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I. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich:
Qui trinh ndy nham théng nhat cac budc trong viéc in va cap tai lidu giang day cho
HSSV.
2. Pham vi ap dung:
Qui trinh ndy duoc 4p dung cho bd phén in 4n thuéc Trung tim Thong tin Thu vién —
In 4n cua Trudng Cao dang Y té Ha Pong.
Il. PINHNGHIA VA TU VIET TAT
1. Pinh nghia:

Tai liéu giang day: 1a tai liéu duoc thiét ké va bién soan dua trén co sé chuong trinh
mon hoc v6i muc dich dé 1am gido trinh, bai giang dé giang day chinh thirc cho gido vién
va hoc tap chinh thirc cho hoc sinh, sinh vién.

2. Tirviét tit:

TL Tai liéu gidng day HLLUU
TTTTTV-IA Trung tdm thong tin Thu vién — In an PO
HSSV Hoc sinh sinh vién

KH Ké hoach

NV Nhan vién

TT Trung tam

(Xem trang 3)
IV. PACTA (Xem trang 4-6)

V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 7-11)

STT Tén biéu miu/ hwéng din M4 hoa
1 Ké hoach in tai li¢u gidng day theo nam hoc BMO1/QT57/TT.TT-TV-IA
2 | Sb ghi chép tai liéu giang day hoan thanh BMO02/QT57/TT.TT-TV-1A
3 | So phat tai liéu BMO3/QT57/TT.TT-TV-1A
4 | Bao cho tong hop cip phat tai liéu giang day BMO4/QT57/TT.TT-TV-IA




Quy trinh in, cp phat tai liéu giang day
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PAC TA QUY TRINH

A BO PHAN/ | KET .
BO ’ N R HAN BIEU
R . . A R o \ NGUOI QUA S <
STT | TENBUOC NOI DUNG CONG VIEC PHAN/NGUOI < HOAN MAU
thyc uigN | THO! HOP | DAT THANH | /HO SO
i ’ THUC HIEN | PUQC
Cén ctr vao khung chuong trinh theo ndm hoc
va lich hoc hang tuan d6i véi HSSV hé chinh
qui, hang thang déi véi HSSV lién thong;
Can ctr vao sd lugng HSSV thuc té nhap hoc
dugc cung cip boi phong Quan ly HSSV, Ké
Trung tim tong hop sé lugng HSSV  theo ting Phong Quan | hoach in
Xc dinh nhu hé/‘ng.élAnh df‘io tao Ecao dang, ‘t‘Arung fép, chinh ) I}'/ HSSV T!_ theo | Pau najlm BMOL/QT
1 chu va L ké qui, lién thong, ngan han.../di€u dudng, dugc,| NV duoc phan | Phong Thanh | nam hoc/Hang 57/ TT.TT-
hoach ir;p ho sinh, xét nghiém, y sy) va kiém dém sd cong tra kiém dinh | hoc, hoc | thAng/Hang V-l A
i lugng TL giang day con tén dé lap KH in TL chat luong | ky, tuan
giang day theo hé¢/nganh theo nam hoc, theo gido duc thang,
hoc ky, thtr ty tir ky mot dén ky cudi cung, theo tuan

thang, tuan.

Kiém tra tinh dng, du, phu hop cia TL giang
day dugc dung 1am ban gdc (dd dugc phong
thanh tra kiém dinh chat luong gido duc




(Phong Pao tao &NCKH) duyét chua, c6 du
d6 chua...). Néu dap tmg du cac tiéu chuan
trén thi s dung 1am ban gbc dé bo phan in
nhan ban cho du sb luong can in. Néu khong
da thi NV in b&o céo lai Giam d6c TT chuyén
lai phong thanh tra kiém dinh chat lugng.

Phong thanh tra kiém dinh chat luong luong
giao duc (Phong DPao tao &NCKH) phai
chuyén cho Trung tim bai giang gdc it nhat
trude 15 ngay, néu khong Trung tdm sé& chuyén
ké hoach in bai giang khac theo ké hoach.

S6
Giam dbc TT ddng ¢ chuyén bude 3, khon . . NV duoc phan | luon .
Duyét lam cong ¥ chuy 9 Gism déc TT e p ME 0,5 ngay
dong y quay lai buédce 1 cong TL in
theo KH
NV in in TL giang day theo s6 luong dd duoc
duyét. Pong thoi kiém tra, kiém soat chat
lugng cac ban in ngay trong qua trinh in, dam
2 bao sao chép chinh xac ban géc, can 1& chuén, p
In va kiém tra R .4, N T N¢ -
p J khong bi mat nét, mo chir, thi€u chir, thiéu anh, ) Thoti gian
chat lugng, s6 . i NV in luong )
khong sai trang. . in theo KH
luong TL in

NV in kiém dém s6 luong TL hoan thanh thyc
té.

Can ¢t vao sd luong TL hoan thanh thyc té,
NV duoc phan cong ghi s6 va luu tri.




TL hoan thanh duogc xép 1én gia, phén loai theo

BM02/QT

. TL xé
Kho bao quan tung hé/nganh dao tao va bdo quan trudc khi NV in len Xie;) 57/TT.TT-
cép phat cho HSSV hodc GV. g TV-1A
NV in kiém dém sb lugng TL thyc té hién c6
trén gia theo hé/nganh can cip phat theo khung
o chuong trinh va ) luong HSSV. Néu khong .
Ra soat tai li¢u L g . i . NV duogc phan . p
. , da s6 lugng hodc sai so véi khung chuong R Giam doc TT
cap phat R A . P , cong
trinh thi bao cao Giam doc TT cho hudng giai
quyét.
Giam d6c TT phan cong nguoi cép phat séach.
Céc 16p hoc chinh quy 1a cén bd 16p dugc thay o
.12 R R S N Hé Chinh
mat 16p nhan TL theo thoi khoa bi€u tung tuan, y ,
Ke g g 1a 1en n Y S qui cap phat
doi véi céac 1op lién thong can bd 16p dén lay ,
£ , . . trude 02
TL cap theo thang hoac hoc ky. . ..
. ngay so voi
HSSV khong phai can bd 16p dugc yéu cau tro R . 'g Y BMO03/QT
p , N NV dugc phan | HSSV, Giang lich hoc
Cap phat vé 16p va bao cdo lai can bd 16p. con vien Ha Lia 57/TT.TT-
; N ¢ Lién
HSSV nhéan TL va ky vao s6 phat sach dong g thén P TV-1A
\ ca
thoi nguodi phat séach cling ky vao s phat sach. h'tgt p
e . . at trudc
Phat hién phat sai TL thi HSSV tra lai sich cho g s
X . uan so
can bd bo phan in d¢ dugc cap phat lai TL cho .
] voi lich hoc
dang.
. . . Bao céo
Bao cao tong hop so lugng TL da cap phat theo . , BMO04/QT
. NV d ha . to Thang 7
Vio sb, luutrit | hé/nganh, hoc ky, ndm hoc. ;(:]C PR Giam dée TT hong o L 90 As7rTTT-
: ca ang nam
Luu trir va quan 1y s6 sach theo qui dinh. 9 pﬁgt TIL) 8 TV-IA




BM 01/QTS57/TT.TT-TV-IA

TRUONG CAO PANG Y TE HA PONG  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TTTV — IN AN Poc Lip — Tu Do — Hanh Phiic

KE HOACH IN TAI LIEU GIANG DAY
NAM HOQC ...

Stt | Tén tai S6 Hé/ngénh/h(_)c k}‘/ Toén B
ligu | trang/ [""Nganh [Nganh | Nganh [Nganh | Thuc | Thuchién
quyén (86 (36 (86 (sé hién in in Tong so

quyén) | quyén) | quyén) | quyén) T?rgigé quyen

NGUOI LAP Ha N¢i, ngay... thang... nam
GIAM DOC

BMO2/QTS57/TT.TT-TV-IA

TRUONG CAO DANG Y TE HA DONG
TRUNG TAMTTTV - IN AN

SO TONG HOP IN TAI LIEU HOAN THANH

Ngay

thang in Tén tai liéu Hé/nganh/hoc | Nam S6 S(A')7 Ghi cha
hoan ky hoc trang quyén
thanh

. Ha Noi, ngay... thang... nam
NGUOI LAP GIAM POC



BMO3/QTO2/TT.TT-TV-IA

TRUONG CAO DANG Y TE HA bONG
TRUNG TAMTTTV - IN AN

SO PHAT TAI LIEU NAM HOQC...
HE CAO DANG CHINH QUI/LIEN THONG

NGANH ........... KHOA
LOP ... LOP ... LOP ...
MON Nguoi ' Nguoi ' Nguoi _
STT HOC nhan Nguoi nhan Nguoi nhan Nguoi
: SL ky tén phat | SL ky tén phat | SL ky tén phéat
ky tén Ky tén Ky tén
1
2
Ha Noi, ngay... thang... nam
NGUOI LAP GIAM POC

BMO4/QT57/TT.TT-TV-IA

TRUONG CAO PANG Y TE HA DONG
TRUNG TAM TTTV - IN AN

TONG HQP CAP PHAT TAI LIEU
HE CAO PANG ...HQC KY ...NAM HOC ...

s6 Hg/nganh .
Tén tai li€u gidng Tong so | Tong so
Stt trang/ . \ . %
day quyén Lop... | Lop... | Lop... quyen trang

. Ha Noi, ngay... thang... nam
NGUOI LAP GIAM POC




