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1.001mme nos1okeHus.

1.1. Henwto mosioxkeHust 00 00paboTKe MepCOHAIBHBIX JaHHBIX paO0THUKOB (fanee — [Tonoxkenue)
SIBIIICTCSL  3alllUTa TEPCOHANBHBIX JAHHBIX PAOOTHUKOB MYHUIIUIIAIBHOTO OFOJKETHOTO
yuapexaeHuss «COIl  Ne38» (mamee — Illkonma) oT HECaHKIMOHUPOBAHHOTO JOCTYIIA,
HEMPAaBOMEPHOTO MX HMCIOJIb30BAaHUS WJIM YTpaThl, a TaKXK€ YCTAHOBJIEHUE OTBETCTBEHHOCTHU
JOJIKHOCTHBIX JIUI, UMEIOIIUX JJOCTYII K IEPCOHAIBHBIM JIaHHBIM PA0OTHHUKOB, 32 HEBBITIOJHEHHE
TpeOOBaHUI HOPM, PETYIUPYIOMUX 00pa0OTKY U 3aIIUTY MEPCOHATBHBIX JTaHHBIX.?

1.2. Tlomokenwe pa3pabOTaHO B COOTBETCTBUM €O crarthsiMu 85-90 TpymoBoro Kopgekca
Poccniickoit ®enepanuu, Koncrurynuenn Poccuiickonn ®enepauuu, ['pakIaHCKUM KOJAEKCOM
Poccuiickoit ®enepannu, DenepaibHbiM 3aKk0oHOM «0O0 wuHpOpManuK, HWHPOPMAITMOHHBIX
TEXHOJIOTHSX U 0 3amuTe nHhopmanun», OeneparbHbIM 3aKOHOM «O MEPCOHATBHBIX JTaHHBIX),
[IpaBuiiaMu BHYTpEHHETO TPYA0BOro pacnopsiaka LIkombl.

1.3. Ilopsinok BBosa B neicTBre U u3MeHeHus [lonoxxenus.

1.3.1. IlonoxkeHue BCTylaer B CWJIYy C MOMEHTa YTBEpXKIEHHsS ero aupektopoM IIkonbl u
JeHCTBYeT 6€CCPOYHO, 0 3aMEHBI €70 HOBBIM MOJIOKCHHEM.

1.3.2. Bce uzmenenus B [1osoxeHNst BHOCATCS COOTBETCTBYIOIIMM IPHUKA30M.

1.4. Bee pabotHuku IIIKOIBI TOJDKHBI OBITH O3HAKOMJICHBI ¢ HactosmmM [lomoskeHueM 1o
MOJIITHUCH.

1.5. Pexum KOHGUIECHIIMATBHOCTH TMEPCOHAIBHBIX JIAaHHBIX CHHUMAETCsl B Clydae uX
00e3MMYMBaHMs U IO UCTEUCHUHU 75 JIET cpoKa WX XPAHEHUs, WM MPOAJICBACTCS Ha OCHOBAaHUU
3aKIIFOYCHHS SKCIIEPTHON KoMuccru OOIIEeCcTBa, €CIIM HHOE HE OMPEIENICHO 3aKOHOM.

2.0cHOBHBIE TOHATHS.

2.1. Jlna neneii HacTosmero [TonoxeHns: HCIONAB3YIOTCS CIIEAYIONINE OCHOBHBIC TIOHSTUS

e TEPCOHAJBbHBIE JaHHBIC PAOOTHHKA — JIt00asi MHPOPMAIUS, OTHOCAIIASCA K ONpPENSICHHOMY
WIN OIpeJeNsieMOMYy Ha OCHOBaHMM Takod WH(popMmanuu pabdOTHHKY, B TOM YHCIE €ro
bamuus, ©Mst, OTYECTBO, TOM, MECSI], 1aTa K MECTO POXKIICHHSI, aJpec, CEMEHHOE, COIMAIBHOE,
UMYILECTBEHHOE TIOJIOKEHHE, OOpa3oBaHHWe, Mpodeccus, NOXOAbl, Apyras HH(popmanus,
HeoOxoiuMasi paboTOAATENIO B CBSA3H C TPYAOBBIMU OTHOILIEHUSMU;

e 00pa0oTKa MEpPCOHATBHBIX MAHHBIX — COOp, CHCTeMaTHU3alus, HAKOIUIEHHE, XpaHEHHE,
yTOuHeHHe (OOHOBIIEHHE, W3MEHEHHE), HCIOJIb30BaHUE, PAcHpOCTpaHEHUE (B TOM 4YHUCIE
nepefaya), o0Oe3MUUMBaHUE, OJOKMPOBAaHME, YHMUYTOXKEHHE MEPCOHATIbHBIX JIAaHHBIX
pabotaukoB [Ikobr;

e KOHOQUAECHIMAIBHOCTh IEPCOHAIBHBIX JAaHHBIX — 00s3aTeNbHOE  JUId  COOJIOEHUS
HA3HAYEHHOTO OTBETCTBEHHOT'O JIMIA, IOJYYMBIIETO JOCTYN K IIEPCOHAIBHBIM JTaHHBIM
pabOTHUKOB, TpeOOBaHUE HE JOMYCKaTh UX paclpoCTpaHeHUs Oe3 coriacusi pabOTHUKA WU
WHOTO 3aKOHHOTO OCHOBAHHUS;

e pacmpoCTpaHEHHME NEPCOHAJBHBIX JaHHBIX — JEHCTBUS, HalpaBlIeHHbIE Ha Mepeaady
MIEPCOHATBHBIX JTAHHBIX PAOOTHHKOB OIPENSIIEHHOMY KPYTY JHII (TIepegada MmepCcoHaIbHBIX
JAHHBIX) UM Ha 03HAKOMJICHHE C TIEpCOHAIIbHBIMU JJAHHBIMM HEOTPAHUYEHHOTO Kpyra JIUI], B
TOM dYHuclie OOHApOJOBAaHHME IMEPCOHATBHBIX NAaHHBIX PAOOTHUKOB B CPEICTBAX MAaCCOBOM
uHboOpMalMY, pa3MelleHue B HH(OPMAIMOHHO-TEICKOMMYHUKALMOHHBIX CETAX MIIH
MPEOCTaBICHUE JOCTyNa K TIEPCOHAIBHBIM JaHHBIM pAaOOTHUKOB KaKUM-THOO WHBIM
CII0CO00M;

e  HCHOJH30BAaHUE MEPCOHATBHBIX JAHHBIX — JICHCTBHSI (OTIEpaIlii) C IEPCOHATBHBIMH JaHHBIMH,
coBepIIaeMble JOKHOCTHBIM JTUIOM LIIKOJBI B IENsAX MPUHATHS PEHICHUH WM COBEPIICHUS
WHBIX JIEHCTBUH, MOPOKAAIONINX FIOPUIHUECKUE TTOCITIESICTBIS B OTHOIIEHHH PAOOTHUKOB JTHOO
MHBIM 00pa3oM 3aTparMBaroIIUX UX MpaBa U CBOOObI WIIM TIPpaBa U CBOOO/IBI JPYTUX JIMIL;

e  OJIOKMpOBaHHE MEPCOHANBHBIX JAHHBIX — BPEMEHHOE MpEeKpalnieHne coopa, CHCTeMaTH3allnH,
HAKOIUJICHUS, MCIIOJIb30BaHMs, PACIPOCTPAHEHUS IEPCOHATBHBIX JaHHBIX PAOOTHUKOB, B TOM
qHCcIIe UX Mepeadn;



YHUUTOXKCHUC TCPCOHAIBHBIX IOaHHBIX — HeﬁCTBHH, B PC3yJIbTAaTC KOTOPBIX HCBO3MOKHO
BOCCTAHOBHUTH COJICP)KAHUE TICPCOHATBHBIX [TaHHBIX B HH(MOPMAIMOHHOH CHCTEMe
NEpCOHANIBHBIX  JAHHBIX paGOTHI/IKOB UM B PE3YJbTAaTC KOTOPBIX YHHUYTOXKAKOTCA
MaTepUaIbHbIC HOCUTEIU MEPCOHATBHBIX JaHHBIX PAOOTHUKOB;

06€3J'II/I‘-II/IBaHI/IC NECPCOHANIBHBIX ANAHHBIX — HeﬁCTBHH, B PE3YyJIbTATC KOTOPBIX HCBO3MOKHO
OIPECTUTh MPUHAIICIKHOCTD IEPCOHATBHBIX TAHHBIX KOHKPETHOMY PaOOTHHKY;
00IIEI0CTYITHBIC TEPCOHANIbHBIC TAHHBIE — MIEPCOHANIbHBIC TaHHbBIE, JOCTYI HEOTPAHUYCHHOTO
Kpyra JIMI[ K KOTOPhIM IPEJI0CTaBIICH ¢ Corjiacusi pabOTHUKA MM HA KOTOPbIE B COOTBETCTBHH
c (QenmepallbHBIMM  3aKOHAMH HE  paclpocTpaHsercs  TpeOoBaHUE  COOIIOICHUS
KOH(UACHIIMATBHOCTH.

uH(popManus — cBeieHus (COOOIEHMS, TaHHBIC) HE3AaBUCUMO OT JOPMBI UX MPEACTABICHUSI.
JTOKyMEHTHpOBaHHAs WH(pOpMaIus — 3aQUKCHPOBaHHAs Ha MaTCPUAIbHOM HOCHTENIE MyTeM
JOKYMEHTUPOBaHHUS HH(pOpMANMig C PEKBU3UTAMH, IO3BOJSIOIIMMHU ONPEACTUTh TaKyko
HH(OPMAIIHIO UK €€ MaTepUaIbHbIA HOCHTEb.

3. CocTaB nepCcOHANBHBIX JAHHBIX PA00OTHUKOB.
3.1. B cocTaB nepcoHaNbHBIX JaHHBIX paO0THUKOB [1IK0IBI BXOAAT:

aHKETHbIC U OnorpaduyecKue JaHHBIC,

o0Opa3oBaHwe;

CBEIICHUS O TPYJOBOM H OOIIEM CTaxKe;

CBEJICHUS O COCTAaBE CEMbH;

MaCIOPTHBIC JTaHHBIC;

CBCACHUA O BOUHCKOM YUCTE;

CBEJICHUS O 3apa0OTHOM TIATE,

CBEJICHHUS O COIMATBHBIX JIbIOTaX;

CIEIUATBHOCTD,

3aHMMaeMasi JOJKHOCTH;

HAJINYHUE CYJUMOCTEH;

aJipec MecTa )KHUTEIbCTBA;

JOMAIIHUH TenaedoH;

MeCTO pabOTHI WK y4eObl WICHOB CEMbH U POJICTBCHHUKOB,;
cojiep:KaHue TPYAOBOT0 JOTOBOPA;

COCTaB JICKJIApUPYEMbIX CBEJICHUIN O HAJJMYUU MATEPUAIbHBIX LICHHOCTEH;
coJiep>KaHue JIeKIIapaly, M0/1aBaeMoil B HAJIOTOBYIO MHCIICKIIHIO;
MOAJIMHHWKHN U KOIINU ITPUKA30B 110 IMYHOMY COCTaBY,

JIMYHBIC JIeJIa U TPYOBbIE KHIKKU COTPYIHUKOB;

OCHOBAHU K IMPpHUKa3aM 110 JIMYHOMY COCTaBY,

Jena, COACpIKallhe MaTephajbl [0 MOBBIIICHUI KBAIM(UKAIMK W TEPernoJroToBKe
COTPYAHUKOB, UX aTTCCTALlUU, CJ'IY)KG6HI>IM pacciacaoBaHUAM,
KOIIMH OTYETOB, HAIIPABIISIEMBIC B OPTaHbl CTATHCTUKU.

®oTO U BUIEON300pAKEHUE

3.2. JlaHHBIE TOKYMEHTBHI SBJISIOTCA KOH(QUACHIUATBHBIMY, IIPU 3TOM, YUUTBIBAas UX MAcCOBOCTb
U €MHOE MeCTO 00pabOTKH M XpaHEHHs] — COOTBETCTBYIOIIUN Irpu] OrpaHUYEHHsS HAa HUX HE
CTaBUTCH.

4. O0pa0doTKa MePCOHAIbHBIX JAHHBIX.
4.1. B nensax obecrieueHus mpas 1 cBoOo pabotHuka [llkona u e€ nmpeacraButenu npu oopadboTke
MEPCOHANIBHBIX IAHHBIX pAOOTHHKA 00s13aHbI COOTIOATh CIEIYIOITHE 00IHe TpeOOBaHMUS

4.1.1. O6paboTka nepCOHANIbHBIX JTAHHBIX PAOOTHHKA MOXKET OCYLIECTBISATHCS UCKIIOUUTENHHO

B IIEJIsIX 00€ecTieueHust COOJI0ICHHS 3aKOHOB M MHBIX HOPMATUBHBIX IMPABOBBIX aKTOB, COJACUCTBUS
paboTHUKAM B TPYJOYCTPONCTBE, OOYUCHUU U MPOJBUKEHHUH IO CIyxk0e, o0ecrieueHus: INIHON



0€301acCHOCTH pabOTHHUKOB, KOHTPOJIA KOJMYECTBA M KadyecTBa BBIMOJIHAEMONH pPabOTH U

o0ecreyeHns: COXPaHHOCTH UMYIIECTBA.

4.1.2. Tlpu ompexneneHuu oObeMa M COJEpKaHUs 0OpadATHIBAEMBIX MEPCOHAIBHBIX JTaHHBIX

paboTHHKa paboToaarens J0JDKEeH pyKkoBoacTBoBaThesl Koncturynuel Poccuiickoit deneparum,

Tpynossim KonexcoM 1 mHBIME (heepabHBIMU 3aKOHAMH.

4.1.3. Ilony4yeHue nepcoHaIbHbBIX JAHHBIX MOXKET OCYILECTBIIATHCS KaK IIyTeM MPEICTaBIECHUS UX
caMHMM paOOTHUKOM, TaK U ITyTEM MOJIYyYE€HUS UX U3 UHBIX HCTOUHUKOB.

4.1.4. IlepcoHanbHble JaHHbIE paOOTHHKA CIIEAYET OJIy4aTh y HEro caMoro. Eciu nepcoHanbHble

JTaHHbIE PA0OTHUKA BO3MOXKHO MOJYYUTh TOJIBKO y TPETHEH CTOPOHBI, TO pAOOTHHK JOJDKEH ObITh

yBelOMJIEH 00 3TOM 3apaHee W OT HEero JOJDKHO ObITh IOJYYEHO IHMCHbMEHHOE COIJIacHe.

PaboTtonarens q0mKeH COOOIIUTH pAOOTHHKY O IEJISAX, PEANONAraeéMbIX HCTOYHHUKAX U CIIOCO0ax

IOJy4eHUsl TMEpPCOHAIBHBIX JIAHHBIX, a TaK JK€ O XapakTepe HOIeKALMX MOIYYEHUIO

NEPCOHANBHBIX JAHHBIX M TOCJEJCTBUAX OTKa3a pabOTHUKA JaTh MUCHBMEHHOE COTJIacue Ha MX

HOJIy4YEHHE.

4.1.5. Paboronmatens He HMMEET MpaBa IOJNydyaThb W 0OpabaTbiBaTh NEPCOHAJBHBIC TaHHBIC

pabOTHUKA O €ro MOJMTUYECKHUX, PEIMTHUO3HBIX M UHBIX YOSKIEHMAX M 4YacTHOM Xu3HU. B

CIIy4asiX, HEIIOCPEJACTBEHHO CBSI3aHHBIX C BOIPOCAMHU TPYJIOBBIX OTHOLIEHUI JaHHBIE O YACTHOMN

AKHU3HU paOoTHUKA (MH(MOpMALMS O KU3HEAEATEILHOCTH B c(epe CeMENHHBIX OBITOBBIX, JIMYHBIX

OTHOLIEHUI) MOTYT OBbITh IOJY4YEHBI U 00pabOTaHbl pabOTOIATENEM TOJIIBKO C €r0 MUCHbMEHHOIO

COIJIacHsl.

4.1.6. Paboronmarenr He HMMEET MpPaBO IOJy4aTh U OOpadaThiBaTh IEPCOHANBHBIC JTaHHBIC
pabOTHUKAa O €ro WIEHCTBE B OOILECTBEHHBIX OOBEIMHEHUAX WIU €ro mnpodcor3Hon

JeSITeTbHOCTH, 33 HCKIIFOYCHHUEM CITy4aeB, MPEAyCMOTPEHHBIX (e/iepaTbHbIM 3aKOHOM.

4.2. K o0pabotke, nepeaaye 1 XpaHEHUIO IEPCOHANBHBIX JJAHHBIX PA0OTHUKA MOT'YT UMETh JOCTYII

COTPYJIHUKHU:

e Dbyxranrepuu;

e 3aMecTUTeNb AUPEKTOpa

e JlenonpousBOAUTENb.

4.3. Vcnonb3oBaHUE MEPCOHAIBHBIX JAHHBIX BO3MOXKHO TOJBKO B COOTBETCTBHM C LEISIMH,

OIpe/IeIMBIIMMHU UX MOJy4YEHUE.

4.3.1. IlepcoHaibHble JaHHbIE HE MOTYT OBITb HCIIOJIB30BAHBI B LEISAX MPUUYMHEHUS

UMYIIECTBEHHOTO U MOPAJIbHOTO Bpela IpakJaHaM, 3aTPyAHEHUS peaju3aluy MpaB U cBOOOJ

rpaxnaan Poccuiickoit ®@enepanuun. Orpanuuenue npas rpaxjaaH Poccuiickoit denepannu Ha

OCHOBE HCIIOJIb30BaHUSI HHpOpMAaLUUM 00 MX COLMAIBHOM HPOMCXOXKIEHUH, O pacoBOM,

HallMOHAIbHOM, A3BIKOBOM, PETMTMO3HON U MAPTUHHON NPHUHAJIEKHOCTH 3aIPEIIEHO U KapaeTcs

B COOTBETCTBUH C 3aKOHOAATEIHCTBOM.

4.4. Tlepenaua nepcoOHaIbHBIX JaHHBIX paOOTHHKA BO3MOXHA TOJIBKO C COTJIacHsi paOOTHUKA WU

B CIIY4asiX, IPSAMO IPEIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM.

4.4.1. Tlpu mepenade TMEpPCOHANBHBIX JaHHBIX pAaOOTHHKA PabOTOAATENh IOJIKEH COOJI0IATh

cleAyrome TpeOoBaHus:

e HE coOOILIaTh EPCOHANIbHBIE IaHHbIE pa0OTHHKA TPEThEN CTOPOHE O€3 MMCHbMEHHOTO COTIIaCcHs
paOOTHHKA, 32 MCKIIOYEHHEM CIy4daeB, KOTrJa 3TO HEOOXOAMMO B LESIX MPEeAyNpexICHUS
YTpO3bl KU3HU U 3[J0POBBI0 PaOOTHHKA, a TAKXKE B CIIydasX, YCTAHOBJIEHHBIX (helepaabHbIM
3aKOHOM;

e He cooluaTh NepCcoOHabHbIE TaHHbIE pA0OTHHUKA B KOMMEPUYECKUX ENIIX 0€3 ero MMCbMEHHOTO
corJyacus;

e MpeAyNpenuTh JIUL, MOTYYaroluX NepCoOHabHbIE JaHHbIE pAOOTHUKA, O TOM, UTO 3T JIaHHBIE
MOTYT OBITh HCTIOJIb30BaHBI JIUIIb B LENAX, A1 KOTOPBIX OHU COOOIIEHBI, U TPeOOBATh OT 3TUX
JIUI] TOATBEP>KIACHUS TOTO, UTO 3TO MpaBUII0 coOoaeHo. JInia, momyJarolue nepcoHaabHbIe
JaHHble paOOTHHKA, O00sM3aHBl COOMIONATH PEXKHUM CEKPETHOCTH (KOH(UICHIMAIBHOCTH).
JlaHHOE TIOJIOKEHUE HE PAaCIpPOCTpaHsIeTCS Ha OOMEH MEePCOHATBHBIMU JTAHHBIMU PAOOTHUKOB
B MIOPsI/IKE, YCTAaHOBJICHHOM (heiepalibHbIMU 3aKOHAMU;



e paspemiatb JOCTYH K TIEPCOHAIBHBIM JAaHHBIM PAOOTHHKOB TOJBKO  CHEIHAIBHO
YIOJTHOMOYEHHBIM JIMIIaM, OMPEIEICHHBIM MTPUKA30M 10 OpraHU3aliH, IPU STOM yKa3aHHbIE
JIMIIA JOJDKHBI KIMETh TPABO MOJIYYaTh TOJIBKO T€ NEPCOHANbHBIE JaHHBIE PA0OTHUKA, KOTOPHIE
HEO0OXOIUMBI JISI BHITOJIHEHUSI KOHKPETHBIX (DYHKIIUIA;

e HE 3ampamuBaTh MH(MOPMAIMIO O COCTOSHUHU 30pPOBbS pAaOOTHMKA, 32 HCKIIOUCHHEM TeX
CBEJICHMI, KOTOpBIE OTHOCSTCS K BONPOCY O BO3MOXXHOCTH BBIMIOJIHEHUS PaOOTHUKOM
TPYZIOBOU (YHKIINH;

e TIepeAaBaTh IEPCOHAJbHBbIE JAHHBIE PAOOTHUKA MPEICTABUTENISIM PAOOTHUKOB B IMOPAJIKE,
ycraHoBieHHOM TpynoBbiM Kopekcom, W orpaHuumBaTh 3Ty WHGOPMALMIO TOJIBKO TEMH
MEePCOHANBHBIMU JAHHBIMH PAOOTHUKA, KOTOPbIE HEOOXOMUMBI I BHIIOJHEHHS YKa3aHHBIMU
MIPEICTABUTEISIMHA UX (PYHKITHH.

4.4.2. Ilepenaya nepcOHANbHBIX JTAHHBIX OT JEp>KaTessl WM €ro MpejCcTaBUTEICH BHEIIHEMY

HOTPEOUTENI0 MOXKET JOMYCKAThCS B MUHUMAJIBHBIX 00BEMax M TOJBKO B LIEJSIX BBIIOJIHEHUS

3aJ1a4, COOTBETCTBYIOIIUX OOBEKTUBHOM MPHUUKHE cOOpa ATUX JaHHbBIX.

4.4.3. Tlpu mepenaye MEPCOHANBHBIX JAHHBIX PAOOTHHKA TMOTPeOUTENsIM (B TOM 4YHCIE U B

KOMMEpPUYECKHUX LENsIX) 3a Mpeiesibl OpraHu3aluu padorojaareinb HE JOJDKEH cOOo0IIaTh 3TH

JAHHBIE TPEThEH CTOpPOHE 03 MUCHMEHHOTO cOorjiacusi paOOTHHKA, 32 MCKIIOYCHHUEM CIyJaeB,

KOTI'Jla 3TO HEOOXOAUMO B LIEJSIX MPEAYIPEKACHUS YTPO3bI )KU3HU U 3[I0POBBI0 paOOTHUKA WM B

ClIydasix, yCTAaHOBJICHHBIX (heepabHBIM 3aKOHOM.

4.5. Bce mepbl KOH(DHUIGHITUATBHOCTH TIpH cOOpe, 00padOTKe U XpaHEHUH NIEPCOHATBHBIX TaHHBIX

COTPYAHHMKA  PACHpOCTPAHSIOTCS Kak Ha OyMaxHble, TaKk W Ha  DJIEKTPOHHBIC

(aBTOMATH3UPOBAHHBIC) HOCUTEIN MH(GOPMAITHH.

4.6. He nomyckaeTcst OTBE€YaTh Ha BOTPOCHI, CBSI3aHHBIE C TIepeIadyeil mepcoHaIbHOM HH(OpMaIim

1o TeneoHy Ui gaxcy.

4.7. XpaHeHue NMepCOHATBHBIX JAHHBIX JOJDKHO MPOMCXOIUTH B MOPSAKE, MCKIIOYAIONIEM HX

yTpaTy WiIH UX HEMPAaBOMEPHOE HCIIOIb30BaHHE.

4.8. Ilpu npuHATAN pEUICHUH, 3aTparuBalOlIUX UHTEPECHl pabOTHHUKA, pabOTOAATENIb HE UMEET

IpaBa OCHOBBIBATHCSA HA MEPCOHAIBHBIX JAHHBIX Pa0OTHHKA, MOJYYEHHBIX HCKIIOYUTEIHLHO B

pe3yabTaTe UX aBTOMATU3UPOBAHHOW OOpaOOTKH MM AIIEKTPOHHOTO mosydeHus. PaboTonarens

YUUTHIBACT JTUYHBIE KauecTBa PaOOTHHKA, €T0 JOOPOCOBECTHBIN U 3(PPEKTUBHBIN TPY/I.

5. Kommiekc JOKYMEHTOB, CONPOBOXAAMOIIMI mnpouecc o(OpMJIeHH TPYIOBBIX
oTHowieHui pa6oTHuka B lllkose npu ero npueme, nepeBo/je U yBOJIbLHEHUH.

5.1. Uudopmanus, npencrapiseMas pabOTHUKOM INpH MOCTyIUIeHMH Ha paboty B Ilkomy,
JIOJKHA UMETh JJOKYMEHTalIbHYI0 (popmy. [Ipu 3akinroueHnn Tpy10BOro 10roBopa B COOTBETCTBUN
co cr. 65 TpynoBoro kozaekca Poccuiickoilt ®enepanuu JuI0, MOCTyNawollee Ha padoTy,
MPEABSIBISIET pabOTOIATEINIO:

e macnoprt rpaxxaanuHa Pocculickon ®enepanuu;

e TPYNOBYHO KHMKKY, 34 MCKJIIOUEHHUEM CJIy4daeB, KOrja TPYAOBOW JOTOBOP 3aKJIHOYAETCs
BIIEPBbIC MJIM PAOOTHUK MTOCTYMAET Ha pPa0OTy HA YCIOBHUSIX COBMECTUTENBCTBA, TMOO0 TPy10Bast
KHM)KKA y paOOTHUKA OTCYTCTBYET B CBSI3H C €€ YTPAaTOl WK IO APYTUM IPUUNHAM;

e CTPAaxOBOE CBUAETEIBLCTBO I'OCYIaPCTBEHHOIO IEHCUOHHOIO CTPAXOBAHHUS;

e JIOKYMEHTBI BOMHCKOTO y4eTa — JJIsi BOCHHOOOSI3aHHBIX U JIMII, MOJAJIEKALIIUX BOMHCKOMY
yUeTy,

e JIOKyMEHT 00 00pa30oBaHUH, O KBaIU(UKALUU WM HAIWNYUHM CIEUUATbHBIX 3HAHUW — IPHU
MOCTYIUJICHUHU Ha paboTy, TpeOYIOUIYIO CleMaIbHbIX 3HAHUHM WM CHeUaIbHOM MOATOTOBKH;

e cBUAETENLCTBO O npucBoeHnn MHH.

o CrpaBky 00 OTCYTCTBUH CyIUMOCTH

e JIMYHYIO CAaHUTAPHYIO KHWXKKY



5.2. Ilpu odopmnenuun pabGotHuka B Illkomy neTOMPOM3BOIUTENEM 3alOTHICTCS
yaupunupoBannas (opma T-2 «JIuunas kaprouyka paOOTHUKA», B KOTOPOH OTpa)karoTCs
CIIeyIOIINE aHKETHBIC U OnorpaduuecKkre JaHHbIe paboTHUKA:

e o6mue cBenenus (®.M.0. paboTHHKa, JaTa POXKACHUS, MECTO POXKIEHUS, T'PakKIaHCTBO,
oOpaszoBanue, mpodeccusi, CTaxx paboThI, COCTOSIHHE B Opake, MaclOPTHBIC JaHHBIE),

e CBEJICHHUS O BOMHCKOM Y4YeTe;

e JIaHHBIE O IPHEME Ha padoTy;

B nanpHelieM B TUYHYIO KApTOUKY BHOCSTCS:

e CBEJCHUS O IEPEBOJIaX Ha IPYTYIO paboTy;

e cBeneHus o0 aTTecTaluu;

e CBEJCHUS O MOBBIIICHUH KBATU(UKAIIH;

e CBeleHUs O MpodeccroHabHOMN MepenoroTOBKE;

e CBeJEHUs O Harpajax (IOOIIPEHUX ), HIOYETHBIX 3BAaHUSIX;

e cBeneHus 00 OTIyCKax;

e CBEJCHUS O COUMAIBHBIX TapaHTHSIX;

e CBEJEHHUS O MECTE )KUTEIhCTBA M KOHTAKTHBIX Tene(oHax.

5.3. B IlIkose co3naroTcs U XpaHATCS CIAEAYIOLIUE TPYIIIBI JOKYMEHTOB, COIep KaIllue JaHHbIE O
paboOTHUKAX B €TUHUYHOM HIIM CBOJHOM BUJIE:

5.3.1. JIoKyMeHTBI, COAEep KaIIHe IEPCOHANBHBIC JaHHbIE PA0OTHUKOB (KOMILJIEKCHI JIOKYMEHTOB,
COTMPOBOXKAAIOIINE IpoliecC OPOPMIICHHUS TPYIOBBIX OTHOIICHUN MPH MpUeMe Ha padory,
nepeBo/ie, YBOJIbHEHUH; MTOJTMHHUKN U KOIMU TPUKA30B 110 JUYHOMY COCTaBY; JIMYHBIC JIea U
TPYJOBbIE KHUXKKW PAOOTHUKOB; JIeNa, COJep KaIlie OCHOBAHUS K MPUKaA3y MO JUYHOMY COCTaBY;
Jiena, CoJep)Kallie MaTephajibl aTTecTallii Pa0OTHUKOB, CIIY)KEOHBIX paccieIOBaHMIA;
CIPaBOYHO-UH(GOPMAIIMOHHBIN OaHK TAHHBIX 10 IEPCOHANY (KapTOTEKH, KYypPHAIbI); TOITUHHUKU
¥ KONUHM OTYETHBIX, AaHATUTHUYECKUX M CIPABOYHBIX MATEPHAIIOB, TEPENABAEMBIX AUPEKTOPY
[IkomBI ; KOMUKU OTYETOB, HANIPABIIEMBIX B TOCYIaPCTBEHHBIE OPTaHbl CTATUCTHKHU, HAJIOTOBBIE
WHCIICKIINH, BBIIIECTOSIINE OPTaHbl YIIPABICHUS U JPYTUe YIPESIKICHHUSA).,

6. JlocTyI K nepcoHalbHbIM JAHHBIM.
6.1. Buyrpennuii noctyn (goctyn BHyTpu LIKombI).
6.1.1. [IpaBo gocTyna K MepcOHAIILHBIM JAHHBIM COTPY/IHUKA UMEIOT:
o nupexTop LIkomnsr;
e 3amecTuTenb Aupexropa HIkomsr;
e JIEJIONPOU3BOIUTEID;
e TIJaBHBIN Oyxrairep
e Oyxrajirep o Ha4MCJIEHUIO 3apabOTHON IIAThI
e caM paOOTHUK, HOCUTENh TaHHBIX.
6.1.2. IlepeyeHp UL, HMEIOMHUX JOCTYH K [E€PCOHAIBHBIM JIaHHBIM paOOTHUKOB,
omnpeaensercs npukasoM aupexrtopa Lkossr.
6.2. BHemHuii goctym.
6.2.1. K 4duciay maccoBbIX MOTpeOUTENeld MEPCOHAIbHBIX ITaHHBIX BHE OpraHU3allid MOYKHO
OTHECTH IOCYJJapCTBEHHbIE U HETOCY1apCTBEHHbIE (YHKIIMOHATIBHBIE CTPYKTYPBI:
e  HAJIOTOBBIE MHCIEKLIUU;
e IPAaBOOXPAHUTEIbHBIE OPTaAHBI;
e  OpraHbl CTaTUCTHKWU;
e BOEHKOMATHI;
e  OpraHbl COIIMAJILHOTO CTPAaXOBaHUS;
e TIEHCHOHHBIE (POH/BI;
e TOJpa3/eNeHUs] MyHUIIUNAIbHBIX OPraHOB YIIPaBJICHHUS;
6.2.2. Hag3opHO-KOHTPOJIbHBIE OpPraHbl UMEIOT JOCTYI K MH(OpMAIK TOJIBKO B chepe cBoeH
KOMIIETEHIIUH.



6.2.3. Opranusanuy, B KOTOPbIE COTPYIHUK MOKET OCYILECTBIAThH NEPEUNUCICHUS JEHEKHBIX
CpeACTB (CTpaxoBble KOMIIAHUHU, HETOCYIaPCTBEHHbIE ICHCUOHHBIE (DOH/IBI, OJ1arOTBOPUTEIbHBIE
OpraHM3aly, KPEeIUTHBIE YUPEXKIEHUS), MOTYT MOIYYUTh JOCTYIl K IEPCOHAIBHBIM JaHHBIM
pabOTHHUKA TOJIBKO B CIIyyae €ro MMCbMEHHOI'O pa3peleHHsl.

6.2.4. CBenenust 0 paboTaOIEM COTPYIHUKE UITH YK€ YBOJIEHHOM MOTYT OBITh ITPEICTABICHBI
Jpyroil opraHu3anuei ToIbKo ¢ MMCbMEHHOTO 3alpoca Ha OJJaHKe OpraHU3aluy, C IPUIIOKECHUEM
KOTIMH HOTAapUAIBHO 3aBEPEHHOTO 3asIBJICHUS paOOTHHKA.

6.2.5. IlepcoHanbHble TaHHBIE COTPYIHHKA MOTYT OBITh IPEACTaBIECHbl POJCTBEHHUKAM HIIU
YJIEHAM €0 CEMbH TOJIBKO C MMCbMEHHOI'O PA3PEUIEHHs CAMOI'0 COTPYIHUKA.

6.2.6. B cimydae pa3Boja ObIBIIasi cynpyra (Cymnpyr) UMErOT mpaBo oOpaTuthes B Llkomy ¢
NUCHMEHHBIM 3aIIPOCOM O pazMepe 3apaboTHOM T1aThl coTpyaHuka 6e3 ero cornacus (YK PO).
7. 3amMTa NepCOHAIBLHBIX JaHHBIX
7.1. 3ammMra NepCcOHAJbHBIX JAHHBIX IPEACTABISAET COOOM JKECTKO PETIAMEHTUPOBAHHBIN M
JUHAMUYECKH TEXHOJOIMYECKHH Impolecc, MpeaynpeXxAalolil HapyleHHe JOCTYIHOCTH,
IIEJIOCTHOCTH, JIOCTOBEPHOCTH M KOH(UACHIUAIBHOCTH MEPCOHANBHBIX JaHHBIX M, B KOHEUHOM
cdere, 00eCHEeuMBAIOUIMKA JOCTATOYHO HAASKHYIO 0€30MacHOCTh MH(POpPMALUU B Ipolecce
yIpaBjIeHYECKON U MPOU3BOACTBEHHOM JEATEIbHOCTH KOMIIAHHUH.

7.2. 3amura NepcOHAIBHBIX JAHHBIX PAa0OTHUKA OT HEMPABOMEPHOIO MX HCHOJIb30BaHUS WIN

yTpaThl H0KHA ObITh oOecneueHa Lllkomnoi 3a cdyeTr ero cpeACTB B MOPSIKE, YCTAHOBICHHOM

(benepaabHBIM 3aKOHOM.

7.3. BHyTpeHHss 3a1uTa.

7.3.1. lns obecriedeHust BHYTPEHHEH 3alUThI IePCOHATbHBIX JaHHBIX pAOOTHUKOB HEOOXO0UMO
co0Jr01aTh s Mep:

e OrpaHHMYEHHE WU perjIaMeHTalus cocTaBa pPaOOTHUKOB, (YHKLHMOHAJIbHBIE OOS3aHHOCTH
KOTOPBIX TPeOYIOT JOCTyNa K EPCOHANIBHBIM JaHHBIM COTPYIHUKOB.

e CTporoe u3bHpaTesbHOe U 000CHOBAHHOE pacrpeieeHe JOKyMEHTOB U HH(POPMALIUU MEXTY
paboTHUKAMU;

e palMOHAJbHOE pa3MellleHue pabouux MecT pPabOTHHUKOB, NMPH KOTOPOM HCKIIIOYAIOCh Obl
0ECKOHTPOJIBFHOE HCITOJIb30BaHKE 3aIUIIAEMON HH(POPMAIIHH;

e 3HaHUEe pPaOOTHUKOM TpeOOBaHMH HOPMATUBHO — METOJIMYECKHUX JIOKYMEHTOB IO 3aIlIHUTe
nHbOpPMAIUY ¥ COXPAHEHUH TaHBI;

e HalIW4yMe HEOOXOIUMBIX YCIOBUH B MOMEIIEHUH [UId paboThl C KOH(HJIECHIHATbHBIMU
JOKYMEHTaMU 1 0a3aMy JaHHbBIX;

e OMNpejeTeHHE U perjaMeHTallsl cocTaBa PabOTHUKOB, MMEIOLIUX MPaBO JOCTymNa (BXOJa) B
MOMEIIEHUE, B KOTOPOM HaXOAUTCS KOMIBIOTEPHASI TEXHUKA;

e  OpraHu3alus MOPsJIKa YHUUITOXKEHUS MH(OpMAIIIH;

e CBOEBPEMEHHOE BBISBICHHE HApYyLICHUS TpeOOBaHWM pa3pemuTeIbHOW CUCTEMBI JOCTYIa
pabOTHHUKAaMU MOApa3eIeHUS;

e BOCIIMTaTEJIbHASA U pa3bsCHUTENbHAs padboTa ¢ coTpyaHukamu LlIkosbl mo mpeaynpexieHuto
yTpaThl LIEHHBIX CBEACHUN MpHU paboTe ¢ KOH(PUICHIINAIBHBIMU JOKYMEHTaMH;

e HE JIONyCKaeTCs BblJayua JIMYHBIX JIeJ COTPYIHUKOB Ha pabouue mecrta. JInyHble 1ema MOTyT
BbIIaBaTbCsl Ha pabouyMe MecTa TOJBKO JUPEKTOPY, 3aMECTUTENI0 JHUPEKTOpa B
UCKITIOYUTENIbHBIX CIy4asX, [0 MHCbMEHHOMY pa3pellieHUI0 TUPEKTOpa, MpU IOJrOTOBKE
MaTepHaioB Ui aTTecTallui pabOTHUKA.

7.3.2. 3amuTa NepcoHaIbHBIX JAHHBIX COTPYJAHUKOB Ha JIEKTPOHHBIX HOCHUTEIAX.

Bce nanku, copepikaliye nepcoHajJbHbIEe JaHHbIE COTPYIHHMKA, JTOJKHBI MMETh OTPaHUYCHHBIN

JOCTYTI

7.4. BHemnss 3amura.

7.4.1. Ins obecrieyeHnst BHEIIHEN 3alIUTHI IEPCOHATIBHBIX TAHHBIX COTPYAHUKOB HEOOXOIUMO
coOroaaTh ps Mep:

e TOPSIOK MIPHEMA, yueTa U KOHTPOJIS IeATEIbHOCTH TIOCETUTEINEH;

e IPOMYCKHOM PEeKUM OpraHH3allu;



e TEXHUYECKHE CPEICTBA OXPAHBI;

e MOPAAOK OXPaHbl TEPPUTOPHUH, 3/1aHHH, TOMEIEHUH, TPAHCIOPTHBIX CPE/ICTB;

7.5. Bce nuna, CBA3aHHBIE C MOJTYYCHHEM, OOpaOOTKOW ¥ 3alUTON TEPCOHATBHBIX JAHHBIX,

00s13aHbl HE pa3IJlalliaTh ePCOHANIbHBIE JaHHbIE PAOOTHUKOB.

7.6. Kpome Mep 3amMThl [EPCOHAIBHBIX JAaHHBIX, YCTAaHOBJEHHBIX 3aKOHOJATEIbCTBOM,

paboTtonarenu, paOOTHUKH U UX IIPEJCTaBUTENIN MOTYT BbIPaOAThIBATh COBMECTHBIE MEPbI 3AILUTHI

NEPCOHATBHBIX JaHHBIX PAaOOTHHUKOB.

8. IIpaBa u 00s13aHHOCTH PadOTHHKA.

8.1. PaboTHUKM MOJKHBI OBITH O3HAKOMJIEHBI IOJ] PACIHCKy C JOKYMEHTaMH OpTraHU3alLuH,

YCTaHaBJIMBAIOLUIMMHU MOPAAOK 00pabOTKH MEPCOHATIBHBIX JaHHBIX PAOOTHHUKOB, a Takke 00 UX

npaBax U 00sA3aHHOCTSX B ATOH 00IacTu.

8.2. B nensx 3aluThl NEpCOHANbHBIX JaHHBIX, XPAaHALIMXCS Y paboToaTens, pabOTHUK UMeeT

IpaBo:

e TpeOOBATh UCKIIIOUCHMSI WIIM UCIIPABJICHUS] HE BEPHBIX WJIM HEIIOJIHBIX JaHHBIX;

e MOJy4yaThb CBOOOJHBIN OECIUIATHBINA JOCTYI K CBOMM IEPCOHAIBHBIM JIaHHBIM, BKJIIOUYas TIPABO
Ha MoJIyueHHe KoMl 10001 3anucu, coeprkallieil nepcoHalbHbIe JaHHBIE.

e [IEPCOHAJbHBIE JaHHbIE OLIEHOYHOIO XapaKTepa JONOJHUTH 3asBJICHHEM, COJEPKAIIUM €ro
COOCTBEHHYIO TOUKY 3pEHUS;

e OIIpENENsATh CBOUX MPEACTABUTENEH JIJIs 3aIUTHI CBOMX IIE€PCOHAIBHBIX JaHHBIX;

e HA COXpPaHEHHUE U 3aLIUTY CBOCH JTMYHON )KU3HU U CEMEIHOMN TaliHBI.

8.3. PaborHuk o00s3aH mepenaBaTh llIkoie KOMITJIEKC ITOCTOBEPHBIX, TOKYMEHTHPOBAHHBIX

HEPCOHANBHBIX JIaHHBIX, COCTaB KOTOpbIX ycTaHoBieH TpynoBbiM Konekcom P®, a Ttaxxke

CBOEBPEMEHHO CO00MmaTh 00 N3MEHEHHUIX CBOMX IEPCOHAIBHBIX JTaHHBIX.

8.4. PaboTHukM cTaBAT llIkosy B M3BECTHOCTh 00 M3MEHEHUH (aMHIIIUU, UMEHH, OTUECTBA, JaThl

POKIEHUS, YTO IOJIy4aeT OTPak€HUE B TPYNOBOM KHI)KKE HAa OCHOBAHHUU IPEJICTaBIECHHBIX

NOKyMeHTOB. [Ipy HeoOXOJMMOCTH HW3MEHSIOTCS JaHHble 00 oOpa3oBaHuu, mnpodeccuu,

CIEIMaJIbHOCTH, IPUCBOEHUHU HOBOT'O pa3psa U Ip.

9. OTBEeTCTBEHHOCTh 32 pa3rjalieHue KOoH(QUACHUUAIbHOW HH(pOpPMAlUU,CBI3aHHONH C

NEPCOHATBHBIMH JJAHHBIMU.

9.1. PykoBoauTenb, pazpeliaomuil JOCTYN COTPYAHUKA K KOH(PUICHIHMATbHOMY JOKYMEHTY,

HECET MEePCOHAIbHYI0 OTBETCTBEHHOCTh 3a JAHHOE pa3pelleHue.

9.2. Kaxnaplii COTPYOHMK OpraHM3allMM, NOJIYYaloUMi a1 paboThl KOHGUAECHIMATbHBIN

JOKYMEHT, HEeCeT €IMHOJMYHYI0 OTBETCTBEHHOCTh 32 COXPAaHHOCTb HOCHUTENS U

KOH(HIEHIIMATBHOCTh HH(POPMAIIHH.

9.3. JIuuia, BUHOBHBIE B HApyIIEHUU HOPM, PETYIUPYIOUIMX MOJydeHHe, 00pabOTKy M 3aluTy

NEePCOHANBHBIX JJAHHBIX PAOOTHHKA, HECYT IUCIHUILTMHAPHYIO, 3 IMUHUCTPATUBHYIO, IPakJaHCKO-

IIPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C (peiepaIbHBIMU 3aKOHAMH.






