOKYMEHTH.

3.10. I'oTyBaTu NpoeKTH HAKa3iB Ta PO3MOPSHKECHb 3 IHUTAaHb YCHHOBJIEHHS,
ONIKH, MIKITyBaHHS Ta IHIIMX (HOPM BHXOBAHHS.

3.11. Inm nmpasa BiamoBigHO 1m0 cT. 11 3akony Yxkpainm «lIpo mep:xaBHy
CILyxKO0y».

4. BIINOBIIAJIBHICTD
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4.1. Heskicre ab0 HecBoeyacHe BHKOHAHHsS IOCAaJAOBUX 3aBIaHb Ta
00O0B'SI3KIB.

4.2, BesnianpHicTh 460 HEBUKOPHCTAHHS HATAHUX oMy Ipas.

4.3. TlopylleHHS HOPM €THKH TOBEiHKH JIePIKaBHOIO CIY>KOOBII Ta
0OMEXKEHb, TIOB'SI3aHUX 3 IPUMHSATTIM Ha AEPIKaBHY Ci1y>k0y Ta 1 MPOXOHKEHHSIM.

4.4.  JlocTOBipHiCTE gaHWX 3 [IUTaHb, WO BIOHOCATHECA O KOMIIECTEHIII]
HavanbHuka Bigminy.

4.5. HeBukoHanus TPYAOBOI Ta BHKOHABYOI JUCLHUIUIIHH, [IpaBun
BHYTPILIHLOTO PO3NOPSIKY.

4.6. IlpaBomnopymieHHs, 3nificHeni B npoueci BUKOHAHHS CBO€] JISUIBHOCTI, B
MexaXx, BUSHAUYCHUX YMHHUM 3aKOHOJABCTBOM YKpaiHH.

4.7.  CnpuduHeHy MatepiatbHy IIKOAY B MEXAX YHHHOIO 3aKOHO/IaBCTBA
Ykpainu.

4.8.  IlopyureHHs 3aKOHOAABCTBA MPO JEPKABHY CIIy)KOy.

4.9.  TlopyIeHHs 3aKOHOJABCTBA MPO 3aXUCT NepCOHABHUX JTaHUX.

5. B3AEMOBIJIHOCUHHA (3B’S13KH) 3A IIOCAZTOIO

5.1, Jlna BuxonawHs ¢yHKUid Ta peamizamil mnpas, mepenbadenHmx 1€
IHCTPYKIi€r0, HAYallbHHUK Bimginy orpumye indopmariiro Bin MiHcoumnomTukw,
npauiBaukiB - Ciyx6u, inmmx —migposmimie  KuiBcbkoi  Michkol JepKaBHOI
anIMIHICTpallil Ta IHIIUX MICIIeBHX OpraHiB JepaBHOI BHKOHABYOl BIIAJIH,
IIANPUEMCTB, YCTAHOB Ta OpraMizaliii He3alekKHO BiJi (OpM BIACHOCTI 3 MHTaHD
COLIaJBHOIO 1 TIPABOBOTO 3aXHCTy [iTed B TepMiHH, BH3HAYEHI YHUHHUM
3aKOHOAABCTBOM Y KpaiHH.

5.2. Havansauk Bipminy moromxye IIPOEKTH PO3HOPIAYUX JOKYMEHTIB, IIO
FOTYIOTBCS, 3 TOJIOBHMM CIIE€L[iaJliCTOM-IOPUCKOHCYIBTOM CIIyXOu.

5.3. Hauwanpnuk Bingimy Hagae: xoHcynsTauii, iH(opmaiiro B Mexax CBOEI
KOMIIETEHIL].

3 IHCTPYKII€t0 O3HaloMIIeHH ] (-a) _
{nara) (niamuc) (npizeuite, iHiliamw)



