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Quy trinh t6 chire thi hoc ky QT0Y/QLKH&DPBCL

M4 sb:
. T.01/QLKH&DBCL
= . ) QpYTRINH . Q . Q o
C PS> | 7O CHU'C THI HOQC KY Ngay ban hanh:
INFC P 20/06/2017
L4an ban hanh: 01

1. Pon vi va cd nhdn co lién quan phdi nghién cuu va thuc hién dung cdac noi
dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu lyc thi hanh theo su chi dao cua
Hiéu truong Truong Cao Pang Cong nghiép Nam Dinh.

3. Méi don Vi duoc phéat 01 ban (cd dong dau kiém soat). Cac don vi khi co
nhu cau bé sung thém tai lieu, dé nghj lién hé véi thu ky 1ISO dé c6 ban dong dau
kiem soat. Can bg, vién chirc dwoc cung cap file mém trén mang ngi b dé chia sé
théng tin khi can.

NOT NHAN: (ghi rd nei nhdn réi danh dau X 6 bén canh)

X Hi¢u truong
X Pho Hi¢u trudng
X Cac don vi Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA POI (tinh trang sira déi S0 véi bén triwde do)

Trang Hang muc sira doi Tém tit ndi dung hang muc
stra doi
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

I. MUC PiCH:

Nham quy dinh thdng nhat vé trinh ty t6 chirc thi hoc ky, thi t6t nghiép
dép ung Kkip thoi nhiém vu quan ly va té chic cac hoat dong cua Truong Cao

Ding Cong nghiép Nam Dinh.
Il. PHAM VI AP DUNG:

Quy trinh nay ap dung cho tit ca cac hé dao tao cua Trudng. Céc don vi, c&
nhan c6 trach nhiém phdi hop thuc hién cing véi don vi dau méi (phong
QLKH&DPBCL) dé gilp cong tac to chire thi hoc ky, thi tt nghiép cua Truong

ngay cang chat ch&, dung phéap luat va dat hiéu qua cao.
I11. TAI LIEU VIEN DAN:

Quy ché ddo tao Cao dang chinh quy theo ché tin chi; Trung cap chuyén nghiép,

Cao dang nghé, Trung Cép nghé va So cap nghé
IV. THUAT NGU VA TU VIET TAT:
4.1 Giai thich thuat ngir:
4.2 Tir viét tat:

HSSV Hoc sinh Sinh vién

DSSV Danh sach sinh vién

HK Hoc ky

Khoa/BM Khoa / BO mon

QLKH&DPBCL Phong Quan 1y khoa hoc & Pam bao chat lugng
PDT Phong Pao tao

TCKT Phong Tai chinh K¢é toan

CTHSSV Phong Cong Téac Hoc sinh sinh vién
QTVT Phong Quan tri vat tu

TCHC Phong T chirc hanh chinh

Cb Cao dang

TCCN Trung cip chuyén nghiép

CDN Cao dang nghé

CBCT Can b0 coi thi

GVBM Gido vién by mon

GVK Giao vu khoa
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

V. NOI DUNG QUY TRINH:

Chiu trach nhiém

Cac buée thue hién

Mé ta/ Tai liéu

Thuc hién Phoi hop lién quan
5.1.1
o - MO1-
QLKH&DPBCL PDT L‘ft‘ﬁ.lile h‘l’("-‘f’h QT01/QLKH&PBCL
Y - M04-
QTO01/QLKH&PBCL
4
Hiéu truong | QLKH&DBCL Phé duye>
v
Téng hop, cong bd
QLKH&DBCL KiDT’ TCKT, DSSV dy thi va phan 513
03, trung tam cong CBCT lan 1
y
PDT;TCKT T4 chie thi hoc ky
QLKH&DPBCL OTVT: B 1 5.1.4
Khoa, TT
y
Cham bai va ndp
QLKH&PBCL | GVBM, GVK didm thi 5.1.5
~ £ 3:2 N
Khoa/Bo mén GVBM Cong bo diém °
thi 1an 1
Yes
GVK; A 4 M 05
HSSV QLKH&DPBCL; Phuc khao (néu co) -
TCKT QTO01/QLKH&PBCL
5.1.4
PPT; — - M02-
QLKH&DBCL QTVT:; Tochtethilan2 |, | | 9T01/QLKH&PBCL
Khoa, trung tam - M03-
QTO01/QLKH&PBCL

Giao vu khoa

PDT

y

Nop bang diém
tong két mon hoc

QLKH&DBCL

Téng két/Luu

ho so
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

* Mo ta Quy trinh dang bang:

STT

Cong viéc

Nguwoi thue
hi¢n

Quy trinh thuce hién

Biéu mau

5.11

Lap ké hoach thi hoc ky

QLKH&DBCL

- Can ci tién d0 giang day, thoi khoa biéu
QLKH&PBCL lap va giri ké hoach thi (thi 1an 1, 1an 2)
dén BGH dé ky duyét.

- QLKH&PBCL gui ké hoach di dugc ky duyét dén
dia chi email can bo chu chdt trong truong & dang tin
trén trang Web cua nha truong.

- Cac moén chung duoc bd tri thi cung thoi gian, cac
mén thi dugc bd tri thi sém nhét sau khi hoan thanh
chuong trinh hoc 3 ngay.

- MO1-
QTO01/QLKH&DBCL

- M04-
QTO01/QLKH&DBCL

512

BG tri phong thi 1an 1

QLKH&DBCL

- Dya vao phan mém ddo tao cua nha truong, xép danh
s&ch sinh vién dy thi cac mon vao trong tung phong thi
ctia mdi ca thi.

- QLKH&DBCL bé tri phong thi véi diéu kién cho
phép t6i da 2 HSSV/ban, néu thi ghép mén trong 1
phong thi cac mon c6 cung thoi gian lam bai thi.

- Muon phong hoc tir phong QTVT dé ghép phong thi
cu thé twong tmg véi mdi ca thi.
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

STT

Cong viéc

Nguwoi thue
hi¢n

Quy trinh thuce hién

Biéu mau

5.13

Téng hop, cong bd
DSSV du thi va phan
cong can b coi thi lan 1

QLKH&DBCL
, TCKT Khoa/
B0 moén

- Dya vao phan mém dao tao cua nha truong, lap
DSSV du thi cy thé d6i véi mdi mon, mdi ca thi.

- DSSV du thi dugc dan tai bang tin cia truong, trudc
moi ca thi it nhat 1 ngay.

- Soat DSSV no¢ hoc phi (néu c¢6) trong mdi ca thi dé
c6 bién phéap xu 1y trudc khi thi.- QLKH&DPBCL 1én
danh sach s6 luong CBCT cu thé can trong mdi ca thi,
chuyén danh sich xudng cac khoa, trung tdim dé cac
khoa, trung tdm cung cap GVCT cu thé.

- QLKH&DPBCL dua vao danh sach khoa, trung tam da
ding ky GVCT dé phan cong 02 can bd coi thi/phong
thi, GV lam nhiém vu gidm sat, thu ky cic budi thi.
Trong truong hop khong du can by coi thi,
QLKH&DBCL lién hé khoa, trung tdm dé bd sung
thém GVCT.

5.1.4

T6 chirc thi hoc ky 1an 1

QLKH&DBCL

- QLKH&DBCL chuan bi tai bai thi, dé thi, tai liéu thi
cho tirng phong thi trude moi ca thi.

- QLKH&DPBCL tap trung phd bién quy ché coi thi,
phan cong nhiém vy CBCT vao céc phong thi trudc
mdi ca thi. CBCT thyc hién dung ndi quy thi & hiéu
1énh thi (d3 dugc ky duyét) trong ndi ca thi. Nhiing
trudng hop vi pham s& duoc hoi dong thi xem xét xur
ly.
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

STT

Cong viéc

Nguwoi thue
hi¢n

Quy trinh thuce hién

Biéu mau

5.1.5

Cham bai.
Nop diém thi 1an 1

Giao vién bo
mon

- Viéc chdm bai thi va nhap diém vao phan mém dao
tao cta nha truong dugc hoan tit cham nhit 07 ngay
sau khi thi 1an 1.

- Sau khi to chire thi xong, QLKH&DBCL t6 chuc
d4nh phach cac bai thi, trd bai thi vé khoa tryc tiép
giang day dé khoa phan cong GV cham bai thi & lam
BB cham thi.

- Gi4o vu khoa can ¢t bién ban chdm thi, nhap diém
thi trén phan mém ddo tao cta nha trudng dbi véi ting
mon thi.

- Gido vy khoa tra bai thi vé QLKH&PBCL,
QLKH&DBCL c¢6 trach nhiém luu trit bai thi, hoi
phach cic mon gido vu khoa dd tra bai veé
QLKH&PBCL dé tra diém vé bang diém cia ting
mon, tirng 16p tin chi, tirng sinh vién.

- Nhitng SV khong du diém 1an 1 hodc mudn thi cai
thién diém c6 thé dang ky thi 1an 2 theo ké hoach da
cong bb.

5.1.6

Cong bd diém thi 1an 1

QLKH&DBCL
, GVBM, Giéo
vu khoa, PDT

Sinh vién xem diém thi lan 1 tai trang ca nhan trén
phan mém dao tao ctiia nha truong
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Quy trinh t6 chire thi hoc ky

QTOL/QLKH&PBCL

STT Cong viéc Ngl:l(;’é;huc Quy trinh thuce hién Biéu miu
- HSSV c6 diém tong két 1an 1 1a diém F, F* thi phai
lam don xin thi lai. Nhiing SV ¢6 diém thi tir diém D tro
1én ciing c6 thé lam don xin dang ky thi cai thién diém.
- Gio vy khoa tong hop danh sach cac em SV dang ky
thi lai, thi cai thién g QLKH&DBCL de
QLKH&DPBCL 1én lich thi cu thé theo tién do trong ké
hoach thi da cong bb tir trudc.
QLKH&PBCL | - QLKH&PBCL chuyén danh sach SV ding ky thi lai | -M02-QT01/
507 | 14 ehic hi Lin 2 ,TCKT,AHS§V dén pfic‘)ng TCKT dé phong TCKT thu tién 1& phi thi QLKH&DPBCL
Khoa/ B6 mon, | theo ke hoach thi. -M03-QTO01/
GVK - QLKH&PBCL dan DSSV du thi 1an 2 tai bang tin | QLKH&PBCL
trude mdi ca thi 1 ngay cho SV theo di.
- QLKH&DBCL thuc hién cac budce td chire thi lan 2
nhu to chte thi lan 1.
Luuy:
Nhitng SV khong nop lé phi thi lai tai phong Tai
chinh Ké todn sé khéng dwoc dy thi lan 2 va ldy diém
thi lan 1 lam két qua cudi cimg cho mén hoc do.
51.8  Phic kho bai thi (n ‘u HSSV, GVK, S:flu khlA nhaAn duoc ke‘E qua fhl '[l‘I.phE.ln mém d\ao tao, S‘V -~ MO5-
c6) QLKH&DCL, C‘O qu-yefl nA,(,)p dfm phuc khao bai thi trong vong 7 ngay OTOL/QLKH&DBCL
TCKT tur khi c6 két qua
Nop bing di im t 6ng Kt - Gido vy khoa ndp bang d‘iém hf)én (ihinh vé PDT,
5.1.9 j Gido vu khoa | PDT khoa mon thi d6 trén pham mém dé khong co su

mon hoc

chinh stra sau khi két thic mon.
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Quy trinh t6 chire thi hoc ky QTO0Y/QLKH&DBCL

Nguwoi thue

STT Cong viéc hién Quy trinh thuce hién Biéu miu

Luu v: Viéc in bang diéem nop phong Pao tao sau khi
nhdp diém thi ldn 2.

- Luu bang diém tai BO mén va hd so cua giang
vién

Tong két - Két thuc dot thi hoc ky, PQLKH&DPBCL tong hop
5.1.10 | Luu hd so QLKH&DBCL tinh hinh thi dé bao cao.

- Luu cac ho so thi.
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Quy trinh t6 chire thi hoc ky QT0Y/QLKH&DPBCL

VI.HO SO:
STT Tén HO so Pon vi, ca nhan luu Noi Ivu Thoi gian luu
1. | Kéhoachthi HK | Nhanvién phy trach | QLKHEDBCL | 1heq quy dinn
VIL. PHU LUC:
TT M3 s Tén biéu miu
1 | Mau 01 - QT01/ QLKH&PBCL Biéu mau ké hoach thi hoc ky
2 | Mau 02 - QT01/ QLKH&DPBCL Biéu mau don ding ky tham dy thi lan 2
3 | Mau 03 - QT01/ QLKH&DPBCL Biéu mau tong hop SV dang ky thi 1an 2
4 | Miu 04 - QT01/ QLKH&DPBCL Biéu mau lich thi lan 1
5 | Mau 05 - QT01/ QLKH&DPBCL Biéu mau don xin phiic khao
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