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MNOJIOKEHHUE
00 00paboTKe H 3aLIHTE NEPCOHAIBLHBIX JAHHBIX PA0OTHHKOB
MYHHIHTIAJIBHOTO 0I0/I’KETHOTO YupeskaeHus1 KyJabTypbl « THMameBckasi
MeJKIoce/IeHYeCcKast eHTpajibHasi OM0IHOTeKa» MYHHLIHNIAJBHOTO
oOpaszoBanuns TumameBckuii paion

1. O0wue nosoXKeHus.

1.1. Ilensro INonoxenust 06 06paboTke nepcoHaNbHBIX JaHHBIX PAOOTHHKOB
(nanee — IlomokeHue) sBISETCS 3alIUTa MEPCOHAIBHBIX ITAHHBIX PaOOTHHKOB
MYHHUIMIIATBHOTO  OIOJDKETHOrO0  ydpeXAeHHs  KyabTypbl  «TumalueBckas
MeXIocelleHYecKas: LieHTpalabHas OubiHoTeka» MYyHHUUIAIBHOINO 00pa3oBaHuUs
TumarueBckuii paiion (anee — bubmuoreka) oT HECaHKIIMOHUPOBAHHOTO JOCTYIA,
HENPaBOMEPHOIO HX HCIIO/IB30BaHUSA WM yTpaThl, @ TaKkKe YCTaHOBJICHHE
OTBETCTBEHHOCTH JOJDKHOCTHBIX JIML, MMEIOUMX JOCTYyll K TepCOHAIbHBIM
NaHHBIM pPa0OTHUKOB, 3a HEBBINIOJIHEHHE TPeOOBaHWA HOPM, PEryJIHpyIOLIHMX
00paboTKy U 3aIUTY NMEPCOHAIBHBIX JaHHBIX.

1.2. ITonoxenue pa3paboTaHO B COOTBETCTBHMM €O cTartbsiMu &5-90
TpynoBoro Konmekca Poccuiickoit Penepanun, Konctutynued Poccuiickoi
®enepanun, ['paxnanckum koxekcom Poccuiickoit Denepauuu, PenepanbHbIM
3akoHOM «O0 wuHboOpManuy, HHGOPMALMOHHBIX TEXHOJIOTHSX M O 3allure
uHopMarn», OenepanbHbIM 3aKOHOM «O MepcoHalbHBIX NaHHBIX», [IpaBunamu
BHYTPEHHETO TPYAOBOro pacnopsjaka bubmiorexu.

1.3. Tlopsimok BBoJa B felicTBue U u3MeHenus [lonoxenus.

1.3.1. IlonmoxeHne BCTymaeT B CHJIYy C MOMEHTa YTBEPKICHHSA €ro
nupektopoM bubGiuoreku u JeiicTByeT OeccpovYHO, N0 3aMEHBbl €ro HOBBIM
IIOJIOJKEHHUEM.

1.3.2. Bce wusmenenuss B [lonoxeHue BHOCATCS COOTBETCTBYIOLLUM
IPUKA30M.

1.4. Bce paGorHuku bubnuorexkn HOMWKHBI OBITH O3HAKOMIEHBI C
HactostiiuM [Too)keHrem moJ MoAIUCh.

1.5. PexxuM KOH(QHUIASHIMAIBHOCTU IEPCOHAIBHBIX JaHHBIX CHMMAeTcs B
ciydae uX oO0e3NUYMBaHUS W [0 WCTEYCHHMH 75 JIET CPOKa MX XpaHEHHs, WIIH
IIPOUIEBAETCS HA OCHOBAHUM 3aKIIIOUEHUS IKCNEPTHOH Komuccuu bubianorexwu,
€CJIM MHOE HE OIIPeIeIEHO 3aKOHOM.



2. OCHOBHBIE TOHATHS.

2.1.Ana uene#t Hacrosimero IlonoxkeHuss HCHONB3YIOTCS —CleayIOLIHe
OCHOBHBI€ IIOHSTHSL:

— IepcoHalibHbIe JaHHbIe paboTHUKA — Jr00as uHpOpMaLus, OTHOCAIIASICS
K ONpeleJIeHHOMY WM OIpenesieMOMy Ha OCHOBAaHMM TaKoW HHMOpMAaIMu
paboOTHHKY, B TOM YHUCIIe ero Gamuius, UMs, OTYeCTBO, I0Jl, MECsll, JaTa U MECTO
POXJIEHUS, anpec, CceMeiHoe, COLMaIbHOE, MMYIIECTBEHHOE IOJIOKEHHE,
oOpasoBanue, npodeccus, HOXOABI, apyras uHbopmamus, HeoOXoaumas
paboToaaTeno B CBSI3U C TPYJOBBIMH OTHOLLICHHUSIMHU;

— 00paboTka TIepCOHANBHBIX JaHHBIX — cOoOp, CcHCTeMaTH3alus,
HaKOIUIEHHe, XpaHeHue, yTouHeHHe (OOHOBIEHHe, MU3MEHEHHUE), UCIOJb30BaHuUE,
pacripocTpaHeHue (B TOM 4YHCie Iepefada), obOe3nuuuBaHue, OJOKUpOBaHUE,
YHUYTO)KEHHE TePCOHAIBHBIX JaHHBIX paboTHUKOB bubimoreku;

— KOH()HMICHLMAIBHOCTh IePCOHANBHBIX JaHHBIX — O00s3aTeNIbHOe IS
COOJIO/IeHHs] HAa3HAYEHHOTO OTBETCTBEHHOTO JIMIA, MOJYYHBIIEro0 IOCTYIl K
NepCOHANIbHBIM  JI@aHHBIM  pabOTHUKOB, TpebOBaHME HE JOINyCKaThb HX
pacrnpocTpaHeHus: 0e3 coriacusi pabOTHUKA UIIM WHOT'O 3aKOHHOT'O OCHOBAHHS;

— pacrpocTpaHeHUe MepCcoHaNbHbIX JaHHBIX — JAeUCTBUS, HAlpaBlIeHHbBIE HA
nepefavyy IMEepPCOHANbHBIX MAHHBIX PpPaOOTHUKOB OINpeAeNeHHOMY Kpyry JIHII
(mepeada mepcoOHaNBHBIX MAHHBIX) WM Ha O3HAKOMJICHHE C IEPCOHAIbHBIMU
JIaHHBIMH HEOTPaHWYEeHHOr0 Kpyra JHl, B TOM 4HclIe OOHapoJoBaHHE
MepCOHANBHBIX MAHHBIX pabOTHUKOB B CpEeACTBAX MAaccoBOM HHbopmanuy,
pasMenieHue B HH(POPMALUOHHO-TEIEKOMMYHUKALMOHHBIX  CETAX  HIH
NpefoCTaBleHHe JOCTyNma K IepPCOHANbHBIM JaHHBIM pPabOTHUKOB KaKUM-TTHOO
MHBIM CIIOCO00M;

— WCIIOJIb30BaHHe TMEepPCOHAIBHBIX JaHHBIX — JeHCTBUS (Oomepauuu) ¢
NepCOHANBHBIMH JTAHHBIMH, COBEpIlaeMble JOJKHOCTHBIM JHUIOM bubnnoreku B
eJsX MPHHATHS pPEIIeHHH WM COBEpPIIeHHsS HHBIX NEWCTBUM, MOPOXKIAFOIINX
IOPU/IMYECKHE NOCHEACTBUS B OTHOILUEHHWH pabOTHUKOB 1IUMOO HHBIM 00pasoM
3aTparkBaIOLIUX UX MpaBa U cBOOO/IbI MM MpaBa M CBOOOABI APYTUX JIHII;

— OJIOKHpOBaHWE TIEPCOHAIBHBIX JaHHBIX — BpEMEHHOe TpeKpalleHHe
cObopa, CHCTeMAaTH3alli¥, HAKOIUICHHS, WCIOJNb30BaHUS, PACIPOCTPAHEHHUS
IIePCOHAILHBIX JIaHHBIX paOOTHUKOB, B TOM YHC/Ie UX Mepe/ladyHu;

— YHHUYTOXKEHHE IIepPCOHAIIBHBIX JaHHBIX — JIeHCTBHS, B pe3ylibTaTe
KOTOPBIX HEBO3MOXXHO BOCCTaHOBUTbH COJEp)KaHHE IE€PCOHAIbHBIX IaHHBIX B
UH()OPMaIIMOHHON CUCTEME NEPCOHAIBHBIX AAHHBIX paOOTHUKOB WIIH B Pe3yJIbTaTe
KOTOPBIX YHHUYTOXKAIOTCS MaTepUalbHble HOCHTEIH IePCOHAIbHBIX JaHHBIX
pabOTHHKOB;

— obe3nMuMBaHWE TMEPCOHANBHBIX JaHHBIX — JEHCTBHS, B pe3yJibTaTe
KOTOPBIX HEBO3MOXXHO OINpEAeIUTh MPHHAJICKHOCTh MEPCOHAIBHBIX JaHHBIX
KOHKPETHOMY pabOTHHKY;

— o0leoCTyIHBIe TEpPCOHANbHBIE JaHHbBIE — MepCOHAJbHbIE JaHHbIE,
JIOCTYIl HEOTPAaHHYEHHOTO Kpyra JIMI[ K KOTOpPbIM IPEJOCTaBIeH C COrJIacHs

2



paboOTHMKA WJIM Ha KOTOpBIE B COOTBETCTBUU C (elepalbHBIMH 3aKOHAMH He
pacrnpocTpansercsi TpeboBaHue coOmoie !SI KOHDUIEHINATBHOCTH.

— uHpopMarys — cBefieHus: (CooOLIeHUs, TaHHbIE) He3aBUCUMO OT (hopMbl
UX TIPEICTABICHHS.

— JIOKyMEHTHpPOBaHHasi uHpopMaIus — 3a(UKCUpPOBaHHAS Ha
MaTepHaIbHOM HOCHUTEIE MyTeM JOKYMEHTUPOBaHUS HH(OPMALIUs ¢ PEKBU3UTAMH,
MO3BOJISIOLIMMM  ONpPE/Ie]IuTh TaKyld HMH(OOpMAIMIO WIM €€ MaTepHalbHbIN
HOCHUTEb.

3. CocraB nepcoHabHBIX JAHHbIX PA0OTHHKOB.

3.1. B cocTaB nepcoHalbHbIX JaHHBIX paOOTHUKOB bubnuoTeku BXOAAT:

—  aHKeTHbIe U Ouorpapuveckue JaHHbIE;

—  oOpazoBanue;

—  CBEJEHHUS O TPYIAOBOM U 00ILIEM CTaxKe;

—  CBEJIEHHS O COCTaBe CeMbH;

—  TaclOpTHbIE JaHHBIE,;

—  CBEJEHUS O BOMHCKOM y4erTe;

—  CcBeJieHMs O 3apabOoTHOM Iuiare;

—  CBEJIeHHS O COLMANIBHEIX JIbroTax;

—  CIENHAJIBHOCTb,

—  3aHUMaemast JI0JDKHOCTB;

—  HaJu4He CyJHUMOCTEN;

—  aJlpec MecTa XHUTEeJbCTBa,;

—  jpomanrHui Tenedox;

—  MecTo paboThl HJIK yueObl UI€HOB CEMbH U POJCTBEHHUKOB;

—  cojJiep)aHue TPYJIOBOrO JA0I0BOPA;

—  cOCTaB JIeKJIapupyeMbIX CBEJEHHMH O HaJIU4YUM MaTepHaJIbHBIX
LIEHHOCTEH;

—  coJepkaHue JieKapalyH, I0AaBaeMoi B HAJIOTOBYIO HHCIIEKIIHIO;

—  MOUIMHHHUKH M KOTIMU TPUKA30B I10 JUYHOMY COCTaBY;

—  JIWYHBIE JIeJla U TPYA0Bble KHWKKHU COTPYAHUKOB;

—  OCHOBaHHUS K NIPUKa3aM I10 JUYHOMY COCTaBY;

—  Jiena, cojJepikallde MaTepuaibl IO IOBBILICHHIO KBaTU(UKALUK H
IIeperoAroOTOBKE COTPYAHUKOB, MX aTTECTALIUH, CIYXKEOHBIM pacciiel0BaHUsgM;

—  KOITUH OTYETOB, HANPABJISIEMbIE B OpPraHbl CTATUCTHUKHU.

3.2. JlauHeple OOKYMEHTBI SBISIOTCS KOHQUIACHUUAIBHBIMH, IPH I3TOM,
YYUTBIBas KX MAaccOBOCTh M €AWHOE MeCcTO O0padOTKM M XpaHeHHd -
COOTBETCTBYIOLIU# rpud OrpaHUYECHNs] HA HUX HE CTAaBUTCH.



4. O6paboTka NepcoHANbHBIX JAHHBIX

4.1. B nensx obecriedeHus: mpaB U cBoOoa pabotHuka bubnuoreku u ero
npejacraBuTesiell mpu o0paboTKe NepcoHaNbHBIX MaHHBIX pabOTHHKA O00s3aHbI
coburoarh ciieayromue oduue TpedoBaHus:

4.1.1. O6paboTka  NEpPCOHAIBHBIX JAHHBIX paboTHHKA  MOXeET
OCYIIIECTBIATECSA MCKIIOUHTETBHO B IENsAX obecrieueHus: COOMOeHNS 3aKOHOB H
WHBIX HOPMATHUBHBIX IIPaBOBBIX  aKTOB, coAeWcTBUs  paboTHMKamM B
TPYyIOYCTpOMCTBE, OOy4YeHUU W NMPOABIKEHHH IO CIyxk0e, obecrnevyeHus THIHOM
Oe30omacHOCTH pabOTHUKOB, KOHTPOJIS KOJMYECTBA M KayecTBa BBINOJIHAEMOH
paboTHl B o0ecrieueHrs: COXPaHHOCTH UMYILECTBA.

4.1.2.1lpu onpenenenun o0bemMa U cojepxaHusi 00pabaTbIBaeMbIX
NEepCOHANBHBIX NaHHBIX paboTHHKA paboTojaTenb MNOKEH PYKOBOJCTBOBATHCS
Konctutrynueit Poccuiickoit ®Penepauuu, TpynoBsiM Koxexcom U HHBIMH
(henepanbHBIMHU 3aKOHAMM.

4.1.3. IlonyuyeHne mepCcOHANbHBIX JaHHBIX MOJXKET OCYIIECTBIATHCS Kak
IMyTeM MpeJICTaBICHUS UX CaMHM pabOTHHMKOM, TaK M IyTeM IOJy4YeHHS HX U3
UHBIX HCTOUYHUKOB.

4.1.4. TlepcoHanbHble aHHbIe paOOTHUKA CIIEAYeT MOTy4aTh y HEro camoro.
Ecnu nepcoHaibHble JaHHbIE pabOTHHKA BO3MOXKHO IOJIyYHTh TOJBKO y TPEThEH
CTOpPOHBI, TO pabOTHHUK JIOJDKEH ObITh yBeJOMIEH 00 3TOM 3apaHee U OT HEro
JOJDKHO OBITH MOJy4eHO MUChMEeHHOe cornacue. PaGoronaTens N0KeH COOOIIUTE
pabOTHHKY O LeJsAX, MNpearnojiaraeMbIX HCTOYHHKAX M crocobax MoaydYeHHs
MEepCOHANBHBIX JAHHBIX, @ TaK € O Xapakrepe NOIeKalMX [OTyYeHHIO
NIEPCOHANBHBIX MTaHHBIX M MOCIEJCTBHSX OTKa3a pabOTHHKA JaTh IHCBMEHHOE
corJiacHe Ha UX MOJy4YeHHeE.

4.1.5. Paboromatens He HMeeT IIpaBa MoJy4aTb M 00pabaThIBaTh
nepcoHabHBIe JaHHBIe pabOTHHKA O €ro MOJUTHYECKHX, PEIUTHO3HBIX M MHBIX
yOexaeHussx ¥ 4acTHOM >KM3HU. B ciy4asx, HENnoCpeICTBEHHO CBS3aHHBIX C
BONPOCAMU TPYJOBBIX OTHOILIEHWI JaHHblE O YacTHOH Ku3HU paboTHHKA
(uapopMalMs O KHU3HEAEATENBHOCTH B cdepe CeMeHHBIX OBITOBBIX, JHYHBIX
OTHOILIEHMH ) MOTYT OBITh MOJy4eHbl 1 00paboTanbl paboToaareneM TOJIBKO C €ro
MUCHMEHHOTI'O COIIacHsl.

4.1.6. Paboromarenr He uWMeeT IIpaBO Inoinydarb U oOpabarbiBaTh
MepcoHaNbHbIE JaHHble pa0OTHHKA O €ro WIeHCTBE B  OOIIECTBEHHBIX
00BbEeIMHEHUSAX WK €ro NMpo(COIO3HON JesATEIbHOCTH, 32 UCKITIOUEHHEM Clly4yaes,
MpeAyCMOTPEHHBIX (peiepabHbIM 3aKOHOM.

42.K oOpaborke, mnepefadye M XpAaHEHHIO II€PCOHAIBHBIX JaHHBIX
pabOTHHKA MOTYT HMETh JJOCTYII COTPYAHHKHU:

— AIMUHUCTpALWH;

— Ornena obcmyKuBaHus;

— Metoauko — 6ubauorpaduyeckoro oraena.

4.3. Ucnonp3oBaHWe MEPCOHANBHBIX JAHHBIX BO3MOXKHO TOJIBKO B
COOTBETCTBUH C LIEJISIMH, ONPEAEIUBLIINMH UX MOJTyUYEHHE.
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4.3.1. IlepcoHanbHble JaHHbIE HE MOTYT OBITH MCMOJB30BaHBI B IEJAX
NPUYHHEHUST MMYLIECTBEHHOIO M MOpAJbHOIO BpejAa IpakJaHaM, 3aTpyAHEHHUs
peanu3aiuu npas u cBobox rpaxaan Poccuiickoit ®enepamu. OrpaHudeHue 1npas
rpaxxaan Poccuiickoii @enepanui Ha OCHOBE UCIOIB30BaHUs HH(pOpMaIuu 00 ux
COL[MAJIbHOM  IPOUCXOXJEHUH, O pacoBOM, HAUMOHAJIBHOH, S3BIKOBOM,
PENIUTHO3HOM W MApTUHHOW NPUHAMJICKHOCTH 3alpelieH0 M Kapaercs B
COOTBETCTBHUHU C 3aKOHOAATEIILCTBOM.

4.4. Tlepenaua mnepcOHANBHBIX JaHHBIX pabOTHHMKA BO3MOXKHA TOJBKO C
corjmacusi  pabOTHMKA WIM B  ClydasX, M[OpsIMO  [PeayCMOTPEHHBIX
3aKOHOJATENbCTBOM.

4.4.1. Ilpu nepenaue mnepcoOHANBHBIX JaHHBIX paboTHHMKa paborojaresns
IOJDKEH coboaaTh cieayrole TpeboBaHust:

— He coo0IIaTh NepcoHalbHble NaHHbe pabOTHHKA TpeThbed CTOpoHe Oe3
NHUCBMEHHOT0 coriacusi paboOTHMKA, 3a MCKIIOYEHHMEM Cly4aeB, KOrja 3To
HEOOXOUMO B LIEJISAX MPeayNpeKaeHUs yIpo3bl JKU3HU U 310pOBBIO pabOTHHKA, a
TaKXKe B CJIydasiX, yCTAaHOBJIEHHBIX (hefiepabHBIM 3aKOHOM;

— He coo0IaTh NepcoHaIbHble JaHHbIe PaOOTHUKA B KOMMEPUYECKUX LIEJIAX
0e3 ero MUCbMEHHOT'O COTJIacusl;

— IpeayNpeanTh JIHLI, MOJyYarolluX MepCOHalbHbIe JaHHble pabOTHHUKA, O
TOM, YTO 3TH JaHHBIE MOT'YT OBITh MCIIOJIb30BAHbI JIUIIE B LEJISX, ISl KOTOPBIX OHU
cooO1ieHbl, U TpeOoBaTh OT JTUX JIMI[ MOATBEPXKACHHUS TOTrO, YTO 3TO IPaBUIIO
cobmogeno. Jluia, momydaionine MNepcoHalbHbIE HAaHHble paboTHHKA, 00s3aHbI
coburoiaTh pexuM cexkpeTHocTd (KoH(puaeHuuansHocTh). Jannoe [lonoxenue He
pacnpocTpaHsieTcss Ha 0OMeH NepCOHAIbHBIMU JaHHBIMH PaOOTHHKOB B TOPSJIKE,
YCTaHOBJICHHOM (pe/iepaJbHBIMHU 3aKOHAMH;

— paspeliaTh JOCTYNl K TIepCOHAILHBIM JaHHBIM pabOTHUKOB TOJBKO
CHEeIMAbHO  YMOJHOMOYEHHBIM  JIMLAM,  OIPEAC]CHHBIM  IIPUKAa30M [0
OpraHu3allyy, MPU ITOM yKa3aHHBIE JULA J0JKHBl HMETh IIPABO MOJIy4aTh TOJIBKO
Te TepCOHANIbHbIe JaHHble Pa0OTHHKA, KOTOpble HEOOXOAMMBI JJIs BBIIOJIHEHHUS
KOHKPETHBIX (DyHKIUH;

— He 3amnpanmBaTh WHPOPMALMKIO O COCTOSHUM 370pOBbs pabOTHMKA, 3a
HCKIIOYEHHEM TeX CBE/ICHHWM, KOTOpbHIE OTHOCSTCS K BOIIPOCY O BO3MOXKHOCTH
BBINOJIHEHHSI PpAOOTHUKOM TPYJI0BOH (DyHKIHH;

— mepefaBaTh MEpPCOHANbHbIE JlaHHbIE pPA0OTHHKA IIpe/ICTaBHTENISIM
pabOTHUKOB B Mopsijike, ycraHOBIeHHOM TpynoBeiM KozxekcoMm, U orpaHHYMBaTh
3Ty UHGOPMAIIHIO TOJIBKO TEMHU NMEPCOHATBHBIMHU JAHHBIMHA pabOTHHKA, KOTOpPHIE
HEeOOXOIMMBI JIUIsl BBIOJHEHUSI YKa3aHHBIMU MPECTABUTEISIMH UX (DYHKIIMHA.

4.4.2. Tlepenaua mepcOHANBHBIX [JaHHBIX OT Jep)Kareiass WIM  €ro
Ipe/ICTaBUTeNIel BHEIIHeMY MOTPeOUTENI0 MOXKET AOMYCKaThCs B MHHHUMAJIbHBIX
o0beMax U TOJIBKO B LIEJISX BBIMOJIHEHUS 3a/a4, COOTBETCTBYIOIINX OOBEKTHBHOM
npu4nuHe cOopa 3TUX JaHHBIX.

4.4.3. Tlpu nepenaye mepcoHaANbHBIX AaHHBIX paboTHHKA MOTpedOHTENsIM (B
TOM YHCJI€ U B KOMMEPYECKHX LIeJIsIX) 3a MpeJiesibl OpraHu3aluu paboToaTelb He
JIOJDKEH COOOINATh 3TH JaHHBblE TPeThbel CTOpOHE 0e3 MHCbMEHHOIrO COIJIacHs
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paboTHHKA, 3a WCKIIOYEHHEeM ClydaeB, KOrJa 3TO HEOOXOJMMO B LEIIX
NPeayNpEeKICHUsT yrpo3bl JKM3HM M 3J0pOBbIO pabOTHHKA WIH B Cly4asX,
YCTaHOBJIEHHBIX (he/iepallbHbIM 3aKOHOM.

4.5. Bce Mepel KOH(DHIEHIMATBHOCTH NpU cOope, 0OpaboTke U XpaHEHUH
[IEPCOHANBHBIX JaHHBIX COTPYAHHUKA PACIPOCTPAHSIOTCS Kak Ha OymakHble, TaK U
Ha 3JIeKTPOHHBIE (aBTOMAaTU3MPOBAaHHBIC) HOCUTENH HH(POPMAIUH.

4.6. He nomyckaercss oTBe4aTb Ha BONPOCHI, CBSI3aHHBIE C Iepeaayeit
nepcoHaIbHOM HH(pOpMaIH 110 TeaedoHy uiu dakcy.

4.7. XpaHeHue NepCOHAIbHBIX JAHHBIX JOJDKHO IPOUCXOAUTH B TOPSJKE,
UCKITFOYAIOIIEM UX YTpaTy UM UX HENPaBOMEPHOE UCTIOIb30BAHNUE.

4.8. Ilpu npuHATHM pelIeHUH, 3aTpParMBalOIIMX HHTEpechl paboTHHKA,
paboTonarens He MMeeT IpaBa OCHOBBIBAaTbCSI Ha IEPCOHANBHBIX JAHHBIX
pabOTHUKA, MMONyYEHHBIX MCKIIOYUTENBHO B Pe3ysibTaTe MX aBTOMATH3MPOBAHHOM
0o0paboTKu WM 3JIEKTPOHHOro mnojydyeHus. PaGoromarens y4WTHIBaeT JHYHBIE
KadecTBa paboOTHMKa, ero 100pocoBecTHBIN U 3(h(HEeKTUBHBIH TPY/I.

5. Komnieke 10KyMeHTOB, CONPOBOKAAOLIHI npouecc oopmieHHsI
TPYAOBBIX OTHOIIEHHH paGoTHHKA B OPraHH3alHH NPH ero npHeme,
nepesojie H yBOJIbHeHHH.

5.1. Madopmanus, npencraBiaseMas paOGOTHUKOM IpU TMOCTYIUICHHH Ha
pabory B bubnmoreky, pomxkHa HUMETh JOKyMeHTaibHyr Gopmy. Ilpu
3aKJIFIOYEHUH TPYI0BOI'O JOrOBOpa B COOTBETCTBUM cO cT. 65 TpymoBoro konekca
Poccuiickoit Depepauuu JMLO, [OCTynamooliee Ha pabory, IpeabsBiseT
paboroaarento:

— nacnopt rpaxaanuna Poccuiickoii Dexepannu;

— TPYAOBYIO KHMKKY, 32 HCKJIIOUYEHUEM CIIy4aeB, KOIr/la TpY/I0BOM JOrOBOp
3aKJIIOYaeTCsl BIEpBble WM pabOTHUK TMOCTynaeT Ha paboTy Ha YCIOBHAX
COBMECTHUTEINIbCTBA, JTHOO0 TPy 10Basi KHWKKa Y pabOTHHKA OTCYTCTBYET B CBSI3H C €€
yTpaTOH WM IO APYTUM NPUYHHAM;

— CTpaxoBO€ CBHICTECIILCTBO rocyiapCTBEHHOTO MNEHCHOHHOTI'O
CTpaxOBaHHA,
— AOKYMEHTBI BOHHCKOro y4dera-— IJisd BOEHHOOOSI3aHHBIX M JIMIIL,

TIOJIeXKAIIUX BOMHCKOMY YYETY;

— JIOKyMeHT 00 o0pa3oBaHUH, O KBaTU(DUKALIMK WIH HATUYHH CIIEIIHaIbHBIX
3HAHUHM — MPU MOCTYIJICHUH Ha paboTy, TpeOyIoIIyIo CrelHalbHbIX 3HAHUN WK
CHEeLMaIbHON MOANOTOBKH;

— CBHUIETENBCTBO O npucBoeHnu MHH.

5.2. Ilpu odopmnenun pabotHuka B buOIHOTEKY, CHELHAIHCTOM,
OTBETCTBEHHBIM 3a paboTy ¢ KaJapaMH 3aroiHseTcs yHuduuupoannas gopma T-2
«Jlnunas kaprouka paboOTHHKa», B KOTOPOH OTpa)KaroTCs CIeAYIOUIHe aHKETHBIE U
Ouorpaduueckue naHHbIe pabOTHHKA:



— obumwe ceenenus (P.M.0. paboTHukKa, naTta poXKIACHUS, MECTO POXKIEHUS,
rpakJaHCTBO, OOpa3oBaHHWe, mpodeccus, CTax paboThl, COCTOSHHE B Opake,
[aCIOPTHBIE IaHHBIE);

— CBEJICHHS] O BOMHCKOM Y4YEeTe;

— JlaHHbIe O nmpuemMe Ha pabory;

B nmaneHeleM B THYHYIO KApTOUKY BHOCSTCS:

— CBeJIeHUs O MepeBojiax Ha Apyryio paborty;

— CBeJieHuUs 00 aTTecTaluy;

— CBEJIEHHs O MOBBIIICHUN KBATU(DUKAIIUY;

— CBeJIeHUs 0 NMPoGeCCUOHANBHOM MepPernoAroToBKe;

— CBeJIeHHUs 0 Harpajax (IOOLIPeHHsX ), TOYETHBIX 3BaHUSX;

— cBefieHus 00 OTIycKax;

— CBECHHS O COLMAIIBHBIX FapaHTHIX;

— CBEJEHHS O MECTe JKUTEJIbCTBA U KOHTAKTHBIX TenedoHax.

5.3. B ormene mnepconana (axMuHuctpanuu) bubnuoreku cospaioTcs u
XpaHATCs cleAyIolue TPyIbl JOKYMEHTOB, COAepKalllie JaHHble 0 paboTHHKaX B
eMHUYHOM HJIH CBOJHOM BHJIE:

JIoKyMeHTBI, cojiep Kalliie NepcoHalbHbIe JaHHble paOOTHUKOB (KOMILIEKCHI
JIOKYMEHTOB, COIPOBOXKIAIOIIME TMpouecc O(GOpMIIEHHS] TPYAOBBIX OTHOIICHHM
npu TnpuemMe Ha paboTy, MepeBoje, YBOJbHEHUH; KOMIUIEKC MaTepHalioB II0
AQHKETUPOBaHUIO, TECTUPOBAHUIO; MPOBEIEHUIO cobecel0BaHui C KaHIUIAaTOM Ha
JIOJKHOCTD; MOUTMHHMKHA U KOIUU MPUKA30B 110 JIUYHOMY COCTaBy; JIMYHBIE Aena
W TPYHOBBIE KHI)KKH pabOOTHUKOB; Jiela, CoAepiKallie OCHOBaHUS K MpHKa3y IO
JTMYHOMY COCTaBy; Jeja, COJep)Kalllie MaTepuallbl arTecTalud pabOTHHKOB;
CIy)XKeOHBIX pacclie/JOBaHHi; CIIpaBOYHO-MHPOPMAIIMOHHBIH OaHK MaHHBIX [0
nepcoHasy (KapTOTeKH, IKypHaibl); TOJUIMHHUKA W KOMHU OTYETHBIX,
AHAIUTHYECKUX M CIHPABOYHBIX MaTepHasoB, IepefaBaeMbIX pPYKOBOJCTBY
bubnmuoTeky, pyKOBOOUTENSM CTPYKTYPHBIX IOJpa3feleHUud; KOMHUU OTYETOB,
HANpaBJiseMbIX B FOCY/JIapCTBEHHBIE OpPraHbl CTATUCTUKH, HAJIOTOBbIE MHCIEKIIUH,
BBIIIECTOSIIME OpTaHbl YIIPaBJISHHUS U Ipyrue yupexaeHus).,

5.3.1. JloxkymeHTanus 1o Opra’u3alnuu paboThI CTPYKTYPHBIX
noapaszieeHni (IMONOXKEHUsI O CTPYKTYPHBIX IOJpa3[eNeHUsIX, JODKHOCTHBIE
HHCTPYKIIMH pabOTHUKOB, IPHKa3bl, PAaCIOPSDKEHUs, yKa3aHHUs pPYKOBOJCTBA
bubnuorexkn); MOKYMEHTHI IIO IJIAaHUPOBAHUIO, y4eTy, aHAJIU3y M OTYETHOCTU B
yacTtu paboTel ¢ nmepconanoMm bubnnorexu.

6. )_IOCTYH K II€EPCOHAJBHBIM JaHHbBIM

6.1. BHyTpeHHHU# n0CTYyN (OCTYII BHYTpU bubinorexn).
6.1.1. IlpaBo mocTyna K nepcoHanbHbIM JaHHBIM COTPY/AHHKA UMEIOT:
— nupextop bubnuoreku;
— COTPYAHMKH OTJeNa nepcoHana bubnuorexu;
— PYKOBOJMTENU TMOJAPa3JeNeHnH 110 HApaBIeHUIO AeSTEeIbHOCTH (JOCTYIl
K JIMYHBIM JaHHBIM TOJIBKO COTPYIHUKOB CBOEIO MOAPAa3/CIICHHUs );
7



— IIpHU NEpeBOJie U3 OJJHOrO CTPYKTYPHOI'O MOJIpa3/ieieHHsl B APYroe A0CTYII
K MEepCOHAJbHBIM /JaHHBIM COTPYJHHMKAa MOXKET HMETh PYKOBOAMTEIb HOBOIO
opa3ieeH s,

— cam pabOTHHUK, HOCUTENb JaHHBIX.

— nOpyrue coTtpyaHuku buOGnuoreku TmpH  BBINOJHEHMH WMHM CBOHUX
CityeOHBIX 0053aHHOCTEH.

6.1.2. Ilepeyens M1, HMEIOLWMX JOCTYNl K MEPCOHAIBHBIM JaHHBIM
pabOTHUKOB, ONpeaenseTcs NpuKa3oM Aupekropa bubianorexu.

6.2. BHemHuii gocTyi.

6.2.1. K uymcny MmaccoBeIx noTpeduTeNeil NepCOHANIbHBIX [aHHBIX BHE
OpraHu3allid MOJKHO OTHECTH TOCy/JapCTBEHHBIE U  HErocyAapCTBEHHbIE
(YHKIMOHAIBHBIE CTPYKTYPBI:

— HaJOroBbI€ UHCIIEKLIUH;

— TPaBOOXPAHUTEbHbIE OPraHbl;

— Oprassl CTaTUCTHKH;

— BOEHKOMAThI;

— OpraHbl COLHAIBHOIO CTPaXOBaHMUS;

— IEHCHOHHBIE (DOH/BL;

— TOJpa3JIeIeHHs] MyHHIUIIaJIbHBIX OPraHOB YIIPaBJICHHS;

6.2.2. Hag30pHO-KOHTPOJIbHEIE OpraHbl HMMEIOT AOCTYNl K HHGOpMalUH
TOJIBKO B c(hepe CBOEH KOMIIETECHIIUH.

6.2.3. Opranusaiuyu, B KOTOpbIE COTPYJHHMK MOXET OCYIIECTBIATh
MEPEYUCTICHUSI JICHE)XKHBIX CPEACTB (CTpaxoBble KOMIIAHWU, HETroCyJapCTBEHHbIE
neHCHOHHBIe  (OHABI,  OJarOTBOpUTENIbHBIE  OpraHW3allud,  KpeAUTHbIE
YUPEXKAEHUs), MOTYT TNOJY4YHUTh IOCTYN K IMEpPCOHAJBHBIM JaHHBIM pabOTHHKA
TOJIBKO B CIIy4yae ero MUCbMEHHOIO pa3pelieHHs.

6.2.4. CBenenus o paboTaroIieM COTPYAHUKE HIIM YXK€ YBOJEHHOM MOTYT
OBITH NpeACTaBJIeHbl APYrol OpraHu3alyell TOJbKO C MUCHbMEHHOro 3arnpoca Ha
OaHKe OpraHW3alii, C M[PUIOKEHUEM KOIMWKW HOTapualbHO 3aBEepEeHHOIO
3asBIeHUs pabOTHHKA.

6.2.5. [lepconanbHble AaHHBIE COTPYAHHKA MOTYT OBITH IPEACTABIIEHBI
POJACTBEHHHKAM WJIM WI€HAM €ro CeMbH TOJBKO C MHMCBMEHHOIO pa3pellieHHs
CamMoro COTpyJHHUKa.

6.2.6. B cnywae pa3Bojga ObiBiuas cynpyra (Cynpyr) HMEIOT IpaBo
obpatutbcss B BuOnuoTeKky ¢ NMUCBMEHHBIM 3alpocoM O pasMmepe 3apaboTHOM
mathl cotpyauuka 6e3 ero cornacus (YK P®).

7. 3ammuTa NEePCOHAJIBHBIX JaHHBIX

7.1. 3amuTa MEpPCOHANBHBIX JAHHBIX TIPEACTaBIsieT COOOW  JKECTKO
periiaMeHTHPOBAHHBIH M JIMHAMHYECKH TEXHOJIOTMYECKUH  mpolece,
MpefynpexIaloui HapylleHHe JOCTYITHOCTH, LEJOCTHOCTH, AOCTOBEPHOCTH MU
KOH(QUIEHIIMAJIBHOCTH IMEePCOHANBHBIX JaHHBIX M, B KOHEYHOM CYere,



obecrevyrBaOIUil  TOCTAaTOYHO HaJeXKHYI0 Oe3omacHOCTh HHGOpPMALUU B
nporecce yrnpapjieH4YeCKOH U MPOM3BOICTBEHHOM eATEIbHOCTH KOMITAHUH.

7.2. 3amuTa MepcoOHANBHBIX MAHHBIX PabOTHMKA OT HEMPaBOMEPHOIO HX
UCTIONB30BaHMs MJIH yTpaThl Jo/KHA ObITh oOecrnieuena bubnnorekoii 3a cyeT ero
CpPEZICTB B MOPSI/IKe, yCTAaHOBIEHHOM (pe/iepalbHbIM 3aKOHOM.

7.3. BHyTpeHHss 3alluTa.

7.3.1. lns obecriedyeHuss BHYTPEHHEH 3alllUThl MEPCOHAIBHBIX JaHHBIX
pabOTHUKOB HEOOXOIMMO COOMOAATE Psl Mep:

— OrpaHHMYEeHHEe M perjlaMeHTalusi cocTaBa padOTHUKOB, ()YHKIHOHAJIbHbIE
00513aHHOCTH KOTOPBIX TPeOYIOT AOCTYIa K NePCOHAIBHBIM JaHHBIM COTPYAHHUKOB.

— cTporoe u3bupaTenbHOe U 000CHOBaHHOE paclpe/ieieHHe JOKYMEHTOB U
uH(OpMaIKi MeX 1y pabOTHUKaMU;

— palMoHaJIbHOE pa3MelleHre pabodyux MecT pabOTHHMKOB, NMPH KOTOPOM
MCKITFOYaJIOCh ObI OECKOHTPOIBHOE HCIIOIb30BaHKE 3alMIIaeMOi HH(OpMaLUK;

— 3HaHHE pPAOOTHUKOM TpeOOBaHMN HOPMATUBHO — METOAUYECKUX
JNOKYMEHTOB I10 3alIuTe HH()OpPMaluK U COXPAaHEHHUHU TalHBI;

— HamMuue HeoOXOAMMBIX YCIOBHH B TOMEIIEHHWH MAIsi paboTel C
KOH(MIEHIMATBHBIMH IOKYMEHTaMH U 0a3aMH JIJaHHbIX;

— ompeneneHre U periaMeHTalys cocTaBa pabOTHHKOB, MMEIOILUX IPaBoO
noctyrna (BXoza) B IOMEIIeHNe, B KOTOPOM HaXOAUTCs BEIYMCIIMTENIbHAS TEXHUKA;

— OpraHu3aiys NopsAAKa YHHYTOKEHUS! HHPOpMAIIUK;

— CBOEBpPEMEHHOE BBISBICHHE HapylleHUsi TpeOOBaHUN pa3perIuTesIbHOM
CHCTEMBI JIocTyrna pabOTHUKaMH MOAPa3/Ie/ICHHS;

— BOCNMTATeJIbHAas ¥  pa3bsCHUTENbHass paboTa ¢  COTpyAHUKaMH
nojpasielieHus 10 MpeayNpekKIeHUI0 YTpaThl [EHHBIX CBEICHUN npu pabote ¢
KOH(UIEHIUATBHBIMH JOKYMEHTAMHU;

— He JOIyCKaeTcs BblJaya JIMYHBIX e COTPYAHHMKOB Ha pabodue MecTa
pykoBomuTesnei. JIuuHble Aena MOryT BblAaBaThcs Ha paboyue MecTa TOJIBKO
IUpeKTopy, paboTHHKAM OTAena MepcoHala M B MCKIIOYMTENBbHBIX Cly4asx, IO
MUCBbMEHHOMY pa3pelleHHI0 JUPEKTOpa, - PYKOBOJUTENIO CTPYKTYPHOIO
noapasjielieHus. (Hampumep, IpH MOJArOTOBKE MAaTepHaloB JUIsl aTTeCTallu
paboTHHKA).

7.3.2. 3ammTa NEpPCOHAIBHBIX JaHHBIX COTPYAHHKOB Ha 3JIEKTPOHHBIX
HOCHUTEIISX.

Bce mamku, copepikamiye IepCOHAlbHbIE MAHHBIE COTPYAHHUKA, HOJDKHBI
WMeTh OTpaHWYEHHBIH AOCTYN (TONBKO I COTPYJHHUKOB OT/ela MepcoHana U
COTpYJIHHKA IO HHPOPMAIMOHHBIM TEXHOJIOTHSM).

7.4. Bnemmnss 3ammra.

7.4.1. llng obecrneuyeHus: BHELIHEH 3alllUTHl IEPCOHAIBHBIX JaHHBIX
COTPY/IHUKOB HEOOXO0UMO COOII0IaTh Pl MeEp:

— TOPSIIOK IpHeMa, y4eTa U KOHTPOJIs AesTeIbHOCTH MOCETUTEIEH;

— TIPOIYCKHOMN pPeXXUM OpraHU3aluu;

— yd4eT ¥ MOPsJI0K BbIIa4H [POIYCKOB,;

— TEeXHHYECKHE CpeJICTBA OXpaHbl (JIEKTPOHHBIN K104, CUTHAJIU3ALHH);
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— IOPSAOK OXpaHbl 3[aHUs, TOMEIICHUI;

7.5. Bce nuna, cBsi3aHHBIE C IOJNydyeHHeM, OOpabOTKOM M 3aIUTOM
NIEPCOHAIBHBIX JIaHHBIX, O0s3aHbl He pasrjamarb [epCcoHAIBHBIE IaHHbIE
pabOTHHUKOB.

7.6. Kpome wMep 3alluThl NEPCOHANBHBIX MJAHHBIX, YCTAHOBJIEHHBIX
3aKOHOZATEeIbCTBOM, paboTomareny, pabOTHUKM W HMX NPENCTABUTENH MOTYT
BbIpabaThIBaTh COBMECTHBIE MEPhI 3aIUThI IEPCOHATBHBIX JaHHBIX PaOOTHHKOB.

8. IlpaBa u o0si3anHOCTH pabOTHHKA

8.1. PaGoTHukn fOmKHBI OBITh  O3HAKOMJIEHBI IIOJ  PACIHMCKY C
JOKYMEHTaMH  OpraHu3alli¥, YCTaHaBJIWBAIOIIUMHU  TOPSJOK  00paboTKH
NEePCOHANIBHBIX JaHHBIX PaOOTHHKOB, a Takke 00 HUX MpaBaX U OOS3aHHOCTSAX B
9TOH obnacTu.

8.2. B memsx 3amMThl NEPCOHANBHBIX  JAHHBIX, XPaHSLIUXCS Y
paboTonarens, paOOTHUK UMEET MpaBo:

— TpebOoBaTh HCKIIOYEHHUS WM HCIPABJICHUS HEBEPHBIX WM HEMOJHBIX
JAHHBIX;

— ImojrydaThb CBOOOJHBIM OecIulaTHBIM JOCTYNl K CBOHMM IEPCOHATBHBIM
JMaHHBIM, BKIIOYas IIPaBO Ha IIOJy4YeHHE KOMWUW mro00W 3amucH, comepikaiieit
NepCOHAIbHBIE JaHHBIE.

— IIEpCOHAJIbHBIE JaHHbIE OLIEHOYHOIO XapakTepa AOIOJIHHUTH 3asBIICHHEM,
CoJIepKallluM ero COOCTBEHHYIO TOUKY 3pEHUsI;

— ONpeJesATh CBOMX NPEACTaBHTENEH Ul 3allMThl CBOMX MEPCOHAIBHBIX
JaHHBIX;

— Ha COXpaHEHHE M 3alLUUTY CBOECH JTUYHOMN KU3HHU U CEMEHHON TalHBbI.

8.3. PabGotHuk o0s3aH nepenaBath bubinoreke KOMILIEKC J0CTOBEPHBIX,
JOKYMEHTHPOBaHHBIX II€PCOHAIBHBIX MAHHBIX, COCTaB KOTOPBIX YCTAHOBJIEH
Tpynoseim Konekcom P®, a takke CBOEBpeMEHHO coo0miaTe 00 H3MEHEHHSIX
CBOMX [EPCOHAJIBHBIX JAaHHBIX.

8.4. PaGorHuku craBiT bubnuoreky B H3BEeCTHOCTH 00 H3MEHEHHH
(amMuIMM, MMEHH, OTYECTBA, JAThl POXKIACHUS, YTO IIOJyYaeT OTpPaKEHHE B
TPYIOBOM KHMJKKE Ha OCHOBAaHHMU IMIPEJCTABIEHHBIX JOKyMeHTOB. [lIpu
HEOOXOAMMOCTH  M3MEHSIOTCST  JaHHBle 00  o0pa3oBaHuH, MPOdECcCHH,
CIENMaIbHOCTH, IPUCBOSHUU HOBOI'O pa3psja | Ip.

9. OTBeTCTBEHHOCTH 32 pa3rjalleHne KOHPpHASHIHAIBLHOMH
HH(GOPMALHH, CBA3AHHOH ¢ NEPCOHAJBHBIMH JAHHBIMH

9.1. PykoBoautens, pa3peraronuni JOCTYTI COTpYAHUKA K
KOH(UICHIMATBHOMY JOKYMEHTY, HEeceT IepCOHaJIbHYI0 OTBETCTBEHHOCTh 3a
JIaHHOE pa3pellIcHHE.



9.2. Kaxnpiit corpyanuk bubnuorexku, mnonyvaroumii s paboTsl
KOH(HUIEHIIHAIBHBI JOKyMEHT, HECeT €JWHOJIMYHYIO OTBETCTBEHHOCTH 3a
COXPaHHOCTb HOCUTENIS ¥ KOH(UICHIIMATbHOCTh HH(MOPMALIUH.

9.3. Jluma, BUHOBHBIE B HApyLIEHHUU HOPM, PETyIUPYIOLIUX IOJyuYeHHE,
00paboTKy W  3al[MTy MNEPCOHATBHBIX  JAHHBIX  paboTHHWKa, HecyT
JUCLUIUTHHAPHYIO, aIMUHUCTPATUBHYIO, I'PaXIaHCKO-TIPABOBYIO HJIM YTOJIOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUH C (PefiepalbHBIMU 3aKOHAMH.
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