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QUY TRINH LAP KE HOACH GIANG DAY

1. MUC PICH VA PHAM VI AP DUNG

1.1. Muc dich: Qui trinh nay duwgc xay dung nhim:

- Hoan thién viéc 1ap ké hoach gidng day hoc ky tai Khoa.

- Thye hién ding ké hoach theo timg hoc ky, ding tién d6 ctia chuong trinh dao tao.

1.2. Pham vi dp dung:

Cac B mon thude Khoa.

2. TAI LIEU VIEN DAN:

- Quyét dinh s6 4100/QD-DHNL-DT ngay 30 thang 9 nim 2024 cua Hiéu truong vé viée
ban hanh “Quy ché d4o tao dai hoc 4p dung cho béc dai hoc dao tao theo hé thdng tin chi”;

- Cac Ké hoach dio tao hang nim ctia nha trudng;

3. TUNGU VIET TAT:

BM: Biéu miu;

BCN: Ban chi nhiém Khoa

CVHT: C van hoc tap

TLQLSV: Tro ly quan ly sinh vién

CTDT: Chuong trinh dao tao;

KHGD: K& hoach giang day

CBGD: Can bo giang day

DKMH: Ping ky mén hoc

PDT: Phong Quan ly Pao tao;
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4. NOI DUNG

K& hoach du thao

(1) Sinh vién dang ky mo6n hoc
% (5)
A
Lap ké hoach giang day hoc ky
() 3
Céng bd TKB chinh thic
(6)
A
Phén cong CBGD
3)
Thyc hién giang day
(7)
Thoi khoa biéu du kién

(4)

4.1. Luu db

4.2. Mo ta
N§i dung cdng vi¢c Thuyec hién HOb so' luu
Ké hoach du thao:
Can cir vao cac cong viée thyc hién trong | Ban chu nhiém ,
hoc ky va khung chuong trinh dao tao, Ban | Khoa K€ hoach giang day

chi nhiém Khoa, Giso vu Khoa du thao ké
hoach giang day.

Giao vu Khoa

Lap ké hoach §iéng day hoc ky:

- GVK nhin ké hoach giang day du kién tir
PDT.

- Dua vao Khung chuong trinh dao tao, Gido
vu Khoa ra soat, kiém tra cac mén hoc trong
hoc ky va cidc mon hoc trong hoc ky trude
con lai chua dugc thuc hién giang day.

Ban chu nhiém
Khoa
Giao vu Khoa

Cong vin dao tao
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Ngi dung cong viéc

Thuye hién

A
Ho so luu

Phan cong CBGD:

- Gi4o vu Khoa gtri ké hoach giang day hoc
ky dén ttmg Bo mén phy trach mén hoc dé
phan cong CBGD.

- Truéng B§ mén giri phan hdi phan cong
CBGD vé GVK d tng hop.

- Trudng Khoa ky duyét va Gido vu Khoa
g(’yZi cho Phong Pao Tao dé xép thoi khoa
biéu.

Ban chi nhiém
Khoa

Trudng Khoa
Trudng B6 mén
Gido vu Khoa

Bang phan cong CBGD

Thoi khéa biéu du kién:

Gi4o vu Khoa nhan TKB du kién tir PDT va
théng bao dén cac GV dé kiém tra, didu
chinh (néu c9).

Giang vién phan hdi cho GVK theo ding
thoi gian qui dinh.

Gido vu Khoa téng hop diéu chinh, Trudéng
Khoa ky duyét.

Gi4o vu Khoa gdi phan hdi vé PDT

Truong Khoa
CBGD
Giao vu Khoa

TKB du kién c6 diéu
chinh

Sinh vién ding ky mén hoc:

GVK nhén thong bao ding ky mon hoc tir
PDT.

Giao vu Khoa thong bao dén Tro 1y QLSV,
CVHT dé tu van hd trg SV trong thoi gian
DKMH. .

Sinh vién ¢6 nhu ciu mé bd sung mén hoc,
ting sb luong nhom lam don dé nghi giri GV
phu traich mén hoc ddng y, Truéng BM ky
x4c nhan va guri dén GVK.

GVK trinh Truéng Khoa ky duyét va g
PDT xem xét m& 16p.

Trudéng Khoa
Truéng BM
Giao vu Khoa
TLQLSV

C6 véan hoc tap
Sinh vién

Coéng van Phong Quan
Ly Pao Tao

Céng bo TKB chinh thire:

Sau khi SV ding ky mén hoc xong, PDT gin
TKB chinh thirc dén Khoa.

Gido vu Khoa gii TKB chinh thitc cho
CBGD qua email hodc CBGD xem TKB trén
Website ciia PDT.

Gido vu Khoa
CBGD

Thot khoéa biéu

Thue hién giang day:

Giang vién thyc hién giang day theo TKB da
duoc phan cong.

Trong subt thoi gian gidng day, néu GV
khéng tham gia 16p theo TKB thi giri email
théng bao dén GVK va Phong Thanh Tra ghi
15 ly do ving va thdi gian day bu.

CBGD
Phong Thanh Tra
GVK
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5. BIEU MAU DiNH KEM

Tén biéu méu M3 bidu miu Tho;l.gla.'; Noi luu Phu trach
luu toi thiéu 5
Ké hoach giang day HK Héthooky | " xPrO" | Gido vu Khoa
Céng van dao tao Hét hoc ky Vé}g})g:ng Giao vu Khoa
Thoi khoa bidu Hét hoc ky Vé;ﬁi‘:ng Giso vu Khoa
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