, CONGTYCAPNUGC§AN3NJ A CONG HOA XA HOI CHU NGHIA VIET NAM
TRACH NHIEM HUU HAN MOT THANH VIEN DPoc 1ap — Tu do — Hanh phiic
CONG TY CO PHAN CAP NUOC TRUNG AN

DU THAO

NOI QUY LAO PONG
(Ban hanh kém theo Quyét dinh sé /OD-TA-TCHC, ngay thang nam 2021
ciia Cong ty Cé phan Cap nwée Trung An)

- Cin ct B¢ luat Lao dong sé 45/2019/QH14 ban hanh ngay 20/11/2019;

- Cancu Nghi dinh sb 145/2020/ND-QP ngay 14/12/2020 cua Chinh phu yé Viéc
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Bo Luat Lao dong vé diéu kien
lao dong va quan h¢ lao dong;

- Can ctr Thong tu 10/2020/TT-BLDTBXH ngay 12/11/2020 quy dinh chi tiét va
huéng din thi hanh mot sé diéu cua B Ludt Lao dong vé nodi dung cua hop dong lao
dong, hoi dong thuong luong tap thé va nghé, cong viéc co anh hudng x4u téi chirc ning
sinh san, nudi con;

- Can ct to chirc san xuat kinh doanh va t chirc lao dong trong doanh nghiép;

Sau khi trao d6i va théng nhat y kién véi dai dién Ban chap hanh Cong doan, Giam

déc quyét dinh ban hanh Noi quy lao dong dé thyc hién trong pham vi Cong ty C6 phan
Céap nuoc Trung An (Cong ty);

CHUONG I
NHUNG QUY PINH CHUNG

Pi¢u 1. Muc dich ban hanh Ndi quy lao dong

Noi quy lao dong l1a van ban dinh ché dugc ban hanh quy dinh céc van dé vé to chir,
thye hién quan hé lao dong gitta Nguoi sir dung lao dong va Nguoi lao dong, ky luat lao
dong va cheé tai xur ly vi pham ky luat lao dong duogc ap dung tai Cong ty C6 phan Cap
nude Trung An (goi tat la Cong ty).

Diéu 2. Pham vi diéu chinh va d6i twong ap dung

1. No1 quy lao dong nay dugc ap dung d6i v6i nguoi lam viée tai Cong ty theo cac
hinh thic hop dong lao dong, hop dong (thoa thuan) thtr viéc hoac tap nghe, goi chung la
Nguoi lao dong.

2. Nhitng van dé phat sinh chua dugc quy dinh trong Noi quy lao dong nay, thi phai
giai quyéet theo thoa thuan tai hop dong lao dong, B¢ luat lao dong va cac van ban phap
luat hién hanh c6 lién quan.

3. Ngoai No1 quy lao dong nay, Nguoi lao dong phai tuén thu cac quy ché, quy dinh,
quy trinh nghiép vu, hudng dan... ciia Cong ty; thuc hién dung va day du nhiing nghia vu,
cam két trong Hop dong lao dong va Thoa udc lao dong tap thé.
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CHUONG II
QUY PINH VE THOI GIO LAM VIEC, THOI GIO NGHI NGOI
Piéu 3. Thoi gio 1am viée
1. Thoi gio lam viée tai Cong ty 1a: 08 gid trong mdt ngdy, tuan lam viée 40 gid
2. Tuy theo tinh cht cong vige, don vi cong tac, Cong ty sap xép ngudi lao dong
lam viéc theo mot trong hai ché d6 thoi gio 1am viéc nhu sau:

a) Lam vigc theo gio hanh chinh: dugc chia lam 02 budi trong ngay, lam viéc tir Thi
Hai dén Thur Sau hang tuan, cu thé:

+ Sang: tir 07 gid 30 phut dén 11 gid 30 pht;
+ Chiéu: tir 13 gio 00 phut dén 17 gio 00 phut.

Pbi voi Nguoi lao dong truc tiép san xuat (nhu doc s6, thu tién) c6 thoi gian lam
viéc tuy theo khoi lugng cong viée trén dia ban dugc phan cong thi gio lam vi¢e bat dau tu
07 gio 00 phut dén 15 gio 00 phut.

Nguoi su dung lao dong co trach nhiém bao dam gidi han thoi gian lam viée tiép
xuc vdi yéu to nguy hiém, yéu t6 doc hai dung theo quy chuan ky thuat qudc gia va phap
luat co lién quan.

Sau khi tham khég) y kién cua t(f) chuc dai dién tap thé lao dong, gio 1am viéc hanh
chinh cua Cong ty c6 thé dugc thay doi cho phu hgop vdi quy dinh clia co quan nha nude
c6 tham quyén hodc phu hop voi tinh chat cong viéc cua Nguoi lao dong dugc thé hién
trong hop dong lao dong. Khi cé su thay do6i, Cong ty sé dang ky lai véi S& Lao dong
Thuong binh va Xa héi TpHCM.

b) Thoi gio lam viéc ban dém hodc ca 3 dugc tinh tir 22"00 dén 06"00 sing ngay
hom sau.

3. Lam thém gio: Nguoi str dung lao dong co thé thoa thuan véi Ngudi lao dong lam
thém gio nhung phai: bao dam sd gio [am thém ciia ngudi lao dong khong qua 50% sd gio
lam vi¢c binh thuong trong 01 ngay; truong hop ap dung quy dinh thoi gio 1am viée binh
thuong theo tudn thi tong s6 gid lam viéc binh thudng va sb gio 1am thém khong qua 12
gio trong 01 ngay; khong qua 40 gio trong 01 thang va bao dam sO gio lam thém cua
nguoi lao dong khong qua 200 gio trong 01 ndm, trr mgt s truong hop dac bi¢t do Chinh
phu quy dinh ( khoan 3, diéu 107, muc I chwong VII- Bo Ludt Lao dong nam 2019) thi
dwoc lam thém gio khong qua 300 gio trong 01 nam).

a) Xt ly, khic phuc su cb Xéy ra trong hoat dong san xuat-kinh doanh;

b) Giai quyét cong viéc cap bach nhung khong thé tri hodn nham dap ung tinh hinh
san xuét-kinh doanh trong cac dip L&, Tét hoic do yéu ciu dot xuit cua hoat dong san
xuat-kinh doanh;

Viée t6 chtc lam thém gid, tong sb gid lam thém va tién lwong lam thém gid duoc
thuc hién theo ding quy dinh cua phap luat lao dong hién hanh. Trong truong hop do yéu
cau cap thict caa hoat dong san xuat- kinh doanh, Cong ty s& thoa thuan véi Nguoi lao
dong lam viéc ngoai gio vao ngay nghi hoac cac ngay L¢ (khi cé su dong y cia nguoi lao
dong) thi Cong ty s€ tra luong lam thém gio theo phép ludt quy dinh.

Ngoai ra, Nguoi st dung lao dong co quyen yéu cau ngudi lao dong 1am thém gio
vao bat ky ngay nao ma khong bi gii han vé sd gio 1am thém theo quy dinh tai Diéu 107

cua B luat Lao dong va nguoi lao dong khong duoc tur chéi trong trudng hop quy dinh tai
bicu 108 B luat Lao dong:
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- Thuc hién 1énh dong vién, huy dong bao ddm nhi€ém vu quéc phong, an ninh theo
quy dinh cua phap luat;

- Thyc hién cac cong viéc nhé‘ltp bao v¢ tinh mang con nguoi, tai san ciia co quan, td
chtrc, ca nhan trong phong ngtra, khac phuc hau qua thién tai, héa hoan, dich bénh nguy
hiém va tham hoa, trir truong hop c6 nguy co anh huong dén tinh mang, strc khoe cua
nguoi lao dong theo quy dinh ctia phap luat vé an toan, v¢ sinh lao dong.

Diéu 4. Thoi gio nghi ngoi

1. Nghi trong gio lam viéc:

Q) Dbi voi Nguoi lao dong lam viéc theo gio hanh chinh, thoi gian nghi trua gitra 02
budi lam viée (tor 11 gio 30 phut dén 13 gio 00 phut) khong dugc tinh vao thoi gio lam
Viéc.

_ b) Thoi gio lam viéc binh thudng khong qua 08 gid trong 01 ngay va 40 gio trong 01
tuan duogc nghi gitra gid it nhat 30 phut, tinh vao thoi gio lam viéc.

c) Ngoai thoi gio nghi ngoi trong ca lam viéc binh thuong theo quy dinh, nguoi lao
dong lam viéc ban dém thi dugc nghi ca it nhat 45 phut lién tyc, thoi gian nghi gitra ca
dugc tinh vao thoi gio lam vi€e. Trudce khi chuyén sang ca khac, nguoi lao dong duge nghi
it nhat 12 gio.

d) Ngay nghi hang tuan: 12 ngay thir bay va chu nhat. Trong thoi gian do yéu cu cip
thiét cua hoat dong san xuat kinh doanh, Cong ty s€ thoa thuan v&i1 nguoi lao dong lam

viéc vao ngay thir bay, cha nhat thi tra lwong thém gio d6i véi nhing ngay thu bay, chu
nhat da 1am viéc theo quy dinh tai Diéu 98 ctia Bo Luat Lao dong, cu thé:

_ d1. Nguoi lao dong lam thém gio duoc tra luong tinh theo don gia tién luong hoic
tién luong thyc trd theo cong viéc dang lam nhu sau:

a) Vao ngay thudng, it nhat bang 150%;
b) Vao ngay nghi hing tuan, it nhit bang 200%;

¢) Vao ngay nghi 18, tét, ngay nghi co6 hudng luong, it nhit bang 300% chua ké tién
luong ngay e, tét, ngay nghi c6 hudng lvong doi voi nguoi lao dong hudng luong ngay.

d.2 Nguoi lao dong lam viéc vao ban dém thi dugc trd thém it nhat béng 30% tién
luong tinh theo don gid tién lvong hodc tién lvong thuc tra theo cong viéc cia ngay lam
viéc binh thuong.

d.3 Nguoi lao dong lam thém gid vao ban dém thi ngoai viéc tra luong theo quy dinh
tai khoan 1 va khoan 2 Diéu nay, nguoi lao dong con dugc tra thém 20% tién luwong tinh
theo don gia tién luong hodc tién lwong theo cong viéc lam vao ban ngay cia ngay lam
viéc binh thuong hodc cta ngay nghi hing tuin hodc cla ngdy nghi 18, tét.

e) Dbi v6i lao dong nit co thai hodc nudi nhé dudi 12 (muoi hai) thang tudi thi thoi
gian nghi dugc quy dinh nhu sau:

I. Cong ty khong dugc sir dung lao dong nir c6 thai tir thang thir bay hodc dang
nudi con dudi 12 thang tudi lam thém gid, 1am viéc vao ban dém va di cong tac
Xa;

ii. Lao dong nit nudi con nho dudi 12 thang tudi, lao déng nit 1am cong viéc ning
nhoc khi ¢6 thai dén thang thr bay thi duoc chuyén lam cong viéc nhe hon hoac
giam bot 01(mdt) gid 1am viéc hang ngay ma van huéng du luong va cac khoan
thu nhap khac (néu co) theo quy dinh ctia Cong ty;
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iii. Lao dong nir dang trong thoi gian hanh kinh thi moi ngay duoc nghi thém 30
phut, ma van hudng da luong va cac khoan thu nhap khac (néu c6) theo quy dinh
cua Cong ty.

2. Ngay nghi hang tudn:

Nguoi lao dong dugc nghi 02 ngay vao ngay Thir Bay va Chu Nhét. Trong truong
hop do yéu cau cip thiét ctua hoat dong san xuat-kinh doanh, Cong ty s& thoa thuan lam
viéc ngay thur bay va chu nhat voi Nguoi lao dong va dam bao thuc hién ding cac quy
dinh vé tién lvong 1am thém gid hoidc ap dung viée nghi bu vao cac ngay khac trong tuan
theo quy dinh phap luat lao dong hién hanh. Riéng d6i vO1 nguoi lao dong giao két theo
hinh thirc luong khoan hogc theo san pham thi van co thé ap dung quy dinh nhu trén vé
ngay nghi hang tuan (nhung khong thuc hi¢n tra lvong thém gio, ma ap dung ché do nghi
bu), ma nguoi lao dong van phai dap ing cac chi ti€u giao khoan trong thoi han cu thé da
giao keét.

3. Ché d nghi phép hang nim:

3.1. Nguoi lao dong co thoi gian lam vi€e tai Cong ty tir du 12 thang tré 1én (k,é tur
thoi diém bat dau thtr viéc dén hét ngay 31/12 nam duong lich) thi dugc huong ché do
nghi hang nam, hudéng nguyén luong theo hop dong lao dong, cu thé nhu sau:

a) 12 ngay lam viéc dbi voi nguoi lam cong viée trong diéu kién binh thuong;

b) 14 ngay lam viéc d6i voi nguoi lam cong viéc nang nhoc, doc hai, nguy hiém
hodc nguoi lam viéc ¢ nhitng noi ¢d ¢6 di€u kién sinh song khac nghiét theo danh muc do
B6 Lao dong-Thuong binh va Xa hoi chu tri phéi hop voi Bo Y té ban hanh hodc lao dong
chua thanh nién hoac lao dong la nguoi khuyét tat;

c) 16 ngélyw lam viéc dbi vai nguodi lam cong viéc trong diéu kién dic biét nang nhoc,
doc hai, nguy hiém

d) Cu 05 nam lam vi¢c tai Cong ty, Nguoi lao dong duoc nghi thém 01 ngay.

3.2. Truong hop nguoi lao dong co thoi gian lam viée chua du 12 thang trong nam
dy:ong lich tai Cong ty, sO ngay nghi phép cua nam d6 duogc tinh theo ty I¢ twong trng vdi
sO thang lam vi¢c thuc t€ (moi thang lam viéc dugc hudng 01 ngay nghi phép).

_ 3.3. Tuy theo tinh hinh thuc,té', Nguoi sir dung lao dong c¢6 quyén quy dinh lich nghi
hang ndm sau khi tham khéao y kién cua Ban Chap hanh cong doan theo quy dinh tai Thoa

udc lao dong tap thé, va phai thong bao trudc cho ngudi lao dong. Ngudi lao dong co thé
thoa thuén voi Nguoi str dung lao dong dé ngh1 hang nim thanh nhiéu lan.

3.4. Khi két thiic nim duong lich, néu Ngudi lao dong chua sir dung hét sé ngay
nghi phép hang niam, thi c6 thé thoa thuan véi Nguoi sir dung lao dong dé don vao nghi
trong nim sau nhung t6i da khong qua 03 nim mot lan.

3.5. Nguoi lao dong do théi viée, bi mat viéc 1am ma chua nghi hﬁng nam hodc chua nghi
hét s6 ngay nghi hang nam thi dugc nguoi sir dung lao dong thanh toan tién lwong cho nhiing
ngay chua nghi. Truong hop Nguoi lao dong cham dut hop dong lao dong ma thuc té da
nghi phép vuot qua sd ngay phép hang nam thuc tinh dén thoi diém chdm dut hop dong
lao dong cua nam lam viéc do6 thi Nguoi lao dong phai thanh toan lai cho Cong ty 6 tién
tuong Ung voi nhitng ngay nghi phep hang nam da nghi vuot do.

3.6. Khi nghi hang nam, néu Ngudi lao dong di bang phuong tién duong bd, duong
sat, duong thiy ma sb ngay di duong ca di va vé trén 02 ngay thi tir ngay thw 03 tré di
dugc tinh thém thoi gian di duong ngoai ngay nghi hang nam va chi dugc tinh cho 01 lan
nghi trong nam.

3.7. Trong thoi gian thir viéc, nguoi thir viéc khong duoc ap dung ché do ngay nghi
phép hang nim. Ché do ngay nghi phép hang nam chi dwgc ap dung ngay sau khi Nguoi
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lao dong ky hop ddng lao dong voi Cong ty, va dugce truy huong sd ngay nghi phép tuong
mg véi sb thang thir viée thuce té, cir mdi thang thir viée duoc tinh 01 ngay nghi phép nam.
Khéng ap dung ché do nghi phép hang nam d6i véi nguoi tap nghé, dang ky hop dong
(thoa thuén) tap nghé v&i Cong ty.

3.8. Néu trong mot ndm lam viéc, Ngudi lao dong co tong thoi gian nghi cong don
do tai nan lao dong, bénh nghé nghiép qua 06 thang hoic nghi ém dau qua 02 thang, hoic
nghi viéc riéng khong huéng luong dugc Cong ty dong ¥ nhung cong don qua 01 thang thi
thot gian do khéng duoc tinh dé huong ché d6 nghi phép hang nim ctia nam lam viéc do.

3.9. Cac van dé khac lién quan dén ngay nghi phép hang nam khoéng quy dinh trong
Noi quy lao dong thi ap dung theo Thoa uéc lao dong tap thé. Ngudi lao dong khi mudn
nghi phép phai thuc hién theo trinh ty thi tuc dé& nghi nghi phép do Cong ty quy dinh.

4. Nghi Lé, Tét:

Nguoi lao dong duoc nghi lam viée, hudng nguyén luong trong nhiing ngay Lé, ‘Tét
theo quy dinh ctia B luat Lao dong hi¢n hanh va ctia Chinh pha ban hanh hang nam, gom:

a) Tét Duong lich: 01 ngdy (ngay 01 thang 01 dwong lich);

b) Tét Am lich: 05 ngay (01 ngay cudi nim va 04 ngay dau nim am lich);

¢) Ngay Chién thang: 01 ngay (ngay 30 thang 4 duong lich);

d) Ngay Quéc té lao dong: 01 ngay (ngay 01 thang 5 dwong lich);

e) Ngay Qudc Khanh: 02 ngay (ngay 02 thang 9 dwong lich va 01 ngay lién ké trudc
hoac sau);

f) Ngay Gid T6 Hung Vuong: 01 ngay (ngay 10 thang 3 am lich).

Néu nhimng ngay nghi theo quy dinh néu trén trung vao ngay nghi hang tudn thi
Nguoi lao dong dugc nghi bu vao ngay ké tiép.

5. Nghiviéc riéng, nghi khong luwong:

5.1. Nguoi lao dong duge nghi viée riéng ma van hudng nguyén lwong trong nhiing
truong hop sau day:

a) Két hon: nghi 04 ngay;

b) Con dé, con nudi két hon: nghi 02 ngay;

‘ c) Cha dé, me dé, cha nuodi, me nuéi;, cha dé, me dé, cha nudi, me nudi cua vo hoac

chong; vo hodc chong; con dé, con nudi chét: nghi 04 ngay

d) Opg ndi, ba ndi, ong ngoai2 ba ngoai, anh, chi, em rudt chét: nghi 03 ngay; bd
hodc me két hon; anh, chi, em rudt két hon: nghi 01 ngay.

5.2. Ngoai ra, Nguoi lao dong c6 thé thoa thuan va phai dugc Nguoi su dung lao
dong dong y dé nghi viéc riéng khac ma khong hudng luong trong mot s trudng hop:

c) Khoéng qué 1/8 thoi han hop dong (nhung khong qua 08 ngdy lam viéc cong don
trong mét thang) dbi véi trudng hop ky hop dong lao dong ngin han dudi 12 thang;

d) Khong qua 45 ngay/01 nam (nhung khong qua 13 ngay lam viéc cong don trong
mét thang) di véi trudong hop ky hop dong lao dong co xac dinh thoi han hoac khong xac
dinh thoi han. Trong truong hop ngudi lao dong dé nghi dugc “nghi viéc riéng khong
Iwong” c6 thoi gian lién tuc tir 1/8 thoi han hop dong tré 1én di vé6i trudong hop ky hop
ddng dudi 12 thang, tir 22 ngay lam viéc trd 1én d6i voi truong hop ky hop dong lao dong
c6 xac dinh thoi han hodc khong xac dinh thoi han thi Cong ty c6 thé xem xét. Néu chép
thuan, Cong ty s& ban hanh quyét dinh tam hoan hop dong lao dong dbi voi nguoi lao
dong d6. Boi voi nhitng truong hop tam hodn thue hién hop dong lao dong theo quy dinh
tai Diéu 32 Bo luét Lao dong, Cong ty thuc hién theo dung luat dinh.
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5.3. Néu nghi viéc riéng khong hudng lwong co thoi han tir 14 ngay tro 1én trong
mot thang, thi Nguoi lao dong phai thanh todn toan b chi phi tham gia Bado hiém xa hoi, y
te cho thoi gian nghi do.

CHUONG I11
QUY PINH VE TRAT TU TRONG DOANH NGHIEP

Diéu 5. Quy dinh chung

1. Nguoi lao dong phai thyc hién trach nhiém cong viéc cua minh theo dung quy
dinh va yé€u cau cua cong viéc, khong xao lang hodc lam viéc riéng trong thoi gio lam viéce
tai Cong ty.

2. ,Chép hanh ménh 1énh vé ’diéu hanh san xudt, kinh doanh cua cép trén, cap dudi
phai chap hanh su 1anh dao cta cap trén truc ti€p, khong dugc chong doi lai cap trén trur
truong hop xét thay co thé xay ra thi¢t hai vé stc khoe, tinh mang cua nguoi lao dong.

3. Nguoi lao dong phai c6 mat tai noi lam viéc dung gio, dam bao lam du thoi gian
quy dinh. Hét gio le}m viéc, nguoi lao dong chi ¢ lai noi lam viéc trong truong hop lam
thém gio theo yéu cau cua Thu truéng don vi hoac duge Thu trudng don vi cho phép.

4. Trong truong hop cap thiét va c¢6 1y do chinh dang, ngudi lao dong co thé dé nghi
dugc vé sém hoac ra khéi noi lam viéc trong mdt khoang thoi gian cu thé thi phai bao cao
v61 Thu truong don vi hodc cap trén truc tiép cho phép thuc hién.

5. Nguoi lao dong phai lam dung ndi dung cong viéc dugc phan cong hodc theo thoa
thuan trong hop dong; trong truong hop Cong ty khong co yéu cau nhung do tinh chat
cong viéc, nguoi lao dong cO quyen de nghi 1am thém gio nhung phai dugc su chp thuan
ctia Thu trudng don vi cap trén truc tiép.

6. Khong lam viéc riéng trong thoi gio lam viéc; khong duoc st dung dién thoai,
MAay vi tinh, mdy in, tai san va trang thiét bi khac ctia Cong ty ngoai muc dich cong viéc.

7. Nguoi lao dong thuc hanh tiét kiém, khong lang phi vin phong pham, khong sir
dung phuong tién, dung cu lélm viéc khong ding quy dinh, huéng dan; chiu trach nhiém
bao quan may moc, trang thiét bi, dung cu lam viéc dugc giao; tuyét doi khong tur tién
mang bat ky vat dung vao Cong ty ciing nhu mang bét ky hang hoa, trang thlet bi, dung cy,
dd dac, tai lidu ciia Cong ty ra ngoai khi chwa dugc sy chip thuan cua cép trén truc tiép,
Nguoi st dung lao dong.

Piéu 6. Quy dinh tic phong, thai do tai noi lam viéc
1. Nguoi lao dong phai trang phuc lich sy, gon gang; nghiém chinh thuc hién ché do
dong phuc va bao ho lao dong theo quy dinh ciia Cong ty.
2. Nguoi lao dong phai deo thé nhan vién trong sudt thoi gio lam viéc tai noi lam

viéc; cung cip gidy gidi thiéu hodc thong bao lam viéc lién quan khi xubng dia chi cua
khach hang.

3. Khi dén 1am thém gio, Nguoi lao dong phai thong bao cho bd phan bao vé duoc
bict tén ho, don vi cong tac va thoi gian lam thém.

4. Khi muén nghi phep, Nguoi lao dong phai gui c6 thong bao dé nghi nghi phép
trudec mot ngay trinh cap trén ky duyét; truong hop muodn nghi phep trén 01 ngay thi phai
ban giao cong viéc cho ngudi khac thay the giai quyét; khi gip su cd khach quan néu dén
tré hodc ving mit, thi phai bao cdo cho cip trén dugc biét, trir truong hop bat kha khang
(edp tai nan, bi bénh ndng bdt ngo) thi ngudi than co thé bao sau cho don vi cong tac.

5. Nguoi lao dong phai gitr gin vé sinh chung; khong dugc viét, vé bay, khac nho, xa
rac bura bai, tuy tién tai noi lam viéc.
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6. Ngudi lao dong phai c6 thai do hoa nha, lich su, cu xir ding muc, t6n trong dong
nghiép, cap trén; khéng duoc khiém nhi hodc c6 hanh vi quiy rdi tinh duc voi dong
nghiép, khong c6 10 18 xtic pham, 1am mat uy tin, danh du ciia dong nghiép, cap trén.

7. Khi tlep xuc voi khach hang cua Cong ty phai co thai d6 an can, lich thiép, ton
trong, giao tiép va ung xir ding muyc, tuyét doi khong c6 bat ctr hanh vi ndo 1am ton hai
dén uy tin, loi ich cua Céng ty.

Piéu 7. Quy dinh vé di lai, tiép khach tai co quan, don vi cong tac

1. Nguoi lao dong khong duoc di lai, dan ngudi khac vao khu vuc khong ¢ phan sy
trr truong hop dugc sy cho phép cua nguoi c6 tham quyén dé thuc hién nhiém vu, cong
tac co lién quan.

2. Khi di chuyén trang thiét bi, may moc trong pham vi cong ty, don vi cong téc,
Nguoi lao dong phai tuan thu quy dinh vé di chuyén va thuc hién nghi€ém chinh bién phap
an toan.

3. Moi trudng hop thim viéng c4 nhan, tham quan co quan, don vi cong tac phai
duoc sy dong y cua lanh dao Cong ty, phai tuan thu quy dinh ra vao co quan, don vi cong
tac va phai chiu su gidm sat cia by phan co6 trach nhiém. Nguoi lao dong phai tiép khach
ding noi quy dinh cta Cong ty, hoac ctia don vi cong tac truc tiép,

4. Khach dén cong ty, don vi cong tac phai thong qua bd phan bao vé hoic tiép tan
dé dugc hudng dan va thuc hi¢én ding quy dinh ra vao tai noi lam viéc.

5. Nguoi lao dong phai chiu moi trach nhiém trong trudng hop xdy ra mat mat tai
san hodc phat sinh cac hanh vi gay thiét hai veé uy tin, lgi ich cua Cong ty c6 lién quan dén
nguoi bén ngoai Cong ty do minh dua vao.

6. Ngudi lao dong khi sir dung xe 6 0, cac phuong tién co gidi khac cua Cong ty dé
ra bén ngoai, phai tuan thu Quy ché st dung xe cong vu do Gidm doc ban hanh; tuyét doi
khong dugc sur dung xe cong vu lang phi, bira bai hodc sir dung vao muc dich ca nhan (trur
truong hop dugc Cong ty cho phép).

Diéu 8. Quy dinh khac

1. Nguoi lao dong khong dugc uong va say ruou, bia, thirc ubng 1én men khac, hat
thudc, dn udng, dua gidn, ndi chuyén dn ao trong gid 1am viéce tai noi 1am viéc.

2. Nguoi lao dong tuyét ddi khong dugc mang vao, cAt trir, §u’ dung ma tuy, chat
kich thich, gay nghién tai noi lam vi¢c, trong pham vi Cong ty va tat cac cac don vi truc
thugc Cong ty.

3. Ngudi lao dong khong dugc gy gb, danh nhau, hodc c¢6 bat ky hanh vi vi pham
phép luat noi lam viéc, trong pham vi Cong ty va tat ca cac don vi truc thudc Cong ty.

4. Nguoi lao dong khi nghi viéc riéng, thoi lam viéc phai c¢6 trach nhiém thyuc hién
ban giao cong viéc theo dung quy dinh, yéu cau cua Cong ty.

5. Nguoi lao dong phai nghiém chinh chap hanh ndi quy lao dong, quy dinh, quy
trinh giai quyét cong viéc da dugc Cong ty ban hanh va quy dinh khéc ¢6 lién quan.

6. Khi phat hién c6 bét ky hanh vi gian 1an, vi pham phap luat cua khach hang lién
quan dén hop ddng dich vu cap nudc, cua dong nghi€p tai noi lam viéc, Nguoi lao dong co
trach nhiém théng bao cho cép trén truc tlep, ngudi c6 tham quyen Nguoi st dung lao
dong duoc biét dé co bién phéap xtr Iy; tuyét d6i khong bao che vi bt ky 1y do.

CHUONG IV
QUY PINH AN TOAN LAO PONG - VE SINH LAO PONG,
PHONG CHONG CHAY NO
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Pi¢u 9. Trach nhiém ciia nguoi lao dong

1. Nguoi lao dong phai tham gia day du cac khoa huén luyén vé vé sinh lao dong, an
toan — bao ho lao dong, phong chdng chay nd do Céng ty t6 chire dinh ky hodc dot xuét
theo phqn cong cua lanh dao Cong ty, don vi cong tac dé dam bao thuc hién cac trach
nhiém vé€ hoat dong an toan, v¢ sinh lao dong va cong tac phong chay, chira chay.

2. Nguoi lao dong phai tuén thu cac quy dinh vé an toan lao dong, bao ho lao dong,
v¢é sinh lao dong, phong chong chdy-nd cua Cong ty, va theo quy dinh cta phap luat hién
hanh.

Piéu 10. Trach nhi¢m ciia Cong ty

1. Coéng ty chju trach nhiém t6 churc khoa huén luyén cho ngudi lao dong vé an toan,
v¢ sinh lao dong, phong chong chay nd theo quy dinh cua phap luat va theo yéu cau cua co
quan nha nudc c6 tham quyén.

2. Cong ty phai xay dung quy dinh vé an toan lao dong, v¢ sinh lao dong, quy trinh

van hanh may moc - trang thiét bi an toan va quy dinh vé phong chéng chay no, dong thoi
t6 chtrc pho bién cho nguoi lao dong thyc hién.

3. Cong ty chiu trach nhiém trang bi day du phuong tién bao ho lao dong, dam bao
moi truong lam viée an toan, dat tiéu chuan vé khong gian, do thoang, do sang va tiéu
chuan cho phép vé bui, hoi, khi doc, dién tir trudng va yéu td ¢ hai khac theo quy dinh vé
an toan lao dong.

4. Cong ty phai xay dung phuong an phong chdng chay no, bo tri cac thiét bi phong
chbéng chay nd, phuong 4n so cdp ciru khi xay ra tai nan lao dong va to chuc dién tap
phuong 4n noi trén.

9. Cong ty phai thuong xuyén giam sat va té chtrc kién} tra viéc chdp hanh quy dinh
v€ an toan lao dong, v¢€ sinh lao dong va phong chong chay nod.

6. Cong ty phai thyc hién moi bién phap dugc phap luit cho phép dé dam bao an
toan lao dong cho nguoi lao dong khi lam viéc.

7. Cong ty phai boi thuong thiét hai, hodc trg cap cho ngudi lao dong theo quy dinh
cua phép luat néu dé xay ra tai nan lao dong.

8. Cong ty phai dam bao gitr thong thoang nhiing 16i di, 16i thoat hiém va hanh lang
an toan tai noi lam viéc.

Pi¢u 11. Quy dinh vé sinh lao dong

1. Nguoi lao dong phai sép xép, gitr gin noi lam viéc ciia minh gon gang, sach s&;
bdo quan trang thiét bi, vat tu, ho so, tai liéu duoc giao theo dung quy dinh.

2. Ngudi lao dong khi sir dung thiét bi vé sinh cong nghiép phai dung quy trinh va
thoi gian bicu.

3. Nguoi lao dong phai thuong xuyén, dinh ky v¢ sinh trang thiét bi, may moc dugc
trang cap d€ lam viéc, va phai thyc hién vi¢c bao quan, bao dudng theo quy trinh, quy dinh
cua Cong ty.

4. Nguoi lao dong khi thyc hién vé sinh ca nhan phai ding noi quy dinh cua Cong
ty; dinh ky tham gia tong v¢ sinh noi lam viéc theo quy dinh ctia Cong ty.

Piéu 12. Quy dinh an toan lao dong

1. Ngudi lao dong tuyét doi khéng mang vao noi 1am viée cac chat gdy chay, nd,
ddc hai, vii khi, cong cu nguy hiém khac.

2. Khi [am cong viéc bat bu(f)c’ phai thyc hién quy dinh an toan bao ho lao dong,
Nguoi lao dong phadi sir dung cac thiét bi, phuong tién va trang phuc bao ho lao dong theo
ding quy dinh.
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3. Nguoi lao dong phai tudn thu triét dé cac bién bao quy dinh, chi din vé an toan
lao dong, quy trinh van hanh thiét bi - may moc, phong chay chira chay duoc treo tai noi
lam viéc.

4. Khi st dung cac loai may moc, thiét bi, Nguoi lao dong phdi tudn thu cic quy
trinh vin hanh an toan va cac tiéu chuin an toan lao dong. Can bd k¥ thuat chiu trach
nhiém kiém tra, to chtrc thuc hién ché d6 bao dudng bdo tri may moc, thiét bi trong co
quan, don vi cong tac theo lich trinh quy dinh va hudng dan huéng st dung, van hanh an
toan cho nguoi dugce phan cong str dung, van hanh.

5. Nguoi lao dong khéng tw ¥ sit dung, vdn hanh may moc, thiét bi, vat tu khi
khong dugc phép hoac khong rd cach thic st dung, van hanh; néu khong hiéu 16 hodc ¢6
nghi ngd vé& mirc d6 an toan thi phdi héi hoic bdo cdo ngay véi ngudi co trach nhiém.

6. Khi phat hién su cd, hién tuong bat thuong trong lic van hanh trang thiét bi, may
moc, hodc ¢4 nhan thao tdc khong an toan, khong tuan thu quy trinh van hanh, an toan lao
dong thi Nguoi lao dong phdi bdo cdo ngay véi ngudi c6 trach nhiém dé kip thoi diéu
chinh, phong ngtra tai nan xay ra.

7. Khi thay c6 nguy co xay ra tai nan lao dong de doa nghiém trong dén tinh mang,
strc khoe thi Nguoi lao dong phai ngung ngay cong viéc dang lam hodc ro1 bo noi lam viée
va bao ngay cho nguoi phu trach truc tiép. Tuyét dbi khong tiép tuc 1am cong viéc d6 hoic
quay trd lai noi 1am viéc d6 néu nguy co van chua dugc khéc phuc.

8. Nguoi lao dong phdi néim viing quy trinh phong chay chira chay, biét ré noi @é
thiét bi chita chay va s dung thanh thao thiét bi khi xay ra chay.
9. Ngudi lao dong khong tu ¥ kich hoat hé théng bao chay khi khong c6 chay.
10. Nguoi lao dong khong duoc sur dung cac loai bép, 10 cac thiét bi, nguyén liéu gay

chay, tao chay, khong t6 chtrc ndu nudng trong khudn vién co quan Cong ty va noi lam
viéc

11. Khi xay ra tai nan lao dong, nhiing nguoi lao dong con lai ¢6 trach nhiém khan
truong thuc hién quy trinh so cip ctru theo huan luyén va theo quy dinh, dong thoi bao céo
ngay v&i ngudi co trach nhiém dé kip thoi co bién phap xir Iy, ddm bao tinh mang, stc
khoe ctia ngudi bi tai nan lao dong. Viée giai quyét cu thé thuc hién nhu sau:

a) Khi xay ra tai nan lao dong, ké ca ddi voi nguoi tap nghe thir viéc, Nguoi bi tai
nan lao dong phai dugc cap ctru kip thoi va diéu tri chu dao. Tat ca vy tai nan lao dong,
bénh nghé nghiép va su c6 nghiém trong tai noi lam viéc déu phai duogc khai bao, diéu tra,
1ap bién ban, théng ké va bao céo dinh ky theo quy dinh ciia Chinh phil.

b) Trach nhiém ciia Cong ty: Thanh toan phan chi phi dong chi tra va nhiing chi phi
khong nam trong danh muc do bao hiém y té chi tra d6i véi nguoi lao dong tham gia bao
hiém y té va thanh toan toan bo chi phi y té tir khi so ctru, cip ctiru dén khi diéu tri 6n dinh
d6i véi nguoi lao dong khong tham gia bao hiém y té; Tra di tién luong theo hgp dong lao
dong cho ngudi lao dong bi tai nan lao dong, bénh nghé nghiép phai nghi viéc trong thoi
gian diéu tri; Boi thuong cho nguoi lao dong bi tai nan lao dong, bénh nghé nghi¢p theo
quy dinh tai Diéu 145 ctia Bo luat Lao dong.

CHUONG V
QUY PINH BAO VE TAI SAN VA B MAT CONG NGHE, KINH DOANH

Piéu 13. Quy dinh bao v¢ tai san ciia Cong ty
1. Nguoi lao dong phai c6 y thirc trach nhiém gilr gin, bdo vé€ tai san, may moc,
trang thiét bi, phuong tién cia Cong ty va tai noi lam viéc.
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2. Dbi v6i phuong tién, thiét bi, may moc hoic tai san duge Cong ty giao cho ngudi
lao dong quan 1y, sir dung dé phuc vu cong viéc thi ngudi lao dong chiu trach nhiém bao
quan, bao v¢ nhing tai san do, chi duoc chuyén giao cho ngudi khac khi c6 quyét dinh cua
ngudi c6 thAm quyén.

3. Ngudi lao dong khong dugc mang bat ky tai san nao cua Cong ty ra bén ngoai
néu chua duoc sy cho phép ciia ngudi co thim quyén. Moi su dich chuyén san pham, vat
tu, trang thiét bi, may moc, tai san khac ciia Cong ty ra khoi vi tri, khu vue quy dinh, ra
hodc vao try so Cong ty, don vi cong tac déu phai c6 phleu xuat, nhap theo quy dinh hoic
dugc sy cho phép bang vin ban cua ngudi co tham quyén. Cac truong hop tu ¥ mang tai
san ciia Cong ty ra bén ngoai ma khong cé gidy td theo quy dinh hoic khong duoc sy cho
phép cua nguoi co6 tham quyén thi cling bi xem 1a hanh vi trom cap tai san ctia Cong ty.

4. Trong truong hop can thiét, néu phat hién c6 dau hiu nghi van vé hanh vi trom
cap tai san, by phan bao v¢ dugc phép yéu cau hodc dé nghi co quan c6 tham quyén kiém
tra tui xach, tu trang, vat dung ca nhan ctia nguoi lao dong, khach ra vao co quan, don vi
cong tac.

5. Nguoi lao dong phai tuan thu quy dinh vé quan 1y, s dung, bao quan cac trang
thiét bi, may moc, phuong tién, tai san cia Cong ty.

6. Nghiém cdm cac hanh vi trom cip, tham 6, phé hoai (truc tiép va gidn tiép) cac
trang thiét b1, may moc, phuong tién, tai sdn cua Cong ty.

7. Nguoi lao dong gy hu hai, thit thoat hay mat mat may moc, trang thiét bi, dung
cu, tai san cua Cong ty, don vi cong tac do 161 ciia minh thi s€ phai boi thuong theo quy
dinh cta phép lut vé nhiing thiét hai da gay ra.

Piéu 14. Quy dinh vé bio mit thong tin cong nghé, san xuit-kinh doanh ciia
Cong ty

1. Nguoi lao dong khong dugc tu y chup hinh, quay phlm tai pham vi try s Cong
ty, don vi cong tac néu chua duoc su dong ¥ ciia ngudi c¢6 tham quyén tai Cong ty.

2. Nguoi lao dong c6 trach nhiém gilr gin bi mat cong nghé-kinh doanh, thong tin
san pham-kinh doanh va thong tin khac lién quan dén hoat dong ctia Cong ty. Nguoi lao
dong tuyét d6i khong dugce tiét 16 tinh hinh nghiép vu , thong tin vé tai chinh, s liéu kinh
doanh va lgi nhuan cia Cong ty, chinh sach luong thudng va cac thong tin lién quan khac
ctia Cong ty cho bat ky ai dudi bat ky hinh thtec, trir trudng hop duoc sy chip thuin cua
Giam ddc, hodc theo quy dinh ctia phap ludt va yéu cdu cua co quan nha nudc c6 thim
quyeén.

3. Ngudi lao dong c6 trach nhiém bao mat thong tin lién quan dén cong tac cia
minh, chi béo cédo vé6i cip trén, hodc ngudi co thim quyén trong co quan, don vi cong tac
theo dung quy trinh tac nghiép, thuc thi nhiém vu.

4. Moi thong tin vé nhan su, tai chinh, ké toan va nhitng van dé khac theo qui dinh
ctia Cong ty duoc bao mat tuyét ddi (cu thé: la néi dung, van dé dwoc Giam déc Cong ty
ra quyét dinh tuyén bé nam trong danh muc bao mat tuyét doi, hodc dwoc quy dinh phai
bdo mdt tuyét doi theo Quy ché thong tin cia Cong ty ma nguoi lao dong bugc phai tudan
thu), nguoi lao dong cong tac trong bo phan nay phai tuyét d6i khong dugc tlet 10 trir
truong hop duge Giam dbc cho phép hodc theo quy dinh cta phap luat va yéu ciu cia co
quan nha nuéc c¢6 thAm quyén.

5. Ngudi lao dong khong duge tr v tim kiém, thu thap, luu trit, xem céc hd so, sb
sach, tai lidu, dir liéu néu khong thudc trach nhi¢ém cong tdc cia minh hodc chua duogc
ngudi co tham quyén chap thuan.

6. Nguoi lao dong tuyét ddi khong duoc sir dung thong tin vé nhan su, tién luong,
san xudt, kinh doanh dé gay chia r&, mat doan két trong nodi bd Cong ty.
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7. HO so, tai liéu, dir liéu, thong tin lién quan dén nhiém vu cong tac cua minh hoic
duoc co quan, don vi cong tac giao phod dé thuc hién cong viée phai duoc quan ly, gitr gin,
bao quan dung quy dinh; chi dugc chuyén giao cho ngudi khac khi co quyét dinh chinh
thirc ctia ngudi c¢6 tham quyén.

8. Nguoi lao dong tuyét doi khong dugc thyc hién cac hanh vi sau:
a) Trom cap thong tin, di liéu ctia Cong ty:
b) Thyc hién hanh vi ph4 hoai hé thdng thong tin, luu trit dit liéu cua Cong ty;
c) Tiét 1 thong tin, dir liéu ctia Cong ty;
d) Trom cép hodc tiét 16 bi mat cong nghé — kinh doanh ctia Cong ty.

9. Nguoi lao dong c6 nghia vu tuén thu tuyét d6i Quy ché Thong tin ciia Cong ty
(néu co) hoac theo Cam két bao mat thong tin (ncu cd) ky vai Cong ty.

CHUONG VI
XU LY KY LUAT LAO PONG

Pi¢u 15. Hanh vi vi pham ky luit lao dong
Nguoi lao dong néu c6 cac hanh vi sau, dugc xem 1a hanh vi vi pham ky luat lao
dong:

1. Vi pham quy dinh vé thoi gio 1am viéc, thoi gio nghi ngoi duge quy dinh tai Diéu
3,4 cia Noi quy lao dong.

2. Vipham quy dinh ve trat tu trong doanh nghiép duoc quy dinh tai Diéu 5, 6, 7 va
8 cua No1 quy lao dong.

3. Vi pham quy dinh vé an toan lao dong, vé sinh lao dong va phong chdng chay nd
dugc quy dinh tai Diéu 9, 11 va 12 ctia N§i quy lao dong.

4. Thyc hién cac hanh vi trom cip, tham 6 truc tiép d6i voi tai san cua Cong ty, tiét
16 bi mat cong ngh¢, san xuat-kinh doanh cua Cong ty; Vi pham cac quy dinh v€ bao v¢ tai
san va bi mat cong nghé-kinh doanh cua Cong ty dugc quy dinh tai Diéu 13, 14 ctia Noi
quy lao dong.

5. Nguoi lao dong tu y bo viéc 05 ngay cong don trong thoi han 30 ngay hoac 20
ngay cong don trong thoi han 365 ngay tinh tir ngay dau tién te y bd viéc ma khong co ly
do chinh déang, tai khoan 4 Diéu 125 B luat Lao dong.

* Cdc Iy do dwoce xem la chinh ddang, gom:

- Thién tai, hoa hoan, dich bénh c6 tac dong truc tlep dén Nguoi lao dong, hodc theo
quyét dinh ctia co quan nha nudc c6 tham quyén dan dén viéc han ché di lai;

- Ban thap Nguoi lao dong; bd, me dé; bd, me nudi; bd, me vo; bd, me chong; \%o]
hodc chong; con hop phap ctia Nguoi lao dong bi 0m c6 gidy xac nhén cua co s&
khém chira bénh hop phap.

- Nguoi lao dong bi tai nan trén duong dén noi lam viéc; hodc bi han ché di lai do
quyét dinh hanh chinh, tu phap cia co quan nha nudc c6 tham quyén nhung khong
phai nguyén do tir hanh vi vi pham phap luét cia minh .

6. Khong hoan thanh cong viéc, gdm trudng hop sau day (trr trudng hop bat kha
khang theo quy dinh phap luat hodc khong do 161 cua nguoi lao dong):

a) Thuong xuyén khong hoan thanh dinh mtrc lao dong dugc giao theo quy dinh cua
Cong ty. Doi v6i truong hop nay, Cong ty khong xur 1y ky luat lao dong ma ap dung theo
khoan 1 biéu 19 cta N6i quy lao dong nay va diém a khoan 1 diéu 38 Bo luat Lao dong;
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b) Thuong xuyén khong hoan thanh nhiém vu dugc giao theo dung tién d6 hodc noi
dung cong viéc. Boi véi truong hop nay, Cong ty khong xu 1y ky ludt lao dong ma ap
dung theo khoan 1 Diéu 19 cuia N§i1 quy nay va diém a khoan 1 diéu 38 Bo luat Lao dong
nam 2012;

C) Khong thue hién, thyc hién khong ding, thuc hién khong day du quy dinh, quy
trinh giai quyét cong viéc cuia don vi; thiéu trach nhiém trong cong viée duoc giao;

d) Khong thuc hi¢én dung néi dung, muc dich cong viéc va tién d6 hoan thanh nhu do6
thoa thuan trong hop dong lao dong.

7. Thuc hién viéc trom ca“ip, tham 8, va cac hanh vi khac lam tdn hai mot cach gian
tiép dén tai san, uy tin cua Cong ty, cu thé nhu sau:

a) Thong dong véi ddi tac, khach hang, ngudi ¢ lién quan khic nham gian 1an chi
sO ti€u thu nudc sach, tién nudce dé thu loi1 bat chinh, hoac dé thuc hién cac hanh vi khac
gdy thiét hai v€ uy tin, that thoat ciia Cong ty;

b) Khong thuc hién, thyc hién khong ding, thyc hién khong day du quy trinh, quy

dinh ciia nhiém vu duoc giao hodc thiéu trach nhiém trong cong viéc dugc giao dan dén
1am phat sinh cac hau qua cu thé gay thiét hai vé tai san, uy tin caa Cong ty.

c) Tu 'y tham gia, thyc hién dau nbi duong éng nudc, gin dit dong hd nuéc; nang,
doi, ha co ong nganh dong hd nude cho bat ky chu thé mot cach bat hop phap (Bat hop
phdp dwoc hiéu la: viéc thi cong khong co hé so phé duyét ciia bo phdan cé tham quyén
trong Cong ty, khong cé lénh hodc quyét dinh thi cong duogc ban hanh theo ding quy dinh
cua Cong ty); truc tiép, gian tiép tac dong dén ddng hd nudc, thong dong véi nguoi sur
dung nudc dé gian 1an, khong bao céo khi phat hién c6 cac hién twong néu trén dan dén
viéc that thoat nudc, lam thiét hai dén uy tin, tai san cia Cong ty;

8. Str dung van bang gia, chung chi gia, gidy to gia dé ky két hop dong lao dong véi
Cong ty hoic dé bd sung hd so ca nhan nham dugc xét nang lwong, dé bat, bd nhiém chirc
vu, huong tiéu chuan ché do cua Cong ty.

9. Loi dung danh nghia cong nhan vién ctia Cong ty dé thuc hién bét ky hanh vi lira
gat ngudi khac, hanh vi vi pham phap luat hoac hanh vi khac gay thi¢t hai cho Cong ty.

10. C6 hanh vi nhn tién hodic hién vat khac dé thuc hién yéu cau clia nguoi st dung
nudc hodc nhiing nhieu khach hang dé nhan boi dudng bang tién hodc hién vat khac.

11. Thiéu trach nhiém trong cong viéc, trong cong tac ban giao ho s0, tai liéu khong
day du, rd rang, kéo dai thoi _gian ban giao, khong tuan thu cac quy tac, quy trinh nghiép
vu khi thuc hién cong viéc din dén that thoat, gay thiét hai nguyén vat liéu, san pham, tai
san cua Cong ty.

12, Vi pham quy dinh trong cdng tac giam sat thi cong, xay dung co ban; xac dinh
khoi lugng thanh todn cong trinh khong ding thuc té; khong ghi nhat ky giam sat cong
trinh chinh xéc, day du theo quy dinh.

13. C6 bat ky hanh vi 1am anh huéng dén uy tin, gdy thiét hai tai san, loi ich cua
Cong ty.

14. Co6 hanh vi de doa gay thi@t hai v& tai san, loi ich cua nguoi st dung lao dong, cu
thé: de doa pha may moc, trang thi€t bi lam viéc; de doa kich dong lang cong, dinh cong,
gdy bao luc tai noi lam viéc; de doa xam hai dén stre khoe, tinh mang, nhan pham cua can
bd quan 1y cap trén, dong nghiép; xuc pham danh dy cua can bo quan ly cap trén, dong
nghiép, tung tin don vé can bd quan 1y cap trén, ddng nghiép trong Cong ty trén phuong
tién thong tin dai chung, mang xa hdi trén internet; Tu y phat ngon, cung cap, phat tan céac
nodi dung, tai liéu, ¥ kien bat ky c6 thé anh huong dén uy tin, gay thiét tai san cua Cong ty,
cling nhu cac ndi1 dung vi pham phap luat Ién truyén thong, mang xa hoi trén internet.
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15. C6 hanh vi vi pham quy dinh vé& bao mat thong tin cong nghé, san xuit kinh
doanh ctia Cong ty nhu:
a) Trom cép thong tin, dit liéu cua Cong ty;
b) Thuc hién hanh vi pha hoai hé théng théng tin, luu trit dir liéu ctiia Cong ty;
c) Tiét 1o thong tin, dir liéu cua Cong ty dé gay thiét hai vé uy tin, tai san, hoat
dong san xuat-kinh doanh ctia Cong ty;
d) Trom cép hodc tiét 16 bi mat cong nghé-kinh doanh cua Cong ty.

16. C6 bat ky hanh vi ddng lod, méc ndi, tao diéu kién cho nguoi sir dung nude truc
loi, gay that thoat cho Cong ty; dong lod, bao che, hoac khong bao cao khi thay nguoi su
dung nudce, dong nghiép c6 hanh vi vi pham viéc st dung nude, dau ndi, gan dat dong ho
nuoc.

17. Trom cap, danh bac, cd ¥ gdy thuong tich, st dung ma tay hodc cac chét kich
thich khéc; thyc hién bat ky hanh vi vi pham phap luat tai noi lam viéc, hodc trong qua
trinh tac nghiép.

Diéu 16. Hinh thirc xir Iy k¥ luat lao dong

1. C6 04 hinh thuc xur 1y vi pham ky luat lao dong dugc Cong ty van dung theo quy
dinh phap luat lao dong hién hanh la:

a) Khién trach bang vin ban;

b) Kéo dai thoi han nang lvong khong qua 06 thang,

c) Cach chuc;

d) Sa thai.

2. Nguoi lao dong néu c6 hanh vi vi pham ky luat lao dong theo quy dinh tai Diéu
15 cia Noi quy lao dong thi tl:ly theo tinh chat, mirc 6 pham 10i va hanh Vi’ vi pham ma
Cong ty ap dung mdt trong bon hinh thirc xur Iy ky ludt néu trén, trir mét sé trudng hop
khac, hodc la hanh vi vi pham phap luat hay c6 dau hiéu vi pham phap luat tai Cong ty thi
ap dung theo quy dinh tai Diéu 19 Chuong VII ctia N6i quy lao dong nay.

3. Ap dung hinh thire xir 1y ky luat lao dong:

_ Viée xur Iy ky ludt lao dong duoc ap dung theo nguyén téic trinh ty xw Iy ky ludt theo
Diéu 122 Bo Luat Lao dong nam 2019 va tai Piéu 70 Nghi dinh so 145/2020/ND-CP ngay
14/12/2020 cua Chinh phu.

3.1 Hinh thitc khién trdch bang vin ban: dugc ap dung dbi véi trudng hop co
Nguoi lao dong c6 hanh vi vi pham ky luét lao dong lan dau nhung ¢ mirc d6 nhe, chua
gay ra thiét hai cu thé va khong thudc truong hop quy dinh tai Khoan 8 Di¢u 15, diém a, b
muc 3.2 va muc 3.3 khoan 3 Diéu nay.

3.2 Hinh thirc kéo dai thoi han ning lwong khong qua 06 thang, hodc cdach chirc,
duoc 4p dung trong trudong hop sau day:

a. D4 bi khién trach bang van ban ma tai pham trong thoi han 03 thang ké tir ngay
c6 quyét dinh khién trach;

b. Nguoi lao dong c6 cac hanh vi vi pham ky luét lao dong khong thude truong hop
quy dinh tai Khoan 8 Diéu 15, di€m a, b Khoan 3.3 di€u nay nhung da lam phat sinh thiét
hai dugc Cong ty xac dinh chua nghi€ém trong v6i gia tri tinh thanh tién khong qua 10
thang luong toi thiéu vung ma Cong ty ap dung theo quy dinh cua Chinh phu tai thoi diém
do

* Luu y:
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- Hinh thtrc cach chice duge ap dung ddi v6i Ngudi lao dong c6 chie vu tir TO trudng
tro 1€n khi c6 cac hanh vi vi pham tai myc 3.2 khoan 3 Piéu 16;

- Ngoai viéc xir Iy ky luat lao dong theo hinh thirc ndy, Nguoi lao dong con phai boi
thuong cac thiét hai do minh gay ra cho Cong ty, nhung mirc bdi thudng khong qua
03 thang tién lvong thyc té (trudng hop ¢b ky hop d6ng/thoa thuan trach nhiém
riéng thi viéc boi thuong 4p dung theo Hop dong/thoa thuin riéng do).

3.3. Hinh thirc sa thdi, dugc ap dung trong truong hop sau déy (trtr truong hop
quy dinh tai Khoan 8 Diéu 15) :

a. Nguoi lao dong c6 hanh vi trom qép, tham 6 tai san, trom cap thong tin, dit liéu cua
Cong ty, danh bac, c0 y gy thuong tich, cat trlr, sir dung ma tiy hodc chat kich thich khac,
hodc c6 bat ky hanh vi vi pham phap luat tai noi lam viéc, trong qua trinh tac nghiép.

b. Tiét 16 bi mat cong nghé - kinh doanh ctia Cong ty, xAm pham quyén s& hiru tri
tu¢ cua Cong ty.

C. Nguoi lao dong c6 cac hanh vi vi pham ky luét lao dong khac nhung da lam phat
sinh thiét hai dugc Cong ty xac dinh 1a nghi€m trong, véi gia tri tinh thanh tién tir 10 thang
luong t61 thi€éu ving ma Cong ty ap dung theo quy dinh ctia Chinh phu tai thoi diém do.

d. Nguoi lao dong da bi xir Iy ky lut bang hinh thie kéo dai thoi han nang luong
hodc cach chirc ma tai pham trong thoi gian chua x6a ky luat. Tai pham la truong hop
nguoi lao dcf)ng‘ 1ap lai hanh vi vi pham da bi xur Iy ky luat ma chua dugc x6a ky luat theo
quy dinh tai Piéu 126 cua B¢ luat Lao dong;

e. Nguoi lao dong tu ¥ bo viéc 05 ngay cong don trong thoi han 30 ngay hoic 20
ngay cong don trong thoi han 365 ngay tinh tir ngdy dau tién tu y bo viéc ma khong cé 1y
do chinh dang quy dinh tai Khoan 4 Diéu 125 cua B0 luat Lao dong. ,

4. Cong ty khong &p dung nhi€u hinh thuce xtr Iy ky ludt lao dong doéi véi mot hanh
vi vi pham ky luét lao dong.

5. Thoi hi¢u xu 1y ky luét lao dong:

a) Thoi hiéu dé xir 1y vi pham ky ludt lao dong t6i da 1a 06 thang ké tir ngay xay ra
hodc phat hién vi pham. Trong truong hop hanh vi vi pham c¢6 lién quan dén tai chinh, tai
san, bi, me}t kinh doanh, ‘bi mét c{)ng nghé¢, quyén s& hiru tgi tu¢ cua Cong ty hodc cc} nhiéu
tinh ti€t can lam ro, nhi€u van dé phuc tap thi thoi hiéu dé xu 1y ky luat lao dong t61 da 1a
12 thang.

b) Péi véi trudng hop quy dinh diém a, b, ¢ khoan 4 Diéu 17 ctia Noi quy lao dong
nay, néu con thoi hiéu dé xur Iy ky luat lao dong thi nguoi sir dung lao dong tién hanh xtr
ly ky luét lao dong ngay, néu hét thoi hiéu thi dugc kéo dai thoi hiéu dé xu 1y ky luat lao
dong nhung t61 da khong qua 60 ngay ké tir ngay hét thoi gian néu trén.

Khi hét thoi gian quy dinh df’)iqvc'yi lao dong nir c6 thai, nghi thai sdn hoac nguoi lao
dong nudi con nho dudi 12 thang tudi (di€ém d khoan 4 Di€u 17) ma thot hiéu xur 1y ky luat
lao dong da hét thi dugc kéo dai thoi hiéu dé xur Iy nhung khong qua 60 ngay ké tir thoi
diém hét thot gian néu trén.

6. Thoi han x06a ky luét:

a) Nguoi lao dong bi khién trach sau 03 thang hoic bi xtr 1y ky luat bang hinh thirc
kéo dai thoi han nang luong sau 06 thang ké tir ngay bi xtr 1y, néu khong tai pham thi
duong nhién dugc x6a ky luat.

b) Truong hgp bi xu 1y ky luét lao dong bang hinh hinh thtrc cach chire thi sau thoi
han 03 nam, néu ti€p tuc vi pham ky luat lao dong thi khdng bi coi la tai pham.
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Cong ty c6 thé quyét dinh giam thoi han xo6a ky luat khi xét thiy nguoi lao dong co
stra chira va tién bo 15 rét, ngoai ra néu bi xtr 1y bang hinh thtc kéo dai thoi han nang
lwong thi nguoi lao dong can dap Gmg thém diéu kién: da chap hanh dugc Y thoi han va co
tién bo.

Chuong VII
QUY TRINH XU LY KY LUAT ALO PONG

Diéu 17. Té chirc thue hién viée xir Iy ky luit lao dong

1. Ngwoi co thim quyén xir Iy ky ludt lao déng: 1a ngudi giao két hop dong lao dong
c6 thAm quyén thuc hién viée xir ly vi pham ky luat lao dong trong Cong ty la Giam dbe
(ngudi str dung lao dong). Giam dbc co thé iy quyén hop phap bang van ban cho can b
lanh dao khac dé thyc hién viéc giao két hop dong lao dong hay xur 1y ky luét lao dong.

Nguoi duge Gy quyén giao két hop d?)ng lao dong c6 quyén ra quyét dinh xir Iy ky
luat lao dong theo hinh thirc khién trach. D61 voi cac hinh thire xr Iy ky luat lao dong khac
thi sau khi két thuc cudc hop xu ly ky luét lao dong, nguoi duoc uy quyén giao két hop
dong lao dong c6 trach nhiém hoan thién ho so, d€ nghi ngudi st dung lao dong xem xét,
ra quyét dinh va td chirc thyc hién theo quyét dinh x1r 1y ky luat lao dong dugc ban hanh.

2. Ho so xie Iy ky ludt lao déng: dé thuc hién xtr 1y ky luat lao dong, can bo-cong
nhan vién va nguoi c6 lién quan phai chuan bi ho so xu 1y ky luat lao dong gom:

— Ban tuong trinh cua nguoi lao dong ndp cho Cong ty khong qua 05 ngay ké tir
thoi diém dugc yéu cau;

— Tai liéu c6 lién quan g@)m: bién ban sy viéc xay ra, don tu td céo, chirng tir hoa
don, tai liéu chung ctr lién quan. Trong truong hop bi tam giam, tam gitr thi phai c6 thém
van ban vé tam giam, tam gitr, két luan sau tam giam, tam giir ctia co quan c¢6 tham quyen,;

~ — Truong hop duong su vang mat, thi phai c6 cic van ban thong bao 03 lan lién
tiép;

— Trudng hop néu ngudi lao dong 6 1y do chinh déng thi phai cé gidy to ching
minh.

3. Té chirc phién hop xi¢ ly ky ludt lao djng:

a) Thanh phan nhan su tham gia phién hop xt 1y ky luat lao dong gdm cé:

_ — Giam Déc hoic ngudi duoc Giam Pdc ty quyén theo ding quy dinh tai khoan 1
bicu nay l1a nguoi gitlt vai tro chu tri;

— Dai dién ctia Ban Chap hanh Cong doan cuia Cong ty;

— Duong sy la nguoi lao dong ma Cong ty xet ¢ hanh vi vi pham ky luét lao dong
(trr truong hop dang thi hanh an tu giam). Trong truong hop duong sy vang mdt, thi chi
xur Iy ky luat sau khi da gtri thong bao moi hop xtr 1y ky luat lao dong lan tha 03;

— Nguoi 1am chtng (néu co):

— Nguoi dai dién hodc bao chira cho duong su (néu co);

— Nhitng ngudi cé lién quan khac do Cong ty quyét dinh (néu co).

b) Bit dau phién hop, ngudi chu tri tuyén bd 1y do va gidi thiéu nhan sy. Sau d6
duong sy trinh bay ban tudng trinh ciia minh, néu khong c¢é ban tudong trinh thi nguoi chu
tri trinh bay bién ban xay ra hodc phat hién sy viéc (trong do ghi rd 1y do khong c6 ban
tuong trinh). Trong qua trinh hop, nguoi chu tri s€ chirng minh 161 ciia duong sy, xac dinh
hanh vi vi pham tuong trng véi hinh thuce ky luat lao dong theo N6i quy lao dong. Puong
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su ¢6 quyén trinh bay y kién hodc yéu cau ngudi dai dién bao chita cho minh. Pai dién to
chire Cong doan s€ co y kién vé viéc ching minh 16i cuia duong sy do ngudi chu tri trinh
bay. Cudi cung, ngudi chu tri dwa ra két luan vé hanh vi vi pham ky luat ing véi hinh thirc
ky luat lao dong tuong xtmg. Bén tham gia ky vao bién ban, duong sy va dai dién Cong
doan c6 quyén ghi y kién bao luu, néu co bén khong ky thi néu rd 1y do vao bién ban.

) Cong ty duoc quyén xtr Iy ky luat ving mit duong sy trong trudng hop ngudi lao
dong d6 da dugc Cong ty thong bao moi hop xir 1y ky luat dén 1an thtr 03. Sau khi hop xtr
1y ky luat xong, Cong ty s& thong bao quyét dinh ky luat cho duong su dugc biét. Quyét
dinh xir Iy ky luat phai 1am bang vin ban va dugc chuyén cho dwong sy va to chitc Cong
doan ciia Cong ty dugc biét dé thi hanh.

Khi xtr 1y ky luat theo hinh thuc sa thai, Giam Déc phai trao d6i va nhit tri voi Ban
Chap hanh Cong doan Cong ty. Trong trudng hop khong nhat tri, Cong ty phai bao céo voi
So Lao dong-Thuong binh va Xa hoi, sau 20 ngay ké tir ngay bao cdo, Giam Péc co quyén
ra quyét dinh ky luat. Trong thoi han 10 ngay ké tir ngay ra quyét dinh xu 1y ky luét theo
hinh thure sa thai, Cong ty phai gui mot ban cho S& Lao dong-Thuong binh va Xa hoi.

4. Truwong hop tam hodn xvr ly ky ludt lao dong:

Nguoi lao dong vi pham ky luat lao dong nhung néu dang thuéc mot trong trudng
hop sau day thi Cong ty tam hoan, chua thyc hién xtr 1y ky luat lao dong:

a) Dang nghi 6m dau, diéu dudng; nghi viéc riéng dugc sy déng y cua Cong ty;

b) Pang bi tam giam, tam git;

c¢) Pang chd két qua cta co quan co tham quyén diéu tra xac minh va két luan d6i
v61 hanh vi vi pham dugce quy dinh tai khoan 1 Diéu 126 ctia B luat Lao dong;

d) La lao dong nir c6 thai, nghi thai san hodc nguoi lao dong nudi con nho dudi 12
thang tuoi.

Khong xur ly ky luat lao dong dbi v6i nguoi lao dong vi pham ky luat lao dong trong
khi mac bénhvtém than hodac mdt bénh khac lam mat lfhé nang nhan thic hodc mat kha
nang di€u khién hanh vi cia minh. Truong hgp nay, dé dam bao hoat dong cia Cong ty,
Nguoi st dung lao dong xem xét cham dat hgp dong lao dong dé nguoi lao dong di chira
bénh.

Diéu 18. Tam dinh chi thye hién cong viée ciia Ngwoi lao dong

1. Nguoi su dung lao dong co quyén tam dinh chi cong viéc ctiia ngudi lao dong khi
vu viéc vi pham c6 nhiing tinh tiét phuc tap, néu xét thay dé nguoi lao dong tiép tuc lam
viéc s€ gay kho khan cho viéc xac minh. Vi,éc tam cﬁnh chi cong viéc cua nguc‘ri lao dong
chi dugc thyc hién sau khi tham khao y kién cta t6 chirc dai dién Ban Chap hanh Cong
doan Cong ty.

2. Thoi han tam dinh chi cong viéc khong dugc qua 15 ngay, truong hgp dac biét
cing khong dugc qua 90 ngay. Trong thoi gian bi tam dinh chi cong viée, nguoi lao dong
dugc tam ung 50% tién luong trudc khi bi dinh chi cong viéc. Hét thot han tam dinh chi
cong viéc, nguoi st dung lao dong phai nhan nguoi lao dong trd lai lam viéc.

3. Trudng hop ngudi lao dong bi xur 1y ky luat lao dong, nguoi lao dong cling khong
phai tra lai so tién luong da tam ung.

4. Truong hop nguoi lao dong khong bi xtr Iy ky luat lao dong thi dugc nguoi st
dung lao dong tra du tién lvong cho thoi gian bi tam dinh chi cong viéc.
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CHUONG VIII
XU LY TRONG MOT SO TRUONG HQP PAC THU

Piéu 19. Xir Iy & mdt s6 trwong hop vi pham khac

1. Khi phat hién Nguoi lao dong st dung van bang - chung chi gia, glay to gia
(khong co hd so gbc) dé ky hop ddng lao dong véi Cong ty, hodc dé b sung hd so c4 nhan
nham dugc xét nang luong, dé bat, b nhiém chirc vu, huong cac tiéu chuan ché do cua
Cong ty (Khoan 8 Piéu 15 Noi quy lao dong nay), thi Nguoi st dung lao dong co quyén
yéu cau thanh tra lao dong, Toa an c6 tham quyén tuyén bd hop déng lao dong ky voi
Nguoi lao dong d6 1a vo hiéu va hay bo, dong thoi co trach nhiém béo cdo véi co quan
bao vé€ phap luat vé hanh vi vi pham do6 dé xu ly theo phap luat hién hanh.

2. Gay rdi tai noi 1am viéc: Trong truong hop ngudi lao dong danh nhau tai noi lam
viéc ma gay ra hu qua nghiém trong, hodc xét thay c6 dau hiéu toi pham thi Cong ty phai
thong bao cho co quan c6 tham quyén dé thu 1y, gidi quyét vu viée, néu:

a) Co quan c6 tham quyén diéu tra, xac minh két luan chua du co s¢ dé truy ctru trach
nhiém hinh sy d6i vdi Nguoi lao dong do, thi Céng ty can cur vao két luan va mirc do vi pham,
gia tri thi€t hai do hanh vi d6 gay ra cho Cong ty dé ap dung hinh thire xur 1y ky luat phu hop;

b) Néu Ngudi lao dong d6 bi truy ctru trach nhiém hinh sy va Toa 4n két 4n ti giam
hay quy€t dinh cam lam cong viéc cti thi Cong ty can cur vao ban an, quyet dinh ctua Toa
an dé cham dat hgp dong lao dong véi nguoi lao dong do6 theo khoan 5 Diéu 36 Bo luat
Lao dong;

’ ¢) Néu Nguoi lao dong d6 bi truy ctru trach nhiém hinh sy nhung dugc Toa an mién
to, khong bi tu giam hodc khong cam lam cong viée c, thi Cong ty can ctr tinh chat, mirc
dd vi pham va gié tri thi€t hai gy ra dé ap dung hinh thtrc xur 1y ky luét phu hop.

3. Hanh vi mang vao, cit trit, cac chat kich thich khéc tai noi 1am viéc, trong qua
trinh tac nghiép:

a) Khi phat hién nguoi lao dong c6 mét trong nhiing hanh vi nay, Cong ty s€ thong
bao ngay cho co quan c6 tham quyén thu 1y, giai quyét.

b) Can clr vao két luan hodc ban an, quy;t dinh cua co quan ¢ thAm quyén hoic
Toa an, Cong ty thuc hién viéc xur ly theo nhu di€ém a, b, ¢ khoan 2 Diéu nay.

4. Thyc hién cic hanh vi vi pham phap luat hodc c6 ddu hiéu vi pham phap luat
ngay tai noi lam viéc, trong qua trinh tac nghiép:

a) Khi phat hi¢én nguoi lao déng ¢6 hanh vi vi pham phap luat hodc cé dau hi¢u vi
pham phap luat ngay tai noi lam viéc, hodc trong qua trinh tac nghiép, thi Cong ty s& thong
bao ngay cho co quan ¢ thAm quyén thy 1y giai quyét. Viéc xtr 1y truong hop nay ciing
tuong ty khoan 2 Piéu nay.

b) Trudng hop, néu ngudi lao dong d6 bi truy ctru trach nhiém hinh sy nhung duge
T‘oa‘én két luan 1a bi oan, thi Cong ty nhan tr¢ lai lam viéc, khoéi phuc cac phuc lgi va
quyeén lgi khac, dong thoi khong thuc hién viéc xu 1y ky luét.

5. Nguoi st dung lao dong c6 quyén don phuong chim dut hop dong lao dong
trong cac truong hop sau day:

a) Nguoi lao dong thuong xuyén khong hoan thanh cong viéc duge giao, theo quy
dinh tai Khoan 6 Dic¢u 15 cta Noi quy lao dong nay, va da bi 1ap bién ban hoac nhac nhd
bang van ban tir 02 lan tro 1én trong mot théng, ma sau d6 van khong khac phuc duoc, thi
Cong ty c6 quyén don phuong cham duat hop dong lao dong voi nguodi lao dong do.

b) Ngu’(‘ri lao dong bi dm dau, tai nan da diéu tri‘12 thang lién tuc doi V(')',i nguoi [am
theo hop dong lao dong khong xéac dinh thoi han, da diéu tri 6 thang lién tuc, d61 véi nguoi

Trang 17



lao dong lam theo hop ddng lao dong xac dinh thoi han va qua ntra thoi han hop dong lao
dong doi1 voi1 nguodi lam theo hgp dong lao dong theo mua vu hoac theo mdt cong viéc nhat
dinh c6 thoi han dudi 12 thang ma kha ning lao dong chwa hdi phuc. Khi sirc khoe cua
ngudi lao dong binh phuc, thi ngudi lao dong duoc xem xét dé tiép tuc giao két hop dong
lao dong.

¢) Do thién tai, hoa hoan, dich bénh hoic nhiing 1y do bat kha khang khac theo quy
dinh cua phap luat, ma nguoi sir dung lao dong dé tim moi bién phap dé khac phuc nhung
van budc phai thu hep san xuat, giam cho lam viéc. Do thay do6i co céu, cong ngh¢ hoac ly
do kinh té hoac do sap nhép, hop nhat, chia tich doanh nghiép.

d) Nguoi lao dong khong c6 mat tai noi lam viée sau thot han quy dinh tai Piéu 31
cua B0 luat Lao dong nam 2019 (trong thoi han 15 ngay, ké tir ngay hét thoi han tam hoan
hop dong lao dong).

Piéu 20. Viéc cam két thoi han lam viéc sau dao tao:

1. Nguoi lao dong dugc Cong ty cap kinh phi dé tham gia khoa ddo tao, tity theo gia
tri kinh phi bo ra, Cong ty dugc quyén yéu cau nguoi lao dong ky cam két thoi han 1am
viéc cu thé sau khi dugc dao tao (néi dung hop dong dao tao quy dinh tai Piéu 62 ciia BY
Ludat Lao dong).

2. Néu nguoi lao dong da ky cam két néu trén ma khong tiép tuc lam viéc cho hét
thot han cam két thi phai boi thuong chi phi dao tao cho Cong ty, tror nhitng truong hop
sau day:

a) Phai tam hodn thuc hién hop dong lao dong dé thuc hién nghia vu céng dan theo
quy dinh phép luat va ciia Nha nudc;

b) Om dau, bénh tat hodc bi tai nan khién khong con du suc khoe dé tiép tuc lam
viéc;

¢) Truong hop bt kha khang: chét, Toa an tuyén b méat tich hoac chét; chiu trach
nhiém hinh sy do hanh vi vi pham phép luat khong lién quan dén quan h¢ lao dong voi
Cong ty; truong hop khéc theo quy dinh ctia phap luét;

d) Do Cong ty don phuong chim dirt hop dong lao dong, sa thai hodc thoa thuan véi
nguoi lao dong;

’ e) Nguoi lao dong (lam viéc theo hop dong lao dong xdc dinh thoi han) don phuong
cham dut hgp dong lao dong dung phap luat;

f) Nguoi lao dong (lam viéc theo hop dong lao dong khéng xdc dinh thoi han) don
phuong cham dut hgp dong lao dong thuc hi¢n ding thoi han bao trudce, ding quy dinh
phép luat.

CHUONG IX
TRACH NHIEM VAT CHAT

Piéu 21. Quy dinh vé ché dd trach nhiém vt chat
Trach nhiém vat chit duge Cong ty ap dung d6i v6i nguoi lao dong vi pham ky luat

lao dong hodc vi pham hop d6ng trach nhiém (néu co) hodc do bét can, so sudt ma gy ra
thiét hai vé tai san hodc ton hao chi phi dé khic phuc ctua Cong ty.

Can cir vao mirc do thiét hai, 16i vi pham va hoan canh nhan than, tinh trang kinh té
cua nguoi lao dong, Cong ty xac dinh muc boi thuong thi€t hai va hinh thic boi thuong
thiét hai ma nguodi lao dong phai chiu trach nhiém boi thuong dam bao phu hop voi quy
dinh phép luat lién quan.

Diéu 22. Bdi thwong thiét hai theo ché d trach nhiém vat chit
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1. Nguoi lao dong vi pham ky luat lao dong lam hu héng dung cu, thiét bi hodc co
hanh vi chi dong (131 ¢d ¥) khac gay thiét hai cho tai san Cong ty thi phai bdi thudng theo
quy dinh phap luat vé thiét hai d6 gay ra.

(Thiét hai dwege xem la nghiém trong khi tinh thanh tién c6 gid tri tir 10 thang lwong
16i thiéu vimg do Chinh phii cong bé tai thoi diém thye té. Thiét hai duoc xem la khong
nghiém trong khi tinh thanh tién ¢6 gid tri dwdi 10 thang hrong téi thiéu ving do Chinh
phii céng bé tai thoi diém thuec té).

2. Nguoi lao dong lam hu hong, mat dung cu, thiét bi hodc c6 hanh vi khac gay thiét
hai cho tai san Cong ty, ton hao chi phi d€ khac phuc do so suat, vo y nhung gia tri thiét
hai khong nghiém trong (thap hon 10 thang luong t6i thiéu vung do Chinh phu cong bo tai
thot diém thyc t€) thi phai boi thuong nhi€u nhat gia tri khong qua 03 thang luong va dugc
khau trir dan vao tién luong nhung khong qua 30% tién lwong hang thang cua nguoi lao
dong sau khi trich ndp cac khoan bao hiém xa hoi bat budc, bao hiém y té, bao hiém that
nghiép, thué thu nhap.

3. Nguoi lao dong phai boi thudng thiét hai mot phan hodc toan bo theo thoi gia thi
truong khi thugc mdt trong céc trudng hop sau:

a) Nguoi lao dong lam hu hao, mat dung cu, vat tu, trang thiét bi, tai san khac ma
thiét hai c6 gia tri tir 10 thang lwong tdi thiéu vung ap dung tai thoi diém d6, hodc tiéu hao
vat tu, nhién liéu qua dinh muc cho phep thi tuy tung truong hop Cong ty co quyén yéu
cau boi thuong mot phan (theo tinh khau hao tai san) hay toan bg theo thoi gia thi truong -
Chi tiet tai phu luc dinh kem.

b) Xac dinh Nguoi lao dong ¢6 ¥ 1am hu hong, mat dung cu, thiét bi, gy thiét hai
cho Cong ty, tiéu hao vat tu, nhién liéu qua dinh muc cho phep, thi Cong ty c6 quyén
quyét dinh y€u cau boi thuong mdt phan hoac toan bo theo thoi gia thi truong.

¢) Truong hop nguoi lao dong co ky hop ddng/thoa thuan trach nhiém véi Cong ty
thi phai boi thuong theo quy dinh cua hop dong/thoa thuén trach nhiém do, ma khong can
xac dinh gié tri thiét hai trén hay dudi 10 thang luong t6i thi€éu vung ap dung tai thoi diém
do.

Pi¢u 23. Truong hop khong phai boi thuong thiét hai

Nguoi lao dong khong phai boi thuong thiét hai trong nhitng trudng hop sau day:

a) Khong c6 16i trong viéc xay ra thiét hai;

b) Do thién tai, hod hoan, dich hoa, dich bénh, tham hoa, sy kién xay ra khach quan
khong thé luong trude duge va khong thé khac phuc duge mac du da ap dung moi bién
phép can thiét va kha nang cho phép thi khong phai boi thuong.

¢) Do Giam Déc xem xét quyét dinh mién trach nhiém timg trudng hop (c6 tham
khao y kien cua Ban Chdp hanh Céng doan Cong ty).

CHUONG X
PIEU KHOAN THI HANH

Diéu 24. Viéc ding ky, sira dbi va bo sung

Noi quy lao dong nay dugc Cong ty xay dung, co thong nhat ¥y kién v6i Ban Chap
hanh Cong doan ctua Cong ty, dugc dang ky va diéu chinh theo y kién cua S¢ Lao dong-
Thuong binh va Xa hoi Thanh pho H6 Chi Minh.

Trong qué trinh thyc hién, Noi quy lao dong nay c6 thé dugc stra doi, bd sung cho
phu hop véi quy dinh phap luat hién hanh va theo tinh hinh phat trién thyc té cua Cong ty,

Trang 19



sau khi tham khao ¥ kién cua t6 chtc dai dién tap t,hé nguoi lao dong va dugc dang ky lai
véi S¢ Lao dong-Thuong binh va Xa hoi Thanh pho H6 Chi Minh.

Piéu 25. Té chirc thyc hién

Noi quy lao dong nay 1a co s& dé Cong ty quan 1y lao dong, diéu hanh san xuit-kinh
doanh va xtr 1y cac truong hop vi pham ky luét lao dong cua Cong ty.

Hiéu lyc cua Noi quy lao dong thuc hién theo quy dinh tai Piéu 121 B6 Ludt Lao
dong so 45/2019/QH14 ngay 20/11/2019 va khoan 3 Diéu 69, khoan 1 Diéu 41 Nghi dinh
145/2020/ND-CP ngay 14/12/2020 cua Chinh phu.

Tat ca nguoi lao dong tai Cong ty co trach nhiém chap hanh Noi quy lao dong nay.
No6i dung ctia Noi quy lao dong duoc trich ké ban treo tai khu vuc lam viéc dé thuong
xuyén nhac nhé nguoi lao dong tuan thu thyc hién.

DPAI DIEN NGUOI SU DUNG LAO PONG
GIAM POC

Huynh Hao Tai
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PHU LUC
Vé boi thwong thiét hai theo ché dé trach nhiém vit chit

(Dinh kém theo Noi quy lao dong dwoc ban hanh boi Qu)fét dinh s6 /OD-TA-TCHC,
ngay | 120 cua Cong ty Co phan Cap nuoc Trung An)

Vé Khodn 3 Diéu 22:

“ Nguoi lao dong lam mAt dung cu, vat tu, trang thiét bi, tai san khac hodc tiéu hao
vat tu, nhién liéu qua dinh murc cho phép thi tuy timg trudng hop Cong ty cé thé yéu ciu
bdi thudng mot phan (theo tinh khdu hao tai san) hay toan bo theo thoi gia thi truong. Néu
ngudi lao dong c6 ky hop ddng trach nhiém véi Cong ty thi phai bdi thudng theo quy dinh
ctia hop dong trach nhiém

- Hanh vi cta nguoi lao dong gy thiét hai vat chat: 1am hu hong (khdng sir dung
dwoc) hay mat dung cu, vat tu, trang thiét bi.

- Trach nhiém bdi thudng mot phan hay toan bo theo thoi gia thi truong (theo tinh
khau hao tai san) nghia 1a gié tri con lai cta tai san tai thoi diém xdy ra hanh vi gay thiét
hai vat chat cia ngudi lao dong.

Trang 21



