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TU/CUM TU VIET TAT
Cong ty: Cong ty TNHH Thuong mai va Dich vu Truong Tho.
BGP: Ban giam dbc Cong ty.
CBCNV/NV: Can bg cong nhan vién/ Nhan vién.
HPLP: Hop dong lao dong.
TNLD: Tai nan lao dong.
P.HCNS: Phong Hanh chinh - Nhan su.
BHXH, BHYT, BHTN: Bao hiém xa hoi, Bao hiém Y té, Bao hiém that nghiép.
CPCD: Chi phi Cong doan.
ATVSLD: An toan v¢ sinh lao dong.
PCCC-CNCH: Phong chay chira chdy - C{ru nan ctru ho.
Luat BHXH: Luat BHXH duoc Quéc hoi nude Cong hoa xa hdi chu nghia Viét
Nam thong qua ngay 29/06/2006.
B¢ luat lao dong: B0 luat Lao dong duoc Quéc hoi nudc Cong hoa xa hoi chu
nghia Viét Nam thong qua ngay 18/06/2012.

PINH NGHiA

Nguoi st dung lao dong: Giam dbc Cong ty
Nguoi lao dong: CBCNV di ky hop dong lao dong.

TAI LIEU THAM KHAO
Bo6 luat Lao dong duoc Quéc hoi nude Cong hoa xa hoi chu nghia Viét Nam thong
qua ngay 18/6/2012.
Luat BHXH 2006.



PHAN I
GIOI THIEU

Tran trong chao mung cac ban tham gia vao do1 ngli nhan vién cua Cong ty
TNHH TM&DV Truong Tho! Cam on cac ban da lga chon Cong ty chung t61 la
noi phat trién va hoan thién muc tiéu nghé nghiép ctia minh. Chung t6i tu hao mang
dén cho cac ban mot moi trudng lam viée van minh va chuyén nghiép.

Cong ty TNHH TM&DV Trudng Tho 1a cht dau tu cia Khach san cao cép
tiéu chudn 3 sao dau tién tai Ky Anh - KHACH SAN TRUONG THO. Véi kién
trac hién dai, khong gian thoang mat, bao gdm 75 phong nghi sang trong, hé thong
nha hang, phong an riéng bi¢t, ca phé san vuon, phong hoi nghi, CLB stic khoé,
phong cach phuc vu chuyén nghiép.

Chung t6i hy vong rang, véi ¥ thirc hoc hoi va khong ngimg hoan thién céc
k¥ ning nghiép vu chuyén mén cling nhur phim cach ca nhan cia cac ban 1a mot
trong nhitng yéu té quyét dinh sy thanh cong cta chinh ban than mdi can b cong
nhan vién dong thoi xac 1ap thuong hiéu va dang cip ctiia Khach san Truong Tho.

Cudn “ Nbi quy lao dong” ndy s& giup cac ban hiéu rd nhitng quy dinh chung
cua Cong ty danh cho cac ban khi lam viéc tai Khach san. Hy vong cac ban sé
nhanh chéng hoi nhap voi méi trudng lam viée caa Khach san dé tré thanh nhiing
thanh vién uu tu trong doi ngli nhan vién cua ching toi.

Chtc cac ban dat duogc thanh cong trong vi tri cong tdc mdi ciia minh.

Tran trong!

Giam déc Cong ty

1. Muc tiéu Cong ty



Tao duogc 4n tuong vé su chuyén nghiép trong cung cach phuc vu dé Khach san
Trudng Tho tro thanh thuong hiéu Khéach san 3 sao tot nhat tai Ha Tinh va cac tinh
Mién Trung. V61 muc tiéu Khéach san Truong Tho s€ la “NGOI NHA THAN
THIEN” cho cac quy Khach hang t6i st dung dich vu

Xay dyng thanh cong chudi hé thong Khach san 3 sao, hé théng nha hang va
khu nghi dudng cao cip tai Ha Tinh.

2. Pham chat nhan vién can phai cé

Trén co s dinh huong ctia Khach san, diéu ma doi ngili nhan vién cam két tao ra
su khac biét va danh tiéng cho Khach san Truong Tho chinh la kha nang cham soc
khach hang vuot trdi, cung cach phuc vu chuyén nghiép va thai 4o tng xur hoa nha,
d6 chinh 1a mét trong nhitng nhiém vu quan trong ctia d61 ngii nhan vién ctia Khach
san Truong Tho.

Véi quan diém lay con nguoi 1am 1am ngudn luc quyét dinh, 14y cong viéc nang
cao t6 chit toan dién ctia nhan vién 1am trong tdm dé nang cao trinh d6 quan 1y
doanh nghiép, trinh d¢ phuc vu khach hang chuyén nghiép hon lam cho quan niém
vé gia tri doanh nghiép thdm siu vao cic ché do chinh sach, timg budc phat trién
cua Khach san Truong Tho.

Nhitng pham chéat dudi day chinh 13 nhiing yéu to quyét dinh chat luong cua doi
ngili nhan vién:

+Luon luén 1am khéch hai long.

+Tan tuy voi cong viée duge su phan cong.

+C6 tinh than sang tao, co tinh than 1am chu, déy trach nhiém.

+An mic gon gang, chinh té va dung quy dinh.

+Thai do nha nhan, lich sy, trung thuec.

+Nhanh nhen, tich cuc, chu dong trong cong viéc.

+Co tinh than hop tac va hd trg 1an nhau.



3. Nhirng diéu tim niém dé lam viéc t6t

1. Khéach hang khong chi 1a nguoi quan trong nhat ma con 1a ngudn luc tic dong
dén su phat trién va ton tai ctia Khach san. Mdi nhan vién phai xac dinh dugc
rang “ Khéng c6 khdch hang -> Khéng c¢é doanh thu -> Khéng c6 thu nhdp”

2. Nhiing cudc di¢n thoai hodc cac chuyén Viéng tham cua khach hang dén
Khéch san Truong Tho 1a sy quan tdm dac biét vi ho da cho ta co hdi dugce
phuc vu.

3. Coéng viéc cia ching ta 13 thoa min moi nhu cau ctia khach véi thai do ton
trong, nha nhan va ludén tao cam giac vui vé cho khach khi st dung céac dich vu
Khach san.

4. Yéu cau vé phong cich phuc vu

1. Niém nd chiao don khach nhung khong voi va.

2. Than thién, nhi¢t tinh va nha nhan khi néi chuyén véi khach nhung khong qua
ndng nhiét.

3. Lang nghe va tra 161 khach nhanh chéng, chinh xé4c, can doan trudc nhu cau
ctia khach dé phuc vu.

4. Giai quyét thoa dang moi khiic mic va ludn tén trong cac v kién cta khach
hang.

5. Yéu ciu vé ngoai hinh
Ngoai hinh tdt & mang lai cho nhan vién nhiéu thuan loi vi n6 lam tang thém su
tu tin, dugc ton trong hon va c6 dugc thai do cong béng hon cho chinh minh.
- Mong tay cat ngan va tay ludn sach sé.
- Pong phuc giay dép ludn sach sé.
- Pau toc gon gang, hoi thd thom tho.
- Ludn lu6én né nu cuoi.
- Gat dau chao don xa giao, 101 né1 nha nhan.

- Khong hut thudc 14, nhai keo cao su, khong khac nho.



6. Yéu cau chung cho moi cong viéc
- Sén sang nhiét tinh tra 101 va dap Gtmg moi yéu cau cua khach.
- C6 thai d6 nha nhin ddi v6i khach hang ciing nhu ddi véi ddng nghiép.
- Hop tac voi tat ca dong nghiép dé 1am tét cong viéc.

- Khéng ngimg phan déu dé hoan thién minh.

7. So dd tb chire
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PHAN II
NOI QUY LAO PONG

CHUONG I
QUY DPINH CHUNG

Piéu 1: “Noi quy lao dong” 1a tai san ciia Cong ty va chi dugc luu hanh trong noi bo
cong ty. Nghiém cAm moi hanh vi phat tin ra ngoai néu chua duoc su cho phép cua

Giam ddc cong ty.

Piéu 2: “Noi quy lao dong” la van ban quy dinh vé trach nhiém, nghia vu cua moi
CBCNV khi 1am viéc tai Cong ty, nhitng quy tic tng xir chung va 1 can ctr dé xur 1y

ky luat va thuc hién trach nhiém vat chat d6i voi CBCNV vi pham.

Piéu 3:

1. Moi ndi dung khong c6 trong “Noi quy lao dong” nay dugc thuc hién dung theo
quy dinh hién hanh cta Luat lao dong, Luat BHXH va cac quy dinh khac cua Nha
nuoc.

2. Trong truong hop Luét lao dong, luat BHXH va cac quy dinh khac cia Nha nuéce
c6 thay d6i ma ban Noi quy lao dong chua chinh sira thi thuc hién theo dung nhiing

quy dinh d3 thay doi.

CHUONG 11

THOI GIO LAM VIEC - THOI GIO NGHI NGOI -
TUYEN DUNG - HOP PONG LAO PQNG - NGHI VIEC

Picu 4: Thoi gio' 1am viéc: 08h/ngdy - 48h/tuan chia theo cc ca lam viéc nhu sau:
+ Ca Hanh chinh: Tir 7h30 dén 11h30 va 13h00 dén 17h00 (Gio lam viéc mia
dong, tir 14/10 hang nam dén 15/04 nam sau) hodc tir 7h00 dén 11h30 va 13h30
dén 17h00 (Gio lam viéc mia hé, tir 16/4 hang nam dén 13/10 nam sau)
+ Ca 1: Ttr 06h00 dén 14h00.
+ Ca 2: Tir 14h00 dén 22h00.
+ Ca 3: Tir 22h00 dén 06h00 (Gid 1am viéc ban dém).
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Nhén vién phai dén chd lam viée trudc gio 1am viéc it nhét 1a 15 phat dé c6 thoi
gian thay dong phuc, chuan bi gon gang trudc khi vao ca va ra vé tré hon 15 phut
dé vé sinh noi 1am viéc va tién hanh céc thu tuc ban giao ca. Pé dam bao moi hoat
dong kinh doanh duogc lién tuc, tat ca nhan vién 1am ca chi dugc roi ca ki ¢6 nguoi
ca sau dén thay thé.

CBCNV lam viéc theo thoi gian quy dinh vi bat cr Iy do gi ma dén cong ty, noi
lam viéc mudn so véi gio quy dinh, vé trude gid két thuc lam viée phai xin phép
cap quan Iy truc tiép.

Gid lam viée tuy thudce vao lich sap xép cua truong bd phan. Tuy thudc vao tinh
hinh ma ca 1am viéc c6 thé thay ddi gio phuc vu hodc gid n nhim bd tri phu hop
v6i yéu cau cla cong viée.

Nhén vién phai theo doi bang thong bao cua Khach san va b phan minh dé nam
dugc thong tin lién quan dén cong viée. Trong truong hop khong rd, phai lién lac
ngay véi truong bd phan dé nam rd thoéng tin can thiét. Chi cac Truong/phu trach
cac bd phan méi dugc phép thay ddi cac lich da duoc dan.

Lién tuc di tré va Véng mat 13 biéu hién cta sy thiéu nghiém tuc dan dén bi ky
luat hay bi thoi viéc. Vang mat khong xin phép 5 ngay cong don trong 1 thang s& bi
budc thoi viée. Vang mit 2 ngay trong 1 thang dugc xem 13 ving mit qua nhiéu va
di tré 30 phat cong don trong 1 thang hodc di tré 1 1an qua 30 phut vi bat ¢t Iy do

nao cling dugc xem la di tré qué nhicu.

Piéu 5: Thoi gio nghi ngoi:

1. Nghi trong gio' lam viéc: Nhan vién lam viéc lién tuc 08 gid/ ngay dugc nghi
gitta gio 30 phut tinh vao thoi gio lam viéc, truong hop lam viéc ban dém thi duoc
nghi gitra gio 45 phat dugc tinh vao thot gio lam viéc.

2. Nghi chuyén ca: Nhan vién lam viéc theo ca dugc nghi it nhat 1a 12 gid
truedc khi nhan ca méi.

3. Nghi hang tuin: Nhan vién c6 quyén nghi mot ngay trong tuan nhung phai
duoc sy sap xép cla trudng bd phan dé phu hop vai tinh hinh hoat déng ctia Khach

san. Ngay nghi hang tuan c6 thé hodn sang cac tun khac, nhung viéc hoan khong
11



duoc qua 2 tuan lién tuc. Cong ty cé trach nhiém bao dam cho nguoi lao dong
duoc nghi tinh binh quan it nhat 04 ngay.

4. Lao dong nit trong thoi gian hanh kinh duge nghi mdi ngay 30 phut; trong
thoi gian nudi con dudi 12 thang tudi, duge nghi mdi ngay 60 phit trong thoi gian

lam viéc. Thoi gian nghi van duoc hudng du tién luong theo hop dong lao dong.

Piéu 6: Nghi hing nim

Sau thoi gian du 12 thang 1am viéce lién tuc, nhin vién duoc quyén nghi phép
1a 12 ngay. Ngoai ra, ¢t 05 nim cong tac thi duoc nghi thém 1 ngay va sb ngay
nghi dugc hudng nguyén luong.

Nguoi lao dong co thé thoa thuan véi ngudi st dung lao dong dé nghi hing
nam thanh nhiéu 1an hodc nghi gop t6i da 03 nam mot 1an, nhan vién phai lam don
bao véi Truong bo phan va PHCNS dé dugc b tri nghi ma khong anh huong toi

cong viéc cua Khach san.

Piéu 7: Nghi 18, tét
CBCNV duoc nghi lam viéc, huong nguyén luong trong nhing ngay 1€ tét sau day:

a. Tét duong lich 01 ngay (01/01 dwong lich);

b. Tét Am lich 05 ngay:;

c. Gi6 T6 Hung Vwong 01 ngdy (ngay 10/03 am
lich);

d. Ngay Chién thiang 01 ngay (30/4 duong lich);

€. Ngay Quéc té lao dong 01 ngay (01/05 dwong
lich);

f. Ngay Qudc khanh 01 ngay (02/09 dwong lich);

Do déc thu hoat dong kinh doanh cua Khach san nén c6 thé bd tri nhan vién lam
viéc binh thuong nhung s& duoc huong theo ché d6 quyén loi, ngdy nghi s& duoc
Truong bd phan sap lich nghi b vao ngay khac.

Nhitng ngay nghi 18, tét s& dugc tinh theo ting nam, néu nghi vao ngay nghi tuan
thi s& b tri ngay khac.
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Picu 8: Nghi viéc riéng, nghi khong huéng lwong

CBCNV duogc nghi 03 ngay c6 hudng luong trong cic truong hop sau: Bam cudi
ban than; BS dé, me dé, bd vg, me vo hodc bd chéng, me chéng chét; Vo chét hodc
chdng chét; Con chét.

Pugc nghi 01 ngay c6 huong luong khi con cai két hon.

CBCNYV dugc nghi khong hudng lvong 01 ngay va phai thong bao vdi phong
Hanh chinh - Nhan su khi 6ng noi, ba ndi, 6ng ngoai, ba ngoai, anh, chi, em rudt
chét; bd hodc me két hon; anh, chi, em rudt két hon.

Ngoai quy dinh trén CBCNV c¢6 thé thoa thuan véi nguoi st dung lao dong dé
nghi khong hudng luong.

Pi¢u 9: Thii tuc xin phép nghi

Céc ngay L& tét, CBCNV nghi theo thong bao ctia PHCNS.

CBCNV nghi viéc riéng, nghi khéng hudng luong phéi xin phép theo mau “Gidy
xin nghi phép” do PHCNS céap va dugc su chap thuan ctia Trudng/phu trach bo
phan. (Gidy xin nghi phép - Phu luc 1)

Trudong hop dm dau/viée dot xut, trong vong 01 gior 1am viée dau tién theo quy
dinh, phai xin phép Trudng/phy trach bo phan va bo sung “Gidy xin nghi phép” ngay
sau khi tré lai lam viéc.

CBCNV nghi khong xin phép/khéng c6 gidy xin nghi phép duoc coi 1a nghi
khong phép va khong dugce hudng lwong. Hét thoi gian nghi (bao gdm ca thoi gian
dugc gia han — néu cO), CBCNV phai c6 mat tai cong ty.

Truong/phy trach bd phan khi dong y cho nhan vién nghi c¢6 nghia vu sap xép
cong viéc khong lam anh huong hay gian doan cong viéc chung.

Khi CBCNV ¢6 nhu cau nghi trén 5 ngay 1am viéc phai duoc su ddng ¥ ciia Giam

dbc Khach san va phai bao trudc it nhat 1a 5 ngay lam viéc.

Piéu 10: Lam thém gio

1. Té chirc lam thém gio:

13



Truong/phuy trach cac phong ban, CBCNV chu dong t6 chirc 1am thém gid trong
cac truong hop can thiét sau khi duoc PHCNS va Giam déc Khach san phé duyét
theo mau “Gidy dé nghi lam thém gio” (Phu luc 2)

Trudng/phy trach cac phong ban sap xép, bd tri lao dong hop 1y, han ché tdi da
viéc lam thém gio, tra lwong thém gid va phai chiu trach nhiém vé hiéu qua cong
viéc khi 1am thém gio. CBCNV ¢6 nghia vu thuc hién yéu cau lam thém dé giai
quyét cong viéc.

Téng s6 gio lam thém khong qua 04h/ngay; 200h/ndm (trir truong hop phai ddi
pho, khéc phuc hau qua thién tai, hoa hoan hodc cac su kién bt kha khéang)

2. Lam thém gio c6 huwéng lwong thém gio:
Lam thém gio chi dugc tinh lwong thém gid khi dap tng ca 5 diéu kién sau:

- Cong viéc lam ngoai gid dat yéu cau cia cap quan ly;

- Di du téng sd gio lam trong thang (Néu chua du, 14y sd gio lam thém bu dip
va khong dugc tinh luong lam thém);

- Con thoi gian lam thém gid chénh I€ch véi thot gian nghi bu;

- Lam thém tir 01 gid tré 1én. S6 phit 1é duge cong don trong thang, néu du
30 phit tinh 01 gio, néu dudi 30 phut khong tinh.

- Khoéng thudc dién khoan cong viéc/khoan dinh murc va khong phai 1a Can bd
Quan 1y (Ban giam ddc, cac Trudng, phd, phu trach cac phong ban) hoic
Nhén vién Kinh doanh.

Khong ap dung tinh lvong thém gid vt cac truong hop di cong tac, di hop hoac
tham dy cac khoa huan luyén (ké ca thoi gian st dung cho viéc di va vé) va cac

truong hop khac ngoai quy dinh ¢ trén.

CHUONG III

_ TRAT TU TAI NOI LAM VIEC -
SU DUNG CAC PHUONG TIEN LAM VIEC

Dieu 11: Dién mao noi lam viéc

- Nét mat vui vé voi nu cuodil tuoi tan rat can thiét.
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- P6i v6i nhan vién Nam:

e (Cao rau sach, gon, khong dé rau quay noén;

e Dau téc phai sach, gon, toc khong tot qua tai, phu 1én ¢b 4o;

e Cao mit mdi ngdy, trudc khi bat dau ca 1am viéc;

e Mong tay phai sach, bAm gon thuong xuyén;

e DO trang sirc phai han ché (chi nhin cudi va dong hd thong thuong);

Nhén vién bép va pha ché khong duoc deo nhan c6 hat;

e Khong dung nudc hoa nang mui;

e Giay va tat ddng phuc phai la mau den, phai sach va con tot;

- Poi véi nhan vién nir:

e Trang diém phai nhe nhang, tu nhién;

e Dau toc phai sach s&, toc ngang vai phai budc lai, néu dai qua phai bbi
lai gon gang, mang mii ddu bép néu ¢ trong khu vuc ché bién thuc pham;

e Mau toc va kiéu dang toc phai tu nhién;

e Mong tay phai sach s&, cit tia thuong xuyén;

e Son mong tay (néu cd) phai la mau nhat, khong co tray xudc;

e Chi deo nhin cudi. Nhan vién bép va pha ché khong duoc deo nhan c6 hat.
Chi deo vong tai duong kinh 01 centimet véi mau thich hop. Mang dong hd
kiéu binh thuong, 01 vong tay, 01 vong cb (néu co);

e Nudc hoa, huong liéu c6 mui thom nén nhe nhang;

e Chi mang tit da mau den loai mong khong kiéu cach, mang gidy theo quy
dinh, tit va giay phai luon sach s& va con tét;

- Hut thudc hodc nhai keo trong gid 1am viéc 13 hinh anh khong dep mat va khong
dugc phép. Néu ban tiép xuc truc tiép véi khach, ban khong dugc an dd an co toi
trude khi dén lam viéc dé tranh gy mui kho chiu.

- Ban khong duogc phép deo kinh mat khi 1am viéc trir khi cong viéc doi hoi ban

phai deo.
Piéu 12: Tac phong lam viéc
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Trang phuc:
Nhan vién thue hién déng phuc phai thong nhit timg bd phan va dung quy dinh.
Moi sy nhdm 14n ¢4 nhan vé déng phuc s& khong duoc phép vao noi lam viéc.
Viéc vi pham déng phuc duoc xem xét vao quy dinh binh xét khen thudéng loai
A-B-C-D hang thang. Vi pham lan dau nhic nhd, lan 2 ha loai B, lan 3 tro di ha
loai C... nhiéu lan dua ra xir Iy ky lut.
Nhan vién khong dugc dung déng phuc vao muyc dich riéng.
Pong phuc 12 tai san cia Khach san nén nhan vién phai tra lai. Trudng hop nhan
vién cb tinh khong tra s& can cir thoi gian sir dung dé trir vao tién luong.
Sau khi ky HDLD nhan vién méi dugc cip phat ddng phuc. Dong phuc cip phat
mot lac 2 bo, co tri gia trong 01 nam. Néu thoi gian trén nhan vién ty lam hu
hong hodc that thoat dong phuc thi phai théng bao cho PHCNS dé may kip thoi,
chi phi s€ dugc trtr vao luong ctiia nhéan vién.
Nhén vién duoc mic dong phuc trong khi lam viéc, trong cic cudc hop cia toan
Khéch san cling nhu hop bd phan va trong céc budi dao tao, tap huén.
N& nép 1am viéc:

CBCNV phai luén bao v¢ uy tin, danh dy va loi ich cua Cong ty.

CBCNYV phai ludn tuan tha Noi quy, quy dinh ciia Cong ty.
CBCNV c6 trach nhi€ém cap nhat kién thuc, nang cao trdch nhi¢m, trinh do
chuyén mén trong giai quyét cong viéc, nd luc hét kha ning nham mang lai hiéu
qua cong viéc tot nhat.
Nghiém tac chap hanh chi dao diéu hanh cta ngudi quan 1y truc tiép, chap hanh
ky luat lao dong, giit gin, xdy dyng méi truong 1am viec CHUYEN NGHIEP —
MINH BACH — THAN THIEN — HIEU QUA.
CBCNV khong dugc thuc hién bat ctr hoat dong nao (ké ca cong viéc khong
thudng xuyén) véi mot bén thir 3 ma loi ich c6 thé mau thun truc tiép hodc gian
tiép toi loi ich cua Cong ty.
Trong gid 1am viéc, CBCNV khong dugc lam viée riéng, tan gau, choi bai, choi
dién tir; di lai, trao doi cong viéc gy 6n ao anh hudng téi cac dong nghiép khac.
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Khong udng rugu, bia trong gio 1am viéc va dén Cong ty voi hoi men (trir truong
hop dic biét duoc 1anh dao Cong ty dong ¥)
Giir gin sach s& noi lam viéc, sap xép tai liéu gon gang dung quy dinh. Xa/ bo rac

thai vao ding chd quy dinh.

3. Thai d¢, hanh vi &rng xir:

3.1. V6i cAp quén 1y cao hon:

Nghiém cim thai d9, hanh vi, phat ngén thiéu ton trong gdy mat trat tu trong
Cong ty va anh huong dén uy tin ctia cAp quan Iy cao hon.

Khi thuc hién cong viéc phai tuan theo chi dao cta can bo quan 1y truc tiép (néu
c6 ¥ kién khdc dwoc quyén dé dat ¥ kién cd nhan — néu cdan bo quan 1y khong

chcfp nhdn van phdi thuc hién theo chi dao nhung co thé dwoc bao lueu ¥ kién)

3.2. V6i dong nghiép:

Phai hd tro nhau thuc hién cong viéc. Giao tiép nhi nhin, co tinh than hop tac,
tac phong, thai d§ dung muc, khong xtc pham dén nhan phém, danh du cua
nguoi khac.

Nghiém cam va bai trir cac thai do, hanh vi chia r& lam mat doan két noi b, mat

uy tin ctia dong nghiép.

. Vi dbi tac/khach hang:

Phai co6 thai @6 than thién, chu dao, cd1 mo, nhiét tinh, lich sy voi khach he‘tng/déi
tac; lang nghe ¥ kién va cb gang dap (mg cac yéu cau chinh dang cua ho.
Khéng doi hoi hodc nhan tién hoa hong ctiia moi dbi tugng cé lién quan dén hoat

dong kinh doanh cua Cong ty.

Piéu 13: Quy dinh ra viao Cong ty va tiép khach dén lam viéc

1. Quy dinh ra vao Cong ty

- Nhan vién chi dugc phép vao hoac roi 1a viéc cia Khéch san bang 161 di danh cho

nhan vién. Khéng mot nhan vién nao dugce phép st dung 16i di chinh danh cho
khach trir khi dugc phép cua Giam dbc va dang lam nhiém vu. LUON NHO
RANG LOI DI CHINH LA DE DANH RIENG CHO KHACH.
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- Bat cr Iic ndo nhan vién bao vé ciing c6 quyén kiém tra tit ca cac tai xach, cop
xe ctia nhan vién trudc khi ra vao Khach san. Nhitng lac can thiét nhan vién bao
vé ¢6 quyén kiém tra bop (vi) trong tai quan 4o ca nhan. Néu mudn dem bat cir
d6 vat gi (ké ca tai liéu) ra khoi Khach san phai co gidy xac nhan ctia Truong bd
phan va phai trinh b4do ngay voi td bao vé dé ghi vao s6 truc. Doi bao vé ¢ trach
nhiém kiém tra bat ctr gbi hang nao khi qua cong hodc bat ctr ngudi nao khi ra
khoi Khach san. Bat ky ca nhan nao khi dem tai san vao phai ghi vao so nhat ky
Bao vé tai cé)ng ra vao.

- Tt ca cac tai san nhap vao Khéach san phai tuan thi cac thu tuc va dang quy trinh
ciia Cong ty quy dinh. Cac thanh vién truc tiép kiém tra chit luong ma khong
dam bao c6 quyén tra lai cho nha cung {ing.

- Khéng khuyén khich mang tai san ca nhan vao Cong ty va khong chiu trach
nhiém vé sy mat mat tai san c4 nhan trong pham vi Cong ty.

2. Tiép nguoi than va ban be.

Nhan vién khong dugc phép tiép nguoi than, gia dinh trong gid 1am viéc, trur
truong hop dén Khach san lién hé cong tac véi1 Khach san hoac dén yéu cau duoc
phuc vu cac dich vu trong Khach san nhan vién dé chi duoc huéng dan, gidi thiéu
xong 1 quay lai vi tri lam viéc. Truong hop néu nguoi than gia dinh c¢6 yéu cau tham
quan thi nhan vién d6 phai bao ngay voi Trudng bd phan va BGD cho phép tiép va
tham quan nhiing noi can tham quan nhung phai duoc ngudi c6 chirc niang hudng
dan.

3. Pdi v6i nhan vién da nghi viéc.

Nhitng nhan vién da nghi viéc khong dugc phép vao choi trong khu vuc lam viéc.
T4t ca CBCNV dang phuc vu ¢6 tranh nhiém théng bao cho ho biét dé khong anh
hudong dén moi ngudi xung quanh.

Nhan vién khi dang 1am viéc, nghiém cAm khong duge phép tro chuyén hoic trao
d6i tinh hinh hoat dong kinh doanh v&i nhan vién da nghi viéc. Néu bat ky nhan vién

nao khong chap hanh quy dinh trén dugc xem nhu vi pham ky luat.
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Pdi véi nhan vién bao bao vé co trach nhiém ngan chan va yéu cAu nhan vién da
nghi viéc khong dugc phép st dung 16i di bd trong Khach san. Trir khi nhan vién da
nghi viéc dén dé quan hé cong tac hodc dén giai quyét cac thu tuc gidy to. Nhung
phai bao ngay cho ngudi cé trach nhiém giai quyét va phai dugc sy dong ¥ cua
BGD.

4. Poi voi khach dén 1am viée

Khach dén 1am viéc s& duoc nhan vién L& tan huéng dan vao khu vuc chd, phuc

Vu nuoc uéng. Sau do6 thong bao cho cac cd nhan, bd phan c6 li€én quan dén 1am viéc.

Han ché dén murc t61 da viéc tiép khach tai noi lam viéc.

Piéu 14: Quy dinh vé hut thudc

Hut thudc hoan toan khong dugce khuyén khich, khong nhitng gay bénh tat cho
chinh minh ma con anh hudng dén stc khoé cta ngudi khach va cé kha nang rai ro
hoa hoan. Vi loi ich cta chinh nhan vién va stc khoé cong déng. Cong ty nghiém
cam CBCNV hut thudc trong khi dang lam viéc, trong gio giai lao va gio nghi an

com.

Piéu 15: An ninh trong Khach san.

- An ninh cling nhu an toan trong Khach san la trach nhiém cia moi nhan vién,
chung ta khéng nhing c6 trach nhiém phuc vu khach v6i mot khong khi 4m 4p than
tinh va thodi mai ma chiing ta con phai ddm bao an ninh va an toan cho khach.

- Téat ca nhan vién c6 thé ngan chin toi pham bang cach thuc hién nhimg quy dinh
sau day:

+ Khong tiét 10 s6 phong cta khach cho ngudi la.

+ Khong mo cira phong ciia khach khi ho bao “mét chia khoa”. Huéng dan ho
gip ngudi ¢6 tham quyén hodc BGP dé dugce gitp do.

+ Khi phat hién c6 tai nan hay trdm cudp yéu cu bao ngay véi bao vé gan nhat
hodc st dung Bo dam thong bao vi tri tai nan hoac trom crflp. Bao ngay cho
Truéng bo phan an ninh khi thay c6 nguoi ngoai lai ving c6 ddu hiéu kha
nghi.

19



+ Bao dam giir nguyén hién truong dé chd bao vé hay co quan cong an dé dén
1ap bién ban.

+ Trong trudng hop ké cudp c6 trang bi vii khi khong nén 1am gi ca hay ¢ ging
binh tinh nhé nhitng khuén mat, hinh dang dé sau co co thé tuong trinh sy

viéc cho bo phéan an ninh va canh sat biét.

Piéu 16: Quy dinh sir dung cac thiét bi, phwong tién lam viéc
1. Sir dung bang tén:

Bang tén cua ban phai dugc deo vao nhu mot phan cua déng phuc nhan vién.

Nhan vién phai deo bang tén trong lic lam vi¢c. Ngoai ra, nhan vién con phai gilr
gin bang tén ctia minh ludn ludn & tinh trang t6t. Néu 1am mét phai lién hé ngay voi
P.HCNS.
2. Sur dung thang may

Nhan vién khéng duoc phép dung thang médy néu chua duoc phép cua BGD
Khach san.

Thang may phuc vu ding dé van chuyén hanh 1y cho khach va phuc vu nhiing
nhu cdu chinh déng trong Khach san.
3. Str dung dién thoai

3.1. Chi ¢6 nhitng nhan vién dugc phép ctia phong nhan sy va BGD mai dugc sur
dung dién thoai trong gio lam viéc. CBCNV quén 1y tir cip Trudng ca tré 1én méi
duoc phép mang va dung dién thoai di dong vao chd lam viéc. Trong cac truong hop
khan cép, nhan vién lién lac hodc lién lac v61 nhan vién qua may ban tirng by phan
hodc s6 may cta truong ca. Chi can mang dién thoai vao noi lam viéc voi bat cir Iy
do gi déu dugc xem 14 vi pham Ni quy.

3.2. Céc truong hop dugc phép dung dién thoai, nghiém cAm cac cudc dién thoai
c4 nhan trong gid lam viéc. Chi st dung dién thoai trong trudng hop khan cap va

phuc vu muc dich cho cong viéc.
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3.3. CBCNV dugc cong ty thanh toan, ho tro chi phi dién thoai di dong phai ludn
mang dién thoai theo nguoi, khong tat may dé kip thoi nhan va xa 1y moi thong tin
co lién quan.

3.4. Han ché thoi luong cudc goi. Chuan bi k§ noi dung trude khi goi dién thoai.
Khi sir dung dién thoai phai nodi ngan gon du thong tin, khong lam anh hudng dén
dong nghiép.

3.5. Sir dung email, skype dé trao doi cong viéc voi khach hang/dbi tac, dong
nghiép néu xét thy tinh chét cong viéc khong nhat thiét phai stir dung dién thoai.

4. Str dung may tinh, may in, may fax, thw dién tir (email) va internet

4.1. Str dung may tinh:

Moi nhan vién dugc phan lam vi¢c trén h¢ théng mang nodi b déu phai tuan thu
kién thuc da biét dé lam viéc theo chuyén mén duoc phan cong, néu cé van dé truc
trac khong ro phai bado ngay cho Truong bd phan hodc can bo chuyén moén quan 1y
do BGP quy dinh dé huéng dan. Khong duoc tir ¥ xtr Iy dé xay ra hu hong hoic lam
anh huong dén hé thong mang. Néu gay hau qua x4u sé& bi ky luat.

Khong st dung may tinh dé 1am viéc riéng ctia c4 nhan nhu danh cac biéu mau,
don tur, viét thu...; choi céc tro choi dién tir; chat hodc cac hoat dong khac ngoai muc
dich cong viéc trong gid lam viéc.

Khéng dung 6 dia CD, USB sao chép hodc st dung riéng khi chua dugc phép cua
BGD. Han ché sir dung USB dé bao vé mang may tinh ctia Cong ty khoi sy tin cong
cua virus.

Moi dit li¢u lién quan dén cong viéc phai dugc luu trit mdt cach khoa hoc va cé
hé théng. Viéc str dung mang ndi bd phai tuan tha cac quy dinh cua BO phan IT vé
bao mat, an ninh, phan quyén sir dung.

Nguoi duge giao sir dung may tinh phai hoan toan chiu trach nhiém vé viéc quan
1y ma khoa (password) dung dé déng mé may ciing nhu cic chwong trinh tmg dung
nham dam bao nguyén tic biao mat thong tin va khang dinh chi quyén trong viéc
cung cép, giao dich hay trao doi thong tin ctia Cong ty.

Khong dung Internet cho cd nhan hoac guri Email véi muc dich riéng.
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Moi vi pham hinh thirc trén déu bi kiém diém, ha loai binh xét hanh kiém trong
thang d6 néu nang co thé din dén sa thai.

4.2. Str dung may in:

Céac van ban trude khi in cAn xem xét k§ ndi dung, soat 16i chinh ta, vin pham
tranh viéc in lai nhiéu lan.

Néu s6 lugng van ban c¢6 ndi dung, hinh thure ... nhu nhau, chi in 01 lan, sau d6
photo lai véi sb lugng ban can thiét

4.3. Str dung may fax:

L& tan c6 nhiém vy giri va nhan fax, bao dam tinh chinh x4c, kip thoi va bao mat.

Noi dung tai liéu cong van fax phai 1 caa Cong ty va lién quan dén Cong ty.

Nguoi khong cé trach nhiém khong dugce st dung may fax va xem cac ndi dung
cua ban fax.

4.4. Str dung email, internet:

Kiém tra email c4 nhan, email do cong ty cap it nhat 2 1an trong ngay va xir ly
nhirng thong tin can thiét. Thong tin trao d6i vé cong viéc phai duoc phan hoi trong
khoang thoi gian thoa thuin gitra 2 bén hoac sau 3 ngay coi nhu ndi dung d6 duogc
chip nhan hoic ngudi gui c6 thé chuyén 1én cip cao hon dé nghi giai quyét.

Nghiém cim sir dung internet truy cip vao cac trang web c6 ndi dung khong lanh
manh, truy cip internet dé xem tin ttrc khong phuc vu cong viéc trong gid 1am viéc.

Chi tai vé may tinh ¢4 nhan cac thong tin can thiét, phuc vu cho céng viéc va muc
dich nghién ctru hoc hoi.

5. Quy dinh sir dung tii dung d6 ca nhéan (locker)

Ta dung d6 ca nhan duoc trang bi dé nhan vién cat giit bao quan do dung ca
nhan, gilr gin sach s€, ngan nép va luon khoa lai can than. Cong ty khong chiu trach
nhiém néu mat mat tién bac, vat dung qui gia ctia c nhan dé trong ti. Nghiém cam
ca nhan ty y lam chia khoa thém hodc chia khoa khéc.

Khoéng dé d6 an, thirc udng trong ti. Nghiém cam st dung ti dé dung cac chat
kich thich, ma tiy céc loai, vii khi c4c loai, van hoa phém doi truy va cac chit dé& gay
chay n.
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Trach nhiém cta nhan vién 1a ludn giir ti c4 nhin sach s&, ngan nap. Cac ti
dung s& duoc kiém tra bat ctr liic nao boi Trudéng P.HCNS hodc bao v¢ va s€ duoc
thuc hién c6 mat it nhat 2 nguoi. Néu nhan vién danh mat chia khoa cua tu dung,
nhan vién phai thong béo ngay cho trudong bo phan ciia minh hoic PHCNS dé nop

tién thay thé chia khoa.

6. Quy dinh sir dung o6 t6

St dung vi muc dich cong viéc. Khong sir dung vi muc dich ¢4 nhan. Khong
mang chat cam, chit gay nd, gay chdy Ién xe. Tuan thi huéng dan cua lai xe vé dam
bao an toan.

Lai xe tudn thu cac quy dinh va thu tuc vé& van hanh cta Nha nudc va Cong ty,
thuc hién bao dudng, sira chira, kiém dinh theo ding quy dinh.
7. Quy dinh sir dung viin phong phim va cac dung cu lam viéc khac

Str dung dting muc dich, tiét kiém. Tan dung tdi da céc loai van phong phém con
c6 thé tai sir dung, quay vong dic biét 1a gidy 1 mat.

Vin phong pham va dung cu c6 han st dung 1au dai, nguoi st dung co trach
nhiém quén 1y, bao quan dung cu 1am viéc, néu 1am mat phai bdi thudng.
8. Quy dinh vé bang thong bso

Pay 14 mot phuong tién thong tin can thiét dé BGD gui nhiing thong tin quan
trong dén cac nhan vién. Trach nhiém cua nhan vién 13 tao cho minh mot thoi quen
thuong xuyén doc bang thong bao. Néu co nhu ciu can thiét dén c4 nhan ma nhan
vién d6 khong biét hodc 1a cham tré va anh huéng dén cong viéc thi xem nhu vi
pham ky luat.

CAm viét thém, xé rach, thay d6i hodc xo4 bat ky mot chi tiét nao trén thong bao

cua Khach san trir khi dugc BGD cho phép.

Pi¢u 17: Khiéu nai ciia khach hang
Néu c6 khach hang khiéu nai thi nhan vién can phai tach khach ra khoi khu vuc
déng nguoi va chi v ling nghe timg chi tiét sau do bdo cdo ngay voi Trudng,

pho/phu trach bo phan néu cac khiéu nai khong nam trong quyén giai quyét ciia nhan
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vién. Giai quyét va lang nghe khiéu nai 1a trach nhiém cuta toan thé nhan vién, khong

né tranh va lanh mat.

Nghiém cam cac hanh vi 16n tiéng, gay go, “tay doi” véi khach. Du khach dung

hay sai, cac hanh vi 10n tiéng, gdy g6 v6i khach déu 1a sai pham Ni quy.

Ludn c6 thai d§, hanh dong lich sy nha nhan.

Doi véi khach hang say xin, vang tuc, vé van hda, hanh dong tay chan can khon

khéo, né tranh va bao cdo ngay vdi Trudng/phd, phu trach cac b phan két hop voi

Bao vé giai quyét.

CHUONG 1V
AN TOAN, VE SINH LAO PONG
PHONG CHAY CHUA CHAY VA CUU NAN CUU HQ

Piéu 18: Quy dinh chung vé ATVSLD - PCCC

1. Doi véi nhan vién:

Tat c&a CBCNV phai tham gia khoa huin luyén an toan, v€ sinh lao dong, PCCC
do Cong ty to churc.

Nghiém cam mang vil khi, hang cdm, chat gay nd, chat gay chdy vao Cong ty.

Tat ca nhan vién phai thue hién dung nhitng quy dinh vé tiéu chuin an toan va vé
sinh lao dong, an toan chay nd lién quan dén cong viéc va trach nhiém.

Str dung va bao quan dung ché d9, thuc hién dang quy trinh, quy dinh dbi voi cace
phuong tién PCCC, cac thiét bi dién, cac thiét bi niu nuong, may tinh, may van
phong, cac thiét bi dién tir va cac thiét bi co yéu cau vé an toan do Cong ty cap.
Khong tu v stir dung cac thiét bi, dung cu ctia nguoi khac. Khong cho ngudi khac
str dung cac trang thiét bi, dung cu ctia minh va ngudi d6 khong am hiéu vé céac
quy dinh, nguyén tc an toan lao dong ddi voi cac thiét bi, dung cu do.

B6 phan K¥ thuat — Bdo tri, cadc by phén chuc nang va nguoi truc tiép su dung
may moc thiét bi phai thuc hién nghiém tac ché d6 kiém tra dinh ky, tu stra, bao

dudng may moc, trang thiét bi theo diing quy trinh, quy pham.
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Hét gio 1am viée phai tit cac thiét bi khong can sir dung, kiém tra lai khoa, két, tu
tai liu ctia phong lam viéc dam bao an toan.

Gui chia khoa phong lam viéc, chia khoa ctra ra vao cac bo phan, chia khoa cac
16i thoat hiém tai phong truc bao vé trudc khi hét ca. Cac trudng hop dic biét
dugc Giam doc quy dinh.

B4o cao cho nguoi ¢ tham quyén kip thoi nhitng nguy co chay nd, tai nan trong
khi 1am viéc, bénh nghé nghiép, tham gia cip ctru theo yéu cau.

CBCNYV phai ¢6 trach nhiém gilt gin v¢ sinh noi lam viéc, may moc va cac trang

thiét bi, phuong tién lam viéc.

. Trach nhiém cia Cong ty:

Thiét 1ap cac bién phép an toan, vé sinh lao dong va cai thién cac diéu kién lam
viéc.

Cung cip cac phuong tién hitu hiéu cho nhan vién dé bao vé minh va tién hanh
cac chinh sach an toan v¢ sinh lao dong do nha nudc quy dinh.

Cu nguoi lam cong tac an toan lao dong, v€ sinh lao dong. Ngudi nay phai dugc
huin luyén vé an toan lao dong, v¢ sinh lao dong.

Huéng dan va dao tao nhan vién thuc hién cong tic phong chdy chira chay, cac
bién phap vé vé sinh lao dong.

T6 chic kiém tra stc khoé dinh ky cho nhén vién theo quy dinh cua luét lao

dong.

Picu 19: Phong chay va chira chay

1. Cac hanh vi bi nghiém cim:

Co ¥ gy chay, nd lam ton hai dén tinh mang, stric khoe con nguoi; giy thiét hai
tai san ctia Cong ty; anh hudng xau dén méi trudng an ninh va trat tu xa hoi.

Can tré cac hoat dong phong chdy va chita chay; chéng nguoi thi hanh nhiém vu
phong chay va chira chdy.

Bao chay gia.
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- Loi dung hoat dong phong chay va chita chay dé xam hai dén tinh mang, sirc
khde con nguoi va xadm pham tai san ctia Cong ty.

- Tang trit, van chuyén, bao quan, st dung, mua ban trai phép cc chat nguy hiém
vé chay, n6 trong pham vi Cong ty; vi pham nghiém trong cic quy dinh quan 1y,
stt dung ngudn lira, ngudn nhiét va cac tiéu chuin vé phong chay va chita chay
dugc Nha nudce quy dinh.

- Lam hu hong, tu y thay d6i, di chuyén phuong tién, thiét bi phong chay va chira

chay, bién bao, bién chi dan va 161 thoat nan.

[

. Quy dinh vé phong chay:

- Téat c4 nhan vién Khéach san khong duogc hut thude khi dang lam vi¢c, vi day la
nguy co gay hoa hoan nghiém trong.

- Chép hanh quy dinh, ndi quy vé phong chay.

- Tim hiéu, hoc tap phap luat va kién thirc phong chdy trong pham vi trach nhiém
cua minh; bao quan, sir dung thanh thao cac phuong tién PCCC thong dung duoc
trang bi.

- Bao dam an toan vé phong chdy trong qua trinh sir dung ngudn lira, ngudn nhiét,
cac thiét bi dung cu sinh lira, sinh nhiét va trong bao quan, str dung chat chay.

- Ngan chin cac nguy co truc tiép phat sinh chdy va nhitng hanh vi vi pham quy
dinh an toan vé phong chay.

3. Quy dinh vé chira chay:

Trong trudng hop x4y ra hoa hoan nhan vién can phai:

+ Kéo chudng bao dong va quay s tong dai 114.

Bi4o cho Tong dai noi x4y ra hoa hoan va tinh hinh dién bién hoa hoan.

C6 gang dap chay nhung khong dé xay ra nguy hiém.

Khong duoc mé cira néu khoi khong lan ra ngoai.

Khong duoc la to, lam dn, tranh dé khéach hoang sg.

+ 4+ o+ o+

Tim moi bién phap dé ciru ngudi, ngin chin chay lan va dap chay; tham

gia chira chay phai tuan theo I¢nh ctia nguo1 chi huy chira chay.
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Pi¢u 20: Truwong hop bi thwong va tai nan
NGAY LAP TUC NHAN VIEN PHAI BAO NGAY CHO TRUONG BO PHAN VA PHONG
HC-NS VE THUONG TiCH HAY TAI NAN XAY RA

— Nhan vién bi tai nan s€ dugc PHCNS hoac nhan vién trong b phan so ctru hodc
dua dén bénh vién kip thoi.
~ Trong truong hop cdp ctru nhan vién c6 thé dugc kham va diéu tri bat ky tai bénh

vién nao va dugc hudng cac ché do BHXH theo quy dinh.

CHUONG V
BAO VE TAI SAN, Bi MAT KINH DOANH CUA CONG TY

Picu 21: Tai san Cong ty

Tai san s& hitu caa Cong ty bao gdm nhung khong gidi han:

- Biéu truong, Slogan ctia cong ty;

— Vat hién hitu nhu cong cu, dung cy, nguyén vat li¢u, san phém, trang thiét bi lao
dong, cac vat co gia; sim/sd dién thoai do cong ty cung cép;

— Céc thong tin, tai liéu vé Nhan sy, Kinh doanh, Tai chinh, K¥ thuat, cac thong tin
vé khach hang luu tra, thuc don, cac ban ghi camera ... dac bi¢t 1a cac thong tin
chua cong bo.

— C4c sang tao, phat minh cuia CBCNV.

Picu 22: Nghia vu bio vé tai san Cong ty ciia nguoi lao dong
1. Biéu twong Cong ty
Biéu tuong (Logo) cua Cong ty duoc sir dung trén bang hiéu, gidy tiéu dé, cac
gidy to tai liéu d6i nodi cling nhur ddi ngoai cua Cong ty. CBCNV phai ¢ ¥ thirc tran
trong biéu tuong cua cong ty va st dung dting muc dich.
2. Tai san hién hiru
— CBCNYV c6 nghia vy bao v¢ tai san ciia Cong ty. Phai ¢6 ¥y thirc trach nhiém trong
viéc quan 1y, st dung c6 hiéu qua trang thiét bi duoc cip phat dé phuc vu chuyén

mon.
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~ Khi phuong tién lam viéc hu hong du bat ctr Iy do gi, ngudi st dung khong tir
tién thao, stra thiét bi ma phai bao ngay véi can bd quan Iy/PHCNS tuong ty nhu
viéc lam mAt mat, thét lac tai san.

- Khéng mang bét ky tai san ndo cua Cong ty ra ngoai; dich chuyén, thay doi, thdo
dd tai san, may moc thiét bi trong Cong ty néu chwa dugc sy chip thuin cta lanh
dao Cong ty hodc truong bo phan duogc ty quyén quan 1y.

— Nhan vién khong duoc phép sir dung bat ky tai san nao ciia Khach san cho muc
dich ca nhan.

— Nghiém cam ly cip tai san ctia Cong ty.

3. Thong tin, bian mém

- CBCNV duoc giao quan 1y st dung luu gitt cac loai tai liéu, van ban, hd so,
chirng tir phai ¢6 trach nhi¢m bao v¢, bdo quan va bao mat thong tin. Khong dé 16
quyén truy cap thong tin cho nguoi khac.

— Nghiém cAm moi hanh vi cung cip, chuyén giao, mua ban, tiét 16 cac cha truong,
chinh séach, cac co ché, quy ché, quy trinh, quy dinh, k¥ thuat, cong ngh¢, bi mat
san Xut, huéng dan noi b, phﬁn mém nghi¢p vu ... cho bAt clr c4 nhan, td chuc
nao néu chua duoc su cho phép cta Giam déc Cong ty.

— Khong tai str dung hoac ban phé liéu cac loai giéy to, tai liéu cé chira dung céc
thong tin lién quan dén kinh doanh, tai chinh, ké toan, k¥ thuat, thuc don, ché do
chinh sach ... cia Cong ty. Phai hily tai liéu néu hét thoi han hodc khong can

thiét phai luu trir.

CHUONG VI
KHEN THUONG - KY LUAT LAO PONG -
XU LY KY LUAT LAO PONG — TRACH NHIEM VAT CHAT

Picu 23: Nguyén tic thi dua
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. Thi dua 13 dong luc lam don bay thuc ddy cho su san xuat kinh doanh. Vi vay,

viéc xét khen thudng va thi dua nham khuyén khich ting ning suét lao dong va

bao dam chat luong hiéu quéa cong viée ciing nhu chdp hanh dung ndi quy.

. Toan bd ndi dung trong cudén NJi quy nay s€ lam can cir d€ xem xét thi dua hang

thang, hang quy va hang nam cho tap thé va ca nhan.

. Xét thi dua phai danh gia két qua lao dong ting ci nhan sau d6 tap thé bicu

quyét.
Sau khi c6 két qua két luan cua tap thé, truong bd phan s& thong bao PHCNS

xem x¢€t lai r61 mai chuyén 1én Gidm doc.

. C& nhan, tap thé co6 quyén khiéu nai va yéu cau xem xét viéc binh chon thi dua

cua by phan minh.
T4t ca cac bién ban xét tuyén thi dua trong thang ctia bd phan cham nhat 13 vao
ngay 05 cua thang sau dé trinh 1én Giam déc, sau thoi gian trén viéc binh xét xem

nhu khong hop 1€.

Diéu 24: Tiéu chuin dé xét thi dua

1.

3.
4.

Hoan thanh t8t nhiém vu duoc giao, dat nang suét chat lugng hi¢u qua kinh té,
tich cuc phat huy sang kién, cai tién ky thuat va 4p dung vao quy trinh phuc vu.
Chép hanh t6t ndi quy - ky ludt ciia Cong ty, c6 tinh than trach nhiém, chi dong
trong cong viée, doan két twong tro gitp d& dong nghiép.

Tich cyc tham gia cac phong trao trong don vi.

Cé¢ tinh than cau tién, hoc tap nang cao trinh do chuyén mon, ngoai ngir.

Piéu 25: Quy dinh binh xét thi dua

l.

Nhiing tiéu chuan cu thé dé cin ctr binh xét hang thang va tiy theo murc do cua
mdi ca nhan ma bd phan Xép loai

+ Thuc hién gio l[am viéc va ca lam viéc.

+ Pdng phuc, bang tén, vé sinh c4 nhan.

+ V¢ sinh noi lam viéc.

+ Mim cudi va lich sy khi phuc vu.
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+ 4+ o+ o+ o+

K¥ nang va nang lyc lam viéc.

Chap hanh k¥ luat va thyuc hién cac quy dinh ciia Cong ty.
Tinh than gitip d& dong nghiép.

Tinh trung thanh va tinh than trach nhiém.

Str dung va bao quan trang thiét bi, nguyén vt liéu.

S6 cong 1am viéc trong 1 thang. (Nguweoi lao dong c6 tir 1 dén 3 ngay/ thang

nghi khéng c6 Iy do thi loai C. Va nghi tir 5 ngay hodc céng don xép loai D.)

2. Nguoi lao dong do dm dau bénh tat, tai nan rui ro, cudi hoi, ma chay, nghi phép

theo ché dg, cong tac, van dugc xEp loai.

3. DPénh gia cua trudng bd phan khong phai 1a két qua cudi cung. Phong HC-NS s&

ra soat, thong bao cac ca nhan vi pham trong thang dé danh gia xép loai lan cudi

(sai pham lan dau nhdc nhé va xép loai B, hai lan xép logi C, ba lan tro di xép

loai D, néu tdi pham nhiéu lan bi dwa ra xi 1y ky ludt va khéng xép loai).

4. Két qua danh gia va binh xét hang thang 1a can cir dé xép loai nhan vién va bo

phan trong nam.

+ Nhan vién xuét sic cua nam: tir da 10 thang tr& 1én dat loai A.
+ Nhan vién tt cua nam: tir da 8 thang trd 1én dat loai A.

+ Nhan vién khé cua nam: tir du 6 thang tré 1én dat loai A.

+ Nhan vién trung binh: tir du 4 thang trd 1€n dat loai A.

+ Nhan vién yéu kém: dudi 4 thang dat loai A.

+ Tap thé lao dong xuat sic: trén 85% ca nhan xuit sic nam.

+ Tap thé lao dong tdt: trén 75% ca nhan xuit sic nam.

Diéu 26: Khen thuéng:

Nhan vién thuc hién mdt trong nhitng thanh tich sau s€é dugc khen thudng:

Thanh tich xuét sic trong céng viéc duoc giao (thudng hang thang).

Ngan chédn va xt 1y thanh cong cac tinh huong khan cap dé bao v¢ tinh mang,
cua cai cua khach hang,cua Cong ty va cua nhan vién.

Pong gop ¥ kién sang tao mang lai hiéu qua kinh doanh cho Khach san.

30



- Pa dé xuét nhimg cai tién dé tiét kiém trong hoat dong kinh doanh.

— GOp phan vao sy an toan an ninh cho Khach san va nhan vién.

Céc phan thudng khac:

- Thang chtrc phu hop vé1 kha ndng cuia nhan vién.
- Céc phan thuong mang tinh khich 1& d6t xuét.

- Thuong L&, Tét va cac ngay ky niém khac.

Piéu 27: Nguyén tic ky luit:

Khéch san tin tudng vao viéc ap dung hinh thirc ky luat mang tinh xay dung, trudc

hét 1a giup nhan vién bang cach dua ra nhiing 15i khuyén, hinh thirc gido duc thich

hop dé nhan vién nhan biét 161 Iam cia minh ma stra d61 nham duy tri tinh than doan

két tai noi lam viéc.

Tuy nhién, tuy thudéc vao sy nghiém trong cua 161 vi pham va thai do ctia nhan

vién. Cong ty c6 thé 4p dung cac hinh thirc ky luat dé vira dam bao loi ich va sy lanh

manh cua ky luat tai Cong ty.

Céc hinh thtrc ky luat ¢ thé dugc 4p dung rong rii song phai dam bao cong bang,

chinh xac. Hinh thirc ky luat 12 bién phéap lua chon cudi cing.

l.

Khéng dugc ap dung nhiéu hinh thte xtr 1y ky luat lao dong ddi véi mot hanh vi
vi pham ky luét.

Khi nguoi lao dong dong thoi c¢o nhidu hanh vi vi pham ky luat lao dong thi chi
ap dung hinh thuc ky luat cao nhat twong ing v6i hanh vi vi pham ning nhat.
C4m moi hanh vi vi pham than thé, nhan phim cta ngudi lao dong khi xur 1y vi
pham ky luat lao dong.

P6i voi nhitng hanh vi vi pham giy anh huong nghiém trong, dic biét dén tai
san, loi ich, uy tin cua Cong ty thi phai xem xét trach nhiém lién déi cia nguoi ¢o

lién quan va nguoi quan 1y cap trén tryc ti€p cua ngudi vi pham.

. Viéc ky luat va thuc hién nghia vu bdi thuong duoc thyc hién ké ca khi ngudi sir

dung lao dong va ngudi lao dong dang lam cac tha tuc chdm dat quan hé lao
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dong. Trong moi truong hop phai dugc giai quyét trude khi hoan thanh thi tuc

chdm dit quan hé lao dong.

6. Khong dugc xtr 1y ky luat lao dong ddi véi ngudi lao dong dang trong thoi gian
sau day:

a. Nghi 6m dau, diéu dudng; nghi viéc dugc sy dong ¥ cua ngudi sir dung lao
dong;

b. Pang bi tam gitr, tam giam,;

c. Pang chod két qua cta co quan c6 tham quyén diéu tra xac minh va két luan
d6i v6i hanh vi trom cap, tham 6, ddnh bac, ¢d ¥ gdy thuong tich, sir dung ma
tuy trong pham vi noi lam viéc, tiét 160 bi mat kinh doanh, bi mat cong nghé,
xam pham quyén s& hitu tri tué ctia ngudi st dung lao dong, c6 hanh vi gay
thiét hai nghiém trong hodc de doa gay thi¢t hai dac bi€t nghiém trong veé tai
san, loi ich cuia nguoi sir dung lao dong.

d. Lao dong nit co thai, nghi thai san; nguoi lao dong nudi con nhd dudi 12
thang tuoi.

7. Khéng xir 1y ky luat d6i v6i nguoi lao dong vi pham ky luat lao dong trong khi
mic bénh tdm than hodc mot bénh khac 1am mat kha nang nhan thic hoac diéu

khién hanh vi cua minh.

Picéu 28: Cac hinh thire xir Iy ky luat

Moi truong hop vi pham Noi quy lao dong déu bi xem xét ky luat. Tty theo tinh
chat, mic d6 vi pham ma ngudi b1 vi pham bi xtr 1y theo mot trong cac hinh thurc
sau:

+ Cap d6 1: Khién trach.

+ Cap d6 2: Kéo dai thoi han nang lwong khong qua 06 thang; cach chirc.

+ Cap d6 3: Sa thai.

Piéu 29: Thim quyén xir Iy ky luat
1. Giam ddc Cong ty co quyén dinh chi cong viéc cia CBCNV khi xét thay viéc vi
pham c6 tinh chat phuc tap.
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2. Giam ddc co thé uy quyén cho nguoi khac xir Iy ky luat lao dong theo hinh thirc
khién trach (cap do 1). Cac hinh thirc khac chi duoc iy quyén khi Giam ddc di

vang va phai bang van ban.

Picu 30: Xo6a ky luit, giam thoi han chap hanh ky luit lao dong

1. CBCNV bi khién trach sau 03 thang, hodc bi xur 1y ky luat kéo dai thoi han nang
luong 06 thang, ké tir ngay bi xur 1y, néu khong tai pham thi duong nhién duoc
x6a ky luat. Truong hop bi cach chuc thi sau thoi han 03 nam, néu tiép tuc vi
pham ky luat lao dong thi khong bi coi 1a tai pham.

2. CBCNV bi xtr Iy ky luat kéo dai thoi han nang lwong sau khi chap hanh duoc
mot nira thoi han néu stra chira tién bo, co thé duoc nguoi st dung lao dong xét

giam thot han.

Pi¢u 31: Nhirng hanh vi vi pham bi xir Iy ky lut cap d 1 (Khién trach)

1. Vi pham thoi gio 1am viée, hiéu qua cong viéc, né nép, tic phong lam viéc.
Tu ¥ bo viéc, roi khoi noi lam viée khong c6 1y do chinh dang (bao gdm hét thoi gian
cong tac/nghi phép/nghi ché do ... ma khong dén cong ty 1am viéc); tu ¥ bo hoc dang
trong thot gian duoc cir di hoc, dao tao.

Khong thuc hién ding thu tuc xin phép nghi, khai man 1y do xin nghi phép va bi cong
ty phat hién sau khi tién hanh xac minh.
Khong bdo dam gid lam viéc ma khong cé 1y do chinh déng.
St dung gio 1am viée dé giai quyét viéc riéng (ké ca goi dién thoai di dong, di chuyén
sang cac khu vyc khac khong c6 phan sy) ma khong duge phép ctia ngudi sir dung lao
dong hoac quan ly truc tiép, da duoc nhic nhé 2 lﬁn/théng.
Do 15i ban than (chu quan, so suat) ma khong hoan thanh khéi lugng, chat luong hoic
tién d6 duoc giao hodc anh huéng dén uy tin ciia Cong ty.
Khong kip thoi thuc hién ché do bao cdo, thong ké thude chirc trach cong viée dugc
giao, nghia vu phai lam hodc khi c6 yéu cau cia cap quan ly.
Khéng chip hanh ménh 1énh cong tac ctia can bd quan 1y truc tiép du Iy do dua ra
khong dugc chap nhan.
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C6 hanh vi xtic pham nhan pham, danh dy hodc xdm pham than thé ctua dong nghiép,
cap quan 1y va khach hang trong quan hé cong viéc.
Cira quyén, hach dich, sach nhidu, gy phién ha cho dong nghiép hoic ddi tac trong khi
giai quyét cong viéc.
C6 hanh vi gy réi tinh duc hoic phan biét ching toc, gidi tinh.

2. Vipham trat tu cong ty.
Mac trang phuc khong dung quy dinh.
Hut thudce trong gio lam viéc, tai chd lam viéc.
Uéng hodc say ruou bia, dén noi lam viéc trong tinh trang c6 men rugu bia trir cac
truong hop tiép khach do Giam déc chi dinh.
An ubng tai chd lam viéc.
Pi cong tac bén ngoai hodc ra ngoai c6 viéc riéng trong gid 1am viéc ma khong co Gidy
phép ra cong.
Khong tuan thu sy kiém tra ra vao cong cua nhan vién Bao vé.
Tu ¥ dua nguoi khong c6 phan sy, nhi€ém vu vao noi lam vi¢c ma chua dugc phép.
Gay r6i hodc c6 hanh vi kich dong nguoi khac giy réi tai noi 1am viéc hoic trong khu
vuc Cong ty ma mirc d§ khong nghi€m trong.
Tu ¥ dan, thdo d& cac thong béo, viét, v& ndi dung khong lién quan 1én bang théng bao
cua COng ty.
Str dung cac hinh thire dé ca do, an tién tai cong ty, noi lam viéc.

3. Vi pham vé an toan, vé sinh lao ddng, sir dung cac phwong tién lam viéc.
Khong tuan thu cac quy dinh vé an toan, vé sinh lao dong, thuc hanh tiét kiém khi sir
dung cac trang thiét bi, cong cu dung cy, van phong phém tal noi lam viéc.

Tu ¥ st dung, thao tac may moc thiét bi khi chua c6 chi thi cép trén, anh huong dén an
toan lao dong.
Str dung cac phan mém khong can thiét cho cong viée tai may tinh ctia Cong ty.
4. Vi pham vé bao mét, bio vé tai san.
Str dung phuong tién, tai san cua Cong ty khong ding muc dich, quy dinh.
Str dung tén cong ty trong giao dich/thyc hién cong viéc vi muc dich cé nhan.
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Tu y hodc xui ngudi khac 1at xem nhimng ho so, tai liéu khong thudc pham vi trach
nhiém minh quan ly.
Thao d&, thay d6i vi tri may moc, thiét bi, tai san ctia Cong ty ma khong duoc phép cia
Ban giam ddc/bd phan dugc phan cap quan 1y/khong c6 1y do chinh dang.
Tu y dua phuong tién, tai sdn cia Cong ty, khach hang ra ngoai pham vi da dugc quy
dinh nhung chua gay hau qua nghiém trong.
Lam hu hong hodc dé nguoi khac xAm pham lam hu hong cac phuong tién, tai san duoc
giao quan 1y nhung chua gay hau qua nghiém trong.

5. Vi pham khac.
C6 hanh vi bao che, tao diéu kién, khong ngan chin, khong bao cdo cip c6 thaim quyén
khi thay vi pham ky luat ciaa CBCNV duéi quyén hodc cia CBCNV khac.
Quan 1y khong t6t dé nguoi lao dong dudi quyén vi pham ky luat lao dong.
Vi pham quy dinh khac cua Cong ty hoac vi pham gay thi¢t hai cho Cong ty dudi 2 tri¢u
d6ng (trir vi pham theo Piéu 32, Piéu 33 ctia ban Noi quy nay).

Piéu 32: Nhirng hanh vi vi pham bi xir 1y ky luat cap do 2 (Kéo dai thoi han nang

lvong khong qua 06 thang; cach churc)

1. Nguoi lao dong bi xur 1y ky luat cip d6 1 ma tai pham trong thoi gian con hiéu
luc.

2. Thiéu trach nhiém khi thyuc hién cong viéc/lam sai I¢ch sb sach chimg tir dan dén
gay thiét hai vé nguoi, tai san cia Cong ty co tri gia khong qua 10 thang luong toi
thiéu ving do Chinh phu quy dinh.

3. Tham 6, trom cip/ hanh vi lién quan dén tham 6, trdm cép tai san, nguyén vat liéu
ciia Cong ty/khach hang, dbi tac, ddng nghiép c6 tri gia khong qua 10 thang
lwong t6i thiéu ving do Chinh phu quy dinh.

4. Pé mat, hu hong hoic dé 16 thong tin cho c4 nhan/ bd phan khac vé ho so, tai lidu
da duoc giao quan ly.

5. Vi pham ché d6 quan 1y tai chinh, sir dung tién tap thé vao muyc dich ca nhén.

6. Tham gia vao cic vu dan xép mua ban trai phép/tiép tay cho ngudi ngoai 14y cap

vat tu, tai san ctia Cong ty/khach hang/ddi tac.
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7. Loi dung quan hé giira Cong ty va khach hang, d6i tac hoic loi dung uy tin cta
Cong ty dé nhan viéc riéng cho minh hodc ngudi than/ban bé minh.

8. Trong thoi gian 1am viéc cho Cong ty dong thoi 1am viée cho bén c¢6 loi ich ddi
lap voi Cong ty hodc tham gia cac hoat dong dan dén lam phuong hai loi ich, uy
tin cua Cong ty.

9. Cap quan ly khong/cham giai quyét cong viéc trong kha ning, quyén han, trach
nhiém gay thiét hai vé tai san/ anh huong dén cong viéc/ giam uy tin cia cong ty
du da nhan duoc bao cao, xin chi thi cua cép dudi vé cac van dé cép bach, chinh
dang.

10.C4 y truyén dat thong tin khong chinh xac gy mat doan két noi bo/ giam uy tin
cong ty.

11.Xi giuc, uy hiép nguoi khac 1an cong, bii cong hodc xin nghi c¢é to chic.

12.Khéng chap hanh ménh Iénh to chirc, diéu hanh san xuat kinh doanh cia cép
quan ly.

13.Hanh hung hodc de doa, uy hiép, lam nhuc nhéan phém nguoi su dung lao dong,
d6ng nghiép.

14.CH ¥ truyén ba virut vi tinh vao hé théng mang ctia Cong ty. Truy cap vao may
tinh ctia ddng nghiép khi chua dugc phép.

15.Tang trit, lvu hanh, mua ban, truyén ba va st dung vii khi, chat nd, chat chdy, vin
hoa pham ddi truy va cac chat cam khac trong pham vi Cong ty ma khong dugc

phép.

Picu 33: Nhirng hanh vi vi pham bi xir Iy Ky lut cip dd 3 (Sa thai)

1. Nguoi lao dong bi xu 1y ky luat cip d6 2 ma tai pham trong thoi gian con hiéu
luc.

2. Nhan héi 16, tham 6, trém cip/lién quan dén tham 6, trom cap tai san, nguyén vat
liéu ctia Céng ty, khach hang/dbi tac, dong nghiép trong pham vi noi lam viéc
gay thiét hai nghiém trong véi gia tri vuot qua 10 thang luong téi thiéu ving do

Chinh phu quy dinh.
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3. Chu tam kim him hoat dong san xuét kinh doanh ctia Cong ty gay thiét hai
nghiém trong v&i gia tri thiét hai vuot qua 10 thang luong téi thiéu ving do
Chinh pha quy dinh hodc ¢b y gdy thuong tich voi khach hang, dbi tic, CBCNV
trong pham vi Cong ty.

4. Thiéu trach nhiém khi thyc hién cong viéc/lam sai 1éch s6 sach, chung tir gdy
thiét hai vé nguoi, tai san cua Cong ty voi gia tri vuot qua 10 thang luong tbi
thiéu vang do Chinh phu quy dinh.

5. Vi pham nguyén tic quan 1y thong tin mat. Xam pham quyén so hitu tri tué, tiét
16 bi mat kinh doanh, bi méat cong nghé ctia nguoi sir dung lao dong.

6. Su dung ma tiy trong pham vi Cong ty.

7. Nguoi lao dong ty ¥ bo viéc 05 ngay cong don trong mot thang hoic 20 ngay
cong don trong mdt nim ma khong c6 1y do chinh dang. Cac 1y do dugc xem la
chinh dang bao gém: thién tai, hoa hoan, ban than, than nhan (bé, me dé/ bd, me
vO; ché)ng/vq/con cai ké ca con nudi) bi dm c6 x4c nhan cla co s& kham bénh,

chita bénh c6 thAm quyén.

Piéu 34: Trach nhiém vat chit
Ngoai viéc bi ky lut, nguoi vi pham gdy hau qua vat chét thi phai chiu trach

nhiém boi thudng thiét hai xay ra.

- Ddi v6i cac truong hop bat kha khang thi khong phai bdi thuong.

- Dai voi nhitng truong hop vi pham nodi quy lao dong 1an dau tién gay ra hau qua
khong dang ké (v6i gia tri khong qua 10 thang luong t6i thiéu ving do Chinh phu
quy dinh) thi tily theo nguyén nhan dan dén sai pham ma cong ty c6 mirc phat cu
thé, nhung khéng vuot qua 03 thang tién lwong va bi khiu trir hang thang vao
luong.

- Dai voi nhitng truong hop nguoi lao dong vi pham ndi quy lao dong gay ra thiét
hai vé tai san ctiia Cong ty co gia tri twong ddi 16n (voi gia tri vuot qua 10 thang
lwong t6i thiéu ving do Chinh phu quy dinh), anh huong dén hoat dong san xuét
kinh doanh ctia Cong ty, cong ty s€ 1ap bién ban; can ctr vao mure do, gia tri thiét

hai ma nguoi gay thiét hai s& phai bdi thudng cho Cong ty mot cach thoa dang.
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- Phuong thirc boi thuong thiét hai: trir dan vao tién luong hang thang nhung mirc
khau trir khong vugt qua 30% tién luong ciia ngudi lao dong sau khi trich nop
cac khoan BHXH bét budc, BHYT, BHTN, thué thu nhép.

- Poi voi cac truong hop vi pham Noi quy lao dong gdy hau qua nghiém trong,
vuot qua khung quy dinh trén, thi ngoai viéc ngudi lao dong phai boi thuong vat

chat con ¢ thé bi truy to ve trach nhi€ém hinh su.

CHUONG VII
NHUNG QUY PINH RIENG POI VOI LAO PONG NU

Pi¢u 35: Bao vé thai san va nghi thai san.

Sau thoi gian quy dinh da cam két (Nhan vién nit d ky Hop dong lao dong véi
Cong ty thi phai sau 12 thang lam viéc méi duge sinh con). Cong ty khong yéu cau
nhan vién nt mang thai tr thang thr 07 trd 1€n, dang nudi con dudi 12 thang lam
tang ca, lam ca dém, di cong tac xa.

Nhén vién nit mang thai tir thang thir 07 tr& 1én s& duoc chuyén sang cong viée
khac nhe nhang hon néu thiy phu hop hoic duoc giam bdt 01 gio lam viéc hang
ngdy ma van duoc huong du luong.

Nhan vién nit duge nghi trude va sau sinh 1a 06 thang, néu sinh déi tré 1én thi
tinh tir con thir 2 trd di, ¢ mdi con, ngudi me dugc nghi thém 01 thang. Thoi gian
nghi trude khi sinh t6i da khong quéa 02 thang.

Trong trudng hop stc khoe chua dam bao c6 thé xin nghi thém nhung phai c6
gidy x4c nhan cta y té&. Nhan vién nit sau khi sinh co thé di lam trudc ngay nghi theo
quy dinh (dd nghi it nhat 04 thang) nhung phai c6 gidy chimg nhan cta bac s.

Trong thdi gian nghi thai san, lao dong nir dugc hudng ché d6 thai san theo quy

dinh cua phap luat vé BHXH.

Piéu 36: Quyén don phwong chim dirt, tam hoin HPLD ciia lao dong nir mang

thai.
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Lao dong nit mang thai néu c6 xac nhan cua co s& kham bénh, chira bénh c6

tham quyén chimng nhan ti€p tuc lam viéc s€ anh hudng xau tdi thai nhi c6 quyén

don phuong chdm dut hop dong hodc tam hodn thyc hién HPLD. Thoi han ma lao

dong nir phai bao trudc cho ngudi sir dung lao dong tuy thude vao thdoi han do co so

kham bénh, chita bénh c6 thim quyén chi dinh.

PHAN III
THUC HIEN

Cép quan ly

Pho bién thuong xuyén ban Noi quy lao dong nay t6i timg thanh vién trong b
phan, don ddc nhic nhéd can bd nhan vién thudc bd phan minh thuc hién N1
quy lao dong va theo doi thyc hién.

Giam dbc Cong ty quyét dinh stra d6i, bd sung Noi quy lao dong cho phi hop
v6i cac Quy dinh méi cta phap luat nha nude va thuc tién hoat dong san Xuét

kinh doanh.

Phong Hanh chinh - Nhan sw

Té chirc hoc tap, hudng dan ndi dung Noi quy lao dong cho can b cong nhan
vién. Don dbc, nhic nhd, danh gia viéc thyc hi¢n Noi quy lao dong cia Céan
bo cong nhan vién.

Cap nhat nhitng thay ddi ctia phap lut chinh sach Nha nudc dé tham muu cho

Giam dbc diéu chinh Noi quy lao dong cho phu hop.

Can bg cong nhan vién

Poc, hiéu va ky vao ban cam két thuc hién Noi quy lao dong va cac quy dinh
cua Cong ty.

Thyuc hién nghiém tac cac quy dinh trong NoO1 quy lao dong va cac Quy dinh
khac ctua Cong ty.

C6 nghia vu thong bao ngay cho P.HC-NS bt cir su thay d6i nao vé noi & va

s0 di¢n thoai lién lac, dé phuc vu cho viéc quan ly nhéan su.
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PHAN IV
PHU LUC
Phu luc 1: Pon xin nghi phép

COANG HOOA XAO HOAI CHUU NGHOA VIEAT NAM
Noic ladip — T6i do — Hainh phutic

NON XIN NGHZA PHEUP

Kinh goui - Giaum fioéc fiieau hagnh Khauch sain;
- Phoong Haenh chinh - Nhaan sof;
- Tr6otng phoeng/ Bod phaidn: ........................

Tean toai lag:

Ngagy sinh:

Bod phain coang tauc:

Toai xin f66ic nghe: -------------- ngagy, tog ngagy ----- /-----/ 20......... fiean ngagy ----- /--==-/

Trong fiou:
Toai xin ngha pheup naém ------ lag ----- ngagy, ngha khauc fi6dic hoding 166ng lag
_____ ngaQY9
ngha khoang hoo6ing 166ng lag ------- ngaogy.
Noa fiiedm noi ngha pheup:
Lyu do xin nghe pheup:

Sau thoei gian ngha pheup toai sed fii lagm fiutng thoei gian quy fionh.
Toai xin chadn thagnh catim 6n !
Hao Tonh, ngaoy...... thaung...... naém

Phui trauch boi phain 2012
Ngo6ooi vieat iion

40



Phoeng TC — HC Giaum fioac duyeit

Soé ngaegy f60ic nghe pheup naém ......... lag
......... ngagy

Soa ngaegy ngha n66ic hooling 166ng lag .........
ngagy

Soa ngagy fii iddeng lag: ......... ngagy

Soa ngaey ngha khoang h6oling 166ng lag .........
ngagy

Tiean tagu, xe fii laii lag ........ccccceveeneeene. fioang

Phu luc 2: Gidy dé nghi lam thém gio

C.ty tnhh tm&DV Céng hop x, héi chii nghUa ViOt Nam
tréng thi §éc IEp - Tu do - H'nh phéc
Hu TUnh, nguy ...thng ... n'm ........
§O nghP Ipm viOc t'ng ca
Bé PhEN: ..o
Théi gian lpm viOc: TO .....oovvveennnnn... 0 ) N
. )2
LY Q07 ottt et s
Danh s,ch CBNV tang ca:
Stt Hi vp t*n C«ng viOc Ghi cho
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DuyOt Phing TC-HC Tréng bé phEn

Phu luc 3: Gidy phép ra cong

TRUONG THO HOTEL
Add: 1A Highway, Ky Anh Town, Ha Tinh Province
Tel: +84.39.373.9999. Fax: +8439373.7979

Email: truongtho_hotel@yahoo.com

TRUONG THO HOTEL Web: truongthohotel.vn

* & Kk

ACCESS/LEAVE PERMISSION
(Gidy phép ra cong)

Mr./Ms.: Position: Department:
Anh/Chi Chitc vu Bo phan
Is authorized to go out of TruongTho Hotel premises for the hotel business as
assigned by HOD

Puoc phép ra khéi Khdch san d@é thuwce hién céng viéc do Trwdng bo phan phdn cong
Purpose/Muc dich:
From/Tir: : Am/Pm To/Pén___:  Am/Pm Date/Ngay:
Uniform/Déng phuc:

o Yes/Co
0o No/Khong

Employee’s signature/Chir ky ciia nhan vién:

H.O.D’s signature/Chir ky cua truong bo phan:

H.R.D’s signature/Chir ky cua PHC-NS:

For Securiry ONLY/DANH CHO BO PHAN BAO VE

Go out/Di ra Return/7ro vao

Time/Thoi gian: .............. Time/Thoi gian: ..............
Date/Ngay: ......./.......J........ Date/Ngay: ......./.......J........
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Security's signature/ Securitys
Chir ky cua bo phdn signature/ Chir ky
bao vé cua bo phan bao vé

Remarks/Ghi chu: Remarks/Ghi chu:

Phu luc 4: Bang danh gia két qua lam viéc nhan vién

ASSESSEMENT RECORD
PHIEU PANH GIA KET QUA CONG VIEC
Thang 10/ 2013

NAME (TR RAGN VIER) : «cccuueiiineiiieiiieeiiiastiensetsssesessessssssstossssosssessssosasss sasesnssssnssssssssnssasssssnnsonse
POSITION (ChikC danhy) : ......cooeueiiiniiineiiiniiieaieisetosssssssscsessosssssssssssssosssss sasosssssssssssasosssssssssssnsss
i Mflxscpre Ratiﬂng Notes (Ghi chu)
TT KEY PERFORMANCE AREA (Nhiing tiéu chi thé hién chinh) (Diém toi da) ( Diém
danh gia)

Personal appearance: Uniform, name tag, shoes, tie, hair combed properly,
personal hygiene, make-up, general posture, smile (Dién mao cd nhin: Pong 10
phuc, bang tén, gidy, cd vat, cach chdi toc hop Iy, vé sinh cd nhan, trang diém,
fir thé téng quat, ny cuoi).
Cleanliness, tidiness & orderliness of working area (Su sach sé, ngdn ndp,
trdt ty tai khu vuc lam viéc)
Behavior & attitude: smile, cheerfulness, courtesy, politeness, honesty,
punctuality, full attendance, no personal phone calls (Hanh vi va thdi do: nu 10
cuol, sy phcfn khoi, lich su, 1é phép, chan thdt, dung gio, ludn tham gia ddy du,
khong co cac cudc goi dién thogi ca nhan ra bén ngoai)
Discipline: respect of procedures, hotel regulations, department rules,
colleagues and hierarchy (Ky ludt: tudn thu cdc quy trinh, ndi quy, quy dinh cia 20
Khach san, cia Bo phdn, va thir tu ccfp bdc)
Initiative & Motivation: flexibility, interest in general, conscientiousness,
language and ant1c1pat10n (Sdng tao va dong co lam viéc: tinh linh hoat, tinh 5
chu todn doi voi cong viéc, quan tam vé nhiing cdi chung, tinh ngay thing,
dodn true cdc tinh hudng sé xay ra...)
Job knowledge & Quality of work: consistency, working speed, efficiency,
updating of data, handling situations, sense of responsibility and sense of 15
6 saving (Sw am hiéu va chdt heong céng viéc: Sw nhat qudn trong cong viéc,

hiéu qua cong viée, cdp nhdt théng tin, xir 1y cdc tinh huéng phat sinh, tinh

than trach nhiém, ¥ thive tiét kigm)

Team spirit: attitude towards colleagues, general helpfulness, reaction to extra
7 duties, cooperation (Tinh than dong dgi: thai dé doi véi dong nghiép, sw gilip 10
do chung, phdn 1ing voi cdc nhiém vu phat sinh, hop tac)
Guest Relations: tactfulness, ability of handling problems, good cooperation
with other departments’ secretaries & supervisors, assisting the management & 10

8 HODs (Quan hé khach hang: lich thiép, kha ndang xu Iy cac van dé, ¢6 sie hop
tdc tot voi cac thu ky, giam sat, tro' [y va truong Cdc B¢ phdn)
9 Communication: ability of handling conflicts, feed back to HOD,

open-minded, telephoning skill (Sw truyén dat thong tin: khd ning gidi quyét 5
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cdc xung dot, phan héi lai cho treong bé phdn, san sang tiép thu cdi méi, ky

nang sir dung giao tiép qua dién thoai, b dam)

Total days of work to be paid: (Tong s6 ngay cong duoc hiéng lwong)

- >=26: 15 points (26 ngdy cong tré lén: 10 diém) 10
- from 23 to below 25: 8 points ( tir 23 d‘éh dudi 25: 8 diém)

- below 23: 5 points (du6i 23 ngay: 5 diém)

VERBAL WARNING _ 1 3n 1/ The first time:  Trir 05 diém.

DEDUCTION )
TRU KHI BI KY LUAT

- Lén 2/ The second time: Trir 10 diém.

MIENG - Lin 3/ The thirth time:: Trir 15 diém.

WRITTEN WARNING DEDUCTION/ TRUKHI BI KY LUAT BANG VAN BAN

TOTAL/TONG: 100
OVERALL RATING / PHAN HANG TONG QUAT

CHU KY CUA TRUONG BQ PHAN

CHU KY CUA PHONG NHAN SU

A: diém > 90; Hang B: 85 < diém < 90; Hang C: 70 < diém < 85; Hang D: diém < 70

Phu luc 5: Bién ban vi pham Ngi quy lao dong

CTY TNHH TM&DV TRUONG THQ CONG HOA XA HQI CHU NGHIA VIET NAM

KHACH SAN TRUONG THOQ Péc lap - Tu do - Hanh phiic

BIEN BAN VI PHAM NOI QUY

Hom nay, vao lac....... gio....... phut, ngay....... thang...... nam 201....

Chung t6i gdm co:

D ONZ (BA)e i Chirc
L4
2)  ONZ (BA)):e i, Chtrc
L
Ngoai ra con ¢ sy chimg kién ctia Ong (BA):........oeeeeeee e
HaGn L. o,



Bién ban két thic vao ltc.......... gio......... phut cung ngay

Bién ban dugc doc rd cho nhimg ngudi c6 lién quan cung nghe, déng thoi cong nhan 1a
ding va cung ky dudi day.
Nguwoi vi pham Ngudi chirng kién Nguwai 1ap bién ban

Phu luc 6: Ban tw kiém diém c4 nhan

CTY TNHH TM&DV TRUONG THQ CONG HOA XA HQI CHU NGHIA VIET NAM

KHACH SAN TRUONG THOQ Péc lap - Tw do - Hanh phiic

BIEN BAN TU KIEM DPIEM CA NHAN

Nay t61 ty kiém di€ém ban than voi nhitng sy viéc xdy ra nhu sau:
Trinh bay su viéc xay ra:

Hau qua do sai pham xay ra:



Ghi cha: Co6 ba hinh thie ky luat ... ,ngay......... thang.......... nam........
- Khién trach (Nguwoi viét kiém diém ky, ghi ré ho tén)

- Kéo dai thoi han nang luong khong qué 6
thang; cach chirc
- Sa thai

Phu luc 7: Bién ban hop xir ly ky luat lao dong

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

., Ngay.... Thang..... Nam.....

BIEN BAN
Xir ly vi pham ky luit lao dong

Cudc hop xem xét xir Iy vi pham ky luét lao dong d6i véi ong (ba) bit dau luc..... gio. ..
ngay... thang.... nam...... 170 SRS
I. Thanh phan dll’ hop gom:

1. Nguoi sir dung lao déng hodc nguoi dwoc ngueoi sir dung lao déng uy quyen.

H o BN L
Chue vy hodce chirec danh: ...
Theo uy quyén sé ......... ngay...... thang.... ndm........ (neu ¢6 vin ban uy quyén).

2. Pai dién Ban chdp hanh c¢ong doan co sé hodc Ban chdp hanh lam thoi trong don vi.

5 a0 1<) o
Chtrc vu hodc chiltc danh: ... e
3. Duong su.

HoO Bn: L
Chirc vu hodc chiltc danh: ... e
Do VI LM VIEC: ..
CONg VIEC Gang LA ... i e
4. Cha hodc me hodc nguoi do dau hop phdp, néu dwong sw dwdi 15 tudi.

5 o0 1<) o
Chlrc danh: ...
Noi lam viéc hodc noi thuong trll: ... e
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5. Nguweoi bao chita cho dwong sw (néu co).

3 (0 2 1< o
Chirc vu hodc chirc danh: ... .
DON VI CONE TAC. ..ttt e e
6. Nguwoi lam chitng (néu co).

HoO B . e
Chirc vu hodc chlrc danh:. ... ..o e
Don vi cONg tAC hOAC NOT CU T .o.uiiee e et ee e
7. Nguwoi dwoc nguoi sw dung lao dong moi tham du.

5 o0 1<) o
Chlrc vu hodc chiltc danh: ... e
DOn VI CONE LAC. o.eti i e

I1. N§i dung:
1. Puong su trinh by ban twong trinh dién bién si viéc (can ghi ré cdc ndi dung) nhue:

Hanh vi vi pham, mtc d6 vi pham, nguyén nhan, hinh thac ky luat lao dong.... Trong
truong hop duong sy khong c6 ban tuong trinh thi nguoi st dung lao dong trinh bay bién ban
su viéc xdy ra hoac phat hi¢n.

2. Nguoi sir dung lao déng chitng minh 16i ciia ngueoi lao dong (can ghi ré mét s6 néi dung)
nhu:

Hanh vi vi pham, mirc d6 vi pham, hinh thirc ky luét lao dong..... Truong hop boi
thuong trach nhiém vat chat thi ghi mtc do thiét hai (tinh gia tri bang tién Pdng Viét Nam),
phuong thic bdi thudng....

3. Nguoi lam chirng (néu c¢6) can trinh bay cu thé nhiing néi dung cé lién quan dén sir viéc xdy

ra.

4. Nguoi dai dién Ban chap hanh cong doan co so hodc Ban chap hanh 1am thoi trong don vi,

nguoi bao chira cho duong su, duong su (can ghi rd viéc ngudi st dung lao dong chiing minh

161 cua ngudi lao dong dung hay sai voi quy dinh ctia phap luat).

5. Két ludn cudi ciing ciia nguwoi sir dung lao dong. .
Hanh vi vi pham k}”,/ luat, muac do vi pham, hiph thure ky luat lao dong. ‘Tru:(‘)’ng hop boi

thuong trach nhiém vat chat: mac do thiét hai, mic boi thuong, phuong thire boi thuong.

6. Bao luu ¥ kién cta cac thanh phan tham du (néu co).

7. Két thiic cude hop vao luc.... gio..... ngdy.... thang.... nam........
Puwong su Pai dién BCH Cong doan co sé& Thu trwéng don vi
(ky tén, ghi ro ho, (ky tén, ghi ro ho, tén) (ky tén, ghi ro ho tén)
tén)
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Phu luc 8: Quyét dinh xir Iy vi pham ky luit lao dong

Tén don Vi.............. CONG HOA XA HOI CHU NGHIA VIET NAM
SO.......... / Doc 1dp - Tu do - Hanh phuc

.., Ngay.... Thang..... Nam.....

QUYET DPINH CUA GIAM POC CONG TY
V¢ viéc thi hanh ky luat lao dong

- Can ctr B6 Luat Lao dong di dugc sira doi, b sung nam 2012;

- Can cu Nghi dinh sO 41/CP ngay 06 thang 7 nam 1995 cua Chinh phu quy dinh chi
tiét va huong dan thi hanh mot s6 diéu cua Bo Luat Lao dong vé ky luét lao dong va trach
nhiém vat cht, Nghi dinh s6 33/2003/ND-CP ngay 02 thang 4 nam 2003 cta Chinh phu sua
d6i, bd sung mot sd diéu cua nghi dinh sé 41/CP ngay 06 thang 7 nim 1995 ctia Chinh phu;

- Can ctr Théng tu s6 19/2003/TT-BLDTBXH ngay 22 thang 9 nim 2003 ctua B Lao
dong - Thuong binh va Xa hoi hudng dan thuc hién mot s didu ciia Nghi dinh s6 41/CP ngay
06 thang 7 nam 1995 cua Chinh pha quy dinh chi tiét va huéng dan thi hanh mot sé diéu cia
B6 Luat Lao dong vé ky luat lao dong va trach nhiém vat chit da duogc sira doi, bd sung tai
Nghi dinh sé 33/2003/ND-CP ngay 02 thang 4 ndm 2003 ctia Chinh phi;

Cin cur diéu 1 T6 chirc va hoat dong cia Cong ty TNHH TM&DV Trudng Tho;
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QUYET PINH:

Trinh d§ chuyén mon dugc dao tao: .......oooviiiiiiiii e,

MUC A0 PRAM 101 ... eveen et

Hinh thitc Ky TuQt: ..o o e

Trach nhi€ém vat chat (NEU CO): ..ot e

Piéu 2: Thoi han thi hanh ky luat lao dong ké tir ngav

Picéu 3: Quyét dinh nay c6 hiéu lyc ké tir ngay ky;

thanao

1%
nam

MaEu sb:

Céc ong (ba) trudng pho, phu trach cac bo phan

04-03-QCHC/KB/F02
.............. ; phong HC — NS;

chiu trach nhiém thi hanh Quyét dinh nay.

GIAM bOC CONG TY

PHE DUYET
Nguwoi phé duyét Nguoi kiém tra Nguwoi soan thiao
Ho tén Ho tén Ho tén
Chitc danh: ........ooooooviiiennnn. Chtrc danh: ..........ccooennnnnee. Chtrc danh: ..........oooovviinnn.
NEAY coeeeeiieeeeeeeceee NEAY e, NEAY covieeeieeeeeeeeeee e
PHAN PHOI
Noi nhan Noi nhan

|y

[]
[]
[]
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[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
[] []
THEO DOI SUA DOI
L?m?sfra Néi dung sira doi Trang Ngay Phé duyét
doi stra doi hiéu luc stra doi
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XAC NHAN

(Phan nay dwoc nhdn vién ky xac nhan va

lwu lai trong ho so cd nhan tai phong nhdn sw Khach san)

Lam viéc tai by phan/phong/ban: ..........ccocoviiiiiiiiiiiieeeeee e,
Pa nhan va doc ky cubn ndi quy lao dong trudce khi thuc hién nhiém vu.
To6i dong ¥ cac diéu khoan va diéu kién di dugc quy dinh va xin cam két

thyc hién nghi€ém tic cac ndi dung da deé ra.

Chit ky nhan vién e e

SO nhan vién e e e e,
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Ngay

Chit ky

Ngay
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