YTBEPXIAIO
3asenyromuit MBJIOY
«JleTckuii can «PogHUYOK
3.®0. Manamypa

INOJOKEHHUE
0 3alMTe NEPCOHATBHBIX JAHHBIX PA0OTHUKOB

MyHUIMTIAJILHOTO OIOAKETHOTO JOIIKOJbHOT0 00Pa30BaTEeJIbHOIO
yupexaenus «lerckuii cag «PoqHII0K»

1. OBIIUE IOJIOXKEHUS

Hacrosmee I[lonoxxenue o 3aniuTe nepcoHanbHBIX TaHHBIX pA0OTHUKOB ~MYyHHIIMIIATBEHOTO
OFO/PKETHOTO JIOIIKOJIBHOTO 00pa30oBaTeIbHOTO yupexacHus «Jlerckuii can «Pogaudoky (nanee —
[Tonosxenune) pazpaboTaHO C MEJIbIO 3aTUTHI HHPOPMAIIUH, OTHOCSIICHCS K JJMIHOCTH U JIMYHOMN KU3HU
pabOTHUKOB MYyHHIMITAILHOTO OFOHKETHOTO JOIIKOJIEHOTO 00Pa30BaTEIBLHOTO YUpeKIeHUs «JleTckuii
can «Pogaudok» (nanee - brokeTHOE yupexkaeHne), B COOTBeTcTBHH ¢ DeiepaibHbIM 3aKOHOM «O0
obpazoBannu B Poccuiickoit @eneparnum» ot 29.12.2012r. Ne 273-D3; co crarbeii 24 Koncturyuu
Poccuiickoit ®enepanuu, TpynossiM kogekcoM Poccuiickoit denepanuu u OenepanbHbIMU 3aKOHAMH OT
27 mrons 2006 roga Ne 149-03 «O0 nnpopmanuu, THPOPMAITMOHHBIX TEXHOJIIOTHUSIX U O 3alIUTe
uHpopmanun», ot 27 utoiust 2006 r. Ne 152-03 «O nepcoHanbHBIX JAHHBIX.
1.2. TTonoxeHue o 3aIuTe MEPCOHATBHBIX JAHHBIX pA0OTHUKOB YCTAHABIMBAET MOPSIOK MOTyUEHUS,
yudeTa, 00pabOTKH, HAKOIUICHHUS U XpaHEHHS TIOKyMEHTOB, COJEPKAIIUX CBEJICHUS, OTHECEHHBIE K
MEPCOHAILHBIM JJAHHBIM paOOTHUKOB yupexaeHUsl. PaOoTHHKaMU CYMTAIOTCA JUIIA, padoTaloue B
YUPEXKACHUH IO TPYI0BOMY JI0TOBOPY.
1.3. Henpro Hactosmiero [TomokeHus sBseTcsl UCIIOTHEHNE 3aKoHOo1aTebeTBa PD B 00macTu 3ammuThl
MEPCOHAJIbHBIX TaHHBIX.
1.4. K akTam 00s13aTeNIbHBIM K HCTIOJTHEHUIO B BIOIKETHOM YUPEKIEHUNU OTHOCSITCS 3aKOHOJATEIHCTBO
P® B cdepe 3amuTh nHBOPMALINHY, a TAKKE TPUHITHIE HA €M0 OCHOBAHUU JIOKAJIbHbIE HOPMATHUBHBIC
aKThl YUPEKICHHUS.
1.5. Hacrosimee [TonoskeHue o 3amuTe mepcoOHaIbHBIX JaHHBIX JOHKHO OBITH MOAMMCAHO 3aBEAYIOIUM
bromkeTHBIM yupexaeHueM, U Bce paOOTHUKH JTOJDKHBI OBITh TMCBMEHHO T0/T POCTIMCh O3HAKOMJIEHBI C
HUM.

2. IOHATHE N1 COCTAB IEPCOHAJIBHBIX JTAHHBIX

2.1. Ilonx mepcoHaNbHBIMU JAHHBIMU PAaOOTHUKOB MMOHUMAETCs HHpopMalus, HeoOXoumast
paboTomaTeIto B CBS3U C TPYAOBBIMU OTHOIICHHUSIMU M Kacaromasicsi KOHKPETHOTO pa0OTHUKA, a TAKKE
CBeJIeHUs O (paKTax, COOBITHUAX U OOCTOATENBCTBAX KU3HU PAOOTHUKA, TO3BOJISIOIINE
UACHTU(PUIIIPOBATH €TO JTHYHOCTb.

2.2. CocTaB nepcoHaIbHBIX JAHHBIX pAaOOTHHKA:

- aHKeTa,

- apToOmorpadus;

- oOpa3oBaHue;

- CBEJICHHUS O TPYIOBOM U OOILEM CTaXe;

- CBEJICHHS O IPEABITYIIEM MeCTe PaboThI;



- CBEJICHHUS O COCTaBE CEMBH;
- MaCIIOPTHBIC JAHHBIC,

- CBEJICHUSI O BOMHCKOM YYETE;

- CBEJICHHS O 3apa0OTHOI TUIATe COTPYTHHUKA;

- CBE/ICHHUS O COLMANIBHBIX JIBIOTaX;

- CIICUATILHOCTB;

- 3aHUMaeMasi JOJDKHOCTH;

- pa3mMep 3apabOTHOM TIATHI,

- HAINYHE CYyJUMOCTEH;

- 4JIpeC MeCTa KHUTEIILCTBA;

- IOMAIIHU# TenedoH;

- COJICpIKaHKe TPYIAOBOTO JOTOBOPA;

- CoJIepKaHMe JCKIIapalliy, M0IaBaeMOH B HAJIOTOBYIO HHCIIEKITUIO;

- IOJIMHHUKH U KOIINHU IIPUKA30B I10 JINYHOMY COCTAaBY;,

- JMYHBIC JIeJIa U TPYJOBbIE KHIKKU COTPYIHUKOB;

- OCHOBaHMsI K IPUKAa3aM IO JIMYHOMY COCTaBY;

- Jieria, coJieprKallie MaTepHUatbl IO MOBBIIICHUIO KBATU(HUKAIIMHA U TIEPEIIOATOTOBKE COTPYTHHKOB, UX
aTTecTalll, CIY)KEOHBIM PacCIICIOBAHMSIM;

- KOITUM OTYETOB, HAIIPABIISIEMbIC B OpPraHbl CTATUCTHKH,

- KOIIUU JOKYMEHTOB 00 00pa3oBaHuu;

- pe3yJIbTaThl MEUIIUHCKOTO 00CIICIOBaHUS HA IPEAMET TOJHOCTH K OCYIIECTBICHUIO TPYIOBBIX
00513aHHOCTEN;

- hoTorpaduu 1 MHBIE CBEJCHHS, OTHOCSIINECS K TICPCOHAIBHBIM JJAHHBIM Pa0OTHUKA;

- PCKOMECHOAMU, XapaKTCPUCTHUKHU U T.II.

2.3. Yka3aHHbIC B 11.2.2. CBEICHUS SBJISIFOTCS KOHPHICHIIMATHHBIMH U HE MOJUISKAT Pa3TJIalliCHHIO HHAYE
KakK 110 OCHOBaHUAM, IPEAYCMOTPCHHBIM 3aKOHOAATCIILCTBOM P®. Pexxum 3alIUTHI ICPCOHAJIIBHBIX
JAHHBIX MOXET OBITh CHSAT [0 UCTCUCHHUH 75 JIET, €CJIi OOJIBIINI CPOK HE MPEyCMOTPEH
3aKOHO/IaTeIILCTBOM WJIU COTJIAIICHHEM C PAOOTHUKOM.

3. OBA3AHHOCTHU PABOTOIATEJIA

3.1. B nensx ucnoiHeHus TpeOoBaHMi 3akoHoaTenbcTBa PO npu 06paboTke nepcoHaIbHBIX JaHHBIX,
Bce pPaOOTHUKH BIOJKETHOTO YyUpexAeHUsI JOJKHBI UCIIOJNHATh YCTAaHOBIEHHBIN MOPSAIOK pabOTHI:
3.1.1. PaboTa ¢ nepcoHanbHBIMH JAHHBIMUA PAOOTHUKOB JIOJDKHA HE HapylIaTh TpeOOBaHUI
3aKoHoAaTenbcTBa PO 1 JOKaIbHBIX HOPMAaTUBHBIX aKTOB OPTaHU3AlIMHU, U JOJIKHA OBbITH
HEMOCPEJCTBEHHO CBSA3aHa C OCYIIECTBIEHUEM UMHU CBOUX TPYAOBBIX (PYHKIIHUIL.

3.1.2. [Ipu cbope u 00paboTKe MepCOHATBHBIX JaHHBIX PaOOTHUKA pabOTOAATENb IOJKEH
pykoBojicTBoBathcst Koncturynueir PO, TpynossiM kojiekcoM PO 1 uHbIMU deiepaabHbIMU 3aKOHAMH.
3.1.3. IlepconanbHble JaHHBIE PAOOTHUKOB JIOJIKHBI OBITH TOTYYEHBI TOJIBKO HEMOCPEICTBEHHO Y HETO.
Ecnu 115t 06paboTKM €ro JaHHBIX WM UX MOTYyYeHUs IPUBJIEKAETCs TPEThH JIHIIA, TO pAOOTHHUK JOJDKEH
JaTh MpeABapUTEIbHOE MUCbMEHHOE coriacue Ha 3T0. OJTHOBPEMEHHO paOOTHUK JOKEH OBbITh
YBEJIOMJIEH O LiesiX cOopa MH(OpMAIK, UCTOYHUKAX €€ TOTY4YEHHs, a TAKKe O MOCIEICTBUAX 0TKa3a OT
MPEA0CTaBICHUS MMCHbMEHHOTO COTIacus Ha cOop mHpOpMaITu..

3.1.4. IlepconanbHble JaHHBIE pAOOTHHUKA O €r0 MOJIUTUYECKUX, PETUTUO3HBIX U UHBIX YOSKICHHSIX,
YaCTHOM JKM3HM, a TAKXKe WICHCTBE B OOLIECTBEHHBIX U MPO(COIO3HBIX OpraHU3alUsiX He MOIJIeKaT
cOopy BroKeTHBIM yupekAeHUuEeM, €ClIi HHOE He IPEIYCMOTPEHO 3aKOHOIaTeTLCTBOM.

3.1.5. 3ammTa nmepcoHANBHBIX JAaHHBIX PAOOTHUKA JOJDKHA 00€CTIEUNBATHCS TTOJIHOCTHIO 33 CUET
pabGoTtonares.

3.1.6. BroxeTHOe yupexaeHue 00s13aHo MpH MprueMe Ha padoTy, a TaKKe IIPU JTHOOBIX U3MEHEHMSIX
paBui paboTHI ¢ NEPCOHATBHBIMH JAaHHBIMH MUCHbMEHHO 3HAKOMUTH C HUMU BCEX PAOOTHUKOB
YUpEXKICHUS.

3.1.7. brojpkeTHOE yupeXAeHHe He UMeeT MPaBo MPHUHYKAaTh paOOTHUKOB K OTKa3y OT CBOMX IpaB Ha
3aIUTy NEPCOHAIBHBIX JaHHBIX.



4. OBA3AHHOCTHU PABOTHHUKA

PaboTHuKk 00s13aH:

4.1. Ilepenatb paboTogaTEINO BCE MEPCOHATBHBIC JAHHBIC, YKA3aHHBIC B COOTBETCTBYIOIINX JOKYMEHTAX.
4.2. B ycTaHOBJICHHBIH MPaBUIIAMH CPOK COOOIIATh pabOTOIATEII0 00 K3MEHEHUH CBOUX ITEPCOHATBHBIX
JTaHHBIX.

5. TIPABA PABOTHHUKA

PabGoTHuK nMeeT mpaBo:

5.1. Ha mpocMoTp nepcoHanbHOM MHPOPMAILIUK, UMEIOIIECHCS K Pab0TOMaTelto.

5.2. Ha cB0OoHBIH OecIiIaTHBINM U HEOTPAHUYCHHBINA JOCTYI K CBOMM IE€PCOHATBHBIM JJaHHBIM, B TOM
YHClie TIPaBO Ha MOTYYeHHE MOATBEPKAAI0NINX TOKYMEHTOB B BUE CIIPABOK, KOMUI WJIH B BUJI€ HHOTO
Apyroro o(pUIHUATBHOTO TOKYMEHTA.

5.3. Ha gocTyn Kk METUIIUHCKUM JAHHBIM C IOMOIIBI0 MEAUIIMHCKOTO CIIEIUAINCTA TI0 CBOEMY BHIOODY.
5.4. TpeboBaTh BHECTH U3MEHEHUS MJIH YIAIUThH EPCOHAIBHYIO HH(POPMAIUIO, TOy4YCHHYIO
paboToaTesieM B HapyIICHUE HACTOAIIUX MpaBuil. Mi3MeHeHUs BHOCSTCS Ha OCHOBaHUU TUCbMEHHOTO
3asiBJIeHUs paOOTHHKA.

5.5. [lotpeboBath OT paboTonaTeNst U3BECTUTH BCEX JIMLI, paHee MOTYyYUBIINX [0 BUHE paboToaaTens
HETIOJIHBIE WM HEBEPHBIC TIEPCOHANBHBIC JaHHbBIE O paOOTHHKE.

5.6. OG:xanoBaTh B cyZeOHOM MOpsAKE Jt0ObIe HETPaBOMEpHbIE AeUCTBUS WU Oe3/1elicTBIe
paboToates mpu 00padOTKe U 3alUTE MMEPCOHATBHBIX TAHHBIX PAOOTHHKA.

6. CbOP, ObPABOTKA U XPAHEHUE IIEPCOHAJIBHBIX TAHHBIX

6.1. O6paboTKa MepcoOHAIBHBIX JAHHBIX Pa0OTHHKA - 3TO MOJIydeHHE HHPOPMALIUU U3 Pa3THIHBIX
HCTOYHUKOB, €€ XpaHeHue, 00padoTka, a TakxKe JI000e Ipyroe UCIoIb30BaHHE.

6.2. [lepcoHanbHbIe JaHHBIE TPEJOCTABIISIOTCS CAMUM PAOOTHUKOM ITyTEM 3aIIOTHEHUS AaHKETHI
ycTaHoBJIeHHOH popmbl. PaboTonarens 00s3aH npu UX MOJYYEHUU IPOBEPUTDH 3asBJICHHbBIC JTaHHbIE
MIPEIBSIBICHHBIM TTOATBEPKIAFOIINM IOKYMEHTAM.

6.2.1. AHKeTa COIep>KUT BOIPOCHI O IEPCOHANBHBIX JaHHBIX paOOTHHKA.

6.2.2. Ankera 10JKHA OBITh 3aII0JJHEHA pAaOOTHUKOM JINYHO. Bee moss aHKeThl JOKHBI ObITh
3aIl0JIHEHBI, a IPU OTCYTCTBUM MH(GOPMAIMK B COOTBETCTBYIOLIEH MOJIE TOJKEH CTABUTHCS MPOUYEPK.
CoxpalieHus Ipy 3aNI0THEHUH aHKETHI HE JIOMTYCKAIOTCA, TAKKe KaK M MCIIPABIICHHS U 3a4epKUBaHus. B
3TOM ciiyyae pabOTHUK 0053aH 3alIOJHUTH AHKETY 3aHOBO.

6.2.3. Ankera paOOTHUKA XpaHUTCS B JINYHOM JIeJie Y OTBETCTBEHHOTI'O JIMIIAa paboTOaTeNsi BMECTE C
IIPEOCTaBIEHHBIMU IOKYMEHTAMHU.

6.2.4. JInunoe aeno paboTHUKA 0QOPMIISIETCS ITOCIIE BCTYIUIEHHS TPYIOBOTO JOTOBOpA B CHUITY.

6.2.5. JInuHoeE /1710 XpaHUTCS B MAIKaX «/I€J10» YCTaHOBIEHHOI0 00paslia, Ha KOTOPOH yKa3bIBalOTCs
Homep aena u @.1.0. paboTHukKa.

6.2.6. JInuHoe iein0 BKIoYaeT aBe Gororpaduu padboTHHKA 3 X 4 CM.

6.2.7. Bce TOKYMEHTBI JINYHOTO J€J1a XPaHATCS CTPOrO B XPOHOJIOTUYECKOM MOPSIZIKE, C POCTaBICHUEM
JaThl UX MOJIyYEHHs], @ TAK)KE HyMEpalHH.

6.2.8. JImgHOE [1€710 MOCIe NMPeKpaleHus TPYI0BOIO JOTOBOPA C COTPYAHUKOM IEPEAAECTCS B apXUB, U
XPaHUTCS YCTAaHOBJIEHHBIE 3aKOHOIATEIbCTBOM CPOKH.

7. HEPEJAYA ITEPCOHAJIBHBIX JTAHHBIX

7.1. IIpu ocymiecTBICHUH Mepeiadll ePCOHATBHBIX TaHHBIX PAOOTHUKOB TPETHUM JTUIIAM pabOTOIaTENb
00s13aH:

- He cOo00IIaTh EPCOHANBHBIEC TaHHBIE 0€3 TONYYEHHOTO MMCEMEHHOTO COTTIacus pabOTHHKA, KPOME
CJIydaeB, KOT/Ia TaKue 00S3aHHOCTH YCTAHOBJICHBI 3aKOHOAATEIILCTBOM;

- He TiepeIaBaTh MepCOHANIbHBIE TaHHbIe PA0OTHHKA VISl HCTIOH30BAHMS B KOMMEPUECKHX IENSIX;

- TpeOOBaTh OT TPETHUX JIUI] COOJTFOICHHUS MTPABUIT PA0OTHI C IIEPCOHATBLHBIMU JaHHBIMH, & TAKIKE
Hpe,Z[OCTaBJIeHI/ISI IIMCBMCHHOT' O HO,Z[TBCp)KI[eHI/IH HUCITIOJIB30BAHHUA HCpCOHaJ'H:HBIX JAHHBIX B Hopsuuce,



IpeaAYCMOTPCHHBIX HACTOAIIUM ITOJIOKCHHUEM O 3aIIUTC IEPCOHAIBHBIX JaHHBIX;

- AaBaTb JOCTYII K MNCPCOHAIbHBIM JAHHBIM TOJIBKO JIMIIAM, UMCIOIIIUM COOTBGTCTByIOH_[I/II\/JI AOIYCK U
HCIIOJIB3YIOIUX WX TOJBKO JJI BBIITOJHCHUSA KOHKPETHBIX HOHHOMO‘IHIZ;

- HC I/ICTpe6OBaTB I/IH(bOpMaI_II/IIO 0 COCTOAHHHU 3J0POBbsA pa6OTHI/IKa, 34 UCKJIFOUCHUCM OAaHHBIX, KOTOPBLIC
MOT'YT IIOBJIMATH HA UCIIOJITHCHUEC pa6OTHI/IKOM CBOUX TPYIAOBBIX 0053aHHOCTEH.

8. 10CTYII K HEPCOHAJIBHBIM JAHHBIM COTPYIHUKA

8.1. BuyTpennuit goctyn (UCnoiab30BaHUEe HHPOPMALIMKH PAOOTHUKAMU YUPEKICHHUS).
[TpaBo nocTyma K mepcoHaTbHBIM JaHHBIM PAOOTHHUKA UMEIOT:
- 3aBeAyroIUi BIOJPKETHBIM YUpEXKICHUEM;
- 3aMECTUTENh 3aBEAYIONIETO 110 aIMIHIUCTPATUBHO-X03sUCTBEHHON paboTe;
- METUIIMHCKAs CECTPa;
- ZICTIOTIPO3BOAMNTENb;
- caM paOOTHHK.
8.2. BHemHwmii noctyn (rocy1apcTBEHHbIE CTPYKTYPHI).
[TepconanbHble NaHHBIE PAOOTHHUKOB MOTYT MPEJOCTABISATHCS TOIBKO MO 3alIPOCy KOMIIETEHTHBIX OPTaHOB,
UMEIOIINX COOTBETCTBYIOIINE MTOJTHOMOYHS:
- (henepanpHas HaOroOBas CIIyX0a;
- IPAaBOOXPAHUTEIILHBIC OPTaHbI;
- OpraHbl CTAaTHCTUKH;
- OI0OpO KPEAUTHBIX UCTOPHUH;
- BOGHKOMATBHI;
- OpraHbl COIMATBLHOTO CTPAXOBAHUS;
- IEHCUOHHBIE (POH/IBI;
- TO/Ipa3/ICIICHUS] MYHHUIIMITAILHBIX OPTAHOB YIIPABJICHHUS.
8.3. lpyrue opranuzaiuu (TpeTbU JHI).
Ceenenus o paboTHUKE (B TOM YHCJIC YBOJICHHOM W3 JJAHHBIX apXHBa) MPEJOCTABIISIOTCS TPETHUM JIMIIAM
Ha OCHOBaHHWH MHCbMEHHOTO 3asBICHUS CaMOTr0 paOOTHHKA.
8.4. PO/ICTBEHHHKY U YIEHBI CEMEi.
[lepconanbHble NaHHBIE PaOOTHUKA MPEIOCTABISIOTCS POACTBEHHUKAM I YWJIEHAM €T0 CEMbU TOJIBKO C
MUCHEMEHHOTO pa3pelieHus: pabOTHHKA.

9. 3AIUTA MIEPCOHAJIBHBIX TAHHBIX PABOTHUKOB

9.1. B pamkax peanu3anuu MyHKTOB HacTosuiero [lomaoxeHus o 3amuTe nepcoHaibHbIX TaHHBIX
pabOTHUKOB, 3aBeyolil bro/ykeTHOTo yupexaeHns u3aeT NpuKa3 0 Ha3HAUEeHUH JIUIIA,
OTBETCTBEHHOTO 3a COOJII0ICHUE MOPsAIKa PadOTHI C IEPCOHATBHBIMU JAHHBIMU PAaOOTHUKOB, HA KOTOPOM
JeKaT Bce 00513aHHOCTH 110 00ecneueHNI0 KOH(DUACHIIMAIBHOCTH MOYYE€HHBIX TaHHBIX, a TAKXKe
OpraHu3anuu padoThl ¢ HUMH.

9.2. IToctymnaromnye 3ampocsl OT TPETHUX JIUI] Ha IPEAOCTaBIECHHE EPCOHATBHON HHPOPMALIUHU O
pabOTHHKE JOJKHBI BU3UPOBATHCS FOPUINUECKOMN CITYKOOU ¢ PE30TIOIMEN 0 BO3MOKHOCTH OTBETA U
MOJTHOTE MPeI0CTaBIsIEMOI HH(OPMAIIHH.

9.3. Ilepenaua nHHOpMAIIUK TPOUCXOINUT TOJIHKO B TUCHMEHHOM BHJIE. 3aMpOC IOJKEH OBIThH C/IENIaH B
NUCHbMEHHOM BHUJIE C YKa3aHUEM BCEX PEKBU3MTOB JIUIA, 3allpalliBaromero nudopmaiuo. OTBET JOIKEH
OBITh c/ienaH Ha (pupMeHHOM OJIaHKe KOMITaHUU U OTIPaBJieH JINOO KypbepcKoH Ciryk0011, 1100 3aka3HbIM
IIICBMOM.

9.4. Bce nony4yeHHble IEPCOHATIbHBIE JaHHBIE JOKHBI XPAaHUTHCS B MECTE, UCKITIOYAIOIIEM
HECAaHKIIMOHUPOBAHHBIX JOCTYII TPETHHX JIUIL.

9.5. DneKkTpoHHBIE HOCUTENIN NH(OPMALIUH, TOJKHBI OBITH 3aIUIIEHBI KPUNITOTpadhUIeCKUMH CpEACTBAMU
3alIUThI UH(OPMAIIHH.

10. OTBETCTBEHHOCTH 3A PA3I'JIAINIEHUE WH®OPMAIIMA, CBA3AHHOM C



IHEPCOHAJIBHBIMU JAHHBIMH PABOTHHUKA

10.1. JInua, npu3HaHHBIC BAHOBHBIMH B HAPYILICHUU MOJIOKEHUH HacTosmero [Tonoxenus o 3amure
HepCOHaJIbHBIX JAHHBIX pa6OTHI/IKOM HpI/IBJIeKaIOTCSI K HHCHHHHHHapHOﬁ, aI[MHHHCTpaTHBHOﬁ,
IPaKIaHCKO-TIPAaBOBOM M YTOJIOBHON OTBETCTBEHHOCTH, B TIOPSIKE MPETyCMOTPEHHOM
3aKOHOAATCIIbCTBOM PO u JIOKAJIBHBIMHA HOpMaTI/IBHBIMI/I aAKTaMH.



