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HOJIO}KEHI/IE
0 3alUTe NEePCOHAJBHBIX naHHblx paﬁoTHnKOB

MyHuuHnaJbHOro 0OIKEeTHOr0 A0 KOJbHOI0 00pa30BaTeJIbHOIO YUpeKIeHH s
«derckun cag ¢. Mapran-Uy Ypyc-MapTraHOBCKOro
MYHHIHIIAJIBHOIQ panOHa»

1. OBIUE MOJOXKEHUSI

I.1.Hacrosmee Ilomoxxenue o 3amure mepcoHaNBHBIX HAHHBIX PAaOOTHHUKOB (mayiee —
[Tonoxenue) paspaboTaHO C LENBIO 3alMTHEI HH(GOPMAIMK, OTHOCAIIEHCS K JUYHOCTU U
JIMYHOM  XKU3HU  paOOTHUKOB MyHULMNAIBHOTO  OFOMKETHOTO  JIOIIKOJIBLHOIO
obOpasoBaTelpHOroO yupexuaeHus  «[erckuit cam ¢. Mapran-Uy Ypyc-MapraHoBCKOro
MYHUILIMNAIBHOTO paioHa» (manee - JIOY), B coorBeTrcTBUM ¢ DenepaibHBIM 3aKOHOM
«O0 obpazosanuu B Poccuiickoit @enepanuu» ot 29.12.2012r. Ne 273-D3; co crarseii 24
Konctutynuu Poccuiickort @enepanuu, TpynoBeiM kogekcoMm Poccuiickoit @enepanuu u
GOenepanbHbiMA 3akoHaMU OT 27 wuronss 2006 roma Ne 149-03 «O6 wuHbopmanuu,

WH(OPMALIMOHHBIX TEXHOJIOTHAX U O 3amure uHGopmanum», oT 27 uroig 2006 r. No 152-
D3 «O nepcoHanbHBIX JaHHBIX.

1.2. llonoxeHnue o 3amure NepcoOHaIbHBIX JaHHBIX PAa0OTHUKOB YCTAaHABIUBAET IOPSIOK
[MOJyYeHHUs], y4eTa, OOpabOTKM, HAKOIUIEHUS M XPaHEHHS ITOKYMEHTOB, COIEp KalllHMX
CBEJICHUS, OTHECEHHBIE K IEPCOHAIBHBIM JaHHBIM pPaOOTHUKOB  YYPEXKIEHMUS.
PaboTHHKamMK CYMTAIOTCS JUIA, paboTalomue B YUYPEKAECHUH 110 TPYAOBOMY JOTOBODY.
1.3. Llensro Hacrosiero IlomoxkeHus sABIseTCsS HCIIOJHEHME 3aKOHOmaTenbcTBa PD B
obJiacTu 3aIUTHI [IePCOHAIBHBIX JaHHBIX.
1.4. K aktam o0s13aTenbHbIM K ucnojHeHHIO B JIOY oTHOcATCA 3akoHOmaTeabcTBO PD B

cepe 3alUTBl UHQPOpPMAIIMM, a TaKXe IPUHATHIE HA €ro OCHOBAHUHU JIOKAJLHBIE
HOPMAaTHBHBIE aKThI YUpEXKACHMUS.

1.5. Hactosmee Ilonoxenue o 3ammTe nepcoOHAIBHBIX JAHHBIX JOJDKHO OBITH MOMIMMCAHO

3aBeyromiuM  JIOY, u Bce pabOOTHUKM MJOMDKHBI OBITH IHUCBMEHHO IIOL POCIHCH
O3HAKOMJIEHBI C HUM.

2. 1IOHATHUE U COCTAB ITIEPCOHAJIBHBIX TAHHBIX

2.1. Ilox mepcoHaIbHBIMU JAHHBIMU Pa0OTHUKOB ITOHUMAETCS HHMDOpMAaIus,
HeoOXouMast pabOTOIAaTEeII0 B CBSI3M C TPYAOBBIMHA OTHOIIEHUSAMU U KaCaIOIIAsCs
KOHKPETHOI'0 pabOTHHUKA, a TaK)Ke CBeJeHHs 0 aKTax, COOBITUAX U 00CTOSTENbCTBAX
)KU3HU paOOTHHUKA, TO3BOJISFOIINE UIACHTH(PUIUPOBATH €0 JIMYHOCTb.



2.2. CocTaB nepCOHANIBHBIX JaHHBIX PAOOTHHKA:

- AHKETA;

- aBTOOMOrpadus;

- 00pa3zoBaHuE;

- CBEICHHUS O TPYJOBOM M OOIIIEM CTaXE;

- CBEICHUS O MPEeabIAYILEeM MeCTe PaOOThI;

- CBEJIEHUS O COCTaBE CEMBU;

- IACIIOPTHBIE JIaHHBIE;

- CBEJICHUSI O BOUHCKOM Yy4YeTe;

- CBEJICHUS O 3apabdOTHOM IIJIaTe COTPYIHHUKA,

- CBEJICHUS O COLMAIBHBIX JbIOTax;

- CIIELIMAJIBHOCTB;

- 3aHUMaeMasi JOJKHOCTh;

- pa3Mep 3apabOTHOM IIATHI;

- HATAYUE CYIUMOCTEH;

- aJIpeCc MeCTa KHUTEJIbCTBA;

- IOMAIlIHUK TeJIe(OH;

- COJIep)KaHUEe TPYAOBOrO IOrOBOpa;

- COZICp)KaHMEe AeKIapalliy, [101aBa€MOM B HAJIOTOBYH) MHCIEKIIMIO;
- IOUVIMHHUKH Y KOIIUU IPUKA30B I10 JIUYHOMY COCTABY;

- JIMYHBIE JIeJIa U TPYAOBbIE KHMKKHA COTPYIHUKOB,;

- OCHOBaAHMUS K [IPUKa3aM MO JIUYHOMY COCTaBY;

- Iefa, CoAeprKalie MaTepHalIbl 110 MOBBILICHUIO KBATU(PUKALIMU U IIEPEIIOATOTOBKE
COTPYAHHUKOB, X aTTECTALIUU, CIIY>)KEOHBIM pacClIeIOBaHUIM;
- KOIIMHU OTYETOB, HAIIPABJISIEMBI€ B OPraHbl CTATUCTUKHY;

- KOITUUA JTOKYMEHTOB 00 00pa30BaHUU;

- pe3yJIbTaThl MEIUIIUHCKOIO OOCIIEIOBaHUSI Ha ITPEeAMET T'OJHOCTH K OCYILECTBIICHHUIO
TPYAOBBIX 00513aHHOCTEM;

- (poTorpauu ¥ UHEIE CBEICHUS, OTHOCSIIHNECS K ITEPCOHATBHBIM JaHHBIM Pa0OTHUKA,
- pPEKOMEHJAIUM, XapaKTePUCTUKH U T.II.

2.3. YKa3aHHBIE B I1.2.2. CBEJICHUS SIBIISIOTCS KOHOUICHIIMAILHEIMYA U HE ITOIJIEXKAT
pasrialleHUI0 HHAaYe KaK [10 OCHOBAHUSM, IIPEAYCMOTPEHHBIM 3aKOHO1aTEILCTBOM PO.
PexxuM 3aIUTEl IEPCOHAIBHBIX TAHHBIX MOXKET OBITh CHAT 10 UCTEUYEHUH 75 JIeT, eCiIu

OOJIBLIMH CPOK HE MPEyCMOTPEH 3aKOHOAATEIBCTBOM HIIM COITIALIEHUEM C PAOOTHUKOM.
3. Ob513AHHOCTU PABOTOJATEJIA

3.1. B nensx ucronHenus: tpeboBaHuii 3akoHomareascTBa PP mpu o6paboTke
[MIEPCOHANBHBIX TaHHBIX, BCe paOOTHUKU JJOY DOKHBEI UCIIOIHSTE YCTAHOBIEHHBIN
OPSAIOK paOOTHI:

3.1.1. PaboTa ¢ mepcoHaJIbHBIMH JaHHBIMU PaOOTHUKOB JOJDKHA HE HAPYIIATh
TpeOboBaHMii 3aKOHOAaTeIbCcTBA PD U TIOKaIBbHBIX HOPMATHBHBIX AKTOB OPTaHU3ALMH, U
IOJDKHA OBITh HETIOCPEICTBEHHO CBSI3aHA C OCYILECTBIEHUEM UMHU CBOUX TPYIOBBIX

(O YHKLIMH.



3.1.2. I1lpu cOope u 00paboTKe NepCOHANBHBIX JaHHBIX PA0OOTHHUKA paboTONATENb HOJDKEH
pykoBoacTBOBaThCsl KoHcturyuuer PO, TpynoBeiM kogekcom PO u unbiMu
genepaibHBIMH 3aKOHAMH.

3.1.3. IlepcoHaiibHble JaHHBIE pA0OTHUKOB JOKHBI OBITH ITOJYYEHbI TOIHKO
HETIOCPEJICTBEHHO y Hero. Eciu st 00paboTKM €ro JaHHBIX WK UX IOJYYEHHUS
[IPUBJICKACTCS TPEThH JIMLIA, TO pa0OTHUK JOJKEH JATh MPeaBAPUTEILHOE IIUCHMEHHOE
coryacue Ha 370 . OTHOBPEMEHHO PabOTHUK JOJDKEH OBITh YBEIOMIIEH O LiENsX cHopa
MH(OPMALIMU, UCTOYHUKAX €€ MOJIYYEHHS, a TAK)KE O MMOCIEICTBUIX OTKA3a OT
[IPeAO0CTAaBJICHUS TUCBMEHHOIO corjlacusi Ha cOop MHGOPMAIIUH.

3.1.4. IlepconanpHele naHHbIe pa0OTHUKA O €0 MOJMTUYECKHUX, PEITUTHO3HBIX ¥ HHBIX
yOeXIeHUsIX, YaCTHOM )KU3HU, a TAaK)Ke WIEHCTBE B OOIIECTBEHHBIX U IPODCOI3HEBIX
OpraHu3alysaX He moayexar coopy JIOVY, ecnu uHOe He MPeTyCMOTPEHO
3aKOHO/1aTE€JIbCTBOM.

3.1.5. 3amura rnepcoHaNbHBIX JaHHBIX pabOTHUKA JOKHA 00eCIIeYHBAThCS MTOJHOCTHIO 32
cyeT paboTomarens.

3.1.6. 1OV o00s3aH0 npu npremMe Ha paboTy, a TaKxKe MPHU JIFOOBIX U3MEHEHHUSX ITPABUIT

paboThI ¢ MEPCOHATIBHBIMU JAHHBIMU TUCHBMEHHO 3HAKOMUTH ¢ HUMH BCEX PAOOTHUKOB
YUPEKISHUS.

3.1.7. JOY He umeer npaBo NpuHyXJaTh paOOTHUKOB K OTKa3y OT CBOMX IIPaB Ha 3aILIUTY
[I€PCOHAJIbHBIX JaHHBIX.

4. OBSIBAHHOCTU PABOTHHUKA
PaOoTHUK 00s13aH:

4.1. Ilepemate paboTonaresno Bce MepCcoOHAIbHEBIE JaHHbIE, YKA3aHHBIE B
COOTBETCTBYIOIIUX JOKYMEHTAaX.

4.2. B yCTaHOBIIEHHBI [TpaBUJIAaMU CPOK COOOINATE paboTOAATEN0 00 H3MEHEHUH CBOMX
[IePCOHAJIbHBIX JaHHBIX.

S>. IPABA PABOTHUKA
PaboTHUK MMeeT npaBo:
J.1. Ha mpocmoTp nepconanbHoi nHpopMaruu, uMeroLeiics Kk paboToaareto.
5.2. Ha cBOOOIHBIN OecIIaTHBIN U HEOrpaHWYEHHBIH JOCTYI K CBOMM IT€PCOHATBHBIM
JaHHBIM, B TOM YHCJI€ IIPABO Ha IT0JIy4YE€HHE ITOATBEP)KAAIOIIHNX JOKYMEHTOB B BUJIE
CIIPAaBOK, KOITUH WJIM B BHE HHOT'O IPYTOro OQHUIIHAIBHOIO JOKYMEHTA.

5.3. Ha noctyn Kk MeIUIIMHCKUM JaHHBIM C TTIOMOIIBIO MEIUIIHHCKOTO CIielLiMaJIuCcTa I1o
CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHS WK YAATUTH IEPCOHATBHYIO HH(GOPMAIIHIO,
[TOJIy4Ye€HHYIO pabdoTo1aTeeM B HapyllIeHHe HACTOSIIUX IPaBIl. VI3MeHeH!sT BHOCATCS HA
OCHOBAaHHHM ITIMCbMEHHOI'O 3asiBJICHUSI paOOTHHUKA.

5.5. lloTpeboBate oT paboTonarens U3BECTUTH BCEX JIML, PAHEE ITONTYYUBIINX 10 BHHE
paboToaTe sl HEMOJIHBIE UIIM HeBEPHBIE MEPCOHAIBHEIE JaHHbIe 0 PAaOOTHUKE.

5.6. O0xanoBarh B CyZeOHOM MOpSIKE JIFOObIE HENPAaBOMEPHBIE NEHCTBUS HITH
Oe3znericTBHe paboToaTess NpH 00paboTKe ¥ 3alKTe IEPCOHANBHBIX JaHHBIX PaGOTHHKA.



6. CbOP, ObBPABOTKA U XPAHEHUE ITEPCOHAJIBHBIX JIAHHBIX

6.1. O0paboTKa nepcoHaNBHBIX JaHHBIX pa0OTHHKA - 3TO MOJAYYEHHE HHPOPMALIUU U3
pa3IMYHbIX MCTOYHHKOB, €€ XpaHeHue, 00paboTKa, a Takxke JI00e Ipyroe
UCII0JIb30BaHUE.

6.2. llepcoHanpHbIe TaHHbBIE ITPEAOCTABIAIOTCS CAaMUM PaOOTHUKOM ITyTEM 3aI0JIHEHHUS
aHKEThl YCTAaHOBJICHHOH (opMbIl. PaboTomarens 00s13aH Mpu UX MOIYyYEHUH [IPOBEPUTE
3a5BJICHHBIC JIaHHbIE IIPEbsBICHHBIM MOATBEP)KAAIOIIUM JOKYMEHTAM.

6.2.1. AHKeTa COIEPIKUT BOIIPOCH! O MEPCOHATBHBIX JaHHBIX PAOOTHHUKA.

6.2.2. AHKeTa NOJDKHA OBITh 3aIl0jIHeHA paOOTHUKOM JIMYHO. Bee mosis aHKeThI JOIKHBL
OBITH 3aII0JHEHBI, a IPU OTCYTCTBUM UH(OPMAIIMH B COOTBETCTBYIOLLEM I10JIE JOKEH
CTaBUTHCS IIpOYEepK. COKpaIleHUs TP 3alI0JTHEHUH aHKETHI HE JOITYCKAKOTCS, TAK)Ke KaK U
UCTIPABJICHHUS U 3aUepKuBaHus. B 9ToM cityyae paOoTHUK 00s13aH 3aII0JIHUTE aHKETY
3aHOBO.

6.2.3. AHKeTa paOOTHHMKA XPAHUTCS B IMYHOM JIelle Y OTBETCTBEHHOIO JIUIa paboToaaTens
BMECTE C IIPEJOCTABICHHBIMH JIOKYMEHTAMH.

6.2.4. JlnuHoe neno paboTHHKA 0YOPMIISETCS TOCie BCTYIUIEHUS TPYAOBOIO JIOr0OBOpA B
CUILY.

6.2.5. JIngHOe 510 XpaHUTCs B MAIKax «JIeJI0» YCTaHOBJIEHHOr0 00pa3iia, Ha KOTOPOi
yKkaspiBaroTcs HoMmep aena u O©.1.0. paboTHHKA.

6.2.6. JInynoe neno Bximouaer ¢pororpaduro paboTHHKa 3 X 4 cM.

6.2.7. Bce MOKyMEHTBI JINYHOTO AieJ1a XPAHSTCS CTPOTO B XPOHOJIOTHYECKOM IIOPSIAKE, C
IPOCTABJICHHEM JAThI UX ITOJIyYEHUS, a TAaK)Ke HyMEpallHH.

6.2.8. JInuHOe 1eI10 1mocie npeKkpalleHus TpyA0BOro JOroBopa ¢ COTPYIHUKOM
[IepeaaeTCs B apXuB, U XPAHUTCS YCTAaHOBJIEHHBIE 3aKOHOIATEIbCTBOM CPOKH.

7. HEPEJAYA IIEPCOHAJIBHBIX JTAHHBIX

/.1. llpu ocyiecTBieHHH Iepeady epCOHANBHBIX TaHHBIX paOOTHUKOB TPETHUM JIHIAM
padoroaaress 00s3aH:

- HE COO0IIaTh NNEPCOHANIbHBIE TaHHBIE 0€3 IMOJYYEHHOI0 IIMCbMEHHOIO COTIACHS
paboTHHKA, KPOME ClIydaeB, KOra TaKie 00S3aHHOCTH YCTAaHOBIICHbI 3aKOHOIATEIECTBOM:
- HE IIepelaBaTh II€pCOHANIbHBIC TaHHBIE paOOTHUKA VISl UCIIOIB30BAHUS B KOMMEPYECKUX
LEJISIX;

- TpeOOBAaTh OT TPETHUX JIUL] COOTIOIEHHUS IPaBUJI pabOThI ¢ IEPCOHANBHBIMY JaHHBIMH, a
TaKXX€ IIPEIOCTABJICHUS MIUCEMEHHOT'O ITOATBEPKASHUS UCITOJIB30BaHMS TIEPCOHAIBHBIX

JAHHBIX B MMOPSJKE, IPEAYCMOTPEHHBIX HACTOSIIUM ITOJIOKEHUEM O 3aILUTE
[IePCOHAJIbHBIX JaHHBIX;

- laBaTh JOCTYII K MePCOHAIBHBIM JaHHBIM TOJIBKO JIMLAM, HIMEIOIIUM COOTBETCTBYIOLU M
JOITYCK U HCIIOJIB3YIOIIUX X TOJIBKO JIS1 BBIIOJHEHUSI KOHKPETHBIX ITOJTHOMOYHIA;

- He UCTpeDOBaTh HH(MOPMAIUIO O COCTOSHUHU 3I0POBbS PAOOTHUKA, 32 UCKITIOUEHUEM

JJAHHBIX, KOTOPBIC MOTYT ITOBJIUATE Ha UCIIOJTHEHUE paOOTHUKOM CBOUX TPYAOBBIX
00s13aHHOCTEN.



8. JOCTYII K IIEPCOHAJIbHBIM IAHHBIM COTPY/IHHUKA

8.1. BHyTpeHHuit noctyn (Ucroap30BaHre HHGopMaLi pabOTHUKAMU YUPEXKICHUS ).
[TpaBo mocTyma K MepcoHaJbHBIM JaHHBIM PaOOTHHKA UMEIOT:

- 3aBeayromui J10Y;

- CTaApILIXUX BOCIIUTATEb;

- 3aMECTHUTEIh 3aBEIYIONIEro 0 aJMUHUACTPATUBHO-X035IMCTBEHHOU pabore;
- MEIUIIMHCKAS CECTpa,;

- ICJIONPOU3BOJUTEIID;
- caM paOOTHHK.

8.2. BHemHuii 1octyn (rocy1apCTBEHHbBIE CTPYKTYPHI).

[TepcoHanbHBIE JAaHHBIE PAOOTHUKOB MOTYT IIPEAOCTABIATECS TOJIBKO I10 3aIIPOCy
KOMIIETEHTHBIX OPTraHOB, HMEIOIINX COOTBETCTBYIOLLIUE ITOJITHOMOYHNS:

- penepanbHas HaJIOroBas CIIy»x0a;

- IPaBOOXPAaHUTEJIbHbIE OPTaHbl;

- OpraHbl CTATUCTUKU;

- OIOPO KpeAUTHBIX UCTOPUIA;

- BOEHKOMATBI;

- OpraHbl COLMAIIBHOTO CTpaxOBaHUs;

- IEHCUOHHBIE (POHIBI;

- IOJIpa3AeJICHUs] MyYHULIMITAJIBHBIX OPTaHOB YIIPaBJICHUS.

8.3. JIpyrue opraHuzanyu (TpEeTbH JIULA).

CaezieHns 0 paboOTHHKE (B TOM YHCJIe YBOJIEHHOM M3 JJaHHBIX apXWBa) IIPEIOCTaBIISIOTCS
TPETHHUM JIMIIaM Ha OCHOBAHUU MHUCHbMEHHOI'0 3asIBJICHUS] CaMOI0 pabOTHHKA.

8.4. PONCTBEHHUKHU U YJIEHBI CEMEN.

[IepcoHaybHBIE JaHHBIE PAOOTHUKA IPEIOCTABIISIOTCS POACTBEHHUKAM HMIIH YJIEHAM €ro
CEMBbH TOJIBKO C IMMCBMEHHOTO pa3pelieHus padOTHHKA.

9. SAIIMTA ITEPCOHAJIBHBIX TAHHbBIX PABOTHUKOB

9.1. B pamkax peaji3aluuu IIyHKTOB HAcTOsLIEro [1omoxxeHus o 3a1uTe nepCcoOHaIbHBIX
NaHHBIX paOOTHUKOB, 3aBeayromuii JJOY u3gaer npruka3 0 Ha3HA4YCHUH JINLA,
OTBETCTBEHHOI'O 3a COOJII0IeHUE MOopsiaKa pabOThl C NEPCOHAIBHBIMU JaHHBIMU
paOOTHUKOB, HA KOTOPOM JIeXKaT BCe 00S13aHHOCTH 0 00ECIIEUEHHUIO
KOH(DHUIEHIIMAJIbHOCTH ITOJIYY€HHBIX JJAHHBIX, a TAK)XXE OpraHu3aliii padOoThl C HUMH.

9.2. Iloctymnaromue 3anpocsl OT TPEThUX JIML] HA MIPEIOCTABIEHUE IIEPCOHATIBHOM
uH(pOopMalMU 0 paOOTHUKE JOKHEI BU3UPOBATHCS FOPUAUUYECKON CIIYKO0M ¢ pe30ronuei
0 BO3MOX»XHOCTH OTBETA U MOJIHOTE MPEIOCTABISIEMON HHPOPMALIUH.

9.3. Ilepenaua nHbOpMaLIMK TPOUCXOIUT TOJBKO B IUCBbMEHHOM BHUIE. 3aIIPOC JOKEH
OBITH CI€JIaH B IMChbMEHHOM BHJIE€ C YKa3aHHEM BCEX PEKBU3UTOB JIMLIA, 3alIpAlIUBAOLIETO
nHopMaruio. OTBET JOKEeH OBITh cAeIaH Ha GupMeHHOM OJIaHKe U OTIIPaBIIeH JIU00
KypbepCKOM CIIy>kK00#, TMOO0 3aKa3HBIM ITHUCHEMOM.

9.4. Bce nonydeHHBIE IEPCOHAJIbHBIE JaHHBIE JTOJDKHBI XPaHUTHCS B MECTE,
MCKJTIIOYAIOIIeM HeCAaHKIIMOHUPOBAHHBIX TOCTYI TPEThUX JIMLI.



O 3QIIMTE TICPCOHANBHBIX NAaHHBIX PAaOOTHHKOM IIPUBIEKAIOTCS K JTUCLUTUIMHAPHOM,

aIMUHUCTPATUBHOM, I'PaXKIAHCKO-IIPABOBOU H YTOJIOBHOX OTBETCTBEHHOCTH, B IOPSIKE
HPCAYCMOTPEHHOM 3aKOHOAATENILCTBOM PO 1 10KaIbHBIME HOPMATHBHBIMY aKTAMH.



