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UBND 	 NG 	LONG HOA XA HOI CHU NGHIA VICT NAM 
TRU'ON 	 U MOT 	DOc 14p - Tv do - Hnh pink 

   

Binh Dicong, ngayn3 thang4 0 nam 2017 

QUY CHE LAM VItC 
CUA KHOA KHOA HQC Tip NHIEN 
TRUONG DAI HOC THU DAU MOT 

(Ban hanh kern theo Quyjt chinh sa...4ATqlQD — DHTDM ngayo5thangionant 2017 
cfia Hi'eu twang trtrorg Doi hoc Thfi Dclu Mot) 

Chuvng 1 
NHU'NG QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh 

1. Quy the nay quy dinh ve nguyen tac, trach nhiem, pham vi, moi quan he 
cong tac va trinh tir giai guye't cong viec thuec not be khoa Khoa h9c to nhien 
(KHTN) truing Dai h9c Thu D'Au Met. 

2. Vien chi:re, can be, giang vien, nhan vien, cac Be mon thuec khoa KHTN 
chiu sir dieu chinh ala quy the nay. 

Dieu 2. Nguyen tac lam viec 

1. Khoa KHTN lam viec theo the de thii truing, ket hgp vii the de giang 
M9i hog Ong cua khoa nham dap Ung y'eu cAu giang day, nghien cdu 

khoa hgc va hoat gong cua Truing Dai h9c Thu Dau Met. 

2. M8i cong viec dugc giao cho cac Pho Truing khoa, Be mon, Trg 13',/ 
khoa hoac giang vien lam dau mei, theo doi xir ly va chiu trach nhiem chinh. 

3. Giai quy& cong viec theo dung trinh tg, thu tgc, thiyi gian quy dinh, 
teen tinh thAn cal cach hanh chinh, thao g'er kilo khan, vuerng mac theo quy dinh 
cua Quy the nay, Quy dinh cua Truemg va theo quy dinh phap luat. 

4. Bao dam sir phi hgp, trao d6i thong tin trong giai guyet ding viec gicia 
cac giang vien, nhan vien, cac Be mon va gida cac Pho Truang khoa cua khoa. 

5. Viec phan cong chuyen mon, phan cong nhiem vg, Uy guyen, uy nhiem 
trong not be khoa phai dugc lap thanh van ban va dugc truing khoa ky xac 
nhan. 

Dieu 3. Che do lam viec 
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1. Ch6 do thu truing la ch6 Os ma can b0, vien chirc, giang vien trong 
khoa phai chAp hanh quyet dinh, six dieu hanh, phan cong cong viec, theo 
don Oc thirc hien nhiem vu cua Trugng khoa, cac Pho Truing khoa dugc phan 
cong theo quy dinh cua phap luat, Quy the lam viec nay va cac quy dinh cua 
Nha truing. 

2. Che do giang vien duoc ap dung doi vOi nhimg cong viec mang tinh 
chuyen sau: cong tac nghien cuu khoa hoc, dao tao. Truing khoa va cac Ph6 
Truing khoa quy& dinh dung trach nhiem va tham quyen; giang vier' dugc c6 )'/ 
kien Oc lap ve not dung tham muu ve cac hog Ong khoa cho lanh dao khoa. 

3. Khoa c6 trach nhiem xay dung cac quy dinh, quy trinh 	cong viec 
chuyen mon 	khoa, cac loci bieu mh, so sach, ho so chuyen mon ma giang 
vien bu8c phai co, *rig dung cong nghe thong tin vao quan ly giang vier' va sinh 
vien. 

Chuang 2 

TRACH NH4M, THAM QUYEN, PHAM VI GIAI QUYET CONG VItC, 
MOI QUAN HE CONG TAC VA MOT SO VAN DE LIEN QUAN DEN 

HOAT BONG CHUNG CUA LANH DA0 KHOA 

Dieu 4. Trach nhqm, tham quyen va plan vi giai quyet cong viec ciia 
Truerng khoa 

1. Trach nhiem, tham quyen 

a) Truing khoa la ngued dung dAsu Khoa, chiu trach nhiem trugc Hieu 
truing ve moi mat hog Ong caa Khoa theo chic Wang, nhiem vu va quyen han 
dugc quy dinh trong Dieu le Train-1g Dai hoc va Quy ch6 lam viec cua Truing. 

b) Truc tiep quan 13'f, lanh dao, diet' hanh hoat Ong dm toan bo Khoa 
KHTN. Phan cong cong viec cho cac Pho Twang khoa; phan cap, uy quyen cho 
Pho Truing khoa, Truing BO mon thuc hien mot s6 ding viec thuOc tham 
quyen cua Truing khoa; chu Ong phi hop vii cac Phong chirc nang, cac khoa 
khac de xir ly cac van de lien quan den chirc 'fang, nhiem vu, quyen han cua 
Khoa va cac van 6 khac do Hieu truing phan cong. Cac cong viec de xuat, dieu 
hanh ngoai Khoa do Truing khoa ky va chiu trach nhiem vOi Hieu truing. 

c) PhtSi hop vOi phong To chirc xac dinh co cAu to chirc, nhan sir, Bien che, 
vi tri viec lam cua vien chirc, giang vien. 

d) To chirc th%rc hien va quan 132 cong viec cua. Khoa. Phan cong, don d8c, 
chi dao cac ca nhan trong Khoa thirc hien cac cong viec theo dung trinh tu, thu 
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tvc, tien 0, bao dam can cu phap 1Y, chat lugng; chap hanh nghiem tuc SlY chi 
dap cua lanh dap Truemg. Phan ding giang vien tham d‘r cac cu8c hop, h8i thao 
trong va ngoai Khoa, cac cong viec khac nam trong quyen han cua Truaing khoa. 

e) Khong dugc ban hanh cac quy dinh trai voi quy dinh cua phap luat, trai 
vth Quy che lam viec, Quy dinh cua Nha truemg. TruOng khoa de ngh1 voi Hieu 
truorig, phong To chuc xir lY cac ca nhan khong tuan thu cac quy dinh hoat Ong 
cua Trix&ng va Khoa phan cong, hoac khong hoan thanh nhiem vu do Khoa, b8 
mon phan cong trong cong viec chuyen mon, nhiem vu khac. 

f) Dir h9p day du cac cu8c hgp giao ban cua Trueng (neu yang mat phai 
bao cao Lanh dao Truemg va Uy nhiem Ph6 Truong khoa tham dir) de bao cao 
va tiep nhan cong viec dugc phan cong tai cu8c h9p giao ban; pith' bin dAy du y 
kien ket lu'On cua Hieu truong tai cu8c h9p giao ban va phan cong can 1)8 vien 
chdc trong khoa trien khai thgc hien. 

g) Ky cac van ban thu8c tham quyen cua Truomg khoa. 

2. Pham vi giai quyet cong viec 

a) Nhang cong viec thue)c tham quyen cua Truthig khoa dugc quy dinh tai 
Dieu le Truemg Dai h9c; 

b) Chu tri thirc hien cac nhiem vu cua Khoa theo quy dinh tai Dieu le 
Truemg Dai h9c va cac nhiem vu dugc Hieu truemg giao. 

3. Khi Ph6 Truth-1g khoa Vang mat thi Tru&ng khoa trite tiep xix ly hoac 
phan cong Ph6 Truth-1g khoa khac, Truong 138 mon xd 15T cong viec da phan 
cong cho Ph6 Truong khoa do. 

Dieu 5. Nhu•ng cong viec quan trong can thao 1u4n ho4c lAy y kien cua 
tap the lanh dao Khoa tru•o•c khi Tru•o•ng khoa quyet dinh, bao 

J. Cac du thao van ban, de an do khoa soar' thao, trinh Hieu trueYng (bao 
gifim cac van ban ban hanh quy dinh, quy che, quy trinh cap khoa, ke hoach boat 
Ong h9c kY, nam hgc, cac de an dao tao, b6i dueYng ngu'on nhan lire, cai tien 
chuang trinh ciao tao cap khoa,...). 

2. Nhimg van de ma Hieu truong yeu c'au tap the Lanh dao khoa than luOn 
de coy kien chinh thdc. 

3. N111:frig van de quan trong lien quan den che 0, chinh sach doi vien 
chdc, lao Ong cua khoa. 

4. Cac du an hop tac qu6c t6 cua Khoa truov khi trinh Lanh dao Truthig. 
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5. Nhang van de kha.c ma Truing khoa thay can phai dua ra thao Juan hoac 
da s6 cac Pho Truing khoa de nghi dua ra tap the lanh dao khoa hoac tap the 
khoa de thao luan. 	• 

6. Nhting van de khac dugc quy dinh trong cac van ban cap Truing, cap 
B8, nganh va theo quy dinh phap luat. 

Dieu 6. Trach nhiem va pham vi giai quyet cong viec cua Ph6 Truro.ng 
khoa 

Moi Pho Truing khoa dugc Truing khoa phan cong chi dao, xir l3"/ thu6ng 
xuyen cac cong viec cg the thu8c tham quyen cua Truing khoa trong mot s6 
linh vgc hog d8ng cua Khoa (sau day goi fat la Pho Trix6ng khoa theo doi linh 
virc: ciao tao, nghien cdu khoa hoc, hgp tac qu6c te); theo dOi chi dao l38 mon 
dugc phan cong. Pho Twang khoa dugc thay mat Truing khoa xix Vi cong viec 
thu8c Firth virc chuyen mon dugc phan cong va chiu trach nhiem tru6c phap luat, 
tar& Hieu truing, Truing khoa ve nhung cong viec dugc phan cong thu8c linh 
vgc ding tac do. Bang phan cong fly quyen phai dugc Truing khoa k)",  va ban 
hanh. 

Khoa KHTN se c6 2 Pho Truing khoa: Pho Truing khoa phg trach 
Chuang trinh dao tao - Khdo thi; Pho Truing khoa phg trach NCKH - Chuyen 
giao cong nghe va Hop tac qu6c 

Trong pham vi linh virc dugc phan cong theo dOi, Ph6 Truing khoa c6 cac 
nhiem vg, quyen han sau day: 

1. Chi dao cac don vi thu8c Khoa phi hgp vii cac Ph6ng, Ban c6 lien 
quan xay dung, theo doi, don dOc viec th?c hien cac chtrang trinh cong tac cua 
Khoa; chit'  long nghien aril, de xuat vOi Truing khoa cac cong viec cu the theo 
firth virc chuyen mon dugc phan cong; thueng xuyen nam yang thong tin ve cac 
linh virc dugc phan cong, kip thoi xir 1)'T theo tham quyen hoac a xuat, kien nghi 
Truing khoa nhung van de can quan tam chi dao, giai quyet. 

2. Trgc tiep hop, lam viec vOi cac I38 mon, ca nhan de giai quyet cac cong 
viec thu8c linh vgc dugc phan cong; xix ly va ky cong van, to trinh trinh Hieu 
truing thth8c linh virc dugc phan cong (sau khi dugc six ding y cua Truing 
khoa). Truing hgp vi 1)',  do cong tac khong true tier) xir 1)",  cong viec chuyen 
mon dugc phan cong thi kip th6i bao cao Truing khoa de cir ngtr6i xir ly thay 
cong viec do. 

4. De. cao trach nhiem ca nhan, pilaf huy tri tue ctla tap the, chu d8ng phi 
hop trong nghien ctiru va giai guy& cong viec, bao dam kip th6i, chinh xac va 
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dung phap luat; khOng de cong viec chang die°, triing lap, cham xix 19 hoac 1)6 
sot. 

, 5. Giai guy& tot cong viec thuOc,linh vac chuyen mon dugc phan cong; 
neu vugt qua tham quyen phai xin 9 kien va thuc hien su chi ciao Truong khoa. 
Truett-1g hgp Truong khoa vang mat tai co quan (khOng lien 14c dugc) nhung 
cong viec cua Khoa phal giai guy& gap thi xin y kien chi dap trtyc tier) cua Hieu 
twang hoac Pho Hieu truang theo dOi khoa de thuc hien, sau do bao cao Tru6ng 
khoa biet. 

6. Chu d'Ong va chiu trach nhiem chi dap Trg 1)% khoa, Truong BO mon, Pho 
Truang BO mon to chdc theo dOi, xir 19, don dac, kiem tra BO mon xay dung va 
thuc hien dung chuong trinh, ke hoach cong tac cua Khoa va Quy the lam viec 
cua Khoa; tham du cac cuOc h9p ding voi Trubng khoa khi dugc Hieu tru6ng 
yeu call; du h9p giao ban dm lanh dao Khoa, giao ban hang tuan cua Khoa (nett 
co) va cac cuOc h9p khac khi Tru6ng khoa yeu cat'. 

7. Theo six uy nhiem cua Tru6ng khoa, dai dien cho Khoa tiep khach nuac 
ngoai, du h9p v6i cac co quan Dang, Doan the ye nhung van de lien quan den 
Khoa, thuc link vac dugc phan cong theo doi. 

8. Tham gia y kien, ban bac ding v6i Truong khoa ve cong tac to chuc, can 
bO va nhan su cua Khoa dugc giao theo 

9. Giai guy& nhiing cong viec dot xuat theo sty chi dao cua Truong khoa. 

Dieu 7. Lich lam viec tuan cua Lanh ciao khoa 

1. Lich lam viec tuan cua Lanh dao khoa dugc b6 tri phu hgp vai yeu cau 
va nham phijc Iry tot chuong trinh cong tac cua Khoa va cua Truong. 

2. Tren co s& Lich lam viec tuan cua Truong, cac hog Ong theo ke hoach 
cua Khoa va viec clang k9 lich cua cac ca nhan, Trg 1)% hanh chanh tong hgp (g9i 
tat Trg 19 khoa) chiu trach nhiem len lich cong the tuan cho Lanh ciao khoa. 

3. Lich cong tac tuan cua Lanh dao khoa dugc lap theo mau cua Lich cong 
tac Truong, dugc luu lai va bao cao khi can thiet. Trg 19 khoa chiu trach nhiem 
thong bao cho cac ca nhan c6 lien quan biet; sap xep, dieu phi lich lam viec 
hgp 19 va lien he cac phong, ban c6 lien quan de chuan bi co s6 vat chat cho cac 
bu6i lam viec. 

Dieu 8. Cac cu(ic hcip cua Khoa 

1. Hop Lanh dao khoa thuong le hoac dOt xuat khi giai guy& cong viec can 
thao luan tap the. 

2. H9p giao ban giira cac bO mon va Lanh dao khoa dinh kST hang thang. 
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3. Hop giao ban dinh ky glib Lath dao khoa va cac trg ly dinh lcS/ hang 
thang. 

4. 1-19p so ket, tang ket cong tac cua Khoa dinh kS,  theo quy. 

5. Hop giai guy& cac cong viec cu the; sinh hoat chuyen mon. 

6. 1-19p vati Lath dao cac phong, ban có lien quan den giai guy& cong viec 
cua Khoa. 

7. Hop Lanh dap khoa mo rang: Gam Lanh dao khoa va cac ca nhan dugc 
mei. 

Chuang 3 

NHItM VU, QUYEN HAN VA CHE DO LAM VItC CUA TRIfONG BO 
MON PHO TRU'ONG BO MON, VIEN CHT5V, GIANG VIEN TRONG 

KHOA 

Dieu 9. Yeu au chung dOi v&i can bO, vien churc, giang vien trong xu• 
1ST cong viec 

1. Thuc hien cac quy dinh cua phap luat ve vien chirc va nhang quy dinh 
khac cua phap luat lien quan; chip hanh phan dog cong viec cua cac cap lanh 
dao. 

2. Lam viec \fad tinh than tan tuy, sang tao; guang mau ve dao dire, lOi 
sang; tich cuc hoc tap a nang cao trinh do ve chinh tri, chuyen mon, nghiep vu, 
ngoai ngil; tinh thin trach nhiem cao va hgp tac voi clang nghiep. 

3. Nam viIng chit tracing, duemg lai cua Dang, chinh sach, phap luat cua 
Nha nuac, barn sat y kien chi dap cua Lanh dao khoa de xir ly cong viec dugc 
giao, bao dam khach quan, dung dan, kip thari. 

4. Chil clang trong viec kien nghi, de xuat y kit& giUp Lanh dao khoa tham 
muu giai quy& cong viec veri Hieu truang. 

Dien 10. Nhqm vu, quyen hun cua Triferng BO mon, PhO Trtrovg Bo 
mon 

1. Nhi'm vu, quyen hun cua Trtrerng BO mon 

a) Trixang Bo mon chit' trach nhiem truac Truang khoa va Pho TruOng 
khoa phan cong theo doi Bo mon toan bo hoat gong chuyen mon dm BO mon 
minh (co thong bao bang van ban). Khi di cong tac, hoac yang mat tir 01 tuan tror 
len, Truemg Bo mon có trach nhiem bao cao Pho Truong khoa theo dOi va uy 
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nhiem cho Pho Truang BO mon giai guy& cac cong viec trong thbi gian yang 
mat. Trtx6ng hgp phi trach 1)0 mon ma khong co pito bO mon xin y kien truv tiep 
tru6ng khoa cue Uy nhiem can 13,0 - vien chirc bO mon thay the. 

b) To chirc thuc hien nhiem vu dm BO mon dugc quy dinh tai LOt Gido 
due Dai h9c va Dieu le Tru6ng Dai h9c. 

c) Kti' cac loai van ban thuOc thAm quyen cua Twang BO mon. 

d) Tru6ng BO mon la ngtr6i quy& chinh chuyen mon trong Khoa, chit 
nhiem chuong trinh ciao tao, phan cong chuyen mon giang vien tham gia cong 
tac giang day phi' hap \Tad chuyen mon va theo tinh than thong bao cua Hieu 
truong ve cong tac giang day dm giang vier' nham nang cao chAt lugng dao tao 
cho sinh vien va hoc vien. 

e) Thixc hien cac nhiem vu khac theo sit phan cong cua Truang khoa. 

f) Trtx6ng 1)0 mon c6 nhiem vu tham muu x'ay dung chuang trinh dao tao 
cua bO mon minh, cap nh4p cai tien chuang trinh dao tao, xay Ong va tiling 
btx6c hoan thien chuang trinh dao tao theo chan AUN, chinh hung CDIO. 

2. Nhi?in vu, quyen hqn ciia Pho Truirng BO mon 

Pho Truong BO mon la nguoi giUp viec cho Trtrong BO mon, thvc hien 
cac cOng viec dugc TruVng BO mon phan cong. Sau khi giai guy& cong viec, 
Pho Truang BO mon c6 trach nhiem bao cao lai v6i True:mg BO mon. 

Dieu 11. Trach nhi?m, quyen 114n dm Try lY khoa 

BO ph4n trg l5T ginp viec gOm: 

- MOt Trg ly dao tao dai h9c - khdo thi, lam cong tac hanh chinh ve gido 
vu, giang day dai h9c; 

- MOt Trg ly ciao tao sau dai h9c, lam cong tac hanh chinh ve gido vu, 
giang day sau dai h9c; 

- MOt Trg ly hanh chanh; 

- MOt Trg 1y cong tac sinh vien (giang vien kiem nhiem); 

- MOt Trq ly khoa h9c, lam cong tac hanh chinh ve nghien ciru khoa hgc 
(giang vien kiem nhiem); 

- MOt Trg .1)'T hgp tac quoc to lam cOng tac hgp tac va chinh hu6ng ye dao 
tao, NCKH v6i cac ca sey dao tao, vien nghien ciru ngoai nuov (co h9c vi tier' Si, 
giang vier' kiem nhiem); 
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Trq ly kiem nhiem do Truing khoa phan cong va trg 13'T chuyen trach do 
Trueng tuyen dung theo yeu cau va vi tri lam viec tai Khoa. 

1. Nhi"On vii chung ctia Tro' 157 

a) Giiip viec cho Lanh ciao khoa trong cac linh vvc: hanh chinh, giang 
day, hoc tap, nghien ciru khoa hoc, bao quail va six dung dung mvc dich trang 
thiet bi van phong va tiet kiem tai san chung. M6i thanh vien can thvc hien 
dung, du, kip thai cong viec thuOc mang chuyen trach; 118 trg, phi hgp 	cac 
thanh vien khac trong nhom va cac Truong Ix) mon de hoan thanh nhiem vu 
chung cua khoa; tham muu bang van ban cho Lanh dao khoa ve cac not dung 
lien quan den ding tac quan li khoa. 

b) Theo dOi, nam yang tinh hinh cong tac cua Khoa ve linh vvc dugc 
phan cong de dinh kST (thang, guy, nam) hoac dOt xuat ban cao vari Lanh dap 
khoa, Lanh dao trueng. 

2. Nhqm vu cu the 

a) Trq 15( dao tao — MIA.° thi lam cong tac gido vv, khao thi 

- Ra soat, tap hqp s8 lugng cac mon hgc, hoc phan dugc phan b6 cho tirng 
he ciao tao, nganh dao tao trong nam hoc hien tai va nam hoc tip theo de chuan 
bi du co,  soy cho viec phan cong va kiem tra hoat Ong chuyen mon dinh ki. 

- Bao cao tinh hinh thvc hien chuang trinh dao tao er tat -ca cac he dao tao 
trvc thuOc Khoa va ngoai Khoa vao ngay 15 ducmg lich hang thang. 

- Tham muu cho Lanh dao khoa ve cong tac quan li gido vv. 

- Dv trii va lien he v6i phong Ke hoach - Tai chinh, ph6ng Dam bao chat 
lugng de nhan cac an pham phvc vu cho kST thi. 

- Tham muu cho Lanh dao khoa ke hoach to chirc thi, quan triet va thvc 
hien nghiem tuc quy che thi ted can 130 coi thi va thi sinh du thi. 

- Tham mini cho Lanh dao khoa cac van ban cir can bO ra d'& coi thi, 
cham thi. Thanh phan cac ban coi, cham thi g'om: True:mg Ban la Lanh dao 
Khoa. Uy vien la cac Truang BO mon va Trg ly chuyen trach. 

- Chuan bi day du danh sach thi sinh, de thi, giay lam bai thi, Hen ban hoc 
phan, Bien ban xir 11 thi sinh vi pham theo so lugng phong thi, mon thi thvc to 

dgt thi. 

- Th8ng bao cho can WO, giang vien va sinh vien thuOc Khoa lid cac khoa 
lien quan ve lich thi, danh sach can bO coi thi va danh sach dir thi cna thi sinh. 
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- Thu 14 cac hOi nghi ve cong tac dap tao (giang day va hoc tap) cCia 
khoa. 

- Phu-  trach viec tong hgp clang k.)",  thie't bi day hoc cfia giang vien toan 
khoa hang tuan. Chuan bi phuang tien ho try cho cac hoat &Ong bao cao chuyen 

hOi thao, ngoai khoa,...; 

- Quan 1i cac bO de thi va clap an. 

- Nghien cuu va thuc hien dung cac quy dinh ve cong tac quan 1i diem 
ki6m tra danh gia k6t qua hoc tap theo cac van ban chi dao. 

- Xir 1S'T ma h6a phach bai thi tru6c khi giao cho can bO cham thi. 

- TO chirc, giam sat vi'& cham thi, quy trinh lam diem, cach tinh diem so 
va quan li diem so cac he ciao tao theo quy che. 

- Lau gift di'e'm so, bai thi bang van ban, may tinh theo quy dinh. 

b) Try 1)'T nghien cifu khoa h9c 

- Tham muu cho Lanh dao khoa ke hoach phat trieAn cong tac nghien cuu 
khoa hgc ctia giang vien, sinh vien; to chdc cac sinh hoat chuyen de, hOi did() 
khoa hgc cap khoa. 

- GiUp Lanh dap khoa phi ket v6i phong Khoa hoc va cac khoa lien quan 
thuc hisn nhi@n vu nghien cuu khoa h9c. 

- Thu 14 hOi nghi khoa hgc cua Khoa. 

c) Try 1)% hgp tac quOc t6 

- Tham muu cho Lanh dao khoa cac chuang trinh dao tao theo hu6ng 
quOc t6, hgp tac ky k6t v6i Khoa cac chuang trinh du an qu8c to de trinh Lanh 
dao truong. 

- Tham muu va de xuat vOi Lanh dao khoa cong tac nghien cdu khoa hgc 
va chuye'n giao cong ngl*' c6 tinh chat nuoc ngoai. 

- To clthc huOng dan va giUp giang vien cac thu tuc xin phep cac du an, 
chuang trinh khoa hgc c6 y6u to nuot ngoai, cac du an nghien cuu khoa h9c cap 
gale gia. 

d) Try 13'7 hanh chinh 

- Xay chmg, duy tri va phat tri6n website Khoa. 

- Cap nhat thong tin lien quan ci6n cong tac hanh chinh. 

- Nhan va luu cong van di va d6n. 
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- Quail VT, bao duong may mOc, thiet bi phvc vv cong tac van phong cua 
khoa; 

- PhO'' bin thong tin ve lich lam viec cua Lanh dao khoa, cong tac hOi hop, 
thOi khoa bieu day hoc len website cua khoa; 

- Tham muu cho Lanh dao khoa trong viec xet thi dua, tinh the dO cho 
can bO, giang vier' cuOi nam. 

- Thu 14T cho cac cuOc hop mang tinh hanh chinh va cac cong viec khac 
cua Khoa. 

- Thu 14T HOi dOng thi dua, khen thuOng va l(ST luat cua Khoa. 

e) Trq ly cong tac sinh vien 

- Nam yang de pho Bien cac quy the lien quan den cong tac quan li sinh 
vien. 

- PhO bien quy the hoc tap, sinh hog cho sinh vien. 

- Co van cho cac gido vien, giang vien la co van hoc tap hoan chinh co 
cau to chirc, theo doi, anti gia ket qua ren luyen cua sinh vien, hoc sinh cac bac, 
he dao tao thuOc khoa. Si hop voi co van nhan xet, danh gia ket qua ren luyen, 
thi dua cua sinh vien, hoc sinh thuOc khoa cuOi hoc kST, cu6i nam hoc hoac cu6i 
khoa dao tao. 

- Lap ke hoach, to chirc, theo doi, quan 13% cac hoat &Ong phong trao cua 
sinh vien, hoc sinh. 

- Tham muu cho Lanh dap khoa ve dieu kien xet len lop, hoc vuot 
hoc song song hai chucmg trinh dao tao, thi tot nghiep, lam tieu luan tot nghiep 
cua sinh vien, hoc sinh. 

Ngoai cac nhiem vu cu the tren, cac tro VT con thvc hien cac nhiem vv cu 
the do Lanh ciao khoa giao khi can thiet. 

3. Traci' nhiem, quyen h4n cua Vien chtic khoa khi lam Thanh tra 
cap Khoa 

a) Thirc hien nhiem vv, quyen han thanh tra trong not bo Khoa theo quy 
the Thanh tra cua TruOng Dai hoc Thu Dau Met. 

b) Chiu trach nhiem kiem tra, don d6c, nhac nher tinh hinh ne nep giang 
day dm giang vien, hoc tap cua sinh vien. 

c) Tong hqp, bao cao cac truong hop vi pham, sai pham ve Lanh ciao 
khoa, phong Thanh tra hang tuan. 
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Dieu 12. Track nh*n, quyen han cua Giang vien 

1. Giang vien c6 nhibn vu, quy'en han theo quy dinh tai Luat gido dtrc 
Dai h9c va DiL le Truomg Dai h9c; thgc hi9n nh*n vg, chap hanh theo sir phan 
cong cua Trixemg khoa, cua Lanh dao truong khong trai vOi quy dinh phap luat 
va quy dinh cUa BO Gido dgc va Dao 

2. Trach nhim cua giang vien khi tham gia giang day & cac khoa khac: 
Dam bao chat luting giang day, th&i lugng, s9 ti6t giang day; hoan thanh nghia 
vu cham va ban giao diem dung thed han quy dinh. 

Dieu 13. MOi quan hg girra giang vien 	Lanh (14o khoa, giang vien 
voi Truivng, Pilo TryOng BO mon va giang vien 	Tro:157 khoa 

1. MOi quan he giira giang vier]. v&i Lanh dao khoa la moi quan he phgc 
tUng, chap hanh sir phan cong, dieu Ong cua Truemg khoa. Giang vien c6 quy'en 
neu len nhimg MI6 khan, vuong mac trong qua trinh giai quyet cong vi& de 
dugc Truong khoa phan cong h6 trg. 

2. MOi quan he gifra giang vien ved Truemg, Ph6 Truemg BO mon la mOi 
quan he phgc -rung, chap hanh theo sg phan cong chuyen mon. Trong khi giang 
day, nghien 	khoa h9c, giang vien c6 quy&l. giti nguyen kin 	minh 
hoac dua ra HOi dOng khoa bi6u quy6t; c6 quyen neu len cac bat cap trong 
chuyen mon d6 tap th6 b9 mon danh gia, bieAu quy6t. 

3. MOi quan he glib giang vien vai Trg 1)'T khoa la mOi quan he 116 try 
lam vi&. Giang vien chap hanh theo dung cac quy dinh, quy trinh cua Khoa 
(dugc thgc hien thong qua Try ly khoa). 

Chuung 4 

NHItM VV, QUYEN HAN VA CHE DO LAM VItC 
CUA HO BONG KHOA 

Dieu 14. HO ding khoa 

1. Thanh phan cua H9i dOng 

H9i (long khoa 	Truemg khoa va cac giang vien, hoac chuyen gia 
trong nuac (thu mei rieng) c6 trinh dO, nang lgc trong giang day va nghien ciru 
khoa hgc. H9i d9ng dugc co cau nhan six theo quy dinh Di'eu le Truemg Dai hoc 
va do Hieu truemg quy6t dinh tren co sef de nghi cua Truong khoa. 

2. Claire nang, nhilem 
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H6i clang khoa c6 nhi'em vu tix van cho Truerng khoa thkrc hien cac nhiem 
vu 	Khoa, giup Truang khoa ra quyet dinh hoac de trinh len Hieu truang ra 
guy& dinh theo quy dinh cua Nha truarng. 

3. Cacti thdc lam viec 

a) Chu tich h6i d6rig khoa do H6i d6ng khoa bau trong s6 cac thanh vien 
h6i d6ng theo nguyen tac bo phieu kin va dugc tren 50% tong s6 thanh vien theo 
danh sach cua H6i d6ng khoa d6ng y. Chu tich h6i d6ng dieu hanh H6i d6ng 
khoa thixc hien viec to van va thong qua cac dinh hung dao tao va khoa hoc cua 
Khoa. 

b) H6i d6ng hop it nhat mot lan moi h9c kSr, do Chili tich h6i d6ng trieu 
tap; not dung cu6c hop phai dugc thong bao truck it nhat 03 ngay den tat ca cac 
thanh vien cua H6i ang, cu6c hop dugc coi la hgp le khi c6 it nhat 2/3 s6 thanh 
vien tham dix; ket Juan cua cuOc h9p dugc thOng qua khi c6 tren 50% s6 thanh 
vien cua H6i d6ng bieu guy& tan thanh; Bien ban dm cac cu6c h9p phai dugc 
trinh len Hieu truong cham nhat sau 7 ngay. Trong nhang truong hgp khan cap 
chi hgp thixong trtrc h6i d6ng khoa h9c (chi' tich, ph6 chn tich, 1 uy vien va thu 
14) a guy& dinh. 

c) Khi guy& dinh nhang cong viec doi h6i thanh vier' H'6i d6ng phai la 
nhang nglayi co chuyen mon cao va am hieu th‘rc te, Lanh dao khoa c6 the meri 
them cac gido su, tien si den tit cac trixong dai h9c, cac to chirc trong va ngodi 
nu& tham gia c6 van cho Khoa ve cong tac chuyen mon, nhung van dam bao so 
lugng thanh vien H6i d6ng la s6 le va dirge six dOng y cua Hieu truang. 

Chtrung 6 

QUY DINH YE VAN THU; LUt TRU' CAP KHOA 

Dieu 15. Tiep WO, xir 1ST van ban den 

- Try' 1T khoa tip nh4n, clang 14 vac) so nhan cong van tat ca van ban gin 
den Khoa, trir van ban giri Bich danh, chirc danh nguai nhan va cac van ban gin 
cho to chirc Dang, Doan the. 

- Hang ngay, sau khi Bang 14 van ban den, Trq ly khoa trinh Lanh dao khoa 
Bang nye. 

- Sau khi van ban den dugc Lanh dao khoa phe duyet hoac cho )", kien xix 
Trq ly khoa chuyen van ban toi ca nhan, B6 mon ghi trong van ban. Viec 
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chuyen giao van ban gitla Trg 1ST khoa va cac ca. nhan, BO mon phai dugc vao so 
theo doi viec giai quyet van ban den, c6 ky nhan va dugc thvc hien trong ngay, 
cac van ban khan phai chilyen giao ngay. 

- BO mon, ca nhan nhan van ban phai chU dOng thirc hien not dung phe 
duyet trong van ban. 

Dieu 16. Phat hanh va hru gilir van ban di 

- Van ban do L'anh dao khoa ban hanh, van ban trinh Hi'eu truemg phai c6 
the thuc theo quy dinh tai Thong to so 01/2011/TT-BNV ngay 19/11/2011 cna 
BO NOi vu. Trg b',  khoa la ngueri chlu trach nhim ve mat soan thao, chinh sua van 
ban theo dung the thirc quy dinh. 

- Trg 15/ khoa phai kiem tra lai ve the thirc va ky thuat trinh bay van ban, 
neu phat hien sai sot thi bac, cao nguoi c6 trach nhiem giai quyet. 

- Tien hanh ghi so va ngay, thang, nam ban hanh van ban; vao so clang 1(3'f; 
nhan ban; pilaf hanh va luu gift van ban di tai van phong khoa. 

Chuang 7 
DIEU KHOAN THI HANH 

Dieu 17. Hieu lire thi hanh 

Quy che nay c6 hieu lvc thi hanh ke tir ngay kST. 

Dieu 18. Trach nhiem thi hanh 

1. Trugng khoa, cac Pho Truemg khoa, Tnxemg BO mon, Ph6 Truemg BO 
mon, Trg ly khoa, giang vien chiu trach nhiem thi hanh Quy the nay. 

4. Trong qua trinh thvc hien, neu c6 bdt cap, chOng cheo trong xir 13',  cong 
Truong khoa c6 trach nhiem bao cao, kien nghi Lanh dao truong sira d6i 

de phi) hop tinh hinh thvc te./. 
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