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UY BAN NHAN DAN QUAN 2 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG LAO QQN_G Poc lap — Tw do — Hanh phiic
THUONG BINH VA XA HOI
Sé: 499 /LDTBXH Qudin 2, ngay=38 thing 11 nam 2014
Vé huéng dan thuc hién tuyén
lao dong, quan ly lao ddng va
bdo c4o tinh hinh sir dung
lao dong.
Kinh gri:
- Co quan, t6 chirc, doanh nghiép va ca nhan cé st
dung lao dong;

- Co quan, td chitc, doanh nghiép hoat dong dich
vu viéc lam va hoat dong cho thué lai laoc dong.

- Can cit Nghi dinh sé 03/2014/NDP-CP ngay 16 thang 01 nam 2014 cta Chinh
phi quy dinh chi tiét thi hanh mét s6 diéu ctia B6 luat Lao dong vé viéc lam;

- Cin ctt Thong tu s6 23/2014/TT-BLDTBXH ngay 29 thang 8 nam 2014 cta
Bo Lao dong Thuong binh va Xi hoi huéng dan thuc hién mét sé didu ciia Nghi
dinh s6 03/2014/ND-CP ngay 16 thang 01 ndm 2014 cia Chinh phu quy dinh chi
tiét thi hanh mot s6 diéu ctia B luat Lao dong vé viéc lam;

- Thyc hién céng van 7874/VP-VX ngay 23 thang 9 nim 2014 cia Uy ban
nhin dén thanh phd va cong vin sb 17940 /SLDTBXH-VL ngay 06 thang 11 nam
2014 cua S¢ Lao dong Thuong binh va X4 hoi Thanh phé vé trién khai thuc hién
Théng tu s6 23/2014/TT-BLDTBXH ngay 29 thang 8 ndm 2014 ctia B6 Lao dong
Thuong binh va X3 hoi;

Phong Lao dong Thuong binh va X4 hdi quan huéng dan viéc thuc hién nhu
sau:

I. POI TUQNG THUC HIEN

- Nguoi lao dong theo quy dinh tai khoan 1 Piéu 3 cua B¢ ludt Lao dong la
ngudi tir d 15 tudi trd 1én, c6 kha ning lao dong, lam viéc theo hop dong lao

dong, dugc tra luong va chiu sy quan ly, diéu hanh cta nguoi sur dung lao dong.

- Nguoi st dung lao dong theo quy dinh tai khoan 2 Piéu 3 ctia B luit Lao
dong 1a doanh nghiép, co quan, t6 chirc, hop tic x4, hd gia dinh, c4 nhén c6 thué
mudn, st dung lao dong theo hop dong lao dong; néu 1a c4 nhan thi phai c6 nang
luc hanh vi déan su day du.

II. NOI DUNG THUC HIEN:




1. V& tuyén lao ddng va quan ly lao dong.

1.1. Tuyén lao déng.

1.2. Ping ky dw tuyén va tuyén lao dpng.

- Nguodi lao dong co quyén truc tiép lién hé véi nguoi sir dung lao dong hoic
dang ky tai tb chirc dich vu viéc lam dé tim viéc lam;

- Ngudi sir dung lao déng c¢é quyén lién hé truc tiép hodc théng qua td chirc
dich vu viéc 1am, doanh nghiép cho thué lai lao dong dé tuyén ngudi lao dong Viét
Nam;

1.3. Thii tuc, trinh tw tuyén lao dpng.

< Pbi voi ngudi lao dong:

Chuén bj va ndp hd so dang ky du tuyén lao dong gdm céc van ban sau day:

- Phiéu dang ky du tuyén lao dong theo mau do Bo Lao dong Thuong binh va
Xa hoi quy dinh;

- Ban sao cac van bang, ching chi chimg minh trinh d6 chuyén mén kj thuat;
trinh d6 ngoai ngir, tin hoc theo yéu cu cla vi tri can tuyén;

- Gidy chimg nhén stic khée theo quy dinh cia B Y té;

- Céc gidy to can thiét khac theo quy dinh ctia phap luat.

< D61 v6i ngudi st dung lao déng hoic td chirc dich vu viéc lam, doanh

nghiép cho thué lai lao dong:

- Théng bao cong khai vé& nhu ciu tuyén lao dong it nhat 05 ngay lam viéc
trude ngdy nhan ho so dang ky du tuyén lao dong. Néi dung théng bao bao gbm:

+ Nghé, cong viéc, trinh d6 chuyén mon, sb lugng can tuyén;
+ Loai hop dong du kién giao két;

+ Muc luong du kién;

+ Diéu kién lam viée cho ting vi tri cdng viée.

- Khi nhan hd so dang ky dy tuyén lao dong, c6 trach nhiém quéan 1y hd so va
thong bao cho nguoi lao dong thoi gian tuyén lao dong.

- Théng béo cong khai két qua tuyén lao dong trong thoi han 05 ngdy lam
viée, ké tir ngay c6 két qua tuyén lao dong.

1.4. Hoan tra ho so ding ky duw tuyén lao dong.

- Ngudi lao dong khéng trang tuyén hozic ndp hd so nhung khéng tham gia du
tuyén, c6 nhu cdu tra lai hd so ding ky du tuyén lao dong phai thuc hién yéu cau



- Khi nhan hé so ding ky du tuyén lao dong, c6 trach nhiém quan 1y hd so va
théng bao cho nguoi lao dong thoi gian tuyén lao dong.

- Thoéng bio cong khai két qua tuyén lao dong trong thdi han 05 ngay lam
viéc, ké tir ngay c6 két qua tuyén lao dong.

1.4. Hoan trd hé so ding ky dw tuyén lao dong.

- Nguoi lao dong khéng tring tuyén hoic nop hé so nhung khéng tham gia du
tuyén, c6 nhu cu tra lai hd so dang ky du tuyén lao dong phaéi thuc hién yéu cau
bang vin ban trong thoi han 03 thang, ké tir ngay két qua tuyén lao dong dugc
thong bao.

- Ngudi sir dung lao dong hoic t6 chuc dich vu viéc lam hodc doanh nghiép
cho thué lai lao dong phai tra lai diy du hd so ding ky du tuyén lao dong trong
thoi han 05 ngay 1am viéc, ké tir ngay ngudi lao dong yéu cu.

1.5. Quan ly lao dong.

Nguoi sir dung lao dong thyc hién cac ndi dung quan Iy lao dong nhu sau:

- Lap sb quan ly lao dong trong thoi han 30 ngay, ké tir ngdy bit diu hoat
dong tai noi dat tru s, chi nhanh, vin phong dai dién.

- C6 quyén lya chon hinh thirc 1ap s6 quan ly lao dong bing ban gidy hodc
ban dién tlr hodc c4 hai hinh thitc dé phi hop véi nhu cau quan ly, nhung néi dung
phai dam bao cac thong tin co ban vé ngudi lao dong theo quy dinh tai khoan 2
Diéu 7 cia Théng tu s6 23/2014/TT-BLDTBXH ngay 29 thang 8 nam 2014 cla
B¢ Lao dong Thuong binh va X4 hoi.

- Ghi chép, nhap diy du thong tin vé ngudi lao dong khi hop déng lao dong
c6 hiéu lyc va cép nhat thong tin khi c6 su thay dbi vao sb quan ly lao dong.

Quan ly, st dung s6 quan 1y lao dong diing muc dich va xuét trinh khi phong
Lao dong Thuong binh va X& hdi quan; S& Lao dong Thuong binh va X3 hoi
Thanh phd noi dat tru so, chi nhanh, van phong dai dién; Thanh tra B6 Lao dong
Thuong binh va Xa hoi va cac co quan Nha nuée ¢6 lién quan yéu cau.
2. Bao cio sir dung lao dong.

Nguoi sir dung lao dong phai thuc hién bao céo sir dung lao dong theo quy
dinh, cac ndi dung ké khai phu hgp vé6i hop dong lao dong da giao két véi ngudi
lao dong, cu thé nhu sau:

2.1. Khai trinh viéc sir dung lao dong.



Trong thoi han 30 ngay ké tir khi bat ddu hoat dong, ngudi sir dung lao
dong phai khai trinh sir dung lao dong theo mau s6 05 ban hanh kém theo Thong
tu s6 23/2014/TT-BLDTBXH.

2.2. Bdo cdo tinh hinh thay doi vé lao dpng.

Pinh ky 6 thang va hing nim, ngudi s dung lao dong phai béo cao tinh
hinh thay dbi vé lao dong trudc ngay 25 thang 5 va 25 thang 11 theo mau s6 07
ban hanh kém theo Thong tu sb 23/2014/TT-BLDTBXH.

2.3. Co quan tiép nhin bdo cdo sir dung lao djng.

Phong Lao dong - Thuong binh va Xa hdi quéin tiép nhan bao cao khai
trinh viéc sit dung lao ddng va bdo cdo tinh hinh str dung lao dong clia doanh
nghiép, co quan, t6 chirc, hop tac x4, ho gia dinh, c4 nhan c6 thué mudn, st dung
lao d6ng dang hoat dong trén dia ban quén.

I1II. TO CHUC THUC HIEN.

Co quan, t6 chirc, doanh nghiép, hop téc xd, h gia dinh, c4 nhén c6 thué
mudn st dung lao ddng, hoat ddng dich vu viéc lam hoéc cho thué lai lao dong c6
tru s&, chi nhanh, van phong dai dién dang hoat dong trén dia ban quén 2 ¢6 trach
nhiém cung phong Lao ddng Thuong binh va X& héi quan 2 thuc hién céac ndi
dung theo huéng din tai vin ban nay.

Déi v6i cac doanh nghiép thudc cac thanh phan kinh té dang hoat dong
trong khu cong nghiép Cat Lai, viéc thuc hién khai bdo tinh hinh sir dung, quan ly
lao dong theo huéng dan cta Ban quan ly khu ché xuat va cong nghi€ép Thanh
phd./. g,
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TEN PON VI/CA NHAN: CONG HOA XA HQI CHU NGHIA VIET NAM
SO: el Doc 1ap - Ty do - Hanh phic

...... , hgay ... thdang ... ndm ...

KHAI TRINH VIEC SU DUNG LAO PONG KHI BAT PAU HOAT PONG

Kinh gtri: Phong Lao dong - Thuong binh va X4 héi quan-huyén /
(Hodc Ban quan ly cac khu ché xuét va céng nghi€p/ Ban quan ly Khu c6ng nghé cao)

1. Tén Co quan, t6 chirc, doanh nghiép, ho kinh doanh c4 thé:

2. Loai hinh hoat dong: (Pon vi hanh chinh, sw nghiép, doanh nghiép tu nhan, Céng ty hop danh, Céng ty
trach nhiém hiru han mét thanh vién, Cong ty trach nhiém hitu han hai thanh vién tr¢ 1én, Céng ty c¢b phan):

4. Dién thoai.....coocovvevevieieeeieeeee, FAXE Greenmnnsannrmcevemmmenvenusanssssagssins Email: oo,
5. Bét dau hoat dong ké tir: ngay.......... thang ........... nim ..........

Khai trinh viéc str dung lao déng cua don vi nhu sau:

Gidi tinh|  Trinh do chuyén mon k§ thuat | -°# hop donglao
dong
Theo
mua vl Thoi
hode | | diém| ..
o val | Nam Dai %ao Tr}mg Day | Clia Kh?ng Xac tl}eo V% Atrl bt boi Ghi
Stt] % . déng/| cap/ | So 3 xac | . cdng |vi€c| . |tugng .
tén | sinh - |hoc z | nghé | qua ; dinh | ~., \ dau . 2| chu
Nam|Nit| " *."| Cao [Trung| cip . . dinh .. | viéc |lam | | khac
tro | 2 x A [thuong| dao .. | thoi ; lam
1én ding| cdp |nghé xuyén | tao el han mt viéc
nghé | nghé Y ; han : dinh j
dudi
12
thang
W @ G | @®IGHO| O] ® [O®]a0)|[any] a2 [(3)] a4 [d5) (6) | (17) | (18)
1
2
3
Toéng X | x| x X X X X X X X X
Nguwoi lap biéu Thi trudng don vi/ ho kinh doanh ca thé

(Chit ky, ddu)
Ho va tén

Ghi chu:
- Tru 50, chi nhdnh, van phong dai dién ciia don vi dfjl tai dia phwong nao thi bdo cdo dia phuong dé
- Cot 17 ghi nhitng nguwoi giit cdc chiec danh dirge b6 nhiém trong doanh nghiép
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Tong X X X % X X X X X X X

I11. S6 lao dong gidm trong ky

Gidi tinh Trinh d6 chuyén mon k¥ thuat Loai hop dong lao dong Ly do giam
A Theo mua
Cao HJSW ) Day WMMMm Xac| wvuhodc oM%s: Mﬁqw:m K3 Thoa
Ho va tén - |Paihoc| dang/ cap/ Socap | nghé |Chuaqua| .. dinh| theo cong [Nghi Iy 9p| Y thuén| Ly do
Stt Nam | Nit 5 7 X : < dinh |l A A dong lao  |ludtsal | : i
tro 1én |Cao dang| Trung nghé | thuong | dao tao .. |thoi| viécnhédt |huu o .. |chadm| khac
e » % thoi ; o dong/Hop | thai .
nghé |cap nghé xuyén han | dinh dudi . dut
han A dong lam viéc
12 thang
€)) 2 B @ & (6) (7 (¥ (&) (100 | an ja2)] (13) 14 as) (16) | (17) | (18)
X X X X X X X X X X X X X X
IV. S6 lao dong cudi ky
Trinh d6 chuyén mon k¥ thuét Loai hgp dong lao dong
Téng sb ﬁowm mo:~ a0 Pai hoc can mw:m\ Tomy om»_o\ 1 A Day wmro Chua qua Hﬁ.wo:m ¢ Xac dinh Then pa rowm Ghi chu
dong nir v Cao dang | Trungcip |So cap nghé| thudng : dinh thoi = theo cong viéc nhat
tré 1én P 3 = dao tao thoi han | . = ;
nghé nghé xuyén han dinh dudi 12 thang
X X X X X X X X X X X
Nguwdi lap biéu Thii trwéng don vi/ ho kinh doanh ca thé
(Chir ky, dau)
Ho va tén




