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VIET TAT

= NQLD : Noi quy lao dong
= KLLD : Ky luat lao dong
= NLD: Ngudi lao dong

= HDPLD: Hdp dong lao dong




LUAT LIEN QUAN

= BO ludt Lao dong s6 45/2019/QH14 ngay 20 thang 11 ndm
2019;
= Nghidinh s6 145/2020/ND-CP ngay 14 thang 12 nam 2020;

Va

= Nghi dinh s612/2022/NB-CP ngay 17/01/2022.




NOI QUY LAO BDONG

NQLD [a mét bd quy tac Ung xU ma ngudi lao dong can tuan thd khi lam viéc cho ngudi su
dung lao dong. Viéc khong tuan thu coé thé khién ngudi lao dong bi xu ly ky luat lao dong.

NQLD phai bao gom cac néi dung chinh sau day:

= Thgi gid lam viéc va nghi ngdi;

= Trat tu tai nGi lam Viéc;

= An toan, vé sinh lao dong tai nai lam viéc;

= Phong chdéng quay roi tinh duc tai nai lam viéc va quy trinh xd ly quay roi tinh duc;

= Bdo vé tai san va bi mat kinh doanh, cdng nghé;

= Quy dinh vé tam thdi chuyén ngudi lao dong sang lam céng viéc khac;

= Ky luat lao dong: Hanh vi vi pham ndi quy lao déng, xU phat vi pham va chiu trach nhiém boi
thudng thiét hai; va

= Tham quyén xU ly vi pham ndi quy lao ddng va trach nhiém vat chat.
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NOI QUY LAO PONG

Cong ty phai ban hanh NQLD bang van ban néu cé tu 10 nhan vién trg 1én.

Cong ty can gui NQLD (1) cho t6 chuiic dai dién ngudi lao déng tai co s3 va; (2) cho c3d quan
quan ly lao ddéng nai Cong ty coé chi nhanh, van phong dai dién, dia diém kinh doanh, cc sd
san xuat; (3) théng bdo cho NLD vé NQLD; va (4) niém yét cac ndi dung chinh cda NQLD tai
Nai lam viéc.

NQLD cé hiéu luc sau 15 ngay ké tU ngay ca quan quan ly lao dé6ng nhan dugc day du ho sac
dang ky.

Ban hanh NQLDP khong don thuan la tuadn thu phap ly lao dong. NQLD gidp cho NLD cé su
hiéu biét ré rang va day du vé cac quy tac Ung xU tai ndi lam viéc. Can than trong viéc soan
thao ndi dung cla NQLD |a mot diéu can thiét.

Néu tham khao y kién cua td chuc dai dién ngudi lao ddng tai co s3 trudc khi ban hanh
NQLD co6 thé bi phat hanh chinh tU 10 — 20 triéu déng. Quan trong han, néu khéng cé NQLD
dudc dang ky hap 1, rat kho - thuc su la khong thé - dé cong ty ap dung cac hinh thuic ky
luat lao déng doi véi NLD.
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CAC HINH THUC XU LY KY LUAT LAO PONG

Khién trach

Kéo dai thdl han nang luong khéng qua 6 thang

Cach chuc

Sa thai
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Y0

n cU deé sa thai

Ca

Ngugi lao déng tuy bo viéc tong cdng 05 ngay

Trom cap
cbng don trong thai han 30 ngay hoac tong
cbng 20 ngay trong vong 365 ngay ké tU ngay

Tham 6 dau tien khang di lam ma khaéng cé Iy do
chinh dang.

Cd3 bac

Vi pham nhiéu lan (vi pham da bi xJ ly ky luat
bang hinh thidc kéo dai thdi han nang luang

Co y gay thuang tich khoéng qua 6 thang, cach chuc).

SU dung ma tdy tai nai lam viéc

Thuc hién hanh vi gay thiét hai nghiém trong
xam pham quyén s3 h{fu tri tué cla ngudgi su tai san, Igi ich cla ngusi st dung lao déng

dung lao dong

Quay roi tinh duc tai nai lam viéc CUESI © VEEELD =




QUY TRINH XU LY KY LUAT LAO DONG

Budc 1: Xac dinh vi pham

Vi pham phai dudc lap thanh van ban va gui Thu thap bang ching dé ching minh cac
dén to chuc dai dién ngugdi lao ddng tai cd s3 hanh vi vi pham clia ngudi lao ddng

A 4

Budc 2: Hop ky luat lao dong

L3i khai, bang ching, bao chia Xem xét I8i khai, ngudi ra quyét dinh

A 4

Budc 3: Ra quyét dinh ky luat

Gd3i quyét dinh ky luat cho cac bén tham du
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HO SG KY LUAT
Budc | Budc 2 Budc 3

Bdo cdo vi pham Thoéng bao cudc hop xur ly ky
luat lao dong

Quyét dinh ky luat

Thoéng bao vi pham cho ngudi

lao doNg va cong doan ca sd yjam du %{@C hop, IGi khai Van ban vé viéc gdi quyét dinh
dai dién cho ngusi lao déng ang van ban ky luat

Tai lidu/ching cd xac dinh 16i Bién ban hop xu ly ky luat lao

clia Nngudi lao ddng dong

Cac tai liéu khac:

m Quyét dinh tam dinh chi cong viéc trudc khi quyét dinh ap dung xu ly ky luat lao déng
m Diéu tra ndi bo (I8i khai, tai liéu, ching cl, bdo cdo diéu tra,...)
m VY kién cla luat su clia ngudi lao ddong

m Trudng hdp ngugdi lao déng bi xU ly ky luat la thanh vién cla té chic dai dién ngugi lao déng thi ho sa ky luat phai cé
bang ching tham khao va théng nhat véi té chuic dai dién ngudi lao dong va bdo cdo ca quan lao ddng cap tinh.
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RESTRICTIONS ON LABOR DISCIPLINE

n ‘ Xam pham sutc khoe, danh du, tinh mang, uy tin, nhan pham cla ngudi lao dong.

Phat tién, cat luong thay viéc xd ly ky luat lao dong.

hoac khong thoa thuan trong hgp dong lao ddng da giao két hodc phap luat vé lao déng khong cé quy dinh.

ﬂ ‘ XU ly ky luat lao ddng doi véi ngudi lao ddng cd hanh vi vi pham khéng dugc quy dinh trong ndi quy lao dong ‘
Ap dung nhiéu hinh thuc xt ly ky luat cho mét hanh vi vi pham ‘

Ap dung ky luat lao déng khi ngusi lao ddng (a) Nghi 8m dau, diéu dudng; nghi viéc dugc su déng y cla ngudi
s’ dung lao déng; (b) Bang bi tam gil, tam giam; (c) Bang chd két qua cla cd quan cé tham quyén diéu tra
xac minh va két luan doi véi hanh vi vi pham dugc quy dinh tai khoan 1 va khoan 2 Biéu 125 cua Bo luat lao

dong (trébm cap, ca cudc, tiét |6 bi mat kinh doanh, cong nghé,...); (d) Ngudi lao ddng nl mang thai; ngugi lao

doéng nghi thai san, nudi con dudi 12 thang tudi.
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CAC VAN BE KHAC:

m Thdai hiéu xU ly ky luat lao dong: 6 thang hoac 12 thdng ké tU ngay xay ra hanh vi vi
pham.

m X6a hanh vi vi pham: Hanh vi vi pham cua ngudi lao ddng dugc xda sau 03 thang sau
khi ngudi lao ddng bi khién trach, 06 thang sau khi da dugc hoan tang luong hoac
sau 03 nam trong trudng hgp bi cach chidc. Néu hanh vi vi pham cla ngudi lao déng
da dudc xdéa va néu ngudi lao ddng doé tai pham thi khéng dudc xem doé la "vi pham
nhiéu lan".

m Tham quyén xU ly ky luat: phai dudc ghi ré trong ndi quy lao dong.

-Camon -
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