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MNOJIO)KEHUE
0 3aIIHUTe NEePCOHAIBbHBIX JAHHBIX PA0OOTHHKOB

MYHHIHIIAJbHOr0 0I0’K€THOr0 JOIIKO/JILHOI0 00pa3oBaTEIbHOIO YUPeKIeHHUS
aerckoro caga Ne 48 «OnyBanunk» r. Cetsiorpajn

1. O0mue noJ1oxKeHus.

1.1.  Iensro nonoxenust 06 06paboTKe NePCOHATBHBIX NaHHBIX paGOTHHUKOB (najee —
ITonoxeHue) ABIsgeTCS 3aIIUTa MEPCOHANBHBIX JaHHBIX PAOOTHMKOB MYHHUIIMITIAIEHOTO
OXO[KETHOTO IOMIKOJIBHOTO 00pa30BaTEeNbHOTO YUPEXKIEHUs  JeTCKOro cama Ne 48
_ «Opnysanuuk» r. Csernorpan (manee — Y4UpexIeHHE) OT HECAHKIIMOHHPOBAHHOIO
JI0CTyIIa, HENPaBOMEPHOIO MX HCIONB30BAHUS WU yTpPaThl, & TAKXKE YCTAHOBIIEHUE
OTBETCTBEHHOCTH IO/DKHOCTHBIX JIML[, MMEIOLIUX AOCTYI K IE€PCOHAIBHBIM IaHHBIM
paGOTHHKOB, 3a HEBBINOJHEHHE TPeOOBaHUN HOPM, DEryIMpyOLuX 06paboTKy u
3allUTy IEePCOHAIBHBIX JaHHBIX.

1.2. TlomoxeHue pa3paboTaHo B cooTBeTcTBHU ¢ DemepanbHbM 3akoHOM «O6
obpaszoBanuu B Poccuiickoit @enepamum» ot 29.12.2012r. Ne 273-®3; co crarseit 24
Koncrurynuu Poccutickoii @eneparuu, Tpynossm koxekcoM Poccuiickoit @enepanmu
u QenepansHbIMU 3aKoHaMu oT 27 wrons 2006 roma Ne 149-@3 «O6 uHpopManwmu,
“H(GOPMALIMOHHBIX TEXHOJOTHAX U O 3amuTe uH(popMmanum», or 27 uroas 2006 r. Ne
152-®3 «O mepcoHanpHBIX JaHHBIX»., lIpaBUJIaMH BHYTPEHHETO TPYIOBOIO
pacnopsiika Y4pexxIeHus..

1.3. Tlopsnmok BBoza B neficTBUE U M3MeHeHHs [1010KeH s,

1.3.1. IlomoxxeHue BCTymaeT B CHJly C MOMEHTa YTBEP)KIEHHUS €ro IMPUKA30M
3apenyromero JIOY ¢ yuérom MHeHus nemarormdeckoro coseta JJOVY u meiictByer
6eccpovHO, 10 3aMEHBI er0 HOBBIM I0JI0KEHHEM.

1.3.2. Bce n3meHenus B I1010)xeHNS BHOCSTCS COOTBETCTBYIOIIUM [IPHUKA30M.

1.4, Bce pabGoOTHUKH YUpexIeHHS MODKHBI ObITh O3HAKOMIICHBI C HACTOSIIUAM
ITonoxenuem noja NOAIHUCE.



1.4. Bce paOoTHUKH YUpeXKIEHUS [ODKHBI OBITh O3HAKOMIIEHBI C HACTOAIIUM
[TonoxeHneM 1o NOAIUCH.

1.5. PexuM KOH(UIEHUHUATBLHOCTH MEPCOHANBHBIX JAHHBIX CHUMAETCS B CIIydyae HX
00€37MYMBAHUS U MO MCTEUEHUM 75 JIeT CpoKa MX XpaHEHHUs, WIM MPOJAJIeBaeTCs Ha
OCHOBAHUM 3aKJIIOUYEHHUS IKCIEPTHON Komuccun OOIecTBa, €ClIM UHOE HE OINPEAETIECHO
3aKOHOM.

2. OCHOBHbBIC MOHSATHS.

2.1. Jlna ueneéi Hacrosmero I[lojoxkeHUs HCTIOMB3YIOTCA CIAEAYIONMEe OCHOBHBIC
TOHSATHUS:

— TEepPCOHAJbHBbIE JaHHble paOOTHUKA — Jt00as uHpOpMAalMs, OTHOCAIIAACS K
OTIPEICIICHHOMY WJIU OTIPEICIsIeMOMY Ha OCHOBAHUH TaKOW MHQOpMaIlu paOOTHHKY, B
TOM 4YHCJIe ero ¢haMmins, UMs, OTYECTBO, IO/, MECSII, JaTa U MECTO POXKIACHUS, ajpec,
CEeMENHOe, CONMabHOE, WMYIIECTBEHHOE IIOJIOKEHUEe, oOpazoBaHue, mpodeccus,
JOXO/BI, pyras WHpOpMAIUs, HeoOXoaumas padoTodaTeln0 B CBSA3M C TPYIAOBBIMU
OTHOIIICHUSIMU;

— 00paboTKa TMEepPCOHANBHBIX JaHHBIX — COOp, CHUCTeMaTH3alus, HaKOIUICHUE,
XpaHeHue, yrouHeHue (0OHOBIIEHHE, U3BMEHEHHUE), UCTI0Ib30BaHUE, paclipocTpaHeHue (B
TOM 4HCJe Tepenaya), 00e3nnurnBaHue, OJOKMPOBAHNUE, YHHUTOKEHUE MEPCOHATBHBIX
JTAHHBIX paOOTHUKOB Y UPEK/ICHUS,

— KOH(HUICHIIMAIIBHOCTh MEPCOHANIBHBIX JaHHBIX — 00s13aT€NIbHOE IS COOJIOICHHS
HA3HAYCHHOT'O OTBETCTBEHHOTO JIMIIA, TIOJYYHBIIETO JOCTYI K TEPCOHATBLHBIM JTaHHBIM
paboTHUKOB, TpeOOBaHUE HE JAOMYCKATh UX paclpocTpaHeHus: 0e3 coriacusi paboTHUKA
WJIA MHOT'O 3aKOHHOI'O OCHOBAHMS,

— pacupocTpaHEHHME TMEPCOHAIBHBIX JaHHBIX — JICMCTBUS, HaIpaBJCHHbIC Ha
nepeaady NepCcOHAIbHBIX JaHHBIX PAOOTHUKOB OMpPEICICHHOMY KPYry Jull (mepenaya
MEPCOHAJIPHBIX JIAHHBIX) WM Ha O3HAKOMJICHHME C TIE€PCOHAIBHBIMU JAHHBIMU
HEOTPAaHWYECHHOT0 Kpyra JIMI, B TOM YHCJe OOHapOJOBaHWE MEPCOHAIBHBIX JaHHBIX
pabOTHUKOB B CPEACTBAX MaccoBOM HHGOpMalUM, pa3MEIleHHE B MHPOPMAIMOHHO-
TEJICKOMMYHHUKAIIMOHHBIX CETSIX WM TPEIOCTaBICHUE JOCTyINa K IEPCOHATbHBIM
JTAHHBIM PaOOTHUKOB KaKMM-JIMOO UHBIM CIIOCOOOM;

— HCHOJNb30BaHUE  IMEPCOHAJBHBIX  JaHHbIX —  JeWcTBUA  (omepauuu) C
MEPCOHATLHBIMU JTAHHBIMU, COBEpIIAeMble JOJKHOCTHBIM JuIloM OOIiecTBa B IENSIX
MPUHATUA PEUICHUN WIM COBEPIIEHUS WHBIX JEHCTBUN, MOPOKIAIINX IOPUIUIECKUE
MOCJIEJICTBUS. B OTHOILIEHUU PAOOTHUKOB JUOO HMHBIM O0pa3oM 3aTparuBalolIUX HX
npaBa U CBOOOBI WM MpaBa U CBOOOIBI APYTUX JIHIL;

- 6J'IOKI/IpOBaHI/IC MMCPCOHAJIbBHBIX JaHHBIX — BPCMCHHOC IIPCKPAIICHUC c60pa,
CUCTCMATHU3alli, HAKOIUICHHA, HCIIOJIb30BaHUA, PACIHPOCTPAHCHHUA IICPCOHAJIBbHBIX
JaHHBIX pa6OTHI/IKOB, B TOM 4HCJIC UX IICPCAAYUHN,

— YHUUYTOXXEHUE I[IEPCOHANBHBIX JAHHBIX — JCUCTBUS, B pE3yJbTAaT€ KOTOPBIX
HEBO3MOYKHO BOCCTAaHOBUTH COJIEP’KaHUE MEPCOHATBHBIX JIAHHBIX B MH(GOPMAIIMOHHON
CUCTEME TEePCOHAIBHBIX JAHHBIX paOOTHUKOB WJIU B PE3ylbTaTe KOTOPHIX
YHUYTOXKAIOTCA MaTepUaIbHbIE HOCUTEIH MEPCOHANBHBIX TAHHBIX PA0OTHUKOB;



— 00e3MMurMBaHWE TEPCOHATBHBIX JIAHHBIX — JICHCTBHS, B PE3yIbTaTe KOTOPHIX
HEBO3MOXKHO OIPECIUTh IMPUHAMICKHOCTh IMEPCOHATBHBIX JaHHBIX KOHKPETHOMY
pabOTHUKY;

— 0OIIEJOCTYIIHBIC TEPCOHANBHBIC JaHHBIC — IIEPCOHAJIBHBIC JIAHHBIC, JIOCTYI
HEOTPAHUYCHHOT'O KpyTa JIMI] K KOTOPBIM IPEIOCTaBJICH C Corlacys paOOTHHUKA WX Ha
KOTOpPbIE B COOTBETCTBUU C deaepalbHbIMA 3aKOHAMH HE PacIpOCTpaHSASTCS
TpeboBaHUE COOTIOICHUSI KOH(UICHITNATBHOCTH.

— wuHdopmamusa — cBeAcHUSA (COOOIICHUS, JaHHBIC) HE3aBUCUMO OT (OPMBI HUX
MIPE/ICTABIICHUS.

— JIOKyMEHTHpOBaHHas wuHMopManus — 3adUKCUpOBaHHAsS HA MaTePHATBHOM
HOCHUTENIC TyTeM JTOKYMEHTHUPOBAHUS HHGPOpMAIMs ¢ PEKBU3UTAMU, TO3BOJISIOIIMMHU
OIPEJICTUTh TaKyIO0 HHPOPMAITUIO HIIH €€ MaTEPHAITbHBIN HOCHTEIIb.

3. CocTaB nepCcoOHAJbHBIX JAHHBIX PA0OTHUKOB.

3.1. B cocraB nepcoHaJIbHBIX JaHHBIX pAOOTHUKOB Y UPEKICHUS BXOMIIT:

— aHKETHbIE U Onorpaduueckue JaHHbIE;

— 00pa3oBaHuE;

— CBEJICHUSA O TPYAOBOM U OOIIIEM CTaxe;

— CBEJICHUS O COCTaBE CEMbH;

— TIACTIOPTHEIC TAHHBIC;

— CBEICHUS O BOMHCKOM YyUeTe;

— CBeJeHUs 0 3apaboTHOI miIaTe;

— CBEJICHUS O COITMAIBHBIX JIbIOTaX;

— CIeIUaIbHOCTD,

— 3aHMMaeMasi JOKHOCTB;

— HaJlM4ue CYIUMOCTEH;

— aJpec MecTa KUTEIbCTBA,;

— JIOMAallIHUN TenedoH;

— MECTO pabOoThI WK Y4eObl WICHOB CEMbU U POJICTBEHHHUKOB;

— cozepKaHUe TPYAOBOTO IOTOBOPA;

— COCTaB JICKJIAPUPYEMBIX CBEJCHUHN O HATMYMK MAaTepUATIbHBIX IIEHHOCTEH;

— cojlepKaHue JICKIapaliy, 101aBaeMOU B HAJIOTOBYIO HHCIICKITHIO;

— TIOJJIMHHUKY M KOTIMH MPUKA30B 0 JIMYHOMY COCTaBY;

— JIMYHBIE JIeJIa U TPYAOBBIE KHKKU COTPYIHHUKOB;

— OCHOBaHMS K MPUKa3aM M0 JTUYHOMY COCTaBY;

— JIefnia, coJieprKaliie MaTepuaibl 1O MOBBIIMICHUIO KBATU(PUKAIINN U

MEePETIOTOTOBKE COTPYAHUKOB, X aTTECTAIMH, CITy>KEOHBIM pacCaeqOBaHUSIM;

— KOITMU OTYETOB, HATIPABIISIEMBIC B OPTaHbl CTATUCTUKH.
3.2. JlaHHBIE JOKYMEHTHI SIBJIIOTCA KOH(PHUAECHIIUATbHBIMH, MPU ITOM, YUUTHIBAS HX
MacCOBOCTh W €IUHOE MECTO OO0pabOTKM W XpaHEHUS - COOTBETCTBYIOIMUNA Tpud
OrpaHUYCHMS HA HUX HE CTABUTCA.



4. O0paboTKa MEePCOHATBHBIX JAHHBIX.

4.1. B mwnensx obecnedeHus mpaB U CcBOOOA pabOTHUKA YUpEKIEHUS € €ro
MpEeACTAaBUTENIM TpU O00pabOTKE TMEPCOHAIBHBIX JIAHHBIX PaOOTHUKA O00s3aHbBI
coOMr0aTh crenyronme oonme TpeOOBaHNS:

4.1.1. OOpaboTka TEPCOHATBHBIX TAHHBIX PAOOTHHUKA MOXKET OCYIIECTBISTHCS
HCKITIOUNTEIRHO B IIENSIX OOCCTICUCHHS COONIOACHUS 3aKOHOB M WHBIX HOPMATHBHBIX
MPABOBBIX AaKTOB, COJACHCTBUS paOOTHHUKAM B TPYAOYCTPONCTBE, OOy4YE€HUU U
MPOJBIKEHUU MO cyk0e, o0ecrieueH sl TMYHON 0€30MacHOCTH PaOOTHUKOB, KOHTPOJIS
KOJIMYECTBA M KayecTBa BBIMONHIEMONW pabOThl U O00ECleYeHHs] COXPaHHOCTH
MUMYIIIECTBA.

41.2. Tlpu onpeneneHnn o0beMa ©  COAepkaHUs  0OpabaThIBaEMBIX
MEPCOHANBHBIX JIAHHBIX pa0OTHUKA paboTomaTeNlb JIOJDKEH PYKOBOJCTBOBATHCS
Koncturynmeinn  Poccuiickoii  ®enepaunn, TpynoBeim Kogekcom W MHBIMH
dhenepanbHBIMA 3aKOHAMH.

4.1.3. IlonyuyeHue mepCcOHATBHBIX JAHHBIX MOXET OCYIIECTBIISITHCS KakK IyTEM
MPEACTABIICHUS WX CaMUM pPaOOTHUKOM, TaK M ITyTE€M TOJYYCHHS WX W3 HWHBIX
MCTOYHUKOB.

4.1.4. TlepcoHanbHble JNaHHbIE paOOTHUKA CIEAYyET MOJy4aTh Y HEro Camoro.
Ecnu mepconanpHbie MaHHBIE PAaOOTHWKA BO3MOXKHO MOJYYUTh TOJNBKO Y TpPEThEH
CTOPOHBI, TO PAOOTHUK JOKEH OBITh YBEJAOMJIEH 00 ATOM 3apaHee M OT HEro JOJIKHO
OBITh MOJTYYEHO MUCbMEHHOE coryiacue. PaboTonarens q0KeH cOOOMUTh paOOTHUKY O
[EeJsIX, MPEANoIaraéMplX KICTOYHUKAX M CTI0C00aX MONYYeHHs MePCOHATBHBIX JaHHBIX,
a Tak e O XapakTepe TMOJIeKAIUX TONIYYCHHIO TMEPCOHANBHBIX JaHHBIX U
MOCJIEJICTBUSX OTKa3a paOOTHHKA 1aTh MUCHbMEHHOE COTJIACHE HA UX MOTy4YeHHE.

4.1.5. PaGotomarenp He UMEET IpaBa MOJy4aTh U 00padaThIBaTh MEPCOHATILHBIC
JaHHBIE PAaOOTHUKA O €ro MOJUTHYECKUX, PEIUTHO3HBIX M HWHBIX YOSXKICHHSIX U
YaCTHOW KU3HU. B cilydasix, HEMOCPEICTBEHHO CBS3aHHBIX C BOMPOCAMHU TPYAOBBIX
OTHOIIICHUH JTaHHBIC O YaCTHOM KU3HHU paOOTHHKA (MH(POPMAIIHS O KU3HEACATCIbHOCTH
B cdepe ceMeHHBIX OBITOBBIX, JUYHBIX OTHOIICHWN) MOTYT OBITh TONXYYEHBI U
o0paboTaHbl paboTOAATENEM TOIBKO C €ro MUChbMEHHOTO COTrIacusl.

4.1.6. PabGortomaTenb He UMEET MPaABO MOTydaTh U 00pabaThIBaTh MEPCOHATHHBIC
JaHHbIE pPa0OTHUKA O €ro WICHCTBE B OOIIECTBEHHBIX OOBEAMHEHHSIX WA €ro
npo(COIO3HON  NIEeATENbHOCTH, 3a HCKIIOUEHHWEM CIlydaeB, MpPeIyCMOTPEHHBIX
(benepanbHBIM 3aKOHOM.

4.2. K obOpaboTke, nmepenaue U XpaHCHUIO TIEPCOHAIIBHBIX JJAHHBIX PAOOTHUKA MOTYT
UMETh JOCTYI COTPYTHUKHU:

— byxranrepuu;

— Oraena nepcoHana;

— Ortnena nHGOPMAIIMOHHBIX TEXHOJIOTHH.

4.3. Hcnonp3oBaHHWE MEPCOHAIBHBIX JAHHBIX BO3MOXKHO TOJBKO B COOTBETCTBHH C
LEJSIMU, OTIPEACIUBIIUMH UX MOJyYCHHE.

4.3.1. IlepcoHaibHBIC MJaHHBIE HE MOTYT OBITh HWCIOJIB30BAHBI B  IIENIAX
MPUYMHEHUST HMYIIECTBEHHOTO M MOPAJIBHOTO Bpela TpaxaaHaMm, 3aTPyAHCHUS
peanuzanu npaB W cBoOoxa rpaxaaH Poccuiickoit deneparuu. OrpaHudeHue mpas
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rpaxnan Poccuiickoii @enepanu Ha OCHOBE HCIONb30BaHHUS WHGpOpManuu 00 uX
COLIMAIbHOM TIPOMCXOKIEHUH, O PACOBOM, HAIIMOHAJIBHOM, SI3bIKOBOM, PETUTMO3HON U
NapTUAHOM  TPUHAIJIOKHOCTH 3ampelieH0 ¢ Kapaercs B COOTBETCTBHU  C
3aKOHO/1aTEIbCTBOM.
4.4. Tlepenaya mnepcOHAJNbHBIX JAHHBIX PAOOTHUKA BO3MOXKHA TOJIBKO C COIJIacust
paboOTHHKA WK B CIIy4asiX, IPSIMO MPEAyCMOTPEHHBIX 3aKOHOIATEIbCTBOM.

4.4.1. Tlpu nepenaue MepCOHANBHBIX JaHHBIX pabOTHHKA paboTOmATENb JOJKEH
COOI0aTh CleNyIoue TPEOOBaHNUSA:

— HE COOOIIaTh MEpCOHANbHBIE JaHHbIE Pa0OTHHKA TpeThell cTopoHe 0e3
MUCBMEHHOT'O corjlacusi pabOTHHKA, 32 UCKIIIOYEHHEM CIy4aeB, KOT/la 3TO HEOOXOUMO
B LIEJISIX MPENYNPERKACHUS YTPO3bl )KU3HU U 3[I0POBBI0 PAOOTHUKA, & TAKXKE B CIydasiX,
YCTaHOBIICHHBIX (peIepaIbHBIM 3aKOHOM;

- HE coOO0IIaTh MEePCOHANBHBIC JTaHHBIC PAOOTHHKA B KOMMEPUYECKHX IIEIISIX
0e3 ero NMMCbMEHHOT'O COTJIacHs;

- MpEeAyNPEeaUTh JIMI, MOJYyYaloIIUX MEePCOHAIbHBIE JaHHbIE PA0OTHHKA, O
TOM, YTO 3TU JAaHHbIE MOTYT OBITH MCIOJIb30BaHbl JHILIb B LEIAX, I KOTOPBIX OHHU
COOOIIeHbl, W TpeOOBaTh OT J3TUX JUI MOATBEPXKICHHUS TOr0, YTO 3TO MPABUIIO
coomoneno. Jluma, mnonydamomue mepCcOHATbHbIE TaHHbIE pPAaOOTHHKA, OOS3aHBI
COOIOJIaTh PEKUM CEKPETHOCTH (KOH(PUAECHIHATBLHOCTH). JlaHHOE TMOJNIoKEHUE He
pacnpocTpaHsieTcss Ha OOMEH MepCOHAIbHBIMU JaHHBIMU DPAOOTHUKOB B TOPSJIKE,
YCTaHOBJICHHOM (eiepaibHbIMU 3aKOHAMU;

- paspfuiatb OOCTYII K IICPCOHAIIBHBIM JdaHHBIM pa6OTHI/IKOB TOJIBKO
CIICOaJIbHO YIIOJHOMOYCHHBIM JIMIAM, OHNPCACIICHHBIM IIPUKA30M I10 YUYPCKIACHUIO,
IIpX 3TOM YKA3aHHBIC JIMIA JOJKHBI UMCTH IIPAaBO ITOJIYYAThb TOJIBKO TC IICPCOHAJIBHLIC
JaHHBIC pa6OTHI/IKa, KOTOPBIC HCO6XOI[I/IMI>I JJIs1 BBIITOJIHCHUA KOHKPCTHBIX ®YHKHHﬁ;

- HE 3ampamuBaTh WH(GOPMAIMIO O COCTOSIHUM 370pOBbA pabOTHHKaA, 3a
UCKIIFOUEHHEM TE€X CBEICHUM, KOTOpPBIE OTHOCATCS K BOIPOCY O BO3MOYKHOCTH
BBITIOJTHEHUSI PAOOTHUKOM TPY0BOM (QYHKIINU;

- nepeaBarh  MEpPCOHAJIbHbIE  JIaHHBIE  PAOOTHHKA  MPEACTABUTEISAM
pabOTHUKOB B MOpsAKE, ycTaHOBIEHHOM TpymoBeiM KojekcoM, u orpaHuumMBaTh 3TY
uH(pOpMAIUI0O TOJBKO TEMHU MEPCOHAIbHBIMU JaHHBIMH PaOOTHUKA, KOTOpHIE
HEOOXOIUMBI JJIs1 BHITIOJIHEHUS! YKa3aHHBIMU MPEICTAaBUTENSIMU UX (DYHKITUH.

4.4.2. llepenada nepcOHaJbHBIX JAHHBIX OT AeprKaTels WK ero npeacTaBuTenen
BHEIIHEMY MOTPEOUTENI0O MOXKET JTOMYCKAaThCS B MUHUMAJIbHBIX 00bEMax M TOJIBKO B
LENAX BBIMOJHEHUS 3a]1a4, COOTBETCTBYIOIIMX OOBEKTUBHOM MNpUUMHE cOOpa 3TUX
JAHHBIX.

4.5. Ilpu nepegaye nepcoHaNbHBIX JAHHBIX PAOOTHUKA MOTPEOUTENAM (B TOM YUCTIE U
B KOMMEpPUECKHX 1IeJIX) 3a MPEe/eNbl OpraHn3aluy paboToaaTelNb He JOHKEeH coo0IaTh
ATU JIaHHBIE TPEThENU CTOPOHE 0€3 MUCBMEHHOIrO corjacusi pabOTHHKA, 33 UCKIFOUEHUEM
ClIydaeB, KOT/Ia 3TO HEOOXOIMMO B LENSIX MPEeIyNpexKACHNUs YIPO3bl )KU3HU U 310POBBIO
pabOTHMKA WK B CIIy4asiX, YCTAHOBJIEHHBIX (peiepabHbIM 3aKOHOM.

4.6. Bce Mepbl KOHQUICHIMAIBHOCTH TIpu cOope, 00pabOTKE U XpaHEHUU
NEPCOHANIBHBIX JTaHHBIX COTPYAHMKA PACIPOCTPAHIIOTCS Kak Ha OyMakHbIe, TaK U Ha
AJIEKTPOHHBIE (aBTOMATU3UPOBAaHHBIE) HOCUTEIN UH(DOPMALIHH.
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4.7. He nomyckaercs OTBEYaTh Ha BOIIPOCHI, CBSI3aHHBIE C NEpefadyell NepCOHATbHON
uHpopmaIuu no tenedoHy uin Gakcy.

4.8. XpaHeHHE TEPCOHAJBHBIX JAHHBIX JIOJDKHO MPOMCXOAUTh B  MOPSJIKE,
MCKJTIOYAIOIIEM UX yTpaTy WU UX HEMPAaBOMEPHOE HCIIOIb30BAHUE.

4.9. Ilpu npuHATHM pEelIeHUH, 3aTparuBarolUX UHTEpPEChl pabOTHHKA, pabOTOIATENb
HE MMEET IpaBa OCHOBBIBATHCA HA MEPCOHAIBHBIX JAHHBIX PA0OTHHKA, MOJYYEHHBIX
UCKJIIOUUTEIILHO B PE3yJIbTaTe UX aBTOMATU3UPOBAHHON 00paOOTKU MU AJIEKTPOHHOIO
nonydyeHus. Paborojmarens  ydyuTBIBa€T JIMYHBIE KadyecTBa  pabOTHUKA,  €ro
100pPOCOBECTHBIN U 3PPEKTUBHBINA TPY/I.

5. KomIiekc J0KyMeHTOB, CONPOBOXKAAIIINIA Mpouecc o(popmiieHust
TPYAOBBIX OTHOLICHUM PAa00THUKA B Y4Ype:KICHUH NPH ero npueme,
nepesoje U YBOJbHEHUH.

5.1. Hudopmauus, npeacrapisieMas paOOTHUKOM MpPU MOCTYIUIEHUHM Ha paboOTy B
Yupexenue, J0KHa UMETh JOKyMEHTalbHy0 (Gopmy. [Ipu 3aximroueHuu TpyaoBoro
JIOTOBOpPA B COOTBETCTBUU CO CT. 65 TpynoBoro koaekca Poccuiickoit @eaepannu Julo,
nocTynaroliee Ha padoTy, MPeaAbABIAET padOTOAATENIO:

— nacnoprt rpaxaanusa Poccuiickon denepanuy;

- TPYAOBYIO KHIKKY, 3@ MCKJIIOYEHHUEM CIIy4aeB, KOIJa TPYAOBOHW JOrOBOP
3aKJIIOYAeTCsl BIEpBbIE MM pa0OTHUK IOCTyHaeTr Ha pabdoTy Ha YCIOBHUAX
COBMECTUTENIBCTBA, JTUOO TPYAOBas KHU)KKA y paOOTHUKAa OTCYTCTBYET B CBSI3H C €€
yTpaToil WK MO APYTUM MPUUUHAM;

- CTPaxoBOE CBUETEIBCTBO I'OCY1apCTBEHHOIO IIEHCUOHHOI'O CTPaXOBAHUS;

— JIOKYMEHTBl BOMHCKOTO y4deTa — JIJIl BOGHHOOOSI3aHHBIX M JIMILI, MOJIEKAIIUX
BOMHCKOMY YYETY;

— JOKyMEHT 00 o0pa3oBaHWd, O KBaTU(UKANNN WIA HAJTUYUHA CIICIIHATBHBIX
3HaHWW — MPHU TOCTYIJICHUH Ha padoTy, TpeOYyIIIyl CHEeNHaIbHBIX 3HAHUN WU
CIICLMaJIbHOM MOJATrOTOBKH;

— CBUJETENBCTBO O nipucBoeHnn MHH.

5.2. Ilpu odopmienun paboTHUKAa B YupexiaeHHe paOOTHUKOM 3aIlOJIHSAETCS
yHupuuupoBanHas ¢opma T-2 «JIuuHag kapTouka paOOTHUKa», B KOTOPOMU
OTpaXKaroTCs CIEAYIONINE aHKETHbIE U OMorpaduieckue JaHHbIe pabOTHUKA:

— oomme cBenenusa (P.M.O. paboTHuKa, naTta POXKACHHUS, MECTO POKIACHHS,
rpaXIaHCTBO, oOOpa3oBaHue, mnpodeccus, CcTaxx pabOThl, COCTOSTHUE B Opake,
MACMOPTHHIE TAHHbIE);

— CBEJICHUSI O BOMHCKOM YYeTe;

— JTAaHHBIC O TIpHiEeMe Ha padoTy;

B nanpHeeM B TMYHYIO KAPTOYKY BHOCATCS:

— CBE/ICHUS O MEPEBO/IaxX Ha JIPYryio paboTy;

— cBeZleHus1 00 aTTecTalluu;

— CBEJICHHS O MOBBINICHNY KBATU(UKAIINN;

— CBEICHHS O MPO(ECCHOHATBHON NEPETIOATOTOBKE;
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- CBeJIEHUs 0 Harpaaax (MOOUIPEHMSIX ), TOYETHBIX 3BAaHUSX;

- CBeIeHHs 00 OTIYCKaXx;

- CBEJICHUS O COLMAIBHBIX FapPAHTHSAX;

— CBEJICHUSI O MECTE JKUTEIbCTBA U KOHTAKTHBIX Telle(poHax.

5.3. B otaene mepconana YupexAeHHs] CO3AIOTCSI M XPAHITCS CIEAYIONINE TPYIIbI
JOKYMEHTOB, COJI€prKall[ue JaHHble O pAOOTHUKAX B €IUHUYHOM HJIM CBOJIHOM BHJIE:

5.3.1. JlokyMeHTBI, cOJep)Kalue TEepCOHaJbHBIE  JaHHbIE  PaOOTHUKOB
(KOMIUIEKChl TOKYMEHTOB, COINPOBOXKJAIOIIKE TMporecc O(GOpMIEHUS TPYAOBBIX
OTHOILICHUH TIpH MpueMe Ha padoTy, MepeBoJie, YBOIbHEHUN; KOMILJIEKC MaTEPHAaIOB IO
aHKETUPOBAHUIO, TECTHUPOBAHMIO; IPOBEACHHUIO COOECENOBAaHUI C KaHAMJATOM Ha
JOJKHOCTD;, MOJJIMHHUKA M KONUHU IMPHUKA30B MO JIMYHOMY COCTaBY; JIMYHBIEC Jl€Jla U
TPYAOBbIE KHUXKH PaOOTHHUKOB; JieJia, COJEp KaIle OCHOBAHMS K IPUKA3y MO JTUYHOMY
COCTaBy; Jena, CoJepXkallue MaTepuaibl aTTecTallud paOOTHUKOB; CIYKEOHBIX
pacciefoBaHUN;  CIPaBOYHO-UH()OPMALMOHHBIK 0aHK JaHHBIX [0 MEepCOoHAy
(kapTOoTeKH, KypHaJbl); MOJJIMHHUKM W KONUM OTYETHBIX, AHAJUTHYECKUX U
CIPABOYHBIX MaTEpUAJIOB, NEPEIABAEMbIX PYKOBOACTBY YUpEXKACHUS, PYKOBOJIUTEISIM
CTPYKTYPHBIX IOJpAa3/EICHUI; KOIUHA OTYETOB, HAMNPABIIEMBIX B TIOCYJAapPCTBEHHBIE
OpraHbl CTATUCTHKHU, HAJOTOBbIE€ MHCIEKIMH, BBIIMIECTOSIINE OpraHbl YNPaBICHUS U
ApYTHe YUpeKIeHus).,

5.3.2. JloxkymeHTanusi MO OpraHu3anmuu paboThl CTPYKTYPHBIX MOJpa3aeieHHI
(monoxeHust O  CTPYKTYPHbIX  HOJAPA3AENEHUsX, JOJDKHOCTHBIE  HHCTPYKLHHU
paOOTHUKOB, TIPUKA3bl, PACHOPSDKCHUS, YKa3aHHS PYKOBOJACTBA  YUPEKICHUS);
JOKYMEHTBI 10 IUIAHMPOBAHMIO, y4YeTy, aHaJIM3y M OTYETHOCTH B YacTH pPalbOTHI C
NEPCOHAJIOM Y UpEKIEHUS.

6. JlocTyn K mepcoOHATbHBIM JTAHHBIM.

6.1. BHyrpeHHH# H0OCTYH (HOCTYI BHYTPH Y UPEKICHUS).
6.1.1. IlIpaBo mocTymna K MepCOHATBHBIM JAHHBIM COTPYIHUKA UMEIOT:
— 3aBenyronuii JIOY;
- COTPYIHUKHU OTJIeJIa IepCoHaNa Y UpexaeHus;
— caM pa0OTHUK, HOCUTEIb JIaHHBIX.
— IpyTue COTPYAHHUKH YUYPEKIACHHsS] TMPH BBIOJHEHUH HMU CBOHMX CIIY)KEOHBIX
00513aHHOCTEH.

6.1.2. IlepeueHb L, UMEIOMIMX JTOCTYM K MEPCOHAIBHBIM TaHHBIM PAOOTHHUKOB,

OIpEAEIISIETCS MPUKA30M 3aBEAYIOIIEr0 Y UpEKICHHUS.
6.2.  BHemiHuii mocTyi.

6.2.1. K umcny wMaccoBbIX TMOTpeOUTENel TMEepPCOHAIbHBIX JaHHBIX BHE
OpraHM3allud  MOXHO  OTHECTHM  TOCYJapCTBEHHbIE W  HEroCyJapCTBEHHbIE
(GyHKIIMOHATBHBIE CTPYKTYPHI:

- HAJIOTOBbIE MHCTICKIINH;

— PaBOOXPAHUTEIbHbIE OPTaHbI;

- OpraHbl CTATUCTUKY;

— BOCHKOMATHI;

— Oprasbl COI[MATIBHOTO CTPAXOBAHMUS;



— MEHCUOHHBIE (DOH/IBI;
— MOJIpa3/IelICHUs] MyHHUITUTIATBHBIX OPTAHOB YIIPABIICHUS;

6.2.2. Han3opHO-KOHTPOJBHBIE OPTaHbl UMEIOT JOCTYI K MHPOPMALIMU TOJIBKO B
chepe cBoeil KOMITETEHIINY.

6.2.3. Opranuzaiuu, B KOTOpPbIe COTPYAHUK MOXKET OCYIIECTBISATH MMEPEUNCICHUS
JICHSKHBIX CPEJICTB (CTPaxoOBble KOMITAHWHW, HErOCYAapCTBCHHBIC NTEHCUOHHBIC (DOH/IBI,
0JIarOTBOPUTENHHBIC OPTaHU3AINH, KPEAUTHBIC YUPEKICHHSI), MOTYT MOTYYUTh JOCTYT
K IEPCOHAJIbHBIM JaHHBIM PA0OTHHUKA TOJBKO B CIy4Yae €ro MMCbMEHHOI'O pa3pelieHHUs.

6.2.4. Csenenusi o paboTalOIIEM COTPYIHHUKE UM YXKE YBOJIEHHOM MOTYT OBIThH
MPEJCTaBICHbl JPYrol opraHu3alueil TOIbKO C MUCHMEHHOTO 3ampoca Ha OJaHke
OpraHu3alyy, C MPWIOKEHUEM KONUM HOTAPUAIBHO 3aBEPEHHOIO  3asBIICHUS
paboTHHKA.

6.2.5. IlepcoHanpHble [aHHBIE COTPYIHHUKA MOTYT OBITh TMPEICTABICHBI
POJICTBEHHHKAM WJIM WICHAM €r0 CEMbH TOJBKO C MUCHbMEHHOTO pa3pelieHus caMoro
COTPY/THHKA.

6.2.6. B ciyuae pazBoja ObIBIIas cyrpyra (Cynpyr) UMEIOT MpaBO 0OpaTUTHCS B
OO11ecTBO C MUCHMEHHBIM 3aMpOCOM O pa3Mepe 3apabOoTHOM IIaThl COTpyAHUKa Oe€3
ero cornacus (YK P®).

7. 3amMTa NEePCOHATbHBIX JaAHHBIX.

7.1. 3ammra IIEPCOHAIBHBIX JTAHHBIX IIPEACTABIISAET co0oit KECTKO
periaMeHTUPOBaHHbBIN u JUHAMHYECKU TEXHOJIOT MUECKUI nporecc,
NpeayNpekXIaloNuil  HApYIICHHE JTOCTYIMHOCTH, IIEIOCTHOCTH, JOCTOBEPHOCTH U
KOHQUACHIIMAIBLHOCTH  TMEPCOHANBHBIX  JIAHHBIX M, B  KOHEYHOM  CUETe,
o0ecreunBaIUi TOCTATOYHO HAJSKHYIO 0€30MacHOCTh HH(OpMAIMH B MpoIecce
yIpaBIeHUYECKON U MPOU3BOICTBEHHOM IE€ATEIHLHOCTH JOUIKOIBHOTO YUPEKIACHHUS.
7.2. 3ammra TIEPCOHAJBHBIX JaHHBIX pabOTHHKA OT HENPaBOMEPHOTO  MX
WCIIOJIb30BAaHUSl WM YTpaThl JOJKHA OBbITh OOecrieueHa YUpekIeHUs 3a CUET €ro
CPEICTB B MOPSIIKE, YCTAHOBICHHOM (hefiepaibHbIM 3aKOHOM.
7.3. BHyTpeHHss 3aluTa.

7.3.1. JIns obecrnieueHuss BHYTPEHHEH 3alllUThl TMEPCOHAJBHBIX JAHHBIX
PabOTHUKOB HEOOXOIMMO COOJIIOIATh PSIT MEp:
— OTpaHWYEHHE W periiaMeHTaIsl CcocTaBa paOOTHUKOB, (YHKIMOHAJIbHBIC
00513aHHOCTH KOTOPBIX TPEOYIOT IOCTYIA K EPCOHATBHBIM JAaHHBIM COTPYIHUKOB.
- cTporoe u30OuparenbHOe W OOOCHOBaHHOE pacIpeleieHHe JOKYMEHTOB H
nHpopMaIu MeXay pabOTHUKAMU;
— palioHaIbHOE pa3MelieHne pabdoyux MecT pabOTHHUKOB, TMPU KOTOPOM
UCKJITI0YaJIOCh ObI OECKOHTPOJILHOE UCIIOJIb30BAHUE 3aIUIIIAeMO HHPOPMAIINH;
— 3HaHHE PA0OTHUKOM TpeOOBAaHMN HOPMATUBHO — METOJAMYECKUX JTOKYMEHTOB IO
3amuTe NH(HOPMALIUY U COXPaHEHUU TaHBI;
— HAJINYUE  HEOOXOJUMBIX  YCIOBUH B  IOMENIEHMH Uil  paboThl ¢
KOH(UIECHIIMATBHBIMU IOKYMEHTAMU U 0a3aMU JJAHHBIX;
— OTIpeNieTIeHNE U PErJIaMeHTaIlUsl COCTaBa PaOOTHUKOB, UMEIOIINX MPaBO TOCTYIa
(BXoma) B moMelIeHHe, B KOTOPOM HAXOIUTCS BRIYUCIUTEIbHAS TEXHUKA;
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— OpraHu3alus Mopsijka yHUUTOXKEHUsI HOpMalUH;

— CBOEBPEMEHHOE BBISBJICHUE HAPYIIEHUSI TPEOOBAHHI pa3pelInTEIHbHON CUCTEMBI
JOCTYIIa paOOTHUKAMU TTOAPA3CIICHUS;

— BOCIIUTATENIbHAS U PAa3bsICHUTENIbHAS padoTa C COTPYJHUKAMU TOAPA3ACICHUS 110
MPENYNPEKICHUIO YTPAThl IEHHBIX CBENCHWA TpH padoTe ¢ KOH(HICHIIMATHLHBIMU
JIOKYMEHTaMH;

— JUYHBIE JieJla MOTYT BbIJIaBaThCAd Ha pabouuMe MecTa TOJIbKO 3aBEaAYIOIIeMy
JIOIITKOJILHOTO YUPEXKICHUsS, pAOOTHUKAM OT/Iea.

7.3.2. 3amura TMEpPCOHAJIBHBIX JIAHHBIX COTPYJHMKOB Ha  3JEKTPOHHBIX
HocuTensix. Bce mamku, cojaepikailine MepCOHalbHbIE JAaHHBIE COTPYJHUKA, JOJKHBI
MMETh OrPaHUYEHHBIN JOCTYII.

7.4. Bnemnnsas 3ammura.

7.4.1. Jlna obOecrieueHHs BHEITHEH 3alIUThI IEPCOHAIBHBIX JTAHHBIX COTPYIHUKOB

HEO0OXOJMMO COOJIIOATh P MEp:

— MOPSIZIOK TIPUEMA, YU€Ta U KOHTPOJIS I€ITEIbHOCTH MOCETUTENEH;

— MPOMYCKHOM PEXUM YUPEKIEHNUS;

— TEXHUYECKHUE CPEICTBA OXPaHbI (AIEKTPOHHBIN KITIOU, CUTHAIU3AIUN);

— MOPSIZIOK OXPaHbl TEPPUTOPHUH, 31aHUH, TOMEIICHUHN, TPAHCIIOPTHBIX CPE/ICTB;
7.5. Bce nuia, cBsA3aHHbIE C NMOJy4YeHHEM, OOpaOOTKOW M 3aIIUTON MEPCOHAIBHBIX
JaHHBIX, 00s13aHBI HE pa3IJialliaTh MEPCOHANLHBIE TaHHbIE PAOOTHUKOB.

7.6. Kpome Mep 3aIUTHI MepPCOHATBHBIX JTAHHBIX, YCTaHOBJICHHBIX
3aKOHOJATENhCTBOM, paboromaTenu, paOOTHUKHM ¢ WX TNPEICTABUTEIN MOTYT
BbIpaOaThIBaTh COBMECTHBIE MEPHI 3aIUTHI IEPCOHATLHBIX JTAaHHBIX PAOOTHUKOB.

8. IlpaBa u 0013aHHOCTH PadOTHHKA.

8.1. PabGoTHukM MOKHBI OBITH O3HAKOMJICHBI MO/ PACIHCKYy C JOKyMEHTaMU
OpraHu3alliy, YCTAaHABJIWBAIOUIUMH TOPSIOK OOpaOOTKH MEPCOHAJIBHBIX JIaHHBIX
pabOTHHUKOB, a TaKKe 00 UX IpaBax U 00SI3aHHOCTAX B 3TOM 00JIACTH.

8.2. B memax 3ammThl TEPCOHAIBHBIX JaHHBIX, XpaHAIIUXCA Yy padoromares,
pabOTHUK UMEET MPaBo:

- TpeOOBaTh UCKIIIOYEHUS WJIU UCTIPABJICHUSI HEBEPHBIX WJIU HETOIHBIX JJAHHBIX;

- MOJIy4aTh CBOOOJHBIM OECIUIATHBIA JTOCTYI K CBOHMM II€PCOHAJIbHBIM JIaHHBIM,
BKJIIOYas MPaBO Ha IOJy4YeHHE KOMUM 000N 3amucH, COAepiKalled MepCOHabHbIC
JTaHHBIE.

- MEePCOHAJIbHBIEC JIaHHBIE OIIEHOYHOI'0 XapakTepa JOMOJHUTH 3asBJICHUEM,
CoJIepIKaliUM €ro COOCTBEHHYIO TOUKY 3PEHHUS;

- OMPENIENATh CBOUX MPE/ICTABUTENEH ISl 3aIIUTHl CBOUX NEPCOHAIBHBIX TAHHBIX;
- Ha COXPAaHEHUE U 3aIINUTY CBOEH JIMYHOM KU3HU U CEMEHHOMN TalHBI.

8.3. PabGorHuk o00s3aH TMepenaBaTh YUPEXKICHHUIO KOMIUIGKC JOCTOBEPHBIX,
JTOKYMEHTHUPOBAHHBIX TIEPCOHATBHBIX JAHHBIX, COCTaB KOTOPBIX YCTAHOBIEH TPYIOBBIM
Komekcom P®, a Takke CBOCBPEMEHHO CO000maTh 00 HW3MEHECHHSIX CBOMX
MePCOHATBHBIX JIAHHBIX.

8.4. PabGoTHukH CTaBAT YUpekIeHUE B H3BECTHOCTh 00 M3MEHEHNUN (aMITHK, UMCHH,
OTYECTBA, JAaThl POXKJICHHUSA, 4YTO IMOJy4aeT OTpPaK€HHE B TPYIAOBOM KHHUXKKE Ha
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OCHOBAHUU TMPEJICTABICHHBIX TOKYMEHTOB. [Ipn HEOOXOIUMOCTH U3MEHSIOTCS JJAHHbIE
00 oOpa3zoBanuu, Mpodeccuu, CIeHAITbHOCTH, IPUCBOCHUH HOBOT'O pa3psiaa u Tp.

9. OTBeTCTBEHHOCTH 32 pa3rJiaiieHue KOH(UIeHIIHATbHOM
HH(poOpMAaNUU, CBA3AHHOM C MEPCOHATBLHBIMH TaHHBIMHU.

9.1. PyxoBomuTenb, pa3pelIalONIMil TOCTYH COTPYAHHKAa K KOH(HUIECHIHAIBHOMY
JOKYMEHTY, HECET NIEPCOHAIbHYIO OTBETCTBEHHOCTD 34 JJAHHOE Pa3peLIeHue.

9.2. Kaxnapiid COTPYJIHUK YUpEeXKICHHUS, MOJTy4arOIIN i TUTSI paboThI
KOHQUACHIUATIbHBIA  JOKYMEHT, HECeT EIWHOJUWYHYI0  OTBETCTBEHHOCTh  3a
COXPaHHOCTh HOCHUTENS U KOH(PHUIECHIIMATHHOCTh HH(OPMALIHH.

9.3. Jlumna, BUHOBHBIC B HapYIICHUU HOPM, PETYIUPYIOLIUX MOTydYeHHuEe, 00paboTKy U
3alUTYy ~ NEpPCOHAIBHBIX  JAaHHBIX  pabOOTHUKA,  HECYT  JIUCUUIUIMHAPHYIO,
aJIMUHUCTPATUBHYIO, TPAXKIAHCKO-TIPABOBYIO WJIM YTOJOBHYIO OTBETCTBEHHOCTH B
COOTBETCTBHH C (hefiepaabHbIMU 3aKOHAMHU.
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