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1. MUC PiCH

Hudéng dan thuc hién cong tac tac kiém tra, giam sat thuong xuyén theo ké hoach cac chuong
trinh dao tao cua Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM (Truong DH KHTN)

2. PHAM VI AP DUNG
2.1 Do6i twong ap dung

Quy trinh nay duoc ap dung dé kiém soat cong tac kiém tra, giam sat thuong xuyén theo ké
hoach céac chuong trinh dao tao cua Truong DPH KHTN.

2.2 Trach nhiém ap dung
Phong Thanh tra - Phap ché va cac don vi thudc Truong.
3. TAI LIEU VIEN DAN
- Tiéu chuin quéc gia TCVN ISO 21001:2019 va Tiéu chudn quéc té ISO 21001:2018.
- Quy trinh kiém soét thong tin dang vin ban (QT.KHTN.01)
- Danh muc tai liéu bén ngoai (BM05.KHTN)
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia
- Khong ¢
4.2 Tir viét tit
- PHQG-HCM: Pai hoc Quéc gia Thanh phé Hd Chi Minh
- P.TTPC: Phong Thanh tra - Phap ché
- P.KT&DBCL: Phong Khao thi va Dam bao chét lugng
- P.DT: Phong Dao tao
- P.SDH: Phong bao tao Sau dai hoc
- NDPC: Nguoi duge phan cong.
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5. NOI DUNG

5.1 Luwu db
QTié’p nhén thong tm>
Y
2. Lap ké hoach kiém tra, giam sat
3. Phén loai kiém tra, giam sat
3a. Kiém tra hoat dong 3b. Gidm sat thi

giang day hoc ky

Y

4. Téng hop va bao céo

v
< 5. Luu hd so>

5.2 Noi dung dién gidi -

TRACH THOI

MO TA CAC BUOC THUC HIEN NHIEM GIAN BIEU MAU
Buée 1. Tiép nhin thong tin Trude 1 tudn
Tiép nhan thong tin lién quan dén thoi khoa biéu lich hoc va | NBPC diu cia mdi | BMO1.TTPC.02
lich thi tir cac khoa, phong lién quan bang vin ban hodc email. hoc ky

Budre 2. Lap ké hoach kiém tra, giam sat Truéng Tuin thir 3
Tu tuan thir 3 cua mdi hoc ky va 01 tudn trude ky thi, can cur phong ciia hoc
vao téng hop thoi khéa biéu (thong tin gdm: Ma mén hoc, 50 P TTPC V. 01 BMO02.TTPC.02
tin chi, tén giang vién, dién thoai), Truong phong P.TTPC ' ’ Y BMO03.TTPC.02
lap ké hoach phan cong nhiém vu theo thoi gian cu thé va
diéu chinh phan cong tay theo cong tac cua P.TTPC.

Hiéu tuan trudc
trudng ky thi

Bude 3. Phan loai kiém tra, gidm sat Pho
Cin c(r vao K& hoach thanh tra, kiém tra, phap ché nam hoc | Truédng
20...-20..., Pho Truong P.TTPC phdi hop véi NDPC thuc phong
hién lap ké hoach kiém tra cac chuong trinh dao tao, giam | P.TTPC,

sat thi nhu sau: NDPC

Buwdc 3a: Kiém tra cdc chwong trinh dao tao NDPC,

Kiém tra hoat dong giang day céc 16p ly thuyét, thuc hanh, Pho

thi nghi¢m: Trudng Theo ké | BM04a.TTPC.02
- Can ctr vao Ké hoach, bang bao nghi giang, NDPC ghi phong hoach BMO0S5.TTPC.02

nhan tinh hinh di tré, vé& sém, huy 16p, vang, day bu, ddi| P.TTPC, | giang day | BM06a.TTPC.02
phong, doi giang vién, phong thém va céc tinh hinh khac vao P.DT,
thoi gian bat ky trong lich. P.SDH
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PHONG THANH TRA - PHAP CHE

QUY TRINH KIEM TRA, GIAM SAT

S6 higu: QT.TTPC.02
Lan ban hanh: 01
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MO TA CAC BUOC THUC HIEN NHIEM GIAN BIEU MAU
- Truong hop 16p nghi, 1dp bién ban ghi nhan (néu c6), sau d6 Khoa,
NDPC vé ddi chiéu véi bang thong bao nghi giang xem cac | Giang vién
16p nghi, di tré, vé som, dbi giang vién c6 bao hay khong.
- Trong qud trinh thuc hién, néu phat hién giang vién nghi
day 03 tuan lién tiép khong c6 1y do hodc c6 van dé phat
sinh, NDPC cén bao céo Truong phong dé lién hé truc tiép
v&i P.DT, Khoa hodc gidng vién dé dugc giai trinh.
Budc 3b: Gidm sat thi
NDPC thyc hién viéc gidm sat theo s6 lugng phong thi duge | NPPC,
phén cdng va chu dong lua chon thoi diém gidm sat phu hop Phé
trong qué trinh thye hién nhiém vu. NDPC thdng ké va lap Trudng
bién ban ghi nhan (néu c¢6) vé cac hanh vi vi pham theo qui phong . | BM04b.TTPC.02
dinh do P.KT&DBCL ban hanh nhu sau: TTPC Theoké | oy 10c TTPC.02
- Quy dinh ve cong tac khio thi; PKT&DB | M0 thi | priogh TTPC.02
- Quy dinh trach nhiém cutia can bd coi thi va ngudi hoc trong CL,
cac ky thi. Can b coi
NDPC 14p bao céo theo timg ca thi va gui cho Lanh dao thi
P.TTPC va P.KT&DBCL.
Budrc 4. Tong hop va bao cio ¥£ggé
- Cubi mdi hoc ky, ky thi NDPC tong hop béo cdo kiém tra, hon
giam sat trong hoc ky, ky thi va giri cho Truong phong; TTgC I%iéu Cudimai | BMO7.TTPC.02
- Trudng phong lap thong bao két qua cong tac kiém tra, gidm trromg, cde| hocky | BMOS.TTPC.02
sat va guri dén cac don vi va cé nhén co lién quan (néu cb) don vi. cé
- Truong phong lap béo cdo tong hop két qua cong tac kiém nhan i’ién
tra, giam sat gui Hi¢u truong, P.DT, P.KT&DBCL. quan
Budc 5. Luu hd so
NDPC lép “Danh muc hé so luu” va kiém soat su thay doi: Theo quy
- Phén loai ho so theo ndi dung va theo thoi gian. NDPC dinh

- Sip xép hd so c6 trat tu dé dé nhan biét va tra ctru.
- Ra so04t hd so hét han hiy hd so theo quy dinh.

6. PHU LUC VA BIEU MAU

STT Ky hi¢u Tén Phu luc/ Biéu miu
1 BMO1.TTPC.02 | Tong hop thoi khéa biéu, lich thi
2 | BMO2.TTPC.02 | K& hoach kiém tra, gidm sat
3 BMO03.TTPC.02 | Bang phén cong nhiém vu
4 | BM04a.TTPC.02 | Bang thdng ké kiém tra cac chuong trinh dao tao
5 | BM04b.TTPC.02 | Bang thong ké gidm st thi
6 BMO5.TTPC.02 | Bién ban ghinhan
7 | BM06a.TTPC.02 | Béo cdo cong tac kiém tra cac chuong trinh dao tao
8 | BMO6b.TTPC.02 | Béo céo cong tac giam sat thi
9 BMO07.TTPC.02 | Thong bao két qua cong tac kiém tra, glam sat
10 BMOS8.TTPC.02 | Béo céo tong hop két qua cong tic kiém tra, giam sat






