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;»YTBEP}KlIAIO ‘

MNOJOXEHHUE
0 pa6oTe ¢ MEepPCOHAJTbHBIMH JAHHBIMH PAOOTHHKOB
MYHMIHNIAIBHOTO JOMIKOJIbHOI0 00pa3oBaTeIbHOI0 yUpeKAeHHsI
«Jlerckuii cag Ne 254 TpakTopo3aBoacKkoro paiiona Boarorpaaay

1. OBIIME IMOJIOKEHM I

1.1. Hacrosimee IlonokeHume O 3alidTe MEPCOHAIBHBIX JAHHBIX DPaOOTHUKOB
yCTAaHaBJIMBACT MOPSIOK IOJydeHHs, ydeTa, 0OpabOTKH, HAKOMICHUS M XPAHCHHUs
IOKYMEHTOB, COJIEpXAlUX CBEIEHHUsA, OTHECEHHBIC K TMEePCOHAIBHBIM JIaHHBIM
pPabOTHHKOB MYHHIIMITAIFHOTO JOIIKOJIBHOTO 00pa3s0BaTENbHOrO  YYPEXKACHMUS
«llerckuit cam Ne 254 TpakroposaBoickoro paioHa Bomrorpana» (mamee —
YupexieHue).

1.2. Llenbro HacTOAIwErO [10I0KEHUS SIBISIETCS NCIIOJIHEHNE 3aKOHOAaTenbCTBa PD B
00JIaCTH 3aIUThI IEPCOHAIIBHBIX JNaHHBIX.

1.3. K akTtaMm 00s3aTelbHBIM K MUCIIOJIHEHHWIO OTHOCSATCS 3aKOHOIATesJbCcTBO PO B

cepe 3amUThHl UHPOPMAIMH, & TAKXKE IPUHATBIE HA €ro OCHOBAHWHU JIOKAJIbHBIC
HOPMATHUBHBIE aKThl Y YPEXKACHHUS.

2. IIOHSTHUE U COCTAB IIEPCOHAJIBHBIX JTAHHBIX

2.1. Tlox nepcoHa bHBIMU JaHHBIMUA PAOOTHUKOB IOHUMAETCS HHQOPMaLKs,
HeoOxoauMast pab0oTOAATEINIO B CBS3H C TPYIOBBIMH OTHOIIEHUSMH M KaCarOIIascst
KOHKPETHOrO pabOTHHKA, & TAK)KE CBEEHHUS 0 (PaKTax, COOBITUAX ¥ 00CTOATETbCTBAX
’KM3HU PabOTHUKA, MTO3BOJISIONINE HACHTUPUIUPOBATE €TI0 IMIHOCTD.

2.2. CocTaB MepCOHATBHBIX JaHHBIX PAOOTHUKA:

- aBTOOHOrpadus;

- o0pa3oBaHue;

- CBEJIEHHS O TPYJAOBOM U OOILEM CTaXKE;

- CBEJICHUSI O TIPEIBIIYIIEM MECTe pabOThI;

- CBEJIEHHSI O COCTaBE CEMbH;

- TTacCMOPTHBIE JaHHBIE;

- CBEICHHUST O BOUHCKOM YUeTe;

- CBEZICHUS 0 3apabOTHOM MJIaTe COTPYAHUKA,

- CBEJIEHHs O COIMABLHBIX JILIOTAaX;

- CIIEIMAJIbHOCTD;



- 3aHIMaeMasi JOJKHOCTD,

- pa3mep 3apabOTHOM IIATHI;

- HATHYHE CyJUMOCTEM;

- aJ[peC MeCTa KUTEJILCTBA,

- noMaiIHui TenedoH;

- colepIKaHue CIIy’KeOHOro KOHTpakTa (TpyA0BOTO I0r0BOPA);

- coJlepKaHue JAeKIapaluy, IoJaBaeMol B HAJIOTOBYIO MHCIICKIIHIO;

- MOJUTMHHUKH U KOIIMH IIPUKA30B 110 JINYHOMY COCTaBY;

- TAYHBIE IENA ¥ TPYAOBbIE KHIKKH PAOOTHHUKOB;

- OCHOBaHUS K MPUKa3aM I10 JUYHOMY COCTaBy;

- NleJta, CoIepIKalUe MaTepHAbI [0 TIOBBIEHUIO KBAIH(HUKALMI 1 EPEOATrOTOBKS
COTPYHMKOB, UX aTTECTALlMH, CILy’)KEOHBIM pacCieOBaHUAM,

- KOIIMK OTYETOB, HAIIPABJISiEMbIE B OpraHbl CTATUCTUKH;

- KOIIMK JOKYMEHTOB 00 00pa30oBaHHUY,

- poTorpadu U UHBIE CBEJIEHKs, OTHOCAIIHMECS K IEPCOHATLHBIM IaHHBIM
pabOTHHKA;

- PEKOMEHIALINH, XapaKTEPUCTHKH U T.11.

2.3. VkazauHble B 1.2.2. CBEIEHUS ABISIOTCS KOH(DUICHIUAILHBIMA U HE MTOJIeXKAT

pasrilalmeHuo NHa4C Kak I10 OCHOBAHUAM, HIPEAYCMOTPCHHBIM 3aKOHOJATCIbCTBOM
PO.

3. OBA3AHHOCTU PABOTOJATEJIA

3.1. B mensx WCHIONHEHUs TpeOoBaHMi 3akoHOmATeNnbeTBa P@ mpu oOpaboTke
IEPCOHANBHEIX JIAHHBIX, BCEe PAOOTHMKM JIOJDKHBI HCIIOJHSATE YCTAHOBJICHHBIH
TIOPSIIOK paboTHL:
3.1.1. Pabora ¢ mepCOHAJbLHBIMUA JaHHBIMH DAaOOTHHMKOB JOJDKHA HE Hapyllarh
TpeboBaHuit 3aKOHOJaTeIbCTBA PD 1 JIOKATbHBIX HOPMATHUBHBIX aKTOB OpraHU3alHH,
U [OJIKHA OBITH HEIMOCPEJCTBEHHO CBA3aHA C OCYIIECTBICHUEM UMHU CBOMX TPYIOBBIX
byHKIHN.

3.1.2. TIpu c6ope u 06paboOTKE MEPCOHATBHBIX TAaHHBIX PabOTHHMKA paboTOAATEIb
NoIDKeH pykoBoacTBoBarbest Koncturyuueit PO, TpynosbiM kojiekcoM PP 1 MHEIMHU
benepanbHbIMU 3aKOHAMM.
3.1.3. TlepcoHanbHble JaHHBIE PAOOTHUKOB JOJDKHBI OBITH IMOJNYYCHBI TOJIBKO
HEIOCPEACTBEHHO y Hero. Ecam ansg o0paboTKH ero JaHHBIX WIM KX IOJIy4CHUS
NPUBIEKAETCS TPETBH JIMLA, TO pa0OTHWK [JOJDKEH JaTh NPEABAPUTCIBHOC
MHCBMEHHOE coriacue Ha 3T0. OIHOBPEMEHHO PaOOTHHK JOJKEH OBITH YBEIOMIICH O
neasx coopa MHGOPMAIWMU, UCTOUHMKAX €€ IMOJYyUCHHMsS, & TAKKE O IMOCJICACTBUIX
OTKaza OT IPEJOCTAaBIEHMs NMCHMEHHOrO coryacus Ha cOop HHGOpMALMH.
3.1.4. TlepcoHanpHBlE TaHHBIE PAOOTHUKA O €0 MOJUTUYECKUX, PEIMIHO3HBIX U
MHBIX YOEXKIEHMSX, YACTHOM >KM3HM, @ TaKkKe UJNEHCTBE B OOIIECTBCHHBIX X
NPO(COIO3HBIX OpraHu3alMsIX HE MOAJIEKAT cOOpy, €Clii WHOE HE MPEeNyCMOTPEHO
3aKOHOJIATENLCTBOM.

3.1.5. 3ammra NepCcOHANBHBIX JaHHBIX pabOTHHKA JOJDKHA O0ECreyrBaThCs
MIOJIHOCTBIO 3a cueT paboTonarers.



3.1.6. YupexaeHue o00s3aHO Tpu TpUeMe Ha paboTy, a Takke IMpU JIHOBIX
U3MCHCHUSX TIPaBUJl PabOTHI C TEPCOHATHHBIMH JAHHBIMA OO0S3aHO ITMCBMEHHO
3HaKOMHWTH C HUMH BCEX PAOOTHUKOB.

4. OBA3AHHOCTHU PABOTHHUKA

PabotHuk 00s13aH:

4.1. Ilepenats paboTONATENIO BCE IEPCOHANBHBIE TAHHBIE, YKA3aHHBIE B
COOTBETCTBYIOIIUX NOKYMEHTAX.

4.2. B yCTaHOBJICHHBIH ITPaBUIIAMH CPOK COOOIIATh pabOTONATEN0 00 U3MEHEHUH
CBOMX IIEPCOHAJIBHBIX JJAHHBIX.

5. IPABA PABOTHHKA

PaboTHuk wuMeeT mpaso:

5.1. Ha mpocmoTp mepcoHanbHONW HWHGOpMaWK, HMeEroehcs y paboTogaTess.
5.2. Ha cBoOonHbld OecIUIaTHBIA W HEOTPAHMYEHHBIM JOCTYyI K CBOUM
NIEPCOHAIBHBIM [AHHBIM, B TOM YHCIIE TPABO HA IOJIYYEHHE IOATBEPKAAIOLLINX
JOKYMEHTOB B BHJI€ CIIPaBOK, KOMHUH WM B BUJE HMHOTO APYTroro OQUIHAILHOTO
JIOKyMEHTA.

5.3. TpebGoBaTh BHECTH HU3MEHEHHS WM YIAIUTh IMEPCOHAIBHYIO HH(YOPMALHIO,
MOJIy4eHHYI0 paboTojareneM B HapyIIEHHWE HACTOSLIMX MpaBui. W3MeHeHus
BHOCSITCSI HA OCHOBAHMH [TMCbMEHHOTO 3asIBJIEHUs1 pa0OTHHUKA.

5.4. IloTpeboBarh OT paboTomaTesiss M3BECTHTh BCEX JIHI[, PaHEE MOIYUYHBILUX IO
BUHE pabOTOHATENS] HETOJIHbIE UM HEBEPHBIE MEPCOHATBHBIE JAHHBIE O pa0OTHHUKE.
5.5. OGxaynoBaTh B CyAeOHOM TMOpsIKe JtOObIe HEMpaBOMEpPHBIC NCHCTBUS WIIH

OesgeiicTBue paboTomatesnss mpu o0pabOTKe W 3allydTe IEPCOHATBHBIX MTaHHBIX
paboTHHUKA.

6. CbOP, ObPABOTKA U XPAHEHUME IIEPCOHAJIBHBIX TAHHbIX

6.1. O6paboTka NEpPCOHANBHBIX NaHHBIX PabOTHHUKA - ATO MOIy4YeHHE HHPOPMAIUH
U3 Pa3jIMYHBIX MCTOYHUKOB, €€ XpaHeHue, o0paboTka, a Taike Joboe apyroe
HCIIOJIb30BaHHE.

6.2. IlepcOHaNbHBIE NAaHHBIE MPEAOCTABIAIOTCS CaMUM paboTHUKOM. Pabotomatenn
00si3aH IpU UX MOJIYYEHUH IPOBEPUTH 3asiBICHHBIC JJaHHBIE TPEIBSIBICHHBIM

MIOATBEPIKAAIOLIUM JIOKYMEHTAaM.

6.2.3. llepcoHanbHble JaHHblE pPAOOTHHKA XPAHWUTCS B JIMYHOM Jelie Yy

OTBETCTBEHHOI'O JIULAa pabOTONATENSI BMECTE e [IPENOCTABIECHHBIMU
JOKYMEHTaMHU.

6.2.4. Jlnynoe peno paboTHHKA OQOPMIISIETCS B JIGHb BCTYIUICHHS TPYIOBOIO

JIOroBopa B CUILY.

6.2.5. JIu4yHOE gneyno XpaHWUTCS B MalKax «JeJio» YCTaHOBJICHHOro oOpasiia, Ha
KOTOpOH yKaseIBaroTcs HoMep Aena u @.1.0. paboTHuKA.



6.2.6. Jluugoe Hea0 BKIIOYACT doTtorpaduro  pabOTHHUKA 3 #Ha 4 oM.
6.2.7. Bce MOKYMEHTHI JIMYHOTO JeNa Xpamsarcs CTporo B XPOHOJIOTHYECKOM
mopsake, C THPOCTAaBIEHMEM JAThl  HX moNydeHusi, a TakKe HymepaluH.
6.2.8. JIuuHOE [eNO0 TOoCNe MNPEKpaIeHus TPYyAOBOTO JIOTOBOpa C COTPYAHHUKOM
TepeiaeTcs B ApXUB, U XPAHUTCA YCTaHOBJICHHBIE 3aKOHOIATENECTBOM CPOKH.

7. NEPEJAYA NEPCOHAJBHBIX JAHHBIX

7.1. Tlpn oCyLIeCTBJICHUU Mepeain MepCOHaJIbHBIX JaHHbIX pabOTHUKOB TPETHUM
nuiam padoToaaTeb 00s13aH:

- He coO0OIaTh MEPCOHAIBHBIC JAaHHBIC 6e3 MMOJNYYEeHHOro MUCHMEHHOTO COTTIACHs
pabOTHHUKA, KpOMe  CJydacs, Korjga Takue  OOA3QHHOCTH  YCTAHOBJICHDI
3aKOHOIATEIbCTBOM,

- He TepenaBaTh MEPCOHAIBHBIC JAHHBIC paboTHHKA IS KCIOJL30BAHMA B
KOMMEPUECKUX Lessx;
- TpefoBaTh OT TPETHUX JIHI cOOMIONeH s TpaBiil padoThl ¢ IEPCOHAILHBIMA
JAHHBIMM, & TAKKE MPEAOCTABICHNS MCHMEHHOTO TIOATBEPXKIEHUS UCIIOIL30BaAHMA
MEepCOHANBHBIX JIAHHBIX B TOPSAKE, MpeLyCMOTPEHHBIX HACTOSIINM MOJIOKEHUEM O
3alINATE TMepPCOHANBHBIX  JaHHbIX;

- gjaBarh JOCTYIl K TICPCOHANIBHBIM  JAHHBIM TONILKO JIMLAM, HMEIOLIHUM
COOTBETCTBYIOLIMH JIOMYCK M MCIOJB3YIOMIMX WX TOJBKO JUIS BBIITOJTHCHUS
KOHKPETHBIX TIOJTHOMOYMH;

- me uetTpeboBaTh MHPOPMALHNIO O COCTOAHNH 3/10pOBbsi PAOOTHHKA, 38 UCKIIOICHHEM

JIAHHBIX, KOTOpBIE MOTYT MOBIMATL Ha ycnosiHeHe pabOTHUKOM CBOMX TPYAOBBIX
00s13aHHOCTEH.

8. SAIIIUTA TEPCOHAJIBHBIX JAHHDbIX PABOTHUKOB

8.1. B pamkax peanusanuu IMyHKTOB gacTosuiero IlojmoxkeHust O  3alUMTC
[epCOHANBHBIX JAHHBIX PaOOTHMKOB, 3aBefyfOLIMH M3JaeT MPUKa3 O HasHAUCHHUH
ML, OTBETCTBEHHOrO 3a COOMIOACHME MOpA/Ka paboTbl € IMEPCOHANBHBIMU
JaHHBIMKA PabOTHHUKOB, Ha KOTOPOM JIEKAT BCC 00s3aHHOCTH 10 O0ECMCUYCHHUIO
KOH(HIEHMATEHOCTH TIOIYYEHHbBIX AAHHBIX, & TAKKE OpraHu3alyy padoThl C HUMH..
8.3. ITepenavya uH(OpMaLKK TPETHUM JIMLEM IPOMCXOJHUT TOJNBKO B MUCBMCHHOM
BHIe. 3ampoc MOJKeH ObITh clenan B THChMEHHOM BUJE C YyKa3aHWEeM BCEX
PEKBM3UTOB JIMI1A, 3aIIPallWBAIOLICIO nupopmauo. OTBET NOTKEH OBITH ClIE€IaH Ha
bupMeHHOM OnaHKe YUpeKIeHMS M J0CTABICH nu60o JUUYHO, JHOO0 OTMPABJICH
3aKa3HbIM ITMCHbMOM.

4. Bce mMONydeHHbIE MEPCOHABHBIC NAHHBIC JIO/DKHBI XpaHUTbCA B MECTE,
MCKITIOYAIOLIEM

HECAHKIIMOHUPOBAHHBIX JOCTYIl TPEThUX JIMIL.

8.5. DIeKTpPOHHble HOCUTeNX  HMH(OpMALKH,  HOJUKHEI OLITH  3AUIMLIEHD]
KpUTITOrpa@ruyeCKuMu

CpenCTBAMHU 3AIUTBl  HHPOPMAIIMH.



. OTBETCT‘BEHHOCTI) 3A PASFJIAIHEHI/IE NHO®OPMAIIUHN,
CBSI3AHHOU C HEPCOHAJII)HI)IMI/I I[AHHI)IMI/I PABOTHUKA

9.1. Jnua, npu3HaHHBIC BUHOBHBIMU B HapyUIeHHH [OJIOKEHUH HACTOSIIEro
[Tonoxenus O 3aIUTE repCoHaNbHbIX JAHHBIX pabOTHUKOM IPMBJIEKAIOTCA K
mzlcuymnnﬂapHoﬁ, a;anHmTpaTHBHOI”A, rpamnaﬂcxo—npalsosoﬁ u yFOHOBHoﬁ
OTBETCTBEHHOCTH, B TOPSAKE Hpe);LyCMOTpeHHOM 3aKOHOIATEIBCTBOM PO wm
TOKJTBHBIMH HOpMATUBHBIMA aKTaMH.

B pannoe [TonoKeH1e MOTYT BHOCHTBCA p3MeHeHus 1 JIOTIONHEHUS B COOTBETCTBUN
¢ JIeHCTBYIOIIM 3aKOHOAATENHCTBOM.

Honomeyﬁ%fﬁomﬂo 3aBe Ay I0INM MOV Jletckuit can No 254
L’ H.A. ManuHa

CpOK ACHCTBUA TlooKeHHUs: 10 3aMEHBl HOBBIM.



