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

1. Muc dich, yéu ciu:

Quan 1y va khai thac tdi da cong ning ctia phong hoc, phong thyc hanh ctia Nha
truong mot cach hop 1y, hiéu qua, tranh ling phi va xay ra nhitng hu hong, mat mat ddi
vOi tai san cda nha trudng, phuc vu tdt cho cong tac day va hoc, nhét 1a day thyc hanh,
g6p phan vao viée rén luyén k§ ning nghé cho ngudi hoc.

2. Pham vi ap dung:

Quy trinh nay ap dung cho tit ca cac don vi trong Trudng.

II. PINH NGHIA VA TU VIET TAT

1. Dinh nghia:

Quan 1y 1a chirc ning va hoat dong ctia hé thong c6 to chirc, dam bao giir gin
mét co ciu dn dinh, nhat dinh, duy tri sy hoat dong t8i wu va dam béo thuc hién nhirng
chuong trinh va muc tiéu cta hé thong do.

Phong hoc: La 1 can phong dugc b tri trong nha truong chuyén sir dung cho
hoat dong giang day va hoc tip cta thdy, co gido va hoc sinh, sinh vién, hoc vién.

Phong hoc (LSp hoc) 13 mot khong gian twong ddi tach biét va yén tinh noi ma
viéc hoc tap co thé din ra mét cach khong bi gian doan bdi nhirng phién nhiéu. Mot
16p hoc co thé dao dong tir mot nhoém nhd ndm hodc sau nguodi hoc hoac 16n hon véi
hang tram sinh vién trong m{t phong (Mot 16p hoc 16n con duge goi la mdt giang
duong).

Phong hoc thyc hanh: La mot cin phong dugc bd tri trong nha trudng véi cac
thiét b, cong cu, dung cu dac thu, chuyén dung tbi thiéu, can thiét sur dung cho hoat
dong hoc tap va giang day thuc hanh hodc giang day tich hop cua Giao vién, Giang
vién va cac HS-SV nham rén luyén cac k¥ ning nghé.

2. Tir viét tit:

BGH Ban Giam hiéu
HS-SV Hoc sinh sinh vién
PHNX Phong hoc nha xuong
QTVT Quan tri vat tu

III. NOI DUNG:

1. Luu do:
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2. Dién gidi:

Tén buéc cong viée

NOI DUNG

Nguwoi chiu
trach nhiém

MAu/tén ho so

Dinh ky hang nim/d6t xuat, trén co so theo ddi tinh
hinh st dung, khai thac phong hoc, nha xudng, cac

1. Dé xut L : Ca nhan/don vi BM.KCK.01.01
¢ xua don vi c6 trach nhiém d& xult giri vé phong QTVT | o oEoRVE
theo mau
X _ | Can cu két qua danh gia sir dung PHNX cuia nam hoc
2. Lap ké hoach phan frude
bd phd hoc, nhi . . Ph¢ TVT/cac d ' BM.KCK.01.02
° i piong o€, nha Can cur ké hoach dao tao nam hoc ctia phong Pao tao ong Q cacconvi

xuong SIS G S -
Can cur de xuat cua cac don vi

3. Phé duyét ké hoach S : : L

ha ¢ bxuyeh‘ ¢ Ol:"c Ban Gidm hi¢u xem xét phé duyét ké hoach phan bo | Ban Giam hi¢u/Phong QTVT/
an n

phait bo - phong 9% | pyinx Phong Pio tao va NCKH

nha xuong

4. Thwe hién phan bd | Can ci ké hoach duoc BGH phé quyét, phong QTVT | Phong QTVT/Phong Pao tao va BM.KCK_01.03

PHNX thuc hién phan bd phong hoc, nha xuéng NCKH/Don vi ' R
Sau khi tiép nhan cac phong hoc, nha xuong cac don )

. i i Pon vi/Phong Pao tao /Phc

5. Khai théc sit dung | vi 1ap k& hoach khai thac st dung dang muc dich, QTVT“ Ong a0 1a0 FHIONE | BM KCK.01.02
hiéu qua theo quy dinh quan ly PHNX

6. Kiém tra danh gi Kiém tra danh gia viéc st dung hiéu qua, dung muc | Phong QTVT/Phong TC- BM.KCK 01.04

dich

KT/Pon vi

7. Luu hd so

Phong QTVT/
Phong TCKT/cac don vi




IV. BIEU MAU AP DUNG

TT Tén biéu miu M4 hoa Thoi gian lwu tdi thiéu Noi luu
1 | B¢ xuat BM.KCK 01.01 1 ndm Phong QTVT
2 | Ké hoach phan b6 phong hoc/xudng BM.KCK.01.02 Khoéng thoi han Phong QTVT/cac don vi
3 | Bién ban giao nhan BM.KCK.01.03 Khong thoi han Céc don vi/Phong QTVT
4 | Bién ban kiém tra/bdo co BM.KCK.01.04 | nam Cac don vi/Phong QTVT/

Phong Pao tao va NCKH







