CONG TY TNHH BAOZ GROUP

Mi s6: 01-2024/QD-QT/PT

QUY PINH PAO TAO & PANH GIA
NHAN VIEN/QUAN LY KHOI VAN HANH

LAan ban hanh: 01

Hiéu lyc: 11/10/2024

Trang: 1/10

QUY PINH PAO TAO & PANH GIA
NHAN VIEN/QUAN LY KHOI VAN HANH

TRACH ~ . . : ) 3
NHIEM BIEN SOAN XEM XET KIEM SOAT PHE DUYET
CHO | o
) / i
H,?E\I;A Duong Phic Anh | Chau Thi Kim Hoang Vii Lé Hoang Truc
C;IBTC Chuyén vién dao tao TP Nhan sy Ban Giam Déc
LICH SU SOAT XET
Phién ban/Lan ban hanh Stra d6i Piém/ Muc MO ta ndi dung Ngay hiéu luc

01 Ban hanh méi

ol..12024




CONG TY TNHH BAOZ GROUP M sb: 01-2024/QD-QT/DT

LAan ban hanh; 01

QUY BINH PAO TAO & DANH GIA Hiéu luc: 11/10/2024

NHAN VIEN/QUAN LY KHOI VAN HANH [ Tyang: 2/10

[ MUC LUC
LDLIC DL, .. oo i b b comes et o obis sobcesisamiieesmsosbs ettt st i e i dmem s 2
IL PHAM VI AP DUNG ..o seceeeseeeeseeeeseeseseeseseeeseseseessesessesss e sesssesss s sss s ssssssessssssseses s eeseeseees 2
IIL TAT LIEU THAM KHAO .........ooivoivoeeeeeeeeeeeeeeeeseeeeeseeeseseesseeesseessssesssssesss s s s s s s ss s esses s sese oo 3
IV. DINH NGHTIA VA CHU VIET TAT ......covvooivoeeeeeeeeseseeeeeeeeseseseseesssesssesseessssssssessssssssess s sesssessssoes 3
IVIDINh REITA ...ttt sttt ettt et ea et enentete e erens 3
IV 2, I VIR B 5055554555 cmemne oo sssnsssasomssssormesibpeansss s s s s onsesestrashosmasseoniss 3
Vo TUAN THU....coooooiisiiuiieresessessssssssssssssssssssssssssssssssssssssssssssss e esssssssssssssssssssossssssssssssssssseensesssees 3
VL NOIDUNG........cotniiiieieiieiie sttt sttt et sss s ssss st ae e ssessessasseesesseesessassassesseseessesesssesssssssassassesees 3
VL1. Chuong trinh do tao tiéu chuin va nhitng quy dinh chung ...........ccoooovviiviii, 3
VL1.1. Chuong trinh d2o t20 ti CHUAN .................co..iveeeeeceeeeeeeeeeeeeee e ee e eeeeee e ss e ss s 4
VL.1.2. Nhitng quy @dinh ChUDE.............ccccooiiimiiiiiieeeece e st 4
VL1.2.1. Quy @inh ChURE ...ttt ettt 4
VIL.1.2.2. Quy dinh déi véi ngudi dao tao (Gidng vién) va ngwoi danh gid................ccoooveeenennnn. 4
VI.1.2.3. Quy dinh d6i v&i nhAn VI8N/QUAN I ..............oooeeeeeereeeeeeeeeseee e 5
VL.2. Quy trinh dao t20 va @AND Gia............ccocoviviiiiiieieec e 6
Nl T 01D ccvsssscsmsssccsmssmmnsnastionistioonsitbesomiatbrborsrshxmiamimmmsss et 6
VL2.2. Difn @IA1 QUY tFNR.......vvooveeeeeeseeeee e ee e seses s se e ee e ss e es e ess s eesens 7
VL3. Quy dinh vé thye hién danh gid sau dA0 tA0 ..o 8
VI.3.1. Quy dinh vé Kiém tra Kién thirC..................coovveeeeereeeeeeeeeeeeeseeeeeeeeeeseeeseseeseeseeseseses e eessees e 8
VI.3.2. Quy dinh vé dAnh is thre BANN ..................ooooeieeeeeeeeeeeeeeseseeeeeeeeseee s ee e e e 8
VI.3.3 Thoi gian bit bugc hoan thanh dA0 t0............cccccoovvviiiiiiiiicccc e 8
VII. Xi¥ ly vi pham vé tham C10 N0 T vy mmssms s R BT AR R A AR Fim o 8
VIIL PHU LUC/BIEU MAU DINH KEM........oooooivveieoeeeeoeseeeeeeeseecesseeeesesesseseses e sesseesssssssesssesesssons 10

I. MUC PicH
Tai li¢u nay dwa ra cac quy dinh vé viéc dao tao va danh gid nhan vién/quan ly nham dam bao cac tiéu chuan
dich vu ctia cong ty Baoz Group.

Il. PHAM VI AP DUNG
Toan b cac co sé kinh doanh am thyc thudc khoi van hanh tryc thudc cong ty Baoz Group.
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IIL. TAI LIEU THAM KHAO
- Sb tay véan hanh (SOP).

- C4c tiéu chudn, quy dinh, quy trinh van hanh da dugc phé duyét.
IV. PINH NGHIA VA CHU VIET TAT
IV.1 Dinh nghia !

- Panh gi4 1a quy trinh kiém tra sau dao tao bao gbm 2 hoat dong la kiém tra kién thirc, tiép theo sau la kiém
tra ning luc thyc hién sau khi nhan vién/quan ly dugc thuc hanh.

- Pao tao dugc hiéu 1 c6 thé thyc hién bing hinh thirc tryc tiép hodc hinh thirc truc tuyén.
- NH duoc hiéu 14 tit ca cac co s& kinh doanh Am thuc ctia cong ty Baoz Group.

IV.2 Chir viét tit
- TTT: Train The Trainer

- PDT: Phong dao tao

- BGD: Phan quyén phé duyét

- OPS: Phong van hanh

- CCDC/TTB: Cong cu dung cu, trang thiét bi

- OJT: On-the-job Training (Pao tao tai chd)

- NV/QL: Nhan vién

- QL: Quan ly

- GV: Giang vién

- NH: Nha hang

V.TUANTHU

Nhan vién can tuyét d6i tudn thu cac ndi dung duge trinh bay trong quy trinh ndy. Trong trudng hop vi pham,
ngudi vi pham s& chiu cac bién phap ky lut theo quy dinh tai Nbi quy lao dong va/hodc Quy dinh thudng phat
ctia Cong ty Baoz Group tily theo mirc d6 vi pham va quyét dinh ctia Ban Piéu hanh xtr ly cho tirng trudng
hop.

VI. NOI DUNG
VI.1. Chwong trinh dao tao tiéu chuén va nhirng quy dinh chung
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VI.1.1. Chwong trinh dao tao tiéu chuin
~ Nhén vién T6 truéng Trwéng ca - Quéanly

(1). Hoi nhap vao méi | (3). Tré thanh quan ly | (4). K§ ning quan ly (5). Ky niang quan ly

\ N A A A
trueong lam viéc. + S&n sing @ lénh dao. (Phan 1). (Phan 2).

Al A \ A . - + 7 , \ s X A r o \ \
=+ Hol n}}ap vao moi + Dio tao tai chf (OIT) Baq cdo va thiet lap + Danh gia nha hang.
truong lam viéc. muc tiéu. bl 22 -

+ Quan ly dich vu cham ; SOl ly Comt.viohal

+ V¢ sinh an toan thuc i : G + Dao tao nguoi huan & trang thiét bi.
pham. layga + Tuyén dung & phat

+ An ninh — An toan
trong vén hanh.

+ Dich vu cham trai tim.
+ Quy trinh van hanh
cédn ban

(2). Dao tao cong viéc

+ Quan ly nhan su co
ban.

+ Quan ly vé sinh, vé
sinh an toan thyc pham
& an toan, an ninh.

+ Phan b0, sap xép nhéan
vién trong ca lam viéc.

+ Thong tin hiéu qua
den doi ngil.

+ SAp xép nhan vién va
kiém soat chi phi

+ Vén hanh ca xuat sac

trién doi ngil.
+ Xay dung moi truong
lam viéc than thién.

tai chd (OJT - Noi dung
chi tiét theo quy dinh tai
phu luc K& hoach dao
tao néi bo (miu tir
PPT).

VIL.1.2. Nhitng quy dinh chung

VI.1.2.1. Quy dinh chung

- NV/QL chi dugc chinh tl‘u’rc thue hién cong viéc mot cach doc 14p (Khong c6 sy kém cdp ciia mot ngudi
khac) sau khi hoan thanh day du quy trinh dao tao va danh gia dugc quy dinh.

- NV/QL phai tuan thi 1§ trinh ddo tao va ndi dung dao tao tidu chuin dugc quy dinh tai tai muc VI.1.1.

- Mot s6 chuong trinh dao tao chi doi hdi kiém tra kién thirc ma khong cin thyuc hanh. C4c chwong trinh trong
nhom nay s& dugc néu rd yéu cau nay néu co.

- NV/QL méi phai hoan thanh K& hoach dao tao ndi bd theo quy dinh theo form miu (PPT).

- NV/QL phai hoan thanh viéc tham gia dao tao va dénh gia sau dao tao trudc khi ddm nhan cong viéc tuong
tng vai tirng vi tri.

- Céc ndi dung dao tao phai bam sét sb tay van hanh thuong hiéu va tiéu chuén, quy trinh, quy dinh van hanh
da duogc ban hanh.

VI.1.2.2. Quy dinh d6i v6i ngwoi dao tao va nguoi danh gia

- Nguoi dao tao cé trach nhiém phat trién cac bai kiém tra sau dao tao theo quy dinh.

- Phai la 2 nguoi khac nhau. Nguoi danh gia phai la ngudi ¢6 vi tri cdng viée cao hon hoc vién 1 bac hodc ¢6
tham nién it nhat 2 nam.

- B4 hoan thanh khoa dao tao gidng vién ndi b (Dao tao ngudi huéng dan — TTT).

- Tranh dua ra thao luan trong 16p hoc cac dé tai nhay cam, khong phu hgp vén hda cong ty Baoz Group va
vin hoa Viét nam nhu ché do nhan vién, chinh tri, ton gido, gidi tinh...

- Dao tao vién khi dirng 16p phai ddm bao trang phuc va tac phong phu hgp v&i méi trudng dao tao ciing nhur
quy dinh cong ty Baoz Group.
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V1.1.2.3. Quy dinh vé d6i twong tham gia do tao

a) Nhén vién thudc dién bit bugc tham gia diy di hoc Iy thuyét va thi thye hanh gdm cac ddi twong :

Nhan vién mé&i nhan viéc (tan tuyén)

Nhén vién part time (tr 6 thang tré 1én)

Nhan vién tham nién, chua tham gia cac chuong trinh dao tao co ban (bét budc)
Nhan vién thi 02 1in két qua “KHONG PAT*’

Nhan vién thiang cip theo 16 trinh thing tién

b) Nhéin vién thudc dién bit budc tham gia thi thwe hanh gbm céc dbi twong :

Nhan vién quy pha ché

Nhan vién tiép thuc/ phuc vu
Nhén vién thu ngan/ 1€ tin

Cép quan ly, nhan vién thing cip

*P6i véi nhan vién bd phian Vé sinh rira chén/ Bio tri/ Bio v§ tham gia cAc chwong trinh sau diy :
Pao tao hdi nhdp

Vé sinh an toan thyc phim (VSRC)

An toan an ninh khu vire (VSRC/Bao tri/Bao v§)

Céc chuong trinh bd sung theo yéu ciu ctia BQL va BGD

*P6i véi nhan vién Thé cong, Thoi vu ngin han khong yéu ciu tham gia dao tao
¢) Vé dong phuc, tic phong khi tham gia 16p hoc

e Trong ca lam, c6 thé mac ddng phuc cong ty
e Ngoai gio, 40 thun ¢6 cb, hodc so mi quan dai, trang phuc phu hgp cong SO
e Khong mic quén sot hodc trang phuc phan cam gy anh hudng thuan phong m¥ tuc.

*Trwong hop khong diung tac phong, phong dao tao sé cho vé va cip nhét tinh hinh cho ban quan ly
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VI.2. Quy trinh dao tao va danh gia
VI.2.1. Lwu d6
Theo
BGD
Khoéng duyét
v
(1). Thong tin t& (3). Chuén bj dao (5). Trién khai dao N
PDT chirc dao tao tao tao (7). Luu ho so
A A
OPS ).
Nhén thong tin
(6). Tham gia dao
NV/QL tao & danh gia sau

dao tao
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V1.2.2. Dién gidi quy trinh

STT

Buwée
cong viéc

Trach nhiém

Cung cip
théng tin

Thwe hién
cong viéce

Chiu
trach
nhiém
cudi cing

()

Thoi
gian
thwe hién

X s R X
Dién gidi, Biéu mau

Thong tin tb

chirc dao tao

PDT

PDT

PDT

1 ngay

- PPT thong bao bang email
thong tin t6 chic chuong
trinh dao tao dén khéi vén
hanh.

- Céc thong tin thong béo tbi
thiéu can c6 bao gdm:

+ Tén chuong trinh dao tao
+ Muc ti€éu chuong trinh dao
tao

+ Thoi gian, dia diém t6 chic
du kién va cach thirc t chic
+ Pbi tuong tham gia

Nhan thong tin

OPS

OPS

OPS

3 ngay

- Phong van hanh co6 trach
nhiém truyén dat thong tin vé
chuong trinh dao tao dén
toan b0 NV/QL.
- Phong véan hanh gui thong
tin dang ky NV/QL tham gia
dao tao bing email dén
phong dao tao.

Chuén bj

PDT

PDT

PDT

1 ngay

- PDT chuén bj “Thong Bao”
trinh duyét BGD lién quan
dén chuong trinh dao tao.

- PPT chuén bi c4c vin dé hd
trg cong tac td chirc chuong
trinh dao tao:

+ Danh sach NV/QL tham
gia

+ Pia diém t4 chic

+ CCDC & TTB cén thiét
(May chiéu, man chiéu, hoc
cy,...)

+ Tai liéu lién quan

Phé duyét

PDT

Theo BGD

PDT

Theo
BGD

- PDT chuyén tai liéu dao tao
cho phé duyét tr BGD.
- PDT theo d&i tién trinh phé
duyét va cap nhat, bd sung
thong tin theo yéu cau

Trién khai dao

tao

PDT

PDT

PDT

Theo
tirng
chuong
trinh dao
tao cu thé

- PDT trién khai hoat dong
dao tao:

+ Email théng bao tham gia
v6i ddy du cac théng tin
dugc cdp nhat chinh xac tai
budc chuén bi.

+ Thuc hién tb chirc dao tao
theo danh muc logistic da

chuén bj truge d6

<
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Trach nhiém
Buée Chiu Thoi ) s
et cOng viéc Cung cip | Thyc hi¢n tra.cAh I Dien gusi, Biew miv
,. . ol tan® nhiém thwe hién
thong tin | cong viéc £ % ’ :
cuoi cung
(*) ,
+ Thuc hién dao tao thuc té
- NV/QL tham gia dao tao
theo théng bao tur t dao tao
Theo s 4
s as \ duoc gtri boi PDT

Tham gl dio tung - Tuén tht cac quy dinh tham

6 |tao & danh gia| PDT NV/QL OPS chuong | . auy <l
- I . gia chuong trinh dao tao &

sau dao tao trinh dao dink il 2

tao cu thé | danh gia sau dao tao duogc
= thong bao cu thé theo ting

chuong trinh dao tao.
-PDT lwu trit cac dit liéu dao
tao lién quan: Danh sach
tham gia, di€ém s0, thanh tich
cac hoat d@pg q‘éo tao lie}n
7 | Luuhd so PPT | PDT/OPS | PDT/OPS | 3 ngay gg;m’ e e kil
- Phong van hanh chi dong
cap n},lét dé ghi nhan, theo
doi tién trinh dao tao cua

NV/QL.

(*) Nguoi chiu trach nhiém cudi cung duoc hiéu la nguoi co quyén cao nhat cia Phong ban dwoc xdc dinh
trong cot nay.

VL3. Quy dinh vé thwe hién danh gia sau dao tao
VI.3.1. Quy dinh vé kiém tra kién thirc
- Yéu cau vé ngi dung;:

+ Phai gdm tdi thidu cac ndi dung lién quan dugc néu trong sb tay van hanh va tiéu chuan, quy trinh,
quy dinh van hanh d4 dugc ban hanh.

Phai dugc trinh bay theo dinh dang cau hoi tréc nghiém hoac tu luan (tuy cép bac)

Duoc tinh 1a PAT vai s6 diém tir 80% trd 1én, m&i duge xem 1a hoan thanh dao tao 16p d6

HV duoc thi lai it nhat 01 lan s6 diém tir 85% tré Ién

Trudng hop thi 02 1in KHONG PAT, HV s& tham gia hoc lai kém danh gia

- Phai trao dbi v6i NV/QL néu ¢6 cau hdi nao trong bai kiém tra kién thirc d tra 10i sai, nham dam bio NV/QL
hi€u dugc 16i sai, nhu thé nao 1a quy trinh diing, dong thoi phai xac nhan rang NV/QL da hiéu diang.

- C6 thé thyc hién cho kiém tra lai néu NV/QL chua dat chudn. Trudong hop NV/QL truot sau 2 lan kiém tra
kién thire, NV/QL phai tham gia dao tao lai.

V1.3.2. QUY PINH VE PANH GIA THY'C HANH
- Yéu cau vé ndi dung;:

+ 4+ + +

+ Phai gdm tdi thiéu cac nodi dung lién quan dugc néu trong s tay van hanh va tiéu chuin, quy trinh,
quy dinh vén hanh da dugc ban hanh.

+ Phai dugc thuc hién dudi sw quan sat truc tiép cua ngudi danh gia.

+ Phai dugc trinh bay theo dang danh muc (checklist) cac hoat dong can thuc hién dé dé dang danh gia.

+ Duogc tinh 14 hoan thanh khi tit ca cAc tiéu chi duoc tuan thi 100% ma khong cin sy trg gitp tir ngudi
khac.
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- Phai quan sat NV/QL thyc hién theo cac ndi dung duogc dao tao, dua ra danh gia duwa trén cac tiéu chi danh
gia cé san.
- Cho phép NV/QL thyc hién cdng viéc theo sy hiéu biét ciia chinh ho. Chi duge can thiép khi NV/QL vi pham

nghiém trong cac tiéu chuén nhim dam béo hoc vién c6 di nang lyc thue hig¢n cac cong viéc ma khong cén su
hd trg truc tiép nao.

- C6 thé thyc hién viéc danh gi4 lai néu NV/QL chua dat chuén. Trudng hop NV/QL KHONG DAT sau 02
lin d4nh gi4 thuc hanh, ngudi dénh gia phai sap xép cho hoc vién thém thoi gian thuc hanh va thyc hién danh
gia lai sau do.

- Sau khi NV/QL hoan thanh kiém tra va danh gia, ngudi danh gia thuc hién Iuu hd so va cap nhét vao bao céo
dao tao va phiéu theo dbi tién trinh dao tao cua NV/QL (Form dugc cung cp bsi phong dio tao).

VI1.3.3
@)

THOI GIAN HOAN THANH CAC KHOA PAO TAO BAT BUQC

NHAN VIEN TAN TUYEN phai hoan thanh trong vong 20 ngay cac chuong trinh bét budc sau:
Dao tao hdi nhdp (gidi thiéu cong ty, chinh sach phuc lgi, ndi quy)

An toan vé sinh thuc phém
An toan an ninh tai nha hang
Quy trinh van hanh cin ban
Dich vu cham trai tim

NHAN VIEN THAM NIEN (ngudn) it nhét 12 théng
Lo trinh t6 trwéng (ndm vitng kién thirc va quy trinh van hanh duoc it nhét 03 quiy)
Lo trinh trwéng ca (nim ving kién thirc va quy trinh van hanh dugc it nhit 04 quay)
L§ trinh quan 1y (ndm viing kién thirc va quy trinh vén hanh duoc it nhat 05 quay)

VIL1.1 XU LY VI PHAM VE THAM GIA PAO TAO

theo lich dé dang ky ma khong
bao trude hodc thong bao tré
khong cd ly do chinh déng

STT | TRUONG HQP VI PHAM POI TUQNG HINH THUC XU PHAT
XU PHAT
1 | Nhan vién khong dén tham gia Nhén vién -Lap bién ban xir phat

01 bién ban/ 01 l4n vi pham

Quan ly & trudng ca khong Quan ly -Lap bién ban xir phat
thong béo cho PDT v& viéc nhan Trudng ca 01 bién ban/ 01 14n vi pham
2 | vién xin vang hoic doi lich -Xét vao KPI hang thang
Quan ly/ trudng ca - 5% KPI dao tao/01
nhén vién
3 | Nhan vién tré hoan thanh dao tao Nhan vién -Tam git thu nhap gan nhit cho dén khi
so vi khung thoi gian quy dinh hoan thanh dao tao theo quy dinh
(ddo tao bit budc)
4 | Quaén ly/ truong ca khong dang Quan ly Xét vao KPI hang thang
ky cho nhén vién d4n dén nhan Trudng ca 01 nhén vién qua han = 01 bién ban
vién bi qua han Quan ly/ trudng ca - 5% KPI dao tao/01
(ddo tao bat budc) nhén vién
5 | Nhan vién thiéu t6n trong giang Ap dung toan bs | -Lép bién ban xu phat
vién, khong tudn thi ndi quy. nhén vién tham gia | 01 bién ban/ 01 14n vi pham
dao tao -Xét vao KPI hang thang
Quan ly/ truong ca - 5% KPI dao tao/01
nhén vién
6 | Nhan vién khong thuc hién bai Ap dung toan bd -Lép bién ban xir phat
kiém tra/ diém thép khong chu nhan vién tham gia | 01 bién ban/ 01 14n vi pham
dong thi lai. dao tao -Xét vao KPI hang thang

Quan ly/ trudng ca - 5% KPI dao tao/01
nhéan vién

X
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VIL1.2. TUAN THU

Pé dam bao tinh tuan thu va dong nhét vé dich vu. Moi trudng hop vi pham, s& dugc tinh vao diém thudng
cu6i nam va 1 trinh thing tién cho cdc cap nhén vién/ quan ly theo quy dinh cua Cong ty Baoz Group tity theo
murc do vi pham va quyét dinh ciia Ban Giam Doc xtr ly cho tirng truong hop.

VIIL. PHU LUC/BIEU MAU DPiNH KEM

Noi Tau Thoi han lwu ho so

ho so

Stt Tén phu luc/biéu miu M sb -
Ban citng Ban mém

1 |LO trinh dao tao tan tuyén 3 nam 10 nam

2 [Ké hoach dao tao ndi bd (ngudn) 3 ndm 10 ndm




