IIpunosxenne Ne 5

K npukaszy MbOY

«Hexpacosckas OOLL Ne 13y

ot 13.10.2015 r. Ne30/1
HHCTPYKIHSA no o6paGoTke NepcoHANbHBIX JAHHBIX 0€3 HCMOJIb30BAHHS

cpeacts asTomaTH3anun B MBOY «Hekpacosckasa OOIIL Ne 13»
L. O6mue nosoxeHus

1. Hacrosmas HWacrpykuus paspaGorama B coorBercTBHH ¢  «llonoskenuem o6
0COOEHHOCTAX 00pabOTKH NEePCOHATBHEIX JAHHEIX, OCYIIECTBIAEMON G€3 HCIONE30BAHMS CPEICTB
aBTOMaTH3aluuy, yTBep)KaeHHEM [locranosnenmem IlpaButenscrea P® or 15.09.2008 Ne 687,
aBisgercs  pomonmHeHHeM K «[lomokeHmio 06 o0paloTke IEPCOHANBHBEIX — JAHHBIX B
MBOY «Hekpacoeckas OOIIl Ne 13» (mamee Illkoma») M oIpemenseT MpaBHiIa pPaboOTHI ¢
[EPCOHANBHEIME  IaHHPIMH M HX MAaTC€PHAIbHBIMH HOCHTEIAIMH (€3 HCIIONB30BAHHA CPEICTB
aBTOMATH3AIlHH. :

2. ObpaboTka MEPCOHANBHBIX NAHHEIX, MONYYCHHBIX OT pabOTHHKA, CONEPIKAIIHXCSI B
HHO)OPMAIMOHHOH CHCTEMe NEPCOHANBHBIX NAHHBIX 1HOO0 M3BIEUEHHBIX M3 TAKOHM CHCTEMEI
CUHTacTCs OCYILIECTBICHHOH 6e3 HCIIOJIE30BAHUS CpEICTB ABTOMATH3AIHA
(HeaBTOMaTH3MpPOBAHHOH), ECITH TAKHe NEeHCTBHS ¢ IePCOHANEHEIMU JAHHEIMH, KaK HCIIOIB30BAHHE,
YTOYHEHHE, PaclpOCTPaHCHUE, YHHYTOXECHHE IEPCOHATBHBIX JAHHBEIX B OTHOLIEHHH KAKIOTO W3
CyOBEKTOB IEPCOHATBHEIX JAHHBIX, OCYIIECTBISIOTCS IPH HEOCPEICTBEHHOM YYACTHH YeI0BEKA.

3. JIokyMeHT, comepKallmii IIepCOHANbHBIE NAHHEIE - MaTepHalIbHEId HOCHTENb C
3a)UKCHPOBAHHOM Ha HeM B M0G0 (opme mHbDOpMaHMel, conepKamei IIEPCOHAIIBHBIE TAHHBIC
pabOTHHKOB (WM T'PaKITaH B HOTOBOPax ¢ GH3UUECKHAMH JIALAMHE) B BAJE TEKCTa, bororpadum u
(uny) UX coyeTaHus.

4. C yuerom Gonbimoro o6bema (MacCOBOCTH) TOKYMEHTOB, COMEPSKAIIHX [IEPCOHAIBHEIE
A@HHBIE, H CTPOTO PEraMEHTHPOBAHHOIO MOPANKA HX XPAHEHHUs OMETKA KOH(MHIEHIMAIBHOCTH
Ha HUX HE CTaBHTCS.

5. C Hacrosimedl MHCTpyKuueldl NOMKHEI OBITH O3HAKOMJIEHBI TIOJ POCIHCH PaGOTHHKH,
JIOTyCKAaeMEIe K 00pabOTKe MEPCOHANBHBIX JaHHBIX 6e3 MCIOIB30BAHMS CPEICTE ABTOMATH3AINH,
JIHCTBL  O3HAKOMJIEHHS XPaHATCS Y OTBETCTBEHHONO 33 CHCTEMY 3allUTHL HHQOpMaHK B
MH(QOPMAITHOHHON CHCTEME TIEPCOHANBHBIX TAHHEIX,

IL Ilopsimok 06padoTKy MePCOHAIBHBIX TAHHBIX

1. IlepconansHble nanHbIe MODKHEI 0G0COBIATECS OT HHOM HH(bOPMAIHH IyTeM (puKcanun
HX Ha OTAC/IBHBIX MATEPHANbHBIX HOCHTEIIX, B CHENHAIBHBIX pa3fiellaX WIH Ha TomsX (opm
(bmankoB).

2. Ilpn (uxcanuu mepcoHaNBHBIX IaHHBIX HA MATEPHANGHBIX HOCHTENSAX HE JOIIyCKAEeTCs
(ukcarms Ha OTHOM MaTEpUATbHOM HOCHTENE NePCOHATEHBIX IAHHDIX, TENH 06paboTKH KOTOPBIX
3aBEIOMO HE COBMECTHMEL [t 00paGOTKH pasNHMuHBEIX KaTeropui NEepCOHANLHBIX JAHHBIX, IS
KQXI0H KaTerOpHH IEPCOHAIBHBIX NaHHBIX JIOJUKEH HCIIONB30BATHCS OTHEILHbIN MaTepHaNbHBIH
HOCHTEJIb.

3. Pabormuku, ocymecTBisonme oGpaboTKy INepCOHATBHBIX [AHHEIX, HH(QOPMHUPYIOTCS
HEIOCPE/ICTBCHHBIM PyKOBOAHUTENEM O (aKTe 00pabOTKH MMM HEPCOHAIBHBIX IAHHBIX, KATETOPHSX
00pabaThIBaeMBIX IIEPCOHATEHEIX TAHHBIX, & Takke 06 0COGEHHOCTSIX H IPABHIAX OCYIIECTBICHHSI
TaKo# 06paboTkw.

4. Tunosble (GOPMEI JOKYMEHTOB JOJKHBI OBITH COCTABJIEHBI TAKHM obpazom, 9TOOEI
KaKIBI U3 CyOBEKTOB MepCOHATBHBIX JaHHBIX, COAEP/KAMUXCS B TOKYMEHTE, HMeN BOSMOKHOCTD
O3HAaKOMHUTBCs CO CBOMMH IEPCOHATBHBIMU JaHHBIMHE, COIEPKAITMMHUCS B JOKYMEHTE, He HapyIIas
IPaB K 3aKOHHBIX HHTEPECOB HHBIX CYOBEKTOB IEPCOHANLHBIX JAHHEIX.

5. XpaHeHHE JIOKYMEHTOB, CONEPKAIIMX [IEPCOHANLHEIE JAHHBIE, OCYIIECTBISETCH B
METATHYECKUX MKadax wium ceiiax.



6. YHUUYTOXKEHME IOKYMEHTOB, COJEpKAIlliX NEPCOHAIBHBIC MAHHBIC, OCYLIECTBIIACTCS
crocoboM, He TIO3BOIISIONTHM B TAJBHEHIIIEM 03HAKOMHUTHCS ¢ IEPCOHAIBHBIMY JJAHHBIMHA.

II1. OGs3aHHOCTH COTPYIHHKA, TOMYIIEHHOT0 K 00paboTKe NepCcOHATLHBIX JAHHBIX

1. TIpu paboTe ¢ JOKYMEHTaMH, CONCSPIKAIIHMHI IEPCOHATIBHBIE TaHHBIE, COTPYIHHK 00sg3aH
HCKJTIIOYUTE BO3MOJKHOCTH  O3HAKOMIICHHS, IIPOCMOTpa OTHX JOKYMEHTOB JIHIAMH, He
NOMYIMCHHBIMA K paboTe ¢ HEMH (B TOM YHCIE APYTUMH pabOTHHKAMH CBOEr0 CTPYKTYPHOIO
[0/[pa3Ie/IeH U ).

2. TIpu BBIHOCE JOKYMEHTOB, COJIEpIKAIIHX TTepPCOHANBHEIE JaHHEIC, 3@ IPECIbl TEPPHUTOPHH
Hlxomer mo ciry:xkebHON HEOOXOAMMOCTH COTPYAHHK [OJDKEH IIPUHATE BCE BO3MOXHBEIE MEpEL,
HCKITIOHAIOIIKE yTpary (YTeplo, XUIIEHHE) TAKAX JOKYMEHTOB.

3. Ilpu yrpare (yrepe, XHINCHHH) HOKYMEHTOB, COIEPKALIUX IIEPCOHAIbHBIEC JAaHHEIE,
paboTHHK 0053aH HEMEIJIEHHO JONOXHTE O TakoM GaKkTe CcBoeMy HEIOCPEICTBEHHOMY
pykoBomuTenro. HemocpencTBEHHBIH PYKOBOAUTENL AOKEH COOOIIUTE 3aMECTHTENIIO JHPEKTODPA,
KYPUPYIOIIEMY BOTIPOCHI 3alIMTHI HH(POpPManuu o (axre yTpaTel (yTepe, XHIIEHHH) TOKYMEHTOB,
COZEpJKalMX IepCOHANbHBIE XaHHEE., [lo KaxmoMmy TakoMy (akTy Ha3HadaeTcs CiIy:kebHoe
paccieoBaHue.

4. CoTpynHHKaM, TOIYUIEHHEIM K 00pa0oTKe NepCOHATBHBIX JaHHBIX 3allpellaeTcs:

- Coo0mare CBeIeHWS, SBIISIOIIHECH I[IEPCOHAIBHBIMH JAHHBIMH, JIHIAM, HE HMEIOIIHM IIpaBa
JOCTYIIA K 3THM CBEJICHHAM.

- JlenaTh HEyUTEHHBIE KOITWX JIOKYMEHTOB, COJEpKAIUX IIEPCOHATBHBIE IaHHEIE.

- OctaBiaiaTh [OKYMEHTBI, COZEp)Kallue IepCOHAIbHbIE JaHHble, Ha pabodyux croimax Oe3
IIPUCMOTpA.

- [lokuate moMelneHne, He TTOMECTHB JOKYMEHTHI ¢ NMePCOHAILHBIMU JaHHBIMH B 3aKpbIBaeMbIe
cel (I, mKadml.

- BEIHOCHTE JOKYMEHTBI, COJEpIKALINE IIEPCOHANBHBIE TAaHHEIE, H3 IOMEMEHuH Yupexnenus 0e3
ciryxkebHol HeoOXOIUMOCTH.

5. OTBETCTBEHHOCTE COTPYIHUKOB, NOMYINEHHBIX K 00paboTKe NepCOHATBHBIX JAHHBIX
- OTBETCTBEHHOCTD 3a HEHCIIONHEHHE WM HEHa [Ie)allee BEIIOJIHeHHe TpeOoBaHuil HacTosIme
WucTpykunu Bosnaraerca Ha pabOTHUKOB U aMUHUCTparuio [TTkobL.

- KonTpoms 3a BBIIOJIHEHHEM IMOJIOXKEHMM Hacrosimedt WMHCTpyKIMM BO3NaraeTcs Ha
OTBETCTBEHHOI'O 3a CHCTEMY 3allUThl MHOOPMAIMKH B HHOOPMALMOHHON CHCTEME NEPCOHAIBHBIX
JTAHHBIX.

- 3a HapyIIeHHUe MpaBul 00pabOTKH MePCOHANBHEIX JaHHEIX, HX HEIPAaBOMEPHOE pasrialleHne HTH
pacnpoCTpaHeHUe, BUHOBHBIE JIMIA HECYT AMCIUIIIMHAPHYIO, aAMHHHUCTPATHBHYIO, IpakIaHCKO-
[IDABOBYK) MM  YTOJOBHYIO  OTBETCTBEHHOCT:, B  COOTBETCTBHM €  JeHCTBYIONHAM
3aKOHOJATEIBECTBOM.

- B ciyuae ecnu B pesynbrare JeiicTBuil paboTHHKA ObUT MPUYMHEH MOMJISIKAINHE BO3MEIICHHIO
paboTomareneM yimep® TpeThHM JIHLaM, PabOTHHK HeceT mepel paboTodareseM MaTepHaTBHYIO
OTBETCTBEHHOCTH B COOTBETCTBHH C r11aBoit 39 Tpynosoro komexca PD.

- B ciayvae pasriameHMs IEepPCOHANBHBIX NAHHBIX, CTABIIMX H3BECTHBIMH PabOTHHKY B CBS3H C
HCIIONHEHHEM HM TPYHOBBIX 00s3aHHOCTEH, B TOM YHCIE pa3TValleHus MEePCOHANBHBIX MaHHBIX
IOpyroro paboTHHKA, TPYAOBOH JAOroBOp ¢ pabOTHHKOM MOKET OBITH pacTOprHyT paboTomareneM
(mommyHKT «B» myHKTa 6 cTateu 81 Tpymosoro koxexca PD).



