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MNOJIOXKEHUE
06 06paboTKe W 3aLuMTe MePCcoHaNbHbIX AaHHbIX PaboTHNKOB
CaHKT-INeTepbyprckoro rocyfapcTBeHHOr0 6KOPKETHOIO CTaLMOHapPHOIo
yupeXxaeHns coLnasibHOro 06¢1y>XMBaHusA
«[JOM-NHTepHAT ANA AeTell C OTK/IOHEHNAMU B YMCTBEHHOM pa3BuTum No 5»

1. OO6LLMe NONOXKeHUS

11 Lenbto nonoxeHuss 06 06paboTke MNepcoHasbHbIX AaHHbIX PaboTHWKOB (fanee - [1onoXKeHwe)
ABNAETCA 3aWmMTa NMEPCOHAIbHBIX AaHHBbIX PaboTHMKOB CaHKT-IMeTepOyprckoro rocyAapCTBeHHOro
OHO[PKETHOrO CTaLMOHAPHOr0 YUPEeXAeHUs COLMaNbHOIro 06CNyXunBaHUs «[JOM-UHTepHaT AN
[eTell C OTKNOHEHUSAMU B YMCTBEHHOM pa3suTuM No 5»  (ganee -  YupexzaeHue) OT
HeCaHKUMOHNPOBAHHOIO [0CTYyMa, HernpaBOMEPHOro WX WCMO/Mb30BaHUSA WAW YTpaTbl, a Takke
yCTaHOB/IeHE OTBETCTBEHHOCTU [LOMKHOCTHLIX NNLL, UMEKOLWNX AOCTYMN K NePCOHaIbHbIM AaHHbLIM
pabOTHMKOB, 3a HEBbLINOMIHEHME TPebGOBaHMI HOPM, PErynupyrowmx o6paboTky ©  3awmTy
NepCcoHa/IbHbIX JaHHbIX.

1.2.TlonoxeHne pa3paboTaHO B COOTBETCTBUM C KOHCTUTYUMel Poccuidickoir deaepaummn; Tpynosbim
Koaekcom Poccuiickoin depepaumn; ®eaepanbHbiM 3aKOHOM OT 27 utons 2006 roga Ne 149-d3
"O6 uHhopMaumm, MHHOPMALMNOHHBLIX TEXHOMOMUAX U O 3alimTe MHGopmaummn'™; deaepanbHbIM
3akoHoOM 27 wwona 2006 roga Ne 152-®3 "O nepcoHasibHbIX faHHbLIX"; MOCTaHOBMEHWEM
MpasuTtensctBa P® ot 01.11.2012 Ne 1119 "O6 yTBepXAeHUM TpeboBaHUIA K 3awmTe
MePCOHaNbHLIX [aHHbIX NPy KX 00paboTke B WHMPOPMALMOHHLIX CUCTEMAX MNEepPCOHa/IbHbIX
AaHHbIX", ®eaepanbHbIM 3aKOHOM 0T 21.04.2014 No 241-®3 « O BHECEHUW W3MEHEHWUIA B
OTZeNbHble 3aKOHOAaTeNbHble aKTbl Poccuiickon ®efepaumMn B YacTU YTOYHEHWUS MOPsLKa
06paboTKM MepcoHasIbHbIX AaHHbIX B MH(OPMaLMOHHO-TENEKOMMYHUKALMOHHBLIX CETSAX», MHbIMU
(hefiepaibHbIMY 3aKOHaAMWN 1 HOPMATWBHO-MPaBOBLIMW aKTaMW.

1.3.lopagok BBoAa B AeCTBME M U3MEHEHUS [10N0XKeHMS.

1.3.1. TMonoxeHne BCTynaeT B CU/y C MOMEHTA YTBEPXAEHUS €ro AUPEKTOPOM YUpexaeHus u
[eicTByeT 6eCCPOYHO, [0 3aMeHbl ero HOBbIM MOJIOXKEHWEM.
1.3.2. Bce n3meHeHus B 0N0XKeHME BHOCATCA COOTBETCTBYHOLLUM NPUKA30M.

14.Bce pabOTHUKM YupexaeHns [OMKHbl OblTb O3HAKOM/EHbl C HacToAWMM [lonoxeHVeM Moj
MoAnuChb.

1.5.PeXVM KOH(MAEHLMANBHOCTM NEPCOHaIbHBIX AaHHbIX CHUMAETCH B Clyyae MX 06e3nnymBaHus v
Mo WCTEYEHUW 75 NEeT CpoKa WX XpaHeHWa, WAN NPOL/IeBaeTCs Ha OCHOBaHWUM 3aK/HYeHUs
3KCMEPTHON KOMUCCUN YUpeXXAeHUs, eC/i MHOE He OMpeaeneHO 3aKOHOM.

2. OCHOBHbIe NOHATUS.

2.1. Ans ueneid HacTosLero MonoXeHUs UCMNONb3YHTCA CefyHOLE OCHOBHbIE NMOHATHS

- MepcoHasibHble AaHHble paboTHMKa- M0bas MHGpopmaums, OTHOCALLAACA K OnpefesieHHOMY
WM onpeaensieMoMy Ha OCHOBaHMM TakOW MH(opMauum paboTHMKY, B TOM 4YWCE €ro
(haMmunug, nMs, 0THECTBO, rof, MecsL, faTa U MeCTO POXAEHUS, afpec, CEMeNHOe, CoLMaIbHOe,
MMYLLECTBEHHOE TOMIOXKeHVe, obpas3oBaHue, npodeccus, [OXoAbl, [Apyras WH(opmaums,
Heobxoaumas paboTodaTe o B CBA3N C TPYAOBbIMU OTHOLLEHUAMY;

- 06paboTKa MepCOHa/IbHbIX [aHHbIX - COOop, CcuUcTematm3auus, HaKOM/eHue, XpaHeHwe,
yTOYHeHMe (O6HOBMEHME, W3MEHEHME), WCMO/b30BaHWe, pacnpocTpaHeHne (B TOM 4ucre
nepegaya), o06e3nnMuMBaHMe, ONOKMPOBAHWME, YHUYTOXKEHWE MEPCOHA/IbHBIX  AaHHbIX
paboTHUKOB YUpexaeHus;

- KOH(DMAEeHUMaNbHOCTb  MEepCOHa/IbHbIX  [aHHbIX -  06s3aTeNlbHOe AN COBMOAeHS
Ha3HAYeHHOro OTBETCTBEHHOr0 /Mua, MOMYyYMBLUEro AOCTYNM K MEepCOHa/IbHbIM  [aHHbLIM
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paGOTHMKOB, TpeboBaHWe He A0MYyCKaTb MX PacrpoCTpaHeHUs Ges3 cornacust paboTHUKA Wn
MHOTO 3aKOHHOTO OCHOBaHMUS;

pacrnpocTpaHeHMe MePCOHaNbHbIX AaHHbIX -  [AEACTBUSA, HanpaB/feHHble Ha nepefgavy
NepCOHaNbHbIX AaHHbIX PabOTHMKOB OMpefdeneHHOMY Kpyry nuy, (rnepegada nepcoHasbHbIX
[aHHbIX) UM Ha 03HAKOM/IEHME C NEePCOHaNbHbIMU [aHHbIMW HeOrpaHMYeHHOro Kpyra v, B
TOM uucne 06HapofoBaHME MEPCOHa/IbHbIX [AaHHbIX PabOTHWKOB B CPEACTBaxX MacCOBOWA
MH(OpMaLMK, pasmelleHne B MH(OPMAaLMOHHO-TENEKOMMYHUKALMOHHBIX — CEeTAX WK
npegocTaBneHne [OCTyna K MepPCOHa/IbHbIM - AaHHbIM  PabOTHUKOB  KaKUM-IMOO  UHbIM
cnocobom;

CMO/Nb30BaHME MEePCOHaNbHBIX aHHbIX - AeiAiCTBMS (Onepauyn) ¢ NepcoHaIbHbIMU JaHHbIMM,
COBEpLUAeMbIE [JO/KHOCTHLIM NNLOM OB6LLECTBA B LIENSX NMPUHATAS PELLIEHUI NN COBEPLLIEHNS
WHbIX JeCTBUIA, NMOPOXAAOLIMX FOPUANYECKUE NOCNEACTBUS B OTHOLLEHUN PAaGOTHUKOB NNGO
MHbIM 06PA30M 3aTparvBaroLLMX VX MpaBa U CBOGO/bI MW NpaBa 1 CBO6O/bI APYTUX NNALL;

6IOKMPOBaHME MEPCOHaNbHBIX aHHbIX - BPEMEHHOEe MpeKpalleHne c6opa, cucTeMaTu3aLui,
HAKOM/IEHWs!, UCMO/b30BaHUS, PAcMpPOCTPaHEHUs! MEePCOHaNbHbIX AaHHbIX PaGOTHUKOB, B TOM
uucne UxX nepeaaun;

YHUUTOXEHME MEPCOHa/bHbIX AAaHHbIX- [EACTBNSA, B pe3y/bTaTe KOTOPbIX HEBO3MOXHO
BOCCTAHOBWTb  COAEpXKaHWe MepcoHaNibHbIX  AaHHbIX B MHKOPMALMOHHON  cucTeMe
MepCOHaNbHbIX  [JaHHbIX PabOTHUMKOB WM B pe3y/ibTaTe  KOTOPbIX  YHUUTOXAtOTCH
MaTepuabHble HOCUTENN NEPCOHaNbHbIX AaHHbIX PaGOTHUKOB;

06e3nnumnBaHe MNepcoHaslbHbIX AaHHbIX- [AENCTBUS, B pe3ynbTaTeé KOTOPbIX HEBO3MOXHO
onpeaennTb NPUHAANEXHOCTb NEPCOHA/bHBIX AaHHbIX KOHKPETHOMY PabOTHUKY;
006LLEeA0CTYMHbIE NEPCOHa/bHbIE JaHHbIE - MEPCOHa/IbHbIE [JaHHble, A4OCTYM HeorpaHWYeHHOro
Kpyra L, K KOTOPbIM NPefoCcTaB/ieH C corsiacus paboTHMKA UM Ha KOTOPble B COOTBETCTBUM
C (hegepanbHbIMW  3aKOHAMW  He  pacrnpocTpaHseTcs — TpeboBaHMe  COGMOAEHUSA
KOH(OMAEHLNATbHOCTH.

NHopmMauus - ceefeHus (COOBLLEHNSA, AaHHbIE) HE3aBUCUMO OT (DOPMbI UX NPeACTaBNEHMS.
[NOKYMEHTMPOBaHHAsA WH{oOpMaLmna- 3aMKCMpOBaHHas Ha MaTepuaibHOM HocuTene nyTem
AOKYMEHTUPOBaHUSA MH(OPMaUMA C PEKBU3UTaMK, MO3BONMAIOWMMN  OMPeSeMTb  Takyto
NHHOPMALNKO UK ee MaTepuabHbIA HOCUTESb.

3. CocTaB NnepcoHa/lbHbIX IaHHbIX PaGOTHUKOB

3.1.B cocTaB nepcoHasibHbIX faHHbIX Pab0THUKOB YUpeXkaeHns BXOAAT:

aHKeTHble 1 brorpauyeckme faHHble;

06pa3oBaHue;

CBefeHMs 0 TPYAOBOM M 06LLEM CTaxe;

CBefieHNs 0 COCTaBe CeMbY;

NacrnopTHble JaHHbIE;

CBeAEHNS O BOMHCKOM YYeTe;

CBefleHVs 0 3apaboTHOI nnaTe;

CBEJEHUA O COUMaIbHbIX /TbroTax;

CMeunaibHOCTb,

3aH1UMaemast JO/MKHOCTb;

Ha/mume CyAMmocTeir;

aflpec MecTa XXWUTeNbCTBa;

[AOMAaLLHWIA TeneoH;

MECTO paboTbl UM y4ebbl YNIEHOB CEMbN U POACTBEHHWKOB;

cofiep>xaHue TpyLOBOro A0roBopa;

MOL/IMHHMKM 1 KONWUW NPWUKA30B M0 IMYHOMY COCTaBy;
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- JI4YHble Aena v TPYAO0BbIE KHUXKKM COTPYAHWKOB;
- OCHOBaHMS K NpuKasam no MYHOMY COCTaBy;
- Martepuabl Mo MOBbILLEHNIO KBaN(UKaLMM 1 NEPENOAroToBKe COTPYAHMKOB, UX aTTecTaumu,
CNy>kebHbIM pacc/iefoBaHUAM;

- KOMWW OTYETOB, HaMpaBAseMbIX B OpraHbl CTaTUCTUKMW.

3.2, [aHHble [JOKYMEHTbl SIBAAOTCS KOH(MAEHLMANbHBIMW, NPU 3TOM, Y4YMTbiBas MX MacCOBOCTb U
eqMHoe MecTo 06paboTKM M XpaHeHMsi - COOTBETCTBYHOLMIA FPUg OrpaHUYeHMs Ha HUX He
CTaBMTCA.

4. O6paboTKa NepcoHaNbHbIX JaHHbIX

4.1.B uendax obecrieyeHns npaB W CBOOOS pPabOTHMKA YupexieHue W ero npeactaBuTeny npu
06paboTKe MepcoHaNbHbIX [AaHHbIX paboTHMKA 006s3aHbl CcO6MA4aTh  Ccnegyrolme  obLme
TpeboBaHWS:

41.1.

4.1.2.

4.1.3.

4.1.4.

4.15.

4.1.6.

O6paboTKa NepcoHa/IbHbIX AaHHbLIX PabOTHMKA MOXET OCYLLECTBNATLCA UCKIOUUTENIbHO B
uensx obecrneyeHns COOMOAEHNS 3aKOHOB W MHbIX HOPMAaTMBHbLIX MNPaBOBbIX aKTOB,
COAENCTBMS pPabOTHMKaM B TPYAOYCTPOMCTBE, OOYYEHWM W MPOABMXKEHWUM MO CNyX6e,
obecrneyeHnss NUYHOW 6e30MacHOCT PabOTHMKOB, KOHTPOAA KO/MMYeCTBa U KayecTsa
BbINOHSAEMOW paboTbl U 06ecneyeHns COXPaHHOCTU MMYLLECTBA.

Mpn onpegeneHun obbeMa U CoAepXaHusi 06pabaTbiBaeMbIX MEPCOHA/IbHBIX AaHHbIX
paboTHMKa paboTogaTesb [OO/MKEH PyKoBoacTBOBaTbCA KOHCTMTYuUMel  Poccuitckoi
depepaumm, TpyaosbiM Kogekcom 1 MHbIMK (heflepasibHbIMI 3aKOHaMM.

MonyyeHne NepcoHabHbIX AaHHbIX MOXET OCYLLECTBAATLCSA KakK MyTemM MpeAcTaB/ieHns nxX
caMUM pPabOTHUKOM, TaK 1 MyTeM MOJTyHeHUs NX U3 UHbIX NCTOYHWKOB.

MepcoHa/bHble faHHble paboTHMKA CrefyeT NosyyaTb Y Hero camoro. Ecnu nepcoHasibHble
[aHHble pabOTHMKa BO3MOXHO MOY4YUTb TOMbKO Y TPETLEN CTOPOHbI, TO PaBOTHUK AO/MKEH
ObITb yBeflOM/IeH 06 3TOM 3apaHee M OT Hero [O/MKHO OblTb MOSlyYEHO MNUCbMEHHOE
cornacue. PabotofaTens AO/MKeH COO6WMTL paboTHUKY O Uensx, npegnosaraemMbix
MCTOYHMKAX M Crocobax MonyyYeHUs MepcoHaNbHbIX AaHHbIX, a TakK Xe 0 Xapakrepe
NoA/IeXaLMX NOMYYEHUIO MEPCOHa/IbHLIX AaHHbIX U MOCNeACTBUAX 0TKa3a paboTHMKa AaTb
MUCbMEHHOE COr/acue Ha 1X MnosyyeHuve.

PaboTofaTeNb He WMeeT MpaBa MNofyyatb M 06pabaTbiBaTb MNepPCOHaNbHbIE [aHHble
pabOTHMKA O €ro MOAUTUYECKNX, PEIMTMO3HBIX U UHBIX YOEXKAEHNAX U YaCTHOW XM3HW. B
CNyyasiX, HemnocpefCTBEHHO CBSA3aHHbIX C BOMPOCaMW TPYAOBLIX OTHOLIEHWIA [AaHHble O
YaCTHOM XM3HM PpaboTHMKa (MH(OPMALMS O XMU3HEAEeATeNbHOCTU B clepe CeMenHbIX
ObITOBbIX, NIMYHBIX OTHOLLUEHWIA) MOryT ObITb MOMY4YeHbl M 06paboTaHbl paboToaaTenem
TO/IbKO C ero NUCbMEHHOTO COornacus.

PaboTofatens He WMeeT nNpaBo nojnyyvatb M 06pabaTbiBaTb MNePCOHaNbHbIE [aHHbIE
pabOTHWKa O ero 4feHCTBe B OOLLECTBEHHbIX OObEAMHEHUAX WU ero npodCor3HOW
[eATeNbHOCTH, 3a UCK/TIOYEHWEM CllyyaeB, NpeayCMOTPEHHBIX (eaepasibHbIM 3aKOHOM.

4.2. icnonb3oBaHue NEPCOHa/IbHbIX AaHHbIX BO3MOXHO TO/ILKO B COOTBETCTBMM C LENAMWU,
onpeagennsLLMMnN KUX NMoyveHune.

4.2.1.

MepcoHanbHble  fAaHHble He MOryT ObiTb  MCMOMb30BaHbl B LEAAX  NPUYUHEHNS
VMYLLEECTBEHHOIO M MOPa/IbHOr0 Bpeda rpaxiaHam, 3aTpygHEHWs peanmsaumn npas w
cBo6og rpaxpaaH Poccuiickoii Pepepaumn. OrpaHuMyeHne npaB rpaxgaH PoCCUICKoi
defiepaym Ha OCHOBE MCMOb30BaHWSA UH(OPMaLMN 06 MX COLMaNbHOM MPOUCXOXKAEHNN,
O PacoBOW, HaLMOHa/IbHOW, $3bIKOBOW, PEUrMO3HOM W NapTUIAHOW NPUHAANEXHOCTU
3anpeLLeHo 1 KapaeTcs B COOTBETCTBUM C 3aKOHOAATENIbCTBOM.

4.3.MNepepaya NepcoHanbHbIX faHHbIX PaboTHMKA BO3MOXKHA TO/MIbKO C COrnacus paboTHWMKa Win B
cryyasx, NPSAMO NPeayCMOTPEHHbIX 3aKOHOAATEbCTBOM.

43.1.

Mpy nepefaye nepcoHa/IbHbIX [aHHbIX pPaboTHWKa paboTogaTent AO/MKEH Co6/oaaTh
crnepyroLme TpeboBaHus:



4.3.2.

4.3.3.

He COoO6LATb NEepPCOHaNbHble [aHHble PaGOTHMKA TPETbeil CTOPOHe 6€3 MUCbMEHHOTO
cornacus paboTHMKA, 3a MCK/IOUYEHMEM CNy4yaeB, KOrAa I3TO Heo6XoAuMO B LENsiX
NpeaynpexaeHns yrposbl KM3HU W 3[0pOBbI0  PabOTHMKA, a Takke B  CydasXx,
YCTaHOB/NEHHbIX (hefepasibHbIM 3aKOHOM;

He co00OLlAThb MEpPCOHa/bHble [AaHHble PabOTHMKA B KOMMEPYECKMX Lensx 6e3 ero
MUCbMEHHOTO COFNacus;

npeaynpeanTs ML, MOMyYalolMX MepcoHabHble AaHHble PaGOTHWKA, O TOM, YTO 3TK
[aHHble MOryT ObITb WCMO/Mb30BaHbl MWL B LENSX, A1 KOTOPbIX OHU COOGLLEHbI, W
Tpe6oBaTb OT 3TUX MWL, MOATBEPXKAEHUS TOro, 4YTO 3TO MpaBMNO cobnogeHo. Juua,
MoNyyaroLLme NepcoHasbHble AaHHbIE PaGOTHIKA, 06513aHbl COBMIOAATL PEXMM CEKPETHOCTU
(KOH(MAeHUManbHoCTK).  [lJaHHOe  TMOJMIOXKEHME He  PacnpoCTpaHsieTcs Ha  06MeH
MePCOHa/IbHbIMA  jaHHbIMKM  PAabOTHUKOB B MOPSAKE, YCTAHOBMEHHOM  (hefepanbHbIMM
3aKOHaMU;

paspewatb OCTYNn K MEPCOHabHbIM  AaHHbIM  PaBOTHWKOB TOMBKO — CMeLuasnbHO
YNO/HOMOYEHHLIM  NINLIAM,  OMpPefieNIeHHbLIM MPUKa3oM MO OpraHu3auun, npu  3TOM
YKasaHHble MLa [O0/MKHbI WMETb MpPaBO MOMy4yaTb TONMbKO T€ MEPCOHa/IbHble [aHHble
PaGOTHIKA, KOTOPble HEOBXOAUMBI [/151 BbINOMHEHUS KOHKPETHBIX (hYHKLWA;

He 3anpawmBaTb MH(OPMALMIO O COCTOSIHUM 3[0POBbSi PABOTHMUKA, 3@ UCK/IHOUYEHMEM TeX
CBEflEHWIA, KOTOpble OTHOCATCA K BOMPOCY O BO3MOXHOCTU BbIMO/HEHUS PaGOTHUKOM
TPY0BOW (hYHKLU;

nepefaBaTb MEPCOHa/bHbIE AaHHble PaBOTHMKA MpPeACTaBMTENSAM PabOTHWMKOB B MOPSAKE,
yCTaHOB/MIEHHOM TpyaoBbIM KOZEKCOM, M OrpaHuuMBaTh 3Ty MH(OPMALMIO TONBKO TEMM
NepCoOHa/IbHbIMM ~ AaHHBIMX  PaBOTHMKA, KOTOPble  HEOOXOAWMbI  [/11  BbIMOHEHUS
YKa3aHHbIMW NPeACTaBUTENAMU UX DYHKLWIA.

Mepegaya MepcoHaNbHbIX AaHHbIX OT AepXKaTens WM ero npefacTaBuTeneli BHELLUHEMY
NOTPEOUTENIO MOXET [IONYCKaThCd B MUHUMAbHBIX 06bEMAax W TOMbKO B  LENsX
BbINOJIHEHMS 33[ja4, COOTBETCTBYHOLLMX 06LEKTVMBHON NPUUYMHE CO0Pa ITUX AaHHbIX.

Mpy nepegaye NepcoOHasbHbIX AaHHbIX PaGOTHWKA MOTpe6uTensm (B TOM uucne U B
KOMMepPYECKMX Liensx) 3a npefenbl opraHn3auyn paboToaatens He AO/MKEH CO06LLIATb 3TW
[aHHble TPeTbeili CTOPOHe 6€3 MWUCbMEHHOTO COrfiacust PaboTHMKA, 3a MUCKOUYEHVEM
CMlyyaeB, Korga 3T0 Heob6XoAuMo B LeNsix NpeaynpexaeHus Yrposbl XU3HW 1 3[0POBbHO
PaGOTHMKA UMK B CNyYasix, YCTaHOBMEHHbIX (eepaibHbIM 3aKOHOM.

4.4.Bce Mepbl KOH(MAEHUMaNbHOCTY Mpu cbope, 06paboTKe U XpaHEHUWM MEPCOHA/IbHBIX AaHHbIX

COTPY/HMKA PacnpoCTPaHSATCS KaK Ha 6YMakHble, TaK 1 Ha 3N1EKTPOHHbIE (AaBTOMATU3NPOBAHHbIE)
HOCUTENIN MH(OPMALIMN.

4.5.He fonycKaeTcs 0TBeYaTb Ha BOMPOCHI, CBS3aHHbIE C Mepefaqeil nepcoHanbHol MHGopMaLumn Mo

TeneoHy nnn gakcy.

4.6. XpaHeHMe MepCcoHa/IbHbIX AaHHbIX AO/HKHO MPOUCXOAWTL B MOPSAKE, MCKOYAOLEM KX yTpaTy

NN X HenpaBoMepHOE NCMNoJib30BaHKE.

4.7.T1p1 NPUHSATUN PELLIEHWIA, 3aTparBatoLLMX UHTEpeckbl PaGoTHUKA, paboToaaTeNb He MMEET Mpasa

OCHOBbIBaTLCA HA NMEPCOHa/IbHbIX AaHHbIX Pab0THUKA, MONYYEHHbIX UCK/IKOYMTENBHO B pesy/bTaTe
MX aBTOMAaTM3NPOBaHHOW 06pabOTKU WM 3MEKTPOHHOIO MosyyeHWs. PaboTopaTenb Y4WTbIBAeT
NINYHble Ka4yecTBa PaboTHMKA, ero LO6POCOBECTHBIV U 3PEKTUBHBIN TPYL,.

5. lMNepeyeHb [OKYMEHTOB, COMPOBOX/AAOLLMIA NPOLECC 0OPM/IEHUSI TPYA0BbIX OTHOLLEHWIA

PaboTHMKA B YUpeXXAeHWN Npu ero npueme, NepeBoae Y yBOSIbHEHUN

5.1. iHhopmaums, npegocTaBnsieMas PaGoOTHUKOM MpW MOCTYNNEHWM Ha paboTy B YupexaeHue,

[O/MKHA UMETb [OKYMEHTanbHY0 thopmy. Mpun 3aKoueHUn TPYA0BOro A0roBopa B COOTBETCTBUN



co cT. 65 TpygoBoro kodekca Poccuiicko Pegepaumm nuLo, nocTynarollee Ha paboTy,
npeabsaBnseT paboToLaTento:

MacnopT rpaxaaHuHa Poccuiickolt deaepauum;

- TPYOOBYI KHWXKKY, 3a WCK/HOUYEHWEM CydaeB, Korjga TPYAOBOW [OroBop 3ak/touyaeTcs

BrepBble WX PabOTHUK MOCTYMaeT Ha paboTy Ha YCNOBUAX COBMECTUTENLCTBA, MO0 TPy A0Bas
KHWXKKa Y pab0THMKA OTCYTCTBYET B CBS3U C €e YTPaToi UM Mo ApYrM npuynHam;

CTpaxoBO€ CBNAETENBCTBO rocyaapCTBEHHOI0 NEHCMOHHOIO CTPaxoBaHUA,

- [OKYMEHTbl BOVMHCKOr0 yyeTa— A5 BOEHHOO0OSA3aHHbIX W /L, NOAMEXALMX BOMHCKOMY
yyery;
- [OKYMEHT 06 06pa3oBaHMK, O KBaM(IMKAUMN WM HaMuMKA CheuuanbHbIX 3HAHUA— Mpu

MOCTYNNEHNN Ha paboTy, TPeBYHOLLYIO CneuuasibHbIX 3HaHWIA MU cneLmanbHOW NOArOTOBKY;
CBMAETENbCTBO 0 NpucBoeHnn NHH.

52.Mpn oopmieHnn paboTHMKA B YupexieHne pabOTHMKOM OTAena KagpoB 3ano/HAeTCs
yHUMUMpoBaHHas opma T-2 «JlnyHas KapToyka paboTHWMKa», B KOTOPOM OTpaxKatoTcs
CefytoLLme aHKeTHbIe 1 brorpaduyeckune faHHble paboTHUKA:

obume ceefeHust (P.N.0. paboTHMKA, AaTa POXAEHWS, MECTO POXAEHWUS, TPaXKaaHCTBO,

o6pasoBaHue, npodeccust, CTax paboTbl, COCTOSAHME B 6pake, NacnopTHbIe AaHHbIE);
- CBe[leHNs 0 BOMHCKOM YYeTe;
- [laHHble 0 npreme Ha paboTy;
B panbHelileM B MYHYHO KapTOYKY BHOCSATCS:
- CBefleHus 0 nepeBojax Ha Apyryto pabory;
- CBefleHus 06 aTTecTauuu;
- CBefeHMs 0 NOBbILEHNN KBaNN(UKaLMK;
- CcBeAeHMs 0 NpotheccoHabHO NepenoaroTOBKE;
- CBefleHus 0 Harpagax (MooLwpeHnsX), MOYETHbIX 3BaHUAX;
- CBefleHus 06 OTNycKax;
- CBE[EHUS O COLMaNbHbIX rapaHTUsX;
- CBE[eHUs1 0 MeCTe XXWUTENbCTBA M KOHTAKTHbIX TeneoHax.

5.3.B 0TOene KagpoB YupexaeHus CO3AAlOTC U XpaHATCA Cneaytolye rpynnbl [JOKYMEHTOB,
coaepxallye aHHble 0 PaGOTHUKAX B eAVHUYHOM UM CBOAHOM BUAE:

5.3.1.
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[IOKYMeHTbI, cofepKalye MepcoHa/lbHble AaHHble PaboTHUKOB (KOMMMEKT [AOKYMEHTOB,
COMPOBOXAAIOLLMX MPOLECC O(hOPMIEHUS TPYAOBbIX OTHOLLEHWIA NMpW NpueMe Ha paboTy,
nepeBofe, YBOMbHEHUW; MOAIMHHUKMA 1 KOMWWU NPKUKa30B MO /IMYHOMY COCTaBY; /INYHbIE
[ena n TPYLOBble KHWKKM PabOTHUKOB; fena, COAEepXKaliMe OCHOBaHUsS K MpUKasy Mo
JINYHOMY COCTaBY; [IOKYMEHTbI MO aTTecTalun paboTHUKOB).

AHKeTa pabOTHMKA XpPaHWUTCS B €ro MYHOM Aefie. B MYHOM fAene Takke XpaHUTCS BCA
MHopMaLmMs, KOTopasi OTHOCUTCS K MepPCOHaNbHbIM [JaHHbIM paboTHMKA. BeagHue NMUHbIX
A€ BO3/I0XKEHO Ha CrneumamcTa no Kagpam.

JInuHble fena 1 NNYHble KapTOUKM XPaHATCA B OYMaXHOM BuAe B Mmankax, MpowuTbie u
MPOHYMepOBaHHble Mo CTpaHuuUaM. JIMYHble Aena u NNYHble KapTOYKN HaxXOoAATCcA B OTAene
KagpoB B  CreyuaibHO  OTBefeHHOM  LiKady, obecneuvBarolleM — 3awuty  OT
HECaHKLMOHMPOBAHHOIO A0CTyna. Tam >ke XPaHATCS TPYAOBblE KHUXKKM COTPYAHUKOB
YupexaeHns.

MepcoHaslbHble AaHHble PabOTHUKOB MOrYT TakXe XPaHUTbCA B 3/EKTPOHHOM BUAE B
NOKa/IbHOM KOMMbIOTEPHOW CeTW. [JOCTYN K 3/1eKTPOHHbIM 6a3am [aHHbIX, COAepXalimm
MepcoHabHble faHHble PpabOTHNKOB, UMEIOT TOMIbKO COTPYAHMKM, YKa3aHHbIe B M.6 JaHHOro
MonoxeHus.

JIOKyMeHTaUus Mo opraHu3auuy paboTbl CTPYKTYPHbIX MOAPA3AeNneHnil (MonoXeHns o
CTPYKTYPHbIX MOAPa3AeneHusx, [OMKHOCTHblE WHCTPYKUMM pPabOTHMKOB, MPKKa3bl,



PaCMOPsKEHMS, YKa3aHMS PYKOBOACTBA YUPEeXAeHMs); [OKYMEHTbl MO MNAaHWPOBaHMLO,
YUETY, aHa/IM3y 1 OTUYETHOCTU B YacTy paboThl C MEPCOHANIOM YUPEXAeHMS.

6. [ocTyn K nepcoHas/bHbIM AaHHbIM

6.1. BHyTpeHHUi gocTyn (gocTyn BHYTpK O6LLeCTBa).
6.1.1. [NpaBo focTyna K NepCoHasIbHbIM AaHHbIM COTPYAHUKA UMEIOT:

[VpeKkTop YupexaeHns

3aMecTuTeNn ANpeKTopa YupexxaeHus

Cneunannct no Kagpam

["naBHbI Byxrantep

Byxrantep No Ha4MCNeHWIO 3apaboTHON Mnatbl

CrapLiaa MeMUMHCKasA cecTpa

PyKoBoauTenu nofpasfeneHnid no HanpaeneHuto AeATeNIbHOCTU (4OCTYN K NNYHBIM LaHHbIM
TONbKO COTPYLHWKOB CBOEr0 MOApasfeNieHns)

Apyrvue COTPYLHUKM OpraHv3aumMu npu 3amelleHWn BbILIenepeuncieHHbIX [0/MKHOCTEA B
Meprog, OTCYTCTBUA OCHOBHOIO paboTHUKa.

CaMm pabOTHUK, HOCUTESb AaHHbIX.

6.1.2. MepeyeHb MWL, MMEOLIMX AOCTYN K MepCOHa/bHbIM AaHHLIM PaGOTHUKOB, OMpPeaenseTcs

NPMKa30M AUPEKTOpa YUpexaeHus.

6.2. BHewHwWin gocTyn.
6.2.1. K uncny maccoBbIx NOTpebuTeneil NepcoHasibHbIX AaHHbIX BHE OpraHM3auum MOXHO OTHECTM

rocy1lapCTBEHHbIE 1 HErOCYAapCTBEHHbIE (PYHKLMOHA/IbHbIE CTPYKTYPbI:
Ha/I0roBble NHCMNeKUuu;
NpaBOOXPaHUTENIbHbIE OpraHbl;
opraHbl CTaTUCTUKW;
BOEHKOMaTh!;
opraHbl coLMaIbHOro CTpaxoBaHus;
MEHCUOHHbIe ()OHABI;
noppasaeneHns MyHULMNabHbIX OPraHoB yrnpaB/eHns;

6.2.2. Haa30pHO-KOHTPO/bHbIE OpraHbl MMEKT JOCTYN K MHAOopMaLmMM TonbKo B Cepe CBOei

KOMMNETEHLUMNI.

6.2.3. OpraHusauuu, B KOTOPble COTPYAHWMK MOXET OCYLLECTBNSATH MEPEUNCNEHNST AEHEXHbIX

CPeAcTB  (CTpaxoBble  KOMMaHWM,  HErocyfapCTBEHHble  MEHCMOHHblE  (hOHAbI,
6naroTBOPUTE/bHbIE OpraHW3auumn, KpeauTHbIe YUPEXAeHUs), MOryT NOAyuuTb AOCTYyNn K
NepCoHa/IbHbIM AaHHbIM Pab0THUKA TOMLKO B CAlyyae ero NMCbMEHHOTO paspeLueHus.

6.2.4. CBefieHVsi 0 paboTaroLEM COTPYAHUKE WAM Ye YBOSEHHOM MOryT OblTb MpEeACTaB/eHbI

APYroin  opraHusauMein TOAbKO C MNWCbMEHHOrO 3anpoca Ha 6GnaHke opraHu3aumm, C
MPUNOXKEHNEM KOMUW HOTapuasbHO 3aBEPEHHONO 3asB/eHMS PpaboTHUKA.

6.2.5. TlepcoHabHble AaHHble COTPYAHWUKA MOryT ObiTb MPeACTaBNEHbl POACTBEHHMKAM MWW

Y/ieHaM €ro cembmn TOJ/IbKO C MACbMEHHOIO paspeLleHns camoro CoTpyaHuKa.

6.2.6. B cnydyae pasBofa ObiBLas cynpyra (Cynpyr) MMerT npaBo 06paTUTLCA B YUpexieHue C

MUCbMEHHBLIM 3aMpOCOM O pPa3Mepe 3apaboTHOM NnaThbl COTPYAHMKA 6e3 ero cornacus (YK
P®).

7. 3awmTa nepcoHasIbHbIX JaHHbIX

7.1 3aWmTa MepcoHaNbHbIX fAaHHbLIX MPEACTaBNsSeT COGOM HKECTKO PEerfaMeHTUPOBaHHbIA 1
OMHAMUYECKM TEXHOMOTMYECKUIA MpoLece, NpeaynpeXaaolimniA  HapylleHne [O0CTYMHOCTM,



LIENOCTHOCTK, [OCTOBEPHOCTN W KOH(MAEHLMANBHOCTY NEPCOHaNbHbIX AaHHLIX W, B KOHEYHOM
cyeTe, 06ecneyMBaroLLMin  [OCTATOYHO HafeXXHYH0 6e30MacHOCTb WMHGopMauuM B npouecce
ynpaB/ieHYeCKON 1 NPOW3BOACTBEHHOM AeATeNbHOCT KOMMaHUN.

7.2. 3awmTa NepcoHa/IbHbIX AaHHbIX PaBOTHMKA OT HEMPaBOMEPHOTO MX MCMOMb30BaHMS AW YTpaTbl

[OMKHA OblITb 0BGecrneyeHa YupexaeHWeM 3a CYeT ero CPeAcTB B MOPSAKE, YCTaHOB/IEHHOM
(heaepanibHbIM 3aKOHOM.

7.3. BHYTpEHHAS 3awmTa.
7.3.1. Ana obecnevyeHns BHYTPEHHEN 3alUMTbl NEPCOHaNbHbIX AaHHbIX PabOTHUKOB HEOOXOAMMO

cobntogatb pag Mep:
OrpaHuWYeHne W pernameHTaums coctaBa pabOTHUKOB, (YHKUMOHabHblE 0643aHHOCTU
KOTOpbIX TPeOYHOT AOCTYMNA K MEPCOHa/IbHLIM AaHHbIM COTPYAHUKOB,;
cTporoe n3bupartensHoe M 060CHOBaHHOE pacnpesesnieHne LOKYMEHTOB Y MH(OPMaLUK MeXay
paboTHMKaMW;
pauuoHasibHOe pa3meLleHne paboumx MecT pPabOTHMKOB, NPV KOTOPOM WCKIOYanoch Obl
GECKOHTPO/IbHOE UCNO/b30BaHWe 3allmLLaeMon UHhopMaLuu;
3HaHMe pPabOTHWKOM TPeb6OBaHW HOPMATMBHO - METOAMYECKMX [OKYMEHTOB MO 3aluTe
MH(opMaL iy N COXpaHeHNM TaiiHbl;
Ha/Mume Heo6XOAMMbIX YCNOBUA B MOMeLeHUN A9 paboTbl € KOH(UAEHUMaNbHbIMU
[JOKYMeHTaMU 1 6a3aMu [JaHHbIX;
opraHu3aums nopsaLka yHUUTOXEHUS H(opmaLuu;
CBOEBPEMEHHOE BbISIB/IEHWE HapyLleHUs TpeboBaHWI pa3peLunTesIbHOM CUCTEMbI [0CTyna
paboTHUKaMK NoapasfaeneHus;
pa3bACHWUTENbHAA paboTa C COTPYAHUKAMU MO MNpefynpeXKaeHnto yTpaTthbl LEHHbIX CBeAeHUI
npu paboTe ¢ KOHPUAEHLUMANbHLIMU JOKYMEHTAMMU;
He [OMYCKaeTCs Bblfaya NMYHbIX [en COTPYLHWKOB Ha paboune MecTa pPyKOBOAMTESNEN.
JInuHble gena MoOryT BblaBaTbCA Ha paboume MecTa TOMbKO AMPeKTopy, paboTHWKaM oTgena
KaJpoB M B WCK/KOYUTENbHBIX Cy4yasx, M0 MWCbMEHHOMY paspeLleHno TeHepasibHOro
AVIPEKTOpa, - PYKOBOAWUTENO CTPYKTYPHOro mnofgpasfeneHuvs, (Hanpumep, Npu noAroToBke
MaTepuasioB 419 aTTecTauum paboTHUKa).

7.3.2. 3awmTa nepcoHanbHbIX JaHHbIX COTPYAHUKOB Ha 3NEKTPOHHBIX HOCUTENSX.

Bce namnku, cofepalisMe NepcoHasibHble AaHHble  COTPYAHWKA, [AOMKHbI  MMETb
OrpaHMYeHHbI JocTyn.

7.4. BHelwHaa 3awmTa.
7.4.1. [ns o6ecneyeHns BHELUHEN 3alyTbl MEPCOHA/IbHbIX AaHHbLIX COTPYAHWKOB HEo6X0AMMO

cobnogarb psag mep:
MopajoK NpUemMa, yueTa U KOHTPONSA AeATeNbHOCTW NOCeTUTeNel;
MPONYCKHON PeX1M OpraHu3aLmu;
YYeT 1 NOPALOK Bblayu NPOMNyCKOB;
TEXHWUYECKME CPefCTBa OXPaHbl (3EKTPOHHLIN K/, CUrHaIM3aLum);
MOPALOK OXpaHbl TEPPUTOPUN, 34aHNIA, NMOMELLEHWIA, TPAHCMOPTHBIX CPEACTB;

7.5. Bce nnua, cBsAzaHHble C Nony4veHreM, 06pabOTKOM M 3aLMTOM MepCOHaIbHbIX AaHHbIX, 06513aHbl

He pasrnallaTtb NepcoHaNbHble AaHHbIe Pa6OTHUKOB.

8. TlMpaBa n 0653aHHOCTN paboTHMKA

8.1 PabOTHMKN [O/MKHbI ObITb 03HAaKOM/IEHbI MOA PacnuCKy C AOKYMEHTaMu OpraHv3auum,
yCTaHaB/IMBaKOLWMMK MOPAA0K 006paboTKM MepCoHa/IbHbIX AaHHbIX PabOTHMKOB, a Takxe 06 KX

npaBax 1 06513aHHOCTSX B 3TO 06/1aCTMW.

8.2. B uensix 3awyTbl NepCOHabHbIX JaHHbIX, XPaHALLMXCA Y paboToaaTtens, paboTHUK MMeET Npaso:

Tpe6OBaTb NCKMKOYEeHNA Nnn ncnpaBneHna HEBEPHbLIX NN HEMOJHbLIX AaHHbIX;



- nony4yatb CBOGOAHbBIA AOCTYN K CBOMM NEePCOHa/IbHLIM AaHHbIM, BK/IOUas MpaBo Ha Mosy4veHue
KonuiA Nto6oi 3anucK, copepxalleil NepcoHa/IbHbIe JaHHbIE.
- OnpefensiTb CBOMX NpeacTaBuTeneld Ans 3aWmnTbl CBOMX MNEPCOHaNbHbIX AaHHBIX.

8.3.PaboTHMK 00si3aH nepefaBaTb YUPEXAEHUIO KOMMMEKT [AOCTOBEPHbIX, AO0KYMEHTUPOBAHHbIX
MepCOHa/IbHbIX [aHHbIX, COCTaB KOTOPbIX YCTaHOBMeH TpyaosbiM Kogekcom P®, a Takke
CBOEBPEMEHHO c000LaTh 06 N3MEHEHNAX CBOMX MEPCOHa/IbHbLIX AaHHbIX.

8.4. PabOTHWNKM CTaBAT YupexaeHne B U3BECTHOCTb 06 U3MEHEHUW (PaMUINK, UMEHW, OTUECTBA, AaTbl
POXAEHWS, YTO MOSyvyaeT OTPaXeHUe B TPYLOBOW KHWKKE Ha OCHOBaHUW MpeACTaBeHHbIX
AOKyMeHTOB. [Mpyv  HeoOXOAMMOCTM M3MEHAIOTCA AaHHble 06 06pa3oBaHMKM, npogeccuu,
CrneymanbHOCTH, NPUCBOEHNM HOBOMO pa3psaa u np.

9. OTBETCTBEHHOCTb 3a pasr/alleHne KOH(puaeHUMaIbHOM MHopMaLMn, CBA3aHHO ¢
nepcoHaNIbHbIMU AaHHBbIMK

9.1. PykoBoauTenb, paspeLlarolnii JOCTYN COTPYAHWKA K KOH(UAEHUMANIbHOMY [LOKYMEHTY, HeceT
MepcoHasIbHYt0 OTBETCTBEHHOCTb 3a JaHHOE paspeLLeHue.

9.2. Kaxablii COTPYAHUK OpraHv3aumu, nonyvarowmin ang pabotbl KOHOUAEHUMANbHBIA [LOKYMEHT,
HECeT eAWMHONMNYHYIO OTBETCTBEHHOCTb 3a COXPAHHOCTb HOCUTENs U KOH(IMAEHUMATbHOCTb
VHhopmaumu.

9.3./lnua, BUHOBHbIE B HapPYLUEHWM HOPM, PErynvupyrowmx nonyyeHne, 06paboTky 1 3awuty
MepPCOHa/IbHbIX AaHHbIX Pab0THUKA, HECYT AUCLMNANHAPHYIO, aAMUHUCTPATUBHYIO, MPaXaHCKO-
MPaBOBYH W/IN YTO/IOBHYHO OTBETCTBEHHOCTb B COOTBETCTBUU C (heflepasibHbIMU 3aKOHaMMK.



