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I. NOI DUNG QUY TRINH:

1. Muc dich: Quy trinh dugc xay dyng nham chuan hoa viéc to chiic ké hoach dao tao
tu 1ap - trién khai ké hoach giang day, xay dung thoi khoa biéu va theo ddi cong tac to
chuc giang day bac dai hoc tai truong Pai hoc Van Hien.

2. Péi twong va pham vi ap dung:

- Dbi twong ap dung: cac Khoa/trung tdm thuéc VHU va céc trudng thanh vién thudc
HHE c06 lién két dao tao cac chuong trinh bac dai hoc cua VHU.

- Pham vi dp dung: ap dung cho cong tac td chirc ké hoach dao tao bac dai hoc.
3. Can cwr phép ly:

- Quyétdinh sb 979/2022/VHU/QD ngay 27 thang 09 ndm 2022 ctia Hiu trudng truong
Pai hoc Vian Hién vé viéc ban hanh Quy ché ddo tao trinh d6 dai hoc theo phuong thirc
tin chi.

- Biéu d6 dao tao ndm hoc cua VHU.
4. CA&c tir viét tat:

- CCCD : Can cudc cong dan

- CMND : Chung minh nhan dan

- DKHP : Pang ky hoc phan

- GV : Giang vién

- GVCH : Giang vién co hiru

- GVTG : Giang vién thinh gidng

- KHGD : K& hoach giang day

- LHP : Lép hoc phan

- P.QLDT : Phong Quan 1y Pao tao

- P.TCKT : Phong Tai chinh K¢é toan
- SV : Sinh vién

- TKB : Thoi khéa biéu

- TT.KT&PBCL : Trung tdm Khao thi va Pam bao chat lugng
- TIT : Trung tam

- VHU : Truong Pai hoc Van Hién
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5. Quy trinh:
5.1. Luu do quy trinh:
Trich xudt KHGD
hé thong/Khao sat <
nhu cau sinh vién
Diéu chinh
(néu co)

Kiém tra, lap ké hoach
giang day theo hoc ky

A

Xay dung TKB, tao cac 16p hoc phan trén hé thong
UIS, bo tri giang vién tirng hoc ky theo KHGD

v

T6 chire DPKHP trén cong thong tin cho sinh vién

\ 4

Théng ké danh sach cac LHP du/khong du diéu
kién mo 16p gtri vé Khoa/TT/Truong thanh vién

\ 4
Khoa/TT/Truong thanh vién phan héi van ban vé
viéc to chirc cdc LHP khong du diéu kién mé 16p

A 4

Ban hanh TKB chinh thic

I
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Thuc hién thu tuc dé nghi thinh giang
A 4
Diéu chinh TKB

Kiém tra viéc thuc hién
TKB, ti€p nhan nghi day,
day bu, thay doi lich

(néu cd)

Dé nghi thanh toan

Hoan thanh ké
hoach

5.2. M0 ta quy trinh chi tiét:

STT

N@i dung chi tiét

Trach nhiém

Thai gian
thuc hién

Trich xuat ké hoach giang day trén h¢ thng
(doi véi hoc ky chinh)/ Khao sat nhu cau sinh

2,5 thang trudce khi

L | Vien (@i vei hoc ky tang cudng) va chuyén P.QLDT hoc ky bat dau

cac Khoa/TT/Truong thanh vién ra soat

Kiém tra, phan hoi/diéu chinh KHGD vé viéc

bo sung, thay doi hoc phan, 16p hoc phan, si

khong Eﬁagr\]/%icaﬁ h@%ihpﬁ?; ﬁgﬁhth:écn E;Iung Cac 01 tuan ke tir Khi
2. nong xhac vor quy dinh hen hanh, Y| Khoa/TT/Truong | nhan dugc KHGD

dac biét va phan cong GVTG (néu c0). GVTG \ A \

e rs A . N An 2 A A thanh vién tue P. QLDT

phai c6 trinh d6 thac s trg Ién, c6 chuyén mon

phu hop voi hoc phan phu trach va cac quy

dinh hién hanh ve tiéu chuan GV.

Xay dung thoi khoa biéu: xép lich, bd tri P.QLDT A LA g s
3 phong du kién, tao cac lop trén hé thong UIS Céc S:Ctuggnkevtiu nggz

' va gui vé khoa bo tri GV theo thoi khéa biéu | Khoa/TT/Truong hdi KHGD P
da duogc xay dung (cac 16p do GVTG duoc thanh vién
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STT

Ndi dung chi tiét

Tréch nhiém

Thoi gian
thuc hién

xép theo phan cong cua cac don vi & budc 2)

T6 chic dang ky hoc phan cho sinh vién trén
cong thong tin

P.QLDT

06 tuan trudc khi

hoc ky bét dau

X ly két qua dang ky hoc phan cua sinh vién.
Trich xuat danh sach cac Iép hoc phan du/
khong du diéu kién mé 16p theo quy dinh gui
vé Khoa/TT/Truong thanh vién

P.QLDT

03 tuin trudc khi

hoc ky bat dau

- Céc Khoa/TT/Trudng thanh vién phan hoi

bang van ban vé viéc to chirc cac 16p hoc phan

khong du diéu kién mo 16p theo quy dinh

(dugc phé duyét cua cac cap c6 tham quyén)

- P. QLDT thyc hién hay céc 16p hoc phan

dudi si s6 quy dinh va khong cé trong danh

sach cac lop duoc phé duyét gitr lai

Biéu mau:

- Totrinh mé 16p 6 s6 luong sinh vién ding
ky thap hon quy dinh

- Cac
Khoa/TT/Trudong
thanh vién

- P.QLDT

02 tuin trudc khi

hoc ky bat dau

Ra soat cac quy dinh lién quan vé t6 chiic 16p

hoc va tham muu ban hanh TKB chinh thirc

Biéu mdu:

- Thoi khoa biéu

Ho so dinh kém:

- Totrinh ma 16p ¢6 s6 luwgng sinh vién ding
ky thap hon quy dinh da dugc duyét

P.QLDT

02 tuan sau khi hoc
ky bat dau

Cac Khoa/TT/Truong thanh vién thuc hién

thi tuc dé nghi thinh giang:

Biéu madu:

- Pé nghi thinh giang

- Hop ddng giang day (theec hién sau khi é
ngh; thinh gidng duoc phé duyét)

H6 so dinh kém khi trinh:

- Thoi khoa biéu

- Ly lich khoa hoc theo mau caa VHU: cap
nhat théng tin chinh xac trong vong 6
thang tinh dén thoi diém moi giang va phai
6 chir ky cua GV

- CMND hoac CCCD

- Ban sao cdng chung cac vin bang, chuang
chi cua GV theo quy dinh
Luu y: vin bang do cdc truong nudc ngoai

cip phai duoc phién dich va c6 xac nhan cia

Cuc Quan ly chét luong - B6 Gido duc va dao

Cac
Khoa/TT/Trudong
thanh vién

01 tuan sau  khi
thoi khéa biéu ban
hanh
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STT

Ndi dung chi tiét

Tréch nhiém

Thoi gian
thuc hién

tao.

Céac Khoa/TT/Truong thanh vién giri cac yéu
cau vé diéu chinh, cap nhat thoi khoa biéu
(néu co).

P. QLDT xir ly trong 01 ngay ké tir khi nhan

Xuyén suot hoc ky
va ngay khi cé phat
sinh.

bdi voi viéc bao
nghi can thuc hién
truéC ngay phat

. X - Céc sinh it nhat 03
dugc ho so da dugc duyét. . \ \ .
9 Bidu mdu- Khoa/TT/Truong | ngay (trr truong
' N VT thanh vién hop  bat kha
- Phiéu bao doi giang vién :
U P - P.QLDT khang).
- Phiéu bao doi gio day P
T boi vé6i viéc bao
- Phiéu bao lui gio day bl £ A
A i A u, ting tién do
- Phiéu bao nghi - bu - tang tién do in ba o f
- Phiéu bao diéu chinh nhiéu thong tin Can bao truo¢ A
nhat 07 ngay dé
sap xép phong va
théng bdo SV.
NoOp bang diém ve
TT.KT&DBCL
trong vong 10
ngay lam viéc ke
tr ngay két thuc
Céc Khoa/TT/Truong thanh vién thuc hién Céac Iich thi 16p hoc
10. | thu tuc thanh toan thu lao giang day cho | Khoa/TT/Truong | phan phu tréch.
GVTG thanh vién Khi giang vién nop
bai thi, bang diém
trong vong 02 tuan
lam thu tuc de nghi
thanh toan gui vé
P. TCKT.
Trich X}Jét céc 16p hoc phén chérp tién do so - P.QLDT .
11 voi Biéu do dao tao va gui vé Khoa/TT/ - Cac 3 tuan truéc khi
" | Truong thanh vién thyc hién dang ky lich ting | Khoa/TT/Truong | hoc ky ket thic
cuong dé hoan thanh ké hoach dao tao hoc ky thanh vién

Ghi chli: Sau mdi lan xir 1y cac 16p hoc phan do khong du diéu kién mé 16p hodc c6
thay doi ve giang vién, dia diém, P. QLDT can gui tin nhan dén portal SV thudc céac l6p
co xu ly dé SV bicét.
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5.3. Biéu miu kém theo quy trinh:
- Biéu mau 1: Phiéu bao d6i giang vién — Tai xudng tai day
- Biéu méu 2: Phiéu bao d6i gio day — Tai xudng tai day
- Biéu mau 3: Phiéu bao Iui gio day — Tai xudng tai day
- Biéu mau 4: Phiéu bao diéu chinh nhiéu théng tin — Tai xudng tai day
- Biéu mau 5: Phiéu bao nghi - bl - ting tién d6 — Tai xudng tai day
- Biéu mau 6: Thoi khoa biéu — Tai xudng tai day
- Biéu mau 7: Ly lich khoa hoc — Tai xuéng tai day
- Biéu méu 8: Bé nghi thinh giang — Tai xudng tai day
- Biéu miu 9: Hop dong giang day — Tai xudng tai day
- Biéu mau 10: Bé nghi thanh toan — Tai xudng tai day

- Biéu mau 11: T trinh ma 16p ¢6 s6 lugng sinh vién dang ky thap hon quy dinh —
Tai xuong tai day

- Biéu mau 12: To trinh phé duyét cha truong moi thinh giang — Tai xuéng tai day

Il. HIEU LUC THI HANH:

~Quy trinh nay c6 hi¢u lyc tir ngay 02/01/2023. Trong qua trinh thyc hién, néu c6 vudng
mic, cac don vi dé xuat voi Ban Diéu hanh thong qua P. QLDT dé stra ddi, bd sung cho
phtt hop véi tinh hinh thuc té./.

Nguwoi soan thao Nguwoi Soat xét Nguwoi phé duyét
(da ky) (da ky) (da ky)
Phan Cbng Thanh Tran Thi Phwong Thao PGS.TS. Nguyén Minh Dirc

(Ph6 Truong P. QLDT) (Giam dbc Diéu hanh) (Hiéu truong)


https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH01-PhieuBaoDoiGiangVien.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH02-PhieuBaoDoiGioDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH03-PhieuBaoLuiGioDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH04-PhieuBaoDieuChinhNhieuThongTin.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH05-PhieuBaoNghi-Bu-TangTienDo.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH06-ThoiKhoaBieu.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH07-LyLichKhoaHoc.doc
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH08-De%20Nghi%20Thinh%20Giang.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH09-HopDongGiangDay.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH10-DeNghiThanhToan.xlsx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH11-ToTrinhMoLopCoSoLuongThapHonQD.docx
https://vhu.edu.vn/Resources/Docs/SubDomain/qldt/MYH23/QTTCKHDT/VHU.BMKH12-ToTrinhPheDuyetChuTruongMoiThinhGiang.xlsx

