_ BO GIAO DUC VA PAO TAO
TRUONG DPAI HQC SU PHAM KY THUAT
THANH PHO HO CHi MINH

CONG HOA XA HOI CHU NGHIA VIET NAM

DPéc lap - Ty do - Hanh phuc

QUY TRINH LAP KE HOACH, THU'C HIEN GIANG DAY SAU PAI HQC

I. Muc dich
- Chuén hoa viéc 1ap ké hoach giang day (KHGD) hoc ky (HK) cac khoa tai

Truong.

- Dam bao thyc hién dung ké hoach giang day theo ting hoc ky.

- Pam bao thuc hién dung tién do ciia chuong trinh dao tao.

II. Ngi dung quy trinh
1. Lwu trinh

Budc

Khéng dat w

Trinh ty thyc hién Trach nhiém
J Lap KHGD cho khéa hoc Phong Bao tao.
v Phong Dao tao;
2 Lap KHGD tirng HK ctia khoa hoc Trudng khoa; e
i Chu nhiém nganh/C6 van cao hoc.
Phong Pao tao;
3 Lép dang ky mon hoc tu chon Cht nhiém ngénh/Cé vén cao hoc;
Hoc vién.
e y = Phong DPao tao;
4 | —» Phan cong giang day Trudng khoa;
i Chu nhiém nganh/C4 van cao hoc.
Xép thoi khoa bidu du kién Fhong o 100,
5 Trudng khoa;

Chu nhiém nganh/Co van cao hoc.

Phong Dao tao;

11

4

So két, tong két, danh gia

6 Trudng khoa;
Pat CNN/CVCH.
N = Phong DPao tao;
7 Lap thoi khoa biéu (TKB) chinh Trudng khoa;
Jv Chu nhiém ngz‘mh/Cé vén cao hoc.
R Moi giang, ky hop dong giang day Pliong Do tao.
= : i Phong Pao tao;
9 Thye e gl oy Chu fhiém nganh/Cé vén cao hoc;
Giang vién.
: . Phong Dao tao;
10 Kiém tra, gidm sat, bdo cao Trudng khoa;

Chu nhiém nganh/Co véan cao hoc.

Ban Giam hiéu;

Phong Dao tao;

Trudng khoa;

Cht nhiém nge‘lnh/Cé van cao hoc.
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2. Mo ta chi tiét

Buée Trinh ty thye hién Trach nhiém
Lap ké hoach giang day cho khéa hoc:
Thoi gian thye hién: hoan thanh trudc khi khéa mai
nhap hoc 30 ngay. : :
: Thoi gian hoan thanh cdc moén hoc Phong o
K& hoach bao vé chuyén dé, phan bién & bao vé
LVTN
Ldp ké hoach gidng day tieng hoc ky ciia khéa hoc:
Phong Dao tao thong bao (trude ngay khai giang 2 - 4 | Phong Dao tao;
2 | tudn) dén Khoa thoi gian bat ddu, két thic cia hoc ky | Truéng khoa;
dé xép lich hoc. | CNN/CVCH.
Khoa du kién mén hoc, giang vién phu trach, lich day.
Lop ding ky mén hoc tu chon: Phong Dao tao;
Thoi gian thuc hién: sau khi két thiic hoc ky 1 —2 tuan | CNN/CVCH.
3 Hienbin hop 16p thong nhat lya chon cdc mon hoc tu o
Hoc vién.
chon
Phiin cong gidng day: Fhongtida e,
Thoi gian thyuc hién: 2 tuan Troungiiion,
4 : : CNN/CVCH.
Phén cdng giang vién giang day trén cdc mén hoc dd@ | Trudng khoa;
dugc 16p thong qua. CNN/CVCH.
Xép thoi khéa biéu dw kién: : :
Thoi gian thuc hién: 2 tudn Pho{lg Daoe:
2 (Trinh dd va nang luc giang vién; Céc quy dinh) Truong khos;
i 2 ’ : CNN/CVCH.
Goi ve Phong Dao tao
6 Kiém tra:
Thoi gian thuc hién: 2 tuan : ;
Ra soat, dbi chiéu mén hoc theo khung churong trinh Pho?g Bia tao;
s Trudng khoa;
T R P BT = : CNN/CVCH.
Piéu chinh lai thoi khod biéu, giang vién phu trach
(néu can).
Ldp thoi khéa biéu chinh thirc: ke
7 [ Cong bb thoi khéa bidu chinh thirc cho hoc vién. g}i‘;’;‘gg 3:3 oo,
Giang vién xem TKB trén mang '
Méi giang, ky hop dong giang day:
Thoi gian thyc hién: 1 - 2 tudn
] Guri thu moi giang bang email it

Gri hop ddng giang day (BM01/QT-PDT-KHGD) déi
véi giang vién thinh giang
(c6 xac nhén Ly lich khoa hoc cua giang vién)
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Buéc Trinh ty thuc hién Trach nhi¢m

Thuc hién giang day:
9 | Giang vién giang day theo lich. Phong Dao tao;
Phong DPao tao theo ddi: bao nghi, bao bu. Giang vién.

Kiém tra, gidm sdt, bdo cdo thuwc hién giang day:
- Kiém tra thuc hién giang day.

S Phong Dao tao;
- Bao cao. 5
10 | Didu chinh Trudng khoa;
- : CNN/CVCH.

- Nghiém thu va thanh ly hop dong giang day
(BM02/QT-PDT-KHGDSPH).

So két, tong két, ddnh gid:

- Khao sét danh gia mon hoc.

11 | - Phong Pao tao: thdng ké tinh hinh gidng day cua céac
giang vién: két thiic mén hoc/ndp diém ding tién do
hay khéng. Khoa quan nganh lam viéc voi giang vién.

Ban Giam hiéu;
Phong Dao tao;
Trudéng khoa;
CNN/CVCH.

I11. Biéu miu
1) Biéu miu BM01/QT-PDT-KHGDSPH: Hop dong giang day.
2) Biéu mau BM02/QT-PPT-KHGDSPH: Bién ban nghiém thu, thanh ly hop dong
giang day.

Ngudi xem xét Ik

Nguodi sgan thao Nguwoi phé duyét

PGS.TS. Nguyén Trung Kién “TS. Lé Hiéu Giang  PGS.TS. P6 Vin Diing
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TRUONG DAT HQOC SU PHAM KY THUAT CONG HOA XA HQOI CHU NGHIA VIET NAM

THANH PHO HO CHi MINH Doc lap — Tw do — Hanh phuc
PHONG PAO TAO
Sé: /HD-DHSPKT-DT
HQP PONG GIANG DAY

Hém nay, ngay ... ... thdng ... ntm 202.. .., chiing t6i gom:
BEN A (Bén giao khoan): Truong Pai hoc Sw pham K§ thuit Tp.HCM

Pai dién

Dia chi : 01 V& Van Ngan, P. Linh Chiéu, quan Thi Dic — TP.HCM
S6 dién thoai  : (028) 37225766

Ma sb thué : 0302721706

Tai khoan :3712.1.1055501 tai Kho bac nha nudc Tha Due.

(Theo Gidy 1ty quyén 26/UQ-PHSPKT-SPH ngay 06/02/2020 cia Hiéu Trucng
Truong Pai Hoc Su pham Ky thudt TP.HCM)

BEN B (Bén nhén khoén): Ong (Ba):

Sinh ngay 5 tai

S6 CMND : cap ngay tai
Hoc vi : Churc danh:
Pon vi

Dia chi lién lac :
Dién thoai :
Ma s6 thué
S6 tai khoan tai:
théa thugin ky két hop dong giang day/hwéng din véi nhitng diéu khodn sau day:
PIEU 1:
1.1. Bén B nhan day cho bén A
Mo6n hoc:
Thudc trinh do:
Giang day tai: Dai hoc Su pham K¥ thuat Tp.HCM vao ban ngay [ ban dém [
Do khoa: quan 1y véi tong sé tiét day la:
Thudc hoc ky:  ndm hoc:
Murc thu lao: theo qui dinh cia Nha Truong.
1.2. Bén B nhin huéng din cho bén A

Bén B ddng y nhan hudng dan hoc vién/nghién ciru sinh (goi chung 1a hoc vién) cho
bén A: Luén van thac si ] Luén an tién si [

S6 lwong nhan huéng dan:

Thoi gian thuc hién:
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Thudc hoc ky: ndm hoc:

Murc thu lao chi trd cho 1 hoc vién: theo qui dinh cua Nha Truong.

PIEU 2: Trach nhiém cia bén A

4

Cung cép cho bén B nhitng diéu can thiét dé giang day: chuong trinh mén hoc, dé
cuong chi ti€t, danh sach hoc vién, thoi khod biéu cua 16p day, ... trudc ngay giang
day it nhat 01 tuén.

Giao bai thi/tiéu luan cho bén B chdm, cham nhét 1a 02 ngay sau khi thi xong.

Thoi gian thanh toan tién thu lao giang day (coi thi, chdm thi-néu c6): theo quy dinh
ctia Truong.

Piéu 3: Trach nhiém cia bén B:

“ Gidng day:
Sau khi ky hop ddng, bén B lam viéc véi bd mon hodc khoa, trung tam dé nhan 16p,

thoi khod biéu, danh sach hoc vién, chuong trinh va nhiing vén dé khéc lién quan dén
ndi dung mon hoc.

Pam bao tét viéc giang day theo quy dinh ding v6i ndi dung mén hoc, lich trinh
giang day va thoi khoa biéu. Trudong hop dic biét khong thé 1én 16p giang day hodc
nho nguoi day thay (phai 1a ngudi do b mén quan ly) thi bao cho khoa (b mon).
Néu nghi thi phéi thong bao cho hoc vién biét trude va phai c6 ké hoach day bu theo
quy dinh.

Trude khi két thuc lop 01 tuan, nop cho Phong Dao tao dé thi kém dap an (néu bo
mon hodc nhém moén hoc yéu cau).

ChaAm va giao bai thi cho Phong Dao tao chdm nhit 10 ngay ké tir khi nhan dugc bai
thi.

Tham gia sinh hoat v&i bd mon, khoa khi co6 yéu cau.
s Huwong dan Ludn vin tot nghiép/ludn an tién si:

Thuc hién day du trach nhiém ctia ngudi huéng din luan van tot nghiép/luan an tién si
theo qui dinh.

Piéu 4: Diéu khoan thi hanh:

Hop dong nay lam thanh 02 ban c6 gié tri ngang nhau, mdi bén gitt mot ban.

Hop dong c6 hiéu luc tir ngay ...... thang ...« nam 20...
PAIDIEN BEN A DAI DIEN BEN B
TRUONG PHONG PAO TAO GIANG VIEN
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TRUONG DPAI HQC SU PHAM KY THUAT CONG HOA XA HOI CHU NGHIA VIET NAM

THANH PHO HO CHi MINH Péc lap — Tw do — Hanh phiic
PHONG PAO TAO
Sé: /HD-DHSPKT-DT

BIEN BAN NGHIEM THU, THANH LY HQP PONG GIANG DAY

Hém nay, ngay ........ thang ....... ndm 20... ... Chiing téi gom:
BEN A (Bén giao khoan): Truong Pai hoc Sw pham Ky thuiat Tp. HCM
DPai dién
Dia chi : 01 Vo Van Ngén, P. Linh Chiéu, quan Thi Dtrc — TP.HCM.
S6 dién thoai  : (028) 37225766
Masé thué  : 0302721706
Tai khoan :3712.1.1055501 tai Kho bac nha nudc Tha Duec.

(Theo Gidy 1y quyén 26/UQ—-PHSPKT-DT ngay 06/02/2020 ciia Hiéu Truong
Truong Pai Hoc Su pham Ky thudt TP.HCM)

BEN B (Bén nhén khodn): Ong (Ba):

Sinh ngay 3 tai:

S6 CMND : cép ngay tai:
Hoc vi : Chtre danh:
Don vi

Dia chi lién lac :
Dién thoai :
M s6 thué
S6 tai khoan  : tai:
Cling thanh Iy hop dong sé.: ... /HD-DHSPK-DT ky ngay ... théng ....... niam 20....
1. Noi dung cong viéc (ghi trong hop dong) da dwoe thue hién:
% Cong tdc giang day:

- Bén B da dam bao tot viéc giang day theo quy dinh dung véi dé cwong mén hoc,
lich trinh giang day va thoi khoa biéu Bén A dé xuét.

- Nop dé thi va két qua thi dung qui dinh trong hop déng.
- Tham gia sinh hoat v4i bd mén, khoa khi c6 yéu cau.
< Huédng din Lugn vin tot nghiép/ lu@n dn tién si:

- D4 thuc hién dﬁy du trach nhiém ctia nguoi huéng din luin vin tdt nghiép/ludn an
tién si theo qui dinh.

2. Gia tri hop déng da thuwe hién:

S6 hiéu: BM02/QT-PPT-KHGDSPH/01  Lén soat xét: 01 Ngay hiéu luc: 01/4/2020 Trang: 1/2




(s6 lugng) x (don gia) = (thanh tién)

Bén giao khoan thanh toan cho bén nhéan khodn SO BN 1A .ovvisirsnnrseses déng (viét bang

Két luan: Sau khi bén giao khoan thanh toan dua tién cho bén nhan khoan thi hop déng
nay coi nhu dugc thanh ly.

DAI DIEN BEN A DPAI DIEN BEN B
TRUONG PHONG PAO TAO GIANG VIEN
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