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

- Quy dinh théng nhét cong tc 1ap, van hanh ké hoach dao tao va thoi khéa biéu
nhim thé hién toan bd qud trinh chuin bj va 1ap ké hoach dao tao, thoi khéa biéu tai
Truong Cao déng KT-KT T6 Hiéu Hung Yén, tao diéu kién cho viéc phéi hop thuc hién
cong tac xay dung ké hoach, quan 1y ddo tao mot cdc c6 hiéu qua va dong bo giira cic bd
phan lién quan.

b. Pham vi ap dung

- Quy trinh nay dp dung cho tat ca cdc bd phan c6 lién quan dén cong tic lap ké
hoach dao tao, tién do dao tao va td chirc thuc hién thoi khéa biéu tai Trudng Cao ding
KT-KT T6 Hi¢u Hung Yén.

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

- Ké hoach dao tao: 13 van ban cu thé hoa chuong trinh dao tao, thé hién toan bd thoi
gian, hoat dong ctia chuong trinh dao tao; xac dinh thoi diém bat dau va két thic cua mdi
hoc ky, nam hoc, khéa hoc; thoi gian, thoi lugng dao tao cdc mon hoc, md dun, tin chi
phu hop véi chuong trinh dao tao; thoi gian dao tao ly 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, mo dun, thi tét nghiép; thoi gian nghi he, 18 tét, khai giang, bé
giang; thoi gian hoc tap ngoai khéa va mot s6 noi dung khdc tity theo tirng nganh, nghé.

- Tién d dao tao: 12 ké hoach thé hién tém tit toan bo tién do thuce hién ndi dung hoat
dong cua timg 16p hoc cla trudng theo ting tudn, ting thing trong thoi gian cia mot
nam hoc, 1am co s¢ cho viéc xay dyng thoi khéa biéu hoc tap. Tién d6 dao tao cua truong
duoc xay dung trén co sO tién dd dao tao cua tung khoa/don vi can ctr vao chuong trinh
va ké hoach dao tao.

- Thoi khoa biéu: 12 loai ké hoach ghi chép thoi gian hoc tap cu thé cho ting ngay trong
tudn cia ting 16p hodc cla timg chuong trinh dao tao. Thoi khéa biéu c6 thé 6n dinh
trong mot hoc ky hodc mgt nam hoc.

b. Tir viét tit

BGH Ban giam hiéu KHDT K& hoach dao tao
P.DT Phong Dao tao GVK Giao vu khoa
KT-KT Kinh té k¥ thuat TKB Thoi khoa bicu
HSSV Hoc sinh sinh vién QT Quy trinh

KHGV K¢ hoach gio vién BM Bic¢u mau

3. Luu d0 (Xem trang 3)
4. Pac ta (Xem trang 4 - 6)

5. Cac biéu miu/ hwéng dan keém theo (Xem trang 7)



QUY TRINH LAP, VAN HANH KE HOACH PAO TAO VA THOI KHOA BIEU
Pon vi phu trach: Phong Dao tao
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PAC TA QT: QUY TRINH LAP, VAN HANH KE HOACH, TIEN PO PAO TAO VA THOI KHOA BIEU
Pon vi phu trach: Phong Dao tao

Nhén vao

Tuw ai

Lamgi
(thoti gian, dia diém)

Nguwoi
Thurc hién

Két qua/
san pham

Chuyén dén
dau / cho ai

_ Ghi cha
(Yéu cau/giai thich/ phuong
tién/biéu mau/ ...

Chuong trinh

dao tao nam

hoc da duoc
phé duyét

1-Lap du kién KHDT gt cic khoa
(hoan thanh trudc 5/8 hang nam)

P.DT

2- Xay dung biéu d6 KHDPT niam hoc

gti P.DT

(Trong vong 5 ngay khi nhdn dwoc dé
nghi cua phong dao tqo)

Cac khoa

3-Tong hop KHDT toan truong, trinh
BGH phé duyét
(Trong vong 3 ngay ké tir khi nhédn
dwoc tir khoa)

P.DT

4- Phé duyét KHDT cua toan truong
(Trong vong 3 ngay ké tu khi nhan
dwoc tir khoa)

BGH

5- Du thao ké hoach chi tiét (tién d¢
dao tao) dé thyc hién KHPT, chuyén
cac khoa
(Trong vong 3 ngay sau khi hoan
thanh KHDT)

P.DT

Ban tong hop
qua trinh thyc
hién KHDT
cua toan
truong theo
tung hoc ky

BGH
Céc phong khoa
li€én quan

- K& hoach dao tao

- Bang du kién céc hoat dong

- Ké hoach hoc ky

6- Phan cong gido vién dam nhiém
cac mon hoc va du kién TKB céc 16p

otti P.DT

Cac khoa

- Phan cong gido vién giang
day

- Phiéu dé nghi xép TKB




(Trong vong 01 tuan ké tir ngay nhdn
dé nghi tw P.DT)

- Phiéu dé nghi diéu chinh ké
hoach hoc ky

7- Tong hop va trinh ky BGH Tién

do dao tao/KHGV va TKB

(Trong vong 03 ngay sau khi nhdn
diege ho so tir cac khoa)

P.DT

- Thoi khéa biéu céc 16p

8- Ky duyét ban KHGV, tién d6 dao

tao va TKB

(Trong vong 03 ngay sau khi nhdn
dwoc ho so tir cdc khoa)

BGH

9- In chuyén KHPT, KHGV, TKB

dén cac khoa, phong lién quan dé thuc

hién cong tac dao tao

(Trong vong 01 ngay sau khi ky
duyét)

P.DT

10- Trién khai KHPT, KHGV va TKB
da dugc ban hanh t&i GV va céc 16p
(Ngay sau khi nhan duoc tw P.DT)

Cac khoa

11- Thuc hién KHDPT, KHGV va TKB
da dugc thong bdo; d€ nghi diéu chinh
kip thoi (néu coé phdt sinh)

Gido vién

- Phiéu dé nghi diéu chinh
TKB

- Phiéu béo nghi gid giang
- Phiéu béo day bu gio

- Bién ban ban giao 16p

12- Giam sét viéc thyc hién cOng tac
giang day cua gido vién. Cuoi ky tong
hop va bdo cdo vé P.DT.

Truong khoa
Truéng BO mon

13- Kiém tra va tong hop qud trinh thyc
hicn KHPT cua GV va cac khoa

P.DT




(kiém tra thuc té va doi chiéu voi bdo
cdo cua khoa gui P.DT)

14- Phé duyét ban tong hop KHDT

cua cac khoa trong toan truong BGH
(Chdm nhat 01 tuan sau khi két thiic
hoc ky 1)
15- Luu ho so PDT

Cic viin ban lién quan (cap trudng va cap quan ly):

- Théng tu s6 09/2017/TT-BLDTBXH ngay 13 thang 3 nim
2017 quy dinh viéc t6 chirc thuc hién chuong trinh dao tao
trinh do trung cdp, cao dang theo nién ché hoic theo
phuong thire tich lily modun hodc tin chi; quy ché kiém tra,

thi, xét cong nhan tbt nghiép.

- Quy ché ddo tao cta nha truong vé dao tao theo tin chi ban
hanh keém theo Quyét dinh s6 ..../QD-CDTHngay
................ ctia Hiéu truong truong Cao dang KT-KT T6
Hiéu Hung Yén




CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu mau/Ho so Ky hiéu
1 | Ké hoach giang day va hoc tap nam hoc... BM27.01
2 | Bang du kién cdc hoat dong nam hoc... BM27.02
3 | Ké hoach giang day va hoc tap hoc ky... nim hoc... BM27.03
4 | Phiéu dé nghi diéu chinh Ké hoach hoc ky... nim hoc.. BM27.04
5 | Bang phan cong cdn bd giang day hoc ky... nam hoc... BM27.05
6 | Phiéu dé nghi xép thoi khéa biéu hoc ky... nim hoc... BM?27.06
7 | Thoi khéa biéu hoc ky ... nam hoc... BM27.07
8 | Phiéu dé nghi diéu chinh thoi khéa biéu hoc ky... ndm hoc... BM27.08
9 | Phiéu bdo nghi gid giang hoc ky... nam hoc... BM27.09
10 | Phiéu bdo day bu gio hoc ky... ndm hoc... BM27.10
11 | Bién ban ban giao 16p hoc ky... ndm hoc... BM27.11




BM27.01

UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HY Doc lap - Ty do - Hanh phic
KE HOACH GIANG DAY VA HQOC TAP NAM HOC .........
Thang...
) Ghi
TT KHOA T | T2| T3| T4 T.5| T.6 ‘
cha
Ngay...
1
2
3
4
Ghi cha - Céc chir viét tat: Hung Yeén, ngay ... thang ... nam 20...
DP [Du phong TTN |Thi tot nghiép HIEU TRUONG
CT |Chinh tri H |Hoc
TL |Thi lai N  [Nghi




BM27.02

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA. ............ Poc 1ap - Tw do - Hanh phic

Hung Yén, ngay ... thdng ... nam 20...

BANG DU KIEN CAC HOAT PONG NAM HOQC 20... - 20...

Thoi gian t6 chic
STT Tén hoat dong - Ghi cha (*)
Bubi | Thu Ngay

DN || W | =

(*) Ghi ré thoi gian cdn bé tri nghi hoc dé cé the t6 chirc hoat dong; néu chwa
dy kién dwoc ngay va thoi gian chinh xdc thi can ghi khodng thoi gian dw kién
thuc hién.

NGUOI LAP TRUONG PON VI
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)



BM27.03

UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HY DPjc 1ap - Tu do - Hanh phic
KE HOACH GIANG DAY VA HQC TAP HQC KY ...... NAM HOC .......
Thang...

Nhém | _ . S6 |,z TH/ Ghi

TT| g, |MaHP Tén HP pe|Tong( LT | T |T2|T3| T4 TS| T6| oo | oo | oo | oo | o | oo | 2
Ngay...

Ghi chia Hung Yén, ngay ... thang ... nam 20...

HIEU TRUONG




BM27.03



TRUONG CP KT-KT TO HIEU HY

PHIEU PE NGHI PIEU CHINH KE HOACH HQC KY

BM27.04

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

Hung Yén, ngay... thdng... nam 20...

Kinh gtri: Phong Pao tao

Theo bang du kién K& hoach hoc ky ....- Nam hoc: 20...-20... cua Phong Dao

tao, Khoa ................ ........ d3 tién hanh ra soat va c6 mot sd dé nghi nhu sau:
Theo chwong ]?é nghi
o . R trinh PT |di€u chinh )
TT Nhom lop| Ma HP Tén HP Hoc | Nam | Hoc |Nim Ly do
ky | the | ky | thir
PHONG PAO TAO TRUONG KHOA

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

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

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

Noi nhan:

- Nhu Kinh gtri;

- Luu Khoa.

(Ky, ghi ro ho tén)




BM27.05

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA......c.cc0cee0euenunneee Poc 1ap - Tw do - Hanh phuc

Hung Yén, ngay... thang... nam 20...

BANG PHAN CONG CAN BQ GIANG DAY

Hoc ky ....... - Nam hoc
A S6 TC Sb tiét Giang vién giang day
STT/Ma HP Tén hoc phan Téng LT| ' |Téng| LT | TH | P4/ (S6 nhém/16p) Nhom/Lép | Ghi chi
DA KT
1
2
3
4
5
TONG CONG
NGUOI LAP TRUONG KHOA

(Ky va ghi rvo ho tén) (Ky va ghi ro ho tén)



BM27.06

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA .....cuvvnvnnennnnnnn. Doc lap - Tu do - Hanh phic

Hung Yén, ngay... thdng... nam 20...

PHIEU PE NGHI XEP THOI KHOA BIEU

Hoc ky ....... - Nam hoc .........
GLANG VICI: 1ottt ettt ettt ettt et e e et e beese e s e sseeseensesseensensenns
| 27020 816 4 LR
Thoti gian thyc hién: ........ [icien... [o....... (Tuan ....... )

1. Noi dung xép TKB:

(Cung cdp théng tin can thiét nhw: yéu cau ghép 16p, chia nhém, hoan canh dic
biét cia Giang vién (tranh budi, di hoc, déi gidng vién) - néu la di hoc phdi cé lich hoc

IR KCIN) oo e et ettt e e e e e e e e ettt e e e e e e e e e e eeearaareeeaeeeas

XAC NHAN CUA KHOA/BQ MON NGUOI PE NGHI



UBND TINH HUNG YEN

TRUONG CP KT-KT TO HIEU HY

THOI KHOA BIEU HOC KY

BM27.07

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.... NAM HOC 20... - 20...

Thir

Tiét

Phong

Tén hoc phin

Nhém

Tuan hoc

tl

t2

t3

t4

t5

Thoi gian hoc

Giang vién giang day

NGUOI LAP

TRUONG PHONG PAO TAO




TRUONG CP KT-KT TO HIEU HY

CONG HOA XA H
Doc lap -

BM27.08

QI CHU NGHIA VIET NAM
Tw do - Hanh phuc

Hung Yén, ngay... thdang... nam 20...

PHIEU PE NGHI PIEU CHINH THOI KHOA BIEU

Kinh gtri: Phong Dao tao

K01 1<) o AP UPUPRROPPRPR
Chirc danh: ......cccvvvveeiiiiieeeeeeeeeeeeeeee e, BOmON: ......ooooovvviiiiiiiiiieeeeeeens

Ly do dé nghi diéu chinh TKB: ........ccovivivieeeeeeeeeeeeeeeeeee e

Noi dung dé nghi diéu chinh:

Theo }?é nghi
TT | Ma HP Tén HP N{l(,)m/ Thoi khéa biéu diéu chinh Ghi chii
°P | Thi|Tiét| Phong| Thir| Tiét| Phong
Phiéu dugc chuyén dén PDT vao lic ........... g0 .. ngay........ thang....... nam........

XAC NHAN CUA BQO MON

NGUOI PE NGHI




BM?27.09

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA ...ooiuieeeeninnnnnnn. Poc 1ap - Tw do - Hanh phic

Hung Yeén, ngay... thang... nam 20...

PHIEU BAO NGHI GIO GIANG

Hoc ky ...... - Nam hgc .........
CBGD: et MA CB: e
S€ nghi giang:
- A L6p | pux So tiét . S \ , C . g
TT| Ma HP Tén HP (Nhém) Tiet LT | TH | DA Thw| Ngay |Phong Ly do Huwéng giai quyét
XAC NHAN CUA PHONG PAO TAO  XAC NHAN CUA KHOA/BQ MON NGUOI LAP PHIEU

Ghi chu: 01 ban gui PPT va 01 ban luu khoa sau khi co xdac nhan cua PPT



BM27.10

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA .......oeoeninnnnnnnn. Poc 1ap - Tw do - Hanh phic

Hung Yeén, ngay... thang... nam 20...

PHIEU BAO DAY BU GIO

Hoc ky ...... - Nam hoc .........
CBGD: .ot M CB: oo
Lich day bu:

. Thoi gian nghi Thoi gian bu
TT|Ma HP Tén HP Lop : : CB day thay
(Nhém) | Ti§t | Thee | Ngay |Phong| Tiét | Thit | Ngay |Phong| (neuco)

XAC NHAN CUA PHONG PAO TAO  XAC NHAN CUA KHOA/BQ MON NGUOI LAP PHIEU

(Ky, ghi r6 ho tén)

CB DAY THAY (Néu c6)
(Ky, ghi ro ho tén)

Ghi chu: 01 ban gui PPT va 01 ban luu khoa sau khi co xdac nhan cua PPT



BM27.11

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA ........oovenennnnnnn. Déc lap - Tw do - Hanh phuc

Hung Yén, ngay... thdng... nam 20...

BIEN BAN BAN GIAO LOP

Hoc ky ....... - Nam hogce .........
GIANG VICTII oeviieiiiieeiiee ettt et ee e etee e et e ettt e e st e e e bt ee e abeeesssaeeassseesnseeesnsbeeenssaeesnseeesnsseenn BOmoON: ..o
| G (O o 21 s B - o PSPPSR
Noi dung ban giao:
. ba day Ban giao
TT | Ma HP Tén HP Nh(’)m/ N N GV nhén ban giao Ky xdc nhan
Lép  |Téng| LT | TH |Téng|LT | TH
XAC NHAN CUA PHONG PAO TAO  XAC NHAN CUA KHOA/BQO MON NGUOI BAN GIAO

(Ky, ghi ro ho tén)

Ghi chu: 01 ban gui PPT va 01 ban luu khoa sau khi co xdc nhan cia PPT



