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IToro:xenue
0 XpPAHEHUH H HCI0/b30BAHHH 1E€PCOHATBHBIX TAHHBIX PA00THUKOB

Hacrosiee Ionoskenue onpenensier 0CHOBHBIE TpeGOBAHHUSA K TIOPSIKY IIOJIy4YEHUS, XPaHEHHsI, UC-
TOJIL30BaHMs U TIepenayn (Hajee - 00paboTKe) MepCOHATBHbIX JAHHBIX PAOOTHHKOB.

1. OBIIUE MMOJIOKEHUS

Ilepconanbuble nanuble paboTHuKa - 970 HH(OPMALHA, HEOOXOMMMAsA PAGOTONATENO B CBA3M C
TPYZOBBIMH OTHOILCHUSIMU M Kacarolasicss KOHKPETHOro pabOTHHKA.

[lepconanpubie naHHble PaGOTHUKA COMEPKATCS B OCHOBHOM JOKYMEHTE INEPCOHATBHOrO ydeTa
pabOTHHUKOB - JIMYHOM JIeJie PaOOTHHKA.

JI4HOE €710 COCTOUT U3 CIIe/IYIOLIMX Pa3IeoB:

AHKETHO-OHOrpauyecKUe H XapaKTePU3YOLIHe MATEPHATIBI, K KOTOPBIM OTHOCSTCS:

aHKeTa;
aBTOOMOrpadus;

OIHCH JOKYMEHTOB 00 00pa3oBaHuu;

Pe3y/IbTaThl MEIHLMHCKOTO OOCIe0BaHHA Ha TPeaMeT TOAHOCTH K OCYIIECTBICHHIO
TPYJOBBIX 00S3aHHOCTEIH;

KOITUA MPHKa3a 0 mIpueMe Ha paboTy;

TPYIOBO#H 10r0OBOp;

AOKYMCHTBI, CBS3aHHBIC C IEPEBOAOM M IMEpPEeMEIICHHEM paOOTHHKA (KOMHH MPHKA30B,
JOTIOJIHUTE/IbHBIE COTJIAIICHHUS);

BBITMCKH (KOIMH) M3 JOKYMEHTOB O NpPHCBOCHHH TOYETHBIX 3BAHMIL, YYEHOH CTENeHH,
Harpa)dI€HHH rocy1apCTBeHHBIMU HarpaJaaMu:

KOIIMH HarpagHbIX JTUCTOB;

aTTECTAllMOHHBIC JIUCTEI;

KOIUHU ITPHKA30B O MOOIIPEHHUSX, B3BICKAHUSIX:

XapaKTEPUCTUKHU U PEKOMEH1aTeNIbHbIE MHCHMA;

3asBJIeHHe paboTHHKA 00 yBOJIbHEHHH,

KOIIH [pHKa3a 00 YBOJIbHEHHH;

ApYTHE€  JOKYMEHTBI, HAXOXICHHE KOTOPhIX B JMYHOM Jene Oyaer m[pH3HAHO
1enecooOpa3HbIM. ;

I[OHOJ'IHI/ITCJ'IBHBIC MaTepHalibl, K KOTOPBIM OTHOCSTCS:

pacmucka paboTHHKAa 00 O3HAKOMJICHHH C JOKYMEHTAMH OPraHH3allMH, YCTaHABIHBAOIIHMHE
MOPSITOK  00pabOTKH MEPCOHATBHBIX JAHHBIX DPaOOTHHKOB, @ TaK K€ O €ro mpasax H
0043aHHOCTSX B 3TOI 061aCcTH;

XapaKTEPUCTUKH C IPEKHEr0 MecTa paboThl;

JOTOJHEHHE K JIMYHOMY JIeTTy;

ApyrH€  JIOKYMEHTBI, HAaXOXKJCHHE KOTOpbIX B JHYHOM Jene OyaeT NpH3HaHO
nexecoobpasHeiM. B nruHoe €10 paboTHHKA BKIIOYAETCS TAKIKE OMHCHh BCeX TOKYMEHTOB.
HAXOIAIIMXCS B JeIe.
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2. HOJIYYEHHE NEPCOHAJIBHBIX JIAHHBIX PABOTHHUKA

[lonyuenune, xpanenne, KOMOMHHPOBaHHE, Nepefada WK JIFOOOE IPYroe MCIOIb30BAHUE I1EpPCo-
HATbHBIX JIAHHBIX pa0OTHHKA MOKET OCYLIECTBIISIETCS HCKIIOUUTENBHO B LIEIIX obecrnedeHus cobmoe-
HHS 3aKOHOB M MHBIX HOPMATHBHBIX MPABOBHIX aKTOB, CONEHCTBHS PabOTHHKAM B TPYyIOYCTpPOMCTBE,
00Y4CHHN U NPOJIBMKEHHS MO CayxkOe. oOecredeHns: TMYHOM Ge30MacHOCTH PaGOTHUKOB, KOHTPONS H
Ka4eCcTBa BBIOJIHAEMOH paboThl M OOecnedeHns: COXPAaHHOCTH UMYINeCcTBa. Bee nepcoHanpHble JaHHBIE
paboTHHKA MOJIy4aroTcs y Hero camoro. Ecim mepcoHanbHble 1aHHble pabOTHHKA BO3MOMKHO TOTYYHT
TOJIBKO y TPEThEH CTOPOHbI, TO PaOOTHHK 10/DKEH ObITh YBEJIOMIIEH 00 9TOM 3apaHee, M OT HEero J0IKHO
OBITH IOJly9EHO MHCbMEHHOE cormacue. PaGoTomaresnb 10/keH cooOIHTh PAGOTHHKY O HEJIsX, NPero-
7laraeéMbIX UCTOYHMKAX M CII0CO0AX MOIyYeHHs IEPCOHATBHBIX JaHHBIX, & TaK JKe 0 XapaKTepe MoIeKa-
IIMX MOJYYEHHIO IIEPCOHANIBHBIX AaHHBIX H MOCISICTBHIX OTKa3a pabOTHUKA JaTh IIMCEMEHHOE COTIacHe
Ha UX [OJIyYeHHe.

He nomyckaercsa nomydenne u o0paboTKa MEpCOHAIBHBIX JAHHBIX PabOTHHKA O €ro MOTHTHYE-
CKHX, PEJIMTHO3HBIX ¥ UHBIX YOEXKIEHHAX H HYaCTHOU XKHM3HH, a TaK K€ O €ro YJIEHCTBE B OOLIECTBEHHBIX
OOBEMHEHUSX HITH €T0 NPOPCOIO3HOI NeATENBHOCTH, 32 HCKITIOUEHHEM CIIyYaeB, MpelyCMOTPEHHBIX 3a-
KOHOZaTeabcTBOM PO. ]

[Ipu mpuHATHY pelIeHNH OTHOCHTEIBHO PAOOTHHKA HA OCHOBAHHMHU €r0 MepPCOHATBHBIX JAHHBIX He
JOMYCKaeTCsl MCIOJIb30BAHME TaHHBIX, MOJVYEHHBIX HCKIIOUUTEIBHO B pe3ysbTaTe WX aBTOMATH3HPO-
BaHHOHM 00pabOTKH MJIM 3IEKTPOHHOIO MOIYHYESHHUS.

B ciyuasx, HenocpeACTBEHHO CBA3aHHBIX C BONPOCAMH TPYAOBBIX OTHOLIEHHH, B COOTBETCTBHH
co c1.24 Koncrutynuun PO Bo3moskHO nmomyueHHe W o0paboTKa JaHHBIX O YACTHOW KH3HH pabOTHHKA
TOJIBKO C €r0 NUCbMEHHOTO COTJIACHS.

3. POPMHPOBAHHE U BEAEHUE JINYHBIX JIEJI

Jlnynoe neno paborHuka GopMHpYETCs MOCIe M3JaHHs [PUKa3a O ero npueMe Ha paboty. [lep-
BOHAYaJbHO B JIMYHOE JI€JI0 IPYNNHPYOTCH JOKYMEHTHI, COJIepIKallie MePCOHATbHBIE JaHHble PabOTHHU-
Ka, B TOPsAJIKE, OTPAKAIOIIEM IIPOLECe NpHeMa Ha padoTy: 3asBiIeHHe paOOTHHKA O mpueMe Ha pabory,
aHKeTa, aBToOMOrpadus, XapaKTepHCTHKa-PDEKOMEHIALNS, PE3yIbTaT MEIUIUHCKOTO 00C/IeI0BaHNS Ha
MpeaIMeT TOMHOCTH K OCYIUECTBIICHHIO TPYAOBBIX 00S3aHHOCTEH, KONHS MpUKa3za O MpHeMe Ha pabory.
pacnucka paboTHMKA 00 O3HAKOMIIGHHH C JOKYMEHTaMHd OpraHH3allH, YCTAHABJIHUBAIOIIMMH MOPSIOK
06pabOoTKH TIepCOHATBLHBIX ~TAHHEIX PaBOTHHKOB, a Tak ke 00 ero IpaBax H 00S3aHHOCTSX B 3TOH 0b1ac-
TH, Pacnmucka 00 03HAKOMJIEHHH €ro C JOKaILHBIMH HOPMAaTHBHBIMH aKTaMH OPraHH3alliH, PacrucKka 00
03HAKOMJIEHHHU C IIPaBUJIAMU BHYTPEHHErO TPYIOBOIO PacloOpsIKa OpPraHM3alliH, JOMOJHEHHE K JTHYHO-
MY JIeJly, TPyJOBOH J0TOBOP, IOTOBOPLI O MATEPHATbHOM OTBETCTBEHHOCTH, BHYTPEHHSS OITHCH.

Bce 10KyMeHTBI MOIIMBAIOTCS B 0010%Ky 00pasia, yCTAHOBICHHOrO B 00pa30BaTEILHOM ydpe-
AIEHHH, Ha 00JI07KKe JOJDKHBI OBITh (haMuIHs, HMS, OTYECTBO pabOTHHKA.

JIn4HOMY Jiesly IIpUCBaMBaeTCs HOMED. KOTOPbIH (HKCHPYETCs B JKypHale ydera JHYHBIX nen. B
KaKIOM paselne JUYHOTO Jejla BeAeTCs BHYTPEHHAs OMKCh, Kylda 3aHOCATCS HaHMEHOBAHHS BCEX MO-
IIMTBIX JOKYMEHTOB, /1aTa UX BKIIOYEHHA B J€710, KOJIMYECTBO JIMCTOB, @ TaK e JaTa H3bATHA JOKYMEHTa
H3 [e]1a ¢ yKa3aHHeM JIMLA, U3bSBIIETO AOKYMEHT, H PUYMHY U3BATHS. B clydyae BpeMEeHHOro W3bATHS
JOKYMEHTa BMECTO HEro BKIIAJbIBAE€TCs JMHCT-3aMEHHUTENb. M3bsATHE TOKYMEHTOB M3 JIMYHOIO Aeia Npo-
H3BOOMTCA HCKIIOUUTENIHO C pa3pelleHHs IHPEKTOpa AeNnapTaMeHTa NepCcoHala. BHYTpeHHSS OMHChH
MOAMHCBIBACTCS JIUIIOM, €€ COCTaBJISIOMINM, C YKa3aHHEM JaThl COCTaBlIeHHS. Bce MOKyMEHTBI, MOCTY-
NallHe B JIMYHOE JeJI0, BEAYTCS B XPOHOIOTHYECKOM mopsiake. JIMCTBI JOKyMEHTOB, MOALIMTEIX B THY-
HOE 1Ie/0, HyMepyroTcs. JIuuHoe neno BeaeTcs Ha NPOTSKEHHH BCEH TPYIOBOH IesSTeNbHOCTH paboTHH-
ka. M3mMeHeHus, BHOCHMBbIE B JTHYHOE 1€710, AODKHBI OBITH MOATBEPIKACHBI COOTBETCTBYIOLIHMH IOKY-
MEHTAaMH (HarpuMmep, KOIHs CBUAETEILCTBa 0 Opake).

PaboTHHK, OTBETCTBEHHBIH 3a JOKYMEHTAllMOHHOE oOecrnedeHHe KaJpoBOil JesSTeIbHOCTH,
NPHHAMAET OT MPUHUMAaEeMOro Ha paboTy paboTHHKA JOKYMEHTBI, TPOBEPSET MOJIHOTY HX 3aMOHEHHS H



IIPaBUJIBHOCTE YKa3bIBACMBIX CBEJICHHH B COOTBETCTBHUH C IPEABSABICHHBIMHA JOKYMEHTAMH, 3aTeM
3aBEPAT. NOJDKHOCTD, IMOAIIHCH, JaTa BKIIFOYEHHUS B JINYHOE JEJI0.

4. TIPABA U OBA3AHHOCTHU PABOTHHUKA B OBJIACTHU 3AIUTHI EI'O ITEP-
COHAJIBHBIX IAHHBIX

PaboTHHUK 00s13yeTCsl MPeI0CTaBIATE IEPCOHAIBHBIC JAHHBIE, COOTBETCTBYIOLIME JEHCTBUTEILHO-

ctH. PaboTHHK MMeeT npaBo Ha:

- TOJHYIO HH(POPMALHIO O CBOHX NEPCOHATBHBIX JaHHBIX H 00pabOTKE 3THX JaHHBIX;

CBOOOIHBIA OecriaTHpIl A0CTYN K CBOMM [EPCOHAIBHBIM JAaHHBIM, BK/IIOYas IIPaBO Ha
MOJyYeHHe KOMHUH 000 3amHCH, ColepiKalliel [epCOHajlbHbIe IaHHble pabOTHHKA, 3a
HCKJIIOYEHHEM CIIy4aeB, IPeAyCMOTPEHHBIX 3aKOHOAaTEIbCTBOM Pd;

- ompelelieHHe CBOMX IIPEACTaBUTe IeH Ul 3alllUThl CBOUX NEPCOHATBHBIX JaHHBIX;
- JIOCTYI K OTHOCAIIMMCS K HEMY MEIUIMHCKHM JaHHBIM C IOMOIIBK) MEIHIHHCKOIO
CIeIUaINCTa 10 CBOEMY BLIOOpY:

TpeboBaHKMe 00 MCKIIOUEHHH HIH HCIPABICHHH HEBEPHBIX HJIHM HEMOJHBIX NEepCOHATbHBIX
JaHHBIX, @ TAK JK€ JaHHBIX. 00pabOTaHHBIX C HapyIIeHHeM TpeOOBaHHIA.

IIpu orkase paGoromaTens MCKIHOUYHTH WM HCIPABHTh INEPCOHATbHBIE NaHHbIE PAabOTHHKA OH
HMEET MMPaBO 3aABUTH B IMCbMEHHOH (hopme paboTogaTenqto O CBOEM HECOIJIACHH ¢ COOTBETCTBYIOLIHM
000CHOBaHMEM TaKOro HecorjaacHs. [lepcoHanbHbIe MaHHbBIE OLEHOYHOIO XapakTepa PabOTHHK HMeeT
MPaBo JIOMOJIHUTE 3asBICHUEM, BBIPDAKAKOIINM €r0 COOCTBEHHYIO TOYKY 3PEHHUS:

- TpeGoBaHue 00 H3BeLIeHHH padoToaaTeneM BCeX JIMI, KOTOpblE paHee ObLIM COOOLIEHBI
HEBEPHbBIE UJIM HEIOJIHBIE NIEPCOHAIbHBIE 1aHHbIC paOOTHUKA, 000 BCEX MPOU3BEAECHHBIX B HUX
UCKJIIOUEHHUSIX, UCITPABICHHAX HIIH JOMOTHCHHSIX

- oOxajoBaHMe B Cy[ JTIOOBIX HENMPaBOMEPHbLIX JeHCcTBUM uin Ge3aelicTBus paboToaarens npu
00paboTKe ¥ 3aIIUTE €ro NePCOHATBHBIX JTaHHbIX.

5. YUET, XPAHEHHE H NEPEJAYA [IEPCOHAJIBHBIX IAHHBIX PABOTHHKA

JInuHble gena, B KOTOPBIX XPaHATCS MEePCOHAIBbHBIE JaHHbIE PaOOTHHKOB, SBISIOTCSA JI0KYMEHTa-
MH «/]711 BHYTpEHHET0 M0JIb30BaHHUS ).

JIn4HOE eNo perncTpUpyeTes, O 4eM BHOCHTCS 3amuch B «)KypHal ydyera THYHBIX Jei.

JKypHai conepuT ceayronue rpadsi:

1 [TopsiaKOBBI HOMEP JTHYHOTO AeTa.

2. @QamMumnusi, UMsi, OTIECTBO COTPYIHHKA.
3 Jlata MOCTaHOBKH Jena Ha yYeT.

4. ara cHsiTue ¢ yuera.

B nenaprameHTe nepcoHana XpaHATCH JIHYHbIE Jesla paOOTHHUKOB, pabOTarOIIHX B HACTOsLIES
BpeMs. JlJIg 3TOro UCIoJIb3yeTCs CIEeLHAIbHO 000pYA0BaHHbIE LIKA(bI HIH CeH(bI, KOTOPBIE 3aNHPAOTCH
U onedarsiBaloTes. JInuHbIe nenna pacronaraioTes B asipaBUTHOM MTOPSIIKE.

[Tocne yBonbHEHHs paDOTHHKA B THYHOE €710 BHOCSTCS COOTBETCTBYIOLIHE JOKYMEHTHI (3asBie-
HHE O PacTOPXKEHHH TPYIOBOTO AOTOBOPA. KOMHsA MPHKa3a 0 paCTOP)KEHHH TPYAOBOr0 J0r0BOPa) COCTAB-
AseTCs OKOHYATeNbHasl OMKCh, CaMO JIHYHOE €710 0hopMIsSeT s U IepeiaeTes A1 XpaHeHHUs B apXHB Op-
raHu3alxH.

He nonyckaercs:

1. Coof0uiate nepcoHalbHBIE AaHHBIE pabOTHHKA TpeThell CTOpoHe ©0e3 NHCHEMEHHOIo
cornacus pabOTHHKA, 3a HUCK/IIOUYEHHEM CIy4aeB, KOIJa 3TO HEeoOXOJMMO B LENSX NPEeAyNpekKICHHsA
VIPO3bI )KU3HHU U 30POBBIO paOOTHHKA, @ TaK ke B CJIydasX YCTAaHOBJIEHHBIX 3aKOHOAaTe1bcTBOM PO.

2. CoobmaTte mnepcoHanbHBIE aaHHBIE pabOTHMKAa B KOMMEpUYECKHX Lensx 0e3 ero
MHCBMEHHOIO COIJIacusl.
3. 3anpamyBaTh HHPOPMALHIO O COCTOSHHH 370pOBBS paOOTHHKA. 3a HCKIIOYEHHEM Tex

CBEIICHHH, KOTOpPBIE OTHOCITCA K BOINPOCY O BO3MOJXHOCTH BBIIIOJIHEHHS pac’)omuxo_\i T‘p}'JOBOﬁ



DYHKIHH.

HocTyn K nepcoHanbHBIM JaHHBIM paGOTHHKOB Pa3peIaeTcs TOJIbKO CHEHUATIBHO YITOJHOMOYEH-
HBIM JIMOAM, IIPH 5TOM YKa3aHHBIC JIMLA JOJKHBI HMETh [IPaBO M0JIy4YaTh TOIBKO Te [IepCOHaIbHbIE JaH-
Hble pa0OTHHKA, KOTOPBIE HEOOXOIMMBI TSI BBINOJIHEHHS KOHKPETHBIX (DYHKIIHIA.

IIpu nepenaye nepcoHaNBHBIX JaHHBIX PAGOTHHUKA TPETHHUM JIMLAM HEOOXOIMMO HPEIyNpeKIaTh
HX O TOM, 4TO 3TH NaHHBIC MOTYT OBITh MCIIOJB30BAHBI JIMIIb B LEJSX, IS KOTOPBIX OHU COOOIIEHBI, U
TpebOoBAaTh OT 3TUX JIULL IIOATBEPKACHHS TOTO, YTO 3TO paBuiIo cobmoneHo. Jluma, moxyyaromue nepco-
HaJIbHBIC JaHHbBIC paOOTHHKA, 00s13aHbI COOITIONATE PEKHUM CEKPETHOCTH (KOH()UICHIHATBHOCTH).

Hckmouenre cocTaBisieT oOMeH MepCOHANBHBIME TaHHBIMHU pabOTHHKOB B MOPSJKE, YCTAHOB-
JCHHOM 3aKOHOJATEThCTBOM PO,

Ilepeniaua nepcoHanbHBIX MaHHBIX pabOTHHKA ero IPEACTABUTE/ISIM OCYIIECTBIISETCS B TTOPSIIKE,
YCTaHOBJICHHOM B Opranusainu. O6beM nepenasaemoit HHGOPMALMH OrPAHHYHBAETCS TOTBKO TEMH nep-
COHAJIbHBIMH JIaHHBIMU pabOTHHUKA, KOTOPbIE HEOOXO, IMMbI /15l BBITOTHCHHS YKa3aHHBIMH PEICTABUTE-
JSIMU MX (QYHKITHIA.
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