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1. MUC DiCH PURPOSE
Hwéng dan cach thie tién hanh danh gia noi bd. Nhdm kiém tra hé thdng quan ly
chéat lwong, quan ly méi trwdng, quan ly an toan strc khée nghé nghiép va cac hé
thdng khac twong tw c6 phu hop véi cac yéu cau cdng ty va cac yéu cau cla tiéu
chuan. Qua dé, khac phuc nhirng diém khéng phu hop, quan ly va cai tién dé hé
thdng ngay mét hoan thién hon.
To give instruction to proceed internal assessment. To check the quality
management system which meet requirements of company and other standard or
not, then, correcting nonconformities to improve the system.
2. PHAM VI AP DUNG SCOPE
Ap dung cho qua trinh danh gia néi bd hé théng quan ly chat lwong, quan ly moi
trwdng, quan ly an toan strc khde nghé nghiép va céac tiéu chuén khéac tai cac phong
ban, khu vyc thuéc Céng Ty ABC
Applicable to the internal assessment implementation of quality management
system, environmental management, occupational health and safety management
and other standards in departments and areas of ALC Corp.
3. TRACH NHIEM RESPONSIBILITY
3.1. Trach nhiém cua Téng Giam d6c Responsibility of CEO:
Phé duyét k& hoach, chwong trinh danh gia noi bd va két quéa danh gia ndi bod
Approve for internal assessment plan, internal assessment programme and
internal assessment results.
3.2. Trach nhiém cua bo phan ISO Responsibility of ISO dept.:
- Lap ké hoach danh gia ndi bd. Make the internal assessment plan.
- Lap chwong trinh danh gia ndi bd. Make the internal assessment programme.
- Lwa chon danh gia vién ndi bé. Choose inspectors.
- Théng bao chwong trinh danh gia. Announce the internal assessment
programme to relevant people.
- T6 chirc cudc hop mé dau va két thuc (néu can).
Organize opening meeting and closing meeting (if need)
- Béo cdo két qua danh gia ndi bé cho Ban giam déc.

Report the internal assessment results for BOM



Theo déi hanh déng khac phuc sy KPH va danh gia hiéu lywc hanh dong khac
phuc

Keep track of corrective actions and evaluate effectiveness of corrective actions

3.3. Trach nhiém cua danh gia vién ndi bé Responsibility of inspector:

Tién hanh danh gia theo Chwong trinh danh gia noi bo.

Conduct the assessment according to the internal assessment programme.

Ghi nhan sw khéng phu hop vao “Phiéu ghi chép danh gia ndi bd” va theo dbi
tinh trang khéc phuc.

Record nonconformities on “Internal assessment record” and keep track of

corrective action.

3.4. Trach nhiém cua bd phan dwoc danh gia Responsibility of assessed

department.

Chuén bj day du hd so, tai liéu can thiét cho qua trinh danh gia.

Prepare all necessary documents and records for internal assessment process
Chi dinh nguoi dbi ng danh gia

Assign responders for the assessment

Thue hién x& ly sw khéng phu hop va cac hanh déng khac phuc dwoc dé xuét.
Handle nonconformities and implement corrective actions which required

Phan tich nguyén nhan va hanh déng khac phuc cho sw khéng phu hop cla bd
phan.

Analysis the cause of nonconformities and take corrective actions

4. DINH NGHIA - TU VIET TAT DEFINITIONS - ABBREVIATIONS.

41.

Dinh nghia Definitions
Chuan muc danh gia: La tap hop céac chinh sach, quy trinh hodc yéu cau dwoc
st dung lam chuan theo dé so sanh cac bang chirng danh gia.
Assessment criteria: set of policies, procedures or requirements used as a
reference against which objective evidence is compared.
Bang chirng danh gia: H6 so trinh bay vé s kién hoac cac thdng tin khac lién
quan t&i chudn myc danh gia va co thé kiém tra xac nhan.
Assessment evidence: Records, statements of fact or other information, which

are relevant to the assessment criteria and verifiable.



Phat hién danh gia: K&t qua cla viéc xem xét danh gia cac bang chirng danh gia
thu thap dwoc so véi chuan mwc danh gia

Assessment findings: results of the evaluation of the collected assessment
evidence against assessment criteria.

Két luan danh gia: Dau ra ctia mot cudc danh gia sau khi xem xét cac muc tiéu
danh gia va moi phat hién danh gia

Assessment conclusion: Outcome of an assessment, after consideration of the
assessment objectives and all assessment findings.

DPanh gia vién ndi bo: La nguwdi tién hanh cudc danh gia cé dd nang luc thdng
qua viéc tham gia I&p danh gia vién ndi bd hoac co6 kinh nghiém thich hop
Inspector: Person who conducts an assessment, be full competence with passing
internal inspector training courses or has more suitable experience.

Sw khéng phu hop: Sy khéng dap rng mot yéu cau

Nonconformity (NC): Non-fulfilment of a requirement.

Khéng phu hop nang Major NC (NC-M)

+ Khéng thwc hién mét hodc nhiéu yéu cdu trong tiéu chuan ISO 9001, ISO
14001, 1ISO 45001 hoac cac tiéu chuan ap dung khac .

Failure to comply with one or more requirements of ISO 9001, ISO 14001, ISO
45001 or other applicable standards.

+ S thiéu s6t mang tinh hé théng trong viéc dap ng nhirng yéu cau cta hé
thdng quan ly ctia cong ty

Systematic omission of fulfilment QMS’s requirements

+ Sy khéng phu hop nhe tir 1an danh gia trwdc dwoc I&p lai chua dwoc khéc
phuc.

Minor NC of previous assessment that have not corrected yet.

+ Khéng tuan thi yéu cau luat dinh dbi véi viéc cung cip san phan va dich vu.
Not comply with requirements of law on products or service.

Khéng phu hop nhe Minor NC (NC-m)

+ M6t sai s6t don 1é hién trong viéc thyc hién cac yéu cau

A single omission in meeting requirements

+ Piém nhan xét tr 1an danh gia truéc dwoc 1ap lai.



Observation (OB) of previous assessment which are repeated

- Diém lwu y: Khong phai la diém khéng phu hop, nhwng cé nguy co tiém an tré
thanh sy khéng phu hop
Observation (OB): Not a nonconformity, but it has potential risks to become a
nonconformity.

- Diém cai tién (In): Nhirtng diém can thiét dé cai tién hoat dong cta bd phan
nham gia tdng hiéu qua ap dung hé théng.
Innovation (In): Findings that necessary to improve department’s operation to
increase effective of the system.

- Khac phuc: Hanh déng nham loai bd sw khéng phu hop dwoc phat hién

Correction: Action to eliminate a detected nonconformity.

- Hanh déng khac phuc: Hanh déng dé loai bd nguyén nhan cta sy khéng phu
hop, nham ngan ngtra viéc tai dién.
Corrective action: action to eliminate the cause of a nonconformity and to prevent
recurrence.

4.2. T viét tat Abbreviations

e BGD : Ban Giam Béc Board of Management (BOM)
e DGNB :Danh gia ndi bd Internal assessment
e TGD : Téng Giam déc CEO
e KPH : Khéng phu hep Nonconformity (NC)
e BP : B6 phan Department

5. TAI LIEU LIEN QUAN RELEVANT DOCUMENT
- Tiéu chuén ISO 9001:2015; ISO 14001:2015; ISO 45001:2018 standard
- Quy trinh kiém soat sw khéng phu hop, hanh déng khac phuc QT-ALC-03
Nonconformity control & corrective action procedure QT-ALC-03
- Quy trinh kiém soat théng tin dang van ban QT-ACL-01
Documented information control procedure QT-ACL-01
6. NOI DUNG CONTENTS
6.1 Lwu d6 Flowchart



Trach nhiém

Buwéc Responsible Lwu dé Biéu mau
Steps P Flowchart Forms
person
Lap ké hoach danh gia
Making the assessment plan
1 ISO
BM-QTALC04-01
Disapproved

2 TGD

CEO Approved #)

Lap chwong trinh danh gia
3 ISO Making the assessment programme
[ - -

. TGP isapproved BM-QTALC04-02

CEO

Approved Ir
Théng bao chuwong trinh
5 ISO Announcing the programme
Danh gia vién Tién hanh danh gia
6 Inspector Conducting the assessment BM-QTALCO04-03
Bao cao danh gia ngi bd
Reporting the assessment resulls N

7 ISO

f

BM-QTALC04-04




o BGD Phé duyét Disapproved
BOM Approving
Approved
9 BP lién quan Thyc hién KP va HBKP QT-ALC-03
Relevant dept. Implementing corrective action(s) BM-QTALC03-01
ISO & BP lién
quan Lwu hd so
10 U NO 5 QT-ACL-01
ISO & relevant Saving records
dept.

6.2 Dién Giai Interpretation

Bwéc
Steps

Trach nhiém
Responsible
person

Dién giai
Interpretation

ISO

Lap ké hoach danh gia Making the assessment plan

- Vao thang 1 hang ndm, BP ISO thwc hién xay dwng K& hoach danh
gia ndi.
In every January, ISO makes the Internal assessment plan.

- K& hoach danh gia noéi bdé dam bao cac bd phan dwoc danh gia it nhat
1 1an/ nam
Ensure every department is eveluated at least once a year.

TGD
CEO

Phé duyét Approving

- TGP phé duyét K& hoach danh gia noéi bd. Néu dat ban ISO théng tin
dén cac bd phan lién quan qua email. Néu khoéng dat ban ISO chinh
stra lai cho phu hop
CEO approves the internal assessment plan.
If approved, ISO announces to relevant departments via email.
If disapproved, ISO adjusts the plan to be appropriate.

ISO

Lap chwong trinh danh gia Making the assessment programme

- Can cir K& hoach danh gia ndéi bd hang ndm hoac yéu cau tr TGD,
ban ISO lap chwong trinh danh gia noi bd cu thé theo biéu mau
According to the internal assessment plan or CEQO’s requirements,
ISO makes the internal assessment programme.

- Lwa chon danh gia vién dd nang lwc va kinh nghiém can thiét cho quéa
trinh danh gia.
Choose inspectors who are full competence and have suitable
experience.

- Sép xép danh gia chéo gitra cac bd phan.
Cross-check among departments.

- C6 thé thué tw van tham gia danh gia dé tang tinh hiéu lwc va khach
quan.




Can hire external adviser for the assessment.

TGD
CEO

Phé duyét Approving
Trinh TGP xem xét chwong trinh danh gia ndi bo.
Submit CEO to approve the internal assessment programme
- Néu dat: phé duyét, chuyén budc tiép
If approved, move on the next step
- Néu khong dat: Iam lai
If disapproved: Remake the programme

ISO

Théng bao chwong trinh Announcing the assessment programme.

- Théng bao Chwong trinh danh gia ndi bd dén tat ca cac ca nhan, bd
phan, phong ban cé lién quan trwéc it nhat 5 ngay dién ra danh gia.
Announce the internal assessment programme to people, departments
that involved in the assessment at least 5 days before the assessment
day.

Danh gia vién
Inspector

Tién hanh danh gia Conducting the assessment

- T6 chire cudc hop khai mac va cudc hop két thuc (néu can).
Organize opening meeting and closing meeting (/f need)

- T|en hanh danh gia dwa trén cac bang chirng, str dung k¥ thuat phéng
van, quan sat hodc xem xét théng tin dang van ban, thuc té.

Evaluate base on evidences, interviews, observation, checking
records.

- Co thé st dung checklist trong qua trinh danh gia
Inspectors can use assessment checklist during the process

- Théng bao két qua danh gia dén dai dién ctia bén dwoc danh gia, néu
chwa thédng nhat két qua thi lién hé trwdng doan dé coé két luan sau
cung.

Announce the results of the assessment to assessed department. If it
has been not yet unified, assessment leader will take finally
conclusion.

- Ca nhan/ nhém danh gia sé& ghi nhan cac diém khéng phu hop dugc
tim thay vao Phiéu ghi chép danh gia noi bd BM-QTALC04-03 va glri vé
ISO
Record all nhonconformities which are found on Internal Assessment
Record BM-QTALC04-03 and send ISO staff.

ISO

Bao cao danh gia néi bd Reporting the internal assessment results
Dwa vao phiéu ghi chép danh gia noi bd ctia danh gia vién, 1ISO xem
xét va lap bao céo theo mau BM-QTALC04-04, trinh TGD phé duyét.
Base on internal assessment records of inspector, ISO will review and
create Internal Assessment Results BM-QTALC04-04, submit CEO for
approval.

BGD
BOM

Phé duyét Approving

- Xem xét va phé duyét Két qua danh gia ndi bo.
Review and approve Internal Assessment Results )

- N‘éu khong dat thi trd v& ban ISO dé& xem xét hodc danh gia lai néu
can.
If failed, return to ISO to review or re- assess (if need)




Thwe hién KP va HDKP Implementing corrective action(s)
- Phat hanh phieu KPH theo quy trinh QT-ALC-03

BP lién quan Issue Corective action report according to the procedure QT-ALC-03
Mo Relevant - Thoi han hoan thanh bao cdo khoéng qua 30 ngay ké tlr ngay phat
OK dept. hanh phiéu.
Report complete duration is not over 30 days from the date when ISO
issues the report
ISO & BP lién Lwu ho so Saving Records
10 /(éuoar:& Lwu hd so theo muc 7 va quy trinh cé lién quan

relevant dept.

Saving records according to item 7 and related procedures.




7. HO so lwu Records

) ) Noi lwu Thoi gian
STT Tén biéu mau Ma sb Keeping Iwu
No. Forms Code place Retention
period
1 Ké hoach danh gia ndi bd BM-QTALC04-01 ISO 2 nam
Internal assessment plan 2 years
2 Chuwong trinh danh gia néi bo i ) 2 nam
Internal assessment programme BM-QTALC04-02 ISO 2 years
3 Phiéu ghi chép danh gia ndi bd BM-QTALC04-03 1SO 2 nam
Internal assessment record 2 years
Két qua danh gia noi bd 3
4 BM-QTALC04-04 1SO 2 nam
Internal assessment results 2 years
8. Lich str stra d6i tai lieu Amendment History
2 Ngay stra Soan Phé
,Lagz_ dai Noi dung stra déi Trang | thao | duyét
stra doi
] Amended Amendment Contents Page |(Update |Approve
Version Date d by d by
00 12-12-2014 | - Lap ban dau tién First issued
- Chinh stra ndi dung phan lwu d6
5.1 Edit content on flowchart 5.1
01 | 10-06-2014 | 58 chinh thoi gian lwu HS phan
5.3 Edit saved time item 5.3
- Thay C!éi lai dinh nghia NC nhe,
OB phan 4.1b & 4.1c & Quy dinh
ro lai vé tan suat danh gia phan
4.2
02 31-07-2015 Change definition of minor & OB
at item 4.1b, 4.1c and regulate
clearly assessment frequency at
item 4.2




A Ngay stra . Soan | Phé
Lan doi N&i dung stra doi Trang | thao | duyét
stra doi
) Amended Amendment Contents Page |(Update |Approve
Version Date d by d by
- Chinh stra lwu dd, lvgc bd bwdc
5 & 7, ndi dung dién giai 6.2
Edit flowchart, eliminate step 5&7
and interpretation 6.2
- Huy bd Remove
BM-QT-ALC-04-02,
03 05-10-2017 BM-QT-ALC-04-05. 5-8
BM-QT-ALC-04-06
- Chinh stra Edit BM-QTALC04-01
& BM-QTALCO04-04
- Lap maoi Create BM-QTALCO04-02
& BM-QTALC04-03
- Chinh Iwu d6 va néi dung.
Edit flowchart and contents
-S&r dung Website trong phat
hanh va quan ly Phiéu kiém soat
suw KPH.
Control creating and handling NC
on website.
- Hay bd Bao cao suw khéng phu
04 | 22:08-2018 | 9P (BM-QTALCO4-04) 5
emove nonconformity report
(BM-QTALCO04-04)
- Thém biéu mau Ké hoach danh
gia
Add the Internal Assessment
Progamme form
- Chinh slra toan bd ma sb biéu
mau tir 01~04
Edit forms and all form’s codes
- Chuyén biéu mau va néi dung
sang song ngi* Viét-Anh.
Translate forms and contents to a
Vietnamese-English bilingual
version . ) Ms
05 05-04-2019 | - Chinh stra ndi dung va biéu mau All Hoé Mr.Loc

“Ké hoach” thanh “Chwong trinh”

va nguoc lai.
Edit contents and forms by
replacing “Plan” with

“Programme” and reverse.
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