MONOXEHWNE
0 3aluTe NepcoHanbHbIX AaHHbIX paboTHUKOB

MyHUUMNansHOro 6104XeTHOro AOWKONbHOrO 06pa3oBaTeNbHOro yupexaeHus
«[leTckuin cag N° 25 «3onywka» rop. [epbeHTta

™

1. OBLLUME NONOXEHUA

1.1. Hacroswee [lonoxeHue 0 3alinTe NepcoHanbHbIX AaHHbIX paboOTHNMKOB AOLLIKO/bHOIO
obpa3oBaTenbHOro ydpexaeHna (nanee - [MonoxeHwe) pa3paboTaHo C UeNbl 3awWMThl
MHPOPMaLUMKM, OTHOCSLLENCH K NUYHOCTM U NUYHOU XU3HU PaboOTHUKOB MyHMUMNANbLHOro
6rogxeTHOro AOLWKOSIbHOro obpa3oBaTenbHOro yupexaeHus
«[letcknit cag N2 25 «3onywka» rop. [epbeHTa (Aanee YupexaeHwus), B COOTBETCTBUWU CO
cTatbern 24 KoHcTuTyumm Poccuitckon ®egepauuu, TpyaoBbiM KoAekcoMm Poccuiickon
depepaumm un QOegepanbHbiMM  3akoHamu oT 27 wuona 2006 roga N2 149-03 «06
nHpOpMaLMn, NHHOOPMALLIMOHHBIX TEXHONMOMMAX W 0 3aumTe nHpopMaunmn»,

oT 27 wions 2006 roga N? 152-03 «O nepcoHanbHbIX AAHHbIX»,

1.2. MonoxeHue 0 3awuTe NepcoHanbHbIX AaHHbIX PAabOTHWMKOB yCTaHaBAMBaeT NOPSAOK
nonyvenus, yderta, obpaboTkn, HaKoNNeHna u XpaHeHna AOKYMEHTOB, CoAepKallnx
CcBefleHUs, OTHECeHHbIe K NepCoHanbHbIM AaHHbIM paboTHMKOB y4ypexaeHunsa. PaboTHukamu
cyuTatoTca nuua, paboraowme B yuYpexaeHmn no TpyA0BOMYy AOMOBOPY.

1.3. Lensto HacTosiwero MonoxeHns SBNSETCA NCNONHEeHWe 3akoHoaaTensctsa PO B obnactu
3alUMThl NEPCOHaNbHbIX AAHHbIX.

1.4. K akTam obasaTenbHbIM K UCMONHEHWIO B YYPeXAeHMN OTHOCATCS 3aKoHoAaTenbcTso PO
B chepe 3awnThbl MHMOPMaLIMK, a TakxXKe NPUHATLIE Ha ero OCHOBaHMKW NoKanbHble
HOPMaTUBHbIE aKThbl YYpPeXAeHUs.

1.5. Hacrosuwlee lMonoxeHne o 3aWmnTe NnepcoHanbHbIX AaHHbIX AOMXKHO BbITh NoANMCAHO
3aBe/lylouMM yypexaeHmem, n sce paboTHMKN A0NXHbl BbiTb NMCbMEHHO MOA POCMMUCH
03HaKOM/1eHbI C HUM.

2. MOHATUE N COCTAB NEPCOHAJIbHbIX AAHHbIX

2.1. lNoa nepcoHanbHbIMK AaHHbIMKM PaboTHUKOB NoHMMaeTcs nHdopmauus, Heobxoanmas
paboToaarTento B CBA3W C TPYAOBbIMW OTHOLUEHUSAMU U KACALAACs KOHKPETHOro paboTHMKa,
a TaKkXxe CBeAeHusa o pakTax, cobbiThsx n 06CcTosTeNbCTBaxX Xn3HM paboTHMKa, NO3BONAOLIME
MABHTNHUUNPOBATL ero MYHOCTb.

2.2. CocTaB nepcoHanbHbIX AaHHbIX paboTHMKa:

- aHkeTa;

- asTobunorpadus;

- obpa3oBaHue;

- CBEAeHWs 0 TPY/AOBOM M 0b6LUEM CTaxe;

- cBeAeHUA 0 npeAblayuiem mecre paboTsl;

- CBE1€HUS O COCTaBe CeMbMU;

- NacnopTHble AaHHbIE;

- CBe/leHMUA 0 BOMHCKOM yyeTe;

- cBeJeHMa o0 3apaboTHOM Nnarte COTpyaHUKA;

- CBE/IEHMA O COUManbHbIX NbroTax;

- CNeunanbHoOCTb;

- 3aHMMaemMasn AOJ/IKHOCTL;



- pa3mep 3apaboTHON nNnaThl;

- Hanu4yune cyanmMmocTen,

a/Apec MecTa XUTenbCTea;

AOMalWHWA TenedoH;

coaepxaHue TpyAoBOro A0rosopa;

cofepxaHue aeknapauumu, NnogasaemMon B HANOrOBYH MHCMNEKUMIO;

NOANTMHHUKM U KOMWK NPUKA30B NO IMYHOMY COCTaBy;

NWYHbIe Aena v TPYAOBble KHUXKW COTPYAHWKOB;

OCHOBaHWS K NpMKasam no NMYHOMY COCTaBy;

- Aena, coaepXauiMe matepuanbl N0 NOBbIWEHUK KBanudukaumm n nepenoarotToske
COTPYAHWKOB, UX aTTecTaunm, cnyxebHbiM paccnefoBaHUsaM;

- KONWW OTYETOB, HanpasNseMble B OpraHbl CTaTUCTUKK;

- KOnuu AoKyMeHToB 06 obpa3oBaHuu;

- pesynbTaThl MeAWMUMHCKOro obcnegoBaHmsa Ha NpeaMeT roAHOCTU K OCYLLEeCTB/IeHUIO
TPYAOBbIX 0653aHHOCTEN;

- (hoTorpacum 1 1Hble CBEAEHUS, OTHOCSLUMECH K NepcoHanbHbiM AaHHbIM paboTHWKa;
- peKkoMeHAauunu, xapakTepucTukm un T.n.

2.3. YKa3aHHble B N.2.2. CBeAEHUS SIBNAIOTCA KOHMUAEHLMANbHBIMU U HE noanexar
pasrnaleHnio nHayve Kak no 0OCHOBaHWAM, NPeayCMOTPeHHbIM 3aKoHoAaTeNbeTsoM PO. Pexunm
3aUMTbl NEePCOHaNbHbIX AaHHbIX MOXET BbITb CHAT N0 UcTedyeHun 75 net, ecnn 6oNbLWKK CPoK
He NpeAyCMOTPEeH 3aKOHOAATeNbCTBOM WUNK cornaweHnemM ¢ paboTHUKOM.
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3. OBA3AHHOCTW PABOTOAATENA

3.1. B uensx ucnonHeHus tpeboBaHuin 3akoHogatenscrsa PO npun obpaboTke nepcoHaAbHbIX
AaHHbIX, BCe pabOTHMKYK yuYpexaeHUs A0MKHbI MCNONHSATE YCTaHOBNEHHbIA NOpsAOK paboThl:
3.1.1. PaboTa c nepcoHanbHbIMKU AaHHbIMKM paboOTHUKOB AOMXHA HE HapywaTb TpeboBaHui
3akoHopatenscTea PO 1 nokanbHbIX HOPMaTUBHbLIX aKTOB OpraHuM3aunm, n AomkHa bbiTb
HenocpeACTBEHHO CBA3@aHa C OCYLWEeCTBNIEHNEM UMW CBOMX TPYAOBbIX DYHKLMA.

3.1.2. MNpun cbope 1 obpaboTke NepcoHanbHbIX AaHHbIX paboTHUKa paboTodaTens A0MKeEH
pykoBoAcTBoBaTbCs KOHCTUTYuuen PO, TpyaoBbiM KogeKkcoMm PO 1 MHbIMK degepanbHbIMM
3aKoHaMu,

3.1.3. NepcoHanbHble AaHHble paboTHMKOB A0MKHbI BbiTh NONYYeHbl TONLKO
HEeNnoCpeAaACTBeHHO y Hero. Ecnu ans obpaboTku ero AaHHbIX MAKW UX NONYYEeHUS
npuBEKaeTcs TpeTbM Nnua, To paboTHUK A0MKEH AaTh NpeABapuTesibHOe NUCbMEHHoe
cornacue Ha 310. OAHOBpPEMEHHO paboTHMK AoNXeH BbiTh yBeagoMNeH 0 uenax cbopa
nHbOPMaUnK, NCTOUYHWKAX ee NoNyyYeHus, a TakXe 0 NoCNeACTBMAX 0TKasa oT
npeaocTaBnNeHns NMCbMEeHHOro cornacusa Ha céop nHpopmauumu..

3.1.4. lNepcoHanbHble AaHHble paboTHMKA O ero NOUTUYECKUX, PENUTUO3HbBIX U NHbIX
ybexaeHnsX, YacTHOM XW3HM, @ TaKXKe YNeHCTBe B 061ecTBEeHHbIX U NPOdCOO3HbIX
opraHusauuax He nognexar cbopy yydpexaeHuwem, ecninv MHoe He NpeayCcMOTPeHo
3aKOHOAATENbCTBOM.

3.1.5. 3awuTa nepcoHanbHbIX AaHHbIX paboTHMKa Ao/kHa obecneynBaTbCa NONHOCTHLIO 3a
cyeT paboTtoaaTens.

3.1.6. YupexaeHune o6s3aH0 npu npueme Ha paboTy, a Takxe Npu nobbiX U3MEeHEeHnaX
npasun paboTbl C NepcoHanbHbIMKU AaHHBIMW MUCbMEHHO 3HAaKOMWUTb C HUMU BCex paboTHUKORB
yupexaeHus,

3.1.7. Y4ypexaeHne He MMeeT NpaBo NpUHYXAaTb paboTHMKOB K OTKa3y OT CBOMX Npas Ha
3alUMTY NEPCOHANbHbIX AaHHbLIX.

4. OBA3AHHOCTW PABOTHUKA

PaboTHMK 0653aH:

4.1. NepepaTtb paboTofaTento BCe NepcoHanbHble AaHHbIE, YKa3aHHble B COOTBETCTBYHOLMX
AOKYMEeHTax.

4.2. B ycTraHOBNeHHbIA Npasunamu cpok coobuwaTte pabotoaartent o6 M3MeHe CBOUX
NepcoHasbHbIX AaHHbIX.



5. MPABA PABOTHUKA

PaboTHMK MMeeT Npaso:

5.1. Ha npocMoTp nepcoHansHoin nHdopmaunun, nMmerwwencs kK paboroaarento.

5.2. Ha cBoboaHbIi 6ecnnaTHbii M HeorpaHUYEeHHbIW AOCTYN K CBOMM MepCcoHasibHbIM
AaHHbBIM, B TOM YMucne Npaso Ha NonydyeHue NOATBEPXAAWMUX AOKYMEHTOB B BUAE CNPaBokK,
KOMWA U1 B BUAE MHOIMO APYroro opuunanbHOro AoKyMeHTa.

5.3. Ha goctyn K MeaAnLMHCKUM AaHHbIM C MOMOLbLK MEAULIMHCKOro cneumanmncra no ceoemy
BbIGOpY.

5.4, TpeboBaTb BHECTM U3MEHEHUS MW YAANWTb NEPCOHANbHYIO MHMOPMALUIO, NONYHEHHYIO
paboToaaTenem B HapylleHue HacToAWMX npasun. MameHeHns BHOCATCA Ha OCHOBaHWU
MUCbMEHHOro 3asBneHns paboTHUKa.

5.5. MNMoTtpebosaTth 0T paboroaartens M3BeCTUTb BCEX NUL, paHee NoNy4YMBlwKMX NO BUHE
paboToaaTens HenosHble UM HeBEpPHble NepCcoHanbHble AaHHble 0 paboTHuKe.

5.6. ObxanosaTh B cyaebHOM nopsake niobbie HenpaBoOMepHble AeNCTBUA unu besaencrane
paboToaaTens npw obpaboTke u 3alnTe NepCcoHanbHbIX AaHHbIX paboTHMKa. ’

6. CbOP, OBPABOTKA N XPAHEHWUE MNEPCOHAJIbHbIX AAHHbBIX

6.1. O6bpaboTka nepcoHanbHbIX AaHHbIX paboTHWKa - 3TO Nony4YeHne nHpopMauum 3
pasIM4YHbIX MCTOYHMKOB, ee XxpaHeHwne, 0bpaboTka, a Takxe nwwboe Apyroe ncnonb3osBaHue.
6.2. NepcoHanbHble AaHHble NPeaoCTaBNATCH caMiM paboTHUKOM NyTeM 3anonHeHus
aHKeTbl ycTaHoBneHHoW bopmbl. PaboTogaTtens 06a3aH npu UxX NONyYeHUM NPOBEPUTH
3asB/1IeHHbIE AaHHbIe NpeabsBNeHHbIM NOATBEPXAAWMM AOKYMEHTAM.

6.2.1. AHKeTa CoAepPXMUT BONPOCHI O NMepcoHanbHbIX AaHHbIX paboTHMKa. s 7
6.2.2. AHKeTa AonxHa bbiTh 3anonHeHa paboTHUKOM NMYHO. Bce nonst aHkeTbl A0MKHbI BbiThb
3anoNHeHbl, @ NPy OTCYTCTBUM MHDOPMaLMKM B COOTBETCTBYIOLLEN NoNe A0/DKEH CTaBUTHLCS
npoyepk. CokpalleHns Npu 3an0NHEHWN aHKeTbl He A0MNYCKAKTCA, TaKXe Kak u UCnpaBneHns
W 3a4epkmsaHus. B 3ToM cnydae paboTHMK 0653aH 3ano/iHUThL aHKeTy 3aHOoBO.

6.2.3. AHkeTa paboTHMKa XpaHUTCH B IMYHOM Aene y OTBETCTBEHHOro nuua paborosartens
BMECTe C NpefocTaBNeHHbIMU AOKYMEHTaMu.

6.2.4. Nln4yHoe neno paboTHrka oopMnsaeTcs nocne BCTynneHMsa TpyAOBOro Aorosopa B
cuny.

6.2.5. JluyHoe aeno XpaHWUTCs B Nankax «4eno» ycTaHoB/NeHHOro obpasua, Ha KOTOpoW
yKka3sbliBatotcs Homep aAena n ©.1.0. paboTHuka.

6.2.6. JluyHoe aeno BkNo4aeT Ase UBeTHble poTorpacdumm paboTHMKa 3 Ha 4 CM.

6.2.7. Bce AOKYMEeHTbl IMYHOr0 Aena XpaHATCA CTPOro B XpOHONOrMYeCcKoM nopsake, ¢
NpocTaBNeHUeM AaTbl UX MOJIYHEeHUS, a TakXKe HyMepauuu.

6.2.8. JlnuHoe feno nocne npekpauweHns TpyaAoBOro A0rosopa ¢ COTPYAHMKOM nepeaaeTtcs B
apxvB, U XpPaHUTCA YyCTaHOBJ/IEHHbIE 3aKOHOAATe/IbCTBOM CPOKMW.

7. MEPEAAYA MEPCOHANBbHbLIX AAHHbLIX

7.1. MNpw ocywecTsneHnm nepegaym nepcoHanbHbiX AaHHbIX paboOTHMKOB TPETbUM Nuam
paboTonaTens 06s3aH:

- He coobuwaTb NepcoHanbHble AaHHble 6e3 NoNYYEeHHOro NMCbMeHHOro cornacmsa paboTHuKa,
KpoMme ciiydaeB, Koraa tTakume o6a3aHHOCTU yCTaHOBNEHbl 3aKOHOAATE/IbCTBOM;

- He NepepasaTh NepcoHanbHble AaHHble paboTHUKA ANS UCNONb30BAHUS B KOMMEPYEeCKMnX
uensax;

- TpebosaTb OT TPETbUX NUL, cobnaeHns npasun paboTbl C NEPCOHabHbIMW AAHHbIMK, a
TaKxe NpeaocTaBeHns MMCbMEHHOro NOATBEPXAEHWA NCNONb30BaHUS NepcoHalbHbIX
AaHHbIX B NOpsAAKe, NpeAyCMOTPEeHHbIX HaCcTOALWMM NONOXKEHMEM O 3aLLMUTE NEepCoHaNbHbIX
AaHHbIX;

- Aasartb AOCTYN K NepCcoHanbHbIM AaHHbLIM TONBKO NML@aM, MMEKWMM COOTBETCTBY LA
A0MNYCK U UCMONb3YOLWMX X TOMBbKO ANSA BbINONHEHWS KOHKPETHbIX NOTHOMOYMNA;

- He uctpeboBaTh MHMOPMaLMIO O COCTOSHUW 340POBbSA paboTHUKA, 3@ UCKIHOYEHUEM
AaHHbIX, KOTOPbIE MOryT NOBAMATE Ha UcnonHeHne paboTHUKOM CBOUX TPYAOBbLIX
ob6s3aHHOCTEMN.



8. AOCTYMN K NMEPCOHA/TbHbIM AAHHBIM COTPYAHWUKA

8.1. BHyTpeHHMIA aocTyn (ncnonb3oBaHue nHdopMaunm paboTHUKaMKN yupexaeHus).
MpaBo AoCTyna K NnepcoHabHbIM AaHHbIM paboTHUKa UMEIoT!:

- 3aBeAyoWni yupexaeHue;

- CTapwui BocnuraTens;

- 3aMecTuTe b 3aBeyrouero No aAMMHUCTPaTUBHO-X03SINCTBEHHOW paboTe;

- MeAWLMHCKana cecTpa;

- JOKYyMeHTOBeA,;

- caM paboTHUK.

8.2. BHewHWn goctyn (rocyAapcTBeHHbIe CTPYKTYPbI).

MNepcoHanbHble AaHHble paboTHMKOB MOryT NPeAoCTaBsTbCA TONbKO MO 3anpocy
KOMNETEHTHbIX OPraHoB, MMELWMX COOTBETCTBYOWME NOTHOMOYMSA

- (hbepepanbHas Hanorosas cnyxba;

- NMpaBOOXPaHUTENbHbIE OpraHbl;

- OpraHbl CTAaTUCTUKM;

610p0o KPeAUTHbIX UCTOPUNA;

BOEHKOMaThl;

opraHbl COUMaNLHOro CTpaxoBaHus;

NeHCUOHHbIE hoHAbI;

nojpasfeneHns MyHuLMnNanbHbIX OPraHoB yrpasneHus.

8.3. [pyrue opraHunsaunu (TpeTbu nuua).

Cse/ieHusa 0 paboTHMKe (B TOM YUCne YBONIEHHOM U3 AaHHbIX apXnBa) NpeaocTasBNsoTCs
TPETbUM NMUAM Ha OCHOBaHWUW MUCbMEHHOro 3asBneHus camoro paboTHuka.

8.4. POACTBEHHMKWN U YNEHbl CEMEN. Bl
MNepcoHanbHble AaHHble paboTHMKa NPeAoCTaBNAOTCA POACTBEHHUKAM WIW YNeHaM ero CeMbu
TO/IbKO C MUCbMEHHOrro pa3speleHns paboTHuKa.
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9. 3ALLINTA NEPCOHA/TbHbLIX AAHHBbIX PABOTHUKOB

9.1. B paMkax peanusauum NyHKTOB HacToswero MonoxeHus o 3amTe nepcoHanbHbIX
A@HHbIX paboTHMKOB, 3aBeAYOWNIA YYpeXAeHUs M3AaeT NPUKas 0 HasHadYeHun nuua,
OTBETCTBEHHOro 3a cobnogeHve nopsgka paboTbl C NepcoHaibHbIMU AaHHLIMKU PabOTHWKOB,
Ha KOTOpPOM nexat Bce 06a3aHHOCTU No obecneYyeHunto KoHMUAEHUMANBHOCTU NONYYEHHbIX
AaHHBIX, @ TakKxXe opraHu3aumm paboTbl C HUMM.

9.2. lMocTynawouwme 3anpochl OT TPETbUX NUL Ha NpeaoCTaBeHne NnepcoHanbHOM
nHpopmMaLmMn 0 paboTHMKE AOMKHbI BU3MPOBaTbCA HOPUANYECKON cnyx 60l ¢ pe3sontoumen o
BO3MOXXHOCTW OTBETa W NONHOTE NpeAoCTaBNAeMon nHdopMaLmn.

9.3. Nepenava nHGopMaL MK NPOUCXOANT TONBKO B NMUCbMEHHOM BuAe. 3anpoc AonxeH bbiTh
cAenad B NUCbMEHHOM BU/le C YyKa3aHMeM BCeX PEKBM3WTOB vua, 3anpawuvsaroLLero
nHdopmaumto. OTeeT AomkeH bbITe caenaH Ha GUpMeHHOM BlaHKe KOMMNaHWW U oTnpas/eH
nMbo Kypbepckow cnyxboi, NMbo 3akasHbIM MUCbMOM,

9.4. Bce nony4veHHble NepcoHanbHble AaHHbIE AO/MKHbI XPaHUTLCA B MECTe, UCKITKYaLULEM
HECaHKLUMOHUPOBAHHbIX AOCTYN TPeTbMX Nuu,.

9.5. 2NeKTPOHHbIE HOCUTENN MH(OPMaUMK, AOMKHbI BbITh 3aLMULLEHBI KPUTOrpadUyecKnmm
cpeacTBaMu 3awuThl MHPOPMaUWK..

10. OTBETCTBEHHOCTb 3A PA3IMALLEHWNE NHOOPMALIMK, CBA3AHHOW C
NEPCOHANBbHbIMW OAHHBIMWU PABOTHUKA

10.1. lnua, Npu3sHaHHbIE BUHOBHBIMU B HAPYLUEHWM NONOXEHWI HacToawero MonoxeHns o
3aLMTE NEPCoHasibHbIX AaHHbIX paboTHUKOM NPUBNEKAKTCA K AUCLMNINHAPHOW,
aAMUHNCTPATUBHOW, Pa/jaHCKO-NPaBoBOM U YrONOBHOW OTBETCTBEHHOCTH, B Nopsiake
npeAycMOTPEHHOM 3aKOHOAATeNbCTBOM PO M NOKanbHLIMKM HOPMATUBHLIMW aKTamu.



