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Hai Phong, ngay ....thang  nam 2021

QUY PINH
Céng tdc khdo thi cho sinh vién Pai hoc — Cao ding h¢ Chinh quy
(Ban hanh kém theo Quyét dinh sé- /OD-DHHHVN-TTr&DBCL ngay..../ 12021
cua Hiéu truong Truong Dai hoc Hang hdi Viét Nam)

I. SOAN PE THI, IN SAO VA QUAN LY PE THI

1. Soan dé thi va hinh thirc thi:

- Truong Khoa/Vién/B9 mon c6 trach nhiém lya chon hinh thire thi (tu luén, tric
nghiém trén gidy, trac nghiém trén may tinh, van dap, 1am tiéu luan) tinh chéat dé thi
(cho tham khao tai liéu hodc khong duge tham khdo tai liéu) véi mdi hoc phén thi cua
don vi minh phu trach va dugc Hiéu truong phé duyét;

- Bo mén chiu trach nhiém t6 chirc soan dé thi. Tat ca giang vién tham gia giang
day c6 nhiém vu soan dé thi va lam dap an cho cac dé thi; (cong viéc nay duoc thuc
hién cho t6i khi Nha truong c6 phan mém soan dé thi);

- Pé thi phai c6 noi dung twong trng voi thoi gian lam bai, phu hop voi dé cuong
& bai giang chi tiét, nam trong bd cau hoi 6n tap cong bd cho sinh vién. Trong dé thi
phai c6 thang diém cho ting cdu hoi; thoi gian 1am bai thi tu luan, tric nghiém trén
gidy toi thiéu 1a 45 phit va ti da 1a 120 phut;

- Pbi v6i hinh thic thi tu luan va thi trac nghiém trén gidy, mot ca thi phai c6 it
nhét 05 d¢ thi khac nhau;

- B6i v6i hinh thire thi van dap: Khoa/Vién/Bo moén phai chuan bi tdi thiéu 40 dé
cho méi dot thi;

- Di vé6i hinh thtc lam tiéu luan, xémina, bao céo thuc tap, thuc hanh: Giang
vién phai néu cu thé nhitng yéu cau vé muc dich, ndi dung, bé cuc va theo ding yéu
cau cua Phong Pao tao;

- Tuy thudc vao ting hoc phan, trude mdi ky thi Khoa/Vién/Bo mén phai ra soat
lai ngan hang cau hoi thi; soan dé thi (co dap an) pht hop vi mdi hoc phan;

- Nha truong khuyén khich cac Khoa/Vién/Bo mén soan dé thi theo hinh thirc
trac nghiém va to chtc thi trén mdy tinh.

2. Cong tac in sao va quan ly dé thi:

- D6i v6i d@é thi viét roc phach do Phong Thanh tra & PBCL t6 chtrc: B6 mon
dang ky v6i Nha Xuat ban Hang hai dé in sao dé thi trudc 02 ngay so voi lich thi va ty
bao quan dé thi ti budi thi; Sau budi thi giri Phong Thanh tra & PBCL mot bo dé thi
(c6 dap an) dé theo ddi cong tac cham thi, phuc khao;

- Dbi vé6i dé thi viét roc phach do cac khoa/vién/by mon td chirc: BO mon tu in
sao va bdo quan dé thi;

- B6i voi hinh thire thi tric nghiém trén may tinh do Phong Thanh tra & PBCL,
Khoa/Vién/Bo mén t6 chirc: Truéng Bé mon co hoc phan thi cir can bo, giang vién
cung phdi hop Phong Thanh tra & PBCL, Khoa/Vién tién hanh chuyén ngan hang dé
thi, dap an vao may chu (dé thi c6 thé bao mat hodc cong bd cong khai). B6 mén co
trach nhiém bao quan dé thi va dap an duoi dang ca van ban (text) va luu trong USB.
Dé thi duoc ghi vao may tinh khong két ndi tryc tiép voi mang Internet;

- Pé thi va dap an phai dugc luu trit, hiéu dinh, cip nhat hang nim va bao mat
tai BO mon.



I1. TO CHUC THI KET THUC HQC PHAN

1. P6i véi cac hoc phin thi viét roc phach va tric nghiém trén gidy do Phong
Thanh tra & PBCL tb chiic:

a. Trach nhiém cua Phong Thanh tra & PBCL.:

- Yéu cau Phong Pio tao giri lich thi dén phong Thanh tra & PBCL trudc 03
tuan so v4i ngdy thi dau tién cua hoc ky;

- Tiép nhan ban gdc "Bang theo ddi két qua hoc tap" c¢6 xac nhan s sinh vién di
diéu kién dy thi cta Trudong Bo mon (trudc 03 ngdy so véi ngdy thi ciia hoc phan do);

- Gui "Thong bao phin cong can bd coi thi" dén cac Khoa/Vién/Bé mén va cic
don vi lién quan trudce 01 tuan so vai lich thi;

- Lap bang thong bao sb luong phong thi, s6 sinh vién/01 phong thi sau d6 giri
Nha xuét ban Hang hai truéc 02 ngay so véi lich thi cua ting hoc phan dé chuéan bi
cong tac in sao dong goi dé thi;

- Lap danh sach sinh vién dy thi va niém yét danh séch truéce budi thi 01 ngay
(sinh vién c6 thé vao “Cdng thong tin sinh vién- VMU” dé tra ctru sé bao danh, ngay
gid thi ciia ting hoc phan);

- B6 tri phong thi; Bc thaim CBCT;

- Lap danh sach giang vién tu ¥ bo coi thi khéng c¢6 1y do chinh déng va giri dén
cac Khoa /Vién/B6 mon, cac don vi lién quan;

- Chuén bi vat tu vin phong pham cho ky thi bao gom: Tui dung bai thi, phén,
bat, niém phong, hd dan, bién ban xtr Iy sinh vién vi pham quy ché thi, gidy cam doan,

- B4 tri can b truc tai diém thi dé giai quyét tha tuc thi va giam sat tinh hinh
budi thi, ca thi;

- Nhén va kiém tra tGi bai thi tr CBCT, niém phong va chuyén vé kho Phong
Thanh tra & BDBCL,;

- Tiép nhan don “Xin hoan thi do trung lich”; “Xin nhan diém P” kém hd so
minh chimg vé 1y do xin nhan diém P cua sinh vién; Két hop cac Khoa/Vién/Bo mén
dé xép lich, 1am phiéu thi va to chire thi bu cho sinh vién (cac sinh vién da nhan diém
P, phai chu dong dang ky véi Phong Thanh tra & PBCL dé tra diém P ¢ 02 ky thi lién
ké tiép theo);

b. Trach nhiém caa Khoa/Vién/B mon:

- Cé4c Khoa/ Vién/ B mén can ct sd lugng CBCT yéu cau, cir va 1ap danh sach
CBCT giri vé Phong Thanh tra & PBCL trudc 02 ngay so véi lich thi cta timg hoc
phan;

- Tiép nhan "Bang theo doi két qua hoc tap" c6 xac nhan sb sinh vién du diéu
kién du thi cia Truong Bo mon va hoan thanh nhap diém X trude 02 ngay so voi lich
thi cia timg hoc phan;

- C6 trach nhiém thong béo kip thoi dén can bo va sinh vién thudc pham vi quan
Iy ctia minh v& lich thi va danh sach CBCT;

- T6 chirc soan dé thi theo dling yéu cau va ndi dung chi tiét ciia hoc phan;

- In sao dé thi tai Nha xudt ban Hang Hai theo s6 luong Phong Thanh tra &
DPBCL da thong bao;

- Luu trit, bdo mat, bao quan dé thi theo Quy dinh ctia Nha truong;

- Ban giao dé thi cho CBCT tai buoi thi va thu lai dé sau khi két thuc budi thi dé
bdo quan;

- Luu trit va quan 1y Két qua thi theo quy dinh ctia Nha truong;



- Két hop voi Phong Thanh tra & PBCL dé xép lich thi va td chirc thi bu cho sinh
vién hoan thi do trung lich.

C. Trach nhiém cua CBCT:

- Phai mac dang déng phuc cua Nha truong, deo thé va c6 mat tai dia diém tap
trung it nhat 15 phut trude gio bat dau thi dé nghe pho bién ndi quy, quy dinh ky thi,
nhan danh sach sinh vién du thi, tai dung bai thi, bién ban xtr Iy sinh vién vi pham quy
ché, gidy cam doan, dé thi...;

- Panh s6 chd ngdi theo sd bao danh dy thi, tuyét ddi khong dé sinh vién ty ¥ sap
xép chd ngdi trong phong thi, phai kiém tra thé sinh vién dé dbi chiéu vé6i danh sach
sinh vién dy thi va gach tén nhitng sinh vién vang thi, tuyét d6i khong tu ¥ ghi thém
tén vao danh sach sinh vién dy thi. Nhiing truong hop thiéu tha tuc du thi (thé sinh
vién hodc gidy to tiy than c6 anh) sinh vién phai lam gidy cam doan va c6 xac nhan
ctia Can bo chi dao thi (gidy cam doan cho vao tai dung bai thi);

- Tuan tht dung thoi gian thi (md dé, lam bai, thu bai da quy dinh cho ting hoc
phan thi). Duy tri trat ty phong thi va khong dé xay ra truong hop gian lan ndo, néu
phét hién c0 hién tuong gian 1an trong khi thi phai xir 1y theo diung Quy ché;

- Chi cho phep sinh vién ky tén vao danh sach du thi sau khi dé ndp bai thi va
chiu trach nhiém vé s bai thi va sd to gidy thi (ghi tong sé bai thi va sb to gidy thi
ngoai tai dung bai thi).

2. Poi v6i cac hoc phan thi viét roc phach va tric nghiém trén gidy do
Khoa/Vién/ B mon td chirc:

a. Trach nhiém cua giao vu Khoa/Vién:

- Tiép nhan "Bang theo ddi két qua hoc tap" co xac nhan sb sinh vién du diéu
kién dy thi cua Truong Bo mon;

- Giri thong bao phan cong can bd coi thi (CBCT) dén cac t6 mon ciia Khoa/Vién
va cac don vi cd lién quan;

- Lap bang thong bao sd luong phong thi, sé sinh vién/01phong va giri cho B
mon phu trach hoc phan thi;

- Lap danh sach sinh vién duy thi va niém yét danh sach trudc budi thi 01 ngay; bd
tri phong thi; Béc thim CBCT;

- Lap danh sach giang vién tu ¥ bd coi thi khong cé 1y do chinh dang bao céo
Truéng Khoa/Vién va giri vé cac don vi lién quan;

- Chuén bj vat tu vin phong pham cho ky thi bao gdm: Tui dung bai thi, phén,
bat, niém phong, hd dan, bién ban xtr Iy sinh vién vi pham quy ché thi, gidy cam doan,

- B4 tri can b truc tai diém thi dé giai quyét thu tuc thi va gidm sat tinh hinh
budi thi, ca thi;

- Nhén va kiém tra tdi bai thi tr CBCT, niém phong va chuyén vé Vin phong
Khoa/Vién.

b. Trach nhiém ctia Phong Thanh tra & PBCL.:

- Kiém tra, giam sat cong tac soan dé thi, in sao dong goi, bao mat dé thi va viéc
t6 chire thi cua cac Khoa/Vién/Bo mén;

- Kiém tra, giam sat cong tac chdm thi, nhap két qua thi; Cong tac luu trit két qua
va bdo quan bai thi;

- Kiém tra, théng ké, nhic nhé kip thoi, ding tién do viéc chim thi, nhap két qua
thi cac hoc phan do Khoa/Vién/B6 mén tb chic.

C. Trach nhiém cia B mon:

- Lap danh sach, phan cong CBCT theo s luong Khoa/Vién yéu ciu;



- C6 trach nhiém thong béo kip thoi dén can bo thudc pham vi quan 1y ctia minh
vé lich thi va danh sach CBCT;

- Soan dé thi theo ding yéu cau va ndi dung chi tiét ciia hoc phan;

- Ty in sao, quan 1y va bao mat dé thi theo Quy dinh ciia Nha truong.

d. Trach nhiém ciia CBCT (nhu d6i v6i hoc phan thi viét roc phach do Phong
Thanh tra & DBCL t6 chtrc).

3. Poi v6i cac hoc phin thi tric nghiém trén may tinh do Phong Thanh tra
& PBCL t6 chirc:

a. Trach nhiém cia Phong Thanh tra & PBCL.:

- Xép va gui lich thi dén cac Khoa/Vién/Bo mon va tit ca cac don vi c6 lién
quan, dong thoi thong bao rong rai dén sinh vién cham nhét 12 01 tudn trude ngay thi;

- Tiép nhan "Bang theo doi két qua hoc tap" c6 xac nhan diéu kién du thi cta
treong bd moén;

- Lap danh séch sinh vién dy thi va cong bd danh sach thi cho sinh vién biét trude
ngay thi 01 ngay;

- Chuan bj phong thi, hé théng may tinh dé phuc vu thi tric nghiém trén may
tinh;

- Phan c6ng ngudi ¢ trinh d6 tin hoc dé coi thi va to chirc thi;

- Két hop voi Khoa/Vién/Bo mén phu trach hoc phan thi dé chuyén ngan hang
cau hoi va dap an vao may tinh, in va chuyén bang két qua thi cho Khoa/Vién/ Bo
mon.

b. Trach nhiém cua Khoa/Vién/By mon:

- Chuan bj day du ngan hang cau hoi ciia hoc phan to chirc thi trac nghiém trén
may tinh;

- Két hop vai Phong Thanh tra & DBCL dé tién hanh chuyén ngan hang cau hoi,
dap an vao may tinh;

- Cir c4n bo tham ra t6 chuc thi.

C. Trach nhiém cia CBCT:

- Chuén bi may tinh cho ca thi minh phu trach;

- Goi sinh vién vao phong thi, b tri may tinh cho sinh vién thi;

- On dinh trat tu va huéng dan sinh vién cach lam bai thi trén mdy tinh;

- Luu triy bai thi, két qua thi cua sinh vién khi hét thoi gian lam bai;

- In bang két qua thi dé sinh vién ky xac nhan;

- Khic phuc céc su c¢b xay ra trong qué trinh to chirc thi trac nghiém trén may
tinh.

4. Poi véi cac hoc phin thi tric nghiém trén may tinh do Khoa/Vién/Bé mén
t6 chirc:

a. Trach nhiém cia Giao vu Khoa/Vién:

- Xép va giri lich thi dén Phong Thanh tra & PBCL, cac Khoa/Vién/B6 mén va
tat ca cac don vi c6 lién quan, dong thoi thong béo rong rii dén sinh vién cham nhét 1a
01 tuan trudc ngay thi;

- Tiép nhan" Bang theo doi két qua hoc tap" c6 xac nhan du diéu kién dy thi cta
Truong bd mon;

- Lap danh sach sinh vén du thi va cong bé danh sach thi cho sinh vién biét trudc
ngay thi 01 ngay;

- Chuan bj Phong thi, hé théng may tinh dé phuc vu thi tric nghiém trén may
tinh;



- Két hop véi Khoa/ vién/bd mon phu trach hoc phan dé chuyén ngan hang cau
hoéi, dap &n vao may tinh, dong thoi in va chuyén bang két qua thi cho Khoa/vién/bd
mon va Phong Thanh tra & DBCL.

b. Trach nhiém cia B mon:

- Chuén bj ddy du ngan hang cau hoi ctia hoc phan to chirc thi tric nghiém trén
may tinh;

- Phan c6ng ngudi ¢ trinh do tin hoc dé coi thi va to chire thi.

I11. TO CHUC CHAM THI & CONG BO KET QUA THI

Phong Thanh tra & DBCL la don vi diéu hanh, giam sat toan bo quy trinh chdm
va cong bd két qua thi tat cac cac hoc phan (trong 10 ngay, ké tir khi to chirc thi két
thiic hoc phan, cac don vi t6 chic thi phai cong bd diém thi hoc phan cho sinh vién
biét)

1 Quy trinh chidm thi cac hoc phan thi viét roc phach va tric nghiém trén
gidy do Phong Thanh tra & PBCL té chiic:

a. Trach nhiém Phong Thanh tra & PBCL

- Lap danh sach sinh vién vi pham quy ché thi, vang thi;

- Kiém tra bai thi va thyc hién don tdi bai thi;

- Banh phach va roc phach bai thi;

- Giao bai thi da cat phach cho cac Khoa/Vién/Bo mén;

- Khi bai thi chim xong; Phdi hop vdi cac Khoa/Vién/Bo mon tién hanh nhap
diém, rap phéch céc bai thi trén may tinh;

- Phong Thanh tra & DBCL phai chiu trach nhiém hoan toan vé tinh xac thuc két
qua thi trude khi chuyén cho Khoa/Vién/Bo mén luu;

- Cong b két qua thi trén Website Nha truong;

- T1ep nhan don phtc khéo;

- T6 chirc cham thi phiic khao (c6 thé chiam tap trung tai van phong ciia Phong
Thanh tra & BPBCL);

- Thong bao két qua phuc khao trén bang tin ctia phong va trén Website ctia Nha
truong; Pong thoi giri két qua phuc khao t6i cac don vi lién quan.

b. Trach nhiém cia By mén

- Truéng B6 mon chiu trach nhiém diéu hanh cong tac cham thi cac hoc phﬁn cua
B0 mon giang day;

- T6 chtrc cham thi hai vong doc lap, chém béng but muc do, can bd chdm thi 01
trude khi cham, phai gach chéo tat ca phan gidy trang con thira ma sinh vién khéng
viét hét trong t& gidy thi; giang vién cham bai thi ndo phai ky ghi rd ho tén trén bai thi
do;

- Piém thi (Y) cham theo thang diém 10; chinh xac dén 0.25 va lam tron dén mot
chir s6 thap phan sau dau phay.

2. quy trinh chiam thi cac hoc phan thi viét roc phach va tric nghiém trén
gidy do Khoa/Vién/B$ mén to chirc:

a. Trach nhiém ciaa Giao vu Khoa/Vién:

- Lap danh sach sinh vién vi pham quy ché thi, vang thi;

- Kiém tra bai thi va thuc hién don ti bai thi;

- Banh phach va roc phach bai thi;

- Giao bai thi da cat phach cho Bo mén;

- Khi bai thi chdm xong, phdi hop véi B6 mén tién hanh nhap diém, rap phach
cac bai thi trén may tinh;



- B6 mon chiu trach nhiém hoan toan vé tinh chinh xac cta két qua thi do minh
quan 1y; luu tai B6 mén mot ban két qua thi két thuc hoc phan trude khi chuyén cho
Khoa/Vién luu;

- Cong b két qua thi trén Website Nha truong;

- Tiép nhan don phuc khao;

- T6 chirc chdm thi phiic khao;

- Thong bao két qua phuc khao trén bang tin cia Khoa/Vién, Website ciia Nha
truong; Pong thoi giri két qua phuc khao t6i cac don vi lién quan.

b. Trach nhiém ciia B mén: (cac budc giébng nhu Phong Thanh tra & DBCL t6
chtrc)

- Truéng BO mon chiu trach nhiém diéu hanh cong tac chdm thi cac hoc phén cua
B0 mon giang day;

- T6 chirc cham thi hai vong doc lap; cham br?mg bat muc do; can bo chim thi 01,
trwde khi chdm phai gach chéo tit ca phan gidy tring con thira ma sinh vién khong viét
hét trong t& gidy thi; giang vién chdm bai thi nao phai ky ghi rd ho tén trén bai thi do;

- Piém thi (Y) cham theo thang diém 10; chinh xac dén 0.25 va lam tron dén mot
chir s6 thap phan sau diu phay.

3. PHUC KHAO BAI THI KET THUC HQC PHAN:

- Phong Thanh tra & PBCL, Khoa/Vién/Bd mén tién hanh nhan don phuc khao
ké tir khi cong bd két qua thi (thoi gian nhan don la 01 tuan);

- Trong mot tudn ké tir khi hét han nhan don phuc khao, Phong Thanh tra &
PBCL/Khoa/Vién/Bo mon phai rit bai thi, to chirc chim lai bai thi va cong bd két qua
chdm phuc khao dén sinh vién;

- Cong tac chAm phiic khao phai duoc thuc hién bang bat ¢ mau khac v6i mau
bt cham lan déu.

4. QUAN LY KET QUA THI KET THUC HQC PHAN:

Ngoai luu trit két qua thi trén gidy thi toan bo két qua thi dugc luu trit trong hé
théng phan mém Quan 1y dio tao ctia Nha truong.

- Két thuc mdi hoc ky: Gido vu cac Khoa/Vién co trach nhiém in bang diém tong
hop tir phan mém Quan 1y dao tao Nha trudng, 1am co sé dénh gia hoc tap cua sinh
vién va luu trir tai Khoa/vién;

- Cubi khoa hoc: Gido vu cac Khoa/Vién co trach nhiém in 02 ban "Két qua hoc
tap toan khoa” c¢6 ky xac nhan cua Truong Khoa/Vién thuoc Khoa minh quan ly (01
ban phat cho sinh vién, 01 ban dung dé luu trir).

IV. PIEU KHOAN THI HANH

- Kinh phi t6 chirc thi 0,1t/sv (duoc trich tir khdi lwong to chirc thi, cham thi két
thiic hoc phan 0.2t/sv).

- Moi vi pham trong cong tac ky thi s€ xur Iy theo luat Gido duc, Phép 1énh cong
chtre, Quy ché dao tao Pai hoc, Cao ding hé chinh quy va Quy dinh cta nha trudng.

Trong qué trinh thuc hién, Quy dinh nay c6 thé duoc bd sung, didu chinh cho phu
hop véi céc van ban phdp quy maéi cia Bo Gido duc & DPao tao, Quy dinh cia Truong
bai hoc Hang hai Vi¢t Nam.

HIEU TRUONG



