BO CONG THUONG '
TRUONG CAO PANG KY THUAT CAO THANG

CAD DANG KY THUAT

CAO THANG

QUY TRINH QUAN LY
HOAT PONG GIANG DAY VA HO SO DAY HOQC

Mi s6: QT.05/KHOA

Nguoi viét Nguoi kiém tra Nguoi phé duyét

Ho va tén Vii Binh Két Nguyén Khanh Toan = Dao Khanh Du

D ky

Truong Bo mén

. £ Giang vién bO mon Hiéu truon
Kinh Té g : - g




Quy trinh qudn 1y hoat ddng giang day va hé so day hoc QT.05/KHOA

QUY TRINH ,
coist ] QUAN LY M s6: QT.05/KHOA
O HOAT DONG Ngay ban hanh:
{C:T GIANG DAY 05/11/2015
VA HO SO DAY Lan ban hanh: 01
HQC

1. Don vi va cd nhdn c6 lién quan phai nghién cuu va thuce hién dung cac noi
dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu lyc thi hanh theo sy chi dao cua Hiéu
trwcng Trwong Cao Pang Ky Thudt Cao Thdng.

3. Mdi don Vi duoc phat 01 ban (co dong dau kiém soat). Cac don vi khi co nhu
cau bé sung thém tai liu, dé nghi lién hé voi thu ky 1ISO dé co ban dong dau kiém
soat. Can bg, vién chirc duwoc cung cap file mém trén mang ngi bé dé chia sé théng tin
khi can.

NOI NHAN
X Hiéu truéng
X Pho Hiéu trudng

X Céc don vi phong, khoa

THEO DOI TINH TRANG SUA POI (tinh trang sira doi so véi ban truée do)

Trang Hang muc sira doi Tém tit ndi dung hang muc sira doi
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Quy trinh qudn 1y hoat ddng giang day va hé so day hoc QT.05/KHOA
1. MUC PiCH

Quy trinh nay quy dinh cach thirc quéan ly, danh gia cac hoat dong giang day cua
cac thanh vién trong cac khoa va cach thuc kiém tra, ddnh gia va luu triv hd so day hoc
ctia GV thudc cac khoa -Trudong Cao Pang K§ Thuat Cao Thang.

2. PHAM VI AP DUNG
Qui trinh nay ap dung cho GV, GV, nhan vién hanh chinh thudc cac khoa.
3. TAI LIEU VIEN DAN

- Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé thdng tin chi” ciia Bo
Gido dyc va Pao tao ban hanh theo quyét dinh sé 43/2007/QDP-BGD&DPT, ngay
15/8/2007;

- Quy ché dao tao Cao dang, Trung cap chuyén nghiép va Cao ding nghe hé chinh
quy cua truong Cao diang ky thuat Cao Thing (ban hang kém theo quyét dinh sb
..... /ICBKTCT-DT ngay.../.../[2014.

- Quy trinh quan ly chét luong dao tao tai truong Cao dang ky thuat Cao Thang
.. hgay....thang ...... nam......

- Quan ly hd so nghiép vu tai truong Cao dang ky thuat Cao Thang sd.... ngay
06/11/2011.

4. THUAT NGU VA TU VIET TAT
4.1 Giai thich thuat ngir

- K& hoach giang day: 1a tai liéu thé hign chi tiét ké hoach Ién 16p va phan bo thoi
lwong giang day tirng noi dung trong hoc phan.

- Pé cuong bai giang: thé hién nhitng ndi dung chi tiét cua hoc phan da dugc TBM
théng qua.

- Giao 4n: 1a ké hoach chi tiét cho mdi budi 1én 16p ctia GV.

- S6 tay GV: 1a tai liéu gitip GV theo ddi, danh gia qua trinh hoc tap ciia tung sinh
vién doi véi hoc phan minh phuy trach.

- S6 1én 16p: 13 s6 theo ddi tinh hinh hoc tap cuia mbi 16p trong thoi gian hoc tap tai
truong.

4.2 Tir viét tit

GV | Giang vién, gido vién KHGD | Ké hoach giang day
GA | Gido an DCBG | Pé cuong bai giang
TBM | Truéng bd mén STGV | S6 tay GV

P.TK | Phd truéng khoa bT | Paotao

TK Trudng khoa

VPK | Van phong khoa
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Quy trinh qudn 1y hoat ddng giang day va hé so day hoc QT.05/KHOA
5. NOI DUNG QUY TRINH

Chiu trach nhiém Cac buérc thyc hién Tai liéu lién quan
Thue hién | Phdi hop
TK/
PTKITBM | Phong DT | | \pan/iap thoi khéa bidu | | - Thoi khoa biéu
- Giaoan
- Pé cuong bai giang
Kiém soat qua trinh gidng - S 1én 16p
TBM Giang vién day cua GV - K& hoach giang day
- Dé thi
- B4&o0 céo két hoc phan
- SO du gio
TK/ ., n
PTK/ Giang vien Kiém tra, luu ho so A ‘2
TBM giér;g day - HO so giang day
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Quy trinh quan 1y hoat déng gidng day va hé so day hoc

* Mo ta Quy trinh dang bang

QT.05/KHOA

STT

Cong viéc

Nguoi thue
hién

Quy trinh

Biéu mau

5.1

Nhan/lap qthc‘ri
khoéa biéu

TK/
PTK/TBM

- Trudng khoa, trudng bd mon co trach nhiém tiép
nhan thoi khéa biéu tir phong DT (cac hoc phan,
mén hoc ly thuyét);1ap thoi khoa biéu (cac hoc
phan, mén hoc thuc hanh).

5.2

Kiém soét qué
trinh giang day
cua GV

TBM

- Trudng bé mon c6 trach nhiém duyét hd so giang
day hoc phan (gido an, dé cuong bai giang, ké
hoach giang day) cua GV truéc khi GV tién hanh
giang day (riéng gido an chi ap dung voi GV co
tham nién cbng tac tai treong dudi 3 nam).

- Truéng bd mon c¢o6 trach nhiém kiém tra s6 1én
16p, s6 tay ciia GV dinh ky theo tuan, theo thang va
dot xut.

- Truong bd moén cd trach nhi€ém kiém tra viéc
giang day theo tién do (theo ké hoach giang day)
ciia GV va bao cao viéc thuc hién tién do giang
day cua GV trong bd mdn cho truéng khoa vao
ngay hop khoa hang thang.

- Trudng bd mon co6 trach nhiém td chie du gio
cac GV thudc bo mon.

- Truéng bd mén co trach nhiém kiém tra bao cdo
két thic hoc phan, duyét dé thi, dap an thi két thiic
hoc phan va kiém soat qua trinh cham thi cia GV
trong bd mon theo ké hoach dao tao.
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Quy trinh quan 1y hoat déng gidng day va hé so day hoc QT.05/KHOA

- Truong b mon co trach nhiém kiém tra s6 tay
ciia GV trong bd mon sau khi két thuc hoc ky, sau
d6 chuyén s6 tay vé cho truong khoa kiém tra va
ky duyét.

Kiém‘tra, luu TK/ - Truong b mon nhén lai s6 tay tur truong khoava |
5.3 ho so PTK/ TBM | luu trit tai khoa. So tay giao vién
giang day
6.HO SO
3 Don vi, ca nhan .
STT Tén ho so : Noi luu Thoi gian luu
uwu

1 |Sb tay gido vién TBM B6 mdn, Khoa 3 nim
7. PHU LUC

STT M3 s6 Tén bi¢u mau

1 Mau theo quy dinh BGD Sb tay gido vién
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