CONG TY CO PHAN TECOMEN HOLDING

\ _\/ 4

Aecomen

QUY PINH
CHI TIEU SO GIO HOC HOI VA PAO TAO

Ma hiéu QP01.HHPT.TCMHO
LAn ban hanh 06
Ngay hiéu lwe | 01/03/2026 | DA BAN HANH |

‘ 4TRANG:§

Tong s0 trang 10

(Tai lieu luu hanh ngi bo)

7 Phong Phat trién To chire . ,
Soan thao . Ngay soan thao 24/02/2026
Hanh phuc

Vii Thi Hao

Théam dinh .
Pho Giam doc Nhan sy

Ngay tham dinh 26/02/2026

Nguyén Thy Phuong . . )
B o . Ngay phé duyét 01/03/2026
Tong giam doc Tdap doan




‘ QUY DINH Ma hiéu: QP01.HHPT.TCMHO

‘ ' . n . 4 : - . | Lan ban hanh: 06

W VA CHI TIEU SO GIO HQC HOI VA PAO TAO Ny hicu lye: 01/03/2026

MUC LUC

BANG THEO DOI SUA DOI/BAN HANH TATLIEU ..o, 3
Lo IMUGC DICH .ot e et ettt e e e e eeeneseneen. 4
II. DOITUGNG VA PHAM VI AP DUNG ..o eeee e eeeanes 4
II. GIAI THICH TU NGU VA CHU VIET TAT .o 4
IV. TATLIEU THAM KHAO ... eeeeses s s s seseseeseeanen 4
V. NOTDUNG ..ot e et et e et e e e e e s s e s e eeeeeeees s s s s seseeeeeerenen 5
VL HO SO LUU oo e, 10

Trang 2 | 10



Ma hi¢u: QP01.HHPT.TCMHO
WA | CHi TIEU SO GO HOC HOL VA BAO TA© | L7 ban hinh: 06
fecomen © : Ngay hiéu luc: 01/03/2026
BANG THEO DOI SUA POI/BAN HANH TAI LIEU
Lén o g N NP Ngay
. Vi tri stra doi NoOi dung ban hanh/stra doi N
ban hanh hi¢u luc
- Thay dbi dinh muc sb gio dao tao ap dung
05 Chi tiéu s6 gio dao tgo | *OF 1Uongmhom. 1/12/2024
- Lam rd yéu cau vé bicu kién ghi nhan hoan
thanh dao tao va tinh sb gid dao tao.
05 Co ché khen thudng - B sung va stra doi co ché thudng. 1/12/2024
Chi ticu sé lrong va - T‘hay doi d1e’u 1.<1¢n ghi nhan hoan thanh so
A ., gi0d day va so gid hoc
06 va tiéu chuan gio day 2. .. o 01/03/2026
. - Thay do6i dinh murc s6 gid day dao tao va hoc
va gid hoc ]
hoi cia cac cap CBNV
06 Co ché khen thudng - B6 sung va stra doi co ché thuong. 01/03/2026

BANG THEO DOI PHAN PHOI TAI LIEU

Don vi nhan tai liéu

Ban lanh dao va toan thé CBNV cta Cong ty C6 phan Tecomen Holding va cac Cong ty thanh vién
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I MUC PiCH

- Quy dinh duogc xdy dung nhim ning cao tinh than hoc héi va dao tao phat trién cia mdi can

bo nhan vién, ho trg thuc hi€n muc ti€u chién lugc cua Tap doan.

- Quy dinh nay cu thé héa dinh murc s6 gido hoc hoi va dao tao ciia moi ca nhan, tir d6 dua ra

hudng dan cu thé dé hoan thanh chi ti€u, trong d6 dé cao trach nhi¢m cia cac cd nhan, bd

phan lién quan dén viéc thuc thi Quy dinh.

II. DPOITUQNG VA PHAM VI AP DUNG
- Quy dinh nay ap dung tai Cong ty c¢b phan Tecomen Holding va cic Cong ty thanh vién truc
thudc quan 1y (sau day goi chung l1a Tap doan).
II.  GIAI THICH TU NGU VA CHU VIET TAT
Tir viét tit Nghia tiéng Viét Nghia tiéng Anh
CBNV Can bd nhan vién
CBQL Cén bd quan ly
BLD Ban lanh dao
HH&PT Nhom Hoc hoi va phat trién
QL Quan ly
oJT Hinh thirc dao tao tai chd On the job training
Workshop La mot budi hoi thao bao gdm cic hoat dong gip gd, thao

ludn va trao d6i kién thirc, phuwong phép ciing nhu k¥ ning

Virtual Training

Hinh thirc dao tao éo

E-learning Hinh thtc dao tao qua video
Coaching Huén luyén 1:1
Du 4n, giai phap can thuc hién dé giap dat duoc cac muc tié o
KSI 1 g pA P Y g lip o et Key Strategic Initiative
chién lugc trén Ban d6 chién lugc cap Cong ty
IV. TAILIEU THAM KHAO

- QT02.BDT.KHO_Quy trinh dao tao

- 04/2021/QC-KHO_Quy dinh dao tao va phat trién ngudn luc

- KHO.QT.PT.04 Quy trinh huin luyén CBNV

- QTO05.PT.KHO_Quy trinh Ghi nhan diém tich lily Karofi Point
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V. NOQI DUNG
5.1 Cac hinh thirc dao tao va hoc tap

5.1.1. Cac hinh thirc dao tao:

Tap doan théng nhét sir dung cac hinh thirc dio tao sau:

STT | Hinh thirc Mo ti Quy d0i s0 gio
dao tao
Chwong trinh dao tao dugc to chirc dudi dang 16p hoc véi gidng
1 Workshop o . ..
vién ndi bd hoac thué ngoai.
Ch inh da hue hien véi mot hode 1 nhém nha Ty 1€ 1:1
Virtual uong trinh dao tao thuc hien vo1 mot hoac 1 nhom nhan sy o
! A A S A A ~ x| (Theoso gid
2 Training khong tiép xtic truc tiép ma thong qua cac nén tang cong nghé ho
trg, vi du nhu phén mém truc tuyén Webex, Zoom,... dao taro thye
te)
3 E-learning Chuong tl‘ln%l dao tao d.uo’c xay dung va to chirc hoc tap qua video
trén phan mém E-learning, Youtube,...
Lép diu tién
e . Y P n A ghi nhén 6
Chia sé sach dwoi hinh thirc t6 chire 16p hoc: N6i dung dugc xay . T‘. y
. . 2 0.
dung dudi hinh thire Powerpoint, dugc Nhom HH&PT kiém duyét & wiop
1 A A o1 1x ., thir 2 ghi
va phoi hgp to chirc 16p chia sé.
nhén theo
thuwe té
4 Chia sé sach | Chia sé sach dwéi hinh thirc viét bai tiéu luin: Noi dung duoc
lam dudi hinh thire bai Tiéu luan, c6 hinh thirc ngfm gon, Xuc tich,
n6i dung rd rang. Pam bao du cac ndi dung: (1) Tém tit ndi dung Bai tidu luin
chinh cua cudn sach; (2) nhﬁ:ng didu tam dic; (3) bai hoc s& ap dat dwgc tinh
dung vao cong viéc va cudc song... 6 gitr dao tao
Bai viét dwge giri vé Nhém HH&PT chim diém. (Pat hoic
khong dat)
La phuong phap dao tao dua ra cac hudng dan truc tiép dé thuc Khéng quy
hién cong viéc ctia ho vadi cong viée thuc té. Nguoi lam co thé hoc dbi ra thoi
5 oJT cac k¥ nang can thiét dé duoc thuc hién cong viéc thuc té va 1am gian dao tao.

quen v6i mdi truong 1am viée. OJT bao gdm nhiéu phwong phép Khuyén khich
trién khai nhu huén luyén, kém cip, luan chuyén cong viéc... CBNV linh
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5 , hoat str dung
La mdt qua trinh hop tac, dong hanh gitra Huan luyén vién (Coach) dé kip thoi
va Nguoi duge huan luyén (Coachee) nhim khai mé tu duy, sang | .
L ) N s T nang cao nang
tao, tfuyeri cam hunig. . .tu’. fio tf)l uu kha nang C? nhfm va ky naTng lue doi ngii
Huén luyén chuyén mon trong cong viéc cling nhu ,trong cudc l,song. Coaching
6 1a qua trinh ma Coach dat cau hoi va lang nghe dé tur d6 Coachee

I:1 Lz
tu tim ra giai phap, giai quyet van d¢ dang gap phai. Coach khong

nhat thiét phai 1a chuyén gia vé linh vuc minh coach, nhung 1a
ngudi co6 ky niang ling nghe, thiu hiéu ngudi khac va khoi goi

nhiing tiém nang & Coachee.

5.1.2. Cac hinh thirc hoc tap
CBNV trong Tép doan co thé tham gia hoc tép theo céc hinh thuc sau:

- Tham gia cac chuong trinh dao tao ndi bd do Nhém HH&PT t6 chire, do QL truc tiép dao tao
hoic cac chuong trinh khac do cac CBQL, BLD hoic Phong/Ban khac t6 chic.

- Tham gia hoc tap trén Phan mém E-learning do Nhém HH&PT t6 chiic.

- Tham gia hoc tap bén ngoai: do Cong ty ctr di hoc hodc CBNV tu chu dong (Véi cac khoa
hoc bén ngoai do CBNV tu chu dong tham gia, CBNV luu y giri thong tin vé Nhém HH&PT
dé dugc ghi nhan thoi gian hoc hoi)

- Hoc tap thong qua céc hinh thure tu hoc khac nhu: Poc sach, chia sé sach...

5.2 Chi tiéu s gio' hoc héi va dao tao

5.2.1. Quy dinh chung

- Péi tugng ap dung: CBNV ky Hop dong Chinh thirc, Hop dong Thir viée (khong ap dung ddi
v6i lao dong thué ngoai/HD dich vu/ HDP Cdng tac vién, Thuc tép sinh, cic truong hop tam
hoan Hop déng), khong bao g@)m cac vi tri lao dong phé thong nhu: cong nhan, tap vu, lai
Xe...

- Chi tiéu s6 gid dao tao ap dung ddi véi CBQL, BLD va céc vi tri Truéng nhom.

- HH&PT thyc hién gitri b4o cdo thoi gian hoc hdi va dao tao dinh ky hang thang.

- Trong nhitng trudng hop dic biét ma CBNV khong thé hoan thanh chi tiéu thoi gian hoc hoi
va dao tao diing quy dinh (Di cong tac dai ngay, ky nghi 1€ dai ngay...), CBNV c6 trach nhiém
giri bao cao cho HH&PT, twong tng véi timg truong hop cu thé HH&PT s& co phuong an xir
1y phu hop.

5.2.2. Chi tiéu s luong va va tiéu chuan gid day va gio hoc

a. Chi tiéu s gio day duoc ap dung cho tat ca cAp Lanh dao va cac cdp Quan 1y, tir Trudng nhoém
tr& 1én. Ap dung ngay trong 2 thang thir viéc trong trudng hop vao cong ty ding hoic trudc
ngay 10 hang thang. Truong hop vao sau ngay 10, chi tiéu s€ dugc tinh tir thang thir viée thir
2.

b. Diéu kién ghi nhan hoan thanh s6 gid day va sb gid hoc:

= Phong PTTCHP chi ghi nhan s6 gio day duogc t6 chirc vao cac ngdy Thir Bay hang thang
trong nam. Trudng hop da to chirc ddy du cac budi dao tao vao Thir Bay, cac budi dao tao
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CHI TIEU SO GIG HQC HOI VA PAO TAO

thue hién vao nhimg ngay khac trong tuan s& dugc ghi nhan bd sung (ngoai trir cac 16p do
cong ty to

Ngudi day phai ding ky ndi dung va ké hoach day hang thang trén KOI tir ngay 25 dén ngay
30 hang thang dé Phong PTTCHP tong hop ké hoach chung va théng béo trong toan cong
ty cho ngudi hoc dang ky di hoc. Khi can diéu chinh lich day, ngudi day can théng bao trude
Phong PTTCHP it nhat 01 ngay lam viéc.

Nguoi day phai gii bao cédo hoan thanh gid day dao tao tir ngdy 1 dén ngay 5 hang thang,
gdm tiéu chuan:

o Bitbudc: Tai liéu file powerpoint (trinh by giang day va luu trit va/hodc s hoa bai giang
E-learning); Hinh anh t6 chirc 16p hoc va Phiéu diém danh hoc vién. Khuyén nghi noi
dung hitu ich cho hoc vién lién phong ban tham dy; Két qua danh gia cudi khoa hoc ciia
hoc vién.

o Khong bt bugc: Két qua bai kiém tra cudi khoa ctia hoc vién; Céc tai liéu tham khao,
biéu mau hudng dan, ...

Phong PTTCHP thyc hién kiém tra ngau nhién cac 16p hoc theo lich di dang ky.

Givo
Dbi twgn dal y | Giohod Luu
i u
STT ong ,’y Théng y
Thang
Ban lanh dao: Cap LP1, 4 g Chi ghi nhan sé gio day dugc t6 chirc
1 |Lb2 vao cac ngay Thir Bady hang thang:
) Cén bo quan Iy Cap QLI 4 g - Puogc tinh gi¢ day online, nhung
trd 1én khong vuot qua 50% tong sb gio.
, ) o - Puogc tinh gi¢ Coaching 1:1, nhung
Trudng nhom trg 1én s L ST
., . c6 kém bao cdo (01 gid/phién
(Khong ap dung doi voi .
3 , , . , coaching 1:1)
trudng nhém khong co 4 8 , Y . .
Y - Puogc tinh gi¢ dong gidng, chia
nhan vién) . Y £ w
trung binh gio trén tong s6 nguoi day
- Tat ca CBNV (ngoai trir Ko
4 cong nhan, NV1, Lai xe, ong 8 Tinh ca gio hoc online trong cong ty
ap dung
tap vu)
Cong nhan, cac vi tri NV1 .
R N Khoéng TP
5 | (khong bao gom lai xe, tap | , 2 Ca hoc 15 phut trudce gio ca sang
ap dung
vu)
. Khéng | Ap dung theo cac chuong trinh bat budc cia cong
6 | Laixe, tap vu ,
ap dung | ty
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5.2.3. Cac ngi dung hoc tap va dao tao

o Az Doi Hinh thirc
Nhom néi dung Mo ta
tuwong danh gia hoc vién
Nhém 1: - Kién thuc vé lich str, van hoa. .. Toin b Bai kiém tra kién thire,
: . . A oan bo | . . -
Pao tao vin héa | - Quy dinh, quy trinh, ndi quy. CENV danh gia két qua ang dung
& - Cac k¥ niang mém co ban can thiét. . . [theo ti€u chi cua ting khoa
K§ ning mém £ 2 Tap doan h
y - Kién thirc san pham co ban... oc.
Bao gom cac khoa hoc nham phat trién | Toan bo , . . .
Nhém 2: . N Ol o Ching nhan hoan thanh
nang luc lanh dao va nang luc quan ly, | BLD/ ] . .
Pao tao ning , . . V. . khoéa hoc, ké hoach hanh
’ cac chuong trinh dao tao kién thie - ky | CBQL | .
lye BLD/CBQL | =~ L . . |dong hay KSI iing dung.
nang lanh dao va quan ly déi nhoém. Tap doan
.. |Bai kiém tra kién thirc,
Nhém 3: S A | Toanbo | f s
Bao gom nang luc chuyén mon/nghiép Ching nhan hoan thanh
Diao tao Chuyén . £0 X CBNV . £ .
. n vu theo timg Khoi/Ban/Bd phan. ) . |khoa hoc, ké hoach hanh
mon nghiép vu Téap doan | __
dong hay KSI tng dung.
Can by |Chung nhan hoan thanh
Nhom 4: Theo timg chuong trinh dao tao phat| ngudn |chuwong trinh can bo
Daotaocanbo | ., , . A s N
nguﬁn trién can bd nguodn. duoc lya [nguon, bao cdo KSI thude
chon |du an.
Nhém 5: Bao gdom cac Chuong trinh dao tao vé
3 5 An toan vé sinh, An toan lao dong, | Toan bo » .
bao tao cae . L L ne " |Thi kiém tra danh gia va
Chirng chi bat | Phong chdy chira chay va cac chwong | CBNV | | ) ) .
. . . . . o . . . |cap ching chi hoat dong.
bugc cia Nha | trinh khac theo dic thu ting nganh | Tap doan
nudc

nghé.

5.2.4. Cach trién khai ghi nhan s gio dao tao va hoc héi

- Cong tac ghi nhan ) gi0 dao tao va hoc hoi dugc thyc hién theo “Quy trinh trién khai dao tao”

va dir liéu “Bdo cdo dao tao thang”.

5.3 Quy dinh thuwong phat

- Quy dinh thudng phat muc dich rén luyén y thirc tham gia hoc hdi va dao tao, nang cao tinh

tuan thu tr d6 nang cao chét luong hoc hoi va dao tao cua toan thé CBNV trong tap doan.
- HH&PT thuc hién gui bdo cdo thudng phat dinh ky hang Quy.
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a. Co ché khen thuwéng

STT

Chi tiéu

Khen thuwdéng

1

bat 100% chi tiéu gio day hang
thang

Khong ap dung

2 | Vuot X gio day hang thang so voi chi | X gio day *100 Karofi Point
tiéu (Quy d6i ti da khong qua 500 point/thang)
Hoic duoc phép phan b, bu trir sb gid vuot vao cac
thang tiép theo trong cung Quy
3 | Phu cap thiét ké tai liéu, ndi dung dao | 500.000 vnd/bd tai liéu mai.
tao moi (chuyén dé c6 thoi luong | Khong ap dung ddi véi cic ndi dung dao tao
giang day tir 4 tiéng tr¢ 1én). Yéu cau | thudce pham vi trach nhiém chuyén mén chinh
Tai liéu dat chuin (du tai licu day, yéu theo mo ta cong viéc cia vj tri, bao g@)m nhung
gido an dao tao, cau hoi kiém tra... | khong gii han & cac truong hop nhu:
theo quy dinh) e Chuc danh c6 nhiém vu dao tao la chic nang
chinh (vi du: Trudéng phong dao tao, Chuyén vién
bao tao...)

o Céc vi tri co trach nhiém dao tao/chia sé kién
thirc chuyén mén bét budc gan véi vai trd cong
viéc (vi du: Product MKT dao tao san phém, ky
thuat dao tao k¥ ning xir Iy su ¢d, v.v.).

4 | S6 gio hoc vuot quy dinh trong thang | Puoc phép phéan bo, b trir s6 gioy vurot vao cc thang

tiép theo trong ciing Quy

b. Co ché ky luat

STT

Chi tiéu

Ché tai

1

Ma hi¢u: Qb01.HHPT.TCMHO

Nop bdo cdo gid day hang thang chdm
hodc khong ndp, hodc khong du ti€u
chun bt budc

Ap dung theo quy dinh gidm trir thuéng danh gia
thang.

Khong hoan thanh s6 gio day trong
thang

(thiu tir 1 gio day khong di theo tiéu
chuan, cac ndi dung day khéng thudc
trong linh vuc chuyén mon phu trach)

Khong hoan thanh da 100% s6 gio hoc
trong thang

- Gidm 2% thudng danh gia thang (tuong
duong Muc 2 theo Quy dinh gidm trir thuong
danh gia thang) trén 1 gid thiéu.

- Truong hop tai pham tir thang thir hai trong
cung quy, tang 01 mtrc xu 1y so véi muc da ap
dung trude do.
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VI. HOSOLUU
STT Tén ho so Trach nhiém luu Noi luu gi::(‘l)lu Ghi chua

Phong Hanh chinh | Phong Hanh chinh

. Ban
Quy dinh chi tiéu sé | HH&PT HH&PT .
. ni o x an . goc/Ban
1| gio hoc hoi va dao | phong Hanh chinh | Phong Hanh chinh | 3 nam sao/Ban
tao Nhan su cac don vi | Nhan su cac don vi X
mem
thanh vién thanh vién
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