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Ho va tén NQu g?jw Lo T, Linfs TS. V6 Thai Dan PGS.TS. Nguyén Tét Toan

1. MUC PIiCH VA PHAM VI AP DUNG:
1. Muc dich X4y dung ké hoach giang day timg hoc ky mét cach cu thé, dam bao dap tmg nhu
cAu hoc tip ciia sinh vién, dam bao tinh hop 1y thoi khoéa biéu cia giang vién, dam bao tb chic
giang day t6t cac hoc phan va céc 16p dic biét (chuong trinh tién tién, chat lugng cao).
2. Pham vi ap dung Truong Pai hoc Néng Lam TP. HCM.
IL TU VIET TAT
TKB : Thoi khéa biéu
CBGD: Can bj gidng day
PDT: Phong Dao tao
III. NOI DUNG :



Liru db cic bwéc cong
viée (néu ro cdc bucce
thuc hién quy trinh)

N¢i dung thyce hién
(M0 ta cac bude cong viée)
(mo ta chi tiét cde budc, trinh tu thuc hién
& méi budc)

Nguéi chiu trach
nhiém
(la cd nhdn, hiéu
trucng, hi¢u pho, nguoi
duwgc hiéu truong uy
quyén, trueomg don vi,
nguwoi dwoc phdn cong,
don vj soan thao, sua

Hb so lwu (Logi
hé so lhew sau khi
thue hién mot bude
trong quy trinh,
nhw quyét dinh,
bién ban, danh
sdch, ban sao...)

- Ghi r6 céac yéu ciu dic biét cua
CBGD khi xép TKB

- Guri phan hdi vé& PPT tao bing
file mém va van ban c6 xac nhén cia
Trudng bd mdn quan ly mén hoc va phé
duyét ctia Trudng khoa

Phan hiéu.

dsi...)
PDT lap ké hoach dao tao hoc ky cin cir
theo:
PDT lgp ké - Biéu d0 ké hoach dao tao bac dai
s hoc ndm hoc
ho?ch va gui . X . PDT BMO01/QT-25-TKB
ve cho cac - CTDT cua nganh/ chuyén nganh
Khoa/ B mén - S6 lugng va sic chira giang
dudng
- Sisdlop
- BO tri can bd du tidu chuin
giang day theo quy dinh hi¢n hanh
- Kiém tra ké hoach dio tao hoc
ky
Céc Khoa/ B mon - Lap danh sach cac mon hoc bd Céc Khoa,
phan cong C?GD sung, khong m¢& (néu cd) theo ke hoach o
va phan hdi v& PPT || ddo tao Bo mon, BM02/QT-25-TKB




Liru dd cic bwéce cong

Noi dung thye hién
(Mo ta cac buéce cong viée)

Ngudi chiu trach
nhiém
(la cd nhdn, hié¢u
trucng, hiéu pho, nguoi

H6 so lwa (Logi
hé so lwu sau khi
thiee hién mot bude

viée (ne.zf rd cdc {mdc (m6 td chi tiét cdc bude, trink t thue hién dufa:c hiéu ,truong uy trong qu); trzjnh,
thuee hién quy trinh) Lo~ quyén, trucng don vj, nhu quyét dinh,
& moi buoc) . o a1 a
nguoi dugc phdn cong, bién ban, danh
dom vi soan thado, swa sdch, ban sao...)
déi...)
PDT cin cir vio diéu kién co s& vét chat
clia nha trudng va xem xét wu tién xép
TKB cho CBGD trong céac truong hgp
sau (néu c6 yéu clu):
PDT cép nhét phéan g
cdng CBGD, tién o ;]?Qlf; B(;N K‘hoa/ Bo mon xep
hanh xdy dyng TKB vao buoi chi€u cac ngay trong tuan
va giri TKB dy kién - CBGD trong thoi gian thai san, POT BM03/QT-25-TKB
ve cho CéCAKhoa/ B || connho <18 théng
mon
- CBGD c¢6 vén dé vé sirc khoe
- CBGD trén 50 tudi
- CBGD la Thiy/ Cb thinh giang
PDT giri TKB du kién dén cac Khoa va
B6 mén
‘ Céc Khoa, B mon kiém tra sb tiét, s6
Cac Khoa/ B mén || tin chi, gidng vién cua tirng mdn hoc
S8 | i o son w4 0| T
PDT xuat, dieu chinh, bé sung va giri cho
PDT c6 xac nhan cua Trudng Khoa, B
mon.
Y PDT diéu chinh, bd sung TKB dya trén
PDT hoan chinh | | ngudn co s& vat chét clia nha trudng.
PDT
TKB PDT phan hdi két qua didu chinh dén

Khoa, Bd mén
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Luwru db cic bwéc cong

N¢i dung thyce hién
(M0 ta cac bude cong vige)

Ngudi chju trach
nhi¢m
(1a cd nhdn, hi¢u
trucng, hiéu phd, nguoi

Hob so lwu (Logi
hé so lwu sau khi
thuee hién mot budce

va giam sat
viéc thyc hién

Giam sat viéc thuc hién TKB do can bd
Phong thanh tra cing can by Khoa/Bd
mdn phéi hop giam sat viéc thyc hién.

Céc Khoa, B6 mén.

vi€c (néu ré cdc buo , ié e 1 i
ige (n lf ro cac . woe (mé ta chi tiét cdc buce, trinh ty thyc hién dua:c hieu 'tru'ong uy frong qu¥ trl.nh,
thyec hién quy trinh) L, quyén, trucng don vi, nhuw quyét dinh,
0 moi budc) . . s
nguoi dugc phdn cong, bién ban, danh
dom vj soan thao, sira sdch, bdn sao...)
déi...)
Céng bd TKB va | | PDT cong bd TKB chinh thirc va tién Cbdng vin cong bd
cho sinh vién hanh cho sinh vién ding ky moén hoc PDT TKB chinh thirc
PKMH trén website DPKMH cua nha Trudng ciia hoc ky
Tién hanh xur ly va théng bdo trén
,L website dang ky mon hoc cac hoc phin
Y . s& bj hay do khong da sd lugng theo
.Xu ly’ s khi quy ché hoc vu. PDT
dang ky mo6n hoc T BMO05/QT-25-TKB
Xir Iy cac don d& nghi gitr 16p c6 xac |~ Khoa/Bomon
y gnt gir 1op
nhén cia CBGD, Khoa/By mon quan ly
va c6 giai phap tai chinh ddi véi cac hoc
phan nay.
v TKB duge luu trir & PDT va dugce giri S TKB
mail théng bao dén cac Khoa, B) mon. PDT, BMO1/QT-25-TKB,
Luu trit TKB BMO02/QT-25-TKB,
’ Phong Thanh tra, BMO03/QT-25-TKB,

BMO04/QT-25-TKB,
BMO5/QT-25-TKB.




IV. MAU BIEU SU DUNG :

A 1s . .2 oi gian | . Nguwoi/bd phan
STT Tén biéu miu M s6 bidu mju| 1 101 gian hru Noi hru gudi/bg pha
toi thiéu chiu trach nhiém
1 Cﬁng vin Vé ViéC phﬁn BMO01/QT-25-TKB Vinh vién PDT PDT
cong CBGD cua hoc ky
2 |Béang phan céng CBGD tircac  [BM02/QT-25-TKB Vinh vién PPT PDT
Khoa/ Bd mén
3 |Cong vin vé viéc diéu chinh BMO03/QT-25-TKB Vinh vién PDT PDT
TKB cia hoc ky
4 |Pon dé nghi didu chinh TKB  |BM04/QT-25-TKB Vinh vién PBT PPT
5 |Don d& nghj gitt 16p/ hoc phin  [BM05/QT-25-TKB Vinh vién PPT PPT




