IIpunoxenue 1
k npukaszy Ne 4 or 20.01.14r.

IHonoxenue
0 3a1IUTe, XPaHEeHUH, 00paldoTKe M Nepeaaye NepCcOHATbHBIX TaHHBIX
Pa0OTHMKOB MYHUIIUIIAJIbHOIO OK/IKETHOI'0 I0IIKOJIBHOT0
00pa30BaTeIbHOI0 YUpeKAeHHUS HEHTP Pa3BUTHA PedeHKa — JeTCKHIl caj
nepBoii kateropuu Ne 18.

1. O0mme moJioKeHus

Hacrosimee Ilonoxenue pa3paboTaHO B COOTBETCTBUU CO CT. 24
Konctutyniuu P® ot 12.12.1993r. (¢ u3MEHEHUSMH U JOMOJHEHUSMH),
I'paxnanckum kogekcom P® ot 26.01.1996r. No 14-d3 (¢ u3MEHEHUSIMHU U
nonoysiHeHusiMu), TpymoBeiM  Kogekcom ot 30.12.2001r. No  197-03,
dbenepanbubiMu  3akoHamMu ot 27.07.2006r. Ne 149-®3 «O06 wuHdopmanuwy,
MH(OPMAIIMOHHBIX TEXHOJIOTHSAX U O 3amuTe uHbopmanun», ot 05.04.2013r. No
152-®3 «O mepcoHAIBHBIX TaHHBIX).

Hacrosmee IlonoxeHne pacnpocTpaHsieTcsi Ha BCEX COTPYAHHKOB, U BCE
paOOTHUKY JTOJKHBI OBITh 03HAaKOMJIEHBI ¢ 3TUM [lonokeHneM noj pociuch.

1.1. TlepconanbHbIC JaHHBIC pAOOTHUKA — MHPOPMALIKS, HEOOXOaAMAas
paboToIaTEINIO B CBSI3U C YCTAHOBJIEHUEM TPYIOBBIX OTHOIICHUN U Kacarolasics
KOHKpETHOro paboTHHKa. OHU BKIIIOUYAIOT B c€0s1: OMO3HABATEIbHbBIE TaHHbIE
(®UO, nata u MecTo pokJeHus, TpyaoBasi ounorpadus paboTHUKA, (HAKTHI
ounorpadun); JIMYHbIE XapaKTEPUCTUKHU paOOTHUKA (TPaKIaHCTBO, HATUYHE
HAYYHBIX TPYI0B, N300pPETCHUI U T.1I.); CBEIEHUS O CEMEHHOM IOJIOKCHHM;
COCTaBe CEMbH; COLMATBHOM TOJIOKEHUH; CITY>KEOHOM TOJI0KEHHUH;, HABBIKAX; O
¢uHaHcOoBOM nonokeHuu. K mpegocraBisieMbIM NMEPCOHATBHBIM TaHHBIM
paboTHUKA OTHOCUTCS MH(OPMAIIHS, COIEPKAIIAsICS B TPYIOBOUM KHIDKKE, B
CTPaxOBOM CBHUAETEIHCTBE IOCYAAPCTBEHHOTO IIEHCUOHHOTO CTPaXOBaHMUS;
uHpopmarusi 00 06pazoBaHuM, KBaTU(UKAINN; THGOPMAIIUS MEAUIITHCKOTO
XapakTepa; uHpopMalus B TOKYMEHTaX BOMHCKOTO y4eTa U B APYTHUX
JIOKYMEHTaX, KOTOpPBIE COJIEPKAT JaHHbIE, HEOOXOAUMBbIE paOOTOIATENIO B CBSI3U C
TPYJIOBBIMHU OTHOIICHUSIMHU.

1.2. OO0paboTka nepcoHaIbHBIX JaHHBIX PAOOTHUKA OCYIIIECTBIISIETCS B
Hesix ooecrnedeHus COOMIOACHUS 3aKOHOB U IPYTUX HOPMATUBHO-TIPABOBBIX
aKTOB.

1.3. PaGoromarens BmpaBe MPOBEPSATH NEPCOHATBLHBIC TaHHBIC
pabOTHUKOB C 1IETBI0 (POPMUPOBAHMSI KAJIPOBOTO PE3EpPBa.

1.4. Ilpu npueme Ha padOTy, 3aKIOYEHUHU TPYAOBOrO IOTOBOPA,
3aIl0JIHEHUHU aHKETHBIX TaHHBIX Pad0TOAaTeNh HE UMEET IPABO MOTyUYaTh U
000011aTh HTHPOPMAIIHIO O PEIUTHO3HBIX, MOJIUTUUECKUX U APYTUX YOCSKICHHIX
paboTHUKA.

1.5. Bce nepconanbHbIC TaHHBIE pa0OTHUKA pab0OTOAATENb MOJydaeT
TOJIBKO OT HEro CaMoro.



1.6. PaGoromarens nmomy4aeT u 00pabaThIBACT JaHHBIE O YACTHOU KU3HU
pabOTHHKA TOJBKO C €r0 MUCbMEHHOIO COTJIACHSI.

1.7. PabGoroparens cooluiaeT pabOTHUKY 1€, TPEATIONIOKUTEIbLHbBIE
MCTOYHUKH, CIIOCOOBI MOJIYYEHUS IEPCOHATIBHBIX JaHHBIX, XapaKTep
MEPCOHANIBHBIX JJAHHBIX U MOCJIECTBUS OTKa3a pa0OTHUKA JaTh NMChbMEHHOe
corjiacve Ha UX MOJy4YEHHE.

1.8. TIlomyuath nepcoHaybHbIE JaHHbIE PAOOTHUKOB HA OCHOBAaHUU
3aKOHA MOTYT: HaJIOTOBEIE opranbl, [lencnonusiii poun PO, ®oup conpaibHOTO
crpaxoBanus PO, Oenepanbuas nuncnekuus tpyaa. McnonszoBanue
MEPCOHANIBHBIX JAHHBIX PAOOTHHKA TOMYCTHMO TOJIBKO B COOTBETCTBHH C IIEIISIMU,
OTIpENICTTMBIITMME UX Nony4deHue. [lepenaya nepcoHaabHBIX JaHHBIX PAOOTHUKA
BO3MOYKHA TOJILKO C COTIacusi pabOTHUKA, €CIITM HHOE HE TIPETYCMOTPEHO
3aKOHOJATEIBCTBOM.

1.9. PaboroaaTens uMeeT MpaBo coOMpaTh NEPCOHATBLHYIO HHPOpMAITHUIO,
COJICPIKAIYIOCS B JOKYMEHTAX, MPEOCTaBIECHHBIX pa0OTHUKOM IIPU IPUEME Ha
pabory.

1.10. PaGoromatenb MPOW3BOAUT PACUET M BBHIIIJIATY HAJIOTOB 3a
paboTHUKA MyTEeM yJIep>KaHUsl X U3 3apab0THOM TIaThl, pab0TOIaTENIb UMEET
npaBo cobupats npeaycMmorpennbie Hanoroseim Kogekcom PO cBenenus o
HaJIOTOIJIATEIIbIITUKE.

1.11. Jlannoe IlosoxeHue mpeaoTBpaiacT HeCAaHKIIMOHUPOBAHHbBIN
JOCTYT K HUH(OpMAIH, €€ TPOTUBOIIPABHOE KOMTMPOBAHKE, NCKAKECHHE,
UCIIOJIb30BaHUE MPEJHAMEPEHHOTO PACIPOCTPAHEHHS HEAOCTOBEPHOM
uH(pOpMaIH, UCTIOIB30BaHNEe MH(POPMAIIUU B IPECTYIMHBIX U KOPBHICTHBIX HETSAX.

2. ITopsanok XpaHeHUs1, MCIOJIb30BAHUA U NePeAayYy NMePCOHAIbHBIX TaHHBIX
padoTHHMKA

XpaHeHne MepPCOHANBHBIX JAaHHBIX JOJDKHO UCKIIIOYATh UX yTPaTy WIH UX
HENPaBUILHOE UCIIOJIb30BAHHUE.

2.1. Xpanenue, BblFjaua TPYAOBBIX KHIDKEK (AyOIHMKaTHl TPYIOBBIX
KHIDKEK); XpaHEHHUE JTUYHBIX JeJ1 paOOTHUKOB U WHBIX TOKYMEHTOB, OTPAKAIOIINX
NepCOHANbHBIE TaHHbIE PAOOTHHUKA, BO3JIAraloTCsl HA PYKOBOAMUTENS, 1 PAOOTHUKOB
OyxranTepuu (CIUCOK JIUIl YTBEPKAAETCS MPUKA30M 110 IETCKOMY Cay).

2.2. TlepcoHanbHbIE TaHHBIE PAOOTHUKOB BMECTE C HEOOXOIUMBIMU
JIOKyMEHTaMU OCTal0TCs y paboToAaTeNs UilH JIUIa, OTBETCTBEHHOTO 32
odopMIIeHHE TTpUEeMa U XpaHEHUS JIMYHBIX JIe] COTPYIHUKOB. [Topsaok XxpaHeHus
TPYJOBBIX KHIDKEK yCTaHOBIIEH HCTpYKIMEH 10 3aNI0JIHEHUIO TPYIOBBIX KHUKEK.

2.3. Paboronarens obecrieduBaeT XpaHeHHE MIEPBUYHBIX TJOKYMEHTOB,
CBSI3aHHBIX ¢ 00pPa0OTKOM TOKYMEHTALMHU IO YUeTy TPY/Ja, KaJApOB U OIUIATHI TPYa
B opranuzanuu. B Oyxranrepun XpaHsarcs JOKYMEHTHI [0 YUETy UCTIOIb30BAHHS
pabouero BpeMeHH 1 PacueToB C IMEPCOHAJIOM IO OIUIaTe TPyaa.

2.4. Tlpn mepenave NEPCOHAIBHBIX JAHHBIX pPaOOTHHKA paboTonaTEeNb
JOJKeH COOI0IaTh CIEAYIONUE TPEOOBAHUS:



2.4.1. He coolmarh MepcoHATLHbIE TaHHBIE PAOOTHUKA TPETHEH CTOPOHE
0e3 MUCbMEHHOTO corjacusi pabOTHUKA, 32 UCKIIOYEHUEM CIIy4aeB, KOT/Ia 3TO
HEO0OXO0AMMO B LIETSAX MPEyNPEKICHUS YTPO3bl )KU3HU U 370POBBI0 pA0OOTHHKA, a
TaK)Ke B CITydasiX, yCTAHOBJICHHBIX (peiepaibHbIM 3aKOHOM;

2.4.2. He coo01aTh NEPCOHAIBHBIC TAHHBIC PA0OTHUKA B KOMMEPUECKUX
nensix 0e3 ero NMCbMEHHOTO COTIacHsl.

2.4.3. llpenynpenutb Jul, MOJYy4YaIOIIUX NEPCOHATBLHBIE TaHHbBIE
pabOTHHKA, O TOM, YTO 3TH JAHHBIE MOTYT OBITh UCTIOJIH30BaHbBI JIMIb B LENSX, IS
KOTOPBIX OHU COOOILIEHBI, U TPeOOBATh OT 3TUX JIUI] MOATBEPKACHUS TOTO, YTO ITO
npaBuiIo cobuoieHo. Jluia, moyyaroniue nepcoHalbHble JaHHbIe pa0OTHHKA,
00s13aHBI COOJTIOIATH PEKUM CEKPETHOCTH (KOHPHUACHIIMAIBHOCTH). JlaHHOE
MOJIO’KEHUE HE PACIPOCTPaHAETCs Ha OOMEH MEePCOHAIbHBIMU JaHHBIMU
pabOTHHUKOB B MOPSI/IKE, YCTAHOBICHHOM (heiepajIbHbIMU 3aKOHAMU;

2.4.4. Pa3pemarh JOCTYH K EPCOHAIBHBIM TAHHBIM PAOOTHHKOB TOJIBKO
CTHEIMAIFHO YIIOJTHOMOYEHHBIM JIMIaM, TIPU 3TOM YKa3aHHbBIC JIUIIA JOJDKHBI HMETh
MIPaBO MOJy4aTh TOJIBKO T€ MEPCOHATBHBIE TaHHbIE pAOOTHUKA, KOTOPHIE
HEOOXOIUMBI JJIs1 BHITIOTHEHHUS] KOHKPETHBIX (DYHKITUH;

2.4.5. llepenaBath mepcoHaNbHbIC TaHHBIC PAOOTHHUKA MPEACTABUTEISIM
pabOTHUKOB B nopsiake, ycraHoBieHHOM TK P®, u orpannumuBats 3Ty
UHGOPMAITUIO TOJIBKO TEMH MEPCOHATBHBIMU JAHHBIMU Pa0OTHUKA, KOTOPBIC
HEOOXOMMBI I BHIIOJHEHUS YKa3aHHBIMU MPEICTABUTEIAMU UX (PYHKIIUHA.

2.5. [lepegaua mepcoHaNbHBIX JIAaHHBIX paOOTHUKA B  Mpejenax
OpraHU3aliH:

2.5.1. Paboromarens mnpenocTaBiseT WHOOPMAIMIO W HMHBIC CBEJICHHS,
HEOOXOJUMbIE /JIsi MPOBEPKH IMPABUIBHOCTH HCYHUCIEHUS M YIUIAThl HAJOIOB,
00s13aTEbHBIX TUIATEXKEW B TOCYAAPCTBEHHYIO OIOJIKETHYIO CUCTEMY; TOKYMEHTHI
0 TIUIATEKECIIOCOOHOCTH; CBEIEHUS O YHCICHHOCTH, COCTaBe paboTaromuXx,
3apa0OTHOM IJIaTe€ W YCJIOBUAX TPYyAa, O HAIUYMU CBOOOJHBIX pabOYUX MECT;
JOKyMEHTBHI 00 OIUIaTe€ HAJOroB MO TPEOOBAaHUIO OPTraHOB BJIACTH YIPABICHHS,
IPABOOXPAHUTEIBHBIX OPTAHOB, IOPUINIECKUX JIUI], UMEIOIIUX Ha 3TO MPaBO.

2.5.2. TlpenocraBnsemas nHGOpPMALIUA MOXKET OBITH YCTHOM UITH
MUCHMEHHON, BO BTOPOM CJIy4ae — 3aBEpPEeHA MeYaThio U MOAMUCIMU
ONPEJEICHHBIX JIMII.

3. O0s13aHHOCTH padoTOAATE/ISI IO XPAHEHHUIO U 3a1IHUTE NMEPCOHATBHBIX
JAHHBIX pA0OTHHUKA

3.1. PaGoronmarens oOecreuyrBaeT 3alllUTy IEPCOHAIBHBIX  JAHHBIX
pabOTHHKA OT HEMPABOMEPHOTO HX UCIONb30BAaHUS WJIM YyTpaTbl 3a CUET
COOCTBEHHBIX CPEZCTB B MOPSIIKE, YCTAHOBICHHOM (hefiepabHbIM 3aKOHOM.

3.2. Paboronmatens 3HAKOMHUT pPaOOTHHKA TMOJ POCHHCh CO BCEMH
BHYTPEHHUMHU JIOKYMEHTaMHM, KacCalolUMUCS TMOopsiaka 00paboTKH, mepenadu
NEPCOHANBHBIX JaHHBIX PAOOTHUKOB, O IIPaBaX U 00S3aHHOCTSX B 3TON 00JaCTH.

3.3. Paboronmarens oOecreynMBaeT JIOCTYN K MEPCOHAIbHBIM JaHHBIM
pabOTHHUKA TOJBKO YITOJIHOMOYEHHBIM JIMIIAM.



3.5. PykoBoautens 3akperuisieT B [Ipukase no YupexaeHuo
pacrpejenieHre 00s13aHHOCTEN 0 00pabOTKE MEPCOHANBHBIX TAHHBIX.

3.6. 3ampemaercss 06padboTka MHPOPMAIIMKM B TPUCYTCTBUM HWHBIX JIMII,
KpOME UMEIOIIKUX TPaBO JIOCTyNMa K TMEPCOHAIBHBIM JaHHBIM paOOTHHUKA.
PykoBoauTeNnb XpaHUT JOKYMEHTHI (TPYAOBbIE KHIKKHU B ceil(e); peKOMEHIyeTCs
npu 00pabOTKEe JaHHBIX C MOMOIIBI KOMIBIOTEPA 3aKphIBaTh MapojieM (auibl,
UMEIONINE IePCOHATbHBIC JaHHbIE.

4. IIpaBa paGOTHMKOB HA 32IUUTY NEPCOHATBHBIX JAHHBIX

4.1. Cornacto c1.89 TK P® paboTHHKY UMEIOT MTPaBO Ha:

4.1.1. Tlonnyro uHbOpMaIMO 00 X MEPCOHATBHBIX JIAHHBIX U 00pabOTKe
ATUX JAHHBIX;

4.1.2. CBoOOmHBIN OECIIaTHBIA TOCTYI K CBOUM MEPCOHATBHBIM JTaHHBIM,
BKJIFOYAsI TIPABO HA MOTyYCHUE KOMUI JTF000M 3aIiCH, COIepKaIlleH mepCcoOHaTbHBIC
JaHHBIC PAOOTHHKA, 32 UCKIIOYCHUEM CIIydacB, MPEIyCMOTPEHHBIX (heepaTbHbBIM
3aKOHOM;

4.1.3. OmpeneneHue CBOMX TPEACTABUTENCH JJIs  3allUTBI  CBOMX
MIEPCOHAIILHBIX JaHHBIX;

4.1.4. ]JlocTyn K OTHOCSIIIUMCS K HUM MEIUIMHCKUM JaHHBIM C IIOMOUIBIO
MEUITMHCKOTO CIIEIMAIIMCTA TI0 UX BBHIOOPY;

4.1.5. TpeOGoBanue 00 HCKIIOYECHUU WM HCIPABICHUM HEBEPHBIX HIIU
HETOJIHBIX TEePCOHAIBHBIX JaHHBIX, a TaKXKe JaHHBIX, OOpabOTaHHBIX C
HapymenueM TpeboBanuii TK P®. [lpu orkaze paboromarensi UCKIIOYUTH WIIA
UCIIPaBUTh MEPCOHAIbHBIC JaHHbIE PA0OTHMKA OH HMEET MpPaBO 3asBUTh B
MUCbMEHHON (hopMe paboTOJaTENI0 O CBOEM HECOTJIACHU C COOTBETCTBYIOIIUM
o0OCHOBaHMEM TakKoro Hecormacus. [lepcoHanpbHBIE TaHHBIE OIICHOYHOTO
XapakTepa paOOTHUK WMEET MPaBO JOTOJHUTH 3asBJICHUEM, BBIPAKAIOIIMM €TO
COOCTBEHHYIO TOUKY 3PEHHUS;

4.1.6. TpebGoBanue 00 W3BEIICHUH PabOTOJATENEM BCEX JIHUI, KOTOPBHIM
paHHee OBUTH COOOIICHBI HEBEPHBIC WM HEIOJHBIE IEePCOHAIBHBIC JTaHHBIC
paboTHHKa, 000 BCEX MPOM3BEACHHBIX B HUX HMCKIIOYCHUSIX, WCIPABICHUSX WA
JOTIOJTHEHUSX

4.1.7. PaGOTHMKM JOKHBI OBITH O3HAKOMJICHBI TIOJI POCIIUCH C
HactosiuM [lonoxenueM. C 3TO# 1EIbI0 B YUPEKICHUU OpPTraHU3yeTcs U BelleTcs
Kypnan oznakomiieHus: pabOTHUKOB ¢ HacTosuM [lonoxeHuem.

4.1.8. OOxaysoBaHue B Cya JOOBIX HEMPaBOMEPHBIX JEUCTBUU WU
0e3neiicTBUs paboToaaresns Mpu oOpabOTKe U 3allUTE €ro MePCOHANbHBIX TaHHbIX.

5. OTBeTCTBEHHOCTH Pa00TOAATEJIS M JIHII, OCYLIECTBJIAIMIUX padoTy ¢
NePCOHATbHBIMY JAHHBIMHU

5.1. PaGorHuk 00s3aH:
- XpaHUTh B TailHE W3BECTHbIE €My KOH(HICHIMATLHBIC CBEICHMUS,
uH()OPMHUPOBATH PYKOBOMUTENST O (DaKTaXx HApYIICHHUS TOpsKa OOpaIleHus ¢



KOH(UICHIMATGHBIMU CBEICHUSIMH, O CTaBIIMX €MY H3BECTHBIM IOMbITKaX
HECAHKLIMOHUPOBAHHOTI'O JIOCTYIIA K MH(OpMAaLIUH;

- coOmoaaTh MpaBuIia NOJIB30BAHMS JOKYMEHTAMU, MOPSIIOK UX yYETa U XpaHEHUs],
obecrieunBaTh B Ipolecce padoThl COXPaHHOCTh MH(OpMALIK, CoAepKalleiics B
HHX OT [IOCTOPOHHUX JIULI;

- 3HAKOMUTBCS TOJIBKO C TEMU CITY>KEOHBIMU JJOKYMEHTaMH, K KOTOPbIM IOJTy4eH
JIOCTYII B CHIJTy UCIIOJTHEHUS CBOMX CITy’KEOHBIX 00S3aHHOCTEN.

5.2 Jluua, BUHOBHBIE B HapyUIEHHMM HOPM, PETYJIUPYIOLIUX IOJy4YEHUE,
00pabOTKy W 3aluTy  MEePCOHAJBHBIX  JIaHHBIX  paOOTHHUKA,  HECYT
JUCHMIUIMHAPHYIO, aIMUHUCTPATUBHYIO, IPaKAAHCKO-IIPABOBYIO WM YT'OJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBHUH C (peiepaIbHBIMU 3aKOHAMH.

5.3. K coTpynHUKY, OTBETCTBEHHOMY 3a XpaHEHHE IEPCOHAIBHOU
uHbopMaluu  pabOTHUKOB, paboTojaTeNb BOpaBe MNPUMEHUTH OJHO U3
JUCUUIUIMHAPHBIX B3bICKaHWM, npeaycMoTpeHHblXx cr. 192 TK P®, a umeHHo:
3aME€YaHHe, BBITOBOp, YBOJIbHEHHE. K IUCHMIIIMHAPHOW OTBETCTBEHHOCTU
IPUBJIEKAIOTCS. TOJBKO T€ PaOOTHHKH, KOTOpBIE MO YCIOBHUSIM CBOUX TPYIOBBIX
JIOTOBOPOB 00s13aHBI COOJI0OIATh MpaBuia padOThI ¢ IEPCOHATBHBIMH JTAHHBIMHU.

5.4. PabGotomarens BIpaBe pacTOPTHYTh TPYAOBOM JOTOBOP IO CBOEH
VHHUIMATHBE IIPU PA3IJIAICHUU OXPaHAEMOM 3aKOHOM TaWHbI, CTABIIEH U3BECTHOU
PabOTHHKY B CBSI3U C UCIIOJTHEHUEM UM TPYAOBBIX 00sS3aHHOCTEH.






