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MOJIO)KEHUE
0 3aIlHTe MEePCOHATbHBIX JAHHBIX PAGOTHHKOB

1. OBIIUE MOJIOKEHHSI

1.1. Hacrosmee IMosioskeHHe 0 3amuTe MEPCOHATbHBIX AAHHBIX Pa0OTHHKOB YCTAHABINBACT
MOPANOK TONMydeHHs, ydeTa, 0OpabOTKH, HAKOIJICHHA M XPaHCHHI JOKyMEHTOB, CcoZlepKaIIuX
CBEICHHS, OTHECEHHBIE K MEePCOHATBHBIM JaHHbIM paboTHHKOB OOmecrtsa ¢ OTpaHUYEHHOH
otBeTcTBeHHOCTRIO «Kmncepsuc» (00O «Kuicepsue») (nanee — OOmIecTBO). PaGotHukamu
cypmratotress  smna,  paboraromme OO0  «KuimcepBuc» 1O TpYyAOBOMY  JIOTOBODY.
1.2. Llensto Hactosmiero IlosmoskeHHs sBIACTCS HCIOIHEHHE 3aKOHOATEIBCTBA P® B obmactu
3aIATHI [epCOHANBHBIX JTAHHBIX.
1.3. K akram, o0s3aTe/IbHBIM K HCIIOJHEHHIO, OTHOCATCS 3aKOHOAATEIBCTBO P® B chepe 3auTeI
HHGMOPMAIHH, & TAKXKE IPHHATHIE Ha €r0 OCHOBAHHH JIOKAIbHBIC HOPMATHBHBIC AKTHI OO6mecTna.

2. TIOHSTHUE 1 COCTAB IIEPCOHAJIBHBIX TAHHBIX

2.1. [Noa mepcoHANBHBIMU JaHHBIME Pa0OTHHKOB OHAMACTCS uH(opmManus, HeoOXoHMast
paboTOIaTe o B CBSA3H ¢ TPYIOBBIMH OTHOLICHHAMH H KaCaiOlasics KOHKPeTHOTo paboTHHKa, a
TaKKe cBeIeHHd o (pakTax, COOBITHAX H 0OCTOSATEILCTBAX KH3HH paboTHHKA, MO3BOJIIONIHE
HIeHTH(QHLIHPOBATH €T0 THYHOCTB.

2.2. CocTaB MepCOHAIBHBIX JaHHBIX PaOOTHHKA!

- aHKeTa;

- aprobuorpadus;

- oOpa3zoBanue;

- CBEJIEHHS O TPYJOBOM H OOIIEM CTake;

- CBEJICHHUS O IIpebIIyIIeM MecTe paboThL:

- CBEJIEHHs O COCTaBE CEMbH;

- IACTIOPTHBIE JaHHEIE,

- CBEJICHHS O BOHHCKOM YUeTe;

- cBejleHHs O 3apa0oTHOII IIaTe COTpyAHHKA;

- CBEJEHHUS O COLHAIbHBIX JIbrOTax,

- CIEIHAIbHOCTE;

- 3aHUMaeMast 1I0JKHOCTE,

- pasmep 3apabOTHOM MIaTHl;

- HAJIMYHE CYIHUMOCTEH;

- aJipec MecTa KHTEJIbCTBA;

- JoMalHuil TenedoH:;

- coJepIKaHKue TPYJA0BOro J0r0BOPA;



'
- coepsKaHue AeKIapaltH, I01aBaeMOoll B HAJIOTOBYIO HHCIIEKIIHIO;

- IOJJIMHHUKH M KOIIUH IIPUKA30B 110 JHYHOMY COCTaBY:

-JINYHBIE JIejIa U TPYJOBbIE KHHKKU COTPYIHUKOB;

- OCHOBaHUs K IIPUKA3aM I10 JTHYHOMY COCTaBY;

- 1en1a, coJepIKallie MaTepHabl 110 MOBBIIICHUIO KBATH(HKALUH U IePENOAroTOBKE COTPYIHHKOB,
HX aTTeCTaluH, CIIy)KEOHBIM pacciieI0BaHHsIM;

- KOIIUU OTYETOB, HAIIPaBJISIEMBbIE B OpraHbl CTATHCTHKH;

- KOIIUHU TOKYMEHTOB 00 00pa3oBaHHH;

- (hororpacuu U HHBIE CBEIEHHS, OTHOCAIINECS K I€PCOHAIBHBIM JaHHBIM Pa0OTHHKA,

- PEKOMEHJAIH, XapaKTePHCTHKH H T.II.

2.3. Vka3aHHbI€ B 1.2.2. CBEJICHHUS SABJAIOTCS KOH(GHICHIHATBHBIMU H HE MTOAJIEKAT pa3rIalleHHIO
HHAue KakK [10 OCHOBAHUAM, IIPEyCMOTPEHHBIM 3aKOHO1aTeNbCcTBOM PO,

3. OBA3AHHOCTH PABOTOJATEJIA

3.1. B memax ucnonHeHus tpeOoBaHuii 3akoHOozarenbcTtBa P mpu oOpaboTke mepcoHanIbHBIX
JaHHBIX, Bce pabOTHHKH  JOKHBI  MCIOJHATH  YCTAHOBJEHHBI  MmOpsSAoOK  paboThI:
3.1.1. Pabora ¢ mepcoHaJIBHBIMH JaHHBIMH pabOTHHKOB MOJDKHA HE HapyumaTh TpeOOoBaHHI
3aKOHOJaTeNbcTBa P® W JOKaJIbHBIX HOPMATHBHBIX AaKTOB OpraHH3allid, H [JOJDKHA OBITh
HEMOCPEJCTBEHHO  CBsi3aHa C  OCYLIECTBIEHHEM HMH  CBOHX  TpYIOBBIX  (yHKuuil.
3.1.2. Ilpu cOGope u 00paboTke MepCOHANBHBIX AaHHBIX paboTHHKA paboTomaTesh IOMKEH
pvkosoacTBoBatbes Koncturynmein P®, Tpyaoeemv kozekcom P® u uHBIMH (enepanbHBIMU
3aKOHaMH.

3.1.3. IlepcoHanbHble JaHHBIE pa0OTHHKOB A0IKHBI OBITH ITOJYYEHBI TOJBKO HEIOCPEIACTBEHHO Y
gero. Ecmm g oOpaloTku ero MaHHBIX WM HX TMOJYYEHHs NPHBJIEKAIOTCS TPeThH JIMLA, TO
pabOTHHK JOJDKEH JaTh IIpeJBapUTElIbHOE MHCBbMEHHOE corjacie Ha 3To. OJHOBpPEMEHHO
paboTHHK J0/DKeH OBITh yBeJOMIIEH O Henasx cOopa mHbOpMALMH, HCTOYHHKAX €€ IMOJY4YeHHud, a
TAKKE O MOCISACTBHAX OTKa3a OT MPEJOCTaBICHHS MHCEMEHHOTO coriacus Ha cGop nuHpopManuy.
3.1.4. llepcoHanbHple JaHHble pa0OTHHKA O €ro MOJIHTHYECKHX, PEJIMTHO3HBIX H HHBIX
vOeRIeHHAX, YACTHOM JKH3HH, a TAK)Ke WICHCTBE B OOLISCTBEHHBIX U MPO(COIO3HBIX OpraHN3ausIX
HE noasexar cbopy, ecnu HHOE HE NpPeayCMOTPEHO 3aKOHO/IaTeIbCTBOM.
3.1.5. 3ammTa NepcoOHANbHBIX JAaHHBIX paOOTHHKA A0/KHA 00€CIEeYHBATHCA IOJHOCTBIO 3a CYET
paboroaarens.

3.16. Ilpp npueme Ha paboTy, a Takke MpH MOOBIX H3MEHEHHSX IpaBHI pPaldOTHI C
nepCOHATBHBIMHA JaHHBIME, OO1IecTBO 0053aHO MHCHMEHHO 3HAKOMHTE ¢ HUMH BCeX paOOTHHKOB.

4. OBSI3AHHOCTH PABOTHHKA

PaSoTHHK 00s3aH:

< 1. Tlepenats paboToAaTeNtO BCe MEPCOHATBHBIE JaHHBIC, YKa3aHHBIC B COOTBETCTBYIOLIMX
JOKVMEHTax.

< 2 B vCTaHOBIEHHBIH MpaBHIaMH CPOK coobuats paboroaartennto 00 H3MEHEHHH CBOUX
NePCOHATBHBIX JaHHBIX.

5. [IPABA PABOTHHKA

PaboTHuK HMeEeT paBo:
5.1. Ha npocMOTp mepcoHaIbHOI HHpOpMAIHH, HMetoLeiics y paboTonarens.
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_ Ha ceoboaHbId, OecrIaTHRH M HEOTPAHHUYCHHBIH JOCTYI K CBOHM I€PCOHAIBHBIM JaHHBEIM, B
S =mCTe MpaBO Ha MOJyYeHHEe MOATBEPIKJAIOMINX JOKYMEHTOB B BH/E CIIPABOK, KOIMHH HIIH B

e HHOTO IPyroro 0o HUIIHATBHOTO JOKYMEHTA.
® ° TpefoBarh BHECTH HM3MEHCHHS WIH YIAJIUTh MEPCOHATBHYIO HH(OPMALHMIO, MONYYCHHYIO
JwooToaaTeleM B HapyLIEHHE HAaCTOSALIMX IIPaBHIL.

MawcHeHUS BHOCSITCS Ha OCHOBaHHHU MTUCBMEHHOTO 3asiBJICHUS paboTHHUKA.

< llotpeGoBate OT paloTozaTenss H3BECTUTb BCEX JIMIl, paHee IONYyYMBLIMX [0 BHHE
secoTonarens  HENONHBIE MM HEBEPHBIE  TePCOHAlbHblE  JaHHble O  pabOTHHKE.
S5 O0xanoBath B cyneOHOM mopsiake Mro0ble HempaBOMepHble AelicTBHA Wi OesneiicTBue
wotodatens  npd o0Opa0oTKe W 3alqUTe  NIEPCOHANBHBIX  JaHHBIX  pabOTHHKA.

6. CBOP, OBPABOTKA U XPAHEHUE INIEPCOHAJIBHBIX TAHHBIX

© | OGpaboTKa nepcoHa bHBIX JaHHBIX pabOTHHKA - 9TO MOJIy4YeHne HHYOPMALUH H3 Pa3THYHBIX
#CTOYHHKOB, ee XpaHeHue, 00paboTka, a Takke J1000e Ipyroe HCIO0Ib30BaHHe.

o 2. [lepcoHalbHBIE JAHHBIC TPEIOCTABIIIOTCS CAMHM PaOOTHHKOM ITyTEM 3aIlOJTHEHHsI AHKETBI
veranoBieHHol GopMmel. PaboToaaTesns 00s3aH Mpu HX MOJIYYEHHH IPOBEPHTD 3asBJICHHbIC TaHHbIC
NpeIbsSBICHHBIM ITOATBEPIKIAIOLINM J0KYMEHTaM.

6.2.1. AHKeTa COIEPIKUT BOTIPOCH! O NEPCOHAIBHBIX JaHHBIX pAOOTHHKA.

6.2.2. AHKeTa [0JKHA OBITh 3amosiHesa paboTHHKOM JTHYHO. Bee mouns aHKeTh! 10JIKHBI OBITh
3aM0JIHEHE], a IIPH OTCYTCTBHH HH(DOPMALHMH B COOTBETCTBYIOLIEH 110JIe TOJKEH CTAaBUThCS
npouepk. COKpaleH s [IPH 3aII0IHEHHH aHKETBI He OMYCKAIOTCA, TAK/Ke KaK H HCIIPABICHHS H
;auepkuBaHus. B aToM cirydae paGoTHHK 00s3aH 3aI0JHHTL AHKETY 3aHOBO.

5.2.3. Aaxera pabOTHHKA XPAHHTCS B JINYHOM JeJIe Y OTBETCTBEHHOIO JIHla paboToaaTe/si BMeCTe
¢ IPeIOCTaBICHHBIMH JOKYMEHTAMH.

6.2.4. JluuHoe [0 mocie MpeKpallieHus TPYI10BOro 10roBopa ¢ COTPYAHHKOM TepeaaeTcs B
APXHB, H XPAHHUTCS YCTAHOBJIEHHBIE 3aKOHOAATEIECTBOM CPOKH.

7. MEPEJAYA INIEPCOHA.ITbHBIX TAHHBIX

[Ips OCYIIECTBJICHHH IMepeJayd NEePCOHATBHBIX JaHHBIX pabOTHHKOB TPETHUM JIHIAM

paboToaarenb 00s3aH:
- He coo0marh NepcoHalIbHble NaHHble 0e3 MOTYyYeHHOro MHCBbMEHHOTO COrjachs pabOTHHKA,
¥poMe  clydaeB, KOrga — TakMe — OOA3aHHOCTH  YCT@HOBJICHBI  33KOHOAATEJIBCTBOM;

He MepeaaBaTh NEPCOHANbHbIE JTaHHBIE PA0OTHHKA VIS HCMO/Ib30BAHUA B KOMMEPUECKUX LENAX;
TpefoBaTh OT TPETHUX JIHUI[ COOIIOCHHs NpaBHl paboTel ¢ MEPCOHATBPHBIMI TaHHBIMHU, a TaKKe
NpeIOCTaBICHHS MUCHMEHHOTO MOATBEP/KICHHS MCIOJIB30BaHHs IIE€PCOHATBHBIX [aHHBIX B
nopsaKe, MPeAyCMOTPEHHBIX HACTOAIIMM [OJIOKEHHEM O 3allUTe MePCOHAIBHBIX [NaHHBIX;
- 1aBaTh JOCTYI K IE€PCOHAIBHBIM TaHHBIM TOIBKO JIHIAM, HMEIOLIUM COOTBETCTBYIOIIHI OMYCK H
HCTIOIB3YIOLIMX ux TOJBKO ISt BBITMOJTHEHHS KOHKPETHBIX MOJIHOMOYHI;
- He ucrpeboBaTh MHGOPMALMIO O COCTOSHHH 3710pOBbA PAaOOTHHKA, 38 HCKIIOUCHHEM JaHHBIX,
KOTOPBIE MOTYT MOBIHATH HA HCIOJIHEHHE PAOOTHHKOM CBOHX TPYIOBBIX 003aHHOCTEH.

N JOCTVYII K IEPCOHAJIbHBIM JAHHBIM COTPYJIHHKA

8.1. BHyTpenHuii 1ocTyn (HCIOB30BaHe HHGOPMALNH BHYTPU OpPraHH3alHK).
[IpaBo HoCTyIa K NePCOHAIbHBIM JaHHBIM PaOOTHHKA HMEIOT:

- TUPEKTOD;

- PYKOBOAMTENb OTJENA KaJpOB;



- COTPYJIHHUKH OyXraiaTepuH, B npeagnax cBoeil KOMIICTEHIINH;

- caM paOOTHHK.

8.2. BremmHuil 10CTyH (FOCY 1apCTBEHHBIE CTPYKTYPBhI).

[TepconanbHbIE JaHHBIE PAGOTHHKOB MOTYT MPEAOCTABIATECA TOJIBKO MO 3aIpOCy KOMICTEHTHDIX
OpraHoB, IMEIOIIHX COOTBETCTBYIOIIHE TOTHOMOYHA:

- (henepanbHas HAJIOroBas cykoa;

- IPABOOXPAHHUTEJIbHEIE OPTraHbl;

- OpraHbl CTATHCTHKH,

- GI0pPO KPeIUTHBIX HCTOPHIA,

- BOGHKOMATBHI;

- OpraHsl COLUAIBHOIO CTPAXOBaHUs:

- IEHCHOHHBIE (DOHIBI;

- IoApasie/ieH sl MyHHIIMIATLHBIX OPraHOB YIPaBICHHS.

8.3. Jlpyrue opraiu3anii (TPETbH JIHIA).

Ceeenns o pabOTHHKE, B TOM YHCIIE YBOJEHHOM, U3 JIAaHHBIX apXHBA IIPEI0CTABIISIOTCS TPETHHM
THIaM HA OCHOBAHMH NMHCEMEHHOTO 3asBIeHHs caMoro paboTHHKA.

8.4. PonCTBEHHHKH U WIEHBI CEMEH.

[lepcoHaibHble qaHHble Pa0OTHHKA MPEI0CTABIAIOTCS POJACTBEHHUKAM HIIH WIEHAM er0 CeMbH
TOTBKO ¢ MHCHMEHHOTO pa3peleHus paboTHHKA.

9. 3ALIIUTA NEPCOHAJILHBIX JAHHBIX PABOTHUKOB

5. 1. [ocTynaromye 3ampockl OT TPETHHX JHII HAa NPEeI0CTaBlIeH e IIepCOHATBHOM uH(pOpPMALIH O
~aS0THHKE JOJIKHBI BU3HPOBATHCS AHPEKTOPOM € PE30JIIOIHeH O BO3MOKHOCTH OTBETA U TOJIHOTE
IpeI0CTaBIAEMOH HH(pOpMAaIHH.
92 Tlepenaua uH(GOpPMALMU MPOHCXOAMT TOJILKO B NHCbMEHHOM BHIE. 3anpoc 10/uKeH OBITh
c7e7ad B MHCBMEHHOM BHJAE C VYKa3aHHEM BCeX pEKBH3HTOB JIHIA, 3alpallHBarolIero
dopmarmo. OTBeT AOJDKeH OBITh caelaH Ha (GupMeHHOM O/laHKe OpraHH3alid H OTIPABICH
3aKa3HbIM : MTHCBEMOM.
94. Bce mHoNyYeHHBIE MEPCOHAIbHBIE [1aHHBIE OJDKHBI XPAHMTBCA B MECTE, HCKIIIOHAIOLIEM
HeCaHKIIMOHHPOBAHHBIX 10CTy TPEThUX JHLI..
9.5, DIeKTPOHHBIE HOCHTENH HH(OPMaLMH, I0/UKHBI OBITh 3alHIICHBI KpUIITOTpah HueCKHMHU
CpPeICTBAMH 3aLIUTEI UHpOpMAIHH.

10. OTBETCTBEHHOCTD 3A PA3SIIAINIEHUE NHOOPMALINH, CBSI3AHHOW C
MEPCOHAIbHBIMU JAHHBIMHU PABOTHHKA

10.1. Jluua, MpU3HAHHBIE BHHOBHBIMH B HapyLIEHHH [OJIOKCHHH HACTOALIETO [Tonoxenus o
JAIMMTE  NEPCOHAIBHBIX  JaHHBIX  pabOTHHKOM — NPUBJIEKAIOTCS K JUCLUILIMHAPHOMN,

AIMHHHCTPATHBHOM, TPakIaHCKO-NIPAaBOBOH M YrOJOBHOH OTBETCTBEHHOCTH B  TOPAIKE,
npea1yCMOTPEeHHOM 3aKOHOAaTe1bcTBOM PO 1 JIOKANIbHBIMH HOPMATHBHBIMH aKTaMH.
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