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Quy trinh Téng két hoc ky, nam hoc, khéa hoc QT.08/BT

o o QUY TRINH Ma s6: QT.08/DT
——— TONG KET HQC | Ngay ban hanh:
@A KY, N’AM HOQC, |05/11/2015
T KHOA HQOC | Lin ban hanh: 01

NOI NHAN: (ghi rd nei nhdn rai danh dau X 6 bén canh)

X Hi¢u truong
X Pho Hiéu trudng
X Céc don vi phong, khoa

THEO DOI TINH TRANG SUA DPOI (tinh trang sira doi S0 véi bén triwde do)

Hang muc stra doi Tom tat ngi dung hang muc

Trang auns
stra doi

I. MUC DiCH:

Nhim thuc hién quan ly cong tac chét lugng dao tao, thuc hién cong tdc nam
hoc cta nha truong. Thong qua viée tong két hoc ky, nim hoc, khéa hoc vé diém trung
binh ctia cac hoc phan, tir d6 tong hop va danh gia, phan tich di liéu va tham muu cho

Ban Giam hiéu vé chét luong dao tao ciia Truong Cao dang K¥ thuat Cao Thang.
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Quy trinh T 5ng két hoc ky, nam hoc, khoa hoc
Il. PHAM VI AP DUNG:

Quy trinh nay ap dung giao vién, Khoa, b6 mon, phong dao tao va cac don vi lién

QT.08/DT

quan, co6 trach nhiém phdi hop thuc hién cong tac tong hop, thdng ké, bao cdo trong

quan ly dao tao cua nha truong.
I11. TAI LIEU VIEN DAN:
- Qui dinh s6 875/CDKTCT, ngay 24/9/2013 cua Hiéu Trudng trudng Cao danng Ky

thuat Cao Thang, vé viéc qui dinh xay dung va str dung ma s trong don vi quan 1y nha

truong.

- Quy ché dao tao cao ding, trung cip chuyén nghiép va cao dang nghé chinh quy.

- Qui dinh dénh gia diém kiém tra, thi.

IV. TU VIET TAT:

K/Bm Khoa/B§ mon;

PDT Phong Dao tao;

GVP Gido vu phong Dao tao;
GV Giang vién giang day
BM Biéu mau.
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Quy trinh T 5ng két hoc ky, nam hoc, khoa hoc
V. NOI DUNG QUY TRINH:

QT.08/DT

Chiu trach nhiém

Thye Phéi Cac buéc thuc hién Tai liéu lién quan
hién hop
51
cv | KB Nhap dit lidu
BM 01- QT.08/DT
PDT K/Bm Thong ké va xir Iy dit ligu <-| 59
l Khong dong ¥
A ’ ’ 53
PDT Tong hop bao céo _I
tﬂéng y
PDT Cong bd két qua 5.4
PDT 9.5
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Quy trinh T 5ng két hoc ky, nam hoc, khoa hoc

* M0 ta Quy trinh dang bang:

QT.08/DT

STT

Cong viéc

Nguwoi thuchién

Quy trinh thyuc hién

Biéu mau

5.1

Nhip
dir liéu

-GV

- GV in bang diém trinh Bm phé duyét
dé nop vé PDT (mén ly thuyét: da thi lai
L2; mén thuc hanh: chi thi 1 lén). Bm
théng ké sé liéu theo biéu mau BM 01-
QT.08/DT.

- Cén clr vao ké hoach dao tao cua Bm,
LDT cia nha truong. Bm théng ké va giri
file mém tong hop vé PDT.

- Kiém tra thong tin trude khi giri va phai
chiu trach nhiém vé tinh xac thuc cla
thong tin.

BM 01-
QT.08/bT

5.2

Thdng ké va
xu ly dir li€u

- GVP

Sau khi cac don vi gtri thong tin theo BM
qua email vé PPT, GVP kiém tra thong
tin:

+ C6 ding BM theo quy dinh.

+ Thong tin ¢6 day du theo BM.

Néu khéng thi givi email théng bdo Bm
diéu chinh cho diing va giri lai PDT
chdm nhat sau 3 ngay dwoc théng bdo.

- Kiém tra hoan tat, GVP thyc hién lay
dir liéu tir bieu BM 01-QT.08/PT dé tong
hop file dir liéu, théng ké dung chung
cho toan truong.

5.3

Téng hop béo
cao

- GVP

- Tong hop bao céo , sau d6 s& xir 1y di
liéu theo yéu cau, nhu chat lugng cuia:
truong, nganh dao tao, K/Bm quéan 1y,
GV, 16p, hoc phén

- GVP khéc tién hanh kiém tra x4c suit.
- B4o céo truéng PDT vé tién do dé kip
thoi xu ly.

5.4

Cong b
két qua

- GVP

- Bao cao Giam hiéu;
- Gui két qua cho cac don vi lién quan;
- Cong bo trén Website ndi bo;

9.5

Luu ho so

- GVP

- Thuc hién luu ho so
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Quy trinh Téng két hoc ky, nam hoc, khéa hoc QT.08/BT
VI. HO SO CONG VIEC
STT Tén ho so Noi luu Cach Thoi gian luu Cac,h
luu huy
) \ - Vian -
1 | Lich dao tao nam hoc PPT 03 nam Xé bo
ban
VIIl. PHU LUC
STT Ma sb Tén biéu miu
1 | BMO01- QT.08/PT Biéu béo chit luong
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