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U DAU MQT 	DOc lap — Ti do — livnh phtic 

QUY CHE LAM VItC 
CUA KHOA CONG NGHt SINH HQC 
TRIX6NG DAI HQC THU DAU MQT 

(Ban hanh kem theo Quyb dinh ,5(.=3 /QD — DHTDM ngayOthang iinain 2017 
etia Hieu truang Trte&ng Dal hoc Thit DZitt MO) 

Chtro'ng 1 
NHVNG QUY DINH CHUNG 

Dieu 1. Phvm vi dieu chinh 

1. Quy the nay quy dinh ve nguyen tac, trach nhiem, pham vi, moi quan he 
cong tac va trinh to giai quyet cong viec thuOc not be Khoa Cong nghe Sinh,h9c 
(sau day g9i tat la Khoa) Truing Dai hoc Thu Dau Met (sau day g9i tat la 
Truing). 

2. Vien chirc, can be, giang vien, nhan vien, cac BO mon thuc Khoa chiu 
su dieu chinh cua quy the nay. 

Dieu 2. Nguyen tac lam viec 

1. Khoa lam viec theo the die thu truing, ket hgp vai the de giang vien. 
M9i boat ding cua Khoa nham dap irng yeu cau giang day, nghien cuu khoa hgc 
va hoat cling cua Truing. 

2. M6i cong viec dugc giao cho cac Pho khoa, BO mon, trg 13'T khoa hoac 
giang vien lam dau mOi, theo doi xir 13'T va chiu trach nhiem chinh. 

3. Giai quy& cong viec theo dung trinh tu, thu tuc, tiled gian quy dinh, 
tren tinh than cai cach hanh chinh, thao go kilo khan, vtrerng mac theo quy dinh 
cua Quy the nay, Quy dinh cua Truing va theo quy dinh phap luat. 

4. Bao darn su phei hgp, trao d6i thong tin trong giai guy& cong viec gifra 
cac giang vien, nhan vien, cac BO mon va gala cac Pho Twang khoa cua Khoa. 

5. Viec phan cong chuyen mon, phan cong nhiem vu, fly quyen, fly nhiem 
trong not bo Khoa phai dugc lap thanh van ban va dugc TruOng khoa 1(5/ xac 
nhan. 

Dieu 3. Che dO lam viec 

1. Ch6 de thu truing la the de ma can be, vien chirc, giang vien trong 
Khoa 

doe 
chap hanh quyet dinh, su dieu hanh, phan cong cong viec, theo dai, 

don doe thuc hien nhiem vu cua Truang 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. Ch'e de giang vien dugc ap dung doi vii nhirng cong viec mang tinh 
chuyen sau: cong tac nghien ciru khoa hoc, dao tao. Truong khoa va cac Pho 



Truang khoa 9uyet dinh dung trach nhiem va thAm quyen; giang vien ducyc c6 
kien dOc 14p ve nOi dung tham muu ye cac hoat dOng khoa cho lanh dao Khoa. 

3. Khoa co trach nhiem xay dirng cac quy dinh, quy trinh 	cong viec 
chuyen mon 	Khoa, cac loci bieu mau, so sach, h8 sof chuyen mon ma giang 
vien buOc phai co, ung (long cong nghe thong tin vao quan 13,̀  giang vien va sinh 
vien. 

Chuang 2 

TRACH NHItM, THAM QUYEN, PHAN! VI GIAI QUYET CONG VItC, 
MOI QUAN H CONG TAC VA MOT SO VAN DE LIEN QUAN DEN 

HOAT BONG CHUNG CUA LANH DAO KHOA 

Dieu 4. Trach 	tham quyen vaI ham vi giai quyet cong vice cua 
Truirng Khoa 

1. Trach nhiem, thAm quyen 

a) Truang khoa la ngoai dung d'au Khoa, chin trach nhiem truoc Hieu 
tru6ng, ye m9i mat hoat &Ong cua Khoa theo chdc Wang, nhiem vv va quyen han 
duvc quy dinh trong Dieu le Tru6ng Dai h9c va Quy the lam viec cua Truang. . 

b) Trirc tiep quan 15r, lanh dao, dieu hanh hoat dOng cua toan bO Khoa. Phan 
cong cong viec cho cac Pho Truang khoa; phan cap, uy quyen cho Ph66ng 
khoa, Twang BO mon thirc hien mOt so cong viec thuOc thAm quyen cua Truang 
khoa; cho dOng phOi hop vai cac Phong chirc rang, cac khoa khac de xu 15: cac 

- Van de lien quan den chirc "ging, nhiem vv, quyen han cua Khoa va cac van de 
khac do Hieu tru6ng phan ding. Cac cong viec de xuact, dieu hanh ngoai khoa do 
Tnx6ng khoa 1(3% va chiu trach nhiem vai hieu truorng. 

c) PhOi h9p vai Phong To chile )(de dinh co,  cAu to chirc, nhan sir, bien che, 
vi tri viec lam cua vien chirc, giang vien. 

d) chirc thirc hien va quan ly cong viec cita Khoa. Phan ding, don dO6, 
chi dao cac ca nhan trong khoa thirc hien cac ding viec then.  dung trinh tv, thu 
tvc, lien dO, bao dam can cir phap 1$/, chat hxcmg; chAp hanh nghiem tuc sv chi 
dao cUa lanh dao Tru6ng. Phan cong giang vien tham dir cac cuOc h9p, hOi thao 

- trong va ngoai Khoa. 

e) Khong dugc ban hanh cac quy dinh trai v6i quy dinh cua phap 14.t, trai 
vOi Quy the lam viec, Quy dinh cua Nha tnx6ng. Truang khoa de nghi vai H*..1 
trueing,Phong TO chine xu 1-3',  the ca nhan khong tuan thu cap quy dinh hoat dOng 
cua truong va Khoa phan cong. 

f) Dv h9p day du cac cuOc hop giao ban oh Truang (neu vang,m0t phai 
bao cao Lanh dao Tru6ng va nhiem Ph6 Truang khoa tham du) de bao cap 
va tiep nhOn cong viec dugc phan cong tai cuOc h9p giao ban; phO bien day du 
kien ket Juan cua Hieu tru6ng tai cuOc h9p giao ban va phan cong can bO vien 
chirc trong Khoa trien khai thirc hien. 
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g) KST cac van ban the than' quyen cua Truing khoa. 

2. Pham vi giai quyet ding viec 

, a) Nhang cong viec thuOc than' quyen 	Truing khoa dugc quy dinh tai 
Dieu le Truing Dai hoc; 

b) Chit tri thgc hien cac nhiem vg cua Khoa theo quy dinh tai Dieu le 
Truing Dai hgc va cac nhiem vg dugc Hieu truing giao. 

3. Khi Ph6 Truing khoa yang mat thi Truing khoa trgc tiep xir ly hoac 
phan cong Ph6 Truing khoa khac, Truing BO mon xir 13'T cong viec da phan 
cong cho Ph6 Truing khoa d6. 

Dieu 5. Nhung cong viec quan tryng can thao 1u4n ho0c lAy y kien cua 
tap the lanh dao Khoa trtro.c khi Truieng khoa quyet dinh, bao 

1. Cac dg thao van ban, de an do khoa soan thao, trinh Hieu truing (bao 
gom cac van ban ban hanh quy dinh, quy che,,quy trinh cap khoa, ke hoach hoat 
ding h9c kST, nam hoc, cac de an ciao tao, boi duOng nguon nhan lgc, cai tien 
chuang trinh dao tao cap Khoa,...). 

2. Nhang van de ma Hieu truing yeu call tap the Lanh dao Khoa than luan 
de coy kien chinh thirc. 

3. Nhang van de quan trong lien quan den che dO, chinh sach d6i vien 
chirc, lao ding cua Khoa. 

4. Cac dg an hgp tac quOc to cua Khoa truck khi trinh Lath ciao TruOng. 

5. Nhfing van de khac 	Tru&ng khoa thay can phai dua ra thao luan hoac 
da , cac Pho Truing khoa de nghi dua ra tap the Lanh dao Khoa hoac tap the 
Khoa de thao luan. 

6. Nhang van de khac dugc quy dinh trong cac van ban cap Truing, dip 
BO, nganh va theo quy dinh phap luat. 

Dieu ,6. Trach nhiem va phqm vi giai quyet cong viec ciia Pho TrtroTig 
khoa 

Moi Ph6 Truing khoa dugc Truing khoa phan cong chi dao, xir 137/ thuOng 
xuyen cac cong viec cg the thuOc tham quyen cua Truing khoa trong mot so 
linh vuc hoat &Ong cila Khoa (sau day g9i tat la Ph6 Tru&ng khoa theo doi linh 
vuc); theo dOi chi dao BO mon dugc phan cong. Pho Truing khoa dugc thay mat 
Truing khoa xir ly cong viec thuOc linh vuc chuyen mon dugc phan cong va 
chiu trach nhiem trace phap luat, truck Hieu truing, Truing khoa ye nhirng 
cong viec dugc phan cong thuOc linh vuc cong tac do. 

Trong pham vi link vuc dugc phan cong theo doi, Pho Truing khoa c6 cac 
nhiem vg, quyen han sau day: 

1. Chi dao cac don vi thuOc Khoa phi hgp vii cac Phong, Ban c6 lien 
quan xay Ong, theo doi, dOn (roc viec thgc hi'en cac chuung trinh ding tac cua 
Khoa; chit ding nghien dm, de xuat vii Truing khoa cac cong viec cg the theo 
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linh vuc chuyen mon dugc phan cong; thuOng xuyen dam virng thong tin ve cac 
linh vuc dugc phan cong, kip tiled xir ly theo tham quyen hoac de xuat, kien nghi 
Truong khoa nhang van de can quan tam chi dap, giai quyet. 

2. Tivc tiep h9p, lam viec voi cac BO mon, ca nhan de giai guy& cac cong 
viec thuOc linh vuc dugc phan cong; xir ly va. 1c)'T cong van, to trinh trinh Hieu 
truorng thuOc linh vuc dugc phan cong (sau khi dugc str dtmg y cua Lanh dap 
Khoa). Truong hop vi VT do ding tac khong tivc tiep xir ly cong viec chuyen 
mon dugc phan cong thi kip thed bao cao Truong khoa de cir nguoi xir ly thay 
ding viec do. 

4. De cao trach nhiem ca nhan, phat huy tri tue dm tap the, chiu d6ng phi 
h9p trong nghien dru va giai quyet cong viec, bao dam kip th6i, chinh xac va 
dung phap luat; khong de cong viec chong cheo, trimg lap, cham xir ly hoac b6 
sot. 

, 5. Giai quyett6t cong viec thu6c,linh 	chuyen mon dugc phan cong; 
neu vugt qua tham quyen phai xin kien va thtrc hien sir chi dao Truong khoa. 
Truong hop Truong khoa yang mat tai co quan (khong lien lac dugc) nhung 
cong viec cua Khoa phai giai quyet gap thi xin y kien chi dap trirc tiep cUa Hieu 
tnrOng hoac Ph6 Hieu truang theo dOi khoa de thtrc hien, sau do bao cao Twang 
khoa biet. 

6. Chil d6ng va chiu trach nhiem chi dao Trg 1T Khoa, Truong B6 mon, 
Pho Truong BO mon to chirc theo doi, xir 111, don doc, kiem tra B6 mon xay 
dung va thvc hien dung chuang trinh, ke hoach ding tac cua Khoa va Quy the 
lam viec cua Khoa; tham du cac cu6c h9p cung 	Truong khoa khi dugc Hieu 
truOrng yeu cau; du h9p giao ban cila Lanh dao Khoa, giao ban hang tuan cua 
Khoa (neu co) va cac cu6c h9p khac khi Twang khoa yeu cau. 

7. Theo sty fly nhiem cua Truong khoa, dai dien cho Khoa tiep khach nuot 
ngoai, du h9p 	cac co quan Dang, Doan the ve nhang van de lien quan den 
Khoa, thu6c linh vuc dugc phan cong theo dOi. 

8. Tham gia y kien, ban bac cung voi Truong khoa ve cong tac to chirc, can 
b6 va nhan su cua Khoa dugc giao theo dOi. 

9. Giai guy& nhirng cong viec dOt xuat theo sir 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 bO tri pith hop 	yeu cau 
va nham phvc vu tot chuong trinh ding tac cua Khoa va cua TruOng. 

2. Tren co so. Lich lam viec tuan cua Twang, cac hoat d6ng theo ke hoach 
cua Khoa va viec dang lgT lich cua cac ca nhan, Trg 1T khoa chiu trach nhiem len 
lich cong tac tuan cho lath dao Khoa. 

3. Lich ding tac tuan cila Lath dao Khoa dugc lap theo mau cua lich cong 
tac Truong, dugc ltru lai va bao cao khi can thiet. Trg VT Khoa chiu trach nhiem 
thong bao cho cac ca than c6 lien quan biet; sap xep, dieu ph6i lich lam viec 

4 



hop 13'T va lien N cac phong, ban c6 lien quan de chuan bi co s6 vat chk cho cac 
but; i lam vi'e'c. 

Dieu 8. Cac cuOc h9p cua Khoa 

1. H9p Lanh dao Khoa thuong le hoac dOt xuk khi giai quy6t cong vi& can 
than luau tap th6. 

2. Hop giao ban glib cac BO mon Khoa dinh kS,  hang thang. 

3. H9p giao ban dinh kST gifra Lath dap Khoa va cac tro 

4. H9p so k6t, ding k6t cong tac cua Khoa dinh kST theo 

5. H9p giai quye't cac cong vies cu the; sinh hogt chuyen mon. 

6. H9p v6i lanh dao cac phong, ban do lien quan et& giai quy6t cong vi& 
cua Khoa. 

7. H9p Lanh dao Khoa me( ring: Gam Lanh dao Khoa va cac ca nhan duoc 
med. 

Chuang 3 

NHItM VU, QUYEN HAN VA CHE DO LAM VItC CUA 
TRIMING BO MON, PHO TRUING BO MON, VIEN WC, 

GIANG VIEN TRONG KHOA 

Dieu 9. Yeu cau chung dOi voi can by, vien chirc, giang vien trong xu 
15r cong vqc 

1. Thgc hien cac quy dinh cua phap luat ve vien chirc va nhang quy dinh 
khac cua phap luat lien quan; chAp hanh phan cong cOng vies dm cac cap lanh 
dao. 

, 	2. tam vi& viii tinh thAn tan tvy, sang -Igo; guang mAu 	dqo dire, 16i 
song; tich cue hgc tap de nang cao trinh dO ve chinh tri, chuyen mon, nghi4 vu, 
ngo4i ngir; tinh than trach nhiem cao va hop tac \Ted (long nghi'e'p. 

3. N'am virrig chil,truong, &tong ltd ctia Dang, chinh sach, phap luat cua 
Nha nu&c, barn sat kien chi dao,ciia Lanh dao Khoa de xir cong vies duoc 
giao, bao darn khach quan, dung dan, kip thei. 

4. Chu dOng,  trong vi& kin nghi, 	xudt kin giap Lanh dao Khoa 
tham mu giai quyet cong viec v6i Hi@J twang. 

Dieu 10. Nhqm vu, quyen hqn ciia Tru'i'ng BO mon, Pho Truii.ng BO 
mon 

1. Nhie:m vu, guy& hall cua Truing BO mon 

a) Truing BO mon chiu trach nhim tru6c Truing khoa va Ph6 Truing 
khoa phan cOng theo clOi BO mon toan bO hoat ding chuyen mon cua BO mon 
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minh. Khi di cong tac, hoac yang mat to 01 tuan tn.!, len, Truing BO mon co 
trach nhiem bao cao Ph6 Truing khoa theo doi va uy nhiem cho Pho Truing BO 
mon giai quyet cac cong viec trong th6i gian yang mat. 

b) T6 chirc thvc hien nhiem vu dm BO mon dugc quy dinh tai Lust Gido 
dvc Dai h9c va Dieu le Truing 	h9c. 

c) Ky cac loci van ban thu6c tham quyen cua Truing B6 mon. 

d) Twang BO mon la ngu6i guy& dinh chuyen mon trong,  Khoa. Khi 
kien cUa Truing BC) mon trai viikien giang vier' se quyet dinh bang viec lay Y 
kien so ding cua thanh vien BO mon thong qua bieu quyet tai cu6c h9p B6 mon. 

e) Thvc hien cac nhiem vv khac theo su phan cong cua Twang khoa va 
Pho Twang khoa phv trach. 

2. Nhiem vv, quyen han cfra Pho Truing BO mon 

Ph6 Truing BO mon la nguoi gthp viec cho Truing BO mon, thvc hien 
cac deg viec dugc Truing BO mon phan ding. Sau khi giai quyet ding viec, 
Pho Truing BO mon c6 trach nhiem bao cao lai vii Truing BO mon. 

Dieu 11. Trach nhiem, quyen h#n cua Tro:157 khoa 

Bo phan trg ly giup viec g6m: 

- M6t trg ly giang day va h9c tip, lam cong tac hanh chinh gido vv. 

- M6t trg ly khoa h9c, lam cong tac hanh chinh ve nghien cuu khoa h9c. 

- M6t trg ly lam nhiem vv quan ly sinh vien, h9c vien theo doi cong tac 
chink tri to Wang cua sinh vien trong Khoa. 

Trg lY do Truing khoa de nghi b6 nhiem. 

(S6 luting trg ly khoa tir 1-3, thy theo quy mo cua Khoa) 

1. Nhqm vu chung ciia try lY 

a) Gthp viec cho Lanh dap Khoa trong cac linh vvc: hanh chinh, giang 
day, h9c tip, nghien dru,khoa hoc, bao quan va dung dung mvc dich trang 
thiet bi van phong va tiet kiem tai san chung. Moi thanh vien can thvc hien 
dimg, du, kip thed ding viec thu6c mang chuyen trach; ho trg, phoi hop vii cac 
thanh vien khac trong nhom va cac Truing BC) mon de hoan thanh nhiem vu 
chung cua khoa; tham muu bang van ban cho Lanh dao khoa ye cac not dung 
lien quan den cong tac quan li khoa. 

b) Tivc khoa theo lich dugc phan cong. 

c)Theo doi, nam yang tinh hinh cong tac cua Khoa ve linh vtrc dugc phan 
cong de dinh kY (thang, quy, nam) hoac d6t xuat bao cao vai Lanh dao Khoa, 
Lanh dao Truing. 

6 



2. Nhiem vu cy the 

a. Try 157 dao tai — Khao thi lam cong tic giao vu, khan thi 

- Ra soat, tap hyp s6 lugng cac mon hgc, h9c phan dugc phan be) cho tong 
he dao tao, nganh ciao tao trong nam,h9c hien tai va nam hoc tiep theo de chuan 
bi co ses,  cho viec phan cong va kiem tra hoat clOng chuyen mon dinh ki; 

- Bao cao tinh hinh thvc hien chuong trinh dao tax) g tat ca cac he dao tax) 
trvc thugc Khoa va ngoai Khoa van ngay 15 throng lich hang thang. 

- Tham muu cho Lanh ciao Khoa ve cong tac quail li gido vv. 

- Dv tra va lien he voi Phong Ke hoach - Tai chinh, Phong Dam bao chat 
luting de nhan cac an pham phvc vu cho kST thi. 

- Tham muu cho Lanh dao Khoa hoach to chirc thi, quail triet va thvc 
hien nghiem 	quy the thi tai can bO coi thi va thi sinh du thi. 

- Tham muu cho Lanh dao Khoa cac van ban ca can bC) ra de, coi thi, 
chain thi. Thanh phan cac ban coi, chain thi 	Truing Ban la Lanh dao 
Khoa. Uy vien la cac Truing BC) mon va Try li chuyen trach. 

- Chuan bi day du danh sach thi sinh, de thi, giay lam bai thi, bien ban hoc 
phan, bien ban xir li thi sinh vi pham theo so Luang phong thi, mon thi thvc t6 
cua mCii dot thi. 

- Thong bao cho can bC), giang vien va sinh vien thulgc khoa va cac khoa 
lien quan ye lich thi, danh sach can bC) coi thi va danh sach du thi cua thi sinh. 

- Thu 147 cac hoi nghi ve cong tac dao tao (giang day va hoc tap) dm 
khoa. 

- Phu trach viec tong hop clang ky thiet bi day hoc cua giang vien town 
Khoa hang tuan. Chuan bi phuang tien ho try cho cac hog clOng bao cap chuyen 
de, h(ii thao, ngoai khoa...; 

- Quail li cac bC) de thi va dap an. 

- Nghien ciru va thvc hien dung cac quy dinh ve cong tac quan li diem 
kiem tra danh gia ket qua hoc tap theo cac van ban chi dao. 

- Xar 1)'T ma Ma phach bai thi truck khi giao cho can bi) chain thi. 

- T6 chirc, giam sat vies chAm thi, quy,trinh lam diem, cach tinh diem s6 
va quail li diem so cac he dao tao theo quy che. 

- Luu gal diem so, bai thi bang van ban, may tinh theo quy dinh. 

b. Try 1sr nghien cu u khoa hyc, hyp tac quOc to 

- Tham muu cho Lanh dao Khoa Ice hoach Oak trier' cong tac nghien dru 
khoa hgc cua giang vien, sinh vien; to chirc cac sinh hoat chuyen de, hed thao 
khoa hoc cap khoa. 
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- Xay dung, duy tri va phat trien trang Web dm Khoa; quang ba thong tin 
ve hoat dOng nghien dru khoa hoc, phong trao cua sinh vien, giang vien len 
trang Web cua Truing; luu giir san pham nghien ciru khoa h9c. 

- Giflp Lanh dao Khoa phi IC& \Tad Phong Khoa h9c cong nghe va cac 
Khoa lien quan dux hien nhiem vu nghien clru khoa h9c. 

- Quan 11, ho try xir li, in sao de kiem tra, thi va diem s6 bang may tinh. 

- Thu ky hOi nghi khoa h9c cua Khoa. 

c. 	hinh chinh, cong tic sinh vien 

- Cdp nhdt thong tin lien quan den ding tac hanh chinh. 

- Nhdn va hru cong van di va den. 

- Quan ly, bao duang may nick, thiet bi phigic vu cong tac van phong cua 
Khoa; 

- Ph6 bien thong tin ve lich 	viec cua Lanh dao Khoa, cong tac hOi 
h9p, thori khoa bieu day h9c len trang Web dm Khoa; 

- Nam virng de ph6 bien cac quy the lien quan den ding tac quan li sinh 
vien. 

- Ph6 bien quy the h9c tap, sinh hog cho sinh vien. 

- Co van cho cac giao vien, giang vien la co van hoc tap hoan chinh ca 
cau to chdc, theo dOi, danh gia ket qua ren luyen cua sinh vien, h9c sinh cac bdc, 
he dao tao thuOc Khoa. PhOi hop voi co van nh'an xet, danh gia ket qua ren 
luyen, thi dua cua sinh vien, h9c sinh thuOc Khoa cuoi hoc kSf, cuoi Warn hoc 
hodc cuoi khoa dao tao. 

- Ldp ke hoach, to chirc, theo doi, quan ly cac hoat dOng phong trao cua 
sinh vien, h9c sinh. 

- Tham muu cho Lanh dao Khoa ve dieu kien xet len lop, h9c vugt lop, 
hoc song song hai chuang trinh dao tao, thi tot nghiep, lam lieu luan tot nghiep 
cua sinh vien, h9c sinh. 

- Tham muu cho Lanh dao Khoa trong viec xet thi dua, tinh the dO cho 
can b6, giang vien cuoi Warn. 

- Thu k3"/ cho cac cuOc h9p mang tinh hanh chinh va cac ding viec khac 
cua Khoa. 

- Thu kSi HOi dOng thi dua, khen thuOng va kST luat cua Khoa. 

Ngoai cac nhiem vu cu the tren,,  cac 	con thuc hien cac nhiem vu cu 
the do Lath dao Khoa giao khi can thiet. 
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3. Trach nhiem, quyen hqn cua Try 157 Khoa khi lain Thanh tra cap 
Khoa 

, a) Thgc hien nhiem vg, quyen han thanh tra trong not b6 Khoa theo Quy 
the Thanh tra cna Tru6ng. 

b) Chiu trach nhiem kiem tra, don dOc, nhac nh6 tinh hinh ne nep giang 
day cila giang vien, hoc tap cUa sinh 

c) TOng h9p, bao cao cac tru6ng hqp vi pham, sai pham ve Lanh dao 
Khoa, Ph6ng Thanh tra hang tuan. 

Dieu 12. Trach nhiem, quyen hqn cua Giang vien 

1. Giang vien có nhiem vg, quyen han theo quy dinh tai Lu4t giao duc 
Dai h9c va Dieu le Truing Dai h9c; nhiem vu thuc hien, chap hanh theo su phan 
cong cua Trugng khoa, cua Lanh dao Truing khong trai vgi quy dinh phap 1u4t 
va quy dinh cna B6 Gido dgc va Dao tao. 

2. Trach nhiem cua giang vien khi tham gia giang day a cac khoa khac: 
Dam bao chat hxgng giang day, th6i hxgng, so tiet giang day; hoan thanh nghia 
vg chain va ban giao diem dung th6i han quy dinh. 

Dieu 13. Moi quan he giika giang vien vOi Lanh ciao khoa, giing vien 
ATM Trtrolig, Pho Trithng BO mon va gifing vien voi Try' 1 'Y Khoa 

1. MOi quan he gitla giang vien v6i Lanh dao Khoa la mOi quan he phpc 
tUng, chap hanh su phan cong, dieu dOng cua Truang khoa. Giang vien có quyen 
neu len nhfing kilo khan, vugng mac trong qua trinh giai guy& cong viec de 
dugc Twang khoa phan cong ho trq. 

2. 1\46i quan he gala giang vien vai TruOng, Pho Trugng BO mon la mOi 
quan he phgc tang, chap hanh theo su phan cong chuyen mon. Trong khi giang 
day, nghien cuu khoa h9c, giang vien có quyen giu nguyen y kien cua minh 
ho4c dua ra Hoi dong khoa h9c va dao tao bieu quyet; có quyen neu len cac bat 
cap trong chuyen mon a Op the b6 mon danh gia, bieu quyet. 

3. MOi quan he gift giang vier' vai Trq ly khoa la mOi quan he 
h8 trq lam viec. Giang vien chap hanh theo dung cac quy dinh, quy trinh 
• dm Khoa (clugc time hien thong qua Trg 1S.T khoa). 

Chuang 4 

NHItM VV, QUYEN HAN VA CHE DO LAM V4C CUA HOI BONG 
KHOA, HOI BONG THI BUA, KHEN THU'C'ING VA KY LUAT CAP 

KHOA 

Dieu 14. Hei ang khoa 

1. Thanh phan cua H6i dOng 
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H6i d'6ng khoa g6m: Truemg khoa va cac giang vien, hoac chuyen gia 
trong nu6c (thu men rieng) c6 trinh d6,nang luc trong giang day va nghien cdu 
khoa h9c. H6i dong dugc cau theo , le do Hieu truong quyet dinh ten co sec 
de nghi cua Truing khoa. 

2. Chic n'ang, nhiem vu: 

H6i d6ng khoa c6 nhiem vu tu van cho Truing khoa thut hi'en cac nhiem 
vu cua Khoa, giUp Truang khoa ra quyet dinh hoac de trinh len Hieu twang ra 
quyet dinh theo quy dinh cua Nha truong. 

3. Cach thirc lam viec 

a) Chu tich H6i d6ng khoa do H6i dong khoa Wau trong s6 cac thanh vier' 
h6i dong theo nguyen tac bo phieu kin va dugc ten 50% tong so thanh vien theo 
danh sach cua H6i d6ng khoa d6ng Y. Chia tich H6i d6ng dieu hanh H6i d6ng 
khoa thtrc hien vi'ec tu van va thong qua cac dinh huang dao tao va khoa h9c cua 
Khoa. 

b) H6i dong hop it nhdt mot lan moi h9c ky, do Chu tich H6i d6ng trieu 
tap; not dung cu6c hop phai dugc thong bao truck it nhat 03 ngay,den tat ca cac 
thanh vien 	116i dong; cu6c h9p dugc coi la hgp le khi c6 it nhat 2/3 so thanh 
vien tham du; ket lua'n cua cu6c hop dugc thong qua khi c6 tren 50% s8 thanh 
vien cua H6i dong bieu quyet tan thanh; bi'en ban dm cac cu6c hop phai dugc 
trinh len Hieu truong cham nhat sau 7 ngay. Trong nhang truong hgp khan cap 
chi hgp thuemg trtrc h6i (tong khoa h9c (chit tich, ph6 chit tich, 1 fly vien va thu 
ky) de quyet dinh. 

c) Khi guy& dinh nhung ding viec,  den hoi thanh vien H6i Sing phai la 
nhung ngued c6 chuyen mon cao va am hieu thuc te, Lath dao Khoa c6 the men 
them cac giao su, tien si den tix cac truong dai hgc, cac to chdc trong va ngoai 
nuelc tham gia co van cho Khoa ye cong tac chuyen mon, nhung van dam bao so 
lugng thanh vien H6i dong la so le va dugc sit eking Y cua Hieu truong. 

Dieu 15. HOi dong thi dua, khen thtr&ng va ky 1u4t cap khoa 

H6i cfong thi dua, khen thuang va ky luat cua Khoa g6m: Truing khoa, 
dai dien cac Pho Truing khoa, cac Truemg B6 mon, To Truing Cong doan 
Khoa, Bi thu doan Khoa,, trg phu trach ding tac sinh vien va cac co van hoc 
tap. H6i dong dugc co cau theo so le do Hieu truong quyet dinh tren co s6 de 
nghi cua Truang khoa. 

H6i Sing thi dua, khen thuOng, ky luat c6 nhiem vu to chirc phong trao thi 
dua, hue/rig d'an tong ket thi dua, xem xet cac danh hieu thi dua va de nghi Nha 
truong khen thuong d6i voi giang vien, can b0, nhan vien va nguoi hoc c6 thanh 
tich, xem xet va de nghi hinh thi c ky luat d6i veri giang vien, can b6, nhan vier' 
va nguen h9c vi pham ky luat. 

10 



Chmeng 6 

QUY DINH VE VAN TH1f, LUST TRiY CAP KHOA 
• A 	 A Dieu 16. Tip 	xii1ST van ban den 

Trg 1)% khoa tier) nhan, gang k)% vao s6 nhan cong van tat ca van ban giri 
den Khoa, trir van ban giri dich danh, chdc danh nguei nhan va cac van ban giri 
cho to chirc Dang, Doan the. 

. Hang ngay, sau khi clang k)% van ban den, Trgb% khoa trinh Lanh clgo Khoa 
clang tivc. 

Sau khi van ban den dugc Lanh clgo Khoa phe duyet hoac cho y  kin xir 
1)%, Trq 1)% khoa chuyen van ban tai ca nhan, BO mon ghi trong van ban. 
chuyen giao van ban gifra Trg 1)% khoa va cac ca nhan, BO mon phai dugc vao 
theo c161 viec giai quyet van ban den, c6 1(3% nhan va dugc thkrc hien trong ngay. 
Cac van ban khan phai chuyen giao ngay. 

BO mon, ca nhan nhan van ban phai chu &Ong thkrc hien not dung pile 
duyet trong van ban. 

Dieu 17. nit hanh va 	gift. van ban di 

Van ban do Lanh clgo Khoa ban hanh, van ban trinh Hieu truemg phai c6 
the thirc theo quy dinh tai Thong to se; 01/2011/TT-BNV ngay 19/11/2011 dm 
Bo NOi vv. Trgb% khoa la nguoi chiu trach nhiem ve mat sop thao, chinh sira van 
ban theo dung the thirc quy dinh. 

Trg ly khoa phai kiem tra 14i ve the thuc va ky thuat trinh bay van ban, 
neu phat hien sai sot thi boo coo ngu6i c6 trach nhiem giai quyet. 

Tien hanh ghi s6 va ngay, thong, nom ban hanh van ban; vao so clang k:y; 
nhan ban; phat hanh Ira hru gift van ban di tai Van phong Khoa. 

Chuang 7 
DIEU KHOAN THI HANH 

Dieu 18. Traci' nhiem thi hanh 

1. Truing khoa, cac Ph6 Truing khoa, Truing BO mon, Ph6 Truing Bo 
mon, Trg 1)% khoa, giang vien chiu trach nhiem thi hanh Quy the nay. 
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2. Trong qua trinh thtrc hien, n6'u c6 bAt cap, chang cheo trong xir 13% cong 
TrLfang khoa co trach nhim bac) do, kin nghi Lainh dao Truong sira dOi 

de phu hgp tinh hinh thtrc t6. 

Dieu 19. Hi§u luc thi hanh 

Quy ch6 nay c6 hien ltrc thi hanh ke tir ngay 14/./. 
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