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Thanh phé H6 Chi Minh, ngay 18 thdng 7 nim 2023

QUY TRINH
MOI GIANG VIEN THINH GIANG

1. Muc dich:
Quy dinh trinh tu, ndi dung cong viéc; xdc dinh trach nhiém, hd so, biéu mau trong
cOng tdc moi giang; ning cao hiéu qua quéan ly va chét lwrong dio tao.
2. Pham vi ap dung:
Ap dung cho viéc mdi giang va quan ly hd so gidng day cua giang vién thinh giang
trong khoa Du lich.
Quy trinh nay c6 hi¢u luc ké tir ngay ky va luu hanh ndi bd trong khoa Du lich.
3. Cin cir phap ly:
Cin ¢t Quyét dinh sé 503/QD-DHTCM-TCHC ngay 20/4/2017 clia Hiéu truéng vé
viéc ban hanh quy dinh ché d¢ thinh giang ctua Truong Pai hoc Tai chinh — Marketing.
Can ot Quyét dinh s6 647/QD-DPHTCM ngay 09/4/2021 cta Hi¢u trudng ban hanh
quy dinh vé& ché do 1am viéc ddi véi giang vién Trudng Pai hoc Tai chinh — Marketing.
4. Giai thich tir ngir viét tit:
- LHP: L6p hoc phin
- BGH: Ban Giam hiéu
- GVTG: Giang vién thinh giang
- SV: Sinh vién
- TK: Truéng khoa
- LPK: Lanh dao khoa
- LBBM: Lanh dao by mén
- TKK: Thu ky khoa
- TKB: Thoi khéa biu
- QLDT: Phong Quan ly dao tao
- KHTC: Ké hoach — Tai chinh
5. Quy trinh:
a. Lwru d6 quy trinh



Lép danh sach giang vién co hiru, thinh giang
phu trach cac hoc phan

Xét duyét danh sach

!

Lién h¢ giang vién thinh gidng théng nhat ndi dung,
ke hoach giang

N

LDBM giri danh sach giang vién dam nhén hoc phan,
TKK nhép tén giang vién lén hé thong TKB,
ban hanh TKB chinh thirc

Thong béo giang vién thinh giang hop théng nhét no6i dung,
de cuong, ke hoach giang day

Giri hop ddng giang day, thu moi, lich bao giang cho GVTG

A

Ky hop ddng giang day, GVTG ndp hd so

GV hoan thanh giang day, chm thi. TKK lam d& xuat thanh toan

@ GV, hop dong, bié@

b. Mb ta chi tiét quy trinh:

Budéce Trinh tw thue hién Trach nhi¢ém Phoi h.‘{p
) thuc hién
Trude khi bt dau hoc ky 02 thang, QLDT
1 lap danh muc hoc phz’in du kién td chuc | - QLPT
giang day trén co s¢ 1§ trinh dao tao cua | - TKK
hoc ky nam hoc giri vé& Khoa.
- TKK gtti danh muc hoc phén cho LDPBM
dé 1én danh sach giang vién dam nhén céc
A A ik -LbBM
2 hoc phan trong danh muc hoc phan dy kién TKK

dugc mé do Khoa quan ly.
- LDBM ldp danh sach giang vién co hitu,




Buwée

Trinh ty thwe hién

Trach nhiém

Phdi hop
thyc hién

thinh gidng phu trach cac hoc phan.

*%x LDBM kiém tra hé so GVIG gom:
LLKH, vin bc%ng, chitng chi co du diéu kién
dé gidng day hoc phan.

**% Mbi hoc phén cé thé moi moét hodc
nhiéu giang vién tiry s6 lwong 16p hoc phan.
k% [ DK, GV trong khoa c6 thé gi6i thiéu
GVTG cho LDBM.

- LDBM gti danh sach GVTG kém hd so
cia GV (biang file anh) gi6i thiéu cho
Trudng khoa dé xét duyét.

- Truong khoa xem xét, thong qua danh
sach GVTG.

-TK
- LbBM

TKK

- Sau khi duoc TK duyét danh séch dé nghi
thinh giang, TKK thong biao cho LbBM
danh sich GVTG du didu kién dé moi
giang.

- LDBM lién h¢ GVTG dé thdng nhét noi
dung, ké hoach giang, thu lao giang.

-TK
- LbBM
- TKK

- Sau khi GVTG nhén 13i va théng nhét noi
dung, ké hoach giang day, LDBM gtri danh
sach giang vién dam nhin hoc phin vé
Khoa.

- TKK nhép tén giang vién 1én hé thong
TKB cta Nha truong; in danh sich TKB
trinh ky TK va ndp vé QLPT.

- QLDT ban hanh TKB chinh thirc giri cho
Khoa khi sinh vién d4 hoan thanh viéc déng
ky, didu chinh hoc phan.

-TK

- LbBM
-GVTG
- TKK

QLDT

LDBM thong bdo GVTG hop théng nhét
ndi dung, dé cuong, ké hoach giang day va
gri bién ban hop vé Khoa.

-LbBM
-GVTG

TKK

TKK gii hop dong giang day, thu moi
giang, lich bao giang cho GVTG.
*%% C6 nhitng truong hop 16p hoc phdn bi
hiy do khong du s6 lwong sinh vién ding
ky, TKK can bdo cho gidng vién.

- GVTG
- TKK

LbBM

- GVTG hoan thién théng tin trong hop
ddng.

- GVTG gui hop ddng, ndp hd so giang
vién ¢6 cong chimg vé vin phong Khoa
truée 02 tuln khi lich giang bét dau.

-LbK
- LbBM
-GVTG

QLDT




Phéi hop

Budée Trinh ty thye hién Trach nhiém =
: thue hién

- LPK, LDBM ky nhay hop dong. TKK
chuyén hop déng kém hd so GV cho QLDT
dé trinh ky BGH phu trach ky hop dong
chdm nhét 13 trong 02 tudn ddu khi lich
giang bit dau.

**% GVTG lan dau tham gia giang day tai
Khoa phdi ndp hé so giang vién va cdp
nhdt moi hé so sau 3 ndm.

**%* 5 so gidng vién bao gém: Ly lich
khoa hoc hodc So yéu Iy lich, cdc vin biang
chitng chi, nghiép vu sw pham va gidy xdc
nhdn cia doanh nghiép doi véi GVTG day
thure hanh.

- GVTG hoan thanh nghia vu giang day,
giao d& thi, chim thi, tra diém. - GVTG
- Khi GVTG hoan thanh nghia vy, TKK | - TKK

1am @& xuét thanh todn va trinh ky.

-LBbK
-QLDT
- KHTC

10 | Luuhd so GV, hop ddng, bién ban hop TKK

6. Tiéu chuin ciia gizng vién thinh gidng

- GVTG phai c6 trinh d9 tir dai hoc trd 1én dbi véi céc hoc phin thyuc hanh (1am viée
tai cac khach san tir 3 sao dén 5 sao; tai cac cong ty du lich, cac nha hang trung tdm hoi
nghi tiéc cudi c6 thuong hiéu; tai cdc co quan quan Iy nha nuée vé du lich tir chp s& trdy
1€n); tir thac si tr& 1€n d6i véi cac hoc phan 1y thuyét; ¢6 chuyén nganh/chuyén mon phu
hop; c6 kinh nghiém giang day dai hoc, ning lyc nghién ciru khoa hoc (uru tién giang vién
cdng tac tai cac truong dai hoc cong 14p c6 uy tin).

- Trudong hop dic biét, khoa phai c6 to trinh giri don vi lién quan, BGH xem xét
quyét dinh. Uu tién giang vién c6 kinh nghi¢m lam viéc thuc tién trong linh vyc chuyén
mon giang day.

- GVTG phai chip hanh chudn muyc hoat dong giang day, quy dinh ciia Nha truong.

Ngudi soat xét Ngudi soan thio Truwéong khoa Du lich
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