CONG TY CO PHAN GIAM PINH CONG HOA XA HOI CHU NGHIA VIET NAM

CA PHE VA HANG HOA XNK Poc lap - Ty do - Hanh phic
(CAFECONTROL) e 10 S—
S6: 05/CT-TCCB/NQ TP. Ho Chi Minh, ngay 30 thdng 06 ndm 2019
NOI QUY LAO PONG

- Cin ct B ludt lao dong nuGc Cong hoa Xa hoi Chu nghia Viét Nam da
stta doi.

- Cin ct Nghi dinh 41/CP ctia Chinh pht qui dinh chi ti€t va Thong tu 19
ngay 22/09/2003 huéng din thi hanh mdt sd diéu clda Bo luit Lao dong vé ky luat
lao dong va trich nhiém vat chidt di dugc sira d6i bd sung tai Nghi dinh
33/2003/ND-CP ngay 04/02/2003 ctia Chinh pha.

- Cin ctt Piéu 1é td chiic va hoat dong ctia Cong ty C6 phan Gidm dinh Ca
phé va Hang h6a XNK.

- Cén ctt chitc ning nhiém vu, tinh hinh thyc t€ va tinh ch4t dic thl riéng
clia Cong ty. Nay Cong ty C6 phan Gidm dinh Ca phé va Hang héa XNK qui dinh
ndi qui lao dong cho ngudi lao dong v48i ndi dung nhu sau:

I/ THOI GIAN LAM VIEC:

Tuin lam viéc 44 gid vio mia vu c6 thé ting cudng 48 gid.

1. Vian phong:

- Ngay lam viéc 8 gid: Sang tir 7h30° — 11h30’; Chiéu tir 13h00” — 17h00’
(thdng thdi vu phai ddp dng yéu ciu cla khach hang).

- Chap hanh nghiém chinh thdi gian 1am viéc khong di mudn vé sém, khong
lam viéc ri€ng va tap trung ndi chuyén ri€ng trong gid lam viéc.

2. Hién truong:

- Séng tir 7h30° cho dén khi k€&t thic cong viéc dugc phan cong.

- Do tinh dic thi cdng viéc nhim d4p Gng yéu cau clia khach hiang thdi gian
lam viéc khong &n dinh phai theo sy phan cdng cia phu trach truc ti€p va phong.

3. Nghi phép, nghi 18, nghi T&t:

- Nghi phép ngudi lao dong tuy theo tinh chit cong viéc dugc nghi 12 ngay
hodc 14 ngay phép nim hudng nguyén luong.

- Phép ndim nao nghi ndim d6 (trr trudng hgp ban cong tdc chuyén modn dugc
lanh dao phong xdc nhan va Gidm ddc dong y gidi quyé&t phép sang qiii I nim sau).

- Nhitng ngay 1& — t&t ngudi lao dong thuc hién theo Piéu 73 clia Bo Luat
lao ddng nghi 1am viéc, n€u do nhu ciu cong tic cda Cong ty ngudi lao dong vin
phéi di lam theo sy phidn cdng va dugc hudng luong theo qui dinh.

- Cédc trudng hgp nghi dugc coi c6 1y do chinh ddng:



+ Nghi bénh (6m dau) : Do bdn thin 6m va c6 gidy nghi 6m clia co s8 y t&
c6 thAim quyén theo qui dinh cta phdp luit hoic c¢é xdc nhin clia co sd y t& dudgc
thanh 1ap hgp phdap kham va diéu tri.

+ N&u ngudi lao dong bi bénh thi ngudi than cla ngudi lao dong thong bdo
cho cong ty trong thdi gian s6m nhAt.

+ Trudng hgp nghi nhi€u ngay lién ti€p thi sau khi nghi bénh ngudi lao dong
phdi nop don xin nghi bénh cling v6i gidy xdc nhan clia Bdc si, n€u khong sé& bi
khau trir vao ngdy phép nim.

+ Dot xuit do thién tai hod hoan c6 xdc nhan ciia UBND xa, phudng ndi xay
ra tai nan.

+ Do thdn nhin 6m trong trudng hop cap citu va c¢6 x4dc nhin cla cd s§ y t&
dudc thanh 14p hop phdp ti€p nhadn khdm va diéu tri. ThAn nhin bi 6m gdém : BJ,
me dé ; B&, me vd hoic chdng ; con.

4. Thu tuc xin nghi phép:

Th&m quyén cho phép nghi:

- T6 trudng (hién trudng) chi gidi quyét dudc nghi V2 ngay.

- CB-CNV céc phong ban nghi déu phai c6 ¥ ki€n phu trach.

- Thd tuc xin nghi va thAim quyén cho phép ngudi lao dong nghi trong cic
trudng hgp trén :

+ Ngudi lao dong mudn nghi phép ndm thi phdi lam don va dudc su chip
thuan cla cip trén. Trong cdc trudng hdp nghi tir 05 ngay trd 1€n thi phdi lam don
xin nghi phép trudc 02 tuan 1.

+ Trudng hop nghi dot xuat phdi dién thoai vé cong ty va khi trd vé phdi
lam don gidi trinh va chitng tir hgp 1& bé tic thd tuc xin phép. Moi trudng hop
khong tuan thd qui dinh trén dugc coi 12 ving mit khong 1y do. Lanh dao tir pho
phong tr§ 1&n trudc khi nghi phdi lam don trinh Gidm ddc chdp thudn méi dugc
nghi.

5. ThAm quyén cho phép nghi:
- T8 trudng (hién trudng) chi gidi quyét dugc nghi Y2 ngay.
- Ngudi lao dong cdc phong ban nghi déu phai c6 y ki€n phu trach.

I/ NOI QUI LAM VIEC:

=> Qui dinh chung:

- Nghiém chinh chap hanh sy phin cong, cong tic clia cdn bo 1anh dao truc
ti€p va phong, khong tu ¥ thay ddi hoidc tir chdi cong viéc dude giao.

- Ludn trao ddi dao ditc nghé nghiép, phdi trung thyc va hoan thanh tot
nhiém vu dudc giao.

- Thuc hién nép sdng vin minh lich sy, trang phuc gon gang, sach s&. Tadc
phong khiém t6n, néi ning nhe nhang, vui vé& hdoa nhi v46i moi ngudi, quan hé ot
v4i khdach hang va cdc cd quan c6 lién quan.




1. Qui dinh vao ra cong ty trong va ngoai gio lam viéc:

- Trong gi 1am viéc ngudi lao ddng phai c6 mit tai dia diém lam viéc theo
qui dinh, khong dudc lam bat cif cong viéc riéng nao ngoai cong viéc dugc giao.

- Khong dudc ving mit tai cdc dia diém lam viéc n€u khong c6 1y do chinh
ddang va phai thong bdo cho cip trén biét mdi khi ra ngoai cong tic.

- Khong dudc ra vao cong ty ngoai gid 1am viéc va cdc ngay nghi néu khong
dudc sy dong ¥ clia cap trén.

- Khong gy mit trat ty trong gid 1am viéc.

2. Qui dinh viéc ti€p khach trong doanh nghiép:

- Khong giao ti€p bing vin bin hoic néi chuyén trong cdng ty, hay giao tiép
vdi nhitng ngudi bén ngoii cong ty véi nhitng ndi dung cé thé cong kich nhau.

- Khong dudc sit dung mdy tinh clia cong ty lam viéc riéng, d€ chuyén hoic
nhin nhitng vin bén, hinh 4nh mang tinh ky thi ton gido, din toc hodc bat ky ndi
dung nao c6 y quay rdi hay ling ma ngudi khic.

3. Khi lam viéc ¢ hién truong phai thye hién nghiém tic qui dinh sau:

- Chuén bi diy dd dung cu, hd sd gidy t§ va khan truong d&€n hién trudng
ding thdi gian yéu cdu clia khach hang. Khong gdy chim tré, dch tic cho khich
hang. N&u c6 1y do dot xudt hay chua c6 hang héa hoidc khi hoan tat 16 hang phai
kip thdi bao cho phu trich truc ti€p va phong dé diéu hanh cong viéc cho phit hdp.

- Cac cang va kho ngoai quan da dugc phin cong phdi cé mit ding gig qui
dinh.

- Chap hanh ndi qui lao dong, khong rdi noi dang cong tdc di lam viéc riéng,
nghiém c4m chdi ¢d, ddnh bai, udng rugu bia va cdc chat kich thich trong gid 1am
viéc, lic chd dgi va gid trua cho dén khi k&t thiic cong viéc trong ngay. N&€u phat
hién c6 bi€u hién bi tdc dong clia cdn hoic cdc loai thudc ba't hop phap hoic dinh
bai, ddnh bac sé khong dugc cho lam viéc va phai bi x& 1y ky ludt theo qui dinh.

- Nghiém chinh thuc hién ding cdc qui trinh cda Cong ty dé ra va phl hgp
véi qui dinh cia hgp dong hoic L/C. Khi c6 phdt sinh tranh chap hoidc c6 van dé gi
x4y ra & hién trudng cin phdi bdo ngay cho lanh dao (phong hoic cong ty) xin ¥
kién chi dao.

- Quan hé t8t v4i khdach hang va nghiém cAm khong dugc gay khé dé, doi
héi khach hang. Chdng moi hanh vi tiéu cyc 1am ma't uy tin clia cong ty.

- Khi hoan thanh mot cong viéc (chirng nhan, gidm dinh, gidm sat, ki€m
d€m, khi¥ tring, hang hai...) phdi tong két s§ liéu, mau hang qui dinh (n€u ¢6), 1ap
hd sd ky va ghi tén day dd ghi vé phong truc ti€p quan 1y, mdi ngudi lao ddong phai
chiu trach nhiém vé chat lugng cong viéc do minh ddm nhin, k€ ca trdch nhiém
vat chat theo tirng vu viéc trudc cong ty va cd quan phap luat.

III. AN TOAN LAO PONG, VE SINH LAO PONG NOI LAM VIEC

- Trach nhiém ctia ngudi st dung lao dong:



+ Cong ty phdi bdo ddm vé sinh trong mdi trudng lam viéc va an toan cho
nguoi lao dong.

+ Cong ty td chitc kham stc khde dinh ky hang nim cho ngudi lao dong.

- Khi 1am viéc chdp hanh nghiém chinh qui trinh c6ng nghé va ndi qui an
toan vé sinh lao dong : Ngudi lao dong lam viéc tai hién trudng phdi mic dong
phuc (bd phan dugc cip phat), ddi nén bdo hiém diy dd (bdo hd lao dong). St
dung trang bi bdo hd lao dong va dung cu chuyén mdn dudc cAp phit lam viéc,
phdi bdo quan giif gin cAn thain n€u mA't phai bdi thudng.

- B6i v6i dung cu thi€t bi, mdy méc chuyén mdn vin phong, dung cu phong
thi nghiém, ngudi dugc phan cong quan 1y phai st dung ding qui trinh k¥ thuit va
ki€m tra dinh ky.

- Giit gin, bdo quin cédc thi€t bi mdy méc khi dugc phan cong sit dung, néu
thdy c6 hién tugng khac thudng hoidc hu hdng phdi bdo ngay ngudi ¢ trdch nhiém
gidi quyét.

- Chap hanh ndi qui vé an toan lao dong vd PCCC, khdng dugc hiit thudc
trong kho va phong lam viéc.

- Gift vé& sinh chung cdc phong lam viéc, hing tudn tham gia vé sinh toan
cong ty. Khi hét gid ra vé cac phong ki€m tra cdc thiét bi dién va tit dién, nuc noi
lam viéc, nhan vién bdo vé c6 trach nhiém ki€m tra tit cau giao chinh cda cong ty
khi ngudi lao dong da ra vé.

- Phai triét @€ chdp hanh qui ch€ PCCC, khong dudc mang vt chdy nd vao
cOng ty.

IV/ BAO VE TAI SAN, Bi MAT CONG NGHE (TAI LIEU, PHUONG PHAP
MAU MA:

1. Bao vé tai san:

- M&i ngudi lao dong phdi trung thuc that tha, c6 ¥ thitic bdo vé tai sdn clia
cong (dung cu mdy mdc, thi€t bi clia cd quan), thuc hién tiét kiém chdng lang phi,
dé cao cdnh gidc giif gin bi mat.

- Lam mat, 1am hu hdng dung cu mdy méc do nguyén nhian chd quan thi
phai bdi thudng theo gi thi trudng. Do nguyén khich quan linh dao s& xem xét
tirng su viéc cu thé ma qui trach nhiém.

- Tuyét d6i khong dugc st dung dung cu mdy méc vao muc dich riéng tu ké
ca viéc st dung dién thoai.

- Khong dugc xam pham, 18y cip (k€ cd miu hang héa), phd hoai tai sin
ctia cOng ty hay tai san clia ngudi lao dong.

- Khong dudc bi€n thd gian 14n tai chinh.

2. Bi mit cong nghé (taili€u va cac phuong phap ):

- Ludn dé cao cdnh gidc khong dugc ti€t 1o cong viéc clia cong ty cho nhitng
ngudi khong c6 trach nhiém biét, khdong dugc vao cdc bd phan khong lién quan t6i
cong viéc dudc giao.



- Khong dude chuyén giao nhitng chi ti€t nghiép vu (cdc loai qui trinh, gid
cé, hop ddng, L/C, s6 lugng, chat lugng, chirng tir k& todn......) clia cong ty du dudi
ba't cit hinh thitc ndo néu khdng dugc giam doc cho phép.

- Ngudi lao dong dugc giao luu gilt hd sd n€u mat hoic bi tiét 19, tlly vao
muc do sai pham s& xtr 1y ky ludt thich ding.

3. Bi mat thong tin cd nhan

- Cdc thong tin cd nhan s€ dudc gilr kin hoan toan va chi dugc truy cip khi
dudc Ban Gidm doc cho phép.

- C4c thong tin lién quan dén trinh dd va viéc 1am clda mdi ngudi lao dong
vdi cong ty dudc luu trit tai phong T6 chitc Hanh chinh cda cong ty.

- Cap trén c6 thé mugn tai liéu cd nhan khi ¢6 1y do chinh ddng va céc tai
liéu cap dudi quyén hay nhitng ngudi c6 lién quan t6i bd phin clia ho. CAp trén
phai bao ddm 1a khong c6 ngudi khac st dung cdc tai liéu nay.

- Ngudi lao dong c6 thé dugc phép xem tai li€u ciia minh khi ¢6 sy hién dién
clia cip trén hodc Gidm doc.

V/ HINH THUC XU LY KY LUAT LAO PONG VA TRACH NHIEM VAT
CHAT:

- C4c phong, ban, chi nhdnh cé trach nhiém ki€m tra don ddc, duy tri viéc
thuc hién Noi qui lao dong ctia Cong ty da dé ra.

- Mdi ngudi lao dong phai ty gidc chdp hanh Noi qui lao dong. Néu ngudi
lao ddng nao vi pham tiy theo midc dd vi pham s€ bi x 1y hinh thic ky ludt mot
trong nhitng hinh thitc sau :

1. Cac hanh vi vi pham ky luat lao dong:

- Vi pham ndi qui vé thdi gian lam viéc, thdi gian nghi ngdi cla cong ty.

- Vi pham ndi qui lam viéc.

- Khong chdp hainh ménh 1&énh diéu hanh cong viéc clia ngudi st dung lao
dong, n€u ménh 1énh ndy ding va khong dnh hudng cho doanh nghiép hay bat ky
c4 nhan ndo vé tai sdn va tinh mang.

- Vi pham ndi qui vé an toan lao dong va vé sinh lao dong.

- Vi pham qui dinh v€ bdo vé tai sdn va bi mit cdng nghé clia cong ty.

- C6 hanh vi trdm c4p, tham 6 va phé hoai cong ty.

2. Hinh thie xi 1y :

a/ Hinh thiic khién trach bang miéng :

DP6i véi cdc trudng hdp vi pham ky luat 1dn dau, nhung khong giy ra hiéu
qua nghiém trong 4nh hudng dén hoat dong dich vu kinh doanh ctia cong ty. C4c vi
pham ky luit sau s& dugc khién trach bing miéng :

+ Nghi viéc khong 1y do 02 ngay cdng don trong 01 thang.

+ GAay mat trat ty trong gid 1am viéc.

+ Phong thdi va trang phuc khong thich hgp v6i cong vi€c cling nhu ndi lam
viéc, hién trudng khong mic dong phuc.



+ C6 thai dd khi€m nhi ddi v6i cap trén va dong nghiép.

+ Gay kho dé vé6i khach hang.

+ Khong tudn thii cdc qui dinh, tiéu chuin vé an toan, vé sinh lao dong da
qui dinh.

b/ Hinh thiic khién trach bang vdn bdn:

N&u vi pham cédc 16i néu trén 1an thit 2 trong vong 01 thang hodic vi pham
1an dau (mic d6 ning) cdc hinh thic vi pham sau:

+ St dung danh nghia c6ng ty cho viéc riéng.

+ Khong hoan thanh nhi€ém vu, cong viéc dugc giao ma khdng c6 ly do
chinh déng.

+ Khong chdp hanh ménh I1énh clia ngudi st dung lao dong.

+ Pong pham, che diu cdc hanh vi vi pham clia cong ty.

+ Can trd giao dich giita cong ty va khach hang, va ngudc lai.

+ Gid mao chitng nhan ctia Bic si hodc nhitng gidy tJ khac d€ lira doi cong
ty.

+ C4i nhau, gdy mat trdt ty trong gid lam viéc.

+ Vi pham ddnh bai ddnh bac.

¢/ Hinh thiic kéo dai thoi han ndang luong :

Kéo dai thdi han ning luong khong qui 06 thang hoic chuyén lam cong tic
khic c6 mitc luong thap hon, trong thdi han t8i da 12 06 thang hoic cdch chitc: dude
4p dung ddi véi ngudi lao dong dd bi khién trach bing vin bidn ma van tdi pham
trong thdi gian 03 thang k& tir ngay bi khién tréch.

d/ Hinh thiic sa thdi :

- C6 hanh vi trom cap, tham 0, gdy ton that (mAu hang, hing héa hoic tai
san), ti€t 10 bi mat cong nghé kinh doanh, vi pham céc loai qui trinh, tiéu cuc giy
khé dé véi khdach hang, bd vi tri cong tdc hodc c¢6 hanh vi khdc giy thiét hai
nghiém trong vé tai sin, 1gi ich, uy tin cia cong ty.

- Stt dung chat kich thich va cdc loai thudc bat hgp phap.

- Ngudi lao dong bi x& 1y ky luat kéo dai thdi han nang luong, chuyén lam
cong viéc khdc ma tdi pham trong thdi gian chua x6a ky ludt hodc bi xtt 1y ky cdach
chi’c ma tdi pham.

- Ngudi lao dong ty y bd viéc 05 ngay cong don trong 01 thing va 20 ngay
cong don trong 01 nim ma khong dudc sy ddng y clia Gidm doc hoic khong cé 1y
do chinh ddng.

e/ Hinh thiic tam dinh chi cong tdc cia nguoi lao dong :

- P&i véi nhitng vi pham c6 tinh chit phifc tap, néu xét thdy dé ngudi lao
dong ti€p tuc lam viéc s& gay khé khin cho viéc xdc minh, Gidm ddc cong ty cé
quyén dinh chi tam thdi cong tdc cla ngudi lao dong.

- Thoi han tam dinh chi cong viéc khong dugc qua 15 ngay, truGng hgp dic
bi€t cling khong dugc qud 03 thing. Trong thdi gian d6 ngudi lao dong dugc tam
ttng 50% tién luong cd ban khi bi dinh chi cdng viéc. HEt thdi han tam dinh chi
cong viéc, ngudi lao dong phdi dudc ti€p tuc lam viéc.



- N€&u ¢6 16i ma bi xtt 1y ky luat lao dong ciing khong phdi trd lai so tién da
tam Ung.

- Néu ngudi lao dong khong c6 16i thi ngudi st dung lao dong phai trd du
tién luong va phu cap luong trong thdi gian tam dinh chi cong viéc.

3. Trinh ty x1¥ 1y vi pham ky luit lao dong:

- Trugc khi ngudi st dung lao dong ra quyét dinh ky luit lao dong bing
miéng hoic vin bin d6i véi ngudi vi pham phdi tudn theo céc qui dinh sau:

+ Ngudi stt dung lao dong phai chitng minh dugc 16i clia ngudi lao dong
bing cdc chitng cit hodc ngudi lam ching.

+ Puong su phdi c6 mit va c¢6 quyén tu bao chita hodc nhd luit su, bao chita
vién nhan dan hodc ngudi khdc bao chita. N€u duong sy vin ving mit sau 03 1an
thong bdo bing vin bdn (mdi lan cdch nhau 10 ngay), thi ngudi st dung lao dong
c6 quyén xtt 1y ky luat va thong bdo quyét dinh ky luat cho duong su biét. Phai c6
su tham gia clia dai dién Ban chap hanh Cong doan cd sd, trir trudng hgp x& 1y vi
pham ky luit lao dong theo hinh thitc khién trach bing miéng.

+ Trong khi x& 1y ky luat phdi Iap thanh bién ban, bao gdm cdc ndi dung chi
yéu sau :

. Ngay, thing, nim, dia diém x Iy vi pham ky luat.

. Ho tén, chitc vu ctia nhitng ngudi c6 mit.

. Hanh vi vi pham ky ludt lao ddng, mic d6 vi pham, mitc do thiét hai giy ra

cho cong ty (n€u co).

4. Trach nhiém vat chat:

- Xét tirng trudng hdp cu thé vi pham vé chuyén mon, nghiép vu dao dic
nghé nghiép, ndi qui lao ddng clia cong ty dé quyét dinh mic d6 bodi thudng.

Tat ca nguoi lao dong cong ty phdi nghiém chinh thuc hién N§i qui lao
dong ciia Cong ty.
Bdn Nji qui Lao dong nay co hiéu luc ké tic ngay ky.
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