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IHonoxenune
0 3a11MTe, XpaHEeHHH, 00paboTKe U Mepeaaye MePCOHATbHBIX JAHHBIX PA0OTHHKOB
MYHHIMIIAJbHOI0 Ka3eHHOro 001meo0dpa3oBaTebHOro yupexaeHus «Cpeansisi
o0meoOpaszoBaTenbHas mKoJaa Ne 2» c.n. Kaxyn

Hacrosmee IlomoxxeHne paspaboraHo B cooTBeTcTBUU cO cT. 24 Koncrutynmu PO ot
12.12.1993r. (¢ u3MEHEHWsSMH U MIOIOJHEHWSIMHM), [ pakmaHcKuM KojgekcoM P® or
26.01.1996r. Ne 14-®3 (c u3MeHEHUSIMH U NOMOJNHEHUsIMH), TpymoBeiM KomekcoMm oT
30.12.2001r. Ne 197-@3, denepansabiMEu 3akoHamMu oT 27.07.2006r. Ne 149-d3 «O6
MHGOpPMalUK, WHPOPMAIIMOHHBIX TEXHOJOTHUSIX M O 3alluTe WHOOPMAIMH», OT
27.07.2006r. Ne 152-®3 «O mepcoHaIbHBIX JaHHEIX.

Hacrosmee Ilonoxenue pacmpocTpaHseTcss HA BCEX COTPYAHHUKOB, W BCE PabOOTHUKU
JOJDKHBI OBITE O3HAKOMIICHBI ¢ 3TUM [10JI0KeHUEM TI0 POCITHUCH.

1. O01ue moyioskeHUs
1.1.  IlepcoHaipHBIe NaHHBIe paboTHUKA — HHGOPMAIIKS, He0OX0aUMast pPabOTOAATEIIO
B CBS3UW C YCTaHOBJIEHHWEM TPYNOBBIX OTHOIIEHWH U Kacarollascs KOHKPETHOTO
pabotHrKa. OHHM BKIOYAOT B cebs: omo3HaBaTesnbHble nanuble (OLO, mata u MecTo
poxnmeHusi, TpynoBas Ouorpacdus paboTHHKa, (akTel Oworpaduu), JTHUYHEIE
XapaKTepPUCTUKU PaOOTHHKA (IpakAaHCTBO, HaNWYWe HAYYHBIX TPYHOB, H300pETEHUM U
T.J.); CBEIEHUS O CeMEWHOM ITOJIOKEHHUM; COCTABE CEMBH; COLUAIBHOM IIOJOXKECHUN,
CIIy)KeOHOM IIOJIOXKEHUH; HaBBIKaX; O (MHAHCOBOM IONOKEHMH. K IpenocTaBisgeMbIM
NEPCOHANBHBIM JaHHBIM DPAaOOTHHKA OTHOCHUTCS WHGOPMAIUsSA, COAEpIKamascs B
TPYAOBOM KHMXKKE, B CTPaXxOBOM CBHUIETENBCTBE T'OCYIapCTBEHHOTO IIEHCHOHHOTO
cTpaxoBaHus; HHQopManus 00 oOpasoBaHuH, KBaIM(UKAIKMK, HHOOPMAIKA
MEJIMIIMHCKOTO XapakTepa; MH(OPMalus B JOKYMEHTaX BOMHCKOTO ydeTa M B APYIHX
AOKyMEHTax, KOTOphle coZepikaT NaHHblEe, HeoOXonuMble pabOTONATENI0 B CBA3H C
TPYZAOBBIMH OTHOIIIEHUSIMH.
1.2. OO6paboTka TMepcOHATBHBIX NAaHHBIX pabOTHHMKa OCYILECTBISAETCS B IEJIX
obecredeHns: COOMIOICHUS 3aKOHOB U IPYTHX HOPMATHBHO-IIPABOBBIX AKTOB.
1.3.  PabotonmaTens BIpaBe NPOBEPATH MMEPCOHANBHbBIE TaHHBIE PA0OTHUKOB C LEIIBIO
(opMUpPOBaHUS KaIpOBOrO pe3epBa.
1.4, Ilpm mpueme Ha paboOTy, 3aKIOYEHWH TPYAOBOrO IOTOBOPA, 3alOJHEHUH
aHKEeTHBIX JAHHBIX paboTomaTe b HE UMeeT IIPaBo MOTydaTs U 060011aTh HHPOPMALHIO
O PEIMTHO3HBIX, IIOJIUTHYECKUX U APYTHUX YOCIXKICHUSIX paOOTHHKA.

1.5.  Bce nepcoHanbHBIe naHHBIE paboTHHUKA pabOTONATENb MOIYYaeT TONBKO OT HEro
camoro.



1.6. PaboTomarens moiydaeT U oOpabaThiBaeT JaHHbIE O YACTHOU JKM3HH PabOTHHKA
TOJIBKO C €r0 IUCBMEHHOI'0 COrTacHsl.

1.7. Paboromarens cooOmaer paOOTHHUKY LENH, IPEANOJIOXKUTENIbHEIC HCTOIHUKH,
CIIOCOOBI TIONYYEHWs MEePCOHANBHBIX MIAHHBIX, XapaKTep IIEPCOHAIBHBIX NaHHBIX H
[oCJIeCTBUS OTKa3a paboTHMKA JaTh MECbMEHHOoe corIache Ha UX MOJIyHeHHE.

1.8.  TlomyuaTh mepcoHaibHBIE TaHHBIE PaOOTHUKOB HA OCHOBAHMH 3aKOHAa MOIYT.
HaJIOroBble Opradbl, IleHcwoHHbIM GoHA PP, DOHI COLUATBHOrO CTpaxOBaHHA PO,
DepepanbHas WHCIEKIWS TpyJa. VICIOnb30BaHKWE NEPCOHAIBHBIX NaHHBIX paboTHUKA
JIOIYCTHMO TOJIBKO B COOTBETCTBHM C IEJSIMH, ONPENENUBIIAMU KX IIOTYyICHHUE.
Ilepeaga MEePCOHANBHBIX JaHHBIX PaOOTHMKA BO3MOXHA TOJBKO € COTTIACHS paboTHHUKa,
€CJIA UHOE He MPEeTYyCMOTPEHO 3aKOHOIaTEeIECTBOM.

1.9. PaboTomaTenh WMeeT IIpaBo cobuparh I[EPCOHANBHYIO  HH(QOPMAIHIO,
cozepIKallytocs B JOKyMEHTax, IPeI0CTaBlIeHHbIX pa0OTHUKOM IIPU IIPHEME Ha paborty.
1.10. PaGoromaTens HPOM3BOIUT PacdeT W BBHILIATY HAIOTOB 3a PabOTHHKA IIyTEM
yIepKaHWs WX W3 3apaboTHOM ILIaThl, paboTOHaTeNb MMEET IMPaBo cobuparhb
npenycmorpernbie Hamoroseim Konexcom PO cBenieHUs 0 HANOTOTIIATENBIUKE.

1.11. Jamnoe IlomokeHme NpenOTBpaliaeT HECAHKIMOHWPOBAHHBIA JOCTYH K
WHpOPMAIMK, €€ IPOTHUBOIPABHOE KOMHUPOBaHUE, MCKAXKEHME, HCIIONB30BAHUC
IIpeTHAMEPEHHOTO PaClpOCTPaHeHHs HENOCTOBEPHOM HH(OpMAIMH, MHCIIONb30BAHNIE
UH(OOPMAITUH B TIPECTYIIHBIX U KOPBICTHBIX IEIIIX.

2. Ilopsiiok XpaHeHHsl, HCMOJIb30BAHUS U Nepeayd NepCoOHATbHBIX TaHHBIX
paboTHHKA

XpaHeHue TePCOHATBHBIX JaHHBIX TOJDKHO MCKIIFOUATh UX YTPATy WK UX HENPaBUIbHOC
HCIIOJIb30BAHNUE.
2.1. XpaHeHwue, BRIIa4a TPYHOBBIX KHIDKEK (IyOIHMKATHI TPYAOBBIX KHIDKEK); XpaHEHHE
JAYHBIX Jell paOOTHHKOB M WHBIX IOKYMEHTOB, OTPAKAIOIIUX INEPCOHAILHBIC TaHHBIC
pabOTHHKA, BO3NATAIOTCS HA PYKOBOIWMTENS, METONPOU3BOJMTENS ¥ PabOTHHUKOB
GyxraaTepu (CIHCOK JHUI yTBeP:KAaeTcsl IPUKA30M M0 IIKOJIe).
2.2. TlepcoHanbHble IaHHbIE PaOOTHUKOB BMeCTe C HEOOXOTUMBIMU HOKYMEHTaMU
ocrafoTcsl y paboTomaTens WM JIWIA, OTBETCTBEHHOIO 3a OGOpMIICHWE IpueMa H
XpaHeHMs JMYHBIX Jel COTPYIHHUKOB. IIopsmok XpaHeHWs] TpPYAOBBIX KHIKEK
ycTaHOBIIEH MHCTpyKIIKMeH 10 3all0JHEHMIO TPYIOBBIX KHIDKEK.
2.3. PaGoromaTens obecreymBaeT XpaHEHHWE NEPBUYHEIX JOKYMEHTOB, CBA3AHHBIX C
06paboTKOM JOKYMEHTAIUHK II0 y4eTy TPYHAa, KagpoB U OINIATHl TPyJa B OpraHusanuu. B
OyXTranTepuy XPaHATCS TOKYMEHTBHI IO y4eTy MHCIIOJIB30BaHMs pabodyero BpeMEHU U
pacueToB C MePCOHAIOM II0 OIlIaTe TpyZa.
2.4, Tlpu mnepemade IEPCOHATBHBIX HaHHBIX paboTHHMKA paboToxaTes b OOJDKEH
COOJTIOIATh CIIEMYIOIIe TPeOOBAHNUS:
2.4.1. He coobIaTh mepcoHalbHBle [TaHHbIE pabOTHUKA TpeTbed cTopoHe 0O€3
IIMCBMEHHOTO COIIachs PabOTHHKA, 38 HCKITIOUEHHEM CITydaeB, KOra 3T0 HeoOX0aUMO B
HeJISIX TIPEIYIPEXISHIs Yrpo3bl XKU3HU U 3[0POBbIO pabOTHMKA, a TAKKe B CIydasX,
YCTaHOBIEHHBIX (DelepaIbHbIM 3aKOHOM;
2.4.2. He coolIIaTh MepCOHATBHbIE TaHHbIe paOOTHHKA B KOMMEPUECKHX IeIX 0e3 ero
MIMCBMEHHOTO COTJIacHsl.
2.4.3. TlpemympenuTsb JIUI, TONTyYAOIIUX [EPCOHANbHBIE TaHHBIE PAOOTHHMKA, O TOM,
YTO JTH JaHHBIE MOTYT OBITh MCIOJB30BAaHBl JIAIIL B LENAX, IS KOTOPBIX OHHU
CoOOIIeHsl, W TpeOoBaTh OT OSTUX JIMI MOATBEPXKAEHHUS TOrO, YTO ITO MPABUIIO



cobmozneHo. Jlna, MONydYalomlHe IepCOHATbHbIE NAHHBIE paboTHUKa, 00s3aHEI
COOMIONATh PEKUM CEKPETHOCTH (koHbuAeHIHATBHOCTH). JlaHHOE MONOKEHHe He
PacrpocTpaHsieTcss Ha OOMEH MePCOHANBHBIMU JAHHBIMA DaGOTHHKOB B [IOpsIIIKe,
YCTaHOBJICHHOM (heZiepaTbHBIMU 3aKOHAMU;

2.4.4. Paspemats JOCTYH K HepCOHATBHBIM JAHHBIM PabOTHHUKOB TOJBKO CIELUATBHO
YHOJHOMOYCHHBIM JIMLAM, IIPH 3TOM yKa3aHHBIE JIMIA NOJUKHEI HMETh IPaBo [10JTy4aTh
TOJIBKO T€ IEpCOHANIBHBIE NAaHHBIE PA0OTHHUKA, KOTOPhIE HEOOXOIUMEI JUIS BBITOIHEHMUS
KOHKPETHBIX (QYHKIIHN;

2.4.5. IlepenaBarh mepcoHaNbHbIE JAHHBIE paboTHUKA NpelCcTaBUTENsIM PaGOTHUKOB B
opsfike, ycraHoBieHHOM TK P®, m orpaHMumBaTh 9Ty MHGDOPMALMIO TOMBLKO TEMH
[ICPCOHANPHBIMKI  TAHHBIMUA PabOTHHMKA, KOTOPHIE HEOOXOMMMBI JUIS BBITOJHEHMIS
YKa3aHHBIMH IPEICTABUTEISIMU WX ()YHKIHH.

2.5. TIlepenava mepcoHAIBHBIX JAHHEIX paboTHHKA B IIpefieNniax OpraHU3aI[Hu:

2.5.1. Paboromarens mpemocTaBisieT MH(QOPMALMIO U WHbBIE CBEJEHHS, HEOOXOIUMBIE
AV IIPOBEPKH NIPABUIBHOCTH UCYMCIIEHHS U YILIATHI HAIOTOB, 0613aTeIbHBIX IIIATEKEMN
B TOCYyHapCTBEHHYIO OIO[DKETHYIO CHCTEMY; JOKYMEHTHI O IJIaTEXKECIIOCOOHOCTH;
CBELCHIS O HHCTICHHOCTH, COCTaBe pabOTaIONINX, 3apabOTHOMN IIaTe U YCIOBHSX TpyZza,
O HAIMYMK CBOOOAHBIX PaboOUMX MECT; JOKYMEHTHI 06 OIIaTe HAIOrOB IO TpeOOBaHMUIO
OPTaHOB  BIIACTH yIPABIICHHUS, TPABOOXPAHUTENLHBIX OPIAaHOB, FOPHAMYECKUX JIHII,
UMEIOIIMX Ha 3TO IIPaBo.

2.5.2. TlpenocraBnsemas MHGOPMALHUS MOKET ObITH YCTHOH MM NHUCHMEHHOM, BO
BTOPOM Clydae — 3aBE€peHa IeYaThIO ¥ IOJIIHUCSIMH ONPEeIeIeHHBIX JIHII.

3. O6s13anHOCTH PaGoTOAATEIS IO XPAHEHHUIO U 3ALIKTE NePCOHAIBHBIX JAHHBIX

paboTHHKA

3.1. Pa6oTomarens obecrednBaer 3aIlUTy IE€PCOHAIBHBIX JaHHBIX pabOTHHKA OT

HEIIPABOMEPHOTO HX HCIOJIB30BAaHMs WM YTPAThl 3a CYET COOCTBEHHBIX CPEICTB B

[IOPSZIKE, yCTAHOBIEHHOM (eiepanibHbIM 3aKOHOM.

3.2. PaboronmaTens 3HAKOMHT paGOTHHKA TIOJ POCIIUCE CO BCEMH BHYTPEHHHMU

AOKYMEHTaMH, KacCarOIMMUCA TOpsiika oOpaboTKH, Mepefadyl NepCOHANIBHBIX AaHHBIX

pabOTHUKOB, O IpaBax 1 06A3AHHOCTSIX B 3TOH OBIACTH.

3.3. Pa6GoromaTtens obecrieumBaeT AOCTYII K IIEPCOHAITBHBIM JaHHBIM PabOTHHUKA TOJIBKO

YIIOJITHOMOYEHHBIM JIHIIAM.

3.5. PykoBomuTenb 3aKperisieT B Ilpukaze mo Vupexngenuro pacmpeneneHue

0bs13aHHOCTE# 110 06pabOTKE IePCOHATBHBIX TAHHbIX.

3.6. 3ampemiaercs o6paGoTka MHQOPMAlMK B IPUCYTCTBHH HHBIX JIHII, Kpome

MMEIOIIMX MPaBO NOCTYIA K NePCOHANBHBIM TaHHBIM paboTHHKA. PykoBomuTems XpaHuT

JIOKyMEHTBI (TPY/IOBEIE KHIXKH B celide); PEKOMEHIyeTCs IIpU 00pabOoTKe MAHHBIX C

TOMOIIBIO KOMITBIOTEPA 3aKPBIBATE [aposieM (aiiiibl, MEIOIIIHE TepCOHATbHbIE TaHHELE.

4. IIpaBa paGoTHHKOB Ha 3alIUTY NEePCOHAJbHBIX JaHHBIX
4.1. Cornacro c1.89 TK P® paGoTHHKE HMEIOT IIpaBo Ha:
4.1.1. Ilomuyro wndopMmarmio 06 ux NEPCOHANIBHBIX JaHHBIX M 00paboTKe 3THUX
JAHHBIX;
4.1.2. CBoGonHBIH 6ecILIaTHEIN AOCTYIl K CBOMM IE€PCOHAIBHBIM NAHHBIM, BKJIFOYAs
paBo Ha TIOMyqeHHE KONMHH IOGOH 3amucH, coiepaiiell MepCOHANbHBIE TAHHbIE
paboTHuKa, 33 HCKIIOYEHHUEM CITy4aes, IPEYCMOTPEHHBIX (helepabHBIM 3aKOHOM;



4.1.3. Ompenenenne CBOMX IIpEACTaBUTENEH JUI 3allUTBl CBOMX IIEPCOHAIBHBIX
TaHHBIX;

4.1.4. Jloctym K OTHOCSAIIMMCS K HHMM MEIMIMHCKAM [aHHBIM C [IOMOIIIBIO
MEIUIIMHCKOTO CIIEIMAaINCTa 110 UX BEIOODY;

4.1.5. TpeGopanue 00 WCKIIOYEHMH WM WCIPaBICHAM HEBEPHBIX WM HEIOJIHBIX
IepCOHANBHBIX JAHHBIX, a TAKKe JAaHHBIX, 0OpabOTaHHEIX C HAPYLICHHEM TpeOoBaHUN
TK P®. Ilpu orkasze paGoTonaTels UCKIOUUTE WM HCIPABATE NMEPCOHAIBLHBIC TaHHbIC
paGOTHHKA OH WMeeT IIPaBO 3asBUTh B MMCHMCHHOM Gopme paboTomaTenio O CBOEM
HECOTJIACHH ¢ COOTBETCTBYIOIIIM OOOCHOBAaHHEM Takoro Hecorniacus. IlepcoHambHble
JaHHBIE OIIEHOYHOIO XapakTepa pabOTHHMK MMeEeT TIPaBO JONOJTHUTH 3aABICHHCM,
BBIPAKAIOIIMM €T0 COOCTBEHHYIO TOUKY 3PEHHS,

4.1.6. Tpebopanue 06 u3BelleHHH paboTodaTe]eM BCEX JIMI, KOTOPBIM PAaHHCE OBLIN
cOOOIIIeHbl HEBEPHBIE WM HEIOJIHBIE MMEPCOHANBHBIE IAHHBIC paboTHEKa, 000 BCeEX
IPOM3BEIEHHBIX B HUX HCKIIIOUEHHUSX, UCTIPABICHUAX WM TOTIOTHEHUAX,

4.1.7. PaGoTHWKM MOJDKHBEI OBITH O3HAKOMIJIEHBI TIOJ POCHHCH C HACTOAIIMM
[MonoxenmeM. C 3Toif IeNbIO0 B YUPEKIEHWH OpraHusyercs u Befercst JKypHan
O3HAKOMIIEHHS PaOOTHUKOB ¢ HacTosmuM [lomoxeHneM.

4.1.8. OfkajoBaHMe B CyI JIOOBIX HEMPAaBOMEPHEIX nelcTBUM wiM Oe3leHCTBUS
paboToates mpu 00paboTKe U 3allUTe eT0 IePCOHAbHBIX TaHHbIX.

5. OTBeTCTBEHHOCTH PaGoToAaTe NS U JIHIL, OCYIIECTB/IAIOIHAX paboTy ¢
HepPCOHAJbHBIMH AaHHBIMH

5.1. PaboTrHuk 00s3aH:
- 3HaTh llepedyeHs CBeIeHUN KOHMUICHIMAIBHOIO XapakTepa B MKOY COII Ne
2c.n.Kaxys .
- XpaHUTh B TaliHe W3BECTHBIC eMy KOHQUICHINATBHBIC CBEICHUSL, HHGOPMUPOBATE
pyKOBOAMTeNs O (akTax HapyLICHHs MOpsiaka oOpalleHus ¢ KOH(UICHIAAILHBEIMH
CBENEHUSIMH, O CTaBIIMX €My H3BECTHBIM IIONBITKaX HECAHKLIHMOHUPOBAHHOTO AOCTYIIA K
nH(}OpMaIUK;
- coOmoIaTh IpaBuWia MONB30BAHUA JOKyMEHTaMH, NOPANOK MX y4deTa U XpaHCHHH,
oGecrenBaTh B Iporecce paboThl COXPAHHOCTh MH(POPMAIMH, COePIKAIIeHCs B HUX OT
TIOCTOPOHHUX JIUILI;
- 3HAKOMHTBCS TOJIBKO C TEMH CIY)XeOHBIMH JOKyMEHTaMH, K KOTOPBIM MOJIy4eH
JOCTYTI B CHJTy MCIIOJIHEHHS CBOHX CIy’KEOHBIX OOS3aHHOCTEH.
5.2  Jlua, BUHOBHBIE B HAPYIIEHHE HOPM, PETYIUPYIOIIUX HOJTydeHue, 0GpaboTKy U
3aIIATy ~ [EPCOHANBHBIX  JaHHBIX  pabOTHHKa, HECYyT  JUCHMIIIMHAPHYIO,
aIMHHUCTPATHBHYI0, T'PaKIAHCKO-TIPABOBYIO WM YTONOBHYIO OTBETCTBCHHOCTH B
COOTBETCTBUH C heepaIbHBIMU 3aKOHAMH.
53. K COTpyIHHKY, OTBETCTBEHHOMY 3a XpaHEeHHe MepCOHAIBHON nHbOpMalUu
pabOTHHUKOB, paboToxaTe b BIpaBe MPUMEHUTh OZHO M3 NHUCLHUIITAHAPHBIX B3BICKAHUN,
npeaycmorpernbix cr. 192 TK P®, a nMeHHO: 3aMe4aHMe, BBITOBOP, YBOJIBHECHHE. K
JVCIAIUTMHAPHOM OTBETCTBEHHOCTU IPUBIEKAOTCSA TOJIBKO T€ PAOOTHUKHU, KOTOPBIE IO
JCIOBHAM CBOWX TPYZOBBIX JOrOBOPOB 00s3aHbl CcOOMIONATh IIpaBUia paboTel C
[IEPCOHATHHBIMA JaHHBIMH.
5.4. PaGoTomareib BIPaBe PACTOPTHYTH TPYIOBOM TOTrOBOP IO CBOEH MHUIMATHBE MPU
pasTVIalleHHH OXPAHSeMOM 3aKOHOM TaifHBI, CTaBllel M3BECTHON PabOTHHKY B CBA3U C
UCIIOJHEHNEM MM TPYIOBBIX 00S3aHHOCTEM.
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