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UY BAN NHAN DAN QUAN'5 | M hoa: QT09/P.DT
TRUGNG TRUNG CAP NGHE | Lin ban hanh: 02

KY THUAT CONG NGHE Ngay hiéu luc: 01/09/2019
HUNG VUONG Tdng s6 trang: 04

QUI TRINH CHUAN BI GIANG DAY

P

1. MUC DIiCH: ’ it
Nhim bio dam cho viéc thue hién giang day dung thir tu phan bo thoi gian va

ndi dung chuong trinh dao tao giup hoc sinh/ hoc vién tiép thu kién thirc va rén luyén

ky nang dat chat luvgng on dinh, dap img dugc muc tiéu dao tao dit ra.

2. PHAM VIL:
Ap dung cho (At ca cac khoa/bd mon (trir Trung tdm lai xe) dao tao hé trung cép,

so cap/day nghé thuong xuyén tai truong Trung cip nghé Ky thudt cong nghé Hung

Vuong.

3. PINH NGHIA/THUAT NGU' VA CAC TU VIET TAT:
- DDLD: Pai dién lanh dao

- SC/PTTX: So cap/ Dao tao thudong xuyén

4. VAN BAN PHAP LY
- Thong tu s6 23/2018/TT-BLDTBXH ngay 06/12/2018 cta B§ Lao dong —

Quy dinh vé hd so, sb sach trong dao tao trinh do trung cép, trinh dg cao dfing.

- Théng tur s6 34/2018/TT-BLDTBXH ngay 26/12/2018 cua B Lao dong — TBXH
stra ddi, bd sung mot sd diéu Thong tu s6 42/2015/TT-BLDTBXH ngay 20/10/2015
quy dinh vé dao tao trinh do so cip, Thong tu s643/2015/TT-BLDTBXH ngay
20/10/2015 quy dinh vé diao tao thudong xuyén, Thong tu 6 07/2017/TT-
BLDTBXH ngay 10/3/2017 quy dinh ché d6 lam viéc ctia nha gido gido duc nghé
nghiép, Thong tu s6 08/2017/TT-BLDTBXH ngay 10/3/2017 quy dinh chuin vé
chuyén mén, nghiép vu déi véi nha gido gido duc nghé nghiép, Théng tu
s6 10/2017/TT-BLDTBXH ngay 13/3/2017 quy dinh vé mau bang tdt nghiép trung
cép, cao ding; viéc in, quan ly, cdp phat, thu hdi, hiiy bod bang tot nghi€p trung cép,
cao ding va Thong tu so 31/2017/TT-BLDTBXH ngay 28/12/2017 quy dinh vé dao
tao trinh do cao ding, trung cap, so cz‘ip theo hinh thirc dao tao vira lam vira hoc

- Cong van 56 1610/TCDN-GV ngay 15/9/2010 ctia Téng cuc Day nghé V/v huéng
dan bién soan gido 4n va t6 chirc day hoc tich hop.

5.LUUPO: 3o o A SRS
- Khéng dp dung A
6. PAC TA

6.1. Triach nhiém:

- Dai dién lanh dao chiju trach nhiém xem xét va kiém tra viéc thuc hién quy trinh.

- Lanh dao, nhan vién Phong Do tgo, Phong Khio thi va Dam bio chit lugng va lanh
:Jz:lo},] gx‘éo vién cic Khoa/B$ moén c6 trach nhiém thyc hién theo cac qui dinh ctia quy
rinh ndy.

TBXH
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6.2. Noi dung:
a. Qui trinh chuan bi giang day hé trung cdp

TT

Budc cong viéce

B¢ phin
thue hién |

Tho1i gian
hoan thanh

-n =
Bi¢éu mau

Xay dung ké hoach hoat
dong dao tao nam hoc
20...-20...

Phong Dao tao

Phé duyét k¢ hoach hoat
dong dao tao ndm hoc
20,2200

DDLD

Tudn 4 thing 7

BMO1-QT09/P.DT

13

Xay dyng K¢ hoach dao
tao toan khod cua tng
ngh¢ doi voi khoa mai

|
|
|
|
|

|

Phong Dao tgo ]
|

Phé duyét ké hoach dao

bDLD

SRS |

LS

tao timg ngh¢ khoa mai

chung cua truong nim
hoc 20...-20...

Xdy dung Tién do dao o |

Phong Dio o

Phe¢ duvet Tien do dao tao
niam hoc 20...-20...

pDLD |

Tuan 3 thang 8

BM11-QT09/P.DT

|

| BMO2-QT09/P.DT

| Xdv dung k¢ hoach gido

| vicn, thoi Khoa bicu gidng

dav cic mon hoc chung.

Phong Dao tao

Xiyv dung k¢ hoach gido

day cdac mo dun, mon hoc
chuyen nganh: chuyeén
phong Ddo tao.

Phé duyét ké hoach giido
vién. thoi khoa bidu giang
day cac mon hoc chung:
mo dun. mon hoc chuyen
nganh.

vién, thoi khoa bicu gidng |

Truong
khoa BM

Tuin 3 thing 8

BMO03-QT09/P.DT
BMO4a - QT09/P.DT
| BMO4b - QTO9/P.DT

bDLD

|
E
i

Tuan 3 thing 8

h

Lip ke hoach giang day
ttmg mo dun, mon hoc:
chuyén Trudng khoa/BM,
phong Dao tao.

Giao vién

Nop dau moi
hoc ky

BMO05-QT09/P.DT

Phé duyét ké hoach giang
day tirng md dun. mon
hoc.

bDLD

02 ngay

6.

Khoa/BM).

|

Chuin bi S6 1én 16p (dat o

Khoa/BO mon |

01 tufn} trgc’rc
khi bat dau

mon hoe/mo dun

BMO06-QT09/P.DT
BM07-QT09/P.DT

Chuan bi cic ndi dung
- $6 tay gido vién

- Gido an (LT;TH;TH)
- Phiéu huéng din thue
hién

| - $6 chi nhiém (néu cé)

Giao vién

01 tudn trude
khi bit ddu mon
hoc/ mo dun

BM08a-QT09/P.DT
BM08b-QT09/P.DT
BMO08c-QT09/P.DT
BMO09-QTO09/P.DT
BM10-QT09/P.DT
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e B¢ phin Thei gian 2oz
11 Hite sing vige thue hi¢n hoan thanh Bicn mar
Phé duyét gido an phiéu Truong 0 5
Y ’ 2
& hudng dan thue hién. khoa/BM neay
9. Luu ho so Phong Pao tao Cudi hoc ky | Tét ca cac biéu mau
b. Qui trinh chudn bj giang day hé so cép, dao tao thudng xuyén:
P - B§ phin Thoi gian v z
TT Bude edng viée thurc hién hoan thanh Biéu mau
Xay dung KL hoach dao
tao ctia nghé hé SC, Phong Dao tao B8 ki fir
| [ DTTX. el BM122-QT09/P.BT
Phé duy@t k¢ hoach dao ® din BM12b-QT09/P.BT
tao cua nghé hé SC, bDLD g
PDTTX.
Chudn bi S6 quan ly
- ngudi hoc 'hé so cdp, SO 5 . o BM13a-QT09/P.DT
2 | theo doi két qua hoe tap | LrOn& P00 | ppi bit dau | BMI3b-QTO9/P.BT
bTTX khoa hoc
Lap danh sach gido vién 3 g
; o 14b-QT09/P.DT
3 | khod PTTX Phong Dao tao BM14b-Q
Lap lich khai giang cac 3 .
nghdfkhos hoc va chuydn | khowy | 0% fuantmoc
4 . . ngay khai
phong Pao tao “an
Phé duyét lich khai giang DDLD . BM15-QT09/P.BT
Lap ké hoach giang day Gt vien 01 tudn trudc
hésocip = Giuote diu mdi nam
3 ) ; .- khoa/BM BM16-QT09/P.DT
Phé dtlyc;t k;ehoz_lch giang DDLD 02 ngiy
day hé so cap
;fgéu;n isoleniophe 01 twdn truge BM17-QT09/P.DT
o -S6 tay gido vién hé so Gifo vien nga'){ khai BM18-QT09/P.DT
A glang
cap;
Cht.l?n b' cdc noi dung 01 tuin trugc | BMO8a-QT09/P.BT
- Gido an (LT;TH;TH) DAu mai nim BMO08b-QT09/P.DT
- Phiéu hudng dan thuc Gido vién BM08c-QT09/P.DT
7 | hien, hoc BM09-QT09/P.DT
Phé duyét gido an, phiéu Trudng ,
huéng din thuc hién khoa/BM 02 ngay
8 | Luu hé so Phong Dao tao K lfet thilic “Tét ca cic biéu miu
khoa hoc
7. BIEU MAU SU DUNG:
MA SO , TEN BIEU MAU
BMO1-QT09/P.DT K& hoach hoat dong dao tao h¢ trung cip ndm hoc
20...-20...
BM02-QT09/P.DT Tién dd dao tao hé trung cap nim hoc 20...-20...
BMO03-QT09/P.DT Ké hoach gido vién hé trung cp
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MA SO

TEN BIEU MAU ]

BM04a-QT09/P.DT

Théi khoa biéu mon hoe chung h¢ trung cap

BMO4b-QT09/P.DT

Thoi khoa biéu mé dun, mon hoc chuyén nganh hé
trung cip

BMO05-QT09/P.DT

K¢ hoach giing day cua nghé hé trung cp

BMO06-QT09/P.DT

S6 én 16p hé trung cip

BMO7-QT09/P.DT

Sd tay gido vién hé trung cip

BMO8a-QT09/P.DT

S6 Gido an ly thuyét

BMO8b-QT09/P.D r

SO Gido an thuc hanh

BMO8c- QT0Y/P.DT

S6 Giio an tich hop

BMO09-QT09/P.DT

Phiéu huéng dan thuce hién mé dun/mén hoc

BMI10-QT09/P.DT

S0 chu nhiém hé trung cip

BMI1-QT09/P.DT

Ké hoach dao tao cua nghé hé trung cp

BM12a-QT09/P.DT

K¢ hoach dao tao clia nghé hé so cap

BMI2b-QT09/P.DT

Ké hoach ddo tao ciua khoda PTTX

BM13a-QT09/P.DT

S6 qudn Iy ngudi hoc hé so cip

BMI13b-QT09/P.DT

S6 theo doi két qua hoc tdp DPTTX

BM14b-QT09/P.DT

Danh sach gido vién khod PTTX

BMI15-QT09/P.DT

Lich khai giang céc ldp SC/DTDX

BM16-QT09/P.DT

K¢ hoach gidng day h¢ so cip

BMI7-QT09/P.DT

S6 lén lop hé so cap

BM18-QT09/P.DT

S6 tay gido vién h¢ so cap

( Nguoi soan thao
Chit ky /
Ho va tén Nguyén Diic Hién Nguyﬂ Ngoc Hanh | Pham Quang Trang Thuy
. TRUONG PHONG ; P
Chirc danh DAO TAO P.HT/PDLD HIEU TRUONG
QTOYP.DT Ngay higy lue: of '.1619 ,20/9 4/4
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