YTBepaeHa Monosa E.B.
DOupektop MBOY «KopuHckaa COLL»
npukas ot 09.01.2020 Ne11/1

I/IHCprRIII/Iﬂ no 06pa60TKe MNEPCOHAJIBHBIX JAaHHBIX, OCYIIECTBJIACMbBIX 0e3 HCI0JIb30BaAHUS
CpeacTB aBTOMaTU3aAllUMA.

1 OO01mmue moJI0KeHus

Hacrosmas Muctpykius paspaborana B coorBercTBUU ¢ «llonoxeHneM 006 0COOEHHOCTAX
00pabOTKM  MEPCOHATBHBIX  JAHHBIX, OCYIIECTBISIEMOH  0€3  HCIONb30BaHUS  CPE/ACTB
aBTOMaTHU3aIum», yTBepxkaeHHbIM [loctanoBinennem IlpaButensctBa PO ot 15.09.2008 No 687,
apnsieTcs jnomnonHeHueM K «llomokenuio 006 00paboTke NepcOHANbHBIX JaHHBIX» B MBOY
«Komuuckas COI» wu onpenensier mnpaBuia padOTbl € MEPCOHATBHBIMU JAaHHBIMM M UX
MaTepHabHBIMU HOCUTEISIMUA O€3 HCIIOIBb30BaHUS CPEACTB aBTOMATH3AIHH.

OOpaboTka MepCOHAJIbHBIX JAHHBIX, IOJYYEHHBIX OT paOOTHHMKA, COAEpKAIIUXCSI B
MH(POPMAIIMOHHON CHCTEME NEPCOHAIBHBIX JAaHHBIX JHOO W3BICYCHHBIX W3 TAaKOW CHUCTEMBbI
CUMTAETCS OCYILECTBICHHON 0€3 UCTIOIb30BaHUS CPEACTB aBTOMATU3alUU (HEaBTOMAaTU3UPOBAHHOM ),
€CTM  TaKWe JICHCTBUS C TEPCOHAIBHBIMU JIaHHBIMH, KaK HCIIOJIb30BaHUE, YTOYHEHHE,
pacnpocTpaHEeHUE, YHUYTOXKEHHE IMEPCOHATIbHBIX JAaHHBIX B OTHOLICHUU KaXJOro U3 CYOBEKTOB
MEPCOHATBHBIX JAHHBIX, OCYIIECTBIISIOTCS TIPU HETIOCPEACTBEHHOM YJYaCTHUH YEJIOBEKA.

JIoKyMeHT, coepXkallluii TMepCOHANbHbIE JIaHHBIE - MaTepUANbHBIA HOCUTENb C
3aKCUPOBAHHOW HA HEM B JIF00OH (opMe mHDOpMammen, comepikamieil epcoHAbHBIC JTaHHBIC
pabOTHHUKOB (WJIM TpaXKaaH B JIOTOBOpax ¢ (PM3MYECKUMU JIMIIAMH) B BHJE TEKCTa, GoTorpaduu u
(MIM) UX COYETAHMUS.

C yuerom OoJbmIOro o0bema (MacCOBOCTH) IOKYMEHTOB, COJEPXKAIUX IEpPCOHATbHbBIE
JaHHBIE, U CTPOTO PETIAMEHTHPOBAHHOTO MOPS/IKA X XpaHEHHS MOMETKa KOH(PHUICHIIMAILHOCTH Ha
HUX HE CTaBUTCS.

C mHacrosimeil WHCTPYKIMEH OJKHBI OBITh O3HAKOMJICHBI IIOJI POCIUCH PaOOTHHKH,
JIOTyCKaeMble K 00pabOTKe MEepCOHANBHBIX JaHHBIX 0€3 HCIIOJIIb30BAHMS CPEACTB aBTOMATH3AIUU.
JIMCTBI O3HAKOMJIGHUSI XPAHSATCS y OTBETCTBEHHOTO 32 CHCTEMY 3allUThl WHPOpPMALKUU B
MH(OPMAIIMOHHON CUCTEME MEePCOHANBHBIX TAHHBIX.

2 Tlopsaok 00padoOTKH MEPCOHATBHBIX JTAHHBIX

[TepcoHanbHble JaHHbBIE JOJDKHBI 000COOJATHCS OT MHOM MH(pOpMalMU MyTeM (pUKcaluu MX
Ha OT/ICJIbHBIX MaTepUaIbHBIX HOCUTENX, B CIICIIMAIIBHBIX pa3jiesiaXx Wi Ha oyisiX popm (OaHKOB).

[TIpu ¢ukcanuu nepcoHaIbHBIX JaHHBIX HA MaTEpUAbHBIX HOCHUTENSX HE JIONyCKaeTcs
¢uKcalys Ha OJIHOM MaTepHUaJIbHOM HOCHUTENE NEePCOHAJBHBIX JAaHHBIX, eI 00pabOTKHU KOTOPBIX
3aBeJIOMO HE COBMECTHMBI. Jljii 0O0pabOTKH pa3IMYHBIX KAaTErOpHH MEepCOHANbHBIX JAHHBIX, JUIS
KaKJOW KaTeropuM IMEpPCOHANbHBIX JAHHBIX JIOJDKEH HCIIOJIb30BATHCA OTIENbHBIA MaTepUalIbHBIMN
HOCHUTEIIb.

PabGotHukm, ocymecTBiasionie o00pabOTKy NEPCOHAIBHBIX JAHHBIX, HWH()OPMHUPYIOTCS
HEMOCPEJCTBEHHBIM HAayaJIbHUKOM (pyKoBoauTesneM) o (akrte oOpabOTKM HMHU IEepCOHAIBHBIX
JAHHBIX, KaTeropusix 00pabaThIBa€MbIX IMEPCOHAJBHBIX JAHHBIX, a TaKXke 00 OCOOEHHOCTIX U
IIpaBUJIaX OCYLIECTBICHUS TaKOW 00pabOTKH.

Tunosble GOpMbI JOKYMEHTOB JAOJKHBI ObITh COCTaBJIEHbI TAKMM 00pa30M, 4TOOBI KaXbIi U3
CyObEKTOB TNEpPCOHAIbHBIX JaHHBIX, COJACpXKAIIUXCAi B JIOKyMEHTE, HMeEJI BO3MOXXHOCTb
03HAKOMHTBCSI CO CBOMMH NEPCOHAIBHBIMH JIaHHBIMH, COJAEPIKAIIUMUCS B TOKYMEHTE, HE Hapylas
MIPaB U 3aKOHHBIX UHTEPECOB MHBIX CYOBEKTOB MEPCOHATBHBIX JTaHHBIX.

XpaHeHue JIOKYMEHTOB, COJEp>KallluX IE€pPCOHAIbHbIE JaHHbIE, OCYIIECTBISETCS B
METAJUINYECKHX IIKadax nin ceidax.

YHUYTOXKEHHE JOKYMEHTOB, COJEpKalluX [EepCOHAJIbHbIE JaHHbIE, OCYIIECTBISETCS
CIOcO0OM, HE MO3BOJISIOIINM B JalbHEHIIIEM 03HAKOMHUTBCS C IIEPCOHAIHBIMU JIaHHBIMHU.



3 O0s13aHHOCTH COTPYAHHUKA, TONYIIEHHOr0 K 00padoTKe NepCOHAIBbHBIX JaAHHBIX

[Ipu paboTe ¢ AOKyMEHTaMH, COJIEpKALIMMU NEepCOHAJbHBIC NaHHbBIE, COTPYAHUK O00s3aH
UCKJIFOUYUTh BO3MOXHOCTh O3HAKOMJIEHUS, IPOCMOTpPA 3TUX JOKYMEHTOB JIMLIAMH, HE JJONYLIEHHBIMU
K paboTe ¢ HUMH (B TOM YHCIIE APYTUMH PAOOTHUKAMHU CBOETO CTPYKTYPHOTO TIOJPA3ICIICHUS).

IIpu BbIHOCE NOKYMEHTOB, COAEP)KAIMX IEPCOHANIbHBIE JaHHBIC, 3a IMPeesibl TePPUTOPUU
MBOY «Koaunackas COL» (mamee - YupexaeHue) Mo ciayxeOHOW HEOOXOTUMOCTH COTPYAHUK
JOJDKEH NPUHATH BCE BO3MOXHBIE MEphl, HCKJIIOYAIOUIME YyTpaTy (yTepro, XHILEHHE) TaKux
JIOKYMEHTOB.

ITpu yrpare (yrepe, XMILIEHUN) JOKYMEHTOB, COJEpKAIUX NT€PCOHANIbHbIE JaHHbIE, pA0OTHUK
005i3aH HEMENJICHHO JOJOXHTh O TakoM (hakTe CBOEMY HENOCPEICTBEHHOMY Ha4YalbHHUKY
(pykoBonuTtento). HenmocpeacTBeHHbIN HayaabHUK (PYKOBOAUTEIB) JOIKEH COOOLIUTH 3aMECTUTEIIIO
JTMPEKTOpa, KypUPYIOIIEMY BOIPOCH! 3amuThl HHPOpManuu o Qaxre yrparbl (yTepe, XUIICHHN)
JOKYMEHTOB, COJEpKalllUX IepcoHanbHble naHHble. [lo kaxaoMmy Takomy (akrty Ha3Hauaercs
CIIy’KeOHO€E pacciael0OBaHuUE.

4 CoTpyaHUKaM, JONYIIEeHHBIM K 00padoTKe MePCOHATBHBIX JAHHBIX 3aNpenaeTcs

4.1. CooOmare CBelIeHHUs, SBISIOMINECS EPCOHATBLHBIMU JTAHHBIMH, JIMLIAM, HE UMEIOLINM IpaBa
JOCTYTIA K 3TUM CBEICHHSIM.

4.2.]lenaTh HEyYTCHHbBIE KOITUHM JOKYMEHTOB, COJIEPKAIINX ITEPCOHATLHBIC TAaHHBIE.

4.3.0cTaBiATh JOKYMEHTBI, COJICpIKAalllie IIEPCOHANBHBIC JaHHBIC, Ha pPa0O4YMX CTOJax Oe3

MPUCMOTPA.

4.4 Tlokuaate MOMENICHUE, HE TIOMECTHB JIOKYMEHTBI C IMEPCOHAILHBIMU JaHHBIMH B 3aKPbIBACMBbIC

ceiibl, mKagwI.

4.5.BbIHOCUTH TOKYMEHTBHI, COJIep>Kallie MepCOHANbHbIE TaHHbIC, U3 MOMEIIeHUH YupexaeHus 0e3

CITy’K€OHOM HEOOXOTUMOCTH.

5 OTBercTrBeHHOCTH

5.1.0TBETCTBEHHOCTh 32 HEUCITOJIHCHHE WJIM HEHAJJIe)KAIllee BBHIMOJHEHUE TpeOOBaHWUU HACTOSIIEH
WucTpykuuu Bo3naraercs Ha pabOTHUKOB M PyKOBOJIUTEINEH TOIpa3aesieHui.

5.2.KoHTponb 32 BBINOJHCHHEM TIOJOKEHWUH Hacrosmied MHCTpyKIuu Bo3jiaraercst Ha
OTBETCTBEHHOT'O 3a CHCTEMY 3alluThl MHPoOpManuu B MHGOPMAIMOHHON CHUCTEME MEPCOHAIbHBIX
JTAHHBIX.

5.3.3a HapylleHHe NpaBUI OOpabOTKM MEPCOHATIBHBIX JAHHBIX, UX HEMPABOMEPHOE pasriallieHHe
WIM  pacHpoOCTpaHEHUE, BUHOBHBIE JIMIIA HECYT JUCLUUIUIMHAPHYIO, aJMUHHUCTPATUBHYIO,
IPaXJIaHCKO-NIPABOBYI0 WJIM YTOJIOBHYIO OTBETCTBEHHOCTH B COOTBETCTBHUM C JIEHCTBYIOIIMM
3aKOHOAATEIbCTBOM.

5.4.B cnyyae eciau B pe3ynbTaTe JeHCTBHM paOOTHMKA ObLT NPUYMHEH MOJUICKALINH BO3MELICHUIO
paboronatenem ymiepd TpeThUM JUIlaM, pabOTHUK HECET Mepen padboTopaTelieM MaTepuaIbHYIO
OTBETCTBEHHOCTb B COOTBETCTBUH ¢ riaBoi 39 Tpynosoro konekca PO.

5.5.B ciydae pasrnamieHusi NepCOHAIbHBIX JAHHBIX, CTaBIIMX M3BECTHBHIMH PAa0OTHUKY B CBS3H C
UCIIOJJHEHUEM UM TPYJOBBIX OOs3aHHOCTEH, B TOM YHCII€ pa3IJIAIICHUs MEPCOHAIBHBIX JaHHBIX
Ipyroro paOOTHHKA, TPYIOBOM JOrOBOp ¢ paOOTHUKOM MOKET OBITH PacTOPrHyT padboTonaTeneM
(moanmyHKT «B» nyHKTa 6 ctatbu 81 TpymnoBoro koaekca PO).



