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QUY PINH TAM THOI
Vé phan cong trach nhiém trong viéc té chirc thi/kiém tra va quan ly
diém/bang ghi diém/bai thi hé Pai hoc
(Ban hanh keém theo QD s6 27/QD-DHCNTT-DTPH, ngay 28 thang 01 nam 2013)

A.Tb chirc thi, kiém tra
1. Quy dinh chung

— MBJi dau nim hoc, truong cong bd ké hoach hoc tap cho c4 nam hoc (biéu d6
giang day).

— Tung hoc ky nha trudng tap trung to chirc cho cdc hoc phan 01 1an kiém tra gitta
ky va 01 14n thi cudi ky (goi chung 12 "thi"). Lich thi dugc qui dinh trén biéu do
giang day nim hoc. Mdi hoc ky lich thi dwgc x4c nhan lai kém theo cdc hudng
dan thi hanh bang van ban thong bdo ciia Ban Gidm Hiéu. Chi c6 Hiéu trudng
mai c6 quyén thay doi lich thi da dugc cong bo.

— Phong Dao tao Dai hoc (DTPH) 1a don vi chit ddng dé xuét lich thi va diéu hanh
cong tac to chuec thi.

— Céc Khoa (B6 mon) quan 1y hoc phan (sau day goi chung 1a Khoa) 1a nguoi truc
tiép to chuc céc budi thi, chiu trach nhiém vé khia canh chuyén mén cta ky thi —
nodi dung thi, dé thi. Riéng ddi véi cic hoc phan Ly luan Chinh tri, phong DTDH
chiu trach nhiém t6 chirc céc budi thi.

— Can b0 coi thi chiu trach nhiém ca nhan vé cong tac coi thi tai phong thi tuan thu
theo quy ché thi cur va cic quy dinh li€n quan cua nha truong.

2. Trach nhiém cia Phong DPTDH

— Xép lich thi, thong bdo rong rai lich thi téi sinh vién va tit ca cic don vi lién
quan (phong Thanh tra Phdp ché Pam bao chét luong, ban Quan 1y Co sd, phong
Cong tic Sinh vién). Lich thi phai dugc chuyén ti cdc Khoa bang vin ban va
b'c"lng file (text) dé céc khoa sir dung vao muc dich phin cdng cén by coi thi
(CBCT), 1ap s6 theo ddi to chirc thi, s6 theo ddi bang diém — nop diém.

- Chuan bi vat tu cho ky thi, chuyén giao cho cac Khoa bang ghi diém, glay thi,

gidy nhép theo s6 luong thong ke. Cung cAp gidy lam bai thi trac nghiém ddi voi
cic hoc phan thi tric nghiém theo yéu cau.

— Kiém tra lai danh séch phén cong CBCT do cdc khoa cung cép. Xéc nhan danh
sdch coi thi sau ky thi dé cac don vi lién quan tién hanh tinh khoi lugng.

— Cu 02 cdn b tryc tai phong DTDH giai quyét thu tuc, kiém tra tinh hinh buéi
thi. Cac can by phong PTPH truc trong budi thi dugc hudng tiéu chuan boi
dudng nhu cén bd coi thi.

3. Trach nhiém cua Khoa

— Khoa chiu trach nhi€ém thong bdo téi sinh vién va cidn bd thudc pham vi quan ly
cua khoa vé lich thi.



Khoa chiu trach nhiém chinh t6 chure ky thi: nhén vt tu tir phong PTDH dé chia
ra su dung cho timg phong thi/budi thi, phan cong can b coi thi, xur 1y sai pham
cua cdn bd coi thi. V€ dieu dong cdn bd coi thi (CBCT) can chad y:

o Moi cdn bd theo ding dbi twong quy dinh tai muc 4 dudi diy. Truong
hop binh thuong mdi phong thi phai ¢6 tdi thiéu 02 CBCT dé hd trg cho
nhau. Khi phong thi ¢6 s6 luong sinh vién 16n va mén thi khong cho st
dung tai liéu can bd tri thém: phong tir 61 dén 100 SV cir thém 01 CBCT
(tong cong 03 CBCT); phong c¢6 hon 100 SV ctr thém 02 CBCT (tdng
cong 04 CBCT).

o Ngoai CBCT chinh thirc v6i s6 lugng nhu trén, tiy theo théng bdo cu thé
cua tung ky thi, khoa bo tri thém cén bg du trir va can bo tryc budi thi.

o Trudng hop gip khé khin trong viéc diéu dong cén b coi thi, khoa phai
li€n hé¢ cic khoa quan ly sinh vién hoac dé xuat phong DTPH dé nhan
dugc nhitng ho trg can thiét.

o Pon vi cir cdn bd coi thi phai bdo cho dwong sy biét bang vin ban vé thoi
gian coi thi, dia diém tdp trung.

Khoa chiu trach nhiém cir can bo ra dé thi theo ding yéu cau cia dé cuong hoc
phan va dam béo thoi gian 1am bai khong vuot qué thoi luong tbi da 120 phiit.
Trong gid thi cdn bd ra dé phai c6 mat dé giai thich dé khi can (cdn bo ra dé thi
6 thé 1a can b coi thi). Cac diéu khoan quy dinh lién quan téi dé thi phai tudn
thii gom:

o Cac 16p cung khoa, hoc cung 1 hoc phan sé& du thi ciing 1 thoi gian, theo
cung 1 d€ thi. Tuyét doi khong d€ xay ra cdc truong hop cung 1 moén thay
day 16p nao ra dé cho 16p do.

o Dé thi phai dugc chuén bi trude, c6 ky duyét ciia Khoa, dugc photo du s6
lugng theo sO sinh vién trong tirng phong thi, bo vao tdi dé thi ciia moi
phong thi. Tdi d¢€ thi phai dugc niém phong.

o D& thi theo hinh thirc tric nghiém khach quan (TNKQ) phai ¢6 t6i thiéu
30 cau cho 60 phut lam bai, s0 loai dé thi TNKQ (phuong dn d¢) trong
mot phong thi tdi thiéu 12 4.

o Céc quy dinh vé sir dung tai liéu, st dung mdy tinh (vi du: khong dugc
phép dung loai c6 1ap trinh, ¢6 bd nho, ...) can duoc ghi 16 trong dé thi va
ngoai tdi dé thi dé cic can bd coi thi thyc hién.

o Néu hoc phan c6 yéu cau in (photo) dé thi, c4n bo ra d& phai lién hé Thu

vién dé duogc xép lich phuc vu. Trong qua trinh in va vén chuyén dé yéu
cau céc cdn bo lién quan hét stic luu ¥ qui trinh bao mat dé thi.

Quyén va Trach nhiém ciia Can bd coi thi
Cén bg coi thi do Khoa huy dong phai la cdn bd gidng day hodc nhan vién hanh

chinh (thu ky) tai cdc b0 mon khoa phong ban trung tam trong truong — khong
st dung cac doi tugng khéc lam cén bo coi thi.

Cian bd giang day hoc phan va cén bo ra d& thi nhat thiét phai c6 mit vao budi
thi hoc phan minh day.

Cén b coi thi dugc thong bdo theo thu dién tir vé thoi gian coi thi, dia diém tap
trung va dugc tinh khoi lugng coi thi theo qui dinh cta trudng.



CBCT phai c6 mat tai dia diém tap trung it nhat 15 phit trude gio bét dau thi dé
nhan danh sich, tdi gidy thi gidy nhdp, tai de thi (yéu cau kiém tra k§ niém
phong tii dé) va nghe pho bién cédc quy dinh can thiét cua dot thi ciia hoc phan
(trong trudng hop can thiét).

Tai phong thi cic CBCT phai danh s6 ch ngdi theo danh séch (ding sb thi ty
trong danh sdch hodc ma sinh vién dé dénh sé) — tuyét ddi khong dé sinh vién ty
sap chd trong phong thi. CBCT kiém tra gidy to ching minh c4 nhin hop 18, d6i
chiéu hinh, d6i chiéu tén vé&i danh séch dy thi va cho thi sinh vao chd ngdi.

o Giy td chirmg minh c4 nhan hop 1& duoc qhap nhén la thé sinh vién cia
truong PH CNTT, ching minh nhan dan, bang l4i xe.

o CBCT yéu cau céc thi sinh khong c6 gidy t& chimg minh ¢4 nhan hop 18
veé ngay Phong DPTPH dé xdc minh va chi dugc quay vao thi khi cé gidy
x4c nhan cua Phong DTDH.

o CBCT khong dwoc cho vao phong thi cac SV khong ¢6 tén trong danh
sdch, khong c¢6 gidy phép cho thi. Néu c¢6 khiéu nai huéng dan sinh vién
t6i ngay Phong DTPH dé xdc minh giai quyét va dé dugc cap gidy phép
vao phong thi hoc phan tuong tng (néu ¢6 1y do chinh déng). CBCT luwu
¥ thu lai gidy phép du thi ciia sinh vién.

Khi thu bai thi, cdc cén bo coi thi méi dugc yéu cau sinh vién ky vao danh sich
dé xdac nhan da ndp bai — CBCT nhdac thi sinh ghi rd s to gidy thi da ndp vao
bén canh chir ky.

o Sinh vién vao thi theo gidy phép thi ky ndp ngay trén gidy phép. CBCT
thu giay phép bo vao tii bai thi cing danh séch va toan bg bai thi.

o Tuyét qd(‘)i khong tu y thém tén va cho sinh vién ky thém vao danh sich
ghi diém.

. Quan Iy diém, bang ghi diém, bai thi
. Quy dinh chung

Viéc quan ly diém-bang diém bao gém nhiéu cong doan bat dau tir khi phét hanh
bang ghi diém cho phép t6 chuc hoat dong thi va két thic khi hoan tat viéc nhap,
tong két diém cua sinh vién theo hoc phan.

Phong DTPH 1a don vi diéu hanh gidm sit toan by quy trinh, luu giit va chiu
trach nhiém vé dir liéu tong két di€m cua sinh vién.

Khoa quan 1y hoc phan truc tiép t6 chiic doc thiic, kiém tra hoat dong thi va
cham diém hoc phan. Khoa thong qua viéc phan cong cdn bo ra dé, cdn bo chim
thi, ky duyét d&, ky duyét bang diém,... chiu trich nhiém chinh vé su chinh xdc,
cong bang va céc khia canh chuyén mdn khic cuia viéc cho diém hoc phan twong
ung.

Cén bd chAm chiu trach nhiém ca nhan vé viéc cho diém chinh x4c theo dap an
va viéc tun thi cdc qui dinh nha trudng trong viéc chim va giao ndp bang diém.

Bang ghi diém duoc str dung théng nhat theo mau do phong DTPH ban hanh.
Dbi véi mdi hoc phén phong DTDH quan ly 3 ban chinh bang ghi diém goém
bang diém ly thuyet gitra ky, bang diém 1y thuyet cubi ky va bang diém thuc
hanh (trong d6 tong hop tat ca cic diém thanh phan khic néu c6). Céc bang diém
nay phdi c6 chit ky cta sinh vién, chit ky cua gido vién phu trach va xdc nhan
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cua khoa chuyén mon.

. Trach nhiém cia Phong Pao Tao Pai hoc

Lap danh sach sinh vién dugc tham gia thi (bang ghi dlem hoc phan) va cung
cap cho cdc Khoa dé to chirc thi. Cap cho sinh vién gidy cho phép thi trong céc
truong hop ¢6 1y do chinh dang dé bd sung cho danh sich da phét hanh.

Tiép nhén bai thi cdc hoc phan Ly luan Chinh tri, modi cén bd cham thi, ky duyét
bang ghi diém.

Theo di va thong bdo nhic nhd dinh ky céc truong hop qua han chwa ndp diém.
Dé xuat Ban Giam Hiéu xu 1y cac truong hop sai pham.

Tiép nhan ban chinh cic bang ghi diém dé nhap vao hé thong quan ly diém. Hé
thong s€ tinh diém tong két moén hoc cén ctr theo ty 1€ phan tram cda ba cot diém
thuc hanh, diém ly thuyét gitra ky va 1y thuyét cudi ky.

Chiu trach nhiém xt 1y diém, tiép nhan va 1a dau méi xtr Iy tat ca cac khiéu kién
ve diém s6 cua sinh vién.

In va cong bd bang diém timg hoc ky cua sinh vién, giri két qua hoc tap ctia sinh
vién vé gia dinh (néu can thiét). Tao di€u kién dé€ sinh vién ti€p can t&i di€m so
cap nhat cua minh thong qua Email hodc trang web phong DTDH.

Cép bang diém hoc ky va hoc ba cho sinh vién theo yéu cau.

Chiu trdch nhi€ém bdo quan tai li€u, bai thi cta sinh vién sau khi nhan ban giao tur
Khoa, theo c4c qui dinh luu trir cua B GD-DT.

. Trach nhiém ciua Khoa

Khoa tiép nhan bang ghi diém tir phong DTDH, chu dong giao trach nhiém va
phoi hop vai cac don vi lién quan dé t6 chuec thi.

Khoa tiép nhan bai thi va bang ghi diém tir cdn bd coi thi dé to chirc phin cong
cham diém.

Khoa photo 01 ban cta bang ghi diém dé niém yét cho sinh vién dugc biét, 01
ban photo khiac c6 dong dau cua khoa dugc dung d€ luu tai Khoa. Ban chinh
bang ghi diém cting ban chinh céc phiéu cho phép thi khoa c6 trach nhiém tap

trung lai chuyén ngay cho phong DTPH (luu y Khoa phai 1ap s6 ky nhan viéc
nop diém va chuyén giao bang ghi diém cho phong DTDH).

Khoa chiu trach nhiém bao quan tai liéu, bai thi cua sinh vién trong thoi gian 01
hoc ky. Tra 101 phleu xem lai bai thi, khiéu kién vé diém s cua sinh vién do
phong DTPH chuyén.

Khoa ¢6 trach nhiém ban giao tai li¢u, bai thi cua sinh vién cho phong DPTDH
sau thoi gian 05 thang sau khi két thdc dot thi.

. Quy trinh

Thoi gian thyc hién trong cdc qui trinh sau ddy tinh bang don vi ngay.

Ngay bao gdm cdc ngay trong mot tudn, trir cdc ngay nghi 18 theo qui dinh cua
Nha nude.

a. Qui trinh quén 1y diém thi
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b. Qui trinh xir Iy khiéu ki¢n, phiic tra diém
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