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Kiém tra hd so hoat dong dio tao va Tong hop giv gidng
Nam hoc 2025 -2026

Thyuc hién nhi€ém vu nam hoc 2025 - 2026, Ban Giam hi¢u Truong Cao déng
K¥ thuat Viét — Buc Ha Tinh xay dung Ké hoach kiém tra hd so hoat dong dao tao va
tong hop gio giang nam hoc 2025 - 2026 cu thé nhu sau:

I. Muc dich
Nham danh gia chat lugng hoat dong quan 1y dao tao ctia cac don vi va ca nhan
trong viéc t6 chirc dao tao nam hoc 2025 - 2026; Tong hop thong ké gio giang cia

gido vién, giang vién trong toan trudng;

Thong qua viéc kiém tra nham phét hién nhitng han ché, sai sét tir d6 gitp cac
don vi, ca nhan hoan thién hd so quan 1y dio tao va giang day; Ra soat tong hop gid

giang lam cén cu tinh gid gidng cho gido vién, giang vién nam hoc 2025 - 2026.

II. Noi dung kiém tra

1. Kiém tra hé so phong Quin ly Pao tao va Pam bio chat lwong; phong
Hanh chinh - Tong hop

Kiém tra ho so luu trit lién quan dén cong viéc chuyén mon theo chirc ning,
nhiém vu duoc phan coéng cua ting don vi tai Quy ché t6 chic hoat dong trudng bao
gom:

1.1. Phong Quan ly dio tao va Pam bao chat lwong

+ Ho so xay dung ké hoach, tién do dao tao nim hoc 2025 - 2026;

+ Ho so vé cong tac tuyén sinh nam hoc 2025 - 2026;

+ Ho so vé xay dung, chinh sira chuong trinh, gido trinh;

+ HO so vé thi, xét cong nhan tdt nghi¢p nam hoc 2025 - 2026;

+ Ho so thi két thiic mén hoc, mod dun nam hoc 2025 - 2026

+ Ho so xur 1y ky luat, x6a tén HSSV;

+ H0 so cip phat van bang chimg chi;

+ Ho so nghién ctru khoa hoc nim 2025 - 2026.

1.2. Phong Hanh chinh -Tong hop

+Hd so quan ly thiét bi; hd so cép phat vat tu, dung cu phuc vu day, hoc tap;

+ HO so dao tao, boi dudng gido vién.



2. Kiém tra ho so cac khoa chuyén mén

2.1. P6i véi cac khoa dao tao nghé:

+ Bién ban hop khoa; T chuyén mon;

+ Tién d6 dao tao va ké hoach gido vién;

+ HO so kiém tra gido vién hang thang ctia khoa, to chuyén mén;

+ Ho so tham 16p dy gio;

+ Hd so danh gia két qua rén luyén hoc sinh, sinh vién;

+ Két qua danh gia rén luyén HSSV (#rén phan mém qudn 1y);

+ Ho so xu 1y ky luat, x6a tén hoc sinh, sinh vién (bién ban hop I6p, khoa xét ky
luat; quyét dinh ...);

+ Ho so gido vién chu nhiém;

+ S6 theo ddi quan Iy thiét bi tai cac xudng.

2.2. Khoa Trung hoc pho thong

+ K& hoach nim hoc cua khoa;

+ Bién ban hop khoa; bién ban hop t0 chuyén mon;

+ HO so kiém tra gido vién hang thang ctia khoa, to chuyén mén;

+ Ho so xur 1y ky luat hoc sinh;

+ Ho so gido vién chu nhiém;

+ S theo ddi quan 1y thiét bi tai cac phong hoc.

3. Kiém tra ho so giang day c4 nhan

3.1. Gi4o vién, giang vién day nghé

+ Ban kiém tra s& kiém tra trén phin mém:

Ho so giang day nam hoc 2025 - 2026: S6 Ién 16p, S6 tay gido vién, Ké hoach
giang day, Gido an. Gido vién giang day luu trit file mém hd so da giang day vé theo
tirng mo6 dun/mén hoc cia 16p, khuyén khich in va luu ban cting dé phong su co thiét
bi.

+ Cac loai hd so gido vién nop vé Khoa; Khoa tong hop ky xac nhan dé cung
cap cho Ban kiém tra:

- SO gi4o vién chil nhiém; bién ban sinh hoat 16p hang thang...

- Bang tong hop gid giang nam hoc 2025 - 2026 tinh dén ngay 30/6/2026 (theo
mau 01), riéng ban Tong hop gid giang ndp vé phong QLDT&DBCL (d/c Cao) 1 ban
ctig va ban mém trudc ngay 25/5/2026.

3.2. Giao vién khoa THPT

+ Phiéu bao giang, gido an, s6 dau bai, ké hoach ca nhan;

+ S0 theo ddi, danh gid hoc sinh; s6 chi nhi¢m;



+ Bang tong hop gid giang nam hoc 2025 - 2026 tinh dén ngay 30/06/2026 nop
vé khoa, khoa tap hop ky x4c nhan va ndp vé phong QLDT&PBCL 1 ban trudc ngay
25/05/2026.

II1. Nhiém vu don vi, ca nhin va thoi gian thuc hién

1. Cac gido vién, gidng vién

- Chuan bi hd so ca nhan lién quan, cic minh chimg 1am cin cr mién trir gid
giang (Quyét dinh cir di hoc, nghi sinh thai san, nudi con nhé,..) ndp vé khoa, phong
theo ké hoach trudc ngay 5/6/2026;

- Théng ké gio giang cua ca nhan nim hoc 2025 - 2026 tinh dén ngay
30/06/2026 (2 ban theo mdu 01) ndp vé khoa, phong QLDT&DPBCL.

2. Cac khoa chuyén mon

- T6 chtc kiém tra hd so chuyén mén cua don vi, ca nhan trong khoa dé cung
cap cho t6 kiém tra khi co yéu cau;

- Kiém tra bang tong hop gid giang cua ting gido vién ciia nim hoc 2025 —
2026 tinh dén 30/06/2026, ky x4ac nhan va giri 1 ban vé phong QLDT&DBCL (kém
theo ban mém);

- Tong hop gio lao dong cta toan khoa trong nam hoc 2025 - 2026 (theo mdu
04), ndp ban cung va ban mém vé Ban kiém tra hoat dong dao tao (d@/c Cao) trude 16
gi0 ngay 5/6/2026.

3. Phong QLDT&DPBCL

- Tap hop day du cac loai hd so lién quan dén chic nang, nhiém vu duoc giao;
kiém tra h6 so chuyén mén cta don vi minh;

- Tong hop gid giang cua tit ca giao vién giang day theo ké hoach, tién do da
cap nhat cac loai hd so theo yéu cau trén phan mém QL dao tao theo mau 01 KT (chi
tiét mon hoc, mé dun, 16p hoc ghép.) giri thu ky Ban Kiém tra hoat dong dao tao (d/c
Cao) trude 16 gio ngay 10/6/2026;

- Tong hop bao cao két qua kiém tra hd so cho thu ky Ban Kiém tra hoat dong
dao tao (Hanh);

- Ra soat kiém tra tinh chinh x4c gio giang trong truong, ngoai trudng, gid cong
tac phi ctia can bd gido vién, (thudc cdc muc ¢ cét 12,13,14 trong biéu mau 02 KT);

- Tinh gio coi thi, chim thi két thiic mén hoc, mé dun nam hoc 2025 — 2026 giri
cac khoa dbi chiéu va tong hop vao biéu mau tong hop gid giang cia GV.

4. Phong Hanh chinh - Tong hop

Tap hop dﬁy du céc loai ho so lién quan dén chirc nang, nhi€ém vu dugc giao,

ki€ém tra ho so chuyén mon ctia don vi minh;



- Tham muu, chinh stra, bd sung cac biéu miu tinh tong hop gio' giang nam hoc
2025 - 2026 dé 1am ho so thanh toan tién thira gio cho gido vién, gidng vién trudc ngay
28/6/2026;

- Ra soat tong hop gio dugc mién trir ctia can bd gido vién, (thude biéu mau 02
TKT) gri vé phong QLPT (P/c Cao) dé dua vao bang téng hop gio giang.

- Cian ctr tong gio lao dong va thira gid cua ting can bd gido vién (thudc biéu
mau 02 TKT) 1am ho so thanh toan thira gio nim hoc 2025-2026 cho can bd gido vién,
giang vién.

IV. T6 chirc thye hién

- Phong Quan 1y Pao tao va Pam bao chét lugng tham muu cho Ban Giam hiéu
thanh 1ap Ban kiém tra hd so hoat dong dao tao.

- Ban Kiém tra hd so hoat dong dao tao c6 nhiém vy tf)ng hop bao cao két qua
kiém tra bang vin ban gui vé Ban giam hiéu trudc ngay 20/06/2026; tong hop gid
giang ndm hoc 2025 - 2026 cua cac gido vién, giang vién theo tirng khoa va cta toan

truong. Bao cdo két qua tong hop gio giang vé BGH trudc ngay 24/06/2026.
- Phong Hanh chinh: Phéi hop phong Quan 1y Pao tao va Pam bao chit lugng

hoan thién hd so thanh toan thira gi cho gido vién; cung cip vin phong phim va
thanh toan céc khoan 1am ngoai gid cho to kiém tra theo quy dinh.

- Céc khoa, phong trién khai ké hoach kiém tra dén tan can bd, gido vién. To
chtrc kiém tra ndp bao cdo vé to kiém tra dung thoi gian va luu trit, cung cap ho so khi
doan kiém tra yéu cau.

Trén day 1a Ké hoach kiém tra ho so hoat dong dao tao va tong hop gio gidng
nam hoc 2025 - 2026 cua Trudng Cao dang K¥ thuat Viét - Dtirc Ha Tinh. Yéu cau cac
don vi, ca nhan dugc giao nhi€ém vu nghi€m tac thuc hi¢n. Trong qua trinh thuc hién
¢6 kho khan, vudng mac bao cdo vé Ban Giam hiéu dé kip thoi giai quyét./.

Noi nhén: KT.HIEU TRUONG
- BGH (béo céo); PHO HIEU TRUONG

- Cac phong, khoa chuyén mén;
- Website truong;
- Luu: VI/CBKTVD.
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