MYHHIHITA/IbHOE KA3EHHOE /]OLLIKO/IbHOE OBPA3OBATE/IbHOE
YYPEKTEHHE JETCKHH CAl «<TEPEMOK»

COI''TACOBAHO:

[Ipencenarens neraroruyeckoro CoBera

Qé. QZ@ gé«- AxaeBa D.A.

IH1OJIO/KEHHE

0 3auiume NepCoHAIbHbIX OAHHbIX
padomHuKoe
MK/TOY oemckuit cao «Tepemok»

Ipunsro

Ilenaroru4yeckuii CoBeT

MKJIOVY n./c «Tepemox"

[Tporokon Ne 7/ ot 3. 9f. 2022r.

¢. TorypOuiikasa



1. OBIIUE ITOJIOXXEHMA

1.1. Hacrosimiee [losioskeHre o 3amuTe nepcoHalbHbIX JaHHbIX paboTHIKOB MKJIOY nerckwmii
can «Tepemok» (nanee no tekcry — «Ilomoxkenue») pazpaboTaHo B COOTBETCTBHH C
Koncturymnueit PO, ®enepansubiv 3akoHoM 0T 27.07.2006 1. Ne 152-D3 «O nepcoHanbHBIX
naHHbIX», TpynoBbM KojiekcoM Poccuiickoit denepanuu, yctasom JOVY.

1.2. Mo «mmepcoHaTbHBIMH TAaHHBIMID paOOTHHKA TOHUMAETCS HHPOpPMaLUs, He0OX0oauMast
JIOY B cBsi3u ¢ TPyJOBBIMHM OTHOIIEHUSIMU U KacaroUIasicsi KOHKPETHOTO pabOTHHKA, B TOM
qHCIIe ero:

haMuus, uMsi, OTIECTBO

r'0JI, MECSII, JaTa ¥ MECTO POXKJICHUS

azapec

ceMeifHoe, collMaibHOE, UMYILIECTBEHHOE MOJI0XKEHHE
obOpazoBaHme

npodeccus

JIOXO/JIbI

npyras tHGOpMaIs.

1.3. ITox «paboTHUKOM» B [10/105)KEHNY TOHUMAETCS JTUII0, COCTOSIIEE B TPYIOBBIX OTHOIICHHSIX
c 10V.

1.4. Tlox «10MKHOCTHRIMU JTHIIaMU» B 110J105KeHNM MOHUMAIOTCS paOOTHUKH, COCTOSIIINE B
TpynoBbIX oTHoweHUAX ¢ IOY u umerolue npaBo Ha mojiyueHue, 00paboTKy, nepeaayy B
nporecce padoThl MEPCOHATBHBIX TAHHBIX (PYKOBOJISIINI COCTaB: JAUPEKTOP U €T
3aMEeCTUTENH, PYKOBOJAUTEIN CTPYKTYPHBIX MOAPA3AEICHUI U X 3aMECTUTENHN; paOOTHUKU
oTnena Kajapos, Oyxranrepun). O0s3aHHOCTh TOJDKHOCTHBIX JHIl cobmoaats [lonoxenue
JOJIKHA OBITH 3aKpeIjieHa B TPYJOBBIX IOTOBOPAX, 3aKII0UYAEMbIX C YKa3aHHBIMU JIMIIAMHU.

1.5. ITox «rperbrmu Jintiamu» B [1o10)KeHUN MOHUMAIOTCS Jt00ObIe Jinia (pabOTHUKH,
IOPUAMYECKHUE JIUIIA, JOJLKHOCTHBIE JIMIA TOCYJapCTBEHHBIX OPraHOB U OPraHOB MECTHOTO
caMoyTpaBlieHUs, IPAaBOOXPAHUTEIBHBIX OPTAHOB), HE SBJISIOIINECS CTOPOHOU
WHJMBHUIyaJIbHOTO TPYIOBOTO JIOTOBOPA, 3aKitoueHHOoro ¢ JIOY B nuile ee pyKOBOAUTENS WU
WHBIX YITOJTHOMOYEHHBIX JIUII.

1.6. [TosoxkeHne ycTaHABIUBACT MOPAIOK 00paOOTKU NEPCOHANBHBIX JaHHBIX PAOOTHUKOB, UX
IpaBa U 00s13aHHOCTU B 0OJIACTH 3aLIUTHI IEPCOHABHBIX JAHHBIX, MOPSJIOK MepeJadn
nepcoHanbHbIX JaHHbIX B JIOY U 3a ee mpenensl, OTBETCTBEHHOCTD JOJDKHOCTHBIX JIUIL 3
HapyuieHue HopM [lonoxxenus.

1.7. Tlpu mpuemMe Ha paboTy (0 3aKIHOUEHHUS TPYAOBOTO JOTOBOPA) paOOTHUK JIOJKEH OBITH
o3HakomiteH ¢ [lonoxxenuem moj pocruch B Jlucte o3nakomienus (cm. [IpaBuna BHyTpeHHETO
TPYIOBOTO pacnopsjika, neicreytoniue B JJOY).



2. COCTAB ITEPCOHAJIbHBIX TAHHBIX

2.1. K mepcoHansHOM JOKYMEHTAIMH (COAeprKaIleii MepCOHATbHBIC JAHHBIE) OTHOCATCS
JOKYMEHTBI, KOTOPBIE COACPkKAT UHIUBUyaJbHbIE JAHHBIE O KOHKPETHOM paOOTHUKE U
HCIIOJIB3YIOTCS TOJDKHOCTHBIMHE JIMIIAMH TPY UCTIOJIHEHUH CBOMX JOJKHOCTHBIX 00S3aHHOCTEH.

K vuM otHOCATCA:

1) IOKyMEHTHI, IpebABIsEMbIE IPU TPYAOYCTPOICTBE HA pabOTy B COOTBETCTBUU CO CT. 65
Tpynosoro konekca P®d:

IacropT WIA HHON JOKYMEHT, YIOCTOBEPSIOIINNA JTMYHOCTB;

TpyAOBasi KHUKKA,

CTPAaXOBOE CBUJIETENBCTBO I'OCYIaPCTBEHHOIO IEHCHOHHOTO CTPaXOBAHMS,
JOKYMEHTBI BOUHCKOT'O y4eTa — /il BOEHHOOOS3aHHBIX U JIMII, TIOJUIeKAIINX IPU3BIBY;

JTOKYMEHT 00 oOpa3oBaHuH, KBAIM(UKALIMK WIH HATMYUU CHEIHATbHBIX 3HAaHUHN — NPU
MOCTYIUIEHHUHU Ha paboTy, TpeOYyIOIIYIO CHIEIUAIbHBIX 3HAHUN WM CIIEUAIIbHOMN MOJTOTOBKH),

HaTpaBJICHUE CITYKObI 3aHATOCTH

2) XapaKTepUCTUKH

3) pekoMeHIaTeIbHbIE MChMa

4) cpaBKH, TIOJTBEPIKIAFOIINE TIEPHOIBI paOOTHI Y paboToIaTesnel u pasMep 3apab0THOM IIaThl
5) HarpaJHbIe TOKYMEHTBI

6) TUCTKH HETPYIOCITOCOOHOCTH

7) MEIUIIUHCKHE CIIPABKU

8) opraHu3aMOHHO-PACTIOPSIIUTEILHBIC IOKYMEHTHI (ITPUKa3bl, PACTIOPSKEHHUS ), JIOKAIbHBIC
HOPMAaTHUBHBIE aKTbl, IEPEYHU, CIUCKU U UHbIE BHYTPEHHUE JOKYMEHTHl Opranuzaiuy,

coJiep KaIue MePCOHAIbHbBIE TAaHHBIE pAOOTHUKOB ((haMUIIHIO, UMsI, OTYECTBO)

9) IOKyMEHTBI, TOATBEPKIAIONINE MPeAnoIaraeMbie U (PaKTUIECKH MOTYIeHHbIE paOOTHUKOM
JICHEeXKHbIE cpeicTBa (MTPUKA3bI [0 JINYHOMY COCTaBy O MpHeMe Ha paboTy, 0 mepeBoie Ha
paboTy, 0 MOOILIPEHUH, PACUETHBIE JINCTKU)

10) HHBIC JOKYMCHTBI, COACPKANIUC TICPCOHAIILHBIC CBEACHUS O pa6OTHI/IKaX.

11) cripaBka 0 HECYTUMOCTH.



3. OBA3AHHOCTU JOJDKHOCTHBIX JIML]

3.1. ITpu 0OpaboTKe MepCOHANBHBIX JaHHBIX Pa0OTHUKA (TIOJy4YeHUH, XPAHEHUH,
KOMOMHHUPOBAHHH, TIepeiaue WK JII000M JPYroM UCIOJIb30BaHUE TEPCOHATBHBIX JAHHBIX
paboTHHKA), TOHDKHOCTHBIE JIMIA, KOTOPBIE MIMEIOT K HUM JIOCTYI U UCHIOJIB3YIOT IPU
UCTIOJIHEHNH JIOJDKHOCTHBIX 003aHHOCTEH, TOJDKHBI COOMIONATh Cleyone TpeOoBaHus:

1) 06paboTKa nepCoOHANBHBIX TaHHBIX PAOOTHUKA MOXKET OCYIECTBIISATHCS HCKIIOYUTEIBHO B
HeNsIX 00ecredeHus COOMOACHUS 3aKOHOB M MHBIX HOPMAaTHUBHBIX MTPABOBBIX aKTOB, COJICHCTBHS
pabOTHHUKAM B TPYJOYCTPOUCTBE, 0OYUYCHUH U TIPOJIBMIKCHUU TI0 CIIy’KO€e, 00ecTieueH st TMIHON
0e301acHOCTH PabOTHUKOB, KOHTPOJISI KOJMYECTBA U KA4eCTBA BBHITIOJIHIEMOU paboThl 1
obecrneyeHns COXpaHHOCTH UMYIIIECTBA;

2) Bce epCcoHANIbHBIE IaHHbIE PA0OTHHKA CJIEyeT MOIy4aTh y HETO CaMOoro.

Ecnu nepconanbHble JaHHbIE pAOOTHUKA BO3MOKHO MOJIYYUTh TOJBKO Y TPETHEH CTOPOHBI, TO
PabOTHHK JOJIKEH OBITh YBEAOMIIEH 00 3TOM 3apaHee (He Mmo3aHee yeM 3a 3 pabouux JHs) U OT
HETO JIOJHKHO OBITh TIOJTYYEHO MMChMEHHOE COTIIacHe.

JI0JDKHOCTHBIE JTUTIA JOJHKHBI COOOITUTH PAaOOTHUKY O IEJISIX, TPEANOIaraéMbpIX HCTOYHUKAX 1
croco0ax MoJiydeHus MepCOHATBHBIX JAHHBIX, a TAKKE O XapaKTepe MO UICKAMNUX TOTyIEHUTO
MEePCOHANBHBIX TAHHBIX M TMOCIEACTBUAX 0TKa3a pabOTHHKA 1aTh MHUCHbMEHHOE COTJIACHE HA UX
MOJTy4YCHUE;

4) NODKHOCTHBIE JIWIIA HE TIOJTYYaroT U He 00pabaThIBalOT MEPCOHANIbHBIE JaHHBIC PaOOTHHKA O
€r0 TOJIUTHYECKUX, PEITUTHO3HBIX M HHBIX YOCXKICHUSIX U YaCTHOM KU3HU;

5) MOJDKHOCTHBIE JIUIIA HE TIOJyYaloT U He 00padaThIBalOT MEpPCOHATIBHBIC TaHHBIE pa0OTHUKA O
€ro YWICHCTBE B OOIIECTBEHHBIX O0BEAMHEHUAX HIIA €T0 MPO(COI03HOM IeATeTLHOCTH, 32
UCKIIIOYCHHEM CITy4aeB, HEOOXOAUMBIX JUIsl pEIICHUs BOIIPOca 00 YBOJIbHEHUN PAOOTHUKOB 10
OCHOBAHMSIM, MPEyCMOTPEHHBIM ITyHKTamMu 2, 3 1 5 yactu niepBoii crateu 81 Tpynosoro
Kojnekca PO;

6) pu NPUHATHH PEIICHUH, 3aTparuBaloNINX HHTEPEChl paOOTHUKA, JOKHOCTHBIE JIMIA HE

OCHOBBIBAKOTCA Ha IICPCOHAJIBHBIX JTaHHBIX pa6OTHI/IKa, IMOJIYYCHHBIX UCKIIHOUYUTEIIBHO B
pe3ylibTaTC UX aBTOMaTI/I3I/IpOBaHHOI>'I 06pa6OTKI/I HJIN SJICKTPOHHOTI'O IMOJIYYCHUS.

4. ITIPABA PABOTHHKOB

4.1. Pa6OTHI/IKI/I, MpeaAOCTAaBUBHINC NOJIDKHOCTHBIM JIMIaM IMEPCOHAIIBHBIC JaHHBIC, UMCHOT IIPAaBO
Ha:

CBO60,Z[HI>II>1 OecrIaTHBIN JOCTYII K CBOUM IICPCOHAJIIBHBIM JJTdHHBIM, BKIJIFO4as IIPAaBO HA
IOJIYYCHHEC KOMHUi 110001 3aIlurcu, conepmameﬁ NEPCOHAILHBIC JTAHHBIC pa60THI/IKa, 3a

HCKIIFOYCHUCM CJIYHaACB, IMTPEAYCMOTPCHHBIX (I)e)lepaHLHLIM 3aKOHOM;

OMpCACIICHUC CBOUX Hpel[CTaBI/ITCJICI‘;I JUIS 3alIATBI CBOUX MEPCOHAIBHBIX JAHHBIX]



JOCTYH K OTHOCSAUIMMCS K HUIM MEAULUHCKUM JIJAHHBIM C TIOMOIIBIO0 METUIIMHCKOTO CIICIIUATUCTA
10 UX BBIOODY;

TpeboBaHUE 00 UCKIIFOUEHUU WJIM UCTIPABIICHUN HEBEPHBIX, WIH HEMOJIHBIX MEPCOHATBHBIX
JAHHBIX, & TAKXKE TaHHBIX, 00Pa0OTaHHBIX C HAPYIIEHHEM TPeOOBaHMIA JIEHCTBYIONIETO
3aKOHO/IATEIIbCTBA.

HpI/I O0TKa3¢ NOJDKHOCTHBIX JIMI UCKIIIOYUTH WJIW UCHIPABUTh IICPCOHAJIBHBIC JaHHBIC pa60THI/IKI/I
HMMEIOT IIPABO MOJaTh 3asBiieHHE 3aBeayromieit JJOY o cBoeM Hecoraacuu ¢ COOTBETCTBYIOIIUM
000CHOBaHMEM TaKOTO HecoTiacus. [lepcoHabHbIE JaHHBIE OLIEHOYHOTO XapakTepa
(comeprkarmecs, HalpUMep, B XapaKTEPUCTHKE, ATTECTAIIHIOHHOM JIUCTE) PAOOTHUKU UMEIOT
IIpaBO AOMOJJHUTE 3ad4BJICHHUEM, BbIPAXKAIOIIUM €TO CO6CTB€HHYIO TOYKY 3pCHUAA,

TpeboBanue 00 u3BemnieHuu JJOY Bcex aull, KOTOPHIM paHee ObLIM COOOIIEHBI HEBEPHBIEC UITH
HETOJIHBIC TEPCOHATBHBIC JAHHBIC PpAOOTHUKOB, 000 BCEX MPOU3BEACHHBIX B HUX NCKITIOYCHHUSIX,
WCTIIPABJICHUSX WU JOTIOJTHEHUSX;

o0xanoBaHue B CyJ JIIOOBIX HEMpaBOMEPHbIX AeiicTBuil unu Oe3neiicteus J1OY npu oOpadoTke
1 3alUTE UX MEePCOHAIBHBIX TaHHBIX.

5. HOPAIOK CBOPA U ITEPEAYU TTEPCOHAJIBHBIX JTAHHBIX

5.1. Io/KHOCTHBIE JIMIIa UMEIOT IIPAaBO MOJIyYaTh TOJILKO T€ MEPCOHANbHbIE TaHHbIe paOOTHHKA,
KOTOpbIe HEOOXOIUMBI [Tl BBIOJIHEHUSI KOHKPETHBIX TPYAOBBIX (DYHKITHI.

5.2. JIoJDKHOCTHBIE JIMIIA HE 3alpalInuBaroT HHPOPMAITUIO O COCTOSIHUH 3I0POBhs paOOTHHKA, 32
UCKITIOYCHHEM TEX CBEJICHUH, KOTOPbIE OTHOCSTCS K BOIIPOCY O BO3MOKHOCTH BBITIOJTHEHUS
paboOTHUKOM TPYIOBOM QPYHKIIMU (Hampumep, IpH pelIeHrur BoIpoca 0 nepeBojie paboTHHKA Ha
JIPYTyI0 AOJHKHOCTH (paboTy) Mpy HATMYUU MEIUIIMHCKOTO 3aKJIFOUEHHS, TAIOIIer0 OCHOBAHUS
0JIaraTh 0 HEBO3MO>KHOCTHU BBITIOJHEHHs] paOOTHUKOM TPYJOBOM (PYHKIIMU HA YCIOBHUSX,
MIPEeyCMOTPEHHBIX TPYAOBBIM JOTOBOPOM).

5.3. JIoMKHOCTHBIE JIHIIA, TIOTyYaroliie MepcoHaabHble JaHHbIE pa00THUKA, 00s3aHbI
coOIOAATh PEKUM CEKPETHOCTHU (KOH(PHISHIIMANBHOCTH). J[aHHOE TIOJI0KEeHUE He
pacnpocTpaHseTcss Ha 0OMEH MepPCOHaIbHBIMU JAHHBIMH PAOOTHUKOB B MOPSIKE,
YCTaHOBJICHHOM (heZiepaibHBIMU 3aKOHAMH.

5.4. JIo;KHOCTHBIE JIMIIa HE UMEIOT IpaBa coo0IaTh epCOHAIbHbIC JaHHbIE pa0OTHHUKA TPEThel
CTOpOHE 0e3 MMCbMEHHOT0 corylacksi pabOTHHUKA, 32 UCKJIIOYEHHUEM CITydaeB, KOTia 3TO
HE00X0AMMO B LIENSX MPEeRYNPEKACHUS YIPO3bl KU3HHU U 30POBbIO0 PAOOTHUKA, a TAKXKE B
cllyyasiX, yCTaHOBJICHHBIX (eniepanbHbIMu 3akoHamMu (TpynoBsiv kojgekcoM PD, Hanorossim
kogekcoMm PD, denepanpubivu 3akoHamu «O cratyce cynei B Poccuiickoit @enepanun», «O
MuALuny, «O genepanbHoil cioyx0e O6ezonacHocTny, «O npokyparype Poccuiickoii
Oenepaunn», «O 3an1UTe NpaB IOPUANYECKUX UL U MHAUBUAYAIBHBIX IPEAIPUHUMATENEH IPU
MIPOBECHUH FOCYIapCTBEHHOT'O KOHTPOJIS (Ha130pa)» U JIp.), MpeycMaTpUBAIOIIMMHU IIPAaBO
JOJIKHOCTHBIX JINL KOHTPOJIUPYIOLIUX U TPAaBOOXPAHUTEIBHBIX OPraHOB 3allpalliuBaTh y
pabGoTozaareneil B yCTAaHOBJIEHHOM MOPSAKE JOKYMEHTBI, COJIepKallie MepCOHaIbHbIC JTaHHbIE
paOOTHHUKA, - B IEJIAX UCTIOJHEHUS BO3JIOKEHHBIX Ha HUX (heiepabHBIMU 3aKOHAMU
00s13aHHOCTEH.



6. IPABUJIA XPAHEHMSI JOKYMEHTOB, COJIEPYKALLIX TTEPCOHAJIBHBIE
JIAHHBIE

6.1. JInunble nena U TpyAOBbIE KHUKKU PaOOTHHUKOB XpaHATCS B METAJUIMUECKUX LIKadax,
ceiipax, UMEIOMNX HAZEKHBIE 3ATTOPHI.

6.2. JInuHble fena mpe0CTaBIISIOTCS B PACIOPSHKEHNE TOJDKHOCTHBIX JIUIL JIUID B CIEIYIOIINX
ClIyJasx:

HE00X0IMMOCTH 0(OPMIIEHHSI HarPaJHbIX TOKYyMEHTOB;
(GbopMHUPOBAHUSI CTATUCTUUECKUX JTAHHBIX;
ITOJATOTOBKH XapaKTEPUCTUKU

Y MPHU HAUTMYHUHU COOTBETCTBYIOIIEH pe3otonuu 3aseaytonieid JJOY wim ero 3amecturesns no
KaJIpOBBIM BOTIPOCAM Ha CITY»XKEOHOU 3aIlicKe COOTBETCTBYIOIIEH (DOPMBI.

JImuneie JCJ1a BBIJAAIOTCA IO POCHHCE B XXYPHAJIC BbIAa4U JIUMYHBIX JCII.

JImanoe geno JOJIKHO OBITH BO3BpPalICHO B OTACI KaAPOB B TCUCHUC HEACITIBHOI'O CpoKa C
MOMCHTA €ro IoJIy4YCHU.

6.3. TpynoBble KHUKKHA PAOOTHUKOB MOTYT MPEAOCTABISITHCS paOOTHUKAMU OT/ea KaJpoB
JUIIb pabOTHUKAM OyXraiTepuu U 4ieHaM KOMUCCUU 10 COLIMAIbHOMY CTPaxoBaHUIO, - IPU
HE0OX0IMMOCTH MTPOBEPKU JAHHBIX O CTPAXOBOM CTa)Ke paOOTHUKOB, - JIJIsl PELICHHS BOIIPOCOB O
MPaBUJIBHOCTH UCYUCIICHUS U BBIILJIATHI TOCOOUI 10 TOCYAAPCTBEHHOMY COLIMAILHOMY
CTPaxOBaHHUIO.

7. OTBETCTBEHHOCTD 3A HAPYIIEHMUE ITOJIOXKEHW A

JIOJDKHOCTHBIE NTU1a, BUHOBHBIE B HapylieHUH [lonoxxeHus, HeCyT AUCIUIUIMHAPHYIO,
aJMUHUCTPATUBHYIO, TPAXJAaHCKO-IIPABOBYIO WJIM YTOJIOBHYKO OTBETCTBEHHOCTh B COOTBETCTBUU
¢ Tpynoseim kogexcom PD, Kogekcom Poccuiickoii deneparnuu 00 aIMUHUCTPATUBHBIX
MpaBOHAPYLIECHUSAX, YTOJIOBHBIM KojiekcoM Poccuiickoit denepanumn.
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