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N

MNOJOXEHHUE

0 3alHTE EPCOHATBHBIX IaHHBIX PAGOTHUKOB
MAY O «Buxynosckwuii llenTp TBOpYecTBa»

1. OBIIUE ITOJIOKEHUA

1.1. Hacrosmee ITomoxeHre 0 3ammuTe MEpPCOHANBHEIX NAaHHBIX paboTHHKOB MAY JIO
«Bukynosckuit LlenTp TBOpUecTBa» (manee — yupexaeHue) (nanee Ho TeKeTy — «IIoToxeHue)
paspabotano B cooTBercTBHE ¢ KoHCTUTYIHEN PD, DenepansHpmM 3akoHOM OT 27.07.2006 r. Ne
152-®3 «O mepcoHanbHEIX JaHHBIX», TpynoBEIM KomekcoMm Poccumiickoit ®enepamun, ycTaBoM
YUPEXKIEHHS ,

1.2. Tlom «mepcoHanbHBIMH [aHHBIMH» DPaGOTHMKA IIOHMMAeTCs HH(OPMAIHS,
HeoOX0o|Mast B YUPEeXKIECHHUN B CBS3H C TPYIOBBIME OTHONIECHHSMHE U KacaloIascs KOHKPETHOTO
paboTHHKA, B TOM 9HCJIE ETO:

(bamMunms, IMsI, OTIECTBO

TOJ, MECSII, JaTa ¥ MECTO POXKICHUS

aapec. -

CEMEHHOE, COITMAaIbHOE, HMYIECTBEHHOE MOJI0KEHUE

oOpa3oBanue

npodeccus

JIOXOJIBI

Ipyrasi AHGOpMAIIHSL.

1.3. Tlox «paboTHEKOM» B IIOJOKEHWH TOHHUMAETCS JIUIO, COCTOSIIEE B TPYAOBBIX
OTHOIIEHHUSAX C YUPEKICHHUEM .

1.4. Tlox «XODKHOCTHBIME JTUIAMI» B I10JI0KEHNH TIOHUMAIOTCS PAGOTHUKH, COCTOSIINE
B TPYJOBBIX OTHONICHUSAX C YUYPESKICHHEM H HMEIOLIWe NpaBO Ha IOJydYeHHe, 00paboTKy,
nepefady B Ipolecce paboThl MEpCOHATBHBIX MAaHHBIX (PYKOBOIAINUM COCTaB: T'€HEepalbHBIM
JUPEKTOP U €r0 3aMECTUTEIH, PYKOBOAUTENH CTPYKTYPHEIX MOJpa3AeiCHu U UX 3aMECTHUTEIIH;
pabOTHHKH OTHeNa KaIpoB, OyXTalTepwWH, OTIENa KOMIBIOTEPHBIX TEXHOJOTHA, WICHBI
KOMHCCHH II0 COLHMAlIbHOMY CTpaxoBaHUIO). OOS3aHHOCTH JOJDKHOCTHBIX IIHI[ COOJNIOHAThH
INonoxeHne NOMKHA OBITH 3aKpellieHa B TPYAOBBIX IOTOBOPAX, 3aKIFOUAEMBIX C yKA3aHHBIMA
JIAIIaMH.

1.5. Ilox «rperpumu nunamu» B [lomoxeHnn moHMMaroTcs MrOOBIe Juna (pabOTHHKH,
IOPUIWYECKAE JIMIA, JOJDKHOCTHBIE JHIAa TOCYJapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIDaBJICHUS,  IIPAaBOOXPAHUTEIBHBIX  OPraHOB), HE  SBILIIOIIMECS  CTOPOHOM
WHIUBUAYaTBHOTO TPYJOBOTO JOTOBOPA, 3aKIIOYEHHOTO C YUPSKACHHEM B JHIE €€
pyKoBoauTens ( JUPEKTOPa) MK HHBIX YIIOJIHOMOYESHHbIX JIAIL.

1.6. TIlomoxkeHHWe YCTaHABIUBACT IOPSOOK 00pabOTKM IIEPCOHANBHBIX JAHHBIX
pabOTHHKOB, WX MpaBa M OOS3aHHOCTH B OOJIACTH 3allUTH NIEPCOHAIBHBIX JAHHBIX, IOPSIOK
Tepefadn TEPCOHATBHBIX JaHHBIX B YUPEXKICHHH M 3a €€ Mpelelbl, OTBETCTBEHHOCTH
JIOJDKHOCTHBIX JIAII 32 HapyieHue HopM [lomoxeHus.

1.7. Tpu mpueme Ha paboTy (IO 3aKIIOYEHHs TPYAOBOIO JOTOBOPa) PabOTHHK JOIDKEH
ObITH O3HaKOMIIEH ¢ IlomoxeHwmeM moxa pocmuck B Jlucre o3HakomueHus (cM. Ilpasmma
BHYTPEHHETO TPYAOBOTO pacmopsaka, geiicrayromme B MAY JIO «BLIT»).




2. COCTAB IIEPCOHAJIBHBIX JTAHHBIX

2.1. K nepcoHanbHOM JOKYMEHTAlMU (COJEpKaIlel MepCOHAbHBIC JAHHBIE) OTHOCSTCS
JOKYMEHTBI, KOTOpBIE COJAEpKAT WHIMBUAyalIbHbIE JAaHHbIE O KOHKPETHOM paOOTHHKE U
HCIOJIB3YIOTCS JOPKHOCTHBIMY JINLIAMHU IIPU UCIIOJTHEHUH CBOUX JIOJKHOCTHBIX 00S3aHHOCTEM.

2.2. K HUM OTHOCSTCS:

1) JOKYMEHTBI, IPEabSIBIIIEMBIC TIPU TPYAOYCTPOICTBE HAa pabOTy B COOTBETCTBHH CO CT.
65 TpynoBoro konekca Pd:

[acHopT UM UHON JOKYMEHT, YAOCTOBEPSAIOIINI JINYHOCTS;

TPYJOBasi KHIKKa,

CTPaxoBO€ CBUAETEIHCTBO FOCYAAPCTBEHHOTO IEHCUOHHOTO CTPAaXOBAHMUS,

JOKYMEHTBI BOMHCKOTO y4eTa — /Il BOGHHOOOSI3aHHBIX U JIMII, TIOJIEKAIINX MTPU3BIBY;

JTOKyMeHT 00 00pa30BaHUM, KBAUTM(UKAIMHA WM HAJMYUHU CIIEHUAIBHBIX 3HAHUHA — TPU
MOCTYIUIEHUHU Ha paboTy, TpeOYyIOMIYIO CIIEIUAIbHBIX 3HAHUN WM CIICIUAIBHOMN MOATOTOBKH),

HarpaBJICHUE CIYKObI 3aHATOCTH

2) XapaKTepUCTUKHU

3) pekoMeHaTeNbHbIE MUChbMa

4) copaBku, TMOATBEpXKAAIOIIME TMEpUOABI pPabOThl Yy paboromareneii u pasmep
3apa0OTHOM IJIATHI

5) HarpajHbIe TOKyMEHTHI

6) JTUCTKU HETPYIOCTIOCOOHOCTH

7) MEAUIIMHCKHE CIIPaBKU

8) OpraHM3alMOHHO-PACHOPSAIUTENbHBIE JOKYMEHTHl (IpUKa3bl, pacHopsLKEHUs),
JIOKaJIbHbIE HOpPMAaTHBHBIE aKThl, MEPEYHH, CIHCKHM U UWHbIE BHYTPEHHHUE JIOKYMEHTHI
Opranu3aiuy, cojepxaiiue NepcoHaIbHbIC TaHHBIC PAOOTHUKOB ((haMUITHIO, IMSI, OTUYECTBO)

9) IOKYMEHTHI, MOATBEpXKAAIOIINE TMpeArnonaraeMble W (PaKTUUECKH TOTyYeHHbIE
pabOTHUKOM JIEHEe)KHBIE CpeacTBa (MPHKa3bl MO JUYHOMY COCTaBy O INpHeMe Ha paboTy, o
nepeBojie Ha paboTy, O MOOUIPEHUH, PACUETHBIC JIUCTKH)

10) uHbBIE TOKYMEHTBHI, coiepKalllie IEPCOHAIbHBIE CBEJICHUS O paOOTHHUKAX.

3. OBA3AHHOCTH JOJIZKHOCTHBIX JINI]

3.1. TIpu o0OpaboTke TMEepPCOHATBHBIX JaHHBIX pa0OTHHKA (TIOJYYEHUH, XpaHEHUH,
KOMOMHUpPOBAHMUHU, NepeAaye MM JI000M JPyroM HCIOJIb30BaHUE MEPCOHAIBHBIX JaHHBIX
paboTHMKA), OHKHOCTHBIE JUIA, KOTOpbIE HMMEIOT K HHUM JOCTYIl W UCIOJNB3YIOT TpHU
WCTIOJIHEHUH JTOJDKHOCTHBIX 00sI3aHHOCTEH, TOJIKHBI COOJII0AaTh CIeAyIoIIne TpeOOBaHUS:

1) oOpaboTka TEpPCOHANBHBIX JAHHBIX paOOTHHKA MOXET  OCYIIECTBISTHCS
UCKJTIOUUTENIFHO B LIESIX oOecreyeHus: COOMI0ACHUS 3aKOHOB U MHBIX HOPMATUBHBIX MPABOBBIX
aKTOB, COICHUCTBUS paOOTHHKAM B TPYAOYCTPOMCTBE, OOYYCHHUH M TMPOABIDKEHHH MO CIIyX0e,
obecriedeHnss JIMYHOM O€30MacCHOCTH pPAaOOTHUKOB, KOHTPOJIA KOJIMYECTBA M KadecTBa
BBITIOJIHAEMON pabOTHl M 0OECTIEUEeHUSI COXPAaHHOCTH UMYILECTBA;

2) Bce NepcoHaIbHbIC JTaHHbIE pAOOTHHKA CIIEAYeT MOJIydaTh Yy HETO CaMoro.

Ecin nepconanbHble JaHHbIE PAOOTHHKA BO3MOXKHO IIOJYYHUTh TOJBKO Y TpEThel
CTOPOHBI, TO PAOOTHHUK JOJKEH ObITh yBEeIOMJIEH 00 3TOM 3apaHee (He Mo3JHee 4eM 3a 3
pabovmX JHS) U OT HETO JIOJDKHO OBITH MOJIyYeHO MUCBMEHHOE COTrJIacue.

3) JlomKHOCTHBIE JMIA JOJKHBI COOOIIMTH PabOTHUKY O LENAX, MpearnojaraeMbIX
HCTOYHHUKAX M CIIOCO0ax MOJIy4YeHHUsI IEPCOHAIBHBIX JaHHBIX, a TAKXKE O XapaKTepe MoAIexainx
MOJYYEHUIO TMEPCOHAIBHBIX JAHHBIX W MOCIEJICTBHAX OTKa3za paOOTHUKA JaTh MHCbMEHHOE
COIJIacue Ha UX MOJyYEHHUE;

4) NOMHKHOCTHBIE JMIIa HE BIpaBe IOJy4yaTb U 0OpabaThIBaTh NEPCOHANIbHBIE JaHHbIE
pabOTHHKA O €ro MOJIMTHYECKUX, PEITUTHO3HBIX U HHBIX YOSKACHUSIX U YaCTHOH JKU3HHU;



5) IOMKHOCTHBIE JHIA HE BIpPaBe MOJIy4yaTb M 0oOpalaThIBaTh MEPCOHAIBHBIE JTAHHBIE
paboOTHMKAa O €ro 4IEHCTBE B OOIIECTBEHHBIX OOBEIUHEHMSIX WU €ro Mpodcoro3HOn
JeSITEIbHOCTH, 33 UCKIIIOUEHUEM CIIydaeB, HEOOXOIUMBIX JJIsl PELIEHUsI BOIpoca 00 YBOJIbHEHUH
PaOOTHHUKOB O OCHOBAHHSAM, MPEAYCMOTPEHHBIM MyHKTaMHU 2, 3 M 5 4acTu mepBou cTtaTtbu 81
Tpynooro koaekca PO;

6) Mpu NPUHATHU PELIECHUH, 3aTParuBaoIUX UHTEpEChl paOOTHUKA, JOKHOCTHBIE JTUIA
HE BIPaBE OCHOBBIBATHCSI HA MEPCOHAIBHBIX JIAaHHBIX paOOTHUKA, TOJYYEHHBIX HCKIIOUYUTEIBHO
B pe3yJibTaTe UX aBTOMAaTU3UPOBAHHON 00PaOOTKH MM AJIEKTPOHHOTO TOTyUYEHUSI.

4. IPABA PABOTHUKOB

4.1. PaboTHUKH, Pe10CTaBUBLINE JOHKHOCTHBIM JIMIIAaM IIEPCOHANbHBIEC JaHHbIE, UMEIOT
IIPaBo Ha:

CBOOOJHBIN OecNIATHBIN JOCTYN K CBOMM NEPCOHAIbHBIM JaHHBIM, BKJIKOYas NpPaBO Ha
MOJyYeHHEe KOMMH JII00OW 3ammcH, cofepikaliell INepcoHalbHBbIe TaHHbIE paOOTHHKA, 3a
UCKITIOUEHHEM CIIy4aeB, PEeyCMOTPEHHBIX (hefiepalbHbIM 3aKOHOM;

OIpPEaACIICHUC CBOUX HpeIlCTaBI/ITCJICf/'I JJI 3allIUTBI CBOMX NNCPCOHAJIIBHBIX JaHHBIX;

JOCTYI K OTHOCAUIMMCA K HUM MEIUIMHCKUM JaHHBIM C IHOMOIIBI0 MEIUIMHCKOIO
CIELMAIIUCTA 110 UX BBIOODY;

TpeOoBaHHe 00 MCKIIOYEHWH WM MCIPABIEHHMM HEBEPHBIX WJIM  HEMOJHBIX
NEPCOHANBHBIX JIaHHBIX, a TaKXe JaHHBIX, 00paOOTaHHBIX C HapyLIEHHEM TpeOOBaHUI
JeWCTBYIOIIETO 3aKOHO1aTENIbCTBA.

42HpI/I O0TKa3C JOJKHOCTHBIX JIMI UCKIHOYWUTL HUJINW UCHPABUTH IMEPCOHAJIBHBIC NJAHHBIC
paOOTHUKN MMEIOT MPaBO MOJATh 3asBJICHUE JUPEKTOPY YUPEKICHHS O CBOEM HECOIJacuu ¢
COOTBETCTBYIOLIMM O0OOCHOBAaHHEM TAKOT'O HECOTTIACHS.

4.3. IlepcoHanbHble JaHHbIE OLIEHOYHOIO XapakTepa (cojaepikaliuecsi, Hampumep, B
XapaKTCPUCTUKE, aTTCCTALIMOHHOM JII/ICTG) pa6OTHI/IKI/I HMCIOT IIpaBO AOIIOJHHUTL 3adBJICHHUCM,
BBIPA)KAIOLINM €r0 COOCTBEHHYIO TOUKY 3pEHMUS;

TpeboBaHNe 00 M3BEIICHUM YUPEXKJICHUEM BCEX JIUI], KOTOPbIM paHee ObUIU COOOIICHBI
HEBEPHBIE WM HETOJHbIE IEPCOHAIbHbIE JaHHbIE PAOOTHUKOB, 000 BCEX MPOU3BEICHHBIX B HUX
HUCKIIIOYCHUAX, UCTIPABJICHUAX WA JOMOJIHCHUAX

o0>kaJoBaHUE B Cy[| JIIOOBIX HEMPaBOMEPHBIX NCHCTBUN MM O€3ACUCTBUS yUPEkKAECHUS
pu 00pabOTKE U 3alIUTE UX MEPCOHATIBHBIX JAHHBIX.

5. HOPAJOK CBOPA U ITIEPEJJAYU ITEPCOHAJIBHBIX TIAHHBIX

5.1. JIOJKHOCTHBIE JIMIIa UMEKOT IIPaBO IOJydYaTh TOJIBKO T€ INEPCOHAIBHBIE JIAHHBIC
pabOTHHKA, KOTOPbIE HEOOXOIUMBI JJIS1 BHIIIOJHEHUS! KOHKPETHBIX TPYAOBBIX (DYHKIIUI.

5.2. JIoMmKHOCTHBIE JIMIIa HE BIIPaBE 3alpalluBaTh MH(POPMAIIUIO O COCTOSHUH 3/I0POBbSI
paOOTHHUKA, 3a UCKIIOYEHUEM TeX CBEAEHUIl, KOTOPbIE OTHOCATCA K BONPOCY O BO3MOXKHOCTH
BBITIOJIHEHHSI pAaOOTHUKOM TPYJIOBOH (YHKUIMH (HampuMep, IPU PELICHUH BOIPOca O MepeBojie
paOOTHHKAa Ha JpPYryl JOJDKHOCTH (pa®oTy) MpH HAIWYMKM MEAMLMHCKOIO 3aKIIIOYEHH,
JAIOIIETO OCHOBAaHMsI MOJjaraTb O HEBO3MOXHOCTH BBIMOJIHEHHUS pPAaOOTHUKOM TpPYAOBOMN
(YHKIMHU Ha YCIOBUAX, IPETYCMOTPEHHBIX TPYIOBBIM JIOTOBOPOM).

5.3. JIOJDKHOCTHBIE WA, TMOJIyYalOIIie TIePCOHANBHBIC TaHHBIE PAOOTHUKA, O0S3aHBI
cOONMIOaTh  PEKUM  CEKPETHOCTH  (KOH(pUIEHUMalIbHOCTH). JlaHHOE TMOJOXEHHE  He
pacripocTpaHsieTcs Ha OOMEH TEepCOHAIBHBIMUA JAaHHBIMH pPa0OTHHKOB B  TOPSJKE,
YCTaHOBJICHHOM (peJiepaibHbIMU 3aKOHAMH.

5.4. JIoIKHOCTHBIE JMIAa HE UMEIOT MpaBa coOOLaTh EPCOHANbHbBIE JaHHbIE pAa0OTHUKA
TpeTbeil cTOpoHe 6e3 MUCBMEHHOro coryiacusi pabOTHHUKA, 3a UCKJIIOUEHUEM CITy4yaeB, KOTJa 3TO
HEOOXOUMO B LENAX MPEIyNpexaCHUs Yrpo3bl KU3HU M 3]I0pPOBBIO pPaOOTHHKA, a TaKke B
CllyyasiX, YCTaHOBJIEHHbIX (enepanabHbIMU 3akoHaMu (TpynoBeiM kogekcom P®, Hamorosbim



kogekcoM P®, ®enepanbHbiMu 3akoHaMu «O craryce cyned B Poccuiickoit ®enepaununy», «O
Muuiamy, «O  denepanbHOl  ciyxk0Oe OezomacHocTHy», «O mpokyparype Poccwuiickoit
®Denepaunny», «O 3amurTe NpaB IOPUANUECKUX JUL U MHAWBUIYATbHBIX MIPEANPUHUMATENCH TPU
MPOBEJICHNHN TOCYAAPCTBEHHOTO KOHTPOJS (Haa3opa)» u JOp.), MpeaycMaTpUBAIOIIMMHU TPaBO
JOJDKHOCTHBIX JIMIl KOHTPOJUPYIOIIMX M IPaBOOXPAHUTEIbHBIX OpPraHOB 3alpalliuBaTh Yy
paboTtonaTeneil B yCTAaHOBJICHHOM IOPSIIKE JOKYMEHTHI, COAEpKalllie MepCOHaIbHbIe TaHHbBIE
paboTHMKA, - B IENAX MWCIOJHEHUS BO3JOKEHHBIX Ha HHUX (QenepaabHbIMH 3aKOHAMHU
00s13aHHOCTEH.

6. IPABUJIA XPAHEHUA JOKYMEHTOB, COAEPKAIIIUX
HNEPCOHAJIBHBIE IAHHBIE

6.1. JluuHple nAenma W TPYJOBbIE KHIDKKA PAOOTHUKOB XpaHATCA B METALUTHYECKUX
mkagax, cefiax, UMEIONINX HAJAEKHBIE 3aTIOPbI.

6.2. JIuunbple nena MPEAOCTaBIAIOTCS B PACMOPSHKEHHE MOJKHOCTHBIX JIMII JIMIIb B
CIIETYFOIIHX CITyJasx:

HE00X0IMMOCTH 0(OPMIICHUS HarPaJHBIX JOKYMEHTOB;

(bOpMHUPOBAHUS CTATUCTUYECKUX TAHHBIX;

MIOJITOTOBKU XapaKTEPUCTUKU
Y TIpY HAJIMYMH COOTBETCTBYIOIICH PE30JIONNN JUPEKTOpa YUPEKICHUS MU €T0 3aMeCTUTENeH
Ha CIy»eOHOM 3amucKe cooTBETCTBYIOUIEH (opMbl (cM. MHCTPYKIMIO 1O JIEIONPOU3BOJICTBY B
MAY 10 «BLT»).

JluHble e1a BBIIAIOTCS MO/ POCTIHCH B )KypHAJIE BbIJIAUX JIMYHBIX JEIT.

JlngHOE N1eNo JOKHO OBITH BO3BPAICHO B OT/IEN KaIPOB B TEUCHUE HEAETHHOTO CPOKa C
MOMEHTA €r0 TOJy4YeHHS.

6.3. TpynoBble KHIKKH PaOOTHHKOB MOTYT MPEIOCTaBISATHCS PAOOTHUKAMM OTHENa
KaJJpOB JIMIIb PA0OOTHUKAM OYyXTaJITEpUU U WieHaM KOMHCCHH IO COI[MAJIbHOMY CTPaxOBAaHUIO, -
npyu HEOOXOAWMOCTH IPOBEPKH JAHHBIX O CTPAXOBOM CTaXe PAaOOTHUKOB, - JJISI PELICHUS
BOIPOCOB O TMPAaBWJIBHOCTH HWCYMUCICHUS M BBHIUIATHl IMOCOOMHA TIO TOCYAapCTBEHHOMY
COIMAJIBHOMY CTPaXOBaHHIO.

7. OTBETCTBEHHOCTD 3A HAPYIIEHHME ITOJIOKEHUSA

JloKHOCTHBIE JUIla, BUHOBHBIE B HapyileHUHW [lofoxkeHus, HECYyT IUCHUIUTMHAPHYIO,
aIMUHHUCTPATUBHYIO, TPAKIAHCKO-IIPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUU
¢ TpynoBeiMm komekcom P®, Komexkcom Poccuiickoii ®Denepanmmu 00 aJIMHUHHCTPATHBHBIX
IIpaBOHAPYLIEHUAX, Y TOIOBHBIM KoJekcoM Poccuiickoit denepanuu.



