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Leading Solutions for Leading People!

MANAGEMENT SYSTEMS BUSINESS EXCELLENCE
CHU'O'NG TRINH DAO TAO / TRAINING PROGRAM

Khéa dao tao :  Pao tao co ban danh cho T6 trwdng san xuat / Fundamental training for Production Team Leaders
Training course

Déi twong : % Cacnhan sy dang la T trudng san xuat, T6 phd san xuat (qudn ly truc tiép dén céng nhén/tho

Who should attend vén hanh) hodc cac nhan sy dang dwoc phat trién dé tré thanh T8 trudng san xuét / Production
Team Leaders, Sub-leaders (direct supervisors to operators) or personnel to be developed as
future Production Team Leaders.

4 Cac Trudng ca, Gidm sat trong san xudt (qudn ly truec tiép cda cdc T6 trudng sén xudt) / Shift
leaders, Supervisors (direct report of Production Team Leaders).
Thoi lwgng : 06 ngay, chia lam 3 do't /06 days in three training sessions:
Duration #+ Dot 1: 02 ngay /Session 1: 02 days
+ Dot 2:02 ngay/Session 2: 02 days
+ Dot 3: 02 ngay / Session 3: 02 days
Hinh thirc Delivery : Két hop nhiéu hinh thirc dao tao va thwc hanh / Blended modes for training & practice:
mode + Dao tao trén I&p / Classroom training

# Thao ludn nhém vdi tinh hudng cung cdp hodc mé hinh gid dinh / Group discussion on case
studies & simulations

#+ Bai tip thuc hanh gilta cidc dot dao tao / Practice assignment between training sessions

#+ Du an cai tién sau khi két thic cac dot dao tao / Final improvement project assignment after
completion of training sessions.

# Thoi gian NGi dung
Time Training topics

DOT DAO TAO 1 - 02 NGAY / TRAINING SESSION 1 — 02 DAYS

Ngay thir nhat / Training day 1

MODULE 01: TONG QUAN VE CONG VIEC TG TRUONG SAN XUAT / OVERVIEW OF PRODUCTION TEAM LEADER JOB

Hién trud'ng san xudt — Mai trwdng lam viéc cha té trwdng / Production gemba — Team Leader’s
work environment

#+ Khai niém, pham vi, chirc ndng va vai trd cla quan ly hién trwdng san xuat / Concept, scope,
functions and roles of production gemba management
1 08:30—-12:00 " s pia . > ” .
#+ Co ciu quan ly hién trwong sdn xuat / Elements of production gemba management
o Bai tdp thdo lugn 01 — Ban & déu va lam viéc vdi ai / Group discussion 1 — Your
environment & who you work with

Quan diém quan ly hién trwdng cha T6 trwd'ng / Approach to production gemba management by
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Thoi gian
Time

NGi dung
Training topics

Team Leader

& 9nguyéntic & 3 trong tam hoat déng clia T6 Trudng / 9 principles & 3 focus areas of Production
Team Leader’s job

o  Bai tdp thdo luén 02 — Xem xét mirc dé thuce thi va phdn tich diém han ché / Group
discussion 2 — Review your current practice and limitations

Cac déi twong va muc tiéu quan ly hién trwérng cla T6 trwd'ng / Factors and objectives of gemba
management by Team Leader

# Thau hiéu va quan ly 7 yéu t8 san xuit / Understand and manage 7 production factors — P ~ 4M
+1E + 11

o  Bai tép thdo luGn 03 — Nhin nhén hién trang kiém sodt va du kién thay déi / Group
discussion 03 — Review current controls and propose changes

& Quan ly va theo dudi 7 muc tiéu san xuat / Manage 7 production objectives — SQCDEEM

o Baitép thdo ludn 04 — Phén tich va xdc dinh co héi thuc déy thuc hién muc tiéu / Group
discussion 04 — Analyse and identify opportunity for achieving objectives

Linh vwc cong viéc va Cong cu thuwc hanh cho T6 trwéng san xuat / Functions and tools for
Production Team Leaders

% 6 Iinh virc cong viéc co ban & 10 coéng cu thye hanh dién hinh / 6 fundamental functions & 10
typical practice tools

o  Bai tdp thdo lugn 05 — Tw ddnh gid mirc d6 thuc hién va du kién thay déi / Group
discussion 05 — Review current practices and propose changes

MOD

ULE 2: LANG PHi DIEN HINH TRONG SAN XUAT / 7 PRODUCTION WASTES

13:00-17:00

Chi 10% chia cac hoat ddng tao gia tri / Only 10% of activites are value adding
4+ Hoat dongtao gié tri Vs hoat ddng khéng tao gia tri / Value adding Vs non value adding activities

%+ Phan b6 dién hinh va ti€p can vdi cdc nhém hoat déng / Typical distribution proportion and
approach to activity categories based on value adding

o Bai tdp thdo lugn 06 — Phén tich budc céng viéc va nhén biét hoat déng tao gid tri /
Group discussion 06 — Job analysis and identification of value adding activities

7 lang phi dién hinh trong san xuat / 7 production wastes

% Gidi thiéu va phan tich 7 lang phi dién hinh trong san xuat / Introduction & analysis of 7
production wastes

o Bdi tdp thdo lugn 07 — Phén tich va nhén dién ldng phi / Group discussion 07 — Waste
analysis and identification

# Gidi thiéu va phan tich 7 lang phi dién hinh trong san xuét (ti€p tuc) / Introduction & analysis of
7 production wastes (continued)

o Bai tdp thdo lugn 08 — Phén tich va nhan dién ldng phi / Group discussion 07 — Waste
analysis and identification

+ 3 tiép can chinh cho nhan dién lang phi trong san xudt / 3 common approach to production
waste identification

CUng ¢d nang lwc va théi quen nhan dién, loai bo l1ang phi / Building capability and habit for waste
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# Thoi gian
Time

NGi dung
Training topics

identification & elimination
#  “Vong tron Tén Ngd Khong” va nhan dién Iang phi / Stand-in circle & waste identification

# Lam chd va khai tdc dir liéu dé nhan dién lang phi / Data collection & analysis for waste
idnetification

% Loai bd lang phi — Cai tién cong viéc — Phat trién ca nhan / Waste elimination — Job improvement
— Self development

o Baitdp thdo lugn 09 — Hoach dinh dé bdt déu thay déi / Group discussion 09 — Planning
for change.

Ngay th& hai / Training day 2

MODULE 3: CONG CU HO TRO' QUAN LY VA CAI TIEN HIEN TRUONG TO SAN XUAT / TOOLS FOR PRODUCTION GEMBA
MANAGEMENT AND IMPROVEMENT AT TEAM LEVEL

(1) Thwc hanh 55/3D — Gilr khu virc lam viéc an toan, hirng kh&i dé tao san pham chat lwong véi
hiéu suadt cao / 5S/3F practice — Keeping workplace safe & joyful for high quality and
performance

% Nguyén tic va phuong phap thuc hanh 55/3D trong san xuat / Principles and pracitces for

08:30-10:00 impelenting 55-3F in production
3
10:15-11:00 |# Vai trd cla T8 trudng trong hinh thanh va duy tri diéu kién 55/3D / Roles of Production Team
Leader in implementation and maintenance of 55/3F conditions
o Badi tdp thdo ludgn 10 — Thuc hanh tinh huéng mé phdng va xem xét co héi quén ly té
san xudt vdi 55/3D / Group discussion 10 — Practice a case study provided and identify
opportunities for application of 55/3F
(2) Céng viéc tieu chuin/Tiép van - On dinh cdng doan va dam bao chat lwong / Standardized
work / Supply — Process stability and quality assureance
% Cong viéc tiéu chuan — Nén tang cho sy 6n dinh cdng doan / Standardized work, foundation for
process stability
& Cong viéc tiéu chuan loai 1 cho 1 ngudi — nhidu may, 1 nguwdi — 1 may, va nhiéu ngudi /
11:00 — 12:00 Standardized work method: 1 operator — multi machine, single operator operation, multi
4 ' ' operator operation
13:00 — 16:45

o  Baditdp thdo luén 11 — Thuc hanh mé phdng Céng viéc tiéu chudn / Group discussion 11
— Simulation game with standardized work

%+ Hoach dinh va kiém soat tiép van & cap t6 san xuat / Supply planning and control at prodution
team level

o  Bai tdp théo luén 12 — Thirc hanh mé phdng hoat déng Tiép van / Group discussion 12
— Simulation game material/parts supply & withdrawal

5 16:45-17:00

Huéng dan cac yéu cau cho Bai tip thuc hanh tai Nha may sau Dot dao tao thir nhat / Instructions
on requirements for Practice assignment at work dfter the first training session

1 tuan giira 2 dot dao
tao / 1 week between
the two  training
sessions

Hoc vién thuc hién Bai tap thuc hanh theo ndi dung d3 hwéng dan va chuin bj bao cdo trong dot
dao tao th&r 2 / Trainees work on Practice assginment as instructed and prepare report to be
presented at the beginning of the second training session
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Thoi gian
Time

NGi dung
Training topics

DOT DAO TAO 2 — 02 NGAY / TRAINING SESSION 2 — 02 DAYS

Ngay thir ba / Training day 3

08:30-09:30

Hoc vién Béo cdo két qua thwe hién Bai tap thwe hanh tai Nha may

09:30 —10:00
10:15-12:00

(3)

+

Quan ly trwc quan — Nhin thiu sudt, phat hién sém va phan irng nhanh / Visual management
— Visibility, early detection and fast response

Nhin thay d& thuc hién - dénh gia — ra quyét dinh / Visibility for implementation — evaluation —
making decision

Trat tu truc quan — Kiém sodat trwc quan — Thong tin quan ly trwc quan / Visual order — Visual
control - Visual information

Da&i twong va ndi dung truc quan hda trong quan ly T6 sdn xudt / What to be visualized at
production Team Leader level

o Bai tap thdo lugn 13 — Thuc hanh tryc quan héa theo mé hinh mé phéng dwoc cung
cép / Group discussion 13 — Practice visual management using provided case study.

13:00 —15:00

(4)

Bido dwdng tw tri - Gilr thiét bi manh mé& va dang tin cdy cho san xuat / Autonomous
maintenance — Keeping equipment robust and reliable for production

6 ton that va cac thach thirc vdi quan ly TS san xuat / 6 big losses and challenges for Production
Team Leader

Céac ndi dung quan ly thiét bj va cong viéc ctia TS san xuit / Production team’s equipment
management tasks

Trién khai va diéu hanh B3o dudng tu tri clia T6 san xuat / Implement and control of autonomuos
maintenance at production team level

Chu trinh x& ly bat thudng vai thiét bi / Escalation process for equipment abnormality

o Badi tép thuc hanh 14 — Thue hanh cdc budc bdo dudng tu tri theo mé hinh mé phdng
dugc cung cép / Group discussion 14 — Practice autonomous maintenance using case
study provided

15:15-17:00

(5)

Chuyén déi/thay khuén nhanh SMED — Gidm t6n that hiéu suat va Linh hoat san xuat / Quick
changeover (SMED) — Reduce losses and enhance flexibility

Téng quan vé SMED & nhan dién co hoi dp dung tai T6 san xuit / Overview on SMED and
identification of implementation opportunities at production team level

8 ky thuat & 7 buédc thuc hién SMED / 8 techniques & 7 steps to implement SMED

o  Baitdp thédo ludn 15— Thyrc hanh SMED theo mé hinh mé phéng dwoc cung cdp / Group
discussion 15 — SMED implementation using case study provided

Ngay thir tw / Training day 4

10

08:30-10:00
10:15-12:00

(6)

Giai quyét van deé phat sinh va 5 WHY — K§ nang sinh ton cia T6 trwéng / Problem solving and
5 WHY - Survival skills for Production Team Leaders

Gidi quyé&t van dé phat sinh — 1 trong ba trong diém cong viéc cla T8 truang / Problem solving
— 1 of three key areas of Production Team Leader’s job
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Thoi gian
Time

NGi dung
Training topics

% 5 nguyén tic vang cho T8 trwdng giai quyét bat thuong hién trudng / 5 golden principles for
solving gemba abnormality by Team Leader

+ Ky thuat 5 Why tai hién truong véi Hién trwong — Hién vat / 5 WHY practice with Genchi -
Genbutsu
o  Bai tép thuc hanh 16 — Thue hanh gidi quyét véan dé phdt sinh va 5Why theo mé hinh
mé phdng dugce cung cdp / Group discussion 16 — Practice problem solving and 5 WHY
using case study provided

11

13:00 - 15:00
15:15-16:45

(7) Quan ly nhan sy T8 sdn xuit — Xay dwng Nhém virng manh va linh hoat / Human resource
management at production team level — Buiding robust team with flexibility

& Ma tran ki ndng — Hoach dinh va phat trién ndng lvc Nhém / Skill matrix — planning and
development of team capability

o  Bai tdp thuc hanh 17 — Thuc hanh xdy dwng Ma trdn ky ndng va hoach dinh dao tgo
theo mé hinh mé phéng dwoc cung cép / Group discussion 17 — Skill matrix and training
plan practice usig case study provided

%+ Dao tao trong cdng viéc va phat trién nhan sy - Chia nho céng viéc, Tiéu chuan héa va Pao tao
theo nguyén tic cta TWI / On job training and operator development — Job breakdown,
standardization and training using TWI|

o  Bai tdp thwe hanh 18 — Thuc hanh chudn bj va thuc hién dao tgo trén céng viéc theo
nguyén tdc ctia TWI / Group discussion 18 — Practice of preparation and on job training
using TWI principles

£ Mot s6 van dé thuong gdp & Nguyén tac xem xét, xtr Iy / Common pitfalls and tips

12

16:56 - 17:00

Hudéng dan cac yéu cau cho Bai tap thwec hanh tai Nha may sau Dot dao tao thi hai / Instructions
on requirements for Practice assignment at work after the second training session

1 tuan gilra 2 dot dao
tao / 1 week between

Hoc vién thwc hién Bai tap thwc hanh theo ndi dung d3 hwéng dan va chuin bj bdo cao trong dot
dao tao th& 2/ Trainees work on Practice assginment as instructed and prepare report to be

the two training | presented at the beginning of the third training session
sessions
DOT DAO TAO 3 — 02 NGAY / TRAINING SESSION 3 — 02 DAYS
Ngay th&t nam / Training day 5
13 | 08:30-09:30 |Hoc vién Bao cdo két qua thyc hién Bai tap thwe hanh tai Nha may
(8) Bdo cdo, Lién lac va Tham van (HORENSO) — Trao d&i thong tin hiéu qua tai hién trwéng san
xuat / HORENSO - Effective communication at production gemba
& Téng quan vé nguyén tic va cac ki thuadt HORENSO / Overview on HORENSO principles and
09:30-10:00 techniques
14
10:15-12:00 |= Cdac yéu cau HORENSO hiéu qud cho T6 trudng sdn xuit / Requirements for effective HORENSO
for Production Team Leader
o Baitdp théo luén 20— Thuwc hanh Bdo cdo — Lién lac — Tham vén theo cdc tinh huéng mé
phdng / Group discussion 20 — Priactice HORENSO using case study provided
(9) Cac cong cu Thdng ké co ban — Thuan héa va khai thac dir liéu sdn xuat / Basic statistical
15 13:00 - 15:00 . . .
tools — Taming & exploring production data
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Thoi gian
Time

NGi dung
Training topics

15:15-17:00

%+ Vai tro cta di liéu trong quan ly hiéu qua hién truding T6 sdn xult / Roles of data in effective
gemba management by Production Team Leaders

#+ Biéu dd dudng—Theo ddi va danh gid xu hwdng két quad /Run chart — Monitoring and evaluation
of trends

4+ Biéu d6 Radar — Biéu dién va danh gia dong thoi nhidu yéu t6 / Radar chart — Multi factor
presentation and evaluation

4 Biéu d6 Pareto — Dan dat wu tién véi nguyén tac 80 - 20 / Pareto diagram — Prioritization with
80— 20 principle

#+ Biéu d6 cot/quat — Tim hiéu dic diém cla két qua / Column/Pie chart — Understand the
characteristics of results

+ Ma trAn — Tim hiéu mdi tuwong quan cla nhiéu yéu t8 va hoach dinh kiém soat / Matrix —
Understand interrelations & plan control

#+ Biéu d6 xwong ca — Tim hiéu mé&i quan hé nhan qua / Fishbone diagram — Analysis cause & effect
relationship

4+ Checksheet — Thu thap va biéu dién dit liéu / Checksheet — Data collection and presentation

o  Bai tdp thuc hanh 19 — Thye hanh s dung cdc céng cu théng ké co bdn dé xem xét,
ddnh gid cdc tinh huéng mé phdng / Group discussion 19 — Practice statistic tools for
review and evaluation of case study provided

Ngay thir 6 / Training day 6

16

08:30 —10:00
10:15-11:00

(10) Quén ly ca san xuat / Production shift management
+ Cong viéc tiéu chuan cla td trudng theo ca san xuat / Daily tasks of a Production Team Leader:

o Hop giao ca va xdc nhan diéu kién san xudt / Team meeting and verification of
production factors.

o Cong viéc trwdc va sau gio an ca / Before and after meal break.
o Xdc nhan lam thém va diéu chinh ké hoach / Overtime and plan adjustment.
o Quan ly k&t qua va bdo cdo ca sdn xuit / Result management and shift report.

o  Bai tdp théo ludn 21 — Thuc hanh Hop déu ca san xudt theo tinh huéng mé phéng /
Group discussion 21 — Practice team meeting using case study provided

#+ Hoach dinh may & nhan su ca san xuat / Shift planning for equipment and operators

4 Cac lwuy vé dieu hanh va hd tro trong ca san xuat / Key takeaways for managing and supports
during production shift.

o  Baitdp thédo lugn 22 — Thyc hanh Lap k€ hoach ca san xuét / Group discussion 22 — Shift
planning practice

17

11:00 -12:00
13:00 —15:00

(11) Theo dudi sw hoan hao —Kaizen cho T8 trwdng san xuat / Striving for perfection — Kaizen for
Production Team Leaders

# Khai niém va cac triét ly Kaizen / Kaizen concept & principles

#+ K thuat thuc hién 3 giai doan — 6 budc trién khai dé tai Kaizen / Implement 3 phase — 6 steps
of Kaizen Methodology
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# Thoi gian
Time

NGi dung
Training topics

% DAn dit va phat trién hoat dong cai tién trong nhém sdn xuit / Lead & Develop Kaizen activity
in your production team

o  Baitép thue hanh 23- Théo ludn phdn tich cdc tinh huéng va co héi dp dung Kaizen vdi

cdc tinh huéng mé phdng / Group discussion 23 — Practice applying Kaizen with case
study provided

18 | 15:15-17:00

Tdng két ndi dung, danh gia khéa dao tao / Course review and evaluation
Huéng dan thuc hién Dy an sau dao tao / Instruction on Post-training project work

Lam bai kiém tra cudi khéa dao tao / Final course examination

19 17:00

K&t thuc khéa dao tao / Closing

2 tuan sau khi két thac
dao tao trén lop / 2
weeks following
classroom training.

Hoc vién Thuc hién va Bdo cdo du an cai tién sau dao tap theo ndi dung da hwéng dan. Két qua
danh gia v&i Bao cao dy an cai tién sé déng gép va diém chung cta khéa hoc va lam can c& cap
chirng chi / Trainnes work on Improvement project as instructed and prepare report for
submission. Evaluation result for Improvement project report contributes to overall evaluation for
the course, used as basis for certification.
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