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X Mai hoéa:
QUY TRINH QT33/P.TH/BN-VCQL
Ban hanh lan: 01
Ngay: 01/01/2022
_ BONHIEM
VIEN CHUC QUAN LY

THEO DOI TINH TRANG SUA POI

Ngay, thang, Trang/ Phin lién | MBJ t4 ndi dung Lan ban hanh/ sira
nam quan viéc sira doi thay doi doi




1, Muc dich:

- Vin ban nay quy dinh cc ndi dung va trinh tu thuc hién cong tac bd nhiém vién
chirc quan ly cta Truong Trung cap nghé Co khi xdy dung nhim dap tmg yéu cau
cOng tac va tudn thi ding quy dinh hién hanh. '
- Giai quyét t5t mbi quan hé twong quan gitta bd tri cong tac va quy hoach, dao tao,
bdi dudng doi ngfi vién chic dap tng cong tac st dung va quan ly doi ngl vién
chuec.

2. Pham vi va dbi twong ap dung

2.1 Pham vi dp dung: Quy trinh nay quy dinh vé cong tac bd nhiém céan bd dién
Truong quan ly.

2.2 Péi twong dp dung: Quy trinh nay dugc ap dung cho toan thé cac don vi truc
thudc Truong.

3. Ciin ot phap Iy va tai ligu tham chiéu

- Luat vién chiic s6 58/2010/QH12 ngay 15 thang 11 ndam 2010;

- Luat sta dbi, bd sung mot sb didu ctia Luét can bo, cong chuc va Luét vién chuc
s6 52/2019/QH14 ngay 25 thang 11 ndm 2019;

_ Van ban hop nhét sé 1310/VBHN-BLDTBXH ngay 05/4/2019 hop nhét Thong
tu quy dinh vé Diéu 1€ truong trung cap do Bo Lao dong — Thuong binh va X& hoi
ban hanh.

- Nghi dinh s& 115/2020/ND-CP ngay 25/9/2020 cua Chinh pht quy dinh vé tuyén
dung, sir dung va quan ly vién chuec.

- Quyét dinh s6 828/QD-BXD ngay 20/6/2018 clia BO Xay dung vé viéc ban hanh
Quy ché bd nhiém, bod nhiém lai, tu chtc, midn nhiém, luan chuyén, dicu dong,
biét phai cong chirc, vién chire Janh dao, quan ly tai cac co quan hanh chinh va don
vi su nghiép cong 1ap thudc Bo Xay dung

- Quyét dinh s 246/QD-TTCN ngay 31/8/2018 cta Truong Trung cép nghé Co
khi xay dung vé viéc ban hanh Quy ché gioi thiéu, bd nhiém, bo nhiém lai, tu
chirc, mién nhiém, luan chuyén, diéu dong, biét phai cong chuc, vién churc 18nh
dao quan ly tai Truong Trung cap nghé Co khi x4y dung.

4. Pinh nghia va tir viét tit

4.1 Dinh nghia

- Vién chirc quan Iy;1a nguoi dugce bd nhiém gift chtic vu quan ly c6 thoi han, chiu
trach nhiém didu hanh, té chic thyc hién mot hodc mot s6 cong viée trong don Vi
va dugc hudng phu cAp chirc vu quan 1y,

- Vién chite khong giit chitc vy quan [y. la ngudi chi thyc hién nhiém vu chuyén
mdn nghiép vu theo chiic danh nghé nghiép trong don vi sy nghiép cong lap.
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- Bé nhiém1a hinh thic sap xép, diéu chinh, bo tri cong tdc hop ly doi voi can bo
ctia Truong nhim phéat huy ning luc va trinh do cbng tic, nang cao hiéu qua va
hiéu suat cong viéc.

- Bo nhiém lan dau,1a viéc ngudi dung ddu co quan c6 thAm quyén lan déu tién
quyét dinh clr can bg, vién chirc gitt chirc vu 1dnh dao quan ly hodc quyét dinh ct
git chtrc vu 1anh dao méi cao hon chirc vu dang dam nhiém.

4.2 Tir viét tit

STT Tir viét tit Y nghia
1 |BCH Ban Chép hanh
2 |BGH Ban Giam hiéu
3 |BM Biéu mau
4 |BN Bo6 nhiém
5 |HHT Hoan thanh t6t
6 |HT Hoan thanh
7 |HTXS Hoén thanh xut séc
g |P.TH Phong Téng hop
9 |1QT Quy trinh
10 | VC,NLD Vién chirc, nguoi lao dong
11 | VCQL Vién chirc quan ly

5. Lwu d6 (Xem trang 6)
6. Pic ta (Xem trang 7, trang &)

7. Cac biéu mau/ hwéng dan

STT Tén biéu miu/ huéng din M3 hoa

1 | Gidy dé xuét cua cac don vi BM/QT33/P. TH/01

2 | To trinh xin cht truong bo nhiém vién chic quan ly BM/QT33/P.TH/02

3 | Bién ban thong qua chu truong bd nhiém VCQL BM/QT33/P.TH/03

4 | Nghi quyét ch truong b6 nhiém VCQL BM/QT33/P.TH/04




STT Tén biéu mau/ huéng din M3 hoa

5 |Bién béan hop Héi nghi lanh dao: chp iy Chi bd ... va BM/QT33/P.TH/05
Trudng, pho cac don vi

. P?ié}l lay y E{ién g}m th"iéu (Ta} g@i nghi lanh dao | OT33/P.THI06
cAp iy Chi bd ... va Truong, pho cac don vi)
Bién ban kiém phiéu gi6i thiéu (Tai Hoi nghi lanh

! dao cép ty Chi bd ... va Trudng, phé cic don vi) BMIQI33(ETE 0T

8 | Bién ban hop Hdi nghi phong/ khoa ...... BM/QT33/P.TH/08

9 | Phiéu 14y y kién (Tai Hdi nghi phong/ khoa ...... ) BM/QT33/P.TH/09

10 Bién ban kiém phiéu l1dy y kien (Tai Hoi nghi phong/ BM/QT33/P.TH/10
565 oz [N )
Bién ban niém phong phiéu 14y v kién gidi thiéu (Tai

H Hoi nghi phong/ khoa ...... ) BM/QE3R/E- TR

12 | Bién ban hop tai Hoi nghi can bo chi chot BM/QT33/P.TH/12

13 Phieu lay v kién tin nhiém tai Hoi nghi can bo chu BM/QT33/P.TH/13
chot

14 Bler'l b,an lﬂ(lemq phieu lay ¥ kién tin nhiém tai Ho1 BM/QT33/P.TH/14
nghi can bd chu chot

15 BlAe.n ban. niém Phor}g pl(neu lay y kién tin nhiém tai BM/QT33/P.TH/15
Hoi nghi can bd chu chot

16 BlenA’ ba.I}'HQ-lA ngh;Atap the; lar}}Al dao (lay phieéu biéu BM/QT33/P.TH/16
quyét gi6i thiéu nhan sy bo nhiém)

17 | Phiéu biéu quyét tai HOi nghi tap thé 1anh dao BM/QT33/P.TH/17

13 B~16n ban kiém phiéu biéu quyet tai Hoi nghi tap thé BM/QT33/P.TH/18
l1anh dao

19 | T& trinh d& nghi bd nhiém vién chirc quan ly BM/QT33/P.TH/19

, 2 % x 1.0 Y SRPUEY o S\ L AT ”
20 Bang tong hop két qua kiém phi€u tai'cac budc trong BM/QT33/P. TH/20

quy trinh bd nhiém




STT Tén biéu miu/ hwéng dian Ma héa
21 | Ban tu kiém diém cong tdc tlr ndm ... dén nam ... BM/QT33/P.TH/21
22 | Nhan xét, danh gia can bo tr nam ... dén nam ... BM/QT33/P.TH/22
23 | K&t luan ctia Chi bd ...... di voi dong chi ... BM/QT33/P.TH/23
24 | Quyét dinh bo nhiém vién chiic quan ly BM/QT33/P.TH/24
25 | So yéu ly lich vién chirc BM/QT33/P.TH/25
26 }sfe;m Keé khai tai san, thu nhap phuc vu cong tac can BM/QT33/P. TH/26
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LUU PO
TT | Cacbuéc cong vide | Tréch nhigm | Tai lidu, biéu miu Yéu ciu Thoi gian
N XLk Céc don vi cé
T& trinh d& xudt By ‘ ,
1 b g n;liém \e/égaL nhu ciu BN | BM/ QT33/P.TH/01; | C#n ¢t nhu cau | Theo Ké
i can bg; BM/QT33/P.TH/02. thie té hoach
P.TH
¥
. A BCH Dang . A
, C&#{““\‘;l(l:ngf iy: BM/QT33/P.TH/03; | Nghi quyet:
nhiém > -
i BGIL BM/QT33/P.TH/04. Bién ban hop
Duyét ; 2
v Cap uy Chi Phicu gioi thiéu
Hai nghj bo; BM/QT33/P.TH/05; | nguon nhén sy +
3 50k dao don Vi Truéng, Phé | BM/QT33/P.TH/06; | Bién ban kiém
‘ ’ céc don vi ¢o BM/QT33/P.TH/07. phicu + Bién
nhu cau. ' ban hop
———E———1 | ponvico | BM/QTIVPTHIOS; | Phiculayy kién
. y\yfc NLS’ BN | BMAQTIYPTHO9; |+ Bién ban kiém
> u f’a‘; BM/QT33/P.TH/10; |  phiéu + Bién
can bd BM/QT33/P.TH/11. i Hop
L&y ¥ kién tin BM/QT33/P.TH/12; | Phieulay y kien
S nhiém tai Hoi nghi Canbd chi | BM/QT33/P.TH/13; | tin nhi¢m + Bién
cén b chi chét chét | BM/QT33/P.TH/14; | ban kiém phicu
BCH Pang Phiéu biéu quyét
N, BM/QT33/P.TH/16;
y Hoi nghi tdp thé uy; B?\/I/IigT“i PTH /17T nhan su + Bién
lanh dao truong Ban Gidm N > | ban kiém phiéu
N BM/QT33/P.TH/18. .
hiéu + Bién ban hop
Y Can'bs BN; | BM/QT33/P.TH/L9; ‘
Lap ho so BN; ' BM/QT33/P.TH/20; Ho so BN;
7 ra quyét dinh BN P.TH; BM/QT33/P.TH/21; o
) ” 7 BM/QT33/P.TH/22; Quyét dinh.
Hi€u trudéng | BM/QT33/P.TH/23.
Céng b Quyét Ban Gism Té chtic Hoi
: /QT33/P.TH/24 '
8 dinh BN hicu BM/QT33/ nghi
: 11 S o Theo quy
9 Luu ho so P.TH Ddy i hoso dinh
J—




PAC TA

Bude 1: Cac don vi cdn ¢t quy hoach va nhu cdu VCQL xin chu truong bd nhiém
VCQL. Phong Tong hop tap hop trinh BGH. Truong hop don vi chua c6 VCQL,
phong Téng hop 1a don vi dé xuét chu truong.

Buée 2: Trén co s& d& xuét cia cac don vi, cin ¢ nhu cau VCQL, BCH Dang uy,
Ban Giam hidu xem xét phé duyét chi truong bd nhiém VCQL cho don vi dé xut.
Néu phé duyét chi truong chuyén bude tiép theo.

Bude 3: T6 chuc hop Hoi nghi lanh dao gbm: Cép uy Chi b (1anh dao, chi dao
don vi ¢6 nhu cau BN Vlen chuc quan ly) va Trudng, phé cac don vi c6 nhu cau
BN d& théng nhét vé co cAu tidu chudn, diéu kién, quy trinh va cach lam dam bao
yéu cau vé cong bang, dan chi, chit ch&, cong khai, minh bach theo quy dinh.

- Trén co s& co cAu, tiéu chudn, diéu klen cach lam, quy trinh gidi thiéu da théng
nhét tién hanh 14y phiéu gi6i thiéu ngudn nhan sy bang phiéu kin, mdi dong chi
gidi thiéu 01 nguoi cho 01 chirc danh trong sb cc dong chi trong quy hoach hodc
gi6i thiéu dong chi khéc c6 du tiéu chuén, diéu kién theo quy dinh.

- Nguyén tac lya chon: Dong chi nao dat s6 phiéu cao nhét trén 50% sb phiéu gidi
thiéu duogc lya chon (Két qua kiém phiéu dugc cong bd tai hoi nghi).

Bude 4: Tren co 6 co cu, tidu chuan, diéu kién, cach lam, quy trinh gidi thi¢u
thuc té ngudn nhan su, td chirc 14y ¥ kién béng phiéu tai hoi nghi vién chic & cac
don vi va phuong an g101 thiéu nhan su cua lanh dao tai bude 3 (Két qua kiém
phiéu khéng duge cong b tai hoi nghi nay).

Bu0’c 5: T6 chttc Hoi nghi can bd chi chét dé lay y kién tin nhiém bang phleu km
vé phuong 4n gidi thiéu nhan sy tai budc 3+4. (Két qua kidm phiéu khéng cong
bb).

- Thanh phan tham du g@)m: Pang ty, Ban Giam hiéu, Can bd chu chdt, Chu tich
Cong doan, Bi thu Poan Thanh nién.

Buée 6: T chirc Hoi ngh1 tap thé 1anh dao (gdm Pang ty va lanh dao turong) thao
luan, phan tich két qua 1dy phiéu ctia ctia cac hdi nghi ta1 bude 3+4 va két qua lay
phleu tin nhiém tai budc 5; x4c minh, két luan nhitng vén dé nay sinh (néu cé); tap
thé 1anh dao théo luén va bidu quyét giéi thiéu nhan sy bing phiéu kin.

- Nguyén téc lua chon: Pdng chi dugc gidi thiéu dat trén 50% sb phiéu gioi thiéu
thi dugc lya chon.
Buée 7: Cin ctr két qua biéu quyét gi6i thiéu nhan sy cua tap thé 1anh dao & budc

6, phong Tong hop hu’ong dan nhan sy dugc BN 1ap hd so bd nhiém va trinh Hiéu
truong ky quyét dinh bd nhiém theo quy dinh.




Bude 8: T chirc cong bd quyét dinh theo quy dinh.

- Céng bd quyét dinh bd nhiém; quéan triét viéc thuc hién chutc trach, nhiém vu d6i
v6i ngudi duge bd nhigm; nguoi duoc bo nhiém phat biéu y kién vé viéc thuc hién
nhiém vu & cuong vi dugc bd nhiém.

- Chu tri: dai dién Ban Gidm hiéu.

- Thanh phén tham du: Tap thé 13nh dao, Trudng, phéd cac don vi truc thudc, dai
dién cép ty, Cong doan, Doan thanh nién.

Buwée 9: Toan bd hd so bd nhiém vién chic quan ly dugc phong Toéng hop luu trit
theo quy dinh ctia phap luét hién hanh.
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