Thu tuc quy trinh Ma hoa: QT.DTNC.02

A ¢ A Ban hanh lan: 01
Qlé?llzlffg ]I;I;)YSO Hiéu lyc tir ngay: 01/01/2019

Tong s6 trang:

BANG THEO DOI SUA POI TAI LIEU

TT LAN SUA POI TRANG NOQI DUNG THAY POI NGAY SUA POI
1 01 1/8/2019
2
3
4
5
6
7
8
9

10

11

12

13

14

15

Nguwoi soan thao Nguoi kiém tra Nguwoi phé duyét
NGUYEN TIEN LUAT CHU VAN NHA NGUYEN.T. VIET HUONG
Trudéng phong Dao tao | Pho truwéng phong Dao tao PHO HIEU TRUONG
NCKH NCKH PHU TRACH TRUONG




I. MUC PiCH, YEU CAU VA PHAM VI AP DUNG

1. Muc dich, yéu ciu:

Xay dung, thuc hién quy trinh nham huéng din giang vién, gido vién tham gia
giang day, chuyén vién phong DPT&NCKH lap ho so gidng day va quan ly ho so giang
day theo mo1 hoc ky, ndm hoc va toan khéa hoc theo quy dinh cia B Lao dong
Thuong binh va Xa hoi.

2. Pham vi ap dung:

Quy trinh dugc st dung va quan 1y trong pham vi Truong Cao dang Cong
nghiép Thai Nguyén; ap dung cho cac giang vién, giao vién thuc hién cong tac giang
day, Phong Pao tao va Nghién ctru khoa hoc, Phong Thanh tra Khao thi va Kiém dinh
chat luong.

II. PINH NGHIA VA TU VIET TAT

1. Dinh nghia:

Quy trinh quan 1y hd so giang day latrinh ty cac budc can thyc hién trong qua
trinh 1ap va quan 1y ho so giang day cua giang vién, gido vién. H6 So giang day duoc
luu trit theo quy dinh ctia B§ Lao dong Thuong binh va Xa hoi.

2. Tir viét tit:

BGH : Ban Giam hi¢u
PT&NCKH : Bao tao va Nghién ctru khoa hoc
KCM : Khoa chuyén mén
TCM : T6 chuyén mén
I11. NQI DUNG:

1. Luu do:
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2. Dién giai:

Tén buwée cong viéc

NOI DUNG

Nguwoi chiu

trach nhiém

MAu/tén ho so

1. Lap K&é hoach, thoi

Phong DPT&NCKH lap Ké hoach, Thoi khoa biéu

Tz turong Gmg theo hoc ky cho cac nghé dao tao trong | Phong PT&NCKH

khoa biéu . .
toan truong.

2. Phé duyét C‘Eln le[' Ké Ahoac%l.déo,tao,. Pan Giam hi?u xem Xét BGH
va phé duyét Thoi khoa bi€u theo hoc ky
- Khoa chuyén mén (T6 chuyén mén) phan cong
nha gido tham gia giang day mén hoc, mdé dun

3. Lap gi4o 4n, lich | theo K& hoach, Thoi khéa biéu dugc phé duyét. | - KCM, TCM Gido an

giang day - Nha gido tham gia giang day truc tiép can ct | - Nha gido Lich giang day
Thoi khoa biéu 1ap gido an, lich giang day theo
hoc ky.

4 Duvét sio &n. Lich T6 chuyén mén(Khoa chuyén mén) cé trach Gido 4n
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5. Thuc hié id duyét tai TO chuyé on (Khoa chuyén mon).
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day Thuong xuyén kiém tra va ghi tinh hinh 16p hoc ‘ y
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6. Tap hgp hd so | Gido vién giang day sau khi két thiic hoc ky c6 N gido SO tay gido vién

giang day

trach nhiém:

Giao an




- Pong thanh quyén gido 4n twong Ung v6i mén
hoc giang day trong hoc ky.

- S6 tay gido vién dong thanh moét quyén ghi rd
ndi dung tirng mon hoc giang day cho ca hoc ky.

- Lich giang day theo hoc ky.

Lich giang day

7. Khoa Kiém tra,
tong hop ho so giing
day.

Cin ctr thoi khoa biéu theo hoc ky, Truong khod
tién hanh thu va kiém tra, tong hop Ho so giang
day cua giao vién theo hoc ky nop vé Phong
DT&NCKH

Phong PT&NCKH

S tay gido vién
Gido an
Lich giang day

8. Kiém tra, lap bién
ban thu Ho so giing
day

Truéng phong DPT&NCKH tién hanh kiém tra va
lap bién ban thu HO so giang day cua timg giang
vién theo tung khoa chuyén mon.

Phong PT&NCKH

S6 tay gido vién
Gido an
Lich giang day

9. Luu ho so

Sau khi tién hanh kiém tra, 1ap bao cao Ho so giang
day cua gido vién.Phong BDT&NCKH co6 trach
nhiém luu trit hd so giang day theo quy dinh

Phong PT&NCKH

S tay gido vién
Gido an
Lich giang day




IV. BIEU MAU AP DUNG

TT Tén biéu miu M4 hoa Thaoi gian lwu t6i thiéu Noi luu
1 | Gido an 1y thuyét BM.DTNC.02.01 10 nim Phong PT&NCKH
2 | Gido 4n thuc hanh BM.DTNC.02.02 10 ndm Phong DT&NCKH
3 | Gido én tich hop BM.DTNC.02.03 10 ndm Phong PT&NCKH
4 | Lich giang day BM.DTNC.02.04 10 nam Phong DT&NCKH
5 | S8 tay gido vién BM.DTNC.02.05 10 nim Phong PT&NCKH







