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KT. HIEU TRVdNG 
PHO_HIEU TRVONG

Nguye;

Hd Ndi, ngdy .3A. thdng ndm 2026

QUYET DINH
Ve vice ban hanh Quy che cong tac co van hoc tap 

cua Truong Dai hoc Luat Ha Noi

HIEU TRVdNG TRUCJNG DAI HQC LUAT HA NOI

Can cu' Luat Gido due dai hoc ndm 2025;
Can cu Quyet dinh so 116/QD-BTP ngdy 20 thdng 01 ndm 2025 cua Bp 

trudng Bp Tw phdp quy dinh chuc ndng, nhiem vu, quyen han cua Trudng Dai 
hoc Luat Hd Ndi;

Can cu Thdng tu so 10/2016/TT-BGDDT ngdy 05/4/2016 cua Bp Gido due 
vd ddo tqo quy dinh ve quy che edng tac sinh vien doi vdi chucrng trinh ddo tqo 
dai hoc he chinh quy;

Theo de nghi cua Trudngphdng Phong Cong tac sinh vien.

QUYET DINH:
Dieu 1. Ban hanh kem theo Quyet dinh nay “Quy che cong tac c6 van hoc 

tap cua Trudng Dai hoc Luat Ha Noi”.
Dieu 2. Quyet dinh nay co hieu luc ke tu ngay ky va thay the Quyet dinh so 

2633/QD-DHLHN ngay 05 thang 11 nam 2015 cua Hieu trudng Trudng Dai hoc 
Luat Ha Noi ve viec ban hanh Quy che ve cong tac cd van hoc tap cua Trudng 
Dai hoc Luat Fla Noi.

Dieu 3. Trudng phdng Phong Cong tac sinh vien, Trudng phdng Phdng To 
chuc - hanh chinh, Trudng cac don vi lien quan va sinh vien dai hoc he chinh 
quy chiu trach nhiem thi hanh Quyet dinh nay.^Z
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QUY CHE
Cong tac co van hoc tap Trud’ng Dai hoc Luat Ha Noi
(Ban ^anh^em^h'
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Hieu trucmg Trudng Dai hoc Luat Ha Noi) 
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/IIUONG I
W QUY DINH CHUNG

A A ArDieu 1. Pham vi dieu chinh va doi tuang ap dung
1. Quy che nay quy dinli ve nguyen tac, muc dich, tieu chuan, quy trinh, 

noi dung, trach nhiem cua don vi lien quan den cong tac co van hoc tap cua Truong 

Dai hoc Luat Ha Noi (sau day goi tat la “Truong”).

2. Quy che nay ap dung doi voi giang vien duoc phan cong lam cong tac co 

van hoc tap va cac don vi, ca nhan co lien quan den cong tac co van hoc tap cua 

Trudng.

Dieu 2. Giai thich tir ngur
1. Cong tac co vdn hoc tap\ La chudi cac boat dong tu van, hudng dan nham 

ho trq sinh vien hoach dinh ke hoach, lira chon phuong phap hoc tap, nghien cuu 

khoa hoc phu hop voi muc tieu, nang lire; bao dam cung cap thong tin day du ve 

chuong trinh dao tao va tao dieu kien de sinh vien tiep can, khai thac hieu qua cac 

nguon lire phuc vu viec nang cao ket qua hoc tap, nghien cuu.

2. Co vdn hoc tap'. La ngudi dupe phan edng de tu van, ho trp sinh vien 

trong qua trinh hoc tap, ren luyen va thuc hien cong tac quan ly dao tao, quan ly 

sinh vien, chu nhiem lop theo quy dinh cua Trudng.
3. Ban Can su lop sinh vien: Gom lop trudng va cac lop pho do tap the sinh 

vien trong lop bSu, Phong Cong tac sinh vien thua uy quyen cua Hieu trudng cong 

nhan Ban can sir lop. Nhiem ky ban can sir theo nam hoc.

Dieu 3. Noi dung cong tac co van hoc tap
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1 • Tir van, huang dan sinh vien xay dung ke hoach va phircxng phap hoc tap, 
nghien ctru khoa hoc phu hop voi muc tieu va nang lire ca nhan.

2. Cung cap day du, kip then cac thong tin lien quan den hoc tap va nghien 

cuu khoa hoc de sinh vien nam ro, tir do xac dinh dong lire va muc tieu hoc tap 
hieu qua.

3. Theo doi qua trinh hoc tap cua sinh vien; chu trong cac truang hop thuoc 
dien canh bao hoc vu hoac gap kho khan trong hoc tap de dong vien, khuyen khich 
va dinh hudng nham cai thien ket qua hoc tap.

4. De xuat phuong an xu ly doi vdi cac tinh hudng phat sinh trong qua trinh 
trien khai edng tac cd van hoc tap.

5. Tham muu cho Lanh dao Truong ve cac vdn dd lien quan ddn dao tao va 

nghien cuu khoa hoc cua sinh vien dd ban hanh chinh sach phu hop, nang cao hieu
7 A ' '

qua cong tac co van hoc tap.

CHLTONG II
HOAT DONG CO VAN HOC TAP • • •

Dieu 4. Tieu chuan cua Cd van hoc tap va vide phan edng Co van hoc 
tap

1. A A

Cd van hoc tap duoc lira chon tir ddi ngu giang vien co huu da hoan thanh 
thoi gian tap sir cua Nha truong.

2. Cd pham chat tot, nam vung chuong trinh dao tao, cac quy che, quy dinh 

vd dao tao theo he thong tin chi, nam vung cac quy dinh ve edng tac quan ly sinh 

vien, che do chinh sach ddi vdi sinh vien va cac quy dinh lien quan den quyen va 
nghia vu cua sinh vien.

3. Cd kha nang va phuong phap tu van hieu qua cho sinh vien trong hoc tap 
va nghien cuu khoa hoc.

4. Mot lop se co mot cd van hoc tap. Mot giang vien cd the giu vai trd cd 
van cho nhieu lop nhung tdi da khdng qua 3 lop.

5. Da hoan thanh vide tham gia dao tao/tap huan nghiep vu edng tac 

hoc tap trudc khi duoc Hieu trudng phan edng nhidm vu co van hoc tap.
Dieu 5. Quy trinh phan edng Co van hoc tap
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1. Co van hoc tap diroc phan cong vao dau moi khoa hoc va phu trach xuyen 

suot ca khoa dao tao. Trong thoi gian thuc hien nhiem vu, neu cd van hoc tap 

chuyen cdng tac, nghi che do huu tri, dirge cir di hoc tap d niroc ngoai hoac vi 

nhung ly do khac khdng thuc hien dugc nhiem vu thi Trudng don vi de nghi Phong 

Cong tac sinh vien bao cao Hieu trudng thay the cd van hoc tap. Khi ket thuc khoa 

hoc, cdng tac cd van hoc tap doi vdi so sinh vien chua tot nghiep con lai do Phong 

Dao tao dai hoc thuc hien.
2. Dau moi nam hoc can cu vao cac tieu chuan, dieu kien ddi vdi cd van 

hoc tap, danh sach phan cdng quan ly Idp ddi vdi cac dan vi thudc Trudng, Phong 

Cdng tac sinh vien yeu cau Trudng dan vi lira chon cd van hoc tap tu cac giang 

vien do dan vi minh true tiep quan ly, trinh Hieu trudng ra quyet dinh phan cdng 

cd van hoc tap. Quyet dinh phan edng/thay ddi cd van hoc tap dugc gui cho cd 

van hoc tap, Phong Dao tao dai hoc, Phong To chuc - Hanh chinh, Phong lai 

chinh - Quan tri va dan vi cd cd van hoc tap de theo ddi thuc hien.

3. Vide phan cdng cd vdn hoc tap trong mot so trudng hgp khac do Hieu
r e 

trudng quyet dinh.

Dieu 6. Nhiem vu cua Co van hoc tap
1. Danh t6i thieu 6 tiet/1 tuSn lam cong tac c6 v£n hoc tap true tiep cho lop 

minh phu trach.
2. Nghien cuu, nam vung va cap nhat thudng xuyen chinh sach phap luat, 

cac ndi dung, chuang trinh, phuang phap dao tao, Quy che cua Bd Giao due va 

Dao tao, cac Quy che/ Quy dinh/ Ndi quy cua Trudng vd hoc tap, ren luydn va 

cdng tac sinh vien; chinh sach hoc bong, khen thudng, ky luat, hoc phi va cac che 

do khac; chuc nang, nhiem vu cac dan vi lien quan de tu van cho sinh vien tim 

hieu thong tin va lien he cdng vide.
3. Tu van cho sinh vien muc tieu hoc tap, xay dung kd hoach hoc tap tong 

the toan khoa, kd hoach tung nam hoc/ tung hoc ky; hudng dan dang ky hoc phan 

moi hoc ky; can cu chuang trinh dao tao va ket qua hoc tap de tu van so tin chi/hoc 

phan phu hgp; hd trg sinh vien khidu nai, dieu chinh thdi khoa bidu/kd hoach hoc
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tap Ichi can, ho tra, theo doi sinh vien bao liru va cham soc sinh vien quay lai hoc 
tap sau bao liru; kip thbi n^m bat sinh vien gap kho khan hoc tap, kinh te.

4. Giam sat va theo doi tien do, ket qua hoc tap cua tirng sinh vien; nhSc 

nho ket qua canh bao hoc tap theo tirng hoc ky; tir v£n bien phap diSu chinh de 

sinh vien dat muc tieu va co the tot nghiep trong thbi han cho phep.

5. Quan ly lop sinh vien va thong tin sinh vien, cap nhat thong tin ca nhan; 
gidi thieu nhan sir bau Ban Can sir lop; nam tinh hinh hoc tap, ren luyen, doi song, 

sinh boat cua lop de cung cap thong tin/ khuyen nghi cho lanh dao don vi quan ly 

sinh vien, Ban Giam hieu, Phong Cong tac sinh vien khi c^n.

6. To chuc sinh boat lop dinh ky, chii tri hop lop, thong bao thdi gian hop, 
lap va nop bien ban hop ve Phong Cong tac sinh vien sau m§i buoi; tridn khai noi 
dung can thiet ve cong tac hoc tap va ren luyen.

7. Trien khai cong tac danh gia ket qua ren luyen sinh vien; hirdng dan sinh 
vien thirc hien khieu nai, dieu chinh, bo sung diem ren luyen dung quy dinh.

8. Chu tri hop lop ve xet khen thirbng/ky luat; d£ xuat hinh thirc khen 
thuong, ky luat theo quy dinh cua Truong.

9. Hirdng dan, khuyen khich va tao di£u kien d£ sinh vien tham gia boat 

dong hoc thuat, nghien cuu khoa hoc, van - the - my, boat dong xa hoi/doan the; 

gidi thieu, de cu sinh vien tham gia cac cuoc thi hoc thuat, the thao cac cap; de cu 
sinh vien ung tuyen hoc bong ngoai ngan sach khi phu hop.

10. Phoi hop vdi cac dorn vi chuyen mon: tu vSn, ho tro cac van d§ vg gidi, 

quan he xa hoi cho ngtrdi hoc; tu vdn, hd tro cac ydn de vg tarn ly, ky nang sdng 

cho nguoi hoc; tu van, ho tro cac van de ve hudng nghiep, viec lam, khdi nghiep 

cho ngudi hoc, tu van, ho tro cac van de ve chinh sach, phap luat cho nguoi hoc; 
tu van, ho tro v'e dich vu cdng tac xa hoi cho nguoi hoc.

11. Trieu tap, to chuc hop lap (dinh ky, dot xuSt), hop Ban Can su Idp, hoac 
mdi sinh vien Idp lam viec khi cdn de nSm tinh hinh va chi dao, gdp y kip thdi cac 
boat dong cua Idp; dupe dang ky/bd tri phdng hop, phdng lam viec, Idp hoc phuc 
vu cac buoi lam viec vdi sinh vien.



5

12. Yeu cau Ban Can su lap, cac hoi/ nhom va cac thanh vien trong lop bao 

cao dinh ky, dot xuat ve tinh hinh lop.
r \ e

13. Thue hien bao cao dinh ky va dot xuat theo yeu cau cua Truong don vi 

quan ly sinh vien va Nha trubng.

14. Tham gia tap huan, hoi nghi cong tac sinh vien, chuong trinh doi thoai 

giua Hieu trudng va sinh vien va cac boat dong chuyen mon lien quan den cong 

tac co van hoc tap klii co yeu cau.

15. Thue hien cac nhiem vu khac theo phan cong cua Hieu trudng.

Dieu 7. Quyen va che do ciia Co van hoc tap
1. Dupe de nghi Khoa, Bo mon va cac Phong/ Ban chuc nang cung cap tai 

lieu, thong tin can thiet phuc vu edng tac quan ly sinh vien nhu: Bo chuong trinh 

dao tao cua Trubng va cac tai lieu sua doi, bo sung (neu cd); ke hoach dao tao moi 

hoc ky; quy che dao tao dai hoc; quy dinh ve cong tac quan ly sinh vien; cac van 

ban ve hoc bong, hoc phi, danh gia diem ren luyen sinh vien. Duoc cap tai khoan/ 

quyen truy cap Cong thong tin dao tao/ co sb du lieu de quan ly, theo doi ket qua 

hoc tap, nam danh sach Ibp va ho so, thong tin ca nhan cua sinh vien theo chuc 

nang cua cd van hoc tap.
2. Dupe tham du cac Ibp tap huan ve cong tac cd van hoc tap.

3. Dupe tham gia phat bieu y kien, de xuat muc ky luat tai cac hoi dong ddi 

vbi sinh vien cua Ibp; khdng cd quyen bieu quyet tru khi cd van hoc tap dong thbi 

la thanh vien hoi dong.
4. C6 tham quydn hubng dan, tu v§n cho sinh vien (ca nhan hoac tap thd) 

thuc hien quyen khieu nai lien quan den ket qua khen thubng, ky luat len hoi dong.

5. Dupe quyen thong tin tai gia dinh sinh vien ve qua trinh hoc tap va ren 

luyen cua sinh vien theo chi dao cua Nha trubng.
6. Dupe de xuat, kien nghi vbi lanh dao Khoa va Truong cac giai phap hd 

trp sinh vien hoan thanh tot nhiem vu hoc tap va ren luyen.
7. Dupe khieu nai va dupe giai quyet khieu nai lien quan den ket qua danh 

gia cong tac cd van hoc tap.
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Dieu nay, dan vi guri cong van de nghi thay doi 

tac sinh vien tong hop bao cao Hieu trtrong.

CHUONG III

TO CHUG THUt HIEN VA DIEU KHOAN THI HANH

6

8. Dirac giam trir khoi luang gia chuan giang day, nghien ctm khoa hoc va 

gio lam viec khac theo quy dinh tir ngay quyet dinh phan cong nhiem vu co hieu lire.

9. Dirge hirang cac quyen lai theo quy ch£ chi tieu noi bo cua Trirang.

Dieu 8. Bao cao ket qua co van hoc tap

Co van hoc tap co trach nhiem dinh ky bao cao bang van ban tinh hinh lap 

va tinh hinh sinh vien cho lanh dao dan vi quan ly sinh vien, Phong Dao tao dai 

hoc va Phong Cong tac sinh vien vdi cac noi dung:

1. Sau cac buoi hop lap, c6 van hoc tap nop bien ban cho dan vi quan ly 

sinh vien, dan vi tong hap va gui Phong Cong tac sinh vien.

2. Cudi nam hoc, cd van hoc tap nop bao cao cong tac ve don vi quan ly 

sinh vien; dan vi quan ly sinh vien tong hop giri Phong Cong tac sinh vien.

Dieu 9. Danh gia cong tac cd van hoc tap

1. Viec danh gia cong tac cd van hoc tap dirge thirc hien thudng xuyen va 

tong ket theo timg nam hgc.

2. Viec danh gia ket qua co vSn hoc tap dirqc tham chieu tren bang danh gia 

bao gdm cac tieu chi ban hanh hang nam theo quyet dinh cua Hieu trirang.

Dieu 10. Thay the cd van hoc tap
XX z1. Cd van hgc tap dirge thay the trong cac tnrdng hgp sau day:

a) Khdng hoan thanh nhiem vu co van hoc tap hoac khdng dap ung dirge quy 

dinh ve tieu chuan cua cd van hoc tap theo quy dinh cua phap luat va theo quy che 
nay.

b) Dan vi de xuat thay the tren co sd nguyen vgng cua cd van hgc tap.

2. Cd van hgc tap dugc thay the tarn thdi trong trirdng hgp co van hoc tap 

di cong tac, nghi phep dai han tir 03 thang trd len, don vi cd trach nhiem phan 

cong cd van hoc tap khac de thay the.

Khi cd thay ddi cd vdn hoc tap quy dinh tai diem b khoan 1 va Khoan 2 

cd van hoc tap den Phong Cong
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Dieu 11. To chiic thuc hien z • •

1. Phong Cong tac sinh vien co trach nhiem chinh to chuc, trien khai cong
r r r Atac cd van hoc tap cua Nha truang. Cu the: 

r f

a) Tham muru Hieu truong ban hanh cac Quy che, Quy dinh, Quyet dinh co 

hen quan den cong tac co van hoc tap. Thong bao cac Quyet dinh nay den cac don 

vi, ca nhan co lien quan.

b) Tren co so de nghi phan cong nhiem vu cd van hoc tap cua don vi quan ly 

sinh vien, tham muii cho Hieu truong ban hanh Quyet dinh phan cdng cd van hoc tap.

c) Phd bien va hudng dan cac van ban thudc ITnh vuc phu trach cho cd van 

hoc tap.

d) To chuc Hoi nghi, cac buoi tap huan cd van hoc tap.

e) Giai dap thac mac, hudng dan cd van hoc tap xu ly cac tinh hudng phat 

sinh trong pham vi nhiem vu chuyen mdn duqc giao.

f) Chu tri va phdi hop vdi cac don vi trong va ngoai Truong xay dung, thuc 

hien ke hoach cho sinh vien.

g) Giam sat cdng tac cd van hoc tap, hang nam to chuc khao sat, danh gia kct 

qua tong the bao cao Hieu truong.

2. Cac don vi quan ly sinh vien cd nhiem vu phan cdng, quan ly, theo doi 

boat dong, hd tro va danh gia cd van hoc tap cac lop sinh vien cua don vi. Cu the:

a) Vao dau nam hoc, don vi quan ly sinh vien gui den Phong Cdng tac sinh 

vien cdng van phan cdng cd van hoc tap cua cac lop sinh vien nam thu nhat va 

cac lop sinh vien cd thay ddi cd van hoc tap.

b) Vao ddu mdi hoc ky, don vi quan ly sinh vien s£p xep lich tiep sinh vien 

cua cd van hoc tap va thong bao tren trang web va bang thong tin cua don vi.

c) Khi cd thay ddi co van hoc tap, don vj gui cdng van de nghi thay ddi cd 

van hoc tap den Phong Cdng tac sinh vien. Truong hop cd van hoc tap di cdng 

tac, nghi phep dai han tu 03 thang tro len, don vi cd trach nhiem phan cdng cd van 

hoc tap khac de thay the.

d) Vao cudi nam hoc, don vi thuc hien bao cao ve tinh hinh boat dong cua 

cac cd van hoc tap, danh gia cd van hoc tap gui ve Phong Cdng tac sinh vien.
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e) Chiu trach nhiem truac Hieu trudng ve viec phan cong, thay the cd van 
hoc tap cua dan vi quan ly.

3. Phong Dao tao dai hoc ho trp Phong Cong tac sinh vien thuc hien nhiem 

vu dau moi quan ly cong tac cd van hoc tap; cung cap day du cac quy dinh ve 

cdng tac dao tao theo chuc nang, nhiem vu cua phdng cho cac khoa de then khai 

cho cd van hoc tap; cung cap day du ket qua hoc tap, nhimg bien dong ddi vdi 

sinh vien nhu: bao luu, tra lai hoc tap, chuyen truong, canh bao hoc vu, thdi hoc... 

cho cd van hoc tap tung hoc ky; hd trq cd van hoc tap giai dap cac thdc mSc lien 

quan tdi chuc nang, nhiem vu cua phdng khi cd yeu cau.

4. Trung tarn Cdng nghe thong tin va Thu vien cd nhiem vu ho tra, tang 

cudng ung dung cdng nghe thong tin, chuyen doi so trong thuc hien cdng tac co 

van hoc tap; phdi hop cung cap thong tin lien quan den canh bao hoc tap cua sinh 
vien cho cd van hoc tap.

5. Cac don vi khac trong Nha truong cd nhiem vu cung cdp thong tin va ho 
r r

tra cd van hoc tap va sinh vien trong pham vi trach nhiem cua minh.
Dieu 12. Dieu khoan thi hanh

1. Quy che nay co hieu lire tir ngay ky theo Quygt dinh s6 ^.?:/QD- 
DHLHN ngaycZf thang nam 2026 cua Hieu truong Truong Dai hoc Luat Ha 

Noi, thay the Quy6t dinh s6 2633/QD-DHLHN ngay 05 thang 11 nam 2015 cua 

Hieu truong Truong Dai hoc Luat Ha Noi ban hanh Quy che v6 cong tac co van 

hoc tap cua Truong Dai hoc Luat Ha Noi va dupe ap dung tir nam hoc 2025 - 
2026.

2. Trong qua trinh thuc hien neu co vuong mSc, Phong Cong tac sinh vien 
tong hop y kien dong gdp tu cac dan vi va ca nhan de trinh Hieu truong xem xet, 
quyet dinh./.
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