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IHOJOXEHHUE
0 3alIHUTE MEePCOHATBHBIX JAHHBIX PA00THHKOB ['0Ccy1apCTBEHHOI0 OIOKETHOIO
yUpexaeHus: ONOJHUTEIbHOro o0pazoBanus Pecnyoankn Mapuii Ja
«/Jlercko-roHomeckuii ueHrTp «Po3a Berpos»

1. OOuume monoKeHus.

1.1. [enpto monoxxkeHUs: 00 00pabOTKEe MEPCOHATBHBIX JaHHBIX PAOOTHHUKOB
(mamee — IlomokeHue) SBISICTCS 3alluTa TEPCOHAIBHBIX JAHHBIX PAOOTHUKOB
['ocynapcTBeHHOrO0  OIOJIPKETHOTO — YUPEXKACHHS  JIOMOJIHUTEILHOTO  00pa30BaHUs
Pecniybnmuku Mapuit On «/lercko-toHomeckuii 1ieHTp «Po3a BerpoB» (mamee — JIHOL]
«Po3a BeTpoB») OT HECAHKIMOHUPOBAHHOIO JIOCTYIA, HEMPABOMEPHOTO HX
WCMOJIb30BaHUs WJINA yTPAThl, & TAKXKE YCTAHOBICHUE OTBETCTBEHHOCTH JOJKHOCTHBIX
JUL, UMEIONIMX JOCTYyH K NEPCOHAIbHBIM JaHHBIM PaOOTHUKOB, 32 HEBBITIOJIHEHUE
TpeOOBaHUI HOPM, PETYIUPYIOMIKNX 00padOTKY U 3aIlUTY NEPCOHAIBHBIX JAHHBIX.

1.2. TlonoxxeHue pa3paboOTaHO B COOTBETCTBHM CO cTaThsiMu 85-90 TpymoBoro
Konmekca Poccuiickoit ®enepaunn, Konctutymueir Poccuiickoit ®denepanuu,
I'paxxnanckum  konekcoMm Poccuiickoit ®eneparuu, denepanbubiM 3akoHOM  «O0
uHpopmanuy, HHPOPMALMOHHBIX TEXHOJOTMSAX W O 3aluTe HHQOpMaLUny,
OenepanbHbiM  3aKOHOM  «O  TMEpCOHANBHBIX JaHHBIX», [IpaBuUilaMu BHYTPEHHETO
tpynoBoro pacnopsiaka J{HOL[ «Po3a BeTpos».

1.3. Tlopsmox BBOnA B AciicTBUE U n3MeHeHHs [1omoxeHus.

1.3.1. IlonoxxeHue BCTymaeT B CHJIy C MOMEHTA YTBEPXKICHUSI €r0 TUPEKTOPOM
JIOII «Po3a BeTpoB» 1 1eiCTBYET OECCPOUYHO, 0 3aMEHBI €T0 HOBBIM TMOJIOKEHHUEM.

1.3.2. Bce uzmenenus B [lomoxeHrne BHOCATCS COOTBETCTBYIOITUM ITPUKA30M.

1.4. Bce pabotnuku [IOIl «Po3a BeTpoB» MOKHBI OBITH O3HAKOMJIEHBI C
HactosuM [lososkeHrnem moJ1 MoANKCh.

1.5. PexuM KOHQPUIESHIIMAIBHOCTH IIE€PCOHANBHBIX JaHHBIX CHHMAaeTcs B
clyyae HMX O0O0€3JIMYMBaHUS W TI0 HCTEYEHUU 75 JEeT CpoKa HUX XpaHEHUs, WIH
MPOJJIEBAETCA HA OCHOBAHMM 3aKitoueHHs HskcrneptHod komuccnn J(IOI «Po3sa
BETPOBY, €CIIM MHOE HE OMPEIETICHO 3aKOHOM.



2. OCHOBHBIE ITOHATHUSI

2.1. Jlns neneit Hactosmiero [1omoxeHust UCIOIb3YIOTCS CIEIYIONTHe OCHOBHBIC
MTOHATHSL:

— TEepCOHAJIbHBIC JaHHbIE paOOTHUKA — Jt00ass uHbOpMAIKs, OTHOCSIIAsACI K
OTIPE/ICICHHOMY WJIA OTpEIeNIIeMOMY Ha OCHOBAaHUM TaKo MHGOpMaluu pabOTHUKY, B
TOM YHCJE ero (GaMuius, UMs, OTYECTBO, T'OJl, MECSII, JaTa U MECTO POXKIEHUS, aJpec,
CeMEiHOe, CcoIMaabHOe, MMYIIECTBEHHOE TMOJIoKEeHHWe, oOpa3oBaHue, mpodeccus,
JOXOJbI, JIpyras wHbopMalus, HeoOxoaumas pabdoToJaTeN0 B CBSA3U C TPYJIOBBIMU
OTHOIIICHUSIMU;

— 00paboTKa TEPCOHANBHBIX MaHHBIX — COOp, CHUCTEeMaTu3aIs, HaKOIUJICHHE,
XpaHEHHE, yTOuHEeHnEe (0OHOBIIEHNE, N3MEHEHHE), UCTIOIh30BaHNE, pacIipocTpaHeHue (B
TOM 4HCJE mepenayda), o0e3TuuruBanue, OJOKUPOBAHHUE, YHUUTOKEHUE MEPCOHATBHBIX
naHHbIX padotHukoB /{HOL] «Po3a BeTpoB»;

— KOH(MIEHIMAIBHOCTh,  TEPCOHANBHBIX  JAHHBIX — O00fA3aTENbHOE IS
COOMIO/ICHNST HA3HAYEHHOTO OTBETCTBEHHOIO JIMIIA, TOJYYMBIIETO JOCTYI K
MIEPCOHAJILHBIM JJAHHBIM PA0OTHUKOB, TPeOOBaHUE HE JOMYCKATh UX PACHPOCTPAHCHUS
0e3 coriacusi pabOTHUKA UM UHOTO 3aKOHHOTO OCHOBAHMS;

—  pacmpoCTpaHEHUE TEPCOHANBHBIX JaHHBIX — JEWCTBUS, HAIMpaBJICHHBIC Ha
nepeaayy NnepcoHaIbHBIX JaHHBIX PAOOTHHMKOB OMPENEIEHHOMY KPYry Jull (mepeaada
MEPCOHATBHBIX JaHHBIX) WJIM Ha O3HAKOMJICHHE C TMEPCOHAIBHBIMU JaHHBIMU
HEOTPAHUYEHHOTO Kpyra JIMIl, B TOM 4ucie OOHapOJOBaHUE MEPCOHAIBHBIX JTAHHBIX
pabOTHUKOB B CpEACTBAaxX MaccoBOM MH(MOpMalUM, pa3MelleHUE B UHPOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHBIX CETAX WM NPEAOCTABICHUE HOCTyNa K IEPCOHAIBHBIM
JAHHBIM PaOOTHUKOB KaKUM-JIMOO UHBIM CIIOCOO0M;

— UCIIOJNIb30BAaHWE TIEPCOHANBHBIX  JAHHBIX — JIEUCTBUS  (Omepaiuu) ¢
MepCOHANBHBIMU JAHHBIMH, COBEpIIaeMble JOLKHOCTHBIM juiioM JIFOIL] «Po3a BeTpoB»
B LEJIAX MPUHATHS PEIICHUN WIM COBEPIICHUS HWHBIX JEUCTBUMN, MOPOKIAIOIINX
IOPUJIMYECKUE TIOCJICICTBUSL B OTHOLIEHUM PAOOTHUKOB JIMOO WHBIM 00pa3zoM
3aTparuBarolnX WX MpaBa U CBOOO I WIIH MpaBa U CBOOOIBI APYTUX JIUII;

— OJIOKMpOBaHUE TEPCOHAIBHBIX JaHHBIX — BPEMEHHOE MpeKpalieHue coopa,
CUCTEMATU3allNM, HAKOIUIEHUS, WCMOJIb30BAHUS, PACIHPOCTPAHEHUSI MEPCOHAIBHBIX
JAHHBIX PAOOTHUKOB, B TOM YHCJIC UX MEepeIadH;

— YHUYTOXEHUE MEPCOHAIbHBIX JAHHBIX — JIEUCTBUSA, B PE3YyJbTAaT€ KOTOPBIX
HEBO3MOKHO BOCCTAHOBUTH COJIEP’KaHHME MEPCOHAIBHBIX JAHHBIX B MH(GOPMAIIMOHHON
CUCTEME TMEepPCOHAJBHBIX JIaHHBIX pPAOOTHUKOB WJIM B pe3yjbTaTe KOTOPBIX
YHUYTOXKAIOTCSI MaTEpUaIbHbIE HOCUTEIN NIEPCOHABHBIX JAHHBIX pA0OTHUKOB,;

— 00e3MurMBaHue MEPCOHAIBHBIX JAHHBIX — JICUCTBUS, B PE3yJIbTaTe KOTOPBIX
HEBO3MOXHO OMPEIEIUTh MPUHAIJICKHOCTh MEPCOHAIBHBIX JAHHBIX KOHKPETHOMY
pabOTHHKY;

— 00IIen0CTYITHBIE TEePCOHANIbHBIE JaHHBIC — TEPCOHATIBHBIC JTaHHBIC, TOCTYII
HEOTPAHWYEHHOTO KpyTa JHI] K KOTOPHIM MIPEIOCTaBIIEH C COTJacusi paOOTHHUKA WA Ha
KOTOpbIE B COOTBETCTBUU C (enepaipbHBIMM 3aKOHAMH HE PACIPOCTPAHSIETCS
TpeboBaHUE COOIOICHUSI KOHPUACHIINATBHOCTH;



— wuH(popmarus — cBeneHus (COOOIIEHUS, TaHHbIE) HE3aBUCUMO OT (OPMBI MX
MIPEICTABIICHHUS,

— JOKYMCHTHUPOBaHHas HWH(pOpManus — 3aUKCHpOBAaHHAs Ha MaTepHATbHOM
HOCHTENIC TyTeM JIOKYMCHTHUPOBAHHMS HH(POpPMAIHS C PEKBH3UTAMU, ITO3BOJISIONTUMU
OTIPEICTUTh TAKy0 HH()OPMAITUIO WU €€ MaTepUaTbHbBIN HOCUTEIb.

3. CocraB IICPCOHAJIBHBIX TAaHHBIX pa6OTHI/IKOB

3.1. B cocraB mnepcoHanbHbIX nAaHHbIX paboTHukoB J[HOL[ «Po3a BeTpoB»
BXOJIST:
— aHKeTHbIe U Onorpaduueckue JaHHbIE;
— oOpa3oBaHue;
— CBEJICHHSI O TPYJOBOM U OOIIIEM CTaXKE;
— CBEJECHHUS O COCTAaBE CEMBH;
— NacCHOpPTHBIC JaHHBIC;
— CBEJEHHUs O BOMHCKOM Y4ETE;
— CBeJIeHUs O 3apaboTHOM IUIaTe;
— CBEIEHHUS O COLMAIIBHBIX JIBIOTaX;
— CHEUUAJIBHOCTB;
— 3aHMMaeMas JI0J>KHOCTh;
— HaAJIMYUE/OTCYTCTBUE CYAUMOCTEN;
— aJapec MecTa )KUTENbCTBA;
— JIoManrHui TenedoH;
— MecTO paboThl WM y4eObl YICHOB CEMbU U POJICTBEHHUKOB;
— COJIEpXaHHE TPYAOBOr0 AOTOBOPA;
— NOJJIMHHMKYU U KOIIMM IPUKA30B 0 JINYHOMY COCTaBY;
— JIMYHBIE Jiea U TPYAOBbIE KHH>XKUA COTPYIHHKOB;
— OCHOBAHUS K MPHUKa3aM IO JUYHOMY COCTaBY;
— Jlefna, CoAepIKalue MaTepralibl 1O MOBBIIICHUIO KBATU(PUKALUU U
MEPEnoIrOTOBKE COTPYTHUKOB, UX aTTECTAI[UH, CIIy>KEOHBIM pacclieI0BaHUsM;
— KOIIMU OTYETOB, HAIIPABIIIEMbBIE B OpPraHbl CTATUCTUKH.
3.2. JlaHHBIE JOKYMEHTBHI SBJSIOTCS KOHQPHUIACHIMATHHBIMH, TIPH  OTOM,
YUUTBIBasi ©X MAacCCOBOCTh U €IMHOE MECTO OOPAaOOTKHU U XpaHEHUSI — COOTBETCTBYIOLIUMN
rpud orpaHUYEHUS HA HUX HE CTaBUTCS.

4, OO6paboTKa MepCOHAILHBIX JaHHBIX

4.1. B mensx obecnedenus npas u cBodoa padorauka J{FOIl «Po3a BeTpoB» u
€ro TMpeJCTaBUTEIN NpU 00pabOTKe MEepPCOHATBHBIX JIaHHBIX PAOOTHUKA OO0S3aHBI
cobJiroaTh ciaeAyroIme ooiue TpeOoBaHUs:

4.1.1. OOpaboTKka MEPCOHATBHBIX JTaHHBIX PAOOTHHKA MOXET OCYIIECTBISATHCS
HCKIIIOUUTENLHO B LENSAX oOecnedyeHus] COOMIOEHUSI 3aKOHOB M MHBIX HOPMATHBHBIX
MpPaBOBBIX AaKTOB, COACHCTBUS paOOTHUKAM B TPYAOYCTpPOHMCTBE, OOYyYEHHH U
MPOJIBMIKEHUH TI0 CITyk0e, oOecrieueHus: TMYHON 0€30MacHOCTH PaOOTHUKOB, KOHTPOJIS



KOJIMYEeCTBA U KayecTBa BBINOJHAEMONW pabOThl W OOECHEYeHHs COXPAHHOCTH
MMYILIECTBA.

41.2. Tlpu omnpeaeneHun oObeMa U coAep)KaHHUA  0OpabdaThIBAEMbIX
NEPCOHANBHBIX JaHHBIX paboTHUKAa paboTojaTenb JOHKEH PYKOBOACTBOBATHCA
Konctutynmuenn Poccuiickonn ®enepaunn, TpynoBeim KogekcoMm W MHBIMHU
(benepalbHBIMU 3aKOHAMH.

4.1.3. [lomyueHne MEePCOHATBHBIX JAHHBIX MOXKET OCYIIECTBISATHCA KaK MyTeM
NpEICTaBICHUS HUX caMUM pPaOOTHUKOM, TaK M MyTeM TOJYy4YeHUS HUX M3 HHBIX
MCTOYHHUKOB.

4.1.4. TlepcoHanbpHble JaHHBIE PaOOTHHKA CIEAYeT IOJyd4aThb y HEro camoro.
Ecnu mepconanbHbie aHHbIE PaOOTHUKA BO3MOXKHO MOJYYUTh TOJIBKO Y TpEThEel
CTOpPOHBI, TO pabOTHUK JOJKEH OBITH YBEJIOMJIEH 00 3TOM 3apaHee W OT HEro JOJIKHO
OBITh MOJYYEHO MUCbMEHHOE coriacue. Paboromarens 10KEH COOOMUTh paOOTHUKY O
HEeJsIX, IPeanojaraéMblXx KICTOYHUKAX U CII0CO0aX MOJIy4EHUsI IEPCOHATBHBIX JaHHBIX,
a TakKe O XapakTepe MOMIeKAIMX [MOJIYYEHUIO TMEePCOHAIBHBIX JAHHBIX H
MOCJIEJICTBUSIX OTKa3a pabOTHHKA AaTh MMCbMEHHOE COTJIACHE HA UX TOJyYECHHE.

4.1.5. PaboTonaTens HE UMEET IpaBa MoJy4aTh U 00padaThiBaTh MEPCOHAIBLHbBIC
JaHHble PAOOTHUKA O €ro MOJUTHUYECKUX, PEJIMTHO3HBIX M HWHBIX YOeKIACHUSX U
YacTHOW XU3HHU. B ciydasix, HEMOCPEACTBEHHO CBA3aHHBIX C BOMPOCAMHU TPYAOBBIX
OTHOUIEHUH JAHHBIE O YACTHOM KU3HU PAOOTHHKA (MH(POPMALIHS O KUZHEIEATEIbHOCTH
B cdepe ceMeWHBIX OBITOBBIX, JUYHBIX OTHOIIECHUN) MOTYT OBITH MOJIYYEHBI U
o0paboTaHbl pabOTOAATEIEM TOJIBKO C €0 MTUCBMEHHOIO COTJIacHsl.

4.1.6. Paboronarens He UMEET MpaBa MOJy4aTh U 00pabaThIBaTh MEPCOHATBHBIC
JaHHble pPaOOTHMKA O €ro YJEHCTBE B OOLIECTBEHHBIX OOBEAMHEHHUSAX WIH €ro
npo(COIO3HOM  NEATEIbHOCTH, 32 MCKJIIOUYEHHEM CIIy4aeB, IPEeIlyCMOTPEHHBIX
(benepaabHBIM 3aKOHOM.

4.2. K oOpaboTke, mepeiaue U XpaHEHUIO MEPCOHANBHBIX JaHHBIX paOOTHUKA
MOTYT UMETh JOCTYI COTPYIHUKU:

— Oyxraiarepuu;

— OTJeJa KaJIpoB.

4.3. Wcnonb3oBaHME  TMEPCOHATBHBIX  JAHHBIX  BO3MOXKHO  TOJBKO B
COOTBETCTBHH C LEJISIMU, ONPEACIUBIIUMU UX MOTYUYEHHUE.

4.3.1. [lepconanpHble AaHHBIE HE MOTYT OBITh HKCIOJIB30BaHBI B IIEJAX
MPUYMHEHUS] HMMYIIECTBEHHOT0O M MOpPAJIbHOTO Bpella TpakJaHaMm, 3aTpyJAHEHUs
peanu3anuu mpaB M cBoOoxa rpaxnaH Poccuiickoii ®@enepanun. OrpaHuydeHue mMpaB
rpaxxnan Poccuiickoit @epepanid Ha OCHOBE MCMOJIb30BaHMUS HH(OpManuu 00 uX
COLMAIBHOM MPOUCXO0XKAEHUH, O PACOBOM, HAIMOHAIBHOM, A3bIKOBOM, PEJIUTHO3HON U
NapTUMHOM  NPUHAMJIEKHOCTH  3alpelieH0 W KapaeTcsi B  COOTBETCTBUU  C
3aKOHOJIaTEIbCTBOM.

4.4. Tlepenaua mnepcoOHANbHBIX JaHHBIX pPAaOOTHUKA BO3MOXKHA TOJIBKO C
corjacusi pabOTHUKA WUJTU B CIIyYasiX, PSIMO PEyCMOTPEHHBIX 3aKOHOAATEIbCTBOM.

4.4.1. Tlpu nepenaye MepCOHANBHBIX JAaHHBIX PaOOTHHUKA PabOTOMATENH JTOJDKEH
coOII0AaTh CleNyIoIe TPeOOBaHUS:

— He cooOuiath MepcOHalbHbIE JaHHble paOOTHHKA TpEeThel cTOpoHEe 0e3
MUCBMEHHOTO COoTyiacusl pabOTHHUKA, 32 UCKIIOUYEHUEM CIy4aeB, KOr/a 3T0 He00X0uMO



B LEJISIX MPEeAYyNPEKIECHUs YTPO3bl KU3HU U 3JI0POBBI0 paOOTHUKA, a TaKKe B CIIydasx,
YCTaHOBJICHHBIX (pe/iepaibHbIM 3aKOHOM;

— He coo0IaTh MepcoHaIbHbIEC TaHHbIE PA0OTHUKA B KOMMEPUYECKUX LENIX 0e3
€ro MHUCbMEHHOTO COTJIACHS;

— TpeAyNpeauTh JHII, TOJYyYaloINX MepCOHANbHbIC IaHHbIE PAOOTHUKA, O TOM,
YTO 9TWU JAHHBIE MOTYT OBbITh HCIIOJIB30BAaHbI JIMIIb B IEJSIX, JUIsI KOTOPBIX OHU
coOOIIeHbl, M TpPeOOBaTh OT OSTUX JHUI[ MOJATBEPKACHUS TOro, YTO 3TO IPABUIIO
coOmofieHo. Jluia, mosydaroniue TmepCcOHaJIbHbIE JIaHHbIE paOOTHUKA, OOsI3aHbI
COOJIO/IaTh PEKUM CEKPETHOCTH (KOH(PHUACHIMAIBHOCTH). JlaHHOE TMOJ0XKEHUE He
pacmpocTpaHsieTcsi Ha OOMEH NEepCOHAIBHBIMH JaHHBIMH PaOOTHUKOB B TOPSJKE,
YCTaHOBJICHHOM (hejiepabHbIMU 3aKOHAMU;

— paspemarb JOCTyl K TMEPCOHAIbHBIM JIaHHBIM PAOOTHUKOB TOJIBKO
CHEIHAIbHO YHNOJHOMOYEHHBIM JIMLIAM, OIpPEACICHHBIM MPHUKA30M IO OpTraHHU3allHH,
IPU 3TOM YKa3aHHbIE JIUIA JTOJDKHBI UMETh MPABO MOJIy4YaTh TOJIBKO T€ MEPCOHATbHBIC
JaHHBbIE pAa0OTHHUKA, KOTOPhIE HEOOXOIUMBI JIJISl BBITIOJHEHUSI KOHKPETHBIX (QYHKIIUMN;

— He 3ampamiuBaTh HHQOpPMAIMIO O COCTOSHUM 370pOBbSi pabOTHHKA, 3a
UCKJIIIOYEHHUEM TE€X CBEJIEHUI, KOTOpbIE OTHOCATCS K BONPOCY O BO3MOXKHOCTH
BBINIOJIHEHHSI pA0OTHUKOM TPYAOBOW (DYHKIIHH;

— TepenaBaTh MEPCOHANBHBIE JaHHBIE PAOOTHHUKA MPEICTABUTENSAM PaOOTHUKOB
B TIOpsZIKE, ycTaHOBIEHHOM TpyaoBbiM KomekcoM, B orpaHUYMBATH 3Ty MHGOPMAIUIO
TOJILKO TEMH TEpPCOHANBHBIMA JaHHBIMH pPAOOTHHKA, KOTOpPbIE HEOOXOIWMBI IS
BBITIOJIHEHUSI YKa3aHHBIMU MPEJICTABUTEISIMUA UX (QYHKIIUH.

4.4.2. Tlepenaya nepcoHAIbHBIX JAHHBIX OT JEPXKATENsI WU €ro MpeICcTaBUTeNeH
BHEIIIHEMY MOTPEOUTENI0 MOXKET JIOMYCKAaThCd B MUHUMAJIbHBIX 00beMax U TOJBKO B
LEJSIX BBIMOJIHEHUS 3a/lad, COOTBETCTBYIOIIMX OOBEKTMBHOM MNpUYMHE cOOpa 3TUX
JTAHHBIX.

4.4.3. Tlpu nepenaue nepcoHAIbHBIX JaHHBIX PAOOTHUKA MOTPEOUTENsIM (B TOM
quCclie 1 B KOMMEPUYECKUX LIEJIAX) 3a Mpeesibl OpraHu3aluu paboToaareab He TOJDKEH
coOoO0IIaTh ATH JaHHbBIE TPEThEeW CTOpoHE 0€3 MUCHMEHHOrO corjlacus pabOTHHKA, 3a
WCKITIOYCHHEM CIy4aeB, KOTJa 3TO HEOOXOIWMO B IENSAX MPEAYNPEKACHHUS YTPO3BI
KU3HU W 3J0pOBBI0 pabOTHMKAa WM B CIlydasx, YCTAHOBJICHHBIX (eaepanbHbIM
3aKOHOM.

4.5. Bce Mepbl KOHQUACHIMAIBHOCTH MpH cOope, 00pabOTKE W XpaHEHUU
MEPCOHANBHBIX JaHHBIX COTPYAHHMKA PACIIPOCTPAHSIOTCS Kak Ha OyMaskHbBIE, TaK U Ha
AJIEKTPOHHBIE (ABTOMATHU3WPOBAHHBIC) HOCUTENN WH(OpMAaIuu.

4.6. He pomyckaercss oOTBeuaTh Ha BOINPOCHI, CBSI3aHHBIE C Tepeaaudei
MepCOHANIbHOM nHGOpMaIuu 1o TenedoHy uiu hakcy.

4.7. XpaHeHUE TEPCOHAIBHBIX JAHHBIX JOJDKHO TMPOUCXOJUTh B TIOPSIKE,
HCKJTIOYAIOIIEM UX YTPATy WK UX HEIPABOMEPHOE UCTIOIb30BaHHE.

4.8. Tlpy TpUHATHM pEUICHWH, 3aTparvBalONIMX HMHTEpEChl PabOTHUKA,
paboTonarenb HE UMEET MpaBa OCHOBBIBATHCS Ha MEPCOHATBHBIX JTAHHBIX PaOOTHUKA,
MOJTyYE€HHBIX UCKIIOUUTENBHO B PE3ylbTaTe MX aBTOMATH3UPOBAHHOW OOPaOOTKH WM
AJIEKTPOHHOTO ToNTyueHus. PaboTonaTenb yuuThIBAET JIMYHBIC KaueCTBA paOOTHHKA, €T0
100pocoBeCTHBIN U 3P(HEKTUBHBIN TPY.



5. Komriekc 10KyMEHTOB.

5. KoMmmuiekc 1OKyMEHTOB, COMPOBOXKIAIOMINM TpoIecc 0(pOpMICHUS TPYAOBBIX
otHomeHut pabotHmka B JIIOL[ «Po3a BeTpoB» mpu ero mpueme, mepeBoje M
YBOJIbHEHUHU.

5.1. Hndopmarnus, npeacrapisiemas paOOTHUKOM IPH MOCTYIUICHUN Ha padoTy
B J{IOL] «Po3a BeTpoB», JOMKHA UMETh NOKyMEeHTalnbHYI0 (opmy. Ilpu 3akmoueHun
TPYJIOBOIO JIOTOBOpPAa B COOTBETCTBUU cO CT. 65 TpynoBoro konekca Poccuiickoi
®denepanuu JUI0, MOCTYIAIOIIEE Ha padboTy, MPEABABISET padOTOIATENIO:

— macnoprt rpaxaannHa Poccuiickon denepanuu;

— TPYIOBYIO KHWXKY, 332 HCKIIOYEHHEM CIIy4aeB, KOI/la TPYAOBOW JOTOBOP
3aKJIIOYAeTCsl BIIEpBbIe MM pPaOOTHUK TMOCTymaeT Ha paboTy Ha YCIOBHUAX
COBMECTUTENBCTBA, OO0 TPYdOBas KHUXKKA y paOOTHUKA OTCYTCTBYET B CBSI3U C €€
YTPaTOM WM MO APYTHUM HPUYUHAM;

— CTpaxoOBO€ CBUAETEIBCTBO FOCYIaPCTBEHHOTO TEHCHOHHOTO CTPAXOBAHUS;

— JIOKYMEHTbI BOMHCKOT'O Yy4eTa — JJIi BOGHHOOOS3aHHBIX U JIUL, MOJIEKAIINX
BOMHCKOMY YyYeETYy;

— JIOKyMeHT 00 00pa3oBaHMM, Kypcax MOBBIIIEHUS  KBAIH(PUKALINH,
npodeCCUOHATIBHON MEePETnoroOTOBKE (€Ciu 3TO TpeOyeTcs);

— CBUAETENBCTBO O npucBoeHun MHH;

— crpaBka 00 OTCYTCTBUH CYAUMOCTH.

5.2. Ilpu odopmnenun padbornuka B JIOL[ «Po3a BeTpoB» crnenuainucToM mo
KajipaM 3anoJiHgercs ynuuiupobantas Gopma T-2 «JIuyHas kapTouka pabOTHHUKAY, B
KOTOPOM OTpa)aroTcs CAEAYIOIINE aHKETHbIE U Ouorpaduyeckre JaHHble paOOTHHKA!

— obmue cpeaeHus (O.M.O. paboTHHMKaA, JgaTa POXKICHUS, MECTO POKICHUS,
IpaXIAHCTBO, OOpa3oBaHue, mpodeccus, CcTax padoOThl, COCTOSHUE B Opake,
MAaCMOPTHHIE TAHHbIE);

— CBEJCHMS O BOMHCKOM YYETE;

— JIaHHBIE O MIpUEME Ha padoTy;

B nanpHeiem B TMYHYIO KAPTOUYKY BHOCSTCS:

— CBEJCHMS O MEPEBOAAX Ha APYTYIO padoTy;

— CcBeJleHus 00 aTTecTalluu;

— CBEJICHUS O MOBBILICHUH KBaIU(PUKAIIH;

— CBEACHUS O MPOPECCUOHAIBHON NEPENOATrOTOBKE;

— CBEACHMS O Harpajaax (MOOIIPEHUSIX ), MOYETHBIX 3BaHUSX;

— CBeJeHUS 00 OTITyCKaXx;

— CBEACHMS O COLMATbHBIX TAPAHTHUSX;

— CBEJCHUS O MECTE KUTEIbCTBA U KOHTAKTHBIX TelePOHaX.

5.3. ¥V cnemmanucta o kaapam JFOIl «Po3a BeTpoB» co3maroTcst U XpaHATCS
CJIeIyIOLME TPYMIbl TOKYMEHTOB, COAEpKalIUe JaHHble O PabOTHUKAX B €IUHUYHOM
WJIM CBOJIHOM BHUJIE:

5.3.1. JIokymMeHTBI,  coaepKallre  MEepPCOHANbHbIE  JIaHHbIE  PaOOTHHKOB
(KOMILJIEKCHI  TOKyMEHTOB, COIPOBOXKJAIOLIUE TMpolecc O(QOpPMIICHHS TPYAOBBIX
OTHOILIEHUH MpH MpueMe Ha padoTy, NepeBo/ie, YBOIbLHEHUH; KOMIUIEKC MaTEPHAJIOB IO
aHKETUPOBAHUIO, TECTHUPOBAHUIO; MPOBEIACHUIO COOECeIOBaHUN C KaHAMJIATOM Ha
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JOJDKHOCTh; IOJJIMHHUKM M KOIMU IIPUKA30B IO JINYHOMY COCTaBYy; JUYHBIC Jeia U
TPYJIOBbIE KHHKKH paOOTHUKOB; JI€a, COJEpKAIINE OCHOBAHUS K IPUKA3Y M0 JUYHOMY
COCTaBy; JieJla, COJIepKallie MaTepuaiabl aTTecTallud pPa0OTHUKOB; CIIyKeOHBIX
paccieioBaHUid; CHpPaBOYHO-MH(GOPMAIMOHHBI 0aHK JaHHBIX TI0 TEPCOHATY
(KapTOTE€KH, >KypHajibl); MOMJMHHUKA M KONHH OTYETHBIX, AHAIUTUYECKUX H
CIPABOYHBIX MaTepUANIOB, IepeaaBaeMbix pykoBoactBy [IOL[ «Po3a BeTposy,
PYKOBOJMTEISIM CTPYKTYPHBIX TMOJPA3JEICHUI; KOMUU OTYETOB, HAIpPaBISEMBIX B
roCyZapCTBEHHbIE OpraHbl CTATUCTUKM, HAJIOTOBBIE NHCIIEKI[UH, BBIIECTOSIINAE OPTaHbl
YIIPABJICHUS U JPYTUE YUPEKICHUS).

5.3.2. JlokymeHTanMsi O OpraHu3aluy paboOThl CTPYKTYPHBIX MOJApa3eIeHUN
(monmokeHUsT O  CTPYKTYPHBIX  MOJPA3JCICHHUSX, JTOJDKHOCTHBIE — HMHCTPYKIUH
pabOTHHKOB, MPHUKA3bI, pacCHOpsDKeHUs, YKa3zaHus pykoBojacTBa [IOL «Po3a BeTpos»);
JOKYMEHTBI 10 IUIAaHMPOBAHMIO, YYETY, aHaIM3y U OTYETHOCTH B YacTU pabOThl C
nepcoHanoMm OpraHu3anum.

6. JlocTyn K mepCcoOHAIBHBIM TaHHBIM.

6.1. Buyrpennuii noctyn (noctymn BayTpH JIOL] «Po3a BeTpoB»).

6.1.1. [IpaBo goCcTyna K MEPCOHAIBHBIM JaHHBIM COTPYIHUKA UMECIOT:

— JIUPEKTOD;

— 3aMEeCTUTENb IUPEKTOPA;

— CIICIHAIIMCT TI0 KaJpaM;

— 3aBEIYyIONIUE OTAEIaMU (IOCTYN K JWYHBIM JaHHBIM TOJBKO COTPYIHUKOB
CBOCTO OTJIEIA);

— TpU TIEPEBOJIE M3 OJHOTO CTPYKTYPHOTO MOJApa3JeNieHus: B JAPyroe JOCTYI K
MEPCOHAJILHBIM  JTAHHBIM  COTPYJAHMKAa MOXET HMETh PYKOBOJUTEIh HOBOTO
MO/Ipa3/ieNICHNUS;

— caM pabOTHUK, HOCUTENb JaHHBIX;

— JIpyrue COTPYIHUKU OPTaHHU3aIllMU TPU BHITIOJIHEHUM UMH CBOMX CIYKEOHBIX
00s13aHHOCTEH.

6.1.2. I[lepeyens auil, UMEIOMUX AOCTYI K IEPCOHATLHBIM JaHHBIM PaOOTHHUKOB,
onpenensercs npukazom aupekropa IFOLl «Po3a BeTpoB».

6.2. BHemHui gocTyI.

6.2.1. K w4yuciay wmaccoBeix moTpeOUTeNnel MEepCOHANBHBIX JAaHHBIX BHE
OpraHu3alliid  MOXHO  OTHECTH  TOCYJApCTBEHHBbIE W  HETOCYJapCTBEHHBIC
(yHKIIMOHATBHBIE CTPYKTYPHI:

— HAJIOTOBBIC WHCIIEKIIHH;

— MPaBOOXPAHUTEIHHBIC OPTaHbI;

— OpTraHbl CTATUCTHUKY;

— BOCHKOMATEHI;

— OpTaHbI COIMAIBHOTO CTPaXOBaHMSI,;

— TICHCHOHHBIC (DOH/IBI;

— TMOJpPAa3CICHNs] MyHUIIUITAIILHBIX U PETHOHATILHBIX OPTaHOB yIPABIICHUS.

6.2.2. Ham3opHO-KOHTPOJIbHBIE OpTraHbl UMEIOT JOCTYN K MHGOpPMAIUU TOJBKO B
chepe cBoeH KOMITCTCHITHH.



6.2.3. Opranu3zaiuu, B KOTOPbIE COTPYIHUK MOXET OCYIIECTBIISAThH TIePEUNCIICHUS
JICHE)KHBIX CPENICTB (CTPaxoOBble KOMITAHWH, HETOCYJAPCTBEHHBIC MEHCHOHHBIE (hOHIBI,
0JIarOTBOPUTEILHBIC OPTaHU3AINH, KPEAUTHBIC YUPEKICHHS ), MOTYT MOJTYYUTh JTOCTYII
K [IEPCOHATBHBIM JTAHHBIM paOOTHUKA TOJIBKO B CIIydae €ro MUChbMEHHOTO Pa3pelIeHHs.

6.2.4. Cenenust 0 paboTaroleM COTPYJHUKE UM y>K€ YBOJIEHHOM MOTYT OBITH
MpEe/ICTaBICHBl JIPYroll OpraHu3alfel TOJbKO C MUCHPMEHHOrO 3ampoca Ha OyaHke
OpraHM3alyy, C TPUIOKEHUEM KOMUU HOTAPUAIBHO 3aBEPEHHOTO  3asBIICHHUS
paboTHHKA.

6.2.5. IlepconanpHble  AaHHBIE COTPYAHHMKA MOTYT OBITh  IPEJCTABIICHBI
POJICTBEHHUKAM WJIM YJICHAM €ro CEMbH TOJBKO C MUCHBMEHHOTO Pa3pelIeHHs] CaMOro
COTPYIHUKA.

6.2.6. B cinydae pa3Boja ObIBIIas cynpyra (Cynpyr) HMEIOT IIpaBo oOpaTUTHCS B
JIOL] «Po3a BeTpoB» ¢ MHUCHMEHHBIM 3alPOCOM O pa3Mepe 3apabOTHOW TUIATHI
cotpynnuka 6e3 ero cornacus (YK P®D).

7. 3anuTa nepcoHaNIbHBIX JAHHBIX

7.1. 3amuTa  TEpCOHANBHBIX  JIAHHBIX  NPEACTaBIsSE€T  CO0OM  YKECTKO
periaMeHTUPOBAaHHbBIN u JTUHAMUYECKU TEXHOJIOTUYECKHIM npoLuecc,
NPEeAYNPEXIAIONMA  HapylIEHUE JOCTYIHOCTH, UEJIOCTHOCTH, JOCTOBEPHOCTH U
KOH(DUICHIIMAIbHOCTH  TEPCOHAJIBHBIX  JIAHHBIX W, B  KOHEYHOM  CUETe,
o0ecneuynBarOIUK JTIOCTaTOYHO HAJEXKHYI0 O€30MacHOCTh MH(OpMAIMK B IHpoliecce
YIPaBJIECHYECKOW U MPOU3BOACTBEHHON JIEATEIIBHOCTH OpraHU3alUu.

7.2. 3amuTa TEpCOHAJIBHBIX JaHHBIX PAOOTHUKA OT HEMPaBOMEPHOTO HX
UCIIOJIb30BAHUSI WM yTpaThl JoJpkHA ObITh oOecrieueHa J[HOLL «Po3za BeTpoB» 3a cuer
€ro CPe/ICTB B MOPSIKE, YCTAHOBICHHOM (he/lepaibHbIM 3aKOHOM.

7.3. BHyTpeHHsIs 3amuTa.

7.3.1. lns obOecrieyeHUs BHYTPEHHEH 3alIUThl TMEPCOHAIBHBIX JAHHBIX
PabOTHUKOB HEOOXOAMMO COOJIIOIATH PSIT MEP:

— OrpaHMYEHHUE U pErjaMeHTalMs COCTaBa pPa0OTHUKOB, (YHKUHUOHAIbHBIC
00s13aHHOCTH KOTOPBIX TPEOYIOT TOCTYyNa K MEPCOHAIBHBIM JIAHHBIM COTPYAHUKOB;

— cTporoe u30upareabHOE M OOOCHOBAaHHOE pacIpeleleHHe IOKYMEHTOB W
uHpopmaIuu Mexay pabOTHUKAMU;

— pauMoOHaJIbHOE pa3MeUIeHue padouyux MecT pPabOTHUKOB, NPH KOTOPOM
HCKIIIOYAJIOCh OBl OECKOHTPOJILHOE UCIIOIB30BaHUE 3aIUIAEMON HHPOPMALIHH;

— 3HaHUE PaOOTHUKOM TpeOOBaHUN HOPMATHUBHO — METOJMYECKHX JOKYMEHTOB
10 3a1uTe MHPOPMAIIUU U COXPAHEHUH TalHBI,

— HaMYue HEOoOXOJMMBIX YCIOBUHW B TMOMENIEHWH [JIsi  pabOThl ¢
KOH(pMICHIIMATBbHBIMU JOKYMEHTaMH B 0a3aMU JIaHHBIX;

— ONpE/eNICHHEe W perjaMeHTalus cocTaBa paOOTHUKOB, HUMEIOIIUX TMPABO
JOCTyMa (BX0/1a) B MOMEIIICHUE, B KOTOPOM HAXOJUTCS BBIUUCIUTEIbHAS TEXHUKA,

— OpraHM3aIs Nopsika YHUYTOKCHUS HHPOPMAIINK;

— CBOCBPEMEHHOE BBISBICHUE HapYIIEHUS TPeOOBAaHUW  pa3penIuTeIbHON
CUCTEMBI JIOCTYTa paOOTHUKAMU TIOIpa3ICICHUS;



— BOCTIHMTATENIbHAS U PAa3bsICHUTEIbHAS padoTa ¢ COTPYAHUKAMHU MOAPA3ACICHUS
M0 TPEAYIPEKICHNAIO YTPAThl IIEHHBIX CBEICHUA MpU paboTe ¢ KOH(DHUICHIIUATEHBIMU
JIOKyMEHTaMU;

— HE JONyCKaeTcs BblJaya JUYHBIX JIeJI COTPYJAHUMKOB Ha paboune Mecra
pykoBoauTeneld. JIMuHple [ela MOTYT BbIAaBaThcsl Ha paboune MecTa TOJIBKO
JTUPEKTOPY, CIEIUATUCTY IO KajapaM, MO0 MUCbMEHHOMY pa3pelIeHHUI0 JUPEKTopa, —
PYKOBOJUTENIO  CTPYKTYpPHOTO  TOJApa3AcieHus (Hampumep, MpH  HOATOTOBKE
MaTepuaoB JUIs aTTeCTalluk paOOTHHKA).

7.3.2. 3ammTa TEPCOHAIBHBIX JAHHBIX COTPYJAHUKOB Ha  DJICKTPOHHBIX
HOCHUTCIISIX.

Bce manku, comepkamiue mepcoHaNbHBIC TAaHHBIE COTPYIHHUKA, TOJDKHBI UMETh
OTPAaHUYCHHBIA JTOCTYN (TOJIBKO JJIsl COTPYAHUKOB OTJIEJia MEepCoHala U JUPEKTOopa Mo
WH()OPMAITMOHHBIM TEXHOJIOTHSIM).

7.4. BHemHsAA 3ammTAa.

7.4.1. ]Ins obecrieueHns BHEITHEHN 3aIIUTHI IEPCOHAIBHBIX TaHHBIX COTPYIHUKOB
HEO0XO0JIUMO COOTIOIATh Pl MEP:

— TIOPSJIOK TMpHeMa, yueTa U KOHTPOJIS JeATeIbHOCTH ITOCETUTEIICH;

— MPOIYCKHOM PEeKUM OpraHU3AIINH,

— YYeT | MOPSAJO0K BIIaYU MPOITYCKOB;

— TEXHUYECKHUE CPEJICTBA OXPaHbI (3JIEKTPOHHBINA KITFOY, CUTHATM3ALINH ),

— TIOPSIJIOK OXpaHbl TEPPUTOPHUH, 3/TaHUM, TOMEIICHUM, TPAHCIIOPTHBIX CPEICTB.

7.5. Bce nmma, cBs3aHHBIE C IOJydYeHHEM, oOOpabOTKOM U  3alUTOU
MePCOHABHBIX JIAHHBIX, 00s13aHBI HE pasrjaliaTh epCcoOHaIbHbIC JaHHBIE PAOOTHUKOB.

7.6. Kpome Mep 3ammThl TMEPCOHATBHBIX  JIAHHBIX, YCTAHOBJIEHHBIX
3aKOHOJATEILCTBOM, paboTojnarend, paOOTHUKM ¢ MX MPEICTABUTEIU MOTYT
BBIPa0aTHIBATh COBMECTHBIE MEPHI 3aIUTHI IEPCOHATBHBIX TAHHBIX PAOOTHUKOB.

8. IlpaBa u 00s3aHHOCTH paOOTHUKA.

8.1. PabGoTHUKHM IOJDKHBI OBITH O3HAKOMIICHBI ITOJI PACIKCKY C JIOKYMEHTaMHU
OpraHu3alliM, YCTAHABJIMBAIOIIUMHU TOPSJOK OOpPaOOTKM TIEPCOHATBHBIX JTAHHBIX
pabOTHUKOB, a TaKkKe 00 MX MpaBax U 00S3aHHOCTAX B ATOM 00JIACTH.

8.2. B memsx 3ammThl MEPCOHATBHBIX JaHHBIX, XPAHAIIMXCS y padoTOoIaTeNIsd,
pabOTHUK UMEET MPaBO:

— TpeOOoBaTh UCKITIOUEHUS WM MCTIPABIICHNUS HEBEPHBIX WM HETIOJHBIX JAHHBIX;

— TOJy4YaTh CBOOOMHBIN OECIUIATHBIA JOCTYIl K CBOMM TMEPCOHAIBHBIM JaHHBIM,
BKJIFOYAs MPaBO Ha TOJIyYCHHE KOMHM JIF00O0M 3amucu, colepiKalieil MepcoHaTIbHbIE
JTaHHBIC;

— MEepPCOHANbHBIC JAaHHBIC OIEHOYHOTO XapakTepa JOIMOJHUThH 3asBJICHHEM,
coJiep KallliM €T0 COOCTBEHHYIO TOUKY 3PCHHS;

— ONpPEACNATh CBOMX TNIPEACTABUTENICH JUIsl 3allUThl CBOUX IIEPCOHATBHBIX
JTAHHBIX;

— Ha COXpPAHEHME U 3aLLUTY CBOEH JTUYHOU )KU3HU U CEMENHOMN TalHBI.



8.3. PaGorHuk o06s3an mnepemaBath JFOIl «Po3za BeTpoB» KOMILIEKC
JIOCTOBEPHBIX, JOKYMEHTUPOBAHHBIX TIEPCOHATBHBIX JAHHBIX, COCTaB KOTOPBIX
ycranoBieH TpynoBeim Komekcom P®, a Ttaxke cBoeBpeMEHHO cooOmarh 00
M3MEHEHUSIX CBOMX MEPCOHATBLHBIX JAHHBIX.

8.4. Paboruuku crtaBar J[IOL[ «Po3a BeTpoB» B M3BECTHOCTh 00 H3MEHCHUU
(dbaMUIMY, UMEHHU, OTYECTBA, AThl POXKICHUS, YTO IMOIY4YaeT OTPAXKCHHE B TPYIOBOM
KHIDKKE Ha OCHOBAaHWU TIPEICTaBICHHBIX JOKyMmMeHTOB. IIpm HeoOxomumocTu
U3MEHSIOTCA JaHHble 00 o00pa3oBaHuM, Mpodeccuu, CHEIUATbHOCTH, MPUCBOCHHUU
HOBOTO pa3psjia u mp.

9. OTBETCTBEHHOCTH 3a pas3rjialliCcHuc KOH(l)I/II[GHHI/IaJ'II)HOﬁ
I/IH(I)OpMaHHH, CBSI3aHHOM C IMCPCOHAJIbHBIMH JaAHHBIMHA

9.1. PykoBoauTenb, pa3pelaromui JOCTYyI COTPYIHUKA K KOHPHUIECHIIHATLHOMY
JOKYMEHTY, HECET IEPCOHATIbHYIO OTBETCTBEHHOCTb 3a JAHHOE pa3pelleHHUE.

9.2. Kaxnmplii COTpYAHMK  OpraHM3alMH, TMOJydYalomuid  1yig  paboThl
KOH(QUICHIMATBHBIA  JOKYMEHT, HECeT €IMHOJMYHYI0 OTBETCTBEHHOCTH  3a
COXPAaHHOCTH HOCUTENS U KOH(PHUACHIINATHHOCTH HHPOPMAIUH.

9.3. Jlumla, BWHOBHBIE B HAPYIICHUH HOPM, PETYIUPYIOMIUX TOJIydCHHE,
00pabOTKy W 3aIIUTy MEPCOHATBHBIX AHHBIX PAOOTHUKA, HECYT IUCIUIUIMHAPHYIO,
aJIMUHHUCTPATUBHYIO, TPaKJAHCKO-TIPAaBOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTh B
COOTBETCTBUHM C (peiepabHBIMU 3aKOHAMH.
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