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Kiaumosay

1. O0mue moJ1o:KeHus

1.1. Lenpto monoxxeHuss 00 o00pabOTKE TMEPCOHAIBHBIX JaHHBIX pPaOOTHHUKOB (majgee —
[TonoxxeHue) sBisieTcs 3allldTa NEPCOHAIBHBIX JaHHbIX padoTHUKOB MBOVY «bepe3oBckas
COIl wum. C.H. KmumoBa» (mamee — Illkoma) OT HECaHKIIMOHMPOBAHHOTO JOCTYIIA,

HENPaBOMEPHOT'O UX HMCIOJB30BAaHUS WM YTPaThl, a TaKKe YCTAHOBJIEHHE OTBETCTBEHHOCTH
JOJDKHOCTHBIX ~ JIML, HMMEIOLMX JOCTYH K [EpPCOHAJIbHBIM  JaHHBIM  pabOTHMKOB,
3a HEBBINOJIHEHUE TPeOOBaHUNH HOPM, PETyIUPYIOMIUX OO0pabOTKYy M 3allUTy MEepCOHATIBHBIX
JAaHHBIX.

1.2. [Tonoxxenne paszpabotaHo B COOTBeTCTBUM co craThsiMu 85-90 Tpynosoro Kopekca
Poccuiickoit ®@enepanun, Koncrutynueinn Poccuiickoin @enepanuu, ['paxkaaHckuM KOJIEKCOM
Poccuiickoit ®enepanun, PenepaibHbiM 3akoHOM «O0 wuHopmanuy, HHPOPMAIIMOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHpopmauuny, denepanbHbIM 3aKOHOM «O MEepPCOHATBHBIX JAHHBIX,
[TpaBuiiaMu BHYTpEHHETO TPYIOBOro pacnopsiaka OpraHuzanuu.

1.3. [Topsimok BBOna B nerictBue U usMeHeHus [lomoxeHnus.

1.3.1. TlomokeHHe BCTyIaeT B CHIIYy C MOMEHTa yTBEPXKACHUS ero nupekropom LlIkomsr n
JeicTByeT 6ecCpoUHO, 0 3aMEHBI €r0 HOBBIM IOJIOKEHUEM.
1.3.2. Bce uzmenenus B [1010KeHNsT BHOCATCSI COOTBETCTBYIOIIMM IIPUKA30M.

1.4. Bce pabotHukun OO1mecTBa JOMKHBI ObITH 03HAKOMIIEHBI ¢ HacTosiuM [lonoxeHnem mon
[IO/IITUCK.
1.5. Pexxum KOHPUIEHIIMANBHOCTH TEPCOHANBHBIX JAaHHBIX CHUMAeTcs B CilIydae uX

00€e3IMYNBaHMS U 110 UCTEUYEHUH 75 JeT CpOKa UX XpaHCHUA, U MPOAJICBACTCA HAa OCHOBAHUHN
3aKIIIOYCHUA BKCHCpTHOﬁ KOMHUCCHH I_HKOJ'H:I, €CJIM UHOC HEC OMMPCACIICHO 3aKOHOM.

2. OCHOBHBIE MOHATHA.

2.1.  JInsa ueneit HacTosuiero [1onoxxeHust HCHOIB3YIOTCS CIIEAYIOIINE OCHOBHBIE TOHATHS
— TIepcoHajlbHbIE JaHHBIE pabOTHHKA — JIF00ask UHPOPMAIHsL, OTHOCSIIAACA K ONpeAeTICHHOMY
WINA OIpEJeNIseMOMY Ha OCHOBAHUHM TakoH MH(popManuu pabOTHHKY, B TOM YHCIE €ro
damunus, UMs, OTYECTBO, TOJ, MECSI, JaTa M MECTO POXACHUS, ajapec, ceMeifHoe,
COLMAJIBHOE, MMYIIECTBEHHOE IMOJIOKEHHe, oOpa3oBaHHe, IHpodeccus, AOXOAbl, Apyras
uHpopManus, HeoOXoguMast pabOTOIATENIO B CBSI3U C TPYAOBBIMU OTHOLICHUSMU;



3.1.

00paboTKka TEPCOHAIBHBIX [aHHBIX — COOp, CHCTEMaTH3allvs, HAKOIUICHHWE, XpaHCHHE,
yTouHeHue (OOHOBJIEHHE, M3MEHEHHE), MCIOJIb30BAaHUE, PACIPOCTpaHEHHE (B TOM YHCIE
nepenava), oOe3MMYMBaHHUE, OJOKHMPOBAHUE, YHUYTOKCHHE TIEPCOHATBHBIX JIaHHBIX
pabotHukoB I1IKOJIBI;

KOH(UICHIIMATLHOCTh  MEPCOHATBHBIX  JAHHBIX — 00s3aTeNbHOE M COOJIOACHHS
HA3HAYCHHOT'O OTBETCTBEHHOTO JIMIA, MOJYYUBIIETO JOCTYN K IMEPCOHAJIBHBIM JIaHHBIM
pabOTHHUKOB, TpeOOBaHKE HE JAOMYCKATh UX pacIpoCcTpaHeHus 0e3 coryiacusi pabOTHUKA UK
HMHOI'0 3aKOHHOT'O OCHOBAHMSI;

pacmpocTpaHeHHUE TIEPCOHAIBHBIX JIAHHBIX — JICHCTBUSA, HANpaBJICHHBIE Ha TIepenavdy
MEPCOHANIBHBIX JJAHHBIX PAOOTHUKOB ONpENCICHHOMY KpYyTY JnIl (TIepeiaya mepCcoHalIbHbBIX
JAHHBIX ) WJIM Ha 03HAKOMJICHHE C TICPCOHALHBIMH JJAHHBIMU HEOTPAaHUYSHHOTO KpyTa JIUII,
B TOM YHCJIe OOHAPOIOBAHUE TEPCOHAILHBIX JAHHBIX PAOOTHHUKOB B CPEJICTBAX MAacCOBOM
uH(pOpMaIlUK, pa3MelieHue B HWH(POPMAIMOHHO-TEICKOMMYHUKAIIMOHHBIX CETAX HIIN
MPEIOCTaBIEHUE JIOCTYNAa K TMEPCOHANBHBIM JaHHBIM PAOOTHUKOB KaKUM-TUOO HHBIM
CII0co0oM;

WCIIOIb30BaHUE TEPCOHAIBHBIX JIAHHBIX — JEHCTBHUS (OmNepamuu) ¢ IEepPCOHATbHBIMU
JIAHHBIMH, COBEpIIaeMbIC JTOJDKHOCTHBIM JHUIOM OOIIecTBa B HENSAX NMPUHATHS PEIICHUMA
WIA COBEPIICHUS WHBIX JICUCTBUH, TOPOXKIAIONINX FOPUIUYCCKHE TIOCICACTBHS B
OTHOIIICHUH PaOOTHUKOB JIMOO MHBIM 00pa30M 3aTparuBarOlIMX WX IpaBa U CBOOOIBI WM
mpaBa U CBOOO/IbI IPYTUX JIMII;

OJIOKMpOBAaHHME  IEPCOHANBHBIX  JAHHBIX —  BpPEMEHHOE  IMpeKpamlieHue  coopa,
CHUCTEMaTH3allui, HAaKOILICHUS, UCITOJIb30BaHUS, PACIIPOCTPAHEHHUS MEPCOHATBHBIX JTaHHBIX
pabOTHUKOB, B TOM YHCIIE HX TIepeIadn;

YHUUYTO)KEHUE TEPCOHANBHBIX JAHHBIX — JIEUCTBUS, B peE3ylbTaTe KOTOPBHIX HEBO3MOXHO
BOCCTAHOBUTH COJIEp’)KaHUE TEpPCOHANBHBIX MJAaHHBIX B HWH(OPMAIMOHHOW CHUCTEME
MEPCOHAIBHBIX JIAHHBIX pPa0OTHUKOB WM B pPeE3yiabTaTe KOTOPBIX YHUYTOXKAOTCS
MaTepuaibHble HOCUTEIH MePCOHATBHBIX JAHHBIX PAOOTHUKOB;

00e3TMYMBaHNE TTEPCOHANBHBIX JTaHHBIX — JCUCTBUSA, B PE3Yy/IbTaTe KOTOPBIX HEBO3MOXKHO
OTIPECITUTE PUHAICKHOCTh TIEPCOHATBHBIX JAHHBIX KOHKPETHOMY pa0OTHUKY;
OOIIEeIOCTYNIHBIE ~ TEpPCOHANbHBIE  JIaHHBIE —  TEPCOHANbHBIE  JaHHBIE,  JOCTYII
HEOTPAaHMUYEHHOTO Kpyra JIMII K KOTOPBIM IPEJOCTABJIICH C COIIacus paOOTHHKA WM Ha
KOTOpBIE B COOTBETCTBUU C (perepalbHBIMH 3aKOHAMU HE PacIpoCTpaHseTcs TpeOoBaHHE
coOroieHHs KOH(UIEHIINAIbHOCTH.

uHpopmManus — cBeieHus (CooOIeH s, TaHHbIE) HE3aBUCUMO OT (POPMBI UX MPEACTABICHUSI.
JOKYMEHTUpOBaHHasi HHPopMaIus — 3aUKCUPOBaHHAs HA MaTEPUATLHOM HOCHUTEJE MyTeM
JOKYMEHTHUPOBaHUA WH(GOpMAIlMs C PEKBU3UTAMH, IO3BOJISIFOIIMMU ONPEACTUTh TaKYIO
UH(GOPMAITHIO WM €€ MaTepUaIbHBIA HOCUTEIb.

3. CocTaB nepcoHATbHBIX JAHHBIX PA0OOTHHUKOB.

B coctaBs IEPCOHAJIBHBIX JaHHBIX pa6OTHI/IKOB ko051 BXOIAT.
aHKETHbIC U OMorpaduyecKue JaHHBIC,
o0Opa3oBaHue;

CBEJICHUS O TPYJOBOM H OOIIEM CTaXKe;
CBEJICHUS O COCTaBE CEMbH;
MaCIIOPTHBIC JaHHBIC,

CBEJICHUS O BOMHCKOM yUeTe;
CBEJICHUS O 3apabOTHOM TIaTe;
CBEJICHHUS O COIMATBbHBIX JIbTOTaX;
CIIEIUATTBHOCTb,

3aHUMaeMasi JI0JKHOCTb;



— HaJlM4ue CyIUMOCTEN;

— ajapec MecTa )KUTEJIbCTBA;

— JoMamrHui TenedoH;

— MecCTO paboThI WJIK Y4eObl YWICHOB CEMbH M POJICTBEHHUKOB;

— coJiep)KaHKE TPYAOBOTO JIOTOBOPA;

— COCTaB JICKJIAPUPYEMBIX CBEJCHUN O HATMYUU MaTEPHAIbHBIX [ICHHOCTEH;

— CcoJeprKaHMe JIeKJIapalyiy, 0AaBaeMOM B HAJIOTOBYIO MHCIIEKIIHIO;

— TOJJIMHHUKH U KOIHH MPUKA30B IO JINYHOMY COCTaBY;

— JIMYHBIE JIeNIa U TPYAOBbIE KHUKKUA COTPYAHUKOB;

— OCHOBAaHHMS K IIPUKa3aM MO0 JUYHOMY COCTABY;

— Jiena, coJieprKaIye MaTepHalIbl IO MOBHIIICHUIO0 KBATH(DUKAIIMH U IEPETIOATOTOBKE
COTPYAHUKOB, UX aTTECTALINH, CIIY>KEOHBIM PacClieIOBAHUSM;

— KOIIMW OTYETOB, HAIIPABJISIEMBIC B OPTaHbl CTATUCTUKH.

3.2 JlaHHbIE JOKYMEHTHI SIBJISIFOTCSI KOH(QUACHIMAIbHBIMU, IIPU 3TOM, YUYUTBIBAsE UX MAacCOBOCTh
U €IMHOE MECTO 00pabOTKM M XpaHEHMsI - COOTBETCTBYIOIIMN TI'pu( OrpaHUYECHHUS HA HUX HE
CTaBUTCH.

4. O0padoTKa NepcOHAIbHBIX TAHHBIX.

4.1. B nensx obecrieuenuss mpaB u cBoOoja paboTHuka IIIkoael M ero mpeacTaBUTENd IpHU
00paboTKe TMEepCOHATBHBIX JJAaHHBIX pPA0OTHUKA OO0S3aHBI COOJMIOAATH CIEAYIOUIHE O0Iue
TpeOOBaHUS:

4.1.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

O0paboTka MEPCOHABHBIX JTAHHBIX PAOOTHHKA MOXKET OCYIIECTBIATHCS UCKITFOYHTEIHHO
B LEJIAX oOecredyeHus: COOJI0JICHUs 3aKOHOB M MHBIX HOPMAaTHBHBIX IPABOBBIX aKTOB,
coJielcTBUSL pabOTHUKAM B TPYAOYCTPOMCTBE, OOYYEHUH W MPOJBUKEHHM IO CIyXOe,
o0ecrieyeHns JUYHOW O€30MacHOCTH PabOTHUKOB, KOHTPOJII KOJIMYECTBA M KauecTBa
BBITNOJIHSAEMON pabOThl M 0OECTIEYeHUs] COXPAaHHOCTH UMYILIECTBA.

ITpu ompenenenun obvema U cojepkaHusi 00padaThIBAEMbIX NEPCOHANBHBIX JIaHHBIX
paboTtHHKa paboTonaTenb AOMKEH pyKoBojcTBOBaThcsi Koncturyrumenr Poccuiickoit
®eneparun, TpynossiM KosekcoMm u nHbIMH (heiepabHBIMU 3aKOHAMHU.

[Tony4yeHne mepcoOHANBHBIX TaHHBIX MOYKET OCYIIECTBIIATHCS KaK MYTEM IPEIICTaBICHHS
UX CaMHM PaOOTHUKOM, TaK U MyTeM MOJY4YE€HUS UX U3 UHBIX HCTOUHUKOB.
[lepconanbHble JaHHBIE paOOTHUKA ClEAyeT IMojlydarb Yy Hero camoro. Ecmu
HepCOHaNbHbIE JaHHBIE pAOOTHUKA BO3MOXKHO MOJIYUYUTh TOJIBKO Y TPEThEH CTOPOHBI, TO
PabOTHUK JTOJIKEH OBITh YBEIOMIJIEH 00 3TOM 3apaHee M OT HEro JIOJIKHO OBbITh MOJIYyYEHO
nUCbMEHHOE coryiacue. PaboTtojarenb JOMDKEH COOOMIMTH pPab0OTHHKY O LEIsX,
IPEIoIaraéMbIX HCTOYHUKAX U CIIoco0ax MOTydeHUs] IEPCOHANBHBIX TAaHHBIX, a TaK ke
0 XapakTepe MOJUIeKALINX MOTYYEHUIO NePCOHANBHBIX JAHHBIX M MOCIEICTBUAX OTKa3a
paboTHMKA AaTh MUCHMEHHOE COTrIacue Ha UX MOJyYyeHHeE.

PaGoronarens He uMeeT MpaBa Moiy4yaTb W 0OpadaThIBaTh IMEPCOHAIbHBIC JIaHHBIC
pabOTHUKA O €r0 MOJUTUYECKHUX, PEITUTHO3HBIX M WHBIX YOSXKIEHUSX U YACTHOW KHU3HH.
B cnyvasx, HemocpecTBEHHO CBA3aHHBIX C BOIIPOCAMHU TPYAOBBIX OTHOLICHUHN JaHHBIE O
YaCTHOM JKM3HM paboTHHMKA (MH(pOpMAIUS O >KU3HEACATEIHHOCTH B chepe CEeMEHHBIX
OBITOBBIX, JIMYHBIX OTHOIIEHHI) MOTYT OBITh MOJYYEHbI U 00paboTaHbl paboToaaTEIEM
TOJIBKO C €r0 MUCbMEHHOTO COTJIacusl.

PaGoronarens He uMMeeT NHpaBO MoJlyyaTb W 0OpabaThiBaTh IMEPCOHAIbHBIC aHHBIC
pabOTHHKA O €ro WICHCTBE B OOIIECTBEHHBIX OOBEAMHEHUSAX WM €ro Ipodcoro3HOoi
JeSITeIbHOCTH, 33 HCKJIIOYCHHUEM CITy4YaeB, IPEeyCMOTPEHHBIX (eiepaaIbHbIM 3aKOHOM.

4.2, Hcnonn3oBanue MNEPCOHATIBHBIX TaHHBIX BO3MOXXHO TOJIBKO B COOTBETCTBUH C LECIAMH,
ONpeCaACIMBIINMHA UX ITOJTYUCHUC.

4.2.1.

[lepcoHanbHble JaHHbIE HE MOTYT OBITh MCIIOJIB30BaHbl B LEISAX MPUYUHEHHS
MMYILECTBEHHOTO U MOPAJIBHOIO Bpela TpaxkaaHaM, 3aTPyJHEHHs pealu3alyy IpaB U



cBoOon rpaxnaH Poccuiickoit ®@enepaunu. OrpannyeHue npaB rpaxnaaH Poccuiickoit
Qdenepau  Ha  OCHOBE  MCIIOJIb30BaHMS HMHPOpMauuu 00 HMX  COLUAIBHOM
IIPOUCXOXKICHUHU, O PacOBOM, HALMOHAIBHOMW, S3BIKOBOM, PEIUIMO3HOM M NapTUMHOU
IPUHAAJIEKHOCTH 3aIPEIIEHO U KapaeTcsl B COOTBETCTBUU C 3aKOHOIATEIILCTBOM.

4.3.  llepenava nepcoOHaNbHBIX JAHHBIX pAOOTHHKA BO3MOXHA TOJBKO C COTJIacHs pabOTHUKA WIIN
B Clly4asix, IpsSMO IIPEeyCMOTPEHHBIX 3aKOHOJATEIbCTBOM.

4.3.1. llpu nepenave NepcOHANBHBIX JAHHBIX paOOTHHUKA PabOTOATENb TOJIKEH COOIIOIATh
cllefyronue TpeOoBaHus:

— He coo0uaTh NepcoHalIbHbIC JaHHbIE pa0OTHUKA TPEThel cTopoHe 0e3 MUCHbMEHHOTO
coryiacusi pabOTHHKA, 32 UCKJIFOUEHUEM CITyyaeB, KOIJla 3T0 He0OXO0AUMO B LEJIAX
OPeIYIpPExICHUS YTPO3bI )KU3HU U 37I0POBBIO paOOTHHKA, a TAKXKE B CIyJasX,
YCTAHOBJICHHBIX (heZiepalbHbIM 3aKOHOM;

— He coo0UIaTh NepcoHaNbHbIC JaHHbIE pa00THHKA B KOMMEPUECKUX LENAX 03 ero
IMCBbMEHHOTO COTJIacHs;

— [peaynpeauTh JIUL, MOJyJarolluX IepCOHAIbHbIE JaHHbIE pAa0OTHHKA, O TOM, YTO 3TH
JTaHHbIE MOT'YT OBbITh UCIOJIB30BAHBI JIUILb B LIEJAX, 1151 KOTOPBIX OHU COOOIIEHBI, U
TpeOOBaTh OT ATUX JIUL OJTBEPKAEHUS TOrO, UTO 3TO MPaBUiIo cobiroaeHo. Jlnna,
HOJIyYarole epcoHaIbHbIE JaHHbIE paOOTHHKA, 00513aHbI COOJIIOIATh PEKUM
CEKPETHOCTH (KOH(PHUIACHIINATBLHOCTH). JJaHHOE 1MoJI0KeHUEe He pacIpOCTPaHIETCs Ha
00MEH NepCOHATbHBIMU JAaHHBIMH PA0OTHUKOB B MOPSAIKE, YCTAHOBIEHHOM
denepaibHBIMU 3aKOHAMU;

— paspewarhb JOCTYI K IEPCOHAIBHBIM JaHHBIM PA0OTHUKOB TOJIBKO CIIELUAILHO
YIOJIHOMOYEHHBIM JIMLIAM, ONPEAEICHHBIM ITPUKa30M 10 OPTaHU3aLUH, IIPU 3TOM
yKa3aHHbIE JIUIA JOJDKHBI UMETh MIPABO MOJIyYaTh TOJBKO T€ IEPCOHAIBHBIC JaHHBIC
pabOTHHKA, KOTOpbIE HEOOXOIUMBI JIJIs1 BBITOJHEHNSI KOHKPETHBIX (DYHKIIHIA;

— HE 3ampaluBaTh HHPOPMAIMIO O COCTOSTHUU 3710POBbsl pAOOTHHUKA, 32 UCKIIOYEHUEM TEX
CBEJICHUI, KOTOPBIE OTHOCSTCS K BOIPOCY O BO3MOXKHOCTH BBITIOTHEHUS] paOOTHUKOM
TPYAOBOH (DYHKIIMH;

— 1epenaBaTh MEPCOHANbHBIE JaHHbIE PAOOTHHKA MPEACTaBUTENSAM paOOTHUKOB B MOPSIZIKE,
ycraHoBieHHOM TpynoBeiM Kogekcom, U orpaHIUMBaTh 3Ty HHPOPMALIUIO TOJIBKO TEMH
NEePCOHATbHBIMH JJAHHBIMU PA0OTHUKA, KOTOPbIE HEOOXOIUMBI JIJIs BHITIOJTHEHUS
yKa3aHHBIMH MPEJICTABUTEISIMUA UX ()YHKIIHH.

4.3.2. llepenaya nepcoHaJIbHBIX JAHHBIX OT JIE€pKaTess UM €ro NpecTaBuTeNeil BHEITHEMY
MOTPEOUTEITI0 MOXKET JOMYCKATHCSl B MUHUMAITBHBIX 00beMax M TOJBKO B HENIX
BBINOJIHEHUS 3a]1a4, COOTBETCTBYIOIIMX OOBbEKTUBHOM MpUUYMHE cOOpa 3TUX JaHHBIX.

4.3.3. Tlpu mepenave nepcOHAIBHBIX JAHHBIX paOOTHHUKA IOTPEOUTEISIM (B TOM YHCIIE U B
KOMMEPUYECKUX LIEJSIX) 3a Mpe/elibl OpraHu3aluu paboToAaTeNb He T0JKEeH coo0aTh
9TH JIaHHBIE TPEThEH CTOPOHE O€3 MUChMEHHOIO corjacusi pabOTHUKA, 32 UCKIIOYEHUEM
CJIy4aeB, KOr/ia 3T0 He0OXOMMO B LIEJSIX MPEAYIPEXICHHs YTPO3bI )KU3HU U 3/I0POBbHIO
pabOTHUKA WK B CIIy4asiX, yCTAHOBJIEHHBIX (efiepanbHbIM 3aKOHOM.

4.4. Bce mMepb! KOHpUIEHITMATBLHOCTH IIPU cOope, 00paboTKe U XpaHEHNUH MEPCOHATBHBIX
JAHHBIX COTPYAHUKA PACIPOCTPAHSIOTCS KaKk Ha OyMaKHbIE, TaK ¥ Ha DIICKTPOHHBIE
(aBTOMaTU3UPOBAHHBIE) HOCUTETU HH(POPMAITHH.

4.5. He nonyckaercs oTBeuaTp Ha BONPOCHI, CBSI3aHHBIE C Iepeladedl IMepCOHAIBHOU
uHpopManuu 1o teaedoHy win paxcy.

4.6.  XpaHeHHE TIEPCOHAIBHBIX JTAHHBIX JOJDKHO MPOMCXOIUTHh B TOPSIIKE, MCKIIOYAIOIIEM X
yTpary Wil UX HEIPaBOMEPHOE HCII0JIb30BaHUE.

4.7. [Ipu npuHATAM pelieHul, 3aTparuBalIIUX UHTEPECHl pabOTHUKA, paboTOAATEeIb HE UMEET
IpaBa OCHOBBIBATHCSI Ha MEPCOHAIBHBIX JAHHBIX PAOOTHHMKA, MOJYYCHHBIX HCKIIOYUTEIHHO B
pe3yibTaTe UX aBTOMAaTU3UPOBAaHHON 00paOOTKM WM 3JEKTPOHHOrO noiy4yeHus. Paboronatens
VUUTHIBACT TUYHBIE Ka4eCcTBAa PaOOTHHKA, €T0 JOOPOCOBECTHBIN U 3PPEKTUBHBIN TPY/I.



5.1.

5.2.

5.3.

5. KoMiuiekc 710KyMeHTOB, CONPOBOKAAIONIINIH Mpouecc oGopMiIeHHs TPYA0BbIX
OTHoUIeHM# padoTHNKa B Opranu3anuu nNpu ero npueme, nepepojie U yBoJbLHeHUH.

WNudopmanus, npeacrapisieMas paOOTHUKOM IPH MOCTYIUIEHUH Ha paboTy B OpraHu3aiuio,

JIOJKHA UMETh JOKyMeHTalbHylo ¢opmy. Ilpu 3akitoueHUM TpYyJOBOrO JIOTOBOpa B
COOTBETCTBUU €O CT. 65 TpynoBoro kojekca Poccuiickoit denepaiuu Iuilo0, MOCTyIaoIIee Ha
paboTy, mpeabsABIsIeT pabOTOAATEIIO:

nacnopt rpaxaanuna Poccuiickoit @enepanuu;

TPYAOBYIO KHHKKY, 3a UCKJIFOUEHHUEM CIIy4aeB, KOT/1a TPYJOBOM JOTOBOP 3aKIIIOYACTCS
BIIEpPBBIC WJIM pa0OTHHUK MOCTYIaeT Ha PabOTy Ha YCIOBHUSAX COBMECTHTEIIBCTBA, JIN0O
TPYJOBasi KHIKKA Y paOOTHHKA OTCYTCTBYET B CBSI3U C €€ yTPATOU WIIH 110 IPYTUM
MIPUYMHAM;

CTPaxoOBOE CBUJIETEIILCTBO TOCYJAPCTBEHHOTO IEHCUMOHHOTO CTPAaXOBaHMS;

JIOKYMEHTBI BOUHCKOTO y4eTa — JUIsl BOCHHOOOS3aHHBIX U JIMII, MTOJICKAITNX BOUHCKOMY
Y4eTy;

JOKYMEHT 00 00pa30BaHHH, O KBATH(PHUKAIIUN WU HATUYUH CIICUATbHBIX 3HAHUNH — MPU
MOCTYIJIEHUHU Ha paboTy, TPEOYIOIIYIO CIIeIUATbHBIX 3HAHUM UITH CTIeUaTbHON
IMOATOTOBKH;

CBUJIETENHCTBO O mpucBoennu MHH.

IIpu odopmiennu padoTHuka B OpraHu3anuio paOOTHUKOM OT/eNa KaJIpOB 3aIllOIHSAETCS

yaudunupoBannas ¢opma T-2 «JIluunas kaprouka paOOTHHKa», B KOTOPOW OTpPaXaroTCs
CJIeAyIOlIMe aHKeTHbIE U Ouorpaduueckue JaHHble pabOTHUKA!

obmue ceexenus (P.M.O. paboTHHKa, naTa POXKICHHS, MECTO POXKACHUS, T'PAXIAHCTBO,
o0pa3oBaHue, npodeccusi, cTaxx paboThl, COCTOSHUE B Opake, NaclopTHbIE 1aHHbIE),
CBEJIEHUS O BOUHCKOM Yy4eTe;

JAaHHBIE O TIpUEMeE Ha padoTy;

B nanpHelmeM B TMYHYIO KAPTOUYKY BHOCATCS:

CBEICHUS O TIEPEBOIaX Ha JIPYTyIo paboTy;

CBeIeHMS 00 aTTECTAllNH;

CBEICHHUS O TIOBBIIIICHUN KBaU(DUKAIINH;

CBEICHUS O MPOECCHOHATHHON NEPENIOATOTOBKE;

CBEICHUS O Harpajax (MOOUIPEHHUSX ), TOUETHBIX 3BaHUSX;

CBEJIEHUs 00 OTITyCKax;

CBEJICHUS O COLIMAJIbHBIX TapaHTHX;

CBCIACHHUS O MECTEC )KUTCJIIBCTBA U KOHTAKTHBIX TeJ'IerOHaX.

B otnene mepconana IlIkonsl co3maroTcs W XpaHATCS CIEAYIONIHAE TPYIIIBI JOKYMEHTOB,

coJiepKallie JaHHble 0 pa0OTHHUKAX B €JMHUYHOM MJIM CBOJHOM BH/IE:
5.3.1. JIoKyMeHTBI, coOjAep)Kallhue TIepCOHATbHBIE JaHHbIE pAOOTHUKOB  (KOMILIEKCHI

JIOKYMEHTOB, COMPOBOKIAIONIME TMpolecc OGOpMIICHHS TPYAOBBIX OTHONICHUW TIpU
npreMe Ha paboTy, epeBoie, YBOJIbLHEHUH; KOMITJICKC MaTePHAIIOB 10 aHKETUPOBAHUIO,
TECTUPOBAHUIO, TPOBEIEHUIO COOECeOBaHWN C KaHAWJATOM Ha  JIOJDKHOCTB;
MNOMJIMHHHUKW MW KOIIMKU IIPHUKA30B IO JIMYHOMY COCTaBYy, JHWYHBIC ACJIa U TPYAOBLIC
KHIDKKH pa0OTHUKOB; JeJia, COJEprKalllie OCHOBAaHUS K MPHUKA3y IO JUYHOMY COCTaBY;
Jiena, Co/epiKaline MaTepHallbl aTTecTalli paOOTHHUKOB; CITY)KEOHBIX pacCieIOBaHUN;
CIIPaBOYHO-UH(GOPMAIIMOHHBI OaHK NaHHBIX 1O MEpPCOHANY (KapTOTEKH, >KypHAbI);
NO/UIMHHUKA ¥ KONHMH OTYETHBIX, AHAJIUTUYECKUX W CHPABOYHBIX MaTEpUAJIOB,
HepeaaBaceMbIX pykoBoactBy  Opranusaunuy, PYKOBOJIUTEIIAM CTPYKTYPHBIX
MOJpa3/IeICHUil; KOMHMHM OTYETOB, HAIPABISIEMBIX B TOCYJApCTBEHHBIE OPTaHBI
CTaTUCTUKH, HAJOTOBBIC HHCIICKIHMH, BBIIICCTOAMIMUC OPraHbl YIIPABJICHUA U OPYruc
YApexKIACHU).,



5.3.2.

JlokyMeHTaIus Mo opraHu3anud paboThl CTPYKTYPHBIX MOApa3IeiIcHH (TIOJOXKEHUS O
CTPYKTYPHBIX TOAPA3JICICHUSX, AOHKHOCTHBIE HHCTPYKUUU pPaOOTHUKOB, MPUKA3bI,
pacnopspKeHHUs, yKazaHus pykoBojcTBa OpraHu3anuu); JOKYMEHTHI 110 IJIAHUPOBAHUIO,
yUYeTy, aHaJIM3y U OTYETHOCTHU B 4aCTU paboThI ¢ nepcoHanoM OpraHuzanuu.

6. JlocTyn K mepcoHAJIbHbIM IaHHBIM.

6.1. BryTtpennuii qoctyn (noctyn BHyTpu OO6ImiecTBa).

6.1.1.

HpaBo A0CTYyIIa K NICPCOHAJIbHBIM JaHHBIM COTPYAHUKA UMCIOT:

— Jupexrop HIkobr;
— cam pabOTHUK, HOCUTENh JaHHBIX.
— JIpyrue COTPYAHUKU OPTaHHU3AINH IIPHU BBITOJHEHUU UMH CBOUX CITY)KEOHBIX 0053aHHOCTEH.

6.1.2.

[lepeuens U, WMEIIIUX JOCTYIl K TIEPCOHAIBHBIM JAaHHBIM PAOOTHHKOB,
omnpezensercs npukazom agupextopa [Lkomnsr.

6.2. BHemnwmii noctym.

6.2.1.

K ducny maccoBbIXx moTtpeduTenell NnepcoHaJbHBIX JAHHBIX BHE OpraHM3allid MOXKHO
OTHECTH TOCYJJApPCTBEHHBIE U HETOCYIapCTBEHHBIC (PYHKIIMOHAIBHBIE CTPYKTYPHI:

— HaJIOrOBBIE MHCIIEKIINH;
— IPaBOOXPAHUTEIIBHBIC OPraHbI;

— OpraHbl CTAaTUCTHKH;

— BOEHKOMATEI;

— OpraHbl COIMAILHOTO CTPAXOBAHUS;
— TICHCHUOHHBIE ()OH/IBI;

6.2.2.

6.2.3.

6.2.4.

6.2.5.

6.2.6.

nmoapasaACICHUA MYHUIIUITIAJIBHBIX OPraHOB YIIPAaBJICHUSA

HanzopHo-koHTpOIbHBIE OpraHbl UMEIOT AOCTYIN K MH(OpMalMK TOJIBKO B cdepe cBoei
KOMIIETCHIIUH.

Opranuzanuu, B KOTOPbIE COTPYAHHUK MOXET OCYIIECTBISATh NEPEUUCICHUS JAECHEKHBIX
CpeACTB  (CTpaxoBble  KOMIIAHUHM, HETOCyJapCTBEHHbIE  INEHCHOHHbIE  (DOHIBI,
0J1aroTBOpPUTEIbHBIE OPraHU3aLUHU, KPEAUTHBIE YUPEKIACHHS ), MOTYT HOJYYUTh JOCTYI K
NEePCOHAIBHBIM JaHHBIM pa0OTHHKA TOJBKO B CIIy4ae €ro MMCbMEHHOTO Pa3peIIeHusl.
Caenenus o paboTaroIIeM COTPYIHUKE UITH YK€ YBOJIEHHOM MOT'YT OBbITh MPE/CTABIICHBI
Jpyroil opraHu3zaiuei ToJIbKO ¢ MMCbMEHHOT'0 3apoca Ha OJlaHKe OpraHu3alum, ¢
MPUJIOKEHNEM KOIMHM HOTapualbHO 3aBEPEHHOTO 3asiBI€HUs paOOTHHKA.

[TepcoHanbHble JaHHbBIE COTPYAHUKA MOTYT OBITh ITPEICTABICHBI POJICTBEHHUKAM WIIN
YIEHaM €0 CEMbH TOJIBKO C TUCHbMEHHOI'O Pa3peLIeHHs] CAMOT0 COTPYIHUKA.

B cnydae pazBozaa ObIBIIas cynpyra (Cynpyr) UMeroT mpaBo oopatutbes B Llkomy ¢
HNUCbMEHHBIM 3aIIPOCOM O pazMepe 3apabOTHOM ATkl COTPYAHUKA O€3 €ro Coryiacus
(YK POD).

7. 3ammTa nepcoHaIbHBIX JaHHBIX

7.1. 3am@Ta TEPCOHANBHBIX JAHHBIX MPEACTABISAET COOOM IMKECTKO pErIAMEHTUPOBAHHBIN U
JTUHAMHYECKH TEXHOJIOTUYECKUI TIpoliecc, MPEeAyNpeXAarolnii HapylleHne TOCTYITHOCTH,
IIEJIOCTHOCTH, JOCTOBEPHOCTH M KOH(PHUICHIINATHHOCTH NIEPCOHABHBIX JaHHBIX U, B KOHCYHOM
cdere, 00eCMEeUMBAIONIMI JOCTATOYHO HAJEKHYIO O0€30MacHOCTh WMH(GOpMAaIMU B TMpoIecce
YIPaBJICHYECKON M TPOU3BOJICTBEHHOH JIEATEILHOCTH KOMITAHHH.

7.2. 3ammTa TEPCOHAIBHBIX TaHHBIX PaOOTHUKA OT HEMPAaBOMEPHOTO WX WCIIOIH30BAHUS WU
yTpaTthl T0JHKHA OBITh oOecrieueHa [1Ikoioii 3a c4eT ero cpencTB B MOPSIAKE, YCTAaHOBICHHOM
benepanbHBIM 3aKOHOM.

7.3. BHyTpeHHss 3amurTa.



7.3.1. Jlna obecrieueHus BHYTPEHHEH 3alllUThl TEPCOHAJIBHBIX JAaHHBIX pPaOOTHUKOB
HE0OXOAMMO COOJTIOAATh ST MEP:

— OrpaHMYCHHE M perjaMeHTalsi COCTaBa pPaOOTHHUKOB, (PYHKIMOHAIbHBIE OOS3aHHOCTU
KOTOPBIX TPEOYIOT 10CTYyIA K IEPCOHATIBHBIM JJAHHBIM COTPYIHHKOB.

— cTporoe m3buparenpHOe M OOOCHOBAaHHOE pachpeielieHue TOKYMEHTOB W WH(OpMaIuu
MEXy paOOTHUKAMU;

— palMOHAJIBbHOE pa3MelleHHe pabouyux MecT pabOTHHMKOB, IPU KOTOPOM HMCKIIIOYAIOCh Obl
0ECKOHTPOJILHOE UCITI0JIb30BaHKE 3allUIIAeMOM HH(pOpMALIUH;

— 3HaHuWe PabOTHUKOM TPeOOBAHWH HOPMATUBHO — METOAMYECKHX JOKYMEHTOB IO 3aIUTE
nH(bOpMAaIUU ¥ COXPAHEHUH TaHBbI;

— Hajuuyue HEOoOXOAMMBIX YCIOBUH B IMOMELIEHUM i1 pabOThl ¢ KOH(UIEHLIMAIbHBIMU
JOKYMEHTaMH U 0a3aMM JJaHHBIX;

— OmpeieNieHHe W perjaMeHTaIHsi cocTaBa pabOTHUKOB, HMEIOLINX MPaBO JAOCTyHa (BXoza) B
MOMENICHNE, B KOTOPOM HAXOIUTCS BEIYUCIUTENbHAS TEXHUKA;

— OpraHM3anus HopsijiKa yHUYTOXKEHUS HHPOPMALIUY;

— CBOECBPEMEHHOE BBIBICHHE HapyIICHHs TPeOOBaHUN pPa3peIIMTENILHOW CHCTEMBI JOCTYMa
pabOTHHUKAaMU TTOApa3ACTICHHUS;

— BOCHMTaTesIbHAs M pa3bsCHUTENbHAs paboTa C COTPYIHUKAMHU IOJApa3/ieieHUs IO
NPEIYNPEXKACHUIO yTpaThl LEHHBIX CBEIEHHH Ipu paboTe ¢ KOH(PHIACHIHAIbLHBIMU
JTOKYMEHTaMH,

— He JIONyCKaeTcs BblAaya JMYHBIX JeJ COTPYAHMKOB Ha pabodue MecTa PyKOBOIHUTEJEH.
JIuuHble nena MOTYT BbIAABAThCS Ha pabouyue MecTa TOJBKO I'€HEPAIbHOMY AUPEKTOPY,
paOOTHHKaM OTAeNa MEepCcoHaja W B HCKIIOYHTENBHBIX CIy4asX, IO MHCBMEHHOMY
Pa3pelLICHNI0 TeHEPAIbHOTO JUPEKTOPA, - PYKOBOAMUTENIO CTPYKTYPHOIO IOJApa3AeIeHHUs.
(Hampumep, IpH MOATOTOBKE MaTEPUAJIOB JUIsl aTTECTAI[MN paOOTHHUKA).

7.3.2. 3amuTa nepcoHaIbHBIX JAHHBIX COTPYIHUKOB Ha 3JIEKTPOHHBIX HOCUTENSX.

Bce mamkm, coaepikamipie TEpCOHAJIbHBIE JaHHBIE COTPYAHHKA, JOJDKHBI HMETh
OTPaHUYEHHBIH JTOCTYM (TOJIBKO ISl COTPYAHUKOB OT/E€Ja MEepCOHaNa U JUPEKTopa Io
MH(OPMALIMOHHBIM TEXHOJIOTHUSIM).

7.4. Buemuss 3ammura.

7.4.1. Jlna oOecrieueHus BHEIIHEW 3alIUTHI MEPCOHAIBHBIX JIAHHBIX COTPYAHHUKOB HEOOXOAMMO

coOuo1aTh psiA Mep:

— TIOPSAJOK IPHEMa, yueTa U KOHTPOJIS I TETbHOCTH ITOCETUTEIICH;

— TIPOITYCKHOH peXHUM OpTaHU3aIliH;

— yYeT W MOPSAO0K BIJIa4d TPOITYCKOB;

— TEXHHYECKHE CPEJCTBA OXPAHBI (DJIEKTPOHHBIH KITI0Y, CUTHAIN3AIINN ),

— TOPSAJOK OXpaHbl TEPPUTOPHUH, 3/1aHU, TOMEIICHNH, TPAHCIIOPTHBIX CPECTB;

7.5. Bce nuua, cBs3aHHbIE C TOJIyueHHEM, OOpaOOTKOH M 3alIMTOW MEPCOHAIBHBIX JaHHBIX,
00s13aHBI HE pa3rialiaTh MePCOHALHBIC JaHHBIE PA0OOTHUKOB.

7.6. Kpome Mep 3amuThl TEpPCOHANBHBIX JIaHHBIX, YCTAHOBJIEHHBIX 3aKOHOJATEILCTBOM,
paboromareny, paOOTHUKH M WX TPEICTABUTEIH MOTYT BBIpa0daThIBATH COBMECTHBIC MEPHI
3aIUTHI IEPCOHATIBHBIX JAHHBIX PAOOTHUKOB.

8. IlpaBa u 00s13aHHOCTH Pa0OTHHKA.

8.1. PaboTHMKH JOJKHBI OBITH 03HAKOMIICHBI IO/ PACIIUCKY C TIOKYMEHTaMH OpraHU3aLuH,
YCTaHABIUBAIOIIMMH TOPSIOK 00paOOTKH MEPCOHATBHBIX TaHHBIX PAOOTHUKOB, a TAK)KE 00 MX
npaBax U 00sA3aHHOCTSX B 3TOH 06nacTu.



8.2. B mensx 3auuThl NepCOHATBHBIX JAHHBIX, XPAHAIIMXCS Y paboToaarens, pabOTHUK HMEeT
paBo:

— TpeOoBaTh UCKITIOUEHUS WM UCIIPABJICHUSI HEBEPHBIX WM HETOIHBIX JAHHBIX;

— ToJy4yaThb CBOOOJHBIM OECIUIaTHBIM TOCTYH K CBOMM I€PCOHAJIBHBIM JaHHBIM, BKIIOYas
MIpaBO Ha MOJyYEHHE KOMUIA 000 3ancH, cofeprKallel epcoHalbHbIE TaHHbIE.

— TepCOHAJbHBIC JIaHHBIE OLIEHOYHOI'O XapaKTepa JOMOJIHUTH 3asBICHHEM, COACPIKAIIMM €ro
COOCTBEHHYIO TOUKY 3pEHUS;

— OIpeAesnsTh CBOUX MPEJCTaBUTENEH IS 3alUThl CBOUX MEPCOHATIBHBIX JTaHHBIX;

— Ha COXpPaHEHME U 3AIIUTY CBOCH JIMYHOM KM3HU U CEMEHHOMW TailHBI.

8.3. PabotHuk 00s3aH mepemaBaTh OOIIECTBY KOMIUIEKC JOCTOBEPHBIX, JOKYMEHTHPOBAHHBIX
IIEPCOHANIBHBIX JIaHHBIX, COCTaB KOTOPbIX ycTaHOBIeH TpynoBeiM Komekcom P®, a Taxxke
CBOEBPEMEHHO co00IIaTh 00 U3MEHEHHIX CBOMX NEPCOHATBHBIX JaHHbIX.

8.4. PabotHuku craBat OOMmIECTBO B M3BECTHOCTh 00 M3MECHEHMU (aMIIIMM, UMEHHU, OTYECTBa,
JaThl POXKICHHS, UTO TMOJy4YaeT OTpaK€HHWE B TPYIAOBOM KHIDKKE HAa OCHOBAHHH
NPECTAaBICHHBIX JOKyMEHTOB. [IpM HEOOXOAMMOCTH M3MEHSIOTCS JaHHBIE 00 00pa3oBaHUM,
npodeccuu, crenuaIbHOCTH, MPUCBOSHUH HOBOTO pa3psiaa U mp.

9. OTBeTCTBEHHOCTH 32 pa3rjalieHne KOHpUAeHINAIbHOI HHPOPMALMH, CBSI3AHHOI C
NMEePCOHATbHBIMH JAHHBIMH.

9.1.PykoBoauTEINb, Pa3pEIIAIONINI TOCTYIT COTPYIHUKA K KOH(PHICHINATHPHOMY JOKYMEHTY, HECET
IIEPCOHAIBHYIO0 OTBETCTBEHHOCTD 32 IaHHOE pa3pelleHuE.

9.2. Kaxplii COTpyIHUK OpraHU3alUH, TOTYJalOUIHi UTs padoThl KOH(PHUICHIIMAIHHBIN JOKYMEHT,
HECET €MHOJUYHYI0O OTBETCTBEHHOCTb 3a COXPAaHHOCTh HOCHUTENS U KOH(HIECHIMAIbHOCTb
uH(pOpMaLINH.

9.3.JIunia, BUHOBHBIE B HapyLIEHHUM HOPM, PETYJIUPYIOIIMX MOJIydeHue, oOpaboTKy M 3aIluTy
NEPCOHAIBHBIX  JIaHHBIX pabOTHUKA, HECYT JAMCHMIUIMHAPHYIO, aJMHUHHCTPATUBHYIO,
IpaXkJJaHCKO-TIPaBOBYIO MJIM YTOJIOBHYK) OTBETCTBEHHOCTh B COOTBETCTBHMHU C (pe/iepaIbHBIMU
3aKOHAMH.



