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0 331U Te, XPAHEHHH, 06paboTKe U Mepenade NepCOHATBIEIX NAHHBIX Pa0OTHHKOB
MyHHIHIAJTLHOTO 061e06pa3oBaTe bHOr0 yupeKenus CMOIeHCKO 0CHOBHOMN NIKOJIbI
(MOY Cmonenckoii OIII)

Hacrosmee Ilonoxenme paspabGortano B cootBercTBuu co cr. 24 Komcrurymum PO or
12.12.1993r. (c M3MEHEHHUAMH M JOTMONHEHUIMH), I paxknanckuM kogekcoM PO ot 26.01.1996r.
Ne 14-®3 (c usMeHeHusMH u pononHeHusMH), Tpynosemm Komexcom ot 30.12.2001r. Ne 197-
@3, oenepanbHEIME  3akoHamMu ot 27.07.2006r. Ne 149-@3 «O6 wunbopmauuy,
MHGOPMALOHHBIX TEXHOJIOTHAX ¥ 0 3amuTe HHGOpMarmm», ot 27.07.2006r. Ne 152-@3 «O
nepcoHaNbHBIX JaHHBX». Hactosmee [lonoxeHne pacpoCTpaHseTCst Ha BCEX COTPYAHHUKOB, U
BCe pabOTHUKH JOJDKHEL OBITH O3HAKOMIIEHBI ¢ 9THM [lomoXeHreM I10J[ pOCIIUCh.

1. O0mue noJoxenusd
1.1. IMepconanpHble MaHHble paboTHHKa — HHOpManus, Heobxomumas paboTojarenio B
CBS3M C YCTAHOBJIEHHEM TPYAOBBIX OTHOIICHWI M KacaioIIascs KOHKpeTHoro paGoTHuKa. OHH
BKJIIOYAloT B cebs: omosHapaTenbHele AaHuble (PMO, mara u MecTo pOXASHUSA, TPyAOBasd
6uorpadgus  paboTHWKa, (akThl OHOrpaQuM); JMYHBIE XapAKTEPUCTHKM  PAbOTHUKA
(Tp@XIAHCTBO, HAJIMYME HAYYHBIX TPYHOB, M300peTeHMI M T.A.); CBENCHHA O CEeMCHHOM
IOJIOKEHUH, COCTABE CEMBH; COIMATBHOM IIOJIOKEHUM; CIIy)KEOHOM IIOJIOKEHHH, HAaBBIKAaX; O
¢unancoBoM mosioxxeHud. K npenocTasiseMbM IEPCOHAIBHBIM TaHHBIM pabOTHHKA OTHOCUTCH
uHbOpMALKs, coaepXkamlascs B TPYHOBOM KHIDKKE, B CTPaxOBOM  CBHICTCIBCTBE
roCyIapCTBEHHOTO TEHCHOHHOTO CTpaxoBaHus; HHbopManus o6 006pa3oBaHuH, KBAIH(QHKAIIHY;
nHpOpMALUsS MEIUIUHCKOTO XapakTepa, MH(GOpMaIys B JOKYMEHTAaX BOMHCKOTO y4eTa U B
JPYTHX JOKYMEHTaX, KOTOpbIC COAEpXKaT NaHHbIE, HEOOXOAMMEBIE PabOTONATENIO B CBS3U C
TPYAOBBIMU OTHOIIECHHUSIMH. —
1.2 O6paboTKa mepcOHANBHBIX IaHHBIX PaOOTHHKA OCYINECTBITHeTcs B IEMIX 00eCTIeueHu s
COOIOIeHHS 3aKOHOB M IPYTMX HOPMATHBHO-TIPABOBEIX aKTOB.
1.3. Pa6oTogarens BOpaBe NPOBEPSTh IEPCOHANBHBIE NaHHbIE PAOOTHHKOB C HEJBIO
(bopMIpOBaHUS KaJPOBOTrO pE3EPBA.
1.4. [Tpr mpueme Ha paloTy, 3aKIIOYEHHWHU' TPYZOBOTO IOTOBOpA, 3AIl0JIHEHMH aHKETHBIX
JAHHBIX paboTomaTeNls He MMEeT MPaBo MONydaTh U 0606IaTh HHGOPMAIMIO O PETUTHO3HBIX,
HOJUTHYIECKUX ¥ APYTHUX yOeKAeHUsX pabOTHHKA.
1.5. Bce mepconanbHBIe aHHBIE PabOTHMKA pabOTOAATENlb IONYYAECT TOJNBKO OT HEro
camoro.
1.6. PaGoTonarens noyyuaer u 00paGaTeBaeT JaHHBIE O YaCTHOM XU3HU pabOTHHKA TOJIBKO
C°%Tr0 MUCHMEHHOI'O COTIIACHSL.
1.7. PaGoTozarens coobmaeT paboTHHUKY LIEIH, IIPEATIONI0KHATETBHBIE HCTOYHUKH, CIIOCOOHI
IOJIyYeHH sl [IEPCOHANBHBIX [JAHHBIX, XapaKTep [EPCOHANIBHBIX JAHHBIX ¥ IIOCIEICTBHS OTKasa
paboTHHKA JaTh MMCbMEHHOE COIIacue Ha MX IIOIYICHHUE,
1.8. ITony4yaTh mnepcoHANbHbIE NaHHBIE pPaOOTHHKOB Ha OCHOBaHMH 3aKOHa MOLYT:
HAJIOroBhle oOprasbl, IleHcmonmbit ¢ong PO, @oux conmambHOro crpaxoBaHus PO,
®denepanpHasd HMHCIEKIMS Tpyda. VICHONb30BaHHE INEPCOHANBHBIX JAHHBIX —PabOTHHKA
JIOIyCTEMO TOJIBKO B COOTBETCTBHH C LENSIMH, ONpEleNMBIIMMH HMX moinydeHue. [lepenaua




MePCOHANBHBIX NTaHHBIX PaGOTHHMKA BO3MOXKHA TOJNBKO C COIVIacHsi pabOTHHKa, €CIM HHOE HE
IPEAyCMOTPEHO 3aKOHOAATENLCTBOM.

1.9. PaGoTozaTes HMeeT IPaBo coOMpaTh MEPCOHANBHYIO HH(OPMAIHIO, COAEPKALLYIOC B
JTOKYMEHTaX, IPEJOCTaBICHHEIX PaGOTHUKOM IIpH IIPHEMe Ha paboTy. -
1.10. PaGoTonaTens IpPOM3BOAMT pacdeT M BBHILIATY HAJOroB -3a paloTHHMKA IyTeM
yIepKaHus WX U3 3apaGOoTHOM IIIaThl, paboToAaTeNNh NMEET IPaBoO COOUPATh NPEXYCMOTPEHHBIE
Hanorosems Kogexcom P® cBesieHus 0 HAJIOTOILIATE IBIIUKE.

1.11.  Jlannoe IonoxeHue MpenoTBpaliaeT HECAHKIHMOHAPOBAHHBIN NOCTYN K HH(bopMaluH,
ee  NPOTHBONMPABHOE KOIMPOBAHME, MCKAXCHHE, HCIONb30BAaHHE  IMPEIHAMCPEHHOTO
pacIpoCTpaHEeH s HENOCTOBEPHOI HH(MOPMAITHH, HCIIONB30BaHNe HHPOPMAIAY B IPECTYIHBIX 1
KOPBICTHBIX IEIAX. '

2. IopsanoK XpaHeHHUst, NCIOIb30BAHHS H ITepeJadn MePCOHATBHBIX AAHHBIX PA00THHKA
XpaHeHHe MepCcOHANBHBIX JAHHBIX MO/DKHO HCKIIOYATh MX yTPaTy WM HX HENpaBUIbHOC
HCIIOJIb30BAHHUE. ' .

2.1. XpaseHue, BHI@Ya TPYIOBBIX KHIDKEK (MyONIMKAThl TPYMOBBIX KHUKEK);, XPaHCHHE
JMHUYHBIX JeJl PabOTHUKOB M MHBIX JOKYMEHTOB, OTP@XAlOMMX MEPCOHAIBHBIC JaHHBIC
pabOTHWUKA, BO3IArafoTCsI Ha TUPEKTOPA IIKOJIBL.
2.2. TlepcoHaibHble TaHHbBIE PaOOTHHKOB BMECTE C HEOOXOIUMBIMH IOKYMEHTAMH OCTArOTCA
y paboTomarens WiIH JHLA, OTBETCTBEHHOTO 3a O(QOpMIICHHE NpUEMa U XPaHCHHUS JHIHBIX OEN
COTPYZHWKOB. IIOpSZIOK XpaHEHWsl TPYNOBBIX KHIDKEK YCTaHOBIeH VIHcTpykimed 1o
3aII0JIHEHUIO TPYAOBBIX KHIDKEK.
2.3. Paboromarens o0eclneunMBacT XpaHCHHE NEPBUYHBIX JOKYMEHTOB, CBS3aHHBIX C
00paboTKOM HDOKYMEHTallMM IO y4eTy TpyJAa, KaJpoB ¥ OIUIAaTel Tpyna B opranuzanuy. B
GYXTaITepUH XPAHATCA JTOKYMEHTHI [I0 y4eTy HCIOJIb30BaHUs pabodero BpeMEHH U PacieToB ¢
IIEPCOHANIOM II0 OILIaTe TPyJa.
2.4. Tlpu mepemade MepCOHANBHBIX NaHHBIX paboTHHKa paboToAaTend MOJDKEH COOIIOAATH
crnenyiomue TpeOoBaHuU:
2.4.1. He coo0Wmarh NMEpPCOHATBHBIC JaHHbIC PAOOTHHKA TPEThEH CTOPOHE 0€3 MUCBMEHHOTO
cormacusi paGOTHHKA, 32 WCKIIOYEHHEM CIydaeB, KOLJa OJTO HeoOXOAuMo B HLeNLAX
TIpeIyTIPEXKIEHHs] YIPO3BI XKU3HUA U 30POBHIO PaGOTHHKA, a TAKXKE B CIy4asX, yCTAHOBJICHHBIX
(beneparbHBIM 3aKOHOM; R
2.4.2. He coobmarh NEpPCOHANBHBIE NaHHbIE Pa0OTHHKA B KOMMEPUYECKHX ILesx 0Oe3 ero
[TMCHMEHHOTO COTJIACHS. >
2.4.3. TlpenynpenuTs JIL, MOJYYarOIIHX IIEPCOHANBHEIC JaHHbBIC PaOOTHHKA, O TOM, UTO ITH
JaHHBIE MOTYT GBITH HCIONB30BAHbI JIMIIb B LEJISX, A KOTOPBIX OHU COOOIIEHBI, ¥ TpeOoBaTh
OT 3THMX JHI[ NOATBEPXAEHMs TOTO, YTO 5TO IpaBuiao cobmozeno. Jluma, mONy4daromue
nepcoHanbHble  JaHHBle  PabOTHMKA, ~O00s3aHBEl  COOMIONATH  PeXHM  CEKPETHOCTH
(xoHOGUIEHIHATEHOCTH). [JaHHOE [OJIOXKEHHE He PAacIpOCTpaHseTcs Ha 0OMEH IepCOHAIbHBIMH
JIAHHBIMA PaOOTHHUKOB B IIOPSIJIKE, YCTAHOBIEHHOM (ellepalbHBIMU 3aKOHAMH,
2.4.4. Paspemars [OCTYI K INEPCOHANBHBEIM [aHHBIM DAGOTHHKOB TOJBKO CIEIHANBHO
YIOIHOMOYEHHBIM JIHIIaM, IPH 3TOM yKa3aHHBIE JIHUA NODKHBI UMETh NPABO IOJY4aTk TOJIBKO
Te NEPCOHANBHBIE JAHHBIE PaOOTHHKA, KOTOPhbie HEOOXOIWUMBI UL BBINOJHEHHS KOHKPETHBIX
°-(1>yHI§uHI7I;
2.4.5. TlepemaBaTh mNepCOHANBHBIE AAHHBlE DAGOTHMKA IIPEICTABUTENSM PabOTHHKOB B
nopsake, ycraHoBiennoM TK P®, u orpasnumBath 3Ty HH(OPMAIHMIO TONBKO TEMH
IIEPCOHANBHBIMU JaHHBIME Pa0OTHHKA, KOTOPHIE HEOOXOAUMBI /ISl BBIIOJHCHHA yKa3aHHBIMU
IpeICTABUTENSAMH UX QYHKIUH.
2.5. ITepemava MepCOHANBHAIX JaHHBIX PaOOTHHKA B IIpeJie/iaX OpraHu3aliu:
2.5.1. PaboTomaTens NpenocTapiseT MHGOPMALMIO ¥ HHBIC CBENCHHS, HEOOXOAMMBIC M
IPOBEPKH MPABMIBHOCTH HCYHCICHMS M YIUIATBl HAJIOrOB, OOs3aTeNbHBIX IUIATEXKCH B
rOCYJapCTBEHHYIO OIO/DKETHYIO CHCTEMY; NOKYMEHTBI O ILIATEXECIIOCOOHOCTH; CBENEHHS O
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YHCIIEHHOCTH, COCTaBe paboTraromux, 3apabOTHOH IuIaTe ¥ YCIOBHAX TPyZAa, O HAIUYAH
CBOGOMHBIX paboumMX MECT; JOKYMEHTBI 00 OIIaTe HAJOTOB IO TPeOOBAHUIO OPraHOB BJIACTH
YIIpaBJIeHHs, IPABOOXPAHUTENBHBIX OPTaHOB, IOPUAMIECKUX JUL, IMEIOLIUX Ha 3TO NPaBo.

2.5.2. TlpenoctaBinsiemast uHbOpManus MOXKeT ObITh yCTHOM WM IMMCbMEHHOM, BO BTOPOM
clIyuae — 3aBepeHa I€YaThiO U NOANMCAMH ONpPEACIICHHBIX JIULL. - ’

3. O6a3aHHOCTH padoToaaTe ] 10 XPAHEHHIO H 3aIIUTE MEPCOHATBHBIX JAHHBIX
paboTHHKA

3.1. Paboromarens ofecreunBaeT 3aIIUTY INEPCOHANBHBIX JaHHBIX pabOTHHUKA OT
HEITPABOMEPHOTO HX HCIIONB30BAHHUSA WM YTPATHl 3a CYET COOCTBEHHBIX CPEZCTB B IOPSAIKE,
YCTaHOBJIECHHOM (pefepaIbHbIM 3aKOHOM. '
3.2. Paforomarens 3HAaKOMHT paGOTHHKA IMOJ pPOCIHCh CO BCEMH BHYTPEHHHUMH
NOKyMEHTAaMH, KacaloIlUMUCs Iopsiaka o0paboTky, Iepefayd IepCOHANBHBIX —JaHHBIX
pabOTHHUKOB, O IIpaBax U 00S3aHHOCTSIX B 3TOH 00IAcTH.
3.3. Paboromarens obecHeuMBAET NOCTYN K IEPCOHANBHBIM [aHHBIM DPAOOTHHKA TOJIBKO
YIIOJHOMOYEHHBIM JIUIAM.
3.5. PyxoBoauTens 3akperuiser B IIpukase mo YUpeXACHUIO paclpesieieHHe 00sS3aHHOCTeH
1o 06paboTKe NePCOHANBHBIX JAHHBIX.
3.6. 3ampemaercs o6paboTka MHGOpMALMA B NPHUCYTCTBMH HHBIX JIMI[, KPOME HMEIOLIHUX
IpaBO JOCTYyNa K IMEPCOHANBHBIM JaHHBIM DabOTHHKA. PyKOBOAUTENL XPaHHT JOKYMEHTHI
(TpyIOBbIE KHIKKH B celide); pexoMeHayeTcs mpH 00paboTKe JaHHBIX C OMOIIBIO KOMIIBIOTEPA
3aKpBIBATH [1ApOsieM (aiiiIbl, HMEIOIIHE IEPCOHANIBHEIE JJAHHEIE.

4, IIpaBa pa0OTHHKOB HA 3aAIIUTY NEPCOHANBHLIX JAHHBIX
4.1. Cornacro ¢1.89 TK P® paGoTHHKM HMEIOT IIpaBo Ha:
4,1.1. Tlonnyo uapopMauio 00 UX MePCOHATBHBIX AaHHBIX B 00paboTKe ITUX JaHHBIX;
4.1.2. CoOonHbIi GECIIATHBIM TOCTYI K CBOUM IEPCOHAIBHEIM JaHHBIM, BKIIIOYas [IPaBO HA
MOJTyueHHe KOmui JMOGOH 3allicH, conepXkaiieidl IepCoOHANbHBIE IaHHbIE paOOTHHKA, 3a
HCKJIIOUEHHEM CJIyYaeB, IPeIyCMOTPEHHBIX (heAepalbHbIM 3aKOHOM;
4.1.3. OmpenesneHue CBOUX IIPEICTABUTENEH UL 3AIUTEI CBOMX IEPCOHANBHBIX JaHHBIX;
4.1.4. JlocTyn K OTHOCSINUMCS K HUM MEIMLMHCKUM MAHHBIM C IIOMOINBIO MEJUIMHCKOIO
CIEIHAJIACTA 110 UX BBHIOOPY; o
4.1.5. TpeboBanme 00 WCKIIOUEHUH WIM MCIPABIEHUM HMEBEPHBIX MM  HETOJHBIX
HEePCOHATBHBIX JIAHHBIX, @ TaK)Ke JaHHBIX, 00pabOTaHHEIX ¢ Hapyiiieanem TpeGopanuit TK PO.
IIpu orkaze paGoTomaressi HCKIIOYNTH WM KCIPABHTh IEPCOHANBHBIC NaHHbIC PabOTHHKA OH
¥MeeT IPaBO 3asBUTH B IHCBMEHHOM QopMe paboToZaTeN0o O CBOEM HECOrJacuu ¢
COOTBETCTBYIOIIAM OGOCHOBAaHHEM TAKOTO Hecorniacus. IlepcoHabHBIE JAHHBIE OLEHOYHOIO
XapakTepa paOOTHHK HMEET MPaBO MONOJHKUTE 3asBICHHEM, BHIPAXKAIONIUM €0 COOCTBEHHYIO
TOUKY 3PEHHS;
4,1.6. TpeGopanume 06 usBeleHHH paboTOZATeNIeM BCEX JIMI, KOTOPHIM paHHee OBLIM
COOOIICHE HEBEPHBIE WM HENONHEE IEPCOHANTBHBIC JaHHbiC pabOTHHKa, 000 Bcex
IPOM3BEACHHBIX B HUX UCKIIOYEHMSAX, HCIIPABICHUAX WK JOIIOIHEHHSIX;
4.1.7. PabOTHHKM JOJKHBEI OBITH O3HAKOMIIEHBI [0/ pocmuch ¢ HactosmuM ITonoxeruem. C
TOl NENBIO B YUPEHACHHN OpraHusyeTcs M Bepercs JKypHanm 03HaKOMICHUS pabOTHUKOB ¢
HacrosmM Jlonmoxenuem.
4.1.8. O6xanoBanne B Cyn JOOBIX HENPaBOMEPHBIX JeicTBui wimm  Oe3neicTBUs
paboTonares npu 06pabOTKe M 3alIUTE €0 IEPCOHANBHBIX TaHHBIX.

5. OTBeTCTBEHHOCTH pafoTomATe sl Y JIUII, OCYHIeCTBISIOMHUX paboTy ¢ MepCoOHAILHBIMH
JNAaHHbBIMH
5.1. PabortHuk o0s3aH:
- 3HaTh [lepedens caeneHuil KoHQUICHIHATEHOTO XapakTepa B MOY Cmonenckoit OLLL



- XpaHHTh B TaliHe H3BECTHBIE €My KOHQHICHIMAIbHbIE CBEOCHHUs, HH(YOPMUpPOBATH
pyxoBoauTels 0 (hakTax HapyIICHUs MOpsiaAKa oOpalneHus ¢ KOHGUACHINAILHBIMY CBEICHUSIMH,
0 CTaBIIUX €My M3BECTHBIM IONBITKAX HECAHKIIMOHNPOBAHHOIO JOCTYIIA K HHGOpMAIIHH;

- cobmozaTh IpaBWia IONB30BAHMS NOKYMEHTAMH, NOPSANOK HX YyYeTa U XpaHeHwus,
obecneuuBaTh B Iporecce paboOTHl COXPAaHHOCTh HH(pOPMAIMH, coAepiKalleiics B HHX OT
IIOCTOPOHHUX JIUII;

- 3HAKOMHUTBCS TOJIBKO C TEMH CIy)K€OHBIMH DOKYMEHTaMH, K KOTOPBIM IOJYy4YEeH JOCTYI B
CHJLy HCIIOJIHEHUS CBOUX CIIy)XKeOHBIX 00sS3aHHOCTEH.

5.2  Jluna, BUHOBHBIE B HapyIIECHUH HOPM, PETYIUPYIOMINX MTOJIydYeHUe, 00paboTKy U 3aluTy
NEepPCOHANBHBIX  JAHHBIX  pabOTHHMKA, HECYT [AUCHUIUIMHAPHYIO, aIMUHHCTPATHUBHYIO,
IPaXAHCKO-IIPABOBYIO WJIK YTOJIOBHYK) OTBETCTBEHHOCTh B COOTBETCTBUM C (henepaybHBIMU
3aKOHaMH.

5.3. K coTpynHHKYy, OTBETCTBEHHOMY 32 XpaHEHUE NePCOHATbHOM HHPOpMalUU pabOTHHKOB,
paboTonaTens BIpaBe NPHMEHUTH OJHO W3 JUCIHUIUIMHAPHBIX B3BICKAHWI, MPEIyCMOTPEHHBIX
cr. 192 TK P®, a wuMeHHO: 3amedaHHe, BBITOBOp, yBOJbHEHHE. K JHUCHUILTHHApHOU
OTBETCTBEHHOCTH IIPUBIIEKAIOTCS TOJIBKO T€ paOOTHUKH, KOTOPHIE IT0 YCIOBUSIM CBOHX TPYAOBBIX
JIOTOBOPOB 00s13aHbI COOJIIONATH IpaBUIia paboTHI C IIEPCOHANTBHBIMY JaHHBIMH.

5.4. PaOoromartenb BHOpaBe pacTOPTHYTH TPYHAOBOM JOrOBOP IO CBOEH WHHLIMATHBE IIPH
pasTallleHuH OXPaHsIEMOH 3aKOHOM TaiHbl, CTaBIIEH M3BECTHOH pabOTHHKY B CBSA3H C
HCIIOJIHEHUEM UM TPYJIOBBIX 0053aHHOCTEN.
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