UBND TINH AN GIANG CONG HOA XA HOI CHU NGHiA VIET NAM

TRUONG DPAI HOQC AN GIANG Pc lap-Tw do-Hanh phic

QUY TRINH LAM PHACH, CHAM THI, RAP PHACH,

LUU TRU PIEM HQC PHAN

1. MUC DiCH:

Hoan chinh hé théng cac quy trinh trong hoat ddng dao tao, ning cao chit lvong dao tao, tao

niém tin cho ngudi hoc vé phuong phap danh gia két qua hoc tép.

Qué trinh chém thi nhanh, gon nhung vin dam bao ding Quy ché, chinh xé4c, céng bang, minh

bach.

I1. QUY TRINH CHI TIET:
1. Luwu trinh:
Quy trinh lam phich

Buwoc Trinh ty thwe hién Trach nhiém
1 ' Nhén ban giao bi thi CBCT 1, CBCT 2,
Thu ky
| v
2 ¢ Thirky
3 Dénh mi phéch, cit phach Thur ky
\ L
4 Lap bién ban: Giao bai chim thi; B%l{lhp ha?h’
Giao dau phach e A U k?/ .
Can bd cham thi
Quy trinh chiAm thi
Buéc Trinh ty thwe hién Trach nhiém
1 Nhén bai thi tir Ban phach Thur ky
2 Thu ky
3 I Lap bién ban giao, nhan bai thi Thu ky
\|I
: Aonn 7 Cén bd chim 1,2
Kié 0 bai, s0 t¢ Ko 1k O
4 (Doi chiéu BB giao bai)

J/
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Cham bai H Cén bd chAm thi
~ Thuky
5 Kiém tra s6 bai. s6 (Poi chicu BB nhan
bai)
w 1
_ Rapphach HD rap phéach
6 (Kiém tra dau phach - bai thi)
Thu ky rap phach J
Quy trinh rap phach
Budc Trinh ty thwe hién Trach nhiém
l r
Nhdn bai thi da chAm xong tir CB cham thi Thu ky
Thu ky nhén bai,
5 g o Thanh tra
Kiém tra so bai, s (Déi chiéu BB)
Thu ky giir phach,
.2 , Thanh tra
Kiém tra phach ; :
3 (D4 chiéu phach — bai)
v
4 Rap phach \’ Thu ky, Thanh tra
v
5 Ky xdc nhan Thu ky, Thanh tra
v
Théng bao diém, ban giao DS Thur ky
6
N phong KT&DBCL
Cép nhat diém vao phén mém, kiém do
7 Thu ky va
v CB phong KT&PBCL
Luu trit bai thi, S6 diém gbc
8 Phong KT&DBCL
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2. Mé ta chi tiét:
Quy trinh lam phach:

Budéc Trinh ty thyc hién Trach nhi¢m

Sau khi hét giv lam bai, ca 2 can bd coi thi
(CBCT) thu bai, dém du sb bai, sé to khép véi sb thi
sinh dy thi, CBCT 1 mang bai thi, CBCT 2 mang hd so
1 phong thi cing dén _phong tryc HDT nop bai cho Thu | CBCT 1, CBCT
ky HDT. Thu ky dém sb bai, sb to gidy thi, déi chleu 2, Thu ky
vGi danh sach theo di cung 2 CBCT ghi s6 bai, so to
vao bién ban thu bai, cung ky tén vao bién ban va s6 thu
bai.

Pém sb bai, sb to; d6i chiéu s6 bai, sO t& ma
CBCT ghi vao bién ban thu bai va s6 thu bai, ky tén vao
bién ban thu bai;

2 Sip xép céc bai thi theo timg hoc phan (mé hoc Thur ky
phan) cong dbi chidu sb bai, sb to vdi tdng sb bai, téng
s0 to0 ma CBCT da ban giao;
Sau khi da khép téng sb bai, tong sb to, Thu ky
lam phach ngay sau moi buoi thi.
Niém phong d%ll‘l phach sau mdi budi thi, ban
giao cho Thu ky giit dau phach, dé vao ti ri€ng, niém
3 phong.
Viéc bao quan ddu phach theo quy dinh ché do Thu ky
bao mat.
Luu y: Khi lam phach phai co it nhdt 3 thie ky
cting lam va lam dudi sy giam sdt cua Thanh tra.
Thu ky giao bai ghém cho CB chém thi )
4 | Thu ky luu trir ddu phach Thu ky, CB
cham thi
Quy trinh chim thi
Buwéc Trinh ty thuce hién Trach nhiém
1 orA LAy . Thu ky phach,
Thu ky nhén bai tir Ban phach ik i
2 TFl'u ky kiém tra sO bai, s6 to, doi chiéu voi BB ban giao Thu ky chém thi
bai cham
3 Thu ky chia ti bai chia tai bai theo s6 lrong CB chim Th ky
thi, 14p bién ban, chuén bi giao bai chdm
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Loai bai dwoc giao vé nha cham

Sau khi 1am phéch xong, Thu ky giao bai chim
ngay cho can bd chdm thi (CBChl), ghi rd ngay giao va
ngay tra vao tai du’ng bai thi (thoi gian chdm chdm nhat
la 7 ngay cho cd 2 CBCh). Moi viéc giao, nhin bai va
tra bai dugc thyc hién tai phong HDT.

CBCh1 chim trudc 14 giang vién khong tryc tiép
day hoc phin. CBCh2 chim sau.

Luwu y: néu cd 2 cdn bo cham thi déu tham gia

4 giang day hoc phan (hoc phan ¢é nhiéu nhom) thir ky Thur ky
tron bai ngau nhién, chia thanh 2 hodc nhiéu tii giao | . . .
déu cho CBCh. Cin b9 chidm 1,2

Logi bai chidm tai phong chdm thi (HPT)
Sau khi lam phéch xong, Thu ky chia déu bai

thanh céc t4i da sé lurong cho CBCh cung chim. Thu
ky giao, nhan bai chdm cho ca 2 CBCh tai phong cham.

Khi giao, nhan bai giita Thu ky va CBCh déu phai co
bién ban giao, nhén (ky xdc nhdn). CBCh dung viét mau

d6 dé chim thi va chém truc tiép 1én bai lam cua thi
sinh

CBCh 1: Phai khéa tat ca cac phan gidy bo trong
va cudi mdi bai thi; Chdm truc tlep 1€n bai lam cua thi
sinh (7é trdi); ghi diém thanh phin vio phiéu chim, ky
tén va ghi rd ho tén vao bai lam ciia thi sinh va phiéu
chim c4 nhan;

CBCh 2: Cham tryc tiép vao bai lam cda thi sinh
(Ié phdi), ky tén va ghi rd ho tén vao bai lam cua thi
sinh va phiéu chdm c4 nhan (theo mdu);

Sau khi dd chim doc lap xong, 2 CBCh hoi y
thong nhit diém (ghi diém thong nhdt vao cét diém

thong nhat) {trong phiéu chidm, ky tén vao phiéu chdm
5 d4 thong nhét diém. Thu ky

2 CBCh ghi diém da théng nhét vio & didm cua CB chim thi
bai thi (bdng s6, bang chii).

Luu y: Loai bai chim tai phong chim thi (HDT)

Khi CBCh thi da chdm xong lugt diu tui bai thi,
Thu ky rat phiéu cham cua tui bai d6 giao hoan vi lai
cho CBCh kia va ngugc lai.

Khi ci 2 CBCh di chim xong ca 2 Iugt, Thu ky

giao lai phiéu chim dé 2 CBCh hoi y théng nhit két
qua.

Ghi chii: Diém bai thi dwoe cham theo thang
diém 10 va duwgc lam tron dén 1 chit s6 thdp phdn.
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D6i v6i bai thi duge dem vé nha: sau khi da chim xong,
CBCh dem bai thi giao lai cho Thu ky HPT (fai phong
HDT), ghi rd ngay tra, d6i chiéu s6 bai, sb t& d nhan va ky
xdac nhén tra bai vao bién ban giao, nhén (55).

Déi v6i bai thi chim tai phong chim: Néu CBCh chém chua
xong bai trong ti, CBCh niém phong tai bai thi con dang
chim dé gui lai phong chiAm cua HDT d& tiép tuc cham tiép

vao cac budi khac. Chi thyuc hién viéc giao, tra tii bai khi da
chidm xong tii.

Hoi dong cham

Quy trinh rap phach:

Buéce Trinh ty thwe hi¢n Trach nhi¢ém
Khi CBCh da cham xong, giao bai cho Thu ky. Thu
1 ky kiém tra lai s bai, sb to khop véi sb bai, sb 1o da duoc Thu k¥
ghi phia ngoai tuii, dbi chiéu bién ban giao, nhan. Thu ky tap y
| hop bai theo khoa, bd mdn, ngay thi..
Thong béo cong khai ngay, gio rdp phach cho
2 HDT va Thanh tra biét dé giam sat qua trinh lam viéc | Thy ky, Thanh tra
(lich dwoc niém yét tai phong HDT).
3 | TB Thu ky gidm sét mé ti phach, lay phach (theo tiii Thu ky,
bai da cham xong). Thanh tra
Thuc hién viéc rap phéch theo quy dinh cua
Hiéu trudng, dudi sy giam sat cia Thanh tra Hiu
trudng.
4 MBbi t§ rap phach it nhit c6 3 thu ky (Ghi diém, Wil sf
doc diém, doc phdch), Thanh tra
Sau khi rap phach xong, phai doc lai dé kiém do
(it nhat 1 lan).
Ky xac nhén nguoi doc, ghi, doc phach vao danh )
5 sach theo doi sinh vién du thi (danh sdch goc co chit ky Thur ky,
ctia sinh vién), Thanh tra giam sat ky xac nhén. Thanh tra
Sau khi rap phach xong, thu ky photo thanh 3 ban
(1 bdn photo giti vé khoa thong bdo cho sinh vién biét,
6 I bdn chuyen vé phong Dao tao (néu cé yéu cau) 1 ban Thu ky
chuyén cho Thu ky nhdp diém vao phan mém, ban
chinh lwu trit trong kho leu trik cua phong KT&KDCL).
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Khi ¢ diém thi, thu ky va CB phong KT&KPCL
rap diém bo phan va diém thi thanh cap, chuyen dén bd
phan thu ky cdp nhat vao phin mém quan ly diém.

Sau khi nhép diém xong, CB phong KT&KDCL
in ban di€m kiém do (bdn diém téng hop co ca diém bo
phan va diém thi). .
) Thu ky va
7 Thu ky va CB Phong KT&KDCL cung kiém do CB phong

thuén, kiém do chéo (it nhdt 2 lan). KT&DPBCL
Thu ky va CB Phong KT&KDCL kiém do ky tén
xac nhéan kiém do.
Luu y: Moi sw sai sot trong qud trinh cdp nhdt

diém, trdch nhiém thudc vé cdan bo kiém do (lweu trit
minh chitng- diém kiém do).

Hiéu truong giao trach nhiém cho Phong
KT&KPCL litu trir todn bd hd so lién quan dén viée
dénh gia két qua hoc tdp cla sinh vién nhu: diém thi
(gdc), diém dénh gia bo phan (gdc), bai thi viét, bai thi
dac thu (100%), cac bai khoa luén, chuyén dé...

Hinh thire luu trir dudi 2 dang:

Béan cung luu tai kho luu trir theo khoéa hoc, nam
8 hoc. Viéc liru trit dugc bao vé an toan, khoa hoc dé

oA R . N . L
dang ki€m tra, trich luc khi c6 yéu cau. Phong KT&DBC

Ban mém: luu trit trén hé théng quan ly dao tao,
dé dang chia sé CSDL cho cac don vi lién quan nhu
Dao tao, CTSV dé thuc hién cac nhi€ém vy chuyén moén
nhu xét canh bao hoc vu, xét hoc béng. .. hoac trich luc,
cép bang diém ca nhan cho sinh vién (khi SV c6 nhu
cau ).

Thoi gian luu tri theo quy dinh ciia B§ GD&DT.

1. BIEU MAU:

Ho so phong thi: Danh sach phong thi, Bién ban ban giao bai thi.

S6 ky xé4c nhén coi thi: MAu do phong KT&PBCL cung cép.

S6 danh cho thr ky giao nhan bai thi: MAu do phong KT&DBCL cung cAp.
Ban diém tong hop: MAu do phong KT&PBCL in ra hd tro kiém do.

W N e

Nguwo¢i soan thao
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