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IHOJIO’)KEHHUE
0 3aIllMTe NePCOHAILHBIX JAHHBIX PAa0OTHHKOB
rocy1apcTBEHHOr0 OI0I’KETHOIO YUPeKIeHHS KYJIbTYPbI
Baagumupcekoii o61acTu
«IleHTp KJIaccHYeCKOH MY3bIKHY

1. OBIIME NMOJIOKEHU S

[Tonoxxenue o 3ammre nepcoHanbHbIX AaHHBIX paboTHUKOB [ BYK «llenTp
KJlaccU4ecKor My3bIKu» (nanee [lomoxxenne) pa3paboTaHO B COOTBETCTBHUU
¢ Koncrurynueit PO, TpynoBeiM koaexkcoM PO, DenepanbHBIM 3aKOHOM OT
27.07.2006 1. Ne 152-®3 «O mnepcoHaIbHBIX MOaHHBIX» W HMHBIMU
HOpPMaTHUBHO-IIPaBOBBIMU akTaMu Poccutickoit eneparuy.

Hacrosmum IlonoxenuneM onpefensercs MOpsAI0K MoJydeHus, 00paboTKH,
UCIIOJIb30BaHUs, XpaHEHUs U IepeJayd CBEIeHUM, COCTaBISIOIINX
IepcoHabHblE JaHHble pPAOOTHUKOB B COOTBETCTBHH C TPYAOBBIM
3aKoHoaTenbcTBOM Poccutickoin @enepanum.

[lenpto mpuHATHS OaHHOTO [loNOKeHWs SIBIISETCSI ONpeeieHHe TaKoTro
nopsiika 00paboTKH MEePCOHANBHBIX AaHHBIX B YUPEKIEHHH, IIPH KOTOPOM
obOecrieyrBalOTCsl BCE 3aKOHHBIE IIpaBa W HHTEPEChl  CyOBEKTOB
IIePCOHAIIBHBIX TaHHBIX.

B HacrosieM [losioxeHUH UCTIOIB3YIOTCS CIIEYIOINE TTOHSTHS

® TIepCOHalbHBIE JaHHble — JroOas WHGOpMalUs, OTHOCSUIAsCH K
oTpeNieJIEHHOMY WJIM ompefessieMoMy GU3uUIecKoMy JIUIY (CYyOBeKTy
MEPCOHANIBHBIX JaHHBIX), B TOM YHCIIe ero ¢GaMuIus, UMs, OTUYECTBO,
TOJ, MECsII, JaTa U MECTO POXKIIEHHUs, apec, ceMelHoe, COlMaIbHOE,
UMYILECTBEHHOE TIOJ0KeHUe, oOpa3oBaHUe, Mpodeccus, IT0XOMBI,
apyrast “HpopMalus;

e 00paboTKa TEepCOHAIBHBIX NAHHBIX — JIt0OOe HeHcTBUE (Oreparuu)
WIH  COBOKYIHOCTH JNEWCTBHM (Omepaidii), COBEpUIaeMbIX C
[NEpCOHaAJIbHBIMU JaHHBIMH, BKJIFOYas CGOp, 3aIliuCh, CUCTEMATHU3all U0,
HaKOIIJIeHWe, XpaHeHWe, YyTo4HeHHe (OOHOBIIEHHE, HW3MEHEHHE),
W3BJIEUEHHE,  HUCIIOJIb30BaHUE,  Iepenady  (pacmpocTpaHEHHE,
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OpeloCTaBlIeHUe,  JOCTyH),  o0e3nuuuBaHWe,  OJOKUpOBaHUE,
yliajieHue, yHU4TOKeHHE IIepCOHAIbHBIX JaHHbIX;

e KOH(MIEHIHAILHOCTh IEPCOHANBHBIX JAHHBIX - O0s3aTenbHOe s
coOmoeHuss paboTojareneM HIX HHBIM IOTYYHMBIUMM [JOCTYI K
TIEPCOHAJIbHBIM JaHHBIM JIMLIOM TpeOOBaHWE HE JOMYCKaTh WX
pacmpocTpaHeHue 0e3 corynacus pabOTHHKA WIM HAIW4YMs HMHOIO
3aKOHHOT'O OCHOBaHUS;

e 00e3TMYMBaHHE TMEPCOHAJIBHBIX JAHHBIX — O3TO JEHCTBUS, B
pe3ybTaTe KOTOPBIX CTAHOBUTCS HEBO3MOXXHBIM 0€3 HCIIOJIh30BaHMUSI
JOTOJTHUTEIBHOW ~ WH(OPMAIUK  ONpPEeAeTUTh  IPUHAAIEKHOCTh
MIEPCOHATIBHBIX AHHBIX KOHKPETHOMY CyOBEKTy IepCOHAIBHBIX
JAHHBIX;

e 00LIENOCTYITHBIE TIEPCOHANBHbBIE JaHHbIE — II€PCOHAIbHbIE JaHHBIE,
JOCTYIT HEOIPAaHWYEHHOTO Kpyra JHUIl K KOTOPBIM IIPEelIOCTaBIEH C
corjacusi CyObeKTa IepCOHAJBHBIX JaHHBIX WM Ha KOTOphIE B
COOTBETCTBUU C (enepalbHBIMU 3aKOHAMH HE paclpOCTpaHseTCs
TpeOoBaHMe COOIIOIEHNS KOH(UAESHIUAIBHOCTH;

e 3al[UTa IePCOHAIBHBIX JAHHBIX — KOMIUIEKC MEPOIPUATHIA
TEXHUYECKOTO, OPTaHU3aLMOHHOTO U OPraHU3aLMOHHO-TEXHUYECKOTO
XapakTepa, HalpaBleHHbIX Ha 3allUTy CBEAEHHUH, OTHOCAIIMXCA K
ONpeeIeHHOMY HJIM OMNpeAeasieMOMY Ha OCHOBaHMH TaKoM
uHbOopMaIuy HU3NIECKOMY JIHILY.

[TepcoHanbHbIe JaHHBIE pAOOTHUKOB UCIIOIB3YIOTCS B YUPEXKIACHUU B LIEJIAX
BBITIOJIHEHUSI TpeOOBaHUM:

TPYJIOBOTO 3aKOHOJATEIbCTBA MpPU MpueMe Ha padoTy M 3aKIHOUEHUU
TPYIOBOTO  JIOTOBOpa, B Mpolecce TPYAOBBIX OTHOLICHUH, MpU
IIPEJOCTAaBIECHUU FapaHTUU U KOMIIEHCALIUH;

3aKOHOJATEIbCTBA O BOMHCKOM OO0S3aHHOCTM M BOEHHOW cCiyx0e mpu
IIOCTAaHOBKE PaOOTHUKOB HAa BOWHCKHH Y4eT W OpPOHHPOBAHWM TI'PaXKIaH,
npeOBIBaIOIINX B 3amace;

3aKOHOJIaTeIbCTBA B CBSA3M C UCUMCIEHHWEM W YILJIaTOM Hajora Ha JOXOMbl
(GU3MUECKUX JIMI, a TaK)Xe CTPaxOBBIX B3HOCOB Ha J0OPOBOJBHOE U
00s13aTeIbHOE MeIUIIMHCKOE, TIEHCUOHHOE U COIUAIbHOE CTPAaXOBAaHMUS;
MIEHCUOHHOTO 3aKOHOJATeNbcTBA MpH (OPMUPOBAHUU M TPEJCTaBIEHUU
NEPCOHUPUIIMPOBAHHBIX JAaHHBIX O KaXJOM T[OJy4daresje JJOXOJIOB,
YUHUTBIBAEMBIX TPH HAYUCJIEHWHM CTPaxXOBBIX B3HOCOB Ha JOOPOBOJILHOE U
00s13aTe/IbHOE MIEHCUOHHOE CTPAXOBAHUE U 00ECTIEUEHUE;

3aM0JIHEHUS NIEPBUYHON CTAaTUCTUUYECKOW JOKYMEHTALMU B COOTBETCTBHH C
[Tocranosnenuem I'ockomcrata Poccum ot 05.01.2004 rome Ne 1 «O06
YTBEPXKIEHUU YHUDHUIIHPOBAHHBIX bopm MEPBUYHON  Y4YETHOU
JOKYMEHTAIUH 110 YUEeTY TPY/Ja U €Tr0 OILIATHI.

Ilonoxxenne He pacrpocTpaHseTca Ha 00paboTKy o00e3nTudeHHbBIX

INEPCOHAJIBHBIX MaHHBIX, a TakKXe€ TII€PCOHAJIbHBIX [AaHHBIX, CACJIaHHBIX
O6H1€IIOCTyHHI>IMI/I Cy6’BeKTOM INEPCOHAIBHBIX JaHHBIX.
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Bce IepCcoHaIbHbIC JaHHBbIC B YUpEKIACHUHU, 3a UCKIIIOYEHHUEM
00e3TMYeHHbBIX 51 CIEeJIaHHBIMU 00111eTOCTYTHBIMU CyOBEeKTOM
IEPCOHANBHBIX ~JaHHBIX, MPHU3HAIOTCS UH(OpPMALUENd OrpaHUYEHHOIO
nocrymna. HeoOGxomumocth cOOMIONEHUST KOH(PUACHIUATBHOCTH TaKOH
uHQopMalu onpeneneHa TpebosBaHuaMu DexepanpHoro 3axkoHa «O
[MEPCOHAJIBHBIX JaHHBIX).

2. MIOJIYYEHHUE NEPCOHAJIBHBIX JTAHHBIX

[TepconanbHble JaHHbIE pabOTHUKA — WH(OpMaIys, HeoOXoaumas
paboTodaTeNt0o B CBA3M C TPYJAOBBIMM OTHOILIEHUSAMH M Kacarollascs
KOHKPETHOro pabOTHHKA!

JNOKYMEHTBI, TIPeIbsABIseMble IpPH 3aKIOYEHUU TPYJOBOIO JIOrOBOpA,
npeaycMoTrpeHHble cT. 65 TK P® U COOTBETCTBYIOIIMMU  IOJOXKECHUSAMHU
UHBIX (efiepalbHbIX 3aKOHOB;

JTOKYMEHTBI O COCTaB€ CeMbM PAOOTHHKA B ILENAX INPENOCTABIEHUS €My
BO3MOJXXHBIX FapaHTUH C Y4ETOM CEMEMHOIO IOJIOKEHHUS, B.T.U. CBA3aHHOTO
C BBITIOJIHEHHEM OTIpeIeIeHHBIX CeMeHHbBIX 00S3aHHOCTEN;

IOKYMEHTBI O COCTOSIHUM 3[0pPOBbsSl PabOTHHKA, €CIIM B COOTBETCTBUHU C
TpeGOBaHUAMHU 3aKOHOAATEIHCTBA OH JIOJDKEH MPONTH MpPEeABapUTEIIbHBIN U
TIepUOANYECKHE OCMOTPBI;

JIOKYMEHTBI, TOATBEPXKIAIOIIMe IPaBO HA JOIMOJIHUTENIbHBIE IapaHTHH H
KOMIIEHCAllUM 0  OINpeJAe/eHHBIM OCHOBAHWSM, IIPEIyCMOTPEHHBIM
3aKOHO/ATeJbCTBOM, (00 Y4eHOH CTereHH M Y4eHOM 3BaHUH, O ITIOUYETHOM
3BaHUHM, 00 MHBAJIMIHOCTH, JIOHOPCTBE, HAXOXXIEHUU B 30HE BO3AECUCTBUA
paayanuuy B CBs3M ¢ aBapueil Ha YepHoObuibckoit ADC u apyrue);

B HEOOXOIUMBIX CiIy4asiX — JOKyMEHTHl O Bo3pacTe mOeTed WiIH
OepeMeHHOCTH KEHIIMHBI AJIA MPEeIOCTaBICHUS YCTAHOBJIEHHBIX 3aKOHOM
YCJIOBUY TpyJa, FApaHTUU U KOMIIEHCALIWH.

Bce mnepcoHanpHBle gaHHBle paOOTHUKA CleAyeT IoJlydyaTh JMYHO Y
pabotHuka. PaboTHUK 00s3aH MpeaocTaBIsTh pabOTOAATENO T0CTOBEPHYIO
uHdopmarmio o cebe. Pabotomaresns npoBepseT JOCTOBEPHOCTh CBEACHUM,
CBepsisl JaHHble, TPEICTaBICHHble pPaOOTHUKOM, C MMEIOIIUMHUCT Y
pabotHuka nokymeHTamu. [IpencraBneHme paOOTHHUKOM — [MOIJIONKHBIX
JOKYMEHTOB MJIH JIOXHBIX CBEJCHUM MPHU MOCTYIUICHUH Ha paboTy SBISETCS
OCHOBaHHUEM JJIsl PACTOPIKEHUS TPYIOBOrO JOrOBOPA.

Ecnu mepcoHanbHble AaHHblE pabOTHMKA BO3MOYKHO IOJIYYUTh TOJIBKO Y
TpeTbel CTOPOHBI, TO PaOOTHHUK JOIKEeH OBITh YBEIOMIIEH 00 3TOM 3apaHee
U OT HEero JOJDKHO OBITH IMOJydyeHO NMUChMEHHOoe corjacue. PaGoronmartens
JIOJKeH COOOIIUTH pabOTHUKY O IENsSX, MpeanojiaraeMblX HUCTOYHUKAX M
crioco0ax TMOJy4deHHUsl TepCOHATIbHBIX JaHHBIX, XapakTepe MOJUIeXallnux
TIOJTY4€HHIO TIEPCOHANBHBIX TaHHBIX (O(opMieHHe 3ampoca Ha IpexHee
MecTO paboThl pabOOTHHUKA B IENSX BBISICHEHHS €ro MpO(ecCHOHAIbHBIX
KauecTB; 3alpoca B ydeOHOe 3aBelleHWe O IOMIMHHOCTH NOKYMEHTa 00
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06pa3OBaHI/II/I u Ilp) H ITOCJIECACTBUAX OTKaza paGOTHI/IKa AaTb ITMCBMEHHOEC
corjlacue Ha MX MoJy4eHue.

[Ipy M3MeHeHMH MepcoHATbHBIX JAHHBIX PaOOTHUK NOJDKEH IMpeloCTaBHTh
paboTojaTento B CPOK, HE NPEBBILAOMINN 14 KaTeHIapHBIX JHEH, KOIHIO
AOKYyMEHTa, TOATBEPKJAIOIIEr0 HW3MEHEHHE IePCOHAJIbHBIX JaHHBIX.
PaboTonaTens MMeeT NpaBo 3amlpalldBaTh y PaOOTHUKA IONOJHUTENbHbIE
CBEJICHHUS U JOKYMEHTBI, IIOATBEPXKJAIOINAE UX TOCTOBEPHOCTb.

3. OBPABOTKA U 3AIIUTA NEPCOHAJIBHBIX
JAHHBIX PABOTHHUKA

[Tepconanpnble naHHble pabOTHUKA OTHOCATCS K KOHOHIECHIMAILHON
MH(OPMALIMK, MOPSIOK paboThl ¢ HUMM perjaMeHTHPOBaH JIeHCTBYHOIIAM
3aKOHOJaTeabCcTBOM P® U ocyumiecTBisercss ¢ COOMIOAEHHEM CTPOTO
ONpEe/ICNIEHHBIX MpaBUJI M YycioBUH. JlaHHbIE TpeOOBaHMS YCTAHOBIIEHBI
TpynoBemm konexcom P® u 3aK0HOAATETBCTBOM O 3AIUTE MEPCOHATBHBIX
JaHHBIX M HE IOMJIeXaT M3MEHEHWIO, MCKIIOUeHHIO, TaK Kak SBJISIOTCS
00s13aTeNIbHBIMHE ISl CTOPOH TPYIOBOTO OTHOIIEHHS.

B umensx ofecneueHuss mpaB M CBOOOJ dYellOBeKAa U IpaKIaHHHA
paboTonarenb U ero MpeacTaBUTEIN IIpu 00padoTKe NEPCOHATBHBIX TaHHBIX
paboTHUKa 00s13aHbI COOIIOAATE CleAylolHe o0uue TpeOoBaHus:
O06paboTka NEepCOHATBHBIX NAaHHBIX PA0OTHUKA MOXET OCYILECTBIISATHCS
UCK/IOUMTENIBHO B LeEsAX obecrneueHus COOIONEHUS 3aKOHOB M HWHBIX
HOPMATUBHBIX IPABOBBIX aKTOB, COAEWCTBUS pabOOTHUKAM B 0OyueHUH U
NPOABMIKEHUH 1O  cioyxbe, obecnedeHWs: JIMYHOM  O€30MaCHOCTH
pabOTHUKOB, KOHTPOJS KOJMYECTBA M KAuecTBa BBITIOJIHIEMOW paboThl U
oOecrieueHuss COXPAaHHOCTH UMyllecTBa paboTtonarens, pabOTHUKA WU
TPEThUX JIULI;

[Tpu onpenenenuu oOvemMa U coneprkaHus 00padaTbIBaeMbIX EPCOHATBHBIX
JMaHHBIX  paboTHMKa  paboTojarenb  JODKEH  PyKOBOACTBOBATBCS
Koncrutyuueit P®, Tpynoseim komekcom P® u uHbIMEH (enepalbHbIMU
3aKOHaMU;

PaGoromarens He WMeeT IpaBa IMOJydaTh U 0OpabaThIBaTh ME€PCOHAIBHBIE
JaHHble paOOTHHKA O €ero IOJUTUYECKHUX, PEIMIHO3HBIX M HHBIX
yOexKIeHUIX ¥ YaCTHOM )KU3HH. B cirydasx, HEOCPeACTBEHHO CBA3AaHHBIX C
BOIPOCAMH TPYIOBBIX OTHOIIEHWH, B COOTBETCTBHH CO cTaTbed 24
Konctutyuuu P® paboronarens Bripase noiydaTb U 00pabaThIBaTh JaHHbIE
0 YaCTHOM >KM3HU PabOTHHKA TOJIBKO C €ro MMCbMEHHOTO COTrIacus,
PabGoronaTens He MMeeT IpaBa IMoJydaTh U 00padaThIBaTh IE€pPCOHATbHBIE
naHHble pabOTHHUKA O €ro 4WIEHCTBE B OOILECTBEHHBIX OOBEIMHEHMSX WA
ero  mpo()COIO3HOW  NEATENBHOCTH, 3a  MCKIIOYEHHWEM  ClIy4aes,
IIpeIyCMOTPEHHBIX (Pe/iepalIbHbIM 3aKOHOM;




3.2.5. Ilpyu TNpUHATHU pelIeHUM, 3aTparvBaroOlIUX HHTepechl pabOTHHKAa,
paboTomaresb He UMEET IIpaBa OCHOBBIBATHCA HA MEPCOHAJIBHBIX JaHHBIX
pabOTHHMKA, TOJYYeHHBIX  OJIEKTPOHHO  WIM B pe3yJbpTare  HX
AaBTOMATH3UPOBAHHOW 00paOOTKH.

3.3. Ilpu mocrymieHud Ha pabOTy pabOTHUK IPELOCTABIISAET IIE€PCOHANBHbIE
IaHHBIE O ce0e B JOKYMEHTHPOBaHHOH dopme:

- ITACIIOPT WJIK UHOW JOKYMEHT, YAOCTOBEPSIOIIUN JTUYHOCTD,

- TPYIOBYIO KHIDKKY, 3@ MCKJIIOYEHHEM CllydaeB, KOIJa TpYyJIOBOMl IOrOBOD

3aKJII0YaeTcsl BIIepBble WM pPa0OTHUK TIOCTyNaeT Ha pPaboTy Ha YCIOBUAX

COBMECTHUTEIIbCTBA,;

- CTPaxoBOE CBUJIETEIHCTBO I'OCYIaPCTBEHHOI'O TEHCUOHHOTO CTPaXOBaHUS;

- JIOKYMEHTbl BOMHCKOTO ydeTa — JUIsi BO€HHOOOS3aHHBIX U JIML, ITOJIeXKaIUX

MPU3BIBY HA BOCHHYIO CITyKOY;

- JOoKyMeHT 00 00pa3oBaHMH, O KBaTM(UKAIMK WIM HAIUYUHM CHELUAIbHBIX

3HAHUU TNPHU MOCTYIUICHHW Ha paboTy, TpeOyroUIyl CIEeLUalbHBIX 3HAHUU WU

crelalbHON MOATOTOBKH;

-B OTJENBbHBIX CllydasX C Y4eTOM CHeHU(PHUKHA padOTel AEHCTBYIOIIMM

3aKkoHOZaTenbcTBOM  P®D  MOXeT  mpeaycMaTpuBaThCsi — HEOOXOIUMOCTD

NpeIbsABICHUS TIPU  3aKIIOYeHUU TPYLOBOLO [(OrOBOpa  JONOJHHUTENIBHBIX

JTOKYMEHTOB (HampuMep, MeIUIIMHCKOe 3aKIIoHeHHe AJs JHIL B Bo3pacre 10 18

JIeT; IUIS JIMI[ 3aHATBIX Ha TsDKeIbIX paboTax u paboTax ¢ BpeaHBIMH H (WIH)

OTaCHBIMH YCIIOBHUSMHU TpyAa, @ Takke Ha paboTax, CBSI3aHHBIX C JBHKEHHEM

TpPaHCIIOPTa).

2.4, 3ampemaercsa TpeOoBaTh OT JIMIA, MMOCTYMAKOIEro Ha paboTy, TOKYMEHTEI

IIOMHMO TTpeAYyCMOTPEHHBIX TpynoBbM KopekcoM P®, uHBIMH (elepaabHbIMU

3akoHaMH, ykazamu [Ipe3unenta PO u nocranosnenusimu [IpaBurenscrsa PO.

2.5. Ilpu 3akimro4eHUH TPYAOBOIO JOrOBOpa U B XOJ€ TPYHOBOH A€ATEIBHOCTH

pabOTHUK 00s13aH MPEOCTABIATh JOKYMEHTHI:

- 0 BO3pacTe JeTel;

- 0 OepeMeHHOCTH KEHITUHBI;

- 00 MHBAJIMTHOCTH;

- 0 IOHOPCTBE;

- 0 COCTaBe CEMbHU;

- 0 IOXOJIe C MPEeIbIayIero Mecta paboThl;

- HEOOXOIMMOCTH yX0/ia 32 OOJBHBIM WIEHOM CeMbH;

- IpOYHeE.

2.6. Ilocne Toro, kak OyAeT MPUHSTO pelleHue o mpueMe paboTHHKa Ha paboTy, a
TaK)Xe BIIOCJIEACTBUA B IIPOLECCE TPYAOBOM MNEATEIBHOCTH K JOKYMEHTaM,
CoJepIKaIlIUM MepCOHaIbHBIE JaHHbIE paOOTHHUKA, TaKXKe OyIyT OTHOCUTECS:

- TPYI0BOH JOTOBOP M MPHKA3 O MpUeMe Ha padoTy;

- IIPHUKAa3bl O IOOIIPEHHUAX U B3BICKAHHAX

- IpUKa3bl 00 U3MEHEHUH YCIOBUH TPYIOBOTO 1Or0BOPA;

- KapTouka yHH(PHUIIUPOBaHHOHN Gopmbl T-2, yTBep)KaeHHAasi IOCTaHOBIEHUEM
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- IpyT¥€ JOKYMEHTHI.
2.7. Ecnu mepcoHanbHBIE NaHHble pabOTHMKA BO3MOXKHO ITOJYYUTH TOJIBKO Y
TpeTbel CTOPOHBI, TO PaOOTHUK NOKEH OBITH YBEIOMJIEH 00 3TOM HE MeHee ueM
3a TpU pabO4uX [JHA W OT HEro AOJUKHO OBITh MOJIy4e€HO MHUCBMEHHOE COIJIache
(MO0 MHCBPMEHHBIM OTKa3), KOTOpoe pabOTHHK OJUKEH IaTh B TE€YEHHE IIATH
pabo4nx JHEH ¢ MOMEHTa MOJy4eHHs OT paboTomaTeNsi COOTBETCTBYHOLIETO
YBEJIOMJICHHS.

B nucbMeHHOM yBeOMIIeHUH paboToAaTeNb J0DKEH MOCTaBUTh PabOTHHKA
B HM3BCCTHOCTh O IOCICACTBMAX OTKasa B Aa4€ MM COIJlaCUs Ha IMOJVYCHUC
IIEPCOHAJIbHBIX NaHHBIX, BK/IIOYas OTKa3 B IIpueMe Ha padory.
2.8. Jluna, momy4aroniye nepcoHaylbHble JaHHbIe pabOTHMKA, 00A3aHbI COOIIOAATh
PEeXHUM  CEKpPEeTHOCTH (KOH(QUIEHIMATbHOCTH). JlaHHOE IIONIOXKEHHE  He
pacrpocTpaHsieTcss Ha 00OMeH IepPCOHANBHBIMU JaHHBIMA PaOOTHHUKOB B MOPSIKE,
YCTaHOBJIEHHOM (heiepallbHBIMU 3aKOHAMHU.
2.9. 3ammra NepcoHaNbHBIX [JaHHBIX pabOTHHUKA OT HENPaBOMEPHOTO HUX
UCIIOJIB30BaHUs WJIKM yTpaTbl OOJDDKHA ObITH ODecrieueHa pa60Tox[aTeneM 3a cyeT
ero CpelICcTB B TMOPSIKE, YCTaHOBJICHHOM TpyaoBBIM KoaekcoM P®, WHBIMH
(benepanbHBIMU 3aKOHAMH.
2.10. PaOOTHUKY U MX TPEACTABUTENN JOJKHBI OBITH 03HAKOMIIEHBI IO/ PACITUCKY
C JOKYMEHTaMU OpraHu3alud, YCTaHaBIHBAIOIIUMU MOPAIOK 00paboTKH
MepCOHAJILHBIX JaHHBIX Pa0OTHUKOB, a TakK)XKe OCBEIOMIJIEHBI 00 WX IMpaBax H
00s13aHHOCTSIX B 3TOH 00JIaCTH.
2.11. Paboromartenu, paOOTHUKHM M UX MPEJICTABHUTEIN HOJKHBI COBMECTHO
BeIpabaThIBaTh MEPHI 3AIIUTHI IEPCOHATBHBIX JAaHHBIX pa0OTHUKOB.

4. XPAHEHUE NIEPCOHAJIbHBIX IAHHBIX PABOTHHKA.

3.1. CBenenuss o pabOTHUKAX OpraHU3allMM XPaHATCA Ha OYMa)KHBIX HOCHUTEISX B
MOMELIEHUH  OTAena KaapoB. Jlisg  3TOro  HKCIONB3yeTCsl  CHEeUaIbHO
o0opyaoBaHHbIe IIKabl U Cei(bl, KOTOpble 3aMUPAIOTCS U OIEYaATHIBAIOTCS.
Ceenennss 0 paOoTHUKaxX pacmonararoTcs B andaBUTHOM mopsake. Kmwod ot
mKkadoB U cefoB, B KOTOPBIX XPaHATCS CBeleHHs O paOOTHHUKAaX OpraHU3alluy,
HAXOAUTCS Y HadaJlbHUKA OT/EJd KaJpOB, a IIPU €ro OTCYTCTBUM — Y HA3HAYEHHOTO
IUPEKTOPOM JIMLA.

3.2. KoHkpeTHble OO0S3aHHOCTA 10 XPaHEHUIO JUYHBIX Jel paboTHUKOB,
3allOJTHEHHUIO, XPAaHEHUIO W BBIA4Y€ TPYAOBBIX KHIKEK (OyOJIMKaToOB TPYHOBBIX
KHIKEK), MHBIX JTOKYMEHTOB, OTPaXXaIOILINX MEepPCOHATbHBIE NaHHblEe PaOOTHUKOB,
BO3JIaraloTcsi Ha pabOOTHUKOB OTIENa KaapOB M 3aKpEIUIIOTCS B TPYIOBBIX
JOTOBOpAx, 3aKJIF0UYaeMbIX C HUMH, U JOJDKHOCTHBIX UHCTPYKIIUSIX.

3.3. Bce MOKyMEHTBHI YBOJIEHHBIX DPaOOTHMKOB, IOKYMEHTHl OpraHM3alud 3a
NpOLIeMe TOABl TIEPENAIOTCS Ha XpPaHEHHWE B apXUB. XPAaHEHHUE YKa3aHHbBIX
JOKYMEHTOB OCYILECTBIIIETCS B COOTBETCTBUU C IPaBUIIAMH, YCTaHOBJIEHHBIMH




COOTBETCTBYIOLIMMU HOPMATHUBHBIMM aKTaMHd. JIMuHble Jejga  yBOJIEHHBIX
pPaOOTHHUKOB XpaHSTCS B apXvBe B al(aBUTHOM IOPSIKE.

3.4. Caenmenuss o paOOTHHUKAX OpraHU3alldd MOTYT TAKXKE XPAHWUTBCA Ha
3NIEKTPOHHBIX HOCUTEJISIX, TOCTYI K KOTOPBIM OTPaHUYEH MapojeM.

3.5. Pabortomarens oOecreuuBaeT OrpaHUYEHHE JOCTyIla K II€PCOHAIBHBIM
JIaHHBIM PAOOTHHUKOB JIMIIAM, He YIIOJHOMOYEHHbBIM 3aKOHOM 1100 paboTomarenem
IJIS TIOJTy4eHUSI COOTBETCTBYIOLLUX CBEIEHUMN.

3.6. Jloctym K mepcoHaJIbHbIM JaHHBIM pAa0OTHUKOB 0€3 CIeLUuaIbHOro
paspellileHdss HWMeT paOOTHUKM, 3aHHMalolllie B OpraHu3aluy ClegylolIue
JTOJDKHOCTH:

- TUPEKTOP;

- [JIaBHBINA OyXrajnTep;

- paOOTHUKH OTAENIa KaapOB;

- HaYaJIbHUKUA CTPYKTYPHBIX IIOAPA3AEICHUA — B OTHOLUEHHM IE€PCOHATBHBIX
JaHHBIX paOOTHUKOB, UHUCIAMIMXCS B  COOTBETCTBYIOIIMX  CTPYKTYPHBIX
noJpa3ieeHUsX.

3.6. Ilpu momyyeHWM CBEACHUN, COCTABIIOIIMX IIE€PCOHAIBHBIE JAHHBIC
pabOTHHKA, yKa3aHHBbIE JIMIA [JO/DKHBI HMETh IIPaBO IIOIy4YaTh TOJBKO Te
MepcoHajIbHbIe JaHHble pPa0OTHHKA, KOTOpble HEOOXOAMMBI sl BBIIIOJIHEHHS
KOHKPETHBIX (DYHKIUH, 3aaHUN.

3.7. JIOKyMeHTBI MOTYT BbIJlaBaThCsi Ha pabodne MecTa TOJIBKO IEPBOIO
PYKOBOJUTEJISI, €r0 3aMECTUTEII0 M HadaJbHUKY OTJena KagpoB. O3HaKOMIIEHHE C
JOKYMEHTaMH JIPYTHX JIML, OCYILIECTBISETCS B ITOMEINEHUH OTAesa KaJpoB IO/
HabmoieHneM paboTHUKA, OTBETCTBEHHOT'O 32 COXPAHHOCTh JAHHBIX OKYMEHTOB.
OcrtanpHble PAOOTHHUKKA HMMEIOT TMpPaBO 3HAKOMHUTHCS TOJIBKO CO CBOMMH
JOKYMEHTaMHu (TpyZOBOM KHHMIKKOM, Y4YeTHBIMUA KapTOYKaMH, OTpaKaroLIUMHU
NepcoHalIbHbIe JaHHbIE U JIp.)

5. IIEPEJAYA ITEPCOHAJIBHbBIX TAHHBIX PABOTHHUKA.

4.1. Tlpu mepenade mepcoOHANIbHBIX AaHHBIX pabOTHHMKA paboTodaTeNb IOJKEH
co0mo1atTh cienyoue TpedoBaHus:

4.1.1. He coobmaTh nepcoHanbHble AaHHblE pabOTHHKA TpeTbed CTOpOHE Oe3
MUCHbMEHHOI0 corjacusi pabOTHUKaA, 32 HUCKIIOYEHHEeM ClIydaeB, Korjga »3T0
HEOOXOMMO B LIEJISIX MPEIyTpexaeHUs YIPO3bl AKU3HU U 30POBBIO pabOTHUKA, a
TaKXKe B CIIy4asX, YCTAHOBJICHHBIX (elepalbHbIM 3aKOHOM. [Ipu 3TOM OLEHKY
Cepbe3HOCTH CHUTyalMi, TpeICTaBISIONINX YIPO3y JKHU3HM WIA 3I0POBBIO
paboTHHKa, paboromareilb B  KaXJIOM  KOHKPETHOM  Cly4yae  JiejaeT
camocTosTenbHo. Ecnu ke nuio, obpaTUBIIeecs C 3allpocOM, HE YIIOJHOMOYEHO
(benepaabHBIM 3aKOHOM Ha MOJTy4eHHE NepCOHANbHBIX NaHHBIX pabOTHHKA, JUOO0
OTCYTCTBYeT IIUCbMEHHOe corjacue pabOTHHMKa Ha IpelOoCTaBICHUE €ro
TIepPCOHANIBHBIX CBelNeHUM, 100, 0 MHEHHIO paboTomarens, OTCYTCTBYET yrposa
KW3HU WJIA 3J0pPOBBIO pabOTHHKA, paboTojmarens oO0s3aH OTKa3aTb B
NpeOoCTaBIeHUM IIepCOHANBHBIX JaHHbIX. Jlnmy, oOpaTHBIIEMYCS € 3allpocoM,




BBIIAETCS ITMCHbMEHHOE YBeOMIICHHE 00 OTKa3e B IIPeJ0CTaBIeHUH TIepCOHATbHBIX
JaHHBIX;

4.1.2. He cooOmare nepcoHalbHbIe JaHHBIE Pa0OTHHKA B KOMMEPUYECKHMX IIEJISX
0e3 ero MUCHMEHHOT'O COTJIACHUSI,

4.1.3. IlpenynpemuTh JHIL[, NOIy4arOllKX NEPCOHANBHbIE NaHHblE PabOTHHKA, O
TOM, YTO 3THU JaHHBIE MOTYT OBITh UCIIOJIB30BAHBI JIUILb B LEJSAX, /I KOTOPBIX OHU
COOOILEHBI, U TpeOOBaTh OT ATUX JIHI MOATBEP)KICHUSA TOTO, YTO ITO IPABHUIIO
COOJTIOIEHO;

4.1.4. OcymecTBIATh Iepefady NEepCOHAJBHBIX MaHHBIX pabOTHHKA B Ipelerax
OJTHOTO padOTOaTEe/ ISl B COOTBETCTBHH C HACTOSIIUM [lotoxeHueM;

4.1.5. PaspemiaTh J0CTyn K I€PCOHAJIBHBIM JaHHBIM PaOOTHHKOB TOJIBKO
CIeLHalIbHO YIIOJIHOMOYEHHBIM JIMLAM, [IPU 3TOM yKa3aHHBIe JIULA JOJKHBI UMETh
IpaBO IIOJy4aThb TOJIBKO Te€ II€PCOHAJIbHBbIE JaHHBIE paOOTHHKA, KOTOpPhIE
HEOOXOAMMBI JIJIsl BBITIOJTHEHHS KOHKPETHBIX (YHKITHH;

4.1.6. He 3ampammuBaTh HHPOPMAIUIO O COCTOSIHUM 3J0pPOBbS pabOTHHKaA, 3a
HCKJIIOYEHUEM TeX CBEeIEeHUH, KOTOphle OTHOCSTCS K BOMPOCY O BO3MOXKHOCTH
BBITIOJTHEHHSI PAOOTHUKOM TPYIOBOH (YHKITHH.

4.1.7. llepemaBaTh TepCOHalIbHBIE JaHHble pabOTHUKA MPEACTABUTENSIM
pabOTHUKOB B TMOpSIKE, YCTAaHOBJIEHHOM TpyHOBBIM KOJEKCOM U HACTOSILUAM
[TonoxxeHnem, U OTpaHUYMBATH 3TY MH(OPMALIMIO TOJBKO TEMH IePCOHATBLHBIMU
JaHHBIMH pPabOTHUKA, KOTOpPbIE HEOOXONUMBI [IJIsi BBIMOJHEHHUS YyKa3aHHBIMU
MpeACTaBUTEIAMU (DYHKITUH.

4.2, Jlannble TpeOoBaHusi ycTaHOBJeHbl cT. 88 TpymoBoro koxexca P u He
MO/UIEeXKAT M3MEHEHHIO, HCKIIIOYEHHIO, TaK KakK SBISIOTCS 00S3aTeNbHBIMH IS
CTOPOH TPY/IOBBIX OTHOLIEHHM.

6. OBSI3AHHOCTU PABOTHUKA U PABOTOJATEJIS.

5.1. B umensx obecriedeHUs HTOCTOBEPHOCTH IEPCOHATHHBIX JaHHBIX PaOOTHHUK
00s13aH:

5.1.1. Tlpu mnpueme Ha pabOTy MpPeNOCTABUTh padOTOMATENIO IONHBIE U
JIOCTOBEpHBIE TaHHbIE O cede;

5.1.2. B cny4yae uW3MeHeHHs CBeleHHUH, COCTaBIAIOLIUX I€PCOHAJIbHBIE JaHHBIE
pabOTHHMKA,  He3aMeUIUTE]IFHO  IPEeJOCTaBUTh  JIAaHHYIO  HMH(OpMAIHIO
paboTonaresto.

5.2. PaGoTtonarens 00s3aH:

5.2.1. OcymiecTBIATD 3aLIUTY NEPCOHATBHBIX JaHHBIX PAOOTHHUKA;

5.2.2. ObecnieynTh XpaHeHHE NEPBUYHON YUETHOU JOKYMEHTALMHU 110 YUYETy Tpy/Ja
¥ €ro OIUIaThl, K KOTOPOH OTHOCSTCS JOKYMEHTHI IO YYETY KaJpOB, HOKYMEHTHI
0 y4eTy WCIONb30BaHusi pabodyero BpeMEHH U pacdyeToB ¢ PabOTHHKAMHU IO
oruate Tpynaa W ap. [Ipu 3TOM IepcoHalIbHble AaHHbIe HE JIOJDKHBI XPaHUTHCS
JIOJIbIIIE, YEM TO OIPABJAHO BBIMIOJHEHUEM 3a/1a4, ATl KOTOPBIX OHU COOMPANIUCH,
WM J0JIBLIE, Y€M TO TpeOyeTCs B MHTEpecax JIUI], O KOTOPBIX COOpaHbl JaHHBIE,
5.2.3. 3amonHeHHe JOKyMEHTALlMM, COJAEpPXKAILEW IepCOHabHble TaHHbIC
pabOTHMKA, OCYIIECTBISTH B COOTBETCTBHM C YHH(HIMPOBAHHBIMU (OPMaMH




MepBUYHOM YYETHOM [JOKYMEHTallMd [0 Yyd4ery TpyAda U €ro OIlJiaThl,
YTBEPKACHHBIMU NTocTaHoBIIeHHeM [ 'ockomcTaTta Poccuu ot 05.01.2004 . Ne 1;
5.2.4. Tlo nucekMeHHOMY 3asiBIEHHIO paOOTHHKAa He TO3[Hee TpeX THeH co JHSA
IOJIa4X 3TOTO 3asBIEHUS BbIIaBATh MOCIEIHEMY KOIIUU JOKYMEHTOB, CBSI3aHHBIX C
paboTo# (KOMMK IpHKa3a O IpUeMe Ha paboTy, IPUKa30B O MEPEBOAAX Ha APYTyio
paboty, mpukaza 00 YBOJEHHBIX C pabOThI, BBIMMCKM W3 TPYIOBOM KHMKKH,
CIIpaBKH O 3apaboTHOW TuIaTe, mepuoje paboThl y AaHHOro paboTonarens u
apyroe). Konuu mOKyMEHTOB, CBSI3aHHBIX C pabOTOM, MOJKHBI OBITH 3aBEPEHBI
HaJIJIEKAIIM 00pa3oM U IPeIoCTaBIsAThCS paOOTHUKY O€3BO3ME3/IHO;

5.2.5. B nensx oOecrieyeHus: COXpPaHHOCTH IJOKYMEHTOB IIO JUYHOMY COCTaBY
YBOJIbHSAEMBIX PAOOTHUKOB B CIIy4ae PEOpraHU3aluy U JIMKBUIAIMH OPraHU3allky,
a TaKKe COLHAIBHON 3alMIIEHHOCTH TpaXIaH, BBIMOIHIIOUMX paboTy IO
TPYJOBOMY JOTOBOPY COOJIOATH MpaBUjia yueTa U COXPAHHOCTU JOKYMEHTOB I10
JTUYHOMY COCTaBY, @ Tak)ke CBOEBPEMEHHOM Nepeladd UX Ha IoCyIapCTBEHHOE
XpaHeHHe TIPU peopraHv3allMi WM JIMKBUJAALMMA  IOPUIUYECKOrO  JIMLA
(pacriopsbxerre [IpaBurensctBa PO ot 21.03.94 1. Ne 358-p «O6 obecneveHuu
COXPAHHOCTH JOKYMEHTOB IO JIUYHOMY COCTaBY», 3aKOHOJATENILCTBO 00 apXuBax
PO.

7.1NIPABA PABOTHHUKOB B LHEJISIX
SAIMMUTBHI HEPCOHAJIbBHBIX IAHHbIX.

6.1. B nensx obecmedeHus 3allUThl MEPCOHATBHBIX JAHHBIX, XPAHALIUXCS Y
paboTonaresns, paOOTHUKU UMEIOT [IpaBo Ha:

6.1.1. ITonuyto nHDOpManmio 06 UX NMEePCOHATBHBIX JaHHBIX U 00paboTke 3TUX
TaHHBIX, KTO W B KakKuX LeJsIX MCIOoJIb3yeT WIM HCIOIb30Bal €ro
MIepPCOHAJIbHBIE TaHHBIE;

6.1.2. CBoOomHbIA OecriaTHBIA AOCTYN K CBOMM I1€PCOHAJbHBIM JaHHBIM,
BKJIIOYas MpaBO Ha TMOJIy4YeHWe  KONUM Jo0OW 3alucH, CoAepKallel
IepCOHaJbHBIE  JaHHBle  pabOTHMKA, 3a  HCKJIIOYEHHEM  CJIydYaes,
IPeIyCMOTPEHHBIX (peiepallbHbIM 3aKOHOM;

6.1.3. Omnpenenenue mnpeacTaBUTeNleid I 3allUThl CBOUX IE€PCOHAIIBHBIX
JTAHHBIX;

6.1.4. JlocTyn K OTHOCSIIMMCS. K HUM MEJULIMHCKUAM TaHHbBIM;

6.1.5. TpeGoBanwe 00 HCKIIOUEHUH WM HCIPABICHUA HEBEPHBIX WIIH
HEIOJHBIX TepPCOHANBHBIX JaHHBIX, a TaKkKe [aHHBIX, OOpabOTaHHBIX C
HapyireHueM TpeGoBanmii Hactosimero Komekca. Ilpu oTkaze paboTomatens
HCKITIOUUTh WJIM UCIIPABUTH IMEPCOHAIbHbIE JaHHbIE Pa0OTHUK HUMEET IIPaBoO
3asBUTh B IHCbMEHHOH ¢opme paboTomaTeslo O CBOEM HECOINIACHU C
COOTBETCTBYIOIIUM OOOCHOBaHHEM TaKOTO HECOrJIacHsl.

6.1.6. TpeGoBanue 00 m3BelIeHUH paboOTOAATENEM BCEX JIUL, KOTOPBIM paHee
ObLTH COOOIIEHBI HEBEPHBIE MIIM HETIOJHbIE ITePCOHAbHBIE JaHHbIE paOOTHHUKA,
000 BceX TIPOU3BENEHHBIX B HUX WCKIIOUEHHSX, HCIPABICHUAX WK

JOITIOJIHCHUAX.



6. OTBETCTBEHHOCTD 3A HAPYIIEHUE HOPM,
PEI'YJIUPYIOIIUX ITOJYYEHME, OBPABOTKY U 3ALNUTY
INEPCOHAJIBHBIX TAHHBIX PABOTHHKA.

Ha ocHoBaHMM JdeHCTByOIIero  3aKOHOAATeNlbCcTBA  JIMIA, BUHOBHBIE B
HApYLWIEHHA HOPM, PeryJupyloIldX M[oiyuyeHue, oOpaboTKy U  3auuTy
MepCOHANBHBIX JaHHBIX pabOTHUKA, TMPHUBIEKAIOTCS K AUCLHUIUIMHAPDHOM W
MaTepuaJbHOM OTBETCTBEHHOCTH B IOPSAIKE, YCTAHOBIEHHOM TpydOBBIM
konekcoM P® u uHBIMH (enepalbHbIMU 3aKOHAMHU, a TaKXKe IPUBIIEKAIOTCS K
rpaXiIaHCKO-TIPaBOBOM, AAMHHUCTPATUBHONW M YTOJOBHOM OTBETCTBEHHOCTH B
TIOpsZIKe, YCTAaHOBIIEHHOM (heepalbHBIMH 3aKOHAMM, O Ye€M COOTBETCTBYIOLIHE
JO/HDKHOCTHBIE JIMLA NpeypexaatoTcs IPUKa30M JUPEKTOpa.

7. SAKIIOYUTEJIBHBIE ITOJOXKEHUSA

8.1. Hacrosimee Ilono)keHue BCTymaeT B CHUILy C MOMEHTa €ro yTBEPXKIEHHs
TUPEKTOPOM.
8.2. Hacrosiee ITooxeHne TOBOIUTCS 10 CBeIEeHUS BceX paOOTHUKOB.




