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HOJIOKEHHUE

0 MOpsiAKe MOJYUYEeHUs, y4eTa, 00Pa0d0TKH, HAKOIUIEHUS] M XPAHEHUS
JOKYMEHTOB, COEPKALIUX CBEAEeHNUSl, OTHECEHHbIE K MEePCOHAJBLHBIM JaHHBIM
padoTHNKOB MYyHMIMIIAJIBHOTO OII2KETHOT0 00PAa30BATEJIbHOIO YUpPeKIeHHUS

JAOTOJHUTEJIbHOTO 00Pa30BaHUA JIeTell 1eTCKO-IOHOIEeCKOH CIOPTUBHOM HIKOJIbI
ropoaa Paccka3oBo

1. O01mme moJ1oKeHus

1.1. Hacrosiee [TonoxkeHne yctaHaBIMBaeT MOPSAOK MOMyUeHUs, yueTa, 00paboTKu,
HaKOIUJIEHUS W XPaHEHUS JOKYMEHTOB, COJEpIKAIMX CBEACHUS, OTHECEHHBIE K
MEPCOHATIbHBIM JTAHHBIM pabOTHUKOB MyHULIMAIBHOTO OIOIKETHOTO
00pa30BaTeNbHOTO YUPEKJECHUS JOMOJHUTEILHOTO 00pa3oBaHMs AETel J1eTCKO-
IOHOIIIECKasi CIIOPTUBHAs 1Ikojia ropoaa Pacckazoro (manee — MbOYIO JIOCII,

YUPEKICHUE).

1.2. llenp HACTOSIETO MOJIOKEHUSI — 3AIMTA MEPCOHATBHBIX TaHHBIX PAOOTHUKOB OT
HECAHKIIMOHUPOBAHHOTO JIOCTyNa M pasmiamieHus. llepcoHanbHble NaHHBIE BCerna
ABIIAIOTCS KOHPUACHIMAIBHON, CTPOrO OXpaHsIeMOil HHPpOpMaluen.

1.3. OcHoBanueM 115t pazpabotku HacTosero [lonoxenus sipnsitores: Koncruryius
P®, m.14 TpynoBoro koaekca P®, @Denepanbnbiii 3akoH oT 14.07.2006 «O
MEPCOHAJIbHBIX JaHHBIX» B penakiuun DenepanbHbix 3ak0HOB OT 05.04.2013 Ne 43-
@3.

1.4. JIo)DKHOCTH, OTBETCTBEHHBIE 3a COOp IEPCOHAJIBHBIX JAaHHBIX — JIHUPEKTOP,
3aMECTUTEIIb JUPEKTOPA.

2. IlonsiTHE MEPCOHANBHBIX JAHHBIX

2.1. IlepcoHaJbHBIMH JIaHHBIMU SIBIIsIeTCS HWHGpOpPMAIMsA, OTHOCSIIAsCS K
KOHKpPETHOMY paOOTHHKY, a TaK)Ke CBeIeHUS O (DakTaxX, COOBITUAX U 0OCTOSITEIbCTBAX
KU3HU PaAOOTHWKA, TMO3BOJSIONIME HUACHTU(GUIIMPOBATH €ro  JIMYHOCTh, U
UCIIOJIb3yeMasi paboToaTeNIeM, B YAaCTHOCTH, B IIEJISIX BBITIOJIHEHUS TPEOOBaHUIA:

- TPYIOBOTO 3aKOHOJATENIbCTBA MPH MpHUeMe Ha paboTy U 3aKIIOYEHUH TPYHAOBOIO
JI0OrOBOpPA, B IPOLIECCE HOBBIX TPYAOBBIX OTHOLIEHUH, IPU MTPEIOCTABIECHNUN FapaHTUNA



Y KOMIIEHCALUM U Jp.;

- HAJIOTOBOI'O 3aKOHOAATCJIBCTBA B CBA3M C HMCUYHCIICHHCM H YHHaTOﬁ HaJiora Ha
JOXObI (1)H3HII€CKI/IX JIUII, 4 TAK)KC CANHOT'O COLMAJIbHOI'O HaJora,

- TICHCMOHHOTO 3aKOHOJAaTelbcTBa TpH (OPMHUPOBAHUU W  TPEIACTABICHUHU
NEePCOHU(PUITMPOBAHHBIX JTAHHBIX O KaXKJOM ITOJTydarelie J0X0A0B, YIUTHIBAEMBIX MPH
HAYMCJICHUU CTPAaXOBBIX B3HOCOB Ha 00s3aTeIbHOC IICHCHOHHOE CTPaxOBaHHE W
obecIieueHue;

- 3alO0JHEHUE NEPBUYHOM CTAaTUCTUYECKOW JOKYMEHTALMM B COOTBETCTBHH C
[Toctanoenenuem lockomcrtara Poccum ot 15.01.2004 Ne 1 «OO0 yTBepxaeHUU
YHU(PUIUPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIMH 10 YUETy TPYyAa U €T0o
OILJIaThD».

2.2. IlepcoHanbHble JaHHBIE SBISIFOTCS CTPOTO KOH(HUACHIIMAIHHBIMU, JIIOOBIC JTUIIA,
MOJIYYMBIIME K HUM JIOCTyH, OOsA3aHbl XpaHWUTh O3TH JaHHbIE B TailHe, 3a
VCKJIIOYEHUEM JAHHBIX, OTHOCAIIMUXCSA K CIEAYIOIINUM KaTerOPHUsAM:

- 00e3IMYCHHEBIC IICPCOHAJIBHBIC HOAHHBIC — JOAHHBIC, B OTHOIICHHHN KOTOPBIX
HCBO3MOKHO OIIPCACIUTD UX ITPUHAAICKHOCTh KOHKPCTHOMY (1)I/I3I/I"IGCKOMY JUny,

- O6HIGIIOCTYHHBIG IICPCOHAJIBHBIC NaHHBIC.

2.3. Pexum KOH(l)I/II[GH]_II/IaJII)HOCTI/I CHUMACTCA B ClIy4dasax 00€3IMYMBaHMS WJIHA 10
HCTCUCHHUU COOTBCTCTBYIOIICTO CPOKA XPaHCHUA.

3. Hocureyu nepcoHaJIbHBIX JAHHBIX
3.1. byMa)kHbIE HOCUTEIU MTEPCOHAIBHBIX JIAHHBIX
- TPYyZIOBasi KHMKKA;
- )KypHaJIbl y4eTa TPYJOBBIX KHIKEK;
- INCTKX HETPYAOCIOCOOHOCTH;
- MaTepHaJbl 10 y4eTy pabouero BpeMEeHU;
- TMYHas KapTouka T-2;

- HCXOoAsflas KOPPECHOHJCHIUS CTPaxOBOM KOMIAHWHU, CIYXObl CyIeOHBIX
MIPUCTABOB;

- IPUKA3bI 110 JJUYHOMY COCTABY.

3.2. DneKTpOHHbIE HOCUTENIM NEPCOHAIBHBIX JAHHBIX — 0a3a JaHHBIX MO YYeTy
paboraukoB MBOY1O/1 JFOCIIL.

3.3. IlepcoHanbHble 1aHHbIE HA OyMa)KHBIX HOCUTENISIX XpaHATCA B ceilde.

3.4. llepcoHanbHble JaHHBIE Ha DJEKTPOHHBIX HOCHUTENSX 3aIMIIEHBI IAPOJIEM
NOCTyMa, JOCTYII K CHEIUAIN3UPOBAHHON ITPOrpaMMe OCYILECTBIAETCS TOJIBKO Yepes
JIMYHBIN TOCTYI — I1apOJib, IIPABO HA MCIOJIb30BAHUE NEPCOHAIBHBIX JAHHBIX UMEIOT
TOJIbKO, OTBETCTBEHHBIE 32 00pa0OTKY MEPCOHATBHBIX JAHHBIX.



4. JlocTyn K NepCOHAJBbHBIM TaHHBIM PAa00OTHHKA
4.1. BHyTpeHHUI 10CTYyN (IOCTYIN BHYTPHU YUPEXKICHHUS ):
- TUPEKTOP;
- 3aMECTUTENb AUPEKTOPA;

- paboTHUKU OyXTanTepuu — K TEM JaHHBIM, KOTOPhIE HEOOXOAUMBI JJIsl BHIITOIHEHUS
OTIpEIETICHHBIX (PYHKITUH;

- caM paOOTHUK, HOCUTEIb JAHHBIX.

4.2. Buemnu#t npocrtyn. MaccoBble MOTpeOUTENU MEPCOHANBHBIX JIAHHBIX BHE
OpraHu3allii — TOCYJAapCTBEHHbIE M HETOCYIapCTBEHHbIE (YHKIHMOHAIbHBIC

CTPYKTYpBI:
- HAJIOTOBBIE MHCIIEKIIUY;

- IPABOOXPAHUTEIIBHBIE OPTaHbl;
- OpraHbl CTaTUCTHKW;

- CTPaxOBbIE areHTCTBA;

- BOGHKOMAThI;

- OpraHbl COLUUAIBHOTO CTPAXOBAHMUS,

- IEHCUOHHBIE (POH]IBI;

- IO/Ipa3JeJeHNEe MYHUIIMTIAIbHBIX OPIaHOB YIIPABICHHUS.

4.3. JNlpyrue opranuzanuu. CBeieHuss o paOoraroieM pabOTHHKE WIH YXKe
YBOJICHHOM PabOTHHKE MOTYT OBITH MPEAOCTABICHBI JPYTrOM OpPraHU3alud TOJIBKO C
MMCbMEHHOTO 3arpoca Ha OJaHKe OpraHu3allid ¢ MPWIOKEHHEM KOIUU 3asiBICHHUS
paboTHHKA.

4.4. PoncTBEHHUKU U YJIEHELI CEMEN:

- MepCOHAJbHBIC JTaHHbIE PAOOTHUKA MOTYT OBITh MPETOCTABICHBI POJICTBEHHUKAM
WJIM YJIEHAM €r0 CEMbU TOJBKO C MUCbMEHHOTO pa3perieHusl caMoro pabOTHHUKA,

- B cllydae pasBoja ObiBIIas cymnpyra (Cympyr) HMEET MpaBO OOpaTUThCS B
OpraHU3alfI0 C MUMCHbMEHHBIM 3allpOCOM O pa3Mepe 3apaboTHOM miaThl pabOTHHKA
6e3 ero comacus (TK PO).

5. Coop u 00padoTKa MEPCOHANBbHBIX JAHHBIX PA0OTHUKOB

5.1.  PabGotHuk  00si3aH  MOpPENOCTaBIATh  pabdOTONATENIO  JOCTOBEPHBIE
JOKYMEHTHPOBaHHbBIE TIEPCOHABHBIC TaHHBIC.

5.2. CBOEBpPEeMEHHO, B pa3yMHBIM CpOK, HE MPEBBIIAIIMK 5 pabouyux ITHEH,
pabOTHUK O00s3aH JIMYHO COOOIaTh OTBETCTBEHHOMY 3a cOop uHdopmanuu, 00



HU3MCHCHHNH CBOUX IICPCOHAJIBHBIX IdHHBIX 1100 npeaAcCTaBuTh COOTBCTCTBYHOHIIMC
HJOKYMCHTHEI.

5.3. Hpe,Z[CTaBJ'ICHI/IG pa6OTHI/IKOM IMOAJIOKHBIX JOKYMCHTOB HJIM JIOKHBIX CBGI[GHI/Iﬁ
IMIpyu MMOCTYINICHUH Ha pa60Ty ABIECTCSA OCHOBAHHUCM IJII PACTOPIKCHUA TPYAOBOTI'O
A0TroBopa.

5.4. OTBeTCTBEHHBIH 32 COOp MH(POPMAIIUMHU, MPU TOTYUYEHUHU TIEPCOHATBHBIX JaHHBIX
WIH TOTYYEHUU U3MEHEHHBIX MEPCOHATBHBIX JAHHBIX pA0OTHUKA JOJKEH:

- TNPOBEPUTH JIOCTOBEPHOCTb CBEICHHUM, CBEPSAA JaHHbBIC, IPEIACTABICHHbBIC
pabOTHHUKOM, C UMEIOIIUMHUCS Y paOOTHUKA JOKYMEHTaMH;

- cZlefaTh KOITUH TIPEICTABICHHBIX JOKYMEHTOB;
- MOIIUTH B TUYHOE JIEJI0 PAOOTHHKA;
- BHECTH COOTBETCTBYIOIINE U3MEHEHHUS B KQJPOBBIC TOKYMEHTHI,

- IIpu H€O6XOI[I/IMOCTI/I IMoATOTOBUT COOTBCTCTBYIOIIMEC ITOKYMCHTBI, B KOTOPLIX
OTPAa3UTh COOTBCTCTBYIOINIUC NU3MCHCHHA,

- JOHCCTH JO CBCACHMHI pa6OTHI/IKOB, OTBCTCTBCHHBIX 3a 06pa60TKy IICPCOHAJIBHBIX
JaHHBIX, 00 M3MEHEHMAX dTHX JaHHBIX.

5.5. Ecnu mepcoHalibHbIE JaHHbIE PAOOTHHKA MOYKHO MOJYYUTh TOJBKO Y TPETheH
CTOPOHBI, TO TUPEKTOP:

- yBeZIOMJIsIeT paOOTHHKA HE MO3/IHEE 5 padouux JHEH 10 AaThl 3a1poca O MOTyYEeHUU
JAHHBIX Yy TPETbEW CTOPOHBI, COOOIMB PAOOTHUKY O IENSAX, MPEANnoJiaraeMbIX
HMCTOYHHMKAX U CIOCO0aX MOJYYEHUS MEePCOHATBHBIX JAHHBIX, a TAKXKE O XapakTepe
MOUIEKAIIMX TOJNYYCHHUIO TEPCOHANBHBIX JIAHHBIX M TIOCJIEACTBUSX OTKa3a
pabOTHUKA J]aTh MMCbMEHHOE COTJIacue Ha UX MOJIyYCHUE;

- [IOJIYy4acT OT pa6OTHI/IKa IIMCBMECHHOC COITIaCuc,
- [IPpY IMOJIYUYCHHUHU COMIaCuA acT 3alIpOC U MOJIy4acT HCO6XOI[I/IMBIC JAaHHBIC,

5.6. B ciydae BbIsBICHUS HEMPABOMEPHBIX NEHCTBUI C MEPCOHAIBHBIMH JaHHBIMU
paboTHHKA:

- paOOTHUK WUJIM €T0 3aKOHHBIA MPEICTABUTENb JUOO YIMOJTHOMOYCHHBINH OpraHa Iio
3aluTe TpaB CyOBEKTOB TMEPCOHAIBHBIX JaHHBIX oOOpamaercss K JUPEKTOPY
MBOYIO/1 JIFOCIII ¢ 3asBieHueM;

- JWPEKTOp W3MaeT pAaCIOpsHKEHHE O OJIOKHPOBAaHWU IEPCOHAIBHBIX JIAHHBIX,
OTHOCSIIIMXCS K COOTBETCTBYIOMIEMY PAaOOTHHUKY, C MOMEHTA TAKOTO OOpAIECHUS HITH
MOJTyYeHUsST TAKOTO 3alpoca Ha TEepPHOJ] NMPOBEPKH, M HA3HAYAE€T OTBETCTBEHHOTO 3a
MIPOBENICHUE CITY)KEOHOTO pacciieIOBaHHUS;

- €CIM B XONIe CIY)XEOHOTO paccleIOBaHUS MOATBEPAWICS (aKT HMCIIOIb30BaHUS
HEJOCTOBEPHBIX TIEPCOHATBHBIX JAHHBIX, TO PAOOTHUK, OTBETCTBCHHBIA 32
MOJIYYCHHE TIEPCOHATBHBIX JIaHHBIX, O0s13aH YTOYHUTH IIEPCOHANIbHBIC JIaHHBIC,
BHECTH COOTBETCTBYIOIIME W3MEHEHHS M TIONPAaBKH B JOKYMEHTHI M CHSTh HX
OJIOKMPOBAHMUE;



- €CJIH B XOJI€ CITY’K€OHOTO pacciieIOBaHUS BBISIBICH ()aKT HEPABOMEPHBIX ACHCTBUIN
C MEPCOHAJIBHBIMM JIAHHBIMH, TO PAOOTHUK, OTBETCTBEHHBIN 32 00pa0OTKY JaHHBIX U
JOMYCTUBIINN MTOA00HBIE JEHCTBHS, B CPOK, HE MIPEBHIIIAIOIINKN TpeX pabouux gHEH ¢
JIaThl TAKOTO BBISIBJICHUH, 00s13aH YCTPAHUTD JOMYIIICHHBIC HAPYIIICHHUS.

6. Hepenaqa NMEPCOHAJIBHBIX JaHHBIX paﬁoTHHKOB

6.1. Ilpu mepemaye mEpCOHANBHBIX JAHHBIX paOOTHHKA  CIELHAJHCTHI,
OTBETCTBEHHBIE 3a TMOJIY4YeHHE U OOpabOTKy MEPCOHANBHBIX JaHHBIX, JOJKHBI
coOIIoNIaTh Cleayonue TpeOOBaHUA:

- HE coo0mare TNepcOoHalbHBIE JaHHBIE pa0OTHUKA TpPETbel cTopoHE O€3
MUCPMEHHOTO COrflacusi pa0OTHMKA, 3a WCKIIOYEHHEM CIIy4aeB, KOTJa JTO
HEOOXOMMMO B TENSAX MPEAYNPEeKICHUS YIPO3bl KU3HH W 3J0POBBI0 paOOTHHKA, a
TaK)Ke B CITydasX, yCTAHOBJICHHBIX (peiepatbHbIM 3aKOHOM;

- HE cOoOoOIIaTh MEepCOHANbHBIE JAHHbIE PA0OTHHKA B KOMMEPUYECKHX LIENIIX 0e3 ero
MUCHbMEHHOTO COTJIacHs;

- TIPEIyNPEUTh JUI, MOJYYAIOIINX MePCOHATIbHBIC JaHHbIE PAOOTHUKA, O TOM, YTO
9TH JIAaHHBIE MOTYT OBITh UCIIOJIb30BAHBI JIUIIIb B IEJISIX, AJISI KOTOPBIX OHH COOOIIIEHBI,
U TpeOOBaTh OT ATUX JIMI] OJTBEPKICHUE TOTO, YTO 3TO MPaBUIIO coOmoneHo. Jluna,
MOJIyYaloIIe  TMEpPCOHANIbHbIE  JlaHHble  paboOTHUKA, 00s3aHBl  COOMIOAATH
KOH(PUICHITUATHHOCTD.

7. OTBETCTBEHHOCTH 32 pasrjialmieHue MHGPOpPMaLHH,

CBSI3AHHO¥ ¢ MEePCOHATbHBIMHU JAHHBIMH PAa0OTHUKA

7.1. JIulia BUHOBHBIE B HAPYLIEHUU HOPM, PETYIUPYIOLIUX MOdy4eHrue, 00paboTKy 1
3aIUTY MEPCOHATBHBIX JAHHBIX pA0OTHHUKA, HECYT JUCUUILIMHAPHYIO,
aJIMUHHACTPATUBHYIO, TPAKIAHCKO-TIPABOBYIO WJIM YTOJOBHYIO OTBETCTBEHHOCTH B
COOTBETCTBUHU C (peiepaibHbIMU 3aKOHAMH.



