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0 3aIUTe MEPCOHANbHBIX NTaHHbIX
1. OBIIME NMOJIOXKEHUSL

1.1. Hacrosmee IlonoxeHue O 3aIIATEe NEPCOHATBHBIX JaHHBIX pabOTHHMKOB
MyHAIMIATEHOTO OIODKETHOTO obmeobpasoBarensHoro yupexaeHus «CpepHsas MKoma Ne
100» (MBOY IlIxossr Ne 100) (naee mo TEKCTY — «ITonoxenue») pa3paboTaHO B COOTBETCTBUH
¢ Korcraryrmeit Poccuiickoit denepanun, OelepanbHBM 3aKOHOM OT 27.07.2006 r. Ne 152-03
(pemakmas ot 21.07.2014r) «O mepcOHATBHBIX NAHHBIX) (¢ U3MEHEHUSIMH H JOIOIHCHUAMH,
perymuBImEMHE B caty ¢ 01.09.2015r.), TpynoBbIM KOACKCOM Poccuiickoit Qenepaliuy, Y CTaBOM
MyHHIUIATBHOTO OFO/DKETHOTO 061e00pa3oBaTenbHOro  yupexkaenus «Cpepasas MmKona Ne
100» (MBOY Ilkosmsr Ne 100) (najiee mo TEKCTy — «[IIxonan).

1.2. Tlon «IepCOHATBHBIMH JAHHBIMH» DaOOTHHMKA MOHAMAcTCH rHGOpMAaIH,
Heo6xomumass IIIKome B CBA3M C TPYJIOBBIMH OTHOINCHHSMH M KACAIOMIA’ACH KOHKPETHOTO
pabOTHHKA, B TOM YHCJIE €ro:

dbammTus, UMs, OTICCTBO

rOJ, MECSI], 1aTa ¥ MECTO POXIACHAA

s g

ceMeifHOE, COLHATFHOE, IMYIIECTBEHHOE II0JIOKCHUC

obpa3zoBaHue

npodeccus

JOXOJBI

" Ipyras HHQOpMAIus.

1.3. Tlog «paOOTHHKOM» B TTooXXeHUH ITOHWUMAETCs JIUII0, COCTosAmee B TPYHOBBIX
orromenusx co IIkomon.

1.4. Tlox «IO/DKHOCTHBIMH JiiiaMu» B [[0N10KEHHH TOHUMAROTCS pabOTHHUKH, COCTOSIIINE
B TPYIOBBIX OTHOLICHHSX cO I[IKOIOH W AMEIOLIME IPaBO Ha NOJTyHCHHE, 00paboTKy, meperagy
B Impomecce pabOThl HEPCOHATBHBIX [aHHBIX (pyKoBOIAIIHAM COCTaB:  OUPEKTOP H €T
3aMecTHTEH, pabOTHHKH OTHej]a KalpoB, 6yxranrepun, omeparop OBM). OOs3aHHOCTH
OJDKHOCTHBIX JUI coGiroaaTh [1010KeRne I0/DKHA OBITh 3aKPEILIeHa B TPYNOBBIX T0TOBOpAX,
3aKITF09aeMBIX C YKa3aHHBIMHU THIAMH. ,

1.5. Tlon «TpeThbEMH JHIAMH» B [I0I0KEHHH IOHAMAIOTCS mobele ynia (padOTHHKH,
JOPHIHYECKHE JHIA, NODKHOCTHBIC JHIA TOCYJApCTBEHHEIX OpraHOB M OpraHoB MECTHOTO
CaMOVIIPaBIEHHs,  [PABOOXPaHHTEIbHBIX OpraHoB), He  SBIIONIMECS  CTOPOHOH
HEIHBHIYaTbHOIO TPYIOBOTO JI0T0BOPA, 3AKIIIOUCHHOrO CO [Ikos0# B NHIE €€ AAPEKTOpa HIH
HHBIX VIIOTHOMOYEHHEIX JTHIL.

1.6. Tlomowerme ycTaHaBiWBaeT TOPAIOK 00pabOTKHM IEPCOHATBHBIX —JaHHDBIX
paCoTHHKOB, HX Npasa H ODA3AHHOCTH B 00JIaCTH 3alMTHl MEPCOHATBHBIX JaHHBIX, MOPAIOK



Mepe/auy MEPCOHATBHBIX JaHHbIX B IIIKone H 3a ee MPEeipl, OTBETCTBCHHOCTR JIOJDKHOCTHBIX
JTHII 32 HapylneHue HopM TToIoKeH .

1.7. Tlpu npueme Ha paboTy (X0 3AKMOICHUS TPYNOBOTO ZI0roBopa) pabOTHUK TOJDKEH
6LITh O3HAKOMJIEH C LlONOXKeHHEM IOJ pocmuch B JIMCTE O3HAKOMICHHS (cMm. IIpaBuia

BHYTPEHHETO TPYJIOBOT0 PACIIOpsIKa, necrayromue B [1Ikoie).
2. COCTAB ITEPCOHAJIbHbIX JAHHBIX

2.1. K mepcoHatpHON JOKyMEHTaUHH (COACPXKAIEH EPCOHATBHEIC JaHHBIE) OTHOCATCS
JOKYMEHTEI, KOTOpBIE COIEPKAT HMHIMBHIYQIBHBIC IAHHBIC O KOHKPCTHOM paboTHHKE H
MCIIOJB3YIOTCS TOKHOCTHBIMH JIML[AMH TIPH HCTIOJHEHHH CBOUX JIO/DKHOCTHBIX 00s13aHHOCTEH.

K HEUM OTHOCSATCH:

1) HOKyMEHTHI, IPEXbSBIAEMBIE IPH TPYNOYCTPOHCTBE Ha paboTy B COOTBETCTBHH CO CT.
65 TpymoBoro xoxekca PO: .

[IaCTIOPT WM MHOM JOKYMEHT, YI0CTOBEPAIOIIMHI TUIHOCTD;

TpyZOBasi KHHXKa,

CTPAaxOBOE CBUIETENBCTBO TOCYAAPCTBEHHOTO MEHCHOHHOTO CTPAXOBAHH,

JOKyMEHTEI BOMHCKOT'O ydeTa — IJIs BOCHHOOOS3aHHBIX U JIUII, TOIEKAIIMX IPH3BIBY;

JOKYMEHT 06 006pa3oBaHHH, KBAIHGHKAIMH UTH HATHIHH CTICIHATBHBIX 3HaHUH — IpH
IOCTYILIEHHH Ha paboTy, TPEOYIOIIYIO CIeIAATbHBIX 3HAHW WM CTIEIMATLHOM TOATOTOBKH),

HanpapJIeHHe CIIy)KOBI 3aHATOCTH

2) XapaKTePUCTHKH

3) pekoMeHaTeIbHbIC THChMa

4) cnpaBKH, MOATBEPXKAIOIIME TICPHOIEI paboTel y paboTomarened M pasMep
3apabOTHOH IIATEI

5) HarpamHbIEC JOKYMEHTEI

6) THCTKH HETPYAOCIOCOOHOCTH

7) METUIIMHCKHE CIIPABKU

8) OpraHM3aLHOHHO-PAaCIOPSUTENBHBIC  JOKYMCHTEI (IpHKasbl, PaCHOPDKEHHUS),
NOKaJbHble HOPMATHBHBIE aKThI, ITEPEYHH, CITHCKA U HHBIC BHYTPCHHHC JOKYMCHTEL koL,
conepyKaIgye NepcoHalbHbIE JaHHBIC paboTHAKOB ((aMHUIHIO, HMsl, OTIECTBO)

9) IOKyMEHThl, NONTBEPKAAIOIIME IMpPEATOaraeMble H (aKTHYeCKH IMOJTyYCHHBIE
PaGOTHHKOM JIeHEXHBIE CpefcTBa (IPHKa3l MO JIMIHOMY COCTaBy O NPHEME Ha paboty, 0
mepeBoe Ha paboTy, O IIOOIPEHNH, PACICTHEIE JTCTKH)

10) HHBIE TOKYMEHTBI, COZIEpKalliie IEPCOHATBHbBIC CBEICHHIA O pabOTHHKEX.

3. OBSI3AHHOCTHY JOJDKHOCTHBIX JIMI

2.1. Tlpm 0O6paboTKe MEpCOHANBHBIX [aHHBIX paboTHHKA (IIOIy4YCHHH, XPAHCHHUH,
KOMOHHHPOBAHHH, Tlepejade WM JHOOOM IPYTOM HCIONB30OBAHHE MEPCOHAILHBIX TaHHBIX
paGOTHHKA), MO/KHOCTHBIE JHMA, KOTOPBIE HMEIOT K HHM JOCTYI H HCIIONB3YIOT IIPH
HCIIOTHEHHH A0KHOCTHBIX 00S3aHHOCTEH, IOJDKHEI COOMFOIaTh CIEAyIOmue TpeOOBaHHUS:

1) obpaboTka MEPCOHATBHBIX  JAHHBIX pabOTHHKA  MOXET  OCYIIECTBIATHCS
HCKTIOUHTEILHO B LEISX oOecredeHHs COOMONEH s 3aKOHOB X HHBIX HOPMAaTHBHBIX PaBOBbIX
aKTOB, COACHCTBHSA pabOTHHKAM B TPyAOyCTpOHCTBE, O0YYEeHHH H IPOJBHKEHUH I10 ciyx0e,
obecricgeHHs JTHYHOH 0e30MacHOCTH pabOTHHKOB, KOHTPOJsS KOJHYECTBA M KadeCTBa
BEITIOIHSEMOH paboTh B oOecnedeHHs COXPaHHOCTH HMYIICCTBA,

2) Bee HepcoHANbHBIE JaHHEIE Pa0OTHHKA CIEYeT MOJydaTh Y Hero caMoro.

Eci® mepcoHAnbHbIC JaHHBIE PabOTHHKA BO3MOXKHO IOTYIHTH TOJBKO Y TpeThEH
CTOpOHBL, TO PaOOTHEK JOTKEH ObITh YBEJIOMIICH 06 3TOoM 3apaHee (He MO3MHEE YeM 3a 3
pabogEX AHS) H OT HETO JOIKHO ObITh NOTY9CHO MACHMEHHOE Cor/IacHe.



I[OJ'DKHOCTHBI@ Jiiga  OOJIKHBI COO6IIIPITB pa6OTHI/IKy 0 DOeIx, MOpeamnoara€MbIx
HCTOYHHKAX H cIIocobax MOJIY4CHH S MEPCOHAIBHBIX MAaHHBIX, & TAKXE O XapaKTepe IOAICXKAHUX
IOJIYYEHHIO IEPCOHAJIBHBIX AaHHBIX H IIOCJIEACTBHAX OTKasa pa6OTHHKa JaTbe IHHCBMCHHOE

coryiacHe Ha HX MOJy9CHHE;
4) MOJDKHOCTHBIE JIHL@ HE BIPABE MOIYHaTh U OGpaGaTLIBATE NEPCOHAIBHEIC MAMELIS

pabOTHHKA O ero MOJUTHICCKUX, PETUTHO3HBIX M HHBIX yOEXKICHUIX B YaCTHOM XKH3HH;

5) MODKHOCTHBIE JHMIAa HE BIIPaBe NOTydaTh M obpabaThiBaTh NEPCOHATBHBIE JAHHBIC
paboTHHKa O €ro 4WICHCTBE B OGIIECTBEHHBIX OOBEIMHEHHAX MM ero MpodCoro3HOH
JeSTeTbHOCTH, 3a HCKIIOUEHHEM CITydaeB, HEOOXOMMMBIX IS PEICHUs BOIpOCca 00 yBOJIbHEHHH
PabOTHHKOB I10 OCHOBAaHHSAM, IIPEIyCMOTPCHHBIM ITYHKTaMH 2,3 u 5 yactu mepBoit cTaThu 81
Tpynosoro kozekca P@;

6) IpH IPUHSTHH PEIIEHHH, 3aTParuBarOUX HHTCPECH paboTHHKA, JOJDKHOCTHBIC JIAIA
HE BIIpaBe OCHOBBIBATHCS Ha IEPCOHAIBHBIX JaHHbIX pabOTHHKA, TOTyIeHHBIX HCKIIOIHTEILHO
B pe3yJIbTaTe HX aBTOMAaTH3UPOBAHHOMU 00pabOTKH MITH 37IEKTPOHHOTO MOJIYYCHHS.

4

4. ITPABA PABOTHUKOB

2.1. PaGOTHHKH, IPEOCTABHBLIHE TODKHOCTHBIM JIHLAM MEPCOHATBHBIC TAHHBIC, IMCIOT
IIpaBo Ha: ‘

CBOBGOIHBIH GecIIaTHEI H0CTYI K CBOMM MEPCOHAIBHBIM JAHHBIM, BKIIOHAd MPaBoO Ha
HodydeHHe KOIHH JOOOH 3allkCH, colepKalme IepCOHaNbHBIE [aHHBIC paboTHHKa, 32
HCKITIOYEHHEM CITydaeB, PeLyCMOTPEHHBIX (elepatbHbIM 3aKOHOM;

OIIpe/Ie/IeHIE CBOMX TIPSICTABHTENCH U1l 3aIUThI CBOUX MEPCOHATBHBIX JTAHHBIX;

JOCTYIl K OTHOCSIIMMCS K HHM MEIMIMHCKAM [aHHBIM C TIOMOIIBIO MEIHUIIHHCKOTO
CIIEIHAIACTA 10 HX BEIOODY;

-TpeboBaHMe 00 HCKIIOUEHMM MM HCTIPABICHHM HEBCPHBIX MM HETIOJIHBIX
NEpPCOHAIBHBIX JAHHBIX, @ TaKKe [aHHBIX, 00paboTaHHBIX C HapylleHHeM TPeOOBaHHH
JIEACTBYIOLIETO 3aKOHOJATEeIECTBA.

Tlpu OTKa3e MODKHOCTHBIX JIAI HCKIIOYHTH HIJIH HCIPAaBUTE MEPCOHATBHBIC JTAaHHBIE
pabOTHHAKA HMEIOT IPaBO [OJATh 324BICHHE JIHPEKTODY [[IxoIEI O CBOEM HECOIJIacuu C
COOTBETCTBYIONIAM OOOCHOBAaHHEM TaKOTO HECOTJIACHA. IlepcoHanbHBIE JaHHBIC OLNEHOYHOTO
xapakTepa (ColepKalliecs, HanpuMep, B XapaKTepHCTHKE, aTTCCTAHOHHOM nucTe) pabOTHUKH
HMEIOT IIPABO JOIOJIHATE 3asBJICHUEM, BRIPIKAIOIIMM €ro COOCTBEHHYIO TOUKY 3PCHH;

TpeGosanme 06 m3BemeHuH LIIKOTOH BCEX JML, KOTOPHIM paHEe OBUTH COOOIIEHEI
HEeBEpHBIE HIIH HENOJIHBIE [IEPCOHANLHBIC TaHHbIC pabGoTHHUKOB, 000 BCEX MPOU3BEAEHHBIX B HAX
HCKITIOUEHHAX,, ACIIPABICHMAX MU JOTIOTHECHISX;

00’kaJloBaHHE B CYJ JIOOBIX HETIPABOMEPHBIX neiictBuit wm 6esnenctus 1Ikonsr npu

06paboTKe ¥ 3alllUTe HX MEPCOHAIBHBIX JAHHBIX.
5. IMMOPAIOK CBOPA U MEPEJAYU NEPCOHAJIBHBIX JAHHBIX

" 4.1. JIoOJKHOCTHBIE JIMI[A MMEIOT NPaBo MONy4aTh TONBKO TE€ NEPCOHAIBHBIC NAHHBIC
paGOTHHKA, KOTOPEIE HEOOXOMAMBI ULl BEITIOTHEHHS KOHKPETHBIX TPYIOBBIX byHKIHHA.

4.2. JIoMKHOCTHBIE JIHIA He BIIPaBE 3alpalIHBaTh UH(YOPMAIHIO O COCTOSHHH 3/10POBbi
pabOTHHKa, 32 HCKJIOYCHHEM TeX CBEJCHHH, KOTOpbIE OTHOCATCS K BOTPOCY O BO3MOKHOCTH
BHLITIONHEHAS PAOOTHHKOM TPYHOBOH YHKIHMH (HAaIpuMep, MPH PELICHUH BONIPOCA O MEPEBOAC
paboTHHKa HA APYTYIO MOJUKHOCTh (paboTy) NpH HATHYMM MEIHMIHHCKOIO 3aKIOuCHHA,
MAIOMEro OCHOBAHHS TOJAraTh O HEBO3MOXKHOCTH BBINONHEHHS PabOTHHKOM TPYZOBOH
GYHKIHE Ha yCJIOBHSX, IPELyCMOTPEHHBIX TPYAOBBIM JIOTOBOPOM).

4.3. JOMKHOCTHBIE JTHIA, NOIYYAONIUE MEPCOHANbHEIE JaHHBIE PabOTHHKA, 00s13aHBI
cobmonate pexuM  CekperHOCTH  (KOHQHMIeHIMamsHOCTH).  JlaHHOE  MONOXKCHHE  HE



pacmpocTpaHsieTcs Ha OOMEH IIePCOHAIBHBIMH J@HHBIMH DaOOTHHKOB B  TODSJIKE,
YCTaHOBJIEHHOM (eepaTbHBIMU 3aKOHAMH.

4 4. JIoJDKHOCTHBIE JIMIa HE HMEIOT IIpaBa coo0IaTh MePCOHaIbHbIE NaHHbIe PabOTHHKA
TpeTheii cTopoHe 6e3 MUCHMEHHOTO COTIacks pabOTHMKA, 3a HCKIIFOYCHHEM CITydaeB, KOT/Ja 3T0
HeoOXOIMMO B LESX MpEeMYIpekICHHS YTPO3bl JKH3HH W 3I0POBBIO pabOTHHKA, a TaKkKe B
Cllygasx, YCTAHOBJNEHHBIX (enepansubmMu 3akoHamu (TpynoseM xomekcoMm P®, Hanoropsm
xozexcom PO, DenepanpueiMu 3akoHamu «O cTaryce cynedt B Poccuiicko#t ®enepanum», «O
mwmmmny, «O demepanbHOi ciyxkOe OesomacHocTH», «O mpokyparype Poccuiicko#
®enepanuny», «O 3aIATe MPaB OPHAXIECKHEX JTHIl M HHIXBHIY ATbHBIX IpeampuHIMAaTeNeH IpH
IIPOBEIEHHH TOCYIapCTBEHHOr0 KOHTPOJsA (HaA30pa)» U [Ip.), MPeIyCMaTpPHBAIOIIHMHU NPaBO
TOJDKHOCTHBIX JIMI KOHTPONMPYIOIIMX H IPaBOOXPAHHTEIbHBIX OPraHOB 3alpamuBaTh Y
paboTonaTenell B yCTAaHOBICHHOM MOPSIKE JOKYMEHTBI, COJCPIKAIHE II€PCOHANBHBIE JaHHBIC
paboTHHKA, - B LEIAX KCIOJHEHHA BO3JOKEHHBIX HA HHX (elepalbHBIMH 3aKOHAMH
00s13aHHOCTEH.

i

6. IPABIJIA XPAHEHMS JOKYMEHTOB, COIEPKAIINUX TEPCOHAJIBHBIE JAHHBIE

5.1. JIugHble fOena W TPYHOBBIE KHIDKKH DPAaOOTHHMKOB XpaHATCS B METAIHYECKHX
mKadax, ceiiax, UMEIOIMUX Hae)KHBIE 3alI0PBI.

5.2. JIu4Hble Aena MIPEIOCTaBILIOTCS B PAaCHOPsUKEHHE MO/DKHOCTHBIX JIL JIMIObL B
CJIEAYIOLTUX CIydasX:

HE0O0XOIMMOCTH 0GOpPMIICHHUS HArPaIHbIX JOKYMEHTOB;

(GbOpMHPOBaHHUS CTATUCTHYECKUX JaHHBIX;

IOATOTOBKH XapaKTCPUCTHKH
¥ NP HAIMYHH COOTBETCTBYIOLICH PE30JIONUM IUPEKTOpA [IIxoJBI WK €ro 3aMEeCTHTENs II0
KaJ[pOBBIM BOIIPOCaM Ha CITy)XKeOHOH 3aIMCcKe COOTBETCTBYromeH (Gopmbl (cM. MHCTPYKIHIO 110
nenomnpou3BoacTBy B LlIkoine).

JIngHbIe [e1a BBIOAIOTCS [0/ POCIHCE B JKYPHAJE BbLIAYH JIMYHBIX ACT.

JIugHOE [eio JOJDKHO OBITH BO3BPAIIEHO B OTAEI KaJpOB B TEUEHHE HEAEIBHOTO CpOKa C
MOMEHTA €0 MOJIy4YEHHS.

5.3. TpynmoBble KHWKKH PabOTHHKOB MOTYT HpPEIOCTABIATHCS PabOTHHKAMH OTZAENA
KaJpOB JHIIH HIEHAM KOMHCCHH IO CONMATBHOMY CTPaXOBaHHUIO, - IPH HEOOXOAMMOCTH
IIPOBEPKH JaHHBIX O CTPAaXOBOM CTaKe pabOTHUKOB, - IJis PELIEHHs BOIIPOCOB O MPABUIBHOCTH
ACYHCJIEHHS U BBIILIATHI ITIOCOOMM 10 TOCYAapCTBEHHOMY COLIHAIIbHOMY CTPaxOBaHHIO.

7. OTBETCTBEHHOCTbD 3A HAPYIIEHHMWE ITOJIOXKXEHHWA

JIOJKHOCTHBIE JIMIA, BUHOBHBIC B HapylleHuH [I0JI0KeHHUs!, HECYT MMCIHUIUIMHAPHYIO,
aJIMMHHUCTPaTHBHYIO, [PaXXJaHCKO-IIPABOBYIO HIIH YTOJIOBHYIO OTBETCTBEHHOCTD B COOTBETCTBHU
¢ TpynossiM komekcom P®, Komexcom Poccuiickod @enepanuu 00 aaMHHHCTPATHBHBIX
IIPaBOHAPYLIECHHUSIX, Y TOJIOBHBIM KoJekcoM Poccuiickont Deneparui.



