IIpaBuaa

00paboTKH MEePCOHATBbHBIX
B MOY COLI Ne 3

1. O0mue MoJI0KEeHHUS

1.1.  Hacrosmue [lpaBuia pa3paboraHbl Ha OCHOBaHMM TpeOoBaHHH DeepaibHOrO 3aKOHA OT
27.07.2006 No 152-®3 «O mepcoHalbHBIX JaHHBIX», MocTaHoBJeHUs [lpaButenscrBa Poccuiickoit
Oenepannn ot 15.09.2008 No 687 «OO6 yTBepKIEHHH MOJOXKEHHS 00 OCOOEHHOCTSIX 00padOTKH
NIEPCOHAIBHBIX JAaHHBIX, OCYLIECTBIIEMOI 0e3 MCIIoNb30BaHMs CPEJACTB aBToMaru3aunn», [lpasun o0
00paboTtke nepcoHadbHbIX AaHHBIX B MOY COIL Ne 3 (nanee — [llkona).

1.2. HeaBromaTuzupoBaHHOW 00paOOTKON NEPCOHATBHBIX JIaHHBIX (0€3 NpPUMEHEHHs CpEACTB
aBTOMAaTHU3alllKM) cuuTaercsi 00paboTKa TIMEepCOHAIBHBIX JAHHBIX 0€3 HCIOJIb30BAHUA CPENCTB
BBIYMCIUTEIbHON TeXHUKH. [Ipu 3TOM 00paboTka mepcoHAIbHBIX AAHHBIX HE MOXKET OBITh IPHU3HAHA
UCKJIFOYUTEJIBHO ABTOMATH3UPOBAHHOMW TOJBKO HA TOM OCHOBAaHUHM, 4YTO OHH COJEpXkarcs B
UH(pOPMaLIMOHHOH crcTeMe TUO0 ObUIH U3BJICUEHBI U3 HEE.

1.3. Hacrostmmue [IpaBmia onpenensier o01ine nojaoKeHNUs U KOHKPETHBIE NEHCTBHUSA CIIY)KAIUX U
cotpynHuKoB LIkobl, ocymecTBIsSOMIX 06paboTKy NEPCOHAIBHBIX JaHHBIX THOO MMEIOIIMX AOCTYI K
MePCOHATbHBIM JI@HHBIM B IMPOLECCE OCYILISCTBICHUS HMMH  CIy)XeOHOH (NMpodecCHOHaNIbHOMN)
JIeATEeIbHOCTH IIPU UCIIOJIHEHUH JOJIKHOCTHBIX 00s3aHHOCTEH.

1.4. Jlomyck ciyxamux # coTpyaHukoB [llkosibl mis pa®oTel ¢ NEPCOHAIBLHBIMU JIAHHBIMH
OCYIIIECTBIIICTCS B COOTBETCTBHH C yTBepKAeHHBbIM [lepeuHem po/mkHOcTeH coTpyaHuKoB LIKoJbl,
3aMEIIeHHEe KOTOPBIX IpeaycMaTpUBaeT OCYIIECTBICHHE 00pabOTKM INEPCOHAIBHBIX JAaHHBIX JIHOO
OCYIIECTBJICHUE JIOCTyIa K MEPCOHAIBHBIM JaHHBIM M Ha OCHOBAHHHM BKJIOYEHHS B JOKHOCTHOH
perjaMenT (IOJDKHOCTHYIO HHCTPYKIHIO) TpeGoBaHHS O COOMIOACHWH KOH(HIEHUMATbHOCTH
MEPCOHANIbHBIX JTAHHBIX.

1.5. Tlepen nHawamom paboThl ciyxampe U cOTpyIHHKH [IIKObl AO/DKHBI O03HAKOMHTBCS €
[TpaBunamu 00pabOTKH MEPCOHANBHBIX JAHHBIX, OCYIIECTBISAEMONH O€3 HCIOIb30BaHUSA CPEICTB
apromaTu3anuu B Illkosie, mpoMHGOPMUPOBAHBI O KaTEropusX 00padaThIBAEMBIX II€PCOHANIBHBIX
JTAHHBIX.

1.6. B mensx oOecnedyeHuss O€30MacHOCTH JAHHBIX CYOBEKTOB IE€PCOHANBHBIX JIAHHBIX,
OCYIIECTBIIIEMON O3 HCIIOIB30BaHMs CPEACTB aBTOMATH3AlMH, B OTHOLIEHHH KaXIAOH KaTeropuu
MEPCOHANIBHBIX JaHHBIX OMPENCNIMIOTCS MecTa XpPaHEHHs MEPCOHANbHBIX JaHHBIX (MaTepHaIbHBIX
HOCHUTEJIEH ).

1.7. MecTta XpaHeHHs MaTepUaIbHbIX HOCUTEIEH IEPCOHANBHBIX JaHHBIX OIMPEICIISIOTCS B X0/1e
oOcjieIoBaHUs W WM3YYCHHsS CHCTeMbl OOpaOOTKHM NEPCOHAIBHBIX JaHHBIX HCXOAs M3 aHaau3a
HCITOJIB3YEMBIX ~ TEXHOJIOTHYECKHX  IMpOIleccoB  0OpaOOTKM,  paclojiOKEHHs — MMOMCUICHHH U
YCTAHOBJIEHHOTO peXHMa HX OXpaHbl, C Y4YeTOM HEOOXOAMMOCTH J000OPYNOBAaHUS OTHX MECT
TEXHHYECKUMHU U PEKUMHBIMHA MEPaMHU.

1.8. JIoKyMeHTBI, COJepialllie IepPCOHAJIbHbIE JAaHHbIE, IO/DKHbI XPAHHUTLCA B YCIIOBHSX,
00eCTIeYHBAOIIHX COXPAHHOCTh EPCOHAIBHBIX JIAHHBIX W HCKJIIOYAIOLIMX HECAaHKUMOHUPOBAHHBIA K
HUM JIOCTYII.

1.9. Cayxaiye 1 COTpYyIHHKH HUMEET [PaBO B OTBEJEHHOE €My BpEMs pellaTh MMOCTaBJICHHBIC
3aJaud [0 HE aBTOMAaTU3WPOBaHHOW 00paboTKe NEPCOHANBHBIX JAHHBLIX TOJLKO B COOTBETCTBUM C
NOJHOMOYHUAMH JOCTYIIA U LEIAMU 00paboTKH.

2. IlpaBnia 06paboTKH H XpaHeHHS JOKYMEHTOB ¢ epCOHAJbHBIMH JAHHBIMH



2.1. TIpu HeaBTOMATU3MPOBAHHOH 00pabOTKE MEPCOHANBHBIX JIAHHBIX CITYXKAIHe U COTPYIHUKH
[Ikosb1 00s13aHbBI COOMIONATE CIIEAYIOIINE IpaBUJIa;

- He jgomyckaercs (QuKcalys Ha OJHOM OyMaXHOM HOCHTENe MEPCOHAJIbHBIX [aHHBIX, LEIH
00pabOTKM KOTOPHIX 3aBEOMO HE COBMECTHUMBI,

- NPH MOATOTOBKE HTOIOBBIX, QHAIUTHYECKHUX M JIPYTMX JOKYMEHTOB IMEPCOHAJbHBIE TaHHBIE
JOJDKHBI 000CO0IATBCS OT MHOH WH(OpMAIMH, B YaCTHOCTH, IYTEM (UKCAIIMH HX HaA OTICJIBHBIX
OyMa)XKHBIX HOCUTEJISIX (ITPUJIOKEHUSIX ), B CIICIHATBHBIX pa3jieiiax Wik Ha MoJsx GpopM (61aHKOB);

- JIOKYMEHTBI, COAEp)Kalllie NEepCOHAIbHbIE NaHHbIE, IPyNnupyorcs (GopMHUpYyrOTCS) B neia B
3aBHCHMOCTH OT LIeJIM 00paboTKH NepCOHATBHBIX JaHHBIX;

2.2. Henp3d XpaHHTb B OJHOM MECTE IEPCOHAJbHBIC JaHHBIC, LEJH 00pabOTKH KOTOPBIX
pazinunbl. POpMHUpPOBaHHE €/ OCYLIECTBIISETCS MO OJHOMY H3 IEJIEBBIX MPU3HAKOB 00pabOTKH
NEPCOHANBHBIX JaHHbIX. Hampumep, nu4HOe [0 COTPyAHHKA, [0 ¢ TrpapuKaMHu OTIYCKOB,
KOMaHIUPOBKH COTPYAHHUKOB, pacyeT 3apabOTHOM MaThl U T.11.

2.3. Jlena, 3aKOHYEHHBbIC MPOU3BOJACTBOM JIHOO 10O JOCTH)KEHHIO Lejed 00paboTku
TIEPCOHAJIBHBIX JaHHBIX 3aKpPbIBAlOTCS (B COOTBETCTBUHU ¢ TPEOOBAHUSIMH MPABUII JACIONPOU3BOACTBRA) U
rnepejaroTcsl Ha xpaHeHue B apxuB [1IKoJIbI.

2.4. llopsnok xpaHeHHs, AOCTyNa K OKOHYEHHBIM MPOM3BOJCTBOM JEJMaM H UX YHHUTOXKEHHUS
OMpeJielIAeTCss BHYTPEHHUMHU HOPMAaTUBHBIMH JToKyMeHTaMu 11Ikobl.

2.5. Ilpu pa3paboTke U HCIOIB30BAaHUN HOBBIX THITOBBIX POPM JOKYMEHTOB, HEOOXOIUMBIX ISl
pean3anuy Bo3I0KeHHBIX Ha [llkomy momHoMouni, Xapakrep HHGOpPMAIMKU B KOTOPBIX MpeoJaraer
WM JIOITYCKAaeT BKIIOYEHHE B HUX IEPCOHAJBHBIX JaHHBIX (Jajiee - TuUnosas ¢opma), TOJKHBI
coOJroAaThCsl CAeIyIOIIUe YCIOBHUS:

a) TunoBas (GopMa WIM CBS3aHHBIE ¢ HEH JOKYMEHTBI (MHCTPYKLHUS IO €€ 3al0JIHEHHIO,
KapTOYKH, PEECTpbl M KYPHaJbl) JOJDKHBI COAEpXkaThb CBEIEHHS O LEJIH OOPadOTKH MEPCOHAIBHBIX
JAHHBIX, OCYIIECTBISEMO# O3 HCIOJb30BaHUSl CPEJCTB aBTOMaru3aiuu, aapec lllkomnsl, damuiuto,
UMs, OTYECTBO M aJpec CyOBbeKTa MEepCOHATbHBIX JAHHBIX, YbH IMEPCOHAJIBHBIE JAHHbIE BHOCATCS B
yKa3aHHYI0 THIOBYIO (QOpMY, CpPOKH 0OpaOOTKH IMEepPCOHANbHBIX JAHHBIX, MEpe4YeHb JIeHCTBUH ¢
NIEPCOHAIIBHBIMU ITaHHBIMH, KOTOpBIe OYAYT COBEpLIATHLCS B Mpoliecce UX 00paboTKH;

0) Tunosasi popma J0HKHA TPETyCMaTPUBATh M0JIe, B KOTOPOM CYOBEKT [EPCOHAIbHBIX JIaHHBIX
MOET IIOCTaBUThb OTMETKY O CBOEM corjlacid Ha o00pa0OTKy IepCOHalbHBIX JaHHBIX,
OCYUIECTBJIIEMYIO 0€3 HCIIOJNB30BaHUSI CPEJCTB aBTOMATHU3AllMM, MPH HEOOXOJUMOCTH MOJIyYEHHS
corjacust Ha 00pabOTKy MEPCOHABHBIX IaHHBIX;

B) THUIOBas (GopMa JODKHA OBITH COCTaBJICHA TaKUM 00pa3oM, 4TOObI KaK/bli M3 CyOBEKTOB,
YbH TIEPCOHAIBHBIC JIAaHHBIC COJEpXKATCcs B THIMOBOM (opMe, TMpH O3HAKOMJIEHHH €O CBOHUMH
MEPCOHATBHBIMU JTAHHBIMH, HE MMEJ BO3MOXHOCTH JOCTya K IEPCOHAJBHBIM JAaHHBIM HHBIX JIHIL,
coJIepXKalliMcs B YKa3aHHOU TUIIOBOH (opme;

r) TanoBas (Gopma JOJDKHA UCKITIOYaTh 00beTUHEHUE MOJIeH, MpeIHa3HAYeHHbBIX U1 BHECEHUS
MEPCOHAJIbHBIX JAHHBIX, 11eJH 00pabOoTKU KOTOPBIX 3aBEIOMO HE COBMECTHMBI.

2.6. Ilpu mnoCTynjIeHHMH HOBBIX HOPMATHUBHBIX M  pacHOpPAJUTENIBHBIX JOKYMEHTOB,
peyCMaTPUBAIOLINX MPECTaBICHHE MEPCOHATBHBIX JaHHBIX, HHPOPMAIUSA O Hadajle uX oO0paboTKH
BHOCcUTCsE B [lepeueHb MepcOHANBHBIX JaHHBIX, oOpabarbiBaeMmblx B lllkoje ¢ ykasaHmeM wLEIH
00paboTKH, coaepxaHus oOpaOaThiBaeMbIX I€PCOHAJIbHBIX JIAHHBIX KaTErOpuH  CYOBEKTOB,
[IEPCOHAIIbHBIE JIAHHBIE KOTOPBIX 00padaThIBAIOTCS, CPOKOB WX OOpaOOTKH M XpaHEHHd, IOpsIKe
YHHUUTOKEHHS, JINLIOM, OTBETCTBEHHBIM 3a OpraHu3aliio 00paboTKH NepcoHalbHBIX JaHHbIX B Llkoe.
a Tak)e B HOMEHKJIaTypy jein HIKobl.

2.7. YHHUTOXKEHUE WM 003 TMYMBAHHME YaCTH MEPCOHANBHBIX JAHHBIX, €CJH 3TO JOIMYCKAeTCs
MaTEPUATIbHBIM  HOCHUTENEM, MOMKET MPOU3BOAUTHECS CIIOCOOOM, HMCKIIIOUAIOIUM  JATbHEHIIYIO
00pabOTKy 3THX MEPCOHAIBHBIX JAHHBIX C COXPAHEHHEM BO3MOXXHOCTH OOpPabOTKH MHBIX JIaHHBIX,
3a()MKCHPOBAHHBIX HA MAaTePUAILHOM HOcUTee (YIalleHne, BIMapbIBaHKE).

2.8. VToYHEHHE MEepCOHANBHBIX MJaHHBIX TNPH OCYHIIECTBICHHH HX 00paboTku 0e3
UCII0JIb30BaHUs CPEJCTB aBTOMATU3ALMH [TPOU3BOIUTCS IyTeM OOHOBJIEHHUS UM U3MEHEHHUS JaHHBIX Ha

P)



MaTEPUAIbHOM HOCHTEINE, a €CJIU 3TO HE JOIYCKAeTCs] TEXHUYECKMMH OCOOEHHOCTSIMM MaTepHalIbHOTO
HOCHTENS, - IyTeM (HKCAllMM Ha TOM >X€ MaTEpUabHOM HOCUTEJIE CBEIEHUH O BHOCHUMBIX B HHUX
M3MEHEHMAX JIMOO IyTEeM HW3rOTOBJIEHMS HOBOIO MAaTE€pUaIbHOTO HOCHUTENS C YTOYHEHHBIMH
[EPCOHATLHBIMH JIAHHBIMH.

2.9. Ilpu xpaHeHHHM MaTepUATBHBIX HOCHTENEH CO3JalTCs YCIOBHS, OOECIeUnBaIOIINe
COXPAaHHOCTB IIEPCOHAIBHBIX JaHHBIX U UCKIIFOYAIOIIHUE HECAHKIIMOHUPOBAHHBIA K HUM JIOCTYII.

3. JeficTBus caykamux u coTpyaHukoB LlIko/bI Npyu mocTynyieHUH JOKYMEHTOB,
COo/IepIKANIUX MepCOHATbHBIE JaHHbIE

3.1. Ilpu nocrymieHun NOKYMEHTOB — OOpaIleHU! U 3asBJICHUHN Irpak/laH, 0OpallleHu OpraHoB
UCIIOJIHUTEJIBHON BJIACTH M JIp., COAEpXKAIUX OOpalleHUs I'PaKIaH C UX IEPCOHAJIbHBIMHU JAHHBIMU
(nepeHanpaBJieHHBIE):

- kaHnenspued Illkonbl Ha JOKYMEHTE MpPOCTAaBIsSIETCS MeYaTh, O3HA4arolias O0O0sS3aHHOCTD
COTPYJIHHUKOB U CIyXallduX OOeCIeunBaTh HEpasTjallleHue MEepCOHATbHBIX JaHHBIX IpH paboTe ¢
JIOKYMEHTOM;

- YKa3aHHbIE JIOKYMEHTbI Ha pacCMOTpPEHHE JUPEKTOpY (GOPMHUPYIOTCS B  OTACIBHYIO
NOANMUCAHHYIO, HEMPO3payHylo Manky, U MEpPelaroTCss MM HEMOCPEJACTBEHHO HJIM 4epe3 ceKperaps
JUPEKTOpPA HA POCHHUCH JUJISl JOCTHKEHHSI MUHUMHU3ALUUN BO3MOXXHOCTH CIYy4aHHOIrO O3HAKOMIJICHHS C
YKa3aHHBIMH JTOKYMEHTAMH JPYTUX CHEIHAINCTOB U COTPYIHUKOB.

- TOCJIe POCIHCH JUPEKTOpa YKa3aHHbIE JOKYMEHTbl B OJTOH K€ Mamnke IepeiaroTes B
KaQHIISJSIPUIO JUTST JAJTbHEHIINX NeWCTBUH (Mepeaayvd crenualucTaM I MCIIOJIHEHHUS, PEruCcTpalun B
OTJieJIe OpraHu3alllK U 00ecTIeYeHHs AESITEIbHOCTH).

3.2. Cneumanuct [1Ikobl, Ha3HAYEHHBIH UCTIOJHUTENIEM JOKYMEHTA, 00A3aH:

- 10 Hauvaja pabOThl C JOKYMEHTOM XpaHHUTh €ro B OTIEJIbHOH IalKe B HEIOCTYITHOM s
MOCTOPOHHHUX MecCTe (CTOJIE);

- B mporecce paboThl C JOKYMEHTOM HE JOIYCKaTb BO3MOMKHOCTH CJIYy4alHOTO WJIH
peHAMEPEHHOT0 O3HAKOMJIEHHS! ¢ HUM IOCTOPOHHHUX JIML, APYTHX COTPYAHHMKOB U CIICIHAIUCTOB, HE
YIOJTHOMOYEHHBIX Ha paboTy ¢ JaHHOW KaTeropuer JOKyMEHTOB;

- HE OCTaBJIATh JOKYMEHT 0€3 IIPUCMOTPa;

- MOATOTOBKY OTBETa Ha JOKYMEHT OCYLIECTBJISATh HENOCPEACTBEHHO Ha 3alllMIICHHOM
KOMITBIOTEpE (BHE CETEBBIX MANOK) WK UCTIOIb30BATh (IEHI-HOCUTED;

- Tepenady oTBeTa Ha JOKYMEHT Ui IMOANHMCH JUPEKTOPOM OCYILECTBIIATH TOJIBKO Yepes
CTIEHUATbHYIO MANKy B TPUEMHOH;

- TocJie MOJIMKCH OTBEeTa Ha JOKYMEHT W IepeJadyd BCEro KOMIUIEKTa B OTIEJI OpraHU3alluu U
obecneuenus eareapbHocTH LIIKoubL;

- B CJIy4ae €CJIU OTBET Ha JOKYMEHT OTIIPABISIETCS JIEKTPOHHON MOUTOM, (ain oTBeTa B 4acCTH
NIEPCOHATBHBIX JIAHHBIX O0E3/MYMUBAETCsI, MOCHE OTHPABKA M MOCTYIUIEHMHM HH(pOpMALKMH, 4YTO OH
IPUHAT (ToTyueH), ¢aiy oTBeTa U3 IEKTPOHHON MOUTHI YAAJIA€TCs CIELHATUCTOM, OTBETCTBEHHBIM 34
OTIPABKY 2JIEKTPOHHOM MOYTEHI.

3.3. XpaHeHne NOKyMEHTOB, COAEPIKAIIKMX MEPCOHATIbHBIE JaHHbIE (MAaTEPUAIbHBIX HOCHTE/ICH)
JIOJDKHO 00eCreYnBaTbcs B YCJAOBUSX, OOECHEYMBAIOUIMX COXPAHHOCTH MMEPCOHAIBHBIX [AaHHBIX H
MCKITFOYAIONINE HECAHKIIMOHUPOBAHHBIM JOCTYI K HUM (1IKad), ALMIKMK CTOJIA).

3.4. Ilpu pabore ¢ AOKyYMEHTaMH, COIECP)KALIUMH CIELHAbHBIE KAaTCrOPUH IMEPCOHATBHBIX
JIAHHBIX, YCTAaHABIMBAIOTCS YCUJIEHHBIE YCIOBUS UX XPAHEHHUS

- JI0 HaYaja pabOThl XpPaHUTh JOKYMEHT B OTIEJIBHOH IAIllKe B HEJOCTYITHOM JIJISl TIOCTOPOHHHUX
MecTe (3aKpbIBAIOIIEMCS SIIIUKE CTOJIA);

- 1eno (nema) ¢ Tako# kareropued 10KkyMeHTOB B LlIkosie XpaHATCS B 3aKPhIBAIOLIKUXCS CEKIUSX
mkapoB, a B OTIACIBHBIX cioydasx — ceiide. B ocraspHOM JeHCTBHA CIELHMATUCTOB aHAJIOTHYHbBI
M3JIO)KEHHBIM B 11.3.2.

3.5. Ilpu paborte ¢ AOKyMEHTaMH, COJIEPKAIIUMH IEPCOHAJIbHBIE JIaHHbIC, MPEJ0CTABICHUE
KOTOPBIX IpeaycMoTpeHo DelepalbHbIMU  3aKOHaMHU  (YBEIOMJIEHMS, 3asBJEHMs, 3aKJIIOYEHHUS,
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PaclopsKCHUS, MPOTOKOJIBL, TIOCTAHOBJICHHS U T.I.), B Iporecce paboThl ¢ JOKYMEHTOM HE JI0JKHA
AOMYCKATBCsT BO3MOKHOCTE CITYYalHOTO WM MPEHAMEPEHHOTO O3HAKOMJICHHS ¢ HHM MOCTOPOHHHX
JILL, ApyruX COTPYAHUKOB M CIELHAIHUCTOB, HE YIMOJHOMOUYEHHBIX Ha paboTy C JAHHOW KaTeropuei
AOKYMCHTOB; XDaHCHHE JAHHBIX JHOKYMEHTOB JOJDKHO OCYLIECTBISITECS B CTPOTOM COOTBETCTBHH C
TpeOOBaHUSIMH JICTOIPOU3BOJCTBA.

3.6. [lns 3ammMThl NMEPCOHANBHBIX MAHHBIX OT HECAHKLIMOHMPOBAaHHOrO noctyma B Illkore
00€eCIeYnBarOTCs MEPBI 10 COOIIIOACHUIO:

- IOpsiIKa MpHEMa, y4eTa U KOHTPOJIS JeATeIbHOCTH IIOCETUTENEH;

- IPOITYCKHOTO peXHUMa OpraHU3aliH;

- IOpsJIKa OXPaHbl TEPPUTOPUH, 3JaHUH, TOMEIIEHHH, TPAHCTIOPTHBIX CPEICTB;

- TpebOBaHUH K 3a1uTe HHOOPMALIMH [TPH HHTEPBBIOMPOBAHHHU U COOECEI0BAHHUSIX.

4. OTBETCTBEHHOCTH
Cnyxamme u coTpyaHukd IIIKOJABI HeCcyT OTBETCTBEHHOCTb 3a HapylleHue TpeOoBaHHi

HaCTOSIIHUX HpaBI/IH, a TaKXe IIPEIHaMEPEHHOC HWJIM HET pasrijalileHue [ICPCOHAJIbHBLIX JaHHBIX B
COOTBETCTBHUH C 3aKOHOIATEIBCTBOM Poccuiickoit CDe)lepauHH.



