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TRUONG QUOC TE
TRUNG TAM PBCL&KT
QUY TRINH
TO CHUC THI KET THUC HQC PHAN CAC CHUONG TRINH PAO TAO DAI HQC
Ban hanh kém theo Quyét dinh so ....... /OD-TQT ngay ...... thang.....nam....
cua Hiéu truwong truwong Quoc té, Dai hoc Quoc gia Ha Npi
Stt Chi tiét Pon vi phu trach | 1 i‘lae':l thye Ghi chi Biéu miu
A.CAC CONG TAC CHUAN BI THI
Xa?l du:ng,.hoan th1¢{1, cag nh’at qjly Trung tim S
1 ché, quy dinh, quy trinh va cac van Trudce ky thi
R F , . , (PBCL&KT
ban c¢6 lién quan dén cong tac khao thi
) u ‘o d e (néu cA ) Trung tam Trude kv thi
op cac don vi lién quan (n€u can DBCL&KT rudc ky thi
1,5 thang trudce ky Can dam bdo:
Xay dung ké hoach va lich thi chi tiét > £ U9 &Y | Thoi gian danh cho 6n thi mi hoc phin
N . N thi hoc ky chinh i ar 1 x Ze iR \ L1,
can ctr vao Lich trinh va ké hoach . X , phai dam béo toi thiéu 1 ngay/1 tin chi.
3 . A C A Phong Pao tao thirc ) C o x. . i . o BMO1/KT
dao tao, D€ cuong chi ti€t cac hoc A , .. .|-Lich thi cia moi sinh vién khong bi tring
hin da duge phé duyét 2 tuan truGe ky thi) o phin dy thi
p OC p ye hoc ky phu cac hoc p r thi.




04 ngay lam viéc
ké tir khi két thuc
budi hoc cudi
cung cua hoc

Phong Dao tao sir dung Danh sach diém

Chuén hoa danh sach dy thi Phong Pao tao PV danh cho cac phong thi néu giang vién BMO02/KT
phan (i v6Thoe |} 1 thanh nhap diém b phan muén
ky chinh), 02 i T )
ngdy lam viéc
(d6i véi hoc ky he)
Sd luong va trach nhiém ctia cac thanh vién
Thanh 14p Ban t6 chirc thi (néu c6) Phong Dao tao Trudce ky thi tly vao pham vi, quy mo va tinh chét cua
dot thi
Danh sach thi sinh du thi, gidy thi, gidy
nhap, bién ban xtr 1y sinh vién vi pham quy
ché thi (BM05), cac quy dinh v& tb chic  |[BMO5/KT
2 e e aen . . . . 1 ngay lam viéc  |thi, hudng dan thi d6i v6i sinh vién va BMO6/KT
Chudn b tii tai liéu phong thi Phong Dao tao tru(%c};lgéy thi  |giam thi EgBM06), gihy cam doan (BM07), |BMO7/KT
bién ban ghi nhan ¥ kién (BM15) va vin BMI15/KT
phong phdm can thiét cho timg ca
thi/phong thi
1 CBCT/phong thi (sb thi sinh nho hon
hodc bang 25), 2 CBCT/phong thi (s thi
Chuan bi danh sach can bd/giang vién . . A , . ... .|sinh nhiéu hon 25), 2 CBCT/phong thi van
coi thi SIS IPhong Dao tao |1 tudn trude ky thi dép, 2 CBCT/ ph(‘))ng thi méylzinh ﬁoéc
thue hanh, 2 CBCT du bi (ddi v6i ca thi co
nhiéu hon 10 phong thi)
Chudn bi co 56 vat chit cho ky thi |/ POn& TOCRIC 10 oo kg thi
i i hanh chinh
Lén ké hoach thanh tra thi Thanh tra gido duc Trudc ky thi Thanh tra thi dot xuat, khong bao trude

Thanh tra phap ché




B. DE THI

Dé xuét hinh thirc thi két thuc hoc
phan (BMO03) (néu c6 thay d6i so voi
Pé cuong chi tiét hoc phan da dugc

Tbi thiéu 8 tudn
trudce ky thi hoc

Hinh thtrc thi dugc lya chon trong cac hinh
thirc sau: thi viét, van dap, thuyét trinh,

10 phé duyét), lanh dao Khoa cho ¥ kién, Giang vién kyk chlnh’ thuF, 3. thl{c h;%r.lh: ba1’ tap lorvn, tr}rc tuyel? (Vé‘ll’l dap (BMO3/KT
YT 2 - tuan trudc ky thi  |hodc bai tap 16n) hodc két hop cac hinh
gti Phong DT tong hop va trinh Ban . e A
Cea n - hoc ky phu thirc noi trén
giam hiéu phé duyét
02 d thi + 02 dap an (ban cing) ddi voi
Nop dé thi vé& Khoa phy trach: 03 dé i 4 tudn trude khi cac~ h,()c phan Ngoai ngir thu¢c Khoa Ngon
Vi + 03 dap én (ban cimg) Giang vién Kkét thiic hoc phan |"2% Ung dung BMO4/KT
p & PCPHAN 1py4p an chi tidt diém tir 0.5. Trudng hop
dac biét do Chi nhiém Khoa quy dinh
Dé in rd nét, dam bao chat lwong trudc khi
Lanh dao Khoa phé duyét dé thi, nhan ban; c6 ddy du sb trang, chit ky cua
o s . A AT " ST e f BM13/KT
12 |niém phong va ban giao cho Trung Cac Khoa 3 tuan trude ky thi [giang vién, chit ky cua nguoi phu trach BM14/KT
tam DPBCL&KT duyét dé; dé va dap an bo phong bi riéng
biét
Bdc thim dé thi du phong va chinh Trung tam N L
13 thite PBCL&KT 3 tuan trude ky thi BM17/KT
N e ax g Trung tam 3 ngay trudc ngay |Pam bao nguyén tic: s6 dé thi = s thi
14 |Nhan ban de thi PBCL&KT thi sinh/phong + 2
C. TO CHUC THI, RQC PHACH, CHAM THI, LEN PIEM
1.Thi truec tiép (theo hinh thirc thi Viét)
15 Ban giao tai dé thi dd nhan ban cho | Trung tim ti da 1 ngay
can bo phu trach td chuc thi DBCL&KT trude gio thi
Béc tham ctr can bo coi thi cho cac
16 phong thi/ca thi; pho bi€n quy ché Phong Dao tao 30 phut trude gio BMOS/KT

thi; ban giao tai de thi va cac tai liéu
lién quan cho can bd coi thi

thi




Trung tim PBCL&KT : giai quyét cac phat
sinh lién quan dén s6 lugng d¢ thi, 15i in
sao nhan ban dé thi

Phong DBao tao: xtr Iy cac phat sinh lién
quan dén co so vat chit, vin phong phim,

; Phong Bao tao gidy thi, can b coi thi va cac van dé lién
17 Xur 1y cac su c0 phat sinh trong khi Trung tam Trong Khi thi quan d é"n thi si'nh BM15/KT
coi thi DBCL&KT . . a1k BM16/KT
Céc Khoa Truong hop sinh vién c6 y kién trong .
phong thi, can bd coi thi cho sinh vién dién
Phiéu y kién phong thi (BM15), ky xac
nhan tiép nhan y kién, gui vé don vi phu
trach xir 1y sau khi két thac gio thi
Thu lai toan bo bai thi, d& thi di va
jg |chvasu dung, gidy nhip dava chua |, bocoithi  |Saukhi thi
su dung va céc tai li€u lién quan da
phat cho thi sinh
Dén tai bai thi, ban giao toan b bai | ngdy lam vice
19  |[thi, dé thi da va chua st dung cho Phong Dao tao Co. BM13/KT
Trung tim DPBCL&KT sau khi thi
Tuy tinh hudng cu thé c6 thé roc phach tha
s n cong hodc thyc hi¢n qua phﬁn mém dao tao
, Trung tam ! ;ngay k‘lm VI?C (do Ban giam hiéu quyét dinh)
20 |Roc phich PBCL&KT kétwngaynhdn |1 o 4m DBCL&KT ban giao thi baithi |o0 > K1

duoc bai thi

da roc phach cho Gido vu cac Khoa va c6
ky nhan s6 ban giao




7 ngay lam viéc

Danh sach giang vién cham thi do Chu
nhiém Khoa phan céng. Giang vién chdm
bai ky va ghi 16 ho tén trén tung bai thi.
Viéc chdm thi phai dam bao yéu cau chinh
xac, khach quan, cong bang, bam sat dap

21 |T6 chirc chdm thi Céc Khoa ké tir ngdy nhan  |4n, thang diém quy dinh va chdng tiéu cuc
dugc bai thi trong chim thi
Gi4o vu Khoa phédn cong giang vién chdm
thi trén phan mém do tao sau khi ban giao
tai bai thi di roc phach cho giang vién (néu
nhap diém trén phan mém)
Ban giam hiéu quyét dinh viéc 1én diém
. 1 ngay lam viéc  [thuc hién thu cong (do Trung tam
Trung tam ké tirngay nhan  |[DBCL&KT va Phong Dao tao thuc hién )
22 |Ghép phach, 1én diém PBCL&KT hoiic gay mha < o £a0 790 Fave IS
. n duogc bai thi da hodc thong qua phan mém dao tao (do
Giang vién £ . o x A
cham giang vién thuc hién )

23 |Thong bao diém cho sinh vién

1 ngay lam viéc
ké tir ngay nhéan
duogc bang di€m

Viéc thong bao diém cho sinh vién duoc
thuc hién thong qua phan mém dao tao

Tap hop bang diém ctng va bai thi

7 ngay lam viéc
ké tir ngay thong

Gi4o vu Khoa thu bang diém ban cimg va
bai thi ban giao cho Trung tim PBCL&KT.

24 lch?énmCltrrréi diéiunig;()dm voi nhap Céc Khoa bao diém cho sinh |Trung tim PBCL&KT xir Iy bang diém va BMO9/KT
p vién bai thi theo diing quy dinh
2.Thi trye tiép (theo hinh thirc Bai tap 16m)
Thu bai tap 16n cia sinh vién, cho Phong BT 4n dinh thoi gian, dia diém ndp
25  |sinh vién ky nhdn Danh sach thi va Phong Pao tao Theo thong bao  |bai tap 16n va thong bao cho sinh vién, dam

cac tai liéu lién quan

bao t6i da 01 chuyén vién/60 sinh vién/1gid




Ban giao bai tap 16n cua sinh vién

1 ngay lam viéc

26 cho Trung tim DPBCL&KT Phong Dao tao sau ngay thi BMI3/KT
Trung tam
27  |Chuyén cho giang vién cham bai DBCL&KT va cac Bai tap lon khong roc phach BMI13/KT
Khoa
Danh sach giang vién chdm thi do Cha
nhiém Khoa phan céng. Giang vién cham
bai ky va ghi o ho t€n trén ting bai thi.
Viéc cham thi phai dam bao yéu cau chinh
7 ngay lam viéc  |x4c, khach quan, cong bang, bam sat dap
28 [T chirc chim thi Cac Khoa ké tir ngdy nhan  |4n, thang diém quy dinh va chdng tiéu cuc
duogc bai thi trong cham thi
Gi4o vu Khoa phén cong gidng vién chim
thi trén phan mém dao tao sau khi ban giao
tai bai thi di roc phach cho giang vién (néu
nhap diém trén phan mém)
Ban giam hiéu quyét dinh viéc 1én diém
Trung tim llng‘éy lé}m Viczec thuc hién thu (‘:6ng‘ (do T}'ung tam -
290 |Lén didm PBCL&KT hoiic ke tur nggy I.lh%n D]%CL&fKT va Ph(;ng I?ao tg\to thuc hién )
Giang vién du:?rc bai thi da hf)qac thf)flg qua ph?n mém dao tao (do
cham giang vién thuc hién )
1 ngay lam viéc A A P . n
30 |Thong bio didm cho sinh vién ké t%‘ri]lgéy nhan |V ¢¢ thong bio diém cho sinh vién duge
- 2 thuc hién thong qua phan mém dao tao
duogc bang di€m
A . . N 7 ngay lam viéc  [Gido vu Khoa thu bang diém ban cing va
. g:lf fglfgbggi‘?jﬁ zggfv‘g T}‘llég“ Cic Khoa K¢ tir ngay thong  |bai thi ban giao cho Trung tim PBCL&KT. | oo

diém trén phan mém)

bao diém cho sinh
vién

Trung tam PBCL&KT xtr 1y bang diém va
bai thi theo ding quy dinh




3. Thi truc tuyén (theo hinh thirc bai tip 16m)

Giang vién chu
dong vé thoi gian |Dam bao thoi gian 1am bai dang theo d¢ thi
thong bao cho d3 duoc phé duyét. Thoi gian cong bd dé
Guri d& va cac hudng dan lién quan . i sinh vién. thi do giang vién quy dinh. Véi cac hoc

L ah A U z Giang vién . . N A e, cn s .,
dén dé thi trén phan mém truc tuyén Thoi gian thi do  [phan do nhiu giang vién giang day, chi str
P.Pao tao thong  |dung 1 dé thi chung véi thoi gian cong bd
bédo 1a thoi gian  |dé va thu bai thdng nhat
thu bai

32

Giang vién giam sat viéc ndp bai clia sinh
vién, dam bao dung thoi gian, ding dia

33 Giam sat viéc ndp bai cta sinh vién  [Giang vién diém, dang quy dinh vé dinh dang, tén file,
cling nhu giai quyét cac thic mic cua sinh
vién trong qua trinh thi

Giang vién chim diém trén co s bai lam
cua sinh vién theo dung dap an da duoc
phé duyét, trir diém céc truong hop vi
pham, cu thé nhu sau:

- Sinh vién ndp sai dinh dang/ sai tén/ sai
format phan dau gidy thi: trir 30% két qua
thi cudi ky

- Nop bai luan: Sinh vién ndp mudn qua
thoi han thu bai: khong thu va chdm bai

Téi da 1 tuan ké
34  |TO chtc cham thi Giang vién tr ngay hét han
ndp bai

Téi da 2 tuan ké
35 |Nhap diém lén phan mém dao tao Giang vién tir ngay hét han
ndp bai

Giang vién nhap diém 1én phdn mém dao
tao theo diing quy dinh




Tap hop bang diém ctng va bai thi

7 ngay lam viéc
ké tir ngay thong

Gi4o vu Khoa thu bang diém ban cimg va
bai thi ban giao cho Trung tim PBCL&KT.

36 lch?énmCltrrréi diéiunig;()dm voi nhap Céc Khoa bao diém cho sinh |Trung tim PBCL&KT xir Iy bang diém va BMO9/KT
p vién bai thi theo diing quy dinh
4.Thi tryec tiép/truc tuyén (theo hinh thirc thi vin dap/ thuyét trinh/thwe hanh hoic két hop)
Tb chire thi vao khung thoi gian d . i . o s S .
37 duroc Phong DT thong béo. Giang vién 2 giang vién coi thi/phong thi hodc ca thi
Pam bao c6 hinh anh cua sinh vién va 02
Thanh tra, giam sat va chup anh man . giang vién chiAm. Truong hop sinh vién
. A . . i . |Trung tdm n 1a e e 1 1R~
38  |hinh cham thi ting sinh vién/ ca thi khong c6/ hong camera/ phat sinh 101 ki
L. £ DBCL&KT A o A o, o a
(néu thi tryc tuyén) thuat trong khi thi can c¢6 chu thich vao anh
chup
39 ang b(.)qc.hefn cl}o snémh Vl?n talA phcfng Gidng vién
thi va giai dap céac thac mac (n€u co)
Ngay sau khi két
N DriA . giA o A N thiic thi van dap/
Nop Phi¢u diém tong hop va Phicu thuyét trinh va téi |Phiéu diém téng hop va Phiéu danh gia chi
danh gia chi tiét va minh ching san . i \ I N o
40 R A A, Giang vién da 2 ngay sau khi |tiét c6 day du chit ky cua cac giang vién BMO9/KT
phém cua sinh vién (néu cd) cho Lo e A P .
. . ket thuc thi doi cham thi
Phong Pao tao e 1A .
v6i1 cham thi thuc
hanh
1 ngay lam viéc TR L4z . n
41 Thong bao diém cho sinh vién Phong Dao tao Kké tir ngay nhan Vige thong béo diém cho sinh vién dugc

dugc bang diém

thue hién théng qua phin mém dao tao

D.PHUC KHAO




42

Tiép nhan va xur ly Pon phuc khao
cua sinh vién

Phong Dao tao

Thoi han ndp Pon xin phic khao 13 1 tudn
ké tir ngay thong bao diém. Lé phi phuc
khao dong theo quy dinh va dugc hoan lai
cho nguoi hoc néu két qua phuc khao co
sai khac so v6i két qua da cong bd.

BMI10/KT

43

Kiém tra cong tac roc phach, ghép
phach, 1én diém

Trung tam
DBCL&KT

Néu c6 sai st, bao cao Ban giam hiéu phé
duyét viéc sira diém trén bang diém gc,
trén phan mém va thong bao két qua cho
sinh vién

44

Chuyén bai thi chdm lai 1dn 2 (néu
cdng tac roc phach, ghép phéch, 1én
diém khong co sai sot)

Trung tam
DPBCL&KT

1 ngay lam viéc
ké tir khi nhan
dugc don phtic
khao

Trung tim PBCL&KT photo bai thi va x6a
diém 1an mot va ban giao cho Gido vy Khoa

BMI13/KT

45

T6 chirc cham thi phuc khao, 1én
dieém va Bién ban cham phuc khao

Cac Khoa

5 ngay lam viéc
ké tir ngdy nhan
duogc bai thi phic
khao

Giang vién chim phiic khao do cac Khoa
chi dinh phai khac so v6i giang vién chdm
lan 1

- Néu diém phic khao bang diém da cong
bd thi giit nguyén diém di cong bé.

- Néu diém phic khao va diém cong bd
chénh léch nhau < 0.5 diém (thang diém
10) thi 1y diém cham lan 1 lam diém chinh
thic.

- Néu diém phic khao va diém cong bd
chénh léch nhau > = 0.5 diém (thang diém
10), Cha nhiém Khoa t6 chuc ddi thoai
giita giang vién chdm 1in mot va giang vién
cham phiic khao dé théng nhat diém (c6 ghi
bién ban). Truong hop khong thdng nhat
dugc thi Cht nhiém Khoa xem xét va quyét
dinh.

BMI11/KT
BM12/KT




1 ngay lam viée  |Gido vu Khoa giri bai thi dd chdm phuc
, 2 A i X Trung tam ké tir khi nhéan khao, Bang diém, Bién ban cham phutc
46 |Bang diem cham phiic khao DBC%&KT duge bai thi phic |khao cho Tgrung tam PBCL&KT é)é xrly  [PMIYKT
khao da chdm tiép theo diing quy dinh
Théng bao két qua phuc khao va hoan
tra L& phi phuc khao cho nguoi hoc . .
T méu i I;hﬁc hio khie sovsi |Phong Do tao
diém lan 1)
E.KET THUC KY THI
Béo céo danh gia ky thi, to chirc cudc
48 hop gitra cac bén liér} quan danh gi‘é, Trung tam
rut kinh nghiém va tong hop cacde  [PBCL&KT
xuit cai tién
s A s ax Trung tam
49  |Huy d¢ thi da st dung DBCL&KT
HO6 so t6 chire thi: Lich thi hoc ky, Danh
sach thi sinh du thi, Danh sach can bo coi
thi
Hb so diém thi: Phiéu diém bo phan, Phiéu
5 |Luutrd hd so t6 chirc thi, hd so diém Phong Pio tzo S nim diém két thiic hoc phan, Bién ban xu ly
thi, ho so phuc khao : sinh vién vi pham quy ch¢ thi, Bién ban xtr
1y can b coi thi, Gidy cam doan
Hd so phiic khao: Pon xin phuc khao,
Phiéu diém két thuc hoc phan, Bién ban
cham phuc khao
Luu trir Bai thi gdc, Bai thi chAm Trung tam <
51 , , 5 nam
phuc khao xong DBCL&KT
52 Luu trir dé thi géc Ergéing vinh vién




53

Luu trit S6 theo ddi ban giao, Bién
ban bbc dé thi, Giai trinh xtr Iy noi
dung dé thi

Trung tam
DBCL&KT

5 nam

F. TRACH NHIEM DE XUAT XU LY VI PHAM

Céc vi pham lién quan dén coi thi:
mat toan bd bai hodc mdt vai to trong

54  |bai thi cua sinh vién; c6 hanh vi trdo  [Phong Dao tao
d6i, nop thém bai thi sau khi hét thoi
gian lam bai
Cac vi pham lién quan dén dé thi: Lo ,
55|48, dép an (mot phin hodc toan by)  |C2¢ Khoa
Céc vi pham lién quan dén nhan ban Trung tim
56 d.exthl, roc phach, ghép phach, Ién DBCL&KT
diem
57 |Cac vi pham lién quan dén chdm thi  [Cac Khoa
Phong Pao tao
L. C £ ~ Trung tdm
58 |Céac vi pham lién quan dén luu triv DBCL&KT

Cac Khoa

Dé xuét phwong an xir 1y vi pham trinh Ban
giam hi¢u quyét dinh

ikas
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