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1. OBHIHUE MOJOXKEHHUA

I.1. Hacrosmee Ilosroxenne o 3amuTe MepcoHAIbHBIX JAHHBIX PA0OTHIKOB YCTAHABIIHBACT
TIOPSIOK TIOJIYYeHHs, y4eTa, 00pabOTKH, HAKOIICHUS U XPaHEHUS JIOKYMEHTOB, COJIEPKaIIX
CBC/ICHMS, OTHECEHHEIE K NEPCOHANBHBIM JaHHbIM paboTuukor MBOVY 1xona Ne 12 (panee —
Yupexnenue). PaGoTHuKaME cunTaioTes Miia, paboTaroume B YUpekIeHHH 10 TPYA0BOMY
JIOTOBODY.

1.2. lensro nacrosmero [onoskeHus sBugeTcs: HCMONIHEHHE 3aKoHoarensersa PO B o6nacta
3aIHTH IEPCOHATBHBIX JAHHBIX,

1.3. K axram o0s3aTenbHbiM K HCITOJHEHMIO OTHOCATCS 3aKOHO1aTelibeTBO PO B cdhepe 3aimTsi
uHpOPMAlMY, & TAKXKE NPHHATHIC Ha €0 OCHOBAHAHU JOKAIHHLIC HOPMATUBHBIE AKTH Y UpesKIeHUs,

2. MOHATHUE M COCTAB HEPCOHAJIBHBIX JTAHHBIX

2.1. Iox mepconanbHBIMY JaHHBIMH PaOOTHHKOB TOHUMAETCS HHPOPMAIH, HeobXoauMast
paboTONATEO B CBS3H C TPYAOBBIME OTHOIICHHSIMM M KACAIOAACH KOHKPETHOrO paboTHHKA, a
TAKKE CBEACHHS 0 QakTax, COOBITHAX B 00CTOATENBCTBAX JKH3HU pabOTHUKA, TIO3BONSIOLINE
HACHTHQULHPOBAT €0 JIHYHOCTE.

2.2. CocraB MepcOHATBHBIX JIaHHBIX paboTHuKa:

- aHKeTa;

- aBToOMOTpadus;

- o0pazoBanue;

- CBEJICHHS O TPYJIOBOM U OOLIEM CTaxke;

- CBEJIEHMS O IPeIbIIyIneM MecTe paboThl;

- CBEJIEHMSI O COCTABE CEMbH;

- MACHOPTHBIC HAHHDIC,

- CBEJIEHHUS O BOMHCKOM yYeTe;

- CBEJIEHUS 0 3apaboTHON 1aTe coTpyIHUKA;
- CBEJIEHHS O CONUANBHBIX JIbIOTAX;

- CHELMHATLHOCTE;

- 3aHHMaeMas JOJIKHOCTE,

- pasmep 3apaboTHOH MNATH;

- HaJTM4He CYAHMOCTeH;

- 8JIpec MECTa WUTENbCTRA,

- noMaueui renedou:

- COZIEpIKaHme TPYIOBOTO JOTOBOPA;

- COJIEPIKAnME JEKIapallui, 0aBaeMoil B HAJIOTOBYIO HHCIEKIHIO;
- O/UIMHHMKY U KOTIHY ITPHKA30B 10 THYHOMY COCTaBY;

- TMYHbBIE Jea ¥ TPYAOBBIE KHHKKH COTPYIHHUKOB;

- OCHOBAHHS K IIPHKA3aM I10 JINIHOMY COCTaBY;



- IeIa, COJIepIKalle MaTePHANIbI 110 HOBBILEHHIO KBATM(UKALWY | IEPETIOArOTOBKE COTPYIHHKOB,
UX aTTecTalyy, Cy>KeOHBIM paccieloOBAHMSIM;

- KOIIHH OTUETOB, HANPABISIEMbIC B OPraHbl CTATUCTUKH;

- KOTINK AOKYMEHTOB 00 06pa3zoBaHuy;

- poTorpadyy M HHBIE CBECHHUS, OTHOCSUIIUECSH K IIEPCOHANBHBIM JAHHBIM pabOTHHKA!

- PEKOMEHTALNH, XapaKTCPUCTUKY | T.11.

2.3. YkaszanHble B 11.2.2. CBEJCHHS ABIAIOTCA KOH(GUACHIMAIBHBIMHU H HE II0JIEKAT pa3rilalleHHiO
MHAUe KakK 110 OCHOBAHUSM, ITPE/LYCMOTPEHHbBIM 3aKOHOaTe bCTBOM PO,

3. OBA3AHHOCTH PABOTOJATEJISI

3.1. B yensax ucnonuenus tpebopanuii 3akononareasersa PO npu 06paboTke nepcoHambHEIX
JAHHBIX, BCe PAOOTHUKH JOJKHBI HCIIOJIHATE YCTAHORISHHBIH OPSAOK paboThL:

3.1.1. Pabora ¢ nepcoHanbHBIME JaHHBIMH PabOTHUKOB HE JOJDKHA HApymiaTh TpeboBaHuii
3aKoHoHaTenbCTBa PO 1 NOKaNbHbIX HOPMaTUBHBIX aKTOB OPraHM3aLMY, H JOIKHA ObITh
HEMOCPENCTBEHHO CBS3aHa C OCYIIECTBICHNHEM UMH CBOUX TPYIOBBIX (YHKIUIA.

3.1.2. Ilpu cbope u 06padoTKe NepCOHATBHBIX AAHHBIX paboTHHKA paboTosareils JOKeH
pykosoacTBoBarecsa Koncturyuneit PO, Tpyrosem kogexcom PO u usbiMu denepanbHbIMA
3aKOHAMH.

3.1.3. llepconanpuble fnaHHbie PAOOTHUKORB JOJIKHBI OBITH TOIYYEHbI TOJLKO HENOCPEHCTBEHHO Y
"ero. Ecnu 1 00pabOTKH €ro JaHHBIX WM UX HOJIYYCHUS TPUBICKACTCS TPEThH JINIA, TO
PpabOTHHUK JODKEH JaTh NIPEABAPUTENBHOE MHCHMEHHOE corylacue Ha 370. OZHOBPEMEHHO
pabOTHHK JI0JDKEH OBITh YBEJIOMIIEH O Lesix cdopa nHpOpMAIUK, HCTOYHHKAX €€ IOJYUCHHS, a
TAXIKe O MOCHEACTBUAX 0TKa3a OT IPEeNOCTaBIeHH MMCbMEHHOTO COrnacus Ha cOop HH(PpOpMAaIiy.
3.1.4. llepconanbHble JaHHBIe PA0OTHHKA O €70 [TOJIUTHYECKUX, PETTUTHO3HBIX U HHBIX
yOeKIIEHHSX, JACTHON KU3HH, a TAKKE YICHCTBE B OOIECTBEHHBIX U IPOQPCOIO3HBIX OPTaHU3aITHIX
He NoANeKaT cOopY, €CIl HHOE HE MPeTyCMOTPEHO 3aKOHOAATENBCTBOM.

3.1.5. 3amura nepcoHaNbHBIX JAHHBIX PA0OTHHKA JODKHA 00eCIIeYrBaThCS MOTHOCTRIO 38 CUeT
paboToares.

3.1.6. Yupexgenue 00g3aHO [IPH IpUeMe Ha padoTy, a TAKXKE IPH JHO0BIX U3MCHEHHUSX TIPABHII
pabOoTh! C NepCOHANBPHBIMHE JaHHBIMH ITMCEMEHHO 3HAKOMHUTE C HUMU BeeX pabOTHHUKOB
Vypexenus.

4. OBSAA3AHHOCTH PABOTHHUKA

PaGorHux o0sa3an:

4.1. Tlepenate paboTojaTemio Bce HEPCOHAIbHbBIE JaHHBIE, YKA3aHHBIE B COOTBETCTBYIOLIUX
JIOKYMEHTAX.

4.2. B ycTaHoBaeHHbIH TPaBUIaME CPOK co00ATh padoToaaTes o 00 U3MEHEHUH CBOHX
TIEPCOHATLHBIX TaHHBIX.

5. [IPABA PABOTHHKA

PaboTHuK nMmeeT npaso:

3.1. Ha npocMorp nepcoHanbHoi nH(GopMalun, aMetoueics y paboronarelis.

5.2. Ha cBoGonubiii GecruiaTHBIN ¥ HeOrPaHHUYEHHBIN JOCTYII K CBOMM [EPCOHATBLHBIM JaHHbBIM, B
TOM YHCJIE IPABO HA [OJIYYEHUE MOATBEPKJAIOIIMX JOKYMEHTOB B BUJIE CIIPABOK, KOTIMH HITH B
BHE HHOTO APYToro oQuIUalbHOro JOKYMEHTA.

5.3. TpeGoBaTs BHECTH M3MECHEHHS WIH YAATHTH NIEPCOHATBHYIO HH(POPMALIUIO, IONYICHHYIO
paborojaresieM B HAPYLICHHE HACTOSIINX ITpaBrl. M3MEHEHHs BHOCSTCS HA OCHOBAHMH
[TUCHMEHHOTO 3asBACHUA PadOTHHKA.

3.4. [TorpeGoBaTh OT paboToNaTed U3BECTUTH BCEX JIMLI, paHee MMOMYUHBINUX [10 BUHE



paboToaresis HeIlOJHbIC HIIH HEBEPHbIC NEPCOHATbHEIE JAHHbIE O PabOTHHKE.
5.5. Obxanopars B cy1eOHOM TOpsiIKe FOGbIE HEMpaBOMEPHBIe AEHCTBH MM Oe3eifcTare
paboTonarens npu oOpaboTKe U 3aIUHTE TEPCOHATBLHBIX MaHHBIX pabOTHHKA.

6. CbOP, OBPABOTKA H XPAHEHUE NNEPCOHAJIBHBIX TAHHBIX

6.1. OBpaboTka nepcoHaNBHRIX AAHHBIX PaGOTHHKA - ATO NOJTyYeHHe HHOOPMALIIH U3 PA3THIHIX
HCTOYHUKOB, €e XpaHenue, 00paboTka, a Tarke J0d0e Apyroe HCNoib30BaHue.

6.2.1. Jluunoe neno paGoTHuka oQopMIseTcst B ACHb BCTYIUIEHHS TPYA0BOTO JOTOBOPA B CHILY.
6.2.2. JluuHoe 1e10 XpaHHTCA B NAKaX «Ie7I0» yCTAHOBIEHHOTO 00paslia, Ha KOTOpoil
yKasbIBatoTCs HoMep neta u ©.1.0. paboTHuka.

6.2.3. JInunoe feno BKIOYAET OHY IBETHYIO poTorpaduio paboTumka 3 Ha 4 cM.

6.2.4. Bee IOKyMEHTBI THYHOTO JeJ1a XPaHITCs CTPOTO B XPOHOIOTHYECKOM TIOPSIIKE, C
IPOCTABJICHUEM JAThl UX TIOIYUEHHS, a TAKKE HYMEparuu.

0.2.5. Jluunoe feno mocne NpexpareHus TpyA0BOTo JOFOBOPA ¢ COTPYAHHKOM HePEIACTCs B
ApXHB, U XPaHUTCsl yCTAHOBIIEHHbBIE 3aKOHOJATEIECTBOM CPOKH.

7. NEPETAYA ITEPCOHAJIBHBIX JAHHBIX

7.1. TIpu OCYLIECTBICHUY ITePe/laut [ePCOHANBHBIX JAHHBIX PAOOTHUKOB TPETHUM JTHIAM
paboroxarens obsg3an:

- He coo0Warh NepcoHaIbHbIe JaHHbIE 6€3 MOTYyYeHHOr0 THCHMEHHOTO COTJIAcHS pabOTHHKA,
KpOMe ciiyqaeB, Korja Takue 00s3aHHOCTH YCTAHOBIIEHE] 3aKOHOATELCTROM

- He [Iepe/iaBaTh MePCOHANBHEIC JaHnble PaOOTHHKA AT HCHOIB30BAHAS B KOMMEPUECKHX LIeJLIX;
- TpebOoBaTh OT TPETBHX JIHI COOIIONEHHUS IPaBUI paGoThl C MEePCOHANLHBIMHA AAHHBIMY, a TAKKe
NPEROCTABICHUS IMCHMEHHOI0 HOATBEPHKICHHUS HCIONB30BAHUS [IEPCOHATBHBIX JAHHBIX B
HOPSZIKE, MPEyCMOTPEHHBIX HACTOSIIAM IIOJI0KEHHEM O 3aIMTe NEPCOHATBHBIX JAHHBIX;

- IaBaTh TOCTYI K IEPCOHANBHBIM JJAHHBIM TONBKO JIHL[AM, HMEIOUIHM COOTBETCTBYIOMIIH JONYCK H
HCTIONB3YIOIMX MX TOJIBKO JUISL BBITOJHEHUS KOHKPETHBIX IOJIHOMOYHII;

- He HeTpeGoBaTh MH(OPMANHIO O COCTOSHUHN 370pOBbA pabOTHHKAE, 38 MCKIIOUCHHAEM JAHHbIX,
KOTOPBIC MOTYT HOBJIMATE Ha HCTIOHEHHE PabOTHIKOM CBOHX TPYAOBBIX 00A3aHHOCTEH.

8. JOCTVYI K HEPCOHAJIBHBIM JAHHBIM COTPY/JTHUKA

8.1. Buyrpennuit qoctyn (Henonb3oBadie HHGOpMaIUm paboTHUKaMH YupesK e Hs).
IpaBo mocTymna x nepcoHATLHBIM JAHHBIM PAGOTHHKA HMEIOT:

- IHPEKTOP YUpeKIeHHS;

- OTBETCTBEHHBIH 3a BEJCHHE KAPOBOTO JICIOIIPOU3BOJICTBA;

- COTPYAHUKH OYXTaaTepHH, B IpeiesiaX CBOoeH KOMIIETCHIMH;

- caM padOTHHK.

8.2. Buemmnui 10cTyn (rOCYy(apCTBEHHBIE CTPYKTYPHI).

Hepconanbipie ganuple pabOTHUKOB MOTYT IIPEOCTABIATECS TONBKO 10 3AIPOCY KOMIETEHTHBIX
OpPraHoB, UMEIOUINX COOTBETCTBYIOUIME ITOTHOMOYHS:

- heaepabHas HaNOTOBas CIyKOa;

- IPABOOXPAHUTENLHBIC OPTaHbL:

- OPraHbl CTATHCTHKH,

- OIOPO KPEJUTHBIX HCTOPHIA;

- BOEHKOMATEI;

- OPra’el COUHATBHOTO CTPAXOBAHUS;

- IICHCHOHHKIE (POH/IBI,

- NOJpasIe/ICHUs MyHHUHIIATLHBIX OPTrasoB YIIPaBJICHHS.

8.3. lpyrue oprauuzaiuu (TpeThy JHLA).



Caenenns o paboTHHKE (B TOM YHCIIE YBOJEHHOM H3 JAHHBIX aAPXHBA) NPEIOCTABISIOTCS TPETHHM
JIMIaM Ha OCHOBAHMH ITUCBMEHHOIO 3as8BJICHUS caMoro paboTHUKA.

8.4. POICTBEHHUKH U WIEHBI ceMel.

Ilepconanbubie nanHbie PabOTHHKA IPEIOCTARISIOTCS POICTBEHHHKAM HITH YWICHAM €r0 CEMBH
TOJBKO ¢ IIMCBMEHHOIO paszpenieHus paboTHHKA.

9. 3BAHIUTA IIEPCOHAJIBHbBIX JAHHBIX PABOTHUKOB

9.1. B pamkax peannzauny DIyHKTOB HacTosmero [logoxenus o 3amure mepcoHatbHAIX JAHHBIX
pabOTHUKOB, JIUPEKTOP Y UpexkKICHHUS H3AaeT NTPHUKa3 0 Ha3HAYCHHH JIHIA, OTBETCTBEHHOTO 34
cobJroIeHne ropska padoThl ¢ HEPCOHANILHBIMU JaHHBIMU PaOOTHUKOB, HA KOTOPOM JIekKaT BCe
00S3aHHOCTH 110 00ECTICUCHHIO KOHQUACHIMATFHOCTH NOAYHCHHBIX JAHHBIX, 4 TAKKE Oprafu3aiuu
paboTHl C HUMHU.
9.2. Tlocrynaroiue 3anpockl OT TPETHUX JIMI HA IPEJOCTABICHHE IEPCOHATBHON HHpOpMAaIy o
paboTHMKE JOKHBI BUSHPOBATHCS KaHUesIprell Y UpesieHis ¢ pe3oonueit 0 BO3MOKHOCTH
OTBETa ¥ MOJHOTE TPeAOCTaBISEMOH HH(OPMAIIHH.
9.3. Ilepenaya nHQOPMALUH TPOUCXOIHT TOJILKO B ITUCBMEHHOM BHIE. 3alIpOC JODKEH OBITh
caenaH B MUCHMEHHOM BHJIE ¢ YKa3aHUEM BCEX PEKBU3UTOB JIMLA, 3allpallldBaloOILEro
naGopmanto. OTBeT HO/DKEH OBITh cenad Ha (UPMEHHOM ONaHKe YYpeKIeHUs U OTIpaBIeH
00 KyphepeKoi ciy:k0o0i, 1ud0 3aKa3HbIM HHCHMOM.
9.4. Bee mosryueHHbIE TEPCOHATBHBIE JAHHBIC JOJDKHBI XPAHHTECH B MECTE, UCKIFOUAFOLIEM
HECAaHKITMOHUPOBAHHBIX JOCTYII TPETHHX JIHIL.

10. OTBETCTBEHHOCTD 3A PA3STJIAIIEHUE HHOOPMAIIUH, CBSI3AHHOM C
HNEPCOHAJIBHBIMUA JAHHBIMHU PABOTHHKA

10.1. Jluna, npu3HAHHbIC BUHOBHBIMH B HApyIICHUH NoJoKeHUH HacTosmero [onoxenus o
3aUATe TIEPCOHATBHBIX JAaHHBIX PaOOTHHUKOM TIPHBIEKAOTCS K TUCIUITHHAPHOH,
AJAMHHUACTPATUBHOM, IPAKIAHCKO-IIPABOBOH H YrOJOBHOH OTBETCTBEHHOCTH, B IOPSLIKE
IPEAYCMOTPEHHOM 3aKOHOAATeNbCTBOM PO 1 10KanbHBIMM HOPMAaTHBHEIMA aKTaMH.



