[Ipunoxenue 1 K npuka3zy Ne oT

HHonoxenune
0 3a11UTe, XpPaHeHUH, 00padoTKe U Mepegayve MEPCOHAIBHBIX JAHHBIX
Pa0OTHUKOB MYHUIIMIIAJIBLHOIO 0I0’KETHOI0 00111e00pa30BaTeJIbHOT0
YUYpeKAeHHs - CpeHeH 001meo0pa3oBaTeJbHOM IKOJIbI Nel3

1. O0muMe mMoJI0KeHUus

Hacrosimee Ilonoxkenue pa3paboTaHO B COOTBETCTBHUM €O CT. 24
Konctutynun P® or 12.12.1993r. (¢ u3MEHEHUSIMH U JOMNOJHEHHSIMU),
I'paxxnanckum kogekcom P® ot 26.01.1996r. Ne 14-®3 (¢ uU3MEHEHHSIMU H
nononuenusimu), TpyaoBeim  Komekcom ot  30.12.2001r. Ne  197-@3,
denepanbabiMu  3akoHamMu OT 27.07.2006T. Ne 149-®d3 «O6 wundopmaluu,
MH(POPMAIIMOHHBIX TEXHOJOTHUAX M O 3ammure uHopmanum», ot 27.07.2006r. Ne
152-®d3 «O nepcoHaNBHBIX TaHHBIX ).

Hacrosmee [lonoxxeHnue pacrnpocTpaHsercs Ha BCEX COTPYAHUKOB, U BCE
PaOOTHUKY JTOJKHBI OBITh O3HAKOMIIEHBI ¢ 3TUM [lonoxkeHneM moa pociuch.

1.1. TlepconanpHble JaHHbIE pabOTHHKA — WHOOpPMAaLUs, HEOOXOAUMas
paboTonaTento B CBSI3U C YCTAHOBJICHHEM TPYAOBBIX OTHOIICHUN M Kacaromascs
KOHKpETHOTro paboTHuKa. OHM BKIIOYAIOT B Cce0si: OIO3HABATENbHBIC JTaHHBIC
(®UO, npara m MecTo poXAEHUsS, TpyAoBas Ouorpadus paboTHUKA, (DAKTHI
Ouworpadum); JHMYHBIE XapaKTEPUCTUKH paOOTHHWKA (TPaXTaHCTBO, HAIUINE
HAy4YHBIX TPYIOB, U300pETeHW W T.J.); CBEACHHUS O CEMEHHOM TOJOXCHHH,
COCTaBE CEMbH; COIMAILHOM TOJOKEHUH; CIIY>KEOHOM TOJOXKEHUHU; HABBIKAX; O
¢bunancoBom monoxkeHuu. K mpenocTraBisieMbiM  MEPCOHAIBHBIM  JTAHHBIM
paboTHHKA OTHOCUTCS HHQOpPMAIs, COAep)Kamascsi B TPYAOBOH KHIKKE, B
CTPaxOBOM CBHJICTEIHCTBE TOCYJAPCTBEHHOTO TMEHCUOHHOTO CTPaxOBaHWUS,
uHdopManuss 00 oOpa3oBaHuM, KBajduduKalMu, WHPOpMAIUS METUIIMHCKOTO
xapakTepa; uH(MoOpMmaus B JOKYMEHTaxX BOWHCKOTO Yy4eTa HW B JPYTHUX
JOKYMEHTaX, KOTOpbI€ COJepKaT JaHHbIE, HEOOXOAUMbIE PabOTONATENIO B CBA3H C
TPYJIOBBIMH OTHOIICHHUSIMHU.

1.2. OO0OpaboTka TEpCOHANBHBIX JAHHBIX PAOOTHHKA OCYIIECTBIACTCS B
nensix oOecreueHus COOJIIOCHHUS] 3aKOHOB M JIPYTUX HOPMATHMBHO-IIPaBOBBIX
aKTOB.

1.3. PaGoromartens  BmpaBe MPOBEpPSATh  MEPCOHAIbHBIE  JIAHHBIE
pabOTHHKOB ¢ 11eTbI0 (OPMUPOBAHUS KaJIPOBOTO pe3epBa.

14. Tlpu npueme Ha pabOTy, 3aKIIOUYEHUU TPYAOBOTO JOTOBOPA,
3aMOJHEHUU AaHKETHBIX JaHHBIX pa0oToIaTenh HE HMMEET MpaBO IMONy4yaTh U
00001maTh MHGOPMAIUIO O PETUTUO3HBIX, MOJUTUYECKUX U APYTHX yOEKIECHUIX
paboTHHKA.

1.5. Bce mnepcoHanbHbIC JaHHbIE PaOOTHHKA pPaOOTOAATENh IOJyYaeT
TOJIBKO OT HETr0 CaMmoro.

1.6. PabGoromarens mojydaeT u oOpabaThiBaeT JaHHBIC O YACTHOMN >KH3HU
paboTHHKA TOIBKO C €ro MUChbMEHHOTO COTIaCHsL.



1.7. PabGoromatens coobmiaeT paOOTHUKY MENH, MPEANOIOKUTEIbHbIC
UCTOYHUKH,  CIOCOOBI  TIONYYEHHsS  TEPCOHAIBHBIX  JaHHBIX,  XapakTep
NEePCOHAIBHBIX JAHHBIX M TOCJIEACTBUS OTKaza pPaOOTHHKA JaTh MHMCbMEHHOE
corJjiacue Ha uX MoJy4eHue.

1.8. Tlonydarh nepcoHalibHbIE JaHHbIE PAOOTHUKOB HA OCHOBAHUHU 3aKOHA
MOTyT: HajloroBbie oprasbl, IleHcuonnbli ¢ounx P®, ®@ona conuanbHOro
crpaxoBanusi P®, depepanbHas  wHcnekuus — Tpyna.  Mcrnonb3oBaHue
MEPCOHAIBHBIX JAHHBIX PAOOTHUKA JIOMYCTUMO TOJIBKO B COOTBETCTBHHM C IICIISIMHU,
onpeeNuBIINMU UX monydyeHue. [lepenaua mepcoHaNbHBIX JTaHHBIX PaOOTHHKA
BO3MOXKHa TOJBKO C corjlacus pabOTHUKA, €CIM HMHOE HE TMPEeayCMOTPEHO
3aKOHOJATEIbCTBOM.

1.9. PaGoroparenb uMeeT mpaBo coOMpaTh MEPCOHATBLHYIO HHPOPMAIIHIO,
COJIep KaIyIocsl B JIOKYMEHTaX, MPEIOCTABICHHBIX PAOOTHUKOM MpU MpHUEME Ha
pabory.

1.10. PaGoronaTens MpOU3BOIUT pacyeT U BHIILJIATY HAJIOTOB 3a paOOTHHUKA
NyTeM YJepXKaHusd HUX U3 3apaboTHOM IUIaThl, paboTodaTeNh HMEET NPaBO
cobupats mnpenycmorpennsie  HamoroBeim  Komekcom P®  cBenmenus o
HAJIOTr OTIATENbIIHUKE.

1.11. JMannoe IlonokeHue MpeaoTBpaliaeT HECAHKIIMOHWPOBAHHBIN
JocTyn K uH(poOpManuu, €€ MPOTHUBONPABHOE KOMUPOBAHHE, HCKaKEHUE,
UCII0JIb30BaHUE MpEIHAMEPEHHOT O pacnpocTpaHeHus HEZ0CTOBEPHOI
uH(OpMaINK, UCTIOIb30BaHNE HH(POPMAIIUU B MIPECTYMHBIX U KOPHICTHBIX HETAX.

2. ITopsinok XpaHeHUsl, HCNIOJIB30BAHNS U NepeIavu MePCOHATbHBIX JAHHBIX
padoTHHMKA

XpaHeHue NepCcoHAIbHBIX JAHHBIX JOJKHO MCKIIIOYATh MX YTPaTy WIH HX
HEMpPaBUILHOE UCIIOIb30BaHME.

2.1. Xpanenue, BbIJadya TPYAOBBIX KHIDKEK (MyOJUKAaTBl TPYIOBBIX
KHIDKEK); XpaHEHHUE JIMYHBIX JIeJ1 PAOOTHUKOB U MHBIX JJOKYMEHTOB, OTPAXKAIOIINUX
NEpCOHANIbHBIE  JaHHbIE  pa0OTHHMKA,  BO3JIATAIOTCS  HA  PYKOBOAMTEIS,
JICJIONIPOU3BOIUTENSE U PAOOTHUKOB OyxTanTepuu (CHUCOK JIMI YTBepP:KIaeTcs
NPUKA30M 110 LIKO0JIe).

2.2. TlepcoHalbHBIC JaHHBIE PAOOTHUKOB BMECTE C HEOOXOIUMBIMH
JOKYMEHTaMH OCTaloTcsa y paboromarens WIM JUIA, OTBETCTBEHHOTO 3a
oopMieHre MpreMa W XpaHEHUS JTUYHBIX 17 COTPYIHUKOB. [Topsmok xpaHeHUsI
TPYJIOBBIX KHIDKEK YCTaHOBJIEH MHCTpYKIIMEH Mo 3aM0JTHEHUIO TPYIOBBIX KHIDKEK.

2.3. Paboronarens oOecneynMBaeT XpaHEHUE TMEPBUYHBIX JIOKYMEHTOB,
CBSI3aHHBIX C 00PabOTKON JOKYMEHTAIMH 110 YIETy TpyAa, KaapoB U OTUIATHI TPyAa
B opranmzanuu. B Oyxrairepuu XpaHSATCS TOKYMEHTHI MO YYETy HUCIOIb30BaHUS
pabodero BpeMeHU M pacueTOB C MEPCOHATIOM IO OIUIaTe TPY/AA.

2.4. Tlpu mepenadye NEpPCOHAIBHBIX JAaHHBIX pPAOOTHHKA pabOTOMATEIb
JIOJDKEH COOMI0AATh CIenyIome TpeOoBaHus:

2.4.1. He coobmaTh MepCcOHATIbHBIC TaHHBIC PAOOTHHUKA TPEThEH CTOPOHE
0e3 MUCBMEHHOI'0 corjiacus padOTHHMKA, 332 WCKIIOUEHHEM CIy4aeB, KOrja 3TO



HEOOXOJIMMO B LIENSAX NPEAYNPEKIECHUS YrPO3bl )KU3HU U 3J0POBbIO PaOOTHHKA, a
TaK)Ke B CITy4asx, yCTAaHOBJIEHHBIX (DeepaibHbIM 3aKOHOM;

2.4.2. He coo0ImaTh MepcoHANbHBIC JaHHbIE PAOOTHHKA B KOMMEPYECKHX
nesnax 06e3 ero MMCbMEHHOTO COTJIacusl.

2.4.3. llpenynpenuTs JHI, TOJYYAIOUIMX I[EPCOHAJIbHBIE JIaHHbIE
pabOTHHKA, O TOM, YTO 3TU JAHHBIE MOT'YT OBITh UCHOJIb30BAHBI JIMILb B LEJAX, IS
KOTOPBIX OHU COOOIIEHBI, U TPEOOBATh OT ATUX JIUII MMOATBEPKIEHUS TOTO, YTO ITO
npaBwiIo cobmoaeHo. Jluna, monydaroniye nepcoHajdbHbIE JaHHbIE pPAOOTHHKA,
00s13aHBI  COOJIONIATh PEXKUM CEKpeTHOCTH (KOHUAeHIMaNbHOCTH). JlaHHOE
MOJIO)KEHUE HE pachpocTpaHsieTcs Ha OOMEH NEepCOHAJIbHBIMU JaHHBIMU
pPaOOTHUKOB B MOPSJKE, YCTAHOBJIEHHOM (heepaIbHBIMU 3aKOHAMMU;

2.4.4. Paspemarh JOCTYN K MEPCOHAIBHBIM JaHHBIM PAOOTHUKOB TOJIHKO
CHeuaibHO YIOJIHOMOYEHHBIM JTUIAM, ITPU 3TOM YKa3aHHbIE JTULA JOJKHBI UMETh
IpaBO TMOJy4YaTh TOJNBKO TE TMEPCOHAIbHBIC JaHHbIE pPaOOTHUKA, KOTOPHIE
HEOOXOJIUMBI JJIs1 BHIIOJIHEHUSI KOHKPETHBIX ()YHKIIUIA;

2.4.5. IlepemaBaTh mepcoHANbHBIE IaHHBIE PAOOTHHKA MPEIACTABUTEISM
paboTHUKOB B mopsake, ycraHoBieHHom TK P®, u orpanuuumBath 3Ty
UH(GOpPMAIIMIO TOJBKO TEMU MEPCOHAIBHBIMU JAHHBIMU PAOOTHUKA, KOTOpbIE
HEOOXOIUMBI JJISI BHITIOJIHEHHSI YKa3aHHBIMU TIPEICTaBUTENSIMHA UX (YHKIIUH.

2.5. Tlepegaua mepcoHaJbHBIX JaHHBIX pabOTHMKAa B  Mpejaenax
OpraHu3alyn:

2.5.1. PabGoromarens mnpemocraBisier WHGOPMAIIMIO W HWHBIC CBEICHUS,
HEOOXOJIMMbIE /JII NPOBEPKH MPABWIBHOCTH HMCUMUCIEHUS W YIJIAaThl HAJOrOB,
00513aTeNbHBIX MJIATEXKEW B FOCYAapCTBEHHYIO OIOJKETHYIO CUCTEMY; JOKYMEHTHI
0 TUIaTEeKECIOCOOHOCTH; CBEIEHMS O YMCIEHHOCTH, COCTaBe padOTaloIIuX,
3apabOTHOM IJIaTe€ U YCIOBHUSAX TPY/Aa, O HAJIUYUU CBOOOJHBIX pabO4YMX MECT;
JIOKYMEHTBl 00 OIlIaTeé HAJOroB MO TPEOOBAHHMIO OPraHOB BJIACTH YIIPaBJICHUS,
IPABOOXPAHUTEIBHBIX OPraHOB, IOPUINUYECKUX JIML, UMEIOIUX Ha 3TO MPABO.

2.5.2. TlpenmoctaBnsiemass uH(pOpMaIMs MOXET OBITh YCTHOM WU
NUCbMEHHOM, BO BTOpPOM CJIy4ya€ — 3aBepeHa Te4aTbl0 M MOANUCSIMU
OIPEECIICHHBIX JIUILI.

3. O0s13aHHOCTH padoTOoAATE/ISl 10 XPAHEHUIO H 3A1IMTE MEePCOHATIBHBIX
JAHHBIX pa00THUKA

3.1. PaGoromarenr obOecrmeuynBaeT 3alUIUTy MEPCOHAIBHBIX JaHHBIX
paboOTHHKA OT HENPAaBOMEPHOIO HX MWCIONb30BaHUS WJIM YyTpaThl 3a CUeT
COOCTBEHHBIX CPEJICTB B IMOPSIKE, YCTAHOBIECHHOM (eiepaTbHBIM 3aKOHOM.

3.2. PaGoromarens 3HAKOMUT pPaOOTHWUKA TOJ POCIHCh CO BCEMHU
BHYTPEHHUMH JIOKYMEHTaMH, KacalolIUMHCS Topsaka o0paboTKu, mepenadyu
NEePCOHAIBHBIX JAHHBIX PAOOTHUKOB, O MpaBax U 00A3aHHOCTSX B 3TOM 001aCTH.

3.3. PabGortomarens oOecrneunBaeT JOCTYN K TMEPCOHAJIBHBIM JIaHHBIM
pabOTHHKA TOJIBKO YIIOJTHOMOYEHHBIM JIUIIAM.

3.5. PykoBomurens  3akperuisier B llpukaze 1o YupexaeHHIO
pacnpeneneHue 00a3aHHOCTEN 10 00pabOTKE MePCOHATBHBIX JaHHBIX.



3.6. 3anmpemraerca oOpaboTka WH(POpPMAIMK B MPUCYTCTBUM HHBIX JIUII,
KpOME HMEIOUIMX TIPaBO JOCTyNa K TEPCOHAIBHBIM JaHHBIM pabOTHHUKA.
PykoBoauTeNnb XpaHHUT JOKYMEHTHI (TPYJOBBIE KHIKKU B cehde); peKOMEHIyeTCs
npu 00pabOTKE MaHHBIX C MOMOIIBIO KOMITBIOTEPA 3aKphIBATh MapojieM (ailibl,
MUMEIOIINE MTePCOHANBHBIE TaHHBIC.

4. IIpaBa pa0OTHMKOB Ha 32IIMTY NEPCOHAJbHBIX JAHHBIX

4.1. Cornacho c1.89 TK P® paOOTHUKM UMEIOT ITPaBO Ha:

4.1.1. Tlomuyto uHpopManuio 00 UX MEPCOHATBHBIX JAaHHBIX U 00pabOTKe
ATUX JIAaHHBIX;

4.1.2. CBoOomHBIN OECTUTATHBIM JOCTYIT K CBOMM IEPCOHAIBLHBIM JTAHHBIM,
BKJIOYAsl PABO HA MOJIyYEHUE KOMUM JIF000M 3a1IUCH, COAEpKaIllel TepCOHAIbHbBIE
JaHHBIE PaOOTHUKA, 32 UCKIIFOYCHUEM CITydaeB, MPEAyCMOTPEHHBIX (eepabHbIM
3aKOHOM;

4.1.3. OmpeneneHue CBOMX TMPEACTABUTEICH JUIsI  3allUTHl  CBOUX
MEPCOHATBLHBIX JaHHBIX;

4.1.4. ]JlocTyn K OTHOCSAIIMMCSI K HUM MEAUIIMHCKUM JaHHBIM C IIOMOIIBIO
MEIUITMTHCKOTO CIIEIUATUCTA TI0 UX BBIOODY;

4.1.5. TpeOoBaHue 00 HCKIIOYEHHM WM MCIPABICHUM HEBEPHBIX WIH
HEMOJIHBIX TEPCOHAIBHBIX JAHHBIX, a TaKXKe [aHHBIX, OOpabOTaHHBIX C
Hapymenuem tpedoanuit TK P®. Ilpu orkaze paboromaTens UCKIIOUUTH WIH
UCIIPABUTh TEPCOHAIBHBIC JaHHbIE pPaOOTHWKA OH HWMEET IMpaBO 3asiBUTH B
MUCBMEHHON ¢opMe paboTOmaTEeN0 O CBOEM HECOTJIACHH C COOTBETCTBYIOIIUM
000CHOBaHWEM TaKOro Hecoryacus. llepcoHalbHBIC JaHHBIC OIEHOYHOTO
XapakTepa pabOTHUK WMEET MPABO JOIMOJHHUTH 3asBICHUEM, BBIPAKAIONIUM €TO
COOCTBEHHYIO TOUKY 3PCHHUS;

4.1.6. TpeOoanue 00 W3BCIICHWH pabOTOAATENIEM BCEX JIUIl, KOTOPHIM
paHHee OBLTM COOOIIEHBI HEBEPHBIC WM HEMOJHBIE TEPCOHAJIbHBIC JTaHHBIC
paboTHHKa, 000 BCEX MPOM3BEACHHBIX B HUX HMCKIIOUEHHSX, UCIPABICHUSX WU
JIOTIOTHCHUSIX

4.1.7. PaGOTHMKM JIOJDKHBI OBITH O3HAKOMJICHBI TIIOJT POCIHUCH C
HactogmuM [Tonoxxennem. C 3TOM LENBIO B YUPEKICHUN OPraHU3YETCS U BEIETCS
XKypnan oznakomieHus: pabOTHUKOB ¢ HacTOSIUM [lomoskeHneMm.

4.1.8. OOxanoBaHue B CyJ JIOObIX HENPaBOMEPHBIX JEUCTBUM WU
Oe3nelicTBusl paboToatens npu 00pabOTKeE U 3aIIUTE €T0 NEPCOHAIBHBIX IAHHBIX.

5. OTBeTCTBEHHOCTH padoToAaTe/Is1 M JIHLI, OCYLIEeCTBJISIIOIINX padoTy ¢
NEePCOHATbHBIMM JAHHBIMHU

5.1. PabotHuk 00s13aH:
- 3Harb [lepeuens cBenenmii KoHpUaeHIMaTBHOrO Xapaktepa B MbOY - COILI
No 13.
- XpaHUTh B TailHE W3BECTHbIE €My KOH(UICHIMAILHBIC  CBEICHUS,
uH()OPMHUPOBATh PYKOBOAWTENST O (haKTax HAPYIICHUS TIOpsIKa OOpaIieHus C



KOH(UICHIMAIGHBIMA CBEJICHUSIMM, O CTaBIIMX €My M3BECTHBIM MOIBITKaX
HECAHKIIMOHUPOBAHHOT'O JIOCTYIA K MH(OpMALIIY;

- coOJozaTh MpaBuiia MOJb30BaHUs JOKYMEHTaMH, IOPS/IOK UX y4eTa U XpaHEeHHUS,
obecrnieurBarh B mpoiiecce paboThl COXPaHHOCTh MH(OPMALIUH, COIEpKaILeicss B
HHX OT NOCTOPOHHUX JIML;

- 3HaKOMMTBCS TOJBKO C TEMH CIYKEOHbIMHU JOKYMEHTAMH, K KOTOPBIM IMOTYYEH
JIOCTYII B CITY ICTIOJTHEHUSI CBOMX CITYKEOHBIX 00SI3aHHOCTEH.

5.2 Jluua, BUHOBHBIE B HApYUICHUH HOPM, PETYIHUPYIOLUIUX IOIYYEHUE,
00paboTKy W  3alUTy  M[EpPCOHAJIbHBIX  JAHHBIX  pa0OTHUKA,  HECYT
JUCUUIUIMHAPHYIO, aJIMUHUCTPATUBHYIO, IPAKIAHCKO-IIPABOBYIO0 WJIA YTOJIOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBUH C (pe/iepaibHbIMU 3aKOHAMMU.

5.3. K corpyaHuky, OTBETCTBEHHOMY 3a XpaHEHHE TE€PCOHAIBHOMN
uHbopmalu  pabOTHUKOB, paboTojaTellb BIpaBe MPUMEHUTh OJHO U3
JVCHUIUIMHAPHBIX B3BICKAHWM, HpeaycMoTpeHHbIX cT. 192 TK P®, a nmenno:
3aME€YaHue, BBIFOBOp, YBOJIbHEHME. K JIHCHUMIUIMHADHOW OTBETCTBEHHOCTHU
NPUBJIEKAIOTCA TOJBKO T€ PaOOTHUKH, KOTOPBIE MO YCIOBHUSIM CBOMX TPYIOBBIX
JIOTOBOPOB 00s13aHBI COOTIOAATH TPaBMIia paOOTHI C MEPCOHATBHBIMU JAHHBIMH.

5.4. Paboronarens BIpaBe PAaCTOPTHYTh TPYAOBOM JOTOBOp IO CBOEH
VHULAATUBE NPU Pa3rialleHUy OXPaHsSIEMOU 3aKOHOM TaiHbl, CTABIIEH U3BECTHOM
pabOTHHKY B CBSI3U C MCIIOJIHEHUEM UM TPYJIOBBIX 00SI3aHHOCTEH.






