UBND TINH QUANG BINH CONG HOA XA HOI CHU NGHIiA VIET NAM
SO NONG NGHIEP & PTNT Poc ldp - Tw do - Hanh phuc

Quang Binh, ngay 18 thang 11 nam 2015

QUY TRINH
PAO TAO, BOI DUONG CAN BQ, CONG CHUC, VIEN CHUC
(Ban hanh kém theo Quyét dinh s6: 659/QP-SNN ngay 18 thang 11 nam 2015
ciia Gidm doc S¢ Néng nghiép va Phdt trién néng thén Qudng Binh )

I. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich
Quy dinh nay thdng nhat quy trinh thuc hién cong tac dao tao, boi dudng
cho can bg, cong chuc, vién chic cua co quan va don vi truc thudc S& Nong
nghiép & PTNT tinh Quang Binh (sau diy goi tat 1 S¢), nham bao dam ngudn
nhan lyc dé to chirc thuc hién ngdy cang tot hon chirc ning, nhiém vu, quyén han
ctia S¢ va duy tri, cai tién Hé thong quan 1y chat lugng nay.
2. Pham vi ap dung
- Ap dung cho cac hoat dong dao tao, boi dudng cho can bg, cong churc,
vién chirc ctua S¢.
- Phong T6 chirc can bd co trach nhiém chu tri gitp Giam déc So thuc
hién cac cong viéc thudc quy trinh nay.
I1. PINH NGHIA, TU VIET TAT VA TAI LIEU VIEN DAN
1. Pinh nghia, tir viét tit
- CBCCVC: Can bg, cong churc, vién chirc.
- P.TCCB: Phong T6 chirc Cén bo.
- CVPT: Chuyén vién phu trach.
- PTBD: Do tao, boi dudng.
2. Tai li¢u vién din
- Luat Céan bg, Cong chuc s6 22/2008/QH12;
- Luat Vién chirc s6 58/2010/QH12
- Nghi dinh 18/2010/ND-CP ngay 05/03/2010 cua Chinh phil vé dao tao,
boi dudng cong chic.
- Quyét dinh: 874/TTg ngay 20/11/1996 ctia Thi tuéng Chinh phu vé cong
tac dao tao, boi dudng can bd va cong chirc nha nudce.
- Quyét dinh: 161/2003/QD-TTg ngay 04/8/2003 cua Thu tuéng Chinh
phu ban hanh Quy ché dao tao, boi dudng can bd, cong chirc.
- Quyét dinh sb 13 QD/BCSD-UBND ngay 28/3/2008 cua Ban can su
Pang UBND tinh Quang Binh vé ban hanh Quy dinh vé phan cip quan 1y va bd
nhiém can bo;
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- Quy dinh s6 89/QD-SNN ngay 28/12/2012 ciia S& Nong nghiép & PTNT
tinh Quang Binh vé cong tic quan 1y can bd, cong chic, vién chic va lao dong,
t6 chirc bo may va bién ché ciia S& Nong nghiép & PTNT tinh Quang Binh;

- Ké hoach dao tao, bdi dudng CBCCVC hang niam ciia UBND tinh, Bo
Nong nghiép & PTNT va S6 Nong nghiép & PTNT;
- Cac van ban huéng din cua cip trén vé cong tac dao tao, boi dudng

CBCCVC hang nam;

- Toan bd cac quy trinh chat luong theo tiéu chuan qudc gia TCVN ISO
9001:2008 cua co quan hanh chinh nha nudc.

I11. NOI DUNG (Xem luu d6 khai quat)

Trach nhiém

Trinh tu cac bude

Biéu mau

Trudng cac Phong

X&c dinh nhu cau

chuyén mén va céac QT.10-TCCB*MO01
don vi thudc Sé.
il
Truéng P.TCCB, Lap ké hoach QT.10-TCCB*M02
CVPT dao tao
i \ 4
- Giam doc S .
- Co quan c6 tham DuyOt
quyén, co s DPTBD
P.TCCB, cac Phong Thue zién K& Theo miu yéu cau
chuyén mén, don vi va hoach cta co quan ¢ thim
ca nhan lién quan i quyén.

Ca nhan duoc dao tao

|
Béo céo két qua
dao tao, boi dudng

A\ 4

Trudng P.TCCB, B0 i
CVPT dao tao thuc hién ké hoach QT.10-TCCB-M03
y
P.TCCB
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Mo ta nhu sau:

1. X4c dinh nhu ciu

- Hang nam vao thang 9, CVPT dao tao Phong TCCB gui mau QT.10-
TCCB*MO1 cho cac Phong chuyén mon, don vi thugc S¢ dé dang ky nhu cau
dao tao, boi dudng CBCCVC nam sau cua don vi minh va gui vé Phong TCCB
dé tong hop.

2. Lap ké hoach dao tao

Trén co s¢ dang ky nhu cau dao tao cua cac phong chuyén mén va cac don
vi trye thude So, CVPT cong tac dao tao, boi dudng thudc Phong TCCB lap ké
hoach dao tao, boi dudng can bo, cong chirc, Viéq chuc bao cao Trudng phong
TCCB theo mau QT.10-TCCB*M02, trinh Giam doc S¢ phé duyét, dong thoi gui
K& hoach nay dén So Noi vu va cac co so dao tao dé lam can ctr phan bo chi tiéu
dao tao, boi dudng.

3. Thuec hién ké hoach dao tao, boi dudng

3.1. Poi véi dao tao, boi dudng & trong nuéce

3.1,.1. Déi‘ voil qao tao sau dai hoc: Thu truong don vi lap ho so, bo céo
Giam doc S, ho so gom:

+ T trinh dé nghi ctia thu trudng don vi (kém theo danh sach trich ngang);

+ Pon xin di hoc cta ca nhan;

+ Ban cam két thoi gian phuc vu theo quy dinh (miu QT.10-TCCB*MO03);

+ Gidy béo tring tuyén, nhap hoc ctia Truong hoic co so dio tao.

Sau khi xem xét ho so, ddi chiéu du cac tiéu chuan, dicu kién dugc cr di dao
tao theo quy dinh, CVPT dao tao, boi dudng soan thdo quyét dinh ctr can bg,
cong chue, vién chire tham dy khoa dao tao bao cdo Trudng phong, trinh Giam
doc So ky quyét dinh.

3.1.2. Ddi véi cac khoa bdi dudng:

 Khi nhén dugc van ban cia S& Noi vu hodc céc co s¢ dao tao cé lién quan
ve€ ctr can bd tham gia dao tao:

- CVPT dao tao, boi dudng 1ap danh sach (theo mau yéu cau) béo céo

Truong phong, trinh Giam dbc So ky phé duyét truc tiép, hodc giri SO Noi vu, co
quan c6 tham quyén phé duyét.

Truong hop gui S6 Noi vy, co quan ¢6 tham quyén phé duyét da phé duyét,
CVPT dao tao, boi dudng soan thao quyet dinh cur can bo, cong thrc, Vién Chl:‘[',C
tham du khoa boi dudng bao cdo Truong phong, trinh Giam doc S& ky quyét
dinh.
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3.2. Poi véi dao tao, boi dudng & nuéc ngoai:

3.2.1. Poi véi dao tao dai hoc, sau dai hoc: Thu truong don vi 1ap ho so,
bao cdo Giam doc S&, ho so gom:

+ T trinh dé nghi cta thu truéng don vi (kém theo danh sach trich ngang);

+ Pon xin di hoc cua ca nhan;

+ Ban cam két thoi gian phuc vu theo quy dinh (miu QT.10-TCCB*MO03):

+ Gidy bao triing tuyén, nhap hoc ctia Truong hodc co so dao tao.

(H6 so lap thanh 02 b, 01 bd gtri co quan ¢6 thim quyén (S& Noi vu, Ban To
chue Tinh uy), 01 b luu tai So).

Sau khi xem xét ho so, d6i chiéu du céc tiéu chuén, diéu kién dugc cir di dao
tao theo quy dinh, CVPT dao tao, boi dudng soan thao to trinh cur can bg, cong
chuc, vién chirc tham du khoa dao tao bdo cao Trudng phong, trinh Gidm dbc So
ky duyét, gui to trinh giri dén co quan co thAm quyén va thuc hién cac thu tuc
lién quan trude khi UBND tinh ky quyét dinh.

3.2.2. Poi v6i cac khéa bdi dudng

Khi nhan dugc van ban cua cac co s& dao tao co li€n quan vé clr can bd
tham gia dao tao:

- CVPT dao tao, boi dL‘rG‘ng lam to trinh ¢t can bd, cong chie, Vién,Chli’C
tham du cac khoa dao tao, boi dudng bao cdo Trudng phong, trinh Gidm doc So
ky duyét.

Sau khi Giam doc S¢ ky duyét, CVPT dao tao, boi dudng giri to trinh dén
UBND tinh (qua S& Ngoai vu) xem xét ban hanh quyét dinh ctr can bg, cong
chure, vién chire tham du cac khoa dao tao, boi dudng.

- Sau khi ¢6 quyét dinh dong ¥ cir di do tao, boi dudng, CVPT dao tao, bdi
dudng phoi hop voi cac S¢ va cac don vi lién quan tien hanh céc thu tuc d€ cu
CBCCVC di dao tao, bo1 dudng.

4. Bao cio két qua dao tao

4.1. Poi véi dao tao, bdi dudng & trong nwéc

- Sau khi hoan thanh chwong trinh dao tao, bdi dudng, CBCCVC phai bao
cao ket qua dao tao vdi lanh dao don vi dang cong tac va ndp ban sao van bang,
chung chi vé Phong TCCB.

4.2. Poi véi dao tao, boi dudng & nudc ngoai

- Pbi voi dao tao dai hoc, sau dai hoc: Sau khi hoan thanh khoa hoc,
CBCCVC phai ¢6 van ban bao cao két qua hoc tap giri UBND tinh, co quan c6
tham quyén, S& Nong nghi¢p & PTNTva ndp ban sao van bang vé Phong TCCB
Sé.

- Ddi véi cac lfhéa boi dudng: Sau khi hoan thanh khoa hoc, CBCCVC nop
ban sao chimg chi vé Phong TCCB Sé.
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* CVPT Phong TCCB c¢6 trach nhiém cap nhat, theo ddi, tong hop sé can bd

duoc ctr di dao tao, boi dudng dé co ké hoach dao tao boi dudng ctia nganh trong
cac nam sau, sir dung so li€u trong cac bdo cdo chuyén d¢, bao cao thang, quy,

nam.

5. B4o cao thwe hién ké hoach dao tao

Dinh ky hang nam, Chuyeén vién phu trach dao tao, boi dudng tham muu 1ap
bdo céo két qua thuc hién ké hoach dao tao boi dudng CBCCVC ‘Eheo mau QT.10-
TCCB*M04 trinh Lanh dao phong soat xét va tham muu Gidm doc S¢ ky duyét

trude khi giri cho S Noi vu.

IV. HO SO CONG VIEC
o B0 phan , Thoi gian
TT Tén ho so L Cach luu hru
quan ly

1 | Ding ky nhu ciu dio tao P.TCCB Thoi gian | 01 nam
2 Ké hoach dao tao P.TCCB Thoi gian | 01- 05 ndm
3 Quyét dinh ct di dao tao P.TCCB Thoi gian | Vinh vién
4 Vin bang, chimg chi, ... P.TCCB Thoi gian | Vinh vién
5 | Bao céo két qua thuc hién ké hoach dao tao P.TCCB Thoi gian | 01- 05 nim

Céac nodi dung kiém soét khac tudn thu theo Quy trinh kiém soat hd so cua

Sé.
V. PHU LUC

- Pang ky nhu cau dao tao

- K& hoach dao tao

- Ban cam két

- B4o céo két qua thyc hién ké hoach: QT.10-TCCB*MO04

: QT.10-TCCB*MO01
: QT.10-TCCB*MO02
: QT.10-TCCB*MO03

GIAM POC

Phan Van Khoa
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