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QUY TRINH THUC HIEN TIEN PO PAO TAO

|, MUC DICH VA PHAM VI APDUNG , ,

e Hudng dan nay ap dung cho viéctd chtrc trién khai ké hoach (tién do) dao
tao cua truong di duoc phé duyét va ap dung tai Trudng cao ding nghé ky
thuat cong nghiép Viét Nam - Han Qudc.

e Hudng dan nay ap dung d6i voi cac tap thé, cac ca nhan lién quan dén viée
t6 chire, thuc hién ké hoach déo tao hang nam va tirng khoéa hoc cua truong.

e Quy trinh nay ap dung cho tit ca cac don vi trong Trudng cao dang nghé k¥
thuat cong nghiép Viét Nam - Han Qudc.

II.  PINH NGHIA VA TU VIET TAT

1. Dinhnghia:

Tién d6 dao tao 1a vin ban dugc Phong dao tao phdi hop cung cac khoa xdy

dung vao dau nam hoc, cin ct vao K& hoach dao tao cua khoa hoc, dugc Hiéu

truong phé duyét va thong bao cong khai cho gido vién va hoc sinh vao dau
nam hoc.Tién do dao tao thé hién rd nam hoc, thoi gian, mon hoc, ndi dung cua

tung giai doan
2. Tu viet tat:

KH : K& hoach TPDT | : Tién do dao tao
HSSV | : Hoc sinh, sinh vién TKB | : Thoi khoa biéu
BGH | :Ban giam hiéu BM : Biéu mau

GVBM | : Giao vién 6 mon GVCN | : Giao vién chi nhiém

lll. LUUDPO (Xem trang 4)
IV. DACTA (Xemtrang 5 - 11)
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V. CAC BIEU MAU/ HUONG DAN KEM THEO
Stt Tén biéu miu/ hwéng din Ma hoa
1 | Thong bao chuan bi KHDT BM/QT.16/VH-P.DT/09/01
o | Ké hoach gi4o vién cua khoa BM/QT.16/VH-P.DT/09/02
3 | Mau dé xuat vat tu ctia khoa BM/QT.16/VH-P.DT/09/03
4 | Kéhoach gido vién BM/QT.16/VH-P.DT/09/04
5 | Thoi khoa biéu BM/QT.16/VH-P DT/09/05
6 | Nhat ky giao nhan sb 1én 16p BM/QT.16/VH-P.DT/09/06
7 | S6 thay d6i b6 sung gio day BM/QT.16/VH-P.DT/09/07
g | B4o céo kiém tra s6 1én 16p BM/QT.16/VH-P.DT/09/08
9 | Kétqua hoc tap BM/QT.16/VH-P.DT/09/09
10 | Tong hop két qua hoc tap BM/QT.16/VH-P.DT/09/10
11 | Thong ké tiét day cua gido vién BM/QT.16/VH-P.DT/09/11
12 | Bdo cdo so két hoc ky BM/QT.16/VH-P.DT/09/12
13 Téng hop kiém tra sy s6, né nép day, BM/QT.16/VH-P.DT/09/13
hoc...

14 | Thanh to4n thira gio BM/QT.16/VH-P.DT/09/14
15 | Thoi khoa biéu khoa QD 62 Méu 3 TKB
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QUY TRINH THUC HIEN TIEN O DAO TAO
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PAC TA QUY TRINH THU'C HIEN TIEN PQ PAO TAO CUA TRUONG

A £ A A 3o A 3oa Han
Stt Ten bu:(Arc cong Dac ta B(.‘) ph"“"f‘?’ n | Bo pP.an/DV Két qua dat dwoc hoan Biéu miu
viec : vi thuc hién phoi hop : : .
. O . . . thanh
Chuan bi thyc | ,. Cén cu Ke‘ hoachA dao t:c'lo da du’c,’)’c - . \ Thong béo vé viée QP 62 Méu 50
A i 2~ o+ |lap, nha truong thong bao cho cac | Ban giam Céc phong, PN A 12
1 | hién tién d6 dao o chuan bi thuc hién BM/OT 16/VH
a0 phong, khoa, bo phan lam céc cong tac | hi¢u khoa tién do dio tao QT. -
i chuan bj thuc hién tién d6 dao tao. i i P.DT/09/01
X y ] ] BM/QT.16/VH-
2 \IZZI?OC?SE rﬁligt - Cac khoa 1ap ké hoach gido vién, Du Cac khoa Phong Dao K¢ hoach gido vién P.DT/09/02
> *" | tri vat tu chuyén vé Phong Dao tao. tao Du tru vat tu BM/QT.16/VH-
tu P.DT/09/03
- Tong ‘hop, xem xét dé xuat cua cac
Téne hoo. Xem khoa vé Ké hoach gido vién, dé xuét Béang tong hop Ké B'\I/’I/STT/SS//(\)/ZH
3 wét & 1op vat tu trinh Hiéu truong phé duyét. | Phong Pao Céc khoa hoach giao vién, d¢ BM/QT 16/\VH-
Neéu khong hop 1y, yéu cau khoa ra | tao xult vat tu P DT/09/03
soat lai.
- BGH xem xét ky duyét ké hoach gido Ban ké hoach gio Qb 622Mé“ 50
4 | Phé duyét vién, (Aiu t11;1}11 ‘Vé_lt t(Lil’: Néu khf)ng,hqll{)hly, }I?En glam Phong dao vién, tongfi P(zip du BM/QT 16/VH-
y;y cau ong go tao va cac oa | hieu tao tru vat tu da duoc P.DT/09/04
kiém tra va stra lai. BGH ky duyét
A .. | - Xay dung thoi khéa bicu hoc ky (mdi | Cac khoa va N QD 62 MAu sb
5 | Xy dung thoi 1y %o am 02 1n cho 10 tudn ddu va | Phong Pao | GVBM Thoi khoa bicu 10 3 TKB
khoéa biéu X Z- tuan
11 tuan cudi). tao
- ']RBGH xem x‘et va k;l duy?t thoi khqa 3 ‘ ‘ Thoi khoa bidu 10
6 | Phe duvet bi€u toan truong. Néu khong hop ly, | Ban giam Phong dao tuAn di duoc BGH BM/QT.16/VH-
ye yéu cau Phong dao tao va cac khoa | hi¢u tao, cac khoa ky duyét : P.DT/09/05

kiém tra va di€u chinh lai.




Quy trinh: TO CHU'C TRIEN KHAI TIEN PQ PAO TAO CUA TRUONG Trang 6/9

- Tién do dao tao nam hoc va thdi khoa
biéu hoc ky duoc chuyén dén tat ca cac
phong, khoa, bd phan va hoc sinh trong
toan truong. Hang ngay gidao vién nhén

Cén bg, gido

Can bo, gido vién
va cac phong, khoa,
bo phan trong nha
truong trién khai
thyc hién Tién do

va tra s6 1én 16p tai phong true giao Phong dao vién va hoc | dao tao. SO ghi Qb 62 Mau 56
Trién khai thuc P tal Phons, £ tao. Bo phan | sinh toan chép thé hién: 1,503
A iAo A nhan s6. Khi can thay d6i, bd sung gio . \ A A X BM/QT.16/VH-
7 | hién Tién do tryc giao truong. B khong day, dén
N day Gido vién dé& xuat thay ddi vao s N ~ N P.DT/09/06
dao tao nhén s6 sach | phan tryc mudn, v€ sém.. BM/QT.16/VH-
thay d6i cta khoa, chuyén phong Pao | . : 2 2 IO -
e ols n Lan dao tao giao nhan s6 | Tong hop két qua P.DT/09/07
tao xem xét, bao cao BGH duy¢t. Hang , . N A ae oL A
. R ae N NN sach dao tao | da cap nhat thé
thang cap nhat cac thong tin vé cong A n o,
L S . hién: Viéc ghi chép
tac giang day cua gido vién va hoc sinh , T aa
X dung, sai, tien do
01 lan. N , .
dao tao ding, sai,
210 thicu...
- Hang ngay bo phan kiém tra né nép . Cac phb_r]g, Két qué kiém tra
, s .2 ~ X : B0 phan kiém | khoa, Gido thé hién: sO hoc
cua nha trudong kiém tra sy s6 hoc sinh, 5 A , : , £
" o o .7 |tra, Phong vién chu sinh nghi hoc, dén BM/QT.16/VH-
o Thanh tra, kiém gl(? giac cua giao vién theo Thoil khoa C(A)ng\téc HS- | nhiém, Bo 16p mudn, vé som, P DT/09/08
tra biéu. Cap nhat cac thong tin vé coéng | SV va Ban phén kiém y thuce giang day, BM/QT.16/VH-
Y , e - A \ A A A P.DT/09/13
tac giang day cua gido vién va hoc tap thanh tra dao | tra va Ban hoc tép... Tong hop
, . X s A tao thanh tra dao | két qua da kiém tra
cua hoc sinh moi thang 01 lan.
tao bao cao BGH
- Can cir tién d6 ddo tao, thoi khoa Phong dao | Giai quyét bu cac
SN \ A oA aA an tao, cac gi0 thiéu, tiét thiéu QD 62 Miu sb
.. ., | biéu va tinh hinh thuc hién tién do dao S Y Ry S G
9 | Xem xét, xur ly . . . . . |BGH khoa, bo va cac van d¢ khac 3
tao thuc te, Phong Daoﬁ tao de x1’1at cac mon va giao | lién quan dén tién
phuong an 1én BGH dé giai quyet thuc vién do dao tao
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hién tién do dao tao.

- Trude khi két thic mén hoc 01 tuén, GVBM, Téng hop b giy
GVBM bao céo khoa va phong Bao Gido vi giang d;qy s6 hoc
P a2 . khoa, cac RIS NN BM/QT.16/VH-
. tao tién do thuc hién dé thuc hién GVBM khoa, Phong SlI}h du dlﬁ‘;u kién P BT/09/09
B&o cao tong 2 £, 1 S S L . kiém tra hét mon, ' x4
10 0 kiém tra ket thuc. Céan cur két qua hoc Phong Khao | dao tao, Két qua hoe tan. 1 QDb 62 Mau so
P tap, rén luyén cua hoc sinh, GVCN thi Pl}c‘)ng I\(héo 1u§égu?6 n%chgg’ ren 3
tong hop két qua, xép loai va danh gia tggn P?;Cng danh gia cuéi.k}‘/,
cudi ky, cudi nam lan 1. HSSgV cudi ndm lan 1
- Lap ké hoach giang day cua gi4o vién
& + | va ké hoach hoc tap cho nhiing hoc : ; K¢é hoach hoc bu, QD 62 Méu sb
11 | Tonghop, xu | ™ . X 7| Cac khoa PhongBao |} " 1ai. k& hoach thi 3
1y, 1ap ké hoach | sinh phai hoc bu, hoc lai, thi lai trinh tao lai
BGH phé duyét va trién khai thuc hién '
- Thuc hién ké hoach hoc bu, hoc lai GVEM Két qua hoc lai, thi
) thi lai. Can c két qua hoc tap, rén Gido vu lai cua hoc sinh.
12 ThlI'C h1¢n ke luyén cua hOC sinh sau khi hOC lal, thi GVBM, khoa CéC KetAquaRh(_)C tap, ren BM/QT16/VH-
hoach ) A P .| GVCN s luyén, tong hop P.DT/09/10
lai, GVCN tong hop ket qua, xép loai khoa, Phong | 7% 7. " =47,
h ) . , Pio t danh gia cuoi ky,
va danh gia cuoi ky, cuoi nam lan cuoi. a0 tao cudi nam
13 dT;) n%élaopiio - Tong hop s0 gio day cta timg gi40 | Khoa, GVBM | Phong ddo | Théng ké tiét day BM/QT.16/VH-
y & vién trong hoc ky, ndm hoc. tao cua gido vién P.DT/09/11

Vién
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stra lai.

BGH ky duyét

- So két hoc Ky, téng két nam hoc, Phong cong
9 théng bao két qua hoc tap, khen tac HS-SV, | Béo céo so ket hoc BM/QT.16/VH-
Tong hop, XeM | 1 vana. kv Iuat hoc sinh. khen thuén . . Céc khoa, ky, tong két nam P.DT/09/12
141 xét, bao céo 1rong, Ky luat hioc SInh, 9» | Phong dao 2o | cypnt hoc | hoc. Thanh toan BM/QT.16/VH-
Ky luat gido vién, tong hop thanh toan sinh toan thira gio.. P.DT/09/14
thtra gio trinh BGH duyét truong
- BGH xem xét ky duyét bao céo so, Ban B‘aoxcao S? ket BM/QT.16/VH-
2 X X o . A A - . . hoc ky, tong két
15 | Phe duvet tong két.... Néu khong hop ly, yéu cau | Ban giam Phong dao nim hoc. thanh toan P.DT/09/12
¥e Phong dao tao va cac khoa kiém tra va | hiéu tao RN BM/QT.16/VH-
thira gio da duoc P.DT/09/14

16

Luu trit ho so
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