UBND TINH SON LA CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CAO DANG SON LA Poc lap - Tu do - Hanh phuc

S6:  /TB-CBSL Son La, ngay ~ thang nam 2021

THONG BAO
Phéin cong nhiém vu cac don vi dau moi phoi hgp quan Iy hé thong thong tin
Pam bio chat lwgng truwong Cao dang Son La

Pé théng nhat quan 1y c6 hiéu qua hé théng thong tin dam bao chat lu:Q'l?g
(HTTTDBCL) bén trong, Truong Cao dang Son La phan c6ng nhi¢ém vu cac don vi dau
moi thuc hién thiét 1ap cung cap thong tin, ph6i hop quan 1y, cong khai h¢ thong thong
tin dam bao chat lugng cu thé nhu sau:

1. Phong Khiao thi - PBCL

- La dau mdi, chiu trach nhiém tong hop, duy tri, cong khai HTTTPBCL.

- Quan ly thong tin, cap nhat, xu 1y, chinh stra, trich xuét, luu trit HTITTPBCL vé:

+ Van hanh hé thong DBCL.

+ Hoat dong kiém tra giam sat cac hoat dong trong nha truong.

+ Hoat dong khao thi.

+ Hoat dong tu danh gia chat lugng va kiém dinh chat luong.

+ Thu thap, xtr Iy thong ké théng tin phan hdi cta nguoi hoc vé mon hoc/hoc phan.

~ + Thu thap, xir ly thong ké thong tin phan hoi clia nha gido, can by quan 1y vé hé
thong dam bao chat lugng, cong tac kiém tra gidm sat, cdng tac khao thi.

- Puoc giao quan 1y, khai thac céc tinh nang cia moodun t6 chure thi, thi lai, quan

ly diém thi, thong ke, tong hop két qua hoc tap; khao sat ¥ kién ctia nguoi hoc. Hang
nam dé xuat nang cap, cai tién hé théng quan 1y.

- Pugc giao quan 1y va trién khai phan mém thi tric nghiém.

- Cong khai trén trang thong tin dién tir Nha truong:

+ Két qua kiém dinh chéat lwong GDNN, kiém dinh cac chuong trinh dao tao.

+ Cac bién phap kiém tra giam sat chat luong dao tao.

+ Thu tyc hanh chinh giai quyet cong viéc (cong khai tai trang Website cua
phong) Cép phat, cap lai va giai quyet cc van dé lién quan dén thi, thi lai, lién quan
dén diém va bang dlem Xac nhan két qua qua dao tao, bdi dudng; Tiép nhan giai quyét
don thu khiéu nai, t6 cao (Mau don tu, bang biéu, Ho so cho ting loai cong viée. Phi, 186
phi theo quy dinh. Thoi gian gidi quyét tung loai cong viéc).

- -Cung cap cac thong tin khi c6 yéu cau, chia sé cac thong tin v& cong tac khao thi,
ki€m tra gidm sat, dam bao chat lugng cho cac don vi, cac bén li€n quan theo quy dinh.

2. Phong Dao tao

- Quan 1y thong tin, cap nhat, xur 1y, chinh stra, trich xuat, luu trir dit liéu vé:

+ Chuong trinh dao tao, ké hoach dao tao, chuin dau ra, giao trinh, tai li¢u.

+ Giai quyét hoc vy, canh bao hoc vy, xét duyet két qua dao tao.

ot Hoat dong hi€u chinh chuan dau rava chuong trinh dao tao va phat trién nganh,
nghe dao tao.



+ Nghién ctru khoa hoc, chuyén giao cong nghé.

+ Giam sét, danh gia chat lugng cong tac dao tao.

+ Két ndi doanh nghiép.

+ Cong tac bdi dudng, lién két dao tao.

+ Quan 1y, cap phat van bang chimg chi.

- Thu thap, xt Iy théng ké }h@ng tin phan hoi ctia nha gido, can bd quan 1y, ngudi

hoc v& chuong trinh dao tao, chuan dau ra, phuong thuc dao tao, tai li€u giao trinh.

- Puoc giao quan tri phin mém quan ly dao tao. Tryc tiép quan ly, khai thac cac
tinh nang cua moodun lién quan dén dao tao, boi dudng, xét duyét két qua hoc tap. Hang
nam d& xudt nang cap, cai tién hé thdng quan 1y.

- Cong khai trén trang thong tin dién tir Nha truong:

+ Muc tiéu, chuong trinh dao tao, vi tri vi¢c 1am sau khi tdt nghiép, hinh thuc dao
tao, ké hoach to chic dao tao.

+ Cac diéu kién dam bao t6 chirc hoat dong gido duc nghé nghiép dbi véi timg
nganh, nghé¢ dao tao dugc Tong cuc Gido duc nghé nghi¢p cho phép.

+ Hé thong van bang ching chi cta truong; danh sach nguoi hoc dugc cip vin
bang chung chi hang nam; Cong khai van bang, chimg chi cap cho nguoi hoc trén Trang
Thong tin tra ctru van bang Wwww.vanbang.gdnn.gov.vn.

+ Ty 18 nguoi hoc t6t nghiép ¢ viéc lam.

+ Thu tyc hanh chinh giai quyet cong viéc (cong khai tai trang Website cua
phong) Cép phat va gitii quyét céc van dé lién quan dén VBCC; Xé4c nhan qué trinh,
ke;t qua, dao tao, boi duo’ng, Q1a1 quyet hoc vu dgl vO1 cac hé da9 tao, boi dudng, lién
két; Tiép nhe:ln phan &nh vé chat lugng dao tao; Tiép~ nhén va chuyén giao khoa hoc cong
nghé¢; Két noi gilra doanh nghi€p va nha truong (Mau don tir, bang biéu, H6 so cho ting
loai cong vi¢c. Phi, 1¢ phi theo quy dinh. Thoi gian gidi quyét tirng loai cong viéc).

- Cung cip céc thong tin khi cd yéu cau, chia sé cac thong tin vé cong tac dao tao
cho céac don vi, cac bén lién quan theo quy dinh.

3. Phong Té chirc - Hanh chinh

- Quan 1y thong tin, cap nhat, xu 1y, chinh stra, trich xuat, luu trix dit liéu vé:

+ Chién luoc phét trién nha trudng.

+ Cac quy dinh vé t6 chirc va quan 1y nha trudng.

+ Hoat dong cua cac hoi déng, céc to chirc chinh tri, xd hoi trong nha truong.

+ Céc ché do chinh sach vu dai déi voi CBVC va ngudi lao dong.

+ Ché do lam viéc cua Nha gido, CBQL, vién chirc va nguoi lao dong.

+ Hoat dong tuyén dung, st dung, bd nhiém, luan chuyén, diéu dong, dao tao bdi
dudng, danh gia CBVC.

+ Hoat dong van thu, luu trir va cong tac thi dua khen thudng.

- Thu thap, xir ly thong ké thong tin phan hoi clia nha gido, can by quan 1y, vé
muc tiéu, st mang, t6 chirc va quan 1}?, th}_Ic hién cg'lc ché d9, chinh sach d61 vo1 CBVC
va nguoi lao dong trong nha truong. Y kién phan hoi cua nha gido, can by quan 1y, vién
chutre, nguoi lao dong ve tuyén dung, st dung, quy hoqch, boi dudng, danh gia, phan loai
nha gido, can bd quan 1y, vién chirc, nguoi lao dong; Y kién danh gia hiéu qua hoat dong
dao tao boi dudng hang nam.


http://www.vanbang.gdnn.gov.vn/

- Puoc giao ly, khai thac cac tinh nang cua moodun lién quan dén quan 1y nhan
su. Hang ndm d¢é xuat nang cép, cai tién hé thong quéan ly.

- Cong khai trén trang thong tin dién tir Nha trudng:

+ Co clu t6 chie, nguoi dai dién theo phéap luat.

+ Cac quy ché, quy dinh cua nha trudng.

+ Thi tuc hanh chinh giai quyét cong viéc (cong khai tai trang Website cua
phong): Lién hé lam viéc vé1 BGH, lién h¢ cong tac; Xéc nhan ngudi dén cong tac (glay
di duong); Cung cip va dang tai thong tin 1én bao, tap chi; tiép nhan thu tin, buu phim,
qua biéu ting (Mau don ti, bang biéu, Ho so cho timg loai cong viéc. Phi, 1& phi theo
quy dinh. Thoi gian giai quyét timg loai cong viéc).

- Cung cip céc thong tin khi ¢6 yéu cau, chia sé cac thong tin v& cong tac can bd
cho cac don vi, cdc bén lién quan theo quy dinh.

4. Phong Cong tac Hoc sinh- Sinh vién

- Quan ly thong tin, cap nhat, xir ly, chinh sua, trich xut, lwu trix dir liéu vé:

+ Nguoi hoc, cac hoat dong dich wu doi voi ngudi hoc va phuc vu cong déng.

+ Quy mo ngudi hoc, ty 1€ HSSV tham gia hét khoa hoc, cac hoat dong gido duc
chinh tri, van hoa, TDTT trong HSSV.

+ Hoat dong hd tro HSSV hoc tap, danh gia két qua ren luyén cua HSSV.

+Vé quén} 1y HSSV, cong tac y té truong hoc, guér} 1y khu ndi trd, ngoai tru, ché
d0 chinh sach d6i vé1 HSSV va hoat ddng hop tac quoc te.

- Thu thdp, xir 1 thong ké thong tin phan hoi cta nha gido, nguoi hoc vé céc bén
lién quan vé thuc hién ché do chinl} sach doivoi HSSV, vé cac dich vu ho trg HSSV, vé
cdng tac cham soc stc khoe ban dau cho CBVC va HSSV.

- Pugc giao ly, khai thac cac tinh nang cua moodun lién quan dén nhap hoc, quan
1y nguoi hoc, danh gia két qua rén luyén. Hang ndm dé xuat nang cép, cai tién hé théng
quan ly.

- Cong khai trén trang thong tin dién tir Nha truong:

+ S6 lwong ngudi hoc nhap hoc hang nam theo timg nganh, nghé dao tao.

+ Ty 18 HSSV so v6i nhap hoc tinh dén thoi diém xét cong nhan tt nghiép.

+ Thu tuc hanh chinh giai quyet congvi€e (cong khaitaitrang Website ciia phong):
Ho so ché do, chinh sach, giai quyet nhung vuwngs mic v& ché do, chinh sach déi voi
HSSV; Cap mdi, cap lai thé HSSV; giai quyét viéc tam ngimg hoc, hoc lai, thdi hoc; khen
thuong, ky luat HSSV; chiam soc stc khoe ban dau; Dang ky ndi, ngoai tri va céc thu tuc
lién quan dén tiép nhan, tra vé nudc LHS Lao (Mau don tir, bang biéu, Ho so cho timg
loai cong viéc. Phi, I¢ phi theo quy dinh. Thoi gian gidi quyét ting loai cong vigc).

- Cung cép cac thong tin khi c6 yéu cau, chia sé cac thong tin vé cong tic ngudi
hoc cho cac don vi, cac bén lién quan theo quy dinh.

5. Phong Quan tri-Thiét bi

- Quan 1y thong tin, cap nhat, xur 1y, chinh stra, trich xuat, luu trix dit liéu vé:

+ Cong tac quan tri (Co sd vt chat, may moc, trang thiét bi, phuong tién ki thuat
phuc vu dao tao, bdi dudng, nghién ctru khoa hoc).

+ Cong tac quan 1y co so ha tang cong nghé thong tin, quan 1i dir liéu dién tir ciia
nha truong.



- Thu thp, xir 1y thong ké thong tin phan hoi cua nha gido, can bo quan 1y, ngudi
hoc vé€ s¢ vat chat, thiét bi dao tao, dieu kién, moi truong hoc tap.

- Tao moodun cong khai cac diéukién dam bao chat lugng trén trang chi Website
va hudng dan cac don vi cdp nhat thong tin 1én moodun.

- Cung cap cac thong tin khi ¢ yéu cau, chia sé cac thong tin vé& quan 1y co s
vat chat, thiét bi dao tao cho cac don vi, cac bén lién quan theo quy dinh.

6. Phong K¢ hoach - Tai chinh

- Quan 1y thong tin, cap nhat, xur 1y, chinh stra, trich xuat, luu trix dit liéu vé:

+ Hoat dong tu chy, tiét kiém, chéng lang phi. Hoat dong tai chinh-ké toan, théng
ké, xay dung co ban, quan 1y tai san, cong cy, dung cu.

+ Hoc phi, 1¢ phi.

+ Ché do chinh sach dbi voi céac ddi tuong thu hudng.

- Thu thdp, xur 1y thong ké thong tin phan hoi ctia nha gido, ngudi hoc vé céc bén
lién quan Vé’ thuc hién ché do chinh sach do6i voi cac doi tugng thu huong, vé hoat dong
tai chinh, ké toan cta nha trudng.

- Bugc giao quan 1y, khai thac cac tinh nang ctia moodun lién quan dén thu hoc
phi, quan 1y, quan tri pham mém ke toan, quan 1y tai san.

- Cung cép cac thong tin khi c6 yéu cau, chia sé cac thong tin vé& cong tac tai
chinh, k€ toan, xdy dung co ban, quan ly tai san, thong ké, tong hgp cac ndi dung theo
yéu cau cho cac don vi, cac bén lién quan theo quy dinh.

- Cong khai trén trang thong tin dién tir Nha truong:

+ Mirc hoc phi va mién giam hoc phi, hoc béng, murc ,thu dich vu tuyén sinh va
cac khoan thu khéac ctia nguoi hoc cho ting nam hoc va du kién cho ca khoa hoc;

+ Bao céo tai chinh theo quy dinh.

+ Tha tyc hanh chinh giéi quyét cong viéc (cong khai tai trang Website cua
phong) Thu 18 phi, hoc phi; cap phat cac ché o chinh sach; tiép nhan hd so lién quan
dén dau thau cac goi thau (Mau don ti, bang biéu, HO so cho timg loai cong viéc. Phi,
1¢ phi theo quy dinh. Thoi gian giai quyét ting loai cong viéc).

7. Trung tam Tuyén sinh-Hwéng nghiép-Giéi thiéu viéc 1am

- Quan 1y thong tin, cap nhat, xu 1y, chinh stra, trich xuat, luu trix dit liéu vé:

+ Cong tac tuyén sinh, tu van, hudng nghiép, gidi thiduviéc lam, phuc vu cong dong.

+ Thu thap, xu ly thong ké thong tin phan hodi cua nha gido, nguodi hoc vé cong
tac tuyén sinh, hudng nghi¢p va gidi thi¢u vi¢c lam.

- Cong khai trén trang thong tin dién tir Nha truong:

+ Thong ba}o chi ti€u tuyén sinh; nganh nghé tuyén sinh; trinh d6 dao tao; Ké
hoach t6 chtrc tuyén sinh.

+ Thu tuc hanh chinh giai quyet cong viéc (cong khai tai trang Webszte cua trung
tam) Tu Van va tiép nhan hd so tuyén sinh; Tu van huong nghiép va tiép nhan thong tin
vé nhu cau dao tao, boi dudng; thong tin vé nhu cau viéc lam, gidi thiéu viéc 1am cho
HSSV (mau don tu, bang biéu, HO so cho timg loai cong viéc. Phi, 18 phi theo quy dinh.
Thoi gian giai quyét timg loai cong viéc).

- Cung cap céc thong tinkhi c6 yéu cau, chia sé céc thong tin vé cong tac tuyén sinh,
hudng nghiép va gidi thiéu viéc 1am cho cac donvi, cac bén li€n quan theo quy dinh.
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8. Trung tdm Thong tin-Thw vién
- Quan 1y thong tin, cap nhat, xtr 1y, chinh stra, trich xuat, luu trit dit lidu vé: Cong
tac Thong tin-Thu vién, gido trinh tai liéu, phuc vu ban doc.
- Thu thap, xir 1y thong ké thong tin phan hdi clia nha gido, ngudi hoc vé viéc dap
ung cua giao trinh, tai li€u va cong tac phuc vu cua thu vién.
- Cung cép cac thong tin khi ¢6 yéu cau, chia sé cac thong tin vé cong tac thong
tin thu vién, gido trinh cho cac don vi, cac bén lién quan theo quy dinh.
9. Céc khoa
- Quan 1y thong tin, cap nhat, xur 1y, chinh stra, trich xuat, luu trix dit liéu vé:
+ Cai tién chuan dau ra, chuong trinh dao tao, chuong trinh chi tiét.
+ Hoat dong céi tién PPGD, PPKTDG, (mg dung nhiing tién bo cua KHKT, cdng
nghé tién tién vao giang day.
+ Duy tri trao doi thong tin v6i cac doanh nghiép, t6 chirc dao tao tai doanh
nghiép.
+ Hoat dong ing dung CNTT, cac phan mém thuc té ao trong day hoc.
+ Hoat dong khao sat, tu van, khao sat viéc 1am sau tot nghiép.
+ Hoat dong tu hoc, tu boi dudng va phat trién doi ngll giang vién.
- Thu thap, xir 1y thong ké thong tin phan hdi ciia nha gido, nguoi hoc vé hoat
dong dao tao cua khoa.
- Cong khai trén trang thong tin dién tir cua khoa:
o+ Muc tiéu, chuong trinh dao tao, vi tr@ viéc 1am sau khi tot nghié¢p, hinh thuc dao
tao, ké hoach t6 chiic dao tao cac nganh, nghé do khoa quan ly.
+ Céc diéu kién dam bao to chirc hoat dong day-hoc ddi voi ting nganh, nghé do
khoa quan ly.
+ Ty 1€ nguoi hoc tbt nghiép c6 viéc lam d6i voi tirng nganh, nghé do khoa quan ly.
- Cung cip céc thong tin khi ¢ yéu cau, chia sé cac thong tin v& cac ndi dung do
khoa quan ly cho cac don vi, cac bén lién quan theo quy dinh.
Trén day la thong bao phan cong nhiém wu cac don vi dau méi phéi hop quan ly

hé thong thong tin Pam bao chat luong truong Cao dang Son La. Nha trudng yéu cau
céac don vi nghiém tuc trién khai thuc hién./.

Noi nhén: HIEU TRUONG

- Ban Gidm hi¢u (b/c);

- Cac donvi (t/h);

- Luu: VT, KTCL.

Nguyén Dirc Long



