BAN CHAP HANH TRUNG UONG PANG CONG SAN VIET NAM
HOC VIEN CHINH TRI QUOC GIA
HO CHI MINH

*

QUY CHE
Quin Iy hoat ddng bdi dudng ciia trudng chinh tri tinh, thanh pho
truc thudc Trung uwong
(Ban hanh kém theo Quyet dinh 56 6468-OD/HV CTQG ngay 21 thang 12 nam 2021
cia Gidm déc Hoc vién Chinh tri quéc gia Ho Chi Minh)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi didu chinh va ddi tuwgng ap dung

1. Quy ché nay quy dinh hoat dong bdi dudng cla truong chinh tr1 tinh,
thanh phé truc thudc Trung wong, bao gdm: Chuong trinh bdi dudng; tb chirc, quan
ly hoat dong b01 dudng; danh gia két qua va cong nhin hoan thanh chwong trinh
bdi dudng; cip chimg chi, gidy chimg nhén; dénh gia chit lwong hoat déng bdi
dudng.

2. Quy ché niy 4p dung ddi véi céc trudng chinh tri tinh, thanh phd truc
thudc Trung wong.

Piéu 2: Nguyén tic hoat ddng bdi dudng

1. Bao dam thyc hién nghiém cac quy dinh cua Pang, Nha nude, cia Hoc
vién Chinh tri quéc gia H6 Chi Minh vé cong tac bdi dudng can bd, cdng chuc,
vién chuc.

2. Can b9, cong chuc, vién chiic tham gia chuong trinh bdi dudng phai ding
d6i tugng, di tiéu chuén, diéu kién theo quy dinh.

3. Viée bdi dudng, cap nhat kién thtc phai thiét thuc, hiéu qué, trdnh hinh
thuc.

Pidu 3. Cac chwong trinh bdi dudng theo phin cap

Trudng chinh tri tinh, thanh phé tryc thudc Trung wong duoc td chic bdi
dudng céc chuong trinh sau:

1. Bbi dudng 1y luan chinh trj theo tiéu chun chirc vu lanh dao, quan ly cdp
phong va tuong duong.

2. B6i dudng kién thirc quan 1y nha nuéc (1‘01 vGi cdng chirc ngach chuyén
vién va turong duong; cdng chirc ngach chuyén vién chinh va tuong ducmg

3. B6i dudng kién thirc, k§ nidng, chuyén mon, nghiép vu cho céc chie danh
can b lanh dao, quan ly; cén b chuyén mén, nghiép vu cta t6 chirc dang, chinh
quyén, doan thé chinh trj - x& hoi cép co s6.

4. B6i dudng theo yéu cdu vi tri viéc 1am linh dao, quan 1y cAp phong va
tuong duong. .

5. B6i dudng theo yéu cu vi tri viéc lam chuyén mon nghiép vu.
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6. Bbi dudng cap nhat kién thirc cho can bd thudc dién ban t’huc‘mg vu huyén
Uy, quén 1y, thi iy, thanh uy thudc tinh va tuong duong quan ly (doi tuong 4).

7. Bdi dudng theo tiéu chudn chirc vy, chitc danh can bg, céng chirc cap xa.

8. Bdi dudng nghiép vu, phuong phap giang day cho giang vién cua trung
tdm chinh trj cAp huyén. ) . .

9. Bdi dudng cac chuong trinh khéc do cip c6 tham quyén giao.

Chuoqg 1
TO CHUC BOI DUONG

Didu 4. Céng téc chuin bj m& lép

1. Pbi véi 16p tir dudi 6 tuén: Hiéu trudng ra thong bio mé 16p, triéu tap hoc
vién tham dv 16p bdi dudng. )

2. Dbi véi 16p tir 6 tuln tré 1én: Hiéu trudng ra quyét dinh thanh lap hoi
'ddng tuyén sinh. :

3. Hoi dong tuyén sinh

a) S6 luong: Hoi ddng tuyén sinh c6 5 thanh vién

b) Thanh phin

- Chu tich: Hiéu trudng; .

- Ph6 chu tich: Phé higu trudng phu trach dio tao, bdi dudng;

- Uy vién thu ky: 1 cén by Phong Quén ly do tao va nghién ciru khoa hoc;

- Pai dién lanh dao don vi lién két (néu cb)

- Céc uy vién: Do hiéu truéng quyét dinh nhung khéng qua 2 ngudi

¢) Nhiém vu va quyén han cta Hoi dong tuyén sinh

Hoi dong gitip hidu truong t6 chire xét duyét hd so, 1ap danh s4ch xét d& nghi
cong nhén tring tuyén d& hidu trudng xem xét, quyét dinh.

4. Ban hanh quyét dinh mé 16p

‘ Trén co s& két qua nhap hoc, hidu truéng ban hanh quy‘ét dinh m& 16p. Noi

dung quyet dinh mé& 16p ghi 5 tén 16p boi dudng, thoi gian bodi dudng, danh sach
hoc vién.

Piéu 5. T chirc 16p hoc

1.S4 luqqg hoc vién: Céan ctr lgé hoagh duoc cép co thém~ quyén phé duyét va
tinh hinh thuc te, truong chinh tr1 bo tri s0 lugng hoc vién mobi 16p hop 1y dé bao
dam chat lugng, phu hop véi diéu kién phong hoc va viéc sir dung phuong tién,
phuong phép giang day ciia chuong trinh bdi dudng.

. 2.L6p cé thoi gian hoc tir 1 tudn tr& xudng c6 thé thanh 14p ban can sy 16p
gom lép truong va 1 16p phé. Lép cO tir 1 tuan tré 1én 18p ban can su gdm 16p
truong va tir 1 dén 2 16p phd; 16p 6 theé chia thanh c4c t6 nhung khéng qué 4 t3.

3. Lop trudng phu trach hoat ddng chung ctia 16p, 16p phod phu trach c4dc mit
hoat dong do 16p trudng phan céng. TH trudng phu trach hoat déng cua td.

Picu 6. Quan Iy 16p

1. Ban quén ly 16p:

a) Hiéu truong ra quyét dinh thanh 14p ban quan ly 16p trén co s& dé xuét cia
Phong Quan ly déo tao va nghién ctru khoa hoc.

b) Ban quan 1y 16p c6 tir 5 ¢én 7 thanh vién.
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- Trudéng ban: La 1 lanh dao truong hozic trudng khoa, phong duoc hiéu
trudng chi dinh. Trudng ban quén 1y 16p chiu trach nhiém v& moi hoat déng ctia 1ép
hoc va phén cong nhiém vu cho céc thanh vién ban quéan ly 16p.

- Pho Truéng ban: La 1 thanh vién do hiéu trudéng chi dinh (truorng hop 16p
do truong phbi hop tb chic, pho trudng ban 1a 1 thanh vién cta don vi phdi hop).

- Céc 1y vién: gdbm chi nhiém 16p (d6i voi Iop tir 2 tuin trd 1én); trudng, phé
truong phé khoa, phong; gidng vién, chuyén vién cic khoa, phong do hiéu truéng
quyét dinh.

2. Chu nhiém 16p: Déi vdi cac 16p c6 thoi gian thuc hién chwong trinh bdi
dudng tir 2 tudn tré 18n hiéu trudng ra quyét dinh cir cht nhiém 16p trén co s& dé
Xuét ctia Phong Quan ly dao tao va nghién ctru khoa hoc.

3. Ban quén ly 16p, cht nhiém 16p c6 nhiém vu tham muu, glup hiéu trudng
quan ly, diéu hanh cac hoat dong cua 16p hoc theo chuong trinh, ké hoach giang
day, hoc tép dé dugc cap c6 thAm quyen phé duyét.

Piéu 7. Hoc vién

1. Nghia vu ctia hoc vién

a) Chép hanh nghi€m tuc Quy ché nay va ndi quy cua nha trudng.

b) Tham gia day di ndi dung chuong trinh bdi dudng.

¢) Thuc hién tbt nep sdng vin minh: ky cuong, ky luat; thuc hanh tiét kiém;
tén trong glang vién, cén by, cdng chiic, vién chic va ngudi lao d6ng cia nha
trudng; doan két, giup d& 14n nhau trong qua trinh hoc tap.

2. Quyén loi cua hoc vién

a) Pugc cung cap thong tin vé chuong trinh, néi dung ké hoach giang day va
hoc tap, quy ché quan 1y hoat dong bdi dudng;

b) Pugc hudng céc ché 3, chinh sach cé lign quan dén hoc vién theo quy
dinh hién hanh.

c) Duoc nghi 18, tét, nghi hé va cac ngay nghl khac theo quy dinh ctia Nha
nudc va cua nha trudng.

d) Buoc nghi hoc khi ¢6 1y do (phéi c6 don xin phép do 1anh dao co quan,
don vi truc tiép quan 1y x4c nhén va duoc hidu trudng hodc trudng ban quan ly 16p
dong y.

d) Pugc str dung tai liéu, trang thiét bi phuc vu hoat dong hoc tip, nghién
ctru khoa hoc, vin héa - vin nghé, thé dyc - thé thao.

e) Duoc gop y voi nha trudng vé noi dung, chuong trinh hoc tap, phuong
phép giang day, cong tac t6 chirc, quan ly, phuc Vu clia nha trudng; dugc d& dat
nguyen vong va khiéu nai v6i nha truong dé gidi quyét cac van dé c6 lien quan dén
quyén, loi ich hop phép cua hoc vién.

g) Duoc cap ching chi, ching nhén khi ¢ diéu kién.

Piéu 8. Hinh thirc bdi dudng

1. Tép trung;

2. Vira lam vira hqc;

3. Tu xa (truc tuyén). .

Piéu 9. Phwong phap bdi dwong

Chu trong phuong phap day - hoc tich cuc, phét huy vai tro chi dao cia
giang vién, tinh tyr gidc, chu dong va tir duy sing tao ctia hoc vién, ting cudng trao
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ddi théng tin, kién thirc va kinh nghiém gifra giang vién v4i hoc vién va giita céc
hoc vién.

Pidu 10. Quy dinh tinh gio chuén .

1. Giang vién giang day, quan ly viéc day va hoc chuong trinh boi dudng
dugc tinh vao dinh muc gid chuin giang day hing ndm (trir nhimng gib’dﬁ duoc tra
thi lao) theo Quy ché giang vién cia truong chinh tri tinh, thanh pho truc thudc
Trung wong va céc quy dinh hi¢n hanh. Nhimng trudng hop khéc tinh gid theo gid
lao dong.

2. Thoi gian thuc hién mdt s6 nhiém vy dbi véi thanh vién ban quan 1y 16p
bdi dudng, chu nhiém 16p dugc quy déi nhu sau:

a) Pbi véi 16p dudi 4 tudn

- Trudng ban: Khéng quéa 7 gid chuin (dbi voi nguoi thudc ngach giang
vién); khong qué 14 gid lao dong (d6i v6i ngudi khong thudc ngach giang vién).

- Pho trudng ban: Khong qua 6 gid c_huén (a6 v&i ngudi thude ngach giang
vién); khong qua 12 gid lao dong (d6i véi nguoi khéng thudc ngach giang vién).

- Uy vién: Khong qué 5 gio chuin (dbi véi nguoi thudc ngach giang vién);
khong qua 10 gid lao dong (d6i véi ngudi khong thude ngach giang vién).

b) Doi véi 16p tir 4 tudn trd 1én

- Truéng ban: Khong qua 14 gir chuin (dbi véi nguoi thudc ngach giang
vién); khong qué 28 gi&y lao dong (dbi véi nguoi khong thudc ngach giang vién).

- Phé trudng ban: Khéng qua 12 gie chuin (dbi véi ngudi thudc ngach giang
vién); khong qué 24 gi¢r lao dong (dbi v6i ngudi khong thudc ngach giang vién).

- Uy vién: Khong qua 10 gi¢r chuén (d6i voi nguoi thudc ngach giang vién);
khong qué 20 gi& lao dong (dbi véi ngudi khong thude ngach giang vién).

c¢) Cht nhiém 16p: -

- D6i v6i chit nhiém 16p tir 2 dén dui 4 tudn khéng qué 8 gids chudn (461 véi
nguoi thube ngach giang vién khéng qué 16 gie lao dong (dbi véi nguodi khong
thudc ngach giang vién).

- D6i véi chi nhiém 16p tir 4 tudn tre 1én khong qua 12 gids chudn (d6i voi
nguoi thude ngach gidng vién); khong qua 24 gity lao dong (dbi véi ngudi khéng
thudc ngach giang vién).

3. Thoi gian thuc hién nhiém vu d6i véi thanh vién mét sb hoi df‘)ng chuyén
mén dugc quy dbi nhu sau:

a) Hoi ddng tuyén sinh va Hbi ddng xét cong nhén hoan thanh chuong trinh
va clp ching chi

- Chu tich H¢i ddng: 2 gidr chudn/lép |

- Phé chu tich Héi dong; thu ky: 1,5 gidr chudn/lép

- Uy vién Hoi dong: 1 gity chuén/16p

b) Hoi ddng chdm d& 4n, thu hoach cudi khoéa

- Chu tich Hoi ddng: 3 gior chuin/1ép

- Phé chi tich Hoi ddng; thu ky: 2 gi¢ chudn/lép

- Uy vién Hai ddng: 1,5 gi¢ chun/16p
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Chwong IIT
PANH GIA KET QUA HQC TAP, XET CONG NHAN HOAN THANH
CHUONG TRINH BOI DUGNG VA CAP CHUNG CHi, CHUNG NHAN

Piéu 11. Piéu kién du kiém tra va xét diéu kién kiém tra

1. Pidu kién du kiém tra

Hoc vién phai tham gia ddy du cic hoat dong trong ndi dung chuong trinh.
Trong trudng hop chwong trinh c6 quy dinh khéc thi diéu kién du kiém tra duoc ap
dung theo quy dinh cua chuong trinh.

2. Piédu kién hoc bd sung, hoc lai

a) Hoc vién nghi hoc dudi 25% thoi gian cua chuong trinh (hodc phan hoc),
duoc cap c6 thdm quyén ddng ¥ thi hoc bd sung ndi dung chura hoc. ‘

b) Hoc vién nghi hoc tir 25% tro 1én thoi gian cua chuong trinh (hodc phan
hoc), duoc cép c6 thim quyén dong y thi phai hoc lai ca chuong trinh hodc ca phan
hoc (néu chuong trinh chia thanh nhiéu phan hoc). o

¢) Hoc vién nghi hoc khong dugc cip c6 thdm quyén dong y thi phai hoc lai
c& chuong trinh ho#c ca phin hoc (néu chuong trinh chia thanh nhiéu phén hoc) va
bi xem xét xtr ly ky lut theo quy dinh. .

d) Viéc hoc bd sung, hoc lai do hoc vién d& nghi va dugc su déng y clia nha
trudng.

3. Thim quyen xét didu kién du kiém tra

Thim quyén xét didu kién dur kiém tra do trudng ban quan ly 16p xem xét,
quyét dinh.

4. Ra @ kiém tra: Trén co s& ndi dung chuong trinh bdi dudng, hiéu trudng
giao khoa chuyén mén ho#c gidng viénra 2 - 3 d&/1 14n kiém tra keém theo dép 4n,
gui hiéu truong trude khi kiém tra it nhit 3 ngay dé hiéu trudng quyét dinh.

- De kiém tra tyr luén: M3i & ¢6 2 - 3 cau hoi.

- P& kiém tra tric nghiém: M3i & c6 40 - 50 céu hoi.

5. Thoi gian kiém tra: Tir 2 dén 4 tiét, trur trudng hop chuong trinh ¢é quy
dinh khéc.

6. T chirc kiém tra:

a) Hi€u truéng hodc phé hiéu trudng dugc hiéu truéng vy quyen chi dao
Phong Quén Iy dao tao va nghién ctru khoa hoc va khoa chuyén mén td chirc kidm
tra.

b) M&i phong kiém tra c¢6 2 cén bd coi kiém tra. M3i bai kidm tra do 2 nguoi
chdm doc lap. Truong hop 2 ngudi cham 1&ch nhau tir 2 diém tré 1én thi bo c4o
Hiéu trudng quyét dinh chim lai. Két qua kidm tra duogc cong bd sau 5 ngay ké tir
ngay kiém tra.

7. Kiém tra b sung, kiém tra lai

a) Hoc vién di diéu kién kiém tra nhung véng c6 ly do, néu dugc su dong y
cua hiu truong hodc truong ban quén ly 16p thi dugc kiém tra bd sung. Hoc vién
k1em tra 1an dau khéng dat thi dugc kiém tra lai 1 1in. Thoi gian kiém tra lai duoc
t4 chirc trong vong tir 3 dén 5 ngay ké tir ngay cdng bd két qua kiém tra.
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b) Hoc vién c6 két qua kiém tra lai dudi 5 diém thi phai hoc lai toan b
chuong trinh dbi v6i chuong trinh ¢6 1 bai kidm tra hodc hoc lai hoc phén c6 diém
duéi 5 dbi véi chucmg trinh ¢6 nhiéu hoc phén.

Piéu 12. Viét tleu luan deé an, thu hoach cu01 khoa

1. Didu kién viét tiéu luan, d& 4n, thu hoach cudi khéa

Hoc vién c6 da diém kiém tra cac hoc phén, khéng cé diém dudi 5. Tham
gia ddy du cac hoat dong trong ndi dung chuong trinh.

2. ThAm quyén xét diéu kién viét tiéu luan, d@ 4n, thu hoach cudi khéa: Hiéu
trudng xem xét, quyét dinh trén co s& dé xuét ctia chii nhiém 16p hoic cia trudng
ban quan ly 16p.

3. Cham tiéu lun, dé 4n, thu hoach cubi khéa

a) Hleu trudng quyét dinh thanh l4p Hoi ddng chim tiéu luan, dé 4n, thu
hoach cubi khéa, s6 Iwong khong qua 9 thanh vién.

b) Thanh phan Hoi dong:

- Chu tich Hoi dong 1a hi€u truong;

- Phé chu tich Hdi ddng: c4c dong chi phé hidu trudng;

- Thu ky Hdi ddng 14 1 ddng chi 1anh dao Phong Quan ly dao tao va nghién
ctru khoa hoc;

- Thanh vién khéc ctia Hoi ddng do hidu trudng quyét dinh.

c) Nhiém vu cu thé cta thanh vién Hoi ddng do chi tich H6i ddng phan
cong.

d) Mai tiéu luan, d& 4n, thu hoach cubi khéa do 2 ngudi chim doc lap.
Trudng hop 2 ngudi chim léch nhau tir 2 diém tro 1én thi bdo cdo chu tich Hoi
ddng quyét dinh. Két qua chim tiéu lun, d& 4n, thu hoach cubi khoéa 1an dau khéng
dat thi hoc vién dugc viét lai d& chim lai (tru truong hop trong chuong trinh c6 quy
dinh khac). Trudng hop hoc vién c6 két qua chdm lai dudi 5 diém thi phai hoc lai
toan bo chuong trinh.

Piéu 13. Kinh phi hoc bd sung, hoc lai; kiém tra bd sung, kiém tra lai;
chim lai

Hoc vién hoc bd sung, hoc lai, kiém tra bd sung, kiém tra lal chim lai phai
chiu kinh phi cho viéc td chirc cac hoat dong trén. Hidu trudng quyét dinh muc thu
trén co sor thue té va quy dlnh phap luat

Diéu 14. Phic tra két qua kiém tra, tiéu luan, dé 4 an, thu hoach cudi khoa

1. Khiéu nai v& két qua kiém tra, tiéu luan, & 4n, thu hoach cudi khoa phai
duoc giri dén Phong Quan ly dao tao va nghién ctru khoa hoc chim nhit 3 ngay sau
khi cong bb diém.

2. Hiéu trudng quyet dinh t8 chirc chim phiic tra (khong bd tri ngudi chdm
phuc tra ba1 minh d4 chdm).

3. Két qua phuc tra 13 diém cta bai chdm phuc tra. Két qua phic tra dugc
cong bd ngay sau khi két qua phic tra dugc phé duyét.

Pidu 15. Cich tinh diém va xép loai hoc tip

Céch tinh diém va xép loai hoc tdp dugc thuc hién theo quy dinh trong céc
chuong trinh bdi dudng.
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Didu 16. Diéu kién dugc cong nhian hoan thanh chwong trinh boi dudng
va chp chirng chi N

1. Tham gia déy du cac hoat dong trong ndi dung chuong trinh bo1 du'O'ng..

2. Cé @i c4c bai kiém tra, tiéu luan, d& 4n, thu hoach cudi khéa theo quy dinh
ctia chuong trinh bdi dudng; céc bai kiém tra, tidu luan, d& 4n, thu hoach cudi khéa
phai dat tir 5 diém trd 1én (chdm theo thang didm 10);

3. Chép hanh nghiém Quy ché quan ly hoat dong b6i dudng cua truong chinh
tr1 tinh, thanh phé truc thugc Trung wong do Giam dbc Hoc vién Chinh trj quoc gia
H6 Chi Minh ban hanh, ndi quy hoc tdp cua nha truong va cac quy dinh phap luat
c6 lién quan dén bdi dudng can bg, cong chire, vién chirc. ‘

4. Truong hop dd duge cong nhéin hoan thanh chuong trinh boi duc?r}g nhung
trong thoi gian chd cip ching chi ma bi ky ludt canh cao thi lui thoi han cap chimg
chi cho dén khi hét thoi han thi hanh ky luat; trudng hop bi budc théi viéc hodc
khai trir Pang, bi phat ti hodc han ché quyén cong dan thi khong cap chiing chi.

Di¢u 17. Cap chirng chi, ching nhan hoan thanh kho hoc ‘

1. Céc truong chinh tri tinh, thanh phé truc thude Trung uvong dugc quyén in,
cap chimg chi c4c chuong trinh bdi dudng theo phan cép. ‘

2. Céc chuong trinh khdng c6 bai kiém tra hoic tidu luin hodc d& 4n, thu
hoach cudi khoa: duoc cép giéy chimg nhan hoan thanh chuong trinh bdi dudng,
trir trudng hop chuong trinh c6 quy dinh khac (Mau gify chimg nhan theo quy dinh
tai Phu Iuc s6 1 cta Quy ché nay).

3. Céc chuong trinh ¢6 bai kiém tra hodc tiéu ludn hodc dé 4n, thu hoach cudi
khéa: dugc cip chtng chi (MAu chimg chi theo quy dinh tai Phu luc s 2 cta Quy
ché nay).

4. Cip ban sao ching chi, chimg nhin

a) Trudong hop chimg chi, chimg nhan bi hu héng, cai chinh hd tich, nguoi
dugc cap chimg chi, chimg nhan phai lam don d& nghi c4p ban sao. Trong don phai
trinh bay r6 1y do hu hong (kém theo chimg chi hoic chimg nhan bi hu hong).

b) Trudng hop chimg chi, ching nhan bi mit, ndi dung don trinh bay néu rs
1y do bi mét, c6 x4c nhén cia thi truong co quan, don vi dang cong tic hoic chinh
quyén dia phuong noi cu tru. '

¢) Sau khi tiép nhén don, hiéu trudng giao cho truéng Phong Quén ly dao tao
va nghién ctru khoa hoc kiém tra, ddi chiéu véi S8 géc hoic hd so 16p hoc, néu
dung thi dé,nghi hiéu truéng cip ban sao chitng nhan, chimg chi. Ban sao c6 gié tri
nhu bang goc.

d) Nguoi ¢ nghi cép ban sao chiu 1€ phi do higu truéng quy dinh. .

6. Nha truong 14p s6 quan ly viéc cap chimg nhan, chimg chi theo quy dinh
hién hanh.

Pi¢u 18. Lwu bai va didm kiém tra, tiéu luin, dé an, thu hoach cudi
khéa, s6 quan ly viée cAp chitng nhén, chirng chi

1. Trach nhiém luu

Phong Quan ly dao tao va nghién ciru khoa hoc c6 trach nhiém luu baj kiém
tra, tiéu luén, dé 4n, thu hoach cubi khoa; diém kiém tra, tidu lugn, 43 &n, thu hoach

cubdi khéa, sb quén 1y cap chimg nhén, chimg chi.

2. Thoi gian luu
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a) Thoi diém lwu dugc tinh tir khi c6 quyét dinh cong nhan hoan thanh
chuong trinh bdi duorng

b) Bai kiém tra, tiéu luan dé 4n, thu hoach cudi khéa luu it nhat 6 thang.

¢) Diém kiém tra, tidu luan, dé 4n, thu hoach cudi khoa, s6 quan 1y viéc cap
chimg nhén, ching chi luu khong thai han.

Dleu 19. Khen thuéng

1. Ap dung 601 v&i cac chuong trinh bdi dudng c6 kiém tra, viét tiéu luan, dé
4n hogc thu hoach cubi khoa.

2. Piéu kién xét khen thudng

a) Két qua hoc - tap toan khoa dat tir 8,0 diém trd 1én.

b) Tham gia ddy du, tich cuc cac hoat dong chung cua 16p; y thirc td chirc ky
Juat tét.

3. Ty 1€ khen thudng

S6 hoc vién duge khen thudng khong quéa 10% téng s6 hoc vién clia 16p.
Truong hop s6 hoc vién vugt qua ty 1€ thi xét két qua hoc tap liy tir cao xubng
thip.

4. Thu tuc khen thudng

Can cr thanh tich trong hoc tép va rén luyén cta hoc vién, chu nhiém lép
hoc ban quan 1y 16p tién hanh cic cong viéc cu thé, 1ap hd so (bién ban hop 16p, t&
trinh, danh s4ch, va tu liéu khac c6 lién quan) trinh Hbi déng thi dua - khen thudng,
hiéu truong xem xét, quyét dinh.

Pidu 20. Xéa tén, ky luat

. 1. Xoa tén (ap dung vdi 16p bdi dudng co thdi gian clia chuong trinh dudi 2
tuan) -

Hoc vién nghi hoc tir 20% trg 1én thoi luvong chuong trinh khong dugc su
ddng ¥ cua cp c6 thdm quyen thi cht nhiém lorp hodc ban quan 1y 16p béo cdo bing
vén ban vo6i hiéu truong dé hidu truong quyét dinh x6a tén trong danh sich va
thong bio vé co quan, don vi ctt di hoc.

2. Céc hinh thirc ky ludt (ap dung véi 16p bdi dudng c6 thoi gian ciia chwong
trinh tir 2 tudn trd 1én)

a) Khién trach: 4p dung dbi véi hoc vién vi pham Quy ché quéan 1y hoat dong
bdi dudng hogc ndi quy cia nha truong 2 1an/khéa hoc (c6 bién ban cia timg 1an vi
pham); diém danh h9.

b) Canh c4o: 4p dung d6i véi hoc vién da bj khién trach ma tai pham hozc vi
pham mdt trong nhitng hanh vi sau:

- Nghi hoc cong ddn 3 budi/khéa hoc ma khong dugc sy dong y cia cip c6
thim quyén;

- Ubng ruou, bia ngay trudc, trong git hoc tap va nghi giita gio hoc tép;

- D4nh nhau, gy ro6i trong truong; bé phai, chia rg, gy mét doan két ndi bd
trong 16p, trong trudong;

- Xtc pham danh dy, nhin phim cén bg, giing vién, nhén vién, hoc vién
trong truong.

c) Bugc thoi hoc: ap dung d6i véi hoc vién da bi canh céo ma tai pham hogic
vi pham m{t trong nhimg hanh vi sau:

- Vi pham quy ché thi 1an 3;
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- Nghi hoc tlr 25% trd 1én thoi gian ctia chuong trinh ma khéng dugc chp cb
thAm quyén cho phép.

- Gia mao hd so dé tham gia tuyén smh

- Str dung vin bang, chiing chi khong hop phap khi du tuyén;

- Hoc hg, thi ho hodc dé cho nguoi khac hoc ho, thi ho;

- Bi ky luét véi hinh thire bude thoi viéc;

- Bi khai trlr hodc x6a tén trong danh sach dang vién;

- Khi ¢6 vén ban clia co quan co thdm quyén thdng bao vé viéc ngudi hoc vi
pham phap luét bi khdi t5 hinh su.

3. Thu tuc ky luat

Can cir tinh chit, mirc d cta hanh vi vi pham cta hoc vién, chu nhiém lop
hodc ban quan ly 16p tién hanh cac cong viéc cu thé, 14p hd so (ban kiém diém ca
nhén, bién ban hop 16p, to trinh va tai liéu khac co lién quan) trinh Hoi dong ky
luat, hiéu truong xem xét quyet dinh.

4. Viéc ghi hd so va hiéu luc clia quyet dinh ky luét

Hinh thirc ky luat ctia hoc vién tir khién trach trd 1én ghi vao hd so hoc vién.
Truong hop hoc vién bi ky ludt & muc bude thdi hoc, nha trudng huy két qua hoc
tap va giri thong béo v& co quan, don vi clr ngudi di hoc.

] Chuong 1V . )
TRACH NHIEM THAM GIA HOAT PONG BOI DUONG

Piéu 21. Lanh dao trudng

1. Lanh dao truong (hodc phdi hop chi dao) x8y dyng va thuc hién ké hoach
t6 chitc cac 16p bdi dudng theo chwong trinh dugc cap cb thdm quyén ban hanh,
phé duyét.

2.Ra quyét dinh ctr, thanh 14p, giao nhiém vu cho cht nhiém 16p, ban quan
ly 16p, ban céan su 16p.

Piéu 22. Phong Quan Iy dao tao va nghlen ciru khoa hoc

1. Cht tri tham muu x4y dung ké hoach mé 16p; ké hoach giang day va hoc
tép trinh hiéu truéng phé duygét.

2. Phéi hop tham muru t§ chitc tuyén sinh déng chi tidu, dor tuong, tiéu chuin
theo quy dinh.

3. Quan Iy hé so, tai lidu, dit lidu v& 16p hoc theo quy dinh.

- Piéu 23. Phong T6 chirc, hanh chinh, thong tin, tw li¢u

L. B& tri phong hoc, chuén bj tai liu hoc tép cho hoc vién, cac didu kién
khéc vé co s vt chat (néu co).

2. Thanh quyét toan céc che dd co lién quan den 16p hoc (néu co);

3. In phoi ching chi, gidy chimg nhén theo miu do co quan c6 thim quyén
quy dinh.

Dleu 24. Thanh tra hoat dong boi dudng

T4 chirc thanh tra, k1em tra viéc thyuc hién Quy ché quan ly hoat dong bdi
dudng khi hiéu trudng yéu ciu; giai quyét don thu khiéu nai, t6 cdo thudc thim

quyeén.
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Pidu 25. Cac khoa chuyén méon

Thue hién ké hoach giang day va hoc tip d4 dugc hiéu truong phé duyét va
nhimg nhiém vu khéc c6 lién . quan do hiéu trudng phﬁn cong.

Pitu 26. Panh gia chat lwgng hoat dong boi duing

Cac truomg chinh trj tinh, thanh phd truc thudc Trung uong thuc hién danh
gia chét lvong hoat dong bdi dudng theo quy dinh hién hanh vé danh gia chat lugng
bdi dudng can bg, cong chirc, vién chiec.

. ChuongV
PIEU KHOAN THI HANH

Piéu 27. Trich nhiém thi hanh

1. Hiéu trudng trudng chinh trj tinh, thanh phé truc thuéc Trung wong va cic
tb chirc, c4 nhan c6 lién quan chju trach nhiém thi hanh Quy ché nay.

2 Trong qua trinh tnen kha1 thuc hlen quy che neu co kho khan yuong méc,
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Phu luc s6 1
Maiu chimg chi boi duéng can b9, cong chiic, vién chirc do truong chinh tri tinh,
thanh pho truc thudc trung wong cap
(Ban hanh kém theo Quy ché quan ly hoat dong boi dutng ctia truong chinh tri
tinh, thanh phé truc thuéc Trung wong)

1. Kich thudc chimg chi: 13 ecm x 19 cm

2. Mau chting chi: Mat ngoai chimg chi b6i dudng can bd, cong chic, vién
chirc 12 mau d6 huyét du, mit trong mau trang.

3. K¥ thuat trinh bay:

Chimg chi khi gp lai theo chiéu doc c6 4 trang:

a) Trang I: Trén clng c6 Tiéu d& “DANG CONG SAN VIET NAM” dugc
trinh bay bang phong chit Times New Roman, ¢& chit 12, kiéu chit in hoa, ding,
dam, mau nhil vang.

Tiép dén 14 hinh Bua Lidm, mau nhil vang.

Sau d6 1a dong chit “CHUNG CHI” & gitta trang, dugc trinh bay bang phong
chit Times New Roman, c¢& chit 20, ki€u chit in hoa, ding, ddm, mau nhfi vang.

b) Trang 2: Dong trén cung “TEN CO QUAN, TO CHUC CAP TREN” la
co quan, t& chirc cAp trén truc tlep cta Truong Chinh tri tinh, thanh phé truc thudc
Trung uong, dugc trinh by bang phéng chit Times New Roman, c¢& chit 12, kidu
chit in hoa, ding.

Dong tiép theo 1a “TEN TRUONG CHINH TRI TINH/THANH PHO..
dugc ghi day du theo tén goi chinh thirc trong van ban phép ly thanh lap, duorc
trinh bay bang phong chit Times New Roman, c¢& chit 13, kidu chit in hoa, ding,
dam.

T1ep theo 14 anh ctia hoc vién duoc cp chu’ng chi, ¢c& anh 4 cm x 6 cm, duogc
déng diu ndi. Dong cubi 1 s& Quyét dinh «cép ching chi, dugc trinh bay bang
phdng chit Times New Roman, ¢& chit 13, kiéu chit dimg.

¢) Trang 3: Dong chir trén cung la Tiéu & “PANG CONG SAN VIET NAM”
dugc trinh bay bang phéng chit Times New Roman, ¢& chit 12, kidu chir in hoa,
ding, dam.

’ Tlep dén 1a dong chit “HIEU TRUGNG TRUONG CHINH TRI
TINH/THANH PHO................. ”. Tén co s& dio tao, bdi dudng dugc ghi day da
nhu & trang 2, phdng chit Times New Roman, ¢& chit 12, kiu chit in hoa, dimg.

Tlep theo 1a cac dong “Chumg nhan; Ngay, thang, nim sinh; Pon vi cong
tac Da hoan thanh chuong trinh; Tt ngay... thang... nam; Pén ngay... théng...

” duoc trinh bay bang phong chit T1mes New Roman, ¢& chit 12, kiéu chit
dung, chir cai dau cia cac cum tir dugc viét hoa.

Céc dong chir ghi dia danh va ngay, thdng, nim cap chimg chi dugc trinh
biy bing phéng chu' Times New Roman, ¢ chir 12, kiéu chir nghiéng; dbi vé6i

-
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nhing s6 chi ngdy nhé hon 10 va thang 1, 2 phéi ghi thém sé 0 & truéc; sau dia
danh c6 dau phay.

Dong tiép theo ghi chitc vy, chit ky, ho tén ctia ngudi ky va diu cia co sé
dao tao, b(‘)‘i dudng hodc co s& dao tao, nghién ctru. Chirc vu cia ngudi ky duge
trinh bay bang phong chit Times New Roman, ¢& chir 13, kiéu chit in hoa, ding,
dém. Ho tén cia ngudi ky dugc trinh bay béang chit Times New Roman, c& chit 13,
kiéu chit ding, dam.

d) Kich thudc Bia Liém va cdc chi tiét trinh bay khdc do trudmg chinh tri
tinh, thanh phé truc thugc Trung wong quyet dinh nhung bao dam sy can dbi
chung.

4. Mau mit ngoai ctia chimg chi

PANG CONG SAN VIET NAM

CHUNG CHi




5. MAu mit trong cuia ching chi

TINH UY/THANHUY ..o,

TRUONG CHINH TRI TINH/THANH PHO

PANG CONG SAN VIET NAM

.........

HIEU TRUGNG TRUGNG CHINH TRI

i
]

. TINH/THANH PHO.......ccovvvea.
;Chl'mg nhan: Ong (Ba) ....cooeeevevveennnnn.n,
gSinh Nngay ......... thang ......... nam ......
;LDorn VICONZ tAC: tvvveviviiie i

. Noi cdp, ngay .... thdng .... ndm.....
; HIEU TRUGNG

(Ky tén, déng déu, ghi rd ho tén)
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Phglgcséz
Miu glay chirng nhan hoan thanh khoa boi der'ng can by, cong chlrc, vién
chirc do trudmg chinh tri tinh, thanh pho true thudc trung wrong cap
(Ban hanh kém theo Quy ché qudn Iy hoat dong boi duong cua truong chinh tri
tinh, thanh pho truc thuéc Trung vong)

1. Glay ching nhén hoan thanh chuong trinh bdi dudng dugc trinh bay trong
1 trang gidy khd A4 (210mm x 297mm).

2. Pinh 18

a) Lé trén: cach mép trén 20mm,;

b) Lé dudi: cach mép dudi 20mm;

¢) Lé trdi: cach mép trai 30mm;

d) Lé phdi: céch mép phai 15mm.

3. K§ thuat trinh bay

a) Tiéu dé * ‘Dang Cong san Viét Nam”

Trinh bay bing phong chir Times New Roman, gdc trén cuing bén phai, dong
dau, c6 dudng ké ngang nét lién phia dudi, d6 dai dudng ké bang 4o dai tidu d&; chir
in hoa, dimg, d4m, ¢& chit 15.

b) Tén co quan ban hanh van ban

- Tén co quan cp trén truc tip cila co quan ban hanh vin ban: trinh bay bing
phdng chit Times New Roman, géc trén ciing bén tréi, dong dau; chir in hoa, ding,
cd chit 14.

- Tén co quan ban hanh van ban: Ghi chinh x4c, day du tén co quan ban hanh
theo vdn ban phép ly thanh 18p co quan; trinh bay bing phong chit Times New
Roman, dong dudi tén co quan cip trén truc tiép; chit in hoa, dimg, dém, c& chit 14,
phia dudi cé ddu sao (*) ngan céch véi anh.

c) Tén Gzay chimg nhdn

Tén "GIAY CHUNG NHAN" dugc canh bén phai trang gidy; trinh bay
bang phéng chit Times New Roman, ¢& chit 15, kiéu chit in hoa, dimg, dam.

d) Trich yéu

Trich yéu "Hoan thanh khod hoc" canh gifta ngay duéi dong chit Gidy chimg nhén;
trinh bay bing phéng chit Times New Roman, ¢& chit 14, kiéu chit in hoa, dimg, dam.

d) Noi dung Gzay chitng nhdn

Céc dong ndi dung cia Gidy chimg nhén dugc trinh bay bang phéng chit Times
New Roman, c& chit 14, kiéu chit dimg; chit c&i dau ciia cac cum tir duoc vidt hoa.

e) Dia danh va ngay, thang, nam ban hanh van ban

- Dia danh 14 tén goi chinh thirc ctia don vi hanh chinh c4p tinh noi truong
chinh tri dat tru so.

- Trinh bay:

+ Chit in thuong, nghiéng, c& chir 14;

+ Dia danh va ngay, thdng, ndm trinh bay ciing dong vdi s6 va ky hiéu;

+ Ngay dudi 10 va thang dudi 3 phai thém s6 0 ¢ trudc; gilta dia danh va
ngay, thang, nam c6 déu phay ()

g Quyén han, chirc vu cua nguoi ky van bdn
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Quyén han, chtrc vu clia ngum ky vin ban trinh bay chiém khoang 1/2 trang
gidy theo chiéu ngang, dudi ndi dung vin ban, bén phai, bang phong chit Time
News Roman, in hoa, dung, dam, c& chir 14.

- Chit ky ctia ngudi ky vin ban trinh bay dudi quyén han, chirc vu cia ngudi
ky vian ban. Khéng dung but chi, bt mau d6, mau nhat, muc dé phai dé ky vin ban.

- Ho va tén cia nguoi ky van ban trinh bay dudi chit ky cia ngudi ky van ban.
Chit in thuong, ding, dam, c& chit 14. Ghi déy du ho tén cta nguoi ky védn ban;
khong ghi hoc ham, hoc vi, danh hiéu... trudc ho tén clia ngudi ky van ban.

h) S6 va luu Gzay chimng nhdn

S6 1a sb vao sb cua Gidy chimg nhén va luu la dia chi don vi, ca nhén luu
Gidy ching nhan; duoc trinh bay chiém khoang 1/2 trang glay theo chiéu ngang, &
phia dudi, bén bén tréi; trinh bay bang phéng chit Times New Roman, c& chit 12,
kiéu chit dimg.

) Anh

Anh clia nguoi duge chiing nhan dan géc trai dudi tén cua truong chinh tri
va duoc déng dau giap lai; c& anh 4em x 6cm.




4. MAu Giy chimg nhan

TINH UY /THANH UY.........c..... PANG CONG SAN VIET NAM
g 3 20010 [ |
*
GIAY CHUNG NHAN
HOAN THANH KHOA HQC

Chimg nhan: Ong (BA) ....eeeeeuvveiieieeeeieieeeeeeeeeeee e e e e e e e e e eeaeaeeeeeeens
Sinh ngay ......... thang ......... nam .........
DOn Vi CONG tAC: .ouiuiniiiiiiie e
D3 hoan thanh chuong trinh: ......cooiiiiii e,
Tu ngdy ..... thang ...... ndm ......... dén ngay .....thang ......ndm ....................
-86: , ngay .... thdng .... nam ...

- Luu: HIEU TRUONG




