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ITonoxenne
0 3aLIHTe, XpaHeHHH, 00paboTKe U Nepefaye NEPCOHATbHBIX JAHHBIX
pabornikoB MyHHUHNAILHOrO Ka3eHHOro 0011e00pa30BaTe/IbHOIO yUpeKAeH s
«Ka3zauyenokusinckas cpeansisi obmeodpasopareabHas mwkoaa» Cyamanckoro
paiiona Kypckoii o6sactu

Hacrosiee [Tonoxenune paspaborano B cootBeTcTBUH €O CT. 24 Konctutyuun PO ot
12.12.1993r. (¢ wm3MeHeHWAMH M JomoiHeHusiMH), ['paxnaHckum kozekcom PP ot
26.01.1996r. Ne 14-03 (¢ uzmeHeHusiMu U jononseHusmu), TpynossiM Kopexcom oT
30.12.2001r. N 197-@3, denepansibivu 3akoHamu ot 27.07.2006r. Ne 149-03 «O6
uHOpMAIH, HHOPMALIHOHHBIX TEXHOIOTHSX 1 0 3amuTe HHGOopMaLumy, ot 27.07.2006r.
Ne 152-@3 «O nepcoHanbHbIX JaHHBIX).

Hacrosutee [Tonoxenue pacrnpocTpaHsercs Ha BCeX COTPYAHHUKOB, M Bce PaDOTHUKH
JOJKHBI OBITH O3HAKOMJIEHB! ¢ 3TUM [lon0oKeHueM 1oJ| pOCIHICH.

i & O0wmue nonoxkeHus

1.1.  IlepconansbHble paHHble paboTHMKA — HHQOpMauMsa, HeoOXoauMas
paoTo/aTeNMO B CBA3M C YCTAHOBIEHHEM TpYJOBHIX OTHOMEHMH M Kacaromascs
KOHKpeTHoro pabotHuka. OHM BKIIOYalOT B cels: omo3nasatenbhble JanHble (PO, nata
M MeCTO pOXJeHHs, TpynoBas Ouorpadust paborHuka, ¢aktel Ouorpaduu); NUUYHbBIE
XapakTepuCTUKU paboTHUKA (rpa’kIaHCTBO, HAIMYUE HAy4YHBIX TPYHOB, W300peTeHHil u
T.J1.); CBEJICHHS O CeMeHHOM IOJOXEHHH; COCTaBe CEeMbH; COLMAIBHOM IOJOKEHHH;
cnyxe0HOM TONOXKEHWU; HaBbIKAX; 0 (uHaHCOBOM monmoxeHuu. K mpenoctasnseMbim
NepCOHATBHBIM JaHHBIM paOOTHHKA OTHOCHTCS MHQOpPMALKs, COAEpKALIAsACS B TPYAOBOH
KHIKKE, B CTPaxOBOM CBHIETE/IbCTBE TOCYIApPCTBEHHOTO NEHCHOHHOTO CTPAXOBAHMS,
urpopmarus o6 obpasoBaHuM, KBaTU(HUKALUK; HHOPMALUA MEIULIMHCKOTO XapaKTepa;
HH(OpMALHs B JOKYMEHTaX BOMHCKOTO Y4eTa i B IPYTHX A0OKyMEHTaX, KOTOpbIE COfepKaT
JlaHHBIE, HE0OXO0IMMBIe PabOTOATEIIO B CBA3M C TPYAOBBIMU OTHOLIECHUSIMH.

1.2, OOpaboTka mepcoHANbHBIX AAHHBIX PA0OTHHKA OCYIUECTBIAETCA B LEIAX
obecreyeHus COOMOIEHUS 3aKOHOB | APYTUX HOPMATUBHO-IIPABOBBIX aKTOB.

1.3.  Paboronarens BmpaBe mpoBepsATh NepCOHATbHBbIE NaHHbIE PaOOTHHUKOB C
LeNbI0 (hOPMIPOBAHUS KaZPOBOTO pe3epaa.




1.4. Ilpum npueme Ha paboOTy, 3aKIIOYEHHH TPYIOBOTO JOTOBOpA, 3aIMOJHEHUU
aHKETHBIX JaHHBIX padOTOAATENIb HE UMEET MPaBO MOJIy4yaTh U 000011aTh HH(HOPMALIUIO O
PEIUTUO3HBIX, MOIUTHYECKUX U JPYTUX YOSKICHUAX paOOTHUKA.

1.5. Bce nepcoHanbHbIe JJaHHbIE paOOTHHKA padOTOJATENh MOIYy4YaeT TOJBKO OT
HEro CaMoro.

1.6. Paboromatens monydaeT W oOpabaThiBaeT JaHHBIE O YACTHOW JKU3HU
pabOTHHKA TOJBKO C €r0 MUCbMEHHOI'O COTJIACHSI.

1.7.  PaGoromaTenb cooOmaeT pabOTHHUKY IIEJIH, MPEAIOIOKUTEIIbHBIE HCTOYHHKH,
CIoCOObI TOJNY4eHHUS TEPCOHANBHBIX JIAHHBIX, XapakTep IMEPCOHANbHBIX JAaHHBIX H
MOCIIEACTBHSI OTKa3a pabOTHUKA AaTh MMCbMEHHOE COrJIacue Ha UX MOJy4YeHHe.

1.8.  IlomyuaTs mepcoHalbHBIE JaHHbIC PAOOTHUKOB Ha OCHOBAaHUH 3aKOHA MOTYT:
HajoroBele oprasbl, lleHcuonsslii (ona PP, donp coumansHOro crpaxoBanus P,
®enepanpHas WHCHEKIUS Tpyna. Mcmonp3oBaHME MEPCOHATBHBIX JAaHHBIX pPaOOTHHKA
JIOTTYCTUMO TOJIBKO B COOTBETCTBUU C LIESIMU, ONPENEIUBIIMMHU UX noixydeHue. [lepenaya
MEPCOHANIBHBIX JAHHBIX PA0OTHUKA BO3MOKHA TOJIKO C COTJIacusi paOOTHUKA, €CIIM MHOE
HE MPEAYCMOTPEHO 3aKOHOAATEILCTBOM.

1.9. PaGoromaTtenh HMeEET MpPaBO COOMPATh TMEPCOHAIBHYIO HH(MOpMaIuIo,
COJIEpIKalIYIOCs B JOKyMEHTaX, IPEI0CTaBICHHBIX PAOOTHUKOM IIPH NpUEME Ha paldoTy.

1.10. PabGortopaTenb MPOU3BOIUT pacueT U BBIIUIATY HAJIOTOB 32 PaOOTHUKA MyTEM
yAepXKaHUusg WX U3 3apab0THOM IUIaThl, padoTodaTellb HMEET TMpaBo CcoOUpaTh
npenycmorpennsle Hanoroseim Konexkcom P® cBeneHus 0 HaIOroniaTenbIIuKe.

1.11. [lannoe IlonoxxeHne mNpeAOTBpaIIa€T HECAHKIMOHUPOBAHHBIA JOCTYH K
uHboOpMaIlMu, €€ TPOTHUBOMPABHOE KOMHWPOBAHME, HCKAXEHHE, HCIOIh30BAHUE
PETHAMEPEHHOTO PACHpOCTPAaHEHUS HEJOCTOBEPHOW WHQOpPMAINH, WCIOIH30BaHUE
uH(OPMAITUU B IPECTYITHBIX U KOPBICTHBIX IIEIISX.

2. [lopsinok xpaHeHusl, HCNIOJIb30BAHUS U NepeIayl MepCOHATbHBIX JaHHbBIX
padoTHuKA

XpaHeHuEe TEepPCOHAIBHBIX JAaHHBIX JOJDKHO HCKIIOYATh WX YTIpaTy WIA UX
HENPaBUJILHOE UCIIOJIb30BAHHUE.

2.1. XpaHnenue, BblJjaya TPYAOBBIX KHIDKEK (IyOJIMKAThl TPYIOBBIX KHUKEK);
XpaHEHUE JIMYHBIX JeJl pa0OTHUKOB M HMHBIX JOKYMEHTOB, OTPA)KaIOLIUX MEPCOHAIbHbIC
NaHHbIe paOOTHHKA, BO3JIAraloTCs Ha PYKOBOJUTENS, JAEIONPOU3BOAUTENS U PAOOTHUKOB
Oyxrantepuu (CHUCOK JIMI YTBEPKAAeTCsl MPUKA30M 110 HIKOoJIe).

2.2. [lepcoHanbHbIE JaHHBIE PAOOTHUKOB BMECTE C HEOOXOAUMBIMU JOKYMEHTAMU
ocTarTcs y paboToaaTeNs WK JIMIa, OTBETCTBEHHOTO 3a O(hopMIIeHHE TpueMa U XpaHeHHUsI
JUYHBIX JeN COTpyAHHKOB. [lOpsioKk XpaHEHHs TPYIOBBIX KHUKEK YCTaHOBJICH
WNHCTpyKLIMEN 110 3aTI0JTHEHUIO TPYAOBBIX KHUKEK.

2.3. Pabotonarens oOecrieunBaeT XpaHEHUE MEPBUYHBIX JOKYMEHTOB, CBA3aHHBIX
¢ 00pabOTKOM TOKyMEHTALIUHU 0 YUYETy TpyAa, KaJpoB U OIUIaThl TpyAa B opranuzauuu. B
OyXraiatepuu XpaHsTcs IOKYMEHTHl IO Y4YeTy HCIOJb30BaHUS paboyero BpeMEHH HU
pacyeToB C MEePCOHAJIOM MO OIUIaTe TPYyaa.

2.4. llpu mepemaue MEepCOHANBHBIX JAHHBIX pabOTHHKA pabOTOMATENh TOJDKEH
co0roAaTh ciaenyromnye TpeOoBaHus:



2.4.1. He coo0maTh NepCcOHAIbHBIC IaHHBIE PAOOTHHKA TPETHEW CTOpOHE Oe3
MMCbMEHHOIO COTjlacusi pa0OTHHUKA, 32 MCKIIIOUEHHEM CITydaeB, KOTJla 3TO HE0OOXOAUMO B
HEesIX MPEeAyNpeXICHUs] YTPO3bl KU3HU W 3J0pOBbIO0 PA0OTHHMKA, a TakKe B CIIydasx,
YCTaHOBJICHHBIX (peIepaIbHBIM 3aKOHOM;

2.4.2. He coobmaTh NepcoHalIbHBIC JaHHBIE PA0OTHHKA B KOMMEPUECKUX IENIX 0e3
€ro MUCbMEHHOTO COTJIACHS.

2.4.3. llpenynpeauTs Jnll, MOTYYaAIOIUX EPCOHATBHBIC TaHHbIE pA0OTHUKA, O TOM,
YTO 3TU JJAHHBIE MOTYT OBITh WCIIOIH30BAHBI JIUIIb B IEJISIX, TSI KOTOPBIX OHU COOOITICHBI,
¥ TpeOOBATh OT ATUX JIMI[ MOATBEPKACHHUS TOTO, YTO ATO MPABHIO cOOI0JeHO. Jlnma,
MOJy4Yalolie TEpCOHAJbHbIE JaHHbIe pabOTHUKA, O00S3aHbl COONIONATH  PEKUM
CEKpPETHOCTH (KOH(PHUACHIUATHHOCTH). JlaHHOE TOJOXKEHHE HE pacIpoCTpaHsIeTcs Ha
00MEH epCoHaTLHBIMU JAaHHBIMH PA0OTHUKOB B TIOPSJIKE, YCTAHOBIEHHOM (hesiepaibHbIMU
3aKOHAMU;

2.4.4. Pazpematb J0CTYyH K TIEPCOHAJIBHBIM J@HHBIM PaOOTHUKOB TOJBKO
CHEIUAJIFHO YIIOJTHOMOYEHHBIM JIUIAaM, IPU 3TOM YKa3aHHBIE JIMIA JOJKHBI UMETh IPaBO
MOJIy4aTh TOJIBKO T€ TEPCOHAJbHBIE JaHHbIE PAOOTHHUKA, KOTOPbIe HEOOXOIUMBI IS
BBITIOJIHEHUS KOHKPETHBIX (QYHKIINA;

2.4.5. TlepenaBaTh epCOHANBHBIC TaHHBIC PAOOTHUKA MPEACTABUTEISIM paOOTHUKOB
B nopsiake, ycraHoBieHHOM TK P®, u orpanuuuBath 3Ty HHGOPMAIMIO TOJIBKO TEMHU
NEPCOHANILHBIMU  JTaHHBIMU PAOOTHUKA, KOTOpPHIE HEOOXOJUMBI [IJISi  BBIMOJHEHUS
yKa3aHHBIMH MPEACTABUTEIAMU UX (PYHKITHI.

2.5. Tlepenaua mepcoHAIBHBIX JAHHBIX PAaOOTHHKA B TIPEEIax OpTaHU3allHu:

2.5.1. PaGotonatens mpeaocTaBisieT HH(OOPMAIIUIO U MHBIE CBEJICHUS, HEOOXOIUMBIC
JUTSI TPOBEPKH TTPaBUIIBHOCTH UCUYHUCIICHUS M YIUIATHI HAJOTOB, 00S3aTEbHBIX IIATEKEH B
TOCYIapCTBEHHYIO OIOKETHYIO CUCTEMY; TOKYMEHTHI O IJIATEKEeCIIOCOOHOCTH; CBEICHHUS O
YUCJIEHHOCTH, COCTaBe paboTalolInX, 3apabOTHON IIaTe W YCIOBUAX TPyAd, O HaJIUYHMH
CBOOOJIHBIX PabOYMX MECT; MOKYMEHThI 00 OIjlaTe HAJIOrOB IO TPEeOOBAaHUIO OPraHOB
BJIACTH YIIPABJICHUS, IPABOOXPAHUTEIBHBIX OPTaHOB, FOPUINYECKHUX JIUII, UMEIOIIUX Ha 3TO
paBo.

2.5.2. IlpenocraBngemas uHGpOpMAILUS MOXET ObITh YCTHOW WM MUCHbMEHHOM, BO
BTOPOM CJTy4yae — 3aBepeHa MevaThio U MOMUCIMH OMPENEICHHBIX JIUII.

3. O0s13aHHOCTH padoToAaTEJIsl 10 XPAHEHHUIO U 3ALIUTE MEPCOHATBHBIX JAHHBIX

padoTHuKA

3.1. Pabotonarens obecrneunBaeT 3alllUTy MEPCOHAIBHBIX JAHHBIX pa0OTHUKA OT
HEMPAaBOMEPHOTO UX UCTIOJIB30BAHMS WU yTPATHI 38 CYET COOCTBEHHBIX CPENICTB B IOPSIKE,
YCTaHOBJICHHOM (heZiepaibHBIM 3aKOHOM.

3.2. Pabotomarenb 3HAKOMHUT pabOTHUKA MOJ POCHHUCH CO BCEMU BHYTPEHHUMU
JIOKyMEHTaMH, KacaroIIUMUCS TOpsSAKa 0O0paOOTKH, Mepefadyd MEePCOHATBHBIX JaHHBIX
pabOTHUKOB, O TIpaBax U 00S3aHHOCTSX B 3TON 00JaCTH.

3.3. Pabotomarens oOecreunBaeT JOCTYI K MEPCOHATBHBIM JAHHBIM PaOOTHUKA
TOJIBKO YITOJTHOMOYECHHBIM JIUIIAM.

3.5. PykoBomgutenn 3akperuisier B llpukaze mo YupexaeHUIO pacrpencsieHue
00s13aHHOCTEH M0 00pabOTKE MEPCOHATBHBIX JaHHBIX.



3.6. 3ampemaercsi 00paboTka MHPOPMAIMU B MPUCYTCTBHH HMHBIX JUI, KPOME
UMEIONINX MPaBO JOCTYIa K MEPCOHATBHBIM JTaHHBIM pa0OOTHUKA. PykoBOAWUTENH XpaHUT
JOKYMEHTBI (TpYJIOBbIe KHWXKKH B cedde); pekomeHayeTcss Tpu 00pabOTKe aHHBIX C
MIOMOIIIHI0 KOMIIBIOTEPA 3aKPHIBATh MapoieM (haiiiibl, IMEIOIINE IEPCOHATBHBIC TaHHEIC.

4. IlpaBa paGOTHHUKOB HA 3AIIUTY MEPCOHAIBbHBIX JAHHBIX

4.1.  Cornacto c1.89 TK P® paboTHUKHM UMEIOT MTPaBO Ha:

4.1.1. Tlomnyro uHpopmammio 00 MX MEPCOHAIBHBIX IaHHBIX U 00pabOTKE ATHX
JAHHBIX;

4.1.2. CBoOOAHBIN OECIUIaTHBIN AOCTYI K CBOMM MEPCOHAIBHBIM JaHHBIM, BKIIIOYAs
IpaBO Ha IMOJYYEHUE KONMUU JH0OM 3amucH, COJAEpKalled NEepPCOHAIBHBIE JIaHHbBIE
paOoTHHKA, 32 HCKIIIOUEHUEM CIIy4aeB, MPEeyCMOTPEHHBIX (peepanbHbIM 3aKOHOM;

4.1.3. Ompenenenne CBOMX MPEACTABUTENEH JUIS 3alIUTHl CBOMX IEPCOHAIBHBIX
JTAHHBIX;

4.1.4. Jloctynm K OTHOCAIIMMCS K HHM MEIUIMHCKUM JaHHBIM C TIOMOIIBIO
MEJUITUHCKOTO CIIEIUATUCTA TI0 UX BBIOODY;

4.1.5. TpeboBanue 00 HCKIIOUEHHH WJIA HCIPABICHUH HEBEPHBIX WJIM HETMOJIHBIX
MEPCOHANIBHBIX JIAHHBIX, a TAKXKE JaHHBIX, 00pab0TaHHBIX ¢ HapylieHueM TpedboBanuii TK
P®. [lpu otkaze paboTojaTenss UCKIIOYUTH WM HCIPABUTH IEPCOHAIbHBIC JAHHBIC
paboOTHHKAa OH WMMeEET MPaBO 3asBUTh B MHUCbMEHHOUW (opme padoTO/aTENI0 O CBOEM
HECOTJIaCUM C COOTBETCTBYIOIIMM OOOCHOBAaHHMEM Takoro Hecorjacus. llepcoHanbHbie
JAHHBIE OLICHOYHOIO0 XapakTepa paOdOTHUK HUMEET MpaBO JIOMOJHHUTH 3asBICHHEM,
BBIPXAIOIINM €T0 COOCTBEHHYIO TOUKY 3PEHUS;

4.1.6. TpeboBanue 00 u3BeHICHUH PabOTOJATENIeM BCEX JIHII, KOTOPHIM PaHHEEe ObLTH
coOOIlIEeHbl HEBEpPHbIE WJIM HEMOJIHBbIE NEPCOHANbHBIE JaHHbIE pabOTHUKA, 000 BCeExX
MPOU3BEICHHBIX B HUX UCKITIOUEHUSX, NCTIPABIICHUSIX W JIOTIOJTHCHUSX

4.1.7. PaGOTHUKHM JOJDKHBI OBITh O3HAKOMJICHBI TIOJ POCIHCh C HACTOSIIUM
[TonoxxennemM. C 3TOM 1LENpl0 B YUYpEXKICHUM opraHusyercs u Beaercs KypHan
03HAaKOMJIEHHUS PaOOTHUKOB ¢ HacTosuM [lonoxeHuem.

4.1.8. OOxanoBaHue B CyJ JIIOOBIX HEMPABOMEPHBIX JCUCTBUN WM O€31CHCTBUS
paboropaatens npu oOpabOTKe U 3aIUTE €T0 MEPCOHATBHBIX TaHHBIX.

5. OTBeTCTBEHHOCTH PadoTOoAATE Sl M JIHII, OCYILIECTBJISKIINX PadoTy ¢
NMEePCOHAIbHBIMY JAHHBIMH

5.1.  PaGoTHuk 00s13aH:

- 3”Hath llepeueHp cBeAeHUl KOH(pUAEHIMaANbHOrO xapaktepa B MKOY
«Kazauenokusinckas COLLDy.

- XPaHWTH B TaillHE U3BECTHBIC eMy KOH(HICHIIUATBbHBIE CBEJCHUS, MHHOPMHUPOBATH
pykoBomutensi o (pakTax HapymieHHWs] TMOpsiAKa oOparieHus ¢ KOH(PHUACHIIMATbHBIMU
CBEJICHUSIMU, O CTaBIIUX €My U3BECTHBIM MOMBITKAX HECAHKIIMOHUPOBAHHOTO JIOCTYyMa K
uHpopmanuy;

- co0JIr01aTh paBuUIia MOJIb30BAaHUS IOKYMEHTAaMH, MOPSAAOK UX y4eTa U XpaHECHHUS,
obecreunBaTh B Tpoliecce padoThl COXPAHHOCTh MH(GOPMAIINH, COJACPKAIIEHCS B HUX OT
MOCTOPOHHUX JIUIL;



- 3HAKOMHUTBHCSA TOJIBKO C TEMHU CIIYKEOHBIMH TOKYMEHTAMH, K KOTOPHIM TOJydYeH
JOCTYTI B CUJTY UCTIOJTHEHUS! CBOMX CITY>KE€OHBIX 00513aHHOCTEH.

5.2 JIuua, BUHOBHBIE B HAPYIICHUH HOPM, PETYJIUPYIONIUX MOJIy4eHHe, 00paboTKy
U 3allUTy  [EpPCOHAIbHBIX  JaHHBIX  pabOTHHMKA, HECYT  JUCHUIUIMHAPHYIO,
aIMUHUCTPATHUBHYIO, TPaXIAHCKO-IIPABOBYI0 WM YIOJIOBHYIO OTBETCTBEHHOCTh B
COOTBETCTBHUH C (eepaTbHBIMU 3aKOHAMH.

5.3. K coTpymHuKy, OTBETCTBEHHOMY 3a XpaHCHHE MEPCOHATBHOU HWH(pOpMaIuu
pabOTHUKOB, pabOTO/IATENIb BIPaBE MPUMEHUTH OJHO M3 JUCIMIUIMHAPHBIX B3bICKAHUM,
npeaycMoTpeHHbix cT. 192 TK P®, a uMeHHO: 3amedaHue, BBITOBOP, yBOJbHEHHE. K
JTUCHUIUIMHAPHOW OTBETCTBEHHOCTH MPUBJIEKAIOTCS TOJIBKO T€ PAOOTHUKH, KOTOPHIE IO
YCIIOBUSIM CBOMX TPYAOBBIX JOTOBOPOB 00s3aHBI COONMIOAATH TpaBWia palbOThl C
MEPCOHAIBHBIMU JAHHBIMHU.

5.4. PaGotonarens BIpaBe paCTOPTHYTh TPYIOBOM JOTOBOP MO CBOCH MHUITMATUBE
IIPY pa3rialieHUH OXPaHIeMON 3aKOHOM TalHBI, CTAaBIIIEH U3BECTHOW PAaOOTHUKY B CBSI3H C
UCIIOJIHEHUEM UM TPYJIOBBIX 00513aHHOCTEH.



