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MBOY OOII cr.HoBo-OceTnHCKOU

1. O01mue mo10KeHu s

Ilosio:kenne o pabore € MEPCOHATBHBIMU JaHHBIMH paboTHHKOB MOY OOII
ct.HoBo-Ocetnnckoit ~ pa3pab0TaHO B COOTBETCTBUU C TpydoOBBIM KOJEKCOM
Poccuiickoit @enepanuu, 1€HCTBYIONIUM 3aKOHOAATEILCTBOM U HOPMATHBHBIMU
aktamu (ct.cT. 85-90 TK P®) Hacrosmee I[lonoxenue omnpenenser MOpsIoK
paboTsl  (mody4yeHusi, OOpaOOTKM, HWCIOJb30BaHUSA, XpaHEHUs MU T.O.) C
MEPCOHAIBHBIMU  JAHHBIMH pPAaOOTHUKOB M TapaHTUH KOH(UICHIMAIBbHOCTH
CBEUEHMI 0 pabOTHUKE MPEAOCTABICHHBIX PAOOTHUKOM PabOTOIATENIO.

2. ITosxyyenue u 00padoTKa NEPCOHAJIBHBIX JAHHBIX PA0OTHUKOB

[lepconanbHbIe JaHHBIE paboTHHUKA paboTonarenp MOJTy4yaeT
HEMOCPEACTBEHHO  OT  paboTHuka. PaboTomarens  BmpaBe  IMOJydaTh
NepCcOHANbHBIE JaHHBIE paOOTHUKA OT TPEThbUX JIMI[ TOJBKO TIpH
HAJIMYMM TUCBMEHHOTO coriacus pabotHuka. [Ipu moctymieHun Ha paboty
pPabOTHUK MPENCTABISET JUYHYIO KapTy, B KOTOPOH YyKa3bIBaeT CJICIYIOIINE
CBeZIeHUsI O cede:

- 10T,

- IaTy pOKICHMS;

- CEMEMHOE I0JIOKCHHUE;

- OTHOIIICHHE K BOMHCKOM 00513aHHOCTH;

- MECTO JKUTEJHCTBA U JOMAITHUH Tene]oH;

- 0Opa3oBaHue, CIEIUATBHOCTB;

- ipenpiayiiee (-ue) Mecto (-a) paboThl;

- 3a00J1eBaHUs, 3aTPY/IHSIONINE BBIMOJHEHNE pAOOTHIUKOM TPYIOBBIX (DYHKITHIA,

-UHBIC CBEJEHUS, C KOTOPHIMH pA0OTHUK CYHUTACT HYXHBIM

03HAKOMHTh paboTomarerns.

B kapty BriieuBaetcs pororpadus paboTHUKA.

PaGotonatenr He BmpaBe TpeOoOBaTh OT pabOTHMKA MNPEIAOCTaBICHUS
uHbOpMAIIUM O TMOJUTHUYECKUX M PEIUTHO3HBIX YOEKICHUSX U O YaCTHOU
KU3HU paOOTHUKA.

PaboTHuk npenocraBisier paboToAATENIO0 JOCTOBEpHbIE CBEJIEHUS O cele.
PaGoTonarens mnpoBepsieT JOCTOBEPHOCTh CBEICHUN, CBepsis JaHHbIE,
npenoCcTaBiIeHHbIE paOOTHUKOM, C UMEIOIIUMUCS Y paOOTHHUKA JOKYMEHTAMH.



[Ipu u3MeHeHUN MEePCOHANBHBIX TAHHBIX PAOOTHUK MUCHbMEHHO YBEAOMIISIET
paboTonarenss 0 TaKUX U3MEHEHHUAX B pa3yMHBIA CPOK, HE mpeBblmaronmi 14
JTHEH.

ITo wMepe HeoOxoauMocTH paborodaTenb HcTpeOdyer y paboTHHKA
JOTIOJTHUTEIIbHBIE CBeJieHUsl. PaOOTHUK npeacTaBisieT HEOOXOAUMBIE CBEICHUS
U B Cllydyae HEOOXOJMMOCTU MPEIbSIBIAET JOKYMEHTHI, MOATBEPKIAIOLINE
JOCTOBEPHOCTb 3TUX CBEJCHUM.

AHKeTa pabOOTHUKA XPAaHUTCS B JIMYHOM Jejie pabOTHHKA (Jajee - JMYHOE
neno). B nuyHoMm genme Takke XpaHUTCS Bcs MHGOpMAIMS, OTHOCAIIASACA K
MEePCOHANLHBIM IaHHBIM paOoTHUKA. BegeHne TMUHBIX €7 BO3JI0KEHO Ha OT/AEI
KaJIpOB, OTBETCTBEHHBIH 3a BEJIEHUE TUYHBIX €I - HAUaJbHUK OTJENa KaIpOoB.
3. XpaHeHue NepCOHAIBHBIX JAHHBIX PA0OTHUKOB

Jluynble Jfenma XxpaHsaTca B OyMaXXHOM BHJI€ B Mamkax, HOPOIIUTHIE U
MPOHYMEpPOBaHHbIE MO cTpaHulaM. JIuyHbIe Nena HaXonUATcsl B OTHENE KaapoB B
cHeIaiabHO OTBEJICHHOM mkady, o0ecreunBaroIEeM 3alIUTy oT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

B koHI1e pabodero JIHs Bce TUYHBIC Jiea CIAl0TCS M OTAEH KaJpOB.

[lepconanpHble JaHHbIE PAOOTHUKOB MOTYT XPaHHUTHCS B JJICKTPOHHOM BHJIC
Ha JIOKaJbHOM KOMITBIOTEPHOM ceTu. JlocTym K SIEKTpOHHBIM 0a3aM JaHHBIX,
COJZIepIKaIllUM TIepCOHANIbHBIE JaHHbIC PAOOTHHUKOB, 00ecTieYnBaeTCs 2-CTyleHYaTon
CHUCTEMOM TapoJici: Ha ypOBHE JIOKAJIBHOM KOMIIBIOTEPHOM CEeTHM W Ha ypoBHe 0a3
nanubix. [laponu ycTraHaBIMBAaIOTCS 3aMECTUTEIEM JUPEKTOpa W COOOIAIOTCS
WHJUBUIYAIbHO COTPYJHUKAM, HWMEIOIMIUM JOCTYIl K TEPCOHAIBHBIM JaHHBIM
paboTHUKOB. M3MeHeHHe maposei 3aMecTUTeseM TUPEKTOpa MPOUCXOAUT He pexe |
pasa B 2 Mecsia.

JlocTynn K MEepCOHAJIBHBIM JaHHBIM pPAa0OTHHKA HUMEIOT AUPEKTOp, 3aMECTUTEIh
JTUpEKTOpa, TJaBHBIM OyXraintep, a TakKXe HEeMOCPEIACTBEHHBIM pPYKOBOIUTEIb
pabOTHHKA, CICIUANIKMCTBI OTJeIa KaJApOB M OyXTalITepUH - K TEM JaHHBIM, KOTOPHIC
HEOOXOAUMBI IS BBIMTOJHEHUS KOHKPETHBIX (DYHKIHH. J[OCTYN CeUanucToB IPyrux
OT/ICJIOB K TE€PCOHAJIBHBIM JIaHHBIM OCYIIECTBIISIETCS Ha OCHOBAaHUM IHUCbMEHHOIO
paspelieHus JUPEKTopa Wiau ero 3amectutens. Ilpu mepeBoae paboTHHMKa B Apyrou
OTJIeNl JTUYHOE JCJI0 Pa0OTHHMKA MOXKET OBITh IMepeaH0 HAaYaJlbHHKY TOTO OTJICHa, B
KOTOPBIN NIEPEBOIUTCS PAOOTHHUK.

KomupoBaTth u JenaTh BBIMUCKHA IEPCOHANBHBIX JAaHHBIX pabOTHHKA
paspemaeTcss HCKIIOUUTENBHO B CIYXEOHBIX IEIAX C MHUCbMEHHOTO Pa3peIIeHUs
HavyaJbHUKA OT/eNa KaJpoB.

4. Ucnoib30BaHuEe NEPCOHAIBHBIX JAHHBIX PA0OTHMKOB

[lepconanbHble JaHHbIE PAOOTHHKA MCHOJB3YIOTCS JJIA LeNel, CBSI3aHHBIX C
BBINIOJIHEHHEM PAOOTHUKOM TPYAOBBIX (DYHKIIUH.

PaGotomarens ucmonp3yeT MepCOHANbHBIE NAaHHBIC, B YACTHOCTH, JIA PEUICHUS
BOTIPOCOB TPOABI)KCHUS paOOTHUKA MO CIIy)KOe, OYepEeTHOCTH TMPEIOCTABICHUS
€XKEroJIHOr0 OTITyCKa, YCTAHOBJIEHMS pa3Mepa 3apaboTHoi miuaTel. Ha ocHoBanuu
MEPCOHANBHBIX JaHHBIX pPAa0OTHUKA pEIIAeTCs BOMPOC O JOMyCKe pabOTHUKA K
uH(OpMAIINH, COCTABISIONIEH CITYKEOHYIO MIIM KOMMEPYECKYIO TailHy.

[Ipu mpUHATHM pellIeHH, 3aTParuBaoIIUX UHTEPECH pabOTHHKA, pabOTOIaTeNh HE
MMEET TpaBa OCHOBBIBATHCS HA IEPCOHAJBHBIX JAHHBIX PAOOTHHUKA, TMOTYYECHHBIX
UCKIIIOYUTENIFHO B  pe3yjibTaTeé WX aBTOMAaTHU3UPOBAHHOM 0O0pabOTKH  WiIH



AJIEKTPOHHOIr0 moJjiyueHusi. Paboromarens Takke HE BIOpaBe MNPUHUMATh PEUICHUS,
3aTparuBaroOIINe WHTEPECHl PaOOTHWKA, OCHOBBIBASICh HA JAHHBIX, JOIMYCKAIOIUX
JIBOSIKOE TOJIKOBaHME. B ciydae eciM Ha OCHOBAHMHM TNEPCOHAJBHBIX JTaHHBIX
pabOTHUKAa HEBO3MOXHO JOCTOBEPHO YCTAHOBUTH KakoW-mnOo ¢axt, paboTojaTelb
npeyiaraeT pabOTHUKY MPEICTaBUTh MMCbMEHHBIE Pa3bsICHEHMUS.

5. Ilepexaya nmepcoHaJbHbIX JaHHBIX PA0OTHUKOB

Nudopmarniusi, oTHOCSIIASACA K MEPCOHATBHBIM JAHHBIM Pa0OTHUKA, MOXKET OBbITh
Mpe0CTaBlIeHa TOCYIapCTBEHHBIM OpraHaM B MOpS/KE, YCTAaHOBIEHHOM (heaepaabHbIM
3akoHOM. PaboTonmarens He BOpaBe NPENOCTABIATh IEPCOHAIBHBIE JaHHBIC
paboTHHKA TPEThel cTOpoHe 0e3 MUCHMEHHOTO COTJIacHs pabOTHHKA, 32 UCKITIOYCHUEM
CIIy4aeB, KOT/Ia 3TO HEOOXOAUMO B LETSAX MPEIYNPEKICHHUS YTPO3bI )KU3HU U 3I0POBbBIO
pabOTHHKA, a TAKXKE B CIy4asX, yCTAHOBJICHHBIX (pe/iepaibHbIM 3aKOHOM.

B cnywae ecnum smio, oOpaTHBIIEecs C 3alpocoM, HE YIIOJIHOMOYEHO
(denepanbHbIM 3aKOHOM Ha TMOJYy4Y€HHUE MEPCOHAJIBbHBIX JTAHHBIX pabOTHUKA, JIHOO
OTCYTCTBYET IHCbMEHHOE corjacue pabOTHMKa Ha MPEAOCTaBICHUE €ro
MEPCOHANBFHBIX CBEACHMM, paldoTojaTesib 00sf3aH OTKa3aTh B IMPEIOCTaBICHUU
MEepCOHANBHBIX JaHHBIX. Jluny, oOpartuBiieMycsi C 3ampocoM, BbIJIAeTCS
MUCbMEHHOE YBEIOMIIEHUE 00 OTKa3€ B MPEIOCTABICHUN NIEPCOHATbHBIX JAHHBIX.

[lepconanpHble MaHHbIE paOOTHHUKA MOTYT OBITH IMEpPEJaHbl MPEICTABUTEISIM
pabOTHUKOB B NOpPSAKE, YCTaHOBJIEHHOM TpyloBBIM KOJEKCOM, B TOM OOBEME, B
KakOM 53TO HEOOXOJMMO [Jisl BBINOJHEHUS YKa3aHHBIMH TIPEACTABUTEISIMUA HX
(yHKIHIA.

PabGotonarens  obecrieunBaeT  BEIEHUE  JKypHAJla  y4yeTa  BBIJIAHHBIX
MEPCOHATBHBIX JIAHHBIX pPAOOTHUKOB, B KOTOPOM PErHCTPUPYIOTCS 3amlpOCHl,
(GUKCUPYIOTCS CBEACHMS O JIMIlE, HampaBUBIIEM 3ampoc, JaTa TMepenadu
NEepCOHANBHBIX  JAHHBIX  WJIM  JaTa  yBegomyieHuss o0  oOTkasze B
NPEIOCTABIICHUN TEPCOHAIBHBIX JIAaHHBIX, a TaKKE€ OTMEYaeTCs, Kakas HMEHHO
uH(popMalvs Oblila repenaHa.

B cinydae ecnum wmuo, oOparuBiieecss ¢ 3alpocoM, HE YHOJHOMOYEHO
denepanbHBIM 3aKOHOM HJIM HACTOSIIUM TOJOKEHUEM Ha ToJIydeHrue nH(popmaIuu,
OTHOCSIIIEHCS K MEPCOHAIBHBIM JIaHHBIM PaOOTHHKA, Pa0OTOJATENh 0053aH OTKA3aTh
muily B Bblgade uHpopmarmu. Jluiy, oOpartuBiieMycss ¢  3alpoCcOM, BBIJIA€TCS
yBenoMlIeHHe 00 OTKa3ze B  BbIjade HWHPOpPMAIUHM, KOMHUS YBEAOMIICHUS
MOJIIIMBAETCS B INYHOE JIeJI0 paOOTHHKA.

6. F'apanTUH KOH(UIEHIIUATHHOCTH NMEPCOHATBHBIX JAHHBIX PA0OTHUKOB

Nudopmarus, oTHOcAmAsCs K TEPCOHATBHBIM JaHHBIM pPAaOOTHHKA, SIBIISCTCS
CITy’K€OHOM TallHOW M OXpaHsAETCs 3aKOHOM.

PaGotHuk BmpaBe TpeOOBaTh MOJHYID HWH(POPMAIUIO O CBOUX NEPCOHATBHBIX
JIAHHBIX, 1504 00paboTKe, HCITIOJIb30BaHUH u XpaHEHUH.
B cnyuae pasrnamieHuss mepCcOHaNbHBIX JaHHBIX pabOTHHKA O€3 ero coryiacus
paboOTHUK BIIpaBe TPeOOBATH OT PabOTOATENS PA3HICHEHHIM



