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Ha o6meM coOpanuu Tpya0BOTro [Tpukazom Ne56 /O
KOJUJIEKTHBA ot 12.08.2020 r.

[TpoToxon Ne4. Ot 12.08.2020 r.

HOJIO)KEHME
00 00padoTKe M 3alUTE MEPCOHAJBHBIX JAHHBIX PA00OTHUKOB

1. OBIIME ITOJIOXKEHUA
Hacrosee lonoxenue o 3aniure nepcoHanbHbIX JaHHBIX paOOTHUKOB
MyHUIMTIaTBHOTO OFOIKETHOTO JTOIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKICHUS
«Jlerckoro cana Ne22y (nanee — Ilonoxkenue) pazpaboTaHO C LETBIO 3aLUTHI
uH(pOpMaIUK, OTHOCSAIIEIHCS K JUYHOCTU U JIMYHOM )XKM3HU PaOOTHUKOB
MyHUIIMTIaNBHOTO OFOJIKETHOTO AOLIKOIBHOTO 00pa30BaTENbHOTO YUPEKIACHUS
«Jletrckoro cana No22» (nanee - brokeTHOE yUpEKIEHHUE), B COOTBETCTBUHM C
denepanbHbIM 3ak0HOM «O0 00pa3zoBanuu B Poccuiickoit denepanumy» oT
29.12.2012r. Ne 273-@3; co crateel 24 Konctutynun Poccniickon @enepanuu,
TpynossiM kozekcoM Poccniickon @enepanun n OenepanbHbIMU 3aKOHaMH OT 27
utotist 2006 romga Ne 149-03 «O6 unpopmannu, THOOPMAITMOHHBIX TEXHOJOTUIX U
o 3amute naHpopmamumy, ot 27 uroist 2006 r. Ne 152-D3 «O nepcoHAIBHBIX
JAHHBIX).
1.2. [lonoxeHue o 3alIUTe NEPCOHAIBHBIX JAHHBIX PAOOTHUKOB YCTaHABIUBAET
HOPSAZIOK MOTY4YEeHHUs], yueTa, 00paOOTKH, HAKOIUICHUS U XpaHEHHsI TOKyMEHTOB,
COJEp KaINX CBEACHUS, OTHECEHHBIE K MEPCOHAIBLHBIM JaHHBIM paOOTHHUKOB
yupexaeHus. PAOOTHUKaMU CUMTAIOTCS JIMIIA, pAOOTAOIINE B YUPEKIECHUU 110
TPYJOBOMY JIOTOBODY.
1.3. Ileapro HacTosmero I1omoxkeHus sIBIIsIETCS UCIOIHEHUE 3aKOHOIATEILCTBA
P® B 00s1acTH 3a1UTHI IEPCOHANBHBIX TAHHBIX.
1.4. K aktram 00s13aT€IbHBIM K HMCIOJHEHUIO B BIOKETHOM yupeKIeHun
OTHOCATCA 3aKOHO1aTeIbcTBO PD B cdepe 3amuThl UHPOpMALIUH, a TAKKE
MPUHATHIE HA €M0 OCHOBAHUU JIOKAJIbHBIE HOPMATUBHBIE aKThl YUPEKICHHUS.
1.5. Hactosmee [Tomoxenue o 3ammTe nMepcoHANbHBIX TAHHBIX JOJDKHO OBITh
MOJIITMCAHO 3aBeAYIONINM BI0O/DKETHBIM yupexaeHueM, U Bce pabOTHUKHU JTOKHBI
OBITh MMCHbMEHHO MOJ] POCIIHCHh 03HAKOMJICHBI C HUM.
2. IIOHATHUE U COCTAB ITEPCOHAJIBHBIX TAHHBIX
2.1. Ilox mepcoHANbHBIMU JaHHBIMH PAOOTHUKOB TTOHUMAETCS] HH(POPMAIIHS,
HeoO0XoiuMasi paboToIaTeNI0 B CBS3U € TPYAOBBIMH OTHOLICHHUSIMH U KacaroIascs
KOHKPETHOTO pabOTHHKA, a TaKKe CBEJICHUsI O (pakTax, COOBITUSIX U



00CTOATENBCTBAX KU3HU PaOOTHHKA, TO3BOJIAIOIINE UACHTU(DULIIUPOBATH €T0
JUYHOCTb.

2.2. CocTaB nepcoHaIbHBIX JAaHHBIX PAOOTHHKA:

- aHKeTa;

- aBToOHorpadus;

- oOpa3oBaHue;

- CBEJICHHSI O TPYJOBOM M OOIIIEM CTaXKE;

- CBEJICHMSI O TIPEABIAYIIEM MECTe PaboThI;

- CBEJICHUS O COCTaBE CEMbH;

- MaCMOPTHBIC JJAHHBIC;

- CBEJICHUS O BOMHCKOM YUETE;

- CBEJICHUS O 3apab0THOM IJIaTe COTPYIHUKA;

- CBEJICHUS O COLMAJIbHBIX JIbIOTaX;

- CEIUAJIbHOCTB;

- 3aHUMaeMas JI0J>KHOCTh;

- pa3Mep 3apabOTHOM TIJIAThI;

- HaJIM4ue CyJIUMOCTEN;

- aJIpec MecTa )KUTEIbCTBA;

- TOMaIIHui TenedoH;

- COJIepKaHue TPYAOBOTO J0TOBOPA;

- COJIepKaHue JIeKIapalliu, M0/IaBaeMO B HAJIOTOBYIO MHCIIEKIIUIO;

- MOJJTMHHUKY Y KOTIMH MPUKA30B IO JIMYHOMY COCTaBY;

- JINYHBIE Jiej1a U TPYJOBbIE KHIKKU COTPYTHUKOB;

- OCHOBaHUS K MpPHUKa3aM IO JMYHOMY COCTaBY;

- JIeia, CoiepIKalle MaTepuasbl IO MOBBIIIEHUIO KBATU(UKAIIUU U
MEepEenoAroTOBKE

COTPYIHUKOB, MX aTTECTAI[UH, CIIY)KEOHBIM PacCiIeIOBaHUSM;

- KONIMU OTYETOB, HAIIPABJISIEMbIE B OPTaHbl CTATUCTUKH;

- KOTIMH IOKYMEHTOB 00 00pa30BaHNH;

- pe3yibTaThl MEIUIIMHCKOTO 00CIIEIOBAHUS Ha MTPEAMET T'OJHOCTH K
OCYIIECTBJICHHUIO TPYJIOBBIX 00S3aHHOCTEM;

- ororpaduu u vHBIE CBEIEHUS, OTHOCSIIUECS K MEPCOHAIBHBIM JaHHBIM
pabOTHUKA;

- peKOMEH AN, XapaKTePUCTUKH U T.II.

2.3. YkazanHbie B 11.2.2. CBEJICHUS SIBJISIIOTCS KOH(UICHIINATBHBIMU U HE
MOJIeKAT pas3TJIallleHUI0 HHAaYe KaK 10 OCHOBAHUSIM, IIPETYCMOTPEHHBIM
3aKoHOAaTeILCTBOM P®. PesxxuM 3aliUThl MEPCOHATIBHBIX JaHHBIX MOXKET OBITh
CHST T10 UCTEUEHUHU 75 JIeT, eclii OOJIBIIHNKI CPOK HE PEAYCMOTPEH
3aKOHOJIATEIHCTBOM HJIA COTJIAIIICHUEM C paOOTHUKOM.

3. OBA3AHHOCTHU PABOTOJATEJISAA

3.1. B nensx ucnonHeHus TpeOoBaHU 3aKoHOAaTENhCTBA PD nipu 06padoTke
MEPCOHANILHBIX JJAHHBIX, BCE PAOOTHUKH BIOKETHOTO YUPEKICHUS TOJKHBI
UCIIOJTHSTH YCTAaHOBJICHHBIN MOPSAOK pabOTHI:



3.1.1. PabGoTa ¢ nepcoHaNbHBIMU TaHHBIMH PAOOTHUKOB J0JKHA HE HApyLIaTh
TpeboBaHMii 3akoHOAaTeNbCTBA PD 1 jJOKaNbHBIX HOPMATHUBHBIX AKTOB
OpraHu3alliu, U JOJHKHA ObITh HEMOCPEJACTBEHHO CBA3aHa C OCYIIECTBICHUEM UMHU
CBOMX TPYJIOBBIX (PYHKITUH.

3.1.2. Ilpu cbope u 06paboTKe MepCOHANBHBIX JAaHHBIX pAa0OOTHHKA pab0OTOAaTEIIb
JokeH pykoBojcTBoBaThesi Koncturyuueit PO, TpynoBsim kojgexkcom PO u
WHBIMU (efiepalibHBIMU 3aKOHAMH.

3.1.3. [lepcoHanbHbIE TaHHBIE PAOOTHUKOB JTOJKHBI OBITh IOJY4YE€HBI TOJIBKO
HEMOCPEACTBEHHO Yy Hero. Ecnu 15 00paboTKH €ro JaHHBIX WIH UX MOTYYCHUS
MPUBJIEKAETCSA TPETHH JIULA, TO PAOOTHHK JOJDKEH J1aTh MIPEABAPUTEILHOE
NUCBbMEHHOE coriacue Ha 3T0. OTHOBPEMEHHO paOOTHUK JOKEH OBITh
YBEJOMIIEH O LEJISIX cOopa MH(pOpMAIMU, HCTOYHUKAX €€ MOJYyYEHHUs], a TAKKE O
MOCJIEJICTBUSIX OTKAa3a OT NPEIOCTaBICHUSI TMCbMEHHOIO COTJIacusl Ha cOOp
uHdOopMaIH. .

3.1.4. IlepconanpHble JaHHbIE PAOOTHUKA O €TO MOJIUTUYECKUX, PETUTHO3ZHBIX U
UHBIX YOSKJICHUAX, YACTHOH JKHU3HHU, a TAK)KE YWICHCTBE B OOLIECTBEHHBIX U
po(COIO3HBIX OpraHU3alUAX HE OJIeKaT cOOpy BIOKETHBIM yUpeKACHUEM,
€CJIM HHOE HE NPEyCMOTPEHO 3aKOHOAATEIBCTBOM.

3.1.5. 3amumra nepcoHanbHbIX JaHHBIX paOOTHUKA JOKHA 00eCeUnBaThCS
HOJIHOCTBIO 32 CUeT paboToAaTess.

3.1.6. bromxeTHOe yupekaeHne 00513aH0 TIpH NprUeMe Ha paboTy, a TAKKe MpU
JTHO0BIX U3MEHEHUSX MPAaBUIT PAOOTHI C TEPCOHATIBHBIMU JAaHHBIMUA MUCHbMEHHO
3HAKOMUTH C HUMH BCEX PaOOTHUKOB YUPEXKICHHUS.

3.1.7. bromxeTHOe yupeKIeHHE HE UMEET MPaBo MPUHYKAATh pAOOTHUKOB K
OTKa3y OT CBOMX MPAaB HA 3aIIUTY NEPCOHATBHBIX JaHHBIX.

4. OBA3AHHOCTHU PABOTHUKA

PaGoTHuK 00s13aH:

4.1. [lepenatp paboToaTENIO BCE IEPCOHATILHBIC JIAHHBIE, YKa3aHHBIE B
COOTBETCTBYIOIIUX JOKYMEHTAX.

4.2. B ycTaHOBJICHHBIN MTpaBUIIaMHU CPOK cO00IIaTh paboToAaTeNt0 00 H3MEHEHUN
CBOMX NEPCOHAJIbHBIX JaHHBIX.

5. MIPABA PABOTHHUKA

PaGoTHUK uMeeT mpaBo:

5.1. Ha npocMoTp nepcoHanbHOi HHGOpMALIMK, UMEIOLIeCcs K padoToIaTeIo.
5.2. Ha cBoOoaHBIN OeCIUIaTHBIA U HEOTPAaHUYEHHBIN JOCTYI K CBOUM
MIEPCOHANILHBIM JAHHBIM, B TOM YHCIIE IPABO HA MOJTYYEHUE TOITBEPHKAAIOLINX
JIOKYMEHTOB B BUJIE CIPABOK, KOMUI WK B BUJIE€ HHOTO APYroro o(GpUinagIbHOTro
JIOKYMEHTA.

5.3. Ha noctyn Kk MEAUIIMHCKAM JAHHBIM C IIOMOIIbI0 METUIIUHCKOTO
CHELMAIUCTAa 110 CBOEMY BBIOODY.

5.4. TpeOoBaTh BHECTH U3MEHEHUS WIH YAAIUTH MEPCOHATBHYIO HHPOPMAIIHIO,
NOJIy4YEeHHYI0 paboTo1aTeIeM B HapylIeHHe HACTOSIIUX npaBuil. 3meHeHus
BHOCSITCSI HA OCHOBAaHWHU MUCHbMEHHOIO 3asIBJIEHUsI PaOOTHHKA.

5.5. IlotpeboBath OT paboTOMATENSI U3BECTUTH BCEX JIUII, pAHEE MOTYIUBIIUX 110
BUHE paboToAaTeNs HEMOJIHbIE WIIM HEBEPHBIE NIEPCOHANIbHBIE JaHHBIE O



pabOTHUKE.

5.6. O6xanoBaTh B Cy1€0HOM MOPSIIKE JIIOObIE HEIPABOMEPHBIE AEUCTBUS UIIH
Oe3nelicTBue paboToaarens npu oOpabOTKE U 3aIUTE NEPCOHAIBHBIX JaHHbBIX
paboTHUKA.

6. CbOP, OBPABOTKA U XPAHEHUE IIEPCOHAJIBHBIX IAHHBIX
6.1. O6paboTKa NepCOHANBHBIX JAHHBIX PAOOTHHKA - 3TO MOJIy4eHHE UH(OPMALIUU
U3 pa3IMYHBIX UICTOYHHUKOB, €€ XpaHEHUE, 00pabOTKa, a TAKXKe K000 APYyroe
UCIIOJIb30BaHUE.

6.2. [lepconanbpHbIE JAHHBIE PEAOCTABIISIOTCS CAMUM PAOOTHUKOM ITyTEM
3aIlOJIHEHHUSI aHKEThI YCTaHOBIEHHON (hopMbl. PaboTomarens 00s3aH mpu ux
MOJTyYE€HUU MPOBEPUTH 3asBIICHHBIC JTaHHBIC IPEIBSIBICHHBIM MOATBEPKIAOIINM
JIOKYMEHTaM.

6.2.1. AHKeTa COIEPKUT BOIIPOCHI O MEPCOHAIBHBIX TaHHBIX PAOOTHHKA.

6.2.2. AHKeTa ToJKHA OBbITh 3al0JHEHa pa0OTHUKOM JIMYHO. Bee mosist aHkeTbl
JIOJKHBI OBITh 3aII0JTHEHBI, a IPU OTCYTCTBUU MH(OPMALIMU B COOTBETCTBYIOLIEH
0JI€ TOJKEH CTaBUThCS pouepk. COKpaleHUs PU 3aII0JIHEHUU aHKEThI HEe
JIOTIYCKAIOTCA, TAKXKE KaK U UCIPABICHUS U 3auepKuBaHus. B aTom ciydae
pabOTHUK 00sA3aH 3al0JIHUTh aHKETY 3aHOBO.

6.2.3. AHkeTa paOOTHUKA XPAaHUTCS B IMYHOM JI€JI€ Y OTBETCTBEHHOTO JIMLA
paboToiaTens BMECTE C MPEJOCTABICHHBIMU JOKYMEHTaMH.

6.2.4. JInunoe neno paboTHHKA 0POPMIIIETCS TIOCIIE BCTYIUICHHS TPYIOBOTO
JIOTOBOPA B CHITY.

6.2.5. JInuHOE AeJI0 XpaHUTCS B MaIKax «JeJI0» YCTaHOBJIEHHOTo 00pa3ua, Ha
KOTOpOM yka3biBatoTcst HoMmep nena u @.1N.0. paboTHuKa.

6.2.6. JInunoe aeno BKIto4Yaet ABe ¢GoTtorpaduu paboTHUKA 3 X 4 cM.

6.2.7. Bce TOKyMEHTBI JUYHOTO AENIa XPAHATCS CTPOrO B XPOHOJIOTUYECKOM
HOpsJKE, C MPOCTABICHUEM JIaThl UX MOJIYYEHHUS, a TAK)KE HyMepaluu.

6.2.8. JInuHoe Aeno nocue npekpaileHus TpygoBOTO JOTOBOPA C COTPYIHUKOM
nepeaeTcs B apXUB, U XPAHUTCS YCTAHOBJIEHHBIE 3aKOHOJATEIbCTBOM CPOKH.

7. HEPEJAYA ITEPCOHAJIBHBIX TAHHBIX

7.1. IIpu ocyiiecTBICHUN NEepeladu IEPCOHATBHBIX JAHHBIX pAOOTHUKOB TPETHUM
JUIaM paboToIaTeNb 00s3aH:

- He co001aTh NepCOHANIbHBIE JaHHbIE 0€3 MOJYYEHHOTO MMCbMEHHOTO COTJIacHs
pabOTHUKA, KPOME CIIy4aeB, KOrJia Takue 00sI3aHHOCTU YCTAHOBJICHBI
3aKOHO/IaTeJIHCTBOM;

- HE TiepeIaBaTh NepCOHANbHBIC JaHHBIC pa0OTHUKA ISl KCTIOJIb30BAHUS B
KOMMEPUYECKUX IIEIISX;

- TpeOOBaTh OT TPETHUX JUI] COOJIIOICHUS TIPABUIT pabOTHI C TEPCOHATBHBIMU
JTAaHHBIMU, a TaK)Ke TIPEIOCTABIICHUS TUCHMEHHOTO TIOJITBEP K ICHUS
UCIOJIb30BaHUs IEPCOHANIBHBIX JAHHBIX B MOPAIKE, IPEIyCMOTPEHHBIX
HACTOSALIUM MOJ0XKEHHEM O 3aIIUTE EPCOHANBHBIX JaHHbIX;

- 1aBaTh JOCTYII K NMEPCOHATBHBIM JaHHBIM TOJIBKO JIUIAM, UMEIOLIUM
COOTBETCTBYIOIIUHI AOMYCK U UCIIOJIb3YIOIIUX UX TOJBKO JJIsl BHITTOJHEHUS
KOHKPETHBIX OJITHOMOYH;



- He UcTpeboBaTh NH(OPMALIUIO O COCTOSIHUU 3/10pPOBbs paOOTHHKA, 32
UCKIIFOYCHUEM JJAHHBIX, KOTOPbIE MOTYT MOBJIHSATH HAa UCIIOJIHEHNE pAaOOTHUKOM
CBOUX TPYJOBBIX 00SI3aHHOCTEH.

8. JOCTYII K HEPCOHAJIBHBIM JAHHbBIM COTPYJHUKA

8.1. BuytpenHnuii qoctyn (Mcnoiib30BaHue HHGOpMALIMKU paOOTHUKAMU
YUPEKACHUS).

[IpaBo mocTyma K mepcoHaILHBIM TaHHBIM Pa0OTHUKA UMEIOT:

- 3aBEIYIOIINMN YUPEKICHUEM;

- 3aMECTUTENb 3aBEAYIONIETO M0 aIMUHUCTPATUBHO-X035IMCTBEHHOM padoTe;

- MEAUIIMHCKAs CEeCTPa;

- JIEJIOTPO3BOIUTENb;

- caM pabOTHHK.

8.2. Buemnuii noctyn (rocyJapCTBEHHBIE CTPYKTYPHI).

[lepconanbHble TaHHBIE PAOOTHUKOB MOTYT MIPEAOCTABIISATHCS TOIBKO MO 3apocy
KOMITETEHTHBIX OPTaHOB, UMEIOIIUX COOTBETCTBYIOIINE MTOJTHOMOYHS:

- enepanbpHas HaJIOTOBas CIyK0a;

- PABOOXPAHUTEIIbHBIC OPTaHbI,

- OpTraHbl CTAaTUCTUKU;

- OIOpPO KPEAUTHBIX UCTOPUH;

- BOCHKOMATBHI;

- OpraHbl COIIMAIBHOTO CTPaXxOBaHUs;

- IEHCUOHHBIE (POH]IBI;

- IOAPA3ACIICHAS] MYHUIIUITAJIbHBIX OPTaHOB yIIPABIICHHUS.

8.3. Jlpyrue opranuzainuu (TpEThHU JIUIA).

Ceenenust 0 pabOTHUKE (B TOM YHCIIC YBOJICEHHOM U3 JJAHHBIX apXUBa)
MPEIOCTABIISIOTCS] TPETHUM JIUI[aM Ha OCHOBAHHMH NMUChbMEHHOTO 3asBJICHUS CAMOTO
paOoTHHKA.

8.4. POACTBEHHUKH U YJIEHBI CEMEMN.

[lepconanbHble TaHHBIE PAOOTHUKA MPEOCTABIISIIOTCS POJICTBEHHUKAM UJIH
YJICHaM €T0 CEMbH TOJBKO C MTUCHMEHHOTO pa3pelieHus pabOTHHKA.

9. 3AIIIMTA NEPCOHAJIbBHBIX JTAHHBIX PABOTHHUKOB

9.1. B pamkax peanuzauuu NyHKTOB Hactosuiero [lonoxenus o 3ammure
MIEPCOHAJILHBIX JJAHHBIX PAOOTHUKOB, 3aBEAYIOIIMN BIOKETHOTO YUpeKICHUS
W3/1aeT MpHUKa3 O Ha3HAYEHUH JIMIa, OTBETCTBEHHOTO 3a COOJIIOICHUE TIOPSIIKa
paboTHI C MEPCOHATBHBIMH TAHHBIMU pa0OTHUKOB, Ha KOTOPOM JIC)KAT BCE
00s13aHHOCTH 10 00eCIIeYeHNI0 KOH(PUACHIIMAIIBHOCTH TIOJTYICHHBIX JIAHHBIX, a
TaK)Ke OpraHu3aIuy paboThl C HUMHU.

9.2. Iloctynaromiye 3ampockl OT TPETHUX JIUIT HA TIPEI0CTABICHNE TTEPCOHATILHOMN
nHpopMaIuu o pabOTHUKE TOJKHBI BUSUPOBATHCS FOPUIUYECKON CITYKOOM ¢
pe30IoIel 0 BO3MOKHOCTH OTBETA M TMOJTHOTE MPEA0CTABIIEMON HH(OPMAITUH.
9.3. Ilepenaya nadopMamy IPOUCXOAUT TOJIBKO B THCBbMEHHOM BHJIE. 3aIIPOC
JIOJDKEH OBITH CJIEIaH B MUCHbMEHHOM BHUJIE C YKa3aHUEM BCEX PEKBU3UTOB JIUIIA,
3amparnuBaroniero nHpopmanuio. OTBET A0HKEH ObITh c/iesIaH Ha (GPUPMEHHOM



OJaHKe KOMIIAHUH U OTIPABJICH JTUO0 KypbepCKOil ciyk00M, 100 3aKa3HbIM
IIMCBMOM.

9.4. Bece nostyueHHbBIE IEPCOHAIIBHBIE TAHHBIE JOJDKHBI XPAHUTHCS B MECTE,
VCKJIIOYAIOIIEM HECAHKIIMOHUPOBAHHBIX JTOCTYII TPETHUX JIULI.

9.5. DneKTpoHHbIE HOCUTENN UHPOPMALIUH, JOJIKHBI OBITH 3alUILEHBI
KpUNTOrpapuuecKUMHU CpEeCTBAMU 3aLIUTH HHPOPMAIIH.

10. OTBETCTBEHHOCTD 3A PA3IJIAIIEHUE UTHO®OPMAIIUUN,
CBSI3BAHHOM C NIEPCOHAJIBHBIMUM JTAHHBIMH PABOTHUKA
10.1. JInua, npu3HaHHBIE BAHOBHBIMU B HAPYLIEHUH TOJIOKEHUN HACTOSAIIETO
[TonoxeHus o 3alMTe MEPCOHANBHBIX TAHHBIX pA0OTHUKOM MPUBIIEKAIOTCS K
JVCHHATUIMHAPHOW, aIMUHUCTPATUBHOM, I'PAKIAHCKO-TIPABOBOW U YTOJIOBHOU
OTBETCTBEHHOCTH, B ITOPSAKE NMPEIyCMOTPEHHOM 3aKOHOAATENBCTBOM PD 1
JIOKaJIbHBIMA HOPMAaTHUBHBIMU aKTaMHU.
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