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IHOJOKEHHE

00 06pabtoTKe NePCOHALHBIX JAAHBIX PaboTHHKOB

1. Obmue noJioxeHHs
1.1 Hacroswee TTonokenune «O6 o6paGoTke MepCOHANTBHBIX JaHHBIX paGOTHUKOBY MYHHLMNATEROTO GI0IKETHOTO
AOMIKOIBHOTO 0fpa3oBaTensHoro yupekaeHns «ametickuit nerckuii can «POJHUYOK»» 2 kateropuu (aance
TosoxeHHe) pa3paGoTaHO B COOTBETCTBHM ¢ 3akoHoM ot 27 miond 2006 ropa Ne 152-03 « O nepcoHanbHbIX NaHHBIXY,
noctaHoeneHreM [IpasBurenscrea P® ot 15 centabpa 2008r.Ne 687 « O6 yTeepxaeHHH NOT0KeHHA 06 ocobeHHOCTIX
00paboTKH MepcoHANbHBIX J3HHBIX, OCYINECTRAseMOH 63 NCMONB30BAHH] CPEACTR aBTOMATH3ALMHAY» H NOJIMTHKOH B
OTHOLWEHHH OGPabOTKM NEPCOHANBHLIX JAHHBIX ¢ Y4eToM TpeGoBaHuii 3akoHa o 29 gekalps 2012r. Ne 273- @3 « 06
obpazoBaHHH B Poccuiickoit denepaunmny»
1.2. Lieasto [ToaoseHHR ABIACTCA 3alllATa NEPCOHATBHBIX JAHHBIX OT HEMPAaBOMEPHOIO MIIH Cy4aHOrO AOCTYNA K HUM,
VHHUTOXEHHA, H3MEHEHHS, OJIOKHPOBaHHA, KOMHPOBAHHUA, NPEROCTARICHHS, PACIPOCTPAHEHHA NEPCOHATIBHBIX JAaHHEIX, a
Takoke OT HHBIX HeMPaBOMEPHBIX AeHCTBHHA B OTHOIICHHU MEPCOHAIBHBIX JaHHEBIX,
1.3. Hacroamee Ilono:xeHue onpenendeT Nopsaok paboThl ¢ MEPCOHANBHBIMH AAHHBIMH COHCKATE/ICH Ha BAKAHTHEIE
AOIKHOCTH, paGOTHHKOB, B TOM YHCITe OBIBIIMX, HX POACTBEHHHKOB H FAPAHTHH KOHQUASHUMANBHOCTH CBEACHHH,
TPeAOCTABNEHHBIX aAMHHHCTpaLHH MyHHIHIANEHOTO SI0KETHOTO JOLIKOIBHOTO 00pa3oBaTebHOTC YUPEKIEHHA
«lawetickuii aerckuit cag «POTHUHOK» 2 xateropun»{( aanee — o6pazopaTeNkHas Opradu3aliis ) COMCKATEAMH H
paboTHHKAMH.

2.IlepeyeHb NepcoHANBHLIX JAHHBIX
2.1, CocTaB NepcoHaNbHBIX JAHHBIX COUCKATENEH HA BAKAHTHBIE JOJDKHOCTH.
2.1.1. daMunui, UM, OTYECTBO,
2.1.2. Jlata 1 MECTO pOKICHHA,
2.1.3. Undopmauus o6 oOpasoBaHUH, KBATH(PHUKALHH, HAUTHYIHA CICUHANBHSIX 3HAHWH, CIELHANBHOH
TIOATOTOBKH;
2.1.4. MaTepHanbl TeCTHpOBaHHA, cobeceNoBaHHUA;
2.2. [lepcoHanbHRE DaHHBIE COUCKATENEi Ha BAKAHTHEIE JODKHOCTH COAEPKATCA B JOKYMEHTAX, KOTOPhIC
IPeJOCTABHIIH COMCKATEIH.
2.3, Coctas nepcoHaNbHBIX JAHHBIX pabOTHHKOB!
2.3.1.PaMuTHA, UMs, OTUECTBO ( IIPH HAJTHIHH),
2.3.2. JlaHHBle JOKYMEHTA, YIOCTOBEPAIOIIEro JTHIHOCTE,



2.3.3. Cpenennst m uHGOpMaIMs. cofepikalumecs B aHKeTe, aBTOGHOrpadHH, THYHOM
THCTKE T10 YUETY KajapoB, KOTOpEIE 3aMoIHseT paboTHUK Np# NpueMe Ha paboTy.

2.3.4. Undopmalius 0 HATHYHH CTIEURATBHBIX 3HAHKH, CIeNHANBHOM TOATOTOBKH.

2.3.5. JlaHHbIE NIOKYMEHTOBR:

— YAOCTOBEPSIOLIMX IAUHOCTE PabOTHHKA:

— 06 06pa3oRAHHH W (UIH) KBATHGUKALINY;

— BOMHCKOTO Yy4eTa,

— 06 0033aTe1bHOM NEHCHOHHOM CTpaxOBaHUHU;

— o mpuceoeHun HHH;

—~ CBUACTEJILCTB O 3aK/II0YEHNH Opaxa, posxicHUN AeTeH, O CMEPTH,

— MEJIHIIKHCKHMX 3AK/II0YEHMH O COCTOSHHH 3J0POBBA. MEIHMUIMHCKHUX CIOpPaBOK O
NPOXOKIEHHH MEAUIIHHCKHX OCMOTPOB;

— cIpaBok 00 OTCYTCTRHH CYOMMOCTH.

2.4. [lepcoHanbHble JaHHBIE PabOTHHKOR CONEPKATCA B MX NUYHBIX AENTaX B BHAE KOITHIH
OOKYMEHTOB, KapToTekaX H 6a3ax JaHHBIX HHOPMAIlMOHHEIX CHCTEM.

2.5. CocTaB nepcoHaNbHEBIX JAHHBIX POACTBEHHHKOB PaGOTHHKOB:

2.5.1. Ceepenuss ¥ uHpopMauMd, npelocTaBneHHsle paCOTHHKOM B aHKETe.
asTOOHOrpathuu. IHYHOM JTHCTKE N0 YUeTY KJAPOB. TUUHOR KapTouKe.

2.6. [lepconanbHble aHHBIE POACTBEHHHKOB pabOTHHKOB COLEPIKATCA B STHYHBIX ACHAX

pabOTHHKOB B BHJE JOKYMEHTOBR H MX KOMUi. kKaproTekax M 0a3ax JaHHBIX HHGOPMALMOHHEIX
CHCTEM.

3. Coop H XpaHeHRHe NEPCOHANBHBIX JAHHBIX

3.1. O6paboTka mepCOHANBHBIX JaHHBIX  COMCKATENeH MOXKET  OCYLIECTBIIATHCH
HCKJIFOYMTENBHO B LEMSIX ONlpeJeNeHH BOZMOKHOCTH TPYAOYCTPOHCTBA.

3.2. ObpaboTka NEpPCOHANBBBIX  HaHHBIX palOTHHKOB  MOXET  OCYLIECTBIIATHCH
HCKTIOYMTENBHO B Leidx  obecneveHHs cobmofeHus 3akoHojdaTenbcTBa  Poccuiickoii
Qenepaliud, coleHcTBHA pabOTHHKAM B TPYJAOYCTpOMCTBE. MOnyueHUH oOpazoBaHus U
TIPOABHXKEHUH Mo cayxkbe, obecriedeHns nHYHOH 0e€30MacHOCTH pabOTHUKOB. KOHTPOIA
KOJIMYECTBA M K&4ECTBa BBINOHAeMOH paboTEl U o0ecneueHHs COXPaHHOCTH UMYLIECTBA,

3.3. O6bpaboTka mepcoHATBHBLIX  OaHHBIX  POACTBEHHHKOB  pabOTHHKOB — MOXET
OCYIIECTBAATLCS HCKMIOUHTENBHO B uenax ofecreueHus coOMOAeHUs 3aKOHOJATENLCTBA
Poccuiickoi ®enepanuu. peanusaiuu npaB paGOTHMKOB Ha OXpaHy Tpyda M MHBIX MpaB.
NpeayCMOTPEHHBIX TPYIOBBIM 3aKOHOJATENLCTBOM M WHBIMH aKTaMH. COACPAILIAMH HOPMEI
TPYAOBOTO Mpaga.

3.4. CHop naHHBEIX COHCKATeNel ocyIecTBIsAEeTes AOKHOCTHRIM THIIOM 06pa3oBaTenbHO#A
OpraHH3alliK, KOTOPOMY MNOpy4eH noabop KaApoB, B pe3yNbTaTe MOUCKa OOILEAOCTYNHBIX
NaHHBIX B ceTH MurepHer.

3.5. C6op JaHHBIX pabOTHHKOB OCYILECTBAACTCA 3aBEAYIONIMM ¥ caMoro paboTHHKA. Eciu
[epCOHaNbHbIC JaHHBE paboTHHKA BO3MOXHO TNONYYHTh TONBKO Y TpEeThe CTOPOHBI, TO
paboTHHK JomxkeH OBITL yBegoMneH o0 95TOM 3apaHee M OT HEro IOJDKHO OBITh MOJYYEHO
MMHCEMEHHOE COTIaCHE Ha MOJIYHEHUE 3THX JaHHEBIX,

3.6. COop naHHBIX pOACTBEHHHKOB palOTHHMKA OCYHIECTBASETCS 3aBeIYIOLIHM N2
IDOKYMEHTOB JIHYHOIO JEMa. KOTOPLIE PENOCTABHII PabOTHUK.

3.7. Cbop u 0bpaboTka nepcoHaNbHBIX JaHHBIX PAGOTHHKA W COMCKATEIS, OTHOCAINXCS K
CNElHATbHOH KaTeropuH (NepcOoHabHBbIE JaHHBIE, Kacalolhecs PacOBOil., HAIIMOHAIBHOH
NPHHAIIEKHOCTH, TOJIUTHYECKNUX B3IJIAA0B. PEIUTHO3HBIX HIH $uiocodeknx yOeKICHUH,
COCTOSIHHA 3J0pPOBbsl. HHTUMHOH JKH3HH), BO3MOKHB! TOMIBKO B CBA3M C LeAsIMU o6paboTkH H ¢
cornacus paboTHHKa M50 eciu:

— NEPCOHANBHBIE AaHHBIE COSAHbI OOMEXOCTYIIHBIMH CYOBEKTOM NMEPCOHAIBHBIX AAHHBIX,



—0bpaboTka  TNepcOHANBHbLIX  JAHHBEIX  OCYHIECTBIAETCS B COO1BETCTBHH ¢
3aKOHOJATENECTBOM O TOCYIaPCTBEHHON CONHAIBHON TIOMOLIH, TPYAOBLIM 3aKOHOIATENbCTBOM,
IICHCHOHHEIM 3aKOHOAATeNsCTBOM Poccuiickol (Peaepauny;

— 0bpaboTKka NEepcOHaNbHBIX JAaHHBIX HeoOXoauMma s 3alUUTh] JKH3HH. 3I0pOBbA MM
MHBIX KH3HEHHO BAJKHBIX MHTEPECOB CYOBEKTAa NEPCOHAILHBIX JAHHBIX JIHOO XKU3HHU, 310pOBbA
MIA WHBIX JKM3HEHHO BaXKHBIX HMHTEPECOB APYIMX [HU M [OJIYYeHHE CorflacHs cyOnekTa
NEPCOHANIBHBIX JaHHBIX HEBO3MOKHO;

— 0bpaboTKka  nNepcOHANbHBLIX  JAHHBIX  OCYIUECTBIACTCA B COOTBETICTBMH  C
3aKkononaareliLcTsom Poceniickoii denepanuu 06 obopoHe. 0 6€30TaCHOCTH. 0 POTHBOUEHCTBHUH
TEPPOPU3MY. O TPAHCIOPTHOI He3onacHoCcTH, 0 MPOTUBOASHCTBUH KOPPYNHHKH, 00 onepaTHBHO-
Pa3LICKHON JEATEILHOCTH., 00 MCMOJHHUTENBHOM MOPOM3BOJICTBE, YTOJOBHO-HCIQIHHTEILHBIM
3aKoHoAaTeILCTBOM Poccuiickoii Meaepauun.

3.8. CHop 1 06paboTka NepCOHATLHBIX JaHHBIX POACTREHHUKA PAOOTHHKA. OTHOCALIUXCA K
CIICIIMATBHON KATeropu (NepcoHaibHbie JaHHBIe, KACAIOUIMECH pPAaCOBOM, HAHOHAILHOH
NPHHAUIEKHOCTH, MOJMTHYECKHX B3ITTAMOB, PEHTAO3HBIX WK (GUI0COPCKUX yOEKIEHUH,
COCTOSTHUS 3/I0POBbA. HHTUMHOM KH3HH ), HE AONYCKaIOTCH.

3.9. Coop u obOpaboTka nepCcOHANBHBIX AAHHBIX DPAbOTHHKA M €ro POACTBEHHHKCB.
COMCKATelld Ha BAaKAHTHYIO AOKHOCTb O WIEHCTBE B ODINECTBEHHBIX O0BEeAMHEHHAX HIA
npogcolo3B0R NEATETHHOCTH HE JOMYCKAIOTCH. 3@ HCKAOUCHHMEM CIYYaeB. NPERYCMOTPEHHbBIX
benepatbHEIMHU 3aKOHAMH.

3.10. luunbie fena. TPYZOBBIE M MEOMUMHCKHAE KHFMKKH paOOTHUKOB XpaHAICH B
OymanHOM BuAE B rankax B ceiide B kaOuHeTe 3aBeyIONIeTo, 0OecneunBalOWErQ 3alIUTy OT
HecallKIIMOHHPOBAHHOIO AOCTYNA.

3.11. JlokyMeHTBl, cofepxkaiide mHepcoHHdHUMpoBaHHYI0 WHpopManuo paboTHHKA,
KpOMe YKazaHHbix B OyHKTe 3.10. XpaHaTcs B OyMaXXHOM BHJAE B KaOHHETE 3aBENYIOLLEIOC H B
3/IEKTPOHHOM BHJle B MHPOPMaIMOHHBIX cucTeMax: 9518.maam.ru

3.12. JIoKyMEHTEI COMCKATENA. KOTOPBIH He GBI TPYAOYCTPOCH, YHHUTOXAIOTCH B TCUEHHE
Tpex JHEeH ¢ MOMEHTA MPUHATHA PellieHus 00 0TKase B TPYAOYCTPOHCTBE.

3.13. JIoKyMEHTBL, cOJiepXkalllie MepcoHalbHbiE JaHHble DPabOTHUKOB. B TOM YHCIIE
OBIBHIMX. W POJCTBEHHUKOB PabOTHHKOB, MOJJIEKAT XPAHEHHIO W YHMUTOWEHHIO B CDOKH K B
nopsiiKe, TpeAYCMOTpPEHHblE HOMEHIKIIATypoit A€l KW  apXMBHbIM  3aKOHOJATENhCTBOM
Poccuiicko#l ®enepaniun.

4. JocTyn K NepcoHaIbHBIM AAHHBIM

4.1. locTyn K NepCOHANBHBIM JAHHBIM COMCKATENA HMEIOT:

-3aBEAYIOLIHN- B IOJHOM O0beMeE.

4.2. JIocTyn K NMepcoHanbHBIM JaHHKIM pabOTHHKA. B TOM HHCIIE OBIBIIErQ, UMEIOT:

-3aBeIYIOINMH- B TIOTHOM 00BeMe.

4.3, JlocTyn X IepcOHANBHBIM JAHHBIM POOCTBEHHUKOB paboTHHKA. B TOM YHCIE §pIRLIETO,
HMECHOT:

-3aBeYIOILHH- B TOTHOM o0LEME.

4.4, Tlepeuens nuIl. JOMYIHEHHLIX K 00paboTke coMcKaTeNlel u pabOTHUKOB, olipeenseTcs
NIPUKA30M PYKOBOOUTENA 00pazoBaTenbHON OpraHU3ailui.

5. [lepenaua mepcoHAILHBIX JAHHLIX
5.1. PaBoTHuxku o0OpazoBaTenbHOR OpraHd3allud. MMEKOUME JOCTYN K [ePCOHATbHBIM
JAHHBIM COMCKAaTelled Ha BakaHTHBIE JO/DKHOCTH., PaGOTHHKOB, B TOM YHCNE OBIBHIMX,
POACTBEHHUKOB pabOTHWKOB, MpH Iepejade THX JaHHBIX AOMKHBL COOMIONATE CieylollHe
TpeboBaHuy:
5.1.1. He mepenaBaTh M He paclpoCTpaHSTh HEPCOHANBHLIC AAHHBIE 0e3 TMHUCHEMEHHOro
cornacus cyOBeKTa NEPCOHATLHBIX J@HHBIX, 33 UCKIIOUeHHEM CIIYUacR, KoTaa 3To Heo0X0IUMO:



— IUIA TIPEAYNPE)KACHHNA YIPo3bl KH3HH M 30POBBIO CYOBEKTa NEPCOHANBHBIX JaHHbIX.
€CJIH NONYYHTh TAKOE COMIACHE HEBO3MOKHO;

— CTATHCTHYECKHX UK HCCNENOBATENECKUX LieNei (pu 00€3TMUHBAHHN ),

—~ B CIY4aAx. HATIPAMYIO TIPEAYCMOTPEHHBIX QeIepabHbIME 3aKOHAMM.

5.1.2. bes cornacua cyObLEKTa NEPCOHAILHLIX JAHHBIX M¢pERaBaTh WHOOPMALHIO B
roCcy AapCTBEHHBIE U HETOCYAApCTBEHHBIE GYHKLIUOHANBHBIE CTPYKTYPbL. B TOM MHCIIE HANOIOBLIE
MHCNIEKUHH,  §OKABL  MERHLUMHCKOrO M COUHANBHOTO  CTPAXOBaHWA, MCHCHOHHLIA (ORI,
MPaBOOXPAHUTESIbHBIE OPraHbl, CTPAXOBBIE ArEHTCTBA, BOCHKOMATHl, MEIWUWHCKHE OPraHH3alluu,
KOHTPOSILHO-HAT20PHBIE OPTaHbl.

51.3.B  nensx obecneyeHHa MRPOPMAUHOHHOH  OTKPHITOCTH  O0OPaz0BATENLIOH
opraHuszaluK 6e3 cornacus pabOTHHKOB pasMeniarb Ha cBoeM odHUMATLHOM caiiTe B ceTu
Nurepher:

5.1.3.1. MlupopMauuo o  pyxorojuTene  o0pa3oBaTeNbHON  OpraHu3alldi.  €ro
3aMECTUTEIAX, PYKOBOOUTENAX Gunnanos obpa3oBaTeNbHON OpraHM3aLMH (PN UX HAJINYHK), B
TOM YHKCNIE:

— (haMHJIHIO, HM3, OTHECTBO (TIPH HANTNYHH);

— MOJIKHOCTB;

— KOHTaxTHbIe TenedoHbl;

— a/IpeC INEKTPOHHOMN MOYTHI.

5.1.3.2. UndopMaiiio 0 MNEPCOHANLHOM COCTABE MEJArOrHYECKHX padOTHUKOB ¢
yKa3aHMeMm yposHi obpa3osanys. KBaNH(pHKALUK U onbiTa paboThl, B TOM YMCHE:

— (hamunun, HMA, OTYECTRO (TIPH HAJTMYMH ),

— 3aHMMAEMas JOJKHOCTD {IOJDKHOCTH };

— IPENoAaBaeMbIE NAUCIUTIIHHEI;

— y4eHasd CTelleHb (P HATHYHH ),

— y4eHOe 3BaHue (Npy HalHIHH);

— HAaMMEHOBAHKHE HATPABRJICHMA MOATOTOBKH K (MIIH) CENNAILHOCTH,

— J3HHBIC O TOBBINIEHUW KBANHUPHKAUMH H (MITH) TPodecCHOHANBHON MEPEeHOAroTOBKE
(IpY HANKUMMU };

— ofmu# crax paboThi:

— crax paboThl MO CHeMHATLHOCTH.

5.1.4. [lepenaBathb nepcoHaNbHbIE JaHHbIC MpeACTABUTENAM PADOTHUKOB M COMCKATENEH B
nopsjke, ycraHoplieHnom TpyanoeemM koaexcom P®M. orpaHnyuBas >ty HHPOPMAIHIO TONBKO
TEMH TIEPCOHAIBHBIMH JIAHHBIMM, KOTOpEIE HEOOXOAMMBI NS  BLIOJHEHHS (YHKUAHA
NPEACTABHTENS, TOATBEPAICHHBIX JOKYMEHTANLHO.

5.2. llepenava mnepcoHANBHBIX JAHHBIX COMCKATENEH HA BakaHTHbIE JAOJDKHOCTH,
pabdOTHHKOB, B TOM YHCNE OBIBIIMX. U UX POACTBEHHMKOB PaBOTHHKOM OZHOIO CTPYKTYPHOIrO
noApasfieiedns paboTHHKY JPYTOro CTpYKTYPHOTO MOAPAZACICHUA OCYIMECTRASETC B NOpAIKe
M Ha YCNOBHAX, ONPEAENEHHBIX JIOKANbHbIM HOPMAaTHMBHBIM aKTOM 0OpazoBaTenbHOMH
OpraHH3aIHH.

Jluua. KOTOpBIE MOTY4aIOT NEPCOBANBHBIC JaHHBIE, JODKHBI OBITh MPey TPERACHEI O TOM,
YTO 3TH JIAHHBIC MOTYT OBITh UCMOJIL3OBAHBI JIMIIL B WENAX, [T KOTOPBIX OHH COOOIIEHDL.
Pykosoautens obpa3zoraTe/IbHOH OPraHu3aliii M YIONHOMOYEHHBIE UM JTUIa Bupase TpeGoBaTh
NOATEEPXICHHA UCTIONMHERYS 3TOTO NIPABUNa.

6. OTBETCTBEHHOCTh
6.1. Jluna. BHHOBHBIC B HApYIICHMH HOPM, pPerymdapylrolux oOpaboTky W 3aniuvy
NEPCOHANBHBIX HNaHHbIX COHCKaTeNneil Ha BAKAHTHBIE JOTKHOCTH,, pﬂﬁOTHHKOB, B TOM 4YHCIIE
ObIBIIMX, W WX POIACTBEHHHKOB, NPUBICKAIOTCA K AMCUMILIMHIAPHOH # MaTepuanbHOM
OTRETCTBEHHOCTH, a B CIyvasX. YCTAHOBJEHHBIX 3aKoHOAaTenhcTROM Poccuiickoit ®eaepanun. —
K IpaxIaHCKO-TpaBOBOM, AJIMHHUCTPATHBHONH W YIOJOBHOH OTBETCTBEHHOCTH B IOPSAKeE,
YCTAHOBIIEHHOM he/iepalbHBIMH 3aKOHAMH.



_—

6.2. MopansHblii  Bpea. TIDHYHMHEHHBIH COMCKATENAM Ha BAKAHTHHIE JAOQDKHOCTH.
paboTHHKaM. B TOM 4HCne OBIBIIMM. U HX POJCTBEHHHKAM BCIEACTBUE HAPYIICUMS MX [PAaB.
HApYueHua npaBui obpaboTKN NepcoHANbHEIX JaHHBIX, @ TAKKe HecoOmoaeHus TpeGoBanuil K
3@LIMTE [MEPCOHATbHBIX JAHHBIX, TOANEKHUT BO3MEIUCHHIO B [OPANKE M Ha YCIOBHSX.
NpeayCMOTPEHHbIX 3akoHoAarenseTBOM Poccuitckoit Denepaunn. Bo3mMelieHne MOpanbHOTO
Bpe/ia OCYHISCTBIAETCA HE3aBHCHMO OT BOBMEIEHUS WMYIUECTBEHHOIO BPEAa U MOHECEHHLIX
CyDBLEKTOM TIEpCOHANBHBIX JAHHBIX YOBITKOB.
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