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1. MUC PiCH

Quy trinh nay nhdm mo ta cac budc trong qua trinh t6 chuc thi, kiém tra két thic
hoc phén, mén hoc, mdé dun cho cac ddi tuong nguoi hoc tai truong Cao déng cong
nghiép Phuc Yén.

Mo ta nhiém vu cac don vi va ca nhan c6 lién quan dén quy trinh; Pong thoi 1a co
s& dé cac don vi va ca nhan thuc hién nhiém vu duge Nha truong giao.

2. PHAM VI AP DUNG

Ap dung cho cong tac to chirc thi, kiém tra két thuc hoc phan, mén hoc, mé dun
cho cac dbi tuong: Trung cép nghé, Cao dang nghé, Trung cap chuyén nghiép, Cao ding
chuyén nghiép tai truong Cao dang cong nghiép Phiic Yén.

3. CAC TU VIET TAT

- CBCT: Can bo coi thi -BM: B0 moén
- CB: Can bo - HSSV: Hoc sinh, sinh vién
-HK:  Hocky - DT: Dao tao

-GV: Giang vién, giao vién
4. TAI LIEU THAM KHAO (bao gom tdai liéu bén ngoai, ddc biét la van ban phdp
quy).

- Quyét dinh s6 515/2014/QD-BCT ngay 16 thang 01 ndm 2014 cta Bo trudong BO
Cong Thuong vé viée Quy dinh chuc nang, nhi¢m vy, quyén han va co ciu td chirc caa
truong Cao dang Cong nghiép Phiic Yén.

- Quy ché dao tao Dai hoc, cao dang chinh quy theo hé thong tin chi ban hanh kém

theo quyét dinh sb 43/2007/QD — BGD&DPT ngay 15 thang 08 nim 2007 cua Bo truong
B0 Giao duc va dao tao.

- Quy ché dao tao Cao dang hé chinh quy theo hoc ché tin chi ban hanh kém theo
quyét dinh sb 325/QD-CDCNPY-DT ngay 04 thang 09 nim 2012 cta Hiéu trudng
truong Cao dang Cong nghiép Phiic Yén.

- Quy ché dao tao Trung cip chuyén nghiép ban hanh kém theo Théng tu sb
22/2014/TT-BGDDT ngay 09 thang 07 nam 2014 cua B trudng B Gido duc va dao tao.
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- Quy ché thi, kiém tra va cong nhan tot nghiép trong day nghé hé chinh quy ban
hanh kém theo quyét dinh sé 14/2007/QD-BLD&TBXH ngay 24 thang 05 nim 2007 cla
B0 truéng B lao dong, thuong binh va xa hdi.

5.NOI DUNG
5.1. Lwu do
TRACH NHIEM LUU PO BIEU MAU THOI GIAN
Lap ké hoach Trude khi bat
- Phong dao tao t6 chirc ky thi MO02-QT.02/DT- dau ky thi 3
QT.02/PT; tuan
M02-QT.02/DT
A 4
Lap danh séch M02-QT.02/DT- | Trudc khi bat
- C4c khoa dio tao c4n bd ot cham QT.02/PT; dau ky thi 2
' MO02-QT.02/DT tudn
y
) ) In bién ban, ) .
pune/phi Ko || ghssh 5oV || wogrozr; | e b
a0 o ' MO04-QT.02/DT; Y
tuan.
MO05-QT.02/DT;
: M06-QT.02/DT
Radévai - :
- Phong Pao tao : Zg ?hlln w0 MO7-QT.02/bT; Trudc ky thi 1
 Céc khoa dio t MO08-QT.02/DT radn
Ik M09-QT.02/DT; ua
M10-QT.02/DT
- Phong Dao tao
; UV M04-QT.02/DT;
- Ban Thanh tra To chite ky thi M11-QT.02/DT; | Theo lich thi
bam bdo chat luong
- Cac khoa dao tao
. . v M12-QT.02/PT;
i_)ggu’tzlolg/ ph6 Khoa Danh phich, M13-QT.02/DT; | Ngay sau khi thi
: ham thi - : A
- GV duoc phan cong cham thi M14-QT.02/PT,; xong hoc phan
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- Trudng/ pho Khoa Nhap diém thi M13-QT.02/DT; | Sau khi thi mot
Pao tao vao phan mém M14-QT.02/DT; tuan

- Cac khoa dao tao

Phuc khéo diém
thi

15 ngay sau khi
cong bo diém
thi

- Trudng/ pho cac
Khoa

Ban giao két

qua diém thi

M15-QT.02/DT;
M16-QT.02/DT;

10 ngay sau khi
két thuc thi

5.2 Dién giai

5.2.1. Lap ké hoach t6 chirc ky thi

- Phong DPao tao lap ké hoach thi (lich thi) cta cac hoc phﬁn, mon hoc, mé dun

giang day trong hoc ky giri vé cac don vi ddo tao trude khi két thuc hoc ky 2 tuan.

5.2.2. Lap danh sach can b coi, cham thi

- Céc don vi dao tao dua vao ké hoach thi va s luong phong thi cua don vi quan

Iy 1ap danh sach can bo coi, cham thi va kiém tra (S6 heong cdn bé coi, cham thi va kiém

tra nhiéu hon nhu cdu thuc té it nhdt 2 nguoi), gi cho Phong Pao tao. Truong hop

nhitg don vi c6 s6 lugng phong thi 16n hon sé gido vién trong don vi ¢6 thé sip xép, thi

don vi két hop vo1 phong Pao tao dé diéu dong can bo, gido vién tir don vi khéc.

- Phong Pao tao tap hop danh sach cén bg coi, cham thi va kiém tra sau d6 gui lai

cho cac don vi ddo tao va Ban Thanh tra - Dam béao chét lugng 1 tuan trude ky thi dé

trién khai thuc hién.

5.2.3. In bién ban, danh sach HSSV du thi
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- Trudc thoi gian thi it nhat 01 tuan, Trudng phé khoa tong hop ghi cha no hoc
phi, s6 tiét nghi trén phin mém, sau d6 tién hanh in danh saich HSSV du thi trén phan
mém va dua vao tii dung hd so thi theo diing phong thi va tén mén thi trong danh sach.

5.2.4. Ra dé va in sao dé thi

- Vo1 cac hoc phén, mon hoc, mé dun da dugc duyét by ngan hang cau hoi thi,
kiém tra: Trude thi 02 ngay, phong Pao tao phdi hop T6 bd mon ra dé thi.

- Vo1 cac hoc phén, mon hoc, moé dun chua dugc duyét bd ngan hang cau hoi thi,
kiém tra: Trudong/ phé bd mon va cic gido vién da giang day it nhat 2 1an x4y dung 3 bo
dé thi, kiém tra. D& thi, kiém tra dugc niém phong va giri dén phong Dao tao trudc ngay
thi 1 tuan.

- Can ctr vao danh sach HSSV du diéu kién du thi, kiém tra két thuc hoc phﬁn,
mén hoc, md dun, phong Pao tao chon ngiu nhién 01 dé thi va thuc hién in sao dé thi
theo dung quy dinh vé cong tac bao mat.

5.2.5. To chirc ky thi

- Can bd coi thi: Phong Pao tao phdi hop véi cac don vi dio tao phan cong can bd
coi thi theo ding quy dinh. Ban Thanh tra - Pam bao chat lugng phan cong can bd giam
sat qua trinh thi.

- Cong tac coi thi: Cac CB coi thi, kiém tra két thiic hoc phﬁn, mon hoc, mé dun
theo dung quy ché thi, kiém tra.

- Giao nhén bai thi: Ngay sau khi két thic budi thi, cdn bd coi thi kiém tra sd
luong bai thi, sb lugng td gidy thi, danh sach ky nhan ndp bai thi va chir k¥ cua cac giam
thi, bién ban vi pham (néu c6) sau d6 ban giao cho Trudng/ phé cac Khoa dio tao.

5.2.6. Panh phach, cham thi

- Panh phach bai thi: Can ctr vao s luong HSSV dy thi, Phong Pao tao tién hanh
danh phach trén phian mém dao tao. Trudng /phd cac Khoa dao tao in bang dbi chiéu
phach - s6 bao danh, sau d6 danh phach, doc phach va ban giao bai thi cho T6 bd mén
phu trach hoc phan, mén hoc, mé dun.
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- Cham thi:

Dbi v6i cac hoc phan, mén hoc, md dun td chirc theo hinh thi vin dap: Diém thi
duogc cong bd ngay sau khi két thuc budi thi.

Dbi v6i cac mon thi tir luan: T6 bd mon nhén bai tir Truong/phd Khoa va giao cho
can bo chim theo phan coéng. Trong vong 06 ngay ké tir khi két thiic budi thi hoc phan, to
bd mon phai ban giao diém thi, kiém tra cho Khoa quan 1y hoc phén, mon hoc, mé dun
va Khoa quan ly HSSV

5.2.7. Nhap diém thi vao phan mém

Sau khi nhan diém thi, kiém tra tr T6 bd mon, Truong pho cac khoa tién hanh
nhap diém vao phan mém Pao tao dé dam bao sau khi thi xong 01 tuan c6 diém trén
phan mém.

5.2.7. Phiic khio diém thi
- Theo quy trinh phuc khao bai thi TT/02.09/DT/PK
5.2.8. Ban giao két qua diém thi

- Sau khi nhdp diém xong, Trudng phé cac Khoa phu trach hoc phan, mén hoc,
mo dun in bang diém l4y chir ky ctia cac CB lién quan va gt lai cho dai dién phong PT.

- Néu cham phiic khao c¢6 sy thay d6i diém thi bao lai cho phong BT dé kip thoi
chinh stra.

- Qua trinh ban giao c6 chit ky cua CB phu trach va dai di¢n phong DT trén bién
ban ban giao.
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6. HO SO
‘ M3 s6 Thoi B phin
STT Tén ho so . Noi luu chiu trach
bléu m?lu glan luu nhli_%m
Bing két qua hoc | M15-QT.02/DT | 3nim |- Phong Pao | Chuyén vién
1 phan, moén hoc, | M16-QT.02/DT tao phu trach
mo dun - Cac khoa
7. BIEU MAU BAN HANH
STT M4 hiéu Tén biéu miu
1 [M01-QT.02/DT Lich thi hoc ky céc 16p tin chi
2 MO2-QT.02/BT | Lich thi hoc ky céc 16p nién ché
3 [MO3-QT.02/PT | panh sach HSSV dii diéu kién du thi
4 [MO4-QT.02/DT | Bien ban xt Iy vi pham quy ché
5 [MOS-QT.02/PT | pg thi man thi, kiém tra tu luan, vin dap, thuc hanh
6 [MO6-QT.02/PT | pap 4n mon thi, kidm tra tu luan, van dap, thuc hanh
7 [MO7-QT.02/PT | p3 thi, d4p an mon thi kiém tra TNKQ
g [MO8-QT.02/DT | p4p 4n mén thi kiém tra TNKQ
9 [MO9-QT.02/DT | 54 giao d? thi, kiém tra
10 M10-QT.02/BT | 5§ nhan dé thi, kiém tra
11 MI11-QT.02/PT | 55 giao nhan bai thi
12 MI12-QT.02/PT | Ban déi chidu phach - SBD
13 MI3-QT.02/BT | Bap vao diém thi
14 MI14-QT.02/BT | phiéy chim doc lap
15 MI5-QT.02/PT | Bang két qua hoc phan céc I6p Cao dang tin chi
16 MI16-QT.02/PT | Bang két qua hoc phan, mén hoc cac 16p TCCN va DN




