UBND THANH PHO HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO - Déc 1ap - Tw do - Hanh phiic
CONG POAN NGANH GIAO DUC

$6:1153 /HDLT-SGDDT-CHN Hai Phong, ngay 19 thing9 ndm 2024

HUONG DAN
Té chirc Hoi nghi ngwoi lao dong trong cac don vi sw nghiép ngoai cong 1ap

Can ctr Bo luat Lao dong nam 2019 c6 hi¢u luc thi hanh tor ngay
01/01/2021; Luat Thuc hién dan chu ¢ co s& nam 2022 co6 hiéu luc thi hanh tr
ngay 01/7/2023,;

Can cu Nghi dinh s6 145/2020/ND-CP ngay 14/12/2020 cta Thu tudng
Chinh phii huéng vé viéc quy dinh chi tiét va hudng dan thi hanh mot sé diéu cia
B6 Luat Lao dong vé diéu kién lao dong va quan h¢ lao dong;

Can ctr Nghi dinh s6 59/2023/ND-CP ngay 14 thang 8 nim 2023 cua Chinh
pht quy dinh chi tiét mot sé diéu ctia Luat Thyc hién dan chua 6 co sé;

Can ctir Thong tu 09/2024/TT-BGDDT ngay 03 thang 6 nam 2024 cua Bo
Giao duc va Do tao ban hanh Quy dinh vé cng khai trong hoat dong cua cac co
s& gido duc thudc hé thong gido duc qudc dan;

Can ctr Huéng dan sé 11/HD-TLD ngay 14/3/2024 ctia Téng Lién doan lao
dong Viét Nam vé viéc Cong doan tham gia thyc hién quy ché dan chu & co so;

Thuc hién Quy ché phdi hop cong tac gitra Ban Giam dc S¢ Gido duc va
Dao tao, Ban Thuong vu Cong doan nganh Giao duc Hai Phong giai doan 2024 -
2029. S¢ Giao duc va Pao tao (GDDPT), Cong doan nganh Gido duc Hai Phong
théng nhat huéng dan ndi dung, quy trinh to chtrc Hoi nghi nguoi lao dong trong
cac truong hoc va don vi ngoai cong lap nhu sau:

I. TO CHUC HOI NGHI NGUOI LAO PONG

Céac don vi gido duc ngoai cong lap, Ban chip hanh cong doan co sd phdi
hop vé6i nguoi st dung lao dong t6 chirc Hoi nghi ngudi lao dong theo quy dinh
tai Luat Thuc hién dan chu & co s¢ ngay 10 thang 11 ndm 2022 va Nghi dinh s6
145/2020/ND-CP ngay 14/12/2020 ctia Thu tuéng Chinh phii huéng vé viée quy
dinh chi tiét va hudng dan thi hanh mot sé diéu ctia Bo Luat Lao dong vé diéu
kién lao dong va quan hé lao dong.

1. Hinh thirc, thoi gian t6 chirc Hi nghi

- Hoi nghi nguoi lao dong do ngudi sir dung lao dong va to chire dai dién
tap thé lao dong tai co sd to chuc thyc hién.

- Ho1 nghi nguoi lao dong duogc td chic it nhdt mot nam mot 1an. Pdi véi
cac truong hoc ngoai cong 1ap t6 chirc Hoi nghi vao dau nim hoc méi va hoan
thanh truwéc ngay 15/10 hang nam.
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- Ho1 nghi nguoi lao dong duoc td chirc theo hinh thire Hoi nghi toan thé
hoac Hoi nghi dai biéu. Dbi véi cac don vi ngoai cong 1ap cé trén 10 nguoi lao
d6ng phai to chirc Hoi nghi nguoi lao dong.

- Hinh thtrc t6 chire hoi nghi, ndi dung, thanh phﬁn tham gia, thoi gian, dia
diém, quy trinh, trach nhiém td chirc thyc hién va hinh thic phé bién két qua Hoi
nghi nguoi lao dong thuc hién theo Quy ché dan chu ¢ co s6 tai noi lam viée cua
cac don vi ngoai cong lap.

2.Trach nhiém t6 chirc H6i nghi nguoi lao dong

a) Nguoi st dung lao dong (Nguwoi ditng dau co quan, don vi) c6 trach
nhiém xay dung quy ché t6 chuac Hoi nghi nguoi lao dong, bo tri dia diém, thoi
gian, cac diéu kién vat chat can thiét va td chirc Hoi nghi nguoi lao dong. Quy ché
t6 chirc Hoi nghi ngudi lao dong dugc ban hanh sau khi tham khao y kién cia
Cong doan co s& (hodc té chire dai dién tdp thé lao dong) va phai duoc phd bién
cong khai dén nguoi lao dong trong don vi.

b) Cong doan co s& co trach nhiém phdi hop véi ngudi sir dung lao dong
tham gia xay dung va thyuc hién Quy ché t6 chirc Hoi nghi nguoi lao dong.

3. Thanh ph?m tham gia Hi nghi nguwoi lao dong

Thanh phan tham gia Hoi nghi bao gém toan thé nguoi lao dong trong don
vi dbi v6i don vi ¢6 trén 10 ngudi lao dong.

4. Noi dung va cac buée tién hanh Hi nghi

4.1. Cong tac chuin bi

a) Hoi nghi tru bi

Do Nguoi ding dau co quan, don vi triéu tap, thanh phan Hoi nghi tri bi gdm:
Bi thu Pang bo (Chi bd), Hiéu trudng, Cha tich hoi dong quan tri, Cha tich cong doan.

* No1 dung Ho1 nghi tru bi:

+ Xay dyng chu truong va thong nhat thoi gian to chirc hoi nghi.

+ Thanh 1ap ban t6 chirc Hoi nghi.

+ Phan cong cho cac bd phan, cac thanh vién chuan bi cac noi dung sau :

- Nguoi dung dau co quan, don vi chuan bi bao cao két qua thyc hién Nghi
quyét Hoi nghi nguoi lao dong cta nim hoc trudc va phuong hudng, ké hoach,
bién phap, chi tiéu thyc hién nhiém vu nam hoc moi.

- Phong chuyén mén, bd phan tai vu gitip viéc cho Thu truéng, Hoi dong
quan tri chuan bi du thao hodc stra d6i, bo sung cac quy ché, quy dinh ctia don vi,
hop ddng lao dong, thoa udc lao dong tap thé.

- Chu tich Cong doan chuan bj bao cio tong hop két qua thi dua nam hoc
trude, xay dung ndi dung va chi ti€u thi dua nam hoc moi; cong tac gidm sat, kiém
tra, thuc hién quy ché dan chu trong don vi ; cac ndi dung cta quy ché, quy dinh cua
don vi, hop déng lao dong, thdéa udc lao dong da ky két ; du thao noi dung thoa udce
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lao dong t?,p thé (néu ky lai, ky méi hodc bd sung thém céc diéu, @oén) (Cac don vi
chua co to chirc cong doan thi can bo phu trach noi dung trén chudn bi).

b) Hi nghi cdn bé chii chét

_ Thanh phan Hoi nghi can b chi chot gom: Cap uy dang; dai dién Hoi
dong quan t}‘i; Ban giam hi¢u; BCH Cong doan; Bi thu Poan truong; Trudng Ban
Nir cong; T6 trudng chuyén mon.

* Noi dung Hoi nghi can bo chu chdt:

+ Nguoi dl’l’pg dau co quan, don vi, Chu tich Cong doan hudng din thé,o
luan, tiép thu y kién dong gbdp ctua ngudi lao dong vao cac du thao bao cqéo,?phf)i
hop stra chira, hoan chinh cac van ban, bao céo, thdoa udc lao dong tap thé dé dua
ra Hoi nghi nguoi lao dong.

+ Thong qua chuong trinh va ké hoach t6 chirc Hoi nghi.

+ Quyét dinh triéu tap Hoi nghi.

+ Sau Hoi nghi can b chi chdt, cac bao coéo du thao dqu sura vch&a, bo
sung va gui tryc tiép cho cac phong, ban, khoa, t6 chuyén moén dé chuan bi cho
viéc to chirc Hoi nghi cap phong, khoa, t6 chuyén mon.

4.2. Tién trinh Hoi nghi cac cap

a) Hopi nghi cdp phong, té va twong dwong (goi chung la cdp t6 dwoc t6
chire trudc khi to chue Hoi nghi cap truong).

- Chii toa Hoi nghi: T6 trudng chuyén mon (phoi hop véi Té trucng céng doan).

- Chu toa ctr mot thu ky dé ghi bién ban Hoi nghi.

* Noi dung Hoi nghi cép to:

7 + Bao cé}o cia To trudng vé két qua thuc hién nhiém vu nam hoc trudc cua
to, xay dung ké hoach, chi ti€u cua t6 trong ndm hoc mai.

+ Thao luan cac du thé,o do ,Ban t6 chirc Hoi nghi cung cap dé nguoi lao
dong thao luan, tham gia y kién, kién nghi (trong do di sau vao ndi dung, bién
phap tl}uc hién cong ‘Eéc cua cac by phan, di€u kién lam viéc va nhitng ndi dung
tryc ti€p lién quan dén viéc lam cua pgub’i lao dong, dac bi¢t thao luan qk}7 veé
nhirng ndi dung ky méi, ky lai hodac b6 sung vao ‘thc”)a udc lao dong tap thé, dam
bao dung quy dinh, cua phap luat va c6 nhiing di€u, khodn c6 lgi hon cho nguoi
lao dong, nhat 1a d61 véi lao dong nir).

+ Tap hop v kién déng gop ctia Hoi nghi cap t6 guri cho Ban td chirc Hoi
nghi cap don vi.

b) Tdp hop ¥ kién ciia nguwoi lao déng tir cdc t6, bé phin.

Ban t6 chuc Hoi nghi can cur bién ban ctia Cac t, bo phan, téng hop tinh
hinh, hoan chinh bdo céo chinh thuc trudc khi dua ra bao cao tai Hoi nghi nguoi
lao dong cua don vi.

4.3. To chirc Hoi nghi ngudi lao dong

a) Trang tri hoi nghi:
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+ Trén san khau: Ban 1am viéc ctia Poan Chu tich, Thu ky, buc phat biéu.

+ Xung quanh hoi truong: Trang tri }(héu hiéu chi @& nam hoc, khau hiéu
truc tiép phuc vu Hoi nghi va cac trang tri can thiét khac.

b) Thanh phin chii tri Hpi nghi

- Poan Chi tich Hoi nghi: Gom Nguoi dimg dau co quan, don vi, Chu tich
cong doan; ?i thu Pang uy (Chi bd) hoac nguoi lao dong ti€u biéu cua don vi (tly
theo dac diém, tinh hinh cia co quan, don vi).

- boan Chu tich gi(’zi thi¢éu Thu k}'f hoi nghi: Gom 02 nguoi (0 nguwoi ghi
bién ban va 01 nguoi chuan bi Nghi quyet Hoi nghi).

C) Quy trinh té chirc Hpi nghi ngwoi lao dong

1) Tuyén bé 1y do, gidi thiéu dai bicu.

2) Bau Poan chi tich, Poan chu tich gidi thiéu Thu ky Hoi nghi va thong
bao chuong trinh Hoi nghi.

’ 3) Nguoi ding dau co quan, don vi (nguoi sk dung lao déng) Béo cdo tom tit
két qua thyc hién nhi€ém vy nam hoc vira qua, phuong hudéng nhi€m vy, giai phap,
bién phap va cac chi ti€u cia nam hoc méi (thoi gian bdo cdo khong qua 20 phut).

4) Bao céo cua Cong doan co s& tong hop két qua thi dua, két qué} kiém tra,
giam sat tinh hinh '[hl_:I'C hién hop dong lap dépg, t,héa 1}’60 lao dong tap vthé, ndi quy,
cac quy dinh, quy ché cua don vi va y kién dé xuat, kién nghi cua cac t6, by phan.

5) Cﬁpg dpém co s& bao cdo két qua thuong luong vé ndi dung thpa udce lao
dong tap thé (néu ky lai, ky moi), hoac chi bao cédo nhitng ndi dung b6 sung vao
thoa udc lao dong da ky ctia nam hoc trude.

6) Nguoi lao dong thao luan, dé xuét, kién nghi.

7) Nguoi dimg dau co quan, don vi tiép thu, giai dap y kién d¢ xuat, kien
nghi ctia nguoi lao dong, thong nhat ndi dung théa ude lao dong tap thé.

? 8) Nguoi dimg dau co quan, don vi va Chﬁv tich cong doan (dai dién cho tap
thé nguoi lao dong) ky thoa udce lao QOng tap thé (néu ky lai hoac ky moi). Luu y
thot hi¢u cua théa ude lao dong tap thé 1a tor 1 nam dén 3 nam.

9), Khen thuéng tap thé to chuyén mon, phong, bo phan va c4 nhan ngudi lao
dong (néu co).

10. Théng qua Du thao Nghi quyét Hoi nghi ngudi lao dong va biéu quyét.

11. Bé mac Hoi nghi.



II. TO CHUC THU'C HIEN

Pho bién, trién khai, giam sat thuc hién Nghi quyét Hoi nghi nguoi lao dong.

1. Nguoi dimg dau co quan, don vi c6 trach nhiém chu tri, phéi hop voi
Cong doan co so pho bién két qua Hoi nghi ngudi lao dong dén toan thé nguoi lao
dong va t6 chure trién khai Nghi quyét Hoi nghi nguoi lao dong trong don vi.

2. Cong doan co s& ¢o trach nhiém phdi hop véi Nguoi dimg du co quan,
don vi phd bién két qua Hoi nghi ngudi lao dong dén toan thé ngudi lao dong
trong don vi; t chirc kiém tra, giam sat tinh hinh thyc hién Nghi quyét Hoi nghi
nguoi lao dong trong don vi.

3. Céc don vi hoan chinh Nghi quyét Hoi nghi nguoi lao dong va thoa udc lao
dong tap thé gui vé Vin phong S GD&PT (dong thoi giri 01 ban vé Vin phong
Cong doan nganh) dé tong hop béo cio Giam dbc S& va chi dao thuce hién (thoi gian
@uri chdm nhdt khéng qud 10 ngdy sau khi té chire xong Héi nghi).

Trén day 1a hudng din t6 chic Hoi nghi ngudi lao dong trong don vi gido
duc ngoai cong lap, thay thé cho cac Huéng dan trudc ddy da ban hanh. Bé nghi
Nguoi dimg dau co quan, don vi va Chi tich cong doan chi dong trién khai t6
chiuc HOi nghi nguoi lao dong dam bao thoi gian, ndi dung va quy trinh theo
huéng dan. Giam déc S& GDPT, Chu tich Cong doan nganh Gido duc Hai Phong
yéu cau cac don vi nghi€ém tuc thyc hién va bao céo vé S& Gido duc va Pao tao,
vé Cong doan nganh theo qui dinh./.

O DUC VA PAO TAO
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Noi nhdn:

- B6 GDDT va CDGD Viét Nam (dé bao cao);

- LDLD thanh phd (dé bao céo);

- Ban giam ddc, cac phong CM S¢ GD&DPT (phdi hop);
- Phong GD&DT céc quén, huyén;

- Cac Truong THPT ngoai cong lap (dé thuc hién);

- Céc don vi tryc thudc (dé thyc hién);

- Luu: VP S6 GD&DT, CBN.
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