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ITOJIOKEHHUE Co
0 3aIIMTe, XPAHEHHH, 00paboTKe 1 NepeAaye NepCoHAIbHBIX JAHHBIX PAGOTHUKOB
MBY «OUKu/»
1. OO0urie moJ10sKenusl.
1.1, lensto monoskeHust 06 00pabOTKe MEPCOHANBLHBIX JAHHBIX paboTHHKOB (anee — [lonoxenue)

ABJIICTCS 3aIlUTa MEPCOHANBHBIX AaHHBIX padorHukoB MBY «OLKu/l» (manee — Yupexnenue) ot
HECAaHKIIMOHUPOBAHHOI'O JIOCTYIA, HEIPaBOMEPHOIO MX HCIOJIB30BAHMUSI WM YTpaThl, a TaKkxKe
YCTAHOBJICHUE OTBETCTBEHHOCTM JOJDKHOCTHBIX JIHIl, UMEIOLIMX JIOCTYIT K NEPCOHANBLHBIM JaHHBIM
paOOTHHKOB, 3a HEBBIIOJHENHe TPeOOBAHHH HOPM, peryjJHpyloUHx o0paGoTky H  3aluTy
NEPCOHAIBHBIX JJAHHBIX.

1.2.  Ilomoxenue pa3paboraHo B cOOTBeTCTBHH co crarbsamu  85-90 Tpymosoro Koxekca
Poccuiickoii @enepaunn, Koucrturyuueit Poccuiickoit @eneparun, [pakIaHCKAM —KOACKCOM
Poccmitickoii  ®@enepanun, @enepanprbiM  3akoHoM  «O06  uHbopMaiuy, HHOOPMATHOHHBIX
TEXHOJNIOTHAX M O 3aliuTe HH(popmanun», PenepaibHbIM 3akoHOM «O TEPCOHATBHBIX JAHHBIXY,
IIpaBunamy BHyTpEeHHEIr0 TPYIOBOTO pacnopsiaka OpraHu3aiuu.

1.3.  Tlopsimok BBOAA B AeiicTeue B u3MeHenust [lojoxeHus. .

1.3.1. Tlonosxkenue BCTyIAeT B CHJIY C MOMEHTA YTBEPJKICHHS €ro AMPEKTOPOM YUPEKACHHE H
JEeHCTBYET OECCPOUHO, 10 3aMEHbI €10 HOBBIM [OJIOKCHHUEM.

1.3.2. Bce namenenuns B [1o107KeHHs BHOCATCS COOTBETCTBYIOLIUM [TPUKA3OM.

2. OcHoBHBIE ITOHSITHSI.

2.1.  Jas weneit nacrosiero [TonoxkeHus: HCTIONBL3YIOTCS ClIEYIOLIHE OCHOBHBIE TTOHSITUS

- [EPCOHAJIBHBIE JaHHble padoTHUKA — J1f00as MHGOPMAIMs, OTHOCSIIIASACA K ONpPEeIEHHOMY
WIK ONPEJE/IIEMOMY Ha OCHOBallUK Takol nHdopmanuu padOTHUKY, B TOM YUCIe ero (paMUIMs, UMs,
OTYECTBO, I'OJ, MECsALl, Aara M MECTO POJKACHMs, aJlpec, CeMeiHOoe, COLUaIpHOe, UMYIISCTBEHHOS
NoJI0KEHHIE, 06pa3oBaHue, TpodheccHs, JOXOIbI, Apyras HHpopMaLMs, HeobXoxuMast paboTOATENIO B
CBA3U C TPYJIOBBIMU OTHOIICHHSIMU;

- 00paboTKa IEpCOHANBHBIX [AHHBIX — CcOOp, CHCTEMaTH3allMs, HAKOIJIEHHE, XpaHEHHE,
yTo4yHenue (0OHOBJIEHHE, M3MEHEHNE), HCHOB30BAHME, pacripocTpaHeHune (B TOM 4YHCIIE Iiepenada),
obe3nyuBanye, OJIOKUPOBAHUE. YHHUTOXKEHHE HIEPCOHAIBHBIX JaHHBIX pabOTHHKOB Y UpesKIeHuUS;

— KOHQMJCHIUAIBHOCTL  [IEPCOHATBHBIX  JAHHBIX —  00s3aTeIbHOEC UL COONIOLCHHUS
HAa3HaYEHHOrO0 OTBETCTBEHHOIO JIMIA, IOJYYHUBILICIO JOCTYI K [1EPCOHAIbHLIM JAaHHBIM PaOOTHHKOB,
TpeOOBaHME HE JIOMYCKaTh UX PacHpOCTpaHeHust 0Oe3 corslacus pabOTHHKA HIM HHOTO 3aKOHHOTO
OCHOBaHMUS;

- pacnpoCTpaHeHHe NEePCOHAIBHBIX JaHHBIX — JEHCTBHS, HaAIpaBJICHHbIE Ha Iepeaady
NEPCOHATIBHBIX HAHHBIX PAOOTHUKOB OIPEJCIEHHOMY KPYry Jull (nepeaada MepcoOHaIbHBIX JTAHHBIX )
WIA Ha O3HAKOMJICHHE C IEPCOHAJIBHBIMH JaHHBIMH HEOI'PAHWYCHHOIO Kpyra JIMI, B TOM YHCIIEe
00HApPOJOBAHKUE MEPCOHAIBHBIX AAHHLIX PadOTHHKOB B  CPEJACTBAX MaccoBOil  HH(OPMAIIHH,
pa3MelleHe B MHPOPMALMOHHO-TEICKOMMYHHKAMOHHBIX CETSIX WJIM IPEAOCTaBIICHUE JOCTYIA K
[ePCOHAILHBIM JAHHBIM PAOOTHHKOB KAKHM-JTHOO0 HHBIM CIIOCOGOM;



- UCIIOJIB30BAHME IEPCOHAIBHDIX JaHHBIX — ACHCTBUS (ONEpalui) ¢ NEPCOHATBLHBIMH AaHHBIMH,
COBEPLIACMBIC JO/DKHOCTHBIM JIMLIOM YUPEKACHHA B LEJAX MPUHSTHS PEIICHUH WM COBEPIICHUS
MHBIX JICHCTBUH, MMOPOKIAIOINX IOPHNUECKUE [TOCIE/CTBHSI B OTHOIICHUH PAOOTHHKOB JIUOO MHBIM
00pa3oM 3aTparuBaOLIMX HX [1paBa U CBOOOBI HIIH 1TPaBa ¥ CBOOO(bI APYTUX JIHII;

- OJIOKHPOBAHHE IIEPCOHAIBHBIX JAHHBIX — BPEMEHHOC HpeKpaliende cbopa, cHcTeMaTH3aluy,
HAKOIUICHHSI, HCTIOJIb30BAHUS, PACIIPOCTPAHEHHS IEPCOHATIBHBIX TAHHBIX PAOOTHHUKOB, B TOM YHCIE UX
nepeaaun;

- YHUUYTOXKCHHE NIEPCOHANILHBIX JIAHHBLIX — JAEHCTBHS, B pe3ysibTare KOTOPLIX HEBO3MOMKHO
BOCCTAHOBHTDL COMCPIKAHUE MEPCOHAILUBIX AAHIBLIX B HHOOPMAUMOHHONH CHCTEME IEPCOHAIBHBIX
JAHHBIX pabOTHUKOB MAM B pe3ylbTaTe KOTOPLIX YIHYTONKAIOTCS MaTepHanbHbIE HOCHTENIH
LIEPCOHAIbHBIX JaHHBIX paOOTHHKOB;

- 00e3MUMBaHHE MEPCOHATBHBIX JAHHBIX — JCHCTBUSA, B DPe3y/bTaTeé KOTOPBIX HEBO3MOXKHO
ONPEACIUTD NPUHAUICIKHOCTD IIEPCOHANBHAIX JaHHBIX KOHKPETHOMY pa0OTHUKY;

- 001UENOCTYIHBIC TIEPCOHATBHBIE JAHHbIC — [IePCOHANLHBIE AAHHbIE, OCTYI HEOrPAHHYCHHOTO
Kpyra JIUI K KOTOPBIM NIPEROCTABiIEH C coriacusi pabOTHHKA WM Ha KOTOPBIE B COOTBETCTBHH C
(peaepabHBIMH 3aKOHAMU HE PACIIPOCTPAHSETCS TpeGOBaHNE COOIIONEHHS KOHPUICHIIMATEHOCTH.

- HHGOpMALHS — CBeaeH s (COOOIEHNS, NaHbIe) He3aBHCHMO OT (POPMBI HX TIPEACTAaBICHHS.

- AOKYMEHTHPOBAHHAsT HH(OpMALHUS — 3aQHUKCHPOBAHHAS HA MATCPHAIBHOM HOCHTENE IIyTeM
JOKYMCHTHPOBAHAsE HHGOPMALHs ¢ PeKBU3HTAMH, [O3BOJSIOLINMHU ONIPEAENHUTE TaKyI0 HHQOPMALHIO
WM €€ MaTepUaAThHBIH HOCUTED.

3. CocraB nepcoHAILHBIX AAHHBIX PaGOTIHKOB.

3.1, B cocTaB nepcoOHATbHBIX IAHHBIX PabOTHUKOB YUpPEsk/IeHHsI BXOIAT:

- anKeTHbIe U Ouorpaduyeckue AaHHLIE;

- oOpazoBaHue;

- CBEJEHHUSI O TPYAOBOM U O0LIEM CTaxKe;

- CBEJIEHHS O COCTABE CEMDH;

— [TacIOPTHEIC JAHIIbIC,

- CBEIECHHS O BOUHCKOM yuere;

— CBe/IeHUS O 3apaboOTHOM 11aTe;

- CBEIEHHS O COLMATLHEIX JIBIOTAX;

- CHEIHATBHOCTD,

— 3aHUMaeMas JOJIKHOCTD, .

- "HaJIMYHE CYyAUMOCTEH;

- aZlpec MecTa JKHTCIbCTBA;

- JoMallHuil Ternedon;

— MECTO pabOTHI UMK Yy4eOB! YWICHOB CEMbH U POJICTBEHHHKOB;

- COJIepIKaHye TPYL0BOTO JI0TOBOPA;

- HOJUINHHUKYA ¥ KOIMHU IIPUKA30B 10 TUYHOMY COCTABY;

- JINUHBIC €JTa ¥ TPYINOBbIC KHUIKKH COTPYIHHKOB;

- OCHOBAHMS K IIPUKA3aM 10 TUUHOMY COCTABY;

- Aena, CcOoJeplKalle MAaTepUalbl 110  MOBBILUEHHIO KBAJM(YUKALMKE U [IEPENOATIOTOBKE
COTPY/IHUKOB, UX aTTeCTALluH, C.1y>KEOHBIM pacciiel0BAHUIM;

- KOIIHH OTYETOB, HAIIPABJIAEMBbIE B OPTalbl CTATHCTHKH.

3.2, JlaHHble JOKYMEHTHI SBJISIOTCS KOH(GUICHIMATLHLIMH, TIPH DTOM, YUHTBIBAS HX MACCOBOCTD H
CIMHOE MeCTO 00palbOTKH U XPAaHEHHUS - COOTBETCTBYIONMI IPU() OrpaHHYeH s HA HUX HE CTABHTCS.



4. O06paboTka 11epcoHANBHBIX AAHDBIX,

4.1. B memsax obecnedeHus mpas @ cBOOOJ padOTHHKA YUperkICHHS H €ro IPEACTABUTEIH IIPH
00paboTKe nepcoHANbHBIX JaHHBIX paboTHHKA 00s13a11bl cOOIOIATE Cleaytomume odiue TpeGoBaHus:
4.1.1. OO6paboTKka mepcoHANblLIX JalHBIX pPadOTHHKA MOMKET OCYUIECTBJATHCS HCKIIOUHTEILHO B
nessix olecriedeHust COONIOAEHUS! 3aKOHOB M HMHBIX HOPMATHBHBIX IMPABOBBIX AKTOB, COMCHCTBHS
padOTHHKAaM B TpPYyJLOyCTpolcrse, OOyYeHUM M IPOJABMIKCHUH 0O CIykbe, obecneueHHs JIMIHOM
0e30I1acHOCTH Pa0OTHUKOB, KOHTPOJISI KOJIMYECTBA U KAYECTBA BBINOIHAEMON paboThl U 00ecIIeUeHHs
COXPaHHOCTH MMYIIIECTBA.

4.1.2. Tlpn ompeneneHuy oObeMa W COAEp:KaHHs 00padaTLIBACMBIX TEPCOHATBHBIX JTAHHBIX
pabotnuka paboTomaTenb I0JKEH pyKkoBoacTBoBaThest KoHcruryuwmeir Poccuiickofi Menpepanuu,
Tpynosemv KoziekcoM u HHBIME (peJepaibHbIMU 3aKOHAMH.,

4.1.3. TlomyucHue NEpCOHAIBHLIX JAHHLIX MOKET OCYLIECTBIATLCS KAK IIYTEM IIPEACTABICHUS HX
caMuM pabOTHUKOM, TaK ¥ IIyTE€M TOJYYCHHS UX H3 HHBIX HCTOUYHHKOB.

4.1.4. IlepconaneHble naHHbIe paGOTHHKA CJIEAyeT MONy4Yarh y HEro camoro. Eciii mepcoHanbHEIE
JaHHble PadOTHHKA BO3MOJKHO MOJYYHTH TOJIBKO y TpeThell CTOPOHBI, TO pabOTHHMK HOJDKEH OLITH
yBEJIOMIIEH 00 3TOM 3apaHee U OT HeTO JIOJUKHO OBITH MOJyUeHO MUChMEHHOE coriacue, PaborogaTens
JOJDKEH COOOLIUTL PabOTHHKY O UeJIX, IIPEUi0NaraeMblX HCTOUYHHKAX M CIOCO0aX IIONyYEeHHS
HCPCOHAIBHBIX JAHHBIX, & TaK K€ O XapakTepe [M0/UIe)KAUHX MOJYUCHHIO MEPCOHATBHBIX JAHHBIX H
IOCIIEACTBUAX OTKa3a pabOTHUKA AATh IIMCbMEHHOE COTJIACHE HA MX MOJYUYEHHE,

4.1.5. PaboronaTenn He HMEET NpaBa NOIYYaTh H 00padaThiBaTh IEPCOHATBHBIE JAHHbLIC PAGOTHHKA O
€ro MOJUTHYCCKMX, PETMIMO3HBIX M MHBIX YOeXJIeHUSX W YaCTHOM Iku3HM. B ciyuasx,
HCTIOCPEJACTBEHHO CBA3aHHBIX C BONPOCAMM TPY/IOBBIX OTHOLICHHI MaHHBIE O YACTHOM KU3HHU
paboTHUKA (MHPOPMAIIKS O JKH3HCHCSSITENBHOCTH B chepe ceMEHHBIX OBITOBBIX, JINUHBIX OTHOIICHHH)
MOT'YT OBITh OJYYEHBI 1 00padoTalibl paboToaTeNeM TONILKO C ero IMCEMEHHOTO COIJIACHS.

4.1.6. Paloromarens He UMEET IIPABO MOJLyHaTh 1 00padaTLiBaTh [EPCOHANBHBIE AaHHBIE Pa0OTHHKA
O €ro 4ICHCTBE B OOUICCTBEHHBIX OOBEIMHEHMSIX WM ero npo(COO3HOM esTeNbHOCTH, 34
UCKITIOUEHUEM CIIY4aeB, IPe/lyCMOTPEHHBIX (peIepaILHBIM 3aKOHOM.

4.2.  Kobpabotke, nepegayde U XpaHEHUIO NIEPCOHATBHBIX TAHHBIX PA0OOTHHKA MOTYT UMETh OCTYIL:
- Qupexrop

- I'n. 6yxranxrep

- 3aM. rIaBHOro Oyxranrepa

- 3aB. OT/JICJIOB B OTHOLICHMH [1€PCOHANBHBIX JaHHLIX paOOTHUKOB, UHCISAIIASCS B COOTBETCTBYIOINX
OTHenax.

4.3.  Ucronp3oBaHHE NEPCOHANBHBIX JAHHBIX BO3MOXKHO TOJIBKO B COOTBETCTBHM C ILEJISAMH,
OINPEIETUBIIUMY UX ITOJIyUCHUE.

4.3.1. TlepcoHasbHBIE JAHHBIC HE MOTYT ObITh HCIOJIB30BAHDI B LENAX IIPUYUHEHUS] UMYIIIECTBEHHOTO
1 MODAIBHOTO BpeAa TpaskJaHaM, 3aTpyIHEHHs peaiHsaluu npas d ¢BoGoj rpaxaad Poccuiickoil
Qenepamn. OrpaHyueHHe TpaB rpawxian Poccuiickoit @Pepepallid Ha OCHOBE HCIONb30BAHHSA
uadopmanun 00 HX CONMAIBHOM IPOHCXOKICHHM, O pacoBO, HAMOHAILHON, sS3BIKOBOI,
PETMTHO3HON M HAapTUHHOH IPUHAUICKHOCTH 3alpelleH0 K KapaeTcsl B COOTBETCTBUH C
3aKOHOJATEECTBOM.

4.4.  llepenaya nepcoHanbHbIX JAHHBIX PabOTIHHKA BO3MOXHA TOJBKO C COrJIacks pabOTHUKA WA B
CIIydasx, IpsMo IIPeIyCMOTPEHHDBIX 3aKOHOIATEILCTBOM.,

44.1. Tlpn nepemade nepcoHaybHBIX JaHHBIX paborHuKka padoTomaress JOIKeH CcoONoaTh
craenyrouye rpeboBaHus:

- HE COO6LU,£1TI> [IEPCOHAJILHBIC JAHHLIC p’d()OT]IHKa TpeTBeﬁ CTOPOHC 0e3 MUCLMEHHOIO COTrJIacHs
pa6OTHHKa, 3a HCKJIIOYCHHCM Cy4acB, KOrga 2TO HEOOXOAUMO B LIEJISIX MPpEeAyIpeIKACHUS YIPO3bl
KU3HU U 3TO0POBBIO pa6OTHI/IKa, a TalOKe B CJIyYvasX, YCTAHOBJICHHBIX (beﬂepaanmM 3aKOHOM,

- He coo0maTh NePCOHANbHBIE JaHHbie pabOTHUKA B KOMMEPUECKHX LEIIX 0e3 ero MUCHMEHHOIO
COTJIACHSL,

- NpEAyNnpeauThb JIML, MOJYyYarOHX NNepCcoHasibHble JaHHbBIC p2160'm1/11<a, O TOM, YTO 3TH JaHHbIC
MOTYyT OBITH MCIIOJIB30BAHEL 1ML B HeJBIX, 47151 KOTOPBIX OHH COOGIL[CHLI, u Tp660BaTL OT JTUX JINI

"
J



OATBEPIKACHUSI TOTO, YTO 3T0 HpaBmwio cobmogeno. Jluua, monyvaromue mepcoHabHbIE JNaHHBIE
paboOTHHKA, 00sI3aHBI COOMIONATH PEKUM CEKPETHOCTU (KOH(PHACHIHAIBHOCTH). JJaHHOE MONOKEHKE
HE PACIpOCTPaHseTCs: Ha OOMEH EPCOHANBHBIMU JIAHHBIME PadOTHHKOB B MOPSIAKE, YCTaHOBIECHHOM
(penepanbHBIMI 3aKOHAMH;

- paspeniaTb JOCTYN K  [EePCOHAILILIM  JA@HHBIM  Pa0OTHHKOB  TOJBKO  CIICHHAIBLHO
YIOJIHOMOYCHHBIM JIMIIAM, OTMPC/ICICHHBIM MPHKA30M 10 YUPEXK/ISHHs, HMPH 3TOM YKa3aHHBIC JIHLA
JIOJDKHBI UME@Th MTPABO IIOJIyYaTh TOJIBKO T€ MePCOHATbHbIE JaHHble padOTHHKA, KOTOPLIE HEOOXO0MUMBI
JUIS BBITTOJIHEHUSI KOHKPETHBIX (PYHKIIMIH;

- HE 3anparidBaTh HHPOPMAIUIO O COCTOSIHHHM 370POBBS PA0OTHHKA, 3@ HCIUTIOUCHHEM TeX
CBEJICHUI, KOTOpPbIE OTHOCSTCS K BOIPOCY O BO3MOJKHOCTH BBINMOIIHEHHsT PabOTHHKOM TPYIOBOIL
GyHKIHH;

- [epeIaBaTh MEePCOHANBILIC JAlHbie paboTHHKA TPEACTABHTENIM paGOTHHKOB B IIOPSJIKE,
yctanoBieHHoM  Tpymosbim  Kojexcom, M OrpaHuddBarh 5Ty HHOOPMAIMIO TOJBKO TEMH
[IEPCOHAIBHBIME  JIAHHBIMU  Pa0OTHHKA, KOTOpPbIe HEOOXOMMMEI ISl BBIIOJHEHUS YKA3aHHBIMU
NPEICTABUTE/ISIMYE UX PYHKIIHH,

4.4.2. llepemaua mnepcoOHANbHBIX JIAHHBIX OT JepKaTelis WA €ro TMpeACTaBUTeNIeH BHEUTHEMY
HOTPEOUTENIO MOJKET JOMYCKAaTLCS B MHHHMAIBHLIX 00BEMaX U TONHKO B LEJSIX BRUIOIHEHMS 3a7ad,
COOTBETCTBYIOHIHX OOBEKTHBHOIT 1IpHunHe cOopa HTHX JaHHbBIX.

4.43. Ilpu nepepaue NEPCONATBLHBIX JaHHBIX padoTHHKA MOTpeOMTENsIM (B TOM 4YHCIe U B
KOMMEPUECKHX IEJISIX) 3a IpPeJiesibl YUPEKIeHUst paboToiaTeNlb HE JIOJDKeH cooOINaTh 3TH JAHHEIE
Tpetbell cTopoHe 0e3 MMCLMEHHOro coriacusl paboTHHKA, 332 WCKITIOYEHHEM CIIydaeB, KO/ 3TO
HEOOXOJMMO B LENAX IMPeAynpekICHHUsl Yrpo3bl JKH3HH UM 3J0pOBBIO pabOTHUKA WM B CIydas,
YCTaHOBJIEHHBIX (he/lepalbHBIM 3aKOHOM.

4.5. DBce Meps! KOHQHISHIIMATBHOCTH NP cOope, 00paloTKe U XPaHESHUH TIEPCOHABHBIX HaHHBIX
COTPYAHMKA PACHPOCTPAHSIOTCS KaKk Ha OyMaxkHble, TaK W Ha JJIEKTPOHHBIC (ABTOMATH3UPOBAHHBIC)
HOCUTEJIN HH(POpMAITHH. )

4.6.  He nomyckaercst oTBeuaTh Ha BONPOCHI, CBSI3aHHBIE ¢ Nepeadeii NepcoHaabHON HH(pOopMaHu
no rexaedony niu Qakey.

4.7, XpaHCHI/IC IIEPCOHAJIBHBIX JAHHBIX OOJDKHO IIPOUCXOAWTL B IMOPSAAKE, HCKIIOYAIOIIEM HX
yTpary ‘ild UX HEIIPABOMEPHOEC HCIIOJIL30BAHUE.

4.8.  Ilpu npuHsTuUM pelIeHMi, 3aTparuBarollHX HHTepechl padoTHHKA, paboTojaTelb HE HMEET
[paBa OCHOBLIBATBHCSA HA MEPCOHAILHBIX AAMHLIX PabOTHHKA, MOJYYEHHBIX HCKIIIOUYHTENIBHO B
pesyibTare WX aBTOMATH3HPOBAHHOW 00padoTKH MAM IIEKTPOHHOrO rmoiydenusi. Pabotomarens
YUHTBIBACT JIHUIBIC KayecTBa pabOTHUKA, €0 100pocoBECTHBIH U 3()(peKTHBHBIH TPY.

.

5. Komiurexe 10KyMeHTOB, CONPOBOKAAI0 LHIT Ipoitece o¢opMIIeHUsT TPYIOBBIX OTHOIHEHHI
paGoTHHKA B YupeskaceHie NP ero npieMe, HepeBo/1¢ H YBOJAbHEHHIH,

5.1.  HMudopmanus, npencrasnsemasi padOTHHKOM MpH TOCTYIUICHHM Ha paboTy B YupexaeHue,
JOJDKHA MMETh JOKYMEHTaIbHYIO (popmy. Ilpu 3aKkaioueHdH TPYJAOBOTO JIOTOBOPA B COOTBETCTBHH CO
cT. 65 Tpynosoro xoaexca Poccuiickoit Menepanun IO, MOCTYNAIOUIEE HA pabOTy, MPEABIBIACT
paboTtozaremo:
- nacropr rpaxaanuta Poccuiickoii @egepauny;
- TPYAOBYIO KHIDKKY, 3a HCKJIIOUEHHEM CJIy4yaeB, KOrja TPYyJAOBOH JOTOBOP 3aKjIOUaeTCs
BIEPBLIE MM pabOTHUK IOCTYNaeT Ha padoTy Ha YCIOBHSIX COBMECTHTEIBCTBA, JHOO TPyHOBast
KHIKKA y paOOTHUKA OTCYTCTBYCT B CBSI3H C €€ VIPATOH MK IO APYTHM IIPHYNHAM;
- CTPaxOBOE CBUAETEIBCTBO I'OCY UAPCTBEHHOIO EHCHOHHOTO CTPAXOBAHUS;
- JOKYMEHTBI BOHMHCKOIO yuyeTa — JJIs BOCHHOOOSI3AHHBIX M JIML, HOJICKAIIMX BOHMHCKOMY
yueTy;
- JokymenT o0 o0pa3oBanuu, O KBATH(QUKALMU WIM HATHYUK CIEHUATLHBEIX 3HAHHH — IIpU
NOCTYIICHUH Ha padoTy, TPeOYIOUYIO CHCIHAILIILIX 3HAHU WiTH CHEINATILHOMN ITOATOTOBKHY;
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- CBUJETENBCTBO O npucsoeHun MHH.

52.  Ilpm odopmnenun paGorHHKa B YupexeHue pabOTHHKOM OTAENA KaJpoB 3arojHIeTCs
yuduuuponantas gpopma T-2 «JImunas kaprouka pabOTHHKAY, B KOTOPOH OTPaKAIOTCH CleAyIOMHUe
AHKETHBIE U OMorpaduuecKkue TaHHble PaOOTHHKA:

- obmue cpenenus (P.J.O. paborumxa. 1ata pONKACHHS, MECTO POMKAEHHUS, PAKIAHCTBO,
obpazosanue, npodeccusi, cTax paboTbl, COCTOSIHKE B OpaKe, NAaCTIOPTIbIE JAHHBIE);

- CBEJIEHUS O BOUHCKOM YUeTe;

- JIAaHHBIE O IIpHeMe Ha padoTy;

B nanpHeiiiem B IMYHYIO KAPTOUKY BHOCSATCS:

- CBEIEHHs O MEPEBOAAX Ha JIPYryIo paboTy:

- CBeJeHHUs 00 aTTeCTallni;

- CBEJICHHUs O NOBLIILICHUH KBATHHKALHHN;

- CBEJEHHSI 0 IPO(ECCUOHATLHOI MEPEIOAI0TOBKE;

- CBCJICHUS 0 HArpanax (IOOIIPEHUSIX ), MOYCTHBIX 3BAHUIX;

- CBeJIcHUS 00 OTIIYCKaX;

- CBEJICHUS O COLUATIBHBIX [APAHTUSX;

- CBCJICHMSI O MECTE JKMTEIbCTBA ¥ KOHTAKTHBIX Tee)OHAX.

53. B oraene nepconana YupexaAeHMs CO3MAIOTCS U XPAHSTCs Cle/1yIOUWHE IPYIbI JOKYMEHTOB,
COZIepIKaLie JaHHEIE O pabOTHHKAX B €AMHHYIIOM HAH CBOAHOM BHAC:

5.3.1. JIokyMeHTBI, COJEPIKAIHE NEPCOHAJBHLIC JaHHble PabOTHMKOB (KOMIUIGKCH JOKYMEHTOB,
COIPOBOKJAIOLINE IpoUece 0OPMICHHUs TPYAOBbIX OTHOIICHUH NpW IpueMe Ha paboTy, IEpeBoe,
YBOJIBHCHMM; ~ KOMIUIEKC ~ MATEpUalioB [0  4aHKETHPOBAHMIO, TECTHUPOBAHUIO;, IPOBENECHUIO
cobece10BaHNi ¢ KAHAMIATOM Ha HOJDKHOCTD; HOUIMHHAKK W KOTIMH NPUKA30B 10 JTHUHOMY COCTABY:
JUYHBIC JeNa ¥ TPYAOBBIC KHWKKM PabOTHMKOB; J€Na, COJEPIKAIlMe OCHOBAHHMS K IIPUKA3y II0
JIMYHOMY  COCTaBy; [iella, COJCPKALIMC MaTepHalbl aTTecTalnd  PabOTHHKOB,  CIyKEOHDBIX
pacc/Ie/IOBaHHUIL; CPABOIHO-HH(POPMALMONHBIH OaHK AaHHBIX [10 [CPCOHANY (KAPTOTEKH, YKyPHAILI);
TONNMHHUKH W KONMHM OTYCTHLIN, AHATMTUUCCKHN H CIIPABOUHBLIX MaTepHATIOB, IEPEIABAEMbIX
PYKOBOACTBY ~ YUpEXKICHHUS, PYKOBOJAMTE/SIM CTPYKTYPHBIX  I[1OApa3JeNeHdid; KOMHH OTYETOB,
HAIIPaBJIsIeMbIX B TOCYIapCTBEHHBIE OPraHbl CTATUCTUKH, HAJOTOBBIC WHCIEKI[MU, BBIIIECTOSIIIE
Opraibl YIPABICHUS U IPyTUE YUPEIKICHIS).

5.3.2. JloxyMeHTamus MO Opramu3aiuu paboThl CTPYKTYPHBIX HOAPA3JeNeHuil (IIONOXKEHHS O
CTPYKTYPHBIX HOAPA3JCICHHUSX, NOJKHOCTHLIE MHCTPYKUMH PAbOTHIKOB, MPUKA3BL, PAaCIOPSHKEHH:,
YKa3aHUsI PyKOBOACTBA YUPENACHU); JOKYMEHThI 110 TIaHHPOBAHUIO, YUETY, aHANU3y H OTYETHOCTH
B 4acTH padOThI C NEPCOHATIOM Y UPEi/ieHHUSI.

.

6. ﬂ,OCTyH K IICPCOHATbHDbLIM JAHIIBLIM.

6.1. Buyrpennuit foctyn (noctyn BHYTpH YupexkaeHus).

6.1.1. TlpaBo noctyma K m1epcoHaILHBIM AAHIBIM COTPYIHHKA HMEIOT:

- JlupexTop YupexneHus;

- COTpyJHUKH OyXTanTepHH;

- 3aB. OTJCJIOB IO HANPABJICHHIO JEATCIILHOCTU (JIOCTYN K JIHYHBIM HAHHBIM TOJIBKO
COTPYAHHKOB CBOETO IOAPA3ACTICHHSI);

- 1Py IIEPEBOJE U3 OJHOIO CTPYKTYPHOTO IIOAPA3JENEHUsI B JPYroe JOCTYI K MEPCOHATLHEIM
JIQHHBIM COTPYIHHKA MOXKET HMETh 3aBE/1YIOMHH HOBOIOOT/IENA,;

- caM pabOTHUK, HOCHTEIb JAHHBIX.

- APYTHE COTPYAHUKH YUPCIKIACHHUS [IPH BbINOJIEHUH UMH CBOHX CITY)KEOHBIX 00sI3aHHOCTENA.
6.1.2. llepedenb nHI, MMEIOUMX JOCTYIT K NEPCOHANLHLIM AAHILIM PaGOTHHKOB, OMPEIeIISeTCS
NPUKA30M AUPEKTOPA Y UPEIKACHHS.

0.2. Breumnnit gocryr.

6.2.1. K uncny MaccoBhIX MoTpeOGHTeIeH NEePCOHATBHBIX JAHHBIX BHE OPTaHM3AIHH MOIKHO OTHECTH

TOCYyIapCTBCHHBIC H HCrOCyJapCTBEHHLIE (byHKIlHOHELHBHbI@ CTPYKTYPBI:
i



- HAJIOrOBBIE HHCIIEKLIUH;

- IIPaBOOXPAHUTEIBHbIE OPraHbl;

- OpraHbl CTATHCTUKY;

- BOCHKOMATHI,

- Oprafbl COIHATBHOTO CTPAaXOBaHMsL;

- HECHCHOHHbIE (POHIBI;

- HOJpa3/Ie/ICHUs] MyHULMIIAIBHBIX OPraHOB YIPABICHUS;

6.2.2. Hag3opHO-KOHTPOJBHEIC OpPraHbl MMEIOT J10CTYH K HH(OPMALHH TOJIBKO B cdepe CBOCH
KOMIICTEHIIUY.

6.2.3. OpraHg3alu, B KOTOPbIE COTPYIHHK MOXKET OCYIIECTRISTh IEPSUHCIICHUS IEHEKHBIX CPEICTB
(cTpaxoBble KOMIIRHHH, HEIOCY1apCTBEHHbIE IEHCHOHHBIE (DOHIBL, 0.1ar0TBOPUTEIIbHBIE OPraHU3allUH,
KPEIUTHBIC YUPEIKACHUSA), MOTYT MOJYYHTb JOCTYIT K IEPCOHAIBHLIM JaHHBIM paOOTHUKA TOJBKO B
cilydae ero MUChbMEHHOT'O pa3pelleHusl.

6.2.4. Ceenennst o paGoTaiomeM COTPYAHHKE HIM YK€ YBOJECHHOM MOLYT OBITH NpeICTaBICHBI
ApYroil opranmzanuedl TONBKO ¢ MMCBLMEHIIOro 3anpoca Ha ONaHKe yupekAeHus, ¢ IPHIIOKEHUEM
KOITHH HOTAPHAJIbHO 3aBEPEHHOI0 3asBICHHs PadOTHHKA.

0.2.5. llepconanpHple JaHHBIE COTPYIHUKA MOI'YT OLITH Ipe/CTaBlenbl pOACTBCHHUKAM UM WICHAM
€ro CEMBbH TOJBKO C THCBMEHHOTO Pa3pelIeHUsI CaMOr0 COTPYJIHUKA.

0.2.6. B ciyuae pazBopa OwviBmiast cyrpyra (Cyrnpyr) HMEIOT npaBo OOPaTUTBECS B YUPSKICHHE C
IIUCBMEHHBIM 3alIpOCOM O pazMmepe 3apadoTHOM niaThl coTpyaHuka oe3 ero corsacus (YK PO).

7. JammuTa MCPCOHANBHBIX JAHHLIX

7.1, 3amyra [epPCOHAJBHBIX JAHHBIX HPEACTaBIsIeT COOOH JKECTKO perjaMeHTHPOBAHHBIM U
JUHAMUYCCKY — TEXHOJIOTHYECKHH  IIPOLECC, HPeAyNpekIalouldid — HapylIeHHe JIOCTYIHOCTH,
LEeJOCTHOCTH, JOCTOBEPHOCTH M KOH(PUICHIUATLHOCTH MEPCOHANBIILIX JIAHHBIX U, B KOHEUHOM CUeTe,
o0ecrieuyBalOIMH JOCTATOUHO HALSKHYIO Oe3011acHOCTh HHMOPMALMH B IIPOLECCE YIIPaBISHUYECKOH
1 [IPOM3BOJICTBEHHON AESITEIbHOCTH KOMITAHHH.

7.2.  3aumra IepCOHAJBHBIX JaHHBIX padOTHUKA OT HENpPAaBOMEPHOIO HX HCHOJIB30BAHUSI MU
yTparel J0/KHA OBITH oOccredeHa YUpeKACHHEM 3a CYET Cro Cpe]CTB B IOPSJIKE, YCTAHOBICHHOM
(enepanbHBIM 3aKOHOM.

7.3. BHyTpeHHAA 3alHTa.

7.3.1. Jlns olecrieueHust BHYTPEHHEH 3allUTbhl MEPCOHANBHBIX JAHHBIX PaOOTHHUKOB HEOOXOAHMO
cobsonare psi Mep:

- OIpAHHYCHHIE M periaMeHTalvs coctasad padOTHUKOB, (PYHKIIHOHAIBHBIC OOS3aHHOCTH
KOTOPBIX TPeOYIOT IOCTYIIA K [1EPCOHAIBHBIN JIAHHbIN COTPYHUKOB.

- cTporoe u30upaTenpHoe i 000CHOBAHHOE PACHpE/Ie/ieHHE JOKYMEHTOB U HH(POPMAIHH MEXKITY
paboTHUKAMU;

- pannoHanbHOEe pasMmerieHue padouux MecT pabOTHHKOB, MPH KOTOPOM HCKIIOYAJIOCH OBl
0eCKOHTPOIBLHOE UCIIOIB30BAHUE 3AIMAIIAEMON HH(OPMALMH;

- 3HaHMe pPabOTHHUKOM TPeOOBAaHMII HOPMATHBHO — METOIMUCCKHX JOKYMCHTOB IO 3aHIUTE
MHPOPMAMK 1 COXPaHECHUH Talilibi

- Haau4yMe HEOOXOMMMbIX YCHOBHI B HOMEHICHHH st PadoTbl ¢ KOH(QUACHIMANBHBIMH
JOKyMEHTaMH U Oa3zaMy JJaHHbIX;

- OnpeleNeHle U perjamMeHTanus coctaBa padOTHHKOB, HMEIOIIUX IPaBO JOCTyIa (BXojaa) B
IIOMEILEHUE, B KOTOPOM HAXOUTCS BRIUUCIUTENILHASI TEXHUKA;

- OpraHu3anya NOpsAAKa yHUUTOKSHHs HH(OPMALHH;

- CBOEBPEMEHHOE BBUIBICHHE HapyUIeHHsi TpeOOBAHHM pa3peluHTesbHON CHCTeMbl JOCTYIIa
pPabOTHHKAMH I101PA3ACIICHHS;

- BOCIIUTATEJIBHAS UM pasbsCHUTENbHAs padora ¢ COTPYAHAKAMH  IIOJPA3JENCHHUS 10
NPEAYNPEKIACHUIO YTPATHI LIEHHBIX CBEACHHH Ipu padoTe ¢ KOH(HACHIIHATBHBIMA JOKYMCHTAMH;



- He JIOIYCKaeTCs BBIAAYA JIHYHBLIX JIeJI COTPYJHHKOB Ha pPadouue MecTa pPyKOBOJUTEINEH.
Jluunple Jlena MOTYT BBLOABATLCS Ha pabouyMe MecTa TOALKO JIHPEKTOPy, paOOTHHKaM OTIena
mepcoHaza ¥ B HCKIIOUUTCNLHBIX CHy4asix. [10 [IHCBMEHHOMY pa3pelleHHIO JUPEKTopa, -
PYKOBOJMTEIIO CTPYKTYPHOIO [OJIpa3lie;ieHusl. (HampuMep, NpH IIOJANOTOBKE MAaTEPUAIOB AJIA
aTTecTalMy padOTHUKA).

7.3.2. 3amuTa NepCOHANBHEIX JAHHBIX COTPYAHHUKOB HA JIEKTPOHHBIX HOCUTEISX.

Bcee manku, conepxaliye NepcoaIbHbe JaHHbIe COTPYAHUKA, TOKHBI UMETE OrPAHUYEHHBIN JOCTYII
(TOTBKO AJISL COTPYMHUKOB OT/1€/1a NEPCOHANA U AUPEKTOPA MO0 HH(POPMALUOHHBIM TEXHOJIOTHSIM ).

7.4.  Bce numa, cBg3aHHbEe ¢ 1OJgyueHHeM. 00padOTKON M 3auUMTOM NEepCOHAIBHBIX JAHHBIX,
00s13aHbl He pasrialaTh HepcotaibHbIe Jalble PadOTHHKOB.

7.5.  Kpome Mep 3ammTbi  NEPCOHAILHBLIN  JIAHHBIX, YCTAHOBJCHHBIX 33KOHOJATEIbCTBOM,
paborojaresi, paOOTHHKH H UX IHPEJICTABHTENIM MOI'YT BbIpadaTbiBaTb COBMECTHBIE MEpPHI 3alUTHI
[EPCOHANBHDBIX TaHHBIX pa0OTHHKOB.

8. IIpasa u o0sr3anHocTH padoTHIIKA,

8.1.  Paboruuxu no/KHBI OBITH O3HAKOMJICHB! [OJ PACIMCKY C JOKYMEHTaMU OpraHH3aliuy,
YCTAHABIHBAIOIHMY MOPAJOK 00paloTKH IEPCOHANILHBIX JaHHBIX pabOTHHKOB, a TaKike 00 UX IpaBax
1 O0SI3aHHOCTSIX B OTOU 00N1acTy.

82. B memax 3aIIMTHI NEPCOHANbHBLIX JAHHBIX, XpaHsuXcs y padoTojarensi, pabOTHHK HMEET
[Ipago:

- TpeboBaTh HCKIFOUCHHSE MJIH HCTIPABJICHHS! HEBEPHBIX MJTH HCIHOJIIBIX JAIIHBIX;

- 1oJTy4yaTh cBOOOMHBI OecrIaTHBIT TOCTYIl K CBOMM MEPCOHANBHBIM JAaHHBIM, BKIIIOYas IPABO
Ha [oJlyuyeHue KONUi 000 3aric, coaepkaulei rnepcoHanplLie Tamibie.

- HEPCOHAIBHBIE JAaHHbIE OLIEHOUHOrO Xapakrepa JONOJIHUTL 3ASBICHUEM, COJCPIKALIUM €ro
COOCTBEHHYIO TOUKY 3PCHUSI;

- OIPEICIISITh CBOMX IIPECTABUTEIICH /ISl 3aLUTHI CBOUX ITEPCOHAIBHBIX JIAHHBIX;

- Ha COXPAHEHHE U 3ALUUTY CBOECH JIMUIION JKH3HH U CEMEHHON TAMHBL.

8.3. Pabotnuk 00s13aH mepeaBaTh YUPESKACHIIO KOMIJICKC AOCTOBEPHBIX, TOKYMEHTHPOBAHHBIX
INEpPCOHANBHBIX JIAHHBIX, COCTaB KOTOpBIX YycranoBien ITpyrnoseim Koaexcom Pd, a raroxe
CBOEBPEMEHHO COOOIIATE 00 U3MEHEHHX CBOUX NEPCOHANBHLIX JAHIbIX.

8.4.  Paboruuky cTaBsT YupeikaeHUe B U3BECTHOCTL 00 u3MeHEHHH (DAMHIIMH, HMEHH, OTYECTBA,
JIAThl POIKACHUS, YTO TIOJIYHAeT OTPAXCHHE B TPYNOBOH KHIIKKE Ha OCHOBAHHH IIPEICTaBICHHBIX
JokymeHTtos. Ilpu  HeoOxoaumocTu  u3MmeHstorcss  jaunele 00  oOpazoBaHuM, Impodeccuu,
CIICLIUAILHOCTH, IPUCBOEHUH HOBOIO paspszia u mp.

.

9. OTBeTCIBEHHOCTD 32 pasrjauieline l\'Ull(])ll)lelllll-lﬂﬂb}l()l\’i llH(bO[)MallHH, CBSI3AHHON ¢
NepCoaJIbibIMHA JAAHHLIMH.

9.1. PykoBoauTenb, pazpelmiatomidid JOCTYI COTPYIHHKA K KOH(U/CHINATBHOMY HOKYMEHTY, HECET
[IEPCOHATIBHYIO OTBETCTBEHHOCTD 3a JAHHOE Pa3pelieHHue.

9.2. Kaykapllf COTPYAHUK YUPEIKICHMsI, 10JYHAIONHI Uit paboThl KOMPUICHIHAIBHBIR JIOKYMEHT,
HECeT EJMHOJIMUYHYIO OTBETCTBEHHOCTb 3@ COXPAHHOCTL HOCHICHS U KOH(UICHIMAIBHOCTH
nHbOpMALIHH.

9.3. Jlura, BMHOBHBIE B HapylICHUM HOPM, PCTYJUPYIOLIUX MOoJiyueHHe, 00paboTKy M 3alluTy
NEPCOHAILHBIX JAHHBIX pabOTHUKA, HECYT AUCLUILIMHAPHYIO, @IMMHHUCTPATUBHYIO, I'PaXKIaHCKO-
[IPaBOBYIO HJIM YTOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUHU C (peCpaTbHBIMU 3aKOHaAMH.



