MyHuupmnansHoe 6iogxkeTHOe folKobHOE 06pa3oBaTenbHOE YUpeXAeHMe AeTCKUIA cag,

obuwepassuBatowero suaga Ne 12

or 21.04.2016 roga Ne27

cr.lNepeposasn
MPUKA3

«06 yTBepaeHUM MON0XKEHMIA NepCoHabHbIX AaHHbIX PABOTHUKOBY

Bo ucnonHenune rn. 14 TK PO depepanbHoro 3akoHa ot 27.07.2006 r. Ne 152-d3
«0O nepcoHasbHbIX AaHHbLIXY , APYFUX AeHCTBYIOLLMX HOPMATUBHO-NPABOBbIX
aKTOB, @ TAK Xe B LeNaxX npuBeeHna HOpMaTUBHO- MPaBOBbIX aKTOB B
COOTBETCTBME C AEUCTBYIOLLMM 3aKOHOAATeIbcTBOM, PO

MPUKA3bBIBALO:

1. YTBepauThb MosoxeHMe 0 NepcoHanbHbIX AaHHbIX paboTHUKoB MBAOY
Ne12.

2. YtBepauTb lMonoxeHue o nopagxe XxpaHeHWs U UCMNO/b30BaHUA
nepcoHasibHbIX AaHHbIX paboTHMKOB MBAOY Nel2

3. YtBepaunTb MonoxeHune o 3aLuUTe NEPCOHANbHBIX AaHHbIX PaBOTHUKOB
MBAQOY Ne1l2 .

4. YtBepautb MonoxeHne no 06paboTke NePcoHabHbIX AaHHbIX PaBOTHUKOB
MBJOY Nel2.

5. Y1BepauTb popmy cornacus Ha 06paboTKy NepcoHabHbIX AaHHbIX
paboTHUKOB yupexaeHua (npunoxenue Nel), u cornacue Ha 06paboTKy
NepcoHasibHbIX AaHHbIX BOCMIUTAHHMKA, KOTOPOE AaloT POAUTENN
BOCMUTaHHUKa (MpunoxeHue No2)

6. MNpeacepatento npodkoma MpokryanHoit H.C. gosect MonoxkeHus Ao
20.04.2016 ropa oo ceefeHuUna Bcex coTpygHukos MBAOY Nel2 nog,
pocnuce.

7. Onepatopy, ocyuiecTsasatolwemy 06paboTky nepcoHabHbIX AaHHbIX
nepevyncneHHbix B MonoxeHnm, 0613aTeNbCTBO 0 HepasraalleHun
NnepcoHasibHbIX AaHHbIX.

8. MecTtom xpaHeHusa MonoxeHus onpesenuTs KabMHeT 3aBeAyIoLLLEero,
KOHTPO/1b 33 UCMOJIHEHUEM HACTOALLEro NPUKasa OCTaB/IAI 3a COBOA.
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PABOTHUKOB

1.06wme nonokeHus.

1.1.Hacrosuee MonoxeHune 0 3aLwnTe NEPCOHANbHbBIX OaHHbIX paboTHUKOB
YCTaHaB/IMBAET NOPAAOK NOAyYeHus, yyeta, 06paboTKM, HAKOMIEHUA U XPaHEHUA
AOKYMEHTOB, CoiepXallynx CBEAeHUs, OTHECEHHbIE K MePCOHasIbHbIM AaHHbIM
paboTHWMKam geTckoro caga. PaboTHUKaMM cumTaroTcs nvua, paboTatoLume B
AETCKOM cajy Mo TpyA0BOMY LOrOBOpY.

1.2. Uenbto HacToswero MNonoxeHus ABAAETCA UCMONHEHME 3aKoHOAATeNbCTBA
P® B 0651acTM 3aLLMTHI NEPCOHANbHBIX AAHHBIX.

1.3. K akTtam obs3aTtenibHbIM K UCMONIHEHUIO OTHOCATCA 3aKoHoaatenbLcTBO PO B
chepe 3aWmTbl UHPOPMALMK, A TaK XKe MPUHATbIE HAa Er0 OCHOBAHUM JIOKA/bHbIE
HOPMaTMBHbIE aKTbl AETCKOro caja.

1.4. HacTosauwee [onoxeHue o 3aLMTe NEPCOHaNbHbIX AaHHbIX AOKHO 6bITh
noAnucaHo 3aBeAyoLWmnm, U Bce PpaboTHUKM JOMKHbI 6bITb MMCbMEHHO MoA,
pocnucb 03HaKOM/IEHbI C HUM.

2. lNoHATHe K cocTaB NepPCoOHasNbHbIX AAHHbIX

2.1. Mop, nepcoHanbHbIMU AaHHbIMKU PaBOTHUKOB NOHMMaETCA UHDOPMALUS,
HeobxoanMan paboToaaTesio B CBA3M C TPYAOBbIMU OTHOLIEHUAMM U
KacatoLasnca KOHKPeTHOro paboTHMKa, a TaK e cBegeHua o dpaKTax, CobbITUAX U
obcToaTeNnbCTBaX KU3HU PaboTHMKA, NO3BONAIOLLME NAEeHTUPULMPOBATL ero
JINYHOCTb.

2.2 CocTaB NnepcoHanbHbIX AaHHbIX paboTHMKa:

-aHKeTa;

-aBTobuorpadums;

-0bpasoBaHue

- CBeJleHne O TPYZAO0BOM U 0bLLEeM CTae;

-CBE€AEHUA O npeaplayuiem mecte paboTbi;

-CBe,eHUA 0 COCTaBeE CEMbMU;

-NacrnopTHble AaHHbIE;

-CBEAEHMA O BOMHCKOM YyYeTe;



- CBEJICHMSI O 3apa0OTHOM TIJIaTe COTPYIHUKA;

- CBEJICHMSI O COIIMANIbHBIX JIbIOTaX;

- CTICIMAJIBHOCTH;

- 3aHUMaeMas JI0JKHOCTb;

- pa3Mep 3apabOTHOM MIIATHI;

- HUIMYHE CYyIUMOCTEN;

- aJIpec MecTa >KUTEJIbCTBA;

- TOMaIHui TenedoH;

- COJIEp>KaHue TPYJOBOTO JOTOBOPA;

- COJIepKaHue JEKIapalliy, M0IaBa€MOM B HAJIOTOBYIO MHCIIEKIIUIO;

- IOJIJTMHHUKYU Y KOTIHY MPHUKA30B IO JIMTYHOMY COCTaBY;

- JINYHBIE JieJia U TPYJOBbIE KHIKKU COTPYTHUKOB;

- OCHOBaHUS K MpPHUKa3aM IO JMYHOMY COCTaBY;

- JIeJia, CoZIepIKallie MaTepHraslbl IO MOBBIIIEHUIO KBATM(UKAIIUU U
MEePEenoAroTOBKE COTPYJHUKOB, UX aTTECTAIlUHU, CIY>KEOHBIM pacCiieIOBAHUIM;
- KONIMU OTYETOB, HAIIPABJISIEMbIE B OPTaHbl CTATUCTUKH;

- KOIHH IOKYMEHTOB 00 00pa3oBaHNH;

- pe3yabTaThl MEIUIIMHCKOTO 00CIIEeIOBaHUS Ha MTPEAMET I'OJHOCTH K
OCYILECTBJICHUIO TPYAOBBIX 00SI3aHHOCTEM;

- ¢poTorpadun 1 UHBIE CBEJICHHUS, OTHOCAIIMECS K TEPCOHATBHBIM JaHHBIM
pabOTHUKA;

- pEeKOMEHJIAIIMU, XapaKTePUCTUKH U T.II.

2.3. Yka3zaHHbI€ B 11.2.2. CBEJICHUS ABJISIOTCS KOH(DUICHIIUATLHBIMU U HE
MOJIEKAT Pa3TJIalliEHUIO MHAYE KaK 110 OCHOBAHUSIM, IPETYCMOTPEHHBIM
3aKOHOJATEIHCTBOM PD. PexxuiM 3a1UThl TEPCOHAIBHBIX TAHHBIX MOXKET ObITh
CHSIT TI0 UCTEUEHUH TPYIOBOTO JIOTOBOPA, €CJIM OOJIBIIUN CPOK HE MPETyCMOTPEH
3aKOHOJATEILCTBOM UJIM COTJIAIICHUEM C PAOOTHUKOM.

3. OBA3AHHOCTU PABOTOIATEJIA

3.1. B nensx ucnonaeHus TpeboBaHUM 3aKkoHOAaTENbcTBA PO nipu 06paboTke
NEPCOHAIBHBIX JaHHBIX, BCE PAOOTHUKH JETCKOTO caja JIOJKHBI UCIIOIHAThH
YCTaHOBJICHHBIN MOPSAOK paOOTHI:

3.1.1. PaboTa ¢ nepcoHaJIbHBIMU JaHHBIMU PA0OOTHUKOB J0JHKHA HE HAPYIIATh
TpeboBaHMii 3akoHOAaTeNbCcTBA PD 1 JOKaNbHBIX HOPMATHUBHBIX AKTOB
OpraHU3alMHU, U T0JKHA ObITh HEMIOCPEICTBEHHO CBA3aHa C OCYIIECTBICHUEM UMU
CBOMX TPYAOBBIX (QDYHKIIUH.

3.1.2. IIpu cbope u 06pabOTKe MEPCOHATBHBIX JaHHBIX PAaOOTHHUKA pabOTOaATENb
NOJKEH pykoBoacTtBoBaTbess Koncrurynuein PO, Tpynoseim kogekcom PO n



UHBIMU (heZiepaTbHbIMU 3aKOHAMU.

3.1.3. IlepcoHanbHble JaHHBIE PAOOTHUKOB JOJIKHBI OBITh MOJIYYEHBI TOJBKO
HENOCPEACTBEHHO Y Hero. Eciu st 00paboTKM €ro JaHHBIX MU UX HOJTyYeHUs
IPUBJIEKAETCS TPETHHU JIMLA, TO PAOOTHUK JIOJKEH JATh [IPEIBAPUTEILHOE
NUCBbMEHHOE coriacue Ha 3T0. OTHOBPEMEHHO paOOTHUK JOKEH OBITh
YBEIOMJICH O IeJIsAX cOopa MHPOPMAIUH, UCTOYHUKAX €€ MOJIYYCHHUS, a TAKXKE O
MOCJIEICTBUSIX OTKAa3a OT NPEIOCTaBIEHUS MTMCbMEHHOIO COTJIacusl Ha cOOp
uHbOpMaITUH..

3.1.4. IlepcoHanpHble JaHHBIE pAOOTHUKA O €TO MOJIUTUYECKUX, PETUTHO3ZHBIX U
UHBIX YOSXKJICHUAX, YACTHOH JKHU3HHU, a TAK)KE YJICHCTBE B OOLLIECTBEHHBIX U
po()COIO3HBIX OpraHU3alUsaX HE MOJIeKaT cO0py , €CIM UHOE HE MPETyCMOTPEHO
3aKOHOJIaTEIbCTBOM.

3.1.5. 3amuTa nepcoHaabHbIX TaHHBIX PAOOTHUKA JTOJKHA 00ECIIEUNBATHCS
MOJIHOCTBIO 3a CUET paboTOAATEIIs.

3.1.6. PykoBOACTBO JIeTCKOro cajga o0sA3aHO MpU IpHEeMe Ha padoTy, a TaKXKe Npu
JTH00BIX U3MEHEHMSIX IPABUII PA0OTHI C IEPCOHATBHBIMU JaHHBIMU MHCbMEHHOTO
3HaKOMHUTb C HUMH BCEX paOOTHHUKOB.

3.1.7.pykoBouTENb HE UMEET MPABO MPUHYXkAaTh PAOOTHUKOB K OTKa3y OT
CBOMX TPaB Ha 3alIUTy NEPCOHAIBHBIX JaHHBIX.H

4. OBSA3AHHOCTU PABOTHUKA

PaGoTHuK 00s13aH:

4.1. [lepenatp paboToaTENIO BCE IEPCOHATBLHBIC JIAHHBIE, YKa3aHHBIE B
COOTBETCTBYIOIIUX JOKYMEHTAX.

4.2. B ycTaHOBJICHHBIN TTpaBUJIaMU CPOK COOOIIATh paboToAATEN0 00 H3MEHEHUH
CBOMX IEPCOHAIBHBIX JIAHHBIX.

5. IPABA PABOTHHUKA

PaGoTHHK nMeeT mpaBo:

5.1. Ha nmpocmoTp mepcoHanbHOM HHGOPMAIINIO, UMEIOIIEHCS K padoToaaTes.
5.2. Ha cBoOOaHBIN OECTUTATHBIN U HEOTPAHUYECHHBIN JOCTYI K CBOUM
MePCOHAIBHBIM JJAaHHBIM, B TOM YHCJIE TPABO HA MOJYYECHHUE TTOATBEPKAAOIINX
JIOKYMEHTOB B BU/JIE€ CIIPABOK, KOMUNA UK B BUJE HHOTO JIPYroro o(UIMaIbHOTO
JIOKYMEHTA.

5.3. Ha nocTyn Kk MEIMIIMHCKUM JaHHBIM C MOMOILbIO METUIIMHCKOTO
CTEIUAIKICTA 10 CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHS W YAAJIUTH MIEPCOHATBHYIO HH(OpMAITHio,



MOJy4YEeHHYI0 paboToIaTeIeM B HapylIEHHE HACTOSIIUX npaBui. 3MeHeHus
BHOCSITCSI HA OCHOBaHWHY TUCHbMEHHOTO 3asBIICHUs PAOOTHHKA.

5.5. [ToTpeboBath OT pabOTONATENSI U3BECTHTH BCEX JIUII, paHee TOTYUUBIIHNX IO
BUHE paboToAaTeNs HETOJIHBIE WIIM HEBEPHBIE TICPCOHATILHBIC TaHHBIC O
paboTHUKE.

5.6. O6xanoBaTh B Cy1I€0HOM MOPSIIKE JTIO0BIE HEMIPABOMEPHBIE ACHCTBUS UITH
oe3neiicTBue paboTomarens mpu 00padOTKE 1 3aIUTE IEPCOHATBLHBIX TaHHBIX
paboTHUKA.

6. CbOP, OBPABOTKA U XPAHEHUE IIEPCOHAJIBHBIX IAHHBIX

6.1. ObpaboTKa NepCcoOHAIBHBIX JaHHBIX PAOOTHUKA - 3TO MOJIy4YeHUE HH(DOpMALUU
U3 pa3JIMYHBIX HCTOYHUKOB, €€ XpaHEeHHEe, 00pabdoTKa, a TakxXKe JII000e Ipyroe
UCITOJIb30BaHUE.

6.2. IlepcoHanbHble TaHHBIE MPEIOCTABISIOTCA CAMUM PA0OOTHUKOM ITyTEM
3aIl0JIHEHUSI aHKEThl yCTaHOBIEHHON (hopMbl. PaboTonarens 00s3aH pu UxX
MOJIyYE€HUU MPOBEPUTH 3asBJICHHBIE JaHHBIC IPEIbSIBICHHBIM MOATBEPKIAIOIINM
JIOKYMEHTaM.

6.2.1. AHKeTa COIEP>KUT BOIIPOCHI O MEPCOHAIBHBIX TAHHBIX PAOOTHHKA.

6.2.2. AHKeTa J10JKHA OBITH 3al10JIHEHA PAaOOTHUKOM JIMYHO. Bee mosist aHKeThl
JIOJIKHBI OBITh 3aMIOJIHEHBI, @ IPU OTCYTCTBUHM MH(POPMALIMHA B COOTBETCTBYIOLIEH
M0JIE JJOJDKEH CTaBUThCA MpouepK. COKpalleHUs MPU 3all0JTHEHUU aHKEThI He
JIOTIYCKAIOTCA, TAKXKe KaK U UCIPABICHUS U 3auepKuBaHus. B aTom ciydae
pabOTHUK 00s3aH 3aMOJIHUTh aHKETY 3aHOBO.

6.2.3. AHkeTa paOOTHHUKA XPAHUTCS B TUYHOM JI€JI€ Y OTBETCTBEHHOTO JIUIIA
paboToaTesnss BMECTE C MPEAOCTaBICHHBIMH IOKYMEHTAMHU.

6.2.4. JInunoe Aeno pabOTHUKA BCTYIUIEHUS! TPYAOBOTO JI0rOBOpa B CUILY.

6.2.5. JInuHOe AesI0 XpaHUTCS B MallKax «J1eJi0» YCTaHOBJIEHHOro 00pasia, Ha
KOTOpOM yka3biBatoTcs HoMmep nena u @.N.0. paboTHuUKA.

6.2.6. JInanoe A€o BKIIIOYaeT ABe IBeTHHIE hoTorpaduu paboTHUKA 3 Ha 4 CM.
6.2.7. Bce 1OKyMEHTBI JINYHOTO JIEJIa XPaHATCS CTPOTO B XPOHOJIOTMYECKOM
HOpsIKE, C MPOCTABICHUEM JIaThl UX MOJIYYEHHUS, a TAK)KE HyMepaluu.

6.2.8. JIuuHoe Aeno nociue npekpaileHus TpyJ0BOTrO JOTOBOPa ¢ COTPYIHUKOM
NepeIaeTcs B apXUB, U XPAHUTCS YCTAHOBIIEHHBIE 3aKOHOAATEIbCTBOM CPOKHU.



7. HEPEJAYA NIEPCOHAJIBHBIX TAHHBIX

7.1. Ilpu ocyiiecTBICHNH TIEpeIaur MEPCOHANBHBIX JAHHBIX PAOOTHUKOB TPETHUM
JUIaM paboToIaTeNb 00s3aH:

- He co00IaTh IEPCOHATLHBIC TaHHBIE 0€3 TTOJYYCHHOTO MMCHbMEHHOTO COTJIACHS
pabOTHUKA, KPOME CIIy4aeB, KOTJja TaKUe OOSI3aHHOCTH YCTAHOBJICHBI
3aKOHOJIATEITHCTBOM;

- HE TiepeaBaTh NMEPCOHANILHBIC TaHHBIE pA0OTHUKA JISI HCTIOJL30BAHMUS B
KOMMEPYECKHUX IEIISIX;

- TpeOOBaTh OT TPETHUX JIUI] COOTIOJCHUS TPABUI PA0OTHI C MEPCOHATHHBIMU
JAHHBIMH, & TaK)K€ MPEAOCTABIICHUS MUCbMEHHOTO MOTBEP K ICHHUS
WCITOJIb30BAHUS TTEPCOHABHBIX JTAHHBIX B MOPSAKE, IPETYCMOTPEHHBIX
HACTOSIIIAM TTOJI0KEHHUEM O 3allTUTe TIEPCOHATBHBIX JTaHHBIX;

- 1aBaTh JIOCTYII K MIEPCOHATBHBIM JAHHBIM TOJBKO JIMIIAM, HMCIOIITIM
COOTBETCTBYIOIIUN JIOTTYCK M HCTIOIB3YIOMINX X TOJBKO JIJIST BBITIOTHEHUS
KOHKPETHBIX [MOJTHOMOYHIA;

- He UCcTpebOBaTh MH(POPMALIUIO O COCTOSIHUH 370POBbsl pabOTHHUKA, 32
UCKIIFOUEHHUEM JIaHHBIX, KOTOPbIE MOTYT MOBIIUATH HAa UCIIOTHEHUE PAOOTHHUKOM
CBOUX TPYJOBBIX O0SI3aHHOCTEH.

8. JOCTYII K IIEPCOHAJIBHBIM JAHHBIM COTPYJIHHUKA

8.1. BuyTpeHHu#t noctyn (MCmonb3oBanue HHGOpMaIuy pabOTHUKAMU).
[IpaBo nmoctyma K IEpCOHATLHBIM TaHHBIM PAOOTHUKA UMEIOT:

- 3aBEAYIOIINN JIETCKUM CaZlOM;

- 3aMECTUTENH 3aBEAYIOIIETO;

- COTPYAHUKH OyXTaJITepUH, B Mpejiesiax CBOeH KOMIETEHIINH;

- caM pabOTHUK.

8.2. Buemnwmii noctyn (rocyaapCcTBEHHbIE CTPYKTYPHI).

[lepconanbHble TaHHBIE PAOOTHUKOB MOTYT MPEAOCTABIATHCS TOJIBKO TI0 3aIpOCy
KOMIIETEHTHBIX OPraHOB, UMEIOIINX COOTBETCTBYIOLINE TOTHOMOYHS:

- (enepanpHas HaOTOBAs CITyXk0a;

- IPaBOOXPAHUTEIbHBIE OPTaHbIL;

- OpraHbl CTaTUCTHUKH;

- OIOPO KPEAUTHBIX UCTOPUH;

- BOGHKOMATBHI;

- OpraHbl COLMAIIBHOTO CTPaXOBaHUS;

- IEHCUOHHBIE (POH]IBI;

- IOJIpa3/IeJICHHUs] MyHULIUITAJIbHBIX OPTaHOB YIIPABIICHHUS.



8.3. Jlpyrue opranuzanuu (TpEThU JIUIA).

Caenenust 0 pabOTHUKE (B TOM YKCIIe YBOJIEHHOM) U3 JJaHHBIX apXuBa MpeJo-
CTaBIIAIOTCSA TPETHUM JIMIAM HA OCHOBAHWU NMHCbMEHHOTO 3asBJICHUSI CAMOT0
paboTHUKA.

8.4. POACTBEHHUKH U YJICHBI CEMEM.

[lepcoHanbHbIe JaHHBIE PAOOTHHUKA MTPEIOCTABISIOTCS POJICTBEHHUKAM WUITU
YJICHAM €T0 CEMBbH TOJBKO C MMCHMEHHOTO pa3pernieHus: paboTHUKA.

9. 3AIIMTA IIEPCOHAJIBHBIX TAHHBIX PABOTHHUKOB

9.1. B pamkax peanuzanuu myHKTOB HacTosiero [lonoxenus o 3ammre
MIEPCOHAIIBHBIX JJAHHBIX PAOOTHUKOB, 3aBEAYIOIINI U3AaeT MPHUKa3 0 Ha3HAYCHUN
JIUIIA, OTBETCTBEHHOTO 3a COOJII0IEHUE TIOPSJIKA padOTHI C TIEPCOHATBLHBIMHU
JAHHBIMHU paOOTHUKOB, HA KOTOPOM JIEXKAT BCE 00A3aHHOCTH 110 00ECTIEUEHUIO
KOH(HICHIINATLHOCTH TIOJYYEHHBIX TAHHBIX, & TAK)KE OpTaHU3aINH PAOOTHI C
HUMU.

9.2. Tlepenaya uH(poOpMaUU MPOUCXOAUT TOJIHKO B TUCEMEHHOM BHUJIE. 3a1pocC
JTOJKEH OBITH CJIEJIaH B MMCHbMEHHOM BHUJIE C YKa3aHUEM BCEX PEKBU3UTOB JIUIIA,
3anpammuBaroiero nHpopmaiuto. OTBET A0JKEH OBIThH cieaaH Ha (GUPMEHHOM
OJIaHKe.

9.3. Bce nmosrydueHHBIC TIEPCOHANIBHBIC TAHHBIC JOKHBI XPAaHUTHCS B MECTE,
WCKITIOYAOIIEM HECAHKITMOHUPOBAHHBIX TOCTYIT TPETHUX JIHII..

9.4. DneKTPOHHBIC HOCUTENIM UH(POPMAITUH, JOJDKHBI OBITH 3alTUIIICHBI
KpUNITOTpadUueCKUMH CPEICTBAMHU 3aIUTHI HH(HOPMAIIHH. .

10. OTBETCTBEHHOCTD 3A PA3SIJIAHIEHUE NTH®OPMAIIUN,
CBSI3AHHOM C NEPCOHAJIBHBIMU JAHHBIMH PABOTHUKA

10.1. JInna, npu3HaHHbIE BAHOBHBIMU B HAPYLIEHUH MOJ0KEHUN HACTOSALIETO
[TonoxeHus o 3aluTe NePCOHATBHBIX JAHHBIX PAOOTHUKOM MPHUBJIEKAIOTCS K
JUACHUILIMHAPHOMN, aAMUHUCTPATUBHOW, ITPAXKJAHCKO-TIPABOBYIO U YTOJIOBHOU
OTBETCTBEHHOCTH, B ITOPSAKE NIPEIyCMOTPEHHOM 3aKOHOAATENBCTBOM PD 1
JIOKQJIbHBIMA HOPMAaTUBHBIMU aKTaMHU.






