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CONG TY CO PHAN CAP NUOC TRUNG AN

NOI QUY LAO DONG
(Ban hanh kém theo Quyét dinh sé /OD-TA-TCHC ngay /  [2017)

CHUONG I
NHUNG QUY PINH CHUNG

Piéu 1. Muc dich ban hanh Ndi quy lao dong

Noi quy lao dong 1a van ban dinh ché dugc ban hanh quy dinh ky luat lao dong
ma nguoi lao dong phai chap hanh khi 1am viéc tai Céng ty C6 phan Cap nudc Trung
An (goi tat 1a Cong ty) va ché tai ap dung dé xtr Iy cac truong hop vi pham ky luat lao
dong .

Pi¢u 2. Pham vi va doi twong ap dung

No6i quy lao dong nay dugc ap dung (jéi vOi nguoi lao dong Viét Nam lam viéc tai
Cong ty theo hinh thirc va cac loai hgp dong lao dong, ké ca nhimg nguoi dang trong
thot gian hoc nghé hodc dugc tap nghé tai Cong ty.

CHUONG II
QUY PINH VE THOI GIO LAM VIEC, THOI GIO NGHI NGOI

Piéu 3. Thoi gio' 1am viée

1. Thoi gio lam viéce tai Cong ty 1a: 08 gid trong mot ngdy, tuan lam viéc 40 gio.

2. Tuy theo tinh chét cong viéc, don vi cong tac, Cong ty sap xép ngudi lao dong
lam viéc theo mot trong hai ché dd thot gio lam viéc nhu sau:

a) Lam vi¢c theo gio hanh chinh: dugc chia lam 02 budi trong ngay, 1am viéc tir
Thir Hai dén Thir Sdu hang tuan, cu thé:

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

Sau khi tham khao y kién ctia to chirc dai dién tap thé lao dong, gid lam viéc hanh
chinh cua Coéng ty co thé duoc thay doi cho phu hop v6i quy dinh cta co quan nha
nuéc co thim quyén hodc phu hop vdi tinh chat cong viéc cua Nguoi lao dong duoc
thé hién trong hop ddng lao dong. Nguoi lao dong truc tiép san xuét c6 thoi gian 1am
viéc tqy theo khdi luong cong viée trén dia ban dugc phan cong, khong phu thudc vao
gio gidc lam viéc theo gid hanh chinh, nhung khong qua 08 gio trong 01 ngay.

b) Thoi gid lam viéc ban dém hoic ca 3 dugce tinh tir 22"00 dén 06"00 sang ngay
hom sau.



3. Lam thém gid: Nguoi sir dung lao dong c6 thé thoa thuan voi Ngudi lao dong
lam thém gid nhung khong qué 4 gid/ngay, khong qua 12 gio trong 01 tuan, khong qua
30 gio trong 01 thang va khong qua 200 gid trong 01 nam. Trudng hop lam thém gio
qua 200 gio/ nam thi phai 1ap phuong an trinh S& LD-TBXH phé duyét. Thoi gian lam
viéc ban dém duoc tinh tir 22 gid dén 6 gio sang. Truong hop ma Nguoi st dung lao
dong co6 thé thoa thuan dé Nguoi lao dong 1am thém gio:

a) Xt ly, khic phuc su ¢d xdy ra trong hoat dong san xuét-kinh doanh;

b) Giai quyét cong viéc cap bach nhung khong thé tri hodn nham dap tng tinh
hinh san xuat-kinh doanh trong cac dip L&, Tét hodc do yéu cau dot xuat ctia hoat dong
san xuat-kinh doanh:

Viéc t6 chirc lam thém gid, téng s6 gid lam thém va tién luong lam thém gio
dugc thuc hi¢n theo ding quy dinh ctia phdp luit lao dong hién hanh. Trong trudong
hop Nguoi lao dong dugc huy dong trén co s¢ thoa thuan dé 1am viéc vao ngay nghi
hang tuan, ngay 1&, ngay nghi c6 huong luong thi Nguoi str dung lao dong dam bao
thuc hién ding quy dinh vé tién luong, ché d6 nghi bu cho ngudi lao dong theo dung
quy dinh phap luat.

Ngoai ra, Nguoi str dung lao dong co quyén yéu ciu Nguoi lao dong lam thém
gio vao bat ky ngay nao va Nguoi lao dong khong dugce tir choi khi viee lam thém gio
thudc truong hop dac bi¢t néu tai Bicu 107 B0 luat Lao dong.

Piéu 4. Thoi gio nghi ngoi
1. Nghi trong gio lam viéc:

a) Pbi vi Nguoi lao dong 1am viéc theo gid hanh chinh, thoi gian nghi trua giita
02 budi lam viéc (tr 11 gio 30 phut dén 13 gid 00 phit) khong duoc tinh vao thot gio
lam viéc. Trong moi budi 1am viéc cua ngay lam viéc, nguoi lao dong co quyén sip
xép dé nghi 15 phut;

b) Truong hop Nguoi lao dong lam viéc trong ngay trén 10 gio, thi trudc gio lam
thém dugc nghi thém 30 phut tinh vao thoi gio lam viéce.

2. Ngay nghi hang tuan :

Hang tuan, Nguoi lao dong dugc nghi 02 ngay vao ngay Tht Bay va Chu Nhat.

Trong truong hop do yéu cau cap thiét caa hoat dong san xuat- kinh doanh, Céng
ty sé thoa thuan vaoi Nguoi lao dong lam viéc vao ngay Tha Bay, Chu Nhat hoac ngay
nghi hang tuan va duoc bé tri nghi bu vao ngay khac. Truong hop néu khong bé tri
nghi bu du sé thoi gian thi Cong ty phai tra luong lam thém gio ddi voi nhitng ngay
Thi Bay, Chu Nhat d6 1am viéc theo quy dinh tai Diéu 97 cua Bo luat Lao dong.

3. Nghi hang nam:

3.1. Nguoi lao dong co6 du 12 thang lam viéc thi duoc nghi hang nam, hudng
nguyén luong theo hop dong lao dong, cu thé nhu sau:

a) 12 ngay lam viéc dbi voi nguoi 1am cong viée trong diéu kién binh thuong;

b) 14 ngay lam viéc d6i v6i nguoi lam cong viéc nang nhoc, doc hai, nguy hiém
hodc nguoi lam viéc & nhitng noi c6 ¢d di€u kién sinh song khac nghiét theo danh muc
do B6 Lao dong-Thuong binh va Xa hdi chu tri phoi h0‘p vo1 BO Y té ban hanh hoac
lao dong chua thanh nién hoac lao dong 1a nguoi khuyét tat;



Ct 05 nam lam vi¢c tai Cong ty, Nguoi lao dong duoc nghi thém 01 ngay.
Truong hop nguoi lao dong c6 dudi 12 thang lam viée tai Cong ty, thoi gian nghi hang
nam dugc tinh theo ty 1€ twrong ing véi so thoi gian lam vige tai Cong ty.

3.2. Nguoi st dung lao dong co quyén quy dinh lich nghi hang nim sau khi tham
khao y kién ctia Nguoi lao dong va phai thong bao trudc cho nguoi lao dong.

3.3. Nguoi lao dong co thé thoa thuén voi Nguoi str dung lao dong dé nghi hang
nam thanh nhiéu lan hodc nghi gdp to6i da 03 nam mat 1an, hoac co6 thé nghi hang nam
vao Qui I cia nam sau nhung can phai bdo cho Ngudi str dung lao dong.

3.4. Khi nghi hing nam, néu Nguoi lao dong di bang phuong tién dudng bo,
duong sit, dudng thuy ma sb ngay di duong ca di va vé trén 02 ngay thi tir ngay thr 03
tré di dugc tinh thém thoi gian di dudng ngoai ngay nghi hang nim va chi duoc tinh
cho 01 14n nghi trong nam.

3.5. Nguoi lao dong tam hoan HPLD, hodc chdm dat HDLD do tl}éi viéc, bi mat viéc
lam, bi sa thai, nghi huu, chét hodc vi cac ly do khac ma chua nghi hang nam hodc chua
nghi hét sO ngay nghi hang thi dugc thanh toan bang tién nhiing ngay chua nghi.

4. Nghi L&, Tét: Nguoi lao dong duoc nghi lam viéc, huong nguyén luong trong
nhimg ngay L&, Tét sau day:

a) Tét Duong lich 01 ngay (ngay 01 thang 01 duong lich);

b) Tét Am lich: 05 ngay (theo Thong bao cua S¢ Lao dong Thuong binh va Xa
hoi TpHCM).

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

d) Ngay Qudc té Lao dong 01 ngay (ngay 01 thang 5 duong lich);
e) Ngay Qudc khanh 01 ngay (ngay 02 thang 9 dwong lich);

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

Néu nhitng ngay nghi theo quy dinh néu trén trung vao ngay nghi hang tuan thi
Nguoi lao déng duoc nghi bu vao ngay ké tiép.

5. Nghi viéc riéng, nghi khong luong:

5.1. Nguoi lao dong dugc nghi viéc riéng ma van hudng nguyén luong trong
nhirng truong hop sau day:

a) Két hon: nghi 03 ngay;
b) Con két hon: nghi 01 ngay;

‘ C) BfS de, merdé, bd vo, me vo hodc bd chéng, me chéng chét; vo chét hodc
chong chét; con chét: nghi 03 ngay.
d) Ong noi, ba n(f)i2 ong ngoai, ba ngoai, anh, chi, em rudt chét; bd hodc me két
hon; anh, chi, em rudt két hon: nghi 01 ngay.
5.2. Ngoai ra, Ngu:orl lao dong c6 thé thoa thuan va phai dugc Ngudi st dung lao
dong dong ¥ dé nghi viéc riéng khac ma khong huong lwong trong mot sb truong hop:

¢) Khoéng qua 1/8 thoi han hop dong (nhung khong qua 08 ngay lam viéc cong
don trong mét thang) d6i véi truong hop ky hop dong lao dong ngan han dudi 12
thang;



d) Khong qua 45 ngay/01 nam (nhung khong qud 13 ngady lam viéc cong don
trong mot thang) doi voi truong hop ky hop dong lao dong c6 xac dinh thoi han hodc
khong xéc dinh thoi han.

»

Trong truong hop nguoi lao dong dé nghi dugc “nghi vigc riéng khong luong
c6 thoit gian lién tuc tir 1/8 thot han hop dong trg 1én d6i voi truong hop ky hop dong
dudi 12 thang, tir 22 ngay lam viéc tro 1én dbi véi truong hop ky hop dong lao dong co
xac dinh thoi han hodc khong xac dinh thot han thi Cong ty co thé xem xét. Néu chap
thuan, Cong ty s& ban hanh quyét dinh tam hoén hop ddong lao dong ddi voi ngudi lao
dong d6. Boi v6i nhitng truong hop tam hodn thuc hién hop dong lao dong theo quy
dinh tai Diéu 32 B6 luét Lao dong, Cong ty thuc hién theo ding luat dinh.

CHUONG III
QUY PINH VE TRAT TU TRONG DOANH NGHIEP

Pi¢u 5. Quy dinh phai chap hanh trong thoi gio 1am viéc tai Cong ty

1. Nguoi lao dong phai thyc hién trach nhiém cong viéc cia minh theo dung quy
dinh va yéu cau ctia cong viéc, khong xao lang hodc 1am viéc riéng trong thoi gior lam
vige tai Cong ty.

2. Chap hanh ménh lénh vé dleu hanh san xuat kinh doanh cta cap trén, cap
dudi phai chap hanh sy 1anh dao ciia cap trén truc tlep, khong dugce chong doi lai cap
trén trir truong hop xét thiy co thé xay ra thiét hai vé stic khoe, tinh mang cua ngudi
lao dong.

3. Nguoi lao dong phai di 1am dung gio, dam bao 1am du thoi gian quy dinh. Hét
gid 1am viéc, ngudi lao dong c6 thé ¢ lai noi lam viée trong trudng hop lam thém gio
theo yéu cau ctua Thi trudng don vi hodc duoc Thu trudng don vi cho phép.

4. Trong trudng hop cip thiét va co 1y do chinh dang, nguoi lao dong xin vé sém
hodc di ra ngoai noi 1am viéc trong mot khoang thoi gian cu thé thi phai bao cio voi
Thu trudng don vi hodc cap trén truc tiép cho phép thuc hién.

5. Khi str dung xe 6 t6 hay phuong tién co gidi khac cia Cong ty dé ra bén ngoai,
phai tuan thu Quy ché sir dung xe cong vu do Giam Ddc ban hanh; tuyét d6i khong
dugc str dung xe cong vu lang phi hodc str dung vao muc dich ¢4 nhan (tru truong hop
duoc Cong ty cho phep).

6. Nguoi lao dong phai lam ding 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 quyén dé nghi lam thém gio nhung phai dugc su
chap thuan ctia Thi trudng don vi cap trén truc tiép.

7. Khong dugc str dung dién thoai Cong ty vao muc dich ca nhan tranh lang phi
thoi gio lam viéce.
Piéu 6. Quy dinh tac phong, thai df tai noi lam viéc

1. Ngudi lao dong phai trang phuc lich su, gon gang; nghiém chinh thuc hién ché
d6 dong phuc va bao ho lao dong theo quy dinh ctia Cong ty.

2. Nguoi lao dong phai deo bang tén trong subt thoi gio lam viée tai noi lam viéc.

3. Khi dén 1am thém g10 thi phai thong bdo cho bd phan bao vé duogc biét tén ho,
don vi cong tac va thoi gian lam thém.



4. Khi xin nghi phép phai c6 don xin phép truéc mot ngay trinh cp trén ky
duyét; truong hop xin nghi phep trén 01 ngay thi phai ban giao cong viéc cho nguoi
khac thay thé giai quyét; trong truong hop gap su ¢ khach quan phai di lam tré hodc
vang mit thi phai bao cdo cho cip trén dugc biét, trir trudng hop bat kha khang (gdp
tai nan, bi bénh ndng bdt ngo) thi ngudi than co thé bao sau cho don vi cong tac.

5. Khong dugc an uéng, hat thude, dua gion tai noi lam vi¢c va trong gio lam
viéc.

6. Nguoi lao dong phai gitt gin vé€ sinh chung; khong duoc viét, v& bay, khac
nhd, x4 rac bira bai, tiy tién trong co quan.

7. Phai co thai d¢ hoa nhd, lich sy, cu xir dung muyc, ton trong ddng nghiép, cap
trén; khong dugc khiém nha hogc c6 hanh vi quay r6i tinh dyc voi dong nghiép, khong
dugc co 101 1€ xtuc pham, lam mat uy tin, danh du ctia déng nghiép, cap trén.

8. Khi tlep xuc voi khach hang cua Cong ty phai co thai d6 an can, lich thiép, ton
trong, giao tiép va Gmg xtr ding muc, tuyét doi khong cé bat cir hanh vi ndo 1lam ton
hai dén uy tin, loi ich cua Cong ty.

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

1. Ngudi lao dong khong duoc di lai, dan ngudi khac vao khu vuc khong cé phan
su trir truong hop duoc su cho phép ctia ngudi ¢6 tham quyén dé thuc hién nhiém vu,
cong tac co lién quan.

2. Khi di chuyén trang thiét bi, may moc trong pham vi co quan, don vi cong téc,
nguoi lao dong phai tuan thu quy dinh vé di chuyén va thyc hién nghiém chinh bién
phép an toan.

3. Moi truong hop tham viéng ca nhan, tham quan co quan, don vi cong tac phai
dugc sy dong v cua lanh dao Cong ty, phai tuan thi quy dinh ra vao co quan, don vi
cong tac va phai chiu sy giam sat cua bd phan cé trach nhiém.

4, Khach dén co quan, don vi cong tac phai thong qua by phan bao vé hoac tiép
tan dé duoc hudng dan va thyuc hién dung quy dinh ra vao co quan, don vi cong tac.

5. Nguoi lao dong phai chiu moi trach nhiém trong truong hop xdy ra mat mat tai
san hodc hanh vi gay thiét hai vé uy tin, loi ich ctia Cong ty ¢6 lién quan dén ngudi bén
ngoai Cong ty do minh dua vao.

Piéu 8. Quy dinh khac

1. Nguoi lao dong khong dugce udng va say rugu, bia, thirc ubng 1én men hodc
chat kich thich khac trong gio lam viéc va tai co quan, don vi cong tac.

2. Tuyét doi khong dugc mang vao, cat trit, sir dung ma tuy, chét kich thich bi
cAm khéc tai co quan, don vi cOng tac.

3. Tuyét dbi khong duge danh bac, t6 chirc danh bac, ca d6 bong da va hinh thic
mang tinh ca cugc an tién khac tai co quan, don vi cOng tac.

4. Khong duoc gy su, danh nhau, ¢d y gdy thuong tich tai co quan, don vi cong
tac.

5. Nguoi lao dong khi nghi viéc riéng, thoi lam viéc phai c¢6 trach nhi€ém thyc
hién ban giao cong viéc theo ding quy dinh, yéu cau cua Cong ty.

6. Nguoi lao dong phai nghi€ém chinh chap hanh noi quy lao dong, quy dinh, quy
trinh giai quyét cong viéc da duge Cong ty ban hanh va quy dinh khéc ¢6 lién quan.



CHUONG 1V
QUY DINH AN TOAN LAO PONG - VE SINH LAO PONG

Piéu 9. Trach nhiém ciia ngudi lao dong

1. Tham gja déy du }(héa huin lu}:én vé vé sinh lao dong, an toan-bao ho lao
dong, phong chong chdy né do Cong ty to chuc.

2. Tham gia dinh ky hay dot xuét theo phan cong cta lanh dao Cong ty, don vi
cong tac dé thuc hién hoat dong an toan, v€ sinh lao dong va phong chay, chira chay.

3. Tuén thu moi quy dinh vé an toan lao dong, bao ho lao dong va v¢ sinh lao
dong cua Cong ty va theo quy dinh cua phap luat hién hanh.

Piéu 10. Trach nhiém ciia Cong ty

- T6 chirc khoa huin luyén cho nguoi lao dong vé an toan, vé sinh lao dong,
phong chong chay nd theo quy dinh ctua phap luat va theo yéu cau cua co quan nha
nudc co tham quyén.

- 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, déng thoi to
chtrc phd bién cho nguoi lao dong thuc hién.

- Trang bi day du phuong tién bao ho lao dong, dam bao mdi trudong 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 t6 c6 hai khac theo quy dinh vé an toan lao
dong.

- Xay dung phuong an phong chéng chay no, bo tri cac thiét bi phong chdng
chay nd, phuong an so cap ciru khi xay ra tai nan lao dong va to chuc dién tip phuong
an noi trén.

- Thudng xuyén giam sat va to chﬁ’c,kiém tra viéc chap hanh quy dinh vé an
toan lao dong, v¢ sinh lao dong va phong chong chay no.

- Thuc hién moi bién phap duoc phap ludt cho phép dé dam bao an toan lao
dong cho nguoi lao dong khi lam viéce.

- Bé)i dudng thiét hai hodc trg cAp cho nguoi lao dong theo quy dinh cua phap
luat néu dé xay ra tai nan lao dong.

- Phai dam béo giir thong thoang nhiing 16i di, 16i thoat hiém va hanh lang an
toan trong co quan, don vi cong tac.

Pi¢u 11. Nhitng quy dinh vé sinh lao ddng ma ngudi lao dong phai thue hién

1. Sap Xép, gilr gin noi lam viéc cua minh gon gang, ngan nap va sach s&; bao
quan trang thiét bi, vat tu, ho so, tai liéu duoc giao theo ding quy dinh.

2. Khéng duoc tu y to chure nau nuéng trong phong lam viéc, trong khuén vién
Cong ty. Viéc an udng, hut thudc phai dung noi quy dinh cua Cong ty.

3. Sirdung thiét bi vé sinh cong nghiép dang quy trinh va thoi gian biéu.

4. Thuong xuyén, dinh ky lau chui, v€ sinh trang thiét bi, méy, moc va thuc hién
viéc bado quan, bao dudng theo quy trinh v€ sinh, bdo quan trang thiét bi, mady moc cua
Cong ty.



9. Thyc hién v¢ sinh ca nhan ding noi quy dinh cia Cong ty. Dinh ky, tham gia
tong vé€ sinh nha xuong, van phong lam viéc theo quy dinh cua Cong ty.

Piéu 12. Nhitng quy dinh an toan lao déng ma ngudi lao dong phai thwe hién

1. Nguoi lao dong phai nghiém tac tham du day du va dung thoi gian quy dinh
ciia khoa hoc, huin luyén vé an toan lao dong, quy trinh van hanh may moc, thiét b,
phong chay chira chay. Tham gia dién tap phong chay chira chay, an toan lao dong va
mg pho khi xay ra su ¢ theo sy phan cong ctia ngudi ¢ trach nhiém.

2. Tuyét déi khéng mang vio co quan, don vi cong tac chat gdy chay, nd, doc
hai, vii khi, cong cu nguy hiém khac.

3. Khi lam cong viéc bat bl;IQC phai thuc hién quy dinh an toan bao h¢ lao dong,
nguoi lao dong phdi sw dung thiét bi, phuong ti€n va trang phuc bao hg lao dong.

4. Tuén thu triét dé bién bao quy dinh, chi din vé an toan lao dong, quy trinh van
hanh thiét b1 - may modc, phong chay chita chay duoc treo trong pham vi co quan, don
vi cOng tac.

5. Khi sir dung céac loai may moc, thiét bi phdi tudn thii cac quy trinh van hanh
an toan may moc, thiét bi lam viéc va céc quy pham, tiéu chuan an toan lao dong. Can
bo k¥ thuat chiu trach nhi¢m kiém tra, t6 chirc thuc hién ché do bao dudng bao tri may
moc, thiét bi trong co quan, don vi cong tac theo lich trinh quy dinh va huéng dan
hudng st dung, van hanh an toan cho nguoi duge phan cong sir dung, van hanh.

6. Khong tw y s dung, v@n hanh may moc, thiét bi, vat tu khi khong duoc phep
hodc khong 18 cach thirc str dung, van hanh; néu khong hiéu rd hoic c6 nghi ngd vé
murc do an toan thi phdi héi hoac bdo cdo ngay voi ngudi co trach nhiém.

7. Khi phat hién hién tuong bat thudng trong lic van hanh trang thiét bi, may
moc hodc ca nhan thao tac khong an toan, khong tuan thu quy trinh van hanh, an toan
lao dong thi phdi bdo cdo ngay véi ngudi co trach nhiém dé kip thoi diéu chinh, phong
ngura tai nan xay ra.

8. Khi thiy rd c6 nguy co xay ra tai nan lao dong de doa nghiém trong dén tinh
mang, suc khoe thi nguoi lao dong phai ngung ngay cong viéc dang lam hodc roi bo
noi lam viéc va bao ngay cho nguoi phu trach truc tiép. Tuyét d6i khong tlep tuc lam
cong viéc d6 hodc quay trd lai noi 1am viée d6 néu nguy co van chua duge khac phuc.

9. Phdi nim viig quy trinh phong chay chira chay, biét ré noi dé thiét bi chira
chay va siw dung thanh thao thiét bi khi xay ra chay.

10. Khong tu ¥ kich hoat hé thong bao chay khi khong co chay.

11. Khi xay ra tai nan lao dong, nhiing nguoi lao dong con lai co trach nhiém
khan truong thuc hién quy trinh so cdp ctru theo huén luyén va theo quy dinh, dong
thdi bao cédo ngay voi can bd quan 1y co trach nhiém dé kip thoi co bién phap xu 1y,
dam bdo tinh mang, sttc khde ciia nguoi bi tai nan lao dong. Viéc gidi quyét cu thé
thuc hién nhu sau:

a) Khi xay ra tai nan lao dong, ké ca d6i v6i nguoi tap nghé, thir viéc, Nguoi bi
tai nan lao dong phai dugc cép ctru kip thot va diéu tri chu d4o. Tat ca vu tai nan lao
dong, bénh nghé nghiép va su cb nghiém trong tai noi lam viéc déu phai duoc khai
béo, diéu tra, 1ap bién ban, thong ké va bao cdo dinh ky theo quy dinh ctia Chinh phil.



b) Trach nhiém cua Cong ty: Thanh toan phén chi phi dong chi tra va nhiing chi
ph1 khong nam trong danh myc do bao hiém y té chi tra dbi véi nguoi lao dong tham
gia bao hiém y té va thanh toan toan bo chi phi y té tir khi so ciru, cap clru den khi diéu
tri 6n dinh d6i voi nguoi lao dong khong tham gia bao hiém y té; Tra du tién luong
theo hop 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 nghiép theo quy dinh tai Diéu 145 caa Bo luat Lao dong.

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

Piéu 13. Nhirng quy dinh bao vé tai san ciia Cong ty

1. Nguoi lao dong phai c6 ¥ thirc trach nhiém gitr gin, bao v¢€ tai san, may moc,
trang thiét bi, phuong tién ctiia co quan, don vi cong tac.

2. Pbi voi phuong tién, thiét bi, may modc hoac tai sdn duoc co quan, don vi cong
tac giao cho nguoi lao dong quan 1y, sir dung dé phuc vu cong viéc thi nguoi lao dong
chiu trach nhiém bao quan, bao v¢é nhiing tai san do, chi dugc chuyén giao cho nguoi
khac khi c6 quyét dinh ctia nguoi c6 tham quyén.

3. Nguoi lao dong khong duoc mang bat ky tai san nao cua co quan, don vi cong
tac ra bén ngoai néu chua duoc su cho phép ctia ngudi ¢ tham quyén. Moi su dich
chuyén san phém, vat tu, trang thiét bi, may moc, tai sdn khac cua co quan, don vi
cong tac ra khoi vi tri, khu vyc quy dinh, ra hoac vao co quan, don vi cong tac déu
phai co phleu xuét, nhap theo quy dinh hodc duoc su cho phép bang vin ban cua ngudi
c6 tham quyén.

Moi truong hop tu ¥ mang tai san cua co quan, don vi cong tac ra bén ngoai ma
khong c6 giay to theo quy dinh hodc khong dugc su cho phép cua nguoi co thAm
quyén thi cling bi xem la hanh vi trdm cap tai sdn cta Cong ty.

4. Trong trudng hop can thiét, néu phat hién c6 dau hiéu nghi van vé hanh vi
trodm cép tai san, bd phan bao vé dugc phép yéu cau hodc dé nghi co quan co tham
quyén kiém tra ti 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 thi quy dinh vé quan 1y, sir dung, bao quan céc
trang thi€t bi, may moc, phuong tién, tai san cua Cong ty.

6. Nghiém cidm céac hanh vi trom cip, tham 6, pha hoai (truc tiép va gidn tiép)
cac trang thi€t bi, mdy moéc, phuong tién, tai san cua Cong ty.

Piéu 14. Quy dinh vé biao mit thong tin cong nghé, sian xuit-kinh doanh cia
Cong ty

1. Nguoi lao dong khong duoc tu ¥ mang may chup hinh, quay phim vao khu
vuc cam cua co quan, don vi cong tdc néu chua dugc su dong y cuia nguoi ¢ tham
quyeén tai co quan, don vi do.

2. Nguoi lao dong co trach nhi€m gitr gin bi mat cong nghé-kinh doanh, thong tin
san pham-kinh doanh va thong tin khéc lién quan dén hoat dong cua Cong ty; khong
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dugc tu ¥ cung cap cac thong tin ndy ra bén ngoai néu chua dugc sy cho phép cua
Cong ty.

3. Nguoi lao dong c6 trach nhiém bao mat thong tin lién quan dén cong tac cla
minh, chi bdo cdo véi cap trén, hodc ngudi cd thim quyén trong co quan, don vi cong
tac theo ding quy trinh tac nghié¢p, thuc thi nhiém vu.

4. Moi thong tin vé nhén sy, tai chinh, ké toan va nhirng van dé khac theo qui
dinh ctia Cong ty dugc bado mat tuyét doi (cu thé: la noi dung, van dé dwoc Giam doc
Cong ty ra quyét dinh tuyén bo nam trong danh muc bao mat tuyét doi, hoac duwoc quy
dinh phai bao mdt tuyét doi theo Quy ché thong tin cua Cong ty ma nguoi lao dong
bugc phai tuan thu), nguodi lao dong cong tac trong bd phan nay phai tuyét doi khong
duoc tiét 1o trur truong hop duge Cong ty cho phép hodc theo quy dinh cta phap luat.

5. Nguoi lao dong khong duge ty ¥ tim kiém, thu thép, xem cac hd so, s6 sach,
tai liéu, dit liéu néu khong thudc pham vi thim quyén cua minh hodc khong duoc
Cong ty cho phép.

6. Tuyét dbi khong duoc st dung thong tin vé nhan su, tién lvong, san xuét, kinh
doanh dé gay chia r&, mat doan két trong ng1 bd Cong ty.

7. Hb so, tai liéu, dir liéu, thong tin lién quan dén nhiém vu cong tac cia minh
hodc dugc co quan, don vi cong tac giao pho dé thuc hién cong viéc phai duge quan
ly, gitt gin, bao quan dung quy dinh; chi dugc chuyén giao cho nguoi khac khi co
quyét dinh chinh thirc cua ngudi c6 tham quyén.

8. Nghiém cam céc hanh vi:

a) Trom cdp thong tin, dit liéu ctiia Cong ty;

b) Thuc hién hanh vi pha hoai hé thong thong tin, luu trit dit liéu cua Cong ty;

c) Tiét 16 thong tin, dir liu cua Cong ty dé gy 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.

9. Nguoi lao dong co6 nghia vu tuan thu tuyét d6i Quy ché Thong tin ciia Cong ty
(néu c6) hodac Cam két bao mat thong tin (néu co6) ky vai Cong ty.

CHUONG VI
HANH VI VI PHAM KY LUAT LAO PONG
VA HINH THUC XU LY KY LUAT LAO PONG

Piéu 15. Hanh vi vi pham ky luét lao dong
_ 1. Vi pham quy dinh vé thoi gio 1am viée, thoi gid nghi ngoi duoc quy dinh tai
Dicu 3, 4 cua N§1 quy lao dong.
2. Vipham quy dinh veé trat tu trong doanh nghi¢p dugc quy dinh tai Piéu 5, 6, 7
va 8 ctia Noi quy lao dong.
‘ 3. Vi pham quy dinh vé an toan lao dong, vé€ sinh lao dong dugc quy dinh tai
biéu 9, 11 va 12 ctia No1 quy lao dong.



4. Vi pham cac quy dinh vé bao vé tai san va bi mat cong nghé-kinh doanh cua
Cong ty duoc quy dinh tai Diéu 13, 14 cta Noi quy lao dong.

5. Tu ¥ bo viéc 05 ngay cong don trong mot thang hodc 20 ngdy cong don trong
mot nam lam viéc ma khong co 1y do chinh dang va vi pham tir 04 1an trd 1én trong
Piéu 6. Ly do chinh dang gdém truong hop: thién tai, hoa hoan; ban than hodc than
nhén la cha me, con cai, anh em hodc nguoi than nhat dang cing chung song (va phu
thudc quan hé nudi dudng) bi 6 6m, tai nan c6 xac nhan cua co sé y té kham chira bénh
ct tham quyén.

6. Khong hoan thanh cong viéc, gdm truong hop sau day (tru truong hop bét kha
khang theo quy dinh phap luat hoac khong do 161 ciia nguoi lao dong):

a) Thuong xuyén khong hoan thanh dinh mirc lao dong duoc giao theo quy dinh
ciia Cong ty. Dbi voi truong hop nay, Cong ty khong xu ly ky luat lao dong ma ap
dung theo khoan 1 Piéu 19 ciia Noi quy lao dong nay va diém a khoan 1 diéu 38 Bo
luat Lao dong;

b) Thuong xuyén khong hoan thanh nhiém vy dugc giao theo dung tién d6 hodc
ndi dung cong viéc. Déi véi truong hop nay, Cong ty khong xtr ly ky luat lao dong ma
ap dung theo khoan 1 Diéu 19 cia Noi quy nay va diém a khoan 1 diéu 38 B luat Lao
dong nam 2012;

C) Khong thyc hién, thue hién khong ding, thyc hién khong day du quy dinh, quy
trinh giai quyet cong viéc cua don vi; thi€u trach nhiém trong cong viéc dugc giao;

d) Khéng thyc hién dung ndi dung, muc dich cong viéc va tién do hoan thanh nhu
dé thoa thuan trong hop dong lao dong.

7. Thuc hién viéc trdm cép, tham 6 tai san cia Cong ty mdt cach truc tiép; hoac
thong qua cac hinh thure gian tiép nhu:

a) Thong dong v4i khach hang nham gian 1an chi sb tiéu thu nudc sach va tién
nudc dé thu loi bat chinh gay that thoat cho Cong ty;

b) Thong dong véi ddi tac ky hop dong véi Cong ty vé déan su, thuong mai ... dé
hudng loi riéng cho ca nhan;

¢) Tuy tham gia: gan dit dong hd nude; nang, doi, ha ¢& dng nganh dong hd cho
khach hang bt hop phap dé thu loi riéng cho ca nhan (Bdt hop phdp dwoc hiéu la: viéc
thi cong khong co hé so phé duyét ciia bg phén cé tham quyén trong Céng ty, khéng cé
lénh hodc quyét dinh thi cong dwoc ban hanh theo ding quy dinh ciia Cong ty).

8. Sur dung van bang gia, chung chi gia, glay to gia dé ky két hop dong lao dong
v6i Cong ty hodc dé bo sung hd so ca nhan nham dugc xét nang luong, dé bat, bd
nhiém chtrc vy, hudng ti€u chuan ché d6 cua Cong ty.

9. Loi dung danh nghia cdn bo-nhan vién ciia Cong ty dé: lira gat nguoi khac,
thuc hién hanh vi vi pham phép luat hoac hanh vi khac gay thiét hai cho Cong ty.

10. C6 hanh vi nhan tién hogc hién vat khac d¢ thuc hién yéu cau cua khach hang
hodc nhiing nhi€u khach hang dé nhan boi dudng bang tién hodc hién vat khac.

11. ‘Thiéu trach nhiém trong coéng viéc, trong cong tic ban giao hd so, tai licu
khong day du, ro rang, kéo dai thoi gian ban giao, khong tuan thu cac quy tac, quy
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trinh nghi¢p vu khi thuc hién cong viéc din dén that thoat, gdy thiét hai nguyén vat
li¢u, san pham, tai san cua Cong ty.

12. Vi pham quy dinh trong cong tac giam sat thi cong, xay dung co ban; xac
dinh khoi luong thanh toan cong trinh khong dung thuc t€; khong ghi nhét ky giam sat
cong trinh chinh xéc, day da theo quy dinh.

13. C6 hanh vi khéc 1gi dung uy tin, tai san, loi ich cua Cong ty dé thuc hién muc
dich, cong viéc khong lién quan dén pham vi cong viéc, nhiém vu dugc giao: sir dung
hoac lgi1 dung tai san cong ty dé st dung cho muc dich khong thudc pham vi cong viéc,
nhiém vy ctia minh; sir dung danh xung CB-CNV cuia Cong ty dé giao tiép hodc thuc
hién cong viéc, muc dich khong thudc pham vi cong viéc, nhi€ém vu ciia minh; cac
hanh vi khac ma phap luét lao dong quy dinh (néu co).

14. C6 hanh vi de doa gay thiét hai dac biét nghiém trong vé tai san, loi ich cua
nguoi sit dung lao dong, cu thé: de doa pha may moc, trang thiét bi lam viéc; de doa
kich dong lang cong, dinh cong, gy bao lyc tai noi lam viéc; de doa xam hai dén suc
khoe, tinh mang, nhan pham cua can bo quan ly cap trén, dong nghi¢p; de doa xuc
pham danh dy cua can b6 quan ly cap trén, déng nghiép, tung tin d6n nham vé can bo
quan 1y cap trén, ddng nghiép trong Cong ty trén phuong tién thong tin dai ching; va
hanh vi de doa khac ma phap luat c6 lién quan xac dinh la dac bi¢t nghi€ém trong (néu
co).

15. Thyuc hién hanh vi vi pham phap luat ngay tai co quan, don vi cong tac.

Pi¢u 16. Hinh thirc xir 1y ky luat lao dong

1. C6 03 hinh thirc xur 1y vi pham ky luét 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, hoac cach chirc;

Cc) Sa thai.

‘ 2. Nguoi lao dong néu c6 hanh vi vi pham ky luat lao dong th~eo quy dinh tai
Diéu 15 ctia Noi quy lao dong thi tuy theo tinh chat, mirc d0 pham 16i va hanh vi Vi’
pham ma Cong ty ap dung mot trong ba hinh thirc xtr 1y ky luat néu trén, trir mot so
truwong hop khdc, hodc la hanh vi vi phagm phdp lugt hay co dau hié¢u vi phgm phdap
ludt tai Cong ty thi dap dung theo quy dinh tai Diéu 19 Chwong VII ciia Nji quy lao
dong nay.

3. Ap dung hinh thtc xr Iy ky luét lao dong:

3.1 Hinh thirc khién trdach Igt‘ing vin ban: duoc ap dung d6i v6i trudng hop co
héph vi vi pham ky luét lao dong 1an dau nhung & mirc do nhe, ghua gay ra thiét hai cu
thé va khong thudc truong hop quy dinh tai muc 3.3 khoan 3 Diéu nay.

3.2 Hinh thurc kéo dai thoi han ndang lwong khong qua 06 thang, hodc cdach
chwrc: duogc ap dung trong truong hop sau day:

a) i bi khién trach bang vin ban ma tai pham trong thoi han 03 thang ké tir
ngay c¢6 quyét dinh khién trach;
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b) Hanh vi vi pham ky luat lao dong khong thudc truong hop quy dinh tai muc
3.3 khoan 3 diéu nay va da gay ra thiét hai tinh thanh ti€n c6 gia tri khong qua 10
thang luong t61 thi€éu vung do Chinh phu cong bo theo ting thoi diém thuc té.

3.3 Hinh thirc sa thdi, dugc ap dung trong truong hop sau day:

a. Trom cap, tham 6 tai san ctia Cong ty (truc tiép, gian tiép);

b. Trom cép thong tin, dit liéu cua Cong ty;

Cc. Trom cép hodc tiét 16 bi mat kinh doanh, bi mat cong ngh¢ cua Cong ty,

d. Xam pham quyén s¢ hitu tri tué cia Cong ty;

€.

C6 hanh vi ¢d y méc ngodc, nhan héi 16, goi ¥, nhiing nhiéu gy khé khin
khin dé nhan tién bdi dudng ctia khach hang, gay thiét hai dén uy tin ciia Cong ty;

f. CoY y lam hu héng mdy moc, dung cu, thiét bi, van kién, tai liéu cua don vi, cta
Cong ty;

g. C6 tinh khong di do1 hoac chiém dung mat br?lng, nha xudng, dét dai cua Cong
ty lam tré ngai dén chuong trinh, hoat dong san xuat-kinh doanh va bao v¢ cac cong
trinh cap nudc;

h. Tiét 16 thong tin, dit liéu khac ciia Cong ty dé giy thiét hai vé uy tin, tai san,
hoat dong san xuat-kinh doanh ctia Cong ty ma gia tri thiét hai duogc tinh thanh tién
trén 10 thang luong t61 thi€éu vung do Chinh phu cong bo theo tirng thoi diém thuc té;

i. C6 hanh vi khac gdy thiét hai nghiém trong vé uy tin, tai san, loi ich cua Cong
ty (gid tri thiét hai dwoc xdc dinh nghiém trong khi dwoc tinh thanh tién trén 10 thing
lirong t6i thiéu ving do Chinh phii céng bé theo tirng thoi diém thuc té);

J. Co6 mot trong cac hanh vi de doa gay thiét hai dac bl‘e_:t nghi€ém trong vé tai san,
loi ich 91’1a qgub’i st dung lao dong, thiét, hai tinh thanh tiép co gia ‘Eri trén 10 thang
lwong t61 thiéu vung do Chinh phu cong b6 theo tung thot diem thue t€, duge quy dinh
tai khoan 14, Diéu 15 cua Noi quy lao dong nay;

k. D3 bi xtr Iy ky luat lao dong bang hinh thirc kéo dai thoi han nang luong ma tai
pham trong thoi gian chua x6a ky luat;

|. Pa bi xt 1y ky luat bang hinh thirc cach chtrc nhung trong vong 03 nam ké tir
ngay xu ly ky ludt ma van tai pham;

m. Tu ¥ bo viéc 05 ngdy cong don trong mot thang hodc 20 ngay cong don trong
mdt ndm ma khong c6 1y do chinh dang theo quy dinh tai Noi quy lao dong nay;

n. C6 hanh vi danh bac; danh nhau cb y gy thuong tich; cat trix, sir dung ma tay
hodc chat kich thich khac tai noi lam viéc.

0. Sur dung van bang gia, chung chi gia, glay to gia dé ky két hop dong lao dong
v6i Cong ty hodc dé bd sung hd so ca nhan nham dugce xét nang luong, dé bat, bd
nhiém chirc vy, hudng tiéu chuan ché do cua Cong ty.

4. Cong ty khong 4p dung nhiéu hinh thirc xir 1y ky luat lao dong d6i véi mot
hanh vi vi pham ky luat lao dong.

5. Thot hi¢u xtr 1y ky luat lao dong:

a) Thoi hiéu dé xir 1y vi pham ky luat lao dong ti da 1a 06 thang ké tir ngay xay
ra hodc phat hién vi pham. Trong truong hop hanh vi vi pham c6 lién quan dén tai
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chinh, tai san, bi mat kinh doanh, bi méat céng nghg, quyén s hiru tri tué ciia Cong ty
hodc c6 nhleu tinh tiét can lam rd, nhiéu van dé phuc tap thi thoi hiéu dé xu Iy ky luat
lao dong tdi da 1a 12 thang.

b) Déi voi trudng hop quy dinh diém a, b, ¢ khoan 4 Piéu 17 cua Nbi quy lao
dong nay, néu con thoi hiéu dé xu 1y ky luat lao dong thi ngudi str dung lao dong tién
hanh xtr 1y ky luat lao dong ngay, néu hét thoi hiéu thi dugc kéo dai thoi hidu dé xir 1y
ky luat lao dong nhung ti da khong qua 60 ngay ké tir ngay hét thoi gian néu trén.

Khi hét thoi gian quy dinh d6i v0i lao dong nir co thai, nghi thai san hodc nguoi
lao dong nudi con nho dudi 12 thang tudi (di€m d khoan 4 Di€u 17) ma thoi hiu xur ly
ky luat lao dong da hét thi dugc kéo dai thot hi¢u dé xur Iy nhung khong qua 60 ngay
ké tir thoi dieém hét thoi gian néu trén.

6. Thoi han x06a ky luat:

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

b) Truong hop bi xur Iy ky luat lao dong bang hinh hinh thirc cach chtrc thi sau
thot han 03 nam, néu ti€p tuc vi pham ky luat lao dong thi khong bi coi 1a tai pham.

Cong ty c6 thé quyét dinh giam thoi han x6a ky luat khi xét thdy nguoi lao dong
c6 stra chira va tién b 10 rét, ngoai ra néu bi xir Iy bang hinh thirc kéo dai thoi han
nang luong thi nguodi lao dong can dap tng thém dicu kién: da chap hanh dugc Y4 thoi
han va co6 tién bo.

Piéu 17. T6 chirc thuwe hién viée xir Iy ky luit lao dong

1. Ngudi ¢6 tham quyén xir Iy ky luat lao dong: nguoi c6 thim quyén thyc hién
viéc xur ly vi pham ky luat lao dong trong Cong ty la Giam dbc (nguoi str dung lao
dong). Giam ddc c6 thé uy quyén cho can bo lanh dao khac hodc can bo quan ly bo
phan nhan sy cia Cong ty dé thyuc hién viéc xir 1y ky luat lao dong, Gidm ddc chi duoc
iy quyén cho ngudi khac néu phai di vang. Viée uy quyén xu Iy ky luat lao dong phai
duogc 1ap bang vin ban theo mau quy dinh.

2. Ho so xir 1y ky luat lao dong: dé thue hién xu Iy ky luat lao dong, can bo-cong
nhan vién va nguoi c6 lién quan phai chuan bi ho so xt ly ky luat lao dong gom:

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

— Tai liéu c6 lién quan gém: bién ban sy viéc xay ra, don tir tb cao, ching tir hoa
don, tai li¢u chung cu lién quan. Trong truong hop bi tam giam, tam gitt thi phai c6
thém van ban vé tam giam, tam gitt, két ludn sau tam giam, tam gilt cta co quan co
tham quyén;

— Trudng hop duong su ving mit, thi phai c6 cac vin ban thong bao 03 lan lién
ticp;

— Trudng hop néu ngudi lao dong co 1y do chinh dang thi phai c6 gidy t& ching
minh.

3. T6 chire phién hop xur 1y ky luat lao dong:
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a) Thanh phan nhan sy tham gia phién hop xir 1y ky luat lao dong gdm co:

— Giam Déc hodc nguoi duge Giam Ddc uy quyén theo dung quy dinh tai khoan
1 Biéu nay la nguoi gitr vai tro chu tri;

— Pai dién ctia Ban Chép hanh Cong doan cta Cong ty;

— Duong su 1a nguoi lao dong ma Cong ty xét co hanh vi vi pham ky luét lao
dong (trur truong hop dang thi hanh an tu giam). Trong truong hop dwong sy vang mat,
thi chi xur 1y ky luat sau khi da giri thong bdo mo1 hop xur 1y ky luat lao dong lan tha
03;

— Nguoi lam chimg (néu c6):
— Nguoi1 dai dién hodc bao chira cho duong su (néu co);
— Nhitng nguoi co lién quan khac do Cong ty quyét dinh (néu co).

b) Bat dau phién hop, nguoi chu tri tuyén bd 1y do va gi6i thiéu nhan su. Sau d6
duong sy trinh bay ban tudng trinh cia minh, néu khong c6 ban tuong trinh thi nguoi
chu tri trinh bay bién ban xay ra hoac phat hién su viéc (trong dé ghi o 1y do khdong c6
ban tudng trinh). Trong qua trinh hop, ngudi chu tri s& chimg minh 16i cta duong su,
xac dinh hanh vi vi pham tuong tng v6i hinh thire ky luét lao dong theo Noi quy lao
dong. Buong su ¢6 quyén trinh bay y kién hoic yéu cau nguoi dai dién bao chira cho
minh. Pai dién t6 chirc Cong doan s& ¢ ¥ kién vé viéc ching minh 101 cua duong su
do ngudi chu tri trinh bay. Cubi cung, nguoi chil tri dua ra két luan vé hanh vi vi pham
ky luat ing voi hinh thirc ky luat lao dong twong xtmg. Bén tham gia ky vao bién ban,
duong sy va dai dién Cong doan co quyén ghi y kién bao luu, néu c6 bén khong ky thi
néu rd ly do vao bién ban.

¢) Cong ty dugc quyén xtr 1y ky ludt viang mit duong su trong trudng hop nguoi
lao dong d6 da duoc Cong ty thong bao moi hop xu 1y ky luét dén lan thw 03. Sau khi
hop xur Iy ky luat xong, Cong ty s€ thong bao quyét dinh ky luat cho duong su duoc
blet Quyét dinh xtr 1y ky luat phai 1am bang van ban va dugc chuyén cho duong sy va
t6 chitc Cong doan ctia Cong ty dugc biét dé thi hanh.

Khi xir Iy ky ludt theo hinh thirc sa thai, Giam Ddc phai trao doi va nhat tri voi
Ban Chap hanh Coéng doan Cong ty. Trong truong hop khong nhat tri, Cong ty phai
bao cao vdi S6 Lao dong-Thuong binh va Xa hoi, sau 20 ngay ké tir ngay bao cao,
Giam Péc ¢o quyén ra quyét dinh ky luat. Trong thoi han 10 ngay ké tir ngay ra quyét
dinh xtr Iy ky luat theo hinh thirc sa thai, Cong ty phai guri mdt ban cho S¢ Lao dong-
Thuong binh va Xa hoi.

4. Truong hop tam hoan xur 1y ky luat lao dong:

Nguoi lao dong vi pham ky luat lao dong nhung néu dang thudc mét trong
truong hop sau day thi Cong ty tam hoan, chua thyc hién xu ly ky luét lao dong:

a) DPang nghi 6m dau, diéu dudng; nghi viéc riéng dugc sy dong ¥ ctia Cong ty;

b) Pang bi tam giam, tam gitr;

¢) Pang cho két qua cua co quan c6 tham quyén diéu tra xac minh va két luan d6i
v61 hanh vi vi pham dugc quy dinh tai khoan 1 Diéu 126 cua B0 luat Lao dong;

d) La lao dong nit c6 thai, nghi thai san hodc ngudi lao dong nudi con nhod dudi
12 thang tudi.
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Khéng xir Iy ky luat lao dong ddi véi ngudi lao dong vi pham ky luat lao dong
trong khi mic bénh tim than hodc mot bénh khac 1am méat kha nang nhan thic hodc
mat kha ning diéu khién hanh vi cia minh. Trudng hop ndy, dé dam bao hoat dong
ctia Cong ty, Nguoi sir dung lao dong xem xét cham dut hop dong lao dong dé nguoi
lao dong di chira bénh.

Pi¢u 18. Tam dinh chi cong viéc

1. Ngu’m st dung lao dong c6 quyen tam dinh chi cong viéc cua nguoi lao dong
khi vu viéc vi pham c6 nhiing tinh tiét phtic tap, néu xét thay dé nguoi lao dong tiép
tuc lam vi¢c s€ gay kho khan cho vi¢c xac minh. Viéc tam dinh chi cong vi¢c cua
nguoi lao dong chi duoc thuc hién sau khi tham khao ¥ kién cta t6 chirc dai dién Ban
Chép hanh Céng doan Cong ty.

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

3. Trudng hop nguoi lao dong bi xur ly ky luat lao dong, nguoi lao dong cling
khong phai tra lai s6 tién lwong di tam Ung.

4. Truong hop nguoi lao dong khong bi xur Iy ky luat lao dong thi duoc nguoi st
dung lao dong tra du tién luong cho thoi gian bi tam dinh chi cong viéc.

CHUONG VII
AP DUNG BIEN PHAP KHAC
POI VOI MOT SO HANH VI VI PHAM KY LUAT LAO PONG
VA QUY PINH LIEN QUAN KHAC

Piéu 19. Ap dung bién phap khac d6i véi mot s6 hanh vi vi pham ky luit lao
dong

1. Nguoi lao dong thuong xuyén khong hoan thanh cong viée:

Nguoi lao dong thuong xuyén khong hoan thanh cong viéc dugce giao theo quy
dinh tai diém a, b khoan 6 Piéu 15 Noi quy lao dong va da bi 1ap bién ban hoac nhic
nhé bang van ban tir 02 lan try 1én trong sau thang ma sau d6 van khong khac phuc
dugc thi Cong ty can cir diém a khoan 1 diéu 38 Bo luat Lao dong dé thuc hién quyén
don phuong cham dut hop dong lao dong véi nguoi do.

2. Nguoi lao dong sir dung van bang-chung chi gia, gidy to gia dé ky hop dong
lao dong véi Cong ty:

Néu Cong ty phat hién ngudi lao dong sir dung vin bang gia, chimg chi gia hay
gidy to gia thi Cong ty s€ xu ly ky luat lao dong vdi hinh thirc la sa thai, do nguoi lao
dong khong du diéu kién dé giao két hop ddng lao dong theo nhu yéu cau vé tiéu
chuan, nang lyc lao dong ma Cong ty dé dua ra khi tuyén dung. Nguoi lao dong duoc
phd bién ndi dung nay ngay khi ky hop dong lao dong va dugc xem la thoa thuan riéng
ctia hop dong lao dong d6 va mic nhién chip thuin quy dinh nay.
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3. Pbi v6i trudng hop bi sa thai theo quy dinh tai diém 3.3 khoan 3 cua Diéu 16
Noi quy lao dong (trir truong hop quy dinh tai tiét j, k, 1 diém 3.3 khoan 3 Diéu 16),
hoac nguoi lao dong thuc hién cdc hanh vi vi pham phap luat hodc co diu hiéu vi
pham phép luat ngay tai co quan, don vi cong tac:

Ngoai vi¢c ap dung ky luat lao dong thi Cong ty s€ thong bao ngay cho co quan
Tu phép c6 thim quyén thu 1y giai quyét. Tuy nhién, néu nguoi lao dong do bi truy
ctru trach nhi¢m hinh sy nhung duoc Toa an két luan 14 bi oan, thi Cong ty nhan tro lai
lam viéc, khoi phuc céc phtc loi va quyén loi khac.

4. Péi véi truong hop nguoi thir viée, ngudi tp nghé vi pham Noi quy lao dong:

Déi véi truong hop nay, Cong ty khong thuc hi¢n viée xur ly ky luat lao dong ma
xem x¢t tinh chat mac do dé quyét dinh nhu sau:

a) Ra van ban khuyen cao hanh vi vi pham, yéu cau bodi thuong thiét hai (néu cé
phat sinh) nhung van tiép tuc cho thtr viéc, tap nghé.

’ b) Quyét dinh cham dat viéc thir viée, tap nghé va yéu cau bdi thudng thiét hai
(néu co phat sinh).

Viéc danh gia, nhan xét va quyét dinh phu thudc vao y chi chi quan ciia Cong ty
va theo quy dinh tai Thoa thuan tht viéc, Théa thuan tap nghé da ky véi nguoi thua
viée, tap nghé.

DPiéu 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 dao tao, tiy theo
gia tri kinh phi bo ra, Cong ty duoc quyén yéu cau nguoi lao dong ky cam két thoi han
lam viéc cu thé sau khi duoc dao tao (noi dung hop d‘ong dao tao quy dinh tai Piéu 62
cua B Ludt Lao dong).

2. Néu nguoi lao dong da ky cam két néu trén ma khong tiép tuc 1am viéc cho hét
tho1 han cam két thi phai boi thuong chi phi dao tao cho Cong ty, trir nhitng truong
hop sau day:

a) Phai tam hoan thuc hién hop dong lao dong dé thuc hién nghia vu cong dan
theo quy dinh phap luét va ctia Nha nudc;

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

¢) Truong hop bat kha khang: chét, Toa 4n tuyén bd méat tich hodc chét; chiu
trdch nhiém hinh sy do hanh vi vi pham phap luat khong lién quan dén quan hé lao
dong voi1 Cong ty; truong hop khéc theo quy dinh cua phap luat;

d) Do Coéng ty don phuong cham dat hop dong lao dong, sa thai hodc thoa thuan
vo1 nguoi lao dong;

e) Nguot lao dong (lam viée theo hop ddng lao dong xac dinh thoi han) don
phuong cham dit hop dong lao dong ding phép luat;

f) Nguoi lao dong (lam viéc theo hop ddng lao dong khong xac dinh thoi han)
don phuong cham dut hop dong lao dong thyc hién ding thoi han bao trudce, ding quy
dinh phap luét.
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CHUONG VIII
TRACH NHIEM VAT CHAT

Piéu 21. Quy dinh vé ché dd trach nhiém vit chat

Trach nhiém vat chat dugc Cong ty ap dung d6i v6i nguoi lao dong vi pham ky
luat lao dong hodc vi pham hop dong trach nhi¢m (neu ¢6) hodc do bt can, so sut ma
gay ra thiét hai vé tai san hodc ton hao chi phi dé khic phuc cta Cong ty.

Cian ctr vao murc do thiét hai, 16i vi pham va hoan canh nhan than, tinh trang kinh
té ctia nguoi lao dong, Cong ty xac dinh mirc boi thuong thiét hai va hinh thirc bdi
thudng thiét hai ma nguoi lao dong phai chiu trach nhiém boi thudng dam bao phu hop
vo1 quy dinh phap luét lién quan.

Diéu 22. Boi thuwong thiét hai theo ché d§ trach nhiém vat chit

1. Nguoi lao dong vi pham ky luat lao dong lam hu hong dung cu, thiét bi hodc
c6 hanh vi chit dong (16i ¢d ¥) khac giy thiét hai cho tai san Cong ty thi phai bdi
thuong theo quy dinh phap luat vé thiét hai d6 giy ra. Thiét hai duoc xem 1a nghiém
trong khi tinh thanh tién c6 gid tri trén 10 thang luong tdi thiéu ving do Chinh phu
cong bd tai thoi diém thuc té.

2. Nguoi lao dong lam hu hong dung cu, thiét bi hodc c6 hanh vi khéc gay thiét
hai cho tai san Cong ty, t6n hao chi phi dé khic phuc do so suét, vo ¥ nhung gia tri
thiét hai khong nghiém trong (khong qua 10 thang luong tdi thiéu ving do Chinh phu
cong bd tai thoi diém thyuc té) thi phai boi thuong nhiéu nhét gia tri khong qua 03
thang luong va duoc khau trir dan vao tién luong nhung khong qua 30% tién luong
hang thang.

3. Nguoi lao dong 1am mat dung cu, trang thiét bi, tai san khac hodc lam tiéu hao
vat tu, nguyén vat liéu qua dinh mue cho pheép, thi tuy tung truong hop Cong ty co thé
yéu cau boi thuong mot phan hay toan bo va theo thoi gia thi truong. Néu nguoi lao
dong co6 ky hop d6ng trach nhiém véi Cong ty thi phai bdi thuong theo quy dinh cua
hop dong trach nhiém.

Piéu 23. Truwong hop khong phai bdi thuong thiét hai

Nguoi lao dong khong phai bdi thudng thiét hai trong nhitng trudng hop sau day:

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

b) Do thién tai, hoa 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 bi¢n phdp can thiét va kha nang cho phép thi khong phai boi thuong.

¢) Do Giam Péc xem xet quyét dinh mién trach nhiém ting truong hop (c6 tham
khao y kién ctia Ban Chap hanh Cong doan Cong ty).
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CHUONG IX
PIEU KHOAN THI HANH

Picéu 24. Viéc ding ky, sira d6i va bd sung

Noi quy lao dong nay dugc Cong ty xay dung, c6 théng nhét y kiéq v6i Ban Chap
hanh Coéng doan cua Cong ty, dugc dang ky va di€u chinh theo y kién cua S Lao
dong-Thuong binh va Xa hoi Thanh pho H6 Chi Minh.

Trong qua trinh thuc hién, Noi quy lao dong nay c6 thé duoc stra doi, bf) sung cho
phu hop véi quy dinh phap lut hién hanh va theo tinh hinh phat trién thyc t€ cua Cong
ty, sau khi tham khao y kién cua t6 chirc dai dién tap thé nguoi lao dong va dugc dang
ky lai voi S& Lao dong-Thuong binh va Xa hoi Thanh pho H6 Chi Minh.

Picu 25. T6 chirc thwe hién

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

Tat ca ngudi lao dong tai Cong ty c6 trach nhiém chdp hanh Noi quy lao dong
nay. Noi dung c@a No1 quy lao dong duoc trich ké ban treo tai khu vuc lam viéc dé
thuong xuyén nhac nhd nguoi lao dong tuan thu thuc hién.

PAI DIEN NGUOI SU DUNG LAO PONG
GIAM POC

Hoang Thé Bio

18



