‘ BO XAY DUNG |
TRUONG TRUNG CAP NGHE CO KHi XAY DUNG ||

D- N

Dién thoai: 0243.8767.497
Email: truongcoma@gmail.com
Website: http://www.cmtc.edu.vn
Dia chi: 86 73 dudng C4 Bi, Gia Lam, Ha Noi

(Ban hanh kém theo Quyét dinh sé: 106, /OD-TTCN ngay 30 thang AR ném 2021
ciia Hi¢u trucng Truong Trung cdp nghé Co khi xdy dung)

QUY TRINH
PAO TAO, BOI DUONG VIEN CHUC VA NGUOI LAO DONG ?

M3 hoa
Ban hanh 1dn

Hiéu luc tir ngay

: QT35/P.TH/DTBD
: 01
: 01/01/2022

j 1
v

;
I

i

=
]
§
o
§%§

O A OT KIF OI PHE DUYET
NGUOI SOAN THAO | NGUOI KIEM T%%U’O PHE DUYF
TRUY
| ' TRUNGC
Chit ky Y 0
Ho va tén Hoang Thi Thanh Mai Cu Thi Thuy Dwong Pham Vin Tw
Chtic danh CHUYEN VIEN PHO TRUONG

PHONG TONG HOP

T PHONG TONG I-IOP A e e Y i e e

HIEU TRUONG




. M3 héa: ]
UY TRINH
Q QT35/P.TH/DTBD

Ban hanh 1an: 01

PAO TAO, BOI DUONG Ngay: 01/01/2022
VIEN CHUC VA
NGUOI LAO PONG

THEO DOI TINH TRANG SUA POI

Ngay, thang, Trang/ Phan lién | MO ta noi dung Lan ban hanh/
nam quan viée sura thay doi

2 stra doi
doi




1. Muc dich:

- Quy trinh nay quy dinh trinh tw trién khai va quén ly cdng téc dao tao, boi
dudngvién chirc va nguoi lao dongeua Truong Trung cip nghé Co khi xay dung.

- Lam co s& d& chudn hoéa doi ngii vién chire va nguoi lao dong co phém
chit dao duc tot, c6 ban linh chinh tri, nang Juc chuyén mon nghiép vu, k§ nang
nghé nghiép nham dap tmg yéu cau phat trién ngudn nhan lyc clia nha truong va
ké hoach phat trién nguén nhan luc ciua cép trén.

2. Pham vi va ddi twong ap dung

2.1. Pham vi dp dung: Quy trinh nay thuc hién thdng nhét ddi c4c khoa dao tao,
bdi dudng trong nudce cho vién chirc va nguoi lao dong cua Truong.

2.2. Pbi twong dp dung: Quy trinh nay duoc ap dung cho vién chirc va nguoi
lao dong ctia Truong Trung cp nghé Co khi xay dung.

3. Can cit phap ly va tai li¢u tham chiéu

- Luat Vién chuc s6 58/2010/QH12 ngay 15/11/2010 cua Quéc hoi, c6 hiéu
luyc thi hanh tr ngdy 01 thang 01 ndm 2012;

_ Lugt sb 52/2019/QH14 ngay 25/11/2019 ciia Quoc hdi vé stra d6i, bo sung
mot 36 didu cua Luat can bo, cong chire va Ludt vién chuc;

- Luit Lao dong s6 10/2012/QH13 ngay 18/6/2012 va Luét Lao dong %)
45/2019/QH14 ngay 20/11/2019 cua Qudc hoi quy dinh tiéu chudn lao déng,
quyén, nghia vu, trach nhiém cta ngudi lao dong, nguoi su dyng lao dong, t6
chtrc dai dién ngudi lao ddng tai co so, t§ chuc dai dién nguoi st dung lao dong
trong quan hé lao dong va cic quan hé khac lién quan truc tiép dén quan hé lao
dong; quan ly nha nudce vé lao ddng, co hiéu lyc tir ngay 01/01/2021;

- Nghi dinh sé 115/2020/ND-CP ngay 25/9/2020 cua Chinh phu quy dinh
vé tuyén dung, st dung va quan ly vién chuec;

- Nghi dinh s& 101/2017/ND-CP ngay 01/9/2017 ctia Chinh phu quy dinh
vé dao tao, boi dudng can bd, cong chuc, vién chuc;

- Thong tu s& 01/2018/TT-BNV ngay 08/01/2018 ctia Bo Noi vu hudng
dan mot s6 diéu cua nghi dinh $6 101/2017/ND-CP cta Chinh phu vé dao tao,
bdi dudng can bd, cong chirc, vién chic;

_ Quyét dinh sb 1152/QD-BXD ngay 20/8/2018 cua By truong BO Xay
dung v& viéc ban hanh Quy ché dao tao, bodi dudng cén b, cong chirc, vién chuc
ctia Bd Xay dung;




Quyet dinh s6 123/QD- TTCN ngay 01/4/2021 ctua Higu truong Truong
Trung cip nghé Co khi xdy dung vé V1ec ban hanh Quy ché dao tao, bdi dudng
c4n bo, vién chire cia Truong Trung cp nghé Co khi xy dung;

- Quy ché chi tiéu ndi bd ctia Truong Trung clp nghé Co khi xay dung
dugc ra soat bo sung va diéu chinh hang nim.
4. Pinh nghia va tir viét tit
4.1 Dinh nghia

Dao tao va boi dudng: Pugc hidu 12 qua trinh hoc tép nang cao trinh do vé
chuyén mén, nghiép vu, 1y luén chinh tri, ngoai ngf, tin hoc ... cua vién churc va
ngudi lao dong trong Trudng.

Cong tac dao tao, boi dudng: Bao gbm céc chuong trinh dao tao dai han,
dao tao ngin han bdi dudng dat chuén theo vi trf viéc lam va bdi dudng nang
cao trinh do vé chuyén mon, nghiép vu, 1y luén chinh tri, ngoai ngit, tin hoc ..

4.2 Tiv viét tit

STT Tir viét tit Y nghia H
1 BGH Ban Giam hiéu
2 BM Biéu mau
3 VC,NLD Vién churc va nguoi lao dong
4 DTBD bao tao, bdi dudng
5 HS H6 so
6 P.TH | Phong Tong hop B
5. Lwu db6 (Xem trang 5)
6. Dic ta (Xem trang 6)
7. Céc bidu miu/ huéng dan:
STT Tén biéu mAu/ huéng dan Ma hoa
! Thong bdo dang ky nhu chu dao tao, boi dudng BM/QT35/P.TH/01

vién chiic va nguoi lao dong

2 | Danh sach dang ky dao tao, bdi dudng cua ca| BM/QT35/P.TH/02
nhén trong cac don vi truc thudce




STT Tén bidu miu/ huwéng din Ma hoa

3 | K& hoach dio tao, bdi dudng ning cao trinh d6 | BM/QT35/P.TH/03
VC,NLD nam .....

4 | Don xin di hoc BM/QT35/P.TH/04

5 | Quyét dinh ctr di hoc BM/QT35/P.TH/05

6 B‘ao cao kft quNa hoc tap ctiia nguoi duge cur di BM/QT35/P.TH/06
dao tao, boi dudng

7 | Bao co két qua dio tao, bdi dudng toan truong | BM/QT35/P.TH/07 |
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PACTA

Buée 1: Hang ndm, Phong T ong hop xdy dung thong béo dang ky dao tao, boi
dudng dau ndm hoc trinh Hiéu trudng phé duyét dé xac dinh nhu cAu dao tao,
bdi dudng ctia cac don vi truc thudc Truong.

Buée 2: Can ci vao nhu cAu dao tao, bdi dudng cua cac don vi truc thudc,
Phong Téng hop tong hop, xdy dung ké hoach dao tao, bdi dudng cho toan
Truong béo cdo Higu truong phé duyét.

Bwée 3: Hiéu truong sau khi xem xét tinh hop ly phé duyet ké hoach. Néu chua
chua hop 1y, yéu cAu phong Téng hop bd sung dé phé duyét ké hoach.

Budéc 4: Phong Tong hop ph01 hop véi phong K& hoach - Dao tao, phong Tai
chinh - Ké toan trién khai td chtrc thyc hién ké hoach.

Bude 5: Phong Tbng hop co trach nhiém tong hop két qua dao tao, b01 dudng
trong nam cua Truong bao cdo Ban Gidm hiéu va cac co quan quan ly cap trén.

Buéc 6: Phong Téng hop theo doi qua trinh d4o tao, bdi duong ciia vién chuc va
nguoi lao dong trong toan truong, tién hanh luu tr van bang, chimg chi tai hd
so ciia vién chic va ngudi lao dong. Cép nhét theo doi qua trinh dao tao, boi
dudng vao file quan ly nhan su.




