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I. NOI DUNG QUY TRINH:
1. Muc dich:

Quy trinh nay nham thdng nhat cach té chuc, trién khai hoat dong dao tao ding
tién d6 ké hoach va thuc hién ding cac quy ché, quy dinh hién hanh cua truong Pai
hoc Van Hién.

2. Poi twong va pham vi ap dung:

- Déi tuong 4p dung: cac Truong thanh vién thudéc HHE co lién két dao tao cac
chuong trinh bac dai hoc cua VHU.

- Pham vi 4p dung: 4p dung cho cong tac to chirc, quan 1y dao tao tir viéc 1ap ké
hoach giang day dén xét va cong nhan tét nghiép.

3. Can cu phap ly:

- To trinh 56 20.2020/TTr-HHE ngay 24/12/2019 vé viéc lién két tuyén sinh va dio
tao véi céc déi tac.

- Thong tu s6 08/TT-BGDDT ngay 18/3/2021 cua B Gido duc va Pao tao vé viéc
ban hanh Quy ché dao tao trinh do dai hoc.

4. Cac tir viét tit:

- P.QLDT : Phong Quan 1y Pao tao VHU

- TT.CSNH : Trung tdm Cham s6c Nguoi hoc VHU
- TT.KT&DPBCL : Trung tdm Khao thi & Pam bao chit lugng VHU
- GV : Giang vién

- GVCH : Giang vién co hitu

- GVTG : Giang vién thinh gidng

- SV : Sinh vién

- CTDT : Chuong trinh dao tao

- KHGD : K& hoach giang day

- DKHP : Pang ky hoc phan

- TKB : Thoi khoa biéu

- CbR : Chuén dau ra

- GDQP-AN : Gido duc qudc phong — An ninh
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5. Quy trinh:
5.1. Lwu d6 quy trinh:
Cong bé CTDT va
KHGD theo ting <
hinh thirc dao tao
Diéu chinh
(n€u cb)

Lap ké hoach giang
day theo hoc ky

Xay dung TKB, bd tri giang
vién tung hoc ky theo KHGD
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Té chitc DKHP cho sinh vién

Ban hanh TKB chinh thirc
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Kiém tra viéc thuc hién
TKB, tiép nhan nghi
day, day bu, thay d6i

lich

Scan va ghép diém

A 4

Xt ly hoc vu theo hoc ky

!

|
Diéu chinh
TKB
(n€u co)
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l

Xét va cong nhan tot nghiép

\4

Kiém tra, ddi chiéu thong tin

nghiép

5.2. M6 ta quy trinh chi tiét:

Cép phét bang tot

Thai gian thuc

Stt N@i dung chi tiét Trach nhiém hign
- Cac Truong
P.QLDT cung cap CTDT va KHGD tung hinh | thanh vién giri | Khi cac Truong
1. thirc dao tao theo yéu cau cua cac truong thanh | yéu cau c0 ke hoach
vién thuc hién tuyén sinh - P.QLDT cung | tuyénsinh
cap
7 L 4 tuan truée khi
5 P.QLDT f:huyén K!—IGDW du kién den cac P.QLDT nhap hoc hoic
Truong thanh vién dé chuan bi hoc ky. hoc ky bt dau
Xay dung TKB va bo tri GV dap (ng chuan ‘
3 quy dinh. Uu tién moi GVCH cia VHU. Khéi | Cac Trugng thanh | 3 tuan trude khi
' luong GVTG khong vuot qué 50% khéi lugng | vién hoc ky bat dau
CTbT
Ping ky hoc phén cho sinh vién, xt ly két qua 5 tuan trusc khi
4, dang ky hoc phan cua sinh vién theo danh sach | P.QLDT

cac Truong thanh vién cung cap

hoc ky bat dau
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Stt

Ndi dung chi tiét

Trach nhiém

Thoi gian thuc
hi¢n

Ban hanh TKB chinh thtrc, xuit hop dong
giang day chuyén céac truong thanh vién thyc
hién ho so dé nghi moi giang.

Ho so

- Thei khéa biéu

- Pé nghi thinh giang

- Ly lich khoa hoc

- Hop ddng giang day

- Thanh ly hop dong giang day

- Ban sao cac van bang ching chi caa GV
theo quy dinh.

- P.QLDT
- Cac truong
thanh vién

2 tuan sau khi
hoc ky bat dau

P.QLDPT va cac truong thanh vién kiém tra
viéc thuc hién hoat dong giang day:

- Biéu d6 ké hoach dao tao timg nim da duoc
phé duyét

- Théng bao mot s6 quy dinh vé giang day
truc tuyén.

- Théng b4do mé& céc 16p hoc phan dudi sb
lugng quy dinh.

- Céc théng bao khéac co lién quan/ cac théng
bao theo tinh hinh thyc té.

- Cac truong
thanh vién
- P.QLDT

Xuyén sudt

Céc trudong thanh vién gui cac yéu cau vé diéu
chinh, cap nhat thdi khoa biéu (néu co).
P.QLDT xir Iy trong 2 ngay sau khi ra soat hd
S0.

Biéu mdu:

- Phiéu bao déi giang vién

- Phiéu béo doi gio day

- Phiéu béo lui gio day

- Phiéu bao diéu chinh nhiéu thang tin

- Phiéu bao nghi - bu - ting tién do

- Cac truong
thanh vién
- P.QLDT

Ngay khi co
phat sinh

Céc truong thanh vién phoi hop TT. KT&
DBCL t6 churc thi, chim bai va ndp bai theo

- Céac truong
thanh vién

Theo quy dinh
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Stt

Ndi dung chi tiét

Trach nhiém

Thoi gian thuc
hi¢n

quy dinh.

P.QLDT tiép nhan bang diém tor TT.KT
&DBCL va scan, ghép diém trén phan mém.
Xt Iy khiéu nai diém:

- Cac truong thanh vién tiép nhan thdng tin
tir SV sé& chuyén dén TT.KT&DPBCL kiém
tra. TT.KT&DBCL phdi hop P.QLDT dé
phan hdi cac truong thanh vién.

- Truong hop GV can diéu chinh diém: GV
thuc hién bién ban diéu chinh gui
TT.KT&DPBCL (kém minh chang) kiém
tra, Xac nhan => Truéng P.QLDT ra soat va
x4c nhan dé nhap diém diéu chinh.

- Trudng hop SV ¢6 yéu cau phic khao: SV
thuc hién don phlc khao va chuyén
TT.KT&DBCL thuc hién cac budc theo
quy dinh.

Biéu mau:
- Bién ban sira diém hoc phan
- Don xin phuc khao bai thi

- TT.KT&DBCL
- P.QLDT

Cong bd danh sach SV du kién xtr 1y hoc vu
theo quy ché dén cac truong thanh vién tuong
tac sinh vién va gii xac nhan dé P.QLPT tham
muu ra quyét dinh

- P.QLDT

Cudi mdi hoc
ky

10.

Tiép nhdn cc hd so vé tam ngung hoc - bao
luu két qua hoc tap, mién hoc - chuyén diém,
cap bang diém

Biéu madu:

- DPon xin nghi hoc tam thoi

- Pon dé nghi mién hoc - chuyén diém

- Don xin thoi hoc

- DPon xin xem xét

Céc Truong thanh
vién tiép nhan va
chuyén dén
TT.CSNH thuc
hién theo quy
trinh (vi co lién
quan nhiéu don vi
xdac nhan)

Khi ¢6 phét
sinh yéu cau
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Thoi gian thuc

Stt Ni dung chi tiét Trach nhigm hien
- Pon dé nghi nhap hoc tr lai
Xét, cong nhan tot nghiép cho sinh vién. Piéu
kién dugc cong nhan tdt nghiép:
- Hoan thanh CTDT
- Hoan tat CBR: ngoai ngit, tin hoc
- Co0 chang chi GDQP-AN (khong ap dung
d6i voi van bang 2)
- Pay du ho so sinh vién _ -
n - Hoan tat nghia vu hoc phi - Sinh vién cudi mai hoc
- - Cacd i lién . '
Truong hop sinh vién da hoan thanh CTDT j;n onvi ky
nhung chua hoan thanh yéu cau CBR c6 thé f
ding ky cép gidy chimg nhan hoan thanh
CTDT.
Biéu mdu:
- Pon dé nghi x4c nhan hoan thanh chuong
trinh hoc
- Pon xin xét va cong nhan tét nghiép
Sinh vié Trong vong 1
- Sinh vién A LA fh e
A A 1:2 Y : tuan ke tu nga
Thyc hién viéc kiém tra, doi chiu thong tin ca | - Cac truong ,a © u’, day
12 nhan SV trude khi ra quyét dinh va in 4n ban > ia €6 danh sach
quyet di g | thanhvién dur kién tét
- TT.CSNH nghiap
Trong 3 thang
13. | Cap phat bang tét nghiép cho sinh vién _ TT.CSNH ké tir ngay c6

quyét dinh

5.3. Biéu miu kém theo quy trinh:

- Biéu mau 1: Phiéu bao déi giang vién (download tai day)

- Biéu mau 2: Phiéu bao doi gid day (download tai day)

- Biéu mau 3: Phiéu béo Iui gio day (download tai day)

- Biéu mau 4: Phiéu bao diéu chinh nhiéu théng tin (download tai day)



https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM01_QLDT_PhieuBaoDoiGiangVien.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM02_QLDT_PhieuBaoDoiGioDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM03_QLDT_PhieuBaoLuiGioDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM04_QLDT_PhieuBaoDieuChinhNhieuThongTin.docx
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- Biéu mau 5: Phiéu bao nghi - bu - ting tién d6 (download tai day)

- Biéu mau 6: Hop ddng giang day (download tai day)

- Biéu mau 7: DBé nghi thinh giang (download tai day)

- Biéu mau 8: Ly lich khoa hoc (download tai déy)

- Biéu mau 9: Thoi khéa biéu (download tai day)

- Biéu mau 10: Bién ban sira diém hoc phan (download tai day)

- Biéu mau 11: Pon xin phtc khao bai thi (download tai day)

- Biéu mau 12: Pon xin nghi hoc tam thoi (download tai day)

- Biéu mau 13: Pon d& nghi mién hoc - chuyén diém (download tai day)

- Biéu mau 14: Pon xin thoi hoc (download tai day)

- Biéu mau 15: Pon xin xem xét (download tai day)

- Biéu mau 16: Don dé nghi nhap hoc tré lai (download tai day)

- Biéu miu 17: Pon d& nghi x4c nhan hoan thanh chwong trinh hoc

(download tai day)

- Biéu mau 18: Pon xin xét va cong nhan tét nghiép (download tai day)
1. HIEU LUC THI HANH:

Quy trinh nay c6 hiéu luc tir ngay 07/3/2022. Trong qua trinh thyc hién, néu co
vuéng mic, cac don vi dé xuit v6i Ban Diéu hanh thong qua phong QLDT dé sta
d6i, bd sung cho phu hop véi tinh hinh thuce té./.

Nguwdi soan thao Nguwoi phé duyét
(da ky) (da ky)
Phan Cong Thanh Tran Thi Phwong Thao

(Ph6 Trudng P.QLDT) (Giam dbc Biéu hanh)



https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM05_QLDT_PhieuBaoNghi-Bu-TangTienDo.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM06_QLDT_HopDongGiangDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM07_QLDT_DeNghiThinhGiang.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM08_QLDT_LyLichKhoaHoc.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM09_QLDT_ThoiKhoaBieu.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM10_QLDT_BienBanSuaDiemHocPhan.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM11_QLDT_DonXinPhucKhaoBaiThi.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM12_QLDT_DonXinNghiHocTamThoi.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM13_QLDT_DonDeNghiMienHoc-ChuyenDiem.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM14_QLDT_DonXinThoiHoc.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM15_QLDT_DonXinXemXet.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM16_QLDT_DonDeNghiNhapHocTroLai.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM17_QLDT_DonhoanThanhChuongTrinhHoc.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/2022/Quy%20tr%C3%ACnh%20PHDT%20voi%20HHE/BM18_QLDT_DonXinXet&CongNhanTotNghiep.docx

