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[Tpencenarens Npog)cOO3HOrO KOMUTETA 3apenyrowuit MKIOY-aeqckuii can
/L2 /« Terman E.B. «30JI0TOH KJIFOUMK) Cepuyk M.b
npotokon Ne. ot 07.02.2025r. npukazNe. 1-o00T 07.02.2025r.

IMonoxkenue :
0 3aIHUTe MEPCOHATBHBIX TAaHHBLIX pPA0OTHHKOB

1. OBIIHE MOJIOKEHMA o
1.1. Hacrosmee IlonokeHne © 3ammMTe IEPCOHANBHBIX MaHHBIX pAOOTHHKOB B

MYHHLIMNAIEHOM Ka3€HHOM JIOMIKOJFHOM OOpa3oBaTeNbHOM YUPEXKIEHHH MOETCKUN caf
«3070TOH KIMIOUMKY» MACISTHIHHCKOTO MYHHITHIIANBHOTO OKpyra HoBocubupckodl obnacTtu
(MKIOY merckwuit can «30moTo# Kimounky) (manee mo Tekcty — «Ilomoxenriey) pazpaboTano B
cootBeTcTBUH ¢ KoHcTtuTyrue#t PO, @enepanpapiv 3akoHOM 0T 27.07.2006 r. No 152-D3 «O
TIEPCOHANIBHBIX MAHHBIXY, 1pyImoBeIM KomekcoM Poccuiickoit @emeparun, YcraBom MKIOY
IEeTCKUH can «300To# Kirounky(nanee mo Tekcty —J{0V).

1.2. Tlom «mepcoHaNbHBIMH NaHHBIMH» pabOTHHKAZ MOHHMAETCs HHGOPMAITHS,
HeoOxomumass JIOY B CBA3M C TPYIOBBIMH OTHOIICHWSMH ¥ Kacarolmasicss KOHKPETHOTO
paboTHHKA, B TOM YHCIIE €TO:

- (amunus, UM, OTIECTBO;

- I0JI, YHCJIO, MECSIII, TOT U MECTO POXKICHUS;

- ceMeHHoe, COTHAIbHOE, IMYIIIECTBEHHOE TTOJI0KEHHE;

- 1OXOIBL;

-TPaKIAHCTBO;

-TIaCIIOPTHBIE aHHEIE (CEPHs, HOMED, KEM ¥ KOTIa BEIIaH, KO MOApa3IeIeHH);

-alpec PEerucTpauuy U (aKTUYECKOTO MPOXKHBAHUS (CBHAETEIBLCTBO O PETHCTPAITHH MO MECTy
KUTETILCTBA, HOMED, N1aTa BBINAYH, KEM BBIIAHO);

-cBeneHus1 006 00pazoBaHUM; MECTE TTOTy4YeHHsT 00pa30BaHU;

- npodeccust, TOMKHOCT, MECTO PabOTH;

-CBEJICHHSI O KBATH(DHUKAIMOHHON KaTErOPHH;

- CBEICHHUS O IIPOXOXKICHUHU KYPCOB TIOBBIIICHUS KBATH(DUKAIIAH;

-MIHH;- cTpaxoBoe CBHIETETHCTBO 0053aTENBHOI0 MIEHCHOHHOTO CTpaxoBaHus (JIH6O cTpaxoBoif
HOMEp MHIMBUOyanbHOTO jurieBoro cueta (CHUJIIC));

-CBEJIEHHUS O JIbroTax;

-CBEIICHHA O COCTABE CEMbH;

-IaHHbIe cTpaxoBoro nmoarca OMC;

- KOHTAaKTHBIE JaHHbIE (HOMepa TeneOHOB);

-aJIpec 3JIEKTPOHHOH TOYTHI;

-poTorpaduu;

-CBEIIEHUS O 340POBBE (IpyIa 3M0POBks, ciipaBka MC3, keM, KOT/ia BEIIaHa, Ha KaKoif CpoK):
-CBEJICHHS O CyTUMOCTH;

-CBUIETENBCTBA O POXKICHHUHU JeTed (MECTO pOXIEHHs, CEpus, HOMEP, MECTO TOCYIapCTBEHHOH
PETHCTPALMK, MECTO BBIAYH CBHUICTEILCTBA);

- Ipyras nepcoHanbHas HHOOpPMAIIHs.

1.3. Tlon «pabotHuKOM» B [lONMOXKEHHWH TOHHMAETCS JIHMIIO, COCTOSINEEe B TPYIOBBIX
oTHOLIEHUsX ¢ JIOVY.

1.4. Tlon «IOMKHOCTHBIMH JUTIAMEY» B [10JT0KEHIY TOHHUMAIOTCS PAOOTHUKH, COCTOSIIHE
B TpPyZOBBIX OTHOIIEHHAX ¢ JJOY u mmeromue mpaBo Ha MOJIydeHHe, 00padoTKy, mepenady B
nporecce pabOTHl MEPCOHATBHBIX NAHHBIX (PYKOBOMIIMN COCTAB: 3aBeNyIOIIUi; pabOTHHUKH
OyxranTepuy, HHOPMALMOHHO- METOIHYECKOTO HEHTPa, MPOCOr03HOM OpraHu3alii, OTIAeNa
KaapoB, CIENHAINUCTEl colHanbHoro Gorma Poccru, MpoOBEpSIONIIX HWHCTAHIIUN, CIEIHATNACTHI
aIMHHHCTPAIUU U yIpaBIEHH 00pa3oBaHuM).



1.5. Tlomo)xeHue YCTAaHABIMBAET MOPSOOK 00pabOTKH MEepCOHAIBHBIX TAHHBIX
pabOTHHMKOB, WX IpaBa M OOS3aHHOCTH B OOJIACTH 3AlIWTHI TEPCOHAIIBHBIX NAHHBIX, HOPAIOK
nepenayy mepcoHaNbHEIX nadaeX B JJOY H 3a mpelensl, OTBETCTBEHHOCTE JO/DKHOCTHBIX JIHI 3
Hapynierne HopM lonoxeHus.

1.6. TIpu mpueme Ha paGoTy (0 3aKIFOYEHHs TPYIOBOTO JOroBopa) pabOTHHK TOJDKEH
OBITH O3HAKOMIIEH C HaHHBM [looKeHHeM 101 POCIIHCE.

2. COCTAB TIEPCOHAJIBHBIX JTAHHBIX
2.1. K nepconansHOH TOKyMEHTAIHH (COMEpIKANIEH IEPCOHAIIBHEIE JAHHEIE) OTHOCATCS
IOKYMEHTBI, KOTOPBIE COIMEPIKAT WHAHBHIYANbHEIE TAHHEIE O KOHKPETHOM PaOOTHUKE U
HCIIONB3YIOTCS JODKHOCTHLIMY JIMIAMHE [IPY HCHIOTHEHHH CBOMX TODKHOCTHBIX 00I3aHHOCTEH.

K mum oTHOCSATCS:!

1) HOKYyMEHTEI, IPENBABIISEMbIE ITPH TPYIOYCTPOHCTBE HA paOOTY B COOTBETCTBHH CO CT.
65 Tpynosoro xonekca P®:

TIACTIOPT WM HHOHM TOKYMEHT, yI0CTOBEPSIOIIHIT TUIHOCTE;

TPYyIOBas KHIXKKA,

CTPaxOBOE CBHAETENILCTBO 00S3aTENLHOT0 IEHCHOHHOIO CTPaX0BaHHs,

JNOKYMEHTBHI BOMHCKOTO yueTa — Ui BOGHHOOOA3aHHBIX U JIUII, ITOJISIKAIIHX IIPH3BIBY;

IOKyMEeHT 06 06pa30oBaHuH, KBATU(DUKAIMH HIIH HAWYHY CIEHAbHBIX 3HAHHI — IIPH
IOCTYIIEHUH Ha paboTy, TPeOYIONIYIO CIENHANBHEIX SHAHUH HITH CIIEIHATBHON IOATOTOBKH),

HATpaBJIEHHE CIIYXXObI 3aHATOCTH,

2) XapaKTEpUCTHKH,

3) pexoMeHIaTeNbHbIE IHCHMA,

4) cripaBKH, HOI[TBep)KIIaEOU.IHe Teproab PaboThHl Y paboTomaTeNiedl i pasmep
3apaboTHOH ILIATHL,

5) HarpamHbe TOKYMEHTEL,

6) TUCTKY HETPYIOCIIOCOOHOCTH,

7) MEOUITHHCKHE CIIPABKK, MEIULIMHCKAS KHIDKKA,

8) OpraHM3ANMOHHO-PACTOPSAUTENBHEE NOKYMEHTEI  (TIPHKa3bl, DACIOPSIKEHH).
NOKAIBHEIE HOPMATHBHBIE AKTBI, IIEPEYHH, CIMCKH M HHBIE BHyTpeHHHE MOKyMeHTh [OY.
CoJlepIKalIlie IePCOHANEHEIE TaHHbIe paGOTHHKOB ((aMHIIHIO, HMS, OTYECTBO),

9) IOKyMEHTBI, NOITBEPXNNAIOMINE MPENONaraeMeie K daxTHYecKH IOTydYEeHHbIE
pabOTHMKOM IMEHEXHBIE CPEeNCTBa (IPHMKAashl MO JTHYHOMY COCTaBy O IpHEME Ha paboty, 0
epeBojie Ha paboTy, O MOOIIPEHHH, PACUETHBIE JINCTKH),

10) cipaBka O HATWYWY WIIH OTCYTCTBHH CYIHMOCTH,

11) uHBIE TOKYMEHTEI, COAEPIKALIKE IEPCOHANIBHBIC CBEICHHUS O pa60THpn<ax

3. OBSI3AHHOCTH JOIXKHOCTHBIX JIAILT

3.1; IIpu o6paboTke NEPCOHANBHBIX OAHHBIX paboTHHKA (ITOJMyUCHHH, XPaHCHHH,
KOMOMHHpOBAHWM, I[lepefadye MIH To00M IpyroM HCIONB30BAHHH IIEPCOHATBHBIX NAHHBIX
pabOTHHKA), HOJDKHOCTHBIE IMIA, KOTOPBIE HMEIT K HHM IOCTYIl ¥ HCIOIB3YIOT MNpH
HICIIONHEHHUH NODKHOCTHBIX 00s3aHHOCTEH, T0MKHEI COBIIIOAATE CleyIoIre TPeOoBaHH !

1) o6pa6oTka MEPCOHANBHBIX NaHHBIK  PabOTHMKA MOXET  OCYIICCTBIATECA
HCKITIOUHTENLHO B LEIAX obecrnedyenus cobmoneHns 3aKOHOB ¥ HHBIX HOPMATHBHBIX MPABOBBIX
|aKTOB, CONEiCTBHS PaGOTHHMKAM B TPYLOYCTPOMCTBE, 00y4eHHM M IPOIBIDKEHHH IO CITY 5
obecrieueHUs JUYHOM OE30MacHOCTH pPabOTHHKOB, KOHTPOIA KONHHECTBA H
BBLIIOTHIEMOM paboThI ¥ 0OecnedeH s COXPaHHOCTH HMYIIECTBA,

2) BCe IepCOHATbHBIE TaHHBIE PaOOTHHKA CIeNyeT I0JIydaTh y Hero caMmoro.

Eciu mepcoHanbHble MaHHbIE pPabOTHHKA BO3MOMXHO MONYIHTH TOJBKO Y TpCTBeH
CTOPOHEI, TO PaBGOTHHWK HOIDKEH OBITH yBENOMIEH 00 3TOM 3apaHee (ue mosmHee yeM 3a 3
paboumx MHS) ¥ OT HETO JOJKHO OBITH IIOJYyYCHO IHCbMEHHOE COrIacHe.

3) HOIDKHOCTHBIE JIMIA JOMDKHBI COOOIIMTH pabOTHHKY O MENsX, NPEAnOTaracMbX
HCTOYHHKAX H CIOCOOax IMONydYeHHs epCOHATbHBIX JAHHBIXK, a TaKkKe O XapaKTepe [OJICKATIIX




TOTYYEHHIO TePCOHANBHBIX NAHHBIX H IOCIHEICTBHSX OTKa3a paGOTHHKA JaTh IHCHMEHHOE
COTJIaCHE Ha UX IOJyUYCHHE;

4) HOMKHOCTHBIE JIMIIA HE BIpaBe IOJy4daTh W 00pabaTblBaTh IIEPCOHAIBHBIE NaHHBIE
pabOTHHUKA O €r0 MOJMTHYECKHX, PEITUTHO3HBIX U HHBIX YOSKIEHUX H YACTHOH JKU3HH;

5) MOKHOCTHBIE JHIA HE BIIpaBe MOJydarb H oO0padaThIBaTh NEpPCOHATIBHBIE NaHHBIE
pabOTHHKA O €ro YIEHCTBE B OONIECTBEHHBIX OOBENWHEHHSX WIH €ro MnpodCcor3HOH
JIESITEIBHOCTH, 3@ UCKITIOUEHHEM CiTydaeB, HEeOOXOMUMBIX ISl PELICHHUS Borpoca 06 YBOJIbHEHUH
PpabOTHHKOB IO OCHOBAHMSM, IIPEIYCMOTPEHHBIM MYyHKTaMH 2, 3 U 5 yacTu nepBo# crateu 81
TpynoBoro xoxexca PO; '

6) IIpy IPHUHSTHH PEIIeHH, 3aTparuBaroliX HHTEPeckl paOOTHHKA, JOJKHOCTHBIE JIHIA
HE BIIPaBe OCHOBBIBATECS HA MEPCOHANBHBIX MaHHBIX pabOTHHKA, OIYHYEHHBIX HCKIIIOYUTEIBHO
B pe3yJIbTaTe UX aBTOMATU3HPOBAHHON 00pabOTKH UITH 3JEKTPOHHOIO IOJIyUEHHUS.

4. TIPABA PABOTHUKOB

4.1. PaboTHUKH, IPEIOCTABUBIINE JOKHOCTHBIM JIMI[AM [I€PCOHANBHBIE TaHHbBIE, HMEIOT
IIPaBo Ha:

- cBOOOIHEBIN OeCIUTaTHBINA TOCTYIT K CBOWM MMEPCOHAIBHBIM JaHHBIM, BKIIIOUYas IIPaBoO Ha
MOJydeHne KOTHM JIF0OO#M 3amucH, cofepkamiell NepcoHaNbHbIE MaHHBIE DPAOOTHHKA, 3a
UCKITIOUYEHUEM CIIydaeB, IPEeIyCMOTPEHHBIX (eepalbHbIM 3aKOHOM;

- OTpe/ieNIeHHe CBOMX MPEICTaBUTENeH IS 3aIlUThl CBOWX NIEPCOHAIBHBIX JaHHBIX;

- IOCTYN K OTHOCSIIHUMCSI K HHM MENUIMHCKHM TaHHBIM C ITOMOLIbIO MEIUIHHCKOIO
CIIELIHAJIACTA 10 UX BBIOOPY;

- TpeboBaHWe 00 WCKIIOUEHHHM WM HCIPABIEHHH HEBEPHBIX MM HEIOJHBIX
MEepCOHANBPHBIX MaHHBIX, & TakkKe NaHHBIK, O00paOOTaHHBIX C HapyIleHHeM TpeOoBaHUMH
JEeWCTBYIOIIET0 3aKOHOAATEIhCTBRA.

[Ipu oTkaze MOMKHOCTHBIX JIMI[ MCKIFOYUTH WM HCIPABUTH IIEPCOHAIBHBIE IaHHLIE,
pabOTHHKKM HMMEIOT TpaBO IOJAaTh 3asBiieHHe 3aBenyomemy J[OY o cBoeM HecoryacHH ¢
COOTBETCTBYIOIIUM OOOCHOBaHMEM TakKoro Hecoryacus. llepcoHanpHBIE NaHHBIE OLEHOYHOTO
xapakTepa (CoIepIKaIiuecs, HapuMep, B XapakTepHCTHKE, aTTECTAllHOHHOM JHCTE) PabOTHHKE
HMEIOT IIPaBO JOIOJIHHUTE 3asBIEHUEM, BBIPaKAIOIHM €r0 COOCTBEHHYIO TOUKY 3PEHHUS;

- TpeboBamue 00 wu3Bemenwu JIOY Bcex JHil, KOTOPhIM paHee OBUIM COOOILIEHBI
HEBEpHBIE UM HETIOJIHEIE TIePCOHANBHBIE ManHble pab0THHKOB, 000 BCEX NMPOU3BENEHHBIX B HHUX
UCKITIOYEHUSIX, HCIIPABICHUSIX WITH OTOTHEHHUSX;

- o0XanoBaHMe B Cy[ JTIOOBIX HeMpaBOMEpHBIX neficTBuil miu Oesnedicteus JOY mpu
00paboTKe ¥ 3aIUTe UX TEPCOHANBHBIX JTaHHBIX.

5. IOPAJTOK C5OPA U MEPEJAYMN NEPCOHAJIBHBIX JTAHHBIX

5.1. JIOIDKHOCTHBIE JIMIAa MMEIOT IPaBO IOJIy4aTh TONBKO T€ MEPCOHATBHBIC JaHHBIC
paboTHHKA, KOTOPbIe HEOOXOIUMBI [UIs BBIMTOTHEHHUS] KOHKPETHBIX TPYIOBBIX (DyHKITHH.

5.2. JIOIDKHOCTHEIE JIMIA He BIIpaBe 3ampalldBaTh HH(OOPMAIHIO O COCTOSHHUHU 310POBbS
paboTHUKa, 32 HCKIIIOYEHHEM TeX CBEIEHHH, KOTOPBIE OTHOCATCS K BOIPOCY O BO3MOIKHOCTH
BBITIOJIHEHHUS pabOTHUKOM TPYAOBOW (DYyHKUMHK (HampHMep. IIPH PEIIEHHMH BOIIpOca O MEPEBOJIE
paboTHHKA Ha [PYryl IODKHOCTH (paboTy) MpU HalHUMH MEIUIHMHCKOIO 3aKIHYEHHS,
MAIOIEr0 OCHOBAaHMs IOJIaraTb O HEBO3MOMXHOCTH BBITOJIHEHHS PabOTHHKOM TPYIOBOM
(GYHKIMH Ha yCIOBUSIX, IIPEAYCMOTPEHHBIX TPYIOBBIM JOTOBOPOM).

5.3. JIOJDKHOCTHBIE JIHIla, ITOJIyYarollde MepCcOHANbHBIE JaHHble PabOTHHKA, O0S3aHBI
COONIOaTh  PEeXXUM  CEKPETHOCTH  (KOH(GHIEHIHaIbHOCTH). J[aHHOE IMOJOKEHHE HE
pacmpocTpaHseTcsi Ha OOMEH MepCOHATbHLIMH [JaHHBIMH paOOTHHKOB B  IOPSIIKE,
YCTaHOBJIEHHOM (eepaibHBIMU 3aKOHAMH.

5.4. JIo/>KHOCTHBIE JIUIIA HE UMEFOT MpaBa coOo0IIAaTh NepCOHAIbHBIE NaHHBIE PADOTHHKA
TpeThel cTopoHe 0e3 MHUCHMEHHOIrO corfiacusl paboTHHKA. 3@ HCKIIFOYEHHEM CIIy4YaeB, KOIr/ia 3TO
HEOOXOIMMO B IENIX TPENyNMpexIeHus yrpo3bl KH3HH H 3J0pOBBIO pabOTHHKA, a TaKXe B
Clly4asix, YCTaHOBIEHHBIX (emepaitbHeMu 3axoHaMu (TpynoBeiM kozekcom P®, HamorosbmM
KogekcoM P®, @enepanpHbiMEu 3akoHamu «O) cratyce cvaeil B Poccuiickoit @enepanun», «O
nonutum», «O  denepampHOit cmyxbe OesomacHocTH», «O mpokypaType Poccuiickoi



®eneparuuy ¥ Ip.), IPedyCMaTPHBAIOIIMME IPABO JODKHOCTHBIX JIMIl KOHTPOJIMPYIOIIUX H
IPaBOOXPAHMTENBHBIX OPraHOB 3alpaliMBaTh y paboTogaTeNe B YCTAHOBJICHHOM nopsiiKe
JOKYMEHTHI, COflep)Kallue I[EePCOHANbHbIE NaHHble pabOTHHKA, - B MEJSIX HCIOTHEHHA
BO3JIOKEHHBIX Ha HUX (heNepabHBIMU 3aKOHAMH 00SA3aHHOCTEH.

6. IPABIJIA XPAHEHUSI JOKYMEHTOB, COAEPKANIUX
MNEPCOHAJIBHBIE JAHHBIE

6.1. JlugHBle Hena W TPYNOBbIE KHIDKKH PabOTHHKOB XpaHATCA B METAIHHCCKHX
mkadax, cei(pax, IMEIOIUX HaNIeKHbIE 3aTOPEI.

6.2. JlwuHble Nena MPeNOCTaBISIIOTCS B PACHOPSHKCHHE MOJDKHOCTHBIX JIAI  JIHIIL B
CIIEIYIOLTHX CIydasx:

HeoO6X0IuMOCTH 0(hOPMIIEHHS HArpaaHbIX JOKYMEHTOB;

GopMHpOBaHHS CTATHCTHYECKNX TAHHBIX;

IIOATOTOBKH XapaKTePHUCTUKH.

JInuuble Aena BBLOAIOTCS [0 POCTIMCE B JKypHAJIE BhIIAYH JINIHBIX JEI.

JIM4YHOE IEeNo MOJDKHO OBITh BO3BPAIIECHO B OTAEN KaJpOB B TEUCHHE HEJEIBHOIO CpoKa ¢
MOMEHTa €T0 IOJTy4EHHsI.

6.3. TpynoBble KHHXXKH DPaOOTHUKOB MOTYT NPENOCTABIATHCS paboTHHKaMH OTZAENa
KaJpOB JTHIIL pabOTHUKAM OyXTaqTepUH U 4ieHaM KOMHCCHH 1O COLHanbHOMY CTPaXOBAHHIO, -
npu HEOOXOAMMOCTH MPOBEPKH [AHHBIX O CTPaxoBOM CTaxe pabOTHHUKOB, - A7 PEUICHHUS
BOIIPOCOB O TPABUJIBHOCTH HCUMCIICHHS M  BBITIJIATEL nocobuif Mo ToCynapCTBEHHOMY
COIHAIBHOMY CTPaXOBaHHIO.

7. OTBETCTBEHHOCTD 3A HAPYIIEHUE IMOJIOKEHMS
JIOJDKHOCTHBIE  JIHIlA, BMHOBHbIE B HAPYIIEHMH JIAHHOTO [TonoxeHus, HECYT
JMUCIUIIIHHAPHYIO, aIMHHUCTPATHBHYIO, rpaskIaHCKO-TIPABOBYIO WX YTOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBHH C TpynosbiM kozekcom P®, Komexcom Poccuiickoi
®epepanpy 06 ATMHHECTPATHBHBIX MPABOHAPYLICHHAX. YTOIOBHBIM KOZGKCOM Poccuiickoi
denepanui.



