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CONG TY couivvviieiieeeeeeeeeeeenean, CONG HOA XA HOQI CHU NGHIA VIET NAM
...... AF] Péoc 1ap - Tw do - Hanh phic
----------------- B G E
Or - HH - EA8
----- 000-----
Tinh/Thanh pho .............c.ccccoee, BGAY oveveveee e,
...... B, . HH
NOI QUY LAO bONG
By N=ill) 3

- Can cu B¢ luat Lao dong ctia nudc Cong hoa Xa hoi Chu nghia Viét Nam $6 45/2019-QH14

ban hanh ngay 20/11/2019 ¢6 hiéu lyc thi hanh tir 01/01/2021;

- R Gl A2 L RE T shik L) 28 45/2019-QHI4 5, [H 2019 4F 11 A 20 HAiAA,
H 2021 4F 1 H 1 HgA 2k

- Can ctr nhitng quy dinh khéc cua phap luat lao dong;

- AR LA S e ,

- Cén cur tinh hinh thuc té hoat dong kinh doanh va t6 churc lao dong trong Cong

Nay, Tong Giam déc ctia Cong IS S S (“Cong ty”) ban hanh NOI QUY LAO bONG
(“N6i quy lao dong”) nay bao gom cac quy dinh cu thé sau day:

... a8 (BUNRERRCAT]™) GBI A ST S B dil - (LA fiFR <57 3 & i
), BARRUEMT:


https://www.dichthuatsms.com/

DICH THUAT SMS

Dich thuat tiéng Anh | Dich thuat tiéng Hoa | Dich thuat tiéng Nhat

Dich thuét tiéng Han | Dich thuat website | Dich tai liéu ky thuat

Dich thuat video | Thu dm I6ng tiéng da ngdn ng® | Chén phu dé da ngdén ngi»

Lien hé: 0934.436.040 (Zalo, Viber)
>4 baogia@dichthuatsms.com | www.dichthuatsms.com |

T|RIAINISILA[T1 O[N]

MAU NOI QUY LAO PONG - SONG NG VIET-HOA
CHUONG 1. QUY PINH CHUNG

o =Yl

Piéu 1. Muc dich
B HIY
Noi quy lao dong nay 1a mét tai liéu quy dinh cac nguyén tac git gin an toan, trit tw ciia Cong ty

dé dam bao hoat dong san xuat kinh doanh c6 hiéu qua, kiém soat va gop phan giit viing an ninh
xa hoi.

A 57 NN B R A m R 4. BRI SR S, DR DR A2 7 8 8 T Bl = BGHEAT
BHIFEA B T4t aia .

Noi quy lao dong nay bao gdm céc ndi dung sau ddy: Thoi gid 1am viéc, thoi gio nghi ngoi; Trat
tu tai noi lam viéc; An toan lao dong, v¢ sinh lao dong ¢ noi lam viéc; Phong, chéng quéy r6i
tinh duc tai noi lam vi¢c; Bao v¢€ tai san va bi mat kinh doanh, bi mat cong ngh¢, so hiru tri tué
ctia nguoi st dung lao dong; Cac truong hop dugc tam thoi chuyén nguoi lao dong lam viée
khac so voi hop dong lao dong; Cac hanh vi vi pham ky luat lao dong ciia ngudi lao dong va cac
hinh thirc x1r 1y vi pham ky luat lao dong; Trach nhi¢m vat chat; va cac quy dinh khac ctia Cong
ty phu hop voi phéap luat hién hanh.

KRGS EHIEAIELL TN TIEN A RERE: TAESBRKRE; TIESNS 3%
54 TESRPEEREY: R E ERWP RN . BOREAE . FURAG T
W5 ahE W E 557 E RIAR TERER: 57aidd &wﬂ%@%ﬁﬁ&kﬁﬁﬁ Y
JRTTAE: PAS A AR5 G BAT IR I A R E

Noi quy lao dong nay nham tao ra mot méi trudng lam viée dua trén ¥ thire ty giac cao cua
ngudi lao dong trong Cong ty va khong nham muc tiéu xir phat. Tuy nhién nhitng hanh vi trai
v6i cac didu khoan cta ndi quy 1am ton hai dén méi trudng lam viéc va gia tri van hoa chung
dugc xem 13 vi pham ndi quy, quy ché cuia Cong ty va phai duoc xir 1y ky luat theo quy dinh.
ARIFE L | B AR E G T I EhE m S R TS, AL Ty BbR. 28
M, R FH TAEREE A HI%%@%E%&% B BRI, D%
FLE AT SO AL B

Piéu 2. Pdi twong ap dung

K ERANAR

Noi quy lao dong nay duoc ap dung cho tit ca nguoi lao dong dang lam viéc cho Cong ty, bat ké
1a ngudi lao dong dang trong thoi gian thir viée, hoc nghé hodc ngudi lao dong khac dang lam
viéc cho Cong ty dudi bat ky hinh thuc hop dong lao dong nao.
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RTINS IE T AT N A R TAEM S ah#, L HA T RN, 560, 2T
155 2 £ R O 2 7 TAER H AR DY 23

Piéu 3. Pham vi ap dung

=%k AT

3.1 Nhitng quy dinh ma Noi quy lao dong nay khong dé cap cu thé thi s& duoc hiéu 13 4p dung
theo cac quy dinh cia Bo Luat lao dong hién hanh va cac van ban phap luat lién quan c6 hi¢u lyc
tai thoi diém thi hanh.

3.1 RAEATT B 1 B o A AL 2 B A2, LB AR NI4T 57 3hiZs S R A SR RE A S
AT .

3.2 Noi quy lao dong nay duoc ap dung théng nhét trong toan Cong ty va cac Pon vi tryc thudc
(Nha may, Chi nhanh, Van phong dai dién, Van phong lién lac) va noi lam viéc ma nguoi lao
dong dén 1am viéc theo nhu cau ciia Cong ty.

32 RGBS ELE AT ML ERRAL (LT 43U AR B PLETT5)
BRI A A FRAER TS TG —&EH

3.3 Tét ca ngudi lao dong co trach nhiém va nghia vu chdp hanh nghiém chinh Noi quy va déu
tranh vi cac hanh vi vi pham Noi quy lao dong xay ra trong Cong ty.

3.3 B 57 sl A ST S5 A Sy AT, IR 5 A R AR A B e 57 Sl ) R AT
VEN (S

3.4 Tat ca nguoi lao dong khi ky két hop dong lao dong voi Cong ty s€ duge pho bién Noi quy
lao dong va phai ky cam két d duoc phd bién va hiéu day du nhiing noi dung cta Noi quy lao
dong.

34 EMA S AR AE FN, BE2HmHMER RN ER,, HFIEEFEAED
52 F AL IF 70 oy B 57 2 5 1l B2 2

3.5 Céc cap quan Iy c6 trach nhiém tuyén truyén, phd bién va kiém tra dén ddc viéc thuc hién
nghiém chinh Noi quy lao dong nay; phat hién, xur ly nghiém nhiing nguoi lao dong vi pham va
biéu dwong nhitng ngudi lao dong guong mau chap hanh tot Noi quy lao dong theo thdm quyén.

3.5 HHEHEATUEE AL ) IFME R IAT AT E R RIUIE R A B &

M 57 24, TR AR B PR 3R A0 S B 2 (157 3 4
3.6 Mot s6 tir viét tat trong Noi quy lao dong

3.6 AT B EHIE P — RS

Nguoi st dung lao dong : Tong Gidm doc - TGD

JEE: B - A%

Nguoi lao dong : NLD

FEE: A
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Hop dong lao dong : HDLD
FoE: He
B0 luat Lao dong : BLLD
L E
Thoéa udce lao dong tap thé : TULDTT
ST B
Bao hiém x3a hoi : BHXH
MR AR
Béo hiem y t¢ : BHYT
BT (R BEAR
Béo hiém that nghi¢p : BHTN
PR ORR: R AR
Phong chay chira chay : PCCC
M7 B
An toan v¢ sinh lao dong : ATVSLD
s B % |
T6 chure dai dién nguoi lao dong : T6 chuc PDNLD
N RREA: FRA
Ban chap hanh Céng doan co s¢ : BCHCD
HRETPITRRAS: THE
3.7 Giadi thich tir ngir trong NOi quy lao dong
3.7 A 55 S 1 B v R T R \
Trong No6i quy lao dong nay, cac tir nglr duoi day dugc hiéu nhu sau:
FEAR SN BHI T, LR AR A T
3.7.1 Nguoi giao két hop dong lao dong la:
3.7.1 BT HAE RPN N:
Téng Giam dbc Cong ty 1a Nguoi dai dién theo phap luat quy dinh tai diéu 1é ciia Cong ty.
AT RGN AT SRR R R EA. ‘ 3
Nguoi duge Nguoi dai di¢n theo phap luat iy quyén bang van ban vé viéc giao két hop dong lao
dong.
HZE R A B HERBET 5731 & FIA
3.7.2 T chuc dai dién nguoi lao dong cuia Cong ty la:
3.7.2 AT A R ALUN:
Cong doan co sé Cong ty.
NEFEFET 2
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Ban linh dao ctia Cong doan co s Cong ty 1a Ban chdp hanh Cong doan co s& Cong ty.
NEGEE T2 NM N R TaIT &R i 2.
Nhiing tir nglr khac khong dugc giai thich ¢ day dugc quy dinh trong B luat Lao dong va céc
van ban quy pham phép luat hién hanh.
FUA R AE U ARRE B ARAE 4% 55 3% 80 S IRAT VR AR R ST B S AT
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CHUONG II. THO'I GIO’ LAM VIEC VA THO'I GIO' NGHI NGO'1

5 & AR ] SRS )

Piéu 4. Thoi gior lam viéc
V0% TAERT ]
4.1 NLD lam viéc cho Cong ty 08 gid trong 01 ngay va khong qua 48 gio trong 01 tuan.
4.1 558 AR TAEREH 8 /N, RAAK 48 /M.
4.2 Cong ty co thé quy dinh mot thoi gian 1am viée khac voi thoi gian 1am viéc néu trén, bd sung
hozc diéu chinh thoi gian lam viéc dugc quy dinh theo Bang Quy dinh thoi gio lam viéc — thoi
gio nghi ngoi sau khi théng nhét véi to chire DDNLD dé dép g cac yéu cau hoat dong ctia
Cong ty phu hop véi cac quy dinh cua phap luat lao dong, thuc hién dang ky lai Noi quy lao
dong va thong bao trudc 07 ngay cho NLD.
4.2 N RHEA T LR TARR R, 5% AALE 205, #hreniiiE TIERN S
KRB IRZR, 5657 SIREAE, ST 55 S A 2 i L S AT 7 RSB RI55 5%
4.3 NLD phai c6 mit tai noi lam viéc dung véi thoi gian quy dinh dé giao nhan ca va thyc hién
cong viéc, néu cham tré lam anh huong dén hoat dong san xuét, kinh doanh cua Cong ty, NLD s¢
bi xur 1y ky luat. NLD c¢6 thé dén Cong ty trudc gid lam viée theo quy dinh dé chudn bi.
4.3 55 Bl Db A 5N e I IR B I BEAT SRR HE AN AR, IR B A R AL E ST, K%
BT, 578)FE AR R A w W AR
4.4 Tuy theo tinh hinh cu thé cta bd phan, Giam dbc bo phan dé xuit véi TGP chuyén doi thoi
gian lam viéc cua NLD khéc véi thoa thuan nhung khong duge trai voi Bang Quy dinh thoi gio
lam viéc — thoi gio nghi ngoi thi phai thong bao trudc 07 ngay cho NLD va Phong nhan sy. Viéc
sira d6i s& thyc hién theo quy dinh cia phap luat lao dong.
4.4 AT AARRE O, 1T T A S e SR VO R 57 s AR fA], AN S AR I ]
SREI R, AURAT 7 RKIEFI 5T 3 SN TR IR R HE4L 57 SRS $hAT
4.5 Thoi gio héi hop, dao tao, sinh hoat da ngoai, cac hoat dong doan thé theo quy ché va ké
hoach chuong trinh s& dwgc ldnh dao Cong ty phé duyét cu thé tiy theo ndi dung va thong bao
trude cho NLD.

S Bl PANES L BIRTE S B AR )RR 5 23 w4t vl ATy 25 £ ina
K h4 .
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Piéu 5. Lam thém gio
STk INZE
5.1 Cong ty va NLD c6 thé thoa thuan lam thém gio ngoai thoi gio 1am viée binh thuong duogc
quy dinh theo hoat dong san xuat va kinh doanh ciia Cong ty nhung viéc 1am thém gio phai tuan
theo cac quy dinh sau day:
5.1 A 557808 v AR W AR (R AN INPE, 204 LA A2 -
5.1.1 Pugc su ddng y cia NLD tham gia 1am thém gid vé cic ndi dung: Thoi gian, dia diém va
cong viéc lam thém.
5.1.1 3R1957 808 R, WIRMINBE[A] . b mA TR N2
5.1.2 Bao dam sd gio 1am thém cua NLD khong vuot qua theo quy dinh Diéu 107 ctia BLLD.
5.1.2 MR INBIERS (M) AN B 57 37k L 28 107 2% B RE .
5.2 Trong nhiing truong hop dic biét, Cong ty ¢ quyén yéu cdu NLD lam thém gid vao bit ky
ngay nao va NLD khéng duoc tir chdi theo Piéu 108 ctia BLLD.
S2ERPIRIEOL T, AR A NERTT SR HYINSE, ah&HAEEL, fFasiahik
HLE 108 2%,
5.3 NLP phai dugc su chip thuin va hudng din ctua Giam déc bo phan cho phép lam thém gio,
lam viéc vao ngay L& hodc ngay nghi dong thoi phai ¢ gidy théa thuan lam thém gior gitra NLD
va Giam dbc bo phan xac nhan. Gidy thoa thuan lam thém gio ndy phai giri cho T6 bao vé trude
khi vao 1am dé theo dbi va xac nhan s gio 1am thém.
5.3 FHEhFE ML, R H ERE H TAEZAE TSN 3, JF 530 m A2 n
RS B ICZBE INBE A $2 52 45 TR 22 41 AR ER AN AR AN B [7] .
5.4 NLP duogc phuc vu 4n bita in gitra ca néu gio' 1am thém nim trong khung gio c6 bita an giita
ca do Cong ty thong bao. Trong trudng hop Cong ty khong b tri phuc vu thi NLD sé& duge thanh
toan tién an theo quy dinh cia Cong ty.
5.4 27 NP [A) 65 A W@ EN B IS /), 57 sh B T 2 ARAE . A AmRZHE 2, 57
BN W%~ F S IRAG R DA

Piéu 6. Theoi gior nghi ngoi
SE7N oK RS TH]
6.1 Thoi gio nghi trong gid 1am viée, nghi hang tuan cia NLD dugc quy dinh cu thé trong Bang
Quy dinh thoi gio 1am viéc — thoi gio nghi ngoi. Giam doc bo phén c6 trach nhiém thong bao
lich nghi theo ché do cho NLP duogc biét.
6.1 AR Ta] Y AR S B g Ji AR SIS TR)AE AR I ) B AR A T BB S o FT] AR A7
SUBRNZT 2 RS A
6.2 Nghi chuyén ca:
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6.2 #PEIR S

NLPD lam viéc theo ca dugc nghi it nhat 12 gio trude khi chuyén sang ca 1am viéc khac.

HEVE TR 33 BT R 12 8 . R
6.3 NLD phai dang ky v6i T6 bao vé néu mudn dén khu vuce duoe quy dinh dé hat thuée 14, moi
lan chi dugc to1 da 1a 05 phuat va khong qué 02 1an moi ca trong mdt ngay.

6.3 T7 BN A wa AL TR E WO X IR, A R 280, BHRERE 5 b, B HEIEAHE
i 2

Piéu 7. Cac ngay nghi va nghi phép

Btk REH SRR

7.1 Nghi L&, Tét

7.1 WH. FHAAR

7.1.1 NLD dugc nghi 1am viée, huong nguyén lwong 11 ngay vao nhimg ngay L&, Tét sau day:
7.1.1 FFENEEAWEAE 11 R, BARaT:

(a) Tét Duong lich: 01 ngay (ngay 1/1 dwong lich).

@FFE: 1R (XH1LALTH .

(b) Tét Nguyén dan: 05 ngay.

(b) FT: 5K

(c) Ngay Gid T6 Hung Vuong: 01 ngay (ngay 10/3 am lich).

() MEESMHH: 1k CRA=A¥I+) -

(d) Ngay Chién thang: 01 ngay (ngay 30/4 duong lich).

() BFIH: 1R (A4 H30H) .

(e) Ngay Quéc té Lao dong: 01 ngay (ngay 1/5 dwong lich).

(e) EFrZ7ahT: 1k (AB5SH1H) .

(f) Qudc khanh: 02 ngay (ngay 2/9 duong lich va 01 ngay lién ké trude hodc sau).

() BT : 2k (A9 H 2 HERIEAEE 1R .

7.1.2 NLD la nguoi nu6e ngoai thi ngoai ngay nghi theo quy dinh tai Diéu 7.1.1 con duoc nghi
thém 01 ngay Tét ¢6 truyén dan toc va 01 ngay Qudc khanh ciia nuée NLD.

7.1.2 SN REST A bR LR R S, AT H R S H R E R4 1R

7.1.3 Hang nam, cin ctr vao diéu kién thuc té, Thu tudng Chinh phu quyét dinh cu thé ngay nghi
quy dinh tai diém b va diém f cua Diéu 7.1.1.

7.1.3 FAERIE LRI, BURN B BLRESS 7.1.1 2% b WA £ I B AR PR H 3.

7.1.4 Néu nhitng ngay nghi theo quy dinh trén tring vao ngay nghi hang tuan thi NLD duoc nghi
bu ngay nghi hing tuan vao ngay lam viéc ké tiép.

7.1.4 % ERREH SRR EHES, 57308 RKE T — TEHAMA,
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7.2 Nghi hiang nam (nghi phép hang nam).
7.2 FEEARE ERD
7.2.1 NLD c6 du 12 thang 1am viéc cho Cong ty thi dugc nghi hing nim, huéng nguyén lwong
theo HDLD nhu sau:
7.2.1 AR TARR 12 > H W57 808 A 1257 sh & R i i, Bk h .
(a) 12 ngay 1am viéc d6i v6i NLD lam cong viée trong diéu kién binh thuong.
(a) I TARZRAMET, 1240 TEH.
(b) 14 ngay lam viéc d6i voi NLD 1am cong viée ning nhoc, doc hai, nguy hiém theo danh muc
do B Lao dong - Thuong binh - Xa hi quy dinh.
(b) NHEE, F8. Ll TN, oisifttaRsmasxiie, 14 4HTHEH.
(c) Sb ngay nghi hang niam d6i v6i NLD khong duoc quy dinh tai Diéu nay, Cong ty sé& dam bao
thuc hién theo Piéu 113 ctia BLLD (néu co).
(c) RIEAFHE HIHARTT B F R, ~FREHESTAEIEE 113 (44T (ERD
7.2.2 NLD méi dugc Cong ty tuyén dung, khi lam viéc tron 01 thang cho Cong ty thi dugc nghi
01 ngay phép huong nguyén luong theo HDLD. Khi ¢6 du 12 thang lam viéc s€ dugc nghi hing
nam twong tng voi sb thang 1am viée theo quy dinh Piéu 7.2.1.
722 NG BB N AE TR LN H, 20 1 Ra#ike. TER 1210HE, %5
7.2.1 2K MUE BB
7.2.3 86 ngay nghi hang nim ciia NLD lam viéc chua du 12 thang duge xac dinh nhu sau: lay sb
ngay nghi hiang nam cong voi s6 ngay dugc nghi tang thém theo tham nién (néu co), chia cho 12
thang, nhan véi s6 thang lam viéc thyc té trong nam dé tinh thanh sé ngay dugc nghi hang nam.
7.2.3 Ripi 12 DN H TAER 57 308 S EOR B0 A R . SRR BUN S R ER B (5
) 5 BREL 124N H, SRBASERR AR H 4.
7.2.4 Trudng hop NLD 1am viéc chua du thang, néu tong sd ngdy lam viéc va ngdy nghi c6
huéng lwong cia NLD (nghi 18, tét, nghi hang nim, nghi viéc riéng c6 huong luong theo Diéu
112, Biéu 113, Pidu 114 va Piéu 115 ciia BLLD) chiém ty 18 tir 50% sd ngay lam viéc binh
thuong trong thang theo thoa thuan thi thang d6 dwoc tinh 1 01 thang lam viéc dé tinh ngay nghi
hang nam.
7.2.4 R H TARRIZ 8%, & TARH skt CHRE . 8. DN FHRIRE, %
FAESES 1124 113, 114, 115250 A IEH TAEHK 50%E, ZHi N 1A E
TR
7.2.5 TGP c¢6 trach nhiém quy dinh lich nghi hing nim sau khi tham khéao y kién cua NLD va
phai théng bao trude cho NLD. NLD ¢6 trach nhiém tuén thii lich nghi hing nim do Céng ty di

thong béo.
7.2.5 BAAHEAER 57 82 5 0 i ) 8 SRR RIS BTl A . 57 83 08 AT 22 w3l A ) AR
EEee 8
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7.2.6 NLD c6 thé thoa thuén v6i TGD dé nghi hing nim thanh nhiéu 1an hodc nghi gop t6i da 03
nam mot lan.
7.2.6 77 s ] 5L S R ERES R T &% 3 FRE— K.
7.2.7 Ctt 0 05 nam lam viéc cho Coéng ty thi s6 ngay nghi hing nam cta NLD theo quy dinh
trén duoc tang thém tuong tng 01 ngay.
7.2.7 BN E AR 5 6, S7ahEE ERBUE RN 1 RER.
7.2.8 Thoi gian duoc coi 12 thoi gian lam viée cia NLD dé tinh sé ngay nghi hang nim dugc quy
dinh nhu sau:
7.2.8 THEFE R TAEI A A 45
(a) Thoi gian hoc nghé, tap nghé theo Diéu 61 ctia BLLD néu sau khi hét thoi gian hoc nghé, tap
nghé ma NLD 1am viéc cho Cong ty.
(a) #&TT BNEMEE 61 25 254E. L IR, #5858 fEdka A A w TAE.
(b) Thoi gian thir viéc néu NLD tiép tuc lam viéc cho Cong ty sau khi hét thoi gian thir viéc.
(b) B TAE], 2l e 4888 A 7] TAF
(c) Thoi gian nghi viéc riéng c6 hudng lwong theo Diéu 7.4.1 caa Noi quy lao dong.
(c) AFREF L 7.4.1 6 E At B> NARAERIS TH] o
(d) Thoi gian nghi viéc khéng huong lwong néu duge Cong ty dong ¥ nhung cong don khong
qué 01 thang trong mdt nam.
(d) ~FE FRBAH MR E, FERIAET 14
(e) Thoi gian nghi do tai nan lao dong, bénh nghé nghiép nhung cong don khéng qué 06 thang.
(e) I TAG. BbmR B, it Al 6 A .
(f) Thoi gian nghi do dm dau nhung cong don khong quéa 02 thang trong mot nim.
() BB AR R 8], R R AR 2 M A .
(g) Thoi gian nghi huong ché do thai san theo quy dinh cta phap luat vé bao hiém xa hoi.
(g) At IRIRIE RN 8 =32 B (B[] .
(h) Thoi gian thye hién cac nhiém vu cta to chirc PDNLD tai Cong ty ma duoc tinh 13 thoi gian
lam viéc theo quy dinh cia phap luat.
(h) ] ST RASATAE S I a], VAT 9 AR Ta] .
(i) Thoi gian phai nging viée, nghi viéc khong do 16i cia NLP.
() AR 7 FE L T RSB A,
(j) Thoi gian nghi vi bi tam dinh chi cong viéc nhung sau d6 duoc két luan 1a khong vi pham
hodc khong bi xtr 1y ky luét lao dong.
() PRI B 45 AR AE Fe 2 RO 7 T A0 AN 32 28 A A B A I 1]
7.3 Diéu kién nghi phép
7.3 ARARZEAF
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7.3.1 Can ctt vao tinh hinh san xuét, kinh doanh ctia Cong ty va cua timg b phan, TGP giao cho
cac Giam ddc bo phan chii dong sap xép, bd tri wu tién cho NLD nghi du sé ngay nghi hing nim
theo quy dinh cua Noi quy lao dong.
7.3 ARHEA T ATV~ EE G, ARG MRS 2 HEY 238 1A & 30 e
TR
7.3.2 NLD phai lam gidy xin phép trudc khi nghi ti thiéu 01 ngay va giri cho Giam ddc bd phan
phu trach phé duyét.
7.3.2 57 AR BAT AR D PERAT 1 RARSSIRB R, 2 i A7 5T I Ak
7.3.3 Trong truong hop NLD nghi dot xuat hodc da hét phép trong ky nghi ma khong thé c6 gidy
xin phép, NLD phai théng bao cho Giam ddc b phan (bang dién thoai, thu dién tir, fax) trong
thot gian 03 ngay lam viéc ké tir ngay nghi. Khi di 1am lai NLD phai giai trinh va cung cap bang
chimg vé 1y do nghi dé Giam ddc bo phan xem xét, giai quyét ngay sau khi quay trd lai 1am viéc.
7.3.3 REMBEFER CHREERZHIER, 573h& ZUERER HE 3 A TAFH s g
e TN e FE A TR . RS, S7EhE AN R R AR e, i
A
7.3.4 NLD dugc gop t6i da s6 ngay phép cua 03 nam mot lan dé nghi nhung phai dang ky voi
Phong Nhén sy. NLD khi ¢6 nhu cau nghi phai xin phép trude it nhét 02 thang dé Giam dbc bo
phan bb tri ngudi thay thé va phai nghi néu dugc chip thuan.
734 FRE A RibRE 3 EE/R IR, BRADBEEEIC. R RAEDHRAT 2 4
HHIE, #ITR M ZHEARN G, Ft/E IR,
7.3.5 Ddi véi gidy di duong hodc dé nghi thanh toan tién tau xe, NLD phai giri gidy xin phép da
dugce Giam ddc bo phén phé duyét cho Phong Nhan sy trude khi nghi it nhit 02 ngay. NLD xin
nghi phep hing nim vé thim qué cua vo hodc chong hodc noi bb me ctia vo hodc chdng sinh
song, thi NLD s& dugc tng trude mot khoan tién bang tién luong ciia nhimg ngay nghi phép.
7.3.5 HITEH B BASIE B AR, 57 Sl E AEREET 2270 2 REETLER TS I HE A IR
HEE NGRS . 57 838 RO (BCBEBCIR SRR B L), AT 2 TR MR
REH) T
7.3.6 NLD khéng chuyén nhuong ngay nghi phép chua sir dung cho nhau.
7.3.6 55 8l ANHAH B AR R AE FH AR
7.3.7 Trudng hop NLD c6 nhu cdu chuyén nhitng ngay phép hang nam chua nghi hét trong nim
hién hanh sang ndm sau thi phai duoc Giam déc bo phan phé duyét va phai sir dung hét nhitng
ngay nghi duoc chuyén nay tdi da cho dén ky cong cua thang 12 nim sau (tirc 1a dén hét ngay
25/12 nam sau).
737 SR R AR ARG AR, BTN, FLAUERAE 12 H L%
ghsar (RDWKEE 12 H 25 HED H5E.
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7.3.8 Trudng hop NLD théi viéc, bi mat viéc 1am ma chwa nghi hing nam hodc chwa nghi hét s6
ngdy nghi hang nam thi dugc thanh toan tién luong theo HDLD cho nhiing ngay chua nghi.
7.3.8 57l BRSO HORIRBORAR SE AR, K% 57 3 & R RIS AR PR OR B T8t b2
7.4 Nghi viéc riéng hudng luong va nghi viéc riéng khong huong luong
7.4 5 H LA A AR
7.4.1 NLD duoc nghi viéc riéng ma van huong nguyén luong va phai lam gidy xin phép Gidm
dbc bd phan trong nhitng truong hop sau day:
741 SENH LELL RO T ISR PR, B0 8 TR S A R i
(a) Ban than NLD két hon: nghi 03 ngay.
(a) TN E AR NGEUS: K 3 Ko
(b) Con d¢, con nudi hop phap két hon: nghi 01 ngay.
(b) GILTLEE: K 1K,
(c) Cha d¢, me d¢, cha nudi hop phap, me nudi hop phap; cha dé, me dé, cha nuoi hop phéap, me
nudi hop phéap ciia vo hodc chong; con dé, con nudi hop phap chét: nghi 03 ngay.
(c) XEE SRR B, BUlACEE, Sk r kit K3 K.
7.4.2 Nghi vi¢c riéng khong hudng luong
7.4.2 A D NRE
(a) NLD duogc nghi khong huong lwong 01 ngay va phai lam gidy xin phép Giam ddc bo phan
khi 6ng ndi, ba ndi, 6ng ngoai, ba ngoai, anh, chi, em rudt chét; cha hodc me két hon; anh, chi,
em rudt két hon.
(a) HAQBE SLaHEk A, SCRFBOL R IHIRGEUS, S7ah& TR 1 RAH, ARSI
HiE
(b) NLP c6 thé thoa thuan dé nghi khéng hudng lwong khi c6 yéu cau va dat duoc thoa thuan véi
Cong ty.
(b) 5783 Al 5 AR R A AR, KR BUR R
(c) NLD phai gui giay xin phép cho Giam dbc bd phan trude khi nghi. Giam dbe bd phan duoc
quyén chap thudn xin nghi viéc riéng khong huong luong cua NLD d6i Vo1 yéu cau xin nghi tong
cong 05 ngay/lan, khong qua 30 ngay cong don trong 01 nim; néu qué sd ngay trén thi Giam dbe
bo phan ghi nhan ¥ kién va chuyén cho Phong Nhén su xem xét dé trinh TGP quyét dinh.

(c) 57 BN ZUARHT 101 A B PR A R i o 011 I A Bt R B A 5 R, 4R
[E R AT 30 REA M FIRE: SR, MBI IC S W RN SR ER o 2,
RIRBEE.

7.5 Nghi huong bao hiém xa hdi

7.5 H e ORISR

7.5.1 NLD tham gia BHXH theo cac quy dinh cta phap luét lao dong dugc huong cac loai ngay
nghi gom: nghi 6m dau (NLD 6m dau va con 6m dau), nghi huong cac ché do thai san, tai nan
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lao dong, bénh nghé nghiép va dugc thanh toan tién tro cAp BHXH tir Quy BHXH thay cho tién
lwong tir Cong ty theo quy dinh cta Luat BHXH tai timg thoi diém. Moi thu tyc thanh toén duoc
thuc hién theo quy dinh cua BHXH.
7.5.1 57 ES I RT3 EH 2 H LUK i (RAET 20 k. L
i BALBIRMR, JEAAEIREE SR AR T8, At (R E AT .
7.5.2 Khi nghi dai ngay theo quy dinh ciia Luat BHXH, NLD can thong bao cho Cong ty trudc
10 ngay dé Cong ty sap xép NLD khac thay thé, trir truomg hop nghi khan cép theo chi dinh cua
co sO kham, chita bénh dugc thanh 1ap va hoat dong theo quy dinh ctia phép luat.
7.5.2 FALRIEKIAMRE I, 5730 e aT 10 KA & L HER RN R, BRAER A1k
URIRCESSE RN (N R
7.5.3 Khi dugc cép giéy x4c nhan cia co s¢ kham bénh, chita bénh dugc thanh 1dp va hoat dong
theo quy dinh cta phap luat, NLD phai ndp ngay cho Cong ty, néu khong s& bj trir vao ngay phép
nam (néu c6) ciia NLD hoic nghi viéc riéng khéng hudng luong.
7.5.3 HENFE R EIRETTHMIER G A0 RIERAC A F], BN BRER CERD Bt
AN B S N
7.6 Nghi khong co6 1y do chinh dang
7.6 JoIE S B AR AR
NLBD nghi khong theo cac quy dinh tir Diéu 7.2 d¢én Diéu 7.5 néu trén sé& bi xem 13 tu y nghi viéc
va s& bi xir Iy ky luat theo nhiing quy dinh cia Noi quy lao dong nay, trir trudng hop nghi do bét
kha khang (c6 1y do chinh dang) bao gdm thién tai, hoa hoan, ban than, than nhan bi 6m c6 xac
nhén cta co s& kham bénh, chita bénh c6 thim quyén.
TENFARILHE 7.2 2 7.5 FAERR, YOV EMRE, KAl m e 2 amaer, Rk
RIARHL ) CHEIESEE) , BIFEERKE. KK RKNEGER B B S ET IR
ig

Piéu 8. Cac quy dinh riéng do6i véi NLD niv

B\ LB RAE

8.1 Cong ty khong bé tri NLD nit 1am viéc ban dém, 1am thém gid va di cong tac xa trong truong
hop sau day:

8.1 AT LH AL T7 B AR UG OL TR PRS2 22

8.1.1 Mang thai tir thang thtr 07 hoac tir thang thtr 06 néu lam viéc ¢ vung cao, vung sau, vung xa,
bién gidi, hai dao.

8.LIMAAT AR, siEmit, fizitX . kg, # i TAERRZ 6 D HE.

8.1.2 Pang nudi con dudi 12 thang tudi, trir truong hop duge NLD dong y.

812 H 12/ HUTEIL, BRAFmah#EFE.
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8.1.3 NLD nit lam nghé, cong viéc naﬁng nhoc, doc hai, nguy hiém hodc dac biét nang nhoc, doc
hai, nguy hiém hozc 1am nghé, céng viéc c¢6 anh hudng xau tdi chirc nang sinh san va nudi con
khi mang thai va ¢ théng bao cho Cong ty biét thi dwgc Cong ty chuyén sang lam cong viéc nhe
hon, an toan hon hogc giam bét 01 gio lam viée hing ngay ma L khong bi cit giam tién lwong va
quyén, loi ich cho dén hét thoi gian nudi con dudi 12 thang tudi.
8.13 NFHEH., A, BRI AFWHEURA S TEN LT E, MAIFEMAF )G,
A FIZ AR A0 TAESCRE B> 1 /N TAER R, ANuskEi RGeS, B2 E
4
8.2 Khi HDLD hét han trong thoi gian mang thai hozic nudi con duéi 12 thang tudi thi dugc uu
tién giao két HDLD méi.
8.2 AN A AME L 57 B MBI E 12 > H BN 2 LI 20, g8 & 1R .
8.3 Thoi gian nghi ngoi:
8.3 PRSI ]«
8.3.1 Nghi trong thoi gian hanh kinh:
8.3.1 ZHIR R
(a) NLD duoc nghi tai noi lam viéc mdi ngay 30 phut, téi thiéu 1a 03 ngay lam viéc trong 01
thang. Thoi diém nghi cu thé cua timg thang do NLD thong bao véi Giam ddc bd phan. Thoi
gian nghi duogc tinh vao thoi gid 1am viée va van duoc hudng du tién luong theo HDLD.
(@) I B BHARE 30 704, BHED 3ATAEH, HARK A H 5730 @ A& .
RIS T T N AR (], 5249
(b) Trudng hop NLD ¢6 yéu cau nghi linh hoat hon so véi quy dinh tai diém a khoan nay thi thoa
thudn v6i Giam dbc bo phan dé dugc b tri nghi phu hop véi diéu kién thuce té ciia bo phan 1am
viéc va nhu cau cia NLD.
(b) 57 B4 7 R IEHIRE 2, WS PR, & NER T SERR A L 5T B
K
(¢) Truong hop NLD khong ¢6 nhu cau nghi va duoc Giam dbc bd phan dong y dé 1am viée thi
ngoai tién lwong duoc hudng theo quy dinh tai diém a khoan nay, NLD dugc tra thém tién luong
theo cong viéc ma NLD da lam trong thoi gian dugc nghi va thoi gian lam vi¢e nay khong tinh
vao thoi gio 1am thém ctia NLD.
(¢) LI AN LR EFRIFLHMI VB M AR TAER, R (@)= 5 oh, P TAEAE
SN T, T AER AN TR N
8.3.2 Nghi trong thoi gian nudi con dudi 12 thang tudi
832 M H 12 M HLL FEJLIAR S
(a) NLD duoc nghi mdi ngay 60 phut trong thoi gian lam viéc dé cho con bu, vit, trit sira, nghi
ngoi. Thoi gian nghi vin duoc hudng du tién luvong theo HDLD.
(a) LI AE B PR 60 70 BP I TR AL H595. MRS, =229 .
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(b) Trudng hop NLD c¢6 nhu cau nghi linh hoat hon so v6i quy dinh tai diém a khoan nay thi
thoa thun voi Giam ddc bd phan dé duoc bé tri nghi ph hop véi didu kién thyc té cua bd phan
1am viéc va nhu cau ctia NLD.
(b) 57 B A R ERIRE 2, PSRRI N T SERR AR A N 5T B
K.
(c) Truong hop NLD khoéng c6 nhu cau nghi va duoc Giam ddc bo phan dong y dé 1am viée thi
ngoai tién luong dugce hudng theo quy dinh tai diém a khoan nay, NLD duoc tra thém tién luong
theo cong viéc ma NLD da lam trong thoi gian dugc nghi.
(¢) I ANFHLARE T RIFAET VMRS TR, BRIZ@MEZH TR, A TIENES
BENK VA DA
8.4 Khi kham strc khoe dinh ky, NLD dugc kham chuyén khoa phu san theo danh muc kham
chuyén khoa phu san do Bo Y té ban hanh.

8.4 FEMIARKEIY, 2573 1% DA MAUE AR s & 0 H BT & .
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CHUONG III. TRAT TU TRONG CONG TY

BT AFEBRF

Piéu 9. Noi quy ra vao Cong ty doi véi NLD
BILK HAE R L AT ME
NLD phai tich cuc thyc hién va tuan thu mdt cach nghiém tac cac yéu cau nhu sau:
57 BN AR TR ST DU R
9.1 C6 mat tai noi lam viéc dung gid lam viéc quy dinh theo Bang Quy dinh thoi gio 1am viéc —
thoi gio nghi ngoi ciia Noi quy lao dong trir khi c6 su didu dong di cong tac ctia Giam dbc bo
phan.
9.1 4% AR [a) 5 AR B H] S0 #EI 25, BRAFLERT B Az H 2.
9.2 Lay d4u van tay dé ghi nhan gid vao va ra khoi Cong ty tai cac may chdm cong duogc bd tri
trong Cong ty. Nhitng truong hop dén tré phai ky tén vao sb theo ddi cua T bao vé. Hang thang,
T bao vé co trach nhiém thong bao dén Giam dbc bo phan c6 ngudi vi pham bang vin ban.
9.2 fE N E ZHHIZE BN LR AFREL, dsksb i | IR 2)FH JE R Z AR S0 H LT .
R A8 H A SR ET A k.
9.3 Khéng vé tré qua 60 phut sau khi hét gio, hét ca 1am viéc. Cac trudong hop lam thém gio phai
c6 gidy diéu dong 1am thém theo quy dinh va phai bao cho T6 bao vé biét.
9.3 TSI F AR IEISET 60 73%h . INBLIUA INPEE < I @RI fR 2 2
9.4 Khi ra vao cong phai xudng xe, tit may, dit bo. Dé xe theo huéng dan ciia TS bao vé va ding
noi quy dinh.
9.4 BEHIURTIANT 2. fook 4T, 2RI 5HF E 215 E X,
9.5 T bao vé khong duoc cho nhitng ngudi c6 dau hiéu di udng hodc c6 mui ruou, bia vao
Cong ty.
9.5 IR AT RVEA G B IR B)N REEAN A A
9.6 Trong gid lam viéc NLD khong duoc phép rdi khoi Cong ty néu khong co gidy xin phép do
Giam ddc b phan phé duyét.
9.6 TAEMFIAIPY, REMITEMAAERVERT, F53hH AMFEIFAF .
9.7 Tuan thu cac quy dinh vé bao vé méi truong trong Cong ty.
9.7 HAF o WAL R E -
9.8 Khong dugc mang vii khi, chit nd vao Cong ty.

9.8 ZE b As . BIEMIHEAN A F] .
9.9 Khong quay phim, chyp hinh, sao chép va phat tan tai liu li€n quan dén cac van de can giit
bi mat ciia Cong ty néu khong duoc sy dong ¥ cia TGP hodc nguoi duge TGD uy quyén.

9.9 RAHBHIINFE, Fibmik. $. &l LR RE R 2 "Rk .
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> Day |a ban xem trwéc, chi thé hién mot phan cua tai liéu.
> DAT MUA va thanh toan tai www.dichthuatsms.com

dé nhan file word day du ngay lap toc.
» Hodc GUI YEU CAU DICH THUAT cho tai liéu cta ban.

> Lién hé 0934.436.040 (Zalo, Viber) dé hé tro ngay.
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