IloJ10:xeHue 0 3amure,
XpaHEeHUH, 00padoTKe U
nepeaaye MNePCcoOHAJIbHBIX
JAHHBbIX PA0OTHUKOB



1.  OOmue mos10:KeHUA

Hacrosimee Ilonoxenue pa3paboTaHO B COOTBETCTBUU CO CT. 24
Konctutynuu P® ot 12.12.1993r. (¢ uU3MEHEHUSMH U JOMOJHECHHIMU),
I'paxnanckum kogekcomM P® ot 26.01.1996r. Ne 14-®3 (c u3MeHEHMSIMHU U
nonoysHeHusiMH), TpymoBeiM  Kogekcom ot 30.12.2001r. Ne  197-®3,
dbenepanbubiMu  3akoHamMu  oT  27.07.2006r. Ne 149-®3 «O6 wuHdopmanuwy,
MH(OPMAIMOHHBIX TEXHOJIOTHSX M O 3aumuTe uHbopmammuy, oT 27.07.2006r. No
152-@3 «O nepcoHaIbHBIX JaHHBIX).

1.1. IlepconanbHble naHHBIE paOOTHUKAa — MHPOpMaLUd, HEOOX0AUMas
paboTOAATENI0 B CBS3U C YCTAHOBJICHHEM TPYJOBBIX OTHOLUIEHUM M Kacarolascs
KOHKpPETHOTO palboTHHKa. OHU BKIIOYAIOT B ceOs: OMO3HABATENbHBIC IaHHbBIC
(OO, nmara m MecTto pOXACHUS, TpyAoBas Ouorpagus paOOTHUKA, (DaKThI
ovorpaguu); JHMYHBIE XapaKTEPUCTUKH pabOOTHHKA (TPa)XKTaHCTBO, HaJIUYHE
HAYYHBIX TPYJOB, U300PETEHU U T.1.); CBEJCHUS O CEMEMHOM TOJIO)KEHHUH; COCTaBe
CEMbHU; COIMAIBHOM TIIOJIO)KEHHUM; CIY’)KEOHOM TIOJIOKEHWHU; HABBIKAX; O
¢buHaHcoBOM TmoNokeHUU. K mpejocTaBiseMbiM  MEPCOHANBHBIM  JIAHHBIM
paboOTHHMKA OTHOCHUTCS HMH(pOpMalUs, CcoJAepXkallascsi B TPYJOBOM KHUXKKE, B
CTPaxOBOM CBHJETEIBCTBE TOCYJAPCTBEHHOTO IEHCUOHHOTO CTPaXOBAaHMS;
uHdopmaruss 00 oOpazoBaHuM, KBamuuUKaIMU; WHPOpMAIUsS MEIUIUMHCKOTO
XxapakTepa; uHpopMalysa B TOKyMEHTaX BOUHCKOTO Y4YeTa U B JAPYTUX JOKyMEHTaX,
KOTOpBIE COJIepKaT JJaHHbIE, HEOOXOUMbIE pabOTOJATENIO B CBSI3U C TPYJAOBBIMU
OTHOILICHUSIMHU.

1.2. OO6paboTka MepCOHANBHBIX JAaHHBIX PAOOTHHKA OCYIIECTBISIETCS B
nensx odecrneyeHus: CoOM0AEHUS 3aKOHOB U JJPYTMX HOPMAaTUBHO-TIPABOBBIX aKTOB.

1.3. PaGoromatenp BmpaBe MPOBEPSITh IMEPCOHANBHBIC  JaHHBIC
pabOTHHUKOB C LIENBIO POPMUPOBAHUS KaJIPOBOTO pe3epBa.

1.4. Ilpu npueme Ha pabOTy, B3aKIIOYEHWU TPYIOBOTO JOTOBOPA,
3aIOJTHEHUU AaHKETHBIX JaHHBIX paldoTojaTelh HE HMMEET MpaBO IOJydaTh M
00001maTh HHHOPMAITUIO O PEIIMTUO3HBIX, TMOJUTUYECKUX U JPYTUX yOEIKIECHUIX
paboTHHKA.

1.5. Bce mepcoHanbHble JaHHBIE paOOTHUKAa pabOTOAATENh TOJydaeT
TOJIBKO OT HEr0 CaMoro.

1.6.  Pabortonarens mosydaer u 00pabaThIBAET JAHHBIE O YACTHOM KU3HU
pabOTHHKA TOJBKO C €r0 MUCbMEHHOI'O COTJIACHSL.

1.7.  PaGortomatenn cooOiiaer paOOTHUKY IIEIH, MPEANOJIOKUTEIbHbIC
HMCTOYHUKH, CITIOCOOBI MOJIYYEHUS IEPCOHAIBHBIX JIAHHBIX, XapaKTep MEePCOHATBHBIX
JAHHBIX W TOCJENCTBHS OTKa3za pabOTHHKA [1aTh NUCbMEHHOE COorJjache Ha UuX
MOJIy4EeHHE.

1.8. TlomyuyaTe TmiepcoHaJIbHbIE JaHHBIE PAaOOTHUKOB Ha OCHOBAHUU
3aKOHA MOTYT: HaJoroBble opranbl, [lencuonnsiii poug PO, ®oun cormaabHOTO
ctpaxoBanusi PO, OenepanbHas nHCNEeKUUs TpyAa. Mcnonp3oBaHue nepcoHalIbHBIX
JAHHBIX PA0OOTHHKA JOITYCTUMO TOJILKO B COOTBETCTBHUH C LIEISIMHU, OTIPEICTUBITUMU
ux nonyuyenue. [lepenaya nmepcoHanbHBIX JAHHBIX PaOOTHHKA BO3MOKHA TOJBKO C
cornacus pabOTHHKA, €CJIM MHOE HE MPEAYCMOTPEHO 3aKOHOAATEIBCTBOM.




1.9. PabGoromarenr  wMeeT TmpaBO  COOWpPATh  MEPCOHATHHYIO
uH(OPMAIUIO, COJEPKAILYIOCS B TOKYMEHTaX, IPEI0CTABICHHBIX pa0OTHUKOM IPU
npueme Ha pabory.

1.10. PaGoromatenh MNPOM3BOAUT pacdyeT M BBHIIUIATY HAJOTOB 3a
paboOTHHMKA TMyTEeM yJAEpXKaHus WX M3 3apabOoTHOM MmiaThl, paboToAaTellb UMEET
npaBo cobuparb mnpeaycMoTpeHHble HanoroBeim Konekcom P® cBenmenus o
HAJIOTOTIaTEIbITUKE.

1.11. Jlannoe IlonokeHue mpenoTBpalllaeT HECAHKIIMOHUPOBAHHBIN
I0CcTynl K uH(pOpManuu, €€ TNPOTUBONPABHOEC KOMUPOBAHHE, WCKAKEHUE,
HCITOJIb30BAHUE MIPETHAMEPEHHOTO pactpocTpaHeHUs HEJ0CTOBEPHOM
nH(OpMAaIUH, UCTIOJIB30BaHNe HHPOPMAIIMH B MPECTYMHBIX U KOPBICTHBIX IETIAX.

2. Ilopsiiok XpaHeHUs1, HCMOJIL30BAHNSI U MepPeIavyu MePCOHATBHBIX JaHHBIX
padoTHHKA

XpaHeHue MepPCOHANBHBIX JAHHBIX JOJDKHO MCKIIIOYATh UX YTPATy WIH HX
HENPaBUJIbHOE UCIIOJIb30BAHHUE.

2.1. XpaHeHue, BblJjaua TPYJOBBIX KHUXKEK (IyOJMKATBl TPYAOBBIX
KHIKEK); XpaHEHUE JIMYHBIX €]l paOOTHUKOB U UHBIX JOKYMEHTOB, OTPaXKAIOLINX
NEPCOHAJIbHBIE JaHHbIE paOOTHHKA, BO3JIAralOTCsl HA PYKOBOJAUTENS, CEKpeTaps U
pabOTHUKOB OyXTalTepuu (CMMCOK JIMIl YTBEP:KIaeTcsl MPUKA30M MO0 LIKOoJIe).

2.2. [TlepconanpHble AaHHbIE PaOOTHUKOB BMECT€ C HEOOXOTUMBIMU
JOKYMEHTAaMH OCTalOTCsl 'y paboTomarenss WJIM JUIAa, OTBETCTBEHHOTO 3a
oopmiieHne npuemMa U XpaHeHHUs JTUYHBIX JeNl COTPYIHUKOB. [Topsmok xpaHeHus
TPYAOBBIX KHIDKEK YCTaHOBIIEH MHCTPYKITNEH MO 3aM0THEHUIO TPYAOBBIX KHIKEK.

2.3. Pabotomatenp obOecrneynmBaeT XpaHEHHE TMEPBUYHBIX JOKYMEHTOB,
CBSI3aHHBIX ¢ 00paOOTKOM JOKYMEHTAlLMU 1O YYeTy TpyJa, KaJpoB U OIUIAThI TPyJa
B opraHuzauuu. B Oyxranrepuu XpaHATCs TOKYMEHTHI MO0 y4Y€Ty HCIOJIb30BaHUS
pabouero BpeMEeHHU 1 pacueToB C MEPCOHAJIOM 10 OIUIaTe TPYAA.

2.4. Tlpu mepenmaye mepcoOHAIBHBIX JAHHBIX pPaOOTHHKA PabOTOIATEIH
JOJKEH COOJI0IaTh CleAyIolue TpeOOBaHUS:

2.4.1. He coo0marh NepcoHaIbHbIC JaHHBIC PAOOTHHUKA TPETHEH CTOPOHE
0e3 MHCbMEHHOIO corjiacus pabOTHHKA, 32 UCKIIOYEHHEM CIy4yaeB, KOTJa 3TO
HEOOXOMMO B HEJSAX MPEIyNpPexKACHUS YTPO3bl )KU3HU U 3I0pPOBbI0 PabOTHHKA, a
TaK)Ke B CIIydasx, yCTAHOBIICHHBIX (efepaTbHBIM 3aKOHOM;

2.4.2. He coo0IIaTh NEpPCOHATbHBIEC JaHHbIE PAOOTHUKA B KOMMEPUYECKUX
Hessix 6e3 ero MICbMEHHOTO COTJIACHSI.

2.4.3. [llpenynpenuTs UL, TNOJYYAIOUIMX MEPCOHAIbHBIE JaHHbBIE
paboTHHUKA, O TOM, YTO 3TH JaHHBIE MOTYT OBITH MCIIOJIB30BAHBI JIUIIIb B LIEJSIX, TS
KOTOPBIX OHHM COOOIIEHBI, U TPEOOBATH OT 3TUX JIUILI MOATBEPKACHUS TOTO, UTO 3TO
npaBwiio coOmoaeHo. Jluna, moiyyaroniye mnepcoHalbHbIE JaHHbIE PaOOTHHKA,
00s13aHBI  COOJIONIATh PEKUM CEKpeTHOCTH (KOHUACHIMANbHOCTH). [laHHOE
MOJIO)KEHHWE HE paclpocTpaHsieTcss Ha OOMEH MEepPCOHANbHBIMU JIAHHBIMU
paOOTHHUKOB B MOPSIIKE, YCTAHOBICHHOM (eiepaibHbIMU 3aKOHAMU;



2.4.4. Paszpemath J0CTYyN K MEPCOHAIBHBIM TaHHBIM Pa0OOTHUKOB TOJIBKO
CHELMAIBHO YIOJHOMOYEHHBIM JIMLIAM, IPU 3TOM YKa3aHHBIE JINLA JOKHBI UMETh
IpaBO MOJy4yaTb TOJIBKO T€ IIE€PCOHAIbHBIE JaHHblE pPAOOTHHKA, KOTOpHIE
HEOOXOUMBI JJIs1 BBITIOJHEHHS] KOHKPETHBIX (PYHKIIHIA;

2.45. llepenaBaTh NMepcOHaJIbHBIE AAHHBIE PAOOTHUKA NPEICTaBUTENSM
pabOTHUKOB B nopsizike, yctaHoBIeHHOM TK P®, u orpannunBaTh 3Ty HH(GOpMaLUIO
TOJIbKO TEMH NEPCOHAIBHBIMU JTAHHBIMU PA0OTHHKA, KOTOPbIE HEOOXOAUMBI IS
BBITIOJTHEHHSI YKa3aHHBIMU MPEACTABUTENIMU UX QYHKIUH.

2.5. Tlepemaua mepcOHaNbHBIX JaHHBIX pabOTHHKAa B Mpejaenax
OpraHU3aIliH:

2.5.1. Pabortomatenb mpenocTaBiseT WH(GOPMALMIO W UHBIC CBEICHMUS,
HEOOXOJMMbIC JIsi TMPOBEPKH MPABIIBHOCTH HWCYHCICHUS M YIJIaThl HAJIOTOB,
00s13aTeTbHBIX MIATeKEH B TOCYAAPCTBEHHYIO OI0DKETHYIO CUCTEMY; TOKYMEHTHI O
IUIATEKECIOCOOHOCTH; CBEAECHUS O YMCIEHHOCTH, COCTaBe paboTaroluXx,
3apabOTHON IUIaT€ M YCJIOBMSIX TPyAd, O HAJIUYUU CBOOOIHBIX pabOYMX MECT;
JOKYMEHTBHI 00 oOIljlaTe HaJIOroB MO TPEOOBAHHIO OPraHOB BIIACTU YIPABIICHUS,
IIPABOOXPAHUTEIbHBIX OPTaHOB, FOPUINYECKUX JIMILI, UMEIOLIUX Ha 3TO IPaBo.

2.5.2. llpenocraBnsemass wuHbOpMaIUsi MOXKET OBITh YCTHOW WIHU
NUCHbMEHHOM, BO BTOPOM CJIy4ae — 3aBEpPEeHa Ne4aThio U MOAMUCIMH ONPEIEIICHHBIX
M1,

3. O6s13aHHOCTH padoTOAATEISI 10 XPAHEHHUIO M 3AIUTE MEPCOHATBHBIX
JAHHBIX PA0OTHUKA

3.1. PabGortomatens oOecmedrBaeT 3alIUTy MEPCOHAIBHBIX JAHHBIX
pabOTHHKA OT HENPAaBOMEPHOIO MX HWCIOJIb30BAHMUS WM YTpaThl 3a CUET
COOCTBEHHBIX CPEJICTB B MOPSAKE, YCTAHOBIEHHOM (peepalibHbIM 3aKOHOM.

3.2. PaGotomarens 3HAKOMUT pabOTHHKA II0J] POCHHUCH CO BCEMH
BHYTPEHHUMH JIOKYMEHTAMHM, KacCalolUMUCS TMOopsiika 00pabOTKH, mepenadu
MEePCOHANIBHBIX JJAHHBIX PAOOTHUKOB, O TIpaBax U 00SI3aHHOCTSX B 3TON 00JaCTH.

3.3. Pabotomatens oOecnedyuBaeT JOCTYN K MEPCOHAIBHBIM JIaHHBIM
pabOTHHUKA TOJIBKO YIOJIHOMOYEHHBIM JIULIAM.

3.5. PykoBogutenp 3akperisier B IIpukaze 1o  YupexaeHHIO
pacnpeneneHue o0s3aHHOCTEN M0 00pabOTKe MEPCOHATBHBIX JaHHBIX.

3.6. 3anpemaercs o6paboTka MHGOPMALMK B MPUCYTCTBUU HHBIX JIHII,
KpOME UMEIOIIMX MpaBO JOCTYNMa K TNEPCOHATBHBIM JaHHBIM PpPaOOTHHKA.
PykoBomuTeNbh XpaHUT TOKYMEHTHI (TPYIOBBIE KHUKKHU B ceiipe); peKoMeHyeTcs
npu o0pabOTKe JAHHBIX C MOMOIIBIO KOMIIBIOTEPA 3aKpbIBATH MapoJieM (ailibl,
MMEIOIINE MTEPCOHANIbHBIE TaHHbIE.

4. IIpaBa pa0OTHMKOB HA 3aIIUTY NEPCOHAIBHBIX JAHHBIX
4.1. Cornacto c1.89 TK P® paboTHUKHM UMEIOT TIPABO HA:
4.1.1. Tlomnyro uapOpMaIHIO 00 UX IEPCOHATBHBIX JAHHBIX U 00pabOTKe
ITUX JAHHBIX;
4.1.2. CBoOOHBIN OECIIATHBIN JOCTYI K CBOMM NEPCOHATBHBIM JTaHHBIM,
BKJIFOYAsl MPABO Ha MOJIyYEHUE KONUH JTF000W 3aIMCH, COAEPKALLEN TEPCOHAIbHBIE



JaHHBIE PAOOTHHKA, 32 UCKIIOYCHUEM CITy4aeB, MPEIyCMOTPEHHBIX (eaepaTbHbIM
3aKOHOM;

4.1.3. OmnpeneneHue CBOUX TMPEACTABUTENCH i1 3alIUThl  CBOMX
MEPCOHANbHBIX JAHHBIX;

4.1.4. JlocTym K OTHOCSUIUMCS K HUM MEIUIIUHCKUM JaHHBIM C IOMOIIIbIO
MEJUIIMHCKOTO CIIEUAIIMCTA TI0 UX BBIOODY;

4.15. TpeboBaHue 00 HCKIOUEHUM WU HCIPABICHUM HEBEPHBIX WJIU
HETOJIHBIX TEPCOHANBHBIX JAaHHBIX, a TaKXe JIaHHBIX, O0O0pabOTaHHBIX C
HapymieHueM TpeboBanuii TK P®. Ilpu oTkaze paboromaTens UCKIIOUUTH WIIU
WCIIPaBUTh TEPCOHAIBHBIC JTaHHbIE pPaOOTHWKA OH HWMEET IMpPaBO 3asBUTH B
MUCBMEHHON (hopMe paboTOAATENI0 O CBOEM HECOTJIACHH C COOTBETCTBYIOUTUM
0o0OCHOBaHMEM TakKoro Hecormacus. llepcoHanpbHBIE aHHBIE OIICHOYHOTO
XapakTepa pabOTHUK WMEET NPABO JOMOJIHUTH 3asSBICHUEM, BBIPAKAIOIIAM €TO
COOCTBEHHYIO TOUKY 3PCHHUS;

4.1.6. TpeboBanue 00 M3BEIICHUU pabOTOIATEIEM BCEX JIHI, KOTOPBIM
paHHee ObUIM COOOIIEHB HEBEPHBIC WIIM HEIOJHBIE IEPCOHANIbHBIC JIaHHBIC
paboTHHKa, 000 BCEX MPOU3BEJCHHBIX B HUX MCKIIOYCHUSX, UCIPABICHUSAX WU
JTOTIOJTHEHUSIX;;

4.1.7. PaboTHMKM JOJDKHBI OBITH O3HAKOMJICHBI TMOJI POCIHUCH C
HactosimM [lonoxenuem. C 3TOM 1ENIbIO B yUPEXKICHUH OPTaHU3YETCSl U BEJIETCS
Kypnan o3HakomIIeHHs paOOTHUKOB ¢ HacTosmuM [losoxenuem.

4.1.8. OO0xanoBaHue B CyA JIOOBIX HEMPABOMEPHBIX NEHCTBUI WM
Oe3nelicTBUs paboToaTess Mpyu 00padOTKE U 3alUTE €ro MEPCOHAIBHBIX JaHHBIX.

5. OTBEeTCTBEHHOCTH PadoTOAATE ISl M JIHII, OCYIIECTBJISIOIINX PadoTy ¢
NMePCOHATbHBIMU JaHHBIMU
5.1. PaGotHuk o0s3aH:

5.1.1. xpanuth B TaillHE H3BECTHBICE €My KOH(HUACHIIMAILHBIC CBEJICHHS,
UH()OPMUPOBATH PYKOBOAUTENS O (PaKTax HAPYIICHUS MOPsAKa 0OpaIeHUs C
KOH(DHICHIIMATILHBIMU CBEJICHHUSIMHU, O CTaBIIUX €MY M3BECTHBIM IOIBITKAX
HECaHKIIMOHUPOBAHHOTO J0CTyNa K HH(OpMaIuy;

5.1.2. cobmoaTh mMpaBwiia MOJIH30BaHUS JTOKYMEHTAMH, MOPSIOK WX ydeTa U
XpaHeHHs, 00ecleuynBaTh B Mpolecce padoThl COXPAHHOCTh WMH(MOpMAIUH,
COJIepIKaIIeicst B HUX OT MOCTOPOHHUX JIHIL;

5.1.3. 3HAKOMUTBCS TOJBKO C TEMH CIY>KEOHBIMU JTOKYMEHTaMH, K KOTOPHIM
MOJTy4YeH JOCTYII B CHITY UCTIOJTHEHHSI CBOUX CITY)KEOHBIX 00s13aHHOCTEH.

5.2 Jlumla, BUHOBHBICE B HAPYIIEHUH HOPM, PETYIUPYIONINX TOIy4YEHHE,
00pabOTKY M 3aIUTy NEPCOHAIBHBIX TaHHBIX paOOTHUKA, HECYT AUCIUTITMHAPHYIO,
aJIMUHUCTPATUBHYIO, TPAXIaHCKO-TIPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTH B
COOTBETCTBUH C (peiepaTbHBIMU 3aKOHAMHU.

5.3. K coTpynHuKy, OTBETCTBEHHOMY 3a XpaHEHHUE MEePCOHAIBLHON MH(pOpMAIIH
pabOTHUKOB, paboTOJaTENh BIpPaBe MPUMEHUTH OJHO W3 JUCIMIUIMHAPHBIX
B3bICKaHUH, NpeaycMoTpeHHbIX cT. 192 TK P®, a nMeHHO: 3amedaHue, BBITOBOP,
yBodpHeHHEe. K mucnumimHapHON OTBETCTBEHHOCTH NPUBIEKAIOTCA TOJIBKO T€



pabOTHUKH, KOTOpBIE IO YCIOBUSIM CBOUX TPYIOBBIX JIOTOBOPOB OOS3aHbI
cOOJII01aTh TIpaBuiIa padOThI C IEPCOHATBHBIMU JIAHHBIMHU.

5.4. Paboronarens BIpaBe pacTOPrHyTh TPYJIOBOM JOTOBOpP IO CBOEH
WHULIMATUBE TIPU Pa3riallEeHUd OXPaHAEMOUN 3aKOHOM TailHbl, CTABILIEH U3BECTHOM
PabOTHUKY B CBSI3U C UCIIOJTHEHUEM UM TPYAOBBIX 00S3aHHOCTEH.

6. 3ak04uTeIbHbIE M0J10KEHUS
6.1. Cpok neiicTBUS MOJIOKEHHS HE OTPAHUYEH.
6.2. Ilpu u3MeHEeHNH 3aKOHO/IATEIbCTBA, a TAKKE MO0 UHUIIMATUBE KOJUICTHATbHBIX
WIA TIPEICTaBUTEIBHBIX OpPraHoB B AaHHOe [lojoxeHue MOryT OBITh BHECEHBI
U3MEHEHUS B YCTAHOBJIICHHOM TMOPSIZIKE.



