IHou0:xenue
0 MEPCOHAJBHBIX JAHHBIX PA0OTHHUKOB

[. O0ne mooKeEHUA

[lepconanbHble AaHHBIE paOOTHHKA - 3TO WH(MOpMalUs, HeoOXxoauMas padOToaTEN0 B
CBSI3U C TPYJAOBBIMHU OTHOILICHUSIMHU U Kacarolasicsi KOHKPETHOTO pabOTHHKA.
[lepconanbHble HaHHBIE PAOOTHUKA COJIEPXKATCS B OCHOBHOM JIOKYMEHTE MEPCOHAIBLHOTO
ydeTa paOOTHUKOB - TUYHOM Jiejie paOOTHHKA.

JInuHoe n1eno pabOTHHUKA COCTOUT U3 CIEIYIOIINX Pa3/IesioB:

1) ankeTHO-OMOTpaduYeCcCKre U XapaKTepU3yIOIIHe MaTeprUalbl, K KOTOPHIM OTHOCSITCS:

- 3asiBJICHUE O MpueMe Ha paboTy (He 00s13aTeNBHO),

- IUCTOK TIO YYETY KaJpOB,

- MacnopT (KOMus),

- BOCHHBII OWJIET, MPUNUCHOE CBUIETEILCTBO (KOIHMS),

- IOKYMEHTHI 00 00pa3oBaHUM (KOMHS),

- CBUJIETEILCTBO O peructpanuu B HajgoroBom oprane (MHH) (komus),

- IEHCUOHHOE YJIOCTOBEpEHHUE (AJ11 IEHCUOHEPOB) (KOMus),

- CBUJIETEJICTBO O POXKJICHUHU JeTeH (KOmusl),

- CBUJIETEJILCTBO O 3aKJIOUEHUU Opaka (Komus),

- TOKYMEHT O MPaBe Ha JbIOTHI (KOTHS),

- pe3yJbTaThl MEIUIMHCKOTO OOCIEIOBaHUS HAa MPEIMET TOAHOCTU K OCYIIECTBICHHIO
TPYIOBBIX 00s3aHHOCTEH (/11 KaTeropuu pabOTHUKOB MOJIOKE 18 JieT; mocTynaromux Ha
paboTty ¢ BpeAHBIMH M (WJIM) OMACHBIMU YCIOBUSAMH TpyZa, Ha TsDKENIble paboThI;
MOCTYTAIIINX HAa pabOTy, HEMOCPEACTBEHHO CBA3AHHYIO C JIBHDKCHHEM TPAHCIOPTHBIX
CPENCTB; 3asBlIeHHE pabOTHHKA O TIpUeMe Ha paboTy),

- JIOKYMEHTBI, CBSI3aHHBIE C TEPEBOJIOM U TMepeMenieHueM pabOTHHUKA (3asBICHUS
paboTHHKA U T.I1.),

- aTTECTAIlMOHHBIE JIUCTHI,

- XapaKTEPUCTUKU U PEKOMEHIATCIIbHBIC TTUCHhMA,

- 3asiBJieHUE pabOTHUKA 00 YBOJILHEHUH,

- KOTIUs MpYKa3a 00 YBOJILHEHUH,

- Jpyrue JOKYMEHTHI, HaXOXJIEHHE KOTOPhIX B JIMYHOM Jejie OyAeT MpU3HAHO
11e71eco000pa3HbIM;

2) IOMOJTHUTENbHBIE MATEPUATIbI, K KOTOPBIM OTHOCSTCSL:

- TpynoBoit 1oroBop ¢ MOANMUCHIO PabOTHUKA 00 O3HAKOMJIEHUH C JoKyMeHTamu MBbOY
JO «J/lom pmerckoro TBOpYECTBa», YCTAHABIMBAIONIUMHU TIOPAIOK  0OpabOTKH
MEPCOHANILHBIX JAaHHBIX PAOOTHUKOB, a TAKXKE€ O €r0 MpaBaxX W OOSI3aHHOCTSIX B ITOU
obnacry,



- (hotorpadus,

- Jpyrue JOKYMEHTBHI, HAXOXKJCHUE KOTOPBIX B JIMYHOM jeie Oyner MNpHu3HaHO
1eTIECO00Pa3HBIM.

B nm4HOE neno paboTHHKA BKITFOYAETCS TAKXKE OMUCH BCEX JIOKYMEHTOB, HAXOISIIUXCS B
aerne.

II. [TonydyeHue nepcoHaNbHBIX JAHHBIX paOOTHHUKA

[Tomyuenue, xpaneHne, KOMOMHUPOBaHUE, TEepeaada WK JII000E APYroe MCHOIb30BaHUE
MEPCOHAIBHBIX JaHHBIX PAaOOTHHUKA MOXET OCYIIECTBIATHCS HCKIIOUUTENIBHO B LEJAX
obecrieueHrs COOJIOICHNS 3aKOHOB M MHBIX HOPMATHUBHBIX MPABOBBIX aKTOB, COACHCTBUS
paboTHUKaM B TPYAOYCTPOMCTBE, OOYYEHUM U MPOJBMKEHUHU MO CIIyx)0e, oOecreyeHus
JUYHON 0€30MacHOCTH PaOOTHUKOB, KOHTPOJS KOJMYECTBA U KayeCTBa BBHIMIOIHSIEMOMN
paboThI M 00ecreYeHs] COXPaHHOCTU UMYIIIECTBA.

Bce nepconanbHbie aHHBIE paOOTHHKA TMOMYYalOT Y HEro camoro. Eciiu nepcoHanbHbIe
JaHHBIE PA0OTHHKA BO3MOKHO TMOJYYUTh TOJBKO Yy TPEThEH CTOPOHBI, TO PAOOTHHUK
JOJDKEH OBITh YBEJOMJIEH 00 3TOM 3apaHee M OT HEro JOJDKHO OBbITh MOJYy4eHO
NUCbMEHHOE corjacue. PabGoromarens JOMKEH COOOMIMTH PAOOTHUKY O IENsX,
IpeAnojaraéMbplXx UCTOUHUKAX M CIIOCO0aX MOJyYEeHHs TEPCOHAIBHBIX TAHHBIX, & TAKXKE O
XapakTepe MOJIEKAUX IOIYUYCHUIO INEPCOHANBHBIX JAHHBIX WU ITOCIEICTBUAX OTKa3a
paboTHUKA 1aTh MUCbMEHHOE COTJIacCHe Ha UX MOJIyYEHHE.

He nomyckaercst monydeHue u 00pabOTKa MEPCOHANBHBIX JAHHBIX PAOOTHHKA O €ro
MOJMTUYECKUX, PEITUTHO3HBIX W MHBIX YOEKIEHUSIX M YACTHOM >KM3HU, a TaKXe O €ro
YJICHCTBE B OOIIECTBEHHBIX OOBEAUHEHUSIX WM €ro MpoQCOr3HON JeATEeNbHOCTH, 3a
VCKJIFOYEHUEM CIIy4aeB, IMTPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM PD.

[Ipy npuHATUU pElICHUM OTHOCUTEIBHO PAOOTHMKA HA OCHOBAHUHU €r0 IMEPCOHATBHBIX
JJAHHBIX HE JIOIYCKAaeTCs MCIIOJIb30BAHUE JAHHBIX, IOJYYEHHBIX HCKIOYUTEIBHO B
pe3ynbTaTe uX aBTOMAaTU3UPOBAHHON 00pabOTKH WITH AJIEKTPOHHOTO TOJIYUYCHHUS.

B ciyyadax, HENoCpenCTBEHHO CBS3aHHBIX C BOIPOCAMU TPYAOBBIX OTHOLICHWM, B
cootBeTcTBUH €O CT. 24 Konctutynuu P® Bo3MOXKHBI MoTydyeHrne u o0paboTka JaHHBIX O
YaCTHOM >KU3HU paOOTHUKA TOJIBKO C €r0 MUChbMEHHOTO COTJIACHS.

III. ®opmupoBaHK€e U BEICHUE JINYHBIX €T

JInunoe neno paboTHUKA popMuUpyeTcs MOcie U3JaHus IpPUKas3a 0 €ro npruemMe Ha padory.
[TepBOHAYAIEHO B JIMYHOE JICJI0 TPYNIUPYIOTCS JOKYMEHTBI, COACPIKAITUE IMePCOHAIBHBIC
JaHHBIE paOOTHUKA, B TMOPSAIKE, OTPaKAIOIIEM MpOIlecC MprueMa Ha padoTy: KaapoBas
CIIpaBKa; 3asBJICHUE pabOTHUKA O TIpUeMe Ha paboTy; JIMCTOK M0 yUeTy KaJpoB; pe3yibTar
MEUITUHCKOTO OOCIICIOBAaHUS Ha TPEIMET TOJHOCTH K OCYIIECTBICHHUIO TPYIOBBIX
00s13aHHOCTEH; pacmucka paboTHUKA OO0 O3HAKOMJICHHH C JOKYMEHTAMH YUpEeKIACHUS,
YCTaHABJIMBAIOIIUMHU TIOPSIOK 00pabOTKH MEPCOHAIBHBIX TAHHBIX PAOOTHUKOB, a TAKXKE O
€ro MpaBax W 00S3aHHOCTIX B 3TOM 00JIaCTH; pacucKa pabOTHIUKA 00 03HAKOMIJICHHH €T0
C JIOKQJIbHBIMA HOPMATHUBHBIMH aKTaMHU OPTaHU3AIUH; JOMOITHEHUE K JTUYHOMY JCIY;
BHYTPEHHSIS OTIHCh.



K kaxxgomy nuyHoMy neny npuiaraercs ¢ororpadus paboTHuka (6€3 ToJI0BHOTO yoopa,
pazmep 3 x 4 cm).

JInunas kaprouka gopmbl N T-2 cocraBisiercss 3amectuteneM aupekropa no YBP mo
yHUGULIUPOBAHHON (QopMe, COACPKUT B cebe CBEIEHUS O NEPCOHANBHBIX JaHHBIX
pabOTHHKA B TIOJIHOM COOTBETCTBUM C IMPEACTABICHHBIMU JIOKYMEHTaMH. B ciydae
OOHOBIIEHUsI CTapas JIMYHAs KapTOouKa M3bIMAETCS W3 paszjena JIMYHOro jena "AHKETHO-
Oouvorpadguyeckue U XapakTepusyrolre MaTepuansl”, mpruoodiaeTrcs K "JlonoMHUTEeIbHBIM
MaTtepuanam" U 3aMEHSIETCS HOBOM.

B nmanpHeiinmem JIMYHOE N1€710 MOMOJIHAETCS TOKYMEHTaMH, BO3HHMKAIOIIMMHU B IPOLIECCE
TPYJOBOM I€ATEILHOCTU pa0OTHUKA, K KOTOPBIM OTHOCSITCSI:

- aTTE€CTAllMOHHBIE JIUCTHI;

- KOMHMH IOKYMEHTOB 00 YTBEP>KJIEHUU B TOJKHOCTH;

- IpyTrHe XapakTEpHU3YIOIINe W JOMOJIHAIOIIME MaTepuaibl, epEeUUCIeHHbIe B pa3aene |
Hacrosero Ilomoxxenus.

JInuHOoe neno BeneTcss Ha NPOTSDKEHWHM BCEW TPYAOBOM JAESITENBHOCTH paOOTHHKA.
W3MeHeHus, BHOCHMbBIE B  JIMYHOE €0, JOJDKHBI  OBITh  MOATBEPKICHBI
COOTBETCTBYIOIIMMHU JJOKYMEHTaMH.

IV. IlpaBa u 00s13aHHOCTH PaOOTHHKA B 00JIACTH 3aIUTHI
€ro MepPCOHAJIBHBIX JIAHHBIX

PaGotHMK 00s3yeTcss MPEeAOCTaBIATh IEPCOHANBHBIC JaHHBIC, COOTBETCTBYIOIINE
JIEUCTBUTEIBLHOCTH.

PaboTHUK uMeeT npaBo:

- Ha TOJTHY0 HH(POPMAIIHIO O CBOMX TIEPCOHATBHBIX JAaHHBIX M 00pabOTKE ITUX TaHHBIX;

- Ha CBOOOHBIN OECIIIaTHBIM JTOCTYN K CBOMM IEPCOHAIBHBIM JAaHHBIM, BKITIOYAs IPABO
HAa MOJIyYeHUE KOMUM JI000H 3amucH, coJiep)Kalield mepcoHanbHbIe TaHHbIE pabOTHUKA, 32
UCKIIIOUCHHUEM CITy4aeB, MPEAyCMOTPEHHBIX 3aKOHOIATEILCTBOM PD;

- Ha OmpeieJIeHue CBOUX MPEACTaBUTENCH JIJIsl 3aIIUThI CBOMX NIEPCOHATBHBIX JaHHBIX;

- Ha JIOCTYI K OTHOCSIIUMCS K HEMY MEIUIIMHCKUM JAHHBIM C TTOMOIIBI0 MEJIUIIMHCKOTO
CIeIMaJIICTa TI0 CBOEMY BBIOODY;

- Ha TpeOoBaHME OO0 WUCKIIOUCHUU WM WCHPABICHUH HEBEPHBIX WM HEMOJHBIX
MEPCOHANBHBIX JIAHHBIX, & TAKXKE JAaHHBIX, 00pabOTaHHBIX C HApyIICHHEM TPeOOBaHUM.
[Tpu oTkaze paboToaaTeNst UCKIIOYUTD WIN UCTIPABUTH MTEPCOHANIbHBIC JaHHBIC pa0OTHHKA
OH MMEET MPaBoO 3asBUTh B MUCHBMEHHOU (popMe pabOTONATENI0 O CBOEM HECOIJIACHH C
COOTBETCTBYIOIIIMM OOOCHOBAaHMEM TaKOro Hecorjacus. llepcoHanbHBIC JaHHBIC
OIICHOYHOTO XapakTepa pa0OTHHK MMEET IMPaBO JOIMOJHHUTH 3asABJICHUEM, BBIPAXKAIOUTUM
€ro COOCTBEHHYIO TOUKY 3PEHHUS;

- Ha TpeOoBaHHE 00 H3BEHICHUH padOTOJATE]IEM BCEX JHUI, KOTOPbIM paHee ObLIn
COOOIIICHBI HEBEPHBIC WM HEMOJHBIC TEPCOHATIbHBIC JaHHBIC pabOTHHKA, 000 BCex
MIPOU3BEJICHHBIX B HUX UCKITIOUEHUSX, HCTIPABIICHUSIX WM JIOTIOJTHECHUSX;

- Ha oOkajoBaHWE B CyJ JIOOBIX HEMPABOMEPHBIX JEHUCTBUA WIH O€31eUCTBUS
paboromarens rmpu oOpabOTKe U 3aIUTE €T0 MEPCOHATBHBIX TaHHBIX.

V. Vuer, xpaHneHue u nepeada nepcoHalIbHBIX JaHHBIX paOOTHUKA



JlnuHble Aena, B KOTOPBIX XPaHATCS NEPCOHAJIbHBIE JaHHbIE PAOOTHUKOB, SIBISIOTCS
JToKyMeHTamu "J[j1s BHyTpEHHEro nojab30BaHus" .

Jlnst XpaHeHUs JUYHBIX e paOOTHUKOB HCIOJIB3YIOTCS CIEHHMAIbHO 000pYIOBaHHBIC
mKadbl WK cedpl, KOTOPHIE 3aMUPAIOTCS.

[Tocne yBonbHEHHUS paOOTHUKA B JIMYHOE JIEJI0 BHOCSTCS COOTBETCTBYIOIIME JOKYMEHTHI
(3asiBJICHHE O pACTOPKEHUU TPYIOBOTO JIOrOBOpa, KOMMs TpUKa3za O PaCTOPKEHUU
TPYIOBOTO JOTOBOpA), COCTAaBIAECTCS OKOHYATeNbHAs OMNHUCh, CaMO JHUYHOE JEJO
odopMIISIeTCS U XpaHUTCS 75 JIeT.

He nomyckaercs:

- coO0maTh TEepPCOHATBHBIC JaHHBIE PAOOTHWKA TPEThEeW CTOpPOHE 0€3 MHUCHMEHHOTO
coriacusi paOOTHHKA, 3a HUCKIIOYEHUEM CIy4yaeB, KOrJa 3TO HEO0OXOJUMO B IENAX
MPEAYNPSKIACHAS YTpo3bl JKU3HH W 370pPOBBI0O paOOTHMKA, a TaKXKE B CIyYasX,
YCTaHOBJICHHBIX 3aKOHOAATENIbCTBOM PD;

- cooOmiaTh TMEpCOHANbHBIC JaHHBbIE PA0OTHHMKA B KOMMEPUECKUX ILEeisiX 0e3 ero
MUCBMEHHOTO COTJIACHS;

- 3ampammrBaTh UHPOPMAIMIO O COCTOSTHUU 370pPOBbS PabOTHHKA, 32 MCKIIIOUEHHEM TEX
CBEJICHUN, KOTOPBIE OTHOCSATCA K BOMPOCY O BO3MOXKHOCTH BBIMOJIHEHUS PaOOTHUKOM
TPYJIOBOM (PyHKITUU.

JlocTynm K TEpCOHAJIbHBIM JAHHBIM PA0OTHUKOB pa3peliaeTcsi TOJIbKO CHEIUATBHO
YIOJHOMOYCHHBIM JIMIIaM, TIPH 3TOM YyKa3aHHBIC JIMIA JOJDKHBI UMETh MPABO TOTydaTh
TOJIBKO T€ TIEPCOHAJILHBIC JTaHHBbIE PaOOTHUKA, KOTOPHIE HEOOXOIUMBI JIJIsi BBITIOJTHEHUS
KOHKPETHBIX (DYHKITHH.

[Ipn mepenavye TMEPCOHANBHBIX JAaHHBIX pAaOOTHUKA TPETHUM JIUIIaM HE0OXO0IUMO
MPEayNnpekaaTh UX O TOM, YTO OTH JIaHHBIE MOTYT OBITh MCIIOJIL30BaHBI JIUIIL B IENX,
JUTSI KOTOPBIX OHHM COOOIICHBI, U TPeOOBATh OT ATUX JIMI] MOATBEPKIACHUS TOTO, YTO ITO
npaBuiio coOmrofeHo. Jluia, momyJaroniue nepcoHaibHbIe JaHHbIE paOOTHUKA, 00sS3aHbBI
coOJIIOaTh PEXKUM CEKPETHOCTH (KoH(puaeHIMaIbHOCTH). MCKIIOUeHHEe COCTaBIsSeT
OOMEH TEepCOHANBHBIMU  JIaHHBIMH  PA0OTHUKOB B  TOPSIIKE, YCTAaHOBJICHHOM
3aKOHOAATENBCTBOM POD.

[lepenaua mepcoHaNbHBIX JIaHHBIX pPaOOTHUKA B Tpelnelax OJHOW OpraHU3aluu
OCYIIECTBISIETCSI B COOTBETCTBUM C JIOKAJIBHBIMH HOPMATHUBHBIMH aKTaMU JaHHOU
OpraHU3aIHH.

[lepenada mepcoHaIbHBIX JaHHBIX PAO0OTHHKA €ro TMPEACTABUTEIISIM OCYIICCTBIISICTCS B
MOPSIJIKE, YCTAaHOBJIIGHHOM B opraHm3aruu. OO0beM TmepegaBaeMoll  HMH(pOpMaIUU
OTPAaHUYMBACTCA TOJHLKO TEMH IIEPCOHAIBHBIMUA JIAaHHBIMA pa0OTHHKA, KOTOpPBIC
HEOOXOMMBI /TSI BBITOJTHCHUS YKa3aHHBIMU MTPEACTABUTEISIMU MX (DYHKITHIA.



