QUY TRINH M4 sé: QT.KT.001

TO CHUC THI KET THUC HQC PHAN Ngay tran hanh:
TRINH PO bAI HQC CHINH QUY Trang:

(ban hanh kém theo Quyét dznh s6 1212/0P-PHNT ngay 28 thang 5 nam 2018 cua
Hiéu truong Truong Pai hoc Ngoai thuwong)

I. CAN CU XAY DUNG

1. Quy ché dao tao dai hoc, cao dang hé chinh quy theo hé théng tin chi ban hanh
kém theo Quyét dinh s6 43/2007/QD-BGDDT ngay 15/08/2007 cua Bo truéng Bo GD&DT;
Thong tu s6 57/2012/TT-BGDDT ngay 27/12/2012 cia Bo truong Bo GD&DT sira doi, bd
sung mot sé diéu cua Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé théng tin
chi ban hanh kém theo Quyét dinh s6 43/2007/QD-BGDDT;

2. Quy dinh v& dao tao dai hoc va cao dang hé chinh quy theo hé thdng tin chi tai
Truong Pai hoc Ngoai thuong ban hanh kém theo quyét dinh s6 409/QD-DHNT-QLPT
ngay 08/05/2009;

3. Thong tu s6 10/2016/TT-BGDDT ngay 05/4/2016 cia Bo trudng Bo GD&DT ban
hanh Quy ché cong tac sinh vién ddi véi chuong trinh dao tao dai hoc hé chinh quy;

4. Thong tu sb 04/2016/TT-BGDDT ngay 14/3/2016 cta Bo trusng Bo GD&DT quy
dinh vé tiéu chuan danh gia chat luong chuong trinh dao tao cac trinh do cua gido duc dai
hoc;

5. Thong tu sé 12/2017/TT-BGDPT ngay 19/5/2017 cua Bo truong Bo GD&DPT quy
dinh vé kiém dinh chat luong co sé gido duc dai hoc.

1. PHAM VI AP DUNG

1. Quy trinh nay duoc sir dung dé hudng din thong nhét to chic thi két thdc hoc
phan cua cac chuong trinh ddo tao trinh do dai hoc chinh quy tai Ha Noi thugc mét trong
hozc két hop giita cac hinh thirc thi sau day:

a) Thi tu luan;

b) Thi van dap;

¢) Thi trac nghiém trén giay.

2. Hoc phan thi tric nghiém trén may vi tinh &p dung Quy ché xay dung ngan hang
dé thi, ra dé va té chuc thi tric nghiém trén may tinh ban hanh kém theo Quyét dinh sb
628/QD-TTTT&KT ngay 25/12/2007 cta Hiéu truong Truong Pai hoc Ngoai thuong.

3. P6i vai hinh thire thi khac (thi thyc hanh trén mdy tinh d6i véi mon Tin hoc, viét
tiéu luan, 1am bai tap 16n,....), Truéng Khoa cha tri, phéi hop véi Truéng B mon  soan
thao, trinh Hiéu truong phé duyét (qua Trung tam Khao thi va Pam bao chat lugng) quy
dinh thi két thiic hoc phan &p dung thong nhat trong Khoa, Bo mén va cong b cong khai.

4. Giam déc Co so 1l tai TP.HO Chi Minh, Giam déc Cé sé Quang Ninh, cin cir
thuc tién cua don vi, phéi hop véi Khoa/Bo mon tai Ha Noi dé ban hanh quy trinh thi
két thic hoc phan ap dung tai Co so, bdo cdo Hiéu truong (qua Trung tdm Khao thi va
Pam bao chat lugng) va cong bd cong khai.

I1l. TRACH NHIEM THU'C HIEN

1. Trung tdm Khao thi va Pam bao chat lwong (KT&DPBCL) chiu trach nhiém
chu tri huéng dan, giam séat/kiém soat viéc tuan thu cac budc trong quy trinh; tong hop,
b4o cdo Ban Giam hiéu. Trung tim KT&DPBCL dinh ky (trong tuan dau tién sau khi két
thac hoc ky) giam sat viéc tuadn thu quy dinh, quy trinh cua cadc Khoa, B6 mén théng
qua viéc xem xét ho so, tai liéu luu trit cua Khoa, Bo mon.
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2. Phong Quan 1y dao tao (QLPT) chiu trach nhiém chinh vé lich thi, nhan diém,
cdng bé diém va tong hop két qua phic khao.

3. Khoa chiu trach nhiém chinh vé phan céng coi thi; t6 chirc nhan don phuc khao va
giri két qua phtc khao cho Phong QLPT; luu gitt don phuc khao; t6 chizc cho Bo mon luu
giit bai thi cho dén hét khoa.

4. Bo mdn chiu trach nhiém chinh vé t6 chuc ra dé thi kém dép an, thang diém; noi
dung dé thi kém dap 4an, thang diém; sao in va bao mat dé thi; chim chi/héi thi: nop diém va
giai quyét don phuc khao; luu giit bai thi cho dén hét khoa.

5. Phong Thanh tra chiu trach nhiém thanh tra, kiém tra theo quy dinh.

6. Don vi phdi hop: Phong KHTC, Phong QTTB va cac don vi ¢6 lién quan khac.

7. Trong qué trinh thuc hién, néu cé van dé phat sinh, khéng phi hop véi thuc té
hoac can stra doi, bd sung thi cac c& nhan, don vi phan &nh vé Trung tam Khao thi va bBam
bao chét lwong dé tong hop, bao cao Hiéu truong xem xét, quyét dinh sira doi, bo sung Quy
dinh nay cho phu hop.

IV. THI TU LUAN, TRAC'NGHIEM
1. Quy trinh thi tw luan, trac nghiém

Buréc Noi dung Trach nhiém Biéu mau
1 | Lapvathdng bao Lich thi ket thic hoc | Phong QLDT Khéng
phan
2 | Ra dé thi, dap 4n va thang diém Bo mon QT.KT.001/BMO01

QT.KT.001/BM02
QT.KT.001/BM03
QT.KT.001/BM04
Sao in va bao mat dé thi Bo mon Khong

4 | T6 chuc coi thi Khoa QT.KT.001/BMO06
QT.KT.001/BM07
QT.KT.001/BM08
5 | Cham thi va nop bang diém Bo mon QT.KT.001/BM09
6 | Cong b diém va phic khao (néu c6) | Phong QLDT; QT.KT.001/BM11
Khoa/B mon QT.KT.001/BM12
QT.KT.001/BM13
QT.KT.001/BM14
7 | Luu gilr bai thi Khoa Khong

w

2. Dién giai quy trinh
2.1. Lap va thong béo Lich thi két thic hoc phan (Buéc 1)
- Bon vi thyc hién: Phong QLDT
- N6i dung cdng viéc:
+ Truong Bo mon thdng nhat hinh thire thi ddi voi tirng hoc phan trude mdi hoc ky
theo Pé cuong chi tiét hoc phan da dugc phé duyét va yéu cau giang vién giang day théng
bo cho sinh vién vao budi hoc dau tién cua hoc phan do;
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+ Can ctr vao ké hoach giang day, hoc tap va thoi khoa biéu, Phong QLPT s& xay
dung lich thi hoc ky (du kién), trong dé xac dinh rd hoc phan, 16p, thoi gian, dia diém, hinh
thire thi;

+ Phong QLBT gui Lich thi dy kién téi Khoa/Bo mon dé lay y kién phan hoi.
Khoa/Bo mon ddi chiéu hinh thiic thi cho phii hgp véi D& cuong chi tiét hoc phan da cong
bo;

+ Phong QLDT hoan thién Lich thi theo y kién phan hdi cia Khoa/Bé mén (néu co),
thong béo cho sinh vién, cong b trén website cua Nha truong va gui Lich thi (ban mém)
cho Khoa/Bo mén, Trung tam KT&KT&DBCL va cac don vi 0 lién quan.

- Biéu miu: Khéng.

- Thoi han thuc hién: Lich thi du kién phai dwgc guri cho Khoa/ Bo mon cham nhat
truéc ngay thi hoc phan dau tién cia mdi giai doan 1a 15 ngay lam viéc. Khoa/Bé mén cho
y kién phan hoi sau toi da 03 ngay lam viéc ké tir khi nhan lich dy kién. Phong QLDT gui
lich thi chinh thirc cho sinh vién, Khoa/B6 moén, Trung tam KT&BDBCL va cac don vi c0
lien quan (néu co) sau téi da 03 ngay lam viéc ké tir khi nhan phan hdi cua tat ca cac
Khoa/Bo mén vé lich thi du kién.

2.2. Ra deé thi, dap an, thang diém (Budc 2)

- Bon vi thuc hién: B mén

- Noi dung cong viéc:

a) Truong Bo mon to chirc ra dé thi kém déap an, thang diém. B¢ thi phai duoc
Truong Bo mon Ky duyét. Trong truong hop Truong Bo mon di cong tac, dé thi s& do
Truong hoac Pho Trudng Khoa ky duyét.

Y&u cau d6i voi dé thi:

i) Noi dung dé thi phai nam trong noi dung giang day ciia hoc phan theo dung Dé
cuong chi tiét hoc phan da dugc phé duyét, danh gia duoc ning luc cia ngudi hoc dap wng
chuan dau ra (muc tiéu) hoc phan;

ii) Pé thi phai c6 dap an, thang diém rd rang cho tirng cau; khong lap lai nguyén vin
cac dé thi, dé kiém tra, bai tap da s dung cho sinh vién truéc do, ké ca nhitng mon thi yéu
cau thu lai dé thi;

iii) Cung mot hoc phan, néu thoi diém thi khac nhau thi dé thi phai khac nhau;

iv) Thoi gian 1am bai thi: toi thiéu la 45 phat va toi da 1a 120 phat (khong ké thoi
gian phat dé);

v) Sb luong dé thi: t6i thiéu 02 dé thi/1 hoc phan/1 ca thi, trong d6 01 dé chinh thuc
va 01 dé du phong;

¢) Sau khi duyét dé thi, dap an va thang diém, Truéng Bo mon niém phong, bao mat
dé thi va dap an, thang diém.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Bidu miu: QT.KT.00U/BMOL, QT.KT.001/BM02, QT.KT.001/BMO3,
QT.KT.001/BM04

- Thoi han thuc hién: Truong Bo mén phai dam bao dé thi sén sang trude budi thi/ca
thi thi it nhat 01 ngay.

2.3. Sao in va bao mat dé thi (Bwéc 3)

- Bon vi thuc hién: B6 mon.

- N6i dung cong viéc:
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+ Truong Bo mon ban giao dé thi da duoc duyét, niém phong cho giang vién duoc
phan cong dé td chirc sao in dé thi. Bo mdn td chire in sao, dong géi dé thi theo tirng phong
thi va giao tai dung dé thi cho can bo coi thi di phan cong;

+ Truong Bo mon va cac ca nhan da tiép can dé thi sau khi boc niém phong dé thyuc
hién cong tac in sao va trude khi thi phai chiu trach nhiém bao mat dé thi.

- Giam sat/kiém soat: Trung tim KT&DBCL.

- Biéu mau: Khéng

- Thoi han thuc hién: Dé thi phai duoc in sao cham nhat 1a 01 ngay 1am viéc trudc
budi thi/ca thi.

2.4. To chite coi thi (Bwéc 4)

- Bon vi thyc hién: Khoa

- Noi dung cong viéc:

a) Cap nhat diéu kién dy thi: Truong Bo mdn chi dao gidng vién giang day hoc phan
cap nhat diéu kién du thi cua sinh vién bao gom: diém chuyén can va diém giira ky trudc khi
thi it nhat 03 ngay lam viéc. Sau khi cap nhat diéu kién du thi, giang vién chiu trach nhiém
khoa noi dung nhap diém trude khi Khoa té chirc in danh sach sinh vién du thi.

b) Phan cong can b coi thi: Can cir vao lich thi, Truong Khoa to chitc phan cong can
b6 coi thi, dam bao 02 can bo coi thi/1 phong thi.

¢) Chuan bi hd so cho budi thi/ca thi: Can b duoc phan cong coi thi chuan bi hd so cho
budi thi bao gdm: Danh sé&ch sinh vién du thi, Bién ban xu ly sinh vién vi pham quy ché thi, Tdi
dung dé thi, Tai dung bai thi, Giay thi va cac tai liéu khac (néu c6) nham phyc vy thi. Pau nim
hoc/hoc ky, Khoa nhan Tai dung bai thi, Tai dung dé thi, Gidy thi tai Phong QLDT. Trudc budi
thi/ca thi tir 01-02 ngay lam viéc, Khoa chiu trach nhiém yéu cau can bd dugc phan cong in
Danh séch sinh vién dy thi tir hé théng tin chi.

Déi véi truong hop sinh vién dy thi bé sung do thay dbi, chuyén lich thi vi 1y do dic
biét (néu co) thi danh sach s& do Phong QLBT cung cap.

d) Coi thi:

+ Can bo coi thi phai c6 mat ding gid tai phong thi dé lam nhiém vu. Trong khi thyuc
hién nhiém vu coi thi, khéng duoc s dung dién thoai, khong dugc lam viéc riéng, khéng
duogc hit thude, khong duoc sir dung cac loai dd udng cé con; thuc hién nghiém tuic quy ché
lam viéc cua Nha truong;

+ Cén b coi thi danh s6 bao danh, huéng dan thi sinh ngdi ding sé bao danh; ghi rd
ho tén va ky tén vao cac to gidy thi;

+ Trong gid lam bai, can bd coi thi khong duge dimg gan thi sinh, giup d& thi sinh
lam bai thi dudi bat ky hinh thirc nao;

+ Trong qué trinh coi thi, néu c6 phat hién sinh vién vi pham quy ché, tiy theo mirc
d6, xtr 1y voi hinh thtrc khién trach (trir 25% tong diém bai thi), canh céo (trr 50% tong
diém bai thi) hodc dinh chi thi (cho diém 0). Bién ban xu 1y ky luat phai duoc niém phong
cung tai dung bai thi va ban giao cho can bo dugc Khoa/Bo mon phan cong Iuu gitt bai thi
hodc giang vién chdm thi;

+ Khi hét gio 1am bai, can bo coi thi phai yéu cau thi sinh ngiimg 1am bai va tién hanh
thu bai, ké ca bai thi ctia thi sinh da bi 1ap bién ban. Khi nhan bai, phai dém du s6 to gidy thi
cta thi sinh d3 ndp, yéu cau thi sinh tu ghi ding s6 t& va ky tén vao Danh sach sinh vién dy
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thi. Thi sinh chi dugc phép roi khoi phong thi sau khi can bo coi thi da thu xong toan bd bai
thi;

+ Can bo coi thi kiém tra, sip xép bai thi kém theo bién ban xir Iy ky luat (néu co)
theo s thir ty sinh vién trong Danh sach dy thi;

+ Céan bo coi thi ban giao bai thi cho can bo phu trach cia Khoa/B6 mon ngay sau
khi két thac budi thi.

e) Ban giao bai thi:

+ Sau khi két thiic budi thi, can bo coi thi cé trach nhiém ban giao bai thi cho cén bo
duge Khoa phan coéng luu giit bai thi hodc giang vién chiam thi. Khi ban giao bai thi can
niém phong tai dung bai thi, ghi rd sé lwgng bai thi, sb to, sé lugng bién ban xir ly ky luat
(néu co) trén bién ban ban giao bai thi;

+ Khoa t6 chtrc cho B6 mén luu giit, bao dam an toan bai thi truéc va sau khi hoan
tat cham thi.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu miu: QT.KT.001/BMO06, QT.KT.001/BMO07, QT.KT.001/BMO8,

2.5. Cham thi va ndp bang diém (Bwéc 5)

- Bon vi thuc hién: Bo mén

- Noi dung cOng viéc:

a) Truong Bo mén chiu trach nhiém phan coéng giang vién cham thi. M3i bai thi do
02 giang vién cham. Néu c6 van dé phat sinh trong qua trinh cham thi, giang vién cham thi
bao cao Truong Bo mon dé xir 1y theo quy dinh.

b) Giang vién cham thi theo dap an, thang diém Truong Bo mén ban giao. Giang
vién cham thi phai bao quan bai thi, khong 1am hu hong, that lac, mét bai thi; nop lai day du
bai thi sau khi hoan tat cham thi.

c) Sau khi hai giang vién cham xong va thong nhat diém bai thi, Truong Bo mdn
phan cdng can bo, giang vién nhap diém thi vao Hé thong quan ly tin chi cua Nha truong.
Can bo, giang vién dugc phan cong nhap diém thi vao hé théng quan ly tin chi va khoa noi
dung nhap diém truéc khi in Bang diém tong hop danh gia hoc phan. Truong hop diém toan
bai thi Iéch nhau thi xtr Iy nhu sau:

Tinh hudng

Cach xir Iy

Diém toan bai hodc diém thanh phan léch nhau
(trr truong hop cong nham di€m): dudi 1,0 diém

Hai giang vién cham thi thao luan thong nhat
diém, roi ghi diém, ghi rd ho tén va ky vao tat ca
cac to giay lam bai cua thi sinh.

Diém toan bai hofic diém thanh phan l¢ch nhau
(trir truong hop cong nham diém): tir 1,0 dén dudi
2,0 diém.

Hai giang vién cham thi thao luan va ghi lai bang
bién ban, bao cao Truong Bo mon dé théng nhét
diém, sau d6 ghi diém, ghi 16 ho tén va ky vao tat
ca cac to gidy lam bai cua sinh vién. Néu ddi
thoai khong théng nhit dwoc diém thi Truong Bo
moén quyét dinh diém, ghi diém va ky vao bai thi.

Diém toan bai hodc diém thanh phén léch nhau
(trtr truong hop cong nham di€m): tir trén 2 diém.

Truéng Bo mén t6 chic cham lan tha 3 tryc tiép
vao bai thi cua sinh vién bang muc mau khac.
Diém cham lan nay 1a diém chinh thic cta bai thi.
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d) Céan bo duoc phan cong caa B mon nop Bang diém tong hop danh gia hoc phan
(ban gbc) va Danh sach du thi (ban gdc) da c6 chir ky xac nhan cua Khoa/Bé mén cho
Phong QLDT. B mon photo Iuu 01 ban tai B6 mon trudc khi nop.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu mau: QT.KT.001/BMO09.

- Thoi han thuc hién: B6 mon phai hoan thanh cham thi, nhap diém thi vao hé théng
tin chi va nop Bang diém téng hop danh gia hoc phan (ban gdc), Danh sach sinh vién dur thi
(ban gbc) cho Phong QLT trong thoi han 02 tuan ké tir ngay thi.

2.6. Cong bd diém thi va phuc khao bai thi (Buéc 6)

- Bon vi thuc hién: Phong QLDT, Khoa/Bd mén

- Noi dung cOng viéc:

+ Phong QLT cong bd diém thi cho sinh vién thong qua hé thdng quan Iy tin chi.

+ Trong thoi han 05 ngay lam viéc ké tir ngay cong bé diém thi trén hé thng tin chi,
sinh vién c6 yéu cau phuc khao bai thi gai don cho Khoa dé giai quyét. Qua thoi han trén,
don phuc khao cuaa sinh vién sé khong duoc tiép nhan.

+ Trong thoi han 02 ngay lam viéc ké tir ngay nhan don, Khoa chuyén don cho Bo
mon phu trach hoc phan Bo mon giai quyét va giri két qua cho Khoa trong thoi han téi da
03 ngay lam viéc ké tir ngay nhan don tir Khoa. Khoa chiu trach nhiém théng bao két qua
phtc khao cho sinh vién va giri Phiéu diéu chinh (néu c6) kém don phuc khao (ban géc) cho
Phong QLPT dé diéu chinh diém trén hé thong tin chi trong thoi han 02 ngay lam viéc ké
tir khi nhan duoc két qua giai quyét caa Bo mon. Bo mon luu giit Phiéu diéu chinh, don
phtc khao (ban sao dbi véi trudng hop diéu chinh diém, ban goc ddi véi truong hop khac)
Vva vao so6 theo ddi don. Binh ky (1 hoc ky/1 1an), Khoa tong hop tinh hinh phic khao bai thi
béo cao Ban Giam hiéu (qua Phong QLDT).

- Giam sét/kiém soét: Trung tam KT&PBCL

- Biéu mau; QT.KT.001/BM11; QT.KT.001/BM12, QT.KT.001/BM13,
QT.KT.001/BM14.

2.7. Luwu giir bai thi, dé thi, dap an va thang diém géc (Bwéc 7)

- Bon vi thuc hién: B mén

- Noi dung cbng viéc:

a) Truong Khoa chi dao cac Truong Bo mon to chic niém phong, luu gitr bai thi va
lap s6 theo ddi bai thi theo tirng B mon sau khi hoan tat cham thi.

b) Truong Bo mdn chiu trach nhiém luu giir dé thi, dap an va thang diém (ban gbc)
sau khi hoan tat sao in va cham thi.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu mau: Khong

- Thoi han thyc hién: Thoi han Tuu trix bai thi, dé thi, dap an va thang diém 13 hét khoa.

V. THI VAN DAP
1. Quy trinh thi van dap
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Buéc N@i dung Tréach nhiégm Biéu miu
1 Lé&p va thdng bao Lich thi két thac hoc Phong QLDT Khéng
phan
2 Ra b dé thi, dap an va thang diém B mon QT.KT.001/BM05
3 | Saoin (néu c6) va bao mat bo dé thi B6 mon Khong
4 T4 chirc hoi thi va cong bd diém Bo mon QT.KT.001/BM10
5 | Nop bang diém B6 mon Khong
6 | Luu giit bo dé thi, dap an va thang diém | Bo mon Khong

2. Dién giai quy trinh

2.1. Lap va thong bao Lich thi két thic hec phan (Bwéc 1): xem phan 2.1 Muc
V.2

2.2. Ra B¢ dé thi, dap an, thang diém (Budrc 2)

- Bon vi thuc hién: B mén

- Noi dung cong viéc:

a) Truong Bo mdn chiu trach nhiém to chic ra Bo dé thi kém dap an, thang diém. Bo
dé thi phai dugc Truong Bé mdn ky duyét timg dé thi. Trong truong hop Truéng Bo mén di
cong tac, dé thi s& do Truéng hozc Pho Truong Khoa ky duyét.

Yéu cau dbi véi Bo dé thi:

i) Noi dung Bo dé thi phai nam trong noi dung giang day caa hoc phan theo ding Dé
cuong chi tiét hoc phan da dugc phé duyét, danh gia dugc ning luc cia ngudi hoc dap wng
chuan dau ra (muc tiéu) hoc phan;

i) Bo dé thi phai co dap an, thang diém rd rang cho tung cau. Bo dé thi co thé sir
dung lai cho cac nim hoc sau nhung B6 mdn phai dam bao mébi nam hoc thay thé it nhat
20% dé thi trong Bo dé thi;

iii) Thoi gian chuan bi tra 15i cua thi sinh: Truong Bo mdn quyét dinh thoi gian
chuan bi tra 16i cau hoi/1 sinh vién, théng béo cho giang vién hoi thi, thi sinh va ap dung
théng nhat ¢ cac phong thi;

iv) S6 lugng dé thi trong Bo dé thi: Toi thiéu 30 dé thi/1 bo dé thi/l hoc phan;

b) Sau khi duyét Bo dé thi, dap an va thang diém, Truéng Bé6 mon chiu trach nhiém
niém phong, bao mat Bo dé thi va dap an, thang diém.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu mau: QT.KT.001/BMO5.

- Thai han thyc hién: Truong Bo mon phai dam bao Bo dé thi sin sang truéc budi
thi/ca hoi thi it nhat 01 ngay lam viéc.

2.3. Sao in (néu cb) va bao mat B dé thi (Bwéc 3)

- Bon vi thuc hién: B mén

- N6i dung cdng viéc:

+ Trong trudng hop can sao in B dé thi dé s dung cho nhiéu phong thi/ca hoi thi,
Truéng Bo mon ban giao Bo dé thi di niém phong cho giang vién duoc phan cong dé t6
chuc sao in Bo dé thi. Bo mén t6 chic in sao, dong goi Bo dé thi theo yéu cau hoi thi; niém
phong ti dung Bo dé thi va giao cho can bo duoc phan cong hoi thi;

+ Truong Bo mon va cac ca nhan da tiép can Bo dé thi sau khi boc niém phong dé
lam cdng tac in sao va trude khi thi phai chiu trach nhiém bao mat Bo dé thi.
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QUY TRINH M4 sé: QT.KT.001

TO CHUC THI KET THUC HQC PHAN Ngay tran hanh:
TRINH PQ PAI HQC CHINH QUY Trang:

~ (ban hanh kém theo Quyét dinh sé 1212/0P-PHNT ngay 28 thang 5 ndm 2018 cia
Hiéu truong Truong Pai hoc Ngoai thuwong)

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu mau: Khéng

- Thoi han thuc hién: Bo dé thi phai duoc in sao cham nhét 1a 01 ngay 1am viéc trudc
budi thi/ca hoi thi.

2.4. To chikc héi thi va cong bé diém thi (Bwéc 4)

- Bon vi thuc hién: Bo mén

- Noi dung cong viéc:

a) Cép nhat diéu kién duy thi: Truong B6 mon chi dao giang vién giang day hoc phan
cap nhat diéu kién du thi cua sinh vién bao gém: diém chuyén can va diém giira ky trudc khi
thi it nhat 03 ngay lam viéc. Sau khi cap nhat diéu kién du thi, giang vién chiu trach nhiém
khoa noi dung nhap diém truéc khi Khoa té chirc in danh sach sinh vién du thi.

b) Phan cong cén bo hoi thi: Can cir vao lich thi, Truéng Bo mén chiu trach nhiém té
chuic phan cdng can b hai thi, dam bao 02 giang vién/1 ban hoi thi.

¢) Chuan bi hd so cho budi thi/ca thi: Can bd duoc phan cong hai thi chiu trach
nhiém chuan bi hd so cho budi hoi thi bao gdm: Danh sach sinh vién du thi, Bién ban xu Iy
sinh vién vi pham quy ché thi, Bo dé thi, Giay nhéap va cac tai liéu khac (néu c6) nham phuc
vu cho qua trinh chuan bi tra 1i cau hoi thi caa thi sinh.

Déi véi truong hop sinh vién dy thi bé sung do thay dbi, chuyén lich thi vi 1y do dic
biét (néu co) thi danh sach sé do Phong QLBT cung cap.

d) Hoi thi:

+ Can bo hoi thi vin dap phai c6 mat dung gid tai phong thi dé 1am nhiém vu. Trong
khi thuc hién nhiém vu hoi thi, khong duoc sir dung dién thoai, khong dugc lam viéc riéng,
khong duoc hit thude, khong duoc sir dung cac loai do ubng c6 con; thuc hién nghiém tic
quy ché lam viéc ciia Nha truong;

+ Can bo hoi thi to chire cho thi sinh bbc tham dé thi, ngdi dung vi tri huéng dan;

+ Trong qué trinh hoi thi, néu c6 phat hién sinh vién vi pham quy ché, tiiy theo mirc
d6, xtr 1y v&i hinh thtrc khién trach (trir 25% tong diém bai thi), canh céo (trr 50% tong
diém bai thi) hodc dinh chi thi (cho diém 0);

+ Cén bo hoi thi hudng dan thi sinh tu ghi ding ma dé thi va ky tén vao Danh sach
sinh vién du thi.

e) Cong bo diém thi:

+ Piém thi vin dap duoc cong bd cong khai sau mdi budi thi/ca hoi thi. Trong truong
hop hai giang vién cham thi khong thong nhéat duge diém cham, cic gidng vién chiam thi
trinh Truong Bo mon quyét dinh;

+ Khong phuc khao diém thi van dép.

- Giam sét/kiém soat: Trung tam KT&PBCL

- Biéu mau: QT.KT.001/BM10.

2.5. Nop bang diém (Bwoc 5)

- Bon vi thuc hién: B mén

- N6i dung cdng viéc:

a) Sau khi cong bd diém thi, Truong Bo mon to chic phan cong can b, giang vién
nhap diém thi vao hé théng quan Iy tin chi ciia Nha truong. Can bo, giang vién duoc phan
cong nhap diém thi vao hé théng quan ly tin chi Iy tin chi va khda noi dung nhap diém
truéc khi in Bang diém tong hop danh gia hoc phan.

8



QUY TRINH Ma s6: QT.KT.001
TO CHUC THI KET THUC HQC PHAN ngay ban hanh:
TRINH PQ PAI HQC CHINH QUY Trang:

(ban hanh kém theo Quyét dinh s¢ 1212/0P-PHNT ngay 28 thang 5 nam 2018 cua
Hiéu truong Truong Pai hoc Ngoai thuwong)

c) Can bo dugc phan cong cia Bo mén nop Bang diém tong hop danh gia hoc phan
(ban gbc) va Danh sach du thi (ban gdc) da c6 chir ky xac nhan cua Khoa/Bé mén cho
Phong QLDT. B6 mon photo Iuu 01 ban tai B6 mon trudc khi nop.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu miu: Khéng.

- Thoi han thyc hign: Bo mén phai hoan thanh nhap diém thi vao h¢ théng tin chi va
nop Bang diém tong hop danh gid hoc phan (ban gdc), Danh sach sinh vién du thi (ban géc)
cho Phong QLPT trong thdi han 01 tuan ke tur ngay thi.

2.6. Luu giit B§ dé thi, dap 4n va thang diém géc (Buéc 6)

- Bon vi thuc hién: Bo mén

- Noi dung ¢ong viéc: Truong Bo mon chiu trach nhiém luu gitt Bo dé thi, dép an va
thang diém (ban gdc) sau khi thi.

- Giam sat/kiém soat: Trung thm KT&DPBCL

- Biéu mau: Khéng.

- Thoi han thuc hién: B dé thi, dap an va thang diém (ban gdc) luu hét khoa.

VI. BIEU MAU VA HO SO LUU TRU

1. Biéu miu
STT M4 56 Tén biéu miu
1. QT.KT.001/BM01 Dé thi ty luan, dap an va thang diém
2. QT.KT.001/BMO02 Pé thi tric nghiém, dap an va thang diém
3. QT.KT.001/BM03 Phiéu tra loi cau hoi tric nghiém
4. QT.KT.001/BM04 Pé thi tric nghiém, ty luan va dap an, thang diém
5. QT.KT.001/BMO05 Pé thi van déap, dép an va thang diém
6. QT.KT.001/BM06 Bang phéan cdng can b coi thi
7. QT.KT.001/BMO07 Bién ban xt ly sinh vién vi pham quy ché
8. QT.KT.001/BM08 S6 theo dbi bai thi két thic hoc phan

Q. QT.KT.001/BMO09 Bang phan cong giang vién cham thi

10. QT.KT.001/BM10 Bang phan cdng giang vién hoi thi van dap

11. QT.KT.001/BM11 Pon phiic khao két qua danh gia hoc phan

12. QT.KT.001/BM12 S6 theo d@i tinh hinh tiép nhan, giai quyét don phuc khao

13. QT.KT.001/BM13 Phiéu diéu chinh diém

14, QT.KT.001/BM14 Bao cao tinh hinh phic khao bai thi

2. Ho so luu
STT Tén ho so Ban goc/ Thoi han leu Noi lwu

Ban sao
1. Lich thi hoc ky Ban goc Hét khdahoc | Khoa/Bo mon
2. Dé thi ty luan, dép an va thang diém Ban goc Hét khdahoc | Khoa/Bo mon
3. Dé thi tric nghiém, d4p 4n va thang diém | Ban gdc Hét khéa hoc | Khoa/Bo mén
4. Dé thi trac nghiém, tu luan va dap an, | Ban goc Hét khdéa hoc | Khoa/Bo mén
thang diém

5. Dé thi van déap, dap an va thang diém Ban goc Hét khéa hoc | Khoa/Bo mén
6. Bang phan cdng céan bé coi thi Ban goc Hét khoa hoc Khoa/B mon
7. Danh sach sinh vién du thi Ban sao Hét khoa hoc Khoa/BH mdn




Ma& s6: QT.KT.001
Ngay ban hanh:
Lan sia:

Trang:

. QUYTRINH ‘
TO CHUC THI KET THUC HQOC PHAN
TRINH PO DAl HQC CHINH QUY

(ban hanh kém theo Quyét dinh s¢ 1212/0P-PHNT ngay 28 thang 5 nam 2018 cua
Hiéu truong Truong Pai hoc Ngoai thuwong)

8. Bang diém tong hop danh gia hoc phan Ban sao Hét khda hoc | Khoa/Bo mén

9. Bién ban xu ly sinh vién vi pham quy Ban goc Hét khoa hoc Khoa/Bo mon
che

10. | Sb giao nhan bai thi két thic hoc phan Ban goc Hét khda hoc | Khoa/Bo mon

11. Bang phan cdng giang vién cham thi Ban goc Hét khoa hoc Khoa/Bo mon

12. Bang phan cong giang vién hoi thi van Ban goc Hét khoa hoc Khoa/Bo mon
dap

13. | Bai thi/phiéu tra loi cau hoi trac nghiém Ban gbc Hét khéa hoc | Khoa/Bo mon

14. | bon phuc khdo (giai quyet di€u chinh Ban sao Hét khoa hoc Khoa/Bo mon
diém)

15. | Pon phiic khao (giir nguyén két qua) Ban goc Hét khéa hoc | Khoa/Bo mén

16. | So theo ddi tinh hinh tiep nhan, giai | Ban goc Hét khdéa hoc | Khoa/Bo mén
quyét don phuc khao

17. | Phiéu diéu chinh diém Ban sao Hét khéahoc | Khoa/Bo mén

18. Béo céo tinh hinh phuc khao bai thi Ban sao Hét khoa hoc Khoa/Bd mdn

19. Danh sach sinh vién du thi Ban goc Hét khoa hoc Phong QLDT

20. Bang diém tong hop danh gia hoc phan Ban goc 10 ndm sau TN | Phong QLDT

21. | bon phuc khao (giai quyet diéu chinh Ban goc Hét khoa hoc Phong QLDT
diém)

22. | Phiéu diéu chinh diém Ban goc Hét khéahoc | Phong QLDT

Luu ¥: Viéc hay ho so luu trir thugc tham quyén cua Hoi dong xac dinh gid tri tai liu do Hiéu
trudng thanh 1ap theo quy dinh vé luu trir ciia Nha truong.
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