TRUONG DAI HQC Y TE CONG CONG
TRUNG TAM XET NGHIEM

QUY TRINH QUAN LY, SU DUNG PHONG THYC HANH

M tai lifu QTQL.XN-PTH.03
Phién bin 01
Ngay ban hianh -43/4/ £od5
Ngay hi¢u lye A3 474od 5
Ngudi bién soan Ngudi kiém tra Ngudi phé duyét
Ho va tén Tran Thi Thu Phuong | Nguyén Thi Thu Ha Ding Thé Hung
A
- | H |
Neyky ALINII0LS | AL/41d0L3 18/4140L3
NOI NHAN
STT Noi nhin STT Noi nhén
1. Trung tdm X¢ét nghiém % Phong Quan tri cong nghé
2 Khoa Y hoc co s& 6. | Trung tim dam bao chit luong

& Khéo thi

3. Khoa Strc khoé méi truong-Nghé nghiép | 7. | Phong Quén ly dao tao

4. Khoa Y hoc ldm sang 8. C4 nhan/don vi ¢6 nhu céu sir

dung cho muc dich cong vigc

chung ctia nha trudng




Theo do6i sira doi tai liu

S6 phién Vi tri N L. Ngay xem Nguwoi xem xét/
X s NOi dung swra doi . <.
ban stra doi xét/stra doi stra doi

Chit y: Tai liéu ndi bé cam cung cdp cho bén ngodi khi chwea ¢é si dong y cia lanh dao Trung

tam




Trung tim Xét nghiém Ma tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sit dung phong thwe hanh Phién ban: 01

1. Muc dich

Quy trinh ndy nhim hudng dan cach thirc quan 1y, sir dung cac phong thyc hanh tai
Trung tAm Xét nghiém — Truong Dai hoc Y té cong cong (goi tit 1a TTXN) cho viéc giang
day thyc hanh, nghién ctru, dich vu an toan hi€u qua va dting muc dich.
2. Pham vi ap dung

Ap dung cho toan bd cac phong thuc hanh dugc dit tai nha B do Trung tAm Xét nghiém
quan 1y.
3. Trach nhiém

Trung tAm Xét nghiém:
bam bdo vi¢c quan 1y va st dung phong thyc hanh do Trung tdim quan ly tuan tha theo

“Quy ché quan 1y va st dung tai san nha nudc tai Truong Pai hoc Y té cong cong” dugc ban
hanh tai Quyét dinh 1185 ngay 23/12/2012. C6 nhiém vu phan cong can bd chuyén trach dam
bao phong thuc hanh ¢ trang thai hoat dong tdt nhat va tao diéu kién thuan loi cho cac don vi
khéc cung st dung.

Giang vién tham gia giang day thuc hanh:

- C6 nhi¢m vy tuan thu theo cac quy dinh tai quy trinh ndy, dam bao vi¢c st dung phong

thyc hanh dung muc dich.

- Nhén ban giao chia khoa, thiét bj truéce khi st dung phong thuc hanh.

- Ghi nhan sb nhét ky phong thuc hanh va ban giao lai chia khoa, thiét bi cho gido vu

Trung tdm Xét nghiém sau mdi budi thuc hanh.

Giao vu Trung tam Xét nghiém:

- Ban giao va nhan lai chia khoa, trang thiét bi phong thuc hanh cho cac giang vién day

thuc hanh trudc va sau mdi budi thuc hanh.

- Tiép nhan céc ¥ kién phan hoi lién quan dén phong thyc hanh cua cac giang vién nay

trong qua trinh sir dung phong thuc hanh.

Giang vién phu trach phong thwe hanh:

Thuc hién, kiém tra va theo doi thuong xuyén cac hoat dong lién quan dén phong thuc

hanh tuan thii dang theo cac quy dinh vé quan 1y, sir dung phong thuc hanh tai quy trinh

nay, dam bao phong thuc hanh ¢ trang thai hoat dong tot nhat.

Cin bd quan ly trang thiét bi:

C6 trach nhiém tiép nhan thong tin cac sy cb thiét bi tir giang vién phu trach phong thuc

hanh bao cdo Lanh dao va xin hudng xir y. Phdi hop véi cac gidng vién phu trach phong

thuc hanh lap ké hoach stra chita, bao tri bao dudng thiét bi hang nam cho don vi.

Phién ban: 1.0 Trang 2/16
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Trung tim Xét nghiém Ma tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sit dung phong thwe hanh Phién ban: 01

Sinh vién/hgc vién hoc thwe hanh, can b sir dung:
Tuén thu cac quy dinh, ndi quy phong thuc hanh da dugc phd bién, niém yét trong phong
thuc hanh.
Lanh dao Trung tAm Xét nghiém:
Co trach nhiém quan ly chung.
4. Pinh nghia va cac tir viét tit
4.1. Dinh nghia

~  Phong thwe hanh: La phong duoc trang bi cac thiét bi, dung cu can thiét phuc vu cho cong
tac giang day thuc hanh hodc cac hoat dong nghién ctru, dich vu (néu c6) tai Trung tam Xét
nghiém — Trudng Pai hoc Y té Cong cong. Phong thuc hanh tai TTXN dugc chia theo chirc
ning va pham vi sir dung: Phong thuc hanh Vi sinh, phong thyc hanh Huyét hoc, phong
thuc hanh Ky sinh trung, phong thuc hanh Hoa sinh, phong thuc hanh Gidi phau bénh,
phong thyc hanh Mién dich — Sinh hoc phan tir, phong thuc hanh Dinh dudng va An toan
thue pham, phong thuc hanh Strc khoé nghé nghiép va Moéi trudng.

- Gidng vién phu trach phong thwc hanh: La giang vién dugc TTXN phan cong co trach
nhi¢m gilt chia khod phong thuc hanh, theo doi viéc st dung phong thuc hanh, cac trang
thiét bi, dung cu thuc hanh, bdo céo céc su cd xay ra trong phong thyc hanh va cung véi
giang vién diéu phdi hoc phan ctia Trung tim Xét nghiém quan 1y hod chat vat tu duogc luu
trit tai phong theo dung quy dinh.

- Gido vu Trung tam Xét nghiém : 1a can by dugc TTXN phan cong cé trach nhi¢m gitr
chia khoa phong thuc hanh, ban giao va nhan lai chia khoa, trang thiét bi phong thyuc hanh
cho cac giang vién day thuc hanh trudc va sau mdi budi thuc hanh.

—  Don vi sit dung: Cac Khoa/Phong/Trung tdm c6 nhu cau str dung phong thyc hanh do
TTXN quan ly.

—  Cdn bj sir dung: La cic can by c6 tén trong phiéu dé xuat sir dung ciia don vi sir dung
nham st dung phong thuc hanh cho muc dich nghién ctru hodc dich vu.

4.2. Chir viét tit

- TTXN :  Trung tam Xét nghiém
- PTH :  Phong thuc hanh
- GVPTPTH : Gidng vién phu trach phong thuc hanh

5. N¢i dung thuc hi¢n

Phién ban: 1.0 Trang 3/16
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Trung tim Xét nghiém Ma tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sit dung phong thwe hanh Phién ban: 01

- TTXN ban hanh quyét dinh phan cong quéan 1y phong thyc hanh: Phy luc 1.
- GVPTPTH can dam béao tuén thii ding cac quy dinh trong quy trinh quéan 1y hoa chét vat tu
giang day (QTQL.XN-HCVTGD.01) va quy trinh quan Iy trang thiét bi giang day (QTQL.XN-
TTB.02) cua TTXN.
- Céc trudng hop can bd nhan uy quyén ban giao, nhan ban giao ky xac nhan s& chiu trach
nhiém thay cho ngudi uy quyén.
5.1. Céc quy dinh chung tai phong thi nghi¢ém:
- Ngi quy phong thwe hanh: Cac phong thuc hanh phai dugc dan trude cira cac bién bao, quy
dinh sau:
+ Bién tén phong: Pugc dién day du thong tin vé sd phong, tén phong, ngudi phu
trach, cac mon hoc thyc hanh chinh ctia phong theo Phu luc 2
+ Noi quy chung phong thuc hanh: Phy luc 3a
+ Noi quy riéng phong thuc hanh (néu c6): Phu luc 3b
+ Bién bao An toan sinh hoc cap II v6i cac phong thuc hanh chuyén nganh Vi sinh, Ky
sinh trung, Giai phau bénh, Mién dich — Sinh hoc phan tir
GVPTPTH c6 trach nhi€ém thyc hién quy dinh nay.
- Phong thwe hanh phdi trang bi ddy di: Hop xtt Iy su ¢b, hop cip ctu theo dung quy dinh va
duoc dat ¢ vi tri d& nhin thay.
GVPTPTH c6 trach nhi€ém thyc hién quy dinh nay.
- Qudn ly chia khoa phong thwc hanh: Chia khoa phong thuc hanh s€ dugc sao chép thanh
02 bd do 02 can b TTXN quan ly va chi ban giao chia khoa cho ngudi st dung theo ding quy
dinh tai muc 5.2.
+ Gido vu TTXN: Giir toan b chia khoé cac phong thuc hanh do TTXN quén ly
+ GVPTPTH: Gitr chia kho4 phong thuc hanh dugc phin cong quén 1y theo PL.1
Khong dugc sao chép chia khoa cho ngudi thir 3. Trudng hop dic biét can co su cho phép cua
lanh dao TTXN
- Thi tw wu tién sdp xép lich siv dung cdc phong thwe hanh theo muc dich: Ut tién st dung
diung chuyén nganh cta phong thuc hanh. Cac truong hgp khong st dung diing chuyén nganh
can phai ddm bao vé mat an toan sinh hoc va an toan hoa hoc:
+ Giang day
+ Nghién ctru khoa hoc

+ Dich vu

Phién ban: 1.0 Trang 4/16
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Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

GVPTPTH, gido vu TTXN, Lanh dao TTXN c¢ trach nhi€ém thuc hi¢n quy dinh nay.

5.2. Cac budc sir dung phong thuc hanh

5.2.1. Svr dung phong thuc hanh phuc vu dao tao:
5.2.1.1. St dung cho cdc hoc phan khéng thuéc TTXN diéu phéi

STT Cac buéce M6 ta hoat dong Nguoi chiu trach Ghi chu
thuc hién nhiém thwe hién
1 Lam lich st |1. Gido vu TTXN kiém tra lich | - Phong QLDT; Trung
dung  phong | gidng duong chinh thirc vao 16h30 | tam DBCL&KT: phan
thuc hanh theo | chiéu thir 6 hang tudn, 1én lich st | cong va cong bd lich
biéu mau XN- | dung PTH, viét email xac nhan gui | giang dudng thyc hanh
BM.03.01 cac don vi c0 lich. theo ding quy dinh.
+ Néu lich giang duong dugc | - Gido vu TTXN
xudt sau 16h chiéu thtr 6, gido vu | - Pon vi stt dung
TTXN bao lich st dung gidng | - Gidng vién giang day
duong sau 01 tiéng xuét lich. thyc hanh
2. Néu ¢co thay ddi dot xuét hodc ¢
nhu cau dic thu vé sir dung trang
thiét bi cho giang day trong tuan thi
don vi su dung viét email bao lai
giao vu TTXN trwoc 1 ngay co lich
gidang. Trong truong hop lich thay
ddi gap trong vong 1 ngay thi ngoai
viéc bao bfmg email, don vi sir dung
can trao doi truc tiép voi gido vu
TTXN sau khi chét lich thay doi toi
da 01 gio & TTXN b6 tri phu hop
dam bao quyén loi hoc tap cua sinh
vién (chi thuc hién viéc trao ddi truc
tiép ngoai gid hanh chinh trong
truong hop dac bit).
2 Chuan bi GVPTPTH ¢o trach nhiém chuan - GVPTPTH
phong thue bi, kiém Fra phong thyc hanh va cac | _ i, vu TTXN
trang thiét bi co ban phuc vu thuc
Phién ban: 1.0 Trang 5/16
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Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

hanh va cac
trang thiét bi,

dung cu co ban

hanh. Moi bat thuong trong phong
thuc hanh can duge béo lai gido vu
TTXN bang email ngay khi xay ra
va khi xur Iy xong.

Ban giao
phong  thuc
hanh cho don
vi su dung/
giang vién

giang day thuc
hanh

Gido vu TTXN ban giao chia khoa
phong, diéu khién diéu hoa, ban,
ghé va cac thiét bi xét nghiém sir
dung trong budi giang cho giang
vién giang day thuc hanh truéc budi
hoc tir 15 phiit — 30 phit. Kiém ké
theo Phu luc 4. Moi bat thuong néu
c6 trong qua trinh kiém ké dugc ghi
nhan vao muc Ghi chii trong Sé
nhdt ky phong thwc hanh XN-
BM.03.02

~ Gido vu TTXN
- Giang vién giang day

thuc hanh

Str dung phong
thuc hanh

1. Trong qua trinh giang day thuc
hanh, gidng vién gidng day co
nhiém vu nhic nhé, giam sat sinh
vién str dung céc trang thiét bj theo
ding muc dich, dang k¥ thuat.
Khong dugc st dung nhitng trang
thiét bj khac khong c6 trong bai hoc.
Nhic nhé va giam sat sinh vién thuc
hién dung cac ndi quy cua phong
thuc hanh.

2. Ghi nhan st dung céc trang thiét
bi chinh dugc st dung trong budi
thuc hanh theo biéu mau Sé theo doi
sir dung thiét bi XN-BM.02.05. Néu
co such xay ra véi thiét bi, cAn dugc
ghi thém trong biéu miu Bién bdn
ghi nhén sw co/phin hoi phong
thwe hanh XN-BM.03.03.

3. Trong qua trinh sir dung, néu bat
ky su cd vé trang thiét bi, dung cu
xay ra trong phong thuc hanh hoac
cac phan hdi khac can dugc bao
ngay cho giao vu TTXN bang email
va ghi nhan ho so theo Bién bin ghi
nhdn sw cé/phin hoi phong thuwe
hanh XN-BM.03.03. Viéc ghi nhan

1. Gidng vién giang
day thuc hanh
- Sinh vién/hoc vién

thuc hanh

2. Giang vién giang

day thuc hanh

3. Giao vu TTXN
- Giang vién giang day
thuc hanh
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Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

ndy can dugc thuc hién ngay sau
budi thue hanh hodc khi xay ra su
cb.

4. Gidjo vy TTXN can béo
GVPTPTH bang email ngay khi xac
nhdn vao bién ban ghi nhan sy
cd/phan  hdéi. Phéi  hop  véi
GVPTPTH, cén by quan ly trang
thiét bi dé béo céo lanh dao va giai
quyét khi can thiét. Cac sy cb lién
quan dén thiét bi thuc hién theo quy
trinh quan 1y trang thiét bi QTQL-
XN.TTB.02.

5. Giang vién huéng din va nhic
nhd sinh vién thyc hién viéc don dep
v¢ sinh, dung cu da su dung cho bai
thuyc hanh; phan loai va xu ly réac

4. Gido vu TTXN

- GVPTPTH

- Can by phu trach
trang thiét bi

5. Giang vién giang
day thuc hanh

- Sinh vién/hoc vién

thai ding quy dinh sau budi giang. | thuc hanh
Tét cac hé théng dién, nudc trudc
khi ra khdi phong.
5 Tiép nhan lai | Giang vién giang day thuc hanh ban | - Gido vu TTXN
phong thuc | giao lai chia khoa, kiém ké lai tai | - Giang vién giang day
hanh san theo Phu luc 4. Hoan thién S$é | thuc hanh

nhdt ky phong thuwc hanh XN-
BM.03.02.

5.2.1.2. Sir dung cho cdc hoc phan thuéc TTXN diéu phéi: Ap dung trong trieong hop gidng

vién diéu phoi hoc phan khéng phdi la gidng vién phu trach phong thue hanh. Céc truong hop

gidng vién giang day thic hanh la giang vién phy trach phong thwe hanh can tudn thit ghi chép

ho so theo cdc biéu mau su dung.

STT Cac budéce Mo ta hoat dong Ngudi chiu trach Ghi chu
thuwe hién nhiém thue hién
1 Xac nhan thoi | 1. Giang vién diéu ph6i hoc phan | - Phong DTPH; Trung
gian st dung | kiém tra lich giang duong chinh | tim DPBCL&KT: phan
phong  thuc | thitc vae 16h30 chiéu thir 6 hang | cong va cong bd lich
hanh tudn, bio bang email GVPTPTH | giang dudng thyc hanh
thoi gian st dung trude it nhat 01 | theo dung quy dinh.
Phién ban: 1.0 Trang 7/16
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Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

ngay.

2. Néu c6 thay d6i dot xudt trong
tuan thi giang vién diéu phdi can
truc tiép viét email bao lai
GVPTPTH TTXN trwéc 1 ngay co
lich gidng. Trong truong hop lich
thay doi gip trong vong 1 ngay thi
ngoai viéc bao bing email, giang
vién diéu phdi can trao doi truc tiép
v6i GVPTPTH sau khi chét lich
thay doi téi da 01 gio dé thoa thuan
thoi gian nhan ban giao phong thuc

hanh phu hop.

- GVPTPTH

hoc phan

- Giang vién diéu phoi

Chuén bi

phong thuc

GVPTPTH c6 trach nhiém chuan
bi, kiém tra phong thuc hanh va cac
trang thiét bi co ban phuc vu thuc

- GVPTPTH

- Giang vién di€u phoi

hanh v cdc | paih GVPTPTH cin béo lai cho | MO¢ Phan
trang thiét bi, | giang vién diéu phdi céc su cb
dung cu co ban | trong phong :chuc hé}lh trong thoi
gian sdém nhat c6 thé, trudc khi
budi thuc hanh bit dau.
Ban giao | a. Néu it nhat 01 gidng vién giang | a. GVPTPTH
phong thue day thuc hanh la giang vién thudc | _ Giang vién giang day
) TTXN:
hanh giang thyc hanh

vién diéu phdi
va gidng vién
giang day thuc
hanh.

+ GVPTPTH va giang vién giang
day thuoc TTXN thod thuan thoi
gian ban giao phong thuc hanh.
Thoa thuan nay phai dugc thuc
hién trude khi budi thuc hanh dién
ra 01 gio, theo gio hanh chinh.
Thoa thuan phai ddm bao sy ban
giao phai dugc dién ra trudc budi
thuc hanh 10 phut.

+ GVPTPTH ban giao chia khoa
phong, diéu khién diéu hoa, ban,
ghé va cac thiét bi xét nghiém sir
dung trong budi giang cho giang
vién gidng vién giang day theo
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Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

thoi gian thod thuan. Kiém ké theo
Phu Iuc 4. Moi bat thudng néu co
trong qua trinh kiém ké dugc ghi
nhan vao muc Ghi chii trong Sé
nhdt ky phong thuc hanh XN-
BM.03.02.

* Néu c6 sy c¢b xay ra trong qué
trinh ban giao s€ 1ap bién ban dya
trén minh chung su thoa thuan gitra
2 giang vién. Néu 2 bén khong dua
ra dugc minh chirng thoa thuén,
bién ban s& duoc 1ap dbi voi
GVPTPTH va giang vién giang day
b. Néu 02 gidng vién gidng day
thuc hanh khong phdi la giang
vién thugc TTXN:

+ GVPTPTH va giang vién diéu
phdi hoc phan thoa thuan thoi gian
ban giao phong thuc hanh. Thoa
thuan nay phai duoc thuc hién
truée khi budi thyc hanh dién ra 01
gi0, theo gid hanh chinh. Thoa
thuan phai dam bao su ban giao
phai dugc dién ra trudce budi thuc
hanh 10 phut.

+ GVPTPTH ban giao chia khoa
phong, diéu khién diéu hoa, ban,
ghé va cac thiét bi xét nghiém str
dung trong budi giang cho giang
vién giang vién diéu phdi hoc phan
theo thoi gian thoa thuan. Kiém ké
theo Phu luc 4. Moi bit thuong
néu c6 trong qua trinh kiém ké
duoc ghi nhan vao muc Ghi chu
trong S0 nhdt ky phong thuc
hanh XN-BM.03.02.

+ Giang vién diéu phoi hoc phan
ban giao PTH cho gidng vién gidng
day trudc budi thyc hanh tdi thiu
05 phut. Giang vién diéu phdi va
giang vién giang day cung ky xac
nhén vao cdt nguoi st dung tai

b. GVPTPTH

- Giang vién diéu phoi
hoc phan

- Giang vién giang day

thuc hanh
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Trung tim Xét nghiém
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Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

biéu mau Sé nhdt ky phong thuc
hanh XN-BM.03.02.

+ Tu sau thoi gian ban giao cho
giang vién giang day; gidng vién
giang day thuc hanh cé trach nhi¢m
quan ly, st dung phong thuc hanh
theo dung ndi quy va quy dinh
trong qua trinh st dung theo quy
trinh nay.

* Néu c6 sy c¢b xay ra trong qué
trinh ban giao gitta GVPTPTH va
giang vién diéu phdi s lap bién
ban dya trén minh chung sy thoa
thuan gitta 2 giang vién. Néu 2 bén
khong dua ra dugc minh chirng
thoa thudn, bi€n ban s& duoc lap
d6i v6i GVPTPTH va giang vién
diéu phdi.

4 Str dung phong
thuc hanh

1. Trong qua trinh giang day thuc
hanh, gidng vién gidng day co
nhiém vu nhic nhé, giam sat sinh
vién str dung céc trang thiét bj theo
ding muc dich, dang k¥ thuat.
Khong dugc st dung nhitng trang
thiét bj khac khong c6 trong bai hoc.
Nhic nhé va giam sat sinh vién thuc
hién dung cac ndi quy cua phong
thuc hanh.

2. Ghi nhan st dung céc trang thiét
bi chinh dugc sir dung trong budi
thuc hanh theo biéu mau Sé theo doi
sir dung thiét bi XN-BM.02.05. Néu
co such xay ra véi thiét bi, cAn dugc
ghi thém trong biéu miu Bién ban
ghi nhan su ¢ XN-BM.03.04.

3. Trong qua trinh sir dung, néu c6
bat ky su cd vé trang thiét bi, dung
cu xdy ra trong phong thuc hanh
hodc cac phan hdi khac can dugc
bdo ngay cho GVPTPTH (truong
hop a — gidng vién giang day thudc
TTXN) hodc giang vién didu phdi

1. Giang vién giang
day thuc hanh
- Sinh vién/hoc vién

thuc hanh

2. Giang vién giang

day thuc hanh

3. GVPTPTH

- Gidng vién giang day
thuc hanh

- Giang vién diéu phdi

hoc phan
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Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

(truong hop b — gidng vién gidng
day khong thugc TTXN) theo Bién
bin ghi nhén sw cé/phin hoi
phong thwc hanh XN-BM.03.04.
Viéc ghi nhin nay can dugc thuc
hién ngay sau budi thyc hanh hoic
khi xay ra su cb.

4. Giang vién diéu phdi hoc phan
can bio GVPTPTH bang email
ngay khi x4c nhan vao bién ban ghi
nhan sy c6/phan hoi. Phdi hop véi
GVPTPTH, cén by quan ly trang
thiét bi dé béo céo lanh dao va giai
quyét khi can thiét. Cac sy cb lién
quan dén thiét bj thuc hién theo quy
trinh quan 1y trang thiét bi QTQL-
XN.TTB.02.

5. Giang vién huéng din va nhic
nhd sinh vién thyc hién viéc don dep
vé sinh, dung cu da su dung cho bai
thuc hanh; phan loai va xu ly réac
thai ding quy dinh sau budi giang.
Tét cac hé théng dién, nudc trudc
khi ra khdi phong.

4. Giang vién diéu
phdi hoc phan

- GVPTPTH

- Can by phu trach
trang thiét bi

5. Giang vién giang
day thuc hanh
- Sinh vién/hoc vién

thuc hanh

5 Tiép nhan lai
phong thuc

hanh

a. Néu it nhdt 01 gidang vién gidng
day thuc hanh la giang vién thudc
TTXN:

Giang vién gidng day thuc hanh ban

giao lai chia khoa, kiém ké lai tai
san theo Phu luc 4 cho GVPTPTH.
Hoan thién $é nhdt ky phong thuwe
hanh XN-BM.03.02

b. Néu 02 gidng vién giing day
thwc hanh khong phai la giang
vién thugc TTXN:

- Giang vién giang day thuc hanh

ban giao lai chia kho4, kiém ké lai
tai san theo Phu luc 4 cho gidng vién

dieu phoi hoc phan. Giang vién diéu

a. GVPTPTH
- Giang vién giang day

thuc hanh

a. GVPTPTH
- Gidng vién giang day
thuc hanh

- Giang vién diéu phoi

Phién ban: 1.0

Trang 11/16

Ngay ban hanh:




Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

phdi ban giao lai cho GVPTPTH.
Hoan thién S6 nhat ky phong thuwe
hanh XN-BM.03.02

hoc phan

5.2.1. Svr dung phong thuwc hanh phuc vu nghién ciu hodc dich vu:

STT Cac buéce M6 ta hoat dong Nguwoi chiu trach Ghi chu
thuc hién nhiém thwe hién
1 Lam lich st | 1. Cac don vigiri cho TTXN phiéu | 1. Pon vi sir dung
dung  phong | d&& xuét st dung phong thuc hanh

thuc hanh theo
biéu miu XN-

BM.03.04

truée khi c6 nhu cdu tdi thiéu 02
ngay hodc trudc 17 gido ngay thir 6
hang tuén.

2. Gido vu TTXN tiép nhan phiéu dé
xudt s dung; kiém tra lich giang
duong chinh thtc; trao d6i véi
GVPTPTH vé kha ning dap tng;
trao ddi voi don vi stir dung dé sap
xép lich theo dé& xuit dua trén
nguyén tic thi ty vu tién trong muc
5.1.

3. Xin ¥ kién phé duyét ctia Lanh
dao TTXN va viét email xac nhan
lich str dung cho cac don vi s dung
giri d& xudt theo biéu maiu XN-
BM.03.04. Hoan thanh thu tuc xac
nhan sau t6i da 01 ngay lam viéc
nhan don dé xuét.

* Céc truong hop dot Xuét, can gép,
don vi sir dung trao ddi truc tiép voi
TTXN thong qua gido vu TTXN dé

dam bao vwra thyc hién ding quy

2. Gido vu TTXN
- GVPTPTH

- Pon vi sir dung

3. Lanh dao TTXN
- Gidao vu TTXN

- Bon vi sir dung

Phién ban: 1.0

Trang 12/16

Ngay ban hanh:




Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

dinh vira d4p tmg nhu cau sir dung.

2 Chuan bi | GVPTPTH c6 trach nhiém chuan - GVPTPTH
phong thure bi, kiém Fra phg‘)ng th}_IC hanh Yél ¢ac | _ Gido vu TTXN
. trang thict bi can thiéu theo de
hanh xudt. Moi bat thuong trong phong
thue hanh can dugc béo lai gido vu
TTXN bang email ngay khi xay ra
va khi xtr Iy xong.
3 Ban giao | - Gido vu TTXN ban giao chia | - Gido vu TTXN
phong thue khoa phong, diu khién diéu hoa, | _ 4, bo sir dung

hanh can bd st
dung trong dé

xuat

ban, ghé va cac trang thiét bi cho dai
dién can bo sir dung trong dé xuét
Moi bat thuong néu co trong qua
trinh kiém ké dugc ghi nhan vao
muc Ghi chii trong Sé nhdt ky
phong thuc hanh XN-BM.03.02.

- Gido vu TTXN phd bién cac ndi
quy, quy dinh chung ctia phong thuc
hanh theo Phuy luc 3a va 3b (néu co).

4 Str dung phong
thuc hanh

1. Trong qua trinh st dung phong
thuc hanh, dai di€n cén bd st dung
¢6 nhiém vu nhéc nho, giam sat cac
can bo su dung cung lam viéc su
dung phong thyc hanh, trang thiét bi
theo ding muc dich, dang k¥ thuat.
Khoéng dugc st dung nhitng trang
thiét bj khac khong c6 trong dé xuét.
Thuc hién nghiém tic cac ndi quy
da duoc phd bién.

2. Ghi nhén str dung céc trang thiét
bi da dugc str dung trong budi 1am
viéc biéu mau Sé theo doi sir dung
thiét bi XN-BM.02.05. Néu co sy ¢b
xay ra voi thiét bi, can dugc ghi
thém trong biéu mau Bién bdin ghi
nhén sw co/phin hoi phong thuwe
hanh XN-BM.03.03.

3. Trong qua trinh sir dung, néu c6
bat ky su cd vé trang thiét bi, dung
cu xdy ra trong phong thuc hanh
hodc cac phan hoi khac can duoc

1. Can bd str dung

2. Giang vién giang

day thuc hanh

3. Gido vu TTXN

- Can bd su dung

Phién ban: 1.0

Trang 13/16

Ngay ban hanh:




Trung tim Xét nghiém

M3 tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sir dung phong thwe hanh

Phién ban: 01

bao ngay cho gido vu TTXN bang
email va ghi nhan ho so theo Bién
bin ghi nhén sw cé/phin hoi
phong thwc hanh XN-BM.03.03.
Viéc ghi nhin nay can dugc thuc
hién ngay sau budi thyc hanh hoic
khi xay ra su cb.

4. Gidjo vy TTXN can béo
GVPTPTH bing email ngay khi xac
nhan vao bién ban ghi nhan sy
cd/phan  hdéi. Phéi  hop  véi
GVPTPTH, cén by quan ly trang
thiét bi dé béo céo lanh dao va giai
quyét khi can thiét. Cac sy cb lién
quan dén thiét bj thuc hién theo quy
trinh quan 1y trang thiét bi QTQL-
XN.TTB.02.

5. Can bd st dung thuc hién viéc
don dep v€ sinh, dung cu da su
dung; phan loai va xu ly rac thai
dung quy dinh. Tat cac hé théng
dién, nuoc trudce khi ra khoi phong.

4. Gido vu TTXN

- GVPTPTH

- Cén bo phu trach
trang thiét bi

5. Can bd st dung

5 Tiép nhan lai
phong thuc

hanh

Pai dién can bd su dung ban giao lai
chia khoa, kiém ké lai tai san theo
Phu luc 4. Hoan thién S6 nhdt ky
phong thwe hanh XN-BM.03.02

Gido vu TTXN

Can b st dung

6. Lwu trir ho so

STT Tén ho so hru Nguoi lru Hinh Vi tri Thoi
thire luu gian luu
luu
1 Biéu mau XN-BM.03.01: Lich | Gido vu TTXN File TTXN 5 nam
sir dung phong thuc hanh mém
2 Biéu mau XN-BM.03.02: Nhat | GVPTPTH Ban in PTH 5 nam
ky str dung phong thuc hanh

Phién ban: 1.0

Trang 14/16

Ngay ban hanh:




Trung tim Xét nghiém Ma tai liéu: QTQL.XN-PTH.03

Quy trinh quan ly, sit dung phong thwe hanh Phién ban: 01

Biéu miu XN-BM.03.03: Bién | GVPTPTH Ban in PTH 5 nam

ban ghi nhan su cd/phan hoi

phong thuc hanh
Biéu mau XN-BM.03.04: Lich | Gido vu TTXN Banin | TTXN, |5 nim
sit dung phong thyc hanh cho GVPTPTH PTH

nghién ctru/dich vu

Biéu miu XN-BM.03.05: Phiéu | Gido vu TTXN Banin | TTXN |5 nam
dé xuat phong thyc hanh

Biéu mau XN-BM.02.05: Biéu | GVPTPTH Ban in PTH 5 nam

mau st dung thiét bi

7. Tai li¢u lién quan
- Quyét dinh s6 1185/QD-DHYTCC ngay 23/12/2013: Quyét dinh ban hanh Quy ché quan 1y
va sir dung tai san nha nudc tai Truong Pai hoc Y té Cong cong.
- Quy trinh quan 1y hoa chat vat tu giang day - QTQL.XN-HCVTGD.01; quy trinh ndi bd
TTXN.
- Quy trinh quan 1y trang thiét bi phong thuc hanh — QTQL.XN-TTB.02; quy trinh ndi bo.
8. Tai liéu tham khao

- Quyét dinh s 484/QD-DHYTCC ngay 29/06/2020: Quyét dinh ban hanh Quy dinh quan
1y va sir dung tai san chung tai giang dudng, phong thuc hanh cua Truong Dai hoc Y té Cong
cong.
9. Phu luc
- Phy luc 1: Quyét dinh phan cong quan 1y phong thyc hanh
- Phuy luc 2: Bién phong thuc hanh
- Phu luc 3: Noi quy phong thuc hanh

Phién ban: 1.0 Trang 15/16

Ngay ban hanh:




TRUONG PAI HOC Y TE CONG CONG

TRUNG TAM XET NGHIEM
PHAN CONG PHU TRACH PHONG THi NGHIEM PAO TAO THY'C HANH

Pia diém: Tang 4 dén tﬁng'6, Nha B, Trudong Dai hoc Y té cong cong

TA ik ek o Ngudi phu Linh vyc xét nghiém Ghi chua
é n
2 e B HRTORE trach thue hanh
Xét nghiém huyét hoc | Tir B302
& A do mau truyén madu, | cii chu én
o T‘hl'm hanh NebTH |y ni hoc té bz‘ayo huyét lény
uyet hoc v
B409 Huyét hoc Phuong y 5 b y
(Hematology Oanh hoc truyén méu nang cao,
Ting 4 Laboratory) huyét hoc ning cao, Sinh
ly
Phong ﬁ;"t nghiém Vi Nouvén i | Vi Sinh 123,45 An toan LB
sinh lam san T
BAIG (Clinical B0 S | sinh hoo - héa hoe phong | °F ShuYen
u . . san
Microbiology Lab) xét nghiém B
Giai phiu bénh, Xét
hiém té bao 1, Xét
Phong thuc hanh Giai i v
Bso4 | phdubgnhtébiohoc | [ yanThy |"ERNEM te blo 2, X
(Pathology nghiém mdé bénh hoc 1,
Laboratory) Xét nghiém mé bénh hoc
ning cao, Mo Phoi
Sinh h han tir dai
Phong thuc hanh " Qc, P ar}A .3 l
s . cuong, Xét nghiém Mién
Mién dich - Sinh hoc x . o .
g Nguyén Huy | dich hoc, Mién dich - sinh
B505 | phén tir (Immunology R . e .
2 . Pong hoc phan tr, Mién dich
Tang 5 - Molecular Biology ) .
i aboratory) sinh hoc phén tir néng cao,
aborato %
£ Sinh Iy bénh-mién dich
Hoéa Sinh 1, Héa sinh 2, | Tu B303
Phong thyc hanh héa Ding Thi | Héa sinh 3, Hoa sinh mién | cii chuyén
Ba10 sinh (Biochemistry Nga dich ning cao, Héa sinh l1én
Laboratory) g ' g cao, y
hoc, Dugc ly
Phong thyuc hanh Ky Tu B508
B e ¥ | Ky sinh tring, Ky sinh| _
sinh tring Nguyén Thj ‘ R .. | ctchuyén
B511 . . . tring ning cao, Ky thuit
(Parasitology Linh Chi sang

Laboratory)

co ban phong xét nghi¢m




Xét nghif.m Héa ly
'1"}1 . A
v ‘::’:;“ngva MOl | PaoThi |Héa trong XN DD-ATTP
B601 (Physical-chemistry Thanh Dju 1-2, Héa trong XN
analysis of Food and SKMT-NN
Environment
Laboratory)
T Hoéa trong XN DD-ATTP
" gn..g ¢ we : nh o 1-2, Vi sinh trong XN DD-
Téng 6 udng va An toan .
B604 thuc phém Lé Van Thu | ATTP 1-2, Héa hoc, Quan
(Nutrition and Food Iy chit lugng phong xét
Safety Laboratory) nghiém
Phong thuxc hanh Sirc
khoe nghe nghiép va
- Méi truemg. | V@ ThiCiic | Hoa trong XN SKMT-NN,
(Occupational & Ly sinh
Environmental Health
Laboratory)
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TRUONG DAI HOC
Y TE CONG CONG

PHAN CONG PHU TRACH PHONG THI NGHIEM

PAO TAO THUC HANH

TANG

PHONG

NGUOI PHU TEN MON HOQC

TEN PHONG TRACH THUC HANH




TRUONG PAI HOC Y TE CONG CONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM XET NGHIEM Péc l1ap - Tu do - Hanh phic

Ha Noi, ngay 13 thang 01 nam 2023

NOI QUY PHONG THUC HANH

A. QUY PINH CHUNG

1. Nguoi khong c6 nhiém vu khong duoc phep vao phong thuc hanh; N

2. Khach thdm quan can c6 sy dong y cia Lanh dao TTXN va theo huéng dan cua giang vién phu
trach phong thuc hanh;

3. Khong mang dd dung ca nhan vao phong thuc hanh;

4. Khong lam viéc riéng, an udng trong phong thyc hanh;

5. C6 trach nhiém bao quan, sir dung ding muc dich, dung k¥ thuat tit ca cac tai san trong phong
thue hanh; khong tu ¥ di chuyén céac trang thiét bi khoi vi tri ban dau;

6. Khong tu y sir dung trang thiét bi, hoa chat va cac d6 vat trong phong thuc hanh khi khong
duoc yéu cau;

7. V¢ sinh sach s€ phong thuc hanh sau khi st dung;

8. Ghi chép day du “S6 nhat ky theo doi hoat ddng phong thuc hanh” va ban giao lai phong thuc
hanh cho giang vién phu trach phong thuc hanh/giao vu TTXN sau khi str dung.

B. QUY PINH AN TOAN

1. Phai mac o blouse, di giay/dép kin miii chan;

2. Tuan thu theo quy trinh xét nghiém, hudng dan str dung trang thiét bi, hudng din cua giang
vién giang day, khong tu y thuc hién cac hoat dong chua dugc phép;

3. Khi c¢6 su c¢b xay ra can st 1y su ¢d theo ding quy dinh va bao cdo day du cho giang vién phu
trach phong thuc hanh;

4. Dung cu, hoa chat dung xong phai tra vé dung vj tri;

5. Phan loai, dong g6i va van chuyén, xtr Iy chit thai sau mdi budi thuc hanh theo dung quy dinh;
6. Rura tay sach s¢, sat khuén trude khi roi khoi phong thuc hanh;

7. Phai kiém tra tit dién, sau do tt clu giao (néu c6), khoa nudce, khoa cura phong va ban giao
chia kho4 sau khi str dung.

GIAM BOC
TRUNG TAM XET NGHIEM

Ping Thé Hung



TRUONG DAI HOC
Y TE CONG CONG

TRUONG PAI HQC Y TE CONG CONG
TRUNG TAM XET NGHIEM

SO THEO DOI SU DUNG THIET BI

XN-BM.02.05 Lan ban hanh: 01 Trang:



THEO DOI SU DUNG TRANG THIET BI

Ngay/ thang/nam

Thoi gian

Muc dich sir dung

Tinh trang trang
thiet bi

Nguoi sir dung

Ghi chu

XN-BM.02.05

Lan ban hanh: 01

Trang:




TRUNG TAM XET NGHIEM

LICH SU DUNG PHONG THU'C HANH TRUNG TAM XET NGHIEM
Thoi gian:...... (theo tudn)

Y £ Gidng vién gidng day ., .
STT Phong thuc hanh Hoc ph?m Bon vi dleli phoi hoc Thoi gian sir dung thwe hanh (Ho tén, Gido vu TTXN (_HQ ten,
phén email) SPT, email)

Ha Noi, ngay ... thang ... nam 20..
Gido vu TTXN




NHAT KY SU DUNG PHONG THUC HANH

Thang Tinh trang vé sinh | Tinh trang thiét b Nguoi su dung N :
Muc dich st dung phong phong/Dicu Nigilg})éli’lg%h Ghi chu
Ngay | Gio Trudc Sau Trudc Sau phoi hoc phan P -
XN-BM.03.02 Lan ban hanh 01 Trang 1/...




Than Tinh trang vé sinh | Tinh trang thiét bi . ‘- .
° Muc dich st dung phong e e Ngw 0}11:%11 g Ngu(nlf_)‘hu tec Ghi chu
Ngay | Gio Trude Sau Trude Sau phong phong
XN-BM.03.02 Lan ban hanh 01 Trang 1/...




TRUNG TAM XET NGHIEM

BIEN BAN GHI NHAN SU CO/PHAN HOI PHONG THU'C HANH B.....

STT | Taisan hoic thiét bi
hoic van de phan hoi

Thoi gian xay ra sy
co/phan hoéi

M3 ta sw ¢, xir Iy
st ¢d (néu co) hodc
tinh trang van dé
phan héi

Ghi chu

Giao vu TTXN/ .
Gidng vién dieu phoi hoc phan

XN-BM.03.03

LAn ban hanh: 01

Ha Noi, ngay .... thang... ndam 20..

Ngudi phan hoi

Trang: ../..




TRUNG TAM XET NGHIEM

LICH SUDUNG PHONG THU'C HANH CHO NGHIEN CUU/DICH VU TAI TRUNG TAM XET NGHIEM

Thoi gian:...... (theo tuin)

| o A Van bén phé duyét Pon vi chii tri nghién e Can b sir dung (Ho tén,| Gido vu TTXN (Ho tén,
STT Phong thuc hanh Nghién ciru/ dich vu nghién ciru ciru/dich vu Thoi gian sit dung SPT, email) SPT, email)
Ha Ngi, ngay ... thang ... nam 20..
Lanh dao TTXN Gido vu TTXN
XN-BM.03.04 Lén ban hanh: 01 Trang 1




TRUNG TAM XET NGHIEM

PHIEU PE XUAT SU DUNG PHONG THU'C HANH

STT NGHIEN Noi dung st dung | Thoi gian s Nguwoi s Ghi chu
CUU/DICH VU (Thyc hién ky dung dung (Ho
(Tén nghién thuit, xét tén — chire
ciru/dich vu/vin ban nghiém, trang danh, dién
phé duyét nghién thiét bi chinh) thoai, email,
curu/don vi chu tri ghi rd can
nghién ciru) b¢ dai dién
chiu trach
nhiém sir
dung chinh)
1
2

Ha Noi, ngay .... thang... nam 20..

bai dién don vi dé xuat

XN-BM.03.05



