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Ionoxenne
0 321HUTe NePCOHATBHBIX JAHHBIX PAGOTHHKOB MYHHIMNAILHOTO GH0/KETHOTO JOMIKOILHONO
06pa3soBaTe/LHOT0 yupeAIeHns AeTcKHii cax ofmepaspuBatomero Buja Ne 20

1. OBILME ITOJIOKEHHA

1.1. Hacrosiee MONOXeHHE O 3alIMTE NEPCOHANBHBIX NAHHBIX PAOOTHHKOB JOLIKOJBHOIO
obpasoatebHOro  yapexienus (nanee - Ilonoxenne) paspaboTaHo ¢ LEMbIO  3aUIHTEI
uHGOpMAIHH, OTHOCAIEHCS K THYHOCTH W JMuHOM xw3HH pabotruxos MBJIOY Ne 20 (nanee
Vupexenns), B COOTBETCTBHH CO cTarheil 24 Koncturyn Poccuiickoit Genepauun, TpynossiM
kozexcoM Poccuiickoit enepamun u deneparsubive 3axonamu ot 27 mons 2006 roma Ne 149-03
«06 HHbOPMALIHH, HHDOPMAIMOHHEIX TEXHONOTHAX H 0 3aupute HHpopMamwk ot 27 o 2006
roga Ne 152-®3 «O nepcoHATBHBIX AAHHBIXY.

1.2. Tlonoxenne o 3alIMTE NEPCOHATBHBIX JAAHHBIX PaDOTHHKOB YCTAHABIMBACT MOPANOK
noyyeHus, yyeta, 00paboTKH, HAKOIIEHHS W XpaHEHWs JOKYMEHTOB, COJIEpAllMX CBE/ICHHS,
OTHECEHHBIE K MEPCORATBHBIM J1AHHBIM PabOTHHKOB YUpek/IenHs. PaOOTHHKaMH CUHTAIOTCS JHIQ,
paboTatonue B yIpe:K/IEHHH 110 TPYAOBOMY JOT0BODY.

1.3. Lensto Hactosmero ITomoskenus ABseTcs HCTIOMHEHNE 3aKoHOMaTeNbCTBa PO B obnactu
3AIIUTHI IEPCOHATBHBIX JAHHBIX.

1.4. K axram 0053aT€/IbHBIM K HCTIONHEHHIO B YUPEXK/IEHHH OTHOCSTCS 3aKOHOKATebCTBO PO B
cepe 3amuTHl HHPOPMALMY, a TaKke NPHHATHIE HA €T0 OCHOBAHMU JIOKATbHBIC HOPMATHBHBIE
aKTBI YYPEKACHUS.

1.5. Hactosimee TMOMOXEHHE O 3allUTe MEPCOHATBHBIX JIAHHBIX JIOMKHO ObITh NOANMCAHO
3aBe/ylOUMM  YUpeXIEHWeM, M Bce PabOTHHKM JODKHBI ObITh MHCBMEHHO MOX POCHHCH
03HAaKOMJIEHBI C HHM.

2. TIOHATHE U COCTAB NEPCOHAJIbHBIX JAHHBIX

2.1. Tlom mepcoHATBHBIMM J@HHBIMA PabOTHHKOB MOHHMaeTCs MHpopManus, HeoOXomuMas
paboTOZaTeMo B CBSI3U C TPYAOBBIMH OTHOMICHHSMH M Kacalomascsi KOHKPETHOro paboTHHKa, a
TaKkKe CBEJEHH O (aKTaX, COOBITHAX M OOCTOSTENBCTBAX KHM3HM PalOTHHKA, MO3BOJISIONIME
H/ICHTA(ULEPOBATH €10 TMIHOCTD.

2.2, CocTaB nepcoHANBHEIX IAHHBIX paOOTHHKA:

- aHKeTa;

-aBTobHOrpadus;

- o0pasoBanue;

- CBEJIEHHS O TPYZOBOM M 00IIEM CTaxe;

- CBEZICHHS O IpeJIbIIyIeM MecTe PaboThi;
- CBE/IEHHS O COCTaBE CEMbH;



- IaCIIOPTHBIE JaHHBIE;
- CBEJICHUS O BOUHCKOM Y4€TE;

- CBE/ICHUS O 3apabOTHOM TUIaTe COTPYTHHUKA;

- CBEJICHUS O COLIMAIIBHBIX JIBIOTAX;

- CIIELUAJIBHOCTb;

- 3aHMMaeMas JOJDKHOCTB;

- pa3Mep 3apabOTHOM IJIAThI,

- HaJIM4ne CyJUMOCTEN;

- aJJpec MECTa KUTENbCTBA;

- ToMaIrHui TenedoH;

- COZIep>)KaHNE TPYAOBOIO J0I0OBOPA;

- COZIep’KaHuE ACKIapaluy, I0AaBacMON B HAJIOTOBYIO MHCIIEKIUIO;

- IOJIMHHUKYU U KOIHUHU [IPUKA30B [0 JUYHOMY COCTaBY;

- JIMYHBIE JIeJ1a U TPYAOBbIE KHUKKU COTPYIHHUKOB;

- OCHOBAHHS K IIpUKa3aM I10 JIUYHOMY COCTaBY;

- JIe1a, cofieprKallie MaTeprasl 0 HOBBIILIEHUIO KBaTU(UKALUU U EPENOAr0OTOBKE COTPYAHUKOB,
UX aTTeCTalllH, CIIY>KEOHBIM pacciie/JOBaHUsIM;

- KOIIUU OTYETOB, HAIIPABJIIEMBIE B OpPraHbl CTATUCTUKH;

- KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

- pe3yabTaThl MEIUIMHCKOIO 00CIEeJOBaHUS HA MPEAMET MOJHOCTH K OCYIIECTBICHUIO TPYAOBBIX
00s13aHHOCTEIA;

- (hoTorpaduu 1 MHbIE CBEJCHHUS, OTHOCAIIMECS K IIEPCOHANBHBIM JJAaHHBIM Pa0OTHHUKA;
PEKOMEHALNHN, XapAaKTEPUCTUKH U T.II.

2.3. VYka3zaHHble B 1.2.2. CBEICHMs SIBIIAIOTCS KOH(QHUICHIMAIBHBIMHU M HE IOJJIEKAT
pasrialleHUI0 MHA4Ye KaK 110 OCHOBAaHHUAM, IPEAYCMOTPEHHBIM 3aKOHOMATENbCTBOM Pd. Pexum
3alUTHI IEPCOHATBHBIX JAHHBIX MOXKET OBITh CHAT MO MCTEYEHUH 75 JIET, eciid OOJIbIINHA CPOK He
IPelyCMOTPEH 3aKOHOAATEIbCTBOM UJIU COTJIALIEHUEM C PAOOTHHUKOM.

3. OBA3AHHOCTHU PABOTOJATEJISA

3.1. B nuemsax wucnonHeHuss TpeOoBaHUI 3akoHomarenbcTBa P® mnpu oOpaboTke
MEPCOHANBHBIX JAaHHBIX, BCE PAOOTHHKH YUPEXKIEHHUS JOJDKHBI HCHOJIHATH YCTAaHOBIECHHBIN
NOPSAJIOK padOTHI:

3.1.1. PaboTa ¢ nepcoHalbHBIMHU JaHHBIMUA PaOOTHUKOB JOJHKHA HE HApYIIaTh TpeOOBaHUMN
3aKoHOMaTeNbcTBa P®D W JOKadbHBIX HOPMATHUBHBIX aKTOB OpTraHM3allid, W JOJKHA OBITh
HEMOCPEJICTBEHHO CBS3aHa C OCYIIECTBICHHEM UMHU CBOMX TPYAOBBIX (DYHKIIUH.

3.1.2. Ilpu cbope u 0OpabOTKEe MEPCOHATBHBIX JAaHHBIX PaOOTHHKA PadOTOMATENh JOJIKEH
pykoBojcTBoBaThcsi Koncturynueir P®, TpynoBeim kozekcom P® u uHbIMH (enepanbHbIMU
3aKOHAMH.

3.1.3. TIlepcoHanbHble JdaHHbIE pPAaOOTHUKOB JOJDKHBI OBITh  TOIMYYEHBI  TOJIBKO
HEIMOCPEICTBeHHO Yy Hero. Ecnmu st oOpaboOTKH €ro JaHHBIX WKW WX TOJYYCHHS MPHUBJIEKACTCS
TPEThbH JIMIIA, TO PAOOTHHUK JOJDKEH JaTh MPEIBAPUTEIbHOE MUCHMEHHOE COTJIache Ha 9TO.
OnHOBpEeMEHHO PAOOTHHK JOJKEH OBITh YBEIOMIIEH O LEJAX cOopa mHPOpMAINK, UCTOYHHKAX €€
MOJTyYEHUsI, a TAKXKE O MOCIEICTBUAX OTKa3a OT MPEJOCTaBIECHUSI MUCBMEHHOTO coriacus Ha cOop
uH(pOpMaLIUH.

3.1.4. TlepcoHanbHble NaHHbIE PAa0OTHUKA O €ro MOJUTUYECKHX, PEIUTHO3HBIX U HHBIX
yOEXKICHUSIX, YACTHOM JKM3HH, a TAK)KE YICHCTBE B OOMIECTBEHHBIX U MPOPCOIO3HBIX OPTaHU3AIHIX
HE TOJIekKAT cOOpy YUpEexKACHHUEM, €ClIi NHOE HE TPETyCMOTPEHO 3aKOHOIATEIbCTBOM.

3.1.5. 3ammTa nepcoOHaNbHBIX JTaHHBIX PAaO0OTHUKA JTOJDKHA 00ECTIeYMBATHCS MOJHOCTHIO 32
cuer paboToaTens.



3.1.6. YupexneHue o0s3aHO Ipu mpuemMe Ha paboTy, a TakKe MpHU JTIOOBIX U3MEHEHUSX
HpaBWI PabOTHI C MEPCOHAIBHBIMH JaHHBIMHU NMCHbMEHHO 3HAKOMHUTH C HUMH BCEX PaOOTHHKOB
YUPEKACHUS.

3.1.7. Yupexxaenue He UMEET MPaBo MPUHYXKIATh PAOOTHUKOB K OTKa3y OT CBOMX IIpaB Ha
3aIUTY EPCOHATBHBIX JTAHHBIX.

1. OBA3AHHOCTHU PABOTHHUKA

PaGoTuuk o0s3aH:

4.1. Tlepenath pabOTOIATENIO BCE MEPCOHAIBHBIC JaHHBIC, YKa3aHHBIE B COOTBETCTBYIOMIHX
JOKYMCHTaX.

4.2. B yCTaHOBIIEHHBIH MpaBHJIaMH CpPOK cO0OmaTh paboTogaTrearo 00 HM3MEHE CBOHX
HepCOHaJIBHBIX JAHHBIX.

S. IPABA PABOTHHUKA

PaGoTHHK mMeeT TpaBo:

5.1. Ha mpocmoTp nepcoHanbHON MHGOpMaIiK, UMeroleiics K padoToaaTento.

5.2. Ha cBoGoaHbIl OecriaTHBI M HEOIPAHUYEHHBIH JOCTYI K CBOMM IEPCOHAIBHBIM
JAHHBIM, B TOM YHCJI€ MPABO Ha MOJYYEHHE IMOATBEPKIAIOIIUX JOKYMEHTOB B BHJIE CIIPABOK,
KOTIMIA WJI B BUJIE MHOTO JIPYTOTO O(UIIHATBLHOTO TOKYMEHTA.

5.3. Ha moctyn K MEAMUMHCKUM JAaHHBIM C IOMOILBIO MEIMIIMHCKOIO CIELHAINUCTa IO
CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHSI MU YIAIUTh NEPCOHAIBHYIO HH(POPMALUIO, TIOIYYEHHYIO
paboTtomareneM B HapylmIeHHE HACTOANIMX TpaBWI. VI3MEHEHUS BHOCATCS Ha OCHOBAaHHH
NUCbMEHHOTO 3as1BJICHUS Pa0OTHHKA.

5.5. IlorpeboBate OT paboTonaTenss M3BECTUTh BCEX JIMIl, paHEE MOJYyYMBLIMX IO BHUHE
paboTopaTensi HEMOJIHbIE WIIM HEBEpHBIE MEPCOHANIbHBIE JaHHbIE 0 paOOTHUKE.

5.6. OGxanoBaTh B CyieOHOM MOpsiAKe Jt0Oble HEelpaBOMEpHbIE AEUCTBUS Uiu Oe3/elcTBIe
paboTtonarens npu 0OpabOTKe U 3alUTe NEPCOHATBHBIX JAHHBIX paOOTHHKA.

6. CbOP, ObPABOTKA U XPAHEHHUE ITEPCOHAJIBHBIX TIAHHBIX

6.1. OO6paboTka TNepcOHANbHBIX MaHHBIX PA0OTHUKA - 3TO TMOJy4YeHHE HHGOpMAIMM U3
pa3IMYHBIX UCTOYHUKOB, €€ XpaHeHue, 00padoTkKa, a Takxke JII000e APYyroe UCIOIb30BaHUE.

6.2. IlepcoHanbHble JaHHBIE NPEAOCTABISAIOTCS CaMUM PAOOTHUKOM IYTEM 3arlOJHEHUS
aHKEeThl yCTaHOBJIEHHOM QopMmbl. PaboTonarens 00s3aH Npy WX MOTYyYEHUH IPOBEPUTDH 3asIBJICHHbBIE
JaHHBIE TIPEIBSABICHHBIM MOATBEPKAAIOIINM JOKYMEHTAM.

6.2.1. AHKeTa coAepKHUT BOIIPOCHI O IEPCOHATBHBIX JaHHBIX PaOOTHHKA.

6.2.2. AHKeTa J10JKHA OBITH 3aMIOJTHEHA PAOOTHUKOM JIMYHO. Bee mosist aHKeThl JOKHBI ObITh
3allOJIHEHbI, a TpPU OTCYTCTBUM HH(OpPMAlMM B COOTBETCTBYIOIIEH IOJ€ JOJKEH CTaBUTHCS
npodepk. CokpallleHus: Npu 3al0JHEHUHM aHKEThl HE JOIYCKAKOTCS, TAK)KE KaK M HUCIPaBICHUS U
3auepkuBaHus. B 3TOM cityyae pabOTHUK 0053aH 3aMOJIHUTh aHKETY 3aHOBO.

6.2.3. AHkera paOOTHHMKa XpaHUTCS B JMYHOM JieJie Y OTBETCTBEHHOTO JMlia paboToaaresns
BMECTE C MPEIOCTABICHHBIMH IOKYMEHTAMHU.

6.2.4. Jluynoe neno paboTHUKa O(GOpPMIIAETCS IMOCie BCTYIUIGHHS TPYJIOBOrO JIOTOBOpa B
CUILY.

6.2.5. JluuHoe Heno XpaHUTCA B MAIKaX «JIeJl0» YCTAaHOBJICHHOTO 00pasla, Ha KOTOPOM
yKka3biBatoTcss Homep nena u ©.1.0. paboTHuKa.

6.2.6. JInuHOeE /€710 BKIIIOYAET JBE LBETHBIE (hoTorpaduu paboTHUKa 3 Ha 4 cM.

6.2.7. Bce HOKYMEHTBI JIMYHOIO Ji€JIa XPAHATCS CTPOTO B XPOHOJOTHMYECKOM MOPSIKE, C
IIPOCTaBJICHUEM JaThl UX MTOJIyUYEHUs, a TAK)KE HyMepaluu.



6.2.8. JInuHoe neno nmocie npeKpalieHus TpyJ0BOro J0roBopa ¢ COTpyIHUKOM MepeaaeTcs B
apXMB, ¥ XPAaHUTCS yCTAHOBIICHHBIE 3aKOHOIATEIbCTBOM CPOKHU.

7. IEPEJJAYA IEPCOHAJIbBHBIX TAHHBIX

7.1. Tlpu oCyIIEeCTBICHUH MEpelavyd MEPCOHATBHBIX TaHHBIX PAOOTHHUKOB TPETHUM JIHIIAM
paboTonaTens 00s3aH:

- He coOo0IIaTh MEPCOHANbHBIC JaHHbIE 0€3 MOIYYEHHOTr0 MMChbMEHHOIO COriacusi pabOTHHKA,
KpPOME CIIy4aeB, KOT/ia TaKue 00S3aHHOCTH YCTAHOBIICHBI 3aKOHOAATEILCTBOM;

- HE mepenaBaTh IMEPCOHAIbHBIC JaHHBbIC PAOOTHHKA JJIsI UCIOJB30BaHUSA B KOMMEPUYCCKHX
eIsX;

- TpeOOBaTh OT TPETHUX JIMI[ COOIOJICHUS MPABUI PAObOTHI C MEPCOHATBHBIMH JAHHBIMHU, a
TAaKXKC NPCAOCTABJICHUSA MUCBbMCHHOI'0 MOATBCPIKACHUA HMCIOJIB30BaHUA NCPCOHAIBHBIX JAaHHBIX B
HOPSIIKE, TPEAYCMOTPEHHBIX HACTOSIIMM TTOJIOKCHUEM O 3alUTE MEPCOHATBHBIX HaHHbBIX;

- AaBaTb AOCTyIl K IEPCOHAJIbHBIM AAaHHBIM TOJIBKO JHIAM, HMCIOIUM COOTBCTCTBYIOHII/Iﬁ
JIOMYCK ¥ UCIIOJIb3YIOIIMX MX TOJBKO JIJIsl BHIMOJHEHUS KOHKPETHBIX TTOJTHOMOYHIA;

- He wucTpedoBaTh MH(OPMALMIO O COCTOSHHU 3I0pOBbs PAOOTHHMKA, 3a MCKIFOUYCHHUEM
JIAHHBIX, KOTOPBIEC MOTYT MOBJIUATH HAa UCIIOJHEHNE PAOOTHMKOM CBOMX TPYIOBBIX O0SI3aHHOCTEH.

8. 10CTYII K IEPCOHAJIBHBIM JAHHBIM COTPY IHUKA

8.1. BuyTpenHuii noctym (ucrosib3oBaHHe HH(pOpManuu pabOTHUKAMU YUPEKICHHS).
[TpaBo gocTyma K MepcoOHATBHBIM JaHHBIM PAOOTHUKA HMEIOT:

- 3aBEJIYIOLIUHN yUPEXKICHUE;

- peceaaTeNb npodCco3HOr0 KOMUTETA,

- MEIMLIMHCKAsL CECTPa;

- caM pabOTHUK.

8.2. Bueurnuit noctyn (rocyaapcTBEHHBIE CTPYKTYPHI).

[lepconasnibHbple JaHHBIE PAaOOTHUKOB MOTYT TMPEJOCTABISATHCS TOJBKO TIO  3ampocy
KOMIIETEHTHBIX OPIaHOB, UMEIOIINX COOTBETCTBYIOLIUE TOJTHOMOYHS:

- penepanpHas HaJIOTOBas CIyK0a;

- IPaBOOXPAHUTEIIbHBIE OPTaHbl;

- OpTraHbl CTATUCTUKH;

- OI0PO KPEIUTHBIX UCTOPHUI;

- BOCHKOMATHI;

- OpraHbl COIIMAIBHOTO CTPAXOBaHUS;

- IEHCUOHHbIE (POH/IBI;

- IOJpa3IeIeHUs] MyHUIIUNIATbHBIX OPTaHOB YIPABIICHHUS.

8.3. JIpyrue opranuzaruu (TpeThU JUIA).

Ceenenusi o paboTHHKE (B TOM 4YHCIE YBOJECHHOM W3 JaHHBIX apXWBa) MPEIOCTABISIFOTCS
TPETHUM JIMIIaM HAa OCHOBAHHMH MHCHMEHHOTO 3asiBJICHUSI CAaMOTO pabOTHHUKA.
8.4. POACTBEHHUKH U YJIEHBI CEMEM.
[lepconanbHple JaHHBIE PAOOTHHKA MPEIOCTABISIOTCS POJCTBEHHHKAM WM YJ€HAM €ro CEeMbH
TOJILKO C TMCHbMEHHOTO pa3pelieHus paboTHUKA.

9. SAIUTA ITEPCOHAJIBHBIX TAHHBIX PABOTHHUKOB

9.1. B pamkax peanu3alnuy IMyHKTOB Hactosmero [lomokeHust o 3amure nepcoHalIbHBIX
JAHHBIX PAaOOTHHMKOB, 3aBEAYIOIIMH yUYPEXKICHHS W3JaeT NpUKa3 O Ha3HAYCHUM JINIIA,
OTBETCTBEHHOTO 3a COOJIO/ICHUE MOpsJKa paboThl ¢ MEPCOHATILHBIMU JaHHBIMH PaOOTHUKOB, HA
KOTOPOM JIeXKAT BCE 00SA3aHHOCTH IO 00ECTIEYeHUIO KOH(DUICHIINAIBHOCTH MOTYYEeHHBIX JaHHBIX, a
TaKXe OpraHru3aluu paboThl C HUMH.



9.2. Tlocrymaromme 3ampockl OT TPEThHX JHUI[ Ha MPEIOCTABICHUE MEePCOHATBHON
uHpopManun O pabOTHUKE MOJKHBI BH3HPOBATHCS HOPUANYECCKON CIy)O00i C pe30onueit o
BO3MOXXHOCTH OTBETA U MOJIHOTE MPEAOCTABIsIEMON HH(POpMAITUH.

9.3. Tlepenaua mH(pOpPMAIUK TPOMCXOJUT TOJBKO B MHCHMEHHOM BHIE. 3ampoc JIOJDKCH
ObITh clellaH B TNHCBbMEHHOM BHJE C YKa3aHHMEM BCEX PEKBU3UTOB JIMIA, 3alPalIMBAOIIETO
uHpopmanuo. OTBET MOJDKEH OBITH cliejlaH Ha GUPMEHHOM OJIaHKE KOMITAaHWHM M OTIIPaBJICH JIUOO
KypbepcKo# ciyx00ii, 1100 3aKa3HBIM THCHMOM.

9.4. Bce nosy4eHHBIC EPCOHANLHBIC TAHHBIC JOJDKHBI XPAHUTHCS B MECTE, UCKITIOYAIOIIEM
HECAHKIIMOHUPOBAHHBIX JIOCTYI TPETHUX JIUII.

9.5. DNEKTPOHHBIC HOCUTENIN UHPOPMAIIUH, TOJDKHBI OBITH 3aIIUIICHBI KPUTOTPahUIeCKUMHU
CpeACTBaMU 3aIIUTHI HHPOPMALIUH. .

10. OTBETCTBEHHOCTbD 3A PA3TJIAIIEHUE UH®OPMAIIAH, CBSI3AHHON
C IIEPCOHAJIBHBIMHU JTAHHBIMHU PABOTHHUKA

10.1. .HI/II_[a, IMPU3HAHHBIC BUHOBHBIMH B HAPYIICHHUUN MOJ0XKEHU U HaCTOoAICTO ITonmoxxenus o
3aluTe MNEPCOHAIIBHBIX JaHHBIX pa6OTHI/IKOM IMPUBJICKAIOTCA K [[I/ICLII/IHJII/IHapHOI\/JI,
aHMHHHCTpaTHBHOﬁ, I’pa)K,HaHCKO-HpaBOBOﬁ n erJIOBHOﬁ OTBCTCTBCHHOCTH, B IIOPAIKC
npeaAyCMOTPpCHHOM 3aKOHOAATCIILCTBOM P® n noxansHBEIMH HOPMAaTUBHBIMH aKTaMH.



