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IHonoxenue o0 3alUTE MEPCOHAIBbHBIX JaHHBIX PA0OTHUKOB

1.06mmee monoxxeHue

1.1.Hacrosimee IlonokeHne ©O 3amUTe TMEPCOHANBHBIX  JIAHHBIX
pabOTHUKOB YCTaHaBIMBAET MOPSAJOK MOJYyUYEeHHUs, yueTa, 00paOOTKH, HAKOILJICHUS
U XpaHEHUs JOKYMEHTOB, COJEPKAIIUX CBEIICHHS, OTHECEHHbIE K MEPCOHATBLHBIM
JTAHHBIM pa0OTHUKOB KOMMaHUU. PaboTHUKaMMU CUHMTAIOTCS JIIa, paboTaroue B
KOMITAaHUH TI0 TPYJOBOMY JIOTOBOPY.

1.2.Ilenpt0o  Hactosmiero  IlomoxkeHuss — ABISICTCS  HCIOJHEHHE
3akoHoAaTebcTBA PD B 001aCTH 3alIUTHI MEPCOHATBHBIX TaHHBIX.

1.3. K akram oOs3aTeabHbIM K wucrnodHeHuio B IlIkone oTHOcATCS
3aKoHOAaTeNIbcTBO PD B cdepe 3amuthl nHGOpMALIUM, a TAKKE MPUHATHIE HA €ro
OCHOBAHUU JIOKAJIbHbIC HOPMATHUBHBIC AKTHI.

1.4. Hacrosimiee [lonoxenre o 3amuTe MepcoHaIbHBIX TAHHBIX JOJKHO
OBITH TIOANUCAHO PYKOBOJMTENIEM IIKOJIbI, U BCE PAOOTHUKHU JOKHBI OBITh
MUCBMEHHO TMOJT POCTTUCh 03HAKOMJICHBI C HUM.

1.5. [TonoxxeHne o MEPCOHAIBHBIX JAHHBIX Pa3pab0OTaHO B COOTBETCTBUH
¢ Koncturyuueit PO, TK PO, ®enepanbabiM 3akoHoM Ne 152, moctaHoBiIeHHEM
npaButenabcTBa PO ot 15.09.2008 No 687, mocTaHOBJIEHUEM MPAaBUTEILCTBA OT
01.11.2012 Ne 1119, nocranoBnenuem mnpasutenbcTBa oT 21.03.2012 No 211 (c
n3meneHussMu Ha 20.07.2013 r.).

1.6.IlocTanoBiIeHME O TEPCOHAIBHBIX JAHHBIX U WU3MEHEHUS K HEMY
YTBEPKAAIOTCS TPUKA30M PYKOBOJUTENS IIKOJBI, SBISIETCS OO0S3aTeIbHBIM IS
UCITOJTHEHUSI BCEMHU PaOOTHUKAMH, UMEIOIITUMH JIOCTYN K NMEPCOHATBHBIM JTaHHBIM
COTPYIHUKOB.

2. [lonsiTvie ¥ cOCTaB MEPCOHATBHBIX TAHHBIX

2.1.1lonq  mepcOHanbHBIMM  JAaHHBIMA  pPAOOTHHUKOB  TTOHMMAETCS
uHdopmarms, Heooxoaumast paboTOIATENIO B CBSA3H C TPYIOBBIMH OTHOIICHUSIMH H
Kacaromiasicsi KOHKPETHOTO pabOTHUKA, a TaKkke CBeACHUS O (dakTax, COOBITHUSIX U
00CTOSITENhCTBAX KU3HM pPAOOTHUKA, TMO3BOJSIONIME HUACHTH(PUIIUPOBATH €T0
JUYHOCTb.

2.2. CocTaB nepcoHaIbHBIX JaHHBIX PA0OTHUKA:
- aHKETa;
- aproOmorpadus;
- oOpazoBaHnue;
- CBEJICHUS O TPYZOBOM U OOIIIEM CTaxe;
- CBEJICHUS O TIPEIBIAYIIEM MeCTe PabOThI;
- CBEJICHUS O COCTAaBE CEMbH;
- MACTIOPTHBIE JaHHBIC;
- CBEJICHUS O BOMHCKOM YyYeTe;



- CBEJICHUS 0 3apa0OTHOM TUIaTe COTPYAHUKA;
- CBEJICHUS O COIIMAIBLHBIX JIBI'OTAX;
- CIIEIMAIbHOCTD;
- 3aHUMaeMas JOJKHOCTB;
- pa3mep 3apabOTHOM ILIATHI;
- HaJIMYKUE CYAUMOCTEM;
- aJlpec MecTa JKUTEIIbCTBA;
- TOMaIIHui TenedoH;
- coJiep KaHue TPYI0BOTO JIOTOBOPA;
- coJiep KaHue JeKJIapaliu, MoJjaBaeMoil B HAJIOTOBYIO MHCIIEKITUIO;
- MOJIYIMHHUKY U KOIUU MPUKA30B MO JTUYHOMY COCTABY;
- IWYHBIC JIeJIa U TPYI0BbIe KHUKKHU COTPYIHUKOB;
- OCHOBaHMsI K MPUKa3aM 10 JIMYHOMY COCTaBY;
- JIefia, co/ieprKalle MaTepHralibl IO MOBBIIICHUIO KBATU(UKALIMK U
NEePEnoAroTOBKE COTPYAHUKOB, UX aTTECTAIUH, CITYKEOHBIM pacciieIOBaHUSIM;
- KOTIMM OTYETOB, HAMPABJISIEMBIE B OPTaHbl CTATUCTUKY;
- KOTIMU JOKYMEHTOB 00 00pa3oBaHUU;
- pe3yabTaThl MEIUIIMHCKOTO 00CIIEAOBaHUS HA TIPEIMET TOJTHOCTH K
OCYIIECTBIICHHUIO TPYIOBBIX 00SI3aHHOCTEH;
- pororpacduu u UHBIE CBECHUS, OTHOCSIIIUECS K TIEPCOHAIBHBIM JaHHBIM
paboTHUKA;
- peKOMEHAAIuH1, XapaKTePUCTUKH U T.I1.
2.3.Yka3aHHbIC B 1.2.2. CBeICHUS SABISIOTCSA KOH(DHUICHIIMATLHBIMU U HE
MOJJIeKAT pasrjalleHuI0 HWHAade KaK 110 OCHOBAHUSM, IMPEIyCMOTPEHHBIM
3aKOHOIaTeILCTBOM PO.
2.4.CocTtaB epCOHANIbHBIX JJAHHBIX YUYaIIUXCS:
- uHopMaIys, CoAepKaIasIcs B IUYHOM JIeJIe YUaIlerocs;
- uHopMaIs 00 yCIieBaeMOCTH;
- “HpOpPMAITUS 0 MECTE MPOKUBAHHUS;
- KOTIMSI CBHJIETEIIBCTBA O POXKICHUU;
- KOTIMSI CBHJIETEIIBCTBO O PETUCTPAIIUH 110 MECTY IIPeOBIBaHUS.

3. O6s3anHOCTH paboTOMATEIIS.

3.1.B uensx wucnojsHeHus TpeOoBaHMI 3akoHomaTenbcTBa PD mpum
00paboTKe MEePCOHANBHBIX AaHHBIX, Bce paOOTHHKK IIIKOIBI JOJDKHBI MCIIOIHSTH
YCTaHOBJICHHBIN TIOPSIOK PaOOTHI:

3.1.1.PaGota ¢ mepcOHaNbHBIMH JTaHHBIMH DPAOOTHUKOB JOJKHA HE
Hapyuiath TpeOoBaHUM 3aKkoHOAaTeNbcTBA PD U JOKaNbHBIX HOPMATUBHBIX aKTOB
OpraHu3alliy U JIOJDKHA OBITh HEMOCPEICTBEHHO CBSI3aHA C OCYIIECTBICHUEM MMM
CBOMX TPYIOBBIX (DYHKITHIA.

3.1.2.1lpu cbGope u o00pabOTKE NEPCOHAIBHBIX JAaHHBIX PAOOTHUKA
paboromarens JoKeH pykoBoacTBoBaThes Koucturynumeir P®, TpymoBbim
KoziekcoM P® u nabIME QeaepanbHBIMU 3aKOHAMH.

3.1.3.IlepcoHanbHble AaHHbIE PAOOTHUKOB JOJKHBI OBITh IOIYYEHbI
TOJIBKO HETOCpeACTBEHHO y Hero. Ecimm i oOpaboTKM €ro JaHHBIX WU UX



MOJIyYeHHs] NpPUBJIEKAETCs TPeTbUM JMLA, TO paOOTHUK JOJDKEH JaTh
IIpeIBapUTEIbHOE MMCBMEHHOE corlacue Ha 3T0. OTHOBPEMEHHO PA0OTHUK JOKEH
OBITH YBEIOMJIEH O LEJSIX COOpa MH(POPMALIUU, UCTOYHUKAX €€ MOJTYyYEHUs, a TAKKE
O TOCIEICTBUAX OTKa3a OT IPEJOCTABIEHUS MUCBMEHHOTO COrjacus Ha cOop
uH(pOopMaIu.

3.1.4. IlepcoHanbHble JAaHHbIE pPAOOTHHKA O €ro MOJUTUYECKUX,
PENMTMO3HBIX M HHBIX YOEXKIEHHUSAX, YAaCTHOM >KM3HU, a TaKXKE UJIECHCTBE B
0O0IIECTBEHHBIX U PO COIO3HBIX OpraHu3alusax He noanexar coopy Ilkomnoii, ecin
MHOE HE IPEyCMOTPEHO 3aKOHOAATEIBCTBOM.

3.1.5.3ammra  mOepcoHaNbHBIX  JaHHBIX  pabOTHUKA  JOJDKHA
obecrneunBaThes MOJHOCTHIO 3a CUET paboToaaress.

3.1.6. lIkona obsi3aHa mpu npueMe Ha paboOTy, a TakkKe MpU JIHOOBIX
U3MEHEHMSIX MpaBUil pabOThl C MEPCOHANIbHBIMU JIaHHBIMU 00s13aHA MUCHMEHHOI'O
3HAKOMHTH C HUMH BceX paboTHUKOB [IIKOJIBI.

3.1.7. 1llkona He MMeeT MpaBO MPUHYXKJIAaTh PAOOTHHUKOB K OTKa3y OT
CBOMX IpaB Ha 3aIUTY MEPCOHAIbHBIX TaHHbIX.

4. O0s13aHHOCTH pabOTHHUKA

PaboTHuKk 00s3aH:

4.1.Ilepenatp paboToaTENIO BCE MEPCOHATBHBIE JTaHHbBIE, YKa3aHHbIE B
COOTBETCTBYIOIIUX JIOKYMEHTaX.

4.2.B yCTaHOBJIEHHBIH MpaBWJIaMU CPOK COO0IIaTh paboTomarento 00
M3MEHEHUH CBOUX IEPCOHATIbHBIX IaHHBIX.

4.3.IlucbMeHHo 3auKcUpoBaTh (HAKT O3HAKOMIIEHHS C IOJIOKEHUEM O
NEPCOHANBHBIX JaHHBIX B JKypHaJle 03HAKOMJIEHHS WJIM Ha OOOPOTHOW CTOpOHE
HACTOSIIIETO MOJIOKEHHUS.

5. IIpaBa paboTHuKa

PaGoTHuK nmeeT mpaBo:

5.1.Ha mnpocMoTp miepcoHanbHON HHPOPMAIMIO, HUMEKIICHCT K
paboToarerns.

5.2.Ha cBoOOnHBIN OecCIuTaTHBIM W HEOTPAHUYEHHBIH JOCTYIl K CBOUM
MEPCOHAIBHBIM JTaHHBIM, B TOM YHKCJI€ MPABO Ha MOJIYyYECHHE MOATBEPKAAIOUIUX
JIOKyMEHTOB B BHUJI€ CIIPaBOK, KOMWW WJIM B BHJE WHOTO JIPYroro OQUIMaILHOTO
JOKYMEHTA.

5.3. TpeboBaTh BHECTH U3MEHEHHS WM YAAIUTh MEPCOHATBHYIO
uHbOpMAINIO, TOJYyUYEHHYI0 paboToJaTeeM B HapyIIEHWE HACTOSAIIUX IMPABUIL.
W3meHeHust BHOCSTCS HA OCHOBAaHUH IMUChMEHHOTO 3asIBIICHUS PAOOTHHUKA.

5.4.ITotpeboBaTh OT paboTomaTeNnss W3BECTUTh BCEX JIMI[, paHee
MOJIYYUBIIMX IO BHUHE pabOTO/AATENIs HEMOJIHbIE WM HEBEPHBIE MEPCOHAJIbHBIC
JTaHHBIE O paOOTHHUKE.

5.5. O6:xanoBath B Cy/IeOHOM MOPSJIKE JTFOOBIC HEMPABOMEPHBIE ACHCTBUS
nu 6e3zaeiicTBre padoroaaTens Mpu 00pabOTKe M 3alIUTe MEPCOHATBHBIX JaHHBIX
paboTHUKA.



6.C60p, 00paboTKa U XpaHEHUE MEPCOHATBHBIX TAHHBIX.

6.1. OOpaboTka NMEpPCOHANBHBIX AAHHBIX PAaOOTHHKA - 3TO IMOJYYEHUE
uH(pOpMAaIK U3 Pa3INYHbIX HICTOYHUKOB, €€ XpaHeHHe, 00paboTKa, a TaKkxKe Jr0oe
JPYroe UCIOJIb30BaHUE.

6.2. IlepcoHayibHblE JAaHHBIE NPEIOCTABISAIOTCS CaMHM pPaOOTHHUKOM
IyTEeM 3aIl0JIHEHUS aHKEThI yCTaHOBJIEHHON (hopmbl. PaboTonarens 00s13aH npu ux
MOJIYYeHUH TPOBEPUTH 3aSBJICHHBIE JIAHHBIE MPEAbSIBICHHBIM MOATBEPKIAIOIINM
JOKYMEHTAaM.

6.2.1. AHKeTa COAEPKUT BOIPOCHI O MEPCOHANIBHBIX JAHHBIX PAaOOTHUKA.

6.2.2.AHKeTa NOHKHA OBITH 3arojHEHA PaOOTHUKOM JM4yHO. Bee mons
aHKETbl JOJDKHBI OBITh 3alOJIHEHbl, a NpH OTCYTCTBUM HUHGPOPMALMU B
COOTBETCTBYIOLLIEH TMOJ€ JODKeH CTaBUThCA mnpouepk. CokpalieHus mpu
3aMoJIHEHUHU aHKEThI HE I0MYyCKAIOTCS, TAK)XKE KaK U UCIIPABICHUS U 3a4€pPKUBAHUS.
B sToMm citydyae paGoTHUK 00s3aH 3allOJIHUTh AHKETY 3aHOBO.

6.2.3.AHKeTa pabOTHHKA XPAHUTCS B JIMYHOM JieJie Y OTBETCTBEHHOTO
una paboToaaTeNsi BMECTE C MPeIOCTaBICHHBIMU TJOKYMEHTaMHU.

6.2.4. JIuunoe neno pabOTHUKA BCTYIUICHHS TPYIOBOTO JI0TOBOPA B CHITY.

6.2.5.JluuHoe gneno xpaHuTcs B Tankax «Jleno» ycTaHOBIEHHOTO
oOpasia, Ha KOTopoil yka3biBatoTcs HoMmep aena u O.1N.0. paboTHuKa.

6.2.6. JIlugHOE ne10 BKIIFOYAET JIBE IBETHBIE hoTorpadun paboTHHKA 3 Ha
4 cwm.

6.2.7.Bce  OKyMEHTbl  JHMYHOTO Ji€Ja  XpaHATCI  CTPOro B
XPOHOJIOTMYECKOM TOPSJIKE, C MPOCTABICHHWEM JaThl UX IOIYYEHHs, a TaKxKe
HyMEpaluH.

6.2.8.JIluyHoe pgeno Tmocie MpeKpaleHus: TPYJOBOrO J0roBopa C
COTPYOHUKOM  HE€peJaeTcss B  apxXUB M XpPaHUTCS  yCTAHOBIJIEHHBIE
3aKOHO/IaTeIbCTBOM CPOKH.

7. Ilepenayva nepcoHAIBHBIX JaHHBIX

7.1. Ilpu ocyIIecTBICHUY TIepeaadr ePCOHATBHBIX TaHHBIX PA0OTHUKOB
TPETHUM JIMIIaM pabOTONATENIb 00s3aH:

- HEe cOo00IIaTh MepCOHANbHBIE JaHHbIe 0€3 MOJYYEHHOTO MUCHbMEHHOTO
corjacusi pabOTHHKA, KpOME CIIy4aeB, KOTJa Takue OOS3aHHOCTU YCTAHOBIICHBI
3aKOHOJIATEIbCTBOM;

- HE TmepeaaBaTh NEPCOHAJbHBIC JaHHbIE PAOOTHWUKA ISl MCIOJB30BaHHUS B
KOMMEPYECKUX MEIISX;

- TpeboBaTh OT TPETHUX JHI[ COONIONCHHUS TIpaBWI PabOTHI C
MEePCOHANBFHBIMU  JTAaHHBIMH, a  TakKKe  TNPENOCTaBICHUS  MHCHbMEHHOTO
MOATBEPXKACHUS  WCIIOJIB30BAHUS ~ TMEPCOHANBHBIX  JIAHHBIX B TOPSIKE,
MPETYCMOTPECHHBIX HACTOSIIUM MOJIOKEHHEM O 3aIUTE MEPCOHATBHBIX TaHHBIX;

- J1aBaTh JIOCTYN K MEPCOHAIBHBIM JAHHBIM TOJBKO JUIAM, UMEIOIIIM
COOTBETCTBYIOIIUN JOMYCK ¥ HWCIONB3YIONUX WX TOJBKO JUISI BBITTOJTHCHHUS
KOHKPETHBIX MTOJTHOMOYHIA;



- He UcTpeboBaTh MH(OPMAIIMIO O COCTOSIHUM 370pPOBbsl pabOTHHKA, 3a
HCKIIFOUEHUEM JIaHHBIX, KOTOPbIE€ MOTYT MOBIUATH Ha UCHOJIHEHHWE PAOOTHHKOM
CBOMX TPYJOBBIX 00sI3aHHOCTEH.

8.[locTyn K mepcoHaTbHBIM JaHHBIM PAOOTHHKA.

8.1. Buyrpennuil poctyn (Mcmonb30BaHHE MHPOpMaUUU PaOOTHUKAMHU
[IkoJb).

[IpaBo nocTymna K nepcoHaIbHBIM JJaHHBIM Pa0OTHUKA UMEIOT:

- pykoBoautens I11koJsr;

- CIIELIMATIUCT MO KaJpam;

- pabOTHUKH OyXrajaTepuu, B Mpejesiax CBOe KOMIETEHIINH;

- caMm pabOTHHUK.

8.2. Baemnuii 1ocTyn (rocy1apCTBEHHbIE CTPYKTYPbI).

[lepcoHnanbHble JaHHBIE pAOOTHUKOB MOTYT MPEAOCTABIATHCA TOJIBKO 1O
3aMpocy KOMIIETEHTHBIX OPTaHOB, UMEIOIIUX COOTBETCTBYIOIINE MOJTHOMOYMS:

- penepanbHas HaIOTOBAs CIYXKOA;

- IPAaBOOXPAHUTENIbHBIE OPTaHbl;

- OpraHbl CTATUCTHUKY;

- OI0pPO KPEIUTHBIX UCTOPHIA;

- BOGHKOMATHI;

- OpraHbl COLUAIBLHOTO CTPAXOBAHUS;

- IEHCUOHHBIE (POH/IBI;

- IOApa3/ieNIeHNs MyHUIIUTIAIbHBIX OPTraHOB YIIPaBICHUSI.

8.3. Ipyrue opranu3aiuu (TpETbU JIUIA).

Cenenust 0 paOOTHHKE (B TOM YHUCJE YBOJICHHOM W3 JAHHBIX apXHBa)
NPEIOCTABISIOTCA TPETHUM JIMI[aM Ha OCHOBAHHMH NMHUCHbMEHHOTO 3asBJIEHUS CAMOT0
paboTHHKA.

8.4. PoncTBEHHUKHN 1 YWIEHBI CEMEH.

[lepconanbHble AaHHBICE PAOOTHHKA MPEAOCTABISIOTCS POJCTBEHHUKAM
WIH YIEHAM €T0 CEMbHU TOJBKO C MUCbMEHHOTO pa3penieHus: paboTHUKA.

9. 3amura rnepcoHaabHbIX JAHHBIX PAOOTHHUKOB.

9.1. B pamkax peanuzanuu myHKTOB HacTosmiero [lonoxenus o 3amure
MEPCOHATBHBIX JIAHHBIX PAOOTHUKOB, PYKOBOJMTENb INKOJb Ha3HAYaeT JIMIIO,
OTBETCTBEHHOE 3a COOJIOZICHHE TOpsAAKa padOThl C MEPCOHATBHBIMH JTAHHBIMU
pabOTHUKOB, Ha KOTOPOM JIeKaT BCE OOA3aHHOCTH MO OOECIECYCHHIO
KOH(HICHIINATbHOCTH TIOJYYCHHBIX JaHHBIX, a TaK)Ke OpraHu3aluu paboThl C
HUMH.

9.2.Iloctynaromue 3amnpocbl OT TPETbUX JIMIl HA NPEAOCTABICHUE
MepcoHaNbHBIN MHPOPMAIIMU O PAOOTHUKE JOJKHBI BU3UPOBATHCS HOPUANYECKON
coyx0Ooit  IlIkombl ¢ pe3omoneli O BO3MOXKHOCTH OTBETa M IOJHOTE
MpeaocTaBIsieMOr HH(pOopMaLIH.

9.3.Ilepenaya uHbopMalu MPOUCXOIUT TOJHKO B MHUCHMEHHOM BHJIE.
3anpoc JoJKEH OBITh ClieflaH B MUCbMEHHOM BHUJIE C YKAa3aHUEM BCEX PEKBU3UTOB
nuua, 3anpamuBaroniero uHpopmauuio. OTBET JOKEH OBITh CAelaH Ha



¢bupMeHHOM OJlaHKE KOMIAHWUU U OTIpPaBJICH JIMOO KypbepCcKou ciry:k00H, 1100
3aKa3HbIM MTUCEMOM.

9.4.Bce moyydyeHHbIE TNEPCOHANBHBIC JAHHBIC JOJDKHBI XPAHUTHCS B
MeCTe, UCKITIOYAIOUIEM HECAHKIIMOHUPOBAHHBIX JOCTYI TPETHHUX JIMII.

9.5.05eKTpOHHBIE HOCUTENIW WH(POpPMAINHU, JOJKHBI OBITH 3aIUIICHBI
KpuTorpauyecKUMH CpeCTBAMU 3aIIUTH HHPOpMALMHK (ITAPOJIb HA KOMITBIOTED).

9.6.Bo BpeMs oOTIyCKa COTPYJHHKA, OTBETCTBEHHOIO 3a XpaHEHUE
MEPCOHANBHBIX JAHHBIX, MPUKA30M Ha3HA4YaeTCcsl COTPYIHUK, Ha KOTOPOTO
BO3JIaraeTcsi OTBETCTBEHHOCTD 3a MEPCOHAIbHBIE JAHHBIE COTPYIHUKOB.

9.7.Kmtou oT kaOuWHETa OTBETCTBEHHOI'O COTPYAHUKA XpaHUTCSH Yy
CHenuanucTa rno kajapam u pykosoautesns [1Ikonst.

10. OTBeTCTBEHHOCTh 3a pasrjalleHue HHQPOPMAIUH, CBSI3aHHOW C
NEepPCOHAIBHBIMU JIaHHBIMU PaOOTHUKA.

10.1. Jluma, mnpu3HaHHbIE BHMHOBHBIMH B HApYUICHUU MOJIOKEHUHN
Hactosmero IlonokeHuss O 3alIUTe MEPCOHAIBHBIX JaHHBIX PAOOTHUKOM
NPUBJICKAIOTCS K TUCHUILTMHAPHON, aIMUHUCTPATUBHOM, IPAKIAHCKO-TIPABOBYIO U
yrOJIOBHOM OTBETCTBEHHOCTH, B MOPSAKE MPEIYCMOTPEHHOM 3aKOHOAATEIHCTBOM
P® u nokanbHBIMU HOPMATUBHBIMU aKTaMHU.



