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NONOXEHUE
O 3aLyMTe NEepCOHa/IbHbIX AAHHbIX paboTHMKOB

MyHUUMNANbHOTO 610AKETHOrO yupeXaeHUs AONOIHUTENIbHOrO

obpasoBaHuA «[leTckaa my3bikaibHasa wKona Ne2 umenu
Anekcanpgpa NopdpupbeBnya bopoguHa»

1.06wme nonoXkeHun

1.1. Hactosuee MonoxeHue o0 3auute NepcoHaNbHbIX AaHHbIX PaboTHUKOB
YCTaHaBAWBAET NOPAAOK NoNyYeHus, yuéTta, 06paboTku,HakoNIEeHUA U XpaHeHUA
AOKYMEHTOB, CofiepXallnx CBeAeHUA, OTHECEHHbIE K NepCOHasIbHbIM AaHHbIM PaboTHU-
K08 MyHULMNaNbHOTO 6I0KETHOrO yUpeKkAeHUA LONONHUTENbHOTO 06pa3oBaHuA
«[leTckasn mysbikanbHas wkona Ne2 umenn Anexkcangpa Nopdupbesuya BopoguHay,
CokpawénHo MBY A0 «4AMLL Ne2 umenun A.N.bopoanHar.(aanee — LWkona).
PaboTHuKkamu cunTaloTca Mua, pabotatowpwe 8 LLikone no Tpyaosomy [0roBopy.

1.2. Llenbto HacToAwwero MonoxeHus aBnseTcs UCnosiHeHne 3akoHoJaTeNbeTea PO

8 06.,1aCTW 3aLWMUTbI NEPCOHANBbHBIX JaHHbIX.

1.3. K 0673aTenbHbIM aKTam OTHOCATCA 3aKOHOAATENLCTBO P B chepe 3aLyuTh!
MHGOPMaLMK, @ TaKKe NPUHATbIE HA €0 OCHOBAaHWM JI0Ka/IbHbIE HOPMATUBHbIE aKTbl
LLIKonbl.

1.4. Hacroswee MNonoxeHue o 3aLiuTe NEPCOHANBHBIX AAHHBIX AOKHO BbiTh YTBEPKAEHO

pykosogutenem LUKonbl, 1 BCe paboTHUKM A0MKHBI BbITb AMCbMEHHO NOA,
POCANCH O3HAKOM/IEHbI C HUM.

2. NOHATUE N COCTAB NEPCOHA/IbHbIX AAHHbIX

2.1. Mo nepcoHanbHLIMM AaHHbIMK PAaBOTHMKOB NOHMMaeTCA MHGOPMaLWs, HeobXxoaumas

paboTtogatenio B CBA3M C TPYA0BLIMM OTHOLIEHUAMM W KacaloLLasnca

KOHKpPeTHOro paboTHUKa, a TaKKe CBeAeHMA O pakTax, CoBbITUAX U 06CTOATENbCTBAX
KM3HU paboTHMKA, NO3BONAIOLME UAEHTUPULMPOBATL €r0 IMYHOCT.

2.2. CocTas NepcoHaibHbIX faHHbIX PpaboTHUKA:

- aHKeTa;

- aBTo6MOrpadus;

- 0bpasoBaHue;

- CBeieHUA 0 TPyA0BOM U 06Luem cTaxe;
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- CBeAieHus O npeAbiaywieM mecTe paboThi;

- CBE/IEHUS O COCTaBe CEeMbMY;

- NAcMopTHbie AaHHbIE;

- CBEAEHUS O BOMHCKOM yyeTe;

- CBefieHns o 3apaBoTHol Nnarte coTpyaHuka;

- CBEAI€HUS O COLMANBHbIX fbroTax;

- cneumnanbHoCTb;

- 3aHMMaeMas [AOMKHOCTb;

- pasmep 3apaboTHoii NnaThbl;

- aApec MecTa XUTebLCTBa;

- AOMaLLUHUI TenedoH;

- CoAepxaHu1e TPya0BOro 40roBopa;

- COAepXaHue aeknapauuu, nogaBaemMoi B HarloroBy1o UHCNEKLUIO;

- NOASMHHWKA U KOMWMW NPUKa30B no NM4HOMY cocTasy;

- iM4HbIe fena U TpyAOBbIe KHUXKM COTPYAHUKOB;

- OCHOBaHWA K NPUKasam no AU4HOMy cocrasy;

- Aeéna, coaepxallue matepuarbi NO NOBLILLEHUIO KBanuduKaLmm u nepenogrotoske
COTPYAHWKOB, nX.aTTecTauum, cnyxebHbim paccnepoBaHusim;

- KOMW OTHETOB, HaNpaBnseMbIe B OpraHbl CTaTUCTUKK;

- Konumn fokymeHToB 06 06pasosaHmuy;

- pPe3ynbTatel MeavUMHCKoro obcneaoBaHus Ha NpeAMET rofHOCTU K OCYyLLEeCTBNEHUIO
TPYAOBbIX 06513aHHOCTEI;

- hoTorpachum n uHble CBEAEHMs1, OTHOCALLIMECS K NEPCOHANbHBLIM AaHHbIM paboTHuKa;
- PeKoMeHzauUmK, xapakTepucTuk v T.1.

2.3. YkazaHHsble B n.2.2. CBEAeHs ABNAIOTCA KOHMAECHUMANbHLIMY 1 He nognexar
PasrnalueHuio MHaue Kak no ocHoBaHMsIM, NPeAYCMOTPpeHHbIM 3akoHoAaTeNbCTBOM PO,
Pexum 3alymTol nepcoHanbHbix A3HHBIX MOXET BbITb CHAT CornalLeHnemM ¢ paboTHukom.

3. OBA3AHHOCTU PABOTOAATENS

3.1. B uensix ucnonteus TpeboBanuii sakoHopaTenscTea Pd npu obpaboTke
NepCoHanbHbIX JaHHbIX, BCe paBoTHUKM KoMNaHuUm AOMKHbI CNONHATL YCTaHOBNEHHbIN
nopsaok paborsi:

3.1.1. Pabota ¢ nepcoHanbHbIMu AaHHbIMU PaBOTHUKOB AOMKHA He Hapyuwiate Tpe6oBaHuit
3akoHoaaTensctBa P® 1 nokanbHbix HOPMATUBHbIX aKTOB OPraHW3aLMK, U 4ONXHA GbiTs
HENOCPEeACTBEHHO CBsI3aHa C OCyLECTBNEHUEM UMK CBOUX TPYAOBbIX (DYHKLIWIA.

3.1.2. Npwu c6ope un 06paboTke nepcoHanbHbIX AaHHbix paboTHuka paboTopaTtens DOMKeH
PykosoacTBoBaTLCS KOHCTUTYLMEI! P®, Tpynossim kogekcom P un VHBIMK henepanbHbIMn
3aKoHaMu.

3.1.3. NepcoHankHbie aaHHbIe paboTHUKOB AOMKHBI BbiTh NonyyYeHbl Tonbko
HeNocpeACTBeHHO y Hero. Ecnu anst o6paboTku ero A@HHbIX WU UX NOMyYeHUs
NpUBNEKaeTCa TpeTbu NMuua, To PaBOTHUK LOMKEH AaTb NpeaBapuTenbHoe NUCbMEHHoe
cornacue Ha 310. OaHOBPEMEHHO PaBoTHUK AomkeH BbITh yBeAOMIIEH 0 Lensx cbopa
VHpOPMaLMK, UCTOUHUKaX ee MoNly4eHuUs, a TaloKe 0 NOCNEACTBUSIX OTKA3a OT
NPEAOCTaBNEHNs NTMCLMEHHOTO cornacust Ha c6op uHdopmavmu.
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1.4. MNepcoHanbHbie AaHHbE paboTHmA 0 ero NONUTWYECKAX, PENTUMO3HBIX U UHbIX
MAX, YACTHOM XM3HK, a TaIOKe YneHcTee B 06LIECTBEHHBIX ¥ NPOCOI03HBIX
m3aLUMaxX He nognexar cbopy LLIKono#, ecnn MHoe He NPeAyCMOTPEHO
TenbCTBOM.
1.5. 3awmTa NepcoHanbHbiX AaHHbIX paboTHuka AomkHa obecneunBaTbCs NOMHOCTLIO 33
paboToparens.
3 1.6. AQMUHMCTPaLMA LUKOSbI NPK Npueme Ha pa6oTy, a TaioKe npu NoBbIX UBMEHEHUAX
mpasun paboTbl ¢ NEPCOHANbHBIMY aHHLIMA 0bs3aHa NMCbMEHHOTO 3HAKOMUTb C HUMK BCEX
pabothukos LLkonb!.
3.1.7. AamunmncTpauus LLkonbl He UMeeT Npaso NpUHYXAaTb PaGOTHUKOB K OTKA3Y OT CBOMX
npae Ha 3aliUTy NePCOHasNbHbIX AaHHBIX. '

4. OBA3AHHOCTU PABOTHUKA

PaboTHuk 06s3aH:

4.1. MNepeparts paboToaarento Bce NepcoHantHole [laHHble, yKa3aHHble B COOTBETCTBYIOLMX
AOKYMEHTaX.

4.2. B ycTaHOBNEHHbIN NpaBunamm cpok coobLaTh paboToaatesnio 06 n3MeHn CBOMX
nepCcoHarnbHbIX AaHHbIX.

5. MPABA PABOTHUKA

PaboTHUK UMEET Npaeo:

5.1. Ha npocmoTp nepcoHanbHOM nHgopmauum, umeloLLeiica y pabotopartens.

5.2. Ha cBoB0AHBI GECnNaTHbIA U HEOTPaHWYEHHbI AOCTYN K CBOUM nepcoHasbHbIM
[aHHbIM, B TOM YMCne NPaBo Ha nory4eHue NoATBEpXKAatoLnX [AOKYMEHTOB B BUAE CTPaBOK,
KOMWiA UMK B BUAE MHOFO APYroro oguumManbHOro AoKyMeHTa.

5.3. Ha pocTyn K MeAMLMHCKUM AaHHbIM.

5.4. TpeboBaTb BHECTM U3MEHEHUA U yaanuTbL nepcoHarnbHyio UHdopmaLmio, nony4eHHyto
paboTopatenem B HapyleHe HaCTOALLUX NpaBun. MameHeHus1 BHOCATCA Ha OCHOBaHWUK
NMCbMEHHOrO 3asiBneHus paboTHuka.

5.5. MoTpeBosartb OT paboTofaTens U3BECTUTL BCEX NUL, paHee nony4nBLLUX MO BUHE
paGoToaartensi HeNonHbie U HeBEpHbIE NepCoHanbHbIe [aHHbie 0 paboTHuKe.

5.6. ObxanosaThb B cynebHom nopsake nobbie HenpasoMepHbie fencteus unn 6espeincTene
paGoTopatens npu o6paboTke 1 3auMTe NepcoHanbHbIX AAHHLIX paboTHuKa.

6. CEOP, OBPABOTKA U XPAHEHWUE NEPCOHANbHbIX AAHHbIX

6.1. O6paboTka NepcoHanbHbIX JaHHbIX paBoTHKa - 3TO nony4eHue VHgopMaLmm U3
pasNVuHbIX MCTOMHUKOB, €8 XpaHeHue, oGpaboTka, a Takke noboe apyroe Mcnonb3oBaHue.
6.2. MepcoHanbHble AaHHbie NPeAoCTaBNATCA CaMnM pabOoTHUKOM NyTEeM 3anofHEHUs
aHKeTbl ycTaHoBneHHol copmbl. PaGoTopatens obs3aH Npu WX nony4eHnn NpoBepuTbL
3asBNEHHbIE AaHHLIE NPeabsBNEeHHbIM NOATBEPXKAAIOLINM AOKYMEHTAM.

6.2.1. AHKeTa COAEPXMT BOMPOCHI O NEPCOHaNbHbIX AaHHbLIX paboTHuka.

6.2.2. AHKeTa AomkHa 6biTb 3anonHeHa paboTHUKOM NUYHO. Bce nons aHKeTbl AOMKHbI OblThb
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3anonHeHsbl, a Npu oTCyTCTBUM UHGOPMaLMK B COOTBETCTBYIOLLIEI NOfie AOMKEH CTaBUTLCA
npoyepk. CokpalLieHWsi NPy 3anofIHEHUN aHKeTbI HE [JONYCKAIOTCS, TAIKe Kak U ucnpasneHns
1 3a4epkuBaHus. B atom crnyyae paboTHUK 06513aH 3aMONHUTL aHKETY 3aHOBO.

6.2.3. AHkeTa paboTHUKa XpaHWUTCS B NIMYHOM Jene y OTBETCTBEHHOrO nuua pabotopartens
(cekpeTaps pykoBOAMTENS) BMECTE C NPeAOCTaBMNEHHBIMU JOKYMEHTAMM.

6.2.4. JlnuHoe aeno pabotHuka BeAETCS C MOMEHTE BCTYNNEHUs TPYAOBOIO 4OrOBOPA C HAM
B CuUny.

6.2.5. JlnuHoe aeno xpaHUTCA B narnkax «4eno» ycTaHoBrieHHoro obpasua, Ha KoTopoi
ykasbiBaloTcst Homep gena n ®.1.0. paboTHuka.

6.2.6. JluuHoe peno BkntoyaeT doTorpacuio paboTHuka 3 Ha 4 cM.

6.2.7. Bce OKyMEHTBI NUYHOTO Aiena XpaHATCA CTPOro B XPOHOMOMMYECKOM MopsiAKe, C
NpocTaBneHMeM AaThbl UX NONYYEHUs, a Taloke HymepaLuu.

6.2.8. JinuHoe paeno nocne 'nperau.teva TPYAOBOro AOroBopa C COTPYAHUKOM nepepaeTcs B
apXxuB, N XPaHUTCA YCTaHOBNEHHbIE 3aKOHOAATENLCTBOM CPOKM.

7. NEPEOAYA NMEPCOHAIbHbIX AAHHbIX

7.1. MNpu ocywecTeneHnn nepefayn nepcoHanbHbIX AaHHbIX PaBoOTHUKOB TPETLUM NULaM
paboTtopartens obsi3aH:

- He coobLaTh NepcoHarnbHbIE AaHHbIe 6€3 NOsy4EeHHOro NMMCLMEHHOTO COrnacust
paboTHuUKa, KPOME Cryyaes, Koraa Takue 06A3aHHOCTM YCTAHOBNEHb! 3aKOHOAATENBCTBOM:;
- He nepefiaBaTb NEPCOHasNbHbIE AaHHbIE paBoTHUKA ANA UCMONB30BAHUS B KOMMEPYECKUX
uensix;

- TpeGoBaTh OT TPETbUX NUL COBNIoAEHUS NpaBun PaboTbi C NEPCOHANBHLIMU AaHHBIMU, @
TaioKe NpeoCTaBeHUs MUCbMEHHOTO NOATBEPXAEHUS! UCNONb30BAHUS NEPCOHAMNBHbIX
AaHHbIX B Nopsifike, NPEeAYCMOTPEHHbIX HACTOALLMM NOTNOXKEHUEM O 3aLyUTe NEepPCOHaNbHbIX
LaHHbIX;

- AaBaTb AOCTYN K NEPCOHANbHLIM AAHHBIM TOMLKO NMULIAM, UMEIOLLMM COOTBETCTBYIOLLMIA
AONyCK U NCMNONb3YIOLWMX X TONMBKO A1S BLINONHEHUS KOHKPETHBLIX NOFHOMOYMIA;

8. AOCTYN K NEPCOHAJbHBLIM AAHHbLIM COTPYIHUKA

8.1. BHyTpeHHuiA gocTyn (Ucnonb3oBaHue MHAOpMaLMK paGoTHUKaMM ko).
lMpaso AocTyna K NepcoHanbHbLIM 4aHHLIM paBoTHUKA UMEIOT:

- pyKoBoAUTENb NpeanpuaTus;

- ceKpeTapb pyKOBOAUTENS;

- 3amecTuTenu aupektopa LLikonbl No yueGHO-BOCITATENLHOM M aAMUHUCTPATUBHO-
XO3AWCTBEHHOW paborTe;

- COTpYAHUKN Byxrantepuu, B npeaenax cBoen KOMNETEHLK;

- cam paboTHuUK.

8.2. BHewwHuii gocTyn (rocyaapCTBEHHbIE CTPYKTYpbI).

MepcoHanbHsle AaHHbIE PaBOTHUKOB MOTYT NPEAOCTABASATLCS TONBKO MO 3anpocy
KOMMNETEHTHLIX OpPraHOB, MMEIOLLINX COOTBETCTBYIOLLME MOMHOMOYUS:
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- heaepansHas Hanoroeas cnyx6a;

- NPaBOOXPaHUTENbHbIE OpraHbI;

- OpraHbl CTaTUCTUKH;

- 610pO KPEAUTHBIX UCTOPMI;

- BOGHKOMATbI;

- OpraHbl CoLMansHoro CTpaxoBaHus:;

- NEHCUOHHbIE hOoHAbI;

- NoAipasaenexns MyHuLMnanbHLIX opraHos yrnpasneHus.

8.3. dpyrvie opranmnsayum (TpeTbu nuua).

CsepneHus o paboThuke (8 Tom uncre YBONEHHOM 13 paHHbIX apXvBa) NpefoCTaBNSIOTCH
TPETbUM N UaM Ha OCHOBAHWM NMCLMEHHOTO 3anBneHUs camoro paboTHuka.

8.4. PopacTBeHHUKM 1 uneHb CeMei.

MNepconarnbHble gaHHbe paboTHuka npegocTasnsioTcs POACTBEHHMKaM UM YneHam ero
CEMBU TOMbLKO C MUCLMEHHOTO paspeLueHus paboTHuka.

9. 3ALLUTA NEPCOHANbHBIX AAHHbIX PABOTHUKOB

9.1. B pamkax Peanusauwm nyHkToB HacTosLiero Monoxenus 0 3alyMTe nepcoHanbHbIX
AaHHbIX paGoTHUKOB, pykoBoauTens LLKonw U3AaeT npukas o HasHaueHum nuua,

AAHHBIX, & TaloKe opraHu3aLMm paboTel ¢ HUMK.

9.2. Moctynaiowue 3anpocs! OT TpeTbux Nl Ha NpeAocTasneHne nepcoHasnbHbIi
MHOPMaLUK 0 paboTHuke AOMKHLI BU3MPOBATLCS CekpeTapém PykosoauTens Lkonebl ¢
pesonioumnen o BO3MOXHOCTU OTBETa Uf nonHoTe npepocrasnsemon nHdopMauun.

nu6o kypbepckoi cnyx6oii, nn6o 3akasHbIm NUCbMOM.

9.4. Bce nonyyueHHbie NepcoHanbHbIe AaHHbIe [oMKHD XpaHUTLCS B MecTe, UckniovaioLem
HECaHKLIMOHUPOBaHHBIX AOCTYN TPeTbix nuy..

9.5. OneKkTpoHHbIe HocuTeny UHOPMaLMK, AONKHBI BbiTh SalmLeHb! kpuTorpadmyeckumi
CpencTsamm sawmTe! uHpopmaLuy..

10. OTBETCTBEHHOCTb 3A PA3MNALUEHUE MHOOPMALUN, CBA3AHHOU C
NEPCOHATNbHbIMU AAHHBLIMU PABOTHUKA




