UBND TINH BEN TRE CONG HOA XA HOI CHU NGHIA VIET NAM

SO GIAO DUC VA PAO TAO Poc 14p — Tw do — Hanh phic
S6: 2%0 /HD-SGD&DT Bén Tre, ngay AO thing 4 nam 2013
HUONG DAN

Vé viéc quy hoach can bo quan ly
cac don vi truc thuoc S¢ Giao duc va Dao tao

Thuc hién Huéng dan sé6 07-HD/BTCTU ngay 01/3/2012 cta Ban T6
chirc Tinh iy vé viéc thuc hién Hudng dan s6 15-HD/BTCTW ngay 05/11/2012
ciia Ban T6 chirc Trung wong vé cdng tac quy hoach can bd lanh dao, quan ly
theo tinh than Nghi quyét s6 42-NQ/TW ngay 30/11/2004 ctia B6 Chinh tri
(khoa IX) va Két luan so 24-KL/TW ngay 05/6/2012 ctia Bo Chinh tri (khoa
Xl);

Dé tiép tuc thuc hién tot cong tac quy hoach can bo tir nay dén nam 2020
va nhirng nidm tiép theo, S& Gido duc va Pao tao hudng dan dén cac don vi truc
thudc cong tac quy hoach can bd du bi chirc danh trudng, pho don vi; cu thé nhu
sau:

[. NHUNG YEU CAU CHUNG VE CONG TAC QUY HOACH CAN BO

1. Quy hoach can bo la cong tac phat hi€n som nguodn can bd tré co due,
c6 tai, ¢6 trién vong vé kha ning lanh dao, quan ly, dua vao quy hoach dé co ké
hoach dao tao, boi dudng, tao nguon cac chirc danh 1anh dao, quan ly, dap ung
nhiém vu chinh tri trudc mit va 1au dai cta tirng don vi.

Quy hoach can bo 1a ké hoach tong thé, dai han vé ddi ngii can bod c6 trién
vong dam nhiém céc chirc danh lanh dao, quan ly va ké hoach dao tao, boi
dudng, luan chuyén, bo tri, st dung can bd do theo quy hoach.

2. Quy hoach can bg phai xuat phat tir yéu cau nhiém vu chinh tri va thuc
té doi ngili can bd; phai gan véi cac khau khac trong cong tac can bo, bao dam su
lién thong quy hoach cua ca do1 ngi can b trong hé thong chinh tri.

- Pé quy hoach can bé sat vai thuc tién va c6 tinh kha thi, phai can cur vao
yéu cau nhiém vu chinh tri cua timg thoi ki ¢é xac dinh tiéu chuan, co cau doi
ngl can bo trong quy hoach (trinh dg, chuyén nganh dao tao, do tu01 o101
tinh...); phai nam chic d6i ngli can bd hién co, du bao dugc nhu cau can bd
trude mat va lau dai, trén co s¢ d6 méi tién hanh lua chon, gidi thiéu can bd vao
quy hoach, dong thoi phai xdy dung ké hoach dao tao, boi dudng, bo tri, sir dung
can by theo quy hoach.

3. Phai danh gia can bg trwdc khi dwa vao quy hoach

Déanh gia can b 1a tién dé, 1a khau bat budc phai thuc hién trude khi tién
hanh quy hoach can b0 lanh dao, quan ly.

3.1. Noi dung danh gia:



Cin cu dé lua chon, gio1 thi€u can bg vao quy hoach la tiéu chuan chuc
danh can bo, bao gom tiéu chuan chung cta can bd néu trong Nghi quyét Trung
uvong 3 (khoa VIII) va tiéu chuan cu thé tung chic danh can b, theo cac noi
dung co ban sau:

- Phdam chat chinh tri, dao ditc, 16i song: Nhan thic tu tudng, chinh tri:
viéc chap hanh cac chu truong, dudng 16i, quy ché, quy dinh cua Dang, chinh
sach, phap luat ctia Nha nudc; viée gitr gin dao duec, 16i song, chong quan liéu,
tham nhiing, 1ang phi va cac biéu hién tiéu cuc khac: tinh than tur hoc tap nang
cao trinh do; tinh trung thue, cong bang, khach quan, y thire td chire ky luét, tinh
than trach nhiém trong cdng tac; viéc chap hanh phap luit cta vo, chdng, con;
moi quan hé véi nhan dan..

- Nang luc thuc tifin; Thé hién & két qua, hiéu qua cong tac; tinh chu
dong, sang tao; mirc d§ hoan thanh chirc trach nhiém vu duoc giao; kha nang
doan két, tap hop, quy tu can b; nang luc diéu hanh, t6 chirc thuc hién; kha
nang du bao tmh hinh, xir Iy nhitng tinh hudéng phirc tap phat sinh trong cong
tac.

- Uy tin: Thé hién thong qua viéc 1ay phiéu tin nhiém hang nam va két qua
danh gia can bd.

- Sirc khoe: Bao dam sirc khoe dé hoan thanh tot chire trach, nhiém vu clia
chirc danh quy hoach.

- Chiéu huong va trién vong phat trién, kha niang dap g yéu cau nhiém
vu khi dugc bo tri vao chirc vu cao hon.

3.2. Phwong phap tien hanh danh gia:

- Tap thé lanh dao don vi (g6m cap Uy va trudng, phé don vi) tién hanh
nghién ctru, dé xuat nhan su gidi thiéu vao quy hoach.

- Tién hanh lay y kién noi cu trd, nhan xét vé tu cach cong dan cua ban
than va gia dinh cia can bd duogc gidi thiéu du kién dua vao quy hoach.

- Tap thé lanh dao don vi xem x€t danh gia, két luan.

Két luan vé danh gia can bo duogc thé hién bing vin ban, cong khai trong
tap thé lanh dao don vi.

Két qua danh gia can bd hang nim (khong qua 6 thang tdi thoi diém xem
xet) dugc sur dung cho viéce lua chon, gidi thiéu can by vao quy hoach; truong
hop can bd c6 van dé méi phat sinh thi danh gia, két luin bo sung.

b

4. Quy hoach can bg phai dam biao phwong chim “mé” va “dong”

- Quy hoach “mo” la mot chire danh cén quy hoach mdt s6 ngudi va mot
ngudi ¢6 thé quy hoach vao mot sé chirc danh: g101 thi€u can b vao quy hoach
khong khep kin trong ting don vi, khong chi dua vao quy hoach nhitng can bd
tai chd ma can xem xét, dua vao quy hoach cé cdc cdn bo c6 du tiéu chuin, diéu
kién va trién vong dam nhiém chirc danh quy hoach ¢ don vi khac.

D6i v&i can bo co trong quy hoach & noi khéc, duoc d& xudt, gi01 thi€u
vao quy hoach cia don vi minh; co quan thuc hién quy hoach lién hé vai t6 chirc
Dang va nguot ding dau don vi noi cén bd dang cong tac dé tham dinh, xem
xét, quyét dinh dua vao quy hoach; thong bao cho don vi noi can bd dang cong



tac va ca nhin cin bd d6 biét, khong t6 chirc 1ay phiéu gidi thiéu doi vdi nhan su
do6 (ca not can bd cong tac va noi can bo dua vao quy hoach).

Cap c6 tham quyén phé duy€t quy hoach ¢6 trach nhiém b6 sung nhén sur
tir noi1 khac vao quy hoach cua cép dudi.

- Quy hoach “d6ng” 1a dinh ky tién hanh ra soat, bo sung, diéu chinh quy
hoach theo sat su phat trién cua can bo; kip thoi dua ra kho1 quy hoach nhirng
nguo1 khong con du tiéu chuan, diéu kién, khong co trién vong phat trién hoac
uy tin thap qua lay phleu tin nhiém hang nim; bd sung vao quy hoach nhitng cén
bo co trién vong phat trién.

5. Méi quan hé giita quy hoach can b va bo tri nhan sur:

- B tri nhan su 1a lua chon can bd trong quy hoach dé bé nhi€ém, gi61
thi€u ing cu dam duong ngay vi tri lanh dao, quan ly khi co nhu cau.

- Quy hoach can bg la tao ngudn dé chu dong chuan bi can bd cho viée bd
nhiém, bd tri nhan su néu trén.

Can bo trong quy hoach 1a nhitng déng chi ¢6 trién vong dam nhan chirc
danh quy hoach. Do viy, & thoi diém dua vao quy hoach khong nhét thiét phai
dap (g day du diéu kién va tiéu chuan chirc danh quy hoach, ma can duoc rén
luyén, thir thach, dao tao, boi dudng dé dat tiéu chuan cua chirc danh quy hoach.

Cac tiéu chuan dé bo nhiém can bo khong phai la tiéu chuan dé dua can
bd vao quy hoach, ma 1a tiéu chuan can c6 dé dugce bo nhiém hodc gidi thiéu can
b0 ung cu cac chuce danh 1anh dao, quan ly.

6. Quy hoach doi voi can b dwong chire:

Quy hoach can b0 1én chirc vu cao hon, khong quy hoach tai bd nhiém
chuc vu dang dam nhiém khi xay dung quy hoach nhiém ky té1 va cac nhi€ém ky
tiép theo, cling nhu khi ra soat, bo sung vao quy hoach cua nhi¢m ky hien tai.
Cac can by duong nhiém Ve nguyen tic di co du tieu chuan, diéu kién cia chirc
vu dang dam nhiém, néu c6 trién vong phat trién thi dua vao quy noach churc vu
cao hon; néu du tiéu chuan diéu kién tiép tuc tai bo nhiém thi 1a ngudén duong
nhién dé xem xét khi tién hanh bo nhiém lai.

P6i v6i can bd dam nhiém chirc danh c6 quy dinh mét ngudi khong gitr
chirc vu qua 2 nhiém ky lién tiép, S& Giao duc va Pao tao s& xem xét diéu dong,
bo tri tirng truong hop cu thé d6i véi can bo.

7. SO llr0'ng dua vao quy hoach:

- Nguodn can bd quy hoach ¢ sé luong gip 1,5 — 2 1an so luong can bd
lanh dao, quan ly duong nhi¢m.

- Khong quy hoach 1 ngud1 vao qua 3 chirc danh; khong quy hoach 1
chuc danh qua 3 ngu'orl

8. Yéu cau vé dd tudi va co ciu can bo trong quy hoach:
- Can dua vao quy hoach nhitng cd nhin cd trlen vong, nhung phai tré

tudi, dé cod quy thoi gian cho viéc dao tao, boi dudng vé 1y ludn chinh tri, chuyén
mon, nghiép vu va kinh qua thue tién quan ly & cap duéi; dé dén khi bo tri can
by vao chirc danh quy hoach, bao dam nhirng can bd lan dau duoc bd nhiém
chirc danh lanh dao, quan 1y phai du tudi cong tac tir 2 nhiém ky trd 1én, it nhat
clting tron 1 nhiém ky.



- Nhu'ng ca nhan da co trong quy hoach nhung khong du tudi bo nhiém
lan dau vao chirc danh quy hoach, can dua ra kho1 quy hoach.

- Vé co cau 3 do tuéi: Duy tri co cau 3 do tudi trong quy hoach; dan cach
gitra cac do tudi 1a 5 nim. Céap co tham quyén chi phé duyét quy hoach khi dap
Ing yéu cau nay.

- Ve ti 1é can bé nit, cdn bo tré trong quy hoach: Bao dam ti 1€ can bd ntr,
can b tre khong dudt 15% trong danh sach quy hoach.

- Trong quy hoach cdn dam béo cdn doi vé co cdau gitta cac bd mén ban
Khoa hoc xa ho1 va Nhan van vé Khoa hoc tu nhién.

9. Tham quyén phé duyét quy hoach:

Phong T chttc can bd tham dinh déng gdép quy hoach va trinh Ban
Thuong vu Pang Gy S& xem xét, diéu chinh, bd sung va phé duyét quy hoach.

10. Thuc hien cong khai trong quy hoach can bo:

- Céc tiéu chuan chung va tieu chuan cu thé cua tung chue danh can bo
duoc cong khai dé tap thé don vi biét va tham gia bé phiéu gidi thiéu nhén su
quy hoach ¢ co quan, don vi.

- Danh sach can bo duoc cap trén phé duyét dua vao quy hoach duoc gu
cho cap dudi dé thong bao cho tap thé 1anh dao don vi va ca nhan can bo do biét.

- Danh sach can b dugce bo sung dua vao quy hoach va diéu chinh dua ra
khéi quy hoach duoc cong khai trong tap thé 1anh dao don vi, déng thoi thong
b4o cho c4 nhan dugc biét sau khi duge S& Gido duc va Pao tao phé duyét.

I1. NOI DUNG, PHUGONG PHAP QUY HOACH CAN BO

1. Cac budc tién hanh quy hoach:

1.1. Buéce 1: Phat hién, gidi thiéu nguén quy hoach

Trén co s& két qua nhan xét doi véi nhitng nhan sy da dugc tap thé 1anh
dao don vi g161 thi€u, thu tru0‘ng don vi chu tri t6 chirc Hoi nghi can bd chi chot
dé thao luan g101 thi¢u can bd quy hoach (bang hinh thirc bo phiéu kin), thanh
phan tham du gom:

- Trudong, pho don vi;

- Céc thanh vién Hoi dong truong:

- Céc d/c t6 trudng, to pho;

- Céc thanh vién cap uy chi bo;

- Chu tich CDCS don vi;

- B1 thu Poan TNCS HCM;

- Céc d/c gido vién trung hoc cao cap (néu cO).

Ta1 HO1 nghi nay cac ca nhan tham dyu dugc cung cap day du thong tin vé
danh sach va noi dung nhén xét, danh gia cua tép thé lanh dao don vi doi véi
nhiing nguo1 dugc gio thigu dé lay v kién dua vao quy hoach, dong thoi co thé
g101 thicu thém nguon quy hoach ngoai danh sach da dugc tap thé 1anh dao dua
ra lay v kién.

1.2. Buéc 2: Té chire ldy ¥ kién chi vy chi b6 don vi:



Sau khi 14y v kién tap the can bd chu chot dé gidi thiéu nguon quy hoach,
tap thé chi uy chi bd don vi tién hanh thao luan, phan tich va ghi phiéu gidi thiéu
can by dua vao quy hoach cua don vi.

1.3. Buéc 3: T chirc lay y kién tdp thé ldnh dao don vi (g6m cdp wy va
trieong, pho don vi) dé thao ludn va quyét dinh quy hoach can bo.

Trén co s& két qua tham khao v kién gidi thiéu quy hoach cua can bo chu
chot tai don vi; phiéu gidi thiéu can bo dua vao quy hoach cia chi uy chi b, tap
thé 1anh dao thao ludn va bd phiéu quyét dinh nhan sy sé dugc dua vao quy
hoach. Cac c4 nhan duoc trén 50% tong so tap thé lanh dao don vi dong y thi
duoc dua vao danh sach quy hoach chinh thirc.

Mot chic danh phair co tu 2 dén 3 can bod quy hoach, mdt ngud1 quy
hoach khong qua 3 chirc danh.

2. Pinh ky xiy dung va ra soat, bo sung quy hoach:

Theo yéu cau trong tirng giai doan xay dung quy hoach can bd, S& s& chi
dao cac don vi xdy dung quy hoach lan dau, dong thoi hang nam tién hanh ra
soat, bd sung quy hoach. Cu thé nhu sau:

- Vao nam thir 2 sau quy hoach 1an déu cac don vi xay dung quy hoach
can by cho nhiem Ky to1 va cac nhieém ky tiép theo véi day du cac bude nhu quy
trinh hudng dan trén (riéng quy hoach doi véi nhiém ky 2015-2020, cac don vi
d3a quy hoach xong, cin ctt vao huéng dan nay dé ra soat, diéu chinh bd sung
quy hoach. Quy I1I/2013 diéu chinh bd sung QHAI1, xay dung QHA2; quy
[11/2014 diéu chinh b6 sung QHAZ2, xay dung QHAS3.

- Trong nhiing nam tlep theo (nam thur 3, nam thir 4), cac tap thé 1anh dao
ra soat, diéu chinh bd sung vao quy hoach nhung nhan t6 méi, dua ra khoi quy
hoach nhitng c4 nhan khong con du tiéu chuan, diéu kién va nhitng ca nhan uy
tin thdp qua lay phiéu tin nhiém hang nim.

Trong qua trinh ra soat quy hoach hang nim, can cht y dén thoi han b
nhiém va bo nhiém lai cia ting chirc danh can bo trong dbi tuong quy hoach.

Khi ra soat, bo sung quy hoach, tap thé 1anh dao can cur vao danh gia can

bd hang nam dé xem xét, bod phiéu quyet dinh, khéng can thuc hién day du cac
buoc nhu xay dung quy hoach ban dau.

[II. QUAN LY VA THUC HIEN QUY HOACH

1. Xay dung ké hoach dao tao, bdi dudng cin bd quy hoach

Cin cir vao quy hoach can bd va tiéu chuan chirc danh quy hoach, tip thé
lanh dao don vi chi dao xay dung ké hoach dao tao, béi dudng can bd trong dién
quy hoach.

Trinh cip c6 tham quyén xem xét phé duyét quy hoach.

2. Bo tri, sir dung can bo theo quy hoach

- Viéc cur can bo di dao tao, boi dudng, boé nhiém chirc vu quan ly phai
can cu vao quy hoach can bo.

- Khi b6 nhiém cén bd vao chirc danh nao thi phai uu tién chon can bd ¢o
trong quy hoach cta chirc danh d6; trudng hop that dic biét moi chon cac dong
chi quy hoach chirc danh twrong duong.



- Trong to trinh xin chu truong cap c6 tham quyén xem Xxét bo nhiém can
bo can néu rd vé nhan su co trong quy hoach chirc danh b6 nhiém hay khong;
néu khong thi giai trinh 10 ly do.

3. Ho so quy hoach bao cao vé S& Giao duc va Dao tao oom:
3.1. Ho so xay dwng quy hoach lan dau (QHA1):
_ Ban nhan xét, danh gia cia tap thé lanh dao don vi doi voi can bo
dugc quy hoach ( mau 01);
- Phiéu léy y kién noi cu tri doi vai can bd quy hoach;
- Bién ban hop tap thé 1anh dao dé quyét dinh quy hoach;
- Danh sach quy hoach can bo (QHATL) (mau 02);
- K& hoach dao tao, boi dudng can bd quy hoach ( mau 03).
3.2. Péi véi cac don vi di xay dung xong quy hoach.
_ Ban nhan xét, danh gi4 cua tap thé lanh dao don vi doi voi can bd
duoc quy hoach bo sung ( mau 01);
- Phiéu lay y kién noi cu tri d6i vdi can bo quy hoach bo sung;
- Bién ban hop tap thé 1anh dao dé quyét dinh quy hoach bd sung;
- Danh sach didu chinh, bo sung quy hoach (QHA2,....) (mau 02);
- Ké hoach dao tao can bd quy hoach bo sung ( mdu 03);
- B4o cao diéu chinh, bd sung quy hoach (mau 04).
4. To6 chirc thue hién.
Ciin ctr huéng dan nay, S& Gido duc va Dao tao yeu cau cac don vi truc
thudc trién khai mot s6 noi dung sau:
- Xay dung quy hoach can b ting giai doan theo chi dao cua SO
GD&DT;
- Xay dung quy hoach b6 sung (QHA2, QHA3);
- B4o cao ho so quy hoach lan diu hodc ho so diéu chinh, bo sung quy
hoach vé S& GD&DPT (Phong TCCB) vao thang 8 hang nam.
Pdi véi Phong Gido duc va DPao tao cac huyén, thanh pho cin clr hudng
dan nay tham muu cap co tham quyén chi dao thuc hién théng nhat trong nganh.
Huéng din nay c6 hiéu luc ké tir ngay ky va thay thé Hudng dan so
07/HD-SGD&DT ngay 30 thang 12 ndm 2008 ctia S¢ Giao duc va Dao tao vé
viéc quy hoach can bd cac don vi truc thudéc S6¢ GD&D'L dén nam 201 5./;j _

Noi nhan:

BTV Dang iy So (dé theo doi);
_Cac Phé GD S0 (dé theo ddi);
-C4c don vi truc thudc (dé thyuc hién);
-Phong GD&DT cac huyén, thi xa;
-Thanh tra S0o;

-Website So;

- -Luu: VT, TCCB.




CO QUAN QL TRUC TIEP CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG/TRUNG TAM.... Doc ldp - Ty do - Hanh phiic

i Bén Tre, ngay thang nam 20...
Mau 01

BAN NHAN XET, PANH GIA CAN BO, GIAO VIEN
GIOI THIEU VAO QUY HOACH GIAI POAN 20.. — 20..

i E A =,

-Hovatén nguor dugc danh @ld: ... ...

- Ngay, thang, nam sinh: ...

c G VU o e e

- Trinh do chuyen mon: ... ...

- TrinhdO QLGD:...oo oo ;trinh O LLCT: ... ..

- DPOn VI CONG tAC: .. oo,

- Céc danh hiéu da dugc trong 03 nam qua (CSTD...., GV day giodi cap....):

I. Nhan xét, danh gia tom tit wu, khuyét diém; mat manh, mat yéu:

1. Phdam chat chinh tri, dao dirc, phong cach, [6i séng:

- Quan diém chinh tri, y thirc chap hanh cuong linh, diéu ¢, duong 161, chu
trrong cua Dang, phap luat cua Nha nudc;

- Pao dic 16i song; thai d6 va hanh dong chéng quan liéu, lang phi, tham
nhlng va nhitng biéu hién tiéu cuc khéc:

- Y thirc t6 chire ky luat; quan hé trong cong tac;

- Tinh than tu hoc, sang tao trong cong tac;

- Tin nhiém trong Pang, trong quan ching & don vi; van dé doan két, quy tu
can bo.

2. Nang luc cong tdc:

- Vi¢c nghién clru, van dung cac van ban cia nganh trong linh vuc cong tac;
thuc hién chi dao cua thy truong don vi.

- Két qua cong tac: Thé hién & khdi luong, chat luong, tién do, hiéu qua cong
tac theo chirc trach, nhiém vu dugc giao; tinh than trach nhiém trong cong tac:
két qua hoat dong cua co quan, don vi1 dugce giao quan ly..

I1. Két luan:

- Uy, khuyét diém ndi troi:

- Muc dd hoan thanh nhiém vu:

- Trién vong:

HIEU TRUONG/GDP TRUNG TAM
(Ky, dong dau ghi r6 ho va tén)



CO QUAN QL TRUC TIEP CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG/TRUNG TAM.... Dgc lap - Tw do - Hanh phuc
S6:  /BC-....... Bén Tre, ngay  thang  nam 20...
Mdu 04 BAO CAO

(V/v diéu chinh Quy hoach can bg)

1. Quy trinh dieu chinh.
- Néu cac bude tién hanh diéu chinh, b6 sung quy hoach.

2. Két qua dleu chinh.
2.1. Po6i véi chive danh Hiéu truong/Giam dbc trung tim.

SO nguoi rut ra khoi danh sach quy hoach:

Nam | Ly do rut ra kho1 danh Y kién dong y cua tap
nll Ha wa ten sinh sach quy hoach. thé 1anh dao don vi

S6 ngudi bo sung méi vao danh sach quy hoach

Nam | Lydo bd sung mao1 vao | Y kién dE)"_ng y cua tap

2l Ho va ton sinh danh sach quy hoach. thé Ianh dao don vi

2.1 Doi voi chirc danh Pho Hiéu truong/Pho Giam doc trung tam.
SO ngudi it ra khoi danh sach quy hoach:

. Nam | Ly do rut ra kho1 danh Y kién déng y cua tap
*bl | £ v fon sinh sach quy hoach. thé 1anh dao don vi

S6 ngudi bo sung mdi vao danh sach quy hoach:

Nam | Lydo bd sung m&i vao | Y kién dong y cta tap
BLlL Hiy va 1o sinh danh sach quy hoach. thé 1anh dao don vi

HIEU TRUON G/GD TRUNG TAM
(Ky, dong dau, ghi rd ho tén)
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