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Té chire dao tao dai hoc QT.07.02 - PTPH

l. Muc dich

- Phéi hop véi cac khoa, b mon, cac don vi lién quan thyc hién xay dung thoi khoa
biéu hoc ky tai trudng Pai hoc Tai nguyén va Moéi truong Ha Noi

- Théng nhat quy trinh va cac biéu mau sir dung trong qué trinh thuc hién thu tuc xay
dung thoi khoa biéu hoc ky

1. Poi twgng va pham vi ap dung

- Phong Pao tao

- Céc don vi thudc truong

. Cac tai liéu lién quan

- Quyét dinh s6: 2211/QD — TDHHN cua Truong Dai hoc Tai nguyén va Moi truong Ha
Noi vé viéc hudng dan thuc hién Quy ché dao tao Pai hoc, Cao d:fmg hé chinh quy
theo hé thong tin chi

- Quyét dinh s6 25/2006/Qb-BGDDT cua B Gido duc va Bao tao ban hanh Quy ché
dao tao Pai hoc va Cao dang hé chinh quy.

- Chuong trinh dao tao cta cac nganh do Hiéu truong Truong Pai hoc Tai nguyén va
Moi truong Ha Noi phé duyét

IV. Pinh nghia va cac tir viét tat:

- PDT: Phong bao tao

- KHDT: K¢ hoach dao tao

- KBM: Khoa - B§ moén

- HCTH: Hanh chinh tong hop

- TKB: Thoi khéa biéu

- QTTB: Quan trj thiét bi

- BGH: Ban giam hi¢u

- TTGD&PC: Thanh tra gido dyc va phap ché

- Portal: Cong thong tin di¢n tu

- KHTC: Ké hoach tai chinh

- CTDT: Chuong trinh dao tao

V. N¢i dung

1. Quy trinh xay dung K¢ hoach dao tao va Tién d dao tao nim hoc
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Té chire dao tao dai hoc

QT.07.02 - DTDH

TriCh Trinh tu cic buée Dién giai Biéu miu
nhiém j
- PDT xay dung ké hoach dao tao
nam hoc du kién (ké hoach mé
PPT Xf?ly dung KH?T 16p,cac mon hoc duogce to chuc BM.07.02.01
nam hoc dir kién trong hoc ky he, thuc tap, thi hoc
ky, bao vé€ do an va thi tot nghié¢p.
-Thoi gian: Thang 5 hang nam
v - KBM théng bao ké hoach giang
day du kién cho toan can bo giang
Cap nhat, ra soat KHDT, Ay Cir Kien ¢ -
N X e , day truc thudc.
KBM de Xuat;dlell chinh - Ra soat cac mén hoc du kién t6 | BM.07.02.01
(néu can) chtrc hoc so voi CTDT, dé xuit
di€u chinh (n€u can)
- Thoi gian: 7 ngay
PBT Y | -PDTkicém tra va thong nhat c4c
Thong qua cac d¢ xuat dieu | | KBM dé diéu chinh va hoan thién | BM.07.02.01
KBM chinh, hoan thién KHPT KHDT
- Thoi gian: 7 ngay
\4 ,
A A a2 - PDT xay dung tién d6 dao tao
Xay dung Tién do dao y dung - :
PDT Y te_io iém hoc. toéln‘k‘h(')‘a cho tét‘cé cac hé. BM.07.02.02
l - Thoi gian: 7 ngay
BGH - Kiém tra va trinh BGH phé BM.07.02.02
Phé duyét duyét KHDT va Tién dg dao tao BM.07.02.03
- Thoi gian: 1 ngay T
- Phong HCTH ban hanh KHDT
PDT nam hoc va tién do dao tao da
Phong Ban hanh va cong b glJ;)r(]: phé duyét téi cac don vi lién | BM.07.02.02
HCTH KHDT chinh thuc “PDT in tién do dao tao va dan tai BM.07.02.03
bang tin dé€ sinh vién va giang
vién theo doi
PDT ,
) v - Luu ban goc tai PDT
Cac don . - Ban sao luu theo timg don vico | BM.07.02.02
vi lién Luru h6 so lién quan BM.07.02.03
quan
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Té chire dao tao dai hoc QT.07.02 - PTPH

2. Quy trinh xiy dung Thoi khéa biéu hoc ky

TriCh Trinh tw cac budc Dién giai Biéu miu
nhiém j
-PDT giao khéi lwong giang day nim
: A hoc dé KBM chu dong xay dung ké
PDT Glao. %{ho1 tuong hoach phan cong giang vién giang da BM.07.02.04
giang day ach p g glang glang day
phu hop.
- Thoi gian: Thang 6 hang nam
v - QTTB dam bao co sé vat chat va
Phong Théng ké tinh trang co s& cung cap cho PDT dir heu de phuc vu BM.07.02.05
QTTB vat chit phuc vu giang day xay dung TKB (bao gom: tén giang JiUe.
duong, si sb t6i da, may chiéu, phong
thuc hanh, phong thi nghiém)
- PPT x4y dung TKB du kién bao gom
A 4 , A . , A e .
Phong N - cac thong tin: 16p, mén hoc, thoi gian
Xay dung TKB du kién hoc, dia diém hoc (dé trong thong tin BM.07.02.06
bT giang vién)
- Thoti gian: Trude khi hoc ky bat dau
02 thang.
v - KBM b6 tri phan cong giang vién
Phan cong gidng vién \ Y S
KBM vio TKB du kién vao TKB du kién va guri vé PDT BM.07.02.06
l -Thoi gian: 7 ngay
- PPT kiém tra va trinh BGH phé
PBT Kiém tra, trinh duyét TKB. BM.07.02.07
BGH phe duyt - Thoi gian: 01 ngay R
PPT X l 2 - Phong HCTH ban hanh TKB da duoc
\ Ban hanh va cong bo phé duyét téi cac don vi lién quan.
Phong TKB chinh thirc - PDT cép nhat thong tin TKB vao BM.07.02.07
HCTH phan mém va cong bd 1én website
Truong.
PDT - Luu ban gdc tai PBT
Phong -giam sat viéc thuc hién TKB
A 4
TTGD& BM.07.02.07
PC Luru TKB va
gidm sat thuc
KBM
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Té chire dao tao dai hoc

QT.07.02 - DTDH

3. Quy trinh diéu chinh thoi khoa biéu sau khi d4 dwoe ban hanh

Trich Trinh tu cic buée Dién giai Biéu miu
nhiém
Giang vién . - KBM lam don dé nghi diéu chinh
KBM lam d¢é nghi o BM.07.02.08
KBM didu chinh TKB TKB gui vé PDT
- PDT kiém tra d& nghi diéu chinh
Phong ciia KBM, phé duyét néu dong y.
Kiém tra, xem B R N o a BM.07.02.08
QTTB xét d& nghi Neéu khong dong y yéu cau KBM
diéu chinh xem xét diéu chinh lai cho phu hop.
PDT
Phong - Luu ban gdc tai PDT BM.07.02.08
TTGD&PC Luu TI,(B va -_Pu’u ban sao tai cac KBM, phong JiUe.
giam sat thyc lién quan.
KBM

4. Quy trinh dang ky hoc

Trach
nhiém

Trinh tw cac budc

Noi dung thue hién

Biéu mau

PDT

PDT

Théng bao KHPT, TKB,
Keé hoach dang ky hoc
trén Portal sinh vién

A\ 4

- PDT thong bao KHDT, TKB, ké
hoach t6 chirc dang ky hoc chi tiét trén
cong thong tin dién tir dé sinh vién cap
nhat thong tin.

- Thoi gian: 6 tuan trude khi bat dau
hoc ky chinh va 5 tuan trudc khi bat
dau hoc ky phu

BM.07.02.02
BM.07.02.03
BM.07.02.07

Cép nhat thong tin TKB

vao phan mém QLPT va

thiét 1ap dir liéu dot dang
ky theo duing ké hoach

- Tao 16p hoc phﬁn theo TKB, xac
dinh si s ti da cho timg 16p hoc
phan.

-Xép TKB vao phan mém TKB

-Phan cong giang vién va giang duong
cho céac 16p hoc phﬁn,

- Thiét 1ap tham s6 hoc ky

-gi61 han s6 tin chi tdi da, tdi tiéu duoc
phép dang ky

-Thiét 1ap trang thai kiém tra tién
quyét

-Thiét 1ap gid dong mo cira hé thong
dang ky hoc

- Thoi gian: 6 tuan trude khi bat dau
hoc ky chinh va 5 tudn trudc khi bat
dau hoc ky phu
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Té chire dao tao dai hoc

QT.07.02 - DTDH

Tréach

on Trinh tw cac budc
nhiém

No6i dung thue hién

Biéu mau

A 4

PDT Cho sinh vién dang ky hoc

A 4

Tiép nhan va xtr 1y cac
don dang ky hoc ngoai
hé théng phan mém

PDT

Tiép nhan va xtr 1y cac
don huy dang ky hoc phan
sau khi het thoi han dang

PDT

v

Thong bao céc 16p hoc
phan dugc mo, bi hity va
danh sach sinh vién diang

ky it hon s6 tin chi quy

PDT

A 4

-PDT cho sinh vién dang ky hoc, glam
sat truc he théng, diéu chinh si sd tdi
da cua mdi 10’p phu hop V0’1 tinh hinh
thue té va hd tro xur 1y su ¢b trong qua
trinh dang ky hoc

- Thoi gian: 5 tuan trudce khi bat dau
hoc ky chinh va 4 tuan khi bat dau hoc
ky phu

- Tiép nhan va xir Iy cac don ding ky
hoc ngoai hé théng phan mém do 15
khong dang ky duoc trén hé thong
hodc do mét dir liéu dau khi dang ky
- Thoi gian: thoi gian dién ra dang ky
hoc

BM.07.02.09

- Tlep nhan don va huy dang ky hoc
phan cho sinh vién sau khi hét han
dang ky.

- Thoi gian: 02 ngay sau khi két thuc
dang ky hoc.

BM.07.02.10

- Thong bao danh sach hoc phan cac
16p dugc mo, cac 16p hoc phén bi huy
vi khong du diéu kién t6 chirc 16p va
danh sach sinh vién dang ky it hon s6
tin chi quy dinh.

- Néu sinh vién c6 nguyén vong dang
ky it hon sb tin chi quy dinh thi phai
lam don gtri vé PDT dé xem xét va
giai quyét.

- Thoi gian: 3 tuan trude khi bat dau
hoc ky méi

BM.07.02.11
BM.07.02.12

- Tiép nhan don dang ky hoc bo sung

Tiép nhan va xur 1y cac don
xin dang ky hoc b sung,
dang ky mon hoc tuong
duong, mon hoc thay thé

PDT

do dang ky sd tin chi it hon quy dinh,
do 16p mén hoc bi hity khong to chirc,
dang ky mon hoc twong duong, mén
hoc thay thé.

- Phén loai va xtr ly don

A

Lap danh sach diém danh
va théng bao danh sach
chinh thirc cac 16p hoc

phan trén Portal sinh vién

Phong
bT

- Thoi gian: 2.5 tuan trudce khi bat dau

BM.07.02.13
BM.07.02.14

- Chét dir liéu dang ky hoc, 1ap danh
sach va théng bao danh sach chinh
thirc trén cac 16p hoc phan trén cong
thong tin dién tr sinh vién. Tiép nhan
vaxu ly cac van dé lién quan dén thira
thiéu sinh vién trong danh sach 16p

- 10 ngay trude khi bit dau hoc ky méi

BM.07.02.15
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Té chire dao tao dai hoc

QT.07.02 - DTDH

TriCh Trinh tw cac budc Noi dung thuce hién Biéu miu
nhl?m ° . . .
v - Khi ¢6 danh sach chinh thuc céac 1op
Sinh vién déng hoc h?c phan ,.Phong KHTC' thu I}QC phi
. , cua sinh vién theo quy dinh cua
phi theo diing quy .
PKHTC . , \ s Truong.
dinh cta Nha truong Lo A Y .
- Thoi gian: 1 tuan khi bat dau hoc ky
moi
- Tiép nhan don xin rat hoc phan ding
ky khi hoc ky da bat dau vao giai doan
hoc.
- Xem x¢&t va huy dang ky hoc cua sinh
vién néu c6 1y do chinh dang ( sinh
vién khong dugc hoan lai hoc phi)
~ - "‘ — -Dfmh sach duoc qhﬁp nhén‘rﬁt hoc BM.07.02.10
PDT TleP nh?ln vaxu 13’ cac phan dugc cong bo trong tuan thir 9
don xin rat hoc phan dang | | ciia hoc ky chinh va tuan thi 4 ciia hoc
ky khi hoc ky da bat dau ky phu trén cong thong tin dién tir sinh
vao giai doan hoc vién.
-Thoi gian: Tir tuan thir 4 d&én tuan thir
8 cua hoc ky chinh hodc tuan thir 2 dén
hét tuan thir 3 cua hoc ky phu.
BM.07.02.09
BM.07.02.10
PR loai d loai danh sach BM.07.02.11
ong Luu hd - Luu cac loai don, cac loai danh sac
DT o Ro e trong qua trinh dang ky hoc tai phong BM.07.02.12
bao tao. BM.07.02.13
BM.07.02.14
BM.07.02.15
VI.Hb so luu
STT Tén biéu miu Thei gian luu Noi lvu
1 Ké hoach dao tao nim hoc 01 nam Phong BT
2 Tién d6 dao tao nam hoc 01 nam Phong BT
3 | Thoi khoa biéu hoc ky 01 nam Phong DT
4 | Dé nghi diéu chinh Thoi khéa bicu 01 nam Phong DT
5 Phiéu dang ky mén hoc 01 nam Phong BT
6 | Phiéu hily ddng ky mén hoc 01 nam Phong BT
7 | Danh sich 16p mén hoc chinh thirc dugc t6 chirc 01 nam Phong BT
8 Pon xin dang ky it hon s6 tin chi quy dinh 01 nam Phong DT
9 | Phiéu ding ky lai 16p mén hoc 01 nim Phong DT
10 | Phiéu dang ky mon hoc twong duong 01 nam Phong BT
11 | Danh s4ch diém danh sinh vién 01 ndm Phong BT
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VII. Biéu miu ap dung
STT Tén biéu miu M3 biéu méu
1 | Ké hoach dao tao nam hoc.............. (du kién) BM.07.02.01
2 | Tién do dao tao BM.07.02.02
3 | Kéhoach dao taonim hoc.............. BM.07.02.03
4 | MAu tong hop ding ky khi lugng giang day BM.07.02.04
5 | Thong ké co s& vt chat phuc vu niam hoc BM.07.02.05
6 | Thoi khéa biéu hoc ky....., ndm hoc...... (du kién) BM.07.02.06
7 | Thoi khoa biéu hoc ky....., ndm hoc...... BM.07.02.07
8 | Pon dé nghi diéu chinh Thoi khoa biéu BM.07.02.08
9 | Phiéu dang ky mon hoc BM.07.02.09
10 | Phiéu huy dang ky mén hoc BM.07.02.10
11 | Danh sach 16p mon hoc chinh thirc dugc to chirc BM.07.02.11
12 | Pon xin dang ky it hon s6 tin chi quy dinh BM.07.02.12
13 | Phiéu ding ky lai 16p mén hoc BM.07.02.13
14 | Phiéu ding ky mén hoc tuong duong BM.07.02.14
15 | Danh sach diém danh sinh vién BM.07.02.15
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