TONG CTY BDATHH MIEN BAC CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY TNHH MOT THANH VIEN Poc lap - Tw do - Hanh phic
HOA TIEU HANG HAI KHU VUC VI

Sb: /QD-CTHTHHKYV VI Vinh, ngay ... thang 02 nam 2020

QUYET PINH
Ve viéc ban hanh Quy che doi thoai tai noi lam viéc
ciua Cong ty TNHH m¢t thanh vién Hoa tiéu hang hai khu vuc VI

GIAM POC ]
CONG TY TNHH MTV HOA TIEU HANG HAI KV VI

Can cu Bo Luat Lao dong nam 2012;

Céan cu Nghi dinh ’S(A’) 149/2018/ND-CP ngay 07 thang 11 nam 2018 cua
Chjnh phu quy dinh chi tiét khoan 3 Diéu 63 cua BC) luat lao dong vé thuc hién quy
ché dan chu ¢ co sé tai noi lam viéc (sau day goi tat 1a Nghi dinh 149);

Can ctr Huéng dan s6 1360/HD-TLD ngay 28/8/2019 cua Téng Lién doan
Lién doan Lao dong Viét Nam huong dan cac cap cong doan tham gia xay dung va
thuc hién quy ché dan chu & co s6 tai noi lam viéce;

Cén ctr Quyét dinh s0 .../QD-CTHTHHKYV VI ngay ... /02/2020 ciia Cong ty
TNHH MTYV Hoa tiéu hang hai khu vuc VI vé viéc ban hanh Quy ché dan chu ¢ co
s& tal noi lam viéc;

Theo dé nghi ctia Trudng phong TCHC va Ban Chép hanh cong doan,

QUYET PINH:

Picu 1. Nay ban hanh kém theo Quyét dinh nay Quy ché déi thoai tai noi
lam viéc cia Cong ty TNHH MTV Hoa ti€u hang hai khu vuc VI.

Djéu 2. Quyét‘ dinh c6 hiéu luc ké tir ngay ky, cac quy dinh trudc day trai
vo1 quyéet dinh nay déu bai bo.

Diéu 3. Cac Pho giam doc, Truong cac phong, Van phong dai dién Thanh
Hoa, Tram hoa ti€u Ving Ang va tap thé nguoi lao dong trong Cong ty TNHH
MTYV Hoa ti€u hang hai khu vuc VI ¢6 trach nhi¢m thi hanh Quyét dinh nay./.

Noi nhin: GIAM POC CONGTY
- Nhu diéu 3;

- TCTBDATHH mién Bic (dé bao céo);

- Chu tich cong ty (dé bao cao);

- BCH céng doan (dé phdi hop);

- Luu: VT, TCHC.

Dao Manh Ha



TONG CTY BDATHH MIEN BAC CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TY TNHH MOT THANH VIEN Péc 1ap - Tu do - Hanh phic
HOA TIEU HANG HAI KHU VUC VI

QUY CHE POI THOAI TAI NOI LAM VIEC
(Ban hanh kém theo Quyét dinh sé: ... /OP-CTHTHHKV VI ngay ... /02/2020
cua Cong ty TNHH MTV Hoa tiéu hang hai khu vuc VI )

N CHUONG I
NHUNG QUY DPINH CHUNG

Piéu 1. Pham vi va ddi twong ap dung

1. Quy ché nay quy dinh viéc thuc hién phat huy quyén 1am chu cua cac thanh
vién trong Cong ty TNHH MTYV Hoa ti€u hang hai khu vuc VI (goi tat 1a cong ty).

2. Pbi tuong ap dung cua Quy ché nay 13 nguoi quan 1y (sau day goi chung 13
nguoi su dung lao dong); Ban Chép hanh cong doan cong ty; nguoi lao dong lam viée
theo hop dong lao dong.

Piéu 2. Muc dich xay dung Quy ché déi thoai dinh ky tai noi lam viéc

Nham tao diéq kién trao d6i tryc tiép gitra ngudi st dung lao dong voi nguoi
lao dong hodc Ban Chap hanh cong doan voi nguodi s dung lao dong dé chia sé thong
tin, tang cuong sy hi€u biét gitra nguoi sir dung lao dong va nguoi lao dong, bao dam
viéc thyc hién quy ché dan chu & co so tai not1 lam viée theo quy dinh phap luét.

Piéu 3. Nguyén tic thuc hién quy ché dbi thoai dinh ky tai noi lam viéc

1. Nguoi sir dung lao dong phai ton trong, bao dam cac quyén dan chua cia
nguoi lao dong tai noi lam viéc; dugce thyc hién trong khuén khé phap luat thong qua
viéc doi thoai dinh ky tai noi l[am viéc cua cong ty.

2. Cong ty xay dung va thyc hién cong khai, minh bach quy ché dbi thoai
dinh ky tai noi lam viéc nay nham bdo dam quyén va loi ich hop phdp cua ngudi lao
dong, nguodi su dung lao dong.

4. Nguyén tac doi thoai:

a) Péi thoai tai noi lam viéc nham chia s¢ thong tin, tdng cuong sy hiéu biét
gitra nguoi s dung lao dong va nguoi lao dong dé xay dung quan hé lao dong tai noi
lam viéc.

b) Ddi thoai tai noi 1am viéc duoce thue hién thong qua vi€c trao déi truc tiép
gitra nguoi lao dong va nguoi str dung lao dong hodc gitra dai dién tap thé lao dong
voi nguoi st dung lao dong, bao dam viéc thuc hién quy ché dan chu & co sé.

C) Pdi thoai tai noi lam viéc dugce thue hién dinh ky hodc khi mgt bén cé yéu

Picu 4. Nhitng hanh vi cAm khi thyc ddi thoai dinh ky tai noi 1am viéc

1. Thyc hién trai cac quy dinh cua phap luat.



2. Xam pham an ninh qudc gia, trat tu an toan xa hdi, xdm pham lo1i ich cua
Nha nudc.

3. Xam pham quyén va loi ich hop phap ctia ngudi sir dung lao dong va ngudi
lao dong.

4. Tru dap, phan biét do1 xur véi ngudi tham gia doi thoai, nguot khiéu nai, to
cao.

. ~ Chuong 11 .
THANH PHAN, NOI DUNG, QUY TRINH
POI THOAI PINH KY TAI NOI LAM VIEC

Piéu 5. Trach nhiém t6 chtrc dbi thoai dinh ky tai noi 1am viéc

1. Nguoi str dung lao dong chu tri, phdi hop v6i Ban Chap hanh cong doan
thuc hién doi thoai dinh ky tai noi lam viéc dé trao doi, thao luan cac ndi dung:

a) Tinh hinh san xut kinh doanh va cac hoat dong khac cta doanh nghiép.

_b) Thyc hién hop ddng lao dong, thoa udc lao dong tap thé, ndi quy, quy ché,
cam két, thao thuan khac tai noi lam viéc.

c¢) biéu kién lam vi€c, dn ¢, di lai, cong tac an toan v¢ sinh lao dong.

d) Yéu cau giai quyét ctia ngudi lao dong, tap thé lao dong d6i véi ngudi str
dung lao dong.

d) Nhitng n61 dung khac ngudi lao dong va nguoi st dung lao dong quan tam.

2. Nguoi st dung lao dong co trach nhiém:

a) Ban hanh quy ché d6i thoai dinh ky tai noi lam viéc sau khi tham khao y
kién cua Ban Chap hanh cong doan va pho bién cong khai dén ngudi lao dong dé thuc
hién.

b) Bb tri dia diém, thoi gian va cac dicu kién vat chat can thiét khac bao dam
cho doi thoai.

c) Cu thanh vién dai dién tham gia ddi thoai.

d) T6 chirc d6i thoai dinh ky tai noi lam viéc.

3. Ban Chap hanh cong doan c6 trach nhiém:

a) T6 chirc 1y ¥ kién cua nguoi lao dong va tham gia ¥ kién vao quy ché ddi
thoai dinh ky tai noi lam viéc theo yéu cau ctia nguoi str dung lao dong.

b) T chirc bau céc thanh vién dai dién cho tap thé lao dong tham gia ddi thoai
tai ho1 nghi nguoi lao dong.

¢) Phéi hop vai nguoi sir dung lao dong t6 chire thuc hién ddi thoai dinh ky
tai noi lam viéc.



~ 4.Noi dung dbi thoai, s6 lugng, thanh phan tham gia doi thoai, thoi gian, thoi
di€ém doi thoai, quy trinh t6 churc doi thoai thuc hi¢n theo Quy ché nay.
5. Thoi diém t6 chirc doi thoai dinh ky tring vé6i thoi diém t0 chire hoi nghi
nguoi lao dong quy dinh tai Di€u 9 Nghi dinh 149 thi doanh nghi¢p khong phai to
chtrc doi thoat dinh ky.

Piéu 6. Quy trinh ddi thoai dinh ky tai noi 1am viéc

1. Bdi thoai dinh ky: La cac cudc d6i thoai duoc tién hanh dinh ky theo quy
dinh cua phép luat nham thuc hién tot hon, thao g& nhitng khé khin, vuéng mic trong
qua trinh thuc hién quy ché dan chi & co so tai noi lam viéc.

a) NO1 dung d6i thoai: Ban Chap hanh cong doan can nghién ciru, lua chon
nhing ndi dung ddi thoai phu hop voi dic thu, tinh hinh doanh nghiép, uu tién cac ndi
dung lién quan tryc tiép dén quyén va loi ich cua nguoi lao dong dé dua vao noi dung
d6i thoai nhu: Tién lwong, tién thudng, thoi gid 1am viéc, thoi gio nghi ngoi, chat
lugng bita an gilta ca, tinh hinh thuc hién ché do chinh sich vé BHXH,
BHYT, BHTN, trach nhiém cua cac bén trong viéc td chuc thuc hién két qua doi
thoai... dé dua vao noi dung ddi thoai dinh ky.

b) S6 luong, thanh phan tham gia d6i thoai: Do Ban Chép hanh cong doan va
nguoi su dung lao dong lya chon nhung phai dam bao it nhat mdi bén c6 3 thanh vién
tham gia d6i thoai. Nguyén tic chung, Ban Chap hanh céng doan lua chon sb ngudi
tham gia d6i thoai nhiéu hon phia ngudi sir dung lao dong.

¢) Tiéu chuan thanh vién dai dién cho ngudi lao dong hodc Ban Chéap hanh
cong doan tham gia d6i thoai: Do Ban Chip hanh cong doan hodc dai dién tap thé
nguoi lao dong quyét dinh. Pai dién nguoi lao dong phai la nhiing thanh vién c¢6 hop
dong lao dong tir du 3 thang trd 1én, am hiéu vé phap luat lao dong, cong doan, ché
dd, chinh sach lao dong, viéc lam, tinh hinh doanh nghi¢p, c6 kha nang thuyet phuc
va dugc nguoi lao dong tin nhi¢m.

2. DBbi thoai dot xuat: La cude ddi thoai duoc thue hién theo yéu cau clia mot
trong cic bén hodc dai dién cua cac bén trong quan hé lao dong nhim giai quyét
nhiing van dé bl xc, cép thiét, 6n dinh tinh hinh san xuét, kinh doanh, tranh xung
d6t dan dén tranh chip lao dong, ngimg viée tap thé, dinh cong tai doanh nghiép.

S6 lugng, thanh phan, tiéu chuan tham gia déi thoai dot xuat thuc hién nhu
dbi thoai dinh ky nhung quy trinh, thu tuc, thoi gian can nhanh, gon, khan truong hon.
Doi thoai dot xuat can tranh de bén yéu cau doi thoai phai chd doi, tao ra nhing burc
xuc trong qua trinh giai quyét. Thoi han tra 101 dbi thoai ciia bén duoc dé xuét toi da
khong qua 24 gio ké tir khi mot bén giri yéu cau dbi thoai cho bén kia.

3. Cac budc tién hanh ddi thoai:
3.1. Béi thoai dinh ky:
Budc 1: Chuan bi d6i thoai

- T chure ldy ¥ kién cta nguoi lao dong vé nhitng noi dung cép dua ra ddi
thoai va quyét dinh lya chon hinh thuc doi thoai, thong qua: Phat phi€u hoi, nghe



phan anh cta doan vién, ngudi lao dong, hop céng doan t6, bo phan dé tap hop y
kién...

- Quyét dinh lya chon ndi dung ddi thoai thong qua viéc ban bac, lya chon,
biéu quyét tir cac y vién Ban Chap hanh cong doan, dong thoi sip xép ndi dung ddi
thoai theo thur tu wu ti€n, phu hop voéi tung cudc, hinh thuc ddi thoai, phan cong
nhi€ém vu cho ting thanh vién tham gia dbi thoai nhu: chuan bi v kién, l1ap luan, tai
li¢u lién quan...

- Guri ban dé xuat ndi dung ddi thoai dén ngudi st dung lao dong dam bao
tién do.

- Sau khi ¢6 ¥ kién phan hoi ctua nguoi sit dung lao dong, Ban Chap hanh
cong doan hop dé xem xét, tong hop ndi dung ngudi st dung lao dong chap thuan va
chua chap thuan, ndi dung giai trinh... tir 46 phan cong cho cac thanh vién tham gia
cudc ddi thoai tién hanh chuan bi y kién phan bién, dic biét 1a nhimg y kién, noi dung
ma nguoi st dung lao dong chua chap thuan.

- DBéi v6i noi dung yéu cau ddi thoai cta nguoi st dung lao dong, Chu tich
hodc Pho chii tich Ban Chap hanh cong doan chi dong gap nguoi su dung lao dong,
trao d6i dé thong nhat cac ndi dung, dia diém, thoi gian, s6 luong, thanh phan tham
gia d6i thoai... ciia mdi bén va cong khai cho tap thé nguoi lao dong duoc biét.

- Trude khi cude ddi thoai tién hanh, Chu tich Ban Chap hanh cong doan hop
cac thanh vién tham gia, ra soat cong viéc, ndi dung phan cong, hoan thién cac tai
liéu, sb liéu lién quan dén nodi dung d6i thoai, chuan bi cac y. kién néu 1én va y kién
phan bién, nhat 13 cac ndi dung quan trong lién quan dén quyén va loi ich cta ngudi
lao dong, dong thoi dy kién cac tinh hudng phat sinh va phuong an xtr 1y.

Budc 2: Tién hanh cudc doi thoai

- Tham gia phan cong nguoi viét bién ban cudc doi thoai, dap tng yéu cau dé
ra.

- Pai dién Ban Chap hanh c6ng doan trinh bay ndi dung d6i thoai, cac can cu
phap ly, kho khan, vudng mac va nhiing van dé nguoi lao dong buc xuc... can thiét
phai dua ra ddi thoai dé giai quyét.

- Trong qué trinh ddi thoai, cac thanh vién dai dién cho nguoi lao dong, thé
hién tinh than chia sé, hop tac, nhung déng thot quyét liét, manh mé&, thao luin dé tim
cach giai quyét van dé. Truong hop phat sinh nhig ndi dung méi, nhitng van dé
ngoai ndi dung da chuén bi dbi thoai thi dé nghi nguot st dung lao dong cho hdi v,
trao d6i ndi bd hodc tam ngung ddi thoai dé théng nhét y kién, sau do trd lai ddi thoai
tiép.

- Ngay sau khi cude ddi thoai két thic, cac thanh vién dai dién cho nguoi lao
dong, Ban Chap hanh cong doan tham gia d6i thoai phéi hop véi nguoi sir dung lao
dong hoan thién bién ban dbi thoai, c6 két luan vé ting ndi dung cu thé, dong thoi dé
xuat hudng giai quyét cac nodi dung chua dat két qua trong cudc ddi thoai.

Budc 3: Thong bao két qua dbi thoai



Trong thoi gian 24 gid ké tir khi cac cudc dbi thoai két thiic, Ban Chap hanh
cong doan thong béo cho ngudi lao dong két qua ddi thoai. Truong hop can thiét co
thé kéo dai nhung t6i da khong qua 48 gio ké tir khi cude ddi thoai két thuc, trong
truong hop tring vao ngdy nghi 18, nghi Tét, Ban Chap hanh cong doan Iya chon hinh
thirc hodc quyét dinh thoi gian théng bao phu hop.

3.2. Pbi thoai dot xuét

Pdi thoai dot xuit duoc dién ra truc tiép gilra nguoi lao dong, tap thé nguoi
lao dong vé&i nguoi sir dung lao dong hodc giita Ban Chip hanh cong doan va ngudi
st dung lao dong theo yéu ciu ctiia mot trong céac bén. D6i thoai dot xuét thyc hién
nhu ddi thoai dinh ky nhung can tién hanh khan truong, nhanh chong, cu thé:

a) Ddi thoai theo yéu cau tir phia ngudi lao dong hodc Ban Chap hanh cong
doan:

- Khi nguoi lao dong, tap thé ngudi lao dong yéu cau Ban Chip hanh cong
doan dai dién dbi thoai vo1 nguoi st dung lao dong, Ban Chap hanh cong doan tap
hop nhanh y kién tir cac to cong doan, cong doan bo phan, t6, doi san xuat, phong,
ban... tai doanh nghiép nhiing van dé 1a nguyén nhan gay ra nhitng birc xuc cua nguoi
lao dong, tap thé nguoi lao dong dé tong hop, lua chon nodi dung dé nghi nguoi st
dung lao dong ddi thoai. T thyc tién hoat dong cong doan, Ban Chap hanh cong doan
c6 thé chu dong dé xuét viéc dbi thoai trén co s lang nghe, ndm bat tim tw, nguyén
vong cua ngudi lao dong. Noi dung dé nghi dbi thoai phai thong bao cho ngudi lao
dong, tap thé nguoi lao dong biét trong thoi gian sém nhat.

- Pbi voi cude ddi thoai do nguoi lao dong, tap thé ngudi lao dong truc tiép
gli yéu cau dbi thoai dén ngudi st dung lao dong, Ban Chip hanh céng doan chu
dong thu thap thong tin, gip gd ngudi lao dong hodc tap thé nguoi lao dong dé trao
d6i, tu van, hudng dan ndi dung, quy trinh tién hanh ddi thoai theo quy dinh cta phap
luat. Tuy nhién, Ban Chap hanh coéng doan nén huéng dan nguoi lao dong dong y dé
Ban Chép hanh cong doan dai dién cho tap thé nguoi lao dong thyc hién ddi thoai.
Trudng hop Ban Chap hanh cong doan khong tham gia ddi thoai thi c6 trach nhiém
theo ddi, gidm sat qua trinh ddi thoai nham bao vé quyén va loi ich cua ngudi lao
dong kip thoi.

- Khi phat sinh nhiing van dé, mau thuin trong quan hé lao dong ma khong
thé doi dén cudc ddi thoai ké tiép dé giai quyét, Ban Chap hanh cong doan dé nghi
nguoi st dung lao dong t6 chuc ddi thoai ngay. Quy trinh, thi tuc phai dam bao
nhanh, gon, kip thoi, hi¢u qua.

- Truong hop phat sinh nhiing van dé, noi dung moi ngay sau khi d6i thoai
dinh ky ma nhimg néi dung, van dé d6 chua dén muc buc thiét phai tién hanh d6i
thoai, Ban Chap hanh cong doan to chirc hop trao d6i, thao luan dé dua ra quyét dinh,
Ira chon thoi gian d6i thoai phi hop.

b) Béi thoai theo yéu ciu tir phia ngudi st dung lao dong:

Sau khi tiép nhan yéu cau ddi thoai, Ban Chap hanh cong doan t chirc hop,
ban bac, thong nhat ndi dung, quy trinh, thanh vién tham gia; nghién ctru, phan tich
cac ndi dung dua ra doi thoai, chuan bi l1ap luan, dam bao nhirng ¥ kién dua ra trong



cudc dbi thoai co hiéu qua, thuyét phuc, bao dam quyén, loi ich ctia nguoi lao dong.
Quy trinh, thu tuc, thoi gian trd 161 nd1 dung doi thoai thyc hién nhu doi voi cac cudc
do6i thoai quy dinh tai diém 2.2.1, muc nay.

Piéu 7. Chuong trinh cudc ddi thoai
a) Thong bao 1y do, thanh phan, chuong trinh.

b) Thong tin vé chinh sach, phap luét; tinh hinh doanh nghiép va hoat dong
cong doan (néu can).

c) Thong bao két qua giai quyét nhirg dé xuat, kién nghi cua nguoi lao dong
(do1 véi doi thoai tur 1an thr 2 trd 1€n).

d) Nguoi lao dong néu ¥ kién, dé& xuit, kién nghi (truc tiép hodc bing vin
ban).

d) Trao doi va hudng giai quyét ciia ngudi sir dung lao dong.
Piéu 8. Giai quyét tranh chép lao dong
Vigc giai quyét yéu ciu cua tap thé lao dong dugc thuc hién nhu sau:

1. Khi nhan duogc yéu ciu cua Ban Chép hanh cong doan vé viéc chap hanh
cac quy dinh cua phap luat lao dong lién quan dén quyén cua ngudi lao dong, nguoi
st dung lao dong c6 trach nhiém khac phuc ngay vi pham, dong thoi thuc hién day du
cac nghia vu c6 lién quan theo quy dinh ctia phap luat.

2. Khi nhan dugc yéu cau cua Ban Chap hanh cong doan vé van dé lién quan
dén loi ich cua nguoi lao dong, ngudi st dung lao dong va cac co quan, té churc, ca
nhan lién quan c6 trach nhiém sau day:

a) Nguoi st dung lao dong co trach nhiém t6 chtrc phién hop thuong lugng
tap thé v6i Ban Chap hanh cong doan theo quy dinh cua phap luat vé lao dong, dong
thoi thong bao cho co quan quan 1y nha nuéc vé lao dong huyén, quan, thi x&, thanh
phé thudc tinh noi don vi sir dung lao dong dong try s¢ chinh dé ctr hoa giai vién lao
dong hodc cir nguoi truc tlep hd tro ‘qua trinh thuong luong tap thé; thyc hién nhiing
noi dung da dugc hai bén théng nhat ngay sau khi két thiic phién hop thuong lugng
tap thé. Trudong hop thuong luong khong thanh, mdi bén c6 vin ban dé nghi Hoi dong
trong tai lao dong noi don vi st dung lao dong dong tru sé chinh xem xét, giai quyét.

b) Trong thoi han 03 ngay, ké tir ngay nhan dugc dé nghi ctua ngudi st dung
lao dong hodc Ban Chap hanh cong doan, Hoi dong trong tai lao dong phai két thuc
hoa giai theo quy dinh. Cac bén phai thuc hién ngay céc thoa thuan da dat duoc ghi
trong bién ban hoa giai.

c) Sau 05 ngay, ké tir ngay Hoi dong trong tai lao dong 1ap bién ban hoa giai
thanh ma mot trong cac bén khong thuc hién thoa thuan da dat dugc hodc sau 03 ngay,
ké tir ngay Hoi dong trong tai lao dong lap bién ban hoa giai khong thanh thi Ban
Chép hanh cong doan c6 vin ban kién nghi S¢ Lao dong - Thuong binh va Xa hoi,
noi don vi su dung lao dong dong try so chinh va cong doan cap trén bao cao Chu tich
Uy ban nhan dan tinh, thanh phd truc thudc Trung uong giai quyét.



d) Trong thoi han 05 ngay, ké tir ngdy nhan dugc bao cdo ctua S¢ Lao dong -
Thuong binh va Xa hoi vé kién nghi cta tap thé lao dong, Chu tich Uy ban nhan dan
tinh, thanh phé truc thudc Trung wong chi tri, pho1 hop v&i Chu tich cong doan cung
cip, cac co quan lién quan cua tinh, thanh phd va B, nganh 1a dai dién chu 80 hiru
ctia don vi sir dung lao dong khong duogc dinh cong dong trén dia ban giai quyét kién
nghi cua tap thé lao dong. Quyét dinh cua Chu tich Uy ban nhan dan tinh, thanh phé
trye thude Trung uong 13 két luan cudi cing ma hai bén phai chap hanh.

_ Chuong I
TO CHUC THUC HIEN

Piéu 17. Hiéu luc thi hanh
Quy ché nay c6 hiéu lyc thi hanh ké tir ngay .... thang 03 nam 2020.
Piéu 18. Trach nhiém thi hanh

Ban Giam d6c cong ty, Ban Chap hanh cong doan, cac phong ban, don vi truc
thudc va nguoi lao dong trong cong ty chiu trach nhi€m thi hanh quy ché nay./.



CONG TY CONG HOA XA HQI CHU NGHIA VIET
.................................... NAM
......... Poc 1ap — Tw do — Hanh phuc

Hoc Mon, ngay...... thang......nam 20....

‘ QUYET DINH
Ve viéc ban hanh Quy ché doi thoai dinh ky tai noi lam viéc

HOI PONG THANH VIEN (hoic TONG GIAM POC, GIAM POC) CONG TY

Can cu Bo Luat Lao dong ngay 18 thang 6 nam 2012;

Can cir Nghj dinh s6 60/2013/ND-CP ngay 19 thang 6 nim 2013 cua Chinh phu quy
dinh chi tiét Khoan 3 Diéu 63 cua B0 luat Lao dong vé thue hién Quy ché dan chu & co s6
tai noi lam viéc;

Can ctt Quyét dinh s6 ...... /Qb-...... ngay ... thang ... nam ... ciia Hoi dong thanh
vién (hodc Téng Giam ddc, Giam ddc) cong ty ......... vé viéc ban hanh Quy ché dan chu &
co sO tai noi lam viéc;

Xét dé nghi ciia Chi tich Hoi dong thanh vién (hodc Tong Giam déc, Giam doc) va
Ban Chép hanh cong doan co s congty .........

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché Péi thoai dinh ky tai noi 1am
viéc” cua cong ty..........

Diéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky.

Diéu 3. Cac ng (ba): Chu tich Hoi dong thanh vién, Tong Gidm ddc, Gidm doc, Chu
tich Cong doan, Van phong, phong, ban, phan xuong thudc cong ty va tap thé nguoi lao dong
cong ty chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhén: TM. HOI1 PONG THANH VIEN
- Nhu Diéu 3; (hoic BAN GIAM POC)

- Ban Thuong vu LDLD huyén HM; CHU TICH (TONG GIAM POC,
- Phong LBDTBXH huyén HM; GIAM D()C)

- Ban Chép hanh CDCS cong ty; A , £
Luu VP, (ky tén, dong dau)
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Doc 1ap — Tw do — Hanh phic
Hoc Mon, ngay ... ... thang ...... nam......

QUY CHE POI THOAI PINH KY TAI NOI LAM VIEC
(Ban hanh kém theo Quyet dinh so ...... /OD-...... ngay ... thang ... nam 20...
cua Hoi dong thanh vién (hodc Tong Giam doc, Giam doc) cong ty ............)

Chuong I
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi va déi tweng ap dung

1. Quy ché nay quy dinh viéc thuc hién phat huy quyen lam chu cua cac thanh vién
trong cONg ty ........cevvvennns (goi tat 13 cong ty), bao gém cac don vi phu thudc (néu co),
phong ban, phan xudng cua cong ty.

2. Péi tuong ap dung cua Quy ché nay la Chu tich Hoi ddng thanh vién (hodc Tong
Giam dbc, Giam ddc) hoidc ngudi duoc Gy quyén hop phap tai cac cong ty thanh vién, don vi
phu thudc (néu c6), phong ban, phin xudng cia cong ty (sau ddy goi chung 13 ngudi stir dung
lao dong); Ban Chap hanh coéng doan co sé cong ty; ngudi lao dong lam viéc theo hop dong
lao dong.

Pi¢u 2. Muc dich xay dung Quy che ddi thoai dinh ky tai noi 1am viéc

Nhim tao diéu kién trao doi truc tiép giira nguoi st dung lao dong voi nguoi lao dong
hozc Ban Chap hanh cong doan véi nguoi st dung lao dong dé chia sé thong tin, ting cudng
su hiéu biét giita nguoi sir dung lao dong va ngudi lao dong, bao dam viée thuc hién quy ché
dan chu & co sé tai noi lam viéc theo quy dinh phép luat.

Diéu 3. Nguyén tic thuc hién quy ché dbi thoai dinh ky tai noi lam viéc

1. Ngudi st dung lao dong phai t6n trong, bao dam cac quyén dan chi cta ngudi lao
dong tai noi lam viéc; dugc thyc hién trong khuon kho phap luat thong qua viéc ddi thoai
dinh ky tai noi lam viéc cua cong ty.

2. Cong ty xay dung va thyc hién cong khai, minh bach quy ché ddi thoai dinh ky tai
noi 1am viéc nay nham bao dam quyén va loi ich hop phap cta nguoi lao dong, ngudi sir
dung lao dong.

Piéu 4. Nhirng hanh vi ciAm khi thwe doi thoai dinh ky tai noi lam viéc
1. Thuc hién tréai cac quy dinh cua phap luat.

2. Xam pham an ninh quoc gia, trat tu an toan xa hoi, xam pham lgi ich ctia Nha
nudc.

3. Xam pham quyén va loi ich hop phap cua ngudi st dung lao dong va ngudi lao
dong.
4. Tru dap, phan biét doi xur v&i ngudi tham gia doi thoai, ngudi khiu nai, to céo.

Chuwong 11
THANH PHAN, NOI DUNG, QUY TRINH POI THOAI PINH KY TAI NOI LAM
VIEC
Piéu 5. Trach nhiém t6 chirc d6i thoai dinh ky tai noi 1am viéc
1. Nguoi sir dung lao dong chi tri, phdi hop véi Ban chip hanh Cong doan co s thuc
hién d6i thoai dinh ky tai noi lam viéc 03 thang mét lin & trao doi, thao luan cac ndi dung:



a. Tinh hinh san xuét, kinh doanh cua cong ty.

b. Viéc thyc hién hop déng lao dong, théa udc lao dong tap thé, ndi quy, quy ché va
cam két, thoa thuan khac tai noi lam viéc.

c. Diéu kién lam viéc.

d. Yéu cau cua nguoi lao dong, tap thé lao dong dbi voi ngudi sir dung lao dong.

e. Yéu cdu cua ngudi str dung lao dong véi ngudi lao dong, tap thé lao dong.

f. N6i dung khac ma hai bén quan tam.

Khoang cach gitra hai lan d6i thoai dinh ky lién ké t6i da khéng qud 90 ngay.

Thot gian t6 chirc ddi thoai dinh ky tai cong ty duge thyc hién vao tuan thi 2 cua
thang cubi mdi quy.

Trudng hop thoi gian to chirc ddi thoai dinh ky trung véi thdi gian t6 chirc hoi nghi
ngudi lao dong thi don vi khong phai to chirc ddi thoai dinh ky.

2. Nguoi st dung lao dong c6 trach nhiém:

a) Ban hanh quy ché d6i thoai dinh ky tai noi 1am viéc sau khi tham khao ¥ kién cta Ban
chap hanh Cong doan co s va pho bién cong khai dén ngudi lao dong de thyc hién;

b) Bé tri dia diém, thoi gian va cac diéu kién vat chét can thiét khac bao dam
cho d6i thoai;

c¢) Cu thanh vién dai di¢n tham gia ddi thoai;

d) T6 chirc d6i thoai dinh ky tai noi 1am viéc;

3. Ban chip hanh Cong doan co s ¢ trach nhiém:

a) To chirc ldy ¥ kién ctia nguoi lao dong va tham gia ¥ kién vao quy ché ddi thoai
dinh ky tai noi 1am viéc theo yéu cau cta ngudi st dung lao dong;

b) T6 chirc bau cac thanh vién dai dién cho tap thé lao dong tham gia dbi thoai tai hoi
nghi nguoi lao dong;

¢) Phéi hop v6i ngudi str dung lao dong to chirc thuc hién ddi thoai dinh ky tai noi
lam viéc.

Pi¢u 6. SO hrgng, thanh phan, tiéu chuan thanh vién tham gia d6i thoai dinh ky
tai noi lam viéc

1. Mdi bén tham gia ddi thoai quyét dinh sb luong thanh vién dai dién ctia minh tham
gia d6i thoai (mdi bén phai c6 it nhat 1a 03 ngudi).

2. Thanh phan tham gia d6i thoai gom:

a) Nguoi sir dung lao dong hoidc ngudi duge ty quyén hop phap va cac thanh vién dai
dién cho nguoi st dung lao dong do nguodi st dung lao dong cur;

b) Ban chdp hanh Cong doan co s& va cac thanh vién dai dién cho tap thé ngudi lao
dong do hoi nghi nguoi lao dong bau;

3. Tiéu chuén thanh vién tham gia d6i thoai dinh ky tai noi 1am viéc:

a) Co phém chat dao dirc tot, trung thue, théng than, 13 c4 nhan tiéu biéu trong lao
dong san xuat, kinh doanh;

b) Pugc nguoi lao dong tin nhi€ém chon 1a dai dién cho tap thé nguoi lao dong trong
Hoi nghi nguoi lao dong.

Piéu 7. Quy trinh ddi thoai dinh ky tai noi lam viéc

Bwéc 1 : Chudn bi ndi dung, thoi gian, dia diém va thanh phan tham gia d6i thoai:

- Sau 60 ngay ké tir ngay két thuc 1an ddi thoai trude lién ké, ngudi st dung lao dong
va Chu tich cong doan co s¢ hodc nguoi dai dién Ban Chap hanh cong doan cap trén true

tlep co sO & noi chua thanh 13p cong doan co so tong hop ndi dung va giri ndi dung yéu ciu
ddi thoai cho bén d6i thoai;



- Trong thoi han 05 ngay lam viéc ké tir ngdy nhan dugc ndi dung yéu cau ddi thoai,
nguoi s dung lao dong va Chu tich cong doan co s hoac nguoi dai dién Ban Chap hanh
cong doan cip trén truc tiép co s& & noi chua thanh 14p cong doan co sé thong nhat noi
dung, thoi gian, dia diém, thanh phan tham gia di thoai dinh ky tai noi lam viéc;

- Trong thoi han 03 ngay ké tir ngay hai bén thong nhat noi dung, thoi gian, dia diém,
thanh phan tham gia d6i thoai dinh ky tai noi 1am viéc, ngudi str dung lao dong ra quyét dinh
bang vin ban to chirc d6i thoai dinh ky tai noi lam viéc. Quyét dinh t6 chirc d6i thoai dinh
ky tai noi 1am viéc phai duoc giri dén Chu tich céng doan co sé hodc dai dién Ban Chap
hanh céng doan cip trén truc tiép co s& ¢ noi chua thanh 1ap cong doan co s va cac thanh
vién tham gia ddi thoai it nhat 05 ngay lam viéc trudc ngay t6 chirc dbi thoai;

- Nguoi st dung lao dong va Chu tich cong doan co s hodc nguoi dai dién Ban Chap
hanh cong doan cap trén truc ti€p co s& ¢ noi chua thanh 1ap cong doan co sé phan cong cac
thanh vién tham gia do6i thoai cua moéi bén chuan bi ndi dung, so liéu, tai liéu lién quan cho
d6i thoai.

Buéc 2: To chirc ddi thoai

- Déi thoai dinh ky tai noi lam viéc duoc to chirc tai dja diém va thoi gian di thong
nhit. Truong hop nguoi st dung lao dong thay ddi dia diém, thoi gian déi thoai thi phai
thong bao cho Chu tich cong doan co s¢ hodc dai dién Ban Chap hanh cong doan cap trén
tryc tiép co s& & noi chua thanh 1ap cong doan co s¢ va cac thanh vién nhom dbi thoai dinh
ky tai noi lam viéc biét trudc it nhat 01 ngay lam viéc trudc ngdy to chirc dbi thoai ghi trong
quyét dinh t6 chtrc doi thoai dinh ky tai noi lam viéc;

- Pbi thoai dinh ky tai noi lam viéc chi dugc tién hanh voi su c6 mat it nhat 2/3 sé
thanh vién dai dién cho mdi bén. Trudng hop cudc dbi thoai khong du 2/3 sd thanh vién dai
dién cho mdi bén, ngudi st dung lao dong quyét dinh hodn cudc ddi thoai vao thoi gian sau
d6 song thoi gian hodn téi da khong qua 03 ngay lam viée ké tir ngdy t6 chirc cude ddi thoai
bi hoan;

- Trong qua trinh ddi thoai, cac thanh vién tham gia d4i thoai ¢ trach nhiém cung cap
thong tin, s0 li€u, tu ligu, trao doi, thado luan dan chu cac ndi dung doi thoai.

Budre 3: Két thiic ddi thoai

- Nguoi sir dung lao dong va Chu tich cong doan co sé hodc ngudi dai dién Ban Chap
hanh cong doan cap trén truc tiép co s& ¢ noi chua thanh 1ap cong doan co so 1ap bién ban
cudc ddi thoai. Bién ban cudc dbi thoai ghi rd nhitng ndi1 dung da théng nhét va céc bién
phap t6 chirc thuc hién; nhimg ndi dung chua thong nhat va thoi gian tién hanh dbi thoai
nhimg ndi dung chua thong nhit hoic mdi bén tién hanh thu tuc giai quyét tranh chap lao
dong theo quy dinh ctia phap luat lao dong. Pai dién cua hai bén ky tén, dong ddu xac nhan
ndi dung bién ban. Bién ban cudc dbi thoai dinh ky tai noi lam viéc dugc lap thanh 03 ban
va c6 gid tri nhu nhau, mdi bén tham gia ddi thoai gilt mgt ban va mot ban luu tai doanh
nghiép;

- Ngudi st dung lao dong c6 trach nhiém niém yét cong khai bién ban cudc dbi thoai
dinh ky tai noi lam viéc tai doanh nghiép, phong, ban, phan xudng, t6, doi san xuit va ding
tai trén hé théng truyén thanh, thong tin ndi bd hodc trang thong tin dién tir cia doanh
nghiép.



Dieu 8. Doi thoai khi mgt bén c6 yéu cau

Trudng hop mot bén cd yéu cau to chire dbi thoai thi trong thoi han 10 ngay lam viée
ké tur ngay nhan dugc ndi dung yéu cau ddi thoai, nguoi str dung lao dong co trach nhiém
chu tri ph01 hop v6i Chu tich cong doan co s¢ hodc nguoi dai dién Ban Chap hanh cong
doan cip trén truc tiép co s ¢ noi chua thanh 1ap cong doan co sé to chirc dbi thoai.

Sd lugong, thanh phﬁn tham gia ddi thoai va trach nhiém cua cac bén trong t6 chuc doi
thoai duoc thyc hién tuong ty nhu ddi thoai dinh ky tai noi lam viéc.

Diéu 9. Pdi v6i nhirng co quan, don vi, doanh nghiép chwa cé to chirc cong doan

Cong doan cip trén co so truc tiép co trach nhiém t6 chirc ddi thoai voi ngudi lao
dong khi ngudi lao dong yéu cau.

Piéu 10. Noi dung doi thoai

Tuy theo yéu cau cu thé, dai dién tap thé lao dong lua chon ndi dung ddi thoai cho
phu hop véi thuc tién don vi.

Céc van dé chinh can thong tin, ddi thoai bao gém:

- Tinh hinh san xuat, kinh doanh cta ngudi sir dung lao dong.

- Viéc thuc hién hop dong lao dong, thoa wéc lao dong tap thé, ndi quy, quy ché va
cam két, thoa thuan khac tai noi lam viéc.

- biéu kién lam viéc.

-Yéu cau ctia nguoi lao dong, tap thé lao dong dbi voi nguoi st dung lao dong.

- Yéu cau ctia ngudi sir dung lao dong véi ngudi lao dong, tap thé lao dong.

- No1 dung khac ma hai bén quan tam.

Piéu 12. Chwong trinh cudc ddi thoai gdbm

- Thong bao 1y do, thanh phan, chuong trinh;

- Thong tin vé chinh sach, phap luat; tinh hinh co quan, don vi, doanh nghié¢p va hoat
dong cong doan (néu can);

- Thong bao két qua giai quyét nhitng dé xuat, kién nghi ciia nguoi lao dong (doi véi
doi thoai tir lan thir 2 tré 1én);

- Nguoi lao dong néu ¥ kién, de xudt, kién nghi (truec tiép hodc bang vin ban);

- Trao dbi va huong giai quyét cua ngudi st dung lao dong.

Piéu 13. Chi tri d6i thoai 14 do nguoi sir dung lao dong phéi hop v6i Chu tich cong
doan co s¢ hoac nguodi dai dién Ban Chap hanh cong doan cap trén truc tiép co s& & noi chua
thanh 14p cong doan co s&; truong hop can thiét co thé cir thu ky 13 doan vién cong doan va
ghi bién ban cudc dbi thoai.

Piéu 14. Trong dbi thoai 1an dau, sau khi tiép thu y kién cua nguoi lao dong, nguoi sur
dung lao dong giai dap cac van dé nguoi lao dong dé xuét; néu chua giai dap dugc phai dé ra
huéng giai quyét. Trong d6i thoai tir 1an thi 2 tré 1én, trudce khi tlep thu y kién ctia nguoi lao
dong, nguoi sir dung lao dong phai thong bao két qua giai quyét dé xuat cia cac lan ddi thoai
truge do.

Piéu 15. Thanh vién tham du di thoai tuan thu sy diéu hanh cua nguoi chu tri cudc
dbi thoai, khong gay mat trat tu noi dién ra ddi thoai.

Piéu 16. Thong bao cong khai két qua ddi thoai cho nguoi lao dong biét bang vin
ban hodc bang phuong tién thong tin ctia doanh nghiép. Pong thdi ghi nhan va theo doi
nhimg noi dung chua dugc giai quyét trong ddi thoai.

Chuwong 111
TO CHUC THUC HIEN
Piéu 17. Hiéu e thi hanh
Quy ché nay c6 hiéu lyc thi hanh ké tir ngay .... thang ....ndm 20....



Pié¢u 18. Trach nhiém thi hanh
Ban Gidm déc cong ty, Ban Chap hanh céng doan, cac t6, doi,
phong ban, cdng nhan lao dong trong cong ty chiu trach nhiém thi
hanh quy ché nay./.
TM. HQI PONG THANH VIEN
(hoic BAN GIAM POC)
CHU TICH (TONG GIAM POC,
GIAM POC)
(ky tén, dong dau)
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