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1. O0mue monoxkeHus:

L.1. WHcTpykuus o mopsiike XpaHEHUs U HMCIOJIb30BaHUs MEPCOHANbHBIX JaHHBIX PaOOTHHKOB
TIrIY wum. JI.LH. Toncrtoro (mamee - MHCTpyKuus) ompenenser mopsAaok cOopa, XpaHEHHUs, Mepeladn H
n000ro Jpyroro WCHOJb30BaHHUS TEPCOHANBHBIX JaHHBIX B COOTBETCTBUHM C 3aKOHOAATEIbCTBOM
Poccuiickoii @enepaunu.

1.2. WNucTpykuus paspaborana B coorBeTcTBuu ¢ Koucturynuein Poccuiickoit denepanuu,
I'paxpnanckum koaekcoM Poccuiickoir ®enepanuun, TpynoBsim konekcom Poccuiickoit Pepepauuu,
®enepanpHbM 3ak0HOM OT 27.07.2006 N 149-®3 "O6 nHpopmanuu, HHPOPMALUOHHBIX TEXHOJOTUAX U
o 3amute uHpopmanuu", DeaepanbHbiM 3akoHOM OT 27.07.2006 N 152-®3 "O nepcoHaNbHBIX JaHHBIX",
MHBIMM HOPMAaTUBHBIMU aKTaMH, AEUCTBYyHOIMUMU Ha Teppuropuu Pocculickoit denepanuu.

2. ITonsiTHE M COCTAB MEPCOHAJBHBIX JAHHBIX

2.1. [lepconansHble naHHBIE - HHPOpMANusi, HeoOXxoaumas pabdoTomaTento B CBA3U C
TPYJOBBIMH OTHOUIICHUSMH M KacawIuascsi KOHKPETHOro pabOTHHMKA, a Takke Ilrobas wHopMamms,
OTHOCSIIAsiCs K OMpeJeJCHHOMY WJIM ONpeaeNiieMOMY Ha OCHOBAaHHMH TakoW HHPopManuu Guznueckomy
nuny (cyObeKTy MepCOHANbHBIX AaHHBIX), B TOM YHCJE €ro (amMuius, uMs, OTYECTBO, I'OJl, MECSL, AaTa U
MECTO pOXJEHHs, aapec, ceMmeilHoe, coUualbHOe, WMYIIECTBEHHOE TMOJIoXKeHue, obOpa3oBaHue,
npodeccusi, 10X0Abl, ApyTas HHPOpPMaLHs.

2.2. K nmepcoHanbHBIM JaHHBIM OTHOCSTCS:

- CBEJIEHMS, COJeprKallHuecs B JOKYMEHTaX, yA0CTOBEPSIOMUX JUUYHOCTB;

- uHpopManus, coaepKalasics B TPYAOBOU KHIKKE;

- uHQoOpMamus, coaepxkamascs B CTPAXOBOM CBHUACTEIbCTBE T'OCYIapCTBEHHOI'0 NEHCHOHHOIO
CTpaxOBaHMUS;

- CBEJICHUS, COJiep)Kaliuecs B JOKyMEHTaX BOMHCKOI'O y4eTa;

- cBeneHuss 00 oOpa3oBaHWHW, KBaNM(GUKAUMH WIM HaJWYUKU CICHUAIBHBIX 3HAHHN WU
MOJTOTOBKH;

- nHGOPMALUs O COCTOSHUU 3I0POBbS B Cllydasix, MPEeAyCMOTPEHHBIX 3aKOHOJATEIbCTBOM;

- CBEJCHHS, COJepKamuecss B CBUICTEIBCTBE O IOCTAHOBKE Ha y4eT (U3MUEecKoro iauna B
HAJI0roBOM oprane Ha reppuropuu Pocculickoit @enepanuu;

- CBEJIEHUS O CEMEHHOM I0JIOKEHUH;

- uapopmanus o 3apaboOTHOMN miare;

- Ipyrasi mepcoHajbHas HHPOpPMaLHUs.

2.3. K nmoxkymenram, copepxamuM UHPOPMAIUIO MEPCOHAIBHOI'O XapaKTepa, OTHOCATCS:

- JOKYMEHTBI, YJIOCTOBEpPSIOIIHE JHUYHOCTH WIM coJepKamue HHQOpMauio MepCOHANBHOTO
Xapakrepa;

- YYeTHBIE JOKYMEHTHl IO JHUYHOMY COCTaBy, a Tak)X€ BCIIOMOTAaTeJIbHbIE pPErucTpaloOHHO-
y4eTHbIe (QOpMBI, copepKallue CBeACHHUS MEPCOHAIBHOTO XapaKkTepa;

- TpPyAOBBIE AOTOBOPHI C pabOTHHKAMHM, H3MEHEHHS K TPYIOBBIM JOrOBOpaM, JAOTOBOPHI O
MaTepHalbHONH OTBETCTBEHHOCTU C Pa0OOTHUKAMU;

- pacnopsAIUTEeIbHbIE JOKYMEHTHI 110 JUYHOMY COCTaBY (HMOJJTMHHUKHU M KOIMHH);

- TOKYMEHTBI MO OLEHKE [eNIOBBIX M MpOodecCHOHAIBHBIX KauecTB Pa0OTHUKOB NpH HpHEMe Ha
pabory;

- TOKYMEHTBI, OTpa)karol[ue AeATeIbHOCTh KOHKYPCHBIX U aTTECTAl[MOHHBIX KOMHCCHIL;

- JOKYMEHTBI O pe3ylbTaTax CIyKeOHBIX paccieJOBaHUM;

- TO/JJIMHHUKU W KONHUHU OTYETHBIX, AHAIUTHYECKMX U CIPAaBOYHBIX MaTEpPHAJOB, IMepelaBaeMbIX
PYKOBOJICTBY MPEANPHUAITUS, PYKOBOAUTEISAM CTPYKTYPHBIX MOJpa3AcicHUN U CIyxkO0;

- KOIIMU OTYETOB, HANPABJISEMBIX B IOCYJapCTBEHHBbIE OPTaHbl CTATUCTKH, HAJIOTOBbIE MHCIEKIHH,
BBIIIECTOSIIINE OPraHbl YIPaBICHUS U JPyTUe yUpeKIACHUS;

- JOKYMEHTBI OyXTalTepcKoro ydera, cojaepiKamue HHPOPMaLHIO O pacyeTax ¢ NepCOHAIOM;

- MEJUIMHCKHE NOKYMEHTHI, CIIPaBKU;

- Ip. NTOKYMEHTHI, COJeprKallie CBEJECHUS MEePCOHAIBbHOTO XapakTepa.



3. MMoayyeHne mepcoHAJbHBIX JaHHBIX

3.1. [lepconanbHble naHHBIE pab0OTHUKA MPEJOCTABISIOTCS camMuM paboTtHukoM. Ecnn
nepcoHalbHble JaHHbIE PaOOTHMKAa BO3MOXKHO IOJYYUTh TOJNBKO y TpEThbeld CTOPOHBI, TO PabOTHHUK
JOJKEH OBITh YBEJOMJICH 00 3TOM 3apaHee M OT HEro JOJDKHO OBITh MOJIYyYEHO NMHUCHhbMEHHOE COTJiacue.
YHUBEpPCUTET MAOJKEH cooOmUTh pabOTHHKY O LeNsAX, MNpeAnojaraeMblX HMCTOYHHKAX M crocobax
MOJyYeHHs] TEPCOHAJBHBIX NaHHBIX, a TAaKXKe O XapakTepe NOJJIeKaIlUX IMMOJYYeHHUI0 IepPCOHATbHBIX
JAHHBIX U TMOCJIEACTBUSX OTKa3a pabOTHHKA AaTh MHCbMEHHOE COTJacue Ha UX MOJIyYeHHUE.

3.2. PaborHuk 00s3aH  TOpeAOCTaBIATHL  YHUBEPCUTETY JOCTOBEPHYIO  NEPCOHAIBHYIO
nnpopmanuio. [Ipu M3MEHEHUM MEepCOHANbHBIX AAaHHBIX PaOOTHHUK NOJKEH MUCHMEHHO YBEAOMHTH 00
3TOM pa0OTHUKOB OTAeNa KagpoB YHUBEpPCUTETa B CpPOK, He NpeBblaromuid 14 aHeil. YHuUBepcuTer
UMeeT MpaBO 3ampalluBaTh y paOOTHUKA JOMOJHHUTEIbHBIE CBEJEHUS M AOKYMEHTHI, MOJTBEPKAAIONINE
UX JOCTOBEPHOCTb.

3.3. YHuBepCUTET HE HMMeeT MpaBa ModydyaTh W 00pabaTeiBaTh MEPCOHANbHBIE aHHBIC
pabOTHHUKA O €ro MOJUTHUYECKUX, PEIUTHO3HBIX M HMHBIX yOEXKACHUAX M 4YacTHOM XWU3HU. B cayuasx,
HEMOCPEICTBEHHO CBS3aHHBIX C BONPOCAaMU TPYIOOBBIX OTHOLICHWH, B COOTBETCTBHUU CO CTaThei 24
Konctutyuun Poccuiickoii ®enepaunmu pabotonarenb BIpaBe HoaydaTb M 00pabaTeiBaTh NaHHBIE O
YaCTHOW XU3HU pabOTHHKA TOJIBKO C €ro MUCHbMEHHOTO COTJIacHs.

3.4. YHuBepCUTET HE HMMeeT MpaBa MOdydyaTh W 00pabaTeiBaTh MEPCOHANbHBIE aHHBIC
pabOTHHUKA O €ro 4YJIEHCTBE B OOLICCTBEHHBIX O0BEAMHEHHSIX WIM €ro NpoQCOolO3HON NESTeIbHOCTH, 3a
UCKJII0YeHHEM ciydaeB, npeaycMoTpeHHbIX TK P® unu nnbiMu QeaepaibHBIMH 3aKOHAMH.

3.5. [lpu nmpuHSATHH pEIUICHUH, 3aTparuBalOUIUX HHTEpPEChl pabOTHHKA, YHHUBEPCHTET HE UMEET
npaBa OCHOBBIBATHCS Ha MEPCOHAIBHBIX JAaHHBIX paOOTHHKA, MONYUYCHHBIX MCKIIOUHTEIBHO B Pe3yjbTaTe
WX aBTOMATHU3UPOBAHHON 00pabOTKU WIM JIEKTPOHHOTO MOJTyYCHHUS.

4. O0paboTka W mepegaya NMepPCOHAJBHBIX JAHHBIX

4.1. O6paboTka mepcoOHANbHBIX AAaHHBIX Pa0OTHUKA OCYIIECTBISCTCS HCKIIOYUTEIBHO B LEJAX
obecrnieyeHUst cOOMIOICHHUS 3aKOHOB M MHBIX HOPMATHBHBIX MPAaBOBBIX AKTOB, COACHCTBUS paOOTHHKaM B
TPpYAOYCTpOWCTBE, OOyYeHHMHM U TNPOJIBUXKEHHH MO Ccayx0e, obOecneyeHHus IHYHOW OE30MaCHOCTH
pabOTHUKOB, KOHTPOJS KOJMYECTBA M KadecTBa BBHINOJHAEMON pabOTHl M oOecredeHUus COXPaHHOCTH
UMYIIECTBA.

4.2. Jlomyck K MepcoHaJIbHBIM JaHHBIM PaOOTHHKA pa3pelieH NOJKHOCTHBIM JIMIAaM, KOTOPBIM
MepCOHANIbHBIC TaHHBIC HEOOXOAUMBI JJIsl BHIIIOJHECHUS KOHKPETHBIX TPYIOBBIX (PYHKLHM.

43. BHemHuH JOONYyCK K TEPCOHAJBHBIM JAaHHBIM pPabOOTHHUKOB HMEIOT COTPYIHUKHU
KOHTPOJBbHO-PEBU3MOHHBIX OPTaHOB MPH HAJIHWYWUH JOKYMEHTOB, SBJISIOMIUXCS 000OCHOBAHHEM K paboTe C
MEepCOHANBHBIMU JAaHHBIMHU.

4.4. IIpu oOpaboTke mNEpCOHATBHBIX MAAHHBIX, HE CBSI3aHHBIX C HCIOJHEHUEM TPYIOBOIO
JI0TOBOpa, YHHUBEpcUTET 0O0sf3aH MOJYyYHTh coTjacue pabOTHHKAa Ha 0O0pabOTKy €ro MepCOoHalbHBIX
JAHHBIX B MUCbMEHHOM BHJE.

4.5. TpeboBaHus K mepejade NEPCOHATBHBIX JaHHBIX:

- He coo0IaTh mepcoHalbHbIE JaHHBIE PAa0OOTHHUKA TPEThed CTOpPOHE 0e3 MUCHMEHHOTO COTJIACHS
paboTHUKA, 32 UCKIIOYEHHEM CIIyyaeB, KOTAa 3TO HEOOXOAUMO B LEJAX MPeayNpeXACHUS YIPO3bl KU3HU
W 310pOBBIO pa0OTHUKA, a TAKXKE B JPYTUX ClIydyasX, IPeAyCMOTPEHHBIX 3aKOHOJATeIbCTBOM PD;

- He co0o0IIaTh MepcoHaNbHbIC JaHHbIE pa0OTHHKAa B KOMMEPUYECKUX IeNsX 0e3 ero MUCbMEHHOIO0
COTJIACHS;

- IpeaynpeauTh JUl, MOJy4alolUX NEepCOHalbHbIC JaHHbIE PAa0OTHHKA, O TOM, YTO 3TH JaHHBIC
MOTYT OBITh HCIOJB30BaHBl JHIIb B LENAX, IS KOTOPHIX OHU COOOIIEHBI, U TpeboBaTh OT ITUX JIHII
MOATBEPKICHHS TOTO, YTO ATO MPABUIO COOIIONICHO;

- OCYUIECTBJISTH MepeJady NepCcOHAJIbHBIX AaHHBIX paOOTHHKA B Mpeaenax OJHOW opraHU3aluu, y
OJIHOTO HHJIMBUIYaJbHOTO NPEANPUHHUMATENS B COOTBETCTBHHM C JIOKAJIbHBIM HOPMAaTHBHBIM aKTOM, C
KOTOPBIM pabOTHUK JOJDKEH OBITh O3HAKOMIJICH IOJ] POCIHUCH;

- paspemath JOCTyll K TIEPCOHAJbHBIM JaHHBIM pPabOOTHUKOB TOJBKO  CHEHHAILHO
YHOOJTHOMOYEHHBIM JIMIIaM, [pPU 3TOM YyKa3aHHbIE JIMIA JOJDKHBL MMETh NPaBO MOJyd4aThb TOJBKO Te



MepCcoHalbHBIC JaHHbIe pa0OTHHUKA, KOTOPbIEe HEOOXOAUMBI AJIS BHIIIOJHEHUS KOHKPETHBIX (QYHKIUN;

- He 3ampamuBaTh HHGOPMANHMI0 O COCTOSHHUH 3J0POBbS pPabOTHHKA, 3a HMCKIIYEHUEM TeX
CBEJICHHI, KOTOpBIE OTHOCATCA K BONPOCY O BO3MOXXHOCTH BBHIIOJHEHUS paOOTHUKOM TPYAOBOM
byHKumy;

- mepeAaBaTh IEepCOHANbHBIE JaHHBIE pPabOTHHKA NpPEACTABUTENSIM paOOTHHKOB B MOpPSAKE,
YCTaHOBJIEHHOM 3aKoHoJaTelbcTBOM P®, u orpaHuumBaTh 3Ty HHPOPMALHIO TOJBKO TEMHU
NepCOHANbHBIMU JAaHHBIMM pabOTHHKA, KOTOpPhIE HEOOXOAMMBI AN BBHIIOJHEHUS YKa3aHHBIMH
NpeACTaBUTEISIMU UX QYHKIHUMH.

4.6. CoTpyAHUKH OTIeNa KaJpoB W OyxranTepuu YHUBEPCHTETAa, B BeJACHUE KOTOPHIX BXOIHT
paboTa ¢ mepcoHaIbHBIMH JAaHHBIMH PaOOTHHKOB YHHUBEPCUTETa, 00ECMEUNBAIOT 3aLIUTY MEPCOHATBHBIX
JAHHBIX OT HECAHKIMOHUPOBAHHOTO JOCTYIla U KOTUPOBAHHS.

4.7. 3amuTa MepcoOHaIbHBIX AaHHBIX PAa0OTHUKOB OT MX HEMPAaBOMEPHOTO HCIOJIb30BaHUS WU
yTpaTel olOecrieunBaeTcsi YHHBEPCHUTETOM 3a CYET COOCTBEHHBIX CPEJCTB B MOPSAKE, YCTaHOBICHHOM
3aKoHOJaTeabcTBOM PO.

5. XpaHeHUe NEPCOHAJIBHBIX JaHHBIX

5.1 CoTpyAHUKH OTAeNa KaJpoB W OyXxraiaTepuu YHUBEPCUTETa, B BEICHHE. KOTOPHIX BXOIUT
paboTa ¢ TEpCOHaIbHBIMM JaHHBIMH paOOTHUKOB YHHMBEPCHTETAa OPTraHU3YIOT XpaHEHHE W
WCMOJB30BaHNE TMEPCOHANBHBIX [aHHBIX paOOTHHKOB B COOTBETCTBUHM C 3aKOHOJATENbCTBOM PO,
Hactosimed MHCTpykuued M APYrUMHU JIOKAJbHBIMH HOPMAaTHUBHBIMM aKTaMU Y HHUBEPCHUTETA,
periaMeHTHPYIOIUMHU MOPSAJ0K padoThl ¢ MEPCOHAIBHBIMU JaHHBIMU PAaOOTHUKOB.

5.2. XpaHeHUE TMEPCOHANBHBIX JMJaHHBIX pPa0OTHUKOB OCYIIECTBIACTCS Ha DIEKTPOHHBIX
HOCHUTENAX, a TakKe B OyMaKHOM BapHaHTe.

5.3. HocTyn K mporpaMMHOMY OOecledYeHHI0, a TakKe K MepCoHalbHOW HWHGopManuy,
XpaHAIIEWCs Ha JJIEKTPOHHBIX HOCHUTENAX, CTPOrO PETIIAMEHTUPOBAH U OCYLIECTBISETCA IOCPELCTBOM
BBEJCHUS IapOJIs I0JIb30BATEN.

54. JIOKyMeHTBl ~ TEpPCOHAJBHOI'O0  XapakTepa XpaHsaTcs B ceddax monapasaeieHui,
OTBETCTBEHHBIX 3a BEJACHHUE U XPaHEHUE TAKUX JOKYMEHTOB.

5.5. [MToMemenus, B KOTOPBIX XPaHITCA IMEpPCOHAIbHBIC NaHHBIE PaOOTHUKOB, 00OpPYAYyIOTCS
HaJEeXKHBIMU 3aMKaMU U CUCTEMOM CUTHAJIU3ALUH.

6. YHHUYTO:KeHHEe MePCOHAJbHBIX JaHHBIX
6.1. JIOKyMEHTBI, colleprKaliue MepcoHalbHbIe JaHHBIE, MOJJIEKAT XPAaHSHUIO U YHUUTOXKCHHUIO
B MOpSJKE, NPEJYCMOTPEHHOM apXMBHBIM 3aKOHOAATENbCTBOM Pocculickoil @enepanuu.
6.2. [lepconanbHble naHHBIE pPAaOOTHUKOB YHHUBEPCHUTETAa IMOMJIEKAT YHUUTOXKEHHIO IO
JOCTHXKEHUU 1ieneil 00paboTKU UK B ciydae yTpaThl HEOOXOIUMOCTH B JOCTHXCHUH TaKUX LEJeH.

7. lIpaBa pa0oTHUKA MO0 00eCNeYeHHI0 3AIUTHI CBOUX MEPCOHANBHBIX JaAHHBIX

7.1. PaboTHuku YHHBepcUTETa UMEIOT IIPABO Ha:

- MOJIHYI MH(POPMAIUIO O CBOUX NEPCOHAIBHBIX JAHHBIX U 00pabOTKe 3TUX JaHHBIX;

- CBOOOJHBIA OECIJIATHBIM JOCTYIl K CBOMM NEPCOHAJbHBIM JIaHHBIM, BKJIOYas IMpPaBO Ha
MOJIydeHHEe KONMWH J000# 3amucu, cojepikalled NMepCOoOHaNbHBIC JaHHbIC PAa0OTHHKA, 32 HCKIOYCHUECM
ciyd4aeB, MPEJyCMOTPEHHBIX ()eJepalbHbIM 3aKOHOM;

OINpPENEJCHUE CBOUX NPEACTABUTENEH AJA 3aLUTHl CBOUX MEPCOHAIBbHBIX JAHHBIX;

A0CTyll K CBOUM MCIUMIUHCKHUM AAHHBIM C MNOMOIIBIO MCIAHMINHUHCKOTO CICIHAJIUMCTAa IO CBOCMY
BEIOODY;

- Tpe6OBaHI/Ie 06 HCKJIIOYCHUUN HJIU HUCHPABJICHUU HCEBCPHLBIX MWW HCIOJHBIX NCPCOHAIBHBIX
JAHHBIX, a TaK)K€ JAHHBIX, 00pa0OTaHHBIX C HapylIeHHEM 3aKoHOoAaTeNbcTBa PD;

- TpeboBanue 00 wu3BeumleHHH paboToAaTeleM BceX JHI, KOTOPHIM paHee ObUTH COOOLIECHBI
HCBCPHBLIC MJIM HCMIOJHBIC MNEPCOHAJBbHBIC JaHHBIC pa6OTHI/IKa, 060 BCCX IMNPOU3BCACHHBIX B HHUX
HUCKIIOYCHUAX, UCIPABICHUAX WU JOMOJHCHUAX]

- oOxajioBaHHE B CyJ JIOOBIX HEIPaBOMEpPHBIX NEHCTBHH mMiM Oe3neiicTBHs paboTomaTeis NpHU



00paboTKe U 3aIIHUTE ero MepCOHaNbHBIX JTaHHBIX.

8. O0s3aHHOCTH M OTBETCTBEHHOCTh COTPYAHHMKOB YHHBEPCHTETAa 32 HapylIeHHe HOPM,
pPeryJupyromux o0padoTKy u 3al[MTY HEePCOHAJBHBIX JaHHBIX
8.1. Jluna, BUHOBHBIE B HAapyHICHUW HOPM, PETYJIUPYIOLNIUX IOJIydyeHHE, 00pabOTKy U 3aIluTy
NEepCOHAJBHBIX JAaHHBIX pa6OTHI/IKa, HECYT OTBETCTBCHHOCTbL B COOTBCTCTBHH C 3aKOHOAATCIHLCTBOM PO:
JUCUUILINHAPHYIO;

MaTepUaIbHYIO;
Irpa’kJJaHCKO-IIPaBOBYIO;
aIMUHUCTPATUBHYIO;
YTOJOBHYIO.

8.2. [IpenocTaBieHne pPaOOTHUKOM TMOJJIOXKHBIX JOKYMEHTOB SBIJISIETCS OCHOBaHUEM K
BBIHECEHHIO JUCIUILIMHAPHBIX B3bICKAHWHM BIUIOTH IO YBOJIbHCHUS.

9. 3ak/J0YNTeIbHbIE MOJ0KEHUS
9.1. HWHcTpykuus o0s3aTesbHa Ui BceX paObOTHHUKOB YHHBEpPCHUTETA.
{acrosmas MHcTpyKums mpuHUMaeTcs Ha 3aceqanun YdyeHoro CoBera YHHUBEpCUTETA

OTKPBITHIM TOJIOCOBAHUEM IPOCTHIM OOJBIIMHCTBOM T'OJIOCOB U BCTYMAET B ICHCTBUE CO AHS €€
YTBEPXKACHUSI PEKTOPOM YHHUBEpPCUTETA.

9.3. Bce usMeHeHHs M JONOJHEHUA K HacTosumed MHCTpyKuuu yTBEpkKIAlOTCAd Ha 3aceJaHHUU
VYyenoro CoBera YHUBEpPCUTETA IPOCTHIM OOJIBIIMHCTBOM T'OJIOCOB.
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