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1. MUC PiCH
Quy trinh nay nham cu thé hoa cac budc thuc hién~ viéc giao khoi lugng doi voi
gido vién, giang vién trudong Cb Cong nghiép Phic Yén moi hoc ky.

2. PHAM VI AP DUNG
Quy trinh nay 4p dung cho cac khoa dao tao, cac phong chirc ning lién quan dén
viéc giao khéi luong gido vién truong Cao dang Cong nghiép Phiic Yén.

3.CAC TU VIET TAT
- MH: Hoc phan/ moén hoc/ mé dun;
- GV: Giao vién, Giang vién;
- P: APhc‘mg; ) ‘
4. TAI LIEU THAM KHAO (bao gom tai liéu bén ngoai, dac bi¢t 1a van ban phap quy).
- K& hoach dao tao céc nganh, cac h¢ trong nam hoc.
- Co c4u va bién ché cac t6 bd mon trong trudng.
- Quy ché chi tiéu noi bo hién hanh.
- Quy dinh chtrc nang nhiém vu cac don vi trong truong.

5.NOI DUNG QUY TRIiNH
5.1. Luu do.
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TRACH NHIEM LUU PO BIEU MAU THOI GIAN
Phong Pao tao Lap danh sach MO01-QT.03/PT | Thang 5 va thang 12.

cac MH can
giang day

Khoa quéan ly moén
hoc

»
»
N

y

Phan cong GV
giang day

MO01-QT.03/DT

Thang 5 va thang 12.
(2 tuan cuoi)

Phong Dao tao - M01-QT.03/DT | Thang 6 va thang 12.
- M02-QT.03/DT
| Pa hop ly

- P. 2o tao. M02-QT.03/DT Dau hoc ky
- Khoa; Trién khai va

diéu chinh
- Hi¢u trudng.
- P.Dao tao; - M03-QT.03/DT | Théng 10 va thang 3.
-P. TC-HC; Phé duyét
- P.KHCN-DN;
- Khoa.
P. Bao tao. - M02-QT.03/BT

MO03-QT.03/BT
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5.2. Dién giai
5.2.1. Lap danh sdich cic MH cin giing day

- ’Ph(‘)ng Dép tao can ¢t ké hoach dao tao, can ctr két qua dang ky hgc phén, Xac
dinh kho1 luong can giang day trong hoc ky, 1ap Bang danh sach MH chuyén cac Khoa
phan cong GV (gui ban mém).

- Thoi diém thuc hién:

. Déi v6i khoa cii: 2 tuan dau thang 5 d6i v6i hoc ky 1, 2 tudn dau thang 12 d6i
v61 hoc ky 2 nam hoc.

. Bdi v6i khoa méi: 2 tuan cudi thang 8 ddi véi Hoc ky 1, 2 tuan dau thang 12 ddi
vo1 hoc ky 2.

5.2.2. Phan cong GV giang day

- Truong khoa can ctr nang lyc gido vién, can cir danh sach hoc phan, mon hoc,
mod dun can giang day trong hoc ky do phong Pao tao chuyén téi, phan cong gido vién
giang day, dam bdo tinh can doi trong t6 bd mon. Gui ban mém va ban ciing vé phong
Dao tao.

- Thoi diém thuc hién: Hai tuan cudi thang 5 dbi véi hoc ky 1 cua khoa cii, tuan
dau thang 9 do61 vdoi khda maéi; Hai tuan cudi thang 12 déi1 véi hoe ky 2 nam hoc ca khoa
cti va khoa moi.

5.2.3. Kiém tra tinh hop Iy trong phin céng.

- Phong Pao tao can cit Bang co cdu gido vién, giang vién khoa, cin cir két qua
phan cong cua Khoa thé hién trén Bang danh sach mon hoc, kiém tra sy hop ly vé viéc
phan bo khdi luong trong té bd mon, dam bao cac GV khong qua chénh léch vé sb gio
duogc giao. Néu phat hién chua hop 1y, dé nghi Khoa phan cong lai. Néu di hop 1y, ciing
cac khoa trién khai giang day va diéu chinh khi c6 cac phat sinh.

- Thoi diém thuc hién: Hai tudn dau thang 6 doi Vé‘i,h(_)C ky 1 cta khoa ci, tuan
thtr hai thang 9 doi voi hoc ky 1 cua khoa méi; Hai tuan cudi thang 12 doi véi hoe ky 2
nam hoc ca khoa cii va khoéa méi.
5.2.4. Trién khai va diéu chinh.

Khi ¢6 bién dong vé khdi lwong nhu thanh 14p méi cac 16p hay diéu chuyén khdi
luong gitra cac GV, phong Pao tao va cac Khoa lién quan tién hanh céac thu tuc phan
cong giang day hop 1y, cap nhat Bang theo doi khoi luong hoc ky.

5.2.5. Phé duyét.
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Khi viéc dang ky hoc tap cia HSSV da 6n dinh, da cd dinh dugc sé 16p cua hoc
ky, phong Dao tao 1ap Bang giao khdi lugng giang day hoc ky, trong dé xac dinh khéi
luong giang day thira, thiéu cua ting gido vién, giang vién. Cac khoa kiém tra, ldy chit ky
cta timg GV chuyén phong Pao tao trinh Hiéu trudong phé duyét va cap nhat Bang theo
ddi khdi lwong hoc ky sau khi dugc phé duyét.

- Thoi diém thuc hién: Thang 10 d6i voi hoe ky 1; Thang 3 déi véi hoc ky 2 nim
hoc.

5.2.6. Luu ho so.

Bang giao khoi luong giang day hoc ky sau khi duoc phé duyét dugc luu tai
phong Dao tao va cac Khoa dé€ lam can cu tinh toan thura gid theo quy dinh.
6. HO SO

B¢ phan
‘ Mi sb Thoi gian Phuong | = i
STT| Tén hd so Dl g Noi Iru phép n
bi€u mau lwu R trach
huy n
nhiém
Bang  giao | M01-QT.03/DT | Luu  dén | - Hiéu trudng; Chuyén
khoi  lugng k’hi hoan | - P. TC-HC; vién phu
1 giang day tat thu tuc | - Phong Dao trach
hoc ky. thanh toan | tao;
khoi lugng | - P. TC-KT,;
nam hoc. - Cac Khoa.
Bang theo doi | M02-Qr.03/pT | Luu  dén | Phong Dao tao Chuyen
.. khi  hoan vién phu
) khoi lwong tat thu tuc trach
hoc ky thanh toan
khoi luong
nam hoc.

7. BIEU MAU BAN HANH

STT M4 hiéu Tén biéu miu
1 MO01-QT.03/BT Bang danh sach mon hoc
2 MO02-QT.03/DT Bang theo doi khdi luong hoc ky.
3 MO03-QT.03/PT Bang giao khéi luong giang day hoc ky.




