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NOI DUNG CHUONG 2

WL 2 1. Khai niém, phan loai ké hoach BT&PTNL
2.1.1. Khai niém ké hoach DT&PTNL
2.1.2. Phan loai ké hoach DT&PTNL

2.2. Noi dung xay dwng ké hoach PT&PTNL
2.2.1. Xac dinh nhu cau BT&PTNL

2.2.2. Xay dwng ké hoach PT&PTNL tdng thé
2.2.3. Xay dwng chinh sach BT&PTNL
2.2.4. Xac dinh ngan sach bT&PTNL

2.2.5. Xay dwng chwong trinh BT va PTNL




2.1. KHAI NIEM, PHAN LOAI KE HOACH BT&PTNL

J Khai niém

Hé théng cac muc tiéu

Ké hoach
DT&PTNL

Cach thirc thwe hién muc tiéu

Trong khoang th&i gian xac dinh




2.1. KHAI NIEM, PHAN LOAI KE HOACH BT&PTNL

d  Phan loai ké hoach DPT&PTNL

Dwa vao th&i gian thwc hién Dwa vao muc tiéu
- K& hoach BT&PTNL ngan han; - ké hoach BT&PT dinh hwong;
- K& hoach BT&PTNL trung han; - K& hoach BT&PT chuyén sau.

- K& hoach DT&PTNL dai han.

Dwa vao pham vi Dwa vao doi twong
- Ké hoach DT&PTNL DN; - Ké hoach DT&PTNL m&i;
- Ké hoach BT&PTNL chi nhanh; - Ké hoach BT&PT nhan vién;
- K& hoach BT&PTNL bd phan... - K& hoach BT&PT nha quan tri;

Dwa vao ndi dung

- K& hoach BT&PT chuy&n mdn — ky thuat;
- Ké hoach DT&PT chinh tri ly luan;
- Ké hoach BT&PT van hoa doanh nghiép;

- - K& hoach DT&PT phwong phap cong tac. | —mm




A
S
| &Y

2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL

Xac dinh nhu cau DT&PTNL

v
v
v
V.
v

Xay dwng ké hoach BT&PTNL tong thé
Xay dwng chinh sach DT&PTNL

Xac dinh ngan sach DT&PTNL

Xay dwng chuwong trinh DT va PTNL

NSNS




oy 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

 Nhu cau dao tao va xac dinh nhu
cau dao taola gi?
Q e Can c* xac dinh nhu cau

DT&PTNL

* NOi dung xac dinh nhu cau
DT&PTNL

* Phuwong phdp xac dinh nhu cau
DT&PTNL

E————/




Q SO luong
S

No6i dung dao tao

E————/




2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

Nguyén Ké
Vong hoach
NLD nhan luc

Chién Ky thuat
Nang luc lwoc céng
NLD nghé

Tieu
chuan

Két qua
DO




- 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

J No6i dung

Phan tich
doanh
nghiép




KSA Nguoi lao

So sinh Yéu cau thyc hién
dbéng hién tai 0 >an cong viéc hién tai
(KSA)

i

Nhiém vu 2

KSA Nguoi lao So s4nh Yéu cau thuc hién
doéng twong lai cong viéc tuong la
(KSA)

e

Nhiémvu 3

Can nhac két qua so sanh duoc thuc hién trong nhiém vu 1, nhiém vu 2 véi thuc
trang cla doanh nghiép dé xac dinh nhu cau dao tao va phat trién cha doanh nghiép
trong tirng giai doan cu thé.

\_

So’ d6 qua trinh xac dinh nhu cdu dao




J 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

J Phwong phap
Phuwong phap truc tiép

Phwong phap diéu tra khao sat va

phong van




J 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

 Khai niém va vai tro

Q e Can c& xdy dung k& hoach
DT&PTNL

* NOi dung xdy dung k& hoach
DT&PTNL

E————/




-’ 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

Phap luat,
quy dinh

DT&PTNL

CAN CU’




/ 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

1 NGi dung

- Xac dinh muc tiéu

- Xac dinh d6i tuong

- Xac dinh n6i dung

- Lwa chon phuwong phap va hinh thirc

- Xac dinh thoi gian va dia diém




<) 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

O

1 Khai niém chinh sach DPT&PTNL

U NOi dung xay dwng chinh sach BT&PTNL
VXay dyng phan tiéu dé

%(éc dinh can c&

W/ Xay dung quy dinh chung
X4y dung cac ndi dung cu thé

«Xéy dung cac diéu khoan thi hanh

B




Hép 2.1: Vi du vé tiéu d ciia quy ché ddo tao — phat trién nhén liec

ED GIAD THONG VAN TAT CONG HOA XA HOI CHU NGHIA VIET NAM
TONG CONG TY XAY DUNG Déc lgp - Tir do - Hanh phiic
CONG TRINH GIAO THONG 4 - ' .
So: 2295/QD-TCCB-LD Ha Néi, ngav  thang  nam
(Ban hanh kém theo Quyét dinh so: 2295/QD-TCCB-LD ngay 04/8/2009 cia Héi dong
Quan tri Tong cong ty)

QUY CHE VE CONG TAC PAO TAO - GIAO DUC
CUA TONG CONG TY XAY DUNG CONG TRINH GIAO THONG 4
Nguén: Téng céng tv Xéy dung céng trinh Giao théng 4
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) HOp 2.2: Vi du vé quy dinh chung ctia quy ché DT&PTNL

| - Pham vi diéu chinh va déi twong ap dung: Quy ché nay quy dinh vé dao tao,
boi dwdng can bd cdng nhan vién (CBCNV) thudc Téng Cong ty Nikkody dwng
cobng trinh giao thong 4.

- Muc tiéu dao tao, boi dwérng la trang bj kién thrc vé Iy luan chinh tri, kién thiec
vé ki nang quan ly, nang cao trinh d® chuyén mén, nghiép vu, kién thirc ngoai
nglr, tin hoc va cac kién thirc bd tro khac nham xay dwng déi ngl can bd cong
nhan vién dap (rng yéu cau nhiém vu va nang cao hiéu quéa san xuat kinh doanh
cta Téng cong ty

- Viéc cir CBCNV di hoc dwoc thwc hién theo phan cap quan Iy CBCNV cua
Téng céng ty; theo quy hoach, k& hoach xay dwng phét trién déi ngii can bd
céng nhan vién, theo nhu ciu san xuét kinh doanh ctia Téng céng ty va cla tirng
don vi; Can c& vao tiéu chuan cua tirng vi tri, chire vu cdng tac, yéu cau trinh do
chuyén mén cla tirng ngach, chirc danh can b, theo muc dich, thei gian, doi
twong dwoc cw di; theo ndi dung cac I&p, khoa hoc dwoc dao tao.

Quy ché nay quy dinh vé dao tao, bdi dwérng can bdé céng nhan vién (CBCNV)
thuéc Tdng Cong ty Nikkody dwng cong trinh giao théng 4.
Ngudn: Téng cong ty Xay dung cdng trinh Giao thdng 4




Hop 2.3: Vi du vé quy dinh vé dbi twong, tiéu chuan, yéu cau
doi véi nguwei dworc dao tao — phat trien

1. Poi twong:

- Nhitng nguoi dwgc clv di hoc phai nam trong ké hoach dao tao hang ndm dwoc phé duyét clia
Tong cbng ty hoac cua don vi.

- Uu tién nhixng CBCNV c6 thanh tich xuat sac, dwoc hwdng di ché do chinh sach theo quy dinh
cta nha nudc, can bd trong quy hoach dao tao, c6 trién vong phat trién.

Nhing nguoi xin di hoc khdng nam trong ké hoach dao tao clia Tong cong ty thi tuy theo doi twong
cobng té,c va nghé, cap dé dao tao, H6i dong Giado duc - dao tao Tong Cong ty Nikkoem xét dé Tong
giam doc quyét dinh.

2. Tiéu chuan:

- Tubi doi: Khdng qué 40 tudi (trer mét sé trudng hop dao tao va dao tao lai cho can bd 1anh dao,
can b6 quan ly).

-Co thoi gian cong téc,trong’Téng cbng ty tir 3 nam tr& Ién (trir trrdng hop dac biét hoac di hoc cé£c
I6p boi dwdng, tap huan ngan ngay). Qua trinh cong tac hoan thanh tot nhiém vu, can dao tao boi
du@ng nang cao qhuyén mén, nghiép vu, c6 yéu cau quy hoach, ké hoach dao tao cua don vi, dwoc
H6i dong don vi dé nghi.

3. Yéu cau déi v&i nguwei dwoe ctr di hoc:

- Phai c6 don xin di hoc va cam doan phuc vu lau dai trong don vi, trong Tdng cong ty it nhat 10
nam sau khi hoc xong.

- Nhirng nguwoi dang dw hoc mét 16p, khdéa hoc dai han thi khdng dwoc dw hoc 16p, khoa hoc dai
han khac.

Vé nguyén tac viéc cr ngwdi di hoc khong 1am anh hwéng I&n dén cac cong viéc dang tién hanh

cda tirng bd phan va Téng cong ty.
Nguén: Téng céng ty Xay dung cong trinh Giao théng 4 I




A Hop 2.4: Vi du quy dinh vé khen thwéng, ky luat doi véi
ngwoi dwoc dao tao

1. Vé khen thwéng

a/ Bbi v&i nhirtng ngudi di hoc dai han (tr 3 thang tré 1én), néu dwoc nha trwdng cong
nhan hoc dat loai xuat sac (diém trung binh tir 9.0 tr& 18n), s& dwoc khen thwdng bang
tién hodc vat chat trj gia tr 500.000 ddng dén 1.000.000 dong.

b/ Bbi v&i nhirtng ngwdi di hoc nhirng khod, 1&p hoc ngan han (dwéi 3 thang): néu dat
loai xuat sac thi tuy theo tirng I&p hoc, khoa hoc c6 thé dwoc thwdng bang tién hodc
vat chat tri gia 300.000d - 400.0004d.

¢/ Nhirng nguoi hoc tap dat két qua cao ngoai van dé duoc thwdng bang tién, vat chat
con c6 thé dwoc dé nghj tang thwéng gidy khen, dwa vao binh xét danh hiéu thi dua
cudi nam.

d/ Bbi voi cac tap thé 16p, khod hoc do Téng cong ty chd tri td chirc: néu 100% hoc
vién dat loai kha tr& 1én (diém trung binh >7 diém), khdong c6 hoc vién bj ky luat dudi
hoc sé& dwoc xét khen thwdng véi gia tri tién thuwdng téi da 1a 1.000.000 déng/tap thé.
2. Ky luat

Hoc vién di hoc bi ky luat dudi hoc, tw v bd hoc sé& phai chiu cac hinh thire ky luat cla
Tdng coéng ty hodc don vij va boéi thwerng kinh phi dao tao nhw sau:

a/ Boi thworng 100% kinh phi do Tdng céng ty, don vi dai tho trong qué trinh hoc.

b/ Khéng dwgc binh xét cac danh hiéu thi dua trong nam va sé phai kéo dai thdi gian
lén lvong.

Nguén: Téng cdng ty Xay dung cdng trinh Giao thdng 4 .




) 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

A

> Xac dinh quy PT&PTNL

+ QuY phat trién doanh nghiép
+ QuY khuyén khich tai nang tré
+ Ngan sach tr xa hoi hoa

» Xac dinh chi phi DPT&PTNL
+ Tién cong gidng vién

+ Chi phi co s& vat chat

+ Chi phi VPP, dung cu phuc vu dao tao
+ Chi phi tra cho déi tac

+ Chi phi ho tro nguoi lao dong
+ Chi phi co héi

\




Mau bang ké& hoach phan b6 ngan sach

THU

s6
TIEN

CHI

s6
TIEN

GHI
CHU

| | DAO TAO VA PHAT TRIEN NHAN LUC — NHA QUAN TR| CAP CAO
1 | Quy phat trién doanh nghiép Chi phi tién céng giang vién
2 | Quy khuyén khich tai nang tré Chi phi co’ s& vat chat
3
4

Quy xa hoéi hoa Chi phi khac

TONG THU TONG CHI
Il |DAO TAO VA PHAT TRIEN NHAN LUC — NHA QUAN TRI CAP TRUNG
1 | Quy phat trién doanh nghiép Chi phi tién céng gidng vién
2 | Quy khuyén khich tai nang tré Chi phi co sé vat chat

Quy xa hoéi hoa Chi phi khéac

TONG THU TONG CHI

Il {DAO TAO VA PHAT TRIEN NHAN LWC — NHAN VIEN

1 | Quy phat trién doanh nghiép Chi phi tién céng giang vién
2 | Quy khuyén khich tai nang tré Chi phi co s& vat chat

Quy xa hoéi hoa Chi phi khac
TONG THU TONG CHI
IV | TONG HOP

e — e




J 2.2. NOI DUNG XAY DUNG KE HOACH DT&PTNL (tiép)

O

> Khai quat vé chuong trinh DT&PTNL
» NOi dung xay duwng chwong trinh PT&PTNL

Xay dwng chwong trinh

0 DT&PTNL

Xac dinh muc tiéu

Xac dinh d6i tuong

Xac dinh ciu truc, ndi dung, dung lwong

Xac dinh hinh thirc, phwong phap

Xac dinh thoi gian, dia diém, lich trinh

Xac dinh chi phi trién khai

Xac dinh cac tiéu chuan kiém soat va danh
gla




CHUONG TRINH DAO TAO VA PHAT TRIEN
Tén chwong trinh: ........................
1. Muc tiéu cta chwong trinh
2. Poi twong tham dw
Chtrc danh
Sé lwong hoc vién
Danh sach hoc vién
3. Hinh thire
(Pao tao bén trong, dao tao bén ngoai doanh nghiép; Thoi gian; dia diém)
4. Lich trinh, ndi dung va phwong phap
(Bao gém ljch trinh, chd dé, néi dung chinh, phuwong phap cu thé)
5. Chi phi
(Chi phi giang vién, chi phi tai liéu, ...)
6. Chi tiéu chat lwong

(TY 1& lvot ngwoi tham du/ tong so hoc vién déang ky; Ty 1& dat ching chi/ tong s6 hoc vién;
SO gio dao tao thue té/ ké hoach; Chat lwgng khda hoc qua phan hdi cua hoc vién; ...)

..., hgay ....thang .... nam

. Phé duyét [1] Xem xét [2] Ngwéi lap [3] I






