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IHonoxenne
0 3a11MTe, XpaHEHNH, 00padOTKe U nepeaaye NepCOHATbHBIX JAHHBIX
PadOTHMKOB MYHHMIIUIIAJIBHOI0 OKIKETHOr0 00111e00Pa30BaTEJIbHOI0
yupe:xaenusi «KpacHoxoamckoi cpeaneii 001eoopa3oBaTebHOI MIKOJbI Ne 2
umenu Ceprest 3ad0aBuHa»

Hacrosmee Ilonoxenue paspadorano B coorBeTcTBUM O CT. 24 Konctutyiuu PO
ot 12.12.1993r. (c u3MeHeHUsIMU U JomnoJHeHusIMu), ['paxknanckum kojgekcom PO
or 26.01.1996r. Ne 14-®3 (c u3MEHEHHSIMU U JOINOJHEHHUSIMH), TpydOBBIM
Konexcom ot 30.12.2001r. Ne 197-®3, IloctanoBnenuem [IpaButensctBa PO ot
01.11.2012 N 1119 "OO6 yTtBepxkaeHUU TPeOOBAHHMM K 3alIUTE MEPCOHAIBHBIX
JAHHBIX TIpU UX 00paboTke B WH(GOPMAIMOHHBIX CHCTEMax IEPCOHAIBHBIX
TaHHBIX"

Hacrosimiee IlonoxeHnue pacnpocTpaHsieTcss Ha BCEX COTPYIHUKOB.

1. OO0umue monoxkeHus
1.1. TIlepconanbHble [AaHHBIE paboTHHKA — uWHGOpMALMs, HeoOXoaumMas
paboTomaTento B CBA3M C YCTAHOBJIEHHWEM TPYAOBBIX OTHOIICHHM M Kacaromascs
KOHKpETHOro paboTHHKa. OHU BKIIOYAIOT B ce0s: OMO3HABaTEJIbHBbIC JaHHBIC
(®UO, nmata m MecTo pPOXICHHS, TpyaoBas Oworpadus paboTHHUKA, (HaKTHI
Oouorpadun), JHYHBIE XapaKTCPUCTHUKU paboTHHKA (TPaKIaHCTBO, HAIMYHE
HAy4YHBIX TPYIOB, HU300pPETEHUH U T.A.); CBEACHHUS O CEMEHHOM IIOJIOKCHHH,
COCTaBE CEMbH; COIMAIBHOM TOJIOKEHUH; CIYKEOHOM TIOJIOKEHHUH, HABBIKAX; O
¢unancoBoM monokeHun. K MpeaocTaBisieMbIM — MEPCOHANBHBIM  JTAHHBIM
paboTHHMKAa OTHOCHUTCS HH(OpPMAIKs, COAEpXkallasicsi B TPYIOBOH KHUXKKE, B
CTPaxOBOM CBHUJETEIBCTBE TOCYJApPCTBEHHOTO TEHCHUOHHOTO CTPaXOBaHWUS,
uHpopmarss 06 oOpazoBaHuM, KBamupUKAIMK; WHOOPMAIUS MEIUIUHCKOTO
XxapakTtepa; wuHboOpMalyMs B JOKYMEHTaX BOMHCKOTO y4YeTa HW B JAPYTrHuX
JIOKYMEHTaX, KOTOPbIE COJEPKaT TaHHbIE, HEOOXOIUMbIE PAOOTOMATEIIO B CBSI3H C
TPYJOBBIMH OTHOIIICHUSIMH.
1.2. OO0paboTka MepCcOHATBHBIX JTAHHBIX PAOOTHHKA OCYIIECTBISICTCS B IIEIIAX
oOecrieueHust COOJIO/ICHUS 3aKOHOB | IPYTUX HOPMATHUBHO-TIPABOBBIX aKTOB.
1.3. PaGoromatens BIpaBe MPOBEPSATH NMEPCOHAIBHBIE JAaHHBIE PAOOTHUKOB C
1eIpI0 (HOPMHUPOBAHUS KaJAPOBOTO Pe3epBa.
1.4. Ilpu nmpueMe Ha paboOTy, 3aKJIIOUECHUH TPYAOBOTO JOTOBOpA, 3aMOJHEHUU
AQHKETHBIX JaHHBIX paboTojmaTenh HE HWMEET NpaBoO IMojJy4aTh W 00001IaTh
WH(OPMAITUIO O PEITUTHO3HBIX, TTOJUTHICCKUX U APYTUX YOCKACHUIX paOOTHHKA.
1.5.  Bce nepconanbHble JaHHbIE pAaOOTHUKA pabOTOAATENb MOIYYAET TOIBKO OT
HEro CaMoro.



1.6. Paboromarens mnoiydaeT W oOpabaThiBae€T JaHHBIE O YaCTHOM >KHU3HU
pabOTHHUKA TOJIBKO C €r0 MUCbMEHHOI'O COTJIacusl.

1.7. Paboromatens cooOmaer paOOTHUKY 1€, TPEANOI0KUTEIbHbIC
UCTOYHUKHM,  CHOCOOBI  MOJIy4eHHMsS  IMEepPCOHAIBbHBIX  JaHHBIX,  XapakTep
MEPCOHANBHBIX JaHHBIX M TOCIEICTBUS OTKa3a pabOTHUKA JaTh NHCbMEHHOE
corjiacve Ha UX MOJIyYeHHeE.

1.8. Ilonyuyarh nepcoHajbHbIE JaHHbIE PAOOTHUKOB Ha OCHOBaHMHM 3aKOHA
MOTYT: HaJloroBble oprasbl, llencuonnsli ¢oun P®, doua couuasbHOTO
crpaxoBaHuss PO, @epepanpHas  uHcnekuus — Tpyna.  HMcemosbzoBanue
NEPCOHATBHBIX TaHHBIX PA0OTHUKA JOMYCTUMO TOJBKO B COOTBETCTBHUHU C IIEJISIMH,
onpeNeNuBIIMMU UX TojydyeHue. [lepegada mepcoHANbHBIX JAaHHBIX PaOOTHHMKA
BO3MOXKHAa TOJBKO C corjacus paOOTHUKA, €CIM HMHOE HE MPeayCMOTPEHO
3aKOHOJIATEIbCTBOM.

1.9. Paboromatenr uMeeT MpaBO coOUpaTh MEPCOHAIBHYIO HH(POpPMAIIHIO,
coJlepKalllyocs B JOKYMEHTax, MPeOCTaBICHHBIX pPaOOTHUKOM IpH MpUEME Ha
paoory.

1.10. PabGoromarenb MPOM3BOAUT pacyeT M BBHIIUIATY HAJIOrOB 3a pPaOOTHHUKA
nyTeM yaepkaHus HuX Hu3 3apaboTHOM muaTel, padOTOAATENb HMEET IIPaBO
cobuparp npemycmorpeHHble  HanoroBeim Komexkcom P®  cBegenus o
HAJIOT OIJIATENbIIHKE.

1.11. [dannoe llonoxeHne NpeaoTBpAIla€T HECAHKIMOHUPOBAHHBIA JOCTYI K
uHpOpMaIK, €€ TPOTUBOMPABHOE KOMUPOBAHHME, HCKAXKEHUE, HUCIOJIb30BaHHE
IpeIHaMEPEHHOT O pacrpoCcTpaHeHus HEJIOCTOBEPHOM uH(pOopMaIH,
UCIOJIb30BaHNe HH(POPMALIUU B MPECTYIMHBIX U KOPBICTHBIX LESX.

2. [lopsaok XpaHeHUs, MCTIOJIB30BAHNS U NMepeJavyu MePCOHATbHBIX TaHHbIX
padoTHHKA

XpaHeHHEe TEPCOHANBHBIX [aHHBIX JIOJDKHO HCKIIOYaTh HMX YTpaTy WU UX

HENPAaBIIIHLHOE UCIOJIb30BAHUE.

2.1. XpaHeHue, BbIJIa4a TPYIOBBIX KHWXKEK (AyOJUKATBI TPYIOBBIX KHHUXKEK);

XpaHEHHE JMYHBIX Jed paOOTHHUKOB U HHBIX JIOKYMEHTOB, OTPayKaIOIIUX

MEepPCOHANbHbIE  JlaHHble  pa0OTHHMKA, BO3JAralOTCs HAa  PYKOBOJUTEIS,

JIEONIPOU3BOIUTENSL U PAOOTHUKOB OyXTalITepUHu.

2.2. llepcoHanmpHBle  JaHHBIE PAaOOTHUKOB BMECTE€ C  HEOOXOIUMBIMH

JOKYyMEHTaMH OCTAalOTCS Yy paboromaTenss WIM JHUIlAa, OTBETCTBEHHOTO 3a

odopMIIeHNE TpUEeMa U XpaHEHUS JUYHBIX JIeT COTPYAHUKOB. [lopsmok xpaneHus

TPYJOBBIX KHIDKEK YCTaHOBJIEH MHCTpyKIHEH MO 3amoTHEHUIO TPYAOBBIX KHIKEK.

2.3. PaGotomarens  obOecmedmBaeT — XpaHEHHE  TIEPBHYHBIX  JIOKYMEHTOB,

CBSI3aHHBIX C 00PabOTKON JOKYMEHTAIIMH 10 YUETy TPYy/Aa, KaAPOB U OILIATHI TPYIa

B opranm3anuu. B Oyxrantepuu XpaHSATCS JOKYMEHTHI MO y4YETy HCIOJIb30BaHUS

paboyero BpeMeH! U PacueTOB C MIEPCOHAIIOM II0 OTUIATe TPyaa.

2.4. Tlpu mepemaue mMepCOHANBHBIX JAaHHBIX paOOTHHKA PabOTOMATENh OJDKEH

COOJTI0IaTh CIIETYIONTNE TPEOOBAHUS

2.4.1. He cooOmaTh TEpPCOHATbHBIC JaHHBIC PAOOTHHKA TPEThEH CTOpOHE Oe3

MMMCBMEHHOTO COTJIachus pa0OTHHWKA, 3a HWCKIIOYCHHEM CIIy4aeB, KOTJa 3TO



HEO0OXOIUMO B LENIAX NPEeIyNpeKAECHUs YTPO3bl KU3HU U 3J0POBbIO paOOTHHUKA, a
TaK)Ke B CIy4asiX, YCTAHOBJICHHBIX (eepalIbHbIM 3aKOHOM;

2.4.2. He coollaTh NEpCOHANbHBIE JaHHbIE Pa0OTHUKA B KOMMEPUYECKUX IIEJISIX
0€3 ero NMCbMEHHOTI'O COIJIacusl.

2.4.3. Ilpenynpenutb UL, MOJyYarolIMX MEPCOHAIbHbIE JaHHbIE pPAOOTHHKA, O
TOM, YTO 3TH JAaHHbIE MOT'YT OBITh UCIIOJIB30BAHBI JIUIIb B LEJAX, 111 KOTOPBIX OHU
COOOIIEeHbI, U TPeOOBaTh OT ATUX JIMI[ MOATBEPXKACHHUS TOTO, YTO 3TO IMPABUIIO
coOmoaeHo. Jluia, momyyaroue MnepcoHalibHble JaHHble paOOTHHKA, OOS3aHBI
cOOJII0IaTh PEKUM CEKPETHOCTU (KOH(PUAEHIIUANBbHOCTH). [laHHOE TOJIOKEHUE HE
pacnpocTpaHsieTcss Ha 0OMEH MEePCOHATbHBIMU JIaHHBIMU PAaOOTHUKOB B MOPSIIKE,
YCTaHOBJIEHHOM (heiepalibHbIMU 3aKOHAMH;

2.4.4. PaspemaTh JAOCTYyNl K TEPCOHAJIBHBIM JAaHHBIM PAOOTHUKOB TOJIBKO
CHEeUaIbHO YIOJHOMOUYEHHBIM JIUIAM, IIPU 3TOM YKa3aHHbBIE JIULA JOJIKHBI UMETh
OpaBO TMOJIy4aThb TOJBKO T€ TEPCOHAJIbHBIE JIaHHbIE pa0OTHHKA, KOTOPHIE
HEOOXOIUMBI JJIs1 BHITIOJIHEHUSI KOHKPETHBIX ()YHKIUM;

2.4.5. TlepenaBaTh TmepCcOHAJIbHbIE JaHHbIE PaOOTHUKA  MPEACTABUTEISM
paboTHUKOB B mopsiake, ycraHoBieHHom TK P®, u orpaHuuuBath 3Ty
UHPOPMAIIMIO TOJBKO TEMHU MEPCOHAJIBHBIMU JaHHBIMU pPAaOOTHHKA, KOTOpHIE
HEOOXOIMMBI /ISl BHITIOJIHEHHSI YKa3aHHBIMU MIPEICTABUTENSAMU UX G YHKIIHUHA.

2.5. Tlepenaua nepcoHadbHBIX JaHHBIX PAOOTHUKA B Mpeeax OpraHu3alum:
2.5.1. Paboromarens mpenocTaBiseT HUHPOPMALMIO M  UHBIE CBEACHMI,
HEOOXOAMMBIE JUJIsl TPOBEPKU MPABWIBHOCTH HCYMCICHHS W YIJIaThl HAJOrOB,
00s13aTeIbHBIX MJIATEXKENW B TOCYAAPCTBEHHYIO OIOJKETHYIO CUCTEMY; TOKYMEHTHI
O IUJIATEKECHOCOOHOCTH; CBEIAECHUS O YHUCIEHHOCTH, COCTaBe padOTAIOIIUX,
3apabOTHON IUIaTe€ M YCIOBUAX TPyAd, O HAJIMYMHU CBOOOIHBIX pabOUYMX MECT;
JOKYMEHTBl 00 OIulaTeé HaJoroB IO TPeOOBAaHUIO OPraHOB BJIACTH YIPAaBICHUS,
IIPABOOXPAHUTEIBHBIX OPTraHOB, IOPUANYECKUX JIUL, UMEIOLUX HA 3TO MPaBo.
2.5.2. Tlpenocrapisemas nHGOpMaLUs MOXKET ObITh YCTHOW MU MHUCBMEHHOM, BO
BTOPOM CJIy4ae — 3aBE€PEHA MeYaThI0 U MOJIUCAMHU ONPEIEICHHBIX JIMII.

3. O6s13anHOCTH padoToaaTeJisi MO XPAHEHUIO U 3a1IHMTE MEPCOHATIBHBIX
JAHHBIX Pa0OTHHKA

3.1. Pabortonmarens obecrieunBaeT 3alIUTy MEPCOHATBHBIX JAHHBIX Pa0OTHHUKA OT
HEIMPaBOMEPHOTO MX MCIOIB30BAHMUS WM YTPATHI 32 CUET COOCTBEHHBIX CPEJICTB B
MOPSAJIKE, YCTAHOBJICHHOM (heiepanbHbIM 3aKOHOM.
3.2. Pabotomarens o0ecreynBaeT JOCTYI K MEPCOHATBHBIM JTAHHBIM PaOOTHUKA
TOJILKO YIIOJTHOMOYCHHBIM JIMIIAM.
3.3. PykoBomgutens 3akperusier B [Ipukaze mo YupexaeHuto pacmupeercHue
00s13aHHOCTEH 10 00pabOTKE MEPCOHANTBHBIX TAHHBIX.
3.4. 3ampemaercs oOpaboTka WHGOPMAIIMK B MPUCYTCTBUU WHBIX JIMIl, KPOME
MMEIOIINX MPABO JOCTyMa K MEPCOHAIBHBIM JaHHBIM pabOTHUKA. PykoBoauTenb
XpaHUT JOKYMEHTHI (TPY/I0Bble KHHXXKHU B ceilde); peKoMeHayeTcs pu 00paboTke
JAHHBIX C TIOMOIIBIO KOMITBIOTEpA 3aKphIBATh IMapojieM (ailsibl, WMEroIIe
MIEPCOHATLHBIC TAHHBIE.



4. IIpaBa padOOTHHKOB HA 3alIUTY NEPCOHAIBHBIX JAHHBIX
4.1. Cornacno cT.89 TK P® paGoTHUKU UMEIOT TPaBO Ha:
4.1.1. Tlonnywo uHpopmanuio 00 UX MEPCOHAIBHBIX JAHHBIX U 00pabOTKE 3THUX
JTAHHBIX;
4.1.2. CBoOonHbIii OecriaTHBIM JOCTYI K CBOUM IE€PCOHAIBHBIM JaHHBIM,
BKJIIOYasl MPABO Ha MOJIyYeHHe KOMUH JIt000i 3aIIUCH, COAepKallell TepCOHabHbIE
JaHHbIe PaOOTHUKA, 32 UCKIIIOUEHHEM CITy4aeB, MPEAYCMOTPEHHBIX (eaepanbHbIM
3aKOHOM;
4.1.3. OmpeneneHue CBOUX MPEACTABUTENCH NI 3allIMThl CBOMX MEPCOHATBHBIX
JTAHHBIX;
4.1.4. Jloctynl K OTHOCAIIMMCS K HUM MEIUIMHCKUM JaHHBIM C TIOMOIIbIO
MEIUIIMHCKOTO CIEHUAINCTa 110 UX BHIOOPY;
4.1.5. TpeboBaHue 00 UCKIIOUECHUU WIJIM UCTIPABICHUU HEBEPHBIX MM HETIOIHBIX
NEePCOHANBHBIX JIAHHBIX, a TaKXXe JIaHHBIX, OOPaOOTaHHBIX C HapPYIIEHUEM
tpeboBanuit TK P®. Ilpu oTkaze pabGoTojarens HCKIOYUTh WJIM HCIPABUTH
NepPCOHAIBHBIC JaHHBIC PAOOTHUKA OH UMEET MPABO 3aIBUTh B MUCbMEHHOU (opme
paboTomaTeNnto 0 CBOEM HECOTJIaCHH C COOTBETCTBYIOIIMM OOOCHOBAHHEM TaKOI'O
Hecornacusi. llepcoHanbHble JaHHBIE OIICHOYHOTO XapakTepa paOOTHUK HMEET
PaBO JOTOJHUTH 3a4BJICHUEM, BHIPAKAIOLIUM €r0 COOCTBEHHYIO TOUKY 3PEHHUS;
4.1.6. TpebGoBanue 00 W3BEIICHUU pabOTOJATETIEM BCEX JIMI[, KOTOPHIM paHHEE
OBbUTM COOOIIEHBI HEBEPHBbIE WJIM HETOJHBbIE MEpPCOHANbHBIE JaHHbIE PaOOTHHKA,
000 BCeX MPOU3BEICHHBIX B HUX UCKIIIOUECHUSIX, UCIIPABJICHUIX WU JIOMOJHEHUSIX;
4.1.7. Pa®OTHUKHM MNOKHBI OBITh O3HAKOMJIEHBI IOJ POCIUCH C HACTOSIIUM
[Tonoxenuem. C 3TOM 1eNbl0 B YUYPEKIECHUU OpraHuzyercs U Benerca JKypHan
O3HAaKOMJIEHUS] paOOTHUKOB ¢ HacTosiuM [lonoxkeHuem.
4.1.8. OO6GxanoBaHue B CYJ JIOOBIX HEMPABOMEPHBIX ACHCTBHM WK Oe37eHCTBHUS
paboToarens npyu 00paboTKe U 3alIUTe ero MePCOHABHBIX TaHHBIX.

5. OTBeTCTBEHHOCTH PadoTOAATEJISI U JIUII, OCYLIECTBJISIIOINX padoTy ¢
NMEePCOHAIbHBIMH TAHHBIMHI

5.1. PabGoTtHuk 06s13aH:
- 3Hatb llepedyens cBeaeHWil KoHbUIAEHIIMATBLHOTO Xapakrepa B MBOY
«Kpacnoxonmckas comr Ne2 um.C.3a6aBrHay .
- XpaHUTb B TallHE U3BECTHBIE €My KOH(PHUICHIIMAIbHBIE CBEIICHUS,
WHOOPMHUPOBATH PYKOBOAUTENS O (DakTax HAPYIICHUS TOpsAIKA OOpalieHus ¢
KOH(HICHIINATbHBIMU CBEJICHUSMH, O CTaBIIMX €MY HW3BECTHBIM TOIBITKAX
HECaHKIIMOHWPOBAHHOTO JOCTYyTa K HH(GOPMAITNH;
- coOmofaTe TpaBWiIa TIOAB30BAHMS JOKYMEHTAMH, TOPSJAOK WX Yy4eTa W
XpaHeHus, oOecrmeunBaTh B TMporecce pabdOThl COXPAHHOCTh WH(MOPMAIIH,
CoJieprKallleiicsl B HUX OT MOCTOPOHHUX JIHII;
- 3HAKOMHTHCS TOJBKO C TEMU CIY>KEOHBIMU JIOKYMEHTAMH, K KOTOPBIM MOJy4YeH
JIOCTYTI B CUJTY UCTIOJTHEHHUS CBOUX CITYKEOHBIX 00s3aHHOCTEH.
5.2 Jluma, BUHOBHBIE B HApPYIICHWH HOPM, pETYIUPYIOMUX TMOJIYYCHHE,
0o0pabOTKy M  3alllUTy  NEpPCOHAIBHBIX  JAHHBIX  paOOTHHMKA,  HECYT



JUCHUIUIMHAPHYIO, aIMUHUCTPATUBHYIO, TPAXKIAHCKO-IIPABOBYIO WJIM YTOJOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBUH C (peiepaibHBIMU 3aKOHAMHM.

5.3. K corpynHuKy, OTBETCTBEHHOMY 3a XpaHEHHE NEPCOHAIBHON MH(pOpMALUU
pabOTHUKOB, paboToAaTeNlb BIpPaBe NPUMEHUTh OJHO U3 JUCLUUITMHAPHBIX
B3BICKaHHM, peaycMOTpeHHBIX CT. 192 TK P®, a nMeHHO: 3aMedanue, BbITOBOP,
yBoJibHeHHE. K IucuuniIMHapHONW OTBETCTBEHHOCTH MPHUBJIEKAIOTCS TOJIBKO Te
pabOTHUKH, KOTOpBIE MO YCJIOBHSIM CBOUX TPYAOBBIX JOTOBOPOB 0O0S3aHbI
coOJII01aTh paBUia paboThI C MEPCOHAIBHBIMUA JAHHBIMH.






