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1. MUC PiCH

Qui trinh quy dinh cdc budc lap ké hoach giang day theo dung yéu cau, trinh ty, phu
hop véi quy dinh hién hanh.
2. PHAM VI PIEU CHINH

Tét ca cac phong chuc nang, cac khoa thugc Truong Pai hoc Su pham va cac don vi
c6 giang vién giang day cho truong DPHSP-DHDN.
3. CAN CU PHAP LY

Cén ctr Thong tu s6 08/2021/TT-BGDDT ngay 18/3/2021 cua B trudng Bo Gido duc
va Pao tao vé vi€c ban hanh Quy ché dao tao trinh d0 dai hoc;

Cong vén s6 2602/DHPN-DT ngay 19/7/2021 ctia Giam déc Dai hoc Da Ning vé vide
huéng dan thue hién Quy ché dio tao trinh do dai hoc;

Can ct Quyét dinh sé 1586/QD-DHSP ngay 30/9/2021 cua Hiéu trudng Truong Dai
hoc Su pham - Pai hoc Pa Na:lng vé viéc ban hanh Quy dinh dao tao trinh do dai hoc, hinh
thirc dao tao chinh quy.

4. TU VIET TAT
-DHDN:  Pai hoc Pa Nang
- bDHSP: Dai hoc Su pham.

- TKB: Thoi khéa biéu.
-DT: bao tao
- HP: Hoc phan

-SV: Sinh vién
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5.NOIDUNG
5.1. Luu db:
STT Quy trinh Bi¢u miu Trach nhiém
1 TéchieSVIgpke | | Thongbio®chieSVIap | py 0y
hOEjCh hQC tap € noacn va angA ¥y KNnoi Khoa
lwong hoc tap
y
o) Xay dung danh sich cac Phong BT
16p HP m¢ trong hoc ky
v Khoa,
\ A A Bang phan cong giang Céc co so gido
3 Bang phan cong day dyc thanh vién
v
4 Lap TKB du kién TKB du kién Phong DT
. y
5 T6 chirc cho SV Phong DT,
dang ky HP Khoa
TKB chinh thirc. Danh |
4 4 ic 16 5 ; Phong BT
6 - - - sach cac 16p HP khong du )
Ban hanh TKB chinh thic didu kién mé 16p. Khoa

NS BE L

5.2. Dién giai:
Buéc 1: Té chire cho sinh vién 1ap ké hoach hoc tap:

- Phong DT ban hanh thong bao t6 chirc SV 1ap ké hoach hoc tap va ding ky khéi lugng hoc

tap theo mau B01.QT.PT-03.
- SV lap ké hoach hoc tap trén hé thdng phan mém quéan ly cua Nha truong.
Bwdc 2: Xay dung danh sach cac 16p HP mé trong hoc ky

- Can ctr theo Chuong trinh dao tao, Ké hoach dio tao, Ké hoach dao tao nam hoc va nhu cau cua

SV dugce xac lap tai Bude 1. Phong DT xdy dung danh sach céc 16p HP mé trong hoc ky.
Bude 3: Bao gidng:

- Khoa tai file excel bao gidng trén hé thdng va gii bd mon phan cong giang vién giang day.
- Gido vu Khoa nhdp phan coéng giang day vao h¢ thong phan mém Nha truong. Khoa gui
Bang phan cong céan bd giang day theo biéu mau miu B02.QT.DT-03 c6 chit ky phé duyét

cua Khoa vé Phong DT.
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- DP6i v6i can bo giang day thinh giang thuc hién theo Quy trinh thinh giang QT.DT-04.
Buéc 4: Lap TKB du kién:

- Tiép nhan cac Bang phan cong giang day tu cac Khoa.

- Xay dung thoi khoa biéu dy kién.

- Gri email thong bdo cho cac khoa va cac cd s¢ gido duc thanh vién c6 tham gia gidng day
vé viéc ra soat, diéu chinh TKB du kién.

- Phong DT diéu chinh TKB du kién cho giang vién (néu o).

Buée 5: To chirc cho sinh vién ding ky HP:

- Phat hanh TKB du kién (theo m&u B03.QT.DT-03) lén cong thong tin dién tir ciia Phong DT.

- SV dang ky HP trén hé thong phan mém quén ly cua Nha truong

- T6 chire cho SV dang ky cac HP (chinh thie, bd sung) theo thoi gian quy dinh trong quy
ché dao tao.

Bugrc 6: Danh sach Lép HP khong di diéu kién mé 16p, phat hanh TKB chinh thie:

- In va phat hanh TKB chinh thirc (theo mau B03.QT.DT-03), danh sach 16p HP bj hiy
(theo miu B04.QT.PT-03) qua van thu dién tir cia Truong, cic cd s& gido duc thanh vién
c6 tham gia giang day va cong bé trén Céng thong tin dién tir ctia Phong DT.
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STT Tén hé so Noi lru Hinh 1 Thoi
thire lvu | gian lwu
1. T‘ho?g ba(: to (A;l.mc SV lap k? hoach Phong BT, cac Khoa Van ban 5 nam
va dang k¥ khoi lugng hoc tap N
2. | Bang phan cong giang day Phong PT, cac Khoa | Van ban 5nim /
3. | TKB chinh thirc Phong BT, cac Khoa | Van ban Sndm
4, |Danh sich 16p HP khong da dieu | by b1 cac Khoa | Vanban | 5 nam
kién mé 16p
7. BIEU MAU
STT | Mi hiéu Tén biéu miu
1. |BO1.QT.DT-03 | Thong béo to chirc SV lap ké hoach va dang ky khdi lugng hoc tap
2. | B02.QT.DT-03 | Bang phan céng giang day
3. [ B03.QT.DT-03 | TKB chinh thirc
4. | B04.QT.DT-03 | Danh sach 16p HP khong du diéu kién ma 16p




CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap — Tw do — Hanh phic

Da Ning, ngay — thdng  ndm 20

) THONG BAO ,
To chire sinh vién lap ke hoach va ding ki khoi lwgng hoc tap
hoc Ki ..., ndm hoc 20... — 20...., trinh d¢ dai hoc, hinh thirc dao tao chinh quy

Thuc hién Ké hoach dao tao nam hoc 20..4 — 20..., Nha truong thong béo viéc td
chite cho sinh vién (SV) lap ké hoach va dang ki khéi luong hoc tap hoc ki ..., nam hoc
20... = 20...., trinh d¢ dai hoc, hinh thirc dao tao chinh quy nhu sau:

1. Lap ké hoach hoc tip
a) Tat ca SV lap ké hoach hoc tap truc tuyén tai dia chi http:/glht.ued.udn.vn/;

b) SV can lién hé véi Giang vién chu nhlem/Co van hoc tap dé duoc tur van chon céc
hoc phan can dura vao ké hoach dé dam bao tién do hoc tap;

¢) Thoi gian thuc hién: tir ngdy .../..../20.... dén .../.../20....
2. Ding ki hoc tap

Nha trudng t chirc cho sinh vién dang ki khoi lugng hoc tap trong 02 dot cu thé
nhu sau:

a) Ping ki chinh thirc: Sinh vién thuc hién theo tirng Khéa tuyén sinh nhu sau:

TT Sinh vién Theoi gian thyc hién
1 | Khoa 20... 18h00 ngay .../.../20... dén truéc 8h00 ngay .../.../20. ..
2 | Khoa 20..
3
4
b) Ping ki bd sung

SV tat ca cac khoa thuc hién diéu chinh ké hoach hoc tap (néu c6 nhu cau) dang

ki hoc phan bd sung hodc rit bét hoc phan da dang ki tir ngay .../.../20... dén ngay
ool 20..

Moi vuéng mic trong qué trinh thuc hién, lién hé Phong DPao tao (
s6 dién thoai: ....).

Nha truong yéu cau cac Khoa théng bao cho tit ca Giang vién chi nhiém/Cé van
hoc tap va sinh vién cac Khoa duoc biét va thuc hién./.

TL. HIEU TRUONG

Noi nhén: TRUONG PHONG PAO TAO

- Cac Khoa (dé thuc hién); ,
- Hi¢u truong, cac Pho Hiu trudng (dé€ bao céo);
- Luu: VT, DT.

BOL.OT.DT-03 Lan ban hanh:02 Ngay ban hanh: 30/10/2024
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