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. Muc dich
- Xay dung quy trinh lam viéc gitra CBPTN va GV dén giang day tai cac phong thi nghiém;
- Kiém soét, quan 1y viéc sir dung cac trang thiét bi, dung cu, hda chat tai cac phong thi
nghiém cho lép hoc.
Il. Pham vi &p dung
Ap dung d6i véi cac 16p hoc thuc hanh tai cac PTN thudc khoa CNTP trudng Pai hoc Cong
nghiép Thuc pham TP. HCM.
I11. Pdi twong ap dung:
- Can bg, nhan vién phu trach PTN
- Giang vién giang day.
IV. Tir viét tit

- GVPT Giang vién phu trach

- GVGD Giang vién giang day

- CBPTN Céan bo phong thi nghiém

- CBPT Céan bo phu trach

-SV Sinh vién

- DTMH Du tru mén hoc

- GBN Gidy dé nghi

- GBN VTMH Gidy dé nghi vat tw mon hoc

-PTN Phong thi nghiém

- CNTP Cong nghé thuc pham

-TTQT Thu tuc quy trinh

- QT QLLHTH Quy trinh quan ly I6p hoc thuc hanh
-KHCT Ké hoach cong tac

- BCN Ban chu nhiém

-BM Bo mbn

- VTMH Vat tu mon hoc

-TB, CC, DC, HC Thiét bi, céng cu, dung cy, hoa chat.
- QT/K.CNTP/01 Quy trinh/khoa Céng nghé thuc pham/quy trinh s6 1

- BM/K.CNTP/01/01 Biéu mau khoa Cong nghé thuc pham/ quy trinh sé 1/ biéu mau sb
1 ctia quy trinh s6 1

- BM/P.QTTB/01/01 Gidy dé nghi vat tu (Bleu mau cua truong/ Phong quan tri thiét
bi/quy trinh s6 1/ biéu mau sb 1 cua quy trinh s 1.
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V. Noi dung quy trinh

Nguoi
thwc hién

Cac buoc
thuc hién

Dién giai

Thai gian thuc hién

-GVPT
-CBPTN

Buwérc 1.

Tiép nhan va
tong hop
GDN VTMH,
DTMH

- CBPTN tiép nhan GBN VTMH
(BM/P.QTTB/01/01) (Biéu mdu chung cua
truong) va DTMH (BM/K.CNTP/01/01) tur
cac GVPT.

(ban gidy gui ve P.501 va file giri qua
email ptnkhoacntp@cntp.edu.vn);

- CBPTN Tong hop tat ca VTMH trong
hoc ky, goi vé TT TNTH (Biéu miu
BM/P.QTTB/01/01).

* Trong thoi gian nhan phan hoi tie TT
TNTH (néu c6), CBPTN tiép nhan va
kiém tra:

. Su sai léch gitra GBDN va DTMH cua
GVGD khi dua xudng PTN.

. Su lap lai du tru cii ¢6 sai x6t ma chua
dugc diéu chinh tir HK trudc.

. CBPTN s& phan hoi thong tin trén dén
GV va Khoa, yéu cau GV kiém tra lai va
diéu chinh (néu co).

- Trwéc khi lop hoc
bit du it nhat Ia 1
thang (thoi gian cu
thé theo tién do dao
tao).

+ Trong vong 1 tuin
sau khi tiep nhan
GDN va DTMT

-CBPTN

Buéc 2.
Chuan bi

- Chuan bi hé so PTN gom:
e S6 nhat ky PTN (BM/K.CNTP/01/02);
e Phiéu theo ddi st dung thiét bi

- Trudc khi cé lop

(BM/K.CNTP/01/03); hoc xuong PTN it
e Bién ban lam hong - tra dung cy | Nhat 10 ngay
(BM/K.CNTP/01/04);

e Ban tuong trinh  hu hong thiét bi
(Biéu miu sé 2) (Biéu mau chung cua
TT TNTH)

e Gidy d& nghi bé sung TB, CC, DC,
HC (BM/K.CNTP/01/05)

- Chuin bj VTMH gom:

+ Hda chat: Phan loai, can chia va pha
ché theo tirng mén hoc.

+ Thiét bj, cong cu, dung cu: chuin bi
cho tirng budi hoc.

+ Trwéc khi mon
hoc bat dau 1 tuan
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< Poi véi l6p KCS: CBPTN chuan bi
VTMH theo du tru GVPT da gui va
cap phat cho GVPT theo ké hoach cua
PTN. GVPT cé trdch nhiém quan ly tai
san ma PTN dd ban giao trong suét
khoa hoc.

+ Truwgc khi 16p hoc
bat dau 1 tuan

-CBPTN
-GVGD
-SV

Buéc 3. Lép
hoc thuc
hanh

- CBPTN m¢ cua PTN

- CBPTN c6 trach nhiém pho bién nhitng
nguyén tic hoc tap va lam viéc tai PTN
truéc khi tién hanh ban giao VTMH cho
GVGD.

- Ban giao dau budi hoc: CBPTN ban
giao PTN, TB, CC, DC, HC cta buoi hoc
cho GVGD theo dung DTMH. GVGD

ghi nhan vao s6 nhat ky PTN
(BM/K.CNTP/01/02)
Yéu cau:

+ GVGD trong mét budi hoc, phan cong
1 nhém SV truc kiém tra, nhan va tra
VTMH theo danh muc DTMH tu
CBPTN; 1 nhdm SV truc vé sinh PTN
cudi ca hoc.

+ Hda chat: ty mén hoc va diéu kién cu
thé, CBPTN c6 thé ban giao theo ting
budi hoc hoic ca mdn hoc.

+ GVGD muén déi bai khac so véi
DTMH, phai bao cho CBPTN trwéc 4
ngay. CBPTN s& khong hd trg khi
GVGD tw y d6i bai ma khdng béo
trudc.

- Trong qua trinh lop hoc:

+ GVGD c0 trach nhiém quan ly dung cu,
hoa chat cho bubi hoc va céc trang thiét
bi trong PTN.

+ GVGD ghi nhan tinh hinh 16p hoc vao
s6 nhat ky (BM/K.CNTP/01/02) va ky
nhan vao phiéu theo ddi st dung thiét bi

. Trude khi chubng
reo: 5 phut

. Céc ca hoc trong
ngay:

+Budi sang: 7h-11h.
+Budi chiéu: 12h30-
16h30.

+Budi t6i: 17h30-
21h30

- Thoi gian ban giao
vao dau ca hoc. Twr 5 -
15 phat/ 1 phong.
(TOy vao sé leong dé
nghi VTMH ).
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(BM/K.CNTP/01/03) trong ho so PTN
dit trén ban gido vién. Néu trong qua
trinh thuc hién cé phat sinh nhitng noi
dung ngoai DTMH, GVGD béao vdi
CBPTN hd tro giai quyét bd sung,
CBPTN ghi nhan vao s6 nhat ky. Biéu
mau Gidy dé nghi bd sung VTMH
(BM/K.CNTP/01/05).

- Quy dinh vé viéc I6p hoc 1am hw héng
TB, CC, DC:

+Pbi véi trudng hop CC, DC nit bé hoic
hu hong khi 16p hoc str dung thi CBPTN
cho SV ky nhan vao bién ban lam hong -
tra dung cu (BM/K.CNTP/0L/04).
GVGD c6 trach nhiém nhic nha thu hdi
CC, DC tur SV va hoan tra cho PTN vao
budi hoc tiép theo, cham nhat 1a sau 2
tuan két thic mén hoc.

+ D6i v6i TB: CBPTN/GVGD lap ban
tuong trinh hu hong thiét bi (Biéu miu sb
2). Tuy trudng hop cu thé s& quy trach
nhiém va c6 phuong an dén bu twong

ung;
Bwéc 4.
_GVGD r , A= . 3
-CBPTN Thu nhan - Ket thadc buoi hgc: GVGD chiu trach
SV VTMH nhiém ban giao lai PTN toan bd TB, CC, | - Trudc khi két thuc

DC va HC (Chi giir lai hda chit ran khong | budi hoc 15 - 20 phut
bi hat am, von cuc va héa chat long dang | (chudng béo tan hoc),
nguyén chat hoic d¢am dic) da nhan vao
dau ca hoc cho CBPTN.

Yéu ciu: GVGD phdi hwéng din va
giam sat SV v¢ sinh sgch chai lg chia
HC pha ché ran bi hat dm va HC léng
pha lodng, tranh trwong heop xday ra
phdn ing hoa hec gifa cac hoa chat.

+ CBPTN chi nhan lai PTN khi GVGD
da cho SV vé sinh sach s& va sap xép gon
gang tit ca TB, CC, DC (nhu lGc ban
giao).

+ CBPTN kiém tra, sap xép lai ho so lién
quan dén budi hoc. Bao gom: s nhat ky,
cac biéu mau kiém soét lién quan trong
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budi hoc, ghi nhan tinh trang hu hong TB-
CC-DC (néu c0) vao ho so PTN.
+ CBPTN dong cira PTN. - Sau khi nhan ban
) , giao cuéi, buoi hoc.
sboi vai lop KCS: Khi két thac khoa | - Theo ké hoach caa
hoc GVPT c6 trach nhiém ban ’giao lai | PTN
toan bo tai san cho PTN theo ké hoach.
-CBPTN | Busécs. , ,
Luu ha + Sau khi két thac tat ca cac nhom cung
uu ho so mét mon hoc, CBPTN Iap béo céo tinh
Baocaotinh | hinn  két  thac  mén  hoc
hinh ket thic | (BM/K.CNTP/01/06) va luu lai toan bo
mon hoc ho so PTN theo TTQT Iluu ho so.
- Cudi mdi hoc ky, CBPTN goi béo - Sau 3 tuan mdn
cao tong hop tinh h‘lr]h két thac cua tat ca | hoc két thac
cac mon hoc gui vé Bo moén va BCN
khoa.
- bé xuat CC, DC, TB phuc vu cho hoc
Ki sau (néu cd)
3. Hé so lwu
i S . Hinh tha
_ Tén biéu mu g | Hin thitc Tlr?eritgi:ﬁ/
Stt Ma biéu mau luwu X
Iru ho so
L § PTN
1 | BM/P.QTTB/01/01 Giay d¢ nghi VTMH (mau PTN Bia cong +
chung) file
2 | BM/K.CNTP/01/01 | Ban du trd mén hoc PTN B'asﬁgg *
3 | BM/K.CNTP/01/02 | S nhat ky PTN PTN | Biacong
4 | BM/K.CNTP/01/03 | PhiCutheo dGi sirdung thiet | pry | pgja cong | Ban giay (luu
bi \ thanh tap,
5 | BM/K.CNTP/01/04 | Bienbanlamhong - ra dung | pry | g cong | theo timg hoc
Cu ky)/3 nam
6 BI\!I/T'!’ TNTH/ B.an tg:ong trinh hu hong thiét PTN | Biacong
Mau so 2 bi (mau chung)
7 | BM/K.CNTP/01/05 | Gidy dé nghi b6 sung VTMH | PTN | Bia cong
8 | BM/K.CNTP/OL/06 Baio cao tinh hinh ket thac PTN | Bia cong +
mon hoc. File




