NOI QUY LAO PONG

Can c Bo Luat Lao Bong s 45/2019/QH14 cua nwéc Cong Hoa Xa Hoi Chu Nghia
Viét Nam.

Can c& tinh hinh hoat dong san xudt kinh doanh ctia Cong ty; nhim gop phan dam
bao moi hoat dong cd né nép, cd hiéu qua dong thoi tao mdi quan hé lao dong hai hoa
va on dinh, phat huy dwoc tri sang tao, tai nang cta nguoi lao dong, nguoi quan ly lao
dong nham dat duwoc hiéu qua trong san xuat, cung cd diéu kién lam viéc cia Nguoi

lao dong, xay dung Cong ty ngay phat trién bén ving;

Nay Cong ty ban hanh ndi quy lao ddng géom cac quy dinh sau:

CHUONG I
NHUNG QUY PINH CHUNG

Diéu 1. Déi tuong va Pham Vi Ap Dung

1.1 Ban No6i Quy Lao Dong nay ap dung d6i voi nguoi lao ddng chinh thie, nguoi lao
dong trong thoi gian thtt viéc, nguwoi lao dong dang tham gia dao tao tay nghé, tap

nghé; va nhitng nguoi lao dong khéc ¢é ky Hop Bong Lao Pong véi Cong ty.
1.2 Ban No6i Quy Lao Dong nay ap dung doi véi nguoi lao dong quy dinh tai Biéu 1.1

c6 hanh vi vi pham noi quy lao dong tai noi lam viéc, trong khuon vién Cong ty;
hodc noi khac trong cac sy kién do Cong ty t6 chtrc, phoi hop thuc hién lam anh
huong dén hinh anh, uy tin ctia Cong ty.

biéu 2. Giai Thich Tir Ngi

2.1 Cong ty: duoc hiéu la Cong ty TNHH Fashion Garments 2.

2.2 Bi mat kinh doanh: gém cac thong tin, sO liéu, dit liéu, tai liéu can tuyét doi gite bi
mat nhu: (i) danh sach khach hang mua hang, ban nguyeén phu liéu; (ii) doanh thu,
loi nhuén, chi phi ban hang, gia von; (iii) phuwong an, k& hoach kinh doanh chua
dwoc cong khai; (iv) bao cao tai chinh chwa dwgc cong bo, cong khai; (v) mic lwong
cua nguoi lao dong, cap quan ly, Ban Giam Bdc chua duogc tiét 10; (vi) hodc cac
thong tin khac la bi mat kinh doanh dwgc thé hién trong quy dinh ctia Cong ty.

2.3 Bi mit cong nghé: gobm cac thong tin, di liéu, s6 liéu, tai liéu vé quy trinh san xuat;

hodc mot bude, cong doan trong quy trinh san xuat; hodc mot cai tién, phudng
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phap lam tang hiéu qua san xudt, giam gia thanh, tang chat luong san phadm chua
duoc cong bd cong khai, hodc cac thong tin khac theo quy dinh cua Cong ty.

2.4 Xam pham quyén s& hitu tri tué: 1a cac hanh vi nham muc dich chiém gift, dinh
doat, sit dung trai y mudn ctia Coéng ty doi véi cac quyeén so hiru tri tué.

2.5 San pham caa Cong ty: la hang hoa do cOng ty san xuét hodc gia cong cho mot bén
thit ba 6 dudi dang thanh pham hodc ban thanh pham.

2.6 Hanh vi gia mao: la hanh vi 1am sai 1éch thong tin ban dau ma quan ly cap trén
tryee tiép ctia nguoi vi pham khong duoc biét hoac duoc bao cao.

2.7 Tham 6: la hanh vi loi dung chiic vy, quyén han chiém doat tai san ma minh c6
trach nhiém quan ly.

2.8 Cap quan ly Cong ty: la cap bac tir phd phong trd 1én.

2.9 Ty y 1am trai: 1 hanh vi lam trdi huéng dan cta cdp quan ly truc tiép; quy dinh tai
cac quy trinh, chinh sdch, huéng dan, thong bdo, quy dinh ctia Cong ty; hodc tu y
lam ma khong bao cho cap quan ly cdp trén dwgc biét.

2.10 So suét: 1a hanh vi 1am sai cdc quy dinh, quy trinh, quy ché, chinh sach, huéng dan
ctia Cong ty nhung chuwa dugc (i) huéng dan boi cap trén quan ly truc tiép hodc
ngudi c6 tham quyén; (ii) dao tao; (iii) hodc khong thé biét dwoc bang cac dieu kién
thong thuong.

2.11 Gay thiét hai khong nghiém trong: 1a hanh vi gay thiét hai cho Cong ty dudi
3.000.000 VND.

2.12 Gay thiét hai it nghiém trong: la hanh vi gay thiét hai cho Cong ty ttr 3.000.000
VND dén dwéi 5.000.000 VND.

2.13 Gay thiét hai nghiém trong vé tai san: 1a hanh vi gy thiét hai cho Cong ty tur
5.000.000 VND dén dwdi 10.000.000 VND.

2.14 Gay thiét hai dic biét nghiém trong vé tai san: 1a hanh vi gay thiét hai cho Cong
ty ttr 10.000.000 VND tro lén.

2.15 Lgi ich ctia cong ty: la uy tin, thuwong hiéu, khach hang, hoat ddng san xuat kinh
doanh, tam ly nguwoi lao dong.

2.16 De doa gay thiét hai dac biét nghiém trong: la mot trong nhitng hanh vi dwoc quy
dinh tai Biéu 49.7.

2.17 Tiéu hao vat te qua dinh mic cho phép: la nguyén liéu, vat tw bi hao mon vuot
qua muttc quy dinh ctia Cong ty.

2.18 Hop dong trach nhiém: 1a hop dong quy dinh rd trach nhiém vat chit vé boi
thuong thiét hai ma ngwoi lao dong phai thuc hién.
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2.19 Ly do chinh dang: bao gom thién tai, hoa hoan, ban than, than nhan bi 6m c6 xac
nhan ctia co s6 kham bénh, chita bénh c¢é tham quyén va cac treong hop khac do

hai bén thoéa thuan

CHUONG 2
TUYEN DUNG

biéu 3. Diéu Kién D€ Dugc Tuyén Dung

3.1 Phai la cong dan cua Nuwdc Cong Hoa Xa Hoi Chu Nghia Viét Nam hodc la cong

dan nudc ngoai ¢d da diéu kién theo quy dinh phép luat hién hanh.

3.2 C6 strc khoe tot va phu hop véi cong viéc.

3.3D6i v6i nguoi lao ddng tir du 16 tudi: chi tuyén dung cho cac cong viéc khong
thudc danh muc nang nhoc, doc hai, nguy hiém va ddc biét nang nhoc, doc hai,
nguy hiém theo cac quy dinh hién hanh. Nguoi lao dong thudc d6i twong nay sé
duwoc quan ly theo chinh sach va quy trinh quy trinh quan ly lao dong chua thanh
nién.

3.4 DGi véi cong viéc thudc danh muc cong viéc nang nhoc, doc hai, nguy hiém theo
quy dinh phap luat hién hanh thi chi dwgc tuyén dung nhiing nguoi lao dong tu
du 18 tudi tro 1én

3.5 Va nhiing diéu kién khac theo Quy Trinh Tuyén Dung ctia Cong ty.

Piéu 4. HO6 So Xin Viéc Bao Gom:

4.1 Pon Xin Viéc hoac Phiéu Dang Ky Du Tuyén Lao Dong (c6 dan hinh va déng dau
giap lai);

4.2 So Yéu Ly Lich (c6 xac nhan cta chinh quyén dia phuong);

4.3 Gidy Chiing Minh Nhan Dan ban photo c¢6 ban chinh dé€ d6i chiéu hodc ban sao y;

4.4 S6 Ho Khau ban photo c6 ban chinh d€ d6i chiéu hodc ban sao y;

4.5 03 T4m Hinh The (3 x 4);

4.6 Cac Van ban, ho so, gidy to khac theo Quy DPinh vé tuyén dung cua Cong ty.

biéu 5. Cung Cap Thong Tin Trung Thuc Trudc Khi Giao Két Hop Pong Lao Pong
5.1 Nguoi lao dong phai c6 nghia vu cung cap trung thuc nhiing thong tin bén dwéi
sau khi giao két Hop Dong Lao Dong:
5.1.1 Ho tén, ngay thang nam sinh, gidi tinh;
5.1.2 Dia chi lién h¢ thtt 1; Dia chi lién hé thit 2 (dia chi ngwoi than, gia dinh trong
treong hop dia chi thit 1 khong lién lac duoc);
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5.1.3 S& dién thoai lién hé thit 1; SO dién thoai lién hé tht 2 (s6 dién thoai cta
nguoi than, gia dinh trong trueong hop sé dién thoai tht 1 khong lién lac
duoo);

5.1.4 Dia chi emai d€ lién hé (néu co);

5.1.5 Trinh d6 hoc van, trinh d6 ky nang nghé; cac béng cap, van bf“mg, chiing chi
co lién quan;

5.1.6 Xac nhan tinh trang sttc khoe;

5.1.7 Thong tin vé quad trinh lam viéc; kinh nghiém lién quan dén cong viéc.

5.1.8 Théng tin vé chic vy, co quan, td chirc, don vi da hoac dang lam viéc;

5.1.9 Thong tin nguoi can lién hé d€ danh gia nang lwc, kinh nghiém va pham chat
dao dirc ciia ngroi lao dong;

5.1.10Cac van dé khac lién quan truc tiép dén viéc giao két hop dong lao dong ma
nguoi sit dung lao dong yéu cau va thé hién trong Quy Dinh, Quy Trinh vé
tuyén dung; ky két Hop Dong Lao Dong.

5.2 Tuy theo vi tri, chttc danh, cong viéc, cap bac ma Cong ty sé yéu cau nguoi lao
ddng cung cap trung thyce thong tin quy dinh tai biéu 5.1.7, 5.1.8, 5.1.9.

5.3 Nguoi lao dong co trach nhiém cung cap thong tin bo sung, thay thé trong thoi han
30 ngay ké ttr ngay cac thong tin quy dinh tai Biéu 5.1.1, 5.1.2, 5.1.3, 5.1.4 ¢6 su thay
ddi. Trong treong hop c6 sy thay d6i ma nguoi lao dong khéng cung cap cho Cong
ty thi dwoc hidu 1a cac théng tin nay van cé gid tri 4p dung va nguoi lao dong phai
chiu hoan toan trach nhiém néu quyén va loi ich hop phap ctia minh khong thyce

hién dugc do Cong ty khong thé lién hé duoc véi nguoi lao dong.

CHUONG 3
HOP PONG LAO PONG

Piéu 6. Thoi Gian Thir Viéc
6.1 Nguoi lao dong vao lam viéc trong Cong ty phai qua thoi gian th viéc:

6.1.1 Khong qua 180 ngay ddi véi cong viéc cua nguroi quan ly doanh nghiép
theo quy dinh ctia Luat Doanh nghiép, Luat Quan ly, st dung von nha
nudc dau tw vao san xudt, kinh doanh tai doanh nghiép;

6.1.2 Khong qué 60 ngay d6i véi cong viéc co chirc danh nghé nghiép can
trinh d§ chuyén mon, ky thuat tir cao dfmg tré lén;

6.1.3 Khong qua 30 ngay d6i voi cong viéc cd chiec danh nghé nghiép can
trinh d¢ chuyén mon, ky thuat trung cdp, cong nhan ky thuat, nhan vién
nghiép vy;
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6.1.4 Khong qua 06 ngay lam viéc doi vdi cong viéc khac.
6.2 Trong thoi gian thit viéc, moi bén c¢6 quyén huy bé hop déng thir viec ma khong
can bao trudc va khong phai boi thuwong néu viéc lam thir khong dat yéu cau.
6.3 Thoi gian th viéc sé duwoc tinh vao thoi gian tham nién lam viéc tai cong ty.
Truong hop thtr viéc khdng dat yéu cau thi Cong ty ¢ quyén cham dut Hop Dong
Lao Pong da giao két hoac sé khong ky tiép Hop Dong Lao Dong xac dinh thoi

han.

biéu 7. Hgp Dong Lao Dong

7.1 Nguoi lao dong vao lam viéc tai Cong ty va cac hoc vién tdp nghé dat két qua sau
thoi gian hoc viéc sé dugc ky Hop dong lao dong voi Cong ty theo thoa thuan hoac

cam két ban dau.

7.2 Nguoi lao dong phai thyc hién tat ca cac nhiém vu dwgc phan cdng va nhitng trach
nhiém dwoc qui dinh trong ban hop dong va ban mo ta cong viéc.

Diéu 8. Tam Hoan Thuc Hién Hgp Pong Lao Dong
8.1 Céc truong hop tam hoan thyc hién Hop Pong Lao Bong:

8.1.1 Nguoi lao dong thuc hién nghia vu quan sg, nghia vu tham gia Dan

quan ty ve;

8.1.2 Nguoi lao dong bi tam gitt, tam giam theo quy dinh ctia phap luat vé t6

tung hinh sy;

8.1.3 Nguoi lao dong phai chdp hanh quyét dinh ap dung bién phap dua vao
treong gido dudng, co sé cai nghién bat budc hodc co so gido duc bat

budc;

8.1.4 Lao dong nit mang thai theo quy dinh tai Diéu 138 cua B6 ludt Lao BDong
hién hanh;

8.1.5 Do hai bén thoa thuan;

8.1.6 C4c treong hop khac theo quy dinh phap luat;

8.1 Trong thoi gian tam hoan thuc hién hop dong lao dong, nguoi lao dong khong
duogc (i) nhan lwong, quyén va loi ich da giao két trong Hop Dong Lao Pong; (ii)
ché&€ d6 khac theo cac quy dinh cua Cong ty, trit treong hop hai bén c6 thoa thuan
hoac phap luat c6 quy dinh khac.

8.2 Trong vong 15 ngay ké tir ngay xay ra sy kién quy dinh tai Biéu 8.1.1, 8.1.2, 8.1.3,
8.1.4 nguedi lao ddng phai c6 trach nhiém cung cdp cho Cong ty bang chiing dé lam
can ctt ap dung va thuec hién tam hoan thuec hién Hop Pong Lao Pong.

8.3 Hét thoi han tai Diéu 8.2 ma nguoi lao dong khong cung cap ma nghi khong phép

thi dwoc xem la nghi khong phép va giai quyét theo quy dinh chung.
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8.4 Thoi gian tam hoan thuc hién Hop Dong Lao Bong bao gom thoi gian ma nguoi
lao dong phai quay trd lai lam viéc va cho dén khi ho c6 mat tai noi lam viéc

nhung khong qua 15 ngay quy dinh tai Biéu 31 B6 Luat Lao Pong

Diéu 9. Chuyén Ngwoi Lao Pong Lam Cong Viéc Khac So Véi Hgp Pong Lao Dong

Khi gap khé khan dot xuét do thién tai, hoa hoan, dich bénh nguy hiém, 4p dung bién
phap ngéan ngtra, khac phuc tai nan lao dong, bénh nghé nghiép, sw ¢§ dién, nuéc hodc
do nhu cau san xuét, kinh doanh (thay d6i quy trinh san xuét, kinh doanh; thay d6i co
cau t6 chirc ndi bo Cong ty; tai cau truc doanh nghiép) thi Cong ty duoc quyén tam
thoi chuyén nguoi lao dong lam cong viéc khac so véi hop dong lao dong nhung
khong duoc qua 60 ngay lam viéc cong don trong 01 ndm; truong hop chuyén nguoi
lao ddng lam cong viéc khac so véi hop dong lao ddng qua 60 ngay lam viéc cong don

trong 01 nam thi chi duoc thuc hién khi nguoi lao dong dong y bang van ban.
biéu 10. Chim Dut Hop Dong Lao Dong
10.1 Hop DBéng Lao Pong dwgc cham dut trong nhiing truong hop sau:

10.1.1Hét han Hop Pong Lao Dong, trit treong hop quy dinh tai khoan 4 biéu
177 ctia B6 Luat Lao Bong hién hanh;

10.1.2Da hoan thanh céng viéc theo hop dong;

10.1.3 Hai bén thoa thuan cham dut hop dong;

10.1.4Nguwoi lao dong bi két an phat tu nhung khéng dwoc hudng an treo hoac
khong thudc truong hop duoc tra twe do theo quy dinh tai khoan 5 Diéu 328
cua B0 luat TG tung hinh sy, t& hinh hodc bi cdm lam céng viéc ghi trong
hop dong lao dong theo ban an, quyét dinh cta Toa an da ¢ hiéu luc phap
luat;

10.1.5Nguwoi lao dong 1a nguoi nuwdc ngoai lam viéc tai Viét Nam bi truc xuat
theo ban an, quyét dinh ctia Toa an da c6 hiéu luc phap luat, quyét dinh
cua co quan nha nuwdc co tham quyén;

10.1.6 Ngwoi lao dong chét; bi Toa an tuyén bd mat nang lwc hanh vi dan sy, mat
tich hodc da chét;

10.1.7 Nguoi lao dong bi xtz 1y ky luat sa thai;

10.1.8Nguoi sit dung lao dong don phuong chdm dat hop dong lao dong theo
quy dinh tai Diéu 36 B6 Luat Lao Bong.

10.1.9Céc truong hop khéc theo quy dinh tai Diéu 34 Bo Luat Lao Pong hién
hanh.

biéu 11. Quyén don phuong chaim dirt Hgp Dong Lao Pdng cta ngudi sit dung lao
dong trong nhirng treong hop sau
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11.1

11.2

11.3

11.4

11.5

11.6

11.7

11.8

Nguoi lao dong thwong xuyén khong hoan thanh cong viéc theo hop dong lao
dong dugc xac dinh theo tiéu chi ddnh gia mitc do hoan thanh cong viéc trong
quy ché€ ctia Cong ty. Quy ché danh gid mic d6 hoan thanh cong viéc do Cong ty
ban hanh da tham khao y kién Ban Chap hanh Cong doan co so.

Nguoi lao dong lam viéc theo Hop Dong Lao Bong khong xac dinh thoi han 6m
dau da diéu trj 12 thang lién tuc, nguroi lao dong lam theo hgp dong lao dong xac
dinh thoi han tir du 12 thang dén 36 thang dm dau da diéu tri 6 thang lién tuc, va
nguoi lao dong lam theo Hop Dong Lao Bong c6 thoi han dwdi 12 thang m dau
da diéu tri qua nira thoi han Hop dong lao ddong ma kha nang lao ddng chwa hoi
phuc.

Khi strc khoe ctia nguoi lao ddng binh phuc, thi nguoi lao dong duwoc xem xét d€

tiép tuc giao két hop dong lao dong.

Do thién tai, hoa hoan, dich bénh nguy hiém, dich hoa hodc di doi, thu hep san

xuat, kinh doanh theo yéu cau cua Co Quan Nha Nudc ¢é tham quyén ma nguoi

stt dung lao dong da tim moi bién phap khic phuc nhung van budc phai giam
chd lam viéc.

Lao dong khong c6 mat tai noi lam viéc sau thoi han quy dinh tai Diéu 31 caa
B0 luat lao dong.

Nguoi lao ddng du tudi nghi huu theo quy dinh tai Diéu 169 ctia B luat lao dong,
trtr trerong hop co6 thoa thuan khac.

Nguoi lao dong tw y bo viéc ma khong cé ly do chinh dang ttr 05 ngay lam viéc
lién tuc trd lén.

Nguoi lao dong cung cap thong tin khong trung thye cho Cong ty vé ho va tén,
ngay thang nam sinh, gidi tinh, noi cw try, trinh d6 hoc van, trinh d6 ky nang
nghé, xac nhan tinh trang sttc khoe va van dé khac lién quan truc ti€p dén viéc
giao két hop dong lao dong ma Cong ty yéu cau.

Thong bao truede khi don phuwong chdm dat hgp dong lao dong phai theo quy
dinh tai Khoan 2, Khoan 3 Diéu 36 ctia B¢ Luat Lao Dong hién hanh va Quy Trinh

Cham Dat Hop Dong Lao Dong.

biéu 12. Quyén don phuong chaim dit hop dong lao ddng cta ngwoi lao dong

12.1

Nguoi lao dong c6 quyén don phuong cham dét hop dong lao ddong nhung phai
bao trudc cho ngwoi st dung lao dong nhu sau:
12.1.1 Tt nhat 45 ngay néu lam viéc theo hop dong lao dong khong xéac dinh
thoi han;
12.1.1 It nhat 30 ngay néu lam viéc theo hop dong lao dong xac dinh thoi han
6 thoi han tir 12 thang dén 36 thang
12.1.1 It nhat 03 ngay lam viéc néu lam viéc theo hop dong lao dong xac dinh
thoi han c6 thoi han dwéi 12 thang;
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12.2Nguwoi lao dong cé quyén don phuong cham dut hop dong lao dong khong can

bao trudc trong treong hop sau day:

12.2.1 Khong dugc bo tri theo dung cong viéc, dia diém lam viéc hodc khong
duwogc bao dam diéu kién lam viéc theo thoa thuan, trir treong hop quy
dinh tai Diéu 29 cua B6 luat lao dong 2019;

12.2.2 Khong duoc tra da lwong hoac tra Iwong khong dung thoi han, triv
treong hop quy dinh tai khoan 4 Diéu 97 ctua B luét lao ddng 2019;

12.2.3 Bi ngroi st dung lao dong nguwoc dai, ddnh dap hoac c6 10i néi, hanh vi
nhuc ma, hanh vi lam anh hudng dén strc khoe, nhan pham, danh dw; bi
cudng birc lao dong;

12.2.4 Bi quay rdi tinh duc tai noi lam viéc;

12.2.5 Lao dong n&t mang thai phai nghi viéc theo quy dinh tai khoan 1 Diéu
138 cuia BO luat lao dong 2019;

12.2.6 Dt tudi nghi huu theo quy dinh tai Diéu 169 ctia Bo luat lao dong 2019,
trir trerong hop cac bén co6 thoa thudn khac;

12.2.7 Nguoi stt dung lao dong cung cap théng tin khong trung thuc theo quy
dinh tai khoan 1 Diéu 16 ctua B¢ luat nay lam anh hudng dén viéc thuc

hién hop dong lao dong.

CHUONG 4
GIAO DUC NGHE NGHIEP VA PHAT TRIEN KY NANG NGHE

Diéu 13. Tap nghé

13.1Tuy theo cong viéc, Cong ty sé ky hop dong tap nghé véi nguoi lao dong chua co

tay nghé hodc chwa dap ting duwoc yéu cau cta cong viéc.

13.2Trong thoi gian tap nghé, nguoi sit dung lao ddng c6 quyén huy bo thoa thuan
tap nghé néu Nguoi lao dong khong dap ting duoc yéu cau tap nghé hodc khong
chap hanh noi quy cua Cong ty.

13.3Nguoi sit dung lao dong va Nguwoi lao dong dam bao tuan thu dang thoa thudn

hodc cam két vé quy dinh tap nghé.

CHUONG 5
THOI GIAN LAM VIEC VA THOI GIAN NGHI NGOI

Diéu 14: Gio 1am viéc, thoi gian nghi ngoi: cong viéc khong dac biét ning nhoc, doc

hai, nguy hiém

14.1Cong ty ap dung hinh thirc lam viéc theo tuan véi tong sd gio lam viéc binh
thwong 1a 48 gio/ tuan ttr Thit 2 (hai) dén Thi 6 (sau);

Trang 8/35



a. Calam viéc quy dinh nhu sau:
(i) Sang : Tt 7:15-11:30
Chiéu : Ttr 12:10 - 17:30

Thoi gian nghi trua 40 phut khong tinh vao gio 1am viéc, nghi ngan 05 phut
tinh vao gio lam viéc sang ttr 10:00 -10: 05 phut va chiéu ttr 14:30 — 14:35 phut.

(ii) Sang : Tt 7:30 - 11:30
Chiéu : 12:15 - 17:45

Thoi gian nghi trua 45 phit khong tinh vao gio 1am viéc, nghi ngan 05 phut
tinh vao gio lam viéc sang ttr 10:00 -10: 05 phut va chiéu ttr 14:30 — 14:35 phut.

b. Ngay nghi hang tuan la ngay thit 7 (bay) va cht nhat.

14.2 Trong mot s6 trueong hop bat budc phai thay ddi k& hoach san xuat trong thoi gian
ngan han nhu nguyén phu liéu vé tré, cé phat sinh trong qua trinh san xuat dan
dén cham tién do giao hang va mot sO truong hop khac do hai bén thoa thuan
Cong ty sé 1dy y kién tirng nguoi lao ddng va ap dung hinh thirc lam viéc theo
tuan vdi tong s6 gio lam viéc binh thwong la 48 gio/ tuan, tit Thit 2 (hai) dén Thit 7
(biy).

a. Calam viéc quy dinh tai Diéu 14 nhuw sau:
(i) Loai 1:
Sang: Tt 07: 30 - 11:30
Chiéu: Tt 12:15-16:15

Thoi gian nghi trua 45 phut khong tinh vao gio lam viéc, nghi ngan 05 phut tinh
vao gio lam viéc sang ttr 10:00 -10: 05 phut va chiéu ttr 14:30 — 14:35 phut.

(ii) Loai 2:
Sang: T 8:30 — 11:30
Chiéu: Tt 12:15-17:15

Thoi gian nghi trua 45 phut khong tinh vao thoi gio 1am viéc, nghi ngan 05 phut
tinh vao gio lam viéc sang tir 10:00 -10: 05 phut va chiéu ttr 14:30 — 14:35 phat.

(iii) Loai 3:
Chiéu :Twr12:30-17:30
Toi : Ttr 18:00 - 20:30

Thoi gian nghi t8i 30 phtt khong tinh vao thoi gio lam viéc, nghi ngan 05 phut
tinh vao gio 1am viéc chiéu ttr 14: 30 — 14:35 phut va toi tir 18: 00 - 18: 05 phut

(iv) Loai 4: l1am viéc theo ca:
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o Ca1: Tl 6:00 — 14:00 (thoi gian nghi gitra gio 30 phtit va nghi ngan tir 09:00 —
09:05, 12:00 — 12:05 tinh vao gio lam viéc);

o Ca2: Tir 14:00 - 22:00 (thoi gian nghi gifta gio 30 phtit va nghi ngan ttr 16:00 —
16:05, 20:00 - 20:05 tinh vao gio lam viéc);

Ca 3: Tir 22:00 — 06:00 (thoi gian nghi gitta gio 45 phtit va nghi ngan ttr 00:00
—00:05, 04:00 — 04:05 tinh vao gio lam viéc).

b. Ngay nghi hang tuin:

(i) Tt 00:00 dén 24:00 ngay chu nhat (dp dung cho tat ca cac ca lam viéc tai diéu
14.2 ngoai trix ca 3);

(ii) Tt 06:00 ngay cht nhat dén 06:00 ngay ti€p theo (ap dung cho Loai 4_ ca 3).
14.3 Néu ngay nghi hang tuan trung véi ngay nghi 18, tét thi nguoi lao dong dwoc nghi
bl ngay nghi hang tuan vao ngay lam viéc ké tiép
14.4 Ca lam viéc tai Diéu 14.1, 14.2 c6 thé duwoc sép xép linh dong theo sy thoa thuan
ctia Ngueoi Lao Dong va Nguoi St Dung Lao Pdng va van dam bao dugc thoi gian

lam viéc va nghi ngoi nhu trén.

14.4 T4t ca nguoi lao dong phai st dung day du va hiéu qua thoi gian lam viéc cua
minh, bao dam tot ngay cong, khong khoi viéc mudn, nging viéc sém hoac lam

viéc trong thoi gian nghi trua.

14.5 Tuy nhién, tuy theo nhu cau va s& luwong cong nhan vién, gio &n com co6 thé dugc
sap xép linh dong va thong bao trudc cho ngudi lao dong va nguoi lao dong phai
ton trong gio nghi ngoi ctia cac thanh vién khac va khong dwoc di an com sém

hon gio qui dinh an com cho tirng b6 phan.

Diéu 15. Thay d6i thoi gian lam viéc

Khi thay d8i thoi gian lam viéc, Cong ty phai cé trach nhiém théng bao bang van ban

cho ngwoi lao dong truedc 07 ngay va dam bao thoi gian lam viéc, nghi ngoi nhu trén.

Diéu 16. Lam viéc thém gio

16.1Khi ¢6 nhu cau, cdng ty sé thoa thuan véi Nguoi lao ddong vé viéc lam thém gio.
Nguoi lao dong dong y lam thém gio phai ky xac nhan vao “Ban dang ky lam
thém gio tu nguyén” hodc dang ky trén Hé Thong Nhan Su.

16.256 luwong nguoi lam thém gio tw nguyén phai duoc sw chap thuan cta Ban gidam
ddc cham nhat 1a lac 14 gio cung ngay khi thuc hién lam thém gio. Ngoai trie
nhitng treong hop dic biét ma khong thé bao truedc. Tuy nhién van phai dwoc sw
dong y cua Ban giam ddc.

16.3Moi treong hop tang ca khong dwoc su dong y cua quan ly cdp trén truc tiép sé
khong dugc xem la lam viéc thém gio va sé bi xtt ly ky luat lao dong.
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16.4Tong thoi gian lam thém gio sé khong qua 300 gio trong mot nam va khong qua 4
gio trong mot ngay, khong qua 40 gio trong 1 thang.
Diéu 17. Nghi viéc riéng, nghi khong hudng lvong

17.1Nguoi lao dong duoc nghi viéc riéng ma van huwong nguyén lwong trong nhiing

treong hop sau:
17.1.1 Ban than két hon: nghi 03 ngay;
17.1.2  Con dé, con nudi két hon: nghi 01 ngay;

19.1.1 Cha dé, me d¢é, cha nudi, me nudi; cha dé, me dé, cha nuodi, me nuoi cua

vo hodc chdng; vo hodc chdng; con dé, con nudi chét: nghi 03 ngay;
17.2Nguwoi lao dong duwoc nghi khong hudng lwong 01 ngay va phai thong bao véi
ngwoi stt dung lao dong 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.
Diéu 18. Nghi 1¢é tét
Nguoi lao ddng duoc nghi lam viéc huong nguyén lwong nhitng ngay Lé sau day.
- Tét duong lich : 01 ngay (01/01)
- Tét am lich : 05 ngay (do Thu twéng Chinh Pht quy dinh)
- Ngay Gid T6 Hung Vuong: 01 ngay (ngay 10 thang 03 am lich)
- Ngay Chién Thang : 01 ngay (30/04 dwong lich)
- Ngay Qudc Té Lao Béng : 01 ngay (01/05 dwong lich)

- Ngay Qudc Khanh : 02 ngay (02/09 duwong lich va 01 ngay lién ké trudc
hoac sau do Thu twdng Chinh Phu quy dinh)

Diéu 19. Nghi Hang Nam

19.1 Nguoi lao dong lam viéc du 12 thang cho Cong ty thi dugc nghi hang nam, hudng
nguyén lvong theo Hop Dong Lao Bong nhu sau:

19.1.1 Nguoi lao dong lam viéc tai Cong ty duwoc huwong 14 ngay phép hang
nam (bao gom nguwoi lao dong chuwa thanh nién, lao dong la nguoi

khuyét tat, nguoi lam nghé, cong viéc nang nhoc, ddc hai, nguy hiém).

19.1.2 Nguwoi lao dong co thoi gian lam viéc chwa du 12 thang thi sd ngay nghi
hang ndm theo ty 1& trong tng véi s§ thang tirong tng lam viéc.

19.1.3 Lao dgng gitp viéc nha (néu co), lao dong lam cong viéc trong diéu kién
binh thuong dwoc huong 12 ngay phép nam.

19.14 Nguoi lao dong lam nghé, cong viéc dac biét dac biét ndng nhoc, doc hai,

nguy hiém dugc huong 16 ngay phép hang nam.
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19.1.5 Ngay nghi hang ndm cta nguoi lao dong sé dugc ting thém 01 (mot)

ngay sau mdi 05 ndm lam viéc tai Cong ty.

19.2 Nguoi lao ddong mudn nghi phép hang nam tir 03 (ba) ngay trd 1én, phai xin phép
trwedc it nhat la 03 (ba) ngay.

19.3 Xin nghi phép hang nam dudi 03 (ba) ngay, Nguoi lao dong phai xin phép trudc
it nhat la 01 ngay.

19.4 Khi xin nghi phép hang ndm, Cong ty chi tinh thoi gian nghi t8i thidu tir 60 phut
trd 1én, d€ lam co s¢ tinh phép nam. Khi nghi phép tir 1 tiéng, 2 tiéng, 3 tiéng, 4
tiéng hodc nira ngay, Nguoi lao ddng c6 thé nop don xin phép trong ngay nhung
khong qua 2 Jan trong mot thang.

19.5 Trong thoi gian nghi phép hf?mg nam, néu bi bénh, thi nhiing ngay nghi cé gidy
dé nghi cho nghi ctia bac si Cong ty hodc bac si thudc bénh vién sé duoc can triv

vao phép bénh thay vi cdn trit vao phép hiang nam.

19.6 Khi ngay nghi phép trung vao ngay nghi trong tuan hay ngay nghi 18 thi nhitng
ngay d6 khong duoc trir vao nhitng ngay nghi phép hang nam.

19.7 Truong hop do thoi viéc, bi mat viéc lam ma chwa nghi héng ndm hodc chwa nghi
hét s§ ngay nghi hang nam thi duoc nguodi st dung lao dong thanh toan tién

lwong cho nhitng ngay chua nghi.

19.8 Céng ty khuyén khich, tao diéu kién va sap xép cho nguoi lao dong nghi hét
phép hang nam. Tuy nhién, trong truong hop thanh vién khong st dung hét
phép ndm do nhu cau cd nhan, thi nhiing ngay phép con lai sé dwgc cong don

cho ndm tiép theo theo, cong don t6i da 03 nam theo chinh sach Cong ty.

19.9 Coéng ty ¢6 trach nhiém quy dinh lich nghi hang nam khi tham khao y kién cua
Nguwoi lao dong va phai thong bao triede cho Ngwoi lao dong.

biéu 20. Quy Pinh Vé Kham Chita Bénh Tai Cong Ty Va nghi Phép Bénh

20.1 Tat ca Nguoi lao dong, trong gio lam viéc mudn kham chira bénh tai Phong Y T€
cua Cong ty phai thong bao dén cap trén quan ly truc tiép, ngoai trir treong hop
cap ctru.

20.2 Trwong hop nguoi lao dong tai Diéu 20.1 bi bénh ndng, Bac si/Y ta Cong ty cd

nhiém vu chuyén nguoi lao dong lén kham chtra bénh ¢ tuyén trén.

20.3 Nguoi lao dong sé dugc hudng Tro cap 6m dau cho nhitng ngay nghi bénh ti
Bao hiém xa hoi theo Qui dinh ctia Luat Bao Hiém Xa Hoi.

20.4 Nghi dot xuat vi nhitng ly do bat kha khang;:
Khi nghi vi nhiing ly do dét xuat, nguoi lao dong phai goi dién théng bao truc
ti€p cho cap trén quan ly truc ti€p hoac Phong Nhan su. Viéc thong bao nay phai
thye hién trude 9 gio sang ngay nghi dau tién, néu ro ly do va s6 ngay can nghi
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cu thé. Khong chap nhan truong hop nhan qua cac dong nghiép. Néu khong thuc
hién dung qui dinh, xem nhw ngay nghi khong hop 1é.

Khi di 1am tro lai, néu nghi ché d9, phai nop day du chiing tit ngay trong budi

sang ngay di lam dau tién nhu sau:

a. Chtng tir ban than 6m/con dm: nop vé Phong Y t€;

b. Cac chiing tit khac: nop vé Phong Nhan su;

c. T&t ca cac chung tir d6 phai duoc TS trudng xac nhan trude khi ndp.

20.5 Trong treong hop nghi tir 3 ngay tro 1én, Nguoi lao dong c6 nhiém vu ndp cac
chiing tir ¢6 lién quan dén ngay nghi cua minh dén cap trén quan ly tryc tiép

hodc Phong Nhan syt ngay trong ngay nghi thit ba.
20.6 Néu khong thuc hién dung cac qui dinh, xem nhw ngay nghi khéng hop 1é.

20.7 Trong truong hop Cong ty phat hién nguwoi lao dong ndp chimg tir gia hodc
chiing ttr c6 tay xda sé xt ly ky luat theo Noi Qui Lao Dong.

Diéu 21. Nghi Phép Dot Xuit Trong Thoi Gio Lam Viéc

Nguoi lao ddng mudn xin nghi dot xudt ra vé trong thoi gio lam viéc, phai lam don
xin phép va dugc su chap thuan cua cap trén quan ly truc tiép, trir truong hop cap

ctru nhung van phai théng bao ngay sau d6 thong qua phong Nhan su.

biéu 22. Nghi Do Tai Nan Lao Dong

22.1 Nghi do tai nan lao dong sé dwoc huong nguyén lwong theo cac quy dinh hién
hanh.

22.2 Cong ty sé chi tra moi chi phi y t& cho Nguwoi lao ddng theo bd Luat An Toan Vé
Sinh Lao Dong nam 2015.

22.3 Ngay sau khi quay tré lai lam viéc, nguoi lao dong d6 phai xudt trinh cho phong
Nhan sy “Gidy Chuiing Thuong” do bénh vién hoac phong kham da khoa cap

hodc “Bién Ban Tai Nan” do Co Quan Cong An c6 tham quyén cap.

biéu 23. Nghi Thai San

23.1 Nguoi lao dong du diéu kién nghi thai san theo quy dinh phap luat hién hanh
phai cd trach nhiém théng bao va cung cap cac ching tit dé chiing minh cho
Cong ty. Moi truong hop khong cung cdp thong tin hodc ching tir dé ching
minh trong vong 30 ngay ké tir ngay duoc hudng quyén loi theo quy dinh phap
luat thi Cong ty khong chiu trach nhiém twong tng vdi thoi gian dwoc huong

quyeén loi ma khdng dwgc thong bao.

23.2 Lao dong N duoc nghi thai san trudc va sau khi sinh con tong cong la 06 thang,

thoi gian nghi triede khi sinh khong qua 02 thang. Trong treong hop lao dong nix
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23.3

23.4

23.5

23.6

sinh d6i trd 1én thi tinh tr con thit 2 trd di, c@ mdi con ngudi me dwoc nghi thém
01 thang.

Trong thoi gian nghi thai san, lao dong n&t dwgc hudng ché do thai san theo quy

dinh cta phap Luat Bao Hiém Xa Hoi.

Trudc khi hét thoi gian nghi thai san theo quy dinh tai khoan 23.2 Diéu nay, lao
dong nit c6 thé tro lai lam viéc khi da nghi it nhat dwgc 04 thang nhung nguoi lao
ddng phai bao trude, duoc nguoi st dung lao ddng dong y va c6 xac nhan caa co
s0 kham bénh, chita bénh c6 tham quyén vé viéc di lam sém khong co6 hai cho

sttc khoe cuia nguoi lao dong.

Lao dong nam khi vo sinh con, ngroi lao dong nhan nudi con nudi dwdi 06 thang
tuoi, lao dong nt mang thai ho va nguoi lao ddng la ngudi me nho mang thai hd
duoc nghi viéc hudng ché do thai san theo quy dinh cua phap luat vé bao hiém
xa hoi.

Két thuc thoi gian nghi thai san, nguoi lao dong phai quay tro lai lam viéc tai
Cong ty. Truong hop, trong vong 15 ngay ké tir ngay hét thoi gian nghi thai san
ma ngwoi lao dong khong quay trd lai lam viéc ma khong co thong bao cho Cong
ty vé viéc c6 quay tro lai lam viéc hay khong hodc ¢6 ly do chinh dang ma khong
thong bao cho Cong ty thi Cong ty sé tién hanh xt ly ky luat hodc chdm dat hop
dong lao dong sau khi nguoi lao dong hét nghi thai san hodc nudi con dwéi 12

thang tudi. Noi dung nay sé dugc ghi nhan cu thé trong Pon Xin Nghi Hau San.

Diéu 24. Thé Nhan Vién

241

242

24.3

244

Thé nhan vién la mot ching tir dung d€ xac dinh Nguoi lao dong chinh thic cua
Cong ty vi thé Nguoi lao ddng phai luén mang theo thé khi vao 1am viéc.

Tat ca Nguoi lao dong phai chup ddu van tay khi ra vao ca lam viéc, va khi lam
thém gio.

Thé nhan vién can phai duoc gitr gin can than, khong duoc lam nhau nat, do ban,
khong dwoc tu y stra d6i hodc diéu chinh chi tiét gi trén thé ma phai lién hé véi
phong Nhan su d€ dugc giai quyét.

Tat ca Nguoi lao dong phai xép hang khi chup ddu van tay khi ra, vao ca, khong

duoc chen lan, x6 day.
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CHUONG 6
TIEN LUONG VA TIEN THUONG
biéu 25. Tién Luong

25.1 Tat ca Nguoi lao dong trong Cong ty dwoc tra lwong thang, tién lwong sé do Ban

giam d6c quy dinh trén co so cac quy dinh cua Phap luat lao dong.

25.2 Cong ty thanh todn lwong mot Ian hang thang nhung khong tré hon ngay 05 cta
thang k€ tiép, néu ngay thanh toan luong trung véi ngay nghi thi sé dugc thanh

toan vao ngay trudc do.

25.3 Luong thang duoc thanh toan bang tién Viét Nam Dong. Tién luong duwgc thanh

toan bang tién mat hodc chuyén khoan qua Ngan Hang.

Diéu 26. Nguwoi Lao Dong Lam Thém Gio, Lam Viéc Vao Ban Pém Dugc Tra Luong
Nhu Sau

26.1 Nguoi lao dong lam thém gio duoc tra luong tinh theo don gia tién lwong hodc

tién luwong thuc tra theo cdng viéc dang lam nhu sau:

26.1.1. Vao ngay thuong, duoc trd luong it nhat bang 150% cua tién luong gid

ctia ngay lam viéc binh thuong.

26.1.2 Vao ngay nghi hang tuan, dugc tra luong it nhat bang 200% cua tién

lvong gio cua ngay lam viéc binh thwong.

26.1.3 Vao ngay nghi 1&, ngay nghi c6 huéng luwong dwoc tra lwong it nhat bang
300% cuaa tién lwong gio cua ngay lam viéc binh thuong, chuwa ké tién
lwong ngay Lé, ngay nghi c6 hudng luong ddi voi Nguoi lao dong huong

lwong ngay.

26.2 Nguoi lao dong lam viéc vao ban dém thi duoc tra thém it nhat bang 30% tién
luong tinh theo don gia tién lwong hodc tién lwong theo cdng viéc ctia ngay lam

viéc binh thwong.

26.3 Nguoi lao dong lam thém gio vao ban dém thi ngoai viéc tra lwong theo qui dinh
tai Diéu 26.1, 26.2, nguoi lao ddong con dwgc tra thém 20% tién luong tinh theo
don gia tién luwong hodc tién luwong theo cong viéc lam viéc vao ban ngay cua
ngay lam viéc binh thuong hoéc ctia ngay nghi hang tuan hodc ctia ngay nghi 1é
tét.
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CHUONG 7
TRAT TU TRONG CONG TY

biéu 27. Quy Pinh Ra, Vao Céng Ty

27.1

27.2

27.3

27.4

27.5

27.6

27.7

Tat ca ngwoi lao dong ra, vao Cong ty phai di qua cong va khdng duoc chay xe

vuot qua cong.

Ngoai gio lam viéc thuong 1€, tat ca Nguoi lao dong khong dwoc tu y ¢ lau hodc

vao cong ty néu khong duwoc su chdp thuan cta Ban giam ddc.

Trir nhitng ltc c6 xe va nguoi ra vao, cong gac cta Cong ty phai duoc thuong
xuyén dong lai. Khong ai duoc te y mo cong néu khong duwoc swe dong y cua lwe
luwong Bao vé truc. Nhan vién bao vé cong phai gitr nghiém ky luéat ra, vao cong.
Tuyét doi khdong dwoc tuy tién giai quyét cho Nguoi lao dong ra khoi Cong ty
trong gio lam viéc hodc cho nguoi ngoai vao Cong ty ma khong duoc sw chap

thudn ctia Ban giam d6c hodc nguoi duoc iy quyeén.

Nguoi lao dong khong duoc tiép khach, lam viéc riéng trong pham vi Cong ty va

trong gio lam viéc.

Bao vé va nguoi lao dong ctia Cong ty khong dwoc cho nguoi ngoai vao khu viee
san xudt ctia Cong ty ma khong dwoc su chdp thuan trudc ctia Ban giam doc hodc
nguoi ty quyeén.

Khach dén lién hé cong tac, bao vé phai lién hé ngay v6i nhan vién ¢ trach
nhiém va huéng dan khach dén phong cho.

Nguoi lao dong ra khoi Cong ty dé ra vé gitra gio lam viéc hodc di cong tac phai
xudt trinh gidy phép ra cong da duoc Nguoi c6 thdm quyén phé duyét cho Nhan

vién bao veé.

Diéu 28. Mang Vit Dung Ra, Vao Céng Ty

28.1

28.2

28.3

Nguoi lao dong khong duoc ty y mang vat dung ca nhan (tui xach, 4o quan, tai
liéu, d6 nghé...ca nhan) vao phan xudng san xuat, noi hoc viéc ma phai dé tai

khu vuec ta dyng d6 danh riéng cho tiing bd phan.

Khoéng duoc mang vao Cong ty hay phan xwong bat ky vat dung nao lién quan
dén nganh may nhu: Vai, kéo, kim may, chi, su6t chi va cac dung cu bén nhon
V.V...

Dai véi tai san Cong ty, khong ai dwgc mang bat cir vat gi ra ngoai ma khong co
gidy phép ctia Ban giam doc cho du mang di stta chita. Khi mudn mang mot tai
san gi cta Cong ty ra ngoai phai ndp gidy mang hang/thiét bi cho phép cua Ban

giam doc tai cong gac trudc khi mang ra. Mang tai san ctia Cong ty ra khoi pham
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vi Cong ty néu khong cé gidy phép mang hang/thiét bi duoc phé duyét caa Ban
giam ddc sé bi coi 1a hanh vi &n cap tai san gay thiét hai dén tai san cong ty.

28.4 Khong duoc st dung vai va nhitng tai san khac ctia Cong ty d€ st dung cho muc
dich ca nhan sé bi coi nhw 1a hanh vi &n cap tai san gay thiét hai dén tai san Cong
ty.

28.5 Khong duoc trom cap hay tiép tay cho ké xau trdm cap tai san ctia Cong ty hoéc
tai san cua cdc nhan vién khéc gay thiét hai dén tai san ctia Cong ty.

28.6 Mudn mang tai liéu, may moc, khi cu nao vao Cong ty d€ giai quyét cong tac
chuyén moén, phai bdo cdo trudc véi Ban giam d6c dé€ xin chdp thudn. Khi vao
cong, phai xudt trinh dung cu mang vao va gidy cho phép ctia Ban giam d6c voi

nhan vién tryec gac.

28.7 Tat ca Nguoi lao dong c6 nhiém vu thi hanh nghiém chinh cac yéu cau ctia nhan
vién phu trach ki€ém tra viéc mang vat dung, tai san cd nhan hodc tai san cua
Cong ty ra, vao Cong ty.

Diéu 29. Tai San Ca Nhéin

29.1 Cong ty sé khong co trach nhiém déi voi bat ci tai san ca nhan nao mang vao
hodc d€ lai trong Cong ty, ngoai trtr xe do nhan vién bao vé dam trach cé phat thé
gilr xe.

29.2 Nguoi lao dong khong d€ tién, nit trang, gidy to ca nhan,...tai khu vuc tu dung
d6 ma phai cat gitt bén minh hodc d€ ¢ nha.

29.3 Nguoi lao dong khong nén mang theo nhiéu tién hodc tu trang khi vao Cong ty
lam viéc.

29.4 Khong duoc st dung dia chi Cong ty dé€ gui hodc nhan tai san, qua, vat dung
riéng tu, hay giao dich mua ban c4 nhan, cong viéc riéng tu.

Diéu 30. Phwong Tién Di Lai

30.1 Xe riéng ctia nguoi lao dong phai d€ tai nha xe theo ting khu vuc qui dinh cho
ting loai xe va theo thit tu, tranh dé€ btra bai lam can tré 16i di trong nha xe, chdp
hanh huéng dan va diéu phdi cia nhan vién bao vé.

30.2 Khi gtri xe phai 18y thé xe va tra lai thé bao vé khi mang xe ra.

30.3 Khi dé xe phai khoa cOp xe can than dé€ tranh treong hgp mat mat c6 thé xay ra.

30.4 Cong ty cling nhu bao vé sé khong chiu trach nhiém boi thuong doi véi cac
phuong tién di lai cia nhan vién mang vao Cong ty ma khong gtti bao vé gitr va

khong c6 theé gitt xe do nhan vién do phat.
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Diéu 31. Qui Dinh Tac Phong, Thai D¢ Khi Lam Viéc

31.1Nguoi lao dong khong dwoc roi vi tri lam viéc néu khong c6 ly do chinh dang
hodc khong bdo cao quan ly cap trén truc tiép (ngoai trir di uéng nuwdce, vé sinh ca
nhan hodc cap ctu).

31.2 Phai tiét kiém t6i da nguyén, phu liéu, dién nwdc va phai tap trung vao cdng viéc.

31.3Phai tién hanh céc thao tac ding theo sy hwéng dan, khong dugc o8 y 1am khac di

khién két qua cong tac bi sai 1énh.

31.4Khoéng duwoc nam, ngoi, ding trén ban lam viéc hoac trén may moc thiét bi hoac

c6 dang ngoi thiéu nghiém chinh tai noi lam viéc.

31.5 Khong dugc dung san phdm Cong ty dé lam gdi, ném, mén dap hodc cac muc

dich cd nhan khac.

31.6 Khong duoc noi chuyén riéng, lam chuyén riéng hoac ngu trong gio lam viéc.

31.7 Khong dugc quang ném nguyeén vat liéu hodc dung dung cu lam viéc sai muc
dich.

31.8 Khong duoc dung chan dé€ diéu khién, van hanh mét s6 may moc, thiét bi ma
theo nguyén tac phai dung tay.

31.9 Tat ca nguoi lao dong dén Cong ty la d€ phuc vu san xudt, lam viéc do doé tdc,
trang phuc phai can gon gang, kin ddo va theo tac phong va van héa lam viéc cua
Cong ty.

31.10 Tuyét doi khong duwoc udng ruou, bia hodc d6 udng giai khat cé chat con hoac
chat kich thich trede va trong gio lam viéc va bat ¢t noi nao, lic nao trong pham

vi Cong ty. Khong dwoc vao ca lam viéc trong tinh trang cé mui reou, bia.

31.11 Tuyét d6i khong dwgc st dung, cat gidu, mua ban hodc mang vao trong Cong ty
bat ky mot chat kich thich nao nhu ma tay, ruou, chat gay chay nd, vi khi, cac

chat gay 6 nhiém, vat cdm gay thiét hai nghiém trong dén loi ich ctia Cong ty.
31.12 Khong duwoc mua ban riéng tu trong cong ty.
31.13 Khong danh bai, ca ciegc bang tién trong pham vi Cong ty.

31.14 Khong dwoc doc bdo, truyén trong gio lam viéc ngoai trit phuc vu cho cong tac
chuyén mon.

31.15 Khong dwgc phat ngon btra bai, chiii tuc, chtri thé, cai 1on, ham doa, truyén ba mé
tin di doan trong pham vi Cong ty.

31.16 Khong duoc ¢8 y gay thuong tich trong pham vi cong ty hodc vao nhiing ngay 1&
hoi trong cong ty hodc noi khac trong cac sy kién do Cong ty t6 chirc, phdi hop

thuc hién lam anh hudng dén hinh anh, uy tin caa Cong ty.
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31.17 Khong duoc lui téi nhitng khu vuec ma minh khong ¢é phan su, luc loi ho so

ngudi khac nham str dung thong tin theo muc dich riéng.

31.18 Khong duoc qudy r6i tinh duc nhan vién khac lam anh hudng dén uy tin, nguyén

tac dao dtrc va gay thiét hai nghiém trong dén loi ich Cong ty.

31.19 Khéng dwoc xtc pham danh dw, nhan phdm, uy tin cia nguwoi khac; khéng dwoc

vu khdng, dia dat, xuyén tac thong tin nham néi xau nguoi khéc.

31.20 Trong giao ti€p moi ngwoi phai t€ nhi, lich sy, ton trong nguoi khéac, khong noi
16n tiéng.

31.21 Khong dugc 16i kéo, du dd ngudi lao dong khac khong lam viéc, dinh cong hay
lan cong mang tinh chat ca nhan ma khong thong qua cong doan va khong tuan

theo cac qui dinh vé 1an cong, dinh céng.

31.22 Khéng dwgc c6 hanh vi bao luc, hanh vi lam ton hai mdy moc, thiét bi, tai san cta
doanh nghiép hodc ctia cac cong nhan vién, ngwoi khac hodc xam pham trat tu,
an toan cong cong trong khi dinh cong gay thiét hai nghiém trong dén lgi ich cta
Cong ty.

31.23 Trong quan hé ndi b, cdp dudi phai chdp hanh ménh lénh diéu hanh cua cip

trén, bao cao theo tirng cap tir thap dén cao, trix treong hop khan cap.

31.24 Trong quan hé d6i ngoai, phai lich sy véi khach va cac can bd, khach hang, kiém
toan dén kiém tra. Khdong dwa nguoi la vao Cong ty khi chwa duwgc phép. Tiép
khéch phai dang noi qui dinh.

31.25 Nguoi lao dong can c¢6 tinh than trach nhiém trong cong viéc minh phu trach,
chu dong va nd luc hoan thanh cac nhiém vu duoc giao mot cach tdt nhat trong

st tudn thu cac chinh sach va phwong thic hoat dong cua Cong ty.

31.26 Khong hat thudc 14 ngoai khu vuc quy dinh trong pham vi cong ty.

biéu 32. Dong Phuc Trong Cong Ty

32.1 Nguoi lao dong dugc cap phat dong phuc cta Cong ty, khi vao lam viéc trong
Codng ty phai mac dong phuc.

32.2 Nguoi lao dong dang trong thoi gian tht viéc hoac hoc viéc khi vao lam viéc
hodc hoc viéc tuan thu theo cac chinh sach vé trang phuc ctia Cong ty.

32.3 Nguoi lao dong lam cong viéc may, cat phai doi nén va deo khau trang trong
sudt thoi gian lam viéc theo quy dinh cap phat va sit dung dong phuc va bao ho
lao dong ctia Cong ty.

32.4 Pong phuc, nén, thé nhan vién, bao ho lao dong...dwgc cadp phat, nguoi lao dong

phai tu gitt gin, bdo quan, giat giti sach sé.
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Diéu 33. Nhitng Loi ich Tit Bén Ngoai Hoic Bén Trong Cong Ty

33.1

33.2

33.3

33.4

33.5

Khoéng duoc lam dung chirc vu d€ nhan bat ky tht gi nhu tién bac, qua cap...tw
Khéch hang, d6i tac bén ngoai.

Khoéng dwgc lam dung chire vu cling nhu sy quen biét dé€ kiém tién tir cac ing
vién hodc ngwoi than cta ¢ng vién thong qua sy gioi thiéu cac tng vién cho
Cong ty.

Khéng duoc lam dung chiic vu cling nhw sy quen biét dé€ sach nhiéu, muu tinh

loi ich ca nhan, d€'1dy tién, qua cap ctia nhan vién khac trong Cong ty.

Khoéng duoc lam dung chirc vy, hodc cong viéc dé bét xén, 1dy tién hay qua cap

cua Cong ty.
Bat ky hinh thirc nhan qua tir bén ngoai déu phai thong bao véi Truong bo phan

dé€ biét va tuan theo chinh sach chdng héi 19 ctia Cong ty.

CHUONG 8
AN TOAN VE SINH LAO PONG

Diéu 34. Vé Sinh Lao Dong

34.1

34.2

34.3
34.4
34.5
34.6
34.7

34.8
34.9

Khong duwoc an, ngt, chai dau trong phan xuong trong thoi gian lam viéc. Khong
duwoc mang thirc an vao phan xudéng va chi duwoc udng nudce loc trong phéan

Xuong.

Khéng dwgc mang ndn, 4o cd nhan, vat dung cad nhan vao phan xuong, toan bo

phai dé€ trong ti ca nhan do Cong ty cap.

Phai gitr sach sé, vé sinh noi lam viéc, khong xa rac, vai vun, do xudng nén nha.
Khong dung chan dé'1ay 4o khi ao 16 roi xudng nén nha.

Khong dung vai, 4o d€ lam vat dung gdi dau.

Phai vé sinh may theo thoi gian qui dinh cua Cong ty.

Khong dugc phéng ué, khac nho bira bai. Khong dwgc xa rac (tai ni 16ng, que
tam, gidy goi banh keo, x0i, d6 an thtra...), viét, vé bura bai trong pham vi Cong
ty. Rac phai dwoc bo gon vao cac thung rac.

Vit liéu, ph€'liéu, chat thai va rac phai dé dung noi qui dinh.

Nguoi lao dong phai tham gia cac chwong trinh phong chdng dich bénh, phai di
kham stic khoe dinh ky do Cong ty to chtrc.

34.10 Nguoi lao dong tham gia cac cong tac vé sinh, khtr doc, khit trung tai noi lam

viég;
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biéu 35. An Toan Lao Pong

35.1 Nguoi lao ddng phai chap hanh cac qui dinh ndi bo vé an toan lao dong va vé
sinh lao dong trong Cong ty.

35.2 Phai sit dung va bao quan cdc phuong tién bao ho lao dong dugc trang bi theo
ting bo phan.

35.3 Khong duoc tu y st dung cac may moc, thiét bi ctia cac bd phan khac trong phan
xuong, ngoai pham vi lam viéc va trach nhiém cong viéc ciia minh.

35.4 Phai bao cdo ngay, kip thoi cho nguoi co trach nhiém khi phat hién nguy co gay
tai nan lao dong hay bénh nghé nghiép.

35.5 Tham gia cac budi huan luyén, hudéng dan vé cong tac an toan lao dong, vé sinh
lao ddng va tham gia cac khdéa huan luyén vé thoat hiém. Sau khi kiém tra sat
hach, nguoi lao ddong dat yéu cau méi duoc bd tri giao viéc.

35.6 Tuan tha nghiém chinh cac qui dinh vé an toan lao dong va vé sinh lao dong
trong Cong ty va cac qui dinh trong cac van ban luat caa Nha Nuwdc Viét Nam.

35.7 Ton trong vi tri cadc bo phan an toan trén may modc, khong dugc ty y thdo go bd
phén an toan khi may dang chay. Khi thdo bd phan an toan ra d€ bao tri may
xong phai lép lai ngay. Bao cho cé'p trén biét khi mot bd phan an toan trén ctia
may khong con ky hiéu.

35.8 Khong duwgc bé gay cac bo phan an toan trén cac loai may.

35.9 Khong duoc loai bo cac bo phan an toan hodc lép dat, di chuyén cac by phan nay
khong ding noi qui dinh trén may cua nha san xuét.

35.10 Khong duoc van hanh may khi mdy thi€u, mat cac b phan an toan.

35.11 Gitr gin dung cu lam viéc luén dwoc t6t, loai bd cac dung cu hw hong cé thé gay
nguy hiém cho nguoi st dung cling nhu nguoi lam viéc ké can.

35.12 Khong di doi vi tri may moc ra khoi noi an toan qui dinh hodc ddt noi khong an
toan cho nguoi stt dung cling nhu nguwoi xung quanh.

35.13 Khong tw y stta chita may mdc bi hong, ma phai lién hé nho nhan vién ky thuat
hd tro stra chira.

35.14 Khi lam viéc trén cao hodc khuan vac nang cam dua gion, quang ném dung cu
lam viéc, d6 dac, vat dung.

35.15 Trudc khi van hanh may, phai xem xét lai may va phu tung, tat ca phai binh
thuong khong cé gi khac la. Khong duoc mo may khi ¢6 bang cdm nhu: may hu,
may dang stta chira.

35.16 Khi van hanh may phai tuan theo cac chi dan vé van hanh may mot cach an toan.
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35.17 Mudn déng hay mé cau dao dién hodc stt dung cac ntim diéu khién bang dién thi
tay chan phai kho rao va phai di giay, dép cach dién.
35.18 Khi nghe thdy tit trong may c6 nhing tiéng khua dong bat thwong hodc ¢ mui

khét phai ngling mdy va bao cao cap trén ngay lap tic.

35.19 Triét d€ tuan thu cac qui dinh vé phong chdy, chita chay trong Cong ty. Binh
tinh, nghiém chinh tuan theo cdc huéng dan vé ctru chira, di tdn nguoi, tai san

cua Nguwoi lao dong phu trach khi cé chay no.

35.20 Cac hoa chat phai duoc cat git can than trong binh, lg, can ¢6 nhan hiéu va cac
ghi cha tac hai, nguy hiém va cach sit dung. Khong duoc st dung, cat gitt cac hoa
chat trong nhitng noi c6 thé gay nguy hiém, hodc cac hoa chat khong cé nhan va
khong c6 cac ghi chtt huéng dan stt dung hoédc nguy hiém. Nguoi lao dong lam
viéc hodc tiép xac voi hda chat phai sit dung cac thiét bi bao hd lao ddng theo

ding quy dinh cua Cong ty.

35.21 Nguoi lao dong khong dwoc stv dung, stra chira thiét bi khi chwa duoc huan

luyén vé nguyén tic an toan va qui trinh van hanh thiét bi do.

35.22 Nguoi lao ddng khong duwoc ty do di lai cac khu vye cdm khong thudc trach

nhiém ctia minh.

35.23 Khong dugc dé cac phuong tién, san phdm, phé'liéu sat cac 16i di, ctra thoat hiém,

cau dao dién, phuwong tién chita chdy, tu thudc so cap ctru.

35.24 Mday dang stra chita phai c6 bang bdo, mdy c6 dién phai ngat cau dao trudc khi

stra chtra.

35.25 Khi chudn bi van hanh mdy, hodc sau khi stta chita mdy, phai xem con dung cuy,
chi tiét ndam trén may hay khong va khong cé nguoi ding trong pham vi nguy

hiém, méi duoc cho may van hanh.

35.26 Nhan vién bao tri/thg dién/ tho may khong dwoc phép giao dung cu stra chita
may moéc ctia minh cho Nguwoi lao dong ctia by phan khac trong qua trinh lam
viéc.

35.27 Khi stta chita may modc, nhan vién bao tri c6 thé d€ dung cu tai ban may hodc noi
can stra chita nhung khi roi vi tri du la tam thoi d€ lam viéc khac, nhan vién bao
tri phai mang theo cac dung cu ctia minh.

Diéu 36. Cac Qui Dinh Phong Chay Chira Chay

36.1 Cam khong duwoc st dung lra, dién, gas...dun ndu, noi san xuét, nhitng noi cam

Itra va khuon vién Cong ty.
36.2 Nghiém cdm hut thudc 1a trong pham vi Cong ty (ngoai trit khu viee quy dinh).

36.3 Cam khong duoc cau mic st dung dién tuy tién.
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36.4

36.5
36.6

Hét gio lam viéc cong nhan vién phai ki€ém tra va tat den, quat, mdy, thi€t bi dién

trude khi ra ve.
Khong dung gidy bac, day dong thay cau chi.

Khéng dung day dién cam truc tiép vao 6 cam dién.

36.7 Khong dé cac chat dé chdy, nd gan cau chi, tap 16 dién va duong day dan dién.

36.8
36.9

Khong mé khda, nap phun xdng bang cong cu sat thép.
Vit tu, hang héa trong kho phai dwoc sap xép gon gang, ngin nap, x&p riéng
tteng loai c6 khoang cach ngan chdy, xa mai, xa teong d€ tién viéc kiém tra hang

va ctru chita khi can thiét.

36.10 Khi xudt nhap hang, xe khong duoc nd may trong kho cting nhw noi san xuat va

khi dau xe phai huéng dau xe ra ngoai.

36.11 Khong d€ cac chwdéng ngai vat trén cac 16i di lai.

36.12 Cac phuwrong tién, dung cu chita chdy phai dé noi dé thdy, dé 1dy. Khong ai dwoc

1ay str dung vao viéc khéc.

36.13 Nguoi lao dong phai tuan tha ndi quy, quy trinh, bién phap bao dam vé an toan,

vé sinh lao dong, phong chdng chay no

CHUONG 9
PHONG CHONG QUAY ROI TINH DUC TAI NOI LAM VIEC

Diéu 37. Dinh Nghia

37.1

37.2

37.3

Quay rdi tinh duc tai noi lam viéc 1a hanh vi ¢ tinh chét tinh duc cua bat ky
nguoi nao do6i voi nguoi khéc tai noi lam viéc ma khong duoc nguwoi dé mong

mudn hodc chap nhan.

Noi lam viéc: 1a bat ct dia diém nao ma nguwoi lao dong thuc t€ lam viéc theo
thoa thuan hodc phan cdong ctia nguoi st dung lao dong, bao gom ca nhitng dia
diém hay khong gian c6 lién quan dén cong viéc nhu cac hoat dong xa hoi, hoi
thao, tap hudn, chuyén di cong tac chinh thitc, bita an, hoi thoai trén dién thoai,
cac hoat dong giao tiép qua phuong tién dién tir, phuong tién di lai do nguoi st
dung lao dong bd tri tir noi & dén noi lam viéc va nguoc lai, noi & do nguoi s

dung lao dong cung cap va dia diém khac do nguoi stt dung lao ddng quy dinh.

Quay roi tinh duc c6 thé xay ra dwdi dang trao ddi nhu dé nghi, yéu cau, goi y,
de doa, ép budc d6i quan hé tinh duc 1ay bat ky loi ich nao lién quan dén cong

viéc; hodc nhiing hanh vi ¢4 tinh chat tinh duc khong nhidm muc dich trao ddi,
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nhung khién moi truong lam viéc tro nén kho chiu va bat an, gay ton hai vé thé

chat, tinh than, hiéu qua cong viéc va cudc sdng cua nguoi bi quay roi.
37.4 Quay rdi tinh duc tai noi lam viéc bao gom:

37.4.1 Hanh vi mang tinh thé chat gom hanh ddng, ctr chi, ti€p xtc, tac dong vao
co thé mang tinh tinh duc hodc goi y tinh duc; Cach cu x¢ khong mong
mudn bao gom tadn cong tinh duc, can tro hodc chan duong di hoac hanh

vi tac dong dén than thé;

37.4.2 Quay rdi tinh duc bgmg 101 ndi gom 101 noi truc ti€p, qua dién thoai hoac
qua phuong tién dién tit c6 ndi dung tinh duc hodac cé ngu y tinh dug;
Nhitng binh phdm khé chiu vé giéi tinh, gom ¢ binh pham vé co thé,
ngoai hinh hodc nhitng hanh vi kich duc va nhiing 10i tan tinh hodc goi y

vé tinh duc;

37.4.3 Qudy r6i tinh duc phi 10i n6i gom ngoén ngtr co thé; trung bay, miéu ta tai
liéu tryc quan vé tinh duc hodc lién quan dén hoat dong tinh duc truc tiép

hodc qua phuong tién dién t;

37.4.4 Dé nghi nhitng nhiém vu hodc cach d6i xt wu tién d€ thyc sy hodc ngu y

trao d6i 1dy quan hé tinh duc (qudy r6i tinh duc trao doi).

biéu 38. Quy Dinh Phong Chdng Quéy Rdi Tinh Duc Tai Noi Lam Viéc
38.1 Nghiém cam hanh vi quay rdi tinh duc tai noi lam viéc.

38.2 Hinh thirc xtt ly ky luat lao dong lao dong tir khién trach béng van ban dén sa
thai d6i v6i nguoi thuce hién hanh vi quéy réi tinh duc hodc nguoi t6 cao sai sy

that teong tng vdi tinh chat, m&c d¢ cta hanh vi vi pham.

38.3  Yéu cau nguoi bi khiéu nai, t& cdo bdi thuwong thiét hai cho nan nhan va cac
bién phap khac phuc hau qua (néu cd) trén co so dé nghi ctia nguodi bi quay r6i,
thoa thuan cua cac bén, trong treong hop khong dat duoc thoa thuan sé thuc

hién theo quy dinh phap luat.

384 Cong ty sé nhanh choéng, kip thoi, bao mat thong tin, uy tin, nhan pham, an
toan cho nan nhan bi quéy r6i tinh duc va ca thong tin nguoi to cao va nguoi bi
t0 cao trong trueong hop tiép nhan dwgc thong tin khiéu nai, t6 cao vé quay roi
tinh duc tai noi lam viéc.

Diéu 39. Quy trinh xtt Iy hanh vi quéy r6i tinh duc tai noi lam viéc

39.1 Trach nhiém ctia cac bén lién quan:

39.1.1 Nguoi St Dung Lao Dong 6 trach nhiém t6 chiic tuyén truyén, pho bién giao
duc phap luat va quy dinh vé phong, chong qudy rdi tinh duc tai noi lam viéc
cho ngwoi lao dong; thirc hién va gidm sat viéc thuc hién cac quy dinh cta phap
luat vé phong, chdng quay roi tinh duc tai noi lam viéc; khi xudt hién khiéu nai,
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39.1.2

39.1.3

t0 cao vé hanh vi quay rdi tinh duc tai noi lam viéc, nguwoi st dung lao dong
phai kip thoi ngan chdn, x ly va c6 bién phap bao vé bi mat, danh du, uy tin,
nhan pham, an toan cho nan nhan bi qudy roi tinh duc, nguoi khiéu nai, t6 cao
va nguoi bi khiéu nai, bi td cao.

Nguoi lao dong c6 trach nhiém thyc hién nghiém cic quy dinh vé phong,
chdng qudy r6i tinh duc tai noi lam viéc; tham gia xay dung mdi truong lam
viéc khong c6 quay rdi tinh duc; Ngan can, t6 cdo hanh vi qudy rdi tinh duc tai
noi lam viéc.

T6 chirc dai dién nguoi lao dong tai co so ¢ trach nhiém tham gia xay dung,
thuc hién, giam sat viéc thiec hién cac quy dinh vé phong, chong quay réi tinh
duc tai noi lam viéc; cung cap thdng tin, tw van va dai dién cho ngwoi lao dong
bi quy rdi tinh duc, nguwoi lao ddng dang bi khiéu nai, bi t& cdo ¢b hanh vi
quay roi tinh duc; Tuyén truyén, pho bién, tap hudn quy dinh vé phong, chong

quay roi tinh duc tai noi lam viéc.

39.2 Trong vong 07 ngay lam viéc khi nhan dwgc td cdo hanh vi quay r6i tinh duc tai noi

lam viéc, Ban Giam D6c va phong Nhan sy sé giai quyét va phan hoi cho Nguoi Lao

bong. Trong mot sd treong hop can thu thap thém bé“mg chiing d€ phuc vu qua trinh

diéu tra, phong Nhan Su sé thong bado dén nguoi lao dong duoc biét.
39.3 Trinh tu va thu tuc xtt ly

39.3.1

39.3.2

39.3.3

39.3.4

39.3.5

Phong Nhan s ghi nhan thong tin thong qua cdc kénh ti€p nhan y kién cua
Nguoi Lao Dong nhu thung thw gop y, trao ddi véi trudng bd phan, Ban chap
hanh Cong Poan, phong Nhan Sy, nhan vién quan hé lao dong.

Trong thoi han 07 ngay lam viéc, ndi dung phan anh vé quay rdi tinh duc tai
noi lam viéc duogc trinh bay va trao déi véi Ban Giam Ddc.

Ban Gidm Ddc sé phoi hop voi phong Nhan Sy dé€ diéu tra va xdc thuc cac
thong tin lién quan dén vu viéc.

Sau khi da xac thitc cac thong tin 1a chinh xdc, trong thoi han 07 ngay lam viéc
phong Nhan Su sé bao cao Ban Giam ddc tién hanh moi hop xt ky ky luat theo
quy dinh cua Cong ty.

Tuy vao mtrc d vi pham, nguoi c6 tham quyén sé ra quyét dinh x ly ky luéat

lao ddng va yéu cau boi thuong, khac phuc hau qua cho nan nhéan néu cé.

CHUONG 10
BAO VE TAI SAN VA BAO MAT THONG TIN

biéu 40. Bao Vé Tai San cua Cong ty

40.1

Tai san Cong ty la tai san thé hién duwdi dang hitu hinh, v6 hinh bao gém cac

quyeén veé tai san, tai san hinh thanh trong tuong lai, bi mat kinh doanh, bi mat
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40.2

40.3

40.4

40.5

cong nghé, quyén so hitu tri tué va cac loai tai san khéc theo quy dinh tai Diéu
105 BO Luat Dan Sy nam 2015.

Cong ty c6 cac quyén day dua va toan ven dé€ duoc quyén so hitu, chi€m hiru, st

dung, dinh doat theo cac quy dinh phap luat hién hanh.

Cong ty xay dung cac quy dinh ndi by d€ tuan thu va bao vé nghiém ngat tai

san cling nhu cac quyeén va loi ich hop phap, cot 16i ciia minh.

Moi hanh vi xam pham quyén sé hitu, chiém htiru, dinh doat, st dung tai san
cua Cong ty trai voi quy dinh phap luat hién hanh, Ban Noi Quy Lao Dong Nay
déu phai bi xtt ly va bdi thuong thiét hai cho Cong ty.

Xam pham hodc vi pham tai Chuong nay duwoc hi€éu bao gom hanh vi lam can
tro, ngan chdn, han ché, gay khé khan hodc tudc quyén chiém hiru, sit dung,
dinh doat hop phap dudi moi hinh thikc viéc thye hién quyén so hitu ctia Cong

ty doi voi tai san cua minh.

DPiéu 41. Bao Vé Bi Mat Kinh Doanh

411

41.2

41.3

414

Cong ty phai c6 cac quy dinh d€ bao vé bi mat kinh doanh bao géom cac thda
thuan riéng véi nguoi lao dong bang van ban theo nhitng d6i tuong cd thé tiép
xuc gan va thuong xuyén déi véi nhing thong tin duwgc cho 1a bi mat kinh

doanh can dwoc bao vé.

Hanh vi xam pham dén bi mat kinh doanh bao gom moi hanh vi va cach thuc
nham muc dich d& chiém hitu, st dung, dinh doat bi mat kinh doanh ctia Céng
ty. Hanh vi nay c6 thé duoc thé hién dudi dang hanh dong hodc khong hanh

dong va cho du la c6 xay ra hau qua hay chuwa thi cting dwoc xem la vi pham.

Moi hanh vi xam pham dén bi mat kinh doanh cua Cong ty phai bi xt ly ky luat
sa thai va boi thuong thiét hai cho Cong ty.

Hanh vi tiét 1o bi mat kinh doanh nhw quy dinh tai Diéu 49.2 ciing duoc mo ta
nhu quy dinh tai Diéu 41.2

Diéu 42. Bao Vé Bi Mat Cong Nghé - Quyén S6 Hiru Tri Tué

421

42.2

42.3

Cong ty c6 cac quy dinh ndi bd bao gom cac thoa thuan riéng véi nguoi lao
dong bang van ban theo nhitng ddi twong cé thé tiép xtic gan va thuwong xuyén

d6i v6i nhiing thong tin duoc cho la bi mat cong nghé can duoc bao vé.

Moi hanh vi chiém httu, st dung, dinh doat bi méat cong nghé dudi moi hinh
thitc ma chua c6 duwgc st chdp thuan cta nguoi c6 tham quyén do Cong ty quy
dinh diéu duoc xem la xam pham bi mat cong nghé.

Viéc xam pham bi mat cong nghé cting duoc xem la vi pham ngay ca khi hau

qua cta hanh vi sai pham chua xay ra.
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424  Moi hanh vi xam pham dén bi méat cong nghé caa Cong ty phai bi xt ly ky luat
sa thai va boi thuong thiét hai cho Cong ty.

425 Quyén so hitu tri tué ctia Cong ty duoc xac dinh va quy dinh theo Diéu 4 Luat
SO Htru Tri Tué nam 2005.

42.6 Cong ty cb cac quy dinh ndi by bao gdm cac thoa thuan riéng véi nguoi lao
dong bang van ban theo nhitng ddi twong c6 thé tiép xtic gan va thuwong xuyén

d6i v6i quyén so hitu tri tué can duoc bao vé.

CHUONG 11
KY LUAT LAO PONG, TRACH NHIEM VAT CHAT

Diéu 43. Hanh Vi Vi Pham va Thdm Quyén X& Ly Ky Luét Lao Dong

43.1 Bat ky sy khong tuan tht qui dinh trong Ban Noi Qui Lao Pdng nay déu bi coi la
vi pham ky luat lao dong.

43.2 Nguoi giao két hop dong lao dong bén phia nguoi sit dung lao déng la nguoi cd

thdm quyén xtt ly ky luat lao ddng lao dong d6i véi nguoi lao dong.

Piéu 44. Tinh Tiét Giam Nhe

44.1 Nguoi lao ddng c6 mot trong nhiing tinh tiét giam nhe sau day thi c6 thé duoc
can nhic, xem xét dé giam nhe hinh thiic ky luat lao dong lién ké véi hinh thie
c6 hanh vi vi pham:

44.1.1 Lan dau vi pham va thanh khan khai bao, &n nén, héi cai;

44.1.2 Cé thanh tich t6t trong cong viéc va dugc cap trén quan ly truc tiép xac
nhan béng van ban;

44.1.3 Tu nguyén va khic phuc xong toan bd sd tién thiét hai cho Cong ty (néu
co);

44.1.4 Co cong trong viéc giap Cong ty phat hién hanh vi vi pham cta nhiing
nguroi vi pham khac dugc quy dinh Ban No6i Quy Lao Ddng va duoc
Trudng Phong Nhan Sy noi dang quan 1y xac nhan bang van ban;

44.1.5 Cé hoan canh ddt biét kho khan c6 chinh quyén dia phuong noi cu tra xac
nhan bﬁmg van ban; dang mic bénh hiém ngheo ¢d xac nhan cta co so
khdm chita bénh bang van ban.

44.2 Nguoi lao dong néu vi pham hanh vi ¢ hinh thic ky ludt sa thai thi phai c6 it
nhat 02 tinh tiét giam nhe quy dinh tai Diéu 44.1 va duoc cdp quan ly truc tiép
cung Gidam Ddc Nhan Su c¢6 van ban dé nghi khong ap dung hinh thac x@ 1y ky
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luét sa thai thi dwoc can nhic, xem xét xi ly ky luat 6 hinh thitc nhe hon cta

khung lién ké.

44.3 Nguoi lao dong néu dugc ap dung tinh ti€t giam nhe thi phai duoc ghi rd trong
Bién Ban Hop X& Ly Ky Luat Lao Pdng.

Diéu 45. Hinh Thiec Ky Luit Lao Dong

45.1 Tuy theo mttc o vi pham ma Nguwoi lao dong bi ky luat mot trong cac hinh thtc

sau:
45.1.1 Khién trach bang van ban;
45.1.2 Kéo dai thoi han nang luong khong qua 06 thang;
45.1.3 Cach chuc;
4514 Sa thai.

45.2 Khung lién ké la hinh thtrc ky luat lao dong duoc xép theo thit tu ting dan tur 1
(mot) dén 4 (bdn) nhw quy dinh tai Diéu 45.1.

Diéu 46. Khién Trach Bang Vin Ban

Nhitng vi pham sau day sé bi xt ly ky luat bang hinh thitc khién trach bang véan ban:

46.1 Vi pham thoi gian lam viéc, thoi gio nghi ngoi nhu: khoi viéc mudn, ngliing viéc

som hoac di an com sém hon gio qui dinh tai Diéu 14 caa Ban N6i Quy Lao Dong;
46.2 Vi pham qui dinh vé lam thém gio quy dinh tai Biéu 16 caa Ban N¢i Quy nay;

46.3 Vang mat tit 01 (mot) ngay tré 1én ma khong duoc su chdp thuan cta cap trén theo
cac qui dinh tai Diéu 19.2, 19.3, 19.5; thong bao nghi bénh nhung khong c6 chiing
ttr chtirng minh theo Diéu 20 hodc stra d6i ngay hay thong tin nghi bénh trén giay
chttng nhan ctia bac si;

46.4 Nghi dot xudt ra vé trong thoi gio lam viéc ma khong xin phép va khong duoc si
chdp thuan ctia cap trén quan ly truc tiép (trir treong hop cdp ctru nhung van phai

thong bao ngay sau do6 thong qua phong Nhan su).

46.5 Khong chdp hanh ménh 1énh hop ly ctia cdp trén quan ly truc tiép;

46.6 Tiét 19, trao d6i mtkc lwong cho dong nghiép hodc nguoi khong ¢ tham quyén biét;

46.7 Nguoi lao dong khong tt may, dan bod d€ kiém soat ra vao khi chay xe vuot qua
cong Cong ty;

46.8 Nguoi lao dong tu y 0 lau hodc vao cong ty néu khong dugc sy chap thuan caa
Ban giam ddc;

46.9 Ty y md cong ma khong duoc sw dong y ctia luc lwong Bao vé truc theo quy dinh
cta Cong ty;

46.10 Tiép khach, lam viéc riéng trong pham vi Cong ty va trong gio lam viéc;
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46.11 Cho nguoi ngoai vao khu vuc san xuat ciia Cong ty ma khong duoc su chdp thudn
truede ctia Ban giam doc hodc nguoi uy quyeén;

46.12 Tiép khach vao lam viéc chua dung noi quy dinh ra vao cong ctia Cong ty;

46.13 Nguoi lao ddng ra khoi Cong ty dé ra vé gitra gio lam viéc hoac di cong tac khong
xuat trinh gidy phép ra cong da duoc Nguoi cd thdm quyén phé duyét cho Nhan
vién bao vé.

46.14 Ty y mang vat dung ca nhan (tui xach, do quan, tai liéu, d6 nghé...ca nhan) vao
phan xwdng san xuat, noi hoc viéc (phai d€ tai khu vuc ta dung d6 danh riéng cho
ting bo phan).

46.15 Mang tai liéu, may moc, khi cu nao vao Cong ty dé giai quyét cong tac chuyén mon
ma khong bao cdo trude voi Ban gidm ddc d€ xin chap thuan;

46.16 Khong xudt trinh dung cu mang vao va gidy cho phép cua Ban giam d6c véi nhan
vién bao vé kiém soat khi vao cong;

46.17 Khong thi hanh nghiém chinh cac yéu cau ctia nhan vién phu trach kiém tra viéc
mang vat dung, tai san ca nhan hodc tai san cua Cong ty ra, vao Cong ty.

46.18 Nguroi lao dong roi vi tri lam viéc ma khong c6 ly do chinh ddng hodc khong bao
cao quan ly cdp trén truc ti€p (ngoai trtr di udng nudc, vé sinh ca nhan hoac cap
ciru);

46.19 Khong tiét kiém t6i da nguyén, phu liéu, dién nuwdc va khong tap trung vao cong
viéc;

46.20 Khong tién hanh cac thao tac dting theo s huwdng dan, cd y lam khéc di khién két
qua cOng tac bi sai 1énh;

46.21 Nam, ngoi, ding trén ban lam viéc hodc trén may mac thiét bi hodc ¢6 dang ngdi
thi€u nghiém chinh tai noi lam viéc;

46.22 Noi chuyén riéng, lam chuyén riéng hodc ngu trong gio lam viéc;

46.23 Quang ném nguyén vat liéu hodc dung dung cu lam viéc sai muc dich;

46.24 Dung chan d€ diéu khién, van hanh mot s8 may maéc, thiét bi ma theo nguyén tic
phai dung tay;

46.25 Nguoi lao dong dén Cong ty lam viéc nhung khong dam bao téc, trang phuc gon
gang, kin ddo va khong theo tac phong va van hoa lam viéc cua Cong ty;

46.26 Phat ngon btra bai, chui tuc, chtii thé, cai 1on, ham doa, truyén ba mé tin di doan
trong pham vi Cong ty;

46.27 Thi€u t€ nhj, lich sy, ton trong nguoi khac, ndi 16n tiéng trong giao ti€p;

46.28 Qudy réi tinh duc bang 1oi néi;

46.29 Loi kéo, du dd nguroi lao dong khac khong lam viéc,
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46.30 Khong lich su véi khach va cac can bg, kiém toan vién dén kiém tra;

46.31 Dua nguoi la vao Cong ty khi chua dugc phép; khong tiép khach ding noi qui
dinh.

46.32 Nguoi lao dong khong tuan thu trong viéc mac dong phuc va mang bao hd lao
ddng dugc Cong ty cap phat khi vao lam viéc tai Cong ty.

46.33 Lam dung chttc vu dé€ nhan bat ky tht gi nhu tién bac, qua cap...ttr Khach hang,
ddi tac bén ngoai; lam dung chirc vu cling nhu sy quen biét d€ kiém tién tir cac
tng vién hodc nguoi than cua tng vién thong qua sy gidi thiéu cac ting vién cho
Cong ty; lam dung chtic vu cling nhu sw quen biét dé€ sach nhiéu, mwu tinh loi ich
ca nhan, d¢€ lay tién, qua cap cua nhan vién khac trong Cong ty; lam dung chirc vy,
hodc cong viéc d€ bét xén, 14y tién hay qua cap ctua Cong ty; va bat ky hinh thic
nhan qua t&r bén ngoai ma khoéng théng bao véi Trudng b phan dé biét va tuan
theo chinh sach chong hoi 16 ctia Cong ty;

46.34 An, ngt, chai dau trong phan xudng

46.35 Mang thtrc an, nudc ¢ gas, nudc ngot vao phan xudng; mang non, 4o ca nhan, vat

dung c4d nhan vao phan xudng;

46.36 Xa rac, vai vun, 4o xudng nén nha; dung chan dé€ 1ay ao khi 4o 16 roi xuéng nén
nha;

46.37 Dung vai, 4o d€ lam vat dung gdi dau;

46.38 Khong bao dudng mady theo thoi gian qui dinh cua Cong ty;

46.39 Phéng ué, khac nhd bira bai.

46.40 Xa rac (tui ni 16ng, que tam, gidy goi banh keo, x6i, d6 an thtra...) Viét, vé blra bai

trong pham vi Cong ty (Rac phai dwoc bd gon vao cac thung rac);

46.41 D€ vat liéu, ph€ liéu, chat thai va rac khong dung noi qui dinh;

46.42 Khong tham gia cac chuong trinh phong chong dich bénh, di kham stc khoe dinh
ky do Cong ty to chuc

46.43 Khong tham gia cac cong tac vé sinh, khir doc, khit tring tai noi lam viéc;

46.44 Khong bao cdo ngay, kip thoi cho nguoi c6 trach nhiém khi phat hién nguy co gay
tai nan lao dong hay bénh nghé nghiép;

46.45 Khong tham gia cdc budi huan luyén, huéng dan vé cong tac an toan lao dong, vé
sinh lao dong va tham gia cdc khdéa huan luyén vé thoat hiém;

46.46 Ty y thao go bo phan an toan khi may dang chay (Khi thao b phéan an toan ra dé
bao tri may xong phai lap lai ngay).

46.47 Khong bao cho cép trén biét khi mot bd phéan an toan trén ctia may khong con hoat
dong.
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46.48 Khong dé tay chan kho rao, khong di giay, dép cach dién khi dong hay mo cau dao
dién hodc st dung cac num diéu khién béng dién;

46.49 Ty y di lai cac khu vuc cam khong thudc trach nhiém ctia minh;

46.50 D€ cac phuong tién, san pham, phé liéu sat cac 16i di, ctra thoat hiém, cau dao dién,
phuong tién chita chay, tu thudc so cap ctru; d€ cac phuwong tién, san pham, phé
liéu sat cac 16i di, ctra thoat hiém, cau dao dién, phuwong tién chira chay, ta thudc so
cap cuu;

46.51 Cho mdy van hanh khi khong dam bao chi tiét nam trén mdy va khong c6 nguoi
diing trong pham vi nguy hiém.

46.52 Cau mac, sit dung dién tury tién; mo khéa, nap phun xdng bang cong cu sat thép;

46.53 Khong sap xép vat tu, hang hda trong kho gon gang, ngan nap, khong xép riéng
ting loai c6 khoang cach ngédn chdy, xa mai, xa twong dé tién viéc kiém tra hang va
cttu chira khi can thiét;

46.54 N6 may trong kho cliing nhw noi san xuat khi nhap hang va khi dau xe khong
huwdng dau xe ra ngoai; d€ cac chudng ngai vat trén cac 161 di lai.

46.55 Co hanh vi gay thiét hai tai san ctia Cong ty dwdi 3.000.000 VND;

46.56 Biét ma khong td giac hanh vi vi pham cta nhan vién khéc;

46.57 Khong chdp hanh Quyét Dinh, Thong Bao, Quy Pinh, Quy Trinh, Chinh Sach cua
Cong ty (trtt treong hop cac van ban cua Cong ty trdi quy dinh véi phap luat lao
dong);

46.58 Lam xao tron céc thiét bi, d6 dac, van ban, cac thdng bao trén bang thong tin cua
Cong ty;

46.59 Nguoi lao ddng c6 hanh vi bi xt ly ky luat kéo dai thoi han nang luwong ¢ tinh tiét
duwoc giam nhe.

Diéu 47. Kéo Dai Thoi Han Nang Lwong Khong Qua 6 Thang
Nhan vién sé bi xtt ly ky luat theo hinh thitc kéo dai thoi han nang lwong khong qua 6
thang khi vi pham mot trong cac diéu sau:

47.1 Da bi xtt ly ky luét khién trach b:?mg van ban trong thoi gian chwra x6a ky luat lai tai
pham chinh hanh vi da vi pham;

47.2 Ty y stt dung cac may moc, thiét bi cta cac bd phan khac trong phan xudng, ngoai
pham vi lam viéc va trach nhiém cong viéc cua minh;

47.3 Quay phim, chup hinh trong khu vuc san xuat cong ty hodc san pham ctia Cong ty
khi chua dwoc phép;

47.4 C6 hanh vi gay thiét hai tai san cua Cong ty cé gid tri tir 3.000.000 VND dén dudi

5.000.000 VND;
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47.5 Mang vao Cong ty hay phan xwong bat ky vat dung nao lién quan dén nganh may
nhu: Vai, kéo, kim may, chi, sudt chi va cac dung cu sdc nhon.

47.6 Udng ruou, bia hoac d6 udng giai khat ¢ chat con hodc chat kich thich trude va
trong gio lam viéc va bat ¢t noi nao, ltic nao trong pham vi Cong ty hodc vao ca
lam viéc trong tinh trang c6 mui rwou, bia;

47.7 Doc bao, truyén trong gio lam viéc ngoai trir phuc vu cho cong tac chuyén mon;

47.8 Lui t6i nhitng khu viec ma minh khéng ¢ phan sy, luc loi h6 so nguoi khac nham

stt dung thong tin theo muc dich riéng;

47.9 St dung ltra, dién, gas...dun néu, noi san xuat, nhiing noi cam lkta va khuoén vién

Cong ty;

47.10 Khong kiém tra va tit den, quat, mdy, thiét bi dién trudc khi ra vé; dung gidy bac,
day dong thay cau chi; ding day dién cam truc tiép vao & cam dién; dé cac chat dé
chdy, nd gan cau chi, tap 16 dién va duong day dan dién..

47.11 Gay g6, khong ton trong cap quan ly Cong ty.

47.12 Chi trich, dwa ra nhing tin don that thiét; binh luan ba bai, lam mat uy tin cta
ngwoi khac trong Cong ty.

47.13 Quady rdi tinh duc phi 10i néi.

47.15 Khiéu nai, t0 cao sai sy that vé quay r6i tinh duc tai noi lam viéc;

47.16 Nguoi lao ddng c6 hanh vi bi xt 1y ky luat sa thai ¢é tinh tiét dwgc giam nhe

47.17 Trong thoi gian hiéu lyc ctia Quyét Dinh xtt ly ky luat lao dong quy dinh tai Diéu
nay thi ngwoi lao dong bi xt 1y ky luat lao dong khong dugc dwa vao dién xem xét
tang lwong dinh ky cta lan gan nhat.

Diéu 48. Cach Chitrc

48.1 Cach chirc la hinh thic xt ly ky ludt lao dong ap dung d6i véi nguoi lao dong co

chttc vu tit vi tri phd phong trd 1én.

48.2 Nguoi lao dong bi cach chirc s€ bi twdc chikc vu hién tai duoc bo nhiém xudng 01

(mot) cap lién ké cap chic vu bi tude.

48.3 Luong, va cac khoan phu cdp, tro cap sé dugc tra tuong tng voi quy dinh cua
Codng ty d6i voi chire vu mdi cua nguoi lao dong sau khi ¢6 tham khao y kién cta
Pai dién Ban Chap Hanh Céng Poan Co S¢. Pham vi cong viéc; chirc nang,
nhiém vy; chd ngdi; noi lam viéc sé theo quy dinh ctia Cong ty ddi véi chiec vu
moi nay.

48.4 Nguoi lao dong c6 hanh vi (i) vi pham tai Diéu 47; (ii) thoa man diéu kién tai
Diéu 48.1; va (iii) cd xac nhan ctia quan ly cap trén tryc tiép vé thai do hoac/va
hanh vi lam viéc khong dat yéu cau cua Cong ty thi bi xt ly ky luat lao dong hinh
thitc cach chure.
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Diéu 49. Sa Thai

49.1

49.2

49.3

494

49.5

49.6

Nguoi lao dong c6 hanh vi trém cip, tham 6, danh bac, ¢8 ¥ gay thwong tich, st

dung ma tay tai noi lam viéc.

Nguoi lao ddng cé hanh vi tiét 10 bi mat kinh doanh, bi méat cdng nghé, xam

pham quyén sé hitu tri tué cua nguoi st dung lao dong;

Nguoi lao dong c6 hanh vi gay thiét hai nghiém trong hodc dac biét nghiém

trong dén dén tai san, loi ich ctia Cong ty.

Nguoi lao dong c6 hanh vi quay r6i tinh duc thé chat va quay r6i tinh duc trao
doi tai noi lam viéc

Nguoi lao dong bi xtt ly ky luat lao dong kéo dai thoi han nang lwong ma tai
pham trong thoi gian chwa xoa ky luat lao dong; hoac bi xt ly ky luat lao dong

cach chirc ma tai pham.

Tai pham la treong hop nguwoi lao dong lap lai hanh vi vi pham da bi xt&t ly ky
luat lao ddng ma chua duoc xo6a ky luat lao ddng theo quy dinh tai DBiéu 126 cta
B0 luat Lao dong;

Nguoi lao dong tu y bo viéc 05 ngay cong don trong thoi han 30 ngay; hoac 20
ngay cong don trong thoi han 365 ngay tinh tir ngay dau tién tu y bd viéc ma

khong co ly do chinh dang.

49.7 Nguoi lao ddng c6 hanh vi de doa gay thiét hai dac biét nghiém trong vé tai san,

loi ich ctia Cong ty cu thé nhu:

49.7.1 Moi hanh vi gia mao hd so, ching tt, tai liéu, van ban nhdm muc dich

chiém dung hodc chiém doat tai san ctia Cong ty;

49.7.2 Hut thudc 14 hodc str dung cac cong cy, dung cy, phwong tién tao ra moi
Itra, tia Ita, khoi 6 noi khong duoc phép nhu: (i) kho hang; (ii) trong khu
vuc san xudt, van phong lam viéc; (iii) noi dé€ hang hoa, nguyén phu liéu;
(iv) noi hodc khu vire d€ chat dé chdy, nd; (v) noi khac ngoai pham vi

Cong ty cho phép;

49.7.3 Khong tuan tht sy hudng dan caa cap trén quan ly truec tiép; hodc khong
tuan thu quy dinh, quy trinh, chinh sdch, huéng dan, thong bao ctia Cong
ty d€ xay ra (i) chay, no; (ii) tai nan lao dong; (iii) lay truyén dich bénh
nguy hiém; (iv) mat an toan vé sinh lao dong; (v) dinh tré san xuat dan
dén khong xuat san xuat duoc hodc lam hu hong san pham caa Cong ty ;

49.7.4 Gia mao chit ky, chttc vy, bat tich dwdi moi hinh thirc ctia cdp quan ly
Cong ty, nguoi co6 thdm quyén trén cac van ban, ho so, ching ttr, tai liéu
nham muc dich lam phat sinh nghia vu phai tra cho bén thit ba hoic cho

chinh ngwoi lao dong vi pham;
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49.7.5 Tu y stt dung con ddu ctia Cong ty dong lén ch ky; cac van ban, ho so,
ching tt, tai liéu nh3m muc dich 1am phat sinh nghia vu phai tra cho bén
thit ba hodc cho chinh ngwoi lao dong vi pham;

49.7.6 Mang vao trong Cong ty, cat gidu, tang trt, mua ban cac chat kich thich
nhu: ma tay, ruou, chat vat liéu dé chay, no; v khi, vat sdc, nhon, hda
chat, chat gay 6 nhiém, dong vat hoang da;

49.7.7 Nhan hoi 160 dwdi moi hinh thic tir khach hang, doi tac, dong nghiép dé
thirc hién hanh vi ¢6 1¢i cho ho.

49.7.8 Ty y lam trai nham muc dich d&€ Cong ty: (i) bi phat, hodc phai boi
thuong thiét hai cho khach hang, ddi tac; (ii) bi x phat hanh chinh, hoac
bi xt ly & mic d6 nang hon bdi Co Quan Nha Nudc 6 tham quyén; (iii)
bi mat uy tin, thwong hiéu véi doi tac, khach hang; (iv) hoac bi thiét hai
tai san.

49.7.9 Nhan qua biéu, tién, hién vat, tai san dwdi moi hinh thirc 1a phan lai qua
cua khéach hang, ddi tac.

49.7.10 Nang khong gia tri don hang, hop dong, gia tri giao dich d€ hudng chénh
léch.

49.7.11 C6 y lam sai ho so, ching tw, tai liéu, sO liéu, dt liéu; lam sai theo quy
trinh, chinh sach, hwéng dan, quy dinh dé Cong ty phai boi thuong, bi
phat béi déi tac, khach hang.

49.7.12 C6 hanh vi kich dong nguoi lao dong khac khong lam viéc, bo viéc ma
khong xin phép, thoi viéc.

49.7.13 Tiép tuc to chirc, xti giuc, gitp stc, tham gia dinh cdng sau khi Toa an da
tuyén bd cudc dinh cong la trai luat.

49.7.14 D&i xt gy ton hai cho nhan vién nham tra thu viéc tt chdi nhitng 10i tan
tinh goi duc

49.7.15 C6 hanh vi vu khdng, bia dat nham muc dich xtc pham danh dyg, nhan
phdm, uy tin cta cap quan ly trén cac phuwong tién thong tin dai ching,
mang xa hoi, mang noi bo.

Piéu 50. Trach Nhiém Vat Chat

50.1 Nguoi lao dong lam hu hong dung cuy, thiét bi hodc c6 hanh vi khac gay thiét hai
tai san cua Cong ty thi sé boi thwdng nhu quy dinh tai Biéu 50.2.

50.2 Truong hop nguoi lao dong gay thiét hai khong nghiém trong do so suat véi gia
tri khong qua 10 thang lwong t6i thiéu vung do Chinh phu cong b6 duoc ap dung
tai noi nguoi lao dong lam viéc thi ngwoi lao ddng phai boi thwong toi da la 03
théng tién lwong va bi khdu trit hang thang vao lwong nhung khong qué 30% tién
luong thuee tra hang thang cho nguoi lao ddng sau khi trich ndp cac khoan bao
hiém xa hoi bat budc, bao hiém y t& bao hiém that nghiép, thué thu nhap ca

nhan.
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50.3

50.4

50.5

50.6

Nguoi lao dong lam mat dung cu, thiét bi, tai san cua nguoi st dung lao dong
hoac tai san khac do nguoi sit dung lao dong giao hodc tiéu hao vat tw qua dinh
mttc cho phép thi phai boi thuong thiét hai mét phan hodc toan b theo thoi gia
thi truong hoac Noi quy lao dong; treong hop ¢b hop dong trach nhiém thi phai
boi thuong theo hgp dong trach nhiém.

Truong hop do thién tai, hoa hoan, dich hoa, dich bénh nguy hi€ém, tham hoa, sy
kién xay ra khach quan khong thé luong truwdc duwoc va khong thé khac phuc
duoc mdc du da ap dung moi bién phap can thiét va kha nang cho phép thi

nguoi lao dong khong phai boi thuong theo quy dinh tai Biéu 50.1, 50.3.

Quy trinh, thu tuc, thoi hiéu x&r ly boi thuong thiét hai quy dinh tai Biéu 50.1,
50.3 sé theo quy dinh phap luat, Quy dinh Cong ty. Nguoi ¢d thim quyén ky
Hop Bong Lao Pong 1a nguoi c6 thdm quyén xt ly boi thuong thiét hai.

Nguoi lao dong trong thoi gian bi khau trir lvong dé thuc hién boi thuong thiét
hai ma c¢6 Pon Xin Thoi Viéc, ty y bo viéc dén mirc bi don phwong cham dut Hop
Pong Lao Dong, bi xtt ly ky luat b?!mg hinh thttc sa thai thi ngroi lao dong co

trach nhiém tra hét mot Jan so tién phai boi thuong con lai.

Piéu 51. Hiéu Lwc Thi Hanh

51.1 Ban No¢i Quy Lao Pdng nay c6 hiéu luc sau 15 ngay ké tir ngay Co Quan Nha

Nuwéc c6 tham quyén nhan duoc ho so dang ky Noi Quy Lao Pong cua Cong ty.

51.2 Nhiing van dé chua dugc quy dinh trong Ban Noi Quy Lao Pong sé can ctt vao

B luat lao dong hién hanh va cdc van ban dwdéi luat c6 lién quan dang cé hiéu
luc hoac cac quy dinh phap luat c6 lién quan d€ gidi quyét; Hoac dua vao Quyét
DPinh ctia Ban Gidm Ddc trén co s6 khong trai véi B Ludt Lao Pong va cac luat
hién hanh khac cua Nudc Cong Hoa Xa Hoi Chua Nghia Viét Nam.

51.2 Trong qua trinh ap dung, néu nhitng quy dinh phap luat c6 thay d6i lam trai véi

quy dinh tai Ban N6i Quy Lao Dong nay thi 4p dung theo quy dinh phap luat
hién hanh va tién hanh stra d6i , dang ky lai Noi Quy Lao Bong.

Pong Nai, ngay ___thang ___ nam 2021
TONG GIAM DOC/ MANAGING DIRECTOR

MADHAWA ATAPATTU
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