
LIEN DOAN LAO DONG THANH PHO HA NOT ONG H6A XA CHU NGHIA VItT NAM 
LIEN  DOAN LAO HONG QUAN LONG BEEN 	Dc lp - Tv do - Hanh  phtic  

S6: AO /HD-LDLD Long Bien, ngityitt thcing g nom 2018 

HU'ONG DAN 
Quy trinh to chat WI nghi can WO, cling chtic,vien chat 

va Hi nghi ngtroi lao Ong khai Truseing hoc 
Nam hoc 2018 - 2019 

.Can cir BO 141 Lao dOng sira d6i, b6 sung nam 2012 va Lust Cong doan 
sira doh bet sung nam 2012; 

Can cfr Luat Thanh tra nam 2010 dugc Quoc hOi nuorc COng hea xã hOi 
chu nghia. Viet Nam kh6a XII, h9p thir 8 thOng qua ngay 15/11/2010; 

Can cü nghi dinh s6 60/2013/ND-CP ngay 19/6/2013 dm Chinh pha quy 
clinh chi fiat lchoan 3 Di'eu 63 dm BO luat Lao dOng ve thirc hien quy che clan 
cha & ca ser tai nai lam viec; 

Can cir Nghi dinh s6 04/2015/ND-CP ngay 09/01/2015 caa Chinh phü 
"Ve thuc hien dan chu trong hot (long ca quan hart chinh Nha mrofc va dan vi 
sy nghiep cong lap"; 

Can dr ding van s6 471/LDLD ngay 06/9/2018 dm Lien doan Lao dOng 
Thanh ph6 Ha Noi ye vic t6 chirc H'Oi nghi can b0, ding chüc, vien chirc khai 
truemg h9c, nam hgc 2018 — 2019; 

Can cir Huang Ian lien tich s6 08/HD-UBND-LDLD ngay 19/12/2017 
ban nhan dan va Lien doan Lao dOng quan Long Bien ve viec ta chIrc 

Hi nghi Can N.), &Ong chirc, vien elm:re va HOi nghi ngueri lao dOng nam 2018; 

tiap tyc phat huy quyen lam chn cita can b0, ding chirc, vien chirc va 
ngueri lao d0ng trong cac tnremg h9c g6p phan nang cao hieu qua ding tac va hot 
d(ing dan chit trong cac ca quan. Ban thuong vy Lien doan Lao dOng quan Long 
Bien lathing d'an chi tiet quy trinh to chirc Hi nghi can b0, cong chirc, vien chirc 
va Hi nghi ngueri lao dOng kMi Truang h9c, nam hge 2018 - 2019 nhu sau: 

I. 06I VOI HOI NGHI VIEN CHITC: 

1. 061 tuvng, Imp dich, nguyen tic t6 chat Hi nghi can bo, cong 

chtirc, vien chin: 

1.1. Dai twng áp dong 	nghi can 60, cling chat, vien chat 

Ap dung di v&i vien chirc theo quy dinh tai Dieu 2 Luat Vien chirc lam 
viec trong cac truang h9c sr nghiep cong lp va nguei lam viec theo che d hop 
clang lao dOng quy dinh tai Nghi dinh s6 68/2000/ND-CP ngay 17 thang 11 nam 
2000 cüa Chinh pira ve thut hien che dO hgp deng mOt s6 ii Gong vi'ec trong 

CDI 
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co quan hanh chinh nha nuac, dcm vit sv nghiep, c6 trong danh sach tra lucmg va 
IA doan vien Cong doan cüa cac tnrang hoc. 

1.2. Myc dich ta char Ited nghi can b5, cong chat, vien cherc. 
- Phat huy quyen lam chti dm can b0, vien chi:re va nang cao trach nhiem 

dia nguai dung dau truemg h9c. 

- Gap phan xay dung d'Oi ngil ,can b0, ding &ire, vien chirc ca dii ph6 
chat chinh tri, pharn chat do dirc, loi song, nang hie va trinh d chuyen mon, 
nghiep vv, lam viec ca nang suat, chat lugng, hieu qua, dap Ung you eau phat 
then va d6i mai dm dat nuac. 

- Pheng ngira, ngan chan va ch6ng cac hanh vi tham nhung, lang phi, 
quan lieu, phien ha, sach nhieu. 

1.3. Nguyen lac ta 
nghi can b0 eking chixc, vien chirc dirge t6 chirc hang narn. Truang hop 

can thiet ngtrai sfr dvng lao dOng hoc Ban chap hanh CDCS de xuat to chirc HOi 
nghi can b0, ding chüc, vien chac bat thuong. 

- HOi nghi can b0 ding chisc, vien chirc dugc thin nhan la hop le lchi ca 
sr tham dv cüa tren 2/3 tong s8 di bieu duce Thu truang co quan va Ban chap 
hanh CDCS quy6t dinh trieu tap. 

- Nghi quy'at cita HOi nghi can b0, ding chirc, vien chirc chi ca gia tri khi 
c6 tren 50% t8ng s6 dai bieu chinh thac dv hOi nghi bieu quyet tan thanh. 

2. Trinh fly va nt)i dung Hi nghi can bt), cong chtk, vien chat. 

2.1. 110 nghi can NI cling chAt, vien chore cap to, khai... 

- Chia tri hOi nghi la Tnrang b0 phan va Ta truang Cong doan. 

- Ci mOt thu kY d& ghi bien ban hOi nghi. 

* NOi dung: 

- Bao cao kat qua trian khai thvc hien quy cha clan chi" ctia t6,6i. 

- Bao cao va cac nguan thu chi tai chinh lchac (nu c6). 
- Don gap vao dv thao kat qua trian khai, thvc hien quy cha clan chti cüa 

Twang. 
- Thao luan ve cac,giai phap da thvc hien:EA quy cha dan chit trong hoat 

dOng 	Tnremg; de xuat nhang sang kien, kin nghi cai thin dieu kien lam 
viec tai to, Ichoi; neu nhang kin nghi v6i Truang va Ban chap hanh COng doan 
co s6; thao luan nOi dung dv thao mai hoc dv thao siva di, bo sung cac nOi 
quy, quy che ci'm Tnrang. 

2.2. Hi nghi can No, cong chin, vien chat theo cac n(ii dung sau: 
- HOi nght can b0, Gong chirc, vien chirc do Thu tnrerng Co quan, don vi 

trieu tap. 
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- Kinh phi ti31  chile hOi nghi do Thu truang ca quan, don vi chiu tech 
nhiem chi theo cac quy dinh hien hanh cüa Nha =arc. 

- Thai gian: 1/2  ngay 

- Dia diem: do Thu tnrong ca quan, don vi b tri. 

- Chü tri RN: Thu truang Ca quan, don vi, Chia tich COng doan va dai din 
can b0, ding chfrc, vien chirc, NLD. 

- N'Oi dung, chiming trinh: 

1. Tuyen ba 132 do, gieri thieu di bieu 

2. Mu Doan chili tich, Thu kY HOi nghi 

(MM doin Chü tich, thu ky len lam viec) 

3. Thong qua Chuang trinh HOi nghi 

4. Bao cao kat qua thuc hien quy cha dan thu cüa Truerng nam h9c 2017 - 
2018 va phucmg huong nhiem vz narn h9c 2018— 2019, gam nhirng nOi dung 
chn yeu sau: 

- Kiem diam viec thue hien cac nghi quyat, chU truang, chinh sach cüa 
Dang, phap lust dm Nha nuerc có lien quan den chirc nang, nhiem vu cüa ca 
quan, don vi. 

- Kiam diam viec thuc hien Nghi quyat HOi nghi can b0, cong chirc, vien 
chirc nam hcpc truot do 

- Danh gia kat qua trien lchai va thuc hien quy cha clan thu trong hoat dOng 
cüa Truemg. 

- Danh gia vá kiam dram trach nhiem cua ngueri dung dau ca quan, don vi 
trong viec thuc hien ke hoach cong tac narn h9c 2017— 2018. 

- Nhiem vu, giài phap thuc hien ka hoach cong tac Mm h9c 2018 -2019. 

5. Bao cao danh gia phong trao thi dua nam h9c 2017 — 2018. 

6. Thong qua du thao sua dai, ba sung cac nOi quy, quy cha cüa Tnrerng. 

7. Bao cao kat qua hog Ong cua Ban TTND. 

8. Thao 1un tai  HOi nghi 
- Chü truang giai phap thuc hi'en nghi quyat cUa Dang, Phap lug ctia Nha 

nuerc lien quan den Gong viec Trueng. 

- Ka hoach &mg tac hang Mm cua Truemg. 

- To chirc phong trao thi dua. 

- Ban cac bien phap,  cai tian diau kin lam viec, nang cao ded sang cna 
vien chirc trong Truemg; le loi lam viec, thut hart fiat kiem, chong lang phi, 
chang tham nhang, quan lieu, phian ha, sach nhieu. 

LIEP 
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- Ke hoach cir can b0 di dao tao, ding the bai dueling can b0 c8ng chire 
trong co quan theo quy dinh. 

- Thue hien cac che dO chinh sach lien quan den quyen va 19i ich caa vien 
chat va ngueri lao &Ong. 

- Ba sung cac mat can thieu sot hoc phat sinh mai pha hop you,cau hog 

dang trong nam hoc-201-8=20-1-9-nlnr-Quy-the 	dan-chirea-s&;-Quy-ehe-chi-tiet!— 
nOi b0; Quy che thi dua khen thuang; Quy eh e sir dung qu'y phire lgi; Quy che 
bOi duOng, deo tao lai chuyen man nghiep vu cho can b0, clang chirc, vien chat; 
Quy che thue hanh tiet kiem chong Fang phi...; Noi quy caa Tnrerng. 

9. Tiep thu kien dong gop, thao luan dm can b0, clang chirc; giai dap 
nhimg thac mac, de nghi dm can bo, c6ng chic, vien chirc va nguen lao dOng. 

10. Phat Neu cüa lanh dao (LDLD quart, BI thu chi b0) 

11. Bau Ban 'Thanh tra than dan theo quy dinh eUa phap luat (nu hat 
nhiem kY) 

- sa lugng: tir 3-7 dang chi 

- 1-linh thirc: be, phiau kin 

+ tang dr, d cir ( chat danh sach) 

+ Bau ban bau 
+ Ban bau cir pha bien nguyen the, the le bau dr. 

+ Tien hanh ba phieu. 

+ Clang ba ket qua bau cir 

- Lwufl ale nOi dung sau: 

+ Ban thanh tra nhan clan la,ta chic thanh tra eüa quan chung dirge thanh 
& True:mg, nham dam bao quyen giam sat, kiem tra caa quan thong deli yeti 

moi tO chic, cá than trong viec thuc hien chinh sach, phap lug 0 trong pham vi 
Truang, ban thanh tra nhan,dan do hOi nghi can be), ding chic, vien chic bau ra, 

nhiem kj,  2 nam, do ban chap hanh Cong doen co ser chi dao hog dOng. 

+ Tieu chuan: Cac uy vien ban Thanh tra,nhan dan ,phai nguoi lam tat 

ding the 	minh, trung thuc, ding tarn, coo hieu biet nhat dinh ve chinh sach, 
Phap luat, ca uy tin deli voi tap the va tu nguyen lam cong the thanh tra than dan. 

+ 	vien ban TTND bau truang ban, neu co 5 dang chi tra len bau 1 phO 
ban. BCH C6ng doan co sir ra quyet dinh ding nhan Ban TTND, ban TTND hop 

dinh 	quji it nh'At 1 ran. 
+ Nhang ngueri khong tham gia Ban TTND: Thu twang co quan va ngueri 

ding dau cac b0 phan trong co quan, don vi. 

12. Khen thuang cá nhan, tap the caa co quan co thanh tich trong c8ng tac. 

13. Cong ba kat qua bau cir 
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14. Thong qua dv thao nghi quyet FIN. 

15. Kat thile HOi. nghi 

* Maket trang tri ti Hi nghi: 

HOI NGHT 
CAN BO, CONG CHCC, VIEN CHtC TRIIONG 	  

NAM HOC 2018 - 2019 
Long Bien, ngay thcing nam 2018 

II. DO! VOI HQ! NGHT NCIJOI LAO BONG: 

1. Dti ttnyng, Ince dich, nguyen tAc t chat H(ii nghi ngteri lao 

1.1. Doi ttryng fa' chic Hen nghi NLD trong các trtrang hoc: 

Cac Truong hoc sr nghiep ngoai ding lap sir dung tit 10 lao &ling tth len 
theo hop dong lao dOng phai th chac HOi nghi NLD. 

Hi dOng quan tri; Chu' tniOng; Hieu truong chi" tri, ph& hop phi hop 
ved Ban chap hanh C6ng doan hoac Ban Chap hanh °Ong doan lam thei (sau 
day g9i chung la Ban chap hanh Cong doan). 

1.2. Mile dich ta chic II3i nghi NLD 

-; T6 chuc H61 Nghi NW trong cac don Id nham phat buy quyen clan chil 
trve flop cüa ngued lao dOng, tao dieu kin de ngubi lao dOng duqc biet, duce 
tham gia kin va giam sat nhimg van de c6 lien quan den quyen, lqi ich hop 
phap chinh clang; nglita vi va trach nhiem cüa ngued lao dOng. 

- Th6ng qua viec thvc hien dan chU trvc flap tai HOi nghi NW, xay chmg 
quan h lao dOng hai hOa, on dinh, gop phan ngan ngira và han che tranh chap 
lao dOng, thvc hien clan chit trong khan kh6 phap luat, g6p phan xay dvng don 
vi vi-mg manh, phat trien ben vang. 

1.3. Nguyen lac td chic 

- HOi nghj NLD duqc t6 chtic hang nam. Trueng hop can thiet ngued sir dung 
lao dOng hoac Ban chap hanh CDCS de xuat tO chirc HOi nghi NLD bat thueng. 

- Hi nghi NLD duqc thixa nhan la hop le lchi co sir tham dç ctia tren 2/3 
tOng sO dai bieu duqc Ngued sU dung lao dOng va Ban chap hanh CDCS quyet 
dinh trieu tap. 

- Nghi quyat cna HOi nghi NLD chi c6 gia tri khi c6 tren 50% tang sa dai 
biau chinh that dv hOi nghi bieu quyet tan thanh. 

2. Trinh tty va nOi dung Hen nghi NgteCri lao Ong 

2.1. 111)i nghi NLD cap Phong, Ban, To, khi;i 

G  f 

C, 
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54N 
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- Tnremg phong ban, Ichai, th truemg cac th bao cao ket qua thtic hien cac 
chi tieu ke hoach da nam h9c throe va cac chi tieu nhiem vu duqc giao trong 
nam hoc theo ke hoach cüa Truong. 

Ta tnremg c8ng doan: bao co.° ket qua viec thuc hien cac chest d chinh 
sach di voi ngfroi lao Ong trong pharn vi phong ban, th, khoi nhu ket qua kiem 
tra, giam sat tinh hinh Uwe hien hop dong lao dOng,, theM trac lao dOng tap the, 
nOi quy, cac quy dinh, quy che cim Truerng va cac kin nghi cim ngueri lao dOng; 
trinh bay du thao,sira dOi bo sung them uoc lao dOng tap the hoc du thao mad, 
du thao sira doi be,  sung nOi quy lao 

- Ngueri lao dOng: thao luan ve cac giai phap d hoan thanh va hoan thanh 
vucrt mire cac chi tieu ke hoach; de ,xuat ,nhiing sang kien, kien nghi cai thin 
dieu kin lam viec tai phong, ban, to, kh8i; neu nhtmg Icien nghi veri nguiri sir 
dung lao dOng va Ban chap hanh Cong doan Truemg; thao luan nOi dung du thao 
mui hoac du thao sira dai, bo sung Thea the lao dOng tap the, du thao meri hoc 
du thao sira doi, bo sung cac ni quy, quy eh e cim Truemg. 

2.2. Hi nghi ngwei lao dpng cap Truirng theo the th,i dung sau: 

* Truyen be If do, gioi thitu dgi bidu. 

* Bu Doan chii tich va tint kfi hji nghi 

- Doan chir tich hi nghi bao gam: ngueri sir dung lao dOng (Hieu truemg), 
Chü tich C6ng doan va dai din ngueri lao dOng (do HOi nghi quyet dinh bang 
hinh thirc bieu quyet), Doan chit tich có 4th nhiem ch8 tri hOi nghi. 

- Ban ta chirc du kin thu 1c2 va thy bieu quyet hi nghi. Thu kyr hi nghi 
có trach nhiem ghi bien ban, du thao nghi quyet cüa hOi nghi. 

* Bao cao ket qua thtyc hin k hoych thtyc hin nhim vy ciia 
Truirng: 

- Phucmg an sap xep th chirc b8 may quany dieu hanh, sap xep lao dOng, 
den meri thiet 1)1, ding ngh'e trong theri gian bed (nu c6). 

- Tinh hinh xay dung va thuc hien cac nOi quy, quy che, quy dinh cüa 
Truing, bao gam: nOi quy lao dOng; quy che tuyen dung, sir dung lao,d'Ong; dinh 
mat lao dOng; thang, bang luong, quy che nang bac luang, quy che tra lucmg, 
tra thuemg; trang bi ban h lao dOng, quy che thi dua, lchen thuerng, 	luat, Quy 

che MI thoai dinh 
- Bath gia ve cac bin phap nham dam bao an toan ve sinh lao d(mg, 

phong, chang chay, na, bao ve moi trueing, cai thin dieu kien lam viec, nang 
cao deri sang vat chat va tinh than cho NLD. 

+ Tinh hinh thuc hien cac ched, chinh sach tuyen dung, sir dung lao 
dOng, trq cap thoi viec, trq cap ink viec lam, dao tao, dao tao 1$, boi throng 
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chuyen mon, nghiep vti,  tay nghe; tin lucmg, tin thuang, khau trir tin bong, 
bao hiem xa hi, bao him that nghiep va bao hiem y tá cho nguth lao dOng. 

+ Vic trich lap que9 khen throng, quST phitc lqi, cac qu'y do NLD &mg 
gap; 

+ Trich nop kinh phi ding doen, trich nOp bao hiem xä hei, dong bao 
him y te, bao him that nghiep; 

+ C8ng khai tai chinh hang ham ve the nth dung lien quan den nguth lao 
&Ong. 

* Belo ccio kit qua cong lac thi dua khen tithing nam hoc 2017 - 2018 

* Trinh bay bet  sung dy. this° cac nOi quy, quy chi, TULDTT cica 
Trirang 

* Dyi bilu thew luen. 

Hoi ngln nguth lao deng thao luan cac nOi dung Hieu trutmg, cong doan 
dä bao cao va cac nOi dung khac ma dai bieu quan tam. 

* Tra lai Sc chat van, kiln nghi ella dgi bit& 

- Hieu truemg tra 1&i the thu hoi cu.  a dai bieu có lien quan,  den Gong tac 
dieu hanh, quan 19, tip thu va giai quyet cac kien nghi thuOc tham quyen cüa 
Hieu truth-1g; tiep thu cac nOi dung de kien nghi voi Hei ding quan tri, Hi dng 
thanh vien, Chti trubng giai quyet theo tham quyen. 

- Clang doan tip thu 9  kin cna dai bieu v nhang van de thuec vai tro, 
trach nhiem cAa Cong doan. 

* Thting qua cdc nOi quy, quy chi, TULDTT cat: doanh nghiep. KI7 kit 
Theo crov lao dOng 41p thi mai hoc 195 sika 6J4 bi sung rhea way lao dOng 
top the. 

* Bu thank vien dqi dien 41p thl ngusai lao ding tham gia dai thogi 
dinh kY. 

* Khen thufmg, phcit dOng thi dua, kf kit dc giao scot thi dua. 

* Mau quyit thong qua Nghi guy& HOi nghi NLD. 

* Kit Mac Hei nghi. 

2.3. Maket trang tri tai 1-11)i nghi: 

HOI NGHI 
NGUIJI LAO HONG TRCONG 	  

NAM HQC 2018 - 2019 
Long Bien, ngay 	thcing nam 2018 
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- 3. Kinh phi tis) chirc HOi nghi ngtroi lao 'ging 
Hieu truang Tnrang dam bao kinh phi dath chirc HOi nghi NLD theo 

dung quy dinh. 

III. MOT SO LUtE Y: 

1. Trong qua trinh chuan bi, trian Ichai HOi nghi can b0, ding chirc, vien 
chirc va HOi nghi NLD, Truerng phai gfri dang lich t6 chirc va Lien doan Lao 

Ong quan Long Bien tricot 7 ngtiy khi tJ chirc 	nghi. 

2. Thai dim ta chire HOi nghi can b0, cOng chirc, vien va HOi nghi ngthai 

lao dOng: hoan thanh truftc 15/10/2018. 

3. Ni dung thuc hien sau Hi nghi: 
3.1. Ha so he)i nghi can b0, cOng chirc, vien chat va hOi nghi nguefi lao 

dOng gui ve LDLD qua.n Long Bien: 
Ka tir ngay t6 chirc Hi nghi, chtim nhat khong qua 05 ngay phai gfri ha 

so ye Lien doan Lao dOng quan Long Bien nhimg van ban sau: 

- Bao cao cüa Tnremg. 

- Bien ban hOi nghi. 

- Danh sach trich ngang ban TTND (Danh sach gui sau khi bau Truong, 

Ph6 ban TTND). 

- 
1401 quy lao dOng va Them ix& Larr (dal yeti cac tubing ngoai cling lap). 

- Nghi quyat hOi nghi. 

3.2. Ha so tau tai Tnrang 
Cham nhat 10 ngay ka tir ngay ta chirc HOi nghi: Thu twang co quan, don 

vi kY chinh thirc ban hanh NOi quy, quy che cüa co quan, Quy che chi tiou nOi b0. 

- Luu 01 b0 ha so gam: 

+ Bao cao cüa Truang. 

+ Bien ban hOi nghi. 

+ Phiau 	bien ban kiam phiau và danh sach trich ngang ban TTND 

+ Nghi quyk hOi nghi 

+ Cac nOi quy, quy char . 
- Cham nhat IchOng qua 10 ngay ka ta ngay t6 eh& HOi nghi can b0, c6ng 

chirc, vien tic, Ban TTND tE tic hop de bau Truemg, Ph6 ban va phan ding 

nhiem vu 
- Can CiT kat qua bau Ban TTND tai HOi nghi can b(), cOng chirc, vien 

chirc,  va kat qua bau Truang, pho ban TTND, COng doan Tru 	nh ang ban ha 

Quyet dinh cOng nhan Ban TTND cüa Tnremg. 
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TS day la huesng dAn ve quy trinh t6 chirc Hi nghi can bØ, cong chat, 
vien chirc va HQi nghi npreri lao dang khoi tr&mg,  h9c, nam hac 2018 - 2019, Ban 
throng vt.! Lien doan Lao dOng quan Long Bien de nghi Ban chap hanh ding doan 
ca so plied hap chat che von Thu ?Ireing Ca quasi, dap vi trien Ichai r tInrc hien 
huong an nay. Trong qua trinh trien khai, thuc hien neu co,  vuorng mac kip then 
bao cao von Lien doan Lao clang quan Long Bien de giai quyet. 

TM. BAN THUtING VI) 
O CHiJ TICH Nol nhCm: 

- Thutng bye, Ban CSPL LDLD Thanh ph& 
- Thueng true Quan ujr; 
- Lanh dao UBND quan; 
- Ban dan van QS ny; 
- Ban gilm hidu, BCH Cong doan cac Trubng; 
- Ltru VP. 

n Truirng Giang 
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