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N6i dung thay doi
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yéu cau
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trinh
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CONG GIANG VIEN-MO1 GIANG - - —— oo
VNH Ngay ban hanh: 05/08/2024

1. MUC BPICH, YEU CAU

Quy trinh nay nham muc dich:

- Xay dung ké hoach giang day cu thé cua tlrtng nam hoc, tirng hoc ky phu hop voi
ndi dung kién thirc trong cuong trin dao tao nganh Viét Nam hoc, ddm bao thuc hién hoan
thanh cong tac dao tao khéa hoc day du, kha thi va mang tinh khoa hoc.

- Bam bdo giang vicn dwgc phan cong giang day mon hoc dap (rng yéu cau vé trinh
do, kha nang chuyén mdn nghiép vu phu hop véi céng tac giang day mon hoc.

Viéc phan cdng gidng vién giang day cac mon hoc can ddm bao céc yéu cau sau:

+ Giang vién d6 co thé dam nhan cac mon hoc hay chuyén dé sé giang day.

+ Phdi dva trén nang luvc chuyén mon cla giang vién da dwoc chirng nhan (c6 van
bang, ching chi phu hop dé dam nhiém céng tac giang day).

+ Giang vién duoc phan cong giang day phai cé chuyén mén phu hop véi mén hoc
dugc giang day (dung chuyén nganh hoac chuyén nganh gan).

+ Giang vién duoc phan cong giang day bac cir nhan phai cé bang thac s tra 1én,
giang day bac sau dai hoc phai c6 bang tién si phu hop hodc gan véi chuyén nganh giang
day.

2. PHAM VI AP DUNG: Quy trinh nay dwoc ap dung ddi véi Ban Chi nhiém, Chd nhiém
B& mon, can bd phu trach cdng tac giao vu Khoa Viét Nam hoc va giang vién dwgc phan
cdng, moi gidng.

3. TAI LIEU VIEN DAN

- Quy ché dao tao trinh do dai hoc dugc ban hanh kém theo Théng tu sé 08/2021/TT-
BGDDT ngay 18/03/2021 cla B6 trwdng BO Giao duc va Pao tao.

- Quy ché dao tao trinh do dai hoc dwgc ban hanh kém theo Quyét dinh s6 1342/Qb-
DPHQG ngay 30/09/2022 cutia Giam doc Pai hoc Quéc gia TPHCM.

- Quy ché dao tao trinh d6 dai hoc dwgc ban hanh kém theo Quyét dinh s6 306/Qb-
XHNV-DBT ngay 30/06/2023 cla Hiéu trwdng Truong Bai hoc KHXH va NV,
DPHQG-HCM.

4. DINH NGHTA/THUAT NGU/CHU VIET TAT
4.1. Binh nghia
4.2. Thuat ngw

- K& hoach giang day: La van ban chi tiét héa viéc t6 chirc thic hién cac chuwong trinh
dao tao clia nganh hoc theo tirng nam hoc va tirng hoc ky, trong dé thé hién cac moc thoi
gian chinh cua qua trinh giang day - hoc tap. K& hoach giang day - hoc tap cta hoc ky



bao gom ké hoach mé Iép, hinh thirc hoc tap, lich hoc, lich thi va gidng vién phu trach

mon hoc.
4.3. Chir viét tat
- PQLDT: Phong Quan ly Bao tao
- GV: Giang vién
- SV: Sinh vién
5. NOI DUNG QUY TRINH
5.1. Lwu d6 Quy trinh

Budc  Trach nhiéam Tién trinh

1 Giao vu Khoa

Trwong Khoa,
2 Cha nhiém Bd
mon

Giao vu Khoa;

3 POLDT
4 Giao vu Khoa
5 Giao vu Khoa,

CV phu trach
website Khoa

Giao vu khoa,
6 Giang vién,
Sinh vién

Tai liéu/Biéu mau

Mau Duv kién Ke
hoach giang day
nam hoc

Ban Ké hoach
giang day nam hoc
chinh thtrc

Ke hoach giang
day Nam hoc, Hoc
ky

Thoi khda biéu cla
Hoc ky;
Thu moi giang

Thoi khoa biéu
hoan chinh



5.2. Dién giai Quy trinh:

STT N@i dung chi tiét Don vi/Cé Thoi gian N0 so licn
nhan chiu thwc 1don quan
trach nhiém
Buoc 1 Lép dv kién Kc hoach Gido vu Khoa  Thang 6 cho Tham khao
giang day cua ndm hoc ky 1; Chuwong  trinh
hoc day du chi tiét vé Thang 11 cho dao tao cua
moén hoc, gido vién, hoc ky 2 Khoa, mau Dv
I6p, thoi gian hoc... kién Kc hoach
gidng day nam
hoc
Buéc 2 Xem xét, diéu chinh Truong Khoa, Thang 6/
va théng qua K& cac Chu nhiém Thang 11 K& hoach giang
hoach giang day cia BO mon. day nam hoc
nam hoc, bao gébm ca
phan cbng GV phu
trach giang day ting
mon hoc
Buéc 3 Guli Ké hoach giang Giéo vu Khoa  Théang 7/Thang K& hoach giang
day Hoc ky cho Phong 1 day Hoc ky
QLDT va thdong béo
cho GV
Budc 4 Hoan chinh Thoi khéa Gido vu Khoa  Tir 15 dén 30 Mau Thoi khoa
biéu Hoc ky thang 7/Tt 01 biéu hoc ky
dén 15 thang
1
Budc 5 Thong bao qua - Gidovu Khoa Tu& 10 dén 15
email/group zalo cho - CB k¥ thuat thang 8, tir 10
GV va SV; ding trén Phu trach dang ggn 15 thang
website cia Khoa tin website cua 12
Khoa
Buwoc 6 Trién khai thuc hién - Gidovu Khoa Tu tudn 1
Ké hoach giang day - GV duoc (thang 9) dén
theo tirng hoc ky phan cong tuan thir 18 cla
?'&gﬂgﬁ%oc hoc ky 1 hodc

hoc ky 2

5.3. Quy dinh trach nhiém phdi hop thuc hion Quy trinh

- Giao vu Khoa: Can ct ndi dung Chuong trinh dao tao dé lap dv kién Kc hoach gidng
day moi nam hoc, tirng hoc ky trinh Trwdng Khoa va cac Chi nhiém Bd mdn xem xét.



- Tnréng Khoa va cac Cha nhiém B6 moén: Xem x6t dw kicn K& hoach, (lieu Cllki
céng gidng vién phu trach moén hoc do dam bao Kc hoach giang day hang nam, hoc ky duwoc

thuc hién dang, kip thoi.

- Phong QLDT: Can ctr Ke hoach ctia Khoa do bé tri phong hoc, dam bao cong tac giang

day - hoc tap duogc thuc hién tot.

- Gi&ng vién, sinh vién: Thyc hién cdng tac giang day - hoc tap dang lich theo thoi khoa

biéu dam bao tién do.

- Chuyén vién phu trach website Khoa: Phdi hop dang tai thoi khoa biéu Ién website

Khoa dd giang vién va sinh vicn biét.

6. DANH MUC BIEU MAU

STT Tén tai lieu/Biéu mau/Hwo ng dan
1 Mau Du kién K6 hoach gidng day nam hoc
2 Mau Thoi khda biéu Hoc ky
3 Mau Thuy moi giang

7.HO So LUU TRU

STT Tén van ban Thoi gian lwu tri
1 Ké hoach gidng day Nam hoc 05 nam
2 Thoi khoa biéu Hoc ky Lau dai

Ma hoa
BMO01-QT.VNH.03
BM02-QT.VNH.03
BMO03-QT.VNH.03

B& phéan chiu trach
nhigm lun tri

Giao vu Khoa

Giao vu Khoa



PHU LUC
HMO01-QT.VNH.03 - Mau Du kicia Ke Itoncli Kiann (I»v clia lidin lioc

TRUONG DAI HOC KHXH - NV CONG HOA XA HOI Cllu NGHIA VIET NAM
KHOAVIRT NAM HOC [)fsc 110) - Tir tlo - lliinli nhac

Dy K1EN KE IHOACII GIANG DAY NAM HOC 20...- 20... HE CIIINII QUY VNH

Hoc ky 2 Nam huc 20...-20... Huc k'i 2 Niim h<> 20...-20...

TT Mén hoc s6 S6 v kIEn Ghi TT Mén hoc sO S6 Dy kién GV Ghi
TC  tiét GV chu TC  tiét chu
1.LO1).....- Hoc kv thir... 1. L6p... - lloc kY the...
1 1
2 2
oo
2. LOIp... - Hoc kv thtr.... 2. Lép... - Hoc ki thi....
1
2
3. L&'p... - Hoc kv thi.... 3.U rp... - Hoc k> thir....
1
2 2



BMO02-QT.VNH.03 - M&u Thoi khoa biéu Hoc ky

TRUONG BAI HOC KHXH - NV
KHOA VIET NAM HOC

CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lan - Tw do - Hanh nhdc

THOI KHOA BIEU HOC KY... NAM HOC 20...- 20... HE CHINH QUY VNH

TT  Ma Tecnmon SO SO Lép
MH hoc TC tiét

1. L6*p.....- Hoc ky th...

1

2

2. L6p.... - | foc ky the...

1

2

2. L6p.... - lioc ky tht...

1

2

Ghi cha:

- Nghi L& Quéc khanh: T.../..../....d

sO sv

~

n..
n...

- Nghi Tét Nguyén dan: Tt.../..../.....dé
- Thicudi hoc ky: Ttr.../....[....dén...[...]...

PHONG QLBT
(Ky, ho va tén)

djr
kicn

1.
1.

1.
1.

TRUONG KHOA
(Ky, ho va tén)

Tiét Phong  Thoi gian Giang vicn
hoc/Gi(V hoc hoc
hoc

TP. HO6 ChiMinh, ngay....thang....nam 20...
GIAO vu
(Ky, ho va tén)



BMO03-QT.VNH.03 —Mau Thu moi giadng

TRUONG BAI HOC KHXH-NV CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA VIET NAM HOC Doc lap - Tuv do - Hanh phuc

TP. 1O Chi Minh, ngay....thang....nam 20...

THU MO1 GIANG
Kinh t!Ui:

Khoa Viét Nam hoc, Truong Pai hoc Khoa hoc X& hdi va Nhan van tran trong kinh
moi Thay/Cé giang day cho sinh vién hé chinh quy, nganh Viét Nam hoc. Thong tin giang
day cu thé nhu sau:

So Thoi gian ti....

TT Man hoc . Ngay day . Phong hoc
tiét dén...
01
02
Treong hop cé gi can trao doi thém, xin Thay/Co vui long lién hé véi Khoa Viét
Nam hoc chuyén vién phu trdch gidao vu.................... .S0DT........... email......c.ccovveeeennns

Kinh mong nhan duoc sv ho tro, hop tac cta Thay/C6.
Tran trong cdm cm./.

TRUGNG KHOA
* Ghi chu: (Ky va Ho tén)
Trudc khi két thic mdén hoc 02 tuan, Thay/Co
vui long gri cho Khoa b Dé thi va Bap an thi
cudi ky cuia mon hoc dé Nha truong to chirc thi
cho sinh vién (néu khéng phai thi bang hinh thirc
nop tiéu luan).





