BO GIAO DUC VA PAO TAO

TRUONG PAI HOC CONG NGHE MIEN PONG

Pong Nai, nay 30 thang 10 nam 2021
QUY TRINH LAM PHACH BAI THI

MUC PiCH

Quy trinh nay nham théng nhit cach thuc thuc hién cong tac 1am phéch bai thi tai
truong Pai hoc Cong Nghé Mién Pong.

PHAM VI AP DUNG

Quy trinh nay c6 lién quan dén don vi sau day:

Phong Khao thi — Bam bao chat luwong (Phong KT-BPBCL).

TAI LIEU THAM KHAO

Cian ctr Quyét dinh s6 103/QD-DHCNMP ngay 01 thang 7 nam 2021 caa Hiéu
truong Truong Pai hoc Cong nghé Mién Pong vé viéc ban hanh quy ché dao tao
trinh d6 dai hoc theo tin chi;

Cin ctr Quyét dinh sé 153/QD-DHCNMP ngay 21 thang 10 nam 2021 cua Hiéu
truong Truong Pai hoc Cong nghé Mién Pong vé viéc ban hanh Quy dinh vé to
chuc thi két thic hoc phan.

NOQI DUNG

PON VI THUC | THOI GIAN

BUOC NQI DUNG CONG VIEC HIEN THUC HIEN

Nhan dé thi
Can bd coi thi c6 mit va nhan dé
1 thi, danh sach du thi, tai dung bai

Trudce thoi gian

CBCT, thi it nhat 15

Phong KT-bBCL

thi, gidy thi, gidy nhap tai Phong phut
KT-PBCL.
Kiém tra tii dé thi
Sau khi nhan tai d& thi, CBCT

5 ki’ém trAa thf)Ang ti.n tré\n tu1 dé th%: CBCT 1 Sa‘u khi hf)én
ding tén moén thi, gio thi, ca thi, thanh budc 1

s lugng dé thi... va tinh trang
niém phong dé thi.




BUOC

NQI DUNG CONG VIEC

PON VI THUC
HIEN

THOI GIAN
THUC HIEN

Panh s6 bio danh va ky gidy
thi, gidy nhap

- CBCT 1: danh sb bao danh theo
quy dinh.

- CBCT 2: ky tén vao gidy thi,
gidy nhap.

CBCT

Sau khi hoan
thanh budc 2

Goi tén ngwoi hoc vao phong
thi, phé bién quy ché thi

- CBCT 1 goi tén nguoi hoc vao
phong thi.

- CBCT 2 kiém tra thé sinh vién
hoac giay to tly than cé anh cua
nguol hoc, cac vat dung duoc
mang vao phong thi va huéng dan
chd ngdi cho ngudi hoc.

- Nhic nhé nguoi hoc nhitng diéu
can thiét vé quy ché thi.

CBCT

Ngay sau khi
hoan thanh
buoc 3

Xdc nhan tinh trang tai dé thi
va phat dé thi

- CBCT 1 gio cao tai dé thi cong
khai dé nguoi hoc thay rd mat
trudc va mat sau con nguyén nhan
niém phong, nho 02 nguoi hoc ky
vao bién ban m¢o dé thi, sau dé
tién hanh mo tai dé thi, dém sb
lugng dé thi.

- Pung gio thi: phat d& thi cho
nguoi hoc, dam bao nguoi hoc
canh nhau khéng c6 ma dé gidng
nhau. Néu phat hién ra sai sot
trong dé thi, CBCT lap bién ban
ghi nh¢ su viéc va théng béo ngay
cho Lanh dao Phong KT-BBCL
dé kip thoi xir ly.

CBCT1

Ngay sau khi
hoan thanh
budc 4

Giam sat ngwoi hoc lam bai

- Sau 15 phat lam bai thi, CBCT 1
ky vao gidy thi khi ngudi hoc da
dién day du cac thong tin trén gidy
thi.

- CBCT 1 bao quét tir dau phong

CBCT

Trong qud trinh
lam bai thi




BUOC

NQI DUNG CONG VIEC

PON VI THUC
HIEN

THOI GIAN
THUC HIEN

dén cudi phong, CBCT 2 bao quét
tir cudi phong dén dau phong cho
dén hét gio thi.

- Thong bao cho ngudoi hoc khi
thoi gian lam bai con 15 phdt.

- Lap bién ban x& 1y ngudi hoc vi
pham quy ché thi theo dung quy
dinh cua nha truong.

Thu bai thi

- Hét gio thi, CBCT yéu cau
nguoi hoc ngung lam bai.

- CBCT 1 goi tén tirng nguoi hoc
lén nop bai, kiém tra thong tin
ngudi hoc, s6 to gidy thi trén bai
thi va yéu cau ngudi hoc Ky tén
vao danh sach du thi.

- Can bo coi thi 2 gitt 6n dinh
phong thi.

CBCT

Két thic gio thi

Niém phong va ban giao tai bai
thi

- CBCT ban giao tai bai thi kem
cac bién ban xu ly (néu co), nop
dé thi thura, gidy thi va giay nhép
thtra cho Phong KT-BDBCL.

- Phong KT&DBCLGD tiép nhan,
kiém dém bai thi va cing CBCT
niém phong tdi bai thi.

- CBCT ky ban giao bai thi vao so
giao nhan bai thi.

Phong KT-
PBCL,
CBCT

Sau khi hoan
thanh budc 7




V. SODPOLUUTRINH

v

Nhan dé thi
v

Kiém tra tinh trang va thong tin trén tai dé
thi: Dung tén mon, sé luong dé, thoi gian
thi, ca thi...

v

Danh sé bao danh, ky gidy thi va gidy nhap
v

Goi ngudi hoc vao phong thi, phd bién quy

ché thi
v
X&c nhan tinh trang tai dé thi, mo tai dé
thi, dém sé lwong dé, phat dé thi

v

Giam sat nguoi hoc lam bai

l Hét gio thi
Thu bai thi: kiém tra thong tin sinh vién, sd
to gidy thi trén bai thi va yéu cau sinh vién
ky tén vao danh sach du thi

v

Niém phong va ban giao tdi bai thi
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