MYHUIUITAJIBHOE BIOJKETHOE OBIIIEOBPA30BATEJIbHOE YUYPEXK/IEHUE
«CPEJHSS OBIIEOBPA3OBATEJIBHAS IIKOJIA Ne25»
MBOY COII Ne25

456780 r. Ozepck Yenadbunckoil odnacty, yn. Martpocoea, 4. 12Atencdon/daxe (35130)72237, 72277
school25ozerski@mail.ru
OKIIO 49116547, OT'PH 1027401185217, HHH Ne 7422023030, KTIIT 741301001

;’:é‘ el T
[PHKa3OM /7 eKTopEMBbUR

HOJIOKEHHUE
0 MEPCOHAJBHBIX JAHHBIX PA00THHKA
MBOY COII Ne25
1 NOPsAAKE BEACHUS €ro JUYHOIO0 JeJia

r. O3epck
51



1. OO6uue moJioKeHus

l.1.  Hactosmmum IlonoxenueM ompenensercs IOPAJIOK  IIOMy4YeHHS,
00paboTky, XpaHeHms, Iepefadu U mOGOr0  APYLOTO  HMCIONBIOBAHHS
TIePCOHANEHEIX JanHbIX paborarka MBOY COIIL Ne25 (manee — pabortnmka), a
TaKXKe BEJCHHS ero THYHOro Aeia.

1.2, Tlox mepcoHaNBHEIMU TaHHBIMHY paboTHHKA TIOHMMAIOTCS CBEJICHHUA O
daxTax, CcoOCBITHSX W OBCTOATENBCTBAX IKHU3HH pabOTHHKA, ITO3BOJNISIOIINE
HAEHTU(QUONPOBATE €T0 IUYHOCTh M CONEPIKAIMECT B JUUHOM Jeie paboTHHKa

100 TMomIeRaIye BKIFOUESHHIO B er0 JUYHOe JIeII0 B COOTBETCTBUY C HACTOSILIAM
Ilonoxkenuem. :

2. llonyuenne, o6paboTia n XxpaHeHHe NePCOHAIBHBIX TAHHBIX
paboTHHKA

2.1. Tlomyuenwe, o6paGoTka, XpaHeHMe u mepeaua IIEPCOHATBHBIX
JIaHHBIX pabOTHHKA OCYIIECTBISETCs OTAENoM Kagpos MBOY COIII Ne25.

2.2. llpu nomydenun, obpaboTKe, XpaHEHUH H repesade NepcoHalbHBIX
TIaHHBIX pabOTHUKA OTAET KaApoB 00g3aH COBIIONaTE crenyromue TpeboBaHm:

- 00paboTKa MepCOHANBHEIX NAHHBIX PaGOTHHKA OCYIIECTBIAETCS B IENIX
obecrieueHus cobmoneHus Koncturynuu Poccuiickoii Denepanun,
3aKoHOJaTenscTBa Poccuiickolt Denmepanum, 3aKoHOmATENBCTBA UeISIOHHCKOM
obuacTu, B 06yueHHN U JOIDKHOCTHOM POCTE, 00ECTIeUeH ST IMIHON 6e30IacHOCTH
PaboTHHKA ¥ IEHOB €ro CeMBH, & TAKKe B LENAX OOECICUCHNHs COXPAHHOCTH
NPUHAIJISKAIIETO €My MMyIecTBa W uvmymectBa MBOY COII Ne2l, ydera
PE3YJITATOB MCIIONHEHHUA UM JOIKHOCTHEIX 00S3aHHOCTEH;

= IEPCOHATIBHBIC NAHHBIC CIENyeT MOTy4arh JIMYHO ¥ paboTHuKa. B ciyuae
BO3HUKHOBEHHMS HEOOXOAMMOCTH IOITyYeHH:s IEPCOHANLHBIX IAHHBIX PaGOTHIKA Y
TPEThEH CTOPOHBI HEOOXOMUMO 3apaHee YBEAOMHUTH 06 3TOM paGOTHHKA, IOIyIHTh
€ro MUCBMEHHOE COIVIaCHe U COOOIMTH PabOTHHKY O LIENAX, IpearolaraeMbIX
HCTOYHUKAX ¥ CIoco0ax IONyYeHHUs EPCOHANLHEIX JaHHBIX;

- 3alIPeIaeTCs NoNyvYaTh U 00padaThIBaTh HE YCTAHOBIEHHBIE (eaepaTbHbIM
3aKOHOIATENIECTBOM, 3aKOHOLATENLCTBOM YensOuHCcKoN 06IacTu, nepcoHaNbHBIe
JlaHHbIe PaOOTHMKA O €r0 MONMTHYECKHX, PENMTHO3HBIX UM UHBIX YOeKTECHUSX,
YaCTHOM JXM3HM, YJIEHCTBE B OOIIECTBEHHBIX OOBENUHEHMIX, B TOM UHCIE B
TIpodecCHOHATTBHEIX COI03aX;
| - OpH IPUHATHH peUIEHWH, 3aTparuBalollMX MHTEPECH paboTHHKA,
3arpenaeTcsa OCHOBBIBATRECS HA NEPCOHANTBHEBIX JAHHBIX paGOTHHK&, IMOJIYYCHHBIX
UCKIIFOUUTENIBHO B PE3YyNbTaTe HX AaBTOMATU3HUPOBAHHON 06paboTKM HIM ¢
UCTIONB30BAHUEM 3IIEKTPOHHEIX HOCUTENEH; f
: - 3allUTa IIEPCOHANBHEIX JAHHBIX PAOOTHHKA OT HENPaBOMEPHOTO WX
'MCIIONIb30BaHMS WU yTpathl ofecneunBaercs 3a cuer cpencts MBOY COIL Ne25
‘B TIOPsIIIKE, YCTaHOBJIEHHOM benepansHEIM 3aKOHOJATEIECTEOM,
3aKOHOJATENLCTBOM YenstOnHCKOM 00nacTu;



- mepefava MepCOHANBHBIX JIaHHBIX PaGOTHHKAa TPETBEH CTOpOHE He
Horyckaercs 6e3 TMHCBMEHHOrO COrIachs pabOTHHKA, 3a HCKIIIOYCHUEM CIIydaes,
YCTAHOBIEHHBIX  (QeACpaIbHBIM  3aKOHOINATENECTBOM,  338KOHOAATEIBCTBOM
YengbunacKo 061aCTH.

2.3. B nenax obeclieueHns 3allUTL] I6PCOHANBHBIX JAHHEIX, XPaHAIHXCS
B TMYHBIX JeflaX pabOTHUKOB, pabOTHIKY UMEIOT IIPaBo:

- TOJYy4aTh TOJHYIO HMH(OPMAIMI0 O CBOMX IIEPCOHANBHBIX NAHHBIX H
00paboTKe 5THX NaHHBIX (B TOM 9HCIE aBTOMaTH3UPOBAHHOMW );

- OCYILIECTBIATH CBOOOMHBIN OeCIIATHBIM MOCTYII K CBOMM II€PCOHAIBHBIM
NaHHBIM, BKJIOYas IIPaBO IIOJNy4yaThb KOmUH JrO0OH 3amucH, conaepkalei
IIepCOHAIBHEIE JAHHBIC PAOOTHUKA;

- TpeGoBaTh HCKIIOUEHHS WM UCIPABICHUS HEBEPHBIX WM HETIOIHBIX
NEPCOHANBHBIX [AHHBIX, & TakKe MHaHHBIX, 00paboTaHHBIX € HAapyUICHUEM
denepanpHoro 3aKoHa.PabOTHUK MpH OTKA3e MUPEKTOPa WM YIIOTHOMOYEHHOIO
MM JIAIa HCKIFOYWTH WIH HCIIPABHTEL IEpPCOHANBHEIE JAHHBIE PabOTHHMKA HMEET
NPaBO 3asiBUTH B MUCEMEHHON (hopMe NHPEKTOPY WU YIIOMHOMOYCHHOMY UM JIUILY
0 CBOEM HEeCOITIacHd, 0OOCHCBAB COOTBETCTBYIOLMM OOPa3OM TaKOE HECOIVIACHE.
[lepconaneHble JaHHBIE OIEHOYHOIO XapakTepa pabOTHUK MMEeT IIpaBo
TOIIOTHUTE 3asBIICHUEM, BEIPAXKAIOIIUM €0 COOCTBEHHYIO TOYKY 3pEHUS;

- TpebOBaTh OT AUPEKTOPa WIU YIOTHOMOUYEHHOTO WM JIHIA YBEIOMIICHVS
BCEX UIIAL, KOTOPBIM paHee OBUIH COOOIIEHBE! HEBEPHBEIE WM HETIOIHEIE
IepCOHaANIbHBIC NaHHble paboTHHKa, 000 BCeX NMPOHU3BEACHHBIX B HUX U3MEHEHHUIX
WY HCKITFOYSHUSIX U3 HUX;

- 00’KaloBaTk B Cy[X JIIOOBIC HENpPaBOMEpHEIE NeHCTBUA WM OesmelicTBHE
IUPEKTOpa WM YIOJIHOMOYEHHOr0 WM Juua npu o0paboTke W 3alluTe
NIEPCOHAIBHBIX JaHHBIX PaOOTHUKA.

PabGotauk o0s3an urdopmuposars otaen kaapos MBOY COIIl Ne25 o6o
BCEX M3MEHEHUAX INEPCOHANBHBIX NAHHBIX, COACPKAIIMXCSI B €ro JUUHOM Jele B
COOTBETCTBHY ¢ HacTosuwM [Tonoxenuem.

2.4, JloiDKHOCTHOE JHIO, BUHOBHOE B HAPYIIEHUH HOPM, PEryIHPYIOIINX
NIOJIy4IeHHe, 00paboTKy, XpaHeHUE U Niepeaady NepcoOHAIBHBIX JaHHBIX paboTHHKA,
HECeT OTBCTCTBEHHOCTH B COOTBETCTBHU C 3aKOHOJATEILCTBOM PoccHiickoi
Denepanuy.

2.5. JlupexTop BHOpaBe TNojBeprats oOpaboTke (B TOM dHclae ¥

aBTOMATH3MPOBAHHON) IepCOHaNbHEIe NaHHEIE paboTHHWKA TIPH (HOPMUPOBAHUK
KaJpOBOI0O pe3epBa.

3. CrpykTypa nu4HOro aesia paGoTHHKA

3.1. Jluynoe neno paBoTHHKA BKITIOYAET B ce0sl JOKYMEHTEI, COMEPXKALIHE
IIEPCOHANBHEIE JaHHBIe pabOTHUKA M UHBIE CBECHHS, CBS3aHHBIE C IPUEMOM Ha
paboty, ee IPOXOXKIEHUEM U YBOJIEHEHNEM.

3.2. IlepconanbHbIE OaHHBEIE, BHECEHHBIE B JIMYHLIE Jena pabOTHUKOR,
UHBIC CBEJICHHS, COJEpXKalluecs B JIMYHBIX Jenax pabOTHUKOB, OTHOCHTICI K
CBEJICHAAM KOH(DUASHIIMANIBHOTO XapakTepa(3a HCKIIOYeHeM CBeCHHUH, KOTOpPEIE



B YCTaHOBJICHHBIX (DeJlepalbHBIM 3aKOHONATENBECTBOM, 3aKOHOAATEIIHCTBOM
Yenabunckod obmacTv ciyyasx MoOryr ObITh OIyONMKOBaHEI B CPEeACTBAX
MacCcOBOY HHGOPMALIHH ).

3.3. K nmuuromy nemy paboTHuKa nprobIinaroTces:

- MUCBMEHHOE¢ 3asBJIeHHE ¢ IPOCKOOH 0 MpueMe Ha paboTy;

- KOTIMA TTaclopTa W KONMM CBUAETENBCTB O TOCYAaPCTBEHHON PErHCTpalluu
AKTOB IPayKJAHCKOI'O COCTOSHILS,

- KOMHUSA TPYyAOBOM KHMKKM WIH JOKYMEHTa, IOATBEP:KIAIOIIETO
TIPOXOXKICHUE BOCHHON WIIK WHOH CITy K05,

KONUK JOKYMEHTOB 00 00pa3oBaHMH, O KBATUDHUKAINH, TOKYMEHTOB O
KBaNK(QUKALYY, TOATBEPKIAIOIINX TOBBIIIEHHE WM IPUCBOCHHE KBATU(HKALNHT
0  pe3ynbTaTaM  MOMOJHMTENBHOIO  NPOQECCHOHATBHOTO  00pa3oBaHus,
JOKYMEHTOB O IIPMCBOCHMM YYEHOH CTEleHH, YYEHOTO 3BaHHUSI (ECIH TaKOBEIE
MMEIOTC);

- KOIUM pelleHuM O HarpaxIeHUd TOCYNapCTBEHHBIMA HarpajlaMu
Poccutickort @enepauun, IloyeTHBIMH TpPaMOTaMM, IPUCBOCHHMH IIOYETHEIX,
BOMHCKUX M CHCIMAIBHBIX 3BaHMM, IPHUCYXACHHUM TOCYIAPCTBEHHBIX NpPEMHIl
(ecry TakOBEIE HMEIOTCH ),

- KOIIMH NIPUKA30B O HA3HAUCHUH Ha JIOIKHOCTE;,

- OK3EMIULIP TPYAOBOIO JOTOBOPA, a TAKXKE SK3EMIUTSIPHI THCEMEHHBIX
JOTIONHUTENBHBIX ~ COMNALIEHUH, KOTOPBIMU OQOPMIISIOTCS HU3MEHEHUS H
JOTIONHEHs, BHECEHHBIE B TPYA0BOM TOTOBOD;

- KOMMH [JOKYMEHTOB BOMHCKOTO ydeTa (I BOCHHOOOS3aHHBIX M JIMIIL,
TOATIEIKAIMX OPU3LIBY HAa BOCHHYIO Clyx0y);

- KOIMM [PUKA30B O MpeKpaleHud TPyAOBOTO JOTOBOpA WM  €ro
[IPUOCTAHOBICHUM;

- Konuu npHKasa Munucrepersa odpazoBanus U Hayku Yensbuuckoil o6nactu
O TIPUCBOCHUY KBATUGOUKAMOHHON KATETOPHH Pa0OTHUKY, ATTECTALMOHHEIN TUCT
paboTHUKA,

- KOIIMY IIPUKA30B O UOOLIPEHUU PabOTHHUKA, & TAKXKE O HAJOKEHHH Ha HEro
JUCLIMIIIIMHAPHOTO B3BICKAHUS JIO €I'0 CHSITHS MIIA OTMEHEI;

- KONHSI  CTPaXxOBOIO  CBHIETENHCTBA  O0SA3ATENBHOTO  IEHCHOHHOIO
CTpaxOBaHUS;

- KOmHUSA CBHIETENhCTBA O IIOCTAHOBKE HA Y4eT B HaJOTOBOM OpraHe
dusuyeckoro MIa O MECTY JKHTENbCTBA Ha TEPPUTOPHM Poccuiickoit
Denepanuu;

3.4. B smynoe geno paboTHHUKA BHOCITCS TAKXKe ITUCHMEHHbIE OOBSICHEHUS
paboTHuKa, ecIu Takue OOBSICHEHHMS HaHBI MM II0CJIE O3HAKOMICHHS C
NOKyMEHTAMU CBOETO JTHIHOTO Jela.

3.5. K nmunoMy peny paOoTHHKa NpHOOIIAIOTCS WHBIE JOKYMEHTEL,
TPENyCMOTPEHHBIE  (Qe/lepaIbHEIMA  3aKOHAMH W WHBIMH  HOPMATUBHEIMH
IpaBoBEIMU aKkTaMu Poccuiickoit @enepanun.

3.6. 3ampelaercs IpuoOWIATE K JTHYHOMY €Ny paBOTHHKA JOKYMEHTHI,
‘CoziepXallie  HE  YCTAHOBICHHBIE  (pedepalbHBEIM  3aKOHOHATEIHCTBOM,
3aKOHOJATeNbCTBOM  YemsgOuHckoH 061acTH  TEpCOHANbHBIE JaHHBIE O €ro



TIOMATHIECKYX, PEIMTHO3HBIX U HHBIX YOEKIEHUSX, YaCcTHOH JKM3HU, YICHCTBE B
0BIIEeCTBEHHBIX 00BEIUHEHNAX, B TOM YHCIE B IPO(PECCHOHAIBHBIX COI03aX.

4, Mopaaok BeaeHUs1 JHIHOIO Jena pad0THHKA

4.1. Jluunoe neno pabOTHUKA BeleTcs oTAesoM Kaapos MBOY COII
No25.

4.2. Jlugnoe zmeno paGoTHEKA OQOPMISETCS B TEUEHHE IATH pabovmx
IHeH co JH npreMa TpakaaHiHa Ha padoTy.

4.3. JloxymeHTs, UpuOOLICHHEIE K JHYHOMY Jieny  pabOTHEKa,
PACIIOArarTcs B XPOHONOTMYECKOM MOPSAAKE IO JaTe HX IOCTyMIICHHU,
OpPOILIIOPYIOTCS, CTPAHHIE HyMEpyIOTCd, K JWYHOMY ACy TPUNAraeTcs OIHCh.
IIpy BO3HMKHOBEHWH HEOOXOMUMOCTH BPEMEHHOIO HU3BATHS MOKYMEHTa U3
IWYHOro Jiena paboTHUKA B JIMYHOE [0 BKAQIBIBAETCA JIUCT-3aMEHUTENb.
V3baTHe JAOKYMEHTOB M3 JIMYHOTO JieNla pabOTHUKA JOILYCKaeTCs ¢ MUChMEHHOTO
paspelieHus JUPeKTopa paboTHUKA MITA YIIONIHOMOYEHHOTO UM JIUIIA.

4.4, Tlpu paboTe C JUYHBIM JEIOM paboTHHKA 3alpellacTcs BHOCHUTH
VICTIPABIJICHNUS MM HOBBIE 3aIUCH B HOKYMEHTHI, IPHODINEHHBIE K JIMYHOMY NIy
paboTHKUKA B COOTBETCTBUHU ¢ HacToAmM llonoxeHnueM.

4.5. Tlpu yBONBEHEHUH pPaOOTHUKA JIMYHOE IO OCTAeTCS B OTAECTE KaJpoB
MBOY COIILI Ne25.

B: OGS3aHHOCTH 0T/Ae/1a KAaAPOB 10 GOPpMUPOBAHHIO, BEIEHUIO U
XPAaHEHHUIO JHYHBIX e/l pa00OTHHKOB

5.1. B 00s13aHHOCTH OT/ENIa KaJpoB, OCYILECTRIMIOErO BEIEHUE JTUHHBIX
Jiell pabOTHUKOB, BXOJUT:

- TpuoOIeHHWe JOKYMEHTOB, YKa3aHHBIX B paszfele 3 HaCTOSIIETO
ITonoxkeHus, K JINIHBIM JiesiaM pabOTHUKOB;

- obecneuenre COXPaHHOCTH JTHYHBIX JIe] paOOTHHUKOB;

- obecneueHne KOHPUICHIIMATBHOCTH CBEICHHH, CONEPIKALINXCS B THUHBIX
menax pabOTHWKOB, B CCOTBETCTBUM C 3aKOHOIATENBbCTBOM POCCHHCKOM
Denepanyy, a TAKKE B COOTBETCTBUY C HacTosMM [lonmoxenunem;

- O3HAKOMJIEHHWE PabOTHHUKOB C JOKYMEHTaMH CBOETO JHYHOTO Jieia He
pexe OJHOTO pasa B rOJ, 4 Takke N0 npockde paboTHHMKa M BO BCEX WHEIX
CITy4asx, IpeIyCMOTPEHHBIX 3aKoHoAaTenscTBoMPoceniickon @eneparumn.

- Tepenaya JIMYHBIX Jie)l paboTHUKOB, yBoJIeHHBIX 13 MBOY COILl Ne25 na
XpaHEHUe B apXUB OpraHU3alllH.

5.2. JomxHOCTHBIE JWlla, YIOJTHOMOUYEHHBIE Ha BEACHHE U XpaHeHHe
nuaHBIX  Aen  pabotHuxkos MBOY COILI  Ne25 MOryT mpUBIEKaThCS B
COOTBETCTBUHU C 3aKOHOAATeNbCTBOM Poccuiickoit Oefepaliii K JUCHUIIIIUHAPDHON
M WHOH OTBETCTBEHHOCTH 34 pa3riallieHue KOH(MUASHIMANbHEIX CBEJCHUM,
coZiepaluXcsd B YKa3aHHBIX JeNlax, a TaKkKe 3a WHBIC HapylIeHMs IOpsAIKa
BEJCHUS JIMIHBIX IeNpabOTHHKOB, YCTAHOBIEHHOTO HacTosIM [lonoxenneM.



