
BO 'cif PHAP 	 ONG HOA X -A HO CHt NGHIA WET NAM 

TRUING DAI HQC LUAskT HA NQI 	Dec Ifip - Tty do - Hanh phac 

S6: 40 /TB-DHLHN 	 Ha NØ4 ngay C awing 12 nam 2018 

THONG BAO 
viec trien khai thi diem thtyc hien chant cong qua may chant con bang 

van tay tai Trtrbing Dai hue Lufit Ha Nei 

Nham thuc hien nghiem tnc cac quy dinh cna phap luat va cüa Truang va 
tiled gian lam viec, thbi gian nghi ngui, theo d'Oi, cong chüc, vien chnc, ngubi 
lao deng cna Truemg met each chat che, khach quan nham nang cao hieu qua 
lam viec va tang cuemg thdc trach nhiem cüa congchdc, vien chüc, ngirefi lao 
Ong trong viec chap hanh quy dinh cUa nha nuerc ve thbi gib lam viec, Twang 
Dai hoc Luat Ha. Nei trier" khai thi diem thuc hien cham cong qua may cham 
cong bang van tay tai Trueing Dai h9c Luat Ha Nei cu the nhu sau: 

1. Hai Wog áp dung: 
Tat ca ding chüc, vien chiirc, nguen lao Ong cila Truemg Dai h9c Luat Ha 

Nei Om c6: 
COng chnc, vien eh& va nguti lao clang lam viec theo gib hanh chinh 

(sau day g9i là vier' chnc hanh chinh); 
Cong chat, vien chirc, ngued lao deng lam viec theo ca hoac gia lam viec 

dc thu: y t6, thu vien vien, bao ve, lai xe, chuyen vien quan lY dao tao cüa 

PhOng Dao 
- Lanh dao cac Khoa chuyen mon time hien cha de truc hanh chinh. 
- Giang vien thuec cac dun vj giang day chuyen mon. 

" 2. Thai gian lam vice: 
- Thai gian lam viec Minh chinh: 
Bu8i sang tr 7h30 dan 11h30; Buoi chiau ttr 13h00 clan 17h00. 

Thai gian thing day ciia giang vien: thuc hien theo k hoach giang day 

cUa Nha truang. 
3. Quy dinh v dang du van tay 

- Tat ca cong chuc, vien chirc, ngubi lao &Ong cüa Truemg d&u phai clang kY 
dau van tay de cham ding bang may tai Trung tam Cong nghe thong tin cna 

Truemg. 
Danh sach nhang ngubi chua lay dau van tay dugc gni kern theo Thong 

bao nay. 
4. Ve viec thtyc hien quet vfin tay bang may chain ding 
a. Doi vai giang vien khong lam viec theo che dO lam viec hanh chinh: 
Thuc hien quet van tay di \led tiled gian c6 gier giang cac h dao tao cir 

nhan, sau dai h9c cu th8 nhu sau: 



- Dei voi cac fiat giang khong lien bap, lien ke: Quét du van tay 01 Ian 
truac khi bat dau gib giang (khong giai flan theri gian) va 01 fan sau khi dã kat 
thiac gia giang; 

Doi vai,cac fiat giang lien dap, lien ke: Quet dau van tay 01 Lin trithc khi 
bat dau cac tiet giang (khong gied han thin gian) va 01 l'an sau khi da kat thUc 
toe"' be cac tit giang lien k'e. 

Doi vial ding chirc, vien chat, ngtreri lao dOng lam viec theo che de hanh 
chinh, theo che de dac thb; lanh dao cac khoa chuyen mon duce phan c8ng true 
hanh chinh: Quet dau van tay duce thuc hien 01 Ian khi cá than den lam viec tai 
co' quan va 01 lan khi vien chat kat thiac thin gian lam viec tai cc quan. 

Thai gian thuc,hien cham cong: Ca nhan c6 trach nhiem cham cong chAm 
nh'at la 8h00 sang (doi veri gib lam viec buai sang) va cham cong cuai gib lam viec 
buei chieu: kiln that ta 16h30; Thong quet dau van tay dugc tinh la nghi lam. 

Truang hop qua van tay khong thuc hien duet do lei cüa thiet bi dan 
den viec cham cong khong thut hien duce phai thong bao truc tip vori Phong 
TO chirc can be de xir 1)2 trong tiled han 60 phut Ice tit tiled diem quet van tay. 

5. Trach nhie'm that hiO, gnarl ly \fa xir 1Y dir lieu quet clAu van tay 
C8ng chirc, vien chirc, ngtreti lao d'Ong c6 trach nhiem that hien nhu sau: 

- Thuc hien nghiem bac viec lay dau van tay theo quy dinh cUa Truing; 
- Khi nghi phép, nghi viec rieng, nghi 6m, nghi thai san... du phai thuc 

hien dung thia tac va thong bao cho PhOng 	chirc can be truot khi thuc hien 
01 ngly; hoc cham nhat 02 ngay trong truing hup det xuat de cap nhat, theo 
dei; khi di cong tac, lam viec ngoai truong hoc duce dr di dao tao, boi &fang, 
h9c tap ngoai throng trong gief lam viec hanh chinh phai c6 ke hoach lam viec 
dugc xac nhan cUa Truerng dun vi; 

Truerng cac dun vi thuec Trurang thuc hien nghiem bac va chiu trach 
nhiem truck Ban Giam hieu ve viec quail triet, t6 chirc trien khai thuc hien, quan 
1Yr theri gian lam viec, ch'ap hanh kST luat lao dOng cba • ding chirc, vien chdc, 
nguai lao deng thuec dun vi theo quy dinh cUa Nha nuoc va cUa Truang; phoi 
hgp vói Phong TO chat can be xac dinh thbi gian lam viec doi Wri nh6m vien 
chirc, ngueri lao Ong lam viec theo ca hoac theri gian dac thil; thei gian lam 
them; xac nhan va chiu trach nhiem ve tinh chinh xac, trung fruity ve the" gian 
lam viec cUa vien chirc, ngtrai lao deng cna dun vi; giri bao cao bang van ban ye 
viec cir vien chirc, nguai lao Ong (Ichong phai la giang vien khong lam viec 
theo ch de lam viec hanh chinh) di lam viec ngoai throng, di ding tac, di dao 
tao, 130i throng... cho Phong To chat can be cham nhat ngay 25 hang thang 
(kern minh chUng). 

Truth-1g cac be mon, cac dun vi quan 1Y giang day c6 trach nhiem gib 
Phong Dao tao Ice hoach giang day c6 phan ding cm the cho timg giang vien cUa 
dun vi cham nhat la dau kS,  h9c; d Phong Dao tao theo dei, quan 1)2. Hang thang 
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gin cap nhat dieu chinh phan-  dog giang day trong then gian tip theo (nen co) 

cho Pheng Da° tao. 
d. Phong Dao tao quan ly va )(it 1 du lieu quet dau van tay cüa dOi ngU 

giang vien thuc hien giang day theo ke' hoach giang day dm Truang va BO mOn; 
chü tri va phi hop yen Phong TO chirc can- bO bao cao Lanh dao truang ye viec 

thgc hien kY luat, ky ctrang giang day hang thang, hoc kY lea nam hoc; giai quyet 
khieu nai, t6 cao, cac truang hop phat sinh dOi vói viec theo doi, quan I, thOng 
ke gie lam viec cUa cac giang vien. 

Pheng To chirc can 1:10 quan l dit lieu quet dau van tay toan Tn./Ong; x* 
dit lieu di \Teri clang chdc, vien chirc, nguai lao Ong lam viec theo che do 

lam viec hanh chinh va theo then gian dc thit; giap Ban Giam hieu thttc hien 

quan l thai gian lam viec, tiled gian,  nghi ngoi cila toan Truang theo cac quy 

dinh 	Nha nuerc,va cua Truang; tiep nhan bao cao giai trinh, tip nhan cham 
cOng hang thang de thuc hien che dO, chinh sach theo quy dinh; giri ban cham 

ding hang thang ,cho Trueing cac dcm vi, phi hop xir lY cac truang hop phat 
sinh, giai trinh (lieu co) de hoan thien Bang chAm ding cüa cac dcm vi cham nhat 
vao ngay 30 hang thang; tip nhan d xuat, giai trinh, giai quyet khieu nai ve 
viec thtrc hien kY cuong, ky luat, thin gian lam viec theo quy dinh. 

Trung tam Cong nghe th6ng tin thuc hien viec clang kY mu du van tay, 
plied hop, hei trg ve ding nghe cho Pheng Dao tao, Ph6ng To dint can bO trong 
qua trinh to chirc thuc hien. 

g. Phong Quan tri cha tri, phOi hop vesi cac don vi c6 lien quan bao can Ban 
Clam hieu v viec lAp dat them thiet bi tai cac dja diem, tao dieu kien thuan loi 
cho qua trinh lay dau van tay cüa ding chfrc, vien chfrc, nguoi lao Ong. 

6. Thei gian thip hien thi diem: 
Nha trueng thuc hien thi diem lay du van tay ke tit ngdy 10/12/2018 den 

het ngay 10/01/2019. 
Trong tiled gian thgc hien, nu c6 kilo khan, vuong mac, cac cá nhan, dcm 

vi phan anh ve Phong Dao tao, Phong To chirc can 1)0 hoac Trung tam COng 
nghe thong tin de dugc 116 trg hoc tong hop bao cao Ban Clam hieu xem xet, 
di/6u chinh plait hop. 

Noi ohlpel .,, 	 KTITIOLTRVONG 
- Cac dun vi.-thffic Twang (d6 t/hien); 	 - inittritiNG 
- Cac PM Hieu throng (de chi d?o t/hien); 	 \ 

- Cong Thong tin din tit.  (de clang tin); 
- Lull: VT, TCCB. 
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