BO GIAO DUC VA DAO TAO

TRUONG DPAI HOC CONG NGHE SAI GON

Sé: 82.01-21 /QTr-DSG-DT

CONG HOA XA HOI CHU NGHIA VIET NAM

Tp. H6 Chi Minh, ngay 26 thang 04 nam 2021

Péc lap — Tu do — Hanh phiic

QUY TRINH 01
LAP BIEU DO, KE HOACH VA TRIEN KHAI HOAT DONG GIANG DAY
L. Mucdich: o
. Hudng df’iq cac blI(fl'(,E 14p biéu do giang day va hoc tap cua ndm hoc va hoc ky;
" Pam bdo t6 chire trién khai chuong trinh dao tao dung ndi dung, ké hoach va ti€n trinh.
II. Quy trinh thuc hién
(1) Quy wée: .
. B. TTGD: Ban Thanh tra Gido duc
. BD GD&HT: Bi€u do giang day va hoc tip nim hoc
. HK: Hoc ky
. P.CTSV: Phong Cong tac sinh vién
. PDI: Phong Dao tao
» P.TN: Phong thi nghiém, phong thire hanh, xudng thuc tap, ...
(2) Mo ta chi tiét cong vige
Bude INgi dung thure hién 22; 'ff;‘ Tmh;: fl;z Pon vi thuc hién
01 | Lap Bibu dd giang day va hoc tip niim hoc Thang 05 Oltuin |PDT
02 | Phé duyét Biéu dd gidng day va hoc tp nim hoc Théng 05 01 twdn | Hiéu tuong
03 | Quyét dinh ban hanh Biéu d6 giang day va hoc tip nim hoc Théng 05 Ol ngay | Hiéu tuong
04 | Lapké hoach gidng day hoc ky
+ Hoc ky chinh Trwéc 12twhn| Oltwén |PDT
+ Hockyhe Truéc08tuAn | Olwén |PDT
05 | Giy béo day hoc ky
+ Hocky chinh Truoc 12twén |  Olwin |[PDT
+ Hockyhé Tru6cO8twAn | Olwén  |PBT
06 | Phén cong gidng day va d& xudt khéc (néu cb)
+ Hocky chinh Truéc 11 tuan | 07 - 10 ngay Khoa/Ban
+ Hockyheé Trrée 07 tudn | 07 - 10ngay | Khoa/Ban
07 | Kiém tra viéc phén cong gidng day - hiéu chinh Quétinh | PDT +Khoa/Ban
08 | Trién khai quy trinh déng k¥ mon hoc, didu chinh ding ky
+ Hocky chinh Truoc 10wén |  Olwdn  |[PBT+P.CISV+SV
+ -Hock)'/ heé Tru6c06twan| Oltwin |PBT+P.CISV+SV
09 | Xép thoi khéa bidu du kién
+ Hocky chinh Trréc09tudn | 04-05tuén |PHT+PIN
+ Hocky he Treéc 05 tudn | 01 -02 twin |POTHHTIN
10 | Lap thoi khoa biéu chinh thic




Bue Noi dung thye hién st Tﬂ;":: ﬂ;‘ Pon vi thye hién

+ Hocky chinh Trudc M tudn| O2twdn |PDT+P.IN
+ Hocky he TruécO3twéAn| Olwdn |PHT+PIN

11 | Phén cong giang day chinh thitc — gtri thw moi day
+ Hocky chinh Tr6c02tAn| Olwin  |PDT+KhoaBan
+ Hocky hé TrrécO2tudn |  Oltwdn | P.DT+KhoaBan

12 | Thuc hi¢n giang day
+ Hocky chinh Tir tudn 01 15tuAn | Khoa/Ban+CBGD+ SV |
+ Hocky hé Tir twén 01 O4tudn | Khoa/Ban+CBGD+ SV

13 | Kiém tra viéc thuc hién ky luat gidng day ctia giang vién
+ Hocky chinh Tir twén 01 1Stwdn  |B.TTGD+P.DT +Khoa/Ban
+ Hocky hé Tir tudn 01 dwAn  |B.TTGD+P.PT + Khoa/Ban
Béo céo tdng hop viée thyc hién givr gidng clia gidng vién Két thiic HK Oltuin  |BTIGD

14 | Tiép tuc trién khai céc quy trinh céng tac khic

3) Biéu mau

Miu Nbi dung biéu miu
MAu 01.01 |Biéu db giang day va hoc tAp nim hoc
Mau 01.02° | Gidy béo day cua tirng khoa - nganh theo hoc ky, nim hoc
Miu 01.03 Gidy bio day mon chung kém thoi khéa biéu chi tiét (xuat tu Hé thong Quén ly Dio tao Edusoft sau khi
’ xép thoi khoa biéu du kién)
Miu 01.04 Gidy bao day thi nghi¢m, thuc hanh, thye tip tai phong thi nghiém, thl,rc hanh, xudng thuc tdp kém thoi
) khoa biéu chi tiét (xudt tir Hé thdng Quan 1y Dao tao Edusoft sau khi x&p thoi khoa bidu dy kién)
M%u 01.05 Bang phan cong huéng dén tai phong thi nghiém, thue hanh, xuéng thue tdp kém thoi khéa biéu chi tiét
’ (xuét tir Hé thong Quan 1y Pao tao Edusoft sau khi xép xong thoi khéa biéu chinh thirc)
x Gily bao day bai tip 16n, dd an, thuc tp tbt nghiép (xudt tir Hé théng Quan 1y Pao tao Edusoft sau khi
Mau 01.06 : S i
sinh vién dang ky mon hoc)
Miu 01.07 Bang phan céng hudng din bai tap 1on, dd an, thuc tap t6t nghiép (xudt tir Hé théng Quan 1y Dio tao
: Edusoft sau khi Khoa phén cong giang vién hutng din cho sinh vién da dang ky mén hoc)
Thoi khéa bidu 16p, thoi khoa biéu glang vién giri Ban Thanh tra Gido duc dé giam sat, thco déi, kiém
M3u 01.08 |tra viée thuc hién ky luft giang day (xuAt tir Hé thong Quén 1y Dio tao Edusoft sau khi xép xong thoi
khoa biéu chinh thirc)
MAu 01.09 | Thoi khéa biéu sinh vién
TRUONG PHONG DAO TAO HIEU TRUONG
Chiu trach nhiém soan thao Phé duyét
o st

Ths. Lé Thi Ngoc Phwong " _PGS. TS. Cao Hao Thi



[1I. Luu trinh bi¢u dién

CHLY,

KHONG DUY ET

LAP BIEU £D GIANG DAY VA HOC TAP NAM HOC
Thang 05 - 06 hang nim
Thiri gian thyre hign: 01 tudn
[Phiing Do taa]

puUYET
¥

QUYET BINH_BIEU BD GIANG DAY VA HOCTAP NAM HQC
Thiing 05 - 06 hing nam
Théd gian thayre hién: 01 ngay

Quy TRINH
XAY DUNG VA CAP NHAT CHU'ONG TRINH BAO TAD

[Phong Dao tao]
LAP KE HOACH GLANG DAY HOC KY CHUONG TRINH OA0 TAD

12 tufn trurée HK chinh & 08 tuln trudre HE hé.
Thiri glan thite hién: 01 tulin
[Phing Bao tao]

R sodt churong trinh, ké hoach gidng day, co s& vt chat, gidng vién
[Phang Bao tao + Khoa/Ban chuyén mon]

'

GIEY BAD DAYHOC KV

12 tulin trirde HEK chinh & 08 twin trude HK he, =

Thivi gian thive hién: 01 tuln
[Phérg B0 tao]

'

CHL

BAT

CHUFA BAT

BAT

PHAN CONG GIANG DAY & BE XUAT KHAC (néu cd)
11 tuin trusée HK chinh & 07 tuin trude HK he.
Thivi gian thire hign: 07 - 10 ngay
[Khoa/Ban chuyén min]

KIEM TRA

[Phing Bao tyo]

BAT

 J

siEfe THOM KHOA BIEU DU KIEN
09 +uilin trurdee HE chinh & 05 tulin trude HK he.
Thiri gian thure hign: 04 — 05 tuin cha HK chinh; 01 - 02 tudn cho HEhi
[Phing Dac tao + Phy trich phang thi nghiém]

BAT

LAP THON kHOA BIEU CHINH THIC
04 wiEin trudre HK chinh & 03 tulin trurdic HK b

Y

THU'C HIEN BANG KY MON HOC & DIEL CHINH DANG KY
Theo QLY TRINH DANG KY MON HOC
10 tulin triréee HK chinh £ 06 tusin trufde HK hé,
Théd glan thyee hign: 01 tulin
[Phang Dio tyo + Khoa chuyén man + Sinh wiiin]

Théd glan thye hign: 02 tuln cha HK chinh; 01 tulkn cho HK hé
[Phong Bao tgo + Phy tréch phong thi nghiém)]

DAT
4

PHAN CONG GIANG DAY CHINH THUC
[GLFI THLY MDH DAY)
02 tulin trudre HK chinh & 02 tulin trurde HK hé.
Thii gian thure hign: D1 tun cha HK chink; 01 tuan cho HK hé
[Phing Do tao + Khoa/Ban chuyén mén & Phy trich phing thi nghiém]

!

THUC HIEN GIANG DAY
Theo QUY TRINH NHAN LOP & THIFC HIEN GIANG DAY
15 tulin HK chinh & 04 tufin HK hé.
Thii gian thyre hign: 04 - 15 tulin
[Khoa ehuy&n min + Sinh vién]

!

auy TRINH KHAC
mlﬂnhlép“huad‘lhuu&k?

KIEM TRA
[Ban Thanh tra + Phong Bdo tyo +
Khoa/Ban chuyén man]

Quy trinh Gidm shttinh hinh thirc hign gidng day
Quy trinh Thing ké gits gling
Quy trinh Thanh todn git giang -




CONG HOA XA HQI CHU NGHIA VIET NAM

BO GIAO DUC VA PAO TAO
TRUONG PAI HOC CONG NGHE SAI GON Poc lip — Tu do — Hanh phic
So: - /CV-DSG-DT Tp. Ho Chi Minh, ngay thang ndm

Vv Trinh duyét Biéu do gidng day va hoc tdp

Kinh giri: Thay Hi¢u trudng

Thuc hién chirc nang td chirc, quan 1y va diéu hanh céng tac dao tao cla Trudng,
Phong Do tao 1ap ke hoach to chire dao tao nam hoc -------=------

Lién quan dén ké hoach dao tao nam hoc -------------— . Phong Do tao da 1ap:
1) Biéu dd giang day va hoc tap ndm hoc 2018 —2019; |

2 B 3

7 J— .

Kinh trinh Thiy Hiéu trudng cho ¥ kién phé duyét dé nha truong chuén bj trién khai
cong tac tuyén mdi va cong tac dao tao trong nam hoc maoi.

Tran trong.

TRUGNG PHONG DAO TAO

Nuoi giri:
- Nhie trén;
- Luu P.Dao tao, (4).




TRUGONG DAI HQC CONG NGHE SAI GON

BIEU PO GIANG DAY VA HOC TAP NAM HOC 20 - 20

PHONG DAQ TAQ
&M AM LICH NAM CANH TV NAM TAN SUU
NAM DUIGNGE LICH HAM 2020 ' ¥ NAM 2021
THANG 08 THANG 09 THANG 10 THANG 11 THANG 12 THANG 0L THANG 02 THANG 03 THANG 04 THANG 05 THANG 06 THANG 07 THANG 08
T
TUAN THU pr|oi1|o2 |03 |04 | 05| 06|07 (08|09 |20 | 11| 12|13 |24 | 25| 16| 17 | 18|19 20 27| 28| 2030|321 (32 |33|34| 3536|237 |38 (30|40 41| 42|43 |44 45| 46| 47 48 | 49 | 50 | 51 | 52
THUT HAT DAL TUAN 31|07 14| 21|28 05| 12|19 | 26 | 02 | 08 23|30 |07 | 14| 21| 28| 04| 11 | 18 15| 22 | 29 | 05 | 12 | 19 03| 10|27 |24 |31 | 07| 14|21 |28 05|12 18|26 02|09 |16 23] 30
THU SAU TRONG TURN 04|11 |18 |25 | 2| 09| 16|23 |30 |06 | 13|20 27|04 |11 |18 |25]|01)06]|15|22 12| w@w| 26 |ozos 6|23 |30 |07 1428|2804 12|18]25)|00)00) 16|23 30| 06| 13| 20| 27| 03
crl nHAT cud TUlN o6 |13 |20 |27 | 0oa| 11| 18| 25|01 |08 |15]22|29| 06|13 )20 | 27|03[10]17]|24 19| 21| 28| o4 | 21 | 18|25 | oz | 09| 36|23 | 30| 06| 13 )| 20) 27 | D4 (21| 18| 25) 01 o8 |15 | 2| B (05
AL HOC KHOR see== | = baot | DAOZ | De03 | Do | oeos | owos | 0407 | Dace | DRos | Do | DALY | DALZ | DAL3 | DALY | DAIS | DT plelEolmlolmlmm@(@|e|m|@(E@|e)eje|e)me i T O o I O O b O (O
DAT HOC KHOR == SH | Hou | Hoz | o3 | vo4 | Hos | H06 | H07 | m0B | b09 | ml0 | HDo | ra2 | HIS | HLE oT HO3 | HOd | HOS | HOE THGL | T2 | THO3 | THOA | THOE | THNOE | DT or|ler|oT| T
CHO DANG KHOA ——--= e | R | oot | e | s | Tros | hos | s | ot orfor|ev|mw|mfe|em] mlelolelolole|w|e|m|e|lo|eo|@jejEjo|of@|@{e oo e e
; |

CAD BANG KHOA ==mrrr flmlm 5 nao1 | Doz | oead | DA04 | Dw0s | DADs | Da0T | Daos | 0w03 | DALD | DAIL | DALZ| DALI | DA4 | DALS | DT R RS R B N N e 0 T O e A O Y I B IO Tt I . o O3
LIEN THONG KHOA e mlo| Mg "_' ol | Tha2 | THO3 [ Thoa | Thas | o | DT grleor|or ||| |m| @ mlElelelo|olo|lmole{mjo|oleme]e|E]Ee)e)e)E]er) e ™M™
LIEN THOMS KHA ~=eeme o || taat | manz | w03 | pwos| pane | paos | owor | oane | Ao | owto| oats | oAz | oats | owis | oms| oT AR R SR RS N e e I A O e o I B R L L M) ™

QUY UC KY HIEU NGUET Lie Bl Thmh g HE Chi Minky, ngy ___ thing ___ ném 2030

LE QUET RHANH Thit T, nglly IL09/1010 3 HOC K Tukn HOC GLAD DUC QUGC PHING THE it iy, THL KT THUC GLAI DOAN TAUGHNG PHONG 5RO TAD HIEL TRULNG

TET DUONG LicH Tha S, ighy OU/DI/2028 &0 GIAL BON (MODULE) Tulka THUE TP TET NGHIER BT

3G MOT TET NEUVEN BAM Thif Siu, ngiy 120272021 Kol TURN HOC = HOC KT CHINH | BANG KF MO HOC BAQ VE 0D At TOT NGHIER

G5 TS NG VTG T it sy 21942021 HHE | TURN HOG - HOC K HE SHHHOA | ST HOAT KHOR, IO VIEN CHO NHIEM | 01| e Treo Lo TR ek ki

LE 3008 Thir S, ek 3042021 THOL Tshed HOC = B&L TH TAT HGHIER sH o STNH HONT AL KHOA, NN HOC

LE 105 Thir By, gy DLITS2021 DABL TURN THUC HIEN 63 Ay TET NGHIER | BT TLEN CUF TR




TRUONG PAI HOC CONG NGHE SAI GON

GIAY BAO DAY HOC KY 2 NAM HQC 2020 - 2021

PHONG PAO TAO Bc - hé - khoa tuyén sinh: PA1 HQC CHINH QUY - KHOA 2020 Hoc ky trong CTBT: HQC KY 2
Nganh - chuyén nginh: CONG NGHE KV THUAT CO DIEN TU, chuyén nganh CN CO BIEN U
S6 lwgng sinh vién tai thoi diém giri gidy bdo day:
. Mai s6 o sé 10p Phén b8 gitr giing Phéin cong cin bj gidng day Pé nghj
So 5 Tén mén hoc i .
mén hoc dykién | /chi | Ts/miée | Lr [ Br [ i | pa| LA | Hoténcinbggiingday | HH | HV | D/Thosi lich day
DANH SACH MON HOC MO LOP THEO KE HOACH (theo ké hoach giang day chi tiét ciia khéa - nginh)
1
2
3
4
5
6
7
8
9
10
11
12
13
DANH SACH MON HOC MO LOP NGOAI KE HOACH (theo dé xuit cita ngudi hoe, khoa, ban chuyén mén)
1
2
3
4

PE NGHI KHAC CUA KHOA, BAN (néu ¢6)

P& nghi phén céng cin by giing day va njp lai Phong Dao tao trrde ngay:

Ngay ldp bing:
Nguoi lip bing:

Thanh phd Hb Chi Minh, ngay thang nam 2020

Xdc nhén clia Ban chi nhi¢gm Khoa/Ban




TRUONG PAI HOC CONG NGHE SAI GON

PHONG PAO TAO
Tén mén hoc:
Ngay bét ddu hoe ki

Gidy béo day kém danh sich sinh vién da diing ky mén hoc:

07/09/2020 (Tudn 1)

BANG PHAN CONG HUGNG DAN BAI TAP LON, PO AN, THUC TAP TOT NGHIEP
HOQC KY 2 NAM HOC 2020 - 2021

STT MSSV

Ho tén sinh vién

Lép Phin nhom

MSCB

Ho tén Cén bd gidng day

Thoi gian day

Ghi chi
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Sau khi phan cong can b giang day theo dé nghi ciia Khoa trong gidy bao day,

Mot ban Iru Vin phong khoa; 01 ban Iuu Phong Péo tao dé thure hién céc budc tiép theo.

Ngay lip bing:
Newdi 1dp bing:

Xidc nhin cia Phong Pio tao

Phong Déo tao 18p 02 bang phan cong giang day, gui Van phong khoa 14y chir ky x4c nhin ctia Ban c¢hi nhiém khoa.

Thanh phd Hb Chi Minh, ngay théng nam 2020

Xéc nhéin ciia Ban chii nhi¢ém Khoa/Ban




TRUONG DAI HQC CONG NGHE SAI GON

PHONG DAO TAO

Maén hoc: (MAMH)
Ngay bét déu hoc ky:

Gidy béo day kém thoi khéa biéu chi tiét:

GIAY BAO DAY MON CHUNG
HOC KY 2 NAM HOC 2020 - 2021

MSCB Hg tén Cin b gidng day MAMH | Nhém | T6TH

Tén mon hoc

S tiét

Lap

Sisb | Thir

Tiét day

Phong

Thoi gian day

Dé nghi phin cong cin bd gidng day va ndp lai Phong Do tao trudc ngay:
Ngay lip bing:

Nguwdi lip bing: Xic nhin cia T6 B mon, Phong thi nghié¢m

Thanh phd HO Chi Minh, ngay thing nam 2020

Xdc nhin ciia Ban chi nhiém Khoa/Ban




TRUONG BAI HOC CONG NGHE SAI GON GIAY BAO DAY THI NGHIEM, THU'C HANH, THUC TAP

PHONG DAO TAO HOC KY 2 NAM HOC 2020 - 2021
Tén phong: Phong Thi nghiém Vit 1y

Vi tri phong: B208

Ngiy bét dau hoc ki: 07/09/2020 (Tuén 1)

Gidy béo day kém thi khéa biéu chi tiét:

MAMH Nhém | TéTH Tén mén hoc MSCB Ho tén Can b} gidng day Lop Sisb Thir Tiét day Thoi gian day

Pé nghj phin céng cdn bd gidng day va ndp lai Phong Dio tao trudc ngay:
Ngay lip bing: Thanh phd HS Chi Minh, ngay thang nim 2020
Ngudi lp biang: Xac nhén cia Té Bd mén, Phong thi nghiém Xdc nhin cia Ban chi nhi¢m Khoa/Ban



TRUONG PAI HOC CONG NGHE SAI GON BANG PHAN CONG HUONG DAN THI NGHIEM, THUC HANH, THUC TAP

PHONG DAO TAO HOC KY 2 NAM HOQC 2020 - 2021
Tén phong: Phong Thi nghiém Vit Iy

Vi tri phong: B208

Ngay bit ddu hoc ky: 07/09/2020 (Tudn 1)

Lich phén cong giing day kém thoi khoa biéu chi tiét:

MAMH Nhém | ToTH Tén mén hoc MSCB Ho tén Cén b gidng day Lép Si s6 Thir Tiét day Thai gian day

Sau khi phan cong can b gidng day theo dé nghj ciia Khoa trong gidy bao day, Phong Dio tao 1ap 02 bang phén céng giang day, giri Van phong khoa léy chit ky xéc nhan cia Ban cha nhig¢m khoa.

M6t ban luu Vin phong khoa; 01 ban luu Phong Déo tao d& thyc hién chc budce tiép theo.

Ngay lap bang: Thanh phé HO Chi Minh, ngay _ thang __ ndm 2020
Ngui lip bang: Xac nhén cia Phong Dao tao Xac nhéin ciia Ban chi nhiém Khoa/Ban



TRUONG PAI HOC CONG NGHE SAI GON
PHONG DAO TAO

Tén mon hoc:

Ngay bt diu hocky:  07/09/2020 (Tuén 1)

Giy bao day kém danh sdch sinh vién di ding ky mén hoc:

GIAY BAO DAY BAI TAP LON, PO AN, THUC TAP TOT NGHIEP
HOQC KY 2 NAM HOC 2020 - 2021

STT MSSV Ho tén sinh vién

Lop

Phén nhom

MSCB

Ho tén Can b9 giing day

Thoi gian day

Ghi chi

-

D& nghi phéin cong cén b gidng day va ndp lai Phong Pio tao trwée ngly:

Ngay ldp bang:
Ngutri lip bing:

Thanh phé Hd Chi Minh, ngay thing niim 2020

Xic nhin ciia Ban chii nhiém Khoa/Ban




