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INOJIOKEHHUE
0 32IMUTe NEePCOHATBHBIX JAHHBIX PA0OTHHKOB
MYHHUIHIIAJIBHOI0 0I0/KeTHOT0 yupexkaeHus KyJabTypbl «llenTpannzopanHas 6udIuoTeUHAS
cuctema Ile6eKHHCKOr0 rOPOACKOro OKPYra»

1. O6mas yacTh

1.1. Hactosmum Ilonmoskenuem ompenensercss NOPsAOK MONyYeHHS, 00padOTKH, XpaHEeHHs,
mepeqaud ¥ Jo00T0 IPYroro HCIONB30BAHMS IEPCOHANBHBIX MAaHHBIX pabortHmkoB MBVYK
«lerTpanu3osannas OubIHoTEeYHAd cucTeMa» (naiee - bubnnorexa), a TaKKe BEACHUS UX JITHYHBIX
JieNla B COOTBETCTBUH € TPYIOBBIM 3aKOHOATEILCTBOM P .

1.2. Hacrosmee Ilonoxenue paspadorano B coorBeTcTBUU ¢ KoHcTutynued PO, Tpynopsim
KonekcoM PO®, [lepeunem cBemeHHN KOHPHACHIMAIBHOTO XapakTepa, YTBEPXKICHHBIM YKa3zoM
IIpesunenta PO ot 06.03.1997 r. No 188, enepansabiMu 3akoHaMu «O NEPCOHATBHBIX JaHHBIX» OT
27.07.2006 r. Ne 152- @3 u «O BHeceHuu u3meHenui B Tpynoroi kojaeke PO» ot 30.06.2006 1. Ne
90-D3.

1.3. B macrosmem [lonoxennu OyayT HCIOIB30BATLCA CIEAYIOLIHE OnpeaeneHus: PaboTHUK -
(u3ugecKoe JIMLO, COCTOALIEE B TPYIOBBIX OTHOLICHHX ¢ paboronareneM. [lepcoHaibHble JaHHbIE
paboTHrKa mH(OpMaHsa, HeoOxoquMas pabOTONATENIO0 B CBA3H C TPYAOBBIMH OTHOIICHUAMH H
Kacaromasicss KoHkpeTHoro padborHuka (¢t. 85 TK P®). Ilepconansurie mannwie (I111) - mrobas
HH(QOPMALKsl, OTHOCSIIASICS K ONPE/ICIIEHHOMY (DU3MUCCKOMY JIMILY, B T.4. ero (amuius, umsl,
OTYECTBO, I'OJ, MECALL, JaTa U MECTO POXKACHUS, aJpec, CeMeHHOe, COLUaIbHOe, UMYIIECTBEHHOE
IIOJIO’KEHHe, 0OpazoBaHue, Ipodeccus, JOXOAEL, apyras uapopmanyst (cT. 3 dexepasbHOro 3aKoHa
«O nepcoHanpHbIX JaHHBIX» 0T 27.07.2006 r. No 152-03).

2. Coop, oOpaboTka (1moJry4yeHUe, XpaHEeHUe, Iepeaada) H 3alHTa NePCOHATbHBIX JAHHBIX
paboTHHKA
2.1. IlepconanpHble gaHHBIE padoTHHKA BHOIMOTEKM OTHOCATCS K KOH(PHIASCHITUATLHOM
HH(pOPMaINWH, T.€. TOH, OCTYI U MOPAJIOK PabOThI ¢ KOTOPOH OTPAaHUYHBAETCS B COOTBETCTBHH C
3aKOHOATENLCTBOM P,
2.2. B nemax obecreueHus npas U ¢BoOOA paboTHHKA aaMuHUCTpanus bubnuorexu mpu
00paboTKe IIePCOHATBHBIX JAaHHBIX 00s3aHa COOJIIOIaTh CIIeLYIOIUE 00LHe TpeOOBaAHHS:

— o0Opabotka I1/] paGoTHHKA MOKET OCYIIECTBIATHCS UCKIIOYUTEIRHO B IENSIX 00eCTieUeHus
CcOOMIONECHN 3aKOHOB M HHBIX HOPMATHBHBIX IIPAaBOBBIX aKTOB, COJEHCTBHs paOOTHHKaM B
TPYLOYCTPOXCTBE, OOYUEHUN UM MPOJBHKEHUU MO CiayxKbe, odecrneueHus JIMYHOM 0e30macHOCTH
pPabOTHUKOB, KOHTPOJISI KAYECTRA M KOTMYECTRA BEITIOTHIEMOH paboTh! 1 00ECTICUeHUH COXPAHHOCTH
umymectsa bubnuoTtexu, paboTHHKA H TPETHHX JIHIL;

— agmuHHCTpauus bubimorexkn He nMeer npasa nojydars u oOpabarsiBars 1] paboTHrKa 0O
€0 IOJUTHYECKUX, PEIUTHO3HBIX M UHBIX YOSIKIEHHIX W YaCTHOH KU3HH 0e3 ero MUChMEHHOTIO



cornacys. JIaHHOE YCIOBHE IPUMEHMMO TOTBKO B CIydae, €CIIH 3TO HE CBA3AHO C IKCTPEMUCTCKOH
TeSTeIBHOCTHIO pa0OTHUKA U HE 3aTparuBaeT 0e30nacHoCTh bubanoTexu.
2.3. Tlpu mnocrymnesum Ha pabory pabotHuk o0s3aH TpenoctaBuTh I[IJI o cebe B

IOKYMEHTHPOBaHHOH popme:

—  IACIOPT WK APYToH TOKYMEHT, yAOCTOBEPSAFOIINM THIHOCTE;

—  TPYJOBYIO KHIDKKY, 338 HCKITIOUEHHEM CIy4YaeB, KOIa TPYAOBOH JOTrOBOP 3aKIIHOYAeTCs
BIIEPBHIE WM PaOOTHHK ITOCTYNAET Ha padoTy Ha YCIOBHAX COBMECTHTENBCTBA,

—  CTPaxoBOE€ CBHMETEILCTBO I'OCYAAPCTBEHHOTO MEHCHOHHOTO CTPAXOBAHMUS;

—  JIOKYMEHTBI BOMHCKOI'O ydeTa - /I BOEHHOOOA3aHHBIX ¥ JIHI, NOANCIKAMUX IPU3BIBY HA
BOMHCKYIO CIYKOY;

—  JOKyMeHT 00 00pa3oBamii, O KBATH(QUKALMM HIM HAIHYAM CICIHATBHBIX 3HAHHH IIpH
MOCTYIUIEHHH Ha paboTy, TpeOYIOIYIO ClICHHANIbHBIX 3HAHUN UK CIIEIIOATOTOBKH,

—  HHAVBHIYaTIBHEIA HOMEP HAJIOTOIUIATENBIIHKE,

—  MEIHIHHCKYIO CIIPaBKY.

2.4. TIpy HeOBXOMMMOCTH AMIHHCTPALINS BIpase 63 cornacus paboTHUKE, HO C COOOIICHAEM
TocTIeIHEMY O Xapakrepe v 1emnsax nonydenus [/

— noTpeGoBaTh 3aM0THUTD aHKETY U aBTOOHOrpaduro;

— 10TpeGoBaTh XapaKTEPUCTHKY C MOCIEHHEro MecTa paboThl, yueos;

— moTpefoBaTh CIPAaBKY O COCTOSHHM Ha y4YeTe B OpraHax 3[paBOOXPAaHEHHA IO IOBOIY
MCHXUYECKOro 3a00JIeBaHs, ATKOTOIN3Ma HIIM HAPKOMAHHH;

— HanpasuTh 3anpoc B [POBJI 0 Hamu4Yuy B OTHOLICHHH PabOTHHKA KOMIPOMETHPYIOUIHX
MaTepuanoB (CyIUMOCTH | ap.) cornacHo cr. 10 u. 3 denepanbHoro 3akona «O TEpCOHANbHbIX
JIAHHBIX).

2.5. Tlpu 3aKJIFOYEHHH TPY/IOBOTO IOrOBOpa M B XOI€ TPYAOBOH AEATEIBHOCTH MOKCT
BO3HHKHYTh HEOOXOIAMOCTE B IIPENOCTAB/ICHUH PAaGOTHHKOM IPYTHX IOKYMEHTOB, T. €. I1/I:

—0 BO3pacTe JETeN;

—0 OepeMEHHOCTH KEHIIUHEI,

—00 UHBAIHIHOCTH,;

—0 COCTaBe CeMbH;

—0 JOXOJIE ¢ IPeIBIIYIIEro MecTa paboTeL;

—0 HOMepax Terae()OHOB (IOMAILHEr0 B COTOBOTO),

—IIpPOYHE.

2.6. Tlocne Toro, Kak OyJeT NMPHHATO pelleHHe o rnpueMe paboTHHKA Ha paboTry, a TaKKe
BIIOCJIEACTBHE B TIpOTIecce TPYIOBOM AEATENbHOCTH K JOKyMeHTaM, coaeprkarinm [1]] paborHuxa.
Taioke OyIyT OTHOCHTHCS:

—TpPYIOBOM JOrOBOP U IPHKA3 O NPHEME Ha paborty;

— [IPHKA3BI O TOOIIPEHUSX U B3HICKAHMUIX;

—npuka3sl 00 H3MEHEHUH YCIOBHH TPYIOBOTO JIOrOBOPA;

—KapTouka yHupunrposanHoi Gopmer T-2;

—IMYHOE JIE]10 pabOTHHKA!

—APYTHE TOKYMEHTBL

2.7. Jluma, nonyvaromnue IIJ] paborrmka, o00s3aHbBl COOMIOAATH PEKHMM CEKPETHOCTE
(KOH(MDHUICHITHATEHOCTH ).



2.8. Corpynsukd, wmeromue goctyn Kk IIJI paGorHmka buOimoTexw, DOMKHBL OBITH
03HAKOMJIEHEI IOl PACIHCKY ¢ JaHHbIM [lookeHueM, a TaKKe OCBEIOMIICHbBI O CBOHX MpaBax M
00SI3aHHOCTSIX B 3TOH 00IacTH.

3. Xpanenue nepcoHaJIbHBIX JJAHHBIX pa0OTHHKA

3.1. Ceenmenust o paboTHWKax bHOIMOTEKHM, B T.4. MX JIHYHBIE J€JIa, PacrojararoTcs B
an(GaBUTHOM HOPSIKE M XPAHATCS Ha OYMaXHBIX HOCHTENAX B KAOWHETE CNCHHAIUCTa 110 KaJpaM.
s 3TOTO HCHOMB3YIOTCS CHELHATBHO 000py/I0BaHHbIE MKaQel U Celi(), KOTOpbIE 3alHparoTCs.
Kioun OT celidpa HaxoaaTes y aupekTopa BubnmoTexn u coenuanucTa 1o Kajapam. JIMdHee gena
YBOJIEHHBIX PabOTHUKOB XpPAaHATCA B apXuBe - KaOWHETe aJIMHHHCTPALKMH bubnuorekn B
a(haBUTHOM MOPSIKE. '

3.2. KomkperHble OOS3aHHOCTH [0 XPAHEHMIO IHMYHBIX Jel paboTHHKOB bulimoTexy,
3aIIOJHEHUI0, XPAHEHHIO M BblIaue TPYAOBBIX KHIDKEK, MHBIX AOKYMEHTOB, oTpawaromux I1J]
pabOTHHKA, BO3JIArar0TCs Ha CIEHAIMCTa 110 KaapaM.

3.3. Ceegenns o paboraukax brubnroTekH Ha 3IEKTPOHHBIX HOCHTENAX, HOCTYII K KOTOPBIM
OrpaHHYeH [IAPOJIEM, H YACTh Ha OyMaKHBIX HOCHTENIAX XPAHATCS B KaOHHETe OyXranTeprun MKY
«YTIpaBIeHHE KyIbTYPbI, MOJIOIEKHOM MOMUTHKY U Typusma [[IeOSKHHCKOro TOPOACKOro OKpyra»
natee (MKY «YKMIIuT»), O6s3aHHOCTH IO MX XPaHEHHIO, 3allUTE OT HECAHKUHMOHMPOBAHHOIO
JOCTyIa, MCKaKeHmws WM yHudrtoskeHms Ha ITK, Bo3jnojkeHBI Ha riaBHOro Oyxrantepa, a B
OTCYTCTBHHM mocienuero - Ha Gyxranrepa MKV « YKMITuT».

3.4, AnpMuancTpanus bubnnorexu obecrneunsaeT orpanudeHue focryna K 11 paboTaukos
JIULAM, HE YIOJIHOMOYSHHBIM 3aKOHOM JHOO JUPEKTOPOM JUIi TOIYyYSHHA COOTBETCTBYIOIIMX
CBEJICHH.

3.5. Jloctym k ITJ] paGoTHHKOB GHOIHOTEKH UMEIOT paDOTHUKH, 3aHUMAIOIINE B YIPEKACHAN
CIIEIYIOIIUE JOJLKHOCTH:

— IAPEKTOP;

— CIIELHATIACT IO Kaapam;

—rnaaeii Oyxrantep MKY « YKMITaT»;

—6yxranrep MKY «YKMIIuT»;

—3aMECTHUTENb TUPEKTOPA.

4. Iepenaya nepcoHAJBHBIX JAHHBIX Pa00THHKA

4.1. Tlpu nepenaun 1] paboTHEKa anMUHACTpays buOIHOTeKH He JIouKHa coobwats 111
paboTHHKA TpeThei CTOpOHe 0e3 IMHMCBMEHHOTO coryacus padOTHHKA, 33 HCKIIOUCHAEM CIIyvacs,
KOTTIA 3TO HEOOXOJ MO B IEJIIX IPeyIpekIeHus YrPO3bl )KU3HH ¥ 30POBBIO CaMoro pabOTHHKE, a
TAKXKEe B CIydasx, YCTAHOBJIEHHBIX (enepalbHEIME 3akomamu PO o 0Oe30MacHOCTH, 00
OIepaTHBHO- PO3LICKHOM IESITETLHOCTH, & TakyKe B COOTBETCTBHU C YTOJIOBHO- HCIIOJHHUTE/IHHBIM
3aKOHOJATEIFCTBOM P®D U B CBA3H ¢ OCYILECTBICHHEM IIpaBocy s (4. 6 U 7 cT. 10 @enepanpHOro
3axoHa «O IMepCOHATBHBIX TaHHBIX?).

4.2. BEcnu muno, o6paTHBIIEecs ¢ MECHMEHHBIM 3alpocoM (YCTHBIE HE pacCMaTPHBAIOTCS), HE
YHOTHOMOYEHO (peIepaTbHBIM 3aK0HOM Ha Tomydenue I1]] paGoTHuka (KpoMe COTPYAHHKOB MB/I,
®CB. ®CHII, npokypaTypel), JHOO OTCYTCTBYET NHCEMEHHOE COTjiacke pabOTHHKA Ha
IPENOCTABICHAE €r0 IEePCOHAIBHBIX JAHHBIX, JU00, 10 MHEHHIO aAMHHHCTPAIHH, OTCYTCTBYCT
Yrpo3a JKH3HM HIIH 370pOBbI0 pabOTHMKA, TO aIMHHECTpauus bubirorexku o6s3aHa OTKA3aTh B
upenocTasieHuu 1] mumy.



Jluiy, OOpaTHBIIEMYCS C 3alpOCOM, BBIACTCH IHCHMEHHOC yBeoMIleHre 00 OTKase B
npenocraBienun [1/1.

4.3. TIJ1 paGornuxa bubiumorexks B MNpErenax yUpemACHHIA MOTYT OBITH IICPEaHbl B
oyxranreputo MKY «YKMIIuT» nin 3aMecTUTEIO rpexTopa. IIpr 2ToM yKazaHHBIE JIALa HMCIOT
[paBo TOJyIaTh TOMBKO T¢ 1IJ1 pabOTHUKA, KOTOPEIE HEOOXOMMBI [JLsL BBIOJHEIHIA KOHKPETHBIX
QyHKTIHH, 3a1aHAH.

4.4, Ocymecteiusth mepemady I1/1 paboTHHKa B Mpelenax yIpeuueHus M BHE €ro B
cooTeeTcTBIE ¢ HacTosimuyM Ilonoxernem 1 cr. 88 TK PO.

5. O6s13aHHOCTH AIMHHACTPALMH ¥ PAa0OTHHKOB budauorexu
5.1. B nenax obecredenns gocroseprHocty [1/1 paGoTHAK o0s13aH: '
—Ip¥ TIpEeMe Ha paboTy MPeAoCTaBUTh AIMUHHCTPALIH HOMHBIC H JTOCTOBEPHBIE JAaHHBIE O
cebe;
—B CIyyasx W3MEHEHHs CBEJCHUH, COCTABIIAIOMIMX [1]1 paboTHHKA HE3aMEATUTCIBHO
TIPeIOCTABATD JAHHYHO HHOOPMAIMIO AIMHHACTPALIH (CIIeNMaUCTy 110 KajpaM Kl IUPEKTOPY).
5.2. Aqmuauctparnusa budauoTexu oOsg3ana:

—  ocymecTB/IATh 3amuty [1J] paboTHHKA;

—  obecmeunth xpanenue [1J] pabOTHUKOB B YUPEKACHUH, HCKITFOUHE HEeCaHKIIMOHUPOBAHHBIA
TOCTYI K HUM;

—  OCYINECTBILATH 3aIl0JHEHNE JOKYMCHTAIHH, conepxareit [1]] paGOTHHKA, B COOTBETCTBHH C
yHupUIEPOBAHHBME GOpMaMU IePBHYHOH yUIeTHOH AOKYMEHTALMH [0 YIETy TPyJa H ero OILIaThL

_ Mo MMCHOMEHHOMY 3asBICHHIO paGOTHHKA HE IO3JHEE 3-X mHeH co IHS MOJadYd 3TOro
3asBJIeHHS BBIAABATH TOCEIHEeMY KOIUH JOKYMEHTOB, CBA3aHHBIX C paboToii. Konuu JOKYMEHTOB
JOJKHBI OBITh 3aBEPEHBI HAUICIKAIHM 00pazoM U IPeNOCTaBIATEC paboTHHKY 0€3BO3ME3/IHO;

—  mectu yuer mepesaur I1]] paGoTHHKA TPETHUM JHLAM I[yTCM BEIIEHHs COOTBETCTBYIOLIETO
Ky PHAJIA, OTPAXKAIOIIETO CBE/ICHNS O IOCTYIHUBIIEM 3apOCE, AATY OTBETA Ha 3aIpoC, KaKas UMEHHO
naGopManus ObUIa IIepeaana TH00 OTMETKY 00 0TKa3e B ee MPEJOCTaBICHIH;

— B CJydae peopraHM3aLEH MU JIMKBHAAIMA YIPEKACHHA yHCT I COXPAHHOCTh JOKYMEHTOB
[0 JNMYHOMY COCTaBY, MODSJIOK IEPelauy WX Ha TOCYAapCTBEHHOE XPaHCeHHE OCYLICCTBIATL B
COOTBETCTBUH C [PABHIIAMH, [[PSAYCMOTPEHHBIMH YIPEUTEIBHBIMH TOKYMEHTAMH.

6. [IpaBa paGOTHHKOB B HEJAX 3AMMTLI NEPCOHATBHBIX IAHHBIX

6.1. B mensx obecmeuenns sawuTsl 11JI, XpaHsfmuxcs B aIMHHHCTPALHH bubnuorexu
pabOTHUKH UMEIOT IIPaBo Ha:

—nonuyto urdopmarmo 06 ux I1]1 1 00paboTKe STHX JAHHBIX, B YaCTHOCTH, pPAOOTHHK HMEET
TIPaBo 3HATH, KTO M B KAKUX IEJIAX HCTIOJIB3YCT HITH reroap3oBalt ero T

— cBOGONHEIN GecIuaTHEIH ocTyl K ceonM [1]I, BKIKOUast IpaBo Ha ronydenve Koyl moboi
sammcH, conepxkameit [1]] paboTHuKA, 38 HCKITFOUCHHEM CIIYHacs, IIpeayCMOTPEHHBIX (heepaTbHbIM
3axoHOM (¢T. 14 u. 5 DemepaqpHOTO 3aK0HA «O TepCOHATBHBIX NAHHBIX?);

— 10CTyM K oTHOCspMes K [T/] MeAHIHHCKAM JNaHHBIM; ‘

— 0GYKATOBANHE B Y TOOLIX HENPABOMEPHBIX ACHCTBAMN HIIH GesneiicTrs padoTOHATENA IPH
00paboTKe U 3aIIUTE €Tro T,

—H T.1I.

6.2. Peammsanuio cBOMX TIpaB pabOTHHK OCYILUECTBIACT B COOTBETCTBHH © HACTOSIINM
TosoxkenneM u ¢r. 89 TK PD.



7. OTBETCTBEHHOCTD 32 HapYIIeHUue HOPM, PeryTUPYONIHX MOy ICHNE, 00paboTKY M
samury IIJ{ paboTHHKA
7.1 JInma, umeromue goctyr K [1/] paboTHHKOB biHOIHOTEKH, BHHOBHBIC B HAPYILICHHH HOPM,
PETyIHPYIOIHUX MONYyICHHE, o6paboTky u 3amuty I1/1, TpHUBIEKAIOTCA:
— K JMCHHMIUIHHAPHOM OTBETCTBEHHOCTH (BILIOTH JIO YBONBLHCHHS IO IO/, «B» IL. 6 4. 1cr. 81
TK PO);
— K aAMEHECTPATHBHON OTBETCTBEHHOCTH (IUTpad) 1o CT. 539 ucr. 13.11 KoAIl PD;
— YroioBHOM (BIJIOTE JO apecTa Ha CPOK 6 wmecsme) mo cr. 137 «Hapymenune
HEeTIPHKOCHOBEHHOCTH YaCTHOM KH3HI YK P® u mHO# oTBeTcTBeHHOCTH cornacHo cT. 90 TK PO.
7.2. HenpaBoMepHBId OTKa3 aIMUHHUCTPAIIH BHOIHOTEKH HCKJIFOYUTEL WK UCTIpaBuTh 1T
paGOTHHKA, CCIIM Y TIOC/IEAHET0 MMEIOTCS TOKYMCHTUPOBAHHBIC OCHOBAHHUS HA JTO, & TAKKe JI0doe
HHOE HapyIICHHE Npas pabOTHHKA Ha obpabotiy I1J] B1euérT BOSHHKHOBCHHUE Y paboTHHKA IIpaBa
Tpe6oBaTh YCTPAaHEHHs HAPYLICHHS €T0 IIPaB M KOMICHCAINH IPUIHHEHHOTO TaKMM HapyLICHHEM
MOpAJIBHOTO Bpezia B CyneOHOM TOPAIKE (c1.17 @3 «O mepcoHATBHBIX JTAHHBIX?).

8. 3aKJIIYHTEeJbHbIE TOJOKEHH S
8.1 Hacrosmiee IlonoskeHuWe BCTYyIaeT B CHILY C MOMEHTA €ro YTBEPXKACHUs JMPSKTOPOM
bubanorexy.
8 2 Hacrosmee [lomoykeHue AOBOAMUTCI A0 CBEACHHA BCEX paGoTHUKOB bHONHOTEKH,
pverormux gocTyr K [1]1, mepcoHanbHo IOA POCITHC.

C TlonoXxeHHEM O3HAKOMJICHBI:
Bansgena 3.B.
Jlepmmua [ A.
I'opbaugsa E.IL.
Bopo6séra O.C.




