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\/TRU(")N(,: PATHOC QUY TR]NH Té CHITC GL&NG
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1976

Theo dbi sira chira/ bd sung tai liéu

Ngay Vi tri Noi dung sira doi Ghi cha

Phan phoi tai liéu

TT Don vi
1 Ban Quan ly dao tao sau dai hoc
2 B& mén chuyén nganh
3 | Ban T4 chuc nhan su, thanh tra va phap ché
4| Vién Pao tao cong nghé thdng tin, chuyén déi sb
5 Ban Ké& hoach va co so vat chat, ky thuat
1. MUC PiCH

Huéng dan b phan chuy@n mén xay dyung quy trinh to chirc giang day trinh d6 thac si.
Ban Quan ly dao tao sau dai hoc, BG mon chuyén nganh, giang vién giang day va hoc
Vién to chirc thuc hién.

2. PHAM VI AP DUNG

Quy trinh nay ap dung cho giang vién giang day va hoc vién tur khoa tuyén sinh 2023
tré ve sau.

3. TAI LIEU THAM CHIEU

Thong tu s6 23/2021/TT-BGDDT ngay 30/8/2021 cua Bo truéng Bo Gido duc va Dao tao
Ban hanh Quy ché tuyén sinh va dao tao trinh d thac si.

4. THUAT NGU VA PINH NGHIA, TU VIET TAT
4.1. Thuat ngir va dinh nghia

4.2. Tir viét tit



L‘ J TRUONG PATHOC

Mi s6: QT/BQLDPTSPH/03

QUY TRINH TO CHUC GIANG Lan ban hanh: 01

\ THU DAUMOT DAY Naiy hicu luc:
KHDH Ké hoach day hoc
TKB Thoi khoa biéu
BMCN B6 mon chuyén nganh
BQLDTSPH Ban Quan ly dao tao sau dai hoc
BTCNSTT&PC Ban Tb chtrc nhan su, thanh tra va phap ché
BKTKP&PBCL Ban Khao thi, kiém dinh va dam bao chat luong
GVGD Giang vién giang day
GVTG Giang vién thinh giang
HV Hoc vién
Ccv Chuyén vién
TBM Truong Bo mon
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Mi s6: QT/BQLDPTSPH/03
Lan ban hanh: 01
Ngay hi¢u lyc:

5. NOI DUNG QUY TRINH

5.1. Luu do BQLDTSPH xay dung TKB du kién va

gui cho BMCN

v

BMCN sép xép va diéu chinh lai TKB D T
 Khong
BMCN moi GVGD ~  —— . idongy
l ping y
BMCN chét TKB, gui cho GVGD va BQLDTSPH ky ban hanh
v i
GVGD nhan TKB, dé cuong chi tiét hoc phan. GVGD lam hé so giang day E
(KHDH, chuén bj gi4o &n, bai giang dién tir, gido trinh...) giri cho BMCN [« -1
BMCN kiemtrahoso — ~~_

aiang day Khong

dong y

BQLDTSPH lam s6 hoc tap gui cho GVGD, lam lich hoc vuy va cac thi tuc
hang tuan, kiém tra viéc day va hoc trén Iop, diéu chinh lich day khi can thiét

v

Két thiic hoc phan, GVGD nop Hb so giang day, d& va dap an thi két thic hoc phan (néu co)
cho BQLDTSPH; BQLDTSPH két hop véi BKTKD&DBCL t6 chuc thi két thic hoc phan,

¥

BQLDTSPH khao sét, xac nhan khéi luong giang day

v

B4o cao va
luu trix hd so
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QUY TRINH TO CHUC GIANG

Mi s6: QT/BQLDPTSPH/03
LAn ban hanh: 01

N4 DAY Ngay hi¢u lyc:
5.2. Mo ta
Thoi han | Don vi phu . Bwu} mdu/
A A - N e Don vi ho so
TT Noi dung cong viéc hoan trach/Nguo héi h : Minh
thanh I thye hién P op i
chirng
A ) Ccv
BQLDTSDH xay dung thoi BQLDTSD
1 |khoa biéu du kién va gui| 5ngay H BMCN BMO04
cho BMCN
BMCN diéu chinh thai khoa
biéu cho phd hop va moi
9 giang vién tham gia giér]g 7 nat TBM BQLDTS BMO4
day, gui lai thoi khoa biéu| ' 9 PH
cho BQLDTSPH ky va ban
hanh.
GVGD nhan TKB giang
day, d& cuong chi tiét hoc
phan tir BMCN, GVGD xay
dung KHDH, chuan bi gi4o GVGD BMOL
3 | an, bai giang dién ti, gido | 30 ngay BMCN
trinh (tai lisu tham khao): GVTG BMO2
Ly lich khoa hoc, khai bao
théng tin  giang  vién
(GVTG).
BMCN kiém tra ho so giang .
4 5 TBM GVGD
day cia GVGD (GVTG). ngay
BQLDTSPH lam s6 hoc cVv
5 |[tap, guai cho GVGD khi bat| 2ngady | BQLDTSP | GVGD BMO03
dau giang day. H
Lam lich hoc vu hang tuan, | T,onq qua cvV
theo doi hoc vu va didu| i+ o GVGD,
6 ov T e EE  trinh gidang | BQLDTSD
chinh lich day khi can thiét; day 4 BMCN BMO04

kiém tra va ghi nhan viéc
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QUY TRINH TO CHUC GIANG

DAY

Mi s6: QT/BQLDPTSPH/03
LAn ban hanh: 01

N4 Ngay hi¢u lyc:
B.R X /
Thoi han | Pon vi phu | e mad
A A - N . o Don vi ho so
TT Noi dung cong viéc hoan trach/Nguwo héi h ’ Minh
thanh I thye hién P op ,
chiurng
thuc hién cua GVGD
(GVTG) va HV.
. i X Tron
Két thic hoc phan GVGD| o9
. . \ , vong 7 CV phu
(GVTG) ban giao day du ngdy (ké trach
7 | Hb so giang day, d& thi va| "o ¢ GVGD i
1 Z . A to ngay Vién
dap an ket thic hoc phan Két thic DISPH
néu c6) cho BQLDTSPH ;
(néu co) cho BQ S hoc phin)
Trong . A
: . X Thanh vién
BQLDTSPbH ket hop voi| vong 15 tham aia Hoi BQLDTS
g | BKTKD&DBCL t6 chirc thi | ngay (ké & %hi Wit PH;
két thic hoc phan, chim | tir ngay thgc hoe | BKTKD
diém, nhap diém. két thic N &PBCL
X phan
hoc phan)
BQLDTSDH lam khao sat
. ‘. . BQLDTSDb
9 |HV, x4 nhan khoi lugng | 2 ngay Q 4 > BMCN BMO5
giang day.
Thuc hién xem xét, ra soat . BQLDTS
10 .k ’ 2 BMCN
va cai tién ngay ¢ bH
Béo cdo va luu giit hd so \ BMCN;
11 1 ngay BQLDTSD
H
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Mi s6: QT/BQLDPTSPH/03
Lan ban hanh: 01
Ngay hi¢u lyc:

6. HO SO/BIEU MAU LIEN QUAN

TT Tén biéu miu Ma s6 (néu co) | Tnorstanluu | gy
toi thicu
5 nam (dy kién | BTCNSTT&P
1 A e QT/BQLDTSPH A G
Thong tin giang vién 103/BMOL Lr;f;zo ;.nzhu Ky BQLDTSDH:
ém dinh) BMCN
5 nam (du kién | BTENSTTE&P
2 . QT/BQLDTSPH - C;
Ly lich khoa hoc /03/BMO2 E;?O ;.nf]h” kY | BQLPTSDH:
ém dinh) BMCN
5 nam (du kién
3 2 QT/BQLDTSPH - " | BQOLDTSPH;
So giang day cao hoc 103/BMO3 thgo 1. chu ky GVGD
kiém dinh)
: 5 nam (dy kién
4 |Tha tuc hoc vu -|QI/BQLDTSPH |, =) "t "o | BOLDTSDH:;
Tun......Khéa /03/BMO04 A Y| BMCN
kiem dinh)
Bang x4c nhan hoan thanh | QT/BQLPTSPH Shnaml (dﬁ k'lir,' B QélaT?\f_)H;
iang day sau dai hoc /03/BM05 theo 1 chu ky CN;
glang dz al he kiém dinh) GVGD
7.PHU LUC
(Biéu mau quy trinh)




