BO LAO PONG - THUONG BINH VA XA HOI  CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO DANG Djc 1ap — Tw do — Hanh phic
KINH TE CONG NGHE HA NOI

$6: 19 /QP-KTCNHN Ha N¢gi, ngay§ thang ﬂéndm 2022

QUYET DINH
Ve viéc ban hanh Quy trinh phéi hop thyc hlen nghiép vu cia cic
don vi tre thuge Truwong Cao ding Kinh té Cong nghé Ha Noi

HIEU TRUONG TRUONG CAO PANG KINH TE CONG NGHE HA NOI

Cin ctr Quyét dinh sb 594/QD-BLDTBXH ngay 12 thang 05 ndm 2010 cua B trudng
B¢ Lao dong - Thuong binh va X4 hoi vé viéc thanh lap Trudng Cao déng nghd Cong nghé va
Kinh té Ha Ngi;

Cén cir Quyét dinh s6 1287/QP- BLDTBXH ngay 24 thang 09 nim 2018 cua Bf trudng
B¢ Lao dong - Thuong binh va Xa hoi vé viéc ddi tén Trudng Cao dang nghé Cong nghé va Kinh
té Ha Noi thanh Trudng Cao ding Kinh té Cong nghé Ha Néi;

Cén cir Théng tu s6 15/2021/TT-BLDTBXH, ngay 21 thang 10 ndm 2021 cta B trudng
B6 Lao dong - Thuong binh va X4 hdi quy dinh vé Diéu 1¢ trudng Cao ding;

Cén ctr Thong tur s6 03/2017/TT-BLDTBXH, ngay 01 thang 03 ndm 2017 cia B§ trudng
B Lao dong - Thuong binh va Xa hoi quy dinh vé& Quy trinh xay dung, thdm dinh va ban hanh
chuong trinh; t& chirc bién soan, lua chon, thim dinh gido trinh dao tao trinh do Trung cép, trinh
d6 Cao ding;

Can cir Thong tu 04/2022/TT-BLDTBXH, ngay 30 thang 03 niam 2022 quy dinh viéc td
chirc thuc hién chuong trinh dao tao trinh d6 trung cép, trinh d6 cao déng theo nién ché hoic
phuong thire tich 1iiy mé dun hodc tin chi;

Can et Diéu 1¢ clia Truong Cao déng Kinh té Cong nghé Ha Noi;

Cin ctr Quy ché té chirc va hoat dong cua Trudng Cao dang Kinh té Cong nghé Ha Noi;

Cén ctr Quyét dinh 11/QD-KTCNHN, ngay 20 thang 01 ndm 2022 ban hanh quy dinh
chirc néng, nhiém vu cta cac don vi true thudc Trudng Cao déng Kinh té Cong nghé Ha Noi;

Xét dé nghi cia Trudng phong Hanh chinh - Tng hop,

QUYET PINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay “Quy trinh phéi hop thuc hién nghiép vu cia cac
don vi truc thudc Truong Cao déng Kinh té Cong nghé Ha Noi”;

Diu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky:

Diéu 3. C4c Ong (Ba) Trudng phong Hanh chinh - Téng hop; Trudng cac don vi truc thude
trudng chiju trach nhiém thi hanh Quyét dinh nay./.
Noi nhin: _HIEU TRUGNG
- Nhu diéu 3; i -
- Ban Giam hiéu (d€ chi dao);
- Luu HC-TH.




BO LAO PONG - THUONG BINH VA XA HOI

TRUONG CAO PANG
KINH TE CONG NGHE HA NOI

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

QUY TRINH PHOI HQOP THUC HIEN NGHIEP VU
CUA CAC PON VI TRUC THUQC TRUONG
(Ban hanh theo Quyét dinh s6: F 9 /OD-KTCNHN ngay )5/ 04/2022 cia Hiéu trudng

Truong Cao dédng Kinh té Cong nghé Ha Néi)

TT Tén quy trinh Pon vi ddu moi Pon vi phdi hop
Phong Dao tao va Khoa chuyén mén (Hdi dong thdm dinh cip Khoa); Hbi dong Khoa
1 Xay dung chuong trinh dao tao . . .. L 2 a % .
Cong tac HSSV hoc va Dao tao (Hoi dong tham dinh cap Trudng)
Bo sung chinh stra chuong Phong Dao tao va Khoa chuyén mén (Héi dong tham dinh cdp Khoa); Hoi dong Khoa
2 5 " ’
trinh dao tao Cong tac HSSV hoc va Dao tao (Hoi dong tham dinh cap Truong)
Phong Pao tao va Khoa chuyén mon (Hoi mm:m thdm dinh ow_u Khoa); Hoi dong Khoa
3 Bién soan gido trinh, hoc liéu . . . 3 _— P )
Cong tac HSSV hoc va Dao tao (Hoi dong tham dinh cap Truong)
Phong Pao tao va Khoa chuyén mén (Hoi dong tham dinh cap Khoa); Hoi dong Khoa
4 Chinh stra giao trinh, hoc liéu . . . o P P .
Cong tac HSSV hoc va Dao tao (Hoi dong tham dinh cap Trudng)
Phong Pao tao va
5 an ly hoat dong giang da Khoa chuyén mo
Quan 1y hoat dong giang day Cong tac HSSV B el e
] Phong Khao thi,
6 Thi két thuc M dun/Mén hoc DBCL va NCKH Phong Dao tao va Cong tac HSSV; Khoa chuyén mon
. Phong Pao tao va :
7 DPanh gia két qua hoc tap . ; Phong Khao thi, DPBCL va NCKH; Khoa chuyén mon
Cong tac HSSV
. 8 Xét cong nhén tot nghiép Phong Dao tao va Khoa chuyén mén
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Cong tac HSSV

Cép vin bang, ching chi

Phong DPao tao va Cong
tac HSSV

Phong Hanh chinh — Téng hop

10

Tuyén sinh

Phong Tuyén sinh

Trung tdm Théng tin va Truyén théng

11

Tu kiém dinh chét lwong giao

duc nghé nghiép

Phong Khao thi, PBCL
va NCKH

Tat ca cac don vi truc thudc Hateco

12

Tuyén dung nhan su

Phong Hanh chinh —
Tong hop

Tat ca cac don vi truc thudoc Hateco

13

Danh gia nhén sy

Phong Hanh chinh —
Téng hop

Tat ca cac don vi truc thudc Hateco




1. QUY TRINH SO 01: “XAY DUNG CHUONG TRINH PAO TAO”
LAP KE HOACH THU'C HIEN XAY DUNG CHUONG TRiNH BAN HANH CHUONG TRINH
2. Xéc dinh vé nhu
PHONG PAO chu dio tao .
TAO VA 6. Ra quyét dinh E
CONG TAC thanh l3p
HSSV 3. Lap ké hoach
A 4
HIEU 4. Phé I
Y duyét ké . Ky Quyet
TRUONG ____NMMS ‘ dinh ban
HOI PONG Dat
THAM DPINH
CAP 1o, M_:n._“ dinh
S va duyét ca
TRUONG Teging
bat
|
Khéng dat
HOI PONG
THAM PINH e..ﬂ:md dinh
3 va duyét ca
CAP KHOA o T
_A—_mzw
dat
KHOA CHUYEN 1. Khio sit vé nhu 5. D& xut thanh vién xiy L || 8 Thychién xay dung
MON chu dao tao MM”M M_”_W-M.“_m:”n_”w.u«ﬂ”ocu. chuong trinh dao tao
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2. QUY TRINH S0 02: “ BO SUNG, CHINH SUA CHUONG TRIiNH PAO TAO”

LAP KE HOACH

THUC HIEN XAY DUNG CHUONG TRiNH

BAN HANH CHUONG TRINH

PHONG PAO
TAO VA
CONG TAC
HSSV

1. a:m_.ﬁ. ¥ kién
phan hoi ve CTPT

y

| 5-Ra quyét dinh

2. Lap ké hoach

thanh lap

HIEU
TRUONG

3. Phé
duyét ké
hoach

10. Ky QP ban
hanh CTPT da
diéu chinh

HOI PONG

THAM PINH
CAP

TRUONG

9.Thim dinh
va duyét cip

Trudng

HOI PONG
THAM PINH
CAP KHOA

_ Khong

dat

8.Thim dinh
va duyét cip
Khoa

Khong

KHOA CHUYEN
MON

4. P& xuit thanh vién didu
chinh chuong trinh va Hgi
ddng thim dinh cip Khoa

dat

7. Thyc hign em.._ chinh
chuong trinh dao tao

]




3. QUY TRINH SO 03: “BIEN SOAN GIAO TRINH, HQC LIEU”

LAP KE HOACH

TO CHUC THUC HIEN

THAM PINH

BAN HANH

|

KHOA 1. X4ac dinh danh 6. Bién soan gido
e muc gido trinh, hoc trinh, hoc li¢u N
CHUYEN li¢u cin bién soan
MON
Khpng
dpt )
IOM DONG 5. Thanh Iip h{i déng % i s e
THAM PINH thim dinh cip Khoa 7-Tham dinh va
0>—V KHOA duyét cap Khoa
[y
I
Dat
2. Téng hgp danh .
. . muc gido trinh, hgc 11. Luu triv
PHONG PAO liéu cin bién soan
TAO VA 1
CONG TAC -
3. De xuat thanh lap i
HSSV H¢i ddng bién soan 9-Ra a:wm» dinh
i cip Travng
HOI PONG
A 8.Thim dinh va
THAM PINH iy
£ uyét cap
CAP Trudng
TRUONG
y 4
10. Ky quyét dinh
HIEU ban hanh
TRUONG 4.Phé duyét




4. QUY TRINH SO 04: “CHINH SUA GIAO TRINH, HOC LIEU”

LAP KE HOACH

TO CHUC THUC HIEN

THAM DPINH

BAN HANH

1. Xic dinh danh myc

_

140 trin itu 42 6. Chinh sira gido
—A:O\W g nn.rw_erwmh fude trinh, hoc li¢u
CHUYEN
MON
: Khéng dat
y
HOI PONG 5. Thanh lap hoi S
A dbng thim dinh c4 .Thim dinh va
H%»,Z E%m R duyét cp Khoa
AP KHOA
y
2. Téng hgp danh
muc mmmc trinh, hoc Pat 11. Lvu trir
1:020 wyo li¢u can chinh sira e
TAO VA ’
CONG TAC 3. D xufit thanh 13
5 ap L ee
HSSV Hoi ddng chinh sira % z_wum_._wm_._m_.___
gido trinh va thim .
dinh cip Trudng ; Khéng dat
Dat
HOI PONG iy v _ .
A 8.Tham dinh va
‘.—,:}7\—» wmzm duygt cdp
CAP Truimg
TRUONG
h 4
) 10. Ky quyét dinh
HIEU ban hanh
TRUONG 4.Phé duygt
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5. QUY TRINH SO 05: “QUAN LY HOAT DONG GIANG DAY”

LAP KE HOACH THUC HIEN - KIEM TRA KHAC PHUC LUU TRU
1. Theo khéi lrgmg
phéan n..:.m, Giio - -
vién 1ap ké hoach | 4To ;.ww ,m.ah_n.
GIAO VIEN oSt ona
BO MON
o 2. Chuin bj hé so
gido vién
: 8. Thyc hién theo
Khéng Dat yéu ciu
dat X 'y
KHOA  Pat
CHUYEN 3. Phé duyét 7. Khoa didu chinh
MON

— | — ]

5. Kiém tra,

Gidm sat 10. Phéi hop didu
chinh
PHONG PAO —— 3 > 11. Luu :..,n E..,Em..:_
TAO VA 6. Bio cdo tdn tai, _»Mo_zm tra, giam sat
A { dé xuit giai phap 2
CONG TAC Khic phyc
HSSV
HIEU
TRUONG




6. QUY TRINH SO 06: “THI KET THUC MO PUN/MON HOC”

LAP KE HOACH

TRIEN KHAI

THI KET THUC MO
PUN/MON HOQC

LUU TRU

1. Hoan thanh Mé
dun/Mén hoc

Danh sach dv thi

GIAO VIEN
BO MON !
,| 2. Ban giao Bing
didm thanh phén
'Khéng
KHOA o
£~ 3 ét ca
CHUYEN ol 10. Lru triv
MON

PHONG PAO

NGHIEN CcUU
KHOA HQC

6. Nhan, kiém tra dé

thi va dap 4n

A

A 4. Kiém tra,
,m,\.»o <» ;ﬂ:...w__:..”_“_ 9. Vio bang diém . 10. Lurw trir
CONG TAC ) tdng hop )
HSSV
. y
. 5. Lap danh sach thi két Diém thi
PHONG thitc M dun/ 5
= 2 Man hoc b
KHAO THI, : va
PAM BAO s 7. Xép lich thi, 8.6 chive thi,
£ A phén cdng cin b cham thi, nhdp
rqwﬂwuﬂa\w coi thi diém thi




7. QUY TRINH SO 07: “DANH GIA KET QUA HQC TAP”

LAP KE HOACH

DPANH GIA KET QUA HOQC TAP

PHONG PAO
TAO VA
CONG TAC
HSSV

1. Xdc dinh nhiém vy d4anh
gid két qua hoc tip

4

2. Lap ké hoach

TAP HQP KET QUA

XET TOT NGHIEP VA LUU
TRU

7. Vao Uw-_w diém
&:m hop

PHONG
KHAO THI,
PBCL VA

NCKH

11. Téng hop danh sich xét tt
nghiép

ﬁ

10. Téng hep két qua toan
khoa hoc

I

9. Luwru két qua Hoc ky,
niam hoc

14. Luu trir hd

SO

6. Chuyén két qui thi v& Phing
Dio tao va Cang tic HSSV

I R

5. Té chirc thi két thac Mb
dun/Mén hoc

I

4. Lap ké hoach thi

HOQI PONG
PANH GIA,
XET TOT
NGHIEP

—F—

8. Hop Hyji déng

dinh gii két qua

hoc tap

HIEU
TRUONG

3.Phé duygét

»| 12 Hop Hoi dong

xét tot nghiép

13. Ban hanh quyét
dinh céng nhin tét —
nghi¢p




8. QUY TRINH SO 08: “XET CONG NHAN TOT NGHIEP”

LAP KE HOACH TAP HQP KET QUA XET TOT NGHIEP LUU TRU

1. Xac dinh théi gian xét
cong nhan tét nghi¢p

4. Thanh lap Héi

dong danh gia, xét
tbt nghiép

, , 8.R ét dinh g
PHONG PAO kil 10. Céng b It
TAO VA nghiép qua, lwu hd so
A ’ A y
CONG TAC 6. Lap hd so Sinh ﬁ
HSSV > 2. Lap ké hoach vién duoc xét tét
nghiép
F N
HOI PONG 7. Xét didu kién tt
A A nghiép va céng
P&/E O.;, nhin t6t nghiép
XET TOT ﬁ
NGHIEP
HIEU
TRUGNG 3. Phé duyét 5. Ky duyét




9. QUY TRINH SO 09: “CAP VAN BANG, CHUNG CHi”

IN VAN BANG, CHUNG CHi CAP PHAT VAN BANG, CHUNG CHi
. PHONG 3. Xuht phi
HANH CHINH bang, n._:;m
- TONG HOP £hi
3
PHONG DAO Y
TAO <\W I.bé x_.M: phai 5. In van 7. Ghi sé vin 9. Phat van
A" , vin bing, 4. Xic nhan s ) 0 ; | 8. Rasost ca o : 10.Lwru trii hd
CONG TAC n_:.,“sn n_mm thong tin c»:wm_”m__:_.m c»:mn,_._”m_:n:m wm_wﬂwsn»n > ?.:ma._w__::m __._u.e.E o
HSSV
‘ Pat
—A-@-W ........
U dat
Y.
" 6. Ky van
HIEU 2. Phé bing, chirng

TRUONG duyét chi




10. QUY TRINH SO 10: “TUYEN SINH”

LAP KE HOACH TO CHUC THU'C HIEN KIEM TRA, LUU TR’

14. Bio cio va

oy triv
PHONG B! 13. Lam thil tuc

TUYEN SINH 1. D2 xudt danh - o— nhip hoc

ach Hji don 4. Lap ke P Gl fed 9. Nhip hé so 7
§ ? g £ liéu, théng tin
tuyén sinh [ hoach tw van, p '€W, thong | HSSV dang
:_%m: sinh I S:.r —;.56: ky
st 12. Giri gidy béo tring
b —— tuyén cho HSSV
- Khéng
dat Khéng 4
r dat
Kh a
da
HIEU 2.Kj QP 7. Phé Bilikeg
- thanh lap duyét 2
TRUONG e
Pat - Dat 1!
- 2 3 . X . X
HOI PONG u..x.wa m_nw 8. Hc a_:_.m tw 10. Xét :.. Ra O.:wﬁ
‘= chi ti¢u tuyén van, tuyen tuyén dinh tring
TUYEN SINH sinli sinh + tuyén

ﬁ

Dat




11. QUY TRINH SO 11: “TY KIEM PINH CHAT LUQNG”

LAP KE HOACH

TRIEN KHAI THU'C HIEN

TU KIEM PINH

LUU TF

HIEU 3.Ky QP 5. Phé
A thanh lap duyét ke
TRUONG HD ty kiém hoach J_
Pat
.2

HQI PONG 6. Hop hii ddng tr ._.”_._._. q__..ﬂ.r__oa

KIEM PINH i kiém dinh inh chat hrgng
ré N Khéng Phat Khéng Trudmg
TRU QZQ dat . dat T
y
. - e a & 2 . 0
2. Thanh I3p Hji 4. __%u _m:_.._.”mn.r fr 3 7. Té chire _.Es.mnnm.. 9. Théng qua bao 11. Céng bb vi \
WEOZQ dong ty kiem dinh ey e cac dom vi tir kiem cdo cua cic don niZOnE DO 12. Luu trir
iy u Trudng dinh W gui ket qua

KHAO THI, _ )

DBCL VA

NCKH
1..Xac dinh théng
tin yéu chu
CAC bON 8. Ty kiém dinh
A% 1

cua cdc don vi
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12. QUY TRINH SO 12: “TUYEN DUNG NHAN SU”

A

8. Chon hb so
dur tuyén

9. Tb chirc xét tuyén

LAP KE HOACH THUC HIEN PHE DUYET LUU TRU
H 1. P& xuét nhu
AU»?O bON VI ciu nhén sy
. H.EOZAW 2. Tng hop, Vip hd N 5. Téng hop hd so; 12. Luu hd
HANH CHINH —»| 5o d& nghj tuyén 4. Thing bo » D2 nghi thanh lip ® o
TONG HQP dyng nban sy gty D tuyén dung. | |
s oo .
ast ot Kedog
- 3. Phé
::..mc duyét aé
TRUONG nghi
Pat
7.Thanh 13p cic 10. Téng hop
ban gitip viéc két qua
HOI PONG y
TUYEN DUNG




14.QUY TRINH SO 14: “DANH GIA NHAN SU™

LAP KE HOACH

THU'C HIEN

duyét két
qua

KIEM TRA, DANH GIA LUU TRU
A 4. Ty
CAC PON VI ot
F y
+
PHONG 1 i
A “ o 2oLz S. Tong hep ket qua . . s X
HARH CHINH LLipEmyeh o e yi Tt
TONG HQP ! dom vi
y
HOI PONG N
THI PUA Khine | 6 Hop _o_“: gia, xép
KHEN dat : Byt :
THUONG ,
Sy Pat
a
4
HIEU 7. Phé
TRUONG




