YTBEPAIAKD

[Monomenue 0 32N Te HEPCOHAIBHBIX aHHBIX PaloTHHKOB
MYHHLHNAALHOro GIOIKETHOIO YUPeRIeHMsl
«UndopMauHOHHO - METOAUYECKHHA IeHTp
B CHCTeMe JONMONHHTENLHOI0 NeJaroru4eckoro oopasosanun
(noBbinieHns KBAJTHDHUKALKH)

I'ypLeBCKOro MyHMIHIAIBHOIO PAHOHA»




1. OBIIME NOJIOKEHUA

1.1. Hacrosiee [lonoskeHue o 3amyre nepcoHalbHBIX JaHHBIX pAOOTHUKOB MYHHUIIMIIAIBHOTO OIOKETHOTO
yupexaenuss «MHPOpMaAIMOHHO - METOJIUWYECKHI LIEHTP B CHCTEME JOMOJHUTEIBHOTO MeIaroruueckoro
oOpa3zoBaHus (TOBBIIICHNUS KBANH(UKAIUN) ['ypheBCKOIO MYHHIMIIAIBHOTO pailoHa» (Jajiee Mo TEKCTYy -
«ITonoxxenney) pazpadorano B coorBercTBuM ¢ Koncturymueit PO, ®enepanbupiM 3akoHoM ot 27.07.2006
r. Ne 152-@3 «O nepcoHanbHbIX JaHHBIX», TpynoBsIM kojiekcoM P®, ycraom MBY «MIML B cucteme 110
(ITK) I'MP» (nasee 1o TekCTy - «YUpeKICHUCY ).

1.2. ITon «iepcoHaIbHBIMU JaHHBIMUY» PA0OTHHUKA TOHUMAETCsl MHPOpMaIys, HeoOXoaumas Y UpexIeHUIo B
CBSI3M C TPYAOBBIMHM OTHOLLIEHUSIMU U Kacarollascs KOHKPETHOro pabOTHUKA, B TOM YHCJIE €r0:

e (amwumnus, UM, OTYECTBO

® IO/, MECSI], 1aTa U MECTO POXKICHHS
azpec
ceMeNHOoe, COUUATIbHOE, UMYILECTBEHHOE MOJI0KEHUE
oOpa3oBaHwme
npodeccus
JIOXO0J1bI
apyrast “HQOpMaIus.
1.3. Tlox «pabotHukom» B [lomokeHMM TOHUMAETCS JIMIIO, COCTOSIIEE B TPYIOBBIX OTHOUICHHUSX C
YupexaeHuem.
1.4. Tlon «IOJDKHOCTHBIMH JMIIaMu» B [10J0XEHUM TOHMMAIOTCS PAaOOTHHKH, COCTOSIIUE B TPYHAOBBIX
OTHONICHUAX C YUpexJACHUEM U UMEIOIINE MTPaBoO Ha MoJIydeHue, o0paboTKy, mepeaady B mporecce padoTsl
MEPCOHATBHBIX JAaHHBIX (AUPEKTOp, CIEHUAIUCT MO Kaapam, padOTHUKH WH(GOPMAIMOHHO-TEXHHYECKOTO
oTnena).
1.5. Tlox «rpersumu aunaMmn» B [10710°k€HUM TOHUMAIOTCS JTFOOBIE JTUIA (PAaOOTHUKH, IOPUINIECKUE JINIIA,
JNOJDKHOCTHBIE  JIML@  TOCYHAAPCTBEHHBIX OpPraHOB M OpPraHOB  MECTHOIO  CaMOYIPaBIIEHUS,
MIPaBOOXPAHUTENbHBIX OPraHOB), HE SBJISIOUIMECS CTOPOHOW HWHAMBHUAYAJIbHOTO TPYIOBOTO JOTOBOPA,
3aKJIFOYEHHOTO C YUpPEXACHUEM B JIUIIE €€ AUPEKTOPA.
1.6. IlonmoxeHue ycTaHaBIMBaeT MOPSAIOK 0OpaOOTKM MEPCOHAIBHBIX JaHHBIX pPa0OTHUKOB, MX IpaBa U
0053aHHOCTH B 00JAaCTH 3alllUTHl MEPCOHAIBHBIX TaHHBIX, MOPAIOK Mepelaud NepCOHANbHBIX JaHHBIX B
VYupexeHnu U 3a ee Mpeesbl, OTBETCTBEHHOCTb JIOJKHOCTHBIX JIMIL 3a HapylieHne HopM [lonoxenus.
1.7. ITpu nmpueme Ha paboTy (10 3aKIFOUEHUS TPYJOBOIO J0roBopa) pabOTHUK JTOJKEH OBITh O3HAKOMIIEH C
[TonoxeHnneM 1o pocnuchs.

2. COCTAB IIEPCOHAJIBHBIX TAHHBIX

2.1. K mepcoHanbHOI AOKYMEHTAIlMM (COJIEpIKalleil MepcoHaIbHbIe JaHHBIE) OTHOCATCS JIOKYMEHTHI,
KOTOPBIE COZIEpKaT UHIUBUAYATbHBIC JAHHBIC O KOHKPETHOM PaOOTHUKE M UCIIOJIB3YIOTCS TOJDKHOCTHBIMHU
JTUIAMH TIPU UCTIOJTHEHUU CBOMX JOJHDKHOCTHBIX 00sI3aHHOCTEH.
K Hum oTHOCHATCH:
1) TOKyMEHTHI, IpeabABIsIEMbIE TIPH TPYAOYCTPOMCTBE Ha pabOTy B COOTBETCTBHH cO cT. 65 TpymoBoro
Konekca PD:

® [acHopT WM UHOWU JOKYMEHT, YIOCTOBEPSIONINI JINYHOCTh;

® TpyJoBas KHMXKa,

® CTPaxOBOE CBUAETENILCTBO FOCYJAPCTBEHHOTO IEHCUOHHOTO CTPAaXOBaHUS;

® JIOKYMEHTBI BOMHCKOTO Y4eTa - JJIsi BOCHHOOOS3aHHBIX | JIUII, TTO/JICXKAIINX MTPU3HIBY;
JOKYMEHT 00 00pa3oBaHWU, KBATU(UKAIIUN WM HAIAYUW CTCIUATBHBIX 3HAHUW - MPHU MOCTYIUICHHH Ha
paboTy, TpeOyIIIyI0 CHIEIUATBHBIX 3HAHUW WIH CIIEIUAIBHON MOATOTOBKH);

® HampaBJICHHUE CIYKObI 3aHATOCTH
2) XapakTEePUCTUKU
3) pekoMeHJaTenbHBIC MMChMa



4)  crpaBKH, TOATBEPKAAOIINE IEPUOIbI paboThl y paboToaarenel 1 pazmep 3apabOTHOM TIaThI

5) HarpaaHbIe TOKYMEHTHI

6) JHCTKH HETPYAOCIIOCOOHOCTH

7) MEIUIMHCKHE CIIPaBKH

8) JIOKYMEHTBHI, MOATBEPKAAIOIINE TIPEAToaraeMble U (PaKTUIECKU MOTy4YeHHbIE pAOOTHUKOM JICHEKHBIC
cpencTaa

9) uWHBIE JOKYMEHTHI, COACPIKALINE EPCOHATBHBIE CBEJICHUS O PaOOTHHUKE.

3. OBSA3AHHOCTHU JOJIZ’KHOCTHBIX JINILL

3.1. Ilpu o6paboTke mNEepCOHATBHBIX JAHHBIX paOOTHUKA (TIOIYYeHUH, XpaHEHHH, KOMOWHHPOBAHUH,
nepenavye Wid J000M JPYroM HCIOIb30BaHUE MEPCOHANBHBIX JAHHBIX paOOTHUKA), JOJKHOCTHBIC JIMIIA,
KOTOPBIE UMEIOT K HUM JOCTYIl M HCIOJIB3YIOT MPU MCIOJHEHUH JTOJHKHOCTHBIX OOS3aHHOCTEH, JOJKHBI
coOr01aTh CAeAYIOINUE TPEOOBAHUS:

1) o00paboTka MepCOHATBHBIX JAHHBIX PAOOTHHKA MOXKET OCYIIECTBIATHCS MCKIIOYHTEIBHO B HEISAX
oOecrnieueHus cOOJIIO/IEHUs] 3aKOHOB M MHBIX HOPMATHUBHBIX MPABOBBIX aKTOB, COACHCTBHUS pabOTHHKAM B
TPYAOYCTPOICTBE, OOYYEHWHM W TPOJIBMKEHUH II0 CIy)KOe, oOecredeHus: JUYHOW O0e30macHOCTH
pabOTHUKOB, KOHTPOJISI KOJMYECTBA M KauecTBa BBIMOJIHAEMOH pabOThl U OOecreueHus: COXpaHHOCTU
MMYIIECTBA;

2) Bce MepcoHabHBIC JaHHBIE pAOOTHUKA CIEAYET MOIy4YaTh Y HETO CaMoro;

Ecnu nmepconanbHble TaHHBIE paOOTHUKA BO3MOXHO MOJYYHTh TOJIBKO Y TPEThEH CTOPOHBI, TO PAOOTHUK
JOJHKEeH OBITh yBeOMIIEH 00 3TOM 3apaHee (He mo3aHee yeM 3a 3 pabouux JIHS) U OT HErO JOJIKHO ObITh
[I0JIy4€HO MUCbMEHHOe corJiacue.

JIOT>KHOCTHBIE JIMIIA JOJDKHBI COOOIUTh PaOOTHHUKY O HENSX, MPearoiaraeMblX UCTOYHHKAX M crocobax
MOJTyYCHHUS IEPCOHANIBHBIX JAHHBIX, @ TAKXKE O XapaKTepe MOATIEKAIINX MOTyYSHHIO IEPCOHATBHBIX JaHHBIX
U TIOCJIEZICTBUAX OTKa3a pabOTHHMKA JaTh MUCHbMEHHOE COTJIacHe Ha UX MOJIYy4YEHUE;

3) JMOJDKHOCTHBIC JIWIIA HE BIIPaBe MOJydaTh W 00padaThIBaTh MMEPCOHAIBHBIC NaHHBIC Pa0OTHUKA O €ro
MOJUTUYECKHX, PEIMTHO3HBIX U UHBIX YOSKIECHHUIX U YaCTHOU KU3HH;

4) NOMHKHOCTHBIE JIMIAa HE BIpaBe MOJy4YaTh M 00pabaThIBaTh MEpPCOHAIBHBIC JaHHbIE paOOTHHKA O €ro
YJICHCTBE B OOIIECTBEHHBIX OOBEAMHEHMSIX WM €ro Nnpo(Ccoro3HOW AeATENIbHOCTH, 32 HCKIIOYEHHEM
cllydyaeB, HEOOXOIMMBIX /ISl peIIeHus BoImpoca 00 yBOJIBHEHHWH paOOTHUKOB TIO OCHOBAHUSIM,
IIPEyCMOTPEHHBIM IIYHKTaMH 2, 3 u 5 yactu nepBoi crateu 81 Tpynosoro konekca P®;

5) mpu NPUHATHU DPEUICHWH, 3aTPArvBalONINX HWHTEPEChl paOOTHHKA, MOJDKHOCTHBIC JIMIIAa HE BIpaBe
OCHOBBIBaThCSI Ha TMEPCOHANBHBIX JTAaHHBIX PAOOTHUKA, MOTYYEHHBIX MCKIIOUUTENBHO B pPE3ylbTaTe HUX
aBTOMATHU3UPOBAHHOW 00paOOTKU MM JIEKTPOHHOIO MOJTyUEHHUSI.

4. IIPABA PABOTHUKOB

4.1. PaGoTHUKH, TPETOCTABUBIIIHE JIOJDKHOCTHBIM JIMIIAM TEPCOHATBHBIC TAHHBIE, HMEIOT ITPaBoO Ha:

CBOOOHBIN OecnIaTHBIN JOCTYI K CBOMM MEPCOHAIBHBIM JIaHHBIM, BKJIIOUasi IPABO Ha MOJTY4YEeHUE
Konui J1r000# 3amucH, colepikalleil NepcoHajabHbIE IaHHbIE PAa0OTHHKA, 33 HCKIIOYEHHEM CIy4aes,
MPEYCMOTPEHHBIX (e/iepaIbHbIM 3aKOHOM;

OMmpeaAcCIICHUE CBOUX Hpe)ICTaBHTeHeﬁ JJI 3allIUTBI CBOMX NIEPCOHAJIBHBIX JaHHBIX,

JOCTYIl K OTHOCSIIMMCA K HUM MEAUIMHCKUM JaHHBIM C MOMOIIBI0 MEIUIIMHCKOrO CHELHAINCTa M0 HUX
BBIOODY;

TpeGoBaHUE 00 UCKITIOUEHUH WIIM UCIIPABICHUH HEBEPHBIX MIIM HEMOIHBIX MEPCOHATBHBIX JaHHBIX, a
TaKKe TaHHBIX, 00pabOTaHHBIX C HAPYIIEHUEM TPEOOBAHMI JIEHCTBYIOIIETO 3aKOHOIATEhCTBA;

[Tpu oTka3e JOKHOCTHBIX JIMI[ MCKJIIOUUTh WJIM HCHPABUTh NEPCOHAIbHBIE JaHHBIE PAOOTHUKU
UMEIOT IPaBO IMOAATH 3asBJICHUE TUPEKTOPY YUPEKICHUS O CBOEM HECOINIACHMHM C COOTBETCTBYIOIIMM
00OCHOBaHHMEM Takoro Hecoryiacus. IlepcoHanbHbIE TaHHBIE OLIGHOYHOTIO Xapakrepa (coaepikammec,
HampuMep, B XapaKTePUCTHKE, aTTECTALMOHHOM JIUCTE) PAOOTHUKU UMEIOT IPABO JOIOJIHUTH 3asBICHUEM,
BBIPA)KAIOILINM €r0 COOCTBEHHYIO TOUKY 3pEHUS;



TpeOoBaHUE 00 M3BELICHUH YUPEKICHUEM BCEX JIUI], KOTOPBHIM paHee ObLIM COOOIICHBI HEBEPHBIE
WIN HETOJHBIE IEepPCOHAJbHBIC JaHHBbIE PaOOTHHKOB, 000 BCEX MPOW3BEICHHBIX B HUX HCKIIIOYCHUSX,
UCTIPABJICHUSAX WIN AOMOJHECHUSX;

o0)kaloBaHWE B CyJ JIOOBIX HENPAaBOMEPHBIX JCUCTBHH WM Oe37eHCTBUS YUpEXKICHUS IIPH
00paboTKe M 3aIUTE UX NEPCOHATBHBIX JaHHBIX.

5. MMOPAJOK CBOPA U IIEPEJAYM IEPCOHAJIBHBIX TAHHBIX

5.1 JIo/KHOCTHBIE JTUIIA UMEIOT MPaBO MOJIy4YaTh TOJIBKO T€ MEPCOHATIbHBIC JaHHBIE pa0OTHUKA, KOTOPHIC
HEOOXOUMBI JIJIS1 BEIOJHEHUSI KOHKPETHBIX TPYAOBBIX ()YHKIIHMA.

5.2 JIOKHOCTHBIE JIMIIA HE BIpPaBe 3ampaninBaTh WHPOPMAIUIO O COCTOSHUH 370POBBS PaOOTHHKA, 3a
HCKJIFOYCHHEM TEX CBEIICHUM, KOTOPBhIE OTHOCATCS K BOMPOCY O BO3MOYKHOCTH BBIITOJTHEHHUS PAOOTHHKOM
TpynoBOH (YHKIIUU (HAlpUMep, MPU PEHICHHH BOIpPOCa O MepeBoje pabOTHHKA HA JAPYTYIO JOJDKHOCTH
(paboTy) Mpu HATUYUU METUIIMHCKOTO 3aKIFOYCHHS, JAIOMIEr0 OCHOBAaHUS ToJlaraTh O HEBO3MOXKHOCTH
BBITIOJIHEHUS] pA0OTHUKOM TPYIAOBOM (PYHKIIMU HA YCIOBHUAX, IPEIYCMOTPEHHBIX TPYAOBBIM JJOTOBOPOM).
5.3 JlomKHOCTHBIE JIMIIA, MOJIYYarollie NepCOHANbHBIE NaHHbIE paOOTHHKA, 00S3aHBI COONIOAATH PEKUM
CeKpeTHOCTH (KoH(puIeHIMaNIbHOCTH). J[aHHOE TMONOXEHWEe HE paclpocTpaHsIeTcss HAa OOMEH
MEePCOHANBHBIMU JIAHHBIMH PAOOTHUKOB B MOPSAKE, YCTAHOBIEHHOM (he/iepaabHBIMU 3aKOHAMHU.

5.4 JIoJpKHOCTHBIC JTUIA HE UMEIOT TpaBa COO0INAaTh NEPCOHABHEIC TaHHBIC pA0OTHHUKA TPEThEH CTOpOHE
0e3 MUCBPMEHHOro corjacusi paOOTHHMKA, 332 HCKIIOYEHHEM CIy4aeB, KOrJa 3TO HEOOXOAMMO B LEJSIX
MPEIYIPEKJACHAS Yrpo3bl JKU3HH W 370POBBI0 pabOTHUKA, a TaKkKe B CIIy4asX, YCTaHOBICHHBIX
denepanbapiMu  3akoHaMu  (TpynoBeiM konmekcom P®, HanoroBeim koaekcom P®, ®denepanbHbIMU
3akoHamMu «O craryce cyzneil B Poccuiickoit ®@enepanun», «O mwimnuny», «O denepanbHOl ciayxoe
6e3omacHoctn», «O mpokyparype Poccuiickoit ®enepanuuny», «O 3ammuTe NpaB OPUIAAYECKUX JIHIL H
WHJMBUIYAIBHBIX MPEANPUHUMATEICH TPU MPOBEICHUH TOCYIapCTBEHHOTO KOHTPOJIA (HAa30pa)» U 1p.),
MPEAYCMATPUBAIOIIMMHU TPABO JIOJHKHOCTHBIX JIMI] KOHTPOJIMPYIOUIUX U MPAaBOOXPAHUTEILHBIX OpPraHOB
3ampaimuBarh y paboTomareneil B YCTAaHOBJICHHOM TOPSJIKE JOKYMEHTBI, COJEpKallue MepCOHATbHBIE
JaHHbIE pa0OTHUKA, - B LIEJISIX UCIOTHEHUS BO3JIOKEHHBIX HA HUX (eiepalbHBIMU 3aKOHAMU 00513aHHOCTEH.

6. MPABUJIA XPAHEHUS JOKYMEHTOB, COAEPKAIIIUX ITEPCOHAJIBHBIE IAHHBIE

6.1. Jluunbple nena W TPYAOBbIE KHIKKM PAOOTHMKOB XpPaHATCS B MeTaJUIMUECKMX IKadax, ceildax,
MMEIOLIUX HaJeKHbIE 3a0Pbl.

JMIIB B

6.2. JInunble Nena MpeoCTaBISIOTCS B PACTIOPSHKEHHUE JOIDKHOCTHBIX JIMIL B CIIEAYIOMINX CITyYasiX:
HE00X0AUMOCTH 0(hOPMIIEHHUS HArPaJAHbIX JOKYMEHTOB;

(bopMHUpPOBaHUS CTATUCTHYECKUX JAHHBIX;

MIOATOTOBKU XapaKTEPUCTHUKH;

U IIPU HAJIMYUU COOTBETCTBYIOLIEH PE30JIIOLUHU IUPEKTOPA Y UPEKICHUS.

JInuHbIe fena BIAAIOTCS MO POCIIUCH B KypHAJIE BbIIaYM JIMYHBIX JIEI.

JInuHoe Aeno AOHKHO OBITh BO3BPAILEHO B OT/AEI KaJpOB B T€UEHUE HEAEIBHOTO CPOKA C MOMEHTA
€ro MoJy4YeHHs.

6 3. TpynoBble KHM)KKH PaOOTHUKOB MOTYT ITPEIOCTABIATHCS CHEMATMCTOM MO KaJpaM JIMIIb paOOTHUKaM
Oyxrajarepuu M 4jeHaM KOMHCCHUU IO COLMAJIBLHOMY CTPaxOBAaHMIO, - MPH HEOOXOIUMOCTH HPOBEPKHU
JaHHBIX O CTPaxOBOM CTa)ke€ PaOOTHUKOB, - JJIsI PEIICHHs BOMPOCOB O MPAaBMJIBHOCTH HCUUCIEHUS U
BBITUIAThI TOCOOUH 1O TOCYJaPCTBEHHOMY COIIMAIbHOMY

CTPaxOBaHHUIO.

7. OTBETCTBEHHOCTD 3A HAPYHIEHUE ITOJIO)KEHUSA

JIOJDKHOCTHBIE  JMIIa, BHHOBHBIE B  HapymieHuH llomokeHus, HeECyT  JIHCHMILUIMHAPHYIO
aMMHHUCTPATUBHYIO, TPAXKIAaHCKO-TIPAaBOBYID WJIM YrOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUU C
Tpynoseim kogexkcom PD, Kogexkcom Poccuiickoit deaepannu 00 aIMUHUCTPATUBHBIX MPABOHAPYIICHUSX,
VYronoBHbEIM KofekcoM Pocculickon denepanun.
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