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QUY DINH THAM GIA HOAT PONG PAO TAO
(Ap dung cho todan b CBNV Céng ty Phdn phoi FPT)
1. Pham vi ap dung

1.1. Ap dung cho toan b9 cac hoat dong Pao tao do Cong ty FPT/Cong ty Phan phdi FPT to
churc hodc tham gia.

1.2. Dbi tugng 1a toan by CBNV Cong ty Phan phdi FPT dang ky tham gia hay thudc ddi tuong
c6 nghia vu tham gia theo danh sach diang ky hodc duoc yéu cau tham gia cu thé cua ting
khoa dao tao, cua cac Can b Quan ly, Can bg thyc hién Cong tac dao tao, Ban T chirc Can
bd Cong ty Phan phdi FPT.

1.3. Tét ca cac truong hop dic biét ndm ngoai Quy dinh nay phai duoc dé xuét, xem xét va phé

duyét ciia Truong BO phan, Ban Tong Giam ddc Cong ty Phan phéi FPT.

2. Chinh sach dao tao
2.1. Céng ty Phan phdi FPT khuyén khich va tao diéu kién tot nhat cho CBNV nang cao ning

lyc, trinh d6 chuyé€n mon thong qua cac khoa dao tao, cac hoat dong tu hoc hay trao doi tri
thirc nham xay dung doi ngii CBNV gioi va viing manh.

2.2. Hang nim CBNV Céng ty Phan phdi FPT s& duoc tham gia cac chuong trinh dao tao do
Cong ty xdy dung va td chirc trén co s& khao sat nhu cau dao tao cta cic CBNV trong Cong
ty (vdi thoi heong va thoi gian té chire cu thé cho tirng khéi chuyén mén chire ning)

2.3. Ngan sach dao tao danh cho mdi CBNV va ké hoach dao tao hang nam s€ duoc Ban Téng
Giam Pdc Cong ty Phan phdi FPT xem xét va phé duyét, Ban TCCB cong ty c6 trach nhiém

t6 chue, theo doi, danh gia hiéu qua va bao cdo cho Ban TGD.

3. Thuec hién cac hoat dong dao tao
3.1. Tiép nhdn nhu cau dao tao:
CBNV Cong ty Phan phéi FPT c6 thé giri nhu cau dao tao vé Ban T6 chitc Can bo Cong ty Phan
phéi FPT theo céc hinh thirc sau:
- Théong qua phiéu khao sat nhu cau dao tao thuc hién trong pham vi toan Cong ty hang
nam
- Thong qua danh gia Checkpoint — Nhu cau/Dé xuét phat trién c4 nhan
- Str dung Biéu mau Pon xin di hoc (eiso.ho.fpt.vn), (dp dung doi véi cdc khéa ddo tao

ngoai ké hoach)



Luu y: Nhu cau ddo tao phai duwoc gii vé Ban Té chire Cén bé trude thoi diém Ké hoach Pao tao

Céng ty duwoc phé duyét va cong bé réng rii.

Voi cdc truong hop ding ky tham gia hoc ldy chitng chi, can ghi ré chimg chi can dat dwoc va té

chure dao tao.

3.2, Trach nhi¢m cdc bén lién quan

Ban TCCB c6 trach nhiém thong bao K& hoach dao tao hang nam da duogc xem xét va
phé duyét. Trude mdi thoi gian td chirc khoa dao tao, Can bd phu trach dao tao c6 nghia
vu giri théng bao tdi cac dbi tugng can tham gia trude tdi thiéu 02 tuan.

Pdi véi cac khoa dao tao ndm trong K& hoach va 1a ndi dung dao tao bt bude vai tung
Can bo cu thé, CBNS Bo phén co trach nhiém hd trg Can b Pao tao trong viéc tap hop
danh sach tham gia cua by phan minh va nhéc nhé cac CBNV thudc ddi tuong bét budc
phai tham gia day di va ton trong ndi quy chung cua 16p hoc.

Céc nhan khong thudc ddi tugng tham gia, c6 nhu cau di hoc can xin phép Truong Bo
phan va sip xép cong viéc chuyén mon. Viéc dang ky hoc phai c6 xac nhan bang vian ban
hodc email cta Truong Bo phan.

Yéu ciu bit budc véi cac CBNV méi vao Cong ty phai tham gia ddy du cac khoa dao tao
Tan binh do Céng ty to chirc. Danh sach hoc vién do CBNS bd phan ding ky theo s6
lwong nhin sy méi ciia bd phan minh trong thang. Pinh ky t6 chirc Pao tao Tén binh 1a
hang thang.

Ban Té chic s& nhan danh sach hoc vién do CBNS Bo phan gui vé, s6 lugng hoc vién
duogc dang ky tir danh sach do CBNS B6 phan giri vé s& dugc coi 1a con sé hoc vién chinh
thire tham gia 16p hoc va 1a can ctr dé phan bo chi phi dao tao theo timg B phan. Cac bo
phan c6 hoc vién bo hoc vi bét ctr 1i do gi ma khong xin phép trudc s& van chiu chi phi
tuong Ung.

DPdi v6i cac khoa dao tao bit budc nim trong ké hoach, CBNV ¢6 thé khong tham gia

,
A

neu :

v Pa c6 ddy dii cac kién thirc kj nang ma khéa hoc truyén tai. Yéu cau: Nop lai
cdc chimg chi can thiét lién quan (néu c6) hodc thong qua Pon/Email xin phép
khéng tham gia c6 phé duyét ciia Can bé Quan Iy truec tiép va Trudng Bé phdin.

4 Vi li do riéng ma khong thé tham gia. Yéu cau: Giri Pon/Email xin phép khéng

tham gia c6 phé duyét ciia Can b Qudn Iy truc tiép va Trucng BY phdn va giri vé

Can bg Dao tao trudc thoi gian khoa hoc duoc 16 chirc.

3.3. Hoc phi va tai tro



Cong ty Phan phdi FPT hd trg kinh phi cho cac khoa dao tao trong ké hoach trén co so
ngan sach dugc Ban Tong Giam ddc phé duyét hang nam.

- Ngan sach dao tao dugc st dung va phan bo trén co sé:

4 Khéa hoc t6 chire phdi ¢é hiéu qua;,

v Uu tién hé tro kinh phi cho cac CBNV cé cong hién lau niam

- Dbi voi cac khoa dao tao bén ngoai hodc dao tao lay chimg chi do Ca nhan xin di hoc,
ngan sach hd trg dugc xem xét va phé duyét dbi véi timg truong hop cu thé dwa trén mirc
d6 can thiét ciia khoa dao tao va déng gop thuc té vao cong viée. CBNV ¢6 nhu ciu di
hoc can hoan thanh cac thu tuc xin di hoc theo dung quy trinh.

- Doi voi cac khoa dao tao lay Chirng chi, mirc tai trg cy thé nhu sau:

4 CBNYV dwoc xét duyét di hoc, néu dat = 100%, néu truot = 0%

v Cdc chitng chi khdc (Puoc xem xét va phé duyét véi timg truong hop cu thé)

- Véi cac khoa dao tao trong va ngoai nuée c6 mirc hd tro chi phi dao tao cao (>500 USD
d6i voi cac CBNV thudc hgp dong LDDT va >1000USD véi CBNV thude hop dong dai
han), hoc vién s& phai ky Cam két vé dao tao bao gdm cam két vé viéc tuan thii cac quy
dinh dao tao va muc bdi thudng cho Cong ty néu vi pham cam két. Khoan bdi thuong nay
la khoan ddc 1ap véi cac khoan dao tao dugc ghi trong Hop dong Lao dong.

3.4. Tham gia khoa hoc

- Hoc vién phai ton trong thoi gian va cac ndi quy chung cua 16p hoc

- Néu nghi hoc, Hoc vién can théng bio trudc cho Can bd quan 1y 16p. Néu vi 1y do dot
xuat khong kip xin phép, thi can giai trinh 1y do ngay sau khi nghi.

- Hoc vién thudong xuyén di mudn, nghi hoc khong phép, nghi qua 30% gid hoc trong mot
khoéa hoc, nhd nguoi hoc thay, hoac vi pham cac ky luat khac s€ duge Céan bd phu trach
16p canh cdo ti da hai lan. Truong hop tai pham s& bi coi 1a vi pham ky luat bo hoc

- Hoc vién vi pham ky ludt ma khéng dugc tham gia khda hoc hodc vi bé hoc khong co 1i
do s€ phéi chiu hinh thtic Ky luat toan Cong ty va phai ndp lai cho cong ty 100% chi phi
dao tao ctia ca nhan trong khoa hoc do.

- Céc truong hop tham gia khoa dao tao ma khong dat yéu cau hodc khong dugc cap
chimg chi (néu c6) s& phai nop lai cho Cong ty 50% chi phi ddo tao ctia ca nhan trong
khoa hoc do.

- Sau khoa hoc, hoc vién c6 trach nhiém dién Phiéu danh gia khoa hoc, ndp cac tai li€u
dao tao (d6i voi cac khod hoc bén ngoai) va cac ching chi, chimg tir can thiét cho Can bd

dao tao
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