TAP POAN CONG HOA XA HQI CHU NGHiA VIET NAM

BU'U CHINH VIEN THONG Péc 1ap - Tw do - Hanh phic
VIET NAM
Sb: 6780/VNPT-NL Ha Noi, ngay 79 thang 8§ nam?2026

V/v hudng dan vé thoi gio lam viéc,
thoi gid nghi ngoi ctia nguoi lao dong

Kinh gtri: Cac don vi truc thudc Cong ty me - Tap doan

Can cu B0 luat Lao dong ngay 20 thang 11 nam 2019; Nghi dinh 145/2020/ND-

CP ngay 14/12/2020 ctia Chinh pht vé quy dinh chi tiét vahudéng dan thi hanh mét s6
diéu ctua Bo luat Lao dong vé diéu kién lao dong va quan-h¢ lao dong;

Can ctr Quyét dinh sb 2432/QD-VNPT-PCTT ngay 01/10/2025 cia Tong Giam dbc
Tap doan vé viée stra doi, bd sung mot s6 diéu ctia Noi quy lao dong; dé thuc hién dang quy
dinh ctia phap lut lao dong va Noi quy lao dong vé thoi gior [am viée, thoi gid nghi ngoi
cua nguoi lao dong, Tap doan hudng dan cac dorivi thuc hién mot ) nd1 dung nhu sau:

I. XAY DUNG KE HOACH NGHI HANG NAM CUA NGUOI LAO PONG

1. Nguyén tic chung

- Nghi hiang nim 13 quyén loi clia'nguoi lao dong theo quy dinh ctia phap luat.
Nguoi lao dong dugc nghi hing nim; huong nguyén luong theo quy dinh.

- Nguoi str dung lao dong co trach nhiém quy dinh lich nghi hang nim sau khi tham
khao ¥ kién nguoi lao dong va thong bao trude cho ngudi lao dong dugce biét.

- Viée bd tri nghi hang ndm phai bao dam hai hoa gitta quyén nghi ngoi cta nguoi
lao dong va yéu cau duy tri-hoat dong san xuét kinh doanh, cung cép dich vu cua don vi.

2. XAy dung ké hoach nghi hing nim

- Tap doan/Pon vi xay dung ké hoach nghi hang nim duoc xiy dung theo hudng
linh hoat, tao diéukién dé ngudi lao dong chu dong ding ky thoi gian nghi phu hop véi
nhu cau ca nhan, déng tho1 bao dam yéu cAu hoat dong cua don vi.

- T6 chite viéc dang ky ké hoach nghi hang nam theo tirng nim, timg quy hoic ting
dot pht hop véi dic diém hoat dong san xuat kinh doanh.

3. Piing ky va phé duyét nghi hing nim

3.1. Nguoi lao dong chu dong ding ky nhu cdu nghi hang nam trén hé thong VNPT-
HRM theo huéng dan cua Tap doan/Pon vi, trong d6 xac dinh thoi gian nghi dy kién va
sO ngay nghi.

3.2. Ngudi quan 1y truc tiép hodc ngudi c6 thaim quyén dwgce phan cap co trach
nhiém xem xét, phé duyét viéc nghi hang ndm trén co so:

- Nhu cau nghi ctia ngudi lao dong;



- Tinh hinh thuc t& va yéu cau cong viéc cua don vi;

- Kha nang b tri, thay thé nhan sy trong thoi gian nguoi lao dong nghi.

3.3. Trudong hop khong thé bé tri nguoi lao dong nghi vao thdi gian da ding ky do
yéu cau cong viée hoic 1y do chinh dang khéc, nguoi quan 1y c¢6 trach nhiém thong bao
cho nguoi lao dong va phdi hop thdng nhat thoi gian nghi thay thé phu-hop, bao dam
ngudi lao dong duge nghi day du s6 ngay nghi hiang nam theo quy dinh.

3.4. Viéc nguoi lao dong diang ky nghi hang nam trén hé théng VNPT-HRM la co
s& dé don vi xem xét, bé tri, phé duyét va quan 1y ngay nghi cia ngudi lao dong.

Truong hop ngudi lao dong chua dang ky nghi hang nim theo ké hoach hoic trén
hé théng, don vi ¢ trach nhi¢m cha dong nhic nhd, hudng dan nguoi lao dong thuc hién
viéc ding ky va b tri thoi gian nghi phu hop theo ké hoach nghi hang nam cuia don vi.

4. Nghi hang nim chuwa sir dung hét

- Trong nam, néu nguoi lao dong chua nghi hodc nghi chua hét s6 ngay nghi hang
nim theo quy dinh thi thyc hién nghi bu vao Quy I'ciia ndm sau lién ké theo quy dinh tai
Noi quy lao dong ctia Tap doan.

- Truong hop nguodi lao dong thoi viee, bi mét viée 1am ma chua nghi hodc chua
nghi hét s6 ngay nghi hang nam thi dugcngudi st dung lao dong thanh toan tién luong
cho nhitng ngay chua nghi theo quy dinh ctua phap luat va quy dinh nd1 bg hién hanh.
Tién luwong lam cin ci tra cho nguoi lao dong nhitng ngay chua nghi hang nim hoic
chua nghi hét s6 ngay nghi hang nam theo khoan 3 Piéu 113 ciia Bo luat Lao dong 1a
tién lwong theo hop ddng lao dong cua thang trude lién ké thang ngudi lao dong théi
viéc, bi mat viéc lam. Ngudn tién luong chi tra trich tir quy tién luong ctia don vi.

II. HUONG DAN THU'C HIEN LAM THEM GIO

1. Nguyén tic chung

1.1. Xdc dinh lam thém gio

- Lam thém gio la thoi gian nguoi lao dong lam vi¢c ngoai thoi gio 1am viéc binh
thuong theo quy dinh cuia phap luat, Noi quy lao dong va quy dinh cua Tap doan/Don vi.

- Thoi gian lam viéc theo lich, ca hoac ché d6 truc ca do don vi bé tri trong thoi gio
lam viéc binh thuong khong dugc tinh 1a lam thém gid. Trudong hop nguoi lao dong lam
viéc vao thir Bay, Chii nhat nhung duoc bé tri ngay nghi hing tuan vao ngay khac trong
tuan thi'thoi gian 1dm viéc ndy ciling khong dugc tinh 13 1am thém gio.

1.2. Piéu kién thuc hi¢n

- Viéc 1am thém gid phai XUt phat tir nhu cau cong viéc cua don vi, dugc cép co
thim quyén phé duyét va co sy dong ¥ ctia ngudi lao dong, trir cac truong hop phéap luat



quy dinh khac; dong thoi bao dam gidi han thoi gian 1am thém va thoi gio nghi ngoi theo
quy dinh.

- Nguoi lao dong khong tu v 1am viéc ngoai thoi gid lam viéc binh thudng khi chua
dugc huy dong, phan cong hodc chap thuan theo quy dinh. Truong hop don vi thuc té
huy dong, giao viéc hoac chép thuan viéc lam thém thi phai thuc hién ghi nhan, thanh
toan theo quy dinh phap luat.

2. Quy trinh thuc hién

Viéc thyc hi¢n lam thém gio tai don vi dugce thuc hién theo cac budc:

Buéc 1. Pé xudt nhu cdu

B6 phan sir dung lao dong xac dinh nhu cau, ndi dung,thoi gian va s6 luong
nguoi lao dong can lam thém.

Buoc 2. Phé duyét va thoa thudn

Lap dé nghi 1am thém gio, trinh cip c6 thAm quyén phé duyét va thuc hién thoa
thudn v&i nguoi lao dong theo quy dinh.

Buoc 3. Thuc hién va ghi nhan

Nguoi lao dong thuc hién cong viée theo ndi dung dugce phé duyét; don vi theo
doi, ghi nhan va xac nhan thoi gian lam thém thuc té.

Budc 4. Kiém tra, thanh todn

B6 phan Nhan su kiém tra diéu kién, thoi gian lam thém va can ctr xac nhan thuc
té dé tinh, thanh toan tién luong lam thém gio cho ngudi lao dong theo quy dinh. S6
gio lam thém duoc thanh toan 14 sé gio 1am thém thuc té dugc xac nhan va dap tng
quy dinh.

3. Tién lwong lam thém gio

- Tién luong lam thém gid dugc tinh, thanh toan theo quy dinh ctia phap luat, quy
ché tién luong va cac quy dinh ndi bd cua Tap doan/Pon vi.

- Ngudn kinh phi chi tra tién luong 1am thém gid duoc thyc hién trong quy tién
lwong ctia don vi'theo co ché phan phdi quy tién lwong ctia Tap doan.

4. HO so, biéu mau

Don vi thuc hién quan 1y ho so 1am thém gio, tbi thiéu gém:

- Phiéu dé nghi/phé duyét 1am thém gio ;

- Xac nhan/thdéa thuan ctia nguoi lao dong vé viéc 1am thém gio;

- Bang cham cong, x4c nhan thoi gian 1am thém thyc té;

- H6 so tinh va thanh toan tién lvong 1am thém gid.

B¢ biéu mau tham khdo dinh kém tai Phu luc I.



Trong qua trinh thyc hién, néu c6 kho khin, vuéng méc cac don vi kip thoi tong
hop gtri vé Ban Nhan lyuc (dﬁu mbi chi Lai Nhu Phuong, sdt: 0911.129.130, email:
phuongln@vnpt.vn hosic chi Nguyén Thi Dung, sdt: 0888.259.698; email:
nguyenthidung@vnpt.vn) dé huéng dan hoic bao cao Lanh dao Tap doan xem xét quyét
dinh.

Tran trong./. %’{
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- Nhur trén;
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