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INOJIOKEHUE
0 MepPCOHATBHBIX JAHHBIX pabOoTHHKOB

1. OOume nonoxeHus.

1.1.enpto nonoxenuss o6 obpaboTke nepcoHanbHbIX JaHHBIX paboTHukoB (nanee — Ilonoxenue) sBnsercs
3amuTa nepcoHanbHbIX OaHHBIX paboTHUkoB 'BYKO «Menbinckuii [THH» (nanee — VupexnaeHnue) ot
HECaHKIIMOHMPOBAHHOI'O JIOCTYINa, HEMPABOMEPHOTO WX MCIOIB30BAHHS WM YTPAaThl, a TAK)KE YCTAHOBJICHHE
OTBETCTBEHHOCTH [O/DKHOCTHBIX JIML, MMEIOLIMX JOCTYN K [epCOHAIbHBIM JaHHbIM pabOTHHKOB,
3a HeBBITIOJTHEHHE TPeOOBaHMI HOPM, PeryIUpyOIUX 00paboTKy U 3allUTy MepPCOHANBHBIX JaHHBIX.
1.2.TlonoxxeHue pa3paboTaHo B cOOTBETCTBHH co cTaThiMH 85-90 Tpynosoro Konekca Poceuiickoit ®enepaiuu,
Koncruryuueii Poccuiickoii ®enepauuu, I'paknanckum kopekcom Poccuiickoii @enepaunu, enepanisHbiM
3akoHOM «O0 mH(OpManuK, HHPOPMALIMOHHBIX TEXHOJOIMAX M O 3aluTe HHGopMaLun», DenepanbHbIM
3akoHOM «O mepcoHanbHBIX AaHHBIX», [IpaBUIaMu BHYTpeHHEro TpyaoBoro pacrnopsaka OpraH13aLmH.
1.3.Tlopsanmok BROza B AelicTBUE M U3MeHeHHs [lonoxkeHus.
1.3.1. TIlomoxkeHWe BCTymaeT B CHIYy C MOMEHTAa YTBEP)KICHHS €ro JUPEKTOPOM YupexIeHHs H
JeHcTByeT 6eccpovHO, 10 3aMEHBI ero HOBBIM IOJIOKEHHEM.
1.3.2. Bce usmenenus B [TonoxeHus BHOCATCS COOTBETCTBYIOLUMM NPHKA30M.
1.4. Bece pabotHuku YupeskaeHus D0JKHBI ObITh 03HAKOMIJIEHBI ¢ HACTOAIIMM [T0/10/KEHHEM TTOJT TOJTTHCh.
1.5.PexxuM KOHQUIEHIMATBEHOCTH TIEPCOHANIBHBIX JAaHHBIX CHMMAeTcs B Cly4ae WX O0e3NuuMBaHUA U TO
UCTEYEeHUH 75 NeT CpoKa WX XpaHeHWs, WIM TIPOJJIeBAaeTCS HAa OCHOBAHMM 3aK/IIOYEHUS 3KCIePTHOMH
KOMHCCHH YUpEKICHUs, CIIA HHOE HE ONpPEIENeHO 3aKOHOM.

2. OCHOBHBIE ITOHATHS.

2.1. ina uene#t nacrosuero ITonoxeHHs HCMOMB3YIOTCS CAEYIOLINE OCHOBHBIE TOHATHS

— TepcoHajbHBle NaHHble paboTHMKAa — mobas uHGOpMAaLMsA, OTHOCALIAACH K OINpeaeNIeHHOMY HITH
OMnpeaenseMoMy Ha OCHOBaHMHM TakoH HMHGopMauuu pabOTHHMKY, B TOM 4Yucie: ero (aMuiudg, Ui,
OTHYECTBO, TOJ, MECAll, JaTa MU MECTO POXICHWs, afipec, CeMeHHOe, COLMATbHOe, MMYLIECTBEHHOe

nojoxeHue, obpasoBaHue, npodeccus, 1o0Xoabl, Apyras uHpopmalus, Heobxoaumas paboTonaTenio B
CBA3HM C TPYAOBBIMH OTHOIIECHHUAMH;

— obpaboTka NepcoHaNBbHBIX AAHHBIX — cOOp, CHCTeMaTH3alMd, HAKOIUIEHHWe, XpaHeHWe, YTOYHEHHe
(obHOBNEHME, W3MEHEHME), HCIONB30BaHHE, pacmpocTpaHeHWe (B TOM 4HWCle Tepejava),
obesnuuuBaHue, OIOKUPOBAHHE, YHUUTOIKEHHUE TIEPCOHATBHBIX JaHHBIX paOOTHUKOB YupexxaeHns;

— KOH(MIEHLUMATBHOCTh TEePCOHANIBHBIX JaHHbIX — o0f3aTenbHOe A COONIONEHHS HA3HAUYEHHOTO
OTBETCTBEHHOIO JIMLA, MOTYYUBLIEro JOCTYMN K MEPCOHANBHBIM JaHHBIM pabOTHUKOB, TpeboBaHHE He
JIOMYCKaTh MX pacrnpocTpaHeHus 6e3 cornacus pabOoTHUKA WIKH HHOTO 3aKOHHOI'O OCHOBaHHS;
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pacnpocTpaHeHHE MEPCOHANBHBIX [JaHHBIX — JEHCTBUA, HaNpaBleHHbIE Ha Mepejiadyy MepCOHATBHBIX
NaHHBIX pPabOTHHUKOB OMNpEEICHHOMY Kpyry Jull (nepefaya MEpCOHANBHBIX [aHHBIX) WIM Ha
O03HAKOMJIEHHE C [I€PCOHAJBHBIMH JIaHHBIMH HEOTPAaHHYEHHOrO Kpyra JML, B TOM 4YHC]e
OoOHAapoNOBaHHE IEPCOHANBHBIX JaHHbIX pabOTHHKOB B CpeACTBaX MAaccoBOM HMH(pOpMaLWH,
pasmelieHHe B HMHOOPMALMOHHO-TENEKOMMYHHUKALMOHHBIX CETAX WIM MPENOCTAB/IEHHE AOCTYNa K
MEePCOHABHBIM JaHHBIM PabOTHUKOB KaKMM-THO0 MHBIM CnocoboMm;

MCIIOb30BAHME TEPCOHANBHBIX NaHHBIX — JeHCTBMA (Omepauuu) C MNEepCOHATbHBIMH [aHHBIMH,
COBEpINAEMBIE JIOJDKHOCTHBIM JIMLIOM YUpexJIeHHs B LIeNAX NMPUHATHA PELIeHUH WIM COBEpIICHHS
MHBIX NEUCTBHH, MOPOXKIAIOIIMX FOPUAUYECKUE TOCNEJCTBHA B OTHOIIEHUH PAa0OTHUKOB JHOO HHBIM
00pa3oM 3aTparMBalOIIKX WX NpaBa U cBOOO/BI WM MpaBa U cBOOOIB! APYTHX JIHLY;

OJIOKMpOBaHHE TEPCOHANBHBIX MHAHHBIX — BPEMEHHOE MpeKpaiueHue cOopa, CHCTEMaTH3aLWH,
HAKOIUICHHS, MCIIO/Ib30BAHMS, PACTIPOCTPAHEHHS MNEPCOHANIBHBIX JaHHbIX PaOOTHHUKOB, B TOM YHC/IE HX
repeaavu;

YHHYTOXXEHHE NMEPCOHANBHBIX NaHHBIX — NEHCTBUA, B Pe3y/bTaTe KOTOPbIX HEBO3MOXKHO BOCCTAHOBHTH
coiep)KaHUe NMEPCOHANBHBIX JaHHBIX B HHPOPMALIMOHHON CHCTEME MEePCOHATbHBIX IaHHBIX PaGOTHUKOB

WIH B pe3yJIbTaTe KOTOPBIX YHWYTOXAKOTCA MaTepHajibHbleé HOCHTENIM MEepPCOHANbHBIX AaHHBIX
pabOTHUKOB;

obe3THuMBaHKe NEPCOHATBHBIX JAHHBIX — NEHCTBHUSA, B pe3y/IbTaTe KOTOPHIX HEBO3MOXHO OIpPEIEIHTE
MPUHA/JIEXKHOCTD MEPCOHANBHBIX JAHHBIX KOHKPETHOMY pabOTHHKY;

o6IIe0CTyTTHEIE NePCOHANBHBIE JaHHbIE — NMEePCOHABHBIE JaHHbIE, JOCTYI HEOrPAHMYEHHOrO Kpyra
JMIl K KOTOpBIM TMpENOCTaBJe€H C corjacus pabOTHMKAa WM Ha KOTOpble B COOTBETCTBHH C
(benepanbHBIMHM 3aKOHAMH HE PacIpocTpaHseTcs TpeboBaHHe COOMIOAEHHS KOHPHICHIMATEHOCTH.,
uH(opMalKs — CBeIcHHS (COOOLICHHMS, JaHHbIE) HE3aBUCHMO OT (OPMBI MX TIPEACTABIIEHHS.
HOOKYMEHTHpOBaHHas uHdopMauus — 3apUKCHpPOBaHHAad Ha MaTepHAIBHOM HOCHTENE IyTeM

JOKYMEHTUPOBAHUS MH(pOpPMALIKS C PEKBH3UTaMH, MO3BOJISIOLIMMHU ONPEASTHTh TAKYI0 MH(OPMALHIO
WM €€ MaTepHalbHbIA HOCUTEIb.

3. CocraB nepcoHalbHBIX JaHHBIX paOOTHHUKOB.

3.1.B cocTaB nepcoHaNbHbIX JaHHBIX PAOOTHHUKOB YUPEKIEHUS BXOAT:

aHKeTHbIe U Ouorpaduueckue naHHBIE;

obpasoBanue;

CBeJIeHUs O TPYIOBOM M 0011eM CTaxe;

CBEJIEHUS O COCTABE CEMbH;

MacropTHbIE JaHHbIE;

CBEJIeHHsl O BOWHCKOM YY€eTe;

CBeZieHHA O 3apa0dOoTHOM mare;

CBEJICHHs O COLIUAJIbHBIX JIbrOTax;

CMeLMAIbHOCTb,

3aHHMaeMasi JOJDKHOCTS;

HaJIH4Ke CyJUMOCTEH;

aJipec MecTa JKUTENIbCTBA,

JAOMAIHU# TeneoH;

MecTo paboThl WK y4eObl YWIEHOB CeMbH U POJCTBEHHUKOB;
cojiepyKaHue TPy J0BOTO JOrOBOpa;

COCTaB JEKIapUPYEMBIX CBEJICHHH O HATHYUHM MaTePHANIBHBIX LIEHHOCTEH;
colepkaHue JIeK/1apaliiy, MoAaBaeMoi B HaJIOrOBYIO HHCIIEKLIUIO,
NOJJIMHHUKK U KOTTMH MPHKA30B 110 IMYHOMY COCTaBY;

JIMYHBIE JleNla U TPYJOBBIE KHIKKH COTPYAHHKOB;

OCHOBaHMS K MPHKa3aM TI0 TMYHOMY COCTABY;

fiena, COAepIKalIMe MaTepUabl MO MOBBILIEHUIO KBATH(UKALIMK U NEPENOArOTOBKE COTPYAHHKOB, MX
aTTecTalluH, CIyeOHBIM paccleqoBaHHAM;

KOIMHH OTYETOB, HAIpaBJIsieMble B OpTraHbl CTATHCTHKH.

3.2. JlanHble NOKYMEHTBI ABJIAIOTCA KOHGHMACHUHATBHBIMH, [IPH 3TOM, YYHTHIBas MX MacCOBOCTb U €IMHOE MECTO
06paboTKy U XpaHEeHHS - COOTBETCTBYIOLIMH rpr() OrpaHUUYEHHS HAa HUX HE CTABHTCA.
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4, Ob6paboTka nepcoOHaTbHBIX JAaHHBIX.

4.1.B uensx obecneyenus mpaB M cBoGon paGoTHHMKA YupekIeHHs M ero MpeacTaBHUTENH NMpU o6paboTke
NIepCOHABHBIX IaHHBIX paboTHHKA 06s3aHbI cOOMOaaTh cenyroune obuue TpeboBaHus:

4,11,

4.1.6.

O6paboTtka nepcoHaNbHBIX JaHHBIX PabOTHHKA MOXKET OCYIIECTB/ATHCH MCKIIOYHTENBHO B LIENAX
ofecrieyeHns COOMONEHMS 3aKOHOB M MHBIX HOPMATHBHBIX MPABOBBIX aKTOB, COMEHCTBHSA
paboTHHKaM B TpPYAOYCTPOHCTBE, O0y4YeHHH M NpPOABIXEHMH IO CiyxGe, obecrieueHHs JHYHOM
OesonacHOCTH paGOTHHMKOB, KOHTPOJS KOMMYECTBA M KA4eCTBA BHIMOJHAEMOH paGoTBl U
obecreyeHus COXpaHHOCTH HMYILECTRA.

Ilpu ompenenenud obbema M cosepxkaHus oOpaGaThbiBaeMbIX MEPCOHANBHBIX JAaHHBIX PaGOTHHKA
paoronarens mo/mkeH pykosoncTBoBaThess Koncrutyumedt Poccuiickoit ®enepaimu, TpymoBeiM
Konexcom u uHbIMH (efiepabHBIMU 3aKOHAMM.

[NomyyeHne nepCoHATBHBIX JAHHBIX MOKET OCYIIECTBIATHCS KAk ITyTeM MPEACTABACHUS HX CaMHUM
pabOTHHKOM, TaK U ITyTeM IOIYYSHHS MX U3 UHBIX HCTOYHHKOB.

[lepconanbHble aHHBIE PabOTHHKA CNEAYET MOMy4aTh y Hero camoro. Eciu nepcoHanbHble NaHHBIE
pabOTHHKA BO3MOKHO TMOJTYYHTb TOJIBKO y TPETheil CTOPOHBI, TO PAGOTHUK JOJDKEH GbITh yBEAOMIECH
06 3TOM 3apaHee M OT Hero AO/KHO GbITh MOJNYYEHO MUCBMEHHOE coryiache. PaGoTomaTenb HOmKeH
cooOwute pabOTHUKY O wLeAX, MNPEAnoaraeMblX MCTOYHMKAX M crocobaX MOoJydeHHs
NEPCOHATBHBIX IaHHBIX, & TAK K€ O XapakTepe MOAIEKAUIUX MOJYHeHHIO NePCOHABHBIX JAHHBIX M
TMOCJIEACTBHAX OTKa3a pabOTHHKA JaTh MMCbMEHHOE COIVIACHE HA MX TOJTyYEHHE.

PaGoroznarens He MMeeT npapa MOMy4aTh U 06paGaTIBATL MEPCOHATBHBIE IaHHbIE PaGOTHUKA O €ro
TIONIATHYECKHX, PEJIUTHO3HBIX M MHBIX YOEKICHHAX U YaCTHOM KU3HH. B ciTy4asx, HEMmocpeacTBEHHO
CBA3aHHBIX C BOMPOCaMHM TPYAOBBIX OTHOWIEHWH JaHHBIE O WYacTHOM JKM3HH paboTHHKA
(uHopMaLKA O JKM3HENEATeBHOCTH B cepe ceMeMHBIX GBITOBBIX, JMYHBIX OTHOLIGHH) MOTYT
ObITh NONTy4eHb! U 06paboTaHbl paboToAATENIEM TOIBKO C €r0 MUCHMEHHOTO COrIacHs.
PaGoroparens He nMeeT npaBo nomyyartk U 00pabaThIBaTh NEPCOHANLHBIE AaHHbIE PAGOTHHUKA O €ro
4IEHCTBE B OOLIECTBEHHBIX O0BEAMHEHUAX WK €ro NpoQCOIO3HON AEATENLHOCTH, 38 HCKITIOYEHHEM
CJTy4aeB, NPeyCMOTPEHHBIX (DefepaTbHBIM 3aKOHOM.

4.2.K obpaboTxke, mepeiaue U XpaHEHHIO EPCOHATBHBIX IaHHBIX PAGOTHUKA MOTYT MMETh JOCTYI COTPYIHHKH:

Byxrantepuu;
Ornena nkagpos;
Otnena uHGOpPMALMOHHBIX TEXHOIOTHH.

4.3. Mcnonb30BaHKe MEPCOHATBHBIX JaHHBIX BO3MOXKHO TO/IBKO B COOTBETCTBHHM C LIEIAMH, OTIpe/ieTUBIIHMH HUX
TMOJTy4eHHe.

43.1.

IlepconanbHble aHHbIE HE MOTYT OBITh MCIOJIB30BaHbI B LEAX MPUYHHEHHS HMYILIECTBEHHOTO M
MOpaJIbHOTO BpeJa rpakKaaHaM, 3aTpy[JHEHHA pealu3allMy mnpaB W cBobox rpaxknaH Poccuiickoit
®enepaund. Orpanuuenue mpas rpaxaan Poccuiickodl (Demepauuu Ha OCHOBE MCIIONB30BAHMS
uHbopMauuu 06 WX COUMANBLHOM TNPOMUCXOXKASHHWH, O pAacoBOM, HALMOHANBLHOM, S3BIKOBOM,
PENTMrHO3HOH M MapTHHHOM TNPHHAMISKHOCTH 3ampelleH0 W KapaeTcs B COOTBETCTBHH C
3aKOHO/ATeNILCTBOM.

4.4.Tlepenada nepcoHANbHBIX TaHHBIX PaGOTHHKA BO3MOXKHA TOJIBKO ¢ COracks pabOTHHKA UK B CTydasX,
NpPAMO MPEeIyCMOTPEHHBIX 3aKOHOJATEIECTBOM.

4.4.1.

[Ipu nepenave nepcoHaIbHBIX IaHHBIX paboTHHKA paGoToAaTeNb HO/DKEH COOMIOAATE CleayONIHe
TpeboBaHus:

He coo0LaTh MepcoHanbHbIe NaHHbIe pabOTHHKA TPEThe! CTOPOHE 6€3 MMCEMEHHOTO COrIacus
paboTHUKa, 32 UCKIIOYEHHEM CITy4aes, KOT/1a TO HeOOXOAMMO B LeJIAX MPEAyNPexKIEHHS Yrpo3sl
JKM3HH M 3]J0POBbIO PabOTHHMKA, a TAKXKE B CITy4asX, YCTAHOBJIEHHBIX (heaepanbHbIM 3aKOHOM;

He coobLIaTh NEPCOHAJIbEHBIC JaHHBIC paﬁo‘muka B KOMMEPHYECKHX LIEAX 0e3 ero MUCLMEHHOro
corjiacus,

TPEYNPEeUTE JIKLL, MOMYYaloIKX MePCOHANbHBIE JaHHbIE PAa0OTHHKA, O TOM, YTO 3TH JaHHBIE MOTYT
ObITh HCIONB30BaHbI JIMIIb B LIEJIAX, VIS KOTOPBIX OHH COOGILIEHbI, B TPe6OBATh OT ITHX JIHLL
NOATBEPXKAEHHUS TOTO, YTO ITO IMPaBHIO cobmoneHo. JInua, noyJaiye nepcoHaNbHble JaHHbIE
paboTHuKa, 06513aHBI COOMIOATE PEKUM CEKPETHOCTH (KOHMAEHIMATBEHOCTH). JIaHHOE MONOXKEeHHE

HE PAacrpoCTpaHseTCs Ha OOMEH MePCOHANbHBIMU JaHHBIMU PAGOTHUKOB B MOPAKE, YCTAHOBIEHHOM
(enepanbHbIMU 3aKOHAMH;



—  paspeliarth AOCTYI K MEePCOHANBHBIM AaHHBIM PAOOTHUKOB TOJIBKO CHELMAIBHO YNOJTHOMOYEHHBIM
NHL@AM, OTpe/Ie/ICHHBIM MPUKA30M M0 OpraHu3alivy, MpH 3TOM YKa3aHHBIE JIMLA IO/DKHBI HMETh
MpaBo MOJTy4aTh TOJIBKO Te MEPCOHAIbHbIE NaHHble pabOTHUKA, KOTOPbIE HEOOXOAUMBI /114
BBIMOJTHEHHA KOHKPETHBIX (PYHKLHH;

—  He 3ampauruBaTh UHPOPMALIUIO O COCTOSHUM 3710pOBbS PaOOTHHMKA, 3@ UCKITIOYEHUEM TEX CBECHHH,
KOTOpPBIE OTHOCATCS K BOMPOCY O BO3MOMKHOCTH BbINOJHEHUA paOOTHUKOM TPYAOBOH QYHKLHH;

— TmepenaBaTh NepcoOHajbHbIE aHHble paboTHHUKA npeAcTaBUTENsIM paOOTHUKOB B MOPAIKE,
ycranoBieHHOM TpynoBbiM KonekcoM, H OrpaHHuMBaTh 3TY HHOOPMALMIO TOJIBKO TEMH
NEepPCOHAILHBIMU JaHHBIMU pabOTHHMKA, KOTOPbIE HEOOXOAUMBI /151 BBINOJHEHHS YKa3aHHBIMH
NPEeOCTABUTENISAMH UX QYHKLMH.

4.4.2. Tlepenaya nepcoHaJbHBIX JAHHBIX OT IeprKaTess WIIH €ro NMpeacTaBUTe el BHELIHEMY MOTPeOUTENMIO
MOXET JOIMYCKaThCs B MUHUMaIbHBIX 00b€Max U TOJIBKO B LIE/ISX BBINOIHEHHs 3a/1ay,
COOTBETCTBYIOLIMX OOBEKTUBHOM NMpHYMHE cOOpa 3THX JAaHHBIX.

4.4.3. Tlpu nepenaye NepcoOHANBHBIX JaHHBIX paboTHHKA NOTPeOUTENAM (B TOM YHC/IE K B KOMMEPYECKHX
1eJIsX) 3a Mpeenbl OpraHu3aluy paboroarTelns He OMKEH co001IaTh 3TH JaHHBIE TPEThEH CTOPOHE
6e3 MMCHMEHHOTO coryiacus paboTHHKA, 38 UCKIFOYEHHUEM CTydaeB, KOT/a 3T0 HEOOXOAMMO B LIENAX
NpeaynpexaeHUs YTPO3bl JKH3HH M 37I0POBbIO paOOTHHKA WM B CITy4yasX, yCTAHOBIEHHbIX
(henepabHBIM 3aKOHOM.

4.5. Bce Mepsl KOHpUAEHLMATBHOCTH 1TpH cOope, 00paboTke U XpaHEHHUH NMEPCOHANBHBIX AaHHBIX COTPYAHHKA
pacrpoCTpaHAOTCS Kak Ha OyMa’KHbIe, TaK U Ha 3JIEKTPOHHbIE (aBTOMAaTU3HPOBAHHbIE) HOCHTEIH
MH(OpPMAaLIMK.

4.6.He pomyckaercs OTBEYaTh Ha BOIPOCH, CBS3aHHBIE ¢ Mepeaayell nepcoHanbHoi HHGopMaLuu no TenedoHy
nim daxcey.

4.7. XpaHeHHe MepcOHAbHBIX JAHHBIX JO/DKHO IPOMCXOAWTH B IOPSZKE, MCKIIHOYAIOLIEM UX YTpaTy WIH HX
HernpaBOMEpHOE UCIIO/Ib30BaHKe.

4.8.1lpy NpUHATAM pELICHWH, 3aTpardBarOLIMX WHTepechl paboTHHKA, paboTonarenr HE HMEET Ipasa
OCHOBBIBATHCS HA MEPCOHATBHBIX JaHHBIX pabOTHHMKA, MOMYYEHHBIX HCKIIIOYMTE/BHO B PE3yJbTaTe HX
aBTOMATU3UPOBAaHHOM 00paloTkM MM 3EKTPOHHOro mnomayueHus. PaGoronmarens Y4MTHIBAET JIHYHBIE
KayecTBa paboTHHKa, ero 106pocoBecTHBIH H 3P (EKTHBHBIHN TPy .

5. KoMIutekc JOKyMEHTOB, COIIPOBOKAAIONIMIM IpoLece 0GOpMIEHUS TPYAOBEIX OTHOIIECHHH
paboTHuKa B Opranu3anuy py ero npreMe, nepeBoe H yBOIbHEHHH.

5.1. Undopmaums, npeacTapnseMas pabOTHUKOM NPH MOCTYIUIEHMH Ha paboTy B YupexIeHue, J0/DKHa UMETh
JOKyMeHTanbHyIo Gopmy. Ilpu 3akmoueHuu TPyAOBOro A0roBopa B COOTBETCTBHMHM €O ¢T. 65 Tpymosoro
konekca Poccuiickoit @enepariuu L0, NOCTyTNatolee Ha paboTy, NpeabAB/seT paboToAaTeo:

— macnopt rpaxaanuHa Poccutickoit @eaepatmu;
— TPYIOBYIO KHIDKKY, 338 HCK/IIOUEHHEM CITyyaeB, KOTAa TPYILOBOH N0roBop 3aK/I049aeTcs BIEPBHIE HIIH

pabOTHHK MOCTYITaeT Ha paboTy Ha YCIOBHAX COBMECTHUTENBCTBA, JIMOO TPY/0Bas KHIXKKA y paboTHHKA
OTCYTCTBYET B CBSI3M C €€ yTpaToH MM MO APYrUM NpHYHUHAM;

— CTpaxoBO€ CBHAETEJBCTBO rOCYAapCTBEHHOI O NMNEHCHOHHOTO CTPaxXOBaHH,
— JOKYMEHTBI BOMHCKOI'O y4ueTa — JJid BOEHHOOOA3aHHBIX U JTHL, noanexaliix BOHHCKOMY YUETY,

— JOKyMeHT 06 o6pazoBaHuy, 0 KBATUDUKALMU WK HATUUHHU CIeLMaIbHBIX 3HAHWH — MpH MOCTYTUIEHHH
Ha paboTty, TpeOyIoILyI0 crielMalbHbBIX 3HaHUH WK CrIeLHalbHOH MOArOTOBKH;

— CBUAETeNbCTBO O mpucBoeHnu MHH.

5.2.TIpu odopmiernn paboTHuKa B YupexxaeHHe pabOTHUKOM OTAeNa KafpoB 3anoiHAeTcs yHHQHIMpPOBaHHAS
bopma T-2 «Jluynas kaprouka paboTHHKa», B KOTOPOH OTPKAKOTCS CIEAYIOIIME aHKETHbIE |
Ouorpaduyeckue naHHbIe pabOTHHKA:

—  obmue ceenenus (O.M.0. paboTHHKa, faTa POKACHHUS, MECTO POKACHHS, MPAXKAAHCTBO, 06pa3oBaHue,
npodeccus, CTak paboThl, COCTOSIHHE B Opake, MacnopTHbIE aHHBIE);

— CBeJeHHUS O BOMHCKOM y4YeTe;

— JlaHHbIE O NpuemMe Ha pabory;

B naneHeleM B THYHYIO KAPTOUYKY BHOCATCS:



CBe/IEHHs O NepeBojIax Ha Jpyryio pabory;

cBefIeHUs 00 aTTecTallHu;

CBEJICHHs O MOBBIIIEHHWH KBATH(DUKALMH;

CBeJIEHHs O NPodecCHOHANBHOMN NEPENoAroTOBKE;
CBENEHHs O Harpajax (MoolpPeHUsX), MOYETHBIX 3BaHUAX;
cBelieHHus 00 OTITyCcKax;

CBEJIEHHA O COLMAIBbHBIX rapaHTHSIX;

CBEJICHHUS O MECTE JKMTE/ILCTBA U KOHTAKTHBIX TesedoHax.

5.3.B otaene KaapoB YUpEeXIEHHA CO3NAIOTCS M XPAHATCS C/ELYIOLUIME IPYMIbl JOKYMEHTOB, cojepakauiue
JAaHHBIE O paGOTHHKaX B €ENHHHYHOM HJIH CBOOHOM BHJE:

53.1

s32.

. JIOKyMeHTBI, colepKallie MEPCOHANbHbIC JaHHbIE pPaGOTHHUKOB (KOMIUIEKCHI JIOKYMEHTOB,
COMPOBOXKAAIOLME NPOLECC OQOPMIIEHHS TPYIOBBIX OTHOLUEHHH TpK MpHeMe Ha paboTy, nepesose,
YBOJIbHEHMH; KOMIUIEKC MaTepHalioB IO aHKETHPOBAaHUIO, TECTHPOBAHHIO; MPOBEACHHUIO
cobece/0BaHUH © KaHIMAATOM Ha JO/UKHOCTh; MOMIMHHMKA M KOMHM TPHKAa30B 1O JHYHOMY
COCTaBy; JIMYHBIC 1e/1a U TPYJAOBbIC KHIWKKM pabOTHUKOB; JeN1a, COePIKAIIHe OCHOBAHUS K TIPHKa3y
N0 JIMYHOMY COCTaBY; [esa, COAEpXKAaLlWe MaTepuasibl aTTeCTaldM pabOTHHKOB; CITy)KeGHBIX
paccreioBaHMi; CIPaBOYHO-UHDOPMALMOHHBIH OaHK [JaHHBIX 10 MEPCOHANY (KApTOTEKH,
KYPHasIbI); TIOAIMHHUKA M KOMMM OTHYETHBIX, AHAIUTHYECKAX M CNPABOYHBIX MAaTEpUAsIOB,
nepenaBaeMbIX pyKoBoACTBY OpraHusalliM, PyKOBOIHTEISM CTPYKTYPHBIX MOJpa3je/ieHHi; KOMHHU
OTHYETOB, HAmNpaBIAEMBIX B TOCYJAPCTBEHHbIE OpraHbl CTATHCTHKM, HAJIOrOBBIE HWHCIEKLIMH,
BBIIIECTOSALIME OPraHbl YIPaBIeHUs U IPYTHE YUPEIKICHHMS).,

JlokyMeHTauus 1o oOpraHM3alMu paboThl CTPYKTYpHBIX MOJApasfieNeHuit (MONOKEHHsT O
CTPYKTYPHBIX NOAPA3/IE/ICHUAX, O/DKHOCTHBIC MHCTPYKLIMM PaOOTHHKOB, NPHUKAa3bl, PaCHOPIKEHHS,
yKasaHus pykoBoactBa OpraHusauuu); NOKYMEHTBl MO [UIAHHDOBAHWIO, YYETy, aHAIM3Y M
OTYETHOCTH B YaCTH paboThl ¢ nepcoHanom OpraHusauuu.

6. JlocTym K nepCOHAIbHBIM JaHHBIM.

6.1. BHyTpennuii noctyn (moctyn BHyTpu OGIuecTsa).

6.1.1

. IIpaBo mocrtymna k nepcoHaIbHBIM JaHHBIM COTPYAHHKA UMEIOT:

Hupexrop YupexaeHus;

CoTpyaHMKH OTAEa KaPOB YUPEIKACHHS;

PYKOBOZIMTENIH MOAPA3AE/ICHHH M0 HANpPaBICHHIO ACATEBHOCTH (JOCTYN K JIMYHBIM JAHHBIM TOJIBKO
COTPYAHHKOB CBOETO MOApa3e/IeHH s);

[IpH MEPEBOJE K3 OAHOIO CTPYKTYPHOI'O NoJApasfieiCHHA B IPYroe AOCTYIl K MEPCOHATBHBIM JaHHBIM
COTPYIHHKAa MOXKET HMETh PYKOBOJAMTE/Ib HOBOT'O noapasaeiiCHUA,
cam paﬁomxx, HOCHTENE JaHHBIX.

ApyTHe COTPYAHHKH OPraHU3alliH MPH BBITIOJTHEHHH HMH CBOMX CJTyKeOHBIX 06A3aHHOCTE}.

6.1.2.  TlepeyeHb ML, HMEIOWMX JOCTYTI K EPCOHANBHBIM AAHHBIM PAGOTHHKOB, OTPE/IENSETCS TIPHKa30M

6.2.
6.2.1

JUpeKTopa YupexaeHusl.
BHemnwuit noctym.

. K uncny maccoeix morpeGurenelf mepcoHabHBIX JAaHHBIX BHE OpPraHM3alliH MOYKHO OTHECTH
roCy/IapCTBEHHbIC M HETOCYJapPCTBEHHBIE QDYHKLIMOHAIBHBIE CTPYKTYPbI:

HAJIOrOBBIE MHCTIEKLIWH;

NPaBOOXPaHUTENBHBIE OPraHBl;

OpraHbl CTaTUCTHKH;

BOEHKOMATHI;

OpraHbl COLMAIBHOTO CTPAaXOBaHMS;

MEHCHOHHBIE (OH/IBI;

NoApasfie/ieH s MyHHLMITATBHBIX OPraHOB YIIpaBIEeHHUS;

6.2.2. HamsopHO-KOHTPO/NbHBIE OpraHBl HMMEIOT AOCTYN K HHDOpMAUMM Tombko B cdepe cBoeit

6.2.3.

KOMIIETEHLIMH.
OpraHusaiuy, B KOTOpbIE COTPYIHHK MOMKET OCYLIECTBIATh MEPEUHCTCHHA ICHEXKHBIX CPEICTB
(cTpaxoBble  KOMIMAHWH, HErOCYJapCTBEHHblE [€HCHOHHbIE  (OHABI, 6JArOTBOPHTENbHBIE
OpPraHM3aliH, KPEIUTHbIE YYPEXAEHHMA), MOIYT TMONY4HTb OOCTYN K MEPCOHANBHBIM JAHHBIM
pabOTHHKA TOJILKO B Clly4ae ero MHCbMEHHOTO Pa3pelleHHs.
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6.2.4. Csenenus o paboTaroLEM COTPYAHUKE UITH yrKe YBOJEHHOM MOTYT ObITh MpeacTaBieHbl APYroi

6.2.5.

OpraHusalMei ToIbKO ¢ MMCBMEHHOrO 3ampoca Ha O/1aHKe OopraHu3alliy, ¢ NPUI0KEHUEM KOMUH
HOTapHa/IbHO 3aBEPEHHOTO 3asBeHUs pabOTHHKA.

HepCOHaJ'l]:HI;Ie JaHHBIE COTPYAHUKA MOT'YT OBITh npeacTas/ieHbl POACTBEHHHKAM HIIH YIEHaM ero
CEMBH TOJIBKO € MMCbMECHHOTO paspelueHHts caMoro COTpyaHHKa.

6.2.6. B ciyuae pasBoza ObiBIIas cynpyra (Cynpyr) UMEIOT NpaBo 00paTUThCS B YUpPEKIACHHH C

MHMCBMEHHBIM 3arpoCcoM 0 pasMepe 3apaboTHOM nnatel coTpyaHuka 6e3 ero cornacus (YK P®).

7. 3aiura NepCOHATLHBIX JaHHBIX

7.1. 3amura NEepCOHANBHBIX HAaHHBIX NpeCTaBIseT coOOH KECTKO periaMeHTHUPOBAHHBIA W AWHAMHYECKH
TEXHOJIOTHYECKHit mpoLece, Npeaynpeskaaloliyii HapyLeH!He JOCTYHOCTH, LeJIOCTHOCTH, JOCTOBEPHOCTH
¥ KOH(MIEHLMATBHOCTH TMEPCOHANBHBIX JAaHHBIX WM, B KOHEYHOM cyeTe, OOeCreurBaiolInii J0CTATOYHO
HaJexkKHyI0 6e30macHOCTh HHPOPMALMK B MPOLIECCE YIIPABIEHYECKOH W NPOU3BOACTBEHHOMN ESTENBHOCTH
KOMITaHHH. '

7.2. 3amura nepcoHaNbHBIX JaHHBIX pabOTHHKA OT HEMPAaBOMEPHOTO WX MCTIONb30BaHUS WM YTPaThl JOJDKHA
ObITh OOecneueHa YupeskJeHHEM 3a CUET ero CPeJCTB B NOPAAKe, YCTAHOBIEHHOM (deiepalbHbIM 3aKOHOM.

7.3. BHyTpeHHsd 3a1uuTa.

7.3.1

. Jna obecniedeHHs BHYTpPEeHHEH 3alllUThl MEPCOHAIBHBIX [JAHHBIX pPabOTHMKOB HEOOXOAMMO
cobmonaTe psaa Mep:

OrpaHM4eHMe W perjaMeHTauus cocTaBa paboTHMKOB, (YHKUHOHAIBHBIE OOS3aHHOCTH KOTOPBIX

TpebyIOT HOCTYNa K NMepCOHAIBHBIM JaHHBIM COTPYAHHUKOB,

cTporoe u3bupaTenpHOe M OOOCHOBaHHOE pacripe/ie/ieHHe JOKYMEHTOB W HHGOpMALMH MEeXIy

paboTHUKaMU;

pauMoHasibHOE pasmelieHde paboyux MecT pabOTHMKOB, TNpH KOTOPOM HCKJIIOHAIOCh OBl

6ecKOHTPO/IbHOE UCTIONb30BaHKE 3alllMIaeMOi HH(pOpMaLIUK;

3HaHHe paboOTHUKOM TpebGOoBaHUH HOPMATUBHO — METOAMYECKHX JOKYMEHTOR M0 3aluTe UH(GOpPMALIUK

M COXpaHeHUH TalHBI;

Ha/lM4yue HeoOXOOMMBIX YCJIOBHH B MOMELIEHUH [l paboThl ¢ KOH(HICHLMATBHBIMHA JOKYMEHTAMH H
0asaMu JaHHbIX;

omnpeie/ieHUe U perjaMeHTalls cocTaBa pabOTHUKOB, MMEIOIIMX MPaBo A0CTyMNa (BX0/1a) B MOMEIIEHHE,
B KOTOPOM HaXOIMTCS BBIYHC/IMTENIbHAS TEXHHKA;

OpraHu3alys MopAaKa YHHYTOXKEHHA HHPOpMAaLIUHK;

CBOEBPEMEHHOE BBISB/IEHHE HapyLIeHHs TpeOoBaHUH paspeluuTebHONH CHCTEeMBI 10CTYa pabOTHUKAMH
noapasaeeHH s;

BOCMHMTATENIbHAS M Pa3bACHUTENbHAs paboTa ¢ COTPYAHHWKAMH MOAPA3NENCHHUS IO MPeayNpesxKICHHIO
YTpaThl LICHHBIX CBEIeHUH NpH paboTe ¢ KOHDHACHUHATEHBIMH JOKYMEHTAMMU;

HE JIOITyCKAeTCs BblAa4a JMYHBIX A€/l COTPYAHMKOB Ha paGoune mecta pykoBoautenei. JInunsie aena
MOTYT BBIfIaBaThcs Ha pabouue MecTa TOMBKO AMPEKTOpY, pabOTHHKAaM OTHaena KaapoB H B
MCKJTOUHTENIBHBIX CITyqasX, M0 MHCbMEHHOMY Pa3pelleHHIO FeHePaTbHOrO AUPEKTOPa, - PYKOBOAUTEIIO
CTPYKTYPHOrO rnojpaseieHus. (Hanpumep, Ipy MOArOTOBKE MaTepUaIOB [l aTTecTaluHl pabOTHHKA).

7.3.2. 3amura NepcoHaIBHBIX JAHHBIX COTPYAHHKOB HA 3JIEKTPOHHBIX HOCHTEJISX.

Bcee MNarnky, coaepxKalllie MEPCOHAIBHBIE [aHHbLIE COTPYAHHWKA, OAOJKHBI HMETh OrpaHH‘-IeHHbIITI

aocTyn (TONBKO [UISl COTPYAHMKOB OTJeNa KaapoB M [MpeKTopa Mo HH(POPMALMOHHBIM
TEXHOJIOTHSM).

7.4. BHelHaAs 3a1IMTa.

7.4.1

. Jns obecnevyeHns BHeIHel 3alUThl EPCOHAIBHBIX JaHHBIX COTPYIHUKOB HEOGX0MUMO coboaaTh
pan Mep:

MOPANOK IMpHEMaA, Y4€Ta U KOHTPOJIA ACATEIbHOCTH ﬂOCC’FW!‘CH&ﬁ;

NPOITYCKHOM pe)KUM OpraHu3aLuH;

TEXHUYECKHE CPEe/ICTBA OXPaHbl (3MEKTPOHHbIH K/II0OY, CUTHATH3ALIUH);

NOPANOK OXPaHbl TEPPUTOPHUH, 3AaHUH, TOMELLeHHH, TPAHCTIOPTHBIX CPEACTB;

7.5. Bee nuua, cBa3aHHbIe ¢ MomMydeHHeM, 00paboTKOM M 3alMTOM NMEepCOHANBHBIX AAHHBIX, 00A3aHBI HE
pasriianiaTth NepcoHaIbHble JaHHbIe paOOTHHKOB.



7.6. KPOMB Mep 3alllMTbl IEPCOHAIBHBIX [OAaHHBIX, YCTAHOBJICHHBIX 3aKOHOJATEIECTBOM, paﬁoronaTenn,

pabOTHHMKH M KX MpPEJCTABUTENIM MOTYT BbIpabaThiBaTh COBMECTHBIE MEPBI 3aLLMTHI MEPCOHANBHBIX JaHHBIX
pabOTHUKOB.

8. IlpaBa u 06s3aHHOCTH PabOOTHHKA.

8.1. PaGoTHUKH JO/DKHBI OBITH 03HAKOMJIEHBI 110]] PACIUCKY ¢ JIOKYMEHTaMH OpraHW3aLyy,
YCTaHAB/IMBAIOIMMHU MOPSAOK 06pabOTKH MepCOHANBHBIX JaHHBIX PaOOTHUKOB, a TakKe 00 MX MpaBax U
obs3aHHOCTAX B 9TOH 00/1acTH.

8.2. B LieNAX 3alMThI MEPCOHANBHBIX [aHHBIX, XpaHALIMXCS y paboTonarens, pabOTHUK UMEET MpaBo:

— TpeboBaTh UCKIIOYECHHS WA UCTIPABIEHHS HEBEPHBIX WK HEMOJIHBIX JaHHbIX;

— mnoiy4aTs cBOOOAHBIA OecruraTHBIH AOCTYN K CBOMM MEpPCOHAIbHBIM NAHHBIM, BKJIIOYasd MNMPaBO Ha
nosydeHue Korui moboi 3anucH, coaepKallei nepcoHanbHble JaHHBIE.

— TepcoHalbHBIe JaHHBIE OIICHOYHOrO XapakTepa [JOMOJHHTB 3asBJICHHEM, COJCpXalluM €ro
COOCTBEHHYIO TOUKY 3peHHUs,

—  ONpEeNeNATh CBOMX NPEACTABUTENECH /111 3aLUMThI CBOMX MEPCOHAIbHbBIX JaHHbIX;

—  HA COXpAHEHHE U 3alUTY CBOEH JUUHON XKU3HU U CEMENHON TalHbI.

8.3. PaGoTHuK 0053aH nepenaBaTh Y UpexICHHUIO KOMIUIEKC JOCTOBEPHBIX, IOKYMEHTUPOBAHHBIX
NMEpPCOHANBHBIX JAHHBIX, COCTaB KOTOPhIX ycTaHosneH TpynossiM Kogekcom P®, a Taioke CBOEBPEMEHHO
coo0mmaTh 00 H3MEHEHHIX CBOUX NEPCOHAIBHBIX JaHHBIX.

8.4.Pa6GoTHHKH CTAaBAT YUpEeKICHHE B H3BECTHOCTh 00 H3MEHEHHH (aMWINK, HMEHH, OTYECTBA, NAThI

POXKIEHHMS, YTO IOTy4aeT OTPAKEHHUE B TPYJOBOM KHKKE Ha OCHOBAHWH MPECTABICHHBIX IOKYMEHTOB.
[Ipu HEOGXOOMMOCTH U3MEHSIOTCS AaHHBIe 06 00pa3oBaHUM, NPOGHECCHH, CIIEUHATBHOCTH, IPHCBOCHHH
HOBOTO pa3psjia H Ip.

9. OTBETCTBEHHOCTH 3a pasrialleHue KOHGUACHIMAIBHON HH(pOPMAIKK, CBA3AHHON C
TIepCOHAIBHBIMHU JIaHHBIMH.

9.1.PykoBoauTeNb, pa3pelualolnii AOCTYN COTPYAHHMKAa K KOHQMIEHUMATbHOMY [OOKYMEHTY, HECeT
NEPCOHAJIBHYIO OTBETCTBEHHOCTD 32 JJaHHOE pa3pelleHHe.

9.2.Kax/iplii COTPYAHMK OpraHM3allid, MNoiydarolui a1i paboTel KOH(GHIECHLUHANbHBIA JOKYMEHT, HeceT
€IMHOIMYHYIO OTBETCTBEHHOCTH 3@ COXPAHHOCTh HOCHTEIS W KOH(HICHUIMATBHOCTD HHYOPMALIAH.

9.3.JIua, BUHOBHBIE B HAPYIIEHHH HOPM, PEryIMPYIOLIMX MOMyYeHHe, 06paboTKy M 3alUMTY MEePCOHAIBHBIX

JNAaHHBIX pabOTHHMKA, HECYT [AMCLMIUIMHAPHYIO, aJMHMHHMCTPATHBHYIO, Tpa)kKIaHCKO-NPaBOBYI HIH
YTOJIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBHH ¢ (peepabHBIMH 3aKOHAMH.



