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MOJIOKEHUE Ob OBPABOTKE U 3ALHIUTE INEPCOHA IX JAHHBIX

PABOTHUKOB MYHUIIMITAJIbHOTI'O YUPEXK/IEHUAA KYJIbTYPbI «
JKYKOBCKAS IIEHTPAJIM3OBAHHAS BUBJUOTEYHASI CUCTEMA» (MYK

«KIBC»)

1. OBIIME ITOJIOXKEHU S

1.1. Hactosmee ITonoxenue 06 00paboTKe MEPCOHAIBHBIX JaHHBIX pabOTHUKOB (aee -
TTonoxenue) pa3paboTaHo MyHUIHIAIBEHBIM YUPEKACHUECM KyJIbTYPbI «KykoBckas
eHTpaIM30BaHHas OMOIMOTEYHAs CHCTEMA) (nanee - MYK «KIIBC») B 1ejisix onpeae/icHus
nopsiiKa 00pabOTKH MEPCOHAIBHBIX TAHHBIX paGOTHUKOB; 0OECTIEYCHHS 3aIUTBI IpaB 1 cBOOO
pabOTHHKOB IIPH 06pabOTKe KX MEPCOHATBHBIX NaHHBIX, B TOM quyclie 3alIUThI IIPaB Ha
HENPUKOCHOBEHHOCTh YaCTHOM JKU3HHM, JIMIHYIO U ceMeifHyIO TaiiHy, a TaK)Ke yCTaHOBJICHUS
OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIUII, HMEIONINX JI0CTYIl K IEPCOHAILHBIM JIaHHBIM, 32
HEBBIIIOJIHEHHE TPEOOBAaHUI HOPM, PETyIHUPYIOLINX 06paboTKy ¥ 3alIUTy MEePCOHAIbHbIX
JTAHHBIX.

1.2. TTonokeHne pa3paboTaHO B COOTBETCTBUHU CO CIICAYIOMMH HOPMATHBHBIMA IIPaBOBBIMH
aKTaMu:

- TpynoBoii koxeke Poccutickoii Denepanuu;

- dexepanbHblif 3akoH ot 27.07.2006 rora Ne 152-®3 «O nepcoHaIbHBIX IaHHBIX);

-Vka3 IIpesunenta Poccuiickon Denepanuu oT 6 mapta 1997 roga Ne 188 «O06 yTBepKIACHUH
[lepeuns cBeicHUI KOH(HICHIIHATIBHOTO XapaKTepay;

- Tocranosnerne [paButenscra Poccuiickoit @enepannu OT 15 cents6ps 2008 roxa Ne 687
«O6 yrBepxnernu [TonoxeHus 00 0c06eHHOCTAX 00pabOTKH NMEPCOHAIBHBIX TAHHBIX,
OCYIIECTBIsAEMOMN Oe3 HCIOIB30BAHMS CPE/ICTB aBTOMATH3AIHID,

- Tocranosnenne [Tpaputenscta Poccuiickoit Deepann OT 1 HostOpst 2012 roma Ne 1119 «O6
yTBEpIKIeHHH TPeOOBAHUH K 3allHTe MEPCOHATBHBIX IaHHBIX IPH HX 06paboTKe B
HH(MOPMAIMOHHBIX CHCTEMAaX MEPCOHAIbHBIX NaHHBIXY;

1.3. O6paboTKa MepcoOHAIBHEIX JTaHHBIX PA0OTHHKA OCYIIECTBIIACTCS HUCKJIIOUUTEJIHHO B IENIAX
obGecrieyeHHs: COOJIOICHHI 3aKOHOB M HHBIX HOPMATHBHBIX [IPABOBBIX aKTOB, COJIeHCTBUSA
paGOTHHKAM B TPYJOYCTPOMCTBE, MOTyUCHHN obpa3oBaHMs M IIPOJIBUKCHUU 110 ciyxoe,
3aIATHI TEPCOHATBHBIX JaHHBIX PAOOTHHKOB MVYK «KIBC» oT HeCaHKITHOHUPOBAHHOTO
jocTyna u pasriamenus. [lepcoHanbHbIe TaHHBIC BCCrIa ABJIIOTCA KOH(UICHIIUATBHOMU, CTPOro
oxpaHseMoil nHopMalnen.

1.4. Tlopsimok BBOJA B ACHCTBHE U H3MEHCHHE [TooxeHwus.

1.4.1. Hacrosimee ITofoyeHre BCTYMAET B CHILY C MOMEHTA €r0 yTBEPXKACHHSA MPEKTOPOM MVK
«KLIBC» u meitcTByeT 6ecCpOUHO, 10 3aMCHBI €r0 HOBbIM [TosoKEeHUEM.

1.5. PaboTonarens 0053aH 03HAKOMHTH PaOOTHHKOB ¢ HACTOSIIHM [TooKeHHeM U UX IIpaBaMu

B 00J1aCTH 3aIUTHI IIEPCOHAJIBHBIX JIaHHBIX IO POCIHCH.

2. OCHOBHBIE ITOHATWA

2.1. Jina ueneit Hacrosiero [1010XKeHUs HCTIOTIB3YIOTCA CJIEAYIOLIHE OCHOBHBIE TIOHSATHS:




- IlepcoHANbHBIE JaHHbIE - M00as HHPOopMAanus, OTHOCALIAACS K IIPSIMO MJIM KOCBEHHO
ONpeIeIEHHOMY HIIH OIIPE/ICTIAEMOMY dusmgeckoMy JHILy (CyOBEKTY NEPCOHATBHBIX JIAHHBIX), B
TOM YHCIIE er0 (haMHJIKS, HMS, OTIECTBO, TOJI, MECALL, 1aTa 1 MECTO pOIEHHS, aJIpec, CeMEHHOE,
COIHATBHOE, HMYIIECTBEHHOE [IONI0KEHHNE, 00pa3oBaHue, npodeccus, 10X0bl, Apyras
nH(pOpMAaIKs;

- 06paboTKa MePCOHAIBHBIX TAHHBIX PAOOTHHKA - oboe aeficTere (omepanus) Hin
COBOKYITHOCTB JIEHCTBHIA (OTepallyii), COBEPIIAEMBIX C HCTIOJIB30BAHHEM CpelCTB
ABTOMATH3AI[MH MK 6€3 HCIIONE30BAHMS TAKHX CPEJICTB C NEPCOHATBHBIMH JIAHHBIMH, BKJTIOUAs
c60op, 3amHCh, CHCTEMATH3AIMIO, HAKOILICHUE, XpaHeHHE, YTOTHCHHE (06GHOBJIEHHE, H3MEHEHHE),
W3BJICUEHHE, HCIIONb30BaHue, Iepejady (pacnpocTpaHeHHE, Pe/I0CTaBIICHHC, JIOCTYII),
GIOKMPOBAHKE, YIAICHHE, YHHYTOKEHHE NIEPCOHATBHBIX JTAHHBIX.

- pacmpoCTpaHEeHHE MEPCOHAIBHBIX IAHHBIX - JIeliCTBY S, HAIIPABJICHHBIC HA PACKPBITHE
[epCOHATBHBIX JAHHBIX PAGOTHUKOB HEONPEEICHHOMY KpYTY JIHIL;

- IpeI0CTaBIIEH e IEPCOHATBHBIX JAHHBIX - ICHCTBHS, HANPABJICHHRIC Ha pacKpbITHE
IePCOHANBHBIX JAHHBIX PAGOTHUKOB OMPEIETICHHOMY JIMILY HJIH Onpe/eIEHHOMY KpYTy JIHIL;

- GJIOKHPOBAHUE TIEPCOHATBHBIX AaHHBIX - BDEMEHHOE MPEKPAIICHHC 06pabOTKH MEPCOHAIBHBIX
JaHHBIX paGOTHUKOB, B TOM YHCIIE UX MEpEaain (3a HCKJTIOYEHHEM CITydaeB, ecii 00paboTka
HeoGXOIMMA [UTSl YTOUHEHHUs [IePCOHATBHBIX JaHHBIX);

- uH(pOpPMAIHOHHAs CHCTEMa NEPCOHATBHBIX IAHHBIX - COBOKYIHOCTD coaepaliuxcs B 6azax
J@HHBIX IEPCOHABHBIX JTAaHHBIX U 00€CTIeUMBAIOLINX HX 06paboTKy C IIOMOIIBIO
MH(OPMAIMOHHBIX TEXHOJIOT i H TEXHUYECKHX CPE/ICTB;

- CyOBEKT MepCOHANBHBIX JIAHHBIX - PH3UIECKOE JINLO, NAHHDIC KOTOPOro 00pabaThIBalOTCS;

- KOH(HIEHIHATPHOCTH IEPCOHANBHBIX IAHHPIX - obs3arenpHOe 11 PaboTonarens 1 MHBIX JIHIL,
TOJIYYHBIIHX JOCTYII K IIEPCOHATBHBIM JTaHHBIM, TpeGoBaHue HE PACKPbIBATh TPETHUM JIHIAM H
HE PacrpoCTPaHsTh NEPCOHAIBHBIC TAHHbIC PaGoTHHKA.

- YHHYTOKEHHE MEPCOHATBHBIX JIAHHBIX - NeHCTBUSA, B PE3YJIBTaTe KOTOPBIX HEBO3MOXKHO
BOCCTAHOBHUTH COJIEpKaHKE IePCOHATbHBIX JIaHHBIX B MH(pOPMAIIMOHHOM CHCTEME
[IepCOHATBHBIX JAHHBIX PAGOTHAUKOB HJIH B PE3yJIbTATE KOTOPBIX YHHUTOXKAIOTCS MATEPUATIbHBIE
HOCHTEIIH ITEPCOHAIBHBIX JAaHHBIX PAOOTHHKOB;

- 06e3THYMBAHHE IEPCOHATBHBIX JAHHBIX - ICHCTBHSA, B PE3YJIBTATE KOTOPBIX HEBO3MOXKHO
OIIPEIENUTh IPHHAIUISKHOCTD EPCOHATBHBIX JaHHBIX KOHKPETHOMY pabOTHHKY;

- 06IIEAOCTYIIHBIE IEPCOHATBHBIE JAHHBIC - IIEPCOHATbHBIC TAHHBIC, 0CTYII HEOrpaHU4YEHHOI'0
KpyTa JIMI[ K KOTOPBIM MPEAOCTaBIIEH € COracus pabOTHUKA MM Ha KOTOPBIC B COOTBETCTBHH C
denepabHBIMU 3aKOHAMHU HE PaCIpOCTPAHSCTCA TpeGoBaHHE COOIIOACHNUS
KOH(HICHIHAIBHOCTH.

- IOKYMEHTHpOBaHHas HHpOpMAIKs - 3aQUKCHPOBAHHAs HA MATEPHAILHOM HOCHUTEJIE ITyTEM
JOKyMEHTHPOBaHHUs HHYOPMALKs C PEKBHU3UTAMH, TI03BOJIAIOILHMH OIPE/ICIIUTE TaKyIo
HH(POPMAIIUIO WK €€ MaTePUAJIbHbIH HOCHTEIIb.

2.2. TlepconanbHble faHHbIe PaGoTHHKA - uHpopManus, Heodxoumas PaboTozaTeo B CBAH €
TPyJOBBIMH OTHOIICHUSMH U Kacalomascs KOHKPETHOrO pabOTHHKA;

2.3. CBeJIeH s O IEPCOHABHBIX JAHHBIX PAOOTHHKOB OTHOCSATCA K HHCITY KOH(pHUICHIIHATBHBIX H

COCTABJISIOT OXPAHAEMYIO 3aKOHOM TaiHY.
3. COCTAB IIEPCOHAJIbHBIX JIAHHBIX PABOTHUKA.

3.1. B cocTaB nepcoHATBHBIX JaHHBIX PAOOTHUKOB OpraHu3alui BXOST JIOKyMCHTEL,
cozeprKaipe HHPOPMAIHIO O NACTIOPTHBIX JAHHBIX, 06pa3oBaHUH, OTHOIIEHAN K BOMHCKOH
0GS3aHHOCTH, CEMEHOM TOJIOKEHHH, MECTE XKUTENILCTBA, COCTOAHNH 3/10pOBbA, a TaKxke 0
TIpeIbILYIHX MECTaX UX padOTBI.

3.2. KoMILieKc JOKYMEHTOB, COIPOBO/IAIOIIMH Mpouece o(opMIIeHHs TPYI0BbIX OTHOIICHHH
pabornuka 8 MYK «KIBC».




3.3. Uupopmanus, mpeacTaBiseMas paGOTHHKOM IPH MOCTYIJICHUH Ha paboty B OpraHuzanuio,

JOJDKHA UMETh JOKyMEHTAIbHYI0 GOpMyY IIPH €TI0 IIPUEME, EPEBOAC ¥ YBOJIbHCHUH

3.4. TlepconasnbHble JaHHBIE PaOOTHHKA PaGoToaTelb MoydaeT HEMOCPeICTBEHHO OT
PaGoTHuKa.

- B CIIy4ae BO3HUKHOBEHHS HEOOXOAMMOCTH MOy CHHS MEPCOHAILHBIX naHHbIX PaboTHHKA Y
TpEThEi CTOPOHBI CIIEAYET U3BECTUTD Pa6otHuKa 00 STOM 3apaHee, IOJy4YUTh ero MHChbMEHHOC
COmIache U cooOIuTh PaGOTHHKY O LENAX, MPE/IoIaraéMpIX HCTOUHAKAX 1 crocobax
TOJIy4Y€EHH s IEPCOHAIBHBIX JaHHBIX;

- [IHCBMEHHOE COTJIacHe CyOBeKTa MePCOHATBHBIX JaHHBIX JI0JDKHO BKIIOYATE:

- haMUITHIO, UM$l, OTIECTBO;

- ajipec CyOBEKTa MepCOHANbHBIX TAHHBIX;

- HOMEp OCHOBHOT'O JIOKYMEHTa, Y0CTOBEPSIOLICTO €ro JIMIHOCTD, CBE/IEHHSs O J1aTe BbIIaYH
YKa3aHHOTO JOKYMEHTA U BBIIABIIEM €r0 OpraHe;

- HauMeHOBaHHe u azpec Paboronarens;

- iesb 00paboTKU NEPCOHATBHBIX TaHHBIX]

- epeyeHb IEePCOHAIbHBIX JaHHBIX, Ha 06paGoTKy KOTOPBIX J[aeTCsl COrIacHe cyOBeKTa
IIepCOHATBbHBIX JIaHHBIX

3.5. 3ampeniaeTcs noJy4arh, o6pabaTeBaTh U npuoOIaTh K JMYHOMY A€y PaGoTHuKa, HE
yCTaHOBIIEHHBIE (heepaTbHbIMU 3aKOHAMHU NIEPCOHATBHBIC TAHHEIC 0 €ro IMOJUTUYECKHX,
PENTUTHO3HBIX M HHBIX YOCHKICHHUAX, YaCTHOM JKU3HH, YWIEHCTBE B OOIECTBEHHBIX
00beIMHEHHSX, B TOM YKCIIe B TPO(ECCHOHAIBHBIX COO3dX;

3.6. TIpu NpUHSTHH PEIEHAH, 3aTParuBAIOIINX HHTCPEChI pabOTHHUKA, 3aMperaeTCs
OCHOBBIBATHCS HA €T0 IEPCOHATBHBIX JAHHBIX, MOTYYCHHBIX HCKIIOUUTEIEHO B PE3yJIbTATe ux
ABTOMATH3MPOBAHHON 00pabOTKE WIIHA C HCIONB30BAHHEM JJICKTPOHHBIX HOCHUTEJIEH;

3.7. Eciu uHOE He ycTaHOBJIEHO TpyIOBBIM KOJEKCOM Poccuiickoit denepanuu, IpyruMH
(eepaTbHBIMU 3aKOHAMH, [IPH 3aK/IIOYEHHH TPYI0BOTO 10T0BOpa B COOTBETCTBHH CO CT. 65
Tpyzmosoro koaekca Poccuiickoit ®ezepaltu JULO, IOCTYIAIOLIEE Ha paboTy, IpeabsABIISCT
PaGoTozareiio:

- IaCIOPT WM MHOM TIOKYMEHT, YI0CTOBEPAIONIHI THYHOCTD;

~TPY/IOBYIO KHUXKKY, 38 HCKJIIOYEHHEM CITy4aeB, A0r0BOP 3aKI01acTCs BIIEpBbIE, MM pabOTHHUK
nocTymnaer Ha paboTy Ha YCJIOBHSX COBMECTUTEIBCTBA, HIIH TPY0Bas KHMKKa y PaboTHuka
OTCYTCTBYET B CBSI3H C €€ YTPaToii, IOBPEKACHHEM HIIH T10 IpYTHM [IPUYHHAM;

- CTPaxOBOE CBUJIETEIBCTBO 0053aTE/IBHOIO NEHCHOHHOIO CTPAaXOBaHHs,

- IOKyMEHTBI BOMHCKOT0 y4€Ta - U BOCHHOOOSI3aHHBIX H JIHII, TIOUIEXKAIIMX IIPU3LIBY Ha
BOEHHYIO CIIyKOY;

- TOKyMeHT 06 0Gpa30BaHUH U (HJIH) KBATM(pUKALUS WM HATHYHE CIICHHAIbHbIX 3HAHWM - IpH
IOCTYIUIEHHH Ha paboTy, TpeOyIOIIyIO ClIeHaIbHBIX 3HAHUH WM CIEIHAIbHOM MMOATOTOBKH,
- cBuzerenbeTBo o npucsoennn MHH (mpu ero nanu4uu y paboTHUKA);

- JIOKyMEHTHI O TIPOXOJKIACHUH MPEIBAPHTENLHOIO MEULIMHCKOr0 0CMOTPA IPH NOCTYIUICHUU HA
paGoTy U MEPHOIUYECKUX MEAMIHHCKIX OCMOTPOB, B IIEPHOL JIeficTBHS TPYIOBBIX OTHOILICHHH;
- JIOTIOTHHUTEJIbHBIE IOKYMEHTBI - B OTJIEJIbHBIX CITydasX, Ipe/lyCMOTPEHHBIX Tpy10BBIM
KozexcoM Poccuiickoii ®esepaiun, HHBIMA (eepaTbHbIMU 3aKOHAMH, yKasaMH [Ipe3unenra
Poccuiickoii Denepanuy U OCTaHOBIECHUSAMH [IpaBUTEILCTBA Poccuiickoit enepanuu;

- coryiacue Ha 00paboTKy NEpPCOHATBHBIX HaHHBIX.

3.7. PaboToaTelb MOXKET 00pabaThiBaTh CIIEAYIOIIHUE IEPCOHANIBHBIC TAHHDBIC pabOTHHUKA!

- pamuust, UM, OTYECTBO;

- laTa ¥ MECTO POXKJICHHUS,

- ajpeca MecTa )KHTEIbCTBA U PErHCTPALliH;

- KOHTAKTHBIN TelIe(OH;

- TPaXXJAHCTBO;

- oOpa3zoBaHue;

- mpodeccust, JOIKHOCTb, CTaX padoThI;




- ceMeifHOe TOJIOKEHUE, HATMINE JETEH;

- cepusi X HOMEP OCHOBHOI'O IOKYMEHT, YA0CTOBEPAIOLICTO JTMYHOCTH, CBEJICHHS O BbI1a4e
yKa3aHHOTO JIOKyMEHTa H BBIIABIIEM €T0 OpraHe;

-aHHBIE CTPAXOBOTO CBHACTENLCTBA FOCY 1aPCTBEHHOTO IIEHCHOHHOTO CTpaxOBaHMUs,

- ueHTUQUKAMOHHBIH HOMEP HAJIOrOIIATE IBIIHKA;

- TabeIbHBIA HOMED;,

- CBEJICHHA O 10X0J1aX;

- CBEJIEHHUS O BOUHCKOM Y4eTe;

- CBEJICHHUS O CYIMMOCTSIX;

-CBEJICHHS O TIOBBIIICHHH KBaTH(HUKAIHH, O npo(eCCHOHANBHOM MEPErorOTOBKE;

- cBejleHns 0 Harpajiax (MOONIPEHHSX), IOYETHBIX 3BAHMSAX;

- CBEJIEHHS O COI[HAJIBHBIX rapaHTHAX;

- CBEJICHHS O COCTOSIHAHU 3/I0POBBS, BIMSIOIIME HA BBINOTHCHAC TPYyA0BOH (yHKIIHH.

3.8. IIpu opopmiternn paGoTHuKa B OpraHu3ammio paGOTHHUKOM OT/IeNIa KapoB 3aIOJHACTCA
yun¢uimposanHas popma T-2 «Jluunas kapToika paGOTHHKa», B KOTOPOH OTPAXKAIOTCA
aHKEeTHBIE U OHorpaduyecKue JaHHbIE paOOTHHKA!

3.9. JTuunoe neno PaboTHrKa 0GOpMIIAETCs TIOCIIE U3/IaHUS TIPHKA3a O npuéMme Ha paboTy.
3.10. PaGoronaTens obsi3aH obecednTs PaGoTHUKY CBOOOIHBIH fecIuIaTHBIA JOCTYII K €ro
TepCOHABHBIM JaHHBIM, BKJIFO4as IPaBO Ha MOy ICHHE KOMuii JIF000# 3aMKMCH, COIEpIKAICH ero
IepCOHAIbHBIE aHHbIE, 33 HCKIIIOUCHHEM CITy4aeB, Mpe/lyCMOTPCHHDIX 3aKOHOM

3.11. PaGOTHMK HMeeT paBo TpeGOBATb HCKIIOUEHHS HJIH HCIIPAB/ICHHS HEBEPHBIX HIIH
HETIOJHBIX IIEPCOHAIBHBIX JaHHBIX, a TAKXKE TaHHBIX, 06paboTaHHBIX ¢ HAPYIICHHEM
TpeGoBaHHii, OIpeIeEHHBIX TPY0OBEIM 3aKOHOAATEIBLCTBOM. IIpu oTkaze paboroaaTess
MCKIIIOUMTP WA HCIIPABHTH MEPCOHATbHBIE JaHHbIe PAOOTHUKA OH MMEET NPABOo 3aiBHTR B
mECEMEHHOM (popMe PaGoToaTesmo 0 CBOEM HECOTIIACHH ¢ COOTBETCTBYIOLINM 000CHOBAaHUEM
Takoro Hecornacus. [lepcoHaIbHBIE JaHHbBIC OIICHOYHOTO XapaKTepa PaGoTHHK UMEET IPaBoO
JOTIOJTHUTD 3asiBICHAEM, BRIP@XAIOIIMM €ro COOCTBEHHYIO TOUKY 3PCHH.

4. YCJIOBUSI OBPABOTKY U XPAHEHWS ITEPCOHAJIBHBIX JTAHHBIX

4.1. B MYK «KLIBC» co31al0TCsl ¥ XpaHATCs CIICAYIOLINe TPYIIbl KaJpOBBIX JIOKYMEHTOB,
coJepiKallie JaHHbIe O pabOTHUKAX B €AMHUIHOM HJIH CBOJXHOM BHIC.

- IOKyMEHTBI, COIIPOBOXKIAIOIIHE IPOIECC ohopMIIeHHs TPYOBBIX OTHOILICHUH MPH MPHEME Ha
paboTy, epeBojie, YBOJIIbHEHHH,

- IMYHBIE [€J1a ¥ TPYIOBbIC KHIKKH PaOOTHHKOB;

- [OJUTMHHUKHA ¥ KOITHH NPUKa30B (PAcCTIOPIKEHHUIH) IO JIATHOMY COCTaBY;

- JJOKyMEHTBI, CBSI3aHHBIE C BBIILIATOH 3apaOOTHOH ILIaThI;

-CIIPaBOYHO-HH(OPMAIMOHHBIE JaHHBIE 10 IIEPCOHATTY, KApTOTCKH, JKypHAaJIbI;

-[IOJUTMHHUKH ¥ KOIUHA OTYETHBIX, AHATUTHIECKUX U CIIPABOYHBIX MATEpHaOB, MEPE/IABACMBIX
PYKOBOJICTBY YUYPEIKACHHUS;

-KOTIMH OTYETOB, HANIPABJIAEMBIX B IIPEYCMOTPEHHBIX 3aKOHOM CJIyHasX B rocyJapCTBEHHBIC
OpraHbl CTATUCTUKH, HAJIOTOBbIE HHCIIEKIMK U APYTHE OpraHbl (opraHu3alym).

4.2. K mrunoMy aeny PaGoTHHKa MPHOOIIAIOTCS:

- IHChMEHHOE 3asiBJIEHHE O pUEMeE Ha padoTy;

~MeIHIHHCKOE 3aKIIIOUeHUE O pe3yIbTaTax 0053aTe/IbHOr0 IPeABAPUTEILHOTO MEIUIIMHCKOIO

0CMOTpa;

-METUIIMHCKOE 3aKTIOYEHHE O pe3yJIbTarax 00s3aTeIbHOr0 MepHOANIECKOro MEIUIIMHCKOTO
0CMOTpa,

- TPyAOBO#i IOTOBOD;

- JIOTIOJIHMTEJIbHBIC COIVIAIICHHS K TPYZI0BOMY A0TOBOPY:;

- IOJDKHOCTHAsi HHCTPYKIIHS,

- mpuKa3 o npHéMe Ha padoTy;




- IpHEKa3kI O TIEPEBOJIE Ha JIPYTyIo paboTy;

-npyKa3bl 00 H3MEHEHHSX yCIIOBHH TPYZOBOIO I0T0OBOPa;

- mpuKa3 00 yBOJIbHEHHH:

- aTTECTAllMOHHBIE JTUCTBL.

4.3. JlaHHbIe TOKYMEHTBI SIBJISIOTCS KOH(HUIEHIHATbHBIMH. PexHM KOH(HUICHIMATBHOCTH
MEePCOHATBHBIX JaHHBIX CHUMAETCA B CIIydae 003 IHUMBAHUS WIH 10 UCTEUSHUH 75 JIET CpOKa
XpaHeHHsl, €CJTH HHOE HE ONPEICICHO 3aKOHOM.

4.4, O6paboTKa NepCOHAIBHBIX TaHHBIX pabOTHHKA MOXKET OCYIIECTBIIATECA HCKIFOUHTEILHO B
He/1sIX obecreye s coOMoIeH s 3aKOHOB 1 HHBIX HOPMATHBHO-NPABOBBIX AKTOB, oopmiteHus
TPY/JIOBBIX OTHOLICHHH, BE/ICHIS KaJ[pOBOTO ACTONPOU3BOICTEA, COIEUCTBHA B
TPY0yCTPOICTBE, 00y ICHHH, IOBBILECHHUH 110 ciyxk6e, MOJIb30BaHHH PA3IHIHBIMU JIbIOTAMH U
rapaHTHSIMH, 00eCIeueH s JTMYHOH 0e301acHOCTH paGOTHHKOB, KOHTPOJIsSi KOJTMYECTBA 1
KauecTBa BHIMOJIHAEMOM paboThl M COXPAHHOCTH MMYIIECTBA.

4.5. O6paGoTKa YKa3aHHBIX [IEPCOHAIBHBIX TAHHBIX paGOTHHKOB paboToHaTeIeM BO3MOXKHA
TONBKO C HX COTVIACHS MO0 6e3 HX COTJIacHs B CIEMYIOMHX CIydasX: - IEPCOHATbHBIC NAaHHEIC
ABJISIOTCS OOIIE0CTYIIHBIMHE; - IEPCOHABHBIE TAHHBIE OTHOCATCS K COCTOAHHIO 310POBhA
paGoTHHKA U HX 00paboTKa HEOOXOIMMA JUIA 3ALIUTEI Cro JKU3HH, 3J10pOBbsI HJIH HHBIX
KH3HEHHO BAXKHBIX HHTEPECOB JIMO0 KHU3HHU, 3/0POBbS HIIM HHBIX KH3HEHHO BXHBIX WHTEPECOB
JPYTHX JIHI] ¥ [IOJly4eHHE COTJIacks padOTHHKA HEBO3MOXKHO; IO TpeGOBaHHUIO TIOJTHOMOYHBIX
roCyapCTBEHHBIX OPraHoB B CIIy4asX, MPEyCMOTPCHHBIX (eepantbHBIM 3aKOHOM.

4.6. PaGoromaTens BripaBe 00pabaTeiBaTh NEPCOHATBHbBIC TAHHBIC pabOTHUKOB TOJIBKO C UX

IIMCHBMEHHOT'O COIIacHsl.
4.6.1. [lrcpMeHHOE coriiacie paboTHHKa Ha 006pabOTKy CBOUX NEPCOHAIBHBIX TaHHBIX JIOJKHO

BKJIIOYATH B ceOs:

- haMmTHIO, MM$I, OTYECTBO, aJIpec cyOBeKTa [IepCOHAIBHBIX AaHHBIX, HOMEP OCHOBHOTO
JOKYMEHTA, yI0CTOBEPSIOLIErO ero JMIHOCTh, CBEICHHSA O Aate BBIIa4d YKa3aHHOTO IOKyMEHTA
U BBIIABIIIEM €r0 OpraHe; '

- HauMeHOBaHuUe ((paMIITHIO, UMsI, OTIECTBO) H apec ONepaTopa, MOy HaroIIero coryiacue
cyOBeKTa NepCoOHaIbHBIX JTaHHBIX;

- eyt 00paboTKU MEPCOHATBHBIX TaHHBIX]

- epeyeHb MEePCOHABHBIX JaHHBIX, Ha 06paboTKy KOTOPBIX /IaeTCsl Corylache cyOBeKTa
IIepCOHAIBHBIX JaHHBIX]

- IIlepedeHb JeiCTBHIT C IePCOHABHBIMH JIAHHBIMH, Ha COBEPIICHHC KOTOPBIX JIaeTCs COrjacue,
o6IIee ONMMCAHKe HCIIONB3YEMBIX ONIEPATOPOM CIIOCO00B 06pabOTKH NEPCOHAIBHBIX JIaHHBIX;

- CPOK, B TeYeHHE KOTOPOTo JIEHCTBYET COIIACHe, a TAKKe MOPAI0K €ro OT3bIBA.

®opMa 3agBJIEHHS O COITIACHH PabOTHHKA Ha 06paboTKy MEePCOHAIBHBIX JaHHBIX CM. B
npusoxenun | K HacTosmeMy [10JI0XKeHHIO.

4.6.2 Cornacue paboTHHKa He TPeOYeTCs B CIIEMYIOMIMX CIIydadX:

1) 06paboTka mepcoHaNbHBIX JaHHBIX OCYIIECTBIISCTCA Ha ocuosauuu TpyaoBoro koaekca PO
JJTM MHOTO (he/IepabHOTO 3aKOHA, YCTAHABIIHBAIOIIETO ¢ 1IeIb, yCIOBHA HOJTyYEeHHUS
IePCOHATBHBIX JAHHBIX M KPYI' CyOBEKTOB, IEPCOHANBHBIC IAHHDIC KOTOPBIX MOJIIekKAT
06paboTKe, @ TaKXKe ONPECIISIONIEro MOTHOMOHA paboTroaTeis;

2) 06paboTKa MepCOHATbHBIX JAHHBIX OCYIIECTBIIACTCA B IE/IIX UCIIOJHEHHS TPYI0BOIO
JIOTOBODA;

3) 06paboTKa IIepCOHATBHBIX JaHHBIX OCYIIECTBIACTCA 1L CTAaTUCTHYECKUX HJIM HHBIX
HAYYHBIX 1IeJIeH TIPH YCIOBUH 00513aTeIbHOrO 06e3TMYNBaHUs TIEPCOHAIBHBIX JAHHBIX;

4) 06paboTKa NEPCOHAIBHBIX JIaHHBIX Heo6XouMa IS 3alUThI )KU3HH, 3[I0POBbS MJTH HHBIX
KH3HEHHO Ba)KHBIX HHTEPECOB PaGOTHHKA, ECITH MOJIyYEHHE €ro COrnacs HEBOSMOMKHO.

4.7. O6paboTka nepCcoHaIbHBIX IaHHbIX B MH(POPMAILIMOHHBIX CHCTEMAX NEPCOHAIBHBIX JTAHHbIX
OCYILIECTBJIAETCS B COOTBETCTBHH € TpeGOBaHHUAMHU [TOCTAHOBJICHHS I[IpasurenbcTBa PO o1
01.11.2012 Ne 1119 «O6 yTBepxaeHHH TPeOOBAHHIT K 3aIIUTE MEPCOHAILHBIX JIaHHBIX [IPH MX




06paboTke B MHPOPMAIIMOHHBIX CHCTEMAX [EPCOHATBLHBIX JIAHHBIX», HOPMATHBHBIX IOKYMEHTOB
YHOJHOMOYEHHBIX (he/IepalIbHBIX OpraHoB UCIIOJIHUTEIIBHOM BJIACTH.

4.8. O6paboTKa NepCOHAIbHBIX JaHHBIX, OCYIICCTBIACMAs 0e3 HCII0JIE30BaHus CPEJICTB
ABTOMATH3AIIMH, CYATACTCS TAKOBOM, €CIIH Takue IeHCTBUSA € IICPCOHATLHBIMH JTAaHHBIMH
OCYIIECTBIISIOTCS IPH HEMIOCPEACTBEHHOM y4aCTHH HCIOBEKA. O6paboTKa NepcoOHAIBHBIX
JaHHBIX, OCYIIECTBIIsleMast 6€3 MCIIOJIb30BaHMs CPE/ICTB aBTOMATH3aIH, OCYIIECTBIIETCS B
COOTBETCTBHH ¢ TPeGOBAHUAMHU I10CTaHOBNEHUs [IpaBUTEIbCTBA P® ot 15.09.2008 Ne 687 «O6
yrBepxkaennn [1010Kenns 06 0COOEHHOCTAX 06paloTKH MEPCOHANBHBIX TaHHBIX,
OCYIIIECTBIISEMOl Oe3 HCIIOIb30BAHHS CPEICTB aBTOMATU3ALIIIL .

4.9. TlepcoHasbHbIE TaHHBIE PAOOTHHKOB MOTYT GBITH [10JTy4EHBI, IPOXOIUTH JaJIbHEHIIYIO
06paboTKy ¥ IepeIaBaThCsl Ha XpaHEHNE KakK Ha OyMaKHBIX HOCHTEIISX, TaK U B 2JIEKTPOHHOM
BHJIe- JIOKATBHOM KOMITBIOTEPHOM CETH U KoMIbloTepHoit iporpamme «1C: 3apriata u KaapbD.
4.10. JIoKyMeHTBI, COJIepKalllie IIepPCOHabHBIE TaHHBIC, JI0JUKHEI o0OpabaTbIBaTHCS B
CIy’KeOHBIX TOMEIIEHUSX C OTPaHUICHUEM JOCTYIIA.

4.11. CyOBeKT MepCOHATBHBIX JAHHBIX 00513aH MPEOCTABIATH JIOCTOBEPHBIE CBEJICHHUS.

4.12. Ilpy ©3MEHEHUH IIEPCOHAIBHBIX JIAHHBIX pabOTHHUK MHICBbMEHHO YBEIOMJISCT PaGoTtonares
0 TAKUX H3MEHEHHUSX B CPOK, HE MPEBBIIAIONMI 14 HEH ¢ MOMECHTA X U3MEHCHHAL. JlanHOE
0Gs3aTeBCTBO HE PACIPOCTPAHSETCS HA U3MEHEHH)E TIePCOHAIBHBIX IaHHBIX, TIpeI0CTaBIICHUEC
KOTOPBIX TPEOYeT COOTBETCTBYIOIIET0 COTIACHs pabOTHHKA.

4.13. B mensx o6ecriedeHns COXpaHHOCTH ¥ KOH(HICHIHATBHOCTH IEPCOHATBHBIX JIAHHBIX BCE
OllepaIHH C IEPCOHAIBHBIMH JTaHHBIMH JI0JKHBI BBITOTHATLCS TONIBKO paboTHHKAMH
yUpEKIEHHs], OCYIIECTBIISIOIMMH JTaHHYIO paboTy B COOTBETCTBHH C TPY/IOBbIMH
00s13aHHOCTSIMH.

4.14. 3anpernaeTcsi XpaHATh JTOKYMEHTBI, COACPIKAIIUC [IEPCOHATLHBIC JTAaHHBIE, U UX KOIIMH Ha
pabounx MecTax U (W) B OTKPBITOM JIOCTYIIC, OCTABIIATE mKadsl (cefipl) OTKPHITBIMU B
cllydae BbIX0/a pabOTHHKA U3 padoYero MOMELICHHA.

4.15. B 2IeKTPOHHOM BHJI€ AOKYMEHTBI, COJCPIKAIIUE NEPCOHATbHBIC IAHHBIC, pasperaercs
XPaHHTh B CMENHATH3UPOBAHHbIX 0a3ax JTaHHBIX WA B CHICIHATLHO OTBEJIEHHBIX ISl 3TOTO
JUPEKTOPHUSIX C OTPAHHYEHHEM H Pa3r PAaHUYCHHEM JI0CTYTIA. KonupoBaHHE TaKHX JaHHBIX
3ampeleHo.

4.16. Ilpu yBo/IbHEHHH pabOTHHKA, UMEIOIIEro IOCTYII K TIepCOHAIBHBIM JIaHHBIM, JIOKYMEHTBI H
MHBIE HOCHTEJIH, COJIEpIKalyie IEPCOHATbHBIE TaHHbIC, CAAOTCA pabGOTHUKOM CBOEMY
HEIOCPEACTBEHHOMY PyKOBOAHUTEIIIO.

4.17. TlepconanbHble JaHHbIE PaOOTHHKA XPAHATCS B OT/CIIE Ka/IpOB, B celihe Ha OyMaXKHBIX
HOCHTE/ISX M Ha 3JEKTPOHHBIX HOCHTEISX C OrPaHMYCHHBIM JI0CTYTIOM.

5. 3AILIUTA TIEPCOHAJIbHBIX JAHHBIX

5.1. O6paboTKa IEPCOHATBHBIX JAHHBIX OCYLIECTBIIACTCA TIOCTIE NpUHSTHS HEOOXOIUMBIX MEp

10 3alIUTe NEPCOHATIBHBIX JaHHBIX.
5.2. 3amura NEepCOHAIBHBIX JaHHBIX pa60THm<a OT HENIPAaBOMEPHOI'O UX HCIIOJIb30BAaHUs UIIH

yTpaThl 06€CeYnBACTCS 3a CUET CPEICTB OPraHu3aluH B HOPSAKE, yCTaHOBJIEHHOM

(enepaTbHBIMU 3aKOHAMH.

5.3. PaGoToareb Ha3HayaeT pabOTHHUKA, OTBETCTBEHHOIO 33 OpraHU3alluIo o0paboTku
IIePCOHANBHBIX JJAHHBIX, YCTAHABIMBACT MEPEUCHD JIHIL, OTyIICHHBIX K 00paboTKe
IIEpCOHAIBHBIX JaHHBIX.

5.4. JIuma, JoNyLIeHHBIE K 00paboTKe NEPCOHANBHBIX J1aHHBIX, [IO/ITACHIBAIOT 0053aTeIbCTBO O
HepasIylallleHuH I€PCOHAIBHBIX JAHHbIX.

5.5. PaGOTHUKH JOJDKHBI OBITH O3HAKOMJIEHBI [10/] POCIIUCE € JIOKyMEHTaMH,
yCTaHaBJIMBAOLIMMH [IOPAJIO0K 06paboTKU NepCOHAIBHBIX JTaHHBIX paGOTHUKOB, a TaKxke 00 HX
mpaBax ¥ 00S3aHHOCTSIX B 3TOH 001aCTH

5 6. PaGOTHHKH He JIOJKHBI OTKa3bIBATHCS OT CBOMX IIPaB Ha COXPAHCHUE U 3AIIATY TalHBI




6. JIOCTYTI K [IEPCOHAJIbHBIM JAHHBIM PABOTHVKA

6.1. BHyTpeHHHUI T0CTYI (ZOCTYI BHYTPH B MVYK «KIIBC»),

[IpaBo H0CTYyMa K MEPCOHATBHBIM JIaHHBIM Pa6GoTHHKa UMEIOT:

- nupextop B MYK «KIBC»

- CTIEIMAJIMCT OT/IeJIa KaIpOB;

- COTPYJHHUKH OyXTalTepHH - K TeM JaHHBIM, KOTOPBIC HEe0OXOMMBI /IS BBIIOJIHEHUS
KOHKPETHBIX (DyHKIIHIA;

- caM PaboTHHK, HOCUTEIb JaHHBIX.

6.1.1. Ilepeiada mepCOHANBHBIX JAHHBIX MEXAY CTPYKTYpPHBIMA opa3AeIeHUsIMH
OCYIIECTBIIAETCS TOJIBKO MEX/y PaOOTHUKaMH, HMEIOIIMMHU JIOCTYII K IepPCOHATBHBIM JIAHHBIM.
6.2. BHemH##i 10CTYyII:

IlepcoHanbHbIC JAHHEIE B COOTBETCTBUH ¢ HOPMaMH JIeHCTBYIOIIETO 3aKOHOIaTe/IbCTBA MOTY T
Iepe1aBaThCsl B TOCY1apCTBEHHBIC U HETOCYIapCTBEHHBIC OpraHbl 1 YUpEeXICHHUS, B YaCTHOCTH:
- HAJIOrOBBIE OPraHBbl;

- Oprasbl COMAIBHOTO CTPAXOBAHHU;

- OpraHbI FOCYIAPCTBEHHOM BIIACTH B Chepe 3aHATOCTH HACCICHHA;

- BOGHKOMATHI;
-GaHK, B KOTOpBIH NepeuncisieTcss 3apaboTHas 1jlaTa B COOTBETCTBUHM € 3asiBJleHHEeM paOOTHHKA;

- IPaBOOXPAHUTEIIBHBIE U Cy/I€OHBIC OPTaHbL;

- PO COIO3HBIE OPTaHbl.
6.3 [lepeaua MepCOHATBHBIX JJAHHBIX TPETBUM JIMLAM OCYIIECTBIACTCA TOJIBKO ¢ TUCHbMEHHOTO

cornacus cyObeKTa, 3a HCKIIFOYEHHEM CIIy4aeB, yCTaHOBICHHbIX (enepaabHBIMK 3aKOHAMH.
[TepcoHaIbHBIE JaHHBIE IEPENAIOTCSA C 00s3aTeIbHBIM YBEIOMICHHEM JIMIIA, OJTy4aoMIero uX,
06 06S3aHHOCTH HCIIOMb30BAHMS MOTyeHHOM KOH(pHUIEHIHATbHOH uH(pOpMAIUHU JMIIb B HEJAX,
TS KOTOPBIX OHA COOOIIEHa, U C MPEAYNPEKACHHEM 00 OTBETCTBEHHOCTH 3a HE3aKOHHOE
HCIIOJIB30BAHHE JaHHON HHPOPMAIMH B COOTBETCTBHH C (eiepalbHbIMH 3aKOHAMH.
(Ipunoxxerne Ne 2)

6.4 OTBETHI HA THCHMEHHBIE 3aIPOCHI APYTUX OpraHu3alui 1 YUpEeKJICHHH B IIpe/iesiax ux
KOMIIETEHIIMH U TIPeIOCTABIIEHHs IOJTHOMOYMH Jal0TCs B IACEMECHHOM BH/IC Ha 6manke MYK
«KLIBC» u B TOM 00BEME, KOTOPbIH II03BOJIACT HE pasrilariarh U3JIMLIHAN 00BEM
NMepCOHANBHBIX CBeICHUH 0 PaboTHHKAX MVK «KIBC»

6.5. [epenaua uHdOpPMAIHH, COACPIKAIICH CBEACHHS O INECPCOHAIBHBIX naHHbIx PaboTHHKa
MVYK ©KIBC» o Tenedory, hakcy, 3IeKTPOHHOH mouTe 0€e3 MMCHhbMEHHOI0 COTrIacus
PaGoTHHKa 3aIIpeIIaeTCsl.

7. UICITOJIb30BAHME ITEPCOHAJIBHBIX JIAHHBIX PABOTHHUKOB

7.1. TlepcoHasbHbIe JaHHbIE PabOTHHKA HCTIONB3YIOTCS JUIA 1ieJieil, CBsI3aHHBIX C BBIITOJTHEHUEM

PaGOTHUKOM TPYAOBBIX (QYHKIIHA.
7.2. PaboTomaTelb HCIOJIb3yeT MepcoHaIbHBIE JaHHble PaOOTHUKA HCKIOUHTEILHO AL

oBecIeeH s COOITIOIEHH)S 3aKOHOB U MHBIX HOPMATUBHBIX IPABOBbIX aKTOB, UL PEIICHHA
BOIPOCOB MPOIBUKEHHUs pabOTHHKA 110 ciyx6e, OuepeHOCTH MPeJOCTaBIEH s OTITYCKa,
YCTAHOBIIEHHs! pasMepa 3apIlIaThl, KOHTPOJIS KOJTHYECTBA 1 KadecTsa BBINOJIHAEMON pabOTHI U

obecrnieyeHUs1 COXpPaHHOCTH HUMYIIECTBA.

8. OTBETCTBEHHOCTbD 3A HAPYIIIEHME HOPM, PEEYIIUPYIOIIUX OBPABOTKY U
3AILIUTY ITEPCOHAJIBHBIX IAHHBIX

8.1. PaGOTHMK, KOTOPOMY B CHJIy TPY/IOBbIX OTHOLICHUH CTaja U3BECTHA uH(popManus,
COCTABIISIONMIAs [IEPCOHANBHBIE JAHHEIC, B CIly4ae HapyIICHUs PEXKUMA 3AIUTBI STHX JTAHHBIX




HeceT MaTepHaIbHYIO, JUCIHILTMHAPHYIO, aIMUHHCTPATUBHYIO, rpaXk1aHCKO-IIPaBOBYIO HIIH
YTOJIOBHYIO OTBETCTBEHHOCTD B TIOPS/IKE, YCTAHOBJICHHOM (enepaibHBIMH 3aKOHAMH.

8.2. MopanbHslit Bpe/l, IPUIMHEHHBI PaOOTHUKY BCICACTBUC HapyIICHHH €ro Mpas,
HapyLIEHHs TIPABAJI 0GPaGOTKH MEPCOHANBHBIX IAHHBIX, YCTAHOBICHHEIX denepalbHBIM
3aKOHOM OT 27.07.2006 Ne 152-®3, mouIeXKuT BO3MEILICHHIO B COOTBETCTBUH €
3aKoHOIaTeIbCTBOM Poccuiickoii @eepanuy. BosMeneHne MOPaIbHOTO Bpea
OCYILLECTBIISETCS HE3aBHCHMO OT BO3MEIICHHS HMYLIECTBEHHOTO Bpe/ia 1 [IOHECEHHBIX
PaGOTHHKOM yOBITKOB.







