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. Muc dich
- Xay dyng quy trinh lam viéc gitta CBPTN va GV dén giang day tai cac phong thi nghiém;
- Kiém soat, quan 1y viéc str dung cac trang thiét bi, dung cu, hoa chat tai cac phong thi
nghiém cho lép hoc.
I1. Pham vi 4p dung
Ap dung doi véi cac 16p hoc thuc hanh tai cac PTN thugc khoa CNTP truong Pai hoc Cong
nghiép Thuc pham TP. HCM.
I11. Pdi twong ap dung:
- Céan b, nhan vién phu trach PTN
- Giang vién giang day.
IV. Tir viét tat

- GVPT Giang vién phu trach

- GVGD Giang vién giang day

- CBPTN Cén by phong thi nghiém

- CBPT Can b0 phu trach

- SV Sinh vién

- DTMH Dy tri moén 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 16p hoc thyc hanh
- KHCT Ké hoach cong tac

- BCN Ban chu nhiém

- BM B0 mon

- VTMH Vat tu mon hoc

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

- BM/K.CNTP/01/01 Biéu mau khoa Cong nghé thyc pham/ quy trinh s6 1/ biéu mau s6
1 cta quy trinh s6 1

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

Chuan bi

e S6 nhat ky PTN (BM/K.CNTP/01/02);

e Phiéu theo d&i sir dung thiét bi
(BM/K.CNTP/01/03);

e Bién ban lam hong - tra dung cu
(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:

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

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

thlfﬂg:‘f]‘f'en fh‘:fcbr:‘l"e”rcl Dién giai Théi gian thuc hién
GVPT Budéc 1. - CBPTN tiép nhan  GBN VTMH | - Truéc khi lép hec
-CBPTN Tjép nhan va |(BM/P.QTTB/01/01) (Biéu mau chung cua | bat dau it nhat 1a 1
tong hop trwong) va DTMH (BM/K.CNTP/01/01) tir | thang (thoi gian cu
GDN VTMH, |cic GVPT. ‘ the theo tién do dao
DTMH (ban giay gui ve P.501 va file gui qua | tao).
email ptnkhoacntp@cntp.edu.vn);
- CBPTN Tong hop tat ca VTMH trong | + Trong vong 1 tudn
hoc ky, goi vé TT TNTH (Biéu mau | sau khi tiép nhan
BM/P.QTTB/01/01). GPN va DTMT
* Trong thoi gian nhan phan hoi tie TT
TNTH (néu c¢6), 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 c6).
CBPTN | Buéc 2 - Chuan bj hé so PTN gom:

- Truée khi co 16p
hoc xuong PTN it
nhat 10 ngay

+ Trwoéc khi mon
hoc bat dau 1 tuan
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< Poi véi l6p KCS: CBPTN chuan bi
VTMH theo du tro GVPT da gui va
cap phat cho GVPT theo ké hoach cua
PTN. GVPT c6 trach 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 nhiing
nguyén tic hoc tip va lam viéc tai PTN
truc khi tién hanh ban giao VTMH cho
GVGD.

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

ghi nhan vao s 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 nhom SV truc vé sinh PTN
cudi ca hoc.

+ Héba chét: tuy mon hoc va diéu kién cu
thé, CBPTN c6 thé ban giao theo ting
budi hoc hoic ca mon hoc.

+ GVGD muédn doi bai khic so véi
DTMH, phai bao cho CBPTN trwéc 4
ngay. CBPTN sé khong hd trg khi
GVGD tw y d6i bai ma khong bao
trudc.

- Trong qua trinh l6p hoc:

+ GVGD c6 trach nhi¢m quan 1y dung cuy,
hoa chét cho budi hoc va cac 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

. Trudc khi chuong
reo: 5 phut

. Cac ca hoc trong
ngay:

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

+Budi toi: 17h30-
21h30

- Thoi gian ban giao
vao dau ca hoc. Tr5 -
15 phuat/ 1 phong.
(Tiy vao s6 heong 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 c6 phat sinh nhitng noi
dung ngoai DTMH, GVGD bao 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 st dung thi CBPTN
cho SV ky nhan vao bién ban lam hong -
tra dung cu (BM/K.CNTP/01/04).
GVGD c6 trach nhiém nhac nhé thu hoi
CC, DC tir SV va hoan tra cho PTN vao
budi hoc tiép theo, cham nhat 1a sau 2
tuan két thuc 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;

-GVGD
-CBPTN
-SV

Buérc 4.
Thu nhan
VTMH

- Két thic budi hoc: GVGD chiu trach
nhiém ban giao lai PTN toan b TB, CC,
DC va HC (Chi giit lai hoa chat ran khong
bi hat 4m, von cuc va hoa chat long dang
nguyén chat hoic ddm dic) da nhan vao
dau ca hoc cho CBPTN.

Yéu ciu: GVGD phdi hwéng dén va
giam sat SV v¢ sinh sach chai lg chira
HC pha ché ran bi hit dm va HC léng
pha lodng, tranh trwong heop xday ra
phdn ikng héa hoc giiva cdc héa chit.

+ 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 lic ban
giao).

+ CBPTN kiém tra, sap xép lai ho so lién
quan dén budi hoc. Bao gom: s nhat ky,
cac biéu miu kiém soat lién quan trong

- Trugc khi két thic
buoi hoc 15 - 20 phit
(chudng bdo tan hoc),
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budi hoc, ghi nhan tinh trang hu héng TB-
CC-DC (néu ¢0) vao ho so PTN.
+ CBPTN dong cua PTN.

% Poi véi l6p KCS: Khi két thuc khoa
hoc GVPT c6 trach nhiém ban giao lai
toan bo tai san cho PTN theo ké hoach.

- Sau khi nhan ban
giao cudi budi hoc.
- Theo ké hoach cua
PTN

-CBPTN

Bwoc 5.

Luu hd so
Bao cao tinh

mon hoc

hinh két thic

+ Sau khi két thiic tat ca cac nhom cung
mot moén hoc, CBPTN lap bao cao tinh
hinh két thuc mon hoc
(BM/K.CNTP/01/06) va luu lai toan bd
hd so PTN theo TTQT luu ho so.

- Cubi mdi hoc ky, CBPTN goi bao

c4o tong hop tinh hinh két thuc cua tat ca
cac moén hoc giri vé Bo mén va BCN
khoa.

- Pé xuit CC, DC, TB phuc vu cho hoc

- Sau 3 tuan mon
hoc keét thuc

ki sau (néu co)

3. Hé so luu

Noi \ . Hinh thirc/
Tén biéu mau lwy | OB hUC | dian
Stt| Ma biéu mau luu J
Iru ho so
. _ PTN
1 | BM/P.QTTB/01/01 Giay d¢ nghi VTMH (mau PTN Bia cong +
chung) file
2 | BM/K.CNTP/01/01 | Ban dy tra mén hoc PTN B‘aFci‘l’:g "
3 | BM/K.CNTP/01/02 | Sb nhat ky PTN PTN | Biacong
4 | BM/K.CNTP/01/03 | Phieu theo ddi strdung thiet | pry | gy, o | Ban giay (luu
bi thanh tap,
5 | BM/K.CNTR/0L/04 | Bin ban lam héng - tra dung PTN | Bia cong theo ting hoc
Cu ky)/3 nam
6 BI\!I/TI TNTH/ B.an tg:o’ng trinh hu hong thiet PTN | Bia cong
Mau so 2 bi (mau chung)
7 | BM/K.CNTP/01/05 | Gidy dé nghi b6 sung VTMH | PTN | Bia cong
8 | BM/K.CNTR/OL/06 Belo cdo tinh hinh két thtc PTN | Bia cong +
mon hoc. File




