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HUONG DAN CONG VIEC
QUAN LY PUONG DAY NONG NOI BO
1. MUC PiCH:
Nham quy dinh 1 rang cac bude can thuc hién trong cong tac quan Iy duong day néng ndi bd
tai cong ty
2. PHAM VI:
Ap dung cho cac trudong hop lién quan dén viée st dung “duémg day nong ndi bd” cta cong
ty.
3. NOI DUNG HUONG DAN:

3.1 Nguyén tic sir dung:

3.1.1 CB-CNV trong Céng ty déu c6 quyén goi dén dudng day néng trong cac truong khin cép

hodc trong trudmg hop da phan ‘mg ding theo quy trinh ctia cong ty ma khong dugc giai quyét

ding.

3.1.2 CB-CNV goi dén duong ddy néng s& dugc bio mat moi théng tin ca nhén.

3.1.3 Thong tin dugc cung cip phai dam bao ding su that, nghiém cam loi dung dudng diy néng
n6i bo dé tra thit ¢4 nhan, vu khéng, quiy nhidu. Néu cb ¥ cung cip thong tin sai su that tuy
theo murc do vi pham cong ty sé xur ly theo Noi quy cong ty.

3.1.4 D6 voi céc thong tin c6 gia tri gitip cong ty kip thoi phat hién tidu cuc, gop phin xay dyng
cong ty thi s€ dugc xem x€t khen thuong.

3.1.5 Noi dung khi sir dung c4c duong diy néng nodi bd bao gdm:

Giai d4p thic méc vé céc quy dinh ciia phap luat lién quan, v& ndi quy chinh sach ctia Cong ty

hozc phan 4nh cic van d& v& khiéu nai khiéu kién, cac vi pham tiéu cuc xay ra trong cong ty.

3.1.6 Khi CB-CNV goi dén sb dién thoai dudng day néng, don vi tiép nhan s& c¢6 trach nhiém tit
mAy va goi lai. Ngudi sit dung s& khong mét phi khi st dung dudng day néng nay.
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3.2 Pon vi tiép nhin:

3.2.1 BTGD s& phin cong nhén vién phu trach duong day nong. Nguoi duge phan
codng phai 1 ngudi cd ddy da kién thire vé cdc quy dinh phap luét lién quan, vé
ndi quy va céc ché d9 chinh séch ciia Cong ty.

3.2.2 Noi dung cac cau hoi chia nhéan vién phu trach duong ddy nong ndi bo phai nim
trong pham vi cho phép, ding theo dudmng 161 chu trudng chinh sach cia Cong
ty.

3.2.3 Khi nhén duoc thong tin tir duong diy nong ndi bd, ngudi quan ly duong day
nong s€ cd trach nhiém tra 1oi va giai thich rd rang cho nguoi goi dién, trong
trudmg hop can diéu tra xac minh thong tin thi ngudi phuy trach duomg diy néng
s€ thue hién theo “quy trinh khiéu nai khiéu kién — muc 6.3 diéu tra x4c minh xir
Iy”. Sau dé ngudi phy trach dudng diy néng sé lién lac lai véi ngudi goi dién dé
tra 1o két qua vu viée.

3.2.4 Trong trudng hop ngoai kha ning gidi quyét, nhén vién phu trach dudng déy
néng phai nhanh chéng phan hoi vé cho BTGP dé dugc huéng dn xir 1y. Hoic
déi v6i cac sy viee mang tinh nghiém trong, ngudi phu trach dudong diy nong-
phai phan anh ngay cho BTGD.

3.3 Ché d$ bdo cio:

3.3.1 Tét ca trudmg hop nhan duoc théng tin tir duong day néng s€ duge ngudi phu

trach cap nhat vao “sb cip nhat thong tin dudng ddy néng”.

3.3.2 Cubi mdi thang, ngudi phu trach duong day néng c6 trach nhiém cdp nhét cac
thong tin nay vao “hé théng theo doi thong tin vé quan hé lao dong”, sau khi
phén tich va tdng hop xong s& giri bang bao cdo nay cho BTGP

3.3.3 DBinh ky cubi nam, khi BP.HR lap béo cdo tong két tinh hinh hoat dong nhén sy,
céc s6 liéu nay s& dugc téng ké theo nim va duge vao béo céo.

SO PIEN THOAI PUONG DAY NONG NOI BO

= 0933 617 279
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4. LICH SU TAI LIEU:;

4.1 Ban hanh 14n tha dau: 01/04/2014
4.2 Ban hanh 14n thir 2: 28/12/2024
Lan sira Hang muc sira doi Néi dung sira doi
2 Cap nhat theo quy trinh quéan 1y tai liéu DOCC
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