
DAr HQC ouoc orA TP. HCM CONG HOA XA HO I CH i] NGHIA VI ~T NAM 
TRUONG D~I HQ C KINH TE -LU~T DQc l~p - T V' do - Hanh p huc 

S6j1o:t21QD-DHKTL Thanh phd H6 Chi Minh, ngaJO!) thong 10 nam 2017 

QUYET DINH 
V~ vi~c ban hanh Quy djnh cham cong lao d(>ng b~ng dfiu va n tay 

H I ~U TRUONG TRU'ONG D~I HQC KINH TE -LU~T 

Can cir Quyet dinh s6 26/2014/QD-TTg ngay 26 thang 3 narn 201 4 cua Thu tirong 

Chinh ph u v€ viec ban hanh Quy ch~ t6 chtrc va heat dong cua D~i hoc QU6c gia va cac co 

sa giao due dai hoc thanh vien; 

Ca n cir Quyet dinh s6 377/QD-TTg ngay 24 thang 3 narn 20 10 cua Thu tuong Chinh 

phu v€ viec than h l~p Truong Dai ho c Kinh t~ - Luat thuoc D~i hoc QU6c gia tha nh pho H6 

Chi Mi nh; 

Can cir Quyet dinh s6 26 11QD-DHQG-TCCB ngay 05 thang 4 nam 2010 cua Giam 

d6c Dai hoc QU6c gia thanh ph6 H6 Chi Minh v € viec ban hanh Quy dinh thirc hien quyen 

1\1' chu, nr chiu trach nhi em d6i voi cac tnrong d~ i hoc thanh vien trong Dai hoc QU6c gia 

thanh pho H6 Chi Minh; 

Xet d€ nghi cua Truong Phong T6 chirc-Hanh chinh, 

QUYET DINH: 

f)i~u 1. Ban hanh kern thea Quyet dinh nay Quy dinh cham cong lao dong bang dau 

van tay cua Truong Dai hoc Kinh t~ - Luat, 

f)i ~u 2. Quyet dinh nay co hieu lire ke ttl' ngay kyo 
f) i~u 3. Truon g cac dan vi thuoc Truong, can bo, vien chirc, nguoi lao dong thuoc 

Truong chiu trach nh iem thi hanh quyet dinh na~ 

No'i nhiin: 

- Nlur D i ~ u 3;
 
- Luu : VT, P.TC-He.
 



DAI HOC ouoc GIA TP. HCM CONG HOA xA HOI CHU NGHiA VI ~T NAM 
TRUONG Di;\I HQC KINH TE-LU~T DQc l~p - Tl!' do - H~nh ph uc 

QUYDINH 
CHAM C6 NG LAODONG BANG DAUVANTAY 

(Ban hanli kein thea Quyit din h s6:Ao.f,2/QD-DHKTL ngay t;3 thon g 10 nam 201 7 
cua Hieu trtrong Truong DQi h9C Kinh Ii- Ludt) 

Churmg I 

NHUN G QUY DINH CHUNG 

Di~u 1. Muc dich 

1. Thuc hien Quyet dinh s6 346/QD-DHKTL nga y I I thang 9 narn 2012 cua Hieu 

tnrong v~ viec ban hanh nQi quy tnrong hoc cua Truong Dai hoc K inh t~ - Luat. 

2. Theo do i, quan ly tha i gian lam viec cua cong chirc, vien chirc, nguoi lao dong cua 

Truong (sau day goi chung la eBVe) mot each khoa hoc, kh ach quan, nham nang cao hieu 

qua sir dung thai gia n lam viec. 

3. Nang cao y tlnrc trach nhiern cua eBVe trong viec chap hanh quy dinh v~ thoi 

gian lam viec 

D i~u 2. D6i ttron g ap dung 

I. eBve cua Truong lam viec thea gio hanh chinh tai cac dun vi thuoc Truong: Ban 

Giam hieu ; lanh dao va chuyen vien, nhan vien cac phong, ban; lanh dao va nghien ctru 

vien, chuyen vien, nhan vien cac trung tam, thu vien; thu ky cac khoa, bQ mon. 

2. eBVe cua Truong tham gia cac cuoc hQP do Truon g t6 clnrc: HQi nghi giao ban 

can bQ chu chot; HQi nghi tong k~t nam I1QC; HQi nghi cong chirc, vien ch irc, ngiroi lao 

dong,... 

f)i ~u 3. Giai th ich thu ~t ngtr 

I . GiG con g la thai gian lam viec thuc t~ thea chirc nang, nhi em vu cua e BVe bao 

gom gi« cong lam viec thea quy dinh cua phap luat va gio cong lam them gio (neu co) . 

2, Gio cong lam viec thea quy dinh la thai gian lam viec du oc qu y dinh thea Luat 

vien chirc, BQ luat lao dong va Quy dinh cua Truong. 

3 , GiG cong lam them gio la tha i gian lam viec ngoai thoi gian lam viec hanh ch inh 

theo quy dinh cua phap luat va diroc su dong y cua Hieu tnrong, 

f) i~u 4. Quy djnh v i~c dang ky dfiu van tay 

1. e Bv e lam viec tai Truong phai dang ky dfru van tay d~ d i ~m danh, cham cong va 

k i~m soat ra vao Co' quan. 

2. Phong T6 chirc - Hanh chinh co trach nhiern Ifry dau van tay cua e BVe d~ thuc 

hien viec diem danh, cham cong kh i ra vao lam viec. 



3. D6i voi CBVC duoc tuyen moi, sau kh i diroc tuyen dung, phai lien h~ Phong T6 

clnrc - Hanh chi nh d~ dang ky dc1u van tay. 

Chtrong II 

NGUYEN TAc THl/C H I~N, XULYVI PH~M 

f)i~u 5. Nguyen d e thuc hien 

CBVC thirc hien diem danh van tay thea nguyen t~c sau: 

1. D6i voi lam viec gio hanh chinh : Thirc hien di~m danh van tay vao may tai cac 

tha i diem khi b~t d~u gio lam viec bu6i sa ng va kh i k~ t thuc gio lam viec buoi ch ieu. 

2. D6i voi cac tnrong hop lam viec thea ca va tham gia cac cuoc hop do Truong t6 

chirc : Thirc hie n d i~m danh van tay vao may tai tha i d i~m kh i bat da u va kh i k €t thuc. 

3. Truon g h9'P khong quet van tay vao cac tha i diem da diroc quy dinh & khoan 1 va 
/~G 

khoan 2 thi duoc tinh la vang mat, 

f) i~u 6. Tho'i gian lam vi~e 

1. Thai gian linn viec gio hanh chinh:
 

r othir 2 d~n thir 6;
 

Bu6i sang tir 8hOOd~n 12hOO, buoi chien tir 13h15 den 16hOO.
 

2. Thai gian lam viec thea ca: Lam viec thea lich duoc phan c6ng cua lanh dao dan 

V!. 

3. Thai gian cac cuoc ho p: Thuc hien thea lich cong tac cua Truong. 

f) i~u 7. f) i~m danh vacha m eong 

1. D6i voi CBVC lam viec thea gio hanh chinh: 

a) Khi den lam viec va khi ra v~ phai thuc hien quet van tay. Tha i gi an quet van tay: 

Bu6i sang: 7h30 - 8h20 

Bu 6i chi~u : 15h50 - 17h30 

b) D6i voi cac tnrong hop nhan su xin phep va ng mra ngay lam viec , tha i g ian quet 

van tay: 

Ng hi buoi sang, di lam bu6i c hi~ u: 12h30 - 13h35 (khi den ). 

Nghi bu6i chieu, di lam buoi sang: tir 11h50 (khi ve). 

c) Xac dinh di muon, v~ sam, hay vang mat : 

Di muo n: thirc hien quet van tay ttl' 8h21 - 9hOO 

V~ sorn: thuc hien quet van tay ttl' 15h15 - 15h49. 

Vang mat: khong thuc hien quet van tay hoac thuc hien quet van tay sau 9hOO 

hoac truce 15h15. 

Truong hop CBVC khong quet du 02 l ~n kh i den va khi fa v~ , duoc tinh la 

vang mat. 



I

d) Phong T6 chirc - Hanh chinh ghi nhan cac tnrong hop CBVC di cong tac, hoc tap, 

b6i ducng da co van ban Truong cir di. Cac tnrong hop CBVC di cong tac dQt xuat, dan vi 

tong hop thong tin qua email va giri v~ Phong T6 chirc - Hanh chinh d~ d6i ch ieu, xac nhan. 

e) CBVC nghi viec rieng thi phai co don xin phep lanh dao dan vi va giri v~ Pho ng 

I 6 ChlIC - Hanh ch inh tnroc ngay nghi t6i thieu 01 ngay d~ tong hop , d6i chieu va tnr vao 

tha i gian nghi phep hang narn dircc quy dinh trong BQ luat lao dong. Trang truong hop co 

ly do dQt xuat, nha n SlJ cfrn thong tin va giai trinh ngay sau khi di lam lai. 

2. 86i voi CBVC lam vice thea ca : Thuc hien quet van tay vao d ~u va cuoi ca true. 

3. 86i voi cac cuoc hop cua Truong: CB VC thuoc thanh phan tham du hop phai quet 

van tay khi b~t d~u va sau khi k~ t thuc cuoc hop. 

4. C h~ dQ lam them gio 

a) Tru ong hop lam the m ngoai gio' hanh chinh phai diroc sir dong y cua lanh dao don 

vi va dang ky lam viec ngoai gio. 86ng tha i, phai tien hanh quet van tay khi d~n lam viec va 

khi k ~t thuc d~ lam co sa tinh tha i gia n lam them ngoai gio . 

b) Lanh dao dan vi co trach nh iern giam sat CBVC thuoc don vi minh, dam bao gio 

lam them dat hieu qua cong viec. 

D i ~u 8. Con g khai di ~m danh va chfi m cong 

1. Trang thai gian 05 ngay lam viec k~ tir khi k ~t thuc cac cuoc hop cua Truong, 

Phong T6 ChlIC - Ha nh chinh se cong khai danh sach diem danh cho toan th ~ CBVC duoc 

biet. N~u co phan hoi, cac don vi thong tin qua email (kern theo minh chirng) d~ xem xet, 

d i ~u chinh . 

2. Cham nh~ t vao ngay 03 hang thang, Phong T6 chirc - Hanh chinh hoan tfr t viec 

cham cong cua thang truce. 8 6ng thai , thong bao cong khai cho cac dan vi diroc b i~t. Lanh 

dao cac dan vi d in ClI vao bang tong hQ'P d~ ch frn chinh viec chap hanh ky luat lao dong cua 

don vi. 

D i ~u 9. Xu' Iy vi pharn 

Can ClI vao Qu y dinh xep loai k ~t qua lao dong d~ tra thu nhap tang them d6i vo i 

CBVC dang cong tac tai Truong Dai hoc Kinh t~ - Luat (Ban hanh kern thea Qu yet dinh s6 

86/Q8 -8 HKT L, ngay 30 thang 01 nam 20 13 clla H i ~u truang; di ~u ch inh, b6 sung nam 

20 14). 

CBVC co ty l~ tha i gian di lam tr~ , v~ sam, v~ng m?t trang thang rna khong co ly do 

chinh dang: 

1. Co 02 l~n vi ph?m gia gi~ c lam v i~c (di mUQn, v~ som) ho?c co 01 bu6i ngh i lam 

khong phep . Trua ng hQ'p vi ph?m se bi x~ p lo?i BI cua thang do. 

2. Co 03 l ~n vi ph?m gia gi~c lam v i~ c (di mu <)n, v~ sam) ho?c co 02 bu6i nghi lam 

khong phep . Truang hQ'P vi ph?m se bi x~ p lo?i B2 clla thang do. 

3. Co 04 lfi n vi ph?m gia gi~c lam v i~c (di mUQn, v~ sam) ho?c co 03 bu6i nghi lam 

khong phep. Trua ng hQ'p vi ph?m se bi x~ p lo?i C clla thang do . 
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4. Co ttl' 05 lfin vi pham gio gi ~c lam viec (di muon, v~ sam) hoac co 04 bu6i nghi 

lam khong phep. T ruong hop vi pharn se bi xep loai D cua thang do. 

Truong hop lanh dao dan vi khong trung thuc, xac nhan khong chinh xac th i se danh 

gia lanh dao va nhan S\I lien quan ha them mot b~c xep loai k ~t qua lao dong cua thang do. 

Chunng III 

TO CHUC THl)'C H I~N 

D i~u 10. T6chirc thirc hien: 

1. Lanh dao co trach nh iern tri~ n khai quy dinh nay va chiu trach nhiern tnroc Hieu 

tnr ong v~ viec thuc hien cua CBVC dan v i minh. 

2. Phong T6 chirc - Hanh ehi nh co trach nhiern ki~m tra, giam sat viec thuc hien cua 

CBVC, cac dan v i lien quan (thirong xuyen, dot xuat). A.s

3. Can cir quy dinh nay, Phong T6 clnrc - Ha nh chinh co trach nhi em xay dung ~o' , 
trinh thirc hien viec d i ~m danh van tay. 

D i~u 11. Hieu II)'c thi hanh 

1. Quy dinh nay co hieu hrc k~ ttl' ngay kyo 

2. Trang qua trinh thuc hien neu co kho khan, vuong mac, cac dan vi phan anh v~ 

Phong T6 chirc - Hanh chinh d~ tong hop trinh Hieu tnron g xem xet di ~u ch inh , s U' a~ 


