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IMonoxkenue

0 3aLUTe, XpaHEeHHH, 00paboTKe H NepeJaye NePCOHATBHBIX JAHHBIX PAGOTHHKOB
MYHUIHNAJIBHOI0 Ka3¢HHOr0 00111€00pa30BaTeIbHOIO YUpesKIeHus
Hanexaunckoii cpeaneii 001eo6pa3oBaTeibHOM KO/

1. O6mue mo10KeHHSsT

Hacrostee [Tonoxenne paspabotano B cOOTBeTCTBHHE €O cT. 24 Koncturymu PO ot 12.12.1993r. (¢
U3MEHCHUSMHU M IOTIOJHEHUSIMH), [ paknanckum kojaekcoM P® ot 26.01.1996r. Ne 14-D3 (¢ u3sMeHEeHUIMH
 pononHenusaMu), Tpynosemm Kogexkcom ot 30.12.2001r. Ne 197-D3, penepanbHbIMU 3aKOHAMHE OT
27.07.2006r. Ne 149-@3 «O6 nndopmarmy, HHOOPMAIHOHHEIX TEXHOIOTHAX U O 3ALIATe HHPOPMAIAIY, OT
27.07.2006r. Ne 152-@3 «O mepCOHANBHBIX JAHHBIX).

Hacrosmee [Tonoxxenune pacipocTpanseTcs Ha BCEX COTPYIHUKOB, M BCE PAOOTHUKU JOJDKHBI OBITh
O3HAaKOMIIEHBI ¢ 9TUM lIomoXkeHreM mos pociucs.

1.1. Ilepconanenele 1aHHBIE padoTHNKA — HHOPMATIHUS, HeOOX0MMast paGOTOIATENIO B CBSI3H C
YCTaQHOBJICHHEM TPYIOBBIX OTHOLICHWH U Kacaromasicss KOHKPeTHOTo paboTHUKA. OHU BKIIIOUAIOT B ceOs:
ono3HaBaresbHbie nanHble (PO, nata U MecTo poskIeHHs, TpyaoBast Onorpadust paboTHHKa, GaKThl
Ororpadum); TMIHBIE XapaKTePHCTHKH PabOTHUKA (TpaskIaHCTBO, HAIMYKME HAYYHBIX TPYI0B, H300peTeHMi
M T.JI.); CBEJICHUS O CEMEHHOM MOJIOKEHHUH; COCTaBe CeMBbH; COMUATEHOM TTOJIOKEHUH; CITyKeOHOM
TIOJIOKEHHMH; HABBIKAX; 0 (PMHAHCOBOM MOIoXeHNH. K mpeocTaBisieMbIM IEPCOHAIBHBIM JaHHBIM
pabOTHHKA OTHOCUTCS HH(POPMANUsI, COASPIKAINASICS B TPYI0BOM KHUKKE, B CTPAXOBOM CBUAETEIBCTBE
rOCyIapCTBEHHOTO MIEHCHOHHOTO CTpaxoBaHus; HH(opmanus 06 00pa3zoBaHNH, KBaIu(QHUKAIINY;
uH(pOpMaINKs MEIUIHHCKOTO XapaKTepa; HHYOPMALIHS B JOKYMEHTAX BOMHCKOTO yYeTa H B IPYTHX
JOKYMEHTaX, KOTOPBIE COAEPKAT JaHHBIE, HEOOXOIMMBIE pabOTOIATEIIO B CBSI3H C TPYAOBBIMH
OTHOIIECHUSIMH.

1.2. O6paboTka mepCOHANBHBIX JaHHBIX PAOOTHHKA OCYIIECTBISETCS B HENSIX 00eCIeUeHnsI COOTIOICHNS
3aKOHOB M IPyTHMX HOPMATHBHO-ITPABOBHIX aKTOB.

1.3. PaGoTonaTens BpaBe MPOBEPSITH IEPCOHATBHbIE JIAHHBIE PAOOTHUKOB ¢ HETBI0 GOPMHUPOBAHMUS
KaJpOBOTO pe3epBa.

1.4. IIpu npueme Ha paboTy, 3aKITIOYEHUH TPYIOBOTO IOTOBOPA, 3all0JIHEHAHM aHKETHBIX JaHHBIX
paboTozmarens He UMEET IPaBo MONydaTh # 060011aTh HHOPMAIHIO O PEITUTHO3HBIX, TIOMUTUYECKUX
JPYTHX yOexIeHUsIX paboTHHUKA.

1.5. Bee mepconansHble TaHHBIE pabOTHUKA pabOTOATENb TOIYYAET TOILKO OT HETO CaMOTO.



1.6. PaGoTonarens moiay4aeT u 00pabaTeiBacT JaHHBIE 0 YaCTHOH XU3HKA PAaOOTHUKA TOJIBKO C €T0
MTHUCBMEHHOTO COTJIACHSI.

1.7. PaboromaTens coobiaeT paboTHHKY TIeNH, TPESIITOIOKHUTENBHBIC HCTOUHUKHI, CIIOCOORI TTOTyYeHHS
MIEPCOHABHBIX IAHHBIX, XapakTep HEePCOHATBHBIX JaHHBIX U MOCIIEICTBHS OTKa3a pabOTHUKA JIaTh
MMUCBMEHHOE COTJIaCHE Ha UX IHOJIyYCHHE.

1.8. ITomyvath nepcoHANBHBIE JaHHbIE PAOOTHUKOB HA OCHOBAHUH 3aKOHA MOTYT: HAJIOTOBBIC OPraHbl,
[encuonnsii Gorx PO, donp conuansroro crpaxoBanus PO, Oenepansnas HHCIEKIUS TPY/IA.
Hcnonb30Banme IEPCOHATHHBIX JTaHHBIX PA0OTHHUKA JOIIYCTHMO TOJIBKO B COOTBETCTBHUH C IEIIIMH,
ONpENEMBIIAMY UX ToTyueHue. [lepenadya nepcoHaTbHBIX JaHHBIX pabOTHHKA BO3MOKHA TOJIBKO C
corjacus paboTHHKA, €CITH HHOE HE TIPETYCMOTPEHO 3aKOHOAATEIBCTBOM.

1.9. Paboromaresis MIMEET IPaBo cOOMPATh MEPCOHANBHYIO HH(OPMAIIHIO, COAEPKAIYIOCI B JOKYMEHTA:
TIPEIOCTABICHHBIX PAOOTHUKOM IIpU IIpUEME Ha padoTy.

1.10. PaGoTomarens MPOU3BOIUT PAcUET W BBIIUIATY HAJIOTOB 338 paOOTHUKA ITyTEM YAEPKAHUS UX U3
3apaboOTHOM 11IaThI, pabOTOIATENIh UMEET TIPaBo cobupars npeaycMorpennelie Hanoroseim Kogekcom PO
CBEJICHUS 0 HAJIOTOILIATEIIBIIHKE.

1.11. Jlannoe IlosoxeHue peaoTBpaIaeT HeCAHKIIMOHUPOBAHHBIH JOCTYII K MHQOpPMAINH, ee
MIPOTHBOIIPABHOE KOMUPOBAHKE, HCKAXKEHHE, UCIIOIb30BaHUE IIPETHAMEPEHHOTO PACIPOCTPAHCHHUS
HEZOCTOBEPHOM WH(POPMAIIUH, UCTIONB30BaHUE HH(YOPMALMK B TIPECTYITHBIX U KOPBICTHBIX LEIISIX.

2. IMopsaox XpaHeHHUsI, HCIIOJIB30BAHUS H TlepeJavuH MePCOHAIbBHBIX JAHHBIX PA00OTHHKA

XpaHeHue MepCOHATBHBIX JaHHBIX JOJDKHO MCKIIOYATh UX YyTPATy WM UX HETIPABUIIBHOE
WCTIOJIb30BaHHUE.

2.1. Xpanenue, BbIIa4ya TPYIOBBIX KHIKEK (JlyOIMKAThl TPYIOBBIX KHUKEK); XPAHCHAE JIHYHBIX JIEIT
pabOTHHKOB M WHBIX JOKYMEHTOB, OTPaKaOIIMX [IEPCOHATBHBIC JaHHBIE PA0OTHUKA, BO3JIAraloTCs Ha
PYKOBOAUTEIIS, ICTOTPOU3BOIUTENS U paOOTHUKOB OyXranTepuu (CIIUCOK JIHMIT YTBEPKIACTCS TIPHKA30M TIC
IIKOJIE).

2.2. TlepcoHanmpHbBIe JaHHBIE PAOOTHUKOB BMECTE ¢ HEOOXOAUMBIMH JTOKYMEHTAMHU OCTAIOTCS Y
paboToaTesst W JIUIa, OTBETCTBEHHOTO 3a OQOPMIICHHE IIPUEMa ¥ XPAHCHHUS JIMIHBIX €T COTPY/IHUKOB.
[TopsiioK XpaHEHHSI TPYIOBBIX KHIXKEK yCTaHOBJIEH VIHCTPYKIMEH 10 3AIT0JTHEHHIO TPYAOBBIX KHHUKEK.

2.3. PaboronaTens obeceunBaeT XpaHeH e TIEPBUYHBIX JIOKYMEHTOB, CBA3aHHEIX ¢ 00paboTKOM
JOKYMEHTAIWH TI0 YUY€eTy TPpy/a, KaIpoB U OILIATHI TpyZa B OpraHusaiiu. B OyXxranrepun XpaHstcs
JIOKYMEHTHI 110 y4eTy MCIOIh30BaHUS pab0ouero BpeMEHH M PacueToB ¢ IIEPCOHATIOM 10 OIIaTe Tpyaa.

2.4. Tlpu nepeade IepCOHABHBIX TAHHBIX PAOOTHHKA paboToxaTe b JOIDKEH COOIIOIATh CIICIYIONIHe
TpeOOBaHUS:

2.4.1. He coOOImATh NEPCOHAIBHBIE TaHHBIE PAOOTHHUKA TPEThEH CTOPOHE O€3 MUCHMEHHOTO COTTIACHSI
paboTHHKA, 33 UCKITIOUCHHIEM CITy4aeB, KOTIa 3TO HEOOXOIUMO B IEJISIX TIPSy IPEXKICHUS yTPO3bI XKU3HH I
3JI0POBBIO PabOTHHUKA, @ TAKXKE B CITydasiX, YCTAHOBIEHHBIX (DEIEPATbHBIM 3aKOHOM;

2.4.2. He coOBIATh MEPCOHANIBHBIC TaHHbIe PAOOTHHKA B KOMMEPYECKUX HEJIAX 0€3 ero MIChbMEHHOTO
coryacusl.

2.4.3. llpexynpeiuTh JIATL, TTOTyIAIONIINX EPCOHAIBHBIE JaHHbIE pa0OTHUKE, O TOM, YTO ITH [[AHHBIE
MOT'YT OBITH HCIIOJIB30BAHBI JIUIIT B IIEIISIX, U1 KOTOPHIX OHKM COOOIIEHBI, X TpeOOBATh OT STHX JIHL]
TIOATBEPIKICHHUSI TOT'O, UTO 3TO TPABUIIO cOOMOAEH0. JIHIta, Oy aroIie NepCOHAIbHBIE JIaHHbIC
paGoTHEKa, 00s3aHbl COOITFOIATE PEXKIM CEKPETHOCTH (KOH(QHUICHIMAIBHOCTH). JlaHHOE TIONIOXEHHE He
pacTpocTpaHseTcss Ha 0OMEH IepCOHANTBHBIMU TAHHBIMU PAOOTHUKOB B IIOPSIIKE, yCTAaHOBICHHOM
(benepalbHBIMUA 3aKOHAMU;

2.4.4. Paspemarh JOCTYIT K IEPCOHATBHBIM JaHHBIM PAOOTHHKOB TOJIBKO CIIEIHATBHO YTIOTHOMOYEHHBD]
JIULAM, P 5TOM YKa3aHHbIC JIMA JOJDKHBI HIMETh IIPABO MOJIyYaTh TOIBKO T€ IIEPCOHAIBHBIC JAHHBIC
pabOTHMKA, KOTOPbIC HEOOXOANMBI ITs BEITIONHEHHUS KOHKPETHBIX (DyHKIIHHA;

2.4.5. TlepeaBaTh MEPCOHABHBIC TaHHBIC PAOOTHHKA TIPEICTABUTENAM PAOOTHHKOB B IOPSJIKE,
ycranosinesHoM TK P®, u orpaHu4uBaTh 3Ty HHPOPMALMIO TOJIBKO TEMH MIEPCOHATBHBIMU TAHHBIMH
pabGoTHHKA, KOTOPHIE HEOOXOAMMEI TSl BBITIOJIHEHHS YKA3aHHBIMHA IPEICTABHTEISAMU MX (yHKIIHH.



2.5. Tlepenaya mepcoHANBHBIX JaHHBIX PAGOTHHKA B TIPEICIaX OpraHu3aIim:

2.5.1. Paboronarens nmpenocTasiseT HHPOPMAIHIO H HHBIE CBEJICHUS, HEOOXOAUMBIE JUIS [TPOBEPKH
PaBHIILHOCTH UCUUCIICHUS M YTUIATBI HATIOTOB, 0OSI3aTEIBHBIX ILIATEXEH B TOCYIAPCTBEHHYIO GIOMKETHYIO
CHCTEMY; TOKYMCHTBI O TIJIATEXKECIOCOOHOCTH; CBEJICHHS O YHCICHHOCTH, COCTaBe PabOTAIOIIHX,
3apabOTHOM TIaTe U yCTOBUAX TPYZa, O HATHYUH CBOGOIHEIX pabounX MecT; JIOKYMEHTHI 00 omare
HAJIOTOB 110 TPeOOBAHHMIO OPIaHOB BIIACTH YTPABICHHS, [IPABOOXPAHUTEIBHIX OPIraHOB, FOPUIUYECKUX JTHI],
HMEIOIIMX Ha 3TO MPago.

2.5.2. Tlpenocrasnsemast nHGOPMAIUS MOKET GBITh YCTHOM HITH UCBMEHHOM, BO BTOPOM CJTydae —
3aBEpEHa MEYaThIO U MOAUCSIMH OMPEAEIIEHHBIX JIHIL.

3. O0si3aHHOCTH paGoTOAATENS 10 XPAHEHHIO U 3AUTE NEePCOHATBbHBIX JaHHBIX PA00THHKA

3.1. PaGoTozaTens obecrieunBaeT 3aMTy MEPCOHATBHBIX TAHHBIX paboTHHKA OT HETIPABOMEPHOI'O UX
MCIIOIE30BAHUSL MM YTPATBI 33 CHET COOCTBEHHBIX CPEJICTB B IIOPSIIKE, YCTAHOBIEHHOM (heepanbHbM
3aKOHOM.

3.2. PaGoTosaTens 3HaKOMUT paGOTHHKA MO POCIIHCEH CO BCEMH BHYTPEHHUMH JTOKYMEHTAMH,
KaCaroIMMHCs TOpsijika 00paboTKH, Mepeiau MepcOHABHBIX JAHHBIX paGOTHUKOB, O [paBax 1
0053aHHOCTSIX B 3TOM 06JIaCTH.

3.3. PaborozaTes 06eCie MBAET IOCTYI K TIEPCOHATBHBIM TaHHBIM pabOTHUKA TOJIBKO
YIOTHOMOUYEHHBIM JIHIIAM.

3.5. Pykosomurens 3axpernisier B [Ipukase mo YapexmeHuo pacrpeeiieHue 00s13aHHOCTEHR 110
06paboTKe TTePCOHAIILHBIX TaHHBIX.

3.6. 3anpemaetcs 06paboTKa HHPOPMALMH B IPUCYTCTBHH WHBIX JIUIL, KpOME UMEIOIIUX TPaBO JIOCTyIa
K IEPCOHAILHBIM TaHHBIM PabOTHUKA. PyKOBOAMTENb XPAHAT TOKYMEHTHI (TPYIOBBIC KHUXKH B ceitde);
PEKOMEHTyeTCs P 00pabOTKe NAHHBIX C TIOMOIIBIO KOMIIBIOTEPA 3aKPHIBATE ITAPOIIEM (HaTBI, MMEIOHe
HEPCOHAIIBHBIE JIAHHBIC.

4. IlpaBa paGoTHHKOB HA 3aIUTY MEPCOHATBHBIX JAHHBIX

4.1. Cornacno ¢1.89 TK P® paGoTHHKM HMEIOT TIPaBO Ha:

4.1.1. Tlonyro nHOOpMAHIO 06 NX HEPCOHATBHBIX IAHHBIX U 00paboTKe ATUX JIAHHBIX;

4.1.2. CBOOOIHBIH GeCTLIATHBIH ZOCTYII K CBOMM MepPCOHATBHBIM JaHHBIM, BKITIOYAs IPaBO Ha MOJIyYCHHE
KOMHIL /1000 3armcn, coepikariei mepcoHalbHbIe JaHHbIe pabOTHHKA, 33 HCKIIOUCHHEM ClTy4aes,
TIPEIYCMOTPEHHBIX (PeIepaIbHBIM 3aKOHOM;

4.1.3. Onpenternienyie CBOMX MPECTABUTENEH JUTSL 3AIIUTHI CBOMX NIEPCOHATBHBIX TAHHBIX,

4.1.4. JlocTym K OTHOCSAIIMMCS K HUM MEIMIMHCKIM TaHHBIM C TTOMOIIBIO MEIMITMHCKOTO CIIEIHAIACTa
10 UX BBIOODY;

4.1.5. Tpebosanue 06 MCKITFOYEHNH HIIH MCTIPABJICHUM HEBEPHBIX HITH HETIOJTHBIX IEPCOHATBHBIX TaHHbIX
a TaKKe JIAHHEIX, 00paboTaHHbIX ¢ HapymeHneMm TpeboBanuit TK PO, ITpu otkase paGoTomarers
VCKJTIOYUTh UM UCIIPABUTh IIEPCOHATBHBIE TaHHBEIE PAOOTHUKA OH UMEET MPaBO 3asIBUTh B TUCHMEHHON
dhopme paboTOATENO O CBOEM HECOTIIACHH € COOTBETCTBYIOIIUM 000CHOBAHHEM TAKOTO HECOTTIACHSL.
IepconanbHble aHHbIE OIIEHOYHOTO XapakTepa paGOTHIK MMEET TIPABO TOTONHATE 3asBIEHHEM,
BBIPXKAIOIINM €r0 COOCTBEHHYIO TOUKY 3PEHHS;

4.1.6. Tpebosanue 06 u3Bemenny paboTORATENEM BCEX JIUI, KOTOPHIM PaHHEE ObLIH COOBIIECHET
HCBEPHbIC WITM HETIOJIHbIE IEPCOHATbHBIE JaHHBIE PaOOTHHKA, 000 BCEX TPOU3BEIEHHEIX B HUX
UCKITIOYEHHUSIX, UCIIPABIICHUSIX WJTH JOMOJIHCHUSX;

4.1.7. PaGoTHUKHM JTOMKHBI OBITH 03HAKOMIIEHBI IO POCITHCH ¢ HACTOSIHM [TonoskerueM. C 3Toi Hembio
B YUPCKICHUN OPTaHU3yeTCst U BeneTes JKypHan 03HaKOMIICHHST pabOTHUKOB ¢ HACTOSIIAM 1100KEHHEM.

4.1.8. O6:xanoBaHme B Cy 1 MOOBIX HEMPABOMEPHBIX NSHCTBHI WK 6e31eicTBYS paboTonarens npu
00paboTKe | 3alUTe €ro NEPCOHATIBHBIX JaHHBIX.

5. OTBETCTBEHHOCT PAGOTOAATEIISI | JIHLI, OCYIIECTBIISIONIX PaboTy ¢ IEPCOHATBHBIMH JAHHBIMH

5.1. PaboTtHuk 00s13aH:

» 3Hath llepedens cBeeHui KoHGUIEHIMATEHOTO XapakTepa B MKOY Hanexmackoit COII



» XPaHWTb B TallHE U3BECTHEIE eMY KOH(MUICHIMATBHBIE CBE/ICHHS, HHQOPMHUPOBATH PYKOBOJIATEJIS
0 (haKTax HApyIIEHUS TIOPSIIKA OOPAILEHNS ¢ KOHDUIEHITHATLHBIME CBEICHHAMH, O CTABIITHX eMy
M3BCCTHBIM IIOIBITKAX HECAHKIIMOHUPOBAHHOTO JTOCTYTIA K HH()OPMAIHH;

» cobmmonaTh MpaBHIIa MOJTB30BAHUS T0KYMEHTAMH, TIOPSIOK HX YUeTa XpaHeHus, 00eCTeunBaTh
nporecce padoThl COXPAHHOCTH MH(OPMALINH, COECPKALIECHCS B HUX OT MOCTOPOHHUX JIHILL

> 3HAKOMHTBCS TOJBKO C TeMH CITYXKeOHBIMH JI0KYMEHTaMH, K KOTOPBIM TIOJIy4€H JAOCTYII B CHITY
HCIIOJTHEHHSI CBOUX CITY)KEOHBIX 00sI3aHHOCTEH.

5.2 Jluna, BUHOBHBIE B HAPYIIECHHH HOPM, PETYIMPYIOIIUX TIOTyqeHHE, 00paboTKy U 3aIuTy
TICPCOHAIBHBIX IAHHEIX PAOOTHHKA, HECYT IMCIUTITHHAPHYIO, aIMAHUCTPATHBHYIO, TPakIaHCKO-IPABOBYIO
UIIA YTOJIOBHYIO OTBETCTBEHHOCTH B COOTBETCTBHUH C (he/iepabHBIMHU 3aKOHAMH.

5.3. K coTpynHuKy, OTBETCTBEHHOMY 3a XpaHEHHE MEPCOHANBHOM HHPOPMAIHH PabOTHHUKOB,
paboTozaTeNs BrpaBe MPUMEHHTH OHO M3 MMCIMIIIHHAPHBIX B3BICKAHMIA, MPeayCMOTpeHHBIX ¢T. 192 TK
P®, a umMeHHO: 3amMeuanue, BBIrOBOD, yBOJIbHEHNE. K IHCIMIIIMHAPHON OTBETCTBEHHOCTH IIPUBIIEKAIOTCS
TOJIBKO T¢ paOOTHHKH, KOTOPBIE TI0 YCTOBUSIM CBOMX TPYIOBBIX JI0TOBOPOB 0OSI3aHbI COBIIONAT IIpaBuIIa
paboTEI ¢ IepCOHAIBHBIMU JJAHHBIMH.

5.4. Paborozarens BIpaBe pacTOPTHYTh TPYAOBOM JOTOBOP 1O CBOEH HHUIHATHBE [IPH pasriameHun
OXpaHAEMOH 3aKOHOM TalHBI, CTaBIIEH U3BECTHOM pabOTHUKY B CBA3M C HCIIOIHEHHEM UM TPYIOBBIX
00sI3aHHOCTEH



