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I. Muc dich

Quy trinh ndy huéng din ndi dung, trinh tu, cich thic va trach nhiém thuc hién
cOng tac quy hoach can b‘é} lanh dao, quan ly tai Truong Pai hoc Y Duge Can Tho (sau
day goi tat 1a Truong) nham dam ‘béo cho cdng tac quy hoach can bd khach quan, chinh
xac, cong khai, minh bach, cong bang, dan chu.

I1. Pham vi

- Pham vi 4p dung: Quy trinh nay huéng dan thuc hién cong tac quy hoach can b
lanh dao, quan ly tai Truong Dai hoc Y Dugc Cén Tho.

‘ - bbi tugng 4p dung: Cac chirc vu 1dnh dao, quan ly tai Trudong Dai hoc Y Dugc
Can Tho
IIL. Cin ctt phap Iy va tai liéu tham chiéu

- Quyét dinh s6 4213/QDP-BYT ngay 20 thang 9 nim 2017 vé& viéc sira ddi, bd
sung mdt s6 ndi dung ciia Quyét dinh 1730/QD-BYT ngay 08 thang 5 nam 2015 vé viéc
ban hanh huéng din thuc hién cong tac quy hoach can b ddi véi cac don vi thude va
tryc thude Bo Y té;

- Quyét dinh s6 1730/QP-BYT ngay 08 thang 5 nim 2015 ctia Bo Y té vé viéc ban
hanh hudng (}ﬁn thyc hién cdng tadc quy hoach can bg d6i voi cac don vi thude va truc
thudc Bo Y te;

- Thong tu s6 09/2011/TT-BNV ngay 03/06/2011 ctia Bo Noi vu quy dinh vé thoi
han bao quan ho so, tai liéu hinh thanh phé bién trong hoat dong cua cdc co quan, to
chtre.

IV. Thuit ngit, dinh nghia, chir viét tit

- Thuat ngftt, dinh nghia:

+ Vién chuic: 14 cong dan Viét qu duoc tuyén dung theo vi tri viéc lam, lam
viéc tai don vi sy nghiép cong lap theo ché d6 hop dong lam viéc, hudng luong tir quy
luong cua don vi su nghiép cong ldp theo quy dinh ctia phép luét.

+ Pon vi thudc Truong: gém cac Khoa, Phong, Trung tdm, Pon vi tryc thude
Truong, Bénh vién Trudng.

+ Pon vi thudc don vi thude Trudong: B6 mon truc thudc Khoa; Khoa, Phong,
Trung tdm, Pon vi truc thugc Bénh vién.

+ Céc bd cha chét gdm: Ban Gidm hiéu; truéng phong, phé trudng phong va
tuong dwong; cip trudng, chp pho cac td chie truc thude; cép uy dang, chu tich cong
doan, bi thu doan thanh nién; vién chirc gii chitc danh nghé nghiép tir hang I (hodc ngach
cao cap) tr¢ lén.

- Chix viét tét:

+ HT: Hi€u trudéng

+ QHCB: Quy hoach can bd

+P. TCCB: Phong Té chirc Can b

+P. HCTH: Phong hanh chinh Téng hop

+PV: Pon vi




+ BGH: Ban Giam hi¢u; BCH: Ban chép hanh
+BYT: Bo Y té
+ TTLDT: Tap thé lanh dao truomg (bao gém Pang uy va Ban Giam hiéu).
V. Trich nhi¢m
, - Ban Gidm hiéu va Pang uy Truong c6 trach nhiém chi dao xdy dung quy hoach:
cap Trudng, Pho cac Khoa, Phong, Trung tdm, Pon vi, B mon truc thude va Bénh vién
truong.

- l?hbng TCCB ra soat va danh gia can bg: vé chét luong, sb luong, co céu, trinh
do, dd tuoi, can bd ni...

- Ban Gidm hiéu va Pang uy Trudng chi dao P. TCCB 1xéy dung ké hoach thuc
hién cong tac quy hoach can bd cua don vi va xac dinh tiéu chuan chirc danh can by quy
hoach

- Lanh dao cac Khoa, Phong, Trung tdm, Pon vi, B rr}én truc thudc va Bénh vién
truong can ra soat va danh gia doi ngli can by thudc tham quyén quan ly.




VI. Ngi dung quy trinh

1. So' d6 quy trinh quy hoach cén b

1.1. Déi v6i chire danh: Hi¢u Truéng va Phé Hi¢u Trudng
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1.2. Poi véi chirc danh con lai

STT | Cécbubccongvidge | Trichnhigm | 10 1i€u, bicu Yéu ciu i,
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2. M6 ta quy trinh quy hoach cdn b

2.1. Poi v6i chire danh: Hiéu Truéng va Phé Hiéu Trudng

Budre 1. Xay dung ké hoach

Trén co s& quy hoach cuia cdp dudi, Phong Td chic Can b téng hop cac thong
tin co ban vé can bd, chu dong tham muu, xdy dung ké hoach thyc hi€n cong tac quy
hoach can bo va dé xuét danh séch nhan sy du kién dua vao ngudn quy hoach cac




chirc dan}E, bao E:éo tap thé lanh dao Truomg cho ¥ kién tru6e khi dua ra gidi thi¢u tai
hoi nghi lay phicu.

Bude 2: TH chirc hoi nghi lay phiéu gidi thiéu ngudn quy hoach

- Thanh phan ldy phiéu: Ban Giam hiéu, Dang ty Truong; Ban Gidm déc
Bénh vién Trudng; Truong, Phé Khoa, Phong ban, Trung tdm, Pon vi thujc Trudng
va Bénh vién truong; Chu tich cong doan Trudng, Bi thu Doan thanh nién Trudng;
Vién chire giit chitc danh nghé nghiép tir hang I (hodc ngach cao cp trds 1én).

Trinh ty:

- Lanh dao Trudng phé bién muc dich, yéu cdu, tiéu chuén, co cdu can bd dua
vao quy hoach chirc danh Hi¢u truong, Pho Hig¢u Truong.

- Phong T6 chirc Can bd phét danh séch kém theo thong tin vé nhan sy du kién
dua vao ngudn quy hoach dé can bd du hop nghién ctru. Cac dai bidu du héi nghi can
cr vao tiéu chuan cac chiic danh can b lanh dao, quéan ly c6 thé gidi thidu thém
ngudn quy hoach ngoai danh sach da dwoc chuin bi nhung phai ¢6 t6m tét 1y lich,
nhén xét danh gia do ngudi gidi thiéu chuén bi.

- Céc can bd dy hop thao luan, ghi phiéu gidi thiéu va boé phiéu phiéu kin
(BM.01.TCCB.QHCB), ban kiém phiéu kiém cong bd tai hoi nghi sé lwong phiéu
phat ra va phiéu thu vé, tién hanh kiém phiéu va 1ap bién ban kiém phiéu.

Téng hop két qua: Phong Té chirc Can bo tdng hop két qua quy hoach can bo
(BM.04.TCCB.QHCB), bio céo lanh dao Truong, théng nhat danh sach nhan sy dwa
ra ldy v kién cua ban chdp hanh dang bé Truong.

Buée 3: TH chirc 14y y kién Ban chip hanh Pang bd Truong.

Thanh phén: Ban chép hanh Pang bo Trudng.

Trinh tu:

- Trén co s& két qua léy phiéu gidi thi¢u can by quy hoach & céac budc, cac can
bd trong Ban chip hanh Pang b Trudng thao luin vé danh sach nhan sy dugc xin y
kién, ghi phiéu va bo phiéu kin gi6i thi¢u can bd quy hoach (BM.02.TCCB.QHCB) va
¢6 y kién bing viin ban giri lanh dao Truong.

- Phong Tb chirc Can bd tong hop két qua quy hoach (BM.05. TCCB.QHCB).

Buwéc 4: Tap thé l1anh dao Truong xem xét, kién nghi danh sach quy hoach can
bd d& nghi cip c6 thAm quyén phé duyét

Néi dung: Xem xét, quyét dinh danh séch quy hoach.

Thanh phin: Thé lanh dao Truong gdm: Hiéu truong, Phé Hiéu trudng va
Dang uy Truong.

Trinh ty:

- Trén co s& tham khao céc thong tin tir két qua cac budc da tién hanh, tap thé
lanh dao Trudng thao ludn va bé phiéu kin quyét dinh quy hoach ngudn can bd cho
cac chirc danh (BM.03.TCCB.QHCB).



- Néu sb lugng, co cAu du kién dua vao quy hoach chtc danh: Hiéu trudng,
Phé Hiéu trudng con thiéu, tap thé 1anh dao Truong lya chon, gidi thiéu thém cac can
b c6 s6 phiéu gidi thidu cua hoi nghi 1iy phiéu gi6i thiéu tir cao xudng thip hodc bd
sung ngudn dé dat hé s tdi thiéu theo quy dinh.

Cén bd dugc trén 50% tong sé thanh vién tap thé 1anh dao Trudng bé phiéu tan
thanh thi dua vao danh sich quy hoach (BM.06.TCCB.QHCB) va giri hd so quy
hoach 1én Ban Cén sy Pang Bo Y té.

Buéc 5. P.TCCB hoan chinh by hd so quy hoach va giri 1én Ban Cén sy Dang
Bo Y té dé nghi phé duyét QHCB.

Bwdc 6. Phé duyét quy hoach

Ban Cén sy Dang Bo Y té trinh B§ Trudng Bo Y té phé duyét két két qua quy
hoach chirc danh: Hi¢u trudng va Pho Hi¢u truong.

Budc 7. Thong bao két qua quy hoach

Sau khi nhan nhan dugc Quyét dinh phé duyét quy hoach ctiia By Y té, Hiéu
Truéng chi dao Phong TCCB thong béo dén tap thé lanh dao Trudng va c4 nhan dugc
quy hoach.

Buée 8. P.TCCB hoan tit va luu hé so.

2.1. P6i v6i chire danh con lai

Budre 1. Xay dung ké hoach

Trén co s& quy hoach ctia cdp dudi, Phong Td chire Can bd tdng hop céc thong
tin co ban vé can bo, chu dong tham muu, xdy dung ké hoach thuc hién cong tac quy
hoach c4n bd va dé xudt danh sach nhéan sy dy kién dwa vao ngudn quy hoach cac
chirc danh, bao céo tap thé lanh dao Truong cho y kién trude khi dua ra gi¢i thiéu tai
hoi nghi 14y phiéu.

Buée 2: T chirc hoi nghi 14y phiéu gidi thiéu ngudn quy hoach

- Thanh phén lay phiéu: toan thé cong chirc, vién chirc, ngudi lao dong hop
dong 1am viée tir 01 ndm trd 1én cua cip do.

Trinh tu:

- Lanh dao Truong phé bién muc dich, yéu cﬁu, tiéu chuén, co cAu can bo dua
vao - Can bd chu tri phd bién muc dich, yéu ciu, tiéu chuin, co ciu can bd dua vao
quy hoach céac chirc danh.

- Phét danh séch kém theo thong tin vé céc can bd du diéu kién dwa vao quy
hoach cho can by du hop, can bd du hop c6 thé gioi thiéu thém ngudn quy hoach
ngoai danh sach can bd da dugc chudn bi.

- Cén bO tham dy thao ludn, ghi phiéu gidi thiéu va bo phiéu kin
(BM.01.TCCB.QHCB).

- Ban t& chic thu phiéu, kiém phiéu va téng hop két qua
(BM.04.TCCB.QHCB), bio cio cap c6 thim quyén xem xét, phé duyét quy hoach.




Buwée 3: Tap thé lanh dao don vi xem xét, kién nghi danh sach quy hoach can

Thanh phin: Ban Giam hiéu va Pang ty Truong

Trinh ty:

- Trén co s¢& tham khao céc thﬁng tin & cac budc da tién hanh, Ban Giam hiéu
va Dang iy Trudng thao luan va bé phiéu kin quyét dinh quy hoach ngudn can bd cho
cac chirc danh (BM.02.TCCB.QHCB).

- Céc can b dugc trén 50% tong s thanh vién Ban Gidm hiéu va Déng iy
Trudng bo phicu tan thanh thi dua vao danh sach quy hoach (BM.05. TCCB.QHCB).

- P.TCCB téng hop danh séach cén IE)@ dugc quy hoach trinh Hiéu trudng quyét
dinh phé duyét danh sach quy hoach céc cap.

Buéc 4. Hiéu trudng quyét dinh phé duyét danh sach quy hoach céc cép.

Bude 5. Thong bao két qua quy hoach

Sau khi nhén nhéan C’Iuo’c Quyé't dinh phé duyét quy hoach cua Hi¢u Trudng,
Phong TCCB thong bao dén tap thé lanh dao c6 chirc danh duge quy hoach va ca
nhan dugc quy hoach.

Buéc 6. P.TCCB hoan tét va luu hd so.

VIL Ho so
: . _ Thoi gian L
Stt Ho so Noi luu triv N Ghi chu
Iuu triv
K& hoach; Bién ban; Thong
1| bao; Quyét dinh; Danh sach 1iy P.TCCB 20 nam
phiéu; T¢ trinh
2 |BM.OL.TCCB.QHCB P.TCCB 20 nam
3 | BM.02.TCCB.QHCB P.TCCB 20 ndm
4 | BM.03.TCCB.QHCB P.TCCB 20 ndm
5 | BM.04.TCCB.QHCB P.TCCB 20 nam
6 |BM.05S.TCCB.QHCB P.TCCB 20 ndm
7 | BM.06.TCCB.QHCB P.TCCB 20 ndm

VIIL Phu luc
- BM.01.TCCB.QHCB;
- BM.02.TCCB.QHCB;
- BM.03.TCCB.QHCB;
- BM.04.TCCB.QHCB;
- BM.05.TCCB.QHCB;
- BM.06.TCCB.QHCB




BM.01.TCCB.QHCB

BOY TE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC Y DUQC Pjc lap — Ty do — Hanh phiic
CAN THO

......... , hgay... thdng .... ndm...

PHIEU LAY Y KIEN
Gidi thiéu can by quy hoach (budc 1)

Thuc hién Nghi quyét ctia Bo Chinh trj vé cong tg’ic quy hoach can bd lanh dao,
quan ly thoi ky day manh cong nghiép hod, hién dai hoa dat nudc;

Cén ctr Quyf"':t dinh s6 1730/QD-BYT ngay 08 thang 5 nam 2015 cua B¢ trudng
ban hanh hudng c}én thuc hién cdng tdc quy hoach can bd ddi vai cac don vi thude va
truc thudc BO Y té;

Can cr nhu ciu, tiéu chudn ddi ngii can bd dua vao quy hoach;

Pé nghi Ong (Ba) gidi thiéu can by dé dwa vao danh sach quy hoach can b lanh
dao, quan ly cua (don vi).

HOQ VATEN | NAMSINH | CHUCVU, |CHUCDANHDU KIEN
PON VI QUY HOACH

HIEN PANG

CONG TAC

(Khong phai ky tén)




BOY TE
TRUONG PAI HQC Y DUQGC
CAN THO

Gidi thiéu can by quy hoach (bwérc 2)

BM.02. TCCB.QHCB

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc ldp — Tw do — Hanh phic

.......... ngay...

PHIEU LAY Y KIEN

thang .... ndm

Thuce hién Nghl quyét ctia Bo Chinh tri vé cong tadc quy hoach can bd lanh dao,
quan ly thoi ky ddy manh cong nghiép hod, hién dai hod dat nudc;

Cén cur Quyet dinh s6 1730/QD-BYT ngay 08 thang 5 nam 2015 cua B trudng
ban hanh hudng dan thuc hién cong tdc quy hoach can bo dbi voi cac don vi thude va

truc thude Bo Y té;

Cin ¢t nhu cau, tiéu chuin doi ngil cdn bg dua vao quy hoach;

Cin ctt vao két qua ldy phiéu gi6i thiéu can bd quy hoach bude 1;

Dé nghi Ong (Ba) cho y kién vé& viéc gidi thiéu can by dé dwa vao danh séch quy
hoach can bd lanh dao, quan ly cta (don vi).

CHUC VU, | CHUC DANH |PONGY | KHONG
TT| HQO VATEN | NAM PON VI DU KIEN GIOI PONG Y
SINH | HIEN PANG | QUY HOACH | THIEU | GIOI THIEU
CONG TAC
1. | Nguyén Vin A
2. | b6 ThiB

Ong (Ba) ddng ¥ hodc khong ddng ¥ gidi thidu thi danh ddu X vao 6 twong tmg.

(Khong phai ky tén)




BM.03. TCCB.QHCB |

BOY TE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC Y DUQC Doc lip — Tw do — Hanh phiic
CAN THO

.......... ngay... thang .... ndm...
PHIEU LAY Y KIEN
Gidi thiéu cian by quy hoach (buwdc 3)

Thuc hién° Nghi quyét ctia B6 Chinh tri vé cong te"ac quy hoach can bd ldnh dao,
quan ly thoi ky day manh cong nghiép hod, hién dai hoa dat nudc;

Cin cir Quyét dinh s6 1730/QD-BYT ngay 08 théing 5 nam 2015 cua B§ truong
ban hanh huéng dan thyc hién cong téc quy hoach cén by doi véi cac don vi thude va
truc thudc Bo Y té;

Can cr nhu cau, tiéu chuan ddi ngii can bd dua vao quy hoach;
Can ctr vao két qua iy phiéu gioi thiéu can bd quy hoach budce 1 va bude 2;

Dé nghi Ong (Ba) cho ¥ kién vé viéc gidi thidu can by dé dua vao danh séch quy
hoach can bd lanh dao, quan ly cta (don vi).

CHUC VU, | CHUCDANH |PONGY | KHONG
TT| HQ VATEN | NAM PON VI DU KIEN GIOI PONG Y
SINH | HIEN PANG | QUY HOACH | THIEU | GIOI THIEU
CONG TAC
1. | Nguyén Vin A
2. |DdThiB

Ong (Ba) ddng y hoiic khong dong v gidi thiéu thi danh ddu X vao 6 twong tmg.

(Khéng phai ky tén)
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BM.05. TCCB.QHCB

BOY TE CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PAI HQOC Y DUQC Péc lip — Tw do — Hanh phiic
CAN THO
.......... ngay... thang .... nam...
BANG TONG HOP PHIEU LAY Y KIEN GIOI THIEU QUY HOACH CAN BQ LANH PAO, QUAN LY
(Budrc 2)
. R Két qua phiéu gidi
Nam/ | Nim Dén Ton Qué quan Ngay Trinh 60 Chirc vy, don vi thiéu
TT Ho va tén Nir sinh thc gido vao Chuyén mén cong tic hién
bang Bic | Chuyén Loai Ly ludn Ngoai nay Budc 1 Budc 2
dao nganh hinh Chinh ngir TSé:....... TR0 i
tao dao tao tri
Chirc danh Gigm dbc (va twong duong)
Chirc danh Phé Gigm dbc (va tuong dwong) phu trach chuyén mén
Chitc danh Phé Giam dbc (va tuong duong) phu trach kinh té
Ngudi 1ap bang Cép uy Pang don vi Lanh dao don vi
(ky va ghi rd ho tén) (ky va ghi ro chirc danh, ho tén) (ky va ghi rd chirc danh, ho tén)
Ghi chu:

- Bic dao tao ghi 18: Pai hoc (BS, DS,CN)/Thac si/Tién si/Chuyén khoa IIl/Bdc st ni trii...
- Chuyén nganh: ghi ré chuyén nganh dugc dao tao: Ngi/Ngoai...

- Loai hinh dao tao ghi r8: Chinh quy/Tai chirc

- Ly luan chinh tri ghi rd: So cdp/Trung cap/Cao cdp

- Ngoai ngit ghi r8: Anh C/Phdp B/Cur nhdn Anh...

- Két qua gidi thiéu: ghi rd dat bao nhiéu phiéuw/tdng sé ngudi tham gia gidi thiéu




BOY TE
TRUONG PAI HQC Y DUQC
CAN THO
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CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap — Tw do — Hanh phic

ey

ngay... thdng .... nam...

BANG TONG HQP PHIEU LAY Y KIEN GIOI THIEU QUY HOACH CAN BQ LANH PAO, QUAN LY

(Budc 3)
Trinh d6 Két qua phiéu gidi thiéu
Nam/ | Ndm | Dan | Tén Qué quén Ngay Chuyén méon Chirc vy, don vi
TT Ho va tén Nir | sinh | tdc | gido vao Bic | Chuyén | Loai Ly luan Ngoai cong tac hiénnay | Budc 1 | Buéc2 | Bude 3
Dang | dao | nganh | hinh | Chinh tri ngir T8B:..... 58 TS:.::..
tao dao tao

Chirc danh Gidm déc (va twong duong)

Chirc danh Phé Giam dbc (va tuong dwong) phu trach chuyén mén

Chirc danh Phé Gidm dbc (va twong duong) phu trich kinh té

Lanh dao don vi

Nguoi lap bang
(ky va ghi rd ho tén)

Ghi chu:

- Béc dao tao ghi r6: Pai hoc (BS, DS,CN)/Thac si/Ti ién si/Chuyén khoa I 1I/Bdc st néi tri...
- Chuyén nganh: ghi rd chuyén nganh dugc dao tao: Ngi/Ngodi...

- Loai hinh dao tao ghi 16: Chinh quy/Tai chirc
- Ly luan chinh tri ghi 16: So cdp/Trung cdp/Cao cdp
- Ngoai ngtr ghi r8: Anh C/Phdp B/Cur nhdn Anh...

Cép uy Dang don vi
(ky va ghi rd chirc danh, ho tén)

- Két qua gidi thiéu: ghi rd dat bao nhiéu phiéu/tong sd ngudi tham gia gidi thiéu

(ky va ghi rd chirc danh, ho tén)




