BO Y TE CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG PAI HQC Y DUQC Dac lap- Tu do- Hanh phic
HAI PHONG
S6:1244 /QD-YDHP Hai Phong, ngay 30 thdng |2 ndm 2016
QUYET PINH

Vé viéc ban hanh Quy dinh vé cong tac quan ly hanh chinh
cia Truong Pai hoc Y Dugc Hai Phong

HIEU TRUONG TRUONG PAI HOC Y DUQC HAI PHONG

Cin cir Quyét dinh s6 06/1999/QD-TTg ngay 25/01/1999 cuia Thu tuéng
Chinh phu vé viéc thanh 1ap truong Pai hoc Y Hai Phong;

Cin ctr Quyét dinh s6 2153/QD-TTg ngay 11/11/2013 ciia Thu tuéng Chinh
phu vé viéc doéi tén Trudong Pai hoc Y Hai Phong thanh Truong Pai hoc Y Duogc
Hai Phong;

Cin cir Quyét dinh s6 10/QD-BYT ngay 06/01/2016 ciia B Y té vé viéc ban
hanh Quy ché t6 chuc va hoat dong cia Truong Pai hoc Y Dugc Hai Phong;

Theo dé nghi cua 6ng/ba Trudng Phong Hanh chinh Tong hop Truong Dai
hoc Y Dugc Hai Phong.

QUYET DPINH:

Piéu 1: Ban hanh kém theo Quyét dinh nay Quy dinh vé cong tac quan ly
hanh chinh cua Truong Dai hoc Y Dugc Hai Phong.

Piéu 2: Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3: Cac ong, ba Trudng cac don vi truc thudc Tryong Dai hoc Y Dugc
Hai Phong chiu trach nhiém thi hanh Quyét dinh nay. jug

Noi nhén: HIEU TRUONG
- Nhu diéu 3;

- Lvu HCTH, Vin thu.




i BOY TE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPAI HOC Y DUQC Doc l1ap- Tu do- Hanh phuc
HAI PHONG

QuUY DINH CONG TAC QUAN LY HANH CHINH
CUA TRUONG PAIHOCY DUOCHAI PHONG
(Ban hanh theo OP s6A )34 /OD-YDHP ngay 30 thang J nam 2016
cuia Hiéu trucéng Truong Dai hoc Y Duoc Hai Phong)

Quy dinh vé quan Iy hanh chinh la cong cu quan ly, tao co s& phép ly dé xay
dung méi truong lam viéc né nép, 6n dinh, néng cao hi¢u luc diéu hanh cua Ban
Giam hiéu cling nhu hoat dong cua ting tap thé va c4 nhan trong truong; phat huy
dan chu, dam bao cong bang gitta cac thanh vién trong trudng, quan ly va su dung
c6 hiéu qua tai san cua truong.

I. NHUNG QUY PINH CHUNG

Pidu 1. Pdi twong va pham vi ap dung

- Péi tuong 4p dung cua quy dinh nay bao gbm céc don vi truc thudc, can bo
cong chitc va ngudi lao dong do trudng quan ly.

- Pham vi diéu chinh cia quy dinh nay bao gém co ché quan ly, diéu hanh

ctia bo may quan ly; quyén han, trich nhiém va hoat dong clia cac chic vu quan ly,
cac ca nhan va don vi trong trudng; quan ly va sir dung tai san cua truong.

II. NHUNG QUY PINH CU THE

Piéu 2. Quy dinh v co ché quan Iy va diéu hanh cia truong

- Ban Giam hiéu truong, ding dau la Hiéu trudng, quan ly va diéu hanh cong
viéc cua trudong théng qua cac Phong chiic nang, Khoa, B mon va Trung tam truc
thudc.

- Cac Ph¢ Hiéu trudng giup Higu truong trong viéc quan ly va diéu hanh céac

hoat dong cua trudng; truc t1ep phu trach mot so linh vuc cong tac theo su phan
cong cua Hiéu truong va giai quyet cac cong viéc do Hiéu truong giao.

- Khi giai quyét cong viéc duge Hiéu trudng giao, Pho Hiéu truong thay mat
Hiéu trudng va chiu trach nhiém truée Hiu trudng ve két qua cong viéc dugc giao.

- Cac Trudng phong, Trudng khoa va Giam dbc Trung tam truc thude (goi




tat la thu truong don vi) chiu su lanh dao, quan ly truc tiép cua Hiéu truong va chiu
trach nhiém truéc Hi¢u truong moi hoat dong cua don vi minh?

- Thu trudng céc don vi 1a ngudi truc tiép quan ly, diéu hanh can bo cong
chire, nguoi lao dong thuge don vi minh phu trach va tai san dugc phan cap quan

ly. Cac Truong Khoa, B moén la nguoi truc tlep quan ly cong tac chuyén mon
trong don vi da duoc phan cong, khéng phai la cap quan ly.

Diéu 3. Quy dinh ddi véi can b cong chire, ngwdi lao dng cia trudong

- Can bo cong chuc va nguoi lao dong phai chdp hanh nghiém tuc chu
truong, dudng 16i cua bang va chinh sich, phép luat cia Nha nuédc; ndi quy, quy
ché cua Nganh va cua trudng; chap hanh nghiém chinh ky luat lao dong; c6 trach
nhiém giir gin an ninh chinh tri ndi b va trat tur an toan co quan, bao vé va quan ly
sir dung tai san dugc giao ding muc dich, tiét kiém va hiéu qua cao; c6 nghia vu
hoan thanh khéi lugng cong viée dugce giao, bao dam nang suat, chat luong va hiéu
qua cao; giai quyét kip thoi céc tha tuc hanh chinh theo yéu cau chinh dang cua céc
t6 chirc va ca nhan c6 lién quan.

- Can bd cong chirc va ngudi lao dong khi lam viéc phai chap hanh dung
nhimg quy dinh cta don vi vé thoi gian lam viéc, 1& 16i 1am viéc, trang phuc (thoi
gian 1am viéc theo gi hanh chinh, sang tir 7 gi¢r 30 dén 11 gio 30 va chiéu tir 13
gior 30 dén 17 gio 30). Cén bd cong chiic, ngudi lao dong khi dén lam viéc tai cong
s& va can by giang day, can bo khoa hoc khi 1én 16p, huéng dan chuyén mon ky
thudt déu phai mang bang tén theo quy dinh. Déi v6i can bd bao vé co quan khi lam
nhiém vu phai mang trang phuc riéng theo quy dinh cua truong.

- Can bd giang day phai chip hanh nghiém chinh quy ché dao tao, ké hoach
giang day, nghién ctru khoa hoc va cac nhiém vu khac do thu truéng don vi phan
cong.

- Céan bd céng chic va nguoi lao dong khéng duoc tu y nghi viée, lam viéc
riéng trong gid hanh chinh; Pugc quyén nghi viéc duéi hinh thic nghi phep, nghi
he, nghi 6m dau, thai san... theo quy dinh cua Nha nude. Khi xin nghi viéc, can bo
cong chue va nguoi lao dong phai cd vian ban dé nghi, duoc Thu truong don vi xé4c
nhén va giri vé Phong Hanh chinh Tong hop dé trinh Hiéu trudng quyét dinh.

- Ché d6 thanh toan déi véi cac truong hO’p nghi 6m dau, thai san duoc thuc
hién theo quy dinh ctia Nha nudc; riéng ddi voi nghi phép, ché d6 thanh téan duoc
quy dinh cu thé tai Quy ché Chi tiéu ndi by, quan ly sir dung tai san ctia Truong
Dai hoc Y Dugc Hai Phong.

- Hét gid 1am viée, trude khi roi cong so, phai kiém tra cau dao dién, tit cac
thiét bi sir dung dién, nudc, cac dung cu cb thé gdy ra chay nd; khoa cira phong lam
viéc. Riéng dbi véi cau dao dién lién quan dén va phong mdy tinh, may chu phai dé
trong tinh trang hoat dong 24/24 gi¢ (trir truong hop bio, lut...). Nhan vién bao vé
c6 trach nhiém kiém tra nhic nhé nhitng don vi khong thuc hién ding quy dinh.




- Ngoai gio lam viéc, can bd cdng chirc va ngudi lao dong c6 nhu cau lam
viéc tai cong s& phai dang ky thoi gian lam viéc tai van phong'cua don vi va can bd
bao vé truong, dong thoi phai c6 trach nhiém vé nhitng méat mat, hu hong vat tu, tai
san st dung.

Piéu 4. Quy dinh vé cip gidy di cong tic

- Tét ca cac hoat dong cong tac ngoai trudng, can b gido vién duoc phan
cong 1am nhiém vu déu duge cap gidy cong tac; day la diéu kién dé thuc hién quan
ly can bo va thanh toan theo ché d hién hanh.

- Hiéu trudng khi di cong tac, Phé Hiéu trudng ky gidy cong tac.

- Céc Pho Hiéu truéng va Thu trudng cac don vi khi di cdng tac phai dugc
su dong y cuia Hiéu truong va dugce Hiéu trudng truc tlep ky giay cong téc. Truong
hop Higu trudng di vang, Phé Hiéu truong dugce Gy quyén ky gidy cong tac.

Diéu 5. Quy dinh vé luin chuyén cong van, tai liéu

- Tét ca cac cong van, tai liéu va gidy to c6 lién quan dén cac don vi, c4 nhan
trong truong trudce khi trinh Ban giam hi€u ky duyét déu phai dugc Truong cac don
vi soan thao van ban ra soat va ky nhay.

- Vin ban, cong van, gidy to trinh ky c6 dong daflu cua truong phai duoc cac
don vi chirc nang soan thao ding quy dinh hién hanh vé thé thirc, van pham va phai
c6 ky nhay cua Thu truéng don vi chirc nang.

- Péi voi cac cong van dén, sau khi c6 phé duyét cua Hiéu truong hodc
ngudi duge uy quyén, Phong Hanh chinh Tdng hop ¢6 trach nhiém chuyén dén cac
don vi, ca nhén trong trudng kip thoi va day du. i voi cac cong van di phai dugc
qua van thu 1y s6, dong ddu va lam thu tuc chuyén di.

Diéu 6. Quy dinh vé ding Ky lich cong tac, hgi hop.

- Trudng xay dung lich cong tac tun va dugc cong bb cong khai trén trang
WEB va Bang tin ctia truong. Céc don vi, t6 chirc doan thé c6 nhu ciu lam viéc,
hoi hop phai dang ky lich cong téc v6i phong Hanh chinh Tong hop cham nhét vao
15h 00chiéu thir sau hang tuén, phong HCTH trinh Hiéu truong duyét va l1én lich

A

tuan.

Trudng hop lich cong téc tudn c6 thay ddi hodc bd sung dot xuat, Phong
Hanh chinh Téng hop c6 trach nhiém thong béao kip thoi dén cac don vi, ca nhan c6
lién quan.

- Céc budi sinh hoat, hoi hop cua trudng duoc thong béo cu thé vé thoi gian,
ndi dung, thanh phan dia diém trén lich cong tac tudn. Ddi tugng tham gia sinh
hoat, hoi hop phai chap hanh nghiém tic ndi quy, quy dinh dé khoi anh huong dén
cong viéc chung. Nguoi trong thanh phan tham dur, néu khong bé tri dugc can bao
céo cho thi truéng don vi va nguoi chi tri biét; khi can thiét c6 thé uy quyén cho




nguoi khéac tham duy.
Piéu 7. Quy dinh vé cong tac truc viin phong, tiép khach

- Ban Giam hi€u, Phong chirc nang truc thudc Trudng, can bd van phong céac
Khoa, cac Ky thuat vién thuc hién lam viéc theo gio hanh chinh. Céac bo phan lam
viéc hanh chinh dam nhan cong viéc c6 tinh chat giao dich thuong xuyén can niém
yét lich 1am viéc va phai chap hanh nghiém chinh lich lam viéc da d ra (truong
hop thay dbi dot xuit can phai c6 thong bao cu thé tai phong lam viéc).

- Truorng, Ph6 Khoa tryc thugc truong phai ludn phién lam viéc tai van
phong dé giai quyet cong viéc hang ngay. Truong hop Trudng, Phé Khoa truc
thudc truong di vang, phai uy quyén cho mét can bd trong don vi thuong truc dé
giai quyét cong viéc cua don vi.

- Tat ca céac td chirc, ca nhan bén ngoai dén lién hé cong tac hodc lam viée
v6i Ban giam hiéu trudng phai diang ky lich cu thé & Phong Hanh chinh Téng hop.
Phong c6 trach nhiém thong tin va huéng dan khéch tiép xuc lam viéc.

- Can b cong chire va ngudi lao dong khi tiép khach trong nudc va quoc té
phaéi theo ding nghi thirc 1€ tan.

- C4 nhén khong duoc tiép khach riéng tai cong sd khi chua c6 su dong y cua
thu truéng don vi.
III. XU LY VI PHAM
Piéu 8. Xir Iy vi pham

- Ca nhan, don vi trong truong vi pham quy dinh quan ly hanh chinh nay thi
tuy theo mirc d6 niing nhe sé& bi cit cac danh hiéu thi dua trong nam va bdi thuong
thiét hai vét chat hodc c6 cac hinh thire xir 1y ky luat thich dang.

IV. TO CHUC THUC HIEN
Piéu 9. Thu trudng céc don vi, cac t6 chic doan thé, can bd cong chuc va
nguoi lao dong cua trudong cé trach nhiém thi hanh quy dinh nay.

- Trong qua trinh thuc hién néu cé gi vuéng mic, Thu truong cac don vi
phan anh vé Ban Giam hi¢u qua Phong Hanh chinh Téng hop dé kip thoi stra doi,
bd sung cho phit hop véi tinh hinh thuc té cua trudng.

Piéu 10. Quy dinh nay c6 hi¢u luc & tlr ngay ky. Nhitng Quy dinh trudc day
trai véi Quy dinh nay déu bai bo, 5,

HIEU TRUONG
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