CONG TY [TEN DOANH NGHIEP]

SO: ...../20xx/QC-VH

QUY CHE CHAM CONG

Ap dung cho khoi bdn 18 / F&B — ca linh hoat

Chwong I. QUY DINH CHUNG

Diéu 1. Muc dich
Quy ché nay nhdm hwdng dan viéc xép lich ca linh hoat, chdm céng theo gi® thue té (hourly) va quan ly tham
hut gi® cong dbi v&i nhan vién 1am viéc tai clba hang/chi nhanh ban 1€, nha hang, quan &n/dod udng (F&B).

Diéu 2. Pham vi va déi twong ap dung
Ap dung dbi v&i nhan vién ban hang, phuc vu, pha ché, thu ngan va cac vi tri 1am viéc theo ca tai cra hang/chi
nhanh, bao gdm ca lao ddng part-time va full-time.
Diéu 3. Giai thich ttr ngiv
o “Gi® cong thue t&”: sb gid 1am viéc dwoc ghi nhan qua chdm cong vao — ra thwe té clia nhan vién.
e “Calinh hoat”: ca lam viéc dwoc xép theo nhu cAu kinh doanh thuec té, c6 thé thay dbi theo tuan.

e “Tham hut gi® cong”: phan chénh léch githa sb gi® cong thuc té va sb gid cong dwoc xép lich/cam két
trong ky.

Chworng 1. XEP LICH CA LINH HOAT

Diéu 4. Nguyén tac xép lich

Lich lam viéc dwoc Quan Iy clra hang xay dwng theo tudn, cdn clr vao khung gi® cao diém/thap diém, nhu cau
kinh doanh thuc té va sb gio dang ky cla tirng nhan vién (part-time/full-time). Lich ca dwoc cong bd trén
phan mém/bang tin clra hang t6i thiéu 03 ngay trudc khi ap dung.

Diéu 5. Khung ca tham khao

Casang 06h00 11h00
Catrua 11h00 15h00
Ca chiéu 15h00 19h00
Ca t6i 19h00 23h00

Ghi chu: khung gio ca diéu chinh theo gic mé/dong clra thurc té cla tirmg diém bdn; cdc ca ¢ thé chdng I14n (gdi ca) vao
khung gi® cao diém.

Diéu 6. D6i ca gitra nhan vién

Nhan vién ¢ thé chi ddng trao ddi ca véi ddng nghi@p cung vi tri/cling clra hang, thong bao va dwgc Quan ly
ca/clra hang phé duyét triwdc khi ca dién ra tdi thiéu 04 gicr. Ngwdi nhan ca chiu trach nhiém hoan toan vé

viéc chAm cdng va thwe hién cong viéc trong ca d3 nhan.

Chwong lll. CHAM CONG THEO GIO THUC TE
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Diéu 7. Phwong thipc chdm cong

Nhan vién chAm céng vao/ra ngay khi bat dau va két thic ca tai thiét bi chAm cong clia clra hang (may chdm
céng/POS/tng dung). Lwong dworc tinh theo sb gid cong thwe té& d3 chdm; trwdng hop chdm cong léch qua
10 phut so v&i lich ca d3 duyét ma khong cé xdc nhan clla Quan ly ca, thdi gian chénh Iéch khéng dworc tinh

cong.

Diéu 8. Nghi gilra ca
Ca lam viéc lién tuc tlr 06 gi® tré 1én dwoc nghi gitra ca tdi thiéu 30 phut; thdi gian nghi gitka ca khong tinh

vao gi® cong néu nhan vién r&i hoan toan khdi vi tri lam viéc.

Chwong IV. QUAN LY THAM HUT GIO’ CONG

Diéu 9. Xac dinh tham hut gi® cong

Tham hut gi® cong 13 phan chénh |&ch gilra s6 gi® cong thwc té nhan vién d3 1am trong ky so v&i sb gidy cong
duwoc xép lich/cam két theo hop ddng (dinh mirc gio/tudn dbi vdi part-time, hodc dinh mlrc gid/thang dbi
v&i full-time).

Diéu 10. Xtr ly tham hut gi®» cong

e Tham hut do nghi cé phép/da dang ky trwdc: dwoe b ca trong tudn/thang theo sap xép clia Quan Iy
clra hang, khong trir lwong néu bu da gié trong ky luvong.

e Tham hut do tw y bd ca/di tré khong ly do: khdng dwoc bu gi®, trir lwong twong (ng sb gi® thiéu va tinh
vao danh gia vi pham.

e Tham hut gi® cdng vro't qua 20% dinh mirc gid/thang trong 02 thang lién tiép: Quan Iy khu vire xem xét
lai lich phan ca hodc hinh thirc hop déng clla nhan vién.

Chwong V. XU’ LY VI PHAM
Piéu 11. Cac mipc xtv ly
o Ditré ca dwdi 15 phat: nhac nhd; ttr 15 phat trd 1&n: trir gi®? cong twong (rng thoi gian di tré.
¢ BO ca khdng bao trwdrc: trir toan bod gi® cong clia ca, nhac nhd bang van ban ttr 1an vi pham thir 2.

o Nh& ngwdi khac chdm cong hd: xt Iy ky luat theo NOi quy lao ddng, cé thé xem xét chdm dirt hop dong
lao dbng.

Chwong VI. DIEU KHOAN THI HANH

Diéu 12. Hiéu Iwc thi hanh

Quy ché nay c6 hiéu lwc ké ti ngay ...../...../20xx. Quan Iy clra hang/chi nhanh cé trach nhiém phd bién dén
toan thé nhan vién va gidm sét viéc thwe hién; Phong Van hanh/Nhan sw dbi chiéu di liéu chdm cong va gidy
coéng dinh ky hang thang.

Noi nhén:
- Toan thé CBNV (dé thwc hién);
- Lwu: HC-NS.

[Dia danh], ngay ...... thdng ......nam ......
GIAM POC VAN HANH / GIAM BDOC NHAN Sy
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(Ky, déng déu, ghi ré ho tén)
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