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TM. NHOM SOAN THAO TRUONG KHOA HIEU TRUONG

Tran Quang Huy HO6 Minh Tri ===~ L& Tri Khai




1
I. Muc dich, pham vi va déi twong ap dung
1. Muc dich

Quy trinh nay quy dinh cach thuc quan ly, theo ddi viéc sir dung, khai thac
xuong, phong thuc hanh, qua d6 gop phan nang cao hi¢u qua trong viéc khai thac,
hoat dong xudng, phong thuc hanh thudc cdc Khoa cua Truong Cao dang Kon
Tum.

2. Pham vi va déi twong &p dung
a) Pham vi

Quy trinh nay ap dung ddi vai viéc st dung, khai thac, van hanh cac xuong,
phong thuc hanh cho toan Truong.

b) Poi twong &p dung

Quy trinh ndy ap dung ddi vai tat ca cac don vi, ca nhan co lién quan dén sir
dung, khai thac cac xuong, phong thuc hanh caa Truong.

I1. Pinh nghia va tir viét tit
1. Pinh nghia
- Xu’(yng/phbng thuc hanh 1a noi to chuc giéng day va hoc tap thuc hanh,
thuc tap, ren luyén dé hinh thanh cac ky nang nghé nghiép va khai thac dich vu.
- Quan ly xuong/phong thuc hanh la qua trinh quan 1y, t6 chic, khai thac
nham nang cao chat luong dao tao va khai thac dich vu.

2. Tir viét tit
BB Bién ban
CM Chuyén mén
TH-HC&QT Tang hop - Hanh chinh va Quan tri
HSSV Hoc sinh sinh vién
HT Hiéu truéng
KH Ké hoach
NG Nha giao
Qb Quyét dinh
QLX Quan 1y xudng
TB Thiét bi

TH/TT Thuc hanh, thuc tap



II1. Co sé xay dung quy trinh

1. Can ctir Quyét dinh s6 659/QD-CPKT ngay 14/7/2023 cua Hiéu trudng
Truong Cao dang Kon Tum vé viéc ban hanh Quy ché té chuc va hoat dong cua
Truong Cao dang Kon Tum;

2. Quyét dinh s6 1387/QD-CPKT ngay 19/10/2023 cua Hiéu truong Truong
Cao dang Kon Tum vé viéc ban hanh Quy ché quan Iy va sir dung tai san cong.

3. Quyét dinh sé 1512/QD-CPKT ngay 30/10/2023 cua Hiéu trudng
Truong Cao dang Kon Tum Vvé viéc ban hanh Quy dinh ché d6 lam viéc caa nha
gi4o.



IV. Luwu db

QUY TRINH QUAN LY XUONG

Lap ké hoach

Khai thac, sir dung

Stra chira, bio duwdong

Luu trir

4. Pé xuét str
dung xudng

3. Trién khai ké
hoach va khai
thac, sir dung

6. Tiép nhén,
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V. Pac ta

Bo phan/

Bo phan/

T TerAl bwq(iva N@i dung Negwbi thyc Nguwoi phoi| Keét qua dat Han\hoan Bidu miu
cong viéc hién hop thwc dwoc thanh
’ : hién
Can ctr ke hoach, tien @6 dao tao hoac
nhu cau, nhiém vu dugc phén cﬁqng, Du thio KHI_ .
1 Bl:Lap KH st |dau hoc ky, Khoa xay dung KH tong| Cac Khoa | Phong TH- na thé st bau hoc kyBM/QT21/
dung xudng thé phan bo, su dung xuong gui CM HC&QT dung <N nam hoc KTCN/01
phong TH-HC&QT Kkiém tra, trinh e, g
HT xem xét, phé duyét.
Trén co sé du thao KH tong thé phan . |KH tong thé
bo, st dung xuéng cua Khoa, HT xem Khoa; oo dung xuang \
2 |B2: Duyét o T A | 2 HT Phong TH- .. Y 2 ngay
xét dat yéu cau phé duyét cho trién HC&QT da duoc phé
khai thuc hién. duyét
Can cir KH tong thé sir dung, xudng R . :
da duoc phé duyét, Khoa to chuc trién Th? ng be}o KH Ngay sau khj
o Ao N phan bo, suKH duoc phé
v khai s dung, phan cdng nha giao dune xusn duvet
B3: Trién khai QLX ra soat dieu kién, tinh trang, . , _|ovne 9. qy, '
. o X Lia . - ~ .| Cac Khoa | Cac don vi Su dung
3 |KH vakhai thac, |diéu kién, hién trang ky thuat caa . 2 X 2| >
\ \ A A . CM lién quan |Sap xep, to|quan ly
su dung xuong va thong bao cac don vi, nha , s )
2 X P : churc khai thac,|xuong  theo
giao co nhu cau st dung dé trien khai ) , . .
A C oS ) su dung xuongThoi  khoa
thuc hién, khai thac, sir dung xudng hia . 2
b IéU qua. biéu
trong nam hoc.
B4: D& xudtsi  |an 6 ke hoach, tien do ddo ta0 a0\ v | cac Khoa |THICw d€ xuatiThel  khOagyy o)y
4 \ nhiém vu dugc phan cong va K| A su dung|biéu hoac khi
dung xudéng 2 [ \ | conhucau CM \ 4 X KTCN/02
hoach tong thé s dung, xudng, nha xudng, TB vajco nhu cau




Bo phan/

Bo phan/

T TerAl bwq(iva N@i dung Negwbi thyc Nguwoi phoi| Keét qua dat Han\hoan Bidu mau
cong viéc hién hop thwc dwoc thanh
; hién
gido, cac don vi cO nhu cau dé xuat cac dieu kién
yéu cau st dung xudng thuc hanh, phuc vu giang
TB, dung cu dao tao. day thuc hanh
thuc tap
Trén co s¢ d€ xuat sir dung xudng,
Khoa phan cong nha giao QLX tong 7
hop, ra soat dieu kién, tinh trang, thoi Tong hop nhu
gian su dung xuong, neu thoi gian bi cau su  dung
trang lap hodc dicu kién, tinh trang TB va cac dieu| . ©ah
, A , , s A . ‘ n binh ky dau
B5: Xem xét xuong, VITH khong dam bao thi can| .oy, | NG/Cac kien = = ky hodc
5 X A thong nhat lai thoi gian, bao céo bo don vi lién [Phiéu dé xuat| =, ‘
thong nhat N A X CM , thuong
mon, Khoa xem xét, giai quyet theo quan  |sur dung XUVEN
quy dinh. Néu dam bao Khoa thong xuong, TB da y
nhat theo nhu cau s dung theo dé dugc  thong
xuat va phan cong NG QLX chuan bi nhat.
nha xuong, trang thiét bi dung cu va
thong bao thoi gian stir dung xudng..
- NG qlang day tleB nh.an ban glag Thong bio
nha xudng, trang thiét bi dung cu tu o )
y NG QLX truéc mdi budi hoc hoic : thoi ~ gian st x:
B6: Tiep nhan sir . : % 7 . "I NGgiang | Cac Khoa |dung xuong. Trudc moi |BM/QT21/
6 \ trudc khi thuc hién ké hoach giang 2 s ; 2
dung xudng N 5 day CM SO0 ban giao| budihoc |KTCN/03
day duogc phén cong 1 ngay. . ;
- NG giang day chiu trach nhiém vé nha ~ xuong,
: : : TB, dung cu

cbng tac an toan, vé sinh, bao quan,




Bo phan/

Bo phan/

Tén bwoéc va n ~ Nguwoi phéi| Két qua dat | Hanhoan |_.z =
T cong viéc Noi dung Nglfgl thye hop thuc dwoc thanh Bieu mau
'en hién
khai thac va sir dung trang thiét bi nha
xudng hi¢u qua, dang muc dich trong
sudt qué trinh TH/TT va phdi hop dé
Xuat stra chita bao dudng.
NG giang day ban giao trgl_ lai >§L_r6-ng, T4 chac bin
N th'?t bi’ du’ng cu sau mol bqu h(;)c NG giang | Cac Khoa |giao lai nha/Sau mdi budi
7 |Ban giao hoac ket’thuc dot thuc,hanh. Bao cao day CM Xu6Ng TE hoe
cac su co cua trang thiét bi, tinh trang : dun c’ ’ '
hu hong, mat mat (néu co) ung cu
- NG QLX s& tiép nhan viéc ban giao
tra lai xuong, TB, dung cu sau két
thdc budi hoc.
- Theo d6i qua trinh sir dung xudng
thuc hanh cua nha gido, HSSV céc
l6p hang ngay theo lich hoc. NG giang [S6 nhat ky BM/QT21/
3 B8: Theo dbi, - Thuc hién 5S, kiém tra vé sinh lau| Khoa CM day; Cac |theo ddi su| Thuong KTCN/04
quan ly don xudng thuc hanh. don vi lién |[dung  xuongl  Xxuyén

- T6 chac quan ly khai thac, st dung quan |thuc hanh

xuong hiéu qua.

- Kiém tra, xac dinh hién trang cudi
ngdy (ngay khi két thic budi thuc
hanh dé béo céo néu gap céc su cb).

- Kiém tra van hanh dinh ky thiét bi




Bo phan/

Bo phan/

T TérAl bu’éj(ivé N&i dung Negwdi thuc Ngudi phdi| Két qua dat Han\hoén Bidu mau
cong viéc hién h()’p_thl.l’C dwoc thanh
; hién
may mac.
- Trong qua trinh TH/TT, NG giang
day chiu trach nhiém quan ly va bao
cdo cac su c6 hong hoic mat mat thiét
bi trong sudt thoi gian nhan ban
giao... (néu co). B4o céo tinh| Thuong |BM/QT21/
- NG QLX tiép nhan cac thong tin veé NG giang |hinh xuéng, su| xuyén hoic |KTCN/05;
o |BY: Bao cao tinh hinh xwong va thiét bi, bao cao| Céc Khoa day;  [co (neucd); |dinhky (thoi BM/QT21/
' tinh trang hu hong, mat mat ... (néu CM Phong TH- |Bao céo két| gianthuc | KTCN/06
c6), dé xuat cac bién phap khic phuc, HC&QT |qua nhiém vu| hién két thiic
sua chira. quan 1y xudng.| nam hoc)
- Cubi ky/cudi naim hoc NG QLX phai
b4o cao tinh hinh, két qua st dung
xuong thuc hanh vé Khoa dé tong hop
bado BGH xem xeét, phé duyét.
Khoa thuong xuyén theo ddi, tong B
hop bé&o céo tinh hinh st dung xudng £ 4o~ |BM/QT21/
S e T 44 A uniA e ~ xuat/phuong |Két thuc nam _
B10: D& xuht sira |[NWC Nanh; Tir d6 d¢ xuat sua chi¥a, 4. 1noa | phong TH- lan sira chia, hoc; két thic | SN0
\ ~ . X g | hoc;
10 chira bao _du:ong n%la xuong thiet bi 2 CM HC&QT |bao dudng hoc ky hoac BM/QT21/
Phoi hop Phong TH-HC&QT kiém tra A A "ene o 4o |KTCN/OS;
Bién ban kiém| do6t xuat

danh gia viéc khai thac, sir dung hiéu
qud, dung muc dich

tra, danh gia




Bo phan/

Bo phan/

T TérAl bu’éj(ivé N&i dung Negwdi thuc Ngudi phdi| Két qua dat Han\hoén Bidu mau
cong viéc hién h()’p_thl.l’C dwoc thanh
; hién
bé
Trén co so d& xudt va kiém tra danh Phong TH- )(eUPhuote
11 |B11: Duyét gi4 cua cac don vi, HT phé duyét d¢ HT HC&QT; bio dus d: 1 ngay
Xuat sira chira, bao dudng, mua sam Khoa CM |20 duong da
duoc phé
duyét
- Phong TH-HC&QT phoi hop Khoa
t6 chac trien khai khac phuc nhiing
ton tai sau viéc kiém tra danh gié viéc
st dung phong hoc nha xuong co hiéu
qua, dung muc dich. , Ké hoach sua -[rr:?]?] S&g
12 B12: Stra chira, |- Thuc hién tha tuc sua chira, thay thé| Phong TH- | Cac Khoa |chira, bao chita. bao
bao dudng thiet bi, bao tri, bao dudng dinh ky| HC&QT CM duong, mua , . "
N2 P dudng trang
theo Bé Xuat. sam thit bi
- Khoa phoi hop cac don vi theo dai, '
cap nhat tinh hinh, nghiém thu bao tri,
bao dudng theo ké hoach da dugc HT
phé duyét.
Sau khi nghiém thu sta chira, bao Bién ban Irk:?\z SQI;QI
13 |B13: Ban giao dudng hoac khac phuc sy co, Phong| Phong TH- | Céac Khoa [nghiém  thu, chita. bao
' TH-HC&QT tién hanh ban giao] HC&QT CM ban giao su '

xudng, trang thiét bi

dung

dudng trang
thict bi




Bo phan/

Bo phan/

T TerAl bwq(iva N@i dung Negwbi thyc Nguwoi phoi| Keét qua dat Han\hoan Bidu mau
cong viéc hién hop thwc dwoc thanh
; hién
Khoa tiép nhan ban giao tir Phong ffrlllr? nt?an trggg
.. |TH-HC&QT sau khi da dwoc sta ., \ T HEns T4 Ngay sau khi
B14: Quan ly st N g 2 2 2 .x o, | CacKhoa |Phong TH-[tng nhu cau s
14 chira hoac khac phuc su ¢o va to chuc \ thuc hién ban
dung AR \ AR CM HC&QT |sir dung ngay :
quan ly st dung xuong, thiét bi, Khi  tid giao
chéng xuéng cap sau khi-tiep
' nhan
Khoa Iap va luu ho so khai thac, quan
1y xudng theo quy dinh.
) A NG QLX c6 trach nhiém luu giir ho| Céac Khoa | Phong TH- | ., x Theo tung
15 Bl>:Luuhoso o 4 Khoa, bo mon quan ly, kiém tra CM HC&QT B6 o so nim hoc

viéc su dung, khai thac xudng, phong
thuc hanh.
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VI. Céc cbng cu/biéu miu/hwéng dan

STT [Tén cong cu/biéu miu/hwéng dan Ma hoa
1 |Ké& hoach sir dung xudng BM/QT21/KTCN/01
2 |Phiéu dé xuat sir dung xudng BM/QT21/KTCN/02
3 |S6 ban giao thiét bi, dung cu, vat tu BM/QT21/KTCN/03
4 |S6 nhat ky str dung xudng thuc hanh BM/QT21KTCN/04
5 |Bao céo tinh hinh xudng thuc hanh BM/QT21/KTCN/05
6 |Bé&o céo két qua quan Iy xuong BM/QT21/KTCN/06
7  |Pé xuat stra chira, bao dudng BM/QT21/KTCN/07
8 |Bién ban kiém tra sir dung xudng BM/QT21/KTCN/08
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