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T6 chirc Gido duc FPT S6 tay nhan vién

T chie Gido duc FPT chao mung Ban gia nhdp ddi ngii cua chung toi. T chire Gido duc
FPT ludn c¢b ging tao ra mot moi truong 1am viée chuyén nghiép va thach thirc, noi méi ngudi co
thé phat huy t6i da kha ning sang tao, c6 thu nhap xtng déng va hai long véi cong viée cia minh.

Cubn s6 tay nay danh cho tat ca thanh vién ctia T chirc Gido duc FPT. Muc dich ctia n6 1a
cung cép cho Ban nhiing thong tin quan trong nhét, can thiét nhat trong qué trinh hoa nhap va lam
viée tai TO chirc Gido duc FPT. Chung t6i hy vong Ban sé doc né cin than, nim dwoc ndi dung
va giit n6 nhw mdt nguwoi hwéng din, mot cong cu thong tin dic lue trong qua trinh lam viée
tai day.

Néu c6 bat ky diém nao khong 15, Ban hiy ngay 1ap tirc trao d6i voi ngudi phy trach, can bo
nhan sy. Ho c6 nghia vu giup do Ban.

Chung t6i rat mimg khi ¢6 Ban trong hang ngii va mong mudn su hop tac cua ching ta s&
mang lai thanh cong va hanh phiic cho tat ca.

Ghi chu

T6 chirc Gido duc FPT s& nhanh chong thong béo thay doi lién quan dén chinh sach va noi
quy cua T chirc Gido duc FPT cho toan bo nhan vién.
Hoan nghénh cac gép y vé SO tay, xin hdy giri gép ¥ cho Ban Nhéan sy theo dia chi
nhansufe@fe.edu.vn.
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1. GIOI THIEU CHUNG
1.1. St mang, tim nhin, triét 1y gido duc va viin héa

T6 chirc Giao dyc FPT thanh 1ap nim 1999, 13 1 trong cac don vi thanh vién nim giir 1 trong
3 mang hoat dong cdt 18i ctia Tap doan FPT — Tap doan tién phong trong linh vie CNTT cuia Viét
Nam.

T6 chirc Gido duc FPT (sau day goi tat 1a Truong) c¢6 St mang, Tam nhin, Triét 1y gido duc
va Van hoa dugc goi gon nhu sau:

Str ménh

Cung cap ning lyc canh tranh toan cau cho déng dao nguoi hoc, gop phan mé mang bo cdi
tri tué dat nude.

Tam nhin

Tré thanh mot hé théng gido duc mang tinh qudc té, dap tng nhu ciu xa hoi va dua trén cac
cong nghé dao tao tién tién nhét.

Tam nhin dugc thé hién trong tir khoa iGSM — [Industry Relevant — Global — Smart
Education — Mega].

Triét Iy gido duc

Gi4o duc dao tao 1a t6 chuc va quan tri viéc tu hoc cua ngudi hoc.

Van héa

- Toén Dbi Pdng Chi Guong Sang (Tén trong, Di mdi, Pong doi, Chi cong, Guong mau,
Sang sudt);

- Hoc that, thi that, thanh cong that;

- Lam khac dé lam tét.
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1.2. Co chu tb chire

To chure
Giao duc FPT
I I
Giao duc Gidao duc Giao duc
Phé thong Nghé nghiép Pai hoc
e 2 a A 4 2
Tiéu hoc Pho thaong Pai hoc FPT
cao dang
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Trung hoc 2 Sau
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2. HOP PONG SU DUNG NHAN LUC
2.1. Tuyén dung

Cén b, giang vién, gido vién (sau day goi tit 1a CBGV) duoc tuyén vao Trudng theo quy
trinh tuyén dung bao gdm cac budc loc hd so, thi tuyén va phong van/giang thir (ddi voi giang
vién/gio vién). Cac budc co thé thay dbi tily theo ddi tuong.

Truong tuyén dung cong khai thong qua cic phuong tién thong tin ndi bo ciing nhu dai
chang. Cac ddi twong tham gia dy tuyén khong phai dong bat ky 1¢ phi thi tuyén nao.

Ngoai cac kénh tuyén dung qua cac phuong tién truyén thong, Truong c6 quy dinh thuong
gold cho CBGV gidi thiéu Uimg vién c6 trinh do Tién si, Thac si vé lam giang vién co hiru tai
Trudng. Chi tiét quy dinh thuéng gold cho CBGV gidi thiéu giang vién Tién si, Thac si ky HDLD
chinh thuc vui long xem tai day.

2.2. Quy dinh vé hop dong st dung nhan luc

Truong thuc hién quy dinh vé& hop dong sir dung nhan lyc theo quy dinh ciia FPT. Cac ban
vui long ding nhdp trang https:/qms.fpt.com dé xem quy dinh tai tai liéu ma 03-
QD/NS/HDCV/FPT (ding nhap bang email @fe.edu.vn).

2.3. Quy dinh vé hop dong thinh giang

Hop dong thinh giang: La hop dong dung dé ky véi ddi tugng 1a cac giang vién/giao vién
dugc moi dén giang day, 1am viée cong tac véi Truong.

3. QUYEN LQI CUA NGUOI LAO PONG
3.1. Xép cép can bd

Cép can bd duogc xac dinh khi CBGV duoc ky HPLD chinh thirc va duoc sip xép vi tri cong
viéc hodc duoc bd nhiém/mién nhiém. Ddi véi cac vi tri quan ly, cép can bg con phu thudc vao
murc d§ quan trong va quy mo don vi cia ca nhan d6. Viéc xac dinh mure d quan trong va quy mo
don vi do lanh dao cép trén quyét dinh.

Dinh ky hang nam, lanh dao don vi cac cép ra soat lai cép can bd cua don vi cép dudi khi
tién hanh téng Kkét hoat dong nhan suy.

Quyén 11 bao hiém strc khoe tai nan FPT Care ctia mdi CBGV duge huong dya vao cép can
bo da duoc xép.

3.2. Tiéu chuan chirc danh nghé nghiép giang vién Truong Pai hoc FPT

Chtrc danh nghé nghiép giang vién bao gdm: Giang vién tap su (GVTS), Giang vién (GV),
Giang vién chinh (GVC), Giang vién cao cdp (GVCC). Tiéu chuan nay ap dung cho cac giang vién
day chuong trinh dai hoc, thac si, tién si tai Truong Pai hoc FPT. Giang vién c6 chic danh GV,
GVC, GVCC khi chuyén tir cac co sé gido duc dai hoc khac vé Truong Pai hoc FPT dugc xem
xét xép churc danh cén ctr vao quyét dinh cong nhan & don vi cii va hoc ham, hoc vi ctia gidng vién.
Viée xét cac chie danh duge thuce hién vao dau mdi hoc ky.
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Tiéu chuan chirc danh giang vién dugc thong tin chi tiét trong Quyét dinh vé viéc ban hanh
Tiéu chuan chirc danh giang vién Truong Pai hoc FPT sé 1413/QD-DHFPT ban hanh ngay
17/12/2021 tai day.

3.3. CAu triic thu nhip cia CBGV
Thu nhap nim cia CBGV bao gom:
a. Tién lwong

- Tién luong thuc té cua cac thang 1am viéc tai Trudng: Gom luong theo chirc danh cong
viéc va khoan bo sung khong ¢d dinh.

- Tién lwong thang 13 theo hiéu qua hoat dong.

- Céac khoan luong dac thu ap dung cho mét s6 vi trf hodc mot s6 don vi theo quyét dinh hang
nam cua Truong.

b. Céc khoan phiic 1oi theo chinh sach ciia Truong, c6 thé bang tién hodc khong bang tién,
c6 thé thay d6i theo hang nim.

3.4. Tién lvong thang

- Tién lvong thang ké hoach: Tién lvong thang ké hoach dugc xac dinh cin ct vao chuc
danh cong viéc, trinh do chuyén mén ky thuét, kinh nghiém va mit bang thu nhap trung binh ctia
thi truong. Tién lwong thang ké hoach bao gom:

+ Luong theo chic danh cong viée (sau day goi 1a lwong co ban): can c trén trinh dg, kinh
nghiém, k¥ ning 1am viéc, thi truong va théa thuin, mdi CBGV duoc xép vao mirc lwong phi hop
theo thang bang luong chirc danh cong viéc do Trudong ban hanh theo quy dinh cua phap luat lao
dong. Murc luong nay duge xac dinh va ghi trén hop dong lao dong, 13 cin ctr dé dong cac loai bao
hiém bt budc va cac khoan khac nhu cong doan phi, dang phi, ... theo quy dinh ctia Nha nudec.

+ Khoan b sung ké hoach: 1a phan chénh léch giira tién lvong thang ké hoach duogc x4c dinh
theo thoa thuén giita Trudng va CBGV véi lwong co ban. Khoan bd sung ké hoach 14 co s& dé xac
dinh khoan b sung thuc té hang thang cho CBGV.

- Tién luong thang thuc té: gdm tién lwong co ban thyc té va khoan bd sung thyc té trong
thang.

+ Luong co ban thuc té: tinh ti 16 v6i s6 ngay 1am viéc/huong luong thyc té trong thang.

+ Khoan b sung thuc té: tinh trén s6 ngay lam viéc/hudng luong thyc té trong thang va hiéu
qua thyc hién cong viéc cuia CBGV.

- Trong thoi gian thir viée, CBGV dugc hudng téi thiéu 85% tién luong thang ké hoach,
nhung khong thap hon Luong co ban cia CBGV.

- Tién luong thang dugc tra vao ngdy 25 hang thang cho thdi gian 1am viéc ca thang theo
lich cho CBGV hudng lwong theo thoi gian; lwong duoc chuyén qua tai khoan ca nhan cia CBGV
m¢ tai Ngan hang Tién Phong.
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3.5. Tién hrong thang ciia giang vién/gido vién

M3di giang vién/gido vién (sau ddy viét tit 1a GV) dugc xép vao mot mirc lwong co ban va
muc luong F (mtrc luvong cua 1 gio (60 phut) giang day) cdn cu trén trinh d9, kinh nghiém, k¥
nang giang day, thi truong va thoa thuan. Hang thang, GV dugc hudng luong tuong ing véi khbi
lwong gio day va cong viée thyc té trién khai dugc thong ké tir ngay 16 cia thang trudc dén ngay
15 ctia thang tinh lvong; luong duoc chuyén qua tai khoan ca nhan duge mo tai Ngan hang Tién
Phong. Tién luong thang ké hoach ciia GV bang muc F*44 gio. Quy dinh chi tra thu nhap GV
dugc ban hanh riéng, xem quy dinh tai trang https:/ssc.fpt.edu.vn (ding nhip bang email
@fe.edu.vn), duong dan: Dich vu => Dich vy nhan sy => Chinh sach nhan sy => Chinh sach nhan
su danh cho giang vién.

3.6. Diéu chinh tién lwong thang

- biéu chinh tién luong thang ké hoach, luong F dugc thuc hién nhu sau:

+ Thay dbi tién luong thang ké hoach do thay ddi cdp bac hoic chirc danh cong viée cia
CBGV;

+ Thay déi tién lwong thang ké hoach cin ctr vao két qua danh gia hiéu qua cong viéc hang
nam;

+ Khong diéu chinh ting tién luong thang ké hoach do bi xir 1y ky luat lao dong.

+ Thoi gian diéu chinh luong thang, luong F dinh ky dwoc thyc hién hang nim vao thang 02
va thang 8 (danh cho cac truong hgp dac biét).

- Piéu chinh tién lwong co ban: cin cr trén thoi gian giit bac cia timg CBGV dé xem xét
didu chinh. Pinh ky 1 dén 3 ndm xem xét diéu chinh ting bac cho CBGV.
3.7. Tién thuéng lrong thang thir 13 theo hi¢u qua hoat dong

Tién thuong luwong thang thir 13 theo hiéu qua hoat dong cia CBGV phu thudc vao Kkét qua thuc
hién cong viéc, két qua hoat dong va quy lwong cta don vi. Truong ap dung chi tra tién thudng
lwong thang thir 13 cho CBGV lam viéc dén 31/12 hang nam dé khuyén khich CBGV ting ning
suét lao dong, gén b6 lam viéc, hoc tap va tuadn thu cac quy dinh ndi bo cia Truong. Trudong hop
CBGYV khong tuan thi cac quy dinh ciia Trudng & timg thoi ky, Trudng c6 quyén khéu trir tién
thuong luong thang thir 13. Thoi gian chi trd vao cudi ndm, trude khi nghi Tét 4m lich.

CBGYV dugc chia thanh timg nhom dé xay dung céc quy dinh vé tién thuong luong thang thir 13,
goém: Can bo quan 1y; CB tuyén sinh; CBNV khdi vin phong; GV.
a. Tién thuong luong thang thir 13 clia can bd quan 1y
- Can bd quan 1y 1a nhitng ngudi c6 quyét dinh bé nhiém vao vi tri quan 1y cia Trudng.
- Tién thuong luong thang thir 13 cua can bd quan 1y phu thudce vao ké hoach thu nhap va
hi€u qué hoat dong ctia Truong, don vi va bd phan ma can b quan ly phu trach.
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- Hang nam, mdi can bo quan 1y dugc xac dinh ké hoach thu nhép dua trén quy mo, pham vi
anh huong, mic do phirc tap ctia cong viéc ma can bo quan 1y d6 dam nhan; va ké hoach
cong viéc (KPI), két qua mong doi (Target).

- Cu0i nam, can cur vao két qua cong viéc cua can bg quan ly va ké hoach thu nhép, Truong
s€ tinh toan thu nhép thuc t€ cd nam cta can bd quan ly.

b. Tién thuong luwong thang thir 13 theo hi¢u qua hoat dong cua can bo tuyén sinh

Cén bo tuyén sinh nhan tién thuong lvong thang thir 13 theo khéi lugng va két qua cong viée
thuc hién trong nim. Tién thuong luong thang thir 13 ciia can bd tuyén sinh duoc quy dinh
chi tiét trong Chinh sach khoan tuyén sinh dwoc ban hanh hang nam.

c. Tién thuong lwong thang thir 13 ctia nhéan vién khéi van phong
Can cu trén két qué thyc hién cong viéc cua cad nhan, thoi gian 1am viéc thuc té va hiéu qua
hoat dong cua timg don vi dé tinh luong thang 13 cho nhan vién khdi van phong.

d. Tién thuéng lwong thang thir 13 cia GV
Can cr vao két qua thyc hién cong viéc cua cd nhan, thoi gian lam viéc thuc té va hiéu qua
hoat dong cua ting don vi, mirc tién thudng lwong thang tht 13 ciia GV twong duong 88 gior
giang day * mirc F hé s6 1 hodc 1 thang tién luong ké hoach (d6i voi GV khong hudng theo
F) cho thoi gian 1am viée da 12 thang/ndam. Truong hgp GV khong lam viéc du 12 thang /nam
thi tinh ti 18 theo thoi gian lam viée thuc té.

3.8. Cac khoan phuc lgi
3.8.1. Nghi mat

Trudng 4p dung chinh sach nghi mat nham tao diéu kién cho CBGV c6 thoi gian nghi ngoi
trong dip hé cing dong nghiép hodc ngudi than, dong thoi hd trg CBGV mét phan chi phi cho ky
nghi mat va khuyén khich CBGV gin b6 lau dai v6i Truong.

Thoi gian nghi cu thé, d6i twgng duge hudng, mirc tién hd tro do Trudng quyét dinh va ban
hanh hang nim. Thoi gian nghi mat duoc tinh 13 ngay lam viée thuc té.

3.8.2. Bdo hiém cham séc siic khée - FPTCare

Ngoai loai hinh bao hiém bét budc theo quy dinh ctia Nha nude, Truong thyc hién mua thém
bao hiém stc khoe va tai nan cho CBGV ky hop dong lao dong chinh thirc. Chinh sach nay thé
hién sy quan tdm va tao su gn bo lau dai giira Truong va CBGV.

3.8.2.1. Poi twong dwwoc mua bao hiem FPTCare

CBGV da ky Hop dong lao dong voi Truong duge mua bao hiém FPTCare. Thoi gian mua
duoc tinh tir ngay hiéu luc cua Hop dong lao dong dau tién.
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3.8.2.2. Murc dong

Mirc mua bao hiém FPTCare duoc tinh theo cip can bo dugc xép. Truong chi 100% phi mua
loai hinh bao hiém nay cho CBGV. Néu trong ky, cip can b cuia ca nhan ting hay giam thi muc
mua va quyén loi huong ciing ting hodc giam theo.

3.8.2.3. Cip thé

CBGYV dugc cap thé bao hiém dién tir va nhan thé qua email ty dong tir Cong ty bao hiém.
Thé bao hiém FPTCare la cin ct dé duoc hudng cac ché d6 thanh toan truc tiép khi di kham chira
bénh noi tri/ngoai tru tai cac co sO'y té thuodc danh sach bao 1anh vién phi theo quy dinh ctia Cong
ty bao hiém.

3.8.2.4. quéﬁ loi

Duoc thanh toan cac chi phi thyuc té khi bi tai nan hodc gip phai cic van dé lién quan dén stc
khoé va than thé theo mtrc mua cho timg cp can bd.

Dugc tra 1 khoan phu cap cho nhitng ngay nam vién do 6m dau, tai nan, thai san (can ctr trén
giay ra vién).

Pugc tra mot khoan tién bdi thuong néu khong may bi tir vong do tai nan hoic vi Iy do sirc
khoé.

Mirc bdi thudng bao hiém tuy thudc theo chuwong trinh danh cho timg cip can bo.
3.8.3. Cac khodn ho tro

- Chi phi hd tro cong nghé: Trudng thuc hién ap dung hd tro cong nghé 300.000 dong/thang
cho CBGV sur dung may tinh xach tay cua ca nhan trong cong viéc thay cho may tinh ciia Truong.

- Chi phi h tro di lai: Déi voi CBGV 1am viée tai van phong ctia Trudng va xa trung tm
thanh phd, Trudng cung cap phuong tién xe 6 t6 dé dua don CBGV. Ngoai ra, tity thudc vao dic
thi giao thong cua timg thanh phd, Truong quyét dinh chi tra mot phan hodc toan bo chi phi di lai
cho CBGV do phai di 1am xa trung tdm thanh phd.

- Chi phi hd trg xing xe: Tuy theo yéu cau cua timg vi tri chirc danh cong viée, Trudng quyét
dinh chi tra mot phén hodc toan bg chi phi xang xe cho CBGV.

- Chi phi hd trg cudce phi dién thoai: Ty theo yéu ciu cua timg vi tri, chirc danh cong viéc,
Trudng quyét dinh chi tra mot phan hodc toan bd chi phi cude phi dién thoai cho CBGV.

- Céc khoan chi phi khac tiy theo yéu cau cia ting vi tri chtre danh cong viée, yéu cau hoat
dong timg thoi ky, Truong quyét dinh chi tra mot phin hoidc toan bd cac khoan chi phi khac cho
CBGV.

3.8.4. Cac phuc loi khdc

Ngoai BHXH, BHYT, BHTN, ché do nghi mat va chuong trinh FPTCare, CBGV con dugc
huong cac ché d6 phic loi khac nhu:
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- Tro gia mua hang, sir dung dich vu cua FPT (Gidm hoc phi cho ban than CBGV, cho nguoi
than theo hoc tai T6 chic Gido duc FPT, mirc gidm phu thudc vao chinh sach ting nam; wu dai
cudce phi internet cia FPT dang ky tai https://fcitizen.fpt.vn/ ...).

- Cac hoat dong phat trién ban than va cham lo gia dinh nhu: dao tao, hoat dong Cong doan,
Téng hoi, sinh hoat td chure Dang, Hoi Phu ntr, ...

- Tro cép déng phuc: Danh cho cac ddi tuong ¢ cac vi tri CB tu van tuyén sinh, bao vé, tap
vy, k¥ thuat, ...

3.9. Ché d¢ nghi

3.9.1. Ché do nghi ngay Ié
- Hang nim CBGV duoc nghi lam viéc, hudng nguyén lwong trong cac ngay 18, tét sau day:
+ Tét duong lich 01 ngay (ngay 01 thang 01 dwong lich);

+ Tét Am lich 05 ngay theo quy dinh ctia Nha nuéc, nhitng ngay nghi thém (néu c6) do
Truong quy dinh theo lich hang ndm;

+ Ngay Gid T6 Hung Vuong 01 ngay (ngay 10 thang 3 am lich);

+ Ngay Chién thing 01 ngay (ngay 30 thang 4 dwong lich);

+ Ngay Qudc té lao dong 01 ngay (ngay 01 thang 5 duong lich);

+ Ngay Qudc khanh 02 ngay (ngay 02 thang 9 dwong lich va 01 ngay lién ké trudc hodc sau);

- CBGYV la cong dan nude ngoai lam viéc cho Trudng tai Viét Nam ngoai cac ngay nghi néu
trén con dugc nghi thém 01 ngay Tét ¢b truyén dan toc va 01 ngay Qudc khanh cia nude ho.

- Néu nhimg ngay nghi noi trén tring vao ngay nghi hang tuan thi CBGV dugc nghi bu vao
ngay lam viéc ké tiép.
3.9.2. Ché dg nghi phép nam

- CBGV ky Hop dong Lao dong c6 d 12 thang 1am viéc tai Trudng thi duoc nghi hang nim,
hudng nguyén lvong nhu sau:

+ Pdi v6i CBGV 1a ngudi binh thuong: 12 ngay

+ Pdi v6i CBGV 1a ngudi khuyét tat: 14 ngay.

- CBGV ky Hop dong lao dong cir 05 ndm lam viéc cho Trudng thi s ngay nghi hiang nim
duogc tang thém tuong tng 01 ngay.

- CBGV c6 dudi 12 thang lam viéc tai Truong thi thoi gian nghi hang nam dugc tinh theo ty
1¢ twong tmg véi s6 thang 1am viéc trong nam.

- CBGV c6 thé st dung thoi gian nghi phép nim thanh nhiéu 1an trong ndm. Trude khi nghi
phép CBGV can 1am don theo mau hodc thuc hién yéu ciu nghi trén trang https:/ssc.fpt.edu.vn
(dang nhap bang email @fe.edu.vn) va dugc sy dong ¥ ctia Truong bd phan.
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- CBGV ky Hop dong lao dong c6 thoi gian 1am viée tai Truong tir dii 12 thang trd 1én c6
thé tam Ung ngay nghi trong nim nhung khong duoc vuot qua tong sd ngay phép ctia nim d6 néu
dugc Truong dong ¥.

- Trudng hgp CBGV cham dut hgp dong lao dong co s6 ngay nghi vuot qua sd ngay nghi
hang nim duoc huéng do tam tmg thi phai ndp lai tién luong cho nhitng ngay nghi vuot qua do.

- Trudng hop CBGV ¢6 nhu ciu nghi hing nim ma tai thoi diém xin nghi Truong khong bd
tri cho CBGV nghi duoc do yéu cau cong viéc thi hai bén sé& thoa thuan chuyén sb ngay nghi d6
sang hét quy 1 cta nam tiép theo.

- CBGV khong str dung ngay nghi hang nam s€ khong dugc thanh toan lwong cua cac ngay
phép chua su dung cua nam do.

- Trudng hop CBGV khi chim dit hop dong lao dong ma chua sir dung hét ngay nghi hang
nim dugc hudong theo quy dinh thi s& duoc bb tri nghi ndt nhitng ngay nghi hang nim con lai trude
khi chinh thae nghi viée.

3.9.3. Nghi két hon, nghi tang
CBGYV duoc nghi két hon, nghi tang nhu sau:

- CBGV két hon: nghi 03 ngay huong nguyén luong

- Con d¢, con nudi cia CBGV két hon: nghi 01 ngay hudng nguyén luong

- Cha dé, me d@é, cha nu6i, me nudi; cha dé, me dé, cha nudi, me nudi cua vo hodc chéng; Vo
hodc chdng; con d¢, con nudi chét: 03 ngay hudng nguyén luong

- Ong ndi, ba ndi, 6ng ngoai, ba ngoai, anh, chi, em rudt chét; cha hodc me két hon; anh, chi,
em rudt két hon: 01 ngay khong hudng luong
3.9.4. Nghi khong huong lwong

Trudng xem xét cho CBGV ky hop dong lao dong c6 thoi han tir 12 thang dén 36 thang, hop
ddng khong x4c dinh thoi han nghi khéng hudng lwong dé hd tro CBGV giai quyét cac van dé cua
gia dinh hodc ban than trong mot thdi gian nhit dinh ma khong anh huéng dén Truong tai thoi
diém CBGV xin nghi hodc sau do.

Trudng chi xem xét phé duyét thoi gian nghi khong huong luong t6i da 1a 01 thang cho mot
lan xin nghi.

Truong hop CBGV xin nghi khong huéng lwong vao thoi diém Hop dong sip hét han,
Trudng chi xem xét phé duyét thoi gian nghi khong hudng luong tir thoi diém xin nghi dén tdi da
1a ngay hét han Hop dong.

Truong hgp CBGV ¢6 thoi gian nghi khong hudng luong trén 14 ngay lam viéc trong thang
thi thoi gian nghi d6 CBGV khéng dugc hudng cac khoan hd trg phuc vu cho cong viée, cac ché
do phuc loi cua Truong va khong dugce tinh tham nién cong tac.

3.9.5. Nghi huong ché dp BHXH

Céc loai nghi huong ché do BHXH nhu nghi kham thai, nghi sinh con, nghi say thai, nghi
chim séc con 6m, nghi ban than 6m dugc thong tin chi tiét trong Quy dinh vé ché do nghi tai trang
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https://ssc.fpt.edu.vn, dudng dan: Dich vu => Dich vu nhan sy => Chinh sach nhan sy => Chinh
sach nhan sy danh cho giang vién/can b nhan vién.

3.9.6. Nghi he, nghi mat

Hang nam, Truong quy dinh sd ngay nghi hé cho CBGV va s6 ngay nghi nay khong bi trir
vao ngay nghi hang nam. Truong hgp, CBGV khong tham gia nghi mat trong thoi gian nghi he
theo quy dinh thi s6 ngay nghi trén khéng dugc cong vao ngay nghi hang nim cia nam do.

Thoi gian nghi: 01 tuan (Thoi gian nghi cu thé do Trudong quy dinh theo lich hang nam).

Diéu kién va dinh mic tiéu chuan nghi mét trong thoi gian nghi hé cho timg dbi twong CBGV
dugc Trudng quy dinh hang nim. CBGV dugc hudng nguyén tién lwong trong thoi gian nghi nay.

Trudng hop dic biét do tinh chit cong viée, CBGV phai lam viéc trong thoi gian Truong di
nghi mat, thi ngoai viéc dugc huong 100% tién luong va tién ché d6 nghi mat cho ban than (néu
¢6), CBGV duogc bdi dudng mot khoan tién dugce tinh nhu sau:

S6 tién bdi dudng = Tién luong thang ké hoach/sd ngay lam viéc cta thang t6 chie di nghi
mat * s6 ngay phai lam viéc * 100%.
3.9.7. Nghi nhan ngay thanh ldp Tap doan FPT 13/9

Tat ca cac CBGV duoc nghi ngay 13/9 dé tham gia cic hoat dong thé thao, vin hoa, vin
nghé do Téap doan FPT t6 chuc va duoc hudng nguyén luong (Cu thé theo lich td chirc 18 hoi 13/9
tung nam).

Trudong hop CBGV khong tham du hoat dong ky niém ngay 13/9 van di 1am binh thuong.
Truong hop khong tham dy hoat dong ky niém va khong di 1am thi tinh 1a nghi phép hoac nghi
khong hudng luong.

3.10. Ché dp di cong tac trong va ngoai nuéc

CBGYV khi di cong tac cdn ndm duoc cac quy dinh cia Truong va Bo phan vé tai chinh, cong
tac phi. Dé c6 thém thong tin chi tiét lién hé Phong Ké toan, hodc Phong Hanh chinh, hodc can bo
quan 1y tryc tiép. CBGV dugc hudng nguyén luong trong thoi gian di cong tac.

3.10.1. Ché dé cong tac phi khi di cong tdc trong nwdce

CBGV duoc cir di cong tac trong nude (bao gdm trién khai hop dong, di hop, du hoi nghi
hoi thao, marketing, 1am viéc v6i khach hang, chi nhanh hoic cac ddi tac,...) duge Truong thanh
toan cac khoan cong tic phi bao gdm tién tau xe, tién &, phu cip cong tac phi theo quy dinh cta
Truong.

Chi tiét Quy dinh ché do cong tac phi trong nudc xem tai tai liéu 06-QD/NS/HDCV/EPT trén
https://qms.fpt.com
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3.10.2. Ché dg cong tac phi khi di cong tic nuée ngoai

CBGV khi dugc cir di cong tac ngan han nudc ngoai néu khong duge khach hang dai tho
mot phén hodc toan bg cac khoan chi phi nhu an, ¢, di lai,... thi duwgc Truong chi trd dya theo Quy
dinh Ché do cong tac phi caa FPT. Chi tiét Quy dinh xem tai tai liéu 04-QD/NS/HDCV/FPT trén
trang https://qms.fpt.com.

3.11. Lam ngoai gio

Tinh chat cong viéc ¢ thé yéu cdu CBGV phai 1am ngoai gio dé bao dam dung tién do cong
viéc. Truong khong tinh phan céng viéc ngoai gid nay thanh ché do phai chi tra vao lwong, trir cac
truong hop 1am thém cb dinh theo ca va ngoai sb gio quy dinh trong thoi gian lam viéc.

3.12. Ky luat

CBGV vi pham ky luat lao dong tuy theo mtrc d6 pham 15i s& bi xir Iy theo quy dinh cia
Truong va cua B9 luat Lao dong.

Tat ca CBGV trong Trudng déu co trach nhiém phat hién va théng bao cho can bo phu trach
cac hanh vi sai trai, vi pham ky lut ciia dong nghiép.

3.13. Thuyén chuyén
3.13.1. Diéu déng

Trudng cé thé thyc hién viéc diéu dong CBGV cédn clr vao muc tiéu phat trién, nhu cau cua
hoat dong dao tao va nang lyc ctia nguoi do.

3.13.2. Thuyén chuyén theo nguyén vong

- T4t ca CBGV déu c¢6 quyén xin thuyén chuyén cong tic trong ndi bd Trudng khi thiy co
vi tri cong tac khac phu hop hon v6i minh, tuy nhién phai dwgc sy déng ¥ ciia can bd phu trach
bén tiép nhan va cua bén xin chuyén di.

- CBGV c6 nguyén vong chuyén cong tac khong duoc 1am anh huéng dén hoat dong cua bo
phan va c6 thé phai chiu dén bu thich hop cho bd phin ma minh chuyén di khoi.

3.14. Danh gia cong viéc

Vao cudi mdi ky va cac dip tong két hang ndam, CBGV phai tham gia danh gia két qua cong
viéc, két qua hoan thién k¥ ning ca nhan, doéng gop vao viéc ning cao ning lyc cua Trudng, mirc
dd hoat dong tinh than, cling nhu 1ap ké hoach cho nim tiép theo.

Ban danh gia (checkpoint) do CBGV va can bd quan 1y truc tiép cung thyuc hién va két qua
cubi cung s& do can bd quan 1y trén mot cap xac nhan. Can bd quan 1y truc tiép dua trén ké hoach
va tinh hinh thyc hién céng viée thyc té cia CBGV - vé cac mit sb lugng, chét luong, thai do - dé
c6 danh gia ding va tu van thich hop cho CBGV d6 trong giai doan tiép theo. Checkpoint can
duoc st dung nhu cong cu chinh dé lap ké hoach c4 nhan trong ké hoach chung cua bd phan va
Truong.
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Két qua danh gia s& 1a mot yéu té quan trong dé xem xét viéc tang lwong, thuong, kha ning
thang tién cling nhu ha cip hodc théi viéc cia CBGV.

3.15. Thing tién - D¢ bat

Tat ca CBGV trong Trudng c6 day du kha nang va cac td chét, tiéu chuan phu hop véi nhu
cau ciia Trudng thi déu c6 thé dugc can by quan 1y cac cap dao tao, boi dudng va gidi thiéu vao
cac vi tri do.

Céc truong hop dé bat duge quyét dinh trén co s thim do y kién dong su. CBGV duoc xét
dé bat phai co it nhat 01 nam lam viéc tai Truong (trlr cac truong hop dic biét do lanh dao phé
duyét) va duoc da sé CBGV duge moi tham gia danh gia bo phiéu tan thanh.

3.16. Dao tao
3.16.1. Quyén dwoc dao tao ciia nhdn vién

Trudng khuyén khich va tao diéu kién cho CBGV hoc hoi trau doi ky nang, kién thirc trong
cong viéc va xa hgi. Véi phén d4u 1a mdi CBGV duogc dao tao it nhat mot 1an trong nam theo dinh
hudng dao tao phuc vu cho cong viéc hién tai.

CBGV dugc Trudng tao diéu kién tham gia dao tao cac kién thirc va k§ ning phu hop voi
muc tiéu nang cao hiéu qua cong viéc.

CBGV c6 quyén ding ky tham gia cac loai hinh dao tao ma minh thay can thiét cho cong
viée, c6 quyén dé nghi Truong hd trg vé chi phi. Tuy theo muc d6 dap tng nhu cau cong viéc,
Truong co thé hd trg mot phén hodc toan bd chi phi khod hoc. Céc loai hinh dao tao bao g(‘Sm cac
khoa tir ngén dén dai han, trong nude hay & nude ngoai, hoc tap trung hay tai noi lam viéc, 16p
hoc, truc tuyén, hay ty dao tao qua sach, thi ching chi va céc hinh thurc khac.

Hang nam Trudng ban hanh Quy dinh dao tao ndi bo gém déi tuong ap dung, yéu cau hoc
tap, khen thuong hoc tap va trach nhiém thuc hién trién khai dao tao. Quy dinh dao tao ndi by nam
2024 ban hanh theo Quyét dinh s6 240/QD-DHFPT ky ngay 12/03/2024. Theo d6, mdi CBGV (trir
bao vé¢, tap vu, lai xe) co téng thoi gian lam viée trong nam theo hgp déng lao dong chinh thic tir
90 ngay tro 1én (khong tinh thoi gian nghi thai san) can hoan thanh 30 gio hoc tép, trong d6 co it
nhat 01 khoa hoc MOOC thudc danh muc ban hanh danh cho cac nhém CBGV trude ngay 01/12.
Chi tiét quy dinh dao tao ndi b dugc cap nhat tai trang https://ssc.fpt.edu.vn, dudong dan: Dich vu

=> Dich vy nhan sy => Céc quy dinh kém theo hop déng lao dong.
3.16.2. Ché dé cir cén bé di dao tao tién si
Thuc hién ché d6 cho can bd duge ctr di dao tao tién si nhu sau:

1. Pdi tuong ap dung: CBGV la cong dan Viét Nam duoc hudng ché d6 hd tro di dao tao tién
si khi dap rng mot trong cac diéu kién sau:

- La GV ky hop dong lao dong theo ché d6 1am viéc toan thoi gian.
- La can bd nhan vién ky hop dong lao dong theo ché do 1am viéc toan thoi gian di dao

tao tién s tap trung toan thoi gian.
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2. Ché d6 duoc hudng: Téng tién hd trg cho CBGV di dao tao tién si tdi da 200 triéu déng.
Cu thé gom cac khoan nhu sau:

- Tién luong hudng 50% mirc lwong ghi trén hop dong lao dong, ngoai ra GV van huong
thu lao tir cac cong vige thuc hién trong thoi gian di dao tao (néu o).

- Puoc tham gia dong bao hiém bét budc trong thoi gian di dao tao.
Thoi gian hudng ché do: can cir theo thoi gian dio tao thyc té nhung khong qua 03 nam.
4. Thoi gian yéu cau 1am viéc sau khi ddo tao xong: bang thoi gian hudéng ché d6 hd tro chi
phi dao tao.
5. Céch thirc chi tra hd tro cho CBGV di dao tao tién si:

- Déi véi CBGV di dao tao tién si tap trung toan thoi gian: nhan tién luong hd tro hang
thang.

- Dai voi truong hop GV vira di dao tao tién si vira tham gia giang day: nhén tién luong
ho trg dinh ky 6 thang/1 1an vao thang 1 va thang 7 hang nam, véi thang dau tién di dao
tao nhan tién lvong ho trg tuong img véi thoi gian con lai trong chu ky 6 thang.

3.16.3. Ché dp boi thwong chi phi ddo tao

3.16.3.1 Truong hop CBGV dwoc cit di ddo tao phdi béi thuong chi phi ddo tao:

Truong hop 1: CBGV dugc hudng ché do hd tro di dao tao dang trong thoi gian dugc hudng
hd tro di dao tao tu ¥ bo viéc hodc don phuwong chdm dirt hop dong.

Truong hop 2: CBGV dugc hudng ché dd hd trg di dao tao tu v bd hoc hodc khong dugc co
so dao tao cap vin bang tot nghiép.

Truong hop 3: CBGV dugc hudng ché dd hd tro di dao tao sau khi dao tao xong chua trg vé
lam viéc ma ty ¥ bo viéc hodc don phuong cham dirt hop dong hodc khong ky tiép hop dong véi
Truong.

Truong hop 4: CBGV dugce hudong ché d6 hd tro di dao tao sau khi dao tao xong trg vé lam
viéc nhung chua lam hét thoi gian yéu clu 1am viéc sau khi dao tao xong tu ¥ bd viéc hodc don

phuong chdm dut hop dong hodc khong ky tiép hop dong voi Trudng.

3.16.3.2 Cdch tinh chi phi boi thuong

CBGYV thudc trudng hop 1, 2 va 3 phai bdi thuong 1,5 lan chi phi dao tao.

CBGV thudc truong hop 4 phai bdi thudng 1,5 1an chi phi dao tao twong Gmg véi thoi gian
chua 1am du theo cam két.
Chi tiét ché do cir CBGV di dao tao tién si va ché do boi thudng chi phi dao tao tai Quyét dinh sd
1448/QD-DHFPT ban hanh ngay 29/12/2023 cia Hiéu truéng Truong Pai hoc FPT, xem quy dinh

tai trang https:/ssc.fpt.edu.vn, dudng dan: Dich vu => Dich vu nhan sy => Chinh sach nhan sy =>
Chinh sach nhan sy danh cho CBGV.
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3.17. Ché @% hd tro bdi hoan chi phi dao tao tién si

Trudng thyc hién ché d6 hd trg CBGV bdi hoan chi phi dao tao tién si khi chuyén cong tac
vé Truong voi ché do hudng theo thuc té chi phi can bdi hoan, tbi da 200 triéu ddng. Theo d6 thoi
gian CBGV can cam két 1am viéc cho Truong 1 05 nam (60 thang). Truong hop CBGV nghi viéc
khi chua lam ¢ thoi gian cam két can hoan lai sd tién da nhan hd trg tuong tng véi thoi gian
CBGV chua lam viéc du theo cam két.

Chi tiét ndi dung ché do hd tro bdi hoan va cong thirc tinh sb tién hd tro cAn bodi hoan tai
Quyét dinh s6 1219/QD-DHFPT ban hanh ngay 29/12/2022 ctia Hiéu truéng Truong Dai hoc FPT,
xem quy dinh tai trang https://ssc.fpt.edu.vn, duong dan: Dich vu => Dich vu nhan sy => Chinh
sach nhan sy => Chinh sach nhan sy danh cho giang vién.

3.18. Chinh sich khuyén khich nghién ciru khoa hoc
Nham khuyén khich, thic ddy cong tac nghién ctru khoa hoc, Trudng c6 cac chinh sich sau:
3.18.1. Khen thwong bai bao khoa hoc

- Chinh sach thuéng cho CBGV cua Truong (bao gdm ca: GV thinh giang hién dang giang
day tai thoi diém xét thudng, nghién ctru sinh, hoc vién cao hoc, sinh vién va hoc sinh cia
Trudng) c6 céng bd khoa hoc trén cac 4n phdm bao gdm tap chi, ky yéu hoi nghi, sach va
cac chuong sach (sau day goi chung 1a tap chi khoa hoc) thugc mot trong cdc nhém danh
muc ISI va Scopus, danh muc tap chi khoa hoc dugc tinh diém theo quyét dinh cua Hoi déng
Gido su Nha nudc va phai c6 dia chi Truong Dai hoc FPT hodc FPT University trén cong
trinh nghién ctru.

- MGdi cong trinh nghién ctru chi duge xét thuong 01 (mot) 1an, ngay ca trong trudng hop duoc
cong bd trén nhiéu an pham khac nhau. Quy dinh khong 4p dung cho céac bai bio khoa hoc
dugc cong bd boi cac nha xudt ban/cac tap chi sdn moéi ndm trong danh myc Beall’s List.

- NOoi dung cong bd khoa hoc phai gin lién véi cac muc tiéu va hoat dong cua Trudng, phu
hop v6i chuyén mén va cong viée cia tac gia dé nghi xét thuong

- Mic thudng t6i da cho mdi cong bd khoa hoc:

+ Tir 40 triéu déng dén 100 triéu déng ddi voi bai bao thude danh muc ISI va Scopus dugc
xép hang Q1-Q4.

+ Tt 40 triéu déng dén 60 triéu déng ddi v6i bai bao thude danh muc Scopus va dugc xép
hang Q1-Q2.

+ Cong bd khoa hoc thudc danh muc ISI hodc Scopus hoac Scopus Q3 hodc Scopus Q4
nhung khong thudc hai loai trén thi mirc thuéng 1a 20 triéu dong.

+ Cong bd khoa hoc thudc danh muc céc tap chi khoa hoc dugc tinh diém cua Hoi dong gido
su nha nudc (HD GSNN) nhung khéng thudc ba loai trén, mirc thudng sé dya trén sé diém
t6i da cta tap chi trong danh muc cia HD GSNN tai thoi diém xét thudng theo cong thirc:
Mirc thuong = Diém ddi da * 5.000.000 VND.

+ Néu mot tap chi thudc nhiéu chuyén nganh khac nhau thi muc thudng ciia bai bao khoa
hoc la muc thuong trung binh cac phan loai Q ctia Scimago Journal Rank.
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+ Muc thudng can cur vao chét lugng cua tap chi khoa hoc cong bd, sb lugng tac gia, sb
luong don vi chu quan.

Thoi diém xét thuong: Sau khi cong bd khoa hoc duoc xuét ban online trén website cua tap
chi khoa hoc, nha xuét ban, don vi to chirc hdi thao.

Piéu kién xét thuong: CBGV can hoan thanh viéc bao cdo, chia sé vé cong b6 khoa hoc da
duoc cong bd thude danh muc ISI/SCOPUS tai don vi cong tac trude khi gri dé nghi tdi
Phong Quan ly khoa hoc xét thudng

B phan tiép nhan hd so xét khen thuong cong trinh nghién ctru khoa hoc: Phong Quan 1y
khoa hoc, email: SMIA @fe.edu.vn.

3.18.2. Khen thirong bang doc quyén sang ché va giai phdap hitu ich

Chinh sach khen thuong cho CBGV duoc cip bang doc quyén sang ché hoic bang doc quyén
giai phap hitu ich véi chu don doc quyén 1a Trudng Pai hoc FPT hoic FPT.

MB&i giai phap cong nghé chi duoc xét thuong 01 14n, ké ca trong trudng hop duoc cip bing
tai nhiéu qudc gia hay t6 chirc khac nhau. Noi dung sang ché hodc giai phap hitu ich thudc
cac linh vuc gan lién voi cac muc tidu va hoat dong cua Truong, phi hop véi chuyén moén
va cong viéc cia tac gia dé nghi xét thuong.

Ngoai mirc thuong tir Tap doan FPT, muc thuong thém cua Truong danh cho biang doc
quyén sang ché va giai phap hitu ich theo tiéu chi, dao dong tir 10 dén 100 triéu ddng.

Mirc thudng tiry thude vao sd luong tac gia cua giai phap cong nghé.

Thoi diém xét thuong: Sau khi giai phap cong nghé duoc cip bang doc quyén sang ché hoidc
giai phap hiru ich.

Viéc ding ky bang doc quyén sang ché/giai phap hitu ich tai Cuc S6 hiru Tri tué Viét Nam
duoc hé trg thu tyc va kinh phi bdi Phong Quan 1y khoa hoc, email: SMIA @fe.edu.vn. Viéc
dang ky bang doc quyén sang ché tai nudc ngoai duoc hd trg boi Ban Cong nghé FPT.

3.18.3. Khen thuong sé lwong trich dan

Chinh sach khen thuéng cho CBGV ky hop dong chinh thirc voi Truong theo sb lwong trich
dan trén Scopus va Google Scholar (GS)

S6 lwong trich dan duoc khen thuong dbi véi CBGV c6 khai béo co quan cha quan 1a Truong
bai hoc FPT/FPT University trén Scopus va Google Scholar (GS) va da dugc Truong khen
thuong cac cong bd khoa hoc thude danh muyc ISI/Scopus trong ba ndm gan nht.

Mirc thudng cho CBGV theo tiéu chi trich din dao dong tir 2 dén 35 triéu dong.

Thoi diém xét thuong: Thang 12 hang nim

B6 phan tiép nhan ho so xét khen thudng: Phong Quan 1y khoa hoc, email: SMIA @fe.edu.vn.

Chi tiét quy dinh khen thudng thanh tich nghién ctru khoa hoc ciia CBGV (muc 3.18.1, 3.18.2,
2.18.3) xem tai Quyét dinh s& 138/QD-DHFPT ngay 15/02/2023, xem quy dinh tai trang
https:/ssc.fpt.edu.vn, duong dan: Dich vu => Dich vy nhan sy => Chinh sach nhan sy => Chinh

sach nhan su danh cho CBGV.
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3.18.4. Quan Ly d@é tai nghién cieu khoa hoc cap Triong

Ngoai chinh sach khen thuong thanh tich nghién ctru khoa hoc dugc cong bd, Trudng ban hanh
quy dinh vé quan 1y dé tai nghién ciru khoa hoc cip Trudng. Tong muc kinh phi dau tu cho mot
dé tai nghién ctru cap Trudng duge duyét tdi da 100.000.000 ddng. Kinh phi trich tir nguon kinh
phi nghién ctru khoa hoc cua Truong va do Hi€u trudng Truong Pai hoc FPT phé duyét.

Chi tiét noi dung vé quan Iy dé tai nghién ctru khoa hoc cap Trudong va cac biéu mau st dung
khi thyc hién dé tai nghién ctru quy dinh tai Quyét dinh s6 338/QD-DHFPT ngay 06/4/2023, xem
quy dinh tai trang https:/ssc.fpt.edu.vn, duong dan: Dich vu => Dich vu nhan sy => Chinh sach

nhan sy => Chinh sach nhan sy danh cho giang vién.

3.19. Quyén sir dung email va Internet

M&i CBGV duoc cung cip account dé sir dung Internet, dugc cip account email dé trao ddi
cong viée va dang nhap céac trang ndi bd ciia Trudng va cua FPT. Cy thé account cua timg CBGV
s& dugc bo phan Nhan sy cung cép khi bit dau 1am viéc. Trong thoi gian lam viéc néu c6 van dé
gi lién quan dén account CBGV c¢6 thé lién hé v&i bd phan Nhan sy dé duogc hd tro.

3.20. Quyén dwgc dam bao an toan sirc khoe

CBGV c6 trach nhiém tham gia kham strc khoe dinh ky hang nim do Truong t6 chirc.

CBGV moi tuyén, giang vién thinh giang trude khi ky hop dong véi Trudng phai kiém tra
strc khoe tai co sy té co gidy phép, co di thim quyén va duoc xac nhan 1a du stc khoé dé lam
viéc.

3.21. Thong tin ca nhan

CBGV c¢6 trach nhiém cung cap day du thong tin ca nhan va cap nhat kip thoi khi co thay
d6i. Truong bao dam giit bi mat thong tin riéng tu trong hd so ca nhan cia CBGV.

Khi CBGV nghi viéc ra khoi Trudng, bd phan Nhan sur sé& tra lai day da ho so 1y lich va ban
sao van bang, chimg chi ca nhan da ndp sau khi CBGV da hoan thanh tit ca thi tuc can thiét.
3.22. Cac t chirc chinh tri xa hoi

CBGV c6 quyén tham gia céac to chirc chinh trj xd hoi trong Trudng theo quy dinh cua phap
luat, bao gdm Pang Cong san Viét Nam, Doan Thanh nién Cong san H6 Chi Minh va Cong doan.

Ngoai ra, cac Hoi, Cau lac b nganh nghé hay s& thich hoat dong trong khudén kho FPT duge
t6 chtrc tap trung duéi Ban Vian héa Poan thé FPT.

3.23. H¢ thong ton vinh khen thuéng

Hang nim trudng co to chirc binh bau khen thudng cac CBGV va tap thé co thanh tich tién
tién, xuat sic trong cong viéc & cap Truong va cap Tap doan. Ngoai ra con co khen thudng nganh
doc cho CBGV céac phong ban chirc nang.
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3.23.1 Hé thong tén vinh khen thuéng cap FPT
Céc hinh thirc ton vinh, khen thuong cip FPT goém:

- Sao: gdm Sao Mai (ca nhan c6 déng godp to 16n trong thoi gian dai); Sao FPT (di tac co
dong gop 16p), Sao Chién cong (Kinh doanh); Sao Cong nghé (Cong nghé); Sao Lao dong (Quan
tri); Sao V¢ vang (Van hoa)

- Danh hiéu: g@)m Hoa hau, Tam khéi, Top 100, Under 35, Can bd Cong ngh¢, Can bd Van
hoéa, Vi sy nghiép FPT/CTTYV, Danh hi¢u thi dua, Danh hi¢u nganh doc.

- Bing khen: trao ting tap thé/ca nhan c6 chién cong, thanh tich dic biét xuit sic.

- Biéu duong: Tén vinh, dong vién, khich 1¢ tinh than ca nhan/tap thé c6 thanh tich noi bat
trong cong viéc.

- Thuong nong, Tuyén duong, Mung cong qua myFPT

Chi tiét Quy dinh hinh thic ton vinh khen thuong cdp Tap doan xem tai tai liéu 07-
QD/NS/HDCV/FPT trén https://gms.fpt.com

3.23.2 Hé thong ton vinh khen thuéng cdp Truong
Céc hinh thirc ton vinh, khen thuong cdp Truong gdm:

- Danh hiéu: gdm Tam h4u FE, CB hoat dong phong trao sbi ndi, Vi su nghiép FE (tham
nién tir 10 ndm trd 18n), cac danh hiéu tap thé ting trudng.

- Bang khen: trao ting tip thé/ca nhan cé chién cong, thanh tich dic biét xuat sic.

- Tén vinh, biéu dwong va khen thudng: khen thudng can bd gido duc xuét sic, biéu duong
va khen thudng ca nhan/tap thé cip FE/Khbi, Ton vinh c4 nhan c6 thim nién 1am viéc du 5 nam,
biéu dwong va khen thudng giang vién, gido vién xuét sic hoc ky.

- Thuong néng, tuyén duong, mung cong qua myFPT.

Chi tiét Quy dinh hinh thirc ton vinh khen thudng cip Truong chi tiét theo Quyét dinh sb 1464/QD-
DHFPT ban hanh ngay 29/12/2021 tai day.
4. NGHIA VU CUA NGUOI LAO PONG

CBGV cam két tuan thu nghiém chinh cic Quy dinh ctia Truong. Truong khuyén khich
CBGYV tim doc cac Quy dinh trén trang https://qms.fpt.com/ (d4ng nhap bang email @fe.edu.vn),
trang http://vanban.fpt.edu.vn (ding nhap bang email @fpt.edu.vn).

4.1. Tuéin thii cac quy tic vin hoa ing xir
4.1.1. Quy tic vmg xir trong Truong
4.1.1.1. Moi truong lam viéc

Truong nd luc xdy dung mot moi trudng 1am viée tich cuc, an toan, tién loi gitp khuyén
khich su sang tao, ting cudng tinh doan két gitra cac CBGV va su gan bo cia CBGV véi Trudng.
Truong danh gia cao sy nghiém tic chip hanh cac quy dinh, quy trinh va hudng dan thuc hién
cong viée cua Trudng, dam bao cac nguyén tic sau:
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+ Tuan thu phap luat

+ Cong bang: Truong khong cho phép bét cir sy phan biét dbi xir dya trén sic toc, tudi tac,
vai tro, gigi tinh, thé chat, mau da, quoc tich, ton gido, van hoa, trinh trang strc khde hodc bat ky
mot yéu to nao khac ma khong lién quan dén lgi ich hop phép cua Truong.

+ Thang than chia sé va ton trong moi nguoi: Truong xay dung moi trudong cdi mo, san sang
tiép thu dé cung phat trién, ton trong va cong bang trong moi quan hé gifra cap trén va cap dudi.

+ Gan két: CBGV ludn chan thanh ddng long, hd trg, chia s¢, khich ké, gitip d& 1an nhau,
néu cao tinh than hop tac chia sé kinh nghi¢m, san sang giup do, phéi hop khi thye thi nhiém vy
dugc giao. CBGV phai ton trong va bao vé danh du cua déng nghi¢p nhu bao vé danh du cua ca
nhan minh.

+ Moi truong 1am viée an toan, thuan lgi: Nghiém cam moi hanh vi quay roi ngudi khéc cia
bat ky ca nhan nao, dudi bat ky hinh thire nao tai noi lam viéc.

+ M6i truong lam vige tich cuc, doi mai: Trudong luén khuyén khich sy sang tao, hoc héi,
nghi méi, lam méi cua CBGV.

+ M6i truong lam viéc van minh, ty trong:

v" Khiém nhudng, hoa nha trong ddi xu. Chéng thai do kiéu cdng, ngao man, khoe
khoang.

v Lich thiép, 1 do trong an mdc, 101 noéi, ctr chi, hanh dong & moi noi, moi lac. Kinh
trong va 18 phép véi nguoi 16n tudi, nhudng nhin, giap d& phu nit va ngudi nho tudi
hon.

v Can trong khi dai dién cho t6 chirc dé giao tiép v6i bao chi, truyén hinh, ... Thong
tin, phat ngon phai chinh xac va ding thdm quyén duoc giao.

v' Trong quan hé v6i ngudi nude ngoai can tén trong, hiéu biét vin hoa cua ho va ng
xtr phu hop, van minh.

v' Chéng hanh vi giao tiép tmg xir v6 vin hoa nhu ving tuc, dung 16i 18 tuc tiu trong
héi hop hoac trong cac van ban trao ddi giao dich voi ) dong, dac biét 1a trén cac
phuong tién thong tin ciia Truong nhu bao ndi bo, email, web va trong cac 1& hoi,
sinh hoat tap thé.

v/ Tén trong ton ti trat ty trong to chirc, ton trong ky cwong quy dinh cua Trudng, 1am
viéc theo tham quyén dugc giao, dam bao tinh hé thdng cia to chirc. Ty gic chap
hanh ky luat Truong.

v/ Tén trong va bao vé lich sir, truyén thong, niém tin, thanh qua va cac gia tri cua to
chuec.

v’ Tri an v6i nhitng ngudi c6 cong xay dung Truong, nhitng khach hang c6 dong gop
16n cho su phét trién ciia Trudng.

v Trung thuc. Chéng biéu hién gian ddi, che dau su that hodc tung tin sai su that, bao
che cho cai x4u hodc diéu sai trai.

v/ C6 long tu trong cao, ¢ ¥ chi vuon 1én bang chinh kha ning va déng goép cua minh.
Chéng cac thai o, hanh vi xu ninh cép trén vi muc dich ca nhan.
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v Cd thai do cau thi. Ludn mong mudn hoc hoi kién thirc, kinh nghiém, k§ nang cua
nguoi khac. Khong bao thu, san sang stra chita cac sai lam.
v" Bao vé uy tin ciia Trudong moi noi, moi luc. Ludn hét minh dé hoan thanh cic cam
két, 101 hira.
4.1.1.2. Bao vé tai san cua Truong

CBGYV can c6 y thirc bao vé tai san cua Truong theo cac nguyén tac sau:

+ Khong str dung sai muc dich tai san (htru hinh va vo6 hinh) cua Truong. Khong lam viéc
riéng trong gid lam viéc; khong st dung may tinh va cac tai san khac cua Truong cho muc dich
ngoai cong viéc; khong danh cap hoac sur dung trai phép tai san cuia Truong.

+ Ton trong va bao vé quyén s& hiru tai san tri tué va cac tai san khac cua Trudng.

+ CBGV can ¢6 ¥ thirc va hanh dong mot cach thich hop dé dam bao tai san cia Truong va
cac tai san dugc Truong giao ludén toan ven, khong bi hu hong, mat mat.

+ Tuan thi nghiém tic moi yéu cau, huéng dan sir dung va bao vé tai san ciia Truong hodc
bén thr ba c6 lién quan.

+ CBGV ludn than trong va c6 trach nghiém, c6 y thuce tiét kiém nguén nang lugng va tai
san cua Truong nhu: dién, nudc, van phong pham, trang thiét bi va cac tai san khac.
4.1.1.3. Trach nhiém bao mat thong tin

CBGV can phai luon ludn ty y thuce vé trach nghiém bao mat thong tin nhu bdo v¢ tai san
cua Truong, bao gdm tuadn thu cac yéu cau sau day:

+ Bao mat thong tin duoc tiép can trong qua trinh lam viéc, thuc hién cac nhiém vu cong
viéc dugc Truong giao pho, phan cong.

+ Khi nhan, st dung va xur 1y cac thong tin cia Truong, CBGV sé:

e Khong tiét 16 cac thong tin bao mat cho bat ky ai bén ngoai, trir truong hop do yéu ciu
cong viéc.

e Khong sao chép, mang thong tin ra khoi khu vuc lam viéc, khong luu thong tin trén phuong
tién luu trir khong dung quy dinh cua Truong.

¢ Bao v¢ thong tin bao mat ciia Truong moi lic moi noi, bao gém ca ngoai noi lam viéc va
ca sau khi d3 nghi viéc cho dén khi thong tin d6 dugc cong khai.

CBGV (ké ca khi da thoi viéc) co hanh vi sao chép hoidc sir dung bat hop phéap cic san
pham tri tué ciia Trudng s& bi ky luat miic cao nhat, phai bdi thudng cho Trudng theo thiét hai gay
ra boi hanh vi trén, va c6 thé bi truy té theo Luat phap. Ngoai ra ddi voi cac san pham cap ban
quyén, CBGV vi pham quy dinh vé ban quyén s& chiu trach nhiém dan su theo Phép luét.

Trudng khong bao vé va dén bu cho CBGV trong cac vu kién vé vi pham ban quyén néu
viéc vi pham nay la do chu y cua CBGV

4.1.1.4. Khong thwc hién cac hanh vi noi gian
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CBGYV khéng thyc hién hanh vi ndi gidn ma phép luat khong cho phép, bao gdm nhung
khong gidi han bdi viéc cam két khong sur dung thong tin ndi bo nham muc dich tu loi, truc loi.

4.1.1.5. Dit liéu cd nhdn va quyén riéng tir

Trudng ludn ton trong quyén riéng tu cua tt ca cac ca nhan gdm CBGV, khach hang, ddi
tac, nha cung cap va dir li¢u ca nhan ctua ho. Truong c6 thé thu thap va st dung dir li¢u ca nhan
phu hop véi cac gid tri cia Truong trén co sé tuan thu phap luat.

4.1.2. Quy tic 1ng xir véi bén ngoai
4.1.2.1. Ung xir véi khdch hang va nha cung cdp

+ Truong mong mudn tao ra mot moi trudng hop tic ma & dé khach hang, nha cung cip cia
Truong dugce doi xir mdt cach cong bang, ton trong va tudn thu phap luat.

+ Pbi voi khach hang: trach nghiém cua Trudng 1a dam bao tt ca cac san pham, dich vu cia
Truong cung cap cho khach hang san pham va dich vu ding han va dliing chat lugng.

+ D061 voi nha cung cap: viéc mua hang hoa va dich vu cling nhu vi¢e lya chon nha cung cap
can phai thyc hién dya trén nhu cau thyc t€; chat lugng, gia ca va cac tiéu chi dugc xac dinh mét
cach cu thé, hop 1y va phai dét lgi ich cia Truong 1a cao nhat.

4.1.2.2. Ung xir véi doi thii canh tranh

Truong canh tranh cong bang, co dao dirc, ton trong dbi tha va tuan tha phap luat canh
tranh. Cac hanh vi sau day 1a bi cam:

+ Tham gia vao bét ky hanh vi bt hop phap nao dé c6 duoc thong tin canh tranh nhu danh
cép, nghe trom, héi 10, ...

+ Tiép nhan, str dung hoac tiép 10 thong tin canh tranh mgt cach trai phép.

+ Sir dyng thong tin canh tranh khi biét ring thong tin nay dwoc tiét 16 theo cach thic vi
pham mdt thoa thuén bado mat ctia bén tiet 10 vai doi tha canh tranh cua Truong.

+ Str dung cac thong tin sai 1éch dé 1am mét uy tin ctia ddi thi canh tranh.
4.1.2.3. Ung xir véi co quan nha nwée

Tt ca lién hé cia CBGV hoic dai dién khac voi chinh phu, co quan l4p phap, co quan quan
1y nha nude phai duoc thuc hién trung thuc, liém chinh, c61 mé va tuan thu luat phap dia phuong.
Céc hoat dong lién quan dén céc co quan, t6 chtrc ndy phai tuan thu quy dinh lién quan do Truong
ban hanh ting thoi diém.

4.1.2.4. Ung xir véi truyén thong

Trudng va CBGV tmg xir mot cach ton trong, hop tac, than thién voi truyén théng va dam
bao tuan thu Quy dinh g x1r trén cac phuong tién truyén thong danh cho CBGV do Truong/FPT
ban hanh.
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4.1.2.5. Ung xir véi xd hoi, cong dong

Truong cam két dong gop cho sy phat trién cta dat nude va cong dong thong qua cac hoat
dong cong dong & tung dia phuong va xem do nhu mot trach nhiém véi xa hdi, cong dong. Truong
mong mudén CBGV thé hién trach nhiém véi xa hoi, cong dong thong qua cac hanh dong thiét
thuc, cu thé:

+ Chia s¢é, gitip do cac thanh vién nd1 bo khi gap kho khan, thong qua cac hoat dong nhan
van do Truong phat dong.

+ Tich cuc tham gia chuong trinh tir thién, tinh nguyén do Trudng phat dong, té chirc.

+ Mbi CBGV déu doéng vai tro trong vi¢e lién tuc cai thién chét luong bao v¢ moi truong,
do d6, Trudng ludn hd trg va tao diéu kién thuan loi cho CBGV tham gia hoat dong bao vé moi
truong.

4.1.3. Quy tdc tranh xung dét loi ich

Trong céc truong hgp phat sinh xung dot loi ich, Truong khong dung thir va xir Iy nghiém
khic d6i voi moi hanh vi vi pham ky luat tai chinh. Truong khong khuyén khich viéc CBGV ¢o
cac hoat dong dau tu, kinh doanh tiém an xung dot loi ich véi Truong. Dé phong, tranh viéc phat
sinh xung dot loi ich, Truong yéu cdu CBGV ty giac thyc hanh cc quy tic tng xir dudi day:

4.1.3.1. Tranh xung dot loi ich trong hoat dong dau tu, kinh doanh

CBGV can tranh cac hoat dong dau tu, kinh doanh bén ngoai ¢ thé anh thuéong dén viéc ra
quyét dinh cia minh trong cong viéc tai Truong hoac cac hoat dong s€ anh hudng ti€u cuc dén loi
ich cua Truong. Cu thé:

+ Khoéng tham gia bat ky hoat dong dau tu, kinh doanh nao bén ngoai ¢ tinh canh tranh
hodc anh hudng ti€u cuc dén loi ich ciia Truong.

+ Trudng hop c6 cac hoat dong dau tu, kinh doanh bén ngoai thi can phai tudn thu cac quy
dinh sau:

e Viéc dau tu, kinh doanh bén ngoai khong duoc anh huéng tiéu cyc dén chit luong cong
viéc cua Truong va chi dugc thuc hién cac hoat dong do ngoai thoi gian lam viéc tai Truong

 Khong duoc lam viée, cong tac hay c6 bat ky hinh thirc két hop nao khac véi cac doi tha
canh tranh cua Trudng ma qua d6 1am anh hudng tiéu cuc dén uy tin, thuong hiéu, didu kién kinh
doanh hoac thi phén hoat dong cua Truong.

e Khong st dung uy tin, thuong hiéu ctia Truong khi dau tu, kinh doanh bén ngoai

4.1.3.2. Tranh xung dot loi ich trong dwa va nhdn qua tang
- Tranh xung dot loi ich trong viéc nhan qua tang

Chinh sach cta Trudng 18 CBGV han ché t6i da viéc nhan qua ting du tryc tiép hay gian tiép
khi thyc hién cong viéce, ngoai trir cac qua tang mang tinh xa giao. Truong hop nhan qua tang thi
CBGYV phai tuan thu nhitng quy dinh sau:
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+ CBGYV hodc nguoi c6 lién quan cia CBGV do6 khong dugc nhén qua tang vdi lgi ich khong
chinh dang.

+ CBGV khong duoc loi dung vi tri cong tac ciia minh, hodc anh hudng cua Truong dé ép
budc, goi y cac doi tuwong khac tdng qua, lgi ich khac cho ban than hodc nguoi than cia minh.

+ Tru cac hanh vi quy dinh & hai nd1 dung trén, CBGV dugc phép nhan qua tang véi tu cach
ca nhan tur cac doi tac, khach hang, nha cung cap, ... voi cac quy dinh cu thé nhu sau:

e D4i v6i trudng hop nhan qua ting bang tién mat, CBGV phai c6 trach nhiém nop lai cho
Trudng va bao cao véi CBQL tryc tiép dé ¢ tmg xtr phu hop.

e Dbi voi cac truong hop nhan qua tang 1a hién vat (khong phai tién mat) c6 gié tri tu 100
USD tr¢ 1€n (can cur xac dinh 1a gia thi truong ctia hién vat do hoac vat tuong tu tai thoi diém nhéan
duoc qua ting), CBGV phai ndp lai Trudng va bao cao véi CBQL truc tiép dé c6 g xir phi hop.

 D6i vi cac truong hop nhan qua ting 13 hién vat (khong phai tién mat) c6 gia tri dudi 100
USD (can cur x4c dinh 1a gié thi truong cua hién vat dé hodc vat tuong tu tai thoi diém nhan duoc
qua tang), CBGV duoc toan quyén sir dung nhung phéi c6 trach nhiém béo céo véi CBQL tryc
tiép.

¢ Qua tang cho Truong: CBGV cé thé thay mdt B phan, Trudong nhan qua tang tu ddi tac,
khach hang, nha cung cip, ... cho Truong. Trong trudng hop nay, CBGV d6 phai c6 trach nhiém
nop lai cho Truong va bao cdo véi CBQL tryc tiép dé co ung xtr phu hop.

- Tranh xung dot lo1 ich trong viéc tang qua tang

+ Viéc ting qua ting cho khach hang hodc bit ky bén thir ba nao khéc s& do dai dién Truong
thuc hién véi tu cach Truong. Ca nhan CBGV khong duogc ty y ting qua cho khach hang hodc bat
ky bén thtr ba nao khac néu chua c6 sy cho phép tir Truong.

+ Nghiém cam viéc CBGV loi dung danh nghia viéc Trudng ting qua dé c6 cac hanh vi hbi
16, dua héi 16 cho khach hang hodc bt ky bén thi ba nao khac vi pham quy dinh phép luat.

+ Truong khong chiu trach nhiém trong truong hgp CBGV ting qua tang cho khach hang
hodc bat ky bén thir ba niao khac vi Iy do quan hé ca nhan ciia CBGV, khong lién quan dén cong
viéc cua Truong hodc chua duge Truong cho phép.

4.1.3.3. Tranh xung dot loi ich trong tuyén chon, su dung nhan lyc
Hoat dong tuyén chon va str dung nhan lyc ciia Truong phai dua trén cac nguyén tic sau:
+ Tuyén chon va sir dung nhan luc theo ding nhu ciu thyc té cua Truong.

+ Viéc tuyén chon, sir dung nhan luc phai dya trén céc tiéu chi, diéu kién ro rang vé ning
luc, kinh nghiém va k¥ nang phu hop.

+ Cong bang, cong khai, minh bach trong viéc tuyén chon, sir dung nhan luc.

+ Khong chap nhan bat ky su tic dong nao nham gy anh hudng sai léch dén két qua tuyén
chon va str dung nhan luc cua Truong.
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+ Nguoi c6 hanh vi loi dung vi tri, chirc vu hodc mbi quan hé ca nhan cua minh tai Truong
dé tac dong trai phép dén cac bén co tham quyén trong viéc tuyén chon, sir dung nhan lyc nham
gianh nhimg ddc quyén dic lgi cho ¢4 nhan hodc ngudi than ciia minh ciing bi xem 14 vi pham cac
nguyén tic trén va bi xur 1y theo quy dinh cta Truong.

Chi tiét Bo quy téc ung xu tai Tap doan FPT xem tai tai li¢u 21-QD/NS/HDCV/FPT trén

https://qms.fpt.com/ va Quy tic g xir ciia Truong tai Quyét dinh sé 1562/QD-DHFPT ban hanh
ngay 30/12/2017 trén http://vanban.fpt.edu.vn.

4.2. Quy dinh quan tri thong tin ngi bg
Thong tin ndi bd bao gém:

- Thong tin mat 1a nhitng thong tin quan trong, bi mat ctia Truong nhu chién luoc, ké hoach
phat trién dao tao; chién luoc/ké hoach marketing; thong tin vé hoat dong M&A; chinh sach hoc
phi; chinh sach nhan sy; dir li¢u vé thu nhép va dir liéu ca nhan cua CBGV; dir li€u tai chinh cua
Trudng va khach hang; cac hgp dong, thoa thuan véi khach hang, ddi tic khong dugc phép tiét 16.

- Thong tin luu hanh ndi bd 1a thong tin dugce soan thao, 1ap ra vai muc dich dé CBGV trong
Truong sir dung, dung trong pham vi Trudng, nhu danh ba dién thoai, chinh sach chét luong cua
Truong, hé thong tai liéu quan tri ciia Trudng, ndi quy, quy dinh, tai liéu dao tao, so do to chue...

CBGYV c6 trach nhiém dam bao gilr bi mat va bao vé cac thong tin ndi bd dé thong tin ndi b
khong bi truy cap/sir dung trai phép, khong bi tiét 10, khong bi lam hu hai hay pha hoai.

Khi nhan dugc yéu ciu cung cip tir khach hang, d6i tic, nha cung cAp,... hodc st dung cac
thong tin nd1 bd cua Trudng vao cac bao cdo, cong trinh nghién cuu, dd an, khoa luan, luin vin,
ludn 4n... ma tai liéu nay st dung ngoai pham vi Trudng, CBGV phai béo ngudi ¢6 thim quyén
ctia Truong xem xét, phé duyét trude khi cung cip, cong bd.

Trong trudng hop CBGV cong bd thong tin ndi bo cta Trudng khi chua duge Trudng dong
¥ thi CBGV c¢6 trach nhiém g& bo, thu hdi ngay thong tin da cong bo.

CBGYV duogc phép chia sé, st dung nhitng thong tin cong khai cia Truong da dugc dang tai
trén cac kénh thong tin nhu cac website, fanpage chinh thirc cua Truong dugce truy cap cong cong.

Céc truong hop vi pham s€ bi xtr 1y theo quy dinh tai Diéu 7, 8, 9, Phan III, Quy dinh giao
nhan nhiém vu, ché do bao céo va ky luat tuan thu cua FPT (chi tiét quy dinh xem trong Quyét
dinh s6 165/2019/QD-FPT ngay 01/10/2019 tai trang https://qms.fpt.com/) va quy dinh tai Noi quy
lao dong ctia Truong. Chi tiét Quyét dinh vé viée ban hanh Quy dinh quan tri thong tin ndi b danh
cho CBGV xem tai Quyét dinh s6 819/QD-DHFPT ngay 12/08/2020 tai day.

5.QUY PINH - NOI QUY LAM VIEC
5.1. Thoi gian lam viéce

Truong 4p dung quy dinh thoi gian 1am viée theo tudn. Thoi gian 1am viéce tiéu chuan dbi voi
CBGYV trong Truong 1a 44 gid/tuan va thoi gid 1am viée binh thudng khong qua 10 gid/01 ngay.
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Gio 1am viéc binh thuong bat dau tir 08h00 dén 12h00 va tir 13h30 dén 17h30 hang ngay tir thi
Hai dén hét sang thir Bay.

CBGYV lam vigc tai co s¢ cia Truong tai Khu Cong nghé cao Hoa Lac 4p dung thoi gian lam
viéc 40 giovtuan, gio 1am viéc bat dau tir 08h15 dén 12h00 va tir 13h00 dén 17h15 hang ngay tir
thir Hai dén hét thr Sau.

Thoi diém bat dau va két thic gio 1am viéc trong ngay c6 thé thay doi va sé duge thong bao
t6i Nguoi lao dong it nhat 01 ngay trudc khi thyc hién.

Trong mot ) truong hop dac bi¢t, do tinh chét cong vi¢c, nhu cau dao tao hay nhu cau cua
t6 chirc/bo phan, Trudng c6 thé cho ap dung thoi gian 1am viée linh hoat. Nguoi lao dong duoc ap
dung thoi gian lam viéc linh hoat c6 thé khong tuan thu lich lam vi¢c binh thuong, nhung van phai
dam bao 1am viéc khong qua 10 tiéng/ngay va 44 tiéng/tuan.

CBGYV khi c6 ké hoach nghi viéc hodc di mudn phai dugc sy déng ¥ trude cla can bd quan
ly truc tiép. Khi nghi viéc hay di mudn dot xuét phai thong bao trong 30 phiit dau ciia sang ngay
dau tién nghi va duoc sy déng ¥ ciia can bd quan 1y.

Nhimng truong hop nghi viéec khong thich hop hoac nghi viéc khong chinh thirc s€ coi nhu 1a
nghi viéc khong 1y do. Nhimg truong hop nghi d6 sé& 1a can cir khi danh gia cong viée, can cir dé
xét ky luat, tham chi sa thai néu vi pham nghiém trong.

5.2. Trang phuc va thé nhan vién

CBGYV phai an mac chinh té, gon gang, ddm bdo v¢ sinh, van hod va tham my, dac bi¢t khi
tiép xtc voi khach hang.

CBGYV dugc cap phat thé nhan vién. CBGV ¢6 trach nhiém bao quan, xudt trinh thé trong
nhing trudng hop can thiét.
5.3. Tiép khach noi 1am viéc

Trong gid 1am viéc, CBGV chi nén tiép khach phuc vu cho cong viéc.

CBGYV dugc khuyén khich sir dung cac phong khach cua Trudng dé tiép khach. Trong truong
hop d6 can dang ky trude voi B phan Hanh chinh.

Néu khach ¢6 thai do, hanh vi khong ding muc hoac dang nghi ngo, CBGV ¢6 trach nhiém
nhanh chéng bao véi bao vé Truong dé kip co cac hanh dong thich hop.

CBGV va 18 tan Truong can co6 thai do lich sy, niém nd don tiép va ton trong khach cua
Truong.

5.4. Giao tiép ndi bd
CBGYV khi giao tiép ndi bd can tuan thi nhitng yéu cau sau:

- Theo ddi va thuc hién cac thay d6i hay cac quy dinh méi dugc Truong théng bao trén
cac kénh thong tin ndi by nhu email, ban tin, bang thong bao.
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- Kiém tra hop thu dién tir c4 nhan thuong xuyén trong ngdy lam viée, tra 10i cic email
khan trong vong 8 tiéng.

- Khi tham gia cac phuong tién thong tin trong Truong (nhu gii email 1én cac hop thu
chung, céc trang Web), CBGV can c6 vin phong diing muc, rd rang, ton trong moi ngudi
va van hoa Truong.

- Trong giao tiép hang ngay, CBGV can ton trong va cé thai o ding dén véi cap trén va
dong nghiép.

5.5. Sir dung co s& vat chit

- CBGYV khong dugc su dung céc tai san cua Truong nhu mdy scan, dién thoai vao vi¢c
riéng.
- Khéng duoc sir dung Internet cho cac muc dich x4u vi pham thuan phong my tuc ctia dan
toc, vi pham an ninh qudc gia.
- Tt may tinh khi khong con sir dung. Tét dién, dén néu 1a ngudi ra vé cudi cing.
- Tiét kiém gidy in, vin phong pham.
- Khéng mang tai san ciia bd phan ra ngoai néu chua co déng y ctia can bo quan 1y vin
phong.
- Khi mugn sach bdo ¢ Thu vién, CBGV phéi dang ky va mang tra dung han. C6 y thirc
bao vé gilr gin sach v& cua thu vién.
5.6. Chap hanh Ky luit lao dong
CBGV can ton trong, tuan thi tit ca cac quy dinh thanh van/khéng thanh vin vé giit vé sinh,
trat ty chung, an toan lao dong, phong chay chita chay, ngin nap gon gang tai noi lam viéc noi
riéng va tai noi cong s¢ néi chung.
Vao nhitng gid nghi trua hodc cudi gid, CBGV can sip xép ban 1am viéc, khoa ti lam viée
can than. CBGV can tu c¢6 ¥ thire giir gin vat dung ¢4 nhan riéng va cac tai lidu trong cong viéc.
Khong hat thude, sir dung d6 ubng cé con tai dia diém lam viéc.
Khong chui tuc, danh nhau va gy mat trat ty trong Truong.
Nghiém cdm trom cip, gian 14n noi cong sé dudi moi hinh thirc. Néu vi pham s& bi thi hanh
hinh thure ky luat nang, tham chi sa thai.
5.7. Vi pham ky luét lao dong
CBGYV vi pham céc diéu sau day phai chiu hinh thire ky luat: khong tuan thu cac quy dinh,
ndi quy lam viéc cua Truong, vi pham chinh sach, khong thuc hién ding nghia vu nguoi lao dong,
c6 thai d6 khong tuan thu hodc chéng ddi voi nguoi quan 1y truc tiép, Trudng bo phan, hodc Ban
Diéu hanh, ...
Tuy theo tinh chét, mic d6 vi pham, ma Trudng c6 thé ap dung cac hinh thic ky luat thong
qua hé théng myFPT hoic cac hinh thuc ky luat lao dong nhu: khién trach bang vian ban, kéo dai
thoi gian nang luong khong qua 6 thang, cich chirc va ning nhat 13 sa thai. Hinh thic ky luat s&
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dugc Truong thong bao té1 CBGV vi pham trude khi cong bd va thuc hién. Tuy theo muc do vi
pham s& bi anh hudng téi viée xét thuong hang ky cua CBGV.

Trén déy la mét so thong tin dwoc cung cdp véi mong muén ban cé thé hoa nhip nhanh
nhdt vao moi trwong lam viéc méi. Néu cé thong tin nao cin lam ré, dieng ngan ngai, hay lién
hé voi nguwoi quan ly truc tiép cia ban hay by phdn nhan sw dé dwoc giai dap.

Chuc ban s6m hoa nhdp vao gia dinh FPT Edu!
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