
TRIIONG DA1 HQC HOA SEN 

PHONG DAG TAO BA! HQC 
só: 70 /CV-DTDH 

CQNG HOA XA HQ1 CHU 	VICT NAM 
Dac lap - Ty do - Hanh phtie 

   

Tp. Ha Chi Mink ngity 27 thcing 3 nem 2023 
V/v cap nhat htrang clAn thac hien viec 

giang day danh cho Clang vien 

Kinh 	Clang vien co hat va thinh giang Trutng Dai h9c Hoa Sen 

Can cif theo Ceng van s6 168/CV-DT k9 ngay 27/08/2013 ve viec thgc hien giang day nhAm gitlp 
Giang vien (GV) nam vang va thgc hien cac quy che dao tao, PhOng Dao tao dal  hgc (P. DTDH) cap nhat 
mat so nai dung giang day quan trong va ba sung yeti eau diem danh online danh cho GV de gai den qu9 
Thay/Co nhts sau: 

Gifing day theo BE cuang hgc Wan (DCHP): 

1.1. GV nhan DCHP, theri khoa bieu t& Clam doe chuong trinh (GDCT) truck khi bat d&u giang day. 

1.2. GV den hanh giang day theo DCHP de bao dam tinh nhat quan trong viec giang day coa tAt ca 
cac lop cling hgc phAn (HP): di) tang sa fiat, s6 tu'an, thgc dia, mbi dien gia, tham do hai thao 
theo quy dinh dm HP, danh gia kiem tra qua trinh, thi girra ky, thi cuei 	(hinh thac thi, thbi 
gian thi,...). 

Diem dank online danh cho Giang vien 

2.1. Bit dAu tir Hoc ky (HK) He Nam hoc 2021 —2022 (Ma HK 2134), viec diem danh online danh 
cho GV duct thgc hien va BO phan Gido vg (BP. GV) — P. DTDH aux hien viec quan 19 lOp 
clga tren he thang People Soft. 

	

2.2. 	Vao mi buai day dm tang HP, CV thao tac true tiep gen h theng htttql.hoasen.edu.vn  clAy du 
cac thong tin sau: diem danh gib Vao — Ra, ghi nai dung bai giang, diem danh sinh vien (SV:. 

v.v... Day la phucrng tien quan 19, theo clei viec giang day va la co so chAm cong giO: day c u.t 
GV. VI  vay, GV cAn phai cap nhat thuang xuyen, chinh xac. 

	

2.3. 	Trugng hgp cAn hieu chinh sal sot: Khi c6 email bao thieu gib, GV phan hat 19 do, c6 minh 

chang de P. DTDH dieu chinh gib day clUng cho GV. Twang hgp GV khong phan hei 19 do 
thieu gib:, P. DTDH chAm eking theo so gib* he thang ghi nhan. 

	

2.4. 	GV khong diem danh, thieu gib: (do quen diem danh hoc vao tre/ ra sem 10 phut): chi dugt 
xem xet feu da 03 lAn/mat 16p HP, va khong qua 10 lAn/HK cho ta 04 lop HP trig len. 

	

2.5. 	Vao bubi day cubi ding, GV se in 86 dAu bai online va k9 ten day di) gui lai P. DTDH de km tra 

lam minh chang gier giang. 

	

2.6. 	GV kiem tra tang tiet day dia mai lop HP sau khi ket thfic lOp day va phan hai cap nhat (neu co) 
toi da 03 ngay lam viec sau khi lop ket thac. Day la 86 tier P. DTDH gai PhOng Nhan so chAm 
cong va tinh thO lao cho GV. 

Diem danh sinh vien —Dieu adrift cam thi: 

	

3.1. 	GV tien hanh diem danh chuyen can cna sv trong danh sach /nein danh SV theo 16p trail he 
theng vao mai buoi hgc (clga tren Quy dinh diem danh Sinh vien). Nee diam dank can chinh 

xdc vi dub hweng ten qudn b  het t(ip Ws cam thi nau SV wing qud 30% tang so tilt HP. 

	

3.2. 	GV cAn thong bao nhac nha nhang SV yang nhieu c6 kha nang bi cam thi do nghi qua se tiat 
quy dinh. 

	

3.3. 	GV cap nhat diem danh SV hang ngay tit he 'hang. Neu c6 sai s6t can hieu chinh ngay, khan& 
de den cue,' HK mai dieu chinh buai ving. 
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3.4. Han chE ten da viec dieu chinh danh sach SV cm thi au& ngay thi 01 tuAn va khong cho phep 

dieu chinh sau khi het tiled han trong thOng bao cAm thi de 6n dinh danh sach cho viec chuan bi 

phOng thi vã d thi. 

4. Nhirng quy dinh s4 giio vy: 

4.1. 	Gking vien drini brio gib* day theo thoi khoa 

Tiet hoc phai dugc bat du, kEt thoc va nghi giai lao dung gib, thing tilt Neu GV di trg qua 15 

phut ma kh6ng có th6ng bao, P. DTDH se th6ng bao cho SV nghi va GV duct xem nhtr nghi 

buOi day kh6ng 19 do; 

GV kh6ng ty 9  thay dai lich giang day (tang, giam st titt th8i bai hoc). Neu c6, phai th6ng qua 

P. DTDH truck khi thyc hien. VA kheng dugc day qua 04 tret/lap HP/ngay. 

4.2. Dom brio guy dinh v tral ty trong lop kw pun: 

GV dirng lop khong cho phep nguti khac khong c6 trach nhiem hoc khong dugc phan c8ng 

giang day vac) lop, trir khi c6 9  kien cho phdp cita P. DTDH bang van ban hac trir nhan vien P. 

DTDH cO trach nhiem ve viec theo dollop; 

GV khong cho phep SV kh8ng c6 ten trong danh sach lap vao lop h9c, air twang hp SV c6 

don xin pile]) vao hgc duce P. DTDH duyet; 

Trang hgp c6 nguai khong co trach nhiem hoc khong ducrc phan ding giang day man vac) 

lop, GV can bao ngay cho: P. DTDH. 

4.3. Doi phbng — 061 co so— oJI thiri gian: 

GV co nhu au d6i phimg, 06i ca sa, dal the.' gian giang day sau khi HK da bat Mu phai thong 

qua 9 kien &Ong 9 100% dm SV bang van ban va lam de nghi gun GDCT, BP. KH  — P. DTDH 

xem xet, tra IOu. GV thong bao den SV sau khi co 9 kien duy'et dang 9. 

4.4. Nghi day —Day bb: 

GV han ch'E viec nghi vã day bit, tai da 02 buainap HP va khong qua 05 buei cho tat ca cac lop 

HP trong HK d6 va phai co sy dEng thuan cüa SV trong lop h9c. GV km lai minh cluing dE xem 

xet khi c6 SV khieu kien. 

Khi can nghi day vi 19 do ca nhan, GV phai th6ng bao truck 01 tan cho lop HP, GDCT va BP. 

GV — P. DTDH theo mu ca P. DTDH qua dia chi email dt.gv@hoasen.edu.vn. Twang hgp 

bat Icha khang, GV th6ng bao ngay cho BP. GV — P. DTDH de kip th6ng bao ten SV hoc GV 

c6 the thong bao tryc tiep dEn SV va P.DTDH. Sau do GV dang k9 day bit theo mau c6 san tai 

P. DTDH. 

Ngay day bü, GV thyc hien dietn danh Tao — Ra de ghi nhan ti6t day. Vic day bit khang clugc 

\mot qua 04 tiet/lap HP/ngay. 

GV thong day bit tan dy trü, min thi, trlr [rang hgp de bit dugc duyet dm P. DTDH. 

GV nghi l. day bit thyc hien theo dang Quy che Quail 19 Nhan sy ban hanh kern theo QuyEt 

dinh s6 2381/QD-DHHS k9 ngay 01/10/2022. 

4.1 	Thay tha Gking vien — Day thay: 

Twang hop GV ',gin day tir 03 buei lien tiEp trO len, GDCT pan Gong QV khac c6 van bang, 
trinh cl8 tuong throng de giang day den het HK; bao truck oho P. DTDH 01 tuAn bang van ban; 
tang hgp bit kha khang phai bao truot ngay GV mOi bat Mu va phai dam bao tinh lien We, 

chat Wong giang day HP. 

GV day thay cho GV khac phai c6 sir Tang 9 cüa GDCT bang van ban va chuyen cho P. DTDH 

trutc khi thy° hien. NEu killing thong bao truth:, P. DTDH khong &mg 9  cho GV vao day thay. 

Khi GV day thay, GV can thyc hien diem danh Vao — Ra de ghi nhan tiet day cam ding. 
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4.6. Throng dim guy ditch gicing day cho Giting vien nc61: 

Nhang GV mei k9 hop clang lien he Khoa & BP. GV — P. DTDH de dirge huong dan va h6 try. 
Ra a thi: 

5.1. 	GV dugc GDCT Oat) ding ra de kiem tra, de' thi glib 	va cu6i k9 chiu trach nhiem ve chat 
luyng, tinh chH) xac dm de thi, kiem tra va dap an dm HP do va co k9 duyet cUa GDCT. 

5.2. 	Voi cac buei kiem tra, thi tap trung theo 	cac de thi, ki'Em tra, dap an (tv luan, trac nghiem, 
vAn dap, thgc hanh,...) eüa cac he, ban hardcopy &rat cho vao phong bi, dan kin, k9 niem 

phong; ban softcopy c6 mat ma vã gni GDCT (tai van pheng Khoa, co k9 xac nhan) theo quy 
dinh. 

5.3. 	Vol cac buoi kiem tra trong gib (theo each danh gia lien we hoac cac HP khong kiem tra), GV 

tv th chirc kiem tra va dam bao tinh nghiem tOe cOa buei kirn tra do theo cac quy dinh cüa 
Truang. 

5.4. Thai luong va each thirc ra d theo dung quy dinh trong phan danh gia HP dm DCHP. 

5.5. 	Nei dung de thi khong lap lai nguyen van the d thi HK, dà kiem tra, bai tap, cau hoi on tap da 

pM bin cho SV try& do. 

5.6. 	Hinh thirc d thi, kiem tra theo (hang tau quy dinh cCia Twang (lien he This k9 Khoa). 

5.7. 	P. DTDH dieu phoi lich kiem tra, thi toan Truerng. Neu lop thi ngoai lich thi quy dinh, lc& qua 
thi se bi hay. 

Chant va nep Loki thi: 

6.1 	GV hoan thanh Phieu ghi diem kiEm Ira theo phuang thirc danh gia lien tue va nep lai cho P. 

DTDH. GV tr xudt phieu diem tren trang htttql.hoasemedu.vn  vao tun 03 dm HK de sir clung. 

6.2 	GV nhan bai thi hoc bai kiem tra tap trung eüa SV tir Thu k9 khoa (TKK), chain bai vã nep 

phieu ghi diem ve Khoa chain nhAt la 07 ngay sau ngay Iclém tra, thi (kh6ng ke ngay ChO nhat, 

nghi LE, TEO. 

6.3 	Cach chain diem va tinh diem theo clang trong DCHP va dap an. Cach ghi diem theo dung 

huong clan tren phiau ghi diem. 

6.4 	GV khong ghi them ten SV vao Phieu ghi diem. Viec xt:r 19 nhang sai s6t ve ten SV (sai, 

thieu,...), GV can lien he true ti6p P. DTDH. 

6.5 	Phieu ghi diem kh8ng dirge sfra chtla sau khi nOp. Khi co yeu cAu hoc pith hien sal set; mu& 

sCra d6i; dieu chinh; be sung, GV dien vao phieu de nghi dieu chinh, nep cho TKK de chuyen 

cho Trueng khoa vá Twang P. DTDH guy& dinh va bao cao Ban Giam hieu. 

Tom tAt hutng dh viec thtyc hien ghing day danh cho Clang vien: 

i-krT licle 

k3k , 

Nei dung cling viec Thiri gian 

bfi't Au 

Thoi gian ket 

thtic 

BO 

phfin/ca 

titian 

thkre hien 

B6 

pita', nical 

nhfin 1)1161 

hop 

Ltru SI 

GV cham cong gio 

giang 	day 	(diEm 

danh Vao — Ra) 

'Nan 1-15 Mtii buiSi day GV Gido va 

P. CNTT 

Digui gia ten kip 

GV diEm danh SV Tuan 1-15 IVIOi bu6i day GV Ciao vy 

KiEm tra gicta k9 Tuan 7-8 
Ket thdc tuan 

9 
GV 

- Khao till 

- TKK 

-GDCT 

Theo DCHP 
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1 

HK 
chinh 

Kiem tra cue' k5' Tan 16 
Ica thilc tufin

n 
17 

GV 
- Khao thi 

- TKK 

- GDCT 

Theo DCHP 

Nghi day — day bit. 
Khi GV co 

nhu cfiu 
15 Than

GDCT 
GV, 

Giao vy 

GV 	thong 	bao 
truot 	cho 
GDCT, Giao vy 
va SV nu c6 ke 
hoach. 
Throng hop bat 
kha 	khang 	lien 
he P. DTDH WO 
try. 

Nghi day — d ay thay 
Kin GV co 
nhu cu 

Tuan 15 
GV, 

GDCT 
Giao vti 

Xet 	duyet oh 
GDCT 	va 

z chuyen ye Giao 
vy 	theo 	co so 
giang day. 

Dieu chinh cAm thi Cue' ky TuAn 14 GV Ciao vy GV 	lam 	diet' 
chinh nett co,  sal 
sot chuyen ve P. 
DTDH 	de 	xet 
duyet. 

Trtremg 	hyp 	phat 
sinh: del GV, (161 co 
sO., .. 

Khi co Oat sinh GV, 
GDCT 

Giao vy Xet 	duyet 	oh 
Khoa vã chuyen 
1.4' Giao vy theo 
co set giang day. 

2 HK 
phi) 

GV chain cong giO 
giang 	day 	(diem 
danh Vao — Ra) 

Than 1-6 MOi bile) day GV Giao vg Dung gier len lop 

Kiem Ira cuei ky Tuan 7 Ket thtic tuAn 
7-8 

GV Ciao vy Theo DCHP 

Nghi day — day bit. Khi GV co 
nhu eau 

Ket thitc sau 
tuAn 6 

GV, 
GDCT 

Giao vy GV 	thong bao 
avec 	cho 
GDCT, Gido vy 
va SV nett c6 lee 
beach. 
Truing hyp bat 
kha 	khang 	lien 
he P. DTDH 118 
try. 

Nghi day — day thay Khi GV c6 
nhu cAu 

Trong HK GV, 
GDCT 

Giao vy Xet 	duyet 	dm 
GDCT 	va 
chuy'en ve Giao 
vy 	theo 	co set 
giang day. 

Dieu chinh cAm thi Cuei ky Kt thtle tuAn 
7 

GV Giao vy GV 	lam 	dieu 
chinh neu co sal 
sot chuyen ve P. 
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DTDH 	de 	xet 
duyet. 

Twang 	h9p 	phat 
sinh: di GV, drii ca 
so,.. 

Khi co 
phat sinh 

Than GV, 
GDCT 

Ciao vy Xet 	duyet 	dm 
GDCT 	\fa 
chuyen ve Giao 
vy theo ca sâ 
giang day. 

Trong qua trinh thuc hien, nu c6 gi chua r6 GV co the nhan sr h'6 tra true tip tit Pheng ciao tao dai 
h9c, Thu ky khoa, GDCT. 

Myi chi tiet viii long lien he BY phyn K hoach - Ciao vy — Plying Dio to di hoc: 
Dien thoyi: 
Try so' chinh Nguyen Van Tring — Pheng 103 
So 08 Nguyetn Van Trang, P. Ben Thanh, Q.1, TP.HCM 
W: 028 7309 1991 — Ext: 4682 
Cu sà Quang Truing 02 — Phong 003 
lit: 028 7309 1991 — Ext: 4843 
Co s& Thanh Thai — Plying A001 
tit: 028 7309 1991 —Ext: 4890 
Co so' Cao Thing —Phong 205 

028 7309 1991 —Ext: 4925 
Email: dt.gv@hoasen.edu.vn  

Nal nhan: 
Ban Gam hien (cte. b/c); 
GV thinh giang, ca hdu (de t/h); 
Thu 	Khoa, GDCT (de p/h); 
Lira DTDH. 

TRU'ONG PHON 

  

Nguyen Tien Lep 
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