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Hosoxenne
0 3alHuTe, XpPaHeHUH, 00padoTKe U Mepeaave NePCOHATbHBIX JAHHBIX
pPabOTHHKOB aBTOHOMHOIO 00111e00pa30BaTeIbLHOTO Y4peKICHUs
MYHHIUNAAbHOTo oOpa3zoBanns Junckoi paiion «Cpeauss
obmeobpaszoBaTenbHas mKoaa Ne 4
umenu ['eoprus KoncrantunoBuua ’Kykosay»

1.00mue motoxeHust

Hacrosuiee [lonoxxenue pazpadorano B coorBeTcTBHU O CT. 24 Koncturyuuu P® ot
12.12.1993r. (c u3MeHEeHUsAMH U JOMOTHEeHUIMH), [ paxnanckum komgekcom PO ot
26.01.1996r. Ne 14-P3 (¢ uzmenenusiMu U fonoaHeHusaMu ), Tpynoseim Kogexcowm ot
30.12.2001r. Ne 197- @3, denepansubivu 3akonamu ot 27.07.2006r. Ne149-®3
«O6 nHpopMauuu,MHPOPMALMOHHBIX TEXHOJOIMSIX M O 3aiiuTe HHbOpMAaIHU», OT
27.07.2006r. Ne 152-®3 «O nepcoHaibHbIX AaHHBIX.

Hacrosiee [Tonoxxenue pacmpocTpanseTcs Ha BceX COTPYIHUKOB, U Bce pabOTHUKH
JOJKHBI OBITh O3HAKOMIIEHBI C 9TUM [l0T0KeHnEM 1101 POCTIUCE.

« 1.1. IlepconanpHble AaHHble paOOTHUKA - HH(OpMaius, HeoOxomumas
paboToAarento B CBA3M C yCTaHOBIEHMEM TPYAOBBIX OTHOIICHHWH M Kacarollascs
KOHKpeTHOro paborHuka. OHM BKIIOHAIOT B ce0si JaHHBIe, HEOOXOIUMBIE
paboToAaTeIO B CBSI3U C TPYIOBEIMH OTHOIISHUSIMHU, aHKETa;

« aBroOuorpadus;

* CBEIECHMS M KOIIMHU JOKYMEHTOB 00 00pa3oBaHuu;

* CBEJECHUS O TPYAOBOM U OOIIEM CTaxke;

* CBEJEHMS O MPEeABIAYIIeM MecTe PaboThl;

* CBEJIEHUA O COCTABE CEMBH;

* IACIOpPTHBIC JaHHBIE;

* CBEJICHHUs O BOUHCKOM y4erTe;

* CBeZIeHUs O 3apabOTHOI NyaTe COTPyAHUKA;

* CBEJIEHHUs O COLMANILHEBIX JILI'OTaX; '

*  CHELHAILHOCT;

* 3aHMMAaeMa S JOJDKHOCTB;

* HaJu4He CyJUMOCTEH;

* aJpec MecTa JXHUTEILCTBA;

« JoMamHui TenedoH;

*  MecCTO paboTh! UM yueOsl WIEHOB CeMbU U POACTBEHHUKOB;



* CcOJepKaHue TPYIOBOI'O J0I0BOPA;

* COJEpKaHV? ACKJIapalliu, MoJaBacMOi B HAJIOIOBYIO HHCIIEKIIUIO;

*  NOJJIMHHMKHU U KOIHMU MPUKA30B 10 JUYHOMY COCTABY;

* JIMYHBIC JENa U TPYIAOBBIE KHUIKKU COTPYIHUKOB;

« OCHOBaHUs K NPUKa3aM I10 JIMYHOMY COCTaBY;

« Jlella, CcOAepJKallde MaTepualbl MO0 TOBBIIEHUIO KBanuduKauuu U
Ieperoir0OTOBKe COTPY/IHHUKOB, X aTTeCTalllH, CITy>KeOHBIM
pacclieZloBaHusIM;

* KONHM OTYETOB, HAIIPABJIsieMble B OPraHbl CTATUCTUKHU;

* pe3ymbTaThl MEAMIMHCKOro oOciIenoBaHus Ha MpeaMeT TOJHOCTH K
OCYLIECTBIEHUIO TPYAOBBIX 00s13aHHOCTEN.

1.2. O6paborka MepcoHAIBHBEIX [NAHHBIX pPaOOTHHKA OCYIIECTBISETCS B
IeJsIX o0ecrieueHns: COOTIO[CHUS 3aKOHOB 1 APYTMX HOPMAaTHBHO-TIPABOBBIX aKTOB.

1.3.PabGoronarens Brpase MpoOBEPsATh IEPCOHANbHBIE JaHHbIE PAOOTHUKOB C
LeNbI0 OPMHUPOBAHUS KaJIpOBOI'O pe3epna.

1.4.IIpu nypueme Ha paboTy, 3aKII0OUEHUM TPYIAOBOTO JOTOBOpa, 3all0OJHEHUHN
aHKeTHBIX MJaHHBIX paboTojarelh HE HMEeT [paBO MolydaTb W 0000maTh
UH(OPMALIUIO O PETUTHUO3HEIX, TOTUTHICCKUX U IPYTUX YOeKISHHUAX pabOTHHKA.

1.5. Bce nepconanbHble AaHHble paOOTHUKA pa0OTOAaTeNb MOIyYaeT TOJNBKO
OT HEro

caMoro.

1.6. Pabotonarens nomywaer u oOpadaThiBaeT JaHHbIE O YaCTHOW JKU3HHU
pa60THHKa TOJBKO C €ro INMMCbMCHHOTO corjilacus.

1.7.Paborogarens coobiaer pabOTHMKY UeNH, MPeAIoNoKUTEIbHBIC
MCTOYHUKHU, CIIOCOOBI MOJIyUeHHs [IepCOHATBHBIX JaHHBIX, XapaKTep MePCOHaTbHBIX
JaHHBIX W IIOCIEJACTBUS OTKasa paboTHUKA HaTh MHUCBMEHHOE COTJlacHe Ha HX
[IOJIyYeHHE.

1.8. [lonyuars mepcoHasnbHBEIE JlaHHBIE PaOOTHUKOB HAa OCHOBAaHHWU 3aKOHA
MOTYT: Hajorossle oprasbl, Ilencuonnsii ¢oug PO, ®Donp couuanbHOrO
crpaxoBanus P®, MenepanesHas uHcneknus Tpyaa. Mcnons3oBanue nepcoHanbHBIX
JaHHBIX PA0OTHUKA IOMYCTUMO TOJBKO B COOTBETCTBHUHU C LIEJISIMH, ONPEAeIUBILIUMHU
X nojydenue. llepenaya mnepcoHaibHbIX JaHHBIX pabOTHUKA BO3MOKHA TOJBKO C
corsacusi pabOTHHUKA, €CIIM MHOE He MPEeyCMOTPEHO 3aKOHOAATETECTBOM.

1.9. Paboromarens umeer mpaso coOHMpaTh NMEPCOHAIBHYIO MHMOPMAIIHUIO,
cojiepKallylocss B JOKYMEHTax, [pejloCTaBIeHHBIX pabOTHHKOM TpH IpueMe Ha
pabory.

1.10. PaboTonarens Mpou3BOJMT pacydeT M BBIIIATY HAOrOB 3a paboTHHKA
IIyTeM yJIepKaHus uX U3 3apaboTHOM I1aThl, paboToaTeNlb KMEET NMPaBo cOOUPAThH
npenycMorpensasie Hasorossiv Koziekcom PO cBenenust o HajgoromnaTeIbIIUKe.

1.11 . J{annoe Ilonoxenue npenoTspaliaeT HECAaHKIIMOHUPOBAHHBIHM JOCTYT K
uH(pOpMAaLKH, ee MPOTUBOIIPABHOE KOIIMPOBAHKE, NCKaKEHUE ,ACTIONb30BaHIe
[IpeJHAMEPEHHOTO PacIpOCTPaHEHus HeIOCTOBEpHON HH(OpMaluH,
UCTIO0NIb30BaHUe UH(OPMAIIMH B [IPECTYIIHBIX U KOPHICTHBIX LIETISX.



2. Ilopsaok XpaHeHHs, HCTIOJIB30BAHUS U NePelayl NePCOHAIBLHBIX JAHHBIX
padoTHHKA

l.XpaHeHHe NEPCOHANBHBIX HaHHBLIX JIOJDKHO HCKIIO4YaTh HX YTpary HIH HX
HETIPaBUJIBHOC HUCIIOJIB30BAHUE.

2. XpaHeHue, BeIAa49a TPYAOBBIX KHIDKEK (IyONUKATHI TPYIOBBIX KHHKEK); XpaHEHHE
JIMYHBIX Jen paCOTHUKOB M MHBIX [JOKYMEHTOB, OTPAXKalOIIUX IIEPCOHAIBHEIE
JaHHbple pPaOOTHMKA, BO3JIAraloTCs Ha PYKOBOIHUTENS, JAENONPOU3BOAMTENS M
paboTHHKOB OyXTaaTepHH (CIIMCOK JIHI] YTBEPIKAAETCS IPUKA30M 10 IIKOJIE).

3.1lepconanpHble JaHHBIE PAOOTHWKOB BMeCTe C HEOOXOMUMBIMH JOKYMEHTaMH
OCTalOTCs y padoToAarelss WM JIHL@, OTBETCTBEHHOTO 3a O(opMIIEHWE MpHeMa W
XpaHeHUs] JIMYHBIX Jel COTPyAHMKOB. [Jopsnok XpaHeHHs TPYIOBBIX KHUKEK
ycTaHoBIIeH MHCTpyKLMel 110 3aT0JHEHTIO TPYI0BEIX KHUKEK.

4 PaboTomaTens obecrieuwBaeT XpaHEHWE TEPBUYHBIX JOKYMEHTOB, CBSI3aHHBIX C
00paboTKoif JOKyMeHTalMy 110 yuery Tpyda, KaipoB M OMIaTel Tpyda B
opranusanui. B Oyxranrepuu XpamsaTcs AOKYMEHTBI MO YYETY HCIIOJIB30BaHMS
paboyero BpeMeHH 1 PacueToB ¢ [IePCOHAIOM TI0 OIUIaTe TPYAa.

5. Tlpu mnepemaus IepcOHATBHBIX MaHHBIX pabOTHWKA paboToNaTeNh JOIKEH
co0IroIaTh ciIeayIone TpeboBanus:

6.He coobuiate mnepcoHanbHkle nanmple pabOTHHKA TPEThEH CTOpoHe G6es3
NHCBMEHHOro coriacks paboTHHKa, 3a MCKIIOYEHHEM Cily4aeB, KOrjia 9TO
HEOOXOAMMO B LEJISIX MPeayIperikIeHrs YIPO3bl JKU3HHU U 3710POBBI0 PabOTHHKA, a
TaK)Ke B CIIy4asx, YCTAHOBIICHHBIX (pefepaTbHbIM 3aKOHOM;

7.He coobmaTs nepcoHasbHble JaHHble pPaGOTHUKA B KOMMEPYECKHX LEeIIX 6e3 ero
MMCHEMEHHOTO COTJIACHS.

8.IIpenynpemuts null, MOTyYaIOIIMX [IEPCOHANBHEIE JJAHHBIE PAOOTHUKA, O TOM, YTO
3TU JaHHBIE MOTYT OBITL KCIONB30BAaHBl UMb B ILEJNAX, IS KOTOPHIX OHH
coo01IeHbl, U TpeGoBaTh OT ATHX JIKIl MOATBEPKAEHUs TOrO, YTO 3TO IMPABHIIO
cobmoaeno. Jluna, momydaromue TepcoHAlbHbIE AaHHBIE PabOTHHKA, OOS3aHBI
COOMIOaTh PEeXUM CeKPeTHOCTH (KOH(MAeHIMANLHOCTH), JJaHHOE MONIoKEeHHe He
pacrpocTpaHsieTcsi Ha OOMEH NepCOHAILHBIMU JaHHBIMH PaOOTHHKOB B TOPSIKE,
YCTaHOBJIEHHOM (hesiepaibHbIMH 3aKOHAMH;

9.Paspemate 10CTym K DEpCOHAIBHBIM JAHHBIM PaGOTHUKOB TONBKO CIICIIMATBEHO
YTIOJITHOMOYEHHBIM JIMIAM, IIpK 3TOM YKa3aHHbI® JMLA JODKHBI WMETh IIPaBO
IIOJIy4aTh TOJABKO T€ MepCOoHaIbHbIE JaHHbBIE pa60THHKa KOTOpPbIe HEOOXOIUMEI 151
BBITOJTHEHNs] KOHKPETHBIX QYHKINII;

10.IlepenaBarh nepcoHanbHple aHHble pabOTHUKA MIPEJICTABUTENAM PaGOTHHKOB B
nopsinke, ycranosiieHHOM TK P®, u orpanuuusare 9Ty uHGOPMAIUIO TOIBKO TEMHU
NIEPCOHATBHBIMM JaHHBIMU PabOTHHKE, KOTOpPhle HEOOXOAWUMBI IS BBIMIOJIHEHUS
YKa3aHHBIMHU [IPEACTABUTENIMU WX (QYHKIIHH.



3. Hlepenaya mepcoHAJbHBIX IAHNLIX pAOOTHHKA B Npe/le/iaX OpraHu3alum:

1.PaboTtonarens ripenoctaniseT uH(GOpMALHMIO U MHEIE CBEJCHUS, HEOOXOAUMBIE JIJIs
IIPOBEPKH [IPABUIILHOCTH UCUYUCIICHMS U VILJIATHI HAIOTOB, 0013aTENbHBIX IUIaTeXKel
B IOCYAapCTBEHHYIO OIO/KETHYIO CUCTEMY; AOKYMEHTBI O ILIATEKECIIOCOOHOCTH,
CBEICHUS O YHCJIEHHOCTH, cocrane paboTalomux, 3apabOoTHON Iuiare W yCIOBHIX
TPpyJa, 0 HaJM4YUKU CBOOOAHBIX paboduy MeCT; DJOKYMEHTHI 00 OIjiare HaJOroB IIO
TPeOOBaHMIO OpPraHOB BIACTH YIPAaBICHHs, IPABOOXPAHUTENBHBIX OPraHoB,
IOPUIMYECKUX JHUL], UMEIOIIHNX Ha 3TO IMPaBo.

2.Ilpenocrasisemas MHGOpPMaIVis MOKeT ObITh YCTHOU WIIH TUCHMEHHOMN, BO BTOPOM
Cllyyae — 3aBepeHa I1e4aThlo U IIOAIUCSMU ONPEACeIeHHBIX JIHII.

3.06s3aHH0CTH paboToNATENSI 110 XPAHEHHIO M 3allMTe MEPCOHATBHBIX JaHHBIX
paboTHuKA: :

-paborozarenb obecneynBaeT 3alUTy [IE€PCOHANBHBIX MaHHBIX pPaGOTHHKA OT
HENIPaBOMEPHOT0 MX HCIOAb30BAHMs Wil yTPAThl 32 CHET COOCTBEHHBIX CPEICTB B
TIOPSAJIKE, YCTAHOBIIEHHOM (eiepallbHBIM 3aKOHOM.

-paboroarens 3HAKOMHT pabOTHHKA MO POCIUCH €O BCEMH BHYTPEHHUMH
HNOKYMEHTAMH, KacaloUMMHUCs IIopsijika oOpaboTKH, Iepenad MepCOHANBHBIX
JaHHBIX paOOTHUKOB, O MpaBax ¢ 0043a11110CTIX B 3TONH 0ONIACTH.

-pabotonarens obecreunBaeT JOCTYII K IEPCOHAIBHBIM JAHHBIM PaGOTHHKA TOIBKO
YIOJIHOMOYEHHBIM JTHIIAM.

-pykoBomuTenb 3akperuisier B [Ipukasze no YupexneHuio pacmpejelieHHe
o0si3aHHOCTEH 110 00padOTKE MEPCOHATLHBIX JJAHHBIX.

-3anperaeTcst 06paboTka HH(GOpPMAIUK B IIPUCYTCTBHH MHBIX JIHL], KPOME UMEIOIIHX
IpaBoO J0CTyna K IIEPCOHANbHBIM JIagHbIM DPaOOTHUKA. PyKOBOIWTENH XpaHUT
AOKYMEHTBI (TPyHOBbIE KHIKKM B ceife); peKoMeH/IyeTCs ipr 00paboTKe JaHHbIX C
IIOMOIIBIO KOMIILIOTEPA 3aKphIBAThH NapolieM (aiibl, MMEIONMe IMepCOHaIbHbIE
JaHHEIE.

4. IlpaBa paGoTHHKOB Ha 3aIUTY NEPCOHATBLHBIX JAHHBIX
1.Cornacno ¢1.89 TK P® paboranku UMeIOT paBo Ha:

~[IOJIHY0 MH(OPMALIKIO 00 UX NEPCOHANBHBIX JAHHBIX U 00paboTKe ITUX JAHHBIX;
-CBOOOAHBIN GecraTHBIN TOCTYIT K CBOMM ITePCOHANBHBIM JAHHBIM, BKIIFOYAs IIPABO
Ha [ONy4YeHWe KOomui 11000l 3ammcuy, cojepsKalleld IepCoHabHbIE JaHHEIE
paboTHKKa, 32 UCKITFOUEHHUEM CIIyyaeB, IIPeayCMOTPEHHBIX (efepalbHbIM 3aKOHOM;

-OIpCOCIICHUE CBOUX HpB,[[CT&BHTGJ’[CfI AT 3aIUThI CBOUX TTEPCOHAIBHBIX JaHHBIX,

- ZOCTYT K OTHOCSIIMMCS K HUM MEJIMIIMHCKAM TaHHBIM C IIOMOIIBIO MEIUIIUMHCKOrO
CITEIIMAJIUCTA 110 UX BBIOODY;

-TpeboBanre 00 MCKIIOUEHWM WM WCIPABICHAN HEBEPHBIX MM HEIOJIHBIX
NEPCOHANBHBIX JIAaHHBIX, a TaKiKe JIaHHBIX, OOpabOTaHHBIX C HapylIeHHEM
TpeboBanuit TK P®. Ilpu orkase pabortomaTeliss WCKIIOYUTH WMIM HCIPABUTH
NIepCOHaNbHbIE JIaHHbIe paboTHMKA OH MMEeeT IPaBo 3asBUTh B MUCBMEHHOU (opme



paboToaTeNo O CBOEM HECOIJJACHH C COOTBETCTBYIOMIMM OOOCHOBAHMEM TAKOIO
Hecornacusd. [lepconanbHble nanuble OICHOYHOTO XapaKTepa pabOTHHK UMEET IIPABO
JOMOTHUTB 3asBICHUEM, BRIPAKAIOIM €I0 COOCTBEHHYIO TOUKY 3PEHMS;

-TpeboBanme 00 W3BeleHHM padoTopaTeNieM BceX JIMIl, KOTOPHIM paHHee OBLIH
COOOILIEHBI HEBEPHBIE MM HETIOIHbIe NTepCOHAIBHbIE JaHHble paboTHHKa, 000 BCEX
IIPOU3BENEHHBIX B HUX UCKIIFOYEHHIX, HCIPABICHUSX UITU TONOJHEHUSX;

-pabOTHUKU AOTKHBI OBITH O3HAKOMIIEHBI 10 POCIUCH ¢ HacTosmuM [Tonoxenuem.
C o5Toli 1enbl0 B yUpexjeHWr opramuzyercss u Bemercst JKypHal O3HAKOMIIEHMS
paboTHHUKOB ¢ HacTosuum [lomosxennem.

-o0)anoBaHue B CyJA IIOOBIX HENpPaBOMEPHBIX eMCTBMHM MM Oe3nelicTBus
paboronaTens npu o0pabOTKe U 3alATE €0 IEPCOHATLHBIX JaHHBIX.

5. OtBercrBeHHOCTH paboTofaTelis W JIMI, OCYLUECTBIAIOMHX padoTy c
MEePCOHAJbHBIMH AAHHBLIMHU

Paborauk 06s13an:

- 3uHaTh [lepeuenn cemenuii xonduuenumantsaoro xapakrepa 8 AOY COILL Ne4
umenu I".K.)Kykosa MO [lunckoii paiios;

- XPaHUTh B TaHE U3BECTHBIE €My KOH(UICHIINANBHbIE CBeIeH!s, UHHOPMUAPOBATh
pyKoBoauTeNs O (haKkTax HapyLICHUs HOpsaKa 0OpameHus ¢ KOHQUIEHIMaIbHBIMUA
CBEICHWAMH, O CTaBIIMX €My W3BECTHBIM I[IONBITKAX HECAaHKIMOHUPOBAHHOTO
noctyna K uapopmauuu;

- Co0JIIO/IaTh IpaBKJIa MOJIB30BaliHs JIOKYMEHTAMH, TTOPSIIOK UX y4eTa U XpaHeHH s,
ofecrnieunBath B mpouecce paboThi COXPAHHOCTH HHPOPMALHH, COAepIKAIIEeHCs B HUX
OT IIOCTOPOHHMX JIHII;

- 3HaKOMHUTECS TOJIGKO C TeMH CIIyKeOHBIMM JOKYMEHTaMM, K KOTOPBIM TIOTy4eH
JOCTYII B CHILy UCIIOJIHEHUS CBOMX CITYXeOHBIX 00S3aHHOCTEMN.

5.2 Jluma, BHHOBHBIE B HapyIIeHHM HOPM, PErYJIHPYIOIIUX IIOJIy4YeHHE,
00paboTKy M 3aIIUTy MEepPCOHATEHRIX JaHHBIX pa0OTHUKA, HECYT AUCIHUILTHHAPHYIO,
aAMUHHACTPATUBHYIO, IPaXKIAHCKO~TTPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTH B
COOTBETCTBUHU C (perepalbHLIMI 3aKOHAMH.

53.K  coTpyaHHKY, OTBETCTBEHHOMY 3a XpaHeHHe IIepCOHANLHOM
uHpopManuy  paGOTHUKOB, paboTo/[ATeNs BIpaBe NPUMEHHTH OJHO U3
JUACLMIUTHHAPHBIX B3BICKaHWHU, NpeaycMoTpeHHbix cr. 192 TK P®, a wumenHo:
3aMe4yaHue, BBITOBOp, yBoubHeHue. K paucuunimHapHOW OTBETCTBEHHOCTH
NPUBIICKAFOTCA TOJBKO T€ paboTHHKH, KOTOpPhIE IO YCJIOBHUSM CBOMX TPYAOBBIX
JOroBOpOB 00sA3aHbI COOJIOAATE [IpaBmiia paboThI ¢ MEPCOHAIBHBIMEA JaHHBIMH.

5.4. Paboroparens BHpase pacTOpPTHYTh TPYJIOBOH JOTOBOpP IO CBOEH
WHUIIMATUBE MPH pasrialicHuM OXpaHseMOM 3aKOHOM TaWHbl, CTaBIIEH M3BECTHOM
PabOTHUKY B CBA3M C UCIIOIHEHHUEM MM TPYHAOBBIX O0S3aHHOCTEM.



