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L&i néi dau

TCVN 12288:2025 thay thé TCVN 12288:2018.
TCVN 12288:2025 hoan toan twong duong voi ISO 30400:2022.

TCVN 12288:2025 do Ban ky thuat Tiéu chudn quéc gia TCVN/TC 260
Quan tri nguén nhan lire bién soan, Vién Tiéu chuin Chét lwgng Viét Nam
@& nghij, Uy ban Tiéu chudn Do Iwong Chét lvong Quéc gia tham dinh, B3
Khoa hgc va Céng nghé cong bb.
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Loi giéi thiéu

Tiéu chudn nay dwoc xay dwng nhim hd tro
viéc thang hiéu chung va duy tri tinh nhét quan

clia cac tr vyng co ban trong céc tiéu chudn vé
quan ly ngudn nhan lwe.

Tiéu chuén nay st dung cho:

~ ngudi hanh nghé nhan sy;

- chuyén gia va sinh vién hoc thuat,

- ngwdi bién soan cac tiéu chuan lién quan;

— céc bén lién quan trong td chirc, bat ké quy
mé va loai hinh t§ chtrc;

- 16 chirc céng doan, ban dai dién cong nhan
vién, dai dién cho nguwdi lao dong va ngudi
tuyén dung khac;

- nhi*ng ddi tugng khac quan tdm d@én nganh

quan 1y ngudn nhan lyc.

Introduction

This document has been developed to help
facilitate a common understanding of and
maintain  consistency in  fundamental
vocabulary in human resource management

standards.
This document is intended to be used by:

human resource practitioners;

I

academic professionals and students;

developers of related standards;

|

stakeholders in organizations, regardless of
organizational size and type;

— labour unions, work councils, other employee

and employer representatives;

- others interested in the human resource

management profession.
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Quan ly nguén nhan lwe - Tir vigng

Human resource management — Vocabulary

1 Pham vi ap dung

Tiéu chuan nay dinh nghia céc thuét nglr dwec
str dung trong céc tiéu chuén vé quén Iy nguén
nhan lyc.

2 Tai liéu vién dan
Trong tiéu chudn nay khong co tai liéu nao
dwoc vién dan.

3 Thuat ngi¥ lién quan dén t6 chirc

Trong tiéu chuan nay st dung céac thuat ngir
va dinh nghia duéi day.

3.1 Thuat ngi® lién quan dén té chirc

311

Té chire

Ca nhén hodc nhdm ngwdi co chirc nang riéng,
thye hién trach nhiém, quyén han va cac méi
quan hé d& dat dwoc myc tiéu (3.1.22).

Cha thich 1: Khai niém v& t6 chire bao gdm, nhung
khdng gi¢i han & c& nhan kinh doanh, céng ty, tap
doan, hang, doanh nghiép, co' quan cé thdm quyén,
dédi tac, td chirc hodc co sd tir thién, hodc mét phén
ho#ic sy két hop cla ching, du c6 hop nhét hay
khong, cdng hay tw.

Ch thich 2: Bay 1a mét trong nhitng thuét ngir chung

1 Scope

This document defines terms used in human
resource management standards.

2 Normative references

There are no normative references in this
document.

3 Terms related to the organization

For the purposes of this document, the
following terms and definitions apply.

3.1 Terms related to the organization

3141

organization

person or group of people that has it own
functions with responsibilities, authorities and
relationships to achieve its objective (3.1.22)

Note 1: The concept of organization includes, but is
not limited to, sole-trader, company, corporation, firm,
enterprise, authority, partnership, charity or institution,
or part or combination thereof, whether incorporated
or not, public or private.

Note 2: This constitutes one of the common terms and

core definitions for 1SO management system
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va dinh nghfa cét 16i cho c4c tiéu chudn hé théng quan
ly dwoc néu trong Phu luc SL, Phan bd sung 1SO hep
nhét cia Heéng dan ISO/IEC, Phan 1.

[NGUON: Huéng dan ISO/IEC, Phan 1, 2020,
Phu luc SL, Phu luc 2, 3.1, da stra ddi — Bd
sung Chu thich 2].

3.1.2

Quan trj tb chive

Hé thong qua d6 t3 chirc (3.1.1) dwa ra va thuc
thi cac quyét dinh nham theo dudi cac myc tiéu
(3.1.22) ctia minh.

Chu thich 1: Quan trj t& chirc lién quan dén cach
toan bd t chirc dirge lanh dao, chi dao, kiém soat
va chju trach nhiém,

[NGUON: TCVN ISO 26000:2013, 2.13 — duoc
s(ra ddi bang cach b sung Chu thich).

31.3

Vin héa té chirc

Cac gia tri, niém tin va thuc tién cé anh hudng
dén cach (g x(r va hanh vi (3.14.2) cla cac ca
nhan va t6 chire (3.1.1).

3.1.4

Co céu tb chirc

Sép xép theo phan cAp quyén han, trach nhiém
va trach nhiém gidi trinh (3.7.8) trong mot 16
chire (3.1.1).

315

M6 hinh van hanh

Cach thirc tiép can cla t6 chie (3.1.1) dé& van
hanh trong méi trwéng clia td chive.

3.1.6

Chién lwgre

Cach thirc tiép can @& dat duoc cac muc tiéu
(3.1.22) clia té chirc.

Chu thich 1: Chién lugc thwéng bao gém mét loat
c4c hoat dong dugc phdi hop va viec phan bd céc

standards given in Annex SL of the Consolidated ISO
Suppliment to the ISO/IEC Directives, part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020,
Annex SL, Appendix 2, 3.1, modified — Note 2 to
entry added].

31.2

organizational governance

system by which an organization (3.1.1) makes
and implements decisions in pursuit of its
objectives (3.1.22)

Note 1: This concerns the way a whole organization
is led, directed, controlied and held accountable.
[SOURCE: ISO 26000:2010, 2.13 — modified by
addition of Note to entry]
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organizational culture

values, beliefs and practices that influence the
conduct and behaviour (3.14.2) of people and
organizations (3.1.1)

3.1.4
organization structure
arrangement of authority, responsibility and

accountability (3.7.8) in an organization (3.1.1)

315

business model

organization's (3.1.1) approach to operating in its
environment

3.1.6
strategy
approach to achieving its objectives (3.1.22)

Note 1: A strategy generally includes a
coordinated set of activities and the allocation of

resources necessary to achieve the objectives.



ngudn lwc can thiét nhdm dat dwoc cac myc tidu.

Cha thich 2: Chién lwge c6 thé dwgc 4p dung & cac
cép d6 va chirc néng khac nhau trong hoic gitra c4c
t8 chirc (3.1.1). Chién lwgc tdng thé c6 thé dugc hd
tre bAng mot tap hop céc chién Iwge chirc ning cip
thap hon.

[NGUON: TCVN 1SO 9000:2015, 3.5.12, da sira
di ~ Binh nghia dwoc soat xét va thém chi

thich].

317

Ké hoach kinh doanh lién tyc

BCP

Théng tin dang vén ban (3.1.23) hwéng dan té
chire (3.1.1) (ng pho véi sir gian doan va tiép
tuc, phuc hdi va khoi phuc viéc cung cép cac
san pham va dich vy nhat quan véi céc muc tiéu
(3.1.22) kinh doanh lién tuc ctia tb chirc.

Chua thich 1; Vi dy vé& céach st dung ké hoach kinh
doanh lién tuc c6 thé bao gdm cac myc tiéu nhim
hoach dinh, thiét I4p, thyc hién, van hanh, theo dbi,
xem xét, duy trl va cdi tién lién tyc (3.1.31) hé thong
quén Iy (3.1.20) bing van ban d& phong chéng va
giam thidu nhirmg dnh huéng clia cic sy cb gay gian
doan cong viéc, chudn bj va sdn sang &ng phé véi
su cb.

[NGUON: TCVN ISO 22300:2023, 3.1.22, da
stra d6i — B& sung Chu thich].

3.1.8

Hoach djnh

Mgt phin cla viéc quén Iy (3.1.11) tap trung vao
viée thiét 1ap cdc muc tiéu (3.1.22) va quy dinh céc
qué trinh (3.1.24) hoat dong cAn thiét cling nhwr céc
ngudn luc lién quan dé thyre hién muyc tiéu.

[NGUON: TCVN ISO 22300:2023, 3.1.180].

3.1.9
Hoach dijnh chién lwoc

TCVN 12288:2025

Note 2: A strategy can be applied at different
levels and functions in or across organizations
(3.1.1). An overall strategy can be supported by a
set of lower-level functional strategies.

[SOURCE: 1SO 9000:2015, 3.5.12, modified -
Definition revised and notes to entry added.]
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business continuity planning

BCP

documented information (3.1.23) that guides an
organization (3.1.1) to respond to disruption and
resume, recover and restore the delivery of
products and services consistent with its
business continuity objective (3.1.22)

Note 1: Examples of how business continuity planning
is used can include objectives to plan, establish,
implement, operate, monitor, review, maintain and
continually (3.1.31) a
management system (3.1.20) to protect against and
mitigate the effects of disruptive incidents, and

improve documented

prepare for and respond to the same.

[SOURCE: ISO 22300:2021, 3.1.22, modified —
Note to entry added.]

3.1.8

planning

part of management (3.1.11) focused on setting
objectives (3.1.22) and specifying necessary
operational processes (3.1.24) and related

resources to fulfil the objectives
[SOURCE: ISO 22300:2021, 3.1.180]

3.1.9
strategic planning
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Hoach dinh (3.1.8) bao gém s hinh thanh, thuwc
hién, dinh lugng (3.14.7) va céi tién lién tuc
(3.1.31) nhitng yéu tb lién quan dén loi ich cla
t6 chivc (3.1.1) trong mét khoang thdi gian xac
dinh, va cach thirc nham dat dwoc cac muyc tiéu
clia td chirc (3.1.22).

3.1.10

Trach nhiém xa hoi

Trach nhiém cla td chic (3.1.1) ddi v6i nhitng
tac dong tir cac quyét dinh va hoat dong cla to
chirc dén xa hdi va mdi trwdng théng qua hanh
vi (3.14.2) minh bach va dao d&c nham:

— déng gop cho st phat trién bén virng, bao gdm
strc khoé, an toan va thinh virgng ctia xa hoi;

— xem xét nhitng mong mudn clia cac bén lién
quan (3.3.1);

— phlt hop v6i luat phap va nhat quan véi
chuén mye (3.15.15) g xi¥ (3.14.2) quéc té;

— duoc tich hgp trong toan b td chirc va thic
thi trong cac méi quan hé clia td chirc.

Chu thich 1: Hoat @8ng bao gbm san pham, dich vy
va qua trinh (3.1.24).

Cht thich 2: Cac méi quan hé d& cap dén cac hoat
dong clia mot t& chirc trong pham vi anh hwéng cla
t chirc d6.

[NGUON: TCVN ISO 26000:2013, 2.18].

311
Quan ly

Cac hoat dong phéi hop dé dinh hwdng va kiém

soat mét 6 chire (3.1.1).

Chu thich 1: Quan Iy co thd bao gdm viéc thiét lap
cac chinh séach (3.1.15) va muyc tiéu (3.1.22) va qua
tr_inh (3.1.24) d& dat dwroc nhirng muc tiéu nay.

10

the formulation,
(3.147) and
continual improvement (3.1.31) of factors that

planning (3.1.8) involving

implementation,  evaluation
are relevant to an organization’s (3.1.1) interests
over a defined period, and the means of
achieving its objectives (3.1.22)

3.1.10

social responsibility

responsibility of an organization (3.1.1) for the
impacts of its decisions and activities on society
and the environment, through transparent and
ethical behaviour (3.14.2) that:

contributes to sustainable development,
including health, safety and the welfare of

society;

~ takes into account the expectations of

stakeholders (3.3.1);

— is in compliance with applicable law and
consistent with international norms (3.15.15)
ofbehaviour (3.14.2);

- is integrated throughout the organization and

practised in its relationships

Note 1. Activities include products, services and
processes (3.1.24).

Note 2: Relationships refers to an organization's
activities within its sphere of influence.

[SOURCE: ISO 26000:2010, 2.18]

3.1.1

management

coordinated activities to direct and control an
organization (3.1.1)

Note 1: Management can include establishing policies

(3.1.15) and objectives (3.1.22) and processes
(3.1.24) to achieve these objectives.



Chu thich 2: Quan Iy bao gdm qua trinh hoach dijnh
(3.1.8), t chirc, chi dao va kiém soat két qua clia céc
thanh vién, nhém hoac 3 chire.

[NGUON: TCVN ISO 9000:2015, 3.3.3, da s(ra
ddi — Chu thich 2 dugc thay thé].

3.1.12

Lanh dao cao nhit

Ca nhan hodc nhom ngwai chi dao va kiém soat
t6 chire (3.1.1) & mikc cao nhét.

Ch thich 1: Lanh dao cao nhét c6 quyén dy quyén
va cung cap ngudn lwc trong td chirc.

Chu thich 2: Néu pham vi clia hé théng quén Iy
(3.1.20) chi bao gdm mot phan clia td chirc, thi lanh
dao cao nhat 1a nhixng ngudi chi dao va kiém soat
phan d6 clia t chirc.

Chu thich 3: Day 1a mét trong nhirng thuat nglr chung
va dinh nghla cét I8 cia c4c tiéu chudn hé théng
quan Iy dwoc néu trong Phu lyc SL, Phan bd sung
ISO hop nhét clia Huéng dan ISO/IEC, Phan 1.

[NGUON: Huéng din ISO/EC, Phan 1, 2020,
Phu luc SL, Phy lyc 2, 3.5, 43 sira d6i — B sung
Cha thich 3].

3.1.13

Quan Iy két qua thwe hién cong viéc

Quén Iy (3.1.11) két qua thyc hién cong viéc
(3.2.12) clia cac thanh vién, nhém va to chic
(3.1.1).

Chi thich 1: Quén Iy két qua thyc hién cong viéc co
thé bao gdm phén héi (3.1.17), huén luyén (3.14.4),
cb vln (3.14.11), cac hoat déng xem xét va djnh
Jvgng (3.14.7) nhdm muc dich cadi tién lién tuc
(3.1.31).

3.1.14
Ruiro

Tac dong cua sy khong chéc chén.

TCVN 12288:2025

Note 2: Management includes the processes of
planning (3.1.8), organizing, directing and controlling
the outcomes of people, groups or organizations.

[SOURCE: ISO 9000:2015, 3.3.3, modified -
Note 2 to entry replaced.]

3.1.12

top management

person or group of people who directs and controls
an organization (3.1.1) at the highest level

Note 1: Top management has the power to delegate
authority and provide resources within the
organization.

Note 2: If the scope of the management system
(3.1.20) covers only part of an organization, then top
management refers to those who direct and control

that part of the organization.

Note 3: This constitutes one of the common terms and
core definitions for I1SO management system
standards given in Annex SL of the Consolidated 1ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/EC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.5, modified — Note 3 to
entry added.

3113

performance management
management (3.1.11) of the performance
(3.2.12) of people, groups and organizations

(3.1.1)

Note 1: Performance management can include
feedback (3.1.17), coaching (3.14.4), mentoring
(3.14.11), reviewing and evaluation (3.14.7) activities
with the aim of continual improvement (3.1.31).

3.1.14

risk
effect of uncertainty

11
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Chu thich 1: Tac dong 1a sy sai léch so véi dy kién
— tich cuc hodc tigu curc.

Chu thich 2: S khéng chéc chan 13 tinh trang, tham
chi 12 mat phan, thiéu hut théng tin (3.1.32) lién quan
t6i sw hiéu biét hodc kidn thire (3.12.1) vé mot sy
kién, hé qua cla sy kién d6, hoic kha ning xay ra
clia né.

Chu thich 3: RGi ro thweng dac trwng bdi sy dan
chiéu dén cac “sy kién® [nhw dinh nghia trong
3.5.1.3, TCVN 9788:2013 va “hé quad” (nhw dinh
nghia trong 3.6.1.3, TCVN 9788:2013) tiém &n, hoic
su két hop gitra chiing.

Chu thich 4: Rai ro thirdng thé hién theo cach két
hop céc hé qua clia mot sy kién (bao gdm ¢a nhikng
thay ddi v& hoan canh) va “kha ning xay ra” (nhw
dinh nghla trong 3.6.1.1, TCVN 9788:2013) k&m
theo.

Chu thich 5: Day 1a mét trong nhirng thuat nglr chung
va dinh nghia cét 18i cla cac tiéu chuén hé théng
quan ly dugc néu trong Phuy lyc SL, Phan bd sung
ISO hop nhét clia Huéng dan ISO/IEC, Phén 1.

INGUON: Hwéng dan ISO/EC, Phin 1, 2020,
Phu luc SL, Phy luc 2, 3.9, d4 siva dbi — B& sung
Cha thich 5).

3.1.15

Chinh sach

Muc dich va dinh hwéng cla t6 chdc (3.1.1)
duoc thé hién mot cach chinh thire bdi anh dao
cao nhét (3.1.12) cla td chte.

Chu thich 1: Bay la mét trong nhirng thuat ngl¥ chung
va dinh nghia cbt I6i clia cac tiéu chudn hé thdng

quan Iy dwgc néu trong Phy luc SL, Phan bd sung
ISO hep nhét ctia Héng dan ISONEC, Phén 1.

[NGUON: Huwéng dan ISO/IEC, Phén 1, 2020,
Phu lyc SL, Phu luc 2, 3.7, da s(ra ddi - B sung
Chu thich].
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Note 1: An effect is a deviation from the expected -
positive or negative.

Note 2: Uncertainty is the state, even partial, of
information  (3.1.32)
understanding or knowledge (3.12.1) of, an event, its

deficiency of related to,

consequence, or likelihood.

Note 3: Risk is often characterized by reference to
potential "events” (as defined in ISO Guide 73:2009,
3.5.1.3) and "consequences® (as defined in 1SO
Guide 73:2009, 3.6.1.3), or a combination of these.

Note 4: Risk is often expressed in terms of a
combination of the consequences of an event
(including changes in  circumstances) and the
associated "likelihood” (as defined in 1SO Guide
73:2009, 3.6.1.1) of occurrence.

Note 5: This constitutes one of the common terms
and core definitions for ISO management system
standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISOHEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.9, modified — Note 5 to
entry added.]

3.1.15

policy

intentions and direction of an organization
(3.1.1), as formally expressed by its top
management (3.1.12)

Note 1: This constitutes one of the common terms and
core definitions for ISO management system
standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

SOURCE: ISO/NEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.7, modified — Note to
entry added.]



3.1.16

Tinh trong yéu

Thude do mirc d quan trong ctia mdt yéu td déi
voi két qua cta td chire.

3.1.17

Phan héi

Théng tin (3.1.32) cung cép cho cac thanh vién,
nhém hodc 4 chike (3.1.1) vé& két qua thuc hién
¢ong viéc (3.2.12) hodc hoat ddng.

Cha thich 1: Phan hdi thu dwoc trong mot qué trinh
(3.1.24) co thé dugc sir dung @& x4c nhan hoic diéu
chinh cac hanh ddng tiép theo.

Chu thich 2: Phan héi c6 thé dwgre cung cép dudi nhiéu
hinh thire, dang thikc va cac kénh khac nhau, bao gém,
nhung khong gidi han & dang néi hay van ban,

Cha thich 3: Trong bdi canh dénh gié (3.15.3), phan
hdi 1a théng tin dwgc cung cap cho ngudi tham gia
d4nh gi4 (3.15.5) vé& két qua danh gia clia ho.

Cha thich 4: Trong béi canh méi quan hé véi khach
hang va sy thod man clia khach hang, phan héi bao
gdm cac y kién, nhan xét va bay t6 sy quan tam vé
moét san pham, dich vy hay qua trinh x Iy khiéu nai
(xem TCVN IS0 9000:2015, 3.9.1).

3.1.18

Péi sanh chuin

Hoat dong do /ong (3.1.26) va phan tich ma td
chire (3.1.1) ¢6 thé s dung dé tim kiém va so
sanh cac thyc tién bén trong va bén ngoai té
chirc, v&i myc dich cai thién két qua thuc hién
cbng viée (3.2.12).

Chu thich 1: Dbi sanh chudn c6 thé dwgc 4p dung
cho cac chinh séch (3.1.15), chién lwoc (3.1.6) va
muc tiéu (3.1.22), qué trinh (3.1.24) va hoat ddng,
san pham, dich vy va co cu cla td chire.

Ch thich 2: Déi sanh chudn c6 thé dugc sir dung dé
so sanh céc thuéc tinh hodc két qua thuc hién céng

TCVN 12288:2025

3.1.16

materiality

measure of the significance of an element to
organizational results

3.1.17

feedback

information (3.1.32) provided to people, groups
or organizations (3.1.1) regarding performance
(3.2.12) or activities

Note 1: Feedback obtained during a process (3.1.24)
can be used to confirm or modify subsequent actions.

Note 2: Feedback can be provided in different forms,
formats and channels, including, but not limited to,
oral or written.

Note 3: In the context of assessment (3.15.3), it is
information provided to the assessment participant
(3.15.5) about his or her assessment resuits.

Note 4: In the context of relationships with customers
and customer satisfaction, it includes opinions,
comments and expressions of interest in a product, a
service or a complaints-handling process (see 1SO
9000:2015, 3.9.1).

3.1.18

benchmarking

activity of measurement (3.1.26) and analysis
that an organization (3.1.1) can use to search for
and compare practices inside and outside the
organization, with the aim of improving its
performance (3.2.12)

Note 1: Benchmarking can be applied to policies
(3.1.15), strategies (3.1.6) and objectives (3.1.22),

processes (3.1.24) and their operation, products,
services and an organization's structures.

Note 2. Benchmarking can be used to compare
attributes or performance between organizations.
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viéc gitra céc td chirc.

[NGUON: 1SO 10014:2021, 3.8, da siva doi — BS
sung Chu thich 2].

3.1.19

Yéu ciu

Nhu ciu hodc mong doi dwoc néu ra, ngy ¥
chung hodc bat budc.

Chu thich 1: “Ngu y chung ¢é nghia Ia theo théi quen
hodc thdng 1& chung dbi v&i té chie (3.1.1) va céc
bén quan t&m (3.3.1) thl nhu ciu hosc mong doi
dang xem xét dwoc hiéu ngam.

Chu thich 2: Yéu cAu cu thé Ia yéu cau duoc néu g,
vi duy trong théng tin dang van bén (3.1.23).

Cha thich 3: Bay la mdt trong nhirng thuat ngir chung
va dinh nghia ct 18i clla cac tiéu chudn hé théng
quan Iy dwoc néu trong Phy luc SL, Phan bd sung
ISO hgp nhét clia Huéng dén ISO/NEC, Phan 1.

[NGUON: Hwéng dan ISO/EC, Phén 1, 2020,
Phu luc SL, Phu lyc 2, 3.3, da stra ddi - BS sung
Cha thich 3).

3.1.20

Hé théng quan ly

Tap hop cac yéu tb lién quan hodc cé tinh
twong tac véi nhau cla mdt t6 chie (3.1.1)
nham thiét lap cac chinh séch (3.1.15) va céc
muc tiéu (3.1.22) va qué trinh (3.1.24) nhim dat
dwoc cac muc tiéu do.

Chu thich 1: Hé théng quan Iy c6 thé dé cap dén mot
nguyén tic hodc nhiéu nguyén tic.

Chu thich 2: C4c yéu 6 hé thong bao gbm céu tric,
vai tré va trach nhiém, hoach dinh (3.1.8) va van
hanh cia té chire.

Cha thich 3: Pham vi cia hé théng quan ly c6 thé bao
gdm toan bd td chirc, cac chirc nang cy thé va duoc
xac dinh clia t& chirc, cac b phén cu thé va dugc
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[SOURCE: ISO 10014:2021, 3.8, modified -
Note 2 to entry added.]

3.1.19

requirement

need or expectation that is stated, generally
implied or obligatory

Note 1: "Generaily implied” means that it is custom or
common practice for the organization (3.1.1) and
interested parties (3.3.1) that the need or expectation
under consideration is implied.

Note 2: A specified requirement is one that is stated,
for example in documented information (3.1.23).

Note 3: This constitutes one of the common terms and
core definitions for ISO management system
standards given in Annex SL of the Consolidated 1ISO
Supplement ta the ISO/IEC Directives, Part 1.

[SOURCE: ISO/EC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.3, modified — Note 3 to
entry added.]

3.1.20

management system

set of interrelated or interacting elements of an
organization (3.1.1) to establish policies (3.1.15)
and objectives (3.1.22) and processes (3.1.24) to
achieve those objectives

Note 1: A management system can address a single
discipline or several disciplines.

include the

organization's structure, roles and responsibilities,

Note 2: The system elements

planning {3.1.8) and operation.

Note 3: The scope of a management system can
include the whole of the organization, specific and
identified functions of the organization, specific and
identified sections of the organization, or one or more



x4c dinh clia té chirc hodc mét hodc nhiéu chirc nang
trong toan bd mot nhom té chirc.

Chu thich 4: Hé théng quan ly c6 thé bao gém déng
Iwc va hanh vi (3.14.2) clia con ngwdi va nhom.

Cha thich 5: Day 1a mét trong nhieng thuét nglr chung
va dinh nghia ct 16i cla cac tiéu chudn hé théng
quan ly dugc néu trong Phu lyc SL, Phan bd sung
ISO hop nhét clia Hwéng dén ISOAEC, Phén 1.

[NGUON: Huwéng déin ISOZEC, Phan 1, 2020,
Phu lyc SL, Phu luc 2, 3.4, da sira ddi — Bd sung
Chu thich 4 va 5].

31.21

Tinh hiéu lwc

Mirc dd qua d6 cac hoat dong theo ké hoach
dworc thye hién va dat dwoc cac két qua theo ké
hoach.

Chu thich 1: Bay la mét trong nhirng thuat ngir chung
va dinh nghfa cét I6i cia cé4c tiéu chuin hé thong
quan ly dwgc néu frong Phy luc SL, Phan bd sung
ISO hop nhét clia Hwéng dan ISONEC, Phén 1.

[NGUON: Huwéng din ISO/IEC, Phan 1, 2020,
Phu luc SL, Phy lyc 2, 3.6, da stra ddi — BS sung
Chd thich 1].

3.1.22
Muc tiéu
Két qua cén dat dwoc

Chu thich 1: Myc tiéu c6 thé mang tinh chién lugc,
chién thuat hoZc van hanh.

Ch thich 2: Myc tiéu c6 thé lién quan dén cac finh
virc khac nhau [vi dy: tai chinh, sirc khée va an toan,
quan ly tri thie (3.12.2) va cac muc tiéu méi trudng]
va ct thé ap dung & cac cip do khac nhau [vi du:
chién lvgce, toan bd td chire, dw 4n, san pham va qué
trinh (3.1.24)].

Chu thich 3: Muc tiéu co6 thé dwoc thé hién theo
nhirng cach khac nhau, vi dy: nhw két qua dy kién,

TCVN 12288:2025
functions across a group of organizations.

Note 4: A management system can include human
and group dynamics and behaviours (3.14.2).

Note 5: This constitutes one of the common terms and
core definitions for I1SO management system
standards given in Annex SL of the Consolidated ISO

Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/EC Directives, Part 1, 2020
Annex SL, Appencix 2, 3.4, modified — Notes 4
and 5 to entry added.]

31.21

effectiveness

extent to which planned activities are realized
and planned results achieved

Note 1: This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consolidated ISO

Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.6, modified — Note 1 to
entry added.

3.1.22
objective
result to be achieved

Note 1: An objective can be strategic, tactical or
operational.

Note 2: Objectives can relate to different disciplines
health .and safety, knowledge
management (3.12.2) and environmental goals] and
strategic,
organization-wide, project, product and process
(3.1.24)].

[e.g. financial,

can apply at different levels [e.g.

Note 3: An objective can be expressed in other ways,
e.g. as an intended outcome, a purpose, an

15
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muyc dich, tiéu chi van hanh hoac bang cach sl dung
cac tlr co y nghia trrong tw (vi du: muc tiéu, muc dich
hoac chi tiéu).

Chu thich 4: Trong béi canh quén Iy nguén nhan lec
(3.2.6), cac muc tieu dugce 6 chire (3.1.1) d4t ra, phi
hop véi céc chinh séch (3.1.5) ngudn nhan lyc, dé
dat duoc cac két qua cy thé.

Chu thich 5: DBay |a mdt trong nhirng thuat ngl¥ chung
va dinh nghfa <6t 18i cla cac tiéu chudn hé théng
quan ly dwgc néu trong Phy luc SL, Phan bd sung
ISO hop nhét ciia Huéng dan ISO/EC, Phén 1.

[INGUON: Hwéng dan ISONEC, Phan 1, 2020,
Phuy lyc SL, Phu luc 2, 3.8, d4 stra ddi — Bd sung
Ch thich 5).

31.23

Théng tin bing vin ban

Thong tin (3.1.32) can duoc 6 chie (3.1.1) kiém

soat va duy tri va phwrong tién chira thong tin d6.

Chu thich 1: Théng tin bing vin ban c6 thé & bét ky

dang thirc va phurong tién truyén thong nao va tir bat

ky ngudn lyc nao.

Chu thich 2: Théng tin bang van ban c6 thé dé cap dén:

- hé théng quén Iy (3.1.20), bao gdm céc qué trinh
(3.1.24) lién quan;

- théng tin dugc tao ra dé& td chirc van hanh (tai
liéu);

- béng chirng vé két qua dat duoc (hd so).

Chu thich 3: Pay & mét trong nhirng thuét ngl chung

va dinh nghia cbt I6i clia cac tieu chuan ha thdng

quan ly dwgc néu trong Phy luc SL, Phén bd sung
ISO hep nhét clia Hwéng dan ISO/IEC, Phén 1.

INGUON: Hwéng dan ISO/IEC, Phan 1, 2020,
Phy lyc SL, Phu luc 2, 3.11, da sira ddi — Bd
sung Chu thich 3].
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operational criterion or by the use of other words with
similar meaning (e.g. aim, goal or target).

Note 4 In
management (3.2.6), objectives are set by the

the context of human resource

organization (3.1.1), consistent with the human
resource policies (3.1.15), to achieve specific results.

Note 5: This constitutes one of the common terms and
core definitions for I1SO management system
standards given in Annex SL of the Consoclidated 1SQ.
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.8, modified — Note 5 to
entry added.]

3.1.23

documented information

information (3.1.32) required to be controlled and
maintained by an organization (3.1.1) and the
medium on which it is contained

Note 1: Documented information can be in any format
and media, and from any source.

Note 2: Documented information can refer to:

— the management system (3.1.20), including related
processes (3.1.24);

- information created in order for the organization to
operate (documentation),

- evidence of results achieved (records).

Note 3; This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consolidated 1ISO
Supplement to the ISO/NEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.11, modified — Note 3
to entry added].



31.24

Qua trinh

Tép hgp cac hoat dong lién quan hodc co tinh
tuong tac véi nhau dé bién dAu vao thanh dau ra.

Chua thich 1: Bay Ia mét trong nhitng thuat nglr chung
va dinh nghla cét I6i cla céc tiéu chudn hé théng
quan ly dwoc néu trong Phy luc SL, Phan bd sung
ISO hop nhét clia Hrdng din ISONEC, Phan 1.

[NGUON: Hwéng dan ISO/IEC, Phan 1, 2020,
Phy Iuc SL, Phy luc 2, 3.12, d4 stva ddi — Bd
sung Ch thich 1].

3.1.25

Theo doi

Xac dinh trang thai cla hé thdng, qué trinh
(3.1.24) hoac hoat dong.

Ch thich 1: D& x4c dinh trang thai, co thé can kiém
tra, giam sat hodc quan sat kj cang.

Chi thich 2: Day la mdt trong nhirng thuat nglr chung
va dinh nghia cét I6i clia cac tiéu chudn hé théng
quan ly dugc néu trong Phuy lyc SL, Phan bd sung
ISO hop nhét clia Hréng dén ISO/IEC, Phén 1.

[NGUON: Hwéng dan ISO/IEC, Phan 1, 2020,
Phy lyc SL, Phy luc 2, 3.15, da sira ddi — B
sung chu thich 2].

3.1.26
Po lwérng
Qua trinh (3.1.24) xac dinh mét gia trj.

Chu thich 1: Day la mét trong nhi¥ng thuat nglr chung
va dinh nghfa cét 15i cla céc tiéu chudn hé théng
quan ly degce néu trong Phy lyc SL, Phan bd sung
ISO hop nhét ciia Hwéng dan ISO/IEC, Phin 1.

INGUON: Hwéng dan ISO/NIEC, Phan 1, 2020,
Phy luc SL, Phu luc 2, 3.16, da stva doi — Bb
sung Chd thich 1].

TCVN 12288:2025

3.1.24

process

set of interrelated or interacting activities which
transforms inputs into outputs

Note 1: This constitutes one of the common terms and
core definitions for ISO management system
standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/NEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.12, modified — Note 1
to entry added.]

3.1.25

monitoring

determining the status of a system, a process
(3.1.24) or an activity

Note 1: To determine the status, there can be a need
to check, supervise or critically observe.

Note 2: This constitutes one of the common terms and

core definitions for ISO management system

standards given in Annex SL of the Consolidated 1SO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.15, modified — Note 2
to entry added.]

3.1.26
measurement
process (3.1.24) to determine a value

Note 1: This constitutes one of the common terms and

core definitions for 1SO management system

standards given in Annex SL of the Consolidated 1SO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.16, modified —~ Note 1
to entry added.]
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3.1.27

Sw phu hop

Sw d4p (rng mét yéu cdu (3.1.19).

Chu thich 1: Bay |a mét frong nhirng thuat nglr chung
va dinh nghia cét I8i cla cac tieu chudn hé théng

quan ly dwoc néu trong Phu luc SL, Phan bd sung
ISO he'p nhét clia Hwdng dén ISOEC, Phan 1.

[NGLLON: Huwéng dan ISO/NEC, Phan 1, 2020,
Phu Iyc SL, Phu luc 2, 3.18, da stra ddi — B
sung chu thich 1].

3.1.28

Sw khong phil hop

Khéng thue hién mot yéu cau (3.1.19).

Ch thich 1: Bay la mét trong nhirng thuat ngl chung
va dinh nghia cot I6i clia cac tiéu chudn hé thong

quan ly duge néu trong Phy luc SL, Phan bd sung
ISO hgp nhét clia Huwéng dan ISONEC, Phan 1.

[INGUON: Huwéng dan ISO/IEC, Phan 1, 2020,
Phu luc SL, Phu luc 2, 3.19, da stra ddi — B
sung Chu thich 1].

3.1.29

Sw khic phuc

Hanh ddng d& loai bd sw khéng pht hop (3.1.28)
phat hién dwoc.

Chu thich 1: Bay la mdt trong nhirng thuat nglr chung
va dinh nghia cét 16i clia cac tiéu chudn hé théng

quan ly dwoc néu trong Phu lyc SL, Phan bd sung
ISO hop nhét cia Hwéng dan ISONIEC, Phén 1.

[INGUON: Huwéng dan ISONEC, Phin 1, 2020,
Phy luc SL, Phy luc 2, da sira ddi ~ Bd sung
Chu thich 1].

3.1.30

Hanh déng khic phuc

Hanh ddng dé loai bd nguyén nhan cla sy khéng
phu hop (3.1.28) va dé ngan ngiva su I3p lai.
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31.27
conformity
fulfilment of a requirement (3.1.19)

Note 1: This constitutes one of the common terms and
core definitions for
standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

ISO management system

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.18, modified — Note 1
to entry added.

3.1.28
nonconformity
non-fulfilment of a requirement (3.1.19)

Note 1: This constitutes one of the common terms and

core definitions for ISO management system

standards given in Annex SL of the Consclidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/NEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.19, modified ~ Note 1
to entry added.

3.1.29

correction

action to eliminate a detected nonconformity
(3.1.28)

Note 1: This constitutes one of the common terms and

core definitions for 1SO management system

standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/NEC Directives, Part 1, 2020
Annex SL, Appendix 2, modified — Note 1 to
entry added.]

3.1.30

correction action

action to eliminate the cause of a nonconformity
(3.1.28) and to prevent recurrence



Cha thich 1: Bay Ia mét trong nhirng thust ngi¥ chung
va dinh nghia cét I6i cla cac tiéu chudn hé théng
quan ly dwgc néu trong Phu luc SL, Phan bd sung
ISO hop nhét clia Hwéng din ISO/IEC, Phén 1.

[NGUON: Hwéng dan ISONEC, Phan 1, 2020,
Phy luc SL, Phy lyc 2, 3.20, da slra ddi — Bé
sung Chd thich 1].

3131

Cai tién lién tyc

Hoat dong dinh ky dé nang cao két qua thyc hién
cong viéc (3.2.12).

Chu thich 1: T6 chirc (3.1.1) ¢ thé &p dung cac
khung cai tién va djinh lugng (3.14.7) két qué thyc
hién cbng viéc (3.2.12) hién c6 dé h tro cai tién lién
tuc. Vi du cac khung bao gém cac mé hinh trwdng
thanh, cdc myc tiéu (3.1.22) va cac két qua chinh
(OKR) va 6-Sigma.

Chu thich 2: Bay 1a mdt trong nhirng thuat nglr chung
va dinh nghla cét 16i clia cac tiéu chuin hé théng
quéan ly dwoc néu trong Phy lyc SL, Phan bd sung
ISO hop nhét clia Hwéng dn ISO/IEC, Phén 1.

[NGUON: Hwéng dan ISONEC, Phan 1, 2020,

Phu luc SL, Phu lyc 2, 3.21, da stra ddi — B
sung Cha thich 1].

3.1.32

Théng tin

D@ liéu dwgce x& ly, t6 chirc va phéi hop véi
nhau dé tao ra y nghia.

Chu thich 1: Thang tin cdn ¢6 thé dugc goi la tri thae
duoc hé théng héa (3.12.6).

[NGUON: ISO 5127:2017, 3.1.1.16, d4 slra ddi -
Cha thich da dwoc thay thé).

3133

Thl.romg lwong tap thé

Thuwong lwong gitra céc t6 chire (3.1.1) clia
ngwdi tuyén dung va cac t§ chirc clia ngudi lam

TCVN 12288:2025

Note 1: This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.20, modified — Note 1
to entry added ]

3.1.31
continual improvement
recurring activity to enhance performance

(3.2.12)

Note 1: Organizations (3.1.1) can apply existing
performance (3.2.12) (3.14.7) and
frameworks to support continual

evaluation
improvement
improvement. Example frameworks include maturity
models, objectives (3.1.22) and key results (OKR) and
Six Sigma.

Note 2: This constitutes one of the common terms and
core definitions for 1SO management system

standards given in Annex SL of the Consolidated 1ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.21, modified ~ Note 1
to entry added.]

3.1.32
information
data that
correlated to produce meaning

are processed, organized and

Note 1: Information can also refer to codified
knowledge (3.12.6).

[SOURCE: 1SO 5127:2017, 3.1.1.16, medified —
Note to entry replaced.

3.1.33

collective bargaining

negotiations between employer organizations
(3.1.1) and workers’ (3.13.4) organizations

19



TCVN 12288:2025

cong (3.13.4) nhdm muyc dich thda thuan vé cac
vén dé 6 lién quan 13n nhau.

Chu thich 1: Thuwong lwong tap thé co thé dwoc st
dung dé& xac dinh cac diéu kién lam viéc va diéu
khodn viéc lam va didu chinh méi quan hé gitra td
chive va fiee fiong lao dong (3.8.1).

3.2 Thuat ngi» lién quan dén ngudn nhan lic
va hoach dink;

3.21

Vén nhén lyc

Gia tri cha tri thire (3.12.1) tap thé, ky nang
(3.14.12) va kha ndng (3.14.1) clia thanh vién
trong t6 chirc (3.1.1).

3.2.2

Ngudn nhan lyc

HR

Nhirng ngurdi lam viéc trong t& chirc hodc cb st
déng gop cho 1o chire (3.1.1).

3.2.3

Quan Iy nang lrc (ctia td chive)

Qué4 trinh (3.1.24) dwoc sir dung dé quan Iy von
nhén lyc (3.2.1) cin thiét cho viéc thye hién cac
cam két clia td chirc va dat dén sy tuyét hdo.

Chu thich 1: Myc tiéu chinh 13 @& dam bao ring
nang lyc dap rng mot cach hiéu qua vé chi phi céc
yéu cdu (3.1.19) hién tai va trong twong lai g&n clia
tb chirc. Qué trinh quan ly nang lyc gén két dia diém,
chién lugc (3.1.6), cam két clia t chirc, dy béo nhu
cdu lao dong, tré ngai vé tai chinh va toan bd luc
lgng lao déng (3.8.1) (gian tiép va tryc tiép) voi
nhau. Day la co ché cin thiét cho viec quéan ly
(3.1.11) nguén lwc hiéu qua.

3.24

Ké hoach ning Iwc

Xem xét céc ydu cdu (3.1.19) v& ngudn lyc
trong mét giai doan xac dinh ma phan anh s
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aiming at agreement on mutually relevant issues

Note 1: Collective bargaining can be used to

determine working conditons and terms of

employment and to regulate the relationship between
the organization and the workforce (3.8.1).

3.2 Terms related to human resources and
planring

3.2.1

human capital

value of the collective knowledge (3.12.1),
skills (3.14.12) and abilities (3.14.1) of an
organization’s (3.1.1) people.

3.2.2

human resources

HR

people working within or contributing to the
organization (3.1.1)

3.23
capacity management
process (3.1.24) used to manage the human

capital (3.2.1) necessary to execute
organizational commitments and delivery
excellence

Note 1: The primary goal is to ensure that capacity
meets current and near-term future organizational
requirements (3.1.19) in a cost-effective manner. It
ties together location, strategy (3.1.6), organizational
commitments, labour demand signal, financial
constraints and total workforce (3.8.1) (contingent and
direct labour). It is the mechanism necessary for

effective resource management (3.1.11).

3.24
capacity plan
view of resource requirements (3.1.19) over a

defined period that reflects planned numbers of



Irong ngudn lwc can hoach dinh dwa trén cac
vai trd va ky ndng (3.14.12).

Cha thich 1: Ké hoach ndng lyc nay c6 thébao
gbm viéc xem xét phat trién (3.14.5) cac ky nang,
dao tao lai, b trl lai, tuyén dung (3.9.1) va viéc s
dung céc d6i tac clia td chirc va céc nha thdu phy
bén thtr ba.

3.25

Chién Iwgc nguén-nhan lyc

Cach thire tiép can d& thue thi cac chinh séch
(3.1.15), qué trinh (3.1.24) va cac thuc tién
théng nhét véi chién luge (3.1.6) clia t chire.

VI DY: Chién Iwgc hoi nhap toan ciu va kha néng
dap (ng & dja phwong, chién lvgc tiéu chuln hoa
toan cdu va kha nang dap tng & dia phwong, nhy
trong sy dich chuyén lyc lwong lao dong (3.10.1),
thué muén nhan cong tai dia phiong so véi cac qua
trinh wu tién chuyén dai, vu d4i.

3.26

Quan ly ngudn nhén lwe

HRM

Quén Iy (3.1.11) con ngudi trong 6 chic
(3.1.1).

Chu thich 1: Quan ly ngudn nhan lyc c6 thé bao gém
quan Iy nhan tai (3.11.5), quan hé lao djng (3.13.1),
nghi viéc, ddo tao (3.14.13) va phét trién (3.14.5),
khen thuéng, dai ngé (3.17.1) va nhiing lgi [ch
khac, quan Iy két qué thuc hién cong viéc (3.1.13),
quan ly khiéu nai, chién lwoc (3.1.6), thuéc do,
nguyén tic, chinh sach (3.1.15), cac quyét dinh, qua
trinh van hanh, thyc hién va phuong phap.

Chu thich 2: Quan ly ngudn nhan lyc t6i tru nhirng
déng gop clia con ngudi nhdm hd trg sy thanh cong
clia td chirc va bén lién quan (3.3.1).
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resources by roles and skills (3.14.12)

Note 1: This capacity plan can include consideration
of skills (3.14.5),  retraining,
recruitment (3.9.1) and use of
organizational partners and third-party subcontractors.

development
redeployment,

3.25

human resources strategy

approach to implementing policies (3.1.15),
processes (3.1.24) and practices which are
aligned with organizational strategy (3.1.6)

EXAMPLE  Global integration and local
responsiveness, global standardization and local
response, such as in workforce mobiiity (3.10.1), local
hiring versus

transferring preference, incentive

processes.

3.2.6

human resources management

HRM

management (3.1.11) of people in organizations
(3.1.1)

Note 1: Human resource management can include
employee (3.13.1)
relations and industrial relations, separation, training

talent management (3.11.5),

(3.14.13) and development (3.14.5), reward,
compensafion (3.17.1) and other benefits,
performance management (3.1.13), grievance

management, strategies (3.1.6), metrics, principles,
policies (3.1.15) decisions, operations, practices and
methods.

Note 2: Human resource management optimizes the
contribution of people to support organizational and
stakeholder (3.3.1) success.
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3.2.7

Gia trj td chirc

Cac tiéu chuén cé tinh ky vong hodc ré rang,
hénh vi (3.14.2), nguyén tic hodc quan niém ma
t6 chire (3.1.1) coi la quan trong.

3.2.8

Hoach dinh ngudn nhén lwe

HRP

Qua trinh (3.1.24) dw doan, danh gia, dw bao,
gén két va dap (rg nhu cau cha t5 chire (3.1.1)
vé con nguedi.

Chu thich 1: Hoach dinh ngudn nhan Iwc co thé dam

bdo di sé lwong nguwdi s& hlu ndng lyc (3.3.3)
can thiét nhdm dap (ng cho nhu cAu clia t chire.

3.2.9

Hé thdng thong tin nguén nhan lwe

HRIS

Théng tin (3.1.32) hé tro quan Iy ngudn nhén lyc
(3.2.6).

Chu thich 1: Hé théng théng tin ngudn nhan lwe co
thé tich hop, vi dy, dai ngd (3.17.1) va phac lgi, bang
lvong, tuyén dung, hoc tép (3.14.9) va phét trién
(3.14.5), hoach dinh Iue Iugng lao dong (3.8.2), phan
tich va quan Iy két qua thyre hién cong viée (3.1.13).
CHU THICH 2: C4c t6 chirc (3.1.1) p dung hé théng
théng tin ngudn nhan lyc theo nhu cu clia ho va hé
théng nay thuérng dwoc hé tro cong nghé.

3.210

RUi ro con ngwoi

RGi ro (3.1.14) lién quan dén cac két qua tiéu
circ phat sinh tlr hé qua cla nhing hanh vi
(3.14.2) va hoat ddng clGa con nguwdi.

3.2.11
Hoach djnh ké nhiém
Qué trinh (3.1.24) xac dinh va phat trién nguoi
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3.2.7

organizational values

aspirational or articulated standards, behaviour
(3.14.2), that an
organization (3.1.1) considers important.

principles or concepts

3.2.8

human resource planning

HRP

process (3.1.24) of anticipating, assessing,

forecasting, articulating and meeting the

organization’s (3.1.1) need for people

Note 1: Human resource planning can ensure that a
sufficient number of people possessing the required
competence (3.3.3) will be available to meet

organizational needs.

3.29

human resource information system
HRIS

information  (3.1.32) that
resource management (3.2.6)

supports  human

Note 1: The human resource information system can
integrate, for example, compensation (3.17.1) and
benefits, payroll, recruiting, learning (3.14.9) and
development (3.14.5), workforce planning (3.8.2),
analytics and performance management (3.1.13).

Note 2: Qrganizations(3.1.1) adopt a human resource
information system according to their needs and the
systems are typically technology enabled.

3.2.10

people risk

risk (3.1.14) related to negative outcomes that
arise as a consequence of the behaviour (3.14.2)

and activities of people

3.211
succession planning
process (3.1.24) for identifying and developing



lao dong (3.13.1) co tiém nang hién tai dé dam
nhiém nhiing vi tri chi chét trong t chie
(3.1.1).

3.212
Két qua thire hién cong viéc
Két qua co thé do lwong duoc

Cha thich 1: K&t qua thuc hién cong viéc cb thé
lien quan ca téi nhirng phat hien mang tinh djnh
lrgng hodc dinh tinh.

Chu thich 2: Két qua thyc hién cong viéc co thé
lién quan t&i viéc quan Iy (3.1.11) céac hoat dong, qué
trinh (3.1.24), sdn pham (bao gém ca dich vy), hé
thdng hoac t6 chire (3.1.1).

Chu thich 3: Trong ngi? canh ngudn nhan luc (3.2.2),
két qua thire hién cong viéc lién quan dén viéc thuc
hién hodc hoan thanh cong viéc clia cac thanh vién,
nhém hoc 8 chirc.

Chu thich 4: Day la mjt trong nhirng thuat nglr chung
va dinh nghta cbt I16i cla cac tiéu chudn hé théng
quan Iy dugc néu trong Phy lyc SL, Phan bd sung
ISO hop nhét clia Hwdng dan ISO/EC, Phén 1.

INGUON: Huéng din ISO/IEC, Phén 1, 2020,
Phu luc SL, Phy luc 2, 3.13, da stra ddi — Cha
thich 3 va 4 dwoc bd sung].

3.213

Chi sé chinh két qua thwc hién cong viéc

KPI

Thudc do dinh lwgng va dinh tinh biéu dat cac
yéu té thanh cong chi chét clia cac thanh vién
trong 4 chire (3.1.1).

Vi DY: Doanh thu, loi nhuan.

Ch thich 1: Céc chi sé chinh két qua thyc hién cong
viéc s& khac nhau tiy thude vao muc tiéu cla té
chirc va thuong dugc sir dung nhe nheng yéu to
quyét dinh dé danh gia két qué thuc hién cong viéc
(3.2.12).
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current employees (3.13.1) with the potential to
fill key positions in the organization (3.1.1)

3.212
performance
measurable result

Note 1: Performance can relate either to quantitative
or qualitative findings.

Note 2: Performance can relate to the management
(3.1.11) of activities, processes (3.1.24), products
(including services), systems or organizations (3.1.1).

Note 3: In the context of human resources (3.2.2),

performance relates to the execution or

accomplishment of work by people, groups or
organizations.

Note 4: This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consolidated 1ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/NIEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.13, modified — Notes 3
and 4 to entry added.]

3.213

key performance indicator

KPI

qualitative and quantitative measure that
demonstrates critical success factors of the
people in an organization (3.1.1)

EXAMPLE Revenue; profitability.

Note 1: Key performance indicators differ depending
on organizational goals and are often used as

determinants for evaluating performance (3.2.12).

23



TCVN 12288:2025

3.3 Thuét ngi® lién quan dén con ngwoi va
té chirc

3.31

Bén quan tim

Bén lién quan

C4 nhan hoac 4 chite (3.1.1) cb thé gay anh
hwéng, bjdnh hwéng, hodc tw nhan thdy phai
chiu anh hwéng bdi mét quyét dinh hcac mot
hoat ddng.

Vi DY: Khach hang, chil s& hiru, con ngudi trong
mdttd chirc, nha cung cAp, ngan hang, nghiép doan,
ban dai dién cdng nhan vién, cac ddi tac hoac doan
thé co thé bao gdm céac nhém canh tranh hodc gay
slrc ép.

Chu thich 1: Bay 1a mt trong nhirng thuat nglr chung
va dinh nghfa cbt 18i clla cac tiéu chudn hé théng
quan Iy dwoc néu trong Phy lyc SL, Phan bd sung
ISO hgp nhat clia Heéng dan ISO/IEC, Phan 1.

[INGUON: Hwéng din ISONEC, Phan 1, 2020,
Phy luc SL, Phu luc 2, 3.2, da sira ddi — Vi du
va Chi thich dwoc bd sung].

3.3.2

Sw hop tac

Hai hay nhiéu ngudi cling lam viéc véi myc dich
chung da dwoc thdng nhéat.

Chi thich 1: Sy hop tac thuémg dién ra bét ké ranh
gi¢i chirc nang, td chirc, dia Iy hodc cac ranh gidi
khéc.

Chu thich 2: Sy hop tac bao gém s tin cay, twong
tac xa hoi va chia sé kién thie (3.12.1).

3.3.3

Néng lwc

Khé néng (3.14.1) ap dung kién thirc (3.12.1) va ky
néng (3.14.12) dé dat dugc cac két qua di kién.
Chu thich 1: Trong bdi canh dénh gié (3.15.3):

- nang lye 1a viéc s& hiru dd kién thirc va ki ning
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3.3 Terms related to people and organization

3.34

interested party

stakeholder

person or organization (3.1.1) that can affect, be
affected by, or perceive itself to be affected by a
decision or activity

EXAMPLE Customers,
organization,

owners, people in an

suppliers, bankers, unions, work
councils, partners or societies, including competitive

Or pressure groups.

Note 1: This constitutes one of the common terms and
core definitions for ISO management system
standards given in Annex SL of the Consalidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.2, modified — Examples
and Note to entry added.]

3.3.2
collaboration
two or more people working together with an

agreed common purpose

Note 1: Collaboration often takes place across
functional,
boundaries.

organizational, geegraphic or other

Note 2: Collaboration involves trust, social interaction
and the sharing of knowledge (3.12.1).

3.3.3
competence

ability (3.14.1) to apply knowledge (3.12.1) and
skills (3.14.12) to achieve intended results

Note 1; In the context of assessment (3.15.3);
- it is the possession of adequate knowledge and



théng qua gido duc (3.14.6) hodc dao fao
(3.14.13) @& st dung, gidi thich va dua ra céc
danh gia & cdp do két qué thyre hign cong viéc
(3.2.12) duwgc xac dinh theo cac hwéng dén
chuyén mon;

- nang lyc d& cap dén nguoi danh gié (3.15.6) cling
nhu tat ca nhrng ngudi lam viéc dudi sy giam sat
clia ngwi danh gia, khi thich hop va khéng phai
nguoi tham gia danh gié (3.15.5);

— ping lwc khdng nhat thiét bao ham kha nang i
didu kién thyc hién & tat ca céc nudrc.

Ch thich 2: Bay 14 mdt trong nhirng thuét nglr chung

va dinh nghia cét 18i clia céc tiéu chudn hé théng

quan ly dugc néu trong Phy lyc SL, Phan bd sung

ISO hop nhét ciia Hréng dan ISO/EC, Phén 1.

INGUON: Hwéng din ISO/IEC, Phan 1, 2020,

Phu lyc SL, Phu lyc 2, 3.10, da stra ddi - Chu
thich duwoc bd sung].

3.34

Ning Iyc cbt 16i

Nhiing ndng lyc (3.3.3) thiét yéu ddi véi sy
thanh céng clia té chie (3.1.1).

3.35

Ning lyc miu

Qué trinh (3.1.24) phan tich va mé ta nhiing
kién thire (3.12.1), ky ndng (3.14.12) va kha
néng (3.14.1) cGia con ngudi.

3.36

Khung néang lwyc

Céu tric xac dinh ndng luc (3.3.3) cla con
ngudi trong pham vi mét td chive (3.1.1).

3.3.7

Nang Iwc lanh dao

Tap hop nhitng ndng luc (3.3.3) can thiét cla
ngudi lanh dao trong bdi canh noi lam viéc (3.3.8).
Ch thich 1: Nang lyc nay c6 thé bao gdm cac ky
nédng (3.14.12), kha nang (3.14.1), dac tinh va hanh
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skills by education (3.14.6) or training (3.14.13) to
use, interpret and deliver assessments to a level of
performance (3.2.12) defined by professional
guidelines;

— it refers to the assessor (3.15.6) as well as to all
those working under the assessor's supervision,
where appropriate, and not to the assessment
participant (3.15.5);

- it does not necessarily imply eligibility to practice in
all countries.

Note 2: This constitutes one of the common terms and

core definitions for ISO management system

standards given in Annex SL of the Consolidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/EC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.10, modified — Notes to
entry added.]

3.34

core competence

competences (3.3.3) that are essential for an
organization’s (3.1.1) success

3.35

model competence

process (3.1.24) of analysing and describing
knowledge (3.12.1), skill (3.14.12) and ability
(3.14.1) of people

3.3.6

competence framework

structure that defines the competence (3.3.3) of
people within an organization (3.1.1)

3.3.7

leadership competences

required set of competences (3.3.3) for leaders
in workplace (3.3.8) contexts

Note 1: This can include leadership skills (3.14.12),
abilities (3.14.1), characteristics and behaviour (3.14.2).
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vi (3.14.2) lanh dao.

3.3.8

Noi lam viéc

Noi dwéi sy kiém soét cta 8 chire (3.1.1) khi mét
ngudi can dén hodic dén vi muc dich cdng viéc.

Cha thich 1: Trach nhiém clia b chire dbi v6i véi noi
1am viéc phy thude vao mirc d9 kiém soat noi tam viéc,

Chu thich 2: Noi 1am viéc c6 thé bao gdm nha riéng
clia ngudi lam cbng (3.13.4), nha cla nguwdi khac,
phwrong tién di lai ca nhéan, phwong tién do t5 chirc
cung cap, co s& vat chét va khong gian chung clia t&
chirc khéc.

INGUON: ISO/PAS 45005:2020, 3.3.]

3.3.9

Nghé nghiép

Kinh nghiém lién quan dén cong viéc kéo dai
sudt cudc doi lam viéc clia mét con ngudi.

Chui thich 1: Nhin chung, kinh nghiém cé lién quan
dén cong viéc nhung nhirng sé& thich ngoai cong viéc
cling ¢o thé dwoc dé cap.

3.3.10

Giai doan ngh nghiép

Giai doan khac nhau trong nghé nghiép (3.3.9)
cla mdt con ngudi.

Ch thich 1: Cac giai doan nghé nghiép cé thé bao
gdm sy gia nhap, hinh thanh, phat trién, duy tr],
chuyén ddi va mirc d6 tredng thanh.

3.3.11

Gidi thiéu nhan vién

Ngudi lao dong (3.13.1) tiém nadng duwgc
(nhitng) ngwoi lao dong hién tai clia t6 chikc
(3.1.1) gi¢i thiéu.

Cha thich 1: Sy gidi thiéu nay cé thé dugc ting
thwéng.
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3.3.8

workplace

place under the control of the organization (3.1.1)
where a person needs to be or to go to for work
purposes

Note 1: The organization’s responsibilites for the

warkplace depend on the degree of control over the
workplace.

Note 2: Workplaces can include the worker's (3.13.4)
own home, other people’s homes, personal vehicles,
vehicles provided by the organization, another
organization’s facilities and public spaces.

[SOURCE: ISO/PAS 45005:2020, 3.3.]

3.39

career

work-related experiences that span a person's
working life

Note 1: Generally, experiences are work-related but
non-work interests can also feature.

3.3.10
career stage
distinct phase of a person’s career (3.3.9)

Note 1: Career stages can include entry,
establishment, advancement, maintenance, transition
and maturity.

3.3.11

employee referral

potential employee (3.13.1) recommended by
current employee(s) of the organization (3.1.1)

Note 1. These recommendations can be

compensated.



3.3.12

Pai dién ngwai lao dong

Ngudi dwoc bau chon hay bd nhiém dé hanh
dong thay mat cho luc long lao dng (3.8.1)
trong c4c twong tac véi té chire (3.1.1).

VI DY: Dai dién ngudi lao dong 6 thé 1a:
a) c4nhan do lyc lwgng lao ddng bdu ra;
b) ca nhan do cong doan bd nhigm;
c) thanh vién clia ban dai dién céng nhan vién.

Chu thich 1: Céc chinh séach (3.1.15), qué trinh
(3.1.24) va thyc tién khac nhau gira cac pham vi
quyén han,

3.4 Thuit ngir lién quan dén do lwong ngudn
nhan lwc

3.4.1

Chi phi tuyén dung ndi bd

CPHI

Nhikng chi phi cy thé clia t& chirc lién quan dén
viéc tuyén dung (3.9.1).

3.4.2
Chi phi tuyén dung so sanh
CPHC

Thuéc do d& xac dinh chi phi lién quan dén
viéc tuyén dung (3.9.1) gitra céc t6 chic (3.1.1).

343

Chi phi tuyén dung

CPH

Thuéc do dé xéac dinh chi phi lién quan dén
viéc tuyén dung (3.9.1).

Cha thich 1: Chi phi tuyén dung dugc xéc dinh béing
céch l&y binh quan tdng chi phi tuyén dung chia cho
sb lwong nhan sy tuyén dung.

Cha thich 2: Chi phf tuyén dung ndi b6 (3.4.1) va chi
phf tuyén dung so sénh (3.4.2) Ia tap hop con cla
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3.3.12

employee representative

person elected or appointed to act on behalf of
the workforce (3.8.1) in interactions with the
organization (3.1.1)

EXAMPLE An employee representative can be:
a) an individual elected by the workforce;

b) an individual appointed by a trade union.

b) a member of a works council.

Note 1: Policies (3.1.15), processes (3.1.24) and
practices vary between jurisdictions.

3.4 Terms related to human resource metrics

3.4.1

Cost-Per-hire Internal

CPHI

organization-specific costs associated with
recruitment (3.9.1)

34.2

cost-per-hire comparable

CPHC

measure to identify costs associated with
recruitment (3.9.1) among organizations (3.1.1)

3.4.3

Cost-Per-hire

CPH

measure to identify costs associated with
recruitment (3.9.1)

Note 1: Cost-per-hire is calculated by taking the
average of total recruitment costs divided by the
number of hires.

Note 2: Cost-per-hire internal (3.4.1) and cost-per-
hire comparable (3.4.2) are subsets of cost-per-hire
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chi phi tuyén dung.

3.4.4

Ty I& chi phi tuyén dung

HCR

Cong thirc va phurong phap luan so sanh chi phi
tuydn dung (3.4.3) dwa trén tdng dai ngd
(3.17.2) clia nhan sy méi dwge tuyén dung.

Ch thich 1: Cong thirc ndy chi khac & phan méu sb
so véi cong thirc tinh chi phi tuyén dung ndi bo
(3.4.1) hodc chi phi tuyén dung so sénh (3.4.2); trong
khi chi phi tuyén dung ndi bo hodc chi phi tuyén
dung so sanh la ty sd gia chi phi véi sb Iwgng nhan
st tuyén dung thi ty sd chi phi tuyén dung 1a ty sb
gilra chi phi v&i tdng d4i ngé (3.17.1) hang nam trong
nam dau tién clia nhan sy méi dwyc tuyén dung.

3.45

Chit lwong tuyén dung

Bo luong (3.1.26) két qua thue hién cong viée
(3.2.12) clia ngudi lao dong (3.13.1) sau khi
dwgc tuyén dung so véi ky vong trudc khi
tuyén dung (3.4.15) trong mot khodng thoi gian
nhét dinh.

346

Tac dong ctia nhan sw dwoc tuyén dung

Do luong (3.1.26) dong gop clia nhan sy mai
dugc tuyén dung vao s thanh cong cuta té
chie (3.1.1) trong mét khodng thoi gian nhat
dinh.

347

Ty & duy tri nhan sw

Ty 1é tdng sb luc lugng lao dong (3.8.1) dwec
duy tri trong mot khodng thoi gian nhét dinh.

3.4.8

Ty I& nghi viéc

Ty 1& nghi viéc trén t6ng s6 luc lwong lao dong
(3.8.1) trong mét khodng thoi gian nhét dinh.
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3.4.4

hire-cost-ratio

HCR

formula and methodology comparing the cost-
per-hire (3.4.3) against the total compensation
(3.17.2) of the newly hired people

Note 1: This __forrnula varies from cost-per-hire
internal (3.4.1) or cost-per-hire comparable (3.4.2)
only in the denominator, whereas cost-per-hire
internal or cost-per-hire comparable are ratios of
costs to the number of hires, the hire-cost-ratio is a
ratio of costs to total first-year annual compensation
(3.17.1) of the new hires.
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quality of hire

measurement (3.1.26) of the performance
(3.2.12) of the employee (3.13.1) after hire
compared to pre-hire expectations (3.4.15)
during a defined period

3.4.6

impact of hire

measurement (3.1.26) of the new hire’s
contribution to the success of the organization
(3.1.1) during a defined period

347

retention rate

ratio of the total workforce (3.8.1) that is
retained over a defined period

3.4.8

turnover rate

ratio of separations against total workforce
(3.8.1) during a defined period



Cha thich 1: Nghi viéc co thé a tw nguyén hoic
khoéng tw nguyén.

3.4.9

Panh gia/kiém toan

Qué trinh (3.1.24) ¢ hé théng, ddc lap va thé
hién bang vin ban dé thu dwoc béng ching
danh gia/kiém toan va danh gia mét cach khach
quan nhim xac dinh mirc 46 dap rng céc chuan
mure (3.15.9) danh gia/kiém toan.

Chu thich 1: Danh gia c6 thé 1a danh gia ndi bd (bén
thiz nhat) hodc danh gia bén ngoai (bén thir hai hoac
bén thir ba), va cé thé 1a danh gis két hop (két hop
hai hodc nhiéu nguyén téc).

Chu thich 2: Banh gia ndi bd dugc thire hién bdi
chinh & chize (3.1.1) hodc mét don vi bén ngoal thay
mét cho t5 chire.

Cha thich 3: “Bang chirng danh gid” va “chudn myc
danh gid" dugce dinh nghfa trong TCVN ISO 19011.

Ch thich 4: Bay 1a mét trong nhirng thuat nglr chung
va dinh nghfa cét 16i cla cac tiéu chuan hé thdng
quan ly dwoc néu trong Phu lyc SL, Phdn bd sung
ISO hop nhat clia Heéng dan ISONEC, Phén 1.
[INGUON: Huéng din ISO/NEC, Phan 1, 2020,
Phu luc SL, Phy lyc 2, 3.17, da sira ddi = Chi
thich 4 dwoc bd sung].

3.4.10

Dénh gia di¥ lidu

Viéc kiém tra di liéu vé chét lwong va dé chinh
xac trong qua trinh xay dyng thuwdc do chi phi
tuyén dung (3.4.3).

3.4.11

Yéu té chi phi bén ngoai

Chi phi bén ngoai

Chi phi phét sinh cho nha cung cép hodc cé
nhan bén ngoai trong qua trinh tuyén dung.

TCVN 12288:2025

Note 1: Separations can be voluntary or involuntary.

3.4.9
audit
systematic, independent and documented
process (3.1.24) for obtaining audit evidence and
evaluating it objectively to determine the extent

to which the audit criteria (3.15.9) are fulfilled

Note 1: An audit can be an internal audit (first party)
or an external audit (second party or third party), and
it can be a combined audit (combining two or mare
disciplines).

Note 2: An internal audit is conducted by the
organization (3.1.1) itself or by an external party on its
behalf.

Note 3. "Audit evidence” and “audit criteria” are
defined in 1SO 19011.

Note 4: This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consalidated ISO
Supplement to the ISO/IEC Directives, Part 1.

[SOURCE: ISO/IEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.17, modified — Note 4
to entry added)].

3.4.10

data audit

examination of data for quality and accuracy
during the development of a cost-per-hire (3.4.3)
metric

3.4.11

external cost factor

external cost

vendors  or

expense incurred to external

individuals during the course of recruiting
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3.4.12

Yéu tb chi phi ndi bd

Chi phi ndi bg

Chi phi lién quan dén nhan vién, vén va chi phi
t6 chirc ndi b clia vide tuyén dung (3.9.1).

3.413

Hé théng théng tin

Hé théng théng tin (3.1.32) dwoc xem nhw 13
ngudn gdc cho nhitng thong tin cu thé can s
dung trong thwée do chi phf tuyén dung (3.4.3).

3.414

Ngwei soan thao

Ca nhan chju trach nhiém tao lap thudc do
chi phi tuyén dung (3.4.3).

3.4.15

Ky vong trieére khi tuyén dung

Tiéu chi (3.15.9) vé& két qua thyuc hién cong viéc
(3.2.12) t6i thiéu co thé chap nhan dugc dwoc
dat ra trwdc khi tuyén dung dé xic dinh sy
thanh céng cla tuyén dung méi.

34.16

Twong dwong toan théi gian

FTE

S6 lugng ngudi lao dong (3.13.1) toan thoi gian
can thiét d& hoan thanh khéi lwgng twong
duwong véi tbng sé gic 1am viéc cla tat ca ngudi
lao dong trong mét khoang théi gian xac dinh.

3.4.17

Vij tri thiét yéu

Vai trd cong viéc c6 anh hudng trwc tiép va
dang k& dén két qua clia td chirc.

Cha thich 1: Cac vj trf thiét yéu duwoc td chie (3.1.1)
xac dinh 18 mét phan chién luege (3.1.6) clia td chire,
bao gdm cac khia canh thiét yéu nhw an ninh, an
toan, tang trudng, tinh bén vikng va cac yéu t6 khac.
Cac vj tri thiét yéu sé khac nhau tly theo nganh, finh
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internal cost factor

internal cost

expense related to the internal staff, capital and

organizational costs of the recruitment (3.9.1)

3.413

system of record

information (3.1.32) system considered to be the
source for a specific piece of information to be
used in a cost-per-hire (3.4.3) metric

3.4.14

complier

individual responsible for the creation of a cost-
per-hire (3.4.3) metric

3.4.15

pre-hire expectations

minimum acceptable performance (3.2.12)
criteria (3.15.9) set before hiring to determine
success of new hires

3.4.16

full-time equivalent

FTE

number of full-time employees (3.13.1) needed
to complete the equivalent of the total hours
worked by all employees in a defined period

3.417

critical position

job role that has a direct and significant impact
on organizational outcomes

Note 1: Critical identified by

organizations (3.1.1) as part of their organizational

positions are

strategy (3.1.6), including critical aspects such as
security, safety, growth, sustainability and other
factors. Critical positions will vary by industry, sector



virc va loai hinh td chire, chéng han nhw vi lgi nhuan
hay phi lgi nhun va khong phai lic ndo cling & cac
vi trf cép cao.

Chu thich 2: T4c dong cta vj tri thiét yéu lién quan
dén két qua thuc hién cong viéc (3.2.12) clia td chirc
c6 thé bj anh hudng tich cuc hoic tiéu cyc bdi két
qua thue hién cdng viéc clia cic ca nhan dam nhiém
cac vj tri @6, thy thudc vao két qua thic hién cong
viéc c6 hiéu qua hay khdng hiéu qua va liéu vai trd 6
¢6 bj bd tréng trong mét khodng théi gian xac dinh
hay khéng.

Cha thich 3: Néu vai trd thiét yéu ddi hdi kién thirc
(3.12.1) chuyén mén, cdc k§ nadng (3.14.12), khd
n3ng (3.14.1) va cac yéu tb khac va nhirng thir trong
tr dang bj thiéu hyt, thi cac td chirc can phat trién
ngudn nhén tai (3.11.1) néi bd thay vl dya vao viéc
tim kiém nhan tai bén ngoai.

34.18

Gia trj kinh doanh

Do Irdong (3.1.26) gia tri dwoc tao ra bdi té chire
(3.1.1), nhém nhé hodc don vj kinh doanh.

Cha thich 1; Bao gém céc khia canh t chire tai chinh
va phi tai chinh

3.5 Thuat ngi¥ lién quan dén quan tri nhan sw

3.51

Quan trj nhan sy

Hé thdng ma nh& d6 té chire (3.1.1) dugc
dinh hwéng va kiém soat, ¢ tinh dén cac bén
lién quan (3.3.1)cla t chirc ciing nhw nhirng
yéu té con nguwdi va xa hoi & cip do cao nhét
va tirng cap do ra quyét dinh.

3.6 Thuat ngir lién quan dén ning lwc hanh
nghé bén virng

3.6.1
Ning Iwc hanh nghé bén virng
Nang luc dép tng (3.14.3) dai han dé cé dwoc
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and organizational type, such as for-profit or not-for-
profit, and are not always high-level positions.

Note 2: The impact of the critical position relates to
organizational performance (3.2.12) that can be
affected positively or negatively by the performance of
individuals occupying such positions, depending upon
whether job performance is effective or ineffective,
and also whether the role is left unfilled for a defined
period.

Note 3: If a critical role requires specialized
knowledge (3.12.1), skills (3.14.12), abilities (3.14.1)
and other factors, and the same are in short supply,
organizations need to develop a ftafent (3.11.1)
pipeline internally instead of relying on finding talent
externally

3.4.18

business value

measurement (3.1.26) of value generated by the
organization (3.1.1), subgroup or business unit

Note 1: Includes for financial and non-financial

organizational aspects

3.5 Terms related to human governance

3.51

human governance

system by which an organization (3.1.1) is
directed and controlled, taking into account the
organization's stakeholders (3.3.1) as well as
human and social factors, at the highest and
every level of decision making

3.6 Terms related to sustainable employability

3.6.1
sustainable employability
long-term capability (3.14.3) to acquire or create

Ky
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hodc tao 1ap va duy tri cong viéc.
Chu thich 1: Nang lwc hanh nghé bén vitng co thé 1a

trach nhiém clia moi ngudi, t6 chie (3.1.1) hodc
chinh ph.

3.6.2
Nang lwc hanh nghé bén virng dbi véi ca nhan

Néng lc d&p Gmg (3.14.3) dai han dé c6 duoc
hodc tao 1ap va duy tri cdng viéc lau dai, théna
qua viéc thich (rng v&i st thay ddi viéc lam, digu
kién kinh té va digu kién ca nhan trong sudt cac
giai doan khac nhau clia cudc doi.

363
Ning lwc hanh nghé bén vibng déi véi té
chirc tuyén dung

Céch tiép can lau dai va nhanh chéng dé dat
dwoc, tao lap, phat trién va dao tao (3.14.13),
duy tri, sdp xép lai va hd tro' lirc lirong lao dong
(3.8.1) nham dap &ng cé4c yéu cau (3.1.19) va
diéu kién thay ddi vé& kinh té, luat phap va thj
trwéng.

Chu thich 1: Binh nghfa nay &p dung cho céc t6 chic
(3.1.1) thubc moi nganh nghé, cong va tu.

364
Néang lwc hanh nghé bén virng déi véi khu
vwe cong

Céach thirc tiép can va sang kién lau dai
nhdm khuyén khich, thiic ddy va hd tro cac té
chirc thulgi tir viéc lam mang lai cac gia trj,
céc t6 chic (3.1.1) str dung lao dong, phat
trién kinh té va tat ca cac bén lién quan (3.3.1)
thich hop.

Chu thich 1: Cach thire tiép can co thé bao gbm,
nhing khéng gi¢i han & cac dang thirc: khudn khd, tai
tro va phap Iy nhim hé tro viéc chéng phan biét déi x&
va chéng boc 18t & noi lam viéc (3.3.8); viéc 1am linh
hoat, 1§ trinh quay tr& lai lam viéc (cha me cé con nhd,
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and maintain work

Note 1: Sustainable employabilty can be the
responsibility of people, organizations (3.1.1) or
governments,

3.6.2

sustainable employability for the individual
long-term capability (3.14.3) to acquire, create
and maintain employment, through adaptation to
changing employment, economic anc; personal
conditions throughout different life stages

363
sustainable employability for employing
organizations

long-term and agile approach to acquiring,
creating, developing and training (3.14.13),
retaining, redeploying and supporting workforce
(3.8.1) members to meet changing economic,
legislative and market requirements (3.1.19) and

conditions

Note 1: This definition applies to organizations (3.1.1)
in all sectors, both private and public.

3.6.4

sustainable employability for public sector
long-term  approaches and initiatives to
encourage, promote and support value-driven
employment benefitting constituents, employing
organizations (3.1.1), economic development

and all relevant stakeholders (3.3.1)

Note 1: Approaches can include, but are not limited
to, frameworks, funding and legislation to support anti-
discrimination and anti-exploitation in the workplace
(3.3.8); flexible working; pathways to return to work
(parents with children, carers, long-term sick or
unemployed); career-advisory programmes;
knowledge (3.12.1) and skills (3.14.12) development



ngudi chdm sdc, 6m lau ngay hay that nghiép); cac
chuong trinh tw van nghé nghiép; phat trién (3.14.5)
va dao tao (3.14.13) kién thic (3.12.1) va k§ ndng
(3.14.12); cac wu dai dbi voi dau tu tryc tiép nudc
ngoai; wu dai kinh doanh va thué cho céc té chirc dau
tw dai han vao lyc lirgng lao dong (3.8.1) clia td chive.

3.7 Thuat ngir lién quan dén tinh da dang va
bao trim

371

Tinh da dang

Nhirng dic tinh khac biét va twong ddng gitra
moi ngudi.

Chu thich 1: Tinh da dang bao gdm cac yéu té anh
hudng dén ca tinh va quan diém riéng clia moi
nguwrdi khi teong tac trong cdng viéc.

Chu thich 2: Tinh da dang c¢6 thé hd tro viéc phat
trién moi trwdng va thyc tidén noi lam viée (3.3.8)
khuyén khich viéc hoc tép (3.14.9) 1an nhau nhdm
dat duoc tir cac quan diém da dang vé tinh bao trim
(3.7.3).

Chu thich 3: C4c khia canh da dang bao gém cac
dac tinh nhan khdu hoc va c4c dic tinh ca nhan
khéc cla lue lugng lao dong (3.8.1), vi du: tudi, tinh
trang khuyét tat, xu hudng tinh duc, gidi, ban dang
gioi, chiing toc, mau da, quéc tich, ngudn gbc dan
toc hodc quéc gia, ton gido hoc tin ngudng cling
nhw cac dic tinh lién quan dén bdi canh kinh té - xa
h¢i. Bay thwdng la cac khia canh dwoc xac dinh va
théng nhét, co thé lien quan dén céc yéu céu
(3.1.19) phép ly & pham vi quyén han khéc nhau.

3.7.2

Thanh kién

Xu hwéng, khuynh hwéng hodc quan diém can
tr& sy danh gia khach quan.

Cht thich 1: Thanh kién cé thé bidu hién ré rang hay
any.

Chu thich 2: Thanh kién c6 thé 1a v thirc, ¢6 ¥ thirc
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(3.14.5) and training (3.14.13); incentives for foreign
direct investment, business and tax incentives for
organizations that invest long-term in their workforce
(3.8.1).

3.7 Terms related to diversity and

inclusion

3.741

diversity

characteristics of differences and similarities
between people

Note 1: Diversity includes factors that influence the
identities and perspectives that people bring when
interacting at work.

Note 2: Diversity can support the development of
workplace (3.3.8) environments and practices that
foster learning (3.14.9) from others to gain diverse
perspectives on inclusiveness (3.7.3).

Note 3: Diversity dimensions include the demographic
and other personal characteristics of the workforce
(3.8.1), for example age, disability, sex, sexual
orientation, gender, gender identity, race, colour,
nationality, ethnic or national origin, religion or belief,
as well as characteristics related to the socio-
economic context. These are often identified and
agreed-upon dimensions, which can be associated
(3.1.19) in different

with legal requirements

jurisdictions.

3.7.2

bias

tendency, inclination or opinion that hinders
impartial judgement

Note 1: Bias can be both explicit and implicit.

Note 2: Bias can be unconscious, conscious or
systematic.
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hogc c6 hé théng.

Chu thich 3: Thanh kién co6 thé dan dén sw khac biét
trong cach d6i x& gita cac ca nhan hodc nhém
nguei so voi nhirng ngwdi khac.

3.73

Bao trum

Tinh bao trum

Viéc bao gdm tat ca céc bén lién quan (3.3.1).
Chu thich 1: Chinh séch (3.1.15), qud trinh (3.1.24)
va thye tién td chire deoc 4p dung cong bing va

khach quan c6 thé hé trg noi lam viéc (3.3.8) bao
frim.

Chu thich 2: Bao trim lién quan dén toan bd Juc
lwong lao dong (3.8.1) co quyén tiép can cac co hoi
va ngudn Iyc dé cé thé dong gop cho t6 chic (3.1.1).
Cha thich 3: Bao trum lién quan dén cac bén lién
quan tir cac nhém khac nhau dwgc chap nhan, dugc
chao dén va dwec phép cb tiéng néi (3.7.17) va phat
trién cam giac than thudc.

3.74

Van héa bao trim

Céc gia tri, niém tin va thuwe tién ¢ anh hwdng
dén céch (g x® va hanh vi (3.14.2) clia cic ca
nhan va t6 chire (3.1.1) bang cach dwa vao va
danh gia cac quan diém va déng gép clia nhidu
bén lién quan (3.3.1) nhat.

3.75

Hanh vi bao trim

Céch trng xr thiic dy sy bao trim (3.7.3).

Chu thich 1: Té chire (3.1.1) c6 thé tao didu kién
khuyén khich hanh vi bao triim.

Cha thich 2: Cac ca nhan trong td chiec thé hién hanh
vi bao trum khi ho cho phép moi ngudi cé tiéng néi
(3.7.17) va chép nhén ciing nhw danh gia cao quan
diém va nhitng déng gép clia moi bén lién quan
(3.3.1).
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Note 3. Bias can lead to differences in treatment
between people or groups in comparison with others.

3.7.3

inclusion

inclusiveness

practice of including stakeholders (3.3.1)

Note 1: Organizational policies (3.1.15), processes
(3.1.24) and practices that are fair and impartially
applied can support an inclusive workplace (3.3.8).

Note 2: Inclusion involves the entire workforce (3.8.1)
having access to opportunities and resources to
enable their contribution to the organization (3.1.1).

Note 3: Inclusion involves stakeholders from different
groups being accepted, welcomed and enabled to
have a wvoice (3.7.17) and develop a sense of
belonging.

3.74

inclusive culture

values, beliefs and practices that influence the
conduct and behaviour (3.14.2) of people and
organizations (3.1.1) by including and valuing the
perspectives and contributions of the broadest
range of stakeholders (3.3.1)

3.7.5
inclusive behaviour

conduct that promotes inclusion (3.7.3)

Note 1: Organizations (3.1.1) can enable conditions
that encourage inclusive behaviour.

Note 2: Individuals within an organization demonstrate
inclusive behaviour when they enable everyone to
have a woice (3.7.17) and accept and value the
perspectives and contributions of every stakeholder
(3.3.1).



3.76

Kha ning tiép can

Mirc d6 ma méi trwdng, hé thdng noi ldm viéc
(3.3.8) va san pham va dich vu cla té chirc ¢6
thé tiép can dwoc va co thé dwoc s dung bdi
nhiéu ngudi nhat,

3.7.7
S thich nghi
Thich trng hodc diéu chinh theo.

Chi thich 1: Myc dich clia viéc dap (ng cac nhu ciu
cu thé 1a cho phép nhitng nguéi ¢6 kha ning khic
nhau cé thé tiép can cdng viéc va déng gop cho té
chiie (3.1.1).

Chi thich 2: C4c diu chinh c6 thé thay ddi tuy theo
cac kha nang khac nhau, nhu chu va tredng hop ca
nhan cy thé. Vi du: ¢6 c4c chinh séch (3.1.15) clia tb
chirc bao gdm viéc diéu chinh co s&, gid 1am viéc,
trach nhiém cong viéc va thiét bj va cung cap théng
tin (3.1.32) c6 thé tiép can va céng nghé hd tre, ciing
nhw thri gian X 1y va khoi phuc, khi c6 thé ap dung.

3.7.8
Trach nhiém giai trinh

Nghia vy hoan thanh mét trach nhiém @b véi
ngwdi khac.

Chu thich 1: Nghfa vu bao gdm nhiém vy dé thong
bao va gidi thich cach thire thirc hién trach nhiém.

Cha thich 2: Viéc khong thye hién trach nhiém sé gay
ra nhirng hé qua c6 thé dwoc thyc thi déi voi bén
chiu trach nhiém.

[NGUON: ISO 37000:2021, 3.2.2].

3.7.9

Tac déng bét lgi

Két qua bét loi va c6 kha nang phan biét ddi xCr
@bi v&i cac ca nhan va nhém ngudi.
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3.7.6

accessibility

extent to which workplace (3.3.8) environments,
products and
services are accessible and can be used by the

systems and organizational

broadest range of people

3.7.7
accommodate
adapt to or adjust to

Note 1: The aim of accommodating specific needs is
to enable people with differing abilities to gain access
to work and contribute to the organization (3.1.1).

Note 2: Adjustments can vary according to differing
abilities, specific individual needs and circumstances.
For example, having organizational policies (3.1.15)
that cover making adjustments to premises, working
hours, job responsibilites and equipment, and
providing accessible information (3.1.32) and assistive
technologies, as well as time for treatment and
rehabilitation, when applicable.

3.7.8

accountability

obligation to another for the fulfiment of a
responsibility

Note 1: The obligation includes the duty to inform and

to explain the manner in which the responsibility was
fulfilled.

Note 2: The non-fulfiiment of a responsibility has
consequences that can be enforced on the
accountable party.

[SOURCE: ISO 37000:2021, 3.2.2]

3.7.9

adverse impact

outcome that is disadvantageous and potentially
discriminatory for individuals and groups of

people
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3.7.10

Viéc lam thoa dang

Céng viéc duoc thue hién trong didu kién ty do,
céng badng (3.7.13), an toan va nhan pham con
nguoi.

[NGUON: TCVN ISO 26000:2013, 6.4.1.1, Hop
8, da siva ddi]

3.7.11

Nhém nguén lrc lao dong

ERG

Nhitng nguwdi c6 chung cac khia canh nhan
khdu hoc va tinh da dang (3.7.1) khac va ddng
minh clia ho.

Cha thich 1: ERG thwdng bao gdm nhiing ngudi
tham gia cuing nhau trong mét mang lwéi dé chia sé
kinh nghiém va niém tin va thic gy tinh Ga dang va
bao tram (3.7.3) tai noi fam viéc (3.3.8).

Chu thich 2: ERG ¢9 thé dong gop vao céch tiép can
D&l ciia té chire (3.1.1) va thic dy, 1anh dao va dua
ra sy hd trgr cho céc muc tiéu (3.1.22) D&,

Chi thich 3: Cac td chirc ¢6 thé hé try vai tro va
dong gop clia ERG bang cach phan bd ngan séach va
xac dinh nha tai tre nh dao.

3.7.12

Binh dang

Trang thai binh ddng, dic biét 1a v& dia vi, quyén
loi, co hdi hodc két qua.

3.713

Tinh cong béng

Nguyén tdc ma cac chinh séch (3.1.15), qua
trinh (3.1.24) va thye tién cin dwoc ap dung mét
cach cong bang va céc nhu cu ¢4 nhan dugc
cdng nhan.

3.7.14
St cong bing
Nguyén tic theo d6 moi ngwdi cin tuan theo
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3.7.10

decent work

work performed in conditions of freedom, equity
(3.7.13), security and human dignity

[SOURCE: ISO 26000:2010, 6.4.1.1, Box 8,
modified]
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employee resource group

ERG

people with shared demographic and other
diversity (3.7.1) dimensions and their allies

Note 1: An ERG generally consists of people who join
together in a network to share experiences and
beliefs, and to promote diversity and inclusion (3.7.3)
in the workplace (3.3.8).

Note 2: ERGs can contribute to an organization’s
(3.1.1) approach to D&l, and promote, lead and
provide support for D&I objectives (3.1.22).

Note 3: Organizations can support the role and
contribution of an ERG by allocating a budget and
identifying a leadership sponsor.

3.7.12

equality
state of being equal, especially in status, rights,
opportunities or outcomes

3.7.13

equity

principle that policies (3.1.15), processes
(3.1.24) and practices should be fairly applied
and individual needs recognized

3.7.14
fairness

principle that everyone should be subject to



cac chinh sach (3.1.15), qua trinh (3.1.24) va
thie ti€n cong biing va trong chirng murc co thé,
khéng cd thanh kién (3.7.2) mang tinh hé théng.

Chu thich 1: Trong bdi canh dénh gid (3.15.3), moi
ngudi tham gia dénh gi4 (3.15.5) can dwgc danh gia
béng cach sir dung céc quy trinh cdng béng va trong
chirng myc cé thé khong cé thanh kién co tinh hé
thong.

3.7.15

Tinh giao thoa

Sy két hop clia mdt hodc nhiéu khia canh da
dang (3.7.1) va cac dic diém ca nhan khac 1a
mét phan ban séc cla con ngudi.

Cha thich 1: Céc khia canh da dang va céc dic diém
ca nhan nay giao thoa, sao cho méi khia canh dugc

lien két véi nhau va dnh hwéng dén cude séng va
kinh nghiém lam viéc clia mdt ngudi.

3.7.16

Tiép can cong déng

Céc hoat dong do mét 6 chue (3.1.1) thye hién
dé gén két sy tham gia clia nhém céc bén lién
quan (3.3.1) réng hon.

3.7.17

Tiéng noi

Cach moi ngudi truyén dat cac quan diém cla ho
va cac van dé anh hudng dén ho.

Chu thich 1: Tiéng néi c6 thé bao gdm quan diém lyc
luong lao dong (3.8.1) vé cac van dé viec lam va td
chirc, 6 thé cho phép tham gia va sy tham gia clia
moi ngwdi trong viéc gdy anh hudng dén viéc ra
quyét dinh clia td chirc,

Ch thich 2: Tiéng néi c6 thé dugc thé hién rd rang
théng qua co ché chinh thirc va khdng chinh thik,
bao gdm cac khdo sat vé sy gén két, nhém ngubn
lwe lao dong (3.7.11) va cac tham vén va dam phan
¢6 sy tham gia cla dai dién lyc lwgng lao ddng, té
chirc cdbng doan hodc ban dai dién cdng nhan vién
néu co.
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policies  (3.1.15), (3.1.24) and

practices that are equitable and, as far as

processes

possible, free from systematic bias (3.7.2)

Note 1: In the context of assessment (3.15.3), every
assessment participant (3.15.5) should be assessed
using procedures that are equitable and, as far as
possible, free from systematic bias.

3.7.15

intersectionality

combination of one or more diversity (3.7.1)
dimensions and other personal characteristics
that are part of a person's identity

Note 1: These diversity dimensions and personal
characteristics intersect, such that each is linked to
the other, and influence a person’s life and work
experiences.

3.7.16

outreach

activities undertaken by an organization (3.1.1)
to engage with a broader group of stakeholders
(3.3.1)

3.717

voice

way people communicate their views and
influence matters that affect them

Note 1: Voice can include workforce (3.8.1) views on
employment and organizational issues, which can
enable participation and involvement of people in
influencing organizational decision-making.

Note 2: Voice can be evident through formal and
informal mechanisms, including engagement surveys,
employee resource groups (3.7.11), and consultations
and negotiations  that involve  workforce
representatives, labour unions or work councils where

they exist.
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Cha thich 3: Tiéng néi co thé bao gdm cac théng tin
lién lac tir khach hang, nhirng ngudi trong chudi
cung (rng va cac bén lién quan (3.3.1) bén ngoai
khéc, bay t& mong doi va cac méi quan tam.

3.8 Thuit ngir lién quan dén hoach dinh va
phén bd lwc lwong lao dong

3.8.1

Lwc lwgng lao ddng

Nhi*ng ngudi cung cap mét dich vu hodc lao
dong dong goép vao két qua kinh doanh hodc
thanh qua ctia td churc.

3.8.2

Hoach dinh Itrc Iwgng lao dong

Viéc xac dinh, phan tich va hoach dinh (3.1.8)
mét cach hé théng nhu ciu cla td chirc vé mat

nhan lwc.

Cha thich 1: Pay la mét qua trinh (3.1.24) dugc
slr dung d2 tao ra tri tué doanh nghiép nham thong
b4o cho doanh nghiép biét v& céc tac dong hién
tai va twong lai clia mdi trvdng bén ngoai va
bén trong déi v&i hoat dong kinh doanh, cho phép
doanh nghiép try virng véi nhiing thay ddi vé co chu
va vin hoa dé co thé khang dinh vj thé tét hon trong
tuong lai.

3.83

Hoach dinh lwc Iwgng lao dong chién lwge
Viéc hoach djnh lyc lwgng lao dong (3.8.2)
thwdng dién ra trong mdt khoang théi gian
xacdinh, théng nhét véi chién lroc (3.1.6) clia
td chirc.

Cha thich 1: Pham vi clia viéc hoach djnh (3.1.8) co
thébao gbm viéc xac dinh cac d4nh gi4 (3.15.3) va
déi sénh chuén (3.1.18) vé& luc luong lao dong (3.8.1),
khung chinh s&ch (3.1.15) nhan sy va céc qué trinh
(3.1.24) lien quan vé& muyc tiéu (3.1.22) chién lvgc t
chirc hién tai va trong twong lai.
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Note 3: Voice can include communications from
customers, people in the supply chain and other
external stakeholders (3.3.1), expressing expectations
and concerns.

3.8 Terms related to workforce planning
and allocation

3.8.1

workforce
people who provide a service or labour to
business or

contribute to organizational

outcomes

3.8.2

workforce planning

systematic identification, analysis and planning
(3.1.8) of organizational needs in terms of people

Note 1: It is a process (3.1.24) used to generate
business intelligence to inform business of the current
and future impact of the external and internal
enviranent on the business, enabling the business
to be resilient to structural and cultural changes to
better position itself for the future.

3.8.3
strategic workforce planning

workforce planning (3.8.2) which usually covers
a defined period of

time, aligned to

organizational strategy (3.1.6)

Note 1: The scope of planning (3.1.8) can include
identifying the workforce (3.8.1) assessments (3.15.3)
and benchmarking (3.1.18), human resource policy
(3.1.15) frameworks and associated processes
(3.1.24) on current and future organizational strategic
objectives (3.1.22).



3.8.4

Hoach dinh Iwc lwgng lao dgng van hanh
Viéc hoach dinh Iuc lugng lao ddng (3.8.2) trong
mot khodng thoi gian xac dinh, théng nhat véi
chu ky hoach dinh (3.1.8) clia t4 chire (3.1.1) va
tap trung vao viéc thu thap, phéan tich va bao
céo vé chién luge (3.1.6) hoach dinh luc lvgng
lao déng.'

Chu thich 1: Céc hoat ddng hoach djnh ngan han
hon vé viéc lap chwong trinh c6 thé duge loai trir.

3.8.5

Phan bd lwe lwgng lao dong

Qué trinh (3.1.24) phan bd Iwc lwong lao dong
bao gdm viéc chuan bi, phan céng va théng bao
céc quyét dinh phan bé (3.8.6), thu thap phan
héi cla ngudi lam cong (3.13.4) va diéu chinh
viéc phan bé.

3.8.6

Quyét dinh phan bb

Xac dinh xem (nhiing) nguoi lam céng nao
(3.13.4) sé duwoc phan cong lam cdng viéc gi.

3.8.7

Thi gian phén bd

Khodng th&i gian trudc khi bat dau céng viéc khi
duwa ra quyét dinh phan bd (3.8.6) va nguoi lam
cbng (3.13.4) va céc bén lién quan (3.3.1) khac
can duoc théng bao vé quyét dinh phan bd.

3.8.8

Giai doan phan bd

Chubi cac brrée chun bi, phan cong, thong bao
va phan hdi dugc thye hién mét 1An hodc I3p di
lap lai xung quanh cac quyét dinh phan bd
(3.8.6) lién quan d@én thoi gian phan bé (3.8.7)
cu thé. '
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operational workforce planning

workforce planning (3.8.2) which covers a
defined period of time, aligned with the
organization’s (3.1.1) planning (3.1.8) cycle, and
which focuses on gathering, analysing and

reporting on workforce planning strategy (3.1.6)

Note 1: The shorter-term planning activities of
scheduling can be excluded.

3.85
workforce allocation
workforce allocation process (3.1.24) of

preparing, assigning and informing aflocation
decisions (3.8.6), collecting the worker (3.13.4)
response and adjusting the allocation

3.8.6

allocation decision

determination as to which worker(s) (3.13.4) will
be assigned to what work

3.8.7

allocation horizon

period prior to the commencement of work where
an allocation decision (3.8.6) is made and
workers (3.13.4) and other stakeholders (3.3.1)
should be informed of the allocation decision

3.8.8

allocation stage

series of preparation, assignment, inform and
respond steps that are taken once or repeatedly
around allocation decisions (3.8.6) related to a
specific allocation horizon (3.8.7)
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3.9 Thut ngi» lién quan dén tuyén dung

3.9.1

Tuyén dung

Qué trinh (3.1.24) tao ngudn (3.9.3), thu hut
(3.9.4), dénh gi& (3.15.2) va tuyén dung (3.9.13)
nhén tai (3.11.1) cho mét vi tri hién c¢6 hodc vj
tri m&i trong t3 chire (3.1.1).

39.2

Yéu ciu tuyén dung

Yéu cau chinh thirc yéu cu tuyén dung cho
mot Vl tri hodc chirc vu.

3.9.3

Tao ngudn

Viéc nhéan dién va phat trién cac kénh cung (rng
clia céc tng vién (3.9.6) tiém nang.

394

Thu hat

Tao lap sw quan tam va 16i kéo céc (bng vién
(3.9.6) hodc cdc tng cir vién (3.9.7) myc tiéu
tiém nang.

3.95

Dgi ngll tng vién

Nhirng ngudi &ng tuyén mét cach chinh thirc
cho mét vi tri cong viéc cu thé.

3.9.6

Ung vién

Nguwdi c6 quan tam va tng tuyén cho mot vj tri
cbng viéc cu thé.

3.9.7

Ung civ vién

Nguwéi dang dwoe xem xét cho mét vi tri cdng
viéc.
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3.9 Terms related to recruitment

3.91

recruitment

process (3.1.24) of sourcing (3.9.3), attracting
(3.9.4),
(3.9.13) talent (3.11.1) for an existing or new

assessing (3.15.2) and employing

position within the organization (3.1.1)

3.9.2

requisition

requisition formalized request to recruit for a
position or position

3.9.3

source

identify and develop supply channels of potential
applicants (3.9.6)

3.9.4

attract

generate interest from, and appeal to, the
targeted (3.96) or
candidates (3.9.7)

potential applicants

3.95

applicant pool

people who have formally applied for a specific
job

3.9.6

applicant

person who is interested in and who has applied
for a job

3.9.7
candidate
person who is being considered for a job



3.9.8

Yéu ciu vé nhan sw

Céc kién thirc (3.12.1), ky nédng (3.14.12), kha
néang (3.14.1) va nhirng dac tinh khac ma mét ca
nhan can c6 dé thye hién.

3.9.9

Ban mo ta cong viéc

Danh sich liét ké cac nhiém vu hodc chirc
nang cu thé hodc chung, myc tiéu hodc trach
nhiém clia mdt vj tri, cling nhw cac didu kién td
chtrc trong d6 nhikng nhiém vu va chir¢ nang
nay dwoc thure hién.

Cht thich 1: Ban mé ta céng viéc c6 thé bao gdm ca
co céu t5 chire (3.1.4).

3.9.10

Tién hoi nhap

Nhirng hoat ddng can thiét chuin bj cho mét
tng ctr vién (3.9.7) tlr llic chip nhan 1o moi
lam viéc t&i khi vao 1dm viéc ngay dau tién.

3.9.11

Hoi nhap td chirc

Qué trinh (3.1.24) chao G6n moi ngudi gia nhap 0
chie (3.1.1), van hoa, ky vong, chinh séch
(3.1.15) clia td chirc, con ngudi va vai trd clia ho.
Cha thich 1: Hoi nhap & chire ciing gitp lre luong
lao dong (3.8.1) va td chirc diéu chinh @& phi hop

véi céac thanh vién méi cda ho.

Cha thich 2: Hai nhap td chirc ciing co thé dugc goi
|a gi¢i thigu hogc dinh hwéng.

3.9.12

Tuyén dung

Thué médt cad nhan hodc sip xép moét ca
nhan vaoc mét vij tri cong viéc.
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3.9.8

person spcecification

knowledge (3.12.1), skills (3.14.12), abilities
(3.14.1) and other characteristics needed by a
person to perform the job

3.9.9

job description

list of specific or general tasks or functions and
goals or responsibilities of a position, as well as
organizational conditions under which these
tasks and functions are to be performed

Note 1:
organizational structure (3.1.4).

A job description can include the

3.9.10

pre-boarding

activities necessary to move a candidate (3.9.7)
from accepting an offer to the first day of
employment

3.911

onboarding

process (3.1.24) of welcoming people into the
organization (3.1.1), its culture, expectations,
policies (3.1.15), people and their roles

Note 1: Onboarding also helps the workforce (3.8.1)
and the organization to adjust to its new members.

Note 2: Onboarding can also be referred to as
induction or orientation.

3.9.12

employ
engage the services of a person or put a person
to work
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3.913

Thwong hiéu nha tuyén dung

Uy tin, danh tiéng clia t& chie (3.1.1) va cac dac
tinh phan biét nha tuyén dung bén trong va bén
ngoai td chirc.

3.9.14

Trai nghiém ng ci¥ vién

Tuong tac voi cac dai dién td chirc gip g trong
bat ky hodc tat ca cac giai doan cla qua trinh
tuyén dung (3.9.1).

Cha thich 1: Trai nghiém tng ct vién bao gdm kinh
nghiém cla t&t ca nhirng ngudi quan tam, (rng tuyén
hodc dwoc xem xét cho mot vi tri tuyén dung trong
sudt qua trinh.

Chu thich 2: Cac qué trinh va thyec tién bao gdm viéce sir
dung bét ky loai tri tué nhan tao (Al) va thuat toan nao.

3.10 Thuat ngir lién quan dén chuyén dich
Iwe Iweng lac dong

3.101
Chuyén dich lwc lwgng lao dong
Sy luan chuyén con ngudi va/hoic cong viéc.

3.10.2

Thué ngoai

Viéc sép xép d& mot t chie (3.1.1) bén ngoai
thyre hién mét phan chirc ning hodc qué trinh
(3.1.24) clia td chirc.

Chu thich 1: Té chirc bén ngoai 1a don vi ndm ngoai
pham vi hé théng quan Iy (3.1.20) cla tb churc, cho
dis chirc néng hodc qud trinh thué ngoai nim trong
pham vi hé thdng quan Iy cla td chirc.

Chu thich 2: Bay la mot trong nhirng thuat ngl chung
va dinh nghfa cét I6i clia cac tiéu chudn hé théng
quan ly dwoc néu trong Phu lyc SL, Phan bd sung
ISO hop nhét clia Hwéng dan ISO/IEC, Phan 1.
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3.9.13
employer brand
organization’s (3.1.1)

differentiating characteristics as an employer

reputation and

internally and extemally

3.9.14

candidate experience

interactions with organizatiopal representatives
encountered during any or all stages of the
recruitment (3.9.1) process

Note 1: This includes the experiences of all those who
are interested in, apply for or are considered for a
vacancy throughout the process.

Note 2: Processes and practices include the use of
any sort of artificial intelligence (Al) and algorithms.

3.10 Terms related to workforce mobility

3.10.1
workforce mobility
relocation of people and/or work

3.10.2

outsource

make an arrangement where an external
organization (3.1.1) performs part of an
organization’s function or process (3.1.24)

Note 1: An external organization is outside the scope
of the management system (3.1.20), although the
outsourced function or process is within the scope.

Note 2: This constitutes one of the common terms and
core definitions for 1SO management system
standards given in Annex SL of the Consolidated 1ISO
Supplement to the ISO/IEC Directives, Part 1.



[NGUON: Huwéng dan ISOAEC, Phan 1, 2020,
Phu luc SL, Phu luc 2, 3.14, s(ra ddi ~ Chu thich
2 duoc bd sung].

3.103

Danh gia vj tri cong viée

Qua trinh (3.1.24) diing @& xac dinh gia trj bén
ngoai va bén trong clia mét vj tri trong 6 chirc
(3.1.1).

Chd thich 1: Cac yéu td can xem xét khi danh gia
mét vi tri cong viéc bao gdm: pham vi trach nhiém;
tinh phtre tap ciia vij tri; mirc d6 anh hwéng; lvong
giam sat hoac kiém soat quan ly, va kha nang lanh
dao; kién thire (3.12.1) can thiét, nghia 13, gido duc
(3.14.6), kinh nghiém, k¥ ndng (3.14.12), ndng luc
(3.3.3); va sy tw quyét (khi x¥ ly tinh hudng va dua
ra quyét dinh).

3.11 Thuat ngi¥ lién quan dén quan Iy nhan
tai

3.111

Nhan tai

Nguwdi co hodc co thé phat trién kién thic
(3.12.1), ky ndng (3.14.12), khd nidng (3.14.1)
hodc cac dic tinh khac dé thuc hién mot chirc
ndng, cong viéc hay vai trd, theo yéu cau.

3.11.2

Dijnh vj nhan tai

Thé hién kién thic (3.12.1), k7ndng (3.14.12),
kha néng (3.14.1) clia cac ¢a nhan hoic nhém &
cac vj tri lién quan trong céc td chirc (3.1.1)
khac.

Chu thich 1: Viéc thé hién thwong & dang so db.

3.11.3

Ngudn nhan tai

Céc tmng ctr vién (3.9.7) cb trinh 4§ chuyén mén,
duoc danh gia va cé thé dwoc xem xét khi ¢d co
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[SOURCE: ISO/NEC Directives, Part 1, 2020
Annex SL, Appendix 2, 3.14, modified — Note 2
to entry added.

3.10.3

job evaluation

process (3.1.24) used to determine the external
and internal value of a position within an
organization (3.1.1)

Note 1: Factors considered when evaluating a job
position include: scope of responsibility; complexity of
position; degree of impact; amount of supervision or
managerial control and required
(3.12.1), ie. education (3.14.6),
experience, skills (3.14.12) and competences (3.3.3);
and autonomy (freedom to act and make decisions).

leadership;
knowledge

3.10 Terms related to talent management

31141
talent
person who has or can develop the knowledge
(3.12.1), skills (3.14.12), abilities (3.14.1) and
other characteristics to perform a function, job or

role, as required

N2

talent mapping

representing the knowledge (3.12.1), skills
(3.14.12) and abilities (3.14.1) of individuals or
teams in relevant positions in other organizations
(3.1.1)

Note 1: The representation is often in the form of a
diagram.

3113

talent pipeline

candidates (3.9.7) who are qualified, assessed
and could be considered when a future
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hdi trong twong lai

3114

Pai ngii nhan tai

Nhém 16n gdm nhimg ngudi s& hiru kién thice
(3.12.1), ky néng (3.14.12), kha nang (3.14.1) va
cac dac tinh khac cé gia tri dbi véi t6 chirc
(3.1.1).

3.11.5

Quan ly nhan tai

Viéc thc hién cic chién lwoc théng nhat dé
phat trién céc qué trinh (3.1.24) cai tién phuc vy
cho viéc thu hat (3.9.4), phét trién (3.14.5), duy
il va st dung nhitng ngudi cd céc ky nang
(3.14.12) va kha ning dac biét dé dap (ng nhu
cau hién tai va twong lai cta td chire.

3.11.6

Tiém néng cao

Tiém ning

Nhirng nguwodi dwgc xac dinh la co thién
hwéng dat dwoc két qua thuc hién cong viéc
(3.2.12) & mirc vurot troi.

3.12 Thuat ngt lién quan dén quan ly tri thire
3.121

Kién thiec/Tri thirc

Tai san clia con ngudi hodc t& chirc cho phép
dwa ra cac quyét dinh va hanh dong hiéu qué
trong béi canh.

Vi DY: Sy hiéu biét sau séc, bi quyét va tri thirc durge
hé théng hoa (3.12.6).

Ch thich 1: Tri thirc c6 thé mang tinh ca nhan hoac
tap thé.

Cha thich 2: Nhidu loai va dang tri thirc phi hop véi cac
muc dich khac nhau va trong c4c bdi canh khéc nhau.

Chu thich 3: Tri thiec cé dwgce thong qua hoc tép
(3.14.9) ho&c kinh nghiém.
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opportunity arises

3.11.4

talent pool

broad group of people who possess the
knowledge (3.12.1), skills (3.14.12), abilities
(3.14.1) and other characteristics of value for the
organization (3.1.1)

3.11.5

talent management
implementation of integrated strategies to
develop improved processes (3.1.24) for
attracting (3.9.4), developing (3.14.5), retaining
and utilizing people with special skills (3.14.12)
and aptitudes to meet current and future

organizational needs

3.11.6

high potentials

potentials

people identified as having a propensity for

exceptional performance (3.2.12)

3.12 Terms related to knowledge management

3121

knowledge

human or organizational asset enabling effective
decisions and action in context

codified

EXAMPLE Insights, know-how and

knowledge (3.12.6).
Note 1: Knowledge can be individual or collective.

Note 2: The many types and forms of knowledge are
relevant for different purposes and in different
contexts.

Note 3: Knowledge is acquired through learning
(3.14.9) or experience.



3.12.2

Quan ly tri thirc

Nguyén tic tdng thé, da chirc ning va tap hop
céc thire tién tap trung vao tri thire (3.12.1) gidp
cai thién két qud thuc hién cong viéc (3.2.12)

clia t chirc.

Chu thich 1: Quan ly tri thirc bao gdm, nhung khéng
gidi han & viéc tao ra, thu thap, ap dung, duy tri, chia
sé va bao vé kién thirc dé tao ra gia trj cla 3 chire.

3.12.3

Vian héa quan ly tri thiee

Cac yéu tb cla van héa (3.1.3) td chirc, hd tro
cac gia tri, hanh vi (3.14.2) va cac hoat dong lién
quan dén céc hé théng quén Iy tri thirc (3.12.4).

3.124

Hé théng quan Iy tri thire

Mot phan cla hé thong quén Iy (3.1.20) lién
quan dén tri thire (3.12.1).

Chu thich 1: Céc yéu té hé théng bao gdm van héa
quan ly tri thire (3.12.3) clia td chire (3.1.1).

3125

Xem xét trwwérc hanh dong

BAR

Phuong phap xac dinh va gidi quyét céc rii ro
(3.1.14) va co hdi treée khi bdt ddu mét nhiém
vu hodc hoat dong.

Chu thich 1: Xem xét trieé¢c hanh ddng thwérng bao
gdm viéc xac dinh céc bai hoc kinh nghiém (3.12.12)
lién quan va déi thoai v&i nhiing nguei co kién thire
(3.12.1) lién quan.

3.12.6

Tri thirc dwoc hé théng hoa

Tri thire (3.12.1) dwre thé hién bang cach st dung
cac tir, s, hinh dnh hodc cac ky hiéu khac.

TCVN 12288:2025

3.12.2

knowledge management

holistic, cross-functional discipline and set of
practices focused on knowledge (3.12.1) that
improve organizational performance (3.2.12)

Note 1: Knowledge management includes, but is not
limited to, the creation, acquisition, application,
maintenance, sharing and protection of knowledge fo
create organizational value.

3123

knowledge management culture
elements of the organizational cufture (3.1.3),
supportive of the values, behaviour (3.14.2) and
associated with

activities knowledge

management systems (3.12.4)

3124

knowledge management system

part of a management system (3.1.20) with
regard to knowledge (3.12.1)

Note 1:

organization’s (3.1.1) knowledge management culture
(3.12.3).

The system elements include the

3125

before action review

BAR

method for identifying and addressing risks
(3.1.14) and opportunities before a task or
activity starts

Note 1: Before action review usually includes
identifying relevant lessons leamed (3.12.12) and
dialogue with people who have relevant knowledge
(3.12.1).

3126

codified knowledge

knowledge (3.12.1) represented using words,
number, images or other symbols
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Chu thich 1: Hé théng héa tri thirc 1a mdt qué trinh
(3.1.24) chung trong quan ly tri thic (3.12.2) vi tri
thire dugc hé théng hoa rat dé chia sé.

Ch thich 2: “Bugc hé théng héa” thirdng cé nghia 1a
“bang van ban" hodc “dugc viét ra” nhung cling co
thé bao gdm céc cach thé hién khac nhuw ngdn nglr
néi, ban nhac va ma c6 thé doc bang may.

Chi thich 3: Tri thirc dwgre hé théng hoa ludn 12 sy
thé hién mot phan ciia tri thire.

3.12.7

Cong ddng thire tién

Mang lwéi nhirng nguedi chia sé va tao ra tri thirc
(3.12.1) lién quan d&n mét finh vire thire tidn cuy
thé.

Chu thich 1: Céng ddng thire tign duwgc st dung rong
rai trong quan Iy tri thire (3.12.2) véi tw cach 1a ngudi
quan Iy tri thire trong linh vire thire tién cia he.

Chu thich 2: Cong ddng thyc ti&n thwdmg mé rong ra
ranh gi¢i bén trong va bén ngoai té chirc, Ho co thé
14 chinh thirc hodc khéng chinh thirc va tw tb chirc
hodc cé cu trac.

Chu thich 3: Céng déng thuc tién dwgc phan biét voi
cac loai cong ddng va mang lwdi khac béng ba dic
tinh ho tap trung vao mét linh virc cu thé, cac thanh
vién clia ho |4 nhitng nguwoi tham gia tich cue trong
finh vyec 6 va co sy tuong tac thuwdng xuyén gitka
cac thanh vién.

3.12.8

Tri thiee thiét yéu

Tri thire (3.12.1) ¢6 tac dong dang ké dén két
qua thye hién cong viéc (3.2.12) clia td chirc.
Cha thich 1: Xéc dinh tri thire thiét yéu gidp céc té
chirc (3.1.1) phat trién va wu tién cdc yéu cdu
(3.1.19) hé théng quén Iy tri thire (3.12.4).

Chu thich 2: Tri thirc thiét yéu khac nhau gira cac
nganh, finh vire va loai hinh td chirc.
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Note 1. Codification of knowledge is a common
process (3.1.24) in knowledge management (3.12.2)
because codified knowledge is easy to share.

Note 2: ‘Codified’ often means ‘documented’ or

‘written down' but can also include other
representations such as spoken words, musical

scores and machine-readable code.

Note 3: Codified knowledge is always a partial
representation of knowledge.

3127

community of practice

network of people who share and create
knowledge (3.12.1) relating to a specific field of

practice

Note 1: Communities of practice are widely used in
knowledge management (3.12.2) as stewards of
knowledge in their field of practice.

Note 2: Communities of practice often span internal
and external organizational boundaries. They can be
formal or informal and self-organizing or structured.

Note 3: Communities of practice are distinguished
from other types of community and network by three
characteristics: they focus on a specific domain, their
members are active practitioners in that domain and
there is regular interaction between members,

31238

critical knowledge

knowledge (3.12.1) that has a highly significant
impact on organizational performance (3.2.12)

Note 1: Identifying critical knowledge helps
organizations (3.1.1) develop and prioritize knowledge
management system (3.12.4) requirements (3.1.19).

Note 2: Critical knowledge varies between industries,
sectors and organizational types.



Cha thich 3: Tri thire thiét yéu co thé & bat ky dang
nao, bao gdm nhwng khéng gi¢i han & nhirng hidu
biét ca nhan, bi quyét va tri thire duoc hé théng héa
(3.12.6).

3129

Ca phe tri thirc

Phuong phap tuong tac xa hoi nhdm tao ra sy
hiéu biét sau sic vé mot van d& hodic méi quan
tam chung.

Cha thich 1: Ca phé tri thire (3.12.1) thanh cong I
nhng budi sinh hoat khong chinh thirc, thodi mai va
khéng ddi dau aé khich l& ddi thoai c&i m& va tao ra
sy hidu biét cting nhw cach nhin nhan sau sic va
rong hon.

3.12.10

Sang tao tri thirc

Tao ra tri thire (3.12.1) ma trwde day 6 chirc
(3.1.1) khéng co.

Chu thich 1: Tri thirc ¢4 thé dwoc tao ra bén trong
hodc ngoai t& chirc hodc droc ddng sang tao gitra
cac td chirc.

Cht thich 2: Tri thire 6 thé dugce tao ra theo nhidu
céch, bao gdm nhung khéng gidi han & c4c qua
trinh (3.12.4) nghién ctru, d0i mai, thao luan, thyc
té va phan anh c4 nhan hodc nhom.

3121

Cong viéc tri thirc

Nhiém vu hodc hoat déng trong @6 tri thic
(3.12.1) cé y nghia quan trong.

Chu thich 1: Tri thirc thwéng 13 dau vao va két qué
cua cdng viée tri thirc.

Cha thich 2: Hau hét céng viéc tri thirc dugc thuc
hién bdi nhirng ngudi cd kién thirc va chuyén mén
lién quan d@én linh vyc d6.
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Note 3: Critical knowledge can be in any form,
including but not limited to individual insights, know-
how and codified knowledge (3.12.6).

3129

knowledge café

method of structured social interaction that
generates insights into a common issue or
interest

Note 1. Successful knowledge (3.12.1) cafes are
informal, relaxed and non-confrontational to foster
open dialogue and generate deeper and wider
understanding and insights.

3.12.10

knowledge creation

generation of knowledge (3.12.1) previously
unavailable to the organization (3.1.1)

Note 1: Knowledge can be created within or outside
the organization or co-created between organizations.

Note 2: Knowledge can be created in many ways,
including but not limited to research, innovation
processes (3.1.24), discussion, practice and individual
or group reflection.

3.12.11

knowledge work

task or activity in which knowledge (3.12.1) is
significant

Note 1: Knowledge is often an input to and result of
knowledge work.

Note 2: Most knowledge work is carried out by people
with relevant domain knowledge and expertise.
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31212

Bai hoc kinh nghiém

Nhiing thay déi trong hanh vi (3.14.2) Ia két qua
clia vigc hoc tap (3.14.9) hodc cac khuyén nghj
tlr kinh nghiém.,

Chu thich 1: Viéc hoc tap tir kinh nghiém thurdng dién
ra trong céac budi trao ddi hodc xem xét lai. C4c bai
hoc (c&c khuyén nghj) thudng dugc ghi lai @& ching
c6 thé dugc chia sé rong rai.

3.13 Thuat ngi¥ lién quan dén bao cao vén
nhan lwe

3.13.1

Ngwei lao dong

Ca nhan theo luat phap hodc théng 1& quéc gia,
dwoc t6 chie (3.1.1) tuyén dung.

Chu thich 1: Ngudi lao dong thudng duwge béo céo 1a
fuong duong (3.4.16) toan thei gian hodc s6 lrgng
nhan vién,

Chi thich 2: Hop déng lao dong dwoc cdng nhan
theo luat phap ho#c théng 1é quéc gia 1a mdt thda
thuan (3.15.1) bang van ban, béng I&i néi hozc ngm
dinh (nghta Ia khi c6 tat ca cac d&c tinh cla viéc lam
nhung khdng cé hgp déng béng miéng hodc béng
vén ban).

3.13.2

Lao ddng dwerc giam sat

Ca nhan thyc hién cong viéc thwdng xuyén tai
chd, hodc thay mat cho td chirc (3.1.1) nhung
khéng dwgc cong nhan la nguwoi Jao déng
(3.13.1) theo luat phap hodc théng Ié qudc gia.
VI DY): Lao dgng (3.13.5) tam théi hodic ngéu nhién.
3133

Nha thiu déc lap

Ca nhan hodc tb chirc 1am viéc cho mét té chire
(3.1.1), nha thau hodc nha thau phy, c6 mdi
quan hé dwgc xac dinh bang thdéa thuén
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3.12.12

lessons learned

changes in behaviour (3.14.2) as a result of
learning (3.14.9) or of recommendations from
experience

Note 1: Leamning from experience often takes place in

debriefing or review sessions.  Lessons

{recommendations) are often captured so they can be
widely shared.

313 Terms related to human capital
reporting

3.131

employee

individual who is, according to national law or
practices, employed by the organization (3.1.1)

Note 1: Employees are often reported as full-time
equivalents (3.4.16) or headcount,

Note 2: An employment contract as recognized under
national law or practice is a written, verbal or implicit
(i.e. when all the characteristics of employment are
present but without a written or witnessed verbal
contract) agreement.(3.15.1)

313.2

supervised worker

individual who performs regular work on-site for,
or on behalf of, the organization (3.1.1) but is not
recognized as an employee (3.13.1) under
national law or practice

EXAMPLE Temporary or contingent workers (3.13.5).

3133

independent contractors
persons or organizations working for an
organization (3.1.1), a contractor or a sub-

contractor, with a relationship determined by an



(3.15.1).

VI DU: Nha tw van, nha cung cap va lao dong tir do
(3.13.4).

3.13.4

Ngwei lam cong

Nguwai hodc ca nhan thie hién cong viéc, du la
ngudi lao déng (3.13.1) hay ngudi tw kinh
doanh hodc ngudi tién hanh cac hoat dong thay
mit t6 chie (3.1.1) dwéi mét sb hinh thirc ndng
Iwc theo hop ddng hodc ngoai hop ddng.

Chu thich 1: Vi du c& nhan thyc hién cdng viéc
thwong xuyén hodc thay mat cho td chirc nhing
khong dwgc cong nhan la ngwdi lao dong theo luat
phap hodc théng Ié qudc gia co thé bao gdm lao
dong tam thei, thire tap sinh va tinh nguyén vién.
[NGUON: TCVN ISO 26000:2013, 2.27, da slra
ddi — Pinh nghia dwoc xem xét va cha thich
duwoc bd sung.]

3.13.5

Lao dong tam théi

Ca nhan tham gia nhw ngwdi lao dong thoi vy,
nha thau déc Jap (3.13.3), chuyén gia va nha tuw
vén doc lap.

Chu thich 1: Céng viéc tam theri nhdm dap ting céc
trudrng hop hodc nhu clu dang thay ddi cla té chire,

314 Thuat ngir lién quan dén hoc tip va
phat trién

3.141
Kha niang
Thubc tinh ¢6 khéd ndng clia con ngudi.

VI DU: Kha ning néi, giao tiép hoic hiéu.

3.14.2
Hanh vi

Su twong tac gitra con ngudi va cac yéu té khac

TCVN 12288:2025
agreement (3.15.1)

EXAMPLE Consultants, suppliers and gig-workers
(3.13.4).

3.134

worker

person or individual who performs work, whether
an employee (3.13.1) or someone who is self-
employed or who conducts activities on behalf of
the organization (3.1.1) in some form of

contractual or non-contractual capacity

Note 1: Examples of a person or individual who
performs regular work for, or on behalf of the
organization but is not recognized as an employee
under national law or practice can include temporary
worker, intemn and volunteer.

[SOURCE: ISO 26000:2010, 2.27, modified -
Definition revised and note to entry added.]

3135

contingent worker

individual engaged as a casual labourer, flexible
contractor  (3.13.3),

labourer, independent

independent professional or consultant
Note 1: Contingent work is intended to meet changing

organizational circumstances or demands.

314 Terms
development

related to learning and

3.14.1
ability
human attribute of being able

EXAMPLE The ability to speak, to communicate or to
understand.

3.14.2
behaviour

interaction among people and other elements of
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clia 6 chirc (3.1.1).

VI DY: Lam viéc v&i tinh than cong tac, chia sé thong
tin (3.1.32).

[NGUON: ISO/IEC 38500:2015, 2.11, d4 stra ddi
— Stra ddi thuat ngi» va dinh nghia, thém vi du
va bd ch thich.]

3.14.3

Ning lwc dap (g

Khé ndng (3.14.1) dat duoc két qud mong
mudn.

[NGUON: ISO/TS 18667:2018, 3.1.3, da stva dbi
— slra ddi dinh nghia.]

3.144

Huin luyén

Déo tao (3.14.13) chuyén mén hodc hd tro dé
cai thién két qua thyc hién cong viéc (3.2.12)
ctia mét ca nhan hodc nhém cu thé.

Cha thich 1: Huén luyén c6 thé mang tinh chi thj hoc
khéng chi thi.

INGUON: ISO 34101-1:2019, 3.6, da sira dbi —
dinh nghia dwoc soat xét va chu thich dugc b
sung).

3.14.5

Phat trién

<Hoc tap va phat trién> tap hop céac hoat déng
hoc tap (3.14.9) @& nang cao mirc két qua thuc
hién cong viéc (3.2.12) clia mét nguwdi, nhém
ngudi hodc 6 chie (3.1.1).

Chu thich 1: S phéat trién nay thuéng bao gdm ca

cac phwong phap hodc qué trinh (3.1.24) chinh thirc
va khéng chinh thire.

Chu thich 2: Hoc tap chinh thirc 1a khi két qué
(3.14.10) clia ngudi hoc dugre xéc dinh va dugc clu
trdc béing chwong trinh gidng day, hoc tap va thiét ké
gidng day cling nhtr co quan hodic ¢ nhan td chirc.
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the organization (3.1.1)

EXAMPLE  Working
information (3.1.32).

collaboratively,  sharing
[SOURCE: ISO/IEC 38500:2015, 2.11, modified
- Term and definition revised, examples added

and notes to entry deleted.]

3.14.3
capability
ability (3.14.1) to achieve a desired resuit

[SOURCE: 1SO/TS 18667:2018, 3.1.3, modified
~ definition revised.]

3.14.4

coaching

specialist training (3.14.13) or support to improve
performance (3.2.12) of an individual or specified
group

Note 1: Coaching can be directive or non-directive.

[SOURCE: ISO 34101-1:2019, 3.6, modified —
definition revised and note to entry added.]

3.145

development

<learning and development> set of learning
(3.14.9) activities to raise the threshold of
performance (3.2.12) of a person, group of
people or organization (3.1.1)

Note 1: This development often includes both formal
and informal methods or processes (3.1.24).

Note 2: Formal leaming is when the learner outcomes
(3.14.10) are defined and structured by the
curriculum, learning and instructional design and the
organizing body or individual.



Ch thich 3; C6 thé bao gém viéc hoc tap dva trén tw
duy tich cyc, 18 mét qua trinh chinh thirc hodc khéng
chinh thirc dwa trén kinh nghiém khi suy nght vé cac
vAn d&, mbi quan hé va cac hoat déng hoc tap dé xac
dinh nhirng gi d& hoc ciing nhw hinh thanh va xem
xét cac y twdng.

Chu thich 4; Co thé bao gdm hoc tap nhom, Ia qué
trinh xa hoi va mdi quan hé xay ra tir si hop tac
(3.3.2) gitra cac ¢4 nhan din Gén sy phdi hop vé

kién thdc (3.12.1) va hanh vi (3.14.2) nhw mot dic
diém vé cac qua trinh 1am viéc clia ho.

Chu thich 5: Hoc tap tai noi lam viéc (3.3.8) 1a qua
trinh tiép thu tri thirc va céc k§ ning (3.14.12) lign
quan dén cong viéc 1a két qua clia qua trinh dao tao
(3.14.13) dién ra tai noi lam viéc.

Chu thich 6: C6 thé bao gdm viéc hoc tap théng qua

cac phwong tién cdng nghé truyén théng, doi khi
dwgc goi 1a dao tao tryc tuyén.

3.14.6

Giao duc

Qua trinh (3.1.24) qua d6 mdt ca nhan hogc nhém
nguoi truyén dat, chuyén ddi hoic tiép thu kién
thire (3.12.1) v& mét chli @& hoac khai niém.

Chu thich 1; Gido duc thudng d& cap dén mét hinh
thirc hoc t4p (3.14.9) mang tinh hoc thuat, khac véi
ddo tao (3.14.13), thudmng dé cép dén cac qua trinh
hoc tap lién quan dén cong viéc.

3.14.7

Pinh lwong

<Hoc tap va phét trién> qué trinh (3.1.24) ¢6 tinh
hé théng dé xac dinh chét lwong, tinh higu Iyc
(3.1.21), va tac ddng clia viéc cung cAp hoc tép
(3.14.9) va phét trién (3.14.5) cla td chirc.

Chu thich 1: Binh ltong c6 thé dwa trén sy danh gid

(3.15.3) chinh thirc hodc khong chinh thitc dya trén
cac doi sanh chun duoc xac dinh truée,

Chu thich 2: Binh legng cé thé dién ra & cac cap do
ca nhan, nhém va té chirc.

TCVN 12288:2025

Note 3: Can include reflective learning, which is a
formal or informal process that deliberately draws on
experience when thinking about events, relationships
and learning activities to identify what has been
learned and to generate and consider ideas.

Note 4: Can include team learning, which is a social
and relational process that occurs from collaboration
(3.3.2) between individuals leading to coordination of
knowledge (3.12.1) and behaviours (3.14.2) as a
feature of their work processes.

Note 5: Workplace (3.3.8) learning is the acquisition of
work-related knowledge and skills (3.14.12) that is the
result of training (3.14.13) that takes place at work.

Note 6: Can include leamning through the means of
communication technology, sometimes referred to as
e-learning.

3.14.6

education

process (3.1.24) by which an individual or group
of people conveys, obtains

knowledge (3.12.1) about a subjeet or concept

transfers or

Note 1: Education generally refers to an academic
form of learning (3.14.9) that is distinct from training
(3.14.13), which generally refers to work-related
learning processes.

3.14.7

evaluation

<learning and development> systematic process
(3.1.24) to determine the quality, effectiveness
(3.1.21) and impact of organizational learning
(3.14.9) and development (3.14.5) provision

Note 1. Evaluation can be based on formal or informal
assessment  (3.15.3)

benchmarks.

against  predetermined

Note 2: Evaluation can occur at individual, group and
organizational levels.
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[NGUON: ISO 10795:2019, 3.97, da slra ddi -
Binh nghfa dugc stra dbi]

3.14.8
Nguw&i hwéng din
Ngudi hé trg qué trinh (3.1.24) hoc tép (3.14.9).

Chu thich 1: Ngudi hwéng dén co thé thuc hién vai
trd clia mét gido vién, nguei dao tao, ngudi day kém,
ngudi hudng dan, ngudi hudn luyén hodc ngudi ¢b
van.

Cha thich 2: C6 thé bao gbm viéc hwéng dan va thue
hien dao fao (3.14.13) hosc thé hién céc k7 nidng
{3.14.12) va truyén dat thyc hanh tét trong mét finh
wure thue tidn cy thé.

3.14.9

Hoc tip

<Hoc tap va phat trién> tap hop cac hoat ddng
réng rai, nhidu mat, tap trung vao viéc cai thién
két qua thuc hién cong viéc (3.2.12) clia cac ca
nhan va o chic (3.1.1) thong qua tri thirc
(3.12.1), kj ning (3.14.12) va kha ning (3.14.1)
cla con ngurdi.

Chi thich 1: Hoc tap I3 hanh dong tiép thu kién thirc, ki
néng va kha ning méi va dién ra thong qua tac dong
clia gido dyc (3.14.6), dao tao (3.14.13) va huéng dan,
thirc hanh hogc nghién ciru dbi vai ca nhan.

Cha thich 2: Hoc tap chinh thic 1a khi két qud
(3.14.10) cla nguwdi hoc duge xac dinh va duge ciu
tric theo chuwrong trinh gidng day, thiét ké, hoc tap va
hwéng dan cho td chire hodc ca nhan thyc hign.

Ch thich 3: C4 thé hoc tap dya trén tw duy tich cuc,
& mbt qué trinh (3.1.24) chinh thirc ho3c khéng
chinh thirc dyra trén kinh nghiém khi suy ngh vé céc
vén d&, mdi quan hé va cac hoat d6ng hoc tap dé xéc
dinh nhitng gi da hoc clng nhw hinh thanh va xem
xét céc y twdng.

Chi thich 4: C6 thé bao gdm hoc tap nhdm, la cac
qua trinh xa hdi va méi quan hé xay ra tir sy hop téc
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[SOURCE: I1SO 10795:2019, 3.97, modified —
Definition revised.]

3.14.8

facilitator

person who supports the leaming (3.14.9) process
(3.1.24)

Note 1: A facilitator can fulfil the role of a teacher, a
trainer, a tutor, an instructor, a coach or a mentor.

Note 2: Can include leading and delivering training
(3.14.13) or demonstrating skills (3.14.12) and
communicating good practice in a specified field of
practice.

3.14.9

learning

<learning and development> broad, multifaceted
set of .activities focused on improving the
(3.212) of individuals and
organizations (3.1.1) through the knowledge
(3.12.1), skills (3.14.12) and abilities (3.14.1) of
people

performance

Note 1: Leaming is the act of obtaining or acquiring
new knowledge, skills and abilities and occurs through
the impact of education (3.14.8), training (3.14.13)
and instruction, practice or study on the individual.

Note 2: Formal learning is when the learner outcomes
(3.14.10) are defined and structured by the
curriculum, learning and instructional design and by
the organizing body or individual.

Note 3: Can include reflective leaming, which is a
formal or informal process (3.1.24) that deliberately
draws on experience when thinking about events,
relationships and learning activities to identify what
has been learned and to generate and consider ideas.

Note 4: Can include team learning, which is a social
and relational process that occurs from collaboration
(3.3.2) between individuals leading to coordination of



(3.3.2) gilra cac ca nhan dan dén sy phdi hop veé tri
thire va hanh vi (3.14.2) nhw mt d3c diém vé céc
quad trinh 1am viéc clia ho.

Chu thich 5; Hoc tap tai noi 1am vigc (3.3.8) 12 qua
trinh tiép thu kién thirc va cac kj nang lign quan dén
cdng viéc la két qua clia qua trinh dao tao dién ra tai
noi lam viéc.

Ch thich 6: C6 thé bao gdm viéc hoc tap théng qua
cac phuong tién cong nghé truyén thong, doi khi
dwoc goi 13 dao tao truc tuyén.

Cha thich 7: C4 nhan cling ¢ thé hoc tir nhiing
nguoi khac, co thé nang cao nhén thirc vé céc
nguyén tic da dang (3.7.1) va bao trim (3.7.3) cla td
chiec va cac mue tigu (3.1.22) chién luge.

Ch thich 8: Hoc tap két hop bao gém viéc két hop
cac phwong thire hoc tap khac nhau dé dat dwoc két
qua (3.14.10) mong mudn clia nguwdi hee.

3.14.10

Két qua clia ngwéi hoc

Ky vong cu thé vé nhirng gi mét ngwdi dwoc ky
vong biét, hiéu hodc cé thé thuc hién khi két
thic hoat dong hoc tdp (3.14.9).

3.14.11

Co vén

Hoat dgng trong d6 mét ngwdi c6 kinh nghiém
déng vai trd 1a hinh mau va hd trg sy phét trién
(3.14.5) clia ngudi khac béng cach chia sé kién
thire (3.12.1) va chuyén moén cta ho trong mot
loat cac cudc thao luan mot-mdt va thdo luan hai
chiu tap trung vao twong lai.

Cha thich 1: Ngudi ¢b van co thé 1a ddng nghiép tai
noi tam vigc (3.3.8) cé nhiéu kinh nghiém trong 13
chtre (3.1.1) ho#c linh vipe cdng viéc cu thé.

3.14.12

Ky ndng

Naing Iwe hoc tap duoc dé thwe hién mét nhiém
vu theo mét mong muén nhét dinh.
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knowledge and behaviours (3.14.2) as a feature of
their work processes.

Note 5: Workplace (3.3.8) learning is the acquisition of
work-related knowledge and skilis that is the result of
training that takes place at work.

Note 6: Can include learing through the means of
communication technology, sometimes referred to as
e-learning.

Note 7: People also learn from others, which can raise
awareness of the organization’s diversity (3.7.1) and
inclusion (3.7.3) principles and strategic objecfives
(3.1.22).

Note 8: Blended learning involves combining different
modes of leaming to achieve desired learner
outcomes (3.14.10).

3.14.10

learner outcome

specified expectation of what a person is
expected to know, understand or be able to do
by the end of a learning (3.14.9) activity

3.14.11

mentoring

activity whereby an experienced person acts as
a role model and supports the development
(3.14.5) of others by sharing their knowledge
(3.12.1) and expertise in a series of one-to-one
and future-focused two-way discussions

Note 1: A mentor can be a workplace (3.3.8)

colleague with extensive experience within the
organization (3.1.1) or specific area of work.

3.14.12
skill

learned capacity to perform a task to a specified
expectation
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3.14.13

Pao tao

Qua trinh (3.1.24) qua d6 mét ca nhan hodc mét
nhém ngudi cb thé thu dwoc kién thic (3.12.1),
ky néng (3.14.12) va kha nang (3.14.1).

3.14.14

Méi trwdrng hoc tap

Méi tredng thure té hodic méi trwdng 3o hd tro
cho ngudi hoc.

[NGUON: ISO/EC 2382-36:2019, 3.3.5].

'3.15 Thuat ngi lién quan dén danh gia

.3.1541

Thoéa thuan

Quy dinh céc didu khodn va didu kién cam két
gitta khach hang (3.15.7) va nha cung cip
(3.15.23) dich vu.

VI DY: Céac chi tiét v& dich vy hoc san phdm duoc
cung cap, khodng thodi gian, pham vi, quyén s& hiru
va str dung ho'p Iy tai san trl tué va chi phi, v.v...

3.15.2
Panh gia

Xéac dinh va do lwong kién thic (3.12.1), ky
néang (3.14.12), kha nédng (3.14.1) va cac dic
tinh khac lién quan dén cong viéc clia mot ca
nhan hoac nhém cdc ca nhén.

3.45.3

Sy danh giad

Phwong phdp va quy trinh cb tinh hé théng @é
xac dinh hodic do lwdng céc kién thic (3.12.1), ky
néng (3.14.12), khd nang (3.14.1) va nhitng déc
tinh khac lién quan dén cong viéc clia ca nhan
hodic nhém ngudi, hodic két qua thue hién cong
viée (3.2.12) clia ca nhan hodc nhém nguedi.

Ch thich 1: Danh gia c6 két qua va hé qua co thé
dugc danh gid va s dung dé& danh gid tinh hou
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3.14.13

training

process (3.1.24) by which an individual or a
group of people can obtain knowledge (3.12.1),
skills (3.14.12) and abilities (3.14.1)

3.14.14

learning enviroment

physical or virtual environment in support of a
learner

[SOURCE: ISO/IEC 2382-36:2019, 3.3.5]

3.15 Terms related to assessment

3.15.1

agreement

specification of the terms and conditions of the
engagement between the client (3.15.7) and the
service provider (3.15.23)

EXAMPLE Details of the service or products to be
delivered, duration, scope, ownership and appropriate
use of intellectual property and costs.

3.15.2
assess
ascertain or measure work-related knowledge
(3.12.1), skills (3.14.12), abilities (3.14.1) or other
characteristics of an individual or group of

individuals

3.15.3

assessment
systematic method and procedure for
ascertaining or measuring  work-related
knowledge (3.12.1), skills (3.14.12), abilities
(3.14.1) or other characteristics of an individual
or group of individuals, or the performance

(3.2.12) of an individual or group of individuals

Note 1:
consequences that can be appraised and used to

An assessment has outcomes and



dung (3.15.25) clia n6. Cac hinh thiec danh gia ¢
th& bao gbm, nhung khéng gi¢i han & cac mau don
dang ky cb cAu tric; ban tom tét dir ligu tidu sir; kiém
tra cac kha nang chung va cy thé; ban tom t&t ty béo
c4o (3.15.20) va cac ban tém tét khac lién quan dén
nang lyc, tinh cach, ddng lyc, thai dd, gia tri, niém tin
va loi ich; phdng vén co céu tric; cac nhiém vy gidi
quyét van @& c4 nhan; bai tap nhom; mé phdng va
mau cong viéc; cac bién phap & clp @ nhom va to
chirc; khdo sat ngudi Jao dong (3.13.1); phan héi
(3.1.17) clia nhiéu nguwdi; va danh gia két qua thue
hién céng viéc (3.14.7) [vi du: dién gidi clia ngudi
d4nh gi4 (3.15.6), xép hang két qua thyc hién cong
viéc clia ngurdri giam sat].

Cha thich 2: Cac cong cu, phwrong phap tiép can va
gidi phap danh giad dugc quang ba va tiép thi theo
cac nhan khac, trong khi trén thyc té, chang 1a céc
danh gia lién quan dén céac quyét dinh ciia con ngudi
nhu sang loc, sang loc trwéc, tim kiém va dinh lugng
(3.14.7) d( liéu ca nhan hosc truyén thong xa hoi,
phan tich CV, xi¥ ly ngén ngl ty nhién, phan tich
giong néi va video, quyét dinh dya trén thuat toan
hoac cong nghé tri tué nhan tao. P& cung cép cho
khéch hang (3.15.7) théng tin pht hop (3.1.32) vé
bét ky loai cdng cu nao, b4t k& dinh nghia truyén
théng hodc nhan tiép thi, bAt ky cong cy nao dugc
st dung, tiép thj hoic quang ba cho myc dich danh
gia tryc tiép ho3c gian tiép déu dwoc dé cap trong
b TCVN 12292 (ISO 10667).

Chu thich 3: Trong bdi canh hoc t4p (3.14.9) va phat
trién (3.14.5) n6 c6 thé bao gom:

— danh gia chuan doan d& xac dinh nhirng gi nguoi
doc da biét hodc tinh chat clia nhirng khé khan
ma ngudi hoe gap phai;

— danh gi4 hinh thanh dugc thiét ké va st dung Ia
mot phan clia qué trinh (3.1.24) 13p lai dé phat
trién va khuyén khich hoc thém:

- danh gia tdng két dién ra vao cubi hoat ddng ddo
tao (3.14.13) va hoc tap d& do luéng viéc hoc tap
clia mdt ca nhan theo chuén ddi sanh.
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evaluate its utility (3.15.25). Forms of assessment can
include, but are not limited to, structured application
forms; biographical data inventories; tests of general
and specific abilities; self-report (3.15.20) inventories
and other instruments relating to competencies,
personality, motivation, attitudes, values, beliefs and
interests; structured interviews; individual problem-
solving tasks; group exercises; simulations and work
samples; group- and organizational-level measures;
employee (3.13.1) surveys; multi-rater feedback
(3.1.17); and performance evaluations (3.14.7} [e.g.
(3.15.6)
performance ratings].

assessor interpretations,  supervisor

Note 2: Assessment tools, approaches and solutions
are promoted and marketed under other labels, when
in fact they are assessments that relate to people
decisions such as screening, pre-screening, search
and evaluation (3.14.7) of personal or social media
data, CV parsing, natural language processing, voice
and video analysis, algorithm-based decisions or
artificial intelligence technology. In order to provide
clients (3.15.7) with suitable information (3.1.32) on
any type of instrument, regardless of the traditional
definitions or the marketing label, any tool that is
used, marketed or promoted for direct or indirect
assessment purposes is covered by the ISO 10667
series.

Note 3: In the context of learning (3.14.9) and
development (3.14.5) it can include:

- diagnostic assessment to identify what the learner
already knows or the nature of difficulties the
learner has;

— formative assessment that is designed and used as
part of an iterative process (3.1.24) to develop and
encourage further learning;

— summative assessment that occurs at the end of
training (3.14.13) or leamning activities to measure an
individual's learning against a benchmark standard.
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3.154

Ngwei quan trj danh gia

Ca nhan hodc to chire (3.1.1) cb trach nhiém
thire hién viéc quan trj cac dénh gid (3.15.3).

Cha thich 1: Nhiém vy clia ngudi quén trj danh gia
bao gém, nhieng khéng giéi han viéc quan tr kidm tra
tryc tiép; thiét 1ap danh gia tryc tuyén; theo dbi
(3.1.25) tlr xa; quan Iy (3.1.11) cac hoat dong trong
trung tm danh gia; cac nhiém vu quan trj khac. &
mdt sd nwdrc, ngudi quan tri danh gia con dugc goi
la "giam thi kidm tra”, “tro’ j kiém tra” hodc “ngudi
giém sat’. Ngudi quan trj danh gia c6 thé Ia ngudi fao
‘d6ng (3.13.1) clia nha cung cdp dich vy (3.15.23)
hoac khéch hang (3.15.7), hoac bén thir ba ky hop
ddng cho myc dich danh gia.

3.15.5

Ngwei tham gia danh gia

C4 nhan dwgc danh gid, du cho cac myc dich ca
nhan hay cho t4 chirc (3.1.1), riéng 1& hodc 1a
thanh phan clia nhém.

Cha thich 1: Ngudi tham gia danh gia bao gém,
nhwng khéng giéi han &;

~ (g vién (3.9.6) hosc (ng ctr vién (3.9.7) v6i cong viéc,

~ ngudi lao dong (3.13.1) dugc danh gia dé dé bat
hodc cho cac myc dich td chirc ndi bd khéc;

- cdc thanh vién cGa nhoém dwgc danh gia la mét
- nhém;

— cdc thanh vién cla tb chirc duwee danh gia 1a mot
hé théng;

~ CAc ¢4 nhan dang tim kiém s t van ho3c hwéng
dan nghé nghiép (3.3.9).

3.15.6

Ngwéi danh gia

C4 nhan hodc tb chie (3.1.1) chiu trach nhiém

danh gid va thuyét minh két qua thuc hién cong
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315.4

assessment administrator

person or organization (3.1.1) having operational
responsibility for the
assessments (3.15.3)

administration  of

Note 1: Tasks of the assessment administrator
include, but are not limited to, face-to-face test
administration; setting up online assessments; remote
monitoring (3.1.25); management (3.1.11) of activities
within an assessment centre; and other administrative
tasks. In some countries, assessment administrators
are referred to as “test proctors®, “test assistants” or
“monitors”. An assessment administrator can be an
employee (3.13.1) of the service provider (3.15.23) or
the client (3.15.7), or a third party contracted for the
purposes of the assessment.

3.15.5

assessment participant

individual being assessed, whether for personal
purposes or for an organization (3.1.1), either
individually or as part of a group

Note 1: Assessment participants include, but are not
limited to;

— job applicants (3.9.6) or candidates (3.9.7);

— employees (3.13.1) being assessed for promotion or
other internal organizational purposes;

- members of a team being assessed as a group;

— members of an organization being assessed as a
system;

- individuals seeking counselling or career (3.3.9)
guidance

3.15.6

assessor

person or organization (3.1.1) responsible for
evaluating and interpreting an assessment



viéc (3.2.12) cla nguoi tham gia danh gia
(3.15.5) vé nhiém vy danh gia va dwa ra béo cdo
(3.15.20) va phan héi (3.1.17) thich hop cho
ngwdi tham gia danh gia va khéach hang
(3.15.7).

Chu thich 1: Ngwdi danh gid ¢d thdm quyén dua ra
quyét dinh vé viéc sl dung va thuyét minh cac quy
trinh danh gid. Lién quan dén kiém tra tam ly, déi khi
dwoc goi 1a “ngudi dupg thi” @& phan biet véi "giam
thj kiém tra”, "nha quan trj kiém tra" hodc “ngudi gidm
sat’. Ngudi danh gia ¢ thé 1a ngudi Jao dong (3.13.1)
clia nha cung cép dich vy (3.15.23) hodc khach hang,
hodc bén th ba ky hgp ddng cho myc dich danh gia.

3.15.7

Khach hang

C4 nhan hodc t8 chire (3.1.1) thda thuén véi nha
cung cép dich vy (3.15.23) dé cung cap dénh gia
(3.15.3) va cac thanh phén lién quan trong cung
cép dich vu danh gia.

Vi DY: Khach hang ¢ thé la:

a) cac ca nhan, vi lgi ich cla ban than (vi dy, céc
quyét dinh lién quan dén nghé nghiép duoc
théng béo qua cac két quéa danh gi4 (3.15.3) bao
gdém huén luyén (3.14.4), hudng dan, dao tao
cling cd nghé nghiép va tu vén), hodc cac ca
nhan khac (vi dy, co quan cép gidy phép va té
chirc chirng nhan);

b) cac t& chirc, d& d4nh gi4 (3.15.3) ban than t&
chirc (vi dy, khdo sat sw gén két, danh gia diéu
kién 1am viéc, khao sat sy hai long trong cong
viéc) hodc cac ca nhan va/hodc ddi nhém trong
td chivc (vi dy dua ra cac quyét dinh lign quan
@n viéc 1am nhw tuyén dung (3.9.1), lwa chon,
phét trién (3.14.5), dé bat, hd trg tim viéc, hoach
dinh ké nhiém (3.2.11) va bd nhiém lai).

Chu thich 1: Bai khi ngudi tham gia danh gia (3.15.5)
cling I khach hang. Trong tiéu chudn nay, khi khach
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participant’s (3.15.5} performance (3.2.12) on the
(3.15.3)
appropriate reporting (3.15.20) and feedback

assessment tasks and providing
(3.1.17) to assessment participants and the client

(3.15.7)

Note 1: An assessor is competent to make decisions
about the use and interpretation of assessment
procedures. In relation to psychological testing, in
some countries they are referred to as “test users” to
distinguish them from “test proctors”, “test
administrators” or “monitors”. An assessor ¢an be an
employee (3.13.1) of the service provider (3.15.23) or
the client, or a third party contracted by either for the
purposes of the assessment.

3.15.7
client
individual or organization (3.1.1) who arranges
with a service provider (3.15.23) to deliver the
assessment (3.15.3) and related components of

the assessment service provision '
EXAMPLE A client can be:

a) an individual, for personal benefit [e.g. career-
related decisions informed by assessment (3.15.3)
results, including coaching (3.14.4), guidance,
vocational rehabilitation and counselling] or for
others {e.g. licensure and certification bodies);

b

—

an organization, for assessments (3.15.3) of the
organization itself (e.g. engagement surveys,
assessment of working conditions, work
satisfaction surveys) or of individuals, groups or
both within the organization [e.g. making
employment-related decisions such as recruitment
(3.9.1), selection, development (3.14.5), promotion,
outplacement, succession planning (3.2.11) and

reassignment].

Note 1. Sometimes the assessment participant
(3.15.5) is also the client. In this document, when the
client is the individual being assessed, that person is
referred to as the assessment participant.
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hang la ca nhan dugc danh gia, ¢a nhan d6 dwoc goi
1a nguéi tham gia dénh gia.

3.15.8

Gidy chirng nhin

Gidy phép, ding ky, chirng chi hodc bing cip
cho biét mirc do nang luc (3.3.3) thyc tién cu
thé.

3.15.9

Tiéu chi

Thudc do hodc két qua lién quan dén cong viéc
duoc st dung d& danh gia y nghfa, gia trj dw
béo hodc tinh hiru dung (3.15.25) clia cac két
qua dénh gia (3.15.3).

3.15.10

Nguei kiém soat div ligu

C4 nhén hodc t6 chire (3.1.1) xac dinh myc dich
va cach thire, thu thap, x Iy va lwu trir dir liéu
cé nhén (3.15.16).

3.15.11

Ngui xie Iy di liéu

Ca nhan [khong phai la ngudi lao dong (3.13.1)
clia nguoi kiém soat (3.15.10) di¥ liéu] hodc t6
chire (3.1.1) thu thap, x& ly va lwu trir dir liéu cé
nhén (3.15.16) thay mit cho ngudi kiém soét dir
liéu.

3.15.12

Ngwoi st dung cudi

Cé nhan hodc 16 chire (3.1.1) s dung két quéa
danh gid (3.15.3) dé& dinh hwdng quyét dinh
ho3c hanh déng tiép theo.

Chu thich 1: Day c6 thé 1a khach hang (3.15.7) hodc
cac ca nhan trung gian trong qua frinh (3.1.24) danh
gia, nhe quan ly b phan. Trong tredng hep khéc,
ngwdi s dung cudi co thé 13 ngudi tham gia dénh
gid (3.15.5).
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3.15.8

credential

licence, registration, certification or diploma that
indicates a level of competence (3.3.3) for
specific practice

3.15.9

criteria

work-related measures or outcomes that are
used to judge the meaningfuiness, predictive
value or utility (3.15.25) of the assessment
(3.15.3) results

3.15.10

data controller

person or organization (3.1.1) who determines
the purposes for which and the manner in which
any personal data (3.15.16) are to be collected,
processed and stored

3.15.11

data processor

person [other than an employee (3.13.1) of the
data controller (3.15.10)] or organization (3.1.1)
that collects, processes and stores personal data
(3.15.16) on behalf of the data controller

3.15.12

end user

person or organization (3.1.1) that uses the
assessment (3.15.3) results to guide a decision
or further action

Note 1: This can be the client (3.15.7) or an
intermediary person in the assessment process
(3.1.24), such as a line manager. In other instances,
the end user can be the assessment participant
(3.15.5).



3.15.13

Dwa trén bang chirng

Dua trén viéc xem xét mot cach hé thong cac
nghién clru, di? liéu, Iy thuyét cé s&n va nhitng
bang chirng khac bd tro cho chét lwong va s
phll hop clia két qua hanh ddng hoic quyét dinh
trong béi canh cu thé ddi véi viéc sz dung cu
thé.

Ch thich 1: Xem SO 10667-1:2020, Phu lyc B ddi
véi cac chu thich vé nguyén tic tiép can danh gid
(3.15.3) dya trén bang chirng.

3.15.14

S ddng ¥ co6 hiéu biét

Qua trinh (3.1.24) cung cAp théng tin (3.1.32) vé
tw danh gi4 (3.15.3), myc dich va hé qua co thé
c6 dbi véi tirng muc dich st dung dv kién @é dat
dugc thod thuédn (3.15.1) tr ngudi tham gia
dénh gia (3.15.5) dé tham gia vao qud trinh
danh gia va thu thap, xt ly va str dung dir liéu
ca nhén (3.15.16) clia nguwoi tham gia.

Ch thich 1: Theo luét hién hanh, quy dinh hodc cdc
chinh sach (3.1.15) cong ty, nhirng ngudi tham gia
déanh gia co thé rat khdi danh gid sau khi da ddng y
tham gia, nhung viéc nay co thé dan dén he qua 1a
can gidi thich cho ngudi tham gia danh gia tai thoi
diém ddng v dAu tién.

Chu thich 2: Trong mot sb trudng hop sy dbng y
theéng 12 ngdm hidu ch& khéng rd rang. VI dy, sy
déng y droc ngu ¥ 1a tuain thd cac qué trinh hoic khi
co s& thay thé dugc xac dinh va ghi nhéan dé thu
thap, x& Iy va sl dung d lieu ca nhan clia ngwoi
tham gia [vi du: hgp déng gilra khach hang (3.15.7)
va nguwoi tham gia hodc nguwdi x iy va ngudi tham
gia).

3.15.15
Chudn myc
Théng tin (3.1.32) dwa trén sb diém thu duoc tir
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31513

evidence-based

based on a systematic review of available
research, data, theory and other evidence which
supports the quality and relevance of the
outcome of the action or decision in a particular
context for a particular use

Note 1: See 1SO 10667-1:2020, Annex B for notes on
principles of evidence-based approach to assessment
(3.15.3).

3.15.14

informed consent

pracess (3.1.24) of providing information (3.1.32)
regarding the assessment (3.15.3) itself, its
purpose and its possible consequences for each
intended use in order to obtain agreement
(3.15.1) from the assessment participant (3.15.5)
to participate in the assessment process and to
collect, process and use the participant's
personal data (3.15.16)

Note 1. Pursuant to applicable laws, regulations or
corporate policies (3.1.15), it is possible that
assessment participants will withdraw from an
assessment after having provided consent but doing
so can result in consequences that should have been
explained to the assessment participant at the time of

first soliciting consent.

Note 2: In some circumstances consent is implicit
rather than explicit. For example, consent is implied in
compliance with the process, or where an alternative
basis has been identified and noted for collecting,
processing and using the participant's personal data
[e.g. a contract between the client (3.15.7) and the
participant or the processor and the participant].

3.15.15
norm
information (3.1.32), based on the scores obtained
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mau (thwong duwoc goi la nhom chuin) gdm mot
s6 lwong ngudi xac dinh ré (thudng dwoc goi la
téng thé chuan), cho phép cham didm ths, vi dy,
sb cau héi ding, téng dinh mlrc cho cac ca thé
trén thang do, dwgc chuyén thanh phan tram
hodc diém chuin (vi du, diém lién hé sé diém
v6i phan bé cac diém trong tdng thé chudn).

Cha thich 1: Diém phan tram dién hinh bao gém céc
diém 1an Irot dira trén 10 % dieng dau clia tdng thé,
20 % tiép theo, 40 % & gitra, 20 % tiép theo va 10 %
duéi ciing; hodc thap phan vi, dai dién cho 10 % dai
téng. thé quy chiéu. Biém chuan thurong bao gom:
diém z (v6i trung binh 1 0 va g l&ch chuan 1a 1);
STENS (trung binh 1a 5,5 va dd léch chudn 1a 2) va
@iém T (trung binh 1a 50 va d0 léch chuén 12 10).

3.15.16

Di liéu ca nhan

Di¥ liéu bao gdm thdng tin (3.1.32) ca nhan, lién
quan-dén mét ca nhan dugc xac dinh hodc ¢o
thé nhan biét hodc ngudi tham gia danh gi4
(3.15.5) cu thé.

Chu thich 1: D& liéu ca nhan khong bao gém di liéu
thu dugc tir ngedi tham gia danh gia 4n danh hodc
sau 46 da dwoc n danh. Pham vi quyén han c6 thé
tieu chi chudn myrc (3.15.9) dé an danh.

Chu thich 2: Pham vi quyén han quy dinh chuan myc
ma dir liéu danh giad (3.15.3) dugc phan loai la dir
lig¢u ca nhan.

Chu thich 3: Théng tin ¢4 nhan cin dwgc thu thap,
Xt 1y va ey trie an toan cho cac myc dich cy thé véi

st dbng y cla ca nhan lién quan.

3.15.17

Xem xét sau danh gia

Quy trinh dwoc thiét ké dé xem xét viéc danh gid
(3.15.3) co dap ng cdc muyc tiéu (3.1.22) va
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from a sample (often referred to as a norm group)
of some well-defined population of people (often
referred to as the normn population), which enables
raw scores, such as the number of questions
correct or the sum of the ratings given to items on a
scale, to be converted into percentile or standard
scores (i.e. scores which relate the scores to the
distribution of scores in the norm population)

Note” 1: Typical percentile scores include grades
based on the top 10 % of a population, the next 20 %,
the mid 40 %, the next 20 % and the bottom 10 %,
respectively; or deciles, which represent 10 % bands
of the reference population. Typical standard scores
include z-scores (with a mean of zero and standard
deviation of one); STENS (mean 5,5, standard
deviation 2); and T scores (mean 50 and standard
deviation 10).

3.15.16

personal data

data, including personal information (3.1.32),
relating to an identified or identifiable individual
or a particular assessment participant (3.15.5)

Note 1: Personal data does not include data obtained
from the assessment participant that are anonymous
or that have been subsequently rendered anonymous.
Jurisdictions can specify criteria (3.15.9) for

anonymization.

Note 2: Jurisdictions specify criteria for which
assessment (3.15.3) data are classified as personal
data.

Note 3: Personal information should be obtained,
processed and stored securely for specified purposes
with the consent of the individual concerned.

3.15.17

post-assessment review

procedure designed to evaluate whether and to
what extent the assessment (3.15.3) met its



dap ng & mrc dd nao, bao gdm céc yéu cdu
(3.1.19) dat ra trong hé so bang van ban gitra
khach hang (3.15.7) va nha cung cip dich vu
(3.15.23), clng véi viéc xac dinh co hdi dé cai
tién cac danh gia trong twong lai.

3.15.18

Pham chét chuyén mon

Hanh ddng theo cach phl hop vdi dao dlrc va
thye tién, bao gdm, 1:éu thich hop, quy pham dao
dirc, dwoc chip nhan hodc duwoc két hop véi
chuyén mén danh gia (3.15.3), doi hdi kién thirc
(3.12.1) hé théng, o thanh thao va nhan thirc
duoc han ché clia ban than va khéng hanh dong
ngoai pham vi ndng i (3.3.3) clia ban than.

3.15.19

Do tin cay

Lwong phuong sai cé hé théng khdng ¢ sai sé
do lréng (3.1.26) trong pham vi diém kiém tra,
xép hang hoc ca hai.

Chu thich 1: Dua trén d6 tin céy, cé thé chi dinh mot
dai sai sé trong d6 két qua danh gia (3.15.3) can
dwoc gidi thich.

Chu thich 2: C4c hé sb tin cay khac nhau (vi dy: 66
tin cay kiém trakiém fra lai Cronbach alpha,
McDonald's omega) c6 thé duoc sir dung dé wéc
legng A0 tin cay. Céc hé sb nhur vay cb thé co dugc
bing c4ch kiém tra tinh nhat quan clia cic phép do
duoc nhing ngudi tham gia danh gia (3.15.5) hodc
nguwoi danh gig (3.15.6) duva ra trong viéc thirc hign
cac phwong phap danh gia hodc qua viéc thuyc hién
I&p di ldp lai,

3.15.20

Bao cao

Tai liéu bang van ban mé ta cach giai thich két
qua danh gia (3.15.3) cho mét ca nhan hodc
nhém di véi tirng muc dich str dung du kién.
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objectives (3.1.22), including the requirements
(3.1.19) set out in the written record between the
client (3.15.7) and the service provider (3.15.23),
together with identification of opportunities for
improving future assessments

3.15.18

professionalism

acting in a manner consistent with conduct and
practices, iacluding, where applicable, a code of
ethics, adopted by or associated with the
(3.15.3)
systematic knowledge (3.12.1) and proficiency,

assessment profession,  requiring
being aware of one’s limitations and not acting

outside one's area of competence (3.3.3)

3.15.19

reliability

amount of systematic variance free from
measurement (3.1.26) error within the test

scores, ratings or both

Note 1: Based on the reliability, a band of error within
which an assessment (3.15.3) result should be
interpreted can be specified.

Note 2: Different reliability coefficients (e.g. test-retest
reliability, Cronbach alpha, McDonald's omega) can
be used to estimate reliability. Such coefficients can
be obtained by examining the consistency of
measures produced by assessment participants
(3.15.5) or assessors (3.15.6) within administrations
of assessment

methods, or over repeated

administrations.

3.15.20
report

written document that describes an interpretation
result

of the assessment (3.15.3) for an

individual or group for each intended use
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3.15.21

Phan tich yéu ciu

Qua trinh (3.1.24) mang tinh hé théng dé hiéu
chi tiét ddy di v& nhu ciu ddnh gi4 (3.15.3) va
bdi canh t6 chirc phu hep @& xac dinh cac
phwong phap danh gia phi hep.

Cha thich 1: Phan tich céng viéc hodc phan tich
nhiém vy cdng viéc co thé & mét phan cla phan tich
yéu cau.

Chu thich 2: Déi véi danh gia ca nhan cho myc dich
" lya chon, quy trinh nhw vay sé& cung cép théng tin
(3.1.32) v& mirc d¢ lién quan va phis hop cla céc yéu
“«gdu (3.1.19), nhu kién thic (3.12.1), ki nidng
“{3.14.12), kha ndng (3.14.1), s& thich, dac diém tinh
cach, phong cach hanh vi va dong co'.

Cha thich 3: Néng lve méu (3.3.5) ¢ thé dugc st
dung 14 ngudn thang tin cho phan tich cac yéu ciu
mién 1a ching dwoc phat trién theo cach tiép can co
he théng.

3.15.22

An ninh

Han ché va kiém soat viéc truy cap tai liéu, didm
s6, bdo céo (3.15.20) dénh gia (3.15.3) va théng
tin mat hodic di liéu c4 nhén (3.15.16) khac dé
dam bao ching khdng bj cong khai mét cach
khéng phl hop.

Chu thich 1: An ninh bao gém, nhung khéng gi¢i
han, & viéc ngan nglra cac tai liéu bj cong khai theo
cach thirc cho phép mét ngurdi tham gia danh gia dat
dugc loi thé khong cong bing so véi nhitng ngudi
tham gia dénh gig (3.15.5) khac hodc lam gidm gid tri
twong lai clia tai liéu danh gis va bao vé cac két qua
danh gia clia ngwdi tham gia dénh gia khong bj st
dung hodc lwu hanh trai phép

3.15.23
Nha cung cép dich vy
<Trong dénh gi&> ¢4 nhan hodc t6 chic (3.1.1)
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3.15.21

requirements analysis

systematic process (3.1.24) to understand in
sufficient detail the assessment (3.15.3) need
and the organisational context fit in order to
specify appropriate assessment methods

Note 1: A job analysis or a job task analysis can be
part of the requirements analysis.

Note 2: For an individual assessment for selection
purposes such a process would provide information
(3.1.32) on the relevance and appropriate leve! of
requirements (3.1.19), such as knowledge (3.12.1),
skills (3.14.12), abilities (3.14.1), interests, personality
traits, behavioural styles and motives.

Note 3: Existing competency models (3.3.5) can be
used as a source of information for the requirements
analysis as long as they were developed in a
systematic approach.

3.15.22

security

limiting and controlling access to assessment
(3.15.3) materials, scores, reports (3.15.20) and
other confidential or personal data (3.15.16) to
ensure that they are not made available
inappropriately

Note 1: Security includes, but is not limited to,
preventing materials from becoming available in ways
that would enable an assessment participant (3.15.5)
to gain an unfair advantage over other assessment
participants or would reduce the future value of the
assessment materials, and protecting an assessment
participant's assessment results from unauthorized
use or release.

3.15.23
service provider
<assessment> person or organization (3.1.1) that



cung cép dich vy dénh gia (3.15.3) cho khéach
hang (3.15.7), du ¢4 nhan hay t chirc d6 trong
noi bd hay bén ngoai v&i khach hang.

Ch thich 1: Nha cung cap dich vu cting ¢6 thé tuyén
dung (3.9.12) hodc ky hop ddng véi nhitng ngudi
khac @& thiét ké va xay dyng danh gi4, a2 tién hanh
dao tao (3.14.13) ngudi déanh gié (3.15.6) hodc dé
thirc hién va quan trj danh gia.

3.15.24

Chuén hoa

(Trong danh gid) mic dd & d6 quy trinh danh
gia (3.15.3) dwa trén cac quy tic va quy dinh cy
thé, bao gdm toan bd hwéng dan quan trj tir nha
phat trién danh gia, d& duy tri moi tredng quan
tri danh gia ddng nhat, lién tyc, va cham diém,
thuyét minh cac két qua danh gia dé cac diéu
kién kiém tra hodc méi trwrong c6 thé so sanh
d6i voi tat ca nhitng ngudi tham gia dénh gia
(3.15.5) thire hién cing mét danh gia.

3.15.25

Tinh hiru dung

Gia tri clia viéc danh gia (3.15.3) dbi véi khach
hang (3.15.7), ¢6 tinh dén chi phi va loi ich két
hop va&i vige danh gia.

Ch thich 1: Bidu nay tinh dén cac yéu td nhu chi phi
cho quan trj, th&i gian can thiét cho méi diu viec
quan tri, chdm diém, lap hd so, viét bdo céo
(3.15.20), céc kf ndng (3.14.12) cin thiét clia ngudi
d4nh gi4 (3.15.6) va s\¥ dé dang cung cp phan héi
(3.1.17) clia nguoi tham gia dénh gié (3.15.5).

Ch thich 2: Cac yéu té phi tién té cling co thé quan
trong trong viéc xac dinh gia trj clia viéc danh gia déi
v&i khach hang.
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provides assessment (3.15.3) services to the
(3.15.7), whether that
organization is internal or external to the client

client person or

Note 1: It is possible that the service provider will also
employ (3.9.12) or contract with others for
assessment design and development, for assessor
(3.15.6) training (3.14.13) or for assessment delivery

and administration.

3.15.24

standardized

<assessment> extent to which assessment
(3.15.3) procedures are based upon the
application of rules and specifications, including
all administrative guidance from the assessment
developer, in order to maintain a uniform,
constant assessment administration
environment, and scoring and interpreting results
of assessments so that the assessment
conditions or environments are comparable for
all assessment participants (3.15.5) taking the

same assessment

3.15.25

utility

value to the client (3.15.7) of an assessment
(3.15.3), taking into account the costs and
benefits associated with the assessment

Note 1: This takes into account factors such as cost
per administration, time required per administration,
scoring, profiling, report (3.15.20) writing, skills
(3.14.12) required of the assessor (3.15.6) and ease
of providing assessment participant (3.15.5) feedback
(3.1.17).

Note 2: Non-monetary factors can also be important in
determining the value of the assessment to the client.
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3.15.26

Tinh hop 18

Mirc dd & d6 viéc thuyét minh va s dung diém
danh gia (3.15.3) nhat quan véi muc dich danh
gia dwoc d& xult va dwoc h tro bing bing
chieng tich Iy va Iy thuyét.

Chu thich 1: Chién luoc (3.1.6) tich liy bang ching

vé tinh hop 1& dwoc gan két véi loai hinh danh gia va
muc dich st dyng clia né.

3.16 Thuat ngir lién quan dén gin két nguwoi
lao dgng

3.16.1

Péi thoai xi hoi

Dam phan, tw van hodc trao ddi thong tin (3.1.32)
gitra hodc trong s6 cac dai dién cha chinh pha,
ngudi sr dung lao déng va ngudi lao dong
(3.13.1) vé cac van d& ciing quan tam lién quan
dén chinh séch (3.1.15) kinh té va x& hoi.

[NGUON: TCVN ISO 26000:2013, 2.17, da stra
dbi — Stra ddi dinh nghia va bd chd thich.]

3.17 Thuét ngi lién quan dén dai ngd

3171

Pai ngd

Gia tri dwoc chi trd cho cac dich vu da dugc
thuwe hién,

Chu thich 1: Dai ngd co thé dwdi dang tién té hodc
phi tién te.

3.147.2

Téng dai ngd

Tht ca dai ngd (3.17.1) tryc tiép hodc gian tiép
nhén dugc trong mdt khoang théi gian cy thé.
Chu thich 1: Pai ngd co thé 1a tién lwong, tién

thwdng, tién th lao, phic Igi, quyén lya chon cd
phiéu, bao hiém va nhitng dang thirc khac.
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3.15.26

validity

degree to which the interpretation and use of
assessment (3.15.3) scores are consistent with the
proposed purposes of the assessment and are
supported by accumulated evidence and theory

Note 1: The strategy (3.1.6) for accumulating evidence
of validity is aligned with the type of assessment and the
purpose for which it is being used.

3.16 Terms related to employ engagement

3.16.1

social dialogue

negotiation,  consultation or exchange of
information  (3.1.32) between or among

representatives of governments, employers and
employees (3.13.1) on matters of common interest
relating to economic and sacial policy (3.1.15)

[SOURCE: 1SO 26000:2010, 2.17, modified —
Definition revised and note to entry removed.]

3.17 Terms related to compensation

- 31741

compensation
value given for services rendered

Note 1: This can be monetary or non-monetary.

3.17.2

total compensation

all direct or indirect compensation (3.17.1)
received within a specific time period

Note 1: This can be salary, bonuses, perquisites,
benefits, stock options, insurance and others,

Note 2: Total compensation can be used by



Chu thich 2: Nguwdi sir dung lao ddng cé thé diing dai
ngd dé thu hat (3.9.4) va qitr chan nhén tai (3.11.1).
3.17.3

Chién lwgc dai ngd ndi dja hoa

Phuwong thirc dai ngé (3.17.1) cho mét nhén
sw qudc té dwoc didu dong dén gibng vai mire
dai ngd cho lao dong dja phwong c6 cling nang
Ire, ddi khi ¢6 nhirng didu chinh nhét dinh.

TCVN 12288:2025

employers to attract (3.9.4) and retain talent (3.11.1).

3173

localization compensation strategy
compensation (3.17.1) approach that provides an
international assignee with the same level of
compensation provided to local nationals working
in a similar capacity, sometimes with certain
adjustments



TCVN 12288:2025

Thw muc tai liéu tham khao

[1] TCVN ISO 9000:2015, Hé théng quan Iy
chét lwgng - Cor sé va tir vieng

[2] TCVN iSO 22300:2023, An ninh va kha
nang thich &ng — T virng

[3] TCVN 1SO 26000:2013, Hwéng dan vé trach
nhiém xa hoi

[4] TCVN 13142-1:2020, Cacao dugc san xuét
bén vitng va co thé truy xuit ngudn gbc —~
Phan 1: Yéu cau déi voi hé thdng quan ly

san xuét cacao bén virng

[5] TCVN 9788:2013, Quan 1y rii ro — Tir vizng

[6] 1SO 5127:2017, Théng tin va tw liéu — Thuat
nglr va tlr vieng'

[7] ISO 10014:2021, Hé théng quan Iy chét
lwgng ~ Quan Iy mot td chirc dé dat dugc
két qua chét lwgng — Huong dan dé nhan
ra lgi ich tai chinh va kinh té

[8] ISO 10795:2019, Hé théng khdng gian -
Quan Iy va chét Iwgng chuong trinh — T
vung

[9] 1SO 37000:2021, Quan tri td chirc — Hwéng
dan

[10] ISO 10667-1:2020, Cung cap dich vy
danh gia — Quy trinh va phwong phap
danh gid con nguwdi trong cong viéc va

moi tredng 18 chirc — Phan 1: Yéu céu
@6ivéi khach hang?

[11] ISO/IEC 38500:2015, Céng nghé théng tin

1 Hé théng TCVN da co TCVN 5453:2009 (ISO 5127:2001)

Bibliography

[1]1 18O 9000:2015,

systems — Fundamentals and vocabulary

Quality management

- [2] 1SO 22300:2021, Security and resilience -

Vocabulary

[3] 1SO 26000:2010, Guidance on social
responsibility

[4] 1ISO 34101-1:2019, Sustainable and traceable
cocoa - Part 1: Requirements for cocoa

sustainability management systems

[5] 1SO Guide 73:2009, Risk management —~

Vocabulary

[6] ISO 5127:2017, Information and
documentation -~  Foundation  and
vocabulary

[7]1 1SO 10014:2021,
systems — Managing an organization for

Quality management

quality results - Guidance for realizing
financial and economic benefit

[8] I1SO 10795:2019,

Programme management and quality -~

Space systems -~

Vocabulary

[9] ISO 37000:2021, Governance of organizations
— Guidance

[10] ISO 106671:2020, Assessment service
delivery - Procedures and methods to
assess people in work and organizational
settings - Part 1: Requirements for the
client

[11] ISONEC  38500:2015, Information

2 Hg théng TCVN 43 co TCVN 12292-1:2018 (ISO 10667-1:2011).

66



~ Quan trj IT cho té chirc

[12] ISO/EC 2382-36:2019, Cong nghé thng
tin = Tl ving — Phan 36: Hoc tap, gido
duc va dao tao

[13] ISO/PAS 45005:2020, Quan Iy an toan va
strc khde nghé nghiép - Hudéng dan
chung @& 1am viéc an toan trong dai dich
COVID-19

[14] Hwéng din ISO/IEC, Phén 1, 2020, Phu
luc SL, Phu luc 2

TCVN 12288:2025

technology ~ Governance of IT for the
organization
[12] ISONEC  2382-36:2019, Information

technology - Vocabulary - Part 36:
Learning, education and training

[13] ISO/PAS 45005:2020, Occupational health
and safety management - General
guidelines for safe working during the
COVID-18 pandemic

[14] ISO/EC Directives Part 1, 2020, Annex SL,
Appendix 2

67



TCVN 12288:2025

Chimuc

Kha ndng 3.14.1

Kha nang tiép can 3.7.6

Sy thich nghi 3.7.7

Tréach nhiém gidi trinh 3.7.8
Tac dong bét loi 3.7.9

Thoa thuan 3.15.1

Quyét dinh phan bd 3.8.6

Thoi gian phan bd 3.8.7

Giai doan phan bd 3.8.8

(!ng vién 3.9.6

D4i ngll (rng vién 3.9.5

Panh gia 3.15.2

Sty d4nh gia 3.15.3

Nguwoi quan trj danh gia 3.15.4
Ngwoi tham gia danh gia 3.15.5
Ngudi danh gia 3.15.6

Thu hit 3.94

Panh gia/kiém toan 3.4.9

Lo

BAR 3.125

BCP 3.1.7

Xem xét trwéc hanh dong 3.12.5
Hanh vi 3.14.2

Déi sanh chuén 3.1.18

Thanh kién 3.7.2

Hoach dinh tinh lién tuc trong kinh doanh 3.1.7

M hinh vin hanh 3.1.5
Gia trj kinh doanh 3.4.18

ng clr vién 3.9.7
Trai nghiém (eng ¢ vién 3.9.14

Néng lyc dap &ng 3.14.3

Quan Iy ning luc (cba td chirc) 3.2.3

Ké hoach ning luc 3.2.4

68

Index

A

ability 3.14.1

accessibility 3.7.6
accommodate 3.7.7
accountability 3.7.8
adverse impact 3.7.9
agreement 3.15.1
allocation decision 3.8.6
allocation horizon 3.8.7
allocation stage 3.8.8
applicant 3.9.6

applicant pool 3.9.5
assess_3.15.2
assessment 3.15.3
assessment administrator 3.15.4
assessment participant 3.15.5
assessor 3.15.6

attract 3.9.4

audit 3.4.9

B

BAR 3.12.5

BCP 3.1.7

before action review 3.12.5
behaviour 3.14.2
benchmarking 3.1.18

bias 3.7.2

business continuity planning 3.1.7

business model 3.1.5

“business value 3.4.18

Cc

candidate 3.9.7

candidate experience 3.9.14
capability 3.14.3

capacity management 3.2.3

capacity plan 3.2.4



Nghé nghiép 3.3.9
Giai doan nghé nghiép 3.3.10
Khach hang 3.15.7

Huén luyén 3.14.4

Tri thirc dugc hé théng hoa 3.12.6
Sy hop tac 3.3.2

Thwong lwong tap thé 3.1.33
Cong ddng thyc tién 3.12.7
Paingd 3.17.1

Nang lvc 3.3.3

Khung nang lyc 3.3.6

Nang luc mau 3.3.5

Nguwdi soan thao 3.4.14

Sw phithop 3.1.27

Lao dong tam thdi 3.13.5

Cai tién lién tyc 3.1.31

Nang lyc cot 16i 3.3.4

Sw khéc phyc 3.1.29

Hanh dong khéc phyc 3.1.30
Chi phi tuyén dung 3.4.3

Chi phi tuyén dung so sanh 3.4.2
Chi phi tuyén dung ndi by 3.4.1
CPH 343

CPHC 3.4.2

CPHI 3.4.1

Gidy chirng nhan 3.15.8

Tiéu chi 3.15.9

Tri thire thiét yéu 3.12.8

Vi tri thiét yéu 3.4.17

Banh gia di¥ liéu 3.4.10

Nguori kiém soat dir fiéu 3.15.10
Nguwdi x{¥ Iy dir liéu 3.15.11

Viéc lam thoa dang 3.7.10

Phat trién 3.14.5

Tinh dadang 3.7.1

TCVN 12288:2025

career 3.3.9

career stage 3.3.10

client 3.15.7

coaching 3.14.4

codified knowledge 3.12.6
collaboration 3.3.2
collective bargaining 3.1.33
community of practice 3127
compensation 3.17.1
competence 3.3.3
competence framework 3.3.6
competence model 3.3.5
compiler 3.4.14

conformity 3.1.27
contingent worker 3.13.5
continual improvement 3.1.31
core competences 3.3.4
correction 3.1.29

corrective action 3.1.30
cost-per-hire 3.4.3
cost-per-hire comparable 3.4.2
cost-per-hire internal 3.4.1
CPH 343

CPHC 34.2

CPHI 3.4.1
credential_3.15.8

criteria 3.15.8

critical knowledge 3.12.8
critical position 3.4.17

D

data audit 3.4.10

data controller 3.15.10

data processor 3.15.11
decent work 3.7.10
development 3.14.5

diversity 3.7.1

69



TCVN 12288:2025

Théng tin dang van ban 3.1.23

Gido duc 3.14.6

Tinh hiéu qua 3.1.21

Tuyén dung 3.9.12

Nguwéi lao dong 3.13.1

Gi@i thiéu nhan vien 3.3.11

Dai dién nguwdi lao dong 3.3.12

Nhém ngudn lyc lao dong 3.7.11
Thwong hiéu nha tuyén dung 3.9.13
Ngudi str dung cudi 3.15.12
"Binh ding 3.7.12
“Tinh céng bing 3.7.13
ERG 3.7.11
Binh lvong 3.14.7
Dya trén bang chirng 3.15.13
Chi phi bén ngoai 3.4.11
Yéu td chi phi bén ngoai 3.4.11

Ngudi hwéng din 3.14.8

Sw cong bang 3.7.14

Phan hdi 3.1.17

FTE 3.4.16

Tuwong dwong toan thai gian 3.4.16

HCR 3.4.4

Tiém nang cao 3.11.6

TV & chi phi tuyén dung 3.4.4
HR 3.2.2

HRIS 3.2.9

HRM 3.2.6

HRP 3.2.8

Vén nhéan lyc 3.2.1

Quan tri nhan sy 3.5.1

Hé théng thong tin ngudn nhan lc 3.2.9
Quan ly ngudn nhan lyc 3.2.6

70

documented information 3.1.23
E

education 3.14.6
effectiveness 3.1.21

employ 3.9.12

employee 3.13.1

employee referral 3.3.11

employee representative 3.3.12

employee resource group 3.7.11

employer brand 3.9.13
end user 3.15.12
equality 3.7.12

equity 3.7.13

ERG 3.7.11

evaluation 3.14.7
evidence-based 3.15.13
external cost 3.4.11
external cost factor 3.4.11
F

facilitator 3.14.8

fairness 3.7.14

feedback 3.1.17

FTE 3.4.16

full-time equivalent 3.4.16
H

HCR 3.4.4

high potentials 3.11.6

hire-cost-ratio 3.4.4

HR 3.2.2

HRIS 3.2.9

HRM 3.26

HRP 3.2.8

human capital 3.2.1

human governance 3.5.1

human resource information system 3.2.9

human resource management 3.2.6



Hoach dinh nguén nhan lyc 3.2.8

Chién luoc ngudn nhén e 3.2.5
Nguén nhan lyc 3.2.2

Téac dong clia nhan sy dwoc tuyén dung 3.4.6
Bao trim 3.7.3
Hanh vi bao trim 3.7.5

Van hod bao trum 3.7.4

Tinh bao trtim 3.7.3

Nha thau doc 1ap 3.13.3
Théng tin 3.1.32

Sw ddng y ¢6 hiéu biét 3.15.14
Bén quantam 3.3.1
Chiphingibd 3.4.12

Yéu t6 chi phi noi bd 3.4.12

Tinh giao thoa 3.7.15

Ban mé ta cong viéc 3.9.9

Panh gia vi tri cong viéc 3.10.3

Chi sb chinh két qua thyc hién cong viéc 3.2.13
Kién thirc/tri thire 3.12.1

Ca phé tri thirc 3.12.9

S sang tao tri thirc 3.12.10

Quan ly tri thirc 3.12.2

Van hoa quan ly tri thiee 3.12.3

Hé thong quan Iy tri thike 3.12.4

Cong viéc tri thire 3.12.11
KPI 3.2.13

Nang lwc lanh dao 3.3.7

Két qua clia ngudi hoc 3.14.10
Hoctap 3.14.9

Mai trvong hoc tap 3.14.14

Bai hoc kinh nghiém 3.12.12

Chién lwgc dai ngdi ndi dia hoa 3.17.3

TCVN 12288:2025

human resource planning 3.2.8
human resource strategy 3.2.5
human resources 3.2.2

1

impact of hire 3.4.6

inclusion 3.7.3

inclusive behaviour 3.7.5
inclusive culture 3.7.4
inclusiveness 3.7.3
independent contractors 3.13.3
information 3.1.32

informed consent 3.15.14
interested party_3.3.1

internal cost 3.4.12

internal cost factor 3.4.12
intersectionality 3.7.15

J

job description 3.9.9

job evaluation 3.10.3

K

key performance indicator 3.2.13
knowledge 3.12.1

knowledge café 3.12.9
knowledge creation 3.12.10

knowledge management 3.12.2
knowledge management culture 3.12.3
knowledge management system 3.12.4
knowledge work 3.12.11

KPlI 3.2.13

L

leadership competences 3.3.7

learner outcome 3.14.10

learning 3.14.9
learning environment 3.14.14

lessons learned 3.12.12

localization compensation strategies 3.17.3

7



TCVN 12288:2025

Quanly 3.1.11

Hé théng quan ly 3.1.20
Tinh trong yéu 3.1.16
Po lwong 3.1.26
Cévéan 3.14.11

Theo ddi 3.1.25

Sy pht hep 3.1.28
Chun myc 3.15.15

Muc tiéu 3.1.22
Hoi nhap té chire 3.9.11

Hoach dinh lwc lwgng lao dong van hanh 3.8.4

T5 chirc 3.1.1

CAu tric t6 chire 3.1.4
Vin ho té chirc 3.1.3
Quan trj té chirc 3.1.2
Gi4 trj th chirc 3.2.7

Tiép can cong ddng 3.7.16

Thué ngoai 3.10.2

RUi ro con ngudi 3.2.10

Két qua thuc hién céng viéc 3.2.12
Quan ly két qua thyc hién cdng viéc 3.1.13
Yéu cau vé nhan sy 3.9.8

Di¥ liéu canhén 3.15.16

Hoach dinh 3.1.8

Chinh sach 3.1.15

Xem xét sau danh gia 3.15.17

Tiém ndng 3.11.6

Tién hoi nhap 3.9.10

Ky vong trudre khi tuyén dung 3.4.15
Qua trinh 3.1.24

Ph&m chét chuyén mon 3.15.18

72

M

management 3.1.11
management system 3.1.20
materiality 3.1.16
measurement 3.1.26
mentoring 3.14.11

monitoring 3.1.25

N

nonconformity 3.1.28

norm 3.15.15

o)

objective 3.1.22

onboarding 3.9.11

operational workforce planning 3.8.4

organization 3.1.1

organization structure 3.1.4
organizational culture 3.1.3
organizational governance 3.1.2
organizational values 3.2.7
outreach 3.7.16

outsource 3.10.2

P

people risk 3.2.10

performance 3.2.12

performance management 3.1.13
person specification 3.9.8
personal data 3.15.16

planning 3.1.8

policy 3.1.15

post-assessment review 3.15.17

potentials 3.11.6

pre-boarding 3.8.10
pre-hire expectations 3.4.15

process 3.1.24

professionalism 3.15.18



Chét luong tuyén dung 3.4.5

Tuyén dung 3.9.1

D§ tin cay 3.15.19

Béo céo 3.15.20

Yéu ciu 3.1.19

Phan tich yéu ciu 3.15.21
Yéu ciu tuyén dung 3.9.2
T§ 1& duy tri nhan sy 3.4.7
Rairo 3.1.14

An ninh 3.15.22

Nha cung cép dich vu 3.15.23
Ky néng 3.14.12

Déi thoai xa héi 3.16.1

Trach nhiém xa héi 3.1.10
Tao ngudn 3.9.3

Cac bén lién quan 3.3.1
Chuén hoa 3.15.24

Hoach dinh chién lwoc 3.1.9

Hoach dinh lyc lwgng lao ddng chién lwoc
3.8.3

Chién lvgc 3.1.6
Hoach dinh ké nhiém 3.2.11
Lao dong dwec giam sat 3.13.2

Nzng lyc hanh nghé bén vitng 3.6.1

Ning lyc hanh nghé bén vitng déi véi td chire
tuyén dung 3.6.3

Nang lwc hanh nghé @i véi khu vire cong 3.6.4
Nzng lwc hanh nghé déi véi ca nhan 3.6.2

Hé théng thong tin 3.4.13

Nhan tai 3.11.1
Quan Iy nhan tai 3.11.5

TCVN 12288:2025

Q

quality of hire 3.4.5

R

recruitment 3.9.1
reliability 3.15.19
report 3.15.20
requirement 3.1.19
requirements analysis 3.15.21
requisition 3.9.2
retention rate 3.4.7

risk 3.1.14

S

security 3.15.22
service provider 3.15.23
skill 3.14.12

social dialogue 3.16.1

social responsibility 3.1.10
source 3.9.3

stakeholder 3.3.1

standardized 3.15.24

strategic planning 3.1.9

strategic workforce planning 3.8.3

strategy 3.1.6

succession planning 3.2.11
supervised worker 3.13.2
sustainable employability 3.6.1

sustainable  employability  for
organizations 3.6.3

employing

sustainable employability for public sectors
364

sustainable employability for the individual
36.2

system of record 3.4.13
T

talent 3.11.1

talent management 3.11.5

73



TCVN 12288:2025

Binh vj nhan tai 3.11.2
Ngudn nhan tai 3.11.3
DP6ingl nhantai 3.11.4
Lanh dao cao nhét 3.1.12
Téng dai ngd 3.17.2
Paotao 3.14.13

Ty Ié nghi viéc 3.4.8

Tinh htru dung 3.15.25

Tinh hoplé 3.15.26
Tiéng néi 3.7.17

Nguwéi lam cong 3.13.4

Lic lvgng lao dong 3.8.1

Phan bd lyc lvong lao dong  3.8.5
Chuyén dich Iyc lwgng lao dong 3.10.1
Hoach dinh e lwgng lao dong 3.8.2
Noi lam viéc 3.3.8

talent mapping 3.11.2
talent pipeline 3.11.3

talent pool 3.11.4

top management 3.1.12
total compensation 3.17.2
training 3.14.13

turnover rate 3.4.8

u

utility 3.15.25

v

validity 3.15.26

voice 3.7.17
w

worker 3.13.4
workforce 3.8.1

workforce allocation 3.8.5
workforce mobility 3.10.1
workforce planning 3.8.2
workplace 3.3.8

74



	12288_2025_1
	12288_2025_2
	12288_2025_3
	12288_2025_4
	12288_2025_5
	12288_2025_6
	12288_2025_7
	12288_2025_8
	12288_2025_9
	12288_2025_10
	12288_2025_11
	12288_2025_12
	12288_2025_13
	12288_2025_14
	12288_2025_15
	12288_2025_16
	12288_2025_17
	12288_2025_18
	12288_2025_19
	12288_2025_20
	12288_2025_21
	12288_2025_22
	12288_2025_23
	12288_2025_24
	12288_2025_25
	12288_2025_26
	12288_2025_27
	12288_2025_28
	12288_2025_29
	12288_2025_30
	12288_2025_31
	12288_2025_32
	12288_2025_33
	12288_2025_34
	12288_2025_35
	12288_2025_36
	12288_2025_37
	12288_2025_38
	12288_2025_39
	12288_2025_40
	12288_2025_41
	12288_2025_42
	12288_2025_43
	12288_2025_44
	12288_2025_45
	12288_2025_46
	12288_2025_47
	12288_2025_48
	12288_2025_49
	12288_2025_50
	12288_2025_51
	12288_2025_52
	12288_2025_53
	12288_2025_54
	12288_2025_55
	12288_2025_56
	12288_2025_57
	12288_2025_58
	12288_2025_59
	12288_2025_60
	12288_2025_61
	12288_2025_62
	12288_2025_63
	12288_2025_64
	12288_2025_65
	12288_2025_66
	12288_2025_67
	12288_2025_68
	12288_2025_69
	12288_2025_70
	12288_2025_71
	12288_2025_72
	12288_2025_73

