MASTERTRAN HUGNG DAN CHAM CONG VAN PHONG
CORP Hiéu luc ngay 01/01/2025

1. GIO LAM. 2. LAM THEM
Séng: 8:00 -12:00.
Chiéu: 13:00 - 17:00.
Quét may chdm cong khi vao ca va hét ca.
Tronggiolamkhongtuyboviécdilamviéc
\/I riéng, néu can “vang” ra ngoai, phai bdo

cép trén va ghi sé truc Hanh chinh.

Lam bu khéng Iwong: Khi chdm tién dd do 16i cha
quan thi NLD phaity bb tri lam bu cubi ca cubi tudn
cho dat muc tiéu.

I3

Lam thém huéng lwong: Khi cip trén yéu cau, hodc
khi phat sinh can thiét va Trudng phong cé théng
bao dwgc HCNS cham ghi nhan.

3. PONG PHUC 4. NGHI PHEP (hudng huong)
NVVP mic ddng phuc theo quy dinh hodc HDLD chinh th&c: 1 ndm duoc nghi 12 ngay phép.
dd van phong lich su khi dén céng sé. Nghi 1 ngay xin TP trudc 03 ngay.
NVKD méc 4o dong phuc khi di thi trudng E Nghi 2 ngay xin GB trudc 01 tuan.
= - Nghi trén 3 ngay xin GD trudc 01 thang.

Né&u nghi phép thanh nhiéu 1an, thi chi duyét hop lé
khi mdi |an cach nhau tir 30 ngay trd lén.

'.v 5. DIEN THOAI & DO CA NHAN 6. NGHI VIEC RIENG, NGHI CHE DO
' Dat dién thoai yén lang hoac vira nghe, Nghi viéc riéng (khong lvong) phai bao TP va HCNS
khéng 1am phién ngudi khac. Khéng choi Nghico hudng ché d6 gdm Tang - Cudi—N3m vién —
dién thoai trong gi® lam. Thai san phai bado HCNS, c6 cin clr ddy dd va thi tuc
Khong bay bira dd &n tai chd ngdi. OFFJ| hop 16 48 huang them ché do.
7. CHAM CONG c6 didu kién
I J ‘ Mot sb vi tri cé dap dung chdm cdng cé didu kién thi ngoai viéc ghi nhan gid 1am thi Ngudi lao d6ng can:
L ik

Lam viéc dat cdc muc tiéu nhiém vu trong ngay, chi s lao déng binh quan, ...
Giao ban va bdo cdo trén WT (néu cd)

8. LAM VIEC TAI NHA — WORK FROM HOMIE.
Ap dung vdi: Ngudi lam cdng viée cé tinh chat riéng it phu thudc vao vin phong hoic trong khodng thai gian ¢
han ché vé viéc di lai + Ty chd dugc cong cu lam viéc (may tinh, phdn mém, phuong thire lién lac) + Co ké
hoach/muc tiéu cdng viéc cu thé va cam két vé kha ndng hoan thanh + D& xuat duwoc cap GB duyét.

Yéu cau khi WFH: Git? lién lac (dién thoai, chat, email) trong thoi gian lam viéc + Dam bao lich hop chung va s3n
sang nhan didu déng khi cé yéu cau + C6 KHLV va bao cao ngay trén hé thdng WT + Hoan thanh cac chi sé/muc
tiéu cong viéc theo ngay, tuan.

9. VOINGUOI BUOC AP DUNG CHE PO QUAN LY CONG VIEC THEO MUC TIEU:

Ap dung v&i: Nhan su cap cao + ngudi d3 cé ndng luc tét d3 cé trén 3 thang lién tuc hoan thanh nhiém vu, cé dé
nghi va duoc Gidm ddc don vi chdp nhan, HCNS dua vao danh sach theo dai.

J. ~ X ~ N A v \ A A > A X 2 2
o Yéu cau codng viéc: Dén van phong lam viéc chd déng, nhung can dam bao:

[ ] Chu déng trach nhiém dé thuc hién hoan thanh nhiém vu, cam két tinh than “cé nhiém vu 1a lam” (khéng quan
] ‘ : i ngoai gid - nghi - 18)
N&u can di mudn vé sém thi: chi dwoc chap nhan véi nhitng ca lam viéc khdng bt budc phai dung gid (vd: ca
khong cé lich hop —hen — bdo céo, ...), khdng d&n mudn hon 60 phdt hodc khong vé sém qué 60 phdt so vdi giey
quy dinh, s6 ngay di muén vé sém khdng qua 3 lwot/tuin hodc 10 luot/thang.

Cdc 16i vi pham phé bién va quy dinh xi Iy vi pham nhu sau:

Ngudilao ddng vi pham: X ly:

e Dimudn, vé sém, trén viéc I3n cong, choi dién thoaikhilam, Lan 1: Nhic nhd. Lan 2 trong tuan, lan 3 trong thang: - 5%
dilam nhung trang phuc khéng phu hop. KPI/NSLD. LAn 3 trong tuan, Ian 4 trong thang: - 10% KPI/NSLD.

e Tuy nghilam ma khéng théng bao/xin phép. Vipham nhiéu: Cho nghikhong ltong, hoc ndm bét lai hudng dan.

e Tronggid lam vang ra ngoai khdng “ghi s6” Hanh chinh.

Ngudi Quan ly, ngudi giam sat cham cong vi pham: X ly:

e Khoéng ndm duwgc tinh hinh. Chdm céng sai- thiéu. Lan 1: Nhac nh&

e CO6vipham nhung khdng thong bao xir ly Lan 2: trir 5% LCD Ngudi quan ly, hodc KPI véi ngudi GS. Lan 3

e Vichl quan/ thién vi chdm boi cong. trir 10% LCD v&i Quan Iy hodc KPI vai Ngudi GS. Néu co boi

e Trudng phong cé cac nhan vién vi pham tir 3 1an tra lén. cong thi phai boi thuong tat ca tién luong “boi cong”.

QL khoéng tham gia hop trir 10% LCD.

DAI DIEN CONG TY
(déd phé duyét)



