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I. MUC PiCH:

- Quy trinh nay duoc xdy dung nham théng nhét viéc td chirc, quan 1y va dénh gia
murc do hoan thanh cong tac Ban can su 16p sinh vién theo hinh thirc truc tuyén tai UEH.
Dam bao cong viéc dugce thuc hién theo dung:

+ Trinh ty;

+ Quy dinh cta UEH;

- T chirc, quan 1y va danh gid mirc do hoan thanh cong tdc mot cach hiéu qua,
khoa hoc, chinh x4c, khach quan va toan dién cong tac Ban cén su 16p sinh vi€n;

II. PHAM VI AP DUNG:
2.1. Déi twong ap dung:
- Ap dung dbi voi cac don vi thude UEH, sinh vién ddm nhén chirc vu Ban cén su 16p
sinh vién hé dai hoc hé chinh quy tip trung dang hoc tap tai UEH.
2.2. Trach nhiém ap dung:
- Phong Cham séc va hd trg ngudi hoc;
- Phong Tai chinh - Ké toan.
III. CAN CU PHAP LY:

Thong tu s6 10/2016/TT-BGDDT ngay 05 thang 4 ndm 2016 ctia Bo truéng
B0 Gido duc va Pao tao Ban hanh Quy ché cong tac sinh vién d6i voi chwong trinh dao
tao dai hoc héchinh quy;

Cin ctt Quyét dinh s6 3744/QD-PHKT-CTCT ngay 24 thang 10 ndm 2016
ctia Hidu truéng Trudmg Dai hoc Kinh t& TP. H Chi Minh vé viéc ban hanh Quy dinh
cong tac sinh vién hé dai hoc chinh quy tai Truong Dai hoc Kinh té TP. Ho Chi Minh;

Cin ctr Quyét dinh s6 1796/QD-DHKT-DT ngay 30 thang 6 nam 2021 cla
Hiéu trudng Trudong Pai hoc Kinh t& TP. Hb Chi Minh v& viéc ban hanh Quy ché t6
chirc va quan ly dao tao trinh d dai hoc, hinh thirc dao tao chinh quy theo hé théng tin
chi tai Truong Pai hoc Kinh t& TP. H6 Chi Minh.

IV. GIAI THICH TU NGU VA VIET TAT:
4.1. Giai thich tir ngir
- UEH: Pai hoc Kinh t& Thanh phd H Chi Minh
- BGD: Ban Giam dbc
- CVHT: C6 van hoc tap;
- SV: Sinh vién;
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- DPHCQ: Dai hoc chinh quy,;
- BCS: Ban Can su;
- CSHTNH: Phong Chim séc va hd trg ngudi hoc;
- TC-KT: Phong Tai chinh - K& toan;
- UIS: Hé théng quan 1y dao tao.
V. NOI DUNG:
5.1. Luu b
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BUGC QUY TRINH TRACH NHIEM | TAILIEU/BIEUMAU
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5.2. Dién gidi cac buéc thwe hién Luu dd 5.1
Buéc 1: Trién Khai thong bao thuc hién

- Cén ctt vao ké hoach dao tao va khung thoi gian dao tao hang nam cua UEH,
CSHTNH dang tai ké hoach trién khai cong tac BCS 16p sinh vién va thong bao viéc
cép nhat thong tin BCS 16p sinh vién vao thoi gian dau ctia mdi hoc ky chinh tai nén
tang Advisor (https://advisor.ueh.edu.vn/).

Bwéce 2: Thye hién cip nhit théng tin BCS 16p sinh vién

- CVHT cién ctr theo thdng bdo d trién khai tir CSHTNH, té chirc cip nhat thong
tin BCS 16p sinh vién va dién thong tin 16p truong, 16p phé tai nén ting Advisor
(https://advisor.ueh.edu.vn/) theo ding thoi gian quy dinh trong thong béo, cu thé:

+ Déi v6i khoa bat ddu hoc ky ddu tién: t chirc bAu méi va cdp nhat thong
tin BCS 16p sinh vién;

+Dbi v6i cac khoa con lai: thay ddi va c4p nhét méi thong tin BCS 16p sinh
vién (néu co).
Buwéc 3: Cip nhit danh sach BCS 16p sinh vién trén cic nén tang quan ly

- CSHTNH phé duyét két qua biu BCS 16p sinh vién tai nén tang Advisor
(https://advisor.ueh.edu.vn/) va cap nht trén hé théng UIS dé ddng bd véi cac hé théng
quan ly. Khi d6, CVHT va SV c6 thé tra ctru thong tin BCS 16p sinh vién tai nén tang
Advisor (https://advisor.ueh.edu.vn/) va cdc nén tang quan ly;

- Truong hop c6 thay d6i va cap nhat méi thong tin BCS 16p sinh vién sau thoi gian
thuc hién cdp nhét thong tin taibBuérc 2, BCS 16p sinh vién méi can phai ddm nhiém
cong tac BCS trén 50% thoi luong cia hoc ky (cdn ¢l theo thoi gian hoat dong trong
thong bdo da ban hanh tai Budc 1) dé 1am cdn o ddnh gi4 hoan thanh cong tac va thanh
todn phu cap trach nhiém, CVHT cén cdp nhat lai thong tin BCS 16p sinh vién va giri
yéu cau thay dbi vé CSHTNH tai nén tang Advisor (https://advisor.ueh.edu.vn/).

Budc 4: Thuce hién cong tac BCS 16p sinh vién theo quy dinh
a) Céan ctr theo quy dinh cdng tac sinh vién hé dai hoc chinh quy tai Pai hoc Kinh té
Thanh phé Hb Chi Minh, BCS 16p sinh vién cin thuc hién c4c nhiém vu chinh sau:

- T chuc thuc hi€n cac nhiém vu hoc tap, rén luyén, cac hoat dong sinh hoat, doi

séng va céc hoat dong x4 hoi theo ké hoach clia UEH, truong thanh vién, khoa, vién va

cac don vi khéc;
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- Dén déc sinh vién trong 16p chdp hanh nghiém chinh ndi quy, quy ché v& hoc
tap, rén luyén; xay dung nén nép ty quan trong 16p;

- T4 chirc, ddng vién gitip d& nhitng sinh vién gap khé khan trong hoc tép, ren
luyén; thay mt sinh vién ctia 16p lién hé véi ¢ vén hoc tAp va cac giang vién bd mon;
dé nghi khoa, vién, cdc don vi phu trach cong tac sinh vién va BGD giai quyét nhitng
vAn d8 c6 lién quan dén nhiém vu va quyén ctia sinh vién trong 16p;

- Phéi hop chit ch& va thudng xuyén véi chi doan, chi hdi trong hoat dong ctia 16p;

- Béo cao déy du, chinh x4c tinh hinh hoc tp, rén luyén theo hoc ky, ndm hoc va
nhitng viéc dot xuét cia 16p véi khoa, vién, ¢b van hoc tap.

b) Ngoai cac nhiém vu chinh, BCS 16p sinh vién con ¢6 trach nhi€ém thudng xuyén:

- N#m 16 thao tac va cac chirc nang theo phan quyén ngudi hoc tai nén ting Advisor
(https://advisor.ueh.edu.vn/) ;

- Lién lac, bao céo tinh hinh cua 16p va hd trg CVHT khi cAn thiét;

- Thuec hién tu danh gi4 hoan thanh cong tac BCS 16p sinh vién theo timg hoc ky chinh;

- Xem va cip nhit nhitng ndi dung tai nén tang Advisor
(https://advisor.ueh.edu.vn/) va Kho tri thirc UEH (https://hotro.ueh.edu.vn/) dé ndm
bt cac thong tin lién quan d¢én UEH;

- Thwc hién bédo cédo cdng viéc dinh ky tai nén tang Advisor
(https://advisor.ueh.edu.vn/) ;

- Sén sang hd trg cong tac khi c6 sy huy dong tir UEH.

Budc 5: Gidi ddp cic thic mic ciia ngwdi hoe, CVHT va BCS 16p sinh vién (néu c6)

- CSHTNH chu dong giai quyét céc thic méc lién quan dén cong tc td chirc, quan
ly va danh gié cdng tac BCS 16p sinh vién;

- CSHTNH c6 trach nhiém ra soat cac y kién thic méc, phén loai don vi phu trach.
Céc don vi chitc nang lién quan c6 trach nhi€ém tiép nhéan thong tin tir nén tang Advisor
(https://advisor.ueh.edu.vn/), Kho tri thirc (https:/hotro.ueh.edu.vr/), hé théng CRM va
xir 1y, giai quyét trong vong 02 ngay lam viéc.

Buéc 6: Thuc hién danh gia mirc d) hoan thanh cong tic BCS 16p sinh vién

- Thong bao thuc hién danh gia mirc ¢ hoan thanh cong tdc BCS 16p vao thoi gian

cudi ciia mdi hoc ky chinh thirc tai nén tang Advisor (https:/advisor.ueh.edu.vn/):

a) Lop sinh vién danh gia (bao gom ca 16p trudmg va 16p pho)

A. | E. &5 | W.
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- Sinh vién cua 16p thuc hién danh gia két qua thuc hién cong viéc ciia BCS tai nén
tang Advisor (https://advisor.ueh.edu.vn/) theo thoi gian quy dinh;

- Bo ti€u chi danh gia dugc quy dinh tai Phu luc 1.
b) Thuec hién ldy y kién danh gia cia CVHT

- CVHT dénh gié két qua thuc hién cong viéc ctia BCS 16p sinh vién (bao gdm 16p trwong
va 16p pho) tai nén tang Advisor (https://advisor.ueh.edu.vn/) theo thdi gian quy dinh;

- BJ ti€u chi danh gid dugc quy dinh tai Phu luc 2.
c¢) CSHTNH danh gia

- Dénh gia két qua thuc hién céng viéc ciia BCS 16p sinh vién (bao gdm 16p trudng
va 16p pho) tai nén tang Advisor (https ://advisor.ueh.edu.vn/) theo thoi gian quy dinh;

- BJ ti€u chi danh gid dugc quy dinh tai Phu luc 3.
Buwéc 7: Cong nhan két qua
a) CSHTNH cén ctt két qua d4nh gia tai nén tang Advisor (https://advisor.ueh.edu.vn/)
ban hanh Quyét dinh ctia Giam déc UEH v& viéc cong nhén két qua hoan thanh cong
tac BCS 16p sinh vién:

- Két qui xép loai danh gia: Dir liéu danh gid tai nén ting Advisor
(https://advisor.ueh.edu.vn/) va bang xép loai Phu luc 4;

- Két qua dugc luu triv cong khai trén nén tang Advisor
(https://advisor.ueh.edu.vn/).
b) BCS 16p sinh vién thong qua tai khodn c4 nhan tai nén tang Advisor
(https://advisor.ueh.edu.vn/) xem két qua dénh gia va phan hdi vé CSHTNH theo thoi
gian quy dinh (néu co).
Buéc 8: Thanh toin phu cip triach nhiém

- CSHTNH chiu trach nhiém lam d€ nghi thanh toan can ctr theo két qua danh gid
thuc hién cong viéc ciia mdi hoc ky, ddi véi BCS 16p sinh vién (bao gdm 16p truéng va
16p pho) c6 két qua danh gid tir “Hoan thanh” tr& 1én (néu co);

- Mirc chi cén ctt theo Quy ché chi tiéu ndi bd hién hanh cia UEH va hé sé didu
chinh tai Phu luc 4;

- TC-KT tiép nhén va giai quyét thanh toén phu cip trach nhiém cho BCS 16p sinh
vién theo dé nghi cia CSHTNH.

Bwée 9: Luu hé so
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- Céc ndi dung lién quan dén cong tac td chirc va danh gia mirc d0 hoan thanh cdng
tac BCS 16p sinh vién dugc luu trit khong thoi han tai nén tang Advisor
(https://advisor.ueh.edu.vn/);

- Céc ndi dung lién quan cong téc quan ly, danh sach BCS 16p sinh vién duge luu
trit khong thoi han tai hé théng UIS;

- Céc ndi dung lién quan dén Quyét dinh cong nhan BCS 16p sinh vién va cac vin
ban do UEH phat hanh dwoc luu trit khong thoi han tai hé théng UEH’s E-office.

VL. HIEU LUC AP DUNG

Quy trinh t& chirc, quan Iy va danh gid mirc d hoan thanh cong tdc Ban can sy 16p
sinh vién ¢6 hiéu lyc tr hoc ky cudi nam 2024, thay thé noi dung tai Khoan ¢, Khoan e
Diéu 27 va Phu luc sb 2 ctia Quy dinh Cong tac sinh vién hé dai hoc chinh quy dugc ban
hanh kém theo Quyét dinh s6 3744/QD-PHKT-CTCT ngay 24 thang 10 ndm 2016 cta
Hiéu trudng Truong Pai hoc Kinh t& TP. Hd Chi Minh vé viéc ban hanh Quy dinh cdng
tac sinh vién hé dai hoc chinh quy tai Truong Pai hoc Kinh té TP. H6 Chi Minh.

VII. PHU LUC
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PHIEU KHAO SAT Y KIEN SINH VIEN VE

CONG TAC BAN CAN SU LGP SINH VIEN
Péi twong thue hién: Toan thé sinh vién trong 16p (Bao gdém: Lép trudng va 16p
pho)
Poi twong dwgce danh gia: Ldp trudng va 16p pho 16p sinh vién
Thang do:
1 = “Hoan toan khong ddng y”
2 = “Khéng dong y”
3 = “Binh thuong”
4 =“Pdng y”

S = “Hoan toan ddng y”

STT Noi dung Mikc do

L6p trudng/ 16p phd phd bién ddy du, kip thoi va td chic
thuc hién cac nhiém vu vé hoat dong hoc tép, reén luyén, vin
1 | hoa, nghé thudt, thé duc, thé thao, doi séng va cac hoatdéng | 1 [2 |3 [4 |5
xa hoi theo ké hoach, théng béo chung ctia UEH, TTV, khoa,

vién va cac don vi khac.

Lé6p trudmg/ 16p pho vién don dbc, khuyén khich, nhic nhé,
dong vién, gitp d& cac thanh vién trong 16p chu dong tham
2 gia cac hoat dong cac hoat dong hoc tip, rén luyén, vin hda, | 1 |2 |3 [4 |5
nghé thuat, thé duc, thé thao, doi séng va cac hoat dong xa

hdi dugc t6 chirc trong va ngoai UEH.

Lép trudng/ 16p pho chit dong bao cdo day di thong tin, tinh
3 | hinh hoc tap, rén luyén theo hoc ky, ndm hoc va nhimg viéc | 1 |2 |3 |4 |5
dot xuét cta 16p véi CVHT va UEH khi cin thiét.

L6p trudng/ 16p phé phdi hop chit ché va thuong xuyén véi
4 td chitc Poan Thanh nién - Hoi Sinh vién trong hoat ddong |1 |2 |3 |4 |5
cua lép.
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Lép trudng/ 16p pho ludn ling nghe ¥ kién déng gop va ludn
5 sn sang giai dap thic méc, gitip & va ho trg cac thanh vién 2 415
trong 16p.
’ Lép trwdng/ 16p pho ludn cong khai minh bach cc hoat dong 5 ne
tai 16p.
Lép trudng/ 16p pho Iudn dai dién cho sinh vién cia 16p li€n
hé v6i CVHT 16p va cac giang vién bo mon; d& nghi cac don
7 vi chirc ning giai quyét nhitng vén d8 lién quan dén nhiém 2 415
vu va quyén loi ctia sinh vién trong sudt qua trinh hoc tap va
reén luyén.
3 Lép trudng/ 16p pho tham gia dly du cac cudc hop 16p va san 5 nE
sang ho trg cong viéc khi UEH huy dong.
Piém phan hoi ciia sinh vién dbi v6i 16p truémg = Trung binh cong diém phan hoi
céc tidu chi cua 16p sinh vién ddi véi 16p trudng
Piém phan hdi ciia sinh vién ddi voi 16p phé = Trung binh cong diém phan hoi
céc tidu chi cua 16p sinh vién dbi véi 16p pho

A.
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PHU LUC 2
PHIEU KHAO SAT Y KIEN CO VAN HQC TAP VE

CONG TAC BAN CAN SU LOP SINH VIEN
Péi twong thwe hién: C6 van hoc tap 16p sinh vién
Poi twong dwge danh gia: Lop trudng va 16p pho 16p sinh vién
Thang do:
1 = “Hoan toan khong ddng y”
2 = “Khong dong y”
3 = “Binh thuong”
4 =“Ddng y”
5 = “Hoan toan ddng y”

STT Noi dung Mikc do
, L6p trudng/ 16p pho pho bién, trién khai day du va kip thoi (12 lslals

céc thong tin ma CVHT cung cip cho 16p.

Lé6p trudng/ 16p pho cap nhét va phd bién théng tin hoc tap,
2 | hoat dong theo ké hoach ctia UEH, TTV, khoa/vién vacac |1 |2 |3 |4 |5

don vi khac mot cach thuong xuyén, kip thoi.

L6p truéng/ 16p phé gidm sat, don dbc thanh vién 16p chip
3 hanh nghiém chinh quy dinh, quy ché, vin héa tng xr tai |1 |2 |3 |4 |5
UEH.

L6p trudmg/ 16p phé bao céo day di, kip thoi tinh hinh, cac

van dé trong 16p va hoan thanh tét cac nhiém vu duge giao.

L6p trudng/ 16p phé ling nghe, hd trg cac thanh vién trong

16p mot cach tich cuc va ¢6 trdch nhiém.

Lop trudng/ 16p phé ludn dai dién 16p lién hé, phan 4nh cac
6 | vAn dé phét sinh (néu c6) v6i CVHT/giang vien/UEH trong | 1 |2 |3 |4 |5

qua trinh hoc tép va rén luyén.

. L6p trudng/ 16p pho danh gid/ghi nhan/xir Iy cac van dé (lalslals
trong lérp' mét cach khach quan, cong bing va minh bach.

Piém phan hdi ciia CVHT ddi v6i 16p truémg = Trung binh cong didm phan hoi

céc tiéu chi do6i vai 16p trudng
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Piém phan hoi cia CVHT dbi v6i 16p phé = Trung binh cong diém phan hoi cac

tiéu chi ddi véi 16p phé
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PHU LUC 3
PHIEU PANH GIA MUC PO HOAN THANH CONG VIEC BAN CAN SU LGP
SNH VIEN CUA PHONG CHAM SOC VA HO TRQ NGUOT HOC

Péi twgng thye hién: Phong Chidm séc va hd trg ngudi hoc

UE

UNIVERSITY

Péi twgng dwge danh gia: Lop trudng va 16p phoé 16p sinh vién
Thang do:

1 = “Hoan toan khong ddng y”

2 = “Khong ddng y”

3 = “Binh thuong”

4= “Béng y”

5 = “Hoan toan ddng y”

STT Noi dung Mirc d
! Lop trudng/ 16p phé thuc hién ding va day dd nhiém vu 1 1alslals
theo quy dinh.
, Lp trudng/ 16p phé phd bién day du, kip thoi cac thong tin o ls lals
tir CVHT va UEH

L6p trudng/ 16p pho ludn dai dién 16p lién hé, phan 4nh cac
3 | vén @& phét sinh (néu ¢6) v&i UEH trong qua trinh hoc tap | 1 |2 |3 |4 |5

varen luyén.

Lép trudng/ 16p pho thuce hién bao cdo cong tac Ban can su

16p sinh vién dang thoi gian theo quy dinh.

Lop trudéng/ 16p phé ludn minh bach trong hoc tap, rén

luyén va trong viéc quan ly 16p.

L&p trudng/ 16p pho thuc hién danh gid mirc dd hoan thanh
6 cong tac Ban cén sy 16p sinh vién dang theo thoi gianquy |1 [2 |3 |4 |5
dinh.

; L6p trudng/ 16p phé ludn sdn sang hd trg cac cong tac khi (o lslals
c6 su huy dong tir CVHT va UEH.

Piém CSHTNH d4nh gia dbi véi 16p truéng = Trung binh cong diém danh gia

cac ti€u chi d6i véi 16p trudng

- A. 59C Nguyen Dinh Chieu, Dist.3, HCMC, Vietnam | E. info@ueh.eduwvn | T. 84-28-38295299 | W.www.ueh.edu.vn




UEH

UNIVERSITY 13

Piém CSHTNH d4nh gi4 dbi véi 16p phé = Trung binh cong diém dénh gia cac
tiéu chi dbi vai 16p phod
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UNIVERSITY 14

PHU LUC 4
KET QUA PANH GIA MUC PO HOAN THANH CONG TAC
BAN CAN SU LOP SINH VIEN

Két qui ddnh gia xép loai 16p trwéng/ 16p phé = Trung binh cong didm dénh gia cac
d6i trgng danh gia

Bing 1: Bang két qua va xép loai két qua mirc d danh gia cong viéc

STT Piém danh gia trung binh Két qua
1 T 4.0 d&én 5.0 Hoan thanh tét
2 Tir 3.0 dén can 4.0 Hoan thanh
3 Tir 2.0 dén can 3.0 Chua hoan thanh
Chua hoan thanh
4 Dudi 2.0 (Pé nghi bai nhiém va d& xuét
BCS 16p sinh vién mai)

Bang 2: Hé s6 diéu chinh phu cip trach nhiém

STT Két qua Hé s6 diéu chinh
1 Hoan thanh t6t 1.0
) Hoan thanh 0.8
3 Chua hoan thanh 0.0
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