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**Scroll down for the English version**

Pravidla jazykoveé vyuky pro zaméstnance BTL

N

BTL zajist'uje jazykové kurzy pro zaméstnance, kteri potrebuji cizi jazyk ve
SVé praci.

Detailni popis:

Kurzy jsou urCeny pro zaméstnance BTL, ktefi jiny jazyk vyuZiji v praci.

Kurzy jsou skupinové — maximalni poc€et u€astniku jednoho kurzy jsou 4 osoby.

Kurzy probihaji pouze online v ¢asech mimo pracovni dobu (7:00 — 10:00/16:00 — 19:00). Kurzy
jsou mezi 9:00 az 10:00 hod z dlvodu kapacit zasedacich mistnosti mozné pouze pfi zajisténi
vlastnich prostor, ze kterych se zaméstnanec na vyuku pfipoji.

Studenti jsou zafazovani do kurz(i 1x za kvartdl od mésicu leden, duben, €ervenec a fijen. Do
vyuky je nutné byt nominovan nejpozdéji posledni den v mésici pfedchazejicim mésici
zarazovani (ij. pro zafazeni napf. v fijnu je nutna nominace do konce zafi).

Zuzana Skorpilova je zodpové&dnou osobou pro tvorbu pozvanek na online vyuku pro studenty i
lektora.

Kontaktni osobou pro dotazy a pozadavky tykajici se jazykové vyuky je Zuzana Skorpilova.
Kontaktni osobou za jazykovou $kolu JCL je Tereza Zemanova, email: tereza.zemanova@jcl.cz.

Odpovédnost vedouciho:

Vedouci pfihladuje do jazykové vyuky svého zaméstnance, a to po zkuSebni dobé.

Vedouci hodnoti pfinos jazykové vyuky u zaméstnance v souladu s jeho pozadavky a potfebami,
a sleduje jeho dochazku.

Vedouci muze studenta z kurzu odhlasit. Pfi odhlaseni uvede dlivod ukonéeni vyuky. Vypovédni
Ihata, v pfipadé zrueni celého kurzu, je 30 dni.

Pfi zméné organizace kurzu (snizeni frekvence vyuky, apod.) HR informuje vedouciho
zaméstnance.

Odpovédnost studenta:

Po pfihlaSeni student vyplfiuje reqistracni formulaf a absolvuje vstupni audit, ktery zajisti po
domluvé se studentem jiz jazykova Skola.

Student je povinen dochazet na lekce ve stanoveném terminu, pfipadné se v€as z vyuky omluvit
(nejpozdéji 24 hodin pfed konanim lekce, pokud je lekce po vikendu/statnim svatku, tak
nejpozdéji do 15:00 hodin pfedchoziho pracovniho dne).

Cas straveny na vyuce je student povinen si napracovat, nezapog&itava se do pracovni doby.
Student se z vyuky omlouva pfes online portal jazykové Skoly JCL, do kterého maiji vSichni
studenti pfistup (omluvenka lektorovi neni platnou formou omluvy) - vice informaci zde.
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Povinna dochazka do kurzu je stanovena na 75% za mésic (nezahrnuje nepfitomnosti v praci
jako je: dovolena, nemoc, sluzebni cesta, neplacené volno), a sleduje ji HR oddéleni po
Ctvrtletich.

V pfipadé, Ze student nedosahuje stanovené dochazky, nebo se nezlepSuje v ramci rocniho
hodnoceni, bude z jazykové vyuky vyfazen.

Zpétna vazba na vyuku je ze strany JCL pravidelné ovéfovana. V pfipadé potfeby mize student
kdykoliv v pribéhu vyuky sam komunikovat zpétnou vazbu pfimo lektorovi, jazykové Skole ¢i
Zuzané Skorpilové.

Hodnoceni studentl probiha jednou ro¢né (obdobi kvéten — €erven) formou pfedem danou, tzn.
testem na probranou latku a slovnim hodnocenim lektora.

Pro koho plati:

Ve zkuSebni dobé NE

Pfi zkraceném Gvazku ANO

Ve vypovédni Ih(té NE

Externisté ANO

Na MD/RD NE

Brigadnici ANO (pfi dlouhodobégjsi spolupraci/pfi vyhledu pfechodu na

HPP)
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Rules of language learning for BTL employees

N

BTL provides language courses for employees who need a foreign
language in their work.

Detailed description:

The courses are designed for BTL employees who use a foreign language at work.

These are group courses - the maximum number of participants per course is 4 people.

Courses are conducted online only during non-working hours (7:00 am - 10:00 am / 4:00 pm -
7:00 pm). Due to meeting room capacities, the courses between 9:00 am and 10:00 am can only
take place if the employee joins the lesson from their own space.

Students are assigned to courses once per quarter, in the months of January, April, July and
October. Nominations for classes must be received no later than the last day of the month
preceding the month of placement (i.e., for placement in October, nominations are required by the
end of September).

Zuzana Skorpilova is the person responsible for creating invitations to online classes for both
students and teachers.

Zuzana Skorpilova is the contact person for questions and requests regarding language learning.
The contact person of the JCL language school is Tereza Zemanova, email:
tereza.zemanova@jcl.cz.

Responsibilities of the team leader:

The team leader will register their employee for language learning after a trial period.

The team leader shall evaluate the benefits of language learning for the employee in accordance
with their needs and monitor their attendance.

The team leader may withdraw the student from the course. When withdrawing, they shall state
the reason for the termination of the language learning. The notice period, in case of cancellation
of the whole course, is 30 days.

If the course organization is changed (decreased frequency of lessons, etc.) HR informs the
employees’ team leader.

Responsibilities of the student:

After the registration, the student fills in a registration form and completes an entrance audit
arranged by the language school.

The student is obliged to attend the lesson on a scheduled date or to excuse themselves from the
lesson in advance (no later than 24 hours before the lesson or, if the lesson takes place after a
weekend or public holiday, no later than 3:00 pm of a previous working day).

The student is obliged to make up for the time spent in the lesson as it does not count as working
time.
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« The student must excuse themselves from the lessons via the JCL online portal, to which all
students have access (a note to the teacher is not a valid form of apology) - for more information
do here.

« Mandatory attendance is set at 75% per month (this does not include absences from work such
as holiday, iliness, business trip, unpaid leave), and is monitored by the HR department on a
quarterly basis.

« If the student does not meet the attendance requirements or does not improve in the annual
assessment, they will be withdrawn from the language course.

« Feedback on teaching is regularly monitored by JCL. If necessary, the student can provide
feedback directly to the teacher, the language school or Zuzana Skorpilova at any time.

=« The students are evaluated once a year (in May - June) in a defined format, i.e. a revision test
and a written evaluation by the teacher.

To whom it applies:

=« Intrial period NO

« Part-time YES

« Inthe notice period NO

« External staff YES

« Maternity/Parental leave NO

=« Temporary workers YES (longer-term cooperation or prospect of transition to main

employment)
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