Quy trinh: TO CHU'C THI TOT NGHIEP (QTO06)
1. MUC PiCH VA PHAM VI AP DUNG

1.1. Muc dich

Quy trinh nay quy dinh théng nhét noi dung, trinh ty, trach nhiém, cach thirc to
chtre cac giai doan trong qua trinh t6 chirc thi tét nghiép cho hoc sinh, sinh vién.

1.2. Pham vi ap dung

Ap dung dbi voi tat ca cac phong, khoa, bd mén c6 lién quan va hoc sinh, sinh
vién tham gia thi t6t nghiép ctia nha trudng.
2. TU VIET TAT VA TAI LIEU VIEN DAN

2.1. Tir viét tit

-CTHD Chu tich hoi dong

-HPTTN Hoi dong thi tot nghiép

-BTK Ban Thu ky

-BCT-CT Ban coi thi - Cham thi

- PKT-KDCL Phong Khao thi - Kiém dinh chat lugng
-K Khoa chuyén mon

-CBCT Cén b0 coi thi

- HS-SV Hoc sinh-Sinh vién

2.2. Tai liéu vién din

- Luat gido duc nghé nghiép sé 74/2014/QH13 ngay 27 thang 11 nam 2014.

- Thong tu 22/2014/TT-BGDDT ngay 09/7/2014 cua B§ truong Bo GD&DT
vé ban hanh Quy ché dao tao trung cip chuyén nghiép.

- Théng tu s6 09/2017/TT-BLDTBXH ngay 13/3/2017 cta Bo truong B6 LD-TB
va XH quy dinh vé t6 chirc thyc hién chuong trinh dio tao trinh d6 trung cap, trinh do
cao dang theo nién ché hodc theo phuwong thirc tich liiy mo-dun hoic tin chi, quy ché
kiém tra, thi, xét tot nghiép;

- Quyét dinh s6 36/2007/QD-BGD&DT ngay 28 thang 6 niam 2007 cua Bo
GD&DT V& viéc ban hanh “Quy ché dao tao dai hoc va cao déng hinh thuc vira lam
viura hoc”.

- Quyét dinh s6 387/QD-CDCD ngay 05 thang 12 nim 2017 cta Hiéu trudng
truong Cao dang Cong dong Hau Giang vé viéc Ban hanh Quy ché ddo tao cua truong
Cao dang Cong dong Hau Giang.

3. LUU PO: (xem trang 2)
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4.PAC TA QUY TRINH TO CHUC THI TOT NGHIEP

- Viéc xay dung dé thi, dap an thuc hién nhu sau:
+ Trudng ban dé thi t6 chuc ra dé va dép an, ky duyét
dé, niém phong bao mat va ban giao cho trudng ban coi

B¢ phan/ ] .
oA o A n . B0 phan/ nguoi nguoi Két qua Biéu
Bugc cong vige Noi dung cong vige ' tl;u,r'c hiéi ph(%;i hop | dat d?rqc miwhd so
thuc hién
- Cham nhat 13 01 thang sau khi bat dau hoc ky cubi cua
mdi khoa hoc, PKT-KDCL cin ctt ké hoach dao tao
Xay dung khoa hoc théng nhét du kién ngay thi, ngay bé giang K& hoach
k& hoach thi. cua tirng khod hoc dé€ lam can ct Xgiy dung ké hpach thi. Thi \}é
Tham muu - Trudng PKT-KDCL xay dung ké hoach thi tot nghiép | PKT-KBCL A
\ R . A , , o . \ i . cac hoi
thanh lap HD, | trinh hi€u truong ky duyét trudc ngay thi 30 ngay don
cac ban giup viéc | - Can cu vao ké hoach thi tot nghi€p, trudng PKT- &
KDCL tham muu Hi¢u trudng thanh 1ap HDTTN va cac
ban giup viéc trude khi thi cham nhat 13 30 ngay .
- Can ctr vao dé xuat nhan su cia PKT-KDCL da duoc
Phé duyét Hiéu truong théng qua, PKT-KDCL soan thio quyét | PKT-KDCL
dinh trinh Hi€u trudéng duyét va ban hanh.
- Cian ctr két qua hoc tip, rén luyén cudi khoa va cic
T6 chire xét DK | khoan phi dd hoan thanh,... HDTTN t6 chirc xét diéu | PKT-KDCL Cac BV
du thi TN kién du thi va trinh hi€u truong phé duyét danh sach | HDTTN lién quan
HSSV du diéu kién dy thi TN va khong du diéu kién
- Can ctr vao két qua xét diéu kién tot nghiép ciia Hoi
d6ng, Ban thu ky 1ap danh sach thi, thdng bao cho sinh
vién duoc biét trude 01 tuén.
Chuan bi t6 chiic | - Ban thu ky chuan bi gidy thi, gidy nhap, vin phong HDTTN BCT-CT
thi TN pham phuc vu cong tac thi trudc 03 ngay. BTK
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thi (dé thi), truéng ban cham thi (dap 4n) chdm nhat 1a
01 ngay trude khi t6 churc thi.

+ D6i véi cac mén chuyén nganh duoc t6 chirc thi thuc
hanh thi viéc soan dé thi, dap an duoc giang vién chuan
bi, trinh phu trach khoa, bd mon ky duyét sau do6 trinh
truéng ban coi thi duyét va ndp vé truéng ban coi thi
cham nhat 10 ngay trudc khi thi.

- Ban coi thi kiém tra cong tac chuan bj CSVC, danh
sach CBCT, danh sach HSSV, cac tai liéu lién quan
trude khi thi 02 ngay.

T6 chuc thi,
5 ban giao bai thi

- Ban coi thi tap trung CBCT giao nhiém vu coi thi va
nhan ti tai liu,... hoan tat trudc gio mé dé 30 phuit.

- Ban coi thi ban giao tui dé thi cho giam thi 1 tai tai
phong thi (hodc can bo coi thi 1 nhan dé thi tai phong
hoi dong).

- Sau 25 phat sau khi phan cong nhiém vu coi thi cho
ting phong thi can bd coi thi hoan tit cac thu tuc theo
quy dinh nhu: pho bién quy ché, nhic nhd, ky gidy thi,
gidy nhdp,... phat dé thi, coi thi trong qua trinh sinh vién
lam bai.

- Trong thoi gian coi thi néu phat hién sinh vién vi
pham quy ché thi, hai giam thi 1ap bién ban va dé nghi
hinh thirc xir 1y ky luat theo quy ché thi hién hanh.

- CBCT thu bai thi, cho ky ndp bai thi, kiém tra va sip
xép bai thi theo s6 bao danh tir nho dén 16n. Ky va hoan
thanh cac muc thong tin trén danh sach phong thi.

- CBCT ban giao bai thi, danh sach sinh vién dy thi, cac
bién ban lién quan (néu c6) cho truong Ban coi thi, ky
ban giao vio bién ban theo mau.

HDTTN

BCT-CT
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6 Xu ly bai thi

- D6i v6i bai thi vi pham quy ché thi bi xur 1y dinh chi
thi: Ban thu ky loc nhitng bai thi bi 1ap bién ban xur ly
Dinh chi thi do vi pham trong qua trinh t6 chtc thi (néu
c6) dé mot tai riéng.

- B6i v6i cac bai thi bi lap bién ban véi hinh thuc xir 1y:
khién trdch, canh céo thi bai thi van dugc cit phach va
t6 chirc cham theo Quy ché thi. Két qua bai thi bi xtr Iy
trir theo két qua bién ban xt 1y; Ty 18 % diém thi bi trir
cling duoc ban thu ky ghi chii vao biéu phach nhitng s6
phach vi pham tuong ting dé giang vién cham thi xir ly
két qua bai thi (trr %) trude khi ndp két qua vé ban thu
Ky.

- Xu 1y céc truong hop vi pham trude luc xu 1y phéch:
Trude khi xtr Iy phach bai thi, ban thu ky kiém tra lai
cac bai thi nham phat hién nhitng diu hiéu bat thuong:
Bai thi c6 danh dau riéng, bai thi viét bang 2 mau muc
khac nhau, ghi ho tén, s6 bao danh cua thi sinh,...tach
thanh mot thi riéng dé xuat 1én trudng ban cham thi xu
ly. Cac bai thi nay dugc to chitc chidm tap thé, néu
truong ban cham thi va hai giang vién chim thi xem xét
két luan bang chung tiéu cyc thi trir diém theo quy dinh
ctia Quy ché thi hién hanh.

- Xir 1y phach bai thi: Ban thu ky chudn bi danh sach
danh phach bai thi, phiéu cham, bién ban phach ghi két
qua cham nhat 1 02 ngay sau khi thi.

- Ban thu ky don tai, danh phach, cat phach, xir Iy bai
thi vi pham quy ché chdm nhat 1a 03 ngdy sau ngay thi
(khong tinh ngay nghi, 1€).

BTK

BCT-CT
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Cham thi

- Ban thu ky ban giao bai thi, phiéu cham, bién ban ghi
két qua cho Ban chdm thi chdm nhat nhit 1 02 ngay sau
thi (khdng tinh ngay nghi, 18)

- Ban cham thi t6 chtrc chdm thi, xir Iy nhitng trudng
hop bat thuong phat hién trong khi chim thi theo Quy
ché thi hién hanh.

- Hai can bd cham thi ghi két qua vao biéu phach, ky
xac nhan déy du cua hai can bd chidm, x4c nhan cua
truong Ban chim thi va ndp vé truong ban thu ky cham
nhat 13 02 ngay sau khi nhan bai chim (khong tinh ngay
nghi, 18).

- B6i v&i mon thi thuc hanh: chidm truc tiép trén san
pham trong sudt qua trinh 1am bai thi vao bang két qua
thi.

BTK

BCT-CT

Xu ly va trinh bay
két qua

- Viéc xur 1y két qua cham thi dugc thuc hién theo quy
ché thi hién hanh.

- Sau khi nhén két qua biéu phach tir can bo chim thi,
ban thu ky hoi phach, 1én diém thi theo biéu.

- Chuyén két qua diém thi vé cho phong KT-KPCL
cham nhét 14 03 ngay khi nhan két qua tir trudng ban
cham thi.

BCT-CT

Phé duyét

Sau khi ¢6 két qua thi, phong KT-KDCL trinh két qua
thi tot nghi¢p cho Chu tich HDTTN phé duyét.

PKT-KBCL

Chu tich
HDTTN
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Téng hop, cong
b két qua

Téng hop va cong bd két qua theo quy dinh:
- Néu c6 don phuc khao thi chuyén sang budce 11.
- Néu hoan chinh thi chuyén sang budc 12.

HDTTN
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11

Nhan don
phuc khao

Sau khi cong b két qua diém thi néu co6 don dé nghi
phuc khao diém thi t6 chirc chdm phuc khao. Viéc chim
phuc thuc hién nhu sau:

- Nhén don xin phuc khao

- Chuan bi chim phic khao

- Ban thu ky téng hop don, kiém do phéach, ddi chiéu
két qua giira biéu phach va bai cham

- Truéng ban cham phuc khao dé xuét danh sach giang
vién cham phiic khao trinh Hiéu truong duyét, thong
bao dén giang vién dugc moi chdm phic khao (cham
nhit 03 ngay sau thoi gian hét han nhan don cia SV)
Trd lai budce thir 6 dé thuc hién

Xir Iy két qud chdm phiic khdo

- Néu két qua chim phuc khao trung khép véi két qua
chdm lan tht nhit thi ban thu ky hoan thanh thu tuc
giao nhan két qua cham véi ban phic khao

- Néu két qua cham phuc khao 1éch so vé6i két qua chim
1an thtr nhat thi xir Iy két qua theo quy ché dao tao hién
hanh

- Két qua chdm phuc khao dugc truong ban phuc khao
xac nhan va gui vé phong KT-KDCL theo mau. Viéc
cap nhat va cong bd diém cho sinh vién duogc thyc hién
theo quy dinh

BTK

BCT-CT
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Luu

Luu trir theo quy dinh

PKT-KBCL
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VI. CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu miu/ huwéng din Ma hoa

1 | Ké hoach thi tot nghiép BM/QTO07/P.KT-KBCL/01

5 Quy.(zt dinh thanh 1ap Hoi dong thi tot BM/QT07/P KTKDCL/02
nghiép

3 IIZanh sg?h sinh vién du diéu kién du thi BM/QTO7/P.KT-KDCL/03
tot nghi¢p

4 |Bang nhap diém thi tot nghiép BM/QTO07/P.KT-KPCL/04

5 | Bién ban giao nhan bai thi BM/QTO07/P.KT-KBCL/05

6 | Két qua thi tot nghiép BM/QTO07/P.KT-KBCL/06

7 | Bon xin phtc khao cua sinh vién BM/QTO7/P.KT-KDBCL/07

8 | Két qua cham phuc khao bai thi TN BM/QTO7/P.KT-KDBCL/08

9 | Danh s&ch phong thi TN BM/QTO07/P.KT-KBCL/09

10 Thong bao cham phuc khao BM/QTO7/P.KT-KDBCL/10

11 | Bién ban xt 1y hoc sinh vi pham quy ché thi |[BM/QT07/P.KT-KPCL/11
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