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Trach nhiém Nguoi viét Nguoi kiém tra Nguwoi phé duyét
Ho va tén Phan Quang Manh Nguyén Hitu Niam Dang Thanh Thuy
Ky tén
Chtric vu Cén bg phong Pao tao | Trudng phong Pao tao Hi¢u Trudng

1. MUC PICH

bé thong nhat viéc td chirc hoc lai cadc hoc phan, mon hoc, mo dun (sau day

goi chung 13 hoc phan) cho hoc sinh, sinh vién (HSSV) nha truong.

2. PHAM VI AP DUNG

Quy dinh nay ap dung d6i véi tat ca cac HSSV thudc dién phai hoc lai, hoc bo

sung kién thirc, hoc cai thién diém cta nha trudong (bao gdm ca HSSV da man

khoa nhung chua dugce cong nhén tét nghiép do con ng mén), néu chua hét thoi

gian t6i da dugc phép hoc tai trudng theo quy ché dao tao.

3. TAI LIEU VIEN DAN
3.1 Tiéu chuan TCVN ISO 9001:2008

3.2 Quyét dinh s6 43/2007/QD-BGD&DT ban hanh ngay 15 thang 8 nam 2007
ban hanh Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé théng tin chi.
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3.3 Thong tu 22/2014/TT-BGDDT ngay 09/07/2014 cia BO GD&DT ban
hanh Quy ché dao tao trung cap chuyén nghiép.

3.4 QDb s6 14/2007/QD-BLDTBXH ngay 24/05/2007 v/v ban hanh Quy
ché thi, kiém tra va cong nhan t6t nghiép trong day nghé hé chinh quy
3.5 QD s6 790/QD-CPKTCN ngay 04 thang 12 nim 2015 cua Hiéu

truong truong CP K¥ thuat Cong nghiép v/v ban hanh quy dinh t6 chuc thi lai,

hoc lai

4. TU VIET TAT VA PINH NGHIA.

- HSSV : Hoc sinh, sinh vién.
- PBCL: Phong Pam bao chét luong.
- TCKT: Phong Tai chinh Ké toan

5. NOI DUNG QUY TRiNH.
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TO CHUC HQC LAI HQC PHAN

5.1: Luu dé.

TT Luwu do Chiu trich nhiém MAu hé so
cac budc cong viéc Thuc hién Phoi hop
1 Lf.iphké :lf{imh - Phong Dao tao. - Cacdon vidao | v oro7mr
ocla tao.
v 1
——— - Khoa quan ly
5 Thong bio ké HSSV. - Pon vi quan ly
hoach hec lai - Gido vién chu mén hoc.
nhiém.
v
3 Tiép nhan don - Don vi quan Iy BM.02- QT.07/BT
diing ky hoc lai mon hoc. BM.03- QT.07/DT
4 Lép danh sich - f?on v1 quan ly - Khoa quan ly BM.04-QL.07/BT
16 hoc lai mon hoc HSSV.
|
- Phong Dao tao.
5 Lap lich hoc lai | | - Khoa quan ly BM.05-QT.07/DT
| | mon hoc.
=14
£
=
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6 P.Dao tao 2| |- Truong phong
xdc nhin Pao tao.
- : - Gi1ao vién giang
. Tri¢n khai day day. - Phong Do tao.
hoc 1ai - Bon vi quan ly - T6 Thanh tra.
mon hoc.
v
T6 chirc thi, ) llghong_ BB,CIT', - Phong Pao tao.
8 chim thi hoc li “RORVIQUARLY T4 Thanh tra.
mon hoc
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TT Luu do Chiu trach nhiém Mau ho so
cac budc cong viéc Thuec hién Phoi hop
N - Phong BDBCL
9 Lam bio cdo - Gido vién giang | - Pon vi quan ly
di¢m day. mon hoc.
v - Khoa quan ly
) HSSV.
10 Két thiic, - Pon vi quan ly - Phong Tai chinh | 5 o6 oro7pr
luu ho so mon hoc. ke toan.
- Phong Pao tao.

5.2: Dién giai lwu do.
Buwéc 1: Ldp ké hoach hoc lqi.

Phong Dao tao can ctr ké hoach d4ao tao ctia nam 1én ké hoach, thoi gian hoc
lai cho c4c don vi, cac khoa va thong bao cho cac don vi trién khai hoc lai theo ké

hoach.

Buwéc 2: Thong bdo ké hoach hoc lgi.
Céc khoa quan ly HSSV thong qua gido vién chi nhiém thong bdo, hudng
dan HSSV con ng moén nop don dang ky hoc lai (theo hinh thic hoc ghép hoac

hoc 16p hoc lai) va dong tién cho don vi quan Iy mén hoc.

Buéc 3: Tiép nhin don ding ky hoc lai.

Cac don vi quan 1y mon hoc c6 trach nhiém tiép nhan don hoc lai cua
HSSV va lap danh sach HSSV ndp tién theo quy dinh. (Biéu mau: BM.02-
QT.07/BT; BM.03- QT.07/PT)
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Buwoc 4: Lap danh sach l6p hoc lai.

- Sau khi hét thoi gian nop don hoc lai, don vi quan Iy moén hoc phai tap
hop danh sach HSSV déng tién theo timg mén giri vé phong Pao tao xac nhan.
(Biéu mau BM.04- QT.07/DT) ,

- bo61 vet HSSV dang ky hoc ghép vai khoéa sau, cac don vi tu bo tri ghép
16p phu hgp cho HSSV va gt phong Pao tao xac nhan trude khi 16p hoc ghép
duogc bat dau hoc tap. (Biéu miu BM.04- QT.07/DT)

Buwoce 5: Lap lich hoc lgi.

- Ddi véi cdc mon hoc chung (Ngoai ngt, tin hoc, thé duc, GDQP-AN,
cac mon Khoa hoc co ban), can ctr danh sach cac don vi gui Ién, phong Pao tao
1ap lich hoc lai va lich thi. Trudong hop cdc moén chung c6 HSSV dang ky hoc lai
ngoai thoi gian quy dinh theo ké hoach ctia phong Pao tao, cac don vi tu 1ap lich

hoc, lich thi trinh phong Pao tao xac nhan. (Biéu miu BM.05- QT.07/DT)

- Dbi véi cac mdn con lai khoa quan ly mon hoc tu 1ap lich hoc lai, lich
thi cho céc 16p, theo nguyén tic cac HSSV khong duoc trung lich hoc chinh khéa
va lich hoc lai. (Biéu mau BM.05- QT.07/DT)

Buwoc 6: Phong Dao tao xdc nhdn.

Trudng phong Pao tao kiém tra va xac nhan danh sach hoc lai, danh sach
hoc ghép, lich hoc lai ciia cac don vi. (Tét ca lich hoc, danh sach cac 16p hoc lai,
danh sach HSSV hoc ghép déu phai dugc phong Pao tao xac nhan trude khi thuc
hién).
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Buwéc 7: Trién khai day hoc lai.
- Sau khi danh sach 16p va lich hoc lai dugc xac nhan, cdc don vi pho to6
lich guri veé phong Pao tao, phong DPBCL, td Thanh tra dé cac don vi biét, theo ddi

va thuc hién.

- Can ctr lich hoc da dugc xac nhan, cac don vi quan Iy mén hoc c6 trach
nhiém phan cong gido vién giang day theo ding lich va tuan theo moi quy dinh

ctuia nha truong.

Buwdc 8: Té chirc thi, chdm thi hoc lai.

- Sau khi két thuc day hoc lai gido vién giang day c6 trach nhiém gui
danh sach du thi 1én phong Pam bao chét luong theo quy dinh.

- Céc khoa c6 trach nhiém bd tri gido vién coi thi, chdm thi theo lich.

- Phong bam bao chét lugng ¢6 nhi€m vu td chirc thi, chdm thi cho céc

16p theo quy dinh.

Buéc 9: Lam bdo cdo diém.
Gido vién giang day co trach nhiém lam bao cao diém tong két 16p hoc.
Nhép diém vao phan mém dao tao, ghi diém vao sd theo quy dinh. Gui két qua

diém vé khoa quan 1y HSSV va phong Pao tao luu trit.

Budéc 10: Két thiic luu hé so.
- Phong DPao tao, khoa quan Iy HSSV va don vi quan Iy mon hoc ¢6 trach

nhiém leu két qua hoc tap cua 16p hoc lai.

- Cac don vi quan Iy mon hoc thanh toan kinh phi hoc lai cho céac ca

nhan, don vi lién quan, va ndp tién vé phong TCKT theo quy dinh.
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6. HO SO
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luu luu huy
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Danh sach HSSV | - Khoa qu an . . nim Sa,lu 1
1 done tién hoe lai. | 1V HSSV Theo tap khi két thuc Xé bo
g en hocfat. | 1y khéa hoc
- Phong
bao <
t a0 -3 ndm sau
2 | Lich hoc lai. B Khoa Theo tap khi két thuc X¢ bo
quén ly khéa h (0]¢
HSSV
- Phong Dao .
Béo cao k ét qua | tao, khoa 3 Hem sau
3 . T Theo tap khi két thac Xé bo
thi lai. quan ly Khéa h
HSSV. oan oe
Bang ké thanh|- Don vi| Theo tap
toan chi phi hoc | quan 1y moén - 5 ndm sau
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- ong khoéa h
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7. BIEU MAU.
TT Tén biéu miu Ky hiéu biéu midu | Ghichd
1 Thong bao dang ky hoc lai. BMO01-QTOS5/BT
2 Pon xin hoc lai, hoc cai thién BMO02-QTO5/DT
3 | Gidy bién nhan thu tién BMO03-QT05/DT
4 Danh sach HSSV hoc lai BMO04-QTO05/DT
5 | Lich hoc, lich thi 16p hoc lai BMO05-QT05/DT
6 Bang ké thanh toan chi phi hoc lai | BM06-QTO5/DT




