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PHAN GIOI THIEU

Thong diép cua Ban Lanh Pao Thai San Holdings:
Nhiét liét chao mimng cac ban dén véi noi lam viéc méi — THAI SAN HOLDINGS!

Thay mat cho Ban Lanh Pao THAI SAN HOLDINGS, chung t6i xin bay to6 niém tu
hao vai su hién dién cia cac ban tai day.

Chiing t6i lya chon ban la thanh vién ctia THAI SAN HOLDINGS vi ching tdi tin
rang, chung ta co thé cung nhau chia sé tim tu suy nghi cing nhu 13 cach nhin nhén
nham phat trién THAI SAN HOLDINGS va cai thién ban than chung ta tot hon.

Chung t61 tin rang, lya chon lam viéc cho khéch san cua ching t61 1a mdt quyet dinh
hoan toan dung dan.

T4t ca moi cong viéc trong khach san déu dong vai trd quan trong vi thé mdi thanh
vién trong THAI SAN HOLDINGS khong phan biét cong viéc hay cap bac déu dugc
mong doi phat huy hét kha nang va tiém luc ctia minh.

Céc ban dang budc vao giao doan cua sy kham pha va hoc hoi. Chung t6i1 da soan
thao rat ky ludng cudn SO tay Nhan vién nham cung cp cho cic ban tat ca nhiing
thong tin ma cc ban can phai biét dé lam quen véi THAI SAN HOLDINGS, v6i moi
truong va cac tién nghi lam viéc.

La mot thanh vién trong doi ngil, cdc ban phai tuan thi ndi quy nham tao ra moi
truong lam viée tot, tuan thu ludt phap Viét Nam cling nhu ton trong khach hang, ton
trong dong nghiép ctia minh.

Chung t6i yéu cau cac ban doc k§ cudn S6 tay Nhan vién nay. Bat ct luc ndo c6
dicéu gi chua hi€u, xin cac ban vui long lién hé vdi Quan ly tryc tiép ciia minh hoac
phong Nhan sy va yéu cau giai thich thém

Vé phan minh, ching t6i dé nghi cac ban tan dung thoi gian huin luyén trude khi bat
dau cong viéc dé co6 thé nam virng vai tro ciia minh trong hé thong Khéach san, hiéu
6 nhitng yéu cau cua Cong ty cling nhu ctia Ban Lanh Pao.

Hay luén luén tdm niém rang chung ta dang lam viéc trong nganh Cong nghiép Dich
vu theo tiéu chuan Qudc té, cang 1d cong viée cac ban cang phuc vu tét hon.

M&t lan nita xin chao mung cac ban va chic cic ban may mén véi nhing nd luc
trong tuong lai!

TRUONG PHONG NHAN SU GIAM POC
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TUYEN NGON VA NHIEM VU

Nguoi ta hay doi hoi nhiéu & mot khach san qudc té dat chuan.

Mot méi trudng nang dong doi hoi cé sy thich nghi lién tuc ddi v6i bat ky linh vuc
cong viéc nao.

THAI SAN HOLDINGS, chudi khach san méi va dep, quyét tAm dép tng nhiing yéu
cau do6 bang cach khong ngung n6 lyc nham dat dugc su hoan thi¢n.

Pé o thé cung chia sé nhitng thanh qué cta thang lgi v6i dong nghiép, do1 ngli nhan
vién cua THAI SAN HOLDINGS sé& thuc hién nhitng budc di day tinh sang tao trong
chién lugc tiép thi, hoach dinh san pham, quan Iy lao dong va quan hé cong dong.

Y thuc kinh doanh va trinh d6 chuyén mon nghi¢p vu cta chiing ta s& bdo dam mot
kha nang hoan von dang ké cho cac nha dau tu ctia chung ta.

THAI SAN HOLDINGS sé& luén ludn tuan thi theo nguyén tic co ban la sy hiéu
khach that sy va mot moi truong lam vi¢c hiru nghi.

THAI SAN HOLDINGS

Trai nghiém cua du lich canh quan dung nghia!

Trang 4



CHUONG I: CONG VIEC CUA BAN

1. Thuw moi lam viéce

Ban s& nhan dugc mot bic thu moi lam viée trude khi bét dﬁ}l cong viéc, voi

nhitng diéu kién thoa thuan. Ban s€ thur Vié,C trong 02 thang doi vai chic danh

Quan ly, nhan vién Van phong, 01 thang doi v&i nhan vién cac by phéan Lé tan

(FO), Bellman, Buong (HK), Public...

Sau thoi gian thur viée, néu Ban lam tdt cong viéc thi s€ dugc nhan lam vi¢c chinh

thire tai Khach san.

2. Hop dong lao dong

2.1Thoi han hop dong

Thoi han cta hop dong lao dong ma Cong ty ap dung cho cic nhan vién s& theo

mot trong cac hinh thure sau:

2.1.1 Hop dong véi thoi han xac dinh: Loai hop dong nay c6 thoi han tir mot dén
ba nam.

2.1.2 Hop dong voéi thoi han khong xac dinh: Loai hop dong nay khéng xéac dinh
thoi han két thuc.

2.1.3 Hop dér}g cho cac cong viéc nhét dinh hodc hop dong co tinh chat mua vu
(Hop Bong Thoi Vu): Loai hop dong nay ap dung cho cac cong viéc nhat
dinh hodac c6 tinh chat mua vu voi thoi han dudi mot nam.

2.2 Ngi dung

Hop dong lao dong s& c6 ndi dung chinh nhu sau: Tinh chat cong viée, thot gio

lam viéc va nghi ngoi, luvong hodc tién cong, noi lém viéc, thoi han hop dong, diéu

kiéq v€ an toan lao dong, v¢ sinh lao d@ng va bao hiém xa hoi cho ngudi lao dong,
quyén va nghia vu cia hai bén trong moi quan hé lao dong.

2.3 Hiéu lwe ciia hop dong

Hop ddng lao dong s& co hiéu luc tir thoi diém do Cong ty va ngudi lao dong thoa

thuén, tinh ttr ngady nguoi lao dong bat dau lam viéc.

2.4 Chém dirt Hop dong lao dong

Khi don phuong cham dirt hop dong lao dong, chiéu theo diéu 37, Luat lao dong,

ban phai bao trude bang van ban 30 ngay do1 voi hop dong co thoi gian xac dinh,

va 45 ngay doi voi loai hop dong vo thoi han.

Tat ca moi nhan vién déu phai c6 cudc phong van théi viée voi phong Nhan sy

trong ngay lam vi¢c cuoi cung tai khach san.

Bao vé s& kiém tra ban va ban phai hoan tra tit ca nhimg tai san do Cong ty cap

truée khi thoi viée: dong phuc, chia khoa to dung d6, bang tén, sd tay nhan
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vién.v.v phai dugc hoan tra va hoan tit nhitng gidy to can thiét voi bd phan cua
minh va phong Nhan sy

Viéc khong thuc hién nhiing yéu cau trén s€ anh hudng dén viéc hoan tra luong
cuoi cua ban.

Pbi voi nhitng sai pham nghiém trong, ban sé& bi dinh chi cong tac ngay 1ap tirc.

3. HO so ¢4 nhin

Nguoi lao dong c6 nghia vu cung cdp day du, chinh xac va trung thuc cac thong tin
v¢€ ban than d¢ Cong ty biét va luu gitt, cling nhu cung cap cac thong tin tham khao
vé ca nhan tur noi lam viéc ci.

Moi thay ddi vé thong tin ¢4 nhan nhu dia chi nha &, s6 dién thoai, tinh trang hon
nhan, thanh tich hoc tap, v.v phai dugc thong bao cho Khach san.

4. Lich 1am viéc

Truong bo phan cua ban sé bao trude cho ban bang phan ca. Nhiém vu cua Ban la
phai kiém tra nhiing ngay nghi va nhiing ngay lam viéc. Néu ¢ thiac mac hodc co
cau héi nao xin vui long lién h¢ véi Truong b phan cua Ban. Lich lam viéc s€
duoc bd tri ¢6 tinh dén nhu cu ca nhan cia Ban, tuy nhién nhu cau cua cong viéc
va ctia khach hang phai luon ludn di dau. Su linh hoat 13 can thiét song néu cong
viéc yéu cau, Truong bd phan cé quyén thay ddi lich 1am viée va bao trude cho
Ban it nhit 1a mot ngay. Lich 1am viéc co thé dugc thay doi bat ki liic nao theo
thoa thuan cua hai bén.

5. Thuyén chuyén nhan sw

Ban quan 1y c6 quyén thuyén chuyén nhan vién tir bd phan nay sang bd phan khac
khi can thiét.

6. Thay doi cong viéc

Khéch san co quyén thuyén chuyén nhan vién dén mot bo phan khac hay mot vi tri
khac & khach san, tuy theo nhu cau hoat dong, voi cung di€u kién lam vi¢c da thoa
thuan khi dugc nhan vao lam viéc.

Trong truong hop nhén vién to ra khong thich hop véi vi tri ctia ho, ho ¢6 thé duoc
chuyén dén mot vi tri thap hon, vdi su thoa thuan cta hai bén.

7. Gio l1am viéc

Gio 1am viéc thong thuong cua ban 13 44 gid mot tuan dbi vai nhan vién Hanh
chinh, Van phong, 48 gio mot tuan doi vdi nhén vién lam ca.

Ban phai dén noi 1am viéc ciing nhu ra vé dang gio, khong dugc di mudn vé som.
Diéu nay c6 nghia 1a Ban phai c6 mat tai khach san it nhat 1a 15 phut truée gio lam
viéc d€ co du thoi gian chuan bi thay dong phuc. S¢€ cé luc khach san yéu cau ban
lam thém gio. Trudng bd phan cua ban s€ trao doi véi ban vé viéc lam ngoai gio
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khi can thiét. Tuy vao quyét dinh cia Ban Quan ly, thoi gian lam thém s& dugc
thanh toan bang tién hay dugc nghi bu.

8. Str dung cac co sé vat chat trong khach san

Ban c6 thé sir dung tién nghi cta khach san bat ki lac nao ban mudn (tat nhién 1a
ngoai gid lam viéc). Ban nén luu y dugc sy chap thuan cua Trudng bd phan cua
ban trudc khi ban str dung nhiing tién nghi ctia khach san.

Ban phai gitr phong cach duing myc va an mac chinh té khi stir dung cac tién nghi
ctia khach san trong thoi gian cho phép. Chung t6i tin rang ban s& khong lam dung
quyén lgi nay. Néu sai pham, ban s& bi xur Iy ky luét.

9. Co hdi thing tién va thay doi vi tri cong tac

Chinh sach cia THAI SAN HOLDINGS vé co hoi thing tién duogc thiét ké dé tao
didu kién cho su phat trién va trudong thanh cua ban. Nhiing cong sy c6 kha ning
nghé nghiép va tinh cau tién, co ning luc va 1am viéc hiéu qua s& ludn dugc uu
tién chon lya hon nhitng ing vién tir bén ngoai.

Ban quéan 1y cta ching t6i luon tim cach lam manh d6i ngii hon nita bang cach dé
bat nhan vién trong cac bd phan moi khi c6 thé. B¢ dugc deé bat, ban can dat dugc
nhiing k¥ nang nghé nghi¢p cho tirng cap bac, bén canh nhiing ky nang giao tiép
tot.

S& dé bat dén mot cép bac cao hon s€ dua trén su thi dua vao vi tri con tréng. Khi
co vi tri trong, nhiing vi tri nay s€ dugc thong bao trén Bang Thong Bao Noi BJ.

10. Pao tao

Trudéng bd phan cua ban s€ dam bao réng ban dugc dao tao k¥ cang dé co thé thuc
hién tot nhitng cong viéc dugc giao. Ban dau, cong tic dao tao bao gdm mot
chuong trinh da dugc thiét ké sin ma ban phai thuc hién thong qua nhiéu cong
doan khac nhau.

Phong Nhan sy cung voi Truong bo phan cua Ban s€ gitp ban dinh huong phat
trién nghé nghiép va ho s& chuyén dén ban nhiing thong tin vé nhiing chwong trinh
huén luyén ciia THAI SAN HOLDINGS, ciing nhu nhiing chuong trinh khac nham
gitip ban mé rong kién thirc va ning cao tay nghé.

Tat cac nhiing khoa dao tao ndi bo s& duge thong bao hang quy. Néu ban mudn
tham du vao bat ky khoa dao tao nao, xin dang ky vo1 Trudng bd phan cua ban dé
ho dang ky cho ban v&1 Phong Nhan su.

11. Panh gia nhan vién

Tat ca cac nhan vién s& duoc danh gia trong Bang Panh Gia Nhan Vién theo dinh
ky, chu yéu dua vao chat lugng lam viéc cua tung nguoi. Qua trinh nay s€ dugc
thuc hién gitta ban va Trudng bd phan ctia minh va ban s€ dugc thong bdo vé thoi
gian cua viéc danh gid nay. Tat cd cac nhan vién sé dugc danh gia cong viéc sau
khi hoan tat 2 thang thir viéc.
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Viéc danh gia nay c6 thé 1am cho moi ngudi lo lang. Ban nén biét rang day 1a co
hoi tuyét voi dé ban c6 thoi gian n6i chuyén mot cach sau sdc voi cap trén, dé ban
luan diém manh cta ban, nhan dugc nhimg gop ¥ vé nhimg linh vuc ma ban can
quan tdm stra d6i, cling nhu nhing ban tinh vé twong lai trong nghé nghiép cua
ban.

12. Giai quyét mau thuin

Trong bat ky t6 chirc nao cling s& c6 nhing khi hiéu 1am va nhimg bat dong quan
diém. Viéc phan nan khiéu nai nén dugc dién ra mot cach kin dao giﬁ:a ban va
Truéng bo phan cia ban. Néu van dé khong duoc giai quyet 6n thoa, xin vui 10ng
lién hé v6i phong Nhan Sy dé trao d6i. Tat ca nhitng vin dé ban bac s& duoc giir
tuyét mat.

13. Kham sirc khoe

T4t ca nhan vién déu phai di kham stc khoé tai mot co so y té do THAI SAN
HOLDINGS trong qua trinh lam viéc tai THAI SAN HOLDINGS. Tat ca nhimg
nhan vién dang lam viéc déu phai di kiém tra stuc khoé dinh ky, it nhat 1a mdt lan
trong nam.

14. Sira ddi ndi quy chinh sach

Ban Lanh Pao co quyén cép nhat va sira d6i cac chinh sach va quy dinh theo yéu
cdu cua cong viéc. Cac chinh sach mdi s€ thay thé cac van ban trudc, ké ca nhing
quy dinh néu trong cubn sb tay nay.

CHUONG II: PHONG CACH VA THAI PO PHUC VU KHACH HANG

1. Tai sao khdch hang quan trong doi véi chiing ta?

v" Ho da tao viéc lam cho ching ta.
v Ho tra lvong chung ta.

Khi lam nhitng diéu nay, khach hang s& yéu cau nhing diéu kién sau tir phia
ching ta:

% Mot moi trudng hip din va thoai mai.

% Phong ngti, phong an va nhiing tién nghi chit luong cao.
¢ Thai do phuc vu hoa nha ctia nhan vién.

% Nhimg cudc giao dich tai chinh cong bang va trung thuc.
¢ Cam giac than quen.

< Khong phan biét d6i xtr voi nhitng khach hang khac nhau.
< Xung déng v6i dong tién da bo ra.

¢ Chung ta phai thuc hién 161 htra.
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Khach hang cua chung ta doi hoi duge phuc vu tot. Tuy nhién, hdy nhd rang d6i
tuong cua ching ta 1a nhitng ca nhan va cach danh gia vé chét lugng phuc vu cua
tung ca nhan s€ khac nhau. Sy danh gia va nhan xét tinh té ctia ban 1a can thiét cho
viéc thanh cong cua ban trong vai tro 1a mot chi nha chuyén nghiép.

Sau day la nhimg quy lut quy bau khi quan h¢ voi khach hang dang phan nan va
6 thai do gay gat vdi ban:
> Hay lang nghe ho phan nan, st dung anh mét va ngdn ngir cir chi phu hop.
> To ra hiéu cam xuc cta ho.
» Xin 15i ho vé su sai sot.
> Tim cac bién phap giai quyét khac nhau.
> Dé xuat cac giai phap thay thé néu can thiét va ban phai chic rang giai phap
nay c6 thé chap nhan dugc doi vaoi khach hang.
Néu tinh hinh tré nén xau di, hdy lién h¢ ngay v6i Qudn ly cua ban dé dugc
gitip d& trong viée giai quyét van dé. Trong trudng hop nay, hiy nhd bao lai véi
ngudi Quan 1y toan b thong tin ma ban ¢o.
N’éu ban c6 thé tu tin giai quyét van dé ciing phai bao céo lai Quan 1y ctia ban
nam duoc tinh hinh.
Chung ta khong bao gio duge tra 1oi cau hoi cua khach hang bang cau “Tbi
khong bi€t” hodc “T6i la ngudi mdi ¢ day”. Ta phai tim ra cau tra 101 hodc lién
hé v&1 nguoi ¢6 thé giip minh.
Khi huéng dan khach den gap ngudi khac dé dugc giip dg, ban c¢b gang noi cac
cau nhu “T6i s& yéu cau bo phan Lé tan lién hé véi Ong/Ba” Khéng bao gio

duoc noi ’V0’1A khach hang rang ho PHAI 1am~d1eu nay hay diéu kia, thi dy: “ T6i
khong bict, Ong/Ba hay dién cho bd phan Lé tan”.

Khi khach yéu cau giup do, héy nhin van dé tir quan diém cua khach. Rat c6 thé
ho cam thay lac 16ng va b01 roi. Mot 101 dé nghi hitu hiéu co thé s& lam khach
that hai 1ong. Hay nhé rang cong viéc ctia chung ta 1a 1am cho khach hang vui
long!
2. Tai sao chung ta o day?
Cong viéc cua chung ta 1a cung cap cho khich hang nhiing dich vy véi chat
lugng ngoai hang. Khach hang phai dugc cham séc mot cach chuyén nghiép,
v6i thai do vui vé va lich thiép.
Pé c6 thé dat dugc didu nay, ban va cac dong nghiép phai dap ting nhig tiéu
Chuan cao di duogc quy dinh. Sau day 1 mot s pham chat ma ching toi tin
rang da 1am nén doi ngil nhan vién cia THAI SAN HOLDINGS.

= Kha nang tuoi cudi, bang dnh mat ciing nhu bang miéng.

= Lich thiép va thai do hop tac.
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= San sang

= Xét doan dé phong ngira nhiing tinh huéng xung dot, hay néu xay ra, kha
nang khoi phuc tinh hinh va gy 4n tuong t6t noi khach.

= Tim hiéu tén khach, nhé lai nhiing diéu thich va khong thich cta nhiing
vi khach thuong xuyén dén khach san, nhiing yéu cau hay doi hoi dac

lam theo chi dan va chap hanh quy dinh.

biét cua khach.v.v

= (Co6 céach nhin c61 mo, san sang hoc hoi cting nhu dong gép nhiing y

tudng va

phuong phép mdi.

= (6 tinh than cau tién.

= (0 tinh than lam viéc khan truong.

Ty hao khi hoan thanh tot cong viée, va tré thanh mot phan trong doi ngii cua

THAI SAN HOLDINGS.

CHUONG I11: THOI GIO NGHI NGOI

1. Cdc ngay nghi Ié

Nguoi lao dong s& duoc nghi cac ngay 18 c6 tra lwong nhu sau:

Tét Duong lich: 1thang 1 Mot ngay
Tét Am lich: Ngay cudi clng cua nam c Va,l')a ngay Bén ngay
dau cua nam am lich méi
Ngay Gid To 10/3 &m lich Mot ngay
Ngay giai phong 30 thang 4 Mot ngiy
mién Nam: i

Ngay Qudc té . PO

Lao dong: 1 thang 5 Mot ngay
Ngay Qudc , .

Khanh: 2 thang 9 Mot ngay

Néu nhiing ngay nghi néu trén tring vao ngay nghi hang tuan thi nguoi lao dong

duogc nghi bu vao ngay tiép theo.

2. Quyén dwoc nghi phép nim

Sau 12 thang lam vi€c lién tuc trong Cong ty, ngudi lao dong lam viéc trong diéu
kién va moi truong lao dong binh thuong duge nghi phép c6 hudng luong bang 12
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ngay lam viéc. SO ngdy nghi sé ting tham theo tham nién lam viéc, cin ¢t vao quy
dinh ctua Luat lao dong.

Tt thang tht 3 tinh tir ngay bat dau lam viéc, ban c6 the xin nghi phép nam. Phép
nam khong nghi s€ khong dugc chuyén qua nim ké tlep, ngoai trir trudong hop dac
biét dugc sy dong y cua Truong b phén va Gam dbc. Tuy nhién, ngay ca trong
truong hop duge chip thuan, chi dugc chuyén 5 ngdy sang nam ké tiép.

Don xin nghi phép phai nop trudce 1 tudn va phai dugc sy dong ¥ cia Trudng bd
phén. Sau d6 chuyén dén phong Nhan sy.

3. Nghi o om, nghi con om

Ban phai thong béo cho Trudng bd phan hodc Giam sat it nhat 2 gio trude khi vao
ca 1am viéc néu ban bi ém khong thé dén lam viéc dugc. Nhan vién nit dugc nghi
trong con dm néu nhu con duéi 7 tudi. Ban cling phai bao chi tiét vé bénh tat cua
minh cling nhu thoi gian phai nghi.

Truong hop ban khong gap duge Truong bo phén hoac Giam sat, ban c6 thé lién
lac dén phong Nhén sy dé duoc giip do. Khi quay lai lam viéc, ban phai dién vao
don nghi 6m va ndp gidy to nghi 6m cd x4c nhan cua bac sy.

Cac quy dinh khac

- Ché d6 nghi ém nhu trén s& khong duoc ap dung dbi voi cac truong hop bi
thu:ong tich hodc o6m dau do ty tir khong thanh, danh nhau, uéng ruou, st dung
chat gay nghién, dua xe hoac cac hanh dong pham phap khac.

4. Nghi dé
a) Thoi gian nghi d¢

Nguoi lao dong nit 1am vi¢c trong moi truong lao dong va diéu kién lao dong binh
thuong duoc nghi de co tra luong, trude va sau khi sinh voi tong thoi gian 1a sau
thang, gdm ca ngay 18 va cha nhat, theo nhu quy dinh cua nha nudc. Thoi gian
nghi trudc khi dé co thé 1a 30 ngay. Khi can thiét, thoi gian nay co thé dai hon
nhung tong thoi gian nghi phép khong duge qua thoi han cho phép noi trén.

Néu ngudi lao dong nit sinh hon mdt con mot 1an thi s& dugc nghi thém 30 ngay
cho moi con tinh tir con thr hai tré di.

b) Cac diéu kién khac
- Nguoi lao dong nit khi ¢6 yéu cau va duogc su dong ¥ cua Trudng bd phan cé thé
nghi khong luvong khi thoi han nghi dé ket thac.

- Véi diéu kién 1a ¢6 thong bao cho Khéch san, ngudi lao dong nit co thé tro lai
lam viéc trude khi thoi han nghi dé két thuc, néu ngudi d6 di nghi it nhat hai thang
sau khi dé va co giéy chiing nhan cua bac sy, khéng dinh rﬁng viéc trd lai lam viéc
khong c6 gi hai dén stic khoé ciia nguoi me. Trong truong hop ndy, ngudi lao dong
nit s& dugc hudng trg cap nghi dé cung voi lwong binh thudng cho nhimg ngay ho
lam viéc.
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- Trong truong hop nguoi lao dong nir ¢6 thai vao thang thir bay, nguoi do s¢ dugc
chuyén sang cong vi¢c khac nhe nhang hon, hoac chi lam vi¢c bay ti€éng trong mot
ngay va duoc huong nguyén luong.

5. Nghi co tang

Nguodi lao dong ¢ quyén duogc nghi ba ngay trong truong hop cha, me (ké ca b,
me chong hodc b me vo) chong, v hodc con chét.

6. Nghi két hon

a) Quyén duoc nghi khi két hon

Nhén vién khi két hon phai dién vao Pl}iéu xin nghi, 14y chit ky cta cip trén truc
tiép va ngp cho Phong Nhan Sy t0i thiéu 13 14 ngay trude khi cudi. Nhan vién s€
dugc nghi ba ngay khi két hon.

b) Cac trueong hop khac

Nguoi lao dong c6 con két hon s€ dugc nghi mét ngay va phai viét Phiéu xin nghi
co chir ky cta cap trén truc ti€ép va ndp cho Phong nhan su ba ngay trudc khi nghi.
7. Nghi khong luwong

Néu duoc phép cua Truong bd phan, ban cé thé xin dugc nghi khong luong dé
nghi ca sém hon hodc lam it gio hon ca binh thuong. Luu y rang ban phai xin phép
trude va ndp don xin nghi co chap thuan cua Truong bo phan. Yéu cau dugc nghi
khong lwong cho ca ca hodc nhiéu hon trude tién phai duge su dong y cua Truong
b phan cua ban, sau dé phai dugc sy dong ¥ cua Giam doc hodac ngudi bé nhiém.
8. Nghi bu

S& ¢6 luc THAI SAN HOLDINGS yéu cau ban lam thém gio trong ngay lam viéc
binh thuong, trong ngay nghi tuan hodc trong ngay I¢. Nhan vién s¢ duoc huong
quyén loi 1am thém gio. Néu nghi bu, ban phai dién vao mau don xin nghi, phai
duoc su chap thuan cia Trudéng bo phan va sau dé ndp cho phong Nhan sy

CHUONG IV: CAC TIEN ICH DANH CHO BAN

1. L6i vao danh cho nhan vién

Khi moi bat dau vao lam viéc, ban s& duoc hudng dan 16i vao danh cho nhan vién
& tang ham ctia khach san. Ban ‘phai lu6n dung cong nay khi ra vao khach san lam
viéc. Phong bao vé c6 quyén kiém tra ngudi va tai san khi ra vao khach san.

2. Cham cong (Cham van tay, cham c6ng trén ing dung 10office)

Hang ngay nhan vién di 1am phai chdm céng bang cach lay dau van tay vao may
cham cOng duogc dit tai Van phong, Sanh khach san, phai kiém tra lai c6 hop 1¢
hay khéng trude khi roi khoi may (Hop 16 1a khi may hién 1én sé quet ctia nhan
vién). Hoic nhan vién chdm cbng trén ung dung 1 office. Pay la can cir dé Phong
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Nhan sy va Phong Ké toan tinh luong hang thang va quan 1y suat an ciia nhan vién
trong ca lam viéc.

Nhan vién khéng duoc c6 mat tai khach san khi khong phai ca lam viéc hoac trd
lai khach san khi hét ca lam vi¢c. Trur khi c6 yéu cau lam thém gid cua Ban quan ly
hodc c6 ly do dac biét da dugc Ban quan 1y Khach san phé duyét, nhan vién khdng
duoc & lai khach san qua 30 phut sau khi hét ca lam viéc.

S& ¢ ky luat v6i nhitng nhan vién khong chdm coéng bang may cham cdng, hoic
trén ing dung 1 office diéu nay co thé dugc coi 1a khong trung thuc.

Chi c6 Phong nhan su ciia Cong ty méi c6 quyén sira doi.

3. Tt ca nhan

Ban s& duogc cip tu ca nhan dé cit gitr quan 4o déng phuc va tu trang nham tranh
rui ro mat mat khi dang lam vi¢éc. Ban s€ tu chiu trach nhiém gitr gin tu trang c6
gia tri cua minh. Trong truong hop quén hodc mat chia khoa tu, ban phai lién lac
ngay b phan an ninh dé c6 chia khod mo tam thoi. Néu ban dé mat chia khoa thi
phai tra chi phi cho viéc 1am chia méi.

Phong Nhan su va Bao vé ¢6 quyén mo kiém tra cac ti locker,

Bit ¢t nhan vién nao mang do dung, dung cu ra, vao khach san phai c6 gidy phép
qua cong dugc ky xac nhan cua Trudng bd phan.

Chinh sach an toan va tot nhat 1a: khong bao gid mang d6 dung ca nhan vao trong
khach san.

4. Nha an danh cho nhan vién

Trudng bd phan hay Quan ly, gidm sat s& bao cdo cho nhan vién biét gio an va gio
giai lao.

Moi nhén vién déu c6 trach nhiém gilr gin sach s& khu vuc an udng, lau chui va
don dep can than sau bita an. Ludn lau ban sach sg, Xep gon bat, dung cu an uong
1én ké va cho rac vao thung réac.

5. Bang Thong Bao, Bang tin (trén wrng dung 10ffice)

Trén Bang Thong Bao Noi B, Bang tin trén ing ung loffice, nhan vién s& duoc
biét nhiéu thong tin quan trong va hap dan. Néu ban c6 thong tin mudn dan 1én
bang, hay thong qua phong Nhan sy trudce.

Ngoai ra con c6 nhitng thong bdo khic nhu bang thong biao cia Cong doan va
thong bao ctia Phong Nhén su - Hanh chinh.

Ban hay doc k¥ cac bang nay dé pém l?ét dugc tinh hinh trong khach san. Nén nhé
nhirng bang nay gitp ching ta nam bat dugc moi thong tin, khong dugc thay doi
hodc boi xoa thong tin trén bang.

6. Pong phuc
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Néu ban dugc phat dong phuc, hay mac va gitr gin quan 4o d6. Tuy nhién ban phai
c6 trach nhiém véi bo déng phuc ctia minh néu bi rach hodc bi hoen 6, nhian nhim
do su lo ding cta ban. Ban nén ludn gitt cho gidy bong dep. Pong phuc va gidy
cua ban chi nén dung khi lam viéc va phai treo 1én moc trong tu ca nhan khi khong
dung ntra.

7. Bién tén

Bang tén phai duoc deo phia bén nguc trai cia d0. Néu ban 1am mat bang tén thi
phai bao cho phong Nhan sy va duong nhién ban phai tra phi dé lam bang tén méi.
Néu bang tén bi phai mau hay bi hong thi ban s& dugc thay bang tén méi ma khdng
phai tra tién. Ban phai luon deo bang tén khi lam viéc.

CHUONG V: DIEN MAO VA PHONG CACH CA NHAN

Ngoai hinh ctia nhan vién 1 diéu rit quan trong trong nganh dich vu khach san.
Nhén vién c6 dién mao va chuan muc v€ ngoai hinh tot 1a sy phan anh rat tot vé
khach san va vé Cong ty cta chung ta, ngay ca khi chiing ta chua giao tiep bang
ngdn nglr vo1 khach hang thi chiing ta cling da giao tlep voi ho qua ngoai hinh,
dién mao cua cac ban s€ cho khach biét chiing ta ¢ dang cap nio. Chuan muyc ve
dién mao sé tao nén su khac biét vé chat luong dich vu. Co mdt thuc té 1a néu ban
nhin thay vira mat ban s€ cam thay rat dé chiu. B&i vay, mot di€u hét suc quan
trong 1a tat ca chiing ta ludn tuan thu nhirng chuan muc cao nhat vé di¢én mao bén
ngoai.
1. Vé sinh ca nhan

e Sach s& la diéu quan trong nhat d6i v6i bat ky khach san nao, do vy phai

tam rua thuong xuyén va gilr gin v€ sinh ca nhan tot.

e Dung chit chong d6 md héi hodc chat khir mui.

e  Giir vé sinh ring miéng thudng xuyén dé tranh hoi miéng.

e Dam bao gitr gin tay luén luén sach sé khi ban dang lam viéc.
2. Dién mao
An mic dung myc va ludn gon gang chinh t&. Quan 4o lam viéc phai sach va gidy
phai dugc danh bong.
Nam:

v Giay bong sach phu hop véi tiéu chuin khéach san 4 sao.

v/ Cat va giir gin mong tay sach sé.

v/ Béng tén phai duoc deo va giit gin can than (lic nao cling sang va khong bi
tray xudc).
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Téc phai gon gang, ngan, khong dugc dé toc dai.
Cao rau thuong xuyén (khong duoc dé ria mép dai).
Nén dung cac my pham khir mui.

Khoéng dé 16 nhitng hinh xdm trén nguoi.

Khoéng duogc dung nudc hoa, chat dudng toc va kem cao rau ddm mui.

SN NI NI NN

Puoc phép deo nhin cudi hay nhin dinh hon va dong hd deo tay.

\

Kiéu toc va mau toc phai nén ni, dep, sach s&, gon gang va ludn chai gon.
Téc dai qua vai phai chai va cap ra dang sau lung, khong dé toc xoa ra vai
va che mat.

v Lu6n trang diém nhe qnhe‘mg, dung my phém nhat mau dé co duogc vé dep tu
nhién. Tranh trang diém loe loet.

<\

Trénh dung nudc hoa nang mui.

AN

Chi cho phép deo nhan cudi/dinh hon, 1 b bong tai dinh hat hay vong xau
tai va dong ho xem gio. Khong dugc deo nhiing trang suc khac ngoai quy
dinh.

v' Peo va giit bang tén can than.

v/ Moéng chan, moéng tay phai dugc giir sach s& va khong dé dai qaia. Chi cho
phép son mong tay mau nhat hodc mau sang.

3. Pong phuc

Nhan vién THAI SAN HOLDINGS phai mdc dong phuc theo dang bd phan. Dong
phuc bao gom trang phuc, bang tén, giay va ghim cai theo quy dinh ciia THAI SAN
HOLDINGS.

Poéng phuc phai sach s&, khong nhau nat. Kiém tra ddng phuc dé dam bao khong bi
mat khuy trudc khi méc.

Péng phuc phai luén dugc mic trong gid 1am viée. Pong phuc khéng dugc mic ra
ngoai Khach san trir truong hop theo yéu cau cua cong viéc.

Khong méc 4o len, 40 khoac ra ngoai dong phuc.

Bang tén ludn sach s&, khong bi gy nat va duge deo phia bén trai nguc. Khong
deo cac ghim cai trang tri I1én dong phuc hoac chong 1én bang tén trir ghim cai ctia
Khach san.

Tt va giay:
Nén mang tit mau den, don gian, pht hop véi dong phuc. Giay phai sach sé&, duoc
danh bong moi luc. Phai mang giay dung quy dinh.
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Nhitng huéng din bo sung co thé dugc ap dung cho cac khu vuc cu thé béi trudng
cac bd phan va Giam doc diéu hanh.
4. Tac phong va giong noi

Céc cong viée thanh cong phan 16n déu nhd vao tac phong tot d6i véi khach. Ban
hay ha thap giong xuong khi giao tiép v6i khach. Nhan vién phai c6 tinh cach t6t
d6i voi ddng nghiép dé tao ra dugc mot moi trudng 1am viée hoa dong.

Giong ndi phan tmg thai do, giong gat gong s& nhan dugc nhimg 101 dap cau gat.
Giong n6i budn chan, lung bung trong miéng tao ra sy vo tinh, thd o. Gigong noéi ré
rang, vui vé s€ tao ra dugc tinh chuyén nghiép ctia minh va tao cho khach an tuong
tot.

Khi néi chuyén véi khach va déng nghiép, hiy cudi va nhin vao mat ho. Nhin cac
d6ng nghiép va khach khi noi chuyén voi ho, cudi va lang nghe ho. Piéu d6 chimg
t6 sy quan tim va cha y ciia ching ta, nhé khong dugc nhin cham cham vao ho,
diéu nay s& 1am ho khé chiu va buc boi.

Luén gay thién cam véi mdi vi khach bﬁng nu cuoi va chao ho. Goi khach bﬁng
tén moi lic néu c¢6 thé dugc. Ludn dung giong noi than thién, hoa nha ddi voi
khach va nh¢ tra 161 tat ca cau hoi cua khach that nhanh va hi¢u qua. Tim hiém
nhung nhu cau cua ho va giai quyét nhimg van dé ho gip phai. Neu ching ta lam

duoc nhu thé thi chung ta s& thanh cong trong viée thu hit va giy an tuong tot vi
khach.

5. Hat thube

Nghiém cam nhan vién khong hit thudc ¢ noi lam viéc vi 1y do an toan cho stic
khoé Khach hang, dong nghiép, ban than va dam bao v¢ sinh cho khach san.

6. Cac cudc goi ca nhan

Nhéan vién khong d}rqc st dung di¢n thogi khach san vao muc dich ca nhan, trir khi
trong truong hop cap bach va dugc su dong y cua Ban Quan ly.

Tat ca cac cudc dién thoai cd nhan goi tr bén ngoai vao cho nhan vién s€ khong
duoc ndi may ngoai trir nhitng truong hop cap bach va duoc sy dong ¥ ciia quan 1y
hodc trudng bd phan. Nhan vién khong dugc phép st dung dia chi mail ctia khach
san vao muc dich lién lac cta cd nhan, THAI SAN HOLDINGS sé& khong chiu trach
nhiém d6i véi thu tir, email ctia ca nhan.

Nhén vién khong dugc st dung dién thoai di dong trong gio lam viéc, ngoai trir
nhiing trudng hop duoc Tong Giam dbc diéu hanh khach san cho phép, cu thé cac
chire danh sau:

- Truéng bo phan

Trang 16



- Nhan vién van phong (Sale, Marketing, Phong Nhan su, Ké toan...)
- Bép Truong
- Quéan ly nha hang
- Giam sét
- Ca trudng bép
CHUONG VI: NOI QUY LAM VIEC

Pé hoat dong ctia khach san ngay cang hiéu qua hon, chung ta phai tuan thu noi
quy lam viéc nhu sau:

» Khong nhai keo cao su khi dang lam viéc.

= Khong su dung dién thogi di dong khi dang lam viéc (ngoai triw nhitng truong
hop dwoc Ban Lanh Dao, Truong bo phdn cho phep).

» Budc nhanh, tw tin nhung khong chay.

= Giur trat ty trong gio lam viéc.

» Khong duwoc di lang thang hay ngu trong khach san.

» Khéng dwoc an uéng ngodi pham vi phong an danh cho nhén vién.

= Khong dugc két thén véi ca nhdn khdch. Néi chuyén xd giao va lich sw véi khéch
la can thiét nhung khong dwoc noi chuyén riéng voi khach — hay nho than thién
chur khong than mat.

. Khong duoc hoi hay goi y khach cho tién hay qua. Nhuwg goi y cho qua bang loi

néi hay hanh déng déu tuyét doi nghiém cam. Néu c6 vi khdach ndo cho ban tién,
du la it, ban nén vui ve nhan Zay

» Sau khi xong viéc hay sau khi giao ca xong, khong dwoc o lai trong khdch san
qué 40 phut. Truong hop dac biét phai dwoc Qudan ly cho phép.

= Nhan vién phai ¢ noi lam viéc, khong dwoc di lang thang hay dén cdc phong
khac néu khong dwoc Truong b phdn cho phép.

= Ban ghdi biét twong tan moi dich vu cua khach san, ciing nhu cac dia diém phuc
vu dé gioi thiéu cho khach.

» Ban be hay nguoi than khong dwoc tham nhan vién khi dang lam viéc, trie khi ho
la nhitng nguoi khdach cua khach san. Khong lam viéc ca nhan trong gio lam
viéc.

» Nhdn vién khong dwoc sw dung phong vé sinh danh cho khach ma phai sw dung
phong vé sinh danh cho nhan vién.
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= Nhan vién co tié'p xiic voi tai liéu mdt va cac hoat dong cua THAI SAN
HOLDINGS khong duwoc tiét lo cac thong tin do ra bén ngoai.

» Khong duoc in, sao chép hodc mang ra ngoai cdc tai liéu, thong tin cua khach
san khi chwa dwoc phép.

= Nhdn vién nén tén trong sy chi dan ciia ban Quan Iy, khéng ké dén viéc ho 1am
viéc o phong ban nao.

1. Trang thiét bi

Phai gitr gin can than voi sy ton trong tat ca cac dung cu va trang thiét bi vi ching

s€ gitp ban hoan thanh t6t cong viéc cua minh.

2. Noi Lam Viéc

Noi lam vi¢c lac nao cling phai duoc gitr gin sach s&, an toan. Noi lam viéc khong

sach s€ va gon gang s€ dugc xem la khong an toan.

3. Quan hé véi cac phwong tién thong tin dai ching

Do ban chit va do tinh chat nghé nghiép, nha bao hay bét ctr khach nao mudn dit

van dé va tim deé tai dé viet, Ban khong dugc nhan danh khach san dé noi vdi bao

chi, dai.

Chi nhiing thanh vién sau mé&i c6 quyén lam ngudi phat ngon thay mit khach san,

do6 1a Truong phong Kinh Doanh, Giam doc hoac Phé Giam doc. Néu nha bao hoi

nhan vién vé khach san va phuong thirc hoat dong ctia khach san, hay dé nghi ho
lién h¢ truc tiép nhimg thanh vién néu trén.

CHUONG VII: AN TOAN - AN NINH

Nhiém vu caa bo phan An ninh — An toan 1a nham bao vé nhan vién, khach hang
tai THAI SAN HOLDINGS. Do vay, dé cho cong viéc bao v¢ duogc tdt hon, bo phan
An ninh & An toan can su hop tac cua cac nhan vién. Moi truong lam viée s thoai
mai, vui vé va an toan hon néu moi nhén vién c6 y thirc giit gin an ninh tét.

Hay nhiét tinh hop tac v6i bd phén An ninh & An toan. Néu ai co y kién dong gop
hay ¢6 ¥ tudng nham gitp cho cong tac bao vé dugc tét hon, hay lién lac véi ngudi
phu trdch Bo phan An ninh & An toan.

1. An toan

Nhan vién phai hoc biét tit ca cac ndi quy vé an toan dé ngin chan nhimg tai nan
co thé xay ra trong luc lam vi€c, va do cling 1a cach gilr an ninh cho ban than minh,
cho khach va cho dong nghiép.

Néu thdy khu vuc nao kha nghi khong dugc an toan, hiy bao ngay cho Trudng bo
phan ctia minh hodc bao cho nhan vién chiu trach nhiém vé an toan.
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Néu c6 sua chira nhiing thiét bi thiéu an toan chang han nhu may méc, trang thiét
bi, hay néu dang lau rira san nha, ciing phal thong bao cho moi ngu:ol biét. Khong
dugc dua gion voi van dé an toan. Néu moi ngudi tun tht nhimg ndi quy nay thi
s€ khong gap tai nan hay gay tai nan cho nguoi khac trong khi lam viéc.

An toan ciing giéng nhu 13 “giit nha”. Moi db vat vit lung tung 16n xon nhu dinh
hodc hoa roi vii trén san nha, san w6t .v.v déu co thé gay tai nan cho minh khi
dang 1am viéc. Do d6 giit sach s& noi lam viéc dé tranh rai ro nguy hiém xay ra la
rét can thiét va phai nhé don dep tat ca cac thiét bi sau khi st dung xong.

Phai dung gang tay can thiét khi 1am viéc, ddc biét khi bung bé cac chat hoa hoc va
cac chat c6 cuong do0 manh. D¢ tranh bi hoa chat vang vao mat khi lam viéc, tot
nhat nén deo kinh va mac do bao ho.

Nhan vién chi c6 thé st dung trang thiét bi va may moc cta khach san khi nao
nhan vién do6 tuan thu cac diéu kién sau:

v' Nhan vién d6 da dugc hudng dan sir dung.

v Nhan vién d6 dugc giao nhiém vu.

v Céc thiét bi an toan phai duoc dat ding vi tri.

v' Str dung cac thiét bi an toan.

v Nhan vién d6 phai gi6i hodc thanh thao cach st dung thiét bi, may moc.

Hod Hoan va Cip Ciru:
Bt ky ai khi thay c6 hoa hoan déu phai tuan thu nhiing diéu chi dan sau:
v' Nhan chudng bao dong & vi tri gan nhat trong khu vuc ctia minh
v Neu gan khu vyc cua minh khong c6 chudng bao dong phai lién lac khan
cap v6i tong dai so 114 de bao cho biét dia diém chay, tén va bd phan lam
viéc cia minh, roi yéu cu tong dai néi lai nhiing thong tin ma minh vira
cung cap d¢ tranh su sai sot.
v’ Kéu goi su gitip d& ciia ngudi khac va 1am nhimg diéu sau néu thdy an
toan:
- Dép ltra
- Huéng dan chi dudng cho d6i ctru hoa dén noi c6 hoa hoan

Chay:
- Khong dung cau thang may khi c6 hoa hoan. Chi dung cau thang b

- Tat ca cac ma sb vé chay s& theo diing Chuong trinh phong chay chita
chay
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- Khong dugc hoang hét kéu to “Chay” ma phai giir binh tinh vi cac khach
déu trong cho vao su gitp do va huong dan cia minh

- Ban phai c6 trach nhiém biét vi tri cua chuéng bao dong va binh curu hod ¢
khu vuc cia minh.

- Pé chuan bi cho viéc tng pho voi viée cru ho khan cap, hiy lién hé
Truong bo phan dé duoc huong dan. Nam rd cac bude chita chay, cling nhu phal
stt dung thanh thao cac thiét bi chita chay, ciing nhu cac budc so tan nham gitp
moi ngudi di chuyén khi ¢ chay xay ra.

- Phai tuan thu cac bién CAM HUT THUOC va cic huéng din
2. An Ninh

An ninh, ciing gidng nhu an toan, 1a trach nhiém khong phai cua riéng ai. Chung ta
phai ddm bao an ninh cho khach va nhéan vién. Lam nhu vdy khong nhitng ta tao ra
duoc moi truong lam viéc thodi mai, than thi¢n, ma con tao ra cdm gidc an toan, an
ninh cho moi nguoi.

Diéu nay chi c6 thé dat dugc néu tat ca ching ta hop tac voi nhau va tudn tha
nhirng dicu sau:

= Luén sdn sang cinh gidc. Quan tam dén, nhimg db vat hay nhiing gi xung
quanh minh vi ban cling c6 the 1a tai 12 mat cua b phan An ninh & An toan,
do d6 néu c6 gi nghi ngo, hay cam thay nghi ngo ai, dac biét la nguoi 1a thi
phai bdo ngay cho Trudng bd phan hoac To trudng.
= D¢ bao vé cho chinh minh, nhiing hanh 1y c4 nhan hay nhiing thtr ma ban
mang vao khach san phai dugc Truong bd phén ki€m tra va ghi vao s6. Cac
vat dung kho dugc dua ra ngoai déu phai c6 kem theo giay cho phép va Ban
quan ly c6 quyén chén lai kiém tra hanh 1y xach tay ca nhan.
Dé Vit Bi Mit:
~ Bt clr d6 vat gi ma ban tim thay 1a ctia khach hay cua dong nghiép phai duoc

giao nop ngay cho Ban Quan Ly. Ban Quan ly s€ giao By phan Budng sé& ky
nhén va luu kho. Tai san, d6 vat tim thay s€ duoc xtr ly theo quy dinh ban hanh.

~ Nhimg d6 hop da dugc mé hodc nhitng vat ¢6 nguy co khong an toan hoic
ruou sir dung trong khach san khong duoc phép mang ra ngoai khach san. Néu
la rugu (khdng phai ruou cua khach san) dugc khach tang cho nhan vién nhu
qua thuong thi nhan vién can xuat trinh glay cho phép mang ra cho bo phan An
ninh & An toan sau khi dugc Quan 1y chap nhén.

CHUONG VIII: KHEN THUONG & KY LUAT

| - Khen Thudéng
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. Ca&c hinh thirc khen thwong

~ Thuong bang tién mat va ting pham cho cic ca nhan c6 thanh tich trong
Thang/Quy/Nam.

— Thang chuec.
~ Céac phan thuong dic biét khac.

2. Tiéu chudn dinh gid

THAI SAN HOLDINGS sé khen thudng cho cac ca nhan dat nhu sau:
a. Thanh tich xudt sic trong cong viéc.

b. C6 cong ngdn chan hodc giai quyét thanh cong nhiing tinh hudng
khan cap.

c. C6 sang kién dem lai hiéu qua hoat dong cho khach san.

d. Pugc cong nhan vé tinh trung thuc va than thién, dugc xem 1a mau
muc cho cac nhan vién khac noi theo.

3. Quy trinh

Ban Lanh bao quyét dinh vi¢c khen thuong nhan vién dya trén dé xuét cua Quan
ly, Truong bd phan.

Il - Ky luat

Noi quy cua khach san dat ra la nham gitip cho tat ca cac nhan vién tuan tha theo
né nép cia to chtrc. Moi nhéan vién phai tuan thu theo noi quy cua khach san va
nhu vay thi nhitng bién phap thi hanh ky luét sé tré nén khong can

thiét. Nhitng bién phap ky luat s& duoc ap dung ddi voi nhimg nguoi khong chap
hanh. Nhiing bién phap ky luat d6 dugc can nhic ky ludng, khong chii quan,
khong phi ly va khong phan biét. Nguyén tic cta ky luat khong nham muc dich
trung phat hay trd thu, ma la mong mudn v6i hinh phat nhu vay sé bt budc duoc
nhan vién phai tuan thu theo nhing quy dinh. Pong thdi né ciing 1a 161 canh co
d6i voi nhimg nhan vién khac 1a Ban quan 1y khach san s& khong bo qua nhiing
truong hop ¢b ¥ vi pham ndi quy cua khach san. Muyc dich cta ky luat lao dong 1a
dé rén luyén cho nhan vién nén tang vé chuan muc giao tiép va lam viéc. Khach
san giup cho nhan vién nhan biét cac luat 1& va vi quyén loi cia nhan vién chu
khong phai la ép budc hodc phat.

Viéc ky luat dugc tién hanh trén tinh than xay dung, khach quan, kip thoi va dong
nhat. Muc dich duy nhat 1a nham sira doi nhitng hanh vi, thai d6 khong dung, nham
gitip ngudi co 16i tién bd, ma khong nham vao trimg phat.

1. Khién trach bang migng hodc vin ban
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Nhing hinh thtre nay s€ dugc ap dung cho nhiing nhan vién vi pham, nhimg
quy dinh sau cho lan dau tién va vi pham qui dinh ¢ mtrc do nhe:

>
>

>

YV V V V V V V

YV V V V V

Y VYV

Pi lam mudn hoac vé sém.

Khong bao Truong bd phan/ T6 truong it nhat 2 gio trude khi nghi 1am
ma khong c6 ly do chinh dang.

Nghi 1am khong duoc su chip thudn cua Truéng bo phan hoic khong
bao trudc.

Khéng cham cong.

Khong dung 16i danh riéng cho nhan vién.

Tu ti€n dem nguoi ngoai hoac khach vao ma khong qua Ban quan ly.
Khoéng mic ddng phuc, khéng deo bang tén hay lo 13 vé sinh ca nhan.
Khong trd lai lam viéc dung gio sau gio giai lao.

Roi noi 1am viéc ma khong xin phép To trudng.

Lay db an, thirc ubng ra khoi cing tin, nha bép, nha hang, xe dy hoic
khay dyng thirc an ma khong xin phép.

An udng ngoai khu vuc cang tin.

Str dung thang may hay nha v¢€ sinh danh cho khach khi chua xin phép.
Khac nh hay xa rac va nhiing hanh vi thiéu vé sinh.

Khong gilr gin gon gang sach s€ noi lam vigc.

Tu tién di vao hay ghé qua cac phong ban khac, khu vuc cong cong danh
cho khach hoac tang cua khach 6.

Goi dién thoai viéc riéng trong lic lam viéc.

C6 hanh vi thiéu dang dan, cuoi ndi to tiéng hodc co cu chi khong diing
nhu khoéc vai nguoi khac.v..v. trong pham vi khéach san.

Khoéng tuan thu ndi quy va dicu 1€ v€ an toan.

Khong hoan thanh nhiém vu dugc giao dung thoi gian quy dinh va dung
chat lugng cao.

Dan, go ra, thém bét hodc thay doi nhiing thong bao duoc viét trén bang
thong bao trong khéch san, trir khi diéu d6 dugce Ban quan ly chap thuan.

Tir chdi hop tac v6i cac nhan vién khac khi can thiét mang lai loi ich ciia
khach san. C6 nhitng 101 I€ hiém ac, vu khong véi dong nghiép hay dung
nhitng 161 no1 tho 10, tuc tiu chi dong nghi¢p, khach va Ban quan ly.

Khéng giao ndp nhiing dd vat nhit dugce cho bo phan Budng.

Khoéng tham gia kham stic khoé hay nhitng cudc hop do khach san dé ra.
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vV V V

>

Khoéng bao cao ngay nhimg thuong ton cé nhan xay ra trong pham vi
khach san hodc sy ¢ hong may moc, d6 gd hay cac tai san khac cua
khach san.

Phat biéu hay tiét 16 cac su vu, danh sach nhan vién khach san ra ngoai
khi chua dugc phép.

Lo dénh va bét can gay lang phi, hu hao, mat mat tai san cta khach san.
Lén doi ngoai té bat hop phép.
C6 y 1am viéc cham chap.

Khong tuan thi cac diéu 18 va ndi quy cta khach san/ phong ban.

2. Thuyén chuyén céng tac

Chuyén vi tri cong tac voi murc luong thap hon trong vong 6 thang theo diéu 84
cua Luat lao dong

Hinh thire ky luét nay dugce ap dung cho cac nhén vién:

o

D3 bi canh cdo bang van ban nhung pham thém 16i khac trong pham vi
thoi gian 3 thang tinh tir ngay c6 van ban canh céo.

Pham cac 13i trong danh sach néu trén 1an dau nhung mirc d6 nghiém
trong, hoac lan dau pham céc 161 sau day:

Cham cong ho nguoi khac hodc nhd ngudi khac chdm cong ho minh.

b. Vi pham quy dinh vé& an toan hodc nhimng quy tic thong thuong vé an toan
hodc gay nguy hiém cho ngudi khéc, hoac co tinh dat tai san cia khach hoac
cua khach san vao nguy co hu hong hodc mat mat.

C. Mua ban thuc phém hodc cac loai hang hoa, hodc giao dich lam an ca nhan
trong pham vi khach san.

d. Ham doa dong nghiép hoic cap trén.

e. Ngu trong gio lam viéc.

3. Sa thai

Nhan vién nao pham phai bat ky vi pham vé hanh vi dao dirc sau sé bi sa thai:

A. Trom cap (tai san ciia dong nghiép, ciia khach hay ctia khach san), bién th,
gian doi, tiét 10 bi mat kinh doanh, gay thiét hai 16n dén tai san hodc quyén
lo1 cua khach san.

B. Nhan vién bi vi pham ky luat bi thuyén chuyén sang vi tri cong viéc khac,
tai pham trong thoi gian dang bi ky luat.
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. Nhan vién nghi vi¢c khong 1y do chinh dang 5 ngay trong 1 thang hodac 20

ngay trong 1 nam.

. Vao phong khach ma khéng xin phép.

Panh cip hay stra d6i chimg tir, bién lai hay hoa don trai phép. Dung hoa
dO‘p da st dung dé tinh tién cho khach hodc viét thém tién vao hoa don
nham thu lo1 bat chinh.

Bi phat hién c6 tai san ctia khach san hoac tai san bao mat trong ti d6/ moc
treo quan 4o cua nhan vién.

. Lién lac véi khach, méi gidi hodc nhan hoi 19, xin ti€én hodc qua hodc hanh

xtr mQt cach vo dao dtrc trong khach san.

. Lam dung chtc vu dé thu loi cho riéng minh, truc tiép hay giam tiép nhan

tién hoa hong dé xir 1y thiéu cong bang hay dua ra 161 hira hen xem xét cac
dicu kién, hop dong, quyét dinh hodc dich vu.

Mang sung, cht nd, chat gay no hay vii khi khi vao khach san.

Ubng ruou trong khi lam viéc gdy hu hai cho tai san khach san hay khong
thé hoan thanh nhiém vu dugc giao vi lam dung ma tuy, rugu hay céac chat
khéc.

Str dung, so hitu hoac ban cac loai thuoc bi cam trong pham vi khach san.

Tham gia hoac t6 chirc danh bac trong khach san.

M. C6 hanh vi tho 16 va vo ¥ thire khi tiép xtic voi khach hang, danh nhau véi

khach.

N. Théch thue, khiéu chién hay danh nhau voi déng nghiép tai noi lam viéc.

o

wao O T

Tiét 16 bi mat cong ngh¢ hodc kinh doanh cho ngudi khac ma khong duge
su cho phép cua Gidm doc.

Hut thudc trong khu vire cam.

. Tang trir vii khi, sung dan bat hop phéap trong khu vuc Cong ty.

Gia mao hd so ¢4 nhan.
Str dung va tang chir chat cam, chat gay nghién.
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Ché tai xi 1V vi pham:

VI PHAM
HINH PHAT LAN 1 LAN 2 LAN 3 LAN 4 LAN 5
1 R F2 F5 F10 D
2 F2 F5 F10 D
3 F5 F10 D
4 F10 D
5 D
Chu giai:
R: Nhac nhé

F2: Phat 100.0004d -200.000d
F5: Phat 500.0004

F10:  Phat 1.000.000d4

D Sa thai

Xtr Iy theo cam két: 1a xir theo cac cam két da ky két voi cong ty.

Tich lily 1dn vi pham
Biit cir nhan vién nao trong vong 6 thang vi pham nhw sau sé bi sa thii:

~ Bon lan vi pham bi phat hinh phat 1.
- Balanvi pham bi phat theo hinh phat 2 hodc nang hon.

— Ba lan vi pham trong d6 mdt 1an bi phat theo hinh phat 1 hodc nang hon, hai
14n bi phat theo hinh phat 2 hoac nang hon.

~ Hai lan vi pham, trong do 1 1an bi phat theo hinh phat 2 hodc nang hon, mot
1an bi phat theo hinh phat 3 hodc ning hon.

~ Vi pham cam két.
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BANG NOI QUY LAO PONG CUA KHACH SAN

A. Dﬁng phuc
Nhan vién phai mac dé)ng phuc theo quy dinh trong khi 1am vi€c.  |Hinh phat 1
Khéng chim cong van tay Hinh phat 2
Cham cong van tay: khong quet thé khi ra vao khach san hoic ‘
quén quet thé ma khong c6 1y do hop 1€. Hinh phat 2
V¢ sinh: khong vé sinh sach s€, khong méc trang phuc dung theo

Hinh phat 2

huéng dan

B. An toan khach san

Gian 1an: C6 hanh vi gian 1an véi khach san hoac dé nguoi ngoai

Xu 1y theo

chiém doat tién bac, tai san ctia khach san. cam két
X < + R 5 - r A - N o 5 ’ X{I 1},] theo
An cap: Bién thu hodc thut két tién bac hodc tai san ctia khach san. .
cam két
Khong trung thuc: ¢d hanh dong khong trung thuec, lira doi gay ton | Xir 1y theo
that hodc mat mat tai san ctia khach san ma khdng cé ly do hop ly. |cam két
Hanh dong co y: cd ¥ pha hoai lam cho tudong hodc tai san cialxy 1y theo
khach san bi do ban. cam két
Str dung tai san cua khach san bat hop phéap - Str dung bat hop Xt 1y theo

phap trang thiét bj hoic tai san ctia khach san vao muyc dich ca nhan

cam két

Théi d6 khong hop tac: Thai do khong hop tac khi bao cao hoac trinh|

bay vé hanh vi vi pham, hodc biét ma van vi pham. Hinh phat 4

Pha hoai: bat ké hanh dong pha hoai ndo gay nén hau qua nghiém o

trong hodc lam hai dén hoat dong cua khach san trong thoi gian Xir ly ‘fheo
cam ket

ngan.
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Khoéng trung thanh: 1am sai hodc bao c&o sai vé san pham dich vy

cua khach san.

Xu ly theo

cam két

Lam dung quyén loi: Loi dung thuong hiéu dé kinh doanh canh tranh
v6i khach san duéi bat ky hinh thirc nao.

X ly theo
cam két

Phan phat to roi chéng dbi v&i Khach san hodc Nha nudce, cac vin

ban ma gay thiét hai dén danh du, uy tin, thuong hiéu cua Khach Xu IB{(ETeO
cam Ke

san va Nha nudc.

c. Quyén lgi ciia khach san

Quan ly s6 sach: Ghi sai so sach, ching tir cia Khach san nhu: Gid |y, Iy theo

mao, gian 1an, lira doi. cam két

Gia mao: Gia mao hodc bit chudc chit viét tay hoac chir ky cua nhan Xt 1y theo

vién trong Khéch san nham truc lgi c4 nhan. cam két

Thong ddng va 1am gia: Bat ctr hinh thirc thong dong véi nhan vién

khac hodac nham gia mao bao céo hodc tai lieu vi loi ich tai chinh.

Xu ly theo
cam két

Giao dich mua ban: kiém 10i tir viéc dan xép trai phép voi nha cung
cap, khach hang hodc ngudi ngoai.

Xu ly theo
cam két

Hdi 16: Nhan tién hodc vat c6 gia tri tuong tu du tryuc tiép hay gian
tiép 1am anh hudng toi hanh dong, quyét dinh, dich vu ma nhan vién
budc phai lam.

Xu ly theo
cam két

Lam thiét hai hoac nguy hiém dén quyén loi cua Khach san, anh
huodng dén khach hang, khach, hoac ddi tac cua Khach san.

Hinh phat 5

An cap d6 cua khach trong khi dang 1am viéc hodc ngoai gio lam

viéc trong khuon vién khach san.

Xu ly
theo cam két

Phét ngon, hanh dong hoic diéu bo khdng ton trong, thiéu nha nhin|

véi khach. Hinh phat 5
Khiém nha: Bét lich sy v6i nhan vién va khach. Hinh phat 3
Lam viéc trai phép: lam viéc bat hop phap, khong ding viéc duoc

Hinh phat 2

giao, lam vi¢c ca nhan trong gio lam viéc.
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An ubng: st dung thirc n, 46 udng ma khong phai danh cho nhan

vién hodc an udng khong dung noi quy dinh.

Hinh phat 3

Chiém giir tai san ctia Khéach san: Chiém giit tai san ctia Khach san
ma khong dugc trudng bo phan cho phep.

Hinh phat 4

Str dung tai san trai phép: st dung trai phép tai san, vat dung cua

khach: khin tim, ga, dém, cac vat dung khéc...

Hinh phat 2

Str dung tai san cua khach san: st dung tai san cua khach san dé
thoa man muyc dich ca nhan ma khdng c6 sy dong y ctia quan 1y.

Hinh phat 3

Than thién véi khach: Déng v hen voi khach ngoai khach san hodc
trong phong cta khach ma khong dugc sy dong ¥ cua Giam ddc
diéu hanh Khéch san.

Hinh phat 3

Mat mat: ¢ Vv gay ton that hodc thiét hai cho khach san.

Hinh phat 5
Chénh mang: Su bat can dang khién trach, chénh mang, lam sai
huéng dan hay thu tuc gy mat mat hozc thiét hai tai san cua

Hinh phat 5

Khach san duéi bat ky hinh thirc ndo ma khong dwa ra 1y do hop
ly.

Di chuyén tai san cua khach san: di chuyén, cat gidu, dit sai vi tri

tai san cuia khach san ma khong dua ra Iy do hop 1. Hinh phat 5
Str dung tai san cua khach san khong hop ly: S& hitu hoac sir dung
trai phép tai san hoic thay thé trai phép vat chat, chi phi hanh Hinh phat 4
chinh, dung cu va thiét bi cua Khach san.
Gidu diém thong tin: ¢b ¥ gidu diém thong tin d6i voi ngudi can
duoc biét thong tin, gdy mat mat, thiét hai dén tai san hodc can tré  |Hinh phat 5
hoat dong cua khach san.
Lam mat vé my quan cta khich san: lam mat vé my quan cta
khach san nhu ciu tric cong trinh, cac khu vuc chua hoan thién. Hinh phat 4
Khiém nha: C6 thai d6 khiém nha v6i khach, nha cung cp hoic
d6i thc kinh doanh Hinh phat 3
Khéng tuén thu theo cac thu tuc quy dinh lam tri hoan hoat dong

Hinh phat 3

cua Khach san hoac bi khach phan nan.
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Lan 16n quyén loi: St dung tién Viét Nam ctia & nhan d6i sang loai

tién té khac hodc nguoc lai cho khach san trong hozc ngoai khéach Xir ly Eheo
N A cam k&t

san nham truc loi ca nhan.

Str dung nha hang, bar, nha v¢ sinh trong phong ctia khach ma

khong c6 sy dong ¥ bang vin ban cta trudng bd phan hodc Giam  |Hinh phat 4

doc diéu hanh khach san.

D. Trat tu trong khach san

Giai quyet cong viéc cham chap / tac nghén cong viéc: Xui giuc
hodc iam tac nghén cong viéc trai quy dinh, tri hodn, an udng, ndo

loan hoac cac hanh dong tuong tu khac.

Hinh phat 5

Théach dau: de doa, doa dam, ¢p budc. khiéu khich danh nhau hoac
tan cong quan 1y bang bat ky 1y do nao lién quan tryuc tiép dén viéc

phéan cong cong viéc trong khi quan Iy dang [am nhiém vu.

Hinh phat 5

Khong ding dan hodc suy doi dao dirc: Khong cho phép quan hé
nam nir, khiéu goi hodc trung bay nhitng hinh anh khi€éu dam trong
khach san.

Hinh phat 5

Dot nhap trai phép: Khong dugc vao phong nguoi khac gioi. Hinh phat 4
Khong ton trong lanh dao: Phat ngén, cd hanh dong, di¢u bd lang
s A Hinh phat 5
ma quan ly hodc hoan toan khong ton trong.
Bao che cho cip dudi: Quan Iy bo qua sai pham ctia nhan vién cap
. Hinh phat 5
dudi
Lam dung quyén hanh: Quan 1y khong nén lam dung quyén hanh
. . , . Hinh phat 5
ma ha uy tin ctia chinh minh.
MAt trat tu: Noi nong, tranh cii 16n tiéng trong gio lam viée hoic
, . A 2 A L N Hinh phat 4
trong khéch san lam phién dén cong viéc cia nguoi khac.
Khong tuan thu 1énh diéu hanh: Khong tuan 1énh hoic ¢6 ¥ khong
tuan thu ménh I¢nh cia Gidm sat hodc quan l1y. Hinh phat 5
Khoéng tuan thu quy dinh: Khéng tuén thu theo céc chinh sach, quy
dinh vé thu tuc d3 duoc ban hanh. Hinh phat 4
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Hanh vi sai trai: Nhimg hanh vi sai trai trong gio lam viéc hoac
trong khach san gay thiét hai dén tai san hodc lam ton thuong nhan
vién khach san.

Hinh phat 5

Ep budc: Ep budc, xtii giuc ngudi khac 1am trai ndi quy cia khach

Hinh phat 4
san.
Pua cot: dua cot, au da, chay nhay, ném dd hodc bat ky hanh dong
tuong tu gay hon loan, xao lang cong viéc ciia nhanvién khac. Hinh phat 3

Tang trir vii khi: Mang vao hodc s& hitu bat hop phap sung, chat nd

hodc vii khi trong khéch san.

Hinh phat 5

E. Rwgu bia

Say xin: c6 mui ruou, bia trong gi¢ lam vi¢c ngoai trir cac truong
hop duoc Tong Giam ddc diéu hanh khach san chap thuan bang

van ban.

Hinh phat 4

Gay ton thuong: Gay ton thuong ngudi khac hoic tai san do bi anh
huong bai men ruou bia.

Hinh phat 5

Ban ruou bia: ban, phan phat, cho, ting rugu bia cho cac nhan vién
khac.

Hinh phat 5

Cat giir bia rwou: cit giir bia rugu hodc céac loai thirc udng gy say|
xin trong pham vi khach san.

Hinh phat 5

F. An ninh khach san

Ttr chdi hop tac diéu tra: Nhan vién khong duoc hop tac hodc tra
10 c&c cAu hoi trong bat ky cude diéu tra nao trir khi nhitng cau tra
101 d6 1a do khach san ty quyén tra 10i.

Hinh phat 3

An ninh khéach san: Tt chdi luc soat hodc gay phién phirc khi nhan

vién an ninh dang thuc hién nhiém vu.

Hinh phat 4

Hanh dong gdy nguy hiém cho nhan vién hodc nguoi khac trong

khach san. Hinh phat 4
Khoéng béo cao ngay 1ap tirc vé& nguoi dang bi thuong hodc xay ra
tai nan trong Khach san, ve vi¢c méat mat, bé vo thiét bi, dd dac Hinh phat 4

hodc tai san khac.

Trang 30




G. Tac phong va dao dirc

Suy d6i dao dure: Hanh dong suy doi dao dirc, khdng ¢ nguyén tic,

khiém nha khéng thé chip nhan duogc trong gio lam viéc. Khong

tuan thi theo cac chuan muc ctia phép lut. Hinh phat 4
Quay rdi tinh duc: ¢4 hanh dong quay rdi tinh duc theo quy dinh

, A Hinh phat 5
cua Phap luat.
Théach diu: de doa, doa dam, €p budc, khiéu khich danh nhau hoac
tan cong nhan vién trong khach san hodc nguoi dang thi hanh Hinh phat 4

nhiém vu

Tin don, bubn chuyén: tin don that thiét, budn chuyén, béu riéu
chuyén riéng tu caa nhan vién hoic bop méo su that nham lam mat

uy tin, gy ric rdi, nguy hiém cho nhan vién khac.

Hinh phat 5

Lay cap: Lay cap, cat giau, dat sai cho tai san cua nhan vién khac
trong khach san.

Xu ly theo
cam két

Am muu phé hoai: Khuyén khich, gitp d3, tao co hoi cho nguoi

ngoai de doa hodc tin cong nhan vién.

Hinh phat 5

Danh bac: danh bac, ca cugc, choi s6 hodc bat ky tro choi nao

trong gi0o lam viéc hodc trong khach san.

Hinh phat 4

Vu khéng: dung tir ngir lang ma, xuc pham, bat lich su trong gio|

lam viéc hoac trong khach san.

Hinh phat 2

Cho vay nang lai: Cho vay véi ldi suat cao, ban bat ky loai phiéu
nao, mua ban hang hoéa, thanh toan trong khach san hoac trong gio

lam viéc trir khi duoc quan 1y uy quyen.

Hinh phat 3

H. V¢ sinh va sirc khée

Tur choi kham sure khoe: Twr choi kiém tra stre khoe theo yéu cau

cua khach san hodc vi pham luat dé phong tai nan, bénh tat.

Hinh phat 4

Gay nguy hiém cho dong nghiép: Che gidu bénh tat, nhung do bat

can gay nguy hiém cho dong nghiép.

Hinh phat 5

Khoéng thong bao khi biét minh bj bénh truyén nhiém

Hinh phat 5
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Quy dinh cua bd phin budng phong: Khéng vé sinh hoic khong

theo quy dinh ctia bd phan buéng phong. Hinh phat 3
Khong tuan thu tha tuc: Khong tuan thu theo cac thu tuc quy dinh

khi bi bénh hoac bi thuong trong gid lam viéc hodc tai nan lién Hinh phat 2
quan dén tai san caa khach san.

Str dung nha vé sinh va cang tin khong hop ly. Hinh phat 2
|. Hoat dong hiéu qua

Xao nhang cong viéc Hinh phat 4
Ngu trong gio lam viéc. Hinh phat 3
Ving mit hodc xao nhing cong viéc. Hinh phat 3
Lam viéc chénh mang khong hiéu qua. Hinh phat 5
Cham chap Hinh phat 2
Viang mat: Khong thong bao cho trudng bo phan trong vong 2 gio

tir khi bt dAu gios 1am viéc. Hinh phat 2
Thuodng xuyén vang mat: Thuong xuyén vang mit, vo ky luat. Hinh phat 3
Nghi khong phep: Nghi khong xin phép hodc bo viée trong 2 ngay. |Hinh phat 4

La ca: La ca, bo viéc trong gio lam viéc, lang thang trong va ngoai
gio lam viéc, lang phi thoi gian, lam viéc cua nguoi khac ma khong

co su dong y cua quan ly.

Hinh phat 3

Gia vo om: Gi1a vo Om dé tranh viéc

Hinh phat 2

Tir chdi giup do: Tur chdi gitp d& nhan vién trong truong hop can

thiét cho hoat dong cua khach san. Hinh phat 3
Tur chdi lam thém gid hodc 1am ngay 1€ khi can thiét. Hinh phat 3
Khoéng linh dong: tir chdi nhan viéc hodc d6i ca do quan Iy yéu cau

Hinh phat 4

ma khong dua ra 1y do hop ly.

Ttr chdi chuyén bo phan: tir chdi chuyén dén bo phan da dwoc chi
dinh khac trong khach san ma khéng ¢o 1y do hop ly.

Hinh phat 4
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Ttr chdi 1am ngoai gio: Khdng béo céo cdng viéc 1am ngoai gio sau

dinh.

khi quan 1y 1én ké hoach va da duoc thong bao. Hinh phat 3
Khdng bao com theo lich hoac dung com khéng theo thoi gian quy
Hinh phat 2

Cic quy pham do hdi dong xir Iy / Ma tiy va thudc phién

Str dung chat gay nghién: sd hitu, sit dung, ban, cit cac loai cha
gy nghién bi Phap lut cAm trong khach san.

Hinh phat 5

Hut thudc; Cam Hiit thudc & Néi Khong véi hit & khéi thude
la
- Nghiém cém hat thuéc’trong gio lam viéc
- Nghiém cam hut thudc trong pham vi khach san, xung
quanh, gan khach san.

Hinh phat 5

K. Cac vi pham khac khong dé cip trong so tay nhéin vién

Mot sb vi pham khong quy dinh trong s6 tay nhan vién, tuy nhién
cac vi pham sé xir ly theo tirng truong hop. Tuy mirc do nghiém
trong, anh huong cua vi pham, Ban 1&nh dao sé dua ra hinh thig

Hinh phat 1,2,
3,4,5

phat cu thé.

5. Giao dich tai chinh

Néu cong vi¢c cua ban c6 li€n quan dén giao dich vé tién mat, thé tin dung, tin
phiéu, ngoai t€ va tai khodn cua khach, ban phai tuan thu theo ding quy dinh.

Ban s€ duoc tap huén dé thuc hién dang quy trinh.

Ban s€ chiu trach nhiém néu so li¢u trong s6 sach khong khop véi nhau. Khong

lam viéc riéng tai noi lam viéc.
Viéc xur Iy nhitng hanh vi vi pham ngoai danh sach néu trén sé
cta Ban Lanh Pao Cong ty.

5.1Trach nhiém vat chat

do quyét dinh

5.1.1 Can cr vao 16i va muc do thiét hai thuc té, nguoi lao dong khi lam hu héng
dung cu thiét bi hodc c6 hanh vi khac gay thiét hai cho tai san cua Cong ty
thi phai boi thuong theo quy dinh cta phap luat vé thiét hai gy ra. Néu gay
thiét hai khong nghiém trong do so suat, mic thiét hai dudi nim triéu dong
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thi phai boi thudng nhiéu nhét 1a 80% gia tri thiét hai thyc té (nhung khong
qua ba thang luong cua nguoi lao dong gay ra thi¢t hai) va khau trr dan vao
luong theo quy dinh tai dieu 60 B9 luat lao dong.

5.1.2 Nguoi lao dong lam mat dung cu, thiét bi, lam mat céc tai san khac do Cong
ty giao hodc tiéu hao vat tu qua dinh mirc cho phép thi tuy truong hop phai
boi thuong thiét hai mot phan hodac toan bd theo gia thi truong nhu sau:

- Do 16i ¢d y: 100% gia tri thiét hai

-Do 16i s0 y:  80% gi4 tri thiét hai

Trong truong hop c¢6 hop dong trach nhiém thi phai bdi thudng theo hop dong
trach nhiém; trong trudng hop bat kha khang nhu xay ra thién tai, hoa hoan
khong do 161 ciia ban than nguoi lao dong thi khong phai boi thuong.

THAY MAT BAN LANH PAO THAI SAN HOLDINGS

GIAM POC
(da ky)
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