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Cornaconaro
Tpexcenateas K

MAJIOY lercrani cax Ne 69
ABpncéon AA.
OIOKEHMN)

06 0BpaGoTKe TepeoATLLIN aNHEI PAGOTIIKOB MyNHIHIAIEHOTO aBTONONMHOTD
oBpasonateasnoro yupexens «lerexui cax Ne 69 OKTHGPLCKOTO Paiiona ropoiekoro oKpyFa
Topo Yépa Pectyfamsn Bamkoprocran

L OBUIE NONOKEHHS

Tepeonanpinie faiiise paGOTILIK — 7m0 MHPOPNALIS, HeOTOMANA PACOTONITEO 1
BRS¢ TPYAORIIH OTHOLICHIEH H KACHOUAC KONKPETHOT PSOTHHKG.

Tlepeoruuibie A2l PABOTHIKS COTPXTCH i OCHOBHOM JOKYNCHTE IIEPCONATLIOTD.
yetera paoriitkon — oM A¢e pabOTHIKA.

Jlieo€ 716710 COGTOMT M3 CICAYIOIIIX PASAEOB:

AMKCTHO-GHOFAIIIGCKHE 1 XSPAKTCPH3YIONIAE NATEPHATH, K KOTOPHIN OTHOGHTES:

-Anrera:

-AsroSuorpapis:

“Koni A0kyeiITaR 06 00paOBI;

_PeyNTATHY MCUAICKOT OBCICIORMNA 4 IDENET FOTHOCTH K OCYILECTRICIIN
TpytoBbIx oOMOCTER;

~Crtpanka 00 oTeyTCTBIH (HaTHAH) CYTINOCTIE

~Komus npika o npuewe 1 pasory:

“Tpyaouoft aoronop;

~JIOKYNGHTH, CBSANNHE ¢ IISPEROION i TiEpeNeueHHeN PAGOTHIIKA (KO TpiKa108,
AOnOMTEbE COrTACI);

“Buanickit (Komn) H JOKYNCHTOB O MHCHOSHINN TIOYeTILX 3nasini, yienol crerg
HATPICICHIN [0CYARPETBINEN SHAKINH;
KoM HarpaIX MHETON;
ATTecrannOI HCTH
Kol RpIKason o H0OUPCHIERX, BILCKANIR;
~XapaKTEPUCTHIH 1 PEXOMENTATETBHIE THICEA:
asmiesine paGOTHMKG 06 YBOTLHEHI;

“Komss npiksa o6 ynonsHem

lpyrie AOKYMeITH, HIXOWICHHE KOTODHX B AWNOM Acie Gyier mpiano
HenecooBpasav.

SLOMOITENEIIE NATEPHAIL, K KOTODHIN OTHOGKTES:

Pacnmcka  paGorhdka o OUAKOWICHIN ¢ OKYMENTAMA  OpraNIAUNL,
JCTAHAINBAIOULANI TIOpA 0K OSPABTRI HEPCOHATHNHIX AU
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PpabOTHHUKOB, a TaK Xe O ero MpaBax 1 00A3aHHOCTSX B 3TOM 0bnacTy;

- XapaKTEPHCTUKH C MPEXKHEro MecTa paboThl;

- IOMOJIHEHHE K IMYHOMY JIeNy;

- Jipyrue AOKYMEHTbI, HaXOXJEeHHe KOTOPBIX B JIMYHOM Jene OyAeT MpU3HaHO
1LiesIecoo0pasHpIM. B 4HOE 1eno paboTHHKA BKIIFOYAETCS TAKXKE OMUCH BCEX
JIOKyMEHTOB, HaXOAAIIMXCA B JETIe. :

I1. TIOJIYYEHME IMTEPCOHAJIbHBIX TAHHBIX PABOTHUKA

IMonyueHue, XpaHeHHe, KOMOMHMpOBaHHe, INepejaya HIH J000E APYroe
UCTIONB30BaHHE IEPCOHATBHBIX JAHHBIX pPabOTHHKA MOXET OCYIIECTBISETCS
UCKIIFOUMTENIBHO B LENSX oOecredeHus COOIIONEHHs 3aKOHOB U MHBIX HOPMAaTHBHBIX
NPaBOBBIX AaKTOB, CONEHCTBUS pabOTHHKaM B TPYHOYCTPOWCTBE, OOY4YEeHHH W
MPOABIKEHHU 110 CiIyx0e, obecrieueHnst THIHON 6e30macHOCTH pabOTHUKOB, KOHTPOJIS
W KayecTBa BBINOJHIEMOH paboThl M ObecredyeHHss COXPAaHHOCTH MMyIecTBa. Bce
HepCcoHaNbHble TaHHbIE PaOOTHHKA MONYYaloTCs y Hero camoro. Eciu mepcoHanbHbie
JlaHHble PabOTHHKA BO3MOXHO IOJYYHTb TOJNBKO Y TPEThel CTOPOHBI, TO paGOTHHK
JIOJKeH OBITH yBeJOMJIEH 00 3TOM 3apaHee, M OT HEro HOJDKHO OBITh MOJydYeHO
MMCbMEHHOe cornache. PaboTomarens [OMKeH cOOOIIMTH pPabOTHHKY O UENsX,
[peANonaraeMbplX UCTOYHUKAX M CIOCO0aX MONyYeHHs MEPCOHATBHBIX JaHHBIX, 4 TaK
ke O XapakTepe MOUIeKAIIUX IMONYYEHHIO NMEePCOHANBHBIX IaHHBIX U MOCIENCTBUIX
oTKa3a pabOTHHKA JaTh IIHCEMEHHOE COTJIacHe Ha MX IOJIy4eHHe.

He nomyckaercst noiyueHue u o6paboTka MepcOHANBHBIX AAHHBIX PaGOTHHKA O
€ro MOJIMTUYECKHX, PETMTHO3HBIX U HHBIX YOSXKICHHUAX M YaCTHOM XKU3HH, a TaK XKeE O
€ro WICHCTBEe B OOLIECTBEHHBIX OOBEAMHEHHUSX WM €ro MPO(COIO3HOM NesITeNbHOCTH,
32 HCKJIIOYEHHEM CIydaeB, IPeyCMOTPEHHbIX 3aKOHOAATeNbCTBOM PO,

Ilpy nNpUHATHM pelIeHHH OTHOCHTENBHO pa0OTHHKA HA OCHOBaHMH €ro
NEPCOHANbHBIX JAHHBIX HE JOIYCKAeTCs HCIONb30BaHWE NaHHBIX, MOJYYEHHBIX
HCKJIIOYHTENBHO B Pe3yJIbTaTe HX aBTOMATH3HPOBAHHON 00paGOTKH HIIH 3JIEKTPOHHOTO
MOJNyYeHUs.

B ciyudasix, HEMOCPEACTBEHHO CBSI3aHHBIX C BOIPOCAMH TPYJOBBIX OTHOLIEHUH, B
cooTBeTCTBHH c0 cT.24 Koncturynuu P® Bo3MoxkHO monydeHue 1 06paboTKa AaHHBIX
0 YaCTHOM JKHU3HH PabOTHUKA TOJIBKO C €ro MUCHMEHHOTO COTJIACHSI.

III. ©OPMHNPOBAHUME 1 BEJEHUE JIMUHBIX JEJI

Jlnanoe neno paboTHMKA (HOPMHpPYETCS MOCIIe H3/IaHuUs [IPUKa3a O ero MpheMe Ha
paboty. IlepBoHayanbHO B JIMYHOE JENO IPYHIHPYIOTCS AOKYMEHTHI, COIEpXKallde
NepCOHANBHBIE JaHHble PabOTHMKA, B IOPSAMKE, OTPAXAIOIieM MpOLECC NpHeMa Ha
paboTy: 3asBneHue pabOTHHKAa O MNpHeMe Ha paboOTy, aHKeTa, aBTOGHOrpadus,
XapaKTepUCTHKA-PEKOMEHIALUS, PE3yNbTAaT MEAULIMHCKOTO OGCIEI0BAHUS Ha TIPEAMET
FOJIHOCTH K OCYLIECTBIECHHIO TPYNOBBIX O0A3aHHOCTEH, KOMHS IpPHKa3a O MpHEME Ha
pabory, pacnmcka paGoTHHKa 00 O3HAKOMIEHMH C [NOKYMEHTAMH OpTaHM3allHH,
YCTaHABIIMBAIOLIMMHU MOPANOK 0OPaGOTKH I€PCOHANBHBIX JaHHBIX PaGOTHHKOB, a TaK
e 00 ero mpaBax M 00S3aHHOCTSX B 3TOH 00J1acTH, pacnucka 06 03HaKOMIEHHH €ro ¢
JIOKaJIbHBIMH HOPMAaTHBHBIMM aKTaMH OPraHHU3allM{, Paclucka o6 O3HAKOMIJIEHHH C
NpaBUIaMH  BHYTPEHHEro TPYJOBOrO pPAacIOpsAKa OpraHM3alMH, JAOTONHEHHEe K
JIMYHOMY Jiely, TPYHOBOH JOroBOp, JOTOBOPHI O MaTepHallbHONW OTBETCTBEHHOCTH,
BHYTPEHHSIS OIIHCh.
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Bce nmoxyMeHTHl mommmBalOTCS B OONOXKKY oOpasua, yCTAQHOBIEHHOrO Ha
IpennpusTyn.

Ha 06moxke £OMKHBI GBITH aMUITHS, HMsI, OTYECTBO pabOTHHKA.

JInyHOMY Jieny TIpHCBaMBaeTCsi HOMep, KOTOPBIi GUKCHPYeTCs B XypHaie y4eTa
JIMYHBIX Jien. B kaxaoM pasjene NMYHOTO feia BeJETCs BHYTPEHHss OIKCh, Kyla
3aHOCSATCS HAUMEHOBAHHMS BCEX MOAIIMTBIX TOKYMEHTOB, JaTa UX BKIIOYEHHs B JENO, *
KOJIMYECTBO JINCTOB, a TaK e JaTa U3bATUS NOKYMEHTa W3 [ella C yKa3aHWeM JIHLa,
H3BSBLLIETO JOKYMEHT, U IPUYHHY U3BATHA. B ciydae BpeMEHHOro U3BATHS JOKyMEHTa
BMECTO HEro BKJIa/(bIBAeTCS JIUCT-3aMEHUTENb. M3bsATHE HOKYMEHTOB U3 JIMYHOTO Jena
[POU3BOMTCS HMCKIIOYHTENBHO C paspellieHHsl 3aBelylolledl JAEeTCKOro caja.
BHyTpeHHsIsI ONUCH MOJIMHCHIBASTCS JULOM, € COCTAaBISIOLINM, C yKa3aHHEM IaThl
cocTaBieHHs. Bce MOKYMEHTBl, TNOCTyNAlOIlMe B JIMYHOE [€N0o, BeAyTcs B
XPOHOJIOTHYECKOM Mopsifike. JIMCTBI JIOKyMEHTOB, NOAIUMTBIX B JIMYHOE JEJO,
HyMepyiotcs. JIMyHOe Jeno BeleTcs Ha NPOTSHKEHWH BCell TPYHOBOM NeATeNbHOCTH
paboTHuKa. VI3MeHeHHs, BHOCHMbIe B JIMYHOE MeJIO, AOJDKHBI OBITH MOATBEPXKACHBI
COOTBETCTBYIOLIUMH JJOKyMEHTaMH (HallpuMep, KOMHs CBUETEBCTBA O Opake).

PaGoTHHK, OTBETCTBEHHBIH 3a JOKYMEHTAL[HOHHOe oOOecHeyeHHe KaapoBOi
JIeATeNIbHOCTH, NMPUHHMAeT OT NPUHHMAaeMOro Ha paboTy paGOTHHKA HOKYMEHTHI,
[pOBepsieT IMOJHOTY HMX 3allOHeHWs] M IPaBHIBHOCTh YKa3bIBAEMBIX CBEIEHHH B
COOTBETCTBUH C MpPEIBSBICHHBIMH JOKyMEHTaMH, 3aTeéM 3aBepAT: IOJKHOCTb,
TIOATHKCB, iaTa BKIIOYEHHS B JIMYHOE JETI0.

IV.TIPABA U OBA3AHHOCTU PABOTHHKA B OBJIACTU 3AILLINTHI
EI'O INEPCOHAJIbHBIX JAHHBIX

PaGoTHHK 00s13yeTcsi IPEAOCTaBIATh IEPCOHANBHBIE JaHHbIE, COOTBETCTBYIOIIHE
nefcTBUTeNbHOCTH. PabOTHIK MMeeT IpaBo Ha:

- MOJHYI0O MH(GOPMAIIMIO O CBOMX IIEPCOHANBHBIX NAHHBIX U 0OpabOTKE 3THX

JIaHHBIX;

- cBOGOIHBIN OeCIUIaTHBINA JOCTYI K CBOMM IEPCOHAIBHBIM JaHHBIM, BKIIOYas
MpaBo Ha MOJIydeHHe KoMl o060l 3amucu, cojepauleil IepcoHanbHbIE
NaHHble pabOTHHMKA, 32 MCKIIOYEHHEM Clly4YaeB, IPedyCMOTPEHHBIX
3aKOHOATENBCTBOM P®D;

- OmpelelieHHe CBOMX [pPEACTaBHTENCH Ul 3allMThl CBOMX IEPCOHAIBHBIX
JIaHHBIX;

- HOCTYH K OTHOCSIMMCS K HEMYy MEIWLUMHCKAM JaHHBIM C [OMOIIBIO
MEUIMHCKOTO CIIeLHAIICTa 10 CBOEMY BBIGODY;

- TpeGoBaHKMEe 00 HCKIIOYEHHH WM WCIIPABICHHH HEBEPHBIX WIIM HEMOJHBIX
HepCOHAIbHBIX [JAaHHBIX, 8 TaK )K€ JaHHbBIX, oOpabOTaHHBIX C HapyLIEHHEM
TpeOOBaHHiA.

Ipu ortkase paGoTomarens HUCKIIOYHUTH HIHM HCIPAaBUTh NEPCOHAIBHBIE JAHHBIE
paboTHHKa OH HMMeeT NpaBo 3asBUTh B IIHCbMEHHOW (hopMme paboTOHATENO O CBOEM
HECOITIACHH € COOTBETCTBYIOLIMM OOOCHOBaHHEM Takoro Hecornacus. [lepcoHanbHble
JIaHHBIE OLIEHOYHOIo XapakTepa pabOTHHK MMeeT MpaBO [ONOJHUTH 3asBJIEHHEM,
BBIP@XXAIOLIMM €ro COOCTBEHHYIO TOYKY 3PEHHS:

- TpebGoBaHHe 00 M3BELIeHHU paboTonaTesleM BCeX JIML, KOTOpbIE paHee GbUIM

COoOOILEHbI HEBEPHBIE MIIM HETIOJIHBIE EPCOHAIbHbIE JaHHBIE PabOTHHKA, 060
BCEX NMPOM3BEJCHHBIX B HUX HCKIIIOUEHHSX, HCIPABIEHUAX UIIH JIOMONHEHUSX;
- objxanoBaHMe B CyJ JIOOBIX HENpPaBOMEPHBIX AeWCTBHIl WM Ge3neicTBHs
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pa60T011aTenx npu 06pa60TKe M 3alIUTE €ro NIEPCOHAIBHBIX JaHHBIX.

V. VYET, XPAHEHHME U INEPEJJAYA TTEPCOHAJIbHBIX JTAHHBIX
PABOTHHKA

JlnaHble fienma, B KOTOPBIX XPaHATCS IIEPCOHANBHBIE [aHHBIE PaGOTHHMKOB,
SIBJAIOTCS JOKyMeHTaMH «J[Jisi BHYTPEHHETO ITOJIb30BaHUs».

JlugHoe 1eno perucTpupyercs, O 4YeM BHOCUTCS 3amuch B «Kypuan ydera
JIMYHBIX ETI».

XKypHain comepXxuT ciexyromme rpadsl:

1. INopsiaxoBsIit HOMEp IMYHOTO Aena.

2. ®amunus, ©Ms, OTYECTBO COTPYAHHKA.

3. JlaTa MOCTaHOBKH JieJia Ha y4erT.

4. Jlata cHATHE C y4eTa.

B ornensHOM, NpefHa3sHAUYEHHOM UL 3TOTO MOMEILEHHH XPaHSATCS JUYHBIE Jena
PpaboOTHHKOB, pabOTAIOIINX B HACTOsIIEe BpeMs. [ 3TOr0 UCIOJb3yeTcs CENHUaNbHO
obopynoBaHHble IIKasl HIM CeH(Bl, KOTOpble 3amMpalOTCi W  OIEYaTHIBAIOTCS.
JInunele nena pacnonararoTcs B al)aBUTHOM IOPSIIKE.

Iocne yBonpHeHHsl pabOTHHKA B JIMYHOE €O BHOCATCS COOTBETCTBYIOLIHE
JIOKYMEHTBI (3afBJIEHHE O DPacTOpPXECHHWH TPYJOBOTO JOrOBOpA, KONMsS MpHUKasa o
PacTOP)KEHHHU TPYAOBOTO JOTOBOPA) COCTABISIETCS OKOHYATEbHAS ONMCh, CaMO JIHYHOE
Jeno ohopMIISeTcs ¥ nepejaeTcs JUIs XpaHeHHs B apXUB OpraHH3aLuH.

He nomyckaercsi:

1. Coobmare nepcoHanbHble JaHHble pabOTHHKa TpeTbell CTOpOHe 6e3
MMCBMEHHOT'O COrIacksi pabOTHHUKA, 33 HCKIIOYEHHEM CIIydYaeB, KOT/a 3TO HeoOX0auMO
B LEJISIX TIPEAYNPEX/IEHHs YTPO3bI XKU3HU U 3[0POBBIO PabOTHHUKA, a TaK JKe B CIydasx
YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM PO.

2. Coob1math nepcoHaNbHbIE JaHHBIE PaOOTHHKA B KOMMEPYECKHX LeNsX Ge3 ero
MHChMEHHOTO COTJIacHsl.

3. 3anpammBate HHQGOPMALKMIO O COCTOSIHMM 370pOBbS pabOTHHKa, 3a
HCKJIIOYEHHEM TeX CBEJCHHH, KOTOpble OTHOCATCA K BOIPOCY O BO3MOXKHOCTH
BBINOJIHEHUSI paOOTHHUKOM TPYIOBOM QYHKIUH.

Jloctym K TmepcoHanbHBIM JaHHBIM pa0OTHHUKOB pa3pellaeTcs TONBKO
CIEHUAILHO YIIOJHOMOYEHHBIM JIMIAM, NPU 3TOM YKa3aHHbIE JIMNA NOKHBl MMEThb
NPaBo MOJy4YaTk TOJBKO Te NEPCOHANbHBIE JaHHble PaGOTHHKA, KOTOPBIE HEOOXOAUMBI
JUISl BHITIOJTHEHUS KOHKPETHBIX (DYHKIME.

[pu mepenade nepcoHaNbHBIX JaHHBIX PabOTHHKA TPETHUM JIMIAM HEOOXOIUMO
NpeaynpeXxaaTh UX O TOM, YTO 3TH JaHHbIE MOTYT GbITh HCIIOJIB30BAHBI JIMILE B LENX,
IUISL KOTOPBIX OHU COOOILIEHEI, H TPEOOBATH OT 3THX JIUL IOATBEPKAEHHUS TOTO, 9TO 3TO
npasuio cobmozeHo. Jluna, mnonydarollue NepCOHaNbHBIE [aHHBIE paGOTHHKA,
00513aHb! COOIIONATH PEXUM CEKPETHOCTH (KOH(GUAEHIMATLHOCTH).

Hckmrouenne cocTaBinser OOMEH IepPCOHAIBHBIMH [aHHBIMH DPaGOTHHKOB B
NOpsifiIKe, yCTAaHOBJIEHHOM 3aKOHOZATeNIbCTBOM P®.

Ilepenaya  mepcoHanbHBIX  JaHHBIX ~ paGOTHHKA €ro  NpeACTaBUTENSM
OCYIUECTBIISIETCS. B MOPAJKE, YCTAHOBJIEHHOM B opraHmsaiuu. O0beM mepenaBaeMoit
MHQOpMAIMM OrPaHHYMBAETCS TONBKO TEMH IEPCOHANBHBIMH NAHHBIMHM pabOTHHKA,
KOTOpbIe HEOOXOIMMBI JUs BBITIOJIHEHUS YKa3aHHBIMU TPECTaBUTENSIMU MX QyHKIHA.
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Ilpunoxenne Nel k « IlonmoXeHHIO O XpaHEHHH | HCIOJIb30BAHUH
[ePCOHANBHBIX JAHHBIX PAOOTHHKOBY.

Ob6pazer1 paciucky paboTHHKA 06 03HaKOMIIEHHH C «IT0JIOKEHHEM O XpaHEHHH
HCIIOJIb30BaHUH I€PCOHANBHBIX JaHHBIX PaOOTHUKOBY.

XpaHuTCS B THYHOM Jielie COTPYJHHUKA.

PACITMCKA

(®.1.0., cTpyKTypHOe nojpasjieneHue, TODKHOCTD), O3HAKOMIIEH ¢
«ITonoxxeHreM O XpaHEHWM W HCIIOJB30BaHHMH NEPCOHANBHBIX JAHHBIX PabOTHHKOBY,
npaBa ¥ 005A3aHHOCTH B 00JIaCTH 3aIUTHI IIEPCOHANBHBIX JaHHBIX MHE Pa3bsCHEHBI.

« » 200_r. IMoanuce

Ob6pasern 00s3aTebCTBA O HEpa3IIalleHHH NePCOHATBHBIX JaHHBIX PabOTHUKOB.
INoanuckIBaeTCs CHELMATNCTOM, OTBETCTBEHHBIM 33 KaIpOBOE AEJIONMPOM3BOICTBO.

OBA3ATEJILCTBO
O HEPAS3I'JIAIIEHUWH ITEPCOHAJIbHBIX JAHHBIX PABOTHHUKOB

« » 200_r

He JOITyCKaeTCs:

1. Coobmare mepcoHanbHBIE JaHHBIE pabOTHHKAa TpeThedl CTOpoHe 6e3
ITHICBMEHHOTO COTJIacHsi pabOTHHKA, 32 HCKITIOUYEHHEM CIIy4yaeB, KOTa 3TO HE0OXOIUMO
B LIeJISX MPERYNpPEexIEHHs yrpo3bl XKU3HH M 3/J0POBBIO paGOTHHUKA, @ TaK e B Clydasx,
YCTaHOBJIEHHBIX 3aKOHOJATENBCTBOM P®;

2. Coo0maTh nepcoHanbHBIE JaHHBIE pAOOTHHKA B KOMMEPYECKHX LENsX 6e3 ero
MUChMEHHOTO COTJIACHS;

3. 3ampammBaTh HMHGOPMALMIO O COCTOSHHM 3[0pOBbsi paboTHHMKA, 32
HCKJIIOYEHHEM TeX CBEJICHHH, KOTOpBIE OTHOCATCS K BONPOCY O BO3MOXHOCTH
BBINIOJIHEHHSI pAOOTHHKOM TPYJOBO (DYHKIIUH.

(TYHas NOANKCH)
« » 20 1.

B neno Ne (JIMYHAast TOJIHUCH)





