VIEN HAN LAM CONG HOA XA HQI CHU NGHIA VIET NAM

KHOA HQC VA CONG NGHE VN DPéc 1ap — Ty do — Hanh phuc
TRUONG DAI HQC KHOA HQC
VA CONG NGHE HA NOI
sé: 4.3 /Qb-DHKHCN Ha Noi, ngay 24 théng § nem 2023
QUYET PINH

Vé viéc ban hanh Quy dinh veé cong tac co van hoc tap

HIEU TRUONG
TRUONG PAI HOC KHOA HQC VA CONG NGHE HA NOI

Cdn ctr Quyét dinh s6 2067/0P-TTg ngay 09/12/2009 cia Thii twéng Chinh phi
vé viéc thanh Idp Truong Dai hoc Khoa hoc va Cong nghé Ha Noi (DHKHCNHN);

Cdn cik Quyét dinh s6 2557/QP-TTg ngay 30/12/2016 cia Thi twéng Chinh phii
vé viéc ban hanh Quy ché Té chire va Hoat déng cia Truong PHKHCNHN;

Cin cik Quyét dinh s6 1292/0P-PHKHCN ngay 22/12/2022 cia Hiéu trudng
Truwong PHKHCNHN vé viéc ban hanh Quy ché dao tao trinh d¢ dai hoc;

Xét dé nghi ciia Trudng phong Qudn Iy ddo tqo.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh v& cbng tac ¢ van hoc tép
cua Truong DPHKHCNHN.

Pidu 2. Quy dinh c6 hidu luc tir ngay ky.

Piéu 3. Chanh Vin phong, Truéng phong Quén ly ddo tao, Truéng cac khoa
chuyén mén, Giam ddc Trung tim ngoai ngit, Truéng phong Cong tac sinh vién,
Trudng phong Bao dam chit lrong va Khao thi, Truéng phong Td chirc - Nhan su va
c4c c4 nhan lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin:

- Nhu biéu 4;

-HTC;

-PHT NHD;

-PHT TDBP;

-Luu: VT, QLDT.MH.

Pinh Thj Mai Thanh



VIEN HAN LAM CONG HOA XA HOI CHU NGHIA VIET NAM

KHOA HQC VA CONG NGHE VN Péc lip - Ty do - Hanh phiic
TRUONG DAT HQC KHOA HQC
VA CONG NGHE HA NOI
QUY PINH

A A ’ A _K A
Ve cong tac co van hoc tip

(Ban hanh kém theo Quyét dinh s6 148/OD-DHKHCN ngay 24 thing § ném 2023
cua Hiéu truong Truong Dai hoc Khoa hoc va Cong nghé Ha Noi)

Chwong I
NHUNG QUY PINH CHUNG

Di¢u 1. Pham vi diéu chinh va déi twong ap dung

1. Vin ban nay quy dinh cong tac c¢b vin hoc tdp (CVHT) cho sinh vién tai
Trudng Dai hoc Khoa hoc va Cong nghé Ha Noi (sau day goi 13 Trudng).

2. Quy dinh nay &p dung cho cac gidng vién dugc giao nhiém vy CVHT cho cac
chuong trinh dao tao (CTDT) trinh d$ dai hoc tai Trudng.

Piéu 2. Muc dich ciia cong tic CVHT
1. Hd trg sinh vién nim 16 chuong trinh d4o tao va xay dung ké hoach hoc tép
phu hgp.

2. Hd trg sinh vién ¢6 phuong huéng giai quyét cac vén dé lién quan dén hoc tap.

Chwong 11
TRACH NHIEM VA QUYEN LOI CUA CO VAN HQC TAP
Piéu 3. Trach nhiém cia CVHT
1. CVHT phai ndm vimg cac quy ché, quy dinh, chwong trinh va ké hoach dio
tao cia CTDT duge phan cdng phu trach, cic yéu cdu va nhiém vy hoc tép cha sinh vién
dé tu vén, hd trg cho sinh vién.
2. CVHT thuec hién cac cong viéc sau day
2.1. CVHT cho cac CTDT trinh dd dai hoc
a) Tu vén sinh vién lia chon ding ki nganh hoic cac hoc phin tr chon phi hop
v6i nhu ciu, didu kién hoc tap ctia sinh vién va muc tiéu, yéu cu cia chuong trinh dao
tao;

b) Tu vén phuong phép hoc tap, nghién ctru, phét trién ki nang nghé nghiép, ki
ning mém, hd tro sinh vién dat chuén diu ra cia CTDT;



¢) Hd tro sinh vién giai quyét nhitng kho khin vuéng mic trong hoc tp; nhic
nhé sinh vién trong truong hop nhan thiy két qua hoc tip cia sinh vién giam st bét
thuong;

d) Phéi hop véi cac phong, ban chirc nang dé hd trg sinh vién hoan thanh CTDT
hoic dé xir 1y cac khé khan sinh vién gap phai trong qud trinh hoc tap;

€) Bdo cao Linh dao khoa nhimg vén dé lién quan dén CTDT va tinh hinh hoc
tAp cta sinh vién dugc giao phy trach vao cac thoi diém cubi hoc ki, cudi nim hoc, hodc
khi duogc yéu ciu.

2.2. CVHT cho nim b trg tiéng Anh (B0)

a) Tu van phuong phap hoc tap, phat trién ki nang tiéng Anh phd théng va tiéng
Anh hoc thuit;

b) Phéi hop véi khoa ddo tao dai cwong dé tu van cho sinh vién v& céc vén dé
lién quan dén hoc tdp cac mon tiéng Anh khoa hoc;

c) Hd trg sinh vién giai quyét nhitng khé khan vuréng méc trong hoc tip; nhic
nhé sinh vién trong trudng hop nhan thiy sinh vién vi pham céac quy dinh vé ddo tao ctia
Nha trudng va c6 két qua hoc tap khong dat yéu ciu sau mi hoc phén;

d) Phéi hop véi céc phong, ban chirc ning dé hd trg sinh vién hoan thanh nim
hoc BO hoic dé xir Iy cac kho khan sinh vién gdp phai trong qua trinh hoc tip;

e) Béo cdo Gidm déc Trung tAm ngoai ngit nhitng vén dé lién quan dén CTDT
va tinh hinh hoc tép cta sinh vién duge giao phu trach vao cac thoi diém cubi hoc ki,
cubi nam hoc, hodc khi dwoc yéu cau.

Didu 4. Thoi gian 1Am viéc va ché df bio cdo

1. CVHT hop mit véi sinh vién minh phy trach theo hinh thirc truc tiép hoéc truc
tuyén it nhit 3 lin/hoc ki vao dau, gitta va cudi hoc ki. CVHT chu dong sép xép thoi
gian, dia diém gip mit sinh vién, va théng bao cho sinh vién theo hinh thirc phu hop.
Bubi hop mat cAn ¢6 bién ban cd xdc nhén cda dai dién sinh vién cac 16p minh phy trach.

2. Ngoai gip mit dinh ki, CVHT sip xép gip mit cac sinh vién c6 vén dé dic
biét va/hoic ¢ yéu ciu dugec CVHT tu vén.

3. Sau khi giip mit sinh vién, CVHT bdo c4o véi Trudng khoa, Giam dbc trung
tAm cAc vén dé ctia sinh vién.

Piéu 5. Quyén lgi ciia CVHT

1. CVHT dugc huéng cic ché do theo quy dinh ciia Truong.

2. CVHT dugec bb tri thoi gian tham gia céc khoa tap hun nghiép vu lién quan.

Vs
- x -
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Chwong 1
TO CHUC THUC HIEN
Piéu 6. Trach nhi¢m ciia cic don vi trong trwrong
1. Trach nhiém cia cac khoa, trung tim
a) Chiu trach nhiém truéc Hi€u trudng vé viéc phan cong CVHT cho céc
chuong trinh dao tao ma khoa, trung tim phu trach;

b) Xay dung ké hoach trién khai céng tac CVHT hing ndm va thong bdo véi
phong Quan ly dao tao, phong Cong tac sinh vién, phong Bao dam chit lugng va Khao
thi, cac CVHT cua khoa, trung tim;

¢) Quan ly hoat dong CVHT cho cac chuong trinh déo tao ma khoa, trung tdm
phu trach;
d) Hing nam, Trudng khoa bao cdo Hiéu trudng vé két qua cong tac CVHT
cho céc chuong trinh ddo tao ma khoa, trung t4m phu trach va dé xuét cai tién (néu c6).
2. Trach nhiém cia phong Quén 1y dao tao

a) Trén co s& dé xuét cia khoa, trung tdm; phong Quan ly dao tao trinh Hiéu
trudng ban hanh quyét dinh giao nhiém vu CVHT vao d4u mdi nim hoc;

b) Theo dbi, kiém tra, gidm sét cong tic CVHT ctia Trudng; tham muu va béo
céo cho Hiéu trudng cic van dé lién quan;

¢) Xay dung va cung cip céc biéu miu phyc vu cho hoat dong cuia CVHT (Phu
luc);

d) Cung cip théng tin va cac quy dinh lién quan dén dao tao cho CVHT;

e) T chirc thng két cong tic CVHT hing nam; tong hgp trinh Hiu truéng phé
duyét két qua danh gid hoat dong ctia cac CVHT theo timg nam hoc.

3. Trach nhiém cla phong Cong tic sinh vién

a) Phéi hop v6i CVHT va céc phong, ban chirc niing khi ¢ vén d& phét sinh
lién quan dén doi séng sinh vién, tdm 1y sinh vién, ...

b) Cung cép théng tin sinh vién (hd so, ché do chinh sach, ...) cho CVHT;

¢) Cung cip thong tin va tai liéu v& hoat dong ngoai khéa va doi séng sinh vién
cho CVHT.

d) Pé xuit t chuc cac khéa hoc tap huén nghiép vu lién quan cho CVHT.

e) Phéi hop v6i phong Quan Iy dao tao tb chirc téng két cong tic CVHT theo
niam hoc.

4. Trach nhiém cua phong Bao dam chét luong va Khio thi
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a) TS chirc khao sat dinh ki dé 1iy ¥ kién phan hdi ctia sinh vién v& cong tac

CVHT va kién nghi cai tién chét lwong céng taic CVHT;
b) Phdi hop vé6i phong Quén 1y dio tao td chirc tdng két cong tac CVHT theo

nam hoc.
Piéu 7. Khen thwéng va ky luit
CVHT hoan thanh t6t nhiém vu dugc xét thi dua khen thuéng theo quy dinh cua

Trudng. Khoa chiju trach nhi¢m dénh gia va dé xuét khen thuéng véi Trudng.

Piéu 8. Hiéu lyc thi hanh
1. Quy dinh ndy c6 hiéu luc ké tir ngay ky.
2. Trong qu4 trinh thyc hién, néu c6 khé khin, vuéng mic, cac don vi lién quan
dé xut y kién véi phong Quan 1y dio tao dé trinh Hiéu trudng xem xét sira ddi, bd

sung./.
L TRUONG

[ L
7~ TRUENG
DAl HOC/

'<| KHOA HOC X,




Ghi chua

16p sinh vién. Quy dinh tho¢i gian, dia
diém sinh vién c6 thé gap xin tu vén hodic
trao dbi qua dién thoai, thu dién t, ...

- Gi6i thi¢u vé khoa va cac phong, ban
chirc ning dé sinh vién (SV) lién hé khi
cn.

- Phé bién nhitng ndi dung co ban cua cic
quy ché, quy dinh vé hoc tip va rén luyén
clia sinh vién (chti ¥ nhitng b6 sung, thay
d6i méi trong céc quy dinh hién hanh).
Hudng dan sinh vién tim hiéu céc thong
tin trong cudn “S4 tay sinh vién”ctia Nha
trudng.

- Phd bién ké hoach hoat dong nam hoc
va cua hoc ki.

- Tu vAn, huéng dén sinh vién x4y dung
ké hoach hoc tip dé hoan thanh t6t
CTPT.

- Huéng din nhitng diéu cin luu ¢ vé
phuong phép hoc tdp, nghién ciru khoa
hoc, tham gia cic hoat déng doan thé, xa
héi.

- Céc cong viéc khac theo yéu cdu quan
Iy cia Trudng va cia khoa, trung tdm
(néu co).

TT N¢i dung Thoi gian | Sin phim
I D01 v6i nim thir nhit cia chwong trinh dao tao (CTDT) hofic nim bd tro

tiéng Anh

1.1 | Hop déu hoc ki Saukhi |- Danh C6 thé co
- Péi voi hoc ki I: Cong bbd ban cén sy | SV dd sachban | sy tham
16p dugc chi dinh. Phan céng nhiém vy | nh@p hoc | cansy16p | gia cla
cu thé cho ban cén sy 16p. va én dinh | _ Bian ban | 1Anh dao
- Théng béo cho sinh vién dugc biét vé | 16p hoc. hop khoa/
vai tro, trach nhiém cia CVHT déi véi trung tam.




TT Noi dung Thoi gian | San phim | Ghi chi
1.2 | Hop giita hoc ki Truge khi | Bién ban
- Theo di, ndm bét tién d¢ hoc tip, c6 | ket  thic | hop
phuong 4n tu vén, hd trg sinh vién gap | hoc ki 10
khé khin trong hoc tép. tuén.
- Phé bién nhitng thay dbi trong quy dinh
hién hanh v& ddo tao, quan 1y sinh vién
(néu co)
- Huéng din sinh vién lién hé phong
CTSV dé thuc hién c4c thi tuc tam dimg
hoc, bao luu...
- Phd bién c4c cong viéc khac theo yéu
cdu cta Trudng va cia khoa, trung tam.
1.3 | Hop cudi hoc ki Muén nhét | - Bién ban
- So két cac nodi dung d3 thuc hién trong | sau khi két | hop
hoc ki, nim hoc. thic h?c - Danh
- T4 chirc dénh gia két qua rén luyén sinh | < 1 M2 | sch SV
vién theo ké hoach ctia Trudng. (truorf: khi | 42 nghi
- Thong bao nhitng bd sung, thay dbi SV . khen
trong quy dinh hi€n hanh. tha,m glfa, thuéng
: ; ) khéa Giao I
~ X¢ét khen thudng sinh vién (néu cd). duc quéc (néu co)
- Cac cong viéc khac theo yéu cdu quan | phong-an
Iy cla Truong va cia khoa, trung tdm | ninh).
(néu co).
- C6 thé tién hanh hop cudi hoc ki I gop
v6i hop du hoc ki II (ty theo tinh hinh
thuc té).
II | Doi véi nim thir hai tré Ién
2.1 | Hop dau hoc ki Thang 9 |- Danh C6 thé c6
- Pbi v6i hoc ki I: TS chuc hop 1ép sachban | su tham
chuyén nganh biu chon ban cén su 16p. can sy 16p | gia cia
Phan ¢ong nhiém vu cu thé cho ban can - Bién ban | lanh dao
su 16p. hop khoa.

- Théng bao cho sinh vién dugc biét vé
vai trd, trich nhiém cia CVHT dbi véi
16p sinh vién. Quy dinh thoi gian, dia
diém sinh vién c6 thé gip xin tu vn hodc
trao d8i qua dién thoai, thu dién ti, ...




TT

Noi dung

Tho1i gian

Ghi chua

- Pho bién cong tac nam hoc va cta hoc
ki.

- Tu vén, huéng dan sinh vién x4y dung
ké hoach hoc tip dé hoan thanh tét
CTDT.

- Phé bién nhimg thay dbi cia cdc quy
ché, quy dinh vé hoc tap va rén luyén cia
sinh vién (néu c6).

- Huéng din nhimg diéu cin hru ¢ vé
phuong phép hoc tdp, nghién ciru khoa
hoc, dinh huéng nghé nghiép, tham gia
cac hoat dong doan thé, x3 hoi.

- Céc cong viéc khic theo yéu ciu quan
1§ ctia Trudmg va clia khoa (néu cd).

2.2

Hop giita hoc ki

- Theo d6i, nim bét tién dd hoc tép, co
phuong 4n tu vén, hd tro sinh vién gap
kho khin trong hoc tap.

- Phé bién nhirg thay dbi trong quy dinh
hién hanh vé dio tao, quan 1y sinh vién
(néu cd)

- Huéng din sinh vién lién hé phong
CTSV dé thyrc hién cac thi tuc tam dimng
hoc, bao Iuu,...

- Phé bién cac cong viéc khéc theo yéu
ciu ciia Trudng va cia khoa.

Trudce khi
két thiic
hoc ki 10
tudn.

Bién ban
hop

2.3

Hop cuéi hoc ki

- So két cac ndi dung da thyc hién trong
hoc ki va trong ndm hoc.

- T chirc danh gia két qua rén luyén sinh
vién theo ké hoach ciia Trudng.

- Phé bién nhimg thay déi cia cac quy
che, quy dinh vé hoc tip va rén luyén cia
sinh vién (n€u co).

- Xét khen thudng sinh vién (néu cd).

Sau khi
két thiic
hoc ki 1
tudn.

- Bién ban
hop

- Danh
sach SV
dé nghi
khen
thudng
(néu co)




TT

Néi dung

Thoi gian

Ghi chu

- Céc cdng viéc khéc theo yéu cau quan

ly cia Trudng va cua khoa, trung tim
(néu co).
- C6 thé tién hanh hop cudi hoc ki I gop
v6i hop dau hoc ki II (tiy theo tinh hinh
thuc té).

I

Hop dot xuit (theo d¢ nghi ciia c4 nhian
sinh vién, 16p sinh vién, Trwrong, khoa,
trung tam, CVHT...)

- Nim bét cac vin @ cu thé theo muc
dich cia cudc hop (kho khin ciia ca nhén
sinh vién, 16p sinh vién, ndi dung cu thé
theo yéu ciu cia Trurong, khoa).

- Lién hé hotic hd trg, huéng din sinh
vién lién hé cac phong ban chirc ning dé

giai quyét cac khé khan.

Theo yéu
cau cong
viéc.

Bién ban
hop

Cé thé c6
su tham
gia cua
cac phong,
ban, ca
nhén lién
quan theo
yéu céu
cdng viéc.
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VIEN HAN LAM KHOA HQC VA CONG NGHE VN CONG HOA XA HOI CHU NGHiA VIET NAM
TRUONG PAI HOC KHOA HOQC VA CONG NGHE HA NQI DPoc lap - Tw do - Hanh phic
VIETNAM ACADEMY OF SCIENCE AND TECHNOLOGY SOCIALIST REPUBLIC OF VIETNAM
UNIVERSITY OF SCIENCE AND TECHNOLOGY OF HANOI Independence — Freedom - Happiness

KE HOACH THU'C HIEN CONG TAC CO VAN HOC TAP
IMPLEMENTATION PLAN FOR ACADEMIC ADVISING

KHOA/TRUNG TAM:  oovooniieiiiie
DEPARTMENT/CENTER

Nam hoc/ Academic year: ...... e

TT/ Céne viée/ Activities Thoi gian/ | Ngwoi thwe hién/ | Ghi chi/
No. gVt Time Person in charge | Remarks
1
2

Ha Noi, ..../..... /20...
Truéng khoa/Giim déc trung tim

Director of Department/Center
(Signature and full name)
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VIEN HAN LAM KHOA HQC VA CONG NGHE VN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAT HOC KHOA HQC VA CONG NGHE HA NOI Dgc Iap - Ty do - Hanh phic
VIETNAM ACADEMY OF SCIENCE AND TECHNOLOGY SOCIALIST REPUBLIC OF VIETNAM
UNIVERSITY OF SCIENCE AND TECHNOLOGY OF HANOI Independence — Freedom - Happiness

BIEN BAN HQP CONG TAC CO VAN HQC TAP
ACADEMIC ADVISING MEETING MINUTES

KHOA/TRUNG TAM: .o,
DEPARTMENT/CENTER

Nam hoc/ Academic year: ...... e
Lop/ Class: ......

1. Thoi gian va dia diém/ Meeting time and venue
- Thoi gian/ Time: t/from ....h..... dén/to ....h.....ngaylon .../ ... /20 .....
- Pia dién/ Venue: .....

2. Thanh phéin tham gia/ Participants

a. Dai di¢n khoa/trung tim/ Representatives of department/center
- Academic advisor: .......

b. Sinh vién/ Students

- S6 sinh vién ¢6 mat/ Number of participating students: ..... sinh vién/ students

- S sinh vién véng mat/ Number of absent students: ..... sinh vién/ students, trong
d6/of which: ..... sinh vién ving mat khéng 1y do/students are absent without any
reasons.

3. Noi dung budi hop/ Discussions
- Nhén xét két qua hoc tép ciia hoe ki/nam hoc truée va/holic tinh hinh hoc tép hién
nay/ Remarks on the study results of the previous semester/academic year and/or on
the current situation: ...
- Nhan xét két qua reén luyén cta hoc ki/ndm hoc trirée va/hodc tinh hinh rén luyén
hién nay/ Remarks on the student disciplines of the previous semester/academic year
and/or on the current situation: ...
- Danh sach Ban c4n su 16p (dbi v6i budi hop diu nam)/ List of class monitors (in
case this is the meeting at the beginning of the academic year)



4. Két lnan va dé xuit/ Conclusions and suggestions

Cb vén hoc tap/ Dai dién Dai dién khoa (néu cd) Pai dién sinh vién
Academic advisor  Phong CTSV/ QLDT/ Representatives of Representatives of
(Signature and full BDCLKT (néu cd) department (if any) students
name) Representatives of DSA/ (Signature and full name)  (Signature and full name)
DAA/ DQE (if any)

(Signature and full name)



VIETNAM ACADEMY SOCIALIST REPUBLIC OF VIETNAM
OF SCIENCE AND TECHNOLOGY Independence - Freedom - Happiness

UNIVERSITY OF SCIENCE
AND TECHNOLOGY OF HANOI

No. 43 /QP-DPHKHCN Hanoi, A“‘(“d ﬂtﬁ‘, 2023

DECISION
On the issuance of Regulation on academic advising

RECTOR
OF UNIVERSITY OF SCIENCE AND TECHNOLOGY OF HANOI

Pursuant to Decision No. 2067/QD-TTg dated December 97, 2009 of the Prime

Minister on the establishment of University of Science and Technology of Hanoi
(USTH);

Pursuant to Decision No. 2557/QP-TTg dated December 30", 2016 of the Prime
Minister on Regulations on organization and operation of USTH;

Pursuant to Decision No. 1292/QP-DHKHCN dated December 22, 2022 of the
Rector of USTH on the issuance of Undergraduate Academic Policies;

At the proposal of Director of Department of Academic Affairs.
DECIDES:

Article 1. To issue with this Decision the Regulation on academic advising of
USTH.

Article 2. The Decision takes effect from the date of signing.

Article 4. Director of Administration, Director of Department of Academic
Affairs, Directors of academic departments, Director of Foreign Language Center,
Head of Department of Student Affairs, Director of Department of Quality Assurance
and Examination, Head of Organization - Personnel Department and related
individuals shall be in charge of implementing this Decision./.

Recipients: RECTOR

- As Article 4; .
’ d and sealed
- Principal Rector; (Signed and sealed)

- Vice Rectors; Dinh Thi Mai Thanh
- Archive: Admin, DAA.MH.



VIETNAM ACADEMY SOCTALIST REPUBLIC OF VIETNAM

OF SCIENCE AND TECHNOLOGY Independence - Freedom - Happiness
UNIVERSITY OF SCIENCE

AND TECHNOLOGY OF HANOI

REGULATION
On academic advising

1Y
(Issued with Decision no. 143 /0D-DHKHCN dated August 24,2023
of the Rector of University of Science and Technology of Hanoi)

Chapter I
GENERAL PROVISIONS

Article 1. Scope of regulation

1. This document regulates the academic advising for students at University of
Science and Technology of Hanoi (hereafter referred to as USTH).

2. The regulation is applicable to the lecturers who are assigned as academic
advisors of undergraduate programs at USTH.

Article 2. Objectives of academic advising

1. Support students to be well-informed of the training programs and develop
appropriate study plans.

2. Support students to find solutions to their study-related issues.

Chapter 11
RESPONSIBILITIES AND RIGHTS OF ACADEMIC ADVISORS

Article 3. Responsibilities of academic advisors

1. Academic advisors must have good knowledge of the regulations, policies and
teaching plans of the training programs that they are in charge, as well as of all the
requirements and duties of students.

2. Academic advisors are in charge of the following tasks
2.1. Academic advisors of undergraduate programs

a) Advise students to consider registering for the specialty or modules that are
appropriate with the demand and conditions of the students, and in accordance with the
objectives and requirements of the training programs;

b) Advise students on the methods to study, do research, develop professional
and soft skills, and achieve the program outcomes;

c) Support students to resolve their problems related to study; remind students
in case their study results show unusual decreases;
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d) Cooperate with relevant departments and units to support students to
complete the training programs or to resolve the problems of students during their study;

e) Report to the department director the issues related to the training programs
and the study results of students at the end of the semesters and the academic years,
and/or when requested.

2.2. Academic advisors of the English preparation year (B0)

a) Advise students on the methods to study and develop general and academic
English skills;

b) Cooperate with the general education department in advising students on
issues related to scientific English modules;

c) Support students to resolve their study-related problems; remind students in
case they violate the training regulations of USTH and in case their study results are
unsatisfactory after each module;

d) Cooperate with relevant departments and units to support students in
completing the B0 training program or in resolving the problems of students during their
study;

e) Report to the center director the issues related to the training program and
the study results of students at the end of the semesters and the academic years, and/or
when requested.

Article 4. Work schedule and report regime

1. Academic advisors meet the students, whom they are in charge of, at least 3
times per semester at the beginning, middle and end of the semesters. Meetings can be
organized either offline or online. Academic advisors determine the time and venue of
meetings, and inform students in appropriate ways. Each meeting should be recorded by
a meeting minutes which is certified by the representatives of the students.

2. In addition to periodic meetings, academic advisors must arrange to meet the
students who have special problems and/or request to meet their advisors.

3. After meeting students, academic advisors report the problems of students to
the department or center director.

Article 5. Rights of academic advisors
1. Academic advisors enjoy the benefits according to the regulations of USTH.

2. Academic advisors are eligible for joining the relevant professional training
courses.
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Chapter I11
EXECUTION PROVISIONS

Article 6. Responsibilities of relevant departments and units
1. Responsibilities of academic departments and centers

a) Be responsible for proposing the list of academic advisors for the programs
of their departments and centers to the Rector for approval,;

b) Plan the annual implementation of academic advising and inform the
departments of Academic Affairs, Student Affairs, Quality Assurance and Examination,
and relevant academic advisors;

c) Manage the academic advising of the programs of their departments and
centers;

d) Department and center directors make annual reports to the Rector about
the results of academic advising for their programs and suggest improvements (if any).

2. Responsibilities of the department of Academic Affairs

a) Based on the proposal of academic departments and centers, the department
of Academic affairs suggests the Rector to approve the assignment of academic advisors
at the beginning of each academic year;

b) Follow up and supervise the academic advising of the whole university;
recommend and report relevant issues to the Rector;

¢) Develop and provide templates for the activities of academic advisors (see
attached templates);

d) Provide academic advisors with training-related information and
regulations;

e) Organize the annual review of academic advising; summarize and submit
the annual evaluation of academic advising to the Rector for approval.

3. Responsibilities of the department of Student Affairs

a) Cooperate with academic advisors and relevant departments/units when
there are problems related to students’ life and mentality;

b) Provide academic advisors with student information (profiles, records, etc.);

c) Provide academic advisors with information and documents about extra-
curricular activities and student life;

d) Suggest organizing professional training courses for academic advisors;

e) Cooperate with the department of Academic Affairs in organizing the
annual review of academic advising.
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4. Responsibilities of the department of Quality Assurance and Examination

a) Organize the periodic survey to collect feedbacks of students about
academic advising and suggest measures to improve the quality of academic advising;

b) Cooperate with the department of Academic Affairs in organizing the
annual review of academic advising.

Article 7. Reward

Academic advisors that have good work results are considered for rewards
according to the regulations of USTH. Academic departments and centers are
responsible for evaluating and recommending academic advisors to the Rector Board
for reward consideration.

Article 8. Execution provision
1. The regulation is effective from the date of signing.

2. In the course of implementation, if any issues arise, the relevant
departments/units communicate their suggested amendments with the department of
Academic Affairs for submission to the Rector for approval./. ﬁ/

RECTOR
(Signed and sealed)
Dinh Thi Mai Thanh



Annex 1
INSTRUCTION
FOR THE IMPLEMENTATION OF ACADEMIC ADVISING

(Issued with Decision no. % /OP-DHKHCN dated
of the Rector of University of Science and Technology of Hanoi)

t 24" 2023

No. Activities Time Outcomes Remarks
I | For the first year of the program and the English preparation year
1.1 | Meeting at the beginning of the After - List of class | Department/
semester students monitors Center
- In semester I: Announce the list of | have - Meeting leaders may
appointed class monitors. Assign the | enrolled and | minutes join the
tasks to the class monitors. classes have meeting.

- Inform students about the role and
responsibilities of academic advisors.
Inform students about the time and
venue that they can meet academic
advisors for counseling, or
communicate via emails, telephone,
etc.

- Introduce the department and relevant
departments and units that students can
contact if necessary.

- Disseminate the basic contents of
academic policies and regulations on
study and disciplines of students
(emphasize the amendments to the
current regulations). Instruct students
to use “Student Handbook™.

- Announce the plan of the academic
year and the semester.

- Advise and instruct students to
develop their study plans to
successfully complete the training
program.

- Advise students on the study and
research methods, and on the
participation in youth union and social
activities.

- Other tasks as assigned by the
department and center director (if any).

been divided.




No.

Activities

1.2

Mid-semester meeting

- Monitor the study progress of
students; have the plan and methods to
advise and support students that have
difficulties in study.

- Disseminate the amendments to the
current regulations on training program
and student management (if any).

- Instruct students to contact the
department of Student Affairs to apply
for deferment, withdrawal, etc.

- Other tasks as assigned by the
department and center director (if any).

Time

Outcomes

Remarks

weeks
the

10
before
semester
ends.

Meeting
minutes

1.3

Meeting at the end of the semester

- Review the achievements of the
semester and the academic year.

- Organize the evaluation of student
disciplines according to the plan of the
university.

- Disseminate the amendments to the
current regulations on training program
and student management (if any).

- Organize the evaluation for student
reward recommendation (if any).

- Other tasks as assigned by the
department and center director (if any).

- The meeting at the end of the first
semester and the meeting at the
beginning of the second semester may
be combined into a single one
(depending on certain conditions).

One
before
semester
ends (before
students start
the National
Defense and
Security
Education).

week
the

- Meeting
minutes

- List of
students
recommended
for rewards
(if any)

I

For the second year and after

2.1

Meeting at the beginning of the
semester

- In semester I: Organize the vote to
select class monitors. Assign the tasks
to the class monitors.

September

- List of class
monitors

- Meeting
minutes

Department/
Center
leaders may
join the
meeting.




Activities

Time

Outcomes

Remarks

- Inform students about the role and
responsibilities of academic advisors.
Inform students about the time and
venue that they can meet academic
advisors for counseling, or
communicate via emails, telephone,
etc.

- Announce the plan of the academic
year and the semester.

- Advise and instruct students to
develop their study plans to
successfully complete the training
program.

- Disseminate the amendments to the
current regulations on training program
and student management (if any).

- Advise students on the study and
rescarch  methods, on  career
orientation, and on the participation in
youth union and social activities.

- Other tasks as assigned by the
department and center director (if any).

2.2

Mid-semester meeting

- Monitor the study progress of
students; have the plan and methods to
advise and support students that have
difficulties in study.

- Disseminate the amendments to the
current regulations on training program
and student management (if any).

- Instruct students to contact the
department of Student Affairs to apply
for deferment, withdrawal, etc.

- Other tasks as assigned by the
department and center director (if any).

10 weeks
before the
semester
ends.

Meeting
minutes

2.3

Meeting at the end of the semester

- Review the achievements of the
semester and the academic year.

1 week after
the semester
ends.

- Meeting
minutes
- List of
students




No.

Activities

Time

- Organize the evaluation of student
disciplines according to the plan of the
university.

- Disseminate the amendments to the
current regulations on training program
and student management (if any).

- Organize the evaluation for student
reward recommendation (if any).

- Other tasks as assigned by the
department and center director (if any).
- The meeting at the end of the first
semester and the meeting at the
beginning of the second semester may
be combined into a single one
(depending on certain conditions).

Outcomes

recommended

for rewards
(if any)

Remarks

11X

Extraordinary meeting (as per the
suggestion of a particular student,
class or of the university,
department, center, academic
advisors, etc.)

- Understand the particular topics of the
meetings (the problem of a student, a
class or a specific issue as demanded by
the university or department).

- Contact or support the student(s) to
contact relevant department/unit to
resolve their problems.

According to
the
requirements
of the
meeting.

Meeting
minutes

Relevant
department,
unit and
individuals
may join
according to
the
requirement
of the
meeting.




Annex 2
TEMPLATE OF THE IMPLEMENTATION PLAN
FOR ACADEMIC ADVISING

th
(Issued with Decision no. ¥3 /0D-DHKHCN dated Awtu«d' 24,2023
of the Rector of University of Science and Technology of Hanoi)

VIEN HAN LAM KHOA HQC VA CONG NGHE VN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC KHOA HQC VA CONG NGHE HA NQI Poc 1ap - Tr do - Hanh phiic
VIETNAM ACADEMY OF SCIENCE AND TECHNOLOGY SOCIALIST REPUBLIC OF VIETNAM
UNIVERSITY OF SCIENCE AND TECHNOLOGY OF HANOI Independence — Freedom - Happiness

KE HOACH THU'C HIEN CONG TAC CO VAN HQC TAP
IMPLEMENTATION PLAN FOR ACADEMIC ADVISING

KHOA/TRUNG TAM: oo,
DEPARTMENT/CENTER

Nam hoc/ Academic year: ...... e

TT/ Céne vide/ Activities Thoi gian/ | Nguwdi thue hién/ | Ghi chi/
No. g Vi¢ Vit Time Person in charge | Remarks
1
2

Ha Noi, .../ ..... /20...
Truwdéng khoa/Gidm dbc trung tim
Director of Department/Center
(Signature and full name)



Annex 3
TEMPLATE OF ACADEMIC ADVISING MEETING MINUTES

(Issued with Decision no.T48/QOD-DHKHCN dated AJ.’&LTZ‘('T,“ZOZ_?
of the Rector of University of Science and Technology of Hanoi)

VIEN HAN LAM KHOA HOC VA CONG NGHE VN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC KHOA HQC VA CONG NGHE HA NOI Pic 1ap - Tw do - Hanh phiic
VIETNAM ACADEMY OF SCIENCE AND TECHNOLOGY SOCIALIST REPUBLIC OF VIETNAM
UNIVERSITY OF SCIENCE AND TECHNOLOGY OF HANOI Independence — Freedom - Happiness

BIEN BAN HOP CONG TAC CO VAN HQC TAP
ACADEMIC ADVISING MEETING MINUTES
KHOA/TRUNG TAM: ......ooovvvninnn..,
DEPARTMENT/CENTER
Nam hoc/ Academic year: ...... ST

Lép/ Class: ...

1. Thoi gian va dia diém/ Meeting time and venue
- Thoi gian/ Time: tit/from ....h..... &n/to ....h.....ngaylon .../ ... 120 .....
- Pia dién/ Venue: .....

2. Thanh phin tham gia/ Participants

a. Dai dién khoa/trung tim/ Representatives of department/center

- Academic advisor: .......

b. Sinh vién/ Students
- 86 sinh vién c6 mat/ Number of participating students: ..... sinh vién/ students
- S6 sinh vién ving m3t/ Number of absent students: ..... sinh vién/ students, trong
do/of which: ..... sinh vién ving mit khdng 1y do/students are absent without any
reasons.

3. Néi dung budi hop/ Discussions
- Nhén xét két qué hoc tap cia hoc ki/ndm hoc trudc va/hodc tinh hinh hoc tap hién
nay/ Remarks on the study results of the previous semester/academic year and/or on
the current situation: ...
- Nhan xét két quéa rén luyén ctia hoc ki/nam hoc trude va/hoic tinh hinh rén luyén
hién nay/ Remarks on the student disciplines of the previous semester/academic year
and/or on the current situation: ...
- Danh s4ch Ban cén su 16p (d6i voi budi hop déu nam)/ List of class monitors (in
case this is the meeting at the beginning of the academic year)



4. Ket ludn va dé xuat/ Conclusions and suggestions

Cd van hoc tap/ Pai dién Pai dién khoa (néu cd) Dai dién sinh vién
Academic advisor ~ Phong CTSV/ QLDT/ Representatives of Representatives of
(Signature and full BDCLKT (néu cé) department (if any) students
name) Representatives of DSA/  (Signature and full name)  (Signature and full name)
DAA/DQE (if any)

(Signature and full name)



