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TP.Hé Chi Minh, ngay % thang (1 ndm 2020

- QUY TRINH
HOQP DPONG MOI GIANG VA QUAN LY GIANG VIEN MOI GIANG

- Budrc 1: Trudce khi bat dau hoc ky 01 thang, Phong QLKH&SDH 14p danh muc hoc
phan du kién to chtre giang day trén co s& 19 trinh dao tao, giti cac khoa chuyén mén
dé 1ap ké hoach giang day du kién.

- Buwdce 2: Khoa chuyén moén gidi thiéu danh sach giang vién thinh giang dam nhlern
cdc hoc phan trong danh muc hoc phan du kién duge mé do khoa quan ly vé cho
Phong QLKH&SDPH. Luu y: Mdi hoc phin ¢6 thé mdi mot hodc nhiéu giang vién
tiy s6 lugng 16p hoc phan.

- BU’O'C 3: Phong QLKE I&SDH lién hé voi giang vién thinh giang dé thng nhit cac
van dé lién quan, bao gdm: T hm khoa biéu du kién; de cuong chi tiét hoc phan, lich
trinh gidng day, nhitng yéu cau cia truong, khoa vé& chuén muyc hoat dong giang
day; quy dinh vé dénh gia qué trinh, thi két thac hoc phan; dinh muc thi lao g giang
day; dién thoai, email, dia chi lién lac.

- Buéc 4: Sau khi gidng vién thinh giang nhan 16i va thdng nhét noi dung, ké hoach
giang day, Phong QLKH&SPH tong hop trinh Hiéu truong xem xét, phé duyét ké
hoach gidng day.

- Buwéc 5: Truong hop can phai didu chinh trong pham vi cho phép, Phong
QLKH&SDH lam viéc v6i Khoa dé xem xét, théng nhit sau do chuyén thoi khoa
biéu chinh thirc cho Khoa, hoc vién, Ban Thanh tra Gi4o duc.

- Buéc 6: Phong QLKH&SDH gtri thu moi giang, thoi khoa biéu, hop déng giang
day cho gidng vién. ‘

- Buwée 7: Giang vién sau khi ky hop dong giang day guri vé Phong QLKH&SPH ky
nhay va trinh Hiéu truong ky két hop dong trude khi bat dau hoc ky.

- Bwéc 8: Phong QLKH&SPH lap ho so giang day hoc phan cho giang vién dé theo
ddi va quan ly can ¢t quy dinh vé chuan muc hoat dong giang day. Phong
QLKII&SDH thuc hién viéc ké khai gid giang, hoan tit cic thu tuc thanh ly hop
dong sau khi Qlang, vién thinh gidng dd hoan thanh nghia vu giang day, giao dé thi,
chdm thi va tra dlem%
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