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HOJIO’KEHHUE
0 NMepPCOHANBbHBIX JaHHBIX PA00THUKOB I'BY3 «lIleH3eHckuil 00,1aCTHOM LEHTP
MEAULMHCKON NMPOQUIAKTHKI.

1. OOmume noJI0KEHUS.

1.1.Ilenpro nonoxxkeHus: 06 00paboTKe MEPCOHABHBIX JAHHBIX PAOOTHHUKOB (f1aee —
[Tonoxenue) sABIAETCS 3alllUTa NEPCOHAIBHBIX MaHHbIX padoTHHKOB ['BY3
«[Ten3eHckuii 00JACTHON WEHTP MEIUIIMHCKOW NPOMOUIAKTHKNY (Janee —
VYupexaenue) OT HECAaHKUMOHMPOBAHHOIO JOCTYIA, HENPaBOMEPHOIO UX
UCIIOJIb30BaHUsl WJIM yTpaThl, a TAaKXK€ YCTAHOBJIEHUE OTBETCTBEHHOCTH
JOJDKHOCTHBIX JIMI], UMEIOIIUX JOCTYI K NMEePCOHATBHBIM JaHHBIM PaOOTHUKOB,
32 HEBBIIIOJTHEHUE TPEOOBAHMI HOPM, PEryJUPYIOIIHX OO0paOOTKY U 3aliuTy
NEPCOHAIbHBIX JTAHHBIX.

1.2.Ilonoxenue pa3paboOTaHO B COOTBETCTBUU €O crTarbhsiMu 85-90 TpynoBoro
Konekca Poccuiickonn ®@enepauuu, Koncturyumen Poccuiickoint denepannu,
I'paxnanckum koxekcoMm Poccuiickon Penepauunu, DenepanbHbIM 3aKOHOM
«O06 undopmanuu, THPOPMAITMOHHBIX TEXHOJOTHUAX U O 3aIUTE HHPOPMALIUN,
denepanbHbIM 3aK0HOM «O MEepCOHANBHBIX JaHHBIX», [[paBunaMu BHyTpEHHETO
TPYAOBOI'O pacnopsiaka Y YpeKaCHHUs.

1.3.Ilopsanok BBOJIa B IeMCTBUE U M3MEHEHUS [1onoxxeHus.

1.3.1. IlonoxxeHue BCTynaeT B CUIy ¢ MOMEHTa YTBEpKAeHHUs ero [ 1aBHbIM
BpauoM YUpeKICHUS U JEUCTBYET OECCPOUYHO, /10 3aMEHBI €r0 HOBBIM
MOJIOKEHUEM.

1.3.2. Bce wu3menenus B [lomoxkeHuss BHOCATCS COOTBETCTBYIOIIMM
IPUKA30M.

1.4.Bce paboTHUKM YupexIeHus OJKHBI OBITh O3HAKOMIIEHBI C HACTOSIIHUM
[Tonmoxennem moj MoAIuCH.

1.5.PexxuM KOH(PUASHIIMATBHOCTH NMEPCOHANIBHBIX JIaHHBIX CHUMAETCS B CIydae X
00€3JIMYMBAHUS U IO UCTEUEHHUH 75 JIET CpoKa UX XPAHEHUs, WU MPOIJIEBAETCS
HA OCHOBAHUU 3aKJIIOYEHUS IKCIEPTHOM KOMHUCCUU Y UPEIKIICHHUS, €CII UHOE HE
OTPEEIEHO 3aKOHOM.

2. OCHOBHBIC TTOHSATHS.



2.1. Jlma neneir Hacrosimiero IlomokeHHst MCTIONB3YIOTCA CIEAYIOIIME OCHOBHBIC
OHSITUS

NnepcoHaIbHbIe JaHHbIe PA00THUKA — r00as nH(OpMAIKs, OTHOCSIIASICS
K OINpeAeICHHOMY WJIM OIpe/esieMOMY Ha OCHOBAHMU Takoil MHpopmanmu
paboOTHHKY, B TOM YHCIie ero (paMuiivs, UMsi, OTYECTBO, TOJ, MECSII, 1aTa
MECTO POXJAEHUs, aJpec, CeMeHHoe, COLUAIbHOE, WMYIIECTBEHHOE
NOoJIOKeHne, oOpa3oBaHue, mpodeccusi, IOXOABI, Apyras HUHOpMaIHs,
Heo0XoIMMasi pabOTOAATEINIO B CBA3H C TPYIOBBIMU OTHOUIEHUSIMU;

o0pa0oTka  mHepcOHAJBHBIX  JaHHBIX — cOop,  cucremaTu3alus,
HAaKOIUIEHWE,  XpaHEHue, yTOuHeHHe  (OOHOBIIEHHE,  H3MEHEHHE),
UCMOJb30BAaHUE,  paclpocTpaHeHue (B TOM  4YHcle  [epeaava),
o0e3MuuBaHue, OJIOKMPOBAHUE, YHUUTOXKEHUE MEPCOHANBHBIX JAaHHBIX
PabOTHUKOB YUpEKICHHUS,

KOH(PUIEHIHAJIbHOCTh TMEPCOHAJBHBIX JaHHBIX —00s3aTEIBHOE IS
COOJTI0O/IEHNsI HA3HAYEHHOTO OTBETCTBEHHOTO JIMIIA, TTOJYYHUBIIETO TOCTYM K
NIEPCOHALHBIM JTAHHBIM DPAOOTHUKOB, TpeOOBaHHWE HE JIOMYCKaTh MX
pactpocTpaHeHusi 0e3 corjacusi pabOTHHKAa WM WHOTO 3aKOHHOTO
OCHOBAHHSI;

pacnpocTpaHeHHe MePCOHAJBLHBIX JaHHBIX — JICHCTBHS, HAIIpaBJICHHbBIC Ha
nepenayy NepCOHAIbHBIX JAHHBIX PaOOTHUKOB OIPEACICHHOMY KPYTY JIHI
(mepemaya  TEpCOHANBHBIX  JIAHHBIX) WJIM Ha  O3HAKOMIIGHHE  C
MEePCOHANBHBIMU JAHHBIMH HEOTPAaHWYEHHOI'0 Kpyra JIMIl, B TOM YHCIIC
00HapoI0BaHKE MMEPCOHAIBHBIX JAHHBIX PAOOTHUKOB B CPEJICTBAX MAaCCOBOM
uHboOpMaIK, pa3MernieHne B HHGOPMAIMOHHO-TEIIEKOMMYHHUKAITMOHHBIX
CEeTAX WIH MPEIOCTABICHHUE JIOCTYIA K MEPCOHATBHBIM JIAHHBIM PaOOTHHUKOB
KaKHM-I1100 HHBIM CITOCOOO0M;

HCMOJIb30BAHHE TEPCOHAJBHBIX JaHHBIX — JCHCTBUSA (Omepamuu) ¢
NEPCOHATBHBIMU  JTAHHBIMH,  COBEpIIAEMbIE€  JIOJDKHOCTHBIM  JIUIIOM
YupexaeHuss B I[eNiAX NPUHATHS PEHICHUH WM COBEPIICHUS HHBIX
JNEHUCTBUHN, TOPOXKIAIONINX IOPUIWYECKHE TIOCIEACTBUS B OTHOIICHUU
pabOTHUKOB MO0 MHBIM OOpa3oM 3aTParMBalOIIMX HMX IMpaBa U CBOOOJBI
WM TIpaBa U CBOOOIBI IPYTUX JIUIL;

6J'IOKI/IpOBaHI/Ie MNEPCOHAJTBHBIX JaHHBIX — BPEMCHHOC IIPCKPALICHUC
c6opa, CUCTEMAaTU3all, HAKOIUICHH:A, HCIIOJbB30BaHUA, PACIIPOCTPAHCHUS
ICPCOHATIBbHBIX JaHHBIX pa6OTHI/IKOB, B TOM 4YHCJIC UX IICPpCaAaAYHN,

YHUUYTOKECHHE MEPCOHAIBHBLIX JTAHHBIX — I[CflCTBPISI, B PE3yJbTaTrc
KOTOPBIX HCBO3MOXKXHO BOCCTAHOBHUTH COACPIKAHUC IICPCOHAJIBHBIX JTdHHBIX B
I/IH(I)OpMaHI/IOHHOfI CUCTCMC IICPCOHAJIBHBIX OaHHBIX pa6OTHI/IKOB HJINn B
pe3yiibTaTre KOTOPBIX YHHUYTOKAIOTCA MaTCpHaAJIbHBIC HOCHUTCIIN
IMCPCOHAJIBHBIX JAHHBIX pa6OTHI/IKOB;

00e3IMYMBAHME TNEPCOHAJBHBIX JAHHBIX — JICHCTBUS, B pE3yJIbTaTe
KOTOPBIX HEBO3MOXXHO OIPEACIUTh IPUHATIECKHOCTh IEPCOHAIBHBIX
JAHHBIX KOHKPETHOMY pPa0OTHHKY;



00IIeIOCTYNIHbIE TEPCOHAJIbHbIE JaHHbIE — TICPCOHAIBHBIC JaHHbBIC,
JOCTYIT HEOTPAHUYECHHOT'O KPyTa JIUI] K KOTOPBIM TPEIOCTaBICH C COTIacus
pabOTHHKA WJIM Ha KOTOPBIE B COOTBETCTBUU C (DeepaabHbIMU 3aKOHAMH HE
pacrpocTpaHsieTcs TpedoBaHue COOJI0IeHUS KOHPUAEHIIMATbHOCTH.

uHdopManusa — cBeaeHus (COOOIEeHUs, TaHHBIE) HE3aBUCUMO OT (POPMBI UX
pECTaBICHHUS.

AOKYMEHTHUPOBAHHAS uHdopmanus — 3a(puKCUpOBaHHAs Ha
MaTepUaTbHOM HOCHUTENE IyTeM JOKYMEHTHpPOBaHHS HWHoOpMaIus ¢
PEKBU3UTAMHU, TO3BOJISIIONIUMU OMPEJEIUTh TaKyl0 HHGOPMAIMIO WIH €€
MaTepUaJIbHbIA HOCUTEIIb.

3. CocraB IMNCPCOHAJIBHBIX JAHHBIX pa6OTHI/IKOB.

3.1.B coctaB nmepcoHaNbHBIX JAHHBIX PAOOTHUKOB Y UPEKICHUS BXOJST:

aHKeTHbIE U Ouorpaduueckue TaHHbIE;

o0Opa3oBaHue;

CBE/ICHUS O TPYJIOBOM U OOIIEM CTaxe;

CBE/ICHUS O COCTaBE CEMbH;

MAaCMOPTHHIE TaAHHbIE;

CBEJICHUS O BOUHCKOM Yy4YeTe;

CBEICHHUS O 3apabOTHOI MaTe;

CBE/ICHUS O COLMAIBbHBIX JIbIOTaX;

CHELMATIbHOCTb,

3aHMMaeMasi JIOJKHOCTb;

HaJIMYKUE CyITUMOCTEN;

aJipec MecTa KHUTEJIbCTBA;

JOMaITHUN TenedoH;

MECTO paboThl WK Yy4eObl YWICHOB CEMbU U POJCTBEHHUKOB;
CoJiepyKaHuE TPYOBOTO IOTOBOPA;

COCTaB JCKJIAPUPYEMBIX CBEACHUN O HAJTMUYUU MaTepUaIbHBIX [IEHHOCTEM;
coJiepKaHue JIeKJIapaluy, oJaBaeMoil B HaJIOTOBYIO MHCIIEKIINIO;
NOJIYTMHHUKY Y KOIIUU MTPUKA30B 10 JUYHOMY COCTaBY;

JIMYHBIC JIeNIa U TPYIOBbIE KHIKKH COTPYIHHUKOB;

OCHOBAHUS K IPUKa3aM 10 JHYHOMY COCTaBY;

Jena, coAep Kallrie MaTeprabl 0 MOBBIIICHUIO KBaTU(UKALUN U
NEPernoAroTOBKE COTPYIHUKOB, UX aTTECTAINH, CITY>KEOHbIM
pacclieZlOBaHHsM;

KOIIMK OTYCTOB, HAIIPABJIACMBIC B Opradbl CTATUCTHUKHU.

3.2.JlaHHBIE TOKYMEHTHI SIBJIAIOTCS KOH(DUICHINATBHBIMY, TIPU 3TOM, YUYUTHIBast UX
MacCOBOCTb U €JUHOE MECTO 00pabOTKM U XpaHEHUS - COOTBETCTBYIOIIUN TP
OrpaHUYEHUS Ha HUX HE CTABUTCS.



4. O6paboTKa NepCcoOHATbHBIX TaHHBIX.

41.B mensax oOecrieyeHuss mpaB M CBOOOJM paOOTHUKA YUPEXKIEHUS U €ro
NpeACTAaBUTENM MPU 00pabOTKE MEPCOHAIBHBIX TAHHBIX PAaOOTHUKA OOsI3aHbI
co0Jro1aTh CaeaAyoIMe o0mue TpeOOBaHMS:

4.1.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

O06paboTKka MepCOHANBHBIX JTaHHBIX PA0OOTHUKA MOXXET OCYIIECTBIISITHCS
UCKJIIOYUTEIbHO B LEISAX OOecredeHus] COONIO/IEHUsI 3aKOHOB M HHBIX
HOPMATHUBHBIX  TPABOBBIX  aKTOB, COJNEWUCTBHUS  paOOTHUKAM B
TPYAOYCTPOMCTBE, 0OYUEHUN U MPOABMKEHUU MO clyx0e, odecrneueHus
JMYHON 6e30MacHOCTH PabOTHUKOB, KOHTPOJSI KOJIMYECTBA M KauecTBa
BBHITIOJTHSIEMOM paboTHl U 00ecTieYeHUsI COXPAaHHOCTH UMYIIIECTBA.

[Ipu onpenenenuu oO0bemMa U coiepkaHus  00pabaThIBAaEMBIX
NepCOHATBHBIX JaHHBIX  paboTHUKA  paboroparelb JIOTIKEH
pykoBoacteoBarbcsa Koncturynuen Poccuiickonn denepannn, TpyaoBeim
Kopnexkcom n unbIMu (efiepaabHbIMUA 3aKOHAMU.

[TomydeHnne mepcOHaNbHBIX JAHHBIX MOXET OCYIIECTBIATHCA KaK IyTeM
NpEeICTaBICHUA UX CaMUM PaOOTHUKOM, TaK M MYTEM MOIY4YEHHs UX U3
MHBIX UCTOYHHUKOB.

[lepconanbHble JaHHBIE PAOOTHUKA CIEAYET MONy4aTh y HEro CaMoro.
Ecnu nepconanbHble JaHHBbIE pAaOOTHUKA BO3MOXHO MOJYYUTh TOJBKO Y
TPEThEH CTOPOHBI, TO PAOOTHUK JOJKEH OBITh yBeIOMJIEH 00 3TOM
3apaHee U OT HEro JOJKHO OBITh MOJYYE€HO MHCbMEHHOE COrJlacue.
PaGotonarens nomkeH cooOmuUTh paOOTHUKY O HENSIX, MPEAnoaaraéMbix
MCTOYHHUKAX U CIOCOOaX MOTy4eHUs! MEPCOHATBHBIX JaHHBIX, & TaK e O
XapakTepe MNOJJISKAUIUX TOJYyYEHUIO IEPCOHAJIbHBIX JIAHHBIX H
MOCTEACTBHUSIX OTKa3a paOOTHHMKA [aTh MUCHMEHHOE COrlachue Ha MX
MOJTyYEHHUE.

PaGoronarens He UMeeT TpaBa MOTy4aTh U 00pabaThIBaTh EPCOHATBHBIC
JaHHbIE pabOTHHUKA O €ro MOJUTHUYECKHX, PEIUTHO3HBIX H HWHBIX
yOeXACHUSIX U YaCTHOM KU3HU. B ciiyuasix, HEMOCPEACTBEHHO CBSI3aHHBIX
C BONPOCaMU TPYIOBBIX OTHOIIEHWH JaHHbIE O YAaCTHOW JKHU3HH
paboTHrka (MHGOpMAIMS O KU3HENEATCTLHOCTH B cdepe CeMeHHBIX
OBITOBBIX, JTUYHBIX OTHOIIEHHN) MOTYT OBITh IMOJIy4E€HbI U 00pabOTaHbI
paboToaaTeneM TOJIbKO C €ro MUChbMEHHOT'O COTJIacHsl.

PaGotonaTens He UMeeT MpaBo MoJy4aTh U 00pabdaThIBaTh MEPCOHAIBLHBIE
JaHHbIE PaOOTHHUKA O €ro WICHCTBE B OOLIECTBEHHBIX O0BEAMHEHUAX WITH
ero mnpo(corO3HOW  NEATEIbHOCTH, 3a HUCKIIOYEHHEM  CIIyYaes,
NpelyCMOTPEHHBIX (peiepaibHbIM 3aKOHOM.

4.2.K 00paboTke, nepegavye U XpaHEHUIO NEPCOHATIBHBIX TaHHBIX PAOOTHUKA MOTYT
UMETh JOCTYIl COTPYIHHUKHU:
— byxranrepuu;
— Orpnena kaapos;
— Otnena nHGOPMAITMOHHBIX TEXHOIOTHA.
4.3.Micnionp30BaHMe MEPCOHAIBHBIX JAHHBIX BO3MOKHO TOJIBKO B COOTBETCTBUU C
LEJSIMU, ONPEACIUBIIUMH UX MOJTYYEHHE.



4.3.1.

[lepconanbHble JaHHBIE HE MOTYT OBITH KCIOJB30BAHBI B  IEIISIX
MPUYUHEHUS HMYIIECTBEHHOIO MW MOPAJIBHOTO Bpeda TIpaKIaHaM,
3aTpyHEHUs] peaju3alud IMpaB W CcBoOON TpaxaaH Poccuiickoi
Oenepannu. OrpannueHue npas rpaxaaH Poccuiickon ®denepanun Ha
OCHOBE  HCIOJIb30BaHUS  HWHpopMamuu 00  HX  COUHMATIHLHOM
MPOUCXOXKIACHUU, O PACOBOM, HAIMOHAJIBHOM, SI3BIKOBOM, PEIIMTMO3HOU U
MApTUMHON MPUHAMICKHOCTH 3aIPENICHO U KApaeTCd B COOTBETCTBUHU C
3aKOHOJIATEIbCTBOM.

4.4.1lepenaya nepcoHaNbHBIX AAaHHBIX paOOTHHKA BO3MOXHA TOJIBKO C COTJIacus
paboOTHHKA WK B CIyYasiX, IPSAMO NPEAyCMOTPEHHBIX 3aKOHOIaTEIbCTBOM.

4.4.1.

4.4.2.

[Ipu nepenaye nepcoHanbHBIX AAaHHBIX PAOOTHUKA pabOTOAATENb JOJKEH
co0JII01aTh ClIeayIoIne TpPeOOBaHMUS:

HE CO00IIaTh MepCOHANbHBIC JaHHBIE PAOOTHUKA TPEThEW CTOpOHE Oe3
MUCHMEHHOT'0 COTJIacHsi paOOTHUKA, 32 UCKITIOYCHUEM CITy4JaeB, KOTAa 3TO
HEO0OXOMMO B HEJSAX MPEAYNPEIKICHUS YTPO3BI KU3HH U 30POBBIO
paboOTHHUKA, a TAK)KE B CIydasix, yCTAHOBJIEHHBIX (heepaibHbIM 3aKOHOM;

HE CO00IIAaTh MepCOHAbHBIC JaHHBIC PAOOTHUKA B KOMMEPUYECKHX IEIAX
0e3 ero NMUCHbMEHHOT'O COTJIaCHsI;

OpeaynpeauThb JIUL], MOJY4aroIIUX epCOHANbHbIEC JaHHbIE paOOTHHKA, O
TOM, 4TO 3TH JaHHbIE MOTYT OBITH MCIIOIb30BaHbI JIUIIb B LEIAX, IS
KOTOPBIX OHU COOOIIIEHBI, U TPEOOBATH OT 3TUX JUI] MOATBEPKACHUS TOTO,
4TO 3TO NpaBuiIo coOmtoaeHo. Jluna, nonyyaromnue nepcoHanbHbIe
JaHHbIE paOOTHHUKA, 00513aHbI COOI0IaTh PEXKUM CEKPETHOCTH
(xoH(puneHMaNbHOCTH). J[aHHOE MONIOKEHUE HE paclpOCTpaHsIeTCs Ha
0OMeH MepCOHATbHBIMUA JaHHBIMU PAOOTHHUKOB B MOPSIJIKE,
YCTaHOBJICHHOM (eiepaTbHBIMU 3aKOHAMU;

paspeuiatb AOCTYII K NICPCOHAJIbHBIM JaHHBIM paGOTHI/IKOB TOJIBKO
CIICHUAJIbHO YITOJTHOMOYCHHBIM JINIAM, OIIPCACIICHHBIM IIPUKA30M I10
opraHu3anuny, IIpyu 3TOM YKa3aHHBIC JIMIA JOJI?KHBI UMETh ITPaBO
II0JIy4aThb TOJBKO TC IICPCOHAJIbHBIC TaHHBIC pa6OTHI/IKa, KOTOPBIC
HCO6XOI[I/IMLI JJIS1 BBITIOJIHCHHA KOHKPCTHBIX q)YHKHHﬁ;

HE 3arpanmBaTh HH(HOPMAIMIO O COCTOSTHUU 3/I0pPOBbsl pa0OOTHHKA, 32
HCKIIFOUEHHUEM TEX CBEACHUI, KOTOPBIE OTHOCATCS K BOIPOCY O
BO3MO>KHOCTH BBITIOJIHEHUS] pAOOTHUKOM TPYAOBOU (DYHKIIHH;

nepeaBaTh NEPCOHANIbHBIC JTAHHBIC PA0OOTHUKA MPEICTaBUTEISIM
pabOTHUKOB B MOPsJKE, ycTaHOBIEHHOM TpynoBsiM Konmekcom, u
OrpaHUYUBATh 3TY UH(OPMAIIUIO TOJIBKO TEMH MEPCOHATbHBIMU JTAHHBIMU
paboTHHKA, KOTOPBIE HEOOXOAMMBI JIJIS1 BHITIOJTHEHUS YKA3aHHBIMU
MPEACTABUTEIAMH UX (DYHKIIHIMA.

[lepenaya nepcoOHAIBHBIX JaHHBIX OT JIEPHKATENSA UIH ETO
npeCcTaBUTeNIel BHEIIHEMY OTPEOUTENIO MOXKET JIOMMYCKAaThCS B
MHUHUMAaJIbHBIX 00bEMax M TOJIBKO B IIEJISAX BBITOJHEHUS 3a]a4,
COOTBETCTBYIOIIUX OOBEKTUBHOU MPUUYMHE cOOpA ITUX JTAHHBIX.



4.4.3. Ilpu nepenaye nepcoHaNbHBIX JAHHBIX pAOOTHUKA MOTPEOUTENSIM (B TOM
YHCcIie ¥ B KOMMEPUECKHX IEJIAX) 3a MpeAesibl OpraHu3alnu paboToaaTeb
HE JIOJKEH coo0IIaTh 3TU JAHHbIE TPEThEW CTOPOHE 0€3 MUCHMEHHOI0
coryiacusl pa0OTHHKA, 3a UCKJIFOUEHUEM CIIydaeB, KOT1a 3TO HEOOXOAUMO
B LEJISIX MPEAYIPEXIECHUS YIPO3bl )KU3HU U 3/I0POBbIO0 PAOOTHUKA WU B
Cllydasix, yCTaHOBJIEHHBIX (peiepaIbHbIM 3aKOHOM.

4.5.Bce Mephl KOH(PUACHITMATILHOCTH TIpH cOope, 00paboTKe 1 XpaHEHUN
NEPCOHANIBHBIX JAHHBIX COTPY/IHUKA PACIPOCTPAHSIOTCS KaK Ha OyMa)KHbIe, TaK
Y Ha 3JIEKTPOHHBIE (ABTOMATU3UPOBAHHBIE) HOCUTEIN UH(POPMALIHH.

4.6.He nonmyckaercst oTBe4aTh Ha BOIIPOCHI, CBSA3aHHBIC C MEPEAAYEH TIEPCOHATIBHON
uH(opmaIuu no tenedoHy Wi gakcy.

4.7.XpaHEHHWE TMEPCOHAIBHBIX JAHHBIX JIOJDKHO MPOUCXOAUTH B TOPSIKE,
VCKJIIOYAIOIIEM UX yTPATy WIK UX HENMPABOMEPHOE UCTIOJIb30BAHHUE.

4.8.11pu IpUHATUY pELICHUH, 3aTParuBaloINX HHTEPEChl paOOTHHKA, pabOTOIATENb
HE WMEET TIpaBa OCHOBBIBAaThCS HA TIEPCOHATBHBIX JAHHBIX PaOOTHUKA,
MOJTYYCHHBIX ~ HMCKJIIOYUTEIBHO B  PE3yJNbTaTe WX AaBTOMATH3WPOBAHHOM
00pabOTKU WM FJEKTPOHHOTO MOJydeHus. PaboTonarenb yYUTHIBAET JTUYHBIC
KauecTBa pabOTHUKA, €T0 T0OPOCOBECTHBIN U d(PPEKTUBHBIN TPYI.

5. Kommekc JOKyMEHTOB, COIPOBOKIAIOLIHI Mpoiiecc opopMIIeHUs
TPYJIOBBIX OTHOLIEHUN PaOOTHUKA B YUPEXKACHUH MPU €r0 [IPUEME,
IIEPEBOJIE 1 YBOJIbHEHUH.

5.1. Iapopmanus, npencrabisgemMas paOOTHUKOM IPHU MOCTYIUIEHMM Ha paldoTy B
VYupexneHnue, O0KHA UMETh JOKyMeHTaldbHyro ¢Gopmy. Ilpu 3axmouenun
TPYJOBOTO JOrOBOpa B COOTBETCTBMM cO cT. 65 TpynoBoro Kojekca
Poccuiickoii @enepauuu MO, NOCTyNawliee Ha pabdoTy, NPEeabABISET
paboromarento:

— macnopt rpaxaanuHa Poccuiickoit @enepaunu;

— TPYIOBYIO KHHXKKY, 32 HCKJIIFOYEHUEM CIIYy4aeB, KOr1a TPY10BOI 10r0BOp
3aKJIF0YAETCs BIEPBbIE WK PAOOTHUK MOCTYIMAET Ha paboTy Ha yCIOBUIX
COBMECTHUTENBCTBA, JINOO TPYIOBAsI KHMKKA Y pAOOTHHKA OTCYTCTBYET B
CBS3M C €€ YTPAaTOl WM MO APYTUM INPUYHUHAM;

— CTpaxoBO€ CBUETEIBCTBO rOCYJaPCTBEHHOIO MEHCMOHHOI'O CTPAXOBAHMS;

— JIOKYMEHTBI BOMHCKOT'O Y4eTa — JUIsi BOEHHOOOSI3aHHBIX U JIUII,
NOJIJIeKAIINX BOUHCKOMY YUETY;

— JIOKyMEHT 00 00pa30BaHuM, O KBAJIU(UKALUY WIM HAJIUYUU CHEHUATIbHBIX
3HAaHUM — MPU NOCTYIJIEHUHU Ha padoTy, TpeOYIOLIYIO ClIEHUATbHBIX
3HAHWM WIN CIIENUaIbHON MOATOTOBKY;

— CBUAETENBCTBO 0 npucBoeHnn MHH.

5.2.1Ipu odopmieHun paboTHHKA B YupexxaeHue paObOTHUKOM OTAeNa KaJpoB
3anonHsercs yHuduiupoanHas ¢popma T-2 «JIuuHas kapTouyka paOOTHUKAY, B



KOTOPOW OTpa)karoTCsl CJIEAYIOIIHNE aHKETHble W Ouorpaduveckue JTaHHBIC
paboTHHKA!
— obmume cBeaeHus (@.M.0. paboTHuka, 1arta poXKIEHUSA, MECTO POXKIEHUS,

rpakKJaHCTBO, 00pa3oBaHue, mpodeccusi, CTaxx padoThl, COCTOSTHUE B Opake,
MACIIOPTHEIC JTAHHBIC);

— CBCIACHHUA O BOMHCKOM YUCTC,

— JIaHHBIE O TIpUEME Ha padoTy;
B manpHefemM B THUHYIO KAPTOYKY BHOCSTCS:
— CBEJCHMs O IEPEBO/IaX Ha APYTyIo padoTy;
— cBeJeHus 00 aTTecTaluu;
— CBEJICHMS O TTOBBIIICHUH KBaTU(UKAIIH;
— CBeICHMS 0 PO ECCHOHATLHON EPETIOTOTOBKE;
— CBEJCHMs O Harpajax (MOOMPEHUSX ), TOYCTHBIX 3BAHUSX;
— CBeIeHHs 00 OTITyCKax;
— CBEJEHUS O COIMAJIbHBIX TAPAHTHUSAX;
— CBEJICHMS O MECTE )KHUTEIIbCTBA M KOHTAKTHBIX TelePOHAX.
5.3.B ornene kampoB YupekIeHUS CO3JAIOTCS U XPAHATCS CIEAYIONIUE TPYIIIbI
JIOKYMEHTOB, COZepallye JaHHbIe 0 PaOOTHUKAX B CIWHUYHOM WM CBOIHOM

BUJIC:
5.3.1.

5.3.2.

JIOKyMEHTBI,  COAEpXallle MEepPCOHaJbHbIE JaHHbIE  PAOOTHHUKOB
(KOMITJIEKCHI  IOKYMEHTOB, COIIPOBOXKJIAIONIME TMpouecc 0hOpMICHHS
TPYJIOBBIX OTHOUIEHUH MpU NpHUEeMe Ha paboTy, MepeBOJie, YBOJIbHEHUHU;
KOMIIJIEKC MaTEpPHAJIOB O AHKETUPOBAHUIO, TECTUPOBAHUIO; TPOBEAECHUIO
co0eceloBaHUN C KaHIUAATOM Ha JOJKHOCTB; IMOJJUHHUKUA U KOMHUHU
MPUKA30B IO JIMYHOMY COCTaBYy; JIMYHBIE Jl€Jla M TPYAOBbIE KHHUKKHU
pabOTHHUKOB; JIeNa, COJEpKallie OCHOBAHMA K MPHUKA3y IO JUYHOMY
COCTaBy; JieJa, COJAep)Kalllue MaTepualibl aTTecTalud pabOTHUKOB;
CIIy’)KEOHBIX  pacclelOBaHUN;  CIPaBOUYHO-MH(POPMAIIMOHHBIM  OaHK
JAHHBIX IO IEPCOHANY (KapTOTEKH, JKypHAJIbl); IOJIMHHUKA U KOIWHU
OTYETHBIX, AHAIMTUYECKUX MU CHOPABOYHBIX MATEPHUANIOB, MEPEIABAEMbBIX
PYKOBOZACTBY VYupexnaenus, PYKOBOJUTENSM CTPYKTYPHBIX
MoJipa3/ieJIeHui; KOMHMM OTYETOB, HAMpAaBISIEMbIX B TOCYJapCTBEHHBIE
OpraHbl CTAaTUCTUKH, HAJOTOBbIE WHCHEKLWH, BBIIIECTOAIINE OpPTaHbI
YIpaBJICHUS U JPYTUE YUPESKICHUS).,

JIOKyMeHTalusi 0 OpraHu3aluu padOThl CTPYKTYPHBIX MOpa3ieiacHUi
(monoXkeHus O  CTPYKTYPHBIX  MOAPA3JEICHUAX,  JOHKHOCTHBIE
UHCTPYKIIMM  PAOOTHUKOB, MpHUKa3bl, PpPACHOPSDKEHUS,  yYKa3aHHs
PYKOBOACTBA YUpEeXJEHHUs); JOKYMEHTbl IO IUIAHUPOBAHHUIO, YYETY,
aHAJIM3y U OTYETHOCTH B YaCTH pabOThI C IEPCOHATIOM Y UpPEXKICHHUS.

6. JlocTyn K mepCcOHaIBHBIM JTaHHBIM.

6.1. BHyTpeHHMIT TOCTYI (IOCTYT BHYTPU Y UPEkKICHUSN).



6.1.1. HpaBo A0CTYyIIa K IIEPCOHAJIIBHBIM JJaHHBIM COTPYAHHUKA UMCIOT!

['maBHBIM Bpau YupexaeHus;

CoTpyaHUKH OT/AENA KaIpOB YUpEKICHHUS,

PYKOBOJUTENHN MOAPA3IACICHUNA IO HAIIPABJICHUIO AEATEIBHOCTH (AOCTYN K
JUYHBIM JaHHBIM TOJIBKO COTPYIHHUKOB CBOETO MOApa3CIeHHUS);

IIPU NIEPEBOJIE U3 OJHOTO CTPYKTYPHOI'O MOAPA3AEIEHU B APYroe AOCTYII K
[IEPCOHAIBHBIM JAHHBIM COTPYJHUKA MOXET MMETh PYKOBOAMTEIH HOBOI'O
MOAPA3ACIICHUS;

caMm paOOTHUK, HOCUTENb JTaHHBIX.

Apyryue COTPYIHUKHA OpraHU3aluy IPU BHIOJTHEHUH MU CBOUX CITY’KEOHBIX
00513aHHOCTEH.

6.1.2. [lepeyenr JMl, MMEIOMIMX JOCTYNl K TEPCOHAIBHBIM JIaHHBIM

6.2.

pPabOTHUKOB, orpeenseTcs npukazoM [ 1aBHOro Bpada YUpexaeHus.
Bremnuit gocrym.

6.2.1. K d4ucny MaccoBbIX NOTpEOUTENe NEpCOHAIbHBIX JAHHBIX BHE

OpraHu3alliid MOXXHO OTHECTH T'OCYJapCTBEHHBIE U HEroCyJaapCTBEHHBIC
(YHKIIMOHAIBHBIE CTPYKTYPHI:

HaJIOT'OBBIC MHCIICKIINU;

MIPaBOOXPAHUTENIbHBIE OPTaHbl;

OpraHbl CTaTUCTHUKU;

BOCHKOMATBHI;

OpraHbl COIIMATILHOTO CTPAaXOBaHU,

MEHCUOHHbIE (DOHJIBL;

noApa3iesiCHus MyHULIUTIATbLHBIX OPTaHOB YIIPABJICHUS;

6.2.2. Ha)ISOpHO-KOHTpOJ]BHBIG opradbl UMCIOT JOCTYII K I/IH(bOpMaIII/II/I TOJBKO B

chepe cBOeH KOMITCTCHITUH.

6.2.3. Opranu3anuu, B  KOTOPbI€  COTPYAHUK  MOXKET  OCYILIECTBIISTH

IIEPEYUCIIEHUS JEHEKHBIX CPENCTB (cTpaxoBble KOMIIaHUH,
HEroCyJapCTBEHHbIE  TEHCHOHHbIE  (OHABI,  OJArOTBOPHUTENBHBIC
OpraHu3alliy, KPEOUTHBbIE YUPEXKIACHHsS), MOTYT MOJY4YUTh JOCTYN K
MEPCOHAIBHBIM JaHHBIM Pa0OTHHUKA TOJBKO B CIy4ae €ro MUChMEHHOTO
paspelIeHus.

6.2.4. CBegeHus o paboOTaIOIIEM COTPYAHUKE UITU YK€ YBOJIEHHOM MOTYT OBITh

MPEICTABICHBI APYTrOl OpraHu3alMer TOIBKO C MMCbMEHHOIO 3ampoca Ha
0JlaHKe OpraHu3aluy, ¢ MPUI0KEHUEM KOIMMHU HOTapUaJIbHO 3aBEPEHHOT0
3asiBJICHUS pabOTHHUKA.

6.2.5. IlepconanbHbIe TaHHBIE COTPYTHUKA MOTYT OBITh TIPEICTABICHBI

POACTBCHHHUKAM HJIX YJICHAM €TI0 CEMbH TOJIBKO C TIMCbMCHHOI'O
paspCUICHuA CaMOro COTpyaAHUKa NI HOTapHaAJIbHO 3aBCPCHHOI'O
HJOKYMCHTA.

7. 3amura nepcoOHaIbHBIX TAHHBIX



7.1

7.2.

7.3

. 3amuTa  NEpCOHAJBHBIX  JAHHBIX  MPEACTaBISIET  COO0OM  KECTKO

pErlaMeHTUPOBAaHHBI M JAMHAMUYECKHM  TEXHOJOTMYECKHM  Ipouecc,

IpenynpexIA0NINA HApyIIEHUE JOCTYITHOCTH, IETOCTHOCTH, JOCTOBEPHOCTH

U KOH(HJIECHIHAIBHOCTH MEPCOHANBHBIX JAaHHBIX W, B KOHEYHOM CUETE,

00€eCIeYnBaOIINA JOCTATOYHO HAASKHYI0 Oe30macHOCTh WHMOpPMAIUU B

MPOLIECCE YNPABIEHYECKOW U ITPOU3BOJACTBEHHOM AEATEIBHOCTH Y UPEKICHUS.

3amyra TNEepCOHANBHBIX JAHHBIX pa0OTHHKAa OT HENPAaBOMEPHOIO UX

UCIIOJIb30BaHUS UM YTPATHI JIOJKHA OBITH 0OecrieueHa Y UpexeHUEM 3a CUeT

€ro CpeJICTB B MOPSAKE, YCTAHOBIEHHOM (eepabHBIM 3aKOHOM.

. BHyTpeHHss 3ammra.

7.3.1. lna obecnieueHuss BHYTPEHHEW 3alllUThl NEPCOHAJIBHBIX JIAHHBIX

pabOTHUKOB HEOOXOIUMO COOTIOAATH PSJT MEP:

— OrpaHUYEHUE M perjaMeHTalus COCTaBa PaOOTHUKOB, (YHKIMOHAJIbHBIE
00s13aHHOCTH KOTOpBIX TpeOylOT JA0CTyna K MEePCOHATbHBIM JIaHHBIM
COTPYIHHUKOB.

— cTporoe u30uparenbHOe U OOOCHOBAHHOE paclpeiesieHue JOKYMEHTOB U
uH(pOopMaIuu MEX1y paOOTHUKAMH;

— pauMoHaNbHOE pa3MelleHue padodynX MECT PpadOTHHKOB, MPU KOTOPOM
HUCKIIFOYAIOCh  Obl  OGCKOHTPOJBHOE  HCMOJB30BAaHHUE  3allUIAaeMOU
uH(popmaIuy;

— 3HaHWEe pabOTHUKOM TpeOOBaHUN  HOPMATUBHO —  METOAMYECKHUX
JOKYMEHTOB I10 3a1uTe NHGOPMAIIUU U COXPAHCHUH TalHBI;

— HaJMYyue HEOOXOAMMBIX YCJIOBMH B TOMEIIEHHH s paboThl ¢
KOH(MUICHIINATHLHBIMU JOKYMEHTAMH 1 0a3aMU JTaHHBIX;

— OINpeJelieHne M perjiaMeHTalusl cocTaBa pabOTHHUKOB, MMEIONIMX MpPaBo
goctyna (BXoAa) B MOMENIEHUE, B KOTOPOM HAXOJUTCA BBIYMCIIUTEIbHAS
TEXHUKA;

— OpraHu3anus nopsjika yHUYTOXKEeHUsSI HHPOPMAIIUU;

— CBOEBPEMEHHOE BBISBJICHUE HapylIeHUs TpeOOBaHUM pa3peluTeaTbHON
CUCTEMBI JOCTYIa PaOOTHUKAMM MOIPA3IEICHMUS;

— BOCHUTATeIbHAsT W  pa3bsCHUTENbHas paboTa C  COTPYJHUKAMU
MoJIpa3/ieJiCHUs] MO MPEAYNPEXKACHUIO YTpaThl I[EHHBIX CBEICHUN NpH
paboTte ¢ KOHPUICHIMATBEHBIMUA JOKYMEHTAMU;

— HE JOMyCKaeTcs BblJlaya JIMYHBIX JeNl COTPYJAHHKOB Ha paboune MecTa
pykoBojuTeneil. JInuHble ferna MOryT BblJIaBaThCcsl HAa paboure MecTa TOJIbKO
['maBHOMY Bpauy, paOOTHHUKAaM oOTHelda KaJpoB M B HCKIFOUHUTEIbHBIX
CiIy4asix, IO MMCbMEHHOMY pa3pelieHuto [ maBHoro Bpaua, - pyKOBOJUTEIIO
CTPYKTYPHOr'O TMOApa3AesieHus. (Hampumep, Mpu NOJATOTOBKE MaTEpHAIOB
IS aTTeCTAlUU pabOTHHKA).

7.3.2. 3amuTa MEPCOHAIbHBIX JAHHBIX COTPYJHHMKOB Ha  3JIEKTPOHHBIX

HOCHTEIISIX.

Bce mamnku, comepskaiiye mepcoHalbHBIE JTaHHBIE COTPYIHMKA, JTOJKHBI
MMETh OTPAaHUYEHHBIN JTOCTYM (TOJIBKO JIJISi COTPYAHUKOB OTIENa KaJpOB
Y pPYKOBOJIUTEINS 110 MH(POPMAIIMOHHBIM TEXHOJIOTHUSIM).



7.4. BHelHsAs 3amura.
7.4.1. JIna obecrniedeHus  BHENIHEW  3allUThl  MEPCOHAIBHBIX  JIAHHBIX

COTPYAHHUKOB HEOOXOAMMO COOIIOAATH P MEP:
MOPSIAOK IPUEMA, YUETA U KOHTPOJIA AESATENIbHOCTH IIOCETUTENEN;
IIPOIYCKHOM PEKUM OpTraHHU3aLNH;
Y4ET U MOPAIOK BbIAAYM IIPOITYCKOB;
TEXHUYECKUE CPECTBA OXPaHBI (JIEKTPOHHBIN KJIH0Y, CUTHAJIU3ALUN );
MOPSIAOK  OXpaHbl TEPPUTOPUM, 3JAHUK, IOMEUIEHUW, TPaHCIIOPTHBIX
CPEICTB;

7.5. Bce nmnia, cBsi3aHHBIE ¢ TOMyYeHHEM, 00pa0OTKON M 3aIIUTON MEPCOHATBHBIX
JAHHBIX, 00s3aHBI HE pa3IJialiaTh MEPCOHABLHBIC TaHHBIE PA0OTHUKOB.

7.6. Kpome  mep  3ammrhl  TEpCOHAIBHBIX  JAHHBIX,  YCTAHOBJIEHHBIX
3aKOHOJATEIBCTBOM, pabOTOJATENH, PAaOOTHUKHA W HMX MPEACTABUTEIH MOTYT
BbIpa0aThIBaTh COBMECTHBIE MEpBl  3allUThl  MEPCOHAIBHBIX  JTAHHBIX
pabOTHUKOB.

8. IlpaBa u 00s3aHHOCTH paOOTHHKA.

8.1. PaOOTHUKM TOJKHBI OBITH 03HAKOMJIEHBI MO/l PACIIUCKY C JOKYMEHTaMHU
VYupexeHus, ycTaHaBIUBAIOIIMMHU MOPSIIOK 00paboTKH epCOHATbHBIX
JAHHBIX PAOOTHUKOB, a TaKkke 00 UX MpaBax U 00S3aHHOCTSIX B 3TOM 00J1aCTH.

8.2.B 1esx 3aiuThl NepcoHaNbHBIX JaHHBIX, XpaHALIMXCs y pabdoTonarens,
pabOTHUK UMEET MPaBoO:

TpeOOBaTh WCKIIIOYEHUS] WIM HCIPABICHUS HEBEPHBIX WM HEMOJHBIX
JTAHHBIX;

MOJIy4aTh CBOOOJHBIM O€CIUIAaTHBIM JOCTYN K CBOMUM II€PCOHAIBHBIM
JaHHBIM, BKJIOYash TMpaBO Ha TMOJIy4YeHUE KONUM JI0OOW 3amucu,
coaepIKaIleld NEPCOHAITBHBIE JaHHBIE.

MEPCOHAJIBHBIE JIAHHBIE OILIEHOYHOTO XapaKTepa JOIOJHUTH 3asBIICHUEM,
CoJiepKalluM €ro COOCTBEHHYIO TOUKY 3PEHUS;

ONpEeAENsATh CBOMX NPEACTABUTENECH Uil 3allUThl CBOUX MEPCOHAIBHBIX
JIAaHHBIX

HA COXPAHEHUE U 3aIIUTY CBOCH JIMYHOW KU3HU U CEMENHOU TalHBI.

8.3. PaboTHUK 00s13aH niepenaBaTh Y UpEKAECHUIO KOMIUIEKC TOCTOBEPHBIX,
JIOKYMEHTUPOBAHHBIX IIEPCOHAIBHBIX JAHHBIX, COCTaB KOTOPBIX YCTAHOBJICH
TpynoBeiM Konekcom P®D, a Takxke CBOEBpeMEHHO cO00IIaTh 00 U3MEHEHUSX
CBOMX IIEPCOHAJIbHBIX TaHHBIX.

8.4.PabOTHUKH CTaBAT YUpEKICHHE B M3BECTHOCTh 00 M3MEHEHUH (haMUJIUH,
UMEHH, OTYECTBA, JAThl POXKICHUS, UTO TIOJydaeT OTPAKCHUE B TPYIOBOM
KHIDKKE Ha OCHOBAaHHMH IIPEACTaBICHHBIX TOKYMEHTOB. [Ipy HeoOXoauMocTr
U3MEHSIOTCS JaHHbIe 00 00pa3oBaHuu, Mpodeccuu, CrelnaIbHOCTH,
IPUCBOCHUH HOBOTO pa3psiaa u Tp.



9. OTBETCTBEHHOCTH 3a pasriaiieHre KOH()UIEeHIINATbHOMI
UH(pOpMaIUH, CBSI3aHHOW C IEPCOHAIBHBIMU JIAHHBIMU.

9.1. PykoBoauTeNnb, pazpemiarolinidi AOCTYI COTPYJHUKA K KOH(QUAECHIUATHHOMY
JOKYMEHTY, HECET IIEPCOHAIBHYI0 OTBETCTBEHHOCTD 34 JAHHOE Pa3pellIcHHUE.

9.2. Kaxx a1t COTPYJHUK OpraHu3alluu, NOJIyJaloImul ~ 1jig1  paboThl
KOH(PUAEHIMATBHBIA JIOKYMEHT, HECET E€IWHOJIMYHYIO OTBETCTBEHHOCTH 3a
COXPaHHOCTh HOCUTENS ¥ KOHPUICHITUATHHOCTh HH(POPMAIIUH.

9.3.JIunia, BUHOBHBIE B HAPYLIEHUU HOPM, PETYJIHUPYIOUIUX MOJy4eHHEe, 00paboTKy
Y 3allUTYy [EPCOHAJBHBIX JAHHBIX pPAaOOTHUKA, HECYT JIUCLUUILIMHAPHYIO,
aIMUHUCTPATHUBHYIO, rPpaXIaHCKO-TIPAaBOBYIO WIN YT OJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUH C (pesiepanbHbIMU 3aKkoHaMu PO.



