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V/v Ban hanh Ngi quy lao djng

_ HOIPONG QUAN TRI
CONG TY CO PHAN PUC KHAI

- Can cir Gidy chitng nhdn déing ky doanh nghiép ciia Cong ty CP Duc Khai s0
0302192499 do S K¢é hoach va Ddu tw TP. H6 chi Minh cdp ngay 17/03/2005
var dding ky thay déi lan thie 16 ngay 07/09/2012;

- Céin cit Diéu 1¢ ciia Cong ty CP Pirc Khai déi dwpe cdc cd dong thong qua ngay
24/02/2005,

- Cdncur Thg’a udc lao dong tdp thé duge ky két gilta dai dién Nguoi lao dong va
Cong ty Co phan Pirc Khdai ngay 01 / V4 /2015,

- Céin cir quyét dinh ctia Hoi dong Qudn tri vé viéc sira ddi b sung va thong nhat
ban hanh bg Néi quy lao dong sir dung thong nhat tiy ngay 01 théng 0+ néim 201 5.

QUYET PINH:
Diéu 1. Nay ban hanh kém theo Quyét dinh ndy No§i quy lao dong cua Cong ty Cé
phan Puc Khai.
Piéu 2. Quyét dinh nay cé hidu luc ké tir ngay ban hanh.
Pidu 3. Hbi ddng quan tri, Ban Tong giam ddc, cac bd phan va cac ca nhin trong Cong

ty ¢b phan Ptre Khai chju trach nhiém thi hanh quyét dinh nay./.

TM. CONG TY CO PHAN PUC KHAI
Noi nhgn: CHU TICH HbQT

- Nhu Diéu 3;
- Lwu: HC, NS (2).
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CONG TY OB PHAN CONG HOA XA HOI CHU NGHIA VIET NAM

_'I_._”':r'llj]. > KH \H Déc 1ap — Tw do —Hanh phic

Tp. H6 Chi Minh, ngay 01 thdng 02, niim 2015

NOI QUY LAO PONG

(Ban hanh kém theo Qu)‘)ét dinh sé: 14 =201 5/QD-HDQT ngay b / 02./2015
ctia Hoi dong quan trj Cong ty co phan Dire Khai)

- Cdn cir B¢ ludt Lao dong 56 10/201 2/QH |3 dugc Quéc hoi nude Cong hoa Xa
hoi Chi nghia Viét Nam Khoa XIII théng qua ngay 18 thang 6 ndm 2012,

- Can czr Nghj dinh sé 45/2013/ND- CP ngay 10/5/2013 cua Chinh phu quy dinh
chi tiét va hudng dén thi hanh mét sé diéu ciia Bo ludt Lao ddng vé thoi gio lam
viée, thoi gio nghi ngoi va an toan vé sinh lao dong;

- Can cik chit triwong 1Gi cdu triic Cong ty dwpe Hi dong quan fr thong qua tai
Bién ban hop s6 66-2010/BB-HPQT ngdy 02/08/2010 ciia Héi dong quan tri;

- Cin cir Théa wée lao dong tdp thé ban hanh ngay (1 / 04 /2015,

- Dé bdo dam cdc hoat déng trong Céng ty ¢é né nép ddp img yéu cdu san xudt
kinh doanh;

Cdin cir tinh hinh thuc 1€ sén xudt kinh doanh va cin cir lao déng trong Cong ty.

Nay quy dinh Ngi quy lao dong ciia Cong ty C6 phdn Pitc Khdi gém nhiing nii
dung sau;
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Piéu 1.

CHUONG I.
NHUNG QUY PINH CHUNG

Dinh nghia

Céc tir ngiv dwéi day dwge hidu nhw sau:

1.

10.

L1

12.

13.

14.

Piéu 2.

Diéu 3.

Cong ty hodc Ngudi st dung lao dong 1a Cong ty c¢b phan Puc Khai, Gidy
chimg nhin diang ky kinh doanh s6 0302192499 do S& Ké hoach va Dau tu
Thanh phd H Chi Minh ¢Ap ngay 17/03/2005;

NOoi quy lao ddng |4 toan bd chia cac diéu khoan ndi quy lao dong clia Cong ty;

Phap ludt Lao dong 1a Bo ludt Lao dong s6 10/2012/QH13 duge Qudc hdi nudce
Cong hoa X4 hdi chti nghta Viét Nam thong qua ngay 18 thdng 6 ndm 2012,
Hop dong lao dong la hop ddng dugc ky két gitia Ngudi lao dong véi Cong ty;
Chu tich Hoi déng quan tri la nguoi dai dién theo phap luét cta Coéng ty, da
dugc dang ky véi co quan Nha nude cé tham quyén;

Tong Giam déc 1a Téng Gidm dbc ctia Cong ty bing Quyét dinh bd nhigm cia
ngudi cé thdm quyén;

Nguoi quan ly tryc tiép la ngudi lao dong cua Cong ty dugc phan cong quan ly
mdt hodic mot sb nguol lao ddng khac bao gom T truong, boi trudng, Trudng
phong ban, Trudng khoi, Trudng by phéan, Tong Giam déc, va cac chiic danh
khac theo mot quyét dinh cé hiu lyc thi hanh cta Cong ty;

Ngudi Lao déng 1 tat ca nhimg ngudi lam viée theo hinh thitc hgp ddng lao
dong cho Cong ty, ké ca thuc tap va hoc viée,

Can bd Cong nhan vién (viét it la CBCNY) 1a ngudi lao dong cia Cong ty;

Bi mat cong ngh¢, kinh doanh cia Cong ty duoc hiéu theo quy dinh tai khoan 2
Dicu 17 Nbi quy lao dong;

Murc do nhe 14 thiét hai vé vat chat dudi mét (01) triéu dong véi 18i vo y va
khong gay thiét hai dén uy tin ciia Cong ty;

Pang ké 14 thiét hai v& vét chat tir mdt (01) tridu ddng dén dudi nam (05) triéu
dong véi 13i v6 ¥ hoiic cb y;

Nghiém trong la thiét hai vé tai san ho#ic lgi ich cia Cong ty c6 gia tri tir niim
(05) triéu dong trd 1én véi béat ky 18i vo y hay c6 y;

Luong hodc tién luong la muc luong chinh hodc tién cdng ghi trén hop dong lao
dong.

Muc tiéu ciia N§i quy lao dong

Noi quy lao dong duge xdy dung trén co s& phap ludt lao dong nhdm bao dam
quyen loi ich hop phap cta ngudi lao dong va ngudi su dung lao dong, tinh cong
béng, binh déng trong mdi quan hé gilta ngudi lao dong va ngudi stir dung lao dong
cling nhu viée duy tri, phat trién cac hoat ddng quén Iy va kinh doanh ciia Cong ty.

Poi twgng didu chinh va pham vi 4p dung
N6i quy lao dong 4p dung doi véi ngudi lao dong lam viée tai Cong ty theo cc
hinh thitc va c4c loai hop ddng lao dong theo phap luét lao dong, ké ca ngudi
lao ddng trong thdi gian tap viée, thir viée, hoc nghé.
I
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Piéu 4.

Piéu §.

Piéu 6.

Didu 7.

Ban hanh va dang ky
Noi quy lao dong duge Chu tich Hoi ddng quan tri ky quyét dinh ban hanh va
dugc ding ky tai co quan lao dong cé thdm quyén.

Sika doi, b6 sung
Céc diéu khoan cia Noi quy lao dong 14 co s cén ban cho m01 quan hé gilia
nguoi lao dong va nguorl sir dung lao dong Trong truding hop cin thiét, Noi quy

lao déng co thé duge bd sung, stra ddi phil hop véi tinh hinh hoat dong kinh
doanh ctia Cong ty.

CHUONG II.
THOI GIO LAM VIEC, THOI GIO NGHI NGO1

Thoi gid' 1am vige

Thoi gio lam viée chinh thac cia Cong ty trong ngay la: 08 gid/indt ngay. Mot
tudn lam viée 6 ngay. Tong s6 gior [am viée trong tudn 13: 48 gid/mot tuan.

G1¢ lam vig§e hanh chinh cta nhén vién vdn phong dugc quy dinh nhu sau:

a. Budisangtlr :08 gio dén 12 gid.

b. Budichiéu tir : 13 gio 30 dén 17 gid 30.

Gio 1am viée cua bd phan lam viéc theo ca duge quy dinh nhu sau:

a. Thoi gian mdi ca la 8 tiéng bao gdm ca 45 phit nghi gitra ca doi vdi ca dém
va 30 phut nghi gitta ca cho cac ca con lai.

b. Thoi gian lam thém dugce quy dinh tai phap lvdt lao dong, thda ude lao
dong tap thé va cac quy dinh khéc cia Cong ty (néu co).

Tuy theo dic diém cua m01 dia phuong ma Cong ty ¢6 Chi nhanh va Vin phong

dai dién, thy theo yéu cdu cdng viéc, Cong ty c6 thd bd tri gid lam vi€e cta

nhan vién khong theo gi¢ hanh chinh quy dinh nhu trén, nhung van dam bao

tdng s6 gior lam viée khdng vuot qua 08 gid/mdt ngdy.

Quy dinh cy thé vé gio gidc lam viée cha ngudi lao dong s& duge théa thudn

trong hop ddng lao dong.

Thoi gio nghi ngei cia ngudi lao dong

M3i tudn, ngudi lao déng duoc nghi it nhat mot ngay (24 gior lién tuc).

Tuy theo dic diém, yéu cAu cong viéc ma Cong ty co thé bd tri ngay nghi cha
ngudi lao dong vao ngay chii nhat hoiic vao mdt ngay c6 dinh khac trong tudn.

Truong hop dac biét do yéu clu cong tac ngudi lao dong khong thé nghi hang
tudn thi Cong ty s& bd tri cho ngudi lao déng duge nghi binh quin mot thang it
nhat 13 04 ngay. Néu lam viéc trong ngay tir 10 gidr tré 18n, ngudi lao dong duoc
nghi thém it nhat 30 phut tinh vao gid 1am viée, ngoai thoi gio nghi ngoi trong
ca lam vi€c binh thuong,

Trang 4/22i ]
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Pitu 8. Nhiitng ngay nghi trong nim

1. Nghi phép nim:

a.

Ngudi lao dong co thoi gian 1am viée 12 thang lién tuc tai Cong ty thi duoc
nghi hang ndm huéng nguyén luong 12 ngay lam viéc. N%m‘)i lao dOng co
thai gian lam vige lién tuc tai Cong ty dudi 12 thang thi s6 ngay phép ndm
duoc tinh theo ti 18 tuong (mg v&i s6 thang thue té lam viéc. Truong hop
ngudi lao dong trong thai gian thi viéce thi khéng duge hudng ngay pheép
nam. S6 ngay nghi phép hang nim s& duge ting theo tham nién lam viéc tai
Céng ty, cir mdi 5 nam lam vige tai Cong ty s& dugc cong thém 1 ngay phép
dugc hudng nguyén lvong.

Ngudi lao dong co nhu cau nghi phép nam phai Jam don xin nghi phép ndm
(theo quy trinh quan Iy nhdn su cua Céng ty) va chi duge phép nghi khi ¢o6
ky duyét ctia ngudi cé thim quyén.

Céng ty cb quyén quy dinh lich nghi hang nim sau khi tham khao y kién ca
Ban chip hanh Cong doan va phai thong bao truéc cho ngudi lao dong biét.
Ngudi lao dong do théi viée hodic vi cac Iy do khac ma chua nghi hang nam
hodc chua nghi hét s6 ngay nghi hang ndm thi dugce trad lwong nhiing ngay
chura nghi.

2. Nghilé, tér:

3.

a.

Ngudi lao dong duge nghi lam viéc va hudng nguyén luong trong nhiing
ngay I&, tét nhu sau:

- Tét duong lich - mot ngdy (ngay 1 thang 1 duong lich).
- Tét am lich : ndm ngay (mot ngay cudi ndm va bén ngay

ddu ndm ém lich).
- Ngay gid T Hing Vuong : mdt ngay (ngay 10 thang 3 ém lich).

- Ngay Chién thang - mot ngay (ngay 30 thang 4 dirong lich).
- Ngay Quéc té lao dong - mot ngay (ngay 1 thang 5 duong lich).
- Ngay Qudc khanh - mdt ngay (ngay 2 thang 9 duong lich).

Néu nhiing ngdy nghi néi trén tring vao ngdy nghi hang tudn thi ngudi lao
dong duoc nghi b ngay tiép theo hoiic ngay khac theo quyét dinh cia Cong ty.
Trong trudng hop do nhu cdu san xudt, kinh doanh ma Céng ty phai diéu dong,
phin cong ngudi lao déng lam viée trong nhiing ngay nghi I8, tét thi Cong ty
s& dam béo cho ngudi lao dong dugce nghi bu trong thoi gian thich hop.

Nghi vi¢e riéng dwoc hwdng nguyén luwong:

Ngudi lao dong duge nghi viée riéng hudng nguyén luong trong nhiing truong
hop sau day:

a.
b.

C.

Ngudi lao dong két hon: nghi 03 (ba) ngay.

Con ngudi lao dong két hon: nghi 01 (mot) ngay.

B6, me (bén chdng hodic bén vo) chét, vo hodc chdng chét, con chét: nghi
03 (ba) ngay.

|
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4. Nghivi¢c rieng klhong huweng lrong:

- Ngudi lao dong cé thé duge nghi khdong hudng luong nhung khéng anh
huéng t¢i cong viéc chung cua cong ty va phai duoc sy ddng y cha ngudi st
dung lao dong, quy trinh nghi khéng hudng luong theo quy dinh vé quan ly
nhan sy ctia Cong ty. Thai gian nghi khéng hudng luong t6i da la 03 (ba)
thang. Cac truong hop dugce nghi viéc khdng hudng luong:

a. Nguoi than trong gia dinh nguoi lao dong bi bénh khong cé ngudi chdm séc.

b. Ngudi lao ddng cé con nhdé méi sinh dudi 6 thang khong ngudi trong col.

¢. Ngudi lao dong xét thay ban than cin duge dao tao thém dé nang cao tay
nghé, nghiép vu cén thiét cho cong viéc ma ngudi lao déng dang dam trach.

d. C)ng, ba (ndi, ngoai) ca hai bén vog chf‘)ng, anh chi em rudt cia ngudi lao
dong chét: nghi 01 (mot) ngay.

e. Vo nguoi lao ddng sinh con: nghi 01 (mdt) ngay.

- Céc trudng hop khac ngoai quy dinh & khoan 4 Diéu ndy néu ¢6 Iy do chinh
dang va duoc su chép thuan bgi ngudi co tham quyén quy dinh trong quy
teinh quan 1y nhan su ctia Cong ty, ngudi lao dong co thé thda thuan vdi
ngudi sir dung lao dong dé nghi khdng huémg luong.

CHUONG Il
TRAT TU TRONG CONG TY

Pi¢u 9. Chip hanh cic quy dinh cia Cong ty

I. Ngugi lao dong du & bt ky vi tri, cuong vi, chiic danh nao déu phai nghi€ém chinh
chdp hanh cac quy dinh do Céng ty ban hanh khong trai véi phap luat lao dong.

2. Ngudi lao dong cé nghia vu thuc hién dung, ddy du trach nhiém va quyén han
dd duoc quy dinh trong bang quy dinh trach nhiém — quyén han, bang phan
cdng cbng viée va phiéu giao viéc.

3. Ngudi lao dong phai tuan tha, chdp hanh lénh diéu hanh san xuét - kinh doanh,
cOng tac theo ding chirc trach, nhiém vy, vi tri cdng tac va ndi dung cong viéc
da phan cong. Tuyét dbi phyc ting ménh lénh cép trén.

4. Cép dudi phyc ting cap trén, néu thy su phén ¢6ng chua hop ly, chua dung theo
y kién dé xuat ciia minh thi ngudi lao dong van phai phyc ting theo sy phén cong
clia ngudi quan 1y, phu trach truc tiép, sau dd méi phan anh [8n cdp cao hon dé co
su diéu chinh hop ly. Ngudi quéan ly, phy trach truc tiép phai chiu trach nhiém
trude Chii tich Hoi ddng quan tri vé cac quyét dinh cta minh.

5. Khi thuc hién cong viéc, cdng tac phai triét dé tiét kiém, chdng lang phi, chéng
tidu cue, dam bao hiéu qua, hiéu suét cong viéc cao nhét.

Piéu 10. Trat tw, tac phong lam vige

1. Trat ty tai noi lam viée:

a. Ngudi lao déng phai tu gidc ton trong gidr gide lam viée cha Cong ty da quy
dinh, khong dugc di mudn, vé som;

Trang 6/22@- . )
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b.

Ngudi lao dong phai chdp hanh nghiém chinh ndi quy ra vao cong cua
Céng ty va thyc hién ddy du cac quy dinh ciia bd phan bao vé vé viée kiém
tra, giam sat khi ra vao cac khu virc hoat dong san xudt kinh doanh, vin
phong Cong ty;

Trong gi¢ [am vi€c, ngudi lao ddng phai co mat tai ding vi tri 1am vi¢c da
duge quy dinh cia minh, khéng dugc tur y roi khéi khu vye lam viée trur
trudng hop cén thiét dé giai quyédt cac nhu ciu ca nhan nhu di vé sinh, ldy
nude udng, tim ngudi ciru thuong hodc gip g& ngudi nha trong trudng hop
khan cép. Néu cé nhu cau réi khoi vi tri lam viéc dé di cOng tac hodc viéc
riéng, Nguoi lao dong phai thuc hién ddy i cac thi tuc quy dinh v& ndi
quy san xudt, kinh doanh clia Céng ty;

Ngudi lao dong khong duge tiy tién di sang nhiing bd phan khac néu khong
¢0 nhiém vy,

Khong tu v di doi may moc thiét bi sang vi tri khac khi chua ¢é su chép
thudn cia ngudi cé thdm quyén,

Trong gi¢r lam vi€c, ngudi lao dong phai tdp trung vao cdng viéc clia minh,
khéng dugce lam viéc riéng, tan géu, nghe nhac, doc sach bao, truy cép internet
khong nhim muc dich cho c8ng tac, khdéng dugce diia gion, nghich pha, cii va,
noi chuyén to tiéng. .. Jam anh hudng dén nhiing ngudi xung quanh;

Nghiém cim ngudi lao dong danh bac, td chuc danh bac tai noi lam viéc
dudi moi hinh thirc;

Nghiém cAm viéc mang vii khi, hung khi vao noi lam viéc cla Cong ty
(ngoai trir nhitng dung cu trang bi cho ngud¢i lao dong lam nhiém vy bao vé
dugc phap ludt cho phép sir dung);

Nghiém cdm viéc xem, doc, st dung, tang trit, luu hanh, phat tan nhiing tai
liéu, vat dung, tranh anh, bang dia, website... ¢d ndi dung, hinh anh khiéu
dam, dung tuc hodc cé li€n quan dén tinh duc tai noi lam viéc;

Nghiém cAm viée sir dung rugu, bia, thirc uéng 6 ¢dn tai noi lam viéc. nguoi
lao dong khong dugc phep vao noi lam vige khi dd & trong tinh trang c6 st
dung rugu, bia, thirc udng ¢ ¢dn. Trong trudng hop ngudi Jao dong cb sir
dung bia, rugu, thirc ubng cé c¢dn trong gid lam viée dé tiép khach theo yéu
cdu cong tac thi sau khi tiép khach, ngudi lao dong dwoc phép vé nha nghi
ngoi. Thoi gian nghi ngoi duge tinh vao thai gian cong tic cia ngudi lao dong;
Ngudi lao déng bi phat hign dang sir dung hotic tang trir trai phép chat ma
t(y hogic chat kich thich bi phap luat cAm trong pham vi Cong ty s& bj tryc
xudt ra khoi Cong ty ngay lap tic, dong thdi Cong ty s& chuyén vu viéc
sang co quan nha nudc ¢6 thdm quyén dé xi 1y theo quy dinh cia phap Juat.

2. Tiép khach:

a.

b.

Ngudi lao dong tiép khach tai nhitng khu we tiép khach theo quy dinh cua
Céng ty, khong dugce tu y dua khach di vao khu vyc vén phong lam viéc,
kho hang hay nhiing noi khac trong pham vi Cong ty néu khdng cé sur cho
phép clia ngudi co thdm quyén;

Ngudi lao dong phai han ché tdi da c4c cudc tham viéng cia ngudi than,
ban bé hay tiép khach khong c6 muc dich giao dich cong tac tai Cong ty;
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Piéu 11.
1

c. Nguoi lao ddng phai cd mit bén canh khach trong sudt thai gian khach luu
lai Cong ty, khéng duge dé xay ra trudng hop khach tuy tién di lai trong
khu vure lam viée cta Cong ty, khong duge dé khach & lai Cong ty sau thoi
gian lam viée véi bit ky ly do nao;

d. Nguoi lao dong khong duge phép vao noi lam viéc trong trudng hop dang
bi ky luat dinh chi céng tac (trlir trudng hop c6 quyét dinh khac cta Cha tich
Hoi dong quan tri). Khi két thuc hgp ddng lao dong véi Cong ty, néu cé nhu
clu lién hé tryc tiép voi Cong ty thi phai chdp hanh cic tha tuc quy dinh
nhu déi voi khach.

Téac phong:

Ngudi lao dong phai co tac phong lich su, nhd nhiin, thé hién mot thai do than
thi€n, ton trong va phong cach chuyén nghi¢p.

Trang phuc:

a. Trong gid lam viée, ngudi lao déng phai mic ddng phyc theo quy dinh vé
mic dong phuc ctia Cong ty;

b. Quy dinh tai diém a khoan 4 Diéu nay khong ap dung ddi voi Hoi dong
quén tri va Ban téng giam déc;

c. Ngudi lao dong phai #n mic chinh t& va sach s&, ddu téc gon gang phi hop
vO1 méi trudng 1am viéc.

CHUONG 1V.
AN TOAN LAO PONG, VE SINH LAO PONG

Quy dinh chung vé An toan lao dong va v¢ sinh lao djng

Ngudi lao ddng duge trang bj ddy da phuong tién bao ho lao dong, bao dam an
toan lao dong, vé sinh lao déng va cai thién diéu kién lao dong cho ngudi lao
dong. Ngudi lao dong phai tuan thi cac quy dinh v& an toan Jao déng, vé sinh
lao dong va nd1 quy lao ddng cia Cong ty. Thuc hi€n nghiém chinh cac nd1 quy
vé phong chéng va chita chdy nd, thién tai, bdo lut..., tich cuc tham gia khic
phuc hdu qué khi cé sy ¢b xay ra.

Viée x4y dyng méi hodic md rdng, cai tao co s& dé san xudt, sir dung, bao quan,
vin chuyén, luu gitr va tang trir cac loai may, thiét bi, vat tu, cac chat c6 yéu
cau nghiém ngat vé an toan lao dong, v€ sinh lao dong phai ¢d ludn ching vé
cac bién phap bao dam an toan lao dong, vé sinh lao dong dbi véi noi lam viée
cua nguol lao dong va mdi trudng xung quanh theo quy dinh cia phap luat va
quy dinh ctia Cong ty.

D6i vdi cac loai thiét bi vat tu ¢d yéu cAu nghiém ngit vé an toan lao dong, vé
sinh lao ddng, Cong ty phai khai béo, ding ky va xin cdp gifly phép vdi co quan
¢6 thim quyén ctia Nha nudc vé an toan lao ddéng va v¢ sinh lao ddng.

Déi voi ngudi lao dong lam viée theo ca san xudt phai ghi chép ddy da tinh hinh
giao ca trude va sau khi lam viéce, P6i voi nhan vién lai xe phai kiém tra xe cin
than, dam bao tuyét doi trude khi dua vao van hanh, st dung.

Ngudi lao dong phai tudn thi ddy di cac quy téc an toan lao dong chung va dic
thii ridng cho ting nganh nghé dé dam bao tuyét doi cho ngudi va tai san tai noi
lam vigc.
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6.

10.

11.

13.

15.

16.

Piéu 12,

Ngudi lao dong co trach nhiém chdp hanh day di cac ndi quy, quy dinh vé an
toan lao ddng va phong chdng chay nd. Tham gia day da cac budi huan luyén
nghi€p vu phong chdy chita chady, bdo v€ an ninh, cong tac an toan k¥ thuét, an
toan vé sinh bao ho lao ddng va chdp hanh lich kham sirc khée dinh ky. Ngudi
lao dong lam viée & cac khu vue cé y8u cAu nghiém ngit vé an toan lao dong,
an toan k¢ thuat phai tudn tha va thuc hién ding nhiing quy dinh d dé ra.
Nghiém cam mang vii khi, nhitng vt d& chay, nd, cht & nhiém vao noi tam viéc.
Nghiém cAm nguoi khéng cd nhiém vy vao khu viyc cdm cua Cong ty.

Ngudi lao dong khéng duge hanh dong theo cach cé thé giy hai dén sirc khoe
va an toan cua khach hang va dong nghiép.

Ngudi lao dong phai chdp hanh nghiém chinh ndi quy, tiéu lénh phong chay
chita chay. Nhitng ngudi duge ctr tham gia vao lyc luogng phong chdy chita chay
cta don vi phai tich cuc hoc tap hudn luyén va c¢é nghia vu thyc hién thanh thao
cong tac PCCC. Khi x4y ra chay nd, tiy theo sy phan c¢éng phai tich cuc chita
chay, phai bdo vé¢ tinh mang con ngudi va tai sn cia Cong ty.

Hét glor lam viéc, ngudi lao dong & cac bd phén cdng tac phai kiém tra dién,
nudc va bién phap phong chng chdy nd trudc khi ra vé.

. Ngudi lao dong phai tudn thi cac thao tac k§ thuat, quy trinh cong nghé da

dugc phé bién, khong dugc tir v thay dbi hodic thue hién sai lam anh hudng dén
quy trinb, tien dd thuc hién, gay thi€t hai cho ngudi va tai san Cong ty.

Thudng xuyén kiém tra ché do bao duding, chim séc may mac theo dinh ky ctia
Cong ty quy dinh, phai giir gin, str dung cac thiet bi lao dong, cac phuong tién
bao ho ca nhan dam bao an toan va hiéu qua theo quy dinh.

. Nghiém cam viéc pha hoai, xé dich cac phuong tién, dung cu phong chay, chira

chay hodc sir dung nhitng phuong ti€n nay sai muc dich.

Ngudi lao dong phai cd y thiic gift gin vé sinh noi lam viéc cling nhu vé sinh
chung ctia Cong ty; bdo quan sach s& may méc thiét bi va cac phuong tién lam
vi€c khéc; ¢6 nhiém vu tham gia v¢ sinh sach s€, thuong xuyén moi thiét bi va
nha ctra noi minh lam viéc dé dam bao tinh st dung l4u dai caa thiét bi va sur
gon gang, ngin np, my quan chung ctia don vi.

Ngudi lao dong phai chap hanh nghiém chinh, ddy da cac ndi quy, quy dinh vé
v€ sinh lao dong, vé€ sinh moi trudong. Khong ndu #n, x4 rac, khac nhd va lam
mét vé sinh & noi lam viéc.

Kiém tra dinh ky an toan lao ddng va vé sinh lao djng

Cong ty dinh ky kiém tra, tu sta may moéc thiét bi, nha lam viéc, kho tang theo
tiéu chudn an toan lao dong, vé sinh lao dong.
Ngudi st dung lao dong phai co di cac phuong tién che chiin cic by phan dé
gdy nguy hiém ctia may méc thiét bi trong Cong ty; noi lam viéce, noi dit may,
thiét bi, noi ¢6 yéu t& nguy hiém déc hai trong doanh nghiép, phai bd tri du
phong sy cd ¢b bang chi dan vé an toan lao dong, v€ sinh lao dong dat & vi tri
ma moi ngudi dé thay, d& doc.
Trong trudng hop phat hién noi lam viée, may méc, thiét bj ¢6 nguy co gy tai
nan lao dong, bénh nghé nghiép, Nguoi st dung lao dong phai thuc hién ngay
i
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Piéu 13.
1.

pidu 14.
1.

nhiing bién phap khic phuc hosic phai ra 1énh ngimg hoat ddng tai noi lam viéc
doi voi may moc, thiét bj dé cho tdi khi nguy co dugc khac phuc.

Nguoi lao dong phai bao céo kip thoi vai nguoi ¢o trach nhiém khi phét hi¢n
nguy co gdy tai nan lao dong, bénh nghe nghlep, gdy doc hai hodc sy cb nguy
hiém. Tham gia tich cuc trong viée cdp cliu va khic phuc hau qua tai nan lao
dong (néu c¢6) khi ¢é 1énh ctia ngudi sir dung lao dong.

Ngudi lao ddng céd quyén tir chdi lam cong vi€c hodc ro1 bo noi lam viée khi théy
ré ¢o nguy co xay ra tai nan lao dong de doa nghi€m trong tinh mang hodc sic
khoé clia minh va phai bao ngay vaéi ngudi quan ly, phy trach truc tiép. Ngudi
o ’ ’ ’ A ~ . A A 3 e A K
quan ly, phu trach cac bd phén, don vi khong dugc budc ngudi lao dong tiep tuc
lam cong viéc do hogc trd lai noi tam viée dé, néu nguy co chua duoce khéc phyc.

Hang nam, Cong ty phai t& chue hoc tép an toan lao déng cho tit ca CBCNV.
Néu nguoi lao dbng nao khong hoc an toan lao ddng thi khong b tri lam vigc.
Nhiing ngudi da hoc va hudn luyén an todn lao dong phai duoc kiém tra va phai
ky vao ban cam két d& dugc hoc va qua huén luyén vé an toan lao dong. Truong
hop ngudi lao dong khong chdp hanh ndi quy an toan lao dong thi phai tu chiu
trach nhiém vé tai nan, thiét hai Xay ra.

Chim s6c¢ sive khée, bio dam vé sinh y té cho ngwdi lao ddng

Péi v6i noi lam vide cé yéu t6 nguy hiém, doc hai, dé& gay tai nan lao dong,
Cong ty trang bi phuong tién k¥ thuat, y té va trang bj bo ho lao dong thich
hop dé bao dam g clru kip thoi khi xay ra su ¢6, tai nan lao dong,

Khi tuyén dung va sip xép lao dong, Cong ty s& cin ctr vao tiéu chudn sic khoé
quy dinh cho timg loai viée, td chirc hudn luyén, huéng din, théng bao cho
ngudi lao dong vé nhiing quy dinh, bién phap lam viéc, an toan vé sinh va
nhiing kha ning tai nan cn dé phong trong cng viée clia timg ngudi lao dong,
ngudi lao dong ky hop dong lao ddng véi thai han tir 6 thang tré 1én s& duge
kham sirc khoé khi tuyén dung va kham stc khoé dinh ky hang nim. Chi phi
kham suc khoé do Cong ty chi tra.

Cong ty ¢6 trach nhiém t6 chire cham lo stic khoé cho ngudi lao dong va phai
kip thoi so clru, ¢dp ctu cho ngudi lao dong khi can thiét.

Xt ly tai nan lao djng

Tai nan lao déng 14 tai nan gdy ton thuong cho bat ky bd phan, chirc nang nao
clia co thé Ngudi lao dong hosc gy tir vong, xay ra trong qud trinh lao dong,
gén lién vai viée thyc hién cong viéc, nhiém vu lao dong. Ngudi bi tai nan lao
dong phai duogc cdp ctru kip thoi va didu trj chu ddo. Cong ty chiu trach nhigm
vé viée dé xay ra tai nan lao déng theo quy dinh ciia phap lut hién hanh.

Ngudi tan tat do bi tai nan lao dong, bénh nghé nghiép dugc gidm dinh y khoa
dé x€p hang thuong tat, xac dinh muc dd suy gidm kha ning lao dong va dugc
phuc hdi chirc ning lao déng; néu con tiép tuc lam viée, thi duge sip xép cong
viéc phu hop vdi stc khoe theo két luan ctia Hbi ddng giam dinh y khoa.
Céng ty chiu toan bd chi phi y t& tir khi so ctru, cdp ctu dén khi diéu trj xong
cho ngudi bj tai nan lao dong hodic bénh nghé nghiép. Nguoi lao dong duoge
hudng ché do bao hiém xa hoi (khi da duge Cong ty déng BHXH) va bao hiém
I
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than thé v& tai nan lao dong, bénh nghé nghi€¢p. Ngudi lao ddng duoc hudng
luong va cac khodn thu nhdp khac trong thoi gian diéu tri theo quy dinh tai
Thoa wéc lao dong tap thé va theo quy dinh ctia phap luét lao dong hién hanh.

Cong ty cb trach nhiém bdi thudng it nhét bing 30 thang muc luong chinh hoic
tién coéng theo hop ddng lao dong va phu cép luong (néu co) cho Nguoi lao
dong bi suy giam kha ning lao dong tir 81% trd 1én hodc cho thdn nhan ngudi
chét do tai nan lao ddng, bénh nghé nghiép ma khong do 18i ciia Ngudi lao
dong. Truong hop do 18i ciia Ngudi lao dong thi Cong ty ciing trg cdp mot
khoan tién it nhit bing 12 thang mic luong chinh hoic tién cong theo Hop
ddng lao dong va phu cip luong (néu co).

T4t ca vu tai nan lao ddng, cac trudng hop bi bénh nghé nghiép déu phai duge
khai béo, diéu tra, 14p bién ban thdng k& va bao céo dinh ky theo quy dinh coa
phap luat.

CHUONG V.
SU DUNG TRANG THIET BI - BAO VI TAI SAN

Diéu 15. Quy dinh chung vé sit dyng trang thiét bj

I

Quy dinh vé sir dung xe 6t6 cong tac:

a. Xe 0t6 cua Cong ty 1a phuong tién phuc vu viéc di lam, di cong tac hodc
giao dich khac ctia Hoi ddng quan tri, Ban Tong giam ddc va cac chire danh
quan ly khéc ctia Cdong ty khi thyc hién cac cong viéc cua Cong ty. Trudng
hop cac bd phan trong Cong ty can dung xe di cong tac phai ding ky trude
mdt ngay voi bd phan quan tri va phai dugc sy ddng ¥ cia ngudi sir dung
lao dong hodic ngudi duge ty quyén;

b. Trach nhiém cta ca nhan sir dung xe: Sir dung xe ding ké hoach, khéng st
dung xe vao viéc riéng ¢4 nhan; tuan thii cic quy dinh, quy tic vé an toan
giao thong;

c. Trach nhiém cta tai xé:

- Trude khi str dung xe phai dam bao ngudi 1ai xe ¢ gidy phép l4i xe con
hiéu luc ding vdi loai xe chudn bi st dung, ngudi lai xe phai chiu trach
nhiém kiém tra cac giéy td cia phuong tién con hiéu lyc va da diéu kién
luu hanh, phai kiém tra phuong tién dt diéu kién an toan luu hanh trude
khi vdn hanh, str dung;

-~ Bao dam tuyét ddi trong qua trinh van hanh, sir dung xe, chinh xdc vé
thai gian dua dén, theo d&i lich trinh va tinh hinh hoat dong cta xe;

- Giir gin, bao quan xe ludn trong tinh trang st dung tét nhat. Khi phat
hién nhiing truc tric, hu héng xady ra phai bdo cdo ngay véi ngudi ¢
trach nhiém dé xtr ly kip thoi;

- Phai mé s& va ghi chép ddy d nhat ky theo xe mdi ngay;

- Chiu trach nhiém ddi voi cée tai nan giao thong xay ra (néu c6) do 13i clia
minh gay ra va thyc hi¢n diing cac quy trinh xir ly tai nan theo quy dinh;,

- Khoéng sir dung xe cho cac muc dich ca nhéan.
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2. Quydinh vé st dung dién thoat:

a.

Ngudi nghe dién thoai ¢d dinh (dién thoai ban) phai kip thoi tra 1oi may khi
c6 tin hiéu. Phai nhéc, dit mdy nh¢ nhang, ding 161 noi lich sy;

Khéng néi qua to trén dién thoai lam anh hudng dén cong viéc ctia ngudi khéc;
Khong lam dung dién thoal co quan dé sir dung vao muc dich riéng; céc
cudc dién thoai dudng dai phai ngin gon va tiét kiém;

Dién thoai di dong c4 nhan: theo quy dinh riéng ciia Cong ty vé trang b va
thanh toan cudce phi cho timg déi tugng.

3. Quy dinh v& st dung may Fax, may photocopy:

a.

b.

Ngudi st dung may Fax, may photocopy phdi tuin tht ding quy trinh su
dung, van hanh may;

Ngudi ¢6 trach nhidm gii va nhan fax phai tuén thi nhitng quy dinh vé gbi
va nhan fax, dam bao tinh chinh xdc, kip thoi va tinh bdo mét thdng tin.

4. Quy dinh vé st dyung may vi tinh: Ngudi sir dung may vi tinh ciia Cong ty, phai
chap hanh cac quy dinh sau day:

a.

b.

Tuén thi ding quy trinh st dung, van hadnh mdy;,

Mot dit liéu lién quan dén cOng vi€c dugce luu trén may mét cach khoa hoc,
nhiing thdng tin mat phai c6 ma khoa bao vé¢;

Khong tuy tién xam pham vao thu muc va file cia ngudi khac; khéng xo6a
dii liéu ¢é trong cac file;

Khoéng sir dung may vi tinh vao viéc riéng; khong choi cac tro choi giai tri
trén may vi tinh trong gi¢ lam viéc;

Thue hién cac quy dinh vé vé sinh, st dung, bdo tri, bdo hanh, stra chita
may vi tinh.

5. Quy dinh vé sur dung thiét bi, mdy modc, cong cu dung cu va cac tai san khac cta
Cong ty:

a.

Ngudi lao dong co nhu ciu st dung thiét bi, may moc, coéng cu dung cu va
c4c tai san khac ciia Cong ty dé phuc vy cdng viée cuia minh duoc giao thi
phai thyc hi€n cac budc quy trinh str dung theo Quy dinh quan ly tai san
chia Cong ty va phai chiu trach nhiém bao quan theo y8u ciu;

Ngudi lao dong khi sir dung thiét bi, may méc, cong cu dung cu va cac tai san
khéc cia Cong ty phai tudn thii ding quy trinh st dung, van hanh may va theo
huéng dan cach sur dung; phai dam bao c6 du kién thirc hiéu biét dé st dung,
phai bao hanh, bao tri thiét bi, may méc, cdng cu dung cu va céc tai san khac
ctia Cong ty theo diing quy dinh cia nha san xuét dé tranh bi hu héng;

Phai ludn bao dam céc thiét bi, may moc nay van hanh va hoat dong trong
tinh trang t6t, nguyén ven, khéng bi mat mat,

Chiu trach nhiém bdi thudng thiét hai néu do thiéu trach nhiém trong qua
trinh st dung hodc khéng thyc hién ddy di trach nhiém va quyén han trong
Bang quy dinh trach nhiém va quyén han, bang phan cdng cong viée, phiéu
giao viéc dé x4y ra tinh trang hu héng thiét bi, may mdc, cong cy, dung cu
va cac tai san khac ctia Cong ty.
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Didu 16. Bio v¢ tai san ciia Cong ty

Tai san Cong ty bao gdm: may moe, thiét bi, céng cu, dung cu, vat tu, phy tung
nguyén vat liéu, di€n nudc, phé liéu, ban thanh phém, thanh phém, dat dai, nha
xudng, nha &n - nha bép, tién vbn, cac trang thiét bi phuc vu phong hd ¢4 nhan va
céc tai san khac cua Cong ty (sau day goi chung la “tai sdn”).

1.

Tét ca nguoi lao dong phai cé trach nhiém bao vé tai san ciia Cong ty trong

nhitng ngay nghi (k& ca ngay nghi tét, nght 1&, nghi hang tuan), Ngudi quan ly,

phu trach truc tiép phai co trach nhiém phan cbng ngudi lao dong truc ludn

phién dé bdo quan tai san ctia Cong ty va dé xur ly viée phong chéng chay, nd;

Péi véi ngudi lao dong duge giao nhiém vu quan 1y tai san cia Cong ty:

a. Phai chiu trach nhiém vé& mat mat, that thoat, hu hong;

b. Chi dugc xuat - nhdp tai san cho ngudi st dung khi da thuc hién dung quy
trinh, quy dinh v& quan 1y tai san ctia Cong ty,

c¢. Phai 13p bién ban kiém tra, ban giao tinh trang tai san truéc khi xuat - nhap;
huéng dan cach van hanh, sir dung cho ngudi duge giao sir dung.

A . - v, A F4 /\ K N e 2 n
Poi1 vo1 ngudt lao ddng ¢ nhu cau str dung tai san cua Cong ty:

a. Phai tudn tha cac quy dinh v& quan ly, str dung, béo tri, bao duding tai san
clia Cong ty,

b. Bém bao ¢6 di kién thirc va su hiéu biét dé sur dung tai san cua Cong ty
nham tranh gdy hu hong, thiét hai dén tai san cta Cong ty;

c. Coy thirc tiét kiém chi phi nguyén vat lidu, phu ting va chbng lang phi.

Nguot lao ddng c6 trach nhiém trong coi, bdo vé va kip thoi ngén chidn moi hanh vi
xam pham ho#c lam hu héng tai sdn cia Cong ty. Nguoi lao dong nao vd y lam
thiét hai v& tai san cia Cong ty thi phai stra chita hoic thay thé, bdi thudng tai san
bi thiét hai do, trong trudng hgp gy thigt hai mic dd nhe hodic dang ké do vo y thi
phai bdi thudng nhiéu nhét ba thang lwong va bi khau trir dan vao luong nhung
khéng qua 30% tién lwvong hang thang cta nguoi lao dong; Doi vdi trudng hop
ngudi lao ddng ¢ y gy thidt hai hodc lgi dung vi tri cong tac dé lam dung tin
nhiém chiém doat tai san cla Cong ty thi phai boi hoan toan bd thiét hai dé cho
Cong ty mot lén, ngoail ra con phai chiu trach nhiém trude phap [uat,

Nguoi lao dong dugc giao truc tiép st dung céc loai tai sdn ctia don vi phai co
trach nhiém bao quén, git gin. Khi phat hién x4y ra hu hdéng tai san, ngudi lao
dong phai bao ngay cho ngudi quan 1y truc tiép biét dé xir ly. Néu dé xay ra mat
hogic hu héng do 15i ca nhan thi phai chju trach nhiém st chira, thay thé hosic dén
bu tuong xung vai thidt hai thue t&, ngoai ra tuy thude mire dd 18i cha c4 nhan,
nguoi dé con phai chiu cac hinh thue xir ly ky ludt theo N6i quy lao dong nay.

Khoéng dugc mang tai san ciia don vi ra khoi co quan, nha may, xi nghiép khi
chua dugc ngudi st dung lao dong cho phép. Viéc mang tai san ra khéi Cong
ty, nha xudng ma khong dugc phép déu bi coi 13 hanh vi khong hop phap va s&
bi xr ly ky luat hodc phai chiu trach nhiém trudc phap luat.

Nguoi lao dong khi ¢d nhiém vu mang tai san, hang héa cua ra khéi Cong ty,
nha xudng, chi nhanh, kho hang,... thi ngoai viéc phai dem theo day di chung
tir quy dinh cho sb tai san, hang hoa d6, déng thoi phai thuc hién chinh xac cac
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10.

11,

12.

13,

15.

Piéu 17.

1.

quy trinh, quy dinh vé quan Iy tai san, hang héa va chimg tir tai chinh trén
dudng véan chuyén theo ding quy dinh ciia Cong ty,

Hét gid lam vide, trude khi ra vé& ngudi lao déng phéi niém phong kho hang, th
tar ligu, két sdt... khoa civa, ban giao hién trang va chia khéa cho bao vé.

Khi phét hién mat mat tai san, ngudi lao dong phai gitt nguyén hién truong va
bao ngay cho ngudi quan ly trye tiép va TS bao vé dé xir ly.

Céc loai hd so, tai ligu phai duge sép xép ngin nép, khoa hoc va dugc luu triy
theo quy dinh. Nghiém cam dua hd so, tai liéu ra khdi co quan khi chua duoc
phép cta lanh dao.

Con déu ctia Cong ty, Chi nhanh phai dugc bao quan c¢én than theo quy dinh
hién hanh.

Nghiém cdm moi hanh vi trdm cip, tham 6 tai san hodc cac hanh vi gian ddi
trong lao dong va cong tac chuyén mon. Thuc hién nghi€ém chinh cac nguyén
tac giao nhan vét tu, hang héa, bdo vé, quén ly kho hang.

Chi dugc st dung tai san cia Cong ty khi dugc ngudi c¢6 thdm quyén chip
thudn hogic ghi 13 trong hop dong lao déng, ngudi tir v sir dung tai san cia Cong
ty ngoai viéc bi xur Iy ky luat con phai cé nghia vu bdi thudng 100% gid trj tai
san néu cé thiét hai.

. Chi tiéu céng qu§ phai cé ching tir hop 18, hop ly, hop phép, tuyét déi khong

dua va nhan hdi 16,

Khi phat hién nhitng hanh dong trdm cép, pha hiy tai san, ding vao viéc riéng
cd nhén, pha hoai, kich dong sy doan két thong nhat trong nd1 by, Nguoi Lao
Pong phai bao céo kip thoi cac hién tugng dé véi ngudi ¢ trach nhiém dé xem
xét xu ly.

CHUONG V1.
BAO MAT THONG TIN TAI LIEU CUA CONG TY

Nghia vu clia ngwdi lao ddng vé bao mat thong tin ciia Cong ty

Moi ngudi lao dong tai Cong ty ¢ trach nhidm phai tuan thi quy dinh vé bao
vé bi mat kinh doanh, bi mat cong nghé cia Cong ty. Tuén thi nghi€m tic quy
ché cung cép, st dung va luu giit thong tin bdo mat do Cong ty ban hanh. Chi
duoc phép cung cap thong tin khi dd dugc sy ddng ¥ cha Chu tich Ho1 dong
quan tri hodc ngudi duoc Chui tich Hoi ddng quan tri Gy quyén va da cé v kién
clia ngudi quan 1y true tiép.

Cac ndi dung sau day thudc danh myc bi mat kinh doanh, cdng nghé ciia Cong

ty ma ngudi lao dong phai co trach nhiém bao vé:

a. Céc hop ddng vé kinh doanh thuong mai, hop déng tin dung cia Cong ty;
hd so ddu thau, du thiu, chao gia canh tranh chua cong bo;

b. Béo cao tai chinh, bang téng két tai san, bao cao quyét toan cac ky; danh
sach thanh vién va vén gdp cta cac cd déng; ning luc tinh hinh tai chinh
Cong ty; qu¥ tién mat, sd tién mit tdn qu§ trong két bac & Cong ty;

c. Quy hoach, dao tao, dé bat cac chire danh quan ly chua dugc cong b; hd so
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Piéu 18.

Piéu 19.

Iy lich ¢4 nhan ctia can bd nhan vién trong Cong ty;

d. Don thu t6 cdo, khiéu nai, tranh chdp quyén sé hitu, tranh chép lao dong ...
dang trong thdi gian thu ly, chua cé két ludn chinh thirc cia Chu tich Hoi dong
quan tri;

e. HO so, Iy lich may moc ddy chuyén thiét bi, k§ thuat cong nghé san xudt;
dinh muc tiéu hao nguyén vat liéu, tiéu chudn, hop chudn san xuét, gia
thanh san pham,;

f Céc dy an dau tu phat trién cong nghé, ddu tu xay dung co ban dang & trong
giai doan tién kha thi, kha thi chua dugc phép cong bo; thong tin dicu tra
thu thap thi truong khach hang, danh sach khach hang;

g. HEé thétlg thong tin ndi by, mang may tinh; cdc mat ma, mat khau vao mang
internet, vao mang noi bd, vado may tinh ¢4 nhéan, vao hop thu dién ti...;

h. Céac ndi dung, chuong trinh vé& khuyén méi, tiép thi, cham séc khach hang
trong thoi gian chua trién khai; gia tri chiét khau giam gi4 ban hang, chi hoa
hdng dai ly, chi hoa hdng méi giéi ...;

i. Céac ndi dung, bién ban cudc hop quan trong cia Hoi déng quan tri, Dai hoi
dong cd déng Cong ty, Ban Tdng gidm ddc theo yéu cdu cna chi toa cude
hop khong duge cong bd;

j. Céc hd so phép ly kinh doanh (gidy phép kinh doanh, gidy Chimg nhén

quyén st dung dét, s& hitu nha xudng, s& hitu thiét bi...) hd so mdy moc
thiét bi chuyén dung dac biét ... va cac ndi dung khac theo yéu cau cha Chu
tich Hoi déng quan tri Cong ty can dugc bao mat.

Trach nhi¢m bio mat thong tin cia Cong ty sau khi chAm dirt hop dong
lao dOong tai Cong ty

Nguoi lao dong c6 trach nhiém bdo v€ bi mat cdng nghé, bi mét kinh doanh clia
Cong ty trong thoi han it nhat 13 05 (ndm) k& tir ngdy cham dut hgp ddng lao
dong véi Cong ty. Sau khi chdm d(t hop ddng lao dong, néu vi pham quy dinh
ndy, ngudi lao déng cé trach nhiém bdi thudng toan bd thiét hai theo quy dinh
cta Bo luat dan su.

Mau thuén lgi ich

Ngudi lao dong phal tranh viéc dau tu, tranh céc loi ich hozic tranh cac lién két nao

ngdn can hodc ¢o thé ngan can viéc phan doan doc lap cia ngudi lao dong, hodic

ngédn can vig¢c ngudi lao dong thyc hién céac trach nhi€m ctia minh theo cach co Igi
A ~ 4 A \

nhat cho Cdng ty, dédc biét la;

Ngudi lao dong phai lam viée vdi cac nha cung cdp, khach hang va nhiing
nguoi khae lam vi¢e vai Cong ty véi thai do khach quan, hoa nhd va khong
thi€n vi hodc uu ti€n ai vi nhiing suy tinh tai chinh c4 nhan;

Nguoi lao dong khong dugc dai dién cho Cong ty x4c 18p giao dich véi ho hang
than thiét ctia minh, trir khi giao dich do dugc sy déng)’/ bang van ban ctia Cong ty;
Khéng ngusi lao dong nao duge sé hitu tryc tiép hodc gian tiép bat ky loi ich
tai chinh ndo hodic gitr bit ky vi tri quan Iy ndo & cac Cong ty hodic doanh
nghiép 13 déi tho clia Cong ty, néu lgi ich hodic chic vy d6 ¢é thé anh hudng
dén viéc nguoi lao dong ra quyét dinh trong khi thyc hién céc trach nhiém
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Piéu 20.
1.

Piéu 21.

thong thuong clia minh; va lam ton hai dén loi ich cia Cong ty thi ngudi lao
dong d6 phai chiu moi trach nhiém.

T4t ca ngudi lao dong du c6 trach nhiém thong tin cho Cong ty biét vé bét ky lgi
ich tai chinh, vat chat ¢4 nhan ndo hodc bt ky ¢dng viée hodc vi tri quan Iy nao
clia ho véi bat ki Cong ty hay doanh nghiép nao 14 déi thi canh tranh véi Cong
ty hodc mong mudn hop tac hodc hop tac voi Cong ty. M8i trudng bd phan s&
xem xét ting trudng hop véi Cong ty, va s& quyét dinh liéu quyén lgi hodc vi tri
d6 c6 mau thudn véi Noi quy lao dong ndy hay khéng hodc co lam thiét hai lgi
ich va hoat dong cua Cong ty hay khong. Néu vu viée duge xdc nhan 14 co thé
dan dén mau thudn hoic hiu qua nghiém trong thi Céng ty s& ¢ nhing bién phép
can thiét dé khiic phyc tinh hinh. Nguoi lao dong cAn héi y kién cia Trudng bd
phén va Cong ty, néu khong biét r& 6 mau thudn lgi ich hay khong.

CHUONG VII.
KY LUAT LAO PONG VA TRACH NHIEM VAT CHAT

Céc hanh vi vi pham ky lujt lao djng

Ngudi lao déng cé nhitng hanh vi khdng chdp hanh nhig quy dinh trong Noi
quy lao déng va cac vin ban hién hanh cia Cong ty déu duge xem la vi pham
ky ludt lao dong.

Nhitng hanh vi vi pham ky ludt lao ddng dugc ap dung theo trinh tu, thi tuc va
cac hinh thuc ky ludt lao dong da dugc quy dinh trong N§i quy lao dong va
phép luat lao dong.

Céc hinh thire ky luét lao dong

Moi CBCNV Cong ty tuy theo mirc d vi pham s& bi 4p dung mot trong cac hinh
thirc ky luét sau:

1.
2.

3.

Dicu 22.

Khién trach béng viin ban.

Kéo dai thoi han nang bac luong khdng qua sau thang hodc chuyén lam cong viée
khac c6 mirc luong thép hon trong thdi han t6i da la sdu thang hodc bi cach chue.

Sa thai.

Thi hanh k§ ludt véi hinh thive khién trach biing vin ban

Thi hanh ky luét v&i hinh thirc khién trach biing van ban dbi véi cac CBCNV vi
pham mot trong cac quy dinh sau:

I.

Khéng chap hanh gio gide lam viée (@i tré 15 phiit tré Ién, vé sém 15 phit tré
lén) theo quy dinh ctia Céng ty dén 03 1an trong mdt thang ma khdng bao trude
cho ngudi quan Iy trye tiép.

Khéng chdp hanh sur phan cdng ciia Cong ty vé viée truc luan phién dé bao vé tai
san chia Cong ty va phong chdng chay, nd vao cac ngay nghi hang tudn, I8, tét.
Nghi 6m tir 1 dén 3 ngay khong cé gidy chimg nhén cha co quan y té hosic nghi
viée riéng 01 ngay chua dugc sy ddng y clia ngudi quan ly true tiép.
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4.

10.
1.
12.

13.

Diéu 23.

Ving mat trong gid lam viée 30 phit ma khong duge phép cta ngudi quan ly
tryc tiép tir 1an thir 3 tr¢ di (1rir triedng hop ddic biét khi nguoi lao dong thdy ré
noi lam viéc ¢ nguy co xay ra tai nan lao dong de doa nghiém trong tinh mang
va sirc khoe ciia minh).

Lam viéc riéng trong gio lam viée; sir dung trang thiét bi ctia co quan phuc vu
lo1 ich riéng ca nhan.

C6 thai do thidu van minh, khéng lich sy dbi véi khach hang, dbi tac hodic dong
nghiép, gy phién ha cho khach hang va bj khach hang phan anh lai véi Céng ty.
Khdng chép hanh sy phan céng cong tac ciia ngudi quan ly truc tiép theo quy
dinh tai khodn 3 Di¢u 9 cia N§I quy nay.

Pua ngudi la miit vdo co quan khi chua dugc phép ctia ngudi ¢6 thdm quyén
cua Cong ty.

Nguoi quan Iy truc tiép lam dung cuong vi cdng tac cliia minh ¢é hanh vi phan
biét d6i xir v&i nhan vién thude quyén quan ly ctia minh.

Khéng méc déng phuc khi lam viée theo quy dinh vé& mic ddng phuc ciia Cong ty.
Béo cdo sd liéu sai sy that nhung chua dén mirc nghi€m trong,

Ngudi lao déng vi pham cac quy dinh vé an toan lao dong, an toan vé sinh lao
dong, phong chay chita chay chua dén mirc nghiém trong.

Ngudi lao dong vi pham cac didu khoan dugc quy dinh tai N&I quy lao dong ma
khong thude truong hgp néu tai Piéu 23, Piéu 24 thi ap dung hinh thuc ky lut nay.

Thi hanh ky luit véi hinh thive kéo dai thoi han nang bic lwong khdng qua
sau thang hodc chuyén IAm cong viée khac ¢6 mire lwong thap hon trong
thoi han t0i da 15 sdu thang hodic bi cach chive:

Thi hanh ky luat véi hinh thirc kéo dai thoi han nang béac lvong khdng qua sau

thang hoic chuyén [am cong viée khéc cé mirc luong thdp hon trong thoi han ti da
l4 sdu thang hodic cach chirc ddi voi ngudi co chire vu quan 1y khi vi pham mat
trong cac quy dinh sau:

I

AR e

CB-CNV dd bi xur ly ky ludt theo quy dinh tai ~Diéu 22, trir cac quy dinh tai
khoan 5, 6, 10 Diéu 22 Ngi quy lao déng, ma van tai pham trong thoi han ba
thang ké tir ngay bi khién trach.

C6 hanh vi nhan tién hdi 16, doi tién hoa hong bét hop phép ciia ddi tac, khach hang,
Khdng trung thye khi khai bao hd so ly lich, vin bing, ching chi hoc van.

Cé hanh vi thiéu trung thue khi l[am viéce, bdo cdo sai sy thit.

Pem san pham, vat dung, phuong tién cia Cong ty (k& ca san phdm vat dung
phé thai) ra ngoai khi chua dugc phép ctia ngudi co thdm quyén.

Nghf viée 04 ngdy trong mdt thang (cong don) hogic 07 ngay cdng don (trong hai
théng lién k&) hotic 19 ngay trong mot nam (cong don) khong cé ly do chinh déng,
Lam mat hodic hong may moéc, thiét bi, tai san cia Cong ty cb gia tri dudi
5.000.000 ddng (nim tridu ddng) ma nguyén nhan do chi quan clia ban than
giy ra. Ngoai viéc bi ap dung hinh thirc ky ludt ndy, ngudi vi pham déng thdi
phai bdi thudng thiét hai cho Cong ty (K1D28). [
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8.
9.

10.
11.

12.

13.

14.

15.

Piéu 24.

C& y thu thura tién cta khach hang.

Lam gian doan thong tin ciia khach hang (trir truong hop thyc hién cong vige k¥
thudt, nghiép vu cén thiét) gy hau qua nghiém trong, phuong hai dén uy tin
Cong ty.

Str dung ruou, bia hodc cac chat kich thich khac trong gi¢r lam viéc.

Ngudi lao dong danh bac, td chire danh bac trong Cong ty duéi moi hinh thic.
Ngudi lao dong rdi bd vi tri cong tac.

Ngudi lao dong khong thuc hién day da trach nhiém, quyén han duge quy dinh
trong Bang quy dinh trdch nhiém — quyén han; Bang phan cdng cbng viéc,
Phiéu giao viéc va sy chi dao cla cé‘\p tr€n [am gdy thiét hai hodc l[am anh hudng
dén uy tin cia Céng ty.

Trong qué trinh lam viée, ngudi lao dong lam sai, hong san pham (ké ca hang
hoa la san pham san xuét hodic viin ban, hgp ddng kinh doanh thwong mai) gay
thiét hai nghiém trong hodc lam mét uy tin Cong ty.

Khéng hoan thanh cong vigc duge giao ding thoi han, dung yéu cAu vé chat
luong theo bang phdn cong cong v1cc Phiéu glao viée va su chi dao cta cép
trén vi Iy do chu quan, vi niing luc yéu kém tir 02 lan tro 1én.

Khiéu nai sai su that, gui don thu t6 c4o, khiéu nai Xuyén tac, vugt qua thim
quyén, anh huéng nghiém trong dén uy tin ctia Cong ty.

Thi hanh ky ludt v6i hinh thice sa thai

Ap dung hinh thirc ky luat sa thai khi CB-CNV vi pham mét trong cac diéu quy
dinh sau:

1.

CB-CNV da bi xir ly ky luat theo quy dinh tai Diéu 23 cta Noi Quy Lao Pong,
ma van tai pham trong thai gian chua xéa ky luét.

Ngudi lao dong cé hanh vi tiét 10 bi mat cong nghé, kinh doanh thudc danh muc
bdo mat quy dinh tai khoan 2 Diéu 17 clia Noi quy nay ctia Cong ty khi chua
duge su dong y cla Cha tich Hoi ddng quan tri hodc ngudi dugc Chil tich Hoi
ddng quan tri Gy quyén giy thiét hai nghiém trong vé tai san, lgi ich cha Cong ty.

Co tinh gdy thiét hai, lang phi hodc that thoat tai san caa Cong ty cd gia trj tir
5.000.000 ddng (nam tridu ddng) trd 1&n hoiic dem tai san cua Cong ty (dung cu,
thiét bi... ¢6 gia tri trén 5.000.000 déng) dit coc, cdm dd, tu y cho mugn, sir
dung cho myc dich riéng ca nhan.

Ngudi lao dong vi pham cac quy dinh tai Didu 19 Noi quy lao dong va gay thiét
hai nghi€m trong dén tai san, lgi ich coa Cong ty.

CBCNV bé viéc 05 ngay cong don trong mdt thang hodic 20 ngdy cong don
trong mot ndm ma khong cé ly do chinh dang duogc tinh trong thang duong lich,
nam duong lich.

Cac truong hop duge cgi la ¢6 Iy do chinh dang bao gém: bi thién tai; héa hoan;
béan than, than nhan bi dm c6 x4c nhan cla co s¢ y te dugce thanh 1ap hop phap,
cac truong hep khac duoe quy dinh trong ndi quy lao dong.
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Diéu 25.

DPidu 26.

Thoi hi¢u xik 1y vi pham ky luit lao djng
Thoi hidu dé xt ly vi pham ky luét lao dong tdi da 13 ba thang, ké tlr ngay xay
ra hofic phat hién vi pham, truong hop cé hanh vi vi pham lién quan dén tai
chinh, tai san, tiét 16 bi méat cong nghé, kinh doanh cua doanh nghi¢p thi thoi
hidu xtr ly ky luat lao dong toi da la 6 thang.

Thoi gian xo4 ky luat

Khi bi xt ky ludt v6i cac hinh thitc duge quy dinh tai Diéu 22 va Diéu 23 clia Noi
quy nay, ngudi lao dong cé mét thoi gian thir thach, phan dau sira chiva, khic phuc
sai pham dé duoc xo04 ky luat. Néu ngudi lao dong khong tai pham thi thei gian xo4
ky ludt dugce tinh nhu sau:

1.

Diéu 27.
I

Piéu 28.
1.

Sau 03 (ba) thang k& tir ngay bi xir ly ddi v&i nhiing truong hop duge quy dinh
tai Didu 22 clia Noi quy lao dong.

Sau 06 (sau) thang ké tir ngay bi x{r ly dbi vai nhing truong hop quy dinh tai
Diéu 23 chia Noi quy lao dong.

Tam dinh chi cOng viéc

Nguoi sit dung lao dong cé quyén tam dinh chi cong vige nguoi lao dong sau
khi d4 tham khao y kién ctia BCH Cong doan co sd trong trudng hop vu viée vi
pham ¢6 nhiing tinh tiét phuc tap, néu xét thay ngudi lao dong tiép tuc lam viéc
cé thé gy kho khdn cho viée xac minh diéu tra, gdy anh huéng x4u dén ngudi
khéc hodic co thé phwong hai dén qud trinh san xudt, kinh doanh va gy mét uy
tin ciia Cong ty.

Tam dinh chi cong vi€c trong trudng hop gdy thiét hai nghi€m trong cho cong
thc san xudt kinh doanh cta Céng ty, vi pham nghiém trong Noi quy lao dong
va dang ché y kién quyét dinh ctia Hoi déng khen thudng — ky ludt ctia Cong ty.

Tam dinh chi cong viéc dé phuc vu cong tac diéu tra theo yéu clu cia cac co
quan phap ludt nha nuée cé thAm quyén hodc cho v kién quyét dinh cta Chi
tich Hoi dong quan tri.

Thoi han tam dinh chi cdng viée khong qua 15 ngay, trudng hop dic biét cé thé
kéo dai nhung khong dugc qua 03 thang va ngudi stir dung lao dong phai cd vin
ban thdng bao ly do cho ngudi lao dong. Trong thoi gian dé, ngudi lao dong
dugc tam ung 50% tién luong trude khi bi tam dinh chi cong viéce. Hét thoi han
tam dinh chi cong viéc, ngudi lao dong dugce tiép tuc lam viéc.

Néu ngudi lao dong céd 18i ma bi xir ly ky ludt lao dong thi nguoi lao dong
khéng phai tré lai sd tién da tam (mg.

Néu ngudi lao dong khéng cé 18i thi ngudi str dung lao dong phai tra du tién
lwong va phu cdp luong (néu co6) trong thai gian tam dinh chi céng viéc.

Trach nhiém vit chat

Ngudi lao dong 1am hu hong dung cu thiét bi hodic cé hanh vi khac gdy thiét hai
cho tai san clia Cong ty thi phai bdi thudng bang tién vé nhimg thiét hai da gay
ra. Néu gdy thiét hai khong nghiém trong do so sudt, thi phai bdi thuong thiét hai
nay vdi sb tién nhiéu nht 1a 03 thang luong va bi khéu trir ddn vao thu nhap hang
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thang, mdi lan trir khong qua 30% luong hang thang. Truong hop thiét hai tai san
coO gid tri 16n, nghiém trong thi thuc hién quyét dinh bbi thudng ctia Hoi déng
khen thudng - ky luat Cong ty va do Chu tich Hoi ddng quan tri quyét dinh.

2. Ngudi lao dong lam mat dung cy, thiét bi, lam mat céc tai san khac do Cong ty
giao hodc tiéu hao virgt qua dinh mic cho phép trong qua trinh san xuat, kinh
doanh thi tiy truomg hop phai bdi thudng thiét hai mét phan hay toan bd theo
thai gia thi trudng, trong trudong hop c¢b hop ddng trach nhiém thi phai bdi
thuong theo hop déng trach nhiém.

Pitu 29. Pidu kién xit Iy ky luit lao dong

I. Khi tién hanh viéc xi Iy ky ludt lao dong, Cong ty phai chimg minh duogc 18i
cua ngudi lao dong.

2. Nguoi lao dong co quyén tu bao chita hodic nhd ludt sw, bao chita vién nhan
dan, ddng nghiép hodc ngudi khac bao chira cho minh.

3. Khi xem xét xur ly ky ludt lao dong, phai c6 mit duong su va phai c6 sy tham
gia chia dai dién Ban Chap hanh Cong doan co s& trong Cong ty va ngudi quan
ly truc tiép ngudi lao dong do.

4. Viée xem xét xtr Iy ky luat lao dong phai dugc ghi thanh bién ban ctia Hoi dong
khen thudng - ky luat va quyét dinh xir 1y ky ludt phai dugc ban hanh bing vin
ban do Chu tich Hdi déng quan tri ky hodc ngudi duge Chi tich H6i dong quan
trj Oy quyén ky.

Di¢u 30. Nguyén tic xi Iy ky luit lao djng

1. MB&bi hanh vi vi pham ky luat chi bi x& ly mdt hinh thic ky luat. Khi mét ngudi
lao déng c6 nhidu hanh vi vi pham ky luat lao dong thi chi 4p dung mdt hinh
thirc ky luat cao nhét, tuong (mg véi hanh vi vi pham nang nhét.

2. Quyét dinh xir Iy bang van ban phai ghi rd ho, tén ngudi vi pham, noi lam viée,
ngay thang nim ra quyét dinh, ndi dung vi pham ky ludt lao dong, hinh thirc xir
ly ky luat, mt’rc do thigt hai, mire bdi thudng va phuong thiic bdi thudng (néu
c6), ngay bt dau thi hanh quyét dinh ky luat.

3. Ngudi bi xir Iy voi hinh thie ky luat chuyén cbng tac khac véi mire luong thip
hon néu tich cuc sira chira khuyét diém, lién tuc hoan thanh xuit séc nhiém vy
trong thai gian 03 thang lién thi cé thé dugc giam thoi han thi hanh ky luat.

4. Khong >,(L’r ly ky luét dbi voi ngudi lao dong vi pham Noi quy lao dong trong khi
dang mic bénh tdm than hosic mot bénh khac lam mat kha niing nhén thic hogic

A A s A LR R ., .
mat kha nang di€u khien hanh vi ciia minh.

5. Cam moi hanh vi xam pham than thé, nhan phém clia nguoi lao dong khi xur ly
vi pham ky ludt.

6. Cam dung hinh thirc phat tién, cop luong thay cho viée xtr ly ky luat lao dong.
Cam xtr ly ky ludt lao dong vi Iy do tham gia dinh cong.

Khdng dugce xur ly ky luat lao dong déi véi Ngudi lao dong dang trong thoi gian:
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9.

10.

L.

Diéu 31.
1.

Piéu 32.
1,

a. Nghi ém dau, diéu duting, nghi viée dugc su déng y clia ngudi st dung lao
dong;
b. Bitam giam, tam gi{;

c. Cho két qua ciia co quan cé thdm quyén didu tra, x4c minh va két lugn dbi
voi hanh vi vi pham quy dinh tai khoan 2, 3, 4 Biéu 24 N6i quy lao déng;

d. Nguoi lao dong nir cé thai, nghl thai san; nudi con nhd duéi 12 thang tudi.
Ngudi lao déng nam phai nudi con nhd dudi 12 thang tubi.

Khi hét thai gian quy dinh tai diém a, b, ¢ khoan 8 Diéu ndy, néu con thoi hiéu
dé xur ly ky luat thi ngudi st dung lao dong tién hanh xtr ly ky lut lao dong
ngay, néu hét thoi hiu thi duoc khoi phuc thoi hidu dé xur 1y ky ludt lao déng,
nhung t6i da khéng qua 30 ngay k& tir ngay hét thoi han néu trén.

Khi hét thoi han quy dinh tai diém d khoan 8 Didu ndy, ma thai hidu xir ly ky
ludt lao dong da hét thi dugc kéo dai thoi hiéu dé xem xét xtr Iy ky luat lao
déng, nhung t6i da khdng qué 60 ngay ké tir ngay hét thoi gian néu trén.

Khi xem xét ky ludt véi hinh thic sa thai phai xem xét dén tinh chat, muc d6
pham 101, thai d6 ldm viéc, qua trinh lam vi€c, hoan cdnh gia dinh cda timg
trudng hop cu thé.

Quy wéc ky luit lao dong do khdng co 10i

Ngudi lao dong bi xtr ly ky luat lao ddng, bi tam dinh chi cong viéc hodc phai
bdi thudng theo trach nhiém vat chit bing tién néu thdy khong thoa dang, co
quyén khiéu nai véi Cong ty thong qua ngudi quan ly tryc tiép, Bo phan hanh
chinh - Nhan sy, Cong doan co s& hoiic yéu ciu co quan c6 tham quyén giai
quyét tranh chip lao ddng theo trinh ty do phép luit quy dinh.

Khi phat hién va két luan vé quyét dinh x{r ly ctia Cong ty la sai thi Cong ty
phai huy bo quyét dinh do bing vin ban, xin 18i cdng khai, khdi phyc danh
dur va bdi thudng moi quyén lgi vat chat da bi thiét hai do quyét dinh sai do
cho nguot lao dong.

CHUONG VIII.
PIEU KHOAN THI HANH

Huwong din, kiém tra, dén d6c va giam sat thwe hién

Tt ca nhiing ngudi lao dong trong Cong ty Cb phan Dirc Khai chiu trach nhiém
thyc hién nghiém tuc va ddy du theo Noi quy nay.

Phong nhén sy, Phong phap ché chiu trdch nhiém chi trl phdi hop véi cac
phong chire ning, cac by phan don vi truc thude Cong ty ¢6 trach nhiém phd
bién, quan triét Noi quy lao dong dén timg ngudi lao dong va trich niém yét tai
try sé Cong ty.

Ban kiém soat, Phong nhan sy, Phong phap ché cé trach nhiém theo d&i, giam
sat, kiém tra viéc thuc hién Noi quy lao dong.
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Pitu 33. Sira dbi, bb sung

Trong qué trinh thuc hién Noi quy lao dong, néu c6 gi can stra dbi, bd sung cho
phu hop véi thue té va su diéu chinh coa phap ludt lao dong méi ban hanh, dé
nghi phan anh vé bod phan Nhén sy dé téng hop trinh Chua tich Ho1 déng quan tri
Cong ty xem xét, quyét dinh,

Diéu 34. Higu lwe thi hanh

1. Noi quy lao ddng c6 hiéu luc thi hanh ké tir ngay dugc dang ky tai co quan lao
dong ¢6 tham quyén. Bai bo nhiing quy dinh trude ddy trai vai Noi quy lao
dong nay.

2. Tat ca CBCNV trong Cong ty déu phai nghiém chinh thuc hién nhiing trach
nhiém, quyén han nhu d& quy dinh, néu ¢6 hanh vi vi pham lam anh hudng dén
uy tin va lgi ich Cong ty phai chiu xt Iy ky luat theo Diéu 22, Diéu 23, Didu 24
cua N1 quy lao dong. Nhiing trudong hop khong quy dinh trong Noi quy lao
dong duoc giai quyét theo Thoa udce Jao dong tap thé cua Cong ty, cac quy dinh
khéc va theo quy dinh cua phap luét lao dong hién hanh.

3. Ngoai nhitng ndi dung quy dinh trong Noi quy lao ddng, nhiing vy viéc co tinh

chét vuot ra ngoai thdm quyén xir Iy cua Cong ty s& duge chuyén sang cac co 5
quan phap luat nha nudc thu ly va giai quyét.

TM, (;(”)NG TY CO I:HAN Dl'J:C KHAI
CHU TICH HQI PONG QUAN TRI

Pham Ngoc Lam
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