NOJIOXKEHHUE

0 3aIUTE NEPCOHAIBbHBIX JAHHBIX PA00OTHHKOB

MBAOY AC Ne24 cr. CtaBponoJibLCekoii
MO CeBepckmii paiion



1. OBLUME NOJTIOXKEHUA

l.1.Hactosimee ITonoskenme o 3allWTe TEPCOHANBHBIX NaHHBIX pPabOTHUKOB
MBJOY OC Ne24 cr. CraBponoasckoii MO CeBepcknii paiion (manee —
Ionoxenue) paspaGotano c LEJIBI0 3alIHUTEl MHOOPMAIMH, OTHOCHLICHCS K
TAYHOCTH M JIMYHOH  KU3HH paboraukos  MBJIOY JC No24 CT.
Craeponoasckoii MO Cesepcknii paiion (manee YupexneHue), B COOTBETCTBHH
co cratbedt 24 Koucrurymmu Poccumiickoit Qenepanun, TpymoBEIM Komekcom
Poccuitckoit ®eneparun u DelepalbHBIMA 3aK0HaME 0T 27 mons 2006 roga Ne
149-03 «O6 wunpopmarm, VH(QOPMAIIMOHHBIX TEXHOJOTHIX H O 3alIUTe
HHpOpManum», ot 27 mrons 2006 roxa No 152-®3 «O nepcoHaNBHBIX JaHHBIXY. ‘
1.2. TTonoxenwe o 3amure [ICPCOHA/IBHBIX IaHHBIX PAOOTHHUKOB yCTAHABIHBACT
TOPANOK MOTy4eHH s, yueTa, 06paboTKH, HAKOTUIEHHS | XpaHeHHs NOKYMEHTOB,
CONEPKAIMX CBECHES, OTHECEHHbIE K IIePCOHATBHEIM TaHHEM paboTHHKOB
yapexnenus. PaboTHukamu cuntaroTes U, paboTAIONIHE B YUPEeXK TEHMH TIO
TPYAOBOMY JJOTOBODY.

1.3. Iensro HacTosmero [Tonoxenus ABIseTCH HOMONMHEHKE 3aKOHOIATENLCTRA
P® B o6nacTy 3aumte: [ePCOHANBHBIX NaHHBIX.

1.4. K aktam o6s3aTebubIM K HCITOTHEHHIO B YUPEXICHHH OTHOCATCS
3aKOHONATENECTBO PD B cepe 3ammTe! uupopManmy, a Taxke IIDUHATHIE Ha ero
OCHOBaHHH JIOKaJIbHBI€ HOPMATUBHEIE AKTEI YIpEXTeHuUs.

1.5. Hacrosiee ITonoxenwue o 3alllMTe NEePCOHANBHBIX NaHHEIX JOKHO OBITEH
TIOAITHCAHO 3aBE/IYIOILIMM YUpeKICHHEM, U BCe PabOTHUKH TOJKHEI GBITE
IIMCEMEHHO IIOJ POCIHCH 03HAKOMIIEHDI ¢ HUM.

2. MOHATUE U COCTAB NEPCOHAJIbHbIX AAHHbIX

]

2.1. Tlox mepcoHanbHBIMK JaHHEIMH PabOTHHKOB [TOHUMAETCS uHpOpMAILIHS,
HeoOXoxuMas paboToNaTENIO B CBS3H ¢ TPYMOBBIMH OTHOLICHUAMH U KACAIOIIAACS
KOHKPETHOI0 pabOTHHKA, a TaloKe CBEIeHHS O daxrax, cOGBITHIX 1
00CTOATENBCTBAX JKU3HK paboTHHKa, MO3BOISIONIHE UICHTHOUIIHPOBATE ero
JIM9HOCTE,

2.2. CocTaB lepCOHATBHBIX JaHHBIX paboTHUKa:

- aHKeTa;

- aBTOOMOTrpadus;

- 0bpaszoBanue; r

- ITIHBIE KapTo4ka (popma T-2);

- CBEJICHHS O TPYZIOBOM H 00ILEM CTaKe;

- CBENICHUA O NPeJBbITyLIIeM MecTe paGoTEL;

- CBEIICHHUS O COCTABE CEMBH;

- IaCMOPTHEIE NaHHEIE,

- CBENICHHSA O BOMHCKOM yYeTe;

- CBE/ICHHS 0 3apabOTHOM IIaTe COTPYAHMKA;

- CBE/ICHHA O COLIMATBHBIX TBIOTAX;



- CIIELIHATBHOCTE;

- 3aHUMaeMas JODKHOCTE;

- pasmep 3apabOTHOM ITaTHI;

- HAJIMYHME CYAUMOCTEN;

- aJ[pec MecTa }KUTeIbCTBA;

- IoMalrHu# TenedoH; ,

- COZIepXKaHue TPyAOBOTO I0TOBOPA;

- COJZIepXKaHue JeKlapalliy, [10{aBaeMOH B HaJIONOBYIO HHCIIEKIIHIO,

- IOJVIMHHUKY U KOIIMH IIPUKA30B M0 TUIHOMY COCTaBY;

- IMYHBIE JleNla U TPYAOBbIE KHIKKHU COTPYIHUKOB;

- OCHOBaHHS K IIPHKa3aM M0 JUYHOMY COCTaBY;

- Jienia, Co/IepIKaIie MaTepHUasl 0 MOBBIIICHHIO KBATH(DHKALMH B
IeperoaroToBKe COTPYIHUKOB, UX aTTeCTalllH, CITyKeOHBIM pacciieI0BaHusM;
- KOITMK OTYETOB, HANIPaBJIsieMble B OPraHbl CTATUCTHKH;

- KOIIMK JOKYMEHTOB 00 00pa3oBaHUH;

- Pe3yIbTaThl MEIULMHCKOT0 00CIe0BaHHS Ha IPEAMET MOAHOCTH K
OCYLUECTBJIEHHIO TPYJOBBIX 0053aHHOCTEH’;

- hoTorpaduu 1 WHBIE CBEIEHUS, OTHOCSAIIMECS K IEPCOHAIBHBIM JIaHHBIM
paboTHuKa; "

- PeKOMeHIAIiH, XapaKTEPHUCTHKHU | T.IL.

- HOMep pacdeTHOro cuera B OaHke.

2.3. VkasaHHsl€e B I1.2.2. CBEIEHUS SBJIAIOTCS KOHQUIEHIIMAIBHBIMHA U HE
MOJJIEXAT pa3riiallleHHIO HHAYe KaK 110 OCHOBAHHUSM, IIPelyCMOTPEHHBIM
3aKOHOHaTeNbcTBOM PO, PeskyM 3aliThl IEPCOHATBHBIX aHHBIX MOXET OBITh
CHST ITO HCTEUEHHH 75 JIeT, eCli GONBIIHA CPOK He MpeIyCMOTPeH
3aKOHOJATENLCTBOM HITH COTTIAMICHUEM ¢ PAOOTHHKOM.

3. OBA3AHHOCTU PABOTOAATENA

3.1. B 1eax ueromHeHus TpeboBanuii 3akoHomarenscTBa PO mpu obpaboTke
IIEPCOHAIBHBIX TaHHEBIX, Bce PaOOTHUKY y4PEKAEHUA T0JKHEI HCTIOTHATE
YCTaHOBJIEHHBIN IIOPSIIOK PabOTEI:

3.1.1. Pabota ¢ nepcoHanbHBIMU JaHHBIMU paOOTHUKOB JOJDKHA HE HAPYILIATh
TpeboBanui 3akoHoaTenscTBa PO 1 TOKAIBHBIX HOPMATUBHEIX AKTOB
OpraHM3alliy, ¥ JO/DKHA OBITh HEMOCPEACTBEHHO CBA3aHa ¢ OCYLIECTBICHHEM UMH
CBOMX TPYJOBBIX (DYHKIHH.

3.1.2. Ilpu c6ope 1 06paboTKe NEPCOHANBHBIX IaHHBIX paboTHKKa paboTosarels
nomkeH pykosozacrBoBathes Koncruryuued PO, Tpynosemm kogexkcoMm PO u
MHBIMH (elepalbHBIMH 3aKOHAMH.

3.1.3. [lepcoHanbHble naHHBIE paGOTHHKOB JXODKHEI OBITH IIOJY4YEHBI TOJIBKO
HENOCPeJICTBEHHO Y Hero. Eciu s o6paboTKy ero NaHHbIX WM UX NOYYeHUA
IIPUBJIEKAETCS TPETHH JIMLIA, TO paBOTHHUK JODKEH JATh IpEeIBApUTEIEHOS
TIHCBMEHHOE coryiacue Ha 3T0. OIMHOBpeMEHHO pabOTHHK JO/DKEH OBITH
yBeZIOMIIeH 0 Lesx cOopa uHpOpMaIMy, UCTOYHUKAX €€ IIOJIYYEHHUs, a TAKKE O
TIOCJIE/ICTBUSIX OTKa3a OT IIPEAOCTaB/IeHHs IMCEMEHHOTO COIacus Ha coop
UHpOpMaIIHH..



3.1.4. TlepconanpHple naHHBIe PabOTHUKE O €0 MOJIUTHYECKHX, PETUTHO3HBIX U
MHBIX yOeX/IeHUIX, YaCTHOH JKU3HH, a TAKXKE WIEHCTBE B O0IIECTBEHHBIX H
IpO()COIO3HEIX OPraHU3aLMAX He MOAIeXaT cOopy YUpekIeHHEM, eCITH HHOE He
IpeNyCMOTPEHO 3aKOHOAATEIECTBOM.

3.1.5. 3amuTa NepcoHaIbHBIX AaHHBIX pabOTHHKA JOJDKHA 00eCIIeunBaThCs
IIOJIHOCTBIO 3a cHeT paboTomarens.

3.1.6. Yupexaenue 00s3aHO IIpu IipreMe Ha paboTy, a TakxKe IIPH JI0OBIX
M3MEHEHMAX [IPaBUI pabOThl C EPCOHATBHBIMYU JAHHBIMH TUCEMEHHO 3HAKOMHUTH
C HUMH BceX paOOTHUKOB yUpeKAeHHUS.

3.1.7. YupexeHue He UMeeT [IpaBo IPUHYXKAATh pabOTHUKOB K OTKa3y OT CBOMX
[paB Ha 3alIUTY TTEPCOHATBHEIX AaHHEIX.

4. OBA3SAHHOCTWU PABOTHUKA

Paborauk o6s3aH:

4.1. ITepenats paboTozaTenio Bce IiepcOHAbHbIE JaHHbIE, YKa3aHHbIE B
COOTBETCTBYIOLIMX JOKYMEHTAX.

4.2. B ycTaHOBIEHHBIN ITpaBUIaMy CPoK coobmars paboronarento 06 usmeHe
CBOMX IIEPCOHANBHBIX NAHHBIX.

5. MPABA PABOTHUKA

PaborHuk uMeeT npaso:

5.1. Ha npocMoTp nepcoHansHOM HHpOpMAIHY, UMerolIelcs K paboToaareto.
5.2. Ha cBoOoaHBIH OecriaTHbIN ¥ HeOrpaHWYEHHBIH TOCTYI K CBOUM
IIEPCOHAJIEHBIM JAHHBIM, B TOM YHCJIe IPABO Ha MOJIyYeHHE MOATBEPXKIA0IHX
JOKYMEHTOB B BUJIE CIIPABOK, KOIIMH MM B BUZE HHOT'O IPYroro o(QUIMaIbHOro
JOKyMEHTA. . "

5.3. Ha gocTym K MEIUIMHCKHUM JaHHBIM ¢ [IOMOLIBIO METHIIMHCKOTO
CIIeLIa/IMCTa 110 CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHUS UJIH YAAIHUTH IEPCOHAIBHYIO HH(OpMaLHIO,
OITy4eHHY10 paboToaTeIeM B HapyllleHHe HacTOALIMX NpaBHil. MiaMeHeHus
BHOCSATCS Ha OCHOBAHUHM ITUCBMEHHOTO 3asBIIeHHs pabOTHHUKA.

5.5. IlotpefoBats ot paborogaTeiis H3BECTUTH BCEX JIML, paHee MONyUUBIIHX 110
BUHE pabOTONATENsl HETIOIHBIE UJIM HEBEpHBIE TIepCOHAILHEIE JAHHEBIE O
paboTHuUKE.

5.6. ObxanoBate B cyJe0HOM IIOpsAKe JIGObIe HeIpaBOMEPHEIE IeHCTBHS 1IN
6esneficTBue paGoTonares npu o6paboTKe U 3aIUTE EPCOHAIBHBIX JAHHBIX
paboTHHKA.

6. CBOP, OBPABOTKA U XPAHEHME NEPCOHAJIbHbIX [AHHbIX

6.1. O6pabotka nepcoHaNbHBIX AaHHBIX pabOTHHUKA - 3TO MOJIy4YeHHEe HHDOPMALIUH
M3 pasIMYHbIX HCTOYHUKOB, €¢ XpaHeHue, 00paboTka, a Taxxe oboe apyroe
UCIIOJIB30BaHKE.



6.2. IlepconanbHble TaHHBIE TIPEJOCTABIAIOTCA CaMUM PAOOTHHKOM ITyTeM
3aI10JIHEHHUs aHKETHl yCTaHOBIEHHOH hopMbl. PaGoTozarens 00g3aH Npu UX
TOJTy4eHHUH TIPOBEPHTE 3asiBlIeHHbIe JaHHbBIE MTPEIbABIEHHBIM TIOATBEPXKAAKIIUM
JTOKYMEHTaM.

6.2.1. AHKeTa COIEpP)KHUT BOIIPOCHI O MEPCOHAIBHBIX JaHHBIX PaOOTHHKA.

6.2.2. AHKeTa HOJKHA OBITH 3am0/IHeHa pabOTHUKOM JIMYHO. Bee 1ot aHKeThl
IIOTDKHBI OBITH 3aIIOJHEHE], @ IPX OTCYTCTBUU MH(MOPMAIMH B COOTBETCTBYIOLICH
T10J1e IOJDKEH CTaBUTHCH Mpodepk. COKpaIleHus MMpY 3all0JIHEHHH aHKETEI HE
JIOTTYCKAIOTCS, TAK)Ke Kak ¥ HCIPaBIeHns 1 3a4epKuBaHui. B sToM ciy4ae
paboTHHK 00sI3aH 3al0IHUTE dHKETY 3aHOBO.

6.2.3. AukeTa pabOTHHMKA XPAaHUTCS B IMYHOM J€jie y OTBETCTBEHHOrO JIKIIA
paboTonarenst BMECTe C IIPeJ0CTaBIEHHBIMA JOKYMEHTAMH.

6.2.4. JTuanoe aeno paboTHHKA 0POpMISETCS IOCIIe BCTYIIEHHA TpyA0BOI0
JOrOBOpA B CUITY.

6.2.5. JIudHOE [e710 XPaHWUTCS B MarKax YCTAHOBIEHHOTO 00pasiia, Ha KOTOPOH
ykasbiBatotcsi Homep nena u O.M.0. padoTHuKa. -
6.2.6. JlnuHoe €m0 BKIIOYaeT ABe LBeTHble Gororpaduu paboTHrka 3 Ha 4 cM.
6.2.7. Bce mOKYMEHTEI IMUHOTO AejIa XPaHATCSA CTPOro B XPOHOJIOTHYECKOM
TOPSJIKE, C IPOCTABICHUEM aThl X MOTYyYECHNS, a TAKKEe HyMEpalHu.

6.2.8. JInyHOe [eJI0 [ocIe IIpeKpalleH s TPYA0BOro J0roBopa ¢ COTpy AHUKOM
riepeaeTcs B apXMB, U XPAHUTCS yCTAHOBIEHHEIE 3aKOHOATEIECTBOM CPOKH.

7. NEPEQAYA NEPCOHAJTIbHbIX AAHHbIX

7.1. TIpu oCyIIeCTBIISHHH TIepe/Iau TePCOHAILHBIX TaHHBIX PAOOTHHKOB TPETBUM
nuiaMm paborozaTens 00s3aH:

- He co0BIaTh EPCOHAIbHbIE JaHHbIe 63 IMOIY4eHHOI0 MUCEMEHHOI0 COIVIacHs
paboTHMKA, KPOME CITydaes, xorﬂa Takue 00A3aHHOCTH YCTAHOBJIEHBI
3aKOHOJIATEILCTBOM; .

- HE Iepe/IaBaTh TIePCOHATbHbIE JaHHbIE PAOOTHHKA JULA UCTIOIB30BAHNS B
KOMMEpUECKUX IeJIIX;

- Tpe60BATH OT TPETHHX JIAI[ COOMIONEHN)S NPaB//l paboThI ¢ NEPCOHATEHEIMHA
N2HHBIMH, a TAKXKE IIPeIOCTaBIeHHS MMCHbMEHHOIO MOATBEPKACHUA
MCIIONb30BaHMs IEPCOHATBHEIX JaHHBIX B IIOPSIKE, 1peyCMOTPEHHBIX
HACTOSILMM I10JIOXKEHHEM O 3all[UTe NePCOHAIBHBIX JaHHBIX]

- 1aBaTh JOCTYII K IEPCOHATEHBIM JaHHBIM TOJIBKO JIALIAM, UMEIOLIMM
COOTBETCTBYIOIIX# JOITYCK U UCTIONB3YIOLIUX UX TOJIBKO JUIA BBIIIOJIHEHNA
KOHKPETHBIX TTOJTHOMOYMH; T

- He ucTpeboBaTh HHGOPMALIKIO O COCTOSHAHM 3J0pOBbsl pabOTHMKA, 32
MCKJIFOYEHHEM IaHHBIX, KOTOPBIE MOTYT MOBJIHUATh HA HCIIOJHEHHE PAaOOTHHKOM
CBOMX TPYIOBBIX O0S3aHHOCTEM.

8. AOCTYN K NEPCOHA/IbHbIM AAHHbBIM COTPYAHUKA

8.1. BHyTpeHHHH T0CTyN (MCTIOIB30BaHIe HHPOPMALUE PabOTHUKAMH
yUpEeXK/IeHuUs ).

n



IIpaBo mocTyna k nepcoHambHBIM JaHHBIM PaGOTHHKA HMEIOT:

- 3aBeYIOIIUH YUpekKIeHue;

- 3aMECTUTEIb 3aBE/IYIOIIETo 110 y4eOHO-BOCIIUTATENbHOM paboTe;

- 3AMECTUTEJIB 3aBEYIOIIET0 10 aIMMHACTPAaTHBHO-X03SHCTBEHHOI paboTe;
- MEeTUIIMHCKAs CecTpa;

- IeJIONPOU3BOIUTETD;

- Oyxrantep;

- caM pabOTHHK.

8.2. Buemmnuii foctyn (rocy1apeTBeHHbIE CTPYKTYPBHI).

[lepconanbHble nanHble pabOTHHKOB MOTYT NPEXOCTABISATHECA TOJIBKO IO 3aIPOCy
KOMIIETEHTHBIX OPIaHOB, HMEIOIIUX COOTBETCTBYIOIIME ITOJIHOMOUHS:

- yupasieHue o0pa3oBaHus;

- benepanpHas Hanorosas ciyxoa;

- IPaBOOXPAHUTEIIEHEIE OPIaHEL;

- OpraHbl CTATHCTHKH;

- 610pO KpeIUTHBIX UCTOPHIA;

- BOGHKOMATEI;

- OpraHbl COLMANIBHOIO CTPAXOBAHMU;

- IEHCHOHHbIE (hOHIBL,

- IOZPa3/Ie/ICHUS MYHHLIUMIIAIbHBIX OPTAHOB YIIPABJIEHHA.

8.3. Jlpyrue opranuzaruv (TpeThH JIHIA).

Caenenns o paGoTHuKe (B TOM YMCIIe YBOJIEHHOM M3 AaHHBIX apxuBa)
MPENOCTABIIAIOTCS TPETHUM JIMLIAM Ha OCHOBAHUHU ITUCHMEHHOTO 3asBIEHUS CAMOTO
paboTHHKA. '

8.4. POICTBEeHHUKY U 4/IeHBI ceMell.

IlepconanbHble naHHbIe paGOTHUKA IPeNOCTABISOTCS POJICTBEHHUKAM HJTH
“JICHAM €r0 CEMBH TOJIBKO C IIMChMEHHOTO pas3pelueHus paboTHHKA.

9. 3AU4P‘iT:A MEPCOHA/TbHbIX AAHHbIX PABOTHUKOB

9.1. B pamkax peanusamuu IYHKTOB HAcTOsuiero ITOMOXKeHHS O 3alluTe
NIEPCOHATIBHBIX JNAHHBIX PaOOTHHKOB, 3aBEyIONIUH YIPEXKIEHNS U3/AET IPHKA3 O
HA3HAYCHUH JIMI@, OTBETCTBEHHOTO 3a coOmoNeHHe Topsika paboTsl c
NEPCOHAILHBIMYA JaHHBIMH PabOTHUKOB, HA KOTOPOM JIeXkaT Bce OOS3aHHOCTH MO
oeclieqeHn0 KOHDHIEHIMAaTBHOCTH TI0Ty YeHHBIX JaHHBIX, 4 TAKKE OpraHM3aIyu
paboThI c HUMU.
9.2. INocTynaroimye 3anpocsl OT TPETBUX JIMI Ha IIPEIOCTaBJIeHHUE ITePCOHAIBHON
HHOPMALMK O pabOTHHKE JOIDKHEI 'BH3MPOBATHCS IOPUIUYECKOH CIyK00¥H ¢
Pe30JLIOLHEH O BO3MOXKHOCTH OTBETA M [IOJHOTE MPEJOCTABIAEMON HHpOPMAIIIH,
9.3. Ilepenada MHGOPMALHK NMPOMCXOMMT TONBKO B MHCEMEHHOM BHE. 3arpoc
JIOJIKEH OBITh CHETaH B IHCEMEHHOM BHJE C YKA3aHHEM BCEX PEKBHU3WUTOB JIHIIa,
3anpamnBaroIero uHpopmanuo. OTBET NOmKeH OBITh CAeNaH Ha (GUPMEHHOM
OnaHke KOMIAHWM W OTHpaBNeH Iu6O KYpbepCKO# ciry:x60#, 160 3aKa3HBIM
IHECEMOM.
9.4. Bce nomydeHHBle NepCOHANBHBIE NAHHBIE IOJKHEI XpaHHTBCA B MeECTe,
HCKJIIOYAIOIIIEM HECaHKIIMOHUPOBAHHBIX JIOCTYyII TPEThUX M.
6



9.5. DnexTpoHHBIE HOCHTENM HWHGPOPMAIHH, MAOUKHEL OBITE  32IIMIICHBI
KpUnTorpapuiecKuMu CpeAcTBaMH 3aIUTHI " uHGOpMAaIUH.

10. OTBETCTBEHHOCTb 3A PA3IMMALLEHUE NH®OPMALIUMN,
CBA3AHHOW C NEPCOHANTbHbIMU AAHHbBIMU PABOTHUKA

10.1. JIuua, NpU3HAHHbBIE BUHOBHBIMK B HAPYIIEHUH [0JI0)KEHHH HACTOALLETO
[TonoxeHust O 3alUTe MEPCOHAIBHBIX AaHHBIX PaOOTHUKOM IIPHBJIEKAIOTCH K
IMUCLUIIIMHAPHOM, aIMHUHUACTPATHBHOM, IpaK1aHCKO-TIPaBOBOM U yroJIOBHOH
OTBETCTBEHHOCTH, B MOPSIAKE IIPelyCMOTPEHHOM 3aKOHOIATEIbCTBOM PO u
JIOKATLHBIMHA HOPMAaTUBHBIMH aKTaMH.



