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S6: 604/2022/TB-TGD Ha Ngi, ngay G thang 0% nam 2022
'THONG BAO
V& thoi gian lam viée tai hé théng Khach san thuén ich SOJO
Cin ctt quy dinh vé thoi gio 1am viée, thoi g10 nghi ngoi tai N§i quy lao déng va phu
hop voi yéu cau dic thu cua hoat dong kinh doanh khich san, Tong Gidm déc TNH
thong bdo vi¢c trién khai ap dung thoi gian 1am viéc tai Hé thong Khéach san SOJO nhu
sau.
I. Quy dinh vé thoi gio 1am viée:
1. Thoi gio' 1am vige tiéu chuin:
a) Nguoi lao dong (NLD) lam viéc tai hé théng Khéch san SOJO theo lich hing
tuan (to1 da 48 gio trong 01 tuan);
b) Ngay nghi hang tuan:

- Dbi véi Gidm déci‘Quén ly Khach san; nhan su thugc céc bo phin: OCC, Hé
théng, Ké toan, Tong hop thi NLD dugc nghi 1.5 ngay trong tudn. S6
ngay nghi trong thang bang s6 ngay chu nhét va % s ngay thu bay
trong ky tinh luong.

- Dbi v6i nhan sur thudc céc bg phan: Chu ddo, GURU, Chuyén can thi NLD
duoc nghi 01 ngay trong tudn. S ngay nghi trong thdng bing s ngay
chu nhat trong ky tinh lrong.

2. Thoi gio' 1am viéce theo ca:
a) Ca hanh chinh (ky hiéu: HC)
- Thoi gio lam viéc:
* T thit Hai dén thir Sau: Sang tir 8h — 12h, chiéu tir 13h dén 17h:
* Thir Bay: Sang tir 8h — 12h;
- Dbi tuong dp dung: Quan ly Khéch san, cdc bd phan: OCC, Hé théng, Ké
toan, Tong hop.
b) Ca déc thu (ky hiéu: M, A, N):

Miea | Giobit | Givkét| Mica | Giybit | Givkét
lamyige | diu | thic |Bmyiée | dau | thic
M1 05:00 | 13:00 Al 12:00 20:00
M2 05:30 | 13:30 A2 12:30 20:30
M3 06:00 | 14:00 A3 13:00 21:00
M4 06:30 | 14:30 A4 13:30 21:30
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M5 07:00 [ 15:00 AS 14:00 22:00
Mo 07:30 "1'15:30"" |© A6 14:30 22:30
M7 08:00 | 16:00 A7 15:00 23:00
M8 08:30 | 16:30 A8 15:30 23:30
M9 09:00 |17:00 A9 16:00 00:00
M10 09:30 | 17:30 A10 16:30 00:30
M11 10:00 | 18:00 All 17:00 01:00
Mi2 10:30 | 18:30 N1 22:00 06:00
M13 11:00 | 19:00 N2 23:00 07:00
Mi4 11:30 | 19:30 N3 00:00 08:00

¢) Ca giy (ky hiéu: S):
S1: 10:00 — 14:00 va 17:00 — 21:00
$2: 06:00 — 10:00 va 17:00 — 21:00
$3: 10:00 — 14:00 va 18:00 — 22:00
I1. Quy dinh vé lam thém gid v nghi bu:
1. S0JOc6 thé yéu ciu mdi NLD lam thém dén 200 gio/nim, sau khi thoa thuin v
co su dong y cua NLD va bao dam day du cac nguyén tac sau;
a) SO gio 1am thém khong qua 50% sb gidr 1am viée binh thudng trong 01 ngay:
b) Téng sd gid lam viéc binh thuong va sé gio lam thém khong qué 12 gid/ngay:;
¢) Khéng qua 12 gio/ngay khi lam thém vao ngay 18/Tét/ngay nghi hing tudn;
d) Téng sb git 1am thém trong 01 thang khong qué 30 gid;
e) Néu lam viée tir 10 gio tro 1én t’rong ngay (ké ca gior lam thém) thi trude khi
lam thém, NLD dwgc nghi it nhat 30 phut tinh vao gi¢ 1am thém;

2. Quan Iy tryc tiép danh gia yéu ciu cong viée va dé xuit phuong 4n lam thém gio,
chuyén vin ban 1én Quén Iy Khéch san phé duyét truée ngay du kién 1am thém
it nhat 01 ngay lam viéc.

3. NLD lam thém gi& duge nghi bi/thanh toan tién lwong 1am thém gid theo quy
dinh cia TNH va phép luat. Truong hop nghi b, NLD dugc nghi bing dung thoi
gian da lam thém gio.

III.  Trién khai thye hién chAm cong quét van tay:

1. Déi twong 4p dung: Toan by CBNV thugc hé théng cac khach san SOJO.

2. Co ché thuc hién:
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a) NLD thuc hién chdm cong quét vén tay tai cAc may chdm cong vao diu va cubi
ca lam viéc hing ngay, riéng ca gy s& chAm cong 04 1in/ngay.
b) Trwong hop lam thém gio, NLD thuc hién chim cong cu thé nhu sau:

- Néu lam thém gid ngay tiép sau thoi gian 1am viéc ciia ca chinh: chim cong
dAu gir va khi két thic thoi gian lam thém gio. Vi du: NLD lam viéc tu 8h
-16h, sau dé lam thém gio tie 16h-18h thi chdm céng lam thém gior vio cudi
gio sau khi két thiic lam thém gio, khéng can cham cong luc 16h.

- Néu lam thém gid khong tip ndi sau thoi gian lam viéc cuia ca chinh: cham
cong vao dau va cudi thoi gian lam thém gid. Vi du: NLD lam viéc tir Sh—
16h, sau dé lam thém gio tir 18h-20h thi can cham céng lam thém gio vao
luc 18h va 20h.

c) Céc trudng hop di muon/vé sém/khong chim cong, ché tai, thim quyén va
cach thuc phé duyét dang ky/giai trinh:

- Phé duyét cac truong ho'p di mudn, vé sém, khéng chdm céng NLD di
muona’ve sém/khéng chdm cong co ly do chinh dang dugc cip co thal
quyen 1a Quan Iy truc I]Cp phé duyét t6i da 03 Ianfthang,

- Ché tai:

hodc nam ngoai cac tmong hop dugce dang ky/giai trinh néu trén s& bi xem xq(
xur ly ky ludt lao dong theo quy dinh ciia TNH va phép luat;

+ Tt ca céc truong hop gian lan va vi pham quy dinh trong viéc cham cong que
van tay (Vi du: nho chdm cong, cham cong hd, gia tao van tay, cip quan ly phé
duyét khéng hogc phé duyét giai trinh cia NLD do minh quan ly sai 1éch so voi
dit lidu thyc té...) s& chiu céc hinh thirc xtr Iy ky luét cao nhat theo quy dinh cuia
TNH va phép luat.

IV. T6 chive thye hién:

1. Thoi gian 4p dung: Tu ngay 26/04/2022.

2. Tat ca CBNV thuoc hé thong Khach san SOJO nghiém tic thuc hién cic quy

dinh tai Thong bao nay.

3. B¢ phan Téng hop cua khich san SOJO ¢6 tréch nhiém:

a) Hang tuan, 1ap file excel phan ca (theo mau dinh kém, c6 phé duyét cia Quan
ly Khéch san) va theo déi ca lam viéc/chim cong ciia NLD, dam bao sb gio
lam viée ciia m&i NLD theo ding s6 gios tiéu chuin theo quy dinh ciia TNH;

b) Hing thang, gii file excel chim cong, dang ky lam thém gid (theo mau dinh
kém, cé phé duyét cia Quan 1y Khich san) dén Nhan sy 1am cin ct tinh
lwong, quan ly ngdy phép theo quy dinh. Riéng bang cham cong ddi véi Quan
Iy Khach san s& do Tong Giam dc SOJO phé duyét.
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4. Céc cp quan ly, lanh dao céc don vi c6 tréch nhiém nhic nhd, quan triét NLD
thude quyén quan ly tuyét ddi tuan tha quy dinh vé thoi gid 1am viéc va chim
cong, quét van tay, ddng thoi thyc hién nghiém tic, minh bach va chinh xdc cong
tac phé duyét gii trinh di muon/vé sém/khong chim cong, dang ky gio 1am viéc
va lam thém gio cua NLD.

Téng Gidm déc thong béo va yéu ciu toan thé CBNV nghiém tic thuc hién cc noi
dung tai Thong béo nay/.g el
Tran trong./.

Noi nhan:
- All contacts TNH;
- Luu: VT.
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