NPUJIOXKXEHMUE 8
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CornacoBaHHO C MpejacenaTesieM MepBUYHOM YTBepKIar0 AUPEKTOP
podcor03HOM OpraHu3aLu MAOY MAOY «'umuazust Ne 7 «Cubupckasn»
«I'mmuazus Ne 7 «Cubupckas»
M.B.IlnexanoBa M.H.KoBasnea
NHCTPYKIUA

1o 00padoTKe NePCOHANBHBIX JaHHBIX 0€3 UCIO0JIb30BAHUSA CPEICTB
apromatuzanun B MAOY «I'mmua3zus Ne 7 «Cudupckaspy

. O01Me moJ1oKeHus

1. Hacrostmas Wucrpykius paspabotana B coorBercTBun ¢ «llomoxenuem 00
0COOCHHOCTSIX 00pabOTKM MEpPCOHANBHBIX JaHHBIX, OCYIIECTBISIEMON 0e3 HCIOIb30BaHUS
CPEICTB aBTOMaTH3aun», yrBepkaeHHbIM [locTanoBnenuem IlpasurensctBa PO ot 15.09.2008
Ne 687, sBnsercs pomonHenueM k «llomoxkeHuto 06 00paboTKe MEPCOHATBHBIX TaHHBIX B
MAOY «I'umuazus Ne 7 «Cubupckas» (manee TMMHA3usl) U OMpEAeIsseT MpaBmwiia paboThl ¢
MEPCOHAIBHBIMU JIAaHHBIMU U HX MaTepUalIbHBIMU HOCUTENISAMHU 0€3 HCIOJIb30BAaHUS CPEACTB
aBTOMAaTHU3aLUHU.

2. O6paboTKa MepcOHANbHBIX JAHHBIX, MOJYYCHHBIX OT PabOTHHKA, COJAEPKAIIMXCS B
MH(POPMALMOHHON CHUCTEME NEPCOHAIBHBIX JAHHBIX JMOO HW3BICUYEHHBIX M3 TAKOH CHUCTEMBI
CUMTACTCS OCYIIIECTBICHHOM 0e3 UCIIOJIb30BaHUS CpEICTB aBTOMAaTHU3AINH
(HeaBTOMATU3UPOBAHHOM), €ClIM Takue JAEUCTBUS C IEPCOHAJIBHBIMM JITAHHBIMH, Kak
UCIIONIb30BAaHNE, YTOUYHEHHUE, PACHpPOCTPAHEHHE, YHUYTOKEHUE TMEePCOHANBHBIX TaHHBIX B
OTHOIIEHMH KaXJ0ro M3 CYOBEKTOB IEPCOHAJIbHBIX JAHHBIX, OCYLIECTBIISIIOTCS IpHU
HENOCPEICTBEHHOM Y4aCTHH YEJIOBEKA.

3. JloKyMeHT, coJepKalluii TMepCOHAIbHBIC IaHHBIE - MaTepUAIbHBIM HOCUTEIh C
3apuKcUpOBaHHOW Ha HEM B JIt000M hopMme MHoOpMaruet, coaepxaiiieil nepcoHaabHbIE JaHHbIE
pabOTHUKOB (WK Tpax/iaH B JJOroBopax ¢ (PM3MYECKUMU JIMLIAaMHK) B BUJE TeKCTa, (hoTorpadun u
(MnM) UX COYETaHMUS.

4. C yueTom 607b110T0 00b€Ma (MAaCCOBOCTH) TOKYMEHTOB, COJACPKAIIUX TEPCOHATBLHBIE
JaHHble, WU  CTPOr0  PErJIaMEHTHMPOBAHHOIO  TOpPSJKAa  HUX  XpaHEHUs  IOMETKa
KOH(UIEHIMAIBLHOCTH HAa HUX HE CTaBUTCA.

5. C Hacrosiiell MHCTPYKIUEH JOKHBI ObITh O3HAaKOMJIEHBI IOJ] POCHHMCH PaOOTHHKH,
JOTIyCKaeMble K  00pa0OTKe TEPCOHANBHBIX JaHHBIX ©0€3 HCIOJB30BaHHUS  CPEICTB
aBTOMATHU3alMK. JIMCTBI O3HAKOMIIEHMS XPAaHATCS Yy OTBETCTBEHHOIO 3a CUCTEMY 3alllUThI
uH(popMaluu B ”HPOPMAITMOHHOM CHCTEME NIEPCOHANIBHBIX JaHHbIX.

Il. Topsinok 00paGoTKN NMEPCOHATBHBIX JAHHBIX

1. TlepcoHanbHble JMaHHBIE JOJDKHBI 000COOJATbCS OT HMHOW HHGpOpPMALUU ITyTEM
¢uKkcauu MX Ha OTIENbHBIX MaTepUaJbHBIX HOCUTENAX, B CIELMAJIbHBIX pazlienax WIA Ha
noJsix ¢popm (6J1aHKOB).

2. Ilpu ¢ukcanuu nepcoHadbHBIX JAHHBIX Ha MaTE€PUATIbHBIX HOCUTENSX HE JOITYCKAeTCs
¢ukcanMss Ha OJHOM MaTepUAILHOM HOCHTEJE IEePCOHANBHBIX JAHHBIX, LEIH 00paboTKU
KOTOpBIX 3aBEJOMO HE cOBMeCTHMBI. [[1s1 00pabOTKM pa3nMyHBIX KaTerOpuil MepCOHATbHBIX
JAHHBIX, JJIS KaX/I0M KaTeropuy MepCOHATBHBIX JAaHHBIX JIOJDKEH HUCIOJIb30BAThCs OTJIENbHBIN
MaTepHaIbHbIA HOCUTEb.

3. PaboTHMKH, OCYyILECTBIISAONINE 00pabOTKy NEepCOHANBHBIX JaHHBIX, HH)OPMUPYIOTCS
HEINOCPEACTBEHHbIM pYKOBOAHWTENEM O (akre o0O0pabOTKM HMH MEpPCOHANbHBIX JAHHBIX,



KaTeropusx o0pabaThIBaeMbIX MEPCOHANBHBIX TAHHBIX, a TaKXKe 00 OCOOEHHOCTSIX W MpaBUIIax
OCYIIECTBIICHUS TaKOi 00pabOTKH.

4. Tunosble (OpPMBI JOKYMEHTOB JOJDKHBI OBITH COCTaBJIEHBI TaKMM 0Opa3oM, YTOOBI
KQKIbIH M3 CyOBEKTOB IEPCOHAIBHBIX [aHHBIX, COAEPXKAIIUXCS B JOKYMEHTE, HMeEN
BO3MOXXHOCTh O3HAKOMHUTBCS CO CBOMMHM IE€PCOHAJIBHBIMU JaHHBIMH, COJIEPXKAIIUMHUCS B
JOKyMEHTE, HE HapyIlas paB U 3aKOHHBIX HHTEPECOB HHBIX CyObEKTOB NEPCOHAIBHBIX TaHHBIX.

5. XpaHeHue JOKYMEHTOB, COJEpXAIUX IMEPCOHAIbHBIC JAHHBIC, OCYIIECTBISACTCS B
MeTaJUIMYeCKuX mKadax uiu cerdax.

6. YHUUYTOXKECHUE JOKYMEHTOB, COAEP)KAILIMX IEPCOHAIbHBIC TaHHBIEC, OCYIIECTBISCTCS
CrIoco0oM, He IO3BOJISIOIINM B JJaJIbHEHIIEM 03HAKOMHTBCS C TIEPCOHATIBHBIMU JTAHHBIMU.

I11. O6s13aHHOCTH COTPYAHUKA, JONMYIIEHHOT0 K 00padoTKe MepCOHAIBHBIX JAHHBIX

1. Ilpu paboTe ¢ MOKYMEHTaMH, COJIEpKALIMMH IE€PCOHAIBHBIC IaHHBIC, COTPYIHHUK
00s13aH HCKJIIOYUTh BO3MOXKHOCTh O3HAKOMJICHHS, MPOCMOTPA ATHX JTOKYMEHTOB JUIAMH, HE
JOMYIIEHHBIMA K paboTe ¢ HUMHU (B TOM YHUCIIe IPYTMMHU PaOOTHUKAMHU CBOETO CTPYKTYPHOTO
noJipa3iesieHus).

2. Ilpu BbIHOCE JOKYMEHTOB, COJEp’KalllUX II€PCOHAJbHBIE JIaHHBIE, 3a IIpeleibl
TEPPUTOPUU THUMHA3UU IO CIY>KeOHOW HEOOXOAMMOCTH COTPYAHUK TOJIKEH MPHHSTH BCE
BO3MO>KHBIE MEPBI, UCKIIIOYAIOIINE yTpaTy (yTepro, XULIEHUE) TAKUX TOKYMEHTOB.

3. IIpu yrtpare (yTrepe, XHILEHHUU) JHOKYMEHTOB, COJAEPXKAIIUX MEPCOHAIbHBIC NaHHBIE,
paboTHHK 0053aH HEMEIUICHHO JOJIOKUTh O TakoM (aKTe CBOEMY HEMOCPEICTBEHHOMY
pykoBoauTento. HemnmocpeAacTBEHHBIN pPYKOBOIWUTENb JIOJDKEH COOOLIUTH  3aMECTHTEIIO
JTUPEKTOpa, KypUPYIOIIEMY BOTIPOCH 3alIUThl HH(GOpMau o0 GakTe yrpaTsl (yrepe, XUIICHUH)
JIOKYMEHTOB, COJIEpIKAIllUX MepcoHabHble AaHHble. [lo kaxaomy Takomy ¢akTy Ha3HauaeTCs
ciry’)keOHOE pacciieJOBaHHeE.

4. CoTpyaHHKaM, TOMYIIEHHBIM K 00paboTKe NepCOHATBHBIX JAHHBIX 3alpeIlaeTcs:

- CooOwiarh cBeAEHMSI, SBISIIOIIMECS NEPCOHAIBHBIMU JaHHBIMU, JUIAM, HE MMEIOLUM IpaBa
JIOCTYyTIa K 9TUM CBEACHHUSM.

- Jlenath HEyUTEHHbIE KOMTMH JOKYMEHTOB, COACPKAIINX MEPCOHAIIbHBIE JaHHbIE.

- OcTaBisATh JTOKYMEHTBHI, COJEpXalllie IepCOHalbHble JaHHble, Ha pabouyux crojax Oe3
IPUCMOTpA.

- [TokuaTe nOMeIEHNE, HE TIOMECTUB IOKYMEHTHI C IEPCOHAIBHBIMU JaHHBIMU B 3aKPbIBA€MBbIC
ceiidpl, mKagsbl.

- BbIHOCUTBH IOKYMEHTHI, COAEpKAIIUE MEPCOHAIbHBIE AAHHBIE, U3 TOMELICHUN YUpeKICHUS
0e3 ciyke0HOI HE0OXO0IMMOCTH.

5. OTBETCTBEHHOCTb COTPYAHMKOB, JOMYIIEHHBIX K 00pab0oTKe MepCOHANBHBIX JaHHBIX:

- OTBETCTBEHHOCTD 32 HEUCITOJIHCHHUE WJIM HEHA/JIeXkKAIee BhITIOJHEHNE TPeOOBaHUN HACTOAIIEH
WucTpyKinu Bo3naraeTcs Ha pabOTHUKOB M aIMUHUCTPAIIUIO0 THMHA3UH.

- KonuTposb 3a BBINOJHEHWEM TMOJOXKEHUW Hactodmer WMHCTpykuuu Bo3jaraeTcs Ha
OTBETCTBEHHOTO 3a CUCTEMY 3alllUThl UHPOPMALIMK B HHPOPMALIMOHHOM CUCTEME IIePCOHAIBHBIX
JTAHHBIX.

- 3a HapylleHue NMpaBuil 00padOTKU MEPCOHANBHBIX JaHHBIX, UX HEMPaBOMEPHOE pasIJialleHue
WIM paclpoCcTpaHEHHE, BHUHOBHBIE JHIA HECYT JUCHMIUIMHAPHYIO, aJIMUHUCTPATHUBHYIO,
IPaKAaHCKO-IIPABOBYIO WJIM YTOJIOBHYKO OTBETCTBEHHOCTb B COOTBETCTBHM C JEHCTBYIOLIUM
3aKOHO/IaTEIbCTBOM.

- B ciiyuae ecnu B pe3ysbTare JeiicTBUi paOOTHUKA ObUT MPUYUHEH MOAJIEKAIINN BO3MEIIEHUIO
paboTomaTeneM ymepO TpEThUM JIMIaM, paOOTHUK HECeT mepen paboTomareneM MaTepUalibHYIO
OTBETCTBEHHOCTb B COOTBETCTBUU ¢ TM1aBoi 39 Tpynosoro kojekca PO.

- B cnyuae pasrnaimieHus nepcoHalbHBIX JTAHHBIX, CTABIIMX M3BECTHBIMU PAOOTHHUKY B CBS3U C
UCTIOJIHEHUEM UM TPYAOBBIX 00SI3aHHOCTEH, B TOM UYHMCIIE pa3IJIAlleHUs] IePCOHATBHBIX JaHHBIX
Ipyroro pabOTHHKA, TPYIOBOH JOTOBOP C paOOTHUKOM MOKET ObITh paCTOPrHYT paboToaaTesieM
(moamyHKT «B» yHKTa 6 ctatbu 81 TpymoBoro koaekca PO).



