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1. OCHOBHBIE ITOHATHUA

[lepconanbHble  maHHBle paboTHWKA —  WHPOpMaIUs, HeoOxXoguMast
paboTomarento B CBSI3M C TPYJAOBBIMA OTHOIICHHUSMH U Kacaromasicsi KOHKPETHOTO
paboTHUKA.

KondunenuuanbHas wuHpoOpMamuss — JOKyYMEHTHpPOBaHHas UHGOpMAaIUs,
JOCTYIl K KOTOPOM OrpaHUYMBAETCs] B COOTBETCTBUM C 3aKOHOJATEIBCTBOM
Poccuiickoit ®enepanmm.

O6paboTka TMepCcOHATBHBIX JAHHBIX pa0OTHHUKA — IIOJyYeHHe, XpaHEHHeE,
KOMOMHHUpOBaHUE, Iepeaaya Wi Jroboe Apyroe HCMOJBb30BaHUE MEPCOHATBHBIX
JIaHHBIX pabOTHUKA.

K nu4yHBIM naHHBIM paOOTHHKA, TOJNyYaeMbIX IHPEKTOPOM KOJUIEIKa U
MOJIJIeKAIMM XpaHEHHWI0 B OTJelle KaJApoB B TMOpsjKe, IPeayCMOTPEHHOM
JNEHCTBYIOIIUM 3aKOHOJATENIhCTBOM M HacTosmuM I[lonoxkeHneM, B YacCTHOCTH,
OTHOCSITCS JTUYHBIE Jiefla paOOTHUKOB, COACPIKAIIINE:

—  TACIOPTHHIC JAHHBIC PaOOTHUKA,

~  xomnuro CBHIETEIbCTBA FOCYIapCTBEHHOTO TIEHCHOHHOT'O CTPaXOBaHUS;

~  xonuro CeuuerenscrBa o nmpucBoennu MHH;

—  KOIHIO BOGHHOTo OuiieTa (JIJIsi BOGHHOOOS3aHHBIX );

~ KOIMIO JOKyMeHTa 00 o0pa3oBaHWM, TIOBBIIICHUH  KBajgudUKALNH,
nepekBaguduKayy U T.11.;

~  KOIMIO HarpaJHbIX JUCTOB, BBIMUCKHA U3 JOKYMEHTOB O TIPUCBOCHUH MMOYETHBIX
3BaHUU M T.II.;

—  aHKeTHbIE JaHHble, 3allOoJTHEHHbIE PaOOTHUKOM IMPH TMOCTYIUICHUH Ha padoTy
WM B rpouecce paboTsl (B ToM 4ucie aBroduorpadus);

— CBEIIEHUSI O CEMEWHOM IIOJIOKEHWH pabOTHHUKA, TepeMeHe UM (aMIIINH,
HAJIMYHH JIeTeH, MKIUBEHIICB;

—  MEIULWHCKHE 3aKIIIOYEHUS, MPeNbIBIsIeMble PAOOTHUKOM I10 TPOXOXKIEHUIO
00s13aTeNbHBIX MPe/IBAPUTEIbHBIX U MEPHOIUICCKUX METUIIMHCKUX OCMOTpPOB;

—  XapaKTepHUCTUKHU U PEKOMEHIAINU C TIPEIBIAYIITUX MECT paObOTHI.

Takxe B TUYHOM Jiesie paOOTHUKOB MOJIeKAT XPAHEHUIO JTOKYMEHTHI (KOIIUU
JIOKyMEHTOB), 0Opa3oBaBIIMECS B Ipollecce MTOKYMEHTAIbHOro O(OpMIICHUS
TPYJOBBIX OTHOIIICHUI C pabOTHUKAMU:

—  TpYJOBOM IOTOBOp;

- KOITNU IMPUKAa30B O IIpUEME, ITEPEBOJaxX, YBOJIbHCHNH, [TOBBIINCHUH 3apa60TH0171
IJ1aThl, IPEMUPOBAHUHU, ITOOHIPCHUAX U B3bICKAHUAX;

—  JHUYHYIO KapTouky 1o dhopme T-2;
—  3asBIIeHHUS PaOOTHHKA, 0OBSICHUTEIHHEIE;
—  JTOKYMEHTBI 0 TIPOXO0XKJIeHUU paOOTHUKOM aTTECTallNH;

—  HWHBIE IOKYMEHTBI, COJiepiKalllfie CBeAeHUs 0 paOOTHUKE, HAX0XKAEHUE KOTOPHIX
B JIMYHOM Jiejie HeoOXoauMo IS KOPPEKTHOro OQOpMIEHHS TPYyHOBBIX
MMPaBOOTHOIIICHUN.

TpynoBble KHMXKKH PaOOTHUKOB XpaHATCS B ceiide, TOCTYIl K KOTOPOMY UMEET
JUpPEKTOp W HaYaJIbHUK OTAeNa KaapoB Koulemka. Jlo MoOMeHTa yBOJIBHCHHS
TPYJOBBIC KHIKKM PAaOOTHWKaM Ha PyKH HE BBINAIOTCS, IPU HATUYUH 3asBICHHS
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pabOTHHMKAa eMy BBIFAeTCs 3aBepeHHas OTAENIOM KaJpoB KOMHS €ro TPyHOBOH
KHHKKH.

[IprHIMIIBI 3aIIUTH IEPCOHAIBHBIX JAHHBIX JOJDKHBI COONONAThCS BO BCEX
cilydasix cOopa, oOpaGoTKM W Mepeladyd HWHIWBUAYAIBHBIX JTaHHBIX KaXIOTO
paboTHHKA.

2. OCHOBHBIE YCJIOBUSA TTPOBEAEHUSA OPABOTKH
HEPCOHAJIBHBIX TAHHBIX PABOTHUKOB

B cootBercTBuu co craTbeit 86 TpynoBoro kojekca Poccutickoit denepanuu B
Helsix obecriedeHus MpaB W CBOOOJ dUeNoBeKa M TpaXIaHWHA JUPEKTOP W OTIEN
KaJIpoB Mpu 0OpabOTKe IMEepCOHATBHBIX NaHHBIX PaOOTHUKA O0O0s3aHBI COOOIATH
oO1ue TpeGoBaHuUs:

O6paboTka  TEpCOHANBHBIX  JAHHBIX  PaOOTHHUKOB  OCYIIECTBIIACTCS
UCKIIFOYUTEIBHO B LelAX oOecledeHusl COOI0AeHUs 3aKOHOB ¥ HWHBIX
HOPMAaTUBHBIX IIPAaBOBBIX AaKTOB, COJEHCTBUS pPaOOTHUKAM B TPYIOYCTPOUHCTBE,
0o0y4eHUH W TPOIBIKEHHWH IO CIyx)0e, oOecrieyeHUH JIMYHON Oe30MacHOCTH
paboOTHHUKOB

Bce mnepcoHanbHBIe MaHHBIE paOOTHUKA MMOMyYaroTcs y Hero camoro. Ecnu
NepcoHaJbHbIE JaHHble pPaOOTHHUKA, BO3MOXHO, ITOJIYYHTh TOJBKO Yy TpeThei
CTOPOHBI, TO TakKHe JaHHBbIE IOJIYYalOTCS OTHIEJIOM KaJpOoB IPU 00s13aTeITHHOM
[IPeIBAPUTEIILHOM IOJy4YeHUH MHUCBMEHHOTro corjiacusi paboTHuka. OTaen KaapoB
JOJDKEH COOOIUTE paOOTHUKY O LIEJNAX, MPeIoaracMblX HCTOYHUKAX H CIIoco0ax
MIOJIyYEHHUs] TIEPCOHAIIBHBIX TAHHBIX, a TAK)Ke 0 XapaKTepe MO JIeIKAIINX TOTyYEeHHUO
MIEPCOHAIBHBIX JAaHHBIX W IOCIEACTBUAX OTKa3za pabOTHUKA JaTh MHUCHhMEHHOE
corjacue Ha uX IMOJydeHHeE.

Otmen kagpoB He WMEET MpaB MOJydyaTb U 00padarhiBaTh IepCOHATbHbBIC
JaHHble pabOTHHUKA O €ro MOJUTHYSCKUX, PEIUTHO3HBIX M WHBIX YOSKICHHSIX HU
4aCTHOM XM3HU. B ciiydasx, HEMOCPEIACTBEHHO CBSI3aHHBIX C BOMPOCAMHU TPYHAOBBIX
OTHOILIEHHH B COOTBETCTBUHU CO cTaTthelt 24 Koncrurynuu P® otnen kagpoB Bopase
nosry4aTh U oOpabaThIBaTh JaHHBIE O YaCTHOW XWU3HU pPaOOTHHKA TOJIBKO C €ro
MUCHMEHHOTO COTJIacHs.

Otnen xaapoB He HMEET MpaBa NoJydaTh U 0OpabaThIiBaTh IepCOHAJIbHBIE
JTaHHbIe paOOTHUKA O €ro 4YJEeHCTBE B OOIIECTBEHHBIX OOBEIUHEHHUSX WA €ro
PO COIO3HON JEeATeNIbHOCTH, 3a HWCKIIOYeHUEeM CJiydyaeB, IMpelyCMOTPEHHBIX
benepaabHBIM 3aKOHOM.

PaGoTHUKHM KoJUIemka JOJDKHBI OBITh O3HAKOMJIEHBI TIOJI PACIHCKY C
TOKYMEHTaMH, YCTaHABIWBAIOIUMH TMOPAA0K 00pabOTKU MEPCOHANBHBIX NaHHBIX
pabOTHUKOB, a TakXe 00 UX IpaBax U 00s[3aHHOCTSIX B 3TOW 00JIacTH.

3. XPAHEHUE U UCITOJIb3OBAHUE NTEPCOHAJIBHBIX TAHHBIX
PABOTHUKOB

[TopsAnOK XpaHEeHWs W HCIOJB30BaHUS IMEPCOHATLHBIX JAaHHBIX PAaOOTHUKOB
YCTaHABIUBAETCA  HACTOSAIIUM TOJOXEHHeM ¢ cobmojeHueM TpeboBaHMM
TpynoBoro kongekca PO.
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CBeneHusi O pabOTHUKAX MPEANPHUITHS XpaHATCS Ha OYMaXHBIX U
3JIEKTPOHHBIX HOCHUTEAX, B CIIELIMAIIBHO JIJIS ATOr0 IMpelHa3HAYeHHOM ITOMEIIEHUN
ornena kaapoB. PaOOTHUKH, UMEIOIIHE JOCTYIlI K IIePCOHAIIBHBIM JaHHBIM
pabOTHUKOB KOJUJIEKa, 0053aHBI COOJ0AaTh MpaBHiia 00pabOTKHA MEPCOHATBHBIX
JTAaHHBIX PaOOTHUKOB M 00eCIeuYnBaTh OTpaHUYEHUE TOCTYNa K JaHHBIM PaOOTHUKOB
TULaM, HEe YIOJIHOMOYEHHBIM 3aKOHOM JIHOO KOJUIEIXKeM IS TOJXYy4YeHHs
COOTBETCTBYIOIIUX CBEJICHUU.

JocTyn k nepcoHabHBIM JTaHHBIM paOOTHUKOB, 0€3 TTOTyYeHUs CTEITHATBHOTO
paspelieHus, UMEIT pabOTHHUKH, 3aHUMAIOIIHE CIeAyIolde JODKHOCTH B
KOJLIEJDKE:

—  JOUPEKTOp KOJUTeIKa;
—  3aM. aupekropa mo YP;
—  pabOTHHKM OyXranTepuu;

—  pabOTHUKH OTAEja KaJpOB.

[Ipu nomyueHnn cBeEHUM, COCTABISIFOIINX MTEPCOHANIbHBIC JJAaHHBIE pa0OOTHHKA,
yKa3aHHbIe JIMIIa UMEIOT IIpaBO IOJIy4aTh TOJBKO Te TepCOHAIbHBbIC IaHHBIE
paboOTHHKA, KOTOPbIe HEOOXOIUMBI JISI BEITIOJTHEHUSI KOHKPETHBIX (hYHKIIHA.

4. HEPEJTAYA INTEPCOHAJIBHBIX IAHHBIX PABOTHUKOB

[Ipn mnepenaye mepcOHANBHBIX JaHHBIX pa0OTHUKA KOJUJIEMKa JOJIKHBI
coOoaThesl Clleyrolne TpeOOBaHUS:

3anpemaercs coobmarh MepCOHANbHBIE JaHHbIE paOOTHHKA TPEThe CTOPOHE
0e3 MUCBMEHHOro corjlacus pa0OTHHKa, 3a HCKIIOYEHHEM CiIy4daeB, KOIrja 3TO
HEOOXOAMMO B LENSIX MpelylpekIeHUs Yrpo3bl )KM3HH U 3I0pOBBIO pabOTHHKA, a
TaKXe B ClIy4asiX, yCTaHOBJIEHHBIX (pefiepallbHbIM 3aKOHOM;

PabGoTHuK, nepemaronyii nepcoHalbHBIC NaHHbIe paOOTHUKA KOJIJIeIKa, 00s3aH
OpenylnpeanuTh JIHUI, MOJIyYJaroIIuX JaHHBIE, O TOM, UYTO 3TH JaHHbIE MOTYT OBITh
UCIIOJIb30BaHbl JIMIIb B LEMAX, I KOTOPBIX OHM COOOIIeHB, U TpeboBaTh
HNOJATBEPXKAEHUE TOro, 4TO 3TO IpaBWIO ObUIo cobmoneHo. Jluma, momyyaromiue
MepcoHaJIbHbIE JaHHble paOOTHUKA, OOS3aHBl COONIONATH PEXKUM CEKPETHOCTHU
(koHbuneHIMANTBHOCTH). JlaHHOE MOJIoKEeHWe He PpacHpoCTpaHseTcs Ha OOMEH
MepCOHATLHBIMH JJAaHHBIMH PaOOTHHUKOB B ITOPSIKE, YCTAHOBICHHOM (efiepalbHbIMU
3aKOHAMU;

3anpeniaercs 3anpamnBaTh HHPOPMALIMIO O COCTOSIHUU 3/10POBbsSI paOOTHUKA,
32 UCKIIIOYEHUEM TeX CBEeIEHUN, KOTOpble OTHOCSTCS K BOIIPOCY O BO3MOKHOCTH
BBITIOJTHEHUS pa0OTHUKOM TPYAOBOM QyHKIINH;

5.IIPABA PAGOTHHUKOB B IIEJIAX OBECITEYEHUSA 3AHIUTDI
INEPCOHAJIBHBIX JIAHHBIX, XPAHAIIINUXCH Y PABOTOIAATEJIA

B 1ensax obecreueHust 3alIUThl IEPCOHANBHBIX TAaHHBIX, XPAHAIIUXCS B OTAEIIE
KaJpOB KOJUIeIKa, paOOTHUKHU UMEIOT IIPABO Ha:

[Monuyro uHOpMaIHO 00 MX NEPCOHAIBHBIX MAHHBIX U 00pabOTKe 3THX
JIaHHBIX;
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CBoOOIHBIN OecIuIaTHBIM JOCTYN K CBOMM II€pCOHAIBHBIM JaHHBIM, BKIIIOYAs
[IpaBO Ha IMOJydeHHe KOTHUU JF0O0U 3amucH, coiepkaliue MepCoOHaTbHbBIC JaHHbIC
pa0oTHUKA, 32 UCKITIOUeHUEM CIIydaeB, MPEyCMOTPEHHBIX (peepaahHbIM 3aKOHOM;

[Tomyyenue ykazanHoW wuHMoOpManuu paOOTHUKAMH, B OTHOIIEHHH CBOUX
[IepCOHANBHBIX JaHHBIX, BO3MOXHO NpHU JUYHOM OOpallieHuH pabOTHHKA B OTHAEI
KapoB WM OyXraJTepuro KoJule[ka. BBIMMCKM W3 JNHYHOro feina paOOTHHKA,
[IPUKa30B U HHBIX JIOKYMEHTOB, CBSI3aHHBIX C paboTo#, BBIIAIOTCS PaOOTHHKY Ha
OCHOBAaHHWU €ro IMMUCbMEHHOTO 3asIBJICHUS] B TEYEHUU TpeX AHEW ¢ MOMEHTa IMojayu
3asBJICHUS,

TpebGoBanusi 00 UCKIIOUCHWH WM WCIPABIICHUNW HEBEPHBIX WM HEMOJIHBIX
[IEpCOHANBHBIX JaHHBIX, a TakXke MJaHHbIX, 00pabOTaHHBIX C HapyUICHUEM
TpeboBanuit TpynoBoro kogekca P®. [Ipu oOHapy)KeHUH HEBEPHBIX, HETIOIHBIX, a
PaBHO MOJIyYeHHBIX ¢ HapyuieHueM TpyaoBoro kojekca PO nmepcoHabHBIX TaHHBIX
pabOTHUK ITOJDKEH OOpaTUThCS Ha HUMs JUPEKTopa KoJuiemka 00 HCIpaBiIeHHH
(MckIrOYeHUHn) TOMOOHBIX cBeleHUH. [Ipw OTka3ze HUCKIIOYHUTHL WM HCIPABUTH
[lepCcOHaNbHbIE JaHHble pa0OTHHKA OH MMEET IPaBO 3assBUThH B MUCHbMEHHOH (Gopme
JUPEKTOPY O CBOEM HECOTJAaCUU € COOTBETCTBYIOIIUM OOOCHOBAaHHUEM TaKOTO
Hecornmacus. IlepcoHanpHBIE [MaHHBIE OLIEHOYHOT'O XapakTepa paOOTHUK HMEeT
IIpaBo JOIOJHUTH 3asIBIIEHUEM, BBIPAXKAIOIIIUM €ro COOCTBEHHYIO TOUKY 3pCHUS;

TpeboBanue 06 U3BEMIEHUN JUPEKTOPOM KOJUIeIKa BCEX JIUIl, KOTOPBIM paHee
ObUIH, cOOOIIEHBI HEe BepHBbIC WJIM HE TOJHBIE MEPCOHANbHBIE MaHHble pabOTHUKA,
000 BcexX MPOU3BEICHHBIX B HUX UCKIIFOUCHUAX, UCIIPABICHUSIX WIH JOMOJTHEHHSX;

O6xanoBaHue B CyJa JIOOBIX HENMPAaBOMEPHBIX MEHCTBHA WU Oe3lelCTBUS
pYKOBOOUTETENSI TPU 00pabOTKE U 3alIUTE €ro MePCOHABHBIX JTaHHBIX.

6. ObA3AHHOCTU PABOTHUKA B IHEJAX OBECIIEYEHU S
JOCTOBEPHOCTHU EI'O HEPCOHAJIBHBIX TAHHBIX

B nemsx obecrniedeHuss AJOCTOBEPHOCTH MEPCOHAIBHBIX JAHHBIX PaOOTHHUKOB
pabOTHUKYU O00SI3aHbI:

= npyd TmnpuemMe Ha paboTy TMpPeNoCTaBiIsATh pPaOOTHUKAM OTAeNla KaJpoB
KoJIJIeXKa JOCTOBEPHbBIE CBEJICHUS O ceOe, B OpsIKe U 00beMe, IMPelyCMOTPEHHOM
3aKoHoaarenscTBOM Poccutickoil @enepanuu;

s B cllydae HW3MEHEHUS CBEJICHWI, COCTaBJIMIONINX IIEPCOHAIBHBIE IaHHbBIC
paboTHUKOB ((hamMuIus, UMs, OTYECTBO, aJpec, MaclOPTHBIEC JTaHHBIE, CBEACHUS 00
o0pa3oBaHUM, COCTOSHHUA 3A0pOBbsA (IIpU BBISBIICHUM B COOTBETCTBHUHU C
MEIULMHCKAM 3aKIIOYeHUEeM IPOTUBOTIOKA3aHUH IS BBHITTOJHEHUS] paOOTHUKOM
paboTHI, OOYCIOBIEHHOW TPYAOBBIM JIOTOBOPOM) U T.I.), €OOOIIaTh 00 3TOM
paboTHHUKAM OTHeNa KaJapoB KoJUie[ka B TedeHUe 5 pabouux AHEH ¢ JaThl 3TUX
U3MEHEHUH.

7. OTBETCTBEHHOCTD 3A HAPYIIEHUE HOPM,
PEI'YJUPYIOIINX OBPABOTKY N 3AINMUTY HEPCOHAJIbBHBIX
JAHHBIX PAVOTHUKOB

B coorBerctBun co cr. 90 TK P® numa, BUHOBHBIE B HApYLIEHUH HOPM,
PETYNUPYIOMIUX IOJydeHne, 0oO0paboTKy W 3alluTy IIEPCOHANBHBIX JaHHBIX
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p3.6OTHI/IKa, YCTaHOBJIEHHBIX HeﬁCTByIOIHHM 3aKOHOOAaTCJIbCTBOM M HACTOJIINM
HOJIO)KGHHGM, HECYT HOUCHUIUIMHAPHYXO, AaIMHHHCTPATUBHYIO, TPaAXIaHCKO-
IpaBOBYIO HJIIK YTOJIOBHYIO OTBETCTBECHHOCTH B COOTBETCTBUU C (I)eﬂepaHBHI:IMI/I
3aKOHaMH.

8. SAKJIIOYNTEJIBHBIE INTOJOXKEHWA

Hacrosimmee IlomoxeHune BCTymaeT B CHIY € MOMEHTA €ro YTBEPXKICHUS
JAPEKTOPOM KOJLJIEKA.

HN3menenmne u nonojHeHUs: B Hactosiee [looxxenrne MOryT 6I>ITI> BHECEHBI Ha
OCHOBaHMHU IMPUKa3a IUPEKTOpa KOJIeKa.

Hacrosimee Ilonoxenne paspaboTaHo B COOTBETCTBUM € 3aKOHOIATEIHCTBOM
Poccuiickoit ®enepanuu. B ciydae W3MeHEHEHUs HOPM 3aKOHOIATEIbCTBA
Poccuiickoit ®enepariun 00 OXpaHE IIePCOHATBHBIX JAaHHBIX PaOOTHUKOB
HacTosee [looxeHne NOMKHO OBITH MPUBEJEHO B COOTBETCTBUE C JIEHCTBYIOIIUM
3aKOHOJATEILCTBOM.
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