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I. O0mue mososKeHUA

IlepconanbHble fanHBIe PaGOTHHKA - 5TO MH(OPMALHS, HeOOXOUMAs ABTOHOMHOIA
HEKOMMepYEeCKON opraHu3auud «HaydHo-MeTomuueckuii LHeHTPp MeIMalud U [paBay
(manee — IleHTp, paGoTonaTens) B CBA3M ¢ TPYAOBBIMH OTHOLIEHHSAMM M KacaroLlascs
KOHKPETHOTO pabOTHHKA.

IlepconanbHbie nanHble paGoTHHKa LleHTpa COIEPKATCsI B OCHOBHOM JOKYMEHTE
[IePCOHAIILHOIO y4eTa pabOTHHUKOB - IMYHOM Jleie pabOTHHKA.

Jluunoe neno paborHuka LleHTpa cOCTOMT U3 CICAYIOLIUX pa3IeioB:

1) aHkeTHO-OMoOrpaduueckue wu XapaKTepHU3yIOIMe MaTepuanbl, K KOTOPbIM
OTHOCSTCS:

- 3adBJIEHHE O IIpHeMe Ha paboTy (He 00s3aTenbHO);

- acmopT (KOMus);

- BOCHHBIH OHJIET, IPUITMCHOE CBUAETENBCTBO (KOIHS):;

- JOKYMEHTbI 00 00pa3oBaHUH (KOIMHS );

- CBUAICTEJIBCTBO O PErMCTPaLK B HasorosoM oprane (MHH) (komwus);

- ICHCHOHHOE YZI0CTOBEPEHHUE (/11 IEHCHOHEPOB) (KOIHs );

- CBUJIETEIIBCTBO O POXKIACHUH ASTeH (KOs );

- CBHZIETEIBCTBO O 3aKJII0YeHHH Opaka (Komus);

- IOKYMEHT O NpaBe Ha JIbIOThI (KOS );

- Pe3yJbTaThl MENMUMHCKOTO  OOCTeNOBaHMS HA NpeAMeT TOJHOCTH K
OCYILIECTBIICHHIO TPYIOBbIX 0053aHHOCTEI!;

- TPYJAOBOH JOTOBOD;

- COpaBKa O Halu4duu (OTCYTCTBHM) CYAMMOCTH W (uam) ¢axra YTOJIOBHOI'O
NpecieNoBaHus  JTHOO O MpeKpalleHud YroJOBHOIO IpecieJOBaHuA  I10
PeabHIUTHPYIOLIMM OCHOBAHHUSIM;

- AOKYMEHTBI, CBA3aHHbIE C IIEPEBOJOM H IepeMelLleHHeM paboTHMKa (3asBleHus

paboOTHHUKA H T.IL.);

- XapaKTEPUCTUKKU U PEKOMEHJaTe IbHBIE TUCHMA;

- 3asBJIeHUe pabOTHHKA 06 YBOIbHEHUH;

- KONMs pHKa3a 00 YBOJIbHEHHHU;
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- APYTHC NIOKYMEHTBI, HAXOXKIEHHE KOTOPBIX B JIMYHOM Jele OyNeT NpPH3HAHO
LI€7IeCO00Pa3HEIM.

2) NONOIHUTE IbHBIE MaTEPHAIIBI, K KOTOPHIM OTHOCSATCS:
- pacmucka pabGOTHHKA 00 O3HAKOMJIEHMM C AoKkyMmeHTamMu  LleHTpa,
YCTaHABIMBAIOIIHMH MOPAIOK 00pabOTKM MePCOHAIBHBIX JaHHBIX PAGOTHUKOB, a
TaK¥Ke 0 ero IpaBax U 00A3aHHOCTSIX B 3TOU 06/1acTH,
- dhoTorpadumu,
- I0IIOJIHEHHE K JINYHOMY JIeTTy,
- APYTHE JTOKYMCHTBI, HaXOXIEHHE KOTOPBIX B JIMYHOM Jene OyeT MPU3HAHO
LEI€CO00Pa3HBIM.
B nu4noe meno paGorHuka LleHTpa BKIIOYaeTCs TAakKe oMMCh BCex JOKYMEHTOB,
HaXOIAILLKUXCA B JIEJIE.

IL ITonry4enne nepcoHaIbHBIX AAHHBIX PaGOTHHKA

[lony4yenue, XpaHeHHe, KOMOMHHpOBaHHE, neperavya  wuiad  noboe  apyroe
MCIIONIE30BAHME  NMEPCOHANBHBIX  NAHHBIX  pabOTHHKA  MOXET  OCYIIECTBIATHCH
MCKIIIOYUTEIPHO B IIEIAX OOeCredeHUs] COONFOJCHUS 3aKOHOB U HHBIX HOPMAaTHBHBIX
PABOBBIX ~ aKTOB, COACHCTBHS pabOTHHKaM B TpyIOYCTPONCTBe, Oo0yyeHUH W
[IPOABMXCHUHU TIO CiIyx0Oe, obecrieyeHus TUYHON Ge30MaCHOCTH PabOTHUKOB, KOHTPOJIS
KOJMHECTBA M Ka4eCTBa BBINOIHACMOM PabOThI U OGeCTieueH)s COXPAHHOCTH HMYILECTBA.

Bce mnepconansHble manHBIe paGoTHMKa [I0JYy4aloT y Hero camoro. Ecmnu
[IePCOHATIEHBIE NaHHbIE PAOOTHHMKA BO3MOXHO TIONY4YHTh TOJNBKO y TPEeTheil CTOPOHBI, TO
PabOTHHK [OIKEH OBITH yBEJOMIIEH 06 3TOM 3apaHee U OT Hero JOJIKHO GbITh IOJIyYEHO
NUCbMEHHOe cornacue. PaboTomartens nomxeH cooGIIMTE paboTHUKY O wensx,
[IpEAroIaraeMpIX HCTOYHUKAX U CIIOCO0AX MOMyYEeHHs IePCOHATBHBIX JaHHBIX, 4 TAKXKE O
XdpaKTepe IOANICKAIIUX MOJYYECHHIO [E€PCOHANBHBIX TAHHBIX M TOCJIENCTBUSIX OTKA3a
pabOTHHKA JaTh MMCEMEHHOE COTJIaCHe HA HX MOJy4eHHe.

He nonyckaercs nomyuenue n 06paboTka nepcoHaTbHBIX TaHHBIX paboTHHUKA O €ro
TTOTUTHYCCKUX, PEIUTHO3HBIX M WHbBIX YOEKIEHUSIX W YACTHOH KM3HH, a TAKKEe O ero
YJIEHCTBE B OOILECTBEHHBIX OOBETHHEHUSIX UM ero mpodcoro3HOMH A€ATE/IbHOCTH, 3a
HCKIIFOYEHHEM ClTydaeB, IIPeAyCMOTPEHHBIX 3aKOHOIATeILCTBOM Pd.

Ilpy DNpUHATHM pElIEHHH OTHOCHTENBHO paGOTHHKA HA OCHOBAHMM ero
TICPCOHANLHBIX  TAaHHBIX HE JONMYCKAaeTCs HCMOJIb30BAaHHE [AHHBIX, TOJIYYEHHbIX
MCKIFOYUTENILHO B pe3yNbTaTe UX aBTOMATU3UPOBAHHOH OGPaGOTKM MM 31eKTPOHHOIO
TOJIyYeHH.

B ciydasix, HermocpesCTBEHHO CBS3aHHBIX C BOIIPOCAaMH TPYAOBBIX OTHOILICHUH, B
COOTBETCTBHHU €O CT. 24 KoHctutyuu P® Bo3MOKHEI OMydeHue 1 00paboTKa JaHHBIX O
4aCTHOM JKU3HU PabOTHHKA TOJIBKO C €ro MHCHMEHHOTO COIIACHS.

I1I. ®opmupoBanue U BeJeHHe THYHBIX e

JlmaHoe neno paboTHuka dopmupyeTcs Mocie M3aHMS MPUKA3a O ero HpUeMe Ha
paboty B Llentp.

[lepoHayansho B JMYHOE [eNO IPYNNUPYIOTCS HOKYMEHTEL, coziepKariue
MepCOHANBHBIE NIaHHbIC PabOTHKKA, B MIOPSIKE, OTPaXKAIOIIEM TIPOLIECC nprema Ha paboTy:
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3asiBlIeHUe pabOTHHUKA O IpUeMe Ha paboTy; pe3ysbTaT MeJULIMHCKOro oOcie10BaHUs Ha
IpeaMeT FOJHOCTH K OCYLIECTBICHHUIO TPYAOBbIX 005 3aHHOCTEH; pacrucka paboTHHKA 00
O3HAKOMJIEHUU C JOKYMEHTAMH OpraHM3alluM, YCTAaHABIMBAIOIIMMH IOPSII0K 00paboTKH
[IEpCOHAIIBHBIX JaHHBIX Pa0OTHUKOB, a TaKXKe O ero InpaBax U OO0SN3aHHOCTSX B 3TOM
o0nacTy; JOMOJIHEHUE K JIMYHOMY JIeJly; BHYTPEHHSS OIHCE.

Bce n0KyMeHTBI TUUHOTO Jie/1a MOALINBAIOTCS B O0JIOXKKY.

K xaxaoMy nuuHoMy feny mpuiaraetcst dororpadus paboTHHKa (O€3 rOIOBHOIO
y6opa, pasmep 3 x 4 cMm). Ha o6opoTHO# cTopoHe ¢oTorpaduu yKa3zpIBaroTcsa haMUIHs,
UMS$l, OTYECTBO PabOTHUKA.

B kaxaom pasjene JMYHOrO Jena BeAeTcs BHYTPEHHSS OMHCh, Kyda 3aHOCATCS
HaVMEHOBAaHUS BCEX JOKYMEHTOB, JaTa UX BKJIOYEHHS B JAeJI0, KOJIMYEeCTBO JHCTOB, a
TakKe JaTa U3bATHSA JOKyMEHTa M3 Jlela C yKa3aHHeM JHIla, U3bSBLIEro TOKYMEHT, U
OpPHYMHBl M3BATHA. B ciydae BpeMEHHOro HU3bBATHS JOKYMEHTa BMECTO HETo
BKJIaIbIBAETCS JTUCT-3aMEHUTENb. M3bATHE NOKYMEHTOB M3 JUYHOIO Jeja MPOU3BOIUTCS
HUCKIIFOUMTEIBHO € paspellleHUs CHeluanucTa 0o KagpaM. BHYTpeHHsSS OIHCh
NOJNKCHIBAETCS JTULOM, €€ COCTABUBILINM, C YKa3aHUEM JaThl COCTABIEHUS.

Bce nmokymenTel, mocTynaromue B JIMYHOE  JIeNI0,  PacIoyiararoTcs B
XPOHOJIOTHYECKOM IOpsiJIKE.

He nomyckaercs BKIIrOUaTh B JTMYHOE JeJI0 JOKYMEHTHI BTOPOCTEIIEHHOTO 3HAYEHU,
uMerole BpeMeHHble (1o 10 JjieT) CpoKM XpaHeHus, HamnpuMep, CIpaBKH C MeCTa
KUTENbCTBA U T.IL.

Komuu Bcex N0KYMEHTOB 3aBEpSIOTCS JIMYHON MOANUCHIO CHEelUAIMCTa M0 KaapaM
[I0CJI€ CBEPKHU UX C MOJIMHHUKAMH JOKYMEHTOB.

Jlomo/IHeHHe K JIMYHOMY Jelly - AOKYMEHT, B KOTOPOM (HUKCHPYIOTCS CBEAEHHS O
nepeMelleHy paboTHUKaA 10 paboTe (aTa BCTYIUIEHHS B JO/DKHOCTh U [aTa yXoja ¢ Hee)
C YKa3aHueM [IPUYUHbI [1IepeMelleHUs.

JlonojiHeHHWe K JIMYHOMY JeJly COCTaBISieTCSl CIEeLMaIucTOM [0 Kaapam H He
HYK/1a€TCsl B 3aBEPEHHH IOJNUCHIO TH0O MeYaThIo.

B nanpHelmem M4YHOE O€I0 IIONOJIHSAETCS AOKYMEHTaMH, BO3HHUKAIOIIUMH B
polecce TpyAOBOH AesATEIbHOCTH padOTHUKA, K KOTOPBIM OTHOCSITCS:

- aTTECTALUOHHBIC JTUCTHI;

- KOIIMH JOKYMEHTOB 00 YTBEPKIAEHHWH B JOJIDKHOCTH,

- JpyrHe XapakKTepHU3yMollHe W [JOMNOIHSIOLIMe MaTepualbl, IepeYruCIeHHbIE B
paszene | HacTosero [lonoxeHus.

JInyHOE Helo BeNeTCs Ha NPOTSKEHUW BCEH TPYIOBOM AeATENbHOCTH pabOTHHKA.
M3meneHnus, BHOCMMEIE B  JIMYHOE  JIel10, JOJDKHBI  OBITh  MOATBEPIKIEHEI
COOTBETCTBYIOIIMMHU JOKYMEHTAMH.

CnenuanucT mo KaapaM IIONy4aeT OT NPUHMMAEMOro Ha paboTy paboTHHKA
JIOKYMEHTBI, IPOBEPSeT I[IOJIHOTY HX 3alOJIHEHWS UM IPaBUIBHOCTh YKa3bIBa€MBIX
CBEJICHHMM B COOTBETCTBHH C MPEIbIBICHHBIMH JOKYMEHTAMH.

IV. IlpaBa 1 0083aHHOCTH Pa0OTHHKA B 006/1ACTH 3aHTHI
€ro nepcoHa AbHbIX JaHHBIX

PaGoTHUK 00s3yeTcsi MpeloCTaBIATh NEPCOHANbHBIE JAHHBIE, COOTBETCTBYIOLIME
JN€UCTBUTEIBHOCTH.
PaGoTHHK UMeeT npaBgo:
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- Ha TIONIHYI0 MHQOpPMALMIO O CBOMX [I€PCOHAITBHBIX JIaHHBIX M 0OPaGOTKe 3THX
JAHHBIX;

- Ha CBOOOZHBI GecIuiaTHblil JOCTYI K CBOMM NEPCOHAILHBIM JAaHHBIM, BKIIOUAS
NpaBo Ha [OJyYEHHe KONUH JTIO0OH 3amHcH, CofepiKallel MepcOHaIbHBIE NaHHBIE
paGoTHMKa, 32 HCKIIIOYEHHEM CITydaeB, IPeSyCMOTPEHHBIX 3aKOHOAATeAbCTBOM Pd;

- Ha OMNpEJe/IeHUE CBOMX INPEACTABHTENEH /I 3alUTBl CBOMX IEpPCOHATBHBIX
JaHHBIX;

- Ha TpeOoBaHHe 00 HCKIIOYEHHH WM WCTIPABICHMM HEBEPHBIX WM HEMOJHbIX
TIEPCOHATBHBIX NaHHBIX, & TaKXKe JaHHBIX, 00pabOTaHHBIX C HapylleHHeM TpeGOoBaHHMIA.
[1pu otkase paboTonarens HCKIIOUUTD WK HCTIPABHTH IEPCOHATBHbIC TAHHbIE paboTHHKA
OH MMEET IIpaBO 3asBUTh B MHCBMEHHOH (DopMe paboTOLATeTI0 O CBOEM HECOIJACHH C
COOTBETCTBYIOIIMM  OOOCHOBAHHEM TAaKOTO Hecorwacus. I|lepcoHanbHblE NaHHbIE
OLICHOYHOI0 XapakTepa pabOTHHK MMEET MpPaBoO JOMOIHWUTH 3asBIEHHEM, BbIPAXKAIOIIAM
€ro COOCTBEHHYIO TOYKY 3PEHMS;

- Ha TpeboBaHKe 00 M3BelleHMM PaboToxaTeseM BCEX JIMI, KOTOPHIM paHee GbLTH
COOOIICHBI HeBEPHbIE /M HEMOIHbIe [EPCOHANbHBIE NaHHbE PAaGOTHHKA, 000 BCeX
MPOU3BEICHHBIX B HUX UCKIIFOYEHHUSX, UCIIPABICHHUAX UM TOTOTHEHHSX;

- Ha oOalloBaHWe B CyJ NIOOBIX HENpaBOMEpHBIX NCHCTBUM WM Oe3meiicTBHs
paboTtonarens npu 06paboTKe ¥ 3alUTE ero MepPCOHATbHBIX aHHBIX.

V. Yu4er, XxpaHeHHe H Nepeaaya NepcoHaIbHbBIX JAHHBIX padoTHHKA

JInuHbIe Jef1a, B KOTOPBIX XPAHATCS NEePCOHAIbHbIE JaHHbIE PabOTHHUKOB, SIBIISIFOTCS
JAOKYMEHTaMH «/|j1s1 BHyTpEHHET O M0JIb30BaHUAY.

B kajnpoBoi ciyxGe  XpaHATCS JMYHBle Oena paGOTHUKOB, paboTalomux B
HacTosmee Bpems. Jlna 3Toro ucmonb3yroTes ceiip, KoTOpwiil 3amupaercs u
OTIEYaThIBAETCHI.

JInunble nena pacnonararotess B anhaBUTHOM MOPSIIKE.

[locne yBonbHeHHS paGOTHHKAZ B JMYHOE €0 BHOCSTCS COOTBETCTBYIOIIIHE
JIOKYMEHTBI (3asiBICHHE O DPAacCTOPKEHHH TPYI0BOIO JOroBOpa, KOIUS TpHKasa o
PaCTOp)KEHWH TPYJOBOrO JOrOBOpA), COCTABIACTCSI OKOHYATENbHAS OIHCh, CAMO JIMYHOE
neno ohopMIIsSieTcs U repenaeTcs AIs XpaHeHus.

Jluduble nena paGOTHUKOB, YBONGHHBIX W3 OPraHU3alHM, XpaHATCS B apxuBe
OpraHU3alHtH B AJI()aBUTHOM TIOPSIIKE.

He nonyckaercs:

- Co00IIaTh NepcoHalIbHbIE NaHHble PabOTHHKA TpeTheil CTOpoHe 6e3 MUCHEMEHHOTO
cornacus pabOTHHMKA, 3a HCKIIOYEHHEM CiydaeB, KOrJa 3TO HEOOXOMMMO B LeENsX
MPCAYNPEXICHUA Yrpo3bl JKH3HM M 310pOBbIO pabOTHMKA, a TaKKe B CiIydasx,
YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM P®;

- CO00MaTh IepCOHaIbHbIE NaHHbIe PabOTHUKA B KOMMEPHYECKHMX IeIiX 6e3 ero
ITHCBMEHHOIO COTJIACHS;

- 3aNpalluBaTh HHYOPMALMIO O COCTOSHHH 310pOBb PabOTHHKA, 38 HCKIIOUEHHEM
TEX CBE/ICHUH, KOTOPBIE OTHOCATCS K BOIPOCY O BO3MOJKHOCTH BBITTOTHEHHS pabOTHHUKOM
TPYAOBOH QYHKLIHH.

HocTyn Kk mepcoHanbHBIM JaHHBIM PaGOTHHKOB paspenaeTcsi TOIbKO CIELHAIbHO
YIOTHOMOYEHHBIM JIMIAM, [IPH STOM YKa3aHHbIE JIMUA JOJKHBI MMETh MPaBO MONYdaTh
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TOJIBKO T€ IIEPCOHANIbHBIC TaHHBIC PA0OTHUKA, KOTOPbIe HEOOXONUMBI ISl BBIMOMHEHUS
KOHKPETHBIX QYHKIIHH.

[Ipn mepenave mepcoHalbHBIX JaHHBIX pabOTHHKA TPETHHM JIHLEM HEOOXOIHMO
IpEAYNIPEXKAATE UX O TOM, YTO 3T JaHHBIE MOTYT OBITh HCIONb30BAHEI JIHIIb B HENAX,
ATt KOTOPBIX OHM COOOIIEHBI, U TPeGOBATh OT 3THX JIMIl HOATBEPKICHHS TOrO, YTO 3TO
npasuio cobmoneHo. Jluua, monyyaroume mepcoHanbHBE IaHHbIE paboTHHKA, 00s3aHEI
COOMONaTh PEXUM CEKPETHOCTH (KOH(DMAEHUMANLHOCTH). UCKTIOUeHHe COCTaBifeT
OOMEH  IepCOHATbHbIMH  NaHHBIMH  paGOTHUKOB B  IOPAIKE, YCTaHOBJIEHHOM
3aKOHOzaTeabCcTBOM PO.

Ilepenaya mepcoHalbHBIX NAHHBIX PaGOTHMKA B MpejesaX OHOM OpraHu3alH
OCYLIECTBIIAETCA B COOTBETCTBHH C JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMH JaHHOI
OpraHH3allkH.

Ilepenaya  nepcoHalmbHBIX  JaHHBIX  pabGOTHHKA  €ro IIPEeACTaBUTEIIAM
OCYIIECTBIACTCS B IOPANKE, YCTAHOBICHHOM B opraHmsaunud. O6bem NepeaaBaeMoil
MHQOPMAlUU OrpaHMYMBACTCS TONBKO TEMH MePCOHANBHBIMU JaHHBIMHU paboTHuKa,
KOTOpBbIe HEOOXOAMMBI /ISl BHINOHEHHS YKa3aHHBIMH NPEICTABUTEIAME UX BYHKIIHIL.




