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1. OBIIUE MOJOXEHUS

1.1. Hactosmee ITomoxenue o 3ammte NEPCOHANBHBIX NaHHBIX PabOTHUKOB
AOIIKONIBHOTO 00pa30BaTeNbHOIO yUpekIeHus (najee - Ionoxenue) paspaGorano
C HENBI0 3aIUTBl MH(QOPMALUH, OTHOCSIIEHCS K JIMYHOCTH M JIMYHOMN IKH3HU
pabOTHUKOB MYyHHIMNATBHOTO GIOIKETHOIO JIOIIKOIBHONO 00pazoBaTEIEHOr0
yupexnenus «Jlerckuit cax Ne 16» (maiee YUpexneHus), B COOTBETCTBHH CO
cratbert 24 Kowucturymmm Poccuiickoit @enepanuy, TpymoBEIM KOIEKCOM
Poccuiickolt @enepanuu u DenepansHEIME 3aKkoHaMu oT 27 wrons 2006 roma Ne
149-03 «O6 wundopmanvu, HHGOPMAIMOHHBIX TEXHONOTHSX U o 3aIluTe
uHMOpManum», ot 27 urons 2006 roga Ne 152-d3 «O MePCOHAIBHBIX TaHHBIXY.
1.2. Tlonoxenue o 3aiiuTe NMEpPCOHANBHBIX NAHHBIX PabOTHUKOB yCTaHABIHBACT
TOpANOK MOTYHCHUS, y4eTa, 0OpabOTKH, HAKOIICHHS W XPAHEHHsS IOKYMEHTOBR,
CONCPALMX  CBEACHHUS, OTHECEHHBIC K MEPCOHATBHBIM NAHHEIM PaGOTHUKOB
YHIpexKaenus. PaboTHHKaMU CUHTAIOTCS NHMIA, paboTarolihe B YUPEXKIECHUH I10
TPYIOBOMY IOTOBOPY.
1.3. Lleneto mactosutero ITomoxeHus sBASETCS HCIONHEHHE 3aKOHONATeIhCTBRA
P® B oGnactu 3ammuTe! IIEPCOHAILHBIX JaHHBIX.
1.4. K akram, 06s3aTeNbHEIM K HCHONHEHHIO B YUPEKIEHUN OTHOCSTCS
3aKoHONATeNbCTBO PO B cdepe 3amuTer mHGOpMAanHuU, a TakKe IIPUHSATHIC HA €ro
OCHOBaHUM JIOKaJIbHbIE HOPMATUBHBIE AKTHI YUPEIK ICHHS.
1.5. Hacrosamee Ilomoxkenue o 3allUTE TIEPCOHAIBHBIX HAHHBIX TOJHKHO OBIThH
MOMMHMCAHO  3aBCYIOIIMM YUPEKIEHHEM, W BCe PAOOTHHKM MOIKHEI ObITh
MMACBMEHHO IO/ POCIIMCH 03HAKOMJICHBI C HUM.

2. IOHATHUE Y COCTAB IEPCOHAJBHBIX JAHHBIX
2.1. Ilog nepcoHanbHBEIMH NAHHBIMH pabOTHUKOB MOHMMaeTcs HHMOpPMALWs,
HeoOxomuMast paboTONATENIO B CBS3HU C TPYXOBBIMH OTHOLIEHUSIMH M KacCaroIasics
KOHKPETHOTO pabOTHHKA, a TakXe CBENCHHI O QaxTax, CcoOBITHAX WU
OOCTOSITENBCTBAX JKM3HM paGOTHIKA, TIO3BOJIAIOLINE HACHTUDHUIIMPOBATE €ro
JTUYHOCTE. [ }
2.2. CocTas nepcoHalbHBIX TaHHEIX paboTHHKA:
- aHKeTa;
- aBTOOMOTpadus;
- oOpa3oBanue;
- CBEICHUS O TPYIOBOM M OOIIEM CTaXE;
- CBEIICHHUA O NPEIBIAYIIEM MecTe paboTH;
- CBEJICHHUSA O COCTABE CEMBHU;
- TIaCIIOPTHbBIE TaHHBIE;



- CBEJIEHUS O BOMHCKOM YUETE;
- cBemeHHUs 0 3apabOTHOM ITaTe COTPYIHUKA,
- CBEJIEHHMs O COIMAIBHLIX JIbroTax;
- CIEIUAIBHOCTD;
- 3aHuMaeMasl NOJDKHOCTB;
- pa3Mep 3apabOTHOM IIATH;
- HaJgW4Yue CyJTUMOCTEN;
- aJpec MecTa XUTENbCTBA;
- IOMAIIHUH TeIePOH;
- coJiepyKaHKe TPYI0BOTO JI0T0BOPA;
- copepiKaHMe JeKIapalliH, [0aBaeMOy B HAJIOTOBYIO HHCIICKIIHIO,
- TIOMJIMHHMKHA Y KOIIMH IIPUKA30B I10 JTMYHOMY COCTaBY;
- JUYHBIE Iella U TPYIOBble KHIKKH COTPYAHHUKOB,;
- OCHOBAHHS K IPHUKA3aM TI0 JIHTIHOMY COCTaBY;
- menma, cojep)Kalye MaTepuaibl IO  IOBBIIICHUIO kBagTuUKauuu 1
TIepENOArOTOBKE COTPYIHMKOB, UX aTTECTAIINH, CIIy)K€OHBIM pacCiefOBaAHNSM;
- KOITMU OTYETOB, HAIIPaBJIsIEMble B OpraHbl CTATUCTHUKH;
- KOIHMH JOKyMEHTOB 00 00pa3oBaHuM;
- pesynBTAaTBl MEIMIMHCKOTO oOcnefoBaHMs HA IMPEAMET  TOMHOCTH X
OCYIIIECTBIIEHHIO TPYIOBBIX 00SI3aHHOCTEH;
- (ororpadum ¥ WHBIE CBEIEHWs, OTHOCAIIMECS K ICPCOHANBHRIM JIAHHBIM
paboTHHKA,
- pEKOMEHIAINH, XapaKTEPUCTUKHU U T.IL.
2.3, VikazagHble B I1.2.2. CBEIOCHUS SBISIOTCA KOHQUIEHUHUAIBEHBIMA W HE
MomIexaT pasIIallleHHI0 HHade Kak [0 OCHOBAHWAM, MPedyCMOTPEHHDLIM
3aKoHomaTenbcTBOM P@. PexxuM 3amMTEI MEPCOHANBHBLIX MAHHBIX MOXKET OBITH
CHST IO MCTedYeHWH 75 1er, ecnd OONBIIMKA CPOK HE MPEeaycMOTPeH
3aKOHOIATETBCTBOM MM COTJIAIICHUEM C PAOOTHUKOM.

3. OBSI3BAHHOCTH PABOTOIATEJIA
3.1. B mensx ucronHeHus TpeboBanuii 3aKoHoAaTenbCTBa PO mpu o0OpaboTke
TIepCOHANBHBIX TAHHBIX, BCE PAOOTHUKH yIPEKAECHHUS TOJDKHBI HCIIOIHATS
YCTaHOBJIEHHBIN TTOPATIOK PaOOTHL:
3.1.1. Pabota c IepcOHaIbHBIMHU JaHHBIMU pabOTHUKOB IOJDKHA He HapyllaTh
TpeGoBanmit 3aKOHOATENbCTBA PP 1 TOKAIBHBIX HOPMATHBHbIX aKTOB
OpraHU3aIlA}, U JOJDKHA OBITh HEMOCPEICTBEHHO CBA3aHa C OCYINECTBIICHUEM MU
CBOMX TPYIOBBIX (QYHKIIHH.
3.1.2. TIpu cbope u 06pabOTKe MEPCOHATBHBIX NaHHBIX paboTHHUKa PaboTONATEIh
NOIDKEH pyKoBoacTBoBaThes KoncTurynued PO, TpyJ0BEIM KOAEKCOM PO u
WHBIMH (elepalIbHBIMHU 3aKOHAMU.
3.1.3. TlepconanbHble NaHHBIE PAOOTHUKOB NOJDKHBI OBITH MOJy4€HBI TOITBKO
HerocpeCTBeHHO y Hero. Eciu a1 06paboTKU ero JaHHbIX VITH X TIOMyHeHI
TIpUBIIEKAETCS TPETHH JUIA, TO PAOOTHHK JOJDKEH aTh MPEABAPUTEILHOE
IHCBbMEHHOE cornacue Ha 370. OIHOBPeMEHHO pabOTHUK JOJDKEH OBITh yBEIOMIICH
0 1eJsIx cbopa HHPOPMALIUK, HCTOYHUKAX ee [OTyJEeHHs, 8 TAKKe O MOCIENCTBUAX
OTKa3a OT IIPeI0CTaBICHHs IHCbMEHHOTO COTIaChs Ha cOop wHPOpPMALIKH.
3.1.4. TlepcoHanbHble TaHHBIE PAOOTHUKA O €r0 MONUTHYECKHUX, PEMIHO3HBIX U



WHBIX YOEKICHHSIX, YACTHOM JKM3HM, 4 TaKKe UIEHCTBE B OOIISCTBEHHBIX H
TpOdCOIO3HBIX OpraHU3alAX He MOJIeKAT COOpy yUIpeKICHHEM, €CIM HHOEe He
IPEIYyCMOTPEHO 3aKOHOAATETECTBOM.
3.1.5. 3amura MepCOHATBHBIX MNAHHBIX paOOTHHKA JOJDKHA 00eCIeunBaThCs
[IOJIHOCTRIO 38 CUET paboTOHATENs.
3.1.6. Yupexnenwe 00s3aHO IIpU IpuemMe Ha paboTy, a Takxke Mpu 11o0BIX
M3MEHEHHAX [IPaBUIT pabOTHL C IEPCOHANBHBIMH TaHHBIMU IMCbMEHHO 3HAKOMITE C
HUMU BCeX PaOOTHUKOB YUPEKICHHUS.
3.1.7. VypexneHue He UMEET IIPpaBO NPUHYKAATh paOOTHUKOB K OTKasy OT CBOMX
[IpaB Ha 3aIlUTy EPCOHANBHBIX TaHHBIX.

4. OBA3AHHOCTHA PABOTHHKA
PaboTHuK 00s13aH:
4.1. Tlepematb paboTOHATENO BCE TepCOHATIbHBIC  [IAHHEIC, yKa3aHHbIE B
COOTBETCTBYIOIIUX JOKYMEHTaX.
4.2. B yCTaHOBIEHHBIM TpaBUIaMU CPOK COOOIIATH pabOTONATEINIO 00 u3MeHe
CBOHUX MEPCOHAIIBHBIX JTaHHBIX. ‘

5. IPABA PABOTHHUKA

PaboTHUK UMeeT IIpaBo:
5.1. Ha npocMoTp mepcoHanbHoN HHGOPMAIIHH, HMEIOIIENcs K paboTonaTeno.
5.2. Ha cBoOOmHBIM OecCIIaTHBIE MW HEOTPaHWYEHHBIM JOCTYM K CBOLM
IepCOHAIBHBIM TaHHBIM, B TOM HYHCIE [IPABO Ha IMONYYEHHE MOATBEPAAIOLIIN
JIOKYMEHTOB B BHJE CIIPABOK, KOIWH WIM B BUIE WHOTO APYroro OQHIMAanbHOIO
JIOKyMEHTa.
53. Ha pmocTtym K MENWIMHCKAM HAaHHLEIM C  T[OMOIIBIO MEIUIUHCKOTO
CIIELIMAIKCTa TI0 CBOeMY BEIOODY.
5.4. TpeGoBaTh BHECTH W3MEHEHWs WM yIAIUTh IEPCOHANBHYIO HH(OPMALHIO,
[IONyueHHYI0 paboToiaTeneM B HapylIeHHe HACTOAIMX MpaBuil. FI3MeHeHus
BHOCSTCS Ha OCHOBAaHMH [TUCHMEHHOTO 3asiBICHU PAOOTHUKA.
5.5. TlorpeGoBaTh OT paboTomaTeld M3BECTUTH BCEX JIHL, PaHEe MOTy4HBIIUX IO
BuHe paboTomarernss HENONHBIE WM HEBEpHbIC IEPCOHATBHBIE MaHHBIC O
paboTHHKE.
5.6. O6xanoBatTh B CyIeOHOM IOPSIKe JIO0bIe HEIpaBOMEPHBIE NeHCTBIS NI
Oe3neiicTBre paboToaaTers Npyu 00paboTKE U 3aIlUTE MePCOHANBHbIX JaHHbIX
paboTHHUKA.

6. CbOP, OBPABOTKA 1 XPAHEHUE INEPCOHAJIbHBIX TAHHBIX
6.1. O6paboTKa IepCOHATBHBIX JAHHBIX PabOTHHKA - 3TO IIOTyYeHre HHPOPMALIH
M3 PasNHYHLIX HCTOYHMKOB, €€ XpaHeHHe, o0paboTka, a Tarwke Jroboe npyroe
MICIIOJIB30BaHUE.

6.2. IlepcoHalnbHble [aHHBIE IPEIOCTABIAIOTCA CaMHUM PaOOTHHKOM ITyTeM
3aIlOJTHEHHs AaHKeTHl yCTaHOBIEeHHOM (opmbl. PabGoromarens o0s3aH TpU KX
TIOJIy4YEHHH [IPOBEPUTH 3asBJIEHHBIE NaHHbIE IPEAbSBICHHBIM MTOATBEPKAAIOIIMM
JIOKyMEHTaM.

6.2.1. AHKeTa COEpKUT BOIIPOCHI O IEPCOHATBHBIX JAHHBIX PA0OTHHUKA.

JOJIXKHBI OBITH 3all0JIHEHBI, @ IIPHU OTCYTCTBUHU I/IHdI")OpMaHI/II/I B COOTBGTCTB}’EOUl(fﬁ
IoJjie OOJIXXKEH CTaBHTBCA IIPOHUYEPK. COKpaI]_IeHPIH IIpHA 3aIllOoJIHEHWH aHKETbhl HC



JIOIIyCKAIOTCsI, Takke KaKk W HCIpaBlIeHHUs M 3adepKuBaHusi. B stom ciydae
pabOTHHUK 00s13aH 3alIOIHUTH aHKETY 3aHOBO.
6.2.3. AnkeTa pabOOTHHMKA XpaHUTCS B JIAYHOM €€ y OTBETCTBEHHOIrO JIHIA
paboToaTess BMECTe C IIPeIOCTaBIEHHBIMU JOKYMEHTaMH.
6.2.4. JInunoe meno paboTHHKA OG(OPMIIAETCA IIOCNIE BCTYIUIEHHS TPYIOBOIO
JIOTOBOpPA B CHUILY.
6.2.5. JInuHOe meno XpaHUTCs B Marke, Ha KOTOPOH yKa3bIBalOTCs HOMEP JTUIHOTO
nena u ©.1.0. paboTHuUKa.
6.2.6. Bce OOKYMEHTBI JHYHOTO Jejla XPaHATCA CTPOTO B XPOHOJIOTMYECKOM
IIOpsIIKE, C TIPOCTABIEHUEM AaThl UX IOIY4YEHH, a TAKKe HyMepalliy.
6.2.7. JlugHoe meno mocie MpeKpalleHus TPyAOBOI'O JIOroBopa C COTPYIHHKOM
IIEpPeNacTCs B apXUB, U XPAHUTCS yCTAaHOBICHHBIE 3aKOHOJATEIBCTBOM CPOKH.
7. HEPEJAYA ITEPCOHAJIBHBIX JAHHBIX

7.1. Ilpum ocyliecTBIEHUA Tepesiaul  [epCOHANBHBIX MaHHBIX PabOTHHKOB
TPEeTHUM JIHIaM paboTonaTe s 00sI3aH:
- He coo0IaTh IMepcoHANbHBIE TaHHbIE 0€3 MTOIy4eHHOrO MMCHhbMEHHOIO COTTIaCH
paboTHHKA, KpOMe CIydaeB, Korfja Takue OOS3aHHOCTH  YCTAHOBJIEHBI
3aKOHOMIATENIbCTBOM;
- He TlepelaBaTh IIEpCOHANBHBIE TaHHblE pPabOOTHUKA [J WCIOIL30BAHMS B
KOMMEPYECKHUX LeJISIX;
- TpeboBaTh OT TPETHUX JHI[ COOTFONEHHS IPaBUI PabOTBl C NEPCOHATBHLIMU
MAaHHBIMH, a  TakXke  MPEeJOoCTaBIeHUs  NUCBMEHHOIO  IMOATBEPIKICHHUS
HCIIOJIb30BAHMS ~ TMEPCOHAIBHBIX  JNAHHBIX B  IOpSAAKE, IPETyCMOTPEHHBIX
HACTOSIITIM TIOJIOXKEHUEM O 3alllUTe IEPCOHAIBHBIX JaHHBIX;
- OaBaTh JOCTYIl K TIEPCOHANBHBIM J@HHBIM TOJBKO JIMIAM, HMEIOLLIKM
COOTBETCTBYIOIUM [MOMMyCK U HWCIOJNB3YIOIIUX MHX TOJNBKO I BbITOIHE !
KOHKPETHBIX TTOJTHOMOYUH;
- He wHUCTpebOBaTh WHGOPMAIMIO O COCTOSHUM 3J0pOBbA PabOTHHKA, 3a
HCKITIOUEHHUEM JAHHBIX, KOTOPBIE MOTYT IOBIHSTH Ha WCIIOJHEHHE PabOTHHUKOM
CBOUX TPYIOBBIX 0053aHHOCTEH.

8. JOCTYII K HEPCOHAJIbBHBIM JAHHBIM COTPYJIHHUKA
8.1. BuyTpennmii moctym (ucmoip3oBaHMe ~HH(OpMalMM — pabOTHUKAMHU
yupexaenus). [IpaBo 10oCTyma K MepcoHaIbHBIM JaHHBIM PaOOTHHUKA UMEIOT:
- 3aBeAYIOIIUM yUpexKIeHUs;
- CTapIlWil BOCIUTATENb;
- 3aMeCTHUTeNb 3aBeIyIOIero Mo BOCIIUTATENIbHON U METOOUYECKON paboTe;
- 3aMECTHUTEeJb 3aBEIYIOIIero 0 aAMIHUCTPATUBHO-X035HCTBEHHON paboTe;
- MEIUIMHCKAas CecTpa;.
- JIeJIONPOU3BOJIUTEID;
- cam pabOTHUK.
8.2. - Buemnuii mocTym (rocy1apCTBEHHBIE CTPYKTYPHI).
[TepconanpHble JaHHBIE PAOOTHUKOB MOTYT IPEIOCTABIATHCS TOJBKO IIO 3alpPOCy
KOMIIETEHTHBIX OPraHOB, UMEIOIINX COOTBETCTBYIOIIME IOJTHOMOYMS:
- (enepanbHas HaJIOroBas ciIyx6a;
- TIPaBOOXPAaHUTEIBHBIE OPTaHEl,
- OpraHbl CTAaTUCTHUKH;



- 610pO KpeIUTHBIX UCTOPHUH;
- BOEHKOMATHI,
- Oprasbl COI[MANBHOTO CTPAXOBAHMU;
- TIeHCHOHHBIE (POHIIEL;
- ToIpa3fielieH st MyHHIUITATBHBIX OPTaHOB yIPABICHUA.
8.3. Jlpyrme opraHusanuu (TpeTbU nuna). CeeneHus 0 paboOTHHKE (B TOM HHCIE.
YBOJIGHHOM W3 JaHHBIX apXiBa) IPEOCTaBIAI0TCA TPETRIM JTULAM Ha OCHOBAHLI
THCHMEHHOTO 3asiBJIeHHMs CAMOTO pabOTHHUKA.
8.4. PoncTBeHHUKHU U YJICHBI ceMel.
[lepcoHanbHble [JaHHBIE DabOTHHKA IMPEAOCTABIIOTCA POZICTBEHHMKAM WX
yIeHaM ero CeEMbH TOJBKO C MMCEMEHHOTO pa3pereHA paboTHHUKA.

9. 3AIIIATA NEPCOHAJIbHBIX TAHHBLIX PABOTHUKOB
9.1. B pamkax peanmsanyy IMyHKTOB HACTOAIICTO [lono)xeHWsT O 3aIIuTe
[IepCOHANBHBIX JaHHBIX PaOOTHHKOB, 3aBeyIOIIUH yIpeKIeHUS U3AET MPHUKa3 O
HA3HAYEHWH JIMIA, OTBETCTBEHHOrO 3a COOJIOZEHME MOpsIKa paboTel ¢
[IepCOHATBHBIME JaHHBIMY PaOOTHHKOB, Ha KOTOPOM JISKAT BCE O0SI3aHHOCTH T10
obecredenuio KOHGHUIECHIIMATEHOCTH TONYIEeHHbIX NaHHBIX, & TalKe opraHu3aluu
paboThI C HUMHU.
9.2. TlocTymaromue 3aIpochl OT TPETHUX JIAI Ha IPENOCTABICHHE nepcoHabHOIl
pHbOpMAIME O PabOTHUKE MOJDKHBI BHU3MPOBATHCS FOPUIHUECKON  CI1yKO0M ¢
pe3oJIroLFiel O BO3MO)KHOCTH OTBETa U TIONHOTE TIpeocTaBIsIeMOi HH(OPMAaIKH.
9.3. Ilepemada MHGOPMAIMK MPOUCXOAUT TOJIBKO B MUChMEHHOM BHE. 3aIpoc
JIOJKeH OBITH CHENaH B MMCBMEHHOM BUJE C YKasaHWEM BCEX PEKBH3HTOB oI,
3ampallnBaroero HHGopManuo. OTBET JOJKCH OBITH cIoelaH Ha (QUPMEHHOM
6raHKe KOMIIAHWM ¥ OTIPABIEH JHO0 KyphepCKOH ciyx060i, 1100 3aKa3HBEIM
MTACEMOM.
9.4, Bce mMoNydYeHHBIE MePCOHATBHBIE NAHHBIG NOIDKHBL XPaHUTLCA B MECTE,
HCKITIOUAOIIeM HEeCAHKIIMOHUPOBAHHBIX AOCTYII TPCTBUX JIML.

10. OTBETCTBEHHOCTbD 3A PA3IJIAIINEHUE NH®OPMAILIMU,
CBSI3AHHOIM C MEPCOHAJILHBIMHA JTAHHBIMH PAGOTHHUKA
10.1. JIuma, mpu3HaHHBIE BHHOBHBIMHM B HAapyIICHHH [IOJIOYKEHUI HACTOSUIEero
TToNOKEHMsT O 3allATe IEePCOHATBHBIX ITAHHBIX PAOOTHHKOM MpUBICKAIOTCA K
NUCIAIIHHAPHON, aJIMUHHCTPATUBHOM, IpakIaHCKO-TIPABOBOM 1 YTOJAOBHOII
OTBETCTBEHHOCTH, B IIOPAAKE, NPELyCMOTPEHHOM 3aKOHOAATEIRCTBOM PO u

JTOKAJIBbHBIMH HOPMATUBHBIMHU aKTaMH.



