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QUYET DINH

Ve vice phan cap quan ly vien chirc, ngircri lao dong cua 

Phan hieu Trirong Dai hoc Luat Ha Noi tai tinh Dak Lak

HIEU TRlTOfNG TRUONG DAI HOC LUAT HA NOl • • • • •

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

truang Bo Tu phdp quy dinh chuc ndng, nhiem vu, quyen hqn vd co cdu to chuc 

cua Truong Dai hoc Luat Ha Noi;
^ r r \ r 9 JlCan cu Luat Gido due dqi hoc ngdy 18 thdng 6 ndm 2012; Luat sua doi, bo 

sung mot so dieu cua Luat Gido due dqi hoc ngdy 19 thdng 11 ndm 2018;

Can cuNghi dinh so 115/2020/ND-CP ngdy 25 thdng 9 ndm 2020 cua Chinh 

phu quy dinh ve tuyen dung, su dung vd quan ly vien chuc;

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

Gido due vd Ddo tao ve viec thdnh lap Phan hieu Truong Dai hoc Luat Hd Noi• • • • J • C • • • •

9 r r

tai tinh Dak Lak;

Can cu Quyet dinh so 518/QD-BTP ngdy 04 thdng 3 ndm 2019 cua Bo truong 

Bo Tu phdp ve viec ban hanh Quy che phan cong, phan cap quan ly cong chuc, 
vien chuc vd ngudi lao dong trong ede don vi su nghiep cua Bo Tu phdp; Quyet 
dinh so 2663/QD-BTP ngdy 31 thdng 12 ndm 2020 sua doi, bo sung mot so dieu 

cua Quy che phan cong, phan cap quan ly cong chuc, vien chuc vd ngudi lao dong 

trong ede don vi su nghiep cua Bo Tu phdp ban hanh kem theo Quyet dinh so 

518/QD-BTP ngdy 04 thdng 3 ndm 2019 cua B6 truong B6 Tuphdp;
Can cu Nghi quyet so 3776/NQ-HDTDHLHN ngdy 23 thdng 10 ndm 2020 

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

hoqt dong cua Truong Dqi hoc Luat Hd Noi;
Can cu Quyet dinh so 2274/QD-DHLHN ngdy 30 thdng 6 ndm 2021 cua 

Hieu truong Truong Dqi hoc Luat Hd Noi ban hanh Quy che to chuc vd hoqt dong 

cua Phan hieu Truong Dqi hoc Luat Hd Noi tai tinh Dak Lak;

Theo de nghi cua Truong phdng Phdng To chuc can bo vd Gidm doc Phan 

hieu tai tinh Dak Lak.



QUYET DINH:

Dieu 1. Giam doc Phan hieu Truong Dai hoc Luat Ha Noi tai tinh Dak Lak 

duoc phan cap thuc hien cac noi dung quan ly vien chuc, ngudi lao dong thuoc 

Phan hieu Truong Dai hoc Luat Ha Noi tai tinh Dak Lak (sau day viet tat la Phan 

hieu) theo Quy che to chuc va boat dong cua Truong Dai hoc Luat Ha Noi, Quy 

che to chuc va boat dong cua Phan hieu Truong Dai hoc Luat Ha Noi tai tinh Dak 

Lak va cac quy dinh cu the nhu sau:

1. Ve vj tri viec lam, tuyen dung vien chuc, ngudi lao dong
/v X r •a) Xay dung, de xuat Danh muc vi tri viec lam, mo ta cong viec, khung nang 

luc, so ngudi lam viec tai Phan hieu phu hop vdi chuc nang nhiem vu, co cau to 

chuc va nhu cau cua Phan hieu trinh Hieu trudng xem xet, phe duyet;
X X X X • > rb) De xuat nhu cau tuyen dung vien chuc, ky hop dong doi vdi ngudi lao 

dong hang nam va dot xuat trinh Hieu trudng xem xet, phe duyet theo quy dinh; 
tham gia qua trinh tuyen dung vien chuc, de xuat ky hop dong lao dong theo quy 

dinh;

c) De xuat, tham gia cong tac tiep nhan, dieu dong, thuyen chuyen cong tac, 
thoi viec, nghi che do va keo dai thdi gian cong tac doi vdi vien chuc, ngudi lao 

dong thuoc Phan hieu theo quy dinh va ke hoach cua Trudng.

2. Ve quan ly, sir dung, danh gia vien chirc, ngtrdi lao dong

a) De xuat vdi Hieu trudng viec bd nhiem chuc danh nghe nghiep vien chuc,
r r r t y r

sap xep, bd tri vien chuc, ngudi lao dong tai cac don vi thuoc Phan hieu; de xuat 
Hieu trudng quyet dinh xet chuyen chuc danh nghe nghiep, thang hang chuc danh 

nghe nghiep ddi vdi vien chuc tai cac don vi thuoc Phan hieu;

b) Phan cong cong viec cho vien chuc, ngudi lao dong trong Phan hieu theo 

vi tri viec lam dupe Hieu trudng phe duyet; quan ly, su dung, theo ddi, giam sat, 
kiem tra viec thuc hien cong tac, nhiem vu cua vien chuc, ngudi lao dong theo 

quy dinh; thuc hien cong tac danh gia, xep loai chat lupng vien chuc, ngudi lao 

dong thuoc Phan hieu hang nam theo quy dinh va hudng dan cua Trudng, trinh 

Hieu trudng xem xet, cong nhan ket qua danh gia theo quy dinh; binh xet, de nghi 
cong nhan cac danh hieu thi dua, khen thudng va de nghi hinh thuc ky luat doi 
vdi vien chuc, ngudi lao dong thuoc Phan hieu theo quy djnh hoac phan cong cua 

Hieu trudng;

c) Quyet dinh cu vien chuc, ngudi lao dong cua Phan hieu di cong tac trong 

nude theo Ke hoach da dupe Hieu trudng phe duyet de thuc hien cac nhiem vu 

chung cua Trudng, cua Phan hieu; de xuat Hieu trudng cu vien chuc, ngudi lao
r

dong di cong tac trong cac trudng hpp dpt xuat khac; cu, phan cong vien chuc,



ngirai lao dong tham gia cac cuoc hop, hoi nghi, hoi thao, hoi thi hoac cac boat 
dong chuyen mon, doan the khac do Tnrcmg hoac cac co quan, to chuc trieu tap 

hoac moi Phan hieu tham gia; de xuat Hieu truong cu vien chuc, ngudi lao dong 

di cong tac nuoc ngoai theo ke hoach chung cua Truong; cu Pho Giam doc va cac 

vien chuc, ngudi lao dong khac tai Phan hieu tham gia cac hoi dong, ban, to, nhom 

cong tac theo nhu cau cong tac cua Phan hieu, theo yeu cau cua Truong hoac cac 

co quan, to chuc tai dia phuong yeu cau Phan hieu;

d) Chu tri to chuc cac cuoc thi cua Phan hieu nhu: giang vien day gidi, vien
• r y\ X A 9 Achuc thanh lich, cac boat dong van hoa, van nghe, the due the thao... cua Phan 

hieu theo Ke hoach dupe Hieu truong phe duyet;

d) Quan ly 01 (mot) ban sao ho so vien chuc, ngudi lao dong thuoc Phan 

hieu theo dung quy dinh ve quan ly ho so can bo; xac nhan So yeu ly lich, Ly lich 

khoa hoc va cac thong tin ve vien chuc, ngudi lao dong Phan hieu theo quy dinh; 
nhan xet, danh gia vien chuc cua Phan hieu trude khi bo nhiem, bo nhiem lai, quy 

hoach, dao tao, boi dudng;

e) Ban hanh cac quy d|nh, quy che noi bo de quan ly, su dung vien chuc, 
ngudi lao dong Phan hieu phu hop vdi yeu cau cong tac, cac quy dinh cua phap 

luat, cua Truong, cua dia phuong va phan cong cua Hieu truong gom co: Noi quy 

lam viec; quy dinh ve thdi gian lam viec cua Phan hieu; cac quy dinh ve dam bao 

an ninh trat tu, phdng chay chua chay, noi quy ky tuc xa, noi quy nha cong vu...
y r r t

Tham muu, de xuat vdi Hieu truong ban hanh cac quy dinh, quy che noi bo de 

quan ly, su dung vien chuc, ngudi lao dong Phan hieu khong dupe phan cap cho 

Giam doc Phan hieu ban hanh.

3. Ve quy hoach, kien toan can bo lanh dao, quan ly

a) Be xuat vdi Hieu truong thuc hien cong tac quy hoach cac chuc danh lanh 

dao, quan ly cua Phan hieu theo quy dinh va hudng dan cua Truong;
y r y

b) Ra soat, de xuat vdi Hieu truong nhu cau kien toan cac chuc danh lanh 

dao, quan ly cua Phan hieu; phoi hop vdi Phdng To chuc can bp trien khai quy 

trinh thu tuc bd nhiem, bo nhiem lai, mien nhiem, dieu dong, luan chuyen cac 

chuc danh lanh dao, quan ly tai Phan hieu.

4. Ve dao tao, boi dirong vien chuc, ngudi lao dong tai Phan hieu

a) Tham gia xay dung Ke hoach dao tao, boi dudng cua Truong; xay dung
>«A9A 'trinh Hieu truong Ke hoach dao tao, boi dudng hang nam hoac cac boat dong dao 

tao, boi dudng cu the tai Phan hieu phu hop vdi Ke hoach dao tao, boi dudng cua 

Truong va to chuc thuc hien theo Ke hoach dupe phe duyet;



X X r • •b) De xuat vai Hieu trirang viec cu vien chuc, nguai lao dong Phan hieu 

tham gia cac lop dao tao, boi dirong do Truang chi tra kinh phi;

c) Cu vien chuc, nguroi lao dong thuoc Phan hieu tham gia cac lop tap huan, 
dao tao, boi dirong ngan han khong do Truong chi tra kinh phi;

d) Don doc, theo doi, kiem tra vien chuc, ngubi lao dong tai Phan hieu dupe 

cu tham gia dao tao, boi duong do Truong cu; de xuat y kien ve viec boi thubng 

kinh phi dao tao, boi duong theo quy dmh cua phap luat va cua Truong;

d) Binh ky hoac dot xuat bao cao Hieu trubng ve cong tac dao tao, boi duong 

vien chuc, ngubi lao dong tai Phan hieu theo ke hoach va yeu cau;

5. Ve giai quyet che do, chinh sach

a) Giai quyet cho vien chuc, ngubi lao dong Phan hieu tir cap trubng cac don 

vi thuoc Phan hieu trb xuong dupe nghi viec rieng hubng nguyen luong, nghi 
phep, nghi thai san, nghi 6m theo Quy dinh ve thbi gian lam viec, nghi ngoi cua 

vien chuc, ngubi lao dong Trubng Dai hoc Luat Ha Npi; de xuat Hieu trubng giai 
quyet cho vien chuc, ngubi lao dong nghi khong hubng luong va cac trubng hop
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khac khong dupe phan cap quyet dinh theo quy dinh; gui bao cao tong hop trubc
^ > 9 9 9

ngay 30 hang thang cho Phong To chuc can bp de tong hop chung;
^ # • 9 ' rb) Phoi hop vbi Phong To chuc can bo theo doi, de xuat va tham gia cong

tac nang luong thubng xuyen, nang luong trubc thbi han, cho hubng phu cap va 

thuc hien che dp chinh sach khac doi vbi vien chuc, ngubi lao dong thuoc Phan 

hieu theo quy dinh;

c) Bao cao Hieu trubng va phoi hop vbi Phong To chuc can bo ve viec giai
quyet cho vien chuc, ngubi lao dong tai Phan hieu xin thbi viec, don phuong cham 

■> >

dut hop dong lam viec, hop dong lao dong theo quy dinh;

d) Theo doi va la dau moi thuc hien giai quyet che dp, chinh sach ve him tri,
9 9 A 9 A 9

bao hiem xa hoi, bao hiem y te, bao hiem that nghiep vbi co quan bao hiem xa hoi
r \ r

va cac van de khac doi vbi vien chuc, ngubi lao dong cua Phan hieu tai dia phuong 

theo quy dinh.

6. Quan ly du lieu vien chuc, bao cao thong ke ve dpi ngu vien chuc va ngubi 
lao dong cua Phan hieu theo quy dinh va yeu cau cua co quan co tham quyen.

7. Thuc hien cac cong tac khac ve quan ly, su dung vien chuc, ngubi lao 

dong theo cac quy dinh cua phap luat, cua Trubng va phan cong cua Hieu trubng.

Dieu 2: Quyet dinh nay co hieu luc ke tir ngay ky.



Dieu 3: Truang phong Phong To chuc can bo, Trircmg phong Phong Tai 
chinh - Ke toan, Giam doc Phan hieu, Thu trudng cac dcm vi thuoc Truong Dai 
hoc Luat Ha Noi chiu trach nhiem thi hanh Quyet dinh nky././ft
Nai nhan:
- Nhu Dilu 3;
- Bo Tu phap (de b/cao);
- Hoi dong trudng (de b/cao);
- Dang uy (de b/cao);
- Cac Pho Hieu trudng (de biet);
- Cac to chuc doan th6 (de biet);
- Cong Thong tin dien tu (de dang tin);
- Luu: VT, TCCB.
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