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QUY TRINH BIEN SO~ GIAO TRINH DAo T~O

I. Ml)C ntcn vA PH~M VI Ap Dl)NG

1. ~1}C dich:
Xay dung, tlnrc hien va duy tri quy trinh nay nham muc dich giup cho viec bien soan giao
trinh dam bao khoa hQCva ch~t hrong, phuc vu kip thai cho cong tac dao tao cua tnrong.

2. Pharn vi ap dung
Quy trinh nay ap dung khi bien soan giao trinh phuc vu dao tao trinh do cao diing, trinh
do trung cftp trong tnrong Cao diing Y t~ Hai Phong,

II. DJNH NGHiA vA TtJ' VIET TAT

1.Djnh nghia: (Khong co dinh nghia)

2. Til' vi~t tit:
BGH: Ban Giam Hi~u;

GT: Giao trinh;

GV: Giao vien;

HD: Hqp d6ng;

HDTD: Hoi d6rig tham dinh;

MDIMH: M6 dun/Men hoc;

NCKH & HTQT: Nghien ciru khoa hoc va Hop tac quoc t~;

QD: Quyet dinh;

TC-KT: Tai chinh- K~ toan;

III. LUU DO QUY TRiNH BIEN SO~N GUO TRiNH BAo T~O (Xern trang 2)

IV. B~C TA QUY TRiNH BIEN SO~N GIAO TRiNH BAo T~O (Xem trang 3 - 6)

V. cAc BIEU MAUl HUO'NG DAN KEM THEO
I

TT Ten bi~u m§u/H6 SO' Ky hi~u

1 £)~ xu~t bien soan giao trinh dao tao BMOI

2 K~ hoach bien soan giao trinh dao tao BM02

3 Quyet dinh phe duy~t danh ml,legiao trinh dao t~o cfrn bien so~n BM03

4 Quy~t dinh thanh l~p T6 bien so~n giao trinh dao t~o BM04

5 Quy~t dinh thanh l~p Hoi d6ng thAm dinh giao trinh dao t~o BM05

'6 Phi~u nh~n xet giao trinh dao t~o BM06

7 Bien ban hQPthAm dinh giao trinh dao t~o BM07

8 Quy~t dinh ban hanh giao trinh dao t~o BM08
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IV. D~C TA. QUY TRiNH BIEN SO~N GIAO TRiNH DAO T~O

BQ
BQ

K~t qua dat H~n Bi~u mfiu/h8phan/ngiro!
ph~nlNglfOi hoan

TT Ten bmrc NQi dung cong vi~c ph8ihQ1l d1fQ'c thanh
so'

tlnrc hien. . thirc hien

Xac dinh danh muc cac Mf)/MH cftn bien EM.otao- Danh muc cac Danh rnuc cac
Xac dinh soan GT ; phan cong giao vien bien soan n9P Truong NCKH& MDlMHcftn 05 ngay MD/MH cftn

1 ,
v~ phong Dao t~o-NCKH & HTQT; khoa bien soan GTyeu cau HTQT bien soan GT

- Xay dung ke hoach: Xac dinh muc tieu, yeu - K~ hoach;
- K~ hoach;cftu, noi dung cong viec, thai gian, nguon hrc - QD phe

tai chinh va phan cong trach nhiem thirc duyet danh 04 ngay - QD phe

Xay dung k~
hien; Dao tao- ml,lcMD/MH sau khi duyet danh

2 - T6ng hQ'P va soan quyet dinh phe duyet NCKH& Khoa bien soan GT nhan h6 ml,lcMD/MH
ho~ch danh muc MDIMH bien soan GT; HTQT - QD t6 bien sa bien soan GT

- Soan QD thanh l~p T6 bi~n soan GT; so~n GT - QD HDTD
- So~n QD thanh l~p HDTD; - QD HDTD

- Ke ho~ch; - Ke ho~ch;
- QD phe 01 ngay

- QD phe

- Ki~m tra tinh phu hqp cua k~ ho~ch v,a ca~ Dao t~o- duy~t danh sau khi
duy~tdanh

Phe duy~t quy~t dinh. N~u chua phil hQ'P chuyen ve
Ban giam NCKH& ml,lcMD/MH nh~n h6

m\lc MD/MH
3 hi~u bien so~n GT bien so~n GTbu6c 2, n~u phil hQ'Pchuy~n d~n bu6c 4. HTQT

- QD H9i d6ng
sa - QD H9i d6ng

thfrm dinh thfrm dinh

GV hiau ra va
T~p huftn- - Ph6 bi~n k~ ho~ch; Dao t~o- thl,l'chi~n duqc Theo k~

4 Tri~n khai - Huang d~.n cac quy dinh, bi~u m~u va NCKH& TruOng khoa vi~c bien so~n ho~ch_-

k~ ho~ch phuang phap thl,lc hi~n bien so~n GT; HTQT GT



Ten bmrc

BQ
ph~n/ngU'Oi
phBiIJQ1>
tlnrc llien

K~t qua €l~t
€lU'gc

H~n
hoan
thanh

Bi~u m§u/h6
so'TT

5
Thi€t k€ c§u
true chi ti€t
GT

NQi dung cong vi~c
BQ

ph~nlNgU'Oi
tlnrc hi~n

Truong
khoalT6
tnrong b<)
mon

C§u true chi
ti€t GT

Theo k€
hOf.lch

Cau true chi
ti€t GT

6 Xem xet

- Xac dinh muc tieu cua tieu d~, ti~u tieu
d~/m\lc, tieu muc trong cac bai/chirong cua
MDIMH;
- Xac dinh kien thirc c6t 16i, dac trung; k€t
cftu, the loai bai t~p/san pham d~ hinh thanh
ky nang nham dat diroc muc tieu cua tieu d~,
ti~u tieu d~/m\lc, tieu muc trong cac
bai/chirong cua MD/MH

GV bien
so~n

GV bleri soan
Cau true chi
ti€t GT

Theo k~
hOf.lch

Cau true chi
ti€t GT

7 Bien so~n
giao trinh

Truong khoa/Tnrong b<)mon kiem tra, xem
xet c§u true chi ti€t GT. N€u dat yeu cfiu thi
chuyen bu6c 7, n€u chua df.ltthi chuyen l~i
bu6c 5.

Truong
khoalTruOn
gb<)mon

TruOng
khoalTruOng
b<)mon

Giao trinh
Theo k~
ho?ch

Giao trinh

8
H<)ithao xin
y ki€n
chuyen gia

- Nghien CUuchuang trinh MDIMH, c§u truc
chi ti€t GT;
- Thu th~p, tham khao cac tili li~u lien quan;
- Bien so?n n<)i dung thea c§u truc chi ti€t
GT cua MDIMH;

GVbien
so?n

Dilo tf.lO­
NCKH&
HTQT

Bien bim h<)i
thao

Theo k€
ho?ch

Bien ban h<)i
thao

9
Chinh sua,
hoiln thi~n

- Mai chuyen gia g6m: Giang vien dang tn,rc
ti€p giang d?y cua ngh~, can b<) quan ly,
chuyen gia ky thu~t cua ngh€ d~n ill doanh
nghi~p; m6i nhom MBIMH co 3 - 5 nguai;
- T6 chuc h<)i thao xin y ki€n gop y v~ dlJ
thao GT;

-Khoa
- GV bien
so?n

GV phan bi~n Giao trinh
Theo k€
ho?ch

Giao trinh
- Chinh sua hoantni~n diflhao GT thea ca-cy
ki€n gop y cua chuyen gia;
- Gui GT cho cac thilnh vien HDTD nghien
cUu tru6c khi th~m dinh.

GV bien
so?n



BQ
BQ H~.m

TT
ph~n/nglfOi K~t qua d~t Bi~u m§u/hA

Ten b1f(YC NQi dung cong vi~c ph~n/NglfOi hoan
th\fc hi~n

ph8ihQ11 dlfQ'C thanh
SO'

thtrc hien

- Cac thanh vien HDTD nghien ciru du thao
OT; chuan bi y kien nhan xet, danh gia bang
van ban giri cho Chu tich HDTD;
- OV bien soan bao cao t6m t~t qua trinh
bien soan OT;
- Cac thanh vien HDTD nhan xet, danh gia GT; - Phi~u danh - Phi~u danh

- OV bien soan giai trinh, ti~p thu cac y kien Dao tao-
gia; gia;

Tham dinh-
cua HDTD; - HDTD; NCKH&

- ~ien ban hop - Bien ban hop

10 . - Chu tich HDTD tong h91' cac y kien; - OV bien HTQT;
tham dinh; Theo k~ tham dinh;

Nghiem thu - HDTD bdu ban kiem phieu va tien hanh be soan; - To trinh d~ hoach - To trinh d~

phieu danh gia v~ chat hrong OT - HL;
- Ban giam nghi Hieu nghi Hieu

- Ch~ tich HDTD ,k~t lu~n v~ chfit luqng OT:
hieu; truOng phe truOng phe

+ Neu d~t yeu cau thi l~p ta trinh bao cao duy~t duy~t

BOH quy~t dinh ban hanh;
+N~u chua d~t yeu cdu thi chuy6n l~i bu6c 9
va dua ra k~ ho~ch tham dinh ti~p thea;
- Thu kY HDTD ti~n hanh l~p bien ban hop
tham dinh OT;

Quy~t dinh
Can Cll bao cao cua HDTD, phong Dao t~o- Dao t~o-

- Quy~t dinh 02 ngay - Quy~t dinh

11 NCKH & HTQT so~n thao quy~t dinh trinh
Ban giam NCKH&

ban hanh; sau khi ban hanh;

ban hanh hi~u - Oiao trinh; nh~n h6 - Oiao trinh;
BOH ky phe duy~t ban hanh; HTQT sa

- Phong Dao t~o-NCKH & HTQT ti~p nh~n - GV bien so~; - Quy~t dinh - Quy~t dinh

Sir d\lng va
ban in va file dien tir ill OV bien soan d6 Phong Dao - HDTD; Sau khi

12 Iuu h6 sa
quan IP va tri6n ~ai cho cac khoa su d~ng; t~_p-NCKH - Phong TC-

ban hanh; duQ'cphe
ban hanh;

- Thanh Iy h91' dong; &HTQT KT;
- Oiao trinh; duy~t

- Oiao trinh

- T6ng h91', lUll tm h6 sa bien so~n OT;
- Thanh ly HD - Thanh ly HD

- Khoa
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PFIONG DAO T~O-NCKH & HTQT

Hdi Phong, ngay ... thang ... nam 20 ...

HI~U TRUONG


