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2.2 Cocran nepeoua nnuX DaOrLed paboTInEa:
- QTRETAL
- 0DDA0DANKC:
- CECICHILE O TPYIOBOM H 0OMICM CTAES]
- CECITNNA O TIPSILLINAEM MOCT PUGOTHI
- CBUACHIIE O COUTHBC SUMBHG
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- CBEJICHUSI O BOMHCKOM YUeTe;
- CBEJICHUS O 3apabOTHOM TIaTe COTPYTHHKA,

- CBEJICHUS O COLIMAIBHBIX JIBIOTaX;

- CIICIUATIBHOCTH;

- 3aHMMaeMast JOJKHOCTB;

- pa3mep 3apabOTHOH TUTATHI,

- HaJJM4yue CyIMMOCTEN;

- aJjpec MecTa JKUTEIbCTBA,

- IoMaIllHu# TenedoH;

- coJIepKaHKe TPYIOBOTO JOTOBOPA;

- coJIepKaHue JeKIIapalliy, 1M01aBaeMO B HAJOTOBYIO WHCIIEKIIHIO;
- TMIO/UTMHHUKH W KOTIMH IMPUKA30B T10 TUIHOMY COCTaBY;

- TUYHBIC JIeJIa U TPYJOBbIE KHIKKA COTPYIHUKOB;

- OCHOBaHWMsI K ITPHKa3aM 10 JTUIHOMY COCTaBY;

- Ziena, CoJeprKaliue MaTepraibl 10 MOBBIICHUIO KBATH(UKAIIMKI U TTEPENOATOTOBKE COTPYAHUKOB,
WX aTTEeCTAIlNH, CIIY’)KEOHBIM PacClieIOBaHUSM;

- KOIIMHK OTYETOB, HAIIPABJIAICMBIC B OPradbl CTATUCTHUKHU,
- KOIMMU TOKYMCHTOB 00 O6p&30BaHHH;

- pe3ysIbTaThl MEIUIIMHCKOr0 OOCIIeIOBAaHUS HA MPEAMET T'OJHOCTH K OCYIICCTBICHUIO TPYIOBBIX
0053aHHOCTEH;

- ororpaduu 1 UHBIC CBEJCHHS, OTHOCSIIUECS K IIEPCOHAIBLHBIM JaHHBIM PaOOTHHKA,
- PEKOMEH/IAINH, XapaKTCPUCTUKH U T.II.
2.3. JlaHHbIe TOKYMEHTHI SBISIOTCS KOH(DUIECHITNATEHBIMH.

3. OBA3AHHOCTHU PAFOTONATEJIA
3.1. B mensx oOecnedeHus mpaB W CcBOOOJ uelOBeKa W TpaKJaHWMHA pabOTOAaTeNb U €ro
MpEICTaBUTENM Tpu OO0pabOTKE TMEPCOHANBHBIX JaHHBIX pa0OTHHKA O00sS3aHBl COOINIOIATH
clenyomme oome TpeboBaHus:
3.1.1. O6paboTKa MepCOHANbHBIX JAHHBIX PAOOTHHUKA MOXKET OCYIIECTBIATHCA HCKIIOYUTEIHHO B
1ensix obecneveHus COOMIOACHUS 3aKOHOB M MHBIX HOPMATHMBHBIX IMPABOBBIX aKTOB, COJIECHCTBHS
paboTHUKAM B TPYIOYCTPOMNCTBE, OOyYEHHH ¥ TPOJABIDKEHUHU MO CIyx)0Oe, oOecreueHus: TUYHOM

0e30IMacHOCTH paGOTHI/II(OB, KOHTPOJIA KOJUYCCTBA U KA4YCCTBa BBIIIOJIHAEMOM pa60TBI )51
oOecreueHust COXpaHHOCTU UMYIICCTBA.



3.1.2. Tlpu ompeneneHuu oO0bEeMa W COJEpKaHUS OOpaOATHIBAEMBIX MEPCOHATBHBIX JTaHHBIX
paboTHUKa paboToaarens JOHKEH pykoBojcTBOBaThCs KoHctutyrueit PO, TpymoBeiM KomeKCOM
P® u unbIMu QenepanbHBIMU 3aKOHAMH.

3.1.3. Bce mnepcoHanbHble [aHHbIE paOOTHHMKA CIEAYyeT IMoJydyarb y Hero camoro. Ecmu
NEPCOHAIBHBIC JJAHHBIE PAa0OTHHKA BO3MOXKHO MOJTYYHUTh TOJBKO Y TPEThEH CTOPOHBI, TO PAOOTHUK
JOJDKEH OBbITh yBEIOMJICH 00 3TOM 3apaHee M OT HEro JOJDKHO OBITh MOJIY4eHO HHCBMEHHOE
coriacue. PaboToaTenb JOHKEH COOOIIUTh PAOOTHUKY O LENSIX, MPEANoJaraéMblX UICTOYHUKAX U
criocobax MOJYYCHHA NCPCOHAJIBHBIX OAHHBIX, @ TAKKC O XapPaKTCPC MOAJICKAINUX IMOJTYUYCHUIO
NEPCOHAJIIBHBIX AJAaHHBIX W IOCJICACTBHAX OTKas3a pa60THI/IKa JaThb IMIHMCBMCHHOE€ COIJIaCHU€ Ha HUX
HOJIy4CHHE.

3.1.4. PaboToiaTenb He UMEET MpaBa NoJyyaTh U 00padaThIBaTh EPCOHANIbHbBIE JaHHbIE pAOOTHUKA
O €ro NOJUTHUYECKHUX, PEJIIUTHMO3HBIX M HUHBIX YOEXKJEHHWAX M 4YacTHOM JKM3HM. B ciyuasx,
HEMOCPECTBEHHO CBS3aHHBIX C BOIPOCAMHU TPYJIOBBIX OTHOILIEHUH, B COOTBETCTBUH CO CT. 24
Koncturymmuu P® paboromarens BmpaBe Mojydarh U oOpabaThiBaTh JaHHBIE O YAaCTHOW KU3HH
paboOTHUKA TOJIBKO C €0 MUCbMEHHOTO COTJIACHSL.

3.1.5. PaboTtoaTenp He UMeEET NpaBa NoJydaTh U 00pabaTbIBaTh NEPCOHAIbHBIE TaHHBIE paOOTHUKA
O €ro WICHCTBE B OOIIECTBEHHBIX OOBEIMHEHUAX WU €ro MmpodCOIO3HOM NEATeTHHOCTH, 3a
UCKJTIOYEHHEM CITy4aeB, PEAYCMOTPEHHBIX (eiepaIbHbIM 3aKOHOM.

3.1.6. Ilpu mpuHATHH pENICHHH, 3aTparuBalOINX MHTEPECH paOOTHUKA, pabOTOaATEh HE WMEET
MpaBa OCHOBBIBATHCS Ha TEPCOHAIBHBIX JAHHBIX PAOOTHUKA, TOJYYCHHBIX HMCKIIOYUTEIHHO B
pe3ynbTaTe X aBTOMATH3UPOBAHHOM 00Pa0OTKH WK AJIEKTPOHHOTO MOTYYCHHS.
3.1.7. 3amuTa mEepPCOHAIBHBIX MAHHBIX PAOOTHHKA OT HETMPABOMEPHOTO HMX HCIOJb30BAaHUS WM
yTpaThl I0JDKHA OBITH 00OecrieueHa paboToaaTesieM 3a CYET €ro CPEJICTB B TIOPSJIKE, YCTAHOBJICHHOM
(dhenepanbHBIM 3aKOHOM.
3.1.8. PaboTHUKM M UX MPEACTABUTENN JAODKHBI OBITh O3HAKOMJIEHBI MO POCIHUCH C TOKYMEHTaMHU
MPEANPUSITHS, YCTAaHABIMBAIOUIUMH TIOPSAIOK OOpabOTKH MEPCOHANBHBIX NAHHBIX PaOOTHUKOB, a
TaKke 00 UX MpaBax ¥ 00A3aHHOCTSIX B 3TOH 00JIaCTH.
3.1.9. PaGoTHUKM HE TOJDKHBI OTKA3bIBAThCSI OT CBOUX MPAB Ha COXPAaHEHWE U 3aIUTy TalHBI.

4. OBA3AHHOCTH PABOTHUKA

PaGoTHuk 006s13aH:

4.1. HepeﬂaBaTb pa6OTOI[aTeJ'IIO Wi C€ro mnpeACTaBUTCIIIO NOCTOBCPHBIC HNOKYMCHTHUPOBAHHBIC
IICPCOHAJIBHBIC TaAHHBIC.

4.2. CBOEBpEMEHHO B Pa3yMHBIIl CpPOK, HE NMpEBBIMIAOLINN 5 aHel, coolmare paboToaarento oo
U3MEHEHHH CBOUX NIEPCOHANIBHBIX JaHHBIX.

5. [IPABA PABOTHHKA
PaboTHUK MMeeT npago:
5.1. Ha nmonnyto nHpOpMAaIHIO O CBOUX NEPCOHANBHBIX JAHHBIX U 00pabOTKE 3TUX JAHHBIX.
5.2. Ha cBoOonHbIi OecruiaTHBIA JOCTYIl K CBOMM NEpPCOHAIbHBIM JaHHBIM, BKIIOYas MpaBO Ha

IOJIYYCHHC KOmuil 1000 3aIlimcu, conep;xameﬁ NEpCOHANILHBIC MHNAaHHBIC COTPYJIHUKA, 3a
HUCKIIIOYCHUCM CJIYHaCB, ITPEAYCMOTPCHHBIX 3dKOHOAATCIILCTBOM POD.



5.3. TpeGoBate 00 HCKIIOUECHHHM WM MCIPABICHHUM HEBEPHBIX WJIM HEMOJHBIX IMEPCOHATBHBIX
JaHHBIX, a TAK)KE JAaHHBIX, 00paObOTaHHBIX C HApYIIEHHEM TPeOOBAaHHMA, ONPEIEIICHHBIX TPYAOBBIM
3aKOHOJATeNbCTBOM. [Ipy OTKa3e paboTomaTenss HCKIIOYUTh WM HCIPaBUTh NEPCOHAIBHBIC
JaHHBIE COTPYIHHKA OH HMMEET IpPaBO 3asBUTh B IMHCHMECHHOW (popMe paboTOHaTeNto O CBOEM
HECOTJIACHH C COOTBETCTBYIOLIIMM OOOCHOBaHMEM Takoro Hecoryacus. [lepcoHanbHble TaHHBIE
OLICHOYHOTO XapakTepa COTPYAHUK HMMECT IIPaBO JIONOJHUTH 3asSBICHHEM, BBIPAXKAIOUIMM €TI0
COOCTBEHHYIO TOUKY 3pEHHUSI.

5.4. TpeboBatp 00 wu3BemieHHMH pPabOTOAATENIEM BCEX JIMI, KOTOPHIM paHee ObLTH COOOIIEHBI
HCBCPHBIC HJIM HCTIOJIHBIC NCPCOHAIILHBIC AAHHBIC COTPYAHHKA, 000 Bcex MMPOU3BCACHHLIX B HHUX
HCKIIIOYCHUAX, UCIIPABJICHUAX WM JOIMOJIHCHHUAX.

5.5. O6xanoBath B cyn JIOObIE HEMPAaBOMEPHBIE JNEUCTBUS WM Oe3/eicTBUE paboTodaTesss Mpu
00paboTKe U 3aIIUTEe €ro NePCOHANBHBIX IaHHBIX.

6. CEOP, OBPAFOTKA U XPAHEHHUE IIEPCOHAJIbHbBIX JJAHHBIX

6.1. O6paboTKa nepcoHaNbHBIX JaHHBIX PaOOTHUKA - 3TO MOJYYEHUE, XpaHEHUE, KOMOMHUPOBAaHHE,
nepenada uin Jr000e APYroe UCIoJIb30BaHNE IEPCOHAIBHBIX JaHHBIX pAaOOTHHKA.

6.2. PaboTHUK mnpenocTaBisieT pabOTOATENIO JOCTOBEpHBIE CBeAeHUs O cebe. Paboromarens
MPOBEpSIET JOCTOBEPHOCTh CBEJCHMM, CBepss J[JaHHbIE, IPEIOCTaBICHHbIE pPabOTHUKOM, C
NMCHOIIIUMUCS y pa6OTHI/IKa JIOKyMeHTaMI/I. Hpe)IOCTaBJ'IeHI/Ie pa6OTHI/IKOM IO IJIOKHBIX
)IOKYMGHTOB NN JIOKHBIX CBG}IGHI/Iﬁ HpI/I HOCTynHeHI/II/I Ha pa60Ty ABIIACTCA OCHOBAHUEM I
pPacTOpIKeHHUS TPYAOBOTO JOTOBOPA.

6.3. IIpu noctyruieHnn Ha paboTy paOOTHUK 3aIOJIHSET aHKETY.

6.3.1. AHKeTa TIpe/ICTaBIIsAeT COOO0M MepeYeHb BOTIPOCOB O MEPCOHANBHBIX TAHHBIX pa0OOTHHUKA.
6.3.2. AHKeTa 3amoJIHAETCS PaOOTHHKOM CaMOCTOsITENbHO. IIpu 3amoJiHeHHH aHKEeThl PaOOTHHUK
JOJKEH 3aloJIHATh Bce ee rpadbl, Ha BCE BOIMPOCH JaBaTh IOJHBIE OTBETHI, HE OIMYCKaTh
WCIPABJICHUN WIM 3a4epKUBAHMM, MPOYEPKOB, MOMAPOK B CTPOTOM COOTBETCTBUU C 3alMCSIMU,
KOTOpBIE COAEPIKATCS B €r0 JIMYHBIX JOKYMEHTAX.

6.3.3. Ankera pabOTHHKA JIOJDKHA XPAaHUTHCSA B JJMYHOM Jielie paOOTHHKA. B JMYHOM Jnene Takke
XpaHATCS WHBIE JIOKYMEHTHI MEPCOHAIBHOTO Yy4yeTa, OTHOCSIIMECS K IEePCOHAJIbHBIM JaHHBIM
paboTHHKA.

6.3.4. Jluunoe neno paboTHUKA opopMIIsIeTCs MOCIe U3JaHus MpUKa3a O MprueMe Ha padoTy.

6.3.5. Bce JAOKYMCHTBI JIMYHOI'O [J¢€JIa MOAUIMBAKOTCA B O6J'IO)I(Ky 06pa3ua, YCTAHOBJICHHOI'O Ha
OpCaAIpUATHUN. Ha neint YKa3bIBAOTCA (I)aMI/IJ'II/IH, UM, OTYECTBO pa6OTHI/IKa, HOMCD JIMYHOI'O JCJIa.

6.3.6. K xaxxgomy JIngHOMY ey npuiaraercs ojHa gortorpadus paboTHUKa pazMepoM 3x4.

6.3.7. Bce JOKYMCHTBI, IMOCTYyIIAarOmue B JIMYHOC [CJI0, PACIOJAraroTCsa B XPOHOJOTHYECKOM
IopsaKe. JInctel JAOKYMCHTOB, NOAIIHUTHIX B JIMYHOC ACTI0, HYMCPYIOTCH.

6.3.8. JluuHoe men0 BeAeTCS Ha NPOTSHKEHHHM BCEH TPYAOBOM JesATENbHOCTH pPaOOTHUKA.
V3MeHeHMs, BHOCHMBIE B JIMYHOE [€N0, JIOJDKHBI OBITh IMOATBEPKICHBI COOTBETCTBYIOIIMMU
JTOKYMEHTaMHU.

7. IIEPEJ[AYA IIEPCOHAJIBHBIX JJAHHbIX



7.1. Ilpum mnepenade NEpCOHANBHBIX JMAHHBIX pPAa0OTHUKA pabOTOHATENb IOJDKEH COOIoNaTh
clieyroImue TpeOoBaHus:

- He coo0aTh MepCOHANbHBIC JaHHbIE paOOTHUKA TPEThel CTOpOHE 0e3 MHCBMEHHOIO COorjacus
paboTHHKA, 32 UCKIIOUYCHUEM CIIyYaeB, KOTJa 3T0 HEOOXOIMMO B LENSAX MPEIYNPEkKICHUS YIPO3bI

KHU3HU U 37I0POBBIO0 PAOOTHHUKA, a TAK)KE B CIIydasX, YCTAHOBJICHHBIX (peiepaIbHbIM 3aKOHOM;

- He coo0mmaTh NePCOHANBHBIC JTaHHBIC PAOOTHUKA B KOMMEPYECKHUX IEJsAX 0e3 ero MIChbMEHHOTO
corjacus;

- TaHHBIMH PaOOTHUKOB B MOPSAIKE, YCTAHOBICHHOM (e/lepalbHBIMH 3aKOHAMH;
- pa3zpemiarhb JOCTYI K EPCOHAIBHBIM JaHHBIM PaOOTHUKOB TOJBKO CHEIMAIBHO YIIOJTHOMOYEHHBIM
JULAaM, MPH 3TOM YKAa3aHHBIE JIMIA JIOJDKHBI MMETh IIPaBO IOJIYy4aTh TOJIBKO TE€ NMEPCOHAIBHBIC

JaHHbIE PA0OOTHHKA, KOTOPbIE HEOOXOUMBI JUIsI BHIIOJHEHUS! KOHKPETHBIX (YHKIIHIA;

- He 3ampamuBaTh MHQOPMAIMIO O COCTOSIHMM 3I0pOBbsl PaOOTHHKA, 3a HUCKIIOYEHHEM TeX
CBEJICHUI, KOTOpbIE OTHOCATCS K BOIPOCY O BO3MOKHOCTH BBITIOJHEHHUS paOOTHHUKOM TPYIOBOI

byHKINN;
- TepelmaBaTh IEPCOHATBHBIC JaHHBIE pPAOOTHHKA TMPEICTABUTENSIM pPAOOTHUKOB B TIOPSIIKE,
YCTaHOBJIEHHOM TpymoBBIM KojekcoM P®, m orpaHmumBath 3Ty HH(POPMAIUIO TOJIBKO TEMHU
MEPCOHATBHBIMU JIAHHBIMH PaOOTHHKA, KOTOPHIC HEOOXOJWMBI JUISl BBITIOJIHEHUS YKa3aHHBIMU
MIPEJICTAaBUTEISIMH MX (DYHKITHH.

8. JOCTYII K [IEPCOHAJIPHBIM JJTAHHBIM COTPY/[HUKA
8.1. BHyrpeHHuii nocTym (10CTyn BHYTPH MPEITPUITHSA ).
[IpaBo moctyma kK NepCcOHATBHBIM JTAHHBIM COTPYTHHKA HMEIOT:
- PYKOBOJIUTEIb YUPEIKICHHUS,

- CeKpeTapb;

- 3aMecTUTeNb JUPEKTOpa Mo y4yeOHOW paboTe, 3aBEAYIOUIMI XO3SHCTBOM IO COTJIACOBAHUIO C
PYKOBOJIUTEIIEM YUPEKICHHUS,

- TIABHBIH OyXrajutep — K TEM JaHHBIM, KOTOPbIE HEOOXOIUMBI JUIS BBINIOJHEHUS KOHKPETHBIX
(b yHKIIHIA;

- caM paOOTHHUK, HOCUTEIIb JJAHHBIX.
8.2. BHemnuit gocrym.

IlepcoHanbHBIE [aHHBIE BHE OpraHM3allMM MOTYT IMPEACTABIATBCA B TOCYJApPCTBEHHbIE U
HErocy/lapCTBEHHbIE (PYHKLIMOHAIbHBIE CTPYKTYPBI:

- HAJIOTOBBIC MHCIICKIIUHU,
- IPaBOOXPAHUTCIIbHBIC OPraHbl;
- OpraHbl CTATUCTUKH,

- CTpaxoOBbIC arCHTCTBA,



- BOGHKOMATHI;
- OpraHbl COIMAILHOTO CTPAXOBAHUS;

- ICHCUOHHBIE (DOH/IBI,

- TIO/Ipa3/ICIICHUS] MYHHUITUTIAILHBIX OPTaHOB YIIPABJICHHSI.
8.3. Ipyrue opranuzaiuu.

Ceenenuss o paboTHHUKE (B TOM 4YHCIE YBOJEHHOM) MOTYT OBITh IPEIOCTaBICHBI JAPYTOi
OpraHu3allii TOJIBKO C MHUCHBMEHHOTO 3ampoca Ha OJaHKe OpraHu3alHd C TMPUIOKEHHUEM KOIUHU
3asiBJIeHUs pabOTHHKA.

8.4. POICTBEHHUKHY M YJIEHBI CEMEN.

[lepcoHanbHble TaHHBIE pAaOOTHUKA MOTYT OBITh NMPEAOCTaBICHBI POJACTBEHHUKAM WJIHM YJIEHAM €ro
CEMbH TOJIBKO C MMCBMEHHOIO pa3pelieHusi caMmoro paboTHHKA.

9. 3A1J[UTA IEPCOHAJIBHbIX JJAHHbIX PABOTHHUKOB

9.1. B mensx oOecrnedyeHHUs COXPAHHOCTH U KOH(MUIEHIIMATHLHOCTH TEPCOHATBHBIX JaHHBIX
pabOTHUKOB OpTaHU3AIMH BCE ONEPAIHH 10 0(GopMIICHUIO, (POPMUPOBAHUIO, BEJICHUIO U XPAaHCHHIO
JTAHHOW WH(OPMAIMH JOJDKHBI BBITIOJHATHCS TOJIBKO CEKpeTapeM, OCYIISCTBIISIFOIINM JIaHHYIO
paboTy B COOTBETCTBHU CO CBOMMH CIY)KEOHBIMH OOS3aHHOCTSIMH, 3a(UKCUPOBAHHBIMH B
JOJIKHOCTHOM MHCTPYKLHUU.

9.2. OtBeThl Ha MHCHMEHHBIE 3aANPOCHl JAPYIrUX OPraHU3aALMA U YUPEKIECHUM B Mpeaesiax Hx
KOMIIETEHIIMM W TMPEJOCTABICHHBIX IIOJHOMOYMN JaloTCsi B NUCbMEHHOW ¢opMe Ha OnaHke
NpennpusITuss U B TOM oOObeMe, KOTOPHIA IMO3BOJISIET HE pasriiamaTh U3JIUIIHUNA 00beM
MepPCOHAIBHBIX CBEJICHUI O paOOTHUKAX yUPEKICHUS.

9.3. Ilepemaua wuH(pOpMAIUK, COAECpXKAIIEH CBEIEHUS O MEPCOHANbHBIX JAaHHBIX PaOOTHUKOB
yupexJieHus, mo teiaedony, (akcy, 3JEKTPOHHOI moyTe 0e3 MUCBMEHHOTO COTjiacHsi pabOTHHUKA
3arpenaercs.

9.4. JluvHble Aena U JOKYMEHTHI, COJIEpXKalliue MePCOHATIbHbBIC TaHHBIC PAOOTHHKOB, XPAHITCS B
3anuparonuxcss mkadax (ceiidax), oOecneuMBAOIIUX 3alIUTY OT HECAHKIMOHHPOBAHHOTO

JOCTYyTIA.

9.5. HepCOHaJIBHBIC KOMIIBIOTCPLI, B KOTOPBIX COACPIKATCA IICPCOHAJIbHBIC JaHHBIC, NOJI>KHBI OBITH
3allMUIICHBI IIApOJIAMU OOCTYIIA.

10. OTBETCTBEHHOCTD 34 PA3ITIALLIEHUE UHD®OPMALINUN,

CBA3AHHOM C IIEPCOHAJIbHBIMH JJAHHBIMH PABOTHUKA
10.1. JIuua, BUHOBHBIE B HapylIEHHMH HOPM, PETYIMPYIOLUIUX IOJIydyeHHe, 00paboTKy M 3allUTy
NEPCOHAIBHBIX JAHHBIX PAOOTHUKA, HECYT JUCLUUIUIMHAPHYIO, aJIMUHUCTPATUBHYIO, I'PakJaHCKO-

IpaBOBYIO UJIN YTOJIOBHYIO OTBETCTBCHHOCTL B COOTBETCTBUU C (I)el[epaJ'ILHLIMI/I 3aKOHaMH.

Cexkperaps:




