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QUY TRINH Ma hiéu: QT.01/P.TCIIC-QT
_ LLan ban hanh:

. ' Ngay ban hanh:  / /2023

1. Pon vi va ¢4 nhan c6 lién quan phai nghién ctru va thuc hién ding céc ndi dung
cua quy trinh nay.

2. Noi dung trong quy trinh nay c6 hi¢u luc thi hanh nhu su chi dao cua Ilicu
trudng truong Cao dang Ky thuat Cong nghiép.

3. Tai liéu duoc in 02 ban, luu tai Bd phan dam bao chét lugng va don vi soan
thao. Nha truong cung cép file mém (Tai liéu dudi dang file PDF; Biéu mau dudi dang
file Word hodc Excel) trén mang ndi bo va giri qua Email ctia cac don vi, dé can bo.

vién churce st dung.

BANG THEO DOI NHUNG THAY DOI

Lan sira

TT o Trang Noi dung thay doi Ngay thay déi
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[an ban hanh:
X Ngay ban hanh: / /2023
PHONG TCHC-QT Trang: 3/7

1. CO SO THU'C HIEN
1.1. Muc dich va pham vi ap dung

1.1.1. Muc dich

Quy trinh nay quy dinh vé trach nhiém va phuong phap quan ly cong tac dao tao.
boi dudng doéi vdi can bd quan ly, vién chirc, nguoi lao dong cua Truong Cao ding Ky
thuat Cong nghiép.

1.1.2. Pham vi ap dung

Quy trinh nay duoc dp dung cho cong tac dao tao. bdi dudng ctia nha truong

1.2. Van ban ap dung

- Thong tu 28/2017/TT-BLDTBXH ngay 15/12/2017 quy dinh hé thong bao dam
chat luong cua co s GDNN;

- Luat Vién chure, Ludt Lao dong;

- Nghi dinh 115/2020/ND-CP ngay 25/9/2020 cta Chinh phu vé tuyén dung. st
dung va quan ly vién chuc;

- Nghi dinh 101/2017/ND-CP ngay 01/9/2017 cta Chinh phu vé dao tao, boi
dudng can bg, cong chirc, vién chuc:

- Céc quy dinh khéc cua Nha nudc vé ché do hoc tap, boi dudng cua can bd. vicn
chtrc va nguoi lao dong;

- Quyét dinh s6 2965/QD-BCT ngay 07/04/2014 cta Bo truéng Cong Thuong,
quy dinh chire ndng, nhiém vy, quyén han va co cau té chuc cua Truong Cao diang K§
thuat Cong nghiép;

- Quy ché chi tiéu ndi b cua Nha trudong.

2. PINH NGHIA VA CAC TU VIET TAT

2.1. Dinh nghia

- Cén bd lanh dao: Ban giam hiéu truong Cao diang Céng nghiép

- Cén bd quan ly: Trudng, pho cac don vi thudc Truong va truc thudc Trudng
Cao ding K¥ thuat Cong nghiép.

2.2. Cac tir viét tat

QT: Quy trinh BGH: Ban Giam hiéu

BM: Biéu mau CBQL: Can bd quan ly

QD: Quyét dinh DV: Don vi

[.D: Lanh dao TCHC- QT: Té chue Hanh chinh — Quan trj
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QUY TRINH Mai hiéu: QT.01/P. TCHC-QT

[Lan ban hanh:

Ngay ban hanh: / /2023

PHONG TCHC-QT Trang: 4/7
BB: Bién ban CBGV: can bd, gido vién
DU: Dang uy NV: Nhan vién
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Ma hi¢u: QT.01/P.TCHC-QT

UY TRINH \
Q ) LLan ban hanh:
B . Ngay ban hanh: / /2023
3.LUU PO
TT Tén budce Thue hién tl;i:locl ll: ::.fl Biéu miu
?(éC dlnh ﬂhq Cac dO’n V‘i ‘ .
I cAu dao tao, bdi trong Nha | Phong BM.03.01/TCII
dudng trrong TCHC-QT; | C-QT
A\ 4
- X . Cac don vi
Ray dung ke oach -BGH; 1 one Nha | BM.03.02/TCH
2 dao tao, boi dudng -Truong phong titoH C-QT
TCHC-QT &
Phé duyét 2
3 Hiéu truong 2}8?(8.’:_ OT
T6 chue thuc hién Phong TCHC- Cac don vi,
4 OT ca nhan lién
quan
v
Kiém tra, béo céo _ Céc don vi
5 tdng két viée thuce Phong TCHC- ¢4 nhan liéﬁ’ BM.D3.0?/"I‘CII
hién cong tac dao QT quan C-Q1
tao, boi dudng
v
Cap nhat két G abdn Q0S| prae o
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BM.03.01/TCHC-QOT

TRUONG CAO DANG CONG HOA XA HQI CHU NGHIA VIET NAM
KY THUAT CONG NGHIEP Poc 1ap — Tw do — Hanh phuc
15101\ Y4 PSS

KE HOACH PAO TAO, BOI DUONG...
Nam hoc 20... - 20...

I. HOC KY I NAM HOQC 20...-20...

N .| Tén CB,VC,NLD . Thisandylifn | D0 040
e No§i dung dao . PO Doi ¥ i tao, ¢ i
STT Ly ¢6 nhu cau dao dao tao, boi dudong *x Ghi chua
tao, boi dudng Aa o om twgng P boi
tao, boi dudng : (Tong so thoi gian) &
L dudng
I 2 3 4 b 6 2
L
II. HOC KY II NAM HQC 20...-20...
[ T e o e . s Noi dao
! N§i dung dao | Tén CB,VC,NLD Péi Thoi gian du kién tao
STT tao, ¢6 nhu cau dao i dao tao, boi dudng "5 Ghi chu
bdi dudng tao, boi dudng argng (Téng s6 thoi gian) hul
W Sk dudng
/ 2 3 4 3 6 7
| } T T
Bic Giang, ngay ... thang ......... nam 20....

TRUONG DON VI

Ghi chu:

- (2) Ngi dung dao 1qo, boi duimg: Tién st: Thac si: Cao cdp LLCT; Trung edp LLCT: BD kién thirc thuc
16; BD chirc danh nghé nghiép....; BD nghiép vu ....; BD ngoai ngit tiéng....; BD tin hoc.

- (4) Déi twong: Cdn b quan Iy ( viét tat la: CBQL), Vién chite va ngudi lao dong ( viét it la: VC, NLD)

- (5) Thoi gian di kién dao tao, boi dudng: 4 nim; 6 thang; Theo ké hoach cua don vi 16 chiic...

- (6) Noi dao tao, béi duéng: Trong nude, Nude ngodi



BM.03.02/TCHC-OT

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM

T

KY THUAT CONG NGHIEP

RUONG CAO DANG Poc 1ap — Ty do — Hanh phiic

KE HOACH PAO TAO, BOI DUONG CUA NHA TRUONG
Nam hoce 20... - 20...

. Sé lll’(_)'llg CB3 VC, Thoi gian
NLD c¢6 nhu cau dao | gy kién dao o
.| Don | Noidung dao tao, boi dudng o, bl | DOV Ee | o
ST1 ¢ e o o a—_ tao, boi p
vi tao, boi dudng 2 Doi tuong dudng - chua
Tong - (Top g6 dudng
58 CBQI VC & g
R - NLp | thoi gian)
o
i | z 3 4 5 ¢ 8 9 10
Bdc Giang, ngay ... thang ... ndam 20...
TRUONG PHONG TCHC-QT HIEU TRUONG
Ghi chua:

- Néi dung dao tao, boi duong: Ti ién si: Thac s7: Cao cdp LLCT; Trung cdp LLCT: BD kién thirc lhuc 16;

BD chire danh nghé nghiép....; BD nghiép vu ....;BD ngoai ngit tiéng ....; BD tin hoc.
- Déi twong: Can bé quan Iy (CBQL); vién chirc va nguoi lao dong (VC&NLD)
- Thoi gian du kién dao tao, boi dudng: 4 nam; 6 thang; Theo ké hoach cua don vi 16 chitc...

- Noi dao tao, boi dudng: Trong nide, Nudc ngoai

s / J
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BM.03.03/TCHC-QT

BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO DANG Poc 1ap — Tuw do — Hanh phiic
KY THUAT CONG NGHIEP

TONG HQP KET QUA PAO TAO, BOI DUONG CUA NHA TRUONG
Nam hoc 20... - 20...

" S6 lrgng CB, VC, NLD da
~ctr di dao tao, bdi dudng

Noi dung dao tao, Noi dao tao,

ST bbi dudng | Téng Doi twong boi dudng Ghi chi
A VC &
SO
CBOL NLD
i 2 3 4 5 6 7

Bdc Giang, ngay ... thang ... ndm 20...
TRUONG PHONG TCHC-QT

Ghi chua:
- Noi dung dao tao, b():i duong: Tién si: Thac si: Cao cap LLCT; Trung cdp LLCT; BD kién thirc thiee _
té; BD chire danh nghé nghiép....; BD nghiép vu ....;,BD ngoai ngir tiéng ....; BD tin hoc.
- Doi tugng: Can bo quan ly (CBQL); vién chirc va nguoi lao dong (VC&NLD)

- Thoi gian du kién dao lao, boi duang: 4 nam; 6 thang, Theo ké hoach cua don vi 16 chiic...

- Noi dao tgo, boi dudng: Trong nuwoe; Nudc ngoai




