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IHonoxenne ‘
0 3a10HTe, XpPaHEeHHH, 00padoTKe U NMepeaaye NePCOHAJIbLHbBIX JAHHbBIX
Pa0OTHHKOB MYHHLMIIAJILHOI0 00Pa30BaTE/IbLHOT0 YUPekKIACHHS
JOTOJIHUTEILHOT0 00pazoBaHus aAerei
" lerckasi XyA0KeCcTBeHHasi IK0J1a uM. A.A.by3oBkuna"

1. O0ue moJ10KeHust

Hacrosmee [lonoxxenue pa3padboTaHo B COOTBETCTBUU CO CT. 24
Koncturynuu PO ot 12.12.1993r. (c i3MEHEHUAMH M TOTIOJTHEHUSAMH ),
I'paxxmanckum koaexcom PO ot 26.01.1996r. No 14-D3 (¢ u3MEHEHUSIMH U
nononHenusmu), Tpynoseim Koaexcom ot 30.12.2001r. Ne 197-@3,
denepansabIMu 3akoHaMu oT 27.07.2006r. Ne 149-®3 "O6 undopmarmm,
UH(OPMAIIMOHHBIX TEXHOJOTUAX U 0 3amuTe uHpopmauuu", ot 27.07.2006r. Ne
152-®3 "O nepcoHalbHBIX TAHHBIX".

Hacrosamee [lonoxenue pacnpocTpaHsaeTcs Ha BCEX COTPYIHUKOB, U BCE
pabOTHUKU JOJKHBI OBITH O3HAKOMJIEHHI ¢ 3TUM [lo/i0keHHEM MO POCTIHCH.

1.1. TlepconanbHbie naHHBIE pabOTHHKA - HHPOPMAIH, HEOOXOqUMast
paboToaaTeso B CBA3M C YCTAHOBJICHHEM TPYJOBBIX OTHOIICHUHN M KaCarOMasAcs
KOHKpeTHOro paborHuka. OHHM BKJIIOYAIOT B Ce0s: OMO3HABATEIbHBIE TAaHHBIE
(®HO, nara u mecTo poKACHUSA, TpyAoBas Ouorpadus paboTHHKA, PaKThI
Oouorpadun ), TMUHBIC XapaKTEPHUCTHKH PaOOTHHKA (TPaXK1aHCTBO, HATHYHE
HAYYHBIX TPYAOB, U300PETEHHA U T.]1.); CBECHHUA O CEMEHHOM TOJIOKEHUH;
COCTaBe CEMbH; COIIHAIEHOM IMOJIOKEHUH;, CITY)KeOHOM MOJIOXKEHHUH, HaBbIKaX; O
¢uHaHCcOBOM mosioxeHuu. K mperocraBisieMbiM NEPCOHATIBHBIM JAHHBIM
paboTHHKAa OTHOCHTCS MH(OPMALIHA, COAEPIKAIIAACA B TPYAOBOH KHUKKE, B
CTPaxOBOM CBH/IETEIBCTBE FOCYAAPCTBEHHOTO IEHCUOHHOTO CTPAXOBaHMS,
uHpopmarms 06 oO6pazoBaHuy, KBaTH(UKALMK, HHPOPMALHS ~-MEIULIUHCKOTO
xXapakTepa; uH(popmalusa B JOKyMEHTaX BOMHCKOTO y4eTa U B IPYrux
JOKYMEHTAaX, KOTOPBIE COAECPIKAT AaHHbIE, HEOOX0AMMbIE pabOTOAATENIO B CBA3H C
TPYAOBBIMH OTHOLICHHSIMH.

1.2.  OO6paboTka nepcoHaNbHBIX JAHHBIX PpA0OTHHUKA OCYIIECTBISAETCS B
nessix obecrneueHus coOMOIeHUs 3aKOHOB U APYTUX HOPMATHBHO-ITPAaBOBBIX
aKTOB.




1.3. Pabortonarens Brpase MpOBEPSTH NIEPCOHANbHBIE JAHHBIE PAOOTHHKOB
C LeNbIO (POPMUPOBAHKS KAJPOBOTO PE3EPBA.

1.4, Ilpu npueme Ha paboty, 3aKIIOYEHHH TPYAOBOTO JOrOBOPA,
3ar0JIHEHUH aHKETHBIX JIaHHBIX paboTOAaTeNIh HE UMEET MPABO MOIyYaTh U
00001maTh HH(YOPMALKIO O PETUTHO3HBIX, TIOIMTHYECKHX U APYTHX YOSKICHUAX
paboOTHHKA.

1.5. Bce nepconanbubie fanHbie pabOTHHKA PaGOTONATENb MOTyYaeT
TOJIBKO OT HETO CaMoro.

1.6. Pa6oromarens monyuaer u 06pabaTbiBaeT JAHHBIE O YACTHOMN KU3HH
PabOTHHKA TOJIBKO C €r0 MACHMEHHOTO COTJIACHSL.

1.7. PaGoronarens coobiaer paGoTHUKY 1EIH, TIPEANOIOKUTETbHBIE
MCTOYHHUKH, CIIOCOOBI MOJTy4€H s EPCOHAIBHBIX JAHHBIX, XapaKTeP
NEPCOHANIBHBIX JAHHBIX U MOCJICACTBHS O0TKa3a PaOOTHHKA JaTh MUCHMEHHOE
COIVIACHE Ha MX MOJIy4YCHHE. <

1.8. Tlomyuars nepcoHanbHble AaHHbIe PAGOTHHKOB HA OCHOBAHHMH 3aKOHA
MOTYyT: HAJIOTOBbIC Oprausl, Ilencuonusiii pong PO, ®onj coumanbHOro
crpaxoBanus PO, OenepanbHas uHCEKIM TpyAa. Mcnonb3oBanue
NEPCOHATBHBIX JAaHHBIX PA0OTHHKA JOMYCTHMO TOJIBKO B COOTBETCTBHH C LIEIISIMH,
OTIPEACIMBIINMH UX nonyvenune. [lepenaua nepcoHanbHbIX JaHHBIX pabOTHHKA
BO3MOKHA TOJIBKO C COTJIaChsi pabOTHMKA, €CJIH HHOE HE MPEILYCMOTPEHO
3aKOHOAATEIbCTBOM.

1.9, PaGoronarens umeer npaBo coGHpaTh NEPCOHANBHYIO HHPOPMALHIO,
COZEPIKAIIYIOCS B JOKYMEHTaX, NPEIOCTaBICHHBIX PAOOTHUKOM MDY NPHEME Ha
pabory.

1.10. Paboronarens NMpOM3BOAMT PacyeT U BHIILIATY HAJOTOB 32 pabOTHHKA
MyTEM YJAEPXKaHUA UX U3 3apabOTHOM MJIaThl, pabotozaresns umeeT npaBo
cobupars npexycmortpennsie Hanorossiv Kogexcom PD ceenenns o
HaJIOr OTUIATENBIIHKE .

1.11. Mannoe ITonosxenue npeAoTBpAMIAET HECAHKIMOHUPOBAHHBIH JOCTY
K UH(OPMaIMH, €€ MPOTHBOIPABHOE KOMMPOBAHHE, HCKAKEHHE, HCIOIb30BAHUE
NPEIHAMEPEHHOTO PacPOCTPAHEHMsI HEAOCTOBEPHO# HH(OpPMaLHH,
HCIIOJIb30BaHHE MH(OPMALIUK B IPECTYIHBIX H KOPBHICTHBIX LIEJISX.

2. [lopsinok XpaHeHHsl, HCIOJIb30BAHHUS M TIepPeJAvH MePCOHAIBHBIX JaAHHbIX
padoTHHKA

XpaHeHue NePCOHATBHBIX JAHHBIX JOJDKHO MCKIIKOYATh MX YTPATy MM MX
HENPABHIIBHOE UCTIOIb30BAHHE.

2.1. Xpanenue, Bbi1aua TPYHOBBIX KHIKEK (TyOIMKATHI TPYIOBBIX
KHMKEK); XpAHEHHE JIMYHBIX €T pAGOTHUKOB M HHBIX JIOKYMEHTOB, OTPAXKAIOLIMX
TIEPCOHAJIbHBIC JaHHBIE PA0OTHHKA, BO3JIArAIOTCS HA PYKOBOIMTEIIS,
AENONPOU3BOAUTEIIS U PAOOTHUKOB OyXrajaTepuu (CHHCOK JIMIL yTBEPHKAACTCS
NPHKA30M 110 HIKO0JIEe).

2.2. TlepconanbHbie qaHHbIE paGOTHHKOB BMECTE C HEOOXOAUMBIMH
AOKYMEHTaMH OCTAlOTCA Y paboTONATEN WM JIMIIA, OTBETCTBEHHOTO 32
o(opmIIeHHE NPHEMa B XPAHSHHS JINYHBIX 1€ COTPYAHHKOB. TI0psALOK XpaHeHHs
TPYJOBBIX KHIDKEK YCTaHOBJIEH MHCTpYKIMEH MO 3aM0IHEHUIO TPYAOBBIX KHHKEK.

2.3. Paboronatens obecrieunBaeT XpaHEHHE TIEPBUYHBIX JOKYMEHTOB,
CBA3AHHBIX C 00PabOTKON NOKYMEHTAIMH MO Y4eTy TPY/a, KaJpoB U OILIATH TPYa




B Opranusanuu. B Oyxranrepun XpaHATCsS JOKYMEHTHI 110 YYETY HCIIOIb30BAHHUS
pabouero BpeMEeHH M PacyeToB C MEPCOHAIIOM IO OILIaTe TPYAa.

2.4. Ilpu nepenaye nepcoOHANbHBIX JaHHBIX pabOTHHKA paboTonaresib
JOJKEH cOOMOaaTh CneAyIonme TpeOOBaHUS

2.4.1. He coobuaTh NEepcoHaIbHBIE JaHHBIE pa0OOTHHKA TPEThEH CTOPOHE O€3
NUCbMEHHOTO COorJiacusi pabOTHHKA, 32 HCKITIOYEHUEM CITy4aeB, KOT/a 3TO
HEOOXOAMMO B IIEJIAX MPEAYNPEKACHUA YTPO3bI )KU3HH U 3JOPOBBIO pabOTHHKA, a
TaK)Ke B CITy4asX, YCTAHOBJICHHBIX ()eAepabHBIM 3aKOHOM;

2.4.2. He coobumarh NEPCOHABHBIC TaHHbIE pAOOTHHUKA B KOMMEPYECKHUX
nensx 6e3 ero MACbMEHHOTO COTJIACHS.

2.4.3. Ilpenynpe AUt JIMLL, TOTYYAFOIIHAX MIEPCOHATBHBIC TaHHBIE
paboTHHKA, O TOM, YTO 3TH JIaHHBIE MOTYT OBITh HCITOJIb30BAHBI JIHIIb B HEJAX, IS
KOTOPBIX OHH COOOILEHbI, U TPEOOBATH OT ITUX JIKI] MOATBEP)KIACHUSA TOTO, YTO 3TO
npaBmIio coOmoAeHo. JInlla, monyyaroume nepcoHaIbHbIE JaHHbIE PabOTHHKA,
00s3aHbI COOMOIATh PEXKUM CEKPETHOCTH (KOH(MUACHIHAIBHOCTH ). JlaHHOe
TMI0JIOKEHUE HE PACTIPOCTPAHAETCA HA OOMEH NMEPCOHAIbHBIMU JAHHBIMH
pabOTHUKOB B MOPSAJKE, YCTAHOBICHHOM (heepalbHBIMH 3aKOHAMU;

2.4.4. Pazpemars AOCTYI K NEPCOHAIBHBIM JAHHBIM PAaOOTHHKOB TOJIBKO
CMELHMAIIBHO YTIOJTHOMOYEHHBIM JIAIAM, TIPY 3TOM yKa3aHHBIE JIMLA JOJIKHBI UMETh
NPaBO MOJIY4YaTh TOJNBKO T€ MEPCOHAIBHBIC JaHHbIE PA0OTHHKA, KOTOPBIE
HEOOXOAMMBI [J151 BBITIOJIHEHUS KOHKPETHBIX (DYHKIIHA;

2.4.5. [lepenaBaTh NepCcOHAIbHBIE JaHHBIE PAOOTHHKA MPEICTABUTEIISIM
paboTHUKOB B mopsiake, yctaHoBIeHHOM TK P®, u orpanrmuuBath 3Ty
UH(OPMALIUIO TOIBKO TEMH TIEPCOHAIBHBIMU JaHHBIMU PabOTHHKA, KOTOPHIE
HEOOXOUMBI /IS BHITIOJTHEHUSA YKA3aHHBIMHU TIPEACTABUTEIISIMHI MX (DYHKITHHA.

2.5. Ilepenaua nepcoHANIBHBIX JAaHHBIX PAOOTHHKA B MIpeaeiiax
OpraHHu3aLuu: ; ;

2.5.1. Paboronatens npenocTasisieT HHQOPMAIHIO U HHbIC CBEICHHS,
HEOOXOIUMBIE )1 MPOBEPKH MPAaBUIbHOCTH HCUMCIICHHS M YIUIAThl HAJIOTOB,
00s3aTeNbHBIX MIATEXKEH B TOCYJAPCTBEHHYIO OI0/DKETHYIO CHCTEMY; JOKYMEHTBI
0 IUIATeKECTIOCOOHOCTH, CBEICHHUS O YUCIIEHHOCTH, COCTaBe paboTalomuX,
3apabOTHOM TUIaTe W YCIOBUAX TPY/a, O HATMUWU CBOOOIHBIX pab0vYMX MECT;
JOKYMEHTHI 00 OIJIaTe HAJIOroB MO TPEOOBAHUIO OPraHOB BJIACTH YIPABICHHS,
IPABOOXPAHUTEIBHBIX OPraHOB, IOPHAWYCCKUX JIUILI, UMEIOIIMX Ha 3TO MPaBo.

2.5.2. Tlpenocrasnsiemast HHGOpMALKA MOKET ObITH YCTHOM HITH
MUCBMEHHOM, BO BTOPOM CJIy4ae - 3aBEPEHA MEYaThiO U MOMUCIMH
OTNIpEeACTIEHHBIX JIULL.

3. O6si3anHOCTH paboTOoAATE ISl 110 XPAHEHHIO M 3aLHTE MEPCOHAJIbHBIX JAHHBIX
paboTHUKA

3.1. Paboronarens obecnieunBaeT 3alIUTy NEPCOHATBHBIX JaHHBIX
pabOTHHKA OT HEMPABOMEPHOT'O UX UCTIOIB30BAHMS HJIH YTPAThI 3 CYET
COOCTBEHHBIX CPEJICTB B MOPAIKE, YCTAHOBICHHOM (peepaibHbIM 3aKOHOM.

3.2. Pabotonarenb 3HAKOMHUT paOOTHHKA MO/ POCIHCH CO BCEMHU
BHYTPEHHUMH JIOKYMEHTAMH, KaCAIOIIMMHUCS MOPAAKa 00pabOTKu, nepeaadu
NIEPCOHABHBIX JAHHBIX PAOOTHUKOB, O MPaBax M 00S3aHHOCTAX B HTOM 06JIACTH.

3.3. Paboroparens obecneunBaeT JOCTYN K MEPCOHATBHBIM JAHHBIM
pabOTHHKA TOJIBKO YIIOJTHOMOYEHHBIM JIHLAM.




3.5 .PykoBoamTelb 3aKkperuiieT B [Ipukase mo Y4pexaeHUro
pacnpeesieHrue 00s3aHHOCTEH N0 00pabOTKe MEPCOHATBHBIX JaHHBIX.

3.6.3anpemaercs 00paboTka HHGOPMALMH B IPUCYTCTBHHA HHBIX JIHLL,
KpOME HMEIOIIMX MPaBO AOCTYINA K HEPCOHATBHBIM JaHHBIM PaOOTHHKA.
PykoBOJAMTEb XPAaHHUT JOKYMEHTHI (TPYIOBbIE KHUIKKH B CeH(e), PEKOMEHIyeTCs
rpu 06paboTKe JAHHBIX ¢ MOMOLIBIO KOMIBIOTEPA 3aKPhIBaTh MapoieM (aibl,
UMEIOIIHE TIEPCOHANBHBIC JaHHBIE.

4. IlpaBa paGoTHHKOB HA 3AIMUTY MEPCOHATLHBIX JAHHBIX
4.1. Cornacuo ¢t1.89 TK P® paboTHHKH MMEIOT NPABO Ha:

4.1.1. IHonnyo urpopMaiHio 00 WX MEPCOHATBHBIX JaHHBIX K 00paboTKe
3THUX JaHHBIX;

4.1.2. Co6GOaHbI#H GecIuaTHbIN JOCTYH K CBOMM IEPCOHAIBHBIM TaHHBIM,
BKJIIOUAs MPaBO Ha MOJyYeHHE KOMHH TI000H 3anucH, COAEpKaIIeH NePCOHAbHbIC
JaHHBIE Pa0OTHHKA, 3a MCKIIIOUEHHEM CITyJaeB, IPEAYCMOTPEHHBIX (eiepaibHbIM
3aKOHOM;

4.1.3. Onpenenenne CBOMX NMPEACTABUTENIEH VIS 3AIUTHI CBOMX
NIEPCOHAJIbHBIX JAHHBIX;

4.1.4. JlocTyn K OTHOCAIIUMCS K HUM MEIULMHCKUM JaHHBIM C TIOMOIIBIO
MEIUIMHCKOTO CIICIHAIIACTA TI0 UX BBIOODY;

4.1.5. TpeGoBanue 06 HCKIIOUECHHH HJIH UCTIPABJICHUH HEBEPHBIX HIIH
HETOJHBIX TIEPCOHAIBHBIX JAHHBIX,  TAKXKE JaHHBIX, 00padOTaHHBIX C
napymenuem tpebosanuii TK PO. [Ipu oTkasze paboroaaresis HCKIFOYUTD WA
HCIIPaBUTh MIEPCOHABHbBIE IaHHBIE PAOOTHHKA OH MMEET MPABO 3aiBUTH B
MUCHMEHHOH (hopMe paboTOATENO O CBOEM HECOITTACHH € COOTBETCTBYHOIIUAM
060CHOBAHUEM TAKOro Hecoryiacus. [lepcoHaNbHbBIE JaHHBIE OLIEHOUHOTO
xapakTepa pabOTHHK UMEET MPaBO JOMOJHUTD 3asBIICHAECM, BBIPKAIOLIUM €T0
COOCTBEHHYIO TOUKY 3PEHHUS;

4.1.6. TpeGoBanue 00 W3BEMEHNH PabOTOAATENICM BCEX JIULI, KOTOPBIM
panHee ObLIM COOOIIEHbI HEBEPHBIE WJIM HETIONHbIE IEPCOHAIBHBIC JAHHBIC
paboTHHKa, 000 BCEX MPOU3BEICHHBIX B HUX UCKITIOUYCHUSAX, HCTIPABICHUAX HUITH
JOTIOJTHEHUAX,

4.1.7. PaGoTHUKH AOMKHBI OBITH O3HAKOMJIEHBI II0/] POCIHUCH C HACTOALIUM
[Monoxenuem. C TOM LETBIO B yUPEKICHHH OpraHu3yeTcs U Benerces XKypHa
O3HAKOMJIEHHMS PabOTHUKOB ¢ HAacTOALMM [IooKEHHEM.

4.1.8. O6xkanoBaHue B Cy/1 JIOOBIX HEMPABOMEPHBIX ACHCTBUN HITH
GeznelicTBus , paboToaaress npu 06pabOTKE U 3AMMTE €ro MePCOHAIBHBIX
JAHHBIX.

5. OTBeTCTBEHHOCTh Pab0oTOAATE ISl M JIMLI, OCYIIECTBJISIOIMX padoTy ¢
NepPCOHAILHBIMH JAHHBIMH

5.1. PabGorauk 00s3aH:

- 3uath [lepeueHpb cBeIeHHH KOH(pUIESHIHAIBHOrO XapakTepa B MOY
JIOJ "IXII uM. A.A.Bby3oBkuHa"

- XPaHWUTh B TaiHE H3BECTHBIC €My KOH(HICHIMAIBHBIC CBSICHNUS,
HH(DOPMHPOBATH PYKOBOAMTENS O (haKTax HapyIIEHHs NOPsiAKa 0OpaIleHHs C




KOH()M/IEHIIMATbHBIMH CBEACHHUSIMH, O CTABIINX €My M3BECTHBIM MOMBITKAX
HECAHKIMOHHPOBAHHOI'O 10CTYMa K HHPOpMAIUH,

- COOMIOAATh TpaBHJIa MONb30BAHUA JOKYMEHTAMH, TIOPAIOK HX y4eTa H
XpaHeHHUs, obecrieurBaTs B Mpouecce paboThl COXPAHHOCTh OT HOCTOPOHHHUX JTHIL,
COJIEpIKAILEHCA B HUX HH(POPMALIHH,

- 3HAKOMHTBCA TOJBKO C TEMH CITy)KEOHBIMU JIOKYMEHTaMH, K KOTOPBIM
NIOJTY4€H JOCTYT B CHIIY UCIIOJTHEHHS CBOMX CJIYKEOHBIX 00s13aHHOCTEIH.

5.2 Jluua, BUHOBHBIE B HAPYIICHHH HOPM, PETYJIMPYIONINX MOTyUCHHE,
00pabOTKy W 3aIIUTy NIEPCOHANBHBIX JAHHBIX PAGOTHHKA, HECYT
AUCUMIUTMHAPHYIO, aIMUHUCTPATHBHYIO, TP AaHCKO-TIPABOBYIO HIIH YTOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBHH C (pe/iepaibHBIMH 3aKOHAMH.

5.3. K coTpyiHUKY, OTBETCTBEHHOMY 33 XpaHEHHE TEPCOHATBHOMN
uH(popmanuu paboTHHKOB, paboTOAATENb BIPaBe IIPHMEHHTb OHO M3
AMCLMIIMHAPHBIX B3bICKAHUH, MPEAYCMOTPEHHBIX ¢T. 192 TK P, a umeHHO:
3aMe€4aHue, BBITOBOP, yBOJbHEHHE. K MUCIMIITHHAPHOM OTBETCTBEHHOCTH
NPUBJIEKAIOTCA TOJBKO T€ PAOOTHHKH, KOTOPBIE MO YCIOBHAM CBOMX TPYIOBBIX
JI0roBOpOB 00s3aHbI cOO6MOAaTh MpaBuiia paboThl ¢ NEPCOHATLHBIMH AaHHBIMH.

5.4. PaGotozarens BIpaBe pacTOPrHYTh TPYAOBOH JOTOBOP MO CBOEH
WHULMATUBE TIPU PA3IJIAlICHHH OXPAaHAEMON 3aKOHOM TAMHBI, CTABILIEH U3BECTHOM
PabOTHHUKY B CBA3H C HCIIOJIHEHHEM MM TPYAOBBIX 00S3aHHOCTEHA.




