COI'JTIACOBHO
VY IpaBsrommM COBETOM
MAOY «lllxoa Ne8
um.M.I1. XaryHnesay

[Tporoxon Ne4 ot 31.08.2024 1.

!‘ /
&;’7/ Capmanaesa E.IO.

4

[NPUHATO
[TemarornaecKuM COBETOM
MAOY «IIxoma Ne8
mM. M.I1. XatyHuesa»
ITpoTtokos Ne4
or 31.08.2024 r.

HOJIO’)KEHUE

YTBEPXJIAIO

Hupexrop
MAOY «Illxoa Ne8

num.M.I1. XaryHmneBay
_Hpuxas Nel41 or 31.08.2024 r

~7 3 B.TamussoBa

O 3amuTe NEPCOHAJBHBIX JAHHBIX PA0OOTHHKOB B
MyHHIHNIAJbHOM aBTOHOMHOM 0011eo0pa3oBaTebHOM yupe:xaennn «llIkona
Ne8 um.ALII. XaTyHueBa»

r.Voa - 2024



1. OO0mue nonokeHUst

Hacrosimee ITosoxenue paspaboTaHO B €OOTBETCTBHH CO CT. 24 Koncrurymuu PO or
12.12.1993r. (c m3mMeHeHusIMU U ToTOTHEHHSAMHE), | pasknanckuM kKozekcom P® or 26.01.1996r.
Ne 14-@3 (¢ m3amenenusmu u jronoinHeHusMu), Tpynosemv Kogexcom ot 30.122001r. Ne 197-D3,
benepanpapMu 3akoHamMu oT 27.072006r. Ne 149-®03 «O6 undopmanmu, HHPOPMAIHOHHBIX
TEXHOJIOTHAX ¥ 0 3anTe nHpopmanum», ot 27.072006r. Ne 152-D3 «O nepcoHaIBHBIX TAHHBIX Y.

Hacrosimee Ilonoxenne pacrpocTpaHseTcst Ha BCEX COTPYIHUKOB, U BCe PabOTHUKH
JOJDKHBL OBITH O3HAKOMIICHEI ¢ 9TUM 110J10)KEHIEeM O] POCIIHCE.

L.1. IlepconanbHble nanuble paboTHHKA - uH(OpManus, HeobXo1uMas PaboToIATEN IO
B CBA3H C YCTAHOBJICHUECM TPY/IOBBIX OTHOIIEHHH M KACAIOIIASCH KOHKPETHOrO paboTHmKa. OHH
BKJIIOYAIOT B CeO:

- (pammns, uMst, 0TYECTBO;

-TOJL, MCCIIL, JIaTa © MECTO POXKIECHHUS;

- aJIpeC IIPOXKUBAHU, JIOMAIITHAH Teje(oH;

- CEMEMHOE, COUAIIBHOE TTOJI0KEHHUE;

- oOpazoBanue, mpodeccus;

- IOXOJIBI;

- TPYIOBOM ¥ OOIIHI CcTak;

- IACIIOPTHBIC JIAHHEIE;

- BOMHCKUH y9eT;

- 3aHUMaeMast JI0JDKHOCTE;

- HAJIMYYeE CYJIMMOCTEH;

- MECTO PabOTHI UK Y4EOh! WICHOB CEMBH U POJICTBEHHUKOB,

- COZICPIKaHKE TPYJOBOTO JIOrOBOPA;

- IIO/UTMHHUKHY U KOIIUK IIPUKA30B 110 JIMYHOMY COCTABY;

- JIMIHBIC JIeJIa ¥ TPYIOBbIe KHIKKH COTPY/IHHKOB,

- OCHOBAHUS K IIPUKA3aM II0 JTJUIHOMY COCTABY;

- /IC1a, COJICPIKAINC MaTCPUAIIbI 110 IIOBBILICHUIO KBAIH(HUKAI[HH ¥ [IEPEHOIOTOBKE HX
aTTeCTaIliH;

- KOIIMU OTYCTOB, HAIIPABILIEMbIC B OPIaHbl CTATUCTUKH.

12, OO6paboTKa IEPCOHANBHBIX JAHHBIX pabOTHHKA OCYHIECTBISETCS B IEJAX
obecrieyenus coOIIOICHHS 3aKOHOB H IPYTHX HOPMATUBHO-IIPABOBBIX AKTOB.

13. Paboronarens BIpase MpOBEpATH IEPCOHAIBHBIE TAHHEIC PabOTHHUKOB € IEJIBIO
opmupoBanus Ka[poBoro pesepsa.

14 Ilpu npueme Ha paGoTy, 3aKIHOYEHIE TPYLOBOIO JIOTOBODA, 3aII0THCHAN aHKETHBIX
JaHHBIX pabOTOJATENh HE MMEET HPaBo IONYYaTh U 0006IIATE UHOOPMAIIHMIO O PEIUTHO3HEIX,
IOJIATHICCKUX U JIPYIUX yOXKICHUAX paOOTHHKA.

1.5, Bce nepconaisnble lanubIe paboTHHKA paboTonaTeIIb IOIYYaET TOIBKO OT HEro
camoro.

1.6.  PaGoronmarens monyuaer u 00pabaThIBACT JAHHBIE O YACTHOW KHU3HK paboTHHKa
TOJIBKO € €r0 IUCbMEHHOI'O COIJIACHSI.

1.7. Paboromarens coobmaer pabOTHUKY LEH, NPEIIONI0KATEIIBHBIC UCTOYHHUKH,
CIIOCOOBI IIOJTYYECHHMS IEPCOHANBHBIX TAHHBIX, XapakTep IEePCOHAIBHBIX JIAHHBIX M [IOCIIEICTBUS
0TKa3a pabOTHHUKA /IATH IUCbMEHHOE COIJIACHE HA UX IIOJIy9CHHE.

18.  Tlomywars IepcoHaNbHBIE MaHHEIC PaGOTHUKOB HA OCHOBAHHH 3aKOHA MOTYT:
HaJIOroBele opraubl, I lencuonnsrnit poun P, o conmansHOro crpaxoBanusd PO, Oenepansnas
MHCIICKIHUA TpyJa. VIcrmoim3oBanue IepcoHaNbHBIX JIAHHBIX PAOOTHUKA JIOIIyCTUMO TOJIBKO B
COOTBETCTBUM C ICILSIMH, ONPEICIMBIINMA MX IOIydeHre. [lepenada IMepCOHATBHBIX JAHHBIX
paboTHHKA BO3MOXKHA TOJNBKO C COIIACHS pabOTHUKA, €CIH HHOE He IIPEeLyCMOTPEHO
3aKOHO/IaTeIECTBOM.




19. PaGoromarenr mMmeeT 1IpaBO  COOWpaTh  IEPCOHAIBHYIO  HH(OPMAIUIO,
COACPIKALTYIOCS B IOKYMEHTAX, IIPEAOCTaBICHHBIX paOOTHIHKOM IIPH IIPHEME Ha paboTy.

1.10. Jlammoe IlonoxeHwe mpegoTBpaIlaeT HECAHKIHMOHHPOBAHHBIH JOCTYI K
nH(OPMAIIUH, €€ TIPOTUBOIPABHOE KOTMPOBAHUE, HCKAKEHHE, MCIIOIH30BAHHE [IPEIHAMEPEHHOTO
pacrpocTpaHeHHs HeJJOCTOBEPHON uH(OPMAIIH, UCIIOJIE30BAaHHE HH(POPMAIIUU B IIPECTYITHEIX U
KOPBICTHBIX I[EJISIX. 3 :

1.11. TlepcoHagpHBle [aHHBIE OTHOCSTCS K  KaTeropu  KOH(MHICHIMATBHOH
pHpopManuy. PexuM KOHOGHUICHIMAIPHOCTH IEPCOHAIBHBIX JaHHBIX CHHUMACTCA B CIyYasx
003 THIMBAHUS UIIH 110 UCTEYEHUH 75 JIET CpoKa XpaHEHU s, €CJIM HHOE HE OIPEACICHO 3aKOHOM.

2. Ilopsitox XpaHeHus, HCIIO0JIb30BAHUS U NIEPeIAYH IePCOHATBLHAIX TAHHIX
paboTHHKA

XpaHeHue nepCoHATBHBIX JAHHBIX JOJDKHO MCKIIOYATh HX YTPAaTy MM HX HEIPABHIILHOE
UCIOJIB30BAHIE.

2.1.  Xpanenue, BbIa49a TPYIOBBIX KHIKCK (JIyOIHMKAThI TPYMOBBIX KHIKEK); XpaHEHHE
JIMYHBIX JIEJT paOOTHUKOB ¥ MHBIX JOKYMEHTOB, OTPAKAIOIIMX [IEPCOHANLHbIE JaHHbIE paOOTHHKA,
BO3JIAraroTCsl Ha PYKOBOJUTENS, CEKpeTapsl (CIMCOK JIUI YTBEPIKIACTCS IPUKA30M 10 IIKOJIE).

22. llepconanpHple JaHHBIC PAaOOTHUKOB BMECTE C HEOOXOMUMBIMH JOKyMEHTAMHU >
ocraroTcst y paboTojaress WM JIMIA, OTBETCTBEHHOIO 3a OGOPMIICHUE IIpHEMAa U XPAHEHHUS
JIMYHBIX JICT COTPYIHUKOB. [IopsI0K XpaHeH s TPYAOBBIX KHIDKEK YCTAaHOBIICH MHCTPYKIMEH 110
3aII0JIHEHUIO TPYIOBBIX KHIKEK.

23. Paborojparens oOecIeYHBAET XpaHEHHE IIEPBUYHBIX IOKYMEHTOB, CBA3aHHBIX C
00paboTKOH MOKyMEHTAIlMH IO y4eTy Tpy/Jd, KaJpOoB M OIUIaThl TpyJda B OpraHM3alud. B
OyXrajarepuu Xpansrcs JOKYMEHTHI II0 YYeTy HCIIOIb30BaHus pab0odero BpeMeHH B PacdeToB ¢
LIEPCOHAIIOM 110 OIUIATE TPY/Ia.

24. Ilpum 1uepenade IEpCOHATBHBIX J@HHBIX pabOTHHKA paboToNaTeNlh JOJDKEH
COOJIIOATh CIIe/IYIONIUE TPEOOBAHMS:

24.1. me coo0maTk IEpCOHANBHBIC JaHHbIC pPabOTHHKA TpPETLEH CTOpOHE 0€3
IIICbMEHHOI'O COIJIacUsl pabOTHUKA, 33 UCKIIOYCHHUEM CJIyYaeB, KOI(a 9TO HEOOXOMAUMO B IIEJISX
IPEAYIPEIKICHUSI YTPO3EI KU3HU U 340POBBIO paOOTHHKA, & TAKKE B CIyYasx, YCTAaHOBIEHHBIX
(esrepaIbHBIM 3aKOHOM;

2.4.2. me coolmaTh IepcoHaTbHBIC TaHHbIE PA0OTHHKA B KOMMEDPYECKUX IIEJIIX O3 ero
IIUCBMEHHOTO COTJIACHSI.

2.4.3. npejynpenuTh JIUI, TOIyYaoNuX IIEPCOHATBHBIE TaHHbIE PAOOTHHKA, O TOM, YTO
9T JIAaHHBIE MOI'YT OBITh MCIIOJB30BAHBI JIMIIb B IEJSIX, JUIL KOTOPHIX OHH COOOIIEHBI, U
TpebOBaTh OT STUX JIUI] HOATBEPIKACHHS TOTO, 4TO 9TO IPABMWIIO coOoneHo. JIua, moayyaromue
IEpPCOHANBHBIC  JIaHHBIE  pabOTHMKA,  00f3aHBl  COONIOHATH  PEXHUM  CEKPETHOCTH
(xoH(UICHIHAILIOCTH). JJaHHOE IIOJI0KEHHE HE PaCIPOCTPAHSIETCS Ha OOMEH HepCOHATBHBIME
J@aHHBIMU PaOOTHUKOB B IIOPSIKE, YCTAHOBICHHOM (hejIepalbHbIMU 3aKOHAMHY;

2.4.4. paspemarh JOCTYI K IEPCOHAILHBIM JIAIHBIM PaOOTHHKOB TOJIBKO CIICIHATIBLHO
YIIOJTHOMOYCHHBIM JIMIIAM, IIPU 3TOM yKa3aHHbIE JIUIA JIOJDKHBI IMETh ITPABO 110JIyYaTh TOJILKO TE
[CPCOHAILHBIE JIaHHbIe pPabOTHHUKA, KOTOPHIE HEOOXOIMMBI JUIS BBIIOJIHEHHS KOHKPETHBIX
byHKITHI;

24.5. 1epejasarh NEPCOHAIBHBIC JaHHBIC PAOOTHHKA IIPEICTABATENSIM PaOOTHUKOB B
nopsiike, ycranosicanoM TK P®, u orpammuuBare 3Ty WHOOPMAIMIO TOJILKO TEMH
IICPCOHAIBHBIMY JIAHHBIME PaOOTHHKA, KOTOPBIC HEOOXOIMMBI JIJIsl BHITOIHCHUS yKa3aHHLIMU
[IPE/ICTABUTEIISIMU UX QYHKIIUH.

3. O0s3anHO0CTH PAGOTOAATEIIS 10 XPAHEHHIO U 3A(UTE MePCOHAJIBHBIX JAHHBIX

paboTHHKA

3.1. Paborojarens oOecIeYMBACT 3AINUTY I[IEPCOHANBHBIX JAHHLIX PabOTHHKA OT



HEIPaBOMEPHOI'0 MX MCIIOJIB30BAHUS MIIM YTPAThl 3a CUCT COOCTBEHHBIX CPEICTB B IIOPSJIKE,
YCT@HOBJIEHHOM (peJiepajIbHBIM 3aKOHOM. ‘

32. Paborojarenh 3HAKOMHUT paOOTHHKA IIOJ POCHUCH CO BCEMH BHYTPEHHUMHU
JIOKYMEHTaMH{, KacaroIlUMHCsS IIOps/iKka O0O0paOOTKH, IIepe/layd IEPCOHAIBHBIX JIaHHBIX
pabOTHHKOB, O IpaBax U 00A3aHHOCTAX B 9TOH 0OIACTH.

33. PaGorozarens o6ecIeunBaeT JOCTYI K IEPCOHAIBHEIM JTaHHBIM PaOOTHHKA TOJIBKO
YIIOJTHOMOYECHHBIM JIMIIAM.

34. Pykosomurens 3akpemsier B llpukase 10 YUPSKJICHUIO —PACIpPENCTICHAC
obsi3aHHOCTEN 110 00pabOTKE NEPCOHAIBHBIX JAHHBIX.

3.5. 3Bampemaercs 00paboTka HHGOPMALMHA B IIPUCYTCTBUU MHBIX JIUI], KPOME UMEIOLIUX
IpaBo JOCTyla K IIEPCOHAILHLIM JaHHBIM paOOTHUKA. PyKOBOAMTENh XPaHAT JOKYMEHTHI
(TpynoBbIe KHIKKH B celide); pekoMeHTyeTes Ipu 06paboTKe JaHHbIX ¢ IOMOIIBIO KOMITLIOTEPa
3aKpBIBATH I1apoJIeM (aiIIbl, IMEIOIIHE IEPCOHATBHBIE JJaHHBIE.

4. IlpaBa paGoTHHKOB Ha 3aLIUTY NEPCOHAIBLHBIX JAHHBIX

4.1. Corsacno  ¢r1.89 TK PO paboTHuKN UMEIOT 1IPaBO Ha:

4.1.1. Mommyro mHpOpPMAIHIO 00 UX IEPCOHATBHBIX JJAHHLIX ¥ 00paboTKe STHX JAHHBIX;

4.1.2.Cpo0Go 1BI# GeCIUIaTHBIA TOCTYI K CBOMM IIEPCOHAIBHBIM JaHHbIM, BKIIOYAs IPABO
Ha IIOJy9EeHHWE KONWH JIOOO0H 3alMCH, ColepXKalled IIepCOHANBHBIC JaHHble pabOTHUKA, 3a
HCKJIFOYEHUEM CIIyYaeB, IIPEIyCMOTPEHHBIX (eIepaIbHBIM 3aKOHOM;

4.1.3. OupejienieHre CBOUX IPECTABUTENEH SIS 3alUThI CBOMX [IEPCOHATBHBIX JAHHEIX;

4.1.4. locTyIl K OTHOCSIIAMCS K HUM MEIUIIHCKAM JaHHBIM ¢ IIOMOIIBIO MEIMIMHCKOTO
CIIELMAINCTA IO UX BBIOOPY;

4.1.5.TpeGoBarue 00 WCKIIOYCHHH MM MCIPABICHHM HEBEPHBIX WM HEIONHBIX
NCPCOHANIBHBIX JIAHHBIX, a TaKXKe JaHHBIX, 00paboTaHHBIX ¢ HapymeHueM TpeboBanuit TK PO.
Ilpn orkaze paboronaTess UCKIIOYUATH WM MCIPABHUTH IIEPCOHAIBHBIC JAHHbIE paOOTHHKA OH
UMECT IIPaBO 3asBUTh B INHMCBMEHHOH Qopme paboTomarero O CBOEM HECOrIacHd C
COOTBETCTBYIONMM OOOCHOBaHHEM TaKOro Hecorjacus. llepcoHaIbHLIE JaHHBIE OICHOYHOIO
XapaxkTepa padOTHUK MMEET LIPABO JOIOJIHHUTH 3asBICHHEM, BBIPAKAIOIUM €r0 COOCTBEHHYIO
TOYKY 3PCHUS,

4.1.6. Tpebosanue 00 U3BeIICHUHM pabOTOJATE]IEM BCEX JIMI[, KOTOPHIM paHHee OBLIA
COOOINEHBI HEBEPHBIE WM HEIOJNHBIC IEPCOHANBHLIE JaHHbIE paboTHHKA, 000 BCeX
IPOU3BCJCHHBIX B HUX MCKIIIOUEHUSX, UCIIPABICHUSX WU JIOTIOTHCHHUSIX;

4.1.7. PabOTHHUKH JIOJDKHBI OBITH 03HAKOMIICHBI T10]T POCIIUACH ¢ HACTOSAIUM [lomoxenuem.
C oToM LENbI0 B YUPEKIACHAN OpraHusyercsi U Bejercs JKypHai o3HakoMienus pabOTHHKOB €
HacrosmuM Ilonosxxenuem.

4.1.8. O0xaoBaHre B CyA JIOOBIX HEIPABOMEPHBIX JEHCTBUN wim Oe3neicTBHs
paborojarenst Ipu 00paboTKe U 3aIUTE ero MEePCOHATBHBIX JAHHBIX.

5.0TBeTCTBEHHOCTH PAGOTOXATEIISI M JIUILI, OCYLIECTBISIIOIUX PaboTy ¢
HEPCOHAJIBbHBIMHA JAHHBIMHA

5.1. Paboruuk o0sg3aH:

- 3HaTh Ilepeyens cBeeHuH KOHPUICHIIMATIBHOTO XapaKTepa B I’UIMHA31MH;

-XpaHUTHh B TaiHe H3BECTHBIC €My KOH(MUICHIMAILHBIC CBEICHUS, WHOOPMUPOBATDH
PyKOBOIUTEISA O (haKTaxX HapyIICHUS IOPsIKa 00panICHUs ¢ KOHPUACHIMAILHLIMA CBEACHUSIMH,
O CTaBIIUX €MY M3BCCTHBIM IIOIIBITKAX HECAHKIIMOHUPOBAHHOTO JIOCTYIIA K HH(DOPMAIIUY;

- coOyojiarh IIpaBHiIa IIOJB30BAHUSI JIOKYMCHTAMH, IOPSJIOK WX yYeTa M XpaHeHus,

obecrieynBaTh B IIporecce paboThl COXPAHHOCTH HH(MOPMAIUH, COJEpKameHdcs B HHUX OT
IIOCTOPOHHUX JIUI[;, -3HAKOMHUTBCS TOJIBKO C TEMH CIIy')KEOHBIMH JOKYMEHTaMH, K KOTOPBIM
IIOJIyYeH JOCTYIl B CHILY MCIIOJIHEHUS CBOMX CIIY)KCOHBIX 00S3aHHOCTEH.

5.2 Jlunma, BHHOBHBIE B HApYIICHUM HOPM, PETYIUPYIOMMX IOJIyYeHue, o0paboTKy H



3alIUTY IEPCOHATBHBIX ITAHHBIX PAOOTHHKA, HECYT IMCHUIUIMHAPHYIO, aJIMUHUCTPATHBHYIO,
IPaKIaHCKO-IIPABOBYIO MJIM YTOJIOBHYIO OTBETCTBCHHOCTH B COOTBETCTBHHU C (elepanbHLIMU
3aKOHaMH.

5.3.K CcOTpyIHHKY, OTBETCTBEHHOMY 3a  XpaHeHHe IIEPCOHAIBHOM HHbOPMAIMH
pa6OTHI/IKOB, pa60T011aTenb BIIpaBe IIPUMEHHUTH OJHO H3 JHUCIHIUIMHAPHBIX B3LICKAHUMH,
npeaycmotpernbx cr. 192 TK PO, a uMEHHO: 3aMC4aHue, BBINOBOD, ysosisHeHHe. K
JMCIHILTAHAPHOM OTBETCTBEHHOCTH IIPUBJIEKAIOTCS TOIHKO T€ PAOOTHHKHM, KOTOPBIC IO yCIOBUAM
CBOHIX TPY/IOBEIX JIOTOBOPOB 00S3aHbI COOMOIATH IpaBuiia paboThI ¢ HEPCOHANLHBIMU JIAHHBIMH.

5.4.Pa6oTojares BIIPaBE PACTOPTHYTH TPYAOBOM JIOTOBOP II0 CBOCH WHHIMATHBE IPU
pasIyalieHuy OXPaHsSeMON 3aKOHOM TafHbI, CTAaBIICH W3BECTHOM PAa0OTHUKY B CBA3M C
UCIIOJIHEHUEM UM TPYJOBBIX 00513aHHOCTEH.
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