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Bu'6'c 1: 'l'rr-rdc khi birt tt0u hqc kj, 01 th6ng. Phong QLKI{&SD}I lfip danh nruc hoc
phfin clu ki6n td chirc giang day trOn co so lQ trinh cldo tao, giri c6c khoa chuyOn m6n
Ae tAp k6 hoach giang d4y du ki6n.

Bu6'c 2: Khoa chuydn rn6n gi6i thiQu danh sdch giang vi€n thinh gi6ng dim nhiQm
cdc hoc phdn trong clanh muc hqc phdn clg kiOn duoc rno clo khoa qu6n 11, v€ cho
Phong QLKI{&SD[{. I.,uu 1i: M6i hoc phAn co th€ rndi mQt hoflc nhidu gi6ng vi6n
tuy sd lutlng ltip lioc phin.

Brr0c 3: Phong QI.K}I&SDH liOn h€ voi giiing vi6n thinh giang tl€ th6ng nh6t cric
vin d0 1i0n quan. bao gdrn: 'fhcvi kho6 bi6u dU ki0n; dd cuong chi ti6t hgc phAn, lich
trinh giing ciayl nhfng y6u cdu cua trLrong. khoa vC chudn mgc hoat clQng giAng
day; qu1' ttlnh vd diinh giir quf trinh, thi k0t thirc hoc phAn; clinh milc thu lao gi6ng
day; cliQn thotri, email. dia chi li6n l4c.

Bu6'c 4: Sau khi giirng vien thinh giAng nhpn loi vd th6ng nh6t nQi clung, kri hoach
giing cl4y, Phong QLKII&SDI{ t6ng hgp trinh I-{iQu trucrng xenl xdt, phO duyQt k6
hoach giang d4y.

Bu(rc 5: 'fruo'ng hgp cAn phni diOu chinh trong pham vi cho phdp, Phong

QLK}I&SDI{ ltim viQc vdi Khoa d6 xem xet, th6ng nh0t sau t16 chuy6n thoi kh6a
bi6u chinh thuc cho Khoa, hoc vi0n, Ban I'hanh tra Gi6o duc.

Bu'6'c 6: Phong QLKI{&SDH gui thu mo'i gi6ng, tlioi khoa bi6u, hgp cl6ng gi6ng
d4y cho giAng vi6n.

tlu'6'c 7: Gi*ng vien sau khi ky hqp d6ng giang d4y giri vd l,hc,ng QLKI-I&SDII ky
nhity vir trinh iiiQu tnrirng ky ket ha'p d6ng tnrcic khi bat cldtr hoc kj,.

Ilu6'c 8: Phdng QLKI l&SDl l lap h6 so giAng da1, 1'ror phin cho giing vi6n <16 theo
d6i va quAn l! cf,n cir quy ilinh v0 chuiin mqc l'roat clQng giang day. Phong

QLK["]&SDI I thqrc hiQn viQc k0 khai gio giing, hoin t6t cfc thri tuc thanh ly hqp
d6ng sau khi gidrng viOn thinh giang d[ hodn thdnh nghia vu gi6ng clay, giao cIA thi,
chArn thi va trA di0m.
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