BOQ GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG DPAI HQC KINH TE TP.HCM DPje lap - Tw do - Hanh phiic
Sé:.oz.dzé../QyD-DHKT-TCHC TP. Ho6 Chi Minh, ngay 01 thang 8 nam 2017
QUY DINH

Vé thoi gio 1am viée ciia vién chire va ngudi lao dong
thudc khoi quan Iy cia trudomg Pai hoc Kinh té TP. H6 Chi Minh

Can cir Ludt vién chire s6 58/2010/QHI2 ngay 15 thang 11 nam 2010 cia
Quoc Hoi nuée Cong hoa xa héi chii nghia Viet Nam,

Can cu Bo luat Lao dong s6 10/2012/QH13 ngay 02 thang 7 nam 2012 cua
Quoc Hoi nude Cong hoa xd héi chii nghia Viét Nam;

Can cur Nghi dinh 56 45/2013/ND-CP ngay 10 thang 5 nam 2013 cua Chinh
phu quy dinh chi tiét mot sé diéu cua Bé luat Lao dong vé thoi gio lam viéc, thoi
gio nghi ngoi va an toan lao dong, vé sinh lao dong;

Can cur Quyet dinh s6 188/1 999/0D-TTg ngay 17 t/:fang 9 nam 1999 cua Thu
tuémg Chinh phui vé thuc hién ché do tuan lam viéc 40 gio;

Theo dé nghi cia Truong phong Té chirc - Hanh chinh,

Hiéu truo’ng rru'cmg Pai hoc Kinh té TP. Ho Chi Minh ban hanh quy dinh vé
thoi gio lam viée cuia vién chire va nguoi lao dong thude khoi quan Iy.

Chuong 1
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh va déi tuong ap dung

Quy dinh nay diéu chinh vé thoi gi&r lam viéc binh thudng, thoi gior 1am theo
ca, lam thém gio, ap dung cho vién chirc va ngudi lao dong thuge khoi quan ly c6
ky két horp dong v6i Truong Pai hoc Kinh té TP. H6 Chi Minh (UEH) ké ca
nhing nguoi dang trong thoi gian tap su, thir viéc va kiém nhiém cong tic giang
day (sau day goi chung la vién chirc).

Diéu 2. Muc dich

Quy dinh dugc ban hanh nham théng nhat thoi glor lam viéc, thoi diém bat
dau va thoi diém két thic cong viéc trong 01 ngay cua vién churec.

Quy dinh nay 1a co s¢ dé UEH tra thu nhép va cac che do6 khac lién quan dén
lam thém gio, dam bao tinh cong khai, minh bach, cong bing trong viéc thuc hién
ché do, chinh sach, quyén va nghia vu cta vién chc.
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Piéu 3. Giai thich tir ngir
1. Thoi gio lam viéc 1a khoang thoi glan vién chire sir dung dé thuc hién cac

cong viéc theo hgp dong, theo su phan cong nhiém vu ctia Truong don vi va theo
quy dinh cua phap luat.

2. Thoi gm giai quyet cong viéc noi bo la khoang thoi gian dugc sir dung dé
xur ly cong viéc trong noi bd don vi. Pon vi c6 thé khong tiép khach bén ngoai
trong thoi gian nay.

3. Cong viéc cap bach, dot xuat khong thé tri hodn 1a nhiing cong viéc phat
sinh mang tinh cap thiét, ngoa1 du kién, can phai giai quyét ngay, co thé gay ra hau
qua khong nho néu khong xur ly hoac xur ly cham tré.

4. Céng viéc ¢o tinh chat thoi vu 1a nhimng cong viéc nam trong du kién, ké
hoach hoat dong nhung khong phat sinh thucmg xuyen thuong dién ra trong mot
thoi gian ngan (vi du nhu hoat dong mo cua thém gio cac khu vuc tu hoc phuc vu
cho sinh vién 6n thi,...).

Chuong 11
QUY PINH VE THOI GIO LAM VIEC

Diéu 4. Thoi gio 1am viée binh thuong
1. Pbi tuong ap dung: Tat ca vién chirc ngoai trir vién chirc theo Khoan 1
Diéu 5 tai quy dinh nay.

2. Sb gio 1am viéc cua vién chirc 1a 08 gid trong 01 ~ngay va 40 gio trong 01
tuan. Ngay lam viéc cua vién chirc dugc tinh tir thir Hai dén thir Sau hing tuan.

3. Thoi gior 1am viée binh thuong:- Budi sang tir 07:30 dén 12:00;
- Budi chiéu tir 13:00 dén 16:30;
Trong do, thoi gitr giai quyét cac cong viée nodi bd cia don vi:
- Bubi sang tir 11:30 dén 12:00;
- Budi chiéu tir 13:00 dén 13:30.
4. Vién chirc lam viéc theo thoi gio lam viéc binh thuong dugce nghi hing
tuan vao thir Bay va Chu Nhat.
Piéu 5. Thoi gio 1am viéc theo ca
1. Béi tugng ap dung:
a) Vién chuc phu trach cong tac tai phong muon va phong doc cua
Thu vién;
b) Vién chuc phu trach cong tac quan ly sinh vién tai céc ky tic xa, nha
khach thuoc UEH;

¢) Vién chuc phu trach cong tac bao vé;
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d) Vién chirc phu trach cong tac van hanh hé théng dién, dién thoai va am
thanh phuc vu phong hoc tai céc co s¢ giang day thugc UEH;

e) Vién chuc phu trach cong tac vé sinh.

2. Thoi gio lam viéc theo ca cua vién chuc phu trach cong tac tai phong
muon va phong doc cua Thu vién

a) Ngay lam viéc cua vién chue phu trach coéng tac tai phong mugn va
phong doc cua Thu vién duoc tinh tir thir Hai dén tha Bay hang tuan. Vién chirc
duogc phan cong lam 01 ca trong 01 ngay, dam bao tai moi phong doc/phong muon
trong mdi ca truc co tdi thiéu 01 nhan su.

b) Thoi gio 1am viéc theo ca nhu sau:
- Gio lam theo ca ctia cac ngay tir thar Hai dén thir Sau:

+ Doi vG1 cac phong muon, phong doc c6 thoi gian phuc vu tir
07:30 dén 18:00

e Caltir07:30 dén 15:30;
e Ca2tir11:00 dén 19:00.

+ Doi véi céc phong muon, phong doc cé thoi gian phuc vu tu
07:30 dén 19:00

e Caltir07:30 dén 15:30;
e Ca?2tir09:00 dén 17:00:
e Ca3tir12:00 dén 20:00.

Pon vi dugc chu dong b tri nhan su lam day du 03 ca trong
ngay hodc chi lam ca 1 va ca 3, tuy thudc vao khéi luong cong
viéc thuc té phat sinh.

Trong do, thoi gian giai quyét cong viéc ndi bo 1a 60 phut cudi trong
moi ca lam viéc.
- Gio lam cta ngay thir Bay: Tir 08:00 dén 16:00
e Cal tir 08:00 dén 12:00;
e Ca?2 tir 12:00 dén 16:00.
¢) Vién chirc dugce nghi hing tuan nhu sau:

- Neu trong tuan, vién chirc duoc phan cong lam vig¢c vao thir Bay thi
ngay nghl hang tuan la ngay Chu Nhat va mot ngay bat ky trong tuan theo su thoa
thuan gitra Truong don vi va vién churc;

- Trudng hop con lai: Ngay nghi hing tuan 1a thir Bay va Chu Nhat.

3. Thoi gio lam viéc theo ca cua vién chirc phu trach céng tac quan Iy sinh
vién tai cac ky tuc xa, nha khach thuéc UEH

a) Ngay lam viéc cua vién chic phu trach quan ly sinh vién tai céc ky tic
x4, nha khéach thuoc UEH duoc tinh tir thir Hai dén thir Bay hang tuan. Vién chic
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duogc phan cong lam vigc 01 ca trong 01 ngay, dam bao cho vién chuc lam viéc du
40 gio trong 01 tuan. Viéc phan cong nhan su dam bao:

- Tai cac ky tac xa: Tu tha Hai dén thtr Sau c6 02 nhén su truc ca 1 va
01 nhéan su truc ca 2, thi Bay ¢6 01 nhan su truc ca 1 va 01 nhan su truc ca 2;

- Tai nha khach: C6 01 nhan su truc ca 1 va 01 nhén su truc ca 2.
b) Thoi gio lam viéc theo ca nhu sau:

- Ca 1 tir 07:30 dén 15:30;

- Ca 2 tir 14:00 dén 22:00.

¢) Ngay nghi hang tuép cua vién chirc dugc xac dinh theo thir tu luan phién
ca truc cua vién chuc trong tuan..

d) Vién chtrc lam viéc vao thir Bay dugc tinh l1a lam thém gio.
4. Thoi gio lam viéc theo ca cua vién chirc phu trach cong tac bao vé

a) Ngay lam viéc cua vién chirc phu trach cong tac bao vé¢ dugc tinh tir thir
Hai dén Chu Nhat hang tuan.

b) Thoi gio lam viéc theo ca nhu sau:
- Cal tir 06:00 dén 14:00;
- Ca2tir 14:00 dén 22:00;
- Ca 3 tir22:00 dén 06:00 ngay ké tiép.

c¢) Vién chuc phu trach cong tic bao v¢ dugc phan cong lam viéc 01 ca
trong 01 ngay. Truong don vi phan cong nhan su theo Bang phéan b s6 luong vi tri
bao vé (Phu luc I), dam bao moi vi tri bao vé c¢6 04 nhan su thuc hién luan ph1en
03 ca truc trong 01 ngay, tham khao tai lich truc luan phién 04 nhan su ctia moi vi
tri bao vé kém theo Quy dinh nay (Phu luc II).

d) Ngay nghi hang tuﬁp cua vién chirc dugc xac dinh theo thi tu luan phién
ca truc cua vién chuc trong tuan.

5. Thoi gio lam viéc theo ca cua vién chuc phu trach cong tac van hanh hé
thong dién, dién thoai va am thanh phuc vu phong hoc tai cac co so giang day
thuéc UEH (sau day goi la vién churc van hanh dién, am thanh phong hoc)

a) Ngay lam viéc cua vién chirc van hanh dién, &m thanh phong hoc dugc
tinh tir thir Hai dén Chu Nhat hang tuan.

b) Thoi gio lam viée theo ca:
- Tir thir Hai dén thir Bay:

+ Cal:
e Budi sang tir 06:50 dén 11:30;
e Budi chiéu tir 12:30 dén 15:50.

+ Ca2:
e Budi tdi tir 15:50 dén 21:10.
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- Chu Nhat:
e Cal tir 06:50 dén 11:30:
e Ca?2tir12:30 dén 17:30.

¢) Truong don vi phan cong vién chuc van hanh dién, am thanh phong hoc
sao cho dam bao moi vién chire lam viée 01 ca trong 01 ngay va lam viéc du 40
gio trong 01 tuan, tham khao tai bang phan cong nhéan su van hanh dién, am thanh
phong hoc kém theo Quy dinh nay (Phu luc III).

d) Ngay nghi hing tuan cta vién chirc duge xac dinh theo thit tu luan phién
ca truc cua vién chuc trong tuan.

e) Tong so gio lam viéc cua vién chic trong 01 tuan vuot qua 40 gio dugc
tinh lam thém gio.
6. Thoi gio lam viéc theo ca cua vién chirc phu trach cong tac vé sinh

a) Ngay lam viéc cua vién chirc phu trach cong tac vé sinh dugc tinh tir thir
Hai dén Chu Nhat hang tuan.

b) Thoi gio lam viéc theo ca nhu sau:
- Cal tir05:30 dén 13:30;
- Ca2tir11:00 dén 19:00;
- Ca3 tir 14:00 dén 22:00.

¢) Truong don vi phan cong vién chirc phu trach cong tac vé sinh thanh 04
nhom, thuc hién luan phlen 03 ca lam viéc trong 01 ngay, dam bao mdi vién chirc

lam viéc 01 ca trong 01 ngay, tham khao tai bang phan céng cong tac vé sinh kém
theo Quy dinh nay (Phu luc IV).

d) Ngay nghi héng tuan duoc xac dinh theo thir tu luan phién ca truc cua
vién chirc trong tuan.
Piéu 6. Lam thém gio
1. Lam thém gi¢ 1a khoang thoi gian lam viéc ngoai thoi gio lam viée duoc
quy dinh cua vién chirc va phat sinh khi thuéc mot trong cac trudng hop:
- Pon vi chua du nguén nhan luc theo dinh bién nhan su;
- Xt ly cong viéc cap béach, dot xuat khong thé tri hoan;
- Xir ly cong viéc co tinh chat thoi vu;
- Xt ly cong viéc yéu cau bat bude phai thuc hién ngoai thoi gio lam viéc
binh thuong theo quy dinh.

- Truong hop dugc quy dinh tai Piém d Khoan 3 Diéu 5 cua
Quy dinh nay.

- Cac truong hop khac theo phé duyét cua Ban Giam hiéu.
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2. 86 glor lam thém ctia mdi vién chirc dugc xac dinh la phan vuot trdi so vai
s6 gio lam viéc theo quy dinh - 40 gio trong 01 tuan. S6 glor lam thém cua vién
chirc khong duge vuot qua dinh mirc lam thém gio do UEH cong bd hing nam.

3. Vién chirc bat budc lam thém gio trong cac truong hop dac biét sau thi
khong ap dung dinh muc lam thém gio:

a) Thuc hién lénh dong vién, huy dong bao dam nhiém vu quéc phong, an
ninh trong tinh trang khan cdp vé qudéc phong, an ninh theo quy dinh cua
phap luat;

b) Thuc hién céc cong viéc nham bao vé tinh mang con ngum tai san cua

co quan, t6 chire, ca nhan trong phong ngira va khic phuc hau qua thién tai, hoa
hoan, dich bénh va tham hoa.

4. Viéc cham cong, ké khai l1am thém gi¢ dugc thuc hién hang thang, trudc
ngay 10 cua thang tiép theo.

Chuwong I11
TO CHUC THUC HIEN

Diéu 7. Trach nhiém cia Truéng don vi

1. Truong don vi c6 trach nhiém phan cong nhiém vu va thuc hién cham
cong vé thoi gid lam viéc, lam thém gio cua vién chic thuéc don vi theo
Quy dinh nay.

2. DPinh ky vao dau thang 12 hang nam, don vi giri ké hoach 1am thém gio
clia nam tai chinh ké t1ep ve Phong T6 chuc - Hanh chinh. Truong don vi chiu
trach nhiém dam bao vé tinh xac thuc, hiéu qua st dung nhan luc lam thém gio va
dam bao chi phi chi tra lam thém gio 1a hop ly.

3. Dbi voi trucmg hop phat sinh lam thém vuot qua dinh mtrc da dugc cong
b, Tru(mg don vi 14p bdo céo, trong d6 néu rd ly do, téng sé gio lam thém vuot
dinh mic va trinh Ban Giam hiéu phé duyet thong qua Phong T6 chic - Hanh
chinh. Viéc béo céo phai thuc hién trong vong 15 ngay ké tir thoi diém phat sinh
vuot qua dinh muc lam thém gio.

Diéu 8. Trach nhiém ciia Phong To6 chire - Hanh chinh

1. Theo ddi, kiém tra sy tuan thi quy dinh vé thoi gio lam viéc cua vién
chutre thuge UEH.
2. Phu trach xdy dung dinh mure lam thém gio hang nam cia vién chirc, cung

cap so liéu tong horp dinh muc lam thém gio cho Phong Tai chinh - Ké toan dé lam
co s tinh don gia va du toan chi phi lam thém gio cho nam tai chinh ké tiép.

3. Phdi hop voi Phong Cong nghé thong tin va Phong Tai chinh - Ké todn
xay dung quy trinh quan ly, ké khai lam thém gio cua vién chirc thong qua phan
mém truc tuyén phu hop véi Quy dinh nay.
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4. Su dung cac thong tin, dir liéu vé lam thém gio lam nguon cdn cir b6 sung
cho vigc xem xét, diéu chinh dmh bién nhén su cling nhu ké hoach tuyén dung,
diéu dong nhén su phd hop vdéi tinh hinh thuc té.

5. Tham muu cho Ban Giam hi¢u xem xét, phé duyét bd sung cac truong hop
phat sinh lam thém vuot dinh mirc theo Khoan 3 Diéu 7 cua Quy dinh nay.

Piéu 9. Trach nhiém cia Phong Tai chinh - Ké toan, Phong Cong nghé
thong tin

L. Phoi horp v6i Phong To chitc - Hanh chinh xay dung dinh murc lam thém
gio hang nam cua vién chuc.

2. Phoi hop vi Phong T6 chic - Hanh chinh xay dung quy trinh quan ly, ke
khai lam thém gid cuia vién chirc thong qua phan mém truc tuyén phu hop véi Quy
dinh nay.

Di¢u 10. Diéu khoan thi hanh
1. Quy dinh nay duoc phé bién dén tat ca cac don vi va dén timng vién chirc
thuéc UEH. Trong qua trinh thuc hién, néu can sua dox bo sung cho phu hop véi

tinh hinh thuc té, cac don vi va c4 nhan gm y kién vé Phong T6 chirc - Hanh chinh
tong horp, trinh Hiéu truéng xem xét quyeét dinh.

2. Quy dinh nay c6 hiéu luc ké tir ngay ky. Céc ndi dung trai véi quy dinh nay
déu het hiéu lyc./-

Noi nh@%y
- Tét ca cac don vi va vién chirc thuéec UEH;

- Cac Pho Hiéu truong;
- Portal UEH:
- Luu VT, TCCB.

IEU TRUONG

oY C v,
/o mJ'o"NG \o
?
[~]

S.TS. Nguyén Pong Phong
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z o Fhulgel My
’ BANG PHAN BO SO LUOQONG VI TRi BAO VE' ) ‘
(Kem theo Quy dinh s6.4.4 Xé../QyD-DHK T-TCHC ngay 01 thang 8 nam 2017 cua Truong Pai hoc Kinh té TP. Ho Chi Minh)

SO lugng vi tri bao vé 24/24 gio
STT Dia ditm Nhu cau Nhan sy ctia UEH i Nhan su thué ngoai
; cong | Ngay lam | Thir Bay, | Ngay I¢ | Ngay lam | Thir Bay, | Ngay I¢
viéc viéc Chu Nhat | va Tét viéc Cha Nhat | va Tét
Tai cac Coso A 3 E - - 3 3 3
1 o dS(’ CosoB 3 - - - 3 3 3
- | gl1ang day .
thude CosoD | = = E 1 1 1
UEH Coso E 1 - - - 1 1 1
Tai cac | Ky tic x4 135 Tran
e i 1 1 1 1 s = "
5 ky tuc xa | Hung Dao
| thudce Ky tgc xa 43-45 I 1 0 : 3 i i
UEH Nguyén Chi Thanh
Tai nha khach UEH 232/6 Vo
3. Ry 1 1 1 1 - - -
Thi Sau
Taxi cO SO Ngay 2 - » 2
4. | thé¢ duc 2 2 2
thé thao Dém 3 | 1 |

"' Mdi vj tri bao vé c6 04 nhéan su duge phan cong truc ludn phién 03 ca trong 01 ngay (08 gid/ca).
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Phu luc 11

~ LICH TRUC LUAN PHIEN 04 NHAN SU CUA MOI VI TRi BAO VE , \
((Kém theo Quy dinh s6.444 .6..../QyD-DHK T-TCHC ngay 01 thang 8 nam 2017 cua Truong Pai hoc Kinh té TP. Ho Chi Minh)

Ca lam viéc ThitHai | ThiBa | ThiTw | Thie Nim | Thir Siu | Thir Bay | Chi Nhat
06:00 — 14:00 A D C B A D C
14:00 — 22:00 B A D C B A D
22:00 — 06:00 e B A D C B A
Nghi hiing tuan D C B A D C B
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Phu luc 111
BANG PHAN CONG NHAN SU VAN HANH PIEN, AM THANH PHONG HQC

(Kem theo Quy dinh s6..2486../QyD-DHKT-TCHC ngay 01 thang 8 nam 2017 ciia Truong Pai hoc Kinh té TP. Hé Chi Minh)

Tai 01 vi tri/co so giang day c6 02 nhan su (A, B) ludn phién truc:

Lua chon 1:

Lua chon 2:

Lua chon 3:

Ca lam viéc Thit2 | Th3 | Thi4 | Thao5 | Thit6 | Thi 7
Ca 1 tir 06:50 dén 11:30 va A A A B B B
tir 12:30 dén 15:50
Ca 2 tir 15:50 dén 21:10 B B B A A A
Ca lam viéc Thi2 | Thie3 | Thied | Thie 5 | Thie 6 | Thir7
Ca 1 tir 06:50 dén 11:30 va A B A B A B
tr 12:30 dén 15:50
Ca2tir 15:50 dén 21:10 B A B A B A
Ca lam viéc Thit2 | Tht3 | Thitd | The5 | Thir 6 | Thir7
Ca 1 tir 06:50 dén 11:30 va A A A A A B
tir 12:30 dén 15:50
Ca2tir 15:50 dén 21:10 B B B B B B
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BANG PHAN CONG CONG TAC VE SINH

Phu luc IV

(Kem theo Quy dinh s6.2486../QyD-PHKT-TCHC ngay 01 thang 8 nam 2017 ciia Truong Pai hoc Kinh té TP. H6 Chi Minh)

i - "ol HE i Thir ty phan cong nhém true (Tuin 01)
Ca lam viéc | Thoi gio' lam viéc
Thir Hai Thir Ba Tha Tw Thir Nam | Thir Sau Thir Bay Chu Nhat
Cal 05:30 - 13:30 Nhom 1 Nhom 4 Nhom 3 Nhom 2 Nhom | Nhom 4 Nhom 3
Ca2 11:00 - 19:00 Nhom 2 Nhom 1 Nhom 4 Nhom 3 Nhom 2 Nhom 1 Nhom 4
Ca3 14:00 - 22:00 Nhom 3 Nhom 2 Nhom 1 Nhom 4 Nhom 3 Nhom 2 -
Nghi hiing tuin Nhém4 | Nhém3 | Nhém2 | Nhém1 | Nhém4 | Nhém3 | Nhoml+
Nhom 2
Thir tw phan
cong nhom
truce ca dau Nhém 1 Nhom 2 Nhém 3 Nhom 4
tién cQa moi
tuan
01 [05({09 |13 (0206|1014 |03 |07 [11 |15 |04 |08 | 12| 16
5 ) 1702 ST EDON 18 | 22 | 26 | 30 FIOSE2SSN2RIESIE 20 | 24 | 28 | 32
Tuan tha
33 (37 | 41 | 45 [ 34 |38 (42|46 |35 |39 (43 |47 [ 36 |40 | 44 | 48
49 50 51 52
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