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1. OBIIME ITOJIOXKEHUA

1.1. Hacrosimee IlonmoxkeHne o 3amUTe MEPCOHAIBHBIX JaHHBIX PaOOTHUKOB
MYHUIIUIATFHOTO aBTOHOMHOTO JIOIIKOJIBHOTO 00pa30oBaTeNbHOTO yupexaeHus «Jlerckuii can
Ne 49» r. Tobosbcka (mamee mo tekcty — «llonoxkenue») pa3pabOTaHO B COOTBETCTBHH C
Koncturymueit PO, ®enepanbupiM 3akoHOM 0T 27.07.2006 1. Ne 152-®3 «O mepcoHaTbHBIX
JaHHbIX», TpyaoBbIM Kojekcom Poccuiickonn ®epepanuu, yCTaBOM MYHHIUMIIAIBHOTO
aBTOHOMHOI'O JIOUIKOJILHOTO 00pa3oBaTesIbHOTO yupexaeHus «Jlerckuit  cag Ne 49» r.
TobGousbcka (nmanee mo Texcry — «OOpa3oBaTeIbHAs OPraHU3ALHS).

1.2. Tlom «mepcoHaNbHBIMU JAaHHBIMH» PA0OTHUKA TOHUMACTCS HWH(POpPMAIIHS,
HeoOxoauMmasi OOpa3oBaTeNbHOW OpraHW3allid B CBSI3M C TPYAOBBIMH OTHOUICHHSIMHA |
Kacarolasicss KOHKPETHOro pabOTHUKA, B TOM YHCJIE €ro:

(haMuus, UMsi, OTIECTBO

roJi, MEcsIl, JaTa U MECTO POXKIAECHUS

azapec

ceMeiHoe, collnaabHOE, UMYIIECTBEHHOE MOJI0XKEHHE

o0OpazoBaHmne

npodeccus

JOXOJIbI

npyras uHdopmarus.

1.3. Tlon «pabotHuxkom» B IlonokeHMM MOHHMMAETCs JIMIO, COCTOSIIEe B TPYIOBBIX
oTHomeHusx ¢ OOpa3oBaTeNbHOI OpraHu3anue.

1.4. ITox «10DKHOCTHRIME JHIIaMu» B [1os10%KeHNN TOHUMAIOTCS paOOTHUKH, COCTOSIIIIHNE
B TPYJOBBIX OTHOIIEHUAX ¢ OOpazoBaTeIbHON OpraHu3ale 1 UMEroIIre MpaBo Ha MOIydeHue,
00paboTKy, mepemady B mpoliecce pabOThl MEPCOHAIBHBIX JAHHBIX (PYKOBOISIIUNA COCTAB:
JTUPEKTOP U €ro 3aMEeCTUTENb; paOOTHUKU OyXTaaTepuu; 1eI0NPOU3BOAUTEND; YWIEHb KOMUCCHH
[0 COLIMAJIFHOMY CTPaxOBaHMIO, MO PACIPENEICHUIO CTUMYIHPYIOIIeH YacTu (oHga OIiaThl
Tpyna). O0s3aHHOCTh MODKHOCTHBIX JIKI[ coOmoaath [losoeHre JomKHa OBITh 3aKpericHa B
TPYIOBBIX JIOTOBOPAX, 3aKII0YAEMbIX C YKa3aHHBIMHU JIUI[AMHU.

1.5. Tlox «rperbumu nunamu» B [lonokeHun moHUMaroTcs JitoOble Juna (paboTHUKH,
IOPUAMYECKUE JIMIA, JOJDKHOCTHBIE JIHMIAa TOCYIapCTBEHHBIX OPraHOB M OPraHoB MECTHOTO
CaMOYNpaBlCHUS,  MPABOOXPAHUTEIbHBIX  OpPraHoB),  HE  SBISIOUIMECS  CTOPOHOM
WHIUBUAYAIBHOTO TPYIOBOTO JOTOBOPA, 3akitoyeHHOro ¢ OOpa3oBareiabHON OopraHusalveil B
JUIE €€ TUPEKTOpa UM UHBIX YIIOJTHOMOYEHHBIX JIMII.

1.6. TIlonoxeHue ycTaHaBIMBAaeT NOPAIOK OOpaOOTKH TEPCOHAIBHBIX JaHHBIX
pabOTHUKOB, MX MpaBa M OOS3aHHOCTU B OOJIACTH 3aIIMTHI NEPCOHAIBHBIX IAHHBIX, MOPSIOK
neperayd MEepCOHANbHBIX JaHHBIX B OOpa3oBaTeNbHON OpraHu3aliil W 3a €€ Mpelelbl,
OTBETCTBEHHOCTh JIOJDKHOCTHBIX JIMII 32 HapylieHue HopM [lonoxenus.

1.7. Ilpu npueme Ha paboOTy (0 3aKITIOYEHHUS TPYJOBOTO JOrOBOpa) paOOTHUK JIOJKEH
ObITh 03HaKoMIIeH ¢ [looxeHuem moja pocnuck B JIncte 03HAKOMIICHHUSL.

2. COCTAB IIEPCOHAJIBHBIX TAHHBIX

2.1. K nmepcoHanbpHON JOKYMEHTAIMH (coAepKalliedl MepcoHaNbHbIE JaHHbIE) OTHOCATCS
JOKYMEHTBI, KOTOpbIE cOJepXaT WHIUBUIyalbHbIE JaHHbIE O KOHKPETHOM pabOTHUKE U
UCIOJIL3YIOTCS JOHKHOCTHBIMU JIMIIAMU TP UCTIOTHEHUH CBOUX JIOJDKHOCTHBIX O0S3aHHOCTEH.

K HuM oTHOCSTCS:

1) HOKyMEHTHI, IPEIbSIBISIEMBIE TIPH TPYIO0YCTPONUCTBE HA pabOTy B COOTBETCTBHUH CO CT.
65 TpynoBoro koaekca P®D:

MacHopT WJIA WHOW JTOKYMEHT, YIOCTOBEPSIOMIUN JTUIYHOCTS;

TPYAOBasi KHIKKA,;

CTpaxoBO€ CBUECTEIHCTBO FOCYAaPCTBEHHOTO MIEHCHOHHOTO CTPAXOBAHMS;



JOKYMEHTBHI BOMHCKOTO y4eTa — Il BOCHHOOOSI3aHHBIX M JIUII, TIOJISKAIINX TPU3BIBY;

JOKYMEHT 00 00pa3oBaHWU, KBATU(UKAIUN WM HATMYAN CHEIUAIBHBIX 3HAHUN — TpU
IIOCTYIUIEHUHU Ha paboTy, TpeOYIOIIYIO ClIELUAJIbHBIX 3HAHUI UJIU CIIELIUAIbHON [TOATOTOBKH);

HaIpaBJICHUE CITyXKObI 3aHATOCTH;

2) XapaKkTepUCTUKH,

3) pexoMeH1aTeNIbHbIE TUChMA;

4) crmpaBKd, TOITBEPXKIAIOMIME TMEPHOIBI PA0OTHI y paborodareneii u pasmep
3apabOTHOM IIATHI;

5) HarpaaHbIe JOKYMEHTHI,

6) TUCTKH HETPYI0CIIOCOOHOCTH;

7) MEOULIMHCKHE CIIPaBKU;

8) OpraHuM3alMOHHO-PAaCOPSAUTEIbHbIE JIOKYMEHTHl (IIpUKa3bl, pPACHOPSKEHUs),
JIOKaJlbHbIE HOPMATUBHBIE aKThl, IE€PEYHU, CHUCKM U HHbIE BHYTPEHHHE JOKYMEHTBI
OO6pazoBarenbHON OpraHu3aliy, CoJAepKallue NepcoHaIbHbIE JaHHbIE pAaOOTHUKOB ((paMuIIHIO,
UM$l, OTYECTBO);

9) HOKYyMEHTHI, TMOATBEPXKAAIOIINE TMpeArnojaraeMble U (PAKTHYECKH TIOJTyUYEeHHBIS
pabOTHUKOM JIEHEXHbIE CpelncTBa (MpUKa3bl MO JMYHOMY COCTaBy O IpHeMe Ha paboty, O
nepeBo/jie Ha paboTy, O MOOUIPEHNUH, PACUETHBIE JIUCTKHU);

10) uHBIE JOKYMEHTHI, COJepKallIle NePCOHAIbHbIE CBEJIEHUS O paOOTHHKAX.

3. OBA3AHHOCTH JOJKHOCTHBIX JINIL

3.1. Tlpu 00paboOTKEe TEepPCOHANBHBIX ITaHHBIX paOOTHWKA (MOJNYYEHWH, XPaHCHUH,
KOMOMHUpPOBAaHUM, Tepefadye WU JO00M JPYroM HCIOJIb30BAHUU TMEPCOHANBHBIX JaHHBIX
paboTHUKA), AODKHOCTHBIE JIMIIA, KOTOpble HMMEIT K HHUM JOCTYH W HCIOJIB3YIOT MpHU
WCIIOJIHEHUU JIOJDKHOCTHBIX 00S3aHHOCTEH, TOJIKHBI COOIIOIATh Cleayomre TpeOOBaHUS:

1) o00paboTka TIEPCOHATBHBIX JAHHBIX pPAOOTHUKA MOXKET  OCYIIECTBISATHCA
UCKJTIOYUTENBHO B LIEIsIX oOecredeHusl coOOMI0eHHs 3aKOHOB U MHBIX HOPMAaTUBHBIX MPAaBOBBIX
aKTOB, COJCHCTBUSA paOOTHHKAM B TPYIOYCTPONCTBE, OOYUCHUH W TPOJBIKCHHUH IO CITYXOe,
obOecrieueHHs JHMYHOM O€30macHOCTH pPaOOTHUKOB, KOHTPOJIA KOJMYECTBA M KayecTBa
BBITIOJIHSAEMOM paboThl M 00ecrieueHusl COXPaHHOCTH UMYILECTBA;

2) Bce nepcoHaNbHbIE TaHHbIE paOOTHHUKA ClIEyeT MOIy4aTh Y HErO Camoro.

Ecnu mepconanbHble naHHBIE PaOOTHHKA BO3MOXKHO IOJYYUTh TOJBKO Yy TpeThei
CTOpPOHBI, TO PAaOOTHUK JOJKEH ObITh YBeAOMJIEH 00 3TOM 3apaHee (HE MO3/aHEe 4eM 3a 3
paboynx JHS) U OT HEro JAOJDKHO OBITh MOTY4Y€HO MHChMEHHOE COrJIacue.

JIOMKHOCTHBIE JUIA JOJDKHBI COOOMIUTh PabOTHUKY O IENsAX, MpearnojiaraeéMbiX
MCTOYHHUKAX U CIIOCO0aX MOJIy4YeHUs ePCOHATBHBIX JAaHHBIX, a TAKXKE O XapaKTepe MoIexKaIInx
MOJIYUYECHUIO TEPCOHANBHBIX NAaHHBIX U TOCJIEICTBUAX OTKaza pabOTHUKA JaTh MHCbMEHHOE
corjacue Ha UX MOJIy4YeHHE;

4) NOJDKHOCTHBIE JIMIIA HE BIpaBe MOJIydaTh U 00pabaThiBaTh MEpPCOHAJbHBbIC NaHHBIC
paboTHHUKA O €r0 MOJUTUYECKUX, PETUTUO3HBIX U MHBIX YOCKICHUAX U YaCTHOW KU3HU;

5) MOMKHOCTHBIE NUIIA HE BIIpaBe MOJy4aTh U 00pabaThIBaTh MEPCOHANbHBIC TAHHBIE
pabOTHMKA O €ro 4IEHCTBE B OOIIECTBEHHBIX OOBEAMHEHHSIX WM €ro MNpoQCOI3HOM
JEeSITEeNLHOCTH, 32 UCKJIIOUEHUEM CITydaeB, HEOOXOAUMBIX JUIS peIIeHHs BOpoca 00 YBOJIbHEHUU
pabOTHUKOB MO OCHOBAHUSM, MPETYCMOTPEHHBIM MyHKTaMH 2, 3 U 5 yacTu nepBoii crateu §1
Tpynosoro koaekca PO;

6) TIpu MPUHSATUU PEIICHUH, 3aTparuBalOINX HHTEPEChl paOOTHUKA, TOJKHOCTHBIE JIUIIA
HE BIIPaBE€ OCHOBBIBATHCS HA MIEPCOHANBLHBIE TAHHBIE PAOOTHHKA, MOTYYCHHbIE UCKITFOUUTEIHHO B
pe3ynbTaTe uX aBTOMATH3UPOBAHHOM 00paOOTKU WIIH AIEKTPOHHOTO MOTyYSHHUS.



4. IPABA PABOTHUKOB

4.1. PaboTHUKH, MPEIOCTABUBILIUE JIOJUKHOCTHBIM JIMIIAM MIEPCOHATIBHBIC TaHHBIC, HIMEIOT
IIpaBo Ha:

cBOOOTHBIN OecIJIATHBIN JOCTYII K CBOMM IEPCOHAJBHBIM JaHHBIM, BKIIIOYas MPaBO HA
MOJIyueHUEe KOMUW J1000# 3amMcH, cojaepkalllell IepcOHajbHbIE JaHHble pPaOOTHHKaA, 3a
HCKITFOUEHHEM CITy4aeB, MPETYCMOTPEHHBIX (DeaepaibHbIM 3aKOHOM;

OTIpE/IENIEHUE CBOUX MPEACTaBUTENEH /1JIs 3alMThI CBOUX EPCOHATBHBIX JIaHHBIX;

JOCTYI K OTHOCSIIUMCS K HUM MEIUIUHCKHM JaHHBIM C TMOMOIIBI0 MEIUIIUHCKOTO
CIeIMaIMCTa 110 UX BBIOODY;

TpeOoBaHWE 00 WCKIIOYCHWW WIM WCIPABICHHM HEBEPHBIX HJIM  HEMOJHBIX
MEpPCOHAIBHBIX JaHHBIX, a TakKXKe JaHHBIX, 00pabOTaHHBIX C HapylIeHHEeM TpeOOoBaHUMI
JEMCTBYIOLIET0 3aKOHOAATEIbCTBA.

[Ipn oTkaze MOHKHOCTHBIX JIML MCKIIOYUTh WIM MCIPABUTh NEPCOHAIbHBIE JAHHBIE
pabOTHUKM MMEIOT MpaBO IM0JaTh 3asBieHue aupekTopy OOpa3zoBarenbHas OpraHu3alus
O CBOEM HECOTIJIaCUM C COOTBETCTBYIOLIMM OOOCHOBaHHEM Takoro Hecoriacus. [lepcoHanbHbie
JaHHbIE  OIICHOYHOIO  Xapakrepa (colepskaliuecs, Hampumep, B  XapaKTEpUCTHKE,
aTTeCTallMOHHOM JINCTE) pAOOTHUKU UMEIOT MIPaBO

JIOTIOJTHUTD 3asIBIIEHUEM, BBIPAXKAIOIIUM €ro COOCTBEHHYIO TOUKY 3PEHUS;

TpeboBaTh 00 u3BenieHH OOpa3oBaTeNbHON OpraHu3anUeil BcexX JHI], KOTOPbIM paHee
ObUTM COOOIIEHBl HEBEpPHbIE WM HEMOJHbIE MEpCOHANbHbIE JaHHbIE PaOOTHUKOB, 000 BceX
MIPOU3BEICHHBIX B HUX MCKITFOUEHUSX, HCIIPABIICHHUSIX HITH JTOTIOJTHEHUSX;

oOxanoBaTb B cyAe JIOOble HENpaBOMEpHbIE JEHCTBUS WM Oe3aeiicTBUs
OO6pazoBareapHOM OpraHu3ayy Mpu 00pabOoTKeE M 3aIIUTE UX IEPCOHATBHBIX TAHHBIX.

5. HOPAAOK CBOPA U ITEPEJAYU ITEPCOHAJIBHBIX TAHHbBIX

5.1. JIoJKHOCTHBIE JIMIIa MMEIOT MPaBO MOJIy4aTh TOJIKO T€ MEPCOHAIBHBIC TaHHBIE
pabOTHHKA, KOTOPbIE HEOOXOAMMBI AJIS1 BHIIOJHEHNSI KOHKPETHBIX TPYIOBBIX (DYHKIIMH.

5.2. JIo/KHOCTHBIE JIUIA HE BIIPaBe 3alpaliMBaTh HHPOPMALUIO O COCTOSHUU 3/10POBbSI
paOOTHHKA, 3a MCKIIOYEHHUEM TEX CBEICHUH, KOTOpbIE OTHOCATCS K BOIPOCY O BO3MOXKHOCTHU
BBITNOJIHEHUS] pAOOTHUKOM TPyJOBOM (YHKUUH (HalpUMep, NPU PEeLIeHUH BOIpPOca O MEPEBOAE
paOOTHHMKAa Ha JAPYTYK JAOJDKHOCTh (paboTy) MpH HAJIMYUU MEIULMHCKOTO 3aKIIOYCHMS,
JIAIOIIEr0 OCHOBAHUS T0JaraTb O HEBO3MOYKHOCTH BBINOJHEHUS pPAOOTHUKOM TpPYyIOBOH
(GYHKLIMYU HA YCIOBUSIX, IPEyCMOTPEHHBIX TPYJOBBIM JIOTOBOPOM).

5.3. JIoJDKHOCTHBIE JIMIIA, IMOJIy4dalolUe IMEePCOHAJIbHbIC JaHHbIE PaOOTHUKA, 00s3aHBI
coOoaTh  PeKUM  CEKPeTHOCTH  (KOH(pUICHUMAIbHOCTH). JlaHHOE mMoJIoKEeHHEe He
pacrpocTpaHsieTcss Ha OOMEH IepCOHAIbHBIMM JAHHBIMH DPAa0OTHUKOB B  IOPSJKE,
YCTaHOBJICHHOM (peJiepalIbHbIMU 3aKOHAMHU.

5.4. JIoJpKHOCTHBIE JIMLIA HE UMEIOT IIpaBa cooOIIaTh NepCOHabHbIE JaHHbIE PA0OOTHUKA
TpeTbell cTopoHe 0e3 MMCbMEHHOIo corjacus pabOTHHKA, 32 UCKIOUYEHUEM CIIy4aeB, KOI/a 3TO
HEOO0X0UMO B LEJSIX MPEIyNpexaAeHUs Yrpo3bl *KHU3HH U 3JI0pPOBbIO Pa0OTHHUKA, a TaKXe B
cllyyasiX, YCTAHOBJIEHHBIX (enepaibHbIMU 3akoHaMu (TpymoBsiM kojekcoM P®, Hanorossim
kogekcom PO, ®denepanbubiMu 3akoHamMu «O craryce cynedl B Poccuiickoit @enepauymn», «O
mununy, «O  denepanbHoil  ciyxxbe OezomacHocTH», «O mpokyparype Poccuiickoit
Oenepannmn», «O 3aUTE NPaB IOPUINUECKUX NI U UHANBUAYAIBHBIX IPEAIPUHUMATENEH TPU
MIPOBEACHUHU TOCYJapCTBEHHOTO KOHTPOJIA (HAA30pa)» M Jp.), MpelycMaTpUBAIOIIMMHU MPaBO
JOJDKHOCTHBIX JIAI[ KOHTPOJMPYIOIIUX U IIPAaBOOXPAHUTENIBHBIX OPraHOB 3allpalluBaTh Y
paboToaareneil B yCTaHOBJIEHHOM MOPSJIKE JOKYMEHTHI, COJepKalliue MepCOHaJIbHbIC TaHHbIE
paOOTHHMKA, - B LENAX MCIOJHEHUS BO3JIOKEHHBIX Ha HHUX (eAepaJbHbIMU 3aKOHAMHU
00s13aHHOCTEH.



6. IPABUJIA XPAHEHUSA JOKYMEHTOB, COAEPXAIIIUX
HHEPCOHAJIBHBIE IAHHBIE

6.1. Jluunele nema W TPYAOBBIE KHWKKH PAOOTHHKOB XpPAHATCS B METAJUIMYECKHUX
mkadax, cefiax, IMEIOUINX HaISKHBIE 3aMOPHI.

6.2. JlnuHble nena MPENOCTAaBIAIOTCS B PACHOPSDKEHHE JOJDKHOCTHBIX JIMI[ JIMIIb B
CIIEIYIOUINX CITydasix:

HE00X0AMMOCTH 0(hOPMIICHHUS HarPAIHBIX JOKYMEHTOB;

(OopMUPOBAHHS CTATUCTHUECKUX JTAHHBIX;

MOJATOTOBKH XapaKTEPUCTUKHU U MPH HAJMYUU COOTBETCTBYIOMICH PE30JIIONNN JTUPEKTOpa
WJIN MCTIOJIHSAIOUIETO €T0 0053aHHOCTH Ha CITy>KEOHOM 3aIiCKe COOTBETCTBYIOIIEH (OPMBEI.

JInuHbIe 1e1a BBIIAIOTCS MO POCTIHMCH B )KypHAJIE BBIJIAUW JIMYHBIX JICI.

JIngHOE NeT10 JOHKHO OBITH BO3BPAIICHO B OT/IEN KaJpOB B TEUCHUE HEETBHOTO CPOKa C
MOMEHTA €r0 MOJy4YeHHUSI.

6.3. TpynoBble KHIKKH PaOOTHUKOB MOTYT TIPEIOCTABISTHCS JEIOTPOU3BOIUTEIEM
JUIIE pabOTHUKAM OyXTaJlTepuy W WiIeHaM KOMHCCHH IO COIMAIbHOMY CTPaXOBAaHHIO, - TPU
HE00XOIMMOCTH TIPOBEPKHU JaHHBIX O CTPAXOBOM CTake PaOOTHUKOB, - JJISl PEIICHHUS BOIIPOCOB O
MPAaBUJIBHOCTH WCYUCIEHHUS W BBIUIATBI TOCOOMH IO TOCYAapCTBEHHOMY COIHATbHOMY
CTPaxOBaHMIO.

6. OTBETCTBEHHOCTbDb 3A HAPYHIEHUE MMOJIOKEHUS

JIOJDKHOCTHBIE JIMIIA, BUHOBHBIE B HapylleHHM [lonokeHus, HECyT IUCHUILIMHAPHYIO,
aIMUHUCTPATUBHYIO, TPAXKIAHCKO-TIPABOBYIO WJIM YTOJOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUH
¢ TpymoBeim komekcom P®, Komekcom Poccuiickoit ®enepanmu 00 aaMHHUCTPATUBHBIX
MpaBOHAPYIIEHUSX, YTOJOBHBIM KojekcoM Poccuiickoit denepanmm.



