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QUYET DINH

Ban hanh Quy che to chuc va boat dong cua 

Phan hieu Triro’ng Dai hoc Luat Ha Noi tai tinh DSk LSk

HIEU TRircflVG TRlTONG DAI HOC LUAT HA NOI

Can cu Quy it dinh so 405/CP ngay 10 thdng 11 ndm 1979 cua Hoi ding 

Chink phu ve viec thdnh lap Truong Dai hoc Phdp ly Ha Noi (nay la Truong 

Dai hoc Luat Hd Noi);

Can cu Quyet dinh so 868/QD-BTP ngay 07 thdng 5 ndm 2015 cua Bo 

truing Bo Tu phdp quy dinh chuc ndng, nhiim vu, quyin hqn vd co cdu to chuc 

cua Truong Dai hoc Luat Hd Noi;

Can cu Luat Gido due dqi hoc ngay 18 thdng 6 ndm 2012 vd Luat sua doi, 
bo sung mot so dieu cua Luat Gido due dqi hoc ngay 19 thdng 11 ndm 2018;

Can cu Nghi dinh so 99/2019/ND-CP ngay 30 thdng 12 ndm 2019 cua 

Chink phu quy dinh chi tiet vd huong dan thi hanh mot so dieu cua Luat sua doi, 
bo sung mot so dieu cua Luat Gido due dqi hoc;

Can cu Quyet dinh so 310/QD-BGDDT ngay 12 thdng 02 ndm 2019 cua 

Bo Gido due vd Ddo tqo ve viec thdnh lap Phan hieu Truong Dqi hoc Luat Hd 

Noi tai tinh Dak Ldk;

Can cu Nghi quyet so 3776/NQ-HDTDHLHN ngay 23 thdng 10 ndm 2020 

cua Hoi ding truong Truong Dqi hoc Luat Hd Noi ban hanh Quy che to chuc vd 

hoqt dong cua Truong Dqi hoc Luat Hd Noi;

Xet de nghj cua Truong phdng Phong To chuc can bo vd Ldnh dqo Phan 

hieu Truong Dqi hoc Luat Hd Noi tai tinh Ddk Ldk.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay “Quy che to chuc va boat dong 

cua Phan hieu Truong Dai hoc Luat Ha Noi tai tinh Dak Lak”.

Dieu 2. Quyet dinh nay co hieu lire thi hanh ke tu ngay ky va thay the 

Quyet dinh so 1140/QD-DHLHN ngay 21 thang 3 nam 2019 cua Hieu truong 

Truong Dai hoc Luat Ha Noi ve viec ban hanh Quy che tam thdi ve to chuc va 

boat dong cua Phan hieu Truong Dai hoc Luat Ha Noi tai tinh Dak Lak.



Dieu 3. Truong phong Phong To chuc can bo, Lanh dao Phan hieu, Thu 

trubng cac don vi thuoc, true thuoc Truong Dai hoc Luat Ha Noi va cac to chuc, 
ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh nay./.^

HIEU TRUONGNoi nhan:
- Nhu Dieu 3 (de thuc hien);
- Bo Tu phap (de bao cao);
- Dang uy (de bao cao);
- Hoi dong truong (de bao cao);
- Cac Pho Hieu trubng (de biet);
- Cac to chuc chinh tri - xa hoi trong Trubng;
- Cong Thong tin dien tu (de dang tin);
- Luu: VT, TCCB, VPPH.
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TRU’O’NG DAI HOC LUAT HA N0I

QUY CHE

To dure va boat dong cua Phan hieu Tnrcmg Dai hoc Luat Ha Noi

tai tinh Dak Lak

(Ban hqnh kem theo Quyet tfinh so 2274/QD-DHLHNngay 30 thdng 6 ndm 2021
.4$'

, ^ cua Hieu truong Trudng Dai hoc Luat Hd Noi)

Chiro’ng I

NHtfNG QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh va doi tuo’ng ap dung

1. Quy che to chuc va boat dong cua Phan hieu Truong Dai hoc Luat Ha 

Noi tai tinh Dak Lak quy dinh vi tri phap ly, chute nang, nhiem vu, quyen han, 
moi quan he cong tac, to chuc va boat dong cua Phan hieu Truong Dai hoc Luat 
Ha Noi tai tinh Dak Lak (sau day goi tat la “Phan hieu”).

2. Quy che nay ap dung doi vdi cac don vi thuoc, don vi true thuoc Trudng 

Dai hoc Luat Ha Noi; vien chuc, ngudi lao dong va ngudi hoc tai Trudng Dai 
hoc Luat Ha Noi va tai Phan hieu.

Dieu 2. Vi tri phap ly cua Phan hieu

1. Phan hieu la don vi thuoc Trudng Dai hoc Luat Ha Noi (sau day goi tat 
la “Trudng”), khong co tu each phap nhan, dupe thanh lap va boat dong theo 

quy dinh cua phap luat ve giao due dai hoc, cac quy dinh khac co lien quan cua 

phap luat va quy dinh cua Trudng.
A A

2. Phan hieu thuc hien mot phan chuc nang, nhiem vu, quyen han cua 

Trudng theo su chi dao, dieu hanh cua Hieu trudng Trudng Dai hoc Luat Ha 

Noi (sau day goi tat la “Hieu trudng”); bao cao Uy ban nhan dan tinh Dak Lak 

ve cac boat dong lien quan den tham quyen quan ly cua dia phuong.

3. Ten Tmng Anh cua Phan hieu: HANOI LAW UNIVERSITY - DAK 

LAK CAMPUS.

Ten giao dich viet tat cua Phan hieu: HLU - DAK LAK.

4. Tru so cua Phan hieu: To dan pho 8, Phuong Tan An, thanh pho Buon 

Ma Thuot, tinh Dak Lak.



1 /\ t • /v r X» • , > ..5. Phan hieu co con dau rieng va tai khoan tien gui tai ngan hang theo quy 

dinh cua phap luat.

Dieu 3. Chuc nang cua Phan hieu

1. To chuc va thuc hien boat dong dao tao trinh do dai hoc, thac si, tien si
A 4- A ' • r Ava dao tao, boi duong ngan han chuyen nganh ve phap luat tai Phan hieu;

2. To chuc va thuc hien boat dong khoa hoc va cong nghe;

3. To chuc va thuc hien cac boat dong pho hien, giao due phap luat va cung 

ung cac dich vu dao tao, dich vu phap ly phu hop voi quy dinh cua phap luat va 

cua Truong;

4. Quan ly noi bq cap dan vi;

5. Chuc nang khac theo quy dinh va theo phan cong cua Hieu trubng.

Dieu 4. Nhiem vu va quyen han cua Phan hieu

1. Xay dung chien luqc, ke hoach phat trien dai han, trung han, cac quy 

dinh, quy che to chuc va boat dong cua Phan hieu trinh Hieu truang phe duyet 
va trien khai thuc hien sau khi dupe Hieu trubng phe duyet;

2. Tham gia xay dung chien luqc, ke hoach phat trien, cac quy dinh, quy 

che noi bo cua Trubng theo ke hoach va su phan cong cua Hieu trubng;

3. Tham muu va giup Hieu trubng thuc hien cac boat dong quang ba tuyen 

sum, tuyen sinh, dao tao, quan ly dao tao trinh do dai hoc, thac si va tien si 
chuyen nganh ve phap luat tai Phan hieu theo quy dinh cua phap luat, quy dinh 

cua Trubng va phan cap cua Hieu trubng;
\ r t

4. Tham muu, de xuat vbi Hieu trubng dinh hubng va cac nhiem vu khoa 

hoc va cong nghe cua Phan hieu; to chuc thuc hien nhiem vu khoa hoc va cong 

nghe duqc giao, chu dong tim kiem, khai thac cac ngubn luc va thuc hien cac 

bien phap nang cao chat luqng, hieu qua boat dong khoa hoc va cong nghe cua 

Phan hieu theo quy dinh cua phap luat, quy dinh cua Trubng va phan cap cua 

Hieu trubng;
9 • r •5. Tham muu va giup Hieu trubng thuc hien cac boat dong pho bien, giao 

due phap luat theo ke hoach, quy dinh cua phap luat, quy dinh cua Trubng va
r t

phan cap cua Hieu trubng;

6. Tham muu va giup Hieu trubng to chuc cung ung cac dich vu dao tao, 
dich vu phap ly theo quy dinh cua phap luat, quy dinh cua Trubng va phan cap 

cua Hieu trubng;



A* r • ' »AA7. Phoi hgp vai Trung tam Tir van phap luat trong viec xay dimg chirang 

trinh, ke hoach va to chu'c thuc hien ke hoach dao tao, boi duong ngan ban phu 

hop vai chuyen mon cua Phan hieu dap ung nhu can xa hoi theo quy dinh cua
r

phap luat, quy dinh cua Truong va phan cap cua Hieu truong;

8. Tham muu va giup Hieu truong quan ly ngubi hoc, bao dam quyen, loi ich 

hop phap cua ngubi hoc theo quy dinh cua phap luat, quy dinh cua Truong va phan 

cap cua Hieu truong; chu dong phoi hop vbi gia dinh ngubi hoc, cac to chuc, ca 

nhan co lien quan nham nang cao uy tin va chat luoTig dao tao tai Phan hieu;

9. Tham muu va giup Hieu truong thuc hien cong tac y te truong hoc, 
thong tin - thu vien, bao dam chat luong dao tao, Idiao thi, thanh tra noi bo, ung 

dung cong nghe thong tin, hanh chinh - tong hop, tai chinh - ke toan va quan ly 

tai san tai Phan hieu theo quy dinh cua phap luat, quy dinh cua Truong va phan
r

cap, uy quyen cua Hieu truong;

10. Ve quan ly noi bo Phan hieu:

a) Xay dung va trinh Hieu truong phe duyet ke hoach cong tac hang nam 

cua Phan hieu; de xuat lich cong tac, lam viec cua lanh dao Truong trong ITnh 

vuc cong tac cua Phan hieu; xay dung danh muc cong viec, nhiem vu thubng 

xuyen hang nam cua Phan hieu;

b) Xay dung va trinh Hieu truong ban hanh va to chuc thi hanh Quy che to 

chuc va boat dong cua Phan hieu; to chuc thuc hien cac quy che, quy trinh, 
hubng dan cua phap luat va cua Truong trong ITnh vuc cong tac cua Phan hieu; 
xay dung va thuc hien quy dinh/hubng dan ve le loi lam viec va moi quan he 

cong tac cua cac ca nhan trong Phan hieu; xay dung bo thu tuc hanh chinh thuc 

hien cong viec, nhiem vu cua Phan hieu;

c) Thuc hien cong tac quan ly vien chuc, ngubi lao dong cua Phan hieu 

theo quy dinh cua phap luat, quy dinh cua Truong va phan cap cua Hieu truong;

d) Thuc hien cong tac van thu, luu tru cua Phan hieu; lap, quan ly va nop 

luu tru ho so cong viec theo quy dinh;

d) Quan ly, su dung va bao ve tai san, trang thiet bi do Truong cap hoac 

giao; thuc hien cac quy dinh ve tai chinh cua Truong va phap luat;

e) Thuc hien che do bao cao, thong ke theo quy dinh hoac theo yeu cau cua 

Truong va cac co quan chuc nang co tham quyen; chap hanh cong tac thanh tra, 
kiem tra cua Truong va cac co quan co tham quyen theo quy dinh;

g) To chuc trien khai, tong ket cac phong trao thi dua, cac boat dong van 

hoa, van nghe, the due the thao, quyen gop ung ho... do Truong hoac cac co 

quan, to chuc, don vi to chuc phat dong theo quy dinh hoac phan cong;



h) Bao cao va de xuat vai Hieu trudng ve nhung kho khan, vuong mac va 

giai phap khac phuc, nang cao hieu qua cong tac cua Phan hieu, cua Trudng.

11. Phoi hop vdi cac don vi, to chuc, ca nhan trong va ngoai Trudng trong 

pham vi chuc nang, nhiem vu cua Phan hieu va su phan cong cua Hieu trudng.

12. Thuc hien cac nhiem vu, quyen han khac theo quy dinh hoac phan cong 

cua Hieu trudng giao va theo quy dinh cua phap luat.

Dieu 5. Trach nhiem va moi quan he cong tac cua Phan hieu

Trach nhiem va moi quan he cong tac giua Phan hieu vdi Hoi dong trudng., 
Hieu trudng, cac Pho Hieu trudng, cac don vi thuoc, true thuqc Trudng (sau day 

goi chung la “don vi trong Trudng”) va cac to chuc, ca nhan cd lien quan khac 

duoc thuc hien theo Quy che To chuc va boat dong cua Trudng Dai hoc Luat Ha 

Nqi, Quy che lam viec cua Trudng Dai hoc Luat Ha Noi, cac quy che, quy dinh 

noi bo cua Trudng co lien quan va quy dinh cu the sau:

1. Phan hieu chiu su chi dao, lanh dao cua Hieu trudng, Pho Hieu trudng 

phu trach don vi, llnh vuc cong tac (neu co); cd trach nhiem to chuc thuc hien, 
bao cao va chiu trach nhiem trude Hieu trudng, trude Phd Hieu trudng phu trach 

don vi, linh vuc cong tac (neu cd) va trude phap luat ve ket qua thuc hien cong 

viec dupe giao.

2. Phan hieu la dau moi giup Lanh dao Trudng thuc hien quan he vdi cac 

co quan, don vi trong va ngoai Trudng cd lien quan ve cac llnh vuc thuoc pham 

vi chuc nang, nhiem vu cua Phan hieu.

3. Trong qua trinh trien khai thuc hien nhiem vu, quyen han quy dinh tai 
Dieu 4 Quy che nay, neu phat sinh nhung van de cd lien quan den chuc nang, 
nhiem vu, quyen han cua cac don vi khac trong Trudng thi Giam doc Phan hieu 

cd trach nhiem chu tri hoac phoi hop vdi don vi do de giai quyet.
r

Phan hieu cd trach nhiem phoi hop vdi cac don vi khac trong Trudng trong 

viec giai quyet cac van de do don vi khac chu tri cd lien quan den chuc nang, 
nhiem vu cua Phan hieu.

r \ f \ 1*^11Trudng hop phat sinh van de vupt qua tham quyen hoac cd y kien khac 

nhau giua Phan hieu vdi cac don vi khac trong Trudng thi Giam doc Phan hieu 

cd trach nhiem bao cao vdi Hieu trudng hoac Phd Hieu trudng phu trach llnh 

vuc, cong viec theo quy dinh.
Dieu 6. To chuc Dang Cong san Viet Nam, cac to chuc chinh trj - xa

hoi va cac to chuc xa hoi tai Phan hieu • • • •



1. Chi bo Phan hieu la Chi bo true thuoc Dang bo Truong. Chi bo Phan 

hieu lanh dao Phan hieu va boat dong trong khuon kho phap luat, theo chi thi, 
nghj quyet cua Dang Cong san Viet Nam va cua Dang uy Truong.

2. Cong doan Phan hieu la Cong doan bo phan true thuoc Cong doan 

Truong; Chi hoi cuu chien binh Phan hieu la chi hoi true thuoc Hoi cuu chien 

binh Truong; Doan Thanh nien cong san Ho Chi Minh Phan hieu la co so Doan 

true thuoc Doan Thanh nien cong san Ho Chi Minh Truong boat dong trong 

khuon kho phap luat va cac quy dinh cua cac to chuc chinh tri - xa hoi.

3. Cac to chuc xa hoi tai Phan hieu boat dong theo quy dinh cua phap luat, 
co trach nhiem thuc hien muc tieu, nguyen ly giao due theo quy dinh cua phap 

luat ve giao due dai hoc phu hop voi ton chi muc dich, chuc nang, nhiem vu cua 

to chuc minh.

Chuong II

TO CHlTC VA HOAT DONG CUA PHAN HIEU• • •

Dieu 7. Co’ cau to chuc cua Phan hieu
1. Phan hieu gom co:

a) Giam doc Phan hieu va khong qua 02 Pho Giam doc Phan hieu.
t

b) Van phong Phan hieu; Phong Chuyen mon tong hop.

c) Khoa Dao tao co ban; Khoa Dao tao chuyen nganh (sau day goi chung la 

“Khoa thuoc Phan hieu”).

d) Cac don vi khac thuoc Phan hieu do Hieu truong quyet dinh thanh lap theo 

quy dinh cua phap luat va cua Truong phu hop voi nhu cau phat trien Phan hieu.

2. Viec thanh lap, sap nhap, giai the, chia tach, quy dinh ve to chuc va boat 
dong cua cac don vi thuoc Phan hieu do Hieu truong quyet dinh theo de nghi 
cua Giam doc Phan hieu.

Dieu 8. Giam doc Phan hieu
1. Giam doc Phan hieu la nguoi chiu trach nhiem quan ly, dieu hanh cac 

boat dong cua Phan hieu theo quy dinh cua phap luat va cua Truong. Giam doc 

Phan hieu phai bao cao cong tac, chiu su kiem tra, giam sat va chiu trach nhiem 

truoc Hieu truong, truoc Pho Hieu truong phu trach Phan hieu (neu co), truoc 

Hoi dong truong va truoc phap luat ve boat dong cua Phan hieu.

2. Nhiem ky cua Giam doc Phan hieu la 05 nam va co the dupe bo nhiem 

lai nhung khong qua 02 nhiem ky lien tuc.



3. Giam doc Phan hieu phai co pham chat chmh tri, dao due tot, co trinh
y\ • /Cdo tien si luat, co uy tin khoa hoc va co kinh nghiem quan ly hoac giang day 

dai hoc.

Cac dieu kien, tieu chuan khac, quy trinh, thu tuc bo nhiem, bo nhiem lai, 
tu chuc, mien nhiem, luan chuyen, dieu dong, biet phai Giam doc Phan hieu 

thuc hien theo Quy che to chuc va boat dong cua Truong Dai hoc Luat Ha Noi 
va cac van ban co lien quan.

4. Giam doc Phan hieu co nhung nhiem vu, quyen han sau day:

a) Can cu vao chien luge, ke hoach phat trien Phan hieu, ke hoach dai han, 
ke hoach hang nam da duoc Hieu truong phe duyet; ban hanh va to chuc thuc 

hien ke hoach doi voi cac nhiem vu cu the ve moi boat dong cua Phan hieu phu 

hop voi quy dinh cua phap luat, quy dinh cua Truong va phan cap, uy quyen cua 

Hieu truong;

b) To chuc thuc hien cac nhiem vu, quyen han cua Phan hieu duoc quy 

dinh tai Dieu 4 Quy che nay theo quy dinh cua phap luat, quy dinh cua Truong 

va phan cap, uy quyen cua Hieu truong;

c) Ban hanh cac noi quy, hudng dan, quy trinh noi bo Phan hieu va cac van
■f9>AAA • 'ban hanh chmh de to chuc thuc hien nhiem vu, quyen han cua Phan hieu phu 

hop voi quy dinh cua phap luat, quy dinh cua Truong va phan cap, uy quyen cua 

Hieu truong;

d) Xac nhan cac thong tin ve vien chuc, ngudi lao dong va ngudi hoc thuoc 

tham quyen quan ly cua Phan hieu theo cac quy dinh cua phap luat, quy dinh cua 

Truong va phan cap, uy quyen cua Hieu truong;
r 9

d) Ky cac van ban phdi hop, thda thuan voi cac co quan, to chuc, ca nhan 

de thuc hien nhiem vu, quyen han cua Phan hieu theo quy dinh cua phap luat, 
quy dinh cua Truong va phan cap, uy quyen cua Hieu truong;

r r

e) Thong bao ket luan, y kien chi dao cua Hieu truong, cac Pho Hieu
A

truong ve cac mat edng tac cua Phan hieu;
\ f # 9 #

g) De xuat voi Hieu truong viec thanh lap, sap nhap, giai the, chia tach, quy 

dinh ve to chuc va boat dong cua cac don vi thuoc Phan hieu;

h) De xuat voi Hieu truong hoac quyet dinh theo phan cap cua Hieu truong 

ve cong tac tuyen dung, su dung, quan ly vien chuc, ngudi lao dong; de xuat voi 
Hieu truong ve viec quy hoach, bo nhiem, bo nhiem lai, mien nhiem, luan 

chuyen, dieu dong cac chuc danh lanh dao, quan ly tai Phan hieu theo quy dinh 

cua phap luat, quy dinh cua Truong va phan cap cua Hieu truong;



i) Thuc hien cac nhiem vu, quyen han khac do Hieu trurcmg giao va theo 

quy dinh cua phap luat hoac cua Trirdng.

Dieu 9. Pho Giam doc Phan hieu

1. Pho Giam doc Phan hieu la ngudi giup Giam doc Phan hieu trong viec 

quan ly, dieu hanh mot so llnh vuc cong tac va phu trach mot so don vi theo su 

phan cong cua Giam doc Phan hieu. Trong pham vi duoc phan cong, Pho Giam 

doc Phan hieu phai bao cao cong tac vbi Giam doc Phan hieu, duqc thay mat 
Giam doc Phan hieu giai quyet cong viec va chiu trach nhiem trudc Giam doc 

Phan hieu, trudc Hieu trudng va phap luat.

2. Nhiem ky cua Pho Giam doc Phan hieu la 05 nam va cd the duqc bo
nhiem lai.

r ^ r r • r r3. Pho Giam doc Phan hieu phai cd pham chat chinh tri, dao due tot, cd 

trinh do thac sy trd len.

Cac dieu kien, tieu chuan khac, quy trinh, thu tuc bo nhiem, bd nhiem lai, 
tu chuc, mien nhiem, luan chuyen, dieu dong, biet phai Pho Giam doc Phan hieu 

thuc hien theo Quy che to chuc va boat dong cua Trudng Dai hoc Luat Ha Noi 
va cac van ban cd lien quan.

Dieu 10. Van phong Phan hieu

1. Van phdng Phan hieu la dan vi thuoc Phan hieu, chiu su quan ly, dieu 

hanh cua Giam doc Phan hieu va su hudng dan ve chuyen mdn, nghiep vu cua 

cac dan vi cd lien quan trong Trudng.

2. Van phdng Phan hieu cd chuc nang tham muu va giup Giam ddc Phan 

hieu thuc hien nhiem vu, quyen han trong cac llnh vuc hanh chinh - tong hop, to 

chuc nhan su, tai chinh - ke toan, quan ly tai san, thong tin - thu vien, y te 

trudng hoc va cac chuc nang khac do Giam ddc Phan hieu phan cong.

3. Van phdng Phan hieu cd cac nhiem vu, quyen han sau day:

a) Soan thao, trinh Giam ddc Phan hieu ban hanh theo tham quyen ddi vdi 
quy dinh noi bd, ke hoach, van ban hanh chinh trong cac ITnh vuc duqc quy dinh 

tai khoan 2 Dieu nay;

b) Tham muu, giup Giam ddc Phan hieu to chuc thuc hien boat dong 

nghiep vu trong cac llnh vuc duqc quy djnh tai khoan 2 Dieu nay theo quy dinh 

cua phap luat, cua Trudng va phan cap, uy quyen cua Hieu truong;

c) Tham muu, giup Giam ddc Phan hieu phdi hop vdi cac dan vi cd lien 

quan trong va ngoai Trudng de thuc hien thong nhat, hieu qua boat dong nghiep 

vu trong cac llnh vuc duqc quy dinh tai khoan 2 Dieu nay;



d) Huang dan, kiem tra doi vai cac dan vi thuoc Phan hieu ve nghiep vu 

trong cac ITnh vuc dugc quy dinh tai khoan 2 Di£u nay;

d) Chiu trach nhiem va bao cao cong tac trudc Giam doc Phan hieu ve cac 

linh vuc dugc quy dinh tai khoan 2 Bi6u nay;

e) Tham muu, giup Giam doc Phan hieu quan ly, su dung co so vat chat, trang 

thiet hi dugc giao theo quy dinh cua phap luat, cua Truong va cua Phan hieu;

g) Quan ly noi bo trong Van phong Phan hieu;

h) Cac nhiem vu, quyen han khac do Giam doc Phan hieu giao phu hgp voi 
quy dinh cua phap luat va quy dinh cua Truong.

4. Lanh dao Van phong Phan hieu

a) Chanh Van phong Phan hieu la ngubi chiu trach nhiem quan ly, dieu 

hanh cac boat dong cua Van phong Phan hieu theo quy dinh cua phap luat va 

cua Truong. Chanh Van phong Phan hieu phai bao cao cong tac, chiu su kiem 

tra va chiu trach nhiem truoc Giam doc Phan hieu, trudc Hieu trudng va trudc 

phap luat ve cac boat dong cua Van phong Phan hieu.

b) Phd Chanh Van phong Phan hieu la ngubi giup Chanh Van phong Phan 

hieu trong viec quan ly, dieu hanh mot so ITnh vuc cong tac theo su phan cong 

cua Chanh Van phong Phan hieu. Trong pham vi dugc phan cong, Phb Chanh 

Van phong Phan hieu phai bao cao cong tac vdi Chanh Van phong Phan hieu, 
dugc thay mat Chanh Van phong Phan hieu giai quyet cong viec va chiu trach 

nhiem trudc Chanh Van phong Phan hieu, Giam doc Phan hieu va Hieu trudng.

So lugng Phb Chanh Van phong Phan hieu la khbng qua 02 ngubi.

c) Nhiem ky cua Chanh Van phong, Phd Chanh Van phong Phan hieu la 05 

nam va cd the dugc bb nhiem lai.

Chanh Van phong, Phb Chanh Van phong Phan hieu phai cd trinh do dai 
hoc trd len phu hgp vdi ITnh vuc thuoc chuc nang cua Van phong Phan hieu.

Cac dieu kien, tieu chuan khac, quy trinh, thu tuc bo nhiem, bb nhiem lai, 
tu chuc, mien nhiem, luan chuyen, dieu dong, biet phai Chanh Van phong, Phb 

Chanh Van phong Phan hieu thuc hien theo quy dinh cua Quy che to chuc va 

boat dong cua Trudng Dai hoc Luat Ha Nbi va cac van ban khac cd lien quan.

Dieu 11. Phong Chuyen mbn tong hop
1. Phong Chuyen mbn tong hgp la don vi thuoc Phan hieu, chiu su quan ly, 

dieu hanh cua Giam dbc Phan hieu va su hudng dan ve chuyen mbn, nghiep vu 

cua cac don vi cb lien quan trong Trudng.



2. Phong Chuyen mon tong hap co chuc nang tham muu va giup Giam doc 

Phan hieu thuc hien nhiem vu, quyen han trong cac llnh vuc tuyen sinh, quan ly 

dao tao, cong tac sinh vien, quan ly boat dong khoa hoc va cong nghe, pho bien 

va giao due phap luat, bao dam chat luqng dao tao va khao thi, thanh tra nqi bo, 
cong nghe thong tin va cac chuc nang khac do Giam doc Phan hieu phan cong.

3. Phong Chuyen mon tong hop co cac nhiem vu, quyen han sau day:

a) Scan thao, trinh Giam doc Phan hieu ban hanh theo tham quyen doi vai 
quy dinh noi bo, ke hoach, van ban hanh chinh trong cac llnh vuc duqc quy dinh 

tai khoan 2 Dieu nay;

b) Tham muu, giup Giam doc Phan hieu to chuc thuc hien boat dong 

nghiep vu trong cac llnh vuc duqc quy dinh tai khoan 2 Dieu nay theo quy djnh
r t

cua phap luat, cua Trudng va phan cap cua Hieu trubng;

c) Tham muu, giup Giam doc Phan hieu phoi hop vai cac don vi co lien
quan trong va ngoai Trudng de thuc hien thong nhat, hieu qua boat dong nghiep

•\
vu trong cac llnh vuc duqc quy dinh tai khoan 2 Dieu nay;

d) Hudng dan, kiem tra doi vdi cac dan vi thuqc Phan hieu ve nghiep vu 

trong cac ITnh vuc duqc quy dinh tai khoan 2 Dieu nay;
• r ' a *a X rd) Chiu trach nhiem va bao cao cong tac trude Giam doc Phan hieu ve cac 

ITnh vuc duqc quy dinh tai khoan 2 Dieu nay;
r t r

e) Tham muu, giup Giam doc Phan hieu quan ly, su dung ca sd vat chat, trang 

thiet bi duqc giao theo quy dinh cua phap luat, cua Trudng va cua Phan hieu;

g) Quan ly nqi bq trong Phong Chuyen mon tong hop;

h) Cac nhiem vu, quyen han khac do Giam doc Phan hieu giao phu hop vdi 
quy dinh cua phap luat va quy dinh cua Trudng.

4. Lanh dao Phong Chuyen mon tong hop

a) Trudng Phong Chuyen mon tong hop la ngudi chju trach nhiem quan ly,
dieu hanh cac boat dong cua Phong theo quy djnh cua phap luat va cua Trudng.
Trudng Phong Chuyen mon tong hop phai bao cao cong tac, chiu su kiem tra va
chiu trach nhiem trude Giam doc Phan hieu, trude Hieu trudng va trude phap luat 

>
ve cac boat dong cua Phong.
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b) Phd Trudng Phong Chuyen mon tong hop la ngudi giup Trudng phdng 

trong viec quan ly, dieu hanh mot so ITnh vuc cong tac theo su phan cong cua 

Trudng phdng. Trong pham vi duqc phan cong, Phd Trudng phdng phai bao cao 

cong tac vdi Trudng phdng, duqc thay mat Trudng phdng giai quyet cong viec 

va chiu trach nhiem trude Trudng Phdng, Giam doc Phan hieu va Hieu trudng.

So luqng Phd Trudng Phdng Chuyen mon tong hqp khdng qua 02 ngudi.



c) Nhiem ky cua Truong phong, Pho Truong phong Chuyen mon tong hop 

la 05 nam va co the dupe bo nhiem lai.

d) Truong phong Chuyen mon tong hop phai co trinh dp thac si trd len va 

co kinh nghiem quan ly giao due hoac giang day dai hoc. Pho Truong phong 

Chuyen mon tong hop phai co trinh dp dai hoc trd len phu hop voi ITnh vuc 

thupc chuc nang cua Phong.
•A1»A*A A ^ 9Dieu kien, tieu chuan khac, quy trinh, thu tuc bo nhiem, bo nhiem lai, tu 

chuc, mien nhiem, luan chuyen, dieu dong, biet phai Truong phong, Pho Truong 

phong Chuyen mon tong hop thuc hien theo Quy che to chuc va boat dong cua 

Truong Dai hoc Luat Ha Npi va cac van ban khac co lien quan.

Dieu 12. Khoa thuoc Phan hieu• •

1. Khoa thupc Phan hieu la don vi chuyen mon trong co cau to chuc cua 

Phan hieu, chiu su quan ly, dieu hanh cua Giam doc Phan hieu va su hudng dan 

ve chuyen mon, nghiep vu cua cac don vi co lien quan trong Truong.

2. Chuc nang cua Khoa thupc Phan hieu

a) Khoa Bao tao co ban co chuc nang tham muu va giup Giam doc Phan 

hieu thuc hien cac boat dong dao tao, khoa hoc, cong nghe va cac boat dong 

chuyen mon khac thupc pham vi khoi kien thuc giao due dai cuong trong cac 

chuong trinh dao tao cua Truong.

b) Khoa Dao tao chuyen nganh co chuc nang tham muu va giup Giam doc 

Phan hieu thuc hien cac boat dong dao tao, khoa hoc, cong nghe va cac boat 
dong chuyen mon khac thupc pham vi khoi kien thuc giao due chuyen nghiep 

trong cac chuong trinh dao tao cua Truong.

3. Nhiem vu, quyen han cua Khoa thupc Phan hieu

a) Tham gia xay dung, ra soat, chinh sua, phat trien chuong trinh dao tao cua 

nganh, chuyen nganh theo phan cong cua Hieu trubng va Giam doc Phan hieu;

b) Phoi hop voi Phong Chuyen mon tong hop va cac don vi co lien quan 

thuc hien cong tac tuyen sinh, quang ba tuyen sinh theo phan cong va ke hoach 

cua Phan hieu va cua Truong;

c) Chu tri, phoi hop voi cac don vi co lien quan trong Truong xay dung va 

to chuc thuc hien ke hoach dao tao tai Phan hieu theo ke hoach chung cua 

Truong; tham gia cong tac xet cong nhan tot nghiep trong pham vi nhiem vu, 
quyen han cua Khoa thupc Phan hieu;

d) Cu giang vien co chuyen mon phu hop tham gia bien soan de cuong chi 
tiet cac hoc phan trong llnh vuc chuyen mon cua Khoa thupc Phan hieu theo 

phan cong hoac ke hoach cua Truong, cua Phan hieu;



r >/a/\Aa/\d) Phoi hgp vai cac Khoa, Bo mon thuoc Trirdng va cac bo mon, to bo mon 

true thuoc cu giang vien co chuyen mon phu hop tham gia kiem tra, danh gia ket 
qua hoc tap cua nguoi hoc; tham gia hudng dan, danh gia ket qua nghien cuu 

khoa hoc cua nguoi hoc; tham gia bien soan ngan hang de thi cua cac hoc phan 

trong ITnh vuc chuyen mon cua Khoa thuoc Phan hieu theo quy dinh cua phap 

luat va cua Truong;

e) Thuc hien cong tac quan ly giang vien, vien chuc, nguoi lao dong cua 

Khoa theo quy dinh va phan cap cua Hieu trubng va Giam doc Phan hieu; de 

xuat voi Giam doc Phan hieu trinh Hieu trubng quyet dinh ve cac giai phap, bien 

phap phat trien va nang cao chat luong doi ngu giang vien co huu, giang vien 

thinh giang cac chuong trinh, trinh do dao tao, he dao tao trong Imh vuc chuyen 

mon cua Khoa thuoc Phan hieu; de xuat voi Giam doc Phan hieu trinh Hieu 

trubng phe duyet danh sach va phoi hop voi Phong To chuc can bo trien khai ky 

hop dong doi voi giang vien thinh giang cac chuong trinh dao tao, trinh do dao 

tao, he dao tao tai Phan hieu;

g) Tham muu, giiip Giam doc Phan hieu thuc hien cong tac dao tao, boi dubng 

ngan han theo quy dinh cua phap luat, cua Trubng va phan cap cua Hieu trubng;

h) Tham muu, giup Giam doc Phan hieu xay dung trinh Hieu trubng phe
r n \

duyet ke hoach to chuc va thuc hien cac boat dong khoa hoc va cong nghe nham 

nang cao chat luong dao tao chuyen nganh ve phap luat tai Phan hieu; chu dong 

tim kiem, khai thac cac nguon lire de thuc day phat trien boat dong khoa hoc va 

cong nghe cua Khoa thuoc Phan hieu;

i) Chu tri to chuc tai Phan hieu cac hoi nghi, hoi thao, toa dam khoa hoc 

cap Khoa trong Imh vuc chuyen mon cua Khoa thuoc Phan hieu theo ke hoach,
r

quy dinh cua Trubng va phan cap cua Hieu trubng;
\ r % r r

k) Be xuat danh sach giang vien lam cong tac chu nhiem lop, co van hoc 

tap tai Phan hieu theo quy dinh cua phap luat va cua Trubng;

l) Thuc hien cong tac quan ly nguoi hoc theo quy djnh cua Trubng va phan 

cap cua Hieu trubng va Giam doc Phan hieu gom co: cong tac giao due chinh tri, 
tu tubng, dao due, 16i song cho nguoi hoc; danh gia ket qua ren luyen cua nguoi 
hoc; xet mien, giam hoc phi, ho tro chi phi hoc tap; hoc bong cho nguoi hoc 

thuoc va cac cong tac khac thuoc trach nhiem quan ly cua Khoa thuoc Phan 

hieu; phoi hop voi cac don vi co lien quan trong Trubng va cac don vi co lien 

quan thuoc Phan hieu trong viec khen thubng va xu ly ky luat doi voi nguoi hoc 

thuoc trach nhiem quan ly cua Khoa thuoc Phan hieu;

m) Quan ly nbi bo trong Khoa thuoc Phan hieu;
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n) Phoi hop vai cac dcm vi, to chuc, ca nhan trong va ngoai Truong trong 

pham vi chuc nang, nhiem vu cua Khoa thuoc Phan hieu va su phan cong cua 

Giam doc Phan hieu;

o) Phan cong, huong dan va kiem tra viec thuc hien nhiem vu doi voi cac 

Truong va Pho Truong bo mon thuoc Khoa thuoc Phan hieu;

p) Cac nhiem vu, quyen han khac do Giam doc Phan hieu giao phii hop voi 
quy dinh cua phap luat va quy dinh cua Truong.

4. Co cau cua Khoa thuoc Phan hieu gom:

a) Truong Khoa va khong qua 02 Pho Truong Khoa.

b) Khoa Dao tao co ban co cac bo mon: Bq mon Ly luan chinh tri; Bo mon 

Ngoai ngu, Tin hoc va Giao due the chat.

Khoa Bao tao chuyen nganh gom co cac bo mon: Bo mon Phap luat hanh 

chinh - hinh su; Bo mon Phap luat dan su - kinh te; Bo mon Phap luat quoc te.

Hieu trubng quyet dinh thanh lap, sap nhap, giai the, chia tach va quy dinh 

ITnh vuc chuyen mon, nhiem vu, quyen han cua cac bo mon tai Phan hieu theo 

de nghi cua Giam doc Phan hieu.

c) Bo phan hanh chinh giao vu cua Khoa thuoc Phan hieu.

5. Lanh dao Khoa thuoc Phan hieu gom co Truong khoa va khong qua 02 

pho truong khoa.

a) Truong khoa thuoc Phan hieu la nguoi chiu trach nhiem quan ly, dieu 

hanh cac boat dong cua Khoa theo quy dinh cua phap luat va cua Trubng. 
Trubng khoa phai bao cao cong tac, chiu su kiem tra va chiu trach nhiem trubc 

Giam doc Phan hieu, trubc Hieu trubng va trubc phap luat ve cac boat dong cua 

Khoa.

b) Pho trubng khoa thuoc Phan hieu la nguoi giup Trubng khoa trong viec 

quan ly, dieu hanh mot so ITnh vuc cong tac theo su phan cong cua Trubng khoa. 
Trong pham vi dupe phan cong, Pho trubng khoa phai bao cao cong tac voi 
Trubng khoa va chiu trach nhiem trubc Trubng khoa thuoc Phan hieu, Giam doc 

Phan hieu va Hieu trubng.

c) Nhiem ky cua Trubng khoa la 05 nam va co the dupe bo nhiem lai,
r

nhung khong qua hai nhiem ky lien tiep.

d) Trubng khoa cua Khoa dao tao chuyen nganh phai co trinh do tien si phu 

hop voi nganh, chuyen mon dao tao tai Khoa. Trubng khoa dao tao co ban phai 
co trinh do thac si trb len phu hop voi nganh, chuyen mon dao tao cua Khoa.



Pho truang khoa thuoc Phan hieu phai co trinh do thac sy trd len phu hop vai 
nganh, chuyen mon dao tao cua Khoa.

Dieu kien, tieu chuan khac, quy trinh, thii tuc bo nhiem, bo nhiem lai, tu 

chuc, mien nhiem, luan chuyen, dieu dong, biet phai Truong khoa, Pho truang 

khoa thuoc Phan hieu thuc hien theo Quy che to chuc va boat dong cua Truong 

Dai hoc Luat Ha Noi va cac van ban khac co lien quan.

6. Lanh dao bo mon thuoc Khoa cua Phan hieu gom co Truong bo mon va 

khong qua 02 pho trubng bo mon.

a) Trubng bo mon la ngubi lanh dao bo mon thuoc Khoa cua Phan hieu, 
quan ly, dieu hanh cac boat dong cua bo mon, chiu su lanh dao, chi dao, dieu 

hanh, chiu trach nhiem bao cao cong tac va chiu trach nhiem trubc Trubng khoa 

thuoc Phan hieu, Giam doc Phan hieu, Hieu trubng va trubc phap luat ve cac 

cong vice cua bo mon tai Phan hieu.

b) Pho Trubng bo mon la ngubi giup Trubng bo mon quan ly, dieu hanh
boat dong cua bo mon dbi vbi cac cong vice dupe Trubng bo mon phan cong;
thuc hien cac cong vice dupe lanh dao Khoa thuoc Phan hieu, Giam doc Phan
hieu giao; bao cao cong tac vbi Trubng bo mon, Trubng khoa va chiu trach
nhiem trubc Trubng bo mon, Trubng khoa, Giam doc Phan hieu, Hieu trubng va 

•\
trubc phap luat ve cong vice dupe phan cong.

c) Trubng bo mon, Pho bo mon phai cb trinh do thac si trb len phu hop vbi 
chuyen mon giang day cua Bo mon.

Dieu kien, tieu chuan khac, quy trinh, thu tuc bo nhiem, mien nhiem, each 

chuc trubng, pho trubng bo mon thuoc Khoa cua Phan hieu thuc hien theo quy 

dinh cua Dang, Nha nubc, cua Bp Tu phap va Quy che bb nhiem, bo nhiem lai,
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tu chuc, mien nhiem, luan chuyen, dieu dong, biet phai vien chuc quan ly cua 

Trubng do Hieu trubng ban hanh.

Dieu 13. Vien churc va ngubi lao dong tai Phan hieu

1. Vien chuc, ngubi lao dong tai Phan hieu la ngubi cb nhan than rd rang;
f r r y \

cb pham chat, dao due tot; cb sue khbe theo yeu cau nghe nghiep; dat trinh do
A t

ve chuyen mbn, nghiep vu theo quy dinh cua phap luat va cua Trubng.

2. Vien chuc, ngubi lao dong tai Phan hieu cb cac nhiem vu, quyen han, 
nghTa vu va quyen loi theo cac quy dinh chung dbi vbi vien chuc, ngubi lao 

dong cua phap luat, cua Trubng va cac quy dinh ap dung rieng vbi Phan hieu do 

Hieu trubng ban hanh.

3. Viec quan ly vien chuc, ngubi lao dong tai Phan hieu dupe thuc hien 

theo quy dinh cua phap luat, cua Trubng va phan cap cua Hieu trubng.



Dieu 14. Quan ly cac boat dong tai Phan hieu
1. Viec quan ly tai chinh, tai san tai Phan hieu duqc thuc hien theo quy 

dinh cua phap luat, cua Trucmg va phan cap, uy quyen cua Hieu trudng.

2. Viec quan ly cac boat dong khac tai Phan hieu duac thuc hien theo quy 

dinh cua phap luat, cua Truang va phan cap cua Hieu trucmg.

Dieu 15. Ngu’d’i hoc tai Phan hieu

1. Ngudi hoc tai Phan hieu bao gom: sinh vien cua chuomg trinh dao tao dai 
hoc, hoc vien cua chuong trinh dao tao thac si, nghien cuu sinh cua chuomg trinh 

dao tao tien si va ngudi hoc cua cac chuomg trinh dao tao, boi dudng khac dang 

trong thdi gian dao tao, boi dudng tai Phan hieu.

2. Ngudi hoc tai Phan hieu co cac quyen, nghTa vu va duqc hudng cac 

quyen Iqi, chinh sach theo cac quy dinh hien hanh cua phap luat, cua Truong va 

cac quy dinh rieng cho Phan hieu.

3. Viec thay ddi dia diem dao tao doi vdi ngudi hoc tai Phan hieu thuc hien 

theo cac quy dinh cua phap luat va cua Truong.

Chuong III

TO CHlTC THI/C HIEN • •

Dieu 16. To chuc thuc hien• •

1. Thu trudng cac don vi thuqc, true thuqc Truong, Phan hieu, cac don vi 
thuoc Phan hieu; cac vien chuc, ngudi lao dong va ngudi hoc co lien quan cua 

Trudng Dai hoc Luat Ha Nqi chiu trach nhiem thi hanh Quy che nay.

2. Trong qua trinh thuc hien, neu can thiet phai sua doi, bo sung Quy che 

nay, cac don vi hoac ca nhan de xuat bang van ban gui Giam doc Phan hieu 

hoac Trudng Phong To chuc can bq trinh Hieu trudng xem xet, quyet dinh theo
9 A

tham quyen./.fy/

iTtkirlonc;
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