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IOHBIX TYPHCTOBY
nporokoa Ne_1 or«01  »_09 2023r

Ionoxenne AN /4
0 3a10UTe, XPAHEHHH, 00padoTKe H Nepeaade NepCOHANbHBIX BIX PAGOTHHKOB
MYHHIHNIAILHOT0 OI0KETHOTO YIPeXK/IeHUs JONOJIHATEILHOF0 06pasoBanus

«CTaHIUs OHBIX TYpHCTOB)» ropoaa I'yokunna bearopoackoii o6acTu

1. OO0uue moJ10KEeHU S

Hacrosiee Ilonoxkenue paspaboraHo B cooTBeTcTBUH co cT. 24 Koucrurymuu P® ot
12.12.1993r. (c I3MEHEHUAMH U JIOMONHEHIAMH), [ paskranckuM KogekcoMm PO ot 26.01.1996r. Ne
14-®3 (c uzmenenusamu u jpononnenusmu), Tpynossiv Komexcom ot 30.12.2001r. Ne 197-03,
denepanbapiMu 3akoHamMu oT 27.07.2006T. Ne 149-03 «O6 unpopmanyum, HEPOPMAIHOHHBIX
TEXHOJIOTHSX 1 0 3armuTe wHGopmanumny», ot 27.07.2006r. Ne 152-D3 «O nepcoHaNBHBIX JAHHBIX).
Hacrosmee ITooxkeHre pacrmpoCTpaHsIeTcsi Ha BCEX COTPYIHHKOB, M BCe PAOOTHUKH JOJIKHEI

" OBITH O3HAKOMJICHEI ¢ 3TUM IlojtoKEeHnEeM moj POCIIHUCH.

1.1. IlepconanpHble JaHHBIe paboTHHKAa - wuHGOpMamusi, HeoOXoauMas
paboToJaTeNi0 B CBA3M C YCTAHOBJICHUEM TPYAOBBIX OTHOLIEHUH M Kacaromascs KOHKPETHOTO
pabotarka. OHM BKIIIOYAIOT B cebs: ono3HaBarenbHble faHHele (PHO, nata 1 MECTO pOXKICHHUS,
TpynoBas Ouorpadusi paGoTHHKA, (GakTsl OWorpadmu); JUIHBIE XapaKTEpUCTUKH DPabOTHHMKA
(rpaXIaHCTBO, HaAM4KMe HAY4YHBIX TPYHOB, HM300peTeHMi M T.H.); CBEJEHHI O CEMEHHOM
TIOJIOKEHHUH; COCTaBe CEMbH, COIMAJIbHOM IIOJIOKEHHUH; CIY)KEOHOM IOJNIOKEHUH; HaBHIKAaX; O
(uHaHCOBOM HOJOKeHUH. K MpesocTaB/sieMbIM T€PCOHAIBHBIM JaHHBIM PabOTHMKA OTHOCHTCS
MHbOpMaNus, Ccoaepkamascs B  TPYyJOBOM KHIDKKE, B  CTPaXOBOM  CBHJETEIHCTBE
rOCyAapCTBEHHOTO MEHCHOHHOTO CTpaxoBaHMS; MHpopManys 00 o6pa3oBaHUM, KBaIM(pUKAIWH,
uHbOpMAIIKA METUIIMHCKOTO XapakTepa; MHGOpMaIys B JOKyMEHTaX BOMHCKOI'O y4€Ta U B IPYTHUX
JIOKYMEHTaX, KOTOpPBIE COJEp)KaT JaHHbIe, HEOOXOMUMBIE PabOTONATENIO B CBA3U C TPYIOBBIMU
OTHOIIEHUSMHU.

1.2. O6paboTka nepcOHANBHBIX TAHHBIX PaOOTHUKA OCYINECTBISIETCS B HENAX OOECIEYCHHUS
COOJIIOIEHHST 3aKOHOB U JIPYTUX HOPMATHUBHO-IIPABOBBIX aKTOB.
1.3. PaboTomaTens BpaBe MPOBEPATH IEPCOHAIbHBIE JaHHbIE pAOOTHUKOB C IIEJIBIO
GopMHUpPOBaHUS KaAPOBOTO pe3epBa.

1.4. Ilpu mpueme Ha palboTy, 3aKIIOYEHHMH TPYAOBOIO HOr0OBOpa, 3aMOJHEHUU
AHKETHBIX IaHHBIX paboTojaTeNb HE MMEeT IPaBo MOydaTh U 0000mare MHGOpMALHUIO O
PEUTHO3HBIX, MOJUTUICCKUX U JPYTUX YOS KICHUIX paOOTHHKA.

1.5. Bce nepcoHasibHBIE JaHHBIE pabOTHHUKA pabOTOHATENh IONYy4YaeT TOJBKO OT
HEro camoro. ‘

1.6. PaGoromarens mnoiny4yaeT U 0OpabaThIBacT HaHHBIE O 4YaCTHOM JKM3HU
pabOTHHKA TOJILKO C €r0 IIMCBMEHHOI'O COTIacusl.

1.7. Paboromarens cooOlaer padOTHUKY LEad, MPEANIONIOKUATENbHEIE HCTOYHUKH,
CIIOCOOBI MOJYYEHHS MEPCOHAIBHBIX AaHHBIX, XapaKTep NEepCOHAIBHBIX JaHHBIX M IOCIEICTBUS
OTKa3a pabOTHHKA JaTh MMCbMEHHOE COIIACHE Ha UX IIOIyYEHHE.

1.8. ITonyyaTh mepcOHANbHBIE [AaHHbIE pPAaOOTHUKOB HA OCHOBAHMM 3aKOHa MOTYT:
HajioroBele opraubl, [lencronustit ponn PO, ®onn conmansroro crpaxosanus PO, OenepanbHas
MHCIIEKIMS TpyjAa. VICmonb30BaHUE NEPCOHANBHBIX JAHHBIX pabOTHHMKA MOIyCTMMO TOJIBKO B



COOTBCTCTBUM C MCJSIMH, ONPEICIMBLUIMMHU MX mojydenue. Ilepenaya mepcoHaNbHBIX JAHHBIX
paboTHHKa BO3MOJKHA TOJIBKO C corjacks pabOTHHKA, €CIM HMHOE He IIPELYCMOTPEHO
3aKOHOAATEIHCTBOM.

1.9. Paboronatens umeer npaBo cobUpaTh nepcoHaNbHYIO UH()OPMAIHIIO, COMEPKAIIYIOCS
B JIOKyMEHTaX, IPEJ0CTaBICHHBIX PAOOTHUKOM IIpU IIpHEMe Ha paboTy.

1.10. PaGoronarens nmeer npaBo codupars npenycmorpennsie Hamorossim Konekcom PO
CBCIICHHA O HAJIOTOIIATENIBIIUKE, TAK KaK POM3BOIUT PACYET U BBIILIATY HAJIOrOB 3a pabOTHUKA
IIyTeM yAepIKaHUs UX U3 3apadOTHOM IIaTEI,

1.11.  Jlannoe IlonosxeHue mpenoTBpaiaer HECaHKIMOHUPOBAHHBIN JOCTYI K
UH(pOpPMaIKH, €€ IPOTHBONPABHOE KOMUPOBAHHUE, HCKa)XXKeHHE, HCIIOJIb30BaHUE
IIpeAHAMEPEHHOTO pacrpocTpaHeHus HEIOCTOBEPHOM UHPOpPMAITUK,  HUCIIOJILE30BaHUE
MH(BOPMAIMU B TIPECTYITHBIX U KOPBICTHBIX LIENSX.

2. Ilopsmok XxpaHeHMsl, HCHO/Ib30BAHHSI W HepemayH NEePCOHAJTBHBIX JaHHBIX
paboTHHKA

XpaHGHI/Ie NNEPCOHAJIBHBIX JaHHBIX NOJDKHO MCKIIIOYATh UX yTpaty Wi X HEIIPaBHIIBHOEC
HCITIOJIb30BAHHUE.

2.1. XpaHeHue, BbaYa TPYAOBBIX KHIDKEK (yOJNHMKATH TPYHOBBIX KHIDKEK); XpaHEHHe
JINIHBIX 1€ PAOOTHUKOB U MHBIX IOKYMEHTOB, OTPa)KAIOLIMX MEPCOHATBHBIC JAHHBIC paGOTHIKA,
BO3JIaraloTcss Ha pyKOBOAUTENA, JIETIONPOU3BOAUTENS ¥ PaOOTHUKOB Oyxrajarepuu (CIUCOK JIUI
YTBEPIKAa€TCA IPUKA30M IO IIKOJIE).

2.2. TlepconanpHple OaHHBIE DPAGOTHUKOB BMECTE C HEOOXOMHUMBIMU JIOKyMEHTaMH
OCTaloTCs y paboTONATeNs WM JIMIA, OTBETCTBEHHOIO 3a O(QOPMIEHHE IIPHEMa W XPAHCHHSA
JIMYHBIX 1N COTPY AHUKOB. ITOpsIOK XpaHeHUs TPYIOBEIX KHIDKEK yCTaHOBJIEH MHCTPYKIMEH 1o
3aI10JTHEHMIO TPYIOBBIX KHUIKEK.

2.3. PaGoronarens o0ecrieuMBaeT XpaHCHHE MEPBMYHBIX JOKYMEHTOB, CBA3AHHBIX C
00paboTKOil IOKYMEHTAllUM 10 Y4eTy TpyHa, KajpoB M OIUIATHl TPYLA B opranuszanuu. B
OyXrajiTepuu XpaHaTCs TOKYMEHTHI [0 Y4eTy MCTIONb30BaHUS Pabouero BPEMEHM M PacyeToB C
NIEPCOHAJIOM 10 OIIaTe TPy Ia.

2.4. Tlpn nepeniaue nepcoHanbHEIX JaHHBIX PaGOTHUKA PaGOTONATEINH JTOJDKEH COOMIONATH
clieayromue TpeboBaHus:

24.1. He cooOmATh TEPCOHANBHBIE NaHHBIE pabOTHHKA TpeTbel cTopoHE 6€3
IIACEMEHHOTO coriacus pabOTHHUKA, 338 UCKIIOYEHUEM CJIy4aeB, KOTJa 3TO HEOOXOMUMO B IENIIX
NIpEIyNPeRICHAS yIpoO3bl JKU3HKA U 3A0POBBIO pabOTHMKA, a Tak)Ke B CIIydasX, YCTAHOBIEHHBIX
(henepanbHBIM 3aKOHOM;

2.4.2. He coo0uaTh NMEpCOHANbHBIC TaHHBIE paGOTHHUKA B KOMMeEpYeCKuX 1enax 0e3 ero
MICHMEHHOT'O COTJIACHS.

2.4.3. IpeynpeUTh JIHIL, TIOTYYAIOMUX MEepCOHANbHBIE JaHHbIC paGOTHHUKA, O TOM, UTO
OTH JJaHHBIE MOTYT OBITh MCIIOJIB30BAHBI JIUIIb B LENAX, VIS KOTOPBIX OHU COOBIIEHE!, H TPe6OBATH
OT STHX JIMIl MOATBEPXKAEHMsI TOTrO, 4YTO I3TO MpaBmyo cobmoxeHo. JIuia, MOMydYaroIue
NEPCOHANBHBIC  JaHHble  pabOTHMKA,  O0S3aHBI  COONIONATH  PEKHM  CEKPETHOCTH
(koH}HAEHIMANBHOCTH). JIaHHOE MONOXKEHHE HE PacHpOCTPAHSAETCS Ha 0OMeH IIEpCOHAILHBIMU
JlAHHBIMU PaOOTHUKOB B TTOPSJIKE, YCTAHOBICHHOM (he/iepanbHEIMH 3aKOHAM;,

2.4.4. paspemaTh JOCTYN K IEPCOHAIBHBIM JAHHEIM PAGOTHHKOB TOJNBKO CIIELHAIBLHO
YIIOJTHOMOYCHHBIM JIMIAM, ITPH 5TOM yKa3aHHBIC JIKIA JOJKHBI HMETh MPaBO I101y94aTh TOJIBKO Te
NCPCOHAIILHBIE JIAHHBIC PA0OTHHMKA, KOTOPBIE HEOOXONMMBI JUIsl BBHITIOJHEHHS KOHKDPETHBIX
(GyHKUMI;



2.4.5. nepenaBaTh NEpCOHaJbHBIE JaHHblE pabOTHUKA MPEJCTABUTENISIM pPaOOTHUKOB B
nopsanke, ycraHosiaeHHoM TK P®, u orpaHuumBath 3Ty HUHQOPMALMIO TOJNBKO TEMU
[EPCOHAIBHBIMYA JTaHHBIMA PAOOTHUKA, KOTOPBIE HEOOXOIMMBI JIJISi BBIMOJIHEHUS YKa3aHHBIMHU
IPEACTABUTEIAMU UX (PYHKIUI.

2.5. llepenada nepcoHaJbHBIX JaHHBIX pa0OTHUKA B Mpejiesiax OpraHu3aIliuu:

2.5.1. paboTtonarens MperocTaBisieT HHGOPMAIMIO 1 WHEIE CBEICHUS, HEOOXOAUMBIE JUIS
[IPOBEPKU IPABWIBHOCTH MCUMCIEHWS M YIIaThl HAJIOroB, 0OOs3aTEIbHBIX IUIATEXEH B
rOCyIapCTBEHHYIO OIOJUKETHYIO CHCTEMY; HOKYMEHTHI O IUIATE€KECIOCOOHOCTH; CBEACHUS O
YUCIEHHOCTH, COCTaBe padoTaIOMX, 3apabOTHOW IIaTe W YCJIOBHUAX TpyJa, O HAJIWYUU
cBOOOIHBIX pabo4yMX MecCT; JOKYMEHTHI 00 OIulaTe HaJIOrOB IO TPEOOBAHHMIO OPraHOB BIIACTHU
yIPaBJICHUS, IPABOOXPAHUTENIBHBIX OPraHOB, FOPUINUYECKUX JIUI], HIMEIOITUX Ha 3TO MPaBo.

2.5.2. npenocrasnseMas MHGOpMaLXsS MOKET OBITh YCTHOM WJIM TTMCEMEHHOM, BO BTOPOM
Cllydae - 3aBepeHa Me4aTbio U MOAINUCAMU ONPEACICHHBIX JIUII.

3. O6g3anHocTH paboToAaTesisi IO XPAHEHHIO M 3alIHTE NEPCOHAJbHBIX JAaHHBIX
paGoTHHKA 5

3.1. PabGoropmarens oOecneuuBaeT 3allUTy IIEPCOHANBHBIX JaHHBIX paOOTHUKA OT
~ HENIPaBOMEPHOI'O MX HCIIONB30BAHUA WIM yTpaThl 3a CUYET COOCTBEHHBIX CPEACTB B IOPSIKE,
YCTaHOBJIEHHOM (pe/lepaibHbIM 3aKOHOM.

3.2. Paboromarens 3HAKOMHUT pPabOTHUKAa I10J] POCIUCH CO BCEMU BHYTPEHHHMU
JOKYMEHTaMH, KacalolMMHUCSA IOopsiAka o0paboTKM, Tepefadyd IepCOHANBHBIX JaHHBIX
pabOTHHUKOB, O MpaBaxX U 00A3aHHOCTAX B 9TOW 001aCTH.

3.3. PaGoromarens obecreynBaeT AOCTYI K NEPCOHAILHBIM JaHHBIM paOOTHHKA TOJBKO
YIIOJIHOMOYEHHBIM JIULIAM.

3.5. PyxoBomurens 3akpermsger B Ilpukaze mno VYupexaeHWio paclpeesieHue
o0s3aHHOCTEN TI0 00pabOTKE MEPCOHATBHBIX TAHHBIX.

3.6. PykoBoauTenb XpaHUT JOKyMEHTH! (TpyZOBBIE KHWKKH) B cefide. 3ampemaercs
oOpaboTka MHpOpPMaMU B MNPUCYTCTBUM HHBIX JIMI, KPOME HUMEIOIIUX IpaBO JOCTyMa K
NEPCOHAIBHBIM JaHHBIM paboTHUKA, Npu 00paboTKe MJaHHBIX C IIOMOINBIO KOMIIBIOTEpa
PEKOMEHIYETCA 3aKphIBATh MaposieM (aiiiibl, copepKalire nepcoHaIbHbEIC JaHHEIC.

4. IlpaBa paGOTHHKOB HA 3ALIUTY NEPCOHAJbHBIX JAHHBIX

4.1. Cornacao ct. 89 TK P® paGoTHHKM UMEIOT IIpaBo Ha:

4.1.1. Ilonnyro uapopMaIuo 00 UX MEPCOHATBHBIX JaHHBIX U 00pab0TKe ATHX JAHHBIX;

4.1.2. CoGoHBI# OecruiaTHBIM JOCTYI K CBOUM TEPCOHAIBHBIM JaHHBIM, BKIFOYas IpaBo
Ha IOJTy4eHUe KOmui Jo00H 3amlmcH, COoAep)Kalledl NepcoHalbHBIE NaHHbIE pPabOTHUKA, 3a
UCKIIIOYEHUEM CITy4YaeB, MPEyCMOTPEHHBIX (elepabHBIM 3aKOHOM;

4.1.3. OnpeneneHue CBOUX MPEACTABUTENEH ISl 3aLIUTHl CBOMX ITEPCOHATBHBIX JTaHHBIX;

4.1.4. Jloctyn K OTHOCAILMUMCA K HUM MEIULUMHCKUM JaHHBIM C ITOMOIIBIO0 METUIUHCKOTO
CHelMaINCTa Mo UX BBIOOPY;

4.1.5. TpeboBanne 00 WCKIIOYEHUH WIM UCIPABICHAN HEBEPHBIX WIA HETOIHBIX
NIEPCOHANIBHBIX JIAaHHBIX, @ TaK)Ke JaHHbIX, 00paboTaHHBIX ¢ HapymieHueM TpeboBanuii TK PO.
IIpu orkaze pabotomarenst UCKIIOUATH WIM UCIPABUTH TEPCOHANbHBIC MaHHBIE paOOTHHKA OH
MMEET IIpaBO 3asiBUTh B NHMCbMEHHOH ¢opme paboTomaTeNio O CBOEM HECOIJIaCUU C
COOTBETCTBYIOLIMM OOOCHOBaHMEM TaKoro Hecornacus. IlepcoHanbHBIE JaHHBEIE OLIEHOYHOTO
Xapakrepa pa0OTHMK HMEET IIPaBO AOIOJIHUTH 3asBICHUEM, BBIPKAIONIMM €r0 COOCTBEHHYIO
TOUYKY 3pEHHSI;

4.1.6. TpeboBanue 00 u3BeUIEHMU pabOTOHATENEM BCEX JIHUI], KOTOPHIM paHHEe ObLIU
COOOIIEHBI HEBEpHbIE MM HENOJHbIE IIEPCOHANBHBIE JaHHBIE pabOTHHKA, 000 BCEX



*y

IPOM3BEICHHBIX B HUX UCKIIIOUEHHAX, UCIIPABJICHHUSX WU IOTTOTHEHUSX;

4.1.7. PaGOTHUKHU TOJIKHBI OBITH O3HAKOMJICHBI ITOJI POCTIMICH C HAacTOSIUM I1o10KeHHEM.
C 9TOif LeNbi0 B yUpekJIeHHH opraHusyercs U Bezercs JKypHan o3HaKOMIIEHHs paOOTHHKOB C
HacTosiuM [lonoxenuem.

4.1.8. O6kanoBaHue B CyJ JIOOBIX HENPABOMEPHBIX JeUCTBUN MM Oe3MCHCTBHS
paboTozares mpu 06paboTKe ¥ 3aIUTe NEPCOHANBHBIX TAHHBIX paOOTHHUKA.

5. OTBeTCTBEHHOCTL paoTogaTesisi W JIMI, OCYLIeCTBJSIIOINMX pabdory ¢
NepCOHATbHBIMH IaHHBIMH

5.1. PaGoTHuk 006s3aH:

- 3parh llepeyeHb CBeJCHUI KOHQHICHIMAJIBHOIO XapakTepa B MYyHHIMIATbHOM
aBTOHOMHOM 0011e06pa3zoBareabHoM yupeskaennn «Cpenusisa obmeobpaszoBarenpHas mKoa No 2
¢ yry6/IeHHBIM H3yYeHUEM OTIeIbHBIX IPeIMeToBY ropoa I'y6xuna benropoackoi obmacTy.

- XpaHUTh B TallHE W3BECTHBIC €My KOH(UICHIUATbHEIE CBEIEHHUA, HHPOPMHUPOBATH
pyKOBOIUTENS O haKTax HapyIICHU IOpsIKa OOpalleHns ¢ KOHQUIEHIMAILHEIMU CBEACHUIMU, O
CTaBIIMX EMY M3BECTHBIM ITOMBITKAX HECAHKIMOHUPOBAHHOTO JOCTYyIIA K MH()OPMAIIHH;

- COOJIIOATh PaBUIA TIONB30BAHMS JOKYMEHTaMH, TOPSIOK UX ydYeTa'd XPaHEHHS,
obecrieynBaTh B Iporecce pabOTEl COXPAaHHOCTh HMH(OpMAIlMH, COIepKameics B HHX, OT
MIOCTOPOHHUX JIMLI;

- 3HAKOMUTHLCS TOJBKO C TEMU CIIy)KEOHBIMU JTOKYMEHTaMU, K KOTOPBIM IIOJy4€H JOCTYII B
CHITY UCIIOJTHEHHS CBOMX CITYKEOHBIX 003aHHOCTEH.

5.2 Jluia, BUHOBHBIE B HApYIIEHWH HOPM, PEryJHpYIONUX MOonydeHHe, oOpaboTKy H
3AIUTY MEPCOHANBHBIX JAHHBIX Pab0OTHMKA, HECYT NUCHMINIMHAPHYIO, aJMUHUCTPATUBHYIO,
rpakJaHCKO-NPABOBYIO MIIM YrOJOBHYIO OTBETCTBEHHOCTh B COOTBETCTBHMH C (elepanbHbIMU
3aKOHAMU.

53. K coTpyaHHKY, OTBETCTBEHHOMY 32 XpaHEHHE IEPCOHATBHON HHpOpMAIMK
paGoTHHKOB, paboTOaTeNh BIIpaBe NPHMEHUTH OJHO M3 IMCUMIUIMHADHBIX B3BICKaHUM,
npenycMotpenHbix cr. 192 TK P®, a WMeHHO: 3aMedyaHHe, BHITOBOp, yBOJbHeHHe. K
JUCHUIUTAHAPHOM OTBETCTBEHHOCTH NPHUBIEKAIOTCS TOJIBKO T€ pAOOTHHMKH, KOTOPHIE MO YCIOBHAM
CBOMX TPYIOBBIX JIOTOBOPOB 0053aHEI COOJIIOAATE NPaBuiIa pabOTEI ¢ IEPCOHANBLHBIMI JaHHBIMH.

5.4. PaGoTomarenb BIpaBe pacTOPTHYTH TPYZOBOH JOrOBOp IO CBOEH WHHUIMATHBE IIPU
pasrialleHny OXpaHsAeMON 3aKOHOM TaWHEI, CTaBLIEH HM3BECTHOW pabOTHUKY B CBSI3H C
VICTIOJTHEHUEM MM TPYIOBBIX 00A3aHHOCTEH.
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