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1. Mgc tllch vi phgm vi 6p dgng

a. Mgc dich:

XAy dgng,. thgc hiQl vi duy tri quy trinh nny nhim mgc dich girip cho viQc xiy
dwrg,lfa chgn, b6 sung, di6u chinh chuong trinh tlao t4o moi <lim bAo ch6t luqng vd d6p
ung y6u cAu cua doanh nghiQp.

b. Phpm vi 6p dgng

Quy trinh 
"dy 

6p dt rg khi xdy dpg, lga chgn, b6 sung, didu chinh chuong trinh dio
tao trinh <lQ cao <ling, trinh dO trung c6p vi tdnh dQ so c6p trong Trudng Trung c6p nghd
Van Ninh.

2. Dinh nghia vi tir vi6t tit
a. Dinh nghla: (Kh6ng c6 dinh nghia)

b. Ttr vi6t tit:
BGH: Ban Girim HiQu;
DT: Dio tao;
FD: Hq'p d6ng;
GV: Gi6o vi6n;
CT: Chuong trinh;
QD: QuyCt dinh;
XD: Xdy dr,mg;

[DTD: HOi d6ng thAm dinh;
MD/lvIH: M6 dunnvl6n hqc;

3.Lru:rt dd$em trang 4)

4. D{c ti (Xem trang 5 - 10)

5. Cdc bi6u miu hudng d6n kim theo

TGn bi6u m6u/ hurimg din Mi h6a

1
Phdn c6ng GV, chuyCn gia xdy dpg, lua chon, b6
sung, tli€u chinh CT

2
K6 hogch xdy dWU, lu. a chgn, b6 surg, di6u chinh
CT 0 1/QT-TCNVN-DTQS.BM02

J
Quv6t dinh ban chri nhiQm xAy d1mg, lga chgn, b6
sung, di6u chinh CT O 1 /QT-TCNVN-DTQS.BMO3

4 Chuong trinh ttdo t4o

5 Chuong trinh m6n hgc 0 1/QT-TCNVrr-DTQS.BM05

6 Chuorrg trinh m6 dun 0 1/QT-TCNVN-DTQS.BM06

7 So dd m6i li6n h€ vd ti6n trinh cldo tqo c6c MD/IVIH O I/QT.TCNVN.DTQS.BMOT

STT

OI/QT-TCNVN.DTQS.BMO I

0 l/QT-TCNVT!-DTQS.BM04
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STT TOn bi6u m6u/ hurimg din Mi h6a

8 Bi6n bAn hQi th6o xin j kiiin g6p j CT 0 l /QT-TCNVT{-DTQS.BM08

9 Phi6u nhfn xdt, g6p j v6 CT 0 I /QT-TCNVT{-DTQS.BMo9

10 Quy6t dinh HDTD O I/QT.TCNVN.DTQS.BM 1 O

11 Lich hqp thAm dinh CT 0 l /QT-TClrvr{-DrQS.BMr l

1.2 Phi6u ddnh gid CT 0 1/QT-TCNV].1-DTQS.BMI 2

13 Bi0n ban hqp thAm dinh CT O I/QT-TCN\N.DTQS.BM 1 3

t4 Td trinh dA nghi ban hdnh CT 0 I /QT-TCN!'II-DTQS.BMt 4

15 Quy6t Ainfr ban hdnh CT 0 I /QT-TCN\rN-DTQS.BM I 5
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TT T6n brfc NQi dung c6ng viQc
B0

ph$n/l{gu}i
thgc hiQn

B0
phin/nguoi

ph6i nqp
thuc hi€n

K6t qui rl4t
duqc

H4n hoirn
thinh

Bi6u
miu/hd

sd

I
X6c dinh
veu cau

- X6c dinh nginh/nghd cdn x6y dr.mg, h;a
chgn, b6 sung, <liAu chinh. chuong trinh
ddo t4o tu dO xuit md ngh€ dio t4o ho{c
nhi€m vu do c6p h6n giao.

Trudng khoa
Phdng DT -
QS;

T6n nghA cAn

XD CT
Hang ndm

2

Ph6n c6ng
gi6o vi€n,
chuy6n gia
XD chuong
trinh

- Phin c6ng girio vi6n, chuyOn gia x6y, lga
chgn, b6 sung, <liAu chinh dpg chuong
trinh: li nhtng nguoi t6t nghiQp d4i hgc
trd l€n; am hi6u vd c6 kinh nghiQm trong
ho4t clQng ph6t tri6n chuong trinh, gi6ng
day hoac hoat ilong san ryat kinh doanh
trong linh 4rc nganh/ngh€ cdn xAy dpg;
c6 it nhat 30%o gifio vi€n ilang giang dgy
tAi trudng vi 02 chuy€n gia ngoii trutmg
tham gia xdy dtmg;

Phdng DT -
QS; 02ngiry

Biiiu
m5u 0l

3
Xay dpng kti
ho4ch

- Xiy.dr,rng kil hogch: X6c dinh muc ti€u,
y6u.c6u, nQi dung c6ng vi6c, thoi gian,
ngu6n luc tdi chinh vi phAn c6ng tr6ch
nhiQm thqc hiQn xAy dpg, lya chgn, b6
sung, <tidu chinh chuong trinh ddo t4o;
- Thenh hp Ban cht nhiQm xAy dpg, lga
chqn, b6 sung, <ti6u chinh chucmg trinh;

Phdng DT Khoa

- K6 hoach;
- QD Ban chri

nhi0m XD
chuong trinh;

04 ngdy

- Bi6u
m6u 02
- Bi6u
m5u 03

4 PhC duyQt

- Ki6m tra tinh pht hgp cua kti hoach vd
quy6t dinh Ban chri nhiQm xdy d1mg, lua
chgn, b6 sung, di6u chinh chuong trinh.
N6u chua pht hqp chuy6n vd budc 3, n6u
phir hqp chuy6n d6n bu6c 5.

Ban gi6m hiQu
Phdng DT -
QS;

- Ki5 hoach;
- QD Ban chri
nhiQm XD
chuong trinh

01 ngiy

Tru&ng khoa

Bang phAn c6ng
gi6o vi€n,
chuy€n gia XD
CT
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TT TGn burlc
B0

phfn/I.{guiri
thrSc hiQn

B0
phin/nguiri

ph5i nqp
thuc hi0n

K5t qui il4t
dugc

llqn hoin
thinh

Bi6u
mAu/h6

s0

5

Tflp huan -
Tri6n khai
k6 hoach

- ptrO Uitin k6 hoach xdy d1mg, lga chgn,
b6 sung, <lidu chinh chu<rrg trinh;
- Huong d6n cric quy dinh, bi6u m6u vd
phuong. phrip thgc hiQn x6y dpg, lr,.ra

chqn, b6 sung, cli6u chinhchuong trinh;

Phdng DT Khoa

C6c Ban chri
nhiQm hi6u 16 k6
hoach, phuong
ph6p vi c6ng cu
XD CT

Theo k6
hoach XD
CT

Thi6t k6
chuong trinh

- Xdc dfnh mgc ti6u cria chuong trinh, y6u
ll

c6u v€ ndng luc md ngutri hgc dat <luoc

sau khi ttit nghiQp dtii voi nganh/nghA <lio
tao;
- X6c dfnh thdi gian, khrii luqng kiiSn thtc,
k! ndng vd nQi dung dua vdo CT tldo tao
tr€n.co.sd ti6u chuin k} l*g nghA vd
chuAn d6u ra,cria ngdnh/ngh€ ddo t4o;
- Thiet ke cdu trric chuorg trinh ddo t4o,
xic dlnh danh muc ciic m6n hgc, m6 tlun,
thni gian vi phdn U6 thcri gian thgc hi€n;
- Thiet ke dO cuong chi tiCt cac m6n hgc,
m6 dun theo chuong trinh <lio tao cti x6c
d!nh, y6u cAu vd c6ch thric drinh gi6 kiit
qui hoc tAp cua nguoi hgc.

Ban cht nhiQm
XD chuong
ffinh

Khoa

- Cdu tnic CT
cldo tao;
- DA cuong chi
tiet c6c
N,DA,IH.

Theo kti
hoach )(D
CT

7

Bi6n soan,
didu
chinhchuon
g trinh

- Bi€n so4n, cli6u chinhchuong trinh ddo
tao;
- Bi6n so4n, diAu chinhchucmg trinh chi
ti6tIVDA4H;
- L{p so d6 quan h0 vi tii5n trinh dio t4o
c6c MD/MH dim b6o pht hqp voi trinh tu
cria logic nhin thric, logic su ph4m.

Ban cht nhiQm
XD chuong
trinh

Khoa

Chuong trinh
tlio tao;
Chuong trinh
MH
Chuong trinh
MD;

Theo kti
ho4ch XD
CT

- Bi6u
mAu 04
- Bi6u
m6u 05
- Bi6u
mAu 06
- Bi6u
m6u 07

NQi dung c6ng viQc

6
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TT TOn buritc
B0

ph$n/Nguoi
thgc hiQn

B0
ph$n/ngutri

ph5i nqp
thuc hiOn

K6t qui tl4t
dugc

H4n hoin
thlnh

8
HQi thdo xin
' , .ly Klen gop y

- Thenh phdn mdi hQi thno g6m: Gidng
vi6n tlang giing d4y cung ngh6, crin bQ

qunn $, chuy6n gia tu doanh nghiQp,
giing vi€n cung ngh6 <tt!n tu c6c trudng
kh6c;

^2 . , - , , .l r- lo cnuc nQr mao xrn y Klen gop y ve
chuong trinh;
- Trudng hqp kh6ng t6 chrrc duqc hQi th6o
thi thgc hiQn gui phitlu xin j kitin g6p j
chuong trinh <I6n tirng c6 nhdn.

Bi€n brin hQi
thio hofc PhiiSu

g6p j chuong
trinh

Theo k6
hoach XD
CT

- Bi6u
miu 08
- Bi6u
miu 09

9
Hodn chinh
dU thio
chuong trinh

- Chinh sira, b6 sung du th6o chuong trinh
theo c6c j ki€n g6p f d budc 9;
- Grii dU thio chuong trinh cho phdng DT;

Ban chtr nhi6m
XD chuong
ftinh

Khoa
Dp thio chuong
trinh tlio tqo

Theo kii
ho4ch XD
CT

10
Thanh l{p
HDTD

- So4n thno quyiit dinh HDTD:
+ Thanh phan bao gdm: l/3 thinh vi6n ld
cric girlo vi6n dang eiane day cung trinh
dQ vd ngh6 tuong img; cin bQ quan lli
GDNN; can b0 k! thu{t tu doanh nghiQp;
+ 56 lusnc t6i thi6u h 07 nguoi, bao g6m
chri tich, ph6 cht tich, uf vi€n thu kj vi
c6c thdnh vi€n, trong <16 c6 it ntr6t OZ iry

- Phdng DT; - Khoa;
- BGH.

- Quy6t Ainfr
IDTE;
- Lich thAn dinh

Theo kii
ho4ch XD
CT

- Bi6u
m6u 10

N$i dung c6ng viQc
Bi6u

miu/h6
s0

Ban cht nhigm
XD chuong
trinh

Khoa;
Phdng DT -
QS



TGn budc NQi dung c6ng viQc
B0

ph$nA{guiri
thrSc hiQn

B0
ph$n/nguiri

pn6i hqp
thuc hiOn

K6t qui tl4t
dugc

H4n hoin
thinh

vi€n phan bien thuQc mQt co sd GDNN
khricvd ilai diQn co quan quan lli nhi nu6c
v6 GDNN;
+ Ti€u chuAn: C6 bAng t6t nghiQp dai hqc
trd l6n, c6 it nhat 5 n[m kinh nghiQm
giing d4y ho4c ho4t clQng san xuAt, kinh
doanh,. qu6n lf trong linh vgc cia ngdnh,
ngh6 cdn thdm d!nh.
- XD lich hgp thAm dinh CT.
- Trinh BGH hi duy€t quy6t dinh HDTD
vd lich thAm dinh CT.

- Bi6u
miu l1

11

- C6c thdnh vi6n IDTE nghiCn criru tru6c
dg thdo chuong trinh; ctruAn Ui i tci6n
nhfln x6t, d.inh gi6 vd chuong trinh;
- D4i diQn Ban cht nhiQm xdy d!mg, di6u
chinh chuong trinh b6o c6o t6m tit vd
chuong trinh vd cric nQi dung theo ydu cAu

cna Cht tich HDTD;
_ C6c thdnh vi€n HDTD 6[66 lrr?n, nh{n
x6t, <l6nh gia vd du thio chuong trinh;
- Ban chri nhiQm xdy dgng, di6u chinh
chuong trinh gini trinh, ti€p thu c6c f ki6n
cua HDTD;
- IDTD bAu ban ki6m phii5u vd ti6n hdnh
b6 phi6u rtffi gi6 vd chAt lugng chuong
trinh;
- Chri tich HDTE k6t lu{n vA ch6t luqng
chuong trinh theo 3 mtc:
1. Chuorg trinh ddo tao dugc thdng qua

. HDTD;
- Ban cht
nhiQm XD
chuong trinh

- Phdng DT -

QS;
- Ban girirn
hi€u;
- C6c khoa

- Phiiiu drffi gi6
CT;

- Bi6n ban hgp
thAm dinh CT;

- Td trinh b6o
c6o ktit qud thAm
dinh.

Theo k6
ho4ch
thAm rlinh
CT

- Bi6u
miu 12

- Bi6u
MAU IJ

- Bi6u
m6u 14

8

TT
Bi6u

miu/hd
s0

Thdm tlinh
chucmg trinh
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TT TOn burfc NQi dung c6ng vi$c
B0

ph$n/Nlgudi
thgc hi$n

B0
ph$n/ngu<ri

phSi nq,p
thgc hiQn

K6t qui llqt
duqc

Hgn hoirn
thinh

Bi6u
mAu/hd

so

kh6ng c6n chinh sua;
2. Th6ng qua nhrmg phii chinh sria, b6
sung vi n€u r5 nhfrng nQi dung chinh cdn
chinh sria, b6 sung;
3. Chuong trinh kh6ng duo. c th6ng qua vi
n6u 16 lf do kh6ng dugc th6ng qua.
+ N€u dat mfc I thi d6 nghi HiQu truong
quyilt dlnh ban hdnh(chuy6n sang bu6c
1s).
+ N6u d4t mric 2 thi chuy6n sang bu6c 14

vi dua ra k6 ho4ch thdm <linh ti€p theo;
+ N6u clat muc 3 thi phii bi6n so4n l4i.
- Chri tich vd thu kj IIDTD b6o c6o k6t
qud th6m dinh chuong trinh ilio t4o cl€

HiQu truong nhd trudng xem x6t, quy6t
tlinh ban hdnh.

12

Didu chinh, b6 sung vd hodn thiQn chuong
trinh theo j kitin cua tDTD(ni5u c6) sau
tl6 chuy6n lai budc 13.

Ban cht nhi€m
XD chuong
trinh

HQi d6ng
th6m dinh

Ban in vi file
diQn tu chuong
trinh

Theo kti
hoach XD
CT

l3 Ban hdnh
chu<rng trinh

Cin ct? b6o c6o cta FDTE, Phdng DT
soqn thdo quy{lt dinh trinh BGH lcj ban
hdnh chuong trinh;

Ban gi6m hi6u - Phdng ET

- Quy6t dinh ban
hdnh CT;
- C6c bQ chuong
trinh

Theo k6
hoach XD
CT

- Bi6u
m5u 15

t4
I nen l rar

su dung vd
luu h6 scr

- Tri6n khai chuong trinh cho cec thoa sir
dung;
- T6ng hqp, lrru trii hd so XD vd thAm

Phdng DT-QS
- Ban chir
nhiem XD
chuong trinh;

- Quyet dlnh ban
hinh CT;
- Ban in vd file

I tuan sau
khi dugc
ph6 duyQt

Di6u chinh
theo v6u cAu
cua FDTD
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TT TGn budc NQi dung cdng vi$c
B0

ph$n/Nguiri
thgc hiQn

B0
phin/nguoi

pnSi nqp
thrrc hi0n

K6t qui il4t
du;c

Hqn hoirn
thinh

Bi6u
mAu/hd

so

tlinh chuong tdnh; .TDTD;
- C6c khoa

di€n tu c6c b0
chuong trinh
ddo t4o;
-H6soXDvd
tham dlnh
chuong trinh.


