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I. MUC PiCH VA PHAM VI AP DUNG

1. Muc dich:

Quy trinh nay dugc xdy dung nhim t6 chirc va quan Iy hoat dong giang day va
hoc tép cia giang vién va HSSV Truong Cao ding Du lich Nha Trang.

2. Pham vi ap dung:

- Ap dung cho hoc sinh, HSSV toan trudng trinh d¢ Cao déng, Lién thong cao
ding va Trung cip hé chinh quy dio tao theo hinh thirc tich liiy tin chi dugc quéan ly
trén “Hé théng phan mém quan ly Pao tao”;

- Ap dung cho gido vién, giang vién tham gia giang day cac 16p hoc phan dugc
m¢ trong tung ky hoc.

IL TAI LIEU VIEN DAN:

- Tiéu chuan: ISO 9001:2015;

- Thong tu s6 09/2017/TT-BLDTBXH ngiy 13/3/2017 cta B truéng Bo Lao
dong Thuong binh va Xa hdi quy dinh viéc td chuc thuc hién chuong trinh dao tao
trinh do trung cép, trinh do cao ding theo nién ché hodc theo phuong thirc tich liiy mo-
dun hoic tin chi; quy ché thi kiém tra, thi, xét cong nhan t6t nghiép;

- Quyét dinh s6 150/QD-CDDLNT ngay 03/9/2017 ciia Hiéu trudng truong Cao
ding Du lich Nha Trang vé viéc ban hanh Quy ché dao tao trinh d6 Trung cip, trinh d
cao déng theo phuong thirc tich lity tin chi; '

- Théng tu sb 04/2022/TT-BLDTBXH ngay 30/3/2022 cia B truong Bo Lao
dong Thuong binh va Xa hdi Quy dinh viéc td chirc dao tao trinh do trung cép, trinh
do cao déng theo nién ché hoic theo phuong thire tich liily m6-dun hoéc tin chi;

- Quyét dinh s6 16/QD-CPDLNT ngay 15/5/2022 cua Hiéu truéng trudmg Cao
ding Du lich Nha Trang vé viéc ban hanh Quy ché dao tao trinh do Trung cip, trinh d6
cao ding theo phuong thire tich liiy tin chi;

- Can cir tién do dao tao nam hoc;

- Can ctr ké hoach dao tao toan khoa, nim hoc, hoc ky.
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III. DANH MUC CAC TU VIET TAT

Ky hi¢u Dién giai
KHDT Ké hoach dao tao
CB,GV Cén bo, gido vién
HSSV Hoc sinh, HSSV
DSHP Danh sach hoc phén
HP Hoc phin
UIS Phan mém quan ly dao tao
TKB Thoi khéa biéu
Khoa CN Khoa chuyén nganh
LHP Lép hoc phan
DS Danh sach
P.DT,QLKH&HTQT Phong Dao tao, Quan ly Khoa hoc & Hop tac Quéc 8
P.HCTH Phong Hanh chinh, Tong hop
BGH Ban Giam Hiéu
IV. PINH NGHIA

Xay dyng Thai khéa biéu 1a 1ap lich cho cac 16p hoc phan, nhim théng nhét cac

16p hoc phan trong toan trudong c6 mot ké hoach cy thé khong bi trung 14p.
V.NOI DUNG QUY TRINH
1. Lwu d6 quy trinh:
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; PHONG PAO TAO, ‘ PHONG
BUOC BGH HTQTQLKH&HTQT TO CNTT CAC KHOA HCTH GV, SV
Bube 1 K& hoach dao tao cac
khoéa; DS phong hoc
Buéce 2 4 Tao céc 16p hoc phan
A A
¢ Pua SV vio céc 16p hoc phan Xay dung ke hoach
Bude 3 Giéo vién
Buéce 4 Xép TKB chc; cac 16p
hoc phan
Bude 5 Cong b6 TKB dy kién |
1
A * 2 v \ i l
Tiép nhén cac thong tin dieu Kiém tra lai TKB Phéi hop Phéi hop
Budc 6 chinh TKB du kién ? kiém tra kiém tra
Buéc 7 Piéu chinh TKB cho céc
z 16p hoc phin

Budc 8 Kiém tra, chinh stra TKB |¢

' theo ding biéu mau

. Ky T

Buéce 9 duyet
Buéde 10 ;/C(A):l; bé va luu @l hénh’

lru TKB
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2. Dién gidi quy trinh thuc hién

TT

Buéc
cong viéc

Qua trinh

Thoi
gian
dap ing
(ngay)

Mo ta

Luru hd so/
Biéu mau

Budce 1

Ké hoach dao tao
cac khoa; DS phong
hoc

Sau khi
ban hanh

Ké hoach niam hoc va
chuong trinh dao tao cua
cdc nganh 13 cin cir diu
vao cua quy trinh xay
dung thoi khoa biéu hoc
tap. Cung véi Danh sach
phong hoc do Phong Hanh
chinh téng hop cung cép.

BM.01-
QT.01/bT

Budc 2

Tap cac loép hoc
phan

Can ctr chuong trinh dao
tao va k& hoach nim hoc
dé lap danh séch 16p hoc
phin cing véi sb luong
HSSV du kién s& hoc hoc
phin theo nganh trong
khung chuong trinh.
P.DT,QLKH&HTQT lap
danh sich hoc phéan theo
nganh cing s& luong
HSSV du kién s& hoc hoc
phén d6.

Budc 3

Pua HSSV vao céc
16p hoc phén va xdy
dung ké hoach Giéo
vién

Cin cir s lugng HSSV du
kién s& hoc trong 1 hoc
phan theo nganh,
P.DT,QLKH&HTQT tién
hanh chia hoc phin ra
thanh cic 16p hoc phén
pht hop véi sé lugng
HSSV @dugc quy dinh mé
1 16p.

Phong DPao tao dua danh
sach 16p hoc phin vao
phin mém Pao tao va
thong bao trén Website
nha trudng dong thoi gui
Email cho céic khoa
chuyén nganh va khoa
KTCB&CSN biét dé tién
hanh phdn GV phu trach
16p hoc phin. Cac khoa

lap ké hoach gido vién

BM.01-
QT.02/BT
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phan cong GV giang day
ting 16p hoc phan.

Budc 4

Xép TKB cho céc
16p HP

14

PDOT,QLKH&HTQT cén
ctr Ké hoach gido vién céc
khoa giri dé tién hanh dua
GV vio cic 16p hoc phan
dugc phan cong trén phan
mém dao tao va tién hanh
xép thoi khéa bidu cho
céc 16p hoc phan.

Budce 5

Cong b6 TKB du
kién

PDOT,QLKH&HTQT
codng b thoi khéa biéu 1én
Website

Truong va gri mail cho
céc khoa dé nhan phan hdi
cua HSSV, CB, GV ciing
nhu cic khoa truc tiép tai
P.DOT,QLKH&HTQT
hoac . qua Email
pdtglkhhtgt@ntu.edu.vn.

BM.02-
QT.02/PT

Budc 6

Tiép nhan cac thong
tin di€u chinh TKB
du kién

HSSV, gidng vién ciing
nhu cic khoa phan hoi,
g6p y Thoi khéa bidu vé
P.DT,QLKH&HTQT

Budc 7

Piéu chinh TKB

T6 CNTT tién hanh diéu
chinh thoi khéa biéu néu
c6 phan hoi tr HSSV,
giang vién hodc cua khoa
nhu trung phong hoc,
tring gid giang hoic tring
gidng vién.

Budc 8

Kiém tra, chinh stra
TKB theo dung bi€u
mau

PDT,QLKH&HTQT xuét
TKB tir phdn mém va chinh
stra in theo biéu miu dé
trinh BGH ky duyét

BM.01-
QT.02/DT

Budc 9

Ky duyét

BGH ky duyét TKB do
P.DT,QLKH&HTQT
chinh stra theo miu va
trinh ky

10

Budce 10

- Cong bd va luu
TKB
- Ban hanh, luu TKB

- TKB dugc cong bd trén
Wecbsitc, cic Khoa thong
béo cho HSSV dugc biét
- Vén thu ban hanh va luu
TKB theo ding quy dinh

BM.01-
QT.02/DT
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NEA TRANG Lip thdi khéa bicu ill;:; ll)):nn hank: ../ 72023
VI. CAC BIEU MAU -
STT | Tén biéu miu Ky hiéu
1. | Ké hoach dao tao BM.01-QT.01/DT
2. | Ké hoach gi4o vién BM.01-QT.02/DT
3. | Thoi khoa biéu-

BM.02-QT.02/PT

9SS 7
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TRUGNG CAO PANG DU LICH NHA TRANG

PHU LUC SO 01: KE HOACH PAO TAO

CONG HOA XA HQI CHU NGHIA VIET NAM

BM.01-QT.01/DT

KHOA: ................ Poc lap - Ty do - Hanh phiic
KE HOACH PAO TAO
Thuyec Ké hoach gidng day
. hanh/ % Nim 1 Nim 2 Nim 3
Ma S6 | Tén Ly P Kie z : 3 > 5
a. o & £ £ | thwe tap/ Hoc ky 1 Hoc ky 2 Hoc ky 1 Hoc ky 2 Hoc ky 1
L 1\:11:)/ Tén mbn hoe/ mo-qun z‘h"l geo ¥ | baitap/ | M [7S6 | Ton | S6 | Tén | S6 | Ton | S6 | Ton | S8 [ Tén
g thio tin | gs6 | tin | gsb | tin | gsb | tin | gsé | tin | gsb
ludn chi | gio | chi | gio | chi | gi | chi | giv | chi | gid
I | Céc mdn hoc chung 19 | 435 | 157 255 23 10 | 180 9 255 0 0 0 0 0 0
1
2
II | Ciac mdn hoc, md dun chuyén mén 77 | 210 | 615 1435 65 7 | 165 | 11 | 270 | 21 | 510 | 22 | 525 | 16 | 630
IL1 | Mén hoc, md dun co s& 10 | 225 | 150 65 10 4 90 4 90 2 45 0 0 0 0
1
2
IL.2 | Mén hoc, md dun chuyén mén 63 1;8 435 1314 51 3 75 7 180 | 17 | 420 | 22 | 525 | 14 | 585
1
2
11.3 | Médn hoc, md dun tu chon (2/3 MH/MD) 4 90 30 56 4 0 0 0 0 2 45 0 0 2 45
1
2
Nim 1 Nim 2 Nim 3
Hoc ky 1 Hoc ky 2 Hoc ky 1 Hoc ky 2 Hoc ky 1
TONG CONG S6 [ Ton | S6 [ Tén | S& [ Tén [ S6 | Ton | S6 | Ton
tin | gs6 | tin | gs6 | tin | gs6 | tin | gs6 | tin | gsb
chi | gio | chi | gi | chi | gio | chi | gi | chi | gid
) . Khdnh Hoa, ngay thdng ndm
HIEU TRUONG PHONG PT, QLKH&HTQT TRUONG KHOA
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PHU LUC SO 02: KE HOACH GIAO VIEN

BM.01-QT.02/DT

CONG HOA XA HQI CHU NGHIA VIET NAM

IOENAS v cannscionian Djc lap - Tu do - Hanh phic
KE HOACH GIAO VIEN
Nam hoc: .............. 5 Y] S—
B tri giang day Céc nhiém vu khac : So sanh
Than , o
g So %gly : "I:(‘)ng tiél:

p gid . X s0gio | chudn | Gio | Gid
S0 | 1y i gikovitn Tudn L1233l ae 25 | 26 | gidng | NOidung | thnh giang | theo | thira | thiéu
TT glo Qb

giang
Mobn hoc, L
mo dun e
1 2 3 4 5 6 7 8 9 10 11 12
) . Khdnh Hoa, ngay thing ndm
HIEU TRUONG PHONG PT, QLKH&HTQT TRUONG KHOA



BM.02-QT.02/DT
PHU LUC SO 03: THOI KHOA BIEU

BO VAN HOA, THE THAO VA DU LICH

CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG DU LICH NHA TRANG

Poc ldp - Ty do - Hanh phuc

Sb: /TKB-CBDLNT Khdnh Hoa, ngay  thdng ndm 20
THOI KHOA BIEU
Niam hoc ...ccceeeneree. HOC Ky aeenen.
79 Re
o N | ok | S8 tiét/ | Loai TictBubiboe
i f ot 4 . M°‘;‘u‘l‘19°/ Mo 12| Gy | Gio Thi | S4ng | Chiéu | Téi | phong | Gidng Vién Tuln hoc
hoc hoc
1
2
Noi nhin: HIEU TRUONG
- Cac PHT;

- Céc Pon vi, T6 KTQC;
- Website trudng, niém yét;
- Luu: VT, DT.




