Ilpuiaoxenne Ne 1
K npukazy MBOY COILI Ne 3
ot 01.03.19T. Ne

ITonoxenne
0 3alluTe, XpaHeHHH, 00paboTke H nepexaye NepPCOHAIbHBIX JaHHBIX
PadoTHHKOB MyHHUHNATLHOTO GI0IKETHOrO o0ueobpa3oBaTe/bHOrO
yupexnenust «Cpennsisi 06meobpazoBaTeibHas mkoa Ne 3» r. Yura

1. Obmne nosiokenus

Hacrosiee  ITonosxenue paspaboTaHO B  COOTBETCTBHH co cr. 24
Koneturyuun PO or 12.12.1993r. (¢ uU3MeHeHMAMH wu JIOTIOJTHEHUSIMH ),
['pascnanckum komexcom PD or 26.01.1996r Ne 14-®3 (¢ usmenenusimu u
AononHeHusaMu), Tpynossim  Komekcom ot 30.12.2001r. Ne 197-®3,
dentepaibHbIMK  3aKkOHaMi o1 27.07.2006r. Ne 149-03 «O6 wundopmarmm,
MH(OPMALHOHHBIX TeXHOIOIHIX U O 3almTe HHQopMaLuuy, ot 27.07.2006r. No
152-®3 «O nepconanbupix JIAHHBIX),

Hacrosimee TMonosxkenue PaclipoCTpaHseTCs Ha BCEX COTPYIHMKOB, M BCe
PabOTHUKM JOIDKHBI GBITh O3HAKOMIIEHBI ¢ STHM ITonoxeHuem nox pocruce,

I.1. TlepcoHasnbhble naHHble paboTHuka — uH(OpMaLHs, HeoOxo1uMast
paboToiaTeno B CBA3H ¢ yCTalOBJICHHEM TPYIOBBIX OTHOLIEHHH W Kacaioulascs
KOHKPETHOro pabotHuka. Onu BKIIOYAOT B cebs: ONO3HABATEe/IbHbIE [aHHbIE
(PHO, nara u mecto POKIeHHs, TpynoBas Ouorpadus paborHuka, (akTsI
Ouorpadum); nHUHBIE XAapaKTePUCTHKM pabOTHUKA (IpaKIaHCTBO, HATHYHeE
Hay4qHBIX TPYNOB, W300peTeHMH H T.I.); CBEJEHHS O CceMeHHOM T10JIOXKEHHH;
COCTAaBE CEMBHU; COLMAJILHOM TONIOKEHUH; CITyKeGHOM [IOJIO)KEHMHU; HaBBIKAaX; O
¢uHaHcoBOM  monokenun. K [IPEIOCTABIACMBIM  [EPCOHANBHBIM  JaHHBIM
pabOTHUKA OTHOCHTCS HHbOpMaLKs, comepkainascs B TPYJIOBOW KHHIXKKE, B
CTPaxOBOM  CBH/IETEJILCTBE  IOCYJAPCTBEHHOrO IIE€HCHOHHOIO CTPaxOBaHUs;
MH(OpMauus 00 o6pazoBanum, KBAIU(UKAIHY; HHOOPMALHS MeIUIIMHCKOro
XapaKTepa;, HMH(OPMALMsi B JOKYMEHTaX BOMHCKOLO ydeTa W B JApPYrHX
AOKYMEHTAX, KOTOPhIE CO/ICPKAT JaHHbIE, HEOGXOMHUMbIE paboTonatenio B CBS3M ¢
TPYAOBBIMH OTHOILIEHHUSIMH.

1.2, O6paborka nepcoHanbHbIx A2HHBIX pabOTHHKA OCYILECTBIsETCS B
uensx obecrieyeHuss COOMIOACHUS 33aKOHOB M APYTHX HOPMaTHBHO-TIPABOBbIX
AKTOB.

1.3, Paboronarens snpase [IPOBEPATE MEPCOHANBHbIE NaHHBIE PaGOTHHKOB
C Le/IbI0 (POPMUPOBAHMUS KaAPOBOIO pe3epaa.

1.4, Tlpu npueme na paboTy, 3aKmouYeHHH TPYAOBOrO  JOroBopa,
3allOJIHCHHM aHKETHBIX JNaHHBIX pabOTOHATENh HE HMeeT NpaBO IONy4YaTb U
0000wars uHpopMaLKIO O PE/TMTHO3HBIX, MOTUTUYECKUX U APYrHX YOeimIeHHsIX
paboTHHKa.



1.5. Bce mnepcoHalbHble [TaHHBIC paboTHHKa paboTOaTeb TIOMYdacT
TOJIBKO OT HEro ¢aMoro.

1.6. PaGoromarenb noiyyaet ¥ oOpabareiBaeT [aHHBIC O YaCTHOM KHU3HU
paboTHHKA TOJBKO C €0 MHCEMEHHOTO COrnacusl.

17. PaGoronarenb cooliiaer pabOTHHKY LeH, IPeANON0KUTEIbHBIC
UCTOYHMKH,  CMOCOOBI  MOJyYeHWs — [EPCOHANBHBIX  JIAHHDIX, XapaxkTep
[epcoHAbHBIX JIAHHBIX M TOCIEICTBUsA OTKasd pabGoTHUKaA NaTh NHCHMEHHOE
corjacue Ha Ux rojy4eHue.

1.8. [losnyuaTb nepcoHalIbHbIC AAHHBIC pabOTHMKOB Ha OCHOBAaHHH 3aKOHa
MOT'yT: HallOroBble OpraHbl, [Tencuonusiit @oux P®, @oHA COUUATBHOIO
crpaxosanust PO,  denepanbHas dHCreKuust  TpyAa.  Kcrmoap3oBaHUE
MepCOHaIbHbBIX JaHHBIX paGOTHHKA JOMyCTAMO TOJIBKO B COOTBETCTBIH C LeNISAMY,
ONpeeUBLIMMH UX [OJyHEHHE. [lepenaya MepCOHANBHBIX AAHHBIX paboTHHKA
BO3MOKHA TONbKO C corjacusi pabOTHHKA, €C HHOE HE TpesycMOTPEeHO
3aKOHOAATE/IbCTBOM.

19. PaBorojarelb UMEET [PaBO cOOMpPATh MEPCOHAILHYIO uH(GOpMaLHIo,
colepKallytocs B JOKYMEHTaX, NpeAOCTaBICHHBIX pabOTHUKOM IpU MpPHEME HA
paboTy.

1.10. PaGoronarelb MPOU3BOLMT PacyeT M BBIILIATY HAJIOTOB 34 paboTHHKA
myTeM YyJepKaHus HX M3 3apa00THOM I1ATHL, paGorozarenb HMEET MPaBo
cobuparh MpPeilyCMOTPEHHbIC HanorosbiM Komexkcom P@  cseaenus O
HAJIOTOM1aTeNbIIHKE.

1.11. Jlannoe [lojoxkeHue NpeaOTBpaIlacT HeCaHKLIMOHMUPOBAHHBIN JOCTYII K
uHpoOpMALMK, €€ MPOTUBOIPABHOE KOIMPOBAHNE, MCKAKECHME, HCIONB30BAHNUS
[peaHaMepeHHOro pacrpocTpaHeHHs! HEJOCTOBEPHOM rHGOpMAIIHH,
ACTIONb30BaHKe HH(OPMALIMY B IPECTYTHBIX U KOPBICTHBIX [EJIAX.

2. [lopsiI0K XpaHeHHsl, HCNOIb30BAHUS H Nepefatit nepcoHaIbHbIX
JaHHBIX pa0OTHHKA

XpaHeHue MepCoHaNbHBIX NaHHBIX JOIDKHO WCKJII0YaTh MX yTpary WIH HX
HenpaBUJIbHOE KCIOIb30BAHNE.

2.1. XpaneHue, Bbl1a4a TPYAOBBIX KHIKEK (nyOauKaTel TPYIOBBIX KHHOKEK);
XpaHeHHe JIMYHBIX el pabOTHUKOB W HHBIX AOKYMEHTOB, OTpaXKaroLINX
repcoHanbHble  J1aHHBIC paboTHHKA, ~ BO3/ArarOTCs  Ha PYKOBOMTEJIS,
AENONPOM3BOAUTENS. U PabOTHUKOB Gyxrantepuy (CMHUCOK JIMI YTBEPKIAAETCH
NPUKA30M NO LIKOJE).

2.2. IlepcoHanbHble  J1aHHbIC pabOTHMKOB ~BMECTE C HEO0X0JUMMBIMU
JOKyMEHTaMM OCTaroTCs Yy paborojaTens MM JIMLA, OTBETCTBEHHOI'0 3a
oopMieHHe TIPHEMA W XPAHEHUS JIHIHBIX 1] COTpYyAHUKOB. [10pANOK XpaHEHHS
TPy AOBBIX KHHKEK YCTAHOBIICH MHCTpyKIMEH T10 3aTIOJTHEHMIO TPYAOBBIX KHHAKCK.

73 PaGoromaTesib obecrieudBaeT XpaHEHME IEPBHTHBIX JIOKYMEHTOB,
CB3aHHbIX ¢ 00paboTKOll J10KYMEHTalUH MO YTy TPYAa, KapOB ¥ OILIAThl TPYIa
B opranuzauun. B OyxranTepur XpaHaTcs JOKYMEHTBHI 110 y4eTy HCIONb30BaAHHA
pabouero BpeMeHU | PacyueToB ¢ IepCoHaIoM 110 oruiate Tpyaa.



2.4, [lpu mnepenaye [EPCOHANLHBIX ~JAHHBIX paGoTHMKa paboToaaTesb
JIOJDKEH co0toaaTh ClAeAyOmue TpeOoBaHHUA:

2.4.1. He cooduarh NepcoHaIbHbIE JAHHBIC pabOTHUKA TPETHEH CTOPOHE oes
IMCBMEHHOro corjacks pabOTHHKA, 3a HCKIIOUEHUEM clly4aeB, Korja 93TO
HEOBXONHUMO B LEJAX MpeLypeKIeHNs yrpo3bl XKU3HA 1 370pOBBI0 PabOTHHKA, &
TaKoKe B CIlydasX, yCTaHOBIEHHBIX (pe/iepaibHBIM 3aKOHOM,;

2.472. ue coobuiaTh [epcoHalbHBIE NAHHBIC paboTHHKA B KOMMEPYECKHX
HeJsx 0e3 ero NNACbLMEHHOTO corjiacus.

2.4.3. Ilpemynpeanth ML,  TOTYHArOLIMX [epCOHAbHbIC  JaHHbIC
pabOTHHMKA, O TOM, YTO 3TH JaHHbIC MOTYT 6bITh MCITOJIB30BAHBI JIMIIb B LEJIAX, U
KOTOPbIX OHH cooblieHbl, 1 TpeOoBaTh OT ITUX JIHII MOATBEPXKIEHHUS TOr0, 4TO 3TO
npaBuiio cobmoeHo. Jlnia, Nomyqarolne TepCoHaNbHbIC JaHHBIC paboTHHKA,
0bs3aHbl  cOOMIOAATH PEXHUM  CEKPETHOCTH (koHpuueHIMaTBHOCTH). JlaHHO®
[oJOXKeHMe He PacnpocTpaHAeTCs Ha oOMeH IepCOHAIbHBIMU  JaHHbIMH
pabOTHUKOB B MOPSAKE, YCTAHOBICHHOM (esepabHBIMU 3aKOHAMU;

2.4.4. Paspewlarh J0CTYIl K NEPCOHATBHBIM JaHHBIM PaOOTHHKOB TOJIBKO
crielManbHO yIIOTHOMOYCHHBIM JMLAM, [P 3TOM YKa3aHHBIC 1A JOJKHBI UMETh
MpaBo TMOJydaTh TOJBKO T€ MEPCOHATILHBIC naHHble pPaOOTHHKA, KOTOpPbIC
HeoOXO UMb JIJIs BHIMTOJIHEHH S KOHKPETHBIX GyHKIIHH;

2.4.5. TlepemaBaTh NepCOHANIbHbIE [aHHbLIC paGOTHHKA Ipe/CTaBUTE/IAM
pabOTHUKOB B  IOPS/KE, ycranopnesioM TK P®, ¥ OrpaHH4HBATL ITY
WHGOPMALIMIO TOJIBKO TeMH [EPCOHATBHLIMA JAHHBIMM pPaOOTHHMKA, KOTOPbIC
HeOoOXOAMMBI [T BBINOJIHEHHA yKasaHHBIMU TpeICTaBUTEIISIMU UX byHKIHHA.

2.5. Ilepenaua nepcoHalbHbIX JaHHBIX paboTH¥Ka B Npe/ie/iaX OpraHu3alHii:

2.5.1. Paboromarenb NPEeAOCTaBIACT uHGOpMaLMIO M HHBIC CBEeJEeHMA,
HeoGXOMMble Ui MPOBEPKH MPABHIBHOCTH HCHUCICHUA H yIulaThl HaJoros,
0bs3aTebHBIX NaTeskeil B rocy/1apCTBEHHYHO GIOKETHYIO CHCTEMY; JOKYMCHTBI
0 [LUIATEKECTIOCOOHOCTH; CBEJleHHUs O UMCIIEHHOCTH, COCTaBe paboTaroLux,
3apaboOTHON IaTe W YCNOBUMAX TPYAd, O HalHuuk CBOOOIHBIX PabOYMX MECT;
JIOKYMeHTBI 00 OruiaTe HaJIoroB IO TpeGOBAHMIO OPTaHOB BJIACTH YNPABJICHIA,
[[PaBOOXPAHUTENbHbBIX OPraHOB, FOPUINIECKHIX JIMLL, UMEIOILUX Ha 3TO MPaBo.

2.5.2. Tlpenocrasisemas uHpopMalus ~ MOKET OBITH yYCTHOM WX
HHCLMEHHOM, BO BTOPOM Clydae — 3aBepeHa TME9aThio i TOIITUCAMU
ornpee eHHBIX JIHLL.

3. O6s13aHHOCTH PaboTOAATEIs 10 XPAHEHHIO H 3ALNTE NepcoOHA/IbHbIX
NAHHBIX pA00OTHHKA

3 1. PaGoTojaTenb ~ obecrieydBaeT  3AIIMTY  MEPCOHATBHBIX TaHHBIX
paboTHMKa OT HENPaBOMEPHOro HX HCIOJIB30BAHKA WM yTparbl 3a CHET
cOGCTBEHHBIX CPEACTB B [Opsi/IKe, yCTAaHOBICHHOM (ejiepanbHbIM 3aKOHOM.

37, PaGoToaTe/b 3HAKOMUT pabOTHMKA MMOJ  POCIHCH CO BCEMH
BHYTPEHHUMH JOKYMEHTAMH, KacarolMMHUCA mopsigka 00paboTKH, Mepeaatii
nepcoHalbHBIX AaHHbIX paOOTHUKOB, O TIpaBax U 06S13aHHOCTSIX B TOH 00/1aCTH.



3.3. Paboromarenb obecrieunBaeT JOCTYN K IEPCOHAIbHBIM JaHHbLIM
pabOTHHKA TOJILKO YTOJHOMOYCHHBIM JIMLAM,

3.5. Pykosoautens 3akperuiser B [Ipuka3se o YUpexIeHHIO pacrpe/eneHue
00s13aHHOCTEH 110 00paboTKe NMepCOHANbHBIX JaHHBIX.

3.6. 3anperaercs 0O6paboTka HH(POPMALUK B IPUCYTCTBUH WHBIX JIHLL, KPOME
UMEIOLIIX MPABO JOCTYIIa K [ePCOHAIBHBIM JIAHHBIM paboTHHKA. PyKOBOIUTEND
XPaHHT JOKYMEHTBI (TPY/10Bble KHIKKU B Cefi(pe); peKOMEHIyeTCs [Py obpaboTke
MAHHBIX C [OMOILIBIO KOMITbIOTEpA 3aKpblBaTh IaposieM (aiibl, HMEIOLIHe
epcoHalbHble JaHHbIE.

4. IlpaBa paGoOTHHKOB HA 3ALIATY NePCOHAIbHLIX JaHHBIX

4.1. Cornacuo ¢1.89 TK P® paGoTHUKHM UMEIOT [IPaBO Ha!

4.1.1. Tlonuyio uHdopmaluo 00 MX MEPCOHAIBHBIX NaHHBIX H obpaboTke
3THX JAHHBIX;

4.1.2. CpoOoaHblil OecIjlaTHBIA AOCTYN K CBOMM II€PCOHANIBHBIM JaHHBIM,
BKJIFOYAs [IPABO HA MOJlyueHue Komuii o0oH 3amucy, coaepxkalieil nepcoHaibHbIe
naHHble pabOTHHKA, 32 UCKIIOUEHHEM CIIy4aeB, IIPe1yCMOTPEHHBIX benepanbHbIM
3aKOHOM;

4.1.3. OnpepeneHne  CBOHUX npeicTaBUTeNIe I 3alUTBl  CBOMX
NepCOHAabHBIX JaHHbIX,

4.1.4. JlocTyn K OTHOCSIIUMCS K HHM MEIUUMHCKUM JaHHBIM C MOMOLIBIO
MEIUIMHCKOrO CIIELHaNncTa 110 X BeIOOpYy;

4.1.5. TpebGosaHue 00 HMCKIIOYEHHH WIM HCIPABICHUH HEBCPHBIX HJIH
HETONHBIX TMEepPCOHANBHBIX [AHHBIX, a TaKXKe JaHHbIX, 00OpaboTaHHBIX ¢
napywenuem tpebosanuii TK P®. Ilpu orkaze paboronare/s HCKIIOYHTH HIH
MCIIPABUTL TEPCOHAIbHbIC JaHHbIe pab0OTHHKA OH MMECT IpaBo 3asiBUTh B
MUCHbMEHHON (opMe padoTonaTeNo O CBOEM HEeCOITacHH C COOTBETCTBYIOLIMM
0oboCHOBaHMEM Takoro Hecornacus. llepcoHanbHblE JaHHBIE OLIEHOYHOI'O
xapaktepa pabOTHHK MMEeT HPaBO [OMONHUTH 3asABJICHHEM, BBIPAKAIOLIMM €ro
COOCTBEHHYIO TOUYKY 3pEHMS,

4.1.6. TpebGosanue 00 wu3BelleHUH padoTOAaTeNeM BCEX ML, KOTOPbIM
paHHee ObLIM COOOLIEHBI HeBEepHble WM HEINOJHbIE IIEePCOHAIbHBIE AaHHbIC
paboTHKMKa, 000 BCEX NPOM3BEJIEHHBIX B HUX HUCK/IIOUECHUAX, UCIPABICHUAX WM
JIOTIOJTHEHUSIX;

4.1.7. PaGOTHUKH A0JKHBI OBITE O3HAKOMJIEHBI IO POCIHUCH C HACTOSALINM
[Tonosxenuem, C 3TOi Lelbi0 B yUYpexKIeHUH opraHuzyercs u Bexercs Xyphan
O3HAaKOMJ/IEHMs pabOTHUKOB ¢ HacTosKuM [TonoxeHneM.

4.1.8. OGxanoBanue B CyjA JHOObIX HENPABOMEPHBIX [EHCTBHH HIH
He3zeiicTBus paboTonaTess Ipy 00pabOTKe U 3aLUTE €ro NePCOHATBHBIX AaHHBIX.

5. OTBeTCTBEHHOCTH paboToAaTeIs H JIHLL, OCYIIeCTB/IAIOIHX padoTy ¢
MepCoHabHBIMH JAHHbIMH

5.1. PaborHHK 00s13aH:




- 3Hatb [lepeyens cBeienuii KoHGUAeHUMaTbHOro Xapakrepa B MbOY COILL
Ne 8.

- XpaHUTb B TaliHe H3BeCTHblE €My KOH(UAeHUMaIbHbIe CBEeIEHUs,
MHGOPMHUPOBATL  PYKOBOJIMTENsT O (akTax HapylUIeHWs [OpsiKka OOpallleHusi ¢
KOH(DHUACHLMAIBHBIMKA  CBEIEHUSIMM, O CTaBIIMX €My H3BeCTHBIM IIOIMbITKAX
HECaHKLIMOHUPOBAHHOI'O JIOCTYTIa K MH(OpPMAaLMH,;

- cobmojaTh [paBuia [107b30BAHUS JOKYMEHTAMH, IOPSAIOK KX ydera |
XpaHeHus, —oOecrieuuBars B rpouecce paboTel  COXpaHHOCTH  MH(pOpPMALUH,
coleprkalLeiicsi B HUX OT IIOCTOPOHHUX JIHIT,

- 3HAKOMMTBLCS TOJIBKO C TeMH CIyKEOHBIMM JOKYMEHTaMH, K KOTOPBIM
MOTy4€eH JIOCTYI B CHITY UCIOIHEHHS CBOMX CITy>KeOHBIX 00SI3aHHOCTEH.

5.2 Jluua, BUHOBHble B HapylIeHUM HOPM, PEeryjMpyrolluX I[OJy4YeHHE,
00paboTky W 3allMTy  [IepCOHANbHBIX  JAaHHBIX  pab0OTHHKA,  HECYT
JUCUMIUIMHAPHY0, aAMUHUCTPATUBHYIO, FPa’kIaHCKO-IIPABOBYIO HJIH YTOJIOBHYIO
OTBETCTBEHHOCTH B COOTBETCTBHMHU ¢ (eepalbHBIMH 3aKOHAMH.

5.3. K coTpyaHHKy, OTBETCTBEHHOMY 3a XpaHEHHE [IepCOHaJIbHOM
uHQopMauuu paboTHMKOB, paborogarenp BIpaBe IPUMEHUTb OJHO U3
JUCUMIUIMHAPHBIX B3blCKaHWH, mpeaycMmoTpeHHbIX cT. 192 TK P®, a umeHHo:
3aMe4yaHue, BbIFOBOp, YyBOJIbHeHHe. K AUCUMIUIMHAPHOW OTBETCTBEHHOCTH
[IPUBJIEKAIOTCA TOJBKO Te PabOTHUKH, KOTOPBIE IO YCIOBHUSIM CBOHX TPYJIOBBIX
AOroBOpOB 00s13aHbl COO/II01aTh NPaBUia paboTel ¢ NEPCOHANIBHBIMHU JaHHBIMH.

5.4. PaGoropareis BlpaBe pacTOPrHyTh TPYAOBOW [JOrOBOpP IO CBOEH
WHUIIMATHUBE [IPU pas3rilalleHUH OXpaHAeMOH 3aKOHOM TaWHBI, CTABIIEH U3BECTHOM
pabOTHUKY B CBS3H C UCTIOJTHEHUEM UM TPYIOBBIX 00sS3aHHOCTEH.



