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IHOJOKEHHUE
0 NEePCOHANIBbHBIX JaHHBbIX padoTHHKOB MOY ACOII Ne 1

1.00u1ue moJs1oKeHus.

1.1. Lenwto monoxeHus 00 06pabOTKe MEPCOHATBLHBIX TaHHBIX PAOOTHUKOB (J1aee
— [onoxeHue) SABISIETCS 3aIIUTa IEPCOHATBHBIX JAHHBIX PAOOTHUKOB
MyHununanabHOro 0011e00pa3oBaTeIbHOTO YUPEXKACHUST AHJIpearnonbcKas
cpennsisi oomeoOpazoBaTenpHas mkoaa Ne 1 (mamee — [llkona) ot
HECaHKIMOHUPOBAHHOTO JIOCTYyIa, HEMPABOMEPHOT'O UX MCIOIb30BaAHUS WU
yTpaThl, a TAKKE YCTAHOBJICHHE OTBETCTBEHHOCTH JIOKHOCTHBIX JIUII, UMEIOIITUX
JIOCTYTI K IEPCOHAIBHBIM JaHHBIM PAOOTHUKOB, 32 HEBHITIOJTHEHNE TPEOOBAHUI
HOPM, PETyJUPYIOMUX 00paOOTKY U 3aIIUTY MEPCOHATBHBIX IAHHBIX.

1.2. [Tonoxxenue pa3paboTaHO B COOTBETCTBUU €O cTaThiMu 85-90 TpymgoBoro
Kopnekca Poccuiickon ®enepanun, Koncturynuen Pocculickonn @enepanuu,
I'paxxnanckum koaexkcoM Poccuiickoit Deneparuu, enepaibHbiM 3aKk0HOM «O0
uHbopMaIyu, THPOPMAITMOHHBIX TEXHOJIOTUAX U O 3alllUTe HHDOpMAITUN,
®enepanbHbIM 3aKOHOM «O MEepCOHANbHBIX JaHHBIX», [[paBUiaMu BHYTPEHHETO
TpynoBoro pacrnopsiaka HIkomsl.

1.3. Tlopsimok BBoja B JieiicTBUE U u3MeHeHus [TonoxkeHus.

1.3.1. ITono)xeHre BCTyIAET B CUJIY C MOMEHTA YTBEPKIACHUS €r0 JUPEKTOPOM
[Ikomsl 1 fEeHCTBYET O€CCPOUHO, 10 3aMEHBI €r0 HOBBIM IOJI0KEHUEM.

1.3.2. Bce usmenenus B [107105k€HUsI BHOCSTCA COOTBETCTBYIOIIUM ITPUKA30M.
1.4. Bece pabotuuku LLIkobl 10KHBI OBITH O3HAKOMIICHBI C HACTOSIIIUM
[TonoxeHnem 1oj MOAIUCH.

1.5. Pexum KOHGUIECHITMATHLHOCTH MTEPCOHABHBIX TAHHBIX CHUMAETCS B CIIydae
WX 00€3TMYMBAHUS U TI0 UCTEUEHUH 75 JIET CpOKa UX XPAHEHUS, WIIH MIPOJITIEBACTCS
Ha OCHOBaHUHM 3aKIJIFOYEHUS SKCIIEPTHON KOMUCCHH, €CJIH HHOE HE OMPEIEICHO
3aKOHOM.

2.0CHOBHBIC TOHATHA.

2.1. Ina uenen Hacrosero [1omoxeHus ncnoyib3yroTcs CIeAYIOINE OCHOBHBIE
MTOHSATHUS

e TIEPCOHANBHBIC JAaHHBIC pAOOTHHUKA — JIF00ast HH(POpPMAITUs, OTHOCSIIASACS K

OTIpEJICTICHHOMY WJIH OTPEIeNIIeMOMY Ha OCHOBAaHWHU TaKOW WH(MOpMAIUu

pabOTHUKY, B TOM YHCJE €ro (pamMuiusi, uMsi, OTYECTBO, T'OJI, MECHII, AaTa U

MECTO POXKJICHHUS, aAPEC, CEMENHOE, COLIMAIBHOE, UMYIIECTBEHHOE MOJIOKEHHUE,

oOpa3oBaHnue, npodeccusi, 10X01bl, Apyras nuHPopMaius, HeooxoaguMas

paboToaTEeNIO B CBSA3U C TPYJIOBBIMU OTHOUICHUSMU;



o 00paboTKa MepCOHANBHBIX JTAHHBIX — COOp, CUCTEMaTH3alus1, HAKOIJICHUE,
XpaHeHHe, yTOUHEeHUE (0OOHOBIEHUE, U3MEHEHNUE), UCTIOJIb30BAHKE,
pacrpocTpaHeHue (B ToM 4uciie nepeaayda), 00e3InuruBaHue, 0JIOKUpOBaHUE,
YHUYTOXKEHHE TIEPCOHANIBHBIX JaHHBIX pa00THUKOB [IIK0IIbI;

e KOH(UACHIIMATBLHOCTD NMEPCOHATIBHBIX JAHHBIX — 00s13aTeIbHOE IS
COOJII0/IEHUsI HA3HAYEHHOT'O OTBETCTBEHHOT O JIMIIA, MOTYYUBIIETO AOCTYI K
NEePCOHAIBHBIM JaHHBIM PAOOTHUKOB, TPEOOBaHUE HE JOMYCKATh UX
pacnpocTpaHeHus: 6e3 coriacusi pabOTHUKA WM MHOTO 3aKOHHOTO OCHOBAHUS;

e pacmpoCTpaHEHHE MEPCOHANBHBIX JAHHBIX — JICHUCTBUS, HAPABJICHHBIC HA
nepeaavy nepcoHaIbHbIX IAHHBIX PAOOTHUKOB OMPEACICHHOMY KPYTY JIUI]
(mepeaua rnepcoHaIbHbIX IAHHBIX ) WM HA 03HAKOMJICHUE C TIEPCOHATBHBIMU
JTAHHBIMU HEOTPAaHUYEHHOTO KpyTa JIMI], B TOM YKCJIe 00HAPOI0OBaHUE
NEePCOHANBHBIX JJAHHBIX PAOOTHUKOB B CPEJICTBAX MAacCOBOM MH(GOpMAIIHH,
pa3merieHrue B UHGOPMAIMOHHO-TEJICKOMMYHUKAIIMOHHBIX CETAX WU
IPEIOCTABICHUE JOCTYIIA K IEPCOHAIBHBIM JaHHBIM PAOOTHUKOB KaKUM-JINOO
WHBIM CIIOCOO0M;

e HCIIOJIb30BAaHHE TIEPCOHAIBHBIX JAHHBIX — JICUCTBUS (OTIEpaIuu) ¢
NEePCOHABHBIMU JAHHBIMH, COBEPIIIaeMbIe TOJDKHOCTHBIM JuiioM LlIkomnsr B
HEJSX MPUHATUS PEIISHUN UM COBEPIICHUSI MHBIX JEHCTBUH, TOPOKAAIOIINX
IOPUINYECKHE TIOCIICICTBUS B OTHOIIIEHUU paOOTHUKOB JIMOO HHBIM 00pa3om
3aTparuBarolyX UX MpaBa U CBOOOBI WU MpaBa U CBOOOBI APYTUX JIUII,

o ONOKMpOBaHME MEPCOHANBHBIX JAHHBIX — BPEMEHHOE MTpeKpalieHue coopa,
CUCTeMaTH3alli1, HAKOTIJICHUS, UCIIOJIb30BaHUs, pacTIpOCTPAHEHUS
NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB, B TOM YHCIIE UX MEepeAayl;

e YHUYTO>KEHHE MEPCOHANIbHBIX JAHHBIX — ACHCTBUS, B PE3YJIbTaTe KOTOPHIX
HEBO3MOXHO BOCCTAHOBUTD COJICPKAHUE TIEPCOHATBHBIX TAHHBIX B
UH(GOPMAIIMOHHON CUCTEME TIEPCOHATBHBIX JAHHBIX PAOOTHUKOB WIIH B
pEe3yNbTaTe KOTOPHIX YHUUTOXKAIOTCS MaTEpHAIbHBIE HOCUTENN MEPCOHATBHBIX
JAHHBIX paOOTHUKOB,;

o 00e3nMYMBaHUE NEPCOHATBHBIX JAHHBIX — JACUCTBHS, B pe3yIbTaTE KOTOPHIX
HEBO3MOKHO OINPEAEIUTh NPUHAIEAKHOCTD EPCOHATBHBIX TAHHBIX
KOHKPETHOMY Pa0OTHUKY;

o 00mIEIOCTYMHBIC IEPCOHATBLHBIC TAHHBIE — MIEPCOHABHBIC JaHHBIC, TOCTYI
HEOTPaHUYECHHOT'O KpyTa JIUIl K KOTOPBIM MPEAOCTABIIEH C COrIacus paOOTHHUKA
WIK Ha KOTOPBIE B COOTBETCTBUU C (pefepaTbHbIMH 3aKOHAMU HE
pacmpocTpaHsieTcs: TpeOoBaHUEe COOIOICHUS KOH(PUACHITNATBHOCTH.

o wuH(pOpMaNU — CBeJIeHUs (COOOIICHMS, TaHHbBIE) HE3aBUCUMO OT (DOPMBI UX
peACTaBICHUS.

e JIOKyMEHTHpOBaHHas MHPopMaus — 3adUKCHPOBAHHAS HA MaTEPUATHBHOM
HOCHTEJIE TTyTeM JIOKYMEHTHUPOBaHUS HHGOPMAITUS C PEKBU3UTAMH,
MO3BOJIAIOIIMMHU OMPEACIUTH TaKyt0 HH(OPMALIUIO WM €€ MaTepUaIbHbIN
HOCHUTENb.

3. CocTaB NEePCOHAIBbHBIX JAHHBIX PA0OOTHUKOB.
3.1. B coctaB nepcoHalIbHBIX AaHHBIX pa0OTHUKOB [1IKOJIBI BXOAST:

e AHKETHbIC U OHOrpadUyeCcKUe JaHHBIE;



o o0oOpa3oBaHue;

e CBEACHHS O TPYJOBOM M OOIIEM CTaXKE;

e CBEICHHS O COCTaBE CEMBU;

e TACTIOPTHBIC JAHHBIC,

e CBEJCHHS O BOMHCKOM Y4ETE;

e CBEJICHMS O 3apabOTHOM IJIaTe;

e CBEJICHHS O COIMATBHBIX JIBFOTAX;

e CICIHAIBHOCTD,

e 3aHUMaeMasl JIOJDKHOCTB;

e HAINYHUE CYyTUMOCTEH;

e aJpec MecTa )KHUTEJbCTBA;

o JOMalIHuM Tenedox;

e MECTO pabOThI I yUeOBI YICHOB CEMbH M POJACTBEHHUKOB;

e COJEp)KaHHE TPYIIOBOTO JAOTOBOPA;

e COCTaB JICKJIAPUPYEMBbIX CBEJICHUN O HAIMYUU MaTEPUAIbHBIX [ICHHOCTEH;
e COJICPKaHME JICKJIapalliy, M0JJaBaéMOl B HAJIOTOBYIO MHCTICKIINIO;
e TIOJUTMHHWKHU W KOIIUU MIPUKA30B 10 JIMYHOMY COCTaBY;

o JIMYHBIC JIeJIa ¥ TPYIOBbIC KHUKKH COTPYIHUKOB;

e OCHOBaHUJ K MPUKa3aM I10 JIMYHOMY COCTaBY;

e JICJIa, COJCPIKAIIE MAaTEPHAIIBI TI0 ITOBBIIICHUIO KBATU(DHUKAIIUN U

NEPETOArOTOBKE COTPYIHUKOB, X aTTECTALIUU, CIYKEOHBIM PacCiIeIOBaHUAM;
e KOMHH OTYETOB, HAMPABIISIEMbIE B OpTraHbl CTATUCTUKH.

o ®oto u BUIEOM300pAKEHUE

3.2. JlaHHbIE JOKYMEHTHI SBJISIOTCS KOHPUICHIIUATBHBIMU, TTPU 3TOM, YUYUTHIBAS
X MacCOBOCTh M €IMHOE MECTO 00pabOTKU U XpaHEHUS — COOTBETCTBYIOIIUN
rpud orpaHUYEHUsI HA HUX HE CTABUTCH.

4. O0padoTKa NepPCOHANbHBIX JAHHBIX.

4.1. B nensx obecrieueHust mpaB U cBoOo 1 paboTHuKa I1Ikona u e€ nmpencTaBuTeu
pu 00pabOoTKe MEepCOHATLHBIX TAHHBIX PAOOTHHKA 0053aHBI COOIIOIATh
cleayromue oomme TpedoBaHus:

4.1.1. O6paboTKa MepCOHAIBHBIX TAHHBIX PAOOTHHUKA MOKET OCYIIECTBISATHCS
MCKITIOUMTEIBHO B IEJAX o0ecreueHus: COOII0ICHNS 3aKOHOB M MHBIX
HOPMAaTHUBHBIX MIPABOBBIX aKTOB, COJICUCTBUS paOOTHUKAM B TPYJI0YCTPOMCTRBE,
0OyYeHHH U MPOJIBIKCHHH 110 CITY»)0€e, 00ecTieueH sl IMYHOU 0€3011acCHOCTH
pabOTHUKOB, KOHTPOJIS KOJTMYECTBA M KAYECTBA BHITIOIHAEMON PabOThI U
oOecrieueHus: COXpaHHOCTH UMYIIIECTBA.

4.1.2. ITpu onpeneneHnu o0beMa U coaepkaHusi 00padaThIBAEMBbIX
MIEPCOHATFHBIX JJAHHBIX PAOOTHUKA PabOTOAATENb JOIKEH PYKOBOJICTBOBATHCS
Koncturyumen Poccuiickonn @enepanuu, Tpynoseim Kogekcom u nHbIMU
dbenepaabHBIMU 3aKOHAMM.

4.1.3. Ilony4yeHne nepcoOHaNbHbBIX JAHHBIX MOYKET OCYIIECTBIATHCS KaK IyTEM
MPEICTABIICHUS UX CAMUM PAaOOTHUKOM, TaK U MTyTeM TOTYyUEHUS UX U3 WHBIX
HMCTOYHUKOB.

4.1.4. llepcoHasibHbIC TaHHBIE pA0OTHUKA CJIEAYET MOJIY4YaTh Y HErO CaMmoro.
Ecnu nmepconanbHpie JaHHBIE pAOOTHHUKA BO3MOKHO TIOJTYYHUTh TOJIBKO Y TPEThEH



CTOPOHBI, TO PAOOTHUK JIOJKEH OBITh YBEIOMJIEH 00 3TOM 3apaHee U OT HETro
JOJIKHO OBITh MOJTYYEHO MUCbMEHHOE cornacue. PaboTonarens 10MKEH COOOUTh
pabOTHUKY O LIEJSAX, IPENOIaraéMbIX HCTOYHUKAX U CIIOCO0aX MOJyYEHHUS
MEePCOHAIBHBIX JIAHHBIX, a TaK XK€ O XapaKTepe MOJIeKAIIUX TOJTYUYEHUIO
MePCOHAIBHBIX JIAHHBIX U MOCJEACTBUAX OTKa3a paOOTHHUKA JJaTh MUCHbMEHHOE
corjacue Ha X IOJy4YeHHUE.

4.1.5. PaGoTtonarens He UMEET MpaBa MoxyvyaTb 1 00pabaTbIBaTh NEPCOHAIBHBIE
JaHHbIE PAOOTHHUKA O €0 MOTUTHYECKUX, PEITUTHO3HBIX U UHBIX YOSKICHUIX U
YacTHOM >kU3HU. B ciyuasx, HemocpeACTBEHHO CBSA3aHHBIX C BOIIPOCAMHU
TPYJIOBBIX OTHOIIIEHUM TaHHBIE O YACTHOM KU3HHU paOoTHUKA (MHGOpMAIUS O
KU3BHEICATEILHOCTH B cpepe CeMEUHBIX OBITOBBIX, JIMUHBIX OTHOIIIEHUM ) MOTYT
OBITH MOJTY4YEeHBI U 00paboTaHbl paboTOATENIEM TOJIBKO C €r0 MUCHMEHHOTO
COTJIACHs.

4.1.6. PaboTonarens He MMEET MPABO MOJIy4aTh U 00pabdaThIBaTh NEPCOHATbHbBIC
JaHHbIE PAaOOTHHUKA O €T0 YWICHCTBE B OOIIECTBEHHBIX 00bEIMHEHUSX UIIU €TI0
po(COr03HOM 1eITENbHOCTH, 32 UCKITIOUYEHUEM CITy4YaeB, MPETyCMOTPEHHBIX
(denepanbHbIM 32aKOHOM.

4.2. K oOpaboTke, nepenaye U XpaHSHHUIO TTEPCOHANIBHBIX JaHHBIX pa0OTHUKA

MOTYT UMETh JIOCTYI COTPYIHUKHU:

o byxranrepuu;

o 3amecTuTenb JUPEKTOpa

o Jlenonpou3BOIUTEIb.

4.3. Mcnonp30BaHUE MEPCOHATBHBIX TAHHBIX BO3MOKHO TOJIBKO B COOTBETCTBUU C

LEISAMHU, OMPEACITUBIIUMU UX TOJIyYEHUE.

4.3.1. I[lepconanbHble JaHHBIE HE MOTYT OBITh UCITOJIL30BAHBI B IIEJIAX
NPUYMHEHUS UMYIECTBEHHOIO U MOPAJIbHOIO Bpela rpaxkJaaHaM, 3aTpyIHEHUS
peanu3aiuu npas U cBo0o rpaxkaan Poccuiickoit @enepanuu. OrpaHudeHue mnpan
rpaxnaan Poccuiickoii denepalinu Ha OCHOBE MCIIOJIB30BaHMs HHGOPMAIIUK 00 UX
COLMAJILHOM ITPOUCXOKAECHUH, O PACOBOM, HAIIMOHAIBLHOM, SI3bIKOBOM,
PEIIMTUO3HON Y MAPTUMHOM MPUHAICKHOCTH 3aIIPEIIEHO U KapaeTcs B
COOTBETCTBUHU C 3aKOHOJATEIbCTBOM.

4.4. Tlepenaya nmepcoHaIbHBIX JAaHHBIX pAOOTHHKA BO3MOXHA TOJIBKO C COTIIACHS

paboOTHUKA WK B CIIy4asix, MPSAMO MPETYCMOTPEHHBIX 3aKOHOAATEIIbCTBOM.

4.4.1. IIpu nepenaye nepcoHATBHBIX JaHHBIX pa0OTHHKA PabOTOIaTENh JOHKECH
co0JII0/1aTh ClEAyIoIINe TPeOOBaHUS:

e HE co00MmaTh MEePCOHATBHBIC TaHHBIE PAOOTHUKA TPEThEeH cTOpoHE Oe3
MUCbMEHHOTO corjlacusi pa0OTHHKA, 32 UCKIIOUEHHUEM CIIYy4YaeB, KOT1a 3TO
HEOOXOIMMO B TEISIX MPEAYTPEKACHHS YTPO3BI KU3HH U 3I0POBBIO PaOOTHUKA,
a TaKXKe B CIIy4asX, YCTAHOBJICHHBIX (hefepalbHbIM 3aKOHOM;

e HE co00IIaTh MEPCOHATBHBIC TaHHBIE PAOOTHUKA B KOMMEPUYECKUX IENsIX 0e3
€ro MUCbMEHHOT'O COTJIACHSs;

e TPEeAYNPEIUTH JULl, MOJTYUYAIOIINX EPCOHANILHBIE JaHHbIE PAOOTHHKA, O TOM,
YTO 3TU JJAHHBIE MOT'YT OBbITh UCITIOJIB30BaHbI JIUIIIb B IENSX, I KOTOPBIX OHU
COOOIIEHbI, U TPEOOBATH OT ATUX JIMI] TOATBEPKACHUS TOTO, YTO 3TO MPABUIIO
coburoieHo. Jluna, noxyyaroniye nepcoHalIbHbIEC IaHHbIE PA0OTHUKA, 00S3aHBI



cOOJII0IaTh PEKUM CEKPETHOCTH (KOH(PUICHIIMAIBHOCTH). JlaHHOE MOo0KeHUE

HE PaclpOoCTpPaHIETCs Ha OOMEH MEePCOHATBLHBIMU JJAHHBIMU PAa0OTHUKOB B

MOPSIAKE, YCTAHOBIEHHOM (peiepalibHbIMU 3aKOHAMU;

e PpazpemniaTh AOCTYI K IEPCOHAIIBHBIM TAHHBIM PAOOTHUKOB TOJIBKO CIEIHUAIBHO
YIOJIHOMOYEHHBIM JIUIaM, ONPEACICHHBIM MIPUKAa30M IO OpraHu3aIuu, Ipu
ATOM yKa3aHHBIE JIMIIA JOKHBI UMETh MPABO MOJIY4aTh TOJIBKO T
NepCOHabHBIC TaHHBIC paOOTHUKA, KOTOPHIE HEOOXOIUMBI sl BHITIOJIHCHUS
KOHKPETHBIX ()YHKIIHIA;

e HE 3ampammBaTh HHPOPMAIINIO O COCTOSHUU 3I0POBbs pA0OTHHUKA, 32
UCKIIFOUEHUEM TEX CBEJICHHM, KOTOPhIE OTHOCSTCS K BOIPOCY O BO3MOXKHOCTHU
BBITIOJIHCHUSI PAOOTHUKOM TPYAOBOM (PyHKIINH;

e TIEpeaaBaTh MEPCOHAIBHBIC JaHHBIE PAOOTHHUKA MPEJACTABUTEISIM paOOTHUKOB B
nopsiike, yctaHoBiaeHHOM TpynoBeiM Kosiekcom, u orpaHUunBaTh 3Ty
uH(OPMAIIHMIO TOJIBKO TEMU MEPCOHATBLHBIMU JTAHHBIMU PAOOTHHKA, KOTOPHIE
HEOOXOAUMBI JIJIS BBITIOJTHCHUS YKa3aHHBIMU MPEICTABUTENISIMU UX () YHKITUH.
4.4.2. Tlepenava nepCcoOHANBHBIX JAHHBIX OT JAEPXKATEIIS WK €TO

npeACcTaBUTENeH BHEIITHEMY TOTPEOUTEIII0O MOKET JOMYCKAThC B MUHUMAJIBHBIX

o0beMax U TOJBKO B IIEJISIX BBIOJHEHHUS 3a]1a4, COOTBETCTBYIOIINX 00BEKTHBHON
pUYrHE cOOpa ITUX JTaHHBIX.

4.4.3. Ilpu nepenayde nepcoHaIbHbBIX TAHHBIX PAOOTHUKA MOTPEOUTENSIM (B TOM
YHClie U B KOMMEPUYECKHUX IIEJISIX) 3a MPeAeIibl OpraHu3anuu padboTonareiasb He
JIOJI’KEH COO0IATh 3TH JaHHBIE TPEThE CTOPOHE 0€3 MUCHbMEHHOTO COTIacHs
paboTHHUKA, 32 UCKITIOYEHUEM CIIy4aeB, KOT/la 3TO HEOOXOAMMO B LIEJSX
peIyNpesKIeHUs YTPO3bl )KU3HU U 3JJ0POBBI0 pAOOTHHUKA WM B CITydasX,
YCTaHOBJICHHBIX (peiepaibHbIM 3aKOHOM.

4.5. Bce Mepbl KOH(DUICHITMATBHOCTH TIPH cOope, 00paboTKe U XpaHEHUHU

NEPCOHATIBHBIX JAHHBIX COTPYAHHUKA PACTIPOCTPAHIIOTCS KaK Ha OyMa)KHbIE, TaK U

Ha JIEKTPOHHBIE (ABTOMATU3UPOBAHHBIE) HOCUTEIN HH(POPMAIIUH.

4.6. He nomyckaeTcsi OTBe€4aTh Ha BOIIPOCHI, CBSI3aHHBIC C Mepegayeit

NepPCOHAIBHON MHGOPMAIUH 110 TenedoHy MM (akcy.

4.7. XpaHeHue NePCOHAIBHBIX JAHHBIX JOJKHO MPOUCXOAUTH B MOPSIAKE,

HCKJIIOYAIOIIEM UX yTpaTy WIH UX HEIPABOMEPHOE UCIOJIb30BaHUE.

4.8. Ilpu npuHATHM PELICHUI, 3aTparuBalouX HHTEPECHl pa0OTHUKA,

paboTromarens HE UMEET MPaBa OCHOBBIBATHCS HA MEPCOHAIBHBIX JAHHBIX

paboTHHUKA, MOTYYEHHBIX UCKIIOUUTEIHHO B PE3yJIbTaTe UX aBTOMATH3UPOBAHHOM
00pabOTKH WK DIIEKTPOHHOTO ToNTydeHus. PaboTonarens yUnThIBACT INYHBIC

KauecTBa pabOTHHKA, €T0 T0OPOCOBECTHBINA U () PEKTUBHBIN TPYI.

5. KomIuiekc 10KyMeHTOB, CONPOBOKIAIOIINI Npouecc opopMiIeHUs
TPYAOBbIX OTHOILIeHUIT padoTHUKa B LlIkose mpu ero npueme, nepesoje u
YBOJIbHEHHH.

5.1. Undopmanusi, npencrasisieMas paOOTHUKOM MPH MOCTYIJIEHUH HA paboTy
B llIkony, nomkHa UMETh TOKyMeHTalbHY10 (hopmy. [Ipu 3akitoueHuu Tpy10BOro
JI0rOBOpa B COOTBETCTBUM €O CT. 65 TpynoBoro koaekca Poccuiickoit @enepanuu
JUI10, TIOCTYMAoIIee Ha padoTy, MpeAbsIBIAECT pab0oTOIaTENIO:

o macnoprt rpaxaanuHa Poccuiickont denepanuu;



e TPYAOBYIO KHMXXKY, 32 UCKIIOUEHUEM CIIy4aeB, KOI/1a TPYJAOBOM 10rOBOP
3aKJII0YAETCs BIEPBBIE WU paOOTHUK MOCTYINAET HAa pabOTy Ha YCIOBHSIX
COBMECTHUTEIIbCTBA, JINOO TPY10Bask KHUKKA Y paOOTHHKA OTCYTCTBYET B CBA3H C
€€ yTpaToi Wi 10 IPYTrUM IPUUKUHAM;

¢ CTPaxoBOE€ CBHUJIETEIBCTBO IOCYIapCTBEHHOIO MEHCUOHHOTO CTPAXOBAHUS;

e JIOKYMEHTBhI BOMHCKOT'O y4yeTa — JJIsl BOCHHOOOS3aHHbIX U JIUL, TOJIeXKAIIUX
BOMHCKOMY YYETY;

e JIOKyMEHT 00 00pa30BaHMM, O KBATM(PUKALUN WU HATUYUHU CHEUATBHBIX
3HAHUM — MPU MOCTYIJIEHUU Ha padoTy, TPEOYIOLIYIO ClIEUaTbHbIX 3HAHUH
WIH CTIEIMATIbHOMN MOJTOTOBKH;

e CBUIETENBCTBO O npucBoeHnu MHH.

o CmpaBky 00 OTCYTCTBUH CYAUMOCTH

o JlnyHyr0 CAaHUTAPHYIO KHUXKY
5.2. Ilpu opopmiuenuu padotauka B Lllkony genonpousBoauTesieM 3an0dHsAETCS

yaudunuponanHas popma T-2 «Jluuynas kapTouka pabOTHHKA», B KOTOPOH

OTpaXkaroTCs CIAEAYIONINE aHKETHbIE U OHorpaduyeckue JaHHbIe pabOTHUKA:

o oO0mue cBeaenus (O.N.0. paboTHHKA, TaTa POKISHUS, MECTO POKIACHUS,
IpakJIaHCTBO, 00Opa3oBaHue, Mpodeccus, CTaxxk padoThl, COCTOSIHUE B Opake,
NacCHOPTHBIE JIAHHBIE);

e CBEJCHHS O BOMHCKOM YYETE;

e JIaHHBIE O MpUEMe Ha PaboTy;

B nanpHelinem B IMYHYIO KAPTOUYKY BHOCSITCSL:

e CBEJCHHS O MEePEBOIAX Ha JAPYryIo paboTy;

e CBeJEHHUS 00 aTTeCTalluu;

e CBEJICHUS O MOBBIIICHUH KBATH(DHUKAIIHH,

e CBEACHHS O MPOQPECCUOHATBHOMN MEPETOATr0TOBKE;

e CBEJCHMS O Harpajax (IMOOIIPEHUSX ), TOYCTHBIX 3BAHUSIX;

e CBejaeHUs 00 OTIyCKax;

e CBEACHHS O COIMATBHBIX TAPAHTHUSX;

e CBEJCHHS O MECTE KUTEJIHCTBA U KOHTAKTHBIX Tese(OHAX.

5.3. B [IIkoiie co3naroTcsa U XpaHITCs CIAEAYIOIIAE TPYMIIIbl JOKYMEHTOB,
coJiepKalne JaHHble O pabOTHUKAX B AMHUYHOM WJIM CBOJIHOM BHUJIE:

5.3.1. JIokyMeHTBI, CoJieprKalllie epCOHANIbHBIC JaHHbIC PA0OTHUKOB
(KOMILIEKCHI JJOKYMEHTOB, COITPOBOXKAAIOIIUE TIPOIECC 0POPMIICHUS TPYAOBBIX
OTHOIICHHH MpHU MpuemMe Ha padoTy, IEPEBOIC, YBOIbHEHUH; TIOTMHHUKA U
KOITMU TIPUKA30B I10 JJMYHOMY COCTaBY; JUYHBIC J€JIa U TPYJOBBIC KHIKKH
pabOTHUKOB; J1€J1a, COJIEPKAILME OCHOBAHUS K ITPUKA3y IO JUYHOMY COCTAaBY;
7iena, coieprKaliue MaTepraibl aTTeCTallul paOOTHUKOB; CITyKEeOHBIX
paccieoBaHuii; CIIPaBOYHO-UH(DOPMAITMOHHBIN 0aHK TAHHBIX M0 TIEPCOHATY
(KapTOTEKH, KYpPHAIBI); TOJJIMHHUKN ¥ KOTIMH OTYETHBIX, aHATUTUYECKUX U
CIIPaBOYHBIX MAaTEPHUANIOB, MepeaaBaeMbIX qupekTopy IKOIbI ; KOMHU OTYETOB,
HAIPaBJSIEMBIX B TOCYAapPCTBEHHBIC OPTaHbl CTATUCTUKH, HAIOTOBBIC MHCTICKITHH,
BBINIECTOSIINE OPTaHbl YIPABICHUS U APYTHE YIPEIKICHUS).

6. locTyn K nepcoOHAJIbHBIM JAHHBIM.

6.1. BuyTtpennuii noctyn (moctyn BHyTpH LIIKOmB).



6.1.1. IIpaBo nocTyma K MEPCOHAIBHBIM JIAHHBIM COTPYJAHUKA UMEIOT:

o nupexrop LIkosl;

o 3amectutensb aupekropa HIkomnsr;

o JIENONPOU3BOIUTEND;

o TJaBHBIN Oyxranrep

o Oyxrairep Mo HaAYMCIEHUIO 3apabOTHOM IJIATHI
e caM pabOTHHUK, HOCUTENb JAHHBIX.

6.1.2. IlepeueHp JuI], UMEIOIINX JOCTYII K EPCOHAIBHBIM JaHHBIM PAOOTHUKOB,
omnpezenseTcs npukazom aupexkropa Ikomsl.
6.2. BHewHumii noctym.

6.2.1. K yucity maccoBbIX mOTpeOuUTeNel MepCOHAIBHBIX JAHHBIX BHE
OpraHu3alyy MOKHO OTHECTH IOCYJIapPCTBEHHBIE U HETOCYIaPCTBEHHBIE
(YHKIIMOHAJIBHBIE CTPYKTYPBI:
¢ HAJIOTOBbIE MHCTIEKIINU;
¢ TMPAaBOOXPAHUTEIbHBIC OPTaHbI;

e OpraHbl CTATHUCTHKHU;

¢ BOCHKOMATHI;

e OpraHbl COIIMAIILHOTO CTPaXOBaHMUS;

e TEHCHOHHBIE ()OHJIBI;

o TOJpa3eICHNs] MYHULIUIIAILHBIX OPTaHOB YIIPABIICHHUS,

6.2.2. Haa3opHO-KOHTPOJIbHBIE OPTaHbl UMEIOT JOCTYI K MH(OPMAIUU TOJIBKO B
cdepe cBOEi KOMIETEHIIUH.

6.2.3. Opranuzanuu, B KOTOPbIE COTPYAHUK MOXKET OCYIIECTBISATh
NEPEUYHCIICHUS JEHEKHBIX CPEJICTB (CTPaXOBblE KOMIIAHUH, HETOCYJaPCTBEHHbBIE
NEHCUOHHBIE (DOHBI, OJTArOTBOPUTEIHHBIE OPraHU3AIINH, KPEIUTHBIC
YUPEXKICHUS ), MOTYT TIOJYYUTh TIOCTYII K MIEPCOHATBHBIM JJAHHBIM pa0OTHHUKA
TOJIBKO B CIy4ae €ro NMCbMEHHOTO pa3pelICHHUs.

6.2.4. CBeneHus 0 pabOTAIONIEM COTPYIHHUKE WU YK€ YBOJIEHHOM MOTYT OBITh
NpeJICTaBIIEHBI IPYTroi OpraHu3alreil TOJIbKO C MIChbMEHHOTO 3aMpoca Ha OaHKe
OpraHu3aluu, ¢ MPUI0KEHUEM KOITHMU HOTAPHUAJIBHO 3aBEPEHHOIO 3asBICHUS
paboTHHKA.

6.2.5. IlepcoHanbHble JaHHbIE COTPYAHUKA MOTYT OBbITh NPEACTABICHBI
POJICTBEHHHKAM WJIM YJI€HAM €r0 CEMBHU TOJIBKO ¢ MMCBMEHHOI'O Pa3pelleHus
CaMOTro COTPYJHHUKA.

6.2.6. B cinyuae pa3Bona ObIBIIas cyrnpyra (Cynpyr) UMEIOT MPaBo 0OpaTUTHCS B
[Ikosy ¢ MUCbMEHHBIM 3alPOCOM O pa3Mepe 3apadOTHOI MIaThl COTPYIHUKA Oe3
ero cornacus (YK PO).

7. 3amuTa NEepCOHAJBHBIX JaHHBIX

7.1. 3amuTa NepCOHANBHBIX JAHHBIX MPEJICTABISIET COOOM KECTKO
perylaMeHTUPOBaHHBIA U JUHAMUYECKU TEXHOJOTHYECKHI MpoI1iecc,

MpeaAyNpeX TN HapylleHne JOCTYIIHOCTH, LIEIOCTHOCTH, JOCTOBEPHOCTH U
KOH()HJIEHIMAJIbHOCTH EPCOHANIBHBIX JAHHBIX U, B KOHEUHOM CYETE,
o0ecrneunBarOIINil JOCTATOYHO HAACKHYIO 0€30MacHOCTh HH(OpMaLIUK B
IIPOLIECCE YIPABICHYECKON U IPOU3BOACTBEHHOM JIEATEIbHOCTH OpPraHU3aliu.



7.2. 3amuTa NepcoHaIbHBIX JAaHHBIX pa0OTHUKA OT HEMPABOMEPHOTO UX
MCITIOJIb30BaHUS WM YTpaThl JoJkHA ObITh oOecnieueHa LlIkomoii 3a cuer ero
CPEIICTB B MOPSAKE, YCTAHOBIEHHOM (heIepaIbHbIM 3aKOHOM.

7.3. BHyTpeHHsIs 3an1uTa.

7.3.1. Inst obecnieueHusi BHyTPEHHEHN 3alllUThI IEPCOHAIBHBIX TAHHBIX

PabOTHUKOB HEOOXOAUMO COOJIIOIATh PsiJl MEP:

e OrpPAaHMYEHHUE U PerjaMeHTaIsl cocTaBa paOOTHUKOB, (DYHKLIMOHAIbHBIE
00513aHHOCTH KOTOPBIX TPEOYIOT AOCTYyNa K NEPCOHATbHBIM JaHHBIM
COTPYIHUKOB.

e cTporoe uzbupareibHOE U 00OCHOBAaHHOE pacIpeiesieHne JOKYMEHTOB U
UH(OpPMAIIKI MEX]Ty paOOTHUKAMU;

¢ palMOHAIbHOE pa3MelleHrne paboynux MecT pabOTHUKOB, PU KOTOPOM
UCKJTI0YAIO0Ch Obl 0ECKOHTPOJIbHOE UCIIOJb30BaHUE 3alIUIIaeMOl HH(OpMaIuy;

o 3HaHUE PaOOTHUKOM TPeOOBAHUN HOPMATHUBHO — METOAMYECKUX JTOKYMEHTOB TI0
3amuTe nHGOPMAIMU U COXPAHEHUH TAHbL;

o HaAJIMYUE HEOOXOJMMBIX YCIOBHI B IOMEIIEHUHU JUIsl pabOTHI C
KOH(UIECHIIMATBFHBIMU IOKYMEHTaMU U 0a3aMU JJAHHBIX;

e OIpe/eNICHUE U perjaMeHTaIusl COCTaBa paOOTHUKOB, UMEIOIMX MPABO OCTYTIA
(Bxo/a) B MOMENIEHUE, B KOTOPOM HaXOAUTCS KOMIBIOTEPHAsI TEXHHUKA;

e OpraHMzanus nopsjika yHHYTOKEHUs UH(POpMaLUK;

¢ CBOEBPEMEHHOE BBISIBIICHUE HapYIICHUsI TPEOOBAHUI pa3pelINTeIbHON
CUCTEMBI JIOCTYIa pabOTHUKAMU MOIpa3eICHUs;

e BOCIHTATENbHAS U pa3bsCHUTENbHAS paboTa ¢ corpynuukamu Ikomsl mo
PEeIyNpesKICHUIO0 YTPAThI IIEHHBIX CBEJICHUI TP paboTe ¢
KOH(UECHIIUATBHBIMH IOKYMEHTaMU;

e HE JIONMyCKaeTcs BblJlaya JIMYHBIX JIeJ COTPYIHUKOB Ha pabouue mecta. JInuHbie
JieJia MOTYT BbIIaBaThCS HA pabodrie MecTa TOJIbKO AUPEKTOPY, 3aMECTUTEIO
JTUPEKTOPA B UCKIIOUUTEIBHBIX CIy4asiX, MO MHUCbMEHHOMY Pa3pelIeHUI0
JTUPEKTOpa, IPU MOATOTOBKE MAaTEPUAJIOB JIJISl aTTECTAIlMH PAOOTHHKA.

7.3.2. 3amuTa nepCoHANIbHBIX TaHHBIX COTPYJHUKOB Ha AJIEKTPOHHBIX

HOCHTEJIAX.

Bce nmamnku, coaeprkaiye NepcoHaabHbIe TaHHBIE COTPYAHMKA, JOHKHBI UMETh

OTPaHUYEHHBIN JTOCTYII.

7.4. BHeWIHss 3a1uTa.
7.4.1. Ins obecnieueHust BHEIIHEH 3aIUThI IEPCOHATIBHBIX TaHHBIX

COTPYJHUKOB HEOOXOAMMO COOIIOIATh PSI MEp:

o MOPSAOK IPHUEMA, YUE€Ta U KOHTPOJIA AEATENBHOCTH TOCETUTEIIEH;

o MPOIYCKHOM peXUM OpraHU3ally;

o TEXHUYECKHE CPEICTBA OXPAHBL;

o MOPSAOK OXPaHbl TEPPUTOPHUH, 3AAHUIM, TOMELUIEHUI, TPAHCIIOPTHBIX CPEACTB;

7.5. Bce nuiia, cBsi3aHHBIE C TOJIy4eHUEM, 00paOOTKON U 3aIIUTON MEPCOHATBHBIX

JAHHBIX, 00s13aHbl HE pa3IJIallaTh NIEPCOHAIBHBIE TAHHbIE PA0OTHUKOB.

7.6. KpoMe Mep 3a1uThl NEPCOHATBHBIX JAHHBIX, YCTAHOBIECHHBIX
3aKOHOJATENbCTBOM, padOTOAATENN, PAOOTHUKH U UX MPEICTABUTEIN MOTYT

BbIpa0aThIBaTh COBMECTHBIE MEPBI 3aLIUTHI IEPCOHAIBHBIX TAHHBIX PAOOTHUKOB.



8. IIpaBa u 00s13aHHOCTH PA0OTHHKA.

8.1. PaGoTHUKHM TOT>KHBI OBITH 03HAKOMJICHBI TIOJT PACTICKY C JOKYMEHTAMU

OpraHu3alyy, yCTaHABIUBAIOIIUMU MOPS 0K 00paOOTKU MEPCOHATBHBIX TaHHBIX

pPabOTHUKOB, a Takke 00 UX MmpaBax U 00sI3aHHOCTSIX B 3TON 00JIACTH.

8.2. B 1emnsx 3amuThl IEPCOHATBHBIX TJAHHBIX, XPAHSIIUXCS y paboToaTens,

pabOTHUK UMEET MPaBo:

e TpeOOBaTh UCKIIOUCHUS WU UCIIPABIICHUS HE BEPHBIX W HETIOJHBIX TaHHBIX;

e TIOJIy4aTh CBOOOJHBIN OECIUIATHBIN TOCTYMH K CBOUM MEPCOHAIBHBIM JTAHHBIM,
BKJIIOYas MMPaBO Ha MOJy4YE€HHUE KOMUM 1000 3amucu, coiepxaliei
NIEPCOHAJIbHBIC JaHHBIEC.

e TEPCOHAIBHBIE JAHHBIE OLICHOYHOTO XapaKTepa JOMOJIHUTD 3asIBIICHUEM,
COJIEpKaIllUM €T0 COOCTBEHHYIO TOUKY 3pCHHUS;

e ONpPENETATH CBOMX IMPEICTABUTENCH IS 3allIUThl CBOMX MEPCOHAIBHBIX
JIAHHBIX;

e Ha COXPAaHECHUE U 3alIUTY CBOEH JIMYHOW )KU3HU U CEMEWHOMN TalHBbI.

8.3. PaGoTtHuK 00s13aH nepenanath LlIkone KoMIIeKC TOCTOBEPHBIX,

JTOKYMEHTHUPOBAHHBIX IEPCOHAIBHBIX TAHHBIX, COCTaB KOTOPHIX YCTAHOBJIEH

Tpynossim Konekcom P®D, a Takke cBoeBpeMEHHO cO00IIaTh 00 N3MEHEHUSIX

CBOUX MEPCOHAIBHBIX JaHHBIX.

8.4. PaboTHuku craBsT LlIkony B u3BeCTHOCTH 00 M3MEHEHUU (HaMUITNHU, UMEHU,

OTYECTBA, 1aThl POXKICHUS, YTO NOJIy4aeT OTPAKEHNUE B TPYLOBOM KHUKKE Ha

OCHOBaHUU TMPEACTABICHHBIX TOKYMEHTOB. [Ipr HEOOXOIUMOCTH U3MEHSIOTCS

naHHbIe 00 00pa3zoBaHuu, Npodeccu, CrieluaIbHOCTH, TPUCBOCHUU HOBOT'O

paspsiza u Ip.

9. OTBETCTBEHHOCTH 32 pa3rjanieHue KoHGuIeHIHAIbHOH HH(opMaIuH,

CBSI3AHHOM € NEPCOHAJIBHBIMH JAHHBIMH.

9.1. PykoBonuTeb, pa3peiaonui JoCTyl COTPYIHUKA K KOH(DHUICHIINATbHOMY

JOKYMEHTY, HECET IEPCOHAJIbHYI0 OTBETCTBEHHOCTD 34 JJAHHOE pa3pelICHUE.

9.2. Kaxxplii COTPYIHUK OpraHU3aIlH, TTOTYUYaIOIHUKA 111 paboThI

KOH(UIEHIIUATBHBIA TOKYMEHT, HECET €IMHOJIMYHYIO0 OTBETCTBEHHOCTH 32

COXPAaHHOCTh HOCUTEINS M KOHPUACHIIMAIBHOCTh HH(DOpMAITUH.

9.3. JIuiia, BUHOBHBIE B HAPYIICHUU HOPM, PETYIHUPYIONINX MOTyYeHUE, 00paboTKy

U 3aIUTy MEPCOHANBHBIX TAHHBIX PA0OTHHUKA, HECYT JUCIUTUTMHAPHYIO,

aIMHHUCTPATUBHYIO, TPAXKIAHCKO-TIPABOBYIO WJIA YT'OJIOBHYIO OTBETCTBEHHOCTbD B

COOTBETCTBHH C (penepaibHBIMU 3aKOHAMMU.
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