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1. MUC PiCH
Quy trinh nay quy dinh cach thic quan ly, theo doi viéc sir dung, khai thac
phong thyc hanh, phong thi nghiém, qua d6 gép phan nang cao hiéu qua trong viéc
khai thac, hoat dong cua phong thi nghiém, phong thuc hanh cta cac khoa - Truong
Cao dang k§ thuat Cong nghiép.

2. PHAM VI AP DUNG

Quy trinh nay nay ap dung cho viéc quan ly, khai thac va str dung phong thuc hanh/
thi nghiém/ may tinh trong pham vi cac khoa Trudng Cao dang K§ thuat Cong nghiép.

3. TAI LIEU VIEN DAN, THAM KHAO

Quyét dinh s6 2965/QD-BCT ngay 07 thang 4 nim 2014 cua Bo truong Bo
Cong thuong vé viée quy dinh chtrc nang, nhiém vu, quyén han va co cau td chirc bd

may cta Trudng Cao dang K¥ thuat Cong nghiép;

4. PINH NGHIA VA CHU VIET TAT

- TK: Trudng khoa

- P.TK: Pho truéng khoa

- TT: T6 trudng

- VPK: Van phong khoa

- CBQL: Can bg quan ly (c6 chuy&n mon)
- GV: Gido vién, giang vién

- HSSV: Hoc sinh sinh vién

- TH/TN/MT: Thuc hanh/Thi nghiém/ M4y tinh

5. NOI DUNG QUY TRINH
5.1 Lwru d6 md ti quy trinh
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5.2 Dién giai lwu dd
5.2.1. CBQL tiép nhan phong TH/TN/MT
- Trén co s& doi ngli GV hién co, Trudng khoa, to trudng lya chon va cot GV
lam CBQL, ban giao phong may cho CBQL.
- Ngudi quan 1y phong chuan bi s6 sach lién quan dén phong TH/TN/MT bao gom:
+ Bién ban giao nhan BM.01-QT.01/KHOA
+ Danh muc thiét bi BM.02-QT.01/ KHOA
+ S6 theo ddi tinh trang thiét bi, dung cu BM.03-QT.01/KHOA

5.2.2. Pang ky sir dung phong TH/TN/MT

- Can cir ké hoach tién d9, thoi khoa biéu, nhu cau nghién ciru, thuc hanh, thi
nghiém cua GV, HSSV, GVHD tryc tiép ding ky véi CBQL sir dung phong
TH/TN/MT trudc thoi gian bat dau thyc hién mot tuan.

5.2.3. Kiém tra diéu kién TH/TN/MT

CBQL kiém tra (theo lich dang ky trudc do, tinh trang phong TH/TN/MT ...

+ Néu phong TH/TN dam bao diéu kién: CBQL phong TH/TN/MT va GV ky
vao so dang ky TH/TN

+ Néu thoi gian ding ky TH/TN /MT bj trung 1ap: CBQL, GV thdng nhit lai
thoi gian

+ Néu diéu kién thiét bi, phong TH/TN/MT khéng dam bao: CBQL théng nhat
lai thoi gian thue hién véi GV sau khi su ¢b duge khic phuc.

(Truong hop thoi gian dang ky TH/TN bi trung 1ap hodac phong TH/TN/MT
khong dam bdo, thoi gian TH/TN/MT phai thay d6i so v6i ké hoach, tién do: GV phai
chu dong dang ky doi gio theo quy dinh)

5.2.4. Ban giao va stt dung phong TH/TN/MT

- CBQL ban giao phong TH/TN cho GV truéc budi TH/TN. Tinh trang phong
TH/TN/MT, céc thiét bi, dung cu phai duoc ghi rd vao s6 theo ddi. BM.03-
QT.01/KHOA

- GV huéng dan SV TH/TN ghi vao s6 theo di tinh trang thiét bi trong ca thuc hanh.

- Két thuc budi TH/TN, GV hudng dan ban giao lai phong TH/TN cho CBQL
BM.04-QT.01/KHOA
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- Néu trong qua trinh thyc hanh néu c6 hu hong thiét bi GVHD, CBQL lap bién
ban sy c¢b theo BM.07-QT.01/KHOA, bao céo TT va TK/P.TK dé giai quyét.
5.2.5. Kiém tra, bdo dudng va sira chira
- TK/PTK qui dinh thoi gian cu thé theo tuan hodc thang hodc qui, BQL tién
hanh kiém tra dinh ky phong TH/TN/MT, 1ap bao c4o vé tinh hinh phong thyc hanh,
thiét bi, dung cu ndp cho TT dé cap nhat theo ddi va c6 hudng giai quyét.
- Néu c6 su cb thiét bi CBQL,TT sé& tién hanh lap bién ban sy ¢ thiét bi theo
BM.07-QT.01/KHOA dé phuc vu cho viéc sira chita, bao dudng thiét bi.
- Can ctr vao tinh chat va mtc d6 hu hong cua thiét bi TT, CBQL lap ké hoach
sua chira, bado dudng.
- Truong khoa kiém tra, xem xét:
+ Néu dong v, ky tén vao ké hoach
+ Khong dong ¥ yéu cau CBQL xem xét lai tinh trang thiét bi.
+ Chuyén phong KHKT& QTTB trinh Hiéu trudong phé duyét ké hoach.
- Chuén bj vAt tu, linh kién phuc vu sura chira thiét bi.
- T6 stra chita tién hanh stra chita thiét bi theo ké hoach da duogc duyét.
- Kiém tra, 1ap bién ban nghiém thu vé tinh trang thiét bi sau khi stra chita
BM.08-QT.01/KHOA:
+ Thiét bi khong dam bao: yéu cau thuc hién stra chita lai.
+ Thiét bi dam bao: nghiém thu va dua vao st dung.
5.2.6. Két thic luu so do
Céc hd so lién quan dén qua trinh quan 1y va khai thac st dung phong thuc

hanh dugc luu giir theo dung quy dinh ctia thu tuc qui trinh kiém soat ho so.

LUU HO SO
TT | Tén vin ban cin | Trich nhiém | Thoi  gian | Hinh thire | Hinh
luu luu luu luu thirc huy
Bién ban giao nhan | - K02 quan | ppe opy g | Theocdp | XEbO
1 ly phong thidt bi dung ho so
TH/TN/IMT -
Danh myc thidtbi | KBO2qUan | ppep iy | TheOcdp | XEbS
2 ly phong thiét bi dung ho so

TH/TN/MT
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S6 theo 'c}m ‘th -,Kho\a QU | Theo chu ky Theo cdp Xe bo
3 | trang thiét bi, dung | ly phong thiét bi dung ho so
cu THITN/MT ethl
i - Khoa quéan ) Theocdp | Xébo
4 | S6 giao nhén ca ly phong Hét ndm hoc | dung ho so
_ TH/TN/MT
S6 })éo cao tinh hinh Kh , Theo Cé_:lp Xé bo
5 thiét bi, dung cu ; hqa quan Theo chu ky | dung ho so
phong thuc hanh/ thi | Y Phond thiét bi
n . L, TH/TN/MT
nghiém/may tinh.
5 d5 G B} : , Theo ca X¢é bo
50 dang ky thyc Khoa quan | pe ypos | 4 0 3
6 | hanh/ thi ly phong hoc ung no so
nghiém/may tinh. TH/TN/MT ¥
- Khoa quéan X . Theo cap | Xébod
A1 % S Hét kh S
7 | Bién ban su co ly phong hoe;[ 04 dung ho so
TH/TN/MT j
Bién ban nghiém thu | - Khoa quan % , Theocap | Xébo
2 D P Hét khoa A
8 | thiet bi sau khi stra ly phong hoc dung ho so
chira TH/TN/MT ;
6.PHU LUC, BIEU MAU
TT Tén phu luc, bi¢u mau Ky hiéu
1 | Bién ban giao nhan BM.01-QT.01/KHOA
2 | Danh muc thiét bi BM.02-QT.01/ KHOA
3 | S theo dbi tinh trang thiét bi, dung cu BM.03-QT.01/KHOA
4 | S6 giao nhén ca BM.04-QT.01/KHOA
S6 bdo cdo tinh hinh thiét b, dung cu phong thue | gar 05 OT 01/KHOA
> hanh/ thi nghiém/may tinh. 05-QT.01/KHO
6 | S6 dang ky thuc hanh/ thi nghiém/may tinh. BM.06-QT.01/KHOA
7 | Bién ban sy ¢6 BM.07-QT.01/KHOA
8 | Bién ban nghiém thu thiét bi sau khi stra chita BM.08-QT.01/KHOA




