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QUY TRINH PAO TAO
I - MUC PiCH:

Thi tuc nay dugc 1ap ra nham dap ung dung nhu ciu vé nhén su, yéu ciu cong viéc
cua Cong ty, dudi hlnh thitc dao tao nham cung cép nhitng cong nhan vién ¢ trinh do va
tay nghé dung yéu cau cta cac Bo phan trong Cong ty.

I1- PHAM VI:
Thu tuc nay ap dung cho vi¢c Pao tao trong toan by Cong ty.
111 - PINH NGHIA:
- Dio tao tai chd: Pao tao cho can bd, cong nhan vién tai Cong ty.
- Dao tao bén ngoai: Guri can bd, cong nhan vién di hoc khoa dao tao do céc co quan,

don vi bén ngoai Cong ty t6 chc.

IV - NOI DUNG:
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Ngudi thyc hién Luu d6 Mau biéu
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Thuyét minh lwu do:
1. Xdc dinh nhu cau déo tao:

Cin ctr mirc d6 phat trién va chinh sach ddo tao ngudn nhan lyc ciia Cong ty doi hoi cu thé
nhu:

Céc ké hoach va myc tiéu chién luoc va tac nghiép trong twong lai.

Céc nhu cdu sip t6i vé can bd quan 1y, can bo ki thuat, nhan vién nghiép vu va cong
nhan ky thuét

Su thay d01 vé qu1 trinh cong nghe cong cu va trang thiét bi.

Céc yéu cau vé phap luat va ché dinh, cac tiéu chun tac dong dén to chirc.

o o

Ngoai ra Nhu cau dao tao con dya trén cac trudong hop sau:
a> Dao tao khi tuyén dung:

Noi dung: Lich st hinh thanh ctia Cong ty, Noi qui lao dong, Qui dinh ctia Cong ty, qui
dinh vé an toan, chinh sach va qui dinh v€ luong bong, cac ché do, gio lam viéc, tang ca
V.V.

b> bao tao dinh ky: An toan lao dong, huéng dan thuc hién cong viéc v.v.

c> Pao tao dot xuat:

- Thay d6i mdi truong lam vi¢e, may moc v.v.

- Trén co s& do, cac Truong BO phan thuong xuyén can déi nhan sy dé xac dinh nhu cau

dao tao nham dap ung kip thoi ngué)n nhan lyc phuc vu cho cong viéc ctia B phan
minh.

2. Phiéu yéu cau dao tao:

Sau khi x4c dinh dwoc nhu cau dao tao, cac Truong Bo phan lap phiéu yéu cau dio tao
theo ma s6: 1/BM-TTDT trong d6 néu ro:

< S6 lugng dao tao.
<> Muc dich va nghiép vu dao tao.
<> Thoi gian dao tao.

4|
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3. Ké hoach dio tao:

Can ctr phiéu yéu cau ddo tao cia cic Bo phan, cin cir chu truong, chinh sach phat
trién va dao tao nguon lyc. Phong HCNS s€ tap hop toan bd yéu cau dao tao va xac dinh
nhu cau dao tao vao ké hoach dao tao theo bi€u mau: 2/BM-TTDT dua trén cac y€u to sau:

< S6 luong dao tao cho cac ngudn lyuc can thiét: trong d6 gdm cac dbi twong dao tao: Can
bd quan ly, can bo k¥ thuat, nhan vién nghié€p vu va cong nhan ky thuat v.v .

¢ Chuong trinh dao tao dé phuc vu cho cong viéc gi? va anh hudng tich cuc cho cong
viéc ra sao?.

< Phuong phap dao tao: Pao tao moi hay tai dao tao, ddo tao tai chd (su hd tro vé nodi bo)
hay qua trudng 16p (su hd tro ctia cac chuyén gia), ddo tao ngdn han hay dai han ...

Pé xac dinh su can thiét cho viéc dao tao mang tinh chién lugc 1au dai va c6 tinh hiéu
lyc, hi€u qua; Phong HCNS s€ Trinh GD xem xét cac nhu cau dao tao sau khi da dugc xéc
dinh, néu:

< Truong hop thay viéc dao tao chua can thiét hodc ddi twong dao tao khong phu hop hay
cac viée can bo sung khac, GD s& co ¥ kién phé duyét dé tién hanh viéc xac dinh lai ké
hoach dao tao.

<> Xét thiy nhu cau dao tao da xac lap dung nguoi, dang viéc, thi GD duyét chap thuan va
cho thuc hién.

4. Dao tao:

Can ct nhu ciu dao tao va tinh chit cin dao tao, Phong HCNS tham muu cho GD
v€ hinh thirc va phuong phap dao tao, cu thé phai xem xét di€u kién san c6 tai Cong ty dé
xac dinh cac ndi dung dao tao nhu:

$ Doi tugng dao tao: Can by quan ly, cadn bd k¥ thudt, nhan vién nghiép vu, cong nhan
ky thuat.

< Noi dung dao tao: Phai gin lién voi cong viée.

< Phuong phéap dao tao: Tu ddo tao tai chd hay tir bén ngoai, dao tao méi hay dao tao bd

sung.

< Thoi gian dao tao: Ngan han hay dai han, tip trung hay ban tap trung.

< Cac hd trg vé ndi bo trong qua trinh tham gia dao tao dé duy tri va khong lam anh
huong té1 hoat dong chung.

Tuy theo diéu kién da duoc lua chon vé hinh thitrc dao tao ma trién khai thuc hién:

4.1/. Pao tao trong Cty:

5
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a) Lap chuong trinh dao tao:

Trudng hop dao tao trong Cong ty, Phong HCNS phéi hop cac BO phan lién quan dé 1ap

chuong trinh ddo tao theo biéu mau: 3/BM-TTDT, bao gdm:

R R

Dia diém t6 chirc dao tao.

Lap danh sach nhirng ddi tuong dugc dao tao.
Cir Can bo dao tao (huéng dan).

Chuong trinh, ndi dung dao tao.

Thoi gian dao tao.

b) Trién khai thuc hién:

Sau khi chwong trinh dao tao dwoc GD xem xét phé duyét, Phong HCNS sé tién

hanh cac budc cong viéc sau:

Lén lich, thoi gian dao tao.

Ban hanh quyét dinh do GD ky va théng bao cho nhiing ddi trong dugc dao tao chuin
bi sdp xép thoi gian dé tham dy kém theo ndi dung dao tao va lich dao tao (Thong qua
cac Truong Bo phan dé bo tri).

Ban hanh Quyét dinh do GD ky va thong bao cho nhiing B phan lién quan dé cac Bo
phan nay chuan bi sip xép thoi gian va gido trinh huin luyén (hodc hop dong véi
chuyen gia bén ngoal)

Chuan bi cac diéu kién, phwong tién can thiét phuc vu cho viéc dio tao (xac dinh chi
phi dao tao).

Trong sudt qua trinh dao tao, Phong HCNS ctr can bo theo ddi chat ché 16p hoc va yéu
cau nhitng nguoi tham gia dao tao phai thyc hién tét ndi qui, chuong trinh dio tao va cé
bado cao dinh ky véi Truong phong HCNS, Truong phong HCNS c¢6 trach nhiém béo
céo két quia 1én GP v tién trinh dao tao.

¢) Panh gia két qua:

<>

Sau khi dao tao thoi gian 3 thang va 6 thang, Can bo hudng dan phdi hop ciing cac
Trudéng BO phan danh gia kiém tra két qua hoc tap ctua cac doi twong dugc dao tao
thong qua cac cong viéc bo tri thuc te.

Néu khong co su thay d6i chat lugng va hiéu qua trong cong viéce so véi trudce khi dao
tao, thi Trudng BO phan va Trudng phong HCNS xac dinh lai cac yéu to trong chuong
trinh dao tao, ké hoach dao tao cho phu hop hon.
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< Néu Thong qua tap huan dao tao, cac thanh vién duoc dao tao nang cao hidu qua va cé
bi€u hién tich cuc trong cong viéc, BO phan dao tao va Phong HCNS lép to trinh da
hoan thanh chuong trinh dao tao va trinh GD ky giay chung nhan.

4.2 - Pao tao ngoai cong ty:

a) Chon d6i tac va ky hop dong do tao:

Trudng hop do nhu cau dao tao cin phai thuc hién bén ngoai Cong ty, Phong HCNS s&
chiu trach nhiém lién hé cac don vi dao tao va sau do trinh GB xem xét va ky hop dong dao
tao, bao gom:

< Dia diém t6 churc dao tao.

<> Chuong trinh va ndi dung dao tao.
<> Thoi gian dao tao.

<> Kinh phi dao tao.

b) Trién khai thuc hién:

Sau khi d4 ky hop dong dao tao, Phong HCNS s& tién hanh cac budc cong viée sau:

¢ Thoéng bao v6i cac Truong BO phan lién quan va trinh GD ban hanh Quyét dinh ctr di
hoc cho timg ca nhan dugc tuyén chon tham dy khoa dao tao véi cac ndi dung quyén
loi va trach nhiém trong va sau khi dugc dao tao.

$ Té chirc cac phuong tién can thiét cho viée phuc vu cong tac dao tao.

< Cac ho tro khac dé tao diéu kién ngudi duoc dao tao tham gia ddy du chuong trinh.

¢) Banh gia két qua:

Sau khi két thuc khoa hoc, cac dbi tuong dugc cu di dao tao phai ¢ van ban vé két qua
hoc tap va kha niang van dung thuc té, ndp vin ban d6 (c6 xac nhan cua Truong bd phan
truc tiép) vé Phong HCNS dé theo ddi. Pong thoi cac ca nhan d6 chuyén mot ban copy cta
Gidy ching nhan (hodc bang cap) cho Phong HCNS dé xem xét két qua hoc tp va tit ca
gidy to nay dugc luu trong hd so ca nhan.

Sau khi thyc hién nhiém vu va qua 6 thang, DPéi tuong dugc cu di dao tao phai lap bao
céo vé viéc van dung Iy thuyét vao thuc té cong viée két qua ra sao: C6 tién bd hay khong
tién bo so vai truoc khi duoc dao tao kém theo v kién cua Truong bd phan, ¥ kién cua
Truong phong HCNS va chuyén bao céo cho G ¢6 ¥ kién tong két.
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Néu xét viée dao tao khong dat yéu cau cho cong viée thi Phong HCNS két hop cung
Trudng bd phan cua nguoi duge dao tao phai tim nguyén nhan dé khic phuc: Noi dao tao
khong dat yeu cau chét luong, ngudi duge dao tao khong tiép thu tbt trong qua trinh tham
gia dao tao, bd tri cong viée khong phu hop Vorl kha ning, kién thirc duoc dao tao .... Qua
viée xac dinh d6 1am co s& dé xac 1ap lai nhu cau dao tao.

Trudng hop ddi twong duge cir di dao tao dai han (trén 3 thang) thi phai bao co két qua
hoc tap mdi 3 thang vé dé Phong HCNS tong két va theo ddi.

4.3 Ghi va luu hd so dao tao:

- Phong HCNS luu day du hd so dao tao d6i véi mdi chuong trinh dao tao cu thé.

- Dbi dbi véi dao tao nhan vién méi, Phong HCNS tién hanh dao tao vé lich st hinh
thanh phat trién ctia cong ty, cic san pham cua cong ty, co cdu td chirc cong ty, ndi
quy lao dong, quy dinh vé quan 1y nhan su, cac ché do lvong khen thuéng, cac hinh

thire va cach thire xur 1y ky luét ...

sau d6 ghi ddy du theo biéu mau: 4/BM-TTDT.

- Cac by phan phai dao tao hoac hudng din nhén vién vé cach thirc thuc hién cong

viéc, cac quy dinh moi ...

ban chinh chuyén vé Phong HCNS luu.

5. Tai liéu tham khdo:khong co.

6. Phu Luc:

7 R R? 9,
LS X R X R X g

thi ghi hd so dao tao theo biéu mau: 4/BM-TTDT-JOJO,

Phiéu yéu cau dao tao (biéu mau mi sé: 1/BM-TTDT)

K& hoach dao tao (biéu miu ma sé: 2/BM-TTDT)

Chuong trinh dao tao ndi bo (biéu miu ma sé: 3/BM-TTDT)

Danh sach cong nhan vién duoc dio tao(biéu mau mi s6: 4/BM-TTDT)

PHIEU XAC PINH NHU CAU PAO TAO




Code : BMDT-00
LOGO COMPANY NAME Version :5.0
Adress: Dated :
Phone: Email: Page : Page 9 of 13

Document name:

A/ Cin ci¢ phdt sinh nhu cau dao tao:

1.Céc ké hoach va muc tiéu chién lugc va tac nghié¢p cu thé trong tuong lai.
2.Su thay d6i vé qui trinh céng nghé, céng cu va trang thiét bi.

3.Céac yéu cau vé phap luat va ché dinh , cac tiéu chuan tac dong dén to chirc,
4.Ly do khac.

B/ Hudng phit trién nhu ciu dao tao:

1 S6 luong nhan vién cua bg phan hi¢n tai va muc do dap trng cong viéc so voi cac van
de phat sinh & muc 1 & trén.

2 Can dao tao nhiing k¥ ning gi.

C/ Pé xuit dao tao cu thé:

1. P& xuét cho cac bod phan, c4 nhan dugc dao tao cac ky nang theo 2.2.
2.Hodc dé xuat tuyén ¢ ngoai cac nhan vién ¢ k¥ ning theo 2.2.

Truong Bo phan (ky tén) Y kién TP
TCHC

Giam Péc duyét

CHUONG TRINH PAO TAO
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Danh séch nhiing déi tuong dugc dao tao.
Yéu cau cua viéc ddo tao:

Pia diém t6 chirc dao tao.

Can bo dao tao (huéng dan).

Chuong trinh, nd1 dung dao tao.

Thoi gian dao tao.

Kinh phi dao tao:

TP Ha Noi, Ngay ...thang

Giam dbc duyét Trudng phong HCNS Nguoi 1ap

B

DANH SACH CNV PUQC PAO TAO

Theo yéu cAu ctia Thu tuc dao tao.
Bo phan............ tién hanh dao tao/hudéng dan nhu sau:

No6i dung dao tao/huéng dan:
Thoi gian dao tao/hudng dan:
Dia diém dao tao/hudng din:
Nhiing nguoi duge dao tao/hudng dan: (theo danh sach dudi day:

...nam 20..

Sau khi tién hanh dao tao/huéng dan, ngudi dao tao/hudng dan tra 101 cac thic mic cia
CNYV, sau khi khong con thac mac, nguoi dugce dao tao ky tén nhu sau:

Stt

Ho tén Bo phan Ky tén
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TP Ha Noi, Ngay....... thang.....nam 20..
Nguoi dao tao
PHIEU YEU CAU PAO TAO
B
phan:...
Ngay:
Stt Ho tén B6 phéan Thoi gian dao tao No6i dung dao tao Muc dich dao tao
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Trudéng Bo phan Phong HCNS

KE HOACH PAO TAO
- Thuyec hién theo yéu cau dao tao ve... ...
- Phong HCNS lap ké hoach dao tao nhu sau:
1. Chitc danh dao tao (MSCV:..........cc.......)!

Thuoc cac Bo phan:

Giam Doc
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Phuong phap dao tao:
Thoi gian dao tao:
2. Chitc danh dao tao (MSCV:..........cc....)!
Thuoc cac Bo phan:
S6 luong can dao tao:
Muc dich dao tao:
Mirc do giai quyét duoc cong viée sau khi dao tao:
Phuong phap dao tao:
Thoi gian dao tao:
Giam DPéc Phong HCNS
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