MA HIEU/CODE :

QUY TRINH BAN IN
NGAY

TRUONG CAO BANG KINH CONG TAC HANH CHINH | 1o
TE - KY THUAT TW GIAO VU KHOA

1. MUC BICH:
Dé quén |i dong bd hoat dong dao tao trong Trudng Cao dang Kinh té - K§ thuat Trung

wong, can cé s phdi hgp nhip nhang gilra cac Phong Ban chirc nang va cac Khoa dao tao.

2. PHAM VI AP DUNG:

% Tat ca cac Khoa clia Truong COKTKTTW va cac co s& lién két dao tao voi clia Truong
CDKTKTTW.

% Phong Dao tao, Phong Khao thi & Kiém dinh chét lugng Gido duc, Phong Cong tac Hoc sinh

— Sinh vién, Phong Tai chinh — K€ toan, cac khoa dao tao, cac T6 Bd mon tryc thudc Truong.

3. TAI LIEU LIEN QUAN:

®
L4

Cac ndi quy, chinh sach cua Truong COKTKTTW.

J
%

SO 9001-2000.

D3

» Quy ché 25, quy ché 40 clia B6 Gido duc & Dao tao.

®
%

K€ hoach dao tao khung ctia Truong COKTKTTW vaBo GDBT da ban hanh.

4. DANH SACH DON VI TIEP NHAN:

% Van phong (d€ lvu tri).
¢+ Cac Phong chirc nang c6 lién quan.

% Céc khoa, t0 trirc thudc truong COKTKTTW.

5. TRACH NHIEM:

T4t ca cac ca nhan, bd phan tham gia qué trinh quan ly viéc day va hoc clia GV, SV bang Phan
mém quan ly dao tao cla Trwong déu phai thuc hién theo ding Quy trinh nay. Phan mém sé phan
chia chirc nang theo chuyén mon, nghiép vu tac nghiép dac thu cla tirng don vi thanh cac Phan hé

sau:
- Phéan hé Quan Ii Sinh vién ( thuéc Phong Cong tac Hoc sinh — Sinh vién).
- Phan hé Quan li Bao tao ( thudc Phong Bao tao).
- Phan hé T6 chtic thi ( thudc Phong Khao thi & Kiém dinh chat lvong GD).

- Phan hé Quan ly Tai chinh (thudc Phong Tai chinh — K€ toan).
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- Phan hé cua tirng Khoa dao tao, tirng Bd mén truc thudc Truong.
« Phong bao tao:
- Chuyén chuong trinh dao tao khung va ké hoach dao tao (c6 tién do ré rang) cho cac Khoa, bd
mén vao dau moi ndm hoc.
- Lap thoi khoa biéu va lén ké hoach giang day, lich thi két thic cac hoc phan theo tirng hoc ki
(dau moi hoc ki) vaglri vé cac don vi co lién quan dé cting phdi hop thuc hién.

- Theo ddi né nép day & hoc cla thay vatro trong nam hoc theo ding tién dd, Thoi khoa biéu da

duwoc Ban Giam hiéu phé duyét.

- Quan i diém thi trén phan mém dao tao chung clia Truong.

- Phéi hop vé6i cac Phong, Khoa, T6 b mon trong viéc xét va cong nhan t6t nghiép cho hoc sinh,
sinh vién mdi ndm hoc.

% Phong Khao thi va Kiém dinh chat lvgng:

- Phoi hop cuing cac Khoa, Phong, T6 trwc thudc To6 chirc thi két thic hoc phan theo ké hoach
Ban Giam hiéu phé duyét.

- Gidm sét qui trinh radé, coi thi, cham thi...

¢+ Phong Coéng tac Hoc sinh — Sinh vién:

- Sau khi két thic viéc tuyén sinh Phong Khao thi & Bam bao chét lugng chuyén danh sach sinh
vién dau vao vé Phong Cong tac Hoc sinh — Sinh vién, cdng viéc nhap 6n dinh danh sach , gan ma
sinh vién cho tirng 16p trén phan mém quan Ii chung clia Truwong sé dugc tién hanh tai Phong CTHS-
SV trong thoi gian sém nhat.

- Céc khoa, bd mon, phong chirc niang khac sé st dung di liéu chinh thdng trén phan mém dé

dong bd quan i trong toan Trwong.
% Tat ca cac Khoa, Bo mon clia Truong COKTKTTW:

- Ph6i hop cling cac don vi lién quan t6 chirc giang day va quan Ii theo ding qui trinh tac
nghiép cua cbng tac hanh chinh gido vu.

- PhGi hop cung giang vién nhap diém 1, 2 tap hop cac bién ban xét diéu kién du thi 02 ban
(ban gdc ndp vé Phong Dao tao, ban photo ndp vé Phong Khao thi) trirdc thoi gian to chire thi it nhat

03 ngay, néu ndp cham gido vu khoa chiu trach nhiém.
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- Tap hop va cac mau biéu théng ké diém sau mdi hoc ki (giai dap thac méc vé diém cho sinh
vién, trir nhitng truong hop “kh6 méi gtri sinh vién [én Phong Bao tao, Phong Khao thi & Bam bao

chat lwvgng dé gidm tai cho cac Phong chirc nang).

- DINH NGHIA CAC TU VIET TAT:

3

*

CDBKTKTTW: Cao dang Kinh té - K§ thuat Trung vong.

®
%

PDT: Phong Bao tao.

R/
%

PKT & BBCL: Phong Khao thi va ddm bao chat lvgng.

®
%

CTDT: Chuong trinh dao tao

*

R/
*

TKB: Thoi khoa biéu

J
*

GV: Giang vién
< SV:Sinhvién
6. QUY TRINH:

6.1. Chuyén CTBDT cho cac Khoa

% PDT xay dung ké hoach ndam hoc (lich trinh nam hoc, chwong trinh dao tao)
% PDT tham khdo, tong hop y kién cla cac khoa va céac co s lién két dao tao
% PDT xay dung tién dd nam hoc du kién

< PDT trinh Ban giam hiéu Trueong COKTKTTW phé duyét

% PDT chuyén CTDT vaké hoach nam hoc, tién do ndm hoc, t¢i cac Khoa, bd mon tric thudc

Truong, cac phong ban chirc nang co lién quan.
6.2. Xay dwng gio ké hoach cho cac GV Khoa

% Gido vu Khoa can ctr CTDT vaké hoach nam hoc, tién do dé xay dwng gio ké hoach dy kién

phén cdng cho céc giang vién trong Khoa

% Gi&o vu Khoa trinh Trwdng Khoa xem xét va phan cong giang vién giang day cac hoc phan
dv kién do Khoa dam nhiém.

% Gido vu Khoa ti€n hanh gtti gidy bao giang (du ki€n) theo hoc ky cho cac GV dugc phan cong
gidng day.

6.3. Xay dwng TKB, ké hoach mai giang va lich thi dv kién
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% Can ctr vao phan cong clia cac khoa, bd mon, Phong Dao toa sé lap thoi khda biéu gido vu

khoa c6 trach nhiém:

% Chuan bi thd tuc moi giang (néu co) .

7

% Tap hop ké hoach Ién 16p cla cac giang vién trinh I&nh dao Khoa duyét truvdc khi tién hanh
gidng day.

% Theo ddi viéc thuc hién tién do day va hoc trong hoc ki, dén ddc cac giang vién ndp diém va
bién ban xét diéu kién dv thi, nhap vao phan mém, ndp vé cac Phong chic ndng lién quan ddng
qui dinh.

6.4. Theo d6i né nép day va hoc clia GV

% Gido vu Khoa dua trén phiéu bao giang, thoi khoa biéu da xay dung dé theo déi gio thwc day

clia GV trong Khoa va GV thinh giang, xac nhan gio thurc day sau tirng budi day clia giang vién.

% Gido vu Khoa t6ng hop gi¢ thuc day ctia GV vao cudi moi hoc ki clia nam hoc giri vé Phong
Pao tao & QLKH dé chuén bi thd tuc tinh khoi lvong giang day.

6.5. Nhap diém chuyén can va chuyén diém t¢i PDT
< Gido vu Khoa yéu cau cac GV giang day lap phiéu diém chuyén cin va phiéu xét diéu kién du thi,
nhap diém vao phan mém cho SV.

R/

< Gido vu Khoa Ph6i hop cling gidng vién nhap diém 1, 2; Tap hop cac bién ban xét diéu kién du
thi 02 ban (ban g6c ndp vé Phong Dao tao, ban photo ndp vé Phong Khao thi) triedc thoi gian to
chtre thi it nhat 03 ngay, néu ndp cham giao vu khoa chiu trach nhiém.

% Luwu y: Khi gido vu khoa ndp bang goc diém chuyén can, Phong Dao tao sé in 01 ban trong phan
mém diém da nhap tai thoi diém ndp cd chir ki bén giao, bén nhan dé ddm bao tinh bao mat khi
lvu gitk di€ém trong phan mém chung cltia Trudng.

6.6. Lén danh sach thi

% PKT&KDCL dya vao phiéu diém chuyén can va xét diéu kién du thi tir cac giao vu Khoa dé lén
danh sé&ch thi cho SV, chuan bi cac cong tac t6 chic thi.

6.7. T6 churc thi

% Khoanhan lich thi tir PDT vaphdi hgp cing PKT&KDCL t6 chtic thi cho SV.

6.8. TO chtrc cham thi, nhap diém thi

% Phong Khao thi két hgp voi gido vu khoa giao, nhan bai thi, lién hé giang vién dén chdm bai thi

hoc phan dlng thoi gian (b&o diém cho sinh vién sau khi két thic thi 01 tuan).
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< Phong Khao thi tdng hop diém thi hoc phan va chuyén bang diém phach vé PDT dé nhap va quan

I diém trén phan mém chung cta Truong.

6.9. Tong hop danh sach thi lai, hoc lai.

< PDT dya vao diém thi hoc phan sau khi da nhap vao phan mém -> téng hop valén danh sich thi

lai, hoc lai, |&n ké hoach cu thé dé to churc thi lai, hoc lai...

< PDT chuyén lich, danh sich thi lai, hoc lai t¢i sinh vién (thdng qua bang tin, qua trang Web clia

Truong).
6.10. T6 chtrc thi lai, hoc lai

% Phong Khdo thi dya vao danh sach thi lai, hoc lai valich thi lai, hoc lai dé to chirc thi lai cho SV.

< Sau khi két thic viéc nhap diém Phong Dao tao sé gtri 01 bang diém tdng hop theo hoc ki vé khoa

dé luu trk, quan Ii; Gl két qua tong hop diém dén cac phong chirc ndng cé lién quan dé xét hoc

bong ...




