4 TRU'ONG DAI HOC CONG NGHE SAI GON
S TU KHOA CONG NGHE THY'C PHAM

QUY TRINH LAP KE HOACH GIANG DAY

Can cur vao cac van ban cua Bo GDDT, cic quy ché, quy dinh, quy trinh,... cia Truong

Dai hoc Cong Nghé Sai Gon va céac hoat dong thuc té ctia khoa CNTP.

Buéc 1: Ban hanh ké hoach giing day ciia nim hoc. Hiéu trudong quyét dinh ban hanh
ké hoach giang day cua nam hoc. Phong Dao tao chuyén thong tin vé& Khoa
(Quyét dinh, Biéu do ké hoach giang day)

Buéc 2: Chuén bi ddi ngii gidng vién tham gia gidng day. Ban chii nhiém Khoa phd bién
Biéu do ké hoach giang day dén céc giang vién va cac trudng phong thi nghiém
dé nam thong tin cac mén hoc td chirc trong ndm hoc

Buéc 3: Nhin Gidy bio day, phan cdng giang vién: Phong Pao tao chuyén Khoa gidy
béo day cac mén trong hoc ky tiép theo dé Khoa thuc hién phéin cong gidng vién
dam nhan moén hoc.Khoa phan cdng cac mén day ly thuyét va Truéng phong thi
nghiém phan cong gidng vién day cdc moén thyc hanh theo chuyén mén va ding
ky giang day ctia giang vién hodc mdi giang vién thinh giang dé dam bao du sb
luong giang vién/sd 16p. |

Buéc 4: Didu chinh va xét duyét. Tir két qua phan cong giang day, Ban chi nhiém Khoa
xem xét diéu chinh viéc phén cong (néu c6) dua trén cac quy dinh cda nha truong
vé sb tiét chudn cua giang vién.Lanh dao Khoa ky duyét va chuyén Gidy bao day
cho Phong Dao tao

Buéc 5:Thoi khoa biéu. Dua trén gidy bao day Phong Dao tao chuyén thoi khoa biéu

giang day vé Khoa.
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