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MOJIOKEHHE
0 330HTE NEPCOHAILHBIX NaHHLIX PAGOTHHKOB
MYHHIHIIAILHOTO Ka3CHHOT0 ZOMIKOILHOTO 00PA30BATENBHONO YIPEeK/ICHHS
«[lercknii can Nel5 « Bepeska» JleBokymckoro MYHHIMIIAIEHOIO OKpyra
CraBponosikCckoro kpas

1. OBHIHE NOJOXEHUA

1.1. Hactosamee TTonoxkenue o 3amuTe NepcoHATBHBIX AaHHBIX paboTHHKOB
MKIOY «Jlerciumii cag Ne 15 «Bepeska» (manee no Tekery — «llonoxenne»)
paspaboTano B coorsercTBud ¢ KoHcrHTyumei Pd, DenepanbHBIM 3aKOHOM OT
27.07.2006 r. No 152-®3 «O MepCOHANBHBIX JAHHBIXN, TpynoBeiM Kozekcom
Poccuiickoit denepanun, Yerasom IOV,

1.2, Tloa «nepcoHaibHBIMH  JaHHBIMH»  paGOTHUKA  MOHHMAETCH
uHpopmauusa, Heobxomumas JOY B cBs3u ¢ TPYAOBBIMH OTHOIUEHHAMH M
Kacarowmancs KOHKPETHOro paboTHHKA, B TOM YHC/IE €10: '
hamuua, M, 0TYECTBO
roJl, MECAL], 7aTa H MECTO POKICHHS
anpec
CeMEHHOE, CONMATBHOE, HMYILECTBEHHOE TI0/I0KEeHHE
obpaszoBanne
npodeccus
JIOXOMBI
Japyras undopmanus.

1.3. Tlon «paboraukom» B TTONOKEHHH TOHMMACTCS JIHIO, COCTOSIICE B
TPYAOBLIX OTHOMEHHAX ¢ JIOV.

1.4, Ilog «AOMAKHOCTHBIMH JMIaMu» B [IO/IOKEHHH TMOHHMAIOTCH
paboThuky, cocToIME B TPYAOBEIX oTHOmEHHSX ¢ JIOV u umeronme npaso na
nonydenne, ob6paborky, nepezauy B mpornecce paGoTsl MEPCOHATHHBIX JAHHBIX
(PYKOBOZANIMH  COCTAB: TrEHEpaNbHBIH AMPEKTOP W €ro  3aMeCcTHTENH,
PYKOBOAHTENH CTPYKTYPHBIX HOApasjieleHud M MX 3aMecTuTenH; paboTHHKH
oTaena Kaapos, OyxralTepHd, OTJENa KOMIBIOTEPHBIX TEXHOJIOIHH, 4ieHbI
KOMHCCHH TI0 COLMAJbHOMY CTpaxopaHuio). OOA3aHHOCTE JO/DKHOCTHBIX JIHIT



coomonarsy I[lonmoxkeHne aomKHA OBITH 3aKperuieHa B TPYAOBBIX JOrOBOpAX,
3aKJIFOYAEMBIX C YKa3aHHBIMU JIMIIAMHU.

1.5. Tlon «rperbumu nuuamu» B [lomokeHHH MOHUMAIOTCS JHOOBIE I
(paOOTHHKH, IOPUANYECKHE JTUIA, TOJDKHOCTHBIC JIMIA TOCYJaPCTBEHHBIX OPraHOB
U OpraHOB MECTHOTO CaMOYTPAaBJICHHs, MPAaBOOXPAHUTEIbHBIX OpPraHOB), HE
SBJIIOIINECS] CTOPOHOM MHJMBHUIYaJIbHOTO TPYJOBOTO JOTOBOPA, 3aAKIFOYEHHOTO C
JIOY B nuiie ee pyKOBOAUTEIIS WU MHBIX YITOJTHOMOYEHHBIX JIHII.

1.6. TlonoxeHue ycTaHABIMBAET TMOPAIOK OOpaOOTKH MEPCOHAIBHBIX
JTAHHBIX paOOTHUKOB, UX MpaBa U 00A3aHHOCTHU B 00JIACTU 3alUTHI IEPCOHATBHBIX
JAHHBIX, MOPSIOK Tepeayu MepcoHalbHbIX AaHHBIX B JIOY u 3a ee mpenensl,
OTBETCTBEHHOCTbH JOJHKHOCTHBIX JIMII 3a HapylieHrue HopM [lomoxenus.

1.7. Ilpm npueme Ha paboOTy (IO 3aKIIOUEHHS TPYIOBOTO JIOIOBOpPA)
pabOTHUK JOJKEH ObITh o3HakomiieH ¢ Ilonmokenwem mnox pocnuck B Jlucre
o3HakomuieHus (cM. [IpaBuia BHYTpEeHHETO TPYIOBOTO pacHopsaKa, AEUCTBYIOIINE
B JIOY).

2. COCTAB IEPCOHAJIBHBIX JAHHBIX

2.1. K mnepconampHOM JOKyMeHTauuu (coaepxaiieil mNepcoHaIbHbIE
JaHHBIE) OTHOCATCS JOKYMEHTHI, KOTOPBIE COACpKAT WHIUBUAYAIbHBIC JAHHBIE O
KOHKPETHOM pab0OTHUKE ¥ HCIOJNB3YIOTCS JODKHOCTHBIMU — JIMIIAMHU  TIPU
UCIIOJTHEHUH CBOMX JOJKHOCTHBIX O0SI3aHHOCTEH.

K HuM otHOCSTCS:

1) TOKyMEHTBI, IPeIbSBIIsIEMbIC MIPU TPYIOYCTPOICTBE Ha pabOTy B COOTBETCTBUU
co cT. 65 Tpynosoro koaekca PO:

MAacMopT WUJIM UHOU JJOKYMEHT, YAOCTOBEPSIONINMA TUYHOCTD;

TPYyI0OBast KHIKKA,

CTPaxoOBO€ CBUIETEIHCTBO FOCYAaPCTBEHHOTO MMEHCHOHHOTO CTPAaXOBaHUA,
JIOKYMEHThl BOMHCKOTO ydYeTa — JJisi BOCHHOOOS3aHHBIX M JIMI, TOJJIeKAIINX
MIPU3BIBY;

JTIOKyMEHT 00 00pa30oBaHuU, KBaTU(UKAIIMN WU HAJTUYUH CIIEIUATbHBIX 3HAHUN —
Ipy TIOCTYIUICHUHM Ha paboTy, TpeOyrollylo CHeUUaabHbIX 3HAHUW WIU
CHeUaibHOU MOATOTOBKH),

HaIpaBJICHUE CIIY>KObI 3aHATOCTH

2) XapaKTepUCTUKH

3) pekoMeHAaTeIbHbIC TUChMA

4) crpaBKu, TMOJTBEPKIAIOIIME MEPUOJBI padOThl y paboTomaTeneit u pasMmep
3apabOTHOM TIJIATHI

5) HarpagHbIe TOKYMEHTHI

6) TUCTKU HETPYIO0CIIOCOOHOCTH

7) MEIUIIMHCKUE CIIPaBKU

8) opraHuM3alMOHHO-PACHIOPSIUTENIbHBIE JOKYMEHTHI (MPHUKa3bl, PACHOPSHKEHUS),
JIOKaJbHbIE HOPMATHMBHBIC AaKThl, TEPEUYHH, CHUCKA M HWHBIE BHYTPEHHUE
noKkyMeHThl OpraHuzanuu, COJAEpIKaIlue TMepCOHATbHBIE aHHbIE PaOOTHUKOB
(pamunmio, UMs1, OTUECTBO)



9) MOKYyMEHTBI, OATBEPKIAIOIINE MpearnoiaraeMbple U (PaKTUYECKH MOIyYECHHBIE
pabOTHUKOM JIEHEKHBIE Cpe/icTBA (MIPUKa3bl MO JIMYHOMY COCTaBy O MpUEME Ha
paboTy, 0 mepeBojie Ha paboTy, O MOOLIPEHUH, PACUETHBIC JIUCTKH)

10) uHbBIE TOKYMEHTBHI, COIepKAIKE IEPCOHANIbHBIE CBEICHUS O PaOOTHHUKAX.

3. OBA3AHHOCTU JOJI’JKHOCTHBIX JINI]

3.1. Ilpu oO6paboTke mepCOHATBHBIX AaHHBIX paOOTHUKA (TIOJYYEHUH,
XpaHeHUH, KOMOWHUPOBAHWM, TEpeaaue WIM J000M JPYyroM HCIOIb30BaHUE
MEPCOHANIBHBIX JaHHBIX paOOTHUKA), TOJKHOCTHBIEC JIUIA, KOTOPhIE UMEIOT K HUM
JIOCTYIl ¥ UCHOJIB3YIOT MPHU HUCIIOTHEHUH JOHKHOCTHBIX OOSI3aHHOCTEH, TOJKHBI
COOJIONATH CIEIyIOIINEe TPEOOBaAHUS:

1) oOpaboTka TmEpPCOHANBbHBIX MJAHHBIX PAOOTHHKA MOXET OCYIIECTBIATHCS
UCKITIOYUTENFHO B IIeNIAX OOecreyeHus COOMIOJCHUSI 3aKOHOB M HHBIX
HOPMATUBHBIX MPABOBBIX AKTOB, COACWUCTBUA PAOOTHUKAM B TPYJIOYCTPONCTBE,
oOy4yeHUU U NPOABMKEHUU IO Ciyx0e, oOecredeHHs JMYHOM O€30MacHOCTH
pabOTHUKOB, KOHTpPOJISI KOJIMYECTBA M KayecTBa BBINOJHSAEMOM paboOThl H
oOecreyeHusi COXpaHHOCTH UMYLIECTBA;

2) Bce MepcoHaIbHbIE JaHHBIE PAOOTHHKA CIIEYET MOJIy4YaTh y HETO Camoro.

Ecnu nepcoHanbHble TaHHbIE PAOOTHHKA BO3MOYKHO MOJIYYHTh TOJBKO Y TPEThEH
CTOPOHBI, TO pabOTHUK JOJHKEH OBITh yBEAOMJIEH 00 3TOM 3apaHee (He MO37Hee
yeM 3a 3 pabouux JHS) U OT HETO JOJHKHO OBITh MOJTYYEHO NUChbMEHHOE COTJIACHE.
JIOIKHOCTHBIE JIUIA JTOJKHBI COOOLIUTH PaOOTHUKY O ILEJNSAX, MPEeAroaraeMbix
UCTOYHHUKAX U CIIOCO0aX MOITY4YEeHMsI IEPCOHATBHBIX JAHHBIX, @ TAKXKE O XapaKTepe
NOJUIEKALIUX TOJIYYEHHIO TNEPCOHAIBHBIX JaHHBIX M MOCIEACTBHUIX OTKa3a
pabOTHHUKA AaTh MMCbMEHHOE COrJIache Ha X MOJyYEHHUE;

4) nOJKHOCTHBIE JMIIAa HE BIIPAaBE MOJIy4aTb U 0OpadaThIBaTh IMEPCOHAIbHBIC
JaHHBIE pa0OTHHUKA O €T0 MOJUTUYECKUX, PEITUTHO3HBIX U MHBIX YOSKICHHUSIX U
YaCTHOM JKU3HU;

5) NOJKHOCTHBIE JHIla HE BIpaBe MOJydyaTh U 00pabaThiBaTh IEPCOHAIbHbBIE
JaHHBIE PA0OTHHUKA O €ro YJICHCTBE B OOIIECTBEHHBIX OOBEAMHEHUSX WU €ro
npo¢)COI03HON AEATETLHOCTH, 3a MCKIIOUEHHEM CJIydaeB, HEOOXOAUMBIX s
pelieHus  Bompoca 00  yBOJIbHEHMH  paOOTHUKOB 1O  OCHOBAaHUSIM,
IPEAYCMOTPEHHBIM IyHKTaMu 2, 3 u 5 4vactu nepBou cratbu 81 Tpymosoro
Kojiekca PD;

6) npu NPUHATHH PELICHUI, 3aTParuBalOIIUX UHTEPEChl paOOTHHUKA, TOJKHOCTHBIE
JUlla HE BIpaBE€ OCHOBBIBATbCSI Ha MEPCOHANbHBIX JaHHBIX pa0OTHUKA,
MOJyYEHHBIX UCKIIOYUTENBHO B Pe3yJbTaTe UX aBTOMATHU3WPOBAHHON 00pabOTKU
WM 3JIEKTPOHHOTO TOJTyYEHHUS.

4. TIPABA PABOTHUKOB

4.1. PaboTHHMKH, TPEAOCTABUBIIKME JIOHKHOCTHBIM JIMIIAM TE€PCOHAIBHBIC
JTaHHbIE, UMEIOT MPABO Ha:
CBOOOJHBIN OECIIaTHBIM JTOCTYNT K CBOMM TNEPCOHAIBHBIM JIaHHBIM, BKJIFOYAs
MPaBO Ha MOJyYCHHE KOIUN JIFOO0M 3aMucH, COepKalle MepCOHANbHBIE TaHHbIC
paboTHUKa, 3a WCKIIOYEHUEM CJIy4daeB, MPEIyCMOTPEHHBIX (eaepabHbIM
3aKOHOM;



OIIPEEIICHUE CBOUX IIPEICTABUTEIICH JUIsl 3aIMTHI CBOMX IMEPCOHAIBHBIX JAHHBIX;
JOCTYII K OTHOCSIIIIMMCS] K HUM MEIULUHCKUM JAHHBIM C ITIOMOILIBIO MEAUIIMHCKOTO
CIELMAIKCTA 110 UX BBIOOPY;

TpeOoBaHME 00 UCKIIOYCHUH WJIM WCHPABICHUU HEBEPHBIX WM HEMOJIHBIX
NEPCOHANBHBIX JaHHBIX, a TaKKe JaHHbIX, 0OpabOTaHHBIX C HAPYIICHUEM
TpeOOBaHUI JEHCTBYIOIIEIO 3aKOHOIATEIbCTBA.

IIpn oOTKa3ze IOJDKHOCTHBIX JIMI[ HMCKIIOUWUTH HIIM HCIPaBUTh IEPCOHAIBHBIE
JaHHbIE paOOTHUKHM MMEIOT MPaBo 0JaTh 3asBieHuE 3aBenyromei I0Y o cBoem
HECOIVIACUM C  COOTBETCTBYIOUIMM  OOOCHOBaHMEM  TaKOIO  HECOIJIACHS.
IlepconanbHblE JaHHBIE OLIEHOYHOI'O XapakTepa (coaeprKaliuecs, Halpumep, B
XapaKTePUCTHUKE, aTTECTAIMOHHOM JHCTE) PAaO0OTHUKH MMEIOT MPAaBO JOMOJHUTH
3asBJICHUEM, BBIPAXKAIOIIUM €r0 COOCTBEHHYIO TOUKY 3PEHUS;

TpeboBanue 00 um3BemeHun J1OY Bcex nHIl, KOTOPHIM paHee ObUIM COOOIICHBI
HEBEPHbIE WJIM HEMOJIHbIE IEPCOHAJIbHBIE JaHHblE pAa0OTHUKOB, 000 Bcex
MIPOU3BEJECHHBIX B HUX UCKIIOYEHUSX, UCIPABIICHUSIX WM JIONOJHEHUSX;
o0xajoBaHWe B CYyJl JIOOBIX HEMpPaBOMEPHBIX AecTBui wim OezaeictBus JOY
py 00pabOTKE U 3alUTE UX NEPCOHATBHBIX JAHHBIX.

5. HOPAJOK CBOPA U IEPEJAYUN ITEPCOHAJIBHBIX TAHHBIX

5.1. JIomKHOCTHBIE JIMIIA UMEIOT MPABO MOJIy4YaTh TOJIBKO TE€ MEPCOHAJIbHbBIC
JaHHbIe PaOOTHUKA, KOTOpbIE HEOOXOAMMBI I BBIMOJHEHUS KOHKPETHBIX
TPYJIOBBIX (DYHKITHIA.

5.2. JlomkHOCTHBIE JMIA HE BIOpaBe 3alpalivBaTh HHOOPMALMIO O
COCTOSIHUM 3JI0pPOBbSI paOOTHHKA, 3a MCKIIOUYEHHUEM TEX CBEJICHHM, KOTOpbIC
OTHOCSITCSL K BOIPOCY O BO3MOXHOCTH BBHITIOJTHEHUSI PAOOTHUKOM TPYIOBOM
(GyHKUMK (HarpuMep, IpH PELIEHUH BOIMpoca O MEPEeBOJE padOTHHUKA HA JPYTYIO
JIOJDKHOCTh  (paboTy) MNpU HAIMYUM MEAMIIMHCKOTO 3aKJIIOUCHUS, JaroIIEro
OCHOBAaHMsI TIOJIaTaTh O HEBO3MOKHOCTH BBITMIOJHEHUS PAOOTHUKOM TPYIOBOM
(YHKIIUU Ha YCIOBUSX, IPEAYCMOTPEHHBIX TPYJIOBBIM JJOTOBOPOM).

5.3. JIoJbKHOCTHBIE JIHMIIA, MOJTyYarolue MepcoHalbHbIe JaHHbIe PaOOTHUKA,
o0si3aHbl COOJIIOATh PEXKUM CEKPETHOCTH (KOoH(UICHIMAIbHOCTH). JlaHHOE
MOJIO)KEHHE HE pPaclpoCTpaHsieTcs Ha OOMEH TMepPCOHAIbHBIMU JAaHHBIMU
pabOTHUKOB B MIOPSIKE, YCTAHOBICHHOM (e/IepaIbHBIMU 3aKOHAMH.

5.4. JIOJDKHOCTHBIE JIMIIa HE UMEIOT IpaBa coo0IIaTh MepCoOHaIbHbIE JaHHBIE
pabOTHUKA TpeThell CTOpoHE O0€3 MHCHhMEHHOro corjlacus paOOTHHKA, 3a
UCKIIFOUCHHUEM CITy4aeB, KOTJIa 3TO HEOOXOIMMO B LIETISX MPEIYIPEKICHUS YIPO3bI
KU3HM ¥ 3JI0pOBbI0 pabOTHHMKA, a TakKe B CiIy4asX, YCTaHOBJIEHHBIX
dbenepanbabiMu 3akoHaMu (TpymoBeiM kogekcom P®, Hamoroseim kogexkcom PO,
OenepanbHbiMu 3akoHaMu «O crtatyce cyneit B Poccuiickoit denepaunmn», «O
mumuiuny, «O  denepanbHON  cimykOe OezomacHocTH», «O  TpoKypaTrype
Poccuiickoit  @enepauumn», «O  3ammMTe TpaB  OPUIAYECKUX JIMIL U
WHIUBUAYAJIbHBIX MPEANPUHUMATENICH TPU MPOBEACHUM T'OCYJIapCTBEHHOTO
KOHTpoOJIs (Hag3opa)» u J1p.), MPeayCMaTPUBAIOIMIUMH TIPABO JTOHKHOCTHBIX JIUIT
KOHTPOJMPYIOIIMX W MPAaBOOXPAHUTENIBHBIX  OPraHOB  3amlpalivBaTh Y
paboTomareyieii B yYCTAHOBJIGHHOM  MOpPSAJKE  JOKYMEHTBHI, COJAEpIKaIlHe



MIEPCOHANILHBIE TaHHBIE PA0OTHUKA, - B IEJISX MCIIOJHEHUS BO3JIOKCHHBIX HA HHUX
dbeneparTbHBIMU 3aKOHAMH 00S3aHHOCTEH.

6. IIPABUJIA XPAHEHHUA JOKYMEHTOB, COJIEPXALIUX
INEPCOHAJIBHBIE TAHHBIE

6.1. Jluunple fena W TPYAOBbIE KHIKKA pAOOTHUKOB XpAaHATCA B
METANIMYECKUX IIKadax, ceiiax, UMEIOLINX HaI€KHBIE 3a110PBbI.

6.2. JIuunble AclIa IPCOOCTABIIAIOTCA B PACIHOPAKCHUC HTOJDKHOCTHBIX JIMIT
JIMIb B CJIICAYIOIIUX CIIydasaX:

HEO0X0MMOCTH O(POPMIIEHHUSI HATPAJHbBIX JJOKYMEHTOB;
(opMUpPOBAHUS CTATUCTUYECKUX JTAHHBIX;
MOJATOTOBKHU XapaKTEPUCTUKU
¥ TpPU HaJU4YMKM COOTBETCTBYIOIIEHW pe3omonuu 3aeayromeid JJOY wm ero
3aMECTUTEINS M0 KaJpOBBIM BOIIPOCAM Ha CIIy>KEOHOM 3alHCKE COOTBETCTBYIOIIECH
bopMmBL.
JInynble nena BBIIAIOTCSA MO POCIIHMCH B KYPHAJIE BBIIAYN JIUYHBIX €.
JIn4HOE N1e70 JOJHKHO OBITh BO3BPAILEHO B OTAEN KaJIpOB B TE€UCHHE HEJEIBHOIO
CpPOKa C MOMEHTA €r0 IOJIy4CHHUS.

6.3. TpynoBble KHUKKA PAOOTHUKOB MOTYT MPEIOCTABIATHCS pPaOOTHUKAMU
oTHena KaapoB JMIIb paOOTHUKaM OyXraiaTepud M 4YieHaM KOMHUCCHUHU IO

COLIMAIBHOMY CTPaxOBAaHMIO, - MpPU HEOOXOJMMOCTH TMPOBEPKU JAHHBIX O
CTPaxOBOM CTake paOOTHUKOB, - JUIsl PEUICHUS BONPOCOB O MPABUILHOCTH
UCYUCJICHUS] M BBIJIATBI TMOCOOMH TIO TOCYJapCTBEHHOMY COIMAIBHOMY
CTPaxOBaHHUIO.

7. OTBETCTBEHHOCTD 3A HAPYHIEHME ITOJOXEHUA

7.1.JIOJbKHOCTHBIE JIMIa, BUHOBHbIE B HapyiieHuu [lonoxeHus, HecyT
JVCHUIUIMHAPHYIO, aIMUHUCTPATUBHYIO, IPAXKIAHCKO-IIPABOBYIO WJIH YTOJOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBUM C TpynoBeiM kogekcom PO, Koxekcom
Poccuiickoit @enepanuu 06 aIMUHUCTPATUBHBIX NMPABOHAPYIIEHUAX, YTOJIOBHBIM
kozekcom Poccuiickoit denepanuu.
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