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c. [Hanaxwu
1. O0uue monoMKeHUs

1.1. Hacrosiee ITonoxeHue o 3aliuTe NepCOHATBHBIX JAHHBIX PAOOTHUKOB
MYHHLHITATBHOTO  OIOJUKETHOTO JOMIKOJBHOTO 00pa3oBaTeNbHOIO YYpexKIeHNS
«Jletckuii can «Kapycenb» c.llanaxu»  Ypyc-MapraHoBckoro
MyHHUHMNANBHOro paioHa (nanee [OVY) ycranaBnuBaeT MNOPSIOK IONYUYEHMH,
ydera, 00pabOTKH, HAKOIUICHUS 1 XpaHeHHs TOKYMEHTOB, COAEPX alUX CBENCHHS,
OTHECCHHLIC K  MEPCOHAILHBIM  JAHHBIM  pa0OTHUKOB  JOLUKOJLHOTO
00pazoBaresibHOIO yupexkaeHus.. PaboTHHKAaMK CYMTAIOTCA NMla, paboTaroliHe B
AETCKOM Cajy o TPYA0BOMY JAOTOBODY.

1.2, Heawvro  Hactosmero  Ilonoxkenus — SBASICTCS  MCIIONHEHHE
3aKOHO/1aTeNbCTBA PD B 00s1aCTH 3aLUIMTHI NI@PCOHAJILHBIX IaHHBIX - DeepanbHblit
3akoH oT 27.07.2006r. Ne152—-@3 «O NepCOHATbHBIX JaHHBIX)

2. OcuoBHbIe Jajaii  3aUIHTHI NEPCOHATBHBIX JAHHBIX

2.1. TTox mepcoHanbHbIMH JaHHBIMH PaGOTHHKOB MOHMMAETCS UHbopmarnmus,
HeoOXoauMas pabOTONATENIO B CBA3H C TPYJAOBLIMH OTHOIIEHHSAMH W Kacaromascs
KOHKPETHOro paboTHMKA, a Takke CBeldeHHs o (akTax, COOBITHAX U
00CTOATENBCTBAX KU3HH PabOTHHKA, [O3BOJAIOIIME MACHTH(HUIMPOBATE €ro
JTUYHOCTb.

2.2. CocTraB nepcoHaNbHBIX JaHHBIX pa0OTHHKA:

- aHKeTa U (MJIM ) JIMYHBIH JIUCTOK;

- aBToOMOrpadbus;

- oOpasoBanue;

- CBEJIEHHS O TPYZOBOM H 00IIEM CTAKE;

- CBEJIEHHUs O NPebIIYyILIeM MecTe PadoThl;

- CBEJCHUS O COCTABE CEMbH;

- [ACMOPTHBIC JAaHHbIE;

- CBEJICHHsI O BOMHCKOM yueTe;



- CBeJIeHHs 0 3apaboTHOM MjaaTe COTPY/AHUKA,

- CBEJIEHHS O COLMAJIbHbBIX JIBIOTAX;

- CIELHAIbHOCTB;

- 3aHUMaeMas TOHKHOCTE;

- pa3mep 3apabOTHOH I1J1aThl;

- HaJlM4yue CyJIUMOCTEH;

- aapec MecTa JKUTEIbCTBA;

- JTOMAITHUH TeaedoH:;

- cojep)KaHue TPYJIOBOTO J0I0BOPa;

- couepykaHue JeKnapauui, oJaBaeMoi B HAJIOrOBYIO MHCIIEKLIUIO;

- TOMJIMHHHUKY M KOITUHU NPHKA30B T10 JIMYHOMY COCTaBY,

- JIMYHbIE JIENa U TPYAOBbIe KHUKKH COTPY/IHUKOB;

- OCHOBaHMA K MPHKa3aM [0 THYHOMY COCTaBY,

- Jlena, coAepiKallie MaTephanbl 0 TOBBILEHUIO KBaIM(pUKAIWK U
MEPENoAroTOBKE COTPYAHUKOB, HX aTTECTALMH U CITYKEOHBIX pacc/ie/l0BaHMIX;

- pe3yJIbTaThl MEJMUUHCKOrO 00C/Ie0BaHusl Ha MpeaMeT TIOAHOCTH K
OCYLLECTBIEHHIO TPYI0BbIX 0053aHHOCTEH,;

- KOITUH JOKYMEHTOB 00 00pa3oBaHNH;

- ororpaduu U MHbIE CBEJICHHUS, OTHOCSIIMECS K TIEPCOHANIBHBIM JIAHHBIM
paboTHUKa;

- peKOMEHIallMH1, XapaKTePUCTHKH U T.II.

2.3. Vkazauusie B 1.2.2. cBeIeHHs SBISIOTCS KOH(PUACHUHMAIBHBIMA U HE
MoJUIeKaT pasalieHu0 WHa4de Kak [0 OCHOBaHWSIM, MPeTyCMOTPEHHBIM
3aKoHOIaTe/IbcTBOM PD.

3.PyHKUHH

3.1. B paMkax peanu3alliy MyHK10B Hacrosiero [lonoxeHus o 3amure
MIepCOHATBHLIX JAaHHBIX PaOOTHUKOB, PyKOBOIUTCIb KOMIIAHUH HM31aeT MpHKa3 O
Ha3HaYeHWH JIMNA, OTBETCTBEHHOro 3a coOuojieHHe Topsiika paboTel ¢
NepCOHANBHBIMK JaHHBIMU PA0OTHHUKOB, Ha KOTOPOM JIEXKAT BCe OOA3aHHOCTH IO
obecre4eHH0 KOHOUISHITNATBLHOCTH MOTYYeHHBIX IAHHBIX, a TaK)Ke OpraHu3aluu
pabOoThI ¢ HUMH. '

3.2.Tlepenaua undopMalvu 0 MepcoOHabHbIX JIAHHBIX TPOUCXOAMUT TOJIBKO
B INMChbMEHHOM BHOE. 3ampoc JoJKeH ObITb clelaH B MUCBMEHHOM BHIE C
yKa3aHMEM BCEX PEKBH3UTOB JHLA, 3arpamuBaioimero uHdopmammo. Otser
NoIKeH ObITh ciienan Ha pupmenHom Gianke JJOY u oTnpasieH MO0 KypbepeKon
ciy>»k00H, 1100 3aKa3HBIM ITHCbMOM.

3.3. Bce moaydeHHBIe MepcoHanbHble JaHHbIE TODKHBI XPAaHUTLCS B MECTE,
UCKJIFOYAIOIIEM HECAHKIIHOHUPOBAHHBIX JOCTYIT TPEThUX JIUIL.

3.4. DneKkTpoHHbIe HOCUTEIM HH(OPMAIHH, JIOJKHBI OBITh 3aIllHIIEHbI
KpPUTOrpaUUECKMMH CPeICTBaMH 3allUThl MH(MOPMaLUH.

4. IlpaBa padoTHHKA

4.1. PabOTHHUK UMeeT IIpaBo:



-Ha npocMoTp nepcoHanbHoi nH(pOopMaliK, HMerolIeics y paboToaaresns.

- Ha cBoOOjHBII OecriaTHBIH M HEOrPAHWYEHHBIM MOCTYIIL K CBOMM
IEePCOHANBHBIM JJaHHBIM, B TOM YHCJE IPaBO Ha IOJy4YEHHE TMOATBEPHKAAIIINX
JTOKYMCHTOB B BHJI¢ CIPABOK, KOMHH MM B BHAE MHOTO APYrOro OQuUMAILHOTO
JIOKYMEHTA.

- Ha pocTtynm K MEOUIIMHCKHM JI@HHBIM C IIOMOLIBIO MEIULMHCKOTO
CTIEUATTNCTA 110 CBOECMY BBIOODY.

- TpeGoBaTh BHECTH H3MEHEHHUS WM YAAIUTDL NEPCOHANIBHYIO HHYOPMAIIHIO,
NoJIy4eHHyI0 padoTojaresieM B HapylleHHe HacTosmuX mnpaBuil. M3meneHus
BHOCSITCS Ha-OCHOBAHUU MMHCbMEHHOIO 3asiBIeHUs pabOTHHKA.

- IloTpeGoBars oT paboTomarens U3BECTUTh BCEX JIUII, PAHEE MOMYYHBIIUX
[10 BHHE paGOTOiLaTe.HH HEIlOJIHble HWJIM HEBEpPHbIEC IIEPCOHAIBHBIC JaHHBIE O
paboTHHKE.

- O6kanoBaTh B CyaeOHOM Mopsike Mro0ble HelIPaBOMEPHbIE TEHCTBUS HITH
GesnelicTBue paboTomarens mpd 00paboTKe M 3allUTe MEPCOHANBHBIX JaHHBIX
padOTHHUKA.

5. O6si3annocTH padoToaaTesis H padoTHHKA

5.1. B uensx wucnoinHeHus TpeOoBaHuil 3aKkoHozarenscTBa P® mpu
00paboTKe MNEePCOHANBHBIX [aHHBIX, Bce PAbOTHUKH [AETCKOro caja [O0JKHBI
MCITOTHATH YCTAHOBJICHHBIN TTOPATOK:

5.1.1. Pabora ¢ mnepcoHajbHLIMH [JaHHBIMM paOOTHMKOB JOJDKHA HE
Hapymarb TpeboBaHuil 3aKoHoAaTeIbcTBa P@ U oKaTIbHBIX HOPMATUBHBIX aKTOB
OpraHM3allH, U J0/UKHA OBITE HEMOCPEACTREHHO CBSA3aHA C OCYILIECCTBICHHEM UMU
CBOMX TPY/IOBbIX (YHKLUH.

5.1.2. Tlpu cGope u 00paGoTKe TNEPCOHANBbHBIX JaHHBIX pabOTHHMKA
paboronatens JODKeH pykoBojcTBoBarbcs Kouctutynmein P®, TpynoBbiM
KomekcoMm P® v uHbIMH (eepanbHbIMH 3aKOHAMH.

5.1.3. IlepcoHanbHbie JaHHble PAOOTHUKOB JOJIKHbI ObITh 110J1y4€HbI TOIBKO
HENocpeACcTBEHHO Y Hero. Eciu i 00paboTKu ero JaHHBIX WX UX IOJY4eHUs
TIPUBJIEKAIOTCS TPEThM JIMIA, TO pPadOTHMK IOJUKEH [aTh MNPEIBAPUTENIBHOE
MUChbMEHHOE cornacue Ha »510. OJiHOBpeMEHHO pabOTHHK JIOMkKeH ObITh
yBeJIOMJIEH O 1Liesisix cOopa MH(OpMalMK, UCTOYHHUKAX ee MONyYeHHUs, a TaKkke O
MOCTEACTBUSIX OTKa3a OT MpPeNoCTaBjeHMsl MHCbMEHHOTO cornacus Ha cbop
uHpOpMaLHH..

5.1.4. [TIlepcoHanbHble JaHHble PpabOTHMUKA O €ro IMOJMTHYECKHX,
PENMIMO3HBIX ¥ HHBIX YOEXKJEHWsIX, HaCTHOHM JKM3HH, a TaK)XKe UJICHCTBE B
0OIIECTBEHHBIX ¥ MPOQPCOIO3HBIX OpraHU3alisIX He MOIeKaT cO0py KOMITaHuEH,
€CITH MHOE He MPelyCMOTPEHO 3aKOHOAATE/ILCTBOM.

5.1.5. 3ammra nepcoHaIbHbIX JaHHbIX Pa0OTHHKA JI0JUKHA 00eCreInBaThes
MOJIHOCTBIO 3a cueT padboToaares.

5.1.6. PyxoBomurens JIOY npu npueme Ha paboTy, a TaKKE MpU JHOOBIX
M3MEHEHHSX MpaBujl paboThl C MEPCOHANBHBIMU JAHHBIMH, 00s3aH MHUCHMEHHOIO
3HAKOMMTH C HUMH BCEX paOOTHHUKOB JIETCKOrO Ccaja.
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5.1.7. Aagmunuctpaius JIOY He uMeeT npaBo HPUHYXKJATh PaDOTHUKOB K
0TKa3y OT CBOMX I1paB Ha 3alUTy Ne€PCOHAILHbBIX JAaHHBIX.

5.2.PaboTHuUK 00s3aH:

5.2.1. llepenats pabotomaTento BCe NEpCOHAIbHbIE NAaHHbBIC, YKa3aHHbBIC B
COOTBETCTBYIOIIMX JIOKYMEHTaX.

5.2.2. B ycTaHOBJEHHBIM NpaBUIaMU CPOK coodiiaTh paboromaTtento 00
HW3MEHEHNH CBOMX MEPCOHANBHBIX JaHHBIX.

6. OTBeTCTBEHHOCTD 32 pa3riameHHe HHGOpPMaLHH, CBS3AHHOH ¢
NnepcoHAJIbHLIMH JAHHBLIMH PA0OTHHKA

6.1. JInua, npusHaHHble BAHOBHBIMU B HAPYILIEHHWH I10JIOKEHUH HACTOSAIIETO
[TonokeHHs O 3all[UTe MEPCOHATIbHBIX JaHHbIX PAaOOTHUKOM IPUBIEKAOTCI K
OUCIMIUTMHAPHON, aAMHHMCTPATHUBHOMN, TIpaXkIaHCKO-NPAaBOBYIO W YTOJIOBHOM
OTBETCTBEHHOCTH, B TIOpSOKE TMPEIyCMOTPEHHOM 3aKOHOZAaTeNnbcTBOM PO u
JIOK&JTbHBIMU HOPMATUBHBIMH aKTaMH.

6.2. COop, oOpaboTkau XpaHeHHelepCOHaIbHbIXIaHHbIX

6.2.1. OOpaboTka TEepCOHANBLHEIX JaHHBIX Pa0OTHHKA - 3TO TOJyYeHHE
MHpOPMAIMKM W3 pa3iMvHBIX HCTOYHHKOB, €€ XpaHeHHe, o0paboTka, a Takxke
moboe apyroe UCHOJIb30BaHUeE.

6.2.2. ITepcoHanbHble JaHHBIE MPEAOCTABISIOTCS CaMUM PabOOTHUKOM ITyTEM
3aTOJHEHHS aHKeThl ycTaHoBleHHoH ¢opMel. Pabotomarens o0sf3aH mpu uX
MOJYYeHUH TMPOBEPUTH 3asiB/IEHHbIE JaHHbIE IPE/IbBIIEHHBIM I10ITBEPKIAIOIHAM
JOKYMEHTaM.

6.2.3. AHketa ¥ (MAM) JHYHBIA JIUCTOK COIEpPKUT BOIIPOCHI O
MEePCOHAIBHBIX AaHHbIX PabOTHHKA.

6.2.4. AHkera (JIM4YHBIH JMCTOK) JOJDKHA OBITh 3allOIHEHa aKKypaTHoO, 0e3
omnOoK. Bce nons aHKeThl MOKHBI OBITH 3aMOJIHEHBI, a IIPU OTCYTCTBUH
HHGOpPMAIMM B  COOTBETCTBYIOUICH [oJie JOJDKEH CTaBUTBhCH  IIPOYEpK.
CoxkpallleHHs [P 3al0JIHEHUM HE JIONYCKArTCS.

6.2.5. AnkeTa (MMUYHBIH JTHUCTOK) pabOTHMKA XPaHUTCS B JIMYHOM Jele y
OTBETCTBEHHOTO JULA paboToaaTe/s BMECTE C IPENOCTABIEHHBIMU JOKYMEHTAMH.

6.2.6. JIuunoe neno paboTHHKa 0hOpMIISIETCS TIPH  BCTYIUICHHH TPY/I0BOTO
JIOTOBOpPA B CHILY.

6.2.7. JluuHoe neno XpaHWUTCA y 3aBeAyHOLled B 3aKpbITOM LIKady WIH
celide.

6.2.8. Bce nokymMeHTBI JTUUHOIO JleJla XPaHATCs CTPOro B XPOHOJIOTHYECKOM
NopsiiKe, C OPOCTABJACHUEM J1aThl X NOJy4YeHH, a TAloKe HyMepaluu.

6.2.9. JluyHoe [Heno TOCJHe MpEeKpallleHHWs TpyJOoBOro JOroBopa ¢
COTPYIHUKOM  TMepeiaeTcs B apXMB, M XPaHUTCd  YCTAHOBJIEHHBIE
3aKOHO/1aTeIbCTBOM CPOKH.

7. llepenaya nmepcoHa/IbHBLIX JIAHHLIX

7.1. Ilpu ocylecTBIEeHUH Mepeaadu IepPCOHANbHbIX JAaHHbIX PabOTHUKOB
TPeTLUM JMLaM paboToaaTens o0s3aH:



- He coollaTh MepcoHalbHble JlaHHble 0e3 I10JyYeHHOI'0 [HChMEHHOTO
cornacusi paboTHHMKA, KpOMe CllydaeB, KOrJa Takhe 0053aHHOCTH YCTAHOBJIEHBI
33KOHO/IaTeIbCTBOM;

- He Tiepe/iaBaTh MepcoHalbHbIe AaHHbBIe pabOTHHKA AN WCTONB30BAHUS B
KOMMEPHYECKUX LECIIAX,

- TpeboBaTh OT TPeTbUX UL COOMOJAEHUS MpaBuad paboThl ©
MMEePCOHAJIBHBIMH JaHHBIMH, a TaKXe npeaocTaBJICHUA IIHCBMCHHOTO
MOATBEPXIEHUS]  UCMONB30BAHNSA  TMEPCOHATBHBIX  NaHHBIX B TOPSIIKE,
NpeayCMOTPEHHBIX HACTOALIHMM IMOJIOKEHHUEM O 3alllUTE MNEPCOHAIIBHbLIX JIAHHbIX]

- JaBaTh JOCTYI K MEepPCOHaIbHBIM TaHHBIM TOJBKO JIMIAM, UMEIOLIUM
COOTBCTCTByI{)LLIHﬁ AOMYCK W MCIHOJB3YIOIIHUX HWX TOJbBKO IJsI BBIIIOJHEHUA
KOHKPETHbIX HOHHOMOLIHI;’I;

- He ucTpeboBaTh MH(POPMALMIO O COCTOSHUM 3/10POBbsS pabOTHMKaA, 3a
PCKJIIOYCHHEM JIaHHBIX, KOTOPBIC MOTYT MOBIHATH HA HCIOJNHEHHEe pabOTHHKOM
CBOMX TPYJOBBIX 00s13aHHOCTEH.

8. JlocTyn K MepcoHATbLHBIM JaHHBIM COTPYAHHKA

8.1. BryTpeHHwmii joctyn (MCroib3oBaHWe WH(pOpPMALMK pabOTHUKAMU
NOLIKOJIBHOTO YUPE)KIEeHUs ).

[IpaBo mocTyna K nepcoHalibHbIM 1aHHbIM pabOTHMKA UMEIOT:

- pykoBoautens J1OY;

- CTapUIMi BOCIIUTATEb;

- MeJcecTpa

- COTPYOHUKH OyXTanTepud, B Mpeesiax CBOeH KOMIIETEHIHH;

- caM paboTHHUK.

8.2. BHewHuit nocTyn (rocyaapcTBEHHbIE CTPYKTYPBI).

IlepcoHanbHble JaHHble PAOOTHUKOB MOTYT IPENOCTaBIATHCS TOJILKO IIO
3aMpoCy KOMITETEHTHBIX OPraHOB, HMEIOIIHUX COOTBETCTBYIOIINE ITOJTHOMOYHS:

- (henrepanbHasi HAIOTOBas CITyx0a; ‘

- IPAaBOOXPaHUTEJIbHbIE OPIaHblL;

- OpraHbl CTaTUCTUKHU;

- O10pO KpeaUTHBIX UCTOPHH;

BOEHKOMAThI;

OpraHbl COLMANLHOTO CTPAXOBAHMUS;

NeHCHOHHbBIE (DOHBI;

noJipazjiesieHust MyHUIIMIAIbHbIX OPraHOB YIIPaBJIEHHS.

8.3. Jlpyrue opranusauud (TpeThd auua). CBegeHus o pabOTHHUKE
IPeI0CTaBISIOTCS TPETHUM JIUIIAM Ha OCHOBAHWU [MMCBMEHHOTO 3asiBICHUS CaMOTO
paboTHHUKA.

8.4. PO/ICTBEHHHKH W YJI€HBI CEMEN.

[TepcoHanbHble HaHHBIE PpaOOTHHKA NPEAOCTABIAKOTCS POACTBEHHHKAM WIIU
yjileHaM €ero CeMbH TOJbKO ¢ THCBMEHHOrO pa3pelieHuss pabdOTHHKA.

Hacrosee [Monoxxenue BCTymaeT B CHITY CO AHS ero yTBepkaeHus. Cpok
neictBus [1onoxeHus — 10 NpUHATUS HOBOTO.
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