BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC CAN THO Doc 1ap - Tw do - Hanh phiic
$6:9645/HD-DPHCT Can Tho, ngay A9 thdng ¥ ndam 2023

HUGNG DAN THUC HIEN CONG TAC CO VAN HQC TAP

I. QUY TRINH CONG TAC

1. Co s6 thye hién

Thuc hién theo Quyét dinh s6: 3873/ QD-DHCT, ngay 10/11/2020 vé viéc Ban
hanh Quy dinh vé cong tac C6 van hoc tap (CVHT).

(Thong tin Huong dan cé tai thu muc: Sé tay Céo vién hoc tip, dia chi:
https://dsa.ctu.edu.vn/)

2. Muc tiéu

Hd trg CVHT tu véan dé sinh vién lap Ké hoach hoc tdp (KHHT) toan khoa va
diéu chinh KHHT khi chim tién do, dang ky hoc tip theo tirng hoc ky, nam hoc (sb tin
chi tich lily hoac theo nam thr 1, ndm thir 2, ndm tha 3,.. nam cudi khoa), chi dong
thoi gian hoc tap, rén luyén (bao gém k¥ nang) hoan thanh Chuong trinh dao tao
(CTDT) dung thoi gian thiét ké, phu hop véi nang luc va diéu kién cua ca nhan sinh
vién (SV).

3. N§i dung thure hién:

- Nam vitng chuong trinh dao tao, Quy dinh hoc vu, ché d6 chinh sach danh cho
SV nham tu van, hd trg cho SV trong qua trinh hoc tép va rén luyén tai Truong.

- Theo ddi danh sach SV, thong tin ca nhan, to chirc bau Ban can su 16p.

- Tu van cho SV x4y dung ké hoach hoc tap toan khoa; ndm tinh hinh SV kho
khan, huéng dan ding ky hoc phan theo ké hoach timg hoc ky; tham gia nghién ctu
khoa hoc va tham gia cac hoat dong hoc thuat khac.

- Huéng dan SV diéu chinh KHHT toan khéa, KHHT theo ting hoc ky dé phu
hop véi nang luc ca nhan.

- Tu van cho SV hoc Anh van cén ban trong nam thu 1.

- Don doc SV thuce hién Parh gia ren luyén tirng hoc ky theo ding Ké hoach.

- Nim tinh hinh SV trong 16p vé hoc tap, doi song, sinh hoat, tiép nhan xir ly/ tur
van cho SV trong qué trinh hoc tap, rén luyén va cac van dé khac ¢ lién quan.

- Tham du hop va tu véan cho Thu trudng don vi trong cong tac xét khen
thuong, ky luat, xét tot nghiép, xét chon hoc bong tai tre.

- Phéi hop véi cac don vi, ca nhan ¢6 trach nhiém xi ly cac van dé lién quan
dén sinh vién do 16p minh ¢6 van.
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- Ghi nhén tinh hinh SV va bao céo cho Thu trudng don vi.

- Theo dai tién dd tich lily va hoan thanh KHHT theo tirng hoc ky, tu van SV
diéu chinh KHHT dé han ché cham tién d9 theo thoi gian thiét ké cia CTDT.

4. Noi dung tham khio d6i SV tirng nim hoc
4.1 D6i véi SV nim thir 1 hoiic theo sé tin chi tich liy
Tw van cho SV:

- Poc k¥, nam va thuc hién theo Quy dinh Hoc vu (xin tam nghi hoc, canh bdo
hoc tdp, SV bi xod tén, ng hoc phi; diem M, diém I, xéa hoc phén, rut hoc phd‘n .
nhirng véan ban c6 lién quan (co tai website hitps://dsa.ctu.edu.vn/)

- X4c dinh muc tiéu, dong co hoc tép, théi do hoc tap, tinh than yéu nganh hoc;
phuong phép hoc & bac dai hoc; rén luyén théi quen doc sach (tai liéu tham khao),
tham gia hoat dong nghién ctru khoa hoc va cac hoat dong ren luyén khac.

- Thiét ké Ké hoach hoc tap ca nhan, bao gom: ndm vimng chuong trinh dao tao;
dé cuong chi tiét hoc phan; ké hoach hoc tip ngoai ngit (dé dat chudn déu ra), ké
hoach hoc tap rén luyén cac k¥ ning ho tro, ké hoach 1am thém ngoai thoi gian hoc tap
phtt hop (néu co).

- Thuc hién Panh gia rén luyén truc tuyén, thuc hién kiém tra sinh hoat dau
nam, dau khoa truc tuyén.

- SV thuc hién Bao hiém y té bit budc, tham gia Bao hiém tai nan.

- Tham khdo cac quy dinh vé& ché do, chinh sach (cé thé duoc hudng): mién,
giam hoc phi, hd tro chi phi hoc tap, vay von di hoc,. ..

- Tham khao diéu kién hd tro vé tai chinh: hoc béng tai tr, trg cdp kho khin
dot xuat.

- Sau khi két thuc Hoc ky thir 1: Kiém tra két qua hoc tap SV 16p ¢b vén (qua
chirc nang kiém tra tién dé hoc tdp), huong dan SV tu kiém tra két qua hoc tap cua ban
than, tu van SV dang ky sé lugng tin chi, hoc phan phut hop véi ning luc hoc tap (han
ché triomg hop SV bi canh bdo hoc tdp hodc bi budc théi hoc).

- Lwu y: CVHT tao méi lién hé gin bo, mat thiét voi SV 1a thanh vién Ban Can
su 16p, BCH Poan 16p; tu véan, nhic nhé, hd trg ddi véi truong hop SV ¢6 diém trung
binh chung hoc ky <2.0.

4.2 P6i véi SV nim thir 2 hoic theo sb tin chi tich liy
- Nhic SV phuong phap hoc & bac dai hoc; rén luyén thoi quen doc sach, ké
hoach hoc tap ngoai ngir (dé dat chudn dau ra).

- Kiém tra két qua hoc tap SV 16p ¢d van (qua chirc néng kiém tra tién dé hoc
tap), nhéc nhd, hudng dan SV tu kiém tra két qua hoc tip cua ban than, tu vin SV
dang ky s6 luong tin chi, hoc phan phii hop véi ning Iwc hoc tap (han ché truong hop
SV bi canh bdo hoc tdp hodc bi buoc thoi hoc).
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4.3 P6i v6i SV nim thir 3 hosic theo sb tin chi tich liy

- Nhic SV phuong phap hoc ¢ bac dai hoc; rén luyén théi quen doc sach, ké
hoach hoc tap ngoai ngir (dé dat chudn dau ra).

- Kiém tra két qua hoc tap SV 16p ¢b van (qua chitc néng kiém tra tién dé hoc
1ap), nhic nhé, huéng dan SV ty kiém tra két qué hoc tap cua ban than, tu van SV
dang ky s6 lugng tin chi, hoc phan phu hgp véi nang luc hoc tap (han ché trieong hop
SV bi canh bdo hoc tdp hodc bi buoc thoi hoc).

- Huéng dan SV diéu chinh KHHT cho thoi gian con lai ciia khéa hoc, KHHT
theo timg hoc ky dé phui hop véi ning luc ca nhan.

4.4 P6i v6i SV niam thir 4 hodic nim cudi khéa hoic theo sb tin chi tich liiy
- Tu van, nhic nhd SV hoan thanh chuin ngoai ngit dau ra (hoan thanh cdc hoc
phan Anh vin cdn ban).

- Tu van, nhic nhd SV kiém tra. thuc hién trude khi tham gia thue tap/thuc té
(vé hoc phi, Bao hiém y té, Bdo hiém tai nan).

- Tu vén, nhic nhé SV ké hoach hoc tép, thuc hién ludn vin tiéu luan tdt
nghiép/tiéu luan t6t nghiép dam bao theo thoi gian thiét ké ciia Chwong trinh dao tao
(han ché tham gia thuc tdp/thuc hanh qua khéng vi muc tiéu hoan thanh Chwong trinh
dao tao).

5. Cac cong cu hé tro:

Trong “Hé théng quan Iy “ ¢6 cic chie niang hd trg CVHT thyc hién nhiém vu:
https.//dsa.ctu.edu.vn/tin-an/609-video-huong-dan-mot-so-chuc-nang-tren-he-thong-
quan-ly-danh-cho-cvht. html

5.1 Phan hé “ C6 vin hoc tap & Ké hoach hoc tap”:

- Xem K& hoach hoc tdp toan khoa cua tirng SV trong 16p do minh lam CVHT;

- Xem n¢ hoc phi: danh sach Sv ng hoc phi theo timg hoc ky, nam hoc do nguoi
dung chon;

- Thong tin sinh vién: danh sach I6p duge phan cong CVHT trong d6 ¢6 céc sd
liéu co ban: + S6 luong chua dong hoc phi: s6 SV chua déng hoc phi & hoc ky, nam
hoc dang chon—> fwr dpng cdp nhit khi phong Tai chinh cdp nhat tinh trang dong hoc
phi cua SV.

+ Canh béo hoc tdp: s6 SV bi canh bao hoc tip (trich tir danh sdch
CBHYV do phong Céng tdc Sinh vién khoi tao sau khi tong két moi hoc k).

+ Si s6 (tang/giam): sé SV vao/ra ciia 16p trong hoc ky=> fw dpng cap
nhdt khi phong Cong tac Sinh vién cip nhat Quyét dinh vao/ ra cua SV.

+ Hién thi danh sach 16p dugc chon c6 cac thong tin:
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- Tién ich: Xem/ stra ké hoach hoc tap; Tim thong tin SV: Ho tén, 16p email
5.2 Phan hé “ Kiém tra tién do hoc tap:
- Kiém tra tién do hoc tap:

- Hién thi danh sach 16p lam CVHT bao gom céc thong tin tong quan:

SPIEOAT  X3-GidodyoTuho  Khoa Su pham

+ Puogc phép chon 1 hodc nhiéu 16p dé kiém tra tién do hoc tap
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> Két qua kiém tra tién do hoc tap: - DSSV tot nghiép ¢ thé in hodc
xuét file c6 xép loai tét nghiép. DSSV chura tot nghiép in hodc xuat file chi tiét két qua
Xet.

+ Xem danh sach sinh vién khi chon s liéu twong tmg trén dong thong tin: co
thé in/xem chi tiét tién do hoc tap cua SV duogc chon.

-> SV hién con dang hoc:
- SV tré tién do theo s tin chi (so vdi khung thoi gian thiét ké CTPT);
- SV tré tién do theo s6 hoc ky;
- SV ré6t hoc phan & hoc ky dang thao tac.
5.3 Phan hé “ Quan ly diém”

- Xem diém hoc ky ctia SV: xem /xuit file diém hoc ky cta 01 SV dugc chon tir danh
sach SV trong 16p lam CVHT.

- Xem diém hoc phﬁn toan khoa: xem /xuit file diém toan khéa ciia 01 SV duge chon
tir danh sach SV trong 16p 1am CVHT.

- In bang diém tong hop 16p: In bang diém tong hop ciia 16p tir danh sach 16p lam
CVHT.

5.4 Phan hé “ Két qua tot nghiép”:

- Két qua xét tot nghiép cua sinh vién: Xem danh sach 16p va xem chi tiét chuong trinh
dao tao (CTDT) cua sinh vién 16p 1am CVHT;
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+ Xét tot nghiép cho 1 nhém SV/ca 16p duoc chon;
+ In/xut danh sach SV tt nghiép co két qua xép loai tdt nghié¢p;
+ In/xuét danh sach SV chura t6t nghiép c6 chi tiét Iy do cho timg sinh vién.

- Danh sach sinh vién cham tién d6: Xem danh sach SV cac 16p cham tién do lam
CVHT.

5.5 Phan hé “DPanh gia rén luyén”
https://dsa.ctu.edu.vn/images/upload/vbanply/2018/DRL/quytrinh_DRL _tructuyen.pdf
- Ding nhap vao HTQL-> Phan hé “ Déanh gia rén luyén” = Xem "Hudéng dan™:

- Chon ‘Phéan III: Huéng din chiam diém rén luyén’: T4t ca tiéu chi tham gia trong
Bang danh gia diém rén luyén ciia SV bao gdm: ndi dung, muc diém, dbi twong thuc
hién thao tac, chirc ning hd trg danh gia cho ting tiéu chi. (phu luc)

- Xem Thong tin thoi gian danh gia ren luyén: trong “Theoi gian CVHT ddnh gia”
trong phan hé “ Panh gia rén luyén”, thuc hién lan luot cac chirc ning sau:

® Duyét chiing chi ngoai ngir, tin hoc ctia SV;

® Nhiap danh sach SV khong tham gia cac hoat dong bat budc;
© Nhan danh sach va diém hoan thanh nhiém vu ciia BCS 16p;
® Thuc hién chdm diém cac cot diém dinh tinh theo quy dinh;
© Cong bd két qua rén luyén cho SV.

5.6 Cong tac tw van sirc khée, tim Iy cho SV:

- Thuc hién theo Quyét dinh s6 4645/QD-PHCT ngay 15/12/2020 cua Hi¢u truéng, do
P.CTSV, Trung tdm Tu van —HT va KNSV, Bo moén Tam ly Gido duc dam trach,
https.//dsa.ctu.edu.vn/images/upload/vbanply/202 1/HotroOnline/03_4645KHTH 15-12-2020.pdf,

-Dang ky truc tuyén theo dia chi:
https://docs.google.com/forms/d/e/l FAIpOLSd40WkdlgimTeF fRO79RXx0IBCDbMATkI9wE
JAJ2YURwQOkw/viewform

6. Nghiép vu lién quan dén SV ciia cac don vi chirc niing:

TT Noi dung Pon vi phu
trach
1 |- Cac van dé lién quan dén ndp tién hoc phi: chuyén khoan | Phong Tai chinh

nhung khoéng ghi ding cu phép, da dong nhung chua gach
774

- Tién hoc bong khuyén khich hoc tip: ¢6 tén trong Quyét
dinh cép phat, nhung chua nhan duge tién hoc béng; Khong
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¢6 tai khoan ngan hang dé nhan tién HBKK...

- Mat khau tai khoan SV, hop thu dién tt,
- Tao mail group 16p chuyén nganh/Iép hoc phan

Trung tdm thong
tin & Quan tri
mang

Lam thé SV

Trung tam hoc
li€u

- In bang diém SV c6 x4c nhén ctia Truong

- Thoi gian Piéu chinh K& hoach hoc tap;

- Cac van dé lién quan dén cong tac Pang ky hoc phan timg
hoc ky: m& thém 16p hoc phan, tang si s6 nhom, chuyén doi
phong hoc...

- Ké hoach xét tot nghiép: ding ky xét tot nghiép, thong tin
in trén van bang, xép loai tot nghiép. ..

Phong Pao tao

- Khen thudéng SV: thi khoa dau vao, nam hoc, tot nghiép,
thii khoa toan khoa, dot xuat.

- Cong tac Bao hiém y té (tra citu thoi gian sir dung BHYT
tai https://baohiemxahoi.gov.vn/tracuu/pages/tra-cuu-thoi-

han-su-dung-the-bhyt.aspx), Bao hiém tai nan cua SV.

- Thyc hién ché do chinh sach cho SV: mién giam hoc phi,
trg ca‘ip x4 hoi, hd tro chi phi hoc tép.

- Lap quyét dinh cdp phat: hoc bong khuyén khich hoc tap,
hoc béng tai tro.

- Gidy x4c nhén la SV dé vé dia phuong vay von, Gidy xac
nhan tam hoan nghia vu quén su (cho nam SV) - Ding ky
trwe tuyén tuyén trén Tai khoan SV trong Hé thong
quan ly dao tao (https.//dsa.ctu.edu.vn/).

Phong Cong tac
Sinh vién

Dé nghi CVHT thuc hién nghiém theo Quyét dinh sé: 3873/ QD-PHCT, ngay

10/11/2020 va ndi dung da dugc huéng dan néu trén./»!‘/

KT. HIEU TRUONG

PHO HIEU TRUONG
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