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I. MUC PICH YEU CAU
1. Muec dich

- Théng nhét viéc t6 chirc thi trong Truong Pai hoc Luat TP, HCM;

- Théng nhit trong vi€e xdy dung lich thi, xét didu kién du thi, hodn thi, cdm thi
két thic hoc phén d5i véi sinh vién h¢ dao tao chinh quy, vin bing 2 hé chinh quy, h¢ vira
lam vira hoc, hé dao tao sau dai hoc, ..;

- Xac dinh nhiém vu quyén han, trach nhiém cua cac don Vi ¢0 lién quan, cua can

bo coi thi va céc don vi kiém tra, giam st qué trinh & chire thi két thic hoc phan, mén

hoc.

2. Yéu cu

- Viéc 16 chize thi khach quan, thun loi, chinh x4c va hiéu qua ;

- Phan dinh r5 trach nhiém cua ngudi/bd phan 6 lién quan dén cdng tac td chire
thi.

II.  PHAM VI AP DUNG
Quy trinh ndy quy dinh vé viée t chitc thi va chim thi két thiic hoc phén, mon hoc
(goi chung la hoc phﬁn) dbi véi sinh vién h¢ dao tao chinh quy, van béng 2 h¢ chinh quy,
hé vira [am vira hoc, hé dao tao sau dai hoc.
IIl.  TAILIEU THAM KHAO/VIEN DAN:
- Quy ché tuyén sinh cia B§ Gido duc va DPao tao.
- Quy ché Té chitc thi va chim thi két thic hoc phén dugc ban hanh kém theo Qb
s6 S06B/QD — PHL ngay 27/3/2014 cua Hiéu truémg Trudng PH Luat TP. HS Chi Minh
Hop nhit cac quy dinh vé T4 chirc thi va chdm thi két thuc hoc phan.

IV.  DINH NGHIA VA CAC TV VIET TAT
1. Dinh nghia
“T6 chic thi” la viée t6 chire kiém tra kién thirc cia sinh vién bang nhiéu hinh thirc

khac nhau @& 1am co s& cho viéc cdng nhan két qua hoc tap.
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2. Cac tir viét tit:
- Phong Dao tao : PPT
- Phong Quén 1y hé Vira 1am vira hoc : Phéng QL hé VLVH
- Phong Dao tao sau dai hoc : Phong BT SDH
- Trung tdm Kh4o thi: TT Khao thi
- Trg ly khoa: TLK
- Can bd coi thi: CBCT
- Ma s sinh vién: MSSV

V.  NOIDUNG

eru do cac Noi dung cdng viée Nguwdichiu | Chuin chit lwong | Mau ho so
budc cong vide triach nhiém ]
) Lich thi phai c6 day
- Xay dung va cong bo lich thi du ho tén, chir ky
Xdy dung S . Phong Bao | cia lanh dao phong Lich thi
lich thi - Lich thi duge cong bo toi thieu 45 tao va déng dau cia ’
\ ngay trude khi to chure thi. nha trudng.
- Can cir lich thi cia Phong b,
chuyén vién cia TT Khao thi tién
I hanh cac cang viéc:
Phan bd CBCT | + Tong hop sb luong sinh vién theo
ting lép lam can cir phan cong o Yéu cau didu
CBCT. TT Khao thi df)l’lg CBRCT
+ Lén du todn s6 lugng CBCT cin
thi¢t cho tirng Khoa, don vi.
- Gui yéu cdu didu dong CBCT 6
| cac Khoa, Bon vij.
| - Tong hop tinh hinh déing ky coi thi Mau ding ky
, ciia cdc Khoa/ don vi. coi thi, )
- - Céc Khoa, danh séc _
Dy thaCongaTn - Bang ky CBCT va céc ca coi thi Phong & dang ky coi
cong vao phan mém. Trung tém, thi,
- Du thao bang phan cong CBCT
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Thong bao don |~ Chuyén Dy thio phan cong CBCT o Dy thao phan
oo me . ., TT Khao thi A
| vigopydy 161 cac don vi gop . cong CBCT
- Nhan phan hoi tir cac Khoa, Bon
; vi.
Diéu chinh .
phan cong - Di€u chinh lai lich phan cong theo
phan hoi.
- Bing phén céng coi thi chinh thuc, | 11 Khao thi
trinh Gidm Béc TT Khéo thi ky ban
hanh, céng bd va gui phan cong
CBCT dén cac Khoa, don vi.
A ‘. A~ .
. ?01 Vo1 h¢ chinh quy Trung tim | 2 tuén truéc khi td
- Tong hop danh sach SV ng hoc phi CNTT chtre thi
- Gii danh sach SV ng hoc phi cho
PDT 1. Danh sach
2. Poéivéi hé vira lam vira hoe sinh vién nop
- Cung cap cho Phong QL hé VLVH | Trungtdm | Chim nhét 2 tuin | hoc phi, 18 phi
s6 lidu sinh viéc con n¢ hoc phi va CNTT trude khi thi du;a vao phan
. céc 1& phi khac (néu c6) mem
Xéc dinh didu | - Téng hgp danh sch kidm tra thoi 2. Danh s4ch
kién dy thi cua lugng sinh vién tham gia trén 16p va diém danh
MY chuyén cho Phong QL hé VLVH sau sinh vién;
[ khi két thae mon hoc.
) . Danh sach
3. Dbi véi hé Sau dai hoe 3. Danh sac
A . sinh vién du
Giri , . i, Trung tdm Trong thoi han 15 A ,
- G danh sich sinh vién con ng CNTT Ay truée khi thi di€u kién dy
hoc phi hofic 18 phi khic (néu c6) ngaytruoekhi thi | 4w ia ¢6 chir
cho phong Bao tao Sau dai hoc. ky ctia cac
- Téng hop danh séch SV dim bao ];!10;.% o
thoi gian du hoc. the 1en (hot
gian in.
. - In danh sach sinh vién du didu kién Céc Phong [ twin trude ngay 5
Cac PDT mn du thi k: thac h hx N o h PT hirc thi
DSSV dy thi ¥ thr Ket thue hoe phan va gu1 cho chuc thi
Trung Tam Khao thi dé té chuc thi.
L ]
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- Giao danh sach SV du thi, bao cao

Truée ngay thi tir

giao DSSV dy | tinh hinh thi v cdc loai gidy to co 3-5 ngay
thi cho TLK | lién quan t6i cong tic té chirc thi cho | 11 Khao thi

TLK

CBCT thyc hién nhitng céng viéc Qui‘dinh cua B_éo cdo tinh

sau: ' Trudng hinh coi thi
o Bién ban xu

a) Thi viet: Cén b, giang ly SV vi pham

quy ché thi

y

Té chic budi
thi

- Danh MSSV theo phuong 4n lua vién, chuyén
chon; o
_ . vién va ngudi
- Goi SV vao phong thi;
2 . lao dong tham
- Kiem tra, d6i chiéu thé SV.
. . ia coi thi
- Ky gidy thi, gidy nhap va phat | 52 01!
cho SV;

- Phé bién ndi quy, qui ché phong
thi;

- Lam thu tyc mé dé thi va phat
cho SV;

- Lép Big‘:n ban xu ly SV vi pham
quy ché (néu cd);

- Hét gir thu bai thi va niém phong
tai bai thi;

- Lap Béo céo tinh hinh coi thi.

b) Thi van dap
2z .. . Giang vién
- Pho bien quy ché phong thi;
th ia hoi
- Goi SV vao phong thi theo danh am gta hol
sach theo so lugng 15 SV/dot; thi

- Cho SV béc tham cau hoi va
chuan bi trong thoi gian t6i da la 10
phat;

- Mot SV s& do it nhdt 02 giang
vién dung chuyén mén hoi thi;

- Lap Bi:én ban xir Iy SV vi pham
quy ché (néu co);
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Y

Xir ly su ¢
(néu ¢o)

- GV tdng hop diém va cdng bod
diém thi vao cudi budi thi,

- Lép Béo céo tinh hinh hoi thi,
¢) Thi trdc nghiém trén may tinh

- Phd bién quy ché phong thi;

- Téi da 50SVdu thi/budi thi;

- Goi SV vao phong thi va kiém
tra the SV;

- SV lam bai trén may vi tinh, luu

trén may va phai ky tén nop bai thi;

- Lép Bién ban xur ly SV vi pham
quy ché (néu co);

- Lap Bdo cao tinh hinh coi thi.

- In va cong bb diém thi ngay sau
khi két thuc budi thi.

2. Xur Iy tinh hudng trong qud trinh
td chue thi:

a) Hoan thi trong cac trudong hop
sau:

- ]—!oén thi 1dn 2 do chua ¢é diém
thi lan 1.

- Hodn thi do can bd phu trach
quén,

- Hodn thi do céc sy ¢d khac.

b) Ve thu tuc du thi: CBCT xem xét
gidi quyet cac truong hop vé tha tuc
du thi theo quy dinh.

c) Vé dé thi: phat hién ra sai s6t vé
dé thi, can bd phu trach budi thi bao
cho Trung tdm Khao thi theo s di¢n
thoai lién lac ghi trén phong bi dé thi
va ghi rd vao bao céo tinh hinh coi
thi

d) Khi nhdn thong tin vé sur cb trong
qua trinh té chirc thi, can bo cua TT

Can bg, giang
vién, chuyén
vién va ngudi
lao dong tham

gia coi thi

TT Khéao thi
& Cac phong
Pao tao co

lién quan.
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Khao thi bao Lanh dao Trung tam vé
ndi dung sy c6 xin y kién chi dao.

- Sau khi ¢6 v kién chi dao, CBCT

thuc hién va ghi nhén vio bdo cdo CBCT
tinh hinh thi.
4 TLK : 5 : s, | Bdo cao téng
Giaonhin || - Giao & nhan Béo cdio tinh hinh cof Vige giao  nhgn | TEOERIO
bai thi thi: Nop Béo cdo tinh hinh coi thi,|  CBPT  Tqugc thé hign qua | hop tinh hinh
bai thi va de thi du cho TT Khao thi. | TT Khao thi | g3 giao nhin thi
- Tong hop va thanh toan.
- Téng hop bién ban tinh hinh thi va | ~ C4n bd
lam b4o céo tong hop trinh Lanh dao | TT Khao thi
Trung tdm;
r
Téng hop - Cép nhat sé liéu, théng ké va lam
cong tdc coi | thanh toan coi thi cho CBCT va
thi CBPT budi thi;

- Sau khi Lanh dao Trung tam ky
duyét, ban thanh téan dugc chuyén
cho Phong Tai chinh — Ké toan
chuyén tién qua ATM cho can b,
giang vién, chuyén vién va ngudi lao
ddéng tham gia coi thi.

- Céc van ban lién quan dén té chie | ! Khdo thi Cdc van ban
Luuho so T thi; Béo cao tinh hinh coi thi duoc ¢ lién quan
lru tai Trung tdm Khao thi
VI. BIEU MAU AP DUNG:

TT Tén biéu miu Mai hoa Thot gian hru t6i thidu | Noi luyu
| | Cong van diéu dong CBCT va Phiéu dang ky coi thi QT/7.5.1b/TTKT-1 2 nim TTKT

S6 giao nhan DSSV du thi, Bao cao tinh hinh coi
2 ) . QT/7. 5 A/TTKT-2 2 nidm TTKT

thi gitra TT Khéo thi va TLK
L 3 - Bién ban xu Iy SV vi pham quy ché thi QT/7.5. 1/ TTKT-3 2 ndm TTKT
]




