[Ipunoxenue k
[Tpukaszy Ne79/1-y ot 03.09.18

MOJIOKEHHUE
O BAIIUTE NEPCOHAJIbHBIX TAHHBIX PABOTHUKOB
MYHHIIUNIATBHOT0 ABTOHOMHOT'0 JOIIKOJIBHOT0 00pa30BaTeJbHOI0 YUpesKIeHus
«/leTckuii cag KOMOMHMPOBAHHOI HANPaBJIeHHOCTH NeS»
ropoaa CocHoBo0opcka

1. O01mue MoJI0KEeHU A

1.1 TIlonoxenue o IlepcoHanbHBIX JaHHBIX pPaOOTHUKOB MYHUIIUIIAILHOTO aBTOHOMHOIO
JOLIKOJIBHOTO 00pa30BaTeIbHOr0 yupekaeHus «JleTckuil cag KOMOMHHpOBaHHOW HampaBieHHOCTH No 5»
ropoaa CocHoBoOOpcka pazpaborano Ha ocHoBanuu dDexepanpHoro 3akona ot 27.07.2006 N 152-®d3 "O
MEePCOHAIbHBIX JTAHHBIX"

1.2 Tlonoxenue o IlepcoHanbHBIX JaHHBIX pPAOOTHHKA MYHHIMIIATHHOTO aBTOHOMHOI'O
JIOIITKOJIBHOTO 00pa30BaTEIBLHOTO yUpeKIeHUS «JleTckuii caa KOMOMHMPOBAHHOW HampaBiieHHOCTH Ne 5
ropoga CocHoBOOOpcka oOmpenenseT OCHOBHbIE TpeOOBaHMS K TOPSAAKY TMOJIY4EHHUS, XpaHEHUS,
WCIIO/IB30BaHUS | Iepeaaun (nanee - 00paboTKe) IePCOHATBHBIX JaHHBIX PAOOTHHUKOB.

1.3 TlepconanbHbIe JaHHBIE paOOTHHUKA - 3TO MHGOPMAIIUA, HEOOX0IUMasi pabOTOAATEIIO B CBS3H C
TPYJIOBBIMU OTHOIICHUSMHU U KaCAIOIasCsi KOHKPETHOTO pabOTHHUKA.

1.4 TlepcoHanbHble JaHHbIE pAOOTHUKA COJEPHKATCS B OCHOBHOM JIOKYMEHTE IE€PCOHAIBHOIO yueTa
pabOTHUKOB - TMYHOM Jiejie paboTHUKA. JIMUHOE €TI0 COCTOUT U3 CIEAYIOMNX Pa3aesioB:

* AHKeTHO-OMoOrpaduyeckne U XapakTepHU3yIOIIHe MaTepHabl, K KOTOPBIM OTHOCSTCS:

-KOIHMU JJOKYMEHTOB 00 00pa30BaHuU;
- pe3ynpTaThl MEIUIIMHCKOrO oOcCienoBaHus (METUIIMHCKAs KHIDKKA, XpaHSAMIAsCcsS B MeIKaOMHETe) Ha
MpeIMEeT TOAHOCTH K OCYIIECTBICHHUIO TPYIOBBIX 003aHHOCTEN;
- 3agBJICHHE PaOOTHHUKA O IpUEMe Ha paboTy;
- KOs MIpHKa3a o pueMe Ha padory;
- TPYZAOBOM JOTOBOpP;
- JIOKYMEHTBI, CBSI3aHHBIE C IIEPEBOJOM U IEpeMelleHueM pabOTHHKa (KOMHUU IPHUKA30B, 3asBIICHUS
paboTHUKA U T.I1.);
- BBIMUCKU (KOTHH) W3 JIOKYMEHTOB O IMPHCBOCHHWH ITOYETHBIX 3BaHUH, YUEHOW CTENEHH, HArpakKICHUH
rOCYJapCTBEHHBIMH HarpaJamu;
- KOITMM HarpaJiHbIX JIUCTOB,;
- aTTEeCTAl[MIOHHBIE JIUCTHI;
- XapaKTepUCTHKHN U PEKOMEHIaTeJIbHbIE MHChMa;
- 3agBJICHHE PAOOTHUKA 00 YBOJIbHEHUHY;
- KOHs MpHKa3a 00 YBOJIHHEHUH;
- Ipyrue JOKYMEHThI, HaXO0XKIEHHE KOTOPBIX B JIMYHOM Jiesie OYJeT MPU3HAHO 11eJIeCO00pa3HbIM;
* JlononHUTEIbHBIE MAaTEPUAIIBI, K KOTOPHIM OTHOCSITCSL:
- (poTorpadus Ha TUTYIBHBIN JTUCT TUYHOTO JETa,
- 3aABJICHUSI HA OTIYCK JAEKPETHBIN, yUeHUUECKUH, 0/C, eXKeroTHbIH;
- Ipyrue TOKYMEHTHI, HaX0X/IeHHe KOTOPBIX B JIMYHOM Jiejie OYyAeT MPU3HAHO 1e1ecO00pa3HbIM.
B nuuHoe €10 paboTHUKA BKIIIOUAETCS TaKXKe ONMUCH BCEX JTOKYMEHTOB, HAXOASAIINXCS B JIEIIe.
1.5 Cpok neiicTBus MONOXKEHUS HE OrpaHuyYeH. JJaHHOE Mosio)keHne JeCTBYET 10 IPUHATHS HOBOTO.

2. Ioryuyenune mepcoHaTbHBIX JAHHBIX PA0OTHHUKA
2.1. Tlomyuenuwe, xpaHeHWe, KOMOWMHHMpOBaHHWE, Teperavya WU J000e APYyroe HCIOIb30BaHHE
MEPCOHANBHBIX JaHHBIX PAaOOTHUKA MOXKET OCYIIECTBISATHCS HCKIIOYUTEIBHO B LEIAX 00ecredeHus



COONIONICHNUST 3aKOHOB W HMHBIX HOPMATUBHBIX TIPABOBBIX AaKTOB, COAEWUCTBUSA pabOTHHKaM B
TPYIOYCTPONCTBE, OOYYEHMH U TIPOJABIKCHHH TIO CIyXOe, oOecreueHus JHMYHONH Oe30MacHOCTH
pabOTHUKOB, KOHTPOJSI KOJWYECTBA W KayecTBa BBIMOJHAEMON paboOThl M OOEcHeueHusi COXPAHHOCTH
UMYIIECTBA.

2.2. Bce mepcoHanbpHBIC TaHHBIE PAOOTHHMKA TONYYarOTCS y Hero camoro. Ecim mepcoHanmbHBIC
NaHHBIE PabOTHUKA BO3MOXHO TOJIYYUTh TOJNBKO Y TPETbed CTOPOHBI, TO PAOOTHUK JOJDKEH OBITh
YBEIOMJICH 00 3TOM 3apaHee, ¥ OT HETO JIOJDKHO OBITh MOJy4EHO MUCHMEHHOE COTTIacHe.

2.3. PabGoromarens MODKEH COOONIUTH PAOOTHHKY O LEJAX, MPEANoJiaraéMbIX HCTOYHHUKAX M
crocobax MOJy4YeHHs] IEePCOHANbHBIX [AaHHBIX, a TaKXKe O XapakTepe MOJUIekKAIIUX TMOJYyYCHHUIO
MEPCOHANBHBIX JAHHBIX U MOCJIEJCTBUSAX OTKa3a pabOTHHKA AaTh MUCbMEHHOE COTIacue Ha UX MOJTyYeHUE.

2.4. He pomyckaercss TOJydeHHE M 00paOOTKa MMEpCOHAIBHBIX JaHHBIX paOOTHHKA O €ro
MOJIMTUYECKUX, PEITUTHO3HBIX W WHBIX YOCKIEHUSX M YACTHOW KHM3HU, a TakKe O €ro WICHCTBE B
OOIIECTBEHHBIX OOBECIUHEHUSIX WM €ro MpPOQCOIO3HONW IEATEIHHOCTH, 3a WCKIIOUEHUEM CIIy4aes,
MPEyCMOTPEHHBIX 3aKOHOIATEILCTBOM PD.

2.5. [lpu npuHATHH PEIICHUN OTHOCHUTEIBHO pa0OTHHUKA HA OCHOBAHHH €r0 NEPCOHAIBHBIX JTaHHBIX
HE JIOMYCKAaeTCs MCHOJb30BAaHUE JIAHHBIX, I[IOJIYUEHHBIX HCKIIOUUTEIBHO B  pe3ynbTare HX
aBTOMATU3UPOBAHHOW 00paOOTKU MIIH ANEKTPOHHOTO MOTYyUEHUSI.

2.6. B ciyyasx, HETIOCPECTBEHHO CBSI3aHHBIX C BOIIPOCAMU TPYAOBBIX OTHOIIEHUH, B COOTBETCTBUU
co cT. 24 Koncrurynuu P® Bo3MoxHO monydueHue u oOpaboTKa JaHHBIX O YAaCTHOM JKHU3HH pabOTHUKA
TOJIBKO C €T0 MMMCHhbMEHHOTO COTJIACHSI.

3. @opMupoBaHMe U BelleHHe JTUYHBIX J1el

3.1. JInunoe neno paboTHHKA (popMUpyeTCs OCIe U3IaHMs TPHUKa3a O ero IprueMe Ha padoTy.

3.2. IlepBoHayanpbHO B JIMYHOE MAENO TPYNIHUPYIOTCS JOKYMEHTBI, COAEpKAIIHe IEepPCOHAIBHBIC
JlaHHbIe Pa0OTHUKA, B MOPAAKE, OTPAKAIOLIEM IIpoLiecC IpueMa Ha paboTy:

- 3asBJICHHE PAaOOTHUKA O IIpUEMe Ha paboTy

- pe3yabTaT MEAMWLMHCKOro oO0cienoBaHusi (MEOUIMHCKAas KHUXKKA) Ha MpeaMeT TOAHOCTH K
OCYILECTBICHHUIO TPYAOBBIX 0053aHHOCTEIH;

- KoMK MpHKa3a o prueMe Ha paboTy;

- pacmmcka paOOTHHKa 00 O3HAKOMIIEHHHM C JOKyMEHTaMH OpPTaHM3alli{, yCTAaHABIUBAIOIIMMHU IMOPSIOK
00pabOTKHU MEPCOHATBHBIX JAHHBIX PAOOTHUKOB, a TAK)KE 00 €ro MmpaBax U 00SI3aHHOCTAX B ATOW 00J1acTu;

- BHYTPEHHSISI OTIHCh.

3.3. Bce mokymeHTHl coOuparorcs B OONOXKKY 0Opaslia, YCTAaHOBJIEHHOTO B OpraHM3alluU; Ha
00JI0’KKE JTOJKHBI OBITh (PaMUIIHSL, UMsI, OTYECTBO.

3.4. K xaxnomy auyHOMY Jneny mnpuiaraerca Qotorpagus paboTtHuka (6e3 royioBHOro yobopa)
¢dopmara, yCTaHOBJIIEHHOTO B OpTraHU3aluK (Harnpumep, pasmep 4 x 4,5).

3.5. Benercst BHYTpEHHSISI ONTUCH, Ky/Ia 3aHOCSATCSI HANMEHOBAHUS BCEX TOIIUTHIX JOKYMEHTOB.

3.6. He momyckaeTcst BKIIIOYATh B JTMYHOE JIETO TOKYMEHTHI BTOPOCTENICHHOTO 3HAYCHHUS, UMEIOIIHNE
BpeMeHHBIe (10 10 5eT) cpoku XpaHeHusI, HApHUMep, CITPABKH C MECTa JKUTEIIbCTBA, O COCTOSTHUH 37I0POBBS,
0 CEMEWHOM I0JI0KEHHUH U T.II.

3.7. Konuu 1okyMeHTOB 00 00pa30BaHUU 3aBEPSIOTCS JIMYHBIMH MOAMUCAMHU COTPYAHUKAMU OT/ENa
KaJJpOB T1OCJIE€ CBEPKHU MX C MOJTMHHUKAMHU IOKYMEHTOB.

3.8. B panpHeiileM JIMYHOE J€J0 IMOMOJIHAETCS JOKYMEHTaMM, BO3HUKAIOIIMMHM B IpoOIEcce
TPYAOBOM JEATEIbHOCTH PAOOTHUKA, K KOTOPOH OTHOCSATCS:

- aTTeCTaI[MOHHBIE JIUCTHI;

- KOITUH JOKYMEHTOB 00 YTBEP)KIICHUH B JJOJDKHOCTH;

- JIpyrHe XapaKTepu3yIOIIWe W IOMOJHSIOIIME MaTepHaibl, TMepeunciieHHbIe B paszaene 1 Hacrosmiero
[TonoxeHnns.



3.9. JlmuHoe neno BeneTcs Ha MPOTSHKEHUU BCEH TPYMOBOW JEATEIHLHOCTH paOOTHUKA. V3MeHeHws,
BHOCHMBIE B JIMYHOE JIEJI0, TOJDKHBI ObITh MOATBEPKACHBI COOTBETCTBYIOIIUMHU JOKYMEHTaMU (HampuMmep,
KOIIHsI CBUCTEIIBCTBA O OpaKe).

3.10. PabGoTHUK OTHmena KaJapoB, OTBETCTBEHHBIN 3a OKYMEHTAlIMOHHOE OOECTeUeHUE KaJAPOBOU
NeSTeIbHOCTH, IPUHUMAET OT MPUHUMAEMOro Ha paboTy pabOTHHMKA JOKYMEHTHI, IPOBEPSET MOJTHOTY UX
3aIlOJIHCHUSA U NPABUJIBHOCTDb YKA3bIBACMbIX CBeI[eHI/If/’I B COOTBCTCTBUHU C NPCABABICHHBIMU NTOKYMCHTAMMU.

4. TIpaBa 1 0013aHHOCTH PA0OOTHUKA B 00/1aCTH 3aIIUTHI €r0 MEePCOHAIbHBIX TAHHBIX

4.1. PaGotHuk 00s3yeTcs NPENOCTaBISATh MEPCOHAIbHBIE JaHHBIE, COOTBETCTBYIOLIUE
NeHCTBUTENBHOCTH.

4.2. PabOTHUK UMEET MPaBo Ha:
- IOJTHYIO UH(POPMALIMIO O CBOMX MEPCOHAIBHBIX TAHHBIX U 00paOOTKE 3TUX JAHHBIX;
- CBOOOJIHBIN OECIUIaTHBIN TOCTYII K CBOMM IEPCOHAIBHBIM JIaHHBIM, BKIIIOYAs MPABO HA MOIYYEHUE KOTHMA
mo00i  3amucH, coAepiKalledl epcOHaNbHblEe JaHHbIe paOOTHHMKA, 32 HCKIIOYEHHEM CIIydacs,
MPEyCMOTPEHHBIX 3aKOHOAATENBCTBOM PD;
- OIpeJIeIeHHEe CBOUX MPEICTaBUTENCH AJIs 3alIUThl CBOMX MEPCOHAIBHBIX JaHHbIX;
- JIOCTYI K OTHOCSAIIUMCS K HEMY MEIUIMHCKUM JIaHHBIM C MOMOIIBI0 MEIUIIMHCKOTO CIEHHUANINCTa IO
CBOEMY BBHIOODY;
- TpeboBaHHE OO HCKIIOUYEHUU WM UCIPABICHUU HEBEPHBIX WM HEMOJHBIX MEPCOHANBHBIX JIaHHBIX, a
TakXe JaHHBIX, 00pabOTaHHBIX ¢ HAPYIIICHHEM TPeOOBAaHUH.
- TpeboBaHHE 00 M3BEHICHUM Pa0OTOAATE]IeM BCEX JIMI, KOTOPHIM paHee ObLIM COOOIIECHBI HEBEPHBIC WIIH
HETIOJIHBIE TIepCOHANbHBIE JaHHbIe pabOTHHKA, 000 BCeX TNPOM3BEACHHBIX B HHUX HUCKIIOYCHHSIX,
WCTIPABJICHUSX WIH JOMOJHECHUSX;
- 00KasioBaHME B CYJl JTHOOBIX HEMPABOMEPHBIX JEHCTBUIN MK Oe31elcTBUs paboToaTelns npu oopadboTke u
3aIUTE €r0 MEePCOHATBHBIX TaHHBIX.

4.3. Ilpu otkaze paboToiarenst UCKIIOYUTh WU UCIPABUTh MEPCOHAIbHBIE JaHHbIE paOOTHHKA OH
UMeeT IMpaBO 3asgBUTh B NMHUCBMEHHOH (opme paboToAaTeN0o O CBOEM HECOIJIACHH C COOTBETCTBYIOLIUM
000CHOBAHHEM TAaKOI'0 HECOTJIACHSI.

4.4. TllepcoHalbHblEe JaHHbBIE OLIEHOYHOTO XapakTepa pabOOTHUK HMMEET MpaBO JIONOJHUTh
3asIBJICHHUEM, BBIPA)XKAIOIUM €r0 COOCTBEHHYIO TOUKY 3PEHUS.

5. Yuert, XpaHeHHe M Nepeiadya NepCOHATbHBIX JaHHbIX PA00THUKA

5.1. Jluunele nena, B KOTOPBIX XpaHATCS IEpPCOHAJbHBIE JaHHbIE pPaOOTHUKOB, SBISIOTCA
NOoKyMeHTamu "JJi1 BHYTpEHHEr O NI0JIb30BaHus".

5.2. B KazipoBOM OTJeNe XpaHATCs JUYHbIE Jiefla paOOTHUKOB, pabOTaOUIMX B HACTOSIEE BPEMs.
JUis 3TOro HMCHONB3YIOTCS CHEUHaTbHO OOOpYIAOBaHHBbIE IMIKa(pbl WM ceidbl, KOTOpbIE 3amHpaOTCs U
oreyaTbiBatoTcs. JIuuHble Aena pacrnojaraioTcs B MOPSAIKE COTJIaCHO MX HOMepaM JHOO B an(aBUTHOM
MOpsIKE.

5.3. Tlocne yBonmpHeHHMsS pabOTHWKAa B JIMYHOE JEJO BHOCSTCS COOTBETCTBYIOIIUE JIOKYMEHTHI
(3asiBJIEHHE O PAaCTOPKEHHH TPYIOBOTO JOrOBOpa, KOMUS MPHKa3a O PaCTOPKEHUU TPYIOBOTO JOrOBOpA),
COCTAaBIISICTCSI OKOHYATEIbHAsI OMKCh, CAMO JIMYHOE AeJI0 0POpMIIseTCs U IepeiaeTcst Ul XpaHeHUS.

5.4 JIuuHble nena paOOTHUKOB, YBOJEHHBIX M3 OpraHM3allid, XPaHATCS B apXUBE OpraHU3aluy B
asi(haBUTHOM MOPSIIIKE.

5.5. He nomyckaercs:

- co00IIaTh MepCOHATLHBIC TaHHBIC PAOOTHHUKA TPEThEH CTOPOHE O€3 MUCHbMEHHOTO CoTrjlacusi pabOTHHKA, 32
UCKJTIOYEHHEM CIIy4aeB, KOI/Ia 3TO HEOOXOAMMO B LIENSX MPEAYNPEKICHUS yrpo3bl KU3HU U 3/I0POBBIO
pabOTHHKA, a TAKXKE B CIIyJasX, YCTAHOBJICHHBIX 3aKOHOIaTEIHLCTBOM PD;

- cOO0IIATh MepPCOHANbHbBIE TaHHbIE pAOOTHIUKA B KOMMEPUYECKUX LIEJsAX 0€3 ero MUCbMEHHOTO COTJIacus;



- 3aIpamuBaTh HHQOPMAIIMIO O COCTOSIHHH 37I0POBbS PAOOTHHKA, 332 UCKIIIOUYCHUEM TeX CBEJICHUH, KOTOPBIC
OTHOCSITCSI K BOIIPOCY O BO3MOXHOCTH BBIITOJTHCHUS PAOOTHHKOM TPYJIOBOW (YHKITUH.

5.6. Jloctym K TepCOHAIbHBIM JaHHBIM PAOOTHUKOB pa3pemraeTcs TOJBKO CIHEIUaIbHO
VIIOJTHOMOYEHHBIM JIMIIAM, MPU STOM YKa3aHHBIC JHIA JODKHBI UMETh MPaBO IONIY4aTh TONBKO Te
MePCOHANBHBIE TaHHBIC PAOOTHUKA, KOTOPBIE HEOOXOAMMBI JIJIsl BBIMIOTHEHHUS KOHKPETHBIX ()YHKITHIA.

5.7. Tlpm mepemavye TMEpPCOHANBHBIX JAHHBIX pPa0OTHUKA TPETBHM JIUIAM  HEOOXOIUMO
MPEIYPERaAaTh UX O TOM, YTO ITU JAHHBIE MOTYT OBITh MCIOJIb30BAHBI JIUIIb B MEJSX, U1 KOTOPHIX OHH
COOOIIIEHBI, U TPEOOBATh OT ITUX JIUI] MOATBEPKACHUS TOTO, YTO ITO IMIPABHIIO COOJIIOICHO.

5.8. Jluma, mnosydvarouige IepCOHANIbHBIC JaHHBIC pAaOOTHHKA, OO0S3aHBI COONIIOAATH PEKHM
CEKPETHOCTH (KOH(MUICHIIMAILHOCTH). VICKIIIOUeHHe COCTaBiIsSeT OOMEH IEepPCOHAIBHBIMU JIAHHBIMH
PabOTHUKOB B MOPSKE, YCTAHOBICHHOM 3aKOHOAATEILCTBOM PD.

5.9. Tlepenaua nepcoHANBHBIX TAaHHBIX PAOOTHHUKA B TIPEIENIaX OJTHOW OpPTaHU3aIMK OCYIIECTBIIICTCS
B COOTBETCTBUU C JIOKAIBHBIMU HOPMATHBHBIMU aKTaMU JIAHHOW OpraHu3alnu.

5.10. Tlepenava mnepcOHANBHBIX JAHHBIX PA0OTHUKA €ro MPEICTABUTEISIM OCYIICCTBISETCS B
MOPSJIKE, YCTAHOBJICHHOM B opranusanuu. O0beM mepenaaBacMoil WH(OOpPMAIUKA OTPAHUYHBACTCS TOJIBKO
TEMH TEPCOHAIBHBIMU JAHHBIMH pPAOOTHUKA, KOTOPBIE HEOOXOMUMBI JUISl BBIMOJHEHUS YKa3aHHBIMHU
MPEJCTABUTEIISIMU MX (YHKIIUH.



[Ipunoxenue x [lonoxenuto
0 MEPCOHATBHBIX TAHHBIX pAa0OTHUKA

Pacmicka

A, (®.1.0. paborHuUKa)
(momkHOCTB), 03HakomuyieH ¢ "llomokeHueM o

MEPCOHANBHBIX JIAHHBIX pa0oTHHWKA", TpaBa U OOSI3aHHOCTH B 00JIACTH 3aIUTHI
MEePCOHABLHBIX TAHHBIX MHE Pa3bsiCHEHBI.
" " 20 r. [loanuce




