QUY DINH
Vé viéc phan cong nhiém vu va 12 16i 1am viéc ciia Ban giam hiéu
(Ban hanh kém theo Quyét dinh sé: 17/0D-Tr.CPSPDL ngay 24/01/2024
ciia Truong Cao dang Sw pham Pak Lik)

Dé gitp Phé Hiéu truong phu trach truong diéu hanh, quan 1y cac hoat
dong cua cac don vi trong truong theo quy dinh cua phap luét, Diéu 1¢ truong
cao dang su pham, cac quy ché, quy dinh cua B Gido duc va Pao tao, cic quy
dinh cua Pang, Nha nudc va cia S& Giao duc va bPao tao Pik Lik, Pho Hiéu
truong phu trach truong phan céng nhiém vu, quy dinh vé 1& 16i lam viéc va
phan cip ky vian ban gitra Pho Hiéu truéng phu trach truong va Pho Hiéu truong
nhu sau:

I. Nguyén tic chung

- T6 chirc quan 1y, diéu hanh ciia Ban giam hiéu theo nguyén tac tap trung
dan chu, ché do thu truong don vi, tudn theo chil truong, duong 16i cia Pang,
chinh sach, phép luat ciia Nha nudc;

- Ban giam hi¢u déu co trach nhiém chung vdéi tap thé 1anh dao trong viéc
quan ly va diéu hanh moi hoat dong ctia nha truong.

I1. Phan cong phu trach to chirc, quan 1y, diéu hanh

1. Phé Hiéu trudng phu trach truong: Ong Nguyén Ngoc Thanh

- Chiu trach nhiém truéc S¢ Gido duc va Pao tao Dik Lik, ﬁy ban Nhan
dan tinh Pak Lak, B§ Gido duc va Pao tao vé cac hoat dong ctia nha truong theo
quy dinh cua phép luit;

- Phy trach chung cac cong viéc; cung voi Pho Hiéu truong giai quyet cac
cong viéc thudc linh vuc ciia Pho Hiéu trudng phu trach khi thay can thiét;

- Phu trach cong tac ddi ngoai cta nha trudng;

- Truc tiép chi dao, phu trach cac mat cong tac: Chinh tri tu tudng, to
chtrc can bg, tai chinh, co s& vat chat, hop tac quoc té, ké hoach phat trién nha
truong;

- Phu trach chung tat ca cac phong, khoa, t6, b mon. Tryc tiép phu trach
cac don vi: Phong To6 chirc can bd - Cong tac sinh vién, Phong Hanh chinh -
Quan tri, T6 Tai vy, T6 Thanh tra, T6 Phap ché, trang website cua nha truong;

- Pam nhiém cac vi tri: Chu tich Hoi déng Thi dua, khen thudng, Chu tich
Ho1 dong Khoa hoc va Pao tao, Chu tich Hoi dong luwong, Chu tich Hoi dong
tuyén sinh; Chi huy truéng Ban Chi huy quan sy truong; Truong ban an ninh
chinh tri, bdo v€ ndi bo; Trudng cac Du an cua truong.

- Chu tai khoan cua truong;

- Chiu trach nhiém nguoi dimg dau don vi vé cong tac phong, chdng tham
nhiing, ti€u cuc theo quy dinh ctia Luat Phong, chong tham nhiing va céc van
ban quy dinh cua Nha nudc hién hanh;

- Sinh hoat tai Phong Hanh chinh - Quan tri.



2. Phé Hiéu truong: Ba Vii Thi Thanh Hién

- Gitip Pho Hiéu trudng phuy trach trudng trong viée quan 1y va diéu hanh
cac hoat dong ctia nha truong;

- Tryc tiép chi dao cac mat cong tac: dao tao, bdi dudng, nghién ciru khoa
hoc - cong nghé, khao thi va kiém dinh chat luong gido duc, «cong tac sinh vién,
van hoa, van ngh¢, thé thao, cong nghé thong tin, chuyén do6i s6, Ban Bién tap
thong tin khoa hoc; cong tac ddi ngoai v6i dia phuong s tai; phdi hop voi Cong
doan, Poan thanh nién, Héi sinh vién trong thuc hi€n nhiém vuy;

- Pam nhan nhiém vu la phat ngoén vién cua Phé Hi€u truédng phu trach
truong;

- Gitp Phé Hiéu truéng phu trach trudng cong tac ddi ngoai theo phan
cong; quan 1y va diéu hanh céac hoat dong ctuia nha truong;

- Truc tiép phu trach cac don vi: Phong Do tao - Bdi dudng, Phong Quan
Iy chat luong - Khoa hoc va Cong nghé, Khoa Gié}o duc Mam non, B0 mon
chung, Truong Thuc hanh Su pham Mam non Hoa Hong;

- Truéng ban né nép cua nha trudng;

- Ky thay Pho Hi¢u truong phu trach truong cac van ban tai chinh khi Pho
Hiéu trudng phu trach truong uy quyén;

- Sinh hoat tai Phong Quan 1y chit lwong - Khoa hoc va Cong nghé.

I11. Lé 16i 1am viéc

1. L& 16i 1am vige

- Thue hién theo nguyén tic tap trung dan chu va che do thu truong theo

quy dinh cua Diéu 1& truong cao ding su pham, quy ché to chirc va hoat dong
cua nha truong;

- Ban Giam hiéu hoi ¥ cong tac dinh ky hing tuan vao lac 8 gi 00 phut
sang thir Hai (néu trung ngay nghi thi chuyén sang ngay ké tiép);

- Dinh ky ha‘ng tuan Phé Hiéu trudng phai bao cao voi Phé Hiu truong
phu trach truong vé linh vuc (‘10 minh phu trach; bado cdo dot xuat khi Pho Hié¢u
trudng phu trach trudng yéu cau;

- Phé Hiéu truong chi dao cac ndi dung cong viec dugc phan cong bang
van ban va bao cao Pho Hi¢u truong phu trach truong trudce khi trién khai hoic
ban hanh; ¢o trach nhiém théng qua: ké hoach cong tac, danh gia két qua cong
tac, kién nghi, nd1 dung cac cudc hop cua cadc don vi dugc phan cong phu trach;
c6 trach nhiém bao cdo Phé Hiéu trudng phu trach truong hudng giai quyét cac
cong viéc phat sinh trudce khi quyét dinh;

- Ph6 Hiéu trudng c6 trach nhiém hd tro nhau khi giai quyét cong viéc khi
can thiét.

2. Lé 1oi 1am viéc gitra cac don vi véi Ban giam hiéu

Can ctr vao sy phan cong phu trach cua Ban Gidm hiéu, 1anh dao cac don
vi chu dong lién h¢, 1am viéc véi dong chi trong Ban Giam hi€u phu trach truc
tiép;



Céc dong chi trong Ban Giam hiéu quyét dinh theo thim quyén hodc ghi
nhan bao cdo Pho Hi€u trudng phu trach truong quyét dinh.

IV. Phan cip ky cdc vin ban

1. Nguyén tic chung

- Pho Hiéu trudng phu trach truong ky tat ca cac van ban thudc quyén han
cua nha truong. Pho Hi¢u trudng ky cac van ban thudc linh vuc phu trach dudi
hinh thire ky thay (trir cdc van ban quy dinh & muc 2 phan IV cua quy dinh nay);

- Pho Hidu truong duge phan cong ky thay phai chiu trach nhiém vé tinh
chinh xac cta cac van ban dugc uy quyén ky trude phap luat.

2. Cac van ban sau day do Pho Hi¢u truwéng, Phu trach truong ky

- Muc ti€u, quy md, chuong trinh dao tao, thanh lap cac Hoi dong; cong
nhan két qua tuyén sinh, tot nghiép; ky van bang, chimg chi dao tao; khen
thuong va ky luat, chuyén nganh, chuyén truong;

- Pam phan, ky két cac hop dong lién quan den dbi tac ngoai trudng, cac
dé tai nghién ctru khoa hoc; van ban quan hé véi cdp trén va co quan hitu quan
ngoai truong;

- Céc van ban lién quan dén chi dao thu - chi tai chinh;

- Thanh 1ap, giai thé cac don vi, khen thudong, ky luat va cong tac can bd.

3. Duyét ky tai chinh

- Pho Hiéu trudng phu trach truong ky tit ca phiéu thu, phiéu chi va quan
hé giao dich voi kho bac;

- Truong hop Pho Hi€u truong phu trach trudng di cong tac thi uy quyén
Pho Hi€u trudng ky duyét trong mot s6 truong hop cu thé;

- Phé Hiéu truong ghi ¥ kién dé nghi chi vao chung tur gbc theo quy ché
chi tiéu ndi bd hodc van dung trong thuc t€ dé Phé Hiu trudng phu trach truong
duyét chi;

-Tb trudng TH Tai vu va Vi,él’l chirc Tai vu cin ctt ché d6 chinh sach theo
quy dinh cua Nha nudc, Quy ché chi ti€éu ndi by cua nha trudong va cac quyeét
dinh chi (Iénh chi) cia Pho Hi¢u truong phu trach truong thuc hién nghiép vu
thu, chi.

V. Co ché giam sat ddi véi nguoi ding diu

Ong Nguyén Ngoc Thanh, Phé Hiéu truong phu trach trudng chiu su
giam sat cua Pang uy truong, Ho1 dong trudong trong viéc thuc hién chire trach,
nhiém vu dugc giao.

VI. T6 chirc thye hi¢n

Trong qué trinh trién khai thue hién, ndi dung nao chwa phu hop (néu cd)
cac don vi phan anh bang van ban vé Ban giam hiéu dé xem xét, diéu chinh, bd
sung cho phu hop./.



