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IToso:xkeHne
0 XpaHEHHUH H HCI0JIb30BAHHH MEPCOHAIbHBIX JAHHbIX PA0OTHHKOB
MyHHIMIAJIBHOIO GI0IKETHOr0 y4pesKAeHHs I0N0JTHHTEIbHOro 00pa3oBaHus
«CTraHuus JeTCKOro H IOHOIIECKOro TYPH3Ma H 3KCKYPCHIH»
ropoackoro okpyra ropoa Oxrsaopbckuii Pecnny6imku bamkoprocran

Hacrosimee IlomoxkeHWe ompemenseT OCHOBHblE TpeOOBaHHMA K IIOPAJKY
IOJydeHHs], XpaHEeHWs, WCIOJIb30BaHUA W Tepefadd (mamee - obpaborke)
MIEPCOHANIBHBIX JaHHBIX paOOTHUKOB.

1. OBIIUE IMOJIOKEHU S

[lepcoHanpHBle JaHHBle paboOTHHWKAa - 09TO HHGOpManus, HeoOXxoxumas
paboTomareio B CBSI3H C TPYAOBBIMHM OTHOLICHHSIMH M Kacalollascsi KOHKPETHOIO
paboTHUKA.

[TepcoHanbHble [aHHBIE pa0OTHUKA COJEPKATCs B OCHOBHOM [JOKYMEHTE
IIEPCOHAIBHOTO y4yeTa pabOTHHUKOB - JINYHOM Jiejle pabOTHHKA.
JIMYHOE [1eJT0 COCTOMT U3 CIeAYIOIUX Pa3elioB:
AHKeTHO-OMOrpaduueckue ¥ XapaKTepu3ylollWe MaTepHalbl, K KOTOPBIM
OTEOCSTCS:
- aHKerTa;
- aBTobuorpadus;
- OIIACH JTOKYMEHTOB 00 00pa3oBaHuw;
- pe3yJapTaThl MEIUIMHCKOro oOciefoBaHHs Ha IpeaMeT TOJHOCTH K
" OCYILIECTBIIEHUIO TPYIOBBIX 00sI3aHHOCTEIH;
- KOIHMs MpHKa3a o pueme Ha padoTy;
- TPYZOBOH I0rOBOp;
- JIOKyMEHTHI, CBSI3aHHBIE C MEPEBOIOM W IepeMelleHHeM paboTHHKa (KOMuH
IIPUKA30B, TOTIOJHUTENIbHbIE COTTIAIIEHNS);
- BBINUCKH (KOIMH) U3 JOKYMEHTOB O IPHCBOCHUH IOYETHBIX 3BAHMI, yICHOM
CTEIeHH, HarpaXkKAeHUH I0Cy 1apCTBEHHBIMU HarpaJiaMH:
- KOIUY HarpaJgHbIX JIUCTOB;
- aTTeCTallMOHHbIE JHCTHI;
- KOIIMH IIPUKA30B O MOOIIPEHHUX, B3bICKaHHUIX,
- XapaKTepUCTHUKU M PEKOMEHATeIbHbIE IIChMA;
- 3asBJIeHHe pabOTHUKA 00 yBOJIIbHEHUH;
- KOmWs IpuKa3a o0 yBOJIbHEHHH;



- Jpyrue IOKYMEHTHI, HaXOXXICHWE KOTOPHIX B JIMYHOM Jieie Oyrer
MPU3HAHO 1[EIECO00PA3HBIM.

JlonoTHUTENBHBIE MATEPUAIIBI, K KOTOPBIM OTHOCSITCS:

- pacnucka pabOTHHKa 00 O3HAaKOMJIEHMH C JIOKyMEHTaMHM OpraHU3aluH,
YCTaHABIUBAIOLIUMHU  TOPSIOK  OOpaOOTKM  NEPCOHAJBHBIX  JAHHBIX
pabOTHUKOB, a TaK XKe O €ro MpaBax U 00sI3aHHOCTAX B 3TOM 00J1aCTH;

- XapaKTEPUCTHUKU C MPEKHETO MecTa pabOoThI;

- JIOTIOJIHEHME K TUUHOMY JIEIY;

- JIpyrue JOKYMEHTbI, HaX0X/JIEHUE KOTOPBhIX B JIMYHOM JieJ€ OyAeT MPU3HAHO
1esecoo0pasHbIM. B aruHoe fenno paboTHHKA BKIIOYAETCS TAKKE OMKUCh BCEX
JOKYMEHTOB, HAXOSILIUXCS B JEJIE.

2. IIOJIYYEHHUE NIEPCOHAJIBHBIX TAHHBIX PABOTHHUKA

[lonyyenue, XxpaHeHuWe, KOMOWHHpOBAHHWE, Ieperada WIM J00e Jpyroe
WCIIONIb30BaHUE TEPCOHAJBHBIX  JaHHBIX PAOOTHMKA MOXET  OCYIIECTBISETCS
UCKJIIOYUTENIBHO B LIENSAX OOECIeueHus! COONIOIEHNS 3aKOHOB M MHBIX HOPMATHUBHBIX
IIPABOBBIX AaKTOB, COJCHCTBUS paOOTHHKaAM B TPYyIOYCTpPOWCTBE, OOYy4YEHHUH U
NPOABMKEHUS TI0 CITy’kK0e, o0ecrieueHus: IMYHONU 0€30aCHOCTH PaOOTHUKOB, KOHTPOJIS
U KayecTBa BBINNOJIHAEMON pabOThl U OOEcleYeHHUs] COXPaHHOCTH HMyllecTBa. Bce
NepCOHANbHbBIE JaHHbIE paOOTHHUKA IMOIy4aroTcsl y Hero camoro. Ecnu nepcoHanbHbie
JaHHblE PaOOTHUKA BO3MOXHO MOJIYYUTh TOJBKO Yy TPETbEW CTOPOHBI, TO PaOOTHUK
JOJKEH OBITh YBEIOMJIEH OO0 3TOM 3apaHee, M OT HEro JOJDKHO OBITh MOJYy4EeHO
NMUchbMeHHOE corjacue. PaboromaTens MOMKEH COOOMIMTh PaOOTHUKY O IEsX,
MpenoyiaraéMbIX UCTOYHUKAX M CIOCO0axX MOMYy4YEHUs MEePCOHAIBHBIX JaHHBIX, a TaK
KE O XapakTepe MOJUICKAIINX IMOJYYCHHUI0 TePCOHATBHBIX MAHHBIX W IOCIEICTBHUSIX
OTKa3a pabOTHUKA JaTh MHUCbMEHHOE COTJIACHE HA X MOIyYCHHE.

He nonyckaercs noiydyeHue u o0paboOTKa MEpCOHANBHBIX JAHHBIX pPA0OTHHKA O
€r0 TOJUTHYECKUX, PEIIUTHO3HBIX M WHBIX YOEXKICHUAX M YACTHOW KHU3HH, a TaK KE O
€ro WICHCTBE B OOIIIECTBEHHBIX OOBEAMHEHUSX WM €0 MPO(COI03HOM NIeITeTbHOCTH,
3a UCKJIIOYEHUEM CITy4aeB, PEyCMOTPEHHBIX 3aKOHO1aTeNbCTBOM PO.

[Ipy mnpUHATHM pelIeHUH OTHOCUTENIbHO pa0OTHMKA Ha OCHOBAaHUU €ro
NEPCOHANBHBIX JIAHHBIX HE JIOMYCKAaeTCs UCMIOJIb30BaHUE JAaHHBIX, IOTYYCHHBIX
UCKJTIOYUTENILHO B PE3yJIbTaTe UX aBTOMATHU3MPOBAHHON 00pabOTKU MU 3IEKTPOHHOTO
MOJTyYEHUSI.

B crmyuasix, HEmoCpeICTBEHHO CBSI3aHHBIX C BOMTPOCAMHU TPYAOBBIX OTHOIIECHUH, B
cooTBeTcTBUM €O CT.24 Konctutryuuu P® BO3MOXKHO MoydeHHE U 00pabOTKa TaHHbBIX
0 YaCTHOM >KU3HH pabOTHHKA TOJIBKO C €r0 MUChMEHHOTO COTIIACHS.

3. P OPMUPOBAHUE U BEJAEHUE JTUYHBIX JIEJI

JInunoe nieno paboTHHKA GopMUpPyETCs TOCIe U3AaHUs IPUKa3a O €ro nprueMe Ha
paboty. [lepBoHauanbHO B JIMYHOE [ETO TPYIIMUPYIOTCA IOKYMEHTHI, COJEpKallie
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NepCOHANbHBIE JaHHbIE PAa0OTHHKA, B TOPSAKE, OTpPaKalolleM IMpoLecc MpHeMa Ha
paboTy: 3asBieHHMe pabOTHHMKA O TMpuemMe Ha paboTy, aHKeTa, aBToOUOTpadwus,
XapaKTepUCTHKA-PEKOMEHAAINS, PE3yIbTaT MEIUIIMHCKOTO 00CIEIOBaHUS HA TIPEIMET
TOJHOCTH K OCYIIECTBICHHUIO TPYAOBBIX OOS3aHHOCTEH, KOMHS MpHKa3a O MpUeMe Ha
paboty, pacmucka paboTHHKAa 00 O3HAKOMIIGHHHM C JOKYMEHTaMH OpTraHW3allvu,
yCTaHaBIUBAIOIIUMU TOPSIOK 00paOOTKH MEPCOHANBHBIX JAHHBIX PAOOTHHUKOB, a TaK
e 00 ero mpaBax W 00S3aHHOCTSIX B ATOM 00JacTH, pacrucka 00 03HAKOMJICHHH €TO0 C
JIOKQJIbHBIMH HOPMAaTHBHBIMH aKTaMU OpTaHW3allii, pacrucka 00 O3HAKOMJICHHH C
NpaBWJaMd BHYTPEHHETO TPYIOBOTO pACIOpsKa OpraHu3allid, [OTOJHEHHE K
JUYHOMY Jey, TPYAOBOH IOTOBOp, JOTOBOPHI O MaTepUATIBHON OTBETCTBEHHOCTH,
BHYTPEHHSISI OTIHCH.

Bce H0OKyMeHTBHI MNOJIIMBAKOTCA B OOJIOXKKY 00pa3na, yCTAHOBJIEHHOIO B
00pa3oBaTeILHOM YUPEKACHUH, HAa O0JI0KKE TOJDKHBI OBITH (haMUJIHs, UMS, OTYECTBO
paboTHUKA.

JImuHoMy neny MpUCBaWBAETCS HOMEP, KOTOPBI (PUKCUPYETCS B KypHaJIe ydeTa
JUYHBIX Jel. B kaxaoM paszgene JMYHOTO Jefia BEACTCS BHYTPEHHSS ONHCh, Kyda
3aHOCSITCSI HAMMEHOBAHMS BCEX TMOJIIUTHIX JOKYMEHTOB, JaTa MX BKJIIOYECHHS B JEIO,
KOJIMYECTBO JIMCTOB, a TaK K€ JaTa U3BATUS JOKyMEHTa U3 JieJla ¢ yKa3aHWeM JIuIIa,
U3BSBILIETO JOKYMEHT, U MIPUUNHY U3bATHS. B ciyyae BpeMEHHOIO U3bSITHS TOKYMEHTA
BMECTO HErO BKJIAJbIBAETCS JIMCT-3aMEHUTENb. 3bATHE TOKYMEHTOB U3 JUYHOTO Jieia
IIPOU3BOJUTCS UCKIIOUUTEIBHO C pa3pelieHus TUpEeKTopa JenapTaMeHTa IepcoHaa.
BHyTpeHHsI1 onMch MOJANUCHIBACTCS JHUIIOM, €€ COCTaBIIAIOIIMM, C yKa3aHUEM JIaThl
cocraBiieHUs. Bce JOKyMEHTHI, NOCTyNawIlWe B JHMYHOE JIE€J0, BEAyTCS B
XPOHOJIOTHYECKOM TopsiaKe. JIMCTBI JOKYMEHTOB, NOJUIMTBIX B JIMYHOE €O,
HyMepyroTcs. JInuHoe Aeno BeneTcss Ha MPOTSDKEHWH BCEW TPYAOBOM JESTEIBHOCTH
paboTHuKa. VI3MeHEeHUs, BHOCUMBIE B JIMYHOE J1€JI0, JOJDKHBI OBITH IMOATBEPIKICHBI
COOTBETCTBYIOIIMMU JOKYMEHTaMH (HallpUMep, KOTIHS CBUETEILCTBA O OpaKe).

PaboTHUK, OTBETCTBEHHBIM 3a JIOKYMEHTAI[MOHHOE OOECIEeUCHUEe KaJapOBOM
AESTENIbHOCTH, MPUHUMAEeT OT MPHHUMAEMOro Ha paboTy pabOTHUKA TOKYMEHTHI,
MPOBEPSIET TMOJHOTY WX 3alOJHEHUS M MPAaBWIBHOCTh YKA3bIBAEMBIX CBEJICHUI B
COOTBETCTBHUH C MPEABIBICHHBIMU JOKYMEHTAMH, 3aT€M 3aBEPAT: JOHKHOCTD, MOAIHCH,
JaTa BKJIIOUEHHUS B JIMYHOE JIEJO.

4. TIPABA 1 OBA3AHHOCTHU PABOTHHUKA B OBJIACTH
SAHIUTHBI ET'O HEPCOHAJIBHBIX TAHHBIX

PabGoTHuK 00s3yeTcs MPEAOCTaBIATh NIEPCOHATBHBIE TAHHBIE, COOTBETCTBYIOIIIHE
NEeUCTBUTEILHOCTH. PAOOTHUK MMeEeT paBo Ha:

- MOJIHYI0O HMH(OpPMAIMI0O O CBOMX MEPCOHAIBHBIX JAaHHBIX U 00pabOTKE ATUX
JaHHBIX;

- CBOOOJIHBIN O€CIUIaTHBIA JAOCTYIl K CBOMM MEPCOHAIBHBIM JAHHBIM, BKIIOYAs
OpaBO Ha MOJy4YeHHE KONMUM JII0OOM 3amucH, cojepiKalled MepcoHalbHbIE
JaHHble pabOOTHMKA, 3a HCKIIOYEHHUEM CJIy4aeB, MPEIyCMOTPEHHBIX
3aKOHOJIaT€IbCTBOM PD;

- ONpPEACJIEHWE CBOUX NPEACTABUTENICH Ui 3allUThl CBOUX IE€PCOHAIBHBIX
JIaHHBIX;



- IOCTYII K OTHOCSAIIUMCS K HEMY MEIUIMHCKUM JaHHBIM C TOMOIIBIO
MEIUIIMHCKOTO CIIEIUANNCTA TI0 CBOEMY BHIOODY;

- TpeboBaHMe 00 WCKIIOUYCHHWH WJIM WCIPABICHUW HEBEPHBIX WM HETIOJHBIX
MEPCOHANILHBIX JaHHBIX, a TaK JK€ JaHHBIX, 00OpaOOTaHHBIX C HAPYIICHUEM
TpeOOBaHMIA.

[Tpu oTkaze paboTomarenss UCKIIOYUTH WM WCIPABUTH MEPCOHAIBHBIC JTaHHBIC
paboOTHHKA OH MMEET IMpaBO 3asiBUTh B MHUCBMEHHOHW (GopMe paboToAaTento O CBOEM
HECOIJIACHU C COOTBETCTBYIOIIMM OOOCHOBAaHHMEM TaKOro Hecornacus. llepcoHanmbHbIC
JTaHHBIE OIICHOYHOI'O XapakTepa paOOTHUK HMMEET MPaBO OTIOJHHUTH 3asBIICHUEM,
BBIPAXKAIOIINM €T0 COOCTBEHHYIO TOUKY 3pEHUSI:

- TpeboBaHue 00 M3BEHICHUH pabOToJaTeNIeM BCEX JIUIl, KOTOpPhIE paHee ObLIN
COO0OIIEHBI HEBEPHBIE WM HEMOJHBIC TIEPCOHANIbHBIE JaHHbIE pabOTHHKA, 000
BCEX MPOM3BEACHHBIX B HUX UCKIIOYCHUSIX, UCTIPABIICHUSAX WM JIOTIOJTHCHUSIX

- o0XxajoBaHUE B CyJ JIOOBIX HEMPABOMEPHBIX ACUCTBUM WM Oe3AeHCTBUS
paboTonarens npu 00pabOTKE U 3aIUTE €r0 NEPCOHATBHBIX JTAHHBIX.

5. YYET, XPAHEHHUE U IIEPEJAYA IIEPCOHAJIBHBIX TIAHHBIX
PABOTHHUKA

JlnuHple Jn1e7a, B KOTOPBIX XpaHATCS TMEpPCOHAIbHBIC JaHHbIE PaOOTHHUKOB,
SBJISIFOTCSL IOKyMEHTaMU « /{7151 BHyTpEHHETO MOJIb30BaHUS.

JInyHOE nEN0 pEerucTpupyercs, O 4eM BHOCUTCA 3anuch B <«OKypHan ydera
JTUYHBIX J1€ID».

Kypnan conepxut cieayroniue rpadbl:

1. [TopsnkoBBI HOMEDP JIUYHOTO JIEJIA.

2. damunus, UMs, OTYECTBO COTPYIHHKA.
3. JlaTa NOCTaHOBKH JI€JIa HA y4eT.

4, Jlata cHsiTHe C yuera.

B nenaprameHTe nepcoHalia XpaHATCs JUYHBIC JieJIa paOOTHUKOB, pabOTAIOIINX B
HacTosmiee BpeMs. I 3TOro MCmosb3yeTcs CelHallbHO 000pyIOBaHHbIE KAl WU
ce(bl, KOTOpbIE 3amuparoTcsi M onevarblBatoTCsA. JIM4yHBbIE Aena pacrosiaraioTcs B
an(paBUTHOM TIOPSJIKE.

[locne yBonbHEHHsST paOOTHMKA B JIMYHOE [EJI0 BHOCATCS COOTBETCTBYIOIIWE
JOKYMEHTBI (3asBJICHHE O PACTOPKEHUH TPYIOBOIO JIOrOBOpa, KOMHMS IpUKa3a O
PACTOPKEHUU TPYJAOBOI'0O JOTOBOPA) COCTABIISIETCSI OKOHYATEIbHAS ONUChH, CAMO JIMYHOE
1eso ohopMIISieTCs U NepeaaeTcs A1 XpaHEeHUs B apXUB OpTaHU3alHH.

He monyckaercs:

1. CoobmiaTe nepcoHaNbHBIE JaHHBIE pPa0OTHUKA TPEThe CTOpoHE O€3
MMCbMEHHOIO COrjacusi padOTHHKA, 32 UCKIIFOUEHHEM CIIy4aeB, KOI/la 3TO HEOOXO0IUMO
B LEJISIX NPEeAYyNPEKICHUs YTPO3bl KU3HU U 3I0POBBIO0 pa0OTHHUKA, a TaK K€ B CIIydasix
YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM PO.

2. CoobmiaTh nepcoHAIbHBIC JaHHBIE paOOTHUKA B KOMMEPUECKHUX IeJIsIX 0e3
€ro MUCbMEHHOTO COTJIACHSI.
3. 3anpamuBath WHGOPMAIIMIO O COCTOSHUM 3/I0pOBbsi pabOTHHKA, 3a

UCKJIIIOYEHHEM TeX CBEJEHUI, KOTOpble OTHOCATCS K BOMPOCY O BO3MOXHOCTHU
BBITIOJTHEHHSI pAOOTHUKOM TPYI0BOM (DyHKIIUU.



Jloctym K TepCOHANbHBIM JaHHBIM PAOOTHUKOB pa3pemiaeTcsi  TOJBKO
CHEIMAaIbHO YIOJHOMOYCHHBIM JIMIAM, MPU ATOM YKa3aHHBIC JUIA JOJKHBI WMETh
MPaBoO MOJYy4YaTh TOJBKO T€ MEPCOHAIBHBIC TaHHBIE PAOOTHUKA, KOTOPhIE HEOOXOIUMBI
JUTSI BBITIOJTHEHUST KOHKPETHBIX (DYHKITHA.

[Tpu mepenaye nmepcoHaIbHBIX JAHHBIX PAa0OTHUKA TPETHUM JIMIIAM HEOOXOIUMO
NpeaynpeXIaTh UX O TOM, YTO 3TH JAaHHBIE MOTYT OBITh MCIIOIH30BAHBI JIUIIIH B IETIAX,
JUTSE KOTOPBIX OHU COOOIIEHBI, U TPEOOBATh OT ATHUX JIUI] MMOATBEPIKICHUS TOTO, YTO ITO
IpaBWIIO coO0IeHo. JInia, moyJaroniue nepcoHalbHbIC JaHHBIe PA0OTHHUKA, 00sI3aHBI
cOOJIFOAaTh PEXKUM CEKPETHOCTH (KOH(MUICHIIMATHHOCTH).

HckmoueHne cocTaBisieT OOMEH TNEepCOHANBHBIMH JAaHHBIMA PaOOTHUKOB B
NOpsKE, YCTAaHOBIIEHHOM 3aKOHOAATEITLCTBOM PD.

[lepeqaua  mepcOHANBHBIX  JAaHHBIX  paOOTHUKA  €r0  MPEACTABUTEIISIM
OCYIIECTBISICTCS. B MOPSAJIKE, YCTAHOBIEHHOM B opranusanuu. O0beM mnepegaBaeMoin
nH()OpPMAITUU OTPAHUYMBACTCS TOJIBKO TEMH TEPCOHAIBHBIMH JTaHHBIMA PaOOTHUKA,
KOTOpBbIE€ HEOOXOIUMBI JJIS BHITTOJTHEHHS YKa3aHHBIMU TIPEICTABUTEIIIME MX (DYHKITHA.



