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MNOJIOKEHHE
0 MEePCOHAJILHBIX JAHHBIX PA00OTHHKOB

1. OOmue noaoXKeHus

1.1. Lenbko nosioxenus 06 06paboTKe NepCOHATBHBIX JAHHBIX paboTHUKOB (naiee — [lonoxenue)
ABIIAETCS 3allUTa NMEPCOHANBHBIX NaHHBIX paboTHHKOB MKVYJIO «JIIIM Ne 3» (manee —
[IIkoma) OT HECAaHKIMOHMPOBAHHOI'O JOCTYyNa, HEMPAaBOMEPHOTO HX HCIIOJB30BAHUS HIIU
yTpaTel, a TAK)KE YCTAaHOBJIEHUE OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHI[, HMEIOIIMX JOCTYI K
[IEPCOHAIILHBIM JTaHHBIM PaOOTHUKOB, 3a HEBBINOJIHEHHE TPEOOBAHUN HOPM, PETYJIHUPYIOLIMX
00paboTKy U 3aLIUTY MEPCOHATBHBIX JIaHHBIX.

1.2.ITonoxxenne pa3paboTaHo B COOTBETCTBHH cO craThsiMu 85-90 Tpymosoro Komekca
Poccuiickont @enepanun, Koncturynueit Poccuiickoit ®@enepanuu, ['paxiaHCKUM KOJIEKCOM
Poccuiickoit @enepanuu, PenepanspHbiM 3akoHOM «O0 wHboOpMauu, HHOOPMAITHMOHHBIX
TEXHOJIOTUSAX M O 3amure uHpopMmarum», DenepaibHbiM 3aK0HOM «O MEPCOHATBHBIX
JaHHBIX», [IpaBuIaMy BHYTpEHHETO TPYAOBOTO pacmnopsiaka [1Ikosl.

1.3. Ilopsimok BBOIA B AeiicTBHE U W3MeHeHUs [looxkeHus.

1.3.1. IlonoxkeHue BCTyNaeT B CHIIy ¢ MOMEHTA YTBEP)KICHHUS €r0 JUPEKTOPOM LIKOJIBI 1
JEHCTBYET OECCPOUHO, 10 3aMEHBI €70 HOBBIM ITOJIOKEHHEM.
1.3.2. Bce u3menenus B [1ooxeHust BHOCATCSI COOTBETCTBYIOIIMM IIPHKA30M.

1.4.Bce pabornuku IlIkoabl A0OMKHBI OBITH O3HAKOMIICHBI ¢ HACTOSIIMM I[lOJIOKEHHEM IO
MO/IITUCH.

I.5.PexuM  KOHQMICHUUAIBHOCTH IEPCOHAIBHBIX [AHHBIX CHHMAaETCs B  Cllydae HX

00€3TMYUBAHKUS U 0 HCTEUYEHHH 75 Jer CpOKa HUX XpaHCHHSA, €CJIIH HHOC HE OIPCIACIICHO
3aKOHOM.

2. OCHOBHBIC TOHSATHS

2.1. lna neneit Hacrosmero [1o10xeHHs HCTTONB3YIOTCS CIIELYIOLINE OCHOBHEIE IIOHSATHS

— [EpCOHANIbHBIE —JaHHble pabOTHMKA — Jr0bas MHOpMAmHs, OTHOCSIIASLCS K
OIIPEJICICHHOMY MJIM ONpENEIsIeMOMY Ha OCHOBAHUHU TaKo# nHpopMmanuu pabOTHHKY, B
TOM YHCJIe €ro haMuIIUs, UMs, OTUECTBO, TOJI, MECAIl, JaTa U MECTO POXKICHHUS, aapec,
CeMEHHOE, COLMalIbHOE, HMYIIECTBEHHOE IMOJOXEeHHe, oOpa3zoBaHue, Mpodeccus,

J0X0/bl, Apyras uH(opmanus, HeoOXoaumas paboTOdaTeNI0 B CBA3HM C TPYAOBLIMHU
OTHOILICHHUSMH;

— 00paboTka NepCOHATbHBIX JAHHBIX — COOp, CHCTEMaTH3allks, HAKOIJIEHHE, XpaHEHME,
yTOuHeHHE (OOHOBIIEHHE, U3MEHEHHE), UCTIOIb30BAHUE, PACIIPOCTPAHEHHE (B TOM YHCIIE
nepeava), o0e3NMYMBaHHE, OJIOKHPOBAHHE, YHHYTOKCHHE II€PCOHAIBHBIX IaHHBIX
pabotHukoB [1IKobI;

= KOH(I)I/I,Z[GHHI/IEUILHOCTB NEpCOHAJIBHBIX JaHHBIX — o0s13aTeNIbHOE JUIs  COOMIOICHHS
Ha3HAYCHHOI'0 OTBETCTBCHHOI'O JIMILIA, ITOJYUYUBLIICIO JOCTYIl K IEPCOHAJIBLHBIM TaHHBIM



pabOTHHUKOB, TpeOOBAaHUE HE JIOMYCKaTh UX PACIPOCTpaHEeHHs] Oe3 coriacus pabOTHUKA
HWJIW MHOT'O 3aKOHHOI'O OCHOBAHMUA,

pacnpocTpaHeHUE TEPCOHAIBHBIX JTaHHBIX — JCHCTBHs, HAIIPABJICHHBIC HA Iepeaady
NEPCOHAIBHBIX  JIAaHHBIX PaOOTHUKOB OMNpeAeNeHHOMY Kpyry Jui (mepemada
NEPCOHAIBHBIX JIAHHBIX) MJIM HAa O3HAKOMJICHHE C IIEPCOHAIBHBIMH JIAHHBIMH
HEOTPAHMUYEHHOTO Kpyra JUIl, B TOM 4YHCJIe OOHapOJOBaHHE MEPCOHATBHBIX JTAHHBIX
pabOTHUKOB B CpEJCTBaX MAacCOBOWM HMH(OpMAIMH, pa3MElICHHEe B WH(POPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHBIX CETSIX WM TPEJOCTaBICHHE JOCTYNa K MEPCOHAIBHBIM
JIAHHBIM paOOTHUKOB KaKUM-JTHOO UHBIM CITIOCOOOM;

HCIIOJIb30BAaHNE IIEPCOHAIBHBIX JaHHBIX — JACUCTBUA (ONEpalKK) C MEPCOHAIBHBIMU
JAHHBIMM, COBEpIIAeMble JOJKHOCTHBIM JULOM IIIKOsbI B LEISX NPUHATHS peIleHUH
WIA COBEpIICHUS HUHBIX JACHCTBHUH, MOPOKAAOIMUX HOPUANYECKHE IOCIEICTBUSA B
OTHOIICHHH PAaOOTHUKOB JTMOO MHBIM 00pPa30M 3aTParuBarOIIMX WX MpaBa U CBOOOIBI WIIH
paBa U cBOOOBI IPYTUX JINLI;

ONOKMpOBaHWE  TIEPCOHANBHBIX  JIaHHBIX — BPEMEHHOE  TpeKpameHue  coopa,
CHCTEeMaTH3allii, HAKOIUICHUS, WCIIOIb30BaHMs, PACIPOCTPAHEHUSI MEPCOHAIBHBIX
JaHHBIX pa6OTHI/IKOB, B TOM YHCJIC UX MICPCAAIN;

YHUUTOXKCHUC IICPCOHATIBHBIX JAHHBIX — HeﬁCTBHH, B PE3YyJIbTATC KOTOPBIX HEBO3MOXKHO
BOCCTAHOBUTL COJACPKAHMUEC IICPCOHAILHBIX OAHHBIX B HH(i)OpM&IIHOHHOfI CHCTEMCE
NEPCOHAJIBHBIX OAaHHBIX pa6OTHI/IKOB UM B PE3YJIbTATC KOTOPBIX YHHYTOKAKOTCAH
MaTCpHAJIbHBIC HOCUTECIN ICPCOHAJIBHBIX JaHHBIX pa6OTHI/IKOB;

00e3MnYruBaHue ICPCOHANIbHBIX JaHHBIX — ﬂeﬁCTBHH, B pE3YyJIbTATC KOTOPBIX HEBO3MOXKHO
ONpeCaACIMTDb MPUHAIJIICIKHOCTD ICPCOHAJILHBIX JaHHBIX KOHKPETHOMY pa6OTHI/IKy;

OOIIEeIOCTYIIHBIE ~ TEPCOHANbHBIE  JaHHBIC — TEPCOHANbHBIE  JaHHBIC,  JIOCTYI
HEOTPAHMUYEHHOTO KPYyTa JIUI[ K KOTOPBIM MPEIOCTaBIEH C coryiacus pabOTHUKA WM Ha
KOTOpBIE€ B COOTBETCTBHH C (heliepaibHBIMHU 3aKOHAMH HE pacipocTpaHseTcs TpeOoBaHue
coOroAeHus KOH(UIEHITMAIBHOCTH;

uHpopmanysg — cBeleHUs (COOOILIEHUs, JaHHble) HE3aBUCUMO OT (OpPMBI HX
IIPEJICTaBIICHNUS;

JOKYMEHTUpOBaHHas MH(oOpManus — 3apUKCUpPOBaHHAs Ha MaTE€pHAJbHOM HOCUTENE
nyTeM JOKYMEHTHPOBaHUS MH(pOpMAIMs ¢ PEKBU3UTAMHM, MO3BOJISIIOIIUMH ONPENEIUTh
TaKyl HHGOPMAIUIO WK €€ MaTepUalbHbI HOCUTENb.

1. Cocras NEPCOHAIbHBIX NAHHBIX paGOTHI/IKOB

1.1.B cocTaB nmepcoHaIbHBIX JaHHBIX paO00THUKOB IIIKOMIBI BXOAST:

aHKeTHBIC U OnorpaduyecKue TaHHEIC,
o0Opa3oBaHue;

CBEICHHUS O TPYJIOBOM U OOIIEM CTaxe;
CBEIICHUS O COCTAaBE CEMbH,
MaCTOPTHBIC JTaHHEIC,

CBEJICHHUS O BOMHCKOM yYeTe;
CBENIEHUS O 3apa0OTHOM TIIaTe;
CBEJICHHS O COITMATBHBIX JIbIOTaX;
CHEIHabHOCTb,

3aHMMaeMasi JOJKHOCTb;

HaJIu4ue CyJUMOCTEN;

aJipec MecTa KUTEIbCTBA;

JOManTHui TenedoH;



— MecTo paboThl MU y4eObl YJICHOB CEMbU M POJICTBEHHUKOB,;
— CcoJepyKaHHue TPYAOBOIrO JOr0BOPa;
— COCTaB JIEKJIAPUPYEMBbIX CBEICHUI O HAJIMYUU MaTEPUAJIbHBIX LIEHHOCTEH;
— TMOJJIUHHUKY U KOIIMM NPUKA30B I10 JINYHOMY COCTaBY;
— JIMYHBIC JI€1a ¥ TPYAOBBIE KHUKKU COTPYAHUKOB;
— OCHOBAaHMS K IIPHKa3aM 110 JUYHOMY COCTaBY;
— Jena, CoAepIKaIlie MaTePUaIbI 10 MOBBIIICHUIO KBATH(HUKAIIUN U IEPETIOATOTOBKE
COTPY/AHUKOB, X aTTECTAIlUH, CITY’)KEOHBIM pacciieI0BaHHSIM;
— KOIIMU OTYETOB, HAIIPABIISIEMBIE B OPTaHbl CTATUCTUKH.
1.2. JlaHHBIE TOKYMEHTHI ABJISIIOTCS KOH(QHUAESHIMAIBHBIMU, IIPH 3TOM, YYUTBIBAs HX MAaCCOBOCTb U
€IMHOE MECTO O00pabOTKH M XpaHEHUS - COOTBETCTBYIOIIMH Ipu( OrpaHMYCHHsS Ha HHUX HE
CTaBUTCH.

2. OO0paboTKa MepcoHaIbHBIX JTAHHBIX

2.1.B mensx obecniedeHus mpaB U cBoOon paborHukoB IlIkomel W ero mpeacraBuTeneil mpu
00paboTKe MEepCOHANBHBIX JaHHBIX Pa0OTHUKA OOS3aHBI COOMIONATH CIEeAyIoIIHe o0uue
TpeOOBaHUs:

2.1.1.

2.1.2.

2.1.3.

2.14.

2.15.

2.1.6.

OO0paGoTka  NEpCOHAJIBHBIX  JAHHBIX  pAaOOTHMKA  MOXET  OCYILECTBIIATHCS
UCKJTFOUUTENFHO B LENAX 00eCTeYeHUsI COONIOICHHS 3aKOHOB ¥ MHBIX HOPMATHBHBIX
IPaBOBBIX AaKTOB, COJEHCTBUA pabOTHMKaM B TPYJOYCTPOHCTBE, OOY4YEHUU U
OPOABMKEHUHM 10 clyk0e, obOecrieueHus: JIMYHOW O€30MacHOCTH pabOTHUKOB,
KOHTPOJISI KOJIMYECTBA UM KayecTBa BBINOJHIEMOM paboTel U obecredeHus
COXPaHHOCTH MUMYILIECTBA.

ITpu onpenenenun odbeMa U cofep)kaHUsl 00pabaThIBAEMbIX MEPCOHATIBHBIX JaHHBIX
pabotHuKa paboTonmarenb JOHKEH pykKoBojcTBoBaThcsi KoncTutynmeit Poccuiickoii
®eneparun, TpynosiM KosekcoM u MHBIMU (heiepabHBIMU 3aKOHAMU.

[TonydeHne TmepCOHANBHBIX  JTAHHBIX MOXKET OCYHIECTBIATHCA Kak  IyTeM
NpPEJCTaBICHUS HX CaMUM PpPaOOTHUKOM, TaK M IyTeM IOJIY4YEHHUS HX W3 MHBIX
HCTOYHUKOB.

[lepconanbHble AaHHBIE pPAOOTHUKA cJeayeT ModydaTb Yy Hero camoro. Ecmu
NepCOHANBHBIC JaHHbIE PA0OTHUKA BO3MOXKHO MOJIYYHTH TOJBKO y TPEThEW CTOPOHHI,
TO paOOTHUK JOJKEH OBITh YBEJOMIJIEH 00 3TOM 3apaHee W OT HEero JOJDKHO OBITh
MOJIY4eHO MHChbMEHHOE corjacue. PaboromaTens AOMKEH COOONIUTH PabOTHUKY O
LeNsAX, NPEANoJIaraéMblX HCTOYHMKAX U CIOCO0aX MOJY4YeHUs IEePCOHAIBHBIX
JIAHHBIX, a TaK jK€ O XapaKTepe IMOMJIeKAIIUX TTOIYUYEHUIO TIePCOHANBHBIX TaHHBIX U
MOCJIEICTBHUIX OTKa3a paOOTHUKA J1aTh MMCbMEHHOE COTJIacHe Ha UX MOJydYeHHUE.
PaGoronarens He MMeeT MpaBa MoJiydyaTh U 0OpalaThIBaTh MEPCOHAIBHBIE JIAaHHBIE
pabOTHUKAa O €ro IMOJUTHYECKUX, PETUTHO3HBIX M MHBIX YOSXKICHHMAX M YaCTHOM
XKHU3HH. B ciryuasix, HETOCpeACTBEHHO CBSA3aHHBIX C BOTIPOCAMH TPYIOBBIX OTHOIICHHN
JTAaHHbIE O YaCTHOM XM3HM paboTHUKA (MH(OPMAIUS O KU3HENEATEIBHOCTH B cdepe
CEMEMHBIX OBITOBBIX, JMYHBIX OTHOILIEHUI) MOTYT OBITh MOJY4YEHBI U 0OpabOTaHbI
paboTosaTesieM TOJIBKO C €ro MUCbMEHHOT'O COTJIacHs.

PaGoronarens He MMeeT MpaBo MOJy4daThb W 0OpabaThIBaTh MEpPCOHAIbHBIE TaHHBIE
pabOTHUKA O €ro WIEHCTBE B OOIIECTBEHHBIX OOBEIUHEHUSAX MIIM €ro MpOo(COI03HOM
NeSITeIbHOCTH, 3a HCKIIOUEHHEM CIy4aeB, IMpPeAyCMOTPEHHBIX (eaepaabHbIM
3aKOHOM.

2.2.K o0paboTke, mepenaue M XpaHEHUIO IMEPCOHATIBHBIX JAHHBIX PAOOTHUKAa MOTYT HMETh
JOCTYII COTPYTHUKH:

byxranrepuu;
Otnena kaapos;
OTBeTCTBEHHBIN 32 HHPOPMAIIMOHHBIE TEXHOJIOTHH.
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2.3.Mcnonp3oBanue NECPCOHANIBHBIX JAHHBIX BO3MOKHO TOJIBKO B COOTBCTCTBUM C LCIIAMHU,
ONMpeCaACIMBIIMMHA HUX IIOJTYUCHHUC.

2.3.1.

[lepcoHanbHBIE AaHHBIE HE MOTYT OBITh HCIIOJIB30BAHBI B IENSAX NPUYUHCHUS
MMYIIECTBEHHOT'O U MOPAJIbHOTO Bpela TpakKJlaHaM, 3aTPYJHECHUS pealli3allii IpaB 1
cBobon rpaxaan Poccuiickoit denepanuu. Orpanndenue npas rpaxnal Poccuiickoit
®denepanii  Ha OCHOBE HCIIOJB30BaHHMS HMHPOpMAMH 00 WX COLHAIBHOM
MIPOUCXO0XKJICHUH, O PACOBOW, HALIMOHAIBHOW, S3bIKOBOM, PEJIMTMO3HON U MApTHIHON
MPUHAJIC)KHOCTH 3aIIPEIIEHO U KapaeTcsl B COOTBETCTBUM C 3aKOHOIATEIILCTBOM.

2.4.Tlepenaua nepcoHaIbHBIX JAHHBIX paOOTHHKA BO3MOXHA TOJBKO C COTIacusi pabOTHHKA WIIH
B Clly4asix, IpsSMO IIPEeyCMOTPEHHbIX 3aKOHOJATENbCTBOM.

2.4.1.

2.4.2.

2.4.3.

[Tpu mepenave mepcoHANbHBIX JTAHHBIX paOOTHHKA PabOTONATENh MOJDKEH COOII0AATh
ClIeAyIolIMe TpeOOBaHUS:

HC COO6I_I_[aTI> ICPpCOHAJIbHBIC TAHHBIC pa6OTHI/IKa TpeTLeﬁ CTOPOHC 0e3 IMUCHbMEHHOI0
corjaacusd pa6OTHI/IKa, 3a HUCKIIOYCHHUEM CJIy4acB, Koraa 3TO HGO6XOIII/IMO B ICIIIX
NpeaynpexKACHus yrpos3bl XHU3HU WU 3J0POBBIO pa6OTHI/IKa, a TaKiKXe B ClIydadix,
YCTAHOBJICHHBIX (l)eﬂepaJ'ILHLIM 3aKOHOM,

HE co00IaTh MepCOHANbHBIE JaHHbIE pAaOOTHHKA B KOMMEpPYECKHX IEsIX 0e3 ero
HCEMEHHOTO COTJIacus;

MpEeAYIPEAUTH JUII, TTOJIYYAIOIINX IEPCOHATBHBIE JaHHBIE pA0OTHUKA, O TOM, YTO ATH
JaHHBIC MOTYT OBITH MCIIOJIBL30BAHbI JIMIIEL B oeix, 4Js1 KOTOPbIX OHU COO6HI€HI)I, n
TpeOOBaTh OT 3TUX JIMI MOJATBEPKICHHUS TOTO, YTO ATO MPAaBUJIO coOiroaeHo. Jluia,
MOJTyYaIONIue TIePCOHANbHBIC JaHHBIE pPAa0OTHUKA, OOS3aHBI COOJIIOJATH PEKUM
CEKpeTHOCTH (KOH(MUIACHIIMAIBHOCTH). [laHHOE TOJI0KEHUE HE PacIpoCTpaHsIeTCs Ha
oOmeH NEpCOHAJIBHBIMU  TAHHBIMHA pa6OTHI/IKOB B TMOpAAKEC, YCTAaHOBJIICHHOM
benepabHBIMU 3aKOHAMU;

pa3peiiatb OOCTYIl K IIEPCOHAJIBHBIM TaHHBIM pa6OTHI/IKOB TOJIBKO CIICIHUAJIbBHO
YIIOJHOMOYCHHBIM JIMIIaM, OIIPCACIICHHBIM IIPHUKAa30M I10 OpraHu3anuu, Mnpu 3TOM
YKa3aHHBIC JIMa JOJIKHBI UMCTH IPABO IMOJYYaTh TOJIBKO TC IEPCOHAJIBHBIC JAHHBIC
pa6OTHI/IKa, KOTOpPBbIC HCO6XOI[I/IMBI JJI1 BBITTIOJTHECHUS KOHKPETHBIX (bYHKLIHfI;

HE 3arpairBaTh HHQOPMAIIO O COCTOSIHUU 37I0POBbsI PaOOTHHUKA, 32 MCKIIOYCHUEM
TEX CBENEHHUH, KOTOpbIE OTHOCATCS K BOMNPOCY O BO3MOXKHOCTH BBITIOJHEHHS
PpabOTHUKOM TPYOBOM (pyHKLINU;

nepeaaBaTh MEPCOHAJbHBIE JaHHbIE DPAOOTHUKA NPEACTABUTENSIM pPAOOTHUKOB B
nopsijike, ycraHoBiaeHHOM TpynosbiM KojexcoM, U orpaHuunBaTh 3Ty MH(OpPMAIHIO
TOJIbKO TE€MH NEepCOHAIbHBIMH JIaHHBIMU paOOTHHKA, KOTOpbIE HEOOXOAMMBI MJIst
BBITNIOJTHEHUS YKa3aHHBIMU MPEJCTABUTENAMU UX QYHKIUH.

Hepe;[aqa MNEPCOHANIBHBIX JAHHBIX OT ACPIKATCIIA WU €Tro HpCIlCTaBHTeHeﬁ BHCIIHCMY
HOTpe6I/ITeJ'IIO MOXKET OOITYCKAaTbCd B MHHHMAJIBHBIX o0beMax M TOJBKO B OeIAax
BBITIOJTHCHHA 3a/1a4, COOTBECTCTBYIOIIUX 00BEKTUBHOM IpU4YnuHC c6opa 9TUX NJAHHBIX.

[Tpu nepenave nepcoHaNbHBIX JAaHHBIX PaOOTHHKA MOTPEOUTENSIM (B TOM YHCIE U B
KOMMEPUYECKHUX IIeJIsIX) 3a MpeJielibl OpraHu3alnuy padoToaTellb He J0JDKEH COO0IIaTh
9TH JaHHbIE TpeTbed CTOpOHE ©0€3 MUCBMEHHOro corjacus paboTHHKa, 3a
UCKJIFOUEHHEM CIIy4aeB, KOTJa 3TO HEOOXOIMMO B LENSIX MPEAYNPEXICHHUS Yrpo3bl
KHU3HU M 370pPOBbI0 PaOOTHUKA WM B CIy4asX, YCTAaHOBJIEHHBIX (enepaabHbIM
3aKOHOM.

2.5.Bce Mepbl KOH(UICHIMANBHOCTH TIPU cOope, 00paboTKe U XpaHEHUH NEPCOHATBHBIX JaHHBIX
COTPYAHMKA paclpoCTPaHSAIOTCS Kak Ha OyMaxHble, TaKk M Ha JJIEKTPOHHBIE
(aBTOMAaTH3UPOBAHHBIE) HOCUTETH HHGOPMAITIH.

2.6.He nomyckaetcs oTBeyaTh Ha BOIIPOCHI, CBSI3aHHBIE C Nepeaadeii mepcoHaIbHOM HH(pOopMaIun
o Tenedony win (akcy.



2.7.XpaHeHUE MEPCOHANBHBIX JAHHBIX JOJHKHO MPOUCXOAWTH B TMOPSJAKE, MCKIIOYAIONIEM HX
yTpaTy WiIN UX HEMPaBOMEPHOE HCIIOJIb30BAHHME.

2.8.1lpu pUHATHN pELICHUH, 3aTParuBaIONINX WHTEPEChl pabOTHUKA, paboTodaTenh HE HMEET
IpaBa OCHOBBIBATHCS HA MEPCOHAIBHBIX JTAHHBIX PAOOTHHKA, MOJYYCHHBIX HCKIIOYUTEIBHO B
pe3yinbTaTe HMX AaBTOMAaTU3UPOBAHHONW OOpa0OTKM WM  DJIEKTPOHHOIO  MOJIydYEHUS.
PaGoTonarenp y4WThIBacT JIMYHBIC KadecTBa pPa0OTHUKA, €ro JOOPOCOBECTHBIA U
3 PeKTUBHBINA TPYI.

3. Komriekc JOKYMEHTOB, COMPOBOXKIAIOIINNA TPOIiecc 0(hOPMIICHHUS TPYIOBBIX
oTHomeHn paboTHHKa B LlIkoie mpu ero npreme, nepeBoje U YBOJIbHEHUH

3.1. Undopmarnust, npeacrapisieMas pabOTHUKOM IPH MOCTyIUIEHHH Ha padoty B LlIkomy, nomkHa
UMETh JIOKyMEHTalIbHYI0 (opMmy. [IpH 3akitoueHun Tpya0BOro J0roBopa B COOTBETCTBUU CO
cT. 65 TpynoBoro konekca Poccuiickoit ®exnepanuu 1MLO, MOCTyHarollee Ha padory,
HpeabsBIseT padoToAATEINIO:

- IaCHOPT WJIA UHOW JJOKYMEHT, YJOCTOBEPSIOIINNA JTUUYHOCTb;
- TPYJIOBYIO KHMXKY, 3a MCKJIIOUCHMEM CJIy4aeB, KOIJa TPYIOBON JOTOBOP 3aKIHOYAETCS
BIIEPBbIC WM PAOOTHUK MOCTYNAET Ha paboTy Ha yCIOBUAX COBMECTUTEIILCTBA,
- CTPax0BOE CBUAETENILCTBO 003aTEIbHOTO IEHCMOHHOI'O CTPaXOBaHMUS;
- JIOKyMEHTbl BOMHCKOI'O Y4eTa - JUIsl BOGHHOOOS3aHHbIX U JIML, MOJUIEKAIIMUX [IPU3BIBY Ha
BOCHHYIO CITYXKO0Y;
- IOKYMEHT 00 00pa3oBaHuM U (WIK) O KBTM(PUKALNK WA HATMYUHU CIICIUATbHBIX 3HAHUH -
OpU TOCTYIUIGHUM Ha paloTy, TpeOYIOUIYI0 CHELUANbHBIX 3HAHUNH WM CHELHaTbHOM
MO OTOBKU;
- CIpPaBKY O HAJMYUU (OTCYTCTBUH) CYTUMOCTH U (MiH) (akTa yrojOBHOTO Npeciie0BaHUs
100 O MpEeKpalleHUH YTOJIOBHOIO IIPECIeI0BaHuUs 0 PeaOUINTUPYIOIIUM OCHOBAHUSAM,
- CIpaBKy, SBISAETCS WJIM HE SBISETCA JIMIO [OJBEPTHYTHIM aJMHUHHUCTPATUBHOMY
HaKa3aHMIO 3a MOTpeOJIeHHEe HAPKOTHYECKHX CPEICTB MJIM ICUXOTPOMHBIX BellecTB 0e3
Ha3HauYeHUs Bpaya JIMOO HOBBIX MOTEHIMATIBHO ONACHBIX ICUXOAKTUBHBIX BEIECTB.

3.2.1Ipu opopmnenun pabotHuka B [1lIkomy pabOTHUKOM OT/ea KaJpoB:

5.2.1. 3anonHsiercs yHuuuupoanHas ¢opma T-2 «JIluyHas kaprouka pabOTHHMKa», B

KOTOPOH OTpaxkaroTcs CIeAYIOIINE aHKETHbIE U Ouorpaduueckue JaHHble pabOTHUKA!

— obmue cBenenus (O.N.0. paboTHUKa, JaTa POKACHHUSI, MECTO POXKICHHUS, TPAKIAHCTBO,
o0pa3oBaHue, npodeccusi, cTax padoThl, COCTOSIHUE B Opake, NaclopTHbIE 1aHHbIE);

— CBEJCHHS O BOMHCKOM y4YeTe;

— JIaHHBIE O IpUEMe Ha paboTy;

B nanpHeiiem B IMYHYIO KAPTOUKY BHOCSATCS:

— CBEJEHHMSA O MePeBOIax Ha JAPYryro paboTy;

— cBeJeHHd 00 aTTecTaluu;

— CBEJICHHMS O MOBBIIICHUH KBaJIM(UKAIIH;

— CBeICHHSA O MPO(ECCHOHATEHON TIEPETIOrOTOBKE;

— CBEJICHHUA 0 Harpajax (MOOUIPEHUsIX ), TOUETHBIX 3BaHUSX;

— CBeleHHUs 00 OTITyCKax;

— CBEJCHHS O COIHMATBHBIX TAPAHTHUSIX;

— CBEJCHHS O MECTE KHUTEIhCTBA M KOHTAKTHBIX Tele(OHAX.

5.2.2. ocymecTBIAETCS OXpaHa CISAYIOIIMX TPYII JOKYMEHTOB, COJIEpXAIIWX IaHHBIE O

pabOTHUKAX B €AMHUYHOM UJIM CBOJHOM BHUJIE:

- JIokyMeHTBI, copepikaliye nepcoHalbHble JaHHbIE pAOOTHUKOB (KOMIUIEKCHI IOKYMEHTOB,

COIIPOBOKIAIONIME Tpoliecc OpOpPMIICHHUS TPYIOBBIX OTHOILICHMH IMPH THpUeMe Ha paboTy,

IIEpEeBOJIe, YBOJbHEHUH; KOMIUIEKC MAaTepHalOB II0 aHKETHPOBAHUIO, TECTUPOBAHUIO;
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MIPOBEJICHUIO COOECEIOBAHMM C KAaHIUIATOM HA JOJDKHOCTD; MOJJIMHHUKH U KOIHUU TPUKA30B
MO JIMYHOMY COCTaBYy; JIMUHBIC Jejia U TPYIOBble KHIKKU PaOOTHUKOB; JeJa, COJepKalue
OCHOBaHUSl K MpHKa3y MO JUYHOMY COCTaBy; Jela, COJAEpIKaIIUe MaTepualibl aTTecTalluu
pabOTHUKOB; CIIY’KEOHBIX pacciel0OBaHMil; CpaBOYHO-MH(GOPMAIIMOHHBIN OaHK JaHHBIX I10
nepcoHany (KapTOTEKH, >KypHaibl); MOJJIUHHUKH W KONUU OTYETHBIX, AHATUTUYECKUX H
CIPaBOYHBIX MaTepuasoB, IepeaaBaeMblXx pyKoBoacTBY IlIkonbl, KomMHM OTYETOB,
HaIpaBsieMbIX B TOCYJAapPCTBEHHBIE OpraHbl CTATUCTUKH, HAJOTOBBIE HWHCIEKIIUH,
BBIIIECTOSIIIIME OPTaHbl YIIPABJICHUS U APYTUE YUPEKICHHUS).

4. JlocTyn K NEpCOHAIbHBIM JaHHBIM

4.1. Buyrpennuii noctyn (noctyn BHyTpH LLKO0INEI).

4.1.1.

HpaBo A0CTYyIIa K ICPCOHAJIIbHBIM JdHHBIM COTPYJAHUKA UMCIOT:

—  Mupexrop IIxousr;

— CoTpyIHHUK OTJIeTIa KaJpoB;

— CotpynHuku OyxrajaTepuy;

— caMm pabOTHUK, HOCUTEJh JIAHHBIX;

— JIpyrue COTPYJHUKH OpTraHM3allMd TPU BBIIOJHCHHM WMH CBOUX CIY)KCOHBIX
00s13aHHOCTEIA.

4.1.2.

[lepeyens muI, HMMEIONIMX JOCTYH K TEPCOHAIBHBIM JaHHBIM PAOOTHUKOB,
omnpezensercs npukazom aupektopa [lkonsr.

4.2. BHewmHwuii 10CTYIIL.

4.2.1.

K uncny maccoBbix nmoTpeduTeneil NepCcoHaNbHbBIX JAaHHBIX BHE OPraHU3allUd MOXKHO
OTHECTH TOCYJJApPCTBEHHBIE U HETOCYIaPCTBEHHBIC ()YHKIIMOHAIBHBIE CTPYKTYPHI:

— HaJIOTOBBLIC MHCIEKIINH;

— TNPaBOOXPAHUTEIbHBIE OPTaHbl;

— Oprasbl CTaTUCTUKH;

— BOEHKOMATEI,

— Oprasbl COI[MATILHOTO CTPAXOBaHUS;
— TICHCUOHHBIC (DOHIBI;

4.2.2.

4.2.3.

4.2.4.

4.2.5.

4.2.6.

nmoapasaACJICHUA MYHUIIUITIAJIbHBIX OPTraHOB YIIPAaBJICHUSA

HanzopHo-KOHTpOIBHBIE OpPraHbl UMEIOT JOCTYN K WH(OpManuu TOIBKO B cdepe
CBOEH KOMIIETEHIUH.

Opranu3zanuu, B KOTOPbIe COTPYAHUK MOXKET OCYIIECTBIATh IEPEUUCTIECHUS IEHEKHBIX
CpencTB  (CTpaxoBble KOMIIAHMM, HETOCYJapCTBEHHBIE TICHCHOHHBIE  (DOHPI,
0JIarOTBOPUTENbHBIE OPTAHM3AIMU, KPEAWTHBIC YUYPEKICHHUS), MOTYT TMOIYyYUTh
JIOCTYN K TIEPCOHAIBHBIM JaHHBIM pa0OTHHKA TOJIBKO B CIIy4ae €ro MHCbMEHHOTO
paspernieHusl.

CBenenuss o0 pa0oTalwIIeM COTPYAHHKE WM YK€ YBOJCHHOM MOTYT OBITh
MPEJICTaBICHBI APYroil OpraHu3aleil TOJIbKO C MHUCHhbMEHHOTO 3ampoca Ha OJaHKe
opraHu3anyv, C TMIPUIOKCHHUEM KOIIMKM HOTApHUAJIbHO 3aBEPCHHOI0 3adBJICHUA
paboOTHHKA.

[TepcoHanbHble JaHHBIE COTPYAHUKA MOTYT OBITh IPEICTABICHbBI POJACTBEHHUKAM WU
YJIEHaM €r0 CEMbHU TOJIBKO C MUCbMEHHOI'0 Pa3peleHHs] CaMOro COTPYAHUKA.
B ciyuae pasBona ObiBIIas cympyra (Cynpyr) UMerT mpaBo oopatutbes B IlIkony ¢

MUCHMEHHBIM 3aIIPOCOM O pa3Mepe 3apabOTHOI IUIaThl COTPYAHUKA 0€3 ero Coriacus
(YK POD).



5. 3ammTa nepcoHalbHBIX JAHHBIX

5.1. 3amuTa TEpCOHANBHBIX TaHHBIX IMPEACTABIACT COOOW JKECTKO perijaMeHTUPOBAHHBIA U

5.2.

JMHAMHYECKH TEXHOJIOTHYECKHUH IPOILIECC, NPEeAYNPEKAAI0MINN HapyIIeHHEe JOCTYITHOCTH,
[IEJIOCTHOCTH, JOCTOBEPHOCTH W KOH(PHICHIMATHHOCTH TIEPCOHANBHBIX JaHHBIX H, B
KOHEYHOM cueTe, 00eCIeUNBAIONINN TOCTAaTOYHO HAASKHYIO 0e30macHOCTh MH(opManuu B
npoliecce YIpaBIeHYECKONW U MPOU3BOACTBEHHON AEATEIIEHOCTH KOMITAaHHH.

3amuTa NMepcoOHANBHBIX AAHHBIX PA0OTHHKA OT HENPABOMEPHOTO WX HCIIOJIB30BAHUS WM
yTpatbl jgomkHa ObITh oOecmeueHa Illkonmol 3a cyer ero CpeiacTB B TOPSIKE,
YCTaHOBJIEHHOM (heiepaIbHbIM 3aKOHOM.

5.3. BuyTpeHnHs4 3amura.

5.3.1. Jlna oOecneyeHuss BHYTPEHHEW 3allUThl TEPCOHAIBHBIX JAaHHBIX PAOOTHHUKOB

HEO00XO0IUMO COOII0IATh PSJI Mep:
OrpaHUYEHUE M PErJIAMEHTAIlUs COCTaBa PaOOTHUKOB, (DYHKIIMOHAIbHBIC OOSI3aHHOCTH
KOTOPBIX Tpe6y10T A0CTyla K NICPCOHAJIbHBIM JaHHBIM COTPYJAHUKOB.
CTporoe M30MparebHOE U 00OCHOBAHHOE paclpe/ie/icHHe TOKYMEHTOB M MH(OpMalUu
MEK1y pabOTHHKAMHU;
palMoOHAIbHOE pa3MelleHHe pabouux MecT pabOTHUKOB, P KOTOPOM HCKIIFOYAIOCH ObI
OECKOHTPOJILHOE UCIIOJIb30BAHUE 3alUIaeMOl HH(OPMALIUH;
3HaHHE PaOOTHUKOM TPEOOBAHWH HOPMATHBHO — METOIUYECKHX JOKYMEHTOB I10 3aIUTE
UH(POPMAIIMU ¥ COXPAaHEHUH TaWHbI;
HaJIU4YHueC H€O6XOI[I/IMI)IX YCJ'IOBI/II\/JI B IIOMCHICHUU JIdA pa6OTI)I C KOH(i)I/IZIeHIII/IaJILHI)IMI/I
AOKYMCHTAaMH U OaszaMu JaHHBIX
OpraHM3aIysl MOPS/IKa YHUUTOKEHUS HHPOPMAIIUHT;
BOCIIUTATENbHASI M Pa3bsCHUTENbHAs paboTa ¢ COTPYAHHKAMHU IO TPEAYIPEKICHHUIO
yTpaThl IEHHBIX CBEJCHUH MPHU paboTe ¢ KOH(DUICHIINATBHBIMU JOKYMEHTAMH,

5.3.2. He gomyckaeTcs BbIIaYa JIMYHBIX JIeJI COTPYJHUKOB Ha pabodme Mecrta

pykoBojauTeneil. JIuuHble nema MOryT BbIIAaBaThCsl Ha pabodne MecTa TOJBKO
JTUPEKTOpY, paOOTHHKAM OTJella KaJpoB M B UCKIIOYHUTEIBHBIX CIIy4asx, IIO
IMCbMEHHOMY Pa3peIICHUIO TUPEKTOPA.

5.3.3. 3ammuTa nepcoHaIbHBIX JAHHBIX COTPYIHUKOB Ha AJIEKTPOHHBIX HOCUTEIISX.

Bce mnamku, copepskamue II€pCOHAIbHBIE JaHHBIE COTPYAHHMKA, IOJDKHBI UMEThb
OrpaHMYCHHBIN TOCTYH (TOJBKO JUISl COTPYTHUKOB OT/IENIa KaJIpOB).

5.4, BHemiHg4 3ammura.

5.4.1. Jlna oOecrieueHrss BHEIIHEW 3alllUTHl TEPCOHATBHBIX JAHHBIX COTPYIHUKOB

HEO00XO0IUMO COOII0IATh PSI Mep:
MOPSIIOK MPUEMA, YyU€Ta U KOHTPOJIA EATEIbHOCTH IOCETUTENEH;
TEXHUYECKHE CPECTBA OXPAHBI (CUTHAIN3AINH );
MOPSIZIOK OXPaHbI TEPPUTOPHUH, 3TAHHN, TTOMEIICHUIA.

5.5. Bce nuia, cBsi3aHHBIE C MOJy4YeHHEM, OOpabOTKOW M 3alIUTON MEpPCOHANBHBIX JIaHHBIX,

00s13aHBI HE pa3TiamiaTh NEPCOHATBHBIC TaHHBIE PA0OTHUKOB.

5.6. KpOMC MCp 3alUThl TICPCOHAJIBHBIX HOAHHBIX, YCTAHOBJICHHBLIX 3dKOHOAATCILCTBOM,

paboTonaTenu, pabOTHUKU M UX MPEICTaBUTENN MOTYT BbIpaOaThIBaTh COBMECTHBIE MEpPbI
3aIUTHI IEPCOHATBHBIX JJAHHBIX PAOOTHHUKOB.

6. IlpaBa u 00s3aHHOCTH pabOTHHUKA

6.1. PAOOTHUKHU JOKHBI OBITH O3HAKOMIICHBI TIOJ] PACIHUCKY C JOKYMEHTAaMHU OpTaHH3aIluH,

YCTaHABIMBAIOIIMMH MOPSIA0K 00pabOTKH NMEPCOHATBHBIX JaHHBIX PAOOTHHKOB, a TaKXKe 00
UX IpaBax U 0053aHHOCTSX B ATOM 0bOjacTu.

6.2.B mensax 3ammThl MEPCOHANBHBIX JAHHBIX, XPAHIIMIMXCS y padoTomaTensi, padOTHUK UMEET

paBo:



— TpeboBaTh UCKIIOUEHUS WM UCTIPABICHUS HEBEPHBIX WJIM HEMOJIHBIX JAHHBIX;

— TOoJy4yaTh CBOOOJHBIN OeCIIaTHBIA JTOCTYH K CBOMM IEPCOHAJIBHBIM JaHHBIM, BKJIHOYAs
[IpaBO Ha MOJyYeHHe KOMU 000 3amucu, coaepxallieil nepcoHalbHbIe JaHHbIE.

— IIEpCOHAJIbHBbIE JJAHHBIE OLICHOYHOI'O XapaKTepa JONOJHUTh 3asBICHUEM, COJEPIKALUM
ero COOCTBEHHYIO TOUKY 3PCHHUS;

— OIpeAessTh CBOUX MPEJCTaBUTENEH s 3alIUThl CBOUX IEPCOHATIBHBIX TaHHBIX;

— Ha COXpPaHEHME U 3AIUTY CBOCH JIMYHOM KM3HU U CEMEHHON TailHbI.

6.3. PaGotnuk o00s3an nepenaBaTh Lllkone KOMILIEKC TOCTOBEPHBIX, JAOKYMEHTHPOBAHHBIX
MEPCOHAIBHBIX JTaHHBIX, COCTAB KOTOPHIX ycTaHoBieH TpynoBsiM Komekcom P®, a Takxke
CBOEBPEMEHHO co00IIaTh 00 U3MEHEHHIX CBOMX NEPCOHATBHBIX JaHHbIX.

6.4. Pabotauku ctaBaT LlIkoiy B M3BECTHOCTh 00 M3MEHEHUH (DaMIIINM, IMEHH, OTYECTBA, JAThI
POXKJIEHHUS, YTO MOJIy4aeT OTPAKEHHUE B TPYJOBOM KHUKKE HA OCHOBAHMH IMPEACTABICHHBIX
TOKyMeHTOB. Ilpu HEOOXOAMMOCTH W3MEHSAIOTCA JaHHble 00 oOpa3oBaHuu, mpodeccuw,
CIIEIUATILHOCTH | TIP.

7. OTBETCTBEHHOCTH 32 pa3rIalieHne KOHQUICHINAIBHOW HHPOPMAIINH,
CBA3aHHOM C MEPCOHAJIbHBIMU JTAHHBIMH

7.1.PykoBoauTeNb, pa3pelialonuil TOCTYI COTPYAHHKA K KOH(PHICHIUAIBHOMY IOKYMEHTY,
HECET MEePCOHAIBHYIO0 OTBETCTBEHHOCTH 3a JJAHHOE pa3pellieHue.

7.2. KaXIplii COTPYIHUK OpTraHHU3AIMH, TOJYYArOIWid JUis paboThl KOHMUICHITMATBHBIA
JOKYMEHT, HECET €IUHOJIMYHYI0O OTBETCTBEHHOCTb 3a COXPAaHHOCTb HOCHUTEN U
KOH(HIEHIIMATBHOCTh HH(POPMAIIHH.

7.3.JIuia, BUHOBHBIE B HApYIIEHUU HOPM, PETYIUPYIOUIUX IMOJy4YeHUE, 00pabOTKy M 3alluTy
MEPCOHANBHBIX JAaHHBIX pPaOOTHHKA, HECYT JUCIHUIUIMHAPHYIO, aJIMUHUCTPATHUBHYIO,
TpaXXaaHCKO-IIPaBOBYIO 1501050 YIrOJIOBHYIO OTBECTCTBCHHOCTH B COOTBETCTBUHN C
deneparTbHBIMU 3aKOHAMH.
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