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MPABUJIA
06paboTKM MepcoHasbHbIX AaHHbIX,
ocyLLecTBNsAeMON 6e3 UCMONb30BaHNA CPeACTB aBTOMaTM3aLNN
B O® «Knaccuyeckaa rumHasma «pecTmk»

1. O6wwme nonoxeHns

1.1. Hactoswue [MpaBuna pa3paboTaHbl Ha OCHOBaHMM TpeboBaHwii PeaepanbHOro 3akoHa OT
27.07.2006 No 152-®3 «O nepcoHa/bHbIX [AaHHbIX», NOCTaHOBNeHWs [MpaBuTenscTBa Poccuiickoi
depepaummn ot 15.09.2008 No 687 «O6 yTBEPXKAEHUN MOMOXKEHNS 06 OCOBEHHOCTSAX 06paboTKM
NepPCOHasIbHbIX AaHHbIX, OCYLLEeCTBSeMON 6e3 MCNO/b30BaHUS CPeAcTB aBToMaTu3auuu», Mpasun 06
06paboTKe NepcoHasbHbIX AaHHbIX B OP «Knaccmyeckas ruMHasus «pecTmx» (fanee - «rmmHasns»),
1.2. HeaBTOMaTM3MpoBaHHON 00pabOTKOM MEPCOHaNbHbIX AaHHbIX (6€3 MPUMEHEHMS CPeacTB
aBToMaTu3aumMm) cumTaeTca 06paboTKa MNepcoHasibHbIX [aHHbIX 6e3  KUCMo/b30BaHWUSA  CPeAcTB
BbIYNCNINTENbHON TeXHUKKW. Mpu 3ToM 06paboTKa NepcoHasbHbIX AaHHbIX HE MOXET ObiTb MpU3HaHa
NCKNIOYNTENIbHO aBTOMATU3MPOBAHHOMW TOMbKO Ha TOM OCHOBaHMM, UYTO OHU cofepXatcs B
MH(OPMaLMOHHON cucTeMe IM60 ObIIN U3BEYEHbI U3 Hee.

1.3. Hactoswume [lNMpaBuna onpegenser o6Wme MOMOXEHUA U KOHKPETHble AENCTBUA ChyXawmux u
COTPYZLHWKOB TMMHa3UK, OCYLLECTBAAIOWMNUX 06pabOTKy MNepCcoHasbHbIX [aHHbIX M60 WMEeKLLMX
[OCTYN K MepcoHaNbHbIM [aHHbIM B NPOLIECCe OCYLLECTBEHUSA UMK CNYXebBHOW (NpodeccnoHanbHoM)
AeATeNIbHOCTY NpY UCNONHEHWUUN LOIKHOCTHBIX 0053aHHOCTENA.

14. [Jonyck chayxawmux u COTPYLHUKOB TrUMMHa3Mn fAns paboTbl C MEPCOHANbHLIMUA  [aHHbIMM
OCYLLECTB/IAETCA B COOTBETCTBUM C YTBEPXKAEHHLIM [MepeyHeM AO/MKHOCTEN COTPYAHWKOB rMMHa3uK,
3aMellleHne KOTOpbIX MpeaycMaTpuBaeT OCYLLECTBeHWe 06pabOoTKU MepcoHaNbHbIX AaHHbLIX 160
OCYLLECTB/IEHNE AO0CTYMa K NEepCOHa/bHbIM AaHHbIM W Ha OCHOBAaHWMW BK/KOYEHUS B [LO/MKHOCTHOM
pernaMeHT  (4O/DKHOCTHYK  MHCTPYKUMKO) TpeboBaHWA O COGMHOAEHMM  KOH(MAEHUNAIbHOCTH
MePCOHabHbIX JaHHBbIX.

1.5. Mepep Hayanom paboTbl Cayxalme 1 COTPYAHUKN TUMHA3UN AO/MKHbI 03HAKOMUTLCA ¢ MpaBunamu
06paboTKM MepcoHaNbHbIX AaHHbIX, OCYLLECTBAEMON 6e3 MCMo/b30BaHUS CPeLCTB aBTOMaTu3aummn B
rMMHa3nKn, NPOUH(POPMUPOBAHbI O KaTeropuax obpabdarbiBaeMbIX NMepCoOHaNbHbIX AaHHbIX.

16. B uenax o6ecneyeHnss 6e30MacHOCTM  [aHHbIX CYObEKTOB  MEepCOHaNbHbIX  [aHHbIX,
OCYyLLeCTB/ISEMON 6e3 MCMOMb30BaHNA CPeACTB aBTOMAaTM3auuWM, B OTHOLUEHUW KaXAOW KaTeropuu
MePCOHANbHbIX [AaHHbIX ONPefenaiTcs MeCcTa XPaHeHUs MepCoHanbHbIX [aHHbIX (MaTepuanbHbIX
HocuTenen).

1.7. Mecta XpaHeHUs MaTepuasibHbIX HOCUTENEl NepCoOHa/IbHbIX [AaHHbIX OMNpPeaenstTcs B XOf4e
06CnefoBaHNA N U3Y4YeHU CUCTEMbl 0OpPABOTKM MNEepCOoHaNbHbIX [aHHbIX WCXO4A W3 aHanusa
MCNOMb3yeMbIX  TEXHONOrMYECKMX  MNPOLLECCOB  06paboTKM,  PacrofiOKEeHUs  MOMELLEHUA 1
YCTaHOB/IEHHOTO peXumMa WX O0XpaHbl, C Y4eTOM He0b6XOAMMOCTU [0060pYyAOBaHUA 3TUX MeCT
TEXHUYECKMU U PEXXUMHBIMU MepamMu.

1.8. [OKYyMeHTbl, cojepXaliuMe nepcoHaNbHble [aHHble, [O/DKHbI XPaHWUTbCA B  YC/OBUAX,
o6ecrneymBaroLLMX COXPaHHOCTb MEPCOHaIbHBLIX AaHHbIX W UCK/IOYAKLNX HECaHKLMOHMPOBaHHbIA K
HWUM [OCTYym.

1.9. Cnyxaline 1 COTPYAHUKN MMEET NpaBo B OTBELEHHOE eMy BPeMs peluaTtb MocTaBfeHHble 3ajaun
N0 He aBTOMAaTM3MPOBAHHON 06paboTKe MepPCcOHaNbHbIX [AaHHbIX TONbKO B COOTBETCTBUM C
MoSIHOMOYMAMM JOCTYNa 1 Lensimn 06paboTKu.

2. TMpaBuna 06paboTKM 1 XpPaHEeHUsI JOKYMEHTOB C NepCoHaNbHbIMK JaHHbIMU



a.i. MPU HeaBTOMaTM3MPOBAHHOW 00Pa00TKE MEPCOHaNbHbIX AaHHbIX cnyxawue. , — —
r’MMHasum 0693aHbl CO6NI0AATL CeaytoLme npasuna:

- He [JonyckaeTcs (ukcauuMs Ha OLHOM OYMa)KHOM HOCWTE/Ne MepCOHasbHbIX AaHHbIX, Lenu,
06paboTKM KOTOPbIX 3aBeJOMO HE COBMECTUMbI;

- Npy MOAFOTOBKE MTOrOBbIX, AHAIMTUYECKUX W APYTUX [LOKYMEHTOB MEPCOHa/IbHble [aHHble
[AO/MKHbI 060C06MATbCA OT MHOW WH(OPMaUMK, B YAcTHOCTWU, NYTEM (UKcaUMW MX Ha OTAENbHbIX
OYMaXHbIX HOCUTENAX (MPUTOXKEHMUSAX), B CMeLManbHbIX pas3jenax uam Ha nonsx gopm (61aHKoBY);

- [AOKYMEHTbI, COAepXKalline nepcoHasbHble AaHHble, rpynnupytoTcs (popmupyroTes) B fena B
3aBMCUMOCTU OT LieNI 06paboTKN NepCoHasbHbIX AaHHbIX;

2.2. Henb3d XpaHUTb B O4HOM MECTe MepCcOoHasibHble [aHHble, Lenn, 06paboTKM KOTOPbIX PasNYHbI.
dopMMpoBaHNe [efl OCYLLECTBNAETCA MO O4HOMY M3 LieNneBbiX NPU3HaKoB 06pabOTKM MepCOHasbHbIX
JaHHbIX. Hanpumep, nu4Hoe [eno COTPYLHUKA, [Aeno C rpamMkamy  OTMYCKOB, KOMaHLMPOBKY
COTPYAHWKOB, pacyeT 3apabOTHOM NnaTbl 1 T.N.

2.3. [ena, 3aKOHYeHHble MPOM3BOACTBOM /MO0 MO LOCTVKEHWUIO Leneid 06paboTKM MepcoHaNbHbIX
[aHHbIX 3aKpbIBAKOTCA (B COOTBETCTBMM C TpebOBaHWAMMW NpaBus 4e/I0ONPOM3BOACTBA) U MepeaatoTcs Ha
XpaHeHve B apxXmB r’MMHa3uun.

2.4. TIopsfoOK XpaHeHWs, [OCTyna K OKOHYEeHHbIM MPOU3BOACTBOM [enaM U UX YHUYTOXEHUN
onpeaenseTcs BHYTPEHHUMU HOPMATUBHBLIMW LOKYMEHTaMU TMMHa3NN.

2.5. Tlpn pa3paboTke W WCMONb30BAHUN HOBbIX TUMOBbLIX (POPM [OKYMEHTOB, HE0O6X0AMMbIX [N
peasM3aumMn  BO3/IOXKEHHbIX HA TMMHA3UK0 MOMHOMOYMIA, XapakTep WHGopMauum B KOTOPbIX
npegnonaraetT WM AOMYCKaeT BK/KOYEHWe B HUX MePCOHa/IbHbIX [aHHbIX (ganee - TMnosas ¢opma),
[O/MKHBI CO6M0AATLCA CNefyoLLne YCNoBUS:

a) Tunosas (opma WM CBA3aHHble C Heli AOKYMeHTbl (MHCTPYKUMA MO €ee 3arofiHEHWIO,
KapTOYKW, peecTpbl W XXYpHanbl) LO/MKHbI COAepXaTb CBeAeHUS O Lenn 06paboTKM NepcoHasbHbIX
JaHHbIX, OCYLLEeCTBNSEMO 6e3 UCMOMb30BaHWUsA CPeLCTB aBTOMAaTU3auuu, agpec rumHasum, Gamuanio,
MMSA, OTYECTBO W ajpec Cyb6beKkTa MepCcoHasbHbIX [AaHHbIX, YbW MEPCOHa/IbHblE [aHHble BHOCATCA B
yKasaHHYl0 TWUMOBYK (HOpMY, CPOKM 06pabOTKM MNEPCOHaNIbHbIX AaHHbIX, MepeyeHb [AeWCTBUIA C
NnepcoHa/lbHbIMK JaHHbIMUW, KOTOpble OyAyT COBepLUaTbCS B NpoLecce X 06paboTKu;

0) TMnoBas hopmMa Ao/HKHa NpefycMaTpuBaTh Nose, B KOTOPOM CYObeKT MepCoHaIbHbIX AaHHbIX
MOXeT [MOCTaBUTb OTMETKY O CBOEM corfacum Ha 006paboTKy MepCcoHasbHbIX — [aHHbIX,
ocyllecTBseMyt0 6e3 WCNOoNb30BaHWA CPeAcTB aBTOMaTM3auun, npu Heob6X0AMMOCTM NONYyYeHUs
cornacus Ha 06paboTKy NepcoHasibHbIX AaHHbIX;

B) TMNoBas (opma [O/KHA 6blTb COCTaB/feHa TakuM 06pa3oM, UTOObl KaXKAbli M3 CYyObEKTOB,
YbW MepcoHasibHble [aHHble COoAepXaTcs B TUMOBOM (opme, MNpPU O3HAKOMIEHWM CO CBOWUMMU
MepPCOHaNbHbIMWA [aHHbIMW, HE WUMesT BO3MOXHOCTM [0CTyNna K NepCOHasbHbIM [aHHbIM WHbIX AL,
COAEPXKaLLMMCS B yKa3aHHOM TUNOBOW (opme;

r) TMnosas (hopma [0/XKHA UCKYaTb 00beAVHEHME NOJeN, NpefHa3HaYeHHbIX 415 BHECEHUS
MepcoHasbHbIX AaHHbIX, Lenn 06paboTKM KOTOPbIX 3aBEAOMO He COBMECTUMBI.

2.6. Tlpy  NOCTYN/SEHUM  HOBbIX  HOPMATMBHbLIX U PacnopsaguTeNnbHbIX — LOKYMEHTOB,
npeLycMaTpuBalOLLMX NpeacTaBneHre NepcoHanbHbIX AaHHbIX, MHOpMaLmMs 0 Havane nx 06paboTku
BHocuTCA B [MepeyeHb NepcoHasbHbIX AaHHbIX, 06pabaTbiBaeMblX B TMMHa3WW C YyKasaHWem Lenu
06paboTkM, cofepaHus obpabaTbiBaeMblX MEPCOHa/IbHbIX — [aHHbIX  KaTeropum Cyb6beKToB,
MepcoHasibHble [aHHble KOTOpbIX 06pabaTbiBalOTCA, CPOKOB UX 00pabOTKM M XpaHeHus, nopsake
YHUUYTOXEHWS, NMLLOM, OTBETCTBEHHbIM 3a OpraHu3auuMto 06paboTKM NepCcoHaNbHbIX [aHHbIX B
rMMHasnK, a TakKxxe B HOMEHKNATYpPY AeNl TMMHas3uu.

2.7. YHWUYTOXEHME WM 06e31MumBaHMe 4acTu MNepCOoHaNbHbIX AaHHbIX, ec/M 3TO A0MycKaeTcs
MaTepuasnbHbIM  HOCUTENIEM, MOXET MPOU3BOAMTLCA CMNOCOBOM, MWCK/IOYAKLWMM  Aa/lbHEALLYIO
06paboTKy 3TUX NEepCOHa/IbHbIX AaHHbIX C COXPaHEHWEM BO3MOXHOCTM 00pabOTKM WHbIX [AaHHbIX,
3a(pMKCUPOBaHHbIX Ha MaTepuanbHOM HocuTene (yaaneHue, BbiIMapblBaHUe).

2.8. YTOYHEHMe MNepcOHa/IbHbIX [aHHbIX MNPU OCYLLECTBNEHUN KX 06paboTKM 6e3 UCMoNb30BaHMUS
CpeACcTB aBTOMAaTU3aLMm Npou3BOANTCA NyTeM OOHOB/IEHUS UM U3MEHEHWNA [aHHbIX HA MaTepuaibHOM
HoCcWUTeNe, a eCNn 3TO He [OMYCKaeTCHd TEXHWYECKMMMU OCOBEHHOCTAMW MaTepuasibHOro Hocutens, -
nyTem (hMKCaLMn Ha TOM XXe MaTepuasibHOM HOCUTese CBefEeHUI O BHOCUMBIX B HUX U3MEHEHUAX N1Mbo
nyTemM U3roToB/IEHUS HOBOIO MaTepuasbHOro0 HOCUTENSA C YTOYHEHHbIMU MePCOHaNbHbIMU LaHHbIMM.
2.9. Mpu XpaHeHMN MaTepuasibHbIX HOCUTENEN CO34alTCa YCoBUS, 06ecneymBaloLLe COXPaHHOCTb



NepCcoHaNbHbIX AaHHbIX U UCK/HOYaKOLLNE HECAHKLMOHMPOBAHHbIA K HUM AOCTY.

3. [OeicTBUA cnyxalmx n COTPYAHUKOB FTMMHa3NM NPy NOCTYNAEHUN JOKYMEHTOB,
cofiepXKaLlmx NepcoHanbHble JaHHble

3.1. Mpu noctynneHun [OKYMEHTOB — obpalleHUidA M 3asaBfeHUA rpaxspaH, o6palleHnin opraHoB
NCMOSTHUTENbHOW BNacTU M Ap., COAepXawmx obpalleHus rpaxgaH ¢ UX NepcoHasbHbIMW AaHHbIMU
(nepeHanpaBneHHble):

- CneunannucToM Mo Kagpam FMMHasUM Ha [AOKYMEHTe MNPOCTaB/sAeTCA Mneyarb, O3HAYaroLLas
0653aHHOCTb COTPYAHUKOB U CAyXalux obecneynBatb HepasrnalleHue MepcoHasbHbIX AaHHbIX Mpu
paboTe ¢ JOKYMEHTOM;

- yKaszaHHble [OKYMEHTbl Ha pacCMOTpeHWe [AUPEKTOPY (OPMUPYIOTCA B  OTAENbHYIO
MOAMWUCAHHYI0, HEMpo3payHyk nanky, W MepesaroTcsa MM HEMOCPeLCTBEHHO WM 4epe3 CceKpeTaps
AVPEKTOpa Ha pocnucb ANa AOCTVKEHMS MUHUMU3ALMM BO3MOXHOCTM CAYyYailHOro 03HaKOM/IEHUSA C
yKa3aHHbIMW JOKYMEHTaMW ApYyrux cneunanncTos U COTPYAHUKOB.

- nocne MNOAMWUCK [MPEKTOpa YKasaHHble [OKYMEHTbl B 3TOW >Xe nanke nepejaroTca B
KaHLeNspuio Ansa fanbHemwmnx AeicTBuii (Nepegayun cneymanuctaMm AN UCNONHEHUSA, perncTpauun B
OTAenle opraHm3aumm n obecrneyeHns aeaTesibHOCTH).

3.2. Cneymanuct rmMHasnmn, HasHaYeHHbI UCNONHNUTENEM LOKYMEHTa, 0053aH:

- fO Hayana paboTbl C [OKYMEHTOM XpaHWTb ero B OTAeNbHOW Manke B HeJOCTYMHOM [/
NOCTOPOHHUX MecTe (CTone);

- B npouecce paboTbl C [OKYMEHTOM He [JOMycKaTb BO3MOXHOCTW C/ly4yalHOro wnu
npegHamMepeHHOro 03HaKOMJIEHUA C HUM MOCTOPOHHMX NUL, APYTUX COTPYAHWKOB U CNeunanncToB, He
YNO/THOMOYEHHbIX Ha PaboTy C JaHHOIN KaTeropuen 4OKYMEHTOB;

- He OCTaBNATb JOKYMEHT 6e3 NpucMoTpa;

- NOArOTOBKY OTBeTa HA [OKYMEHT OCYLIeCTBNATb HENOCPEACTBEHHO Ha 3alMLLEHHOM
KOMMboTepe (BHe CeTEBbIX Nanok) v UCNonb30BaTh Qewl-HOCUTENb;

- nepefayy OTBeTa Ha [OKYMEHT AN MNOANUCUA LUPEKTOPOM OCYLLECTBAATL TOJSIbKO 4epes
crneyunanbHyo nanky B NPUEMHON;

- nocne NOAMNUCK OTBeTa Ha JOKYMEHT M Mepefayn BCEro KOMMJEKTa B OTAe/ opraHu3auumn u
obecneyeHus feaTeNlbHOCTU TMMHA3UW;

- B C/lyyae ec/nv OTBET Ha JOKYMEHT OTNpaBiseTcs 3N1eKTPOHHOW MOYTON, (haiin oTBeTa B YacTu
NnepcoHasibHbIX AaHHbIX 06e31nM4MBaeTCcs, NOcAe OTMPaBKM W MOCTYNIEHUN MHGOopMauMu, 4YTO OH
NPUHAT (Nony4yeH), (ainn oTBeTa U3 3/MEKTPOHHOM NOYTbI YAaNseTcs cneymanncTom, 0TBETCTBEHHbIM 3a
OTNPaBKY 3/IEKTPOHHON NOYThI.

3.3. XpaHeHune JOKYMEHTOB, COAepXKalMX NepcoHanbHble faHHble (MaTepuanbHbIX HOCUTENe) A0MKHO
obecrneunBaTbCsl B YCN0BUAX, 06eCrneynBaroLLX COXPaHHOCTb NepCOHaNbHbIX AaHHbIX Y UCKNKYatoLwme
HeCaHKLMOHMPOBaHHbIN JOCTYN K HAM (LWKa®, AWMK CTONA).

3.4. Mpun paboTe C AOKYMeHTamMW, coepXXalwumu creumasnbHble KaTeropum nepcoHasibHbIX AaHHbIX,
YCTaHaB/NBAKOTCA YCWU/IEHHbIE YCNI0BUA UX XPaHEHUS:

- 10 Hayana paboTbl XpaHUTb AOKYMEHT B OTAENbHONM Nanke B HeAOCTYMHOM A5 MOCTOPOHHUX
MecTe (3aKpblBatoLLLEMCS L MKe CTONa);

- peno (gena) ¢ Takoi kaTeropueli AOKYMEHTOB B TFMMHasUM XPaHATCS B 3aKpblBatOLLMXCS
CeKLMAX LWKahoB, a B OTAE/bHbIX Cly4yasx - ceilpe. B ocTaslbHOM AeiCTBUSA CeLnanncToB aHaorMyHbl
N310>XKEHHbIM B .3.2.

3.5. Mpn paboTe ¢ AOKYMEHTaMW, COAepXKalMMK MepcoHasibHble AaHHble, NPeaoCTaB/eHNEe KOTOPbIX
npesycmoTpeHo defepasbHbIMU 3aKOHaMU (YBEAOMIEHUS, 3aABNEHNSA, 3aK/TIOUEHWNSA, PacnopsXeHus,
MPOTOKO/bI, MOCTAHOB/IEHUA W T.M.), B npouecce paboTbl C LOKYMEHTOM He [O/DKHA [ONYyCKaTbCs
BO3MOXHOCTb C/ly4yaliHOr0 WAWM NpeAHaMepPeHHOro 03HAKOMAEHWS C HUM MOCTOPOHHWUX NnL, APYTuX
COTPYAHVKOB M CMeunanncToB, He YMNOMHOMOYEHHbIX Ha paboTy C JaHHOW KaTeropuei LOKYMEHTOB;

XpaHeHNe [aHHbIX AOKYMEHTOB [O/IXHO OCYLLECTBAATLCS B CTPOrOM COOTBETCTBUM C TPebOBaHUAMMU
[E€N0MNpPON3BOACTBA.

3.6. [Ona 3awuTbl MepCOHaNbHbIX fAaHHbIX OT HECAHKUWMOHWPOBAHHOIO [AOCTyna B TMMHa3uu
obecreunBatoTCA Mepbl M0 COGMOLEHWNIO:



- NopafKa NpuMema, yyeta u KOHTPONS AeATe/IbHOCTU NoceTuTenei;

- NPONYCKHOI0 pexuma opraHn3auunm;

- NOpALKa OXpaHbl TEPPUTOPUM, 34aHNIA, MOMELLEHWI, TPAHCMOPTHBIX CPEACTB;

- TpeboBaHWiA K 3awmTe NHHOPMaLUM NP MHTEPBLIOMPOBAHNY 1 COBECEe[0BaHUAX.

4, OTBETCTBEHHOCTb
Cny<auive n COTPYAHUKN TMMHa3MM  HECYT OTBETCTBEHHOCTb 3a HapylleHWe TPe6GoBaHUIA HACTOSALLMX

MpaBun, a TaKXe NpefHaMePeHHOe WX HET pasrfalleHne MepcoHanbHbIX AaHHbIX B COOTBETCTBUM C
3aKoHOaTeNbCTBOM Poccuiickoii deaepaumu.



