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QUY PINH
Vé Quy trinh cham thi va quan Iy diém hoc phin

Chuong 1
PHAM VI VA POI TUQNG AP DUNG

Piéu 1. Pham vi a4p dung

Quy dinh nay bao gdm cac ndi dung: quy trinh chdm thi va quan 1y diém hoc
phén; luu trit diém hoc ph?m; thanh tra, kiém tra va td chure thuc hién.

Diéu 2. Péi twong ap dung

Quy dinh nay ap dung cho tit ca cac chuong trinh ddo tao theo hé thong tin
chi trong toan truong.

Chuong 2
QUY TRINH CHAM THI VA QUAN LY PIEM HQC PHAN

Pi¢u 3. Cham diém qua trinh

Trude khi thi két thuc hoc phan, giang vién phu trach mon hoc phai hoan
thanh viéc danh gia diém qua trinh. Piém qua trinh dugc chim theo thang diém 10
tinh 16 dén 1 chit s6 thap phan.

Giang vién ghi diém qua trinh (khéng nhdn trong sé) vao bang diém qua
trinh theo danh sach 16p hoc phan, kY xac nhan va ndp cho Phong Thanh tra-Khao
thi & Pam bao chét lugng (Phong TTKT & PBCL). Phong TTKT & PBCL co
trach nhiém nhap diém vao hé thong, khoa diém va luu bang diém goc.

Giang vién phu trach mén hoc c6 thé nhap diém qué trinh (khdng nhan trong
s6) qua may tinh ndi mang internet theo tai khoan ca nhan (do Phong Pdo tao cung
cdp) vao hé thdng quan 1y dao tao, luu diém, khoa diém, in bang diém qua trinh, ky
x4c nhan va nop vé Phong TTKT & PBCL.

Thoi han ndp bang diém qua trinh chidm nhét 14 01 ngdy trudc ngay thi.



Diéu 4. Cham thi két thiic hoc phan

Khi ¢6 lich thi két thiic hoc phan, giang vién duoc phan cong 1ay danh sach
thi tai Phong TTKT & DBCL, phdi hop véi Phong TTKT & PBCL t6 chic thi,
cham thi va lap bang diém. Piém thi két thiic hoc phan duoc chim theo thang diém
10 1am tron dén 0,5 diém.

Quy trinh thi, chdm thi va lap phiéu diém cu thé nhu sau:

1. Déi véi hinh thirc thi viét:

- Hét gid 1am bai thi, can bd coi thi thu bai, cho sinh vién ky vao danh sach
thi, kiém tra s6 bai thi, s to gidy thi rdi ban giao bai thi, danh sach thi (cé day dii
chit ky ciia 02 cdn bg coi thi) cho Phong TTKT & PBCL, ky x4c nhan vao so theo
doi ndp bai.

- Phong TTKT & DBCL phan cong can bd nhan bai thi (ké cd thoi gian
ngoadi gio: hanh chinh), tién hanh 1am phach va chuyén tai bai thi vé phong chdm
thi, thoi han lam phach khong qué 03 ngay ké tir ngay nhan dugc bai thi.

- Giang vién dén cham bai tai phong cham thi, nhan ban giao thi bai thi da
cat phach va phiéu chdm thi tir can bo khéo thi. Sau khi chdm xong, giang vién ghi
diém (khéng nhdn trong s6) vao phiéu cham thi theo s phach, ban giao lai tai bai
thi va phiéu cham thi cho Phong TTKT & PBCL.

- Can b Phong TTKT & PBCL tién hanh vao diém hoi phach trong danh
sach thi ngay khi nhan dugc phiéu cham thi, ky xac nhan, in sao phiéu chdm thi va
danh sach thi thanh 02 ban, chuyén cho giang vién kiém tra.

- Giang vién cham thi kiém tra, d6i chiéu phiéu cham thi, danh sach thi, ky
x4c nhan day du, git lai ban sao va ndp lai bd gbc cho bd phan quan 1y diém cua
phong TTKT & DBCL, ky xac nhan vao s theo ddi nop diém.

2. Poi vé6i hinh thire thi vin dap

- Ngay khi két thiic budi thi, cic giang vién hoi thi ghi diém két luan cua bai
thi va ky xac nhan vao bai thi cta sinh vién. Giang vién phu trach hoc phan ghi
diém tryc tiép vao danh sach thi (khdng nhdn trong sé), cong bd diém thi cong khai

trudce 16p; in sao danh sach thi thanh 02 ban, ky xac nhan ddy du vao danh sach thi



va nop bd gdc cho Phong TTKT & PBCL cung véi bai thi, ky xac nhan vao s6
theo d&i nop bai, ndp diém.

3. Péi véi cdc hoc phd‘n ddc thu va cac hinh thire thi khac:

- P6i v6i cac hoc phan Thyc tap, Thuc hanh, D6 an, Bai tap 16n, Chuyén dé,
Diéu khic, My thuat, Tin hoc, Ngoai ngit (thi néi), GDTC... cac khoa, trung tam,
bd mén, xudng, giang vién dugce phan cong chii dong to chirc thi hodc thu bai, cho
sinh vién ky vao danh sach thi va t6 chtrc cham thi, luu trit bai thi theo quy dinh da
duoc Truong khoa (Gidm doc trung tam, Truéng bé mén truc thudc) phé duyét,
khong can ndp bai thi vé Phong TTKT & PBCL.

- Giang vién dugc phan cong tip hop diém va ghi diém truc tiép vao danh
sach thi (khéng nhdn trong so), in sao thanh 02 ban, lay chit ky xac nhan cta cac
giang vién cham bai, luu trir 01 ban, ndp ban gdc cho Phong TTKT & PBCL, ky
xé4c nhan vao s6 theo ddi ndp diém.

Thoi gian chdm bai va ndp két qua cham thi khong qua 02 tuan (10 ngay lam
viéc) ké tir ngay thi.

Diéu 5. Nhap diém thi va tinh diém hoc phan

- Can bd Phong TTKT & PBCL nhén danh sach thi (c6 ddy dii chit ky ciia 02
gidng vién cham thi), tién hanh kiém tra, nhap diém thi vao hé théng quan 1y diém,
1ap bang diém hoc phan, ky xac nhan, trinh lanh dao Phong duyét.

- Lanh dao Phong TTKT & PBCL c¢6 trach nhiém kiém tra viéc thuc hién
quy trinh chdm diém hoc phan theo quy ché dao tao, kiém tra viéc nhap diém cua
can bo va ky duyét vao bang diém hoc phan.

- Sau khi hoan thanh viéc nhap diém va in bang diém hoc phan, can bo
Phong TTKT & BPBCL c¢6 trach nhiém khoa diém hodc hé thdng s& ty dong khoa
sau khi in bang diém hoc phan.

- Thoi han nhap diém thi chdm nhat 13 02 ngay ké tir ngay nhan duoc két qua

cham thi cua gido vién.



Piéu 6. Cong b6 diém hoc phan

- Bang diém hoc phan c6 xac nhan cta 1anh dao Phong TTKT &PBCL duoc
in sao dé cong bd, chuyén cho bd mon (01 ban), cac khoa chu quan co sinh vién du
thi (01 ban) va luu trir tai phong.

- Phong TTKT & BPBCL chiu trach nhiém cong bd céng khai bang diém hoc
phan tai bang thong tin cia Phong. Thoi gian cong bd trong vong 01 tuan sau khi
in bang diém hoc phan.

- Sau khi nhap diém vao hé théng, phan mém quan 1y dao tao sé ty dong
thong bao td1 trang ¢4 nhan cua sinh vién.

Piéu 7. Sira diém hoc phén

- Sau khi nhap va khéa diém trong hé thong, néu phat hién cé sai sot, nham
lan trong qua trinh ghép phach, nhap diém Phong TTKT & DPBCL lap bién ban
kiém tra, d6i chiéu véi bai thi luu trit, xin chit ky xac nhan cia giang vién cham thi
va dé nghi stra diém. Bién ban nay s& duoc luu trir cung bang diém hoc phan gdc.

- Giang vién phu trach hoc phan néu phét hién sai sot, nham lan trong qua
trinh 1ap bang diém c6 thé 1am don dé nghi sira diém hoc phan (theo madu, cé chi
ky ciia gidng vién phu trdch hoc phan, truéng bé mén va khoa chit quan) ndp vé
Phong TTKT & DBCL. Di véi bai thi viét, vin dap, Phong TTKT & DBCL cb
trach nhiém kiém tra, doi chiéu véi bai thi luu trit tai Phong va x4c nhan vao don.
Déi voi cac hoc phan khong luu bai thi tai Phong TTKT & PBCL, truéng bd mon
6 trach nhiém kiém tra, dbi chiéu véi bai luu tai bd mén trude khi ky x4c nhan
vao don.

- Pon va bién ban stra diém hoc phan c6 xic nhan cua Phong TTKT &
DBCL s& duoc sao thanh 02 ban, chuyén 01 ban sang Phong Pao tao mé khoa va
chinh stra diém hoc phan.

- Cac diém hoc phan duoc sta chita s& dugc cong bd cong khai trén bang
thong tin ctia Phong TTKT & DBCL.

- Thoi han duoc phép xem xét sira diém hoc phan téi da 1a 30 ngay ké tir

ngay thi.



Chuong 3
LUU TRU BAI THI, BANG PIEM THI HQC PHAN
Diéu 8. Luu trit bai thi

- Phong TTKT & DBCL chiu trach nhiém luu trit bai thi viét, bai thi vin
dap.

- Céc khoa, trung tam, bo mon, xudng co6 trach nhiém luu trir bai thi cac hoc
phén Thuc tap, Thuc hanh, Do 4n, Bai tap 1om, Chuyén dé, biéu khic, My thuat,
Tin hoc, Ngoai ngir (thi néi), GDTC... theo quy dinh.

- Thoi gian luu trir bai thi, tiéu luan, bai tip 16n it nhat 1a 02 nam (doi vdi
cdc mén 1y thuyét), 01 nam (doi véi cdc mén hoc thiét ké kién triic, quy hoach va
d6 an ky thudt) ké tir ngay thi hodc ngay ndp tiéu luan, bai tap 16n, dd 4n moén hoc.
Pi¢u 9. Luu trir bang diém

- Phong TTKT & PBCL chiu trach nhiém luu trit 01 bo gdc bang diém thi
hoc phan bao gém: Bang diém qua trinh, phiéu cham thi, danh sach thi va bang
diém hoc phan cho ca hai 1an thi di v6i mdi 16p hoc phan.

- Céac khoa, bd moén c6 trach nhi¢m luu gitr 01 ban sao bang diém hoc phén

- Giang vién phu trach mén hoc luu trit 01 bd bang diém thi hoc phan bao
gd6m ban sao bang diém qua trinh, phiéu chdm thi (d6i véi mén thi viét) va danh
sach thi.

- Thoi gian luu trir bang diém thi hoc phan it nhat 12 08 nam ké tir ngay thi.

Chuong 4
THANH TRA, KIEM TRA

Piéu 10. Thanh tra, kiém tra

Dinh ky mdi dot thi hodc dot xuit theo yéu cau ctia Nha truong, bo phan
thanh tra s& tién hanh thanh tra, kiém tra viéc thuc hién quy trinh chim thi, nhap va
tinh diém, cong bd, sta diém, luu trir diém hoc phan theo quy dinh nay; lap bao
cdo két qua, két luan thanh tra trinh 1én Ban Giam hiéu.

Piéu 11. Xir Iy vi pham



Céc don vi, ca nhan co sai pham trong qua trinh thuc hién hodc c¢d y lam sai
1éch két qua hoc tip cua sinh vién sé& bi xir Iy theo quy dinh vé xir Iy vi pham doi
vO1 can bd vién churc.

Chuong 5
TO CHUC THUC HIEN

Piéu 12. Trach nhiém thwe hién

- Phong Pao tao chiu trach nhiém quan tri hé théng phan mém quan 1y dao
tao theo tin chi; tao 1ap danh sach sinh vién theo 16p hoc phén va m¢ khoa phuc vu
cong tac nhap diém; tao 1ap phan quyén cho cac don vi va ca nhan phdi hop thuc
hién, quan 1y viéc khoa diém va bao mat trong h¢ théng; khéc phuc céc 16i thudc
vé phan mém hé thong; sira chita diém trong hé thong sau khi c6 d6i chiéu xéac
nhén cua Phong TTKT & DBCL.

- Phong TTKT & PBCL chiju trach nhiém cung cdp méu bang diém qua
trinh, danh sach thi ciia cac 16p hoc phan; t6 chirc thu bai, 1am phach; kiém tra tinh
phép quy cua cic bang diém; nhap diém vao hé thong, in bang diém, luu tri toan
b6 tai liéu lién quan dén viéc nhap diém; quan 1y cac bang diém gbc, d6i chiéu xac
nhan khi can thiét.

- Céc khoa st dung két qua hoc tap cua sinh vién trén hé théng dé xét xur ly
hoc tap, xét tu cach lam d6 an tot nghiép ciing nhu xét dé nghi cip hoc bong, luu
trit bang diém hoc phan dé kiém tra, ddi chiéu khi can.

- Sinh vién c6 trach nhiém theo ddi két qua hoc tap bang cach ding nhap vao
dia chi http://tinchi.hau.edu.vn:8888 qua tai khoan ca nhan; kiém tra d6i chiéu voi
bang diém cong b tai ban tin ctia Phong TTKT & DBCL, néu phat hién sai 1éch,
thiéu sot thi phan anh ngay v6i Phong TTKT & PBCL.

- Truong hop sinh vién c6 thic mac vé diém cia bai thi ¢6 thé 1am don (theo
mdNu) ndp cho Phong TTKT & BDBCL dé duoc kiém tra lai toan bo qué trinh lam
phach, vao diém, néu phat hién c6 sai sot s€ duogc stra chira theo quy dinh tai biéu
7. Sau thoi gian 30 ngay ké tir ngay thi, moi phan anh, thic mic cia sinh vién s&

khong duogc giai quyét.



- Sinh vién néu phat hién c6 13i trong hé thong hoic bi mat diém da co, can
lién hé voi Phong Pao tao dé duoc khic phuc.

Diéu 13. Diéu khoén thi hanh

Quy dinh nay thay thé cac noi dung lién quan dén hé ddo tao tin chi tai Quy
trinh chim thi, vao diém va bao két qua hoc tip cua sinh vién ban hanh kém theo
“Huéng dan sé 974/DPHKT-KT&DBCL ngay 9/11/2011 caa Hiéu truéng Truong
DH Kién triic Ha Noi”.

PHO HIEU TRUONG
PHU TRACH TRUONG
Piky)

PGS. TS. Vuong Ngoc Luu



PHU LUC

Cic biéu miu sir dung
Phu luc 1: Bang diém qua trinh
Noi cdp: Phong TTKT &DBCL cép trude ngay két thuc mon hoc hodc Giang vién
tir 14y trén cong thong tin dio tao tin chi cua truong.
Ngi dung: Giang vién phu trach hoc phan sir dung dé nhap diém qua trinh cua sinh
vién.
Yéu cau: Co chit ky cia GV phu trach hoc phﬁn, ndp cho Phong TTKT &DPBCL
ban gbc, GV giit ban sao, can b khao thi nhap diém ngay khi nhan.
Phu luc 2: Danh sach thi
Noi cap: Phong TTKT & PBCL cap trude ngdy thi két thuc hoc phan.
Noi dung:
- Pbi v6i hinh thic thi viét: Can bo coi thi st dung dé diém danh sinh vién, sinh
vién ky x4c nhan ndp bai va can bo khao thi 1am phéach, vao diém hoi phach.
- P6i v6i hinh thire thi van dap, cac hoc phan dic thi va hinh thirc thi khac: Can bo
coi thi str dung dé diém danh, sinh vién ky x4c nhan ndp bai, GV héi thi, chdm thi
ghi diém thi két thuc hoc phan.
Yéu cau: Nop cho Phong TTKT &DPBCL theo quy dinh trén, c6 du chit ky cta 02
GV chim thi, 02 CB coi thi ( doi véi mén thi viét), chit ky caa can bo khao thi.
Phu luc 3: Phiéu cham thi (chi dp dung véi mén thi viér)
Noi cdp: Phong TTKT &PBCL cép tai phong cham thi khi giang vién 1én chim
thi.
Néi dung : Giang vién sir dung dé vao diém cham thi theo sé phach.
Yéu cdu: Nop cho Phong TTKT &PBCL sau khi chim xong, c6 chit ky ctia 02 GV
cham thi, chir ky ctia can bo khao thi.
Phu luc 4: Bang diém hoc phan
Noi cdp: Phong TTKT &DBCL in sao ra sau khi nhap diém hoc phan.
Néi dung - St dung dé cong bd, luu trit.
Yéu cau: Cong bo, guri luu tri tai cac bg phéan c¢6 lién quan, c6 chit ky cta 1anh dao

phong Thanh tra -Khao thi & PBCL.



Phu luc 5: Pon dé nghi sira diém hoc phan ciia gido vién

Noi cdp: Phong Thanh tra -Khao thi & PBCL.

Ngi dung : st dung dé dé nghi chinh sira diém hoc phan khi GV phu trach hoc phan
phat hién sai sot, nhdm 1an sau khi da khoa diém.

Yéu cau: C6 day du cac chit ky trong mau, xac nhan ctia phong Thanh tra -Khao
thi & PBCL, thoi gian ndp don tdi da 1a 30 ngay ké tir ngay thi.

Phu luc 6: Pon dé nghi xem xét lai quy trinh cham va nhip diém hoc phén
cuiia sinh vién

Noi cdp: Phong Thanh tra -Khéo thi & DPBCL.

Ngi dung : st dung dé nghi xem xét lai quy trinh chdm va nhap diém hoc phan khi
sinh vién c6 thic méic vé diém hoc phan.

Yéu cau: Xac nhan ciia phong Thanh tra -Khao thi & PBCL, thoi gian nop don tdi
da 1a 30 ngay keé tir ngay thi.



