S6: 212/QP-UBND; 17/11/2020;
14:9:7

UBND HUYEN CAM THUY CONG HOA XA HQI CHU NGHIA VIET NAM
UBND XA CAM LUONG Péc 1ap — Tw do — Hanh phuc
NOI QUY

LAM VIEC TAI CO QUAN CONG SO XA CAM LUONG
(Ban hanh kém theo Quyeét dinh so /Ob-UBND ngay  thang 11 nam
2020 cuia UBND x& Cdm Luong)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pdi twgng va pham vi &p dung

1. Noi quy nay duoc ap dung tai co quan céng so x4 Cam Luong Va cac to
chtc nam trong khudn vién tru sé 1am viéc cua xa.

2. Tat ca can bo, cong chuc, nguoi hoat dong khdng chuyén trach, chu tich
hoi dac thu, nguoi lao dong (goi chung la can b, cbng chirc, nguoi lao dong) va
cac t6 chuc, cong dan co lién hé cong tac tai tru s 1am viéc x& co trach nhiém
thuc hién noi quy nay.

_Chuong 11
NOI QUY LAM VIEC TAI CO QUAN

Piéu 2. Thoi gian lam viéc

1. Chéap hanh nghiém céac quy dinh vé thoi giam lam viéc cia Nha nudc,
Clia co quan, sap Xép, sir dung thoi gian 1am viéc khoa hoc va cé hiéu qua.

2. Quy dinh thoi gian lam viéc:

Céan bg, cong chtrc 1am viéc trong gio hanh chinh, nguoi hoat dong khéng
chuyén trach, chu tich hoi dic thu va ngudi lao dong 1am viéc cac budi chiéu
VAo c4c ngay tir thir hai dén thir 6 hang tuan va cac viéc dot xuat duge lanh dao
phan cong, diéu dong (trir cac ngay 18, tét theo quy dinh). Thoi gian cu thé:

- Muia déng: Budi sang tir 7h30 dén 12h00; Budi chiéu tir 13h00 dén 16h30.

- Mua hé: Budi sang tir 7h00 dén 11h30; Budi chiéu tir 13h30 dén 17h00.

Truong hop can bg, cong chic, nguoi lao dong nghi viéc co ly do chinh
dang sau khi duoc sy déng y cua lanh dao thi phai théng béo lai van phong phu
trach chinh quyén dé tong hop, theo dai.



2

Piéu 3. Trang phuc, tac phong lam viéc, y thirc té chic ky luat
1. Trang phuc cdng s¢ lich su, gon gang, di giay hoac dep c6 quai hau.

2. Tu thé, ctr chi nghiém tuc; thai d6 niém na, khiém tén, 18 phép, ton trong
ngudi giao tiép; sir dung ngdbn ngir hoa nha, khdng noi tuc, churi thé.

3. Peo thé can bg, cdng churc trong gio lam viéc.
4. Khdng lam viéc riéng, gay mat trat tu trong gid 1am viéc.

5. Khong hat thube 14, thube 130 tai co quan, phong 1am viéc; khong st
dung d6 udng c6 con trong gio hanh chinh, budi sang va budi trua cua cac ngay
lam viéc trong tuan; khong dn qua viat, ndu nuéng trong gio lam viéc.

6. Khdng bat nhac, nghe nhac, deo tai nghe, choi dién ti trong gio lam viéc.

7. Noi 1am viéc sap xép ngin nap, gon gang; khong trung bay, luu trit, phat
tan hinh anh, noi dung vin hoa pham ddi truy, tai liéu chng lai Pang, Nha nudc.

8. Khi tham gia hoi nghi tai co quan phai dtng thoi gian, ¢ s6 ghi chép (truong
hop ¢6 cng Viéc riéng can giai quyét thi bao cdo ngudi chi tri hoi nghi); khong sir
dung dién thoai 1am cong viéc riéng, dé dién thoai & ché do rung hoic tat may.

9. Ty gi4c chap hanh Hién phéap, phap luat, noi quy, quy ché caa co quan
trong thuc thi céng vu; gwong mau vé dao duc va 16i song.

10. Chap hanh nghiém sy phan céng cua to chirc, nhiém vu cap trén giao.

11. Giir gin doan két noi bo, xay dung mdi truong lam viéc dan cha, ky
cuong, co tinh than cau thi, lang nghe; cong tac, giup d& dong nghiép hoan
thanh nhiém vu.

12. Trung thuc, thang thin, khach quan trong bao cdo, dé xuat, tham gia
dong gop ¥ kién véi cap trén.

13. Khéng sur dung cac trang mang x& hoi (Facebook, Zalo, Messenger...)
dé phat tan, tung tin, bia dat, xic pham danh du, nhan pham nguoi khac. Khdng
chia s¢, like, thich cac noi dung xau doc trén céc trang mang x& hoi.

14. Khdng tu y phét ngén, cung cap thdng tin, tai liéu khong dung tham quyén.

15. Khéng lam dung, khdng c6 hanh vi quay rdi nguoi khac dudi moi hinh
thire (101 n6i, hanh dong, ct chi, nhan tin, goi dién...)
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16. Khong tham gia céc to chuc, 16i kéo nguoi khac danh bac, 16, dé, cé
cugc bong da va cac t€ nan xa hoi khac dudi moi hinh thac.

17. Khong quang céo, van dong, moi goi ddng nghiép va cong dan mua,
ban trao d6i hang hoa, dich vu c6 tinh chat kinh doanh trong gio 1am viéc.

Piéu 4: Sir dung phwong tién, tai san

1. Can bg, cong chirc, nguoi lao dong duoc thu trudng co quan giao trang
thiét bi phuc vy cong tac va 1am viéc phai bao quan, sir dung tai san dung muc
dich, 6 hiéu qua va tiét kiém. Khi sir dung phong hop, hoi truong phai dang ky
véi Vian phong UBND x4 dé sap xép lich hop tranh chong chéo, tring lap.

2. Sir dung tiét kiém dién, nudc va cac vat tu van phong; quan ly chi tiéu
dung viéc, dung quy dinh. Trudc khi ra vé hodc khi ra khoi phong 1am viéc phai
tat cac thiét bi dién, khoa cara phong 1am viéc dé dam bao an toan tai liéu va tai
San co quan.

3. Khéng str dung tai san, thiét bi, phuong tién (may vi tinh, d5 dung vin
phong pham, hop thu cong vu...) dé phuc vu muyc dich ca nhén.

4. Khong tang trix, sir dung vat liéu gay nguy hai, chay nd, vii khi, céng cu
ho tro trai quy dinh tai co quan.

Piéu 5: Giir gin vé sinh co quan

1. Tich cuc tham gia x@y dung, gitt gin khéng gian xanh, sach, dep moi
trurong lam viéc noi cong so.

2. Hang ngay t6 chac don vé sinh phong 1am viéc, khong vat rac bira bai
gay mat vé sinh chung cua co quan. Sau gio lam viéc hang ngay gom rac va
phan loai rac hiru co va vo co dén vi tri quy dinh.

3. Pinh ky vao chiéu tht 6 hang tuan (lic 16 gio) tham gia lao dong vé sinh

tru SO co quan xa.
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Piéu 6: Phat ngdn, cung cip théng tin

Thuc hién theo Diéu 3, khoan 3 Nghi dinh 09/2017/ND-CP ngay
09/02/2017 cua Chinh phu.

Chuong 111
POl VOI TO CHUC VA CONG DAN PEN LIEN HE CONG VIEC

Piéu 7. T6 chirc, ca nhan dén 1am viéc phai thuc hién nhitng ndi dung sau:

1. T6 chirc, ca nhan dén giao dich, lién hé cdng viéc vai to chirc nao thi
dén dung to chic d6. Lam viéc véi Thuong truc Pang ty thi phai ding ky tai
Van phong Pang uy, lam viéc véi Thuong trac HDND, Lanh dao UBND xa thi
phai dang Ky tai Van phong HDND&UBND x4 dé dugc hudng dan.

2. Cac phuong tién di lai nhu: 6t6, xe may, xe dap va cac phuong ti¢n
khéc phai dé ding noi quy dinh.

3. Trang phuc phai gon gang; gitr gin vé sinh chung.

4. B6i voi to chic, ca nhan dén khiéu nai, t6 cao, phan anh, kién nghi phai
dén phong tiép cong dan x& va chap hanh day du cac noi quy, quy dinh vé tiép
cong dan; dbi véi to churc, ca nhan dén lién hé giai quyét cac tha tuc hanh chinh
thi ¢én Bo phan “mot cua”.

5. P6i vai t6 chiic, ca nhan dong gop ¥ kién xay dung co quan c6 thé gap
truc tiép lanh dao co quan dé phan anh hoac viét thu gop .

) Chuong IV
TO CHUC THUC HIEN

Piéu 8. Trach nhiém cia té chirc, c& nhan

1. Tat ca can b, cong chirc, nguoi lao dong va cac to chuc, ca nhan téi
lién hé cong tac tai co quan Xa co trach nhiém thuc hién noi quy nay.

2. Thu truéng co quan xi c6 trach nhiém to chic thuc hién ndi quy nay
dén ting can bo, cdng chirc, ngudi lao dong trong co quan dé thuc hién;

3. Giao Vian phong phu trach Chinh quyén theo ddi, kiém tra, giam sét,
d6n dbc, nhac nhé va béo céo két qua thuc hién véi thu truong co quan 1am co
s dé danh gia, xép loai mic do hoan thanh nhiém vy cudi nam. Thuc hién niém
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yét cong khai trén trang thong tin dién tir ciia x4 va tai bang niém yét cong khai
Cua co quan Ndi quy nay.

4. Can bg, cong chirc, nguoi lao dong ngoai viéc thuc hién nghiém quy
dinh cua phap luat, quy ché, ndi quy cua co quan; can nam virng va thuc hién
dung, day du va van dong, giam sat, nhic nhé ddng nghiép cung thuc hién quy
dinh cua ndi quy nay.

Piéu 9: Khen thwéng, Ky luat

1. Can b, cbng chirc, nguoi lao dong thuc hién tt noi quy nay s& duoc
xem xét biéu duong, khen thudéng va 1am cin ctr dé xép loai chat lugng céan bo,
cong chirc, dang vién vao cudi nam.

2. Céan bg, cong chirc, nguoi lao dong vi pham s€ bi xem xét, xir ly theo
quy dinh cua phéap luat hién hanh.

biéu 10. Piéu khoan thi hanh

Trong qué trinh trién khai thyc hién, néu can bo sung, sira doi can bo, cong
chirc, nguoi lao dong kién nghi bang van ban dé xem xét, bo sung cho phi hop./.
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