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1. OBIIIUE MMOJOXEHMS

1.1.Hacrosmmee [Tomosxkenne 0 3aIIyTe NEPCOHATBHBIX JAHHBIX PA0OTHHKOB HOMIKOJIBHOTO
00pa30BATETBFHOTO YUpEeKIeH s (Ianee — [Tonoxenwue) pa3paboTaHO C LENbIO 3alIUThI
HH(OPMAINK, OTHOCSIIEHCS K IMIHOCTH U JIMIHOH KU3HU paGoTHHKOB MyHHIIMTIATBHOTO
610 DKETHOTO OTIKOIBHOTO 00Pa30BaTebHOTO yUpeKICHHS TeTCKUH can No 32 (manee
VupesxIeHus), B COOTBETCTBHH €O CTaTheil 24 Kouéruryunu Poccuiickoit denepanni,
TpynoBsIM Kogekcom Poceniickoit Penepannn 1 PeneparbHbIMK 3aKOHAMHI OT 27 wonst 2006
roma Ne 149-@3 «O6 nndopmaiuy, THGOPMAXUGHHBIX TEXHOJIOTUSIX 1 O 3alllTE
pHGopManuny, ot 27 uromst 2006 roma Ne 152-@3 «O mepCoHANBHBIX TaHHBIX).

1.2. TlosoykeHue O 3aIlnTe MepCOHATBHBIX JaHHBIX PAOOTHUKOB YCTaHABIMBACT MOPAIOK
MOJTy9eH s, yuera, 00paOOoTKH, HAKOIUICHHUS ¥ XPaHEHHU IOKYMEHTOB, COACPIKAIINX CBEICHMUSI,
OTHECCHHBIE K TIEPCOHATBHBIM TaHHBIM Pa0OTHUKOB YUPEKACHHUS. PaboTHUKAMU CHUTAIOTCS
JMIa, paboTaOIINe B YUPEXKICHUH 110 TPYA0OBOMY IOTOBOPY.

1.3. Llensro Hacrosiero [1omoxenns IBISCTCS NCIOTHEHUE 3aKOHOAATEIIbCTBA P® B obnactu
3aIIUTHI IEPCOHATBHBIX TaHHBIX.

1.4. K aktam 00s13aTeIbHBIM K UCIIOJTHEHUIO B YUPEKIAECHHH OTHOCSATCS 3aKOHOAATC/IBCTBO P® B
cepe 3ammuTh HHPOPMAIINH, & TAKXKE TPHHSTHIC HA €0 OCHOBAHUH JIOKAILHBIC HOPMaTUBHBIE
AKTBI YUPEIKICHHUS.

1.5. Hacrosmee [lonoxeHue 0 3alUTe IepCOHATbHBIX TaHHBIX TOJKHO OBITH TTOATTHCAHO
3aBe/YIOMIAM YUIPEXKICHUEM, H BCE PAOOTHUKH JOJIKHBI OBITh MUCHMEHHO IO POCIIHCH
03HAKOMJICHBI C HUM.

2. MOHSTHUE N1 COCTAB IEPCOHAJIbHBIX TAHHbBIX

2.1. Tlox mepcoHaTBHBIMU JaHHBIME PAOOTHHKOB TOHNMAETCS nH(opMaIs, HeoOXoaumast
paboTO/IATENIO B CBSI3U C TPYAOBBIMHU OTHOLICHHSMHU U KaCAIOMIAsCst KOHKPETHOTO paOOTHHKa, a
TaKKe CBeeHUs 0 HaKTax, COOBITUIX ¥ 0OCTOSTENBCTBAX KU3HI PAOOTHHIKA, TI03BOJIAIOMINE
UICHTHQHUIAPOBATE ET0 IHYHOCTD.

2.2. CocTaB NMepCcOHANBHBIX JaHHBIX paOOTHHKA!

- aHKeTa;

- apTroOnorpadus;

- 00pa3oBaHue;

- CBEJICHHMS O TPYJIOBOM M OOIIEM CTaKe;

- CBEJICHHMS O TIPEIbIIyLIeM MecTe paboThl;

- CBEJICHUS O COCTABE CEMBH;

- IaCTIOPTHBIE NaHHEIC,

- CBEJICHUSI O BOMHCKOM YUCTE;

- cBeJleHus 0 3apabOTHOM IUIaTe COTPYTHUKA;

- CBEJICHIIS O COLMATTBHBIX JIBrOTax;
- CHELIMAIBHOCTE;

- 3aHUMAaeMasl JOJDKHOCTD;

- pazmep 3apabOTHOM TITATHI,

- HAJTHYUE CyIUMOCTEH;

- aJIpec MeCTa KHUTEIbCTBA,

- TomarHui TeIedoH;

- coJiepXKaHKe TPYLOBOTO T0TOBOPA;
- CoZlEpIKaHVe ISKIIapalliiy, IT01aBaeMo# B HATTOTOBYIO HHCIICKIINIO;
- TOJUTMHHWKHY M KOTTHH TIPUKA30B 110 JIHIHOMY COCTaBY;

- TMYHBIC JIeJIa U TPYAOBBIC KHUIKKHA COTPYTHHUKOB,

- OCHOBAHUS K IIpHUKa3zaM I10 JIHYHOMY COCTaBYy,

- Ieja, CoaepKalue MaTeprualbl o0 ITOBBIIICHUIO KBaJH/I(l)I/IKaHI/II/I U HNEPErOoATOTOBKE
COTPYIHHUKOB, UX aTTCCTAllUH, CH}’)KC6HBIM pacclieIoBaHUsAM,



- KOTIVY OTUETOB, HAMTPABJSIEMBIE B OPTaHbI CTATHCTUKH;

- KOTIMHM JIOKYMEHTOB 00 00pa3oBaHuy;

- pe3yNBTAThl MEAMLHHCKOTO 00CTeI0BaHHNs Ha IPEMET FOAHOCTH K OCYIIECTBICHHUIO
TPYIOBBIX OOS3aHHOCTEH;

- poTorpad Uy ¥ HHBIE CBENECHNS, OTHOCSIIAECS K MEPCOHATBHBIM JTAHHBIM paboOTHHKA;

- PEKOMEHIAINHN, XapaKTePUCTHKY | T.1I.

2.3, Vka3agHbIE B 11.2.2. CBEICHHUS ABJIAIOTCS KOHQHUISHIIMATBHBIMH U HE MOJICIKAT
pasrITalIeH IO HHa4e Kak [0 OCHOBAHHSM, TPEIyCMOTPEHHEIM 3aKOHOATEIbCTEOM P®. Pexum
3ATIATH! TEPCOHATTBHBIX JIAHHBIX MOKET OBITh CHAT 10 MCTCHCHHH 75 net, ecyii OOJIBLIMH CPOK
He TPelyCMOTPEH 3aKOHOJATEILCTBOM HIJIM COTJIAIICHHUEM C pabOTHHUKOM.

3. OBSI3BAHHOCTHU PABOTOJATEJIA

3.1. B HensX HCIIOJHEHHs TpeGoBaHuil 3ak0oHoIaTenbcTBa PP mpu 06paboTKe MepCOHATBHBIX
JIAHHBIX, BCE PAOOTHUKH YUPEIKIECHHS TOJDKHBI HCTIOTHATE YCTaHOBIICHHBIN TIOPSIOK PabOTEI:
3.1.1. PaBoTa ¢ TIepCOHANBHBIME JAHHBIMA PAOOTHHKOB J0JDKHA HE HAapyHIaTh TpeOOBaHMH
3aKOHOIATeNbCTBA P® 1 JIOKAIBHBIX HOPMATHBHBIX aKTOB OpraHu3aliy, 1 10JDKHA OBITH
HENOCPEICTBEHHO CBSI3aHa C OCYILISCTBICHUEM HMHA CBOHX TPYIOBBIX GyHKIHHA.

3.1.2. IIpu c6ope 1 06pabOTKe TEPCOHATBHBIX TaHHBIX paboTHHKA paboTOAATENb I0DKEH
pyxoBozcTBoBathest Koneturynuei PO, TpynossmM KofekcoM PO i HHBIMH benepambHBIMK
3aKOHAMHU.

3.1.3. IlepconaibHBIE TaHHBIE PAOOTHMKOB JOJIKHEI OBITH MOTYUEHBI TOJIBKO HEMOCPEACTBEHHO
y Hero. Ecnm uist 06paGOTKH €ro NaHHBIX M KX TOMYHeHNs IPUBICKACTCs TPEThI LA, TO
paGOTHHK JOJDKESH JaTh IPEIBAPUTEIIBHOE THCBMERHOC COTTTACHE Ha 9TO. OnHOBPEMEHHO
paGOTHHK TOJDKEH GBITH YBEIOMIIEH O LeIsIX cOopa HHPOPMAIIHH, NCTOUHHKAX €€ TIOJTyICHHUS, a
TaKKe O MOCIEeACTBUAX 0TKa3a OT MPEIOCTaBICHHUS TUCBMEHHOT0 COIIACHA Ha cbop
WH(POPMAIUH. .

3.1.4. IlepcoHaNbHBIE NaHHBIE PAOOTHHKA O er0 MOTUTHYECKUX, PETUTHO3HBIX I HHBIX
yOEKIEHUSX, YACTHOH KU3HH, & TAKKe HICHCTBE B 0OIIeCTBEHHBIX U PO COIO3HBIX
OpraHM3aNKsAX He MOIEKAT cOOpy yUPSIKAEHHEM, €CITH HHOE HE MPEIlyCMOTPCHO
3aKOHOIATEIECTBOM.

3.1.5. 3ammTa IepCOHATBHBIX JIaHHBIX PaOOTHHKA I0JDKHA 00eCTIeunBaTCS MOMHOCTRIO 3a CHCT
padoTomarers.

3.1.6. Vapexaenue 00s3aH0 IPH IIpHeMe Ha padoTy, a TaKxKe IpH MOOBIX N3MEHEHHUSIX MTPaBUII
pabOoTHI ¢ MePCOHATBHBIMI TaHHBIMH THCEMEHHO 3HAKOMHTE ¢ HUMHU BCEX pabOTHHUKOB
YUPEKICHUS.

3.1.7. VapexeHre He MMEET [IPaBO MPUHYXK/IaTh PAOOTHIKOB K OTKa3y OT CBOMX TPaB Ha
3aIUTY TIEPCOHABHBIX JaHHBIX.

4. OBSI3BAHHOCTU PABOTHUKA

PaboTHUK 00s13aH: :

4.1. IepenaTs paboTOATENIO BCE IEPCOHAIBHBIC JIAHHBIC, YKA3aHHBIC B COOTBETCTBYOIIHX
JTORyMCHTAaXx.

4.2. B ycTaHOBJIEHHBIH IPaBHIaMU CPOK COOOIIATE paboromaTemo 00 H3MEHE CBOUX
MePCOHATBHBIX JaHHBIX.

5. IIPABA PABOTHHKA

PaboTHHUK UMEET IIPaBo:

5.1. Ha mpocMOoTp TIepCOHANBHOM HH(BOPMAIiH, IMEIOIEHCS K paboTomaTemo.

5.2. Ha cBOGOIHBIN GeCTIIaTHBIA ¥ HEOTpAaHHYCHHBIH JOCTYT K CBOUM TIEPCOHATBHBIM JIAHHBIM,
B TOM UHCIIE TIPABO Ha TIOJTy9ICHUE OATBEPIKIAIOMINX JTOKYMEHTOB B BUJIC CIIPABOK, KOTIWH WITH B

'BUJI€ HHOTO JPYroro 0QUIHaIbHOTO TOKYMEHTA.

5.3 Hial JOOCTYII K MCTAITUHCKUM JMaHHBIM C [TOMOMIIBIO MECIUITUHCKOT'O cIieruaiucTa 1mo CBoeEMY



BBIOODY.

5.4. TpeGoBaTh BHECTH U3MEHEHMS UM Y/IATATE TepCOHABHYIO HHPOPMALHIO, TOTYICHHYIO
paboTozaTeseM B HapyIIeHHe HACTOSATIMX npaBwIL. F3MeHeHH!s BHOCATCS Ha OCHOBAHHH
THCBMEHHOTO 3asBICHNs pPaOOTHHKA.

5.5. [lorpe6GoBats OT paboTOAATENS H3BECTUTH BCEX JIUI, paHee TTOTyYHMBIINX MO BUHE
paboTO/aTENst HETOIHEIE M HEBCPHBIC [epCOHaTbHBIE JTaHHBIE O paboTHHUKE.

5 6. O6XaT0BaTh B CYAeOHOM IIOPS/IKE JEOOBIE HENPaBOMEPHBIC neiicTus win Oe31CHCTBHC
paGoTomaresst Ipu 06padoTKe 1 3aMUTE TIepCOHATBHBIX 1aHHBIX PAOOTHHNKA.

6. CBOP, OGPABOTKA U XPAHEHUE MEPCOHAJBHBIX JAHHBIX

6.1. O6paboTKa MEPCOHATBHBIX TaHHBIX paGOTHHUKA - 9TO MOJTYHCHHE uHbOpMaLWHK U3
Pa3TMYHBIX HCTOYHHUKOB, €€ XPaHCHHC, 0GpaboTKa, a TaKxKe Jdoe Ipyroe MCIIONTE30BAHUE.
6.2. [lepcoHaTBHBIE TAHHBIE MPEIOCTABIAIOTC caMiM pabOTHHIKOM TTYTeM 3aTlONIHCHUA AHKCTRI
YCTaHOBICHHOH (HOPMEL PaGoToarers 00s3aH MPX UX MOTyYEHUH TIPOBEPUTE 3asBJICHHEIC
JIAHHBIE TIPEIbSBICHHBIM ITOATBEPIKIAIOTIHM JOKYMEHTaM.

6.2.1. AHKeTa COLEPYKHUT BOTIPOCHI O TIEPCOHATBHBIX JTaHHBIX paboTHHKA.

6.2.2. AHKeTa J0JDKHA OBITh 3al0oTHEHa PAOOTHAKOM JIMIHO. Bce moJist aHKETBI JOJIKHBI OBITH
3aTI0THEHBL, a TPH OTCYTCTBUM UH(GOPMAIUH B COOTBETCTBYIOMIEH TI0JIE TOJDKCH CTABUTHCA
npouepk. COKpaIeHH st [PX 3aIOTHCHHIH aHKETBI HE JOTTYCKAIOTCS, TAKKE KaK ¥ UCTIPABIICHIS
3ayepKUBaHMs. B 3TOM clrydae paGOTHHK 00513aH 3aIOIHATE aHKETY 3aHOBO.

6.2.3. AaKeTa paGOTHHKA XPAHUTCS B JIMIHOM JCJIC ¥ OTBETCTBEHHOTO JIMIA paboTOAATENS
BMeCTe C TIPEIOCTaBIICHHBIMH JIOKYMCHTAMH.

6.2.4. JlmaHOe 1e10 paboTHIKA OQOPMIILETCS MOCTE BCTYTLICHA TPYIOBOTO IOTOBOPA B CHITY.
6.2.5. JINHOE TeT0 XPAHUTCA B IAIKaX «IeI0» YCTaHOBJICHHOTO obpasia, Ha KOTOPOH
yKa3bIBAIOTCS HOMEP Ieja I ®.1.0. paboTHHKA.

6.2.6. JIngHOE €TI0 BKJIIOYACT ABE MBCTHBIC doTorpadun pabOTHHKA 3 Ha 4 oM.

6.2.7. Bce JOKYMEHTBI JITIHOTO JeJ1a XPaHsTes CTPoro B XPOHOJIOTHIECKOM TIOPANIKE, C
[IPOCTABIIEHHAEM JIaThl UX MOJTYHICHNU, 2 TAIOKE HyMepaluH.

6.2.8. JIndHOE A0 MOCTE IPEKpaIleH s TPyA0BOr0 Z0T0BOpa € COTPY/IHUKOM IIEPeIacTes B
apX¥B, ¥ XPAHUTCS yCTAHOBJICHHBIC 3aKOHOIATEITFCTBOM CPOKH.

7. MEPEJAYA IIEPC OHAJIBHBIX JAHHBIX

7.1. TIpw OCYIIECTBICHHH TIEpeadi NEPCOHANBHBIX JAHHBIX paGOTHHKOB TPETBUM JIHIIAM
paboTozaTens 00s3aH:

- He COOBIIATS [IePCOHATBHBIE TaHHBIC 03 MOTYICHHOTO [MCBMEHHOTO corjiacust pabOTHHKA,
KpOMe CITydaeB, KOr/Ia Takue 00S3aHHOCTH YCTaHOBIICHBI 3aKOHOIATEIBLCTBOM;

- He TiepenaBaTh epCOHAIBHBIC TAHHbIC paGOTHUKA [UIs UCTIONB30BAHHS B KOMMEPHECKIX
EJSX;

_ TpeGOBaTh OT TPETHHX JHL COOMONCHNS MTPABHIT paGOTEI ¢ TIEPCOHATIBHBIMH JIAHHBIMH, & TAKKE
[IpEeIOCTABIICHIS TMCEMEHHOTO TIOXTBePAICHIS HCTIONB30BAHNS IIEPCOHAIBHBIX NaHHBIX B
TIOPSIIKE, TIPELYCMOTPEHHBIX HACTOSIIIM TOJIOKCHHEM 0 3aIIUTe IEPCOHABHBIX JTaHHBIX;

- MaBaTh JOCTYI K IEPCOHATBHBIM JAHHBIM TOJIBKO JTHIAaM, IMEIOIINM COOTBETCTBYIOMINA
JIOTIYCK M WCTIOJB3YIOTIAX MX TONBKO UL BETIOTHEHIA KOHKPETHBIX TTOJIHOMOHH;

- He uetpeboBaTh HHGOPMAIHIO O COCTOSHIH 3/10POBBA paGOTHFKA, 38 HCKIIOYCHNEM 1aHHBIX,
KOTOpBIE MOTYT TIOBIUSTE HA HCIOTHCHNE pabOTHUKOM CBOMX TPYTOBBIX 0053aHHOCTEH.

8. IOCTYII K NEPCOHAJNBHBIM JAHHBIM COTPYJHUKA

8.1. BHyTpeHHHUiT HOCTYT (HCTIOIB30BAHNEC pH(OpMAaIK pabOTHUKAMHA YUPEIKICHHUS).

- TIpaBo MOCTYIA K TIEPCOHATBHBIM TaHHBIM pabOTHMKA HUMEIOT:

- 3aBEIYIOIINH YIPEIKICHUC,
- 3aMECTUTEITh 3aBEAYIOMIETO 110 BOCIIATATETBHOMN 1 METOIMIECKON paboTe;



- 3AMCCTHUTEIIb 3aBEAYIOMIETO 10 aIMHHNUCTPATHBHO-XO03MCTBEHHON padoTe;

- MCIUIIUHCKAS CECTPa;- ACTOTPOH3BOIUTEND;

- caM pabOTHHK.

8.2. Bremmmuit 1ocTy™ (TOCy 1apCTBEHHBIE CTPYKTYPEI).

IepconanbHbIe NaHHbIE PaGOTHHKOB MOTYT IPEAOCTABIATECS TONBKO 110 3aIPoCy
KOMIIETEHTHBIX OPTraHOB, IMEIOIINX COOTBETCTBYIOIIUE MTOTHOMOYHS:

- GeepanbHast HaOroBas CIyx0a;

- IPaBOOXPAaHHUTENIBHBIC OPTaHEL;

- OPTaHBI CTATUCTHUKH; !

- 0I0pO KPETUTHBIX UCTOPHIA;

- BOCHKOMATEHI; -

- OpraHbl CONUATBHOTO CTPAXOBAHMS,

- TICHCHQHHBIE (OHIIEL;

- TOJpa3IeICHIS MyHHUIUIIATEHEIX OPTaHOB YIIPABIECHHS.

8.3. Jlpyruie opraHu3anuu (TpeThH IUIA).

CBezenns o paboTHUKE (B TOM YHCIIE YBONEHHOM U3 JaHHBIX apXHBa) MIPEIOCTABIISAIOTCS
TPETBHAM JIMIaM Ha OCHOBAHHH MMHUCbMEHHOTO 3asIBIICHHS CAMOT0 PabOTHHKA.

8.4. POICTBEHHWKHY ¥ WIEHBI CEMEH.

IlepcoHanbHbIe naHHBIE PaGOTHHKA MPENOCTABIIOTCS POACTBEHHIKAM HITH WICHAM €r0 CeMbH
TOJIPKO C TUCBMEHHOTO pa3pelleHus paboTHHKA.

9. 3AIIINTA MMEPCOHAJIBHBIX JAHHBIX PABOTHHUKOB

9.1. B pamkax peann3aniu myHKTOB HACTOSIIEro [1010KEHNS O 3aIIHTe MIEPCOHAIIBHBIX JTAHHBIX
PaOOTHHKOB, 3aBEYIOMMHA YUpeKICHNAS W3aeT MPHKA3 0 Ha3sHAYEHWH JIUIA, OTBETCTBEHHOTO 34
CcoOmoaeHNe NopsinKa PaGOTHI ¢ IEPCOHATBHBIMH TAHHBIMI PaGOTHHKOB, HA KOTOPOM JIeKaT BCe
00Ss3aHHOCTH TI0 06ECTICUCHNIO KOH(DHIEHIMATBHOCTH TOTyYeHHBIX JIAHHDIX, 4 TAKIKE
OpraHu3anyy paboThHl ¢ HUMH.

9.2. IlocTymarommue 3ampocs! OT TPETHUX JTHI] HA IPEI0CTABICHNE MEPCOHAIBHON HH(OPMAITHH O
PabOTHUKE OJDKHEI BU3HPOBATECS FOPUINIECKOH CITy X001 ¢ PE30IONHUER O BOZMOXKHOCTH
OTBETA U MOJIHOTE TPEIOCTABIAEMOH HH)OPMALIHH.

9.3. Tlepenava mHGOPMALHH TTIPOMCXOTHT TOMBKO B TIHCHMEHHOM BFILC. 3anpoc 10mKeH ObITh
CACIIaH B THCBMCHHOM BH/IE C YKa3aHHEM BCEX PEKBH3UTOB JIHIIA, 3aNPAIIHBAIOIIETO
uHQOopMarmio. OTBET TOMKeH GbITH ¢/leNTaH Ha GUPMEHHOM OaHKe KOMITAHNT 1 OTIIpaBIICH
60 KyphepCKOit Citysx60if, 60 3aKa3HBIM TTHCBMOM.

9.4. Bee momydeHHbIE MIEPCOHATEHbIE JAHHBIE TOJIKHEI XPaHUTBCH B MECTE, HCKITIOUAIOIIEM
HECaHKIIMOHUPOBAHHEIX TOCTYII TPETHHX JIHII.

9.5. DNEKTPOHHEIE HOCHTENN WH()OPMAIIHH, TOJKHBI OBITh 3AIIHIICHbI KpUATOTrpaduueCcKuMH
CPEACTBAMH 3aIUTHI HH)OPMAIHH.

10. OTBETCTBEHHOCTS 3A PA3IJIAIIEHUE NHOOPMAINIIUMN,
+CBSI3AHHOU C TIEPCOHAJIBHBIMHU JAHHBIMU PABOTHHKA

10.1. Jluna, npusHaHHEe BHHOBHBIMY B HAPYIICHAN TOIOKEHMH HACTOSIEro [1010KEH S O
3aIATE IIEPCOHAIBHBIX TaHHBIX PA0OTHIKOM MPUBIEKAIOTCS K JTUCLUIUTHHAPHOM,
AIMHHHCTPATUBHOH, IPAXIaHCKO-IPABOBOH H YTONOBHOM OTBETCTBEHHOCTH, B TIOPS/IKE
IPEIyCMOTPEHHOM 3aKOHOAATENECTBOM PD i JTOKATBHBIMH HOPMAaTUBHBIMHU aKTaMH,
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