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Chirc danh Giao vu Khoa Phé Trudéng Khoa Trudng Khoa
Hovatén | CN. Truong Thi Béng | PGS.TS Mai Huynh Cang | PGS.TS. Kha Chan Tuyén
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TRUGNG DAL HOC NONG LAM TP.HCM S6 higu: ..../QT-
KHOA CONG NGHE HOA HQC DHNL-K-CN-HHTP
VA THU'C PHAM Lan ban hanh; 01
Ngay ban hanh:

QUY TRINH MOI GIANG VIEN THINH GIANG [ 14/07/20
Téng s6 trang: 5

1. MUC PICH VA PHAM VI AP DUNG

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

- Phyc vu cho nhu céu giang day d6i v6i cac mén hoc ma Bo mén thiéu CBGD hodc chua co
Giang vién co hitu dam nhiém.

- Pa dang hoa dbi ngii, gop phan trao dbi, hoc hoi kién thirc va kinh nghiém giffa giang vién
cta Khoa va giang vién thinh giang.

1.2. Pham vi ap dung:

2. TAI LIEU VIEN DAN:

- Quyét dinh sé 4100/QD-DHNL-BT ngay 30 thang 9 nim 2024 ciia Hiéu trudng veé viée
ban hanh “Quy ché dio tao dai hoc ap dung cho bac dai hoc dao tao theo hé thdng tin chi”;

- Cac K& hoach dao tao hang nim ctia nha trudng;

3. TUNGU VIET TAT:

BM: Biéu mau;

BCN: Ban chi nhiém Khoa

KHGD: K& hoach giang day

CBGD: Can bd giang day

P.PTTCNS: Phong Phét trién t6 chirc nhan su

PPT: Phong Quan ly Pao tao,

GVTG: Giang vién thinh gidng

P.KHTC: Phong Tai chinh ké hoach — dau tu
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4.NOI DUNG

Lap ké hoach moi giang
(1)

A
Trao dbi véi giang vién thinh giang
(2)

A

Ky hop déng thinh giang

Thuyc hién hgp déng

(4)

(3)

4.1. Luu dd

(5)

Thanh 1y hgp dong

4.2. Mo ta
Ngi dung cong viéc Thuc hién HO0 so' luu
Lap ké hoach moi gidng:
Vao ddu mdi hoc ky, Khoa lap ké hoach
giang day.
Bd moén xac dinh cac mon hoc can thinh
giang, xac dinh cac yéu cau dbi voi giang
vién thinh giang (trinh d6 chuyén moén, chirc
danh, ...). Ban chii nhiém Danh sach giang vién
Khoa xét duyét giang vién do Bo mon dé | Khoa thinh giang
nghi, Giao vu Khoa kiém tra hd so va tdng | Trudng B mdén | Cong vin Phong
hop danh sach. Giao vu Khoa PTTCNS
Gido vu Khoa g&i hé so va danh sach moi
giang cho Phong PTTCNS.
Gio vu Khoa tiép nhan phan hdi ctia Phong
PTTCNS. i
Gido vu Khoa chuyén thu moi cho Giang
vién thinh giang.
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N¢i dung cong viéc

Thuyc hién

A
Ho so luu

Trao doi voi giang vién thmh giang:
Chuyén d& cuong chi tiét mon hoc cho
giang vién thinh 01ang, cac qui ché qui dinh

cho gidng vién thinh giang. Ban Chu nhiém
Lan déu Pmbi giang: Khoa Pé cuong mén hoc
i 15511)131(1) ﬁiﬁf = Truéng B6 mén Ho6 so liép quan moi
+ Ban sao co cong chimg Quyét dinh bd | Gido vu Khoa
nhiém, bang cé . o
+ Bin sao ch1$D, CCCD Giang vién thinh
Tir 14n thir 2 moi glang tro di: glang
+ Hop ddng thinh giang
+ Ban sao c6 cdng ching: Quyet dinh b
nhiém, bang cip (néu c6 thay d6i)
Ky hop dong thinh gnang
Trong hai tudn dau tién cia hoc ky: Truéng Khoa
Giao vu Khoa nhan Hop dono thinh glang te|
Phong PTTCNS, ra soét, bo sung néi dung, Gio vu Khoa Hop ddne thinh eidne
in trinh Trudng Khoa ky va guni giéng Vvién | Giang vién thinh GpreRne glang
thinh glano ky giéno
Gi4o vu Khoa chuyén Hop déng thinh giang N
dén Phong PTTCI;IS
Thuc hién hop dong: i i Khoa
Gi4o vu Khoa gtri cho giang vién thinh giang | ~.. i ik o b il
TKB chinh tht'}gc va lici trinh giang day, qui G.l.a ng vién thinh | Thoi khoa bicu
TR glang
che giang day.
Thanh Iy hep dong;
Sau khi nhan bén thanh toan gio glano du
kién tir PPT, GVK kiém tra va phan hoi vé
Phong Pao Tao gid gidng cua GVTG -
Nhén bang Thanh ly hop dong tt Phong gi:gnv?;KKl;l%Z Bing thanh toén gid
PTTCNS, 4 soat, b6 sung ndi dung, trinh Gidng vién thinh | gidng
Trudng Khoa ky va gtri cho Giang vién thinh . °

giang ky sau d6 gui Phong PTTCNS.

GVK gdi bién ban, hé so hop dong thinh
giang, thanh ly thinh glang vé phong
TCKHDT dé thanh toan gid gidng.
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5. BIEU MAU DiNH KEM

Tén biéu mau M3 biéu méu Tho;l.gla.r; Noi luu Phu trich
luu toi thieu

Thoi khoa biéu s \ Vin phong N

Hét hoc ky Khoa Giao vu Khoa
Hop ddng thinh giang 1 ndm Va;}]l)(l::ng Giao vu Khoa
Thanh 1y hop déng 1 ndm Varlégggng Giado vu Khoa
Bang thanh toan gid ’ Van phong ?
gidng 1 ndm Khoa Giao vu Khoa
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