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0 60PADOTIKE TiepcoHANLHBIX JAHHBIX PAGOTHHKOB M 06YYAKOIHXCS
B MYHHIHMNAJbHOM OIO’KETHOM YYpesKIeHHH I0NOJTHHTEILHOr0 06pa3oBaHus
/oM nerckoro TBopyecTBa craHuubl KpbL10BCKO# MyHHIMIIAILHOTO oOpa3oBaHusn
KpbuioBckuii paiion

1. O0mue moJ1oKeHUus

[.1." llonoxenue 06 06paboTke NEPCOHANBHBIX MAHHBIX pPabOTHHKOB | o0y4aromuxcs
MYHHMIHUNAIBHOTO OIO/KETHOTO YYPEXKACHHS IOMOJIHHTEIHLHOr0 00pa3zoBanus JIOM IETCKOTO
TBOPYECTBA CTaHMIBI KPBUIOBCKO# MyHUIIMNIIaNBHOTO 06pasoBanus KpeltoBCKuii paiioH (nasee -
-MbYJZIO JIT) paspaGorano B coorBercTBuM ¢ KoHcTHTymmed Poccuiickoit Denepanum,
['paxxnanckum  komekcoMm Poccuiickoit ®enmepamun, TpyaoBBIM KOIEKCOM POCCHICKOM
Genepanun (nanee — TP P®D), denepansupm 3akorom ot 27.07.2006 roma No 149-®3 «06
HHQOpManuK, MHQOPMAIIMOHHBIX TEXHOJOTHAX H O 3aIlluTe HHGBOPMALHHY, QenepanbHBIM
3aKk0HOM 0T 27.07.2006 roma Ne 152-®3 «O nepcoHaIbHBIX JAaHHBIX», HHBIMH HOPMATHBHEIMH
aKTaMH, ICUCTBYIOIIUMH Ha TeppuTOpuH Poccuiickoit denepannu (nanee - POD).

1.2. [lonoxenue onpenenser nopsaok cbopa, XxpaHeHHs, KOMOMHUPOBAHHS, nepesavyu v JJrdoro
ApPYToro HUCIOIb30BAHMA NIEPCOHAIBHBIX JaHHBIX paOOTHUKOB U obyuaromuxcs MBY IO JUIT B
COOTBETCTBHH C 3aKOHOIATEILCTBOM PO.

[.3. [leiicTBHe HaCTOsINEEe IOJOXEHHS pACIpOCTpaHAeTcs Ha pabOTHHKOB OpraHu3allyH,
UMEIOIIMX IIPaBO OOCTYIIA K IIEPCOHAIBHBIM JaHHBIM.

2. OcHOBHbBIE MOHATHHA
B HacTosmem ITonoxxeHnn HCIoNb3yIOTCs CleyIOIIe OCHOBHBIE TIOHITHS:

a) IlepcoHanpHble naHHBIE — HHOpPMAIHS HEOOXOMHUMas pabOTONATENIO B CBI3H C TPYAOBBIMH
OTHOIICHUSMH M Kacarollasicsi KOHKPETHOTO paDOTHHKA, a TAK)KE CBEJICHHS O (haKTaX, COOBITUSIX
H 00CTOSATENBCTBAX XKU3HK PaOOTHHKA M 00Y4aIOIIErocs, IO3BOJISIONINE HASHTH(GHIIHPOBATE €I0
JINYHOCTH;

0) OOpaboTka mepcoHaNpHBIX AAHHBIX — 0GOE IeicTBHE (Omepaunus) WM COBOKYITHOCTD
JICHCTBUH (OIlepallyii), COBEPLIAEMBIX C HCIIOJb30BAHMEM CPEJCTB aBTOMATH3ALUH HIH 0e3



HCIIOJIE30OBAHUS TAKMX CpPEACTB C IIEPCOHAIBHBIMH JAHHBIMH, BKJIIOYAS cOop, 3amuce,
CHCTCMaTH3allMIO0, HAaKOIUICHHE, XpaHEHHE, yTouHeHHe (0OOHOBJIEHHE, M3MEHEHHE), U3BJICUCHHUE,
HCIIOJIB30BAaHUE, IIE€pelady (paclpoCTpaHEHHE, IIPENOCTABIICHHUE, JOOCTYyIl) 00€3IHYnBaHue,
OJIOKHpPOBaHUE, yIaJIeHHE, YHUUTOKEHUE [IEPCOHAIBHBIX JaHHBIX;

B) paclpOCTpaHEHHE IIEPCOHATBHBIX NAaHHBIX — JICUCTBUS, HANPABIECHHbIE HA PACKPHITHE
[IEPCOHAIEHBIX NaHHBIX PA0OTHHUKOB U 00YYAIOIIHXCsI HEOIIPEIENIEHHOMY KpYry JIHIL;

) TMPENOCTaBICHHE II€PCOHANBHBIX JAHHBIX — JICUCTBUS, HANpaBJCHHBIE HA pAacKpPBITHE
[ICPCOHATBHBIX ~ JAaHHBIX paOOTHHKOB H  00YyYalOUIHXCs ONPENEIICHHOMY JIHIy HJIU
ONPEACIIEHHOMY KPYTY JIHILI;

1) HHPOPMaALMOHHAS CHCTEMA ITePCOHATBHBIX TAHHBIX — COBOKYITHOCTB COAEp Kalmuxcsa B 0azax
[ICPCOHATIHBIX NaHHBIX U O0ECHEYHBAIOIINX UX 00paGOTKY HMHGMOPMAMOHHBIX TEXHOJIOTHH M
TEXHHYECKUX CPECTB;

€) YHHYTOXXCHHE IE€PCOHATbHBIX NAaHHBIX — JICUCTBHS, B pE3yJabTaTe€ KOTOPHIX CTAHOBHTCS
HEBOSMOKHBIM - BOCCTAHOBUTH  COAEPXKAHHE IMEPCOHANBHBIX JAaHHBIX B HH(BOPMAHOHHON
CHCTEMC NIEPCOHAIBHBIX NaHHBIX PaOOTHUKOB M (MJIM) B pe3yJIbTaTeé KOTOPBIX YHUYTOXKAKOTCS
MaTCPHAJIbHBIC HOCHTEIH IEPCOHANIBHBIX JaHHBIX PAOOTHHUKOB H 00YYaIOIIUXCS:

) HH(pOpMauus — cBeJIeHus (COOOIIEHHS], aHHbIE) HE3aBUCHMO OT (DOPMBI HX IIPEICTABICHUS:

3) JOKYMEHTUPOBaHHas MH(OpMALIUSI — 3a(DUKCHpPOBaHHAs HAa MATEPHATLHOM HOCHTEJIE IyTEM
JAOKYMEHTHPOBAaHHS HHQPOPMAalLUU C PEKBU3UTAMH, I103BOJISIOIINMH ONPEIEIUTh TaKYIO
HH()OPMALIHIO HITH €€ MAaTEPUAIbHBIN HOCHTEID:

) aHKeTa — JOKYMEHT, COAEPKAIIHH MepeyeHb BOIIPOCOB O NEPCOHAIBHBIX JAaHHBIX paOOTHHKA
HJTH 00yyYaroIerocs.

2.2. IlepcoHanbHble naHHBIE PaGOTHHKOB W O0yYaroIMXCsl UCIOJIB3YIOTCS B OPraHU3allMH B
LEJISIX BBIITOJIHEHUS TPeOOBAHUIA:

a) TPYAOBOTO 3aKOHO/ATENIBCTBA IIPH IpHeMe Ha paboTy U 3aK/TIOYeHHH TPYAOBOI'O JOTrOBOpa, B
[TPOLECCE TPYNOBBIX OTHOLUCHUH, IPH IIPEIOCTABICHHH rAPAHTHH U KOMITCHCALIHIA:

0) 3aKOHOIATENBCTBA B 00/1aCTH 0OPA30BaHUS, B TOM YHCIIE JTOMOMHHTENLHOIO oOpa3oBaHu4;

B) 3aKOHOJATEJIbCTBA O BOMHCKOM OOS3aHHOCTM M BOEHHOI CIy’)KO€ MpH IOCTAHOBKE
pabOTHHUKOB Ha BOUHCKHI yueT H GpOHHPOBAHHE rpakaaH, IpeObIBAIOIINX B 3aI14Ce;

) 3aKOHOJATENIbCTBA B CBSA3H C HCYMCIEHHEM M YILUIATON HAOra Ha JOXO.L (pu3nueckux u, a
TaK¥KE CTPaxoBBIX B3HOCOB Ha NOOPOBOJIbHOE M 00s3aTeIbHOE MEIUIMHCKOE, MEHCHOHHOE W

COLIHAJIBHOE CTPaxOBaHUE;

1)  [EHCHOHHOTO  3aKOHOAATEeJbCTBA  IIPH QOPMHpPOBAaHUH M  INIPEACTABICHHH

[IEPCOHM(QHUIUPOBAHHBIX MaHHBIX O KakIOM IOJIyYarTesie 0XOJIOB, YYUTBIBAEMBIX IIpH
HATHCIICHAM CTPaXOBBIX B3HOCOB Ha 0OPOBOJIbHOE M 00SA3aTENbHOE IEHCHOHHOE CTPAXOBAHHUE H

o0ecrieueHue;



€) 3aIl0JIHCHHE NIEPBUYHON CTATHCTHYECKOH NOKYMEHTAIMH B COOTBETCTBUH ¢ [10CTAHOBICHIEM
['ockomcrata Poccuu ot 05.01.2004 roma Ne 1 «O6 YTBEPXACHHH YHH(UUIHUPOBAHHBIX (HOPM
[NEPBUYHOH YYETHOM JOKYMEHTALUHU I10 yYeTy TPyAa U €ro OIIaThI»:

) 3alOJIHEHHE €XETOJHOM CTaTHCTHYECKOW NOKYMEHTAllMH B OOJIACTH IOMOTHHTEILHOLO
00pa30oBaHus B COOTBETCTBMH C IIpHKa3zaMu Poccrara.

2.3. CBelleHHs O NMEpPCOHATBHBIX JAaHHBIX PAOOTHHKOB M 00y4aroIUXCsl OTHOCATCA K YHCIIY
KOHQUAECHIHANbHBIX. PaGOTHHKM OpraHu3aiyuy, MOTyYHBIIHE JOCTYIl K II€PCOHAJIbHBIM
NaHHBIM, O0S3aHbl UX HE PACKphIBAaTh TPETHHM JIMIAM M HE PacIpPOCTPAHATH [IEPCOHAJIbHBIE
JlaHHbIE Oe3 cornacus pabOTHHKA, POAUTENEH 00yJaroIuxcs (3aKOHHbIX [IPEACTABUTETICH ).

2.4. HWHbpopmanms, npemocTaBisieMas paGOTHHKOM IIpH MOCTYIUIEHMH Ha paboTy B
OPraHu3aliio, AODKHA HMETh NOKYMEHTHPOBaHHYIO (opMmy. [Ipu 3akiroyeHuH TpymoBoro
JI0rOBOpa MOCTYNAKOIIUK Ha paboTy, HOJDKEH NPEACTABUTH CIEAYIOLINE TOKYMEHTBI:

- IAaCTIIOPT WJIK MHOH JOKYMEHT, YAOCTOBEPSIOIIHI THYHOCTE,

- TPYAOBYIO KHHIXKKY, 3a MCKIIOYCHHEM CIy4aeB, KOIIa JOrOBOP 3aK/IIOYAETCs BIEPBBIC HJIH
pabOTHHK IIOCTyNaeT Ha paboTy Ha YCIIOBHSIX COBMECTHUTENHCTBA HIIH TPYyHAOBasi KHHIXKKA V
pabOTHHKA OTCYTCTBYET B CBS3HU C €€ YTPATON MK [0 JPYTHM IPHYUHAM:

- CTPaxOBOC CBUIETEIBCTBO rOCYAApPCTBEHHOTO IIEHCHOHHOTO cTpaxoBanus (CHUJIC);

- AOKYMCHTBI BOMHCKOI'O Y4€Ta — IS JIML, [MOJICXKAIIIUX BOUHCKOMY YYETY;

- IOKyMEHT 00 00pa3oBaHHMM, O KBATHGHUKALMHM WIM HATHYMH CIIELMAIbHBIX 3HAHWM — pH
[IOCTYIJIEHMH Ha paboTy, TpeOyIOIHX CIEeNHATbHBIX 3HAHHM HIIM CHIELHATBHOM TT0TOTOBKH:

- CBHIIETEJILCTBO O NpucBoeHuH MIHH (nipu ero Hanuumu y paGotHuKa);
- 3aKJIFOYEHHUE T10 Pe3yJIbTaTaM IMPOXO0XKIAECHUS METUIIHHCKOTO OCMOTPA;

- BOJHUTEJIBCKOC YIOCTOBEPEHHE, €CIM 3TO TPeOyeTCs B CBS3H C BBIIOJHEHHEM- TPYIOBOM
(GyHKUIMH paOOTHHKA;

- cipaBky, BbutaHHylo OMBJL Poccrn, 06 orcyrerBun (Hanuuuu) cyaumocTd U (wmm) daxra
YTQJIIOBHOTO IpECIENOBaHUs JIMOO O MpEeKpallleHud YTrOJIOBHOIO IIPECIEAOBAHUS  TIO
peabMIUTHPYIOIIUM OCHOBaHHMAM (TIPH IOCTYIIEHHH Ha paboTy, K KOTOPOH B COOTBETCTBHHU C
IP P® unu uneiM ®enepanbHbM 3aKOHOM HE JONMYCKAIOTCS JIMIA, UMEIOIINE HIH HMEBIIHE
CyAUMOCTb, MMOABEPTarOILHECS UIIH ITOJBEPTaBIIHECS YTOJIOBHOMY IIPEC/IENOBAHUIO).

2.4.1. Ilpu 3aumcieHMH OOydYaromKecs IODKHBI IPEIOCTABHTE CJIIEAYIOLIIUE JOKYMEHTBI,
COJZI€pIKalllie NEPCOHAIbHBIE JaHHBIE:

- IacmopT, CBUACTEIILCTBO O POXKICHUH HIIM HHOHM JJOKYMEHT yIOCTOBEPSIOIIMUH JTHYHOCTD!

- MEIUIHMHCKYIO CIpaBKy O BO3MOXXHOCTH 3aHMMaTbCsi B BBIOPAHHOM OOBEIUHEHHH
(0OOBEIMHEHHUSIX);

- CTPax0OBO€ CBU/IETEJILCTBO I'OCYAAPCTBEHHOTO NMEHCHOHHOT0 cTpaxoBanus (CHUJIC).



2.5. B 1OKyMeHTBI H HHOPMALMOHHEIE CHCTEMBI yYeTa [IepcoHaga paboToaaresieM BHOCUTCS
HH(OpMaLKs, COAepIKaLIas CIeAyIOIINe IePCOHATbHBIE TaHHBIE pabOTHHKA:

- o0mue cBenenus (haMuIHs, UMs, OTYECTBO, 1aTa POXKIACHHUS, MECTO POXIOECHUS, I'PaXKIaHCTBO,
obpasoBaHue, podeccus, cTax paboTsl, COCTOIHHE B Gpake, aCIIOPTHEIE JaHHBIE);

- CBEIICHHSI O BOMHCKOM YYETE;
- JaHHBIE O IIpUEME Ha paboTy;

- CB€ICHHUS 00 aTTecTalluHu;

- CBEJICHHUS O ITOBBILICHUHN KBAJIH(PUKALIUHN;

- CB€ICHHS 0 IPO(PECCUOHATILHOM ITEPENOArOTOBKE;

- CB€JICHU O Harpaaax (IMOOLIPEHHUSX ), TOYETHBIX 3BAHUSIX

- CBE€ZIEHUS 00 OTImycKax;

- CBEACHHS O COLIUAIBHBIX rapaHTHIX

- CBCIICHHS O MECTE JKUTEJIbCTBA (10 NNAaCHOpTy U (PaKTUUYECKH) U O
KOHTAKTHBIX TeJie(hOHAaX;

- bnoMeTpryecKue nepcoHaIbHble AaHHbIE (GoTorpadun).

2.5.1. B 1oKyMeHTBl M HH()OPMALMOHHBIE CHCTEMBI YueTa 00y4aroluxcss BHOCHUTCS
HH(pOpMaIHs, coaeprKalas CjaeyIoIIxe IEPCOHANBHBIE JaHHBIE BOCTUTAHHHUKA:

- CBCACHHS, COACPXKALIIUECI B CBHICTEIILCTBE O POXKIACHHUHU, IMACIIOPTE HUJIH HUHOM HJOKYMCHTE,
YAOCTOBCPAOIIUX JINYHOCTH,

- KH(OpMalHs, COAEPHKAIIANACS B IMYHOM Jeje 00yJaroIerocs:

- MHQOpMalus, colepKallasics B JHYHOM Jelle 00y4aromerocs, JUIIEHHOIO POAUTENIECKOIO
[IOTICYECHHUS;

- CBCJICHHM S, COACPIKAILUECs B JOKYMEHTAaX BOMHCKOTO y4eTa (IIPH MX HATUYUH);
- HH(OpMaIHs O COCTOSHHH 30POBbS 00yUYaIOIIErocs:

- JOKYMCHT O MCCTEC IIPO>XKHUBAHUHI,

- CBCACHMS, CTPaxoOBOrO CBHMICTENBCTBA TIOCYAapCTBEHHOTO IIEHCHOHHOTO CTpPaxOBaHHS
(CHUJIC);

- HHBIC CBCZICHH .

2.6. K 1oxymeHTaM, COMepIKallliM IEPCOHANbHEIE TaHHBIE paOOTHHUKA, OTHOCATCS CJIEAYIOLIHE
JOKYMEHTBI IEPCOHAIBHOI'O y4YeTa:

- TPYAOBLIC IOroBOpa U AOIOJIHUTEJIBHBIE COTJIAILIEHUS K HHUM,



- AOKYMCHTBI O IPOXOXACHUH 00YYEHHUS, CTAXXHPOBKH, HCIIBITATEILHOIO CpoKa;
- AOKYMEHTEI O IIOBBIICHUH KBATM(UKALUH (TIPOTOKOJIBI, CIIPABKH, CBUAETE/ILCTRA U’ T.1.);

- AOKYMCHTBI CBS3aHHBIC C IIPHUBJICYCHHEM PAOOTHHKA K OTUCHHUIIMHAPDHON OTBETCTBEHHOCTH
(cityxeOHBIE 3aUCKH, NOKJIaIHbIC, OOBACHUTEIIBHEIE U T1.);

- AOKYMCHTEBL O COCTaBE CeMbU pabOTHHKA, HEOOXOAUMBIE [UIS TIPE0CTABIICHHS €My I'apaHTHH,
CBA3aHHBIX C BBIITOJIHCHHEM CEMEHHBIX 00I3aHHOCTEI:

- AOKYMCHTBI O COCTOSIHUM 3I0DPOBBS JeTeil U JAPYIUX OJIM3KUX POJCTBEHHHKOB, KOIIa C
HAJIHTHCM TaKMX JOKYMEHTOB CBSI3aHO IIPENOCTABJICHHE paOOTHUKY Kakux JIHOO rapaHTui U
KOMII€HCAIIUH;

- AOKYMCHTBI, NOATBEPXXAAOIIHUE IIPABO HA JOIOJIHUTEILHEIE FapaHTHH U KOMIIEHCAIUH IIO
OLPCACTICHHBIM OCHOBAaHHUEM, IIPENYCMOTPEHHBIM 3aKOHOIATEIECTBOM P®;

- JOKYMEHTBI O OE€pEMEHHOCTH DPabOTHHKA W BO3pacTe IE€TEeH I IIPENOCTABJIEHUH MaTepH
(oTy, apyrum POACTBEHHHKAM) YCTAaHOBJIEHHBIX 3aKOHOM YCJIIOBUH TpyJaa, TapaHTUH M
KOMIIE€HCAIlHH;

- IMLIEBOU CYET U HAUMEHOBaHUe OaHKa, Ha KOTOPBIH NI€PEUYHCIIIETCS 3apaboTHAS 1J1aTa;

- AOKYMCHTBI, CONPOBOXAAKOIIKE NPOIECC OPOPMIIEHHS TPYAOBBIX OTHOIICHHUI IIpH IPHEME Ha
paboTy, epeBoie, YBOJIbHEHHH:

- MaTCPHAJIBI II0 aHKETHPOBAHHIO, IIPOBENECHUIO COOECEN0BAHMI ¢ KAHIUIATOM Ha NOJDKHOCTD:;
- IOZVIMHHUKH ¥ KOIUH NPUKA30B U PaCIOPSHKEHHUE 110 [IEPCOHAITY;
- IOKyMEHTBI, COACPIKAIIUE OCHOBAHUS K IIPHKA3Y 10 JINYHOMY COCTaBY;

- CIPaBOYHO-UH(POPMAIIHOHHBIE JAHHBIE [0 [IEPCOHAITY (KapTOTEKH, XYpPHaJIbI);

- NQ/UIMHHUKH W KOIIUH OTYETHBIX QHATUTHYECKUX M CIPABOYHBIX MaTe€pHaJIOB, MepeaaBaeMbpIX
PYKOBOJACTBY OpraHHU3alllH;

- KOIHH OTYETOB, HANPABIAEMBIX B TIOCYJIapCTBEHHBIE OPraHbl CTATHCTHKH, HAJIOTOBLIE
HHCIICKIIUH M IPYTHUE YUPEIKICHUS,

- CIIPABKHU O JI0X04aX (PU3HYECKOro JIUIIA;

- PCCCTPEI CBCNICHUH O HAYHCICHHBIX M YIUIAYEHHBIX CTPaxOBBIX B3HOCAX HA 06S3aTelIbHOE
[ICHCHOHHOE CTpaXOBaHHE M CTPAXOBOM CTa)ke 3aCTPAXOBAHHBIX JIMII:

- PacHCTel II0 HAYHCJIEHHBIM M YIUIAYEHHBIM CTPAaxOBBIM B3HOCAM HA IOOpOBOJIBHOE U
00s3aTeIbHOE  MEINMIUHCKOE M  COLMAIBHOE CTpaXOBaHWE€ Ha CiIy4yall BpEMEHHOI
HETPYOCIIOCOOHOCTH M B CBSI3H ¢ MATEPHHCTBOM H IO 00s13aTEILHOMY COLHAIEHOMY



CTPaXOBAaHHIO, OT HECYACTHBIX CIy4aeB Ha NPOM3BOACTBE H NMPOGhECCHOHATbHBIX 3a00JIeBaHUH, a
TAaKKe€ I10 pacXoJaM Ha BBIILIATY CTPAXOBOT'0 00ECIIEUeHHS:

- PCCCIPHI Ha OIIaTy INCHCHOHHBIX B3HOCOB, YAEPXKAHHBIX W3 3apabOTHOM IIATHl COLIACHO
SAIBJICHUIO M 3aKNIOYCHHBIM JIMYHBIM  JIOTOBOPaM  HErOCYJApCTBEHHOTO IEHCHOHHOIO

obecneuenus (HIT10);
- BCIOMOCTH Ha MEPEYHCIICHUE 3apabOTHOM I1J1aThlI:
- CIIPABKH IT0 MECTY TpeOOBaHUS;

- INTATEXHBIC [IOPYYCHHS HAa EPEYUCIICHHE yIep)KaHUM U3 3apabOTHOM ILIATHL

3. IToryyeHHne nepcoHaJLHBIX JAHHBIX
3.1. IlepconansHble nanHble paboTHHKA MPEIOCTABIISIIOTCS CAMUM PaOOTHUKOM.

3.1.1. IlepconanpHble naHHBIE 06y4Yaromerocs IPENOCTABIISIIOTCS POAUTEISIMH (3aKOHHBIMH
IPEJICTABUTEIISIMH );

3.2. PaboronaTens HOMKEH COOOLIUTE PabOTHHUKY M NPEICTaBHTEIO OOYYAIOIIHXCS O LEJIAX,
HPCANOIAraéMpIX HCTOYHHMKAX M Crocodax MOJy4YeHHUs! NMEPCOHAIBHBIX MaHHBIX, 4 TAKXKe O
AAPaKTCpE IOMTEKAMNX IOIYyYCHHIO NMEPCOHANBHBIX NAHHBIX M IOCTEIACTBHSX OTKAa3a IaTh
MMCBMEHHOE COTJIaCHE Ha UX IOJIYYEHHE.

3.3. PaboTHMK M 3aKOHHBIE IPEACTABUTENH oOyyaromerocss o00si3aHbl  NPENOCTABIIATE
IOCTOBEPHYIO HH(OpPMAaLHUIO 0 cebe MM CBOUX AeTsaX. PaGoTonaTens [IPOBEPSIET JOCTOBEPHOCTH
CBCAICHHH, CBEpsis [aHHbIE, NPEICTaBIEHHbIE PAGOTHHKOM C HMEIOIIUMHUCS y pabOTHHKa
IOKyMeHTamu. lIpencraBienue paGoTHHKOM MOUIOXKHBIX JOKYMEHTOB MM JIOKHBIX CBEICHHH
[IPH IIOCTYTIJICHUH Ha paboTy SBJISETCS OCHOBAHHUEM JUIS PACTOPIKEHHS TPYJIOBOI'O JOTOBOpA.

3.4. Ilpy H3MEHEHHHM IEPCOHAJBHBIX JAHHBIX paOOTHMK MM 3aKOHHBIM IIPEICTABUTED
00y4aromerocss MJOJDKEH IIPEJOCTABUTH OpraHH3allMd B CpOK, HE€ IIpeBBINANOIMN 14
KQICHAAPHBIX JHEH, KOMHIO JOKYMEHTa, ITOATBEPKIAIOIMEr0 H3MEHEHHE IEPCOHAJIbHBIX
JAHHBIX.

3.5. Ilpu mocryruieHun Ha paboTy pabOTHHK 3aMOJHSET aHKeTy 1o opme T2.

3.6. AHKeTa 3amoJHSETCS PaOOTHUKOM CaMOCTOSTENBHO. Ilpu 3amonHennu aHkeThl paGOTHUK
JI0JDKEH 3aIONHATH BCE €€ Ipadbl, HA BCE BOIPOCHI JaBaTh IIOJIHBIE OTBETHI, HE JIONYCKaTh
HCIIPaBJICHUH WM 3a4ePKHBaHMH, IPOYEPKOB, IOMAPOK B CTPOTOM COOTBETCTBHH C 3aIIUCSMH,
KOTOPBIE€ COACPIKATHCS B €0 JIMYHBIX JOKYMEHTAX.

3.7. AHKeTa XpaHHTCS B JIMYHOM Jeje paGOTHHKA. B JIHYHOM Iele Takke XPaHATCS HHBIE
AOKYMCHTaM NIEPCOHANIBHOTO y4€Ta, OTHOCSILIMECS K IEPCOHATIBHBIM JJaHHBIM PabOTHHKA.

3.8. Ilpu 3ayucinenuu oOydaromerocs ero POUTENH (3aKOHHBIE MPEICTABUTENN) 3aAIOTHIIOT
AOKYMCHTALMIO B COOTBETCTBHM C IEPEYHEM JOKYMEHTOB XPAHALIMXCS B JIMYHOM Jejie
oOyyaromierocs.



3.9. B tnunoe neno paboTHHKA mpHIaraeTcs oaHa doTorpadus pazmepom 3x4 cw.

4. O06paboTKa mepCcoHANbHBIX JaHHBIX

4.1. O0ume TpebGoBaHUS NpH 00pabOTKE MEPCOHANBHBIX NAHHBIX paOOTHUKA U TapaHTHH HUX
3alIUTEI onpeneseHnl ¢T.86 TK PO.

4.2. O0OpaboTKa NepCOHANTBbHBIX JaHHBIX PabOTHHKA OCYIIECTBJISIETCS UCKIIIOUMTEIBHO B IEJISX
obecrieueHus COOMIONECHHUS 3aKOHOB M HMHBIX HOPMATHBHBIX IPAaBOBBIX aKTOB, COACHCTBHE
PabOTHHKAM B TPyNOYCTpoiicTBe, 00yUeHHEe U MPOoheCCHOHATBLHOM pocTe, 00eCIeYeHUs THYHOU
0e30macHOCTH pabOTHUKOB, KOHTPOJNS KauyecTBA M KAuecTBAa BBIIOIHIEMOR paboThl M

00€CreYeH s COXPAaHHOCTH JIMYHOIO HMYIIECTBA.

4.3. llepcoHanpHble JaHHBIE paOOTHHKOB U 00YYAIOMMXCS MOTYT OBITH MOJIYYEHBI, IIPOXOIUTE
JANbHENIIYI0 00pabOTKy U IepeaaBaThCs HA XpaHEHHE KaK Ha OYMasKHBIX HOCHUTEJISIX, TaK U B
QNICKTPOHHOM BHJE (IIOCPEACTBOM HH(POPMAHOHHOM CHCTEMBI).

4.4. B nensax o6paboTKM NEepCOHATBHBIX JAHHBIX paboTonarens 00s3aH IOJYYUTH COTJIACHE
paboTHHKA M poauTenell 00ydaromuxcsi (3aKOHHBIX [peacTaBuTeNIel) Ha 00paboTKy ero
NEPCOHAJILHBIX JaHHBIX.

4.5. llpu nepenaye nepcoOHaNbHBIX JAHHBIX OPraHHU3AlMS JOKHA COBIIONATE ) (1% 0111505
TpeOOBaHHUS:

a) He co00IIaTh NMEPCOHAIbHBIE JaHHBIE TPETHEl CTOpOHE 0€3 MUCBMEHHOI'0 COrJIacusi, 3a
UCKITFOYCHHCM CJIydaeB KOra 3TO HEOOXOAMMO B LENAX NPENYNPEKACHHS Yrpo3bl XKHU3HH M
3M0POBBIO  pabOTHHKA HJIM OOYYaloINerocs, a TakkKe IPYTHX ClIy4dasX, YCTaHOBJICHHBIX

3aKOHOOATeIbCTBOM PO

0) He cooOmaTh NepcoHaNbHBIE IaHHBIE pPAGOTHHKA B KOMMEPYECKUX LEeNIxX 0e3 ero
[TUCBMEHHOI'O COTJIACHS;

B) NpeRyNpeanTh pabOTHHKOB, OCYIIECTBIISIOMHUX cOOp, 00paboTKy, XpaHEHHE M. Iepenauy
[ICPCOHAJIPHBIX JAHHBIX O TOM, YTO 3TH JAHHBIC MOTYT OBITH UCIOJIB30BAHEI JIUIIb B IEJIAX, IS
KOTOPBIX OHHM COOOIUECHBI W TPeOOBATH OT ATHX JIMI[ IOATBEPXKAEHHS TOTO, YTO ITO [IPABHJIO
coOmoaeHo. Jluna, monyyarommpe NepcoOHANbHBIE NaHHBIE paboTHHKa, 00s3aHBI COOJIIOIATH
KOH(PUACHIIHAITBEHOCTB)

I) paspemiats JOCTYN K NEePCOHAIbHBIM IAaHHBIM PabOTHHKOB ¥ O0yYaroMuXxcs TOJBKO TEM
pabOTHHKaM, KOTOPBIE HMEIOT IPaBO OCYLIECTBIATH cOOP, 00paboTKy, XpaHEeHHE W Iepeady
[ICPCOHAIIPHBIX NaHHBIX, [IPH 3TOM JaHHbIC PAOOTHHKH JOJIKHBI HMETh IIPABO I10JIyYaTh TOJBKO
T€ NEpCOHAIbHBIE NAHHBIE PabOTHUKA, KOTOPbIE HEOOXOAMMBI Ui BBHIOJHEHUS KOHKPETHBIX

G yHKIMI;

J) HE 3alpamuBaTe MHYOPMALHMIO O COCTOSHHUH 3I0POBbS paOOTHHKaA, 3a HCKIIIOUEHHEM TeX
CBEZICHUH, KOTOPBIE OTHOCATCS K BOIPOCY O BO3MOYKHOCTH BBIIOIHEHHUS PaGOTHHKOM TPYAOBOH

byHKIMY;

€) NepefaBaTh IEPCOHATbHBIC JaHHBIE PabOTHHKA IIPeICTABHTENSM pabOTHUKOB B IOPSJIKE,
yCTaHOBICHHOM mopsaakoM IK P® wu orpanuumBare 3Ty uHObOpMAIMIO TONBKO TEMH



[ICPCOHATIEHBIMH TAHHBIMH pPaOOTHHKA, KOTOPBIE HEOOXOAMUMBI JUISl BBIIONHEHHS YKa3aHHBIMH
[PEACTABUTESAMHU UX QYHKIIHIA.

S. XpaHeHHe U 3alIUTA NEePCOHAIBHBIX JAHHbBIX

S.1. Bee omepanmnu mo odopmienuio, GopMHUPOBaHHIO, BEIECHHIO W XpaHEHHUIO HH(pOpPMAaIIHH,
COAEpXallled IE€PCOHAJIBHBIE JaHHBIE, IODKHBI BBIIOJHATCS TOMBKO TEMMU paOOTHHKaMH,
KOTOPBIC  OCYINCCTBIIAIOT IaHHYIO pabOTy B COOTBETCTBHH CO CBOMMH OOS3aHHOCTSMH,
3a(DUKCHPOBAHHBIMH B HX JO/DKHOCTHBIX HHCTPYKI[HSX.

5.2. OTBETCTBEHHOCTh 3a OPraHU3aLHUI0 06PaGOTKH [ICPCOHAJIBHBIX NAaHHBIX BO3JIaracTcs Ha
AOJDKHOCTHOE JIMLO, HA3HAYaeMO€ IIPUKA30M JHPEKTOPA.

5.3. JIonmyck K mepcoHalbHBIM JaHHBIM pabOTHHKA pa3speIIeH TODKHOCTHEIM JIMLAM, KOTOPBIM
[ICPCOHATIbHBIC TaHHBIE HEOOXOIAWMBI JUIS BBINOJIHEHHS KOHKPETHBIX TPYIOBBIX GyHKIIHIA.
CHHCOK JIuI, MMEIOIIHUX MPaBo AOCTYIA K ICPCOHAIBHBIM NaHHBIM paOOTHUKOB, YTBEPKAACTCS

JUPEKTOPOM.
J.4. IIpaBo mocTyna Kk nepcoHalbHBIM JaHHBIM PaGOTHHKOB HMEIOT:
- TUPEKTOP:

- 3aMECTHUTEJIb JUPEKTOPA;

- TJIaBHBIH OyXrajaTep M COTPYAHHKH IIEHTPATH30BAHHOMN OyXTraJITepu — MNpPH IOATOTOBKE
JIOKYMEHTOB, HEOOXOAUMOM ISl BBIOTHEHHUS KOHKPETHBIN (hyHKI[HIA;

- PYKOBOZIHUTCJIH CTPYKTYPHBIX IOAPA3ICICHUH (AOCTYII K JIUYHBIM JaHHBIM PaOOTHHKOB CBOErO
MOJApa3aAC/ICHUS );

- CaM pabOTHHK (K CBOHU IT€PCOHAIBHBIM JaHHbBIM).

5.5. IIpaBo mocTyna K mepcoHaIbHBIM JaHHBIM 00yYarOMUXCS HMEIOT:
- TUPEKTOP;
- 3aMECTHUTEJIb IUPEKTOPA;

- PYKOBOIUTENH OOBCIMHEHHH, CTyaui, aHcambiei (k [ICPCOHAJIBHBIM JTAHHBIM CBOHUX
oOyyaromuxcs).

5.0. llepcoHaibHBIE NaHHBIE 10 NHCEMEHHOMY 3alIpOCYy MOTYT IIPEACTaBIISITh B OpPraHbl
FOCyTapCTBCHHOH BJIACTU: HAJIOrOBBIE HHCIEKLHH, IPABOOXPAHUTEIbHbIE OpraHbl, OpraHbI
OeszomacHocTH, cynsl, MUC, denepanbHyio MUTPAMOHHYIO ClIy»XO0y, OpraHbl CTaTUCTHUKH,
BOCHKOMATRI, OpraHbl COLHAJbHOIO CTpaxOBaHHs, IEHCHOHHBIE (OHILI, MYHUIUIIAIbHBIE
OpraHbl BJIACTH U T/I.

5.7. OTBETHl Ha IMHMCBMEHHBIE 3aNMpPOCHl APYTHX OPraHU3alMi U YUPEKACHUIN B Mpenenax HX
KOMIICTCHIMHM M IIPENOCTABICHHBIX MOJTHOMOYHMH JalOTCA B IHCHMEHHOM (opMe Ha OJaHKe
IPEANPUATAS W B TOM OOBeMe, KOTOPBIH MO3BOJISIET HE pasrjaliaTh H3IMIIHHE 00BeM
[TIEPCOHAJIBHBIX NAHHBIX CBEICHHH 0 paDOTHUKA YUPEXKICHHUS.



J.8. XpaHEHHE NEePCOHAIBHBIX IaHHBIX pabOTHHKOB M OOYYarOUIMXCS OCYIIECTBJISETCS Ha
SJICKTPOHHBIX HOCUTEJIIX, a TaK)Ke OyMaXkKHOM HOCHTeJIE.

5.9. JIOKyMEHTBI conepikalye NepcoHaIbHbIE J@HHBIC, JOJDKHBI XPAaHHUTCS B MOMEINEHHUIX
[I0Apa3IeIeHHH, OTBETCTBEHHBIX 3a BEJIEHHE U XPaHEHHE TAKUX JOKYMEHTOB.

5.10. BxonHble nBepH nomerenuii, B KOTOPBIX XpaHATCS MEPCOHAJIbHBIE NaHHBIE PaOOTHUKOB,
000pyIyrOTCS 3aMKaMH, IapaHTHPYIOUIMMH Hale)KHOE 3aKPBITHE MOMEIIEHUN BO BHepabouee
BPEMs M OCHALAKOTCSI OXPaHO-II0KapHOH CUTHAIM3alIHeld.

S.11. lokyMeHTHI conepikaline nepcoHaIbHbIe JaHHbIe, MOJUICXKAIIUE TIepelaye IJIsi XpaHEHHUS B
apXuB, (DOPMUPYIOTCS B €74 TMOCTOSHHOIO HIIH BPEMEHHOI'0 XpaHEHUS WU MEePeNaroTcs Ha
XpaHCHHE B apXWB. [lo MOMEHTa nepefavyu JOKYMEHTHl XPaHSTCS B [MoJpa3aesicHUusIX He Gosiee
TpEX JIET.

6. YHHYTOKEHHE NePCOHATLHBIX TaHHBIX

6.1. JIokyMeHTBI comepKalne nepcoHaIbHbIe JAHHBIC, ITIOJICXKAT XPAHEHUIO H YHUUTOKEHHIO B
TOPANKE, MPEAYCMOTPEHHOM apXMBHBIM 3aKOHOAATEeILCTBOM PD.

6.2. IlepconanpHble HaHHBIE PAOOTHHKOB MOIICIKAT YHUYTOXCHHIO II0 JOCTHXKEHUHU Iliejiel
00pabOTKH MM B CITy4Yae yTpaThl HEOOXOMMMOCTH B TOCTHIKEHHMH TAKHUX LEJICH.

7. O0SI3aHHOCTH H 0TBETCTBEHHOCTb OPraHH3aAIMH 32 HapylmeHHe HOPM, PeryJHpyomux
00padOTKY M 3aLHUTY MEPCOHAIbHBIX JAHHBIX.

/.1. Jluna, BHHOBHBIE B HAPYLIEHUH HODM, PEryTHPYIOIIMUX MOTy4YeHHE, 00paboTKy, XpaHEHue,
Iepellady H 3allUTy TE€PCOHAIBHBIX JaHHBIX paOOTHHUKOB, HECYT JUCIHUIUIMHAPHYIO,
MAaTCpPHATIbHYIO, IPaXXIaHCKO-IIPABOBYIO, aIMUHUCTPATUBHYIO HJIH YIOJIOBHYIO OTBETCTBEHHOCTD
B COOTBETCTBHH C 3aKOHOJATEILCTBOM PO,

7.2. llpencraBieHue paOOTHUKOB IIOJIOMKHBIX JOKYMEHTOB SIBJIIETCSI OCHOBAHHUEM JUIS
BBIHCCCHHU ST NUCLIMINIMHAPHBIX B3BICKAHUN BIUIOTH 10 YBOJIbHEHHS.
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