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MOJIOKEHUE
0 3aIATe NePCOHATLHBIX TaHHbIX paGoOTHHKOB

1. OBIITUAE OJOKEHUS

1.1. Hacrosimee TloJoxKenue 0 3al(HTE [epCOHATLHBIX TAHHBIX paboTHHKOB YCTAHABIHBACT HOPSIOK
oNydenHs, yaeTa, 00pabOTKH, HAKOIIICHHA ¥ XpaHeHus JOKYMEHTOB, COAePKaLIiX CBEJCHUA,
OTHECEHHBIE K IIEPCOBATBHBIM JIAHHBIM pabOTHHKOB MKJIOY «JleTckuit can Ne37» UT'OCK (panee —
Vypesxnernue). PaboTHUKAME CURTAIOTCS JIMIE, paboTaroIe B MKJTIOVY «JleTckai can No37» UT'OCK
110 TPYIOBOMY HOrOBOPY.

1.2. [ensio nactosmero [1010KeHAL gBIgeTCS HCTIOMHEHNE 3aKOHOIaTeIBCTEA P® B 001aCTH 3aIMUTEL
TepCOHANbHBIX JIAHHBIX.

1.3. K axram 00s3aTeIbHBIM K HCIIOJHEHMIO OTHOCSTCS 3aKOHOIATENECTRO P® B chepe 3aIuTE
pE(GOPMALAY, 3 TAKKE IPIHATEIC Ha ero OCHOBAHHH JTOKATBHEIC HOPMATHBHBIC axtel MKJTOY «Jlerckuit
can Ne37» VIT'OCK

2. IIOHSITUE U COCTAB MEPCOHAJBHBIX JAHHBIX

2.1. Tloj1 mepCOHATBHBIME JAHHBIMHA pabOTHHKOB NOHAMACTCA AHPOPMAITHS, HeoOxomuMast
paBOTONATCITIO B CBAH C TPYHOBBIME OTHOIMICHHSME ¥ KACAIOmAsiCs KOHKPETHOIO pabOTHHKA, & TAKKE
CcBeIeHMS O (PaKTax, COOBITHAX 1 0BCTONTEMbCTEAX HKU3HA PAOOTHIKA, TIO3BOJIAIONIHIE
ATEHTHHIAPOBATH €TO JIIHOCTE.

2.2. Cocras NepcoHambHBIX TaHHBIX paboTHAKA:

- QHKET4,

- agToOHOTpadHs;

- o0pazoBaHuUe;

- cBeJIEHHs O TPYLOBOM ¥ O0IIEM CTAKE;

- CBEJICHMS O MPEIBIIYIIEM MECTE paboTEL, -

- CBEICHUS O COCTABE CEMBH,;

- [aCIOPTHEIE JIAHHEBIC;

- CBEIEHHA O BOMHCKOM YUCTC;

- cBeIeHus 0 3apalOTHOM 1UTaTe COTPYAHIKA,

- cBeIeHHs O COIHABHBIX IbrOTAX;
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- CIIEMAILHOCTE;

- 3aHIMAaeMasl JOKHOCTD,

- pasMep 3apabOTHOMH MIAThL;

- HATMYHE CY/MMOCTEH;

- aJpec MecTa JKUTEIbCTBA,

- moMAIIHEH Tenedon;

- cofepiKaHue TPYAOBOro IOr0Bopa,

- cojiepKaHue JIeKIapanyy, [OIABACMON B HATIOTOBYIO HHCTICKIHIO;

- MOJIMHHKMKY U KOIIMH IIPHKA30B 0 JIMIHOMY COCTaBY,

- HUHBIE TeJA W TPYAOBLIE KHIKKH COTPYHHKOB,

- OCHOBAHH K TIPHUKAa3aM II0 JITYHOMY COCTABY;

- Jena, CONEpIKaIie MaTePHabl IO HOBBINICHIIO Kpav(IKAIAA U TEPETOAroOTOBKE COTPYTHAKOB, 150:¢
ATTECTAINH, CIyXeOHEIM PACCICI0BAHMAM,;

- KOIIA¥ OTYETOB, HAPABISIEMBIE B OPTaHbl CTATHCTHKH,

- KOIMH TOKYMEHTOB 00 0Opa3oBaHiH; :

- hororpad s ¥ UHEIE CBENCHHIL, OTHOCSINFECS K IIEpCOHATLHBIM JaHHBIM paboTHHKA;

- peKOMEHIalliH, XapaKTePUCTHKA H T.1.

7.3, Vkasagusie B 11.2.2. CBEICHUA SBIIIOTCA KOH(GMACHITANBHEIMHE B HE MO/UICKAT PpasTIANICHA0 HHATC
KaK M0 OCHOBAHHSM, IPEXyCMOTPEHHEIM 3akorozaTenscTBoM PO.

3. OBSI3AHHOCTH PABOTOJATEJIA

3.1. B menax uctonsenys TpeboBanui 3akoH0IATeNbCTRA PO 1IpH 00paboTKe NEPCOHATLHbIX JIAHHBIX,
Bee PabOTHHKH JOJIKHEI HCIIOMHATE yCTaHOBIIEHHBIH TOPAIOK paboTEL

3.1.1. PaboTa ¢ mepcoOHabHBIMY JAHHBIMU pabOTHAKOB TOJDKHA HE HAPYIIATE TpeCoBanIK
saKoHONaTe16CTBA P® I TOKATBHBIX HOPMATHBHBIX aKTOB Opragu3aldy, i JOJIKHA OLITH
HETIOCPSACTBEHHO CBA3AHA C OCYIIECTBICHICM HMH CBOHX TPY/IOBBIX (BYHKIIHH.

3.1.2. IIpu cGope 1 00pabOTKe MEPCOHATLHBIX JanHbIX paboTHIKA paboToNaTeNb JOIDKCH
PYKOBOJCTBOBATHCS Koucrurymweit PO, Tpy10BEIM KOACKCOM P® ¢ wapME (enepaabHEIMHA 3aKOHAMH.
3.1.3. IlepcoHANbHbBIC TaHHBIC palbOTHHKOB OIDKHBI GBITE IOMYIEHEl TOIBKO HEIOCPEICTBEHHO ¥ HETO.
Ecny u1st 06paboTKA ero JAHHDIX MIIH HX IOy el TIPUBIICKACTCS TPETHH LA, TO pabOTHHK JODKEH
JaTh TPEIBAPHTCIBHOE HICEMEHHOS COITIACHS Ha 3710. OIHOBPEMEHHO PAOOTHHUK NOTKCH OBITH
yBeIOMIICH 0 IemsX chopa HHpOPMAIHI, HCTOUHHKAX €€ NOMYICHHs, a TaKKe O IOCTEACTBHIX 0TKa3a OT
[PEIOCTABICHIA THCHMEHHOTO COTIACHs Ha cbop urdopMayn.

3.1.4. TlepconanbHble JIATHBIC pabOTHMKA O er0 MOIUTHHECKIX, PEHTHO3HEIX ¥ HHBIX yOeKAECHIIX,
qACTHOM KH3HY, & TAKKe WICHCTBE B OOIIECTBEHHBIX 1 1EpOhCOIO3HBIX OPraHH3aIFX HE HOMTIEHAT
cBopy, ecli HHOE He NPeTyCMOTPEHO 33KOHO/IATEILCTBOM.

3.1.5. SammTa mepcoHaTbHBIX TaHHBIX pabOTHHKA JOJDKHA 06ecreudBaTHCS TIOMHOCTHIO 33 CHET
paboTonarens.

3.1.6. MKJIOY «JleTckmit cag Ne37» WT'OCK o6s3aH0 Ipy IpueMe Ha paboTy, a TaKike IpH MOOBIX
H3MEHCIHSIX IPABHI PaboTEL ¢ MEPCOHATBHBLIMA JAHHBIMH 0653aH0 MUCHMEHHO 3HAKOMHTD C HUMU BCEX
paGotaukos MKJOY «Jetckmit cam Ne37» WIOCK.

4. OBSI3AHHOCTH PABOTHHKA

PaBoTHHK 00s3aH:

4.1. Tlepenats pabOTONATEIIO BCE TIepCOHANLHEIE TAHHBIE, YKAa3aHHBIC B COOTBETCTBYIOMIMX JOKYMEHTAX.
4.2. B ycTaHOBTIEHHBIH IPABUIAMH CPOK c000mIaTh PaboTONATENO 00 U3IMEHEHHH CBOUX HEPCOHABHBIX
JaHHBIX.

5. IPABA PABOTHHUKA

PaboTHHK UMEET TPaBo:
5.1. Ha mpocMOTp IIEpCOHAIBHOR HHPOPMAIIH, IMEIOLIEHCS ¥ paboTozaTens.
5.2. Ha cBoGoHEI GecTIaTHBIH 1 HeOoTpaHMYeHHBIH JOCTYI K CBOUM [epCOHANBHBIM JAHHBIM, B TOM



THCIIC TPABO Ha NOJIyYEeHHE OATBEPIKIAIONIINX JOKYMEHTOR B BH/IE CIPABOK, KO MIIH B BHIE HHOTO
Ipyroro ohHIHATEHOTO TOKYMECHTA. :

5.3. TpeboBaTk BHECTH H3MEHEHUS WIIH YAATHTE IEPCOHATRHYO HH(GOPMALIKIO, IOTYIeHHYIO
paboTonareneM B HapyIeHHe HACTOSIIINX NPABUL. V3MeHeHus BHOCIATCA Ha OCHOBAHUH ITHCHMEHHOTO
3agBIeHAS pabOTHHKA.

5.4. Tlotpebopats OT pabOTONATENS H3BECTHTH BCEX JIHII, PAHEE MOTYYHBIIAX 110 BUHE paboTomarens
HETIONHEIE MM HEBEPHBIE IEPCOHANBHEIE TAaHHEIC 0 PA0OTHHKE.

3.5. ObxanoBats B cyieOHOM MOpPsIIKe JFOObIE HEIPABOMEPHEIE AeHCTBIA MK Ge3aelicTBHe
paboTomarens npu 00padoTKe U 3alIUTe MEPCOHATLHEIX TaHHEIX PAa0OTHHKA.

6. CbOP, ObPABOTKA U XPAHEHHUE NEPCOHAJBHBIX TAHHBIX

6.1. ObpaboTKa nepcoHaIbHBIX JAHHBIX PAGOTHHKA - 3TO MONYICHAEC HHPOPMAIMH K3 Pa3IHYHbIX
UCTOYHHKOB, €€ XpaHeHue, 00paboTKa, a Taxke Mob0e JIPyroe UCIoIb30BaHHE.

6.2. IlepcoHaNbHEIE TaHHBIE HPEJIOCTARISIIOTCS CAMUM PabOTHUKOM IMYTEM 3aIIOMHEHNS AHKETH
yeTanosiIeHHOH Gopmel. PaboTomaTents o0sS3aH MpH HX IONYYSHHH IPOBEPHTE 3asIBICHHLIC TAHHEIC
IIPEABABICHHBIM [IOATBEPKAAIONTHM JOKYMEHTaM.

6.2.1. ABKeTa COIep KUT BOMPOCH! O MEPCOHAIBHBIX JaHHBIX PAOOTHHKA,

6.2.2. AHKeTa JI0JKHA OBITH 3al0JTHeHa PaOOTHHKOM JIHYHO. Bee mond agKeThl MOJKHEL OBITh
3aII0JHEHEL, a IIPH OTCYTCTBHH HH(OPMAITHH B COOTBETCTBYIOLIEH MOJIe TOJIKEH CTaBUTHCS IIPOYCPK.
CoxpatieHus IIpy 3al0IHEHHH aBKETE He TOIYCKAIOTCS, TAKXKE KaK M MCTIPABJIEHNs ¥ 3a9€pKUBaHus. B
9TOM cllydae pabOTHUK 0043aH 3aMOJHHUTE aHKETY 3aHOBO.

6.2.3. Askera paOOTHHKA XPaHHUTCS B IHYHOM JIeNe Y OTBETCTBEHHOIO JIMLA paboToNaTeNs] BMECTE C
IIPEIOCTABICHHBIMU JOKYMEHTAMEH. )

6.2.4. Jlnunoe neno paboTHEKa odopmisieTcss B JIEHb BCTYIUICHHS TPYAOBOTO OTOBOPA B CHITY.

6.2.5. JImunoe feno XpaHUTCS B MANKAX «IET0%» YCTAHOBICHHOrO 00pasiia, Ha KOTOPOH yKa3hIBArOTCS
Homep jena u ©.1.0. paboTruka.

6.2.6. Jluunoe feo BKiIFO4aeT Ase UBeTHBIE hoTorpadun paGoTHAKA 3 Ha 4 cM.

6.2.7. Bce IOKYMEHTEI JIMUHOTO JeNa XPaHATCSA CTPOrO B XPOHOIOTHISCKOM IIOPAAKE, C TPOCTABIEHHIEM
JaThl HX TONYYEHNUs, a TAKKe HyMEPaIlwH,

6.2.8. JIuunoe feno mocine NpexpameH st TPyAOBOr0 JOT0BOPA ¢ COTPYAHIKOM MEPENASTCH B APXHB, H
XPaHHUTCS YCTAHOBIIEHHBIE 3aKOHOIATETHCTBOM CPOKH.

7. IEPEJJAYA IIEPCOHAJIBHBIX TAHHBIX

7.1. Ilpu ocymmecTBIICHHH Iepeayy IePCOHAIBHEIX JAHHEX PAGOTHUKOB TPETHHM JHIaM paboToaTelhb
00s3aH:

- HE c000LIATh IepPCOHANBHEIE JaHHbIe 0€3 IOIyIeHHOTO MHCEMEHHOTO COTTACHS PabOTHHKA, KpOME
CITy4YaeB, KOIla Takue 00S3aHHOCTH YCTAHOBIEHbI 3aKOHOATENBCTBOM;

- HE IIepeIaBaTh NEPCOHAIBHBIE JaHHEIE pa0OTHHKA JIIA HCIOTH30BAHMA B KOMMEPUYECKHX HETSX;

- TpebOBaTk OT TPETHHX JIUI COOIIONEHHUS IPABII PABOTHI ¢ IEPCOHATLHEIME TAHHBIMH, 4 TAKKE
[PEOCTABICHHS IHCEMEHHOTO IIOATBEPIKICHHS HCIIOIb30BAHKS IEPCOHANBHBIX JaHHBIX B TOPSIJIKE,
IPEAyCMOTPEHHBIX HACTOAIIMM [IOJIOKEHHEM O 3aIUTE IePCOHATBHEIX JAHHBIX;

- IaBaTh JIOCTYII K IIEPCOHANBHBIM JaHHBIM TONBKO JIUIAM, HMEIOLIHM COOTBETCTBYIOMIHE NOIYCK 1
HCIIONE3YIONTHX WX TONBKO JUIS BEIIOTHEHMUS KOHKPETHEIX MOTHOMOWHIA;

- He HCTpeboBaTh HH(GOPMAITHIO O COCTOSHAY 310POBhs pabOTHIKA, 3a HCKIIIOUEHHEM JaHHBIX, KOTOPHIE
MOI'YT LIOBJIHSTE Ha UCIONHEHHE paOOTHUKOM CBOHMX TPYHOBBIX 00S3aHHOCTEIA.

8. 10CTVYII K IEPCOHAJIBHBIM JIAHHBIM COTPYJIHUKA

8.1. BuyTpennnit moctyn (ucronsp3oranre nHbopMaIuu paGoTHEKAME Y TIpABICHH).
[IpaBo nocTyna K mepcoHaTBEHEIM JAHHBIM PalOTHHKA HMEIOT:

- 3apexyromuii JJOV;

- caM pabOTHHK.

8.2. BeemHu# 10cTyI (TOCYyIapCTBEHHBIE CTPYKTYPEL).



Hepconansueie nanme PaboTHHKOB MoryT IPEAOCTABIATECSA TONLKO IO 3alpoCy KOMIETEHTHbIX
OPra’oB, HMEOHX COOTBETCTBYFOIIHE ITOTHOMOUIHS:

- benepanbras Hamoropag ciyx0a;

- IPABOOXPAHUTENBHEIE OPTaHbI;

- OPTadbl CTATHCTHKMY,

- OrOpO KpemuTHEIX HCTOPHIL;

- BOCHKOMATEI,

- OPraHbl CONMATLHOTO CTPaxOBaHMS;

- ICHCHOHHEIE (hOH B,

- OTZeTT 0OpasoBanms.

8.3. Hpyrue OPTaHH3ANNY (TPEThH JIHIa). I

Ceenenus o paGoruuxe (B TOM gHCITe yBOMCHHEOM U3 NaHHBIX apXUBa) IPEI0CTABISIOTCS TPCTEHM JTHIIAM
Ha OCHOBAHMH IHCBMEHHOTO 3a5BIeHMs CaMoro paboTHHKA.

8.4. Poncreenmuxy i YIIEHBI ceMel.

[Tepconamsurie AQHHBIE PAGOTHHKA MpeIoCTaRISIOTCS POJICTBCHHUKAM HJIH YWIeHAM ero cemen TOIIBKO C
TTHEEMEHHOTO paspemien s paboTHuKka,

9. 3AIITUTA HHEPCOHAJBHBIX MAHHBIX PABOTHUKOB

IpeRocTaBnsemMolt uH(opmanum.

9.3. Ilepenaua HaboOpManmy TIPOHCXOIUT TOIBKO B IIHCEMEHHOM BHIIE. 3aIpoc NomKeH GLITh CllenaH B
INCEMEHHOM BHJIE C YKa3aHHEM Beex PEKBU3HUTOR JIHIA, 3aNpaIUBAIOMEr0 HHBOPMALHIO. OtBer nomxen
OBITE ceran ma QupMennOM Granke MKOY «Iletckuii cag Ne37y UI'OCK OTIpaBieH b0
KYPBEpCKOi caysx6oii, mu6o 3aKa3HBEIM ITHCBMOM,

9.4. Bce IONYHCHNbIC IEPCOHATLHEIE TaHHEE NOJIKHEL XPaHATECH B kabuHeTe 34BCJYIOWIET0, KOTOPOMY
HCKIIOYCH HeCAHKITHOHMPOBAHHELH MOCTYT TPETBHX JTHIL..

10. OTBETCTBEHHOCTE 3A PA3TJIAIIEHHE HHOOPMAITHH, CBA3BAHHOM C
HEPCOHAJIBHBIMH JAAHHBIMUA PABOTHHUKA

TPLKIAHCKO-TIPABOBOI | YTooBHO} OTBCTCTBEHHOCTH, B TIOPSI/IKe IPEIYCMOTPEHHOM
3aKOHOIATEMbCTEOM P® 1 nokamsHemy HOPMAaTHBHBIME aKTAMI.



