Quy trinh QT.02. Quy trinh hudng din bao mét bai thi.

QUY TRINH HUONG DAN BAO MAT BAI THI

1. Lwu db
a) Luru @b ban giao, nhin bai thi khong cit phach

Buéc Néi dung cing viée Trach nhiém
- Pon vi tb chirc thi:
1 Nhén bai thi tt CBCT - CBCT;
- Thu ky Khoa.
- Pon vj td chire thi;
) Ban giao tui bai thi cho CBCTh - CBCTh;
- Thu ky Khoa,
Duyét bang diém - CBCTh;
3 - Lanh dao Khoa;
- Trudng Bg mon.
Ban giao bai thi, bang diém - Thu ky Khoa;
va luu trir bai thi - Ttk o Khoa:
4 o 3
- CBCTh.
Ban giao bang diém thi ; |
5 cho Phong QLBT Ly s
- Phéng QLDT.
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b) Luru dd ban giao, nhin bai thi c6 cit phach

Buwére Néi dung cong viée Trach nhi¢m
- Pon vi td chire thi;
- Phong TT-PC.
¥ - Ban lam phéch;
2 ko s . s - Phong TT-PC.
Té chire lam phach bai thi
- Ban lam phéch;
3 Bén giao bai thi - Thu ky Khoa.
cho Thur ky Khoa
r
4 Thu ky Khoa béan giao - Thu ky Khoa;
tii bai thi cho CBCTh - CBCTh.
- CBCTh;
CBCTh ban giao bai thi va bang ; : .
5 diém phach vé Ban lam phéch HhkyRhoe;
- Ban [am phach.
v
Luru trix bai thi va - Ban 1am phdch;
6 nhép diém cho ngudi hoc - P Che i
- Cén b giang day hoe phén;
Céng b diém
7 cho nguai hoe - Phong QLBDT;
- Can b giang day .
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2. M ta chi tiét quy trinh
a) Quy trinh ban giao, nhan bii thi khéng cit phéch

Trich nhiém

Bwée N§i dung ebng viée
Pon vi 8 chi thi nhdn bii thi (PLY.08-Phu e 7) | - 0¥ 10 chtc thi
on v} 16 chire thi nhin bai thi (PLV.08-Phu lue :
1 - Thu ky Kh
tir CBCT va ban giao cho Thu ky Khoa S e
-CBCTh
Thu ky Khoa chuyén mdn ldp danh sich cdc hoc
phén vé tién hanh ban giao tai bai thi cho CBCTh.
5 Sau khi nhin bai thi, CBCTh phai bao quan bai thi, | - CBCTh
khong dé xdy ra tinh trang hur hong hogic mét mat bai thi | - Thi ky Khoa
cho dén khi giao lai bai thi cho ngudi duge ty quyén
Iru tri bai thi.
Sau khi hoan thanh viéc chdm bai thi, Lanh dao | - Linh dao Khoa;
3 Khoa, Truéng B mon ky xdc nhdn vio bang diém. Sau | - Trudmg Bé mon:
dé, cén bd giang day hoc phén tién hanh nhiip diém trén | - CBCTh.
hé théng phin mém quan 1y dio tao ciia Nha trudmg.
CBCTh s€ giri bang diém kém theo i bai thi vé cho | _ CBCTH:
Thu Ky Khoa.
4 - ) vevvsinnsis o | = LEnh dao Khoa;
Thu ky Khoa tién hanh niém phong tdi bai thi lai cé =
chit ky cia Lanh dao Khoa va CBCTh va luu trit bai thi, | - 104 k¥ Khoa,
Thu ky Khoa ban giao bing diém gdc cho Phéng
s QBT dé Iwu trit theo quy dinh. Phong QLDT tién hanh | - Phong QLDT;
cong bd diém cho nguoi hoc trén hé théng phin mém | - Thy ky Khoa.
quan ly ddo tao cia Nha truémg
b) Quy trinh ban giao, nhén bai thi cit phach
Buéc Noi dung cing viée Trich nhiém

Bon vj t6 chirc thi nhan bai thi (bién ban giao nhan
bai thi) tir CBCT va ban giao tiii bai thi cho ban lam
phéch (bién ban ban giao) ¢ sy chimg kién cta dai dién
Phong TT-PC.

- Bon vi t6 chire thi:
- Ban lam phéch;
- Phong TT-PC,
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Trach nhiém

Buic Noi dung cong viée
Sau khi nhén bai thi, Ban lam phéch tién hanh cong
tac lam phach. Ban lam phach s& tién hanh danh phach
vé cét phach bai thi. Diu phach s& dugc Ban lam phach | - Ban lam phach;
2 niém phong riéng mdt tii, 6 chit ky gidp lai ctia Truomg | - Phong TT-PC.
Ban lam phéch va cdc thanh vién cit phach bai thi.
M&i budi lim viée ciia Ban lam phéch déu phai ¢6
sur giam sat cua dai dién Phong TT-PC.
: - Ban lam phéch;
Ban lam phach ban giao tui bai thi da cat phach cho ;
3 ! - Thu ky Khoa.
Thu ky Khoa chuyén mén (bién ban ban giao). y
Thur ky Khoa chuyén mén ldp danh sich cdc hoc
A g ou 5 1 ' 3 oh y = .
phén va tién hanh ban giao tai bai thi cho CBCTh. - Thu ky Khoa
4 Sau khi nhén bai thi, CBCTh phai bdo quan bai thi, | _ CBCTh
khong dé xay ra tinh trang hu hong hodc mét mat bai thi ;
cho dén khi giao lai bai thi cho nguoi duoc iy quyén
luu trir bai thi.
S KhiE o thismh vige chim 58 i, CBCTH s& | - SR
giri bang diém phach kém theo ti bai thi vé cho Thu ky | - Thu ky Khoa;
5 Khoa, Thur ky Khoa tdng hop ti bai thi kém bang diém | - Ban lam phach.
phéch vé Ban lam phach (c6 bién ban ban giao) dé tién
hanh rdp phéch.
Sau khi hoan thanh vige rap phach, Ban lam phich | . Ban 1am phach;
ba.n g:aﬁ cdc tui Ef; th.] da rap ghaah’vc Don vi t? chlzrc - Dofi A chie i
thi dé luu trir. D61 vai bang diém goce, Pon vi to chire g
6 | thi s& ban giao cho Phong QLDT huru tri theo quy dinh. 'h;“ v glang day hoc
i n;
Gidng vién phu trach giang day hoe phan dé nhép B
diém cho nguoi hoe trén hé théng phin mém quan Iy
dao tao cia Nha truomg.
Phong QLDT tién hanh cdng bé diém cho ngudi
7 | hoe trén hé théng phin mém quan 1y dao tao cia Nha | Phong QLDT

truromg.
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