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CHU BIEN
CN. Bui Thi Huyén Diéu

BAN BIEN SOAN
CN. Bui Thi Huyén Diéu
CN. Nguyén Lé Uyén

CN. V6 Thi Cam Suong

TRUDONG DAI HOC Y DUQC CAN THO
CAN THO UNIVERSITY OF MEDICINE AND PHARMACY



LO1 GIOI THIEU

Nam 1984, tién than cua Khoa Riang Ham Mat 12 B6 mon Rang
Ham Mat - Khoa Y — Nha - Dugc, Trudong Pai hoc Can Tho.

Nam 2022 Trudng Pai hoc Y Duoc Can Tho duoc thanh lap theo
quyét dinh sé 184/2002/QD-TTg ngay 25 thang 12 nam 2002 cta Thu
Tudng Chinh phu. Ttir d6, Khoa Rang Ham Mat dugc thanh 1ap va phat
trién véi muc tiéu dao tao ngudn nhan lyc y té chuyén nganh Rang Ham
Mait chat lugng cao, thuc hién nghién ctu khoa hoc, chuyén giao céng
nghé, thuc hién cong tac kham va diéu tri ring miéng cho vung Bong Biang
Song Cuu Long.

Pé gilp Quy thay, cé thuc hién nhiém vu dugc giao mot cach
dé dang, hiéu qua, tiét kiem thoi gian, dang qui trinh. Do d6, Nhom
bién soan xay dung quyén sé tay Qui dinh/Qui ché/ Qui trinh Hanh chanh
va T6 chtc can bo nham hé thdéng héa va cung ciap cac quy ché, qui
dinh, qui trinh, biéu mau thuong st dung vé cac hoat dong hanh chinh
va td chac can bo.

Trong qué trinh bién soan khdng trdnh khoi nhitng sai sot,
chiing t6i mong nhan duoc nhitng y kién dong gop cua Quy Thay, co.

Ban bién soan

TRUUNG DAI HOC Y DU'OC CAN THO

N THO UNIV ITY OF ME INE AND PHARM



TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY

Truong Khoa
PGS. TS. Truong Nhut Khué
Email: tnkhue@ctump.edu.vn

Pho Truong khoa Pho Truong khoa
TS. BS. Po Thi Thao TS. BS. Lé Nguyén Lam
Email: dtthao@ctump.edu.vn Email: lenguyenlam@ctump.edu.vn



Véin Phong Khoa

Chéanh van phong Khoa
ThS. BS truong 1.¢ Thu Nhan
Email: (lmhan@ctump.edu.vn

Tro IV NCKH VA HTQT
ThS.BS CKIT Tréan Ha Phuong Thao
Email: nnnminh@ctump.eduvn

Trg' Iy Hanh Chinh
CN. Bui Thi Huvén Dicu
Fmail: hthdieu@ctump.edu.vn

-

-
= o Tro Iv Dao Tao Dai Hoc

N y I'hS. BS Nguyen Hoang Giang
- I'mail: nhgiang@ctump.edu.yn

Tro Iv Dao Tao Sau Dai Hoc
ThS.BS Truong Thi Bich Ngan
Fmail: thngan@ctump.edu.vn

A

Troly CSVCva QTIB
CN. Lam Tién Thinh
Fmail: Itthinh@ctump.edu.vn

Tro Iy Cong tac sinh vién - o

ThS.BS Nguvéen Huy Hoang Tri | "
Fmail: nhhtri@ctump.eduvn
‘M'D’»
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TRUONG PAI HOC Y DUGC CANTHO  CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA RANG HAM MAT Poc lap — Tw do — Hanh phuc

S6: 309 /BC.PHYDCT.RHM Can Tho, ngay 12 thang 12 ndm 2023

’ BAO CAO ’
Cai tien Qui trinh nghiép vu cap Khoa
1. Théng tin vé qui trinh cai tién
Tén qui trinh cai tién: SO TAY QUI PINH/QUI CHE/QUI TRINH
HANH CHANH VA TO CHUC CAN BQ
Thoi gian trién khai thuc hién: Thang 10/2023
Thoi gian nghiém thu: Thang 12 nam 2023
Pon vi quan ly: Khoa Rang Ham Mait
Nhom thuc hién cai tién;
1.CN. Bui Thi Huyén Diéu
2. CN. Nguyén Lé Uyén
3. CN. V& Thi Cam Suong.
2. M0 ta qui trinh cai tién:
2.1 Tam quan trong cia so tay:
Pé gilp vién chuc trong Khoa thuc hién nhiém vu duoc
giao mot cach d& dang, hiéu qua, tiét kieém thoi gian, dang quy
trinh. Do d6, Nhom bién soan xay dung quyén so6 tay Qui trinh
Hanh chanh va T6 chuc can bé nham hé théng hoa va cung cap
cac qui ché, qui dinh, qui trinh, biéu mau thuong st dung vé céc
hoat ddng hanh chinh va té chuc can bo.
2.2 NOi dung: ( dinh kem bén duoi)
2.3 Két qua thuc hién:

Két qud: cai tién qui trinh da gitp vién chirc trong Khoa thuc hién
nhiém vu duoc giao méot cach dé dang, hiéu qua, tiét kiém thoi
gian, duang qui trinh.

3. Pé xuat, kién nghi:



Thoi gian cho phép trién khai ap dung chinh thirc: ngay sau khi béo céo

nay duoc gop y thong qua boi Hoi dong nghiém thu.

Noi nhan:
- Phong KHCN&QHDN;
- Luu VPK.
Can bd thuc hién cai tién TRUONG KHOA
(da ky)
Bui Thi Huyén Diéu
Nguyén Lé Uyén Trwong Nhut Khué

V& Thi Cam Suong
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MUC LUC

Danh muc viét tat
Loi gioi thiéu

Co cAu to chirc

PHAN I HANH CHINH
PHAN II TO CHUC CAN BO
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DANH MUC VIET TAT

e BGH Ban Giam hiéu

e BCN Ban Chui nhiém

e« BM BO mon

e« PHYD Pai hoc Y Duoc

e HN-HT-TH Hbi nghi-Hdi thao-Tap huin
e KHTNV Khoéong hoan thanh nhiém vu
e HTVN Hoan thanh nhiém vu

e HTTNV Hoan thanh t6t nhiém vu

e HTXSNV Hoan thanh xuit sdc nhiém vu
e LDTT Lao ddng tién tién

e CSTDCS Chién si thi dua co s¢&

e P.TCCB Phong T6 chirc can bd

e Qb Quyét dinh

e VPDT Van phong dién t&
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QUI PINH/ QUI CHE CONG TAC
HANH CHANH

QUI TRINH CONG TAC
HANH CHANH




QUI PINH/ QUI CHE
CONG TAC HANH CHANH

Ki hiéu: 648/Qb-DHYDCT
Ngay ban hanh: 10/10/2008
Trich yéu: Qui ché/qui dinh vé cac

nguyeén tic, trinh tu, tha tuc viéc soanthao,
ban hanh,...

Ki hi¢u: 1488/QD-DHYDCT

Ngay ban hanh: 31/7/2020

Trich yéu: Qui dinh vé céng tac van thu
ctia Truong PHYD Can Tho

— SCAN ME —

O

e

Ki hiéu: 2767/QDb-DHYDCT
Ngay ban hanh: 24/11/2021
Trich yéu: Qui dinh vé dao duc, tac

phong, trang phuc, giao tiép, irng xur, bao
veé tai san, gitr gin an ninh trat tu,...

Sopy
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QUI TRINH
CONG TAC HANH CHANH

Qui trinh xiz ly va
1 ban hanh van ban di

Qui trinh tiép nhdn vén

2 ban dén

3 Qui trinh dang ki

str dung xe 6 t0

4 Qui trinh cdp gidy
di dwong

Qui trinh cdp gidy
5 gici thiéu

..*!"-‘9!1.%
£ A TRUONG DAI HOC Y DUQC CAN THO
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1.QUI TRINH XU LY VA BAN HANH
VAN BAN PI

Bo moén/tro ly soan thao vian ban cé chix ky
nhay cia ngudi soan thao, giri van ban cho Tro AMsEllIlEV
ly hanh chanh Khoa

Tro ly hanh chanh Khoa kiém tra thé thirc va
ban, néuvin ban hoan chinh trinh BCN Kho R it EY,
ky tham quyén dwoc phan cong

Tro Iy vao sé6 cong vin di, ghi
s0, ky hiéu, ngay thang vin ban; Trong ngay
nhan ban déng dau

Tro ly chuyén dén noi nhan theo VPPT,
email, buu dién hay phwong tién khac hoac
tra ho so trinh ky cho ca nhan/Bé mén

Trong ngay

Tro ly theo ddi viécchuyén/nhan vin
ban

Luwu trir van ban di

‘,“El’ll,’
Cp 7 ) - .
A TRUONG DAI HOC Y DUGC CAN THO
g‘%ﬂ j CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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2. QUI TRINH TIEP NHAN
VAN BAN DEN

Tro Iy hanh chéanh tiép nhan Tro ly phén loai van

van ban d&n tren VPDT va ban va trinh cho

van ban dén tir truong, céc BCN Khoa hoic giri Bo

don vi ghi vao s6 van ban dén mon/ca nhan ( qua mail;
zalo)

BCN Khoa chi dao Tro Iy Chuyén van ban dén

bt phé trén van ban VPDT, email don vi, ca
nhantheo but phé

Tro 1y khoa theo doi, don
ddc Bo mon, ca nhan giai
quyét van ban dén ding
thoi han

Thai gian

1-Hang ngay

2,3,4-Trong ngay

5-Theo ké hoach trong cdng vin

«TIIT™
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3. QUI TRINH PANG KY
SU DUNG XEO TO

Cén bo gui gidy dang ky sir dung 0 td trudng cho van phong
Khoa kém theo Qb/van ban phé duyét caia BGH di cong tac

Tro ly Hanh chanh Khoa trinh BCN
Khoa ky

Can bo dang ky gtri
Phong Hanh chinh

Miu Giay dang ky
st dung 0 to truong

TRUONG DAI HOC Y DUQC CAN THO
CAN THO UNIVERSITY OF MEDICINE AND PHARMACY



- 4.QUI TRINH
CAP GIAY PI PUONG

Can bo dang ky v&i Phong Hanh
chinh kém theo QB/van ban phé
duyét ctia BGH di cong tac

BO phan van thu Phong Hanh chinh
cap gidy di duwong

Mdu Giay di dwong:

A TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




5. QUI TRINH
CAP GIAY GIOI THIEU

Can bo dang ky véi Phong Hanh
Mau tai day chinh kem theo QD/végubj; EEZ
BGH di cong tac

Bo phan van thu Phong
Hanh chinh cap gidy giéi
thiéu

TRUGNG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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TRUONG DAI HOC Y DUQGC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY

VAN PHONG KHOA RANG HAM MAT

Phan 11
TO CHUC CAN BO




Qui dinh/qui ché
cong tac to chirc can bd

Qui trinh cong tac
to chwre can bo

'\ TRUONG DAI HOC Y DUQGC CAN THO
j CAN THO UNIVERSITY OF MEDICINE AND PHARMACY


https://docs.google.com/document/d/1lOrgLG57D8r5XWxfKihmFJC2jOE9_pAl/edit#heading%3Dh.30j0zll
https://docs.google.com/document/d/1lOrgLG57D8r5XWxfKihmFJC2jOE9_pAl/edit#heading%3Dh.30j0zll
https://docs.google.com/document/d/1lOrgLG57D8r5XWxfKihmFJC2jOE9_pAl/edit#heading%3Dh.1fob9te
https://docs.google.com/document/d/1lOrgLG57D8r5XWxfKihmFJC2jOE9_pAl/edit#heading%3Dh.1fob9te

QUI PINH/ QUI CHE CONG TAC
TO CHUC CAN BO

Ki hiéu: 372-HPT-DPHYDCT

Ngay ban hanh: 27/01/2021

Trich yéu: Nghi quyét quy ché té chirc
hoat dong Truong

Ki hiéu: 02/NQ-HDT-DHYDCT
Ngay baig hanh: 03/11/2023 ) i
Trich yéu: Ban hanh Qui ché stra doi,
bo sung mot s6 diéu Qui ché t6 chircvhoat
dong Truong PHYD Can Tho

TRUONG DAI HOC Y DUGC CAN THO
CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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QUI PINH/ QUI CHE
CONG TAC TO CHUC CAN BO

Ki hiéu: 1247/QD-DHYDCT
Ngay ban hanh: 22/6/2020

Trich yéu: Qui dinh dao tao, bodi
dudng vién chtrc va nguoi lao dong

cua Truong PHYD Can Tho

i hicu: 1809/QD-DHYDCT

Ngay ban hanh: 28/8/2018

Trich yéu: Qui dinh hd tro va dén bu chi phi
dao tao, boi dudng ddi véi cong chl'rc,vién‘ chtrc
va ngudi lao dong cua Truong PHY D Can
Tho

.%' ¥ CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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QUI PINH/ QUI CHE
CONG TAC TO CHUC CAN BO

Ki hiéu: 955/QDb-DHYDCT

Ngay ban hanh: 12/4/2021

Trich yéu: Quyét dinh ban hanh Qui dinh vé
hoat dong thinh giang tai Truong PHYD Can
Tho

Kihicu: 2570/QD-DHYDCT

Ngay ban hanh: 28/12/2018

Trich yéu: Quyét dinh ban hanh Qui
dinhmoi chuyén gia nudc ngoai giang day

tai Truong PHYD Can Tho

2\ TRUONG DAI HOC Y DUQC CAN THO
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QUI PINH/ QUI CHE
CONG TAC TO CHUC CAN BO

Ki hiéu: 2576/QD-DHYDCT

Ngay ban hanh: 25/12/2020 . Y
Trich yéu: Quyét dinh ban hanh Qui dinhvé ché
do lam viéc cua giang vién Truong

PHYD Céan Tho

i hicu: 1956/QDb-DPHYDCT

Ngay ban hanh: 16/8/2021

Trich yvéu: Quyét dinh ban hanh Qui dinh
danh gia xép loai vién chtrc va ngudi lao dong

ctia TruongDHYD Can Tho

s 2\ TRUONG DAI HOC Y DUQC CAN THO
%“%ﬁ j CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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QUI PINH/ QUI CHE CONG TAC
TO CHUC CAN BO

Ki hiéu: 630/QD-DHYDCT

Ngay ban hanh: 26/3/2021

Trich yéu: Quyét dinh ban hanh Qui dinh
v€ viéc chi tra thu nhap tang thém theo vitri
viéc lam, nang luc chuyén mén cua

Truong PHYD Can Tho

Ki hiéu: 1766/QD-DPHYDCT
Ngay ban' hanh: 30/9/2020
Trich yeu: Quyét dinh ban hanh Qui
dinh vé thing hang va chuyén chtc danh nghé
nghiép déi véi vién chuac

2\ TRUONG DAI HOC Y DUQC CAN THO

¥ CAN THO UNIVERSITY OF MEDICINE AND PHARMACY



QUI PINH/ QUI CHE CONG TAC
TO CHUC CAN BO

Ki hiéu: 1400/QD-DHYDCT

Ngay ban hanh: 21/10/2017
Trich yéu: Qui ché nang bac luong trudc
thoi han ddi véi cong chire, vién chire, ngudilao
dong cuaTruong PHYD Can Tho

Ki hiéu: QD 1624
Ngay ban hanh: 31/8/2020
Trich yeéu: Qui dinh thoi gian nghi ngoi

cua vién chuc, nguoi lao dong cua Trudng
DHYD Can Tho

2\ TRUONG DAI HOC Y DUQC CAN THO
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QUI TRINH CONG TAC
TO CHUC CANBO

Qui trinh dao tao Qui trinh di HN-HT trong
O (di hoc cao hoc/ nghién O 6 nurdC va nudc ngoai
ctu sinh)

o .. , Qui trinh du lich/tham than
Qui trinh boi dudng(hoc ngén O 7 AhaN & nudc Ngoai

02"

03Qu' trmhAxm gla 08 Qui trinh ché @6 tap su
han hoc tap dbi vei vien chire

04 Qui trinh tam dung 09 Qui trinh xét nang

hoc va thdi hoc luong trudc han

O Qui trinh thu nhan
ién chuc hoan 10 Qui trinh danh gia
thanh khda hoc chuan ning luc

ST

a8 &,
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A TRUONG DAI HOC Y DUGC CAN THO
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QUI TRINH CONG TAC
TO CHUC CANBO

1 1 Qui trinh ddnh gid 16 Qui trinh phan cong

phan loai vién chaic vién chire di lam sang

1 2 Qui trinh xét thi dua Qui trinh nghi thai sén

khen thuwong nam hoc

13 Qui trinh qui hogch 18 Qui trinh nghi phép

hoc nang cao trinh dj
chuyén mén

14 Qui trinh thinh gid@ng 19 Qui trinh xin nghi vigc

1 Qui trinh ding ky giang day
u hwong 25% phu cdp déi Véi

0 ¥ 0y
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1. QUI TRINH PAO TAO (PI HOC CAO
HOQC/ NGHIEN CUU SINH)

Cin cir QP 1247/QP-PHYDCT, 22/6/2020 ban
hanh Quy dinh dao tao, boi duwdng vién chirc va
ngwoilao dong thuéc Truwong PHYD Can Tho

Canhan lam don di hoc
Ts/Ths (kéem théng bao trung
tuyén)

B6 moOn duyét don

0 Tro ly khoa trinh BCN Khoa duyét don

© | |
Canhan gii P.TCCB trinh Hiéu troeéng ra Qb

““‘”]l"“ R -
1 A TRUONG DAI HOC Y DUQGC CAN THO
\ : CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




Ban hanh Qb

Céa nhan lam bao cao tuan cubi
thang 6 va 12 giri Khoa

B4o cao két thic chwong trinh
hoc tap giri Khoa

Nép hd so hoan thanh khoa hoc cho
P.TCCB sau 7-15 ngay hoan thanh
chwong trinh dao tao

Ra QD thu nhan vién chic

Mdu tai day:

TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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2. QUI TRINH BOI DUONG
(HQOC NGAN HAN)

Mau tai day:

Ciin cir QP 1247/0D-PHYDCT,
22/6/2020 ban hanh Qui dinh dao

1 tg0,bdi dwong vién chirc va nguwoi Ca nhan gui P.TCCB trinh

Hiéu truwong ra Qb

lao d¢ng thugc Truwong PHYD Can
Tho

Ban hanh gD

7 Bao cao két thuc
chwong trinh hoc
tap

2 Canhan lam don di hoc ngdn
han(kém théng bao chiéu
sinh)

B§ mon duyét don giri Khoa

Nép hd so hoan thanh khoa
hoccho P.TCCB sau 7-15
ngay hoanthanh chwong

Vin thu trinh BCN Khoa duyét trinh dao tao
don

TRUGNG DAI HOC Y DUQC CAN THO
; CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




3. QUI TRINH XIN GIA HAN HQC TAP

01

Cin cu QD 1247/QD-
DHYDCT, 22/6/2020
ban

hanh Quy dinh dao tao,
béi dwing vién chic va
ngwoi lao dong thugc

Trwong PHYD Can
Tho

04

Bo mon duyét don
giiKhoa

07

Ban hanh Qb

it

{l <>
\-%

02

Ca nhéan lam don gia
han(kém hé s ciia co
so dao tao), > 20 ngay
hoc

nuwdc ngoai, >10
ngayhec trong nwéc

05

Van thw trinh BCN
Khoaduyét don

03

Ca nhan lam bao cao
kétqud hec tap cho
Khoa, P.TCC

06

Ca nhan gii P.TCCB trinh

Hiéu trueéng ra QD

Mdu tai day:

A TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




4. QUI TRINH TAM DUNG VA THOI HQC

Can cir Qb 1247/Qb-bHYDCT, 22/6/2020

ban hanh Qui dinh dao tao, bdi dudngvién
chire va nguoi lao dong thuoc Truong PHYD
Can Tho

C4 nhan 1am don dé nghi tam ding,thdi hoc (néu
ly do, kém ho so), kémbao két qua hoc tap

Bao céo két qua hoc tap cho Khoa, P. TCCB

B6 moén duyét don guri Khoa

Van thu trinh BCN Khoa duyét don

Gui P.TCCB trinh Hiéu truéng ra QD

Ban hanh Qb

&:::_,P,!lr,," N R
L R TRUONG DAI HOC Y DUGC CAN THO

%& j CAN THO UNIVERSITY OF MEDICINE AND PHARMACY



5. QUI TRINH THU NHAN VIEN
CHUC HOAN THANH KHOA HQC

Can car Qb 1247/Qb-BHYDCT, 22/6/2020 ban hanh Qui
dinh dao tao, boi dudng vién chac va ngudi lao dong
thudc Truong DPHYD Can Tho

Nop ho so (bdo céo két qua hoc tap, gidy xac nhan cua co quanngoai
giao néu hoc nudc ngoai, QP tiép nhan vé nudc cia BGD&PT (7
ngay hoc trong nudéc; 15 ngay hoc tai nudc ngoai)

Khoa duyét bao céo két qua hoc tap

C4 nhan nop hod so vé P.TCCB trinh Hiéu truong ra QP

Ban hanh Qb

B6 mdn tiép nhan vién chic

Maéu tai day:

OF=0

A TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




6. QUI TRINH PI HN- HT
TRONG VA NGOAI NUOC

01

Trong nwéc: Ca nhan lam
don > 1 tudn Nwéc ngoai: Ca
nhanlam don > 15 ngay

03

Van thw trinh BCNKhoa
duyét don

05

Gri QD ca nhéan va b mon

‘““‘

@ TRUONG DAI HOC Y DUQC CAN THO
\3
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CAN THO UNIVERSITY OF MEDICINE AND PHARMACY

02

B6 mon duyét don giri Khoa

04

Canhangii P.TCCB
trinh Hiéu trwéng ra quyet dinh

Mdu tai day:




7. QUI TRINH DU LICH THAM
THAN NHAN O NUOC NGOAI

Guri QD ca nhan va by mon

Giri P.TCCB ra quyét dinh

Vin thw trinh BCN Khoa duyét don

Bé mon duyét dom giri Khoa

Ca nhan lam don trwéc > 1 thang

Mdu tai day:

'\ TRUONG DAI HOC Y DUQGC CAN THO
j CAN THO UNIVERSITY OF MEDICINE AND PHARMACY



8. QUI TRINH CHE PO TAP SU
POI VOI VIEN CHUC

Cin cit QP 2114/QD-
PHYDCT

ngay 02/11/2020 Quyét dinh
ban hanh Qui dinh vé ché do
tap sw ddi véi vién chirc thudc
Truong PHYD Cén Tho

01

O 2 Tiép nhan vién chiic tap sw

BCN khoa gap go, phan cong
nhiém vu va giéi thiéu vé Bé mon

03

B§ mdén/Khoa phéan cong
O 4 can b hwéng dan tap su

Vién chic tap su 1ap ké hoach tap
O 5 sw sau nhan viéc 1 tuan lam viéc

Céa nhan béo céo tap sw cho B§ mén

trweéc khi hét thoi gian tap sw 15
ngay lam viéc

06

ST

S
s/

&

TRUDGNG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY

Can b huong dan nhan
Xét vién churc tap sw

07

O 8 B mdn hop xét hét tap sw

O Vién chirc tap sw ndp ho so vé
khoa trwéc 10 ngay lam viéc

Khoa hop xét giri ho so vé
P.TCCB trwéc 1 tuan

10

1 1 Luwu hd so tap sw

Mau tai day:




, 9.QUITRINH
XET NANG LUONG TRUOC HAN

01 P.TCCB Lap 02 Khoa trién 03 BM trién

danh sich di dieu kién, khai dén B§ mon khai dén vién chirc
tiéu chuan(kém minh B6 mon
chung) .

04 Nép thanh tich Hoi déng 06 Cong

bo sung ngoai thanh tich Khoa hop xét khai, phan hdi két
P.TCCB cung cap qua

07 Giri danh sach 08 Hoi dong 09 )
Cong khai, ket

da diéu kién Ién P. trueong hop xét i
TCCB qua, phan hoi

Ghinhany
kién phan hoi trinh 1 1 Ban hanh QD
Héi dong
Madu tai day:

2\ TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




, , 10. QUITRINH ,
PANH GIA CHUAN NANG LUC VIEN CHUC,NLP

01 Khoa xay 02 vien churc, 03 Bé mon

dwng kéhoach NLD tw danh gia theo  g4nh gia theo miu
danh gia mau

04 Thu ky tong 05 Khoa hop 06 Cong khal

C kétqua va nhan
he HDbdanh gia N -
’P J phan hoi

0/ Nop két 08 Hai dong 09 Cong khai

quavé P génh gié nang luc kf’]t?quﬁk\/_?a nhan
TCCB op xet phan hoi

10 Hgi dong 11 Ban hanh két qua

dénl} gid nang

luc lan 2

Mau tai day:

TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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O 1 Khoa giri trién khai ké hoach cho BM

11. QUI TRINH PANH GIA
PHAN LOAI VIEN CHUC, NLP

02

BM trién khai vién
chirc lambéo céo tw
danh gia theo mau va
nop vé BM

03

BM tong hop, to chic hop va
Trwéng/Pho BM nhén xét, danh gia
vién chirc theo mau va giri két

qua, bién ban hop vé Khoa

04

/)

Khoa hop va nhan xét vién
chirc ghivao mau (Tp hep:
BCN khoa, Cb, PTN,
Trwong/phé BM)

TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY

05 Théng b&o két qua va nhan phan hoi

06

Tro ly téng hop danh sach
trinh BCN Khoa duyét va
phiéu danh gia phan loaiVVC
giti P.TCCB

07

HD Trwong hop va danh gia

Madu tai day:




12. QUI TRINH XET THI DUA-
KHEN THUONG NAM HOC

1. Khoa trién khai BM ké hoach xét thi dua- khen thuéng.
2 B6 mon trién khai va hop binh xét thi dua-KT, budi hop dam bao >75%

vién chac BM, sb phiéu tin nhiém phai dat > 50% téng sé vién chacva guri

bién ban va két qua téng hop vé Khoa.

3 VP khoa téng hop

4, Hoi dong TH-KT Khoa hop bo phiéu kin xét thi dua; sé phiéu dat >

75%/thanh vién hoi dong.
(05, Gui két qua cho BM phan héi va hop Héi déng

06 Thoéng béao két qua
{.vp khoa téng hep kém bién ban giri vé P. TCCB

08 _ HD TD-KT trudng hop xét va thdng bao két qua cho vién chuc

09 . BM va ca nhan dat thanh tich

cap Bo tré 18n 1am béo céo thidua, khen thuéng

Madu tai day

A TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




13. QUI TRINH QUI HOACH HQC
NANG CAO TRINH PO CHUYEN MON

1 Khoa lap ké hoach ra soat qui hoach nang cao
trinh d chuyén mon

2 Bo mon hop trién khai cac nhan 1am ban dang ky hoac to trinh qui hoach
hoc nang cao trinh d6 chuyén mon

3 Bo mén gii bién ban va ban dang ky di hoc CH,
NCS, to trinh di hoc tré han

4 Khoa t6 chirc hop

5 P.TCCB trinh BGH ra quyét dinh

TRUONG DAI HOC Y DUQC CAN THO Mau dang ky tai day:

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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14. QUI TRINH THINH GIANG

Cin cir QD 955/QD-DHYDCT ngay 12/4/2021
Ol vé Quyét dinh ban hanh Qui dinh vé hoat dong
thinhgiang tai Truong PHYD Can Tho

02 Khoa gtri thong bao thinh giang kém mau
03 B6 mon lap danh sach moi1 giang gui

O 4 Tro ly tong hop danh sach trinh BCN Khoa
duyét

05 P.TCCB trinh BGH

4/ <)) TRUGNG DAI HOC Y DUGC CAN THO Mau tai day:

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




15. QUI TRINH PANG KY GIANG
DAY THU HUONG 25% PHU CAP
POI VOl CAN BOBPIHOC

1 . Khoa gui thong bao cho giang vién di hoc
kém mau diang ky

2. BM gui danh sach ding ky giang day
cO chtr ky cua giang vién

3. Tro ly tdbng hop danh sach trinh BCN Khoa
duyét danh sach guai P.TCCB

4.  phong TBCB trinh BGH ky

Mau ding Ky tai day:

TRUONG DAI HOC Y DUQC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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16. QUI TRINH PHAN CONG
VIEN CHUC PI LAM SANG

Buwoc 1
Khoa thong bao va giri mau ding ky di 1am sang

Bwoérc 2
B6 mon phan cong va giri danh sach vién chirc di lam
sang tai Bénh vién thuwc hanh ve khoa

Bwoc 3

Tro ly tong hop va trinh BCN Khoa duyét danh sach
giri P.TCCB

Bwoérc 4
P.TCCB trinh BGH phé duyét

Mdéu dang Ky tai day:

TRUONG DAI HOC Y DUGC CAN THO

CAN THO UNIVERSITY OF MEDICINE AND PHARMACY
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17. QUI TRINH NGHI THAI SAN

1 z

Ca nhan gtri don xin
Mau don nghi thai san nghi thai san kem giay
churng sinh

Ban chu nhiém Khoa
P.TCCB trinhBGH duyét don gui P.TCCB

4

Mdéu don tai day:

2\ TRUONG DAI HOC Y DUQC CAN THO

; CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




18. QUI TRINH NGHI PHEP

Mau don nghi phép 1

Ca nhan giri don xin nghi phép 2

B moén duyét don guri Khoa 3

Van thu trinh BCN Khoaduyét
don gui P.TCCB 4

P. TCCB trinh BGH

Mdéu don tai day:

A TRUONG DAI HOC Y DUQC CAN THO

; CAN THO UNIVERSITY OF MEDICINE AND PHARMACY




19. QUI TRINH XIN NGHI VIEC

Khoa gidi quyét don trong 5

O 1 Mdu don nghi vigc O 6 ngay

02 Ca nhan gii don xin 07 Néu ca nhan thay doi y kién,
nghi viéc cho B¢ mon lam don xin rat don theo mdu

03 Bg mon hep choy kién gii O 8 Néu ca nhan khong thay dai y
bién bdn, don vé Khoa Kién

Vén thw nhgn don va lam bién

04 bdn tiép nhdn theo mdu 09 Khoa hgp gidi quyét trong 5

ngay

Khoa gi#i hé sové P.TCCB
05 Trinh BCN Khoa trong ngay 10 g o so've

Mdu don tai day:




