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QUY TRINH XAY DUNG KE HOACH PAO TAO, THOI KHOA BIEU
I. MUC PICH, PHAM VI UNG DUNG
Muc dich

Quy trinh ndy nham dam bao cong tac xdy dung ké hoach dao tao hang nam co
chat luong, duy tri tinh 6n dinh trong cong tac dao tao va nang cao chat luong giang
day.

Dua ra phuong én, cu thé hda cac budc cong viéc, hudng dan lap ké hoach dao
tao khoa hoc, hoc ky, ndm hoc va thoi khoa biéu mot cach hi¢u qua dap tng yéu cau
quan ly, phu hop voi quy dinh tu chu trong hoat dong cua cac Khoa.
Lam rd nhiém vu cua ting don vi, cd nhan dong thoi tao su linh hoat, hiéu qua
trong cong tac phdi hop xay dung, diéu chinh ké hoach, thoi khoa biéu, td chirc thuc

hién va kiém sodt tién do giang day.

Pham vi irng dung: Quy trinh nay ap dung cho cac don vi trong truong Trung
cap Nghé Cam Lam.

Il. PINH NGHIA VA TU VIET TAT TRONG QUY TRINH, CAC TAI LIEU
THAM KHAO

l. Dinh nghia

Ké hoach dao tao nam hoc va toan khéa: 1 van ban duoc Bo phan Bao tao
phéi hop cling cac khoa xdy dung vao dau nam hoc, dugc Hiéu truong phé duyét va
thong bao cong khai cho gido vién va hoc sinh vao dau nam hoc. Tién do dao tao thé
hién rd nam hoc, thoi gian cua tung giai doan.

2. Tir viét tat trong quy trinh

CM Chuyén mén TKB Thoi khoa biéu
KH Ké hoach

KHDT Ké hoach dao tao

3. Cac tai liéu tham khao



111. BANG THEO DOI NHUNG THAY POl

STT

Lan sira doi Trang

N6i dung thay doi

Ngay thay doi

IV. BANG LIET KE CAC BUOC HOAT DONG

‘ STT Buodce cong viée Don vi/ by phan thye hién Két qua
1 [ Xac dmh thot gian bt dﬁu, thot gian két thuc cua nam hoc, | BO phan Dao tao
khoa hoc

2 Xay dung biéu do ké hoach dao tao nam hoc va toan khoa | Bo phan Dao tao Biéu do ké hoach

3 Hi¢u truong duyét, ban hanh | Hi¢u truong

4 Phan cong giang day mon hoc céac 1op Cac khoa chuyén mén Bang phan cong giang day cac 1op

5 | Xay dung thoi khoa biéu hoc ky B phan Dao tao Thoi khoa biéu cac 16p

6 Bd phan bao tao duyét, ban hanh B0 phan Dao tao

7 Thuc hién giang day theo TKB Céac khoa CM

8 Theo doi qua trinh thuc hién KHDT B phéan Bao tao

9 Luu hd so B0 phan bBao tao
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. LUU PO: XAY DUNG KE HOACH PAO TAO NAM HOC/TKB
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V1. PAC TA QUY TRINH

tuan

STT | Tén budc cong viée Noi dung B0 phan/ | B0  phin/ | Két © qua Han  hoan | Biéu miu/ hd
Ngudi  thue | Nguwoi phoi | dat dwge thanh SO
hi¢n hop

| Xdac dinh thot gian bt | Can cu ké hoach ndm hoc cua UBND | BO phian Dao
dau, thoi gian két thic | tinh, S6 LDTB&XH xdc dinh thoi gian | tao
| | cua nam hoc, khoa hoe | bt dau va két thic nam hoc
.
r 2 i Xay dru'ng biéu dd ké Xay dung bicu bod ké hoach nam hoc va Bo phén Hi¢u truong | Bicu o ke | Trude  nam | 01
; | hoach dao tao nam hoc | toan khoa cho ting 16p cu thé Pao tao wl hoc maor 3
| va toan khoa tuan
3| Hiu truong duy@t, ban | Trinh hiéu truong phé duyét va ban | Hiéu trudng Trude khi bat
hanh hanh dau nim hoc
Néu khong dat quay lai bude 2 xay maoi 3 tudn
dung lai biéu dod ké hoach
4 | Phan cong giang day | Can cir ké hoach niam hoc, cac khoa | Cac khoa Bang phan | Trude khi bat | 02
| mon hoc cac lop chuyén mon du kién phén cOng giang | chuyén moén cone  giang | ddu ky hoc 2
day cac 16p trong hoc ky day cic 1op | tudn
5 | Xdy dung thoi khoa B0 phan Bao tao xay dung thoi khoa Bo phan Cac  khoa | Thot  khoa 03
| | bicu hoc ky bicu hoc ky cua timg 16p theo phin | Pao tao ehuycn mén | biCu-sle I
| : cOng giang day
‘ ‘
. 6 ; Bo phan "{5—210 tao | Phé duyét va ban hanh thoi khoa biéu Bo phéan Trude khi bat
’ duyét, ban hanh Dao tao ddu ky hoc 1




7 | Thuc hién giang day | Cac khoa chuyén mén va gido vién bo | Cac khoa CM
theo TKB mon can cu thoi khoa biéu va lén 16p
theo ké hoach
8 | Theo ddi qua trinh thuec | B phan Pao tao theo dai tién do | BO phan | Cac  khoa
hién KHDT giang day va viéc 'chép hanh [én 16p cua | Pao tao CM
gido vién by mon
9 | Luuhd so Luu ho so déy du, dung quy dinh. Bo phan
bao tao

VIL BIEU MAU BAN HANH

Stt Tén biéu mau/ huéng dan Ma hoa
1. | Ké hoach dao tao nam hoc va toan khoa BM.P.DT.01. KHDT
2. | Phan cong giang day mon hoc cac lop BM.P.DT.02.KHDT

Thoi khéa biéu

BM.P.DT.03.KHDT




BM.P.DT.01.KHPT

SO LAO BPONG THUONG BINH VA XA HOI KHANH HOA

TRUONG TRUNG CAP NGHE CAM LAM




TRUGNG TRUNG CAP NGHE CAMLAM  CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG DAO TAO-HANH CHINH-KE TOAN Poc 1ap — Tu do — Hanh phic

KE HOACH PAO TAO
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. Trinh dd dao tao: Trung cap
3. Ddi tuong tuyén sinh: Tot nghiép THCS hodc twong duong tro lén.
4. Muc tiéu dao tao: | ' '
a) Muc tiéu chung:
b) Muc tiéu cu thé:

~¢) Vi tri viéc lam sau khi tot nghiep:

5.86 [rong modun, moén hoc:

6. Khdi luong kién thire, ki nang toan khoa: ...... tin chi
a) Khoi luong cac méon hoc chung, dai cuong: ...... glo
b) Khdi lugng cac mon hoc, modun chuyén mon: ...... g0
¢) Khéi luong ly thuyét:........ gio; Khéi luong thuc hanh, thuc tap:......... gio
7. Thoi gian khoa hoc: ........ndam (tir...... o] ondén )
+ Hoc ky I: Bat du tir ..../....../.....dén ngdy...../ .../ .....
+ Hoc ky II: Bat dau tir ..../....../...... dén ngay....... [ ...
+ Hoc ky III: Bat dau tir ..../....../...... dén ngay....... o ...
+ Hoc ky IV: Bat dau tir ..../...../....dén ngay....../.../.....
8. Thot gian hoc tap:........ tuan, trong do thoi gian on, kiém tra hét mon
hoc/mo-dun, thoi gian on, thi tot nghi¢p: ........gl10.
9. Thoi gian khai, bé giang, nghi 1&, nghi he va du phong:.............. tuan

10. Quyét dinh phé duyét chuong trinh:



. Lich hoc toan khoa

Théng 9 10 L] 5 6

Tuén 2 1 3 | 4 | 5 | i, 34 | 35 | 36 | 37 | 38 | 39 | 40
Nam hoc

I

1
kG | MC MH TN

Mon hoc/Modun dao

Thi t6t nghiép (kiém

Khat b greng Mon chung tao tra két thuc khoa hoc)
TET HE TT LD
4 Lo Thuec tap tai doanh A C
Nghi tét Nghi he nehian Lao dong ngoai khoa
I1. Phin bo thoi gian hoc tip
Tong | Ly | Thye Thi (gio K& hoach giing day
TT Ciac mén hoc s6 | thuyét | hanh | hoci‘ ) Nim 1 Nim 2
(2i0) | (gio) | (2io) |~ [Hocky 1 | Hoeky 2 | Hoc ky 3 | Hoc ky 4
1 .
2
Tong sb




Thi tot nghiép

Du kién thoi gian thi tot nghiép

So .. ¢ o8 = Thot gian | Thoi gian K¢é hoach . , Phuong phap C
) ' v p h
TT NoO1 dung thi tot nghiép on thi thi thi Hinh thirc dénh gid Ghi chu
(ngay) (G10) (tu.....dén..)
O T [ A BT S
e e
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TRUONG PHONG PT-HC-KT

Cam Lam, ngay ... thang ... nam 20...
HIEU TRUONG




TRUONG TRUNG CAP NGHE CAM LAM

KHOA

...............................

.........

LiP] s « s swmnseimmen 4 s smssemna s v
Day LT (1), | 78 A ged 3% Phong hoc ST SRS
. 8 ong SO tiet H¢ so it em . . .z | Dé xuat caa gido
TT| Hoc phin (Mén hoc) Thep 2), | & 'f 1.‘C Gido vién giang day thye hanh, Chia td . g
Thanh (3) | SOUCt | | TH (TC) tich hop Yien
I'ong 0

Cam Lam, ngay

thang .... Nam

TRUONG KHOA

BM.02-QT19/CDKTKT



TRUONG TRUNG CAP NGHE CAM LAM
- KHOA.... | ;

BM.P.DT.03.KHDT

CONG HOA XA HQI CHU NGHIA VIET NAM
Dge lap — Ty do — Hanh phic

THOI KHOA BIEU TUAN ... TUNGAY ... DEN NGAY ...

Lop nghé

Thw
Thoi gian/tiét
1
2
Sang
3
4
2
1
2
Chiéu
3
4
3 Sang 1
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Lép nghé

Thoi gian/tiét

Chiéu

Sang

Chiéu
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Lép nghé

Thi
Thoi gian/tiét

4
s x
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| |
| 1

2

6 Chiéu
3
4

Ghi chu. - 1 gio'li thuyét cé thoi luong 45 phiit.

- 1 gio thuc hanh, tich hop co thoi luong 60 phuf

PHONG DT-HC-KT

Cam Lam, ngay ... thang ... nam 20)...

TRUONG KHOA



