TRUONG PH NONG LAM TP. HO CHI MINH
TT. KHAO THi & PAM BAO CHAT LUONG

Ma sb:

Ban hanh lan:

Quy trinh Hiéu luc tr ngay:
f THI KET THUC HQC PHAN e e
. Trang / tong so trang: 1/4
1. MUC PiCH
Quy trinh nay dugc xy dung nhim kiém soat cong tac thi két thuc hoc phan tir giai doan

1ap ké hoach td chuc thi dén khi cong

2. PINH NGHIA VA CAC TU VIET TAT

Tir viét tat:

- CBCT: Céan bd coi thi

-CB:
-SV:
-GV:

Can b
Sinh vién
Giang vién

-P. QT-VT:
- DS:
- HK:

-PVTC: Pon vitd chire thi
3. NOI DUNG QUY TRINH

Phong Quan tri Vat tu

Danh sach

Hoc ky

bd diém thi cho nguoi hoc va luu trix két qua thi.

- TTKT&DBCL: Trung tim khao thi va dam bao chat lugng

LUU DO

MO TA CONG VIEC

PON VI
THU'C HIEN

PON VI
PHOI HOP

TAI LIEU
LIEN QUAN

Lap ke
hoach )
chirc ky thi

- Xy dung va diéu chinh lich to chirc
ky thi két thuc hoc phan cho toan
truong.

- Thong bao k& hoach thi dén cac don vi
phong ban tuy theo chic nang sé co
trach nhiém phdi hop v&i TT dé dam
bao an ninh, vé sinh va co s& vét chét
cho ky thi cham nhét 1 1 tuan.

- TTKT&DPBCL

- TTKT&DBCL

- Khoa/Bd mén

- Khoa/B§ mon;

- P.QT-VT;
- P. Thanh tra

- Lich thi ket
thuc hoc phan.

!

Chuén bi dé
thi

- Pé thi dugc bién soan hoac dugc rut ra
tir Ngan hang dé thi & Khoa/Bo mon véi
n6i dung va hinh thic phéi theo ding
nguyén thc bao mat va ding miu quy
dinh.

- Tiép nhan dé thi truc tiép tir CB ra e
hodc st dung dé thi tir ngén hang dé thi
& Khoa/Bd mén. Giao nhén de thi déu
phai c6 duoc ghi nhén trong s6 ban giao
d@ thi hodc bién ban.

- DVTC c6 trach nhiém bao mat dé thi
sau khi tiép nhan.

- In sao dé thi voi sy giam sat thuong
tryc cia CB phu trach, CB thanh tra, thu
hoi lai @& thi goc/de thi hu. Sau d6 dé
thi dugc phén ra va niém phong trong
phong bi phui hgp v&i s6 luong cia moi
phong thi.

- Pé thi phai bao dam dugc in sao cach
thoi diém bét dau ky thi 1 tuan.

-bVTC

-bVTC

-bVTC

-bVvTC

- TTKT&DBCL

- P. bao tao;
- P. Thanh tra.

- S6 giao nhan
dé thi hay bién
ban sir dung dé
thi tir ngan
hang dé thi.

- DS phén cong
thuc hién cong
tac in sao dé

thi.
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- Xuét va tiép nhan DS SV du diéu kién | - TT. KT&PBCL | - DVTC - DS ghi diém
tham gia thi két thic hoc phén. SV du tiéu
- DPVTC phan céng CB phu trach cac chuén dy thi.
cong tac td chirc ky thi. -bVTC - DS phu trach
- Sép xép DS CBCT cho timg phong, ca cia DVTC
va ngay thi ding theo nguyén tic tranh | - DVTC - DS b6 tri
su trung lap phong cua 2 ca thi cho 1 CBCT
CBCT.
- Dy tri, chuén bi s6 lugng glay thi, gidy | - DPVTC -P.QT-VT - Gidy dé nghi
Y nhap va bién ban xur ly khi can thiét cho vat tu
Chuan bi moi phong thi
hd so thi. - Dy trd kinh phi bdi dudng cho CBCT. | - DVTC -P.Ké hoach TC | - Bang du tru
- Sép xép DS phan cong CB thanh tra kinh phi
thue hién chirc ning giam sat trong thoi | - P. Thanh tra -TT.KT&DPBCL | - DS phéan cong
gian dién ra ky thi. CB thanh tra
- B4 tri va phan cong nhén vién truc mo
clra phong thi va nhirng van dé phat sinh | - P. QT-VT - TT.KT&DPBCL | - DS phén cong
trong thoi gian ¢ dién ra ky thi. CB phu trach to
- Cong tac chuan bi phai bao ddm hoan chirc
thanh trude 1 tudn cia thoi diém bat dau
ky thi.
- B4 tri, phan cong CBCT tai cac phong | - DVTC - P. Thanh tra - DS phén cong
thi theo dang quy dinh. CBCT.
-Bbtri 1 CB cua DVTC thi truc tiép chi
dao truc tiép va giai quyét nhiing tinh | - DVTC - Bién ban xur
hudng phat sinh trong ky thi. Kiém soat Iy (néu c6)
tinh hinh tirng phong thi.
FEit e - B6 tri CB lam thu ky ky thi phuc vu
a8 Chlf’c = cho cong tac ban giao dé thi va bai thi.
thi Kiém dém sb luong bai thi va s6 lugng | - DVTC - S6 giao nhan
sinh vién & ting phong thi thong qua dé thi va bai
CBCT, niém phong tii dirng bai thi. thi.
- Bai thi sau khi dugc niém phong phai
duoc luu gitr trong ti c6 khoa va niém
phong dung quy dinh. -bVTC
- B4 tri CB tryc giai quyét cac trudng
hop thiéu DS du thi.
- TT.KT&DPBCL | - P. Bao tao;

P.KH-TC
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- CB cham thi c6 trach nhiém lién hé va | - CB Cham thi - S6 ban giao
nhén bai thi chdm nhit 2 ngay sau khi bai thi va diém
mon thi két thic dé chim bai. thi.
- CB chim thi hoan thanh céng tac chdm | - DVTC; CB
thi va giri vé DPVTC bang diém hoan | Cham thi.
Chim thi chinh ¢6 ky duyét cia trudng BM chém
va nhan két nhét 1 2 tun sau khi mén thi két thuc.
quﬁ. thi -DVTC bb tri can bo tryc giao nhan bai
thi va nhan bang diém tir CB chim thi. | - DVTC
Moi hinh thirc giao nhan déu phai ¢6 sb
ky nhan cua 2 bén va ghi rd ngay thuc
hién.
- Truéng DVTC c¢6 trach nhiém kiém tra
va quéan ly CB chdm thi nhan bai thi va | - DVTC - TT. KT&PBCL;
giao bang diém ding han quy dinh P. Thanh tra.
- Bang diém hoan chinh s& dugc scan va
cong b trén trang website cla bVTC
dé sinh vién theo ddi ngay sau khi tiép | - DVTC - Bang diém
nhan. hoan chinh
-DVTC b6 tri CB tlép nhén va lap DS | - DVTC - Pon xin phuc
céc don phiic khao diém cia sinh vién khao.
dbi v6i cac mon da cong bd trong thoi
= han 07 ngay lam viéc.
Phiic khio - Truéng PVTC cin ct trén DS tong | - DVTC - DS phan cdng
diem thi. hop s& phan cong CB cham phuc khao chim phiic
va tién hanh chdm phuc khao. khao.
- DPVTC cong bd két qua chdm phic | - DVTC - Két qua phiic
khao cho SV va ¢6 nhiém vu giai thich khao
c4c thic méc cua sinh vién vé diém sau
khi cham phiic khao.
v -DVTC tap hop tit ca cac bang diém da | - DVTC
Ban si £ hoan chinh ciing nhu céc bang diém da
an giao ket
qua didm thi dugc cham phic khao (neu 6 su thay
1 601 diém) lap DS d ban giao bang diém
vé P. Pao tao
- Qua trinh ban giao c6 chir ky cua dai | - DVTC - P. Pao tao - 86 ban giao
di¢n trung tdm va dai dién P. Dao tao két qua diém
trén s6 bién ban ban giao. thi tt DVTC
- P. Dio tao phan cong can bd tiép nhan | - P. Pao tao sang P.Dao tao.
bang diém chinh thirc cudi cung va cd
trach nhiém chuyén noi dung diém thi
theo dlng tirng sinh vién.
- P. Dao tao 1ap DS céc don vi/ca nhan | - P. Dao tao - Ban Giam hiéu; | - DS thong ké

khong dam bao vé thdi han gay cham tré
cong bd diém thi cho sinh vién.

P. Thanh tra
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- Viét bao céo tinh hinh chung (nhiing
viéc 1am dugrc, chua dugce, thicu sot) cua

Bio cdo va ges PVTC TT.KT& PBCL; | Béo cdo tng
rit kinh ky thi. é
= - Rat kinh nghiém trén co s& két qua P. Thanh tra ket.
nghi¢ém B q

khao sat 14y y kién hing nam.

4.HO SO:
Miso | Thoi Ngudi/bd phin
A <X ’ : Phwong : s
STT Tén ho so biéu gian Noi luu Ee chiu trach
e phap huy e
mau luru nhiém
g e TT Khio thi &
01 | Lich thi cia m6i hoc ky Inam g Dot bd DPBCL
P. PBao tao ¥ Diote
P. Quan trj VAt tu : -
Céc t0 trinh va quyet dinh lién :
02 | quan dén hoat dong to chirc thi Inam bVTC Dot bo bVTC
HK.
Du trd kinh phi co s& vat chét va 1nim e
03 bsi dudng CBCT. bVTC Dot bo bVTC
S<f> giao nhan de thi
gy | Somaonhgnplithi Inam PVTC Pét bo PVTC
Sb giao nhan va ban giao ket qua
thi
05 | DS CBCT Indm bVTC D6t bo bVTC
e o 5 P. Pao tao. P. Pao tao.
06 | Két qua thi (bang diém). 4nam Cac Khoa/BM. Cho Khoa/BM.
07 | Bién ban xit Iy (néu cd). 1nam PVTC Pét bd PVTC
R e Inam PVTC Pt bo PVTC
Bang mat ma phach.
Ban bao c6 tinh hinh chung cua
ky thi. . bVTC; P. bao PR DVTC; P. bao
09 DS théng ké ,tinh hinh phém va . tao botbo tao
giao bang diém hoc phén.
Ngudi soan thao Nguoi kiém tra Nguoi phé duyét
Chir ky Jh— L/
Chire danh | Giam déc TTKT& PBCL Pai dién lanh dao Hiéu trudng
Ho va tén ThS. Mai Anh Tho PGS.TS. Duong Duy Pong | GS.TS Nguyén Hay




