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1. OBIIME IIOJIOKEHUA

1.1. Hacrosiee ITonoxxeHnue o 3amuTe NepcoHaNbHBIX JaHHBIX PAOOTHUKOB
MyHUIUTIaTBHOTO OOIKETHOTO JOIIKOIBHOIO 00pa30BaTeNIbHOTO YUpexaeHus «Jlerckuii can
NeS «JlecHoit»

. Typa» OMP (manee o texcry — «IlomokeHue») pa3paboTaHO B COOTBETCTBUU C
Kouncturynueit PO, ®enepanbubiM 3akoHOoM 0T 27.07.2006 1. Ne 152-D3 «O nepcoHaNnbHBIX
JTaHHBIX», TpynoBbsIM KojiekcoM PD, yctaBoM MyHUITUTIATEHOTO OFOHKETHOTO JTOIIKOJIBHOTO
oOpa3oBaTenbHOTO yupexaenus «Jlerckuii cag Ne 5 «JIecHoit» m. Typa» DMP (nmanee mo Tekcty
— «OpraHuzanus).

1.2. Tlon «nepcoHaabHBIMU JaHHBIMIY PAaOOTHHUKA TTOHUMAETCsT HH(OpMaIus,
HeoOxoaumast OpraHu3aiui B CBS3U C TPYIOBBIMHA OTHOIICHHUSIMHU M KaCAIOIIAsCsl KOHKPETHOTO
pabOTHHKA, B TOM YHCJIIE €TO:

bamMunHs, UMs, OTYECTBO

roJi, MEcAll, 1aTa U MECTO POXKJICHUS

aapec

ceMeifHoe, coluanbHOe, UMYIIECTBEHHOE MOJI0KEHUE

oOpa3oBaHme

npodeccust

JTIOXOJIbI

npyrast uHGopMaIusi.

1.3. IMog «paboTHUKOM» B Ilo/MOKEHUM TMOHWMAETCS JIMIIO, COCTOSIIIEE B TPYAOBBIX
OTHoLIEeHUX ¢ Opranuzanuen.

1.4. Tlox «10MKHOCTHRIME JTUIIaMU» B [107105K€HUN TOHUMAIOTCS PaOOTHUKH, COCTOSIINE
B TPYAOBBIX OTHOWIEHHsX ¢ OpraHuzanveil W HMEIOIIME MPaBO Ha MOJydyeHue, o0paboTKy,
nepegady B mpolecce paboThl MEPCOHANBHBIX JTAHHBIX (PYKOBOMSIIUN COCTaB: TeHEpPATbHBIN
JUPEKTOP U €r0 3aMECTUTEIHN, PYKOBOJIUTEIN CTPYKTYPHBIX MOJAPA3AEICHUN U UX 3aMECTUTEIIH;
pabOTHUKH OTAeNa KaJpoB, OyXraiaTepuu, OT[eNa KOMIBIOTEPHBIX TEXHOJOTUM, YJICHBI
KOMHUCCHHM [0 COIMAJIbHOMY CTpaxoBaHHI0). OOA3aHHOCTH JIOJDKHOCTHBIX JIMIl COOJNIOAATh
[Tonoxxenne momwkHa OBITH 3aKpEIJIeHa B TPYIOBBIX JIOTOBOPAX, 3aKIIOUAEMBIX C YKa3aHHBIMU
JULAMH.

1.5. Ilox «rperbumMu nuniamMu» B [lojokeHUM MOHUMAKOTCS JTHOOBIC Jnia (pabOTHUKH,
IOPUIUYCCKUEC JiMIa, AOJLKHOCTHBIC JIMIA TOCYyHAAapCTBCHHBLIX OpPTraHOB W OPraHoB MCECTHOI'O
CaMOYIpPAaBJIEHUS,  MPABOOXPAHUTENbHBIX  OPraHoB),  HE  SABIAIOIIMECS  CTOPOHOMU
WHJUBUIyaIbHOTO TPYJIOBOTO JOTOBOpa, 3akioueHHoro ¢ OpraHuzanuei B JuUlE €€
PYKOBOAMTENS (T€HEPATBHOTO TUPEKTOPA) UK UHBIX YIIOJTHOMOYEHHBIX JIHII.

1.6. TlomoxeHue ycCTaHABIWBAET TMOPSAAOK OOpaOOTKHM TEPCOHAIBHBIX JaHHBIX
pa6OTHI/IKOB, UX IIpaBa U OGSIBaHHOCTI/I B 06HaCTI/I 3aIUTHI TCPCOHAJIIBHBIX HAHHBIX, IMOPAOOK
nepefayd MepCcOoHANbHBIX JaHHBIX B OpraHuzalu M 3a €€ Mpefeiibl, OTBETCTBEHHOCTb
JIOJKHOCTHBIX JIML] 3a HapyleHue HopM [lonoxenus.

1.7. Tlpu npueme Ha paboTy (0 3aKIIOYEHHS TPYAOBOTO JOTOBOpa) paOOTHUK JOIKEH
ObITh 03HaKOMJIEH C [loyokeHuemM moJ pocnuch B JIMCTE O3HAKOMIIeHUS (cM. MHCTpyKiuio Mo
JIeIONPOU3BOJICTBY B OpraHu3aiun).



2. COCTAB NIEPCOHAJIBHBIX TAHHBIX

2.1. K nepcoHanbHON TOKyMEHTAIMU (ColepiKalie mepcoHaabHbIe JaHHBIC) OTHOCSTCS
JOKYMEHTBI, KOTOpBIE COJepX AT WHIWBHUIyalbHBIC TaHHBIE O KOHKPETHOM pa0OTHUKE H
UCIIOJIb3YIOTCS IOJDKHOCTHBIMU JIMIIAMU  TIPY UCTIOJTHEHUH CBOUX JTOJKHOCTHBIX O0S3aHHOCTEH.

K Hum otHOCATCS:

1) TOKyMEHTBI, PeIbsIBISIEMbIE IIPU TPYIOYCTPONCTBE Ha pabOTy B COOTBETCTBUU CO CT.
65 TpynoBoro koaekca P®D:

MAcHopT WJIM UHOU JJOKYMEHT, YAOCTOBEPSAIOIINNA TUUYHOCTD;

TPYJIOBasi KHUXKKA,

CTPaxoBO€ CBUIETEIHCTBO FOCYIAPCTBEHHOTO MEHCUOHHOTO CTPAaXOBaHMUSI,

JIOKYMEHTBHI BOMHCKOTO yueTa — JiJIsi BOCHHOOOS3aHHBIX | JIUII, OJIEKAIUX TPU3BIBY;

JOKYMEHT 00 00pa3oBaHMM, KBATU(DUKAIMHN WIA HAJTUYUU CTIEHUATbHBIX 3HAHUN — MpU
MOCTYIIEHUU Ha pa0oTy, TPEOYIONIYIO CIIeIUATbHBIX 3HAHUH WU CTIeMaTIbHONU MOITOTOBKH),

HaIpaBJIEHUE CITY>KObI 3aHITOCTH

2) XapaKTepUCTUKHU

3) pekoMeHaTenbHbIe MUChMa

4) crmpaBKd, TOATBEPXKIAIONIME TMepHOasl paboTel y paboTomarteneid M pasmep
3apa0OTHOM TIJIATHI

5) HarpasiHbIE TOKYMEHTHI

6) TUCTKUA HETPYIOCITIOCOOHOCTH

7) MEIULIMHCKHE CITPaBKU

8) JOKYMEHTHI, MOATBEPXKAAIONIME IMpeArnonaraeMble U (QaKTUYECKH IOJy4yeHHBIE
pabOTHHUKOM JIEHEKHBIE CPEICTBA

9) uHbIe TOKYMEHTHI, COJIeprKalie MePCOHATbHBIE CBEICHUS O PAOOTHHKE.

3. OBA3AHHOCTHU JOJI)KHOCTHBIX JIUL]

3.1. TIpu oOpabGoTKe MEepPCOHAIBHBIX IaHHBIX paOOTHUKA (MOJYYEHHUH, XPaHEHMHU,
KOMOMHHPOBAHMH, TepeAade WIM JT00M JpyroM HCIOIb30BAaHUE IEPCOHANBHBIX JIAHHBIX
paboTHHKA), JOJDKHOCTHBIE JIMIA, KOTOpPhIE HMEIOT K HHUM JIOCTYIl M HCIOJB3YIOT TPH
WCTIOJTHEHUH TOJDKHOCTHBIX 00S3aHHOCTEH, TOJKHBI COOMIOIATh CIIEAYIONIe TpeOOBaHUS:

1) oOpaGoTka TmepCOHANBHBIX JAHHBIX pPAaOOTHHKAa MOXET  OCYIIECTBIATHCS
UCKITIOYHUTENIFHO B IENsX 00ecredeHns: cOOMI0ICHNs 3aKOHOB M MHBIX HOPMATHUBHBIX MPaBOBBIX
aKTOB, COJCHCTBUS PaOOTHUKAM B TPYAOYCTPOHCTBE, OOyYE€HHHM W MPOJBUKEHUHU IO CIIYkKOe,
obecrieueHrsT JIMYHOM 0€30MacHOCTH PAOOTHMKOB, KOHTPOJS KOJMYECTBA M KayecTBa
BBITIOJTHSAEMOU pabOThI M 00ECTICUeHUSI COXPAHHOCTH UMYIIIECTBA;

2) Bce mepcoHaNbHBIE TaHHBIE PA0OOTHHKA CIIETyeT MOJy4aTh Y HEro caMoro.

Ecnmu mepcoHanbHble JaHHBIE pAaOOTHMKA BO3MOXKHO TIOJYYHUTh TOJIBKO Y TpeTbel
CTOPOHBI, TO PaOOTHUK JOJDKEH OBITH YBEIOMJICH 00 3TOM 3apaHee (He To37aHee YeM 3a 3
pabouux THS) U OT HETO J0JDKHO OBITh MOJyYeHO MUCbMEHHOE COrJIacHe.

JIOJDKHOCTHBIE JIMIA JIOJDKHBI COOOLIUTH PAa0OTHHUKY O MENAX, IPenosiaraéMbIX
UCTOYHHKAX U CII0Cc00ax MOTyYyeHHs MEePCOHATBHBIX JaHHBIX, a TAKXKE O XapaKTepe Mo yIekKaIuX
HOJTYYEHHUIO TIEPCOHAIBHBIX JAaHHBIX W MOCIEACTBUAX OTKa3a pabOTHHKA JaTh NMHCHMEHHOE
corJiache Ha MX TOJIy4eHHeE;

4) MOJKHOCTHBIC JIMIA HE BIpaBe IOJy4aTh M 0OpabaThIBaTh MEPCOHAIBHBIC JTaHHBIC
paboTHHKA O €ro MOJIUTUYECKUX, PETUTHO3HBIX U MHBIX YOSKICHHUSIX M YaCTHOM KHU3HH,

5) MOMKHOCTHBIC JIMIIAa HE BIpaBe IMOJMy4aTh M 0OpabaThiBaTh NMEPCOHAIBHBIC TaHHBIC
paboTHHKa O €ro 4IEHCTBE B OOIIECTBEHHBIX OOBEAMHEHHUSIX WIM €ro MNpogCcor03HOM
JEATEIIFHOCTH, 32 MCKIIOUYEHHEM CIy4aeB, HEOOXOIMMBIX IS pemeHus Bompoca 00
YBOJIBHEHUU PaOOTHHUKOB [0 OCHOBAHUSM, MTPETyCMOTPEHHBIM IMyHKTaMu 2, 3 1 5 4acTu NepBOii
cratbu 81 TpynoBoro konekca PD;



6) TIpy IPUHSATHH PEIIEHUH, 3aTparuBaroIuX HHTEPEChl pabOTHUKA, JIOJDKHOCTHBIE JINIA
HE BIIPaBE OCHOBBIBATHCSI HA NEPCOHAIBHBIX JAHHBIX PAOOTHMKA, MOITYYEHHBIX UCKIFOUUTEIHLHO
B pe3yJIbTaTe X aBTOMATU3UPOBAHHON 00PaOOTKU HITH SJIEKTPOHHOTO MOJTYYSHHS.

4. TIPABA PABOTHUKOB

4.1. PaboTHUKH, MPEAOCTaBUBLINE JOKHOCTHBIM JIMIIAM NE€PCOHAIbHbBIE JTaHHBIE, UMEIOT
IpaBo Ha:

CBOOOJHBIN OeCIJIATHBIN JOCTYI K CBOMM IE€PCOHAIBHBIM JIaHHBIM, BKJIIOUas IPaBO Ha
NOJydeHHEe KONUi Jr000W 3amMcH, cojepiKalleil NepcoHalbHble JaHHble paOOTHHKA, 3a
UCKJIFOUEHHEM CIIy4aeB, IPEyCMOTPEHHBIX (hesiepaibHbIM 3aKOHOM;

OTIpeieIeHNe CBOMX MPECTaBUTEINEH JIIsl 3alIUTHl CBOMX MEPCOHATIBHBIX JAHHBIX;

JOCTYIl K OTHOCSIIUMCS K HMM MEAMLUHCKUM JaHHBIM C IOMOIIBIO MEIUIIMHCKOTO
CHeNHaINCTa 110 X BBIOODY;

TpeboBaHMe 00 MCKIIOYEHWM WM UCIPABIEHUM HEBEPHBIX WM  HEMOJHBIX
NEPCOHANBHBIX JAaHHBIX, a TaKXe JaHHBIX, OOpabOTaHHBIX C HapyLICHHEM TpeOOBaHMIA
JeMCTBYIOIET0 3aKOHO1aTENIbCTBA.

[Ipu oTka3ze AOKHOCTHBIX JHUI[ MCKIIOYUTHb WM MCIPABUTH NEPCOHAIbHbIC JTaHHBIE
paOOTHUKM MMEIOT MPaBO I0JIaTh 3asBIECHUE T'€HEpAIbHOMY AUpeKkTopy OpraHus3alnuu o CBOEM
HECOTJIaCUM C COOTBETCTBYIOIIMM OOOCHOBaHHMEM TaKoro Hecorniacusi. I[lepcoHanbHBIC JaHHbIE
OLIEHOYHOI'0 XapakTepa (coaepKaliecs, HalpuMep, B XapaKTePUCTHKE, aTTECTAL[IOHHOM JIUCTE)
pabOTHUKM HMEIOT TPaBO JIOTIOJIHUTH 3aSBICHUEM, BBIPAXKAIOIIUM €r0 COOCTBEHHYIO TOUYKY
3peHus;

TpeboBanue 06 m3BenieHnn OpraHusanueil Bcex JUI, KOTOPBIM paHee ObUIM COOOIIEHbI
HEBEpHBIE WM HETIOJIHbIE IEPCOHATIbHBIE JaHHbIE pA0OTHUKOB, 000 BCEX MPOU3BEACHHBIX B HUX
UCKJTIOUEHUSIX, HCTIPABIICHHSIX WU IOTIOTHEHUSX;

o0O>kajoBaHUE B CY/JI JIFOOBIX HEMPABOMEPHBIX NEUCTBHM MK Oe3aeiicTBrus Opranu3anuu
npu 00paboTKe U 3aIUTe UX MEPCOHATBHBIX JJAHHBIX.

5. MOPAJOK CBOPA U ITEPEJJIAYU NTEPCOHAJIBHBIX TAHHBIX
5.1. JIOJDKHOCTHBIE JIMIIAa MMEIOT MPaBO MOJIYy4aTh TOJIBKO T€ IMEPCOHAJIbHBIE JTaHHBIE
paboTHHKA, KOTOpbIe HEOOXOAUMBI ISl BBITOJTHEHUS KOHKPETHBIX TPYAOBBIX (DYHKIINH.

5.2. JIoJKHOCTHBIE JIMIIa HE BIIPaBe 3allpallMBaTh HHPOPMALHUIO O COCTOSHUU 3/10POBBS
pabOTHHWKA, 3a MCKIIOYCHHUEM TeX CBEJCHUMN, KOTOPBIE OTHOCATCS K BOMPOCY O BO3MOXKHOCTH
BBITIOJIHEHHUS] pAaOOTHUKOM TPYJOBOH (YyHKUIMHU (HAalpUMep, MPU PELICHUH BOIPOCa O MEPEBOEC
pabOTHMKA Ha JPYrylO [OJDKHOCTH (paboTy) TpH HAIMYMH MEAUIIMHCKOTO 3aKJIIOYCHHS,
JAarIero OCHOBaHHUA IIOoJlaraTb O HEBO3MOXHOCTHU BBIIIOJIHCHUA pa6OTHI/IKOM Tp}Q[OBOfI
(GYHKIINU Ha YCIOBHSAX, TPETYCMOTPEHHBIX TPYIOBBIM JIOTOBOPOM).

4.3. JIOJDKHOCTHBIE JIMIIA, TOJIYYalOIIMe MEepCOHANbHbIE JaHHBIE paOOTHHKA, OOS3aHBI
coOmomaTh PEeXUM  CeKpeTHOCTH  (KoH(uaeHmmanbHOCTH). JlaHHOE  TIOJNIOKEHWE  HE
pactipocTpaHsieTcss Ha OOMEH TNEepCOHAJbHBIMH JaHHBIMH paOOTHUKOB B  TOPAJIKE,
YCTAHOBJICHHOM (e/iepaIbHbIMU 3aKOHAMHU.

5.4. JIo;oKHOCTHBIE JTMIIA HE UMEIOT MpaBa coo0IaTh MepCOHATbHBIE JaHHBIE PaOOTHUKA
TpeTheil cTopoHe 0€3 MUCEMEHHOTO Coriacusi pabOTHHKA, 32 UCKIIOYEHUEM CIIy4aeB, KOTJia 3TO
HEOO0XOAUMO B LENAX MPEeayNpeXkACHUs YIpo3bl KU3HU U 3/10pOBbIO PaOOTHHKA, a TakXe B
cllyyasiX, YCTaHOBJIEHHBIX (enepanbHbiMu 3akoHamu (TpymoBeiM kogexcom P®, Hamoroseim
KojiekcoM P®, ®denepanbubiMu 3akoHaMu «O crtaryce cyaeil B Poccuiickoit ®@enepanuny, «O
vy, «O  denepanpHOi  cimyxbe Oe3omacHocTH», «O mpokyparype Poccuiickoii
®enepanun», «O 3a1UTe NPaB IPUINIECKUX JIML U HHIUBUAYAIbHBIX IPEAIPUHUMATENEH IPU
IIPOBEJCHUHN TOCYAAPCTBEHHOIO KOHTPOJSA (Haa3opa)» M 1p.), NpeAyCMaTpHUBAIOIIMMM IIPaBoO
JOJDKHOCTHBIX JIMI] KOHTPOJIMPYIOIIMX W IPaBOOXPAHUTENBHBIX OPIraHOB 3alpauiuBaTh Yy
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pa60T0):[aTeneI>'I B YCTaHOBJ'IeHHOM HOp}II[Ke [[OKYMCHTLI, Co,uepncaume HepCOHaHBHBIe JAaHHBIC
pabOTHHKA, - B IEIAX WCIOJHCHHUS BO3JIOXKCHHBIX Ha HHUX (edepalbHbIMA  3aKOHAMHM
00513aHHOCTEN.

6. MIPABUJIA XPAHEHUS JOKYMEHTOB, COAEPKAILIIUX
MNEPCOHAJIBHBIE TAHHBIE
6.1. Jluunbple nena W TPYIOBBIE KHUKKH PAOOTHUKOB XPAHATCS B METAJUIMYECKHX
mkadax, ceripax, UMEIOMUX HAJS)KHBIC 3aTOPHI.

6.2. JIuuHble nena TpPEJOCTABISIOTCS B PACIOPSDKEHHE JTODKHOCTHBIX JIUI  JIMINL B
CICAYIOIUX ClIydasaXx:

HE0OX0aMMOCTH 0(DOPMIICHHS HAarpaHbIX JOKYMEHTOB;

(GopMHpOBaHHUS CTATUCTHYECKUX JAHHBIX;

MIOJITOTOBKH XapaKTEPUCTHKH
Y IIPU HAJIMYMH COOTBETCTBYIOLIEH PE30JIIOIMU T€HEPAIBHOTO AupeKkTopa OpraHu3anuy Win ero
3aMECTHTEJIS TI0 KaJPOBBIM BOIPOCAM Ha CIY>KEOHOH 3amMCKe COOTBETCTBYIOIIEH (hOPMBI (CM.
WHcTpykuuio no aenonpousBoactsy B Opranuszanun).

JlnuHbIe ena BBIIAIOTCS MO/ POCIIHCH B )KYpHAJIC BBIIAUN JIMYHBIX JCII.

JIndHOoE 70 TOKHO OBITH BO3BPAIIEHO B OTAEI KaJIpOB B TEUEHUE HEACIHLHOTO CPOKa C
MOMEHTA €r0 TOIyYCHHUSI.

6.3. TpynoBble KHIKKH pPaOOTHUKOB MOTYT MPEIOCTaBIATHCS PAOOTHHKAMHU OTjesia
KaJ[pOB JIMIIb PAOOTHUKAM OYyXTaJITEpUU U YIeHAaM KOMHCCUU IO COLMAIIEHOMY CTPaxOBaHHMIO, -
npu HEOOXOAMMOCTH MPOBEPKU JIAHHBIX O CTPAXOBOM CTaxke PaOOTHHUKOB, - JJISi peIleHUs
BOIIPOCOB O TPAaBHIIBHOCTH HCUYHUCJICHUA W BbIIJIATHI HOCOGI/Iﬁ o TroCyaapCTBECHHOMY
COLIMAJILHOMY CTPaXOBaHHUIO.

7. OTBETCTBEHHOCTD 3A HAPYIIEHMUE ITOJIOXXEHUSA
JIOIOKHOCTHBIE JIMIAa, BUHOBHbIE B HapymeHUM llonojkeHus, HECyT IUCLHUIUIMHAPHYIO,
aIMUHHUCTPATUBHYIO, IPAKIAHCKO-ITPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUU
¢ TpynoBeiMm konexkcom P®, Konexcom Poccuiickoii ®denepanuu 00 aaMUHUCTPATHBHBIX
MpaBOHAPYIIEHUSIX, YTOJIOBHBIM KoJiekcoM Poccuiickoit @enepanuu.
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