FPTU FACULTY HANDBOOK
I. PREFACE
This handbook attempts to answer some of the questions you will have about working either as a full-time or part-time lecturer and staff at the FPT University (FPTU). 
For more or other information, you can discuss with your department chair who is responsible for providing detailed information, especially as required by new lecturers. It is important to refer back to this handbook prior to the beginning of each academic year because some information may be new or updated. For your convenience, topics are presented chronologically, from what you need to do to prepare your courses through what you are required to do during and at the end of the semester. Most of the information mentioned here can be found on http://www.fpt.edu.vn. Although this handbook focuses mainly on teaching and supervision, some ideas and guidelines for research activity and other aspects of your work as a full-time faculty member at FPT University are also included.
To call an office on any campus, just dial the extension number. You can easily search in your desktop phone the name of the person you wish to call and his or her extension number. To call from off-campus, you need to dial XXXXXXXXX (for any campus), then dial the extension number. To make an outside call from any campus, use your pin code (the same pin code for each campus) and the number wanted. You are provided with a pin code on the first day of your work. For some reasons if you do not have a pin code, send an email to Mr. Pham Phu Phi (phipp@ fpt.edu.vn) at the Information Technology Management Department. To get a full telephone directory of the University, go http://www.fpt.edu.vn .
An Internet email address for faculty and staff is a string of the form firstnamelastnamemiddlename@fpt.edu.vn . You can check emails from MS Outlook installed on your desktop, laptop or from Gmail with the same username and password. If you have any problem concerning the information system, just contact Mr. Pham Phu Phi
Finally, please keep in mind that this is an informational handbook, not a definitive statement of the University or Faculty policies. During the academic year, some newly updated or urgent information may be sent directly to your emails. Please send suggestions for improvement of this University Handbook to FPT Office at XXXXXX@fpt.edu.vn.
Tran Ngoc Tuan, Vice Rector
II. ORGANIZATIONAL INFORMATION

1. Statement of Mission—Institution.
a. Mission: The University provides competitive advantages to learners and contributes for the expansion of national knowledge.

b. Objective: Educate high-standard human resource in ICT, business administration and related fields for global ICT enterprises

2. Statement of Mission—Business School or Program
The Faculty of Business provides a quality, student-centered learning environment to prepare students to be competent, ethical business professionals, entrepreneurs and leaders in the Vietnam workplace and in the world. This mission is accomplished by offering quality curricula that are delivered by qualified, involved faculty dedicated to improvement processes in order to prepare the graduates to contribute to the world of knowledge economy.
III. UNIVERSITY POLICIES AND PROCEDURES

1. Principles  
This Code has been formulated to provide a clear statement of the University’s expectations of its staff and affiliates in respect of their professional and personal conduct. The Code reflects, and is intended both to advance the object of the University, namely the promotion of scholarship, research, free inquiry, the interaction of research and teaching, and academic excellence, as well as to secure the observance of its values of:   

· responsibility and service through leadership in the community; 

· quality and sustainability in meeting the needs of the University’s stakeholders; 

· merit, equity and diversity in our student body; 

· integrity, professionalism and collegiality in our staff; and 

· lifelong relationship and friendship with our alumni.  

These values must inform the conduct of staff and affiliates in upholding and advancing: 

· freedom to pursue critical and open inquiry in a responsible manner;  

· recognition of the importance of ideas and ideals;  

· tolerance, honesty, respect, and ethical behaviour; and  

· understanding the needs of those we serve.  

2. Application of the Code  

This Code applies to: 

· all University staff (including casual staff) (referred to in this document as “staff”); and 

· clinical title holders; adjunct, conjoint and honorary appointees; consultants and contractors to the University; holders of offices in University entities, members of Boards of University Foundations, members of University Committees; and any other persons appointed or engaged by the University to perform duties or functions on its behalf (referred to in this document as “affiliates”).   
All staff are required to comply with the obligations set out in this Code and act in a way that furthers the University’s object and upholds its values.  Affiliates are required to comply with the Code in respect of their activities relating to or impacting upon the University and/or its staff or students. The University may take disciplinary action against staff for a breach of the Code, and may take commensurate action against affiliates.  

3. Definitions and interpretation  

In this document: 

Affiliate means a clinical title holder, an adjunct, conjoint and honorary appointee, a consultant or contractor to the University, an office holder in a University entity, a member of any University Committee and any other person appointed or engaged by the University to perform duties or functions on its behalf.  The application of this Code of Conduct to affiliates is set out in Part 2 above. 
Intellectual property means intellectual property as defined in the FPT University (Intellectual Property). 
Policy means a University policy as introduced, altered or replaced by the University from time to time.  
Staff or staff member means an employee of the University, including a casual employee. Supervisor means: 
(a) in the case of a staff member, the person nominated by the University from time to time as the staff member’s supervisor; 

(b) in the case of a clinical title holder, an adjunct, conjoint and honorary appointee, the Dean of the relevant Faculty; 

(c) in the case of a consultant or contractor to the University, the University officer nominated as the relevant contact officer in relation to their engagement; 

(d) in the case of an office holder in a University Entity or a member of any University Committee, the Chair of the relevant Entity or Committee; and 

(e)  in any other case, the University officer nominated as the relevant contact officer in relation to the person’s engagement. 
University Committee means any committee or governing body of any entity established by. 
A reference to any legislation, includes subordinate legislation made under it, and includes that legislation and subordinate legislation as amended or replaced from time to time. 
4. Personal and Professional Behaviour  

In performing their University duties and functions, the behaviour and conduct of staff and affiliates must be informed by the University’s object and its values and the principles enunciated in Part 1 above.  All staff and affiliates must:   

· maintain and develop knowledge and understanding of their area of expertise or professional field;  

· exercise their best professional and ethical judgement and carry out their duties and functions with integrity and objectivity;  

· act diligently and conscientiously;  

· act fairly and reasonably, and treat students, staff, affiliates, visitors to the University and members of the public with respect, impartiality, courtesy and sensitivity; 

· avoid conflicts of interest; 

· maintain a co-operative and collaborative approach to working relationships; and 

· comply with all applicable legislation, industrial instruments, professional codes of conduct or practice and University policies, including in relation to:  

· the conduct of research; 

· confidentiality and privacy of information;  

· equal opportunity;  

· health and safety policies and practices; 

· efficient and effective use of University resources including information communication and technology resources; and 

· protection of the University’s interests in intellectual property arising from its teaching and research.  

5. Conflicts of Interest  

All staff and affiliates must: 

· comply with the University’s External Interests Policy 2010 and ensure that there is no actual, potential or perceived conflict between their personal interests or their duties to other parties and their duties and responsibilities as staff or affiliates of the University; 

· promptly make full disclosure to the University of all relevant facts and circumstances giving rise to an actual, potential or perceived conflict of interest and cooperate with the University to ensure that all appropriate steps are taken to eliminate or manage such conflicts in accordance with the University’s External Interests Policy 2010; and 

· comply with the University’s Guidelines Concerning Commercial Activities.    

6. Intellectual Property  

All staff and affiliates must comply with the FPT University. 

7. Secondary Employment and Outside Earnings   

All staff and affiliates engaged in paid University work must ensure that any non-University work they perform (including provision of assistance to government, the professions and industry through, for example, consulting work, contracting, collaborative research and participation on committees): 

· does not conflict with their University work; 

· does not adversely affect their University work performance;  

· does not involve the use of University resources 

· is performed outside their normal University working hours

8. Acceptance of Gifts and Benefits  

Staff and affiliates must not solicit nor accept gifts or benefits, either for themselves or for another person, which either might in any way, either directly or indirectly, compromise or influence them in their official University capacity or might appear to do so.  Consistently with and subject to that general principle, staff and affiliates may accept occasional gifts or benefits, subject to the following requirements: 

· Gifts may be accepted only if the recipient is satisfied that they cannot be compromised, or be seen as having been compromised, by doing so; 

· A staff member or affiliate who is in a position in the course of their University work to confer a benefit on a third party must not accept a gift from that party; 

· Where the value of the gift or benefit exceeds $100, it may be retained only if reported for registration on the University’s Register of Gifts and Benefits; and 

· Cash or gift vouchers must not be accepted from any third party which derives a commercial benefit from a contractual relationship with the University under any circumstances. 

Any gift or benefit that cannot be considered as occasional and token should be declined stating that it is the University’s requirement that such gifts or benefits should not be accepted.  If this is not possible because of the environment in which the gift or benefit is offered, the gift or benefit may be accepted on behalf of the University, and it should then be retained by the relevant School or Administrative Unit.   

For the purposes of this Code, “gifts” include honorariums which may be retained subject, if required, to being declared on the University’s Register of Gifts and Benefits.  

Staff and affiliates must report any offers of bribes to their supervisor, who should then ensure that the matter is reported as corrupt behaviour in accordance with Part 12 of this Code. 

9. Public Comment  

Staff and affiliates who make public comment or representations and in doing so identify themselves as staff or affiliates of the University must comply with the University’s Public Comment Policy.    

10. Use and Security of Official Information  

Staff and affiliates must: 

· maintain the integrity, confidentiality and privacy of University records and information to which they have access in the course of their employment;  

· take all reasonable precautions to prevent unauthorised access to, or misuse of, University records and information; and 

· comply with the University’s Privacy Policy and Information Security Policy. 

Staff and affiliates must not: 

· disclose, or offer to supply, confidential or private University records or information, except when authorised to do so as a part of their normal duties or functions, or when required or permitted to do so by University policy, State or Commonwealth law, court order or other legal instrument;  

· access or use information, including information on electronic systems and hardcopy files, other than for an authorised purpose; or 

· destroy, or authorise the destruction of, University records other than in accordance with University policy and relevant legislation.  

11. Use of University Resources   

Staff and affiliates must: 

· use all University resources in an efficient manner and for University purposes only, unless express permission has been granted for non-University or private usage; and 

· comply with the University’s policy on Use of University Information and Communication Technology Resources. 

Staff and affiliates must not access or transfer pornographic or other inappropriate material through University information and communication technology resources (other than with the specific approval of the University’s Ethics Committee for bona fide research purposes).  

The University’s mail, telephones (including mobile phones), facsimile machines, email and internet are provided for University use.  Excessive and/or unauthorised personal use of any of these facilities can lead to the University taking disciplinary action against a staff member and commensurate action against affiliates.  Emails (including personal emails) remain the property of the University at all times and may be accessed under court orders, Freedom of Information requests and in accordance with the University’s policy on Use of University Information and Communication Technology Resources.   

Staff and affiliates should be aware that the University will, from time to time, access its communication resources to ensure that use of these resources is appropriate to carrying out the functions of the University.   

12. Notification of Wrongdoing  

Instances of wrongdoing, including, corrupt conduct, maladministration, serious or substantial waste of public money, government information contravention, or some other kind of wrongdoing should be reported.  Reports can be made to the Director, Audit and Risk Management or the Manager Investigations, Audit and Risk Management.  

13. Equity of Access and Prevention of Harassment and Discrimination   

Staff and affiliates must not harass or discriminate against students, staff, affiliates, visitors to the University’s campus, or members of the public.  

14. Work Health & Safety  

While at work or performing duties or functions for the University, staff and affiliates must: 

· comply with the University’s Work Health & Safety Policy and Procedures 

· take reasonable care for their own health and safety and the health and safety of others who may be affected by their acts or omissions at work; and   

· cooperate with the University to ensure compliance with all relevant health and safety laws. 

Staff and affiliates must take care not to put themselves or other University community members at risk or reduce their ability to carry out their duties through the misuse of alcohol or drugs.  Under no circumstances should staff or affiliates attend for duty under the influence of alcohol or drugs.   

IV. FACULTY POLICIES/ PROCEDURES/ RESPONSIBILITIES OF THE FACULTY

A. Instructional Procedures (Teaching Activities of the Faculty)

1. Teaching Responsibilities

	Responsibility
	Expected outputs
	Activities
	% of time
	Key Performing Indicator

	1. PLANNING 
	1. Work plan

(annual/quarterly/monthly)
	· Work with Staff directly in charge of management to finalize the individual plan target & work plan development (annual/quarterly/monthly).

· Make detailed plan on syllabus/training program.

· Review, revise the detailed activities implementation plan to be appropriate for each period

· Work with Staff directly in charge of management about participating in training courses.
	5%
	

	2. PREPARATION
	1. Lecturer receives full set and studies syllabus, teaching materials 

2. Prepares question bank
	· Receive syllabus, teaching materials from Head of Department 

· Study the syllabus and teaching materials to prepare for the teaching procedure

· Prepare the examination question bank, corresponding answers and benchmark points (if any)

· Refer to the Teaching Plan Development (from Job Description of Head of Department) to assure the task consistency 
	8%
	

	3. TEACHING 
	1. Attendance list

2. Periodical testing and assessment result of students sent to Educational Testing Department  

3. Student’s study supervision, results update and transference to relevant departments 

4. Student’s study result 

5. Proposal on syllabus, curriculum, teaching materials sent to Research & Program Development Department

6. Student’s dissertation/project advised by Lecturer (should be involved in Student Assistant)

7. Announcement of Thesis/Project marking result

8. Teaching procedure summary report


	· Teach to effectively convey knowledge and training content to students in accordance with University’s training program. 

· Check student’s attendance to evaluate their diligence in studying 
· Request student’s self-study
· Answer and advise student’s queries on study content and related issues 

· Periodically evaluate and check students according to Module deployment outline; transfer results to Educational Testing Department
· Monitor, evaluate student’s attitude and knowledge-acquiring abilities to set out activities in order to improve their study results.
· Evaluate the proposal to regularly improve curriculum, syllabus, and module  materials (should be involved in Department Workshop)
· Advise students on doing graduate thesis/diploma project in accordance with University’s requirements (should be involved in Student Assistant)
· Participate in the marking Committees according to University’s requirements  (should be involved in Others)
· Participate in and make periodical teaching summary report acccording to University’s requirements  (should be involved in Department Workshop or Others)
	65%
	· Rate and quality of students participating in activities 

· Student’s evaluation on physical education’s activities/content 

	4. STUDENT ASSISTANT
	1. Clarify students’ queries prior to/after study lesson or prior to the examination 

2. Organize field trips related to study major


	· Clarify student’s queries about the lesson 

· Organize review session for students before the exam 

· Advise students on their graduate theses/diploma projects

· Consult students to select suitable majors or jobs 

· Evaluate student’s understanding on the lesson via actual field trips
	10%
	

	5. DEPARTMENT WORKSHOP 
	1. Organize lecturer workshop (weekly/monthly/quarterly)
	· Propose innovative  teaching ideas 

· Report, evaluate teaching result; propose feedback and revision 

· Hold workshop on specialized theme
	5%
	

	6. RESEARCH ACTIVITIES TO ADVANCE PROFESSIONAL KNOWLEDGE
	Advance knowledge, positions
	· Conduct research studies according to needs and capabilities 

· Participate in professional discussion 
	5%
	

	7. OTHERS
	
	· Perform other tasks upon assignment from higher level leaders. 
	2%
	


2. Teaching load 
2.1 Regulations for full-time academic lecturers

· Minimum teaching hours quota of FUG 195 hours per semester per 4 months. (585 hours per years)

· Standardised teaching hours is 1.5 times as much as the minimum teaching hours.

· Unit members need to warrant above-mentioned minimum teaching hours in their recruitment process.

· Regulations on monthly payment: full-time academic lecturers are monthly payment based on their workload finished including and excluding U rate salary. 

· Other earnings excluding U&F rates are additionally calculated and paid to this amount. 

2.2 Specified regulations applied for part-time lecturers

- FVLs are monthly paid based on their workload finished including and excluding U rate salary.

- Other earnings excluding U&F rates are additionally calculated and paid to this amount. 

3. Teaching Instruments (Online Tools, Course Website, E-learning)
All teaching instruments are clearly stated in the course implementation plan of each subject.
4. Delivering the Course (Guidelines)
The guideline to implement each course is specified in the course implementation plan.
4.1. Prepare favorable teaching conditions for one module
· Basing on detailed module syllabus and general semester plan, HDs/ Course Managers build up Course Implementation Plan in form of 04.02v-BM/DH/HDCV/FU or 04.02e-BM/DH/HDCV/FU (English version). This module implementation plan must be checked by Head of Division of Education and approved by Dean of Unit before the time of teaching that module.

· After getting the approval, HDs/ Course Managers store Module Implementation Plan, send to training-related units like teachers, EOM Department, Educational Testing Department, and announce to students.

· Module resources: Transferred from Head of Division of Education to HDs/ Course Manager and inform to all teachers about teaching resources (including added teaching resources – if any) 
4.2. Prepare facilities and soft-wares for training purpose

· Basing on Semester Plan and Module Implementation Plan (if needed), HDs/ Course Managers put in request for materials, soft-wares and necessary facilities for the next semester, in form of 04.04-BM/DH/HDCV/FU and send it to Head of Division of Education. Head of Division of Education collects all and transfer the list to related units (Library, IT Department, and Administration) so that they can prepare and set up vital equipment and soft-wares for training implementation. Before the new semester, related units are responsible for ensuring that materials, equipment and soft-wares are provided as required.

4.3. Upload course information and materials to course management system
Before the very first lecture, HDs/ Course Managers need to:

· Collect information and materials of the course: Implementation Plan, Module content, Timetable, List of module teachers, and reference resources, etc.

· Upload information to course management system: course plan, course introduction, training slide (if any), and topics in line with syllabus (if any)

· Set up time and test manner (password declaration) and announce the list of module teachers to students; as well as inform IT to distribute the using right to those teachers.

· Make announcement for students registering the course

4.4. Train module teachers

· Before teaching any module, teachers in charge must be put under training arranged by HDs/ Course Managers so that they can have the best understanding of timetable, detailed teaching plan, module syllabus in detail and activities in teaching and studying process.

· When the process ends, trainers make report on teacher training output and send it to HDs and related units (when required)

5.5. Check semester preparation for module

· During the module preparation, HDs/ Course Managers have to check the implementation progress.

· In case any problem relating to module preparation occurs, related staff report to authority levels for timely solution in order to avoid affecting module implementation of the whole semester.

5. Course Syllabus
For the course syllabus template, see Appendix 1.
6. Textbooks and Book orders
	No
	Activity
	Product
	Performer
	Starting time
	Finishing time
	Reference

	1. 
	· Select textbooks (based on one or more of the following criteria)
· The proposals/recommendations of the educational standards/ managing ministries
· Reference of the curriculum of international institutions

· The goal of training programs of the university

· The implementation conditions of the university

· The publisher’s user rights, republication, and other information
· Method of selection: 
· A list of textbooks for evaluating (at least 3 textbooks)

· Meeting to selecting textbooks among DP Division, experts/Lecturers.
· Mutual agreement on selection of textbook
	 The information of selected curriculum (email / minutes of meetings / ...)
	administrators

Development Department
Professionals evaluate and select textbooks
	30 weeks before the semester when textbooks began used
	22 weeks before the semester when  textbooks began used
	

	2. 
	Inform the selected textbook to Academics Division, Library and Administrative to prepare textbooks
	Information about selected textbook is transferred to Academics Division, Library and Administrative
	DP Division


	
	16 weeks before the semester when textbooks begin to use
	


7. Library access guideline
Log in Books24x7
How to log in Books24x7 database:

Step 1: Click to this link: http://library.books24x7.com
Step 2: Click on Register and inform your email address (Please note that email is be used to log in is xxxxxxxx@fpt.edu.vn, the publisher does not accept other email). Then read through membership agreement and click on I agree.
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You will get an email from publisher to inform your username and password to log in.

Step 3: Input your provided username and password as below:
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Step 4: For the first time you log in, the system will ask you to change your password:
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After log in successfully, your name and FPT University will appear at the right top of the screen.
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Step 5: Start searching information following our searching guide.
Class Management (Disciplinary Problems)
Lecturers are allowed to set up the rules for each class based on classroom characteristics and course outlines

8. Examinations
8.1 Designing the test
Step 1: Design a test

	Activities
	Deliverable
	In charge
	Timeline
	Reference

	Based on the test structure noted in course syllabus, PD Division writes each course test with the reference from question bank.
	The test is encoded
	DP Department
	At the end of the third weeks of half
	04.75-BM/DH/HDCV/FU 

Report on test writing




Step 2: Issue test

	Activities
	Deliverable
	In charge
	Timeline
	Reference

	DP Division submits the test to Director of Unit for the issuance decision
	Decision for test issuance
	DP Division
	At the end of the fourth week of half
	N/A


Step 3: Send test

	Activities
	Deliverable
	In charge
	Timeline
	Reference

	 DP Division sends the issued test to Heads of Academics Division at all centers, as well as Head of Educational Testing.
	Test-attached email is encoded
	DP Division
	At the beginning of fifth week of each half
	N/A


8.2 Exam room rules (Applicable for all exams and tests)

I
Items carried to the exam room

· Student ID card issued by FPT University

· Laptop connected to FPT_University Internet network.

· A blank paper to note when needed 

· Other materials, items as regulated in test password envelop 

Note: 
Students are not permitted to place any other items, materials near their seats in the exam room.

· Students must ensure to:

· Well prepare their laptops 

· Meet necessary technical requirements of examination software 

· Correctly conduct computer technical steps during the test

Students must be self-responsible for the above mentioned test requirements

II
Exam room rules and regulations

a) Students must be present at the test room 10 minutes before the test begins (according to time of the University’s server clock). Students are not allowed to enter the test room if they show up at the test’s start time.

b) Students log in the test system right after entering the test room. 05 minutes after the test’s start time, Students who are unable to log in ExamClient software will be asked to leave the test room. 
Prior to and during the test time, if any problem occurs, Students follow the Instructions to handle the problem first. If they cannot fix, notify the Proctors or Invigilator straightaway.
c)  When entering the test room, Students must obey the following regulations:
· Wear ID card. Without the ID Card, Students must show the temporary card accompanied with photo personal identity documents.

· Fully comply with Invigilator’s instructions. 

· Not allow to use electronic device to receive, broadcast, transmit, record sound/image; or use information-storage device to do the test.

· Not allow to cheat during the test and exam. Not allow to copy the work of another student, discuss, or exchange materials while being tested. Students must not let others copy their work.

· Ask Invigilator publically if having any questions. Keep quiet in the test room.

· Not leave the test room, except cases of emergency.

· Use student’s own laptop to take the test. Information of account, laptop name, MAC address must be similar to the registered ones.

Any updates, modifications about laptop usage information, MAC address, etc. must be done at IT Department at least 24 hours before the exam.

· Submit anwer paper or working paper before leaving the test room.

· Enter the correct room and sit in the correct seat as regulated 

· Regarding online exam, students are only permitted to use the software approved by the University, rather than other ones.

· After submitting the paper, Students must sign to confirm in List of students and turn off their laptops.

Any student violating the above mentioned rules will be considered as cheating, reported, and disqualified.

9. Grading
Grading criteria is specified in each course implementation plan.
10. Grade changes
Students who finish their training courses but desire to improve their scores can register to study in the next semester (previous results are deleted; they have to re-do)

11. Academic Integrity and Use of Turnitin (đề xuất bỏ)
12. Student Feedback Form
STUDENT FEEDBACK FORM FOR TEACHER
Batch (Lớp): 

Month (Tháng):

Subject (Môn học):

Teacher (Giảng viên):

Tick the phrase, which best suits the teacher (Đánh dấu vào ô thích hợp)

	Regarding the teacher's punctuality
(Sự đúng giờ của giảng viên trong giờ học)

( Always punctual
(Luôn đúng giờ)

( Mostly punctual
(Phần lớn đúng giờ)
( Rarely punctual
(Ít khi đúng giờ)
( Not at all punctual
(Không bao giờ đúng giờ)
	
	Teaching skills of teacher
(Kỹ năng sư phạm của giảng viên)

( Very Good
(Tốt)
( Good
(Khá)
( Average
(Trung bình)
( Poor
(Kém)

	The teacher adequately covers the topics required by the syllabus
(Đảm bảo khối lượng môn học theo chương trình) 


( Fully covered
(Đảm bảo hoàn toàn)

( Mostly covered
(Đảm bảo phần lớn)

( Partially covered
(Chỉ đảm bảo một phần)

( Not at all covered (Không đảm bảo)
	
	Support from the teacher - guidance for practical exercises, answering questions out side of class 
(Hỗ trợ của giảng viên trong và ngoài giờ - trả lời Email, hướng dẫn thực hành, giải đáp thắc mắc…)

( Very Good
(Tốt)
( Good
(Khá)
( Average
(Trung bình)
( Poor
(Kém)

	Teacher's response to student's questions in class 
(Đáp ứng của giảng viên về những thắc mắc của học viên trong giờ học)

( Answered immediately or just after the session 

(Trả lời ngay hoặc trả lời vào cuối buổi học)
Answered in the next session 

(Trả lời vào buổi học sau) 

Some queries left unanswered 

(Một số câu hỏi không được trả lời)

Most queries left unanswered 

(Phần lớn câu hỏi không được trả lời)
	
	Remarks (Suggestions for improvement): 

Ghi chú (Đề nghị cải tiến):
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Thank you ! /Xin cảm ơn !
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STUDENT FEEDBACK

(for evaluating a course)
Faculty name…………………………… Course name/Course code……………….

Name of lecturer:………………………………………       Semester:………………

Using a ball-point pen (but not a felt marking pen), ﬁll completely the numbered circle corresponding to your response for each statement on a 5-point scale:
NB:
 - (is lowest rating, (is highest rating

·  No use of pencils, red-ink pens, highlighters is allowed.       

·  E.g.: If you choose( make it like (
	(=Totally disagree, (=Disagree, (=Neutral, (= Agree, (=Totally agree

	A. Course syllabus 
	Mark the most appropriate answer

	1. 
	At the start of the course, the course objectives are well explained.

Sinh viên được giới thiệu về Mục tiêu môn học trước khóa học
	(
	(
	(
	(
	(

	2. 
	The assessment methods and the grading criteria in detail are well communicated to you at the start of the course. 

Sinh viên được phổ biến về hình thức và phương pháp đánh giá học tập trước khóa học
	(
	(
	(
	(
	(

	3. 
	The course contents are relevant to the course objectives

Các nội dung của học phần liên quan đến mục tiêu của môn học
	(
	(
	(
	(
	(

	4. 
	The course structures and topics are arranged appropriately and logically.

Cấu trúc và các chủ đề của môn học được sắp xếp hợp lý và logic
	(
	(
	(
	(
	(

	5. 
	Up-to-date course materials are used

Các giáo trình, tài liệu học tập, tham khảo cập nhật
	(
	(
	(
	(
	(

	6. 
	The course length is adequate for achieving the course objectives.

Thời lượng khóa học được sắp xếp đủ để đạt mục tiêu chương trình
	(
	(
	(
	(
	(

	7. 
	This course equips you with knowledge and skills appropriate to your future career.

Khóa học trang bị cho sinh viên kiến thức,kỹ năng đáp ứng cho nghề nghiệp trong tương lai
	(
	(
	(
	(
	(



	B. Assessment methods
	Mark the most appropriate answer

	8
	The assessment methods and the final exam are appropriate to the course learning outcomes

Các bài đánh giá và thi cuối kỳ đáp ứng các chuẩn đầu ra của môn học
	(
	(
	(
	(
	(

	9
	The tests and assignments are evaluated in a fair manner

Các bài thi và bài tập lớn được đánh giá công bằng và chính xác
	(
	(
	(
	(
	(


When taking this course:

Please describe your most favorite things about the course or the teaching:


Please describe your most difficulties you experienced with the course or the teaching:


What improvements do you recommend?


Thank you for taking the time to give us your feedback.

13. Peer or Department Chair’s Observation regulations
Article 1 Academic Division in charge of educational sites of undergraduate programs must be responsible for planning and performing Class observation for 100% courses newly implemented in the semester and lecturers newly teach at the centers in charge. Each Class Observation requires at least 03 members with Head of Academic Division being the chair person; other members might come from Development Division of Higher Education Programs, Quality Assurance, and Professional Department.
Article 2 . Key evaluation criteria include:
· The relevance and coherence between the Course Objective and the Course Curriculum and Syllabus;
· The appropriateness of training materials’ content (slide, practice, etc.) to course content;
· The compliance of lecturer regarding teaching procedure, training materials usage;
Article 3 . The class observation to evaluate course program must be performed 1 to 2 times per semester:
· Regarding new lecturer, perform 2nd class observation if 1st assessment result is not satisfied.

· Regarding new course, perform 2 class observations per semester.

B. Faculty Duties Beyond Teaching

1. Admissions (Class roll sheets) and Enrollment Duties
· Teachers have to check student attendance in each class, using appropriate methods (attendance checking via internet, fingerprints, or score notebook). Attendance checking is done in every session as noted in regulations of each module and of University. 
· Lecturers base on the form 04.09-BM/DH/HDCV/FU to check attendance by using score notebook, and send the document to EOM Department within the teaching day.
2. Professional Development & Research
· The university gives the stipend of 20,000,000 vnd maximum for any staff who has a presentation at an international conference in which the host or one of the chairman comes from a 500 QS world university ranking. 

· Any staff whose article is published on an international academic journal belonging to Scopus or ISI get a reward in cash from 20,000,000 vnd to 40,000,000 vnd. 

3. Faculty Member Evaluation, Retention and Promotion
The Evaluation is followed  the University's regulations, mainly based on the GPA from students and the evaluation of work performance given by the direct manager.

If the GPA is lower than 3,4/4.0, the manager has to review the teaching quality of the lecturer.

The salary adjustment level will be based on quota of adjustment in wage grades of lecturers’ working unit and evaluation of work performance given by the direct manager.
4. Guiding Student Research, Internship and Projects
4.1 GUIDELINES GRADUATION THESIS DEFENSE

AIM

To instruct the registration and defense of graduation thesis of undergraduate programs of FPT University in all sites.

SCOPE

This Guideline is applied for the Graduation Thesis registration and defense of students at all sites of FPT University.

EXPLANATION OF TERMS

- Graduation Thesis in FPT University is considered as a major subject for students satisfying all required criteria; and is completed and defended in front of Graduation Thesis Defense Committee. Graduation Project refers to the Graduation Thesis of students majoring in technical – technology. Thesis/Dissertation refers to the Graduation Thesis completed by students in social or economic majors.

- Graduation Thesis defense: refers to student’s presentation against their Graduation Thesis’ final content, which then is evaluated and scored by Graduation Thesis Defense Committee.

- Graduation Thesis score: is comprised of score for the content (based on a prescribed frame) and score for the defense.

- Graduation Thesis defense score: is the score given by Defense Committee.

REFERENCES

	Code
	Document Name

	
	Training regulations

	
	Regulation of Graduation of Full-time students

	11.14-BM/DH/HDCV/FU
	Thesis Registration and Topic Modification Confirmation Form (if any) 

	11.15-BM/DH/HDCV/FU
	Thesis Delivery Record 

	11.16a-BM/DH/HDCV/FU
	Advisor’s Graduation Project Evaluation form

	11.16b-BM/DH/HDCV/FU
	Advisor’s Dissertation Evaluation form

	11.17-BM/DH/HDCV/FU
	Thesis Defense Organization Plan 

	11.18a-BM/DH/HDCV/FU
	Graduation Project Marking Form 

	11.18b-BM/DH/HDCV/FU
	Dissertation Marking Form

	11.21-BM/DH/HDCV/FU
	Thesis Defense Committee Conclusion Minutes 

	11.27-BM/DH/HDCV/FU
	Thesis Defense Result Consideration Minutes 


CONTENT

Step 1: Graduation Thesis Registration guidelines 

	No.
	Activities
	Deliverable
	Person In charge 
	Timeline
	Reference

	1. 
	Update List of Graduation Thesis Topics
	Graduation Thesis Topic List
	Head of Academics Divisionat training center
	No later than 07 weeks before the new Semester
	

	2. 
	Disseminate the suggestion list of Graduation Thesis topics and Registration Notice to students 
	Graduation Thesis topic suggestion list and registration information are sent to students
	Academics Management staff
	No later than 06 weeks before the new Semester
	

	3. 
	Instruct the Graduation Thesis registration 
	Instruction activities are performed 
	Head of Academics Division
	No later than 05 weeks before the new Semester
	

	4. 
	Register the Graduation Thesis.

Register in group of 4 – 5 students. 

Students registering Thesis must satisfy all requirements prescribed in the Graduation Regulation of FPT University
	Graduation Thesis Registration Form

List of Registered Graduation Thesis 


	Students, Academics Management staff
	No later than 04 weeks before the new Semester
	11.14-BM/DH/HDCV/FU

Graduation Regulation

	5. 
	Tentative plan of assigning lecturers to advise students in doing Graduation Thesis as per registration 
	List of Lecturers, Students, and Thesis Topics 
	Head of Academics Division
	No later than 03 weeks before the new Semester
	


Step 2: Graduation Thesis task allocation

	No.
	Activities
	Deliverable
	In charge 
	Timeline
	Reference

	1. 
	Finalize the topic and name of Thesis advising lecturer 
	Confirmation of Thesis advising lecturer
	Lecturers and Students
	No later than 01 weeks before the new semester
	

	2. 
	Issue the Decision on Graduation Thesis advising assignment and completion 

(Basing on student’s registration and University’s actual implementation conditions) 
	Decision on Graduation Thesis advising assignment and Completion 
	Drafted by Head of Academics Division

Signed by Director of Educational Site
	Before the new semester
	


Step 3: Graduation Thesis completion procedure

	 No.
	Activities
	Deliverable
	In charge
	Timeline
	Reference 

	1. 
	Advise the Thesis as organizing a subject upon an approved topic and syllabus 
	Completed Graduation Thesis
	Students and lecturers
	15 working weeks, inclusive of the 1st defense, commencing from start date of new semester 
	04-QT/DH/HDCV/FU

	2. 
	- Complete and submit component reports of  the Graduation Thesis as per Syllabus

- Score component reports for each student 
	- Component reports

- Component marking scheme
	Students and lecturers
	According to the Syllabus
	Graduation Thesis Syllabus

	3. 
	Give comments on Graduation Thesis result

Thesis Evaluation Form must clearly set forth comments on the content of each student’s Graduate Thesis:

- Student is allowed to defend in 1st Defense ceremony, or 

- is given more time to amend assignment and defend in 2nd Defense ceremony, or 

- is not allowed to defend and must re-do the Thesis in the next semester 
	Advisor’s Thesis Evaluation form 
	Thesis advising lecturer
	Right after the end date of advising period
	11.16a-BM/DH/HDCV/FU

11.16b-BM/DH/HDCV/FU

	4. 
	Students not approved to defend in 1st Defense Ceremony must revise their theses, which then will be re-evaluated. 

If students are approved to defend after revising the thesis, s/he will defend in 2nd Defense Ceremony of that semester.

If students fail to pass the 2nd defense, s/he must re-do the thesis
	Revised thesis

Advisor’s Thesis Evaluation form 
	Student

Thesis advising Lecturer
	No latter than 01 month since the end date of 1st advising period

Date and time of 2nd defense ceremony
	11.16a-BM/DH/HDCV/FU

11.16b-BM/DH/HDCV/FU


Step 4: Preparation for Thesis Defense Ceremony 

	No.
	Activities
	Deliverable
	In charge
	Timeline
	Reference

	1. 
	Establish the thesis marking committee and finalize the defense schedule 
	Decision on the Establishment of Marking Committee and Defense Schedule are disseminated to students and relevant stakeholders
	Head of Academics Division drafts,

Director of educational site signs the Decision
	03 weeks before Defense Ceremony.

Defense Schedule must be compliant with course syllabus 
	

	2. 
	Prepare for the organization of Defense Ceremony and send invitation to invitees  
	Detailed organization plan of Thesis Defense Ceremony
	Academics Management staff (chair unit), Administration Department, Student Affairs (coordinator)
	01 week before the Defense Ceremony
	11.17-BM/DH/HDCV/FU

	3. 
	Check preparation conditions to organize the thesis defense ceremony 
	Check list
	Academics Management staff
	01 day before the Defense Ceremony
	11.17-BM/DH/HDCV/FU

	4. 
	Receive Thesis paper from Students
	Thesis paper (hard copy) with the quantity equivalent to number of Defense Committee’s members 

01 CD copied with the Thesis

01 soft file summarizing the Thesis used in presentation 

Thesis (soft file, in PDF format)

Thesis delivery record 
	Academics Management staff
	01 week before the Defense Ceremony
	11.15-BM/DH/HDCV/FU

	5. 
	Transfer the Thesis paper and Thesis Marking Form to members of Graduation Thesis marking Committee 
	Thesis paper with cover page and Thesis defense marking form 
Thesis delivery record
	Academics Management staff, Committee’s members
	05 working days before the Defense date
	11.15-BM/DH/HDCV/FU

11.18a-BM/DH/HDCV/FU

11.18b-BM/DH/HDCV/FU


Step 5: Graduation Thesis Marking

	No.
	Activities
	Deliverable
	In charge
	Timeline
	Reference

	1. 
	Organize meeting of Graduation Thesis Defense Committee before the defense ceremony 

(if necessary, to agree on working methodology, marking scheme, and attendance punctuality) 
	Meeting Minutes of Marking Committee prior to the Defense Ceremony 
	Graduation Thesis Marking Committee 
	30 minutes before the defense time
	 

	2. 
	Score the thesis defense

- Attend the Thesis presentation of students in Defense Ceremony 

- Ask students questions, give comments on his/her thesis

- Give score on thesis defense for each student 

- Committee Chair gives comments on Student’s Thesis right in the Defense Ceremony upon each defense’s completion 
	Thesis defense marking files, include:

· Thesis marking form for each student

· Conclusion Minutes (without the announcement of total score of each student).
	Graduation Thesis Marking Committee 

Committee Secretary collects Marking Forms of all Committee members;

Fills in all information of the Thesis Defense procedure (From Item 1 to 4 of Form No. 11.21-BM/DH/HDCV/FU)
	Right after the completion of student’s defense 
	11.18a-BM/DH/HDCV/FU

11.18b-BM/DH/HDCV/FU

11.21-BM/DH/HDCV/FU



	3. 
	Hold a meeting of Thesis Marking Committee to conclude, give score regarding each student and transfer the result to Educational Testing department

Principles of thesis defense marking:

· Student’s Thesis defense score is the average of all Committee’s members‘ scores.

· Thesis defense score <4 is considered as ’disqualified‘. Committee Chair then will decide whether the student must re-do the thesis or revise for the 2nd defense 
	Thesis defense marking form for each student 

Conclusion Meeting Minutes with student’s total score is sent to Educational Testing Department
	Graduation Thesis Marking Committee

 Secretary of Thesis Defense Committee 
	No later than 01 working day since the Defense Ceremony finishes
	11.18a-BM/DH/HDCV/FU

11.18b-BM/DH/HDCV/FU

11.21-BM/DH/HDCV/FU

	4. 
	Head of Academics Divisionmeets Committee Chair and Thesis Advising Lecturer to review the unqualified theses of the defense: analyse Committee’s evaluation result, compare to Advisor’s Evaluation of each thesis, each student; identify the reasons why thesis advising lecturer gives higher score than the Committee does
	Conclusion Meeting Minutes analyses the evaluation result of Committee and compares to that of Thesis-advising lecturer regarding each thesis, each student; then specifies why lecturer’s evaluation is higher than Committee‘s
	Head of Academics Division

Chair of Thesis Marking Committee

Advisors 
	No later than 01 working day since the Defense Ceremony finishes
	11.27-BM/DH/HDCV/FU


Step 6: Thesis Defense Result Announcement  

	No.
	Activities
	Deliverable
	In charge
	Timeline
	Reference

	1. 
	Disseminate the thesis result 
	Thesis score announced
	Educational testing department
	No later than 02 working days since the Defense Ceremony finishes
	

	2. 
	Transfer Theses (whose average defense score is from Good and above) to the library
	01 soft-version thesis (in .pdf format)

Thesis delivery record is confirmed between Training Organization& Management staff and Library staff 
	Academics Management staff, 
Library staff
	03 working days from the Defense date
	11.15-BM/DH/HDCV/FU

	3. 
	Conduct 2nd thesis defense if the thesis score is under 4.
	2nd thesis defense is held 
	Thesis Defense Committee 
	01 months since the 1st defense ceremony
	


5. University or Faculty Involvement
6. Community and Social Work
7. Grievance Procedures
Step 1. Receive information

· University offers the following channels to receive feedback of student, student’s parents:

· daihoc@fpt.com.vn: upon incurrence
· Annual survey: every May.
· Lecturer Evaluation via GPA: after the completion of each Module regarding subject with block study type, in the mid or end of subject regarding long-run subject.
· Via mail, direct phone call, feedback form, mailbox (if any): upon incurrence
When receiving feedback, complaints of student, student’s parents through phone call or direct meeting, Receiving Staff must capture the information in Query receipt and Response form (08.03-BM/DH/HDCV/FU). The following information must be clearly filled on Form: time of receipt, student’s (student’s parent) name, student ID, feedback, name of receiver.
· Claims related to remark, attendance check, mark, etc. (course-related problems) shall be received by Academics Management Department. These problems shall be handled in accordance with regulations prescribed in University’s Procedure Handbook.

· Regarding other claims, Student Affairs Department is responsible for receiving and monitoring the handling process.

· Upon receiving information, receiving staff must validate the accuracy of information. 
· If:

· Given information being constructive feedback/complaints which can be immediately handled, Receiving Staff actively handles (under competent authority) or contacts the relevant departments and answers students. 
Step 2. Analyze, identify possible reasons
· If receiving staff is unable to handle student/student’s parents’ request; or the issue is out of his/her decision authority, the Receiving Staff must clearly explain to student/student’s parents the reason of not handling immediately and make appointment time to re-contact; or request a wait to further handle the claim.

· When receiving student/student’s parents’ claims, staff in charge of claimed department reviews and discusses with relevant departments, if necessary, to clarify claim’s details.

· If no claim basis is available, staff in charge of claimed department informs related staff to assist student/student’s parents. 

· If claim is appropriate, staff in charge of claimed department studies to find out the reason, discusses with relevant departments, if necessary, to decide handling measures and assign handling staff. 
· After identifying the reason and handling solutions, claim-handling staff fills all information in Reason and Proposed Solution field in Claim Receipt and Handling Form (08.02-BM/DH/HDCV/FU).

Step 3. Handle claims 

· Claim-handling staff contacts student/student’s parents to handle claim. Student Affairs’ staff monitors the handling process. 
· When customer’s claim is handled satisfactorily, handling staff fills information in Claim Receipt and Handling Form (08.02-BM/DH/HDCV/FU).

· When necessary (claims repeat many times, claims with similar characteristics regularly happen…) Student Affairs’ staff cooperates with Quality Assurance to study and propose solution/prevention measures in compliance with Management Regulation No. 14a-QĐQT/FPT – Correction & Prevention Actions.
Step 4. Monitor the claim handling process
· Monthly, Student Affairs’ staff must check and monitor the claim-handling process on the basis of:

· The content captured in Claim Receipt and Handling form,

· Handling column in Feedback receipt and Query response book. 

· Student Affairs’ staff cooperates with claim-handling assigned staff to monitor the handling process of complaints, claims; evaluate customer’s satisfaction against the handling result.

Step 5. Summarize, report

· Monthly, Student Affairs’ staff must be responsible for summarizing claim-handling activities and report to Board of Rectors
· Customer’s claims reports must include the following details:
· Structure of Customer’s claim regarding Department/Center
· Number of customer’s claims.

· Classification of reasons of customer’s claims.

· Utilized claim-handling measures and their effectiveness.

· VIP customer’s claims, if any.

8. Rules of Classroom
GENERAL REGULATION

1. Attendance check

· Student who arrives in the class more than 5 minutes late will be marked as absent for that slot.
· Student who is absent in more than 20% of regulated duration of 1 course will not be allowed to take the final test and must retake the course, except for special cases as per University’s regulation. 
2. Student card 
· Student must present Student Card when entering the University.
· Student who does not wear Card is not allowed to enter the classroom or use services at Administrative building, lecture hall, and library.
· Student who forgets or loses Student Card must use temporary card and will be fined as per University’s regulation.
3. Code of conduct
· Student’s attire when coming to University must be appropriate to studying environment, which is not offensive or does not affect other people.

·  Student must respect and behave in good manner with teachers, University’s staff, guests, and other students.

· It is prohibited to exchange, disseminate negative information, contrary to legal law of Socialist Republic of Vietnam and fine traditions of the nation in any modes. 

4. Preservation and protection of studying environment
· Student must protect and preserve properties, assets of the University

· Student causing damage to the property of the University or of other individuals must be fully liable for the compensation of damage caused.

· Student’s intentional acts of vandalism or destruction of property of University or of other individuals will be punished in accordance with University’s regulations and Vietnam’s legal law.

· In case of detection of any damages or loss of University’s properties or equipment, student must notify security or competent staff of the University straightaway. The whole class will be jointly liable if failing to report or prevent violating individuals. 

· It is prohibited to smoke or litter at inappropriate places.

· It is prohibited to bring explosive, harmful substances into the University’s campus.

· In the lecture hall and library, student is prohibited to play games in computer or laptop in any mode.

RULES FOR CLASSROOM AND LECTURE HALL 

1. Student must strictly follow lesson time under the timetable.

2. Student can only leave the classroom before the class finishes if lecturer allows to.

3. During the class time, student must strictly comply with instructions and requirements of lecturer.

4. Student must keep quiet, switch the phone to silent mode and not use the phone.

5. Keep the University clean, do not write, draw on the wall, desk, chair and other equipment in classroom, lecture hall.

6. Do not bring food and beverages to classroom, lecture hall.

7. It is prohibited to take outside people to the classroom, library, and lecture hall.

OTHER REGULATIONS
For detailed regulations related to typical activities of divisions in University, refer to the following documents:

1. Examination regulations
2. Library regulations

3. Dormitory regulations

Regulations on the usage of IT system 

VIOLATIONS AND DETENTION FRAMEWORK
	I. STUDY RELATED VIOLATIONS

	No.
	Violation
	Times of violation

(according to course, in case no other regulation available)
	Form of detention

	1. 
	Make noise during class time, practice time; disobey requirements of Lecturer during the class time
	
	No attendance check for that class

	2. 
	Show disrespectful attitudes to lectures and staff of University
	1

2

3
	Warning

Suspension for 1 semester

Expulsion

	3. 
	Cheat during examinations, tests, evaluation during  class time
	
	According to form of disciplines regulated in Examination Regulation of FPT University

	II. LIFE AND SOCIAL ACTIVITIES RELATED VIOLATIONS

	4. 
	Play games in laptops in lecture hall, library
	
	Fine of VND50,000/time

	5. 
	Cause stain or damage to University’s properties
	
	Depending on the extent of damages, reprimand or expulsion and 100% compensation for the damaged caused

	6. 
	Make noise, affect other activities of the University
	1

2

3
	Reprimand

Warning

Suspension for 1 semester

	7. 
	Fight with each other
	1

2

3
	Warning 

Suspension for 1 semester

Suspension for 1 year

	8. 
	Fight with each other, causing injuries
	1

2
	Suspension for 1 year

Expulsion. Severe violation might be brought before Law.

	9. 
	Bring food and beverages to classroom, library or lecture hall
	
	Fine of VND 50,000/time

	10. 
	Smoke, litter improperly
	
	Fine of VND 50,000/time

	11. 
	Cheat in attendance check, illegally log in the system or modify University’s information and data
	
	Warning, suspension for 1 semester to expulsion depending on the extent of violation. Severe violations might be brought before Law.

	12. 
	Attack, prevent normal operations of University’s IT system
	
	Warning, suspension for 1 semester to expulsion depending on the extent of violation. Severe violations might be brought before Law.

	13. 
	Gamble under any form

(Under level of prosecution in law)
	
	Depending on the violation extent, Administrative fine of VND 50,000/student to Expulsion

	14. 
	Take strangers into classroom, library, lecture hall without permission
	1

2

3
	Reprimand

Warning

Suspension for 1 semester

	15. 
	Take bad people into University  stealing, robbing, fighting or causing severe consequences
	1

2
	Suspension for 1 year

Expulsion. Severe violations might be brought before Law.

	16. 
	Show acts of inciting for fighting, threatening University staff
	1

2

3
	Warning

Suspension for 1 year

Expulsion

	17. 
	Store or use drugs
	1
	According to concurrent legal regulations

	18. 
	Have acts of prostitution harboring, brokerage
	1
	Expulsion, other punishment according to legal regulation

	19. 
	Have acts of theft of property

((Under level of prosecution in law)
	
	Depending on the extent, from warning to expulsion

	20. 
	Possess, sell weapons, explosive/flammable substances and other smuggled goods in the University campus
	
	Depending on the extent, from warning to expulsion. Severe violations might be brought before Law.

	21. 
	Incite, induce others to protest, write pamphlets/posters illegally
	
	Depending on the extent, from warning to expulsion. Severe violations might be brought before Law.

	22. 
	Discuss, disseminate negative information contrary to Law of the Socialist Republic of Vietnam and fine traditions of the nation under any form
	
	Depending on the extent, from warning to expulsion. Severe violations might be brought before Law.

	III. STUDENT CARD RELATED VIOLATIONS

	23. 
	Forget to wear the student card
	
	· Issue 1-day validity temporary card 

Pay VND10,000 as temporary card issuance fee

	24. 
	Lost student card
	
	· Issue 1-monthvalidity temporary card

Pay VND10,000 as temporary card issuance fee +  ATM card issuance fee according to Bank’s regulation (collect on behalf of the Bank).

	25. 
	Fail to wear student card in lecture hall, library
	
	· Security staff notes on Record and asks violating student to leave the lecture hall, library

Academic Management Department does not check the attendance of the student for that class

	26. 
	Fail to apply for temporary student card
	
	Academic Management Department does not check the attendance of the student for that class

	27. 
	Wear expired student temporary card
	
	· Security staff notes on Record and asks violating student to leave the lecture hall, library

Academic Management Department does not check the attendance of the student for that class

	28. 
	Use student card of others (both related students are punished)
	1

2

3

4
	· Confiscation and termination of card

· Warning

· Suspension for 1 semester

· Expulsion

	29. 
	Create fake student card (official or temporary one)
	
	· Suspension for 1 semester

· Expulsion


9. On-campus Useful Contacts

All teaching staff and employees can access to the following website to get the contact information of anyone in the university.

http://danhba.fpt.edu.vn/
V. APPENDICES

1. Faculty Member Work Plan
2. Academic Curriculum Vitae
3. Academic Calendar Academic Year 2016-2017
4. Course Syllabus Template
5. Template – Checkpoint 
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