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[TOJIOXKEHUE
O IMCPCOHAJIbHBIX JaHHBIX PAOOTHUKOR
MyHHIUIATBHOTO GO IKETHOTO TOMIKOIBHOTO
00pa3oBaTETBHOIO YUPEIKIICHHS - IETCKOrO cazxa No24

"Apuika" c. OTpagoBka A30BCKOro parioHa
( MBJIOY Ne24 "Apumxka")



1. OOmue moJI0KeHUA.

1.1.llenpro monokeHuss 00 00pabOTKe MEPCOHANBHBIX MAaHHBIX PabOTHUKOB (nanee — llomokeHue)
SBJIAETCS 3allldTa [EPCOHANbHBIX JAaHHBIX paOOTHUKOB MyHHIMIATIBLHOTO  OHOMKETHOTO
JOUIKOJIBHOTO 00pa30BaTeNbHOTO yUpexaeHus - nerckoro caga Ne24 "Apwumka" c. OTpamoBka
A3zoBckoro paiona(mamee — MBJIOY Ne24 "Apwumika') oT HECAaHKIMOHHPOBAHHOTO JOCTYIA,
HEMPAaBOMEPHOTO HX HCIOJIb30BAHUS WM YTPaThl, a TaKK€ YCTAHOBJEHUE OTBETCTBEHHOCTH
JOJKHOCTHBIX JIMII, UMEIOIIUX JAOCTYI K MEPCOHAIBHBIM JaHHBIM PAOOTHUKOB, 32 HEBBIIIOJHEHHE
TpeOOBaHUI HOPM, PETYIUPYIOMUX 00paOOTKY U 3aIIUTY MEPCOHATBHBIX JTaHHBIX.

1.2.Tlonoxenune pa3paboTaHO B COOTBETCTBHHM COOTBETCTBUU ¢ TpeboBanusimu I[locTaHoBieHus
ITpaButenscrBa Ne 1119 ot 1 HOs6ps 2012 1., npukaza ®CTIK Poccun Ne 17 ot 11 denpans
2013 r., mpuxaza ®CTIK Poccum Ne 21 ot 18 deBpans 2013 r., a Takke B COOTBETCTBHH C
tpeboBanusimu  [locranoenenus IlpaButensctBa Poccuiickoit  ®enepaumn  Ne 687  «O0
yrBepxkaeHun [lonoxeHuns 00 0co6eHHOCTIX 00pabOTKU MEePCOHATBHBIX IAHHBIX, OCYILIECTBISEMOM
0€e3 MCIOIb30BaHUS CPEACTB ABTOMATH3AIIUN.

1.3.Tlopsimok BBoAa B aelicTBue U u3MeHeHus [lonoxenus.

1.3.1. TlonmoxeHue BCTyIaeT B CHJIy C MOMEHTa YTBEPXIACHUS U JEHCTBYET OECCPOYHO, 10
3aMEHBI €r0 HOBBIM IOJIOKEHUEM.
1.3.2. Bce uzmenenus B [1onokeHust BHOCSTCSI COOTBETCTBYIOIIMM ITPUKA30M.

1.4.Bce pabotauku MBJIOY Ne24 "Apumka" A0KHBI OBITh O3HAKOMJIGHBI C HACTOSIIMM
[Tonoxxennem noJ MOAINUCH.
1.5. PexxuM KOH(UACHIIMATFHOCTH MEPCOHANBHBIX JaHHBIX CHUMAETCS B CIyyae UX 00€3IMYMBaHUSL
Y 110 UCTEUYECHUH 75 JIET CPOKA UX XPAHEHHMS WU IIPOJICBAECTCS .

2. OCHOBHBIEC IOHATHS.

2.1. Ins uenei Hactosiero [1onoxeHns HCNoIb3YIOTCS CIEAYIOLIME OCHOBHBIE TIOHSITHUS

— TMepcoHalbHbIE JaHHbIe pabOTHUKA — Jr00ass MHbOpMaIUs, OTHOCAIIA’CS K OINpEeAeTICHHOMY
WM OIpeIesieMOMY Ha OCHOBAaHWM Takod WHQPOpMAnuu paOOTHHKY, B TOM YHCIE €ro
(haMuIus, UMsl, OTYECTBO, T'OJI, MECAII, JTaTa U MECTO POXKIACHHS, apec, CEMEHHOE, COIUATILHOE,
MMYIIIECTBEHHOE TMOJ0KEeHHe, o0Opa3oBaHHe, Mpodeccusi, MO0XOIbl, apyras uHoOpMaIus,
HeoOxouMasi paboTOAATENIO B CBS3H C TPYAOBBIMHU OTHOIIICHUSIMU;

— o00paboTKka NEepCOHANbHBIX JaHHBIX — CcOOp, CHUCTeMaTH3allks, HaKOIUICHHe, XpaHEHHe,
yTOouHeHHe (OOHOBIIEHHE, W3MEHEHHE), HCIOJb30BaHUE, paclpocTpaHEeHHE (B TOM 4YHCIIE
nepefaya), o0e3MUYMBAaHUE, OJIOKUPOBaHME, YHMUYTOXKEHHE IE€PCOHAIBHBIX  JIAaHHBIX
pabotHukoB MBJIOY Ne24 "Apwuika";

- KOH(l)I/I,Z[eHI_II/IaJ'IBHOCTL NEPCOHAIIBHBIX JaHHBIX — 00s13aTeNbHOC HJI CO6J'IIOI[CHI/ISI
HAa3HAYCHHOI'0 OTBCTCTBCHHOI'O JIKMIA, ITOJYYHMBHICTO JOCTYIl K IICPCOHAJIBHBIM OdaHHBIM
pa6OTHI/IKOB, Tpe6OBaHI/IC HE JOIYCKAaTb UX PaACHPOCTPAHCHUA 0e3 cormacus pa6OTHI/IKa nIn
HMHOI'o 3aKOHHOT'O OCHOBAaHMHA,

— pacmpoCTpaHEHHE TIEPCOHAIBHBIX JAHHBIX — JICHCTBHS, HaANpaBJICHHbIC Ha TMepeaady
MEPCOHANBHBIX JAHHBIX Pa0OTHUKOB OIPEAEICHHOMY Kpyry Juil (Tmepeaaya MepcoHaIbHBIX
JIAHHBIX) WK Ha 03HAKOMJICHHE C TIEPCOHAIBHBIMH JaHHBIMA HEOTPAaHHUYCHHOTO KpyTa JIUII, B
TOM 4YHUCJIIC O6HapOJIOBaHI/Ie HepCOHaJ'II)HI)IX JAaHHBIX pa6OTHI/IKOB B CpeHCTBaX MaCCOBOﬁ
uHpoOpMallMK, pa3MelieHHe B  HUH(OPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHBIX — CETSIX WM
MPEAOCTaBICHUE JOCTylla K TIEPCOHAIBHBIM JIaHHBIM PAOOTHUKOB KaKUM-THOO WHBIM
CII0CO00M;

— HCIIOJIb30BaHME MEPCOHANIBHBIX JAHHBIX — NEHCTBUS (ONepalun) ¢ NepCOHATbHBIMU JaHHBIMH,
coBepuIaeMble JTOJDKHOCTHBIM JInoM MBJIOY Ne24 "Apwumika's nensx NpUHSTHS PELICHUN
WM COBEPILEHUSI MHBIX JEWCTBUN, TOPOKIAIOUINX IOPUANYECKUE TTOCTIEACTBUS B OTHOLLIEHUHU
paOOTHUKOB MO0 MHBIM 00Pa30M 3aTPArUBAIOLINX UX MpaBa U CBOOOJIBI WM MpaBa U CBOOOIBI
JPYTUX JINLL



OJIOKMpOBaHKE TEPCOHAIBHBIX JAHHBIX — BPEMEHHOE MpeKpalleHue cOopa, cucTeMaTHu3alluy,
HaKOIUICHUS, UCIOJIb30BAHUSA, PACIIPOCTPAHEHHs] IEPCOHAIBHBIX JaHHBIX PAOOTHHUKOB, B TOM
qlClIe UX NIepeiadl;

YHUYTOXKCHHUC TICPCOHAJIBHBIX JaHHBIX — IIGfICTBHH, B PE3YIbTATC KOTOPBLIX HCBO3MOKHO
BOCCTAaHOBUTb  COACPKAHHUEC IICPCOHAJIBHBIX JTaHHBIX B HH(bOpMaHHOHHOﬁ CUCTEME
NEPCOHANIBHBIX  JaHHBIX paGOTHI/IKOB Wi B PE3YJIbTATC KOTOPBIX  YHHUYTOXAKOTCA
MaT€pHaJIbHbIC HOCUTCIN IICPCOHAIIBHBIX JaHHBIX pa6OTHI/IKOB;

00€3/IMYMBaHUE TEPCOHANBHBIX JaHHBIX — JEHUCTBUSA, B PE3YJbTAaTE KOTOPHIX HEBO3MOKHO
OIPEJIeJINTh PUHAJIEKHOCTb IEPCOHATBLHBIX JAHHBIX KOHKPETHOMY PaOOTHHKY;
0OLIEIOCTYIIHbIE [IEPCOHAIbHBIE JAHHBIE — IEPCOHAIBHBIE JITAHHBIE, JOCTYIl HEOTPAaHUUYEHHOTO
Kpyra JIML K KOTOPbIM IPEJOCTaBIIEH ¢ corjacus pabOTHHKA WIM HA KOTOPbIE B COOTBETCTBUU
¢ (enepasbHBIMM  3aKOHAMH  HE  pPacHpOCTpaHseTcss  TpeOOBaHWE  COOJIOAECHUS
KOH(HIEHIINATIbHOCTH.

uHpopManus — CBeACHUs (COOOIIECHHS, JAHHBIE) HE3aBUCUMO OT ()OPMBI UX MPEICTABICHHUS.

JOKYMEHTHpOBaHHasi WHpopManusa — 3aUKCUpOBaHHAsE HAa MaTEpUAILHOM HOCHUTENE IMyTeM
JOKYMEHTUPOBaHUS HH(pOpMalMs € PEKBU3UTAMH, IO3BOJSAIOUIMMU OIPEIEINUTh TaKYIO
MH(OPMAIIHIO WK €€ MAaTepUAIIbHBIA HOCUTEIb.

3. CocTaB nepcoHaJbHBIX JAHHBIX PA0OTHUKOB.

3.1.B cocrtaB ICPCOHAJIbHBIX JaHHBIX pa6OTHI/IKOB BXOJAT:

aHKETHBIEC U OHorpaduyecKue TaHHEbIE,

oOpasoBaHue;

CBEJICHHSI O TPYIOBOM U OOIIIEM CTaXKe;

CBEICHHSI O COCTaBE CEMbH;

MacHoOpTHBIC JaHHBIE;

CBEICHHSI O BOMHCKOM YUeTe;

CBEJICHUS O 3apabOTHOH TIIaTe;

CBEJICHUS O COITUANIBHBIX JIbIOTAX;

CTHEHATBHOCTb,

3aHUMaeMas JOJKHOCTB;

HaJIu4Me CyJUMOCTEM;

aJipec MeCTa KHUTEIbCTBA;

JIOMAIHUM TenedoH;

MecTO paboThI MM y4eObl YJIE€HOB CEMbU U POJICTBEHHUKOB;
coJiepKaHue TPYJOBOTO JIOTOBOPA;

COCTaB JIEKJIapUPyEMbIX CBEICHUIN O HATMUYUU MAaTEepUANIbHBIX [IEHHOCTEH;
coJiepKaHue JIeKIapaliy, NoJaBaeMoi B HAJIOTOBYIO HHCIIEKIIHIO;
HOJ/UIMHHUKY U KOIIMM MTPUKA30B MO JUYHOMY COCTaBY;

JIMYHBIE JIeIa U TPYOBBIE KHIDKKA COTPYIHUKOB;

OCHOBAHMS K MIPUKA3aM IO JIMYHOMY COCTaBY;

Jiernia, coJieprKaliue MaTepHatbl 10 TIOBBIIICHUIO KBATU(UKAIMH U TIEPETIOATOTOBKE
COTPY/IHUKOB, X aTTECTAIlUH, CITY>)KEOHBIM pacciel0BaHUsIM;
KOIHMU OTYETOB, HAIIPABJIsIEeMbIe B OPIaHbl CTATUCTHKHU.

3.2.JlaHHBIE JOKYMEHTHI SIBJISIOTCS KOH(UIEHIMAIbHBIMH, MPU 3TOM, YUYHUTHIBAsS MX MacCOBOCTb M
€IMHOE MECTO OOpabOTKM M XpaHEHHS - COOTBETCTBYIOIIMU TpU( OrpaHMYCHHMs HAa HHUX HE
CTaBUTCSL.



4. O0padoTKa NEPCOHATbHBIX JaHHBIX.

4.1.B nensx obecrneuenus mpaB u cBoOon padoraHrka MBJIOY Ne24 "Apumka" mpu oOpaboTke
MIEPCOHAIBHBIX JAHHBIX paOOTHHKA 00s3aHbI COOIONATH CIEAYIONIUE 001ue TpeOOBaHNUS:

4.1.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

OO6paboTka nepcoHaIbHBIX JaHHBIX PAOOTHHKA MOXKET OCYIIECTBIISTHCS MCKIIOUUTEIHHO B
Hensax obOecredyeHus: COOMIOACHUS 3aKOHOB M MHBIX HOPMATHUBHBIX IIPABOBBIX AaKTOB,
COJICHCTBUSI paOOTHUKAM B TPYAOYCTPOWCTBE, OOYyYEeHHMH M MPOABIXKEHUU IO CIyXOe,
obecriedeHus JTMYHOM O€30MacHOCTH PAaOOTHHUKOB, KOHTPOJS KOJIMYECTBA M KauecTBa
BBITIOJTHSAEMOM paboThl U 0OecTieueHUs] COXPAaHHOCTH UMYILIECTBA.

IIpu ompenenenun obvemMa U cojaepkaHUs 00paOaTHIBAEMBIX IEPCOHAIBHBIX JTAHHBIX
paboTHHMKa paboTomarenb JTOJDKEH pykoBojcTBoBaThcs Kouctutymnmein Poccuiickoit
®denepanun, Tpynoseim KonekcoM u nHBIMEU (eiepaTbHBIMU 3aKOHAMH.

[TonyyeHnue nepcoHaIbHBIX JAaHHBIX MOYKET OCYLIECTBIATHCSA KAK MYTEM IPEACTABICHUS UX
caMHM paOOTHUKOM, TaK U ITyTEM IIOJIYYE€HHUS UX U3 UHBIX HCTOUYHUKOB.

[lepconanbHble JaHHBIE paOOTHUKA CIIEAYET MOJIydaTh Y Hero camoro. Ecnu nepconanbHbie
JaHHbIe paOOTHUKA BO3MOYKHO MOJYYHUTh TOJIBKO y TPEThEel CTOPOHBI, TO PAOOTHHUK JOJKEH
ObITh YBEOMJIEH 00 3TOM 3apaHee M OT HEro JOJDKHO ObITh MOJYyYEHO MUCHhMEHHOE
cormacue. Paboromatens momKeH COOOHMMTH PaOOTHHKY O MEJIsIX, IPearnojaraeMbIX
HUCTOYHUKAX M croco0ax MOJTy4YeHUs IEePCOHAIbHBIX JaHHBIX, a TaK K€ O XapakTepe
MOJICKALUX TOJYYEHHUIO MEPCOHATIBHBIX JAHHBIX U MOCIEICTBUAX OTKa3a pabOTHHUKA JaTh
MHUCbMEHHOE COIJIaCUE Ha UX MOJIy4YECHHUE.

PaGoronmarenr He wWMeeT mpaBa MoNydaTh W 00pabaThIBaTh IEPCOHAIBHBIC JTaHHBIC
paboTHUKA O €ro MOJUTUYECKUX, PETUTHO3HBIX U MHBIX YOSKICHHUSIX U 4acTHOM >ku3HU. B
CllydasiX, HEMOCPEICTBEHHO CBS3aHHBIX C BONPOCAMH TPYAOBBIX OTHOLIEHUH JAaHHBIE O
YacTHOM KH3HU paboTHHMKA (MHOpPMAIMS O KXUZHEIACATEIBHOCTH B cdepe CceMeHHBIX
OBITOBBIX, JIMYHBIX OTHOIICHHI) MOTYT OBITH TMOJIy4eHBI M 00paboTaHbl paboTomaTesieM
TOJBKO C €ro MMCbMEHHOTO COTJIacHsl.

PaboTomarenr He wWMeeT mNpaBO TMONy4aTh M 00pabaThIBaTh TEPCOHANBHBIC JaHHBIC
paboTHUKAa O €ro 4JIeHCTBE B OOIIECTBEHHBIX OOBEIUHEHHSIX WM €ro MpoQCOO3HOM
NESITEIbHOCTH, 32 UCKIIIOUYEHUEM CIy4yaeB, IPEAYCMOTPEHHBIX (eepabHbIM 3aKOHOM.

4.2.K o0OpaboTke, nmepefaye U XpaHEHUIO MEPCOHAIBHBIX JAaHHBIX PAOOTHMKA MOTYT MMETh JOCTYII
COTPYIHUKHU:

byxranrepuu;
Otnena nepconana;
Otnena MHPOPMAITMOHHBIX TEXHOIOTHH.

4.3.cnonn30BaHue NEPCOHATIBHBIX AAHHBIX BO3MOYXHO TOJIBKO B COOTBETCTBUH C LCIISAMHU,
OMPECACIIMBIINMH HUX MMOJTYUCHHUC.

4.3.1.

[lepconanbHble JaHHBIE HE MOTYT OBITb HCIHOJB30BAaHbl B IENAX NPUYUHEHUS
MMYILECTBEHHOTO U MOPAJIBHOTO BpeAa TpaXkJaHaM, 3aTpyJHEHUs pealu3aluu IpaB U
cBoOox rpaxnaH Poccuiickoit ®enepanuu. OrpaHnyeHwe mnpaB rpaxaaH Poccuiickoit
denepany Ha OCHOBE MCIMOJIb30BaHUS MH(OpMAIMK 00 UX COLMAIBHOM MPOMCXOXKACHUH,
O pacoBOM, HANMOHAIBHOM, S3BIKOBOW, DPEJIIMTMO3HOW W NApPTUMHOW IPUHAJJICKHOCTH
3alpEIIEeHO U KapaeTcsl B COOTBETCTBUU C 3aKOHOAATEIbCTBOM.

4.4.1lepenaya mepcOHANBHBIX JAHHBIX paOOTHMKA BO3MOXHa TOJBKO C COrjlacusi paOOTHUKa WU B
Clly4asx, IpsMO MPEAyCMOTPEHHBIX 3aKOHO1aTENbCTBOM.

44.1.

[Ipn mepenade mepcOHANBHBIX NAaHHBIX pPaOOTHHKA paboTodaTeNb JOJDKEH COOII0IaTh
cienyrome TpeOoBaHMS:

HE CcOoO0IIaTh MepCoHalIbHbIC NaHHbIE PaOOTHUKA TPETheW CTOpoHE 0€3 MUCHBMEHHOTO
cormacus pabOTHHKA, 3a WCKJIIOYEHHEM CIydyaeB, KOrJa 3TO HEOOXOAMMO B IENsIX
MPEAYNPEKACHUS yIPO3bl KU3HM M 3I0POBbI0 pAOOTHHMKA, a TaKXe B CIydasx,
YCTaHOBJICHHBIX (pelepabHBIM 3aKOHOM;



— HE coo0maTh MepCOHAJIbHBIC [aHHbIE pa0OTHHMKA B KOMMEPYECKHX IIeNsIX O€3 ero
MMMCHBMEHHOTO COTJIACHS;

— TpenynpenuTh JHUL, MOTYYaloUIMX MEpCOHAJbHBIC JaHHbIE Pa0OTHUKA, O TOM, YTO 3TH
JaHHBIE MOTYT OBITH KCIIOJNB30BaHbl JIUIIb B IENIAX, Ui KOTOPBIX OHHM COOOILIEHBI, U
TpeOOBaTh OT 3TUX JIMI[ IMOATBEPXKACHUS TOrO, YTO ATO TMpaBmwiIo cobmoxeHo. Jluma,
MOJIy4arolue NepCcoHalIbHbIE TaHHbIe paOOTHUKA, 0053aHbI COOIIOAATH PEXKUM CEKPETHOCTH
(xoH(pUACHIINATHHOCTH). JlaHHOE TIOJNIOKEHHWE HE PACHpoCTpaHseTcs Ha OOMEH
MEPCOHANBHBIMU JIaHHBIMH PAaOOTHUKOB B TOPSAKE, YCTAaHOBJICHHOM (heaepaibHbIMU
3aKOHAMU;

— pazpewmiatb JIOCTyl K IEpCOHAIbHBIM JIaHHBIM pPAOOTHUKOB TOJBKO CIIELUAIBHO
YIOJHOMOYEHHBIM JIMLAM, OIIPEACICHHBIM IIPUKA30M 110 OpraHu3aluM, I[pH 3TOM
YKa3aHHbIC JIMLA [IOJ/DKHBI MMETh IPAaBO II0Jy4YaTb TOJIBKO TE€ IIEPCOHAIBHBIEC HaHHBIC
paboTHHKA, KOTOPhIE HEOOXOAUMBI JJISl BBIOJTHEHUSI KOHKPETHBIX (DYHKITHIA;

— He 3ampanmBaTh WH()OPMAIUIO O COCTOSHHUH 3JI0POBbSI PAOOTHHUKA, 32 UCKIFOUYEHUEM TEX
CBEICHMIA, KOTOPHIE OTHOCATCS K BOIMPOCY O BO3MOXKHOCTH BBIMIOJIHEHUS PAOOTHHKOM
TPyIOBOH (HYHKIIHH;

— TIepelaBaTh MEPCOHAIBHBIC JaHHBIC Pa0OTHHKA MPEICTABUTEISIM PAOOTHUKOB B TIOPSJIKE,
ycraHoBiIeHHOM TpynoBeiM Kojekcom, w OrpaHuYMBaTh 3Ty WH(GOPMAIHUIO TOJIBKO TEMH
MEPCOHAJIPHBIMU  JTAHHBIMH ~ PAa0OTHUKA, KOTOPbIE HEOOXOMUMBI JUISI  BBITIOJTHEHUS
YKa3aHHBIMU MPEICTABUTEIAMU UX DYHKINH.

4.4.2. llepenaya TEepCOHANBHBIX MAHHBIX OT JEp)KaTeNs WU €ro IMpeICTaBUTENCH BHEIIHEMY
NOTPEOUTENI0 MOXKET JONyCKaTbCs B MHUHUMAIbHBIX O0bE€Max U TOJNBKO B LEJSIX
BBITIOJTHEHUS 33/1a4, COOTBETCTBYIOUIMX OOBEKTUBHON IpUYMHE cOOpa 3TUX JIaHHBIX.

4.4.3. llpu mepenavye MNEpCOHATBHBIX ITAHHBIX pPAa0OTHHKA MOTpeOUTENsIM (B TOM 4YHCIE U B
KOMMEpUYECKUX ILIeJIsX) 3a Mpeessbl opraHu3anu padboToAareNb He JOJDKEH cOO0IaTh 3TH
JAHHBIE TPETbEH CTOpPOHE 0€3 MUCBMEHHOIO coriacusi pabOTHHKA, 3a MCKIIOYEHUEM
CllyyaeB, KOIJla 3TO HEOOXOOUMO B LIENAX MPEXyNpeKACHUs Yrpo3bl XKU3HU U 3]I0POBbHIO
pabOTHHKA WIIK B CITy4asiX, YCTAHOBJICHHBIX (peiepaibHbIM 3aKOHOM.

4.5.Bce Meppl KOH(PHUISHIHMATBHOCTH TpU cOope, 00pabOTKe M XpPaHEHUH IMEPCOHAIBHBIX JIAHHBIX
COTPY/HUKA PACIPOCTPAHSIIOTCS KaK Ha OyMakHbIe, TaK U Ha 3JIEKTPOHHBIE (aBTOMAaTH3UPOBaHHBIE)
HOCUTEN UH(POPMAIINH.

4.6.He nomyckaercst oTBe4aTh Ha BOINPOCHI, CBSI3aHHBIE C Mepeaadeil mepcoHanbHON MH(OpMaLUU Mo
TenedoHy uiu Qakxcy.

4.7. XpaHeHUE MEPCOHANBHBIX JAHHBIX JOJDKHO NMPOMCXOAUTH B MOPSAKE, UCKIIOYAIOIIEM UX YTpary
WJIY MX HETIPAaBOMEPHOE MCIOJb30BAHUE.

4.8.1Ipy NpUHATHM pEIIEHUH, 3aTparuBarolIMX MHTEpPEeChl pabOTHUKA, pabOToaaTeNh HE UMEET IpaBa
OCHOBBIBAaThCsl HA MEPCOHANIBHBIX JIaHHBIX Pa0OTHHKA, TIOJYYEHHBIX HCKIIIOUYUTENIBHO B PE3YJbTaTe
UX aBTOMAaTH3UPOBAaHHOM OOpaOOTKM WIIM 3JEKTPOHHOrO MojydeHus. Paboronatens ydyuThIBaeT
JUYHbIE KauecTBa pabOTHHKA, €T0 JOOPOCOBECTHBIN U 3PPEKTUBHBIN TPY/L.

5. Kommuiekc 10KyMeHTOB, CONPOBOXKIAIOIIMIA Mpouecc odopmiaeHus:
TPYAOBbIX oTHOIIEeHUIT padoTHuka B MBJIOY Ne24 "Apuinka'
IIPH ero npueMe, nNepesojie U yBoJIbHEHHH.

5.1. Undopmanus, mpencrasisieMas paOOTHUKOM MpH TOCTyIUIeHMH Ha pabotry B MBJIOY Ne24
"Apwuika", JODKHa MUMETh JIOKyMEHTaJdbHYI0 ¢opmy. Ilpu 3axirodyeHuu TpyZOBOrO JOTrOBOpa B
COOTBETCTBUM cO CT. 65 TpymoBoro konekca Poccuiickoni ®enepanuu MIO, MOCTyHArOIIee Ha
paloTy, mpeabsBIILeT padOTOAATENIO:

— macnopt rpaxaanuHa Poccuiickon denepanuu;



— TpYIAOBYIO KHMKKY, 3@ MCKJIIOUEHHEM CIIydaeB, KOIJa TPYIOBOM [JOrOBOp 3aKIOYacTcs
BIIEPBbIE UM PaOOTHUK MTOCTYNAET Ha pabOTy Ha YCIOBUSAX COBMECTUTENLCTBA, TU0O0 TPyAOBas
KHIXKKa Yy paOOTHHKA OTCYTCTBYET B CBSI3U C €€ YTPAaTOW WM 0 APYTHM MPUYHHAM;

— CTPaxoBOC CBUACTCIILCTBO I'OCYAapCTBCHHOI'O MICHCUOHHOI'O CTPAXOBAHU,

— JOKYMEHThl BOMHCKOI'O ydeTa — Uil BOEGHHOOOS3aHHBIX W JIMI, MOJAJIKAIIUX BOMHCKOMY
yueTy,

— JOKYMEHT 00 00pa3oBaHMHU, O KBaIU(UKAUUU WU HATUYUU CHELHUAIBHBIX 3HAHUN — Ipu
MOCTYIUICHUHU Ha padoTy, TPeOYIONIYIO CIIeUaTbHBIX 3HAHUA UITH CTIEIUATHHON TIOITOTOBKY;

— CBHJETENBCTBO O mpucBoennn MHH.

52.1lpu odopmuennn pabotHuka B OpraHuzanuio pabOTHUKOM OTAENa KaJpoB 3arlOIHAETCS
yHudunupoBannas ¢opma T-2 «JIuunas kaprouka paOOTHHKa», B KOTOPOM OTpaxaroTcs
CIIeAYIOIINE aHKETHbIE U Onorpaduueckre JaHHble pabOTHUKA!

— o6mue cBeaenus (D.N.O. paboTHuKa, Jara POXKICHHS, MECTO POXKACHHS, T'PAXKIAHCTBO,
oOpa3oBanue, mpodeccusi, CTaxx paboThl, COCTOSIHHE B Opake, MaCIIOPTHBIC JaHHEIC);

— CBCACHUA O BOMHCKOM YYECTC;

— JIaHHBIC O TIpHEME Ha padoTy;
B nanbHelinem B TMYHYIO KQpTOUKY BHOCSITCS:
— CBEACHHUS O MEepeBO/Iax Ha APYryro paboTy;
— CcBeJeHMs 00 aTTeCTallMu;
— CBEJICHHMS O TTOBBIIICHUH KBAJTU(DHUKAINH;
— CBelIeHHs O PO ECCHOHAIIBHON MEePENOATOTOBKE;
— CBEACHMUs 0 Harpajax (IOOLIPEHHUSX ), TIOUYETHBIX 3BAHUSAX;
— cBeleHHs 00 OTITyCKax;
— CBEJICHUSI O COIIMAIBHBIX TAPAHTHUAX;
— CBEJICHUSI O MECTE KUTEJIHCTBA U KOHTAKTHBIX Telle(hoHax.
53.B MBJIOY Ne24 "Apwumka" co3garoTcsi U XpaHATCS CIEAYIOUIME TPYIIbl JOKYMEHTOB,
coJiepKalliue JaHHbIE O PAOOTHUKAX B €IMHUYHOM MJIM CBOJHOM BHJIE:

5.3.1L

5.3.2.

JIOKYMEHTBI, cojiepXalllie MNepCOHAIbHbIE JaHHbIE PAOOTHUKOB (KOMILJIEKCHI JOKYMEHTOB,
COIIPOBOKAAOIIME Iporiecc 0(OpMIIEHUsI TPYIOBBIX OTHOLIEHUH NpH Ipueme Ha padory,
NEpPEeBOJIE, YBOJbHEHUHU; KOMIUIEKC MAaTEpHUajoB [0 AaHKETHPOBAHMIO, TECTHUPOBAHUIO;
IIPOBEICHUIO coOeceloBaHUNA € KaHIUAATOM Ha JOJDKHOCTb; TOJJMHHUKM M KOIUHU
MIPUKA30B M0 JUYHOMY COCTaBy; JHMYHBbIE Jejla U TPYIOBble KHUXKH paOOTHUKOB; J€na,
CoJIeprKalllie OCHOBaHMS K NPHUKa3y IO JIMYHOMY COCTaBY; J€J1a, COAEPKALUE MaTepUabl
aTTecTaluu pabOTHUKOB; CIY>KEOHBIX pacciieZIOBaAHMI; CIIPaBOYHO-UH(OPMALMOHHBINA OaHK
JAHHBIX MO TepcoHaly (KapTOTeKH, >KypHalibl); MOJJIMHHUKA W KONMHM OTYETHBIX,
AQHAJIMTUYECKUX U CIIPAaBOYHBIX MaTEpUajIoB, NepenaBaeMbiX pykoBoiacTBY MBJIOY Ne24
"Apuika", pyKOBOAUTEIAM CTPYKTYPHBIX MOAPA3AEICHHUH; KOIUM OTYETOB, HANIPABIISIEMBIX
B I'OCY/IapCTBEHHbIE OpraHbl CTATHUCTUKH, HAJOrOBbIE MHCIEKIMH, BBIIIECTOSIINE OPraHbl
yIIpaBJICHUS U JAPYTUE YUPESKICHUSA).,

JIoKyMeHTalusi 1o OpraHu3aluu padoThl CTPYKTYPHBIX MOJpa3iefeHuil (IOJI0KEHUS O
CTPYKTYPHBIX TO/pa3AeieHUsAX, JOJDKHOCTHBIE MHCTPYKIMHM pPAOOTHUKOB, TPUKA3bI,
pacniopspkeHusi, ykaszanusi pykoBojactBa MBJIOY No24 "Apwumika"); JOKYMEHTBHI 1O
IUTAHUPOBAHUIO, YUETY, aHAINU3Y U OTYETHOCTH B YaCTH pabOTHI C EPCOHATIOM.

6. JlocTyn K NepcOHAJBHBIM AaHHBIM.

6.1. Bayrpennuit noctyn (noctyn Baytpr MBJIOY Ne24 "Apurka").

6.1.1.

HpaBo AOCTYIIa K ICPCOHAJIbHBIM JAHHBIM COTPYAHUKA UMCIOT:

— 3aenytoumit MBJIOY Ne24 "Apumika"
— cam pabOTHUK, HOCUTEJh TaHHBIX
— Jpyrue COTPYTHUKU OPTaHHU3AINH P BBIOJIHEHUH UMH CBOUX CITY)KEOHBIX 0053aHHOCTEH.
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6.1.2. IlepedyeHs nuIl, UMEIOMUX JOCTYI K MEPCOHATHHBIM JaHHBIM PAOOTHUKOB, OTMPEICIAETCS

npukasoM 3asenyromero Mb/I0Y Ne24 "Apumxka" .

6.2. Buemnwii nocry.
6.2.1. K umcny MaccoBBIX MOTpeOUTENEH IMEPCOHATBHBIX IAaHHBIX BHE OPTraHHU3AIlMM MOKHO

OTHECTH TOCYJapCTBEHHBIC H HErOCYIapCTBEHHBIC ()YHKITMOHAIBHBIC CTPYKTYPBI:
HaJIOrOBbIE MHCIIEKIUH;
MIPaBOOXPAHUTEILHBIC OPTaHbl;
OpraHbl CTATUCTUKH;
BOEHKOMATEIL,
OpraHbl COLUATHLHOTO CTPAXOBAHMUS;
MIEHCUOHHBIEC (POHJIBL;
MoJIpa3/ielieHUs] MyHUIIUTIATBHBIX OPTaHOB YIIPABIICHUS;

6.2.2. Han3opHO-KOHTPOJBHBIE OpPTaHbl UMEIOT JOCTYN K WH(POPMAIMU TOJIBKO B cdepe cBoel

KOMIICTCHIHHU.

6.2.3. OpraHuzanuu, B KOTOPBIE COTPYAHHK MOXET OCYIIECTBISTH IMEPEUYHCICHUS JIEHEKHBIX

cpeactB  (CTpaxoBbleé  KOMIIAHHUHM,  HETOCYJapCTBEHHbIE  TNEHCHOHHBIE  (DOHHI,
0J1arOTBOPUTENIbHBIE OPraHU3ALUU, KPEIUTHBIE YUPEXKAEHUS), MOTYT MOJYYUTh JOCTYI K
[IEPCOHAJIBHBIM JIaHHBIM pa0OTHHUKA TOJIBKO B CIIy4ae €ro MMCbMEHHOI'O PAa3peLIeHUs.

6.2.4. Csenmenust 0 pabOTaroOIIEM COTPYIHUKE WM yXK€ YBOJICHHOM MOTYT OBITH MpPEICTaBICHBI

Ipyrol  opraHu3anuedl TOJBKO C IMCBMEHHOIO 3ampoca Ha OJIaHKe OpraHu3aluH, ¢
IPUIIOKEHUEM KOIIUU HOTapUaJIbHO 3aBEPEHHOTO0 3asiBJIEHUs paOOTHHUKA.

6.2.5. HepCOHaJ'ILHBIe JAaHHBIC COTPpYAHHKA MOTYT OBITH npeaCTaBJICHbI POACTBCHHHKAM WJIM

4JIeHaM €r0 CEMbU TOJIBKO C IMCbMEHHOI'O Pa3pelIeHUs CaMOro COTPYIHUKA.

6.2.6. B cnyuae pa3Boja ObIBIIast cynpyra (Cynpyr) uMerot mpaso oopatutbest MBJIOY Ne24

"Apwuiika'c TMCbMEHHBIM 3aIPOCOM O pa3Mepe 3apadOTHOM IJIAThl COTPYAHUKA 0€3 ero
cornacus (YK P®).

7. 3amuTa nepcoHAJbHBIX TAHHBIX

7.1. 3amyTa TEepPCOHANBHBIX JaHHBIX MPEJICTaBIsIET COOOW JKECTKO periJaMeHTHPOBAaHHBIA U
JUHAMHYECKH TEXHOJOTMYECKHH TMpolecc, NpeaynpexIaloluil HapylleHue JO0CTYNHOCTH,
LIEJIOCTHOCTH, JIOCTOBEPHOCTH M KOH(HJIEHIIMAIbHOCTH NEPCOHANBHBIX JAHHBIX U, B KOHEYHOM
cyere, O0ECNeYMBAIOIMIUM JOCTATOYHO HAJIEKHYIO O€30MacHOCTh HH(OpPMAllUU B TIPOIECCEe
YIIPaBIEHYECKON U MPOU3BOACTBEHHON €ATEIBHOCTH KOMITAHUH.

7.2. 3amuTa nNepcoHaNbHbIX JaHHBIX pAaOOTHUKA OT HEMPAaBOMEPHOI'O MX MCIOJIb30BAaHUS WM yTPaThl
nomkHa ObITh obOecriedeHa MBJIOY Ne24 "Apumka" 3a cueT ero CpeiAcTB B TMOpPSAKE,
YCTaHOBJICHHOM (heZiepaibHbIM 3aKOHOM.

7.3. BHyTpeHHs4 3amuTa.

7.3.1. Jlns obecriedeHus: BHYTPEHHEH 3alIUTHl IEPCOHANBHBIX JaHHBIX PaOOTHUKOB HEOOXOIUMO

cOOIOAATh P Mep:
OTpaHMYEHUE U perjaMeHTalMs COoCTaBa pPaOOTHHUKOB, (DYHKIMOHAIbHbBIE OO0SI3aHHOCTH
KOTOPBIX TPEOYIOT IOCTYyTA K MEPCOHATBHBIM TAHHBIM COTPYTHUKOB.
CTporoe n3dupaTesibHOE U 0OOCHOBAHHOE PaCIpe/lelIeHHE JOKYMEHTOB U HH(pOpMaLUU MEXTY
paboTHUKaMU;
panroHaJbHOE pa3MelleHrue padoyux MecT pPabOTHHKOB, MPH KOTOPOM HCKIIIOYAIOCh Obl
0OECKOHTPOIILHOE MCIIOJIb30BAaHKE 3alIHIAeMOI HH(OPMAIIHH;
3HaHWEe pPaOOTHUKOM TpPeOOBaHWI HOPMATHBHO — METOJWYECKHX JIOKYMEHTOB IO 3alllUTe
UHPOPMALIUU U COXPAHEHUH TalHBI,
HaJlM4Me HEOOXOJMMBIX YCIOBHM B TOMEUIEHMH Ui PabOThl C KOH(HJIECHIHAIbHBIMU
JIOKyMEHTaMH U 0a3aMu JTaHHBIX;
OTIpeNieieHne M pPEerJIaMeHTallusl CocTaBa paOOTHUKOB, MMEIONIMX TPaBO JOCTymna (BXo1a) B
MOMEIICHUE, B KOTOPOM HAXOUTCS BEIYUCIUTEIbHAS TEXHUKA;
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— OopraHuzalys nopsijika yHU4TOXeHUs HH(OpMaLInK;

— CBOEBPEMEHHOE BBISBICHUE HApYIICHHS TpPeOOBaHMI pa3pelINTEeILHON CHUCTEMBI JIOCTYIA
paboTHUKaMU MOApa3ACICHHUS;

— BOCHHTaTelbHAasT M pa3bsCHUTENbHAs paboTa C COTPYOHUKAMU TOJpa3AeNeHus IO
MPEIYNPEKACHUIO YTpaThl IICHHBIX CBEACHUNW TIpu padore ¢ KOH(QUICHIHATLHBIMU
JIOKyMEHTaMHU;

7.3.2. 3amura nepCcOHANBHBIX JAHHBIX COTPYIHUKOB HA 3JIEKTPOHHBIX HOCUTEIISIX.

Bce mnanku, coaepkamme IEpCOHANbHbIE JIaHHBIE COTPYOHUKA, JOJDKHBI HMETh
OTPaHUYECHHBIN JOCTYII.
7.4. BHemuas 3ammura.

7.4.1. Jlns oOecrniedeHuss BHEIIHEH 3aIUTHI MEPCOHAIBHBIX JaHHBIX COTPYAHHKOB HEOOXOIUMO

coOII0AaTh psia Mep:

— TOpSAIOK MpueMa, yueTa U KOHTPOJIS AeSITeNbHOCTH MTOCETUTEINEIH;

— TOPSAIOK OXpaHbl TEPPUTOPHUH, 3AAHUNA, TOMELIEHUH, TPAHCTIOPTHBIX CPEJICTB;

7.5. Bce nuna, cBsi3aHHBIC C MOJIy4eHHUEM, 00pabOTKOW M 3alUTON MEPCOHAIBHBIX JaHHBIX, 00s3aHbBI

HE pasriaiaTth NepCcoOHaAIbHbIE JaHHbIe PAOOTHUKOB.

7.6. KpoMme Mep 3ammThl TEPCOHAIBHBIX  JAaHHBIX, YCTAaHOBJIEHHBIX 3aKOHO/ATEIHCTBOM,
paboTtonarenu, pabOTHUKHU U UX MPEICTAaBUTENIN MOTYT BHIpa0aThIBATh COBMECTHBIE MEPHI 3AIIUTHI

MEPCOHANTBHBIX JJAHHBIX PA0OOTHUKOB.

8. IlpaBa u 00s13aHHOCTH Pa0OTHHKA.

8.1.PabOTHUKM JOKHBI OBITH O3HAKOMJICHBI MOJ pacmucky ¢ gokymeHntamu MBJIOY No24
"Apumika", ycTaHaBIMBAIOIIMMU HOPSIO0K OOpaOOTKHM MEPCOHAJIBbHBIX JAHHBIX PAOOTHHUKOB, a
Takke 00 UX MpaBax U 00sA3aHHOCTSAX B 3TOW 00JaCTH.
8.2. B nesnsx 3aluThl IEPCOHANBHBIX JaHHBIX, XpaHIIUXCs y paboToaaress, pabOTHUK UMEET IPaBo:
— TpeOoBaTh UCKIFOUEHUS UM UCIPABICHUS HEBEPHBIX UM HEIOJIHBIX JAHHBIX;
— IoJIydaTh CBOOOJHBIM OECIUIaTHBINA JOCTYN K CBOUM IEPCOHAJIbHBIM JIaHHBIM, BKJIIOYasl IIPABO
Ha TIOJTyYCHHE KOIUI JTF000H 3aImucH, coiepKaiieii IepCcoHaIbHbIC TAHHBIC.
— IEpCOHAJIbHBIE JIJAaHHBIE OLICHOYHOI'O XapakTepa JOMOJIHHUTH 3asBICHUEM, COJECpPKAIIUM €ro
COOCTBEHHYIO TOUKY 3PEHUS;
— OMpeAeNsaTh CBOMX IMPEACTaBUTENEH AJIs 3alIUThl CBOMX MEPCOHAIBHBIX JAHHBIX;
— Ha COXPAaHEHHME U 3aIIUTY CBOEH JINYHOM )KU3HU U CEMEHHOMN TalHBI.

8.3. Pabotnuk  o00s3an  mepemaBatb MBJIOY  Ne24  "Apwumika"KoMIJIEeKC — JOCTOBEPHBIX,
JOKYMEHTUPOBAaHHBIX IEPCOHAIBHBIX JAHHBIX, COCTaB KOTOPBIX YCTaHOBJIEH TpynoBeIM
Koznexcom P®, a Taxxke cBOEBpEMEHHO COO0OIIATh 00 M3MEHEHUSX CBOMX MEPCOHANIBHBIX TAaHHBIX.

8.4.PabotHuku craBat MBJIOY Ne24 "Apwumika"B M3BECTHOCTb 00 M3MEHEHMM (aMUINH, UMEHH,
OTUECTBA, JAThl POXKACHMS, YTO IOJIy4aeT OTPaKEHHE B TPYJOBOM KHMIKKE Ha OCHOBAaHUU
MIPE/ICTAaBICHHBIX JOKYMEHTOB. I[Ipu HeoOXoaumMocTH H3MEHSIOTCS JaHHble 00 oOpa3oBaHHH,
npodeccuu, CrenualbHOCTH, TPUCBOSHUH HOBOT'O pa3psijia u Ip.

9. OTBeTCTBEHHOCTH 32 pasrjalleHue KOH(pHUIeHINATbHOI
HHopManu, CBA3aAHHOI ¢ MEPCOHATbHBIMHU JAHHBIMH.

9.1. PykoBoauTeNb, pa3pelialonfii JOCTyN COTPYAHHUKA K KOH(QHUAECHIHMATILHOMY JOKYMEHTY, HECeT
MIEPCOHAJIBHYIO OTBETCTBEHHOCTH 32 JAHHOE pa3pelIeHHE.

9.2. Kaxnpiit corpynauk MBJIOY Ne24 "Apumka", nomyuarouuii ajis paboTsl KOHGUASHINATbHBIN
JOKYMEHT, HECEeT €IUHOJUYHYI0  OTBETCTBEHHOCTb 34 COXPAaHHOCTb  HOCHUTENI U
KOH(PHUACHIIMATIBHOCTh HH(OpMAITHH.

9.3.JIunia, BHHOBHBIE B HApyIIEHUU HOPM, DPETYIUPYIOUIMX MoJydyeHHe, oOpaboTKy U 3alluTy
MEPCOHATBHBIX JIAHHBIX PA0OTHUKA, HECYT AMCUUIUIMHAPHYIO, aIMUHUCTPATUBHYIO, TPAXKAAHCKO-
MIPaBOBYIO MJIM YTOJIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUH C (eiepabHbIMU 3aKOHAMHU.
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