CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phuac

HQP PONG THU VIEC
Can cir Bo ludt Lao dong nam 2019,
Cdn cir nhu cdu va nang luc cua hai bén,
HOMNAY, Tai. ... e e,

Chung t6i gom:

QUOC TICR: et e
DA ORI B
DN TN0aI: . o
ME SO TNUE: ..o e
SO AT KNOAN: .o
Tal NQAN hang: ...
BENB (NGUOTLLAO DONG) O ..o oo,
Ngay thang ndm sinh: ...........................L. Giditinh: ...
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Trinh d6 ®: ... Chuyén nganh ©: ... .................

Sau khi thoa thuan, hai bén théng nhatky Hop dong thir viéc véi cac diéu khoan

sau day:

Piéu 1: Pieu khoan chung

1. Loai hop dong: Hop dong thi viéc.

2. Thoi han hop d0NG M oo,
3. Thoi diém DAt dAu ©: ...,
4. Thoi diém KELthAc ©: ...
5. Dia diem JAM VIEC (0
6. BO phan cong tac: Phong (D). .
7. Chtc danh chuyén mon (vitricongtac) @2: ... ...,
8. Nhiém vu cong viéc nhu sau:

- Chiu su diéu hanh tryuc tiép cia ong/ba 13 .....cooieeeeeeeeeeeeeeeeee

- Thuc hién cbng viéc theo ding churc danh chuyén mén ctia minh dudi sy quan

ly, diéu hanh cta nguoi c6 tham quyén.

- Phbihop cling véi cac bo phan, phongban khac trong Congty dé dat hiéu qua

cao nhat trong thoi gian tht viéc.

- Nhitng cdng viéc khac theo nhu cau caa Cong ty.

Piéu 2: Ché dé lam viéc

1. Thoigian lam VIEC (4 e,
2. Thoi gio nghingoi 09 L. e,

3. Thiét bi va cdng cu lam viéc s& dugc Cdng ty cap phat tly theo nhu cau caa
cbng Viéc.



4. Biéu kién an toan va vé sinh lao dongtai noi lam viéc theo quy dinh cia phéap

luat hién hanh.

Piéu 3: Quyén va nghia vu cia ngudi lao dong

1. Quyén ciia ngwoi lao dpng

- Muc luong thir VIEC (0): .. e
-Hinh thic tra Tuong A0: L e
-Thothan tra Tuong A8): . e,
S CAC ChE @0 (19 L.ttt

- Trong thoi gian thi viéc, o quyén huy bo thoa thuan thi viéc ma khong can
bao truéc va khdng phai bdi thuong néu viéc lam thirkhong dat yéu cau da thoa

thuan.
2. Nghia vu Cua ngwoi lao dong

- Thuc hién cong viéc véi hiéu qua cao nhat theo sy phan cong, diéu hanh cua

ngudi cd tham quyen.

- Nam r6 va chap hanh nghiém tdc ky luat lao dong, an toan lao déng, vé sinh
lao dong, phong chay chira chay, van héa cong ty, ndi quy lao dong va cac chu

truong, chinh sach cua Cong ty.

- Bdi thudng vi phamva vat chat theo quy ché, noi quy cua Congty va phép luat

Nha nudc quy dinh.

- Thuc hién dang cam két tronghop dong thir viéc va cac thoa thuan bang van

ban khac vai Cong ty.

- Tuyét dbi thuc hién cam két bao mat thdng tin @),

- Pong cac loai thué, phi day du theo quy dinh cua phép luat.
Piéu 4: Quyén va nghia vu ciia ngudi sir dung lao dong

1. Quyén ciia nguoi it dung lao déng



- Biéu hanh ngudi lao dong hoan thanh cdng viéc theo Hop dong thir viéc.

- C6 quyeén tam thoi chuyén nguoi lao dong sang lam cdng viéc khac, nging
viéc va ap dung cac bién phép ky luat theo quy dinh caa phép luat hién hanh va
theo noi quy Cong ty trong thoi gian thi viéc.

- Trong thoi gian thi viée, duoc huy bo thoa thuan thir viéc ma khdng can béo
truge va khong phai boi thuong néu viéc 1am thir cua ngudi lao dong khong dat
yéu cau theo thoa thuan.

- Tam hodn, chadm dut hop dong, ky luat nguoilao dongtheo dung quy dinh cua
phap luat va noi quy cong ty.

- Doi bbi thuong, khiéu nai voi co quan cd tham quyén dé bao vé quyén loi caa
minh néu ngudi lao dongvi pham phap luat hay cac diéu khoan caa hop dong
nay.

2. Nghia vu Ciia ngwoi Sir dung lao dong

- Bao dam viéc 1am va thuc hién dung cac thoa thuan theo hop déng nay dé
nguoi lao dong dat hiéu qua cong viéc cao.

- Thanh toan day du, dang thoi han cacché do va quyén loi cho nguoi lao dong.
- Trongthai han 03 ngay trudc khi két thic thoi gian thir viéc phai théng bao
cho ngudi lao dong két qua cong viée da 1am thi; trudng hop dat yéu cau thi khi
két thac thoi gian thir viéc phai giao két ngay hop ddng lao dong @,

Piéu 5: Piéu khoan thi hanh

- Nhitng van dé vé lao dong khéng ghi trong hop dong nay thi ap dung theo quy
dinh cua thoa udc tap thé, noi quy lao dong va phap luat lao dong.

- Hop déngnay duoc lap thanh ...... ban c6 gia tri phap Iy nhu nhau, moi bén
gitr ....... ban./.

NGUOI SUDUNG LAO PONG NGUOI LAO PONG

(Ky va ghi rd ho tén) (Ky va ghi rd ho tén)



Hwéng dan cach ghi Hep déng thir viéc:

(1) Ghi dung, chinh x4c tén cong ty, co quan, td chuc theo gidy ching nhan
dang ky kinh doanh hoac quyét dinh thanh Iap.

(2) Ghi rd ho va tén ngudi dai dién theo phap luat cua doanh nghiép, co quan, to

chuec.
Truong hop ¢ uy quyén phai néu cu thé theo Gidy ay quyén.

(3) Ghi cu thé dia chi sb, duong/phd, quan/huyén, tinh/thanh phé cua tru so
chinh (theo gidy chiing nhan dang ky kinh doanh hoac quyét dinh thanh lap).

(4) Ghi chinh xé&c ho va tén caa ngudi lao dong ky két hop dong thi viéc.

(5) Ghi trinh d6 cao nhat cua nguoi lao dong: 12/12, trung cap, cao dang, dai

hoc, thac si, tién si,...

(6) Chuyén nganh theo trinh d6 cao nhatciaa ngudi lao dong. Truong hop trinh
d6 cua nguoi lao dong la 12/12 thi khéng ghi muc nay.

(7) Tuy thudc vao tinh chat va mirc 46 phirc tap ctia cong viée nhung chi duoc thir
viéc 01 1an d6i v6i mot cong viée véi thoi gian:

- Khong qua 60 ngay ddi véi cong viée cé chirc danh nghé can trinh do chuyén
mon, k¥ thuat tir cao drfmg tré lén;

- Khong qua 30 ngay ddi véi cong viée c6 chire danh nghé can trinh d6 chuyén
mon k¥ thuat trung cap nghé, trung cap chuyén nghiép, congnhanky thuat, nhan

vién nghiép vu.

- Khong qué 6 ngay lam viéc doi véi cong viée khac.

(8) Ghi rd ngay, thang, nim nguoi lao dong bat dau thir viéc.
(9) Ghi rd ngay, thang, nim nguoi lao dong két thac thi viéc.

(10) Ghi dia diém lam viéc thuong xuyén ctua ngudi lao dong.



(11) Ghi chi tiét @én phong/ban/bo phan ngudi lao dong thi viée. Truong hop
ngudi lao déng 1am nhiéu cdng viéc & nhiéu bo phan khéc nhau thi chi ghi b

phan chinh.

(12) Ty vao vi tri tuyén dung co thé cd cac chic danh: tap vu, nhan vién,

chuyén vién, pho phong, truéng phong,...

(13) Ghi rd ho tén cia Truéng phong, ban, bo phan, ngudi quan Iy truc tiép,
ngudi giam sat qua trinh thu viéc cua ngudi lao dong.

(14) Theo quy dinh cua Bo luat lao dong 2019:

- Thoi gior 1am viée binh thuong khoéng qué 8 gio/ngay va 48 gid/tuan:

- Thoi gio 1am viéc khong qué 6 gid/ngay ddi vai nhimg nguoi 1am cac cong
viée dic biét niang nhoc, doc hai, nguy hiém.

(15) Thoi gio nghi ngoi:

- Nghi trong gio 1am viéc: can cir quy ché 1am viéc cia co quan, td chuc, doanh

nghiép.

- Nghi hang tuan: TUy theo ché d6 l1am viéc caa ngudi lao dong ma bé tri thoi
gian nghi hang tuan phu hop:

+ Ngudi lao dong 1am viée theo ca dugc nghi it nhat 12 gio trude khi chuyén

sang ca lam viéc khac;

+ M3i tuan duoc nghi it nhat 24 gio lién tuc; Truong hop dic biét khong thé
nghi hang tuan thi phai duoc nghi binh quan it nhat 04 ngay/thang;

+ C6 thé nghi vao ngay chi nhat hoacmot ngay ¢é dinh khac trong tuan nhung

phai ghi vao noi quy lao dong.
- Nghi ngay Lé&: Cac ngay nghi I theo quy dinh cua phap luat.

(16) Muc luong thir viéc do hai bén thoa thuan nhung it nhat phai bang 85%

muc lwong chinh thic cia cong viée do.



(17) C6 thé tra bang tién mit hoic tai khoan.

(18) Tuy thudcvao quy ché tién luong cia mdi co quan, to chic, doanh nghiép
dé tra luong cho lao dong thtr viéc: két thic dot thur viéc, ngay 15 hang thang
hoic ngay cubi cing cia thang,...

(19) Can cr vao kha ning, diéu kién va ché do chinh sach cia co quan, to chuc,
doanh nghiép danh cho nguoi lao dong trong thoi gian thir viéc: tién an, tién
xing xe, dién thoai, tham hoi hiéu, hi, sinh nhat,...

(20) Cam két bao mat théng tin:

- Khéngcungcap hoac 1am viéc cho bat ctr d6i thu canh tranhnao caa Cong ty,
ké ca cong ty con, cong ty lién két hodc chi nhanh cua ddi thu.

- Lam dung hoactiét 16 cho bat ctr ca nhan hay nhomngudi nao thong tin bi mat

hoac bi mat kinh doanh, cong nghé cia Cong ty.

(21) C6 thé giao két hop dong lao dong theo mot trong cac loai: xac dinh thoi
han, khong xac dinh thoi han, theo miia vy hoic theo cong viéc nhat dinh c6 thoi
han dudi 12 thang.

Pé dam bao quyén loi cho minh, lao dongthtr viéc can nghién ciu ki cac thong
tin lién quan dén viéc lam tha, tién luong thir viéc, dic biét cac thdng tin c6

chuan xac theo nhitng noi dung da thoa thuan hay khéng.



