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<Career Development Support Manual>

Staff Partners Co., Ltd.
1 Response to dispatched workers
1-1 Consultation from dispatched workers
When consulting with dispatched workers, give maximum consideration to privacy.
Hear from dispatched workers what kind of career they would like to pursue in the future.
Show dispatched workers career path options based on their past careers.
Provide information on trends in the labor market, as well as other options based on workers'
desires and experiences of dispatched workers.
1-2 Explanation when dispatched workers join the company
Clarify the working conditions for concluding a worker dispatch contract.
Issue an employment contract, check the contents and explain.
1-3 Safety and hygiene consideration for dispatched workers
Provide safety and health education at the time of employment within one month of
employment
Confirmation and explanation of smoking areas at the dispatched workplace before joining
the company
Confirmation and explanation of evacuation routes and safety assurance in the event of a
disaster before joining the company
Establish a communication network to disseminate information well during disasters
1-4 Promotion of health maintenance for dispatched workers
Perform a medical examination at the time of employment.

Perform a health check once a year



Night shift workers undergo a medical examination twice a year
For health checkups, regular health checkup A will be conducted for those aged 35 and over
40.
Set up a specialized health counseling service for the health of dispatched workers.

1-5 Consideration of personal information of dispatched workers
Appropriately manage the personal information of dispatched workers based on the
appropriate management regulations.
If a dispatched worker requests disclosure of his / her personal information, the personal
information shall be promptly disclosed.

1-6 Referral to dispatched workers
If there is dispatched worker meets the desired conditions, present it to the dispatched
worker.
At that time, try to present as much as possible from dispatched worker that contributes to
the career development of dispatched workers.

2 Regarding the handling of the dispatch destination

2-1 Development of dispatch destination
When cultivating dispatch destinations, we will visit existing customers regularly to confirm
whether they wish to accept dispatches, and also actively cultivate new customers.
In cultivating, we will appeal the characteristics and results of dispatched workers belonging
to our company.

2-2 Acceptance of request for dispatch acceptance
Before accepting a request for dispatch, confirm in advance that the content is true and that
there is no violation of laws and regulations.

2-3 Review of dispatch acceptance conditions



If the number of dispatched labor that meets the dispatch acceptance conditions is extremely
small, consult about reviewing the dispatch acceptance conditions.

2-4 Handling in consideration of balance with dispatched workers
Work to ensure that there is no wage gap between dispatched workers and workers
employed by their employers.

2-5 Call for prevention of harassment at the dispatched destination
Work to create a comfortable working environment with the dispatched workers so that there
is no danger from all kinds of harassment.

2-6 Creating a comfortable working environment in collaboration with the dispatch destination
Promotion of employment of persons with disabilities and consideration for safety
Build a hygienic and safe work environment in cooperation
Perform hygiene management such as dining rooms, hygiene management such as
toilets, and cleaning

3 About career consulting
Career consulting is intended for all dispatched employees, and further identifies their
individuality and abilities, and encourages them to improve their skills and acquire
qualifications.
As a result, we will endeavor to provide career consulting for long-term employment and
training of managers.

3-1 Career consultant window
@ Consultation telephone counter 0252-218-4414 (Staff Partners Co., Ltd. office staff: Ori)
(@ Mobile phone of the person in charge (interpreter: Nguyen Tan Tung) 070-1254-5875
® Headquarters address: 1-13-19 Nishiki, Naka-ku, Nagoya

@ 3-2 Purpose of career development support



The purpose is to clarify the characteristics and needs of the career advancement of our
dispatched employees and to provide the necessary career development support for each
individual.
3-3 Career development support target person
For all of our dispatched employees
3-4 Head of career development support operations
@ General management of career development support Manager: Hotta Mayako
(@ Career consulting work for career development Manager: Makoto Ori
® Introduction and coordination of dispatch destinations with career development in mind
Management manager: Naoko Tsubo, Nguyen Tan Tung
@ Education and training work that contributes to career development Manager: Nguyen
Tan Tung
3-5 Career formation support awareness method and awareness raising
@® Explanatory materials distributed at the time of employment
@ Company homepage
® Phone / email
@ During actual career consulting
3-6 Career consulting implementation support content
@ Support for self-understanding such as skills and experience of dispatched employees
@ Providing information such as the work of the dispatched staff and the audience about the
desired work of the dispatched staff
3 Arrangement of career paths of dispatched employees and confirmation of current
position, etc.

@ Support for goal setting and action planning for career development



® Create a plan that takes into consideration the characteristics and wishes of dispatched
employees
3-7 Career consulting implementation time
@ If the dispatched employee wishes (implemented within 3 days from the offer)
@ Set a consultation date such as once a year
3 At the time of dispatch registration / employment / renewal of dispatch contract
@ When the dispatch destination is changed
3-8 Career consulting implementation support content
@ Support for self-understanding such as skills and experience of dispatched employees
@ Providing information such as the work of the dispatched staff and the audience about the
desired work of the dispatched staff
3 Arrangement of career paths of dispatched employees and confirmation of current
position, etc.
@ Support for goal setting and action planning for career development
® Create a plan that takes into consideration the characteristics and wishes of dispatched
employees
3-9 Obligation to enter in the dispatch source management ledger
The date and time and details of the career consulting, and the details of the measures taken
as employment stabilization measures, will be entered in the dispatching agency
management ledger.
(If renewed, renewed labor contract) Save for 3 years after termination
4 Education and training that contributes to career development
To enable long-term dispatched employment, work on career development with the

cooperation of the dispatched company in order to gain knowledge and experience while



combining OFF-JT and OJT.
In terms of work, it is necessary to consider and practice a wide range of career development
by acquiring experience and knowledge of both the depth of professional management and
the breadth of labor management.
4-1 Education and training implementation method
@ OIJT, OFF-JT at the dispatching agency
@ OJT at the dispatch destination
® By cooperation with external organizations
@ Support for qualification acquisition
® E-learning
4-2 Provision of education and training opportunities
Considering the wishes, experiences, qualifications, characteristics, etc. of dispatched
employees, create an individual career path and an education and training curriculum that
suits it, and provide educational opportunities for it.
4-3 Education time, salary, and expenses
All education and training for the specified time shall be paid hourly as a dispatched
employee.
If you, do it after hours or on holidays, you will have to pay an extra salary.
All costs for education and training will be borne by the dispatching company.
4-4 Time of education and training
Regular education and training and irregular education and training will be conducted.
Be sure to include regular training in your education and training plan.
Irregular education and training shall be conducted as necessary.

4-5 Planning and content of education and training



Creating and training a basic and common education and training curriculum for each

industry and occupation

Make a plan according to the intentions and abilities of dispatched employees, the needs of

the host company, etc.

Education and training at each stage of dispatch, such as at the time of registration,

before dispatch, and during the dispatch period

- Create and train curriculum by basic, job function, job type change, and rank

Education and training according to years of service
4-6 Recording and storage of education and training
Records of the education and training conducted will be kept for 3 years starting from the
departure date of the dispatched employee.
5 Selection of dispatch destinations with career formation in mind

@ Listen to the wishes of dispatched employees (industry, occupation, salary)

@ Listening to the skills possessed by dispatched employees (qualifications, experience,
details)

@ Listen to the needs of dispatched employees (qualifications / details)

@ Collect information on dispatch destinations (industry, occupation, required qualifications,
abilities, details)

® Compare the dispatch destination information with the dispatch employee information and
pick up the optimum dispatch destination.

® Explain the company information of the dispatch destination you want to match in a table.

@ Introduce dispatched employees to the dispatch destination.

When carrying out matching with career development in mind, it is necessary to fully

understand and confirm the wishes and intentions of the dispatched worker.



In addition to grasping hopes at the time of registration, through regular follow-ups and
hearings at the time of contract renewal, make sure to grasp the status of skill improvement
and changes in hopes and intentions.
In addition, by implementing career consulting, the career plan (future prospects) of
dispatched workers themselves should be clarified, and necessary knowledge / skills,
qualifications, and job selection should be made.
While sharing this career plan between the dispatched worker and the dispatching source,
select the dispatching destination.
In this way, we will do our utmost to make proposals that will lead to career development
such as improving expertise and expanding the range of duties.

6 Employment stability and continuation of career of temporary workers
The dispatching business operator is expected to be dispatched to the same organizational
unit for one or more consecutive year.
In this case, take measures (employment stabilization measures) to continue employment
after the dispatch of dispatched workers.
In order to support the career development of dispatched workers, based on the wishes of
dispatched workers, efforts should be made to stabilize employment and continuation of
careers, including making them permanent employees.

7 Measure to stabilize employment
Regarding employment stabilization measures, take the following four items in mind.
@® Request for direct employment to the dispatched company
@ Providing new dispatch destinations (limited to rational ones)
® Indefinite employment by the dispatching business owner

@ Other measures necessary to stabilize employment
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<Cam nang hé trg hinh thanh nghé nghiep>

Cong Ty TNHH Staff Partners

Déi (rng v&i nhan vién phai clr

1 — 1 Ban bac y kién tir nguoi lao dong duwoec cir di

1-4

Can nhic quyeén riéng tv té&i da khi tham khao y kién cta nguoi lao dong duoc cir di

Lang nghe y kién tir nhitng nguai lao dong duoc phai cir vé loai nghé nghiép ma ho musn
theo dusi trong tuong lai.

Pua ra cac lyva chon con duong nghé nghiép cda nguei lao dong duoc phai cir dya trén nghé
nghiép truéc day cda ho.

Chung t6i cling sé cung cap thong tin vé cac xu huéng trén thi truong lao déng, chang han
nhuv lvgng lao dong phai cr lién quan dén cac lya chon dya trén mong muén va nghé
nghiép cia nguoi lao dong dugc phai ci.

Giai trinh tai theoi diém tham gia lao dong phai cir

Lam ro cac dieu kién lam viéc dé ky két hop deng phai cir lao déng.

Phat hanh hop déng lao dong, xac nhan néi dung va giai trinh.

m xét an toan va vé sinh déi véi lao déng phéi clr

Cung c4p gido duc vé an toan va sic khée tai thei diém lam viec trong vong mét thang
sau khi lam viéc

Xac nhan va giai thich vé cac khu vyc hut thuéc tai noi lam viéc truéc khi gia nhap cong ty
Xac nhan va giai thich vé cac tuyén duong so tan va dam bao an toan trong trueng hop ¢
thién tai truwsc khi gia nhap céng ty

Thiét 1ap mang lwai lién lac va ddm bao nhan thic sau sic trong truong hep cé thién tai

Khuyén khich duy tri sic khée cho nguai lao dong duwoc phai cir



Kham succ khoée tai thoi diém lam viec.
Kiém tra sic khoe madi nam mét [an
Nhan vién lam ca dém dugc kham sic khée hai lan mét nam
Kham suc khée dinh ky, kham suic khée dinh ky A cho nhitng nguei tir 35 tuéi tré 1€n 40
tuoi.
Chung t6i sé thiét lap met dich vu tv van sic khée chuyén biét cho sirc khée cta nguei lao
deng duoc c di.

1 -5 Xem xét thong tin cd nhan cda ngusi lao dong duwec cir di
Quan ly phu hgp thong tin ca nhan cta nguoi lao dong duoc phai cr dya trén cac quy dinh
quan ly phu hop.
Néu moét nhan vién dugc phai cir yéu cau tiét 16 thdong tin cd nhan cta minh, sé nhanh
chong tiét 16 thong tin do.

1 -6 Gisi thieu téi nguoi lao dong duoc phai cir
Néu co lao dong duoc phai di dap wng cac dieu kien mong muén, hay trinh bay vei
nguoi lao déng duoc cir di.
Khi d6, hay c8 gang trinh bay cang nhiéu cang tét tir lao déng dwoc phai cir gép phan vao
sy phat trién nghé nghiep cda nguai lao dong duoc phai cir.

2 Lién quan téi déi ing & noi phai clr

2 — 1 Khai thac noi phai ctr

Khi khai thac cac noiphai clr, ching toi sé thueng xuyén dén tham cac khach hang hién tai
dé kiém tra xem ho cé muén chap nhan phai clrnita hay khong, déng thei tich cyc thu hat
cac khach hang méi.
Trong qua trinh khai thac, chdng t6i sé nodi vé cac diac diém va két qua cta nhirtng nguoi

lao dong duoc phadi cr thuéc cong ty ching toi.



2 — 2 Nhan nguyén vong vé phai clr
Truéc khi chap nhan yéu cau giri cong van, hay xac nhan truéc noi dung do la dung sy that
va khong vi pham phap luat.
2 — 3 Xem xét cac dieu kien chap nhan phai ct
Néu s6 lwvgng lao dong duoc phdi cir dap ¢ng cac dieu kien tiép nhan phai ci la rat it, hdy
tham khao y kién vé viéc xem xét cac diéu kien tié€p nhan phai cu.
2—4 Xk lycan dai véi s6 lao dong duoc cir di
Lam viéc dé dam bao rang khong cé su chénh lech vé tién lvong gitta cong nhan dwoc
ctr di va cong nhan duoc tuyén dung tryc tiép & noi phai cir do.
2 — 5 Kéu goi ngan chan quay rai tai noi cr di
Chung t6i sé tao ra mot moi truong lam viéc thoai mai véi sy tham van cda cac cong nhan
duoc phai cir dé khong cé nguy co bi quay rei déi véi cac cong nhan duec phai cir.
Chung t6i sé tao ra mét moi treang lam viéc thoai mai véi sy tham van ctia cac cong nhéan
duwoc phai cir dé khong cod nguy co bi quay rsi dsi véi cac lao dong dwoc phadi cir.
2 -6 Tao moi truong lam viéc thodi mai veéi sy cong tac cta cong ty duoc cir di
Khuyén khich viéc lam cda ngusi khuyét tat va xem xét sy an toan
Hop tac xay dung moi trueng lam viéc hop vé sinh va an toan
Quan ly vé sinh nha an, quan ly vé sinh nha vé sinh, don dep vé sinh
3 Ve tv van nghé nghiép
Tu van nghé nghiép danh cho tat cad nhan vién duoc cir di, dong theoi xac dinh rd hon ca
tinh va kha nang caa ho, dong thai khuyén khich ho nang cao ky nang va dat duoc trinh dé
chuyén mon.
Do d6, chung tbi sé cé gang cung cap dich vu tu van nghé nghiep dé tuyén dung lau dai

va dao tao cac nha quan ly.



3 -1 Cia sé tu van nghé nghiép
@ Quay diéen thoai tw van 0252-218-4414 (Cong ty TNHH Staff Partners : nhan vién trycvan
phongOri)
@ Dién thoai di dong cta nguei phu trach (phién dich: Nguyen Thanh Tung) 070-1254-5875
® Dia chi tru s&: 1-13-19 Nishiki, Naka-ku, Nagoya
@ 3 —2 Muyc dich cta hé tro phat trien nghé nghiep
® Muyc dich la dé lam r6 cac dic diém va nhu cau thang tién nghé nghiép cta cac nhan vién
duwoc phai cir cta ching t6i va cung cap hé tro phat trién nghé nghiép can thiét cho maéi ca
nhan.
3 — 3 Nguoi doitwong ho tro phat trien nghé nghiép
Dei véi tat cd cac nhan vién duoc phai cir cda ching toi
3 — 4 nguwichiu trach nhiém van hanh hé trg phat trién nghé nghiép
@ Quan ly chung bd phan phat trién nghé nghiép ngudi quan ly chiu trach nhiém: Hotta Mayako
@ Cobng viec tv van nghé nghiep cho  nguei quan ly chiu trach nhiem: Makoto Ori

® Gidi thieu va dieu phsi cac diém dén phai c véi sy phat trién nghé nghiép
ngudi quan ly chiu trach nhiém:Tsubo Naoko, Nguyen Thanh Tung

@ CoOng tac gido duc va dao tao gép phan phat trién nghé nghiép ngusi quan ly chiju trach
nhiem:
®Nguyen Thanh Tung
3 -5 Phuong phap hé tro phat trién nghé nghiép va nang cao nhan thic
@ Tai lieu giai thich dwoc phan phéi tai thoi diém lam viéc
@ Trang cht céng ty
@ bién thoai / email
@ Trong qua trinh tv van nghé nghiép thyuc té

3 —6 Nbi dung hé tro trién khai tv van nghé nghiép



Hb tro cho sy hiéu biét ban than nhu kj ndng va kinh nghiém cada nhan vién duoc cir di
Cung cap thong tin nhu cong viéc cda nhan vién duoc cir di va khan gia vé cong viec mong
muén
® Sép xép con duong su nghiép cta nhan vién duoc phai cir va xac nhan vi tri hién tai, v.v.
Hb tro thiét Iap muc tiéu va 1ap k& hoach hanh dong dé phat trién nghé nghiép
Lap mot k& hoach cd can nhic dén cac dic diém va mong muén cda nhan vién duoc cir di
3 — 7 Theai gian thyc hién tv van nghé nghiép
@ Neéu nguei lao dong duoc phai cir musn (thyc hién trong vong 3 ngay ké tir ngay dé nghi)
@ bat moét ngay tu van chidng han nhu méi ndam mat [an
® Tai thai diém dang ky phai cr / tuyén dung / gia han hop deng phai cr
3 — 8 Noi dung hé tro trién khai tw van nghé nghiep
Hb tro cho sy hiéu biét ban than nhu ki nang va kinh nghiém cda nhan vién duoc cir di
Cung cap théng tin nhuw cong viéc caa nhan vién duoc cir di va dei twong vé cong viec mong
muén cda nhan vién duoc ci di
® Sap xép con duong sy nghiép cta nhan vién dwgc phai cr va xac nhan vij tri hién tai, v.v.
@ Hb tro thiét 1ap muc tiéu va lap ké hoach hanh dong dé phat trién nghé nghiep
® Lap mét ké& hoach cd tinh dén cac dic diém va mong musn caa nhan vién duoc cir di
3 —9 Nghia vu nhap ghi chd sé cai quan ly cda noi phai cir di
Ngay gie va chi tiét caa cuéc tv van nghé nghiép, va chi tiét caa cac bien phap duwogc thyc hién
nhu cac bién phap én dinh viéec lam, sé duoc nhap vao sé cai quan ly cla co quan phai ct.
(Néu duoc gia han, gia han hep déng lao déng) Lwu lai 3 nam sau khi thoi viéc
4 Giao duc va dao tao gop phan phat trién nghé nghiéep
Pé cé duoc cong viec duoc phdi cir dai han, hdy né luc phat trién nghé nghiép véi sy hop tac

cta cong ty phai cir dé cé duoc kién thic va kinh nghiem trong khi két hop gitta OFF-JT va



OJT.
Ve cong viéc, can can nhic va ren luyén phat trién nghé nghiép rong rai bang cach tich Ity
kinh nghiém va kién thic ca chieu sau quan ly nghiép vu va bé rong quan ly lao déng.
4 — 1 Phuong phap thyc hién gido duc va dao tao
@® OIT, OFF-JT tai co quan dieu do
@ OJT tai noi duogc phai ctr tdi
® Phai hop véi cac té chic bén ngoai
@ Hb tro ldy duoc bang cap
® E-Diéntu
4 — 2 Cung cap co haéi gido duc va dao tao
Xem xét mong muén, kinh nghiem, trinh do, dic diém, v.v. cta nhan vién duoc clr di, tao
ra mot con duong su nghiép cd nhan va mot chuwong trinh gido duc va dao tao phu hop
véi ho, va cung cap cac co héi gido duc cho ho.
4 — 3 Thei gian hoc, tién lvong va chi phi
T4t ca gido duc va dao tao trong theoi gian quy dinh sé dwoc tra theo gid nhu mét nhan
vién duoc dieu dong.
Néu ban lam viec d6 ngoai gio hoic vao ngay &, ban sé phai tra thém lwong.
Moi chi phi vé gido duc va dao tao s€ do cong ty phai ctr chi tra.
4 — 4 Thei gian gido duc va dao tao
Gido duc, dao tao thueng xuyén va giao duc, dao tao dst xuat sé duwoc thyc hién.
Dam bao bao gém dao tao thuong xuyén trong ké hoach gido duc va dao tao cua ban.
Gido duc va dao tao khong thuong xuyén sé dugc tién hanh khi can thiét.
4 —5 Noi dung va ké hoach gido duc va dao tao

Xay dyng va dao tao chuong trinh gido duc va dao tao co ban, chung cho tirng nganh,



nghé
Lap k& hoach theo y dinh va kha ndang cda nhan vién duoc cir di, nhu cau cta cong ty chd
quan, V.v.
Gido duc va dao tao & tirng giai doan phai clr, chang han nhu tai thoi diém dang ky, truéc
khi phai cr va trong thei gian dang phai ctr
Tao va dao tao chuong trinh giang day theo co ban, chic nang cong viéc, thay déi loai
cong viéc va cap bac
Gido duc va dao tao theo nam cong tac
4 — 6 Ghichép va lvu trir gido duc va dao tao
Hb6 so vé qua trinh gido duc va dao tao duoc thyc hién sé duoc lvu gitr trong 3 nam ké tir
ngay roi di cta nhan vién duwoc cir di.
5 Lwa chon cac diém dén cir di véi sy hinh thanh nghe nghiep

@® Lang nghe nguyén vong cda nguoi dwoc cir di (nganh, nghe, mac luvong)

@ Ling nghe cac ky nang cta nhan vién duwoc ctr di (trinh do, kinh nghiem, thdng tin chi tiét)

® Lang nghe nhu cau cta nhan vién dwoc phai cir (trinh d6 / thong tin chi tiét)

@ Thu thap thong tin vé cac diém dén (nganh, nghe, trinh dé chuyén mdn, kha nang, thong
tin chi tiét)

® So sanh thong tin nhan vién phai clr véi théng tin noi phai clr tdi va dua ra noi phai clr tét nhat

® Giai thich va tdm tét cong ty noi phai cir tdi trong mot bang.

@ Gisi thieu nhan vién duoc phai cir dén diém dén phai clr

Khi thyc hién gén két vei phat trién nghé nghiép, can tim hiéu day da va xac nhan mong musén,

y dinh cta nguoi lao dong duoc cir di.

Ngoai viec nam bat hy vong tai thoi diém dang ky, thong qua viéc theo déi va dieu tran thuong

Xuyén vao thei diém gia han heop dong, hdy dam bao ndm bat dwoc tinh hinh cai thién kj nang



va nhirng thay déi cta chi huéng.
Ngoai ra, bdng cach thyc hién tv van nghé nghiep, can lam ro k& hoach nghé nghiep (trién
vong twong lai) cda ban than nguei lao dong duoc phai clr, dong thei dwa ra cac kién thac / ky
nang can thiét, trinh d chuyén mon va lya chon céng viéc.
Trong khi chia sé k& hoach hiép hai nay gitta nhan vién dwoc phai di va n gusn phai cr, hay
chon di
Bang cach nay, chiing toi sé cd gang hét sirc dé dwa ra cac cha de xuat két cho viéc phat trién
nghé nghiép
6 On dinh viéc lam caa lao dong phai cir va tiép tuc sv nghiép

Chi doanh nghiép phai cir dy kién sé duoc dieu dong lién tuc vao cung mét don vi té chic tir

mét nam tré Ién.

Trong truong hop nay, thuc hién cac bien phap (bien phap 6n dinh viéc lam) dé tiép tuc co viéec

lam sau khi nguai lao dong duoc phai cir di.

Trong viéc hé tro phat trién nghé nghiép cta ngusi lao dong duoc phai clr, dva trén mong muén

cta nguoi lao dong duoc phai cr, hwéng téi viec lam 6n dinh va tiép tuc sy nghiép, bao gém c3

nhan vién toan theoi gian.

7 Ve cac bien phap én dinh viéc lam

Ve cac bién phap 6n dinh viéc lam, hdy ghi nhé bén muc sau.

@ Yéu cau tuyén dung tryuc tiép cho cong ty noi phai ci

@ Cung cap diém phai cir méi (gigi han & nhitng diém hop ly)

® Tuyén dung vO thoi han cta cha doanh nghiép phai ci

@ Cac bién phap khac can thiét dé én dinh viec lam



