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QUY TRINH XAY DUNG CHUONG TRINH
PAO TAO THUONG XUYEN

|. MUC PICH VA PHAM VI AP DUNG
1. Muc dich:

Xay dung, thuc hién va duy tri quy trinh ndy nhim muc dich giup cho viéc xay
dung chuong trinh dao tao md&i1 dam bao chat luong va dap ting yéu cau cua Xa hdi.

Quy trinh ndy quy dinh trinh ty thu tuc tién hanh viéc xdy dung mot chuong
trinh dao tao thuong xuyén.

2. Pham vi ap dung

Quy trinh nay ap dung cho c&c Phong, Khoa, Trung tam lién quan khi xay dung
chuong trinh dao tao thuong xuyén theo yéu cau ciia nguoi hoc; bdi dudng, cap nhat,
nang cao kién thue, k¥ nang nghe boi dudng hoan thién k¥ ning nghé nghiép; kém
cap nghé, truyén nghé, tap nghé; chuyén giao cong nghé va cac chuong trinh dao tao
khac c6 thoi gian dao tao dudi 03 thang trong truong Cao dang Y té Théi Binh.

I1. PINH NGHIA VA TU VIET TAT
1. Pinh nghia:

1.1. Pao tao thudng xuyén theo yéu cau ciia nguoi hoc nham trang bi kién thuc,
k¥ ndng thyc hanh cua mgt chuong trinh dao tao hodac mot mo - dun dao tao theo quy
dinh tai Khoan 3 Piéu 3 Luat Gido duc nghé nghi¢p hoac kién thirc, k¥ nang thyc hanh
clia mot nghé hodc mot sb cong viéc cua nghé, do hoc vién lga chon ndi1 dung hoc, thoi
gian, dja diém hoc va gido vién, nguoi day nghé truc tiép giang day.

1.2. Boi dudng, cap nhat, ning cao kién thtrc, k¥ ning nghé nghiép nham trang
bi, tang thém nang luc thuc hién nghé; bd sung kién thirc mdi, hoan chinh céc ti€u
chuan nghé nghi¢p dé nang cao kién thirc, k¥ ndng nghé cho nguoi lao dong.

1.3. Pao tao theo hinh thirc kém cip nghé, truyén nghé nham trang bi, truyén lai
klen thire, k§ nang nghé cho hoc vién théng qua viéc nghé nhan, tho gioi truc tiép
truyén lai cac kién thirc, k§ nang cho hoc vién trong qua trinh ciing lam viéc.

1.4. Pao tao theo hinh thirc tip nghé nham hudng din hoc vién thuc hanh nhiéu
lan céc thao tac, ky nang nghé va tip lam nghé trong mot thoi gian nhat dinh dé dap
rmg dugc nhu cau tuyén dung ctia nguoi st dung lao dong hoic tu tao viéc lam.

1.5. B6i dudng hoan thién k¥ ning nghé nghiép cho nguoi lao dong nhim trang
bi, ting thém kién thirc, nang lyc thuc hién nghé, bd sung kién thirc mé1, hoan chinh
ky nang nghé theo cic tiéu chuan nghe nghi¢p dap ung yéu cau ciia nhiém vy, cong
viéc hodc tham gia danh gia tiéu chuan k¥ ning nghé quéc gia.

1.6. Chuong trinh chuyén giao cong nghé nham trang bi cho hoc vién cac kién
thire, tién bo khoa hoc k¥ thuat, cong nghé mai, gdom: phuwong phap gia cong, ché tao,
lam thay doi trang thai, tinh chat, hinh dang nguyén vat li¢u hay ban thanh pham str
dung trong qua trinh san xuat dé tao ra san pham hoan chinh hoic nhirng phurong phap
cong nghi¢p dung nhiing ca thé séng va nhitng quy trinh sinh hoc dé san xuat nhimng
san pham can thiét,
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1.7. Chuong trinh dao tao khac c6 thoi gian dao tao dudi 03 thang (sau day goi
chung 13 chuong trinh dao tao dudi 03 thang) c6 thdi gian thuc hoc tir 100 gid dén
dudi 300 gio va thoi gian khoa hoc (tir khi khai giang dén khi bé giang) dudi 03 thang,
nham trang bi cho hoc vién nang lyc thuc hanh mot nghé don gian hoac nang luc thuc
hanh mot s6 cong vi¢c cua mot nghé hodc nang luc thuc hanh theo yéu cAu cta vi tri
lam viéc.

2. Tir viét tit:

BGH : Ban Giam Hiéu;

bT : Pao tao

NCKH : Nghién ctru khoa hoc

HD : Hop dong

GV : Giang vién

CT : Chuong trinh

Qb : Quyét dinh

XD : Xay dung

HDPTD : Hoi dong tham dinh

MDb/MH : M6 dun/Mo6n hoc
I11. LUU PO (Xem trang 4)

IV. PAC TA (Xem trang 5-10)
V. CAC BIEU MAU/ HUONG DAN KEM THEO

1. Cac bi€u mau

TT Tén biéu mau/Ho so M3 héa

1 | Phan cong GV, chuyén gia xay dung CT dao tao

thuong xuyén QT 01I/DTTNCXH 01

2 | Ké hoach xay dung CT dao tao thudong xuyén QT 01/DTTNCXH 02

3 Quyet dmhA thanh 1ap ban xay dung CT dao tao QT 01/DTTNCXH 03
thuong xuyén

4 | Chuong trinh khung dao tao thuong xuyén QT 01/BTTNCXH 04

5 | Bién ban hoi thao (néu co) QT 01/DTTNCXH 05

6 Quyét dinh thanh 1dp HDTD chuong trinh dao tao QT 01/DTTNCXH 06

thuong xuyén
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7 K& hoach thAm dinh CT dao tao thuong xuyén QT OI/BTTNCXH 07
8 | Nhan xét vé CT dao tao thudng xuyén QT 01/DTTNCXH 08
9 | Phiéu danh gia CT dao tao thudng xuyén QT 0I/DTTNCXH 09

10 | Bién ban hop tham dinh CT dao tao thudng xuyén | QT 01/DTTNCXH 10

11 | Quyét dinh ban hanh CT dao tao thudng xuyén QT 01/PTTNCXH 11

2. Vin ban tham chiéu

Can cir Thong tu s6 43/2015/TT-BLDTBXH ngay 20 thang 10 nim 2015 cia
B6 Lao dong - Thuong binh va Xa hoi quy dinh vé dao tao thuong xuyén, co6 hi¢u luc
ké tr ngay 05 thang 12 nam 2015, duogc sira doi, bo sung boi: Thong tu
s6 34/2018/TT-BLDTBXH ngay 26 thang 12 nam 2018 cua B Lao dong - Thuong
binh va X3 hoi sta d6i, bd sung  mot s6 didu Thong tu sb 43/2015/TT-
BLDTBXH ngay 20/10/2015 quy dinh vé dao tao thuong xuyén.

Cin clr Van ban hop nhat s6 5828/VBHN-BLDTBXH ngay 31 thang 12 nam
2019 cua B9 Lao dong Thuong binh va Xa hoéi Quy dinh vé dao tao thuong xuyén.



https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/thong-tu-43-2015-tt-bldtbxh-dao-tao-thuong-xuyen-297839.aspx
https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/thong-tu-34-2018-tt-bldtbxh-sua-doi-thong-tu-42-2015-tt-bldtbxh-dao-tao-trinh-do-so-cap-415661.aspx
https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/thong-tu-43-2015-tt-bldtbxh-dao-tao-thuong-xuyen-297839.aspx
https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/thong-tu-43-2015-tt-bldtbxh-dao-tao-thuong-xuyen-297839.aspx
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PAC TA QUY TRINH XAY DUNG CHUONG TRINH PAO TAO

Bo

Bo han/ngudi | Két qua Han
TT | Tén buwée Noi dung cong viéc phan/Nguoi phanng d hoan Biéu miu/ho so
: * : oA phoi hop dat dwoc .
thuc hién A thanh
: j thuc hién
- Xac dinh nghé can xdy dung Tén nghé
Xéc dinh c}luor}g trinh dao ‘an (quaqhoa% dong Trung tam Khoa, Bo can xay Hang
1 A X ra soat chuong trinh, khao sat nhu N dung o
yéu cau A A , . DTTNCXH mon nam
cau nhan lyc cua co s¢ sir dung lao chuong
dong va nhu cau cua nguoi hoc) trinh
EB)an)I:g; - ADé Xuat giang Vién, Chqyén giA,a A BAélng pl}ﬁn
2 | dung xdy dyng chuong trinh: Co it nhat| p, 50 4y, | Khoa, BO ) conggiang | g, nay | - T 01/DTTNCXH 01
chuong 50% _glang vién cua nghé va 01 mon vien,
trinh chuyén gia tham gia xay dung; chuyén gia
- Xay dung‘ké' hoach: Xac dinh muc - K& hoach
ti€u, yéu cau, péi dung cong viéc, XDC'I;
thoi gian, nguon lyc tai chinh va ) 05ngay |
3 Xay dung phan cong trach nhiém thyc hién | Trung tdm Khoa, B§ Sg Ban sau khi‘ i 8$ gi;g$¥§g§3 gg
ké hoach xay dung chuong trinh dao tao; DTTNCXH mon chuon nhan ho
- Soan Quyét dinh thanh 1ap Ban trinh: & SO
xdy dung chuong trinh; ’
7 , - K& hoach
- Kiém tra tinh phu hop cua ké A XDCT; \
X I - Trung tam ' 01 ngay
hoach va quyét dinh ban XD - Qb thanh ;
4 | Phé duyét |chwong trinh. Néu chwa phu hop | Ban gidm hiéu DTTNCXAH 1ap Ban SauA khlx QT OI/DTTNCXH 02
2 A . £ . - Khoa, B0 nhan ho -QT 01/BTTNCXH 03
chuyén vé budc 3, néu phu hop mén XD o
chuyén dén budc 5. chuong
trinh
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A Bo
Bo han/ngudi | Két qua Han
TT | Tén budc Noi dung cong viéc phan/Nguoi phanng q hoan Biéu mau/ho so
A phoi hop dat dwgc R
thuce hién A thanh
i j thuc hién
2k k - Trung tam
- \Ph.o bién ké hoach XD chuong DTTNCXH
Trién khai trinh; Trung tam - Ban xay
5 ké hoach - Huong dan cac quy dl_nAh, bleu Mau | N eXH dung 01 ngay
va phuong phap thyc hién xay dung
- chuong
chuong trinh; R
trinh
- Danh
muc cong
Vi,éC theo
cap trinh
- Xéc dinh cac cér}g viéc thgo ting do giéo tao;
cap trinh d6 (bao gom cac kién thirc, - Tong hop
ky néng) dya trén co s6 béc trinh do kién thrc,
ky nang nghé va muc ti€u day nghé ky nang
theo cap trinh d9; - Trung tdm | theo cap
A LA - Tong hop kién thirc, k¥ nang nghé DTTNCXH | trinh do
Thiét ké Z s PR ] A A \ ) A
6 | chrong theo cap’trlnh do dao tao; Ban xay dung | - Ban xay dao tao; Theo ké
trinh - Lap moi quan hé gitta cac MD/MH | chuong trinh dung - Moi lién | hoach
V(')',i cac nhiém vy va cong viéc; lap chuong hé gitra
moi quan hé gitta cac MDB/MH véi trinh cac
nhau theo cap }rinh do dao tao; MDb/MH
- Thiét ké cau trac chuong trinh Vi cac
gom: Chuong trinh tong quat va nhiém vu
chuong trinh cac Mb/MH; va cong
viéc; ‘
- S0 do
moi lién hé
gitra cac
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A Bo
Bo han/ngudi | Kétqua | D20 C
TT | Tén buwéc Noi dung cong viéc phan/Nguoi phan/ng q hoan Biéu mau/ho so
thuc hién pho hg’p dat dugc thanh
i j thuc hién
MBD trong
CT
- Bién soan chuong trinh tong quat
gém: Muyc tiéu dao tao; thoi gian
cua khoa hoc; thoi gian thuc hoc;
danh muc cac MD/MH va phéan bd
thoi gian tmg MP/MH; huéng din
st dung chuong trinh;
- Bién soan chuong trinh Mb/MH - Trung tdm
Bién soan gém: Vi trj? tinh chat; muc Eiéu A BTTNC:,XH .
9 | chuong h/{D/MH; noi dung MD/}\/IH A’(gon‘lf Ban xay d‘l_J:ng - Ban xay C\hu:ong Theo ké QT 01/DTTNCXH 04
trinh noi dung tong quat; phan bd thoi | chuong trinh dung trinh hoach
gian cua bai, chuong trong chuong
MB/MH:; ndi dung chi tiét, phan bd trinh
thot gian va hinh thirc giang day ctua
tieu d&, tiéu tiéu dé/muc, tieu muc
trong cac bai/chuong); diéu kién
thuc hién MB/MH; ndi dung va
phuong phap danh gia; huéng dan
su dung;
- Xac dinh thanh phan va moi - Trung tam
Hoi thao chuyén gia gdm: Giang vién dang DTTNCXH ,
xin y kién | tryc ti€p giang day cta ngh¢, can bo | Ban xay dung | - Ban xay Bién ban | Theo ké
10 chuyén gia | quan 1y, chuyén gia dén tir cac co s¢ | chuong trinh dung hdi thao hoach QT OI/DTTNCXH 05
(néu co) Y té; S6 luong chuyén gia tir 5 - 10 chuong
nguoi; trinh
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A Bo
Bo han/ngudi | Két qua Han 2 X
TT | Tén budc Noi dung cong viéc phan/Nguoi phanng q hoan Biéu mau/ho so
A phoi hop dat dwgc R
thuce hién A thanh
] i j thuc hién
- T6 chirc hoi thao xin y kién gop ¥
vé dy thao chuong trinh;
- Chinh stra lai n6i dung ban dy thao - Trung tam
Chinh stra, | chuong trinh theo cac y kién gop ¥ DTTNCXH ,
11 b0  sung | 6 budc9; Ban xay dung | - Ban xay Chuong Theo ké
ban du | - Gui ban du thdo chuong trinh da | chuong trinh dung trinh hoach
thao CT chinh stta cho Trung tam chuong
DTTNCXH; trinh
’ - Trung tam
A A - Soan thdo quyét dinh HDTD: Bao DTTNCXH
19 Eifl? 211; gdm @i4o Vvién, can bo quan 1y va | Trung tm -Banxay | Quyét dinh | Theo ké OT 01/BTTNCXH 06
HDTD'p cac chuyén gia ngoai truong; DTTNCXH dung HPTD hoach
- Soan ké hoach tham dinh CT chuong
trinh
- Trung tam %
” o n e e PTTNCXH |, QW&
- Kiém tra, xem xét va ky quyet - Ban xa dinh Theo ké
13 | Phé duyét | dinh thanh lap HDTD va K¢& hoach | BGH y HDTD; QT 01/DTTNCXH 07
X dung X hoach
tham dinh CT - Ké hoach
chuong 2 .
R tham dinh
trinh
- Cac thanh vién HDTD nghién ciru - Trung tam | - Phiéu
q du thao chwong trinh; chuan bi y DTTNCXH | danh gia QT O1/DTTNCXH 08
Tham dinh | kién nhén xét, danh gia bang van | _ HDTD- - Ban gidam | CT; Theo ké QT 01/BTTNCXH 09
14 | - Nghiém | ban theo cac ndi dung, két cau cua ’ hiéu; - Bién ]:)én hoach QT OI/BTTNCXH 10
thu chuong trinh va giri cho Chu tich - Ban XD hop tham :
HDTD; chuong dinh CT;
- Ban XD chuong trinh bao cao tom trinh - To trinh
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TT

Tén buodc

Noi dung cong viéc

B
phan/Nguoi
thuwe hién

Bo
phan/ngudi
phéi hop
thue hi€én

Két qua
dat dwgc

Han
hoan
thanh

Biéu mau/ho so

tit qua trinh XD chuong trinh va
cac ndi dung chinh theo yéu cau cia
Chu tich HDTD;

- Cac thanh vién HDTD nhan xét,
danh gia vé dy thao chuong trinh;

- Ban XD chuong trinh gidi trinh,
tiép thu cac y kién cia HDTD;

- Chu tich HPTD téng hop, két
luan;

- HDTPD béu ban kiém phiéu va tién
hanh bo phiéu danh gia vé chat
lugng chuong trinh;

- Chii tich HDTD két luan vé chat
lugng chuong trinh:

+ Néu chua dat yéu cau thi chuyén
sang budc 13 va dua ra ké hoach
tham dinh tiép theo;

+ Néu dat yéu cau thi 1ap to trinh dé
nghi Higu truong xem xét, quyét
dinh phé duyét (chuyén sang budc
14)

- Thu ky HDTD tién hanh 1ap bién
ban hop tham dinh chuong trinh;

dé nghi
Hiéu
trudng phé
duyét

15

Diéu chinh
theo  yéu
cau cua
HDTD

Piéu chinh, b6 sung va hoan thién
chuong trinh theo ¥ kién cia HDTD
(néu co) sau do6 chuyén lai bude 14,

Ban XD
chuong trinh

Ho1 dong
tham dinh

Ban in va
file dién tur
chuong
trinh

Theo ké
hoach

Ban in va file dién tir
chuong trinh

10
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o Bo
Bo han/ngudi | Két qua Han p
TT | Tén buwéc Noi dung cong viéc phan/Nguwoi phan/ng q hoan Bi¢u miu/ho so
A phoi hop dat dwgc R
thuce hién A thanh
i j thuc hién
, Can ctr bién ban thim dinh ciia Hoi et ,
Quyét dinh | dong tham dinh, Trung tam ., .. | Trung tm . .| Theo ké
16 ban hanh DTTNCXH soan thdao quyét dinh Ban gidm higu DTTNCXH t]?l?ug;lr’ hoach QT OI/BTTNCXH 11
trinh BGH ky phé duyét ban hanh; i &
_In &n va trién khai chuong trinh _BanXD | Qwe
. dinh ban
) dua vao str dung; chuong hanh CT: | Sau khi
17 Ticpnhdn | - Cong khai cac chuong trinh dao | Trung tam trinh; ) Chuorn’ duoe phe
trién khai | tao thuong xuyén tai tru s, co sé | DTINCXH |- HDTD; X & > P
. n . 2. . trinh BT; | duyét
dao tao, trong thong bao tuyén sinh - Phong - Thanh IV
hoac trén Website. TCKT y
HD
18 | Luuhdso | Iéng hop, luu trit hé so XD va | Trung tm - HbTb ;rglllllug{}g gigckh;lé
tham dinh chuong trinh; DTTNCXH - Phong i P
- Thanh ly | duyét
TCKT HD

11




