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1.1. Hacrosumm IlonmoxkeHHeM ONpeeNseTcss NOPSIOK IOyYeHHs, OoOpabOTKH,
XpaHeHus, Mepelaud H JroGoro JIPyrOro HCIIOJIL30BAHUS IEPCOHATBHBIX TaHHBIX
paGoTHMKa, a TaKkKe BEJEHHS €ro JMYHOrO [efla B COOTBETCTBMH C TPYIOBBIM
3aKoHOZaTensCTBOM Poccuiickoit @eneparyu.

1. 2.1Ton mepcoHaNbHBIMM JaHHBIME DabOTHHKA [IOHMMAIOTCS CBeJEHUs O (aKTax,
COOBITHSX U 0GCTOATENBCTBAX JKU3HH PAaGOTHHUKA, TO3BOJSIONME UACHTUDHIIUPOBATE €r0
JMYHOCTh ¥ COAEPIKalIMECs B TMIHOM Jesie PaboTHHKA MO0 MOIeKaIlie BKIFOUEHHUIO B
€r0 JIMYHOE JIEJI0 B COOTBETCTBHH C HACTOSIIMM [lomoxeHreM.

1.3. Iensto HacTosmero ITomoXeHuUs SBISIETCS UCTIONHEHHE 3aKOHOiaTenbcTBa PO B
001aCTH 3aIUThI IIEPCOHATBHBIX JaHHBIX.

1.4. Hactosmee IlonoxeHWe O 3allWiTe IEPCOHANBHBIX MNAHHBIX JOMKHO OBITH
MOIMKCAaHO PYKOBOIHUTENIEM KyJIbTYPHOIO YUPEXIEHUS, X BCe PaOOTHUKHU IOJDKHBI ObITh
MHACHMEHHO I10]1 POCIMCH O3HAKOMIIEHBI C HAM.

2. [IOHATHE U COCTAB ITIEPCOHAJIBHBIX JAHHBIX

2.2. CocTaB IepCOHANBHBIX JAHHBIX PabOTHHKA:
-aHKeTa;
-00pazoBaHue;
-CBEJIEHUS O TPYJIOBOM H OOIIEM CTaxe;
-CBEJIEHHUS O COCTaBE CeMbH;
-TIaCIIOPTHBIE IaHHBIE,
-CBEJICHHS O BOUHCKOM YUerTe;
-CBEJIEHHS O 3apabOTHOM IiaTe COTPYIHUKA;
-CIELHaTBHOCTb;
-3aHEMaeMast JI0JDKHOCTb;
-pasMep 3apabOTHOM ILTATHI;
-aZipec MecTa XXUTeIbCTBa,;
-1oMalHuk TenedoH (COTOBBIH Tenedor);
-CoziepsKaHue TPYIOBOTO IOrOBOpPa
-conep KaHue JeKIapaliH, I0JaBaeMoi B HATIOTOBYO WHCIIEKIIHIO;
-TIOAJIMHHMKY U KOIIMHU IPUKA30B I10 TUYHOMY COCTaBY;
-JIMYHbIE JI€1a U TPYAOBbIE KHIKKH COTPYIHHKOB;
~OCHOBAHHS K IIPUKa3aM I10 JIMYHOMY COCTaBY;
-ZieJla, COIEpIKaIlMe MaTepuasIbl 10 TIOBBILEHHUIO KBATHOUKAINKA U [EPENOArOTOBKE
COTPYOHMKOB, HX arTeCTalHH, CIy)KeOHBIM pacCIeOBAHHSM; -KONUHM OTYETOB,
HalpaBJisieMble B OPraHbl CTATUCTHKH;
-KOIIUH JOKYMEHTOB 00 00pa30oBaHuM;
-pe3yJIbTaThl MEAUIUHCKOTO 00CIeIOBAaHHUS Ha IPEIMET TOIHOCTH K OCYIIECTBIEHHUIO
~TPYIOBBIX O0SI3aHHOCTENH;
-dbotorpadum ¥ WHBIE CBENEHHS, OTHOCSIIUECS K IIEPCOHAIBHBIM JIAHHBIM
paboTHUKa;
-PEKOMEH/IALINH, XapaKTEPUCTHKH U T.IL.
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2.3. TlepcoHalbHbIE [aHHBE, BHECCHHBIE B JIUYHbIE Jena PaCOTHHUKOB, HHBIE
CBEJIeHHS, COIEPIKAIMECS B JIMYHBIX Jenax DabOTHUKOB, OTHOCATCSA K CBENCHHAM
KOH(DUISHIMATEHOTO XapaKTepa (3a MCKITIOUEHNEM CBEICHIIH, KOTOPBIE B YCTAHOBJICHHBIX
(heTepaTbHBIMA 3aKOHAMH CIIydasX MOTYT OBITh OIyOIMKOBaHBI B CPENCTBAX MaccoBot
urdopManmm), a B ClydasX, YCTaHOBJEHHBIX (elepalbHBIMU 3aKOHAMH M HHBIMH
HOPMATHBHBIME TIPaBOBBIMK akTamu Poccuiickol Peneparwy, - K CBEACHUAM,
COCTABIISIFOLIAM FOCYIapCTBEHHYIO TakHy.

2.4. K nmadHOMY ety paGOTHHKA MPHOOIIArOTCS !

a) IICHMEHHOE 3asBIIeHHe ¢ IIPOCh00i O MOCTYTIEH!H Ha paboTy

6) JOKYMEHTEI O MPOXOXICHHM KOHKYPCA HA 3aMEIICHHe BAKAHTHOM TOTKHOCTH
(eciv rpajkIAHIH Ha3HAUEH Ha TOJDKHOCTE IO PE3ybTaTaM KOHKYPCa);

r) KOHHsl TPYHOBOW KHIDKKH M JOKYMEHTa, MOATBEPIIAIOMErO MPOXOKICHHE
BOEHHOM WJIM WHOH CITyXKOBI;

J) KOTHMM JIOKyMEHTOB O IPO(ECCHOHATbHOM o6pa3oBaHuy, MPO(ECCHOHATLHOM
[EPETIOITOTOBKE, ~IOBBIMIEHUM ~KBATM(UKAlKy, CTOXHPOBKE, [PYCBOCHUH YUEHOH
CTEIIeHH, YUEHOTO 3BaHus (€CIIH TAaKOBEIE HMEIOTCS);

¢) KONMMM pEelleHni O HArpaKIEeHWM TOCYIapCTBEHHBIMH HarpajiaMu, NMPHCBOCHUH
TOYeTHBIX, BOMHCKMX ¥ CIENHANBHBIX 3BAHUM, [PHUCYXKICHHH TOCYNapCTBEHHBIX IIPEeMHUi
(ecnm TaKOBBIE UMEIOTCS);

&) Komms TpuKaza paboTOXaTeNsl O HA3HAYEHWM Ha JOIKHOCTh WM NpHEME Ha
pabory;

%) OK3eMIUIP TPYAOBOLO JOTOBOpa, 4@ TaKKe OK3eMIUIAPhl  IMHChMCHHBIX
JIOTIOJIHUTENBHBIX COTTIAIEHNH, KOTOPBIMHA O(QOPMIISIIOTCS U3MCHEHHMS M JONOJHEHWS,
BHECEHHBIE B TPYIOBO# J0r0OBOD;

3) KOIHY TIPUKA30B paboTofarels O TepeBofe paboTHHKA Ha MHYIO JOJDKHOCTB, O
BPEMEHHOM 3aMeIeHNH UM UHON JOJDKHOCTH;

1) KOITMU JIOKYMEHTOB BOMHCKOTO y4eTa (71 BOSHHOOOS3aHHBIX M JIHLL, MOJUIEXKAIIMX
NpU3bIBY Ha BOCHHYIO CITYKO0Y);

K) KOmus TIpHKa3oB 00 YBONBHEHMM paOOTHHKA, O IPEKPAlleHHH TPYIOBOIO
ZI0roBOpa;

) aTTeCTALMOHHBIN JMCT PabOTHNKE, NPOMICIIIErO AaTTECTAlMIo, ¥ OT3bIB 00
HCIIONHEHNY UM JTOKHOCTHBIX 00S3aHHOCTEH 32 aTTECTALMOHHBIH [IEPHOL;

M) KONMM TIPHK230B O IOOMPEHHMH DabOTHKKE, a Takke O HAJOKEHWH Ha HEro
JWCIMIIMHAPHOTO B3BICKAHMS 10 €r0 CHATHUS UK OTMEHEL;

H) KOIMM MPHUKa30B 00 OTCTpaHeHHH PabOTHUKA OT 3aHMMAEMOH IOJKHOCTH WK
paboTs;

0) JIOKYMEHTHI, CBA3AHHbIE C OpOPMIICHHEM JOTyCKa K CBEJICHHSM, COCTABIAIOLIMM
FOCYNApCTBEHHYIO WIM HHYI0 OXPAHAEMyIO 3aKOHOM TaiHy, €CIH HCIONHeHHE
OBSI3aHHOCTEH 110 3aMemaeMoit JOMKHOCTY CBS3aHO C UCIONIb30BAHMEM TAKUX CBEICHHH;

2.5. B nuuHOe nei0 pabOTHHKAa BHOCATCS TakKe IHMCbMEHHbIC 0OBSICHEHUS
paloTHYKA, €clT TaKhe OOBACHEHHMS JaHbl MM II0CNE O3HAKOMIEHUS C JIOKYMCHTaMH
CBOEro JIMYHOTO Jena.



[image: image4.jpg]K muanomy gmely paGoTHHKa NPHOOIIAFOTCS MHBIE JOKYMEHTHI, [IPELYCMOTPEHHBIE
GeziepabHBIME 3aKOHAMH W MHBIMM HOPMATHBHBIMH I[IPABOBBIME aKTaMH PoccHitckoit
Denepanyy. i

2.6. Jlnunble nenma pabOTHHKOB, YBOJEHHBIX W3 OpPTaHM3AlMH,  XPaHATCS apXHUBe
yapexnenus B Tedenue 10 €T co 1HA yBOIpHEHHUs pabOTHHUKA, [TOCIIE YEro MepeNaoTes B
apXWB.

3.0B3AHHOCTU PABOTOOATEJIA

3.1. PaGoTomarens B JHIEe PyKOBOMUTENS OPTaHHU3ALMH JHOO €ro IPeICcTaBUTENb
obecreunBaeT 3alUTy IePCOHANBHBIX TaHHBIX PAOOTHHKOB, CONEPIKAIIMXCSA B MX JIMIHBIX
aenax, OT HEIIPaBOMEPHOTO MX MCIIOIb30BaHUS HITH YTPATHI.

3.2. Ilpu momydeHud, oOpabOTKe, XpaHEHHWH W Iepelaye MePCOHAIBHBIX JaHHBIX
paboTHUKa ceKpeTapb 00s3aHa COOIFOIATD CIIeIyOIIHe TPEOOBAHMUS:

a) 00paboTKa MEepCOHATBHBIX JaHHBIX pabOTHHKA OCYIIECTBIAETCS B LENAX
obecnieuenust cobmonenus KomeruTyrmm Poccuiickoit ®epepanuu, (henepaibHbIX
33KOHOB M MHBIX HOPMAaTHMBHBIX NPaBOBBEIX aKTOB Poccuiickoil Deneparwu, comencTBus
pabOTHHKY B OCYLIECTBICHHH TPYHOBOU NEATENBHOCTH, B OOYYEHMH M JOJDKHOCTHOM
pocte, obecreyeHus JUYHOM 6€30MacHOCTH PabOTHHKA X WIEHOB €r0 CEMbBH, a TAKKE B
HesX obOecrnedeHHs COXPaHHOCTH MPHHAIEHKALIEr0 eMy HMYIIECTBA M WMMYIIECTBA
OpraHM3aLyH, y9eTa pe3yIbTaToOB HCIOIHEHHS UM JOJDKHOCTHBIX O0S3aHHOCTEM;

0) mepcoHaJpHBIE IAHHBIE ClEQyeT IOAy4YaTb JIMYHO y paboTHHKA. B ciyuae
BO3HUKHOBEHHS HEOOXOIMMOCTH IOMy4YEHMs IEePCOHATBHBIX MAHHBIX pabOTHHUKA Y
TPEThEH CTOPOHEI CIENYeT M3BECTUTh 00 3TOM pabOTHHKA 3apaHee, MOJIYYHTh €ro
MHCEMEHHOE COTTIaCHe U COOOIIUTh PAOOTHHKY O LIEJISIX, IIPEIONaraeéMblX HCTOUHUKAX U
criocodax MOy IeHHUst IePCOHATBHBIX TaHHBIX;

B) 3ampellaercs IONydarb, OOpabaTeiBaTh ¥ HPHOOIATE K JIAYHOMY €Ty
pabOTHYKA, HE YCTaHOBJIEHHBIE (eNepaNTbHBIMY 3aKOHAMH IIEPCOHAIBHBIE JAHHBIE O €TO
HOUTHYECKUX, PEIUTHO3HBIX M MHBIX YOXKICHMSIX, YacTHOH JKU3HM, WIECHCTBE B
0OLIECTBEHHBIX O0BEIMHEHHAX, B TOM YHCIIE B TPO(ECCHOHAIBHBIX COM3aX;

) IpU NPUHSTHU DEIISHWH, 3aTpardBaloOlINX HHTEPECH PA0OTHHUKA, 3allpelaeTcs
OCHOBBIBaTBCS Ha Er0 MEPCOHATBHBIX JAHHBIX, IIOTYYEHHEIX HCKTIOUHTEIBHO B Pe3yJIbTATE
HX aBTOMaTH3UPOBAHHON 00PabOTKH WIIH C MCIIONB30BAHHEM 3JIEKTPOHHBIX HOCHUTEIEH;

I) 3alluTa IEPCOHANBHBIX JaHHBIX paOOTHHKA OT HENpPaBOMEPHOrO KX
HCIOJIb30BaHKs MJIM YTPaThl 00ECIIEUMBAECTCA 3a CHET CPEICTB OpraHM3allfd B IOPSIKE,
YCTaHOBJIEHHOM (eiepaIbHbBIME 3aKOHAMH;

€) mepejada MEepCOHANBHBIX JaHHBIX PabOTHHKA TPEThed CTOPOHE He JOIMYCKAeTCs
0e3 ero INMCBMEHHOTO COIIAacHd, 3a WCKIIOUEHHEM ClIy4aeB, YCTAHOBIIEHHBIX
denepaabHBIM 3aKOHOM.

~ 3.3. PaboTozmartesp WK YIOIHOMOYEHHOE MM JIULO BIIpaBe MoaBeprath 00paboTke (B
TOM UHMCI€ aBTOMATHU3MPOBAHHOM) IEPCOHAIbHBIC MaHHBIE pPabOTHUKOB  IpH
HOPMUPOBAHHUH Ka/IpOBOTO Pe3epBa.

3.4. B nuuHOe neno pabOTHHKA BHOCSTCS €ro NEepCOHAbHbIEC MaHHbIE W WHBIE
CBEIECHHsA, CBA3aHHBIE C TIIOCTYyIUIGHWEM Ha paboTy, OCYIIECTBICHHEM TPYIOBOM
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VuerHble HaHHbIE DPAOOTHMKOB B COOTBETCTBHH C IIOPSAKOM, YCTAHOBJICHHBIM
JefiCTBYIOIIMM  3aKOHONATENBCTBOM —Poccuiickoil  Memepaiuy, XpaHATCs —KaapOBOH
cayx60i OpraHW3alyy Ha JIEKTPOHHBIX HocuTenax. Kanposas cimyx0ba obecrneunsaet ux
32UTATY OT HECAHKIIMOHUPOBAHHOIO NOCTYTIa ¥ KOIMPOBAHUS.

3.5. B 00s3aHHOCTH KaIpOBOM CIIy)KOBI OpraHW3allWH, OCYMIECTBIIAIONIEN BEICHHE
JM9HBIX €1 paOOTHUKOB, BXOIHUT:

6) obecrieuerye COXPaHHOCTH JTUUHBIX J€] pabOTHUKOB;

B) obecrieyeHne KOH(OUICHIMATIBPHOCTH CBEIEHMUM, CONEPIKAIIMXCS B JUIHBIX Je/Iax
pabOTHUKOB, B COOTBETCTBHE ¢ DeepalbHEIM 3aKOHOM, JPYTHMU (efepaTbHbIMU
3axOHAMH, MHBIMM HOPMaTHBHBIMY [IPaBOBBIME aKkTaMK Poccuiickoid Denepanuy, a TakKe
5 COOTBETCTBHH C HacTosAIMM ITonoxenuem;

3.6. PaGOTHMKM, yNOJHOMOYEHHbIE Ha BEICHHWE U XPAHEHWE JIMYHBIX LN JIPYTHX
DabOTHHKOB, MOTYT IPHBIIEKAThCS B COOTBETCTBUM C 3aKOHOJATENBCTBOM Poccumiickoi
@eneparii K JUCHUIUIMHAPHOM M MHOM  OTBETCTBEHHOCTH 32  paslvlallicHue
xOH(UICHIMAGHBIX CBEICHUH, COIepKAMKXCA B YKa3aHHBIX JIMYHBIX 1ejax, a TakKe 3a
WHBIE HApyLIEHWs [Ops/Ka BEICHHS JMYHBIX Jel PaOOTHUKOB, YCTAHOBJICHHOIO
HacTosuM IToToxKeHneM.

4.OBSI3AHHOCTH PABOTHHKA

4.1. - B memax o0ecleyeHHs 3aIlWThl [EPCOHAIBHBIX [NaHHBIX, XPaHSIMIHAXCA B
JIMYHBIX JeNlax pabOTHUKOB, paOOTHUKY MMEIOT IIPABO:

a) MONyYaTh TOMHYH MHGOPMALMIO O CBOMX HEPCOHATBHBEIX JAHHBIX U 00paboTke
3THX JIAHHBIX (B TOM YHCIIe aBTOMATH3HNPOBAHHOM);

6) OCYLIECTBIATH CBOOONHBIM OECINATHBIA JOCTYIl K CBOUM IEPCOHAIBLHBIM
JaHHBIM, BKJIFOUAs IPABO IIOJTydaTh KOIUHY TH000H 3aIKCH, COep KalEel TepCoOHabHbIe
JaHHBIE PaGOTHHUKR, 32 UCKIFOUEHHEM CIIydaes, IIPeLyCMOTPEHHBIX (elepabHBM
32KOHOM;

B) TpeGOBaTh - MCKIIFOYCHHS VT HCIPABIEHWS HEBEPHBIX WM  HETONHBIX
NepCOHANBHBIX JaHHBIX, & TAKXKe NaHHBIX, 00paboTaHHBIX ¢ HapyuleHHeM denepanbHOro
3axoHa. PaGOTHHUK Mpy OTKa3e paboTONaTeNs MM YIOIHOMOYEHHOTO UM JIMIA UCKITIOUUTh
HTH HCIPaBUTh MEPCOHATBHBIE JaHHbBIC paOOTHHKA MMEET NPaBO 3aiBUTh B IHCHMEHHOH
dopMe paboTONATENO UK YIIOIHOMOYEHHOMY UM JIHILy O CBOEM HECOINIACHH, OOOCHOBAB
COOTBETCTBYIOIIMM 00pasoM Takoe Hecornacue. IlepcoHanpHble [TaHHbIE OLEHOYHOIO
xapakTepa paGOTHHK HMEET MpaBO JONOJHMTH 3asBICHHEM, BBIPAKAIOMIMM ETO
coOCTBEHHYIO TOUKY 3PEHUS;

r) TpeGoBarh OT PabOTORATENS WK YIOJHOMOYEHHOTO UM JIMIEA YBEJOMIICHHS BCEX
ML, KOTOPBIM paHee OBUTA COOOIIEHBI HEBEPHBIE WM HEMOJHBIEC [IEPCOHAIBHBIE JaHHBIC
paboTHIKa, 000 BCeX MPOU3BEAECHHBIX B HAX U3MEHEHNUSX UK HCKITIOUEHHAX U3 HUX;

1) obxanoBaTh B Cyn JioOble HENpaBOMEPHBIE MeHCTBAS WM OesledcTBue
paBoTo/IaTeNs WM YIIOIHOMOUYEHHOTO MM JIMIA TIpK 00paboTKe M 3alllUTe HepCOHabHBIX
JaHHBIX PaOOTHUKA.
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5. [IPABA PABOTHUKA

PaboTHuK HMeeT paBo:

5.1. Ha mpocMoTp mepcoHansHoi HH(OPMAITHIO, UMeformetics y paboTonarers.

5.2. Ha cBOGOAHbIH GecruiaTHeil 1 HEOTPaHMYEHHEIH JOCTYN K CBOMM MEPCOHAIBHBIM
SSHHBIM, B TOM HHCIE IPaBO HA TIONYYEHHE MONTBEPIKIAIONIAX JIOKyMEHTOB B BHJIE
STIPABOK, KOTMH MK B BH/E HHOTO APYTOTO OGHIHATBEOrO JOKYMEHTa.

3.3. Ha mocTyn K MeTMIMHCKHAM JaHHBIM C TIOMOIIBIO METUIUHCKOTO CHELHUATHCTA 10
CB0eMy BEIOODY.

54, TpeGoBaTh BHecT: USMCHEHHS WM  YIAIWTh TEPCOHATBHYIO uH(pOpMaINHIO,
FOLYYEHHYIO pa0OTONAaTENeM B HApYIIEHNE HACTOSIAX npasuil. VisMeHeHus BHOCATCS Ha
OCHOBAHHY MTUCEMEHHOTO 3asBIICHIS paboTHuKa.

3.5. IloTpeBoBath 0T paboOTONATENS H3BECTHTD Beex JIAL, paHee IIOMYYUBLIMX 10 BHHE
PaboTozaTeNs HETIONHbIE HITH HEeBEPHbIE [IEPCOHANBHBIE JaHHEIE O PabOTHHKE.

5.6. O6xanoBars B cyneGHOM TOpsaKe Jo0BlE  HeNpaBOMEpHBIE NeHCTBHS UM
GeszieiicTBre paboTonaresns Ipy 06paboTKe ¥ 3alluTe TIepCOHANBHBIX TAHHBIX paboTHHKA.




