BO GIAO DUC VAPAOTAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH TAI CHINH - NGAN HANG HA NOI Doc lip — Tw do — Hanh phiic

s6:oL0(/QP-DHTNH-TCNS Hax Noi, ngéy 8 thing 9 nim 2022

QUYET PINH
V/v Ban hanh Quy trinh dao tao va bdi dwing cdn by, giang vién

HIEU TRUONG TRUONG PH TAI CHINH - NGAN HANG HA NOI

Can ot Quyét dinh s6 2336/QD-TTg ngay 21/12/2010 cua Tha tuéng Chinh pha
vé viéc thanh 14p Trudng Dai hoc Tai chinh - Ngén hang Ha Noi;

Cin cir Quy ché T6 chirc va Hoat dong Trudong Dai hoc Tai chinh - Ngan hang Ha
Nbi ban hanh theo Nghi quyét s6 03/2020/FBU-HDTr-NQ cua Hoi ddéng Trudong Dai hoc
Tai chinh - Ngin hang Ha Ndi tai cugc hop ngay 20 thang 04 nam 2020,

Xét nhu chu cdng viéc va kha ning cita cén b, theo d& nghi ciia Truéng Phong To
chirc - Nhén su.

QUYET PINH: /

Pidu 1. Ban hanh kém theo quyét dinh nay Quy trinh dio tao va bdi dudng cin b, \
giang vién cia Trudng Pai hoc Tai chinh - Ngin hang Ha Noi.

Pidu 2. Quyét dinh ndy c6 hiéu luc ké tir ngdy ky. Trudng cac Pon vj chirc ning
va toan thé can bd, giang vién, nhan vién Truong Dai hoc Tai chinh - Ngin hang Ha Ndi

chiu trach nhiém thi hanh Quyét dinh nay.

Noi nhan:
- Nhur diéu 2;
-HDT, BKS, BGH (dé bdo céo);
-Luu VT, TCNS. y_

’
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QUY TRINH
DPAO TAO VA BOI DUONG CAN BQ, GIANG VIEN

Ma sb : FBU.TCNS.QT.02
Lin ban hanh  : 01
Ngay ban hanh  : 8/9/2022

Nguoi soan thio Ngudi kiém tra Nguwoi phé duyét
Truéng phong TCNS P. Hiéu trudng Hiéu truéng

b 4

wiim Vod o7
NS v o |

1. Ngui c6 lién quan phai nghién ctru va thyc hién ding quy trinh nay.
2. MSJi bd phan duge phét 01 ban gbe. CBNVGV dugc cung cép file mém trén mang ndi
bo dé chia sé thong tin khi cin.




BANG THEO DOI SUA POI

Ngay sira Vi tri sura e R gk
STT adi abi (trang) N§i dung sira doi Ghi chad
DANH SACH NOI NHAN TAI LIEU
TT NOI NHAN TT NOI NHAN
M | Hoi dong trudng M | Pam bao chét lugng
M | Ban gidm hiéu T chirc - Nhén sy
M | Quaén ly dao tao M | Quan ly Khoa hoc va Céng nghé
Thanh tra ndi bd M | Vién/Khoa
Ké hoach - Tai chinh M | Céc don vi chitc ning khac
M | Hanh chinh - Quan tri ]

Quy trinh dio tao va bdi dudng cin bd, gidng vién




TRUONG DPAI HOC TAI CHINH - NGAN HANG HANQI | FBU.TCNS.QT.02

Ngay: 01/09/2022

PAO TAO VA BOI DUGNG CAN BQ, GIANG VIEN Ca
an:

1. Muc dich

Quy trinh ndy quy dinh vé trach nhi¢m va phwong phép quén ly cong tac dao tao, bdi dudng
clia c4n b, gidng vién va ngudi lao dong cua Truong.

2. Pham vi va d6i tugng

Quy trinh niy p dung Vi tht ca can bg, gidng vién va ngudi lao dong, ngudi mai tuyen
dung v& Trudmg cong téc dugc cir di dao tao, bdi dudng trong va ngoai Trudong.

3. Tai liéu lién quan
- Luét Vién chic, Luat Lao ddng;

- Quyét dinh sb 2336/QD-TTg ngay 21 thang 12 nam 2010 cla Thi tuéng Chinh phi vé
viéc thanh 1ap Trudng Pai hoc Tai chinh — Ngan hang Ha Noi;

- Quy ché T chirc va Hoat dong Trudmg Pai hoc Tai chinh - Ngén hang Ha N§i ban hanh
kém theo Nghi quyét s6 03/2020/FBU-HDTr-NQ ciia Héi ddng trudng — Trudng Dai hoc Tai
chinh — Ngén hang Ha Noi tai cudc hop ngay 20/04/2020;

- Quy ché Chi tiéu ndi bd ban hanh kém theo Quyét dinh s6 031/QD/PHTNH ngay 01 théng
07 nam 2021 cua Hoi déng trudong - Trudng Pai hoc Tai chinh Ngén hang Ha Noi;

- Viin ban vé chuong trinh, do tao bdi dudng ctia cac co quan c¢d thim quyén ban hanh;
4. Pinh nghia
4.1. Pao tao, boi dudng

Trong Quy trinh nay, ddo tao va bdi dudng dugc hiéu 1 qua trinh hoc tp ndng cao trinh do
vé chuyén mén, nghiép vy, 1y luén chinh tri, ngoai ngf, tin hoc... cua c4n bd, gidng vién va ngudi
lao dong trong Trudng.

4.2. Cong tac dao tao, bdi dudng cia Trudmg bao gbm:

Céc chuong trinh dao tao dai han; dao tao ngin han; bdi dudng dat chudn theo vi tri viée
]am va bdi dudng nang cao trinh d§ vé chuyén mén, nghiép vy, ly luan chinh trj, ngoai ngf, tin
hoc...

4.3. Giai thich tir ngir

- QT: Viét tit chit Quy trinh.

- TCNS: Té chirc - Nhén sy

- CB, GV: Viét tit chir can b, gidng vién.
-PT, BD: Pio tao, bdi dudng.

5. Noi dung
Quy trinh dio tao va bdi dudng cin bd. gidng vién




5.1. S dd qua trinh dao tao, bdi dudng

STT Tién trinh Trich nhiém | Hb so cong vige
i _ ) Y Ban Gism hiéu, FBU.TCNS.QT.02.01
L. K& hoach BT, BD < e
L I ) Truémg céc don vi BU.TCNS.QT.02.02
9 FBU.TCNS.QT.02.03
. Téng hop ké hoach BT, BD
Phong TCNS | ppyy rons.QT.02.04
v —
3. Phé duyét Hiéu truéng
+
! i)
4 §ron : Phong TCNS va
; T6 chire thyc hién
cic don vi
; Phong TCNS va
5. Kiém tra, bao cdo tong két viéc ng X FBU.TCNS.QT.02.05
thyc hién cong tac PT, BD cac don vi
6 . \
¥ : Phong TCNS
Cip nhit va luu ho so

5.2.1. Xac dinh nhu ciu dio tao, bdi dudng

Céc don vi trong Trudng cin ci vio nhu ciu dao tao, bdi dudng ciia timg cé nhan trong don
vi & 1ap ké hoach d& nghj Nha trudng theo mau (FBU.TCNS.QT.02.01; FBU.TCNS.QT.02.02).

5.2.2. Lap ké hoach va tong hop ké hoach dao tao, bdi dudmg

Ciin cit vao nhu ciu dio tao, bdi dudmng ciia cc don vj trong Trudmg va cin cit vao ké hoach
dio tao, bdi dudng chung cta Trudmg, Phong TCNS ldp ké hoach dao tao, bdi dudng theo miu
(FBU.TCNS.QT.02.03) va téng hgp ké hoach dao tao, bdi dudng theo bidu mau
(FBU.TCNS.QT.02.04) trinh Hiéu truong phé duyét.

5.2.3. T4 chirc thuc hién

5.2.3.1. Quy dinh v& trach nhiém va ché d¢ dao tao, bdi dudng

- Pon vi trong Trudng can ctt vao ké hoach da duge Hiu truong duyét dé lua chon CB, GV
phit hop cir di ddo tao, bdi dudng.

- Quyén loi, kinh phi va cac ché d¢ déi véi CB, GV trong thoi gian duge cur di dao tgo, bdi
dudng dugc thuc hién theo Quy ché chi tidu ndi bd cua Trudng va tiy theo timg chuong trinh
hoc, truomg hgp cu thé dugc ghi trong quyét dinh ctr di hoc.

- Céc chuong trinh dao tao, bdi dudng khéng nim trong ké hoach va yéu ciu ctia Nha trudng
ma do nhu ciu ¢4 nhan thi moi kinh phi do ¢4 nhan ty chju trach nhiém.

5.2.3.2. Quy dinh vé thi tyc cir di hoc

Quy trinh dio tao va bdi dwdng cin bd. gidng vién
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- Céc 16p do Nha trudmg t6 chirc: Can ot vao ké hoach va nhu ciu dio tao, Truong s& thong
bao cu thé vé d¢  tugng, thanh phin tham gia, thoi gian, ché @b va quyén lgi trong thoi gian hoc
& cac don vi ¢ CB, GV di hoc.

- Cic 16p do cdc don vi ngoai Trudng td chire: D6i tugng, thanh phin, thoi gian, dia diém
cu thé dugc néu trong gidy triéu tdp hodc thong béo tuyén sinh.

- Thi tyc cir di hoc gdm:
+ Gidy triéu tip hodc thong bao tuyén sinh;
+ Céc tai liéu khéc theo timg chuong trinh hoc;

+Pon xin di hoc ctia ca nhan dugce thi truong don vi quan 1y tryc tiép ddng y hodc vin ban
d2 nghi ctia don vi;

+ Ban cam két (néu c6);
+ Quyét dinh cir di hoc.
5.2.3.3. Dao tao, bdi dudng d5i v6i ngudi méi tuyén dung vé Trudng cdng téc

Ap dung v6i CB, GV méi duge Nha trudong tuyén dung vao lam vigc tai céc don vi, Phong
TC-NS c6 tréch nhiém phd bién, b tri hoc tip va tim hiéu cic ndi dung sau:

- Quy dinh ctia phap ludt vé quyén, nghia vu ciia ngudi lao dong;

- Truyén théng, lich sir va céc nganh nghé giang day ctia Nha trudng;

- Co chu td chirc, chirc niing, nhiém vy, quyén han clia Nha trudng, don vi noi cong tac;

- Noi quy, quy ché 1am viéc cuia Nha trudng, don vi noi cdng tac; Quan hé cong tac trong
don vi;

- Chire tréch, nhiém vu cta vi trf viéc lam duge tuyén dung;

- Trau dbi kién thirc va rén luyén ning luc, k¥ ning chuyén mén, nghiép vu theo yéu cau
cta vi tri viéc lam dugc tuyén dung;

- Tap giai quyét, thuc hién céc cong viée cua vi tri viée 1am duoc tuyén dung;

- Céc yéu chu cAn tudn thi theo H thong Quan Iy chét lwong;

- Tréch nhiém ctia c4 nhén lién quan t6i vige thye hién He théng Quan Iy chit luong.

5.2.4. Kiém tra viéc thyc hién cong téc dao tao, boi duimg

- Hang nim cén cr vao ké hoach dao tao, bdi dudng, Nha trudng s& tién hanh kiém tra, don
dbc viee thyc hién k& hoach ddo tao, boi dudng cla céc don vi.

- Cong tac bdo cdo:

Sau khi k&t thic khéa hoe CB, GV phai béo céo két qua hoc tép, ndp van b%ng, chimg chi
(ban sao) cho phong TCNS.

- Phong TCNS tong hop két qua dao tao, bdi dudng trong ndm hoc ctia Trudng bdo cdo Ban
Giam hiéu (FBU.TCNS.QT.02.05)

5.2.5. Luru hd so

Quy trinh dao tao va bdi duirng cén bd. giing vién
n
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Phong TCNS theo ddi qué trinh dao tao, boi dudng ciia cac CB, GV trong Trudng; luu van
bing, chimg chi tai hd so CB, GV; céip nhit theo ddi qu4 trinh ddo tao, boi dudng vao H6

so quén ly nhén su.
6. Ho so
Thaoi Hinh
STT Tén hd so S B 5.0 o
thire luu gian thirc
A - A -
1 I‘fie hoach dao tao, bdi dudng cua don Phong TCNS File 5 tm | Xébo
, [Fong hop ké hoach dao tao, bi dudng | by o tong|  File | 2mam | Xébo
cua don vi
3 150 boach dho e, i auBne ook Phong TCNS| File | 2nim | Xébs
[Trudng
Téng hop Ké hoach dao tao, béi : : :
- fitng toda Truting Phong TCNS File 2nam | Xébo
5 [TonghopKetqua ddotao, bOidudng | pps o ToNS| File | 2nim | Xébd
toan Truong
Vin bing, chimg chi sau dio tao (ban Hbso | SUO
6 ' Phong TCNS . thoi
S20) nhén su :
gian
; Kho
"l g
7 [Theo ddi cong tic dao tao, boi dudng | Phong TCNS|  File thoi Y
gian

7.

- FBU.TCNS.QT.02.01:
- FBU.TCNS.QT.02.02:
- FBU.TCNS.QT.02.03:
- FBU.TCNS.QT.02.04:
- FBU.TCNS.QT.02.05:

Quy trinh dio tao va bdi dudng cin bd, gidng vién

Phu luc

K& hoach dao tao, bdi dudng ctia bd phén

Ké hoach dao tao, bdi dudng toan Trudng
Ké hoach do tao, boi dudng toan Trudmg

Téng hop ké hoach dao tao, bdi dudng ctia bd phin

Téng hop Két qua dao tao, bdi dudng toan Trudng
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. ’ " < N . Mi sé: FBU.TCNS.BM.02.01
TRUONG PAI HQC TAI CHINH - NGAN HANG HA NQI Nghy ban hanh: §/9/2022

PON VI ...cooeeee LAn ban hanh: 01

KE HOACH PAO TAO, BOI DUONG
(Nim hoc 20...-20....)

I. HOC KY I NAM HOQC 20..-20... (6 THANG CUOI NAM 20...)

. s A * A
N¢i dung dao tao, Tén CB, GV ¢6 nhu cu dao tao, i Théi gian dy kien dao tao, boi Noi dio tao,
| STT 2 PR Poi tuong dudng R
boi dudng boi dudng x E ol boi dudng
(Tong so thoi_gian)
1 2 3 4 5 6

1. HOC KY 1II NAM HOQC 20...-20... (6 THANG PAU NAM 20....)
T as e oA ﬁ t bk. !
N§i dung dao tao, Tén CB, GV ¢6 nhu cau dao tao, £ hai gian dy k:en 0 kg0, D0 Noi dao tao,
et bdi dudn bdi dudn e dydis bdi dudn
ks b (Tén_g s6 thoi_gian) g
/ 2 3 4 5 6
Ha Néi, ngay ........... thang .....
TRUONG BO PHAN

Ghi chu: !

- (2) N¢i dung dao tao, béi duimg: Ti ien si: Thac si; Cao ccfp LLCT; Trung ccfp LLCT: BD kién thirc thuc té: BD chirc danh nghé nghiép....; BD nghiép vu ....; BD ngogi ngit
tin hoc.

- (4) Déi negng: Cdn bg va giang vién (viét tit la: CB, GV)
- (5) Thoi gian du kién dao tao, boi dudmg: 4 nam; 6 thang; Theo ké hoach ciia dom vi t6 chike...

- (6) Noi dao tao, béi dudng: Trong nudc; Nudc ngodi




TRUGNG DAI HOC TAI CHINH - NGAN HANG HA NQI

Mi sé: FBU.TCNS.QT.02.01
Ngay ban hanh: 8/9/2022

BUN V! seasssssansnens Lﬁﬂbaﬂ hﬁnh: 0]
TONG HOP KE HOACH PAO TAO, BOI DUONG
(Nam hgc 20...-20....)
L. HQC KY I NAM HQC 20...-20..... (6 THANG CUOI NAM 20...)
A - A < As
1 CB, GV ) r— . 3
A So luwgng CB cohnhu cau dao tao, boi Thoi gian dy ki &n ddo tgo, bdi :
Noi dung dao tao, dudng z Noi dao tao,
STT gy - dutng bdi dudn
. Téng sé Doi twgng (Téng sb thoi gian) .
CB GV

/ 2 3 4 5 6 7

I HOC KY Il NAM HOQC 20...-20... (6 THANG PAU NAM 20...)
S6 lugng CB, GV c¢6 nhu cau dao tao, boi
du'ﬁ"'lg v = A A
STT Ngi dung dao tao, F i dli:;:lﬂgdﬁﬂ S Noi dao tao,
A - A A -
boi dudng Téng s6 Doi twgng (Téng s § thi gian) boi dudng
CB GV
1 2 3 4 5 6 7
Ha Noi, ngay ........... thang ........
TRUOGNG DON V]

Ghi chii: : , ' :
- (2) Ngi dung dao tao, boi duimg: Tién si; Thac si; Cao cdp LLCT; Trung cdp LLCT; BD kién thite thuc té: BD chirc danh nghé nghiép....; BD nghiép vu ... BD ngoai ngit tix
tin hoc.

- (4), (5) Déi twgng: Can bj (CB), gidng vién (GV)
- (6) Thai gian dw kién dao tao, béi dudmg: 4 nam; 6 thang; Theo ké hoach cia dom vi (6 chiic...

- (7) Noi dao tao, béi duing: Trong nwde; Nudc ngodi
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BO GIAO DUC VA PAO TAO

TRUONG PAI HQC TAI CHINH - NGAN HANG HA NOI

Mi s6: FBU.TCNS.QT.02.03
Ngay ban hanh: 8/9/2022
LAn ban hanh: 01

KIi HOACH PAO TAO, BOI DUGNG THEO CAC PON VI THUQC TRUONG

(Nim hoc 20.....-20....)
(Theo ké hoach Dao tao, Béi dwdng nam hoc cia cdc by phin)
S6 lwgng NV, GV ¢6 nhu ciu dao
tao, boi duing Thoi gian dy kién dao . "
. i A. o ™~ x; Ls 2 « | Noi dao tao, boi o
STT Don vi Noi dung dao tao, boi dudng Doi tugng tao, boi dudng (Tong so 3o Ghi chu
Tong sb thoi gian) &
CB GV
1 2 3 4 5 7 8 9 10
Ha Noi, ngay ........... thang ......... nam 20....
TRUONG PHONG TCNS HIEU TRUONG

Ghi chu:
- Noi dung dao tao, bé
tiéng ....; BD tin hoc.

i dieimg: Tién si; Thac si; Cao cdp LLCT: Trung cap LLCT; BD kién thirc thue té: BD chire danh nghé nghiép....; BD nghiép vu ....;BD ngoai ngit

- Déi tugng: Cdn bé (CB); giang vién (GV)
- Thoi gian dw kién dao tao, boi dwing: 4 nam; 6 thang; Theo ké hoach cia don vi 16 chirc...

- Noi dao tao, béi duimg: Trong nwde; Nudc ngoai




BO GIAO DUC VA DPAO TAO M s6: FBU.TCNS.QT.02.04
; Ngéy ban hanh: 8/9/2022

TRUGNG PAI HOC TAI CHINH - NGAN HANG HA NOI PR b Kacho 0T

TONG HOP KEE HOACH PAO TAO, BOI DUONG TOAN TRUONG
(Nim hgc 20.....-20....)
(Theo ké hoach Pao tao, Boi dwing nam hoc cia cdc by phian)

S.-'. G A As -

N¢i dung dao tao, b 3 6 lwong CB, GV ¢6 nhu cau dio tao, boi dudng ok 4 o=

STT dilio - Noi dao tao, boi dudng Ghi chi
£ Téne s6 Doi tuong
& CB GV
I 2 3 4 5 6 7
Ha Ngi, ngay ........... thdang ......... nam 20....
TRUGNG PHONG TCNS
Ghi chu:
ip LLCT: Trung cdp LLCT; BD kién thirc thyuc té; BD chirc danh nghé nghiép....; BD nghiép vu ....;BD ngoai ngit

- Noi dung dao tao, béi dwimg: Tién si; Thac si; Cao cap
tiéng....; BD tin hoc.

- Ddi tugng: Can bg (CB); giang vién (GV)

- Thoi gian du kién dao tao, béi duimg: 4 nam; 6 thang; Theo ké hoach ciia don vi (6 chire....

- Noi dao tao, boi duimg: Trong nude; Nudc ngoai



= A BO GIAO DUC V A PAO TAO M3 sé: FBU.TCNS.QT.02.05
| Ngay ban hanh: 8/9/2022

TRUGNG DAI HQC TAI CHINH - NGAN HANG HA NOI + b b kot 04

&

TONG HOP KET QUA PAO TAO, BOI DUONG TRUGNG PAI HQC TAI CHINH - NGAN HANG HA NQI
(Nam hgc 20.....-20....)

S6 lugng NV, GV da cir di dao tao,
, boi dud 3 ;
STT | Noi dung dao tao, boi dudng o u'cr'ng Noi dio tao, bdi dudng Ghi chua
Téng sb Boi argog
& CB GV
1 2 3 4 5 6 7
Ha Néi, ngay ........... thang ......... nam 20....
TRUONG PHONG TCNS

Ghi chu: ; ‘

- Noi dung dao tao, boi dwing: Tién si; Th
ngir tiéng ....; BD tin hoc.

- Déi tugng: Can bé (CB); Giang vién (GV)

- Thoi gian du kién dao tgo, béi dwimg: 4 ndm; 6 thang; Theo ké hoach ciia dom vi té chirc...

ac si: Cao cdp LLCT; Trung cdp LLCT; BD kién thic thuc té: BD chirc danh nghé nghiép....; BD nghiép vu ....;BD ngogi

- Noi dao tgo, boi duing: Trong nuwdc; Nudc ngodi
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