VYTBEPXJIEHO
Ipukazoum no wkoie
or 12.04.201Ir. Ne 75

NMONCHEHUE
O 33lUUTe NEPCOoHanLHbLIX AaHHLIX
paGoTHukoB MOY COLW c. Koctpomckoe

1. OBLUKE MOMOXEHUA

1.1. Hacroswee nonoxeHue onpegenser nopsack co3nanva, obpabotku, nepepaun,
XPaHEHUA 1 3aLUMTbI NEPCOHaNbHbLIX AaHHbIX paboTHukos MOY COLL ¢. Koctpomckoe

1.2. HacToswee nonoxeHue paspaboTaHo Ha OcHoBaHWY rnass 14 (cT. 85-80) Tpygosoro
koaekca PO, KOTOpas BBOAUT MOHATWE NEPCOHaNbHBIX AaHHBIX paboTHUKOB U ycTaHasnusaeT
obuie TpebosaHua no oBpaboTke, YCTAHOBMEHMIO nopaaKa XpaHeHWA, WUCMONb3OBaHWs W
nepefayy 3TuX AaHHbIX, @ TaKKe rapaHTuy Ux 3aliuThl.

1.3. MepcoHanbHbie AaHHBIE OTHOCATCR K KaTeropuv KOHMUABHLWANEHON UHGMOpMaLmn.
KoHpuABHUMANEHOCTb, COXPaHHOCTb U 3aluTa nepcoHanbHbix AaHHbiX ofecnedynsanTes
OTHECEHUEM WX K CHhepe HerocyaapCTBEHHOM (CryKebHOM, NpodeCCUOHaNEHOR) TalHbL.

1.4. Opranusauvio paboTsl no 3awmTe NepCoHanNbHbLIX AaHHbLIX paboTHWKOB yuYpexasHus
ocyulecTanaeT kagposas cnyxoGa.

2. NNOHATUE U COCTAB NEPCOHAJNbLHbLIX JAHHbLIX PABOTHUKOB

2.1. MNepcoHankHLle gadHsie paboTHuka yupeXxaeHusa — 310 uHgopmMauua o paboTHuke,
BKNioNalolan ceefeHns o dakTax, cobbiTuaX U OBCTOATENLCTBAX ero MU3HU (He3aBUCUMO OT
(bOpMbi VX NPEACTaBNEHNUR), HEOBXOANMAn ANA MASHTUMUKALMMA €ro NMYHOCTY.

22. B coctas [JOKyMEHTOB, COAEPXaliMX NEPCOHamnsHbie AaHHbie paboTHUKOB
YUpeXOeHUR, BXOARAT:

2.2.1. lokyMeHTaLMA No opraHnaauum paboTs! Kagposon cnyxBbi:
¢ AOKYMEHTBbI, PernamMeHTUPYILME CTPYKTYPY W ASATENbHOCT: KagpOoBOW cny0b!
(nonoxeHue o kagposolt cnyxBe, AOMKHOCTHbIE UHCTPYKLMW  paBoTHukos
KadpoBoil  cryxObl, NpUKasbl W pacriOPAMEHUA  pPyKOBOACTBA yupexaeHus,
PETNamMEeHTUPYIOLLIME CTRYKTYPY 1 NOpsAoK paboTel kagposom cryxbei):
e paboyue MHCTPYKLIMK (MOPSAKY, NONOXEHUS) MO BEAESHMIO AOKYMEHTaLMK Kagposo
Cny00#, (POPMUPOBAHUI0 MEPCOHAMNbLHLIX AaHHBIX paboTHWKOB B KOMMNMEKCH!
(nudHsie gena, Gassl gaHHbix v T.ML), NOPAAKY apxXVBUPOBEHUR W XPaHEHWUIo
LOKYMEHTOB.
2.2.2. [lokyMeHTaLus, 06pasyioLascs B NPOLIECCE OCHOBHOM AEATENbHOCTH YUpEKAEHUR
1 CoAepxallas NepcoHanbHbie AaHHble paboTHVKOE:
¢ [OKYMEHTbI, COMPOBOXAAIKLIME MPOLECC CHOPMNEHNA TPYAOBLIX OTHOLISHWH
PabOTHWKOB YYpEXAeHUs NpU NpYemMe Ha paoty, nepesone, YBOMLHEHUN ¥ T.N.;
¢ Matépuanbl no nposeaeHUd coBecenoBaHui, TECTUPOBAHWIO, aTTecTaLui
paboTHUKOB yupexaeHus;
MOANUHHUKIA 1 KONWW NPUKA3OB NO NUYHOMY cocTasy;
NAYHBIC 4ena 1 TPYACBLIE KHKKM PaBOTHUKOB yupexasHUs;
KapTOTEKM, XXypHarnbl, 6a3bi AaHHbIX MO NEPCOHANY YHPEXAEHUS:
NOANWHHWKK W Konuu OTYETHLIX, aHanWTUMEeCKUX u CNpas0vHbIX MaTepuanos,
nepeaasaemblX PYKOBOACTBY YYPEMAEHUA!
* KOMWM QOKYMEHTOB (OTYETOB, CMPABOK U A4P.), HANPABNAEMBLIX B roCYAapcTEEHHbIE
OpraHbl CTaTUCTUKK, BbILUECTOALUME OpraHs! YNPABNeHUsA U ApYrie yHpexaeHus:
¢ LUTATHOE PacnucaHue YYpexaeHus;
¢ LWTaTHOE pacnucaHne CTPYKTYPHOTO NOAPA3sAeneHusi (C YKasaHWeM, KTo W3
COTPYAHWKOB 3aHAMAET TY WU UHYIO AOMKHOCTb, BaKaHTHBIX LOIDKHOCTE):



e KypHan TabeneHOro yuera C ykaszaHuem aMunuidi U vHWyuanos paboTHuKos
CTPYKTYPHOrO nofpasaeneHuvs,

¢ Jena C BbiNWUCKaMK U3 NPVYKasos Mo SIMYHOMY COCTaBY, KacaloWmmMnes paboTHUKOS
CTPYKTYPHOIO NoOApasgeneHvin;

® CMWCOK COTPYAHWKOB CTPYKTYPHOTO TMOAPa3AEneHUs C  yKaszaHWeM OCHOBHbLIX
Guorpaduvecknx AaHHbIX: rof  poMAeHWs, 0OpasoBaHWe, MECTOXWTEMLCTEO,
AOMAaLLHWIA TeNnedoH 1 ap.;

+ Tabenu yyeTta ucnonb3osaqns paboyero Bpemeri 1 pacyeTa 3apaboTHO nnaTs;

¢ [OKYMEHTaLMA No HauyucneHuio 3apaboTHOW nnatbl (paboune Hapsabl, KapTOYKM
y4eTa BolpaboTKi, 4OTrOBOPbI, aKTbl CAaYU-IPUEMKM paboT v ap.):

¢ pacHeTHO-NNaTeXHble AOKYMEHTbl no 3apaboTHoW nnaTte (nuuesble cueTa
paboTHUKOB, PaCUYeTHO-NNaTEXHLIE BEAOMOCTH 1 4p.).

3. OBPABOTKA MNEPCOHAINbBbHbIX JAHHBIX PABOTHUKOB

3.1. Bce nepcoHansHbie AaHHbie paloTHUKA YHPEXASHUA MOMYYaloTCA COTPYAHMKAMU
KaapoBow cnyxGbl y HETO Camoro.

Ecnu nepcoHanbHble AaHHbie paboTHMKA, BOSMOXHO NOMYYMTb TOMBKO Y APYrux
OpraHu3aLuii, y4pexaeHuit 1 rpaxgaH, To kagposan cnyxBa 3apaHee ysefoMnseT ob aTom
paboTHUKa U NONy4aeT OT HETO NUCbMEHHOE cornacue.

3.2. MocneacTenamM oTkasa paboTHVKa AaTe MUCLMEHHOE COrMache Ha MoMyuYeHue ero
NepCcoHanbHbIX AaHHbIX Y APYIUX OPrasn3annui, yuMpexaeHuia v rpaxaaH asnsioTes:

® OTCTpaHeHwe oT paboTol — npu  OTCYTCTBAM MEOULMHCKOrO 3aKNiYeHWs o
NPOXOXAEeHWK 00A3aTensHOTo NpeaBapuTensHOroS Un NEpWOAVMECKOre MESULIMHCKOro
oCcMOoTpa;

¢ PacTopXeHWe TPYAOBOTO [OroBOpa — eCni HeoOXOAWMBIH YpOBEHb KBanMbuKauum
paboTHMKa  ANR  BLINOMHEHUA  KOHKPETHOR  paBoTsl  He nogreepxaeH
COOTBETCTBYIOLMMMU AOKYMEHTamMu 06 o6paaceanmy;

¢ 0OTka3 B npueme Ha paboTy - ecnu gns 3aKMOMEHWs TPYAOBOTC AOrOBOpa He

npeacTasneHsl HeobXoaUMbIE SOKYMEHTHI,

® OTKa3 B TMpejoCTaBMEHMM NbrOT — €eCnv  He  MpPEefCTaBNeHbl  AOKYMEHTS,

NOoATBEPMA0WME Npasa paBoTHUKA Ha HUX.

3.3. MpepocTasnenne paboOTHUKOM NOANOXHBIX AOKYMEHTOB UMM MOMHBIX CBEASHMN npu
SaKMO4eHUM TPYAOBOTO AOroBOpa SABMAETCA OCHOBaHWEM AN PacTOPXEHWS TPYAOBOro
fAorosopa.

3.4. Wcknioyerne vnu MCNpaBneHUe HEBEPHbIX MMM HEMNOMHBIX MNEPCOHANBHBIX AaHHBIX
PaCOTHUKOB  YYPEXAEHMA OCYLUECTBNAIOT CNELManucTsl KaapoBOW CRywbbi Mo YCTHOMY
TpeGoBaHio paboTHUKOB NOCNE NPEACTABNEHUA NOATEERXARIOWNX OKYMEHTOB.

3.5. Konuu AOKYMEHTOB, ABNAIOWMXCA OCHOBAHWEM ANS UCKMIOHYEHUA Unu ucnpasneHus
HEBEPHDIX T HEMOMHbIX NEPCOHANbHbIX A@HHbLIX PAGOTHUKOB, XPAHATCA B X NUYHbIX Aenax.

4. XPAHEHUE NMEPCOHATNbHbIX OAHHbIX PABOTHUKOE

4.1. [lokymeHTsl, copepxalyue NepcoHansHLIe AaHHbIe paboTHukos yupeaeHus (n. 2.2.)
CNEAyeT XpaHTo B COOTBETCTBYIOWMX [Aenax, MMEWLUMX rpuc OrpaHuueHua AocTyna
«KoHthuaeHUManbHO», B 3aNMPaoWnXcs Wwradax (cenax).

4.2. CoTpygHukam yupexaeHus, paboTalwumM  ©  JOKYMEHTaMW, COASpKalLvumi
NeépcoHanbHble AaHHbie PaboTHWKOB, 3anpellaeTca OCTaBsnATL WX Ha paboueM crone unu
0CTaBNATb WKadbl (Ceidbl) ¢ AaHHbIMU LOKYMEHTaMK HE3anepToiMU B cny4ae Bbixoga u3
paboyero nometleHus,

4.3. B roHue paBouero AHA BCe [OKyMEHTB, cogepalve NepCoHAanbHbIE AaHHbIE
PaGOoTHUKOB, AOMKHbI BbiTb YEpaHb! B Lukadb! (ceitdhbl).

4.4, YunteiBas 0CobyI0 3HAYNMOCTL AOKYMEHTaUMM, 06pasyolEiics B NPOLECCE OCHOBHOM
ASATENbHOCTM  KaApOBOM CnyxObl W COAEPMALIEA NEpCOHANsHLIE [AaHHbie PaboTHUKOB
YHpeXAeHWUs , €8 XpaHeHVe OCYLLIECTBRETCS Cneayowmm obpasom:

® IWuHble Aena paboTHWKOB YYPeXAEHMS, KapTOTEKU, YMETHBIE KYPHAMel U KHUMY
y4eTa XpaHaTCA B 3anuparoLiuxcs Lwkadax;
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®  TPYAOBbLIE KHWXKW XPaHATCA B ceiithax;

® HE Da3pellaeTCsl XpaHWTb WCMOMHAEMbie AOKYMEHTbI B pocchinu. Wx cneayer
nomMellate B Manki, Ha KOTOPbIX YKasbiBaeTCA BWG NPOWSBOAUMBIX C HUMW
ASUCTBUA (HanpuMmep, ANRA NOALLMEKY B NUYHLIE ASna, ANA oTnpaBsku v T.4.);

© neyaTW, Wramnbl, GnaHkk AOKYMEHTOB, KMuW OT pabounx Wwkados paboTHuKoB
Kanposow cryxGkl XpaHATCA Y PYKOBOAUTENS KaAPOBON CryKobl.

5. 0OCTYN K MEPCOHANBLHBIM OAHHbLIM PABOTHUKOB

5.1. BHyTperHuit gocTyn (paboTHukM YUpPEeXaeHus).

5.1.1. [JocTyn K nepcoHancHbIM AaHHbIM paCoTHUKOB YuPEXOEHUS Pa3pelueH TONLKO
ACMKHOCTHRIM NULIAM, WMEWUM NpaBo Nony4aTte 3TV A2HHbIE, ANA BbLINONHEHUR CBOMX
cnyxebHbiX 06R3aHHOCTEN, 3aUKCUPOBAHHbIX B WX LOMKHOCTHbIX NHCTPYKUMAX.

5.1.2. CnucoK AOMKHOCTHBIX MWL  YYPEXOEHWA, WMEHLIMX npaso nonyvyats
nepcoHansHbie AaHHblie paboTHWKOB (C ykaaaHuem obbema Takux OaHHbIX), yTEepxaaeTcs
NPUKA3OM PYKOBOAUTENA YHPEXAEHMA NO NPEACTABNEHUIO Ka4POBOH CryxObi.

5.1.3. UHbopmauus 0 NepcoHanbHbix 4arHHbIX paGoTHMKOB yypexaeHus (8 T.4. NuHbie
Aena) BelaaeTcs Ha paboune MECTa TOMLKO PYKOBOAUTENIO YUPEKASHWUA |, €ro 3aMECTUTENIO Mo
paboTe ¢ NepcoHanom v pyKoBOAUTENIO KaAPOBOH CNyXBhI.

JnuHbie nena paBoTHWKOB yupEXaEeHUA BLIAAIOTCS NOA NOAMHCH B XypHane peructpauum
ndHbIX Aen. Mpu Bo3BpaTe NMYHOrO Aena COTPYAHWUK KaaPOBOA CyxGbl NpoBepsieT MOSHOTY ¥
COXPaHHOCTL AOKYMEHTOB Aena.

5.1.4. [Ipyrue pyKoOBOAUTENM YHDENAEHWUS MOFYT 3HAKOMUTBCA C NEPCOHAMbHbIMM
AaHHBIMU NOAYMHEHHBIX UM PabOTHWKOB B MOMELIEHWN KaapoBOW ChyxObi B NPUCYTCTBWN
COTPyAHWKA, OTBETCTEEHHOTNO 33 COXPaHHOCTL W BeASHWE [aHHOM0 BUAE NSpPCOHanbHOM
AOKYMEHTaLMK. DaKT O3HaKOMNEHVA B 0BA3ATENsHOM NOpaAKe HUKCUPYETCH B KOHTPOMLHOMN
KapTouke.

S.1.5. [loctyn Kk paboTe C 3NEKTPOHHBIMU CUCTeMamy §a3 AaHHLIX, COAepXalLMMM
MHOPMALIMIO O NEPCOHANbHBIX AaHHbLIX PABOTHUKOB YHYPEXASHWSA, LOMKEH BbiTh OFPaHUHEH ¥
ONpeaenaTLCa CnyxebHbIMY 00A3aHHOCTAMU PaBOTHUKOB YUPEXKASHUA (YKa3aHHbIX B M. 5.1.2),
3aPUKCUPOBAHHBIMY B UX [OMKHOCTHBIX MHCTRYKUMAX.

5.1.6. fomkHocTHele nuua, nonyvawowye v paboTanWUe C NepCcoHanbHLIMM OaHHbIMK
paboTHukoB, 06a3aHbl cOBNIOAaTE PEXUM KOHUAEHLMANLHOCTH.

5.2. BHelWwHWiA AOCTYN (ApYrue OpraHn3aLmMi 1 rpaxaane).

5.2.1. Tlepegayy nepcoHanbHelX AaHHbiX paboTHUKOS yuYpexaeHus  apyrum
OpraHu3auuamM, y4YpexnaeHwsaM v rpaxigaHaM OCyLecTsnAeT kafgposas cryxBa Tonsko npw
HanNU4YUM NACbMEHHOTO cornacua paboTHWKA, 33 WCKNIYEHUEM CMYYaes, NPeayCMOTPEHHbIX
3aKOHO4aTENbCTBOM,

5.2.2. MNepcoHanbHble fgaHHbie PabOoTHUKOB  yYpPEXOSHUS NEpeaaloTCs Kagposo#n
cryxGoi APYrUM OpPraH/3auusm, YHPEXOAEHUAM U rPaxgaHaM ToMbke B TOM obLeme, KoTopbil
HEOOX0AMM ANS BLINOMHEHUS KOHKPETHOM 3a4aqn (pyHKLMM).

5.2.3. Bes nWCbMEHHOTO Cornacus pabOTHWKOB NEepCoHanbHLIE AaHHbIE O HuxX
NPeAOCTaBNAKTCA Kagposoi cnyxBoi 8 mecTHoe oTaeneHue [leHcuoHHore doxga, DoHg
COUManbHOro crpaxosaHus, POHA 00A3aTenbHOro MEAULMHCKOro CTpaxosaHua W Apyrue
opraHbl B NOpAAKe, onpeaeneHHOM 3aK0HOAaTENbLCTBOM,

6. SALLWTA NEPCOHANBHBLIX JAHHbLIX PABOTHUKOB

6.1. B uensx obecneyeHns COXpaHHOCTU 1 KOHUABHUMANBHOCTM NEPCOHANBHBIX A2HHBIX
paGoTHUKOB YUYpEXAEHWA, BCEe onepaunn no OMOpPMNeHMo, MOPMUPOBAHWIO, BEAEHWMI0
XPaHEHMIO IaHHOW MHOPMaLMK AOMKHE! BLINOMHATLCA TOMBKO COTPYAHWKAMY YHYPESXAESHUS,
OCYLLECTBNAIOWUMU faHHYI0 paboTy B COOTBETCTBUM CO CBOUMU cnymeBHbLIMU oBa3aHHoCTaMY,
3a(PMKCUPOBAHHBIMYA B WX JOMKHOCTHBIX UHCTRYKLMUAX.

6.2. OTBETbI HA NUCbMEHHbIE 3anpPochl APYTUX OPraHU3aLnii U yYpeXaeHVil B Npeaenax nx
KOMMNETEeHUMW W NpefoCTaBneHHbIX NOMHOMOYMA [3KTCA B NUCsMeHHoW dopme, Ha BnaHke
opraHusauum 1M B TOM OObEMe, KOTOPbIi NO3BONAET He pa3rnallaTe WanWWHWA obwem
NepCcoHanbHbIX CBEASHUM 0 paboTHUKaX yupexaeHus.



6.3. lepenaya wHGopMaLMK, CcoOepXallell CBEOEHWA O NEPCOHANbHLIX OAHHBIX
paloTHUKOB yupeXaeHus, no TenehoHy 3anpeLLasTes.

6.4. Bbigaya paboTHUKaM y4pexaeHUs [OKYMEHTOB, CBR3AHHBIX C WX TpyAoBOW
AEATENbHOCTBIO (KOMWA MpUKasoB o npueme Ha paBoTy, nepesofax Ha Apyryw paborty,
YBONbHEHUM C paboTel; BLINUCOK U3 TPYACBOIN KHWXKM, CNPaBoK O MecTe paboTsl, 3apaboTHom
nnarte, nepwoge paboTel B OpraHusauMM W A4p.), OCYL|ECTEMRETCH COOTBETCTBYIOWUM
CTPYKTYPHbIM NOApasaeneHrem no ycTHoMy (nubo nucomerHomy) Tpebosanuio paboTHuKa.

6.5. Cnpasku o 3apaboTHoit nnaTe, MecTe paboTbl W nepuoae padoTsl B yypexaeHum
BbIAAKTCH paboTHIKY NOA NOANMCE B COOTBETCTRYIOWEM KyPHANE y4eTa BLIAa4M CNIPABOK.

6.6. Bbifada AOKYMEHTOB, CBA3aHHBIX C TPYAOBOW AEATENsHOCTbK paBoTHuka, ero
POACTBEHHMKAM UMK KONNeram sanpeLiaeTcs.

7. OTBETCTBEHHOCTb 3A PA3IMALLEHUE KOH®UOEHLUWANBHOW UHOOPMALIMY,
CBA3AHHOMW C NEPCOHANbHLIMU JAHHLIMW PABOTHUKA

7.1. HeoBxoamMMOCTb COXpaHeHWs KOHMWAEHUMANbHON WHMOPMaUMKM o NepCoHanbHbIX
AaHHbIX PabOTHUKOB YUPEXAEHUA COTPYAHUKAMY, WMEIOWMMU K HUM JOCTYN, B 0BGA3aTENLHOM
nopagke MUKCUPYETCA B UX AOMKHOCTHLIX UHCTPYKLMAX C YK33aHUEM MEp OTBETCTBEHHOCTY 33
€€ HeNCNONHeHUe N HeHaanexallee UCNoNHeHve.

7.2. [IOMKHOCTHbIE NWLA, BUHOBHbIE B HApyLUEHWA HOPM, PEryNMPYIOWMX NONyYeHUe,
obpaboTky ¥ 3aWMTY nepcoHankHeIX  AaHHBIX  PabOTHWKOB  YHpEXAEHWS, HecyT
OVCLUUNNYHAPHYHO, aAMVHUCTPATUBHYIO, rpaxaaHcKo-npasosy unu YronosHyw
OTBETCTBEHHOCTL B COOTBETCTBUM C ASACTBYIOLLM 3aKOHOAATENbCTRBOM.



