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IMOJIO)KEHHUE
06 06paboTKe U 3a1IUTe NEPCOHATBHBIX JAHHBIX PAOOTHHKOB
MYHHIMIAIbHOM Ka3¢HHOM J0MIKO/ILHOM
00pa3oBaTeIbHOM y4YPeKIeHHH
«Jlercknii cag Ne 3 «Pomamkay r. [laanacoBku

1. OBIIIUE MOJIOKEHHUS

Hacrosimee Ilonoxenne 00 o00paboOTKe M 3alldTe IEPCOHAIBHBIX MaHHbIX
paGOTHHKOB ~ MYHHIMNATBHOIO  Ka3eHHOro  JOLIKOJIBHOTO 00pa30BaTeIbHOrO
yupexnaenus «Jlerckuii cax Ne 3 «Pomamka» r. IMannacosku (nanee — ITomoxeHue)
pa3paboTaHo C LB 3aIMTBl HHQOpMAIWH, OTHOCSILEHCS K JUYHOCTH M JIMYHON
JKA3HA MYHHIMIATBHOTO Ka3eHHOTO JIOLIKOJNBHOTO OOpa30BATENLHOTO yUPEKACHUSA
«Jletckuii cag Ne 3 «Pomamka» r. ITannacoBku (manee - MKJIOV), B COOTBETCTBUU C
®esepanbHbM 3akoHOM «O6 00pa3oBaHUH B Poccuiickoit ®epeparum» ot 29.12.2012r.
Ne 273-®3; co cratbeii 24 Koucrutynum Poccuiickoit Penepanuy, TpynoBsIM
xonekcoM Poccuiickoit ®enepaimu u OenepalbHEIMU 3aKOHAMH OT 27 HIOJS 2006 rona
No 149-®3 «O6 wunbopmanyy, HHOOPMAIMOHHBIX TEXHOJOTHAX ¥ O 3allUTe
ua(opManun», o 27 uronst 2006 r. Ne 152-03 «O nepcoHaIbHbIX AaHHBIX).

1.2. TlonoxeHwe YyCTaHaBIMBAET IIOPSIOK TONYy4EHHUA, YICTa, o6paboTkH,
HAKOIUIGHUSI M XPaHEHHS JOKyMEHTOB, COIEpXKaIMX CBEICHHUS, OTHECCHHBIC K
nepcoHanbHEIM JaHHEIM paboTHEkoB MKJIOY. PaGoTHHUKaMU CUUTAIOTCA JIMIIA,
pa6oraromue B MKJIOY mo Tpy0BOMY J0r0OBOPY.

1.3. Llensto Hactosiero ITomoskeHns sBJSETCS HCIOIHEHHE 3aKOHOAATEIbCTBA
P® B 06s1acTH 3aIUTHI IEPCOHAIBHBIX JTaHHBIX.

14. K akrtam obs3arensueiM k ucnojHenuro B MKJIIOY  oTHOcsATCA
3aKoHOmaTebcTBO P® B chepe 3ammTel MHGOPMALMH, a TAKXKE NPHHSITBHIC HA €ro
OCHOBAHHUU JIOKAJIbHBIE HOPMATUBHBIE aKThI yUPE)KICHHU.

1.5. Hactosimee Ilonmo)keHHe O 3aluTe MEPCOHAIBHBIX NAHHBIX NOJIKHO OBITH
noxmucano 3asenyromei MKJIOY 1 Bce paGOTHUKH HOJKHBI OBITh MMUCHMEHHO IIOJ
[IOJIUCH 0O3HAKOMJIEHBI C HUM.

2. IOHSITUE U COCTAB IEPCOHAJIBHBIX TAHHBIX

2.1. Tox mepcoHANbHBIMU JaHHBIMM PaOOTHHKOB IOHMMAETCS uHpOopMaIys,
HeoOxomuMas paboTOHATeTI0 B CBA3M C TPY/AOBBIMM OTHOIICHWUSIMH M Kacarollascs
KOHKPETHOTO pabOTHHKA, a TaKKe CBeIeHMs O (aKTax, COOBITHSIX U O0CTOSATENBCTBAX
JKU3HU PaGOTHUKA, O3BOJIIONIHE MACHTH(YHUIIUPOBATH €r0 JINYHOCTS.

2.2. CocTaB nepCOHAIBHBIX JaHHBIX paboTHUKA:



- aHKeTa;

- aBToOUOTpadus;

- oOpa3oBaHue;

- CBEJIEHUS O TPYAOBOM U 00ILIEM CTaxe;

- CBEJIEHUsI O IIPebIAyIeM MeCTe paboThl;

- CBEJIEHUs O COCTaBe CEMbU;

- IaCIIOPTHBIE JaHHEIE,;

- CBEJICHUSI O BOMHCKOM Y4eTe;

- CBeJIeHUsI 0 3apabOTHOM IIaTe COTPYIHHUKA;

- CBEJICHUS O COLIUAIBHBIX JIBI'OTaX;

- CIIEI[UAIEHOCTE;

- 3aHUMaeMast JOJKHOCTb;

- pa3Mep 3apabOTHOM IIATHL;

- HaJlu4yue CyIUMOCTEN;

- aJjpec MecTa XUTEIbCTBA;

- TOMaIIHHUH TenedoH;

- coZiepKaHUe TPYIOBOIO JOrOBOpa;

- coZlep)KaHue JIeKJIapalliy, [101aBaeMOi B HAJIOTOBYIO HHCIIEKIIUIO;

- MOAJTMHHUKY ¥ KOIIMU IIPUKA30B T10 INYHOMY COCTABY;

- IMYHOE JIEJIO ¥l TPYIOBasi KHUXKKA,;

- OCHOBaHUs K MTPHKa3aM I10 JJUYHOMY COCTaBy;

-lena, CoAep)Kalllye MaTepuanbl 0 MOBBILIEHUIO KBAIMQUKALUH U
NEepenoAroTOBKE COTPYIHUKA, UX aTTECTAI[UH, CIIy>)KEOHBIM pacciieI0BaHHsIM;

- KOITUU OTYETOB, HAIPaBJIieMble B OpraHbl CTATUCTHKY;

- KOIIUM TIOKyMEeHTOB 00 00pa3oBaHuy;

- pe3ysNbTaThl MEAMIMHCKOro oOCjaeIoBaHHS Ha TMpeaAMeT TOJHOCTH K
OCYILIECTBJICHUIO TPYJAOBBIX 0053aHHOCTEH;

- Qororpaguu ¥ uHBIE CBEAEHMS, OTHOCAIIMECS K IEPCOHAIBHBIM JaHHBIM
paboTHHKA;

- pPeKOMEHJalluH, XapaKTePUCTUKH U T.II.

2.3. VYkazaHHble B 1.2.2. CBEHCHHS SBIAIOTCA KOHOUACHIMAIBHBIMA H HE
MOMJIe)KAaT pasrallleHHI0 HHaye Kak 10 OCHOBAaHUSM, IIPeIyCMOTPEHHBIM
3aKOHOJATeNIbCTBOM P@. Pexum 3aluThl ePCOHANBHBIX JaHHBIX MOXET ObITh CHAT I10
UCTeUeHUH 75 JIeT, eclid OOJBIIMK CPOK HE INMPeayCMOTpPEeH 3aKOHOIATEeIbCTBOM WU
COIJIallIeHueM C paOOTHHUKOM.

3. OBA3AHHOCTHU PABOTOJATEJIA

3.1. B uensx ucnonHeHus TpeGoBaHui 3akoHonarenscTBa PO mpu obpaboTke
IIePCOHATBHBIX TaHHBIX, Bce paboTHUKH MKJIOY 10/ KHBI UCIIONHATH YCTaHOBICHHBIN
MOPSIIOK pabOTHI:

3.1.1. PabGoTa ¢ mepcoHaIbHBIMU TaHHBIMH pAaOOTHUKOB JOJDKHA HE HapyllaTh
TpeboBaHul 3aKoHOAAaTeNbCcTBAa PO U TOKaNIbHBIX HOPMATUBHBIX aKTOB OpraHM3alluH, U
JOJDKHA OBITH HETIOCPEICTBEHHO CBf3aHA C OCYIIECTBICHHMEM HMHU CBOUX TPYIOBBIX
GyHKIUH.

3.1.2. IIpu c6ope u 06paboTke NepcOHATBHBIX JaHHBIX paOOTHHKa paboToaarens
noinkeH pykoBojscTBoBaTthesi Koncturynuein PO, Tpynoseim koxekcom P® u uHBIMU
benepalbHBIMUA 3aKOHAMH.
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3.1.3. IlepcoHanbHble NaHHBIE PAaGOTHUKOB JOJKHBI OBITH IOJIyY€HBI TOJBKO
HerocpeACTBeHHO y Hero. Eciu nns oOpaboTku ero NaHHBIX WM UX IOJIY4YEHHS
NpUBJIEKAeTCs TPEThH JIUIA, TO paOOTHUK JOJDKEH JaTh IIpeIBapUTEIIbHOE IIUCbMEHHOE
corjacue Ha 3T0. OQHOBPEMEHHO pabOTHUK IOJDKEH OBITh YBEJOMIJIEH O LensaX cOopa
HHQOpPMAIMH, HCTOYHHUKAX €€ IOMy4eHHs, a TakkKe O IIOCIHEICTBHAX OTKa3a OT
TpeOCTaBIeHUs] TUCEMEHHOTO COIIacks Ha cOop HH(OPMALHH.

3.1.4. IlepcoHanbHbIe NaHHbIE paOOTHUKA O €ro IOJUTUYECKHX, PEIMTHO3HBIX U
MHBIX YOEXIEHHSX, YaCTHOM JKM3HH, a Takke UWIEHCTBE B OOIIECTBEHHBIX U
npoCOrO3HBIX OpraHm3anusx He mnomiexar cbopy MKIOVY, eciu wuHOe He
IPEeIyCMOTPEHO 3aKOHOAATEIBCTBOM.

3.1.5. 3ammra MMEpCOHANBHBIX JAHHBIX pPa0OTHHMKA JOJDKHA OOecreuynBaThCs
TIOJTHOCTBIO 3a cueT paboToaarers.

3.1.6. MKJIOY o6s3an0 mpu ImpueMe Ha paboTy, a Takxe IpU JHOOBIX
W3MEHEHHSIX IpaBUi pabOThl C NEPCOHAIBHBIMU JaHHBIMHM IMCHMEHHO 3HAKOMHTBH C
HuMH Beex pabotarkoB MKJIOV.

3.1.7. MKJIOVY He uMeeT MpaBO IPUHYXKIaTh paOOTHUKOB K OTKa3y OT CBOMX
IpaB Ha 3aIlUTy NePCOHAIBHBIX JaHHBIX.

4. OBSI3BAHHOCTHU PABOTHHUKA
PaGoTHHK 00s13aH:

4.1. Tlepematb pabGoTojarenaro BCe IE€PCOHAIbHBIE MAaHHBIC, YyKa3aHHBIC B
COOTBETCTBYIOIIUX JOKyMEHTAX.

4.2. B ycTaHOBIIEHHBIH IpaBHIaMi CPOK COOOIIAaTh paboToAaTemo 00 H3MEHEHHH
CBOUX MEPCOHAIBHBIX JaHHBIX.

5. [IPABA PABOTHHUKA
PaboTHHK UMeeT IpaBo:

5.1. Ha nmpocMOTp mepcoHaIbHOM HH(pOopManuy, UMeromieiicss y paboroaareris.

5.2. Ha cBoOonmHblii OeCIUIaTHBIA W HEOTPAaHWYEHHBIH JOCTYII K CBOHMM
IIEPCOHAJBHBIM JaHHBIM, B TOM 4YHCJI€ IIPaBO Ha MOJyYeHHe IOATBEePKAAIOIINX
JIOKYMEHTOB B BHJE CIIPABOK, KOIMI HJIM B BHJE MHOTO JPYroro OQUIHaIbHOTO
JIOKyMEHTa.

5.3. Ha gocTyn kK MeIMLIMHCKUM JaHHBIM.

5.4. Tpe6oBaTh BHECTH W3MEHEHHWs WM yIAIUTh IEPCOHANBHYIO HH(OPMALHIO.
V3MeHeHus BHOCSATCS Ha OCHOBAaHUY ITUCHMEHHOTO 3asBlIeHUs paOOTHHKA.

5.5. O6xanoBaTh B Cyae0HOM TOpsiKe T00ble HEIIPaBOMEPHEBIE JNEHCTBUS HIH
GeszeiictBue paboromarens Ipd o00paboOTKe M 3alUTe MEPCOHAIBHBIX JAaHHBIX

paboTHHUKA.

6. CBOP, OBPABOTKA U XPAHEHHME TEPCOHAJIBHbIX TAHHbIX

6.1. O6paGoTKa MEpPCOHAIBHBIX JAHHBIX pabOTHHKAa - O3TO IOJyYeHHE
uHOPMAIMY U3 PasIMYHbIX MCTOYHHKOB, ee XpaHeHue, oOpaboTka, a Takxe Joboe
APYroe UCIOIb30BaHHKE.

6.2. IlepcoHanbHble NAHHBIE MPEJOCTABIAIOTCS CaMUM pPabOTHHKOM IIyTeM
3ar10JTHeHMS aHKETHl YCTaHOBJIEHHOM (hopMbl. PaboToaTens 00s13aH Mpy KX MOTyYeHUH
IPOBEPUTH 3asiBIICHHBIE JaHHBIE ITPeIbABIECHHBIM [TOATBEPIKIAIOIIUM JOKYMEHTOM:

6.2.1. AHKeTa COIEPKUT BOIPOCHI O TIEPCOHANBHBIX JaHHBIX PaOOTHHUKA.



6.2.3. AHkera paGoTHuka XPaHUTCSL B JIMYHOM Jene y OTBETCTBEHHOTO JIMIla
paboToznarens BMecTe ¢ IPE€OCTaBICHHBIMH JOKYMEHTAMH.

6.2.4. Jluanoe nmemo paboTHUKa opopmisercs [IOCJIC BCTYIUIEHMS TPYHOBOIo
AOrOBOpA B CHUITY.

6.2.5. Jluunoe memo XPaHUTCS B mankax «Jleno» ycraHoBieHHOro obpasua, Ha
KOTOPOH yKa3bIBaIOTCS HOMEp nena u ®.1.0. paboTHuxka.

6.2.6. JIndHoe nerno BKmoyaeT n1Be dotorpaduu paGoTHmKa 3 x 4 CM.

6.2.7. Bee mOKyMeHTHI mwuHOrO ACJIa XPaHATCSA CTPOTO B XPOHOJNOTHYECKOM
HOPsAIKE, C IPOCTABICHHEM HaThl UX TIOJTy9€Husl, a TaKXKe HyMeparuuy.

6.2.8. JInunoe meno mocie TIPCKPAICHUs TPYAOBOTO OroBOpa ¢ COTPY THUKOM
HIEPE/IacTCs B apXUB, U XPAHUTCS YCTAHOBIICHHELE 3aKOHOZATebCTBOM CPOKH.

7.IIEPEJIAYA INEPCOHAJIBHBIX JAHHBIX
7.1. Ilpu ocymectBneHun IIEpEeNIaYy NepCOHANBHEIX NaHHBIX PaboTHHKOB

TPETBUM JiMLaM paboTomarens 06s3an:

- He COOOLIATh IepCcoHabHEe AaHHBIE O€3 IOJyYeHHOro IIUCBMEHHOTO COIIACHS
paboTHuKa, KpoMe  ciyyaeB, korma  Takue 00s13aHHOCTH YCTaHOBJICHBI
3aKOHO/IaTEIIbCTBOM;

- HC IepeNaBaTh MEPCOHAJLHBIE NaHHbIE paboTHHKa s HCIIOJIb30BaHUS B
KOMMEPYECKHUX LEIAX;

- JdaBaTh AOCTYII K II€PCOHAJILHBIM AaHHBIM TOJIBKO JIA1amMm, HMEIIUM

TIOJTHOMOYHIA;
- HE HucTpeboBaThH HHOpManuio o COCTOSIHHH  37I0POBBS paboTHHKa, 3a
HCKIIOYCHUEM JIaHHBIX, KOTOpHIE MOTYT IIOBJIMSATH HA MCIOJHEHHE PabOTHHKOM CBOUX

TPYAOBBIX 0053aHHOCTEI].

8. I0CTYII K INEPCOHAJIbHBIM JAHHBIM COTPYJHUKA

8.1. BHyTpeHHHI AOCTYIl  (UCIONB30BaHMe MHQOpMaluk  paGoTHHKAMK
YHPEKICHHUN).

IlpaBo nocryma x HIEPCOHANBHEIM JaHHBIM PabOTHHKA UMEIOT:

- 3aBenyromui MKJIOY;

- CTapIINi BOCIIHTATEb;

- 3aMECTUTEJb 3aBEIYIOIIETO 110 4IMUHHCTPATUBHO-XO03HCTBEHHOMH pabore;

- MEIMLIMHCKAs CecTpa;

- I€JIONIPO3BOAMTE]Ib,

- caM pabOTHUK.

8.2. BHewmnwmix JOCTYII (rOCyIapCTBEHHbIe CTPYKTYDBHI).



HHE MOTYT NPeAOCTaBISITECS TOJILKO 10 3ampocy
AHOB, HMEIOIINX COOTBETCTBYIOMIHE II0THOMOUS:

HUTCIILHE eopl‘aHH;
| CTAaTHCTHKH;

XPEAMTHBIX HCTOPHIA;

.
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 CONMATBHOrO CTPaxXOBaHHs;

HHEIE QOH/IBI

7 JICHHS MYHHIUIIAJIbHBIX OpraHoB YIIpaBJICHHS.

OPraHu3anuy (TPeThH JIHIa).

® 0 paboTtHHKe (B TOM umCie YBOJICHHOM, M3 JaHHBIX apXHBa)
# TPETBUM JIMLUAM Ha OCHOBAHWM MHCHMEHHOIO 3asABJICHHUS CaMOro

BCHHHKH U YJICHEI CeMeli.

; >HBIC JTaHHbIE pa6OTHHKa IPpeaoCTaBISOTCA POACTBEHHHUKAM WU
MBH TOJIEKO C ITHCBEMEHHOI'0 paspenieHus paGOTHI/IKa.

HEPCOHAJIbHBIX AAHHBIX PABOTHUKOB

. B pamkax peanmzanun IIyHKTOB HacTosiero ITomoxenus, 3aBeYIOLIHI
. H3JaeT mpuKa3 o HasHa9Y€HWM JIMIA, OTBETCTBEHHOIO 33 cobmoienne
Axa paboTsl C NMepCOHANBHBIMU JlaHHBIMH pPabOTHUKOB, Ha KOTOpOM JiexaT Bce

HOCTH 10 o0ecrieyeHuUo KOHOHUIEHIUATBHOCTH TIOJYYCHHBIX TAHHEIX, a TaKKe
H3a1HE PaboTHI C HUMM,

- 9.2. Noctynaromue 3allpOChI OT TPETHHX JIUL Ha IPENOCTABIICHHE IIEPCOHAILHOM
popmammm o PabOTHHKE JOJDKHEI BUSHPOBATECS  JOPUIUIECKON  CIyx6ol ¢
MIEOUHEH 0 BO3MOKHOCTH OTBETA U IOJIHOTE IPEAOCTaBIsIeMOl HHpOpMaIHH.

93. Tlepenaya undopmanuu TIPOMCXOZUT TOJNBKO B IHCBMEHHOM BHE. 3ampoc
MDKSH OBITH CHENaH B IHCHMEHHOM BHJI€ C yKa3aHHEM BCeX DPEKBH3HUTOB JUIa,
“ AlHBAoWero HHGopMmanuo. OTBET M0mKeH GBITE ClleNaH Ha (pUPMEHHOM OJIaHKe
KJOV & ortnpasien 1160 KyPBepCKOH Cityx60H, 1160 3aKa3HBIM THCHMOM.

~ 94. Bee nomyueHnHbie [ICPCOHANIbHBIE NaHHBIE NOJIKHBI
CTOSaIome HECAHKIMOHMPOBAHHEIX JOCTYII TPETHHX JIHUII.

i ** SKIPOHHBIE HOCHTENM HH(MOPMALUH, IOJIKHEI

HYSCKHME CPEACTBAMHU 3aIIUTEI I/IHd)OpMaI.II/II/I.

XPaHUTLCI B MeEcCTe,

OBITh  3aIIUINEHE

i

TBE BEHHOCTD 3A  PA3IJIALUEHME HH®OPMAIINN,
HHOW C HEPCOHAJIbHBIMM TAHHBIMHU PABOTHUKA

10.1. Jluna, npussanHEle BUHOBHEIMH B HapYIICHUH ITOJIOXKEHUH HAaCTOSIIEro

©HHS O 3ammTe TICPCOHANIBHBIX NAHHBIX PAGOTHHKOM IIPHBNEKAIOTCS K

LIHHADHOI, aAMHHHCTPATHUBHOM,  IPAXIAaHCKO-TIPaBOBOH 1 YTOJIOBHOIA

-IBCHHOCTH, B Iopsiike NpEeAyCMOTPEHHOM 3aKOHOATeIbCTBOM P®D® gy
BHBIMY HOPMaTHBHBIMM aKTaMH.
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