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1- MAU QUY CHE DAN CHU
TEMPLATE OF REGULATION ON GRASSROOTS DEMOCRACY

Tai [[1], ngay [[]] thang [[1] nam [[],
QUY CHE DAN CHU O CO SO TAI NOI LAM VIEC

3 Chuong I
NHUNG QUY DPINH CHUNG

Piéu 1. Pham vi va ddi twong ap dung

1.1.  Quy ché dan chi & co s6 tai noi lam viéc nay (“Quy ché dan chi”) quy dinh vé quyén
va trach nhiém cua Cong ty [[1] (goi tit 1a “Céng ty”), Ban chdp hanh Cong doan co
sd/Ban lanh dao T6 chirc cia Ngudi lao dong tai doanh nghiép/nhém dai dién nhiing
ngudi lao dong khong tham gia la thanh vién cua t chirc dai dién nguoi lao dong tai
co so (“Nhém dai dién ddi thoai ciia ngudi lao dong”), nguoi lao dong voi cac ndi
dung ma ngudi lao dong duge biét, dugc tham gia y kién, dugc quyét dinh, duoc kiém
tra, giam sat va cac hinh thic thuc hién dan chi ¢ co so tai noi lam viéc nham ting
cuong su hiéu biét giita Cong ty voi nguoi lao dong va xiy dung quan hé lao dong t6t
dep tai doanh nghiép.

1.2.  Déi tuong ap dung cia Quy ché dan chu 13 [Tong] Giam dbc hodc ngudi dugc [Tong]
Giam dbc uy quyén hop phap, Ban chap hanh Cong doan co sd/Ban lanh dao T6 chirc
ctia Nguoi lao dong tai doanh nghiép, Nhom dai dién dbi thoai ctia nguoi lao dong va
tap thé nguoi lao dong dang lam viéc tai Cong ty.

Pi¢u 2.  Hinh thirc thyc hién din chii & co sé tai noi lam viéc

Quy ché dan chu s& duge thuc hién thong qua hinh thirc ddi thoai tai-noi lam viéc, hinh thire
hdi nghi nguoi lao dong va cac hinh thirc thuc hién dan chu khac.

Picéu 3. Nguyén tic thue hién Quy ché din chi
2.1.  Thién chi, hop tac, trung thyc, binh déng, cong khai va minh bach.

2.2.  Tén trong quyén va loi ich hop phap cua ngudi lao dong, Cong ty va céac t chirc, ca
nhan khac ¢6 1ién quan.

2.3.  Tb chirc thuc hién quy ché dan chil & co s6 tai noi 1am viéc khong duoc trai phap luat
va dao duc x3a hoi.

) Chu’o;ng II . .
NOI DUNG QUY CHE DAN CHU O CO SO TAI NOI LAM VIEC

Pi¢u 4. Nhirng ndi dung Cong ty sé cong khai cho nguoi lao dong
4.1.  Nhim muyc dich thong tin cho ngudi lao dong dugc biét cling nhu dé nguoi lao dong

tuan thu cac quy dinh chinh sach cua Cong ty, Cong ty s& cong khai nhiing néi dung
dudi day dén nguoi lao dong:



g)
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Tinh hinh san xuét, kinh doanh ctia Cong ty;

Noi quy lao dong, thang lwong, bang luong, dinh mirc lao dong, ndi quy, quy
ché va cac van ban quy dinh khac cua nguoi str dung lao dong lién quan dén
quyén loi, nghia vu va trach nhiém cta nguoi lao dong;

Céc thoa udc lao dong tap thé ma Cong ty tham gia;

Vige trich 1ap va sir dung quy khen thudng, quy phic loi, cac quy do nguoi lao
dong dong gép (néu co);

Vigc trich ngp kinh phi Cong doan, déng bao hiém x3 héi, bao hiém y té, bao
hiém that nghiép;

Tinh hinh thyc hién thi dua, khen thuong, ky luat, giai quyét khiéu nai, t6 céo
lién quan dén quyén, nghia vu va loi ich ciia nguoi lao dong; va

Noi dung khac theo quy dinh ctia phap luat.

42. Congty sé ap dung mot trong céac hinh thirc sau ddy dé cong khai cac ndi dung tai Diéu
4.1 néu trén dén nguoi lao dong:

a)

b)

Diéu 5.

Thong bao qua ban tin ndi bo, truyén thanh ndi bo dén toan thé ngudi lao dong
trong Cong ty theo ting [thang]/[quy]; hodc

Thong bao bang vin ban giri dén cac [phong/ban/bd phan/té/doi san xuét kinh
doanh] cua Cong ty theo tung [thang]/[quy]. Cac [phong/ban/bd phan/to/doi san
xuét kinh doanh] cta Cong ty s& chiu trach nhiém truyén dat cac thong tin nay
dén timg nguoi lao dong trong phong ban va 1ap bao cao giri vé cho phong nhan
su trong thoi han [07 ngay] ké tir ngay két thiic viée théng bao dén timg ngudi
lao dong; hodc

Thong bao qua [cudc hop giao ban (dinh ky hang thang)], cac dbi thoai dinh ky
va hoi nghi ngudi lao dong hiang nam giira dai dién cua Cong ty, Ban chap hanh
Cong doan co sé/Ban lanh dao T chtc ctia Nguoi lao dong tai doanh
nghi¢pmhoém dai dién ddi thoai cua nguoi lao dong va nguoi lao dong;

Thong bao trén hé théng thong tin ndi bg; va

Niém yét cong khai ¢ nhiing dia diém thuan loi tai Cong ty dé nguoi lao dong
¢6 thé nhan biét.

Nhiing ndi dung va hinh thirc nguwoi lao dong dwoc tham gia y kién

5.1.  Cong ty s& tao moi diéu kién dé ngudi lao dong duoc quyén tham gia va néu ¥ kién lién
quan dén:

a)

Xay dung, stra doi, b sung ndi quy, quy ché va cac van ban quy dinh khac cua
nguoi st dung lao dong 1i€n quan dén quyén, nghia vu va lgi ich cua nguoi lao
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dong;

b) Xéy dung, stra ddi, bd sung thang7 luong, bang luong, dinh murc lao dong; dé
xuat ndi dung thuong lugng tap the;

c) Dé xuét, thyc hién giai phap tiét kiém chi phi, nang cao nang sut lao dong, cai
thién diéu kién 1am viéc, bao vé moi trudng va phong chong chay nd.

d) Céc ndi dung khac lién quan dén quyén, nghia vu va loi ich ctia nguoi lao dong
theo quy dinh cta phép luat.

5.2.  Céc hinh thirc ma ngudi lao dong s& dugc tham gia lay y kién bao gom:

a) Tham gia ¥ kién trire tiép hodc thong qua to chirc dai dién ngudi lao dong tai co
sO, nhom dai dién doi thoai ciia nguoi lao dong tai hoi nghi nguoi lao dong, doi
thoai tai noi lam viéc;

b) Gui gop v, kién nghi truc tiép; va

c) Hinh thirc khac ma phap luat khong cam.

Piéu 6. Nhirng ndi dung va hinh thirc nguoi lao dong quyét dinh
6.1.  Nguoi lao dong s& c6 quyén dua ra quyét dinh ddi véi cac ndi dung sau day:

a) Giao két, sira doi, bo sung, cham dut hop dong lao dong phi hop véi quy dinh
cua phap luat;

b) Gia nh@p hodc khong gia nhap td chire dai dién nguoi lao dong tai co sd;
c) Tham gia hodc khong tham gia dinh cong theo quy dinh cua phap luit;

d) Biéu quyét ndi dung thuong luong tap thé da dat dugc dé ky két thoa udc lao
dong tap thé theo quy dinh cia phap luat;

e) Noi dung khac theo quy dinh cta phap luat hodc theo thoa thuan cia cac bén.
6.2.  Hinh thirc nguoi lao dong quyét dinh:

a) Dbi v6i hop dck)ng‘lao dong, nguoi lao dong s& cd quyén quyét dinh nhimng noi
dung trong hop dong lao dong theo thoa thuan bang van ban vdi Cong ty phu
hop v6i quy dinh cta phép luat lao dong.

b) Déi voi ndi dung thuwong lugng tap thé, cac ndi dung sira doi, bod sung thoa udce
lao dong tap thé, nguodi lao dong s€ dugc biéu quyét tai cudc hop lay y kién vé
thuong lugng tap thé va cudc hop lay y kién thong qua thoa wdc lao dong tap
the; va

C) Dbi voi nghi quyét cua Hoi nghi nguoi lao dong, ngudi lao dong s& quyét dinh
thong qua nghi quyét bang hinh thirc biéu quyét tai Hoi nghi nguoi lao dong.
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Piéu 7.  Nhirng ndi dung va hinh thirc nguoi lao dong kiém tra, giam sat

Nguoi lao dong s& c6 quyén kiém tra, giam sat ddi véi cac hoat dong sau day trong
Cong ty théng qua viéc phan anh, kién nghi hoic khiéu nai dén Cong ty, Ban chap hanh
Cong doan co so/Ban lanh dao T6 chirc ctia Nguoi lao dong tai doanh nghiép hodc co
quan c6 thAm quyén theo quy dinh cta phép lut.

Céc hoat dong nay bao gom:
a) Viéc thuc hién hop déng lao dong va thoa udc lao dong tap thé;

b) Viée thyc hién ndi quy lao dong, quy ché va cac vin ban quy dinh khac cta nguoi
str dung lao dong lién quan dén quyén, nghia vu va loi ich ctia nguoi lao dong;

c) Viée st dung quy khen thuong, quy phic loi, cac quy do ngudi lao dong dong
gop;

d) Viée trich ngp kinh phi Cong doan, dong bao hiém x3 hoi, bao hiém y té, bao
hiém that nghiép cta Cong ty; va

e) Viéc thuc hién thi dua, khen thuong, ky luat, giai quyét khiéu nai, t6 céo lién
quan dén quyén, nghia vu va loi ich ctia nguoi lao dong.

| ] Chwong 111 . .
HINH THU'C THUC HIEN DAN CHU O CO SO TAI NOI LAM VIEC

Diéu 8. To chirc doi thoai tai noi lam viéc

Péi thoai tai noi 1am viée 1a viéc trao doi truc tiép gitta Cong ty v4i ngudi lao dong
va Ban chép hanh Cong doan co s¢/Ban lanh dao T chirc cua Nguoi lao dong tai
doanh nghiép nhim chia sé thong tin, ting cudng su hiéu biét gitra Cong ty va ngudi
lao dong. Viéc t chirc d6i thoai tai noi lam s& duogc quy dinh cu thé tai Quy ché doi
thoai tai noi lam viéc do Cong ty ban hanh kém theo Quy ché dan chu nay.

Piéu 9. T6 chirc Hdi nghi nguoi lao dong

Hoi nghi nguoi lao dong 13 cude hop do Cong ty chu tri to chirc hang nim co sy
tham gia ctia ngudi lao dong va Ban chap hanh Cong doan tai co so/Ban lanh dao
T6 chire ctia Ngudi lao dong tai doanh nghiép nham trao ddi thong tin va thuc hién
cac quyén dan chu cho nguoi lao dong. Viéc td chirc Hoi nghi nguoi lao dong sé€
dugc quy dinh cu thé tai Quy ché Hoi nghi nguoi lao dong do Cong ty ban hanh
kém theo Quy ché dan chi nay.

Piéu 10. Cac hinh thitc thwe hién dan chi khac

Ngoai hinh thuic td chirc ddi thoai tai noi 1am viéc va té chic Hoi nghi nguoi lao
dong, Cong ty s& dam bao cho ngudi lao dong duoc thuc hién quyén dan chi cia
minh tai noi 1am viéc thong qua cac hinh thirc da duoc qui dinh trong Quy ché dan
chu, cy thé 1a (i) hinh thirc cong khai tai Diéu 4.2; (ii) hinh thic nguoi lao dong
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dugc tham gia lay ¥ kién tai Diéu 5.2; (iii) hinh thtc ngudi lao dong duoc quyén

quyét dinh tai Diéu 6.2 va (iv) hinh thirc nguoi lao dong duge quyén kiém tra, giam
sat tai Diéu 7.

) Chuong 1V
TO CHUC THUC HIEN

Piéu 11.  Quy ché dan chu nay ¢ hiéu lyc ké tir ngay ky va dwoc 1ap thanh [02 (hai)] ban
goc luu tai tru sé cua Cong ty.

Piéu 12. [Tong] Giam dbc Cong ty ¢6 trach nhiém chu tri, phéi hop voi Ban chip hanh Cong
doan co s6/Ban lanh dao T6 chirc cuia Nguoi lao dong tai doanh nghiép Cong ty t6
chuc thyc hién theo dung quy dinh cua Quy ché dan chu.

Piéu 13. Ban chip hanh Cong doan co s¢/Ban linh dao T6 chirc ciia Nguoi lao dong tai
doanh nghiép, truong cac [phong/ban/phén xuéng/té doi san xuat] va nguoi lao
dong thudc Cong ty ¢6 trach nhiém t6 chirc va thuc hién Quy ché dan chu nay.

Thay mat va dai dién cho Cong ty

[Ho vatén]
[Tong] Gidm doc
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At [O], [date] [month] [year]
REGULATION ON GRASSROOTS DEMOCRACY AT THE WORKPLACE

Chapter I
GENERAL PROVISIONS

Article 1. Scope and subjects of application

1.1.  This regulation on grassroots democracy at the workplace (“Democracy Regulation”)
provides for the rights and responsibilities of [[]] Company (hereinafter referred to as
“Company”), the Executive Committee of Grassroots Trade Union, the Leaders of the
employees’ organisation at the enterprise, the employees group representing employees
do not participate as members of the grassroots-level employees’ representative
organisation (“The employees’ dialogue representative group”), and its employees
regarding the contents to which employees are entitled to know, comment, decide on,
inspect and monitor, and the forms of implementing grassroots democracy at the
workplace to promote understanding between the Company and its employees, and
establish a good employment relationship therein.

1.2.  Subjects to which this Democracy Regulation applies are the [General] Director or the
persons duly authorised by the [General] Director, the Executive Committee of the
Grassroots Trade Union/the Leaders of the employees’ organisation at the
enterprise/the employees’ dialogue representative and all the employees working at the
Company.

Article 2. The form of implementing grassroots democracy at the workplace

The Democracy Regulation will be implemented through dialogues at the workplace, employee
conferences and other forms of implementing democracy.

Article 3. Principle of implementing the Democracy Regulation
3.1.  Ensuring goodwill, cooperation, honesty, equality, publicity and transparency.

3.2. Respecting lawful rights and interests of employers, employees and relevant
organisations and individuals.

3.3.  Not contravening law and social ethics.

Chapter 11
CONTENTS OF THE REGULATION ON GRASSROOTS DEMOCRACY AT THE
WORKPLACE
Article 4. The contents which the Company will disclose to employees

4.1.  For the purpose of providing employees with information as well as facilitating their
compliance with the regulations and policies of the Company, the Company will
disclose the following contents to its employees:
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a) Production and business situation of the Company;

b) Internal labour regulations, wage scale and table, regulations on salary raise and
payment of salary and bonus, rules, regulation and other regulating documents
of the Company regarding obligations, rights, interests and responsibilities of
employees;

c) Collective labour agreement joined by the Company;

d) Establishment and use of the reward fund, welfare fund, and funds (if any)
contributed by employees;

e) Appropriations for compulsory payment of trade union expenditure and
contribution of social insurance, health insurance and unemployment insurance
premiums as prescribed by law;

f) Implementation of regulations on emulation, commendation, disciplining, and
settlement of complaints and denunciations related to rights, obligations and
interests of employees;

2) Other information as prescribed by law.

4.2.  The Company shall apply one of the following forms to disclose the contents in Article
4.1 above related to employees:

a) To give notice in internal newsletters or through internal radio broadcasts to all
employees in the Company every [month]/[quarter]; or

b) To give written notices to [department/division/unit/team/production line] of
the Company every [month] [quarter];

[Department/division/unit/team/production line] of the Company will be
responsible for communicating information to every employee therein and
making reports to the Human Resource department within [07 days] of the end
of the communication to every employee; or

c) To give notice in [regular meetings (monthly)], periodic dialogue and annual
employee conferences among representatives of the Company, the Executive
Committee of the Grassroots Trade Union/the Leaders of the employees’
organisation at the enterprise and employees;

d) To announce on internal information systems; and

e) To post notices at convenient public locations in the Company so information
is accessible to employees.

Article 5. The contents and forms through which employees participate to present
their opinions
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5.1.  The Company will create all the conditions to help employees participate and give their
opinions regarding:

a) Building, amending or supplementing the internal regulations, and other
regulating documents of the Company regarding obligations and rights and
interests of employees;

b) Building, amending or supplementing the wage scale and table, regulations on
salary raise and payment of salary and bonus, proposal of contents put for
collective negotiation;

c) Proposal and implementation of solutions on saving expenses, improving labour
capacity, working condition, environmental protection, fire and explosion
prevention and fighting;

d) Other contents relating to employee rights, interests and obligations as
prescribed by law.

5.2. The forms through which employees participate in giving their opinions include:

a) Commenting directly or through the grassroots-level employees’ representative
organisation, employees' representative group for dialogue at employees’
conferences and dialogues in the workplace;

b) Sending direct comments and recommendations;

c) Other forms not prohibited by law.

Article 6. The contents and forms through which employees make their decisions
6.1.  Employees have the right to make decisions over the following contents:

a) Concluding  labour contracts, executing - labour contracts, amending,
supplementing and terminating labour contracts in accordance with the labour
law;

b) Joining or not joining grassroots-level employees’ representative organisations;

C) Participating or not participating in strikes in accordance with law;

d) Passing the contents of collective bargaining agreements achieved to enter into
the collective labour agreement in accordance with the law;

e) Other contents as prescribed by law or as agreed by both parties.

6.2.  The forms through which an employee make their decision:

a) For labour contracts, employees have the right to decide the contents of labour
contracts by a written agreement with the Company in accordance with the
labour law;



b)

c)

Article 7.
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For collective bargaining and the amended and supplemented contents of
collective labour agreements, employees shall cast their votes in meetings to
collect opinions on collective bargaining and collective labour agreements; and

For the resolution of employee conference, employees shall make their
decisions on the resolution by way of voting.

The contents and forms through which employees perform examination and
supervision

Employees have the right to examine and supervise the following activities in the
Company by way of making proposals or claims to the Company, the Executive
Committee of the Grassroots Trade Union or competent authorities in accordance with
law.

These activities include:

a)

b)

Article 8.

Article 9.

The execution of labour contracts, regimes and policies for employees as
prescribed by law;

The implementation of the internal regulations and other regulating documents
of the Company regarding obligations, rights and interests of employees;

The use of the reward fund, welfare fund, and funds contributed by employees;

The deduction and remittance of fees to the Trade Union’s fund, and payment of
social insurance, health insurance and unemployment premiums in accordance
with law; and

The implementation of regulations on emulation, reward, discipline, and the
settlement of the labour complaints, denunciations related to righs, obligations
and interests of the employees.

Chapter 1
FORMS OF IMPLEMENTING GRASSROOTS DEMOCRACY AT
WORKPLACES

Holding dialogues at the workplace

A dialogue at the workplace is the direct exchange between the Company and its
employees and the Executive Committee of the Grassroots Trade Union/the
Leaders of the employees’ organisation at the enterprise to share information
promote understanding between the Company and its employees. The holding of
dialogues at the workplace will be stipulated specifically in the Regulation on
Dialogue at the workplace issued by the Company in attachment with this
Democracy Regulation.

Holding employee conferences
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An employee conference is one which the Company holds every year with the
participation of employees and the Executive Committee of the Grassroots Trade
Union/ the Leaders of the employees’ organisation at the enterprise to exchange
information and execute democratic rights for employees. The holding of the
employee conference will be stipulated specifically in the Regulation on Employee
Conferences issued by the Company in attachment with this Democracy
Regulation.

Article 10.  Other forms of democracy implementation

In addition to holding a dialogue at the workplace and employee conferences, the
Company will ensure the execution of democratic rights by employees at the
workplace through the forms stipulated in the Democracy Regulation, specifically:
(1) the form of disclosure in Article 5.2 herein; (ii) the form under which employees
participate to give opinions in Article 6.2; (iii) the form under which employees are
entitled to make decisions in Article 7; and (iv) the form under which employees
are entitled to examination and supervision in Article 8.

Chapter IV
ORGANISING THE IMPLEMENTATION

Article 11.  This Democracy Regulation takes effect as from the signing date and is made
into [02 (two)] original copies kept at the Company’s headquarters.

Article 12.  The [General] Director of the Company will be responsible for leading and
coordinating with the Executive Committee of the Grassroots Trade Union/ the
Leaders of the employees’ organisation at the enterprise in organising the
implementation of this Regulation.

Article 13.  The Executive Committee of the Grassroots Trade Union/ the Leaders of the
employees’ . organisation at the  enterprise; the heads of
[departments/divisions/teams/groups] and the employees are responsible for
implementation of this Democracy Regulation.

For and on behalf of the Company

[Full name]
[General] Director



