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“Hién nay, rdt nhiéu céng ty, ddc biét la cdc Doanh nghiép SMEs chua c6 quy ché dao tao
bai bdan, gdy nhiéu khé khén cho céng tdc dao tao cua Doanh nghiép. Hon nita, hang ngay
cdc ban lam Nhén sw dang phdi vét 16n vdi viéc xdy dwng cdc forms biéu méu dao tao.
Nhdm hé trg b phdn Nhén sw téi wu hiéu qud dao tao, Hoc vién Qudn tri HRD Academy
thdn guri ban Handbook “Quan tri ddo tao”. Cuén sé tay tédp hop nhitng kinh nghiém va kién
thire quy bdu dén tir nhitng chuyén gia hang déu tai HRD Academy, hi vong sé€ giup ban gidi
quyét cong viéc mét cdch dé dang, nhanh chdng va hiéu qué.”
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1. Muc dich
Pam bao d6i ngii nhan vién ludn duge dao tao dé co du nang luc thyc hién

cac cong viéc va nhiém vu duoc giao.

2. Pham vi ap dung
Tat ca Nhan vién trong Cong ty.

3. Tai li¢u lién quan
- Tiéu chuan ISO 9001:2008
- Sb tay chat lugng cua cong ty
- Luat lao dong hién hanh va céc vin ban huéng dan lién quan
- Sb tay nhan vién.

4. Pinh nghia — Thuit ngir - Viét tat
HCNS: Hanh chanh Nhéan su

NV: Nhan vién
PT: bao tao

5. Noi dung



‘ QH RD HOC VIEN QUAN TRI

5.1. Luu do

Hotline: 0973452082

BAT PAU

-

Phong ban co nhu [ Tha thas nha o3 521
cau dao tao g ! dss tnaou cad F-S03-01
T ' F-S03-02
Trudéng BP Nhan sy
Téng Giam Déc ac dinh nhu cau 5.2.2
dao tao F-S03-01
Giam doc don vi v B
Truéng BP NS Lap ké hoach DT quy- F-Sb?;-Ol
Nhan vién phu trach—— nam
dao tao i
Téng Gidm ddc w 5.2.4
Pat
Té)ng Giam d@C - 525
Truong BP NS Thuc hién dao tao F-S03-05
Giam doc don vi
NhAn vidn nhu trach
Chira dat
i ) 5.2.6
T@I’lg Giam doc v F-S03-06
Truong BP NS i F-S03-07
Giam déc don vi banh gis l
Nhan vién phu trach Hoan tré hoc phi
v _ 5.2.7
Cép nhét ho so F_803_08




’HRD HOC VIEN QUAN TRI Hotline: 0973452082
¢HRD

5.2 Dién giai:
5.2.1 Thu thap nhu ciu dao tao

5.2.1.1 Cac quy dinh chung
Vui long xem phu luc 1

5.2.1.2 Lap ké hoach dio tao
a)Ké hoach dao tao ciia cac phong ban,

don vi thuc hién:

Ké hoach niim : VVao thang 11 mdi nam, Giam déc cac don vi ciia Cong ty phai

xac dinh nhu cau dao tao cho nam ké tiép can cir vao:

Muc tiéu cua don vi.

Bang danh gia thanh tich theo dinh ky.

Ty & khiéu nai ciia khach hang vé chat lugng cong viéc caa nhan vién.

Két qua hoat dong, dao tao ciia nim trudc

Sau d6, Giam dbc don vi phai 1ap “Ké hoach dao tao quy / nam “ma hiéu F-S03-
01 (viéc dao tao nay chi ap dung ddi V&i cac nhan vién di ky hop dong lao

dong), sau d6 gui vé phong NS dé Truéng BP NS xem xét.

Ké hoach quy: Trong truong hop néu co thay dbi hoic bd sung yéu cau dao tao

so voi ké hoach nim da duoc duyét, Giam Débc don vi phai 1ap ké hoach bo sung
nhu cau dao tao vao cudi mdi quy — M4 hiéu F-S03-01, va gui vé Phong NS

cham nhét vao ngay 5 thang thtr nhat hang quy.
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b) Nhu cdu dao tao theo
nguyén veng va theo yéu cdu

dot xudt:

Khi ¢6 yéu cau dao tao dot xuat
hoac theo nguyén vong cua

CB-CNV phuc vu cho cong

tac, Giam Poc don vi phai néu
rd Iy do vé nhu cau dao tao,
muc tiéu, noi dung dao tao cho ca nhan vao “Phiéu dang ky dao tao ca nhan” ma
hiéu F-S03-02 va goi vé Phong NS chuyén Giam Boc NS xem xét va trinh Tong
Giam dbc phé duyeét.

5.2.2 Xac dinh nhu cau dao tao

Vao ngay 20 thang 11 mdi nam, nhan vién phu trach ddo tao phai thu thap day
da bang ké hoach dao tao cua cac phong/ban, don vi, 1ap bang téng hop va
chuyén cho Truéng Bo Phan Nhan sy. Sau khi nhan bang tong hop hoic nhu cau
dao tao dot xuat, Truong Bo Phan Nhan su s& xem xét, d6i chiéu cac dir lieu va

tham dinh nhu cau dua trén nhirng yéu té sau:

= Nhu cau nay pht hop véi muc tiéu chién luoc hoac ké hoach kinh doanh hang

nam hoic tinh hinh thyuc té caa Cong ty.

= Két qua cong viéc dang duoc COng ty quan tam thé hién su yéu kém vé mat

k§ nang va can phai hoan thién.
= Phan cong nhiém vu méi, thay ddi/nang bac chuc vu.

= Nang cao, cap nhat trinh d¢ hang nam.
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= Tai huan luyén cho cac nhan vién dam nhan cac quy trinh dac biét.

= Pao tao dot xuit do:

- Du 4n san pham méi

- BO6 sung nhan su

- Theo yéu cau cua Tong Giam Dbc Cong ty. ’HRD

5.2.3 Lap ké hoach dao tao tong hop hang nim/quy — xét duyét

a) Ké hoach nam:

Sau khi xem xét, d6i chiéu céc dir liéu, tham dinh va xay dung ké hoach dao tao
cho nam ké tiép theo biéu mau méa hiéu F-S03-01, ké hoach dao tao ndy s& duoc

trinh 1én Tong Giam Boc xem xét va phé duyét cham nhat vao cudi thang 12.
b) Ké hoach quy:

Dua trén bang ké hoach dao tao nim da dugc duyét, tinh hinh thuc té cua Cong
ty va nhu cau thay doi hoac phat sinh tir cac phong ban, don vi (néu c6), nhan
vién phu trach dao tao sé& 1ap Ké hoach thyc hién quy theo biéu mau ma hiéu F-

S03-01 va trinh Truong BP NS va Tong Giam Déc xét duyét. P.NS s& gui lai cac
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phong ban trong vong 7 ngay ké tir ngay nhan dugc ban phé duyét ké hoach dao

tao tir Tong gidm déc.

v Nhu cau va ké hoach dao tao nam (hodc quy) pht hop da duoc Tong Giam
Péc duyét s& dugc phong NS phé bién dén cac Giam Pdc don vi/ca nhan

lién quan dé chuan bi ké hoach phéi hop dong bo.

v' Néu yéu cau dao tao khong dugc Tong Giam Poc xét duyét, phong NS co
trach nhiém thao luan, thong bao bang vin ban dén cac phong ban, don vi

thuc hién.
5.2.4 T6 chic thuc hién chwong trinh dao tao:

Sau khi ké hoach dao tao quy da dugc duyét, nhan vién phu trach dao tao Ién ké

hoach cu thé dé tién hanh t6 chirc dao tao theo cac bude nhu sau:
a) Buoc 1.

= Xac dinh muc tiéu dao tao.

= Tim hiéu, xac dinh d6i tuong dao tao va dugc dao tao.

* So phac chuong trinh dao tao.

= Chon giang vién va théng nhat noi dung, phuong phép, thoi lugng cua chuong

trinh dao tao va dja diém dao tao.
= Duy kién chi phi ddo tao.

= Lap dé xuat trinh Truong BP NS va Tong Giam dbc xét duyét dé tién hanh
thuc hién theo diéu b. TOy theo noi dung dao tao, cac budc trén co thé thay

doi tht tu hodc gian luge dé phi hop véi tinh hinh hoat dong cua Cong ty.
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b) Budc?2

=  Lén thoi biéu dao tao

. Du thao va dé xuat ky

hop dong dao tao (néu cd)

. Ra Thong bao

. Lap danh sach chinh thuc

trinh Toéng Giam doc duyét

theo biéu mau ma hiéu F-S03-05

= Tién hanh thuc hién khéa dao tao

= Thanh toan hoc phi (hoc phi chi dugc thanh toan khi ¢c6 hoa don tai chinh
hoac bién lai thu phi do Téng cuc thué phét hanh hoic hop dong dao tao cé

nhan nhung phai c6 su chap thuan cua Tong Giam Poc).

5.2.5 Panh gia hi€u qua cia cong tac dao tao:
a) Giai doan 1:

=  Ddi voi khoa dao tao do cac don vi tir b&n ngoai thuc hién :

Cudi khoa dao tao, cac CB-CNV phai qua mot cudc kiém tra cua Giang vién
hoic don vi dao tao nham xac dinh CB-CNV d6 c6 dat duoc két qua qua ky kiém
tra dé hoan thanh khoa hoc va duoc cap gidy chiing nhan (néu c6). Trong truong

hop don vi dao tao khdng to chirc kiém tra cudi khda thi viéc xac dinh hiéu qua &
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giai doan nay s& dua vao chuyén can caa CB-CNV ma quyét dinh cap giay

chang nhan hay khéng.

Doéi véi cac CB-CNV khéng dat véi yéu cdau dao tao (khéng dwoc cap ching

nhdn) thi CB-CNV nay phdi boi hoan twong vng lai cho cong ty chi phi ddo tao

cong ty da tra cho bén dao tao (Néu khéng cé 1y do chinh dang dwoc thong bao
trudc cho Lanh dao phong va Phong Hanh chanh - Nhan si).

= Cé4c CB-CNV sé& lam bai thu hoach hoac tra 101 qua “Phiéu tham do két qua

dao tao” theo biéu miau ma hiéu F-S03-06 hoic hop nhan xét nham muc

dich xac dinh sy htru ich va tang thém gia tri gia tang cho ban than CB-

CNYV tham gia chuong trinh.

b) Giai doan 2:

= Khi khoa dao tao két thic, CB-CNV trg vé cdng tac tai bo phan cua minh,
Giam ddc cac don vi phai xem xét va danh gid hiéu qua va ning suat 1am
viéc cia nhan vién d6 nham xem xét ho c6 dat dugc nhiing két qua kha
quan nao tir cong tac dao tao qua “Phiéu danh gia hiéu qua dao tao” ma
hiéu F-S03-07, theo cac hinh thuic sau:

= Néu muc tiéu dao tao do don vi dé xuat va c6 nhu cau cit CB-CNV cua don
vi di dao tao thi don vi tu dua ra ti€u chi danh gia hiéu qua dao tao nham
tao su phl hop trong viéc xac dinh muc tiéu cia don vi trudc khi bat dau

dao tao. Thoi gian danh gid sau 06 thang ké tir khi két thic khoa.

= Néu muc tiéu dao tao do cong ty dé ra va to chic nhim dao tao cho CB-
CNV thudc cong ty thi phong Nhéan su sé co trach nhiém dua ra cac tiéu chi

danh gia hiéu qua. Viéc danh gia hiéu qua va ning suat 1am viéc chi thuc
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hién khi khoa dao tao li€n quan dén

chuyén moén chinh cia nguoi duogc
dao tao va chi bat dau danh gia, nhan
xét sau thoi gian ké tir khi khoa dao
tao két thdc va trong ky danh gia

thanh tich nhu sau :

- Panh gi4 sau 6 thang ké tir khi

két thuc dao tao.

- Hodac khi nhan vién dugc chinh thite dam nhan chic vu co trach

nhiém lién quan dén chuyén mon dugc dao tao.

= Khi tién hanh danh gid hiéu qua sau dao tao néu CB-CNV duoc dao tao
khong dat yéu cau, thi Truong BP NS va Giam dbc cac don vi phai cling

nhau xem xét tim ra nguyén nhan dé c6 céac bién phap xi 1y thich hop.

= Trudng hop cac budi tap huin, bao cdo chuyén dé hodc nhitng khéa hoc
mang tinh chat cap nhat thong tin méi s& khéng can phai danh gia hiéu qua

ma chi can 1am bao cao c6 chir ky cta ngudi huéng dan va Truong BP NS.

Truong BP Nhan su s& tién hanh tong hop bao céo dao tao, phu luc “Béo céo
tong hop dao tao”.

5.2.6 Cap nhit ho so:

Qua trinh dao tao s€ dugc nhan vién phu trach dao tao thuong xuyén cap nhat chi
tiét trén may vi tinh va cap nhat vao “Thé Iy lich dao tao c4 nhan” ma hiéu F-

S03-08 tai phong NS mét lan vao d¢au mdi nim. Ho so dio tao c& nhan gom:

- Bang cép trinh d6 vin héa (bang MBA, Pai hoc, Cao dang...).
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- Bang cap tham gia cac khoa dao tao vé ky ning
- Phiéu ding ky dao tao néu c6 tham gia cac khoa dao tao do cong ty tai tro
- Bang thoa thuan huan luyén néu tham gia cac khoa dao tao do cong ty tai trg

- Phiéu danh gia hiéu qua dao tao néu tham gia cac khoa dao tao do cong ty tai

tro

XEM THEM: THAM KHAO BO CHUONG TRINH CHI TIET DANH CHO
CAC PHONG BAN

6. HO so
1 | F-S03-01 K& hoach dao tao  Phong HC-  Luu file 01 nam
quy_ nam NS, cac ph | theo thoi
ong ban gian
2 | F-S03-02 | Phiéu ding ky d¢ao | Phong HC- | Luu file 01 nam
tao (ca nhan) NS theo thoi
gian
3 | F-S03-03 | Phiéu ding ky dao  Phong HC- | Luu file 01 ndm
tao (tap the) NS theo thoi
gian
4 | F-S03-04 | Ban thoa thuan CB-CNV Luu file 01 nam
huan luyén Ph()ng HC- theo thoi

NS gian


https://drive.google.com/file/d/1LoX9ekWw3uCuIXudq3WDe93JugszM1jy/view
https://drive.google.com/file/d/1LoX9ekWw3uCuIXudq3WDe93JugszM1jy/view
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5 | F-S03-05 | Danh sach tham Phong HC- | Luu file 01 nam
gia dao tao NS theo thoi
gian
6 | F-S03-06 | Phiéu thim do két | Phong HC- | Luu file 01 nam
qua dao tao NS theo thoi
gian
7 | F-S03-07  Phiéu danh gia Phong HC- | Luu file 01 nam
hiéu qua dao tao NS theo thoi
gian
8 | F-S03-08 | Thé ly lich dao tao  Phong HC- | Luu file 01 nam
ca nhan NS theo thoi
gian
9 | F-S03-09 | Phiéucungcap— |Phong HC- | Luu file 01 nam
huéng dan CB NS theo thoi
CNV moi gian

7.Phu luc 1: Cac quy dinh chung
7.1 Quy dinh vé cac hinh thirc dao tao

Pao tao hudng dan nhan vién méi : Trong tuan I& dau thir viéc Giam Déc

hoic Truéng bo phan truc tiép quan ly c6 ké hoach huéng dan nhan vién

méi va cung cap cho nhan vién méi cac thong tin cin ban vé Cong ty, hoat
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dong caa cac phong ban va don vi, mo ta chac vy, cac chinh sach cua cong
ty theo biéu mau “Phiéu cung cap - huéng dan CB — CNV méi” ma hiéu F-
S03-09 nham gitp cho nhan vién mai nhanh chéng hoa nhap va thich nghi
véi diéu kién va cach thirc 1am viéc trong cong ty.

Pao tao kém cip: Qua trinh dao tao dién ra tai noi lam viéc theo hinh thtc
vira lam vira hoc, nguoi ¢é trinh d§ chuyén moén cao hoac cé kinh nghiém
lau nam gitp d& va huéng dan ngudi mai vao nghé. Loai hinh dao tao nay
duoc Téng Giam Ddc giao cho cac don vi tu Ién ké hoach t6 chtrc thuc

hién dao tao.

Pao tao huan luyén k¥ ning: gitip cho CB-CNV ¢6 trinh do chuyén mon va

cac k¥ niang phu hop dé thuc hién céng viéc theo yéu cau.

Dao tao va phat trién cac nang luc quan tri: nham gitp CB-CNV duoc tiép
xuc, lam quen véi cac phuong phap lam viéc mai, ndng cao ki nang thuc
hanh, va céc kinh nghiém t6 chac quan ly va trang bi nhiing k§ ning nham
tao dong luc kich thich nhan vién thuc hién cong viéc co tinh thach thuac

cao va co nhiéu co hoi thang tién.

Ngoai ra céng ty s& giao cho cac don vi lién quan dén Giam sat, thi cong
xay dung tu to chic cac khoa dao tao vé ky thuat an toan lao dong nham
huéng dan cac nhan vién l1am viéc truc tiép trén cong truong cach thic thuc
hién cong viéc an toan, dam bao chat lugng cong trinh va ngin ngira trudng

hop tai nan trong lao dong.

Viéc lua chon hinh thire dao tao va cach thie té chic phu thudc vao cac yéu cau
vé quy mo dao tao, mic d6 phac tap, nhu cau dao tao, diéu kién to chirc, tai

chinh .v.v cu thé tai cong ty.
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Pam bao ngudi lao dong nhan thie duoc mdi lién hé va tam quan trong cua
nhitng hoat déng caa ho va ho dong gop nhu thé nao ddi vai viec dat duoc muc

tiéu chat lugng chung cua cong ty.

7.2 Phwong thirc to chirc
Pé pho cap, nang cao nhiing ky niang ciling nhu kién thirc, nang cao chat
lwong san pham, doi méi céng nghé, ky thuat ... va theo yéu cau cua cong ty,
phong NS s& tién hanh t chitc cac khoa dao tao, tap huan, boi dudng trong

nudc hodc ngoai nudc, trong gio lam viéc hoac ngoai gio lam viéc nhu sau:

a) Pang ky goi CB-CNV dén céc t6 chitc bén ngoai (trong nude, ngoai nudc)

tham gia cac khoa dao tao.
b) Moi céc t6 chirc bén ngoai dén thuc hién dao tao tai cong ty.

c) Moi cac CB-CNV dang lam viéc tai cong ty ¢6 chuyén mon cao thuc hién

cac khoa dao tao.

» Tuy theo chuong trinh
dao tao ké ca khi CB-CNV
duoc Tong Giam Dbc ky
duyét tai tro hoc phi hoac chi
phi lam dé an nghién ctu cap
cong ty, CB-CNV s¢& phai
ky “Bang thoa thuan huan
luyén” ma hiéu F-S03-04

hoic “Phiéu diang ky dao tao cd nhan” mi hiéu F-S03-02, hoic “Phiéu
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ding ky dao tao tap thé” néu 1a ding ky dao tao tap thé theo ma hiéu F-
S03-03 hoic ky xac nhan trén thu moi do phong NS phat hanh nham cam
két vé viéc ding ky tham du dao tao va thoi gian phuc vu cho cdng ty. Thoi
gian cam két phuc vu cho céng ty va mac do vi pham s& duoc cong ty ap

dung theo tirng khoa dao tao (xem muc 7 phu luc).

7.3 Chinh sach quy dinh vé cac truong hop tii tro hoc phi Cao hoc, Tién
si hoac chi phi nghién ciru dé an cap Cong ty

a) Cong ty s& hd tro cac suat hoc phi uu dai hoic tro cap kinh phi nghién cau
cho CB-CNV hodc cac nha quan ly dugc danh gia la nhirng can bo chu
chét theo danh gia ctia Tong Giam Poc Cong ty tham gia cac chuong trinh
dao tao nghién ctru dé dat duoc cac bang cap hoic hoc vi cap cao & trong

nudc va ngoai nuoc.

b) Chuong trinh nay ap dung cho nhan vién da lam viéc cho Cong ty ... it
nhat 3 nidm lién tuc vao thoi gian ndp don xin hoc chuong trinh nay hoic

nghién ctru sinh dé tai nay. Ngudi ndp don phai giit chic vu cap truong Bo



’H RD HOC VIEN QUAN TRI Hotline: 0973452082

phan hoic cao hon. Tuy nhién ciing c6 truong hop ngoai & cé thé dugc

xem xét danh cho cap nhan vién thap néu thanh tich cong viéc xuit sac.

¢) Khoa hoc phai lién quan truc tiép dén su phat trién nghé nghiép caa ngudi

nop don.

d) Hb tro Thoi gian: ngay cudi tuan va gio nghi sé dugc chil yéu xem xét dé
chon mét chuong trinh hoc thich hop. Cong ty khdng chap thuan lay ngay
lam viéc hay mot phan ngay 1am viéc dé di hoc. Tuy nhién, trudng hop
ngoai 1& s& linh dong cho phép dung cho mot sé gid 1am viéc va phai dugc
su chap thuan caa Giam déc Bo phan. Nhan vién phai 1am viéc vao nhiing
gid khac dé hoan thanh duang thoi han cong viéc dugc giao. Giam Péc truc
tiép phai thao luan thang than vé thoi gian caa Cong ty véi ngudi nop don

va bugc nhan vién ay cam két truéc khi dé nghi.

e) Nhan vién phai lam mot don yéu cau tai trg cho chwong trinh hoc. Trong
don, nguoi nép don phai ghi 1y do xin hoc va loi ich hoc van dem lai cho
su phét trién cta cong ty va nguoi ndp don.

f) Giam dbc truc tiép chi gigi thiéu cac tmg vién cho chwong trinh dya vao
kha niang, thanh tich trong du 4n, cong hién caa ho d6i véi sy thanh cong
cua du an.

g) Ho tro tai chinh phai duoc Tong giam d6c ky duyét. CB-CNV phai lam
don xin tai trg hoc phi trinh Tong Giam Doc ky duyét. Néu Tong Giam doc

chap thuan.

Ghi chu: Di véi cac chuong trinh dio tao: COng ty s& tai tro
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80% hoc phi.
Vé may bay khtr hoi va hd tro 50% chi phi di lai, an & néu tham gia hoc

ngoai nudc.

S6 tién tai tro phai duoc thanh toan lai khi ngudi nop don nhan bang cap. Tuy

nhién, ngudi ndp don cé thé xin tai trg nhiéu ky cho mdi hoc ky. Anh/Chi phai

nop danh sach cac bang cap cudi clng, ching nhan nhan vién da dau cac ky thi

va ban chinh hoa don hoc phi cho cong ty dé dugc thanh toan lai.

Ghi ch(: Péi voi chuong trinh nghién ciru dé tai:

Cong ty s& tam ttng mot khoan chi phi trong qué trinh nghién ctu dé tai. Chi phi

nay s& dugc quyét toan 50% sau khi théng qua hoi dong tham dinh dé tai va 50%

sau thoi gian &p dung da ching minh duoc su hitu ich vé viéc dem lai gié tri gia

tang cho Cong ty.

8 Phu luc 2: Quy dinh vé thoi gian cam két phuc vu cong ty va mirc d boi
thuwong chi phi

8.1 Quy dinh vé thoi gian cam két phuc vu cong ty

a)Pao tao trong nudc:
— 06 thang cho khoa huan luyén cé hoc phi dudi 2.000.000 dong.

— 06 thang — 01 nam cho khoéa huan luyén cé hoc phi tir 2.000.001 dong —
3.000.000 déng

— 01 nam — 02 nam cho khéa huin luyén c6 hoc phi tir 3.000.001 dong —
6.000.000 déng
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— 02 nim — 04 nam cho khoa huan luyén c6 hoc phi tir 6.000.001 doéng —
10.000.000 déng

— 04 nim — 06 nim cho khoa huan luyén c6 hoc phi tir 10.000.001 dong —
15.000.000 dong

— Péi voi khda huan luyén cd tri gia trén 15.000.000 ddng hoac huan luyén
c6 thoi han kéo dai trén 01 nim (co chi phi cao va mang tinh chat quan
trong) thi CB-CNV phai ky Ban thoa thuan huan luyén F-S03-04. S6 nam
phuc vu Cong ty s& dugc Tong Giam dbc chi dinh cu thé trén Ban thoa

thuan nay cho tung treong hop.
b) Dao tao & nudc ngoai:

— 02 nim cho khoéa huan luyén duéi 01 thang.
— 04 nim cho khoéa huan luyén tir 01 - dudi 02 thang.
— 05 nam cho khoa huén luyén tir 02 thang — 03 thang.
— 07 niam cho khoa huan luyén tir 03 thang — 06 thang.
— 10 nim cho khoa huan luyén tir 06 thang — 12 thang.
— Trén 10 nam cho khoa huén luyén trén 12 thang.

8.2 Mirc dd boi hoan chi phi khi vi pham cam két
Néu CB-CNV da diang ky tham dy khoa dao tao hoic nghién ctiu dé an nhung vi
pham céac diéu khoan sau phai hoan tra chi phi ma Céng ty thuc chi cho viéc to

chirc dao tao, nghién ctu dé an:
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Chi phi dao tao = Hoc phi dao tao + CP tai liéu + CP
Luong + CP khac

CP: chi phi

CP khéc: chi phi hau can cho 16p hoc (néu c6 nhu Coffee break, phong hoc, thué

phuong ti¢n, ...

Trwong hop 1: CB-CNV ding ky tham du dao tao, nghién ctu dé 4n ma vi

pham cac diéu sau phai hoan tra 100% chi phi:

= Ty y bo do khoa hoc hodc chuwong trinh nghién ctiru khdng c6 su chap thuan

cua Tong Giam Péc hodc Truong BP NS

= Pon vi to chizc huan luyén thanh Iy hop dong huan luyén do khéng hai long
vé két qua hoc tap va hanh vi dao dic cia CB-CNV trong qua trinh tham gia

huan luyén.
= Khong dat dugc yéu cau cap giay chang nhan.

Trwong hop 2: Hoan tra chi phi theo quy dinh sau:

Chi phi d3ao tao ca nhan

Chi phi boi hoan = X ( Thoi gian cam két - Théi gian da phuc vu )

Thei gian cam ket phuc vy

Khi CB-CNV:
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= Xin tir chicc vi 1y do ca nhan (d6i véi cac khoa dao tao cho vi tri duong

nhiém),
= Pon phuong thanh Iy Hop Pong lao dong véi Cong ty.
= Cong ty thanh Iy hop dong vi vi pham noi quy lao dong hoic luat lao dong.

Truong hop nay ap dung khi CB-CNV :

v' Nop don xin tai trg hoc phi, chi phi nghién ctru dé an.

v/ Hoic cac khoa dao tao do cong ty to chirc hodc goi ra bén ngoai dao
tao nhung CB-CNV dugc dao tao ky bang cam két phuc vu nhu :
Bang thoa thuan, don diang ky hodc thu mai ghi rd thoi gian cam két
phuc vu cong ty.
> Viéc tinh chi phi hoan tra dwec 4p dung doi véi tirng khoa dao tao cu thé
theo thoi gian da cam két.
» Trwong hop dac biét, thei gian phuc vu va chi phi hoan tra cho cong ty sé
do Tong Giam ddc chi dinh.

9 Phu luc: Céc biéu miu

F-S03-01: Ké hoach dao tao quy  niam
F-S03-02: Phiéu dang ky dao tao (c4 nhan)
F-S03-03: Phiéu ding ky dao tao (tap thé)
F-S03-04: Ban thoa thuan huan luyén
F-S03-05: Danh sach tham gia dao tao
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F-S03-06: Phiéu tham do két qua dao tao

F-S03-07: Phiéu danh gia hiéu qua dao tao
F-S03-08: Thé ly lich dao tao ca nhan

F-S03-09: Phiéu cung cap — huéng din CB CNV modi

10 Phu luc “Béo cdo tong hop dao tao”
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M4 s6 quan ly:

Phong lap:

Thoi gian luu trit:

BAO CAO TONG HOP PAO TAO

Ngay:
Giang vién:

Chu dé:

v 20

Phong HCNS
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NOi dung tham do

Muc d6 mong doi trudc khi
duoc hoc khoa hoc

Hotline: 0973452082

Ty 1é % tiéu chuin danh gia
Binh Binh

Thap Thap Cao

thuwong thwon

Mitrc d¢ théa man sau khi duoc
hoc

Murc dg hiéu nd1 dung dao tao

Muc do dap trng muc ti€u dao
tao cua ca nhan

Mtc d6 du doan cé thé ap
dung nd1 dung dao tao vao
cong vi¢c thuc té

Céc ly do khong hai long ndi
dung dao tao:

Noi dung/linh vuc thay co ich
nhat trong s6 cac ndi dung dao
tao

Ly do cac ndi dung dao tao kho
ap dung vao cong viéc thuc t&?
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Hotline: 0973452082

thé ap dung

thuyét
3)Khong c¢6 thoi gian ap dung
4)Co lién quan dén cong viéc

nhung khong biét phuong
phap &p dung

1)Khoéng c6 ndi dung nao cod

2)Co6 lién quan dén cong viée
nhung nghiéng qua nhicu vé 1y

Y kién dé lam cho budi huan
luyén hi¢u qua hon

10

Chuong trinh dao tao mudn
hoc 1an sau
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KE HOACH NHAN SU QUY / NAM ...

BTGD

Marketi
ng

Xay
dung

Tai
chinh -
KTT

Nhan

Su

Hanh
chinh
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QTCL -
1ISO

QLMT

PTDA

Tong

cong

Giam déc phong ban

y&u cau Truéng PB Nhan su Tong Giam doc

PHIEU PANG KY PAO TAO CA NHAN

Ho va tén: Nam sinh
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Mon dao tao:

T6i cam két sé& sir dung kién thirc da duoc hudn luyén lam viéc tai cong ty trong
thot gian:......... nam (Thoi gian cam két va mirc do vi pham cam két s€ dugce
quy dinh trong quy trinh dao tao dang ap dung tai cong ty)

Nguoi dang ky

Ngay [/ |/

Nhan xét cua Giam Doc truc tiép vé nhu cau | Chir ky :
dao tao:
Ho, Tén:

Ngay : / /

Nhan xét cua Giam Doc Nhin sw vé nhu cau | Chit ky :
dao tao:
Ho, Tén:

Ngay : / /

Tong Gidm Poc phé duyét Chir ky :

Ngay : / /
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Phong ban:
Chuong Trinh

Hotline: 0973452082

PHIEU PANG KY PAO TAO TAP THE

Can cir vao lich biéu ctia chuwong trinh ddo tao .............cccccen..... do

...................................................................... to chuec;

Can ctr vao yéu cau phat trién nang luc cua CB-CNV don vi;

Chung to1 dé ctr cic nhan vién ¢6 tén dudi day tham du khoa hoc :

St | Ho, Tén Nam Churc vu Chir ky cua nhan

t sinh vién dang ky dao
tao

01

Cac nhan vién c¢é tén néu trén cam két:

Tham dy day da khoa hoc thong nhat theo lich biéu d dé ra va dat két qua tot

sau khoa hoc.

Ung dung kién thirc dd hoc vao cong viée thuc tién tai don vi.
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Phuc vu cong ty thang/nam (tuy theo dic diém, tinh chét cua khoa hoc va
theo yéu cau ctia Tong Giam Pdc sé ap dung cam két nay).

Nguoi diang ky

Ngay [/ |/

Nhan xét cua Giam Doc truc tiép vé nhu cau | Chit ky :

dao tao:

Ho, Tén:

Ngay :

Nhan xét cua Giam Doc Nhéan sw vé nhu cau | Chit ky :

dao tao:

Ho, Tén:

Ngay :

Tong Giam Poc phé duyét Chir ky :
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Ngay :
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BAN THOA THUAN HUAN LUYEN
Ban Thoa thuan nay duoc 1ap ngay :
Gitra :
ONG/BA
Chuc vu
Ngay thang nam sinh :
CMND Sb : ngay cap: noi cap:

Dia Chi thuong tra

Va
CONG TY ...
DPia chi

Pai dién bédi

Chuc vu

Do nhu cau phat trién cua Cong ty va cin ¢ nang luc ciia Ong/ Ba................. :
hai bén dong y ky ban thoa thuan huan luyén véi nhitng diéu kién chi tiét sau day

Piéu 1: Congty ... s chiu trach nhiém thanh toan chi phi dai tho cho
Ong/Ba......... khoa huan luyén ........................ theo chuong trinh dinh
kém bao gom: Hoc phi, v.v...
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Picu2: Ong/Ba......... c6 trach nhiém tham gia day du thoi gian va hoan
thanh chuong trinh huan luyén dat két qua tot va cam két phuc vu ... (nim) nim
cho Cong ty ... ké tir ngay két thuc thoi gian huan luyén.

Piéu 3 : Cac diéu khoan trén s& khong duoc ap dung trong truong hop :

Ong/Ba......... tu v bo dé khoa huan luyén ma khong c6 sy chap thuén trude
bang vin ban cta cong ty.

Pon vi t6 chirc huan luyén thanh 1y hop dong huan luyén do khong hai long vé
két qua hoc tap va hanh vi dao drc cta nhan vién trong qua trinh tham gia huan
luyén.

Tt chirc hoac xin nghi viéc do vi pham ky luat.
Pon phuong thanh 1y Hop Dong lao dong véi cong ty.

Trong céc trudong hop trén, Ong/Ba .......coooeevvii.. phai hoan tra lai moi chi
phi cho viéc huan luyén ma Cong ty da thuc chi cho viéc tham gia khoa dio tao
461 v6i Ong/Ba................. sau khi tham gia khoa huan luyén (chi phi hoan tra
duoc tinh dya trén khoang thoi gian chua phuc vu nhu da cam két).

Picu 4 : Néu két thic khoa huan luyén khong dat dugc yéu cau cap giay ching
nhén, tiy theo mirc d6 quan trong ctia khoa huan luyén, cong ty sé ap dung cac
hinh thirc ky ludt nhu sau:

Chuyén d6i cong tac

Hoan tra hoc phi

Xu 1y theo chinh sach cua cong ty.

Piéu 5 : Hai bén dong ¥ thuc hién dung nhitng diéu khoan theo Ban Thoa Thuan
nay. Néu c6 tranh chap phat sinh hai bén s& ciing nhau ban bac giai quyét trén
tinh than hop tac. Néu khong giai quyét duoc s& nhd Toa an ... phan xu theo luat
lao dong. Cong ty co quyén thong bao hiy bo hgp dong huan luyén trude 15
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ngay véi bat ¢t Iy do nao dya trén nhu cau thuce té va chi phi doi v6i nhan vién
tham gia huan luyén.

Téi ky tén dwdi ddy, di xem xét kj Ban théa thudn nay va dong y véi nhitng
diéu ki¢n va diéu khodn néu trén.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Ky Tén
Ong Ba
DANH SACH THAM GIA PAO TAO
Chu dé Noi dung dao tao

Poi twong
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Ngay, gio

B phan dam nhiém

Giang vién

_l
_|

Bo phan Chirc vu

Tén

Ky tén

OoNOoO O~ lWINIEFLIWD

Duyét PDLD Giam doc phong

ban

Nguwoi lap
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Ho Tén CB-CNV :

PHIEU PANH GIA HIEU QUA PAO TAO

Hotline: 0973452082

Chuc vu Pon vi:
Mon dao tao | Noi dao tao | Thoi gian Két qua két thiic khéa
DT
Tiéu chi Panh gia Mirc do
(Tuy chon theo chuong 2 4
trinh — k¥ nang dao tao) 1 3 )
. . Xuat
Kem Tot cua
Pat sac

VD : K¥ nang BDam phan,

Chuyén mon

Hi¢u qué cong viéc

Y kién ngwoi danh gia
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Yeéu cau tai dao tao

Khong Co

Truong bd phan/Céap quan 1y truc tiép Duyét

Ngdy / /20 Ngay [ /20

Chtrc danh: Chrtrc danh:

Noi oui .

Luu HO so ¢4 nhan/P. NS

Ghi chu:

Kém :  Khong thé hién hanh vi 4p dung ndi dung da dugc dao tao hoic
khong xur 1y dugc cac van dé lién quan dén noi dung da dugc dao tao.

Pat :  C6 thé hién hanh vi a4p dung ndi dung da dugc dao tao va cai tién chat
lugng lam vigc.

Tot Ap dung no1 dung da dugc dao tao déng thoi thé hién sy sang tao
trong cong viéc lién quan.

Xuét sic Ap dung tét, co sang tao trong céng viéc va huéng dan duge
nguoi khac cling thyuc hién tot.
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BAN DANG TiM KIEM

v' MOTGIAI PHAP PHAT TRIEN NANG LUC TO CHUC TOAN DIEN?
v/ MOT DOI TAC TIN CAY GIUP BAN XAY DUNG CHIEN LUGC DAO
TAO VA VAN HOA HOC TAP TAI DOANH NGHIEP?

TAI DAY

: Gidi phap ciia HRD Academy dugc thiét ke !
chuyén biét, phu hop véi timg khach hang, t6i da héa hiéu qua dao
tao. ;;
Quy trinh dao tao chuan qudc té theo mé
hinh 70-20-10 theo 16 trinh truéc-trong-sau bai ban va chuyén !
nghiép. ff
Poi ngii hon 80 giang vién cao cap giau kinh !
nghiém véi chuyén mon cao va kha nang giang day dat tiéu chuan !
ctia Hoc vién "

: Ho tro khach hang toan dién trong toan b quy



https://daotaoinhouse.hrd.com.vn/
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HRD LIVE-LEARNING

Vi kinh nghiém trién khai dao tao truc tuyén cho hon 30 té chirc trong théi gian qua, Hec vién
Quadn tri HRD Academy tran treng gidi thiéu bé gidi phap HRD Live-Learning: Gidi phap hudn
luyén truc tuyén chuyén sau véi hon 100 modules hudn luyén danh cho tét cd cac phong ban
trong doanh nghiép. Puwoc xay dung béi dgi ngii chuyén gia hang dau cia Hoc vién, HRD Live-
Learning sé |a gidgi phap hizu hiéu hé tro phong dao tao trong cac hoat déng dao tao truc tuyén,
dem lai sy chuyén bién tich cuc cho tirng hec vién va doanh nghiép.

Giai phap ddo tao truc tuyén voi nhiéu vu diém vuot troi:

> Tiét kiém 50% chi phi & thoi gian, dam bao
hoat ddng phat trién ning lrc ciia nhan vién toan quéc dién ra xuyén suét

Tham gia cac hoat dong hoc tap, twong tic song dong da chiéu trong
thoi gian thuec truc tiép véi giang vién & cac ban hoe nhw 16p hoc tap trung.

Trién khai dao tao theo Quy trinh Trwéc - Trong - Sau
bai ban theo Tiéu chuin caa Hoc vién, dam bao chit lwgng chwong trinh.

> Véi kinh nghiém té chuc Live-Learning cho hon 30
doanh nghiép hang dau, Live-Learning cia HRD Academy dwoc thiét ké chuan muc
dam bao cdc tiéu chi: Ndi dung chit lwgng - Twong tic sdng dong - Két ndi lién tuc.

> Doi ngii giang vién, quan ly 16p hec, phu trach ky thuat &
Tro giang chuyén nghiép dwec chitng nhan tiéu chuin dao tao Live-Learning cia HRD
Academy hd tro toi da hoc vién xuyén suét qua trinh dao tao.

THAM KHAO NGAY



https://livelearning.hrd.com.vn/
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Hoc vién Quan tri HRD Academy

Hoc vién Quan tri HRD Academy 1a ddi tac ¢ uy tin hang dau trong t6i wu ning luc té chirc. Thong qua hoat

dong tu van, huan luyén & c6 van, HRD Academy da dong hanh véi hang trim Doanh nghiép trong qua trinh danh

gi4 nang luc doi ngil, ning lyc to chirc, dwa ra giai phap va thyc thi giai phap dé phat trién cac nang luc do.

Puoc thanh lap bai doi ngii cac chuy@n gia c6 kinh nghiém thyc tién phong phu tai cac Tap doan hang dau, c6

nghién ctiu sau sic vé hé thong quan tri tién tién trén thé gidi, HRD Academy da nghién ciru va dua ra nhiéu giai

phép sat thuc vai thuc trang cac doanh nghiép Viét Nam. Cac giai phap dugce danh gia cao la:

v

v
v
v
v

Phét trién ning luc Quén ly Lanh dao

Phét trién ning luc Ban hang

Phét trién ning luc Quan tri Chat lweng dich vu
Phét trién ning luc Quan tri san xuit

Phat trién niang luc quan tri Ngudn nhan luc
HRD Academy — “Toi wu Ndang luc To chire”

 Tham khdo Bé chwong trinh Dao ta0 chi tiét cho cac phong ban



https://drive.google.com/file/d/1dhsqnHy6ASplw-A_7VVd2UpRrjdMEicE/view?usp=sharing
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Ban dang lanh dao mot Doanh nghiép? Ban dang la Giam doc Nhan
su? Ban dang phu trach cong tac Dao tao tal Doanh nghiép cua
minh? Ban can mér doi tac dé phat trién ndang luc té chire, ndng luc
doi ngii?

Ung dung M6 hinh phét trién néing luc 70-20-10 dang dwoc nhiéu
Tap doan lon ap dung, Hoc vién Quan tri HRD Academy la don vi
tién phong trong viéc thiét ké cac chwong trinh dao tao In-house
chuyén biét theo hinh thizc “Gidi phap phét trién nang lire” qua khdo
sdt truée dao tao ki lwong, dong hanh cling Ban Pado tao cua Khéch
hang trong suot qua trinh trién khai cdc modules ddo tao. Sau
chuwong trinh, Hoc vién chju trach nhiém bdo cdo danh gia hiéu qud
dao tqo chi tiér dong thoi chuyén giao Form biéu mau trién khai-béo
c&o-ké hoach dao tao, Tai liéu Sé tay & Ké hoach phat trién ca nhan
cua ting hoc vién ciing nhw dwa ra nhiéu te van dé xay dung Vin héa
hoc tap tai don vi.

Bo chuwong trinh huan luyén dac biét duoc thiét ké danh riéng cho
Doanh nghiép cuia Ban béi cac chuyén gia gii vi tri Quan 1y diéu
hanh tai cac Tdp doan hang dau va Giang vién quan tri cong ty, Bo
chwong trinh chira dwng cac bai hoc kinh nghiém thyc tién va chudn
MuC quan tri hién dai, thuc tién

Vui 1ong xem chi tiét Bé chuwong trinh tai DAY

Tham khdo céc dich vu cia Hoc vién tai link: Ho so néing luc HRD
Academy hogc lién hé Hotline: 097 345 2082 dé nhdn diwroc tur van cu
thé.



https://hrd.com.vn/bo-chuong-trinh-huan-luyen
https://drive.google.com/file/d/1dcBrrbkuTJiBRTGti403ImuukaRM3J62/view?usp=sharing
https://drive.google.com/file/d/1dcBrrbkuTJiBRTGti403ImuukaRM3J62/view?usp=sharing
https://drive.google.com/file/d/1irBrzWwg-j-277Lnvdedbl08nL-8sTrK/view?usp=sharing
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