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LleHTpanbHoro pamoHa

Py6axosa JT.
0

MONOXEHNE
0 Zau|MTe¢ NePCOHANbHBIX JaHHbIX PAOOTHUKOE
TucyAapCTBEHHOIO GIOLRETHOIO AOLWKONEHOIO 06p&30BaTENELHOTO YYPEKLEHNS
petckoro caga Ne 107 LleHTpansiioro paioria CaHkr-Metepbypra

FELUME NMONOXEHNSA

Hactosilwee [lonoxeHue O 3awWmTe MNEepCOHalbHbIX AaHHbIX pPaboTHUKOB [AOLUKOSBLHOIO
obpasoBaTenpHOro ydpexgeHus (oanee — [lonoxeHwe) paspaboTaHo C Uemnblo 3alUThbl
nHopmMaumnn, OTHOCALLENCHA K JNMYHOCTW U MUYHOW >KU3HW paboTHWKOB [OCyaapCTBEHHOrO
OlOKETHOrO  AOWKONbHOrO  obpasoBaTenbHOro  yypexgenuss pgetckoro caga Ne 107
LleHTpaneHoro panoHa CaHkT-TeTepbypra (panee YupexaeHusl), B COOTBETCTBUM CO CTaTkeMN
24 KoHctutyumm Poccunckon depepaumu, TpyaosbiM kKopekcom Poccuiickon depgepauun n
PegepanbHbiMM - 3akoHamu o1 27 wumonsg 2006 roga Ne 149-03 «O6 umHbopmaumy,
MHOPMALMOHHBIX TEXHOMOMMSX 1 O 3alumnTe MHhopmaumy,

ot 27 wronsa 2006 roga Ne 152-@3 «O nepcoHanbHbIX AaHHbIXY.

1.2. lNonoxeHve O 3aluTe MepcoHasnbHbIX AaHHbIX PabOTHUKOB YCTaHaBNMBaeT MNOPSAOK
nonyyeHust, yvyeTa, o6paboTkn, HAKOMMEHUS] U XPaHEHUST JOKYMEHTOB, COAEpKalluX CBeAeHs,
OTHECEHHbIE K MEepCoHasbHbIM AaHHbIM PabOTHUKOB yypexaeHusd. PaboTHMKaMu CUMTaroTCs
nuua, paboTtarLLme B yYpexaeHny no Tpy40BOMY [OTOBOPY.

1.3. Uenbto HacToswero NonoxeHna aBnseTca UCNonHeHne 3akoHoaartensctea P® B o6nacru
3allUnTbl NePCOHanbHbIX AaHHbIX.

1.4. K aktam ob6a3aTenbHbIM K UCMIONHEHWIO B YYPEXOEHUN OTHOCATCA 3aKoHoA4aTrenscTso PO B
chepe 3awmnTbl HOPMaLMKY, a Takke NPUHATLIE HA Er0 OCHOBAHWM NMOKarbHbLIE HOPMaTUBHbIE
aKTbl YYPEXAEHUS.

1.5. Hactogduiee lMonoxeHve O 3alMUTE MEPCOHAnNbHLIX AaHHBLIX AOIMKHO ObiTb MoANUCaHO
3aBeaylownM  yypexageHuem, n Bce pPaboTHVKM [[OMKHbl OblTb MUCbMEHHO MO POCMUCH
03HAKOMITEHbI C HUM.

2. MMOHATUE N COCTAB NEPCOHAJIbHbLIX JAHHLIX

2.1. Tlog nepcoHarnbHbIMU AaHHbIMKU PaboTHUKOB NoHUMAETCA WK opMauns, HEoBX:LHMaRA
paboTodaTento B CBA3W C TPYAOBLIMUA OTHOLUEHUAMU U KECAKOLLARCA KGHKPETHOTO paboTtivra, a




Takke cBedeHusa o haktax, CobbITUAX U OBCTOATENBbCTBAX XU3HU paboTHWMKA, NO3BOMAKOLME
NaeHTMULMPOBATbL €ro NIMYHOCTb.

2.2. CocTtaB nepcoHarbHbIX AaHHbIX paboTHMKA:

- aHKeTa;

- aBTobUorpadus;

- obpasoBaHue;

- CBeAleHus 0 TPyAoBOM M 06Llem cTaxe;

- CBeAeHus 0 npeablaywem mecte paboTbl;

- CBeeHus1 0 CoOCTaBe CEMbMU;

- NacnopTHble AaHHbIE;

- CBEEHMSA O BOUHCKOM Y4eTe;

- cBeAeHusa 0 3apaboTHOM Nnarte COTPYAHMKA;

- CBeEHMS O coumanbHbIX NbroTax;

- crneunanbHOCTb;

- 3aHMMaeMasi I0MKHOCTb;

- pa3mep 3apaboTHOM nnaThl;

- Hann4mne cygMMocTen;

- aapec MecTa XUTeNbCTBa;

- JOMALUHWI TENEQIOH;

- cogepkaHvne TpyaoBOro A0roBopa;

- cogepXXaHvne geknapauumn, nogaBaeMon B HArOroBYK MHCMNEKUMIO;

- NOOJIMHHMKN N KOMUM MPUKA30B MO JINYHOMY COCTaBY;

- NNYHbIE Aena n TPYAOBbIE KHUXKKN COTPYAHUKOB;

- OCHOBaHMS K rnpukasam no IM4HOMY COCTaBYy;

- jJena, coaepxXaline MaTtepuanbl MO MNOBbIWEHUIO KBanudukaumMm W NepenoaroToBke
COTPYOHMWKOB, UX aTTecTaummn, CrnyXebHbIM paccregoBaHusaM;

- KOMM OTYETOB, HaMNpPaBMsiEMble B OpraHbl CTAaTUCTUKY;

- Konun JoKymeHToB 06 o6pa3oBaHuy;

- pesynbTaTbl MeguuMHCKOro obcnegoBaHMs Ha npegmMeT TFOAHOCTM K OCYLLECTBEHUIO
TPyAoBbIX 0653aHHOCTEN;

- boTorpacdmm n nHble cBeaeHNS, OTHOCALLIMECS K NEPCOHanNbHbIM AaHHbIM PabOTHUKA;

- peKoMeHOaUMn, XapaKTePUCTUKA U T.1.

2.3. YKasaHHble B M.2.2. cBedeHUs1 ABNATCA KOHMAEHUMANbHbIMM U He noanexar
pasrnaweHnio MHaye Kak no OCHOBaHUAM, NPegyCMOTPEHHbIM 3aKkoHoAaTenbcTBoM P®. Pexnm
3alUMThbl NEPCOHarbHbIX AAHHbLIX MOXET ObITb CHAT MO UCTEYeHUU 75 neT, ecnn OONbLUUIA CPOK
He NpefyCMOTPEH 3aKOHOAATENbLCTBOM UMW CornallieHnemM ¢ paboTHUKOM.

3. OBA3AHHOCTWM PABOTOOATEINA

3.1. B uenax ucnonHeHns TpeboBaHmn 3akoHogaTenbctBa PP npu obpaboTke nepcoHanbHbIX
OaHHbIX, BCE PABOTHMKN ydYpexaeHUst AOSMKHbI MCNOSTHATL YCTAaHOBIEHHbIN NOPSAA0K paboThl:
3.1.1. PaboTta ¢ nepcoHanbHbIMW OaHHbIMW PabOTHMKOB OOSMKHA He HapywaTb TpeboBaHui
3akoHogatenbctBa P® n nokanbHbIX HOPMAaTMBHLIX aKTOB OpraHuMsaumm, u [ormkHa ObiTb
HENOCpPeACTBEHHO CBSI3aHa C OCYLLECTBIEHNEM UMW CBOUX TPYAOBbIX (PYHKLMNA.



3.1.2. MNpu cbope n obpaboTke nepcoHasnbHbIX AaHHbIX paboTHMKa paboTogaTtenb AOMMKEH
pykoBoacteoBaTbca KoHcTutyumen PO, TpyoosbiM kogekcom PO v nHbiMn dbepepanbHbIMm
3aKoHaMu.

3.1.3. lNepcoHanbHble gaHHble pabOTHMKOB AOSMKHbI OblTb NOMYYEHbl TOMBKO HEMOCPEACTBEHHO
y Hero. Ecnu gns o6paboTkn ero gaHHbIX UM UX NONyYeHUs NpUBReEKaeTca TpeTbU nuua, To
paboTHUK AOMKeH AaTb npegBapuTenibHOe MUCbMEeHHoe cornacve Ha 371o. OgHOBPEMEHHO
paboTHMK JomKeH ObITb yBeAOMIEH O Lensix cbopa MHopmaumn, UCTOYHMUKAX ee NosfyveHus, a
Takke O MNOCNeacTBUSAX OTKa3a OT MNpeaocTaBfeHus MUCbMEHHOro cornacua Ha cbop
nHdopmaumu..

3.1.4. TlepcoHarnbHble [OaHHble paboTHMKA O €ero MNOMUTUYECKUX, PESTUIMO3HBLIX W UHbIX
ybexaeHunsix, 4aCTHOM >KM3HW, a TakKkKe YNeHCTBE B OOLWECTBEHHbIX W MNPOCO3HbIX
opraHuMsauuax He noanexar cbopy y4vpexgeHuem, €ecnu MHoe He NpeaycMOTPeHOo
3aKOHOAATENbLCTBOM.

3.1.5. Bawmta nepcoHanbHbIX OaHHbIX paboTHMKA OoImMkHA obecneyvMBaTbCH MOMHOCTLIO 3a
cyeT paboTtoparens.

3.1.6. YupexaeHne 06s13aHO Npu NnpuemMe Ha paboTy, a Takke npu NbbLIX N3MEHEHMAX NPaBU
paboTbl C nepcoHarnbHbIMW AaHHbIMW MUCbMEHHO 3HAKOMWUTb C HUMK BCeX PabOTHWMKOB
yupexaneHus.

3.1.7. YupexgeHne He MMeeT NMpaBO MNPUHYXAaTb PabOTHMKOB K OTKa3ly OT CBOMX MpaB Ha
3aLUNTY NepCoHarnbHbIX AaHHbIX.

4. OBA3SAHHOCTW PABOTHNKA

PaboTHuk 0653aH:

4.1. MNepenatb paboTtogaTtento Bce NepcoHarnbHble AaHHble, yKasdaHHble B COOTBETCTBYHOLLMX
AOKYMEHTaXx.

4.2. B ycrtaHOBneHHbI npaBunamy cpok coobwatb pabotogaTtento 06 u3MeHe CBOMX
NnepCcoHarnbHbIX AaHHbIX.

5. MPABA PABOTHWNKA

PaboTHUK nmeeT npaso:

5.1. Ha npocmoTp nepcoHanbHom nHdopmauumn, MetoLLEcs K pabotogartento.

5.2. Ha cBo6oaHbI BecnnaTHbIN U HEOTPAHUYEHHBIN AOCTYN K CBOMM MEepPCOHasbHbIM AaHHbIM,
B TOM 4uUCrie NMpaBo Ha MoslyyeHue NoaTBepXKaaloLmMX AOKYMEHTOB B BMAe CNpaBoOK, KOMUA Unn
B BMJe MHOro Apyroro opuumansHOro JOKyMeHTa.

5.3. Ha goctyn kK MeguMuMHCKMM gaHHbIM C MOMOLLBbI MEeLMLMHCKOro cneunanucra no ceBoemy
BbIGOpY.

5.4. TpeboBaTb BHECTU U3MEHEHUS UMW yOANUTb NEepCOHarbHY MHOPMAaLMIO, NONYYEHHYO
paboTogateniem B HapylleHWe HacToswmx npasui. MN3MeHeHust BHOCATCA Ha OCHOBaHWUK
NMMCbMEHHOTO 3asiBNeHNst paboTHMKA.

5.5. lMoTtpeboBatb OT paboTtogaTensa W3BECTUTb BCEX fWL, paHee MONyYMBLUMX MO BUHE
paboTtogaTtens HenonHble NN HEBEPHbIE NEPCOHarbHbIE AaHHbIE O PabOTHUKE.



5.6. O6xanoBaTtb B cyaebHoOM nopsiake nobble HeENpaBOMEpPHbIE OENCTBUSA Unn Besgencrene
paboToaaTtens npu 00paboTke 1 3aluTe NepCcoHanbHbIX AaHHbIX paboTHMKA.

6. CBOP, OBPABOTKA N XPAHEHWME NMEPCOHAJIbHbBIX JAHHbIX

6.1. OGpaboTka nepcoHanbHbIX AdaHHbIX paboTHMKaA - 3TO MOflydeHne WHdopMaunm u3a
pasnnyHbIX NICTOYHUKOB, ee xpaHeHne, obpaboTka, a Takke nboe Apyroe NCnonb3oBaHue.

6.2. lNMepcoHanbHble faHHbIe NPeaOCTaBASATCA CaMMM PabOTHMKOM NyTEM 3arnofTHEHNSA aHKeThI
yCTaHOBrieHHOW hopmbl. PaboTogaTtens o6s13aH nNpyv MX NONydYeHUM NPOBEPUTbL 3asiBfIEHHbIE
JaHHble NpeabsBreHHbIM MOATBEPKAAIOLWLNM LOKYMEHTAM.

6.2.1. AHKeTa CoOaepPXXUT BOMPOCHI O NEPCOHAanbHbIX AaHHbIX paboTHUKA.

6.2.2. AHKkeTa gomkHa ObiTb 3anonHeHa paboTHMKOM NMYHO. Bce nons aHKeTbl OOMKHbI ObiTh
3anorHeHbl, a Npu OTCYTCTBUM MHGOPMAUUK B COOTBETCTBYIOLLEN NONie OOMKEH CTaBUTbCS
npoyepk. CokpalleHns Npu 3anofiHEHUM aHKeTbl HEe JOMYCKaTCA, Takke Kak U ucrnpaBneHns mn
3avepkuBaHus. B aTom cnyyae paboTHMK 06583aH 3anofnHUTbL aHKeTY 3aHOBO.

6.2.3. AHKeTa paboOTHMKA XpaHUTCA B JIMYHOM [efle y OTBETCTBEHHOro nuua paboTtogaTens
BMeCTe C NpeaoCcTaBieHHbIMU AOKYMEHTaMMU.

6.2.4. JlnyHoe peno paboTHMKa ohopmMNAeTcs Nocrne BCTYNNeHNs TPpyAOBOro AoroBopa B CUny.
6.2.5. JlnyHoe peno xpaHuTCca B Mankax «4eno» YCTaHOBMEHHOro obpasua, Ha KOTopoWn
ykasbiBatoTca Homep gena n ¢.1.0. paboTHuka.

6.2.6. JlnyHoe geno BkIoyaeT ase uBeTHble doTorpadumn paboTHuKa 3 Ha 4 cm.

6.2.7. Bce OOKYMEHTbl NNYHOrO Aerna XpaHATCSA CTPOro B XPOHOMOrMYeckoM mnopsgke, ¢
NpocTaBreHMeM AaTbl UX NOSTyYEeHUs!, a Takke HyMepaunn.

6.2.8. JlnyHoe geno nocre npekpalleHns TpyaoBoro 4oroBopa C COTPYOHMKOM nepenaeTtcs B
apXxmB, U XpPaHNTCS YCTAHOBIEHHbIE 3aKOHO4ATENbCTBOM CPOKW.

7. NEPEOAYA NMEPCOHAJIbHbLIX AAHHBLIX

7.1. Tpu ocylwecTBNeHMnM nepedadn nepcoHanbHbIX AaHHbIX PabOTHUKOB TPETbUM nuLam
pabotogarenb 065s3aH:

- He coobLwaTb nepcoHanbHble faHHble 6e3 Nony4YeHHOro MMCbMEHHOro cornacus paboTHuMKa,
Kpome cryyaes, koraa Takme 06s13aHHOCTU YCTaHOBMEHbI 3aKOHOAATENbCTBOM;

- He nepegaBaTb NepcoHanbHble AaHHble paboTHWKA ANSA UCMONb30BaHUS B KOMMEPYECKUX
Lensx;

- TpeboBaTb OT TPeTbMX NuL, cobnioageHns NpaBun paboTbl C NepcoHarnbHbIMU AaHHbIMU, a
Takke NpeaocTaBneHns NMCbMEHHOIO NOATBEPKAEHMSA UCNONb30BaHNS NEPCOHaNbHbIX AaHHbIX
B Nopsigke, NpeayCMOTPEHHbIX HACTOSLLUM NONOXEHNEM O 3aLUUTe NepPCOHanbHbIX AaHHbIX;

- gaBaTb OOCTYN K MepCcoHamnbHbIM [aHHbIM TOMbKO NMuaM, UMEKLMM COOTBETCTBYOLLMN
A0MYCK N UCMOMb3YIOLWNX X TOMNBbKO AS1A BbINOMHEHMSA KOHKPETHBLIX NOSTHOMOYMN;

- He uctpeboBaTb MHGOOPMALINIO O COCTOSIHUIN 340POBbS PAbOTHMKA, 3a UCKINIYEHNEM OaHHbIX,
KOTOpble MOryT NOBNUATbL HA UCNOMHEHNE PabOTHMKOM CBOUX TPYAOBbLIX 00513aHHOCTEN.

8. AOCTYMN K NEPCOHAJIbHBIM JAHHBLIM COTPYOHUKA



8.1. BHyTpeHHMIN JocTyn (Mcnofb3oBaHUe MHopmaL MM paboTHUKaMM yupexaeHus).

MpaBo gocTyna K nepcoHarnbHbIM AaHHbIM PabOTHMKA NMEIOT:

- 3aBeyloLLMI yuYpexaeHue;

- 3aMecTuUTeNb 3aBeayoLero Nno agMMHUCTPATMBHO-XO3ANCTBEHHON paboTe;

- Meau1LMHCKas cecTpa;

- cam paboTHUK.

8.2. BHewHnn goctyn (rocyaapCTBEHHbIE CTPYKTYPHbI).

MepcoHanbHble AaHHble pPabOTHWMKOB MOryT NPeaoCTaBnsATbCA TOMbKO MO 3anpocy
KOMMETEHTHbIX OPraHoB, UMEILLUX COOTBETCTBYHOLLNE MOMHOMOYUS:

- (bepepanbHas HanoroBas cnyxb6a;

- NPaBOOXPaHUTESbHbIE OpraHbl;

- OpraHbl CTaTUCTUKY;

- 610pO KPEAUTHBLIX UCTOPUIA;

BOEHKOMaThl;

opraHbl CoLManbHOro CTpaxoBaHus;

NEHCNOHHbIE hOHAbI;

noapasgeneHns MyHMuunanbHbIX OpraHoB yrNpaBrieHust.

8.3. [pyrue opraHusaumm (TpeTbn nuua).

CeBepgeHuss 0 paboTHMKE (B TOM 4YMCrle YBOJNIEHHOM M3 AaHHbIX apxuBa) NpeaocTaBnsaloTCcs
TPETbMM N AM Ha OCHOBaHUM MMCbMEHHOrO 3asiBeHMA caMoro paboTHuMKa.

8.4. PoocTBEHHMKM 1 YNeHbl CEMEN.

MepcoHanbHble AaHHble paboTHMKA NPeAOoCTaBnATCA POACTBEHHMKAM UMK YreHaM ero ceMbm
TONbKO C MMCbMEHHOTO paspelueHns paboTHuKa.

9. SALLNTA NEPCOHAJIbHBIX OAHHBLIX PABOTHMKOB

9.1. B pamkax peanunsaumm NyHKTOB HacTosawero MNonoxeHnsa o 3almnTe nepcoHanbHbIX JaHHbIX
paboTHUKOB, 3aBeOyOLMA YYpeXaeHNa u3gaeT npukas 0 HasHavyeHuu nvua, OTBETCTBEHHOMO
3a cobntogeHve nopsgka paboTbl ¢ NnepcoHarnbHbIMU AaHHbIMU PAaBOTHUKOB, HA KOTOPOM fexar
BCe 00A3aHHOCTM MO 00ecneyvYeHno KOHUOEHUMANbHOCTU MOMYYEHHbIX AaHHbLIX, a Takke
opraHmsaumm paboTbl C HAMN.

9.2. MNocTtynatowme 3anpockl OT TPETbUX NN, HA NpeaoCTaBneHne NepcoHanbHON NHpopmMauum
0 paboTHMKE AOMKHbI BU3MPOBATLCS OPUANYECKON CRyX6on ¢ pesontounen o BO3MOXHOCTU
OoTBETa M NOSIHOTE NpeaocTaBnsiemMon nHpopmaunn.

9.3. MNepepava nHGoOpMaLMN NPOUCXOANT TONBLKO B NMUCbMEHHOM BuAe. 3anpoc AOMKEH ObiTb
caenaH B MUCbMEHHOM BMOE C YKa3aHMEM BCEX PEKBU3UTOB Nuua, 3anpallvBaloLero
nHpopmaumto. OTBET JOomKeH ObiTb caenaH Ha oMpMeHHOM BGnaHke KOMMaHum U oTnpaBfeH
nmnbo Kypbepckon cryxbon, NMnmbo 3akasHbIM MMCbMOM.

9.4. Bce nony4yeHHble nepcoHarbHble AaHHble OO0MKHbI XPaHUTLCA B MeCTe, MCKMovarLlem
HeCaHKLMOHNPOBAaHHbIX JOCTYN TPETbUX Nuu,.

9.5. OneKkTpoHHblE HOCUTENU WMHOPMaLMK, OOIMKHbI ObiTh 3allMLeHbl KpuUTorpaguyeckumm
cpeacTBaMu 3alnTbl HOPMaLMMK..



10. OTBETCTBEHHOCTb 3A PA3MMAWEHNE WH®OPMALMKM, CBA3AHHOW C
NEPCOHAJIbHBIMA JAHHLIMW PABOTHUKA

10.1. Jlvua, nNpu3HaHHbIE BUHOBHLIMW B HapyLUEHWM MOJNIOXEHU HacToswero [lonoxeHnsa o
3alMTe MepcoHanbHbIX  [AaHHbIX  PabOTHMKOM  MPMBREKATCA K  AUCLMNIIMHAPHOMN,
aaMUHUCTPATUBHOWN, TPaXK4aHCKO-NPaBoOBOM W YrofIOBHOWM OTBETCTBEHHOCTW, B MNopsigke
npegycMOTPEHHOM 3aKoHoAaTensCTBOM P® 1 nokanbHbIMM HOPMATUBHBIMU akTaMu.



