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QUYET PINH

Ban hanh Quy trinh quan ly va gidm st hoat dong day — hoc

HIEU TRUONG TRUONG PAI HOC HOA SEN

Céin cit Quyét dinh s6 274/2006/QP-TTg ngay 30/11/2006 cua Thi: twéng Chinh phi
vé viéc thanh ldp Truong Dai hoc Hoa Sen,

Céin cit Quy ché t6 chike va hoat dong Trieong Dai hoc Hoa Sen ban hanh kém theo
Nghi quyét sé 2768/NQ-PHHS ngay 05/9/2025 ciia Hoi dong truong Truong Dai hoc
Hoa Sen;,

Céin it Quy ché Quan Iy nhan sy Truong Dai hoc Hoa Sen ban hanh kém theo Nghi
quyét s6 2212/NQ-DHHS ngay 26/6/2026 ctia Hpi dong trieong Truong Dai hoc Hoa Sen,

Cén cit Quy ché dao tao trinh @6 dai hoc ban hanh kém theo Quyét dinh s6
2508/0D-DHHS ngay 15/8/2025 cuia Truong Dai hoc Hoa Sen;

Ccin cit Nghi quyét s6 157/NQ-DHHS ngay 16/01/2026 cua Hoi dong truong
Truong Dai hoc Hoa Sen vé viéc bé nhiém chirc vu Hiéu trieong Truong Pai hoc Hoa
Sen;

Xét dé nghi ciia Truéng phong Dao tao dai hoc.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy trinh quan Iy va gidm sat hoat dong
day — hoc.

Pidu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong Truong, Trudng phong Dao tao dai hoc, Trudng cac don

vi ¢6 lién quan, Giam doc chuong trinh va Giang vién chiu trdch nhiém thi hanh Quyét

dinh nay./.
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CHUONG I
QUY PINH CHUNG

Piéu 1. Muc dich

Quy trinh ndy quy dinh trinh ty, trach nhiém va phuong thirc phdi hop ctia Phong
Dao tao dai hoc, cac don vi lién quan, gidng vién va sinh vién trong viéc quan 1y va gidm
sat hoat dong day — hoc, nham dam bao viéc td chirc dao tao dugc thuc hién ding quy
dinh, hiéu qua va dap tmg yéu ciu bao dam chit lwong cua Truong Pai hoc Hoa Sen.

Diéu 2. Pham vi diéu chinh va déi twong 4p dung

1. Pham vi diéu chinh: Quy trinh nay quy dinh viéc thuc hién cong tic quan 1y va
giam sat hoat dong day — hoc trong dao tao dai hoc chinh quy tai Truong Dai hoc Hoa
Sen.

2. Pbi twong ap dung: Quy trinh nay ap dung dbi véi gidng vién duoc phin cong
giang day trong ting hoc ky, sinh vién theo hoc céc 16p hoc phan hé chinh quy trinh d6
dai hoc, nhan vién Phong Pao tao dai hoc va cac don vi, cd nhan c6 1ién quan dén cong
tac tb chuec, quan ly va gidm sat hoat dong day — hoc tai Truong Pai hoc Hoa Sen.

Diéu 3. Giai thich cic tir viét tit

Trong Quy trinh nay céac tir viét tit dudi ddy dugc hiéu nhu sau:

Stt Viét tit Nghia trong vian ban
1 [Truong Truong Pai hoc Hoa Sen
2 |BP.KH B0 phén K& hoach — Phong Dao tao dai hoc
3 |BP.GV B phan Gido vy — Phong Pao tao dai hoc
4 |DCHP D& cuong hoc phan
5 |GPCT Giam ddc chuwong trinh
6 |GV Giang vién (Giang vién co hitu va Gidng vién thinh giang)
7 HK Hoc ky
g |HP Hoc phan
9 [HTTTQL Hé thdng thong tin quan 1y
10 LbK Lanh dao khoa (Truong khoa va Pho trudng khoa)
11 |[P.CNTT Phong Cong ngh¢ thong tin
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12 P.DTPH Phong Pao tao dai hoc

13 [P.HCNS Phong Hanh chinh - Nhan su
14 |P.QLCSVC Phong Quan 1y co s¢ vat chit
15 [TKB Thoi khoa biéu

16 |TT.TNSV&QHDNTrung tdm Trai nghiém sinh vién va Quan hé doanh nghiép

17 SV Sinh vién
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CHUONG II

QUY TRINH QUAN LY VA GIAM SAT HOAT PONG DAY - HOC

Diéu 4. Quy trinh quén 1y va giam sat hoat dong day - hoc

1. Luu do:
Ca nhan/ .
o — R I Thoi gian B5 oha Ca nhén/
wo'c 0l dung cong vi€c oA 0 phan A A Ko
: : thuc hién B6 phan phoi h
° . th];l"c hien ° p ° p Q’p
GV, GBCT,
2 B.P GV . . Thu ky khoa,
1 Chuan bi dau hoc ky Tuan 0 BP.GV BP.KH,
P.QLCSVC, P.CNTT,
P.HCNS
A
I gp.gv ’ ‘ GV, GBCT, LPK,
2 Quan ly va gidm sat hoat Tuan 01 - 16 BP.GV BP.KH, P.CNTT,
dong day hoc cia GV P.QLCSVC
BP.GV
3 Quan 1y va theo dai tinh Tudn 01 - 16 BP.GV SV, GV,
hinh hoc tap cta SV TT.TNSV&QHDN
A 4
BP.GV GV, SV, GDBCT, LPK,
4 Xir Iy cac van dé phat sinh Tuén 01 - 16 BP.GV P.QLCSVC, P.CNTT,
lién quan dén h/d day - hoc TT.TNSV&QHDN
\ 4
BP.GV
5 Canh b4o tinh hinh Tuln 0 — 15 BP.GV GV, SV, P.CNTT
day - hoc cia GV va SV
A 4
BP.GV
6 Thu s6 ddu bai Tudn 15 BP.GV GV, Thu ky khoa
sau khi két thuc 16p HP




M AL . . o M hidu: QT-QLGSDH/0826/HSU
HOA SEN ~ QUY TRINH QUANLY VA . snh: OF
el GIAM SAT HOAT DONG DAY - HOC Ngay ban hanh: @7../..9. /2026
Lan ban hanh: 01
J’ Lén 1 (gitra ky):
. BRGYV Tuén 08
7 Thong ké gio giang cia GV N o BP.GV P.CNTT, P.HCNS
Lan 2 (cudi ky):
Tuén 17
v
. BRGV Tr tudn 02 dén két
8 Béo cao va thong ké ) BP.GV GV, SV
tinh hinh day - hoc thic HK
2. Dién giai luu db:
L Ca nhan/ | Ca nhan/
. R . Thoi gian o o
Noi dung cong viéc . B§ phin B0 phéin
thuc hién g
thwc hién | phoi hop
Buéc 1: Chuén bi diu hoc ky:
(1) Hoan thién danh ba GV giang day dau mdi
HK:
- Loc danh sach GV c¢6 day trong HK.
- Cap nhat thong tin GV méi.
- Lap danh sach GV diy du thong tin: Ma GV,
Ho va tén, Khoa/Vién, Chuwong trinh/Bj mén,
Email, Sé dién thoai dé lién lac. GV, GDCT,
- Guri danh sach GV diu mdi HK cho P.CNTT Thu ky khoa,
dé tao group email. . BP.KH,
s, P _ - Tuén 0 BP.GV
(2) T6 chtc phd bién quy dinh vé giang day P.QLCSVC,
dau HK cho GV: P.CNTT,
- Gui email moi GV dang ky tham du. P.HCNS

- Lap danh sach GV tham du.

- TH chiic budi phd bién:

+ Piém danh GV tham du,

+ Trinh bay Quy dinh vé cong tac giang day
cua GV va nhiing luu y trong qué trinh giang day.

+Hudng din GV thyc hién diém danh gio day,

diém danh sinh vién, dang ky phong online va
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dang ky nghi, day bu, day thay truc tuyén trén
HTTTQL.

(3) Kiém tra dit liéu 16p HP trén HTTTQL:

- Chuyén dir liéu tr TKB trén hé théng sang
phin mém theo doi day hoc hang ngay (chay phat
sinh budi day hang loat).

- XuAt TKB ctia HK trén HTTTQL, loc tong
s6 16p HP dé thuc hién viéc kiém do.

- Péi chiéu dir liéu tung 16p HP giita TKB,
theo ddi day hoc hang ngay trén HTTTQL va
DCHP dam bao ding thong tin hoc phén, téng sd
tiét, s6 budi day, tén GV, si s6 SV véi stc chira
ctua phong hoc.

- Phéi hop v6i BP.KH cép nhat, diéu chinh va
thng nhét dit liéu cac trudng hop 16p HP c6 sai
Sot.

(4) Thiét 1ap danh sach 16p HP diém danh ciing
lac (d6i véi cac 16p HP 1y thuyét va thuc hanh):

- Loc danh séach cac 16p HP Iy thuyét va thuc
hanh lién ké theo HK tir TKB.

- Thyc hién thiét lap trén HTTTQL: Ping
nhédp vao HTTTQL => HSU => Chdm cong gidng
vién online => Thiét ldp => TL DS 16p diém danh
cung luc => Nhdp: Hoc ky, Khoa).

(5) Kiém tra didu kién co s& vat chit timg
phong hoc, tinh trang trang thiét bi giang day, hé
théng may lanh, hé théng mang/wifi, phdi hop véi
céc don vi lién quan xtr Iy va khic phuc kip thoi.

Budce 2: Quin ly va giam sat hoat dong day
hoc cia GV:

(1) Xuét dit lidu trén HTTTQL, in danh sach
cac lop HP theo ddi hang ngay theo tung co s&
(Thuc hién: DBdng nhdp vao HTTTQL => HSU
=> Chdm céng gidng vién online => BC theo dbi

LGV DH vé chdm céng => Bdo cdo theo di GV

GV, GDCT,
LDK,
P.CNTT,
P.QLCSVC,
BPKH

Tudn 01-16 | BP.GV
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day hoc => Nhdp: hoc ky, thoi gian va co s¢ =>
Bdo cdo budi day theo ngay).

(2) Thyc hién kiém tra va giam sat tinh hinh
day hoc cia GV tung 16p HP:

- Kiém tra tinh hinh diém danh gid day (gio
vao) cia GV dau mdi ca day trén HTTTTQL
(Thuc hién: Pdng nhdp vao HTTTQL => HSU
=> Chdm céng giang vién online => Danh sdch
GV chua vao I6p => Nhép co sé => Tim kiém).

- Kiém tra va ghi nhén thuc té tinh hinh day
hoc ting 16p HP, ting ca hoc dam bao ding quy
dinh giang day (GV day dung DPCHP va TKB, ddam
béo trdt tw I6p HP, diém danh gio vdo, ...); nhic
GV quén diém danh gid day (gid vao) thuc hién
diém danh.

- Ghi nhan trén Danh sach theo ddi 16p hang
ngay (ban in) va cap nhat 1&€n hé théng (tai muc
Ghi cht) cic van d& phét sinh theo timg ca hoc
(GV nghi dot xudt, di tré/vé sém, day bii them tiét,
16p c6 SV ving nhiéu, 16p di thuce dia/di cang/tham
dy hoi thao,...).

(3) Giri canh bao dén GV c¢6 16p HP thidu gid
day do quén diém danh, vao tré& hodc vé sém
(Thuc hién: Budc 1: Pdng nhdp vao HITTQL =>
HSU => Chdm céng gidng vién online => Thiét
lgp => Cdp nhdt lai gio day theo ngay => Chon
Ngay cdp nhdt gio day => Cdp nhdt tinh todn gio
day cho gio; Budc 2: Dang nhdp vao HTTTQL =>
HSU => Chdm céng gidng vién online => Giri
email CBGV day thiéu gio => Chon ngdy diém
danh => Tim kiém).

(4) Kiém tra va diéu chinh du gi¢ day ddi véi
nhitng trudng hop GV cé phan héi ly do thiéu gid
day hop ly, c6 minh chiing va dung véi ghi nhan
thuc té cia BP.GV.




[y Baroc ~ QUY TRINH QUANLY VA
GIAM SAT HOAT PONG DAY - HQC

M3 hiéu: QT-QLGSDH/0826/HSU

Ngay ban hanh: 7. /.. 9.. /2026

LAn ban hanh: 01

(5) Kiém tra va duyét hé théng nhitng truong
hop GV ding ky nghi, day bi/day thay tryc tuyén
trén HTTTQL; hd trg cap nhat thi cong trén hé
théng nhitng trudng hop GV nghi vi Iy do bat kha
khang khong thé dang ky truyc tuyén nhung di
dugc GDCT duyét dong y va gii thong bao dén
BP.GV.

(6) Huéng din va hd tro GV (dic biét la GV |

m6i) thuc hién cac chirc ning lién quan dén day
hoc trén HTTTQL nhu: diém danh gio day, diém
danh SV, dang ky nghi, day bu/day thay, nhdp noi
dung bdi gidng 1én s6 ddu bai trye tuyén, in s6 ddu
bdi, danh sdch 16p hoc phan,. ..

(7) Tiép nhén, giai dap hoic bio céo truc tiép
dén Truéng BP.GV, Lanh dao P.DTPH cic dé
nghi, thic mic caa GV, GDCT.

(8) Théng ké va béo cdo Lanh dao P.DTPH
phong tinh hinh day hoc cua GV tung ca hoc abi

vO1i tuan dau tién cua HK.

Bwéc 3: Quéan ly va theo doi tinh hinh hoc
tap cua SV:

(1) Theo ddi tinh hinh chuyén cén caa SV:

- Theo d&i si s6 SV (du gior va cudi gio hoc)
tung 16p HP, tirng ca hoc.

- Lap va truyén thong danh sach SV bi cAm thi
do nghi qué 30% tong s tiét.

(2) Kiém tra va tao danh sach 16p trén hé thdng
diém danh SV cac truong hop SV chua c6 tén
trong danh sach 16p hoc phan (Thuc hién: Ding
nhdp vao HTTTQL => Quan ly Pao tao => Danh
sdch diém danh => Danh sdch diém danh theo [6p
=> Nhdp 56 hiéu [6p => Tim kiém => Tao danh
sdch lop).

(3) Phéi hop véi GV xtr 1y kip thoi nhiing
truong hgp SV khong cé tén trong danh sach 16p

Tuin01-16 | BP.GV

SV, GV,
TT.TNSV&
QHDN
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vao lép hoc hodc dua nguoi la vao 16p.

(4) Kiém tra va nhic nhd cac trudng hop doi/
nhém SV td chirc cac hoat dong (tap luyén van
nghé, hoc tip nhém, td chirc su kién,...) & bén
ngoai hanh lang 16p hoc gy on do0, mat trét ty.

(5) Tim hiéu va theo dbi céc trudng hop SV ¢6
bénh 1y, biéu hién tim ly bat thuong dé kip thoi
phdi hop véi GV va cac don vi lién quan hd tro va
xu ly.

(6) Tiép nhan va giai dap hodc chuyén tiép dén
b phéan lién quan cac yéu ciu, thic méic ciaa SV
va Phu huynh.

(7) Théng ké, bao cdo tinh hinh hoc tip cua SV
theo yéu cau ctia Lanh dao P.DTPH.

Buéc 4: Xir Iy cac van dé phat sinh lién quan
dén hoat dong day - hoc:

(1) Theo doi, kiém tra va ghi nhan nhiing vén
dé phat sinh lién quan dén GV, SV, co s& vat chit,
trang thiét bi giang day hoic hé théng
mang/wifi,... Bao cdo nhanh dén Truéng BP.GV,
Lanh dao P.DTPH, ddng thoi phdi hop véi céc ca
nhén hodc b phan lién quan kip thoi xir ly va giai
quyét cac van dé phat sinh.

(2) Phéi v6i voi GV va cac don vi lién quan tim
hiéu, nhic nho va xir 1y cac trudng hop SV gay
mau thuin, danh nhau trong va ngoai 16p hoc;
hodc c6 phat ngdn, thai do, hanh vi khong diung
muc dbi voi GV va nhan vién trong Trudng.

(3) Nhan vién gido vu phu trach co s& ghi nhan
su viéc bang bién ban dbi vé6i nhitng truong hop:

- GV vi pham quy dinh gidng day nhu: ty y nho
GV khéc coi 16p hodc day bu/day thay, dua nguoi
la vao 16p, du gio> khong theo ké hoach/khong
thong bdo, thay d6i TKB giang day, roi khoi 16p
khong ly do, tu v dua SV tham du hoi thao/su

Tudn 01 - 16

BP.GV

GV, SV,
GDCT,
LPK,
P.QLCSVC,
P.CNTT,
TT.TNSV&
QHDN

8
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kién; khong thwc hién diém danh gid day (vao
hoac ra), khong diém danh SV, hoic di day tré/vé
som tir 3 1an tré 1én, ...

- SV dua nguoi la vao 16p hoc, nhd ban hoc hg,
diém danh h¢ hoic diém danh h¢ ban.

Budc 5: Canh bao tinh hinh day — hoc cia
GVvaSV:

(1) Truyén théng dau hoc ky dén GV va SV céc
quy dinh lién quan dén giang day va hoc tap (gui
thong bdo qua email, dang trén website P.DTDH).

(2) Truong gt canh bao tu dong dén GV thong
qua ung dung Hoa Sen va email trong cac truong
hop sau: 1én 16p tré hodc vé sém so voéi TKB,
khong diém danh gio day, khong diém danh SV,
nghi budi day chua ding ky lich day bu va GV
nghi tir 02 budi day trd 18n/16p HP/HK.

(3) Thiét 1ap giri canh bo tu dong hang tuin
SV ving hoc nhidu (tr 20% trd 1én) trén
HTTTQL.

(4) Kiém tra va nhic GV phan hdi 1y do thiéu
gio day (cac truomg hop chua phan hdi 1y do khi
nhan dugc email cdnh bao ty dong) lam co s&
BP.GV diéu chinh du tiét bubi day thiéu gio trén
HTTTTQL.

(5 Kiém tra va nhic GV thuc hién day bu cho
16p HP céc bubdi day thiéu gio do 1én 16p tré hodc
vé som.

(6) Kiém tra va nhic GV Ién lich day bu cho
budi nghi (d6i véi cac 16p HP nghi budi day chua
lén lich day bu diung theo thoi gian quy dinh)
nham dam bao tién d6 hoc tip ctia SV va du sb tiét
giang day ctua GV.

(7) Kiém tra va nhic GV ndp: ké hoach t5 chirc
va minh ching cac budi hoc thuc dia/thuc té, t6

chtre su kién cudi ky, tham du su kién, hoi thao,...

- Riéng cong

viéc (1) thuc

hién vao
Tuén 0 BP.GV
- Céac cong

viéc con lai:
Tudn 01 - 16

Gv, Sy,
P.CNTT

9
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theo DCHP dé lam co s& cham cong gio day.

(8) Gui email nhic GV va SV kiém tra dit liéu
diém danh truéc khi P.DTDH khéa hé thdng diém
danh SV dé cong bd danh sach SV bi cim thi:

- GV kiém tra va cdp nhat day du danh sach
diém danh SV cac 16p HP giang day.

- SV kiém tra diém danh timg budi hoc va phan

ho1 vé1 GV dicu chinh (n€u ¢ sai sot).

Budée 6: Thu so dau bai sau khi két thic 16p

HP theo TKB: - Tuén 07
(1) Nhic GV thyc hién cip nhat ndi dung bai | (d6i Vo1
giang timg 16p HP lén s6 dau bai tryc tuyén trén | AVIQ giai
HTTTQL, in va ky s6 dau bai. doan 1).
(2) Tién hanh thu va kiém tra s6 du bai tmg 16p | - Tuin 15, ov
HP: dam bao dung sd budi day (bao gbm cac budi | 16 (ddi véi| BP.GV ’
. ) e o o Thu ky khoa
day bu, day thay), ding s ti€t va chit ky cia GV. cac lop hoc
(3) Yéu cAu GV kiém tra, cap nhét va ndp lai s0 phén hé tin
du bai 16p HP trong trudng hop thiéu sé tiét, noi | chi, va
dung bai giang va chit ky. AVTQ giai
(4) Thoi gian GV ndp sb dau bai: trong vong 02 | doan 2).
ngay lam viéc ké tir khi két thuc HP theo TKB.
Buéc 7: Thong ké gior day ciia GV:
(1) Xuét dit liéu thdng ké gio day cia GV trén
HTTTQL:
- Xuét file théng ké gio> day cia GV toan
Truong theo HK trén HTTTQL (file excel).
- Binh dang file thng ké gi¢ day ctia GV theo Lin 1
= 3 , - Lan 1:
mau, gom 17 cdt ndi dung: So thu tw (Stt), Khoa, 8 P.CNTT,
, . Tuén 07 BP.GV
Chuwong trinh/Bo mon, Ma so GV, Ho va chit lot, [4n2 P.HCNS
y " N - Lan 2:
Tén GV, So hiéu lop, Ma so hoc phdn, Nhom [op, y
. . . . A Tuéan 16
Tén hoc phan, Si so lop, Tong so tiét (bao gom: ¥ R
’ 5 én
Phdn cong, Thuc té, Chénh léch), Ghi chi, Giobds | =
. ] cong viéc
dau, Co so. o
(3) thot gian

(2) Kiém do va ddi chiéu dit liéu théng ké gior
day cua GV:

thuc hién la:
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Lan ban hanh: 01

- Kiém do, ddi chiéu tong s6 16p HP & ting co
s& so véi TKB va theo doi thuc té.

- Kiém do, ddi chiéu tong sb tiét phan cong va
s6 tiét thuc té giang day ctia GV ting 16p HP so
v6i TKB, danh muc hoc phén hién hanh, sb dau
bai 16p HP, DPCHP va theo dbi thuc té.

- Kiém do, dbi chibu s tiét GV day bu, day
thay hodc d6i GV so v6i TKB va theo dbi thyec té.

- Bbi v6i cac 16p HP di thuc dia/thuc té hoic t6
chure su kién cubi ky: kiém tra day du ké hoach tb
chtrc va minh chtng dé 1am co s ddi chiéu chdm
cong gio day cho GV.

- Cép nhat ding dit lidu trén hé thdng theo ddi
day hoc cac truomg hop sai sot (néu co).

(3) Hoan chinh, trinh ky va ndp bang théng ké
gio giang ciia GV vé P.HCNS:

- Hoan chinh va dinh dang in file excel thdng
ké gid day cua GV; ghi chu tinh trang thuc té hodc
treong hop dic biét cua ting 16p HP (néu cb).

- In théng ké gio day ctia GV trinh ky Truong
BP.GV va Truéng P.DTDH, gti ban in va file
excel théng ké gio day cua GV vé P.HCNS dé
kiém tra, ghi nhan gid day va thanh toan thu lao
cho GV.

- Luu trit file théng ké gio day ciia GV (dinh
dang excel va PDF) trén may chi (muc T6 Gido
vu) theo timg HK.

-Lan 1:
Tuén 08
-Lan 2:
Tuén 17

Budéc 8: Thong ké tinh hinh day - hoc ciia GV
va SV:

(1) Xuét dir liéu trén HTTTQL va l4p bang bao
cdo tinh hinh day — hoc cua GV va SV toan
Trudng: GV dén 16p tré/vé sém, nghi, day bu, day
thay, quén diém danh gio gidng, quén diém danh
SV, cdc I6p HP ¢4 ty 1é SV ving hoc nhiéu.

(2) Théng ké tinh hinh day — hoc cia GV va

T tudn 02
dén két thuc
HK

BP.GV
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SV theo tung Chuong trinh/B§ moén, Khoa/Vién
giri email vé GPCT/LPK dinh ky hang tuin dé
phéi hop nhic nhd GV va SV thuc hién dung quy
dinh.

(3) Théng ké, so sanh va danh gi4 tinh hinh day
—hoc cua GV va SV so vdi cung ky nam trude gui
béo cdo Lanh dao P.DTPH cubi mdi nam hoc.

(4) Théng ké va 1ap danh sach GV vi pham quy
dinh giang day (co ghi nhin bing bién ban sy viée
xay ra, kém minh ching) gai vé P.HCNS dé xir Iy
theo quy ché, quy dinh cudi méi HK.

12
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CHUONG III
TRACH NHIEM CUA CA NHAN VA CAC PON VI LIEN QUAN

Piéu 5. Trach nhiém ciia gidng vién

1. Giang day theo dung DCHP va TKB.

2. Pam béao du thoi lwong giang day cac 16p HP, c¢6 ké hoach day bu cho 16p HP
da nghi ding thoi gian quy dinh.

3. Piém danh gid vao, gio ra ding ca day.

4. Piém danh SV dung theo danh sach 16p trén HTTTQL, kiém tra va hoan thién
diém danh SV tru6c khi PDTDH khoa hé théng diém danh.

5. Bam bao trat tu 16p HP, chi cho phép SV co tén trong danh séch 16p hodc nguoi
c6 phan su vao 16p hoc.

6. Thuc hién ding ky nghi, day bu/day thay truc tuyén trén HTTTQL khi c6 ké
hoach nghi.

7. Nop ddy da ké hoach t6 chirc, minh chimg d6i véi cac 16p HP c6 gid hoc thuc
dia/thuc té, t6 chirc su kién cubi ky, tham gia su/hoi thdo dé 1am co s& ghi nhan chim
cong gio day.

8. Nop sb dau bai cac 16p HP dugc phan cong giang day, c6 ddy dt ndi dung giang
day va chit ky dung thoi gian quy dinh.

9. Phéi hop GPCT, LDK, PDTPH giai quyét cac vin d& phat sinh lién quan dén
day - hoc.

Piéu 6. Trach nhiém ciia sinh vién

1. bi hoc day du theo TKB da cong bd.

2. Piém danh diy du trén 16p tai mdi budi hoc.

3. Theo ddi tinh trang budi ving trén hé théng thong tin SV hoic tng dung Hoa
Sen tai mdi budi hoc, bdo GV didu chinh diém danh (néu c6 sai sét) trudc khi PDTDH
khoa hé théng diém danh SV.

4. Thuong xuyén theo ddi thong bao cua Truong dang trén website hodc giri qua
email SV dé kip thoi cip nhat thong tin.

5. DPang ky hoc lai HP bi c4m thi do nghi qua s6 tiét theo quy dinh vao HK ké tiép
khi c6 mo 16p.
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Piéu 7. Trach nhiém ctia Khoa/Chwong trinh

1. Trach nhiém cua Trudng khoa

a) Quan Iy va kiém tra hoat dong giang day cua GV dung theo ké hoach, chuong
trinh dao tao, DCHP kip thoi nhic nhé va xir Iy GV vi pham céc quy dinh dao tao.

b) Kiém tra va nhic nhd cic GDCT trong viéc t6 chirc, phan cong va didu phéi
GV thuc hién ké hoach dao tao dung theo quy dinh, ddm bao phan cong cong viéc, gid
day hop 1y, c6 co sd, khong dé GV thiéu gid nghia vu, chénh 1éch gio gifta cac GV.

c) Ra soat, thaAm dinh, x4c nhan khdi luong thuc hién nhiém vu cua GV khi quyét
todn gio day cho GV theo quy dinh.

d) Xem duyét yéu ciu nghi, day bu va day thay cia GDCT.

d) Duyét thay GDCT céc vin dé lién quan giang day trong truong hop GDCT

khong thé thuc hién nhiém vu.

e) Phbi hop véi P.DTDH giai quyét khiéu nai, thic méc cia GPCT, GV, SV va
don vi li€n quan.

2. Trach nhiém cta Giam dbc chwong trinh

a) Phan cong GV ddm nhiém céc 16p HP tai ting HK hop 1y, dam bao thuc hién
ding va du gio nghia vu theo quy dinh.

b) Cung cap PCHP c6 hiéu luc tai HK va TKB 16p HP cho GV truéc khi HK bit
dau.

¢) Phé bién cac quy ché, quy dinh, quy trinh, thong bao va huéng din cia P.DTPH
vé viéc thuc hién cac cong tac lién quan giang day cho GV.

d) Quan ly cong tac giang day, xét duyét yéu cau nghi, day bu va day thay ctia GV.

d) Phéin cong lai GV khéac day thay GV phu trach 16p HP.

¢) Phéi hop v6i P.DTPH giai quyét khiéu nai, thic mic cua GV, SV va phu huynh.

3. Trach nhiém cta Thu ky khoa

a) Hb tro GPCT va PHCNS lam hop ddng d6i véi GV méi/thinh giang.

b) Phéi hop véi PDTDH truyén thong, théng tin ¢én GV thyc hién dung céc quy
dinh vé giang day.

c) Hb trg, huéng dan GV thuc hién cic cong tac khac lién quan trong quaé trinh

giang day.
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Piéu 8. Trach nhiém ciia Phong DPao tao dai hoc

1. Lap danh ba GV giang day dau méi HK giri P.CNTT tao group email GV.

2. T6 chic phd bién cac quy dinh vé giang day va huéng dan GV thuc hién cac
chirc nang lién quan dén giang day trén HTTTQL d4u mdi hoc ky.

3. Kiém tra didu kién co s& vat chat, trang thiét bi giang day timg co so, dong thoi
phdi hop v6i PQLCSVC kip thoi xtt Iy cac van d& phat sinh dau mdi hoc ky.

4. Kiém do dit lidu theo ddi 16p HP hang ngay so v6i TKB di cong bb trude khi
HK bét ddu dam bao day du va chinh xac.

5. Quan ly va giam sat tinh hinh day — hoc cua GV va SV dam béo ding theo quy
ché, quy dinh.

6. Xét duyét cac yéu ciu nghi, day bu, day thay, phan cong lai GV va cac d& nghi
lién quan dén cong tac giang day cia GV.

7. Luu trit ddy du ké hoach td chiic, minh ching cac 16p HP c6 gid hoc thuc
dia/thuc té, t6 chirc su kién cudi ky, tham gia su kién/hdi thao GV da cung cép.

8. Thu sb dau bai cac 16p HP theo HK, kiém tra va luu trit day du 1am co s& kiém
dod va ghi nhan chdm cong gio giang cua GV,

9. Thyc hién thdng ké gid day cia GV va giri v& PHCNS dung thoi gian quy
dinh.

10. HS tro, phdi hop véi GBCT/LBK hoic cac don vi lién quan giai quyét céc van
d@ phat sinh trong qué trinh giang day va hoc tap ctia GV va SV.

Piéu 9. Trach nhiém ctia Phong Céng nghé thong tin

1. Phan quyén day du, chinh x4c d6i véi GV méi.

2. Thiét 14p va dam bao hé théng ha ting cong nghé thong tin phuc vu cong tac t6
chtrc giang day cua GV.

3. Pam bao HTTTQL, hé théng mang/wifi hoat dong tot dép g yéu cau kiém tra
va xuét thdng ké gior day ctia GV.

4. H5 P.DTPH thiét 1ap, didu chinh di liéu trén HTTTQL nham dam bao cong tic
théng ké gid giang cua GV chinh xac va day du.

5. Phdi hop PDTPH kip thoi xir 1y cac su ¢ vé cong nghé thong tin trong quéi
trinh gidng day va hoc tap cia GV va SV.
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4 Bamoc ~ QUY TRINH QUAN LY VA
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Piéu 10. Trach nhiém ciia Phong Quan 1y co s& vat chit

1. B6 tri, sép xép phong hoc theo dé nghi diéu chinh, thay ddi cia GV phu hop
v6i diéu kién co s¢ vat chat ciia Trudng.

2. Dam bao ha ting co s& vat chét, trang thiét bi phuc vu cong tac 1§ chuc giang
day cua GV.

3. Phéi hop P.DTPH kip thoi xir Iy cac sy ¢b lién quan dén co s& vat chat trong
qua trinh giang day cua GV.

4. Thuc hién cac nhiém vu khéc lién quan dén cong tac giang day cuia GV.

Piéu 11. Trach nhiém ciia Phong Hanh chinh — Nhan sw

1. Phéi hop véi GBCT/Thu ky khoa hoan tit viéc ky hop ddng giang day d6i véi
GV méi trude khi HK bat dau.

2. Cap mi s6 GV cho GV méi theo quy trinh ctia P.HCNS.

3. Phéi hop voi P.DTPH kiém do lai bang théng ké gid giang cia GV dam bao
chinh x4c va day du.

4. Ghi nhan chdm cong va thanh toan lwong cho GV dung thoi gian quy dinh.

5. Phdi hop véi P.DTDH va céc don vi lién quan giai quyét cac truong hop GV
thuc hién khong dung quy ché, quy dinh cua Truong; tham muu, bao cao Ban giam hiéu

vé cong tac giang day ciia GV.
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CHUONG 1V
TO CHUC THU'C HIEN

Pidu 12. Xir Iy vi pham

bon vi, c4 nhan nao vi pham céc quy dinh trong Quy trinh nay va cic quy dinh
khac cuia phap luat thi tiry theo tinh chét, mirc d6 vi pham ma bi xu 1y ky luat theo quy
dinh ctia Truong hodc truy ciru trach nhiém theo quy dinh ctia phap luat, néu gy thiét
hai thi phai bdi thudng.

Pidu 13. Hiéu lic thi hanh

Quy trinh nay c6 hiéu luc ké tir ngay ky.

Pidu 14. T4 chikc thwe hién

1. Trudéng cac Don vi va toan thé nhan su cia Trudng nghiém tic thuc hién cac
ndi dung ctia Quy trinh nay.

2. Trong qué trinh thyuc hién, néu c6 van d& phat sinh can diéu chinh, bd sung, cac
Don vi, nhan sy thudc Trudng giri théng tin vé P.DTPH dé téng hop, trinh Hiéu trudng \
xem xét, quyét dinh./. )

PGS.TS. Nguyén Hiru Huy Nhwt
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