[MPUHSTO YTBEPXKJIA
Ha 3acelaHuu o011ero codpanus paboTHHKOB Jupekzop
MBOY «Jlecno-Kaneitkurckas COIL»

Ne 3 or«A9» Aabiyprme 2014 rona TTps

o

[ )™ OF OB

g [l W,

o",‘,\c.vbﬂ"'ﬁ Oy,
D = iddad

ITOJIO’)KEHUE

O 3AIINMUTE NEPCOHAJIBHBIX IAHHBIX PABGOTHUKOB

MYHHMIHNAJILHOT0 0I0/IZKeTHOro 00meodpa3oBaTeabHOro yupexaenus «JIecno-Kaneiikunckas
cpeansisi 06meodpasoBaTebHAS MK0J2» AJTbMETbEBCKOIr0 MyHHIHIAILHOTO paiiona
Pecny6auxu Taraperan

1. O0mue nmos10KeHus

Ilonosxenue o 3amuMTEe NEPCOHANBHBIX JaHHBIX paboTHUKOB OY pazpaGoTaHO B COOTBETCTBHH CO CT. CT.
85-90 Tpymosoro xonekca Poccuiickoiit @enepannu 1 MHBIMH (eepatbHBIMH 3aKOHAMH H MOJI0KEHHEM
00 obecrieuennn Ge30MaCHOCTH NEPCOHANBHBIX JAHHBIX, YTBEPXKAEHHBIX [IpaBuTensctBom PO ot 17
Hos16ps 2007 roma Ne781.

[lon nepcoHanbHBIME JaHHBIMM PabOTHHKA MOHUMAaeTCss HHOpMaNKs, Heo6XoauMas paboTOAATENIO B
CBSI3H C TPY/ZOBBIMHM OTHOLIEHHSMH M Kacarollasics KOHKPETHOTO paGOTHHKA.

Hacrosimee [lonoxenne onpenenser mopsaok paboTsl (IoiydeHus, o6paGOTKH, HCMOIB30BAHHS,
nepeiayd, XpaHEHHWS M 3alIUTBI) C MEPCOHATBHBIMH JaHHBIMH pabOTHHKA ¥  TapaHTHH
KOH(UIEHIMATBLHOCTH CBEIEHHH 0 paGOTHHUKe, PEeIOCTaBICHHBIX pabOTHUKOM paGoToaTesio.

He pomyckaercs cOop, nepenaua, yHHYTOXKEHHE, XpaHEHHE, WHCIONB30BAHME MH(MOPMALHH O
TOJUTHYECKUX, PENUIHO3HBIX, APYTHX YOeKIEHHMSX M 4YacTHOM J>KH3HH, a Takxke HH(pOPMAIIUH,
Hapylarome TaifHy IMepenucKu, TeaeOHHBIX MEeperoBOpoB, MOYTOBHIX, TelderpaQHBIX M HHBIX
coobuiennit dusuueckoro nuna 6e3 ero MACBMEHHOTO COTIACHS, KPOME KaK Ha OCHOBAHHH CyNeGHOI0
peuwenust. B coorBerctBun co cr. 24 Koncrurymuu Poccuiickoit @exepauuu paGotonarens Brpase
0JIy4aTh U 00pabaThIBaTh JAHHBIE O YACTHOM JKM3HH pabOTHUKA TOJIBKO C €0 MMCHMEHHOTO COTJIaCHSL.

2. IToryuenne u 06paGoTKa MePCOHATBHBIX JAHHBIX PAOOTHHKA

[lepconanbhpie nanHHble paGoTHHKAa paboTOXAaTeNb MOJY4YaeT HEMOCPEACTBEHHO OT paGoTHHKA.
PaGoronarens BmpaBe CBEpATH JIOCTOBEPHOCTH CBEJIEHHid, IpPEIOCTABIEHHBIX pPAGOTHHKOM, C
MMEIOIMMAUCS y paboTHUKA JoKyMeHTaMH. PaGoTonarens BrpaBe MojyyaTh NEpPCOHANBHbIE JAHHBIE
pabOTHHKA OT TPETHHX JIIL TOJBKO MPH HAIMYHK MUCBMEHHOTO COTIachs paboTHHKA.

[Ipy u3MeHeHMH NMePCOHANBHBIX JaHHBIX PAbOTHHK 00s3aH YBEAOMIATH 00 3TOM CeKpeTaps IIKOJIBI B
CpOK, He IpeBbIIaonmii 14 aueii.

[lo mepe Heo6xoauMocTH paboToaTeNb BpaBe HCTPeGOBATH Y pabOTHHKA OMOTHHTEIbHBIE CBEICHHUS
H JIOKYMEHTEI, TOATBEPIKAAIONIME TOCTOBEPHOCTh STHX CBEJIEHHH.

[Ipu mocrynnenun Ha pabotTy paGOTHHK yKa3bIBaeT CIEAYIOINME CBEICHHS O cebe Ui 3amoJHeHHs
«JInunoit xapTOUKM pabOTHUKAY (IIEPCOHABHEIE JaHHbIE):

I. O6uue cBexenust

e  JaTa;

(baMuITHs, UMsI, OTYECTBO;

J1aTa poXKIEHHUs;

MECTO POXKIEHHUSI;

IpaX<IaHCTBO;

3HAHHE HHOCTPAHHOTO SI3bIKa;

obpazoBaHue;

npodeccus;



. CTaXx paboOTHI;

. ceMelHOe T0JIOKEHHUE (COCTOsTHUE B Opake);
o MacropT;
o aJipec MecTa )KHUTEIbCTBA, TeIe(oH.

1. CBeeHus1 0 BOMHCKOM YyueTe

° KaTeropusl 3amnaca;
° BOMHCKOE 3BaHUC;

o coctaB (mpoduiib);

° MIOJIHOE KOZI0oBOe 00o3Hauenue BYC;

KaTeropuAa rogHoCTH K BOMHCKOM cny>1<6e;
° HanMCHOBAHHUEC BOCHHOI'0O KOMHCCapHaTa 110 MECTY KHUTCJIbCTBA,
° COCTOMUT JIM HAa BOMHCKOM YUYCTC.

Il. IIpuem Ha padoTy U nepeBoObI HA APYIYI0 PadoTy
JlaTa;
CTPYKTYPHOE MOJpa3eIeHHE;
npodeccus, pa3psia, Kiace (Kareropus ), KBaTH(pUKaIK;
OCHOBAaHUE;
HOJIUCH BiaJeNblia.
l. ATTecranus
JlaTa aTTeCTallNH;
pelIeHNe KOMUCCUU;
JIOKYMEHT;
OCHOBaHHE.
. [loBbllIEHHE KBATH(PUKALMHA
JlaTa;
BU/I TIOBBIIICHUS KBAIU(DUKAIINH;
HAaUMEHOBaHHE 00Pa30BATENLHOTO YUPEKICHNUS;
JIOKYMEHT, YOCTOBEPEHHE, CBUAETEILCTBO;
OCHOBaHHE.
I. IlpodecconabHAS ePeNoOAroTOBKA
naTa;
CIEUUATIBHOCTB;
JIOKYMEHT;
OCHOBaHHE.
I1. IToompenust u Harpaabl
HAaWMEHOBAHHE HATPaJIbl;
JTIOKYMEHT.
1. Ornyck
BU/JI OTITYCKa;
nepuoabl paboThI;
KOJINYECTBO JIHEN OTIMYCKA;
nara;
OCHOBaHHUE.

.....<..<....<.....<....<.....

IX. CounajbpHbie JbIroThI
Ha KOTOPBIE paOOTHUK UMEET TPABO B COOTBETCTBHH C 3aKOHOAATEIHLCTBOM
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° HanMMEHOBAHHE JIbI'OTHI;
° JIOKYMEHT;
° OCHOBaHHE.

X. MeannnHCKasi KHU/KKA pa00THHKA.
XI. JlonoJHUTEIbHBIE CBEIEHUSI

B cootBercTBuM co cT. 69 Tpynosoro xonekca Poccuiickoit denepannu npy MocTymieHuy Ha padory,
00s13aTeIbHOMY IIPEIBAPUTEIBHOMY MEIULUHCKOMY OCBMJIETEILCTBOBAHUIO TIOJIEXKAT JIMLA, HE
pocrurimue 18 ner u mabie nuna, B coorBeTcTBun ¢ TK PD.

Ha npoTspkeHun Bcel TpynoBOM JESTEIbHOCTH pPaOOTHHKA B JJAHHOM OpPraHM3aLUU W3MEHEHHs B
HocaTcd B KapTouky 1o ®opme Ne T2, noaTBep)kIE€HHBIE COOTBETCTBYIOIIMMHU JOKYMEHTaAMH
(HampuMep, KOIMsl CBHJETENbCTBA O Opake). OTBETCTBEHHBIM 3a JTOKYMEHTALlMOHHOE obecledyeHue
KaJpOBOH JEATEIbHOCTH, IPUHUMAET OT IMOCTYIAIOIIEro Ha paboTy TOKYMEHTHI, IIPOBEPSIET MOTHOTY UX
3aIl0JIHECHUS.

3. XpaHeHHe U HCNOJIb30BAHNE MEPCOHAIBHBIX TAHHBIX PA0OTHHKA

JInunast kaprouka Qopmbl Ne T2 xpanuTcs B yuyeOHOM yacTu B CIELUAIBHO OTBEIECHHOM ILIKady,
00eCTIeYNBAIOIINM 3aIIUTY OT HECAHKIIMOHUPOBAHHOTO AOCTYIIA.

JlocTyn K NHepcoHaJbHBIM JAaHHBIM paOOTHHKA HMEET JIUPEKTOp, IJIaBHBIM Oyxrairep, a TaKxke
HEIOCPEICTBEHHBIM PYKOBOAUTENb PAOOTHUKA (3aBYHY).

[TocTopoHHue nMLIa HE MOJDKHBI 3HATH pacnpeneneHue (QyHKIUM, pabodne NMpoLecchl, TEXHOJIOTUIO
COCTaBJICHUS, OPOPMIICHHSI U XPAHEHUS JTOKyMEHTOB, /IS U pad0OYHX MaTepPHaIoB y CEKpeTapsl.
KonupoBare U nenarh BBIIUCKU MEPCOHAIBHBIX JAHHBIX UMEIOIUE JOCTYH K HUM PaOOTHUKU MOTYT
UCKJTFOUUTENFHO B CITY)KEOHBIX IEJISIX C MUCbMEHHOTO pa3pelieHust JUPEKTOpa.

[lepcoHanbHble JaHHbIE pAOOTHHUKA UCIOIb3YIOTCS AJIS LIeJIeH, CBA3aHHBIX C BBINOJIHEHUEM PaOOTHUKOM
TPYAOBBIX (PYHKITHIA.

PaboTonarens ucnosb3yeT NepcoHaNbHbIE JaHHbIE, B YaCTHOCTH, AJISl PELIEHUs] BOIIPOCOB MPOIBUKEHHUS
paboTHHKA TO CiyX0e, OYepeTHOCTH TPEICTABICHUS €KETOTHOTO OTITYCKa, YCTAHOBJCHHS pa3zMepa
3apabOTHOM MIaTHI.

Ha ocHOBaHMM mepCcOHANIBHBIX JAaHHBIX paOOTHHWKA pEHIaeTcss BOMPOC O JOIMycKe pabOTHHKA K
UH(pOPMaLINH, COCTABIIAIONIEH CITy)eOHYI0 I KOMMEPYECKYIO TalHYy.

[lpy mpuHATHM pelIeHuH, 3aTParuBalONMX HHTEPEChl pabOTHHWKA, paboTojaTrelh HE WMEeT IpaBa
OCHOBBIBAThCSI HAa MEPCOHAIBHBIX JaHHBIX PAOOTHMKA, MMOJYYECHHBIX UCKIIOUUTEIBHO B PE3yJIbTaTe MX
ABTOMATHU3UPOBAHHOW OOpaOOTKM WM 3JIEKTPOHHOIO mosiyueHus. Paboromarens Takke He BIpaBe
NPUHUMATh PEIIeHUs], 3aTParuBarolie HHTepeChl pabOTHUKA, OCHOBBIBAsICh HA IaHHBIX, JIOIYCKAIOIINX
JIBOSIKOE TOJIKOBaHHWE. B ciydae, ecii Ha OCHOBaHHMH NEPCOHATBHBIX JAHHBIX paOOTHHKA HEBO3MOXHO
JIOCTOBEPHO YCTAHOBMUTH KakoW-mubo Qakr, paboromarens mnpeangaraer pabOTHUKY IPEICTaBUTh
MUCHMEHHBIC PA3bICHEHHUS.

XpaHeHHe MNEepCOHAIbHBIX JAaHHBIX JOJDKHBI OBITh B KOMIIBIOTEPE, HE TMOAKIIOUEHHOMY K CETH
HNurtepner.

4. Ilepenaua nepcoHaJbHBIX JAHHbIX PA0OTHUKA

[lepenavya nepcoHaNbHBIX JaHHBIX PaOOTHHKA PYKOBOJIUTENIEM Yepe3 CEeKpeTapei MM MOMOUIHUKOB He
jpomyckaercsi. O3HaKOMJIEHME C HHMMM OCYILECTBIISIETCS B IOMEIIEHUU OTAENa KagpoB 0]
HaOmo/leHueM paboOTHUKA, OTBETCTBEHHOIO 3a HX XpaHeHue. PakT o3HaKOMJEHHs (UKCHpYyeTcs
MPUKA30M I10 IIKOJIE WM B KOHTPOJIBHOM KapTouke pabOTHHUKA.

Wudopmarniys, oTHOCAIIASACS K IEPCOHATBHBIM JIaHHBIM Pa0OTHHKA, MOKET OBITh MPEJOCTaBICHA HHBIM
YUPEKACHUSAM, OpraHu3alusM, TOCYIapCTBEHHBIM OpraHaM B MOPSJKE, YCTAHOBIEHHOM (eepalbHbIM
3aKOHOM.



Paboronarens He BmpaBe NPEIOCTABIATH MEPCOHANbHBIC JaHHBbIE pabOTHHKA 0€3 ero MUCHbMEHHOTO
corjiacus, 3a UCKIIOYEHHEM ClIydaeB, KOTAa 3T0 He0OX0IMMO B LIEJSX MPEAYNPEKICHUS YTPO3bl KU3IHU
" 310POBBIO pa6OTHI/IKa, a TaKKC B ClIydasX, YCTaHOBJICHHBIX HCﬁCTByIOH.IHM 3aKOHOAATCIIbCTBOM.

He nmomyckaercss oTBeuaTh Ha BONPOCHI, CBSI3aHHBIE C Tepeavyeil NMepCOHaTbHONW HMH(OpPMAIUU TIO
Tenedony uiu Qakxcy.

B cnyudae, ecnu nuio, oOpartuBiieecs: ¢ 3alpoCOM, HE YIOJIHOMOYEHO (eaepajabHbIM 3aKOHOM WIIH
HaCcCTOAIIIUM ITomoxxeaneM Ha MOJIYUCHUHN I/IH(i)OpMaL[I/II/I, OTHOCSIH_ICI\/JICSI K TNCPCOHAJIBHBIM IaHHBIM
paboTHuKa, paboToaarenb O0sf3aH OTKa3aTh JMIy B Bblnade uHopmanuu. Jluiy, oOpartusiieMycs c
3arpocoM, BBIJIAETCS YBEAOMIIEHHE 00 OTKa3e B BblAaue HH(POPMAIIUH, KOMUS YBEJOMIICHUS XPAaHUTCS Y
ceKpeTapsl.

5. 'apanTun KOH(UIEHIIUATBHOCTH NEPCOHAIbHBIX JAHHBIX PA0OTHUKOB

WNudopmanusi, OTHOCSIIASACS K IEPCOHANBHBIM JaHHBIM Pa0OTHUKA, SIBIISCTCS CITY)KEOHON TaliHOW U
OXPaHsETCs 3aKOHOM.
PexuM KOHGHUIEHIIMATLHOCTH MEPCOHATBHBIX JAHHBIX CHUMAETCS B CIIydasx 00€3TMUMBaHUS 3THUX
JIAaHHBIX WJIU T10 UCTEUYEHUU 75 JIET CPOKA UX XPAHEHUS, €CIIM MHOE HE NMPEAYCMOTPEHO 3aKOHOM.
PaboTHuK BrpaBe TpeOOBAaTh MOJHYIO HHPOPMALIUIO O CBOUX MEPCOHATBHBIX JaHHBIX, HX 00paboTKe,
MCII0JIb30BaHUU U XPAHEHUU.
JUist 31U THI IEPCOHATBHBIX JAHHBIX pAOOTHUKOB HEOOXOIMMO COOIIIOATh PsIT Mep:

® [IOPSIOK IIPUEMA, yYETa U KOHTPOJIS IEATENbHOCTH IOCETUTEIEH;

® [IPOIYCKHOH PEXUM IIKOJIBbI;

® [IOPSIOK OXPaHbl TEPPUTOPUH, 3JaHUI, TIOMEILEHU;

e TpeOOoBaHUA K 3aIIUTEe UH(OPMALMK [IPU UHTEPBHIOMPOBAHUU U cOOECET0BaAHMSIX.
B ciyuae pa3srnaiieHus nepcoHajlbHbIX JaHHBIX PaOOTHUKA 03 ero coriacus pabOTHHUK BIpaBe
TpeboBaTh OT pabOTOAATENS Pa3bICHCHHI.



