YTBEPXJ/IEHO
['eHepanbHBIi JUPEKTOP

ITOJOKEHHE
00 00paloTKe M 3a1MTEe NEePCOHAJIBHBIX TaHHbIX pa0OTHUKOB

1. OBILHME TTOJIOXKEHHWA

1.1. Hacrosimiee IlonoxeHue ycTaHaBIHWBaeT TOPSAOK IIOJIYUYEHHUs, YyueTa,
00paboOTKH, HAKOIUIEHHUs W XpaHEHHsl JAOKYMEHTOB, COJIEPXKAIIUX CBeJIeHHs,
OTHECEHHble K IepPCOHAJIBHBIM AaHHBIM paboTHUKOB AQ «SImanbckass urnoreuHas
KoMmranus» (manee —Omneparop). Ilom paGoTHukamu noapazyMeBarOTCs JIMIIA,
3aKJIFOYMBIINE TPYA0BOH norosop ¢ OnepaTopoM.

1.2. Llenp Hacrosmero [lomokeHuss - 3amMTa MEPCOHANBHBIX JAHHBIX
paborHukoB Orneparopa OT HECAHKLUMOHUPOBAHHOIO [OCTYyNa W pasriallieHus.
[lepcoHanbHble JaHHble SIBISIIOTCS  KOH(MMIACHUMAILHOM, CTPOro OXpaHseMOH
uHdopmaimen. _

1.3. OcHoBanuem uisi  paspabotku Hactosimiero [lomoxkeHus sBisOTCS
Koncrutyuus Pocculickoii @enepauuu, Tpynosoi koaekc Poccuiickoit @enepaiu,
®enepansubiiizakon ot 27.07.2006 Ne 152-D3 «O nepcoHalbHLIX AaHHBIX», APYTHe
HOpPMaTHUBHbIE ITpaBoBble akThl Poccuiickoil @enepainu.

1:4. Hacrosiiee [losoxkenue uW U3MeHEHUsI K HEMY  YTBEPKIalOTCA
pykosoaurenem Orneparopa W BBOJsTCsS IpukasoMm. Bcece pabGornuku Omepatopa
JODKHBI OBITh 03HAKOMJIEHBI O] POCIHUCH ¢ AaHHBIM [lojokeHreM W U3MEHEHUSIMU
K HEMY.

2. fIOHSITHE N COCTAB INTEPCOHAJIbHBIX TAHHBIX

2.1. IlepcoHalbHBIMH JaHHBIMH siBJsieTcsl JoOask uHGOpMaLUS, TPSIMO WIH
KOCBEHHO OTHOCSILAsACA K CyOBeKTy MepCOHaJbHBIX JaHHBIX - ONpeJeeHHOMY HIIH
orpenenseMomMy (GU3MIeCKOMY JTHILY.

2.2. CocTtaB nepcoHalIbHBIX JaHHBIX pabOTHHKA:

- aHKeTa;

- aproOuorpadus;

- o0pa3oBaHue;

- CBEJICHHSI O TPY/IOBOM H O0LIEM CTaxe;

- CBEJICHHSsI O TIpelIbIAyIIeM MecTe paboThl;

- CBEJICHHUS O COCTaBe CeMbU;



- IaCNOPTHbIE JaHHbIE;
CBEJICHUS O BOMHCKOM Y4eTe;

CBEJIEHUA O 3apadOTHOM IJ1aTe COTPYAHHUKA;

CBEJIEHHUsI O COLIMAIBHBIX JIbIOTax;

- CHELHUAIbHOCTb;

- 3aHUMaemasi JOJKHOCTb;

- pa3mep 3apabOTHOM M1aThI;

- HaJIM4Me CyJIUMOCTEMH;

- aapec MecTa XKUTEe/bCTBA;

- IOMalIHUH TenedoH;

- coJlepKaHue TPyAOBOIO J10r0BOPa;

- cOJlepKaHue JeKiIapalii, [10/1aBaeMOi B HAJIONOBYIO MHCIIEKIIHIO;,

- IOJUIMHHUKU U KOIIUH IIPUKA30B I10 JUYHOMY COCTABY;

- JIMYHBIE JIeJ1a U TPYAOBbI€ KHUKKH COTPYAHUKOB;

- OCHOBAHHUs K NPUKa3aM M0 JIUYHOMY COCTaBY;

- Jerna, cojJepiKallde Marepualbl [0 I[OBBIUEHUIO KBAJIMPUKALMH H
[EPENOATrOTOBKE COTPYIHHUKOB, UX aTTECTALMH, CIIY)KeOHBIM paccliie/IOBaHUsM;
KOIIMH OTYETOB, HAIIPABIsAE€MbI€ B OPraHbl CTATUCTHKH;

KOMMU JOKYMEHTOB 00 00pa3oBaHUH;
pe3yJbTaThl MEAULIMHCKOrO 00CIIeI0BaHUS;

(Gororpaduu M HHBIE CBEJEHHMs, OTHOCSULIMECS K MEPCOHAJIBHBIM JAaHHBIM
paboTHHKa;

- PEKOMEH1allMM, XapaKTepHUCTHKH;

- IPHHAJUIEKHOCTD JIMIA K KOHKPETHOM HAllMM, STHUYECKOH IpyIIe, pace;

- IPUBBIYKH W YBJIEYEHHS, B TOM HUCJIE€ BPEJHbIC (AJIKOr0Jlb, HAPKOTHKH H JIp.);

- CeMEeHHOe 10J10JKeHHEe, HallMuue AeTel, pOJACTBEHHbIE CBSI3H;

- PEJIMTHO3HBIE U IOJUTHYECKHE YO AeHHs! (IPUHAJUISKHOCTh K PEIMTHO3HOM
KOH(EeCCHUH, WIEHCTBO B IOJIMTHYECKOW NapTHH, ydacTHe B OOIIECTBEHHBIX
00beIMHEHHUsX, B TOM YKciie B nipodcorose, U ap.);

- (UHAHCOBOE TIOJIOKEHHE (JIOXOJBI, JOJITM, BIAJEHHE HEIBHKUMBIM
UMYILECTBOM, JIeHEXKHble BKJIAJbI U JIp.);

- JISJIOBBIC M MHbBIE JIMYHBIE KA4YeCTBAa, KOTOPLIE HOCAT OLEHOYHBIN XapaKTep;

- IPOYME CBEJICHHUs], KOTOPbIE MOTYT UICHTU(UIIMPOBATH YeJIOBEKa.

M3 ykazaHHOro crnycka padoTonaTensb BIpaBe MOJy4aTh M UCIIOJIB30BATh TOJIBKO
T€ CBEJIEeHHUsA, KOTOpbIE€ XapaKTepU3ylOT TIpaKJIaHWHA KaK CTOPOHY TPYyAOBOIO
JIOrOBOpA.

2.3.  Jlanubple  QOKYMEHTBHl  SBIAIOTCS  KOH(QHUACHUHAIBHBIMH.  Pexum
KOHQUAEHUMAIBHOCTH  IEepCOHANBHBIX  JaHHBIX  CHUMAeTrcs B Cllydasx
00e3TMYUBAHUSA WM [10 HCTEYEHUH YCTAHOBJIEHHOTO 3aKOHOMAATENIBCTBOM CpOKa
XpaHeHHsl, eCJIM HHOE He OIpPe/IesIeHO 3aKOHOM.

3. OGA3AHHOCTHU PABOTO/JIATEJIA

3.1. B wmemsx oOecneyeHuss npaBs M cBOOOJ HeloOBeKa M TIpaxkJaaHWHA
paborojaresb W €ro IMpeiAcTaBUTENM IpH 00paboTKe MNepcOHAIbHBIX MIaHHBIX

e




pabOTHHKA 00s3aHbl COOMK0AATE CAeAyOIHe 001He TpeOOBaHUS:

3.1.1, O6paboTKa MepcoHaNbHLIX IaHHBIX Pa0OTHMKA MOXET OCYIIECTBIISTHCA
HCKJTIOYHTEJIBHO B Lie/IgX obecrnedeHus cOOMIOIEHHs 3aKOHOB H HHBIX HOPMATHBHbBIX
[PABOBBIX AaKTOB, COXeicTBHA pabOTHMKAM B TPYAOYCTPOHCTBE, OOy4eHHH WU
MPOABMIKEHMM 110 ciyx0e, obecrieueHus IM4HOH Oe3omacHocTH pabOTHHKOB,
KOHTPOJIsA KOJIMYECTBA ¥ KadecTBAa BBINOJHAEMOH paboThl U obecrevueHus
COXPaHHOCTH MMYILIECTBA.

3.1.2. TIlpu onpeneneHun obbeMa MW coaepaHus 0OpabaTbIBaeMBbIX
MepCOHANBHBIX JAHHBIX pabOTHHKa padoTomaTenh HODKeH pPyKOBOJACTBOBATHLCH
Koncrutyumeit Poccuiickoit ®@enepauun, TpynoseiM Koaekcom Poccuiickoi
denepanuy B UHLIMU (pe/lepaabHBIMH 3aKOHAMHU.

3.1.3. Bee nepcoHanbHble AaHHbIE PaDOTHHKA CIIEAYET MOJIy4aTh Y HEro caMoro.
Ecam mepcoHanbHble JlaHHbIE pabOTHHKA BO3MOKHO IOJYYHTB TOJIBKO Y TPEThbEH
CTOPOHBI, TO PA0OTHHK JIOJDKEH OBITh YBEIOMIIEH 00 9TOM 3apaHee U OT Hero J0IKHO
OBITH MONYYEHO MUCbMEHHOe cornacke. PaGoTonaTens 10KeH COOOUTh pAOOTHHKY
O LeNsAX, TNpearnojaraeMbIX HCTOYHHKAX M Crocodax IOJIy4eHHsS IepCOHAbHbBIX
JAHHBIX, @ TAK)Ke O XapakTepe MOIJIeKallUX MOJYyYEHHIO TIEPCOHAbHBIX NaHHBIX U
[0C/IeICTBUAX OTKa3a padOTHHUKA AaTh IMCEMEHHOE COrjlacue Ha UX MOTy4YeHHe.

3.1.4. PaGoronaresb He UMEET TIpaBa Mojay4yaTh U 00pabaTeIBaTh NEePCOHAbHbBIE
naHHble PabOTHHKA O €ro IMOJUTHYECKHX, PEUTHO3HBIX M HHBIX YOexIeHHAX W
4aCTHOM KHM3HH. B ciiyuasx, HEMOCPEACTBEHHO CBA3AHHBLIX C BOIPOCAMH TPYIOBBIX
oTHOLIeHui, B coorBercTBUU cocT. 24 Koncrtutyuuu Poccuiickoii denepauuu
paboTojaresb BIOpaBe TMolydaTh M o00pabaTeiBaTh JAHHBIE O YacTHOM IKH3HU
pabOTHHKA TOJBKO C €r0 NUCbMEHHOIO COrJIacusl.

3.1.5. Paboroparens He MMeEET NpaBa Mmoiy4yarb U 00padaTbiBaTh NEPCOHANbHBIC
JaHHble Pa0OTHMKA O €ro 4WiIeHCTBE B OOIIECTBEHHBIX OOBEIMHEHHUSIX HIH €ro
Mpo)COIO3HON  NIEeATENBHOCTH, 3a MCK/IIOYEHHEM CllydaeB, IMpelyCMOTPEHHBIX
dbenepanbHbIM 3aKOHOM.

3.1.6. Ilpu NpHHATHH peLIeHHH, 3aTParuBalOLIMX WHTepechl paboTHHKA,
paboTojarelb He UMeeT [IPaBa OCHOBBIBATHCS HA MEPCOHAIBHBIX JIAHHBIX PAOOTHHKA,
MOJIy4EHHBIX HCKIIOYMTENIBHO B pe3ysibTaTeé MX aBTOMAaTU3MPOBAHHOH 00paboTKu
HIIA 2JIEKTPOHHOTO MTOTYYEeHHUS . _

3.1.7. 3ammMTa NEpPCOHAJIBHBIX JIAaHHBIX Pa0OTHUKA OT HENPaBOMEPHOro HX
MCITOJL30BAHUS HIIM YTPaThl JOJKHA ObITh obecrieyeHa paboTonaTesIeM 3a CYET €ro
CpEJICTB B [OPsi/IKE, YCTAHOBIEHHOM (eiepalbHBIM 3aKOHOM.

3.1.8. PaboTHUKM M MX MPEACTABUTENHM IOJDKHBI OBITH O3HAKOMIIEHBI I10J
pocnuch ¢ gokymentamu Oneparopa, yCTaHABIMBAIOIIMMU IOPAAOK 00paboTKH
[1epCOHAIBHBIX JIAHHBIX paOOTHHKOB, a TakXkKe 00 MX NnpaBax M 00A3aHHOCTSX B 3TOH
obnacTH.

3.1.9. PaGoTHUKHK HEe JOJIKHBI OTKa3blBaTbCs OT CBOMX IIpaB HA COXpPaHEHHE W
3alUUTY TalHBIL.

4. OBA3AHHOCTHU PABOTHHUKA

PaboTHHK 00s13aH:




4.1. [IlepenaBats paborozaremo WIH €ro IMPEICTABUTENIO0 KOMIUIEKC
JI0OCTOBEPHBIX JIOKYMEHTHPOBAHHBIX [1€PCOHAJBHBIX JaHHBIX, MepeyeHb KOTOPBIX
ycraHoBlleH TpyaoBeiMm koaexcoMm Poccuiickoii @enepanmu.

4.2. CBOoeBpeMEeHHO B Pa3yMHBIM CPOK, HE NMPEBHILIAIONIMN 5 JHeH, coobmarh
padoTonaTento 00 U3MEHEHHH CBOMX IePCOHANIBHBIX JAHHBIX.

5. [IPABA PABOTHHUKA

PaboTHuK uMeeT npaso:

5.1. Ha nonHyro MH(OpMaL{io 0 CBOMX NMEPCOHANBHBIX JMAaHHBIX H 00paboTke
3THX JAHHBIX.

5.2. Ha cBobOonHblli OecruiaTHBIH JOCTYHD K CBOMM NEPCOHAIBHBIM IaHHBIM,
BKJIIOYas [IPAaBO Ha IIOJIyYeHHe KONHH 1000 3amucH, colepskalleld nepcoHalbHbIe
JlaHHBIE  COTPYAHHMKa, 33  MCKJIIOYEHWEeM  ciydaeB,  IpeJlyCMOTPEHHBIX
3aKoHoJarenbeTBOM Poccuiickoi @enepanuu.

5.3. TpeGoBaTb HCKIIOYEHHS HJIM HCIPABICHUS HEBEPHBIX MM HEMOJIHBIX
MEepCOHAaIbHBIX JaHHBIX, @ TaKkKe [aHHbIX, OOpabdOTaHHBIX C HapylIeHHUEM
TpeOOBaHMii, ONpeleNeHHBIX TPYAOBBIM  3aKoHoaarenbcTBOM. [lpu  oTkasze
paboroaarenss UCKIIOYUTL HJIM MCIPABUTH NEPCOHAJBHBIE JAaHHbIE COTPYIHHUKA OH
MMeeT IIpaBO 3asBUTh B IIHCbMEHHOH (opMe paboToaaTesio 0 CBOEM HECOINIaCHH C
COOTBETCTBYIOIIMM OOOCHOBaHHWEM TakKoro Hecorjacus. llepcoHanbHbIE JIaHHBIE
OLIEHOYHOI'0 XapakTepa COTPYJHMK HMMeeT MpaBO JOMOJHHUTEH 3asiBIEHHUEM,
BBIPA’KAIOIIMM €ro COOCTBEHHYIO TOUKY 3PEHHSI.

5.4. TpeboBaTte M3BeuieHUs: paboTojaarenaeM BceX JIMIl, KOTOPBIM paHee ObLIH
COOOIIEHBI HEBEPHBIE UIIH HEIOJIHbIE NIEPCOHANIbHBIC JaHHbIe COTPYAHHKA, 000 Bcex
[POU3BEACHHBIX B HUX UCKIIIOYEHHSX, UCITPABIICHUSX UIIH TOTOJHEHHUSIX.

5.5. OGxanoBaTe B CyJ JIIOOble HENpaBOMEpHble AeicTBUS Wiu Oe3neiicTBHe
paboTonarens npu oOpaboTKe U 3alIUTe €ro NePCOHATBHBIX TaHHbIX.

5.6. OmpeznensTb CBOMX IIpeACTaBUTENEH IS 3alIMThl CBOMUX IEpPCOHABHBIX
JITAHHBIX.

6. CbOP, ObPABOTKA U XPAHEHME ITEPCOHAJIbHBIX JIAHHBIX

6.1. OOpaboTka NepcOHaNBbHBIX JaHHBIX paboTHHMKA - J0boe JeiicTBUE
(omepalusi) WM  COBOKYIHOCTh JIGHCTBMH  (omeparuii), COBepIIAeMbIX C
MCTIOIh30BaHUEM CPEJICTB aBTOMATHU3alUK UM 0e3 MCIOJIb30BaHMs TaAKHUX CPEJCTB C
MIEpCOHAJILHBIMU JaHHBIMH, BKJIIOYasi cOOp, 3amuch, CUCTEMAaTH3aLNIO, HAKOTIEHHUE,
XpaHeHHe, yTO4uyHeHUe (OOHOBIIEHHEe, W3MEHEHHEe), M3BJIeYeHHe, HCII0JIb30BaHUe,
nepefady  (paclnpocTpaHeHHe, TpeNoCTaBlIeHHe, JOCTyI), o0e3InYyuBaHue,
OnokMpoBaHMe, ylajleH’e, yHUUTOKEeHUE MePCOHATBHBIX IaHHBIX pabOTHHKA.

6.2. Bce nepcoHanbHble JaHHble pa0OTHUKA CIIEYET IOJIy4arh Y HEro camoro.
Ecnu nepconanbhbie naHHble paOOTHHKA BO3MOMHO IOJIYYHTH TOJIBKO Y TpeThei
CTOPOHBI, TO PaOOTHHK JOJKEH OBITh YBEJJOMJIEH 00 3TOM 3apaHee ¥ OT HEro JI0JKHO
OBITh MOJYYEHO TMCbMEHHOE COTJIacHE.

6.3. Paboronatenb AOKEH COOOIIUTH pabOTHUKY O LEJsX, MpenojaraeMbixX



HCTOYHMKAX U Crloco0ax MOIy4HeHHs MEepPCOHANIbHBIX JaHHBIX, a TAK)Ke O XapaKTepe
NoJJIeKalllMX TIOJIyYeHHUIO TMEepCOHANbHBIX [JaHHBIX M TIOCHEACTBUSAX OTKasza
pabOTHHKA aTh MMCbMEHHOE COTJIacHe Ha UX MOJIy4YeHHe.

6.4. PaboTHuk mnpencrtaBaseT padoTonaTen0 JOCTOBEpPHBIE CBeJEHUSI O cede.
Paboromarens  npoBepseT  JOCTOBEPHOCTb  CBEJIGHMH,  cBepsAs  JaHHbIe,
NpeAcTaBlIeHHbIe pabDOTHHUKOM, C MMEIOIIMMHUCS Y paOOoTHMKA JOKYMEHTaMHU.
[IpencraBnenre pabOTHHKOM IIOUIOKHBIX JOKYMEHTOB MJIH JIOXKHBIX CBEIEHUH IIpH
MOCTyIUIEHMM Ha paboTy sBASETCs OCHOBaHWEM Ul PacTOpP)KEHHs TPYIOBOIO
J0roBOpa.

6.5. Ilpu nocrymienur Ha paboTy pabOTHUK 3amnojHsAeT aHKeTy H
aBToOHorpaguro.

6.5.1. Aukera mnpejacrtasiser coOOH mnepedeHb BOIMPOCOB O IE€PCOHATBHBIX
JaHHBIX pabOTHHKA.

6.5.2. Aukera 3amosiHseTcs pabOTHHUKOM CaMOCTOSTeNbHO. [Ipu 3amonHeHuH
aHKeThbl pabOTHHUK JI0JDKEH 3aloJIHATh Bee ee rpadbl, Ha BCe BOMPOCH! JaBaTh MOJIHbIE
OTBETbl, HE JOMYyCKaTb MCIpPAaBIEHUH WM 3a4€pKUBAHUN, NPOUYEPKOB, NOMAPOK B
CTPOTOM COOTBETCTBHHM C 3allMCSMHM, KOTOpbIE COJEPXKAaTcsl B €ro JMYHBIX
JOKYMEHTax.

6.53. AsroOuorpadus -  OOKYMEHT, COJIEpJKallliii  ONHWCAaHHE B
XPOHOJIOTHYECKON MOCJIEe10BaTeIbHOCTH OCHOBHBIX JTAallOB YKHU3HH M JI€ATENbHOCTH
IPUHUMAaeMOoro paboTHHKA.

- 6.5.4. ABrobuorpa(us coCTaBIseTCs B IIPOU3BOJILHON (opMme, Oe3 rnomMapox u
HCIIpaBIIeHUN.

6.6. Ankera 1 aBroOHorpadusi pabOTHHKA JOJDKHBI XPAHUTHCS B JIMYHOM JIEjIe
paboTtHMka. B Jm4HOM Jene Takke XpaHSTCS  CIEAYIOIIME  JOKYMEHTBI
IIEPCOHANIBHOIO yueTa, OTHOCSIIMECS K ePCOHAIbHBIM JaHHBIM pabOTHHKA!

- [AaCIOPT WJIM UHOHU JIOKYMEHT, Y0CTOBEPAIOLLIHI JUUYHOCTB;

- JIOKyMeHTbl 00 00pa3oBaHWH, KBaMUGUKALHUKA MK HAJIMYHMH CIEHaJbHBIX
3HAHUH;

- KOIIMSICTPAaXOBOI'O  CBHUJETENIBCTBA  TOCYAApCTBEHHOTO  MEHCHOHHOTO
CTpaxXxOBaHHUS;

- JOKyMEHTBI BOMHCKOI'0 y4eTa JJisi BOeHHOOOsI3aHHBIX JIMII;

- KOIUSACBHUJIETENILCTBA O IOCTAHOBKE HA HAJOTOBBIN yUeT (hU3MUeCKOro JIUIIA;

- 3asiBJICHUE O NpuemMe Ha padory;

- CIpaBKH O pe3ylbraTax MEIUMLUMHCKOro ocmoTpa (oOcienoBaHust) (eciu
Tpedyercs);

- KOIMM JIOKYMEHTOB, IIOATBEPXKIAIOLIMX MpaBo pabOTHMKA Ha HAJIOrOBBIE
BBIYETHI, HAIIPUMEP CBUJIETEIILCTBO O POKICHUH pebeHKa;

- KOIMH JOKYMEHTOB OO0 YCTaHOBIECHHM WHBAIHIHOCTH M OTrpaHHYCHHH
CIIOCOOHOCTH K TPY/I0BOH JIeSITeIbHOCTH;

- OK3eMIUIApbl TPYJOBOrO JOroBOpa M COIVIALIEHHH K Hemy 00 H3MeHEeHHWH
YCIIOBUH TPYIOBBIX OTHOIIEHUH;

- KOIIMHU NIPUKA30B O MIpHeMe Ha padory, nepeBojie, MOOUIPeHHH, MPUMEHEHUH H
CHSTHHM JIMCUMIUIMHAPHBIX B3bICKAaHUN Ha paboOTy M WHBIX NPUKA30B, KACAIOIIMXCS
paboTHHKA;




- TOJDKHOCTHAs! HHCTPYKIIHSA;

- HK3EMIUIAP JI0r0BOpa O MOIHOH MarepHalbHOM OTBETCTBEHHOCTH (B ciyudae,
eci pabOTHHK ABJISETCS MATEPHATBHO-OTBETCTBEHHBIM JIMIIOM);

- cornalieHde o Hepasriamenun uHdoOpManuu (A pabOTHMKOB, MMEHOLINX
JI0CTYII K TaKOH HHGOPMALIHH);

- MaTepuasbl aTTeCTalluH;

- JIOKYMEHTBbI, MOJTBEpP)KJIAIOIINEe aHKETHbIE JaHHbIe (CBUICTEIBCTBO O
3aK/I0YEHHN WJIH PACTOPKEHUH Opaka, epeMeHe HMEHH U TIp.);

6.7. Ecau pabOTHHK NPUHMMAETCs IO COBMECTHTENLCTBY 'Ha TSDKEIYIO,
BpeIHYIO, ONACHYI0 paboTy Hix paboTy, CBS3aHHYIO C yNPaBIEHHEM TPAHCIOPTHBIM
CPeICTBOM, AOMOJHHUTENIBHO B JIMYHOE JEJNO NOMEIIAETCs CIpaBKa O XapaKIepe H
YCIIOBUSIX TPY/A [0 OCHOBHOMY MECTY pabOTBL.

6.8. K nnusHomy jeny mpuiaraetcst LBerHas —QoTorpadus paboTHHKA
YCTAHOBIIEHHOTO pasMepa. |

6.9. Jluunoe neno pabotHuKa odopMiIeTCs MOCie U3/laHus NpHKasa o IpHeMe
Ha padory.

6.10. Bce MOKYMEHTBI JMYHOrO Jeia IOJIMBAIOTCS B OOIOKKY obpazua,
YCTAHOBJIGHHOTO B opraHm3auud. Ha Helf ykasbiBaroTcs (aMHIMs, MMsl, OT4ECTBO
paboTHHKA, HOMEp JIMYHOTO JIeJa.

6.11. Bce MOKYMEHTHI, MOCTYNAWOLl{Me B JIMYHOE JE€JI0, pacrionaralorcs B
XPOHOJIOTHYECKOM Mopsiike. JIMCThI JOKYMEHTOB, MOMIMTBIX B JIMYHOE €O,
HYMEpYIOTCH.

6.12. Jluunoe Jeio BeAeTcs Ha IMPOTSHKEHHU BCeH TPYAOBOH [CSTENbHOCTH
paGoTHuKa. 3MeHeHHUs, BHOCHMBIE B JIMYHOE JIEJIO, JOJIKHBI OBITH TOATBEPK/ICHbI
COOTBETCTBYIOILIMMH JOKYMEHTAMH.

Benenue JIMUHOTO JieJ1a IpeyCMaTpPUBaLT:

- BeJIeHHe 3allMcell B COOTBETCTBYIOUIMX pa3zeax JUYHOro Jea;

- TOMeIIIeHUE JIOKYMEHTOB, MOJUIeKALUX XPAHEHHIO B COCTaBe JIMYHBIX NCJI;

- U3BSITUE JIOKYMEHTOB, HAaJ0OHOCTL B KOTOPBIX MHHOBAJIA,

- IepHOMYECKYIO IIPOBEPKY COCTOAHMS JINYHOTO /1ej1a Ha NPEMET COXPaHHOCTH
BKJIIOYEHHBIX B HETO JIOKYMEHTOB.

6.13. JluuHble Hena, KapTOTeKH, Y4YETHBIE JKypHalbl W WHBIE IOKYMCHTBHI,
cojepKallhe TMepcOHaNbHble NaHHBe PabOTHMKOB, XPAHSATCA B 3aMMPAIOIMXCS
mkadax (cefiax), obecrneunBaroIKUX 3al|Ty OT HECAaHKIMOHUPOBAHHOIO JOCTYIIA.

6.14. Yyer u xpaHeHHe TPYJAOBBIX KHHKEK OCYILIECTBJISICTCS B COOTBETCTBHH C
[IpaBunamu BeJEHMS M XPaHEHHS TPYIOBBIX KHIKEK, H3TOTOBICHHS OJ1aHKOB
TPYIOBBIX KHMKEK W obecriedeHuss WMH paborozjareneH, yTBEPXKACHHBIMU
[TocranoBnenueM I IpaButenscrBa Poccuiickoi denepanuu ot 16.04.2003 Ne 225 «O
TPY/IOBBIX KHHIKKaxX». TPyJNOBble KHWKKH PAOOTHHKOB XPaHATCH B 3aITHPAIOLIMXCA
mkadax (cefipax) OTAENBHO OT JIMYHBIX AeJ.

7. IIEPEJTIAYA TTEPCOHAJIbHBIX JAHHBIX

7.1. Tlpu mepejave NepcOHANBHBIX NAaHHBIX paboTHHKA paboTojaTellh JOJDKEH
cOOIIIOATE ClieyIomue TpeOoBaHus:




- He cooblATh NepcoHANbHBIE NaHHble PAbOTHHKA TpeThel cropone Oe3
MMCHMEHHOIo corjacus pabOOTHHKa, 3a MCKIIOYEHHEM Clly4aeB, Koraa O9To
HeOOXOAMMO B LIeJIAX MpelyNpekIeHus yrpo3bl JKH3HH M 3[0pOBbI0 paboTHHKE, a
TaKKe B CJIydasiX, yCTaHOBJIEHHBIX (DeZlepabHbIM 3aKOHOM;

- He cOo00IIATh MepCOHaNbHbIE JaHHbIE pA0OTHHKA B KOMMEpPUECKHX Lielsx 0e3
€ro IMUCbMEHHOTI'0 COTJIaCHs,

- MpefyNpeuTh JIKL, MOIYYalOLUIMX NepCOHAbHbIE JaHHble PAOOTHHKA, O TOM,
YTO 3THM JAHHBIE MOTrYT OBITH HCIIO/B30BaHBl IHIIL B LEJIAX, /Ui KOTOPBIX OHH
cooOlieHsl, ¥ TpeboBarh OT 3THX JHUIl MOATBEPIKAEHHSA TOro, YTO 3TO IPABUIO
cobmoaeno. Jluma, mojy4aioluide [epcoHanbHble JaHHble pPabOTHHKA, O0A3aHbI
cobmonark KOH(GHUIEHIHATbHOCTL. J(aHHOE IIOJIOJKEHHE HE PacHpoCTpaHseTCs Ha
0OMEH T[epCOHAIBHBIMU JaHHBIMH paOOTHHUKOB B TIOPsIKE, YCTaHOBJCHHOM
(henepanbHBIMU 3aKOHAMH; |

- pa3pelaTh JOCTYII K ePCOHATBHBIM JJAHHBIM PabOTHUKOB TOJIBKO CIICIIHAIIBHO
VIIOJIHOMOUYEHHBIM JIMLIAM, [IPM 3TOM YKa3aHHbIe JIMLA [JO/DKHBI HMETh I1paBO
MoJIy4aTh TOJBLKO Te IEPCOHANIbHBIE JaHHbIE PabOTHHKA, KOTOpPble HEOOXOAUMBI IS
BBITTOJTHEHHS! KOHKPETHBIX (PYHKIIHH;

- He 3ampaliMBaTh HHGOPMAIMIO O COCTOSHHM 370pOBbs pabOTHHKA, 3a
HCKIIIOYEHHEM TeX CBEJIeHHH, KOTOphIE OTHOCSTCS K BOIPOCY O BO3MOXHOCTH
BBINIOJIHEHUS] paDOTHUKOM TPYJ10BOH (PyHKLINY;

- mepeaaBaTh epCOHAbHbBIE IaHHbIe padOTHHKA NPEICTaBUTEISIM PADOTHUKOB B
nopsijike, ycraHoBieHHOM TpynoBeiM kozekcom Poccuiickoit ®Penepauuu, Hu
OrpaHHYMBAThL 3Ty HH(OOPMALHMIO TOJIBKO TEMH I[EPCOHAIBHBIMU  JaHHLIMH
paboTHHKA, KOTOPBIE HEOOXOAUMBI 71 BBIIIOJHEHMS YKa3aHHBIMU MPe/ICTaBUTE/ISIMH
X (QyHKLIHH.

8. IOCTVII K ITEPCOHAJIbHBIM JJAHHBIM PABOTHHMKA

8.1. BuyTpeHHH# 10CTyI (1OCTYI BHYTPH OpPraHM3aliH).
[IpaBo gocTyma K MepcoHalIbHbIM JaHHBIM COTPYAHHKA HMEIOT!
- reHepalibHbIi qupexkTop ObuiecTsa;
- IO, OTBETCTBEHHOE 3a KaJpoBOe JeNI0Npon3BoAcTBO B O0I1IECTBE;
-IJIaBHBIN OyXraurep - Uisl BBIITOJTHEHHUS] KOHKPETHBIX (yHKIIHM;
- caM pabOTHHK, HOCHTENb AaHHbIX.
8.2. BHemHui AOCTYIL.
[lepconanbHble JaHHblE BHE OpraHW3allMd MOTYT TIPEACTaBIATBCH B
rocyIapCTBeHHBIC U HErocyAapCTBEHHBIE CTPYKTYPbI:
- HaJIOTOBBIE MHCIIEKIHH;
- IPaBOOXPaHUTENIbHbIEC OPraHbl;
- OpraHbl CTAaTUCTHKH;
CTpaxoBbI€ areHTCTBA,
BOEHKOMaThI;
OpraHbl COIMAIbHOIO CTPAaXOBaHUS,
MEHCUOHHBIE (POHJIbI;
- oJIpa3ieIeH|sl MyHULUIIAIbHBIX OPraHOB YIPaBICHMS.




8.3. Jlpyrue opranusanuu.

Caezienusi 0 pabOTHHKE (B TOM YHCIIE YBOJIEHHOM) MOTYT OBITh IPEA0CTABIIEHBI
JIpYroM OpraHu3allid TOJBKO C IMMCBMEHHOIO 3alpoca Ha OJlaHKe OpraHu3aluM
MPUJIOKEHUEM KOITHH 3asiBIIeHUs pabOTHUKA.

8.4. PoICTBEHHUKU U YJIEHBI CEMEN.

[lepcoHanbHble  OaHHBIe  pabOTHMKA  MOrYT  OBITb  IIPEAOCTaBIIEHBI
DOJCTBEHHUKAM WJIM YJ€HaM ero CeMbH TOJIBKO C IMCbMEHHOIO pa3pelleHus caMmoro
pabOTHHKA.

9. BAILIMTA TTEPCOHAJIbHBIX TAHHbBIX PABOTHHMKOB

9.1. B uensx oOecriedeHuss COXPAHHOCTH W  KOH(HACHUHAIBHOCTH
MepCOHABHBIX JaHHBIX pPaOOTHHUKOB OPraHU3allMd BCE OINEpaluy M0 0(OPMIEHHIO,
(hOpMHPOBAHHUIO, BEJICHUIO M XPAHEHHIO JaHHON MH(OPMALMHU JOJIKHBI BBIIIOJIHATHCS
TOTBKO pabOTHHUKAMHU OTIeda KaJApoB WM WHBIMHM JIMLAMH, OCYILIECTBIISIOIIUMHU
TaHHYI0 paboTy B COOTBETCTBMHM CO CBOMMH CIIy>)K€OHBIMH OOs3aHHOCTSAMH,
3a(UKCHPOBAHHBIMU B MX JIOJDKHOCTHBIX HHCTPYKLHUSX.

9.2. OTBeThl Ha MUCbMEHHBIE 3ANPOCHI APYTHMX OpPraHU3alUi U YYpexKIeHWH B
npefenaX MX KOMIETEHIMM M MPEJOCTaBJIEHHBIX IIOJHOMOYME  JaioTes B
MUCBMEHHOHN (opMe Ha OJiaHKe OpraHHu3alli U B TOM 00beMe, KOTOPBIi O3BOJISIeT
HE pasriialarh U3JIHIIHUN 00beM NepCOHANIBHBIX CBEACHUH 0 pabOTHHKAX.

9.3. Ilepenavya uHdopMaLMu, coaepikanieil CBeIeHHsI 0 NepCOHAIbHBIX JaHHBIX
paOOTHUKOB OpraHu3auuu, 1o TenedoHy, Qakcy, 3JEeKTPOHHOH roure 0e3
MHCBMEHHOIO Corjacus padOTHHUKA 3alpelaeTcs.

9.4. Oneparop obecrneunBaer 0Oe30MacHOE XpaHEHHE IEPCOHAIBHBIX JaHHBIX
pabOTHHUKOB, B TOM YHUCJIE:

9.4.1. XpaHeHue, KOMIUIEKTOBaHHME, Y4Ye€T M MCIIOJb30BaHHE COHEPIKALIHUX
nepcoHaNbHbIe JJaHHbIe JIOKYMEHTOB Opranusyercs B opme 000co0IeHHOro apxusa
OpraHM3alHH.

9.4.2. XpaHeHHe MEPCOHAIBHBIX JIAHHBIX JOJHKHO OCYLUECTBISITHCS B (hopme,
MO3BOJISIIOLLIEH ONpeeIuTh CyOBbeKTa IEPCOHAIbHbIX JaHHbIX, HE JOJIbLIE, YEM ITOI'0
TpedytoT e oO0pabOTKM IEepPCOHAIBHBIX JAHHBIX, €CIM CPOK XpaHEeHH:
MEepCOHAJIBHBIX JIAHHBIX HE YCTaHOBJIEH (QefepallbHbIM 3aKOHOM, JOTOBOPOM,
CTOPOHOH KOTOPOro, BHIrojoNnpuoOperaTesieM WM IOPYYUTEIEeM [0 KOTOPOMY
sBIsieTCsl CyOBEKT TIepcoHaNbHBIX JaHHBIX. (OOpabaTeiBaemble TNepCOHATLHBIE
JaHHbIE TOIEKAT YHHYTOKEHHUIO JMO0 O0E3JIMUMBAHUIO IO JIOCTHKEHUH lelel
00paboTKM WM B cllydae YTpaTbl HEOOXOAUMOCTHA B JOCTHIKEHUH DTHUX LieJIel, eciu
MHOE He TPeyCMOTPEeHO (eiepaIbHBIM 3aKOHOM.

9.43. XpaHumble @epcOHAJbHbIE  JaHHbBIE  MOJJIEKAT  3allUTe  OT
HECAHKLIMOHMPOBAHHOIO [OCTylla M KONMpOBaHUs. be3omacHOCTb nepcoHanbHBIX
JaHHBIX TIPU HMX XpaHEHWH O0ecredyMmBaeTcss C IIOMOIIBI0 CHCTEMBI 3alllUTBI
[EePCOHAbHBIX JIaHHBIX, BKIIOYAIOLIEH OpraHU3allMOHHbIE MEpPbl U CPe/ICTBA 3alHUTh
uHpopmaruu. TexHu4YecKkue W IpOrpaMMHBIE CpelCTBa JOJDKHBI yIOBIETBOPATH
yCTaHaBIHWBaeMbIM B COOTBETCTBHH C 3aKoHoHaresbCcTBOM Pocculickoli ®enepaunu
TpeOOBaHUAM, 00ECIIeUHBAIOIIUM 3aLUTY HHPOPMAIIUH.




9.4.4. IIpu XxpaHeHHH NePCOHAIBHBIX TaHHBIX OpraHu3amus obecrneYyrBaer:

a) TMpOBeleHHe  MEPONpPHSATHH, HamnpaBleHHbIX Ha  IpeJOTBpalleHHe
HECaHKIIHOHHPOBAHHOTO JIOCTYNa K MePCOHANbLHBIM JaHHBIM M (WIH) Mepeaayd Hx
JMLaM, He MMEIOLIHMM MIpaBa A0CTyIa K TakoH HH(popMaLuu;

0) cBoeBpeMeHHOe OOHapykeHHe (DaKTOB HECAaHKIIMOHUPOBAHHOIO IOCTYIA K
ePCOHANIBHBIM JaHHBIM;

B) HEIOMyIIEHHEe BO3NAEHCTBUS Ha TeXHUYECKHe CcpejacTBa 0OpaboTKH
MePCOHANBHBIX JAaHHBIX WM Ha OyMmakHble JOKYMEHTBI, B pe3yJbTaTe KOTOPOTO
MOJKET OBITh HapylIeHO UX (QYHKIHOHHPOBAHHUE,;

I') BO3MOXHOCTh He3aMeIIHTeIbHOI0 BOCCTAHOBIIEHHS TIEPCOHANIBHBIX JIAHHBIX,
MOJM(DULMPOBAHHBIX MM YHHYTOXKEHHBIX BCJIEACTBHE HECAHKLMOHUPOBAHHOIO
10CTyIa K HUAM;

1) TIOCTOSHHBIH KOHTPOJIb 3a OOEeCHeYeHHeM YpPOBHS  3alUUILEHHOCTH
ePCOHAIBHBIX JaHHBIX. ‘

9.5. IlepcoHanbHble gaHHBIE paOOTHUKOB MOTYT TakKXe XpaHHTbCS B
371€KTPOHHOM BH/I€ B JIOKQJILHOH KOMITBIOTEPHOH CeTH. [lepcoHanbHble KOMIBIOTEPHI,
B KOTOPBIX COJEp)KaTcsli I[IepCOHalbHBIE MHaHHBIC, JO/DKHBI OBITH 3aIMINEHBI
NaposIsIMHM JAOCTYIIA.

10. OTBETCTBEHHOCTb 3A PA3INIAIIEHHME MH®OPMALIMH,
CBJI3AHHOM C I[TEPCOHAJIbHBIMHU JIAHHBIMUW PAEOTHUKA

10.1. Jluua, BHHOBHBIE B HapylUIEHHH IOJOXEHWH 3aKoHOmaTrenbcTBa PP B
00J1aCTH MEPCOHANBHBIX NaHHBIX NPH 006paboTKe MePCOHABHBIX JaHHEIX PAaGOTHHKA,
[IPUBJICKAIOTCA K JTUCUUIUTHHAPHOW M MaTepHaJIbHON OTBETCTBEHHOCTH B IOPSIIKE,
yCTaHOBJI€HHOM TpynoBeiM koaekcoM P® u uHbIMH (elepaibHBIMM 3aKOHAMH, a
TaK’Ke MPUBJIEKAIOTCS K aIMUHHUCTPATUBHOM, I'Pa)k1aHCKO-IIPaBOBOM MJIH YrOJOBHOMN
OTBETCTBEHHOCTH B MOPsIJIKE, YCTAHOBICHHOM (hellepalibHBIMH 3aKOHAMHU.

10.2. MopanbHblii Bpea, IpUYMHEHHBIH paGOTHHUKY BCIIEACTBHE HAPYLIEHHs €ro
npaB, HapylieHHs TNpaBul 00pabOTKM TNEepCOHANBHBIX JAaHHBIX, a TaKkKe
HecoOmoeHHs TpeOOBaHUM K 3alllUTe NEepPCOHANBHBIX NaHHBIX, YCTAHOBIEHHBIX
®enepanbHpiM 3akoHOM 0T 27.07.2006 N 152-®3, nojuiekuT BO3MELIEHHIO B
COOTBETCTBHM € 3aKoHoxarelbcTBOM P®. BosmelieHue wmopanbsHOro Bpeja
OCYLISCTBIICTCS  HE3aBUCHMMO OT BO3MEUIEHHMs HMYIIECTBEHHOTO Bpexa |
[IOHECEHHBIX pa0OTHUKOM yOBITKOB.




