[TPUHATO 2
IIPOTOKOJI 3aCeJaHus iﬁunn I'BJIOY Ne29
obuiero cobpanus paGotaukos I'BJOY e orq&)%r Fpo3HLIH

Ne29 «Cxkazka» r.I'po3uslit ; _f é '. ~.—_.;$me/_', —3.b-X. [lagaeBa
ot 19 mions 2018 r. Ne 09 : \&ELk

INOJIOXKEHUE
00 00padoTKe NePCOHAILHBIX JAHHBIX pA0OTHHKOB
I'ocypapcTBeHHOr0 OHOIMKETHOIO JOMKOJIbHOI0
oOpa3oBaTe/ibHOTO yupe:kaenus «/derckuii cag Ne29
«Cxazka» r.I'po3Hbilii

1. OBIIHE IMOJOXEHUS

1.1. Hacrosiee IlonmoxeHue ycTaHaBiIMBaeT MOPSAOK MOIy4YeHHs, ydyeTa,
00pabOTKH, HAKOIJIEHHs M XpaHeHHs IOKYMEHTOB, CONEpXAILIUX CBEIeHHUs,
OTHECEHHBIE K TIePCOHAJBHBIM JaHHBIM paOOTHUKOB mpeanpusarus. Ilox
pabOTHHKaMM MOAPa3syMEBAIOTCs JIMIA, 3aKIIOYUBIIME TPYAOBOH [OrOBOp C
IPEIPUITHCM.

Llenp Hacrosmero ITonoxeHWst - 3alnMTa IMEPCOHANBHBIX JAHHBIX
pabOTHUKOB MPEANPUATHS OT HECaHKIMOHUPOBAHHOTO IOCTYIA M pa3riIallleHHs.
IlepconanbHble  naHHble Bcerja  SIBIASIOTCA  KOHMOMIEHUMATLHOH, CTPOro
OXpaHsAeMOH HHpopMaImei.

1.3. OcHoBaHueM st pa3paboTKH HacTosAwero IlonoeHHs SBISIOTCS
Koncruryuust P®, Tpynosoi komekc P®, npyrue neicTByromue HOPMATHBHO-
IIpaBoBbIe aKThl PD.

1.4. Hacrosmee [IlonoxeHne u W3MEHEHHsT K HEMY YTBEpKIAIOTCS
PYKOBOJHUTEJIEM MPEINPUATHS W BBOAATCS IPUKA30M [0 MpepUaThio. Bcee
pabOTHUKM TIPEANPHUATUS NODKHBI OBITh O3HAKOMJIEHBI IIOJ POCIIUCH C JaHHBIM
IonoxxenneM U U3MEHEHHSIMU K HEMY.

2. IOHSTHUE U COCTAB HEPCOHAJIBHBIX IAHHBIX

2.1. Ilox mepcoHanbHbIMU JaHHBIMU Pa0OTHUKOB TIOHUMAETCs MHPOPMALHS,
HeoOXoMMas paboTOaTeNIO B CBS3K C TPYAOBBIMU OTHOLIEHUSIMH U KaCAIOLIAsICS
KOHKPETHOTO pabOTHHMKA, a Takxke CBeleHHs O (akrax, CcoOBITHAX U
00CTOATENBCTBAX JKM3HM PabOTHUKA, MO3BOJSAIOIIME HIAEHTU(DHUIMPOBATH €ro
JTUYHOCTb.




[TPUHATO YTBEPXIARO

TPOTOKOJI 3aCe/laHust 3aBenyromui ['6OY Ne29

ob1rero cobpanust paboraukos I'6AIOY «Cka3ka» r.I'po3HbIit

Ne29 «Cka3ka» r.I'po3HbIN 3.b-X. [lamaeBa

ot 19 urons 2018 r. Ne 09 21.06.2018 r.
ITOJIOKEHUE

00 00paboTKe MepCcoOHA/IbHBIX JJAHHBIX PA0OTHUKOB
T'ocyapCTBeHHOTr0 0HKETHOr0 A0IIKO/IHHOT0
o0pa3oBarTe/IbHOT0 yupexxaeHus «Jlerckuii caj Ne29
«Cka3ska» r.I'po3nbii

1. OBIIME ITOJ/IOKEHUSA

1.1. Hacrosiee IlonoxeHuWe ycCTaHaB/IUBaeT TIOPSALOK II0JIyUYeHUs, yuera,
00paboTKM, HaKOIUIeHWUSI W XPaHeHHs [JOKYMEHTOB, COZiepyKalllux CBe/eHus,
OTHECEeHHble K T[epCOHAJbHBIM JIaHHBIM DPA0OTHUKOB TipeAnpustus. Ilof
pabOTHUKaMU TI0[pa3yMeBalOTCsl JIWllA, 3aK/IIOUMBILKE TPYZAOBOH [OTOBOP C
TIpeATIpUSITHUEM.

1.2. Hlenvy Hactosmero Ilo/sokeHUs1 - 3aljyMTa IEPCOHA/BHBIX [TaHHbBIX
pPabOTHUKOB TIPEATIPUATHS OT HeCAHKI[MOHWPOBAHHOTO /IOCTYIA M pa3IyallleHusl.
[lepcoHanbHbIe  JaHHble BCerga SB/ASIOTCS — KOH(UWEHLMaJIbHOM, CTPOro
OXpaHsieMou UH(OopMaLen.

1.3. OcHoBanueM [js pa3paboTku Hactosiero [TonokeHUsT SIBASIOTCS
Konctutynusi P®, TpygoBout komekc P®, npyrue aelcTByroljMe HOPMaTUBHO-
rpaBoBble akTbl PD.

1.4. Hacrosmee IlomokeHne U W3MeHeHUS K HeMY YTBepXKJaroTCs
PYKOBOJHWTEIeM TIPeAIIpUATHS U BBOAATCSA IIPUKa3oM MO0 npeanpusaturo. Bcee
pPabOTHUKK TIPeANPHUATHS JO/DKHBI OBITh O3HAKOMJIEHBI T10[ POCIIMCH C JIaHHBIM
[TonoykeHneM U USMEHEeHUsIMU K HeMY.

2. IOHATUE 1 COCTAB ITEPCOHAJIBHBIX JAHHBIX

2.1. Tlox mepcoHa/IbHBIMU JJaHHBIMU PaOOTHUKOB ITOHUMAaeTCsl HH(pOpMarys,
HeobxoMast paboTo/jaTesTt0 B CBSI3W C TPYAOBBIMU OTHOIIIEHUSIMUA M KacCarolasics
KOHKpeTHOro paboTHMKa, a Takxe CBefleHUs O (akTaX, COOBITUAX W
00CTOsITeNIbCTBAX >KU3HU pabOTHUWKa, T03BOJISIOIME WAEHTU(PULIMPOBATh €ro
JTMYHOCTb.

2.2. CocTaB TrepcoHanbHBIX JaHHBIX paOOTHUKA:



- aHKeTa;

- aBTOOMOrpadus;

- oOpa3oBaHue;

- CBe/IEHUSI O TPYAOBOM U O0II[eM CTaXxe;

- CBe/IeHUS O TIPe/IbIIYIIeM MecTe PaboThI;

- CBE/IEHUS O COCTaBe CEeMbH;

- TIaCTIOPTHbIE /IAHHBIE;

- CBe/IEHUSI O BOUHCKOM YYeTe;

- CBe/IeHUs1 0 3apabOTHOM TIaTe COTPYJHUKA;

- CBe/IeHUSI O COL[MA/IbHBIX JIbIOTaX;

- CTelaabHOCTh;

- 3aHUMaeMasl JI0JKHOCTb;

- pa3mep 3apabOTHOI M/1aThI;

- Ha/In4uKe CyIuMOCTeH;

- aZipec MecTa )KUTe/bCTBa;

- loMallHui TenedoH;

- cofiep>KaHre TPYZIOBOTO /I0TOBOPA;

- cofiep>KaHue JIeK/apalii, TIoZiaBaeMO B HaJIOTOBYHO UHCTIEKI[HIO;

- TIOZVTMHHWKY U KOTTUH TTPUKA30B T10 TMUHOMY COCTaBy;

- TNYHBIE /lefla U TPY/IOBbIe KHWKKH COTPY/IHUKOB;

- OCHOBaHMS K MPHKa3aM I10 INUHOMY COCTaBY;

- Jena, cojep)Kalllde Mmarepyasnbl T0 TIOBbILIEHUIO KBa/M(UKALUU U
TIeperioAirOTOBKe COTPYAHUKOB, UX aTTeCTal[uH, CTy>KeOHbIM pacc/ielOBaHUsIM;

- KOTIMY OTYeTOB, HATlpaBJisieMble B OpPraHbl CTaTUCTHKY;

- KOTIMU JOKYMeHTOB 00 00pa30oBaHUY;

- pe3y/nbTaTbl MeJUIMHCKOTO 00C/je0BaHMsI Ha TpeaMeT TOAHOCTH K
OCYIL[eCTB/IEHUIO TPY/IOBBIX 0053aHHOCTEM;

- oTorpadum U WHbIE CBeJjeHUs], OTHOCSIIMECS] K MepCOHATbHBIM JaHHBIM
pabOTHUKa;

- PEKOMEH/IALIMH, XapaKTePHUCTHKHY;

- TIPUHAZIEXXHOCTh JIMIIa K KOHKPETHOM Hal[UH, STHUUECKOU TPyTIre, pace;

- TIPUBBIYKU W YBJIEUEHUS, B TOM UHC/Ie BpeHbIe (a/KOTO/b, HADKOTHUKU U
AP-);

- ceMelHOe T0/I0)KeHUe, Ha/lnuyre JieTel, poiCTBeHHbIe CBSI3U;

- peNuMruos3Hble U MOMUTUUecKuWe yOexxaeHUs (TIPUHAIJIeKHOCTh K
penuruo3Hoi KoHdeccuu, UYJIeHCTBO B TOJMTUUECKOW TMapTUM, yuacThe B
o0ITIeCTBeHHBIX 00beIMHEHUSX, B T.U. B TTpodcoro3e, U fp.);

- (uHaHCOBOe TIONOXKEHWe (JOXOAbI, [OJTH, Bia/leHue HeIBUKUMBIM
WMYIIIeCTBOM, ZieHeXXKHbIe BKIaJbl U 1Ip.);



- leJIOBbIE Y MHbIE JIMUHbIEe KaueCTBa, KOTOPble HOCAT OLIEHOYHBIN XapaKTep;

- IpoYMe CBeZIeHNs, KOTOpPbIe MOTYT U eHTU(PUIMPOBaTh YesioBeKa.

W3 yka3zaHHOro crvcka paboTozaresib BrpaBe IOAyuyaTb U HCII0/Ib30BaTh
TOJILKO Te€ CBeJeHUs, KOTOPble XapaKTepU3yrT TpaKJaHWHA KaK CTOPOHY
TPYZA0BOIO I0rOBOpa.

2.3. [laHHble [OKyMeHTbl SIB/ISIFOTCS KOH(UeHIMalbHBIMU. Pexxum
KOH(UAEHIMaTbHOCTU  TIePCOHA/IbHBIX  JAaHHBIX  CHUMAeTcsi B C/Iyyasix
o0e3MurBaHys WM TI0 UCTeUeHWH ____ JIeT CPOKa XpaHeHWs, eC/i MHOoe He
orpeziesieHO 3aKOHOM.

3. OBA3AHHOCTU PABOTOJATE/IA

3.1. B uensx obecrieueHusi TpaB U CBOOOJ uenoBeKa W TpakKAaHHWHA
paboTozaresis U ero TpeACTaBUTENM TPU 00pabOTKe MepCOHaNbHBIX JaHHBIX
paboTHHKa 006s13aHbI COO/TIOAATE Ce/yolire 0bIire TpeboBaHMs:

3.1.1. OOpaboTka TepCcOHa/NbHBIX  JJaHHBIX  pabOTHUKA  MOXKET
OCYIIIeCTB/ISATCSI UCK/TFOUMTENILHO B 1ie/isiX obecrieueHusi cOO/O/IeHNsI 3aKOHOB U
WHBIX  HODMATHMBHBIX  TIPaBOBBIX  aKTOB, COAEUCTBUS  pabOTHMKaM B
TPYZIOyCTPOMCTBe, OOyUeHUH M TIPOJBIKEHUH TI0 C/Ty»KOe, obecrieueHHs JTAUHOU
Ge3omacHOCTY pPAaOOTHUKOB, KOHTPOJS KOJMYECTBA W KauyeCTBa BBITIOTHSIEMOU
paboThI ¥ 0becrieueHNsI COXPAHHOCTH UMYIIeCTBa.

3.1.2. Ilpu ompemeneHud o0beMa U COJep>KaHUS 0OpabaTbIBaeMbIX
TepCOHANbHBIX JAaHHbIX PAa0OTHUKa paboTojaTenb [0/DKEH DPYKOBOJCTBOBAaTbCS
Koncturynuen PO, TpynoseiM Kopekcom PP 1 uHbIMU (pesiepaibHbIMU 3aKOHAMU.

3.1.3. Bce mepcoHa/nbHble AaHHbIe pPa0OTHWKA CrIeAyeT TOoJydyaTb Y Hero
camoro. Ecm mepcoHanbHble aHHbIEe paOOTHUKA BO3MOXKHO TIOMYYUTh TOMBKO Y
TPeThel CTOPOHBI, TO pabOTHUK /I0/DKeH ObITh yBeJoMyieH 00 3TOM 3apaHee W OT
HEero [JO/DKHO OBITb TIONY4YeHO THMCbMeHHOe corniacue. Pabotojarens [J0/DKeH
CcoOOImMTh pabOTHUKY O Iie/saX, MpeArosaraeMblXx MCTOUHMKAX M Criocobax
TOJTlyueHus1 TIepCOHaNbHBIX [IaHHBIX, a TakKKe O XapakTepe TIOZyIeXKallux
TIOJTyUeHUI0 TIepCOHA/IBHBIX [IaHHBIX W TIOCTe[CTBUSIX OTKa3a pabOTHWKa [aTh
MTMChbMEeHHOe COoT/IacHe Ha UX TOoTy4YeHue.

3.1.4. PabGortomarenb He WMeeT TpaBa IoJayuaTb | 00OpabaThIBaTh
TepCcoHa/bHbIe /laHHble paOOTHWKA O €ro TOJUTUUeCKUX, PETMTHO3HBIX U WHBIX
yOexieHUssIX W YaCTHOW >XM3HU. B ciyyasix, HernocpeiCTBeHHO CBSI3aHHBIX C
BOTIPOCaMU TPYAOBBIX OTHOIIIEHHH, B COOTBETCTBUM €O CT. 24 KoHctutyuuu PO
paboTozaresib BIpaBe TM0/yuaTb W 0OpabaThIBaTh [JaHHbIE O UYACTHOM >KWU3HU
pabOTHHUKA TOJIBKO C €r0 MUCbMEHHOTO COT/IaCHsl.
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3.1.5. Paborojarenr He wWMeeT TipaBa ToOny4aTb U 0OpabaThiBaTh
repCcoHasbHble JlaHHble pabOTHMKA O €ero uieHCTBe B  OOIeCTBeHHBIX
00beJUHEHUSIX WM ero MpPOQCOI3HON [lesTebHOCTH, 3a WCK/IIOUeHHeM CIyvaeB,
NpelyCMOTPEHHBIX (pefiepabHbIM 3aKOHOM.

3.1.6. Tlpy TIpUHATHN pellleHWH, 3aTparvBaroIMX HHTEpechl PabOTHHKA,
paboTosaTesis He WMeeT T[paBa OCHOBBIBAaThCSI HA I1€PCOHABHBIX JAHHBIX
pabOTHMKA, MOTyYeHHbIX UCK/IIOUUTETLHO B pe3y/bTaTe UX aBTOMAaTHU3MPOBAaHHOM
00pabOoTKM WK 37IEKTPOHHOTO TIO/TyUeHHsI.

3.1.7. 3amumra TmepcoHaNbHbIX JaHHBIX paOOTHWKA OT HelpaBOMEpPHOr0 HX
WCTIO/Tb30BaHMS WK YTPaThI I0/KHA ObITh 00ecrieueHa paboTofiaTesieM 3a CUeT ero
CPe/CTB B MOPSsi/IKe, YCTAHOBIEHHOM (pe/iepajibHbIM 3aKOHOM.

3.1.8. PaboTHUKY U WX TIpPeJCTaBUTeIN [JO/DKHBI ObITb O3HAKOMJIEHBI IO/
POCITUCh C JOKYMEeHTaMU TIPeATPUsTHS, YCTaHaB/IMBAIOIIMMU TOPsIZIOK 00paboTKu
TepCOHABHBIX JAHHBIX PAaOOTHUKOB, a Takke 00 WX IpaBax W 0O0s3aHHOCTSAX B
3TOM 06s1acTh.

3.1.9. PaboTHUKM He AOJKHBI OTKa3bIBaThCsl OT CBOUX MpaB Ha COXpaHeHUe
Y 3alUTy TaWHBbI.

4. ObA3AHHOCTHU PABOTHHUKA

PaboTHuK 00s13aH:

4.1. TlepemaBatb paboTomaTen 0 WM €r0 IIPeICTABUTENI0 KOMILIEKC
[IOCTOBEPHBIX JOKYMEHTHUPOBAaHHbBIX MMePCOHAJ/IbHBIX JAHHBIX, [epeueHb KOTOPbIX
ycTaHoB/IeH TpysoBbIM KozeKcoM PD.

4.2. CBOEBpeMEHHO B pa3yMHbIM CpPOK, He TMpEeBBIMIAKIMNA 5 [IHeu,
coo01jaTh paboTozarento 00 U3MeHeHUH CBOMX T1ePCOHA/IbHBIX JaHHBIX.

5. IPABA PABOTHHKA

PaboTHUK “MeeT MpaBo:

5.1. Ha monHyt0 nH(OpMAIHIO0 0 CBOMX ITepCOHATBHBIX TJaHHBIX U 00paboTKe
9TUX JaHHBIX.

5.2. Ha cBoOO/HBIN OecriaTHBIN AOCTYM K CBOMM TepCOHA/IbHBIM JIaHHBIM,
BKJIIOUAsl TIPaBO Ha TIOTyueHHe KOTTH I000# 3armicH, cofieprkaiieli TiepcoHaibHbIe
JlaHHble  COTPYJHMKA, 3a  MCK/IHUeHHWeM  C/yyaeB, MpeayCMOTPeHHbIX
3aKOHO/IaTe/IbCTBOM P®.

5.3. Ha pgoctynm K MeAULMHCKWM [aHHbIM C [OMOLbIO MeAULIMHCKOIrO
CrieIfiaMcTa 1o CBoeMy BhIOODY.



5.4. TpeboBaTh WCK/IIOUEHUS WIA WCTIPAB/I€HUS HEBEPHBIX WM HEITO/IHBIX
TepPCOHA/bHBIX [JIJaHHBIX, a TaKXKe [JaHHBIX, 00pabOTaHHBIX C HapyIIeHUEM
TpebOBaHUi, OMpe/e/leHHbIX TPY/IOBBIM  3aKOHOJATe/NbCTBOM. [Ipu  oOTKa3ze
paboToziaTesisi UCK/TIIOUUTh WM UCTIPABUTH TepCOHa/bHbIe JJaHHbIe COTPYJHUKA OH
vMeeT TPaBo 3asBUTh B MTMCbMeHHOW (opme paboToziaTesito 0 CBOeM HeCOIIaCuu C
COOTBETCTBYIOIIIMM O0OOCHOBaHMEM TaKOro Hecorsiacus. [lepcoHanbHbie AaHHBIE
OLIEHOYHOrO XapakTepa COTPYAHUK HMeeT TMpaBO [OMOJHUThL 3asiBJIeHUEM,
BBIP@KAIOIIUM ero COOCTBEHHYIO TOUKY 3peHMUs.

5.5. TpebGoBath u3BellieHUs paboToJaTresieM BCeX JIUll, KOTOPbIM paHee ObLIU
Coo0011[eHbl HeBepHbIe WM HeIoJIHble TepCOHabHbIE [JaHHbIe COTPYAHHKA, 000
BCeX MPOU3BEIEHHBIX B HUX UCK/THOUEHUSIX, UCTIPABI€HUSIX UIH JOMOJTHEHUSIX.

5.6. O6GkasoBatTh B Cyf JitoOble HelpaBOMepHbIe eHCTBHUS WM Oe3/elicTBHe
pabotozaTesisi Tpy 06pabOTKe M 3alllTe ero MepCoHaIbHBIX JaHHBIX.

5.7. OnpegensiTb CBOUX TIpeACTaBUTe/IeN [Jisl 3allUThl CBOMX MePCOHATbHBIX
JTaHHBIX.

6. CbOP, ObPABOTKA 11 XPAHEHHWE IIEPCOHAJIbHbBIX
JAHHbIX

6.1. OOpaboTka TiepCOHa/IbHBIX MAAaHHLIX PAOOTHHWKA - 3TO TIOAyueHHe,
XpaHeHWe, KOMOWHUpOBaHUe, Tiepeladya WM Jr000e Apyroe HCIO/Ib30BaHUE
TIepCOHATbHBIX JJaHHBIX paOOTHHUKA.

6.2. Bce mepcoHanbHBIE /IaHHBIE pabOTHHWKA CJielyeT TI0/ydaThb y HeEro
camoro. Ecnu mepcoHa/bHbIe JJaHHBIE paOOTHUKA BO3MOYKHO TIOJYUHUTH TOJIBKO Y
TpeTbell CTOPOHBI, TO PabOTHHK JIO/DKEH OBITh yBeIOMI/IEH 00 3TOM 3apaHee U OT
HETO0 JJOJDKHO OBITh TIOJTyUeHO TTHChbMEHHOe COT/iacue.

6.3. PaboTogaresb Jo/HKeH COOOIIUTL paOOTHHUKY O LIeJIsIX, MPe/rio/araeMbIxX
HCTOUHHMKAX U Criocobax MmoyyueHusl epcoHalbHbIX JaHHBIX, a TAKXKE O XapaKTepe
TIOZIJIEXKAIINX TIOJTYYEHHIO TI€PCOHA/IBHBIX JIaHHBIX M TOC/TEACTBUAX OTKasa
paboTHMKA JaTh MMCbMEHHOe COT/IacKe Ha UX TIoy4ueHue.

6.4. PaboTHUK TIpe/icTaB/IsIeT pabOTOATeMI0 JOCTOBEPHbIE CBeJeHHs 0 cebe.
PaboTtomarenb ~ TIpoBepsieT  ZIOCTOBEPHOCTb  CBeJeHWM, CBepsisi  JaHHbIe,
TIpe/iCTaB/leHHble pAa0OTHUKOM, C WMEHIUMUCS y pPabOTHHKA [JOKYMEHTaMHU.
ITpencrapieHye pabOTHUKOM TIOAJIOMKHBIX AOKYMEHTOB WM JIOKHBIX CBeJeHHM
TIPU TIOCTYTUTEHHWH Ha paboTy SIB/ISIeTCS OCHOBAHUEM JIJISi paCTOP>KeHUST TPYZOBOTO
JIOTOBODA.

6.5. Ilpu mnocTymyieHud Ha paboTy pabOTHUK 3arojiHsSeT aHKeTy W
aBTOOHOTpaduio.
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6.5.1. AHKeTa mpe/cTaB/isieT co00l TepeueHb BOMPOCOB O TIePCOHAbHBIX
JAHHBIX pPaOOTHUKA.

6.5.2. AHKeTa 3aro/iHsieTcsi pabOTHUKOM caMOCTOsITe/IbHO. [1py 3anonHeHun
aHKeTbl pPa0OTHHK [JOJ/DKEH 3aroJiHATh BCe ee rpadbl, HA BCe BOIPOCHI /1aBaTh
TOJIHbIe OTBEThbI, He [OIyCKaTb HWCIIPaB/JIeHUWM WIW 3auepKUBaHWMK, IPOUYEPKOB,
IIOMapoK B CTPOrOM COOTBETCTBHMM C 3allMCAMM, KOTODbIe COZJEep)KaTrcsi B ero
JIMYHBIX JOKyMEeHTaXx.

6.5.3. ABrtobuorpadusi - [JAOKyMeHT, COJep’Kallluii oIMcaHhe B
XPOHOJIOTUYECKOW  TIOC/Te[0BATe/IbHOCTM  OCHOBHBIX ~— 3TaliOB  JKU3HU U
JiesiTe/TbHOCTH MPUHUMaeMoro paboTHHKa.

6.5.4. ABrobuorpadus cocTaB/sieTcsi B IPOU3BO/bHOM (hopme, H6e3 TToMapok
Yl MICTIPaBJIeHUU.

6.5.5. AHKeTa U aBTOOMOrpadvss pabOTHUKA JO/DKHBI XPAHUTLCS B JIMUHOM
Jene paboTHWKa. B MuHOM flesie  Tak)Ke XpaHATCS WHBbIE  JOKYMEHThI
MepCOHaNbHOTO yueTa, OTHOCSIIMeCs K TIepCOHa/IbHBIM JJaHHbIM pabOTHUKA.

6.5.6. JIuuHoe neno paboTHWKa odopmiiseTcs TOCae W3/aHUs TIpUKasza o
ripyeme Ha pabory.

6.5.7. Bce MOKyMeHTBI JIMUHOTO Je/ia TOAIINBaIOTCSI B 000Ky oOpasiia,
yCTaHOBJIEHHOT'O Ha TpeAnpusitiy. Ha Heli yKa3bIBatOTCsl (PaMUIIvs, UMsi, OTYECTBO
paboTHMKA, HOMep JINYHOTO Jiefa.

6.5.8. K kakjoMy JIMUHOMY [le/Ty TIpUIaratoTcsl /iBe 1[BeTHbIe (hoTorpaduu
paboTHHKA pa3Mepom

6.5.9. Bce [OKyMeHTHI, IOCTyIarolye B JIMYHOe [esi0, pacriojararorcs B
XPOHOJIOTUYECKOM TopsifKe. JIMCTBI [JOKYMEHTOB, MOZAIMTBIX B JIAYHOE [erlo,
HYMEpPYIOTCS.

6.5.10. JInuHoe Jeno BefieTCsl Ha MPOTSUKeHUU BCeW TPYJ0BOM JesiTe/IbHOCTU
paboTHuKa. VI3MeHeHHsl, BHOCUMbIe B JIMUHOE [e710, AO/KHBI ObITh TIOATBEPXK/IeHbI
COOTBETCTBYIOLMMHU JOKYMEHTaMHU.

7. HIEPEJAYA IIEPCOHAJIBHbBIX JAHHBIX

7.1. Tlpu mepenaue Ie€pPCOHANBHBIX [JAaHHBIX pabOOTHHKAa paboTomaTeb
Jo/DKeH cobmoaaTh cienyoliye TpeboBaHus:

- He Coo0O0IaTh TepcoHa/bHbIe JaHHbIE PaOOTHMKA TPeThbel CTopoHe 6e3
MMMCBMEHHOTO COrylacksi pabOTHMKA, 3a MCK/IOUEHWEeM CJyyaeB, KOIZa 3TO
HE0OX0UMO B LIe/IsIX TIPeAyIIPeXXAeHHsT YIPOo3bl )KU3HU U 3[J0POBbI0 pabOTHUKA, a
TaK)Xe B C/IydasiX, yCTaHOBJEHHbIX (e/lepabHbIM 3aKOHOM;

- He coo0IjaTh MepcoHa/lbHbIe JaHHbIe PAOOTHMKA B KOMMEPUECKHUX L[e/IsIX
0e3 ero MMCHLMEHHOI'0 COITIaCHs;
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- TIpeyNpeanTh JIKI], TTO/yYaloIliX MepCoHabHbIe JaHHbIe PabOTHHKA, O
TOM, UTO 3TH JAHHbIE MOTYT OBITh UCITI0/Tb30BaHbI JIUIIIb B 1Ie/ISX, /I KOTOPBIX OHH
coobi1ieHbl, U TpeboBaTh OT 3TUX JMI] TOATBEPXKAEHUS] TOTO, UTO 3TO IIPaBU/IO
cobnrofieHo. JIuiia, mosiydarollje TepcoHasbHble JaHHble pabOTHWKA, O00si3aHBI
coOsrofiaTh KOHGUEHIIMATbHOCTb. JJaHHOe T0/I0)KeHre He pacrpOCTpaHseTcs Ha
oOMeH TMepCOHaJbHBIMU JaHHBIMA pPAa0OTHUKOB B TMOpSi/IKe, YCTaHOBJIEHHOM
beepanbHBIMY 3aKOHAMU;

- paspelliaTh [JOCTYNl K TI€PCOHA/bHBIM [AHHBIM PabOTHUKOB TOJIBLKO
CrieljuajbHO YII0JIHOMOYEHHBIM JIML{aM, TIPY 3TOM yKa3aHHbIe JIULja JO/DKHbBI UMeThb
MpaBO TIOyuYaThb TOJNBLKO Te TIepCOHa/bHbIEe [aHHble pabOTHWKa, KOTOpbIe
HeoOXOZMMBI /1J1s1 BBITIO/THEHUSI KOHKPETHBIX (hYHKITHI;

- He 3ampaliMBaTb WHPOPMAIIMIO O COCTOSHUU 3[0POBbs pabOTHWKA, 3a
WCK/TIFOUeHUEeM TeX CBe[eHUM, KOTOpble OTHOCSITCSI K BOIPOCY O BO3MOXXHOCTH
BBITIOJTHEHUSI paOOTHUKOM TPYI0BOUM (PyHKIINM;

- Tiepe/laBaTh TI€PCOHA/IbHbIE JlaHHble pabOTHUWKa TMpeJCTaBUTEeNSIM
pabOTHUKOB B TIOpsAJKe, YCTaHOBJAeHHOM TpymoBbIM KomekcoM Pd, wu
OrpaHWYMBaTh 3Ty MH(POPMALMIO TOJBKO TeMH TepPCOHA/IbHBIMU JAHHBIMU
pabOTHMKA,  KOTOpble  HeoOXOAWMBbI  [jid  BBIMOJHEHHST  YKa3aHHBIMHU
Tipe/ICTaBUTEISIMU UX (DYHKLMH.

8. JOCTYII K IITIEPCOHAJIBHBIM JAHHBIM COTPY/JTHUKA

8.1. BHyTpeHHMM AOCTYI (JOCTYN BHYTPU MPEANPUSTHS).

[IpaBo focCTyna K mepCcoOHaIbHBIM JaHHBIM COTPYJHUKA UMEIOT:

- PYKOBOJHWTE/Tb TIPEJIIPUATHS;

- PYKOBOZHWTE/Ib OT/esa Ka/IpoB;

- PDYKOBOAWTE/NM CTPYKTYPHBIX TIO[pasfie/iIeHWid 10  HarpaB/IeHUI0
JesiITe/IbHOCTH  (JOCTYN K JIMYHBIM J@HHBIM TOMBKO pPabOTHUKOB CBOEro
ro/ipas/iesieHts) M0 COIVIaCOBaHUIO C PYKOBOJWTEEM MPeTIPUSITHS;

- TIpY TIlepeBo/le U3 OAHOr0 CTPYKTYPHOTrO MOApa3ieneHus B Ipyroe JOCTYI K
MepPCOHA/IbHBIM  [IaHHBIM COTPY[JHMKA MOXeT WMeTb pYKOBOAUTE/b HOBOTO
ro/ipas/iesieHys 0 COTVIaCOBAaHUIO C PYKOBOJAUTE/IeM TIPeITIPUSITHSI;

- COTPYAHUWKHU OyxranTepuy - K TeM JAHHBIM, KOTOpble HeoOXOAWMBI IS
BBITIOJIHEHWSI KOHKPETHBIX (DyHKLIWI;

- camM pabOTHUK, HOCUTE/b JAHHBIX.

8.2. BHemHMi1 fOCTy™.

[lepcoHanbHblEe [aHHble BHE OpraHM3alMd MOTYT T[IPe/CTaBAATHCS B
rOCyZlapCTBeHHbIe U HErOCyZlapCTBeHHbIe (DYyHKLIMOHAIbHbIE CTPYKTYPHI:

- HaJIOTOBbIe UHCIEKL[1Y;



- IPAaBOOXPAaHUTE/IbHbIE OPraHbl;

- OpraHbl CTaTUCTHKWY;

- CTpaxoOBble areHTCTBa;

- BOEHKOMATHhI;

- OpraHbl COLIMAIBHOTO CTPAaXOBaHUS;

- IeHCUOHHBIe (hOH/BI;

- IOApa3ziesieHns MyHULIUMNAIbHBIX OPTaHOB YIIPaB/IeHUS.

8.3. [Ipyrue opraHusanjuu.

CBefeHnss o paboTHUKe (B TOM UHC/ie YBOJEHHOM) MOTYT OBITb
TIpeJOCTAB/IeHBI IPYTOM OpraHM3alliy TOJBKO C TTMCHhMEHHOTO 3arpoca Ha O/aHKe
OpraHu3aluy C TIPUIOYKeHNeM KOTIUY 3asiB/ieHusT pab0THHKA.

8.4. PoICTBEHHUKMU U UjieHbl CeMeH.

[TepcoHanbHble  [JaHHble pAOOTHMKA MOTYT OBITb  TIPeOCTAB/IEHBI
POJCTBEHHUKAM WJ/IM YJleHaM ero CeMbU TOJIbKO C MHMCbMEHHOrO pas3pelleHust
caMoro paboTHUKa.

9. SAIIIUTA ITEPCOHAJIBHBIX JAHHbIX PABOTHUKOB

9.1. B memsax obecrieueHuss COXPAaHHOCTU W KOH(HAEHIIMA/TLHOCTH
MepCOHAaNbHbIX ~ JaHHBIX paOOTHWUKOB OpraHW3al[id BCe OMepalyud  Ti0
odbopmieHnto, GOPMHPOBAHUIO, BeJeHWI0 M XPaHeHWI0 JaHHOW HWHQopMaluu
JO/DKHBI BBITIOJIHATHCS TOJTBKO PabOTHHWKAMU OT/esia KaJpOoB, OCYIIeCTB/ISIOUAMHI
JaHHYI0 paboTy B COOTBETCTBUM CO CBOMMH CIYyKeOHBIMM 0O0sSI3aHHOCTSIMU,
3a(pMKCUPOBAHHBIMU B UX JTO/DKHOCTHBIX UHCTPYKIUSIX.

9.2. OTBeThl Ha MUCbMEHHbIE 3aMPOCHI IPYTUX OpPraHU3alui U YUYpeXJeHuM
B Mpefiejlax WX KOMIIETEHLIMM W TMPeJOCTaB/JeHHbIX TOJTHOMOYMN [al0TCs B
nMcbMeHHOU (hopme Ha G/1aHKe TIpeAINpUsATHS U B TOM 00beMe, KOTOPbIi TT03BOJIsIeT
He pasr/ailaTth W3IUIIHUN 00beM IepCOHaNbHBIX CBeleHWM 0 pabOTHHMKax
TIpeANPUSTHS.

9.3. Ilepegaua wHbopMaluM, cojep)kalllell CBeJeHHs O IepCOHATbHbIX
JaHHBIX paOOTHUKOB OpraHu3aluy, 1o TenedoHy, dakcy, 3/1eKTPOHHOM rouTe 6e3
MTMCHbMEHHOTO COoTyIacksi pabOTHHMKA 3arpelaeTcs..

9.4. JluuHble fOena U [JOKYMEHTHI, cCofep)kalue TepCOHabHble [IaHHBIE
pabOTHHMKOB, XpaHATCS B 3amuparoluxcs Ikadax (cetidax), obecrieunBarommx
3alIUTy OT HeCaHKL[MOHMPOBAHHOTO AOCTYIIA.

9.5. TlepcoHanbHBIE KOMIBIOTEPHI, B KOTOPBIX COZEP>KATCS MepCOHaTbHbIe
JaHHbBIE, TOJDKHBI OBITh 3aIIUILEHBI TAPOJISIMH JOCTYTIA.



10. OTBETCTBEHHOCTD 3A PA3ITIAINIEHUE NHO®OPMAIINN,
CBA3AHHOMU C ITEPCOHAJIbHBIMU JAHHBIMIU PABOTHUKA

10.1. JIuua, BUHOBHBIE B HapyLIeHUM HOPM, Peryjaupyrolux IOy4YyeHue,
00pabOTKy ¥  3alUTy  T[epCOHaNbHBIX  JaHHBIX  pabOTHHWKA,  HECYT
JVCLIUTUIMHAPHYH, aJMUHHACTPAaTUBHYIO, TPa’KJaHCKO-TIPABOBYI0 WA YTOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUM C (PefiepasibHbIMU 3aKOHAMU.
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