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00 o6paGoTke NepcoOHANBbHBIX AaHHbIX PA0OTHHKOB

. O0mue noj1oKenust

1.1. Hacrosmee Ilonoxenne o6 obpaboTke nepcoHaIbHBIX jJaHHBIX padOTHHUKOB (jaliee
Io10%keHHe)  MYHHIMIAIBHOIO — ABTOHOMHOI'O 0011e00pazoBaTe/IbHOIO  YUPEKIACHHUS
Cornnkosekas — cpeansas oOuieodpasopartesbHas 1Koaa MBosrunckoro paiona, PecnyGiuku
bypatust paspaboraHo B coorsercTBUM ¢ IpyaoBelM kojekcom Poccuiickoit ®@enepalinu,
Koncrutynmeit Poccuitckoit @eaepannu, I'paxiaanckum koaekcom Poccuiickoit ®Depepaumn,
DesepaibHBIM - 3aKOHOM  «O0 uHpopMauuy, HHOOPMALMOHHBIX TEXHOJOTHAX W O 3allUTe
nupopmaunmn», OenepaibHbM 3aK0HOM «O MepcOHANBHBIX JaHHbIX», [IpaBuiaMu BHYTPEHHETO
TpyaoBoro pacnopsaka MAOY « CoraukoBckas COILDy.

1.2, Heab paspaborku Ilonoxkenuss — omnpeneneHue nopsiaka o0paboTKH [epeoOHaAIbHbIX
AaHHbIX pabOTHMKOB: obecneyeHue 3allMThl NMpaB U CBOOO pabOTHUKOB IipH 00paboTKe HX
IEPCOHA/IBHBIX JIaHHBIX, a Tak)Ke YCTAHOBJIEHME OTBETCTBEHHOCTH JOKHOCTHBIX JIMLL.
MMEIOLIUX J0CTYIl K II€PCOHAIbHbIM JaHHbIM padoTHHKOB, MAOY «CotHukoBckas COIll», 3a
HEBDLIIIOJHEHHE TPeOOBAaHMH HOPM, pEryJupylowux o0paloTKy W 3aUIUTy NEPCOHATLHBIX
JITAaHHBIX.

1.3. Topsiaok BBO/IA B JieiicTBHE U H3MeHeHUs [Tos10keHus.

1.3.1. Hacrosiiee [lonoxkenne BeTynaer B CHIIy ¢ MOMEHTA €0 YTBEPKICHHUS JAHPEKTOPOM
MYHHUHIAILHOI0 aBTOHOMHOIO 00111e00pa3oBaTeIbHOrO yupexkaeHuss COTHHKOBCKas CpeLisis
o0uieo0pasoBare/bHas LKO/IA U JEHCTBYET OCCPOUHO, A0 3aMEHBI €ro HOBBIM [10.105KeHHeM.

1.3.2. Bee nzmenenus B [TosnoxkeHue BHOCATCS [IPUKA30M.

1.4. Bee paGOTHUKH A10J1KHBI ObITH 03HAKOMIICHBI ¢ HACTOSAIINM [T0JI0XKeHHEM 1101 pOCIUCH.

1.5. Pexum KOHOHMIACHIMATBHOCTH MMEPCOHAIbHBIX JAaHHBIX CHHMAETCs B Cllydasx HX
00€3IMUMBaHNs M 110 HCTEYEHHH 75 JIET CPOKA UX XPAHEHUS, WM MPOJICBAETCS HA OCHOBAHUH
3AK/IF0UEHHUS IKCIIEPTHOH KOMHCCHH 00pa3oBaTe/IbHOH OpraHu3alnH, eC/idi HHOE HE ONPeEJIe/ICHO
3aKOHOM.

1. OcHoBHbBIC NOHATHS H COCTAB MEPCOHAJILHBIX JAHHBIX PA0OTHHKOB
2.1. Jlna uened nacrosuero [1o10xkeHust HCMONB3YIOTCS CIIEAYIOLIME OCHOBHbBIC [TOHSATHS:
— [I€pCOHAlIbHBIE JaHHbIC pabOTHUKA — J1t00as nHBOpMALMs, OTHOCALIAACS K ONPEICICHHOMY
HJIH ONIPE/ICIIICMOMY HA OCHOBAHMM TaKOM MH(pOpMaLnu padOTHHUKY, B TOM YHCIIE €ro (haMuIus,
MMsl, OTYECTBO, IOJ, MeECAll, JjJara W MECTO POXIEHHMs, ajapec, CeMeWHOe, COIHalIbHOE,
HUMYILIECTBEHHOE NOJI0KEHHe, oOpasoBaHue, npodeccus, J0XO0bl, Jpyras HHGOPMALMSL.
HeodxoauMas paboToaTe 10 B CBS3H ¢ TPYAOBBIMH OTHOLICHHSIMH:

o0OpaboTKka MepcoOHAIBHbIX JAHHBIX — cOOp, cHUCTeMaTH3alMs, HAKOIUICHHE, XpaHeHHE,
YTOUHEeHHEe (OOHOBJIEHHE, H3MEHCHHE), MCIIOJb30BAHUE, paclpOCTpaHeHHe (B TOM YHCIE




MOCTYIUICHHH Ha padoTy, TPEOYIOLIYIO CHICUHAIbHBIX 3HAHUH WITH CIICHaIbHON 110 {r0TOBKH:
- cBHIeTENbCTBO 0 pucBoeHnn MHH (npu ero Hanuuuu y paGorHuka).

2.3.2. Ilpu odopmiiennn padoTHHKA B HIKOTY pabOTHHKOM OT/ella KaJApOB 3aroJIHsIeTCs
yhupuuunposantas ¢gopma T-2 «JInunas xaprouka paboTHHKa»., B KOTOPOH OTPaKarTCs
CHIC/IYIOUIME aHKETHBIC U OHorpaduueckue jaHHbie paboTHUKA:

— obwmme cseaenus (O.M.O. paboruuka, nata pOXKIACHHS, MECTO POKIACHHS, TPAKIAHCTBO,
oOpasoBanue. npodeccus. crax padoTbl, COCTOSHHE B Opake. [acopTHBIE JTaHHBIE):
— CBC/ICHHS O BOHHCKOM yuere:;

— JTaHHBIC O TIpHEMe Ha padoTy:

B najibneiieM B IMUHYIO KAPTOUKY BHOCSITCS:

— CBEJICHHs O NIEPEBOIAX Ha APYIryro padoTy;

— CBeJICHHs 00 aTTecTaluu;

~ CBE/JECHHS O NMOBBIILIEHUH KBATH(OUKALINH;

— CBEACHUS 0 NPO(PECCHOHANBHON NMEPENO/IrOTOBKE,

— CBE/CHMA 0 Harpajax (MooLpeHHsX ), MOUCTHBIX 3BAaHUSX:

— cBejenus 00 oTiycKax:

— CBEJICHHS O COLMANIbHBIX IapaHTHsIX;

— CBEJECHHs O MECTE )KUTEILCTBA M KOHTAKTHBIX TeJedoHax.

2.3.3. B cexperapuaTe CO3/al0TCs M XpaHATCA CIEJAYIOLIME TIPYIIbl  JOKYMEHTOB,
co/ieprKallie JJaHHblE 0 PadOTHUKAX B € AMHUYHOM WK CBOIHOM BH/IC:

2.3.3.1. JIoKyMeHTBl, cOJepiKalllMe [EepCOHAIbHBIC JdaHHbIe pabOTHHUKOB (KOMIIIEKCHI
JIOKYMEHTOB, CONPOBOXKIAIOIINE Mpolece 0QOPMIECHUS TPYIOBbIX OTHOLICHHH NPH IpHeMe Ha
padory. nepepoje. yBOJILHEHHUHM: KOMILIEKC MATepHAlIOB MO aHKETHPOBAHHIO, TECTHPOBAHHIO;
NPOBEJCHUIO cobece10BaHHH ¢ KaH/IW1aTOM Ha JAOKHOCTD, [MOVIMHHHKY M KOIIMHK [IPUKA30B 110
JMYHOMY COCTaBY; JIMYHBIC [Ie/la W TPY/OBbIe KHUAKKH pabDOTHHKOB: jela. cojepikallne
OCHOBAaHMs K IMPHKa3y 10 JIM4YHOMY COCTaBYy; Jela, CoJAeplkalule MaTepHalbl aTTecTalllu
pabOTHUKOB; CIYKEOHBIX pPAcClIeI0BaHHH; CIPABOUYHO-HHPOPMALMOHHBLIH OaHK JAaHHBIX 110
nepcoHany (KapTOTEKH, KYpHallbl), MOJIMHHUKH M KOIMH OTYETHLIX, AHAIMTHYECKUX U
CIPABOYHBIX MATEPHAIOB, MepejaBaeMbIX PYKOBOACTBY OpraHu3allH, pyKOBOIUTEISAM
CTPYKTYPHBIX I[0/pa3aejICHUN; KONHHU OTYETOB, HAMpPaBIACMBIX B TOCY/APCTBEHHBIC OpraHbl
CTATUCTHKM, HAJIOIOBbIE HMHCIEKLUMH, BBIIICCTOSALIME OpraHbl YHOpPaBJICHUA W JIpYTHE
YUPEKICHHUS ).

2.3.3.2. JlokymeHTaLus o OpraHu3aiuy padoThl CTPYKTYPHBIX I0J1pa3/ie/IeHui (I0J0KEeHHsI
O CTPYKTYPHBIX [10JIpa3/eJeHusIX, AOUKHOCTHBIE MHCTPYKUMHU pabOTHHUKOB, [PUKA3BIL.
pacHoOpsZKEHUs, YKa3aHUs PyKOBOACTBA LIKOJIbI, JOKYMEHTBI 110 MJIAHUPOBAHUIO, YUETY, aHalln3y
M OTUETHOCTH B 4aCTH padOThl C MEPCOHATIOM.

III. CHop, 06paboTka M 3aIHTA NEPCOHATBHBIX TAHHBIX

3.1. Ilopsi 1ok noOay4YeHHs NEPCOHANBHBIX JIAHHBIX.

3.1.1. Bce nepconaiibuble jJaHHble pabOTHHMKA CleAyeT nojiydaTh y Hero camoro. Eciw
[IepcoHaIbHble JaHHble pabOTHHKA BO3MOXKHO TMOJYYHTb TOJBKO Y TpeTbeH CTOPOHLI, TO
pabOTHHK 0/DKEH OBITH YBeJAOMJIEH 00 5TOM 3apaHee M OT HEero JOKHO ObITh MOJYYEHO
nucbMeHHoe coriacue. JIoDKHOCTHOE JMIO padoTojaaTelns JODKHO COOOUIHTH pabOTHHKY O
LeJIsX, 1IPEAINOIaraeMbIX HCTOUHMKAX M CrIoco0ax MoaIyueHHs NepCoHalbHbIX JaHHBIX, 4 TAK/Ke
0 XapakTepe IO/UICKALMX [0JIYHEHHIO MEPCOHAILHBIX JAHHBIX M IMOCIEACTBUAX OTKa3a
pabOTHHKA 1aTh MHCbMEHHOE COTJIaCHE Ha MX MOJyUYeHHE.

3.1.2. PaGoroaareinb He HUMeeT npaBa nojydaTb M oOpabaThiBaTh MEPCOHATbHBIC 1aHHbBIC
pabOTHHKAa O €ro pacoBOW, HAUMOHAJBLHOH NPUHAUIEKHOCTH, HOJUTHYECKHX B3IJISL/1aX.
PCJNTHO3HBIX WM (QUIOCOPCKUX YOEHkKIACHUSAX, COCTOSHUM 3A0POBbS. MHTHMHOW JKH3HH. B
Cllyyasx, HEMOCPEACTBEHHO CBA3AHHBIX C BOMIPOCAMH TPYJAOBBIX OTHOLUCHUH, B COOTBETCTBHH CO
cT. 24 Koneruryuun Poceniickoi ®@enepaunu pabotoaaress Blpase 110;1y4ath 1 oOpadarsiBaTh
JaHHbIE 0 YACTHOM XH3HU pabOTHHKA TOJILKO C €r0 MUCHMEHHOIO COIIACHsI.



KoAckcoM Poccuiickoit deaepany 1 HHBIMHM (elepalibHBIMH 3aKOHAMH.

MMEeT [IpaBa  OCHOBBIBATbCA HA  IEPCOHAIbHBIX JAaHHBIX paOOTHHKA, [MOJIYYEHHbBIX
HCKITIOUHTENIBHO B pe3yjbTaTte MX aBTOMATH3MPOBAHHOH 00paboTKH MM  DJIEKTPOHHOIO
[10J1YYEHHS.

3.2.2.4. 3ammra nepcoHAIbHBIX JaHHLIX PpadOTHUKA OT HENPaBOMEPHOTO HX HCIO/1bL30BAHHS
WJIM yTpaTbl oOecreynBaeTcs PadorojareseM 3a CHeT ero CpejiCcTB B MOPS/IKE. YCTAHOBJICHHOM
(l.)C;leZL’IbelM 3aKOHOM.

3.2.2.5. Paboruuku M MX MpEACTABUTEIM JA0/DKHbI ObITh O3HAKOMJIEHDBI 110j PACHHCKY ¢
HACTOSLMM [0JIOKCHHEM, YCTAHABJIMBAIOWMMH MOPAA0K 00paboTKM 1EpCOHATbHBIX JaHHBIX
pabOTHHKOB, a Takike 00 MX mpaBax U 0043aHHOCTSX B 3TOH 001acTH.

HCJICHCTBHUTEIIEH.

IV. [lepeaada u XxpaHeHHe NePCOHAIBLHBIX JaAHHBIX

4.1. Ilpn nepejave nepcoHaldbHbIX AaHHBIX padoTHHKa Paborogarens jomkeH cob.101aTh
crnejlytouiue TpeboBaHus:

4.1.1. He cooOmarsb mnepcoHaibHble JaHHble pa0OTHHKA TPeTbed cTOpOoHE 0e3 IMHCbMEHHOIO
corimacusi pabOTHMKA, 3a MCKIIOUEHHEM CIy4yaeB, Korja 9T0 HeoOXO0AMMO B  IelIfX
NpeyNpeKICHUA YIPO3bl HU3HU U 3/10POBbIO PadOTHHKA, @ TAKKE B CJIy4asiX, YCTaHOBICHHbIX
(peaepaiibHbIM 3aKOHOM.

4.1.2. He coobuarb, nepcoHanbHble JaHHble palOTHHKA B KOMMEPUCCKHX LeasX Oe3 ero
IIMCHLMEHHOTO COT 1acHsl.

4.1.3. llpeaynpeuTs UL, NOJYYHBLUIMX MEPCOHANBHBIC jJaHHble padOTHUKA, O TOM, YTO ITH
JIaHHbIE MOI'YT OBbITb MCIOIL30BAHbI JIHIIbL B LEJSX, Ul KOTOPbIX OHH COOOLICHBI, U TpedoBaTh
OT 9THUX JMIl TOATBEPKAEHUS TOrO, 4TO HTO MNpaBuio cobmojaeHo. Jluua, nonayuuslune
IIEpCOHANbHBIE  JIaHHble  padoTHuKa,  00s3aHbl  cOOMIOAThL  PEKHM  CEKPETHOCTH
(koHduaenuuanabuoctu). Jlannoe [looxenune He pacipocTpaHsieTess Ha OOMEH MEePCOHAIbHBIMH
AaHHBIMH PA0OTHHKOB B IOPSUIKE, YCTAHOBICHHOM (pejiepaibHbIMH 3aKOHAMH.

4.1.4. OcyuwecTBaaTh nepeady NepcoHalbHbIX JAaHHbIX pabdoTHukoB B mpeaenax COILI B
COOTBETCTBUH ¢ HacTosiM | lonoxkeHuneM.

4.1.5. Paspewarb 10cTyn K NEpCOHAIbHBIM AaHHbIM PAadOTHUKOB TOJIBKO CHCIHAIBHO
YIOJIHOMOYEHHBIM JHIIaM, IIPU ITOM yKa3aHHbIE JIMLA AOJKHBI MMETh MPABO MOJIY4YaTh TOJILKO
T€ MEpPCOHATbHBIC JaHHble PabOTHHUKA, KOTOpPbIE HEOOXOAMMbI [UISl BBIIOJIHEHHS] KOHKPETHOMH
(QyHKUHH.

4.1.6. He sanpawmsate HHGOPMALIMIO O COCTOSHUM 3/10pOBbi PadOTHHKA. 38 UCKIIOYEHHUEM
TEX CBEJCHMH. KOTOpbIE OTHOCSATCS K BOMPOCY O BO3MOMKHOCTH BbINOIHCHUS PabOTHHKOM
TPY10BOH (PYHKILHH.

4.1.7. llepenaBarh nepcoHalbHble JdaHHblC padOTHUKA [peACTaBUTEISIM padOTHUKOB B
nopsike, ycranosieHHom TpynoBeiM koaekcom Poccuiickoit Dejepanuy, U OrpaHuunuBaTL HTY
HH(OPMALIMIO TOJILKO TEMH [1€PCOHAIBHBIMU JaHHBIMH PabOTHHKA, KOTOPbIE HEOOXOIUMBI U5
BbIITOTHEHHS YKAQ3aHHBIMHU MPEJICTaBUTE/ISIMU UX QYHKIUH.

4.2. XpaHeHue U UCTOIb30BaAHHE MEPCOHAIbHBIX JaHHbIX pADOTHHKOB!

4.2.1. Ilepconanbhbie AaHHble pabOTHUKOB 00padaThIBAIOTCS M XPAHSITCS B CEKpeTapHaTe.

4.2.2. llepcoHalibHble JlaHHble PAOOTHUKOB MOTYT ObITb 110.1y4€HBI, TPOXOAUTH JalbHCHIIYIO
00paboTKy M nepelaBaThCs Ha XpaHeHHE KaK Ha OyMaXKHBIX HOCHTE/SX, TaK U B 2JICKTPOHHOM
BUAE — JIOKAIbHOH KOMIBIOTEPHOH CeTH WU KoMIbroTepHOH mnporpamme «1C: 3apiuiata u
Kaapb».

4.3. Ilpu nomyuyeHun NMepcoOHaIbHBIX J@HHBIX HE OT PabOTHMKA (3@ MCKIIOYEHHEM CJIy4yaes.
€C/IM  NEepCOHalIbHbIC  jJaHHble ObUIM  NPEJOCTABIEHbl  padoTOAATEH0 Ha  OCHOBAHMH
(peaepalbHOrO 3aKOHA MM €CJIM  [EPCOHANIbHbIE JaHHbIC SIBISIOTCS OOLLEJOCTYIHBIMH)
padoroaareib 10 Hauana 0OpabOTKH TakKMX [EPCOHAIBHBIX JAAHHBIX 00f3aH [PELOCTaBHThH



Jupekropy
MAOYVY «Cornukosckas COLL»
[Ipuaoxenune 1 s =
' Lbibexxkanosoit H.b.
dopma 3asBieHus
0 COrJIaCHHU padOTHHKA
Ha 00paboTKy [1EPCOHAIBHBIX JaHHbBIX

oT

(J10/15KkHOCTE paboTHHKA)

(Mamuaus U.O. padorHuka

3ASIBJIEHUE
Ha 00paboTKY NMepCOHANIBHBIX JaHHbIX
A

(amunust, UMs, OTYECTBO)
Jlalo coriacie MyHMIMNATIbHOMY aBTOHOMHOMY 00111€00pa3oBaTeIbHOMY YUPEKICHUIO
«CoTtHuKoBcKas cpeiHsas oduieodpazoBaTeibHas LKOJIa»
(HAMMEHOBAHHE OpraHU3aliK)

Ha aBTOMATH3MPOBAHHYIO, @ TaK:Ke 0€3 HMCMNOJIB30BAHHS CPEJCTB aBTOMATH3aUUMu 00paboTKy
MOHUX TIEPCOHANBHBIX JAHHBIX, @ UMEHHO — COBEpLUCHUE JACHCTBUH, MPEYCMOTPEHHBIX 1. 3 4. |
cr. 3 degepanbuoro 3akona ot 27.07.2006 r. Ne 152 @3 «O nepcoHallbHbIX JIAHHBIXY,
COJICPIKAIIMXCS B HACTOSILEM 3asBICHHMH, B LEAAX olecrieueHus coOIIOAeHUsl TPYIL0BOIO
3aKOHO/1aTeIbCTBA M MHBIX HOPMATHBHbBIX [1PABOBbIX AKTOB, COJACHCTBHS B TPYA0YCTPOMCTBE,
OOYUCHHH M IPOJABHKEHHs 110 cliyxkOe, odecrieuyeHus JMUHOM Oe3zonacHOCTH pabOTHHKOB,
KOHTPOJISl KOJMYECTBA W KAa4yecTBa BBLIIOAHAEMOH padoTbl W 0OecrevYeHHs COXPaHHOCTH
MMYLLECTBA, @ UMEHHO!

1. ®.1.0.
2. Jlara poxieHus

(4Mcno, Mecsil, roj)
3. JIOKyMeHT, YA0CTOBEPSIIOIIHN JTHYHOCTD

(HAaUMEHOBaAHHUeE, HOMCP M CCPpHA JIOKYMCHTA,

KeM M KOT/1a BbL1aH)
4. Azipec perucTpalHH 110 MeCTy KUTE/IbCTBA

(ITOYTOBBIH ajpec)
5. Anpec (aKTHYECKOro npoKUBaHUS

(no4ToBBIH ajapec GaKTHUECKOro MPOKHBAHUS

KOHTaKTHbBIH Tejedon)
6. UHH
7. Homep cTpaxoBOro CBUAETEILCTBA IEHCHOHHOIO CTPAXOBaHMs!
OO0 OTBETCTBEHHOCTH 3a JI0CTOBEPHOCTD IIPECTABICHHBIX CBEACHUH 11PEyIPesk/IeH(a).

(Gamuims 1.0, paboTHuka) (ITOUTHUCD) (1ata)
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