Trang chu > Dich vu Tap vu Van phéng > Hé théng SOP Tap vu > SOP-TVP-01 - Ban, Phong hop & Sanh

QUY TRINH VAN HANH CHUAN - KHONG GIAN LAM VIEC & GIAO THONG CHUNG
SOP-TVP-01

SOP-TVP-01 - VE SINH BAN LAM VIEC NGUYEN TRANG, Phién bin 2.0
PHONG HOP 3 PHA, SANH, HANH LANG & THANG MAY

Chuén héa thao tac lam sach khéng gian van phong bang bé dung cu ¢ XANH DUONG, bao vé tuyét
déi ho s va thiét bi IT theo Quy tac Ban lam viéc Nguyén trang, vadn hanh Phong hop 3 Pha, nghi thic

thang may "Khéng lam phién”, quy tac an toan dién “5 Hop — 1 Céng tac” va kiém soat lam kinh > 2
m.

SAH-CTL-01 - Khong gian Van phong SAH-RSK-10 - Ban Nguyén trang & ND 13 Quan tri 5S - Phong hop 3 Pha

SAH-CHM-08 - ¢ XANH DUONG

EIZ3) «HUNG KIEM SOAT TAI LIEU

Ma tai liéu SOP-TVP-01 Phién ban & Hiéu luc = v2.0 - Hiéu lyc tir 15/11/2026

Pon vi phat hanh Cdng ty C6 phan Dich vu Vé sinh Khu vuc ap dung Ban lam viéc ca nhan, Phong hop
Céng nghiép Da Ndng SONGANHHYG VIP/thudng, Sanh |é tan, Hanh lang,
(K57/10 Giang Van Minh, Hoa Thuan Buodng thang may & Vach kinh ndi that
Tay, Hai Chau, Pa Nang)

B6 phan Chu tri Trudng phong Van hanh & Ky thuat Ngudi phé duyét Dai dién Phép luat — Ms. My Anh
QA/HSE

Chu ky ra soat Dinh ky 06 thang/lan hodc ngay sau Kénh ho trg 24/7 Hotline/Zalo: 0905 751 566 - Email:
khi phat sinh CAPA / thay déi quy danangadv@gmail.com

trinh an toan

Quy chuan Ky thuat SAH-CTL-01 (Kiém soét thuc dia khéng gian van phong, hanh lang, vach kinh néi that) - SAH-RSK-10 (Quy

Ap dung tac Ban lam viéc Nguyén trang & an ninh tai san) - Quan tri Tru'c quan 5S (Phong hop 3 pha, nghi thic
thang may Khéng lam phién, quy tac 5 Hop — 1 Cong tac) - SAH-CHM-08 (¢ XANH DUONG) - Nghi dinh
13/2023/ND-CP (Bao vé di liéu ca nhan).

XY muc picH & KET QUA PAU RA PO BPUGC

Thiét 1ap quy chudn thuc thi théng nhat cho khu vuc lam viéc va giao théng céng céng van phong nham dat 4 dau ra dinh lugng:

¢ Sach - khé - khéng dau van tay truéc gid mé cura: 100% khu vuc sanh, hanh lang, thang may va ban lam viéc tréng hoan tat
lugt vé sinh nén trudc 87: 30 (hoac trong ca téi ¢d dinh), ti€p ndi bang 6 mac tudn tra Sanh & Kinh mat tién (< 87:30 | ©9:00 |
11:00 | 13:00 | 15:00 | 16:45) khong loang vét.

¢ Bao mat & an toan tai san 100%: © sy c6 mat mat hodc xao tron ho so ca nhan, © hu hdng thiét bi IT, man hinh, hé théng dién
UPS va khong vi pham Nghj dinh 13/2023/ND-CP khi chup anh bao céo ca.

e Phuc vu Phéng hop ding nhip 3 Pha: Chuan bi hoan tat t8i thi€u -15 phut trudc hop, ti€p Ung giai lao 5 phat ém &i, hoan
nguyén va khir khuan diém cham cao trong vong < 1@ phdt sau khi két thic hop, gan thé bang “Phong hop Sdn sang / Vé sinh
xong”.

o Triét tiéu rui ro dién giat & nga cao: Thuc thi tuyét déi quy tac “5 HOop — 1 Céng tac” khéng cham tay thir dién, va khda 100%
thao tac lau kinh dé cao > 2 m bang Gidy phép lam viéc an toan (SAH-FRM-04).

) PHAM VI AP DUNG (PIEM NHO VS PIEM LGN) & RANH GIGI NGAN CAM TUYET DOI

Phan hang Diém Phan vai & Cach thirc Thuc thi H6 so Ghi nhan & Kiém soat

Piém nhé (1-2 NV) 01 nhéan vién ca nén thyc hién tron quy trinh ban Ghi gép vao phiéu BM-TVP-01 (néu c6 truc ban
Van phong dai dién, chi lam viéc, sdnh tang va phong hop nhé vao dau ngay) hodc thuc hién chét ca 5 goc anh Zalo trong
nhanh, cong ty céng sang hoac cudi ca téi (¢ 45 phut cho cum hanh < 3@ phut (chi chup mat san, sanh, phong hop
nghé vira & nhd lang — ban — hop nho). Néu chi c6 1 phong hop, tréng — cadm chup man hinh/bang trang viét chi);

nhan vién kiém nhiém kiém tra trudc gid nghi trua doéng thuan ngam 12 gid + ky gbp SAH-FRM-06;
hodc theo khung hen cia HCNS. Giam sat kiém tra 1-2 1an/tuan.


https://dichvuvesinhdanang.com/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/

Phéan hang Piém Phan vai & Cach thirc Thuc thi H® sc Ghi nhan & Kiém soat

Piém I6n (= 3-5 NV) Tach biét r6 NV Ca nén (chuyén vé sinh ban lam Bat budc cap nhét theo tling khung gid thuc té
Toa nha van phong, Ngan  viéc, hanh lang, kinh néi that, phui bui ngoai gig trén BM-TVP-01 tai quay diéu phdi / tu kho tang;
hang, Cong ty FDI, Tru s  hanh chinh) va Tap vu Thudng truc Trong gi& ghi r& cot “Ly do bo qua” néu hop kin hodc ban co
nhiéu tang (truc sanh & kinh mat tién 6 méc < ©7:30 | hd sa mat; T8 trudng kiém chéo méi ngay;
09:00 | 11:00 | 13:00 | 15:00 | 16:45, QA/HSE kiém mau ATP viing 10 x 10 cm = 100
budng thang may ngoai gi& cao diém, van hanh cm? (< 100 RLU) trén diém cham cao dinh ky.
Phong hop 3 Pha lién tuc va tuan tra "5 Hop — 1
Cong tac").

RANH GIGI NGAN CAM TUYET POI (VI PHAM = DUNG THAO TAC NGAY): (1) Quy tic Ban lam viéc Nguyén trang: TUYET
DOI CAM dich chuyén, lat xem, gom xép gidy t& rai, USB, laptop, vi hay tai liéu ca nhan trén ban lam viéc; gap tai liéu rai
dudi san phai gilt nguyén vi tri va bao ngay Bao vé / HCNS. (2) Cdm dung 6 dién UPS D6 & thiét bi IT: Khdng rat/cdm phich tai 8
dién dé UPS, khong lau udt 8 dién am san, khéng xit truc ti€p hda chat Ién man hinh, ban phim, nat goi thang may hay céng tac
dén. (3) Cam thir dién bang tay: Tuyét d&i khéng dung mu ban tay hay ngén tay cham kiém tra ro dién vé hép dién — chi quan
sat tU xa va thyc hién Quyén Dirng Viéc An Toan néu cé bat thudng. (4) Lam cao > 2 m: Vé sinh vach kinh hoac khe gi6 trén 2 m
bat budc cé Gidy phép lam viéc SAH-FRM-04 va 01 ngudi gilt chan thang chit A trudc khi lam.

r
LIEN KET NGU CANH - BAN LAM VIEC, PHONG HOP, GHE THAM & KiNH TREN CAO  Pham vi Tap vu vs. K§j thuat Chuyén sau
Quy trinh SOP-TVP-01 kiém soat toan dién thao tac lau hang ngay cla goéi tap vu vé sinh ban lam viéc va phong hop nguyén trang cho pham vi
mat ban, diém cham va kinh ndi that cao dudi 2 m. Khi van phong can xU ly dinh ky theo quy cho hang muc ni, sgi dét hoac kinh ngoai tam vdi,
SONGANHHYG phéi hgp dong bd cling dich vu gidt gh& van phong phun hat siu, giat thim phong hop va hanh lang va du diy vé sinh kinh
mat ngoai téa nha cao trén 4 m dé gilr tron chat lugng vé sinh van phéng toan dién.

Tap vu Van phong Toan thgi gian / Theo gid - Giat Ghé Van phong Pinh ky — Giat Tham Van phong & Phong hop -

Vé sinh Kinh Mat dung (> 4 m) - Goi Vé sinh Van phong Téng thé —

A

T3 PHAN VAI & TRACH NHIEM (MA TRAN RACI)

Diu viéc Quan tri & Van hanh Trudng phong Giam sat Tuyén / | NV Ca nén & Tap Le tan / HCNS

QA/HSE To trudng vu Thudng truc Khach hang
Cung cép lich hop ngay, quy udc bay ly nudc | C I (Nhan lich) R/A
& ti€p nhan do6 that lac
Vé sinh Ban lam viéc Nguyén trang, sanh, C (Kiém dinh) A (Kiém tra) R (Truc tiép) 1
hanh lang, thang may & “5 H6p”
Phuc vu Phong hop 3 Pha, treo thé trang thai | A (Kiém chéo) R (Thuc thi) C (Ky xac nhan)
& ghi nhan trung thuc BM-TVP-01
Cap phép SAH-FRM-04 (lam kinh > 2 m) & A (Giam sat) R (Lap & khoa) R (Bdo dung) 1/ C (BQL M&E)
ti€p nhan kich hoat Quyén Dung Viéc An Toan
M&E

Chu thich: R = Tryc tiép thuc hién - A = Chiu trdach nhiém cudi cung - C = Bugc tham védn - I = Bugc théng bdo.


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-01-lich-truc-phong-hop-sanh.html
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-giat-ghe-van-phong-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-giat-tham-van-phong-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-mat-dung-alu-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-mat-dung-alu-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/
https://dichvuvesinhdanang.com/dich-vu-tap-vu-van-phong/
https://dichvuvesinhdanang.com/dich-vu-giat-ghe-van-phong-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-giat-tham-van-phong-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-mat-dung-alu-tai-da-nang/
https://dichvuvesinhdanang.com/dich-vu-ve-sinh-van-phong/

SUAT

PIEU KIEN TIEN QUYET, BAO HO (PPE), BO DUNG CU ¢ XANH DUOGNG & MA TRAN TAN

5.1. Bao hd (PPE), Dung cu & Héa chat Chuan (Chi
Dung Bé ¢ XANH DUONG)

* Bao hé lao déng (PPE) bat budc: Giay kin mii dé cao su
chéng trugt, gang tay nitrile/vai khi thu gom rac hoac lau
kinh, thé tén va dong phuc chinh té.

e B6 dung cu méu[ ¢ XANH DUGNG ]: Khan microfiber
[ ® XANH DUONG | géip 8 mat (Idy tir i gidt khép kin
theo ca ché Thay gié sach sau moéi phong, giat nhiét >

60 °C), binh xit c6 nhan 6 trudng ghi tén hoda chat + ngay
pha, xé[ ¢ XANH DUONG ] cay gat kinh & cay néi khoa
kh&p, chéi 16ng khé cach dién phui khe hép ki thuat, may
hit bui kem dau hat khe nhé. Tuyét déi khong dung
chung dung cu khu WC ([ A DO ]/[ o VANG ]) hay khu

Pantry (| m XANH LA |).

¢ Héa chat dinh mirc voi nhan 15 mL trén can 5L: SAH-
Co1 trung tinh pH 6,5-8,0: 3-4 nhan x 15 mL = 45-
60 mL / 5L (9-12 mL/L — dai trung tinh) cho lau
thudng; 6-8 nhan x 15 mL = 90-120 mL / 5L (18-24
mL/L — dai ban nang) cho vét bam lau ngay trén
san/chan d6 gd; SAH-C04 Quat (0,1-0,3% / 400-800
ppm, thai gian luu hoa chat ti€p xic &m 3-5 phut) cho
mat ban tréng va diém cham khéng ti€p xuc thuc pham
tai phong hop (riéng khu Pantry dung bo
vGi SAH-CO2 kiém nhe pH 8,5-10 c6 SDS 16 muc & Quat
< 200 ppm theo SOP-TVP-04/@5); SAH-CO7 nudc lau kinh
(1-3 nhan / binh 1L) — CAM dung trén man hinh
TV/may tinh.

5.2. Quy tic Bdo mat & Tiép can Ban lam viéc (SAH-

RSK-10)

e Quy tac Ban lam viéc Nguyén trang: Chi lau phan mat
ban [6 thién tréng hoan toan; duy tri khoang cach toi
thiéu > 15 cm quanh chéng tai liéu, s6 tay, USB hodc may
tinh dang md&. Néu ban ngap ho sG mat, bd qua viéc lau
mat ban do va ghi vao cét “Ly do bé qua” trén BM-TVP-01

(khdéng trur KPI).

¢ Tai liéu & Tu ca nhan: Tuyét d6i khong md ngan kéo, td
ho so, khong dung vao thé nhan vién hodc vat dung ca

nhan dé trén ban.

e Bao vé dif liéu (NP 13/2023/NP-CP): Khong doc 1én
man hinh may tinh, khéng chup anh mat ngudi dang lam
viéc, man hinh may tinh hoac néi dung viét trén bang
trang phong hop khi guii bao céo Zalo.

e An toan & dién: Phan biét rd 6 dién dé UPS (cam
rat/cam phich) va 8 4m san (khéng lau udt hoac quét

nudc vao khe nap 6 dién).

5.3. Ma Tran Tan Suat Lam Sach Chuan (Ngay / Tuan / Thang — SAH-CTL-01)

Khu vuc / Hang muc | Hang ngay / Theo lugt trong ca

Ban lam viéc ca nhan
(Nguyén trang)

Thu rac thung gam ban (> 2/3 hoac
cudi ca); lau phan mat ban tréng bang
khan [ ® XANH DUGNG | tham SAH-
C04/SAH-CO1; xép ghé gon vao gam
ban; khéng cham gidy t&/USB/laptop/6
UPS do.

Phong hop VIP &
Phong hop thudng

Thuc hién da 3 Pha theo lich trén BM-
TVP-01: Trudc hop (-15 phut, dat thé
“Phong hop San sang”), Gilta gi& gidi
lao (5 phdt), Sau hop (¢ 10 phut, d6i
thé “Vé sinh xong”) két hap khit khuan
di€m cham cao & kiém do that lac.

Sanh lé tan, Kinh mat
tién & Hanh lang

Tuan tra 6 moc 6 dinh déng bd BM-
TVP-01 & SOP-TVP-05: < 07:30 |
09:00 | 11:00 | 13:00 | 15:00 |
16:45 (tan suat lau ddu van tay clra
kinh ravao < 2 gig/lan); hat bui
tham chui chan sanh; lau diém cham
tay ndm cla, quay |é tan; hanh lang
thong thoang khong vat can.

Pinh ky Hang tuan

Lau sach chan ban kim loai/g6, bé
mat vach ngan ltng, mang dudi
mat ban (tranh cum day nguén);
hat bui chan ghé xoay va mép
vach.

Lau toan bd bang trang/kinh
bang dung dich chuyén dung
khéng dé€ lai quang muc; hat bui
khe ném ghé & chan ban hoi
nghi; lau khung cla.

Lau chui k¥ len chan tudng, géc
chén cét d4, bang chi dan tang,
khung ctra kinh mat trong va nep
nhom.

Pinh ky Hang thang

Lam sach mat ngoai ti ho
sd thap, hoc chan ban sat
tuong, khi bui khe ga vach
kinh phan khu ban lam viéc.

Phai bui dén treo thap, mat
ngoai miéng gid diéu hoa (<
2 mhodc 2-4 mcb gidy
phép PTW); danh béng chan
ghé€ Inox theo chiéu thd.

Giat/hat sadu tham sanh,
danh béng phuc hoéi nhe
hoac bao dudng bé mat san
hanh lang theo SOP-TVP-
03.



Khu vuc / Hang muc

Thang may & Sanh
cha thang

“5 Hop — 1 Coéng tac”
& Kinh néi that

Hing ngay / Theo lugt trong ca

Thuc hién ngoai gid cao diém: lau

bang nut bdm bang khan

( ® XANH DUONG ) 5m vét kiét; lau
vach Inox theo thd doc; hat bui khe

ranh ctra va lau kho san ca-bin.

Kiém tra bang mat 5 hop ky thuét; lau

sach mat cong tac dén bang khan

[ ® XANH DUONG | kho/vat kiét; lau
kinh ndi that < 2 m tlr mat san hang

ngay.

Pinh ky Hang tuan

Lam sach sau ranh truct cira
thang tt ca cac ting bang chai
nhd + dau hat khe; lau trdn/gs
dén ca-bin phdi hgp ky thuat toa
nha.

Phui bui néc va khe vién toan bd
5 Hop bang chéi 16ng khé truéce
réi lau bé mat vo hop; lau vach
kinh phong hop 2-4 m kem PTW
SAH-FRM-04 néu > 2 m.

Pinh ky Hang thang

Lau dudng bao vé bé mat
Inox budng thang béng
dung dich trung tinh chuyén
dung khoéng chira Clo/Acid;
ki€ém tra giodng vién clra.

Téng kiém tra tinh trang
niém phong hop PCCC, do
sach khe céng tac toan bd
tang va nghiém thu toan
dién vach kinh trén cao.

XX auy TRINH THUC HIEN TUNG BUGC & DIEM CHAN KIEM SOAT

m Lam sach Khu vuc Ban lam viéc theo Quy tic Ban lam viéc Nguyén trang  Trach nhiém: NV Ca nén /
(SAH-RSK-10) Tap vu

¢ Quan sat mat ban & hién trang tai san truéc khi cham tay: Néu nhan ca thdy man hinh, mat kinh hay vat trang tri c6 vét
nit/hdng san, chup ngay anh vét hdng cuc bd c6 méc gid glii nhdm bao trudc dé tranh b d6 16i. Xac dinh viing ban tréng dé
lau; TUYET DOI CAM dich chuyén, xép gon hoic lat xem gidy tJ rdi, sé tay, USB, laptop, vi hay tai liéu ca nhan (néu
toan mat ban cé hé so mat, ghi cot “Ly do bo qua” trén BM-TVP-01). Gap gidy td rai xudng san, gilt nguyén vj tri va bao ngay
Bao vé/HCNS.

¢ Thu rac gam ban: Nhéc thung rac ca nhan ra 16i di (khi day > 2/3 hoac cudi ca), thay tdi m&i gon mép thing; khéng dung
tay tran nén ép rac dé phong kim bam hodc manh thay tinh.

¢ Lau bé mit tréng bing bd | ¢ XANH DUGNG |: Gap khan lam 8 mat, xit SAH-Ce4 (Quat @,1-0,3% / 400-80@ ppm) hodc
SAH-CO1 (9-12 mL/L) truc ti€p Ién mat khan (khong xit théng Ién ban c6 may tinh/dién thoai), lau mot dudng dut khoat tu
trong ra ngoai trén phan mat ban tréng.

e Bao vé nguon dién: Ké lai gh& xoay sat ban gon gang; tuyét déi khéng rat/cam phich tai 6 dién dé UPS va khong day
nuéc/khdn uét qua nap & dién 4m san.

PIEM DUNG KIEM TRA BAT BUOC 1: Khéng dit binh xit hay xé nuéc 1én mat ban lam viéc cé thiét bi dién tir; toan bé man
hinh va ban phim chi dugc lau khi ¢é yéu cau bang khan siéu min khé/hci am nuéc RO, tuyét déi khéong duing héa chat lau
kinh SAH-CO07.




m Quy trinh Phuc vu Phong hop 3 Pha (Trudc - Gira-  Trach nhiém: Tap vu Thudng truc Trong gic /

Sau Hop) NV truc

¢ Pha 1 — Truéc hop (hoan tat trudc giG hop -15 phiit): (a) M& clra phong hop hoac bat quat/hé thdong théng gid 18-15
phit dé khit hoan toan mui bi; (b) Can chinh toan bd ghé hop thdng hang ngang, khoang cach tur tua gh&/mép ghé dén
mép ban déu tay, thdng goc theo truc ban; (c) Kiém tra mat bang trang sach khéng muc lem, dd bt 16ng viét thir con muc va
gié lau bang sach; kiém tra man chiéu/TV khéng dinh van tay hay vét &; (d) Dat ly/chai nudc theo ding quy udc HCNS (nhan
chai quay thang ra hudng ghé ngdi, dung khay 16t sach); (e) Kiém tra [an cudi bdo dam da thu don 100% vo rac va gidy vun cii
trong thung 1an gam ban, sau dé dat/xoay thé trang thai sang mat “Phong hop San sang”.

e Pha 2 — Giira gid giai lao (thao tac trong 5 phiit khi dai biéu tam r&i phong): (a) BuSc vao nhanh nhen, thuc hién thao
tac ém ai, nhe tay — khdng kéo 1é chan ghé, khéng va cham ly tach thuy tinh gay tiéng 6n; (b) Thu don ly tach da dung, vo
chai réng va gidy vun dat 1én khay phuc vu 16t khan chéng trugt; (c) Lau khd ngay cac vét nudc dong hodc vét ca phé trén mat
ban bang khén[ ¢ XANH DUGNG ]; cham thém nudc néu HCNS dé nghi; (d) RGi phong gon gang truéc khi khach quay lai
ngoi hop. Néu khach hop kin kéo dai khong giai lao, ghi vao cbt “Ly do bd qua” trén BM-TVP-01 (khong trir KPI).

* Pha 3 — Sau hop (hoan tat trong véng < 10 phiut sau khi két thic): (a) Ra soat gam ban, khe gh&, mat ké dé thu hoi dé
that lac (USB, vi, dién thoai, tai liéu, but) va ban giao ngay cho L& tdn/HCNS c6 ky nhan theo SOP-TVP-07; (b) Thu ly c6¢c mang
vé khu Pantry rira theo SOP-TVP-@5 bang bd , x€p hoan nguyén ban ghé& ding déi hinh chuén; (c) Gap khan
[ ¢ XANH DUOCNG ]thé’m dung dich Quat SAH-C@4 (0,1-0,3% / 400-800 ppm) lau khr khudn 4 nhém diém cham cao: tay
nam clfa 2 mat, diéu khién diéu hoa/TV, dién thoai héi nghi/micro, toan bdé mat ban & tay vin ghé — gitt mat tiép xuc théi
gian luu héa chat tiép xic am 3-5 phut; (d) Ki€ém tra tat toan bd dén chiéu sang, may chiéu, diéu hoa néu phong hop hét

lich trong ngay, xoay/dat thé bang “Vé sinh xong” (hoic “Phong hop San sang” cho ca ké) va ky chét gid thuc t& 1én BM-
TVP-01.

PIEM DUNG KIEM TRA BAT BUOC 2: Pha 1 bit budc két thiic t5i thidu 5 phat truéc gid khach buéc vao dé mat ban va mat
ghé kho rao hoan toan, khong con hgi am héa chat.

m Vé sinh Sanh, Kinh Mat Tién, Hanh lang & Thang may — Trach nhiém: Tap vu Thuéng truc Trong

Nghi thirc “Khéng lam phién” gid & NV Ca nén

¢ Lich tuan tra Sanh & Kinh mat tién dong b (< 2 gid/1an): Thuc hién ding 6 khung gid ¢6 dinh trén BM-TVP-01 va BM-
TVP-04:< 07:30 | ©9:00 | 11:00 | 13:00 | 15:00 | 16:45 (tach khoi khung WC/Pantry ctia Tap vu Thudng truc
Trong gid). Ludn gilt 16i di va clra thoat hiém théng thoang 100%; dat bién canh bao san uét doc 1 phia 16i di néu lau &m ban
ngay, dé chira t6i thi€u nlta hanh lang khé cho ngudi di lai.

o Tranh gi& cao diém buéng thang may: TUYET DOI KHONG vé sinh ca-bin thang may vao 3 khung gi& cao diém (07:30-
08:30, 11:30-13:15, 17:00-18:00); don lich lau chi tiét sang gilta budi sang, dau chiéu hoac ca téi.

¢ Nghi thirc irng xtr khi ¢6 khach (Khéng lam phién): Dang lau trong buéng thang may ma cé khach buéc vao phai lap tic
dirng tay, khép gon dung cu, mim cudi chao va lich su nhudng thang hoac budc ra ngoai ngay & tang ké tiép; khéng dung
vat cing chén clta thang quéa 30 giay.

¢ 3 buédc lam sach buéng thang may: (1) Dung chéi nhé quét ranh trugt cira thang roi hat sach soi cat, ghim kep bang dau
hat khe may hat bui; (2) Lau vach Inox theo chiéu thé doc tur trén xuéng dudi bang khan [ ¢ XANH DUONG ]thé’m hda chat

trung tinh nhe SAH-C@1 (CAM duing bui nhuii thép, miéng cudc nham hay chat tay chia Clo gay xudc rd vinh vién); (3) Lau
bang nut bam goi tang bang khan [ ¢ XANH DUONG ] am vat kiét tham Quat (CAM xit truc tiép héa chat 1én bang mach

nat bam) roi lau san ca-bin bang cay lau am vat kiét.



Quy tic “5 Hop - 1 Cong tac” & Vé sinh Kinh Néi that

e Nhan dién “5 Hop — 1 Céng tac”: (1) Hop/tu dién phan phdi; (2) Hop thu/khay tai liéu tudng; (3) HOp thoai/td mang ndi bé;
(4) Hép PCCC/cudn voi chita chay; (5) HOp sa cltu y t& + (1) Mat cong tac dén/diéu khién gén tudng.

Trach nhiém: NV Ca nén & T3 truéng

» Thao tac 2 budc an toan: Trudc tién dung chai 16ng khé cach dién phui sach bui bam trén néc hép, khe vién va mép ban 1&;
sau dé dung khén[ ¢ XANH DUONG ]kh6 hodc vat that kiét lau nhe mat ngoai vd hdp va vién cong tac (khdng dé nuéc ri

vao khe phim céng tac, khéng ty md niém phong hdp PCCC/sa clu).

e QUY TAC AN TOAN DIEN BAT BUQC — CAM THU PIEN BANG TAY: TUYET BOI CAM diing mu ban tay hay ngén tay
cham thir xem vé hop dién cé ro dién hay khéng. Chi quan sat bang mat tir xa cac dau hiéu bat thudng: day dién hé, vét
chay xém, mui khét, am uSt nho giot trén vo td dién hodc am thanh phong dién ré ré. Khi phat hién bat thudng phai thuc hién
ngay Quyén Dirng Viéc An Toan, diing cach ly va bao T6 trudng / Ky thuadt M&E toa nha xu ly.

V& sinh kinh ndi that & vach kinh phéng hop: Kinh cao < 2 mlau hang ngay t&r mat san bang nudc lau kinh SAH-C@7 va
thanh gat cao su + khan [ ¢ XANH DUONG ] lau khé canh khung; Kinh cao 2-4 m ding cay néi dai cé chét khda khdp chac
chan hodc thang chir A d0 thanh giang + @1 ngudi gilt chan thang; BAT BUOC lap Giay phép lam viéc SAH-FRM-04
trudc khi lam néu d6 cao thao tac > 2 m.

PIEM DUNG KIEM TRA BAT BUOC 3: Tuyét déi khong ditng lén ghé vin phong xoay, mat ban hop hoic thung rac lat ngugc
dé véi lau kinh hay néc tu; thi€u ngugi giir chan thang hoac thi€u Gidy phép SAH-FRM-04 tai vi tri > 2 m = Cam leo Ién lam.

EITED T1Eu CHUAN NGHIEM THU, PO KIEM & XU’ LY TINH HUGNG NGOAI LE

Thudc do nghiém thu hién trudng: Kiém tra bang mat duéi géc nghiéng 45° déi vsi mat ban, kinh phong hop va véch Inox thang
may (khéng loang vét, khéng sgi béng, ranh cita khéng rac); kiém tra do thang hang cla ghé hop va thé bang “Phong hop San sang /
Vé sinh xong”; tai Diém 16n (> 3 NV), QA/HSE do chi s6 ATP viing 10 x 10 cm = 100 cm? (< 100 RLU) dinh ky trén tay nam clra
phong hop, dién thoai héi nghi va bang nat bdm thang may; tai Diém nhé (1-2 NV), kiém qua 5 géc anh chét ca tuan tha ND

13/2023/ND-CP.

Tinh huéng Ngoai I1é Thuc té

Phat hién man hinh, kinh hoac
d6 trang tri nirt/vd san khi
nhan ca (Bdo vé khai dé 16i oan)

LG lam vé& céc thuay tinh, binh
nuéc hodc do dé v trong
phong hop / ban khach (Quy
trinh @-5 phut)

Nhan vién khach hang yéu cau
“don gitm déng h6 so mat trén
ban” hoac “dua chai tdy manh /
trén chat la”

Nguyén nhan / Rui ro

Dé bj quy trach nhiém lam hong tai san
khach hang néu khong ghi nhan tir dau
ca

Maénh thuy tinh gay ddt tay nhan
vién/khach hoac nguai thu gom rac
néu gidu vao thing rac thudng

Ap luc né nang 1am sai Quy tac Ban lam
viéc Nguyén trang hoac mat an toan
hoa chat; dé bi khach phan 4nh hoéc
tri KPI

Hanh déng Chuan SONGANHHYG

Khoan cham vao vat bi nirt/vG: Chup ngay anh hién
trang goc hep c6 méc gid (chi chup vét nit, khong
chup thong tin man hinh/mat nguai theo NB
13/2023), gUi ngay lén nhém Zalo cong trinh + ghi rd
vao Muc 3 phiéu BM-TVP-01 trudc khi bat dau lau
don.

Quy trinh -5 phut minh bach: (1) Dat bién/vat can
6 lap khu vuc ngay lap tuc; (2) Mang gang day, dung
ki hot va gidy bao nhiéu I6p boc kin manh v —
TUYET DOI KHONG giau manh v& vao tii rac sinh
hoat thuang (dan chir “Mdnh vé thuay tinh” dua khu
rac sac nhon/BQL); (3) Lau &m lai san bang khan

[ ¢ XANH DUONG ] bd riéng; (4) Chup anh c6 méc
gid bao T6 trudng va goi ngay Hotline 8905 751 566.

Ap dung Kich ban tir chéi lich sy 3 cau:

« Cau 1 (Chao/Cam on): "Da em chao anh/chi, cdm on
anh/chi da tin tudng trao ddi a.”

« Cau 2 (Gidi thich quy dinh): "Theo quy dinh bdo mat
va an toan lao déng cta cong ty, bén em khong dugc
phép tu y di chuyén, sap xép hod sd mat trén ban lam
viéc (hoac khéng dudgc cap phat hoa chat tay
manh/trén chat la ngoai chuan an toan).”

« Cdu 3 (Ghi phiéu & Xdc nhdn): "Dé tranh sai sét va
khéng bi trir KPI, em xin phép ghi muc nay vao cét ‘Ly
do bo qua’ trén phiéu BM-TVP-01 va kinh nhd anh/chj
ky xac nhan nhe gitp em hoac lién hé Ban Quan ly toa
nha hé trg riéng phan nay a.”



Tinh huéng Ngoai Ié Thuc té Nguyén nhéan / Rui ro Hanh déng Chuan SONGANHHYG

Thay gidy t& quan trong, USB Nguy cd that lac tai san khach hang Giif nguyén hién trang dudi ban lam viéc va bao
hoac vi tién rai dudi gam ban / hoac bi nghi ngd tu y xé dich ngay HCNS/Bao vé; néu & phong hop tréng sau hop
ghé phong hop thi ghi nhan ngay muc dé thét lac, giao Lé tan ky nhan

theo SOP-TVP-@7 va luu vét trén BM-TVP-01.

Khach bat ngd budc vao budng Gay phién ha cho khach, nguy co vap Tuan thu nghi thic “Khéng lam phién”: 1ap tdc ding

thang may khi dang don dep x0 dung cu tay, nhac gon dung cu sat ngudi, mim cudi chao khach
va lich sy budc ra ngoai & tang ké tiép dé nhudng
thang.

Phat hién vo hop dién hoac mat Nguy co dién giat chét ngudi hodc CAM cham tay thur dién (ké ca mu ban tay). Thuc

cong tac ¢ vét nudc ri, mli khét  chap chay tang hién Quyén Dirng Viéc An Toan tuc thi, diing gilt

hay day hé& khoang cach canh bao ti xa va goi ngay Ky thuat M&E
tda nha + Hotline @905 751 566.

Phong hop bi 16 gid hop lién ti€p  Khach doan ké tiép sap budc vao Néu hop kin chua ra ngoai: ghi vao cét “Ly do bé qua

khién khéng con dd 10 phut don | phong (Hop kin — Khéng trir KPI)”. Néu d6i doan gap: ap

sau hop hoac hop kin bo qua giai dung quy trinh rdt gon 3 phut (gom ly/rac, lau diém

lao cham chinh bang khén[ ¢ XANH DUONG ]vét kiét,

x&p thdng ghé, 1at thé “Phong hop Sén sang”) va ghi
gid thuc té [én BM-TVP-01.

QUY TAC BAT BUOC AN TOAN & PHAP LUAT VIET NAM: Hé théng SOP SONGANHHYG &p dung quy trinh Phong hop 3 Pha, nghi
thitc thang may “Khéng lam phién” va bo nhd “5 Hop — 1 Cong tic”, dong thai CAM TUYET BOI 3 THAO TAC RUI RO: (1) Cam kiém
tra ro dién bang mu ban tay hay ngén tay — chi quan sat ti xa va thuc hién Quyén Dling Viéc An Toan bao Ky thuat M&E; (2) Cam
dung bui nhui thép hay dung méi Xylene tay vét ban cling trén Inox/ban hop — thay bang khan microfiber[ ¢ XANH DUONG ]vé

hoda chét trung tinh; (3) Cam xit truc ti€p binh xit |én bang nGt bam thang may va thiét bj IT.

XX PAo0 TAO, SAT HACH & DANH MUC BIEU MAU LIEN KET

e Yéu cau dao tao & sat hach: Nhan vién mdi phai hoan tat thuc hanh kém c3p @3 ca theo SOP-TVP-08 (dat t8i thi€u: nhan dién
ddng bé mau [ ¢ XANH DUONG } thudc long cdm dung gidy t& & 6 UPS do, thuc hanh kich ban ti chdi 3 cau lich sy, thuc dién 3
Pha phong hop va nam quy tac khéng cham tay vao hop dién).

o Bi€u mau thuc thi truc tiép (1 trang A4): BM-TVP-01 - Phiéu Diéu phéi Phong hop 3 Pha & Tudn tra Sanh - Thang
mdy - 5 Hop.

¢ Gidy phép lam viéc rui ro cao (Iam kinh > 2 m): SAH-FRM-04 - Gidy phép PTW / LOTO.

¢ Tai liéu lién théng néi bd: SOP-TVP-02 (Nha vé sinh), SOP-TVP-03 (San & Dung cu 5S), SOP-TVP-04 (Hba chat An toan & 8 mat
khan), SOP-TVP-@5 (Tap vu Thudng tryc & Pantry), SOP-TVP-07 (Tai san, Do that lac & Bao méat ND 13), SOP-TVP-08 (Dao tao &
Sat hach), VCARD-03 - 6 Diéu cam & Quyén Dung Viéc An Toan.

EXTED LicH sU PHIEN BAN & QUY CHUAN KY THUAT AP DUNG

Phién ban Ngay Ngudi soan / Duyét Néi dung Thay déi & Quy Chuan Ap Dung
v2.0 15/11/2026 Phong QA/HSE - Ms. My Phat hanh chudn 9 muc theo khung SAH-STD-00; tich hgp SAH-
Anh duyét CTL-01 & SAH-RSK-10 (Ban lam viéc Nguyén trang, tan suat

Ngay/Tuan/Thang), Quan tri Truc quan 5S (Phong hop 3 Pha, nghi
thic thang may Khéng lam phién, 5 Hop — 1 Cong tac), SAH-CHM-
08 (¢ XANH DUONG), ND 13/2023/ND-CP; ddng bd 6 mdc tuan
tra Sanh/Kinh mat tién (< ©7:30 | ©9:00 | 11:00 | 13:00 |
15:00 | 16:45), dinh m{c 9-12 mL/L & 18-24 mL/L, thé phong
hop, cét Ly do bo qua, quy trinh 0-5 pht xdr ly d6 va va kich ban tir
chéi 3 cau.

Piéu huéng cum quy trinh & tai liéu d6i chirng: — SOP-TVP-00: Chuan héa SOP - Muc luc 9 SOP - SOP-TVP-02: Nha vé sinh 7 Buéc —
Biéu mau & Hb so ky thuat lién thong: BM-TVP-01 - Phiéu Diéu phéi Phong hop & Sanh - SOP-TVP-05 - Tap vu Thudng truc Ca ngay - SOP-TVP-
07 - Bao mat Tai san ND 13 - H6 so Ky thuat Giat ghé & Tham - H6 so Ky thuat Kinh Mat dung - Nhan bao gia Tap vu & Vé sinh Van phong —

SONGANHHYG - K57/10 Giang Van Minh, Hoa Thuén Tay, Hai Chau, Pa Nang - Hotline 24/7: 0905 751 566 - Email: Tai liéu ndi bo - SOP-TVP-01
danangadv@gmail.com v2.0


https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-01-lich-truc-phong-hop-sanh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-01-lich-truc-phong-hop-sanh.html
https://dichvuvesinhdanang.com/ops-toolkit/forms/FRM-04-ptw-high-risk.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-02-nha-ve-sinh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-03-lau-san-dung-cu-bao-ho.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-04-hoa-chat-kiem-soat-nhiem-cheo.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-05-quan-ly-tap-vu-thuong-truc.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-07-tai-san-chia-khoa-bao-mat.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-08-dao-tao-danh-gia-tay-nghe.html
https://dichvuvesinhdanang.com/ops-toolkit/visual-cards/VCARD-03-an-toan-6-cam.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-00-chuan-hoa-bieu-mau.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-02-nha-ve-sinh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/forms/BM-TVP-01-lich-truc-phong-hop-sanh.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-05-quan-ly-tap-vu-thuong-truc.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-07-tai-san-chia-khoa-bao-mat.html
https://dichvuvesinhdanang.com/sop-tap-vu-van-phong/SOP-TVP-07-tai-san-chia-khoa-bao-mat.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/02-chair.html
https://dichvuvesinhdanang.com/ho-so-nang-luc/03-glass.html
https://dichvuvesinhdanang.com/bao-gia-dich-vu-ve-sinh-van-phong/

