PHAN 1. GIOT THIEU CHUNG VE TRUONG PAI HOC NGUYEN TAT THANH

1.1 Trudng Pai hoc Nguyén Tat Thanh cd tru s& chinh toa lac tai 298-300A Nguyén
Tat Thanh, Phudng 13, Quan 4, Thanh ph6 H6 Chi Minh.

Dién thoai: 1900 20 39 Fax: 028 39 404 759

Email: bangiamhieu@ntt.edu.vn — Website: ntt.edu.vn

Trudng Pai hoc Nguyé&n T4t Thanh truc thudc Cong ty ¢d phan Dét May Sai gon, Trudng
cé tién than la Trudng Kinh t€ — Ky thuat — Nghiép vu NTT, Trudng dugc nang cap
thanh Trudng Cao ddng theo Quyét dinh s& 4198/QD-BGDDT ngay 05/8/2005 cla Bb
Gido duc va Pao tao. Sau dé, Trudng Pai hoc Nguyén T4t Thanh dugc thanh Iap theo
Quyét dinh s§ 621/QD-TTg ngay 26/4/2011 clia Thi tudng Chinh phu. Trudng ndm
trong hé théng gido duc Quéc dan Viét Nam, chiu su quan ly nha nudc vé gido duc va
dao tao cua BO Gido duc va Dao tao, B6 Lao dong Thuang binh va Xa hdi va B6 Cong
Thudng dong thdi chiu su quan ly hanh chinh theo 13nh thd ciia Uy ban Nhan dan
Tp.HCM.

Trudng Dai hoc Nguyén T&t Thanh 13 mdt trudng PH da nganh, da nghé, da bac hoc.
Nha trudng c6 do6i ngli han 1.200 giang vién cg hitu, trong dé khoang 59% giang vién
¢ hoc ham, hoc vi tir thac si trd 1én, véi s6 Iugng sinh vién dén han 20.000 ngudi. Nha
trudng hién tai dang dang dao tao 03 nganh dao tao trinh do thac si va 33 nganh dao
tao trinh d6 dai hoc, 24 nganh dao tao trinh dd cao dang trén cac linh vuc kinh t&, ki
thuat cong nghé, stc khde, xa héi va nhan van.

Thanh tuu da dat dugc: Vao ndm 2016, Trudng da dugc Td chifc QS-Stars (Anh Qudc)
danh gid xép hang 3 sao. Va ching ta ciling la trudng ngoai cong Iap dau tién tai khu
vuc phia Nam dugc cap chling nhan dat chuin kiém dinh chét lugng cta Bd Gido duc
va Dao tao, gan day nhat la tré thanh thanh vién lién két cia Mang Iudi cac Trudng Dai
hoc Péng Nam A.

Nha trudng luén ¢ nhitng chinh sach thu hdt can bo, gidng vién gioi vé cong tac, tham
gia giang day, ndm 2018 Nha trudng thuc hién chinh sach lién két, hgp tac vdi cac giang
vién dén tir cac doanh nghiép vé dao tao, giang day thuc hanh cho sinh vién. V&i muc
tiéu xdy dung ngoi trudng “trd thanh toa nha tri thuc, noi hdi tu tinh hoa, tén su’ trong
dao, tri thuc téa sang”, Nha trudng da dat ra tdm nhin, s&f ménh, muc tiéu va gia tri cot
10i:

1.2 Tam nhin:
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Dé&n ndm 2020, Trudng DH Nguyén T4t Thanh sé trd thanh mét trudng dai hoc Ung
dung va thuc hanh, da nganh, da bac hoc, gén véi nhu cdu phat trién cla dia phuong
va quéc gia, dat chuin qudc gia, va c6 uy tin trong nudc va khu vuc.

1.3 S& mang:

Trudng Dai hoc Nguyén T4t Thanh cam két thlic ddy su phat trién vé kinh t&, xa hdi,
van hda va mdi trudng clia TP. HCM va Viét Nam thong qua cac hoat dong dao tao,
nghién ciru va phuc vu cdng dong, xa hdi dua trén lién minh chién lugc gan két vdi cac
doanh nghiép va cac vién nghién cru nham tao ra ngudn nhan Iuc cé chat lugng, co sirc
canh tranh cao trén thj trudng lao dong trong va ngoai nudc.

1.4 Muc tiéu:

L4 mdt truSng BH dinh hudng (ng dung va thuc hanh, Trudng DH Nguyén T4t Thanh
hudng téi muc tiéu dap ('ng nhu cau gido duc dai hoc dai chilng, tao Iap mét moi truGng
hoc tap tich cuc va trai nghiém thuc tién cho moi sinh vién, trang bi cho ho nang Iuc tu
hoc, tinh than sang tao khdi nghiép, cé trach nhiém vdi cong déng dé& ho phat trién moi
tiém n&ng va cd thé thich g véi mdt xa hdi dang thay d6i, cd co hdi tim dugc viéc lam
ngay khi t6t nghiép, thdng qua dé déng gdp cho viéc tao dung TP.HCM ndi riéng va dat
nudc Viét Nam néi chung phon vinh vé kinh t&, 6n dinh vé& x& hdi, phat trién bén viing
va vuan lén héi nhap toan cau.

1.5 Gia tri cot 106i:

- Péng cdp (dat ti nhitng muc tiéu chat lugng cao, chét lugng déng cdp qudc gia va
quaoc té).
- HOi nhap (véi chuén trong nudc, khu vuc va thé gii).
- Nang dong (trong hoc tap, nghién clru, lam viéc, c6ng hié€n va cudc s6ng).
- Tri tué (vGi tdm trong, tri sdng, x{ tri moi van dé thong minh).
- Tréach nhiém (véi ban than, gia dinh, cong dong, xa hoi va qudc t& trong mdi van
de).
1.6 Triét ly dao tao: "Thu'c hoc —Thuc hanh — Thu'c danh — Thu'c nghiép”.
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PHAN 2. TUYEN DUNG VA CHINH SACH NHAN Sy’
2.1 Chinh sach chung vé tuyén dung lao déng

Nha trudng thuc hién céng tac tuyén dung dua vao K& hoach nhan su dugc phé duyét
vao dau nam hoc va K& hoach nhan sy phat sinh do Hiéu trudng phé duyét va cac diéu
kién, tiéu chudn va ban mé ta cong viéc cla cac chlrc danh can tuyén dung da dudc
Hiéu trudng hodc ngudi dugc Hiéu trudng Oy quyén phé duyét dé lua chon ngudi co
pham chét, dao dirc, cé trinh d6 va ndng luc dap (ng tiéu chudn va nhu ciu cdng tac
cho tirng chirc danh cdng viéc cu thé. Cong tac tuyén dung cla Nha trudng dua vao cac
nguyén tic: dam bao dan chd, c6ng khai, minh bach, nhitng ngudi dugc tuyén dung
phai dung diéu kién, tiéu chudn nghiép vu va dugc b tri dling viéc, phai thuc hién theo
dinh bién nhan sy, phu hgp véi ké hoach da dugc Hiéu trudng phé duyét va cac ing
vién cd du diéu kién va tiéu chuan theo quy dinh.

2.2 Pbiéu kién lam viéc

Nhan vién dén nhan viéc dugc Nha truGng bd tri lam viéc tai mot hoac cac ca sé lam
viéc clia Nha trudng, dugc cung cap cac cdng cu, may moc, thiét bi phu hgp vdi vi tri
cdng viéc dugc giao; dudc cung cap thé nhan vién, cac tai khoan E-office, email dé lién
hé cong tac.

2.3 Thir viéc

Thdi gian thir viéc cla nhan vién dugc quy dinh nhu sau :

- T6i da khong qua 60 ngay dbi vdi cac cong viéc cd chiric danh can trinh d6 chuyén
mon, k§ thuét tir cao déng trd 1én.

- Toi da khong qua 30 ngay doi vGi cac cong viéc co chlc danh can trinh do trung cap
hay d6i v8i cong nhan ky thuat, lao dong nghiép vu.

- Toi da khéng qua 06 ngay lam viéc dbi vGi cac cong viéc khac.

2.4 Panh gia gia han hgp dong

Sau khi hét thai han thir viéc hoac hét thgi han hgp dong lao dong hién tai, Trudng don
vi/bd phan la ngusi danh gia vé viéc gia han hgp déng lao déng véi nhan vién (theo
biéu mau quy dinh), nhan vién tu danh gid thong qua cac tiéu chi: kha ning chuyén
mon, chat lugng cong viéc, tinh than trach nhiém, quan hé vgi dong nghiép, van dé

SO TAY NHAN VIEN DAIHOC NGUYEN TAT THANH



ch&p hanh ky luét lao ddng va su tham gia cac hoat ddng Doan thé, tap thé nai lam
viéc...

Viéc danh gia cta Trudng dan vi/bo phan va tu danh gia cGa nhan vién la cd s@ cho viéc
dé xudt hinh thdc va chinh sach tién lugng cho hgp dong lao dong ti€p theo.

2.5 Ky két hgp dong lao dong

- Ty theo tinh hinh cu thé cta nha trudng trong tirng thdi diém, tly theo két qua danh
gia thdng qua giai doan thir viéc nha trudng cd thé &p dung mdt trong céc loai hgp dong
da néu tai Diéu 43 Noi quy nay. Trong diéu kién hoat dong binh thudng, nhan vién dugc
danh gia tot nha Trudng ap dung cac loai hgp dong nhu sau:

+ Lan 1: Hgp dong lao dong xac dinh thdi han 12 (mudi hai) thang.

+ Lan 2: Hgp dong lao dong xdac dinh thdi han 24 (hai mudi tu) thang.

+ Lan 3: Hgp dong lao ddng khdng xac dinh thdi han.
- Th&i han clia ting loai hgp d6ng c6 thé dugc gia han hodc thay d8i néu hai bén thda
thuén va khong lam thay d6i loai hgp déng dang thuc hién.
- N&i dung va hinh thific ctia hgp dong lao dong tuan tha theo quy dinh cta phap luat
lao dong hién hanh.

2.6 biéu dong

Sau khi dudc tuyén dung va lam viéc tai Trung, tly theo nhu cu clia cng viéc, Hiéu
trudng quyét dinh viéc diéu déng nhan vién sang B6 phan, don vi khac theo quy dinh.

2.7 Cap nhat thong tin ca nhan cua nhan vién

Nhan vién dugc lam viéc tai Trudng sé dudc Phong T8 chirc nhan su’ cap nhét thdng tin
¢ nhan vao Phan mém quan ly nhan su. D& dam bao thdng tin chinh xac, nhan vién c6
nghia vu cung cp cac gidy t& nhan than ngay khi c6 su thay d8i cac théng tin d& Phong
TG chirc nhan su kip thdi cap nhét vao phan mém.

2.8 Cham dirt hgp dong lao dong

Nha trudng va nhan vién cham ddt hgp dong lao dong theo quy dinh tai bBiéu 45 cla
NOi quy lao dong. Khi cham dut hgp déng lao dong, nhan vién cé nghia vu:
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Pam bao thgi han thong bao cho Nha trudng biét trudc khi cham ddt hgp dong lao
dong;

- Dam bao can cf cham dit hgp dong lao dong dung theo cac quy dinh tai Noi quy lao
dong;

- Thuc hién nghia vu ban giao tai san, tai liéu cho Nha trudng theo quy dinh;

- Hoan tat viéc boi thudng, bdi hoan chi phi dao tao (n€u co) trudc khi nghi viéc.

2.9 Chinh sach luvong, thuéng

- Nha trudng sé chi tra luong va cac khoan phu cdp luang, thudng clia nhan vién vao
ngay 08 cua thang ké ti€p sau khi chdm cong, tinh mifc thudng va khau trlir cac khoan
trich déng BHXH, BHYT, BHTN, thué thu nhap ca nhan, cac ngay c6 chénh léch vé tién
c6ng do nghi 6m, nghi con 6m, nghi khéng Iugng.

- N&u ngay tra luang néi trén tring vao ngay I&, ngay nghi thi viéc tra luong sé dudgc
thuc hién vao ngay lam viéc ti€p theo.

- Hinh thic tra Iugng: tuy tinh hinh hoat dong va vi tri cong viéc dam nhén, nha trudng
c6 thé &p dung cac hinh thirc tra lueng theo thdi gian, theo hinh thic khoan san pham,
hodc khoan céng viéc. Thu nhdp ctia mdt nhan vién cd thé bao gdm: luang theo thdi
gian, luong san pham, luang khoan theo khéi lugng cdng viéc, luang theo két qua danh
gia, lugng theo chi tiéu, thudng theo mirc d6 hoan thanh céng thudng theo chi tiéu, hoa
hong, cac khoan phu cap (néu co).

- Nhan vién cé trach nhiém phai gilr bi mat vé mirc lvong, cac khoan phu cdp clia minh.
- Luang thir viéc: Mdc lugng thir viée it nhat bang 85% mdc luang chinh thirc, va cao
han hodc béng muc luang ti thiéu do nha nudc quy dinh. Khi nhan vién khéng dat yéu
cau thir viéc thi Nha Trudng cé thé gia han thdi gian thir viéc hodc chdm dit hgp dong
thir viéc véi ngudi lao dong.

- DGi vdi ngudi lao dong khdng déng BHXH, BHYT, BHTN bat budc hodc trong thdi gian
thir viéc, hoc viéc thi trong tién luagng ma hai bén thda thuan, ki két da bao goém cac
khodn BHXH, BHYT, BHTN, phép ndm... ma nha Trudng phai tra cho nhén vién theo quy
dinh cta B luat Lao dong.

- Xét nang lucng: Hiéu trudng cd thdm quyén quyét dinh viéc xem xét nang luong, diéu
chinh Iugng cho ngudi lao déng dua trén tinh hinh hoat dong clia nha Trudng, cac két
qua danh gia cGa ngudi lao déng vé hiéu qua lam viéc, sy tién bd, mdc do hoan thanh
nhiém vu, thai do 1am viéc...viéc xem xét nay dugc thuc hién mdi ndm mot [an. Trong
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trudng hgp tinh hinh hoat dong kho khdn, nha Trudng sé khdng xem xét nang lugng va
khong nhat thiét phai thong bdo dén nhan vién trong nha Trugng.
- Thdi diém xem xét nang luong (néu cd) sé& dudc thuc hién trong qui 1 hang ndm va
mUrc luong dugc diéu chinh (néu cd) s€ co hiéu luc tir ngay 01/01 hang nam.
- Thudng: Nha trudng thuc hién thudng theo thang va theo ndm. Mic thudng theo
thang quy dinh cu thé trong thong bdo thudng clia mbi nhan vién, dudc tinh dua vao
muc d6 hoan thanh cong viéc trong thang va mdc doé chap hanh nghiém chinh ndi quy,
quy dinh ctia Nha trudng. Cu thé:

+M(rc A: hudng 100% khoan thudng thang.

+M(rc B: hudng 90% khoan thudng thang.

+M(rc C: hudng 80% khoan thudng thang.

+M(rc D: hudng 70% khoan thudng thang.
DaGi véi tién thudng theo nam la 5.000.000 VND/ngudi/12 thang. Tuy theo thdi gian lam
viéc tai Trudng va mic d6 hoan thanh cong viéc, chap hanh tét ky luat lao déng ma
murc thudng trén co thé thay déi theo Quy dinh ctia Noi quy lao ddng.

2.10 Bao hiém xa hdi — Bao hiém y té - Bao hiém thit nghiép

- Trir thdi gian th( viéc, nhan vién ky hgp déng lao dong xac dinh thdi han, khong xac
dinh thgi han, hang thang nha trudng sé tham gia BHXH, BHYT, BHTN dua vao Iudng
cd ban cua nhan vién d€ déng cho cd quan Bao hiém xa hoi theo quy dinh cua phap
lugt Bao hi€ém x& hdi.

- Nhan vién c6 tham gia BHXH, BHYT, BHTN dugc hudng cac quyén Igi nhu: trg cap
Om dau, thai san, huu tri, tai nan lao dong, tir tuat, bénh nghé nghiép, that nghiép,
kham chita bénh... theo phép ludt Bao hiém x3 hdi va do cd quan Bao hiém x& hdi chi
tra.

2.11 Pao tao va phat trién

Nha Trudng coi trong viéc dao tao d& Ngudi lao ddng cd thé nang cao hiéu qua lam viéc
va phét trién ngh& nghiép. Cac hinh thirc dao tao bao gém: dao tao tai chd, dao tao
trong nudc hoac dao tao & nudc ngoai. Van dé dao tao va b6i duGng cho nhan vién
dugc quy dinh cu thé tai Quy ché& dao tao, bdi dudng cho can bd, giang vién, nhan vién
Trudng DH Nguyén T4t Thanh ban hanh kém theo Quyét dinh s§ 10/QD-NTT ngay
04/01/2019.
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2.12 Panh gia két qua lao dong

H&ng thang va cudi ndm, mdi nhan vién déu cd trach nhiém tu danh gid, xép loai két
qua lao dong cta minh. Nha trudng can c(r vao ban tu’ danh gia va danh gia cta Trudng
don vi, cac van ban cé lién quan dé& x&p loai k&t qua lao ddng cta nhan vién. Cin c,
tiéu chi va nguyén tic danh gia, x&p loai lao déng theo quy dinh cu thé tai Quyét dinh
s6 127/QD-NTT, hiéu Iuc ngay 01/04/2017 va Néi quy lao dong.

PHAN 3. THOT GIAN LAM VIEC VA THOTI GIO' NGHI NGO1
3.1 Thdi gian lam viéc

- Thai gian lam viéc binh thugng la 44 (b6n mugi bon) gid/tuan. Thdi giG lam viéc cu
thé hang ngay binh thudng nhu sau:

+Bubi sdng tlr th(r hai dén th{ sdu: Tir 07 gi 30 phat dén 12 gid 00 phdt.

+Bubi chiéu tir th( hai dén thir sdu: Tur 13 giG 00 phit dén 16 gid 30 phdt.

+Th(r bay: T 07 giG 30 phut dén 11 gid 30.

- Thai gian lam viéc d6i vdi cac dan vi cd can bd, nhan vién dugc phan cong lam viéc
theo ca dugc quy dinh nhu sau:

+ Ca sang: T 06 giG 00 phut dén 10 gid 00 phat va tur 10 gid 30 phut dén 14 gis 00
phat hodc tir 06 gid 30 phit dén dén 10 gid 30 phdt va tir 11 gig 00 phut dén 14 gis 30
phut.

+ Ca chiéu: TUr 13 gi§ 30 phuat dén 16 gid 30 phit va tir 17 giG 00 phdt dén 21 gis 30
phat hodc tir 14 gid 00 phut dén 17 gid 00 phdt va tir 17 giG 30 phat dén 22 gig 00
phut.

+ Ca t6i: TUr 22 gid 00 dén 00 gid 00 phut va tir 00 gid 45 phut sang hém sau dén 06
gid 00 phut sang hdom sau.

3.2 Nghi L§, tét

- Ngusi lao dong dugc nghi lam viéc, hudng nguyén luong trong nhitng ngay 18, tét sau
day:

+ Tét Duong lich 01 (mot) ngay (ngay 01 thang 01 dugdng lich).

+ Tét Am lich 05 (nd3m) ngay.

+ Ngay Chién thang 01 (m6t) ngay (ngay 30 thang 4 duang lich).

+ Ngay Qudc t€ lao dong 01 (mot) ngay (ngay 01 thang 5 duang lich).
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+ Ngay Qudc khanh 01 (mdt) ngay (ngay 02 thang 9 duadng lich).

+ Ngay Gib T6 Hung Vuang 01 (mdt) ngdy (ngay 10 thang 3 am lich).

+ Ngay Nha gido Viét Nam 01 (m6t) ngay (ngay 20 thédng 11 dugng lich).
- Ngusi lao déng 1a cong dan nudc ngoai, ngoai ngay nghi 1& theo quy dinh tai Khoan 1
Diéu nay con dugc nghi thém 01 (mdt) ngay Tét ¢ truyén dan tdc va 01(mét) ngay
Qudc khanh clia nudc do.
- N&u nhitng ngay nghi k€ trén triing vdi ngay nghi hang tuan thi ngudi lao déng dugc
nghi bu vao ngay ti€p theo.

3.3 Vang mit

Nhan vién vang mat tai ngi lam viéc phai xin phép Trudng don vi it nhat 01 (mét) gis
true gid lam viéc, trir trudng hgp bat kha khang. Vang mat tir nira ngay lam viéc trd
Ién phai lam don xin nghi phép theo dung trinh ty thu tuc.

Nhan vién chi dugc phép vdng mat sau khi d& cd su’ chdp thuan clia Trudng daon vi va
l&nh dao Phong T4 chic nhan su. Viéc vdng mat khdng phai do 6m dau hay Iy do chinh
dang ma khoéng dugc su ddng y ctia Trudng don vi va Phong T6 chirc nhan sy s& bi xdr
ly theo quy dinh cta NG6i quy lao dong.

3.4 Nghi 6m

Nhéan vién nghi do 6m dau phai gui don xin nghi phép cé xac nhan cta Trudng don vi
vé cho Phong T8 chirc nhan su; Trudng hdp nghi 6m, nhan vién phai dugc cd quan y té&
c6 thdm quyén theo quy dinh cta phap luat bdo hiém xa hdi xac nhan khéng du stic
khoe dé lam viéc va ghi rd s6 ngay nghi bénh trong Gidy ra vién hoéc gidy chitng nhan
nghi viéc hudng ch& d6 BHXH mau C65-HD do cd quan BHXH cap.

Ngay khi tré lai Iam viéc, nhan vién phai bd sung don xin nghi 6m va gidy khadm chira
bénh cta cd quan y t€; Nhan vién nghi 6m dau dugc hudng muc tién lugng dong bao
hiém x& hdi theo quy dinh cta phap luat bdo hiém xa héi.

3.5 Nghi hudng ché do thai san (danh cho ca nam va nif nhan vién)
Nghi thai san, nghi con 6m, nghi du@ng strc phuc hdi sirc khde sau 6m dau, sau thai san

va cac ché& dd khac theo quy dinh clia phap lut bao hiém xa hdi. Cac ché dd nghi hudng
bao hiém x& hdi thudng gdp gém co:
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+ N nhan vién nghi sinh con (t6i da 6 thang), h6 sG gom cd: Ban sao gidy khai sinh
cla con, ban chinh gidy ra vién (trudng hgp sinh thudng khéng can gidy ra vién), ban
chinh s6 BHXH (néu cd yéu cau).

+ Ni nhan vién di kham thai (t6i da 5 ngay trong thai ky), h6 sg gom cd: cac Gidy ching
nhan nghi viéc hudng ché do6 BHXH mau C65-HD do BHXH cdp (t6i da 05 phiéu, khong
bao gdém céc phi€u di khdm vao ngay chi nhat).

+ NI nhan vién nghi duGng slc phuc hoi stiic khoe sau khi sinh (sinh thudng nghi 5
ngay, sinh m& nghi 7 ngay). H6 s6 bao gdém ban chinh gidy ra vién ddi véi trudng hop
nhan vién nit sinh m&. Nit nhan vién sinh thudng chi gui don xin nghi hudng ché do thai
san theo mau 08PTC.

+ Nam nhan vién nghi viéc khi vg sinh con (sinh thudng nghi 5 ngay, sinh md nghi 7

ngay). HO sG bao gém ban chinh gidy ra vién, ban sao gidy khai sinh ctia con, ban photo
gidy CMND/can cudc cua vg, dan xin nghi khi vg sinh con theo mau 08PTC.

+ Nam nhan vién hudng ché do thai san 1 lan khi vg sinh con trong trudng hgp vg
khéng tham gia BHXH bat bubc. H6 sG bao gdm ban chinh gidy ra vién, ban sao gidy
khai sinh ctia con, ban photo gidy CMND/can cudc cla vg.

3.6 Nghi viéc riéng

Nhan vién dugc nghi viéc riéng ma van hudng nguyén luong trong nhitng trudng hgp
sau day:

+ K&t hon: nghi 03 (ba) ngay.

+ Con két hon: nghi 01 (m6t) ngay.

+ B0 dé, me dé, bd vg, me vg hodc bd chdng, me chdéng chét; vg chét hodc chdng chét;
con chét: nghi 03 ngay.

3.7 Nghi khong luang

Nhan vién dudc nghi khong hudng luong 01 (mdt) ngay va phai thong bao véi Trudng
daon vi, Phong T8 chirc nhan su' khi 6ng ndi, ba ndi, dng ngoai, ba ngoai, anh, chi, em
rudt chét; bd hoac me két hon; anh, chi, em rudt két hon hodc theo thda thuan véi Nha
trudng. Tat ca viéc nghi khong hudng luong phai dugc sy chap thuan cla Trudng don
vi, Phdng T8 chifc nhan su, Ban Gidam hiéu theo quy dinh vé thi tuc théng bao nghi.
Nhan vién tu'y nghi khong xin phép, nghi trudc xin sau vai ly do khong chinh déng, hodc
nghi trude khi duge chap thuan thi duge xem nhu nghi vo ky luat sé bi xr ly ky luat theo
quy dinh cta nha trudng dong thdi nhitng ngay nghi nay sé khong dugc tra luong.

3.8 Nghi phép
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Nhan vién mudn xin nghi phép ndm, nghi khéng lugng phai glii don cho Trudng dan vi
x&c nhan sau dé guri v& Phong T6 chlc nhan sy it nhat 03 (ba) ngay trudc ngay dy dinh
nghi. Trong cac trudng hgp nghi tir han 03 (ba) ngay trd 1én thi phai lam dgn xin phép
nghi trudc 04 (bon) ngay lam viéc. Nhan vién chi dugc phép nghi khi cé sy chap thuan
clia Trudng don vi va 1anh dao ctia Phong T6 chlrc nhan su. Trudng hdp 6m dau, tai
nan, su' cd khan cip, nhan vién phai bao tin cho Trudng don vi cia minh ngay ngay hdm
dé va phai bao cdo giai trinh bang vin ban cho Trudng dan vi va Phong T8 chirc nhan
sy trong thdi gian s6m nhat nhung khdng dugc tré han 01 (mét) ngdy sau ngay da nghi.

PHAN 4. TRAT TU NHA TRUONG
4.1 Thai do, tac phong trong cong viéc

Khi thuc hién cong viéc, nhan vién phai tuan theo chi dao cta lanh dao quan ly truc tiép.
Néu cd y kién khac dugc quyén dé dat y ki€n ca nhan.

Nhan vién phai cd phong thdi trang nha, cd y thitc phdi hgp, hd trg 1an nhau thuc hién
cbng viéc, giao ti€p nha nhan, cé tinh than hgp tac, tac phong lich sy, thai dé dung
muc; doan két, khiém t6n, ton trong dong nghiép.

Nhan vién khi lam nhiém vu truc, tra I8i dién thoai hodc ti€p xuc truc ti€p vai sinh vién,
phu huynh, khach dén giao dich,... phai c6 thai dd cdi ma, nhiét tinh, lich su; 13ng nghe
y kién va cd gang dap Ung cac yéu cau chinh dang, khéng lam anh hudng xau dén cong
viéc va uy tin ctia Nha trugng.

Trong gid lam viéc, khéng dugc tu tap, ban tan, néi chuyén riéng gay 6n ao mat trat tu
hodc lam cho ngudi khac mét tap trung trong cong viéc.

Khong dugc ¢ thai do, hanh vi, phat ngon thi€u ton trong gay mat trat tu trong Nha
trudng, gay chia ré lam mat doan két ndi bo, mat uy tin ctia déng nghiép.

Khong dudc co thai d6, hanh vi, phat ngdbn mang tinh ky thij ton gido, dan tdc hodc bat
ky ndi dung nao cd y cdng kich, qudy rdi hay 18ng ma ngudi hodc t& chirc nao khac.

4.2 Cham cong

T4t c& nhan vién phai thuc hién chdm cong tai may chdm cdng vao dau va cudi moi
bu6i, ca lam viéc dé theo ddi va danh gia thdi gian nhan vién lam viéc tai Nha trudng.

Nhan vién phai tu minh 1dy dau van tay, bam thé hodc quet thé cham cong va bao quan
thé ctia minh. Trudng hgp thé bi mat, bi hu, bam thé, Idy dau van tay khdng thanh céng
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nhén vién phai truc ti€p bdo phong T8 chc Nhan su trong vong hai mugi b6n (24) gid.
Trudng dan vi sé ky xac nhan nhitng ngay da lam viéc va nhan vién phai nop chi phi
lam lai thé theo quy dinh (néu co).

4.3 Thé nhan vién

Nhan vién phai deo thé nhan vién trong thdi gian cé mat tai Ndi lam viéc va nhitng ngi
khac ma Nha trudng quy dinh vao tirng thdi diém. Trudng hdp thé nhan vién bi méat
hodc hu hdng thi ngudi lao dong phai lién hé ngay véi Phong T8 chitc nhan su dé dé
nghi cap lai thé md&i va ndp chi phi lam lai thé (néu cd).

4.4 Trang phuc

Tat ca nhan vién khi cong tac tai Trudng hoac dang thuc hién nhiém vu do Nha trudng
clr di cong tac, hoc tap, hoi thao...phai mac trang phuc lich sy, phu hgp véi moi trudng
lam viéc.

4.5 Pong phuc

Nhan vién thuc hién mac déng phuc: do s6 mi tréng co théu logo Trudng vao thir Hai
va th Tu hang tudn hodc cac ngay ki niém, ngay Lé khac theo théng bdo ciia Nha
trudng.

4.6 Tiép xuc véi bao chi

Hiéu trudng la ngudi duy nhat c6 thdm quyén quyét dinh déi véi cac thdng tin lién quan
dén nha trudng trén cac phuadng tién thong tin dai chdng.

PHAN 5. AN TOAN LAO PONG, VE SINH LAO DONG, BAO VE TAI SAN VA BAO
MAT THONG TIN

5.1 An toan, trat tu va vé sinh ngi lam viéc

Nhan vién phai tuan thu cac quy dinh tai Ngi lam viéc nhu sau:

May mdc, thiét bi dién, cdng cu lam viéc, cac thiét bi an toan phai dugc nhan vién kiém
tra trudc khi s’ dung. Néu nhan vién phat hién hu hong thi khong dugc s dung céac
thiét bi nay va phai bao cao cho Trudng don vi va Phong Quan tri thiét bi biét.
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Nhén vién tdt cadc may mdc, hé thdng anh sang va cac thiét bi dién khac khi khdng st
dung hodc sau khi két thic cong viéc. Néu la ngudi cudi cung rdi phong lam viéc khi két
thic cdng viéc, nhan vién phai kiém tra va tit cac thiét b dién; khda ctra va ky niém
phong ctfa véi bao vé trudc khi rgi khdi phong lam viéc (néu can thiét).

Nhan vién phai hét stic can trong khi sif dung céc thiét bi dé chay dé tranh nguy hiém.
Nghiém cdm nhan vién hit thudc trong Nha trudng.

Nhan vién phai sdp x&p vat dung hd sd chitng tir ngén ndp, ding chd dé tién Igi va
nhanh chéng khi sir dung, luén dam bao vé sinh sach sé tai nai lam viéc.

Tu dung hd s6 va ngan ban lam viéc ctia nhan vién phai dudc bao quan can than. DEi
v@i nhirng h6 sc quan trong can phai dugc bao quan va khdéa dam bao an toan.

Khéng dé& d6 dung ca nhan cling nhu d6 dung, vat dung, thiét bi cdng viéc & cac khu
vuc 16i di.

Ngoai cac quy dinh trong Noi quy nay, Hiéu trudng cé thé thiét 1ap cac quy dinh cu thé
han vé an toan, vé sinh lao dong va nhan vién phai tuan thu; Nhan vién cé trach nhiém
tham gia cac hoat ddng ng&n ngtra, han ché& va khéc phuc cac thiét hai c6 thé xay ra.

5.2 Chay va trudng hop khan cap

Nhan vién khi phat hién ra chay hodc cac tinh trang nguy hiém tiém &n khac cé thé gay
thiét hai cho Trudng va/hodc nhan vién khac thi phai ap dung cac bién phap khan cap
va ngay lap tc bdo véi bdo vé va nhitng ngudi cd thdm quyén.

Trong cac trudng hgp khan cap nhu chdy, bdo lut hodc thdm hoa thién nhién hodc phi
thién nhién, nhan vién phai c6 gang hét siic 4p dung cac bién phap can thiét d& ngan
nglra va han ché thiét hai xay ra cho Trudng va ngay lap tirc bao vdi bao vé hoac nhiing
ngudi cd thdm quyén.

Nhan vién bi tai nan hoac bi 6m khi dang lam viéc, nhitng nhan vién khac phai ngay lap
tirc bdo cao véi cap trén dé€ ap dung cac bién phap kip thsi ngdn ngira, khac phuc hiu
qua.

5.3 Bao vé tai san cua Nha trudng

Nhan vién phai s dung diing muc dich, ding quy dinh va hiéu qua tai san.

Nhan vién khéng dugc lam thiét hai hoac sir dung sai muc dich tai san, trang thiét bi

lam viéc cta Nha trudng. Néu xay ra thiét hai nhan vién sé bi x{r ly theo cac quy dinh

clia Noi quy nay. Nhan vién phai thuc hién va tuan tha ding theo cac hudng dan cua

ngudi cé thdm quyén vé viéc sir dung tai san; Khdng dugc phép thuc hién cac hoat dong
12
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gdy hu hong, cd nguy cg gay anh hudng dén chiic nang lam viéc clia tai san hoac anh
hudng dén toc do truyén tai, bao mat thong tin ciia Nha trudng; Khéng dugc st dung
bAt c(r tai san nao ctia Nha trudng dé trao déi, cho, ban, cho mugn, cho thué ma khéng
dudc Nha trudng Uy quyén hodc cho phép lam; Tuyét doi khdng dugc st dung trai phép
gidy tiéu dé cua Nha trudng, con dau clia Nha trudng, gia mao ho so, tai liéu cla Nha
trudng hodc chir ky cta nhan vién khac.

Trudc khi rgi ngi lam viéc, nhan vién phai déng va bao quan an toan tat ca cac ho sg,
tai liéu, dir liéu va dam bao tat ca cac ngan kéo, tu, ctra phong dugc khoa an toan.
Nhan vién cé trach nhiém sir dung va bao quan cac céng cu bao ho lao dong do Nha
trudng cung cip, phai bdi thudng néu cd 16i trong viéc lam hu héng hay mat mat cac
cbng cu nay.

Néu gay thiét hai khdng nghiém trong va do so suét thi phai bdi thudng bdng cach trir
dan vao thu nhap hang thang, mdi thang khau trir khdng quéa 30% cuia tdng thu nhap,
sau khi d3 khau trir thué va cac khoan trich ndp bat budc.

Nhan vién lam mat dung cuy, thiét bi, lam mat tai san do nha trudng giao hoac tiéu hao
vat tu qud dinh mirc cho phép thi phai boi thudng toan bo gid tri thiét hai; trudng hgp
¢6 hgp dong trach nhiém thi bdi thudng theo trach nhiém quy dinh trong hgp dong.
Nhan vién khéng dugc ty' y mang bét ky tai san nao ctia Nha trudng ra khoi ngi lam viéc
néu khéng co su ddng y bang van ban ctia Nha trudng. Trong moi trudng hgp can mang
tai san ra khoi Nagi lam viéc, nhan vién phai dudc su' chdp thuan bang vén ban ciia Nha
trudng. Tai sdn mang ra khdi Ngi lam viéc phai ding vdi tai san ghi trong van ban dugc
cung cap.

5.4 Bao mat thong tin cua Nha trudng

Moi nhan vién déu phai cé trach nhiém bao vé thong tin, dir liéu cia Nha Trudng. Ngudi
lao dong tuyét doi khong dudgc tiét 10 thong tin bdo mat. Nhan vién khong dudgc tiét 10
bat ky thdng tin nao lién quan dén cac hoat déng clia Nha trudng khi théng tin do
chua dugc Nha trudng cho phép cong bd cong khai. Viéc cong bd thong tin lién quan
dén Nha trudng phai tuan thu theo quy trinh vé viéc cong b thong tin ma Nha trudng
quy dinh.

Nhan vién cd trach nhiém bao vé& hd so, s6 sach k& toan, cac s6 sach ghi chép khac tai
ndi lam viéc. Khéng dugc chuyén giao cac tai liéu va thdng tin nay cho bat cr bén th&
ba nao khac ma khdng c6 su’ dong y bang van ban cla Hiéu trudng hodc nhiing ngudi
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dudc uy quyén. Nhan vién khéng dudc tiét 10 cac thong tin cd nhan vé lugng, thudng
va cac khoan phu cap, boi duBng khac dugc Nha trudng chi tra.

Nhéan vién dugc giao nhiém vu soan thao, in an, sao chup cac tai liéu bao gébm nhung
khong giGi han bat ky tai liéu, ho sg, gidy tG, dé thi, chirng tir, chirng chi phai tuan tha
quy trinh xtr ly thong tin tai liéu, khéng dugc str dung cac thong tin clia nhan vién khac,
hoc sinh, sinh vién va ngudi th(r ba bat ky cho muc dich nao khac ngoai muc dich cong
viéc cling nhu khong tiét 16 cac thong tin cho bat ky nguGi nao khac ma khong cé su
cho phép trudc dé cua Ban Giam hiéu.

Trudc khi nghi viéc, nhan vién cé nghia vu ban giao lai tit ca s6 sach tai liéu lién quan
dén hoat dong cla Nha trudng k& ca céc tai liéu dugc luu gilt trén may tinh. Nghiém
cam viéc khdéa ma hay xda cac ho sg dir liéu cd chira thong tin lién quan dén hoat dong
cla Nha trudng. Moi théng tin lién quan dén Nha trudng, cac ca nhan sau khi nghi viéc
khong dugc phép tiét 16 dudi moi hinh thirc. Moi hau qua do viéc tiét 16 d6 gay ra, ca
nhan do phai chiu hoan toan trach nhiém trudc phap luat.

B4t k& nhan vién nao vi pham céc quy dinh tai Diéu nay hodc gilip ngudi khac thuc hién
hanh vi vi pham hodc cd y khong ngdn ngtra cac hanh vi vi pham ma theo quy dinh nhan
vién do6 cd nghia vy phai ngan chan thi sé bi xtr ly theo quy dinh cla N6i quy nay.

PHAN 6. DPAO PUC NGHE NGHIEP

6.1. Ciing gi6ng nhu khdi giang vién, khdi nhan vién hd trg cling can phai: tam huyét
vGi nghé nghiép, cd y thic gilr gin lugng tdm va danh dy ban than va Nha trudng; cé
tinh than doan két, thuong yéu, gilp d3 dong nghiép trong cudc séng va trong cong
tac; cd long nhan ai, bao dung, d6 lugng, d6i xIr hoa nha vdéi ngudi hoc, dong nghiép;
san sang gilp d&, bao vé quyén va Igi ich hgp phap chinh déng cta ngudi hoc, ddng
nghiép va cong déng. Tan tuy véi cdng viéc; thuc hién ding diéu I€, quy ché, ndi quy
cla don vi, nha trudng, cla nganh. Thuc hanh tiét kiém, chdng bénh thanh tich, chéng
tham nhiing, 1ang phi. Thuc hién phé binh va tu phé binh thudng xuyén, nghiém tuc;
thudng xuyén hoc tdp nang cao trinh dd chuyén mén nghiép vu, ngoai ngit, tin hoc dé
hoan thanh tot nhiém vu dugc giao, dap i'ng yéu cau ngay cang cao cla su nghiép giao
duc.

6.2. Khong Igi dung chiic vu, quyén han dé thuc hién hanh vi trai phap luét, quy ché,
quy dinh; khong gay khé khan, phién ha d6i vdi ngudi khac; khdng gian 1an, thiéu trung
thuc trong cong tac; khdng tru dap, chen ép va cé thai do thién vi, phan biét doi xtr,
thanh ki€én ngudi khac; khong ti€p tay, bao che cho nhitng hanh vi tiéu cuc trong giang
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day, hoc tap, rén luyén ctia ngudi hoc va déng nghiép; khdng xam pham than thé, xic
pham danh du, nhan phdm clia ngudi hoc, ddng nghiép, ngudi khac. Khdng lam anh
hudng dén cong viéc, sinh hoat clia déng nghiép va ngudi khac; khong huat thudc 13,
ubng rugu, bia trong cong sg, trong trudng hoc va nai khong dugc phép hodc khi thi
hanh nhiém vu giang day va tham gia cac hoat déng gido duc cta nha trudng; khong
st dung dién thoai di dong va lam viéc riéng trong cac cudc hop, hoi thao, hoi nghi...;
khéng gy bé phai, cuc bd dia phuong, lam mat doan két trong tap thé va trong sinh
hoat tai cdng ddng; khéng dugc st dung buc giadng lam ndi tuyén truyén, phd bién
nhitng ndi dung trai vdi quan diém, chinh sach ctia Pang va Nha nudc; khdng trén tranh
trach nhiém, thodi thac nhiém vu, ty' y bo viéc; khong di mudn vé sém, vi pham quy ché
chuyén mén lam anh huéng dén ky cuang, né nép cia nha trudng; khéng t8 chirc, tham
gia cac hoat dong lién quan dén té nan xa hoi nhu : ¢ bac, mai dam, ma tuy, mé tin,
di doan; khdng st dung, luu giil, truyén ba van hod pham dbi truy, doc hai.

PHAN 7. KHEN THUONG VA KY LUAT
7.1. Khen thuéng:

Thuc hién theo Quy ché thi dua khen thudng bgn hanh kém theo quyét dinh 334/Qb-
NTT ngay 30/11/2011 cla Trudng Dai hoc Nguyén Tat Thanh va cac van ban quy pham
phap luat khac vé thi dua, khen thudng.

7.2. Ky luat lao dong:

Trinh tu xtr ly ky luat lao dong:

+ Khi phat hién nhan vién cé hanh vi vi pham ky lut lao d6ng tai thsi diém xay ra hanh
vi vi pham, tlly theo chirc ndng, nhiém vu va thdi diém, hoan canh xay ra, cac t6 chir,
cé& nhan sau c6 thé tién hanh Iap bién ban vi pham, sau d6 chuyén hd sd lién quan dén
Phong T6 chirc nhan su ra théng bao dé tién hanh hop xir ly ky luét lao dong: T6 Kiém
tra ky ludt lao déng, Phong Thanh tra, Phong T6 chifc nhan su, Lanh dao don vi tai thoi
diém xay ra hanh vi vi pham.

+ Trudng hdp phét hién hanh vi vi pham ky luat lao déng sau thdi diém hanh vi pham
da xay ra, c6 du cén cf chitng minh dugc 16i cia nhan vién va trong thdi hiéu xir ly ky
luat thi thuc hién nhu sau:

Phong T6 chirc nhan su thdng bdo ndi dung, thdi gian, dia diém cudc hop x{r Iy ky ludt
lao dong dén thanh phan tham du:
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AN

Ngugi dai dién theo phap ludt cla nha trudng hodc ngudi dugc Uy quyén la
ngudi chd tri;
Ngugi dai dién Ban chdp hanh céng doan cd sd;
Ngudi lao dong;
Ngugi lam chirng (néu co);
Ngugi bao chira cho duang sy (néu cd);

v Nhitng nguGi khac do nha trudng quyét dinh (néu cd).
Phong T6 chifc nhan su guri théng bdo triéu tap cac thanh phan trén trudc khi dién ra
cudc hop va tién hanh cudc hop x{r ly ky luat lao déng khi ¢ sy tham gia cta cac thanh
phan thong bao.
Khi nhan dudc théng bao cia Phong T8 chirc nhan su, trong thdi han téi da 03 ngay
lam viéc k& tr ngay nhan dudc thdng bdo, thanh phan tham du’ néu trén phai xac nhan
tham du’ cudc hop. Trudng hgp khdng tham du’ phai théng bdo cho Phong T8 chirc nhan
su' va néu ro ly do. Trudng hgp mot trong cac thanh phan néu trén khéng xac nhan
tham du cudc hop, hodc néu ly do khong chinh dang, hodc da xac nhan tham du nhung
khong dén hop thi ngudi str dung lao dong van tién hanh xr ly ky luat lao dong.
Trinh tu phién hop ky luat lao dong:
+ Ngudi chu tri tuyén bg ly do va gidi thi€u nhan sy;
+ Ngudi lao dong trinh bay ban trudng trinh dién bién su’ viéc xady ra. Trudng hgp
khong ¢d ban trudng trinh cla ngudi lao dong thi ngudi chd tri trinh bay bién ban xay
ra hodc phat hién sy viéc (ghi rd ly do khong cé ban tudng trinh);
+ Ngudi chu tri trinh bay h6 sg x{ ly ky luat lao dong;
+ Ngudi lam chiing trinh bay (néu co);
+ Ngudi cha tri chitng minh 16i clia ngudi lao ddng va hanh vi vi pham (g véi hinh
thirc ky ludt lao ddng theo quy dinh ctia phap luat dugc cu thé hda trong N&i quy lao
dong hodc theo hudng dan clia nha trudng khdng tréi véi quy dinh clia phap luat lao
dong;
+ Ngudi dai dién Ban chap hanh cong doan cd sd, dudng sy, ngudi bao chira cho
duong su (néu cd) nhan xét v& ndi dung ma ngudi chl tri chitng minh 18i cia ngudi lao
ddng va xac dinh hanh vi vi pham (ng vdi hinh thirc ky luat lao dong ding hay sai theo
quy dinh cua phap luat, Noi quy lao déng;
+ K&t luan clia ngudi cha tri vé hanh vi vi pham ky ludt &ng vdi hinh thic ky luat lao
dong;
+ Két thdc cude hop.

SNEENEN
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- Cudc hop xtr ly ky luat lao dong phai dugc lap thanh bién ban va dugc théng qua cac
thanh vién tham dy trudc khi két thic cudc hop. Bién ban phai cé day du chir ky cua
cac thanh vién tham dy cudc hop. Trudng hgp moét trong cac thanh vién da tham du
cudc hop ma khdng ky vao bién ban thi phai ghi rd ly do.

- Hiéu trudng la ngudi c6 thdm quyén ra quyét dinh x{r ly ky luat lao dong tat ca céc
hinh thirc d6i v8i nguGi lao dong.

Quyét dinh xtr ly ky luat lao dong phai dam bao:

Thai han ban hanh quyét dinh xt7 ly ky luét lao ddng t8i thiéu 1a 07 (bay) ngay lam viéc
k& tr ngay hop x{ Iy ky luét lao d6ng (cac trudng hgp dac biét cé thé nhiéu hon nhung
khong vugt qua thai hiéu x{r ly ky luat lao dong).

Tat ca cac Quyét dinh vé xUr ly ky luat sé dugc guri cho ngudi lao dong vi pham va Ban
ché&p hanh cdng doan. B&i véi hinh thirc sa thai, nha trudng sé trao d6i va théng nhéat
v@i Ban chd@p hanh Cong doan. Néu khong nhat tri thi Cong doan cg sd phai bdo truc
ti€p cho Cong doan cap trén, nha trudng phai bao cdo cho S Lao dong Thuang binh va
Xa héi. Trong thdi gian 20 (hai mugi) ngay k& tir khi bdo céo cho S& Lao ddng Thuang
binh va X& hdi nha trudng sé ra quyét dinh ky lut. Trong thdi han 10 (mudi) ngay ké
tir ngay ra Quyét dinh sa thai, nha trudng sé glri Quyét dinh xtr ly ky luat lao déng cho
S& Lao dong Thuang binh va Xa hoi, kém theo Bién ban x{ ly vi pham ky luat.

PHAN 8. DIA CHI CAC CO' SO’ VA DANH BA CAC PON VI THUOC TRUONG

SO TONG PAI NTTU: 19002039

1. Co s6 300A Nguyén Tat Thanh, Phudng 13, Quan 4, TP.HCM

Tén don vi SO DPia chi Website, Facebook
STT noi
b
1 Call center 300
2 Call center 301
3 Call center 302
4 Call center 303
5 Call center 304
6 | Tu van tuyén sinh 305 | tvts.nttu.edu.vn
7 | Tu vén tuyén sinh 306 | tvts.nttu.edu.vn
8 | Tu van tuyén sinh 307 | tvts.nttu.edu.vn
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9 | Tu vén tuyén sinh 308 | tvts.nttu.edu.vn

10 | Tu van tuyén sinh 309 | tvts.nttu.edu.vn

11 | TT Tu v&n tuyén sinh (BP 310 | tvts.nttu.edu.vn

ti€p SV)
12 | TT Tu v&n tuyén sinh (BP 311 | tvts.nttu.edu.vn
vdn phong)
13 | Phong T6 chiic nhan su 345 | Facebook.com/tuyen-dung-dai-hoc-
, nguyen-tat-thanh.
353 | website: http://tcns.ntt.edu.vn
14 | Van phong Trudng (BP Trg li | 313
HT)
15 | Van phong Trudng (BP Quan | 314
li xe)

16 | Van phong Trudng (BP Van 315

thu)

17 | V&n phong Trudng (BP L& 316

tan)

18 | Van phong Trudng (BP Tiép 317

nhan ho sg)

19 | Ban Dy an 318

20 | KhoaY 319 | Khoay.ntt.edu.vn:

FB: facebook.com/khoay.nttu

21 | Phong Quan tri thiét bi 320 | ntt.edu.vn/Profile_Phongban/21/index
-php

22 | Vén phong Boan 321 | dtnhsv.ntt.edu.vn
facebook.com/doan.hoisvNTTU

23 | Khoa Dugc 322 | duoc.ntt.edu.vn;
facebook.com/KDNTT

24 | Bao vé 323

25 | Phong Cong tac sinh vién (BP | 324 | congtacsinhvien.ntt.edu.vn

ti€p SV) facebook.com/ctsvntt

26 | Phong Cong tac sinh vién (BP | 325

ti€p SV)
27 | Phong Cong tac sinh vién (BP | 326
Y t€)

28 | Khoa Diéu duGng 327 | ntt.edu.vn/web/thong- tin/nganh-
dieuduong
facebook.com/dieuduongNTT

29 | Vién E-Learning 328 | elearning.ntt.edu.vn

30 | Ban QLXD nha cao tang 329

31 | Phong TT va Marketing (BP 330

Bdo chi)
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32 | Phong TT va Marketing (BP 331
thiét ké)

33 | Phong Khoa hoc cong nghé 332

34 | Phong Quan trj thong tin 333 | gttt.ntt.edu.vn

35 | Trung tdm Khao thi 334

36 | Phong TT va Marketing 335
(Trudng phong)

37 | Phong Lién két dao tao 336

38 | Pho Hiéu trudng (C Ai Cam) | 337

39 | Phong K& hoach tai chinh 338

40 | Khoa Dugc 339

41 | Phong Bam bdo chat lugng 340

42 | Phong Tap chi 341

43 | Phong Quan ly dao tao (BP 342 | phongdaotao.ntt.edu.vn
ti€p SV)

44 | Phong Quan ly dao tao 343 | phongdaotao.ntt.edu.vn
(Trudng phong)

45 | Phong Quan ly dao tao (BP 344 | phongdaotao.ntt.edu.vn
vdan phong)

47 | Phong K& toan tai chinh (BP 346
ti€p SV)

48 | Vién nghién cru va dao tao 347
Viét Han

49 | Phong Hgp tac quoc té 348

50 | Phong Thanh tra gido duc 349 | thanhtra.ntt.edu.vn

51 | Vién Pao tao sau dai hoc 379

52 | Phong K€ toan tai chinh (BP 350 | ntt.edu.vn/profile_phong
vdn phong) ban/23/index.php

53 | Phong K€ toan tai chinh (BP 351
vdan phong)

53 | Phong QHDN va Viéc lam 352 | vieclam- thuctap.ntt.edu.vn
sinh vién

2. Cd sé 298A Nguyén Tat Thanh, Phudng 13, Quan 4, TP.HCM

STT Tén don vi S6 NB
1 TT Dich vu va Quan ly 200 xndv.ntt.edu.vn
ky tdc xa
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2 | Trung tam Ky ndng nghé 201 kynangntt.edu.vn

Phong Cong tac sinh vién 202
(Kho h6 sa)
4 Phong Quan tri thiét bi 203
5 B6 mon Ly luan chinh tri 204
6 | Trung tam Ngoai ngir 205 ttngoainguntt.com
7 | Trung tam Thong tin thu 206 elib.ntt.edu.vn
vién
8 Phong Thanh tra gido duc 207

9 Vién KN va CN Industry 4.0 208
10 | Phé hiéu truéng (Co HOng) 209

11 Bao vé 210

12 | Khoa am nhac 211

13 | Trung tdm Hgp tac Qudc té€ 212
ASEAN

14 | C6 van dé an 213

15 | Tiéu hoc Anh Viét My (Hiéu 222
trudng)

16 | Tiéu hoc Anh Viét My (K& 223
toan)

3. Ca sé An Phu Pong — 331 Quoc 16 1A, phudng An Phi Pong, quan Thu DPirc,
TP.HCM

STT Tén don vi S6 NB
1 | Ban Téng hap 400
2 | Van phong boan 401
3 Phong Thanh tra gido duc 402 thanhtra.ntt.edu.vn
4 | Phé Hiéu trudng (C6 Hong) 403
5 | Phong Quan tri thong tin 404
6 | Cdsd An Phi Bong 405
(Trudng cd sd)
Vién E-Learning 406
8 | TT Thong tin thu vién 407
(Gidm doc)
9 | TT Thong tin thu vién 408
10 | Khoa Cbng nghé Hoa va 409 fces.ntt.edu.vn
Thuc phdm
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11 KhoaACo’ khi - Dién - Dién 410 fame.ntt.edu.vn
-0t facebook.com/famenttu
12 | Khoa Du lich va Viét Nam 411
hoc
13 | Khoa Tai chinh - K& Toan 412 tckt.ntt.edu.vn
Facebook: VAN PHONG
KHOA TAI CHINH - KE
TOAN (CO SO AN PHU
] DONG, QUAN 12)
14 | Phé Hiéu trudng (C6 Ai 413
Cam)
15 | Khoa Kién tric - Xay dung 414 kixd.ntt.edu.vn
- MT Ung dung facebook.com/KTXDMTUD/
16 | Khoa CNSH va méi truGng 415 cnsh.ntt.edu.vn
facebook.com/cnsh.nttu
17 | Khoa COng nghé théng tin 416 fit.ntt.edu.vn
18 | TT Séng tao va Udm tao 417 https://niic.ntt.edu.vn
DN
19 | Trung tam Khao thi 418
20 | TT Tu van tuyén sinh 419
21 | Trung tdm Ngoai ngit 420
22 | Trung tam Tin hoc 421
23 | Phdng T8 chirc nhan sy 422
24 | Phong Quan ly dao tao 423
25 | Phong Cong tac Sinh vién 424
26 | Phong Cong tac Sinh vién 425
(T8 y té)
27 | Phong Khoa hoc cdng nghé 426
28 | Phong Quan tri thiét bi 427
29 | Phong Thanh tra gido duc 428 thanhtra.ntt.edu.vn
30 | Khoa Quan tri - Luat 429 gtkd.ntt.edu.vn
Facebook: Khoa Qtkd Nttu
31 | T6 Bao Vé (Cong vao) 430
32 | T6 Bao Vé (Cong ra) 431
33 | Khoa Ngoai ngir 432 ngoaingu.ntt.edu.vn
Facebook: Khoa Ngoai Ngir
Trudng DH Nguyén Tat Thanh
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34 | TT Dao tao theo nhu cau 433
xa hoi

35 | Ban xay dung 434

36 | Trung tdm ky néng nghé 435

4. Cac co sé khac

1.1. Cd sé 27A Nguyén Oanh, Phudng 17, quan Go Vap,

TP.HCM
STT Tén dan vi SG NB
Trung Tam lai xe 500
2 | Trung c&p Nguyén T4t Thanh 501

1.2. Cd sé Trung tam Cong nghé sinh hoc (Quan 12)

STT Tén don vi S6 NB

1 Cong nghé sinh hoc 502

1.3. Co sé Bénh vién 175 — Quan Go Vap

STT Tén don vi S6 NB

1 Khoa Y dugc 503

1.4. Cd sé 458/3F Nguyén Hifu Tho, phudng Tan Hung, Quan 7, TP.HCM

STT Tén don vi S6 NB
1 Vién Dao tao qudc té NIIE (BP 700 niie.ntt.edu.vn
Tuyén sinh) facebook.com/viendaot
aoq
uocteniie
2 Vién Dao tao qudc té NIIE (BP 701 niie.ntt.edu.vn
Tuyén sinh) facebook.com/viendaot
aoq
uocteniie
3 Vién Dao tao qudc té NIIE (BP Van 702 niie.ntt.edu.vn
phdng) facebook.com/viendaot
aoq
uocteniie
4 Khoa Du lich va Viét Nam hoc 703 khoadulichvaviethamho
cnt t.com
facebook.com/khoadulic
hv iethamhocnttu
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5 TT Gido duc qudc phong 704 facebook.com/gdgp.gdt
c.ntt
Phong Quan tri thiét bi 705
Trung tam Ngoai ngir 706
Trung tam Tin hoc 707 nttc.vn
facebook.com/nttc.vn
9 Khoa Ngoai nglt 708 ngoaingu.ntt.edu.vn
facebook.com/Khoa-
Ngoai-
Ng{r-Trugng-bH-
Nguyen- Tat-Thanh-
10 Phé Hiéu trudng (Thay Loc) 709
11 Phong Thanh tra gido duc 710
12 Phong Cong tac sinh vién 711
13 Phong Quan trj thong tin 777
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PHAN 9. MAU BIEU THUO'NG SU DUNG

TRUONG PAI HOC NGUYEN TAT THANH

PON XIN PHEP, NGHI KHONG LUONG *
Kinh giri: (Truong bO Phan)...........ccoiiiiiiiiiiiii s
O TEM1: ettt ettt e ettt e et et e et e et e e et e ete e et e ae e et e eteeeaeeae e et e etaeeteeaeeeteenteeereenteeereanreeeans

IMA NNAN VIBIN: 1.ttt ettt ettt e et e teesb e be e st e s e ebeeseesesaeessesseeseessebeessessesasessesseeseessesbeeseensesseassensenns

Nay t6i lam don nay dé xin nghi: |:| Nghi phép thuong nién

|:| Nghi khong huong luong

Thoi gian nghi 6 NEAY ... ... ... evesee oo BENNEAY oo
TONE SO NAY NZNT A7 ...ooooeoeeeeeeeeeeeeee oo
Ly 0 D@ ekttt st b et benean
TP.HCM, ngay.....thang.....nam
Trwéng bo phan ky duyét Nguoi viét don
(ky va ghi r6 ho va tén) (ky va ghi ré ho va tén)

(* Ap dung cho thoi gian nghi tir dwdi 3 ngay tré xuong, tir 03 ngay tré 1én phdi cé thém xét duyét ciia Ban
Gidm hiéu)
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PH NGUYEN TAT THANH Pic lap — Tw do — Hanh phiic

TP.HCM, ngay....... thang... ... name... ...
PON DPE NGHI NGHI THAI SAN
Kinh gri: Ban Giam higu Truong DH Nguyén Tat Thanh
Truong Pon vi

Phong Té Chirc Nhan Sy

TO1 N ..o Ma nhan
VIBII ..ttt
Ngay, thang, NAM SINN.......ccocoviiiiiiieceec ettt
Chirc danh, chlirc VU: ...coovevveiieieieeeee, Pon vi cong
BACT ..o
Nay t6i lam don kinh giri dén Ban Giam hiéu, Truéng Pon vi, Phong Té Chirc Nhan Sy xem
xét cho t6i dugc nghi thai san trngay....................c.... dénngay......oovviieeerennn,

Rit mong dugc su chip thuin cia Ban Giam hiéu, Trudng Don vi, Phong T chirc Nhan sy
cho t6i duogc nghi thai san trong thoi gian néu trén.

Tbi cam két thu xép, ban giao cong viéc on thoa trude khi nghi thai san va tré lai vi tri cong
tac theo diing thoi gian qui dinh.

Xin chéan thanh cam on!

BAN GIAM HIEU PHONG TCNS TRUONG DPON VI NGUOI VIET PON
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PHIEU BAO MAT/HONG THE NHAN VIEN

TP. Ho chi Minh, ngay......thang........ nam 201...

- Kinh giri : Phong T chirc Nhan sur

Ho vatén: Sinh ngay:

Pon vi : Chirc vu :

Ma nhan vién :

Ly dO feiiic e

Kinh d& nghi Phong TCNS cép lai thé nhan vién cho toi.

Tran trong,

Ky va ghi r6 ho tén
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MUC LUC

PHAN 1. GIO1 THIEU CHUNG VE TRUONG DAI HOC NGUYEN TAT

THANH ..etiiretetrestets e e ste e ssests st e e sae st s e ssessssessessssessessesassessesassenes 1
1.1 Truong Pai hoc Nguydn TAt Thanh ...c.ecveeeiiecececceeceeeeees 1
2 I 120 01 ) AT 1
I YV 0 - = S PP PPPP 2
L4 IMIUC THBU et e e e e e e e e e e e e e e e eeeaeaaabaaaaaaas 2
1.5 GIA trT COIBI: cuviereinierieteeieeie ettt ettt ettt et et 2

1.6 Triét ly dao tao: “Thuc hoc —Thwe hanh — Thuc danh — Thyc

7= { ST < S 2

PHAN 2. TUYEN DUNG VA CHINH SACH NHAN SU' ......cveveveeeeerererenne 3
2.1 Chinh sach chung vé tuyén dung 1ao dong .........cceeeeveeveevecvevennnne. 3
2.2 DIBU KIBN M VIBC it 3
2.3 TR VIEC ettt e r e e b b e 3
2.4 Danh giad gia han hgp dONG.......cceevieiiiicieececeee e 3
2.5 Ky kEt hop d6Ng 120 AONG.....ccveeveereetieecteeeeeeeeee e 4
2.6 DIBU AONG vttt ettt et 4
2.7 Cap nhat théng tin cd nhan cla nhan vién ........ccccoeevveeieeiecnnee, 4
2.8 Cham dirt hgp dONg 120 AONG...c..ocveeeeeiectieeeeeeeeeeeeeee e 4
2.9 Chinh sach luvong, thwdNg .......ccoovveeieciicececeee e, 5
2.10 B3o hiém x3 hdi — Bao hiém y té& - Bao hiém that nghiép........... 6
2.11 D30 ta0 VA PhEL tHEN ...ccveeeieeeeeeeeee e 6
2.12 Danh gid kEt qUA 120 AONG ..ccvveveeeecieeceeeeeee e 7

PHAN 3. THO1 GIAN LAM VIEC VA THO1 GIO' NGHi NGO'l........couenenee. 7
3.1 ThOi GIaN 1am VIEC c.uuuiiiiiiiiiiiiee et e e 7
3.2 NGIT L&, t8T...viuiieceieeeeeeeeeeteeeeetet ettt eteneas 7
RV 2 10T 31T | TR 8
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BLA NG BM ettt e 8
3.5 Nghi hudng ché dé thai san (danh cho ca nam va nit nhan vién) 8

3.6 NG VIEC MIBNE 1ottt et ettt eree s 9
3.7 Nghi KNONG IWONG ..ottt 9
3.8 NG PHED . 9
PHAN 4. TRAT TU NHA TRUONG ....ceeeeeerrrereeneeeesessesessesssssssessenenns 10
4.1 Thai do, tac phong trong CONG VIEC......uuvvevrviiiieeeiiiiiiieeee e, 10
4.2 ChEM CONG vttt ettt et ettt et te e ebeebe s nas 10
4.3 ThE NNAN VIBN oottt e e e e e e e e e e eeaaeas 11
A4 Trang PhUC ...t e e e e aaaaes 11
4.5 DONG PRUC....ciiitietiiii ettt et 11
4.6 TIEP XUC VI DA0 Chi oot 11
PHAN 5. AN TOAN LAO DONG, VE SINH LAO DONG, BAO VE TAI SAN
VA BAO MAT THONG TIN evveeeineerineeereteeeseesesessesessesssesssessesssssens 11
5.1 An toan, trat tw va vé sinh noi lam VI€C.......oovvvvvvvvvvvvriiiieeeeeeennn, 11
5.2 Chay va treng hop Kh&N CAP....ooveeeeeeeeeeeceeeeeeeeeeee e 12
5.3 Bao vé tai san clia Nha trurONng......cceeeveeeieeciecceeceeceeceecee e 12
5.4 Bao mat thong tin cia Nha triONg......cccvveeveecieeiieeeecieeceeeee, 13
PHAN 6. DAO DU'C NGHE NGHIEP ......ceceeeevreeeeeeeereseeeesessessesessenenes 14
DL ettt ettt ettt ettt e et e e e 14
.2 ettt ettt ettt ettt et et e et et eeeaens 14
PHAN 7. KHEN THUONG VA KY LUAT.....cvetrreeineeeeeeseesesessessesessnenns 15
7.1 KReN thUONG: ..ottt 15
7.2. Ky IUGE1a0 AONG: ..ot 15
PHAN 8. PIA CHi CAC CO' SO’ VA DANH BA CAC PON VI THUOC
TRUONG ....eeeieienrecrieieesseessesessesssesssessssssssesssesssesssessssssssssssesssesssans 17
1. Co s& 300A Nguyén Tat Thanh, Phuong 13, Quan 4, TP.HCM ..... 17
2. Co s& 298A Nguyén Tat Thanh, Phudng 13, Quan 4, TP.HCM .....19
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3. Co s&@ An Phi Déng — 331 Quéc 16 1A, phudng An Phi Déng, quan

ThU DWC, TPHCIM ..ot e et e e e e e e e e e eeaeeeeeeenaans 20

A, CAC CO SO KNAC oo e et 22

PHAN 9. MAU BIEU THUONG SU DUNG «...eoereeeeeeeeeeeeseeeeeseeeeseseeens 24
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BAI CA PATI HOC NGUYEN TAT THANH

Nhac TRUONG QUANG LUC
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