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1. Muc dich va pham vi ap dung
a. Muc dich

Quy trinh nay huéng dan viéc xay dyng va trién khai thyc hién ké hoach dao tao
toan khoa hoc cho tirng 16p nham dam béao viéc thuc hién dugc khoa hoc, chinh xac va
dung quy dinh; viéc phan cong giao vién giang day ding va phu hop voi nang lyc cua
gido vién; viéc sip xép bd tri cac MH/MD phu hop, logic,...giip cho cong tac t6 chuc
dao tao dam bao dung quy dinh, hi¢u qua, chat luong.

b. Pham vi ap dung

Quy trinh nay 4p dung cho Phong Pao tao, cac Khoa nghé, cac don vi lién quan va
cac gido vién cua truong Cao dang Kinh t€ K¥ thuat Té Hi¢éu Hung Yén.

2. Pinh nghia va tir viét tit
a. Pinh nghia:

- Ké hoach ddo tgo: 13 van ban cu thé hoa chuong trinh dao tao, thé hién toan bod
thoi gian, hoat dong cua chuong trinh dao tao; xac dinh thoi diém bat dau va két thic cua
mdi hoc ky, ndm hoc, khéa hoc; thoi gian, thoi lugng dao tao cdc mon hoc, md dun, tin
chi pht hop véi chuong trinh dao tao; thoi gian ddo tao 1y thuyét, thuc hanh, thyc tap; ké
hoach va t6 chtic céc hoat dong thi, bao v¢ chuyén dé, khéa luan tot nghiép (néu c6); thoi
gian thi hét mon hoc, md dun, thi tét nghiép; thoi gian nghi he, 18 tét, khai giang, bé
giang; thoi gian hoc tip ngoai khéa va mot s noi dung khdc tiry theo tirng nganh, nghé.

- Tién dg dao tago: 1a ké hoach thé hién tém tat toan bo tién do thyc hién noi dung
hoat dong cua tirng 16p hoc cua truong theo ting tuln, timg thang trong thoi gian cua
mot nam hoc, lam co s¢ cho viée xdy dung thoi khoa biéu hoc tap. Tién d6 dao tao cua
truong dugc xay dung trén co s& tién do dao tao cla ting khoa/don vi can ctr vao chuong
trinh va ké hoach ddo tao.

- Thoi khoa biéu: 1a loai ké hoach ghi chép thoi gian hoc tap cu thé cho ting ngay
trong tuan cua ting 16p hodc cua timg chuong trinh dio tao. Thoi khéa biéu c6 thé 6n
dinh trong mot hoc ky hoac mot nam hoc.

b. Tir viét tit

Qb Quyét dinh KHDT Ké hoach dao tao
TC-HC | T6 chtic - Hanh chinh TPDT Tién d6 dao tao
PDT Phong Pao tao KHGV K¢é hoach gio vién

Cong tac hoc sinh,

CTHSSV | .= " TKB Thoi khoéa biéu
sinh vién

3. Luu d0 (Xem trang 3)
4. Pac ta (Xem trang 4 - 5)

5. Céc biéu miu/ huéng din kém theo (Xem trang 6)
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PAC TA: QUY TRINH LAP, VAN HANH KE HOACH PAO TAO VA THOI KHOA BIEU
Pon vi phu trach: Phong Dao tao

s o . . O Ghi chua
Nhan vio Tir ai Lam gi 7 B6 phan Keét qqa/ Chuyén den (Yéu chw/gidi
) (Thoi gian, dia diém) thue hién san pham dau/cho ai thich/ phuong
tién/biéu mauv/...)
Qb Ph¢ PRT (chutr). | - thao KHDT
ong \ , u thao
thanh lap 16p CTHSSV 1. Dy thao KHDT khoa hoc KPoa A khod hoc BGH
chuyén mon
Dy thao KHDT PDT 2. Phé duyét KHDT BGH KHDPT khod hoc | PDT, Khoa BM27.01
(da duyét) chuyén mon
, < L Du thao TBDT
3‘. Du ,thao TPDT nam hoc do1 voi PDT nim hoe cho BGH
tung 16p \ .
tung 16p

Du thao TDDT TPDT nam h PPT, Kh

v thao PDT 4. Phé duyét TDDT nam hoc BGH - ham hoc > 1od BM?27.02
nam hoc (da duyét) chuyén mon
KHDT 5. Dy thao KHGV cho tung 16p, Khoa ,

va TDDT PRT tung hoc ky chuyén mon Dy thio KHGV BGH

Du thio KHGV Khoa ' ¢ phe duyet KHGV BGH KHGV PDT BM27.03
chuyén mon (da duygét)
n PDT (chu tri), o
KHGV od 7. Du thio TKB Khoa Du thio TKB od

chuyén mon

chuyén mon

chuyén mon




TKB PDT, Khoa
Du thao TKB PDT 8. Phé duyét TKB BGH (d3 duyé) chuyén mon, BM?27.04
s Phong TC-HC
, _ PDT, : . BM27.05,
9. T6 chuc thuc hién theo KHDT, Lich giang day, >
TPDT va TKB Khoa Gido 4n BM27.06,
chuyén mon BM27.07
10. Luu trix PDT

Cac viin ban lién quan (cAp truong va cap quan 1y):

Thong tu s6 04/2022/TT-BLDTBXH ngay 30/3/2022 cua Bo
Lao dong-Thuong binh va Xa hoi quy dinh viéc t6 chirc ddo tao
trinh d trung cip, trinh do cao dang theo nién ché hoic theo
phuong thurc tich Ity mo-dun hodc tin chi.

Quyét dinh s 810/QD-CPTH ngay 07/12/2022 cita Truéng CD
KT-KT T6 Hi¢u Hung Yén vé viéc ban hanh Quy ché dao tao trinh

d6 trung cp, trinh d6 cao dang theo phuong thue tich liy mo dun

hoic tin chi; quy ché kiém tra, thi, xét cong nhén tot nghiép.




CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu miuw/Ho so Ky hiéu
1 Ké hoach dao tao BM27.01
2 Tién d6 ddo tao BM27.02
3 K¢é hoach gido vién BM27.03
4 Thoi khéa biéu BM27.04
5 Lich giang day BM27.05
6 Gido 4n tich hop BM27.06
7 Gido 4n 1y thuyét BM27.07




BM27.01

UBND TINH HUNG YEN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HUNG YEN Poc 1ap — Tu do — Hanh phiic
KE HOACH PAO TAO
Nghé dA0 ta0:. .o, Mangh€: .....cooovviieieeee

1 A \

rin 0 dao tao:

14 2 7 ?
3 B/\' t t A * ( N A A \ %% ’ A .

01 tuong tuyen sinh: (trin 0 nocvan tam can cu tuyen Sin

*A \

uc tieu dao tao:
........................................................................................................................................................................................................................
........................................................................................................................................................................................................................
........................................................................................................................................................................................................................
............................................................................................
........................................................................................................................................................................................................................

.........................................................................................................................................................

5. KO NOC: . e e e e e e e e e e e e e e e ettt ——————————————————aeeeeeeeeeeteteteettttttetttttr ——————————————————————

6. Thoi gian khod hoc: .......ndm (tir ...... [ood.dén /)

7. Thot gian hoc tap:........ tuan, trong do6 thoi gian 0n, kiém tra hét mon hoc/mo-dun, thoi gian On, thi tbt nghiép: ........ gio.
8. Thoi gian khai, bé giang, nghi 18, nghi he va dw phong:.............. tuan

9. Quyét dinh phé duyét chuong trinh:

..................................................................................................................................................................

..................................................................................................................



BM27.01
HUONG DAN SU DUNG

Bang ké hoach dao tao trinh do trung cép, trinh do cao déng dugc Phong dao tao xay dung vao dau khoa hoc va dugc Hiéu
truong phé duyét va thong bdo cong khai cho gido vién va hoc sinh/sinh vién vao thoi diém mo dau ciia khoa hoc.

Phwong phap ghi

1. Muc tiéu dao tao ghi dung nhu muyc tiéu ddo tao trong chuong trinh day nghé trinh d6 trung cép, trinh do cao dang di duoc
phé duyét.

2. Quyét dinh t6 chirc khoa hoc: ghi sb va tén Quyét dinh cta nguoi dimg dau co s¢ GDNN phé duyét to chirc khoa hoc.

3. Lich hoc toan khod céc co s& quy dinh cac ky hiéu cu thé cho timg ndi dung sao cho khong tring lip.

4. Phan bo thoi gian hoc tap theo ting trinh do trung cip, trinh d6 cao dang 5. Lich thi tot nghiép phai cu thé, thong bao day du
ndi dung thi tot nghiép, du kién thoi gian thi, hinh thirc, phuong phap danh gia cho gido vién va hoc sinh, sinh vién vao thoi diém mo
dau kho4 hoc. . )

I. LICH HOC TOAN KHOA

Théng
Tuan | 1 2 3 4 S | e, 46 47 48 49 50 51 52
Nam hoc
1
11
111
10%
Ghi chii:
I — — —
Hoat dong dau khoa ~ Mon hoc /mé dun Nghi he Nghi tét
Dy phong Kiém tra ket thuc Thi tot nghiép Thyec tap tai

MB/MH tot nghiép

( Quy dinh cac ky hiéu sao cho khong trung lap)



IL.PHAN BO THOI GIAN HQC TAP

BM27.01

(Ky, déng dau)

LY K¢ hoach giing day
T Céc mon hoe Tong so thuyé ¢ Thuc Thi hoc ky Nam 1 Nam 2 Nam 3
: (gio) ( %’) hanh (gio) (gio) Hoc Hoc Hoc Hoc Hoc Hoc
g ky1 | ky2 | ky3 | kv4 | kvy5 | ky 6
Téng 50
THI TOT NGHIEP
. A ) Duy kién thoi gian thi tot nghiép .
?% N i ' | Thoi gian on | Thoi gian thi | K&hogch thi | Hinh thitc Phg;rilg pigap Ghi chi
' thi (ngay) (Gio) (tir.....dén..) &
S ——
2
3
.............. ngay........thang.........nam...........
HIEU TRUONG



BM27.02

UBND TINH HUNG YEN
TRUONG CP KT-KT TO HIEU HUNG YEN )
TIEN PO PAO TAO
NAM HOC: ................
TT Thang
Tuin | 1 | 2|3 |4 |56 47 148 14950 | 51|52 | . o
Tungay | | | | ||
LOP dén ngay

Ghi chu: ( Quy dinh céc ky higu cu thé cho tirng néi dung sau sao cho khéng bi triing lip )

T ] — —
Hoat dong dau khoa  Mon hoc /mé dun Nghi he Nghi tet
Dy phong Kiém tra ket thuc Thi tot nghiép Thuec tap tai
MB/MH tot nghiép
Ngay......thang......ndm HIEU TRUONG

PHONG PT ( Ky tén, dong déu)



BM27.03
TRUONG CP KT-KT TO HIEU HUNG YEN
KHOA:
KE HOACH GIAO VIEN
NAM HOC............. HOCKY...oo.........
BO TRI GIANG DAY Céc nhiém vu khac . SO SANH
4 2 Gio
Thang Tong .
: - Tuin 1123 2526 Sb Quy | §g4ig | UCU
SO HO VA TEN — =L -5 doi ., chuan . .
TT|  gido vién Moén 80 | NOIDUNG | thanh | 2808 | oo | 10 | Gio
hoc, L glang " trong thira | thi€u
Mo- | P S0 | hocky | 4
dun glang in
1 2 3 4 5 6 7 8 9 10 11 | 12
Ngay thang nam
HIEU TRUONG TRUONG KHOA, BO MON
(Ky tén, dong dau)



UBND TINH HUNG YEN
TRUONG CP KT-KT TO HIEU HUNG YEN

THOI KHOA BIEU HQC KY ... NAM HQC

BM27.04

(Thuee hién tir ngay ... .../ ..o oo den ngay .../ oot ........)
Giao Thi/ngay, thang
T | Tén | Phong | vién (Thir ) 2 3 5 6 Chii nhat
T lop hoc chu - -
nhiém | (Ngay/thang)
........ Xevovoooo e X [ X o X e X
2
Ghi chi: X. Thoi gian hoc, sé tiét bé tri, tén mon hoc, tén gidng vién day
Ngay thang  nam
PHONG PAO TAO HIEU TRUONG



TRUONG CP KT-KT TO HIEU HUNG YEN

BM27.05

LICH GIANG DAY S6 gid cia mod dun
Hoc ky: Mon hoe/ M6 dun: S6 gior da giang cua ky trudc
Nam thtr : Gido vién: S6 gior da giang trong hoc ky
Nam hoc: S6 gio con lai
TT ] TG thuc hién .
Bai giding Toém tat ndi dung S6 gi Lép... Cong viéc chuan bi Shl:jl
1.
2
3
4.
5
TRUONG KHOA TO BQ MON Ngay  thang  nam

GIAO VIEN



BM27.06

UY BAN NHAN DAN TiNH HUNG YEN
TRUONG CAO PANG KINH TE KY THUAT TO HIEU HUNG YEN

SO GIAO AN

TICH HQP




Thot gian thuc hi€n: .....ooooiiiiiiiiiiiiieeee

GIAO AN SO: oo, Tén bai hoc trudc:.................... e
A . Thuc hién tir ngay .../ ....[..... dén ngay..../ .../ ...............
TEN BAL ..ot ettt ettt et et e b e et e e bt e bt e s atesseesaeenbeesaeesn e enseesnnas
MUC TIEU CUA BAIL:
Sau khi hoc xong bai nay ngudi hoc cOkhd nang:.............ooooiiiiiiiiii i,

II. THUC HIEN BAI HOC

HOAT PONG DAY HQC ‘

TT NOI DUNG . , HOAT PONG CUA |THOI
i HOAT PONG CUA ; -

GIAO VIEN HOQC SINH/SINH |GIAN

VIEN

1 |Dén nhap

(Goi mé, trao doi phwong phdp
hoc, tao tam thé tich cuc cia
nguoi hoc...)

2 |Gi6i thi¢u chii dé

(Gidi thiéu ndi dung chi de
can gidi quyét: yéu cdu ky
thuat, tiéu chuan kién thirc ky
nang)




3 |Gidi quyétvandé

(Hudng dan hoc sinh rén luyén dé
hinh thanh phdt trién nding luc
trong sw phoi hop ciia thay)

4 |Két thic Va?'u} dé
- Cung c0 kién thirc

- Cling ¢6 k¥ nang rén luyén
(Nhdn xét két qua ren luyén, luu
Y cdc sai s6t va cdch khdc phuc,
ké hoach hoat dong tié'p theo)

TRUONG KHOA Ngay........ thang... ....nam 20..
GIAO VIEN




BM27.07

UY BAN NHAN DAN TiNH HUNG YEN

TRUONG CAO BPANG KINH TE KY THUAT TO HIEU HUNG YEN

SO GIAO AN

LY THUYET




Thoi gian thyc hi€n: ...,

I. ON PINH LOP HOC: Thoi gian:.....................
II. THUC HIEN BAI HQC
HOAT PONG DAY HQC THOT
TT NOI DUNG HOAT PONG CUA HOAT PONG CUA GIAN
GIAO VIEN HOQC SINH/SINH VIEN

1 Dinnhap

(Goi md, trao doi phwong
phdp hoc, tao tam thé tich
cuc cua nguoi hoc...)

2 |Gidng bai méi
(bé cuong bai giang)




3 |Cing c6 kién thie va két
thac bai

4 [HWONG dAN T NOC oo e e e e e e

NP DT R T o —

TRUONG KHOA Ngay........ thang........nam 20..
GIAO VIEN




