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|. MUC PiCH VA PHAM VI AP DUNG

1. Muc dich
Tao kénh théng tin chinh thac, minh bach; giai quyét kip thoi cac vuéng mic, tim tu
nguyén vong cua Vvién chirc, ngudi lao dong (VC-NLP), gop phan xay dung moi trudng
lam viéc doan két, dan chu.
Nguyén tic:
- Khach quan, céng khai, ding thAm quyén: Moi kién nghi chinh dang déu phai duoc ghi
nhan va xu ly.
- Bao mat: Bao vé thong tin nguoi gop y (néu c6 yéu cau) dé tranh tam 1y e ngai.
- Pung thoi han: Phan hoi 16 rang, khong dun day, né tranh.
2. Pham vi ap dung
- Quy trinh nay ap dung cho CBGV, VC-NLP dang hoc tai Truong Cao dang Y té Hai
Phong.
I1. PINH NGHIA VA TU VIET TAT
1. Pinh nghia (Khong c6 dinh nghia)
2. Tir viét tat:

BGH: Ban Giam hiéu;

BM: Biéu mau;

CNTT: Cong ngh¢ thong tin;

DS: Danh sach;

bV: Don vi

GV: Giang vién;

CB: Cén bo;

HSSV: Hoc sinh, sinh vién;

KH: K& hoach;

MH, MDb: Moén hoc, mo-dun;
TCHCQT: T6 chire, Hanh chinh va Quén tri;
VC-NLD: Vién chure, nguot lao dong.



III. LUU PO QUY TRINH

QUY TRINH TIEP NHAN, XU LY VA PHAN HOI KIEN NGHI CUA NGUOI LAO PONG
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IV. PAC TA QUY TRINH

ngay lam viéc)

ly, trinh Lanh dao don vi phé duyét.

Bo Bo phan/nguwoi | Két Han Biéu
TT Tén budéc N@i dung cong viéc phan/Ngudi | phoi hop thuc | qua dat | hoan | miu/hd
thuc hién hién dwoc | thanh SO
+ Thu thap kién nghi tir cic kénh dinh ky hang
ngay/hang tuan.
+ Céap nhat vao So/File theo ddi tiép nhan kién nghi
(gdm: Ngay nhan, Kénh nhan, Noi dung tom tit, Nguoi
) -; guri/Bo phan gtri).
Bquoc 1 T'eAp - Phan loai n6i dung: . X A
rhgn va Phan + Nhom 1 (Ché dg, chinh sdch, tai chinh): Quy ché chi Phong TO . Barl Chap‘ bon
1 Oal‘r)QI dung few. tidn 1 thue hiic loi. bio hid Chlf’C - Haflh hanh Cong doan tié 24h
(Thoi han: 1eu, 1,en “0‘“%: u:’(A)’ng,‘p u,cﬁ 01, bao 71e1}1... p chinh Quan | - Ban Thanh tra Ap
Trong vong 24 + .I’\/'hoim 2 (Diéu kien lam viéc): Co so vat _chat, trang tri nhan dan nhan
gio) thiét bi, an toan lao dong, cong nghé thong tin...
+ Nhom 3 (Quan ly, diéu hanh): Phan cong cong viéc,
quy trinh lam viéc, thai d§ img xur cua quan 1y...
+ Nhom 4 (Gop y sang kién): Cac giai phap cai tién
cong viéc, nang cao chat luong hoat dong.
.~ .|+ Lap Phiéu chuyén don/Yéu cau xir Iy kién nghi ti Y kién
Buge 2 Chuy,en Phbng/Ban/Bc} phef?rll c0 trach nhiém lién qugn. ’ phan
g!?p va Thu Iy‘ .| + X4c dinh rd: Bo phan chu tri, b phan phdi hop va Thoi Cac don vi viéc 02
2 | giai quyet (Thoi h N L o 1y 1A \ an s BGH A N
han: Téi da 02 an h(_)?n t\hanh’wecA X !y (thong thuong tir 03 — 05 ngay chuyén mén cho QV ngay
ngéy lam viéc) lam viéc tuy muc do phuc tap). chuyen
C mon
Budc 3: Tham | + Ra soat quy dinh phap luat, quy ché ndi bo lién quan 5
tra, x4c minh va dén ndi dung kién nghi. , Bon vi b;:’la?ré
3 de xuat giai + Lam vi€c tryc tiép voi ca nhan/bg phén lién quan (néu chuyén mén Pon vi lién Ioi 03-05
phap (Thoi han: | can xac minh thong tin). dc phan vie quan Joh ngay
A A , o > b T , R phan vieC phuong
T6ida03-05 |+ Xay dyng du thdo Vin ban tra 1oi / Phwong an xir an i I




Bo Bo phan/nguoi | Két Han Biéu
TT Tén bwéc Noi dung cdng viéc phan/Nguwoi | phoi hop thuc | qua dat | hoan | mau/ho
thuc hién hién dwoc | thanh SO
+ Truong hop suw viéc phirc tap: Bao cao Lanh dao don
vi to chirc budi ddi thoai truc tlep 3 bén (Lanh dao —
Phong chuyén mdn — Nguoi kién nghi/Pai dién Cong
doan).
Hinh thuc phan hoi:
+ Phér) hoi ca nhan/nhém: Gui van ban tra loi hoac email
truc ti€p téi ca nhan/bo phén kien nghi. ) ‘
Budc 4 Phan + Cdng khai rong réi: Néu kién nghi lién quan dén quyen loi ’
X s chung cua toan don vi, giri van ban tra lo1 qua Email noi bo, - Ban Chap <
hoi va Cong P S . ea T P A 5 2 \ o \ Vian
UL S niém yét tai Bang tin hodc thong bao tai budi giao ban gan | Phong T6 | hanh Cong doan N
khai két qua X . \ ban tra
. e nhat. chac - Hanh | - Ban Thanh tra ‘s 02
4 | (Thoi han: Toi n T PR . \ A 1A loi ;
da 02 ngay lam | Noi q’ung phan hoi phai lam r6: chinh QUan phan dan | /phurong ngay
. . | +Y Kkién do Bung / Bing mét phan / Chua dung. tri -Cécdonvi/Ca | ;2
viéc sau khi phé A z Y TR A LA an xu li
duyét) + Giai phap va 16 trinh khac phuc cu thé (doi véi y kién nhan lién quan
i dang/hop ly). o )
+ Can ctr phap 1y, quy dinh cu the deé giai thich (doi voiy
ki€n chwa ding hodc chua thé thuc hién ngay do vudng co
che).
Ban Thanh tra r;hén dan / Cong doan: Giam sat viéc thuc
hién cac cam két, giai phap ma Lanh dao don vi/cac phong ” - Ban Chi
Theo doi, Giam | ban da dua ra tai Buéc 4. Phong T6 hanh Cén dgén
5 sat va Luu trir - B6 phan dau moi: Cap nhgt trang thai "Pa hoan thanh" chuac - Hanh | Ban Th agnh tra
(Pinh ky hang | vao File theo ddi; luu trit ho so theo quy dinh. ’ chinh Quan nhan dan
thang/quy) - Banh gia dinh ky: B&o cao tong hop so lugng, chat lugng tri - Vin thu

giai quyét kién nghi tai cudc hop giao ban hang thang hoic
Hoi nghi VC-NLD hang nam.




V. CAC CONG CU/BIEU MAU/HUONG DAN KEM THEO

TT Tén cong cu/biéu mau/hd so Ky hiéu
1 | Sbtheo ddi BM/QT25/TTKTKDPCL/01
o | Vanban tra loi BM/QT25/TTKTKDCL/02




BM/QT25/TTKTKDCL/01

SO THEO DOI GIAI QUYET KIEN NGHI CUA NGUOI LAO PONG

Noi | B phan Két qua
Kénh dung chiu Thoi giai
STT | Ngay nhan tiép kién trach han quyét/ | Ghicha
nhin | nghitom | nhiém | phinhoi | Tinh
tat xir ly trang
1 Qua hom
thu gop ¥
2 Qua
trang
thong tin

noi bo




BM/QT25/TTKTKDCL/02

UBND THANH PHO HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG Y TE Poc lap - Tw do - Hanh phuc

S6: /...-CDY Hdai Phong, ngay.... thang.... nam ...

VAN BAN TRA LOI

“Veviéc ......”

Noi nhén: HIEU TRUONG
- Ban Giam hiéu (b/c);

- Céc don vi true thudc Truong ();

- Luu: VT, PTCHCQT,BCH céng doan.



