
CQNG HOA xA HOI CHO NGDIA InT NAM 
Dec lap - Ty' do - Haub phiic 

Long Bien, ng4.26thang gnam 2019 

LIEN DOAN LAO DONG THANH PHO HANOI 
LIEN DOAN LAO BONG QUAN LONG BIEN 

Se: 06/HD-LDLD 

HVONG DAN 
Quy trinh tá chat Hi nghi can be, ding chirc,vien chat 

Ira Heir nghi ngtreti lao den khoi Trubing hçc 
Nam hec 2019 - 2020 

,Can cfr 	1114 Lao deng sfra dei, be sung nam 2012 va Luat C6ng doan 

sfra doi,b6 sung nam 2012; 

Can cir Luat Thanh tra nam 2010 dugc Quec hei nuac COng hoa xa hei 
cha nglita Viet Nam khea XII, IcY h9p thir 8 thOng qua ngay 15/11/2010; 

Can cü Nghi dinh sa 04/2015/ND-CP ngay 09/01/2015 cna Chinh phU 
"Ve thgc hien dan chit trong hot Ong co quan hanh chinh Nha ntroc va don vi 

sus nghiep ding lap"; 

Can dr nghi dinh so 149/2018/ND-CP ngay 07/11/2018 dm Chinh phu 
quy dinh chi ti6t khoan 3 Dieu 63 cila BO luat Lao deng ve thtrc hien quy che 
dan chn & co ser tai noi lam viec; 	• 

Can Cu cong van se' 333/LDLD ngay 14/6/2019 dia. Lien doan Lao deng 

Thanh ph o Ha Nei ve viec te chirc Hi nghi can b0, ding chirc, vien chat khei 

truong h9c, nam hec 2019 — 2020; 

	

Can cis HuOng dAn lien tich 	06/HD-UBND-LIDLD ngay 27/11/2018 

Dna ty ban titian dan va Lien doan Lao Ong quan Long Bien ye viec to chirc 
Hei nghi Can be, along chat, vien chuc va Hei nghi ngtrOi lao Ong nam 2019; 

De ti6p tvc phat huy quyen lam cilia dm can be, c6ng chat, vien chat va 
ngueri lao deng trong the truerng h9c g6p phan nang cao hieu qua ding tac va hot 
deng dan chi\ trong the TrtrOng hoc..•Ban thuang vu Lien doan Lao Ong quan 
Long Bien huorng d'an chi tit quy trinh te) chat Hei nghi can be, cling chat, vien 
chat va Hei nghi ngixed lao Ong lchei Twang h9c, nam h9c 2019 - 2020 nhu sau: 

I. DO! Will HOI NGHI CAN BQ, CONG CHIC, VIEN CHITC: 

1. DOi tuyng, mpc dich, nguyen tac t chat Heil nghi can be, &Ong 

vien chirc: 

1.1. Doi tuyng rip ding HjII nghi can bei, cling chat, vien char. 

	

I 	. 
Ap dung del yen vien chirc theo quy dinh tai Dieu 2 Luat Vien chat lam 

viec trong the truants h9c str nghiep cOng lap va ngtrOi lam viec theo che dO hop 

1 



ding lao dOng quy dinh tai Nghi djñh s 68/2000/ND-CP ngay 17 thang 11 nam 

2000 dm Chinh phU va thkrc hien the di) h9p clang mOt s8 loai ding viec trong 
ca quan hanh chinh nha nue; clan yi .sr nghiep, c6 trong danh sach tra lucrng va 
la doan vién cong doan cüa the tnrang h9c. 

1.2. Myc dich to chav Mei nghi can be, cling char, vien chat 

- Ph& huy quyan lam chili oh can b0, vien chirc va nang cao trach nhiem 
ctla nguai dung Mu twang h9c. 

- Cop phan,xay dung 	ngil,can b0, Gong chirc, vien chfrc co 	pham 

chat chinh tri, pham chat dap dire, 
A.  so'ng, !fang  luc va trinh do chuyen mon, 

nghiep vu, lam viec co nang suit, chat luang, hieu qua, dap ung you cau phat 
trien va doi mod elm dat nuec. 

- Phong ngira, ngan chan \fa eh6ng cac hanh vi tham nhfing, lang phi, 
quan lieu, phien ha, sach nhieu. 

1.3. Nguyen tic tJ char. 

- HOi ngh1 can bC) ding chat, via eh& dugc t6 chirc hang nam. Twang hap 
can thiat nguai sCr dung lao dOng hoc' Ban chap hanh CDCS d& xuAt ti) &ire Hi 

nghi can bØ,  cong chirc, vien chfrc bat thuang. 

- HOi nghi can be? &Ong tic, vien chirc dtrac thira nhan la hop le khi c6 
skr tham du ctia ten 2/3 Mng sá dai biau dugc Thu truerng don vi va Ban chap 
hanh CDCS quyat dinh trieu tap. 	' 

- Nghi quyat,  cüa HOi nghl can 1)0, c8ng chüc, vien chirc chi c6 gia tri khi 
c6 teen 50% tong s8 dai bleu chinh thirc dkr hoi nghi bieu quyet tan thanh. 

2. Trinh ttyva ni:ti dung Hi nghl can bi), cong chat, vien chat. 

2.1. Nei nghi can be cling char, vien chin. cap A khoi... 

- Chü tri hOi ngh1 la Truang bOphan (ti) va T tithing Cong doan. 

- Cu mOt thulcSi da ghi Wen ban hi nghi. 
' 

* N'Oi dung: 

- Bao cao kat qua triEn khai thkrc hien quy eh& dan chü cüa th, Ichti. 

- Bao cao ve the nguan thu chi tai chinh khac (nu c6). 

- Deng gOp van du thao kat qua triankhai, thkrc hien quy cha clan chi' caa Truiang. 

- Thao luan va cac,giai phap- da thuc hien,  tot quy cha dan chn trong hot 

dOng 	Twang; de xuat !Mang sang kin, kin nghi cai thin diu kin lam 
viec tai to, Ichoi; neu nhfing kien ngh1 vâi Truang va Ban chap hanh Cong doan 
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co sa; thao 114n nOi dung du thao rriai hoc du thao saa doi, be, sung cac nOi 
quy, quy che cüa Trueng. 

2.2. Hei nghi ain be, cong cluir,yien chirc Trwerng theo aic nei dung sate: 

- HOi nghi can b0, cong chic, vien chic do Thu truang don vi trieu 

- Kinh phi th chac hi righi do Thu twang don vi chiu trach nhiem chi 
theo các quy dinh hien hanh-ciia Nha mite. 

- Thai gian: V2 ngay . 

- Dia diem: do Thu truang don Vi bo tn. 

- Chu tri 	Thu truang don vi, Chti tich Cong doan va di din can t)°, 
cong chic, vien chic, NLD.. 

- Nei dung, chiming trinh: 

1. Tuyen bo lY do, giai thieu dai bieu 

2. Bata Doan chit tich, Thu k9 HOi ngh1 

(Mai doan Chit tich, thir kr len lam viec) 

3. Thong qua Chuang trinh HOi ngh1 

4. Bao cao kat qua dux hien quy cha dan chit dm Tnrong nam h9c 2018 - 
2019 va phuong htrang nhiem \RI nam hoc 2019 — 2020, Om nhirrig nei dung 
chii you sau: 

- Kam dam vac Mite hien caC nghf quyit, chü twang, chintz sach ctia 
Dang, phap luat cUa Nha nick CO lien quan den chicc nang, nhiem vy cia TrtiOng. 

- Kam diem vac thy-C hi'en Ngkti quyet Hai nghi can ba, cong chav, vien 
clink nam hpc trudec do. 

- Dcinh gia kit qua triin khai va.thyr hien quy chi dein chü trong hoot 

tang ceia Truang. 

- Danh gia va kiim diem trach nham cilia ngtroi clirng ddu nha Truying 
trong vac thyr hien ke hogch c6ng 0c nam hpc 2018 — 2019. 

- Nhiem vy, gicii phcip thyv hien ki hooch cOng tac nom hoc 2019 - 2020. 

5. Bao cao danh gia phong trao thi dua nam hoc 2018 — 2019. 

6. Thong qua du thao sUa di, bt sung cac nOi quy, quy cha ctia Truemg. 

7. Bao cao kat qua hOg dOng dia. Ban TTND. 
, 	• 

8. Thao lu'an tai HOi tighi 

- Chia trucmg giai phap :thug hien nghi quyet cua Bang, Phap luat cua Nha 
ntrot lien quan den Gang viec Trixong. 

3 



- Ke hoach c8ng tac hang nam cüa Truemg. 

- Ta chirc phong trao thi dua. 

- Ban cac bien phap cal tien dieu kien lam via'c, nang cao deri sang co a 
vien chirc trong Trueng; la 16i lam viec, thuc hanh tiM kiem, chong tang phi, 
chong tham nhang, quan lieu, phien ha, sach nhigu. 

- Ka hoach dr can bet di dao tap, cOng tac bai duang can be c8ng chirc 
trong Trueng theo quy dinh. 

- Thuc hien cac che do chinh skit lien quan dan quyen va 191 ich dm can 
be, cong chue, vien chirc va ngueri lao Ong. 

- Ba sung cac mat con thiau set hoac phat sinh mei phi' kip yeu cu hoat 
dOng trong nam h9c 2019 - 2020 nhu: Quy cha dan chil co so; Quy cha chi tiou 
nei b0; Quy ch& thi dua khen thuang; Quy chescr dung quy phlic lei; Quy che 
boi duang, dao tao lai chuyen mon nghiep vu cho can be, c8ng chire, vien chirc; 
Quy che thuc hart tiet kiem chang Fang phi...; NOi quy cüa Trueng. 

9. Tiap thu kian &mg g6p, thao luan dm can be, Gong chat; giai dap 
nhang thac mac, de nghi cila can b0, c8ng chirc, vi'en chuc va ngthai lao clang. 

10. Phat biau cüa lanh dao (LDLD quan, Bi thu chi be) 

11. Bali Ban Thanh tra nhan dan theo quy dinh cüa phap luat (nu hat 
nhiem ky hoc bAu ba sung) theo HuOng clan sa 11/HD-LDLD ngay 01/10/2018 
cUa Lien doan Lao dOng quan Long Bien, cy the nhu sau: 

- só lugng: Ur 3-9 dang chi 

- Hinh thirc: be phiau kin L  

+ tang dr, da cCr ( chat danh sach) 

+ BALI ban bau cu. ' 

+ Ban bail cü pho bran nguyen tac, tiia re: bau cfr. 

+ Tian hanh be phiau. 

+ COngbOkêtquââucr  

- Lieu 	duqg saw 

+ Ban thanh tra nhan clan la ,t6 elthe thanh tra 	quan chUng duce thanh 

lap & Truang, nham dam bao quyen glom sat, kiem tra cua quan chung dOi yeti 
mei t8 chirc, cd nhan trong viec thuc hien chinh sach, phap luat & trong pham vi 
Truang, ban thanh tra nhan dan do heci nghl can b0, cong chCrc, vien chirc bau ra, 
nhiem ky 2 nam, do ban chap hanh Cong doan co se' chi dao hog Ong. 
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+ Tieu chuan: Cac uST vien ban Thanh tra,  nhan dan ,phai IA ngueri lam tAt 

c8ng tac 	minh, trung thuc, ceng tam, to hiu bit 	nhat dinh ve chinh sach, 
Phap luat, c6 uy tin di veri tap the' va tv nguyen lam Gong tac thanh tra nhan dan. 

+ UY vien ban TTND bau trueng ban, nau co 5 dOng chi to( len bau 1 ph6 
ban. BCH Cong doan ca ser ra quyet dinh cOng than Ban TTND, ban TTND hop 

dinh 	quSf it nhat 1:lan. 

+ Nhang nguai khOng tham gia Ban 'FIND: Tho truerng ca quan va nguari 
dung dau cac b phan trong CO quan, dart vi. 

12. Khen thuong, phat d'8ng thi dua, kY kat cac giao trac thi dua. 

13. Cong ha kat quA bau dr Ban Thanh tra nhan dan (nu co) 

14. Th6ng qua du thao nghi quyet FIN. 

15. Kat thac HOi nghi' 

* Maket trang tri t4i 'WM nghl: 

HOI NGHI 
CAN BQ, CONG CHtt, \TIEN CHITC TRlitiNG 	 

NAM HQC 2019 - 2020 

Long Bien,' ngay 	thang ... nom 2019 

II. DO! VOT HQI NCH! NGliOI LAO DOG: 

1. DM ttryng, mite dich, nguyen fac CO chat Hi nghi ngir&i lao d§ng: 

1.1. Dai tuvng tá chtk 1-10 nghi NLD trong các trtrang hoc: 

Cac Truang hoc su nghtep ngoai ceng lap sir dong tit 10 lao d'8ng tit len 
theo hap ding lao Ong phai to chirc HEN nghi NLD. 

Chit trueng (Hieu tru&ng)chU tri, phi hgp ph& hgp vori Ban chap hanh 
Cong doan hoc Ban Chap hanh Cong doan lam theri (sau day g9i chung IA Ban 

chap hanh Cong doan). 

1.2. Myc dich Ia chive, HW nghi NLD 

TO chat HOi Nghi NLD trong cac don vi nham phat huy quyan dan chit 
trot flop cUa nguoi lao dOng, tao diets kin d ngueri lao dOng dugc biet, dugc 
tham gia kin va giarn sat thing van de c6 lien quan dan quyan, Igi ich hgp 
pith!) chinh clang; nella vo v4 trach nhiem eUa ngued lao dOng. 

IA 
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- Thong qua viec thgc hien daft ehil trgc tiap tai Hi nghi NLD, xay elgrig 
quan h lao &Ong hai hea, ñ dinh, gOp phan ngan nolra va han che tranh chap 
lao Ong, thgc hien dan chü trong khtion 1(116 phap luat, g6p phan xay thing dun 
vi virng math, phat then ben yang. 

1.3. Nguyen Mc to chirc 
, 

- Ho' nghi NLD dugc tO cll.& hang nam. Tru&ng hap can thiat ngtrgi su dung 
lao dOng hoac Ban chap hanh CDCS d xuat t6 chirc HOi nghi NLD bat throng. 

- Hei nghi NLD dugc thua nhaulà hap le khi c6 sr tham dg cüa tren 2/3 

thi ng sa dai bieu dugc Ngueri sir dyng lao Ong va Ban chap hanh CDCS guy& 

dinh trieu tap. 

- Nghi quy'et cüa HOi nghi NLD chi c6 gia tri lchi c6 trail 50% tang se dai 
bieu chinh thire du hi nghi bieu guy& tan thanh. 

2. Trinh tkr vã ncd dung MI nghi Nguiri lao dOng 

2.1. Hifi nghi NLD clp Ti, khOi 

- Trugng khai, ta trugng the t6 bao cao kat qua thgc hien cac chi tieu ka 
hoach eüa nam h9c truot va cac chi tieu nhiem \RI dugc giao trong nam hgc theo 

ka hoach cüa Truemg. 

- T6 trugng cong doan: ben cao kat qua viec thgc hien cac cha dØ chinh 
sach dal voi ngued lao deng tong pham vi ph6ng ban, te, khoi nhu ket qua kiem 
tra, giam sat tinh hinh thgc hien hgp clang lao dOng,,  thee trot lao dOng tap the, 
nepi quy, cac quy djnh, quy chaeüa Truemg va cac kin nghi cüa ngtrgi lao Ong; 
trinh bay dg thao sira dei ha Sung thee ix& lao ding tap the hoc dg thao mai, 
dg thao sira dOi bO sung nOi quy lao Orig. 

- Ngueri lao Ong: thao luan ve cac giai phap d hoan thanh va hoar; thanh 
vugt mire cac chi tieu ke hgach; de xuat nhang sang kin, kin nghi cal thin 
dieu kin lam viec tai phOng, ban, ta, 	e neu nhfing kien nghi vai nguoi sir 

dung lao deng va Ban chap hanh Cong doan Tnrerng; tithe,  luan TR:5i dung dg the.° 

mOi hoac dg thao sira doh bO sung Tlioa.  uot, lao dOng top the, dir thao mai hoac 

dg than sira dai, bo sung cac nOi quy, quy checüa Truemg. 

2.2. 110i nghi ngweri lao dOng cap Trtrang theo etic nOi dung sau: 

* Truyen b6 If do, gild thieu 	bieu. 

* Batt Doan chi" tich va Mw ki,  hOi nghi 

- Doan chit tich hei, nghl bao Worn: ngtrgi sir dung lao dOng (Hieu truong), 
Cho tich Cong doan va dai din ngued lao &Ong (do HOi nghi quyet dinh bang 
hinh thirc bi8u quyet), Doan chit tich co truth nhiem chit tri hi nghl. 

:A 
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- Ban t6 chat du Id& thu k9 Vklay biau quyat hOi nghi. Thu k9 hOi nghi 
có trach nhiem ghi bien ban, du thaO nghi qtlyat,cila hi nghi. 

* Ban cao ket qua thtyc hien ke ho4ch thtyc hien nhiem \Ty cim 

Truirng: 
„ 

- Phuang an sap xep to chirc bO may quan ,19 dieu hanh, sap xep lao d'ang, 

doi mai thiet bi, cong nghe trong thai gian tài (nu c45). 

- Tinh hinh xay dung ye:111cm hien cac neii quy, quy che, quy dinh cOa 
Twang, bao gam: nei quy lao ding; quy.che tuyen dung, sir dung lao Ong; dinh 
mire lao d'ang; thang, bang luang, quy che' nang bac lucmg, quy cha tra Wang, 
tra thuemg; trang bi bao Ito lao Tang; qity che thi dua, khen thiremg, k9 luat, Quy 

chad6i thoai dinh 

- Dinh gia v cac bien phap nham ! darn bao an toan v sinh lao Tang, 
phong, chong chay, n& bao v moi throng, cai thin dieu kin lam viec, nang 
cao dal song vat chat va tinh than choNLD. 

+ Tinh hinh thuc hifren cac che dO, chinh sach tuyan dung, sir'  dyng lao 

d'ang, try cAp thoi viec, -  try cap mat,  viec lam, dao tao, dao tao lai, boi duang 

chuyen mon, nghiep vu, tay nghe; flan, Luang, tin thutng, khau tr.?" tin Luang, 

bao hiem xa hOi, bao him that nghiep va bao him y te cho nguai lao 

+ Vic trich lap quy khen thtremg, quy phac loi, cac quy do NLD don 

gap; 

+ Trich n'ap kinh phi cong doan, trich nep bac brain xã hOi, (long bac 

hiam y ea, bao him that nghi'ep; 

+ °Ong khai tai chinh hang nam ve cac n'ai dung lien quan dart ngueri lao 

deng. 

* Bao can kit gull cling Mc thi dun khen Mirth/1g n'am hoc 2018 -2019 

* Trinh bay hi sung dot than cac ne.il guy, guy chi, TULDTT can 

TruOing 

* Doi biau than lucm. 

Hai nghi ngtrori lao dOng thao luan cac nei dung Hieu truemg, cong doan 

dã bao cao va cac nOi dung khac ma 4i  biau quan tam. 

* Trá Mi cae chat van, kiln nghi can cloi biau 

- Hieu truerng tra ldi cad cau hoi cüa dai bieu có lien quan dan ding tat 
theu hanh, quan 19, tip thu ya giai. quyet dácki&n nghi thuec tham quyen cUa 
Hieu truang; tip thu cac n'ai dung de kien nghi vai HOi (long quan tri, Hai &mg 
thanh vien, Chü truemg giai quyat theo, tharn quyen. 
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- Cong doan tip thil Sr_ kin coa dal bieu ve nhang van de thuOc vai tro, 

trach nhiem cüa Cong doan. 

* ThOng qua Sc WO' guy, quy chi, TULDTT caa doanh nghiep. KY kit 
Thou at lao dOng top the mai hock 10 sera da'i, bo sung That: Sc lao dOng 

tip the. 

* Khen thwifrng, pluit (long (hi dua, kj, kit Sc giao woe (hi dua. 

* Bleu quyet thong qua Nghi quyet 1101 nghi NLD. 

*Ket Mae 110i nghi. 

2.3. Maket trang tri tai 1-10i nghi: 

HOI NGHI 
NGUift LAO DONG,TRVONG 	  

NAM HQC 2019 - 2020 

	

Long Bien, ngal); 	thcing nom 2019 

3. Kinh phi ti; Aire Ht)i nghi ngtral lao deong 

Chil twang (Hieu trueing) Ti'trang dam bao kinh phi de tat  tic HOi nghi 

NLD theo dung quy dinh. 	• 

Ill. MOT SO LUt 

1. Trong qua trinh chuAn bi, trien khai HOi nghi ican b, ding chirc, vien 

	

chile va Hi nghi NLD, Truerng phai 	gUi dang 	lich t8 chuc ve Lien doan Lao 

&Ong quAn Long Bien fru* .7 ngaykhl to chfre H5i nghi. 
• . 	• 

2. Theyi diem th chirc HOi ngh
S t can bO, cong chirc, vien va HOi nghi ngutri 

lao (Xing: hoan thanh fru* 15/10/2019. 

3. Ni dung thuc hien sau'H8i nghi: 

3.1. He so hOi nghi can bO, 'Ong Chic, vien tic va hei nghi ngt.thi lao 

&Ong gui v LDLD quAn Long Bien: , 

Ke tit ngay t chlic Hi nghi, ch(ini nheit kha'ng qua 05 ngay phai gui hO 

so ve Lien doan Lao dOng quAn Long .Bien nhitng van ban sau: 

- Bao cao cUa Trutng. 

- Bien ban hi nghi. E 
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- Danh seal trich ngang ban TTND (Danh sach giri sau khi bau Truemg, 
Pith ban TTND). 

- NOi quy lao dOng va Thoa trOc't.1)TT (d6i yen cac truth-1g ngoai cong lap). 

- Nghi guy& hi nghi. 

3.2. 116 so Itru tai Truemg 

Cham nhat 10 ngay k t& ngay t.8 chirc Hi nghi: Thu truong co quan, dan 
vi k chinh that ban hanh Ni quy, quy'che dm co quan, Quy die chi tiou ni bo. 

- Luu 01 IX) ha so gam: 

+ Bao cao cOa Twang. 

+ Bien ban hi nghi. 	• 

+ Phiêu 134 bien ban kiem phieu va danh sach trich ngang ban TTND 

+ Nghi quyet hOi nghi 

+ Cac nOi quy, quy the. 

- Cham nhat kitting qua 10 ngay ke tü ngay t6 chac Hi nghi cant* cling 
chac, vien chac, Ban TTND to chirc hop de bau Twang, Pho ban va phan ding 
nhiem vu 

- Can dr ket qua bau Ban TTND tai FY& nghi can bO, Gong chat, vien 

chat,  va Ica qua bau Truemg, pile, ban TTND, C8ng doan Truemg ban hanh 
Quyet dinh &Ong nhan Ban TTND cüa Trueng. 

Tren day la huang clan v quy trinh f6 chin HOi nghi can bO, cong chat, 
vien chile va Hi nghi nguth lao clOng khoi twang hoc, nam h9c 2019 -2020, Ban 
thuemg vu Lien doan Lao dOng quan Long Bien de nghi Ban chap hanh cong doan 
co se( ph& hop chat che yeti Tha truemg don vi trien !Thai tingly hien hueng dan 

nay. Trong qua trinh trien lchai, thuc hien nu cO vuong mac kip thoi bao cao vol 
Lien doan Lao dOng quan Long Bien de giai quyet. 

Nal nh 
- Thuang ow, Ban CSPL LDLD Thanh ph6; 
- Thuerng trvc Quan u9; 
- Lanh do UBND quail; 
- Ban clan van Quail ay; 
- Ban giam hiC'u, BCH C8ng doan cacTruthg; 
- Luu VP. 

TM. BAN THVONG VV 
CHU TICH 

tic; 
0 	BCH vI LIEN DOAN 

LAO °ONG  4/1/ 
OUAN 

LONG JIEN  
- 

-NI—uyen Trutng Giang 
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