_ BO GIAO DUC VA BAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC SU PHAM KY THUAT Poc 1ap — Tw do — Hanh phiic

TP. HO CHI MINH

QUY TRINH MOI GIANG
VA QUAN LY GIANG VIEN MOI GIANG

I. MUC PIiCH

Phuc vu cho nhu cdu giang day dbi véi cac mon hoc ma B6 mén thiéu CBGD
hodc cac mon hoc chua c6 gidng vién co hitu ddm nhi¢m.

Da dang hoa ddi ngii, gop phan trao d6i, hoc hoi kién thic va kinh nghiém giira
giang vién cua truong véi giang vién thinh giang.

Pam bao doi ngii giang vién thinh giang c6 chét luong.

Yéu cau:

Pam bao yéu cau vé chat lugng chuyén mén, vé chap hanh quy ché, quy dinh
giang day cia nha truong.

Paép (g yéu cau vé trinh d6 phuc vu ndi dung mén hoc....

Thuc hién theo ding quy trinh moi gidng va cac yéu cau vé quan ly d6i voi
cbng tac moi giang vién thinh giang.

Thuc hién danh gia khach quan, cong khai dé moi dugc nhiing giang vién c6
kinh nghiém, uy tin nham nang cao chat luong giang day.

Pam bao do tudi nhat dinh: Nam khong qua 70; Nir khong qua 60. Truong hop
khac do Hiéu truong quyét dinh.

I1. QUY TRINH
1. Luu trinh:
Budc Tién trinh thye hién Nguoi chiu trach nhiém
1 Lap ké hoach moi gidng Truéng Khoa/Trung tAm,
Truong BM
v
2 Trao d6i véi giang vién Truong Khoa/ Trung tam,
3 Lap danh sach d& nghi ky HD mai Truong Khoa/Trung tam
giang
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Ky hop déng moi giang Truong phong TCCB

Trudng phong DPao tao,

S Thyc hi¢n hop dong Trudng BM, Truong khoa/

Trung tdm, Chanh Thanh tra
dao tao
v
< . N Truong khoa / Trung tam,
6 Quye¢t toan hop dong Truong BM,
Trudng phong KHTC
2. Qui trinh chi tiét:
Budc Tién trinh thue hién Nguoi chiu trach
nhiém
1. | Lap ké hoach moi giang: Trwong Bo mon

Sau khi Khoa va B mon nhan gidy bao giang day cua
Phong Pao tao:
* B0 mon
- Xac dinh mén hoc can moi giang
- X4c dinh gido vién can moi
- Xac dinh cac yéu cau dbi voi gido vién:
+ Trinh d6 chuyén mon
+ Chuc danh
+ Tham nién
+ Céc yéu cau dic thu khac
- Tim ngudn giang Vién
- Chuyén thu moi va dé cuong mon hoc cho giang vién
moi giang
- Giao, nhan hd so moi giang:
+ Lan moi giang dau tién:
e 2 ban Hop dong giang day (Biéu mau 1)
e 1ban Ly lich khoa hoc (Biéu miu 2)
e Bin sao ¢6 cong chimg Quyét dinh bo nhiém,
bang cap
e lanh2x3
+ Tir 1an moi giang thir 2 tro di:
e 2 ban Hop dong giang day (Biéu miu 1)
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e Ban sao c6 cong ching Quyét dinh bo nhiém,
bang cap (n€u can diéu chinh chirc danh, hoc
v1 so vO1 lan dau)

* Khoa

- Ky thu mai

- Kiém tra hd so va tdng hdp danh sdch (Biéu mau 3)
- Guri danh sach moi giang cho Phong Pao tao

- Gtri hd so va danh sdch di co chit ky cua Phong Pao
tao cho Phong TCCB
- Tiép nhan phan hdi cia Phong TCCB

Trwomg Khoa/

Trung tam

Trao doi véi gido vién moi gidng:

Truwéng B6 mon

- Giéi thiéu vé Truong, Khoa, Bo mon (néu can); chuyén Truong Khoa/
giao cac quy ché, quy dinh c6 lién quan. Trung tdm

- Tiép xuc xa giao

Ky hop dong moi giang: Truémg phong To

Trong 3 tuan dau tién cua hoc ky:

- Tham dinh hé so

- Trinh BGH cac truong hop dac biét
- Ky hop dong theo hoc ky

- Tong hop, giri danh sich cho cac don vi lién quan va
bao cao BGH

chirc — Can b

Thue hién hop dong: Trwong Phong
* Phong Dio tao bao tao

- Lap thoi khoa biéu giri vé Khoa

- Tinh toan khéi luong gio giang va tién chi tra giri cho

Khoa va phong KHTC.

Cac Tmc’mg donvicdy 1‘<ié'n phan hdi lai cho phf‘)ﬁg bao Truéng
tao ve bang thanh toan tién giang day: Khoa (khoi lugong, Khoa/Trung

muc chi trd), Phong TC-CB (hoc vi, chitc danh, danh
sach giang vién ky hop dong), Phong KH-TC (mirc chi
tra)

tam, Trudng
phong TC-CB,
Trwéng phong
KH-TC

* Bo mon
- Giri thoi khoa biéu cho GV moi giang (trude mét tuan)

- Du gi0 (it nhat 1 lan doi voi giao vién moi giang lan

Truéng Bo mon
Chanh Thanh
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dau) tra dao tao
- Ki€m sodt, danh gid va bdo cdo Trudng khoa cic ndi
dung :

+ Thuyc hién dé cuong

+ Lich trinh gidng day

+ Quy ché gidng day
- Nhic nhé giang vién (néu co)
- Nhén @& thi va dap an, bai cham thi

* BCN Khoa Truéng
khoa/Trung tdm

+ L4y ¥ ki€n sinh vién
+ Danh gia va nhan xét
+ Hop mat 114n / hoc ky

5. | Quyét toan hop dong:

* Khoa Trwéong Khoa /
- Tiép xtic cam on Trwéng Bo mon
* Phong Ké hoach - Tai chinh

- Thanh toén tién gio giang (1 1an / hoc ky) Truwéng phong

- Chi tién thudng 18, tét (néu c6). KH-TC

6. | Riéng Pd an mon hoc hay Khoéa luan t6t nghiép:
- cac Khoa/Trung tam 1ap ké hoach
- Phong Pao tao xac nhan ké hoach

- Cac Khoa/Trung tdm to chirc thuc hién va lap bang
thanh todn c6 xac nhan cua phong Dao tao

-Cac khoa/trung tam thanh toan tai phong KHTC

I11. BIEU MAU:
1. Hop dbng giang day
2. Ly lich khoa hoc
3. Danh sach can b thinh gidng

Nguwoi soan thao Nguwoi xem xét Nguwoi phé duyét
Bui Vian Hoc TS. Lam Mai Long PGS. TS. Thai B4 Cén
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