UBND TINH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG CAO PANG KY THUAT Péc 1ap - Tw do - Hanh phic
CONG NGHE NHA TRANG
Sb: 517/Qb-CPDKTCN Khanh Hoa, ngay 18 thang 12 nam 2025
QUYET PINH

Ban hanh quy trinh Quan ly phong hoc, nha xuwéng

o HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG

Can cit Quyét dinh s6 126/QD-CPKTCN ngay 18/8/2025 ciia Hiéu truong vé viéc Ban
hanh Quy ché té chirc va hoat dong ciia Trwong Cao ding Ky thudt Cong nghé Nha Trang;

Can cir Théng tw sé6 28/2017/TT-BLPTBXH ngay 15/12/2017 ciia BS truéng Bo
LDTB&XH Quy dinh hé thong bao dam chat leong ciia co sé gido duc nghé nghiép;

Can cir Théng bdo s6 187 /TB-CPKTCN 07/8/2025 ciia Hiéu truwéng truong Cao dang Ky
thudt Céng nghé Nha Trang vé viéc xdy duwng, ra soat, diéu chinh quy ché, quy dinh, quy trinh;

Theo dé nghi ciia Truwong phong Qudn tri chdt lwong - Hoc sinh, sinh vién, Truéng
phong Pao tao - Co s6 vit chdt..

QUYET PINH
Piéu 1. Ban hanh kém theo Quyét dinh nay 1a Quy trinh Quan 1y phong hoc, nha xuéng.
( Quy trinh kem theo)

Piéu 2. Quy trinh kém theo Quyét dinh nay dugc thay thé cho quy trinh da ban hanh

trude day va co hiéu luc tr ngay ky.

Piéu 3. Truong phong Quan tri chét luong - Hoc sinh, sinh vién, trudng phong Pao tao -
Co sd vat chit, truong cac don vi, ca nhan lién quan chiu trach nhi¢m thi hanh Quyét dinh nay./.

Noi nhin:
- Nhu diéu 3
- Cdng thong tin dién tir truong;
- Luu VT, QTCL - HSSV.

ThS. Nguyén Vin Luec



UY BAN NHAN DAN TINH KHANH HOA
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG
Dia chi: Duong N1, Béc Hon lf}ng, Nam Nha Trang, Khanh Hoa
Dién thoai: 0258.3881139 Email: cdkten@khanhhoa.gov.vn
Fax: 0258.3881139 Website: www.cdktennt.edu.vn

| QUY TRINH
QUAN LY PHONG HOQC, NHA XUONG

Mahéa : QT.30
Ban hanh lan : Thir hai
Hiéu lye tir ngdy : 18/12/2025
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1. MUC PIiCH VA PHAM VI AP DUNG

a. Muc dich:

Viéc xdy dung, thuc hién quy trinh Quan Iy phong hoc, nha xudng nham: Quy
dinh trach nhiém, quyén han va phuong phap thuc hién cong viéc quan 1y phong hoc,
nha xudng cua nha truong phuc vu cac hoat dong chuyén mon va cong tac dao tao hic¢u
qua.

b. Pham vi ap dung:

- Ap dung cho moi bo phan str dung phong hoc, nha xudng, phong thi nghiém co
anh huong dén hoat dong giang day va nghién ctru khoa hoc tai cac Khoa/Trung
tam/Phong ban;

- Truéng don vi chiu trach nhi¢m gidm sat viéc thuc hién quy trinh nay;

- Nguoi dugce giao trach nhiém quan 1y phai tuan thu theo quy trinh nay;

- Quy trinh 4p dung cho toan truong.

c. Co s& dé xay dung quy trinh:

- Can ci vao Quyét dinh s6 583/QD-CPKTCN ngay 27/04/2018 V/v ban hanh
quy dinh vé quan 1y tai san, thiét b, cong cu, dung cu, vat tu thuc hanh cia Trudng
Cao dang K¥ thuat Cong nghé Nha Trang;

- Can cr vao chtrc niang nhiém vu ctia phong Pao tao — Co so vt chat.

2. PINH NGHIA VA TU VIET TAT

a. Pinh nghia:

Phong hoc, nha xuong 1a co s& truong 16p, phong thi nghiém, phong may va
trang thiét bi Truong giao cho ca nhan, don vi quan 1y va st dung phuc vu cong tac
day va hoc, nghién ctru khoa hoc trong nha truong.

b. Tir viét tit:

- BGH : Ban Giam hiéu.
-DPT-CSVC : Dio tao — Co s& vat chat.
-TC-TC ~ : T chtrc — Tai chinh.

-CSVC : Co s6 vat chat.
- TSCb - Tai san cb dinh.
-LT : Ly thuyét.

- TH : Thuc hanh.

- PH, NX : Phong hoc, nha xuong.



- BT, BD : Bao tri, bao dudng.
3. Luu do: ( Xem trang 4)
4. Pac ta: ( Xem trang 5-8)



QUY TRINH QUAN LY PHONG HQC, NHA XUONG
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Bo phan/

Bo phan/

Tén buéc cong s ‘. Nguoi phdi | Két qua dat | Han hoan 2 x
STT viée Noi dung Nguoi thye hop thue dwoc thanh Bi¢u mau
hién cn
* hi¢n
Dinh ky hing nim hodc khi ¢6 nhu cau '
Téng hop thong d_(f)t xqéit, can cu’ Yéo sf) lq?ng ,hc_)i: sinh, ’ T}'U’GC khi .
1. ltin. xac dinh nhu sinh vién, co s& vat chat hién c6 cua don Ca Phiéu d& xuét ngqm hoc l'ihﬁfl BM/QT.27/
Au ' vi, cdc ca nhan/don vi ¢ trach nhiém 1ap|nhan/don vi giang/ khi c6 |PT-CSVC /01
dé xuat va gui vé Phong Pio tao — Co so nhu cau
vat chat dé tong hop, xem xét.
- Cian ctr quy ché T6 chtic va hoat dong
cua nha trudng; phong;
- Can ctr ké hoach dao tao nam hoc cua
phong Pao tao — Co s¢ vat chat; , )
Lap ké hoach phan|- Can ctr tinh hi S vt chét hién cd : Truge khi
5 bép hen .hoc pnhé - Pan cu ‘?nh hinh co s& vat chat hién co Phong DT- Cic dom vi Ké hoach phan |[ndm hoc khai
+ oo prone ot milcua don vi; ‘ CSVC Hbo giang/ khi co
g - Can ctr nhu céu dao tao theo tung nhu cau
nganh, nghé va s6 luong HSSV cua tung
don vi;
- Lap ké hoach phan bo phong hoc, nha
xuong.
Ké hoach phan|Trudc khi
3. |Phé duyé¢t ké hoach Ban gién3 hifeu >‘<em xét p}}é d}lyét ke| Ban E}iém Phong DT- bo‘ phong I{QC’ ngﬂm hoc 1'<ha}1
hoach phan b6 phong hoc, nha xudng hi¢u CSVC  |nha xuong glang{ khi c6
dugc phé duyét nhu cau




Bo phan/

Bo phan/

Tén buéc cong ns 1. Nguoi phdi | Két qua dat | Han hoan 2
STT viée Noi dung Ngul’:;’lé:lhl'rc hop thue duoc thanh Bicu mau
: hién
. ) ) Céac don vi st
Ca9 cu k‘e hoach duc;rc ]?GH ;phe; duyret ‘ Phong DT- |dyng tiép nhan|Thoi khoa
4. |Té chirc thuc hign [Phong Dao tao-Co so vat chat t6 chie Phong DT- CSVC  |phong hoc,|biéu theo ting
i ~ |thuc hién phan b6 phong hoc, nha xuong CSVC Cac don vi [xuong thuclhoc ky
theo diing ndi dung va tién d quy dinh. " lhanh T
Sau khi tiép nhan phong hoc, nha xuong, St dung
cac don vi co trach nhiém quan ly, khai Phong DT- ' quén.l}'/ ’
5. |Khai théac st dung théc va su dung dung myc dich, hiéu qua; Céac don vi CSVC Khai thac su xuong thuc
) dong thoi chap hanh nghiém cac quy | Céc don vi dung hanh. theo
dinh, nf1 quy vé quan 1y, sit dung phong : thoi f(h()a bidu
hoc, nha xudng va xudng thyc hanh.
BM/QT.27/
St dung, giam sat, |- Bao cdo qu4 trinh st dung; Ponvi |PhongDT- .~ Theo nam hocPT-CSVC/01,
6. | bdocdo, dé xuat | P xujt cai tao sira chita chéng xuén quanly, sit | CSVC A o A hogc theo hoc [BM/QT30/
o ol ; - & xuong dung | Céic don vi |P€ Xuat ky/dot xust |PT-CSVC/01
sua chua cap. x : : BM/QT30/
DT-CSVC /02
Dinh ky, phong Dao tao — Co s¢ vat chét .
phoi hop voi cac khoa, phong, don vi tién Phong DT- Phong DT- Theo nim hoc
7. |Kiém tra dénh gia |hanh kiém tra, dénh gid viéc sit dung|CSVC, Pon| ooy pien ban hodc theo hoc oM/ T30/
ghgggm hicairé?lé xuong bao dam hi¢u qua, Vls gléif;g, Cac don vi ky/dot xut DT-CSVC /03
U u : ;




Bo phan/

Bo phan/

Tén buéc cong ns 1. Nguoi phdi | Két qua dat | Han hoan 2
STT viée Noi dung Ngul’:;’lé:lhl'rc hop thue duoc thanh Bicu mau
: hién
Cén cir dé xuét cta cdc don vi va bién ban Phong PT- | . ‘
o . |kiém tra, dénh gia, Phong Pao tao — Co| CSVC, Bang d‘-I, tru
g |Dwtrukinhphi s vat chit 1ap dy tri kinh phi bao tri, bao| Phong BT-| oo\ o [Kinh phi BT, ‘
BT, BD dudng, chéng xudng cip phong hoc va] CSVC TC BQ ChOI}g 07 ngay
nha xuong. Cac don vi |F0On€ €aP
Phong DT-
Kinh phi dugc duyét CSVC, |Co kinh phi
BGH Phong TC- |thuc hién 02 ngay
TC
9. |Phé duyét kinh phi Phong DT-
_ CSVC, i bug
Kinh phi khong dugc duyét BGH Phong TC- Qua}y ai bude ‘
trudc 03 ngay
TC
Phong BT-
" L o Phong BDT-| CSVC, [Phong hoc, Theo h
10118 ehice thue hicn Kiém A’tra, gidm szit don vi thi cong BT, cgyC, Cac| Phong KH- [xudng thuc e h(?ép;
: re hien \BD chéng xubng cap donvilien| TC  |hanhdugc BT, | (Ore 199
i , . thoa thuan
quan Céc donvi BD
lién quan
. Pua phong hoc, xudng thuc hanh vao| Phong DT-| Phong DT- |Phong hoc, BM/QT.27/
11. |Luu hd so quin 1y, sir dung CSVC, Céc| CSVC, Cac [xudng thuc PT-CSVC
' don vi lién | don vi lién |hanh trong tinh /01,
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5. Cac cong cu/biéu miu/huwéng din

STT

Tén cong cu/biéu mau/hwéng din

Ma hoa

Giay dé xuat

BM/QT.27/DT-CSVC/01

2 |Béo cdo don vi quan ly str dung BM/QT.30/BT-CSVC/01
3 |Bdo cao phong BT-CSVC BM/QT.30/DT-CSVC/02
4 |Bién ban kiém tra BM/QT.30/DT-CSVC/03




BM/QT.27/DT-CSVC/01

TRUONG CAO PANG KY THUAT CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Doc 1ap — Tw do — Hanh phiic
PHONG/KHOA/ TRUNG TAM..............
BOMON..................
GIAY DE XUAT

Kinh gui :
- Ban Giam hiéu.

- Phong/Khoa/Trung tam....................
- BOmoén.........
Hoo VA (N oo
ClIC VU & oo
D OmN VIi
Noi dung:
DE PIUC VU oo e e
To61 xin dé xuat ............ nhu sau

Tréan trong kinh dé nghi./.
Khanh Hoa, ngay .... thang .... nam... ...
Phong PT-CSVC Phong/Khoa/Trung taim B§ mon/Nguoi dé xuat

Ban Giam hi¢u



BM/QT.30/BT-CSVC/01

TRUONG CAO DANG KY THUAT CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Doc 14ap - Tu do - Hanh phiic
KHOA.......cvuuneenen.

BAO CAO QUAN LY PHONG HQC, NHA XUONG
BOQ MON................. NAM HOC..................

Kinh gri: - Ban Giam hi¢u;
- Phong Pao tao - Co sé vat chét;

Bd mon xin bao céo vé tinh hinh quan ly, phong hoc nha xudng tai bd mon nhu sau:

STT Tén phong hoc, nha xuwdéng Noi dung quan ly Tinh trang Ghi chu

Ponviquanly st dung ki€n nghi: . .. ... . . e e :

B4o c4o nay lap thanh 03 ban, giri Ban Giam hi¢u 01 ban, phong Dao tao - Co s& vat chat 01 ban bao cao; 01 ban luu
tai don vi./.
Khanh Hoa, ngay.....thang ...nam ...........
Khoa B6 moén




BM/QT.30/DT-CSVC/02

UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Doc 1ap - Tw do - Hanh phuc
CONG NGHE NHA TRANG

Khanh Hoa, ngay ... thang ... nam ........

BAO CAO
CONG TAC QUAN LY, PHONG HQC, NHA XUONG

Kinh gui: Ban Giam hi¢u

Nham dao bao du diéu kién phong hoc, nha xuéng thuc hanh, phong Dao
tao - Co sO vat chat bdo cdo cong tac quan 1y cac cong trinh phong hoc, nha
xudng cua truong nam hoc 20.....- 20..... nhu sau:

1. Cong tac stra chira, bao dudng

Trong nam hoc, phong da trién khai cdc hoat dong sura chira, bdo dudng
co s& vat chat nham ton tao, chong xudng cap, dam bao an toan va nang cao
hi¢éu qua stir dung cac cong trinh phuc vu giang day, cu thé:

...............................................................

2. Cong tac mé rong, xay méi co sé vat chat

Nam hoc 20.... -20..... trudong da thuc hién mdt ) hang muc mo rong, xay
ma1 phong hoc, nha xudéng, cac cong trinh phu trg, cu thé:

............................................................
...............................................................

3. Cong tac quan ly, sitr dung phong hoc, nha xwéng

Trong nam hoc vwra qua, viéc quan ly, khai thac st dung phong hoc,
xuong thuc hanh va cac khu vuc lam viéc phuc vu day va hoc dugc thuc hién
dung muc dich, hiéu qua. Cong tac kiém tra, danh gia thudng xuyén gitp kip
thoi phat hién, khéc phuc cac tdn tai, cu thé:



4. Két luan va kién nghi

Cong tac quan 1y phong hoc, nha xudng co ban dap tng tét yéu ciu giang
day va hoc tap.

Kién nghi Ban Gidm hi¢u xem xét, tao diéu kién bd sung kinh phi cho
cong tac sira chira, bao dudng dinh ky va du tu xdy dung méi mot sé hang muc
can thiét trong nam hoc tdi

................................................................................................................................

Bao cao nay 1ap thanh 02 ban, gii Ban giam hiéu 01 ban bao céo; 01 ban
luu tai phong Pao tao - Co sé vat chat./.

Phong Pao tao - Co sé vat chat
(Ky, ghi ro ho tén)



BM/QT.30/DT-CSVC/03

TRUONG CAO DANG KY THUAT CONG HOA XA HOI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc 1ap — Tw do — Hanh phiic
PAO TAO — CO SO VAT CHAT

, ’ B}EN BAN KIEM TRA ]
PANH GIA QUAN LY PHONG HQC, NHA XUONG

Hom  nay, ngay.....thang....nam  20..... Tai  Phong

hoc/xuong................ bOdmon ............... thudc khoa...... , chung t61 gém co:

I. Pai dién phong Pio tao - Co sé vat chat:

1.Ong(ba):.... v Chucvu: ..o,
2.0ng(bA):. .. Chucvu: ..o,
3.0ng(ba)i....ccevviiiiiiiian. .. Chicvu: ..o,
I1. Pai dién B0 mon, Khoa (Pon vi quén ly sir dung):

1.Ong(ba):....ove e Chucvu: ..o,
2.0ng(bA): ... Chucvu: ..o
3.0ng(ba):...cccooveiiiiiiin. . Chtrc vu

Chung t61 cung tién hanh ki€ém tra phong hoc, nha xudng vdi cac ndi dung
sau:

STT | Tén phong hoc, nha xwéng | Tinh trang phong hoc, nha xwéng | Ghi chu
01
02

03

Bién ban kiém tra dugc cac bén thong nhat nhitng ndi dung trén.
Bién ban két thiic vao luc...... gid.... cung ngay, lap thanh 02 ban, moi
bén gilr 01 ban va co6 gia tri phap 1y nhu nhau./.
Phong PT-CSVC Khoa Dai dién don vi str dung
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