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MHCTPYKUUR o
NonbL30BaTeNns aBTOMaTM3MPOBaHHON CUCTEMbI OBRABOTE
MHdOpMaLUK U NepCOHANbHbIX AaHHbIX
B FBOOY perckuit can Ne 269

OHMAaeHUManLHoMn

1. O6wme nonoxeHusn
1.1. Hacroswas WHCcTpykuuss  paspabotaHa ans  obecneyeHus 3aWmThl
KOHDMaeHUManbHOW UHdopMauuMyM, B TOM 4YuCne MepCcoHanbHbIX [AaHHbIX, B
aBTOMaTU3UPOBaHHbIX cucTtemax, ucnonosyemoix B Fl6A0OY aetckun cag Ne 269.
KoHdumaeHumanbHas nHdopMauus — nHopmMaumusi ¢ orpaHUYeHHbIM AOCTYMNOM, He
coaepXallasi CBEAEHWI, COCTaBnAWMUX FOCYAapCTBEHHYIO TalrHy, AOCTYN K KOTOPOW
OrpaHMYMBaETCs B COOTBETCTBUM C 3aKkoHoAaTenbcTBoM Poccuickon ®eagepaumn.
MNMepcoHanbHble AaHHble — nwbas MHpOpPMauUUs, OTHOCSALLASACA K MPSIMO UMK
KOCBEHHO OMNpPeAeneHHoMy unu onpeaensieMomy usuueckomy nudy (cybbekTy
NepCcoHarnbHbIX AaHHbIX).
1.2. Haubonee BepOATHBIMU KaHaNamu yTeukn niopmMauum Ans asToMaTu3MpoBaHHbIX
cuctem (ganee — AC) sBnsoTcs:
- HECaHKUMOHUPOBaHHbIM ~ AOCTYN K  WHopmauun, obpabaTtbiBaemon B
aBTOMaTU3NPOBaHHOW CUCTEME;
- XULLEHNE TEeXHUYECKMX CPEeACTB, C XPaHAWEWCs B HUX MHPOpMauven, unu
OTAENbHbIX HOCUTENEen NHhopmauumu,
- MPOCMOTP MH(OpMaUMU C 3KPaHOB AUCTSIEEB MOHUTOPOB U APYrUX CPEeACTB ee
oTOBpaXXeHMs1 C NOMOLLIbIO ONTUYECKUX YCTPOUCTB;
- BO3[ENCTBUE Ha TEXHUYECKME WM NPOrpaMMHble CpeAacTBa B LENsX HapyLlleHus
LUEenoCTHOCTU  (YHUYTOXEHUs,,  UCKaxeHus))  uHdopmauun,  pabotocnocobHoCTU
TEXHUYECKMX CPEACTB, CPEACTB 3almThl MHbOpMaLUuUnN, afpecHOCTU U CBOEBPEMEHHOCTU
obMeHa, B TOM YnCNe 3NEKTPOMAarHUTHOro, Yepes cneuvanbHO BHeAPEHHbIE 3NEKTPOHHbIEe
1 NporpammHble CpeacTea («3aknagkuy»).
1.3. PaboTa ¢ KoHhMAEHUMaNbHON NH(pbopMaUVen, NepCoHanbHbIMU AaHHBIMK, a TaKKe
CO cnyeOHbIMU JOKYMEHTAMU OrpaHUYEHHOro pacnpocTpaHeHus (panee — uHcopmauums
OrpaHUYEHHOro PacnpoCTpaHeHUs), CTPOUTCA Ha Crieayrowmnx npuHumunax:
- NPUHUUN NEPCOHANbHOW OTBETCTBEHHOCTU — B NOOOA MOMEHT BPEMEHU 3a KaXka bl
AOKYMEHT (He 3aBUCUMO OT Tuna Hocutens: OyMaHbIA, SNEKTPOHHbIN) AOMKEH
oTBEYaTb WU  pacnopsXaTbCA  KOHKPETHbI  COTPYAHUK, Bblgaya  [OKYMEHTOB
OCYLLIECTBNAETCS NOAPOCNUC;
- MPUHLMN KOHTPONS U yyeTa — BCe onepauun ¢ AOKYMEHTaMU [OMKHbI OTpaXaTbcsa
B COOTBETCTBYIOLUMX XXypHanax W kaprouvkax (nepepadya mM3 pyk B PyKwu, CHATUE KOnuwn
nT.n).

2. O6sa3aHHocTU paboTHukos MBAOY aetckuit cag Ne 269, umelowmMx AOCTyn K

KOH(puaeHumansHonuHpopmaumm
2.1. PaboTHuku, nonyuvsBluME AOCTYN K KOHpMAeHUuanbHOW uHcopmaumm, o6s3aHbl
XpaHUTb B TalHe faHHble CBEAEHMWS, CTaBLUME UM M3BECTHbIMU BO Bpems paboTbl unu
WHBIM nyTem W npecekatb AEWCTBUS APYrUX N, KOTOpble MOryT MNPUBECTU K
pasrnaweHuio Takon uHdopmauum. O Takux akTax, a Takke O APYrMX NpUHYMHaxX unu
YCNoBusiIX BO3MOXHOM YTeUKN MHpopMaLmMm HeMeaneHHO UHGOPMUMPOBaTL PYKOBOAUTENS
cTpykTypHoro nogpasaenenus BAOY petrckun cap Ne 269, cneuwanucra no sawure
nHopmaymu.




KoHduaeHunanbHana uHdopMauus He MNOANEXUT pasrnawenuto. MpekpalyeHue
AOCTYNaK Takon MHpOpMauum He ocBobOXAAaeT COTpyaHUKa (paboTHWKA) OT B3STLIX UM
06a3aTENbCTBNO HEpa3rnaleHuio CBEAEHWUIA OrpaHNYEHHOro PacnpoCTPaHeHus.

B cnyyae ocrasBneHus 3aHMMaemon AOMKHOCTM COTPYAHWK (paboTHuK) obs3saH
BEPHYTb BCE AOKYMEHTbl U MaTepuansbl, OTHocAwmecs K geatensHocty NBA0Y aerckun
cap Ne 269. B TOM umcne oOTyeTbl, WHCTPYKUWUW, NEPEnucKy, CMUCKA COTPYAHWKOB
(paboTHWMKOB), KOMMNbIOTEPHbIE MPOrpaMMbl, @ Takke BCe MpoYne MaTtepuansl U Konuu
HasBaHHbIX Marepuanos, WMeKWUX Kakoe-nmbo OTHOWEHWEe K AeATenbHOCTU
aAMUHUCTPaLMK, NONyYeHHbIE B TEYEHNe cpoka paboTol.

2.2.  CotpyaHuku (paboTHuku) npu pabote C KOHMAEeHUManbHOW WHGopMaumen
0ba3aHbl:

- cTporo cobnioaaTb YCTaHOBMNEHHble npaBuna obecneveHnss 6Ge3onacHOCTU
uHdopmaLum npy paboTe ¢ NPorpaMMHbLIMU 1 TEXHUYECKUMK cpegcTBamu AC;

- BbINONHATL TpebosaHus cneumanucrTa no 3awure uHGopMauuu, Kacarolmecs
obecneyeHus nHpopMaLmoHHo 6e30nacHoOCTy;

- 3HAaTb W CTPOro BLINOMNHATL MpasBuna paboTel CO CpeacTBamMu  3aWuUTbl
uHopMauum (CpeacTBaMu pasrpaHUYeHUa J0CTyna), MCNoNb3yeMbEIMU Ha NEPCOHANbHBIX
KOMnbloTepax; :

- XpaHWUTb B TallHe CBOW ayTeHTuduMKaTop (Naponb AOCTyna B aBTOMaTU3UPOBaHHY
cucTeMy), a Takke MHPOPMaUUIo O CUCTEME 3aLLUTbI, YCTAHOBNEHHON Ha AC;

- nucnonb3osaTbh AN paboTbl, TONLKO YYTEHHbIE CbEMHbIE HakonuUTenu nHdopMaLum
(rnbkve MarHUTHbIE AUCKKW, KapTbl MAMATA, KOMNAKT AUCKU U T.4.);

- KOHTponuposaTb OBHOBMEHWe aHTUBUPYCHbIX a3 u B cnyyae HeobxoaumocTu
coobwate O HeobxoaMMOCTM OOHOBNEHUs B CnyxOy TEXHUYECKOW MOAAEPXKKN WU
cneyuanucty no 3awmre uHpOopMauuy, OTBETCTBEHHOMY 32 aHTUMBUPYCHYK 3alyuTy
aBTOMaTU3NPOBAHHOW CUCTEMDI;

- HEMEANEHHO CTaBuUTb B N3BECTHOCTbL 3asegytowero MBA0Y aetckun cag Ne 269;

- B Cnyyae yTepu HOCUTENA C KOoHuAeHUManbHONW WHdopMaumen unu npu
NoA03PEHUN KOMNPOMETALMM NINYHBIX KIMKOYEN 1 Nnaponeu;

- HapyLUeHU LIenoCTHOCTM NoMb (Hakneek € 3awuTHOW U MAEHTUUKALMOHHON
uHpOpMaLMen, HapyLUeHUUM UNU HEeCOOTBETCTBMW HOMEPOB neyaTen) Ha annapaTHbIX
cpeactBax [M3OBM uvnu uHbIX (akToB COBEpPLUEHUA B €ro OTCYTCTBUE NOMbITOK
HEeCaHKUMOHMPOBaHHOro goctyna (aanee - HC/) k sawmweHHon AC;

- HECaHKUMOHMPOBAHHbLIX  (NPOU3BEAEHHbIX C  HapyWeHUWEeM  YCTaHOBMEHHOro
nopsAKa) UBMEHEHU B KOHUrypauvum nporpaMMHbIX N annapatHbix cpeacts AC.

B cnyyae OTKNOHeHWA B HOpManbHOW paboTe CUCTEMHbLIX U NPUKNaAHbIX
NPOrpamMMHbIX CPEACTB, 3aTPYAHAIOWMX 3KCnnyatauuio pabouyen craHuuu, Bbixoaa w3
CTPOA WUNWN HEeyCcToM4MBOro yHKUMOHUpoBaHUA y3nos [OBM unu nepudepuiiHbix
YyCTPOMCTB (AMCKOBOAOB, nNpuHTEpa W T.N.), a Takke nepeboeB B cucreme
anekTpocHabxeHus, HEKOPPEKTHOrO  (bYHKLMOHUPOBaAHMUSA YCTaHOBMNEHHbIX B
aBTOMaTU3NPOBaAHHON CUCTEME TEXHWYECKMX CPEACTB 3alyuTbl CTaBUTb B M3BECTHOCTb
OTBETCTBEHHOrOo 3a TexHudeckoe obcnyxvsBaHue U (MnM) OTBETCTBEHHOro 3a
obcnyxuBaHue nporpammHoro obecneyeHus.

2.3. CtaBuTb B U3BECTHOCTb COTPYAHUKOB (paboTHukos) MBAOY petckuin cag Ne 269
npwu:

- Heob6x0AUMOCTY OGHOBNEHMSA aHTUBUPYCHbLIX 6ag;

- obHoBREeHUN NnporpaMmMHoro obecneyeHus;

- NPOBEAEHUN pernamMeHTHbIX paboT, MoaepHM3auum annapaTtHbiX CPeacTB Unu
u3MeHeHun koHdurypaumm AC;

- HEOOXOANMOCTM BCKPbLITUA CUCTEMHbIX OnOKOB MNEPCOHaNbHbLIX KOMMbIOTEPOB
BXoaALmx B coctas AC;

- pe3epBHOM KONUPOBaHUN MHPOPMaLM.

2.4, Y6opka nOMEelWEHUA AOMKHA NPOU3BOAUTLCA NOA4 KOHTPONMEM COTPYAHMKA,
UMeroLero 40CTyn B NOMELLEHUE U NOCTORHHO B HEM paboTatoLlero.



BoiHoc [M3BM, Ha kotopor nposogunace obpaboTka KOHUAEHUMANLHON
UHdopMaLmK, 3a Npeaenbl TEPPUTOPUM 3AaHUA C LEeNbI0 UX PEMOHTA, 3aMeHbl U T. Nn. 6e3
cornacosanus ¢ gupektopom FBAOY petckun cap Ne 269 3anpelueH. Mpu npuHATUM
PELLEHUS O BbLIHOCE KOMMbIOTEPOB, XECTKMEe MarHUTHble AUCKA JOMKHbl  ObiTb
AEMOHTUPOBAaHbI M CAAHbI HA XpaHEeHUEe OTBETCTBEHHOMY 3a ydeT CnyXeBHbIX JOKYMEHTOB
OrpaHUHMEHHOro pPacnpoCTPaHeHUss CTPYKTYPHOro noppasgeneHus. B cnyyaee pencrsua
rapaHTUHbIX 00R3aTEeNnbCTB (OUPMbBI-NOCTaBLUMKA BCKPbITUE KOpnyca W AeMOHTaX
HocuTenen AoKHL! ObITb NpeaBapUTEenbHO CornacosaHsbl.

MN3BM, ucnonbayemble gns paboTbl ¢ KOHDUABHUMANBHON MHOPMAaUMen, AOMKHbI
ObiTb pasmelyeHbl Takum obpasoMm, 4ToObl UcknoYanacb BO3MOXHOCTb BU3yanbHOro
NPOCMOTPa J3KpaHa BUAEOMOHUTOPA, HEe uWMernLlWUMMM OTHOLIEHUA K KOHKPeTHO
obpabaTbiBaeMon nHopmaum CoTpyaHUKaMMU.

2.5. 3anpewaetcs:

- nepepasaTb, kOMy 6bl TO HM 6biNO (B TOM 4Yucne POACTBEHHWKaM) YCTHO unn
NMUCbMEHHO KOHUAEHLUMANbHYK MHOPMaUMIO;

- Ucnonb3oBaTh KOHUAEHUManbHY0 UHGOPMaUMlo Npu MNOArOTOBKE OTKPbITbIX
ny6nvkauun, [OKNaaoB, HayYHbIX paboT u T.4.;

- BbIMONHATL pPaboTbl C AOKYMEHTaMKu, COAEPXalUMU KOHUAEHUManbHYo
MHOpMaLMIO Ha AOMY, BbIHOCUTb MX M3 CRyXebOHbIX NMOMELUEHVA, CHUMATb KOMuUu unu
NPOVU3BOAUTL BbINUCKU N3 TaKUX AOKYMEHTOB 6e3 paspelueHnss pyKoBOAUTENS;

- HakannueaTb HEHYXHY Ans paboTbl KOHMUAEHUMAnbHYO WHMOpMaUuo, npu
paboTe C nepcoHanbHbIMKU AaHHLIMW, COBNAATL CPOKU €€ XPaHEHUS;

- nepejaeate wnM  npuHuMaTtb ©e3  pacnuckMm  AOKYMEHTbl, cojepxalue
KOHbMAEHUManbHY MHOPMaLMIO U NEPCOHANbHbLIE AaHHbIE;

- OCTaBnATb Ha paboumx CTonax, B CTONMax M He3aKpbiTbiX cendax AOKYMEHTHI,
coaepxawme  KOHuaeHUManbHyo UHopMaLnIo, a TaKke OCTaBnNATb
HesanepTbiMM U He  oneyYaTaHHbIMK nocrne  OKOHYaHWUs paboTbl cendbl,
NOMELEeHNs U XPaHUNULAC AOKYMEHTaMu;

- MCMosnb30BaTb KOMMOHEHTbl MPOrpaMMHOro M annapatHoro obecneveHus AC
noapasAeneHnsa B HecnyebHbIX Lensx;

- CaMOBOSIbHO BHOCUTb Kakue-nmbo WU3MEHEeHWs B KOHUrypauuilo annapaTHo-
NPOrpamMMHbIX CPEACTB pabouMx CTaHUuA UnuM yCTaHaBnuBaTb AONONHUTENbHO Nobble
NporpamMmHbie 1 annapaTHble CPEACTBa,;

. ocywecTenaTe 06paboTky KOHMAEHUManbLHOM WHGOPMauuM B NPUCYTCTBUM
NOCTOPOHHMX (He AONYLLUEHHbIX K AAaHHOW MHOPMaumK) nuu;

- 3anuMcbiBaTb M XpPaHUTb KOHUAEHUManbHYl WHMOPMaUUD Ha HeYuTEeHHbIX
HocuTensax nHdopmaumm (kaptax namsaTi U T.n.);

- OCTaBnNATb BKNIOYEHHOW 6e3 npucmoTpa cBoK pabouyto ctaHuuio (M3BM), He
aktuBuanpoBaB cpeactea 3awmtel oT HC[ (BpemeHHyio OnokupoBKy 3KpaHa W
KnasuaTypbl);

- YMbILWSIEHHO WCMNONb30BaTb HEAOKYMEHTMPOBAaHHbIE CBOWCTBA WM OWWOKM B
nporpaMmMHOM OBecneYyeHun unu B HaCTPOMKax CPEeACTB 3alliuTbl, KOTOpble MOryT
NPUBECTU K BOSHUKHOBEHMUIO KpM3UCHON cuTyauumn. O6 obHapy»xeHun Takoro poga owmbok
- CTaBUTb B N3BECTHOCTb cneunanuctos NBA0Y aetckmn cap Ne 269.

3. OTBEeTCTBEHHOCTb
3.1. CoTpyaHuk (paboTHWK) HeceT OTBETCTBEHHOCTb 3a cobnaeHue TpebosaHuin
HaCTOSALLEN UHCTPYKLMMK, a TaloKe APYrX AOKYMEHTOB B 06n1acTy 3amuTbl MHopMauuu.
3.2. 3a pasrnalweHue KOHMUAEHUMANbHOW WHGMOPMaLUM, NepcoHanbHbIX AaHHbIX, a
TaKke cnyxebHOW TaiHbl, HapyLweHne nopsaka paboTbl C AOKYMEHTAMMU UM MaLUMHHBIMM
HOCUTENSAMU, COAEPXaLUUMU TaKyto UHOPMaLMIO, COTPYAHUKN MOTYT ObiTb NpUBMEYeHb! K
AUCLIMNAMHAPHON WNW WHOW, NpeAyCMOTPEHHON [EeNCTBYIOWMM 3aKOHOAATENbCTBOM

OTBETCTBEHHOCTW.
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