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1. MUC PiCH

Céc don vi trong Truong Dai hoc Duge Ha Noi thuc hién céc cong viée t6 chiic
thi hét hoc phén cua cac hé dao tao trong Truong: Cao ding, Pai hoc (chinh quy, lién
théng, bang hai), thac si, tién si, chuyén khoa...bang hinh thirc thi ty ludn. Bao gém
cong tac chudn bi va td chirc cho ky thi.

2. PHAM VI AP DUNG
Vién chirc, sinh vién, hoc vién Truong DPai hoc Dugc Ha Noi.
3. TAI LIEU THAM KHAO

- Quy ché Thi trung hoc phd théng qudc gia (Ban hanh kém theo Théng tu 56
02/2015/TT-BGDDBT ngay 26/02/2015 ctia B truéng Gido duc & Dao tao)

- Quyét dinh s6 43/2007/QD-BGDDT ngay 15/8/2007 ciia B Gido duc & Dio
tao vé viéc ban hanh “Quy ché dao tao dai hoc va cao ddng hé¢ chinh quy theo hé thong
tin chi”,

- Théng tu s& 15/2014/TT-BGDDT ban hanh Quy ché Pao tao trinh do Thac si.
- Théng tw s6 10/2009/TT-BGDDT ban hanh Quy ché dao tao trinh do Tién si.
4. CHU VIET TAT

- Khao thi va kiém dinh chét luong: KT&KDCL

- Can bd coi thi: CBCT

- Sinh vién/hoc vién: SV/HV

- Gi4o vu bd mén: GVBM

- Quan ly sinh vién: QLSV

5. NOI DUNG

5.1. So' db cac bwée tién hanh cong viée

Trach nhiém Cac buwéce thue hién Mo ta

Ban Giam hiéu
Phong Pao tao
Phong Sau Dai hoc

Lép ké hoach thi,
danh sach SV/HV du thi

Xem muc 5.2.1

Ban Gidm hiéu
Phong KT&KDCL

Phéan cong can bo coi thi

Xem muc 5.2.2

Phong KT&KDCL

Y

Chuén bi hé so thi

Xem muc 5.2.3

Cac b0 moén

.

Chuéan bi d& thi gbc

Xem muc 5.2.4

BM.KTKDCL.01.03
BM.KTKDCL.01.04




Phong KT&KDCL

In sao dé thi

Xem muc 5.2.5

Xem muc 5.2.6

ba A T Cot thi
Cac bY mon BM.KTKDCL.01.01
Sinh vién/hoc vién Du thi Xem muc 5.2.7
i
CBCT, GVBM Giao nhan bai thi Xem muc 5.2.8
Phong KT&KDCL 120 nhan bal thi BM.KTKDCL.01.02

5.2. Dién giai so d6
5.2.1. Lip ké hoach thi, danh sdch sinh vién/hoc vién thi
Phong DPao tao, phong Sau dai hoc lép ké hoach thi (lich thi), danh sach SV/HV
du thi (theo tirng phong thi). Lich thi phai duge Ban Giam hiéu ky duyét va thong
bao cho phong KT& KDCL, phong Quan tri, SV/HV trudce ky thi 15 ngay lam viéc.
5.2.2. Phdn cong cdn bo coi thi
Sau khi c6 ké hoach thi trong thoi gian 5 ngdy lam viée phong KT&KDCL
phin cbng cén bd coi thi vao cac giang dudng theo lich thi. Mdi phong thi phan
cdng 2 can bd coi thi.
Lich phan cong CBCT phai dugc Ban Giam hiéu ky duyét va thong bao cho
cac don vi trong Trudng.
5.2.3. Chuén bi hé so thi

Phong KT&KPCL chudn bi tai dung dé thi, ti dyng bai thi, gidy thi, gidy nhdp,
bién ban xir Iy SV/HV vi pham quy ché theo hoc phén thi & sé gidng duong thi/budi
thi.
5.2.4. Chuiin bi dé thi goc
- Sau khi c6 ké hpach thi trong thoi gian 5 ngay lam viéc, GVBM nop dé thi vé phong
KT&KDCL. bé thi duge niém phong trong phong bi dé thi [BM.KTKDCL.01.03,
BM.KTKBCL.01.04]. Phong bi dé thi phdi ghi day di cdc ndi dung va khong co ky
hiu déc biét.
- S6 lugng dé thi:
DPai hoc, cao dfmg: 06 dé&/hoc phén
Sau dai hoc: 03 dé&/hoc phin

- Phong KT&KDCL tlep nhan dé thi tir GVBM: nguoi giao dé va ngudi nhan dé phal
ky giao nh4n vao S6 giao nhén dé thi.

5.2.5. In sao dé thi
* Phan cong can bd in sao dé thi

M&i bubi thi ctr 02 vién chire phong KT&KPCL in sao dé thi.
* Béc thim dé thi



- Kiém tra phong bi dé thi ding mén thi, ding 16p - khoa - hé dao tao.

- Kiém tra sb luong d@ truée khi bbe tham (t6i thiéu 03 dé).

- Béc tham 01 @ thi.

* In sao dé thi

- Trude khi boc dé thi, can bd in sao d& kiém tra lai phong bi dé ding mén thi, dung
16p / khéa / hé dao tao.

- Boc de thi va kiém tra dé thi (ding mon thi, ding 16p - khoa - hé dao tao, d& mo,

..), néu c6 sai s6t can bd in sao dé lién lac véi gido vu bd mon/ trudng bd moén dé
k1p thoi stra chita dé thi va bdo céo trudng phong KT&KDCL

- TIn sao dé& thi: S6 lugng tui dé thi sao bang sb giang duong thi/l mén thi; s6 luong
dé thi/ giang dudng = s6 luong SV/HV + 01 d& du (dbi véi thi 1an 1); + 02 dé du (dbi
v6i thi 14n 2, thi trd ng).

- Cho dé thi sao vao tirng tai dé thi. Dan va ky niém phong tai dung @& thi. Ghi 16 sb
luong d8 thi sao va cac luu y dic biét (de chén 1, duoc st dung tai liéu, dé danh cho
SV/HV nudc ngoa1 ..) trén tai dung dé thi.

- Cho d& thi gbc vao phong bi dé thi cfi, d4n va ky niém phong dé thi goc Ghi thém
budi thi, ngay thi, 1an thi, tén cén bo in sao dé thi trén phong bi dé thi gbc.

- Hoan thanh céng viéc in sao dé thi trude gio bdc thim phong thi 15 phut.

5.2.6. Coi thi

- Trong thoi gian thi, phong KT&KDCL cir 01 vién chic theo dBi camera va gidi
quyét cac vén dé phat sinh trong budi thi.

- CBCT phai dn mic lich sy khi di coi thi, khong dugc noéi chuyén riéng, lam viéc
riéng, khong hut thude 14, ubng ruou, bia trong khi 1am nhiém vu.

- Trong qué trinh coi thi, CBCT dugc phép st dung dién thoai di dong dé giai quyét
cdc vAn dé phat sinh trong budi thi (khong ding dién thoai di dong cho céc cong tac
khéac hay viéc riéng) va phai cong khai truée SV/HV.

- CBCT thuc hién nghiém tic lich phén ¢dng cén bo coi thi, trudng hop ving mit vi Iy
do chinh déng (hodc bit kha khang) phai bio cdo by mon dé ctr ngudi thay thé va bao
vé phong KT&KBCL. CBCT dén mudn 15 phit so v6i gidr bdc thim phong thi thi coi
nhu da Véng mit va don vi td chire thi s& cir can bd thay thé.

- CBCT phai c6 mit ding gid tai phong Khao thi va KDCL dé nhan nhidm vu theo
trinh tu nhu sau:

+ Trude gio thi 20 phat, CBCT phai ¢6 mit tai phong KT&KPCL dé bdc thim
phong thi va nh4n danh sach SV/HV thi, gidy thi, gidy nhap, d thi sao,...

+ CBCT 1 ghi 16 trén bang cac ndi dung sau: moén thi, thoi gian lam bai thi,
duoc hay khong dugc st dung tai lidu, s sé SV/HV ¢6 mit trén danh sach du thi, so
d6 SV/HV thi. CBCT 2 ky gidy thi va gidy nhap vua du VoL s6 lwong SV/HV du thi
(CBCT khéng ky thira gidy thi va gidy nhap, chi ky thém gidy thi khi c6 SV/HV yéu
céu).

+ Trude giv thi 15 phat, CBCT 1 goi SV/HV viao phong thi. CBCT 2 kiém tra
cac vat dung SV/HV mang vio phong thi, kiém tra thé SV/HV dé nhan dién va dbi
chiéu v6i danh séch SV/HV du thi (néu SV/HV khéng c6 thé SV/HV thi CBCT yéu
cau viét gidy cam doan); CBCT khéng tir y ghi thém tén SV/HV véo danh séch thi. '

+ CBCT 2 phit glay thi (da c6 chir ky, ghi rd ho tén cia CBCT 2), hudng dan
SV/HV ghi s6 béo danh, dién tén va ghi day du cde muc vao gidy thi trude khi lam bai.

+ Pén gio phat dé thi, CBCT 1 gio cao tii dé thi d& SV/HV thiy ro con nguyén
niém phong, béc tii dung dé thi va phat dé thi cho ting SV/HV, CBCT 2 bao quét
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chung; Neu c6 bat ky thic mic vé dé thi, CBCT bao cdo ngay véi phong KT&KDCL
dé giai quyet

+ CBCT 1 kiém tra déi chiéu anh trong thé SV/HV va ky giély thi, CBCT 1 ky
tén va ghi ro ho tén vao gidy thi khi SV/HV da ghi ddy du théng tin c4 nhan.

+ Trong gio lam bai, CBCT 1 bao quat tir trén xudng cubi phong, CBCT 2 bao
quét tir cudi 1én dau phong cho dén hét gio thi,

+ Sau 15 phut phat dé SV/HV ¢ thé duoc ra khoi phong thi, CBCT yéu céu
SV/HV nop bai lam, dé thi va gidy nhap. Néu SV/HV bi dau m bt thudng hoic c6
nhu cdu chinh déng phai tam thoi ra khoi phong thi thi CBCT phai béo cho can bo
thanh tra thi hodc phong KT&KPCL giai quyét.

+ Truong hop SV/HV vi pham quy ché thi thi CBCT phai 1ap bién ban xir Iy ky
luat theo quy dinh [BM.KTKDCL.01.01] va thu tang vt kém theo. Néu ¢ tinh hubng
bit thuong phai béo cho can bo thanh tra thi hodc phong KT&KDCL giai quyét.

+ 15 phiit trude khi hét gio 1am bai, CBCT théng béo thoi gian con lai cho
SV/HV dy thi biét. Khi hét gio lam bai, CBCT yéu cdu SV/HV ngimg lam bai, CBCT
1 thu bai cia SV/HV, ké c bai ciia SV/HV d4 bi xir ly ky ludt, CBCT 2 duy tri trét tu
va ky luit phong thi. Khi nhan bai, CBCT phai kiém tra s6 t& gidy thi cua SV/HV da
ndp, yéu cdu SV/HV tu ghi sb t& va ky tén vao danh sach SV/HV duy thi (tuyét déi
khong duge cho SV/HV ky tén trude vao danh sach SV/HV dur thi trong khi [am bai).

+ Sau khi thu bai, CBCT kiém tra s.fftp xép bai thi theo thtr tu trong danh sach
SV/HV du thi (tir nhd dén 16n). Cho bai thi, danh sich SV/HV du thi, d& thi sao thira
vao tai dung bai thi.

5.2.7. Dw thi

- SV/HV phai c¢6 mit tai phong thi truée gio thi it nht 1a 20 phat dé 1am tha tuc du
thi. SV/HV dén chdm qué 15 phit sau khi da boc d& thi thi s& khong duoe dy thi.

- Khi vao phong thi, SV/HV phéi nghiém tdc tuén tha cac quy dinh sau:

+ Xudt trinh thé SV/HV dé CBCT kiém tra (khong duogc ding céc loai thé khic
thay thé). Trong trudng hop khéng cé thé SV/HV phai viét gidy cam doan, trong
vong 3 ngdy SV/HV phai mang theé dén phong KT&KPCL dé hoan tt thu tuc x4c
nhan. Néu SV/HV khong tdi trinh thé, bai thi s& khong duoc tinh diém.

+ Chi dwoc mang vao phong thi bat viét, bat chi, compa, tiy, thuge ké, may
tinh dién tir khong c6 thé nhé, khéng cé chirc ndng soan thdo vin ban va céc gido
trinh, tai liéu (néu dé thi cho phép).

+ Khong dugce mang vao phong thi céc tai liéu (néu @ thi khong cho phép),
may vi tinh xdch tay, gidy than, but x6a, phuong tién k¥ thudt thu, phat, truyén tin,
ghi 4m, ghi hinh, thiét bj chira thong tin ¢6 the loi dung d& 1am bai thi va céc vét
dung khac. Truong hop dic biét, theo yéu clu cta dé thi, SV/HV c¢6 thé duoc dua
vao phong thi mot sb biéu bang, tai liéu va may tinh dé thuin loi cho viéc 1am bai
thi.

+ Trude khi lam bai thi SV/HV phai ghi day du ho tén, ma SV/HV vao gidy thi,
gidy nhap va nhat thiét phai yéu cdu CBCT ky va ghi r6 ho tén vao gidy thi, gidy
nhap.

+ Bai lam phai viét rd rang, sach s&, khong nhau nat, khong danh déu hosc lam
ky hiéu riéng. Nghidm cdm lam bai thi bang hai mau muc hodic bang bat mau dé.
Phai bao vé€ bai lam cta minh va nghiém cam moi hanh vi gian 1an, khong dugc
xem bai ciia SV/HV khdc, khong duge trao doi ¥ kién, trao ddi tai liéu khi 1am bai.



+ Phai gitt gin trgt tu trong phong thi. Néu can héi CBCT dleu gi phai héi cong
khai. Truong hop SV/HV bi dau 6m bat thudng hodc ¢6 nhu cau chinh dang phai
tam thoi ra khoi phong thi thi SV/HV bdo cho CBCT xur ly.

+ Khi hét gio thi SV/HV phai 14p tic dimg 1am bai va ndp bai thi theo yéu ciu
cua CBCT. I(hQng 15.1’%1 duoc bai, SV/HV ciing phai nop bai thi. Khi ndp bai, SV/HV
phai tw ghi 1 so to gidy thi da ndp va ky tén vao danh sach dy thi.

5.2.8. Giao nhdn bai thi:

- Két thuc ting budi thi, ca hai CBCT truc tiép mang ngay tui bai thi va bién
ban xur Iy ky luat, gidy cam doan (néu c6) vé phong KT&KDCL dé thuc hién cong
viéc niém phong va ban giao tui bai thi (ca 2 CBCT phai ky niém phong 1én mep dan
niém phong ctia tdi bai thi va ky bién ban ban giao bai thi) [BM.KTKDCL.01.02].

- Céc bién ban xir ly ky ludt (ban gbe) duoe luu lai phong KT&KDCL, bién ban
photo gui vé phong BT, QLSV va bd mon.

- Cubi budi thi GVBM cé mdn thi nhén bai thi tir phong KT&KDCL.

5.3. Nhiém vu ciia cac don vi lién quan
Phong Pao tao, phong Sau dai hoc 14p ké hoach thi.
Céc bd mon chudn bi dé thi gbc, can b coi thi, nhan bai thi.
Phong KT&KDCL: Phan céng CBCT, chudn bi hd so thi, in sao d& thi, giao
nhén bai thi.
Phong Quan tri chudn bi co s& vat chit, nude ubng cho CBCT.

6. Hb so

STT Tén tai lieu Thoi gian luu Noi liru
L § pT,
1 Lich thi 10 nam KT&KDCL
2. Phén cdng céan bd coi thi 10 ndm KT&KDCL
. e LA . . uan tri
3. Du trt co s& vét chét, TTB, VPP phuc vu thi 10 ndm ; (”? SKDCL
4, Bang thanh toan CBCT 10 ndm KT&KDCL
: Danh sach SV/HV du thi 10 nam B mon
0. Bién ban giao nhan bai thi 10 ndm KT&KDCL
Pao tao
7. | Bién ban xit Iy SV/HV vi pham quy ché thi 10 ndm KI&KDCL
QLSV
Bo mdn
.| S& giao nhén dé thi 10 ndm KT&KDCL
9. | S8 giao nhén bai thi 10 ndm KT&KDCL
10. | S thay dbi can bd coi thi 10 nam KT&KDCL
11. *| 86 théng ké tinh hinh coi thi : 10 ndm KT&KDPCL
12. | D& thi gbc chua thi 10 nam KT&KDCL
13. | Dé thi gbc da thi 10 ndm KT&KDCL




7. Phu luc (c4c biéu miu)

STT

Ma hi¢u bieu mau

Tén biéu mau

BM.KTKBCL.01.01

Bién ban xir Iy SV/HV vi pham quy ché thi

BM.KTKDCL.01.02

Bién ban giao nhan bai thi

BM.KTKDCL.01.03

Phong bi dung dé thi gbc

1
2
3.
4

BM.KTKDCL.01.04

Mau dé thi hoc phin




