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Ma hiéu KCB-HD1

1. MUC PiCH

- Thuc hién chirc ndng nhiém vu dao tao Nha truong phan cong.

- Thuén tién trong cong tac xép thoi khoa biéu cua timg giang vién, B mon,
Khoa Khoa hoc co ban.

- Giup hoat dong quan ly Khoa duoc chét ché, khoa hoc hon.

2. PHAM VI
Ap dung cho hoat dong t6 b mon, Khoa Khoa hoc co ban Truong Cao dang
Cong nghé¢ Thu Duc.

3. TAI LIEU VIEN DAN

- Diéu khoan 8.3 tiéu chuan ISO 9001:2015.

- Hudng dan tao tai lidu chét luong.

- Quyét dinh s6: 156/QD-CNTD-HC ngay 29/12/2021 cua Hiéu trudng trudng Cao
ding Cong nghé Thu Pirc vé viée ban hanh quy ché cong tac van thu luu trit tai trudng Cao
dang Cong nghé Thu Diec.

- Quyét dinh s6 85/QD-CNTD-QLDT ngay 15 thang 4 nam 2024 ctia Hiu trudng
truomg Cao ding Cong nghé Thii Pirc vé ban hanh Quy ché dao tao trinh d¢ trung cép, trinh
do cao dang theo phuong thire tich lity tin chi tai truong Cao dang Cong nghé Thu Pirc.

- Quy dinh ché do lam viéc d6i véi giang vién hién hanh tai truong theo Quyét
dinh s6 1434/QD-CNTD-TCHC ngay 01/12/2023 cua Trudong Cao dang Cong nghé Thu
Duc.

- Théng tu s6 08/2025/TT-BGDDT ngay 12/5/2025 ctia Bo trudng Bo Gido duc va
Pao tao vé quy dinh thoi han luu triv hd so, tai liéu thude linh vuc gido duc va dao tao.

- Chuong trinh khung ctia cac khoa chuyén nganh.

- Tién do ndm hoc cta Phong Quan ly dao tao ban hanh.

4. PINH NGHIA va TU VIET TAT
4.1. Pinh nghia
L4 cach thuc bién soan thdi khoa biéu tai Khoa Khoa hoc co ban truomg Cao

dang Cong ngh¢ Thu Durc theo qui dinh.
4.2. Tirviét tat

- K. KHCB: Khoa Khoa hoc co ban.

- P. QLDT: Phong Quan ly dao tao.

- KH: Ké hoach.
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Ma hi¢u KCB-HDI1

5. LUUDO

Phan hdi thang tin phan’
phéi giang day

Lap da s va 0
cac hoc phén gidng day
trong hoc ky

5. P.QLET
Xem xét, phan hdi

_ 10K KHCB
| Tién d6 + TKB chinh
thirc
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6. PAC TA
S B0 phan/
ST Tén burée N Bophdn/ | o oiphbi | Kétquadat | 20 Biéu miu/
. o Noi dung Nguoi thue hoan N
T cong viéc n hop thuc dugc . ho so
hién iy thanh
hién
Khoa KHCB | Hai thang trudc khi bat dau tién do
can ctr nhu cau | day cho nam hoc méi, K. KHCB -P.QLDT
1 xép thoi khda | chudn bi cho cong téc xép thdi khod K KHCB 'féCAKhoa Chua ¢6 Khong Khong
.2 . .2 - chuyén
... | biéuh .
bicu hoc ky ieéu hoc ky nganh
NH: 20...-20...:
Khoa KHCB | Paumdi hoc ky, hai thang trude khi
Lap thong béo vé | bat dau tién d6 day chinh thire, Khoa
phan phdi cdc KHCB gtri thong bao cho cac Khoa
A \ ) X . Cac Khoa
A i chuyén nganh ve viéc dé nghi K. Sau 01
p |mon ging day | SHVEREE e KKHCB |chuyén | Thongbéo | s | KCB-BMI-HDI
dén  cac Khoa | KHCB giang day cac mon chung nganh tuan.
chuyén nganh: | rinh d0 cao dang va trinh d6 trung
& ’ & cép theo mau (MAu KCB-BM1-
-y 2
R 2 3 HD1).
12 e : N
&(- ) %Rg : Cac Khoa Sau mdt tuan, Cac Khoa Cic Khoa | Khoa Khoa |Bang  phan | Sau 01 RCB-BMI-BDI
9 Qé‘g chuyén nganh chuyén nganh sé can ctr vao chuong | chuyén hoc co ban phéi  giang tudn.
& Aoz
i :
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Ma hiéu KCB-HD1

Phan hi bang trinh khung ctia mdi nganh hoc, cdp | nganh day
phan phdi giang | nhat thong tin: mén hoc, sé tiét, s6
day cdc mon co don vi hoc trinh, hoc ky giang day vé
ban: Khoa KHCB theo mau da giri.
Khoa KHCB
& datik Shel Sau khi nhan duoc phan hdi vé bang “-Danh  sach
. A 51 oia ic mo cac hoc phan
ot lidi phin Rhan, phoi giang d?y S ch1qmg i SO, ph’ QLPT-BM2-QT4
4 ' tir cac khoa chuyén nganh, Trudng KKHCB hurvé s€ to chuc
giang day trong | Khoa va cac Trudng BM sé lén danh € ‘;ﬁ;“ giang  day
hoe ky: sach cac hoc phédn s& t& chuc giang ng trong hoc ky;
day trong hoc ky.
Sau mot tuan, Khoa KHCB
Rl Quan Iy s& giri danh sach cac hoc phan giang ‘-Danh sach
R day trong hoc ky l1én Phong Quan ly cac h?c pﬁﬁn OQLBT-BM2-QT4
. x: i i > in | € t0  chuc - -
5 | xemxét, phoi | 430 o0 kidm tra, xem xét. Néutién | KKHCB | Lnong Quan | ®% .
how didn chink i o e ly Pao tao | 81408 ay
el L do cd van de gi (so tiét/ budi, so tiet/ trong hoc ky;
tuan, ...) khong hop ly, P. QLDT va
K. KHCB s& phi hop diéu chinh lai. Sau 01
tuan.
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Ma hiéu KCB-HD1

‘- Truong Khoa, truéng bd mén cén
ctr Qui dinh vé ché do lam viéc d6i
v6i giang vién ciia Trudng Cao dang
Cong ngh¢ Thu Dtc lap bang phan
cong s tiét giang day chuyén mon

-Bang phan
cong  giang
day cua giang
vién bién ché;

™

. . x. -Bé han
cho céc giang vién ctia moi hoc ky, Aang p .
N cong  giang
nam hoc (Mau: QLDT-BM4-QT26) day cua giang
. - . -BM4- .
Khoa KHCB | vi (Mu: QLDT-BM5-QT26). Cic Khoa |Vién  thinh BB,
xép thoi khod B et B s D i 3 chuyén giang; e QLDT-BM5-QT26;
bid SRR a B3| nganh; Bang ding|.>, |KCB-BM2-HDI;
e han cong chuyén mon hoc ky/Nam hoc co ban b oiy tréng | LUAD
p g chuy - Phong Quan | kY gio trong KCB-BM3-HD1;
1 hoc, va bang dang ky gi¢ trong cua ly Dao tao | Cua glang
giang vién (MAu: KCB-BM2-HD1): Vien,
dé thuc hién xép TKB cidc mon ) _;Thm kh?a
R biéu mon
minh phu trach theo mau Bac Cao hoc:
dang (Mau: KCB-BM3-HD1): tranh - Thoi khéa
‘ lich xuéng thuc hanh, phong mé biéu  chinh
% - Cz;a[,‘ phong (cic Khoa chuyén nganh) dé thike.
L = :
ja_\\;wg & khong xép tring lich.
P\ Q@
XX Khoa KHCB "
, -P. - Tién d6 ba '
5 T H .| Saukhi, Khoa KHCB va cickhoa | —poaKhoa QLDT |- Tién do bac | Truse | o pT-BM3-QT4;
i O z Hoan tat tién do hoc coban | | 4. Khoa | Cao khi
9! gz
&® Ngay hiéu luc: 16/6/2025 Trang: 6/10 Lan ban hanh: 04




Ma hiéu KCB-HD1

va thoi khoa biéu: | chuyén nganh phéi hop diéu chinh, chuyén dang; Trung tién d6 | QLDT-BM4-QT4
tién do va thoi khoa biéu hoc ky ngénh edp. sy 4
hoan tAt - Thoi khoa | VA
biéu  chinh
thire.
Khoa KHCB Khoa KHCB trinh P. QLDT _p.qupr |TEn 0
Trinh Ban gidm . e ot % ! ' chinh thirc QLDT-BM3-QT4;
va Ban giam hiéu kiém tra, phé Khoa Khoa | - Cac Khoa 01
8 | hi¢u phé duyet: A B ey g M i - Thdi khoa |3 | QUDT-BM4-QT4
duyét. Néu co sai sét sé tiép tuc phoi : chuyén .2 ,
. anh bicu  chinh
hop diéu chinh. hpan thite.
Khoa KHCB )
Ban hanh thori FRBELGIER Pl et -P.QLDT ?iﬁ » & QLDT-BM3-QT4:;
> .| TKB chinh thirc duoc p dung thue | ¢ o kp , GBI i :
9 khoa bieu hOC ky oa 0a | . Cac Khoa e . QLDT-BM4-QT4
hién hoc co ban 5 - Thoi khoa
chinh thire: - - chuyén .2 ;
il bieu  chinh
. thitc.
Khoa KHCB va _P.QLDT -Tién do
P. QLBT thuc Khoa giri tién do, TKB dén cac Xhoa Khos C - chinh thirc QLDT-BM3-QT4;
’ g % o 5 A - Céc oa
; S5 Kh T-BM4-QT4
10 hién va lu hd so. Phong, Khoa ¢6 lién quan va luu ho hoc coban | chuyén . thm khéa QLDT-BM4-Q
SO. y bicu  chinh
nganh ,
thire.
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Ma hiéu KCB-HD1

7. CONG CU/BIEU MAU/HUONG DAN

7.1. Danh muc biéu miu

STT Tén Biéu miu/Huwéng din M3 hiéu

Bang phan phéi giane day cdc mén co ban NH: ... -
01 | RS PR T S KCB-BM1-HD1

Danh séach céc hoc phan sé t6 chiic giang day trong | QLDT-BM2-QT4
02 |hoc ky... NH: 20...-20...

Bang ding kv eidy tréng cta giang vién hoc ky.....
03 NHgg v E e Y K CB-BM2-HD1

Bang phan cong giang day ctia giang vién bién ché QLDT-BM4-QT26;
04 trong hoc ky.

05 |Bang phan cong gidng day cta giang vién thinh QLDT-BM5-QT26;
giang trong hoc ky.
Thoi khoa biéu theo mdn hoc KCB-BM3-HD1

06 | Hoc ky:...NH: 20....- ...

Thoi khod biéu chinh thirc QLDT-BM3-QT4
07 |Hoc ky:....NH: 20....- ...

Tién do cac mon co ban khoa: ...... Béac cao dfmg, QLDT-BM4-QT4
08 Trung cép - Hoc ky:....NH: 20....- ....

7.2. Huéng din dién biéu miu

1. Biéu miu: Bing phén ph(‘)i giang day cic mon co ban NH:20... - 20... (Miu
KCB-BM1-HD1). Thuc hién trén phian mém Excel, tai trén thu muc: Tai liéu ISO cua
Khoa KHCB, Webchung cua truong, Website ciia Khoa.

2. Biéu mau: Danh sach cic hoc phin s& t6 chirc glang day Hoc ky:....NH: 20....-

.. (Mau: QLPT-BM2-QT4). Thuc hién trén phan mém Excel, tai trén thu muc: Tai liéu
ISO ctia Khoa KHCB, Webchung cta truong, Website cua Khoa.

3. Biéu mau: Bang diing ky gid' tréng cia gidng vién hoc ky... NH: ... - .... (Miu
KCB-BM2-HD1). Thuc hién trén phan mém Excel, tai trén thu muc: Tai liéu ISO cua
Khoa KHCB, Webchung cua truong, Website ciia Khoa.

4. Biéu miu: Biang phin cong gidng day cia giang vién bién ché (Mau QLPT-
BM4-QT26). Thuc hién trén phﬁn mém Excel, tai trén thu muc: Tai liéu ISO ctia Khoa
KHCB, Webchung cua truong, Website ctia Khoa.

Ngay hiéu luc: 16/06/2025 Trang: 8/10 = LAn ban hanh: 04
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Mai hi¢u KCB-HD1

5. Biéu miu: Bang phén cong gidng day ciia gidng vién thinh giding (Miu QLDT-
BM5-QT26). Thuc hién trén phﬁn mém Excel, tai trén thu muc: Tai liéu ISO ctia Khoa
KHCB, Webchung ctia truong, Website ciia Khoa.
6. Biéu mau: Thoi khéa biéu mon hoe (MAu KCB-BM3-HD1). Thuc hién trén phan
mém Excel, tai trén thu muc: Tai liéu ISO ctia Khoa KHCB, Webchung cua trudng,
Website cua Khoa.
7. Biéu mau: Thoi khéa biéu chinh thire (MAu QLD T-BM3-QT4). Thyc hién trén
phén mém Excel, tai trén thu muc: Tai liéu ISO ctia P. QLDT, Khoa KHCB , Webchung
cua truong, Website cua Khoa.
8. Biéu mAu: Tién d§ cac hoc phin gidng day (Mau QLD T-BM4-QT4). Thuc hién
trén phén mém Excel, tai trén thu muc: Tai liéu ISO cta P. QLPT, Khoa KHCB,
Webchung cua truong, Website cia Khoa.

8. LUU HO SO
Stt Tén hd so M3 hiéu P Noi lwu
i gian luu
Bang phan phoi giang day cac c - K. KHCB
01 | 1m6n co ban NH: ... - .... KCB-BM1-HDI1 Snam | _ 4 Khoa CN
Da’nh SénCh cac hOC phé.n s€ Tﬁ QLDT-BM2-QT4 -K. KHCB
02 | chirc giang day trong hoc ky... 5 nam P.QLDT
NH: 20...-20... R
. . T " i - K. KHCB
Bang déng ky gio trong cua giang B
03 vién hQC ky NEL: o =50 KCB-BM2-HDI1 5 ndm -P. QLDT
LDT-BM4-
Bang phan cong giang day cua Q - K. KHCB
04 | cains Siara s Aok . | OT26 5 nam
giang vién bién ché trong hoc ky. -P.QLPT
Bang phan cong giang day cua QLDT-BM5- -K. KHCB
05 | giang vién thinh giang trong hoc QT26 5 nadm
e -P.QLDT
y.
Thoi khoa biéu theo mén hoc .
06 | Hoc ky:....NH: 20....- ... REEPHHR] 5mlm, p of - K BHEB
Thoi khoa biéu chinh thirc QLDT-BM3-QT4 3 - K. KHCB
07 | Hoc ky:....NH: 20....- ... Sndm | _p QLPT
TiérE do cac tloc phﬁrsl giang day QLDT-BM4-QT4 - K. KHCB
08 | khoa: ...... Bac cao dang, Trung 5nim | -P.QLDT

cép - Hoc ky:... NH:
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TRUONG CB CONG NGHE THU BUC

Mau:
KCB-BM1-HD1

CONG HOA XA HOI CHU NGHIA VIET NAN

KHOA ... Poc lap - Tw do - Hanh phuc
Sé: /BPP-CNTD-..... TP. H6 Chi Minh, ngay ... thang ... ndm 20...
BANG PHAN PHOI GIANG DAY CAC MON CO BAN - NH: 20... - 20...
KHOA: oot ee e e e eneeeeeaeens
»F . . sO -
STT| TENLOP MON HOC SO LOP TCIBVHT SO TIET| HK 1 | HK Il | GHI CHU
TRINH PO CAO PANG

TRINH PO TRUNG CAP

TRUONG KHOA ......

TRUGNG CAO DANG
CONG NGHE THU puUC

AN 20C
Ngéy{.ﬁﬂ/.?ﬂﬁd/




TRUONG CAO PANG CONG NGHE THU bUC
KHOA

DANH SACH CAC HQC PHAN SE TO CHUC GIANG DAY
TRONG HQC KY ... - NAM HOQC: 20... - 20...

’ | ®Ddnh | (Ddnh | (Ten HP
1 dauX) | dau X) | tién quyeét)

+  Ghi chi: HP: Hoc phan; LT: Ly thuyét; TH: Thuc hanh

«
-

o —————

..WJ.}AQEN

Tp. Hé Chi Minh, ngay ... thang ... nam 20....
TRUONG KHOA

CHRY

oNa QHL JHON ONQU
ONYE OVO ONQNHL

DI_

QLDT-BM2-QT4



Mau:

KCB-BM2-HD1
UY BAN NHAN DAN TP. HCM CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CP CONG NGHE THU PUC Poc lap - Tu do - Hanh phic

BANG PANG KY GiO TRONG GIANG VIEN
HOQC KY .....NH 20.... - 20....

Gido vién danh dau" X " vao thoi gian ban ( khong phai gio trong)

STT| HOQ TEN GIAO VIEN Budi |T.2 |T.3 [T.4 |T.5 |T.6 |T.7 |KY TEN GHI CHU
1. Mo6n Giao duc chinh tri
Séang
= Chiéu
Séang
& Chicu
Séang
o Chidu
2. Mo6n Phap luat
Sang
ol Chiéu
Sang
ue Chicu
Séang
i Chicu
3. Giso duc quoc phong
Séang
= Chitu
Sang
. Chidu
Séang
g Chicu
4. Giao duc thé chat
Sang
o Chitu
Séang
e Chizu
5. Cac mon Van Hoa
Sang
Il Chicu
Séang
L Chitu

NGUOI LAP BANG

| TRUONG CAODANG |
’ =ONG NGHE THU BUC |
| DAMSOC |
| N ~av/S/dZ/.26£U'




TRUONG CAO PANG CONG NGHE THU PUC

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

Mau:
QLPT-BM4-QT26

KE HOACH PHAN CONG GIANG VIEN BIEN CHE VA TAP SU

NAM HQC: ......ccccevveeevneee. -HOC KY: e,

' gﬂ?ﬁm
LHRY

'
.

KT. HIEU TRUONG
PHO HIEU TRUONG

67
20

E

ONG@ QHL JHON ONQY
INY@ OV ONQNHL

TONG CONG DANH SACH CO:
TRONG DO CO:

VA:

VA:

GIANG VIEN

GIANG VIEN BIEN
GBE\JU VIEN HQP
PONG

0  GIANG VIEN TAP SU

TP. QL PAO TAO

TP. Ho Chi Minh, ngdy ... thang ... nam ...
NGUOI LAP BANG




TRUONG CAO PANG CONG NGHE THU bUC CONG HOA XA HQI CHU NGHIA VIET NAM

KHOA L L i tauliatid e Poc ldp - Tw do - Hanh phic
PHAN CONG GIANG VIEN THINH GIANG ered s s
HOCKY ........ -NAM HOC.:...........

TONG CONG

<

Q

= Thanh phé Hé Chi Minh, ngay ...... thang ... ... nam ... ...
R P HIEU TRUONG TK. KHOA............. TP. QUAN LY PAO TAO NGUOI LAP

of

: |
RN
ONG NHL 3HON DNOS
ONYG OVD ONONHL

QLDT-BM4-QT26




TRUONG CAO BPANG CONG NGHE THU bUC v
KHOA KHOA HQOC CO BAN KCB-BM3-HD1

THOT KHOA BIEU MONG: «.ouvniiiiiiiniiiiieneeceneneneenenanes
KHOA:..... HQCKY:.... NAM HOQC: 20....-20....
Ap dung tir ngay: ..../eeuuurennnnn.

Ny

D0~

£

b S
ONYG OV ONQNYEL

oNG NHL FHON ONQT

Tiét

The

4

2 [ (o [ T

10

11
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Ngay ..... Thdng ....ndm 20....
TRUONG BO MON




TRUONG CAO PANG CONG NGHE THU bUC CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phic

TP. Ho Chi Minh, ngay ... thdng ... ndam 20...

THOI KHOA BIEU HQC KY ... NAM HOC 20... - 20... (CHINH THUC) - BV
Ap dung tie: .../ .../20...
TR Tén hoc phin Gidng vién Lép HP tiét?tf:l in Thir BJ iélt(,r T&Si 568‘ Phong hoc
- en

1

2

3

4

(Luu y: Lép HP la Ma HP va thie tw (6p HP. Vi du: HP todn cao cdp 1, lop HP 1 ma lop HP sé la: DCC10108101. Trong dé, ma HP: DCC101081; thit tie lop HP:
01).

TP. QUAN LY PAO TAO

|

TRUONG KHOA

V:AQGN
¥
AHON ONQU

g‘e OvO DONQNHL

4
D

[
Qo
oNa NHL

ON

JEW"

QLBET-BM3-QT4
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TRUONG CAO PANG CONG NGHE THU PUC

CONG HOA XA HQI CHU NGHIA VIET NAM
| [0 7 A ——— Doc lip - Tw do - Hanh phiic

Mau:

R . . - QLDT-BM4-QT4
TIEN PO PAO TAO HQC KY ... NAM HOQC 20... - 20...
TRINHDPO ...coovvnivvnennnn.
Théng ... Théng ... Théng ... Théng ... Théng ...
STT M3 LHP Tén HP Tén CBGD SG6 Tiét | S6 TC
1

(Luu y: Lép HP la Ma HP va thir tw lép HP. Vi du: HP todn cao cdp 1, lép HP 1 md l6p HP sé la: DCC10108101. Trong dé, ma HP: DCC101081; thit tw lép HP: 01)

TP. H6 Chi Minh, ngay ..... thdng ..... ndm 201
TRUONG KHOA

HIEU TRUONG TP. QUAN LY PAO TAO

|

"}:AeﬁN
€]

NV
AHL JHON ONO
o 3:) ONQNHL

,NY'G ov

TP
0%
'a

o
|
| o
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