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0 3aIIMTEe NePCOHAIbHBIX JaHHBIX paGoruukos MBJIOY «JleTckuii can Ne 37»

1. OBIIIME MOJIOKEHUS

1.1.Hacrosmee [Tonoxenue pa3paboTaHo Ha OCHOBAHHH ct1.24 Koncrutyuuu PO,
rnasbl 14 Tpynosoro Konekca P®, 3akoHa «06 uHpopMmauuu, tHGOPMaTH3ALMH 1
3amuTe uHGopmaum» Ne 149-@3 ot 27.07.2006 r. u dexepansHoro 3akoHa PO «O
MepCOHANBHBIX JAHHBIX» No 152-®3 ot 27.07.2006 .

1.2. Hacrosimee [TooxeHHe Onpeaeser nopsaok paGoThI (monyyeHus, 00paboTKH,
MCIIOJIB30BAHNS, XPAHEHHUS U T.J1.) C IEPCOHATILHBIMHU JaHHBIMA pabOTHUKOB M
rapaHTHy KOH(QUIEHIHATbHOCTH CBeJIeHMIA, Pe/IOCTaBICHHBIX PAGOTHHKOM
paboTozarento.

1.3. [TepcoHabHbIE IaHHbIE OTHOCATCS K KaTeropuu KOHQHIEHIMATbHOM
uH(opMaLKH
1.3. K aktaM 06s3aTeIbHEIM K HCIIOJTHEHHIO OTHOCATCS 3aKOHOAATE/ILCTBO P® B
cdpepe 3a1UThI HEYOPMALINH, A TAKKE IPUHATHIC HA €O OCHOBaHHH JIOKAJIbHBIE
HOpPMATHBHbIE aKThl Y [IPaBICHHUS.

2. IOHSITAE U COCTAB NEPCOHAJIbHBIX JAHHBIX

2.1. ITox nepcoHaIbHBIMH JaHHBIMH pabOTHHKOB MOHUMAETCA uH(pOopMaIys,
HeobxoauMas paboTOaTeNO B CBA3H C TPYAOBBIMU OTHOILIEHUSIMH U Kacarolascs
KOHKPETHOr0 pabOTHHKA, a TAKIKE CBEACHHA O daxrax, COOBITHSX U 00CTOATENBCTBAX
KU3HM pabOTHUKA, TI03BOJIAIOIIKME MIeHTU(UIAPOBATH €0 JIUYHOCT.

2.2. CocTaB NepCOHaNBHBIX JIaHHBIX PaOOTHHKA:

- aHKeTa;

- 06pa3oBaHue;

- CBEJIEHHS O TPY/AOBOM H 00LIEM CTaxke;

- CBeJIeHHs O TIpebIayIeM MecTe paboThI;

- cBEJIeHHs O COCTaBE CEMBH;

- ACIOPTHbIE JaHHbBIE;

- cBeJIeHHs O BOMHCKOM Y4eTe;

- cBejIeHUs O 3apaboTHOM MyiaTe COTPYAHUKA;

- cBeJIeHHs O COIMATBHBIX JIbIOTaX;

- CMIELMATIBHOCTD;

- 3aHUMAaeMasi JI0JKHOCTD;

- HaJMYMe CYAUMOCTEH;

- ajipec MecTa KUTEIbCTBA;

- IOMALIHKH TeTePOH;



- COZiep>KaHKe TPYJOBOTO JI0TOBOPA;

- HOAJIMHHUKH U KOIMH NPUKA30B 0 TMYHOMY COCTaBY;

- JINYHBIE JIeN1a ¥ TPYIOBblE€ KHIKKH COTPYAHHKOB;

- OCHOBaHHs K NIPUKa3aM I10 IMYHOMY COCTaBY;

- JieNa, Coiep Kalliie MaTeprallbl 110 MOBBIIIEHUIO KBATH(UKALMH U IEPENOATOTOBKE
COTPYAHHUKOB, UX aTTECTAllMH, CIIyKEeOHBIM pacciieJ0BaHUIM;

- KOITMM OTYETOB, HANpaBJIsieMble B OPraHbl CTATUCTHKH;

- KOITMM JIOKYMEHTOB 00 00pa3oBaHuy;

- hoTorpauu 1 MHBIE CBEeIeHHS, OTHOCSIMECS K NIEPCOHATBHBIM JaHHbBIM
paboTHUKa;

- PEKOMEH/IallH, XapaKTePUCTHKH H T.II. .

2.3. Yka3aHHbl€ B 1.2.2. CBeIeHH SBIAIOTCS KOH(DHUICHIIMATLHBIMU U HE MOUIEKAT
pasrilallieHuIo HHavYe Kak 10 OCHOBaHUSM, MIPELyCMOTPEHHBIM 3aKOHOAATeILCTBOM
PO.

3. OBSI3AHHOCTHU PABOTOJATEJISA

3.1. B uensix ucrnionnenus TpeGoBanuii 3akoHoAaTenbcTBa PD nipu 06paboTke
NEPCOHATIbHBIX IAHHBIX, BCE PAOOTHUKHU JJOIKHBI HCTIOJIHSATh YCTAHOBJIEHHBIN
HOPSIIOK paboTHI:

3.1.1. Pabota ¢ nepcoHabHEIMH JaHHBIMH paGOTHHUKOB [I0JIKHA HE HapyIIaTh
TpeGoBaHuii 3akoHoaTeNnbeTBa PO U JI0KaNIbHBIX HOPMATHBHBIX aKTOB OPraHU3aLIHH,
U JI0JDKHA OBITh HEMOCPEICTBEHHO CBSA3aHa C OCYILECTBIEHHEM MMH CBOMX TPYIOBBIX
bYHKIHIA.

3.1.2. Ilpu c6ope 1 06paboTke NepCOHANBHBIX IaHHBIX pabOTHHKA paboToxaTE b
nokeH pykoBoacTBoBathes Koncturynuei P®, TpynossiM kogekcoM P® 1 uHbIMHU
(henepanbHBIMHU 3aKOHAMH. _

3.1.3. TlepcoHanbHble NaHHBIE PaGOTHHKOB JIOJKHBI GBITH MOTY4YEHBI TOIBKO
HENOCPEACTBEHHO y Hero. Eciiu 11s 06paboTky ero JaHHBIX WK MX T1OJTy4eHHUs]
TNIPUBIIEKAETCsI TPETHH JIUIIA, TO paOOTHHUK JAOJDKEH JaTh PeIBAPUTENILHOE
NMCbMEHHOE coryiacke Ha 370. OJTHOBPeMEHHO paGOTHHK JI0JKEH OBIThH YBEIOMIIEH O
uensx coopa MH(GOPMAIMKU, HCTOYHHKAX €€ MOJYyYEHHUs, a TAKKe O TTOCIeICTBHSX
OTKa3a OT [PeIOCTaBJIeHUs IMCbMEHHOTO coryacus Ha cbop uHpoOpMaLHy.

3.1.4. IlepcoHanbHble J1aHHBIE PAOOTHHKA O €r0 MOJUTUYECKUX, PETUTHO3HBIX U
MHBIX YO€XKIEHHUSX, YACTHOM JKU3HH, a TAK)KE YIEHCTBE B OOILECTBEHHBIX U
NpOo(hCOIO3HBIX OPraHU3aLMsX He MOIekKaT cOOpY, eCIIH HHOE HE MPeLyCMOTPEHO
3aKOHO/IaTEIbCTBOM.

3.1.5. 3ammTa nepcoHaIbHbIX JaHHBIX pabOTHHKA JO0JKHA 06eCeYnBaThCS
MIOJTHOCTBIO 3a c4eT paboTonarens.

3.1.6. Ilpu npueme Ha paboTy, a TakxKe MpH JOOBIX H3MEHEHUSX PABUIT PaGOTHI ¢
NEePCOHAIbHBIMU JaHHBIMU aJMHUHUCTPALMSI TUCbMEHHO 3HAKOMHT C HUMM BCEX
pPabOTHUKOB yUpeKIECHHUS.



4. OBSI3AHHOCTHU PABOTHHUKA

PaGoTHUK 00s13aH:

4.1. epenats paboTOATEIIO BCE NIEPCOHANIBHBIE TaHHbIC, YKa3aHHbIE B
COOTBETCTBYIOIUX JOKyMEHTAaX.

4.2. B ycTaHOBJIEHHBIH MPaBHIIaMK CPOK co0bmaTh paboToaaTeno 00 H3MEeHEHHH
CBOMX IEPCOHANIBHBIX JaHHBIX.

5. IIPABA PABOTHHUKA

PaboTHUK UMEET NIPaBo: .

5.1. Ha mpocMOTp nepcoHanbHO# HH(OpMaluy, UMEIoILEHcs y paGoTonaTers.
5.2. Ha cBo6G0oaHBIM OecriaTHBIN U HEOTPaHUUYEHHBIN JOCTYI K CBOUM
NepCOHAIbHBIM JaHHBIM, B TOM YHCIIEe IPABO Ha MOJy4YeHHe MOATBEPKAAIOLIMX
JIOKYMEHTOB B BUJIE CIPABOK, KOIIHii WM B BUJE HHOTO JIPYroro 0GULHAILHOTO
JIOKyMEHTA.

5.3. TpeGoBaTh BHECTH W3MEHEHHUs UM yIAJIUTh EPCOHATBHYIO HH(MOPMALHIO,
ToMy4eHHYH0 paboTojaTeeM B HapyIlleHHe HacTOSIIKMX NpaBuil. Mi3MeHeHus
BHOCSTCS Ha OCHOBAaHHHM MMCbMEHHOTO 3asiBlIeHHs paOOTHHKA.

5.4. Tlotpe6oBath OT paboTojaress M3BECTUTh BCEX JIML], paHee MOJIyYHBLINX 110
BHHE pabOTO/IaTeNs HEMIONHbIE UM HeBEPHbIE IEPCOHATIBHBIE IaHHBIE O Pa0OTHHUKE.
5.5. O6xanoBaTh B Cy1eOHOM TOpsiaKe F0Oble HeNPaBOMEPHbIE IEHCTBHS HIIH
Ge3zelicTBre paboToaarens npx 06paboTKe U 3allMTe NEPCOHATBHBIX TaHHbIX
paboTHUKA.

6. CBOP, OBPABOTKA U XPAHEHUE NEPCOHAJIbHBIX TAHHBIX

6.1. O6paboTKa MepPCOHANBHBIX IaHHBIX PAOOTHHKA - 3TO MOJNy4eHHEe HHPOpMALUHU
U3 Pa3IM4HBIX HCTOYHHMKOB, €€ xpaHeHne o0paboTka, a Takxe noboe apyroe
KCIIONIB30BaHMeE.

6.2. TlepcoHanbHble JaHHBIE PEJOCTABIISIOTCS CAMUM PaOOTHUKOM ITyTeM
3ar0JIHEHUs aHKETHI YCTaHOBIIEHHOH (opMbl. PaGoToaTens 06s3aH Npu UxX
TOJTyYeHUH IPOBEPHUTH 3asiBIICHHbIE JaHHBIE IPEIbsBICHHBIM MOATBEPKIAIOIIUM
JOKYMEHTaM.

6.2.1. AHKeTa COZIEpP)HT BOMPOCHI O MEPCOHATBHBIX JAaHHBIX PaOOTHHKA.

6.2.2. AHKeTa f0/KHA OBITH 3aMoHEHa paOOTHUKOM JTMYHO. Bee moist aHKeThl
JIOJDKHBI OBITH 3aT0JIHEHBI, 8 P OTCYTCTBUHM HH(OPMAIMK B COOTBETCTBYIOLIEH
ToJIe TOJDKEH CTaBUThCs Npodepk. CokpallleHHs IIpY 3all0JIHEHHH aHKeThl He
JIOTIYCKAIOTCSA, TAaKKe KaK U HCIIPABIIeHHs 1 3a4epKuBanus. B 5ToM ciyyae paGoTHHK
00s13aH 3aMOJTHUTh aHKETY 3aHOBO.

6.2.3. AHkeTa pabOTHHKA XPaHUTCS B IMYHOM JIEJie Y OTBETCTBEHHOTO JIMLIa
paboTtoparelsi BMECTe C PEOCTaBIEHHbIMU JOKYMEHTaMH.

6.2.4. JInunoe nes1o paboTHUKA OOPMIISETCS B JI€Hb BCTYIUICHUS TPYLOBOIO
ZIOrOBOpA B CHUITY.



6.2.5. JIndHOE [eN0 XPAHUTCS B MANKax «/eJI0» yCTaHOBJIEHHOro 0bpasia, Ha
KOTOpO# yKa3sbiBaioTcsi HoMep ena i ®.1.0. paboTHuKa.

6.2.6. Bce JOKyMEHTBI JIMYHOTO JIENa XPaHATCSl CTPOro B XPOHOJIOTHIECKOM
MopsiIKe, C MPOCTABICHHEM NaThl MX MOYYEHHUs, a TAKKE HyMEpalyH.

6.2.7. JIuu"oe [€eIo Mmocie MpeKpalleHus TPY/I0BOro J0roBopa ¢ COTpy AHHKOM
Tnepe/laeTCs B apXHB, U XPaHUTCS YCTAHOBIICHHbIE 3aKOHONATENBCTBOM CPOKH.

7. MEPEJIAYA NEPCOHAJIBHBIX JAHHBIX

7.1. Ipu OCyIIECTBIEHHH TIepeiauk NePCOHANBHBIX IaHHBIX pabOTHUKOB TPETHUM
nuuam paboTtonaresnb o6sa3aH:

- He co00IIaTh NEPCOHANIbHBIE aHHbIe 6€3 MOyYeHHOr0 MHChbMEHHOI0 COrfacus
paboTHHKaA, KPOME CITy4aeB, Korja Takue 00513aHHOCTH YCTaHOBIIEHBI
3aKOHO/IaTENIbCTBOM;

- He TIepe/IaBaTh [ePCOHABHbIE JaHHbIe pabOTHHMKA JUIA HCTIONb30BAHUS B
KOMMEPUYECKHUX LENX;

- Tpe6OBaTh OT TPETBUX JIUIL COOIIOACHHS TTPaBHII paboThI C IIEPCOHAILHBIMH
JAHHBIMH, a TAaK)Ke TPeJOCTaBICHUs TMCbMEHHOTO MOATBEPXKICHUS UCTIOJIb30BAHUA
NMePCOHANBHBIX JaHHBIX B MOPS/IKE, MIPELyCMOTPEHHBIX HACTOAIIMM MOJIOKEHHEM O
3alUTe TIePCOHANBHBIX JaHHBIX;

- IaBaTh JOCTYII K NIEPCOHAIBHBIM JJaHHBIM TOJIBKO JIHLAM, UMEIOIIMM
COOTBETCTBYIOLIMH JOITYCK ¥ MCMOJB3YIOIIMX MX TOJBKO JJIs BBIIOJHEHHS
KOHKPETHBIX TIOJIHOMOYHH;

- He ucTpeboBaTh HHPOPMALIUIO O COCTOSIHUH 3710POBbA paboTHHKA, 32 HCKIIOYEHHEM
JJAHHBIX, KOTOPbIE MOTYT TOBJIHAThH HA UCIIONHEHUE pabOTHUKOM CBOMX TPYIOBBIX
00513aHHOCTEH.

8. JOCTYII K NEPCOHAJIbHBIM TAHHBIM COTPY/THUKA
8.1. BHyTpeHHHH JOCTYI K MePCOHANBHBIM JaHHBIM paboTHUKA UMEIOT:
PYKOBOJIUTEb, AENONPOM3BONTENb; COTPYIHUKH OyXralnTepuH - K TeM JaHHBIM,
KOTOpBIE HEOGXOMMBI ISl BBITIOJTHEHHS KOHKPETHBIX (QYHKLHMHA; cam pabOoTHUK,
HOCHTEINb JaHHbIX
8.2. Jlpyrue opranuzaimu. CBeieHUs 0 paboTaroLeM UK yXKe yBOJICHHOM
COTPYJHMKE MOTYT OBITh IIPEIOCTABIIEHbI APYrO# OpraHU3alky TOJBKO C
MHCHMEHHOTO 3anpoca Ha OJlaHKe OpraHu3alMy C IPUIIOKEHUEM KOIIMH 3asiBICHHSA
paboTHHKA.
8.3. PocTBEeHHUKH | 4iieHbI ceMel. [lepcoHaibHbIe JTaHHbIE COTPYIHHKA MOT'YT
GBITH IPEJOCTABICHBI POJCTBEHHUKAM UIIH 4ICHAM €ro CEMbHU TOJBKO C
NMHUCBMEHHOTO pa3pelleHHs CaMoro COTpy/HKKa. B ciryuae passoja OpiBiuas cynpyra
(Cympyr) HMEIOT [PaBO 0OPAaTUTBCS B OPraHU3alHMIO ¢ MHChbMEHHbIM 3aIIPOCOM O
pa3mepe 3apabOTHOM ILTaThl COTPY/IHUKA Oe3 ero cornacus (YK PD).
8.4. BHelnHui 10CTyI (TrocyAapCTBEHHbIE CTPYKTYPBbI).
TlepcoHasbHblE JaHHbIEe paGOTHUKOB MOTYT NMPEIOCTABIATHECS TONBKO 110 3anpocy
KOMITETEHTHBIX OPTraHOB, UMEIOIUX COOTBETCTBYIOIINE TOJTHOMOYHS:
- henepasnbHas Hanoronas ciyx6a;



- IPaBOOXPaHHUTENBHBIE OPTaHBI;
- OpraHbl CTaTHCTHKH;

- BOGHKOMATBHI;

- OpraHbl COI[MATBHOTO CTPaXOBAHUS;

- IEHCUOHHBIE (DOHIBI;

- OJpa3/ieJIeHUs] MyHHUIUITIABHBIX OPraHOB yIPaBJIEHHS.

8.5. Jlpyrue opranusanuu (TpeThH JIMIA).

Csenenus o paboTHHKE (B TOM YKCIIe YBOJEHHOM M3 JaHHBIX apXKBa)
NPENOCTaBIIAIOTCS TPETHUM JIML[AM Ha OCHOBaHHH ITMCBMEHHOT'O 3asIBJIEHUS] CAMOTO
paboTHHKa.

9. BAHIUTA NEPCOHAJIbHBIX JTAHHBIX PABOTHUKOB

9.1. B pamkax peanusaldd IyHKTOB HacTosmiero IIOJOXeHHs o 3aluTe
NEPCOHAIBHBIX JaHHBIX PabOTHUKOB, HA4YalIbHUK YTIpaBIe€HHS H3JaeT IpUKa3 O
Ha3HAYEHWHM JIMIa, OTBETCTBEHHOIO 3a COOMIOJEeHHe Tmopsiaka paboThl ¢
NIEPCOHAIBHBIMHM JJaHHBIMU PaOOTHUKOB, Ha KOTOPOM JI€XaT BCE OOS3aHHOCTH I10
obecrieueHHI0 KOH(GUIEHIIMATBHOCTH MOMYYEHHBIX IaHHbIX, & TAK)KE OpraHU3aluu
paboThI C HUMH.

9.2. Iloctynaromue 3ampochl OT TPETBHUX JIMI[ HA MPENOCTABIEHHE IEPCOHANLHOM
vuHpopMalMid O pabOTHHMKE JOIDKHBI BH3UPOBATHCS IOPHIMYECKON  CIykO60M
YnpaBjieHusi ¢ Pe30JIOLKeH 0 BO3MOXKHOCTH OTBETa M IIOJHOTE IMPENOCTABIAEMOi
UHpOpMaLUH.

9.3. Tlepenauya uH(OpMaLM¥ NPOUCXOAUT TOJIBKO B IHCBMEHHOM BHZE. 3alpoc
No/DKeH OBITh ClielaH B IIMCBMEHHOM BHZE C yKa3aHHEM BCEX PEKBH3MTOB JIMIIA,
3anpaiuBaromero uHgopManuo. OTBeT NOMKeH OBITH CHenaH Ha (UPMEHHOM
Onanke YmpaBieHHs M OTIpaBleH JIHOO KypbepcKo# Ciyx0oi, nub0 3aKa3HbIM
IMUCBMOM. '

9.4. Bce mnomyyeHHble IIe€pCOHANIbHBIE NaHHBIE [OJDKHBI XPaHMTBCS B MeCTe,
HCKITIOYAIOIIeM HECaHKLIMOHUPOBAHHBIX JOCTYTI TPEThUX JIHLL..
9.5. DnexkTpoHHbIE HOCHTENM HMH(OPMALWH, JOJKHBI OBITH  3alMILEHbI
KpUNTOrpaduuecKUMH CpeCTBAMH 3aIlUThl HHOPMALIUH.

| 10. OTBETCTBEHHOCTbD 3A PA3IJIALIEHUE HH®OPMAILIUH,
CBSA3AHHOU C NEPCOHAJIBHBIMU TAHHBIMU PABOTHHUKA

10.1. JInna, npu3HaHHbIE BAHOBHBIMHU B HAPYILIEHHH TT0JIO)KEHHUI HACTOSIIIETO
[Tonoxenus o 3alMTe NEPCOHATIBHBIX AaHHBIX PAOOTHUKOM MPHUBJIEKAKOTCS K
JMCLHMIUTMHAPHOMN, a AMUHUCTPATUBHOM, TPaXIaHCKO-MPABOBOH M YTOJIOBHOM
OTBETCTBEHHOCTH, B IIOPS/IKE IIPEyCMOTPEHHOM 3aKOHO/aTeIbcTBOM PD 1
JIOKaIbHBIMH HOPMAaTHBHBIMHU aKTaMH.



