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YTBEPXOAHKO
Oupektop MBOY « NaBnorpaackas

MONOXEHWE
0 MepcoHanbHbIX AaHHbIX paboTHNKA
MBOY «[l1aBnorpaackaa rumHasnga mm. B.M. ToeiTapa»

I. O6Lme NonoxeHMs

lMepcoHanbHble AaHHble paboTHMKa - 3TO MHMopmaumsa, Heobxogmmas
paboTogartesno B CBA3N C TPYAOBbIMU OTHOLLUEHUAMWN U KacaroL,asdcs KOHKPETHOro
paboTHUKA.

[MepcoHasbHble AaHHble pPaboOTHUKA COAEPXATCcas B OCHOBHOM [OKYMEHTe
MepcoHanbHOro yyeta paboTHMKOB - INYHOM fefnie paboTHUKaA.
NnyHoe feno paboTHMKA COCTOUT M3 CNeayroLWmnX pasaenos:
1) aHKeTHO-6Morpauyeckme ©n xapakTepusywouime Matepuanbl, K KOTOPbIM
OTHOCATCA:
- 3a5B/IeHMe 0 Npuveme Ha paboTy,
- nacnopt (konus),
- BOEHHbIN 6UIeT, NPUNUCHOE CBMAETENLCTBO (KOMNus),
- BOKYMeHTbl 06 06pa3oBaHun (Konus),
- CBMeTeNbCTBO O perucTpauunm B Hanorosom opraHe (MHH) (konus),
- NEHCMOHHOEe y0CTOBEpPeHMe (A9 NeHCUoHepoB) (Konus),
- CBMAETENbCTBO O POXAEHUU geTel (Konus),
- CBUAETENbCTBO O 3aK/H0UYeHUN 6paka (Konus),
- LOKYMEHT 0 npase Ha /ibrotbl (Konus),
- CHUNC (konus),
- pesynbTartbl MeAWLWMHCKOro 06CnefoBaHWs Ha MpeaMeT TrO4HOCTU K
OCYLLEeCTBNEHUNIO TPYLAOBbIX 06A3aHHOCTEN (4NA KaTteropum paboOTHUKOB MOJOXe
18 net; noctynawwmnx Ha paboTy C BpegHbIMW U (UAK) ONACHbLIMU YCIOBUAMM
Tpyfa, Ha Taxenble paboTbl; NOCTynawwWmx Ha paboTy, HENnocpeiCTBEHHO
CBA3aHHYID C [ABWXEHMEM TPAHCMOPTHbLIX CPeAcTB; 3asdBfieHMe paboTHMKA O
npveme Ha paborty),
- TPYA0BOW [0rosop,



- JOKYMEHTbI, CBSi3aHHble C NEpPeBOOM MK nepemelieHneM paboTHUKA (3aAB/EHUA
paboTHMKa U T.M.),
- aTTecTaunoHHbIe JIUCTbI,
- XapaKTepUCTUKM 1N peKOMeHaaTe/IbHble MUCbMa,
- 3a9B/IeHNe paboTHMKa 006 YBObHEHUH,
- Konus npukasa 06 yBO/bHEHNN,
- INYHadA KapToyka opmbl N T-2,
- Lpyrve [OKYMEHTbl, HaxX0XJeHWe KOTOPbIX B JIMYHOM fene OyAeT MNpU3HAHO
Llen1ecoobpasHbIM;
2) [ONOMIHUTENbHbIE MaTepuasbl, K KOTOPbIM OTHOCATCA:
- pacnucka paboTHMKa 006 O03HaKOM/JEHUM C [OKYMEeHTaMu opraHusauuu,
yCTaHaBNMBaKOLWMMM NOPSA0K 06pabOTKM NepcoHasibHbIX AaHHbIX paboTHMKOB, a
TakXXe 0 ero npaeax v 0643aHHOCTSAX B 3TOM 06/1aCTH,
- (hoTorpadgus,
- LONONIHEHWE K TUYHOMY feny,
- Apyrue [OKYMEeHTbl, HaxX0XAeHWe KOTOPbIX B JIMYHOM fAene OyaeT MNpPU3HAHO
LleniecoobpasHbIM.

B nn4yHoe feno paboTHMKA BK/HOYAETCA TakKXe OMUCb BCeX AOKYMEHTOB,
Haxogawmxcs B gene.

Il. TMony4deHne nepcoHasbHbIX AaHHbIX PaboTHUKA

lMony4yeHue, XpaHeHWe, KOMOMHMpPOBaHMWe, Nepefaya unn nboe apyroe
MCNONb30BaHMe MNepPCcoHaNbHbIX AaHHbIX pPaboTHMKA MOXET OCYLLeCTBNATLCS
NUCKNKOYNTENBHO B Lenax obecneyeHWs COGNOAEHUS 3aKOHOB U MHbIX
HOPMaTUBHbLIX MNPaBOBbIX aKTOB, COAENCTBMS pabOTHMKaM B TPYAOYCTPOUCTBE,
00yYeHUN W NPOABMXKEHUU MO CNyxbe, obecrieyeHMs NUYHON 6e30MNaCHOCTK
paboOTHMKOB, KOHTPONS KONMYECTBa W KayecTBa BbIMNOMHAEMON paboTbl U
obecreyeHMsa COXPaHHOCTU UMYLLECTBA.

Bce nepcoHanbHble AaHHble paboOTHUKA MOMAyYalT Yy Hero camoro. Ecnu
nepcoHanbHble AaHHble pPaboTHMKA BO3MOXHO MOMYUYUTb TOMBKO Y TPETbeW
CTOPOHbI, TO paboOTHUK [O/MKEeH ObITb yBeAOM/IEH 06 3TOM 3apaHee W OT HEro
[JO/MKHO ObITb MONYYEHO NMMCbMeEHHOe cornacue. Pabotogartesib 4O/MKEH COOOWMTD
paboOTHMKY O Lenax, MnpeanosiaraeMblX MCTOYHMKAX W Cnocobax nosyyveHus
nMepcoHanbHbIX [aHHbIX, & TaKXe 0 XapakTtepe mnogfexawmx nonyyYeHuto
nepcoHanbHbIX AaHHbIX W MOCMeACTBUAX OTKasa paboTHMKa faTb MUCbMEHHOe
corflacme Ha nx nosiyyeHwue.

He ponyckaetcsa nonydvyeHne w© 06paboTka MepcoHanbHbIX  AaHHbIX
paboTHMKA O ero MoMUTUYECKMX, PEIMTUO3HBIX U MHbIX YOEXAEHMAX U YaCTHOM
XKM3HU, a TakKXXe O ero YJieHCTBe B O0OLECTBEHHbIX O00bLEAVMHEHMUAX WM €ero
NPOMCOIO3HON [eATEeNIbHOCTM, 3a WCK/IKYEHWEM C/lyyaeB, MNpeayCMOTPEeHHbIX
3aKoHOAaTensCcTBOM P®,

Mpy NPUHATUM peLIEeHNn OTHOCUTENbHO paboTHWMKA HAa OCHOBAHUM €ero
MepCcoHanbHbIX AaHHbIX He AO0MYCKaeTCA WMCMO/b30BaHWe AaHHbIX, MONYYEeHHbIX



NUCKNIOUYNTENbHO B pe3ynbTate WX aBTOMATM3UMPOBAHHOW 06paboTkM  uam
3NEKTPOHHOI0 NOJyYeHNs.

B cnyyadx, HenocpeAcTBEHHO CBfA3aHHbIX C BOMpocamu TPYLOBbIX
OTHOLUEHWUI, B COOTBETCTBUMN CO CT. 24 KOHCTUTYUUN PD BO3MOXHbI MONYyYEHUE U
06paboTKa [aHHbIX O YaCTHOW XM3HW PabOTHUKA TONILKO C €ro MUCbMEHHOro
cornacus.

I11. dopmumnpoBaHmne N BegeHE NNYHbIX e

JInuHoe peno paboTHMKA (opmupyeTcs nocne M3faHMA MNpukasa 0 ero
npueme Ha pabory.

[MepBOHAYaNbHO B /IMYHOE fAen0 TPYnnupyroTCca AOKYMEHTbl, cogepxatiune
NnepcoHasnbHble AaHHble paboTHMKA, B NMOPsALKe, OTpaxaroLwem npouecc npuema Ha
paboTy: 3asBfieHMe paboTHMKa O npueme Ha paboTy; pe3ynbTaT MeAULMHCKOro
ob6cnefoBaHMA Ha NpeaMeT ro4HOCTU K OCYLLECTB/IEHUIO TPYAOBbIX 0053aHHOCTEMN;
pacnucka paboTHMKA 006 O3HaKOMJIEHUM C [AOKYMEHTaMW  opraHusauum,
yCTaHaB/MBAKOLWMMN NOPALOK 06pabOTKM NMEpPCOHaNbHbIX AaHHbIX PabOTHMKOB, a
TakXe 0 ero npaesax M 0653aHHOCTAX B 3TOW 06nacTu; pacnmucka paboTHMKa 06
O3HAaKOM/IEHUN €ero C J/0Ka/ibHbIMW HOPMATMBHbIMW akTamMn opraHusauum,
[JONOMHEHWE K IMYHOMY [eNly; BHYTPEHHSAA OMNUCh.

Bce LJOKYMEHTbl IMYHOrO Aefnia NOALMBAKOTCA B 06M0XKKY.

K Kaxgomy nuyHomy pgeny npunaraetcs dortorpadgua paboTHuka (6e3
ronoBHoro y6bopa, pasmep 3 x 4 cMm). Ha 060poTHOM CTOPOHe hoTorpadum
YKa3blBatOTCA (pamuimns, UMs, 0T4eCTBO pabOTHMKA.

B Kaxgom pasfene NMYHOro fena BedeTcsd BHYTPEHHSA OMNUCb, Kypga
3aHOCATCA HaMMeHOBaHUA BCeX [AOKYMEHTOB, faTa WX BK/KOYeHUA B [eno,
KO/INYeCTBO /INCTOB, a TaKXKe Aarta U3bATUSA LOKYMeHTa U3 Aena C yKasaHuem mua,
N3bABLUEr0 [AOKYMEHT, M NPUUYMHbI U3bATUA. B cnyvyae BPeMEHHOr0 W3bATUA
NOKYMEHTa BMECTO Hero BK/afblBaeTcA NINCT-3aMeHUTeNb. N3bATUE [OKYMEHTOB
N3 NINYHOTO fefla MPOU3BOAMTCSA UCKIOUNTENIbHO C paspeLleHusa cneumanncrta no
KagpaM. BHYTpeHHAs onucb MOAMNWUCLIBAETCA /INLOM, €e COCTaBMBLUMM, C
yKa3zaHueM [aTbl COCTaB/IEHUS.

Bce [AOKymeHTbl, MocTynawwme B JWYHOE [efio, pacnofiaraloTcd B
XPOHO/MOrNYECKOM MopsALKe.

He ponyckaeTtca BK/IO4YaTb B /IMYHOE AE€N0 AOKYMEHTbl BTOPOCTEMEHHOrO
3HayeHns, umerowne BpemeHHble (4o 10 fieT) CpPOKM XpaHeHus, Hanpumep,
CNpaBKW C MeCTa XWUTeNbCTBA U T.M.

JINCTbl JOKYMEHTOB, NOALWMNTBLIX B IMYHOE [€/10, HYMepyHoTCS.

JInyHasa kapTouka opmbl N T-2 cocTaBnseTca crneymanmcToMm nNo Kagpam no
YHUPULMPOBAHHOW (POpMe, COAEPXUT B cebe CBefleHUS O MepCOHaNbHbIX AaHHbIX
paboTHMKA B MOJIHOM COOTBETCTBUM C NPeACTaBfIeHHbIMW AOKYMeHTamu. B cnyyae
O0OHOB/MIEHUA CTapad /MYHas KapToyka M3bIMaeTCA W3 pasgena NMYHOro fena
"AHKeTHO-Onorpamnyeckme 1 xapakrtepusyruime martepuansl”, npuobuiaetca K
"[oNONHUTENbHLIM MaTepuanam” W 3aMeHseTcs HOBOW. JlMyHasi KapTouka
NMoAMNMCbIBAETCA CreyuanncToM rno Kagpam.



B panbHeiwem NMYHOe €710 NOMOMHAETCS AOKYMEHTaMMW, BO3HUKAOLWUMY

B MpoLiecce TPY/A0BOI AedATeNIbHOCTM PabOTHUKA, K KOTOPbIM OTHOCSTCS:

- aTTecTalMOHHbIE NINCTHI;

- KOMWMN I0KYMEHTOB 06 YTBEPXAEHUW B AOMKHOCTY;

- ApYrve XapakTepusylliue W AO0NONHALWME MaTepuanbl, NepeyncreHHble B
pasgene | HacToswero MonoXxeHus.

JInuHoe [Jeno BeAeTCs Ha MNPOTSXKEHUW BCeil TPYJOBO AeATeNbHOCTU
PaboTHUKA. VI3MEHeHNsl, BHOCUMbIe B IMUYHOE [1E/10, AOMXKHbI 6bITb NMOATBEPXKAEHb
COOTBETCTBYHOLMMMN AOKYMEHTAMN.

CneuuanucT No Kagpam mnosyyaeT oT NPUHMMAEMOro Ha pa6oTy paboTHMKA
[NOKYMEHTbI, NPOBEPSET MOMHOTY UX 3aMO/IHEHUS W NPaBU/IbHOCTb YKa3blBaeMbIX
CBE/IEHUI B COOTBETCTBUM C NPEABLABNEHHBIMU AOKYMEHTAMMU.

IV. MNpaBa 1 06s13aHHOCTN paboTHUKA B 06/1aCTU 3aLlUUTbI
ero NepcoHasibHbIX AaHHbIX

PaboTHUK 065a3yeTcs npefocTaBNsaTb MepcoHanbHble AaHHble,
COOTBETCTBYHOLLME AECTBUTENLHOCTH.

PabOTHMK MMeeT npaso:
- Ha NOMHYK WH(OPMALUMIO O CBOMX MEPCOHaNbHbIX JaHHbIX U 06paboTKe 3TUX
AaHHbIX;
- Ha CBOOOAHbIA 6ecnnaTHbIA AOCTYN K CBOMM MePCOHaNbHbIM JaHHbIM, BKOYas
NpaBO Ha NOMy4YeHMe KOMuUin No6oi 3anucK, cogepiKalleil nepcoHanbHble JaHHble
paboTHMKA, 3a WCKOYEHUEM CMyyaeB, MPeAyCMOTPEHHbIX 3aKOHO4aTeNbCTBOM
PD;
- Ha onpefeneHnme CBOMX NpeacTaBUTeneil ANA 3aliMTbl CBOMX MEPCOHaNbHbIX
AAaHHbIX;
- Ha A0CTYNn K OTHOCAWMMCS K HEMY MeAWLWUHCKMM [aHHbIM C MOMOLLbIO
MEeANLMHCKOro cneunanncTa no CBOEMY BblOOpPY;
- Ha TpeboBaHMe 00 MCKAKYEHUN UAW UCNPABNEHUWN HEBEPHbIX WM HEMOJHbIX
MepcoHanbHbIX [aHHbIX, a TaKXe [JaHHbIX, 00PabOTaHHbIX C HapyLUEHUEM
Tpe6oBaHuii. [pu  oTKase paboTodaTens  WCKAKYUTbL  WAXM  WUCMPaBUTH
nepcoHasbHble JaHHble pab0THMKA OH UMEET NPaBo 3asBUTb B MUCbMEHHOW (opme
paboTofaTento 0 CBOEM HecornacuMmM C COOTBETCTBYHOLWLIMM 0H60CHOBaHMEM TaKoro
Hecornacus. [lepcoHanbHble AaHHble OLEHOYHOro Xapaktepa pPaboTHUMK uMeeT
npaBo AOMNO/IHUTL 3asiBNEHMEM, BbIpaXKatoLUMM ero COGCTBEHHY TOUKY 3pEHUS;
- Ha TpeboBaHMe 06 M3BeleHUM paboToaaTeneM BCeX MWL, KOTOPbIM paHee 6biau
COOOLLEHbI HEBEPHbIE U/ HEMOJ/IHbIE MEPCOHalNbHbIE AaHHble Pab0THUKA, 060 BCEX
NMPOM3BEAEHHbIX B HUX UCKTIOYEHUSX, NCMPABMEHNAX U LONOTHEHUSAX;
- Ha o6)anoBaHuwe B Cyf NOObIX HenpaBOMepHbIX AeNCTBUI wnnn 6e3nencTems
paboTogatens npu 06paboTKe W 3alMTe ero NepcoHanbHbIX AaHHbIX.

V. Y4eT, XxpaHeHne 1 nepefayva nepcoHanbHbIX JaHHbIX paboTHUKaA
JlnuHble fena, B KOTOPbIX XPaHATCA MepcoHabHble faHHble PaboTHUKOB,
ABNAKTCA JOKYMeHTamMn "[Nna BHYTPEHHEro nonb3oBaHnAa".



JInuHoe feno perncTpupyetcs, 0 YeM BHOCUTCH 3anucb B XXypHan y4eTa
NNYHBIX gen. XXypHan cogepXuT cnegyrowme rpasi:

- NOPALKOBbIA HOMEP JIMYHOTO feNa;
- (hamnnns, UM, 0THECTBO COTPYLAHUKE;
- flaTa NOCTaHOBKM fieNna Ha yJeT;
- laTa CHATUA fena c yyeTa.

NlnyHble pena pacronaratTcAa B NOPsiAKe COrfacHO MX Homepam finbo B
anaBMTHOM NOPAAKe.

[Mocne yBO/IbHEHUA pabOTHMKA B JIMYHOE [ie/10 BHOCATCA COOTBETCTBYHOLLME
OOKYMEHTbl (Konus npukasa 06 YBOJbHEHMM), COCTaB/AETCA OKOH4aTe/lbHas
OMuCb, Camo JINYHOE Aef10 0hopPMASETCA U NepefaeTca A1a XpaHeHus.

JInyHble fena pabOTHUKOB, YBOMIEHHbIX U3 OpraHunsaunmn, XpaHaTcs B apxmBe
opraHusayunn B angaBMTHOM MOPSAKE.

He ponyckaeTcs:

- coobuwaTb MepcoHanbHble AaHHble paboTHWMKA TPeTbel CTOpPOHe 6e3
MMUCbMEHHOrO cornacma paboTHMKA, 3a WCK/IOYEHMEM C/lyyaeB, Korga 3To
HeobX0AUMO B LeNsax npeaynpexaeHns yrposbl XXU3HU U 340p0BbI0 paboTHUKA, a
TakXe B Cy4vasX, yCTaHOB/IEHHbIX 3aKOHO4aTe/IbCTBOM P®;

- coobulaTb nepcoHanbHble AaHHble paboTHWMKA B KOMMepPYeCKUX Lensix 6e3 ero
MUCbMEHHOIO cornacus;

- 3anpawmBaTtb MHPOPMALUIO O COCTOAHMM 340POBbA PabOTHMKA, 38 UCK/TKOUYEHNEM
TeX CBeAEeHWW, KOTOpble OTHOCATCA K BOMPOCY O BO3MOXHOCTW BbINOJIHEHUS
paboTHNUKOM TPYAOBOA PYHKLUN.

JocTyn K nepcoHanbHbIM AaHHbIM pPaboTHMKOB paspeluaeTcsd TOJSIbKO
cneyuanbHO YNOMHOMOYEHHbIM iMLam, Mpy 3TOM YKaszaHHble LA JO/HKHbI UMEeTb
npaBo nony4vyatb TONbKO Te MepcoHanbHble [faHHble paboTHWKa, KOTopble
HeobXoAUMbI ANS BbIMONHEHNS KOHKPETHbLIX (PYHKLMWNA.

Mpyn nepepgaye MepcoHanbHbIX AaHHbIX pPaboTHUKA TPeTbMM fuLam
HeobXo4uMMO npegynpexpaate WX O TOM, YTO 3TWM faHHble MOryT ObITb
MCNOJMIb30BaHbl /INLWb B LeNax, A1 KOTOPbIX OHWM COOOLLeHbl, 1 TpeboBaTb OT 3TUX
NNL, NOATBEPXAEHMUA TOro, 4YTO 3TO MpaBuno cobngeHo. Jlnuya, nonyvarouwume
NMepcoHanbHble faHHble pPaboTHMKA, 06s3aHbl COOMOAATL PEXUM CEKPETHOCTU
(KOH(hmnaeHumanbHocTN).  WcknoyeHne coctaBnisgeT OOMEH MepCOHaNbHbIMU
[AaHHbIMW PabOTHMKOB B MOpPsALKe, YCTAHOBIEHHOM 3aKOHO4aTe/IbCTBOM P®.

Mepegaya nepcoHanbHbIX [aHHbIX paboTHWMKA B npejenax Of4HOM
opraHusaymMm OCyLecTBNAETCA B COOTBETCTBMM C NIOKa/NbHbIMU HOPMaTUBHbLIMU
aKTamun JaHHOW opraHusauuu.

Mepegaya MepcoHanbHbIX AaHHbIX paboTHUKA ero  npeAcTaBUTENsAM
ocylwiecTBnseTcd B NOPsiAKe, YCTAHOB/IEHHOM B  opraHu3auymn. O6bem
nepefaBaemMoin WMHGOpPMaUUM OrpaHUYMBAETCA TONbKO TeMU MNepPcoHanbHbIMU
AaHHbIMW paboTHMKA, KOTOpble HEO06XOAWMbl AN BbIMNOSHEHUS YKa3aHHbIMU
npeacTaBUTENSAMU UX PYHKLUNA.

I'Iorlpyra BuTanun MNopnucaHo undpoBON NOANUCHIO:
MNonpyra Butanwuin ViBaHoBUY
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