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1. Muc dich

Pbam bao doi ngii nhan vién luén dugc dao tao dé co du nang luc thuc hién cac
cong vi¢c va nhiém vu dugc giao.
2. Pham vi ap dung Tat ca Nhan vién trong Cong ty.
3. Tai liéu lién quan - Tiéu chuian ISO 9001:2008
- S6 tay chét luong cta cong ty
- Luat lao dong hién hanh va c4c vin ban huéng dan lién quan
- S6 tay nhan vién.
4. Pinh nghia — Thuit ngir - Viét tat
HCNS: Hanh chanh Nhan su
NV: Nhan vién
DT: Pao tao

5. Noi dung
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5.2 Dién giai:
5.2.1 Thu thip nhu ciu dio tao
5.2.1.1 Cac quy dinh chung

Vui long xem phu luc 1

5.2.1.2 Lap ké hoach dio tao

a) K¢é hoach dao tao cua cac phong
ban, don vi thuc hién:

Ké hoach nim: Vao thang 11 mdi =\
niam, Giam ddc cac don vi ctia Cong ty phai xac dinh nhu cau dao tao cho nam ké
tiép cdn ctr vao:

* Muc ti€u cua don vi.

= Bang danh gié thanh tich theo dinh ky.

= Ty 1é khiéu nai cta khach hang vé chat lugng cong viéc cua nhan vién.

= Két qua hoat dong, dao tao cua nam trudce

Sau d6, Giam dbc don vi phai lap “Ké hoach dao tao quy / nam “ma hi¢u F-S03-
01 (viéc dao tao nay chi ap dung d6i voi cac nhan vién da ky hop dong lao dong),
sau d6 giri vé phong NS dé Truong BP NS xem xét.

K& hoach quy: Trong trudong hop néu cé thay doi hodc bo sung yéu cau dao

tao so véi ké hoach nam di duoc duyét, Giam DPdc don vi phai lap ké hoach bo
sung nhu cau dao tao vao cudi mdi quy — Ma hiéu F-S03-01, va giri vé Phong NS
cham nhét vao ngay 5 thang thir nhat hang quy.

b) Nhu cau dao tao theo nguyén vong va theo yéu cau dot xuat:

Khi c6 yéu cau dao tao dot xuét hodc theo nguyén vong cua CB-CNV phuc vu
cho cong tac, Giam Péc don vi phai néu rd ly do vé nhu cau dao tao, muc tiéu,
ndi dung ddo tao cho ca nhan vao “Phiéu ding ky ddo tao c4 nhan” ma hiéu
F-S03-02 va gdi vé Phong NS chuyén Giam Ddc NS xem xét va trinh Tong Giam
dbc phé duyét.
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5.2.2 Xac dinh nhu cau do tao

Vao ngay 20 thang 11 mdi nam, nhan vién phu trach dio tao phai thu thap day du
bang ké hoach dao tao ctia cac phong/ban, don vi, 1ap bang téng hop va chuyén
cho Truong BO Phan Nhan sy. Sau khi nhan bang téng hop hoac nhu cau dao
tao dot xuét, Trudéng BO Phan Nhan sy s€ xem xét, ddi chiéu cac dit 1iéu va tham
dinh nhu cau dua trén nhing yéu tb sau:

= Nhu cau nay pht hop véi muc tiéu chién luge hoac ké hoach kinh doanh hang
niam hoic tinh hinh thyc té cia Cong ty.

= Két qua cong viée dang duoc Cong ty quan tdm thé hién su yéu kém vé mat k¥
nang va can phai hoan thién.

* Phan cong nhiém vu méi, thay déi/néng bac chuire vu.

= Nang cao, cap nhat trinh do hang nam.

= T4i huin luyén cho cac nhan vién dam nhan cac quy trinh dac biét.

» Do tao dot xuat do:

- Dy 4n san pham méi

- B6 sung nhén su

- Theo yéu cau cua Tong Giam Pdc Cong ty.
GGG S S E S E S EEEEEE EE E E e 1
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5.2.3 Lap ké hoach dao tao tong hop
hang nam/quy — xét duy¢t

a) Ké hoach nam:

Sau khi xem xét, ddi chiéu cac dit li¢u,
tham dinh va xay dung ké hoach dao
tao cho niam ké tiép theo biéu miu ma
hiéu F-S03-01, ké hoach dao tao niy sé
duoc trinh 1én Tong Giam Pdc xem xét
va phé duyét cham nhat vao cubi thang
12.

b) Ké hoach quy:

Dua trén bang ké hoach dao tao nam da
duogc duyét, tinh hinh thuc té clia Cong
ty va nhu cau thay d6i hodc phat sinh
tir cac phong ban, don vi (néu c6), nhan
vién phu trach dao tao s€ 1ap Ké hoach
thuc hién quy theo biéu mau ma hiéu
F-S03-01 va trinh Truong BP NS va
Téng Giam Pdc xét duyét. PNS sé gui
lai cac phong ban trong vong 7 ngay

ké tir ngay nhan duoc ban phé duyét ké
hoach dao tao tir Tong giam dbc.

1 Nhu cau va ké hoach dao tao nam
(hoic quy) phu hop di duoc Tong

Giam Dbc duyét s& dugc phong NS phod

bién dén cac Giam D¢ don vi/ca nhan
lién quan dé chuén bi ké hoach phdi
hop dong bo.

] Néu yéu cau dao tao khong duogc
Téng Giam Ddc xét duyét, phong NS
co trach nhi¢m thao luan, thong bao
bang vin ban dén cac phong ban, don
v1 thuc hién.
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5.2.4 T6 chirc thwe hién chwong trinh do tao:

Sau khi ké hoach dao tao quy da dugc duy¢t, nhan vién phu trach dao tao 1én ké

hoach cu thé dé tién hanh t6 chic dao tao theo cac budce nhu sau:

a) Buoc 1:

» Xac dinh muc ti€u dao tao.

» Tim hiéu, xac dinh d6i tuong dao tao va dugce dao tao.

= So phéac chuong trinh dao tao.

= Chon giang vién va théng nhat ndi dung, phuong phap, thoi luong cta chuong

trinh dao tao va dia diém dao tao.

» Dy kién chi phi dao tao.

= Lap dé xuat trinh Truong BP NS va Tong Giam doc xét duyét dé tién hanh thuc
hién theo diéu b. Tuy theo nd1 dung dao tao, cac buodc trén co thé thay doi thir tu

hoic gian lugc dé phu hop véi tinh hinh hoat dong cta Cong ty.

b) Budc 2

» Lén thoi bicu dao tao

= Du thao va dé xuat ky hop dong dao tao (néu co)

= Ra Thong béao

= Lap danh sach chinh thuc trinh Tong Giam d6c duyét theo biéu mau ma hiéu
F-S03-05

» Tién hanh thyc hién khéa dao tao

* Thanh toan hoc phi (hoc phi chi dugc thanh toan khi c6 héa don tai chinh hoac
bién lai thu phi do Tong cuc thué phat hanh hodc hop dong dio tao ca nhan

nhung phai ¢6 sy chap thuan ciia Tong Giam Ddc).
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tao cong ty da tra cho bén dao tao (néu
khong c6 1y do chinh dang dugc thong
bao trude cho Lanh dao phong va
Phong Hanh chéanh - Nhan sy).

» Cac CB-CNV s¢ lam bai thu hoach
hodc tra 161 qua “Phiéu tha

- m do két qua dao tao” theo biéu mau
ma hi¢u F-S03-06 hoac hop nhan xét
nham muc dich x4c dinh su hitu ich va
tang thém gia tri gia tdng cho ban than
CB-CNYV tham gia chuong trinh.

5.2.5 Panh gia hiéu qua cua cong tac

. b) Giai doan 2:
dao tao: A IR
. » Khi khoa dao tao két thuc, CB-CNV
a) C{Ial doan 1: tr¢ vé cong tac tai bo phan cua minh,
= Doi v6i khoa dao tao do cac don vi tr - Giam doc cac don vi phai xem xét va
bén ngoai thuc hién: danh gia hiéu qua va nang suat lam viéc

Cubi khoa dao tao, cac CB-CNV phai  ctia nhan vién d6 nham xem xét ho ¢c6
qua mot cudc kiém tra ciia Giang vién  dat dugc nhimng két qua khd quan nao
hodc don vi dao tao nham xac dinh tir cong tac dao tao qua “Phiéu danh gia
CB-CNV d6 c6 dat duoc két qua qua  higu qua dao tao” ma hiéu F-S03-07,
kS/ kiém tra dé hoan thanh khdéa hoc va  theo cic hinh thirc sau:
dugc cap gidy chimg nhan (néu c6). = Néu muc tiéu dao tao do don vi dé
Trong trudng hop don vi ddo tao khong  xuat va c6 nhu cau ctitr CB-CNV cua
t0 chirc kiém tra cudi khoéa thi viéc xdc  don vi di dao tao thi don vi tu dua ra
dinh hiéu qua ¢ giai doan nay s¢ dya  tiéu chi danh gié hiéu qua dao tao nham
vao ch}lyénrcﬁn cua CB-CNV ma quy€t tao sy phu hop trong viéc xac dinh muc
dinh cap giay chimg nhan hay khong.  tiéu ctia don vi trude khi bat dau dao

) tao. Thoi gian danh gia sau 06 thang ké
Doi vai cac CB-CNV khong dat voi tir khi két thuc khoa.
yéu cau dao tao (khong dugc cip ching
nhén) thi CBCNV nay phai boi hoan
tuong ng lai cho cong ty chi phi dao
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» Néu muc tiéu dao tao do cong ty dé ra va td chirc nham dao tao cho CBCNV

thudc cong ty thi phong Nhan sy s€ co6 trach nhiém dua ra céc ti€u chi danh gia
hiéu qua. Viéc danh gia hi¢u qua va nang suat 1am viéc chi thuc hién khi khoa
dao tao lién quan dén chuyén moén chinh cua ngudi dugce dao tao va chi bat dau
danh gia, nhan x¢€t sau thoi gian ké tr khi khoa dao tao két thic va trong ky danh
gia thanh tich nhu sau :

- Panh gi4 sau 6 thang ké tir khi két thiic dao tao.

- Hodc khi nhan vién dugc chinh thirc ddm nhan chuc vu ¢6 trach nhiém lién quan
dén chuyén mon duoc dao tao.

» Khi tién hanh danh gia hiéu qua sau dao tao néu CB-CNV duoc dao tao khong
dat yéu cau, thi Truéng BP NS va Giam ddc cac don vi phai cing nhau xem xét
tim ra nguyén nhan dé c6 cac bién phap xir 1y thich hop.

= Trudng hop cac budi tap huan, bao cdo chuyén dé hodc nhitng khéa hoc mang
tinh chat c4p nhat thong tin méi s& khong can phai danh gia hiéu qua ma chi can
1am bao cao c6 chit ky ctia nguoi huéng dan va Truong BP NS.

Truéng BP Nhan su s& tién hanh tong hop bao cao dao tao, phu luc “Béo cdo tong
hop dao tao”.

5.2.6 Cap nhat ho so: Qua trinh dao tao sé dugc nhan vién phuy trach dao tao
thudng xuyén cap nhat chi tiét trén may vi tinh va cap nhat vao “Thé 1y lich dao
tao ca nhan” ma hiéu F-S03-08 tai phong NS mdt lan vao dau mdi nam. HO so dao
tao c4 nhan gom:

- Bf?mg cép trinh do van hoa (béng MBA, Dai hoc, Cao déng. ).

- Bang cap tham gia cac khoa dao tao vé k§ ning

- Phiéu dang ky dao tao néu c6 tham gia cac khoa dao tao do cong ty tai tro

- Bang thda thudn huén luyén néu tham gia cac khoa dao tao do cong ty tai trg

- Phi€u danh gid hiéu qua dao tao néu tham gia cac khda dao tao do cong ty tai trg
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1 F-S03-01 K& hoach dao tao PhongHC-NS, | Luufile theo 01 nam
quy__nam cac phong ban | thdi gian

2 F-S03-02 | Phiéu dang ky dao tao| Phong HC-NS | Luu file theo 01 nam
(ca nhan) thoi gian

3 F-S03-03 | Phiéu dang ky dao tao Phong HC-NS Luu file theo 01 nam

(tap thé) thdi gian
4 F-S03-04 | Ban thda thuan huén CB-CNV Luu file theo 01 nam
luyén Phong HC-NS thGi gian
5 F-S03-05 | Danh sach tham gia Phong HC-NS | Luu file theo 01 nam
dao tao thdi gian
6 F-S03-06 | Phiéu tham do Kt qua  Phong HC-NS | Luu file theo 01 nam
dao o thoi gian
7 F-S03-07 | Phiéu danh gia hu Phong HC-NS | Luu file theo 01 nam
qua dao o thoi gian
8 F-S03-08 | Thélylichdaotocd | PhongHC-NS | Luu file theo 01 nam
nhan thdi gian
9 F-S03-09 | Phiéu cung cép — Phong HC-NS | Luu file theo 01 nam
huéng dan CB CNV thdi gian
mo&i

7. Phu luc 1: Cac quy dinh chung
7.1 Quy dinh vé cac hinh thirc dio tao

Pao tao huéng dan nhan vién méi: Trong tuan 18 dau tht viéc Giam DPéc hoic
Trudng bd phan truc tiép quan 1y c¢6 ké hoach hudng dan nhan vién méi va cung
cap cho nhan vién méi cac thong tin cin ban vé Cong ty, hoat dong cua cac
phong ban va don vi, mé ta chirc vu, cac chinh sach ciia cong ty theo biéu mau
“Phiéu cung cap - huéng ddn CB — CNV méi” ma hiéu F-S03-09 nham gitp cho
nhan vién mdi nhanh chong hoa nhap va thich nghi véi diéu kién va cach thirc
lam viéc trong cong ty.
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Pao tao kém cip: Qua trinh dao tao dién ra tai noi lam viéc theo hinh thtrc vira
lam vtra hoc, nguoi ¢é trinh d§ chuyén mon cao hodc ¢6 kinh nghiém lau nam
gitip d& va hudng din ngudi méi vao nghé. Loai hinh dao tao nay dugc Tong
Giam Ddc giao cho cac don vi tu Ién ké hoach t6 chtrc thue hién dao tao.

= Pao tao huan luyén k¥ ning: gitip cho CB-CNV ¢ trinh do chuyén mon va céc
k¥ nang phu hop dé thuc hién cong viéc theo yéu cau.

= Pao tao va phat trién cac ning luc quan tri: nham gitp CB-CNV dugc tiép xtc,
lam quen véi cac phuong phap lam viéc méi, nang cao ky nang thuc hanh, va cac
kinh nghiém t6 chtrc quan 1y va trang bi nhitng k¥ ning nham tao dong lyc kich
thich nhan vién thuc hién cong viéc co tinh thach thirc cao va co nhiéu co hoi
thang tién.

= Ngoai ra cong ty s& giao cho cac don vi lién quan dén Giam sat, thi cong xay
dung tu t6 chire cac khoa dao tao vé k¥ thuat an toan lao dong nham huéng dan
cac nhan vién 1am viée truc tiép trén cong truong cach thirc thuc hién cong viée
an toan, dam bao chat luong cong trinh va ngan ngira trudng hop tai nan trong
lao dong.

Viéc lua chon hinh thirc dao tao va cach thic td chic phu thudc vao cac yéu

cau vé quy mo dao tao, muc do phirc tap, nhu cau dao tao, diéu kién t6 chic, tai
chinh .v.v cu thé tai cong ty.

13

Website: Sodes.vn @ Hotline: 0936232145 @“Mua tai liéu tai website chinh thitc duy nhat sodes.vn

dé duoc cap nhat mién phi”



.VN
SODES
NANG TAM TRI THUC QUAN TRI QUAN TRI PAO TAO

7.2 Phwong thirc to chirc

Pé pho cap, nang cao nhitng k¥ niang cling nhu kién thirc, nang cao chét luong
san pham, d6i méi cong nghé, k¥ thudt ... va theo yéu cau cua cong ty, phong NS
s& tién hanh t6 chuc cac khoa dao tao, tap huén, boi dudng trong nudc hoac ngoai
nudc, trong gio lam vi¢c hoac ngoai gio lam viéc nhu sau:

a) Dang ky goi CB-CNV dén cac t6 chirc bén ngoai (trong nudc, ngoai nude)
tham gia cac khoa dao tao.

b) Moi cac to chirc bén ngoai dén thuc hién ddo tao tai cong ty.

¢) Moi cac CB-CNV dang lam viéc tai cong ty c6 chuyén mon cao thyc hién cac
khoa dao tao.

] Tuy theo chuong trinh ddo tao ké ca khi CB-CNV dugc Tong Giam Poc ky
duyét tai trg hoc phi hodc chi phi lam dé an nghién ctru cdp Cong ty, CB-CNV s8&
phai ky “Bang thoa thuan huan luyén” ma hiéu F-S03-04 hoic “Phiéu dang ky
dao tao ca nhan” ma hiéu F-S03-02, hodc “Phiéu dang ky dao tao tap thé” néu 1a
dang ky dao tao tap thé theo ma hiéu F-S03-03 hodc ky xac nhan trén thu mo1 do
phong NS phat hanh nham cam két vé viéc dang ky tham du ddo tao va thoi gian
phuc vu cho cong ty. Thoi gian cam két phuc vu cho cong ty va mitc do vi pham
s€ dugc cong ty ap dung theo tung khoa dao tao (xem muc 7 phu luc).
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7.3 Chinh sach quy dinh vé cac truong hop tai tro hoc phi Cao hoc, Tién si
hoic chi phi nghién ctru dé 4n cAp Cong ty

a) Cong ty s& hd tro cac suat hoc phi vu dii hodc trg cap kinh phi nghién ciru cho
CBCNV hoic cic nha quan Iy dugce danh gia 1a nhitng can bo chu chdt theo danh
gia ctia Tong Giam Pdc Cong ty tham gia cac chuong trinh dao tao nghién ciru
dé dat duoc cac béng cép hoac hoc vi cép cao ¢ trong nudc va ngoai nuoc.

b) Chuong trinh nay 4p dung cho nhan vién da lam viéc cho Cong ty ... it nhat

3 nam lién tuc vao thoi gian nop don xin hoc chuong trinh nay hoac nghién ctu
sinh dé tai nay. Nguoi ndp don phai gilr chirc vu cép trudng Bo phan hodc cao
hon. Tuy nhién ciing ¢ trudng hop ngoai 1é ¢ thé dugc xem xét danh cho cip
nhan vién thap néu thanh tich cong viéc xuat sic.

¢) Khoa hoc phai lién quan truc tiép dén su phat trién nghé nghiép ctia ngudi nop
don.

d) HO tro Thoi gian: ngay cudi tuan va gid nghi s& duoc chu yéu xem xét dé chon
mot chuong trinh hoc thich hop. Cong ty khong chap thuan 1y ngay lam viéc
hay mot phan ngay 1am viéc dé di hoc. Tuy nhién, trudng hop ngoai 18 sé linh
dong cho phép dung cho mét sb gid 1am viéc va phai duoc su chap thuan cua
Giam doc Bo phan. Nhan vién phai lam viéc vao nhitng gio khac dé hoan thanh
dung thoi han coéng viéc duoc giao. Giam Pdc truc tiép phai thao luan thang than
vé thoi gian ctia Cong ty voi ngudi ndp don va bude nhan vién dy cam két trude
khi dé nghi.

e) Nhan vién phai 1am mot don yéu cau tai trg cho chuong trinh hoc. Trong don,
ngudi ndp don phai ghi 1y do xin hoc va loi ich hoc van dem lai cho su phat trién
cua cong ty va nguoi ndop don.

f) Giam ddc truc tiép chi gidi thiéu cac tmg vién cho chuong trinh dua vao kha
nang, thanh tich trong du an, céng hién cta ho d6i véi su thanh cong cua du an.
g) HO tro tai chinh phai duoc Tong giam doc ky duyét. CB-CNV phai lam don
Xin tai trg hoc phi trinh Tong Giam Poc ky duyét. Néu Tong Giam doc chap
thuan.
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Ghi chii: Poi voi cac chuong trinh ddo tao: Cong ty sé tai tro

= 80% hoc phi. * Vé may bay khir hoi va hd trg 50% chi phi di lai, an ¢ néu tham
gia hoc ngoai nuoec.

S tién tai tro phai duoc thanh toan lai khi nguoi ndp don nhan bang cap. Tuy
nhién, ngudi ndp don co thé xin tai tro nhicu ky cho mdi hoc ky. Anh/Chj phai
ndp danh sach cac bang cap cudi cung, chirg nhan nhan vién da dau cac ky thi
va ban chinh hoa don hoc phi cho cong ty dé dugc thanh toan lai.

Ghi cht: Péi v6i chuong trinh nghién ctru dé tai:

Cong ty s& tam tmg mot khoan chi phi trong qua trinh nghién ctru dé tai. Chi phi
nay sé& duoc quyét toan 50% sau khi thong qua hoi dong tham dinh dé tai va 50%
sau thoi gian ap dung da ching minh duge sir hitu ich vé viée dem lai gia tri gia
tang cho Cong ty.

8 Phu luc 2: Quy dinh vé thoi gian cam két phuc vu cong ty va murc do boi
thuong chi phi 8.1 Quy dinh vé thoi gian cam két phuc vu cong ty a) Pao tao
trong nuoc:

] 06 thang cho khoa huan luyén c6 hoc phi duéi 2.000.000 dong.

] 06 thang — 01 nam cho khoa huan luyén c6 hoc phi tir 2.000.001 dong —
3.000.000 dong

1 01 ndm — 02 nam cho khoda huan luyén c6 hoc phi tir 3.000.001 dong —
6.000.000 dong

] 02 nadm — 04 nam cho khoda huan luyén c6 hoc phi tir 6.000.001 dong —
10.000.000 dong

] 04 nam — 06 nam cho khoa huan luyén c6 hoc phi tir 10.000.001 dong —
15.000.000 dong

1 Pbi v&i khoa huan luyén co tr1 gia trén 15.000.000 déng hodc huin luyén co
thoi han kéo dai trén 01 nam (c6 chi phi cao va mang tinh chat quan trong) thi
CB-CNV phai ky Ban thoa thuan huan luyén F-S03-04. S6 nim phuc vu Cong ty
s& duoc Tong Giam doc chi dinh cu thé trén Ban thoa thuan nay cho ting truong
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b) Pao tao & nudc ngoai:

1 02 nam cho khoéa huan luyén duéi 01 thang.

1 04 nam cho khoa huan luyén tir 01 - duéi 02 thang.

1 05 nam cho khoa huén luyén tir 02 thang — 03 thang.

1 07 nam cho khoa huan luyén tir 03 thang — s06 thang.

1 10 nam cho khoa huén luyén tir 06 thang — 12 thang.

"] Trén 10 nim cho khoa huédn luyén trén 12 thang.

8.2 Mirc d6 bdi hoan chi phi khi vi pham cam két

Néu CB-CNV di dang ky tham du khoa ddo tao hodc nghién ciru dé an nhung vi
pham cac diéu khoan sau phai hoan tra chi phi ma Cong ty thuc chi cho viéc to
chtrc dao tao, nghién ctru dé an:

Chi phi dao tao = Hoc phi dao tao + CP tai liéu + CP Luong + CP khac

CP: chi phi

CP khac: chi phi hau can cho 16p hoc (néu co nhu Coffee break, phong hoc, thué
phuong tién, ...

Truong hop 1: CB-CNV ding ky tham du ddo tao, nghién ctru dé 4n ma vi pham
cac diéu sau phai hoan tra 100% chi phi:

= Ty ¥ bo do khoa hoc hodc chuong trinh nghién cru khong c6 su chip thuan cia
Téng Giam Ddc hoic Truong BP NS.

= Pon vi t6 chirc hudn luyén thanh 1y hop dong huin luyén do khong hai 1ong vé
két qua hoc tap va hanh vi dao dtrc cua CB-CNYV trong qua trinh tham gia huan
luyén.

= Khong dat duoc yéu ciu cip gidy ching nhan.

\'

i
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=
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Trwong hgp 2: Hoan tra chi phi theo quy dinh sau:

Khi CB-CNV:

= Xin tir chirc vi Iy do ca nhan (déi vai cac khoa dao tao cho vi tri duong nhiém).
= Pon phuong thanh Iy Hop Pong lao dong voi Cong ty.

= Cong ty thanh ly hop déng vi vi pham nd1 quy lao dong hodc luat lao dong.
Truong hop nay ap dung khi CB-CNV:

] Nop don xin tai tro hoc phi, chi phi nghién ctru dé an.

] Hodc cac khoa dao tao do cong ty to chirc hodc goi ra bén ngoai dio tao nhung
CB-CNV dugc dao tao ky bang cam két phuc vu nhu : Bang théa thuan, don
dang ky hodc thu moi ghi rd thdi gian cam két phuc vu cong ty.

] Viée tinh chi phi hoan tra dugc ap dung doi véi tung khoa dao tao cy thé theo
thoi gian da cam két.

] Truong hop dac biét, thoi gian phuc vu va chi phi hoan tra cho cong ty s€ do
Tong Giam dbc chi dinh.

8. Phu luc: Cac biéu mau

F-S03-01: Ké hoach ddo tao quy nam

F-S03-02: Phiéu diang ky dao tao (ca nhan)

F-S03-03: Phiéu dang ky déo tao (tap thé)

F-S03-04: Ban thoéa thuan huan luyén

F-S03-05: Danh sach tham gia dao tao

F-S03-06: Phiéu tham do két qua dao tao

F-S03-07: Phiéu danh gia hiéu qua dao tao

F-S03-08: The 1y lich dao tao ca nhan

F-S03-09: Phiéu cung cap — hudéng din CB CNV mdi

7. Phu luc “ Bao céo téng hop dao tao”
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M3 s6 quan 1y:

Phong 13p:

Thoi gian luu trit:

BAO CAO TONG HOP DAO TAO

Ngay:
Giang vién:

Chu dé:

Phong HCNS
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NOI DUNG TONG HGP KET QUA THAM DO PAO TAO

Ty lé % tiéu chudn danh gia

No6i dung tham do " . Binh Binh
REfS Vne{e thuong thudng Cao

1 | Mdc d6 mong dai trudc khi dugc hoc khoa
hoc

2 | Mdc d6 thda man sau khi dugc hoc

Muc d6 hiéu ndi dung dao tao

4 | Mdc d6 dap ung muc tiéu dao tao cla cd
nhan

5 | Mdc d6 du doan co6 thé ap dung néi dung
dao tao vao cong viéc thuc té

6 | Cacly do khéng hailong néi dung dao tao:

7 | N6i dung/linh vuc thdy cé ich nhat trong
s6 cac ndi dung dao tao

8 | Ly do cac ndi dung dao tao khd ap dung
vao cong viéc thuc t&?

1) Khéng ¢6 ndi dung nao co thé dp dung

2)Co lién quan dén cong viéc nhung
nghiéng qua nhiéu vé ly thuyét

3) Khéng c6 thai gian ap dung

4)Cé lién quan dén cong viéc nhung
khong biét phuong phép ap dung

9 | Y kién dé lam cho buéi huan luyén hiéu
qud hon

10 | Chuong trinh dao tao muén hoc lan sau
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KE HOACH NHAN SU QUY / NAM ...

Phong SL
Chuc >
nam

ban don nam
danh Jan | Feb | Mar | Apr | May | June | Jul | Aug | Sept | Oct | Nov | Dec

vi

BTGD

Marketing

Xay d ung

Tai chinh
-KTT

Nhan su

Hanh
chinh

QTCL -
ISO

QLMT

PTDA

Téng

cong

Giam doc phong ban yéu ciu Truwéng PB Nhan su Tong Giam doc
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PHIEU PANG KY PAO TAO CA NHAN

Hovatén: ....coooviiiiii i

Namsinh: ......ooooiiiiiii, Chtrc vu hién tai:

Phongban: ...,

Ponvii oo Mon dao tao:
.......................................................................................... Ly do
o ;10 31 7 10 Hinh
thrc daotao: ..., Kinh phidao tao: .....................

T6i cam két sé& sir dung kién thirc dd dugc huan luyén lam viéc tai cong ty trong
thot gian: ...... nam (Thoi gian cam két va mirc d6 vi pham cam két s& duoc quy
dinh trong quy trinh dao tao dang ap dung tai cong ty)

Nguoi dang ky

Nhan xét ciia Gidm Ddc truc tiép vé nhu cau dio tao: Chit ky :
Ho, Ten:
Ngay

Nhén xét ctia Gidam Ddc Nhén sy vé nhu cau dao tao: Chit ky :
Ho, Ten:
Ngay

Tong Giam Déc phé duyét: Chir ky :
Ho, Ten:

Ngay
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PHIEU PANG KY PAO TAO TAP THE

Phong ban:
Chuong Trinh ...,

...................................................................... td chuec;
= Can cur vao yéu cau phat trién nang luc cia CB-CNV don vi;
= Chuing t61 dé ctr cac nhan vién ¢6 tén dudi day tham du khoa hoc :

Stt Ho, Tén Chir ky ctia nhan vién dang
' Nim sinh Chtrc vu k¥ ddo tao 01

Cac nhan vién co tén néu trén cam két: 1. Tham dy day du khoa hoc thong nhat
theo lich biéu da dé ra va dat két qua t6t sau khoa hoc. 2. Ung dung kién thuc
da hoc vao cong viéc thyc tién tai don vi. 3. Phuc vucongty the’mg/ném (tuy
theo dic diém, tinh chat ctia khoa hoc va theo yéu cau ctua Tong Giam Ddc sé& ap

dung cam két nay).
Nguoi dang ky
Nhan xét ciia Giam Ddc truc tiép vé nhu cau dio tao: Chit ky :
Ho, Ten:
Ngay
Nhan xét ctia Giam Ddc Nhan sy vé nhu cau dao tao: Chit ky :
Ho, Ten:
Ngay
Tong Giam Déc phé duyét: Chir ky :
Ho, Ten:

Ngay
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BAN THOA THUAN HUAN LUYEN

Ban Thoa thuan nay duogc 1ap ngay:

Gitra: ONG/BA

Chuc vu :

Ngay thang nam smh

CMND S6 ngay cap: noi cap:
bia Chi thuong tra

Va CONGTY ...

DPia chi

Pai dién bodi

Chure vu

Do nhu cau phat trién ctia Cong ty va cin ct ning luc ciia Ong/ Ba.................
, hai bén dong ¥ ky ban thoa thuan huan luyén véi nhimg diéu kién chi tiét sau

day

Piéu 1: Cong ty ... s& chiu trach nhiém thanh toan chi phi dai tho cho Ong/
Ba......... khoa hudn luyén ..........cocevveunenn, theo chuong trinh dinh kem bao
gém: Hoc phi, v.v...

Diéu 2: Ong/Ba......... c6 trach nhiém tham gia day du thoi gian va hoan thanh

chuong trinh huén luyén dat két qua tot va cam két phuc vu ... (ndm) nam cho
Cong ty ... ké tir ngy két thuc thdi gian huén luyén.

Diéu 3: Céac diéu khoan trén s& khong duoc ap dung trong truong hop: a) Ong/
Ba......... tu v bo dé khoa huén luyén ma khong c6 sy chap thudn trude bang
van ban cta cong ty. b) Pon vi t6 chtrc huan luyén thanh 1y hop dong huin luyén
do khong hai long vé két qua hoc tap va hanh vi dao dtrc ciia nhan vién trong qua
trinh tham gia hun luyén. ¢) Ttr chtc hodc xin nghi viéc do vi pham ky luat. d)
Pon phuong thanh 1y Hop Dong lao dong v4i cong ty.

Trong céc truong hop trén, Ong/Ba ...................... phai hoan tra lai moi chi
phi cho viéc huan luyén ma Cong ty da thuc chi cho viéc tham gia khoa dao tao
d6i voi Ong/Ba................. sau khi tham gia khéa huan luyén (chi phi hoan tra
duogc tinh dya trén khoang thoi gian chua phuc vu nhu di cam két).
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Picu 4: Néu két thuc khoa huan luyén khong dat dugc yéu cau cap gidy ching
nhén, tiy theo mirc d6 quan trong cua khoa huan luyén, cong ty sé ap dung cac
hinh thirc k¥ luat nhu sau: » Chuyén d6i cong tac » Hoan tra hoc phi « Xur 1y theo
chinh sach cua cong ty.

Piéu 5: Hai bén dong y thuc hién diing nhiing dicu khoan theo Ban Thoa Thuan
nay. Néu co tranh chap phat sinh hai bén s& cting nhau ban bac giai quyét trén
tinh than hop tac. Néu khong giai quyét duoc s& nho Toa an ... phan xur theo
luat lao dong. Cong ty co quyén thong bao hity bo hop dong huan luyén trude 15
ngay voi bat ctt Iy do ndo dua trén nhu cau thyc té va chi phi d6i voi nhan vién
tham gia huan luyén.

T6i ky tén dudi day, dd xem xét ki Ban thoa thuan nay va dong ¥ voi nhitng diéu
kién va diéu khoan néu trén.

Ky Tén :

Ky Tén :
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DANH SACH THAM GIA PAO TAO

Chu dé Néi dung dao tao

Doitugng

Ngay, gi&

B6 phan ddm nhiém

Giang vién

STT B6 phan Chue vu Tén Ky tén
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Duyét DDLD Giam d6c phong ban Nguot lap
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PHIEU DANH GIA HIEU QUA PAO TAO
HoTén CB -CNV :

Chicvu : Don vi:
Mén dao tao Noi dao tao Thai gian K&t qué két thac khoa BT

Tiéu chi Banh gia
(Tuy chon theo chuong trinh- ky 2
nang dao tao) 1 3 4

VD : Ky nang Bam phan, .....

Chuyén moén

Hiéu qua cong viéc

Y kién ngudi danh gia

Yéu cau téi dao tao

|:| Khéng |:| (@)

Trudng bo phan/Cap quan ly truc tiép Duyét
Ngay__ /__ /20__ Ngay__ /__ /20
Chuc danh: Chuc danh:

Noi gti :
- Luu H6 so cd nhan/P. NS

Ghi chu:

Kém : Khong thé hién hanh vi 4p dung noi dung da dugc dao tao hodc khong xir Iy dugc cac van dé lién quan dén noi
dung da dugc dao tao.

Pat : C6 thé hién hanh vi 4p dung ndi dung di dugc dao tao va cai tién chit luong lam viéc.

Tét : Ap dung néi dung da dugc dao tao ddng thoi thé hién su sang tao trong cong viée lién quan.

Xuét sic : Ap dung tt, ¢ sang tao trong cong viéc va huéng dan dwoc ngudi khac cing thuc hién tot.
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GIG1 THIEU BO TAI LIEU SODES.VN
L& nguoi dirng dau mot to chire, chac han moi CEO déu mudn doanh nghiép minh phat trién Lén
manh! Nhung ddi khi moi cd gadng ctia CEO trao di lai nhan vé nhiéu trai dang:

e Diéu hanh nhiéu ndm nhung td chirc bd may van 1on xdn, xdc xéch; hé thdng nhan su khong hiéu
qua, cac phong ban lam viéc tu phat.

e Hé thdng van hanh con nhiéu 16 hang; ddi ngd i ach, lam viéc rai rac, thi€u gan két khién sai sét
trung diép, hiéu sudt cong viéc suy giam tram trong.

e R4t ¢4 giao viéc ma nhan vién khéng tu giac, cong viéc lién tuc ngat quang, tién do tré nai, chat
luvong dudi trung binh.

e Ky ndng quan ly chua hoan thién, xtr ly cong viéc chua gay gon khién moi thit chong chéo va roi
loan, khé khan chéng chat khé khan.

e Chua c6 dinh huéng phat trién ding dan, van héa nghéo nan khién t6 chirc lac tréi va thut Lui khi
ma nha nha mé doanh nghiép, ngudi nguai thanh giam doc...

D& c6 thé ton tai va budc tiép, dé cé thé dua doanh nghiép chap canh va bung nd thanh cong chir
khong phai chét “tir trong trirng nudc”. Budc chidng ta phai tu duy lai cach nghi, cach lam!

Véi st ménh dong hanh cting CEOQ trong qua trinh ddi méi ay, BO TAI LIEU QUAN TRI SODES.VN d3
duoc ra doi!

Pay (4 1 hé thong tai lidu cd tinh khoa hoc va thuc tién cao duoc xay dung bdi nhitng chuyén gia vé
quan tri, da cé hang chuc nam kinh nghiém trong diéu hanh va dao tao tai cac tap doan lén nho,
dam bao cung cép giai phap quan tri doanh nghiép toan dién, gép phan nang cao ndng luc quan ly
cho CEO.

Bo tai liéu SODES.VN bao gom hang loat nhitng cong cu, quy trinh, bi€u mau ty dong, giai phap
thuc tién; duoc xay dung bai ban va hé thdng lai dudi dang file mém WORD, EXCEL, PDF,.... gitip CEO:
- Thiét lap bd may td chirc 1 cach hé thdng, ap trinh lai cdc phong ban, ti vu hda nang luc déi ngd.

- X3y dung hé thdng van hanh chuyén nghiép va bai ban, lién két chat ché va khai thac t6i da nang
luc tirng cd nhan.

- Kiém soat tét moi hoat dong, gia tang tinh chl déng, thic day nhan vién céng hién hét sirc, triét
tiéu moi rui ro trong van hanh.

- Phét trién toan dién ky ndng quan ly va lanh dao cho toan bd hoat déng, xtr ly cdng viéc tron tru
va nhanh chéng.

- Xay dung chién luoc phéat trién phu hop, nhém 1o van héa doanh nghiép chay mai...

Véi nhitng loi ich vuot troi ctia B tai liéu ndy, ching ti tin rang day chinh (& tro thi dc luc cling
CEO dan dat doanh nghiép vuot qua nhitng chdng gai va viét ti€p hanh trinh xay dung té chirc bén
virng va trudng ton!

Vay hay dé ching toi di cing ban! Khi ban da s&n sang dé chinh phuc chién thang!

Vui long xem thdng tin chi tiét bo tai liéu tai: SODES.VN

Chiing tdi s& con cai tién va cap nhat lién tuc nhitng phuong phap va biéu mau méi nhat cho nhitng
khach hang da mua va st dung bd tai liéu cua chung téi trén trang web sodes.vn. Moi y kién déng
gdp va phan hai xin guti vé hom thu: hotro.sodes@gmail.com
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