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MOJIO’KEHHUE
OB OBPABOTKE U 3AIIUTE HEPCOHAJIBﬂHXiIAHHbIX
PABOTHUKOB H OBYYAIOIIUXCS
MBOY «OPEXOBCKAS COLI»

1. OBLLME ITOJIOXEHUA
1.1. Hacrosumee IlonoxkeHHe YCTAaHABIMBAET TNOPSAJAOK IOINyYeHHs, ydera, 0OpabOTKH,
HAKOTUICHHS M XPaHEHHUs JOKYMEHTOB, COJEPKAIIUX CBEIEHHUs, OTHECEHHBIC K MEPCOHAILHBIM
nannbM pabotaukoB OO. [Tox paGoTHHKAaMH T0PA3yMEBAIOTCS JIHIIA, 3aKIIIOYMBIIHE TPYIOBOH
norosop ¢ OO0.
1.2. llens Hacrosimero IIoJOKeHHs - 3aIMTA MEPCOHAIBHBIX NaHHBIX paboTHHKoB OO or
HECaHKIIMOHMPOBAHHOTO JOCTyNa M pasriamenus. IlepcoHalbHble NaHHBIC BCErJa ABJIAIOTCA

KOH(UIEHIMATBHOM, CTPOTO OXpaHseMOi HHOPMALHEH.

1.3. OcHoBanuem s paspabotku HacTosmiero Ilomoxkenust siBsorcs Komcturyuust PO,
TpynoBoit koneke P®, apyrue AeicTBYOIME HOPMATHBHO-TPABOBbIE aKThI PO.

1.4. Hacrosimee [lonoxeHnHe W W3MEHEHHs K HeMmy yTBepxiaorcs pykoBonurenem OO u
BBOzsITCs mprkasom 110 OO. Bce paGOTHHKH MPEINPHATHS J0DKHBI ObITh O3HAKOMIICHBI IO
pocruck ¢ naHHbM [TooXkenreM 1 H3MEHEHHAMH K HEMY.

2. TIOHATUE U COCTAB ITEPCOHAJIbHBIX JIAHHBIX
2.1. Tlox mepcoHATbHBIMH JAHHBIMH PabOTHHKOB IOHMMaeTcs HMHQopMaims, HeoOXoauMmas
paGOTONATEMO B CBA3M C TPY/AOBBIMH OTHOIICHHSIMH H Kacarolascs KOHKPETHOro paboTHMKa, a
TaKxKe CBeIeHHS 0 (AKTax, COOBITHAX M OOCTOSTENBCTBAX JKH3HH PabOTHHMKA, MO3BOJISIOLIHE
UICHTH(HUIIMPOBATD €r0 JIUYHOCTb.
2.2. CocTaB MepcoHAIbHBIX JIAHHBIX PaOOTHHKA:
- aHKeTa;
- aroOHorpadus;

- oOpa3oBaH#ue;

- CBE/ICHHUSA O TPYAOBOM H o01meM cTaxe;



- CBEJICHHUS O MpeIbLIyIeM MecTe paboThl;

- CBEJICHHUS O COCTABE CEMbH;

- IaCTIOPTHBIC JaHHBIE;

- CBEJICHHS O BOHMHCKOM y4eTe;

- CBEJICHHUS 0 3apabOTHOM MaTe COTPYAHUKA;

- CBEJICHHUS O COIMAIBHBIX JIIOTAX;

- CIIELIUAIBHOCTD;

- 3aHUMaeMast JI0JKHOCTb;

- pa3mep 3apabOTHOM IUIATHI;

- HJIMYHE CYJUMOCTEH;

- aJIpec MecTa JKHTEIbCTBA;

- IOMaIHuii TenedoH;

- coJIepXKaHue TPYZLOBOTO J0r0BOPA;

- coJIepIKaHue JIeKJIapallii, 0JaBaeMOH B HAJIOTOBYIO HHCIIEKIIMIO;
- IOJUTMHHHUKH U KOTTMH MPUKA30B 110 JINYHOMY COCTaBY;
- TMYHbIE JIe]1a U TPY/AOBbIe KHUKKH COTPYAHUKOB;

- OCHOBAHHUS K IIPUKa3aM 110 TUYHOMY COCTaBY:

- Jeja, CcoJepiKamue Marepuajibl II0 TOBBIIICHHIO KBaJIP[(l)HKallPlPl H NEePErnoATOTOBKE
COTPYAHHUKOB, UX aTTECTAllUH, CJ'ly)K€6HblM paccliieI0OBaHusAM

- KOIIUHM OTYETOB, HANIPaBIIsieMbIe B OPraHbl CTATUCTHKH;
- KOTIMH JIOKYMEHTOB 00 0Opa3oBaHuH;

- pe3yJbTaThl MEJHIHHCKOro oO0CIe0BaHHs Ha TpPeJAMET TOJHOCTH K OCYIIECTBJICHHIO
TPYAOBBIX 0053aHHOCTEH;

- hoTorpauu 1 MHBIE CBEICHHS, OTHOCSIIHECS K EPCOHAIBHBIM JaHHBIM PabOTHHKA;
- PEKOMEH/IAINH, XapaKTePHCTUKH U T.II.
2.3. JlaHHbIE JOKYMEHTBI SBISIIOTCS KOH(HIACHIHAILHBIMU. PexXuM KOH(HICHIHATBHOCTH

NEPCOHAJIBHBIX JAaHHBIX CHUMACTCS B ClIydasx 00e3IMYUBaHUS HIIH 110 UCTCUYECHUH E JIET CpOKa
XpaHCHHUs, €CITH HHOE HE ONMPEACIICHO 3aKOHOM.



3. OBSI3AHHOCTU PABOTOIATEJLA

3.1. B memsix obecreueHHs MpaB W CBOOOJ 4elOBeKa M TPAKIAHHHA paborozarenb H €ro
[Ipe/ICTABUTENH TPH O0OpabOTKE MEPCOHATBHBIX JaHHBIX paboTHuKa 00s3aHBI COOMONATH
crreyromue oomme TpeGoBaHHUs:

3.1.1. O6paboTKa NepCOHANBHBIX JTAHHBIX pabOTHUKA MOXKET OCYIIECTBIIATLCA HCKIIOUHTEILHO
B Lemsix OOecreueHHs COOMIONGHHS 3aKOHOB M HMHBIX HOPMATHBHBIX IPABOBBIX aKTOB,
cojteifcTBisi PabOTHHKAaM B TPYJAOYCTPOHCTBE, 00y4eHHH M TPOJBHXCHHH IO ciyxbe,
obecreyeHns JHYHON 0GE30MacCHOCTH pPabOTHMKOB, KOHTPOIS KOJNAYECTBA M KaJecTBa
BBINOJIHSIEMO}1 paboThI 1 0OecIeyeH s COXPAHHOCTH HMYIIECTBA.

3.1.2. Tlpu ompeznenenuu obbema H CONEPIKAHHSA 06pabaThIBaEMBIX NEPCOHANBHBIX JAHHBIX
paGoThHuka paboTonaTeNb IOJKEH PYKOBOJACTBOBATHCS Koucruryuueit P®, TpynoBbM
konexkcoM P® u uHbIMH (eepalbHbIMK 3aKOHAMH.

3.1.3. Bce mepcoHalbHble JaHHbIC DPabOTHHKA CIEAYeT MONMyHaTh Y Hero camoro. Ecim
NepCOHATbHBIE JaHHbie PabOTHMKA BO3MOKHO MOJNYHYHTH TOJIBKO y TpeTbeil CTOPOHBI, TO
pabOTHHK JODKEH ObITb YBEIOMIEH 06 3TOM 3apaHee M OT HEro JOJDKHO OBITh MOJY4EHO
[HCHMEHHOE cornacue. PaGoToaTesb 10/KeH COOOMTS PaGOTHHKY O UE/SX, NPENoIaracMbIX
HCTOUHHMKAX H CIIOCO0aX MOMyUeHHs TIePCOHANBHBIX IAHHBIX, & TAKIKE O XapakTepe MO/IexKaliX
[I0JIy4EHUIO MEPCOHATBHBIX AAHHBIX H MOCICACTBHAX OTKasa paGoTHHKA 1aTh MHCBMEHHOE
corjacue Ha HX MOJIy4eHHe.

3.1.4. PaGoronarens, He HMeeT IpaBa IOIy4aTb H obpabarpiBaTh MEPCOHATBHBIC JAHHBIC
paGoTHHKA O €ro MOJMTHYECKHX, PETHIHO3HBIX H HHBIX yOeKJIeHHSX M 4acTHOH ku3HH. B
Cilydgasix, HEMOCPe/ICTBEHHO CBS3aHHBIX C BONPOCAMH TPYI0BBIX OTHOIIIEHHIA, B COOTBETCTBHH CO

cr. 24 Koncrutyuuu P® paborozaresnp BIpase moaydars H 0OpabaThiBaTh JaHHBIE O YaCTHOM
KW3HH PabOTHHKA TOJIBKO C €r0 MHCHMEHHOTO COTIACHS.

3.1.5. PaGoromarens He HMMeeT IpaBa mnoay4arb H 0OpabarbiBaTh MEPCOHAIBHBIC JAHHBIC
pabOTHHKAa O €ro WICHCTBE B OOIIECTBEHHBIX OOBEIWHEHHSX WIH ero mpogCcoro3HoH
JIeSTeBHOCTH, 33 HCKIIIOYEHHEM CIIy4aeB, MPeyCMOTPeHHBIX (eziepaTbHBIM 3aKOHOM.

3.1.6. TIpu IpHHSTHHA PElIEHAH, 3aTPArHBAIOIIHX HHTEPECH paboTHHKa, paboTOAATENIb HE UMEET
IIpaBa OCHOBBIBATHCS HA MEPCOHATBHBIX JAHHBIX pabOTHUKA, MOTYYEHHBIX HCKIIOUHTENBHO B
pe3ysIbTaTe HX ABTOMATH3HPOBAHHOH 06pabOTKH HIIH INEKTPOHHOTO MOJTYIEHHS.

3.1.7. 3amuTa IepCOHATBHBIX JaHHBIX pabOTHHKA OT HENPaBOMEPHOIO X HCIIOJIb30BAHUS UITH
yTparhl JO/KHa ObITh oOecreuena paGoTozatesieM 3a CHET €ro CPeACTB B MOPAIKE,
YCTAHOBJICHHOM (he/iepaibHBIM 3aKOHOM.

3.1.8. PaGOTHHKM M WX INPEJICTABUTENIH JIOJUKHBI OBITH O3HAKOMIJICHEI 0] pOCIHCHL C
noxymentamu OO,  yCTaHABIHMBAIOUMMK  TOPSAJIOK 00paboTKH MEPCOHATBHBIX  JIAHHBIX

paGOTHHKOB, & TAKKe 00 UX NpaBax 1 0053aHHOCTSX B 9TOM 001aCTH.

3.1.9. PaBOTHUKH He JOJDKHBI OTKA3bIBAaThCS OT CBOMX TIPaB HA COXPAHCHUE 1 3aIIUTY TalHBL.




4. OBA3AHHOCTHU PABOTHUKA
PaGoTHuk 006s3aH:

4.1. [TlepemaBarh paboTOZATENIO HIM €ro IMPEACTABUTENIO KOMIUIEKC JOCTOBEPHBIX
JIOKYMEHTHPOBAHHBIX [EPCOHATBHBIX JAHHBIX, IEPeYeHb KOTOPBIX YCTaHOBJICH TpyZOBBIM
KoznekcoM PO.

4.2. CBOEBpPEMEHHO B pasyMHbIil CPOK, He MPEBBIIAIONINI 5 1Hei, coobmars paboToaareso 00
H3MEHEHHH CBOMX MEPCOHATBHBIX JIAHHBIX.

5. [TIPABA PABOTHUKA
PaboTHuK nmeeT npaso:
5.1. Ha nosnyto HH(GOPMALHMIO O CBOUX HEPCOHATBHBIX JAHHBIX H 00pabOTKe 3THX JaHHBIX.

5.2. Ha cBoGoaHbIi OecruiaTHbINA JT0CTYTl K CBOMM IIEPCOHAIBHBIM JIaHHBIM, BKJIIOYas IIPaBO HA
HoJlydeHHe KOMHi 000 3amMcH, CcozepiKalled IepcOHabHbIC JaHHbIC COTPYAHHKA, 3a
HCKTIOUEHHEM CIIyYaeB, MPELyCMOTPEHHBIX 3aKOHOAATeILCTBOM Pd.

5.3. Ha jocTyn K MeJIMIIMHCKHM JaHHBIM C MOMOIIBIO MEIHIMHCKOIO CHELHAIUCTA M0 CBOEMY
BBIOODY.

5.4. TpeGoBath 00 HCKIIOYEHHH WM MCIIPABICHWHM HEBEPHBIX WIIM HEIMOJHBIX NMEPCOHATBHBIX
JIaHHBIX, @ TaKKe JIaHHBIX, O0OpabOTAaHHBIX C HapylIeHHeM TpeOoBaHHH, OIpe/IeIeHHBIX
TPYAOBBIM 3aKoHOzatenbcTBOM. [Ipu oTkase paboTonaresis HCKIIOYMTH HIH MCIPABHTH
NepCOHATBHBIE JIaHHBlE COTPYJHMKA OH HMeeT IIpaBo 3asBUTh B ITHCBMEHHOH Qopme
paboToaTeNi0 0 CBOEM HECOTTTaCHH C COOTBETCTBYIOIIMM OOOCHOBAaHHEM TAKOIO HECOIJIACHS.
[lepcoHaibHble JaHHBIE OIEHOYHOTO XapaKTepa COTPYIHHK HMMEET IIpaBO JIONOJHHThH
3asBJIEHHEM, BBIPQKAIOIIUM €ro COOCTBEHHYIO TOUKY 3PEHHS.

5.5. TpeGoBath 00 M3BEIEHHH PabOTOJATENeM BCEX JIHIL, KOTOPHIM paHee ObUIH COOOIIEHBI
HEBEpHBIE MM HENOJIHbIE IIEPCOHANBHBIC IaHHbIE COTPYIHHKA, 000 BCEX MPOU3BEACHHBIX B HUX
HCKITIOYEHMSIX, HCIIPABJICHUSIX WM JIOTIOJHEHHUAX.

5.6. O6:xanoBaTh B Cy/ JIOOBIE HENPAaBOMEPHbIE JAeHCTBHS MM Oe3zieicTBHE paboToaaTelist Ipu
00paboTKe U 3allUTe ero NePCOHAIbHBIX IaHHBIX.

5.7. OnpeenaTh CBOMX NPEACTABHTENICH JUIS 3aIlIUThl CBOMX IIEPCOHAIBHBIX JIaHHbIX.
6. CBOP, OBPABOTKA U XPAHEHUE ITEPCOHAJIBHBIX TAHHBIX

6.1. OO6paboTKa TEpCOHANBHBIX JAHHBIX pabOTHHKA - 3TO TOJy4YEHHE, XpaHEHHE,
KOMOMHHMpOBaHHe, Ieperaya MM Jodoe JIpyroe HCIOJIb30BAHME TEPCOHAIBHBIX TaHHBIX
paboTHHKA.

6.2. Bce mepcoHanbHble JaHHBlE pa0OTHHKA CleIyeT IojiydaTh y Hero camoro. Eciu
[EpCOHANbHBIE JIaHHbIE DPabOTHHKA BO3MOXKHO IIOJYYHTh TOJBKO Yy TPETheH CTOPOHBL, TO
paGOTHHK JO/DKeH ObITh YBEJOMJEH 00 3TOM 3apaHee M OT HEro JOJDKHO OBITh IOIyYeHO
IHUCBMEHHOE COTJIacHe.



6.3. PabGoTonarens J0MKEH COOOIIMTH PabOTHHKY O LEISX, MPEArnoaraéMbiX HCTOYHHKAX H
crnoco6ax 1oJIydeHus epCOHATBHBIX JaHHBIX, @ TAKXKE O XapakTepe IMO/UIeXKAIIUX MOTyIeHUIO
TepCOHATBHBIX JaHHBIX H IOCIEJCTBUSX OTKa3a pabOTHHKA JaTh MMCbMEHHOE COIJIaCHE Ha HX
MOJIy4eHHUe.

6.4. PaGoTHHMK mpeocTaBiseT paboTOJATENO A0CTOBEpHbIe cBeleHus o cebe. Paboroxarens
IIPOBEPAET JIOCTOBEPHOCTH CBEJEHWH, CBepsisi JaHHbIC, MPEIOCTAaBJECHHbIE PAbOTHHKOM, C
AMEIOIMMHUC Yy paboTHHKAa JOKyMeHTamu. IlpejocraBieHue pabOTHHKOM —IOJUIOMKHBIX
JIOKYMEHTOB WJIM JIOXKHBIX CBEICHMH IIPH MOCTYIUIEHHH Ha paboTy SIBJISETCS OCHOBAHHEM JULA
pacTOpKEHHUs TPYAOBOTO I0rOBOPA.

6.5. ITpu mocTyTIeHuH Ha paboTy pabOTHHK 3aIl0JIHACT aHKETY ¥ aBTOOMOrpaduio.

6.5.1. AuKera npe/icTaBIseT co00i epeyeHb BOIPOCOB 0 MEPCOHATBHBIX JaHHBIX PAOOTHHKA.
6.5.2. AHKeTa 3amoJHsAeTCss pabOTHUKOM CaMOCTOSTENBHO. [Ipi 3amoTHEeHHH aHKEThl PabOTHHK
JIOJDKEH 3aloNIHATH Bce ee rpadbl, HA BCe BONPOCHI aBaTh IIOJHBIE OTBETHI, HE JOMYyCKATh
MCTIpaBJICHHH WK 3a9ePKHBAHHI, MPOYEPKOB, IOMAPOK B CTPOIOM COOTBETCTBUM C 3alMCAMH,

KOTOpBIE COACPIKATCA B €0 JIMYHBIX IOKYMCHTAX.

6.5.3. ABroOmorpadhusi - JOKYMEHT, COJEpKAllMif ONMCaHHE B  XPOHOJIOTMYECKOH
[10CJIeI0BATEIHOCTH OCHOBHBIX JTAIIOB JKH3HH H JeSTeIbHOCTH IIPHHAMAEMOT0 pabOTHHKA.

6.5.4. ABTOGHOrpadus cOCTaBIAETCS B IPOU3BOIbHOM (opme, Ge3 MOMapOK U HCIIPABJICHHH.
6.5.5. AHKkeTa u aBToOHOrpadus pabOTHHKA A0JKHBI XPaHHTBCS B JIMUHOM Jene paboTHuKa. B
JIMYHOM JIeJie TaK)Ke XpaHsATCS HHbIe JOKYMEHTbI INEPCOHAIBHOTO Y4YeTa, OTHOCSIIHECH K
IePCOHATBHBIM JAHHBIM PaOOTHHKA.

6.5.6. JInunoe 0 paBoTHHKA OGOPMIISETCS IOCIIE U3/[aHUsI IPHKa3a O MpHeMe Ha paboTy.

6.5.7. Bce IOKyMEHTHI JIMYHOTO JieJia MOAIINBAIOTCS B 00JI0XKY 00pasua, yCTaHOBJICHHOTO B
00. Ha Heii yka3piBarotcs: haMuInst, ©MsL, OTYECTBO PaOOTHHKA, HOMEP JIMYHOTO JIeIa.

6.5.8. K xaxoMy IMuHOMY Jeny npuiaraercs (dotorpadus paboTHHKA.

6.5.9. Bce JI0KYMEHTBI, TIOCTYNAOMINE B JHYHOE JIEI0, PacIoaraloTcsi B XPOHOIOTHIECKOM
nopsiake. JINCTbI JOKYMEHTOB, TIOAIIMTHIX B IMYHOE JIEJI0, HyMEPYIOTCS.

6.5.10. JludHoe €10 BeJeTCs Ha TMPOTSKEHHWH BCEH TPYJAOBOH JEATETbHOCTH pabOTHHKA.
W3MeHeHHus, BHOCHMBIE B JIMYHOE €0, JODKHBI OBITh IOATBEPXKIACHBI COOTBETCTBYIOUIMMHU
JIOKyMEHTaMH.

7. TIEPEJJAYA ITEPCOHAJIBHBIX JJAHHBIX

7.1. Tlpu mepeaue NepcOHATbHBIX JAHHBIX Pa0OTHHKA paboTonaTeNhb MODKEH COOI0AaTh
crietyrolme TpeboBaHus:

- He cooBIaTh NepcoHATbHBIC JaHHbIe Pa0OTHHKA TPeThel CTOPOHE Oe3 MUCBMEHHOTO COTIacHs
paboTHHKA, 3a MCKIIOYCHHEM CIIydyaeB, KOIJa 3TO HEeOOXOAMMO B LEIAX IIPEIyNpekICHHs
YIPO3bl JKH3HH H 370POBBIO PabOTHHKA, a TAKXKE B CIydasX, YCTAHOBJIEHHBIX (eleparbHbIM
3aKOHOM;



- HAJIOTOBbIE HHCIIEKIIHH;

- IIPaBOOXPAHUTEIIbHBIE OPraHbI;

- OpraHbl CTAaTUCTHKH;

- CTPaxOBble areHTCTBA;

- BOGHKOMATBI; »

- OpraHbl COIHAILHOTO CTPAaXOBAHMUSI;

- IEHCHOHHBIE HOHIBL;

- MO/Ipa3/IeIeHHs] MYHHUIIUIAIbHBIX OPraHOB YIIPABICHHS.

8.3. JIpyrue opraHusaium.

Caesiennst 0 pabOTHHKe (B TOM HHCIE YBOJEHHOM) MOTYT OBITh NPEIOCTABICHBI Jpyro#
OpraHM3aIiK TOJIBKO C TMCHMEHHOTO 3ampoca Ha GaHKe OPraHu3alui ¢ NPHIIOKEHHEM KOIHH
3asBjIeHUs1 pabOTHHUKA.

8.4. POJCTBEHHHMKH U WICHBI CEMEH.

HepCOHa.TlBHb]e JIAaHHBIC paGOTHHKa MOTYT OBITh MpEe0CTaBJICHbI POJACTBEHHUKAM HJIH YWICHAM
€ro CéMbH TOJIBKO C MMCbMEHHOTI'0 pa3peliCHus CaMoro pa6omm<a.

9. 3AIIIUTA [TEPCOHAJIbHBIX JJAHHBIX PABOTHUKOB

9.1. B mensx obecriedeHHs COXPAHHOCTH H KOH(HMIECHIMAIbHOCTH NEPCOHATBHBIX JaHHBIX
palOTHHKOB OpraHM3alM¥ BCE OIEpaluM 10 opopmiIeHHIO, (HOPMHPOBAHHIO, BEICHHIO H
XpaHEHHIO JaHHOH HHPOPMAIMH JI0IIKHBI BBIOTHATLCS TOJIBKO pabOTHHKAMH OT/IENa Ka/IpoB,
OCYIIECTBIISIOMMMH JIaHHYIO paboTy B COOTBETCTBHM CO CBOMMH Cci1yKeOHBIMH 00A3aHHOCTSIMH,
3a)MKCHPOBAHHBIMA B MX JIOJDKHOCTHBIX HHCTPYKIHAX.

9.2. OTBeTHl HA MHCHMEHHBIE 3aPOChl APYTHX OPraHW3allMii M yupex/IeHHH B NpEenax uX
KOMIIETEHIIHH ¥ IPEIOCTABIEHHBIX IOJTHOMOUHIT TAIOTCS B TUCHMEHHOM dopme Ha 6manke OO u
B TOM 00beMe, KOTOpBIH MO3BOJIAET He pasriialiaTh H3THIIHKHA 00beM MepCOHATBHBIX CBeJICHHH
o paboraukax 00.

9.3. Ilepenaua uHMOPMAIMHK, COJAEPKAIICH CBEICHHA O IMEPCOHAIBHBIX JAHHBIX pabOTHUKOB
opranu3aiyu, mo teedony, hakcy, 3EeKTPOHHOH nouTe 6e3 MICHMEHHOTO coracus paboTHHKA
3arpenaeTcs.

9.4, Jluumble e U JOKYMEHTBI, COJlepyKalllie [epCOHaTbHbIE aHHble pAOOTHHKOB, XPAHSATCS B
sanupatonuxcs mkapax (cefidhax), ofecreynBAIONMX 3aWUTY OT HECAHKIMOHUPOBAHHOTO
JocTyna.

9.5. TlepcoHATbHBIE KOMIIBIOTEPHI, B KOTOPBIX COACPXKATCS MEPCOHANBHBIC IAHHBIC, J0UKHEI
ObITh 3AIMIIEHBI TAPOJIIMHU JIOCTYTIA.



