HU LUC I: TIEU CHi CHAM PIEM 5S KHOI VAN PHONG

STT Piém Huéng dan danh gia

| | SANG LOC (SEIRI) 10

1 Loai bo hd so, vat dung thira, hong hodc hét gia 5 Kiém tra gdm ban, ndc ti, ngin kéo. Loai bé hoan toan cac ban du
tri luu trir tai khu vuc lam viéce. thdo cd, tai liéu trung 1ap khong con gia tri stir dung.

2 Tap két van phong pham, d6 dung hong dung 5 Khong dé d6 dung hong 1an vai do dung dang sir dung. Khu vuc tap
noi quy dinh dé cho thanh 1. két phai c6 bién bao hodc nhin ghi chd rd rang.

Il | SAP XEP (SEITON) 25

1 Hb so c6 nhan tén 13 rang trén gay; do dung ca 10 Nhin gay dong bd vé phong chit, kich thude. Pam bao nguyén tic:
nhan sip xép gon gang. Dé tim - D& thay - D@ lay.

2 | Thiét lap so do tu hd so va danh muc tai liéudi| 10 | So d6 dan mat ngoai tu; danh muc tai liéu cip nhat mé&i nhat. Thir
kem. nghiém: Tim thdy 01 ho so bat ky trong vong 03 - 05 phit.

3 Sap xép ban ghé, dan nhin bang diéu khién 3) Ghé dugc xép gon khi roi vi tri. Cong tac dién c6 nhan chi dan chic
(quat/dén); bién tén VCNLD. nang. Bién tén dit dung quy chuan cua Nha truong.

111 | SACH SE (SEISO) 10




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia

1 San nha, turdng, tran, cira s6 va cic goc khuat 5 Kiém tra bang cam quan: B& mit phing, khe ctra s6 sach s&. Minh

khong bam bui, mang nhén. chirng: Quet tay khong dé lai dau vét bui ban.
— Thiét bi ludn trong trang thai sin sang sir dung. Khong c6 vét muc

2 May tinh, ban phim, thiét ],31 \ian phong (may > d6, bui bam lau ngay tai cac khe phim/than may.
in, photo) sach s¢€, khong vét ban.

IV | DIGITAL 5S (5S SO) 30

1 Man hinh Desktop gon gang; Thung rac may 5 Desktop khéng qua 10 icons; Tuyét d6i khong luu file dit lidu truc
tinh dugc don sach.. tiép ngoai man hinh (trir cac Shortcut). Thung rac (Recycle Bin)

tréng.

2 CAu tric thu muc May tinh/Cloud sap xép khoa 5 Kiém tra ngau nhién: Cdy thu muyc theo quy tic [Linh vwe] > [Nim
hoc, c¢6 hé thong. hoc] > [Hoc ky]. Tén file o rang, khong c6 ky tu la.

3 Email cong vu (Inbox) sach s&, phan loai nhan 5 Inbox khong ton dong thu chwa doc qua 24 gio (trir ngay nghi). Email
(Labels/Folders) khoa hoc. dugc gan nhin/loc vao thu muc chuyén mon riéng biét.

4 Khai thac va van hanh phan mém quan trj cong 10 Ciu tric: C6 thu myc (Project) riéng cho timg mang; 100% dy 4n

viéc Base.

ct da duoc Archive.
Van hanh: 100% nhiém vu c6 ngudi thyuc hién va Deadline; khong

c6 viéc qua han ma khong c6 phan hoi.




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
5 Lich cong tac hang tuan duoc cap nhat déng 5 Lich cong tac trén hé théng ) khép voi ké hoach trién khai thuc té
bo. cua Chi bg/don vi/Cong doan/Bo mon.
V | SAN SOC & SAN SANG 25
1 Duy tri 5S hang ngay va phan cong trach nhiém 10 Bang phan cong: C6 bang phan cong 5S (truc tiép hodc s6 hoa)
cu thé tai don vi. niém yét cong khai tai van phong.
Phéng van nhanh: Poan danh gia hoi ngiu nhién 01 can bo vé khu
vuc/nhiém vu 58S ho ddm nhi€m; trd 161 ding va thuc hién ding trong
vong 30 giay.
Trang thai sin sang: Tai thoi diém kiém tra, 100% vi tri lam viéc
dang & trang thai ngian nip (ngay ca khi can bo dang ving mit).
2 | T6 chirc "Ngay hoi 5S" va hoat dong truyén | 15 | Minh chirng s6: C6 it nhat 01 hinh dnh/video ghi lai hoat dong tong
thong dinh ky. vé sinh (vat Iy) va don dep dit liéu (s6) vao chiéu Thtr Sau cudi thang.
Truyén thong ndi bo: Co it nhat 01 bai ding (kém anh thyc té) vé
két qua thuc hién 5S cua don vi trén Fanpage/Zalo/Website trong
thang danh gia.
Tinh sang tao: C6 sang kién moi trong viéc cai tién khong gian lam
viéc hodc quan 1y dit liéu s6 (Piém cong).
TONG DIEM 100
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PHU LUC II: TIEU CHI CHAM PIEM 58S KHOI KHOA

STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
| | SANG LOQC (SEIRI) 10
1 Loai bo ho so, vat dung thira, hong hodc hét 5 - Kiém tra gAm ban, ndc ta, ngin kéo.
gia tri luu trir tai noi lam viéce. - Loai bé 100% cac ban du thao cii, gido trinh/tai liéu hong, van
phong pham hét gia tri str dung.
2 Tap két van phong pham, d6 dung hong dung 5 Khong dé 13n d6 hong véi d6 dang st dung. Khu vuc tap két phai
noi quy dinh dé cho thanh 1y. c¢6 nhan ghi chir "CHO THANH LY" 3 rang.
Il | SAP XEP (SEITON) 15
1 Hb so ¢6 nhan tén rd rang trén gay; d6 dung 5 100% gay file hd so khoa/bd mon cé nhin dong bo (phong chir,
c4 nhan sap xép gon gang. mau sic). D6 ding ca nhan dé ding vi tri quy dinh, khong tran ra
mat ban lam viéc.
2 Thiét 1ap so dd ta hd so va danh muc tai liéu 5 - So dd dan mat ngoai tu hd so.
di kem. - Poan danh gia chon ngu nhién 01 tai lidu, yéu cau tim thay trong
vong 05 phut.
3 Sap xép ban ghé, dan nhin bang diéu khién 5 - Ghé dugc xép gon sat ban khi roi vi tri.

(quat/dén); bién tén VCNLP.

- 100% cong tac dién c6 nhin chi din chirc nang. Bién tén VCNLD
dit dung quy chuan chung ciia Nha truong.




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
111 | SACH SE (SEISO) 10
1 San nha, tuong, trdn, ctra sO va cac gbc khuét 5 - Kiém tra céc gbc khuét, noc tu cao.
sach bui, mang nhén. - Quet tay tai cac bé mat phéng va khe ctra s6 khong dé lai dau vét
bui ban.
2 May tinh, ban phim, thiét bi van phong duoc 5 100% thiét bi ludn sin sang sir dung. Khong c6 bui bam tai khe
v¢ sinh sach s¢. phim, man hinh may tinh va than may in/photo.
IV | DIGITAL 5S (5S SO) 55
4.1 | Hé thong may tinh, website, fanpage
4.1.1 | Sap xép Desktop va dir liéu may tinh khoa 5 - Desktop khéng qué 10 icons; Khong dé file dir liéu 1é ngoai man
hoc. hinh.
- Kiém tra cay thu muc theo quy tac: [Linh vwe] > [Nam hoc] >
[Hoc ky] > [Tén file].
4.1.2 | Van hanh Fanpage truyén thong cta don vi. 10 - C6 it nhat 02 bai viét/thang vé hoat dong 5S hodc tin tirc chuyén

mon cua Khoa.




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia

4.1.3 | Quan ly Website va Kho hoc liéu sd. 10 - 100% théng tin giang vién (CBGV) duoc cap nhat méi nhat.
- Kiém tra tinh day du cta kho hoc liéu (d& cuong, bai giang, bai
tap...). Cac tai liéu 16i thoi phai dugce gd bo hodc dua vao muyc luu
trir.

4.1.4 | Quan ly Email cong vu (Chi bd/Khoa/Cong 5 - Inbox khong ton dong thu chwa doc qué 24 gio.

doan/B9 mon) - Kiém tra hé thong nhin (Labels/Folders) phan loai luéng cong
viéc theo tirng mang.
4.2 | Quan trj cong viéc va Ho so dao tao

4.2.1 |Khai thiac phdn mém quan trj Base. 10 - Cau tric: Co Project riéng cho timg mang hoat dong (Gido vu,
NCKH, Coéng doan...).
- Van hanh: 100% nhiém vu c6 nguodi thuc hién va Deadline;
khong ¢ viéc qua han ma khong c6 phan hoi/gia han.

4.2.2 | 5S trong quan 1y cong tic GVCN/CS véan hoc 5 Sap xép ho so sinh vién theo 16p/khoa.

tap.

100% céac thong bao, van ban diéu hanh duoc luu trit ddng bo, dé

tra ctru trong vong 5 phut.




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
4.2.3 | 5S trong quan 1y hd so dao tao (HO so giang 5 Chuén hoa hé théng nhin gay/thu muc luu trit theo timg mén hoc,
day, D0 4n, ..... ) hoc ky.
Loai bo 100% tai liéu trung 1ap hodc da hét thoi han luu trix theo
quy dinh.
4.2.4 5 - Cap nhat Lich cong tac tuan cua Khoa trugc 08h00 Thir Hai
5S trong diéu hanh Khoa va doan thé. hang tuin.
- Hé thdng van ban Pang, Khoa, Cong doan, B6 mén duoc phin
loai riéng biét, sép xép theo trinh tu thoi gian.
V | SAN SOC & SAN SANG 10
1 Duy tri 5S hang ngay va phéan céng trach 5 - C6 bang phan cong 58 niém yét cong khai.
nhiém cu thé. - 01 can b tra 161 dung khu vuc trach nhiém trong 30 giay.
2 T6 chic "Ngay hoi 58" va hoat dong truyén 5 - Hinh 4nh/Video: C6 anh/video tong vé sinh chiéu Tht Sau cudi
thong dinh ky. thang.
- Truyén théng: Co bai ding thuc hién 5S trén kénh nodi bod
(Zalo/Fanpage).
TONG DIEM 100
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PHU LUC III: TIEU CHI CHAM PIEM 58
KHOI THi NGHIEM/THU'C HANH/XUONG

STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
| |SANG LOC & SAP XEP 30
1 Phén loai trang thai may moc, thiét bi | 15 |- 100% thiét bi tai phong thi nghiém/xuéng phai duge dan nhin trang thai.
(San sang/Hong/Pang sira) - Kiém tra sy thong nhat gifta nhin dan va thuc té van hanh may.
2 So db phong thuc hanh; Lich day; Sép 15 - So dd b tri thiét bi va Lich thuc hanh tudn dugc niém yét tal ctra ra vao.
xép dung cu khoa hoc. - Tim thay 03 vét dung/dung cu bat ky trong vong 02 pht.
- D6 dung hay dung dé & vi tri tim tay (tir 0.8m - 1.5m); d6 it dung dé o ké cao
hoac kho.
Il | SACH SE & AN TOAN 25
1 V¢ sinh may moc, thiét bi va mat san sau 10 - San nha sach, khong co vét didu mé tron trugt, khong tdn dong mat sat, phoi
mdi budi thue hanh. tién hodc rac thai cong nghi¢p
- 100% may moc dugc lau chui sach bui ban, khong bam can nguyén vat liéu cii
sau gio hoc.
2 Quy dinh an toan va ndi quy phong thuc | 10 |- 100% cac khu vuc nguy hiém (td dién, may cit, kho héa chit) c6 bién canh

hanh/xuodng.

bao/vach ké san phan quang ro rang.




STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
- Kiém tra x4c suit: Nhat ky van hanh may va S6 theo ddi vt tu duoc cap nhat
dir liéu diing ngay hién tai (Khuyén khich s6 héa qua QR).
3 | Thung rac va khu vuc tip két phé liu| 5 |- Phé lidu sau thyc hanh duogc phén loai (tai ché/nguy hai) va thu gom vao khu
gon gang. vuc quy dinh.
- Thing rac c6 nip day, khong dé rac tran ra ngoai; dam bao d6 rac dinh ky hang
ngay.
111 | DIGITAL 5S (QUAN TRI SO) 35
1 Nhat ky sit dung phong/xuong duoc| 10 |- 100% cac budi thuc hanh trong thang duoc ghi nhan day du thong tin (Lop,
thuc hién s6 hoa (Excel/Cloud). giang vién, nd1 dung, tinh trang phong).
- Poan danh gia kiém tra ngiu nhién dit liéu ctia 03 ngay gan nhat trén hé thong
50.
2 Danh muc vt tu, hoa chat duoc quan ly 5 - Danh muc cap nhat dung ) luong tdn kho thuc té; c6 canh bao khi vat tu cham
trén tép tin dung chung (Drive). ngudng toi thiéu (mau do/vang).
- Kiém tra xac suat 01 loai vat tu trén may va ddi chiéu véi thuc té tai kho trong
vong 5 phut.
3 | 100% thiét bi trong diém c6 dan ma QR | 10 |- Ty Ié phu kin ma QR dat 100% cho céc thiét bi may méc chinh.

dinh danh tai vi tri d& quan sat.

- M3 QR duoc dan chic chin, khong bong tréc, nim & vi tri ngang tim mét hozc

gan bang diéu khién may.
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STT Noi dung tiéu chi chi tiét Piém Huéng dan danh gia
4 Truy xudt nhanh: HDSD, Lichbaotriva| 10 |- Doan danh gia dung dién thoai quét ngau nhién 03 ma QR bét ky.

Nguoi phu trach qua ma QR. - Thong tin hién ra trong vong 30 gidy, bao gdm: Tén may, Quy trinh van hanh
an toan (PDF/Video), Nhat ky bao tri gin nhit va thong tin lién hé ngudi phu
trach.

IV | SAN SOC & SAN SANG 10

Duy tri 5S hang ngay va phan cong trach 5 - C6 Bang phéan cong tryc tuan 5S cho can bd quan ly va sinh vién tai mdi

nhiém cu thé tai don vi. phong/xudng.

- Kiém tra dot xuét y thurc tai hién trudng: 100% sinh vién thuc hién don dep, tra
cong cu vé dang vi tri (Shadow board/K¢é) trudc khi két thiic budi hoc.
- Giang vién/K§ thuat vién tra 1oi ding quy trinh xtr 1y sy ¢6 an toan tai phong
trong vong 30 gidy.

1 T6 chirc "Ngay hoi 5S" toan truong dinh ) - C6 it nhat 01 bién ban/hinh anh ty kiém tra dinh ky hang thang cua don vi

ky. (check-list).

- 100% cac 15i ton tai (Vé may moéc, an toan di€n, v¢ sinh) tur lan kiém tra trude
duoc khic phuc va c6 minh ching hinh anh "Trudc - Sau”.
- C6 théng tin nhic nhé hodc biéu dwong tinh than 5S trén nhom Zalo/Fanpage
cua Khoa/Xudng.

TONG DIEM 100
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PHU LUC IV: TIEU CHI CHAM DPIEM 5S KHU VUC KY TUC XA

STT Noi dung tiéu chi chi tiét Piém Huéng din danh gia
tdi da
| |SANG LOC & SAP XEP (KHONG GIAN| 20
CHUNG)
1 | Hanh lang, cau thang, khu vuc cong cong thong 5 - 100% 16i thoat hiém, hanh lang khong c6 chudng ngai vat (gidy
thoang, khong c6 do dac thira. dép, rac, gia phoi do).
- Kiém tra xé4c suat cau thang thoat hiém; dam bao khong c6 vat
dung c4 nhan dé sai quy dinh
2 | Do dung tai phong tryc, phong kho dugc dan nhan 5 - 100% cac ti/ké trong kho va phong truc ¢6 nhin tén do dung.
va sip xép theo danh muc. - Thiét 1ap so d6 quan Iy chia khéa va danh muc vat tu; tim thay
01 mén db bat ky trong vong 02 pht.
3 | Phong ¢ Sinh vién 10 |- Giuong nga phang phiu; chin man gip vuong goc (kiéu quan
doi1) ngay sau khi thuc day.
- Giay dép dé dung gia/ke (khong qua 02 doi/nguoi bén ngoai).
Sach vo, dd dung hoc tap xép ngay ngin theo kich thudc trén gia.
Il | SACH SE & AN TOAN TRAT TU 25
1 | Khu vuc v¢ sinh chung, nha xe, san vuon sach sg, 5 - San nha vé sinh, san nha xe khong c6 rac, khong dong nudc bé

khéng mui hoi.

mat.
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- Kiém tra thuc té: Nha vé sinh kho réo, thung rac khong bi déy

tran, thiét bj chiéu sang hoat dong tot.

2 |Hé théng dién, PCCC dam bao an toan; ky luét sinh 5 - 100% binh ctru héa trong thoi han st dung va co thé kiém tra
hoat trong phong. dinh ky.
- Kiém tra d6t xuat phong &: Tuyét ddi khéng co tinh trang sir
dung bép nau (dién/gas) trong phong (néu quy dinh cdm). Day dién
duogc thu gon, khong ching méc bira bai.
3 | Thung rac tai cac ting dugc phan loai va thu gom 5 - Mbi tang c6 it nhat 02 thung rac riéng biét (Rac tai ché - Rac con
ding gio.. lai).
- C6 bién chi dan/hinh 4nh huéng din phén loai rac tai ngudn dan
trén thung rac hodc tuong.
4 | Phong ¢ Sinh vién 10 |- San nha sach, khong bam bui/rac tai cic gdm giudng, goc tu.
- Nha v¢ sinh trong phong kho rdo, khong c6 mui héi; guwong va
voi nudc sach bong, khong bam cén xa phong.
111 | UNG DUNG CONG NGHE & QR CODE 20
1 | Phong ¢ Sinh vién 10 |- 100% cira phong c6 dan ma QR dong bo.

- Poan danh gia quét thir ma bat ky.
- Quét mi phai hién day du: (1) Danh sach thanh vién; (2) Lich

truc vé sinh tuan; (3) Noi quy ndi tra da sd hoa.
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2 | Hé thong bao cdo hong hoc 10 |- Quét mi QR bao hong (dién, nude...); hé théng phai phan hdi xac
nhan tiép nhan thong tin trong vong 05 giay.
- Thong tin ngudi phu trach tryc tiép hién thi rd rang dé sinh vién
lién hé khi c6 su cb.
IV | TRUYEN THONG & LUU TRU 20
1 | Xay dung hé thong luu trit s6: "Nhatky 5S Ky tac | 10 |- C6 Album anh sé chuyén muc trén Fanpage/Website hoic Drive
xa xanh - sach - dep". dung chung.
- Kiém tra tinh hé thong: C6 t6i thiéu 01 bd anh so sanh "Truéc
- Sau'* ciia mdi dot tong vé sinh hang thang dé theo ddi tién do cai
thién.
2 | Lan toa hoat dong: Guong sinh vién tiéu biéu va | 10 |- Tbi thiéu 02 bai viét/thang tuyén dwong phong & kiéu miu hoic
chién dich "Thach thirc 5S". guong sinh vién cé y thirc 58 tot.
- C6 minh chung t6 chire cac hoat dong twong tac (Mini-game, thi
anh online) thu hut it nhat 30% sinh vién ndi tra tham gia twong
tac.
V | SAN SOC & SAN SANG 15
1 | Duy tri né nép kiém tra phong ¢ sinh vién dinh ky; | 5 |- 100% cac phong ¢ c6 Bang phan cong truc 5S ndi bd niém yét

c6 bang phan cong truc 5 cu thé.

tai ctra hoac géc hoc tap.
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- Poan danh gia budc vao phong bat ky, kiém tra trang thai ngan
nap tai thoi diém do.

- Hoi 01 sinh vién bét ky vé lich truc va khu vuc phu trach; yéu
cau tra 101 dang trong 30 giay.

Sinh vién ¢6 ¥ thirc tu giac cao, tham gia tich cuc | 10 |- Cé dit liéu hinh anh/video tong vé sinh vao chiéu Thir Sau tudn
vao "Ngay hdi 5S" hang thang. cubi cung cua thang duoc luu trit trén hé thong s6/Fanpage.
- C6 bai dang thyuc hién 5S cua phong/tang dat (Like/Share) tir
cong dong sinh vién ndi tra dé chimg minh strc lan toa.
TONG DIEM 100
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PHU LUC V: TIEU CHi CHAM PIEM 5S TRUYEN THONG

STT Noi dung tiéu chi chi tiét Piém Hudéng din danh gia
1 Minh chuing tham gia "Ngay 20 - Dang tai it nhat 02 bd anh ddi chirng (Before/After) mdi thang 1én Fanpage don
hoi 58" va chién dich "Thach vi hodc nhém Coéng doan truong.
thire 5S". - Hinh anh r3 nét, thé hién su thay ddi thuc chat tai khu vuc 1am viée vat 1y hodc cdu
tric dit liéu sb.
2 Xay duyng video ngén 50 - Video thoi luong tir 60 dén 120 gidy, kich ban c6 cAu trc: Thuc trang -> Qua
(Reels/TikTok/Shorts) vé hoat trinh thyc hién -> Két qua va nu cudi VCNLD.
dong 5S tai don vi. - N6i dung phai 1ong ghép duoc it nhat 01 giai phap déi méi (Digital 5S, quan trj
Base hodc ung dung QR Code).
3 Tuong tac va stc lan tda trén 30 - Bai viét bat budc s dung dung bo Hashtag quy dinh: #5S _UTEHY2026
mang xa hoi. #Digital5S #CongdoanUTEHY .
- Gén thé (tag) it nhat 02 dom vi ban dé thach thirc thi dua chéo.
- Panh gia dya trén tong lugt tuong tac thuc (Like, Share, Comment) va tinh sang
tao ctia noi dung.
TONG DIEM 100




