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QUYET PINH
Ban hanh Quy trinh quén ly bai thi, lam phach,
cham thi va nhip diem

HIEU TRUONG TRUONG DAI HOC THAI BINH

Cin ¢t vao Quyét dinh s 1555/QD-TTg ngay 8 thang 9 nam 2011 cta
Thu tuéng Chinh phii vé viée thanh 14p Trudng Pai hoc Théi Binh trén co sé
nang cap Truong Cao dang Kinh té K§ thut Thai Binh;

Can cir vao Quyét dinh s 211/QP-UB ngay 20 thang 01 nim 2016 cua
Uy ban nhén dén tinh Thai Binh quy dinh chirc ning, nhiém vu, quyén han va co
cdu t6 chirc Truong Pai hoc Théi Binh;

Can ctr Quyét dinh sb 70/2014/QD-TTg ngay 10 thang 12 nam 2014 cla

Tht twéng Chinh phtl ban hanh Diéu 1é trudng dai hoc;

Xét dé nghi ctia Trudng phong Khao thi va Bam bao chat luong déo tao,

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay Quy trinh quéan ly baj thi, lam
phach, chdm thi va nhép diém.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Trudng phong Khao thi va Dam bao chét luong dio tao, trudng

cac don vi, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./. 2
ol
Noinhin:
- Nhu Biéu 3; ,
- Phé Hiéu trudng (dé€ chi dao),
- Luu VT-KT&DBCLDT@

TS. Nguyén Thi Kim Ly
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QUY TRINH
Quan Iy bai thi, lam phach,chim thi va nhip diém
(Ban hanh kém theo Quyét dinh s6 .:’5? /OD-DHTB, ngay2s thang 5 nam 2019
cua Hiéu trieong Truong Dai hoc Thai Binh)

I. MUC PiCH

- Gép phén hoan chinh hé théng cac quy trinh trong hoat déng dao tao, ning cao
chét luong dao tao, tao niém tin cho ngudi hoc vé phuong phap danh gia két qué hoc
tap.

- Qué trinh 1am phéch, chdm thi chudn muc, sinh vién nhén duoc két qua thi
nhanh nhung dém bao ding quy ché, chinh x4c, cng bing, minh bach.
II. QUY TBINH CHI TIET
1. Luvu do

*Quy trinh Iam phach
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*Quy trinh chim thi:

Trach nhiém

*Quy trinh nhip diém:

Birde Trinh tw thwe hi€n
1 Nhin bai thi Tro ly khoa,
tir phing KT1&DBCLDT CB khao thi
: - |
) Phéin cong CB chédm thi | LD khoa/BM
|
g TR Trg 1y khoa,
3 (Giao nhan bai thi CB chém
4 Cham thi* Té r:hfn: cham chung 05 bai, ‘ Khoa{BM,
cham theo quy trinh. CB cham thi
CB chém
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| Trach nhiém

| Buéc Trinh ty thwe hién
1 Kiém tra ] CB nhép diém
2 | Nhép diém trén phan mém quin ly BT | CB nhap diém
3 Kiém do 1 CB nhip diém
Twru dim, in danh séch nhap diém theo phach, CB nhap diem,
. . 3 Trog Iy khoa
4 ky xac nhén CB nhép diem, £ 7.4
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tra cac ket qua vé khoa. han i
an giao)
5 Kiém tra, ky x4c nhén, ban giao vé phong | Trg 1y khoa
KT&DPBCLDT dé thuc hién lvu trir theo quy CB khao thi
dinh |
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2. Mb té chi tiét

* Quy trinh lam phach:

Budc 1: Giao nhan bai thi tir CBCT cho can b khdo thi.

Sau khi hét gio 1am bai, ca hai can b coi thi (CBCT) thu bai theo quy dinh,
kiém dém s8 bai thi, tdng s t& gidy thi khép véi sb thi sinh dy thi, ghi ddy du cac
théng tin theo yéu cau trén tui dung bai thi, cc bién ban; mang bai thi vé phong truc
Hoi dong thi (HDT) ndp bai cho can bd (CB) khao thi déi véi mén ly thuyét. Béi vei
mén thuc hanh chuyén danh séch du thi di c6 két qua thi vé khoa d ban giao cho
can b nhép diém;

CB khéo thi thu bai thi, kiém dém sb bai thi, tdng s6 to gidy thi, dbi chiéu sb
bai, s6 t& ma CBCT ghi vao danh sdch du thi, ti bai thi, s6 thu bai, k¥ vio bién ban
ban giao bai thi va niém phong tii bai thi; sip xép céc ti bai thi theo trinh tu trong
s6 nhén ban giao, céng @61 chiéu sb tii ma CBCT da ban giao; chuyén toan bd thi bai
thi vé phong Khao thi va Dam bao chit luong dao tao (KT&DBCLDT) dé quan ly
theo quy dinh.

Buoc 2. Pdnh phdch trén phin mém

Ldnh dao Phong KT&DPBCLDT thuc hién danh phach trén phin mém, in dai
phach va ¢ trach nhiém bao mat theo quy dinh, viéc ddnh phach duge thuc hién
ngay sau mdi budi thi.

Budc 3. Dén tifi, ddnh phdch trén bai thi, cdt phdch

CB lam phéch sip xép tdi bai thi theo hoc phan dénh phach, md thi bai thi
kiém dém s6 bai, sb to, bidn ban vi pham quy ché theo danh sach duy thi (néu c6 sai
léch hodic ¢6 nhitng trudmg hop khong dung quy ché thi tién hanh 14p bién ban va béo
cao Trudng don vi),

Péi v6i nhitng trudng hop vi pham quy ché (VPQC): néu mue d6 vi pham la
khién tréach, canh cdo, van tién hanh lam phach nhung photo bién ban ghim cing bai
thi dé trir didm theo quy dinh; néu mtrc do vi pham 12 dinh chi thi baj thi khéng [am
phach, dé riéng trong 01 thi bai, dong thdi ghi VPQC trong cdt ghi chi cua danh sich
du thi.

Cin ctt vao céch danh phéch trén phin mém tién hanh don tdi bai thi, sap xép
theo thir tw dai phach in ra tir phin mém.

Péanh sé phach vao & phach trén timg bai thi theo dai phch (chu y, s6 phach
cla timg bai thi duge ghi du trén tAt ca cac to gidy thi clia bai thi do, s phéach néu
danh sai thi phai gach bé va viét lai s ding vao phia du6i trong 6 dénh phach, s6
phéach chi dugc viét bang bt muc do.
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C4t bai thi theo dudng ké trén tor gidy thi dé tach riéng phan phich va phan bai
lam cla to gidy thi, khi roc phach tuyét dd1 khong duge cit vao phan bai lam coa to
gidy thi.

Sau khi cét phach, phai dm va xép dau phach theo thir tir clia dai phéch, toan
b6 dau phach va so dd danh phach phai bé trong ti niém phong sau méi budi, danh
sach du thi bd vao mdt t0i. CB 1am phach ban giao tii ddu phach, dai phach va tai
danh sach du thi cho Truong phong KT&DBCLDT. Truong phong KT&DBCLDT cé
trach nhiém quan ly, luu trit, bdo mét theo quy dinh.

CB lam phach dém s& bai, sé to gidy thi ciia phan bai thi d3 roc phéch, sau &4
cho vao i chdm ciing 01 bd dé thi, dép 4n d4n niém phong. Tai cham thi ghi diy du
cac thong tin: $6 tai, s& bai, sb to, dai phach, s phach thiéu khéng hop 18; ky ghi 15
ho tén cén bd don tii, dénh phach.

Biréc 4. Giao bai chém thi

CB lam phéch ban giao bai chdm cho trg ly khoa, ky vao phin cén b giao bai
thi trén tai bai, tro 1y khoa kiém dém s& bai thi, s to gidy thi, di chiéu cdc théng tin
ghi trén phén B clia tui bai thi va ky vao s6 giao nhan (theo miu).

*Quy trinh cham thi (Cic hoc phin Iy thuyét):

Buede 1: Nhin bai thi

Tro 1y khoa nhén bai thi tir phong KT&DBCLDT, c6 trach nhiém kiém dém,
niém phong tii bai va ky vao sb giao nhan (thoi gian 16h00 sau bubi thi 01 ngay);

Budc 2: Phan cong CB chim thi

Lanh dao khoa/bd mdn phan cong cén b chdm thi theo quy dinh.

Budc 3: Giao nhan bai thi,

Tro Iy khoa mé i bai thi kiém tra s6 bai thi, s6 t& gidy thi, doi chiéu voi két
quéa giao nhin tir phong KT&DBCLDT, chia tai bai thi va ban giao cho can bd chim
thi; 14p bién ban giao nhén;

Cén b6 chdm thi kiém dém, ky vao bién ban giao nhan bai chim.

Buéc 4: Cham thi

Khoa/bd mbn td chite chdm chung 05 bai, hdi ¥ sau d6 thure hién chém thi theo
quy trinh. Cén bd chdm thi dimg bit myc d6 dé chédm thi va chém tryc tiép 1én bai
lam cua thi sinh; tai vin phong lam viéc cua khoa dudi sy diéu hanh cta Lanh dao
khoa/b0 mon.

CB chim thi 1 phai khoa tAt ca cac phin gidy bo tréng va cubi mdi bai thi;
chém truc tiép 1én bai 1am cta thi sinh (1 tri); ky va ghi 16 ho tén vao bai lam cuia
thi sinh.

CB chim thi 2: Chim truc tiép vao bai 1am ca thi sinh (18 tréi phia du¢i CB
chim thi 1), ky va ghi r3 ho tén vao bai lam cla thi sinh;
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Sau khi chdm ddc 14p xong, 2 CB chim thi hdi ¥ thong nhét diém va ghi diém
vao phan két qua didm va 6 diém két ludn trong bai thi;

Trong qua trinh chim thi c6 phét sinh lién quan CB cham thi phai bao cdo
ngay lanh dao khoa/bd mén, néu ¢ diéu chinh phai 1ap bién ban chim thi.

Ghi chi: Piém bdi thi duoc chém theo thang diém 10 va duoc lam tron dén 02
chir s6 thdp phan.

Néu két thic gic lam viée, CB chdm thi chua cham xong thi phdi niém phong
i bédi thi chdm do giri lai tro Iy khoa dé tiép tuc chdm vao budi tiép theo.

Buwdc 5: Kiém tra sé bii, sb to.

Sau khi chdm xong, CB chdm kiém d&m s8 bai, sb t& theo bién ban giao nhén,
ky xéc nhén ban giao bai chim cho trg Iy khoa.

*Quy trinh nhip diém:

Bude 1: Kiém tra

CB nhap diém vao phin mém, kiém tra cic thong tin: tén hoc phan, lép, dai
phach trén phan mé&m va tii chim, bai chim thi (cac HP 1y thuyét); cac HP thuc hanh
thi d6i chiéu cac thong tin trén phén mém vdi danh sach di thi.

Budc 2: Nhip diém vao phin mém quan Iy dao tao

Sau khi kiém tra, néu céc thong tin tring khop thi tién hanh nhap diém tir sb
phach dAu tién dén s phach cudi cling, (cdc HP thyc hanh, nhap theo trinh tu danh
sach du thi).

Budc 3: Kiém do

Hoc phén ly thuyét: khi nhap diém dén sb phach cubi cing, d6i chiu va kiém
do gifra két qua trén bai thi véi két qua da nhdp theo s6 phach; hoc phan thyc hanh
kiém do giita két qua trong danh sach dy thi voi phan mém (it nhat 01 14n).

Buée 4: Luwu diém, in bang diém cudi ky, ky xdc nhan CB nhip diém, tri cdc
két qua vé khoa.

Sau khi kiém do, CB nhép diém luu diém, in Bang diém thi cudi ky theo sb
phéach (danh sach chi tiét), cdc mén thuc hanh in bang diém theo hoc phan (02 ban),
kiém do, k¥ x4c nhén ban giao v& trg Iy khoa ciing Biéu 4 hodc danh séch du thi doi
véi HP thue hanh.

Chii y: Moi sai sot trong qud trinh cdp nhdt diém, trach nhiém thudc Vvé cén bo

kiém do (hwu trit minh chimg- diém kiém do).
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Buée 5: Kiém tra, ky xdc rhdn, ban giao vé phong KT&DBCLPT dé thuc
hién luu triv theo quy dinh.

Tro 1y khoa kiém tra céc ti bai thi gc, Bidu 4, bang diém thi cudi k¥ theo sb
phach (d6i hoc phan 1y thuyét); bang diém theo 16p hoc phan, danh sach du thi (d6i
vai hoc phé.n thuc hanh); trinh 1anh dao khoa ky dé hoan thanh cdc thi tuc.

Tro 1y khoa lwu Iai 01 bang diém va ban giao v& phong KT&PBCLDT: Hoc
phan 1y thuyét: Bai thi gdc, dé thi, dap 4n, Biu 4, Bang diém thi theo s6 phéch (danh
sach chi tiét); Hoc phan thuc hanh: Danh sach du thi, bang diém theo hoc phin, ky
nhén vao sb (thdi gian 8h30 hang ngay khong k& ngay nghi).

CB phong KT&PBCLDT kiém tra bai thi géc, Biéu 4, bang diém in tir phan
mém, ghi sd, ky giao nhan véi tro Iy khoa; tap hop bang biéu chuyén Ianh dao phong
ky, scan, luu trit (ban cimg, ban mém) toan bé bai thi, dé thi, dap an, két qua nhap
diém keét thiic HP va cé4c loai bién ban c6 lién quan an toan, khoa hoc d& dang kidm
tra, trich luc khi c6 yéu chu, thoi gian luu trt theo quy dinh cta B6 Gido duc va DPao
tao; ban giao vé phong Dao tao: danh sach du thi, bang diém cua ting hoc phén (ky
56 giao nhén).

Ghi chii: Nhitng tinh hudng phdt sinh trong qud trinh thue hién nhiém vu cdc
don vi lien quan: phong Thanh tra va Phdp ché, phong Pao tao, phong
KT&DBCLDT phéi hop, xin Y kién Ban Gidm hiéu dé gidi quyét kip thoi/

IIL. BIEU MAU
1. Sé ky nhan ban giao bai thi tai phong HD thi;
2. 86 ky xac nhan giao nhén bai chdm thi, bang didm hoc phén;

3. Biéuw
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