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1. MUC PICH VA PHAM VI AP DUNG.

1.1. Muc dich:

Thuc hién quy trinh nay nham thong nhat cach thirc, phuong phéap khi t6 chire dy
gid, danh gia ning luc giang day cia gido vién, qua dé gop y, bdi dudng, ty boi dudng
dé giup gido vién nang cao chét luong giang day.

1.2. Pham vi ap dung

Quy trinh nay ap dung cho Phong Quan ly Pao tao, Phong Thanh tra — Khao thi
va DBCL, cac khoa chuy&n mén khi t6 chice du gio, danh gia gido vién dang giang day
trong truong Cao dang Mién Dong.

2. PINH NGHIA VA TU VIET TAT.

2.1. Pinh nghia: (Khong c6 dinh nghia)

2.2. Tir viét tat:

QT Quy trinh KH Ké hoach

CNCS | Cong nghi¢p Cao su DBCL Pam bao chat luong
MH/MD | Mon hoc/M6 dun BM Biéu mau

Qb Quyét dinh CbMb Cao dang Mién Dong
HSSV | Hoc sinh, sinh vién NHDT Ngan hang dé thi
BGH Ban Giam hiéu GV Gido vién

3. LUU PO (Xem trang 2)
4. PACTA (Xemtrang3-5)
5. CAC BIEU MAU/ HUONG DAN KEM THEO

TT Tén biéu miu/Ho so Ky hiéu
1 | Ké hoach to chirc dy gior BM-QT.58-QLDT-01
2 | Lich du gio¢ cua cac khoa BM-QT.58-QLDT-02
3 | Bién ban du gid BM-QT.58-QLDT-03
4 | Phiéu danh gia gid giang 1y thuyét BM-QT.58-QLDT-04
5 | Phiéu danh gia gio giang tich hop/thyc hanh BM-QT.58-QLDT-05
6 | Bao céo két qua du gid thang cua khoa BM-QT.58-QLDT-06
Bio cao két qua du gio hoc ky/nim hoc cia
7 | ehoa BM-QT.58-QLDT-07




LUU PO QUY TRINH DU GIO
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PAC TA QUY TRINH DU GIO

TT | Ténbudc Noi dung cong viéc B0 phan/ 1:)(;12111 l?(l)l'é)l\i%llll;’? Két qud dat Han\hoz‘m _Biéu
: ’ Nguwoi thwe hién hitn dwoc thanh mau/ho so
1 | K@ dinhyéu | Xac dinh myc tiéu, nhi¢m | o0 o by Céc Khoa/ Bo mon
cau vu du gio
Cin ctr ké hoach giang day,
phong QLPT lap ké hoach
’ dy gio téng thé nim hoc ’ ‘
Lap ké hoach | trinh BGH duyét, trong do: \ . ~ | Kéhoachdu |DPaunam BM-QT.58-
2 | dy gio - Phai thuc hién dy gio | 1O"9 QLPT Cac Khoa/ Bo mén | ;. hoc QLBT-01
thuong xuyén hang thang.
- Xé4c dinh 16 s luong GV
can dy gio hang thang.
Ké hoach du
3 | Phé duyét Xem xét, ky duyét. Ban Gidm hiéu gid dugc phé
duyét
- Can ctr Ké hoach du gio
nha truong va ké hoach
giang day cua gido vién;
Lap vi Thong cac Khoa/Bo mén\tién hanh - Phong QLDT Lichdy gio | . ngdy
4 | bao lich du lap lich du gio hang théang Cac Khoa/ B6 mon | - Phong TT- hang thang 01 hang BM-QT.58-
L : cua don vi gui cho cac don ' KT&DBCL cua Khoa/Bo than QLDT-02
810 vi/ca nhan lién quan. - Khoa SPGDNN | mén g

- Thér}g bdo ké hoach du
gid dén cac CB du gio,
khoa va GV.




B¢ phan/Nguoi

A . . n - B¢ phan/ . Két qua dat | Han hoan Biéu
TT | Tén buéce Noi dung cong viéc Ngwoi thue hién phoi ]llll(g)l thue dwoc thanh miu/hd so
T6 chic du gio trén 16p - Phong QLDT
. theo dung lich du gio cia | ~, ~ ~_|-Phong TT- Bién ban du | Theo ké BM-QT.58-
S | Dugio cac don vi. Cac Khoa/ Bo mon | ¢y, gic hoach QLDT-03
- Khoa SPGDNN
Két hop
, LA . s A g \ T BM-QT.58-
o - Ddnh gid ket qua bai| . s ghoa/pe | C4n DO cdcphong/ |l gl trONG QU o g
6 | banh gia giang cua GV vao Phiéu | " khoa chuyén mon rtas ea trinh du gio
\ A mon dy gio oy gia bai giang - BM-QT.58-
danh gia gio giang. du gio hodc trong
N QLDT-05
gi0 gidi 1ao
- T6 chac gop y, trao doi
kinh nghiém vé chuyén Ngay sau
Gopy, trao mon, nglpgap vu voi GV e n ~ | Can bo cac phong/ khi k.?t thl,lc
PR duoc du gio; Giéo vién Khoa/B§ A du gid hoac
7 | doi véi gido N 2o | A N khoa chuyén mon N
A - GV duoc du gio trao doi | mon dy gio " trong gio
vien Y 2 be Lok duglO' o A
va tiép thu dé tu cai tién, giai lao gan
nang cao chuyén mon, nhat
nghiép vu.
2 I . 01 ngay sau
Tong hop ket qua dy gio khi két thac | BM-QT.58-
Bdo cdo két | PA0COBGH. , \ Bio cho két|dwgiova | QLDT-06
8 \ N - Céac khoa bao céo hang | Cac Khoa/ Bo mon | Phong QLDT ! . " X
qua du gio . N 2. o qua du gio ngay cudi BM-QT.58-
thang va bao cao cudi nam S X
cung hang QLDbT-07
hoc .
thang
| Str dung ket qua dy gio dé K€ hoach boi | 1 tuan sau
9 Su’q dung‘ ket lap~ ke hoaclxl to c’hu’c bo1 Céc Khoa/ B& mén Qlao vién cac don | dudng; .qu khlq co kefn\
qua dy gio dudng, chuan hoéa GV; vi hoach gidng | qua du gio
phdn cong gidng day phu day.... cua thang.




B¢ phan/Nguoi

A . . n - B¢ phan/ . Két qua dat | Han hoan Biéu
TT | Tén buéce Noi dung cong viéc Ngwoi thue hién phoi ]llll(g)l thue dwoc thanh miu/hd so
hop ndng luc; binh xét thi
dua — khen thuong...;
GV tu h(_)c‘tép, boi dudng,
du gio dong nghi¢p va . \ X .
Hanh  dong | tham gia cac khda dao tao | Gido vién cac don Cac ph_(?ng, .lfhoa’ Ke h(zach :[u: 3 thar,lg S;au
10 | .. .« \ A 2 4 oax | . Ban Giam hiéu hoc tap, boi khi co keét
cai tién do Nha truong t6 chuac dé | vi N ) .
A - . dudng qua du gio
nang cao ndng lyc giang
day cua minh
Theo ddi, hd trg qua trinh L s A .
Theo ddi, bé4o | GV thuc hién hanh dong o S Béo cao ket | 3 thang sau
11 | re i SRV . Khoa/ B mon Giao vién qua cai tién khi c6 ket
cao cai tién, bao cdo tinh hinh ey aa \ .
tién bo cia GV cho BGH cua giao vien | qua dv gio
- Ké hoach du | 1 tuan sau
; Luu trir ho so theo quy igl](;;.éto céo két ‘l[(}?e‘:nqlolig
12 | Luu ho so dinh Khoa/ B mon Phong QLDT , -
qua dy}’ gio; hoach du
- Phi€u danh | gio hang
gia bai gidang | nam




TAP POAN CN CAO SU VN CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG CAO PANG MIEN PONG Péc 1ap — Tu do — Hanh phiic
S6: /KH-CBMbD Pong Nai, ngay ~ thdng — ndm
KE HOACH
TO CHUC DU GIO NAM HOC .........

Nham danh gi hoat dong giang day cta giang vién, nha truong xay dung ké hoach to
chtrc du gid giang vién nam hoc ...... nhu sau:

I. Muc dich va yéu cau.

1. Muc dich.

II1. Td chirc thye hién.
1. Thoi gian thyc hién: Tur thang ...... dén hét thang ........

2. Nhiém vu cua cac Khoa/Bo mon.

Dé nghi trudng cac don vi lién quan quan triét va trién khai thuc hién nghiém tac cac
ndi dung néu trén theo quy trinh va biéu mau quy dinh. Trong qua trinh trién khai thyc hién
néu phat sinh vuéng mic dé nghi lanh dao cac Khoa bao cdo Ban Giam hiéu (qua phong

Quan ly Pao tao) dé xem xét, giai quyét./.

Noi nhén: HIEU TRUONG
- Ban Giam hiéu (dé chi dao)
- Cac phong/khoa lién quan (dé thuc hién)
- Luu VT, P. QLDT./.



TRUONG CAO DANG MIEN BONG CONG HOA XA HQI CHU NGHIiA VIET NAM

KHOA/BO MON ....ccouvvvnivniennennnenn. Poc 1ap — Tw do — Hanh phiic
LICH DU GIO GIANG VIEN
THANG ...... ,HOC KY .....NAM HOC ...

1. Pia diém:
2. Lich du gio:

Ngay
du gio

Phong hoc
/Xwong

Ho va tén giing Tén mon hoc/

T Vién dwoc du gio mo dun

Lép Thoi gian Nguwoi du gio

AIWIN|F-

Pong Nai,ngay  thang  nam
TRUONG KHOA/BQ MON



TAP POAN CNCS VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG MIEN PONG Poc 1ap — Tw do — Hanh phiic
BIEN BAN DU GIO
1. Thoi gian: Vao hoi ..... ngdy .... thang .... nim 20...., Khoa/Bé mén ..........
........................................... d3 to chirc du gio gido vién.
2. Thong tin gido vién dwoc du gio:
HO VA N ......ovviiiiiiiiiii e Pon vii oo,
MOn gIANE daY: ...evvveeiiieeiiee e LOP: o
TN AT GIANG: .o
3. Ho, tén nguoi du gio:
N Chicvu: ...,
2 Chlitevu: oo
K Chire VU: oo
A Chic vu: ..o
T Chirc vu: ..o
4. Nhan xét:

4.1. Chuyén mén:

4.2. Phuong phap su pham:

5. Danh gia chung:

Bién ban dugc lap vao hdi ... gio ... ngay ... thang ... ndm 20.....
Ngay thang  nam 20.....
KHOA/BQ MON ................ THU KY



TAP POAN CN CAO SU VIETNAM  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN PONG Péc lap -Tw do - Hanh phic

PHIEU PANH GIA BAI GIANG LY THUYET

Ho va tén nha Gido: .........cccocovoiioiiiiiiiiiiiieiiee e, KROQ/BO MO .......cuvviiciieiiiiiii e
TN DAT QIANG: ...eviveeeeeeee ettt h b b e e R R et e R e R e AR e R e e Rt AR e et AR e R e R e R e R R e R e nnenr e
ThOT GEaN: BAt AAU ... KEE TNUC ...
Ho va tén nguoi dyr Qi ......coooveiiiiiiiiiiiii e CRUEC VU oeiiceee ettt
T Noi dung dénh gia Diem ) Diem dinh
chuin gia
| Chuin bj bai giing 15.0
1 Chuan bi ho so bai gidng ding va dui theo yéu cau 2.5
2 Xéc dinh ding va du muc tiéu hoc tap 2.5
3 Gi4o an thé hién du cac budc 1én 16p, c6 du kién cac hoat dong ciia ngudi day, ngudi hoc 5.0
va phéan bd thoi gian cho timg ndi dung phu hop
4 Xav dung tiéu chi danh gia két qua hoc tap 15 rang, day du; lya chon phwong phap, thiét 25
Kké cong cu (cau hoi ty luan, cau hoi tric nghiém, tinh huéng hoc tap, ...), phuong tién
(bang biéu, phiéu bai tap, ...) danh gia phi hop
5 Chuan bi thiét bi, dung cy, d6 dung day hoc phu hop véi ndi dung bai giang 2.5
1 Niing lwe sw pham 40.0
1 Trang phuc phti hop; phong thai ty tin; phat 4m dung, dién dat rd ring, d& hiéu 5.0
2 Théng tin rd rang cac muc tiéu hoc tp dén ngudi hoc théng qua hoat déng/trai nghiém 5.0
tich cyc; dit va chuyén tiép van d& phi hop, sinh dong va sang tao
3 Bao quat 16p hoc va xir Iy tinh huong su pham phu hgp 5.0
4 Ap dung phuong phap day hoc linh hoat, d6i mdi, sang tao, phtt hop dé kich thich nguoi 15.0
hoc tich cuc, chil dong va hop tac trong hoc tap
5 Str dung thiét bi, dung cuy, do dung day hoc sang tao, hiéu qua, phu hgp véi ndi dung va 5.0
phuong phap day hoc
6 Két hop day hoc v6i gido duc pham chat va dao duc nghé nghiép, phat trién nang luc 25
sang tao cuia ngudi hoc
7 Thuc hién ding, du cac budc 1én 16p theo gido an 2.5
11 Ning lwc chuyén mén 30.0
1 Lua chon ndi dung va thiét k& nhiém vu hoc tap phit hop véi muc tidu va gan véi thyuc 5.0
tién nghé nghiép
2 Noi dung kién thitc chuyén mon chinh xéc; cap nhat kién thirc mdi; gan kién thirc 15.0
chuyén mén véi thyc tién nghé nghiép
3 CAu truc bai giang logic, phu hop 10.0
[\ Pinh gia két qua ciia ngudi hoc 10.0
1 Théng tin rd rang cac nhiém vy hoc tap va tiéu chi danh gia dén nguoi hoc 2.5
2 Panh gia nang lyc cua ngudi hoc theo dung tiéu chi danh gia 25
3 Thong béo rd rang, chinh xéac va phan hoi tich cuc két qua danh gid cho ngudi hoc 25
4 Str dung két qua danh gia dé hd trg va hudéng din ngudi hoc hoan thién ning luc 2.5
\Y Thai gian thuc hién bai gidng 5.0
1 Duang gio, s6m, mudn < 1 phit 5.0
2 Sém, mudn tir >1 dén < 3 phat 2.5
3 Sém, mudn tir >3 dén <5 phat 0
4 Sém, mudn > 5 phut bai giang: Khong xép loai bai gidng
Téng sb diém 100
Téng sb diém danh gia (Bing chit):

Ngay ..... thang .... nam 20
Ngudi du gio
(Ky va ghi ro ho tén)
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THEO DOI THU'C HIEN BAI GIANG

NOI DUNG NHAN XET

NHAN XET CHUNG
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TAP POAN CN CAO SU VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN PONG Péc lap -Tw do - Hanh phic

PHIEU PANH GIA BAI GIANG TiCH HQP/THU'C HANH

Ho va tén nha Gido: .........cccocovoiioiiiiiiiiiiiieiiee e, KROQ/BO MO .......cuvviiciieiiiiiii e
TN DAT QIANG: ...eviveeeeeeee ettt h b b e e R R et e R e R e AR e R e e Rt AR e et AR e R e R e R e R R e R e nnenr e
Thoi gian: Bat QAU .........ccccovviiiiiiiieii e KEt tHUC ...
Ho va tén nguoi dyr Qi ......coocveiiiiiiiiiiici e CRUEC VU oeiiceee ettt
As . e Diem Diém
TT Noi dung danh gia chuin dénh gid
[ Chuin bj bai giing 15.0
1 Chuan bi ho so bai giang ding va du theo yéu cau 2.5
2 Xac dinh dung va du muc tiéu hoc tip 2.5
3 Gido an thyé hién du céc bude 1én 16p, cé du kién cac hoat dong cia ngudi day, ngudi hoc 50
va phan bo thoi gian cho ting ndi dung phu hop '
Chuan bj thiét bi, dung cu, vat tu, nguyén, nhién, vat liéu, d dung day hoc phi hop véi
4 nodi dung bai giang; ¢6 phiéu hudng dan luyén tap, dam bao hinh thanh k¥ ning cho 5.0
ngudi hoc
11 Ning luc su pham 45.0
1 Trang phuc phti hop; phong thai ty tin; phat 4m dung, dién dat rd ring, d& hiéu 5.0
2 Thong tin 16 rang cac muyc tiég hog tp dén ngudi hoc théng qua hoat dong/trai nghiém 50
tich cyc; dat va chuyén tiép van dé phu hop, sinh dong va sang tao '
3 Bao quét dugc 16p hoc va xir Iy tinh hudng su pham phu hop 5.0
4 T6 chirc khoa hoc qua trinh huéng dan ban dau 5.0
Ap dung phuong phap day hoc linh hoat, d6i m&i, sang tao, phit hop dé kich thich ngudi
5 . > s \ . A 15.0
hoc tich cuc, chi dong va hop tac trong hoc tap
6 Str dung thiét bi, dung cuy, do dung day hoc sang tao, hiéu qua, phu hop véi ndi dung va 50
phuong phap day hoc '
7 K&t hop hudng dén thuc hanh véi gido duc pham chat va tac phong nghé nghiép, phat 25
trién nang luc sang tao cua ngudi hoc '
8 Thyc hién ding, du cic budc hudéng dan theo gido 4n 2.5
1l Ning lwc chuyén mén 35.0
1 Lua chon ndi dung va thiét ké nhiém vu hoc tap phu hop v6i muc tiéu va gin vai thuc 50
tien nghé nghiép '
2 Lua chon ding cac budc, thao tac c~én lam mau; trinh tu cac bude thue hanh dam bao 8.0
tinh logic, khoa hoc, sat véi thuc tien nghe nghiép )
3 Thuyc hién thao tac mau thuan thyc, chuin xéc; san phim dat yéu cau 10.0
4 Phan tich dugc céc sai hdng thuong gip, bién phap phong tranh va xt 1y 5.0
DPam bao an toan cho ngudi va thiét b
5 (Néu xay ra mit an toan, tai nan cho ngudi va 1am hu hong thiét bi: Khong xép loai bai 5.0
giang)
6 Thuc hién tot v€ sinh lao dong 2.0
[\ Thoi gian thwe hién bai gidng 5,0
1 DPung gio, sém, mudn < 1 phut 5.0
2 Sém, mudn tir >1 dén < 3 phit 25
3 Sém, mudn tir >3 dén <5 phat 0
4 Som, mudn > 5 phut bai gidang: Khong xép loai bai gidng
Téng sb diém 100
Téng s6 diém danh gia (Bing chii):

Ngay ..... thang .... nam 20
Nguwdi du gio
(Ky va ghi ro ho tén)
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THEO DOI THU'C HIEN BAI GIANG

NOI DUNG NHAN XET

NHAN XET CHUNG
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TAP DPOAN CN CAO SU VN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG_CAO DANG MIEN PONG Poc 14p — Tw do — Hanh phiic

Pong Nai, ngay ~ thdng — ndm
BAO CAO
Két qua du gio thang ..... nim 20

1. Tinh hinh thywc hién:

- Thoi gian trién khai theo lich ciia Khoa .......... e
- S4 giang vién dugc du gio: .....

- Tong s giang vién di du gio ddng nghiép: .........

- Thuan loi:

- Kho khan:

2. Két qua danh gia:

Két qua danh gia
gio’ giang
S6 diém bat Khong dat

Ho va tén giang vién Mo dun/

TT
dwgc du gio Mo6n hoc

3. Tong hop nhirng wu diém- nhwoe diém cia gio gidng/giang vién.
3.1. Uu diém:

TRUONG KHOA
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TAP DPOAN CN CAO SU VN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN PONG Doc 1ap — Tw do — Hanh phuc

Pong Nai, ngay ~ thdng — ndm

BAO CAO
Két qua du gio va ké hoach cii tién chit lwong gio gidng
Hoc ky ... ndm hoc ...

1. Tinh hinh thyc hién:
- Thoi gian trién khai theo lich ciia Khoa: .......
- Tong s giang vién co hitu ciia Khoa/Bo mén: .........
Trong do: Tién si: ..... Thac s1: ..... Pai hoc: .... Trinh d6 khac: .....
- S6 giang vién duogc du gio: ...
- Tong s giang vién di du gio ddng nghiép: .........
- Thuan loi:
- Kho khan:
2. Két qua danh gia:

Két qua danh gia
gio giang
S6 diém Pat Khong dat

Ho va tén gidang vién M6 dun/

TT
dugc du gio Mon hoc

3. Tong hop nhirng wu diém- nhwoe diém cui gio giang/giang vién.
3.1. Uu diém:

4. Pé xuit cac giai phap cai tién nang cao chit hrong giing day.

4.1. V& chat luong giang day cac mon hoc Khoa/bd mén quan 1y.

- NGO dung gidi phap 1. ..o

-NOLdung idi Phap 2. ..o e
4.2. V& chat luong doi ngil giang vién cua Khoa/bd mon.

15



- NO1L dung gidi Phap L. ..o

-NOLdung gidi phap 2. ..o
5. K¢ hoach ciia Khoa/B) mén dé thwe hién cac gidi phap cai tién ning cao chit
lwgng giang day.
TT | Noi dung giai phap Hoat dong cu Két qua du Thoi gian Ghi
thé kién dat dwogc | thwc hién cha
1
2
3
6. Y kién dé xuét ciia Khoa/B$ mén v6i nha trweong hodc phong chire niing (néu
co).

16

TRUONG KHOA




