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INOJOXXEHHUE
0 3alHUTe MePCOHATbHBIX JAHHBIX PA0OTHHKOB

MBIOY «erckuii cax Ne 4 «BaitHax»

1. O01mMe moI0KeHus

1.1 Hacrosuee [lonoxeHue o 3amure NepcoOHANbHBIX JaHHBIX PAOOTHUKOB
JOIIKOJIBLHOTO 00pa3oBaTeabHOrO yupexaeHus (nanee — [lonoxenue) pazpaboTaHo
C IIeJIbIO 3alTUThl UHPOPMAIIUU, OTHOCAIIEHCS K TUYHOCTU U JTMYHOMN KU3HU
pabOTHUKOB MYyHMITUTIATLHOTO OFOKETHOTO JOIIKOJIBHOTO 00Pa30BaTEILHOTO
yapexaeHus aerckoro caaa Ne 4 «BaitHax» 1. Oricxap ['yaepMecckoro
MYHHUITUTIATBHOTO paiioHay (nanee YUupekIeHus ), B COOTBETCTBUU CO cTaTbei 24
Koncruryuun Poccuiickont @enepanuu, TpynoBeM KojgekcoM Poccuiickoit
denepanuu u DenepanbHbiMu 3aKkoHaMu OT 27 urons 2006 roma Ne 149-d3 «O6
uH(popMauu, HTHPOPMALIMOHHBIX TEXHOJIOTUSX U O 3alIuTe HHPopMauum», ot 27
uronst 2006 roga Ne 152-®3 «O nepcoHambHbIX JAHHBIX).

1.2. TlonoskeHue 0 3aluTe NEPCOHATBHBIX JaHHBIX PAOOTHUKOB yCTaHABIMBAET
MOPSAOK MOJTYYEHUs, yueTa, 00pabOTKU, HAKOTUICHUS U XpaHEHUSI TJOKYMEHTOB,
COJIepKaIlUX CBEJCHUS, OTHECCHHBIE K TEPCOHAIILHBIM JaHHBIM PAOOTHUKOB
yupexieHus. PAOOTHUKaMU CUMTAIOTCS JIMIIA, paOOTaIOIIKNE B YUPEKIECHUHU 10
TPYJIOBOMY JIOTOBODY.

1.3. Lenpto Hactosmero [lonoxxeHus SBaseTCsS UCIOJHEHHE 3aKOHOAAaTebCcTBa PO
B 00JIaCTH 3aIUTHI IEPCOHATBHBIX JIAHHBIX.

1.4. K aktam 0053aTeTbHBIM K UCTIOJIHEHUIO B YUPEXKICHUH OTHOCSITCS
3aKO0HOJATENHCTBO PD B cepe 3ammTsl nHGOPMAITNH, a TAKKE IPUHATHIC HA €T0

OCHOBAHHH JIOKAJIBbHBIC HOPMATHUBHBIC aAKThI YUPCIKIACHHA.



1.5. Hacrosiiee [Tonosxenue o 3amuTe nepcoHaIbHBIX TaHHBIX JOKHO OBITH
MOJIMTMCAHO 3aBEAYIONINM YUPEKICHUEM, H BCe paOOTHUKHU JOKHBI OBITH
MUCbMEHHO TI0J1 POCTIMCH O3HAKOMJICHBI C HUM.

2. [ToHsiTHE M COCTAB NMEPCOHATIBHBIX JAHHBIX

2.1. Ilon nmepcoHaIbHBIMU JaHHBIMH PAOOTHUKOB TTOHUMAETCS] HH(pOpMAIIHs,
HeoOxoauMasi paboTOJATENIO B CBS3U C TPYAOBBIMU OTHOILICHUSMH U Kacarolascs
KOHKPETHOTO pabOTHHUKA, a TAK)KE CBEJICHUS O (haKTax, COOBITUSIX H
00CTOSITENBCTBAX KU3HU PAaOOTHHUKA, TTO3BOJISIIOLIUE UACHTU(PUIIUPOBATH €TO
JUYHOCTb.

2.2. CocTaB nepcoHaIbHBIX JAHHBIX PAOOTHHKA:

- aHKeTa;

- apToOMorpadus;

- 00pa3oBaHue;

- CBEJICHUS O TPYAOBOM U OOILIEM CTaXE;

- CBEJICHUS O MIPEIbIAYIEM MECTE pabOThI;

- CBEJICHUS O COCTABE CEMbU;

- MACTIOPTHBIC JAHHBIC,

- CBEJICHUSI O BOUHCKOM YYETE;

- CBEJICHHSI O 3apabOTHOM TIJIaTe COTPYIHUKA;

- CBEJICHHS O COITMATBHBIX JIbIOTaX;

- CTICIIMAJIBHOCTH;

- 3aHIMaeMast JOJKHOCTb;

- pa3Mep 3apabOTHOM MIIATHI;

- HAJIM4YMeE CYyJIMMOCTEN;

- aJJpec MecTa JKUTEIbCTBA,

- TOMaIHui TenedoH;

- cojiep KaHKe TPYAOBOTO AOTOBOPA;

- cojiep KaHMe JeKIapaluu, MogaBacMol B HAJIOTOBYIO HHCTICKITHIO;

- MIO/UTMHHUKY Y KOTTUU TIPUKA30B I10 JIMYHOMY COCTaBY;

- JIMYHBIC OCJIa U TPYAOBbIC KHUKKHU COTPYIHUKOB;



- OCHOBaHMS K IPUKA3aM 110 JUYHOMY COCTABY;
- JIeT1a, COAEpIKaIie MaTEPHAITBI TIO TTOBBIICHUIO KBATH(PUKAIIUN 1
MePEINoArOTOBKE COTPYIHUKOB, UX aTTECTAIlUU, CITY>KEOHBIM pacclieIOBaHUSIM;

- KOIIMY OTYETOB, HANPABIISIEMBIE B OPTaHbl CTATHCTUKHU;

- KOIIUU JJOKYMEHTOB 00 00pa30BaHUH;

- pe3yJIbTaThl MEIUIIMHCKOTO 00CIeIOBaHUSI Ha IIPEAMET TOJTHOCTH K
OCYIIIECTBJICHUIO TPYIOBBIX 00S3aHHOCTEH;

- ¢poTorpadun 1 UHBIE CBEJCHHUS, OTHOCSIINECS K IEPCOHATBHBIM JaHHBIM
pabOTHUKA;

- PEKOMEHIAIIUN, XaPAKTEPUCTUKH U T.II.

2.3. YkazaHHbIe B 11.2.2. CBEJICHHS SBISIOTCS KOH(GUICHIIMAIBHBIMHU U HE TIO/IJIC)KAT
Pa3IIIAIEHUIO MHAYE KaK 10 OCHOBAHUAM, IPEAYCMOTPEHHBIM 3aKOHOIATEILCTBOM
P®. Pexxum 3amuThl IepCOHATBHBIX IAHHBIX MOKET OBITh CHAT IO UCTECYCHUU 75
JIET, €CJIM OOJIBIINN CPOK HE MPETyCMOTPEH 3aKOHOIaTEIbCTBOM HJIM COTJIAllIEHUEM

C paOOTHUKOM.

3. O0s13aHHOCTH padoToaaTesi

3.1. B nensx ucnonHenus TpedboBaHuM 3akoHOoAaTenbcTBa PO npu 06paboTke
NEePCOHAJIbHBIX JaHHbBIX, BCE PAOOTHUKH YUPEKACHUS JOJHKHBI UCTIOTHSTh
YCTaHOBJICHHBIN MOPSIOK PaOOTHI:

3.1.1. PabGoTa c nepcoHaIbHBIMU JAHHBIMU Pa0OOTHUKOB JOJIKHA HE HAPYIIATh
TpeOoBaHMIi 3aKkoHOaTeNbCTBA PD 1 JOKaNbHBIX HOPMATUBHBIX AKTOB OpraHU3aluU, U
J0JIKHA OBITh HEMOCPEICTBEHHO CBA3aHA C OCYIIECTBICHHUEM UMH CBOMX TPYJIOBBIX
(GyHKIHIA.

3.1.2. Ilpu cOope u 00paboTKe MepCOHANBHBIX JAaHHBIX pa0OTHUKA pabOTOAATEIb
NOJKEH pykoBoacTtBoBaThesd Koncrurynuen PO, Tpynoseim kogekcom PO n nHbIMH
benepaaIbHBIMU 3aKOHAMH.

3.1.3. IlepcoHanbHble 1aHHbIE PAOOTHUKOB JOJIKHBI ObITh MOJYYEHbBI TOJIBKO
HEMOCPEACTBEHHO Yy Hero. Eciu 1151 00paboTKu ero JaHHBIX MU X TOJyYeHUs
IPUBJIEKAETCS TPETHHU JIMLA, TO PAOOTHHK JIOJKEH AATh IIPEIBAPUTENIBHOE MUCHbMEHHOE

corjacu€ Ha 9TO. OI[HOBpeMeHHO pa6OTHI/IK JOJDKCH OBITH YBCOAOMIICH O LCJIAX c60pa



uH(pOpMallNU, HICTOYHHUKAX €€ MOJIYUYeHHs, a TAKXKE O MOCIEACTBUIX OTKa3a OT
MPEIOCTABIICHUSI TUCBbMEHHOTO corjiacus Ha coop uHpopMaIuu..

3.1.4. IlepconainibHbIe JaHHBIE PAOOTHUKA O €r0 MOJUTUYECKHUX, PETUTHO3HBIX U UHBIX
yOeXKICHHSIX, YaCTHOM KU3HH, a TAK)KE WICHCTBE B OOIIECTBEHHBIX U MPO(COIO3HBIX
OpraHu3alMsIX HE oJJIekKaT cOOpY YUpEKICHUEM, €CITU UHOE HE MPEAYCMOTPEHO
3aKOHOJIaTEIHLCTBOM.

3.1.5. 3amura nepcoHaNbHBIX JaHHBIX PA0OTHUKA IO KHA 00€CTIEYMBATHCS TTOJTHOCTHIO
3a cueT paboTomaress.

3.1.6. Yupexaenue o0s3aHO MpU IpUEME Ha padoTy, a TAKXKE MPU JTHOOBIX U3MEHEHHSIX
MpaBujl padOThI C IEPCOHATBHBIMU JIAHHBIMU TUCbMEHHO 3HAKOMHUTH C HUMH BCEX
pabOTHUKOB YUPEKIACHHUS.

3.1.7. YupexaeHue He UMEET MPaBO NPUHYXKIATh paOOTHUKOB K OTKa3y OT CBOMX IIPaB
HAa 3alUTy MePCOHANBHBIX TaHHBIX.

4. O0s13aHHOCTH PA0OTHUKA

PaboTHuk 00s13aH:

4.1. Ilepenatb paboToAaTEINO BCE NMEPCOHATIBHBIC TAHHBIC, YKa3aHHBIC B
COOTBETCTBYIOIIMUX JOKYMEHTAaX.

4.2. B ycTaHOBJICHHBIN TIpaBUIaMH CPOK cO00IIaTh paboTomaresnto 006 u3MeHe CBOUX

IICPCOHAJIbHBIX TAdHHBIX.

5. IlpaBa padoTHUKA

PaGoTHUK uMeeT npaBo:

5.1. Ha mpocmoTp nepcoHanbHON HHPOpMAITUU, UMEIOIIECHCS K pab0TOAaTeNIo.

5.2. Ha cBoOOAHBIN OECTUTATHBIN U HEOTPAaHUYCHHBIN JJOCTYI K CBOUM MEPCOHATBHBIM
JAHHBIM, B TOM YHUCJIE TTPaBO Ha MOJIYYEHHUE MOTBEPKIAIOIINX TOKYMEHTOB B BUJIC
CIIPABOK, KOMUH WM B BUJIE HHOTO JPYToro O(QpHUIIMAIIBHOTO JJOKYMEHTA.

5.3. Ha nocTyn K MEIUIMHCKUM JaHHBIM C MOMOILBIO0 MEUIIMHCKOTO CIIEINAINCTa 110
CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHSI WM yIATUTh IEPCOHATbHYIO HH(OpMaIuio,
MOJIYYEHHYIO paboToJaTeIeM B HapyllIeHUE HACTOSAIIMX NpaBuil. I3MeHeHust BHOCATCS

Ha OCHOBAHHMH IMHCBMCHHOI'O 3asBJICHUA pa6OTHI/IKa.



5.5. [lotpeboBath OT paboToaaTENS U3BECTUTD BCEX JIUII, paHEE MOTYUUBIINX IO BUHE
paboToaTelNs HEMOJIHbIE WM HEBEPHBIE IEPCOHANIbHBIE TaHHBIE O PAaOOTHUKE.

5.6. O0xkanoBaTh B CyJIeOHOM MOPSIKE JH0O0bIE HEIPABOMEPHBIE IEHCTBUS WU
Oe3neiicTBre paboTomaress mpu 00pabOTKE U 3aIUTE TEPCOHATBHBIX TAHHBIX
paboTHHKA.

6. Coop, 00padoTKa U XpaHEeHHE NEPCOHATBbHBIX JAHHBIX

6.1. O6paboTka nMepcoOHaIbHBIX TaHHBIX PAOOTHHKA - ATO MOTyYeHUE HHPOPMAIIH U3
Pa3IMYHBIX UICTOYHUKOB, €€ XpaHEeHHne, 00pabdoTKa, a TaKkxke J100oe Apyroe
HCIIOJIb30BaHUE.

6.2. IlepcoHanbHbIe JaHHBIE MPEAOCTABISIIOTCS CAMUM PaOOTHUKOM MYTEM 3arOJHEHUS
aHKEeThl yCTaHOBJIEHHOU (opMbl. PaboToaarens 0053aH pH UX MOIYYEHUH IPOBEPUTH
3as1BJICHHBIEC JJAHHBIE MPEAbABICHHBIM MOATBEPKIAIOIIUM JOKYMEHTaM.

6.2.1. AHKeTa COAEP>KUT BOMIPOCHI O MEPCOHANIBHBIX JIAHHBIX PAOOTHHUKA.

6.2.2. AHKeTa JOJKHA OBITH 3ar0IHeHa pa0OTHUKOM JIMYHO. Bce 1mosist aHKeThl 10KHBI
OBIThH 3aI0JHEHBI, & TPU OTCYTCTBUU MH(OPMAIIMU B COOTBETCTBYIOIIEH IOJIE TOJKEH
cTaBUThCS npouepK. COKpallleHus IpHY 3all0JIHEHUU aHKEThl HE I0IYCKAIOTCs, TAKKe
KaK ¥ UCIPABJICHUS U 3a4€pKUBaHus. B 3TOM citydae paboTHHUK 00s3aH 3all0JHUTh
aHKETY 3aHOBO.

6.2.3. Ankera paOOTHHUKA XPAHUTCS B JUYHOM JIEJI€ Y OTBETCTBEHHOTO JIUIIA
paboToaaresiss BMECTE C MPEAOCTABICHHBIMU JOKYMEHTAMH.

6.2.4. JInunoe neno paboTHUKA 0OPMIISETCS MOCIE BCTYIICHUS TPYJI0BOTO J0TOBOpa
B CHITY.

6.2.5. JInuHoe /1e510 XpaHUTCS B MalKax «JIeJi0» YCTaHOBJIEHHOTo 00pa3ia, Ha KOTOpOu
ykasbiBatoTcs Homep nena u ©.1.0. paboTHuka.

6.2.6. JInuHoe €510 BKIIIOYAET ABE IBETHBIE (poTorpaduu paboTHuka 3 Ha 4 cM.

6.2.7. Bce TOKyMEHTBI IMYHOTO JI€Ja XPAHATCA CTPOro B XPOHOJOTMYECKOM MOPSJIKE, €
MPOCTaBJICHUEM JaThl UX MOJIYUYEHHUS, a TAKKE HyMepaluu.

6.2.8. JInuHoe neno nocie mpeKkpamnieHus Tpy10BOro J0roBopa ¢ COTpyIHUKOM
MEPENAETCS B ApXUB, U XPAHUTCS YCTAHOBIICHHBIE 3aKOHOJATEIBCTBOM CPOKH.

7. Ilepenaya nmepcoHAJNbHbIX JAHHBIX



7.1. IIpu oCymecCTBICHUN TIEpeIadr IePCOHATBHBIX TJAHHBIX PAOOTHUKOB TPETHUM
auIaM paboToaTenb 00s3aH:

- HE COo00IIaTh ePCOHABLHBIC JaHHBIC 0€3 MOTYYCHHOTO MTUCEMEHHOTO COTIIaCHSI
paboTHHKA, KPOME CITydaeB, KOT/a TaKUEe 00S3aHHOCTH YCTAaHOBJICHBI
3aKOHO/IATEITHLCTBOM;

- HEe TIepeIaBaTh MIEPCOHANILHBIC JaHHBIC pa0OTHHUKA JIJISI HCTIOIH30BAHMSI B
KOMMEPUYCCKHX TICIISX;

- TpeOOBATh OT TPETHUX JIUI] COOIIIOICHUS TIPABUI paOOTHI C IEPCOHAIBHBIMU TaHHBIMH,
a TaKKe MPEIOCTABICHUS TUCBMEHHOTO TTOITBEPIKICHHUS UCTIOIb30BaHUS
MEPCOHANBHBIX JAaHHBIX B MOPSIJIKE, TPETYCMOTPSHHBIX HACTOSIIIIAM IOJIOKEHUEM O
3aIUTE MIEPCOHATBHBIX TAHHBIX;

- TaBaTh JIOCTYII K IEPCOHAIBHBIM JIAHHBIM TOJIHKO JIMIIAM, UMEIOIIIM
COOTBETCTBYIOIINI JOMYCK M MCIIOJIB3YIOIMINUX UX TOJIBKO JIJIS BBITOJIHEHUST KOHKPETHBIX
IIOJTHOMOYM;

- He HCTPeOOBaTh MHPOPMAIIHIO O COCTOSIHHU 3/I0POBbS PAOOTHUKA, 32 HCKITFOYCHUEM
JTaHHBIX, KOTOPHIC MOTYT MOBJIHMATH HA UCIIOJHEHUE pAOOTHUKOM CBOHMX TPYIOBBIX

00s13aHHOCTEN.

8. locTyn K mepCOHANBHBIM JAHHBIM PA0OTHUKA

8.1. BHyTpeHHuii goctyn (MCNoab30BaHre HHPOPMaUU paOOTHUKAMU YUPEXKICHHUS ).
IIpaBo noctyna K nepcoHaNbHBIM JaHHBIM PAOOTHHKA UMEIOT:

- 3aBEYIOLINI YUPEXKICHNUE;

- CTapIIUi BOCIIUTATEIb;

- 3aMECTUTENb 3aBEAYIOLIETO M0 aAMUHUCTPATUBHO-X035IICTBEHHOH padoTe;

- MEJIMLIMHCKAs CECTPa;

- TOKyMEHTOBE;

- caMm paOOTHHK.

8.2. BHemnwmii noctyn (rocyaapCcTBEHHbIE CTPYKTYPHI).

[lepconanbHbIe 1aHHBIE PAOOTHUKOB MOTYT IIPEIOCTABISATHCS TOJIBKO MO 3alPOCy
KOMITETEHTHBIX OPTraHOB, UMEIOIINX COOTBETCTBYIOINE ITOJITHOMOYMS:

- penepanbHas HaJIOTOBAs CIIYXKO0a;



- MPAaBOOXPAHUTEHHBIC OPTaHBI;
- OpTaHbl CTAaTUCTHUKY;

- OI0pO KPEAUTHBIX UCTOPUI;

- BOGHKOMATHI;

- OpraHbl COLUAIBLHOTO CTPAXOBAHUS;

- IEHCUOHHBIE (POH]IBI;

- TOApAa3ACIICHNS MYHHUITATIATHLHBIX OPTAaHOB YIIPABIICHU.

8.3. JIpyrue opranuzaiuu (TpeThH JIUIA).

Caenenust 0 pabOTHUKE (B TOM YHCII€ YBOJIEHHOM U3 JIaHHBIX ApXUBa)
MPEOCTABIISIOTCS TPETHUM JIMIIAM HA OCHOBAHWU MUCHbMEHHOIO 3asBJICHUSI CAMOTO
paboTHHKA.

8.4. POJICTBEHHMKH U YJICHBI CEMEM.

[lepconasibHbIE JaHHBIE PAOOTHUKA MPETOCTABIISIIOTCS POJICTBEHHUKAM WJIM YJIEHAM €T0
CEMBHU TOJIBKO C MUCbMEHHOTO pa3pelieHus: paboTHUKA.

9. 3amuTa nNepcoHAJbHbIX JAHHBIX PA00THUKA

9.1. B pamkax peanuzamuu myHKTOB HacTosmiero [onoxenus o 3anuTe nepcoHaIbHBIX
JAHHBIX pa0OTHUKOB, 3aBEAYIOIIUHN YUpPEKISHUS U3J1aeT MPUKa3 O HAa3HAYCHUH JIUIIA,
OTBETCTBEHHOTO 32 COOJIIOJICHHE TTOPsIIKA pabOThI C IEPCOHATLHBIMU JTAHHBIMU
PabOTHUKOB, HA KOTOPOM JIeXKaT BCE O0S3aHHOCTHU 10 00ECIICYEHUTO
KOH(DMICHIIMATEHOCTH TIOJTYYCHHBIX TAHHBIX, & TAK)KE OpraHU3alid PadO0Thl C HUMH.
9.2. Iloctynatomiye 3ampockl OT TPETHUX JIUII HA MTPEIOCTABIICHNE TTEPCOHATLHOMN
uH(popMaIuu o pabOTHUKE TOJKHBI BUSUPOBATHCS FOPUANYECKON CITYKO00i C
pe3otonrel 0 BO3MOKHOCTH OTBETA U MOJIHOTE MPEA0CTaBIgeMON HH(OpMAIUH.

9.3. Ilepenaya napopMamu IPOUCXOAUT TOJBKO B TUCBMEHHOM BHJIE. 3aIIPOC JTOKEH
OBITH ClI€JIaH B MUCbMEHHOM BHU/IE C YKa3aHHUEM BCEX PEKBU3UTOB JIUIIA,
3anpammBaroIiero napopmaruio. OTBET JOJDKEH OBITh caeaaH Ha GUPMEHHOM OJIaHKe
KOMITAaHUH U OTIPABJICH JTUOO KYyphEePCKOM CITy:k00H, IN0O0 3aKa3HBIM MHICHMOM.

9.4. Bce nostydeHHbIE TIEpCOHATBHBIE JaHHBIC TOKHBI XPAHUTHCS B MECTE,
MCKITFOYAOIIEM HECAHKITMOHUPOBAHHBIX JIOCTYT TPETHUX JIHII.

9.5. DNeKTPOHHBIE HOCUTENIU UH(POPMAITUH, JOJDKHBI OBIThH 3alUIIEHbI



KpUTOTpapUUECKUMHU CPEICTBAMU 3AIIUTH HHPOPMAIIHH. .

10. OTBeTCTBEHHOCTH 32 pa3rianieHne HHpopmMmannu, CBI3aHHOM C
MEePCOHATbHBIMHU JAHHBIMHU Pa0OTHUKA

10.1. JInua, npu3HaHHbIE BAHOBHBIMH B HAPYIIECHUH MOJOKEHUI HACTOSIIETO
[TonoxxeHus o 3aIKTe NEPCOHAIBHBIX JaHHBIX pAOOTHUKOM MPUBJIEKAIOTCA K
JUCLUIUIMHAPHOM, aIMUHUCTPATUBHON, IPayKJaHCKO-IIPAaBOBOM M YTOJIOBHOM
OTBETCTBEHHOCTH, B ITOPSAAKE IMPETYCMOTPEHHOM 3aKOHOAATENBCTBOM PD 1

JIOKAJIbHBIMH HOPMAaTHBHBIMH dKTaMH.



