[Ipunsto
Ha rnegarornyeckom cosere Neo2 ot
12.09.2019 .,

E.B.Uanuesa
9.2019r.

INOJIO)KEHHUE
O 3AIIUTE NEPCOHAJIBHBIX IAHHBIX PABOTHUKOB
MYHHIIHNIAJIBHOI0 0K/ IKeTHOr 0 0011e00pa30BATENLHOI0 YUpeKIeHHs
IleTpo3aBoOACKOro ropoCKOro OKpyra
«Cpeanns odueodpasoBaTte/ibHas mwkoaa Ne 7 umenn @egopa Tumockaiinena»

1. OBIIIME MMOJIOKEHUA

1.1. Hacrosiee nosioxeHue onpeaenseT DOPSAoK co31anus, 00paboTku, nepeiauu, XpaHeHUs |
3alUTHI TEPCOHAIBHBIX JaHHBIX PA0OTHUKOB YUPEKIACHHS.

1.2. Hacrosmee mnonoxeHne paspadoraHo Ha ocHopaHuu rmasel 14 (ct. 85-90) Tpynosoro
koaekca P®, koTopas BBOAWT MOHSTHE TMEPCOHATBHBIX JAHHBIX PaOOTHHUKOB W YCTAHABIHBACT
o0ume TpeQopaHus 10 00padoTKe, YCTAHOBICHHIO [10PsAKAa XPAHEHHS, HCIIOIb30BaHHI H
repesavyy ITHX JaHHBIX, 4 TAK)KE TAPAHTHH WX 3alIHTHI.

1.3. TlepcoHanbHble TaHHBIE OTHOCHTCS K KaTeropHu KOHQHUICHUHAIBHOH WHOOpMauUny.
KoHpuieHIHATBHOCT, COXPAaHHOCTh M 3alHTa MEPCOHATBHBIX JAHHBIX OOecreynBaroTCa
OTHECEHHEM MX K cepe HerocynapcTeeHHOH (cimyxedbHoil, npodeccrnonansHol) TalHbL,

1.4. Opradnzaimio padoThl MO 3aLIMTE INEPCOHATBHBIX NAHHBIX PAOOTHHUKOB YHPEKICHHS
OCYIIECTBIIIET 3aMECTHTENb JHpeKTopa Mo obecreueHHIo O€30MacHOCTH, CEeKpeTaph M
CTICUHMATTHCT MO Kaapam.

2.TTIOHSITHE U COCTAB NEPCOHAJIbHBIX JAHHBIX PABOTHHKOB

2.1. TlepconanbHbie maHHbIe pPabOTHUKA YUpEkKIEHUS—TO HHPopManus o pabOTHHKE,
BKJIIOUAOIAs CBEICHUSA O (pakrax, cOOBITHAX M OOCTOATENLCTBAX €0 JKH3HH (HE3aBUCHMO OT
(hopMBI HX IIpeaCcTaBIeHH ), HeoOXoamman /Ui HACHTH(HKAITHA eT0 THIHOCTH,

2.2. B cocraB IOKYMEHTOB, COAEpXKalHX MEPCOHAIBHBIC TaHHBIE PAabOTHUKOB YUPEKICHHS,
BXOIAT:

2.2.1. JlokyMeRTaIMs 110 OpraHu3aliuy paboThl ceKpeTaps U CHIeNUannCTa 1o Kajpam.

® JIOKYMEHTBI, PErilaMeHTHPYIOIIHE CTPYKTYPY M JCATEIBHOCTh CEKpeTaps W CrelHainucTa 1o
KaapaMm (DO/DKHOCTHAsi WHCTPYKIHS CeKpeTaps W CIIelHallicTa 10 KajpaM, TpHKasbl H
PacTopsKEHNUS PYKOBOJCTBA YUPEKICHUS, PErIaMEHTHPYIOIIHE CTPYKTYPY M TOPSIIOK paboThl
COTPYIHUKA KalpoB);

e paboune WHCTPYKLUHH (MOPSIKH, MOTOKEHHS) MO BEICHHIO NOKYMEHTALMHM CeKpeTapeM H
CMIEUHAIMCTOM I10 KaapaMm, GOPMHPOBAHHIO MEPCOHANIBHBIX JaHHBIX PabOTHHKOB B KOMILIEKCHI
(munbIe nesa, 6a3el JAHHBIX U T.I1.), TOPSIKY apXHBHPOBAHHUSA U XPAHCHHIO JOKYMEHTOB,

2.2.2. Jloxymenrtanus, obpasyromasicss B HPOLECCE OCHOBHOH NESTENBLHOCTH YUPEKACHHS |
cojleprKalas nepcoHajIbHble TaHHbIE PAOOTHHKOB:

® JIOKYMEHTBI, CONPOBOKIAIONINE Mpolece OPOPMICHHA TPYIOBBIX OTHOMICHHH pabOTHHKOB
YUPEXKJEHUs ITPH prueme Ha paboty, nepeBojie, YBOJIbHEHHM U T.11.;

® MarepHalbl MO0 [MPOBEICHHUIO CODeCeOBAHUHM, TECTHPOBAHHIO, arrecTalny pabOTHUKOB
YUK ICHHS;

® [10/UIMHHHUKY ¥ KOITHHU NPUKA30B 10 THYHOMY COCTABY, @ TAKXKE JIeJ1a UX COJIepIKallne;

® TUYHBIE JI€J1a U TPYAOBIC KHHKKH Pa0OTHHKOB YUPEXkK/ICHHUS;

® KapTOTEKH, *KYpHaIbl, 6a3bl ZaHHBIX TTO TIEPCOHATY YUPEIKICHHSA,




® [TOJUTHHHUKHU U KOTTHK OTYETHBIX, AHAITHTUYECKUX U CIIPABOYHBIX MaTEPHAIIOB, NEpe1aBacMbIX
PYKOBOJCTBY YUPEKICHHS,

*KOITHH JIOKYMEHTOB (OTYETOB, CIPaBOK M Mp.), HANPABISEMBIX B TOCYAAPCTBEHHbBIC OpTaHEbI
CTATHCTUKH, BBIMICCTOSALIME OPraHbl YIIPaBIEHUS U IPYTHE YUPEIKIACHUS,

*LITATHOE PACTIHCAHHUE YUPCKICHHS;

CITHCOK COTPY/IHHKOB YYDEXICHHS C yKa3aHHeM OCHOBHBIX OHMOrpaMYecKMX OaHHBIX: TOI
pOXKICHWS, 00pa30BaHNE, MECTOKHUTETLCTBO, TOMAIIHAI TenedoH u ap.;

eTalenu y4eTa HCITONTb30BaHus paboyero BpeMeHH W pacyeTa 3apaboTHOM riarh;
®JIOKYMEHTALUS 110 HAYUCIICHHIO 3apaboTHOM T/1aThI;

*PACYCTHO-TIIATEXKHbIC JOKYMEHTBI 10 3apaboTHOH r1uiate (JTMLeBble cyeta pabOTHHKOB,
pacueTHO-TIATEKHBIC BEJOMOCTH U /1p.).

3. OBPABOTKA INEPCOHAJIBHBIX IAHHBIX PABOTHUKOB

3.1. Bce mepconanbHBle jaHHBIC pabOTHHKA YUPEXNAEHHS TOJNYuaiOTCs CEKpeTapeM H
CIICHMAIIMCTOM TI0 KajZpaM y Hero camoro. Ecim nepcoHanbHble AaHHBIE paGOTHHKA, BO3MOKHO,
MOJYYMTh TOJBKO Yy OPYIHX OpraHM3alMi, yYpe)JIeHHH M TIpaxaaH, TO KaJposas ciyxba
3apaHee yBeAOMIISICT 00 3TOM pabOTHHKA W MOIYy4YaeT OT HErO MHChMEHHOE COTIIACHE.

3.2. locnenctBusMu OTKaza pabOTHHKA JaTh NHCBMEHHOE COIVIACHE HA TIONYYCHHE €ro
MEPCOHANTBHEIX TAHHBIX Y IPYIUX OPraHH3aluii, YUpekIeHUH U IPaxIaH ABISIOTCS:
*OTCTPAaHEHHE OT paboTl —TIPH OTCYTCTBHHM MEIHLHMHCKOTO 3aK/IIOYEHHS O TMPOXOKICHHH
00513aTeILHOTO MPEIBAPUTEILHOTO HIIN IIEPHOANYECKOTO MEAHITMHCKOTO OCMOTDA;
*PACTOPIKEHNE TPYJOBOTO JOTOBOpA — €C/IH HeoOX0MMMEIH ypoBeHb KBaH(pHKAUHN paboTHHKA
JUis BBIOJIHEHHSE KOHKPETHOM padoTel HE 110JTBEPHKIACH COOTBETCTBYIOIMMH JIOKYMEHTAMH 00
o0pa3oBaHuu;

*0TK43 B NpHEME Ha paboTy — eCIH /Ulsl 3aKTIOYeHHS TPY/I0BOTO IOrOBOPa HE TPEACTaBIEHBI
HEOOXO0IMMblE TOKYMEHTHL:

*0TKa3 B TNPEAOCTABJICHWH IBIOT — €CIM HE NPEJACTABICHBl JOKYMEHTbI, MOATBEPKIAIOLIHE
npasa paboOTHHKA Ha HUX.

3.3. Ilpenocrasienne paGOTHHKOM TOJIOKHBIX JOKYMEHTOB WIIH JIOKHBIX CBEIEHHIL IIpH
3aKIIOUCHHUM  TPYZOBOTO JIOrOBOpA SABJISETCS OCHOBAHHEM JUI pPACTOPXKEHHS TPYHIOBOTO
JI0rOBOpA.

3.4. Mcxmiodenne WM WCHPABICHHE HEBEPHBIX WIIM HEMOJHBIX [IEPCOHAIBHBIX JaHHbIX
PabOTHHKOB yYPEKIIEHHs OCYIECTBIISIET CEKpeTaph M CHEHMMATHCT M0 KaapaM 10 YCTHOMY
TpeboBaHi0 pabOTHUKOB 110CTIe TIPEICTAaBICHHS TOATBEPXKIAONINX TIOKYMEHTOB,

3.5. Kommn N0KyMEHTOB, SBISIOUMXCS OCHOBAHHEM JUIA HCKIIOYEHHS MM HCIPABICHHS
HCBCPHBIX MIIH HETIOHBIX MIEPCOHANIBHBIX TaHHBIX PaDOTHHKOB, XPaHATCS B UX JIMYHBIX JIETax.
4. XPAHEHUE NEPCOHAJIbBHBIX TAHHBIX PABOTHUKOB

4.1. JlokymeHTBI, comepxkalue NepCOHAIbHBIC JAaHHbIe PAGOTHUKOB yupexaeHus (m. 2.2.)
CIC/lyeT XPAHHTb B COOTBETCTBYIOINMX [€aX, HMEIOMMX TpH( OrpaHWyeHHs [I0CTyma
«Konduaenumanbnoy, B sanuparommxes wkadax (ceipax).

4.2. CoTpyHHKaM yupexkJIeHus. PabOTAIOMNM C JOKYMEHTAMH, COJEPKAIIMU TePCOHATBHBIE
JlaHHBIE pabOTHHMKOB, 3aIPEIIACTCs OCTABIATE MX HA pado¥eM CTOJe MM OCTABIISTH MmKadbl
(celr) ¢ TaAHHBIMH IOKYMEHTaMH HE3allepTHIMH B ClTydae BBIX0/1A H3 pabotero noMemmeHus.
4.3. B koHuUe paGoyero [Hs BCe JTOKYMEHTBI, COIEPXKALIIE TIEPCOHAThHBIC JAHHBIE PAGOTHUKOB,
HOIDKHBI ObITh yOpaub! B mkadsl (ceiider).

4.4. YunteBas 0cobyr0 3HaYMMOCTE JOKYMEHTAllMH, Ofpasyiolieiics B mpoliecce OCHOBHOH
ACATCIBHOCTH  KaAPOBOM CayKOBI W comepikamleil TepCOHalbHBIE JaHHble pPabOTHHKOB
YUPEXICHUS, €€ XPAaHEHHE OCYIIECTBIISETCS CIeIYIOMNM 00pasoM:

®JIMYHBIE JeNa PAabOTHWKOB YUPEK/IEHMs, KapTOTEKW., YUYETHBIC XYPHAIEI M KHHTH ydera
XpaHSTCS B 3alMpaIONIHNXCs Kadax;

®TPYIOBBIC KHMXKKH XpAHATCS B ceidax;




eHe paspelaeTcsi XpaHWTh MCHONHSEMbIE JOKYMEHTBI B POCCHITA. MIX ciienyer nomemars B
MANKH, HA KOTOPBIX YKa3biBAaeTCd BHA NPOM3BOJAMMBIX C HUMH JCHCTBHH (Hampumep, I
TOJIITHBKY B THYHBIE JIeNIa, [T OTIPABKH M T.1L.).

erTeyaTH, IITAMIIBL, OJAHKH JOKYMEHTOB, KITIO4H OT pabounx mKadoB cekperaps 1 cricuuaimcta
[0 KajlpaM XPaHATCs HEMOCPEACTBEHHO Y HETO CaMOT0, a TAKIKE Y PYKOBOJAUTEISL yIPEKICHHAA.
5. TIOCTYII K MIEPCOHAJBHBIM JAHHBIM PABOTHUKOB

5.1. BryTpeHnuii goctyn (pabOTHUKH YUPEKICHHS).

5.1.1. JlocTynm K TEpCOHATBHBIM JaHHBIM pabOTHHKOB YUPEKICHHUS pPa3peHicH TOJIbKO
JODKHOCTHBIM JTHIIAM, WMEIONIHM TIpaBo I[0Jy4arTb OTH JIaHHbBIe, JUIS BBINOJHEHUS CBOMX
caykeOHBIX 00s3aHHOCTEN, 3aQHKCHPOBAHHBIX B HX JOTKHOCTHBIX HHCTPYKIHAX.

5.1.2. CriucoK JIO/DKHOCTHBIX JHIL YYPEXKICHHS, WMECIOIIAX TPaBO MOJydaTh TMEPCOHATBHBIC
NaHHble pabOTHMKOB (C yKaszaHMeM o0beMa TaKMX JaHHBIX), YTBEPKIACTCs IpHKa3oM
PYKOBOIMTES YIPEHKICHUS! 10 TIPCACTABICHHIO KaAPOBOH CITyKOBI.

5.1.3. Uudopmanns 0 MepcoOHaNbHbIX TaHHBIX PabOTHHUKOB YUPEKICHHS (B T.H. JTMYHBIC aena)
BBIaeTC Ha pabouMe MecTa TOMbKO PYKOBOAMTENO YHPEKICHHS, €T0 3amMecTHTeNaM mo YBP,
AXU, cekpeTapio M CTIeLHAINCTY 110 kKaapam. JIndHbe 1ea paboTHHKOB YUPEKICHHS BHIIAKOTCS
MOJ TTOATIACH B JKYPHAIE PErHCTPAlny THYHBIX Aen. [Ipu BO3Bparte JIMYHOTO Je€ld COTPYAHHK
KaIpoBOit ¢y kOBl TIPOBEPSET MOJHOTY H COXPAHHOCTh IOKYMEHTOB /IC/1d.

5.1.4. Jlpyrue pyKOBOAWTEIM YUPEKICHHS MOrYT 3HAKOMHTBCA C MEPCOHATBHBIMU JaHHBIMH
[MOYAHEHHBIX UM PaOOTHHKOB B MIOMEIICHHH KaIpoBoii ciyxObl B IPUCYTCTBHH COTPYAHHKA,
OTBETCTBEHHOTO 33 COXPAHHOCTH U BeleHHe JAHHOTO BHJIa ePCOHATILHON T0KyMeHTany. DakT
O3HAKOMITEHHS B 003aTEIbHOM TMOPsiIKe QUKCHPYETCsS B KOHTPOJIbHOH KapTO4Ke.

5.1.5. Jloctym K paboTe ¢ 2MeKTPOHHBIMH CHCTeMaMu 6a3 IaHHBIX, CONEPKAIHMH HHOPMALIHIO
0 TepCOHANLHBIX JIaHHBIX PAOOTHUKOB YUPEKICHHS, JI0JKeH ObITh OrpaHHYEH M OTPEAETIATHCS
CTYeOHBIMH  0OS3aHHOCTSAMH  PabOTHWUKOB  yupek/ieHHs  (YKasaHHBIX B 11 3.2
3aKCHPOBAHHBIMH B MX JIOJDKHOCTHBIX HHCTPYKIHSIX.

5.1.6. JIomKHOCTHBIE JIMIA, NOJydYaromne W padoTalolliie ¢ TEPCOHAIBHBIMHA JTaHHBIMA
pabOTHHKOB, 00s13aHbI COOIIOAATD PEKHUM KOHYAICHIHAIBHOCTH.

5.2. BuemHuit gocTym (Qpyriue Opranu3aiiy | TpakJiaHe).

5.2.1. Tlepemauy TepcOHATBHBIX JaHHBIX PAOOTHUKOB YHPEKICHUS IPYIUM OpraHH3alisiM.
VUPCKICHHAM W TPAXKIAHaM OCYIIECTBISIET Kaapopas ClyxOa TOJILKO TpPH HaJHIHK
NUCEMEHHOr0  cormacusi  paboTHHKA., 3@ HUCKIIOYCHHEM  CIIy4aeB, TPEAyCMOTPCHHBIX
3aKOHOATeTbCTBOM.

5.2.2. TlepcoHambHBIe HaHHBIC PAGOTHHKOB YUPEXICHWs [EPElaoTesi KaIpoBOH cayx00i
JpPYTHM OPraHW3alMsM, YUPEKIEHHAM H TPKIaHaM TOMBKO B TOM 00bemMe, KOTOphIH
He0OX0MM JITS BBITIOTHEHNUsI KOHKPETHOM 3a/ta4u (QyHKInH).

5.2.3. Be3 nuchMEeHHOTO corjiacus pabOTHHKOB NEPCOHANIBHBIC JAHHBIC O HUX MPEAOCTaBIISIOTCS
KaapoBolt ciayxGoit B mecTtHoe otaenenne Ilencuonnoro Qonma. POHI COMMATBHOTO
crpaxoBanusi, QoHZ 06A3aTENILHOTO MEAMIUHCKOTO CTPAXOBAHHUS W JIPYTHE OpraHsl B MOPSIKeE,
OTIPE/ICICHHOM 3aKOHO1aTE/ICTBOM.

6. 3SALIIUTA NEPCOHAJIbBHBIX JTAHHBIX PABOTHUKOB

6.1. B mensix obOecriedeHusi COXPAHHOCTH M KOH(QHMICHLMAIBHOCTH TNEPCOHATBHBIX JaHHBIX
pabOTHHKOB YUPEKICHHS, BCe Orepamy 1o opopMmieHHIO, (HOPMHPOBAHHIO, BEACHHIO H
XPaHEHMIO JaHHOH WH(OPMALNK JI0JUKHBI BBITIOMHATHCS TONBKO COTPYAHHKAMH YUPEKICHHMS,
OCYIIECTRISIONIMMI TaHHYIO paboTy B COOTBETCTBHH CO CBOMMH CIYKEOHBIMH 00S3aHHOCTSIMH,
3a()HKCHPOBAHHBIMH B X JIOJZKHOCTHBIX HHCTPYKIIMAX.

6.2. OTBeTHl HA NMHCHLMEHHBIE 3aNPOCHI APYTMX OPraHu3alMid W y4YpesKIeHWH B Mpefenax HX
KOMITETCHIIMH W TIPEIOCTABICHHBIX TOIHOMOYMII JaloTcs B MUCbMEHHOH (opme, Ha OnaHke
OpraHM3amMM ¥ B TOM 00BeMe, KOTOPBIH IMO3BOJISSET HE Pa3riamarh H3IHIIHHA 00BeM
MEePCOHANBHEIX CBEICHUH 0 pabOTHHUKAX yUPEKICHHS.

6.3. Ilepenaua wH(OpPMAIlMK, COACPKALICH CBEICHHS O NEPCOHATBHBIX JaHHBIX pabOTHHKOB
yapexKIeHHs, 1o Tenedony 3anpemaeTes.




6.4. Beiiaua pabOTHHKAM yUpeXKICHUs JOKYMEHTOB, CBS3aHHBIX C MX TPYIOBOH 1eSTETHHOCTBIO
(KOnuH NMPUKa3oB O Mpueme Ha paboTy, nepeBojax Ha Apyryro paboTy, YBOJbHEHHH ¢ paboThl;
BBITTUCOK U3 TPYIOBOH KHUKKH, CIIPABOK O MecTe paboThl, 3apaboTHOM T1aTe, nepuoje paboTs
B OpraHM3aluy | [Ip.), OCYLIECTBIAETCS CEKPeTapeM H CIELHATHCTOM M0 KaApaM [0 YCTHOMY
(6o muceMeHHOMY) TpeGoBaHUIO PaGOTHHKE H TOJIBKO C JIAYHOTO Pa3pelICHUs PYKOBOIUTEIIS
YUPEKIECHHUS.

6.5. CripaBku 0 3apaboTHo# TTaTe, MecTe paboThl U IleprHoae paboThl B YUPEKIEHAH BBIIAIOTCS
pabOTHUKY IO MOAMUCEH B COOTBETCTBYIOLIEM XKYPHAJIE YUeTa BBIIAYH CTIPABOK.

6.6. Belraua JOKyMEHTOB, CBSI3aHHBIX C TPYZOBOH JEATESBHOCTBIO palOTHHKA, €ro
POJICTBEHHHUKAM HJTH KOJUTETaM 3arpelaeTcs.,

7. OTBETCTBEHHOCTB 3A PA3IJIAINIEHUE KOH®UJIEHIUAJBHOU
WHO®OPMALIUHM, CBSI3AHHOM C MNEPCOHAJIBHBIMHA JAHHBIMH
PABOTHHKA

7.1. HeobxomuMocTs coXpaHeHns KOHOHICHIHAILHON HHPOPMAlMK O TIepCOHATBHBIX JaHHBIX
PabOTHHKOB YUPEKIECHHS COTPYIHHKAMH, HMEIOLIMMH K HHM JOCTYI. B 0053aTeBHOM TOPSIKE
@HKCpreTCﬂ B HX JIOJDKHOCTHBIX HHCTPYKIHAX C YKa3aHHeM MEp OTBCTCTBCHHOCTH 3a ¢€¢
HEHUCTIOTHEHHE TN HeHallIexKalllee HCTOTHeHHE,

7.2. JIomKHOCTHBIE JIMIA, BHHOBHBIC B HApYUICHHH HOPM, PETYTHDPYIOLUHX [OTYYEHHE,
00paboTKy M  3aIIMTY TNEPCOHATHHBIX  JAHHBIX  pabDOTHUKOB  YPEXKICHWS, HECYT
JMCHMNITMHADHYIO,  aOMHHHCTPATHBHYIO,  TP@KIaHCKO-TIPAaBOBYIO ~ WJIM  YIOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUH € JICHCTBYIOIINM 3aKOHOIATEILCTBOM.




