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1. OBIME NMOJIOKEHUSA

1.1. Hacrosmee IloJsioskeHue o0 3ammTe NMEPCOHAJBHBIX JaHHBIX Pa0OTHHKOB (janmee —
«ITonoxenne») 00IaCTHOTO TOCYAAPCTBEHHOTO aBTOHOMHOTO MPO(ECCHOHATHFHOTO 00pa30BaTEIILHOTO
YUpEeKIEHUS «SIKOBIEBCKUM TMOIUTEXHUUECKHH TexHUKym» (manee — «OIAIIOY «SkoBneBckuit
MOJIMTEXHUYECKUH  TeXHUKyM», «OOpa3oBaTelibHass OpraHHW3alys»)) YCTAaHABIMBACT MOPSIOK
MOJIy4eHHUs, ydeTa, OOpaOOTKH, HAKOIJICHHS M XpaHEHHsI JIOKyMEHTOB, COJEpKallUX CBEICHUS,
OTHECEHHBIC K TMEPCOHAIBHBIM JaHHBIM PAOOTHUKOB OOpa30BaTENbHON opranm3anuu. PaboTHHKamu
CUMTalOTCA JHIa, paboTaromue B 00pa3oBaTebHOM OpraHu3aluu Mo TPYAOBOMY JOTOBOPY.

1.2. Henpro Hacrosmero IlooskeHus SBISETCS HCIOJHEHHE 3aKOHOAATEIbCTBA Poccuiickoi
®denepanuu B 00J1aCTH 3aIIUTHI IEPCOHATBHBIX JAHHBIX.

1.3. K akram o0s3aTeNbHBIM K HCIIOJHEHHIO B 00pa30BaTENbHOM OpraHU3allid OTHOCSTCS
3akoHoAarenscTBO P® B cdepe 3ammrbl HHDOpMALMU, a TakkKe HPUHATHIE HA €ro OCHOBAaHUU
JIOKQJIbHBIE HOPMATHUBHBIE aKThI 00pa30BaTEILHON OpraHu3aIuy.

1.4. Hacrosmee I[lomokeHue o 3aliuTe MEPCOHANBHBIX JAHHBIX JODKHO OBITH IMOAMHCAHO
PYKOBOAMTENIEM 00pa30BaTeIbHON OpraHu3alii, U BCe PAaOOTHUKU JIOJDKHBI MMUCBMEHHO MOJI POCIHCH
JaTh coriacue Ha 00paboTKy MepCOHANBHBIX JAHHBIX.

2. IOHATHUE U COCTAB IEPCOHAJIBHBIX JIAHHBIX

2.1. Tlox nepcoHalbHBIMH JaHHBIMH PAOOTHUKOB MOHUMAaeTcs HH(OpMalusg, HeoOXoaumas
paboTOIATEII0 B CBS3M C TPYMOBBIMH OTHOIICHUSIMU M KAcaroIascs KOHKPETHOTO pa0OTHHKA, a TaKkKe
cBeieHUss O (akrax, COOBITUAX U  OOCTOATENbCTBAX OJKU3HU Pab0OTHUKA, IO3BOJISIOLIUE
UICHTH()HUIIMPOBATH €TO JTUYHOCTD.

2.2. CocTaB nepCOHANIbHBIX JIAHHBIX pA0OTHHUKA:
- aHKETa;
- aBToOuorpadus;
- oOpasoBaHue;
- CBEJICHUS O TPYJOBOM U OOIIIEM CTaXKe;
- CBEJICHUS O MPEBIIYIIEM MECTE padOThI;
- CBEJICHUS O COCTaBE CEMbH;
- MaCMOPTHBIC TaHHBIC;
- CBE/ICHUSI O BOUHCKOM YYETE;
- CBEJICHHS 0 3apabOTHOM I1aTe COTPYAHUKA;
- CBEJICHUS O COIMANILHBIX JIbIOTAaX;
- CTICIIMAIBHOCTD;
- 3aHUMaeMast JOJKHOCTh;
- pa3mep 3apabOTHOM ILJIATHI,
- HAJIM4YUe CyAUMOCTEN;
- aJIpec MeCTa KUTEIIbCTBA;
- ToMaIHu# TenedoH;
- COZIEp’KaHMEe TPYAOBOTO JIOTOBOPA;
- cojiep KaHUe JeKIapaluy, MogaBaeMoi B HAJIOTOBYIO HHCTIEKITUIO;
- MOVTMHHUKH U KOTTMH MTPUKA30B 0 JJUIHOMY COCTaBY;
- TUYHBIE JIea U TPYJAOBbIE KHUKKH COTPYTHUKOB; - OCHOBAHHUS K MPUKA3aM IO JINYHOMY COCTaBY;
-JieT1a, CoJIeprKallue MaTepraiIbl MO MOBBIMICHUIO KBATM(DUKAIIUY 1 TIEPENOATOTOBKE COTPYAHUKOB, UX
aTTecTalluy, CIIy>KeOHBIM paccaeI0BaHUsM;
- KOITMW OTYETOB, HAIIPABIIIEMbIC B OpPTraHbl CTATHCTHKH;
- KOIIUU JOKYMEHTOB 00 00pa3oBaHuu;
- pe3yabTaThl MEIUIIMHCKOTO 00CIeIOBaHUS HA TIPEIMET TOTHOCTH K OCYIIECTBICHUIO TPY/IOBBIX
00s13aHHOCTEH;
- (poTorpaduu u HHBIC CBEJICHUS, OTHOCSIINECS K TIEPCOHATBHBIM JIAHHBIM PaOOTHHUKA;
- PEKOMEH/IallU1, XapaKTEPUCTUKH U T.II.



2.3. VYkazanHble B 11.2.2. CBEICHUS SBISIOTCS KOH(MUICHIIMATLHBIMH W HE TOJJIekKaT
pa3rnameHmo HMHa4Y€ KaK I10 OCHOBAHUAM, HpGI[yCMOTpGHHBIM 3aKOHOAATCIIbCTBOM PCD Pe)KI/IM 3allIUThI
MEPCOHAIBHBIX JIAHHBIX MOXKET OBITh CHAT 10 HMCTEUYCHHUHM TpeX JIeT, €CiM OONBIIMK CpPOK HE
MpeAyCMOTPEH 3aKOHOJATEIILCTBOM R0 COrJIalICHUEM C paboOTHUKOM.

3. OBA3AHHOCTHU PABOTOJATEJIA

3.1. B mensx ucnomHenus tpeboBaHMi 3akoHonmaTenbcTBa PD mpu o0paboTke NmepcoHaIbHBIX
JAHHBIX, BCE paOOTHUKH 00pa30BaTEIbHONU OpraHU3aluu JOHKHBI UCTIOTHATH YCTaHOBJICHHBIN TOPSI0K
paboThI:

3.1.1. PaGora ¢ mepCOHAJIbHBIMH JaHHBIMH DPAOOTHUKOB JO/DKHA HE HapylaTh TpPeOOBaHHI
3akoHOJaTeabcTBa P® © JIOKaJbHBIX HOPMATHUBHBIX AaKTOB OpTaHU3allMM, M JOJDKHA OBITh
HEMOCPEJACTBEHHO CBSI3aHA C OCYIIECTBICHHEM UMHU CBOMX TPYAOBBIX (DYHKIIUH.

3.1.2. TIpu cOGope u 00pabOTKE NEPCOHANBHBIX JAHHBIX pPAaOOTHHKA pabOTOJAaTENb JOJIKEH
pykoBoacTtBoBaThcsi Koncturynueit PO, Tpynoseim kogexkcom PO u nabIME (eepaabHBIMU 3aKOHAMM.

3.1.3. IlepcoHasibHbIEC TaHHBIE PAOOTHUKOB JOJDKHBI OBITH MOJIyYEHBI TOJBKO HEMOCPEICTBEHHO Y
Hero. Ecnu ans oOpaboTKU €ro JaHHBIX WIHM WX MOJTYYeHHs MPUBJICKACTCS TPEThH JIMIA, TO paOOTHUK
JOJDKEH J1aTh MpeABapUTEIFHOE MTUCHMEHHOE cortacue Ha 3T0. OTHOBpEMEHHO pabOTHUK JOJKEH ObITh
YBEAOMJICH O LIesX cOopa nH(pOpMaluy, UCTOYHUKAX €€ MOJYYEeHHUs, a TAaK)Ke O MOCIEeACTBUAX OTKa3a
OT IPEAOCTABICHHSI MMCBMEHHOTO COTIacus Ha cOOp MH(OPMAITHH.

3.1.4. llepconanbHble [aHHbIE pAOOTHUKA O €ro TMOJUTHUYECKUX, PEIUTHO3HBIX M HHBIX
yOeXIeHUsIX, YaCTHOM KHU3HHM, a TAK)KE WICHCTBE B OOIIECTBEHHBIX W MPO(PCOIO3HBIX OpPraHU3alUsAX He
noasnexar coopy o0Opa3zoBaTeNnbHON OpraHu3aliu, €CIU HHOE HE MPEAYCMOTPEHO 3aKOHOAATETECTBOM.

3.1.5. 3amuTa nepcoHaNbHBIX JAaHHBIX PAaOOTHUKA JOHKHA 00ECIIEUMBATHCS MOJTHOCTHIO 32 CUYET
paboroaaTes.

3.1.6. ObGpazoBarenbpHas opraHu3anus o0s3aHa MpPU IpUeMe Ha padoTy, a TaKkKe MpH JHOOBIX
M3MEHEHHUSAX MPaBUI pabOTHI C IEPCOHANBHBIMY IaHHBIMU 00s513aHA TUCHMEHHO 3HAKOMUTH C HUMHU BCEX
pabOTHUKOB 00pa30BATEILHON OpraHU3aIUH.

3.1.7. Obpa3oBarenbHas OpraHu3als He UMEET MpaBO NPUHYKIATh PAaOOTHUKOB K OTKa3y OT
CBOWX ITPaB Ha 3aIIUTY NMEPCOHATBHBIX JAHHBIX.

4. OBA3AHHOCTU PABOTHHUKA

PaborHuk o0s13aH:

4.1. Tlepenates paboTomaTento Bce MEPCOHANBHBIE JaHHBIC, YKa3aHHbIE B COOTBETCTBYIOIIMX
Z[OKYMGHTaX.

4.2. B ycTaHOBIEHHBIH MpaBWJIaMH CpPOK COOOIIaTh paboTomarento 00 H3MEHEHHUH CBOUX
HCpCOHaJ'IBHI:IX JTAHHBIX.

5. IPABA PABOTHUKA

PaboTHuk nmeer npaso:

5.1. Ha mpocMmoTp nepcoHanbHON HH(pOpMaIum, umeroneiics y padotogaress.

5.2. Ha cBoOOIHBIN OecruIaTHBIN 1 HEOTPaHUYEHHBIN JOCTYI K CBOMM IEPCOHAIbHBIM JaHHBIM, B
TOM YHCJIE MPAaBO Ha IOJYyYEHUE MOATBEP)KJAIOLNINX JTOKYMEHTOB B BHJE CIPABOK, KON WJIN B BUIE
MHOTO JIpyroro o(uIuaibHOro JOKYMEHTA.

5.3. Ha poctyn K MEAMIMHCKUM JaHHBIM C MOMOIIBIO MEAUIMHCKOTO CHELUAINCTA MO CBOEMY
BBIOODY.

5.4. TpeGoBaTb BHECTH H3MEHEHHUS WM YAAIUTh MEPCOHAIBHYIO HMH(GOPMALHUIO, MOIYYEHHYIO
paboTosiaTesnieM B HapylLIEHHE HACTOSIIUX MpaBuil. MI3MeHeHUs! BHOCATCS Ha OCHOBAaHUU MHCbMEHHOTO
3asBIICHUS PaOOTHHUKA.

5.5. TlorpeGoBaTh OT paboTomarensi H3BECTUTh BCEX JIML, paHee MOJIYYUBIIMX [0 BHHE
paboToaTesns HEMOIHbIE WM HEBEPHBIE TIEPCOHAIbHbIE JaHHbIE O paOOTHHUKE.



5.6. OOxanmoBaTh B CyIeOHOM TIOpSAIKE JIFOOBIC HEMPAaBOMEPHBIC NCUCTBUS WU Oe3/eHCTBHE
paboTtonarens npu obOpaboTke u 3alluTe MEePCOHAIbHBIX JAHHBIX paboTHHKA.

6. CBOP, OBPABOTKA n XPAHEHHUE HHEPCOHAJIBHBIX JAHHBIX

6.1. O6paboTKa NepCOHANBHBIX JAaHHBIX PA0OOTHHUKA - 3TO MOJy4YeHUEe HH(DOPMAIH U3 Pa3THYHBIX
HUCTOYHUKOB, €€ XpaHeHue, 00paboTka, a Takxke J1000e Jpyroe UCIoIb30BaHHE.

6.2. IlepcoHasibHbIC TAaHHBIC MPEJOCTABIISIOTCS CAaMUM PAOOTHUKOM ITyTeM 3allOJHEHHUS aHKETHI
ycTaHoBJIeHHOU (opmbl. Paboromarens o0s3aH Mpu UX MOJIYYEHHHM MPOBEPUTH 3asBICHHBIC JAHHBIC
NPEIbSIBICHHBIM ITOATBEPKAAIONIUM TOKYMEHTAM.

6.2.1. AHKeTa COIep>KUT BOMPOCHI O IEPCOHAIILHBIX TAHHBIX paOOTHHKA.

6.2.2. Ankera nopKHA OBITH 3amoJHEHA PAOOTHUKOM JTMYHO. Bce Moisi aHKeThl JOJDKHBI OBITh
3alOJIHEHBI, a MPU OTCYTCTBUHM MH(GOpPMAIMU B COOTBETCTBYIOIIEH I0JI€ JOJDKEH CTAaBUTHCSA IPOUYEPK.
CoxpalieHus py 3aroJTHEHUH aHKETHl He JTOIYCKAIOTCs, TAaKXKe KaK M MCIPABICHHS U 3auepKuBaHus. B
3TOM cily4yae pabOTHUK 00s3aH 3aM0JHUTh aHKETY 3aHOBO.

6.2.3. Ankera paOOTHHKA XPAaHHUTCS B INYHOM JI€JIe Y OTBETCTBEHHOTO JIUI[a padOTONaTelNsl BMECTE
C MPEAOCTaBICHHBIMU JTOKYMEHTAMH.

6.2.4. JInanoe aeno pabOTHUKA BCTYIUICHUS TPYIOBOTO JIOTOBOPA B CHITY.

6.2.5. JluuyHoe [eno XpaHUTCS B MaNKax «Jeli0» YCTaHOBJIEHHOro oOpasla, Ha KOTOpOH
ykasbiBatoTcsa Homep Aena 1 @.1.0. paboTHuka.

6.2.6. JImuHOE 110 BKIFOYAET JIBe IBETHBIC (poTorpaduu padoTHrKa 3 Ha 4 CM.

6.2.7. Bce NOKyMEHTBI JIMYHOIO JI€la XPAaHATCA CTPOr0 B XPOHOJOIMYECKOM MOpsAKe, C
MPOCTaBJICHUEM JaThl UX MOJYUYEHHUS, a TAKKE HyMepaIuu.

6.2.8. JlnuHoe nAeno mocie MpeKpalleHus TPYJAOBOIO JIOTOBOpa C COTPYJHUKOM IEpeNacTcsl B
apXuB, U XPAaHUTCS YCTAHOBJICHHbBIE 3aKOHOIATEILCTBOM CPOKHU.

7. HEPEJAYA IIEPCOHAJIBHBIX JTAHHbIX

7.1. Tlpu ocyliecTBICHUH TMepenaydl MePCOHATbHBIX JaHHBIX PaOOTHUKOB TPETbUM JIHMIIAM
paboToaaTesb 00s3aH:

- He coo0IaTh MepcoHaIbHbIe JaHHBIE 0e3 MOMYyYeHHOr0 MUCHhMEHHOTO coriacus paboTHHKA, KpoMme
CITy4aeB, Koraa TaKkue 0053aHHOCTHU YCTaHOBJICHBI 3aKOHOJATEIILCTBOM;
- HE TepenaBaTh IMEpPCOHATbHBIC MAHHBIE PA0OTHUKA ISl MCIOJNH30BAHHUS B KOMMEPYECKUX LIETSX;
- TpeboBaTh OT TPETHUX JUIl COOJIOJIEHUS TMPaBUI paOOThl C MEPCOHATBLHBIMU JAaHHBIMH, a TaKkKe
MPEAOCTaBICHUS] TUCBMEHHOTO TMOATBEPKJAEHUS HMCIOJIb30BaHUSl MEPCOHANBHBIX JIaHHBIX B TOpPAJIKE,
MPEAYCMOTPEHHBIX HACTOSIINM MOJIOKEHHUEM 0 3aIIHATE MEePCOHATBHBIX JaHHBIX;
- J1aBaTh JIOCTYIl K MEPCOHAJIbHBIM JaHHBIM TOJIbKO JIMI[AM, UMEIOIIUM COOTBETCTBYIOUIUMN JOIMYCK U
HCTIONTB3YIOIIUX X TOJIBKO TS BBITTOJTHEHUS KOHKPETHBIX MMOJTHOMOYHIA;
- He ucTpeOoBaTh HHPOPMAIIHIO O COCTOSHUU 3/I0POBBSI paOOTHHKA, 32 HCKIIFOUEHUEM JaHHBIX, KOTOPBIE
MOTYT TTOBITUSATH Ha HUCITIOTHEHNE pabOTHUKOM CBOMX TPYAOBBIX 00s3aHHOCTEMN.

8. 1OCTYII K HEPCOHAJIBHBIM JAHHBIM COTPYIHUKA

8.1. BuyTpeHHuil aoctyn (ucmonb3oBaHHE HHPOpPMALUU pabOTHUKAMH 00pa30BaTEebHON
OpraHU3aINH).
IIpaBo octyna K NepcoHaIbHBIM JaHHBIM paOOTHHUKA UMEIOT:
- PYKOBOJHUTENH 00pa30BaTEIbHOIN OpraHU3allny;
- CHIeIMAJIMCT OT/eNa KaJlpoB;
- 3aMECTUTENIN TUPEKTOpa 00pa30BaTEIbHOW OPTaHU3aIlH (TOJBKO OTHOCHTEIHHO PAOOTHUKOB CBOETO
MOJIpa3/ieNieHus);
- COTPYAHHUKH OYXTalTEpHH, B PENIETaX CBOCH KOMIICTCHITUH,
- caM paOOTHUK.



8.2. Buemnuit noctyn (rocy1apcTBEHHBIE CTPYKTYPHI).
[TepconanbHbIe JaHHBIE pAOOTHUKOB MOTYT MPEIOCTABIATHCS TOJIBKO IO 3aPOCy KOMIETCHTHBIX
OpPraHoOB, UMEIOIINX COOTBETCTBYIOIINE TOJTHOMOYHS:
- (hemepanpHas HaIOTOBAs CITyX0a;
- IPaBOOXPAHUTEIIbHBIE OPTraHbl;
- OpraHbl CTATHCTHUKW;
- OI0pPO KpEAUTHBIX UCTOPUH;
- BOGHKOMATBHI;
- OpraHbl COLIMAIBLHOTO CTPAXOBAHMUS;
- ICHCUOHHBIE (POH/IBI,
- IO/Ipa3/IeIeHNs MyHHUIIMITAIbHBIX OPTaHOB YIIPABJICHHUS.
8.3. pyrue opranuzaiuu (TpEThHU JHIIA).
Cenenuss o paboTHHKE (B TOM 4HCIE, YBOJEHHOM M3 JIaHHBIX apXHBa) MPEIOCTaBISAIOTCA
TPETHUM JIUI]aM Ha OCHOBAHUU MUCHMEHHOTO 3asIBJICHUS CAMOT0 pabOTHUKA.
8.4. PoncTBEHHHUKY U WICHBI CEMEM.
[lepcoHanbHBIE MaHHBIC PAOOTHHUKA MPEIOCTABIISIOTCS POJCTBCHHUKAM HIIM YiICHAM €r0 CEMbBH
TOJIBKO C TUCHbMEHHOTO pa3pelieHus paboTHUKA.

9. SAIUTA ITEPCOHAJIBHBIX JAHHBIX PABOTHHUKOB

9.1. B pamMkax peanu3anii IMyHKTOB HacTosmero [lomoxeHus o 3amuTe nepcoHaTbHBIX JaHHBIX
pabOTHUKOB, PYKOBOAUTENb OOpPa30BaTEIbHONW OpraHU3allu W3JaeT NpUKa3 O Ha3HAUCHUU JIMIIA,
OTBETCTBEHHOTO 3a COOJIOJICHHE TOpsAIKa pPadOThl C TEPCOHAIBHBIMUA JaHHBIMH PAaOOTHUKOB, Ha
KOTOpPOM JIeKaT Bce OO0S3aHHOCTH MO OOECHEeUeHUI0 KOH(HISHIIUAIBHOCTH MONYyUYEHHBIX TaHHBIX, a
TaK)X€ OpraHu3aIi padoThl C HUMHU.

9.2. TlocTymnaromiue 3arnpockl OT TPETHUX JIMI] HA MPEAOCTABICHUE MTePCOHANBHBINA HH(OPMALIUU O
pabOTHHKE JOJKHBI BU3MPOBATHCS IOPUANYECKOH CITy)k00i C pe30dronuell 0 BO3MOKHOCTH OTBETa U
MOJIHOTE MPEAOCTABIIEMON HH(POPMAIIH.

9.3. Tlepenava wHpOpPMAMH TPOUCXOJHUT TOJHBKO B MHUCHBMEHHOM BHJIE. 3alpoc JOJDKEH OBITh
cllellaH B MHCbMEHHOM BHJI€ C YKa3aHHEM BCEX PEKBU3UTOB JIMIIA, 3alpalldBaroIero MHPOPMALHIO.
OtBer nomxeH OBITh claenaH Ha (pUpPMEHHOM OJaHKEe KOMIIAHMM W OTIpaBiieH JIMOO KypbepCKOi
CITy>k00H, TM00 3aKa3HBIM MHCHMOM.

9.4. Bce mnonyuyeHHbIE NMEPCOHAIbHBIE JAHHBIE JOJDKHBI XPaHUTbCS B MECTE, UCKIIOYAroIleM
HECaHKLIMOHUPOBAHHBIX JOCTYII TPETHUX JIUL.

9.5. DnexTpoHHBIE HOCUTENIN HH(OPMAIMH, JOJKHBI ObITh 3allMIIEHbl KPUNTOTrpapuUIeCKUMHU
CpeACTBaMU 3allUThl UHPOPMALIUH.

10. OTBETCTBEHHOCTH 3A PA3I'JIAINIEHUE WH®OPMAIINN, CBA3AHHOI C
IHEPCOHAJIBHBIMU JAHHBIMH PABOTHHUKA

10.1. Hnua, MPU3HAHHBIC BUHOBHBIMH B HApYHICHUU MOJIOKEHUH HaCTOAIICTO ITonoxenus o
3al0UTC NEPCOHANIBHBIX JAHHBIX, ITPUBJICKAIOTCA K HHCHHHHHH&pHOﬁ, 'cUIMI/IHHCTP&TI/IBHOfI, TpaXXa1aHCKO-
IIpaBOBYIO U y1"0J'IOBHOI71 OTBCTCTBCHHOCTH.



