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1. O0mue mo0KeHU.

1.1. TTonoxxeHue 0 TMOPSIIKE OPraHU3AIMU U IPOBEIeHHH paboT MO 3amuTe KOHGHUIEHaIbHOA
uHpopMaiuu (nanee - [TonoxeHne) pa3padboTaHo B cOOTBETCTBHHU ¢ Koncrturyuuei Poccuiickoit
®enepanuu, I'paxaanckum koaekcoMm Poccuiickoit @enepannu, TpynoBeIM KoJEKCOM
Poccuiickoit @enepanun (nanee — TK P®), ®enepanshbmv 3akoroM ot 27.07.2006 roza Ne 149-
®3 «O6 nrpopmarmy, HHPOPMAIHOHHBIX TEXHOJIOTHAX U O 3aIIUTE HHYOPMALUKY,
denepansabmv 3akoroM 0T 27.07.2006 Ne 152-03 «O nepcoHanbHBIX JaHHBIX», HHBIMU
HOPMaTHBHBIMH aKTaMH, IEHCTBYIOIIMMA Ha Tepputopuu Poccuiickoit ®enepanuu (ranee —
P®).

1.2. TTostosKkeHHE ONpeeNseT HOpAoK cOopa, XpaHeH s, KOMOMHMPOBAHHS, TIEPEaut U JIEOO0ro
JPYroro UCIOJIL30BaHMs EPCOHATBHBIX AaHHBIX paboTHHKOB ['BOY COII Ne 79
Kanmuaunckoro paitona Cankr-IlerepOypra (nanee - OY) B COOTBETCTBUH ¢ 3aKOHOIaTEILCTBOM
PO.

1.3. JleficTBHE HACTOSAIIETO MOJIOKEHHSI paclipocTpaHseTcss Ha pabOTHUKOB OV, HMEIOIIHX
IIPaBO JOCTYIIA K IIEPCOHATIBHBIM IaHHBIM.

2. OcuoBHbie moHsaTHsA. CoCcTaB NMEPCOHATBHBIX JaHHBIX PA00OTHHKOB.

2.1. B Hacrosimiem [1on0KeHUH UCTIONB3YIOTCS CIIEIYIOLUE OCHOBHBIE IIOHSATHS:

a) IepcoOHAIbHBIE JaHHBIE - HHPOpMaIusi, HeoOXoauMas paboTOoATENIO B CBS3H ¢ TPYAOBBIMU
OTHONICHUSMH M Kacarolasicss KOHKPETHOrO pabOTHHUKA, a TAKIKE CBEJCHUS O (paKTaX, COOBITHAX
U 00CTOSITEIbCTBAX JKU3HU PaOOTHHUKA, [TO3BOJISIOIINE HACHTU(DUIIMPOBATH €r0 JINYHOCT;

6) 06paboTKa MepcoOHATBHBIX JaHHBIX PaOOTHHKA - TF0O0E IeHCcTBHE (Onepanus) uiu
COBOKYITHOCTb JCHCTBUH (ONEpalinii), COBEPIIAEMBIX C HCIIOIb30BAaHUEM CPECTB
aBTOMaTHU3allUU WK 0e3 UCII0JIBb30BaHMsI TAKUX CPEICTB C IEPCOHAILHBIMU JAHHBIMU, BKIIIOYAs
cOop, 3anuck, cucTeMaTU3alHI0, HAKOIJICHUE, XpaHeHHe, yToOuHeHHe (0OHOBJIEHUE, U3MEHEHHE),
U3BJIEUYECHUE, UCIIOBL30BaHUE, TIepeady (pacnpocTpaHeHue, Ipe10CTaBlIeHue, JOCTYI),
obe3nuunBanue, OJOKMPOBAHUE, YIATCHUE, YHUUTOKEHUE TIEPCOHAIBHBIX 1aHHBIX;

B) pacIpOCTPaHEHUE IEPCOHATBHBIX JIaHHBIX - JEHCTBHSI, HAlIpABJIEHHBIE HA PACKPBITHE
MEPCOHAJIBHBIX JaHHBIX pa0OTHUKOB HEOMPEACIIEHHOMY KPYTy JIMII;

T') IPeI0CTaBIeHUE IEPCOHATBHBIX JTAHHBIX - TEMCTBUS, HANIPABIEHHbIE HA PACKPBITHE
[IEPCOHAJIBHBIX JaHHBIX paOOTHHUKOB ONpEeIEHHOMY JIUIY WJIHM OIIPEIEICHHOMY KpPYTY JIUIL;

1) “HQOpPMAIMOHHAS CHCTEMA MIEPCOHATBHBIX JIAHHBIX - COBOKYITHOCTB COJIEpKalUXcsl B 0azax
JIaHHBIX TIE€PCOHAIBHBIX TAHHBIX U 00ECTIEYHBAIONINX UX 00pab0TKy MH(OPMAIIHOHHBIX
TEXHOJIOTHH U TEXHUYECKUX CPEJICTB;

€) YHHUTOKEHHE MEPCOHATBHBIX JaHHBIX - ICHCTBUS, B pe3yJIbTaTe KOTOPBIX CTAHOBUTCS
HEBO3MOKHBIM BOCCTAHOBHUTD COJIEp)KaHHE TIEPCOHANBHBIX JaHHBIX B HH)OpMAMOHHOH
CUCTEME TIEPCOHATBHBIX JTAHHBIX PAOOTHUKOB U (MJIH) B pe3yIbTaTe KOTOPBIX YHUYTOKAIOTCH
MaTepHaIbHBIC HOCUTEIIH [IE€PCOHAVIBHBIX TAHHBIX PA0OTHHKOB;

k) HHPOpMAIUs - CBeJICHHS (COOOIICHHUSI, JaHHBIC) HE3aBUCUMO OT (DOPMBI X IPEICTaBICHUSA;
3) JOKyMEeHTHpOBaHHas nH}opmanus - 3ahUKCHPOBaHHAS HAa MaTepUATbHOM HOCHTEJIE ITyTEM
JIOKYMEHTHPOBaHUs WH(POPMAITHS ¢ PEKBU3UTAMH, TTO3BOJISIONIUMH OIIPECITUTD TAKYIO
UHGOPMAIIUIO UK €€ MaTepHaAIbHBII HOCUTEb;

1) aHKETa — JJOKYMCHT, COJACPIKaIIUil IICPECUYCHb BOIIPOCOB O MEPCOHATBHBIX JaHHBIX Pa0OTHHKA.
2.2. [lepcoHanpHble JaHHBIE PAOOTHHKOB HCIONB3YIOTCA B OY B LIEJIAX BBIIOJIHEHHUS
TpeOOBaHHIi: a) TPYJOBOI0 3aKOHOJATEIbCTBA IIPH IIPHEMe Ha paboTy U 3aKJIIOYEHHH TPYAOBOTO
JIOTOBOPA, B ITPOIIECCE TPYAOBBIX OTHOLICHUH, IPH MTPEJOCTABICHUH rapaHTHH U KOMIIEHCAIUH;



0) 3aKOHO/IATENIECTBA O BOMHCKOM 00S3aHHOCTH U BOGHHOM Ci1y>K0€ IIpH MOCTaHOBKE
PabOTHUKOB Ha BOMHCKHI y4eT U GpOHMPOBAHUM rpaxcaH, IpeObIBaIONINX B 3aI1ace;

B) 3aKOHOJATEIILCTBA B CBSI3H C HCUHCIICHUEM U YIUTATOH HaJiora Ha JOXO0/1b! (PU3HMUYECKUX JIII, a
TAIOKe CTPAaXOBBIX B3HOCOB Ha 0OPOBOJIBHOE U 00A3aTeIbHOE MEMLIHCKOE, TIEHCHOHHOE U
COLMAJILHOE CTPaXOBaHU,

I) ICHCHOHHOT'O 3aKOHO/IATENLCTBA IPH HOPMHPOBAHAH U [PEICTABICHHH
IIePCOHU(DUIIPOBAHHBIX JAHHBIX O KAXKIOM TIOJTy4aTeNIe JOX00B, YUHTHIBAEMbBIX MIPH
HaqUCIICHHM CTPAXOBBIX B3HOCOB HA JOOPOBOILHOE H 00:3aTEIBHOE IEHCHOHHOE CTPAXOBAHKE U
obecneuenue;

J1) 3aII0JTHEHAS IEPBUYHOM CTATHCTHYECKOM JOKYMEHTALIMA B COOTBETCTBHHY ¢ | [0CTAHOBTEHHeM
['ockomerara Poccun ot 05.01.2004 roma No 1 «O6 YTBEP)KACHHH YHUDUIMPOBAHHBIX HOPM
NEPBUYHON YYCTHOH JIOKyMEHTALUHU 10 YYETY TPYIA U €ro OIIaTh.

2.3. CBeneHus 0 MePCOHABHBIX JaHHEIX PA0OTHHKOB OTHOCSTCS K YHCITY KOH(pHICHUHAIBHBIX.
Pabornuxu OV, nosnyunsuike 10cTym K [ICPCOHAILHBIM JIAaHHBIM, 0053aHbI UX HE PaCKpPHIBATh
TPETHUM JIMLIAM ¥ HE PACIPOCTPAHSTE [IEPCOHATBHbIE JaHHEIE 6€3 COTachs paboTHHKA.

2.4. Undopmanns, npeacrasasemas paGoTHHKOM IIpY MTOCTYIUICHUM Ha padoty B OV, momkHa
MMETL IOKYMEHTHPOBAHHYIO popmy. [1pu 3akmodeHnn TpynoBoro 1oroBopa Jmio,
TMOCTYNAKOLIEe Ha PAOOTY, OJDKEH MPEACTABHTH CIIEAYIONUE JOKYMEHTSL, coJepaKalIme
MIEPCOHAJIbHEIE JIAHHEIE:

a) MACTIOPT HIIM MHOM TOKYMEHT, YI0CTOBEPSIONIHH JIMYHOCTB;

0) TPYAOBYIO KHIXKY, 3a HCKITIOUEHHEM CJIy4aeB, KOr/Ia JI0TOBOP 3aKJI0YAeTCS BIEPBbIE, HIIH
paboTHHUK MoCTymnaeT Ha paGoTy Ha YCIOBHAX COBMECTHTENBCTBA, UIIM TPYIOBAs KHHKKA Y
PabOTHHKA OTCYTCTBYET B CBS3H C €€ YyTPATOH HITH I10 APYTHUM IpUYHHAM;

B) CTPAaXOBOE CBHJIETEILCTBO TOCYIAPCTBEHHOIO IEHCHOHHOTO crpaxosanus (CHUJIC);

1") JAOKYMEHTBI BOUHCKOTI'O ydera - OJis JIML, IIOJIEXKaIl[UX BOHHCKOMY Y4Y€TY,

J) HIOKyMEHT 00 00pa3oBaHmH, O KBAIM(QUKALMH MK HATMUHH CIIIHATbHBIX 3HAHMI - [pu
MOCTYIJICHUN Ha PabOTy, TpeOYOLLYIO CHIEUHANBHBIX 3HAHUH WITH CHEIHANBHOMN MOrOTOBKY:
€) CBUIETENBCTBO 0 Ipucsoennn MHH;

’K) 3aKIIIOYEHHE 10 Pe3yIbTaTaM IIPOXOXKIEHUS MeUIHHCKOTO OCMOTpa;

H) CIIPaBKy, BblIaHHYIO0 opranamu MBJ] Poccnu, 0 Hamuunu (OTCYTCTBHH) CYAMMOCTH.

2.5. B 10KyMeHTHI ¥ HHBOPMALIMOHHBIE CHCTEMBI ydeTa [epCcoHalla CHeNHaTHCTOM 10 KaapaMm
BHOCHTCSA I/IH(bOpMa]_II/ISI, COZEpxKalas ClieAyrmue II€PCOHAJIBHBIC JaHHBIC pa6OTHHKaZ

a) obmue cBeeHNs (GaMHUIINs, HMs, OTYECTBO, JAaTa POXKJICHHUS, MECTO POXKIIEHHA, TPaKIaHCTBO,
obpasoBanue, mpodeccus, cTax paGoThl, COCTOSHHE B Opake, macroOpTHbIE JaHHbIE);

0) cBeIeHUs O BOMHCKOM yuerTe;

B) IAHHBIE O TIPHEME Ha paboTy;

T) CBeJIeHUS 00 aTTeCTaIlNH,

1) CBEJICHHUS O IIOBBIIIEHHH KBaIU(HKALIHH,

€) CBEJIEHHs O MPO(eCCHOHATBHOM IePeroArOTOBKE;

’K) CBE/ICHUS O HArpajax (II0OUIPEHUSX), TOUETHbIX 3BAHUAX:

3) cBesieHHs! 00 OTIyCKax;

¥) CBEJIEHUS O COLUAIbHBIX TAPAHTHSIX,

K) CBEJICHHS O MECTE JKUTEIbCTRA (110 NACIOPTY U (paKTHYECKH) U O KOHTAKTHBIX TeTedoHax;
2.6. K noxymeHTam, CoepKaIliuM MePCOHATBHBIM JaHHbIE pabOTHMKA, OTHOCSITCS CIIEAYIOIIHE
JAOKYMEHTBI [IEPCOHAIBHOTO yYeTa:

a) TPYJI0BBIE JIOTOBOPEI M IOMOTHHTEIIBHbIE COTIAICHHS K HUM;



0) DOKYMEHTBI O IPOXOXKAECHUH 00yUeHHS, CTaXMPOBKH, UCIIBITATEIIEHOIO CPOKA;

B) IOKYMEHTHI O TIOBBIIICHHH KBaJIM(PHKAIMH (IIPOTOKOJIBI, CIIPABKHU, CBUACTENILCTBA H T.JI.);

I) IOKYMEHTBI, CBSI3aHHbIE C IIPHBIICYEHHUEM paboTHHKA K JUCHHIIMHAPHOH OTBETCTBEHHOCTH
(cyxeOHEBIe 3alUCKH, NOKIAIHbIC, 00BICHUTEbHBIC U [IPOYHe);

1) JOKYMEHTBI O COCTABE CEMbH paboTHKKa, HEOOXOAMMBIE JUIS IPEIOCTABIIEHUS €My rapaHTHH,
CBA3AHHBIX C BBINIOJHEHHUEM CEMEHHBIX 00S3aHHOCTEIH;

€) ZOKYMEHTEI O COCTOSHUH 3/10POBBSL ICTCH U APYTHX OMU3KUX POLCTBEHHUKOB, KOI/IA C
HATHYHEM TaKHX JIOKYMEHTOB CBSI3aHO NPEOCTABJIEHHE PAGOTHUKY KAKHX THGO rapaHTHil 1
KOMIICHCAIIUH;

’K) NOKYMEHTBI, TIOATBEPIKIAIOIIHE IIpaBO Ha JONOJHUTEJIbHbIE TAPAHTHH H KOMIICHCAIIUH TIO
OHpPEICICHHBIM OCHOBAHHUAM, TIPElyCMOTPEHHBIM 3aKOHOIATEILCTBOM Pd;

3) IOKYMEHTEI 0 GepeMeHHOCTH paGOTHHKA 1 BO3pacTe IETeil 1S IPe10CTaBICHHUS MaTepH
(0TI, APYTHM POACTBEHHHKAM) YCTAHOBIIEHHBIX 3aKOHOM YCIIOBHH Tpy/la, TapaHTHii U
KOMITIEHCAIHIL;

H) JIMLIEBOM CYeT W HaMMEeHOBAaHUE OAHKa, Ha KOTODBIH Nepedncisercs 3apaboTHas 1ara;

K) HHBIE IOKYMEHTBI EPCOHAIBHOTO y4eTa, OTHOCAIIMECS K IePCOHATBHEIM JaHHBIM
paboTHHKa.

2.7. IlepcoHanbHbIe MaHHble paGOTHHKA COAEpIKATCS B CIIEAYIOUIUX JOKYMEHTAX:

a) JOKyMEHTBI, COIPOBOK/IAIOIIHE npomuece 0hopMIEHHS TPYIOBbIX OTHOIIEHH I [IpH 1pyeMe Ha
paboTy, nepeBoie, yBOILHEHNH;

0) MaTepuabl 0 AaHKETUPOBAHHIO, IIPOBEICHHIO COOECEI0BAHUM ¢ KAHIHIATOM Ha JOJDKHOCT;
B) IIOJUTMHHHUKH M KOIIMH IIPHKA30B U PacCIOPsIKEHHH 110 TMYHOMY COCTaBY;

T) JIOKYMEHTBI, COJIepIKaIlIe OCHOBAHUS K IpHKa3y M0 JHYHOMY COCTaBY,

J) CIIPAaBOYHO-UH(POPMAIIMOHHEIE JAHHBIE 110 IEpCOHANY (KapTOTEKH, XKypHAJIbI)

’K) KOITMH OTYETOB, HAIIPaBIISEMBIX B rOCyIapCTBEHHbBIC OPIraHbl CTATUCTHKHU, HAJIOTOBBIE
HHCTICKITHH H JIPYTHE YUPEKIECHHS;

3) CIIPaBKH O I0XOaX (pU3HYECKOTO JIHIIA;

K) pacueThl [0 HAYHCIEHHBIM H YILTAYeHHBIM CTPaxoBbIM B3HOCAM Ha JI00pOBOJILHOE
00s3aTeIbHOE MEAUIIMHCKOE U COLUAIBHOE CTpaXxOBaHME Ha CJIy4ail BpeMEHHO
HETPYIOCIIOCOOHOCTH U B CBSI3U C MATEPUHCTBOM H 10 00s13aTeIbHOMY COLIHATBHOMY
CTPaxOBaHHIO OT HECUACTHBIX CIIy4YaeB Ha MPOU3BOACTBE U MPOPECCHOHATBHBIX 3aboeBanmii, a
TaKke 10 pacXo/JaM Ha BBIILIATY CTPAXOBOI'O 0OECIIEUCHH S,

JI) PEECTPhI Ha OTIATY [EHCHMOHHAIX B3HOCOB, YAEPKAHHBIX U3 3apab0THOM IUIATHI COTTACHO
3QABJICHUIO U 3aKITIOYEHHBIM JTHYHBIM JI0TOBOPAM HETOCYAapCTBEHHOTO TIEHCHOHHOIO
obecneuenus (HITO);

M) BEZIOMOCTH Ha MEPEUUCIICHUE 3apaboTHOIM I1aTHI;

H) CIIPaBKH 110 MECTY TpeOOBAHMS;

0) IUIATEKHbIE TIOPYYCHHUS HA MEPEUHCIICHUS yIEpKaHUN U3 3apaboTHOM IIaThI.

3. Ilosry4enne mepcoHaIbHBIX AAHHBIX.

3.1. Ilepconarnbnble TaHHbIe paGOTHHKA IPELOCTABIISIOTCS CAMIM pabOTHUKOM.

3.2. Paboronarens momkeH cooOUMTS pabOTHHKY O LeJIsX, IPEANONaraeMbIX HCTOYHUKAX H
crocobax IMoJTydeHust IIePCOHANIBHBIX JaHHbIX, a TAKKE O XapakTepe MOJIEKANTNX TTOTyYEHHIO

IIEPCOHATIBHBIX TAHHBIX U IIOCIICICTBUSAX OTKa3a pabOTHHUKA AaTh IUCHMEHHOE COIIACHE HA UX
IOJIy4YEeHHE.

3.3. PaGoTHHK 00513aH MIpe10CTaBIISTE paboToaaTe o JIOCTOBEPHYIO HH(POPMAIHIO O cefe.



Paboronarens nmposepsier jocroBepHOCTS CBEIEHMI, CBepsIs JaHHbIC, IPCCTABICHHDIE
PabOTHMKOM, C UMEIOLIUMUCS Y paBOTHHKA AokymenTtamu. [Ipencrasnenne pabotHrkoM
TIOMUTOKHBIX TOKYMCHTOB WIIM JIOKHBIX CBEJICHHU IIPH MOCTYIUIEHHH Ha paboTy SBJISETCS
OCHOBAHHEM ULl PACTOPIKEHHUs TPYJIOBOTO JIOTOBOPA.

3.4. Ecnu nepconanbHble NaHHbIE PabOTHHKA BO3MOKHO HONYYHTB TOJIBKO Y TPETbEH CTOPOHEI,
TO paboTomaress:

a) yBeIoMJIAeT pabOTHHKA He mo3/Hee 5 pabouux gHei 10 maThI 3ampoca o MIOJTyYE€HUH TaHHBIX
Y TPEThEH CTOPOHBI, COOOIIUB PaGOTHUKY O LIeIsX, [IpearoIaraéMbeIX HICTOYHHKAX U Criocobax
TOJTYICHHS IEPCOHATBHBIX IAHHBIX, 4 TAKKe O XapaKTepe MO/IeKAIIMX 0Ty EHHEO
HICPCOHATBHBIX TAHHBIX U MTOCJIE/ICTBUSAX OTKA3a pabOTHHUKA JIATh MHCHMEHHOE COIIACHE Ha HX
IOJIyYCHHC,

0) moayyaet oT paGOTHHKA THCHMEHHOE COTJIACHE;

B) IPH TOJIyYeHUH COIJIACHS JENAET 3alpocC | MOMyYaeT HeOBXOMuMbIe JaHHbIE.

3.5. Ilpy M3MeHEeHHH NePCOHANBHBIX JAHHBIX pabOTHHUK JIOJDKEH IIPEeAOCTABUTE paboTONATENIO B
CPOK, HE NPEBBIMIAiOMuii 14 KaleHIapHEIX JHel, KONHIO JOKYMEHTa, IIOJITBEPIK IAFOIIIETO
M3MCHCHHE IEPCOHAbHBIX TaHHBIX. PaboTo/aTens nMeeT npaBo 3anparnsars y paboTHHKa
AOTIOJTHUTEIbHBIE CBEICHUS M JOKYMEHTBI, TOATBEPIKJAIOIINE HX JIOCTOBEPHOCT.

3.6. CoTpyaHHK, OCYILECTBISIOMIHUIA cOop uHMOpPMAIHH, [IPH 110JTyYEHHH TIE€PCOHAJIbHBIX
AQHHBIX WK TIOMYYEHUH H3MEHEHHbIX EPCOHAIbHBIX JAHHBIX paGOTHHUKA TOTKEH:

a) IPOBEPHUTH JIOCTOBEPHOCTH CBEJICHHIA, CBEpSIs NaHHBIE, [IPC/ICTAaBIEHHBIC PA0OTHUKOM, C
UMEIOIUMHCS Y paOOTHUKA JOKyMEHTAMH,

0) crenaTh KONHMY HPEACTaBIEHHBIX 1OKYMEHTOB;

B) cpOPMHPOBATH KOIIMH JOKYMEHTOB B JIAYHOE TeJI0 paboTHUKa;

T') BHECTH COOTBETCTBYIOIINE H3MEHEHHS B KaJI[POBBIE IOKYMEHTHI,

Z) IpH HEOOXOAMMOCTH OATOTOBUTE | MO/IITHCATS COOTBETCTBYIOIINE JOKYMEHTBI, B KOTOPBIX
OTPa3sUTh COOTBETCTBYIOIIHE U3MECHEHHUS.

3.7. Tlpu moctyIuieHnn Ha paboTy paGOTHUK 3aTIOHSIET AHKETY: JIMYHBIH JTUCTOK IO YYETY
KaZpOB, ¢ IPUIIOXKCHUEM O/THOH oTorpaduu pasmepom 3x4 cM. DopMa aHKETbI IIpeJICTaBIeHa B
npunosxeHun Ne 1.

3.8. AHKeTa 3am0NHAETCS PaGOTHHKOM CaMOCTOSTEIbHO. [Ipu 3ano1HeHNH aHKETHI pabOTHUK
AOJKEH 3aNOJIHATL BCe ee rpadpbl, Ha Bce BOIPOCHI IaBaTh IIOJIHEIE OTBETHI, HE JOIIyCKAaTh
HCIIPABJICHHH HITH 3a4ePKUBAHUH, IPOYEPKOB, [IOMAPOK B CTPOTOM COOTBETCTBHH C 3aITHUCAMH,
KOTOPBIE COCPIKATCS B €T0 IMYHBIX JIOKyMEHTaX.

3.9. Ankera XpaHHTCS B IMYHOM fene paGoTHUKA. B mianom JIEJIe TAK)Ke XPAHATCH MHBIE
AOKYMEHTDI [IEPCOHAIIBHOTO y4eTa, OTHOCSIINECS K IEPCOHALHBIM TaHHEIM PabOTHHKA.

3.10. Bee 10KyMEHTEI JINYHOTO Je1a JOPMUPYIOTCS B nanky. Ha manke ykasbiBarorcs pamuus,
UM, OTYECTBO (IIPU HATHYHK) pabOTHHKA, TOKHOCTD.

3.11. Bee moKyMeHTSI, OCTYNAIOIIHE B IMYHOE 1EJI0 pacrnosararoTcsi B XpoOHOJIOTHYECKOM
HOPsJIKE.

3.12. Jlnunoe nenno BeeTCs Ha IPOTSDKEHHHU Beeit TPYHOBOMU AEATEILHOCTH PAaOOTHHKA.
W3MeHenns, BHOCHMBIE B THYHOE €10, J0JIKHbI OBITH MNOJTBEPKIEHBI COOTBETCTBYIOIIMMHU
JOKYMEHTaMH.

3.14. Mudopmanus, comepsKaias mepcoHaibHbIE JaHHbIE paboTHHKa, BHOCHTCS B 6a3y TaHHBIX
TI0 y4eTy IlepCOoHalla aBTOMATH3UPOBaHHOI crcTembl [laparpad u yruuimposanmyio Gpopmy T-
2 «JInunas kapToUka paGOTHHKAY.



4. O6paboTka 1 nepeaYa NePCOHATLHBIX JAHHDIX.

4.1. O6mue TpeGosanus mpu oGpaGoTKe [IEPCOHANIBHBIX JaHHBIX PAGOTHHKA U TApaHTHH HX
3aIMTEI OIIpe/IesIeHbI cTaThell 86 TK PO,

4.2. OGpaboTka IHepcOHAIBHBIX TAHHBIX paboTHIKA OCYIIECTBIIAETCS UCKITFOYUTENBHO B IIEJISX
obecreyeH s COOMIONEHHS 3aKOHOB M HHBIX HOPMAaTHBHBIX IIPABOBBIX aKTOB, COAEHCTBHS
paboOTHHKAM B TPY/I0yCTPOHCTBE, 00y4eHuH U IPO(GECCHOHATEHOM POCTe, 00eCTeYeH s INUHOH
Oe3omacHOCTH paGOTHHKOB, KOHTPOJIS KOJIMYECTBA H KAY€CTBa BBIOIHIEMOI paboThI 1
oDecreyeH s COXPaHHOCTH JTHYHOTO MMYLLIECTRA.

4.3. TlepconanbHple naHHble paGOTHHKOB MOTYT GBITb MOy Y€HBI, IPOXOIUTH NATbHEMIIYIO
00paboTKy M MepeaBaThes Ha XpaHEHHE Kak Ha OyMaXXHBIX HOCHTEIISX, TAK U B 2JIEKTPOHHOM
BHJIE (IIOCPEICTBOM HH(pOPMAIIHOHHOH CHCTEMBI).

4.4. B uensax o6paGoTKM NePCOHATBHBIX JAHHBIX pabotozaresp 00s3aH MOIYYHTE COTIIACHE
paboTHHKa Ha 06PaGOTKY €ro MepCcOHAIBHBIX TAHHBIX B ITHCEMEHHOM Buze. Popma cornacus Ha
00paboTKy NepCOHAIBHBIX TaHHBIX pabOTHHKa IpeicTaBieHa B IpHIoKeHnH Ne 2.

4.5. Ilpu nepenave nepcoHaNbHBIX TAHHBIX PAOOTHHKA paboTonarens T0KeH coOM0aTh
clenyronue TpeboBaHus;

a) He COOOIIaTh ePCOHAIBHBIC JaHHbIE paboTHMKA TPeThel cTopoHe 6e3 MUCHMEHHOT0
cornacus pabOTHHKA, 3a HCKIIIOYEHHEM CITY4aeB, KOIIa 3TO HEOOXOIUMO B LIENIAX
TPEAYNPENICHUS YTPO3BI JKU3HHU H 310POBBIO PaGOTHHUKA, & TAKKe B APYTHX cilyyasx,
YCTAQHOBJIEHHBIX 3aKOHOAATENbCTBOM PD;

0) HE coo0IATh MepCOHANBHBIE TaHHBIE paboTHHKA B KOMMEPUYECKHX LeJISIX 03 ero
IIUCEMEHHOTO COTJIACHS;

B) IIPeIyTIPESINTh paGOTHHKOB, OCYIIECTBIIONIHX cOop, 00paboTKy, XpaHeHHe U Nepeaady
IICPCOHANIHBIX JAHHBIX O TOM, YTO 3TH JAHHBIC MOI'YT OBITh HCIOJIb30BAHEI JIHIIE B LeJIsX, JUIS
KOTOPBIX OHH COOOIIEHE], U TPeGOBATE OT THX JIHI] HOATBEPXKIAEHHS TOTO, YTO ITO MPABUIIO
cobmozaeno. JInna, nosyyaromme IIEpCOHAIbHbIE JaHHBIE pa0OTHHKA, 00A3aHbI COOTIONAT
KOH(HUICHIIHATEHOCTB,

I) paspemars JOCTYI K NepPCOHATBHBIM JaHHBIM TOILKO TeM paboTHHUKAM, KOTOpBIE UMEIOT
[IpaBo OCYINECTBIATE COOP, 06pabOTKy, XpaHeHHe U Tiepeaady NEPCOHAIIbHBIX JIaHHBIX, [P
3TOM JaHHbIC pabOTHUKH JIOJDKHBI HMETh TTPABO MOJIYYaTh TOMBKO Te [IEPCOHAJIBHBIC JJAHHEIE
paboTHHKA, KOTOpbIE HEOOXOINMBI JUIS BHIIOJIHEHHS KOHKPETHBIX (DYHKITHIA;

A) He 3aIpalIuBaTh HHGOPMAIHIO O COCTOSHHH 3JI0pOBbsI paOOTHHKA, 33 HCKIIOUEHHEM TeX
CBCICHHH, KOTOPbIC OTHOCATCS K BOIIPOCY O BOSMOKHOCTH BBITOTHEHMUS pabOTHUKOM TPYI0BOMH
GyHKIHY;

¢) IIepeaBaTh IepCOHAIBHEIE JAHHbIC paGOTHHKA NPEICTaBUTEIAM PAOOTHHKOB B IOPSIKE,
yeranosienHoM TK P®, u orpannunsats 31y MH(OPMAIHIO TOJIBKO TEMH MEPCOHATBHBIME

MaHHBIMH PabOTHHKA, KOTOPBIE HEOOXOMUMBI /ISl BBIOTHEHHUS YKa3aHHBIMH MPEJICTABUTEIIMHI
UX QYHKIIHH,

5. XpaHeHHe U 3aLIMTA IePCOHAILHBIX AAHHBIX.

5.1. Bee oneparmu mo oopmenuto, (opmupoBaHmIio, BeeHHIO 1 XpaHEeHHIO UH(pOpMaLIUH,
CONEpKaIIeH IIEPCOHANIbHBIE JAaHHbIE, JOJKHBI BBINOJIHATHCS TOILKO TEMU paboTHHKaMH,
KOTOPBIC OCYIICCTRILSIOT AaHHYIO paboTy B COOTBETCTBHH CO CBOUMH O0S3aHHOCTAMH,
3a()MKCUPOBAHHBIMH B HX JIODKHOCTHBIX HHCTPYKIUSX.

5.2. OTBETCTBEHHOCTD 3a OPTaHH3ALHIO 00pabOoTKU MepCOHAIBHBIX JAHHBIX BO3/I4raeTcs Ha
AOJDKHOCTHO® JIMIO, HAa3HAYAEMOE IPHKA30M AHPEKTOPA.



5.3. Jlomyck K mepcoHabHbIM AQHHBIM pabOTHHKA paspellleH J0KHOCTHIM JIMIaM, KOTOpPbIM
TICpCOHAJIPHBIE NTaHHBIE HEOOXOAUMBI [IJIsl BBIIOIHEHHS KOHKPETHBIX TPYIOBBIX ()YHKIIHIA,
Crmcoxk Jun, nmerommx IIpaBO OCTyIa K IEPCOHATHLHBIM JaHHBIM PabOTHHKOB, yTRepKIaeTCH
mapexktopom OV,

5.4. IlpaBo mocryma k IICPCOHAIIbHBIM JTAHHBIM PAOOTHHUKA HMEIOT:

* THPEKTOP;

* CICIHATIUCT 110 Kaapam;

* 3aMECTHUTEIIH IUPEKTOPA;

* 3aBCAYIOLIMI OUOIHOTEKOIH;

* 3aBenyrommii OJJO/T;

* caM pabOTHHK Ipe AT pUSATUS (K CBOUM mepcoHabHBIM JIaHHBIM );

* Ipoiue paboTHuky OV, KOTOpEIM B CHITY BBIIOJIHEHHS CBOMX TPYI0BBIX 00s3aHHOCTEH,
HEOOXOIMM J0CTyM K TICPCOHATIbHBIM JAHHBIM: [IPE/ICENATEITH METOTHICCKIX 00beIHHEHHIH,
CEKpeTaphb IMpeKTOopa.

5.5. Pabotuuku OV, OCyIecTBIsIoNHe ¢6op, 06paboTKy, XpaHeHHe i nepeiauy nepcoHanbHBIX
JAaHHBIX, 005A3aHBI 03HAKOMHUTHCS C HacTosmuM [lonoxennem u noamicars 0653aTe1LeTRO o
COOJIIOICHUH [IEPCOHATBHBIX TAHHEIX pPabOTHHKOB.

5.6. Cornamenue o Hepasriamenuy TICPCOHATILHEIX TAHHBIX Pa0OTHHKOB 0hopMIIseTCS B
IMUCBMEHHOM (hopMe 3a TTOAIHChIO pabornuka OV u ABISeTCS HOMOTHEHHEM K TPYJIOBOMY
AOTOBOPY, 3aKITIOYEHHOMY MEX.y PaGOTHHKOM K paboTomarenem.

5.7. TlepcoHaNbHEIE TaHHBIE IO IACEMEHHOMY 3aIpOCy MOT'YT IPEICTaBIIAThCS B Oprasbl
FOCYIapCTBCHHOM BJIACTH: HAJIOTOBbIE HHCIICKIIMH, IPABOOXPAHHTEIIbHBIE OPraHbl, OpraHbl
OesomacHoCTH, CyIBL, MYC, denepansuyio MHUTPALMOHHYIO CI1yK0y, OpraHbl CTATHCTHKH,
BOCHKOMATBI, OPTaHbI COLMANBEHOTO CTPAXOBAHHS, [ICHCHOHHDIC borzbL, MyHHIETIATEHEIE
OpraHbl BIIACTH H T.JI.

5.8. Ilepenaua HH(bOpMaIH, conepikaniei cBeIeH s o IICPCOHANIBHBIX TaHHBIX paOOTHHKOB
TIPCANPHUATHS 110 Teneony, hakcy, sneKTpoHHOM II0YTE, Ha 3JIEKTPOHHBIX U OYMa)KHBIX
HOCHTEIISIX 0€3 MHCBbMEHHOTO COryTacus paboTHHKa 3anpermaercs, KpOMe€ IIpEeI0CTaBIICHUS
HH()OPMALUK B COOTBETCTBHH C 3aKOHOIaTeIbCTBOM P®.

5.9. OTBeTHI Ha MUCHMEHHbIe 3aIpOChI IPYTHX OPraHU3aliK U YUPEIKICHHH B npeaenax ux
KOMICTCHIINA M IPENOCTABICHHbIX TIOIHOMOYHIT NAIOTCS B IIHCBMEHHOH popme Ha Granke
NIPCATPUATHS U B TOM 00BbeMe, KOTOPEIif [I03BOJISET He pasriamarh U3NMHITHUN 00beM
NIEPCOHAIBbHBIX CBEJIEHUH 0 paboTHHKax OV,

5.10. Xpanenue nepconanbHpIx JIAHHBIX PabOTHUKOB OCYINECTBIISETCS HA 9JIEKTPOHHBIX
HOCHTEIISX, a Takke B OyMa)kKHOM BapHaHTe.

5.11. loctyn k nepconansHbmM JAHHBIM Ha 3JIEKTPOHHBIX HOCHTENIAX 3allUICHbI 11apOJISIMHU
Aocryna. Jloctyn B 6asy maHHBIX 1O YACTY I€pCOHANA OCYIECTBIISAELTCS TONBKO Yepes TMYHbII
AOCTYH — IapOJIb JOCTYIIA.

5.12. TokymeHTHr, COZCp2KalMe [IEPCOHANIBHBIC JAHHBIE, OJKHBI XPaHHUTLCSH B IOMEILIEHUSIX
OV, oTBeTCTBEHHEIX 3a BeneHHe U XPaHEHUE TAKUX JTOKYMEHTOB,

5.13. Bxonnble nBepu TIOMCIUEHHH, B KOTOPBIX XPAHSTCA IIePCOHANbHBIE JAHHbIE PabOTHHKOB,
0bopyyroTes 3aMKam, TapaHTHPYIOWIUMH HaJIeXKHOE 3aKPBITHE ITOMEILEHUI BO BHepabouee
BPEM31, 1 OCHALLIAIOTCS OXPAHHO-ITOKAPHOH CHIHANIM3ALIHEIA.

5.14. JlokymenTsI, conepsxamue [ICpCOHATIPHBIC TaHHBIE, IIOJIEKAIINE Hepeaade s XpaHEeHHs
B apXHB, QOPMHPYIOTCS B Jie/1a TOCTOSHHOIO BPEMCHHOI'O XpaHCHHUS U MepeIaroTCs Ha
XPaHEHHE B apXHB KaHLEJISPHH.




6. YHHUTOKeHHE MePCOHANBHBIX JAHHBIX.

6.1. JIOKyMEHTbI, cofiepKallue NepcoHaIbHbIe JaHHbIE, [O/UIEXKAT XPAHEHHIO U YHHUTOKEHHIO B
NIOPsZIKE, MPETyCMOTPEHHOM apXUBHBIM 3aKOHOAATENLCTBOM POD.

6.2. [lepconanpHble JaHHBIC PAOOTHUKOB MOJIEKAT YHHUTOKEHHUIO 110 JOCTHIKEHHH Le/eit
00pabOTKHU MIIH B CIIy4ae yTpaThl HEOOXOAUMOCTH B JOCTHKEHUH TAKHX LIEJIE.

7. IlpaBa paboTHHKA N0 0fecnevYeHHIO 3 IUTHI CBOUX MEPCOHATbHbIX TaHHDIX.

7.1. PaOOTHHKM UMEIOT MpaBo Ha:

a) MOJIHYIO HH(OPMAIIUIO O CBOUX IIEPCOHAIBHBIX JAHHBIX H 00pabOTKe ITHX JAHHbIX,

0) cBOGOMHBIH GeCTIaTHBIN JOCTYI K CBOMM II€PCOHAIBHBIM JAHHBIM, BKJIFOUAs IPAaBO Ha
T0JTy4eHHE KOIHH JTF000H 3alucH, Coep Kalleil IepcoHalbHbIe JaHHbIE pabOTHHKA, 3a
UCKITIOYCHHEM CIIy4aeB, IIPEyCMOTPEHHBIX 3aKOHOIATEILCTBOM PD;

B) OIIpE/IENICHNE CBOMX MPEACTABUTENeH ISl 3aIUThI CBOMX NEPCOHATBHBIX JaHHBIX;

r) TpeboBanue 00 UCKITIOYEHUH MM HCIIPABICHUH HEBEPHBIX UM HEMOJIHBIX EPCOHATBHBIX
JAHHBIX, a TaKXKe JaHHBIX, 00pabOTaHHBIX C HAPYIICHHUEM 3aKOHOIATENbCTBA PD;

1) TpeGoBanne 00 U3BEIEHHH Pab0ToaaTe IeM BCeX JIMIL, KOTOPBIM paHee GbLTH COOOIIeHbI
HEBEPHBIC HJIM HEIOJHbIC NIEPCOHANIbHBIE JaHHBIE pa0OTHHKA, 000 BCEX MPOU3BEIEHHBIX B HUX
HCKJIFOYEHHUSX, UCIIPABIICHUSAX HIIH JTOIOTHEHHUSIX;

¢) o0xaloBaHue B Cy1 JIOOBIX HENPABOMEPHBIX AeHCTBHI Wi Ge3seiicTBIs paGoToaTeNs Ipy
00paboTKe U 3aluTe ero NepCoOHaIbHBIX JaHHbIX.

8. O0s13aHHOCTH M OTBETCTBEHHOCTH PabOTOAATE/sl 32 HAPYLIEHHE HOPM, PeryJIHPYIOLHX
00paldoTKy M 3aIIMTY MePCOHAIbHBIX JAHHBIX.

8.1. JIuua, BUHOBHBIE B HAPYIICHHH HOPM, PEryIHPYIONIUX MOTydeHre, 06paboTKy, XpaHeHH e,
nepeady U 3allUTy MePCOHANBHBIX JaHHBIX paOOTHHKA, HECYT AUCHUILIIHHAPHYIO,
MaTepHaIbHYIO, TPAXIAHCKO-IIPABOBYIO, aIMUHUCTPATUBHYIO UJTH YTOJIOBHYIO OTBETCTBEHHOCTH
B COOTBETCTBUHU C 3aKOHOAATEIHLCTBOM PD.

8.2. IIpencraBienne pabOTHUKOM IMOJJIOKHBIX JOKYMEHTOB SIBIISIETCS. OCHOBAHHUEM JUIS
BBIHECCHHUS JUCLUIIIMHAPHBIX B3bICKAHHUH BILJIOTH /10 YBOJLHEHHS.
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