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Kiém tra cong tic chuyén mén, cong tac dam bao chét lwgng, cong tic vin
thu luu trir, thi dua khen thwémg nam hoc 2023 - 2024

Cin cir Thong tu s6 20/2020/TT- BGDDT ban hanh ngay 27/7/2020 cia
Bo Gido duc va Do tao vé viéc Quy dinh ché do 1am viéc ddi véi giang vién;

Can ctr Quy ché dao tao trinh do dai hoc tai Truong Pai hoc Ha Tinh, ban
hanh theo Quyét dinh sé 333/QD-TPHHT ngay 28 thang 6 nam 2021 ciia Trudng
Pai hoc Ha Tinh;

Can ctr Quy dinh vé hoat dong dam bao chat luong ctia Trudng Pai hoc Ha
Tinh ban hanh theo Quyét dinh s6 813/QD-TDHHT ngay 30/12/2022 cua Truong
Dai hoc Ha Tinh;

Can ctt Quy ché cong tac sinh vién ddi véi chuong trinh dao tao hé chinh
quy ban hanh theo Quyét dinh s 733/QD-TPHHT ngay 28 thang 9 nam 2018
cua Truong Pai hoc Ha Tinh;

Can cir Quyét dinh s6 136/QD-TPHHT ngay 24/3/2023 cia Trudong Pai hoc Ha
Tinh v& viéc ban hanh danh muc hd so Truong Pai hoc Ha Tinh;

Can ctr Quyét dinh s6 181/QD-TDHHT ngay 5 thang 4 nim 2024 cta Hiéu
truong Truong Pai hoc Ha Tinh vé viée thanh 1ap Poan kiém tra cdng tac chuyén
mon, cong tac dam bao chat lugng, cong tac van thu luu trix, thi dua khen thudong
nam hoc 2023 - 2024, Nha truong xay dung K& hoach kiém tra nhu sau:

I. MUC PICH, YEU CAU

1. Muc dich

Gitp Hiéu truong nam thong tin chinh xac vé hoat dong chuyén mon, cong
tac dam bao chat lugng, cong tac van thu luu trit, thi dua khen thuéng nam hoc
2023-2024 cua cac don vi truc thudc va viéc thuc hién chire trach, nhiém vu cua
t6 chire, ¢4 nhan; phat hién va kién nghi xtr Iy nhitng ton tai, han ché, sai sot (néu
o).

2. Yéu ciu

- Hoat dong kiém tra phai dam bao chinh xac, khach quan, trung thyc, cong
khai, dan chu, kip thoi, dang ndi dung.

- Can bo tham gia kiém tra phai c6 pham chat chinh trj, dao duc tbt, c6 ¥ thirc
trach nhiém, trung thuc, cong minh, khach quan; nim viing quy ché, quy dinh vé
tuyén sinh, dao tao, hoat dong dam bao chét lugng, cong tac sinh vién, cong tac
van thu luu trir, thi dua khen thudng va cac van ban khac c6 lién quan.

- Trude khi Poan kiém tra 1am viéc voi don vi, yéu cau don vi tién hanh ty
ra soat, chuén bi hd so, minh chung, cac phén viéc lién quan va bao céo khai quat



vé cac ndi dung duge kiém tra mot cach day du, chu dao (sip xép hd so, minh
chimg mot cach khoa hoc, dé tra ctru).

II. NOI DUNG VA NHIEM VU KIEM TRA

Poan kiém tra cong tac chuyén mon, cong tac dam bao chat luong, cong
tac van thu luu trir, thi dua khen thudng nam hoc 2023 - 2024 chiu sy chi dao truc
tiép cua Hi¢u truong, thuc hi¢n kiém tra cac ndi dung sau:

1. Cong tac dao tao

1.1. Ho so cdng tac cia giang vién

- Ké hoach ca nhan vé giang day, hoat dong chuy&n mén va phuc vu cong
ddng nam hoc 2023-2024;

- Bé cuong chi tiét hoc phan; dé cuong mén hoc;

- Bai giang (slide...) (kiém tra trén hé thong may tinh hozc ban cang);

- Gido trinh; tai liéu tham khao lién quan dén cac hoc phan ma giang vién
phu trach (kiém tra trén hé théng may tinh hodc ban cing).

- S6 diém (cac 16p dang day, kiém tra trén hé thong may tinh hoic ban
ctrng); bai kiém tra gitra ky (cac 16p dang day);

- S6 sinh hoat chuy@n mén, hoi hop, tham 16p, du gio.

1.2. Ho so cong tac ciia don vi

* V& cong tac dao tao

- K& hoach va theo ddi thuc hién ké hoach don vi ndm hoc 2023-2024;

- Chuong trinh khung, chuong trinh chi tiét dao tao cac ma nganh, ho so
cai tién chuong trinh dao tao;

- Theo dbi thyc hién tién d6 chuong trinh (kiém tra trén hé thong may tinh);

- H6 so ¢ van hoc tap;

- S6 dau bai;

- Bién ban hop Khoa/ B mén;

- Ho so khao thi: s6 diém, danh sach phong thi (nhap diém thi), biéu cham
thi, bai thi, s6 giao nhan bai thi...;

- H6 so cac cudc thi/dot rén luyén nghiép vy, thuc tap, nghiép vu SPTX;

- Hb so t6 chire cho sinh vién di tham quan hoc tap, thuc té chuyén mén,
hoat dong phuc vu cong dong (néu co).

* Poi vai B6 mon tryc thudc Khoa

- K& hoach phan cong giang day; Ké hoach hoat dong chuy&n mén (sinh
hoat chuyén mén; tham 16p, du gid...) va hoat dong cong dong.

- H6 so sinh hoat chuy@n mén: Bién ban; noi dung cha dé...

- H6 so tham 16p, du gio:;

- Tong hop gio giang va hoat dong chuy@n mén, phuc vu cong dong tinh
dén thoi diém kiém tra.

- Cac loai bién ban lién quan dén cong tac dao tao, nghién ctau khoa hoc.

* Hb so quan If HSSV (Kiém tra trén hé thong may tinh)

- Danh sach HSSV ngoai trd, ndi trd (kiém tra trén hé thong mady tinh)

- Danh sach thdng tin SV tét nghiép nam (kiém tra trén hé thong may tinh)

- Danh sach LHS Lao (néu ¢ LHS Lao), (kiém tra trén hé thong may tinh)
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- S6 theo ddi HSSV duoc khen thudng, ky luat;

- S6 theo dbi vang cham;

- Sb bién ban giao ban cong tdc HSSV khoa;
- Sb bién ban sinh hoat 1op;

- Danh séach anh HSSV céac 16p (kiém tra trén hé thong méy tinh)

- Ho so luu trit vé cong tac HSSV (khen thudng, ky luat, ren luyén, hoc
béng, ché do chinh sach...
2. Cbng tac nghién ctru khoa hoc
2.1. H6 so NCKH giang vién (H6 so NCKH c4 nhan dé thanh mot file
riéng, sap xép theo trinh tu giang vién)
Ca nhan mdi giang vién ké khai hoat dong NCKH theo mau sau:

BANG KE KHAI HOAT PONG NGHIEN CUU KHOA HQC CUA
GIANG VIEN NAM HQC 2023-2024
= TEN QIANG VIBN: oot nes
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- Quyét dinh giao nhiém vy;
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Ha Tinh, ngay thang nam 2024
Nguwoi ké khai




(Ky, ho tén)

2.2. Ho so hoat déng nghién ciru khoa hoc ciia domn vi (HO so NCKH cua
don vi dé thanh mot file riéng)

2.2.1. Ké hogch NCKH ciza Khoa/Bé mén (file in - trong Ké hoach ndm hoc
cua don vi, c6 day du chir ky, phé duyét caa Hiéu truong)

2.2.2. Ho so xét duyét & cap Khoa/ B¢ mdn (d6i véi cac dé tai, sach ding
ky thuc hién)

2.2.3. Ho so NCKH sinh vién

Ho so NCKH sinh vién gom:

- Danh séach phan cong giang vién huéng dan sinh vién NCKH;

- Ké hoach t6 chtrc Hoi nghi SVNCKH nim hoc 2023-2024;

- Ky yéu Hoi nghi Sinh viéen NCKH nam hoc 2023-2024;

- Danh sach cdng trinh giri du thi cap truong;

- Ban tom tat va ban day du cac cong trinh gui du thi Hoi nghi SVNCKH
cap Truong tro 1én.

2.2.4. Cac ho so NCKH khdc (néu c6) (Bién ban sinh hogt khoa hoc, hgi
nghi, hgi thao cap khoa/ bg mén ...)

3. Cong tac dam bao chit lwong

Céc ndi dung cong viéc da giao cho cac phong, trung tam, khoa, b0 mon
truc thudc tai KEé hoach sb 74/KH-TPHHT ngay 21/8/2023 cua Hiéu trudng
Truong Pai hoc Ha Tinh vé cong tac dam bao chét luong ndm hoc 2023-2024.

4. Cong tac viin thu (kiém tra trén hé théng may tinh)

- SO theo ddi dang ky van ban di, s6 theo ddi dang ky vian ban dén (ban
cting hodc ban mém).

- Viée luu trit, xir 1y, chuyén tiép van ban cta Truéng don vi qua phan mém
Quan 1y vin ban va hd so cong viée (http://hscv.htu.edu.vn).

- Lap ho so theo danh muc h so ban hanh tai Quyét dinh s6 136/QD-TDHHT ngay
24/3/2023 cua Hi€u truong Truong Pai hoc Ha Tinh.

III. NGUYEN TAC LAM VIEC CUA POAN KIEM TRA

1. Poan kiém tra c6 trach nhiém kiém tra viéc thuc hién céng tac chuyén
mon, cong tac van thu luu trir, thi dua khen thuéng cta don vi, ca nhan.

2. Trong thoi gian kiém tra, can bo kiém tra c6 mit va lam nhiém vy tai dia
diém dugc phan cong; bao cao day du, chinh xac, kip thoi vé cac tinh hudng xay
ra trong qua trinh lam nhiém vy; khi gdp tinh huéng bat thudng phai bao céo theo
quy dinh véi Truéng doan kiém tra hodc Hiéu truong dé dugc chi dao giai quyét.

IV. LICH TRINH CONG TAC CUA POAN KIEM TRA

TT Noi dung Thoi gian thuc hién
1 |Thanh 1ap Poan kiém tra Ngay 5/4/2024
, |Hop Doan kiém tra (dia diém: Phong Thanh tra - | 8h00 ngdy 22/4/2024
Phép ché) (Phong hop tang 5)




- Sang: Khoa Su Pham; Phong Pao tao

3 | - Chiéu: Khoa Chinh tri - Luat; Phong Quan tri Ngay 22/4/2024

- Sang: Khoa KTCN; Khoa Ngoai Ngit; Phong
TC-HC

4 | - Chiéu: Khoa Kinh té - QTKD; Phong Khao thi -
bBCL

Ngay 24/4/2024

- Sang: Khoa Nong Nghiép-MT; Phong Thanh tra
5 |-PC

- Chiéu: Khoa Tiéng viét; Phong CT-CTHSSV;
TT Thong tin - Thu vién

Ngay 25/4/2024

- Sang: BO mon TLGD; B mon GDTC;Trung
tdm CNTT; Phong QLKH - DNTT

6 |- Chiéu: Trung tam DPTBDTX; Truong Tiéu hoc -
THCS - THPT (Kiém tra cong tac van thu va thi
dua khen thuong); Truong Mam non (Kiém tra
cong tac van thu va thi dua khen thuong)

Ngay 26/4/2024

V.TO CHUC THUC HIEN

- Trong qué trinh Poan kiém tra 1am nhiém vu, néu c6 tinh hudng bat
thuong xay ra, cac thanh vién doan bao cdo Hiéu truong (qua Truong doan kiém
tra) dé dugc chi dao giai quyét. Két thic dot kiém tra, giri bao cao két qua kiém
tra vé Truong doan kiém tra.

- Trudéng Doan kiém tra co trach nhiém t6 chuec, thuc hién cong tac kiém
tra theo cac quy dinh hién hanh, bao cao Hiéu truong vé két qua kiém tra./.

Noi nhin: U TRUONG

- Cac don vi;

- C4c thanh vién Doan KT; /
- Luu: VT, TTPC. Z

poan Hoai Son
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