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I. MUC PiCH, YEU CAU VA PHAM VI AP DUNG

1. Muc dich, yéu cau:

Quy trinh dugc xay dung nhdm mo ta cac bude thuc hién cling nhu thé hién rd
chtrc nang, nhi€ém vu cua cac don vi lién quan trong qua trinh td chirc hoc lai, thi lai
mon hoc, mé dun cho HSSV truong Cao ding Cong nghiép Thai Nguyén.

2. Pham vi ap dung:

Quy trinh nay ap dung cho trudng Cao ding Cong nghiép Thai Nguyén.

I1. PINH NGHIA VA TU VIET TAT

1. Pinh nghia:
Quy trinh hoc lai, thi lai: La qua trinh chuén bi va thuc hién td chtrc hoc lai, thi

lai v6i sy phéi hop két hop ciia Khoa, Phong chirc ning lién quan. Qua trinh nay dién
ra tir [ic bat dau dén khi két thic khoa hoc nham dam bao tinh khoa hoc, hiéu qua, tao
diéu kién cho HSSV hoc va theo kip tién d6 dao tao cua Truong, du diéu kién du thi
t6t nghiép.

2. Tir viét tat:

- BGH: Ban Giam hiéu

- DPKDT: Diéu kién duy thi

- LHL: Lich hoc lai

- GVCN: G140 vién chu nhi€ém

- HSSV: Hoc sinh, sinh vién.

- KQHT: Két qua hoc tap

- TCKT: Tai chinh Ké toan

- TTKT & KDCL: Thanh tra khao thi va Kiém dinh chit luong.

I11. NOI DUNG:

1. Lwu do:
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2. Dién gidi:

Tén bwdce cong viéc

NOI DUNG

Nguwoi chiu

trach nhiém

MAu/ Tén ho so

1. Lap ké hoach hoc lai,

Phong dao tao can ctr ké hoach dao tao cua nim lap ké
hoach, thoi gian hoc lai cho cac khoa va thong bao cho

Phong dao tao

thi lai cac don vi trién khai hoc lai, thi lai theo ké hoach.
2. Thong bao hoc lai, thi | Cac khoa quan ly HSSV théng qua gido GVCN thong | - Khoa quan Iy HSSV
lai b4o, huéng din HSSV con ng mon ndp don ding ky hoc | - gvVCN
lai va ndp 1€ phi cho khoa quan 1y mon hoc.
HSSV viét don diang ky hoc lai va gtri vé khoa quan 1y | HSSV BM.KKT.01.01
3. Pang ky hoc lai, thilai |
mon hoc
- Khoa quan 1y moén hoc c6 trach nhiém tiép nhan don | Khoa quan ly mon hoc
hoc lai, thi lai cia HSSV va 1ap danh sach HSSV hoc lai
gui vé phong DPao tao; HSSV thi lai thi theo lich dao tao
4. Toéng hop thong tin da 1ap ké hoach. BM.KKT.01.02

hoc lai, thi lai

- HSSV nop I¢€ phi hoc lai, thi lai theo quy dinh cho khoa.
Céc khoa quan 1y moén hoc thanh toan kinh phi hoc lai
cho cac ca nhéan, don vi lién quan, va 18 phi vé phong
TCKT theo quy dinh.




5. Lap lich hoc lai Phong dao tao 1ap Lich hoc lai sau khi c6 danh dach | - Phong Pao tao BM.KKT.01.03
HSSV tir cac khoa gui Ién
6. Ky duyét Ban Giam hiéu xem xét néu dong y thi ky duyét con | BGH

khong dong ¥ thi phong Pao tao sta lai va dem 1én ky
duyét

7. Nhan lich hoc lai va

trién khai day lai

Can cur lich hoc da dugc xac nhan, cac khoa quan 1y mén
hoc ¢o6 trach nhiém phéan cong gido vién giang day theo
dang lich va tuan theo moi quy dinh ctia nha truong

- Gido vién giang day

- Khoa quéan 1y mon hoc

8. Theo hoc HSSV hoc lai theo lich da phé duyét duoi su theo doi cua | HSSV
khoa
9. Panh gia va giri két | - Sau khi két thic day hoc lai gido vién giang day c6 | Gido vién

qua hoc tap

trach nhiém guri két qua hoc tap cia HSSV vé khoa

- Giao vién ghi 16 hoc sinh nao duogc thi va khong duoc
thi dé khoa 1ap danh sach thi

10. Kiém tra diéu Kién
du thi va 1ap danh sach
thi

- Khoa kiém tra HSSV du diéu kién du thi va 1ap danh
sach HSSV chinh thuc dy thi

- Truong hop HSSV khong du diéu kién dy thi quay tré
lai ttr budc DPang ky hoc lai

- Khoa quéan 1y moén hoc




11. Thi két thic hoc | - HSSV thi theo lich di cong bé. - HSSV
phén - Cac khoa b tri gido vién coi thi, cham thi theo lich. - Khoa
- Phong TTKT&KDCL ¢6 nhiém vu td chirc thi, chdm thi | - Phong TTKT & KDCL
cho céc 16p theo quy dinh.
12. Lwu trir két qua - Gio vién giang day c6 trach nhiém 1am bao cdo diém | - Khoa Tat ca hd so
tong két, vao so theo quy dinh. Gui két qua diém vé khoa | - phong Pao tao
quan Iy HSSV va phong DPao tao luu triv _ Gi4o vién

- Phong Pao tao, khoa quan ly HSSV va khoa quan ly
mén hoc ¢6 trach nhiém luu két qua hoc tap cua 16p hoc
lai.




IV. BIEU MAU AP DUNG:

Thoi gian luu

TT | Tén biéu miu M& héa & thid Noi luu
1 Pon dang ky hoc lai QT.KKT.01.01 3 ndm sau khi | - Khoa
két thic khoa
hoc
2 Danh sach HSSV hoc lai QT.KKT.01.02 3 nam sau khi | - Khoa
két thic khoa
hoc
3 Lich hoc lai QT.KKT.01.03 3 nam sau khi | - Khoa
két thuc khéa | - Phong Pao
hoc tao




