NOI DUNG CUA NOI QUY LAO PONG

I. KY LUAT LAO PONG

Muc 1. Thoi gio lam viéc va nghi ngoi.

Piéu 1: Biéu thoi gian 1am viéc trong ngay:

- S6 gio lam viée trong ngay: 8 tiéng

- S6 ngay lam viéc trong tuan: 5 ngay. Tir thir Hai dén thtr Sau.
- Thoi diém bat dau 1am viée trong ngay: 07h

- Thoi diém két thic 1am viéce trong ngay: 16h30h chiéu.(c6 thé ting ca)
- Thoi gian nghi ngoi trong ngay: 12h00° — 13h 30°

Piéu 2: Ngay nghi hiang tuin:

Chiéu thr 7 va ngay Cha nhat.

Piéu 12: Nhirng quy dinh khac:

1. Ruou va céc chat kich thich

- Cong ty ngan cam hoan toan vi€c san xuat, phan phdi hodc str dung céc chat

con va thude 14 bat hop phép trong cong viéc.

- Nguoi lao dong co biéu hién bi tac dong cua cOn hodc céc loai thude bt hop

phap s& khong dugce cho lam vi¢c va phai bi xtr 1y ky luat theo quy dinh.
2. Banh bac

- Theo nguyén tic ctia Cong ty, bai bac s& khong dugc cho phép va bt ctr
nguoi lao dong nao tham gia vao cac hoat dong nay s€ phai chiu cac hinh thirc

ky luat.

3. Thong tin ca nhan:



- Cac thong tin lién quan dén trinh d va viéc lam cua moi ngudi lao dong voi

cong ty sé duoc luu trit boi Ban Giam Ddc Cong ty.

- Cic thong tin ca nhan s& duoc giir kin hoan toan va chi dugc truy xuét béi cac
gidi chirc ¢6 tham quyén va ngudi lao dong cua Cong ty. Du trong bat ky hoan
canh nao nguoi lao dong cling khong dugc phép ndp cac tai li€u cua ho ma

bang cach d6 cho phép ho co thé thay doi thong tin va vian ban.

- Cép trén c6 thé muon tai liéu c4 nhan khi c¢6 1y do chinh dang va cac tai liéu
cap dudi quyén hay nhimg ngudi cé lién quan t6i bd phan ciia ho. Cap trén

phai bao dam 1a khong c6 nguoi khac sir dung cac tai li¢u nay.

- Mot ngudi lao dong c6 thé duoc phép xem tai liéu cuia minh khi c6 su hién

dién cua cap trén hodc Giam Poc.
Muc 3. An toan lao dong — V¢ sinh lao dong & noi lam viéc
Diéu 13: Trach nhiém ciia ngudi sit dung lao dong:

- Cong ty phai bdo dam vé sinh trong moi truong lam viéc va an toan cho nguoi

lao dong, bao dam strc khoe cho nguodi lao dong.
- Cong ty to chirc kham strc khoe dinh ky hang niam cho ngudi lao dong.
Pi¢u 14: An toan lao dong:

- Tat cd moi nguoi phai nghiém tic tuan thu cac quy dinh, tiéu chuan vé an

toan lao dong.

- Nguoi lao dong c6 quyén tir chdi hodc roi bo noi lam vi¢e khi thay o cd nguy
co xdy ra tai nan lao dong, de doa tinh mang hodc strc khde ciia ban than hoac

cho nhirng nguoi khac cho dén khi su c6 duoc khic phuc.

- Ngudi lao dong c6 bénh duge phép dé nghi xin nghi dé bao dam an toan cho

nguoi lao dong do cling nhu nhitng ngudi khac.



- Lanh dao c6 trach nhi¢m bao dam thyuc hi¢én trang bi bao hiém lao dong theo

quy dinh ctia phap lut vé an toan va vé sinh lao dong, bao vé mdi truong.

Piéu 15: V¢ sinh lao dong:

- Trudce khi roi khoi chd 1am, ngudi lao dong phai vé sinh noi 1am viéce, kiém
tra thiét bi dién, nudc tai chd. Bao dam cac thiét bj da duoc tat, khéa can than.

- Nguoi lao dong phai chiu trach nhi¢ém bao dudng, v€ sinh cac thiét bi dién tai

cho lam viéc.

- Nguoi lao dong phai chiu trach nhi¢m gitr cac thiét bi dién tai chd lam viéc

sach s€.
* Phong chay chira chay:

- Ngudi lao dong phai triét dé chap hanh cac quy dinh, quy ché vé phong chay

chita chay.

- Khong dugc mang vat d& chdy nd vao Cong ty va dic biét nghiém cim hut

thudc 14 trong phong 1am viéc.

Muc 4. Bao vé tai san va bi mat Cong nghé¢ kinh doanh ciia Doanh nghié¢p
Piéu 16: Bio vé tai san:

- Nguoi lao dong trong Cong ty phai trung thuc, that tha, chiu trach nhiém bao

vé tai san Cong ty; néu lam thit thoat, hu hong thi phai boi thuong.

- Nguoi lao dong khong dugc phép mang cac dung cu, mady moc, van ban va
bat ky tai san nao ctia Cong ty ra khoi vin phong ma khong co sy dong ¥ cia

cap trén.
Diéu 17: Giit bi mit cong nghé, kinh doanh:

- Trong khi dang 1am viéc cho Cong ty, ngudi lao dong khong dugc tiét 16 hodc

yéu cau tiét 16 cac thong tin bi mat thudc quyén so hitu cua Cong ty vé khach



hang hoic nha cung cip cho nhitng ngudi khong coé quyén han hoidc bt cir ai

ngoai trir nhirng nguoi duge khach hang cho phép hay co quan phép luat.

- Vi du vé cac thong tin thudc quyén sé hitu va thong tin bi méat bao gdm nhung
khong gi6i han, ké hoach kinh doanh, qua trinh kinh doanh, danh sach khach
hang, thong tin ngudi lao dong, cac thong tin khong dugc cong bo trong qua
trinh thué mudn nguoi lao dong, cac théng tin vé khach hang, k¥ thuat va cac

hé théng bao gdm cac chuong trinh ctia Cong ty.

- Ngin ngira viéc ¢b v hay khong cb y tiét 10 cac thong tin vé quyén so hitu va
thong tin bi mat bang cach giam tdi thiéu rai ro, nguoi lao dong khong c6 tham

quyén truy xudt vao cac thong tin nay, cac phuwong phap

phong ngtra s€é dugc thuc hién dé bao dam cac cong viéc gidy to lién quan tdi
cong vi¢c va cac van ban dugc tao ra, sao chép, ban fax duogc luu trir va huy bo

theo quy dinh ctia Cong ty.

- Viéc ra vao ving lam viéc va truy xuit méay tinh s& duoc diéu khién hop 1y.
Nguoi lao dong khong duoc phép thao luin vé cac van dé nhay cam hodc céc
thong tin mat ¢ noi cong cong nhu thang may, hanh lang, nha hang, nha v¢ sinh

va cac phuong tién di chuyén cong cong.

- Bdo mat thong tin khach hang 1a wu tién hang diu cia moi ngudi trong Cong

ty.

- Moi nguoi phai bao vé, tuy thudc vao murc do an toan nghiém ngat, cac thong

tin can duoc bao mat ma khach hang cung cip cho ho.

- Cong ty c6 nhiing nguyén tac riéng cam két véoi khach hang va xir 1y cac dinh
nghia, tai li¢u, gidm sat, va quan ly an toan cac tai san thong tin nay. Tat ca
nguoi lao dong c6 trach nhiém hiu rd va tuan thu cac nguyén tac va cach xu ly

nay.

II. HANH VI VI PHAM KY LUAT LAO PONG, HINH THUC XU LY
KY LUAT LAO PONG



1. Cac hanh vi vi pham ky luat lao dong:
- Vi pham ndi quy vé thoi gian lam viéc, thoi gian nghi ngoi ctia Cong ty.

- Khéng chip hanh ménh 1énh diéu hanh céng viéc ctia nguoi st dung lao
dong, néu ménh lénh nay dung va khoéng anh huéng cho doanh nghiép hay bat

ky ca nhan nao vé tai san va tinh mang.
- Vi pham noi quy vé an toan lao dong va v¢ sinh lao dong.
- Vi pham quy dinh v€ bao v¢ tai san va bi mat cong ngh¢ cua Cong ty.

- Co6 hanh vi trdm, tham 6 va pha hoai cong ty.

2. Hinh thtc xtr 1y:

a. Hinh thtc khién trach bang miéng:

Dbi v6i cac trudng hop vi pham ky ludt 1an dau, nhung khong gay ra hau qua
nghiém trong anh hudng dén hoat dong san xuat kinh doanh ciia Cong ty. Céc

vi pham ky ludt sau s& dugc khién trach bang miéng:
- bi tré vé sém hon gid 1am viéc quy dinh 7 1an trong mot thang

- Ra khoi cong ty trong gid 1lam viéc 5 lan trong mot thang ma khéng co su

ddng y cua lanh dao, ngoai trir trudng hop khan cép va 1y do chinh déng.
- Nghi viéc khong 1y do 2 ngay cong don trong mot thang
- Gay mét trat ty trong gio 1am viéc.

- Phong thai va trang phuc khong thich hgp véi cong viéc cling nhu noi lam

viéc.

- C6 thai do khiém nha ddi v6i khach hang, cap trén va dong nghiép.



- Khéng tuan tha cac quy dinh, tiéu chuan vé an toan, vé sinh lao dong di quy

dinh 0 Piéu .....,.....,.....trong Bang ndi quy nay.
b. Hinh thire khién trach bang van ban:

Néu vi pham céc 16i néu trén 1an tha hai trong vong 1 thang hodc vi pham lan

dau (muc d6 ning) cac hinh thirc vi pham sau:
- Str dung danh nghia Cong ty cho viéc riéng.

- Khong hoan thanh nhiém vu, cong viéc dugc giao ma khong c6 1y do chinh

dang.

- Khong chap hanh ménh 1énh cta nguoi st dung lao dong.

- Pong pham, che du cac hanh vi vi pham quy dinh ctia Cong ty.

- Céan trd giao dich gitra cong ty va khach hang, va nguoc lai.

- Gia mao chung nhén cia Béc si hodc nhiing gidy to khac dé lira dbi cong ty.

- Cai hoac danh nhau véi nguoi khac trong gio 1am viéc hodc tai noi lam viéc.

- Vi pham diéu..., ..., ... 3 quy dinh trong Bang ndi quy nay.

c. Hinh thirc kéo dai thoi han nang luong khong qua 6 thang hodc chuyén lam
cong tac khac c6 murc lwong thap hon, trong thdi han tdi da 1a 6 thang hoic
cach chuc: duoc ap dung d6i voi nguoi lao dong da bi khién trach bang van ban

ma van tai pham trong thoi gian 3 thang ké tir ngay bi khién trach.
d. Hinh thirc sa thai:

- C6 hanh vi trom ca"lp, tham 6, tiét 10 bi mat cong ngh¢ kinh doanh hoac co

hanh vi khac gay thiét hai nghiém trong vé tai san, loi ich ctia Cong ty...

- Nguoi lao dong bi xtr 1y ky luat kéo dai thoi han nang luong, chuyén lam
cong viéc khac ma tai pham trong thoi gian chua x6a ky luat hodc bi xur ky luat

cach chuc ma tai pham.



- Nguoi lao dong tu y bo viée 5 ngdy cong don trong mot thang va 20 ngay
cong don trong mot nam ma khong duoc sy dong ¥ ctia Giam Pdc hoic khong

c6 ly do chinh dang.
e. Hinh thirc tam dinh chi cong tac cua nguoi lao dong:

- Dbi véi nhitng vi pham c6 tinh chét phtc tap, néu xét thy dé ngudi lao dong
tiép tuc lam viéc s& gay khé khan cho viéc xac minh, Giam ddc cong ty co

quyén dinh chi tam thoi cong tac ctia nguoi lao dong.

- Thoi han tam dinh chi cong viéc khong dugc qua 15 ngay, truong hop dac
biét cling khong dugc qua 3 thang. Trong thoi gian d6 nguoi lao dong dugc tam
g 50% tién lwong trudc khi bi dinh chi cong viéc. Hét thoi han tam dinh chi

cong viéc, nguoi lao dong phai dugc tiép tuc lam vigc.

- Néu c6 16i ma bi xir 1y ky luat lao dong ciling khong phai tra lai s6 tién da tam

ung.

- Néu nguoi lao dong khong c6 18i thi ngudi st dung lao dong phai tra du tién

lwong va phu cip luong trong thoi gian tam dinh chi cong viéc.

3. Trinh ty x1r 1y ky luét lao dong:

a. Nguyén tic: can ct theo diéu ...... Nghi dinh....../..../CP ban hanh ngay
..... [

- Mbi hanh vi vi pham ndi quy lao dong chi bi xtr Iy mot hinh thtc ky luat
twrong tng. Khi ngudi lao dong 6 nhiéu hanh vi vi pham ky luat lao dong dong
thoi chi 4p dung hinh thic ky luat cao nhat tvong ung véi hanh vi vi pham

ning nhat.

- Khong xtu 1y ky luat lao dong dbi v6i ngudi lao dong vi pham ndi quy lao
dong trong khi méc bénh tdm than hoic mot bénh khac ma mat kha nang nhan

thirc hay kha niang diéu khién hanh vi ctia minh.



- CAm moi hanh vi xac pham than thé, nhan pham cta nguoi lao dong khi xir Iy

ky luat lao dong.

- Cam dung hinh thirc phat tién thay viéc xtr 1y lao dong.
- Cam xur 1y ky luat vi Iy do tham gia dinh cong.

b. Trinh ty xtr Iy vi pham ky luat lao dong:

Trude khi nguoi st dung lao dong ra quyét dinh ky ludt lao dong bang miéng

hodc bang van ban doi véi ngudi vi pham phai tuin theo cac quy dinh sau:

- Nguoi stir dung lao dong phai chimg minh dugc 18i cia ngudi lao dong bang

cac chung cur hodc nguoi lam chung.

- Puong sy phai ¢6 méat va cd quyén tu bao chita hodc nho luat su, bao chira
vién nhan dan hodc ngudi khac bao chita. Néu dwong su van viang mit sau 03
lan thong bao bang vin ban (mdi lan cach nhau 10 ngdy), thi nguoi stir dung lao

dong co quyén xir Iy ky luat va thong bao quyét dinh ky luat cho dwong su biét.

Phai ¢ sy tham gia cia dai dién Ban chdp hanh Céng doan co s, trir trudng

hop xir 1y vi pham ky luat lao dong theo hinh thirc khién trach bang miéng.

- Trong khi xur 1y ky luat phai 1ap thanh bién ban, bao gdm céc ndi dung chu

yéu sau:
* Ngay, thang, nam , dia diém xur 1y vi pham ky lut.
* Ho tén, churc vu ciia nhiing ngudi ¢ mat

* Hanh vi vi pham ky luét lao dong, murc d vi pham, muc dd thi¢t hai gay ra

cho cong ty (néu co).
c. Tham quyén xtr Iy ky luat lao dong:

- Giam ddc 1a ngudi c6 tham quyén xu 1y ky luat lao dong. Khi Giam Péc di
vang s& uy quyén cho Phé Giam Pdc (co gidy uy quyén) c6 tham quyén xir Iy

ky luat lao dong.



- Béi véi trudong hop xir 1y vi pham ky luat lao dong phai ra quyét dinh bang
van ban thi ghi rd thoi han ky luat. (Trir hinh thirc khién trach bang miéng)

- Péi v6i truong hop sa thai, phai ¢ quyét dinh ky luat va gti bién ban xu 1y
ky luat dén So Lao dong thwong binh va xd hoi trong thoi han 10 ngay ké tir
khi ra quyét dinh sa thai.

III. TRACH NHIEM VAT CHAT:
- Pbi véi truong hop bét kha khang thi khong phai boi thuong.

- Péi v6i nhing trudng hop vi pham ndi quy lao dong lan dau tién gay ra hau
qua khong dang ké (dudi 5 tridu dong), thi tiy theo nguyén nhin dan dén sai
pham ma cong ty c6 muc phat cu thé, nhung khong vuot qua gia tri phan tai

san bi thiét hai.

- P6i véi nhitng truong hop ngudi lao dong vi pham ndi quy lao dong, giy ra
thiét hai vé tai san cua cong ty cb gid tri twong ddi 16n (hon 5 triéu ddng), anh
huéng dén hoat dong san xuat kinh doanh cua cong ty, cong ty s& 1ap bién ban;
can cir vao muc do, gia tri bi thi¢t hai, nguoi gay thiét hai s€ phai boi thuong

cho cong ty mdt cach thda dang.

- Phuong thirc bdi thudng thiét hai: s& trir dan vao luong hang thang cta nguoi
lao dong, mdi 1an trir khong vuot qua 30% luwong thang d6. Néu trong thoi han
boi thuong ma ngudi lao dong co6 thai do tich cuc, khéc phuc hau qua do minh

gay ra thi Cong ty s& xem xét lai muc boi thuong.

- Béi véi trudong hop vi pham ndi quy lao déng gy ra hau qua nghiém trong,
vuot qua khung quy dinh néu trén, thi ngoai viéc ngudi lao dong phai boi

thuong ngay cho Cong ty, ma con cé thé bi truy td vé trach nhiém hinh su.

VL. PIEU KHOAN THI HANH:



- Noi quy lao dong lam co s& dé Cong ty quan Iy nhan vién, diéu hanh san xuét
kinh doanh va xir 1y cac truong hop vi pham vé ky ludt lao dong ctia doanh

nghiép.

- Cac don vi thanh phﬁn, tuy thudc vao dac diém san xuat — kinh doanh ctia don
vi, cu thé hoa ndi quy lao dong cho phut hop véi thuc té, nhung khong duoc trai
vo1 Noi quy lao dong ctuia doanh nghiép va phap luat lao dong cling nhu phéap

luat khac c6 lién quan cuia nha nudc Cong Hoa Xa Hoi Chu Nghia Viét Nam.

- Noi quy duge phd bién dén timg nguoi lao dong, moi nhan vién co trach
nhiém thi hanh nghiém chinh ndi quy nay. Pau tranh ngin chin moi hanh vi

gdy thiét hai dén san xuét kinh doanh, an ninh trat tu cua doanh nghiép.
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