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1. OBIIME INIJIOKEHUA

1.1. ITonoxenue o paboTe ¢ NMEPCOHATBHBIMH JaHHBIMU padoTHHKOB MB/IOY nerckoro
cana Ne 2 r. Bsspmbl CMoIIeHCKOM  pa3paboTaHO B COOTBETCTBHM C TpyHOBBIM KoaekcoMm P,
3akonoM ot 27 utong 2006 r. Ne 152-®3 u HOpMaTHUBHO-TIPAaBOBBIMU aKTaMH, JECHCTBYIOIIMMU
Ha Tepputopuu PO.

1.2. Hacrosmee IlomoxkeHnue omnpeaenser mnopsaok paborsl (cOopa, 00pabOTKH,
UCIIOJIb30BAaHUs, XPAHEHUS M T. [1.) C MEPCOHAIbHBIMU JaHHBIMU PAOOTHHUKOB W TapaHTUU
KOH(UICHIIMATLHOCTU CBEJICHUH 0 paOOTHHKE, MIPEIOCTaBICHHBIX PAOOTHUKOM paboTOaaTENIO.

1.3. Lenpio Hacrosmero IlomoxeHus sBIsSETCS HCIOJIHEHHE 3aKOHOJaTeabcTBa PD B
00J1aCTH 3aIUTHI IEPCOHABHBIX JTAHHBIX.

1.4. Hacrosee [lonoxenue BCTynaeT B CHIIy C MOMEHTA €r0 YTBEPKICHUS.

2. IOHATHUE N1 COCTAB IIEPCOHAJIBHBIX JAHHbIX

2.1. Ilog nmepcoHaIbHBIMU JAHHBIMU PaOOTHUKOB MOHUMAETCs HH(pOpMaLus, HeOOX0AUMast
paboToaTeNto B CBS3U C TPYAOBBIMH OTHOIICHHUSIMHM U KacaroIlascs KOHKPETHOTO pabOTHHKA, a
TaKKe CBeJeHUs O (pakTax, COOBITHUSAX W OOCTOATENbCTBAX >KU3HU PAOOTHHKA, MO3BOJISIONINE
UACHTH()HUIIUPOBATH €T0 JIMYHOCTD.

2.2. CocraB nepcoHaIbHBIX JAHHBIX pAOOTHHKA:

- aHKETa;

- apToOMorpadus;

- 00pa3oBaHue;

- CBEJICHUS O TPYAOBOM H OOIIIEM CTaXe;

- CBEJICHUS O MPEIbIAYIEeM MeCTe paboThI;

- CBEJICHUS O COCTABE CEMbHU;

- MaCMIOPTHBIC JAHHEIE;

- CBEJICHHUSI O BOUHCKOM YYETE;

- CBEJICHUS 0 3apabOTHOM M1aTe COTPYAHUKA;

- CBEJICHUS O COIMAIILHBIX JIbIOTAX;

- CTICI[UAIBHOCTH;

- 3aHMMaeMas JOJHKHOCTb;

- pa3Mep 3apabOTHOI MIaThI;

- HaJlM4ue CyTUMOCTEH;

- aJ[peCc MECTa )KUTEIIbCTBA;

- TOMaIIHu# TenedoH;

- COZIEp’KaHKEe TPYIOBOTO JIOTOBOPA;

- coZIepKaHue JieKIapaluu, 1o/1aBaéMoi B HAJIOTOBYIO MHCTICKIIUIO;

- IONTUHHUKY ¥ KOTHU MPUKA30B TI0 JTUMYHOMY COCTaBY;

- TNYHBIE JIea U TPYAOBBIE KHUKKU COTPYIHUKOB;

- OCHOBaHHUS K MPUKa3aM IO JTUYHOMY COCTaBY;

- Jema, coJepiKallie MaTepualbl MO TOBBIIICHUI0 KBaNU(UKAIMA W TEPErOArOTOBKE
COTPYAHHUKOB, UX aTTECTAINH, CITY’)KEOHBIM PacClIeIOBAHUSM;

- KOITMW OTYETOB, HAIIPABIIIEMbIC B OPTraHbl CTATHCTHKH;

- KOIIUU JJOKYMEHTOB 00 00pa30BaHuUU;

- (oTorpaduu u MHBIC CBEJCHHS, OTHOCSITUECS K TIEPCOHALHBIM JJaHHBIM PAaOOTHHKA,;



- PEKOMEH/IallH, XapaKTEPUCTUKH U T.1I.
2.3. VkazaHHbie B M. 2.2. CBEIEHUS SIBISIOTCA KOH(MUICHIMAIBGHBIMA U HE TOJICKAT
pasrialleHuIo HHAYE KaK 10 OCHOBAHUSM, IPEAYCMOTPEHHBIM 3aKOHO1ATENHCTBOM PD.

3. A0CTYII K HEPCOHAJIBHBIM TAHHBIM COTPYIHUKA

3.1. BHyTpeHHui# 10cTYyn (MCMOIb30BaHKEe HHPOPMAIIMK PAOOTHUKAMHU Y UPEIKICHUSA).

[TpaBo gocTyma Kk nepcoHaIbHbIM JaHHBIM paOOTHHUKA UMEIOT:

- PYKOBOJUTENb YUPEKICHUS;

- 3aMECTHTEIb 3aBEYIOIIETO M0 BOCIUTATEIbHO-METOAMYECKON paboTe;

- 3aBEAYIOLIUI XO351CTBOM;

- MEJICECTpa;

- Oyxranrepus;

- caM paOOTHHK.

3.2. Baemnuii goctyn (rocyJapcTBEHHBIE CTPYKTYPHI).

[lepconanbHble naHHbIE PAOOTHUKOB MOTYT MPEAOCTABIATHCS TOJBKO IO 3ampocy
KOMIIETEHTHBIX OPTraHOB, UMEIOLINX COOTBETCTBYIOIINE MTOTHOMOYUS:

- (enepanbHas HaJIOTOBas CIYyKO0a;

- IPAaBOOXPAHUTEIILHBIC OPTaHbI;

- OpraHbl CTATHCTHKH;

- OI0pO KPEAUTHBIX UCTOPHUH;

- BOGHKOMATBHI;

- OpraHbl COLIMATBLHOTO CTPAXOBAHUS;

- IEHCUOHHBIE (POH/IBI;

- IO/Ipa3/IeICHUs MyHHUIIMITAILHBIX OPTaHOB yIIPaBJICHHUS.

3.3. pyrue opranuzaiuu (TpeThH JIUIA).

CseneHusi 0 pabOTHUKE (B TOM YHMCIIE YBOJIEHHOM M3 JAHHBIX apXHBa) MPEIOCTABISAIOTCA
TPETHUM JIUIAM Ha OCHOBAaHUH IMMCHMEHHOTO 3asIBIIEHHUS CaMOro pabOTHUKA.

3.4. POICTBEHHUKH M YICHBI CEMEH.

[lepconanbHble NaHHBIE PAaOOTHHUKA MPEJOCTABIISIOTCS POJCTBEHHHKAM WM WIEHAM €ro
CEMbH TOJBKO C MMCEMEHHOTO pa3pelieHus paboTHHKA.

4. OBA3AHHOCTHU PABOTOIATEJIA

4.1. B uensx wucnomHeHus TpeOoBaHUN 3akoHonarenbcTBa P® mnpu oOpaboTke
NEPCOHAIBbHBIX JJaHHBIX, BCE PAOOTHUKU JIOJKHBI UCIIOJIHATD YCTAHOBJIEHHBIN MOPSAA0K paOOTHI:

4.1.1. Pabora ¢ nepcoHaIbHBIMH JJaHHBIMH PaOOTHUKOB J0JKHA HE HapylIaTh TpeOOBaHUM
3aKoHOJaTeNbcTBAa P® U JOKaJbHBIX HOPMATHUBHBIX AKTOB YUYPEKICHMs, M JOJDKHA OBITh
HEMOCPECTBEHHO CBSA3aHA C OCYIIECTBICHUEM UMU CBOUX TPYAOBBIX (DYHKIIUH.

4.1.2. Ilpu cOope n 06paboTKe MEPCOHATBHBIX JAaHHBIX PaOOTHUKA paboOTOAATENb JT0JIKEH
pykoBojcTtBoBaThcsi Koncrutymueir PO, Tpynossim konekcom P u uHbIMH (enepanbHbIMU
3aKOHAMH.

4.1.3. IlepcoHanmbHble JOaHHBIE pPAOOTHUKOB JOJDKHBI OBITH IOJNY4EHBI TOJIBKO
HEIMOCPEICTBEHHO Yy Hero. Ecnu st o0paboTKu €ro MaHHBIX WIIM WX TIOMYyYEHUS MPUBIIEKACTCS
TPEeTbU JUIA, TO PAOOTHUK JOJDKEH JaTh IpeABapUTENIbHOE MUCHMEHHOE COIJlache Ha 3ToO.
OpnHoBpeMeHHO PaOOTHHK JTOJKEH ObITh YBEIOMJIEH O Iensix cOopa MHGOpMaluu, HCTOYHHUKAX



€e TIOJYUYCHHUs, a TAK)KE O MOCIICICTBUAX OTKa3a OT MPEJOCTaBICHUS MMCHbMEHHOTO COTJIACHS Ha
cbop uHpopmanuu.

4.1.4. TlepcoHanbHbIe JAaHHBICE PA0OTHUKA O €r0 TOJUTHYECKHUX, PEIUTHO3HBIX M HHBIX
yOXKICHHUSIX, YAaCTHOM JKHM3HHM, a TaKKe WICHCTBE B OOIIECTBEHHBIX U MPOCOO3HBIX
OpraHu3aIysaX He MojaJekaT cOopy, eCiii HHOE He MPEeyCMOTPEHO 3aKOHOAATEIIbCTBOM.

4.1.5. 3amuTa nepcoHaNbHBIX JaHHBIX PA0OTHUKA JOJDKHA 00ECIIEYMBATHCS TTOJTHOCTHIO 32
cdeT padboToaares.

4.1.6. Yupexaenue o0s3aHO MpU IpHeMe Ha paboTy, a TakKe MPH JHOOBIX M3MEHEHHSIX
npaBWi pabOThI C MEPCOHATIBHBIMHU JaHHBIMU OOSI3aHO NMUCHMEHHO 3HAKOMHTH C HHUMH BCEX
pabOTHUKOB YUPEXKACHHUS.

5. OBA3AHHOCTHU PABOTHHUKA

PaboTHHK 00s3aH:

5.1. Ilepematp paboromaTento Bce IEPCOHAIBHBIC  JaHHBIC, YKa3aHHbIE B
COOTBETCTBYIOLINX JOKYMEHTAX.

5.2. B ycTaHOBJICHHBIH MPaBUIAMU CPOK COOOMIATh pabOTOAATENI0 00 M3MEHEHUH CBOUX
MEePCOHATBHBIX JaHHBIX.

6. IPABA PABOTHUKA

PaboTHuK nMeeT npago:

6.1. Ha mpocmoTp nepconanbHoii nHpOpManuu, umeroniecs y paboromaress.

6.2. Ha cBoOonmHBIN OeCIUIaTHBIM M HEOTPaHWYEHHBIH JOCTYN K CBOMM IE€PCOHAIBHBIM
JTAHHBIM, B TOM YHCIJIC TIPAaBO Ha IOJYYECHHUE IOATBEPKIAIOIINX JOKYMEHTOB B BHJE CIIPABOK,
KOIIMH MJIM B BHJIE HHOTO JPYroro O(UIMaIbHOTO TOKYMEHTA.

6.3. TpeboBaTh BHECTH W3MEHEHHMS WIH YAAJIHTHh MEPCOHATIBHYI HH(OPMAIIHIO,
MOJy4eHHYI0 paboTojareneM B HapyIICHWE HACTOANIMX NpaBwil. M3MeHeHWss BHOCSATCS Ha
OCHOBAHWHU NIMCbMEHHOTO 3asBJICHUS paOOTHHKA.

6.4. ITorpeboBaTh OT paboTomaTeNsi U3BECTHTH BCEX JIMIl, PaHee MOJYYHMBIIUX MO BHHE
paboToyaTensi HEMOJIHbIE WIIM HEBEpHbIE MEPCOHANIbHBIE JJaHHbIE O paOOTHUKE.

6.5. OOxanoBaTh B CylIeOHOM TMOpsAAKE JOObIe HENpaBOMEpHbIE JEHCTBUA WIN
6e3neiicTBre paboTonaTens Npu 00pabOTKe U 3aLIUTE MEPCOHANBHBIX TaHHBIX Pa0OTHHUKA.

7. CBOP, OBPABOTKA U XPAHEHUE INIEPCOHAJIBHBIX TAHHBIX

7.1. O6paboTKa MepcOHANBHBIX JAHHBIX PaOOTHHKA — B 3TO MOJy4YyeHHE MH(YOpPMALNH U3
Pa3IMYHBIX UCTOYHUKOB, €€ XpaHeHue, 00paboTKa, a TakKe JI000€e APYroe UCIoIb30BaHHUE.

7.2. TlepcoHanpHble NaHHBIE MPEAOCTABISIOTCS CaMUM PAOOTHUKOM IyTEM 3alOJTHEHUS
aHKEThl YCTaHOBJIEHHOW ¢opMmbl. Paboromarens o00si3aH MpU HX TMOIYYEHUU TIPOBEPHUTH
3asIBJICHHBIE JIAHHBIC MTPEIbIBICHHBIM MOITBEPKIAIOITIM IOKYMEHTAM.

7.2.1. AHKeTa COAEePKUT BOMPOCH O TIEPCOHATBHBIX JAHHBIX PAOOTHHKA.

7.2.2. Ankera noykHa OBITH 3aMojHEHA PAOOTHUKOM JMYHO. Bce Moyt aHKeThl TOKHBI
OBITh 3aITOJTHEHBI, a TPH OTCYTCTBUU WH(OPMAIIMY B COOTBETCTBYIOIICH ITOJIE JJOJKCH CTAaBUTHCS
npouepk. CokpamieHus Mpy 3ar0JIHEHUH aHKETHI HE JIOMYCKAIOTCs, TAK)Ke KaK U UCIIPABJICHUS U
3auepkuBaHus. B 3TOM ciiydae pabOTHHK 00s3aH 3aIOJTHUTH aHKETY 3aHOBO.



7.2.3. AHKeTa pabOTHHKA XPAHUTCS B JIMYHOM JIEJI€ Y OTBETCTBEHHOTO JIMIa paboTomaTens
BMECTE C MPEIOCTABICHHBIMU JOKYMEHTAMH.

7.2.4. JInunoe neno paboTHHKa oopMIIsieTCss B J€Hb BCTYIUICHHS TPYIOBOTO JIOTOBOpA B
CUILY.

7.2.5. JIuyHOE NEeN0 XpaHUTCA B MAIKAX «JIEJ0» YCTAaHOBJICHHOTO 0o0pasia, Ha KOTOpOi
yKa3biBaroTcss Homep nena u O@.1.0. paboTHuKa.

7.2.6. Bce DOKYMEHTBI JIMYHOTO JIeJIa XPAHATCS CTPOro B XPOHOJIOTMYECKOM MOPAJIKE, C
MPOCTABJICHUEM JaThl UX MOJIyUYEHUs, a TAK)KE HyMepalliHu.

7.2.7. JIuuHOE 1eI10 mocie MpeKpalleHus: TpyA0BOT0 0roBOpa ¢ COTPYIHUKOM IepeaeTcs
B ApPXUB, U XPAaHUTCS YCTAHOBJIECHHBIEC 3aKOHO/1aTEIbCTBOM CPOKH.

7.3. Bce monydYeHHBIE TEPCOHAIBHBIC JaHHBIC [OJDKHBI XpPAaHUTBCS B  MECTE,
MCKJIIOYAIOIIEM HECAaHKLIIMOHUPOBAHHBIM JOCTYN TPETHUX JIMII.

7.4. DNEeKTPOHHBIE HOCUTEIU uH(pOpMaIUn JOJKHBI OBITH 3aIMUIICHEI
KpUNTOrpapuuecKuMu CpeCTBAMH 3aIIUTHI HHPOPMAIIH.

8. IEPEJJAYA IIEPCOHAJIbBHBIX TAHHBIX

8.1. B paMmkax peanu3anui MyHKTOB HacTosmero I1oJoxeHus o 3amuTe NepCOHAIbHBIX
JAHHBIX pPAa0OTHHUKOB, PYKOBOAMTENb YUYPEXKACHUS W3aeT MpHKa3 O HA3HAYCHWU JIMIIA,
OTBETCTBEHHOTO 3a COOIO/IEHUE TIOPsIKa paboTHI ¢ MEPCOHATBLHBIMU JAHHBIMA pAaOOTHHUKOB, Ha
KOTOPOM JIeXaT BCE OOS3aHHOCTH 10 OOECIEYCHUI0 KOH(QUACHIIMAIBHOCTH MOTYYEHHBIX
JIAHHBIX, a TAK)Ke OPraHU3aH PAdOTHI C HUMHU.

8.2. [Ipu ocymiecTBIeHNHN Tepeadyll NepCOHATBHBIX JTaHHBIX PAOOTHHKOB TPETHHM JIUIAM
paboToaaTenb 00s3aH:

- He cooOmarh NepCOHAJbHBIC JaHHBIE 0€3 IOJYYSeHHOTO NHUCHbMEHHOIO COTJIacus
pabOTHHKA, KPOME CITy4aeB, KOra Takiue 00sS3aHHOCTH YCTaHOBJICHBI 3aKOHOIaTEILCTBOM;

- HE TepelaBaTh NePCOHAIbHBIE JaHHBIe paOOTHHKA JUIsl UCTIOB30BAHUSI B KOMMEPUYECKHIX
EIISX;

- TpeOOBaTh OT TPETHUX JIUI] COOJIOCHHUS MTPABHI paOOTHI C IEPCOHATBHBIMU JAHHBIMH, a
TaKXe MPEJOCTaBICHUS MMCbMEHHOTO TTOATBEPKICHNS UCTIONb30BaHUS MTEPCOHATBHBIX JTaHHBIX
B TIOPSIZIKE, IPEAYCMOTPEHHBIX HACTOSAIIMM MOJIOKEHUEM O 3aIUTE ePCOHAIBHBIX IaHHBIX;

- 1aBaTh JIOCTYI K NMEPCOHAIBHBIM JTAHHBIM TOJIBKO JIMILIaM, UMEIOIUM COOTBETCTBYIOILUI
JIOIMYCK U UCTIOJB3YIOMIMX MX TOJBKO JJIS BBITOJHEHNUS KOHKPETHBIX MOJTHOMOYHH;

- He ucTpeboBaTh MH(POPMALMIO O COCTOSHUU 3]I0pOBbsl PaOOTHHUKA, 32 HCKIIOYEHUEM
JAHHBIX, KOTOpbIE MOTYT TOBIHUATh Ha WCIOJIHEHHE pAOOTHHUKOM CBOUX TPYIOBBIX
00513aHHOCTEH.

8.3. Ilepenaya mHpOpPMANIUK TPOUCXOANUT TOJBKO B MUCBMEHHOM BHJE. 3ampoc JOJKEH
OBITH cIeNaH B MUCHMEHHOM BHUIE C YKa3aHHEM BCEX PEKBU3WTOB JIMIA, 3alPAIIUBAIOIIETO
uHpopmanuio. OTBEeT JOKEH ObITh clenaH Ha (MPMEHHOM OJIaHKE YUpEeXJAEeHUS U OTIpaBJICH
1100 KypbepcKoH CIy>KO0H, MO0 3aKa3HBIM THCHMOM.

9. UCITOJIb30BAHHME INEPCOHAJIBHBIX JTAHHBIX PABOTHUKOB

9.1. IlepcoHanbHBIC JaHHBIE PA0OTHUKA WCIIONB3YIOTCA JUISA IeJieH, CBSI3aHHBIX C
BBIMIOJTHEHHEM PaOOTHUKOM TPYIOBBIX (YHKIIHI.



9.2. PabGotonaTenb HCIOJb3YyeT NEPCOHAbHbIE JAHHBIE, B YAaCTHOCTH, JUISl DPELICHUS
BOIIPOCOB MPOABIDKEHUS PaOOTHUKA IO CIYX0€, OYEPEeAHOCTH MPEAOCTABICHHS €XErOJHOr0
OTITYCKa,

YCTaHOBJICHHSI pa3Mepa 3apruiatel. Ha ocCHOBaHMM MEPCOHANBHBIX JaHHBIX PaOOTHHUKA peIIaeTCs
BOIIPOC O JOMYCKE €ro K MH(pOpMaIiK, COCTABIISAIONICH CITy)KEOHYIO MIIM KOMMEPUYECKYIO TaiiHYy.

9.3. Ilpu nmpuHATHM pelleHUH, 3aTparuBarOIIUX HHTEpechl pabOTHUKA, padoTodaTrens He
MMEeT TMpaBa OCHOBBIBATHCS HA INEPCOHAIBHBIX JAHHBIX pPabOTHUKA, IMOJYyUYEHHBIX
UCKIIIOYUTENIbHO B pE3y/lbTaT€ WX aBTOMATU3MPOBAHHOM OOpaOOTKH WU 3IIEKTPOHHOTO
noctymieHusi. Paboronarens Takke He BIIpaBe MPUHUMATh PELICHUS, 3aTParuBaroIle HHTEPECh
pabOTHMKA, OCHOBBIBAsICh Ha JAHHBIX, JOIYCKAIOLIMX JABOSKOE TOJIKOBaHUE. B ciyuae eciu Ha
OCHOBAHMUHU TMEPCOHAIBHBIX JAHHBIX PAaOOTHHKAa HEBO3MOXHO JOCTOBEPHO YCTAHOBUTH KaKOM-
m0o akr, paboTogarens npepiaracT pabOTHUKY MPEICTABUTH MUCHbMEHHBIC Pa3bsCHEHHUS.

10. OTBETCTBEHHOCTD 3A PA3IJIAIIEHUE HH®OPMAILIMU, CBI3AHHOM C
IHEPCOHAJIBHBIMU JAHHBIMH PABOTHUKA

10.1. JInua, npu3HaHHbBIE BUHOBHBIMH B HapyLIEHUHU I0JIOKEeHUH HacTosuiero [lonoxxenus
O 3alUTe MEPCOHAIbHBIX JAHHBIX pPa0OTHUKOM MPUBJIEKAIOTCA K JIUCHUIUIMHAPHOM,
aMUHUCTPAaTUBHOM, TPaXKIaHCKO-NPAaBOBOM U YIrOJIOBHOW OTBETCTBEHHOCTH, B IOPSAKE
IIPEAYCMOTPEHHOM 3aKOHOAATENbCTBOM P® M 10KanbHBIMM HOPMAaTUBHBIMU aKTAMM.

C Ilonoxenuem o pa60Te C NICpCOHAJIbHBIMU JaHHBIMH pa6OTHI/IKOB O3HaKOMJICH:

®.1.0. JIOIDKHOCTD Pocnuce Jara




