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1. MUC PiCH

Céac don vi trong Truong Dai hoc Duge Ha Noi thue hién cac cong viée tb chirc
thi hét hoc phan cta céc hé dao tao trong Truong: Cao ding, Dai hoc (chinh quy, lién
théng, bang hal) thac si, tién si, chuyén khoa.. bang hinh thic thi tric nghiém trén
may tinh. Bao gdm cOng tac chudn bi va té chire cho ky thi.

2. PHAM VI AP DUNG

Vién chirc, sinh vién, hoc vién Truong Pai hoe Duge Ha Noi.

3. TAI LIEU THAM KHAO

- Quy ché Thi trung hoc phé thong qudc gia (Ban hanh kém theo Théng tu 50
02/2015/TT-BGDPT ngay 26/02/2015 cia B) trudng Gido duc & Dao tao).

- Quyét dinh sb 43/2007/QD BGDDT ngay 15/8/2007 ctia B§ Gido duc & Dao
tao vé viéc ban hanh “Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé thong
tin chi”.

- Théng tu s6 15/2014/TT-BGDDT ban hanh Quy ché Pao tao trinh d6 Thac si.
- Théng tw s6 10/2009/TT-BGDDT ban hanh Quy ché dao tao trinh d6 Tién si.
4. CHU VIET TAT

- Khéo thi va kidm dinh chit lvong: KT&KDCL

- Cong ngh¢ thong tin: CNTT

- Can b0 coi thi: CBCT

- Sinh vién/hoc vién: SV/HV

- Gido vu bd mén: GVBM

5. NOIDUNG
5.1. So dd: (So dé cde bude tién hanh cong viéc)
Trach nhiém Trinh tw va ndi dung thwe hién Mo ta
Céc bd mbn Xay dyng ngén hang cau hoi Xem muc 5.2.1

Ban Gidm hiéu

3 A Lap ké hoach thi
Phong Dao tao ' ¥ ’

; = : 5 danh sach sinh vién du thi Xem muc 5.2.2
Phong Sau Pai hoc ¥
Phong CNTT

v

Ban Giam hiéu Phén c6ng cén bd coi thi Xem muc 5.2.3
Phong KT&KDCL
Phong KT&KDCL Chuan bi ho so thi Xem muc 5.2.4




Xem muc 5.2.5

in bo coi thi Coi thi
Can bo cot thi BM.KTKPCL.02.01
A 4

. X 5.2.6
Sinh vign/hoo vién Dy thi B;ﬂg}% .
CBCT, GVBM
Phong KT&KDCL Giao nhan danh séch diém thi Xem muc 5.2.7
Phong Pio tao, phong BM.KTKDCL.02.02
Sau dai hoc

5.2. Dién giai so dd: (M3 ta chi tiét cdc bude trong so do)
5.2.1. Xdy dung ngin hang cau hdéi, ciu triic dé thi
* X4y dung ngin hang ciu hoi
- Truong b mon chiu tradch nhiém trude Nha trudng trong viée chi dao, hudng

dan giang vién bién soan ngan hang cu hoi va dap én do bd mon phu trach, chiu trich
nhiém vé ndi dung va viéc bado mét ngdn hang cau hoi.

- Ngén hang cdu hoi phai duge bién soan phu hop va du luong gia cac muc tiéu
hoc tip trong dé cuong chi tiét ctia hoc phan véi sb lwong cAu héi twong duong 600
cAu hoi/1 tin chi, Thoi gian trung binh @ tré 16 cho mét cdu hoi 13 30 giy.

- Noi dung cu héi trong ngén hang cau hoi phai duge dién dat ro rang, dam bao
tinh khoa hoc, chinh xdc, chit ch& va cap nhat.

- Viée x8y dung ngan hang céu hoi tric nghiém trén mdy vi tinh phai s dung
cic dang cau hoi dugce thiét ké sén trong phdn mém. Hién tai chi st dung 2 dang cau
hoi: dang cau hoi nhiéu Iua chon (4 hogc 5 lwa chon) véi 1 dap 4n ding va dang céu
hoi ding/sai.

- Sau mdi ky thi b mon phai t6 chic dénh gia dé thi; chinh stra, bd sung ngén
hang cau hoi va giri bién ban v& phong KT&KDCL.

* XAc dinh cdu tric dé thi

Trude mdi ky thi b mdn xac dinh cdu tric d& thi. Dé thi phai can 661 ti 1€ clu
hoi gitra cac chuong va cdc dang cdu héi. Thoi gian 1am bai cta dé thi trc nghiém
tuwong ting bang 1/2 thoi gian lam bai thi ty ludn (vi dy: thoi gian @& thi ty ludn la 90
phit thi thoi gian thi trac nghiém 14 45 phut). Két qua thi s€ dugc tinh theo ty 1€ s6 céu
tra 101 dung va tong s& cau hoi dugce chon dua ra triic nghiém, qui vé diém 10 theo chit
sd thap phan cén thiét.

* B6 mon chuyén ngan hang cdu hoi va cdu trac dé thi (ban cing c6 niém
phong) cho phong KT& KDCL trude ngay thi 7 ngay (dé Iuu) va phéi horp voi phong
CNTT chuén bi dé trude ngay thi.

5.2.2. Lap ké hoach thi, danh sdch SV/HV dw thi

- Phong Dao tao, phong Sau dai hoc 1ap ké hoach thi (lich thi) véi sy thdng nhét
vé thoi gian st dung phong may cia phong CNTT. Lich thi phéi duge Ban Giam hiéu
ky duyét va thong bao cho phong KT& KDCL, phong CNTT, SV/HV trude ky thi 15
ngay lam viéc.
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- Phong Déo tao, phong Sau dai hoc ldp danh sach SV/HV du thi theo cac ca thi,
chuyén file mém dé phong CNTT ghép danh sach SV/HV thi véi ky thi, danh sach ban
cung cho phong KT&KDCL.

- Phong CNTT bb tri phong mdy dép tmg ké hoach thi, chiu trach nhiém dam
bao k¥ thuét trong thoi gian thi.

5.2.3. Phin cong cdn bd coi thi

- Sau khi c6 ké hoach thi trong thoi gian 5 ngay lam viéc, Phong KT&KDCL
phén cong can bd coi thi (CBCT) vao céc ca thi theo lich thi. Lich phan céng CBCT
phai dugc Ban Giam hiéu ky duyét va thong bao cho cac bd mén va don vi lién quan.

- Mdi phong thi/ca thi phan céng 2 CBCT, trong &6 CBCT 2 1a vién chic ky
thudt phong CNTT.
5.2.4. Chuiin bj ho so thi

- Phong KT& KDPCL luu gift ngan hang cdu héi va cdu tric dé thi gbe do bd
mén chuyén dén.

- Chuén bj gify nhap theo sb lugng SV/HV du thi cho timg phong thi/ca thi va
bién ban xtt Iy SV/HV vi pham quy ché thi.

- Niém yét danh sach SV/HV du thi theo ca thi tai bang tin va phong may.

5.2.5. Coi thi

- MOi budi thi ctr 01 vién chite phong KT&KDCL truc va giai quyét céc vin @& phat
sinh trong budi thi.

- CBCT an mdc lich su, khong dugc ndi chuyén riéng, lam viéc riéng, khéng hut
thudc 14, ubng rugu, bia trong khi 1am nhiém vu.

- Trong qua trinh coi thi CBCT dugc phép st dung dién thoai di dong dé giai quyét
céc van dé phat sinh trong budi thi (khoéng dung dién thoai di dong cho cédc cong tic
khac hay viéc riéng) va phai céng khai trudce sinh vién.

- Thyc hién nghiém tac lich phén cong coi thi, truong hop vang mit vi Iy do chinh
dang (hodc bat kha khéng) phai bdo cdo b mon dé cu ngudi thay thé va béo vé
phong KT&KDCL. CBCT den mudn 15 phut so v6i gio boc tham phong thi thi coi
nhu da ving mit va don vi to chirc thi s& i can b thay thé.

- CBCT phai ¢6 mit dung gio tai phong KT&KDCL dé nhan nhiém vu theo trinh tu
nhu sau:
+ Trudc gio thi 30 phat, CBCT phai c6 mit tai ph(‘)ng KT&KDCL dé bdc tham
phong thi va nhén danh séch thi, gidy nhap, ciu triac dé thi,.
+ CBCT 1 ghi ro trén bang cdc ndi dung sau: mén thi, thoi gian 1am bai thi, so
d6 SV/HV thi. CBCT 2 khéi ddng mdy chu va céc may tinh tram.

+ Trude gid thi 20 phat, CBCT 1 goi SV/HV vao phong thi. CBCT 2 kiém tra
cac vat dung SV/HV mang vao phong thi, kiém tra thé SV/HV dé nhan dién va dbi
chleu Vi danh sach SV/HV du thi (neu SV/HV khong co6 thé SV/HV thi CBCT yéu
cau viét gidy cam doan); CBCT tuyét d6i khong tu y ghi thém tén SV/HV vao ~danh
sach thi. CBCT cho SV/HV kiém tra mdy tinh trong 5 phit (néu may c6 vin dé
SV/HV duge chuyén sang may khéc).

+ Trude gio thi 10 phat CBCT 1 phét gidy nhap (da c6 chit ky, ghi 6 ho tén cla
CBCT 1), huéng din SV/HV nhép sb béo danh. CBCT 2 tao d@ thi theo cAu tric dé thi




da dugc giao. Bat ddu gio thi CBCT 2 bim nat "Tham gia thi" va thong bao cho
SV/HV.

+ Ca 2 CBCT kiém tra nhanh tinh hinh nhip sb bao danh ctia SV/HV (mi
SV/HV) trén may. Dam bao toan bd SV/HV trong phong thi nhanh chéng nhap diy du
théng tin.

+ Khi SV/HV lam bai, 2 CBCT kiém tra ma SV/HV trén may d6i chiéu véi thé
SV/HV, giam sat qua trinh thao tdc trén may ctia SV/HV. CBCT 1 bao quat tr trén
xudng cudi phong, CBCT 2 bao quét tir cudi 1én dau phong cho dén hét gid thi.

+ Ngay khi hét gio lam bai, phin mém s& ty dong thu bai tir cc méy cia
SV/HV. CBCT 2 in két qua diém thi cta ca thi. CBCT 1 cho timg SV/HV kiém tra két
qué trén méy va trén danh sach, ky vao danh sach két qua diém thi; 2 CBCT cing ky
vao danh séch két qua diém thi va thu lai toan b6 gidy nhéap cta SV/HV.

+ Trudng hop SV/HV vi pham quy ché thi thi CBCT phai 18p bién ban xur Iy ky
lugt theo quy dinh [BM.KTKDCL.02.01]. Néu c6 tinh hudng bat thudng phai béo cho
can bo thanh tra thi hodc phong KT&KDCL giai quyét.

* Khac phuc sy co (néu cd)

~'Néu su ¢ bit thudng (mét dién, hong mdy chu...), cic CBCT bao cho SV/HV
cho khac phuc lai trong 15 phut. Néu sau 15 phut, sy ¢6 van khong duoc khic phuc thi
CBCT bao cho SV/HV hoén ca thi va to chire lai vao thoi gian khéc.

- Sy cb xay ra @6i v6i 1 s6 may tram: CBCT chuyén SV/HV sang may khac,
SV/HV tiép tuc 1am bai (néu 16i do SV/HV ghy ra thi khéng dwoc cong thém thoi
gian). Trong trudng hop khéng du méy du phong hodc may hong, CBCT ¢6 thé cho
SV/HV lam lai ca thi tir diu dé dam bao khach quan.

5.2.6. Dy thi

- - SV/HV phéi c6 mit tai phong thi trude gior thi it nhét 1a 20 phut dé lam thi tuc
du thi. Nhitng SV/HV dén chdm qua 15 phat sau khi bdm nut "Tham gia thi" thi s&
khong dugce du thi (SV/HV dén mudn van phai két thuc thi ding gid cing cac SV/HV
khac).

- Khi vao phong thi, SV/HV phéi nghiém tic tudn thi cac quy dinh sau:

+ SV/HV phai trinh thé SV/HV va phai ngbl dting vi tri may da bd tri theo danh
sich (khong dugce dung cdc loai thé khdc thay thé). Trong trudong hop khéng c6 the
SV/HV phai viét gidy cam doan, trong vong 3 ngay SV/HV phai mang thé dén Phong
KT&KDCL dé hoan tit tha tuc xdc nhan. Néu SV/HV khong t6i trinh thé, mon thi s&
khéng duoc tinh diém.

+ SV/HV chi duge mang vao phong thi btt viét, but chi, thude ké; méy tinh
dién tir khéng c6 thé nhd, khéng ¢6 chire néng soan thdo vin ban va céc gido trinh,
tai liéu (néu dé thi cho phép).

+ Khong dwgc mang vao phong thi céc tai ligu (néu d& thi khéng cho phép),
may vi tinh xach tay, gidy than, but xda, phuong tién k¥ thuét thu, phat, truyén tin,
ghi 4m, ghi hinh, thiét bi chira théng tin c6 the loi dung dé 1am bai thi va céc vat
dung khac. Truong hop déc biét, theo yéu céu ctia dé thi, SV/HV c6 thé duoc dua
vao phong thi mot s biéu bang, tai lidu va may tinh dé thuan loi cho viée 1am bai
thi.

+ SV/HV kiém tra mdy tinh trong 5 phit, dang nhép vao phan mém va dién day
dii thong tin (néu méy c6 van dé cin bao CBCT chuyén sang may khac).



+ Khi ¢6 hiéu lénh tir CBCT, SV/HV bam nut "Tham gia thi".

+ Lam bai thi trén may:

Sau khi nhan duge d& thi trén may, SV/HV c6 thé 1am bai bing cach st dung
ban phim hodc chuft dé click vao cac lya chon twong ng trong cdc cau hoi (Chi tiét
xem Huong dan st dung hé thong thi trac nghiém danh cho SV/HV trén website).

Cac thong tin cia SV/HV va thoi gian thi, thoi gian lam bai con lai hién ra &
thanh trang théi. Trong thoi gian lam bai, SV/HV khéng dugc tw y thodt khoi phan
mém hoic str dung bat ky céc chirc nang-tmg dung khéc cua may tinh hodc ¢d tinh gay
16i thiét bi. Néu SV/HV vi pham s& bj xi ly ky ludt theo ding quy dinh
[BM.KTKDCL.02.01].

+ Nop bai va ky xac nhén:

Khi hét gio 1am bai, phin mém s& tw dong thu bai tir cdc mdy ciia SV/HV, bai

lam ctia SV/HV s& duoc ghi 1én phan mém luu lai. SV/HV nép lai gidy nhap cho
CBCT, dé nguyén may tinh cho CBCT dua danh sach diém va ky xéc nhén.

SV/HV kiém tra két qua trén may va trén danh séch, ky vao danh sach két qua
diém thi. SV/HV chi duge ra khoi phong thi khi d& hoan thanh xong cac thu tuc két
thtc ca thi.

5.2.7. Ban giao két qua thi

Két thuc timg budi thi, CBCT ban giao danh sach két quéa diém thi va bién ban
xtr Iy ky luét, gidy cam doan (néu c6) cho phong KT&KDCL [BM.KTKDCL.02. 02].

Cac bién ban xu ly ky ludt (ban gbe) duoc luu lai phong KT&KDCL, bién ban
photo giii vé& phong Pao tao, QLSV va bd mén.

Cubi dot thi phong KT&KDCL ban giao danh séch diém thi cho phong Dao tao,
phong Sau dai hoc (ban gbc) sau khi sao chup chuyén gido vu bd mén va luu tai phong
KT&KDCL (ban sao).

5.3. Nhiém vu ciia cac don vi lién quan

Phong Pao tao, phong Sau dai hoc 14p ké hoach thi; nhan danh sach két qua
diém thi.

Cac bo m6n chudn bi ngan hang ciu héi va cdu triic @ thi, cén bo coi thi, nhin
danh s4ch két qua diém thi.

Phong KT&KDCL: Phan cong CBCT, chuan bj hd so thi, giao nhan danh sach
két qua diém thi.

Phong Quan tri chuén bi co sé vét cht, nude ubng cho CBCT.

Phong CNTT chuén bi phong méy, CBCT theo ké hoach thi.

6. Ho so
T Tén tai liéu Thoi gian luu Noi lwu triv
.| Lich thi 10 nadm DT, KT&KDCL
2. | Phén cong can bd coi thi ' 10 ndm - KT&KDCL
A - 4 " udn tri
3. | Du tru co s& vit chat 10 ndm K”? &I(BCL
4. | Bang thanh toan CBCT 10 nam KT&KDCL
Danh sach SV/HV du thi 10 ndm KT&KDCL
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T Tén tai liéu Thoi gian lieu Noi luu triv
% Hii oo TEE B o e G . B mon
6. | Ngan hang cdu hoi, cau trac dé thi 10 ndm KT&KDCL
S6 giao nhan cdu tric dé thi, danh sach diém thi 10 ndm KT&KDCL
S6 thay dbi can bo coi thi 10 nim KT&KDCL
.| 86 théng ké tinh hinh coi thi 10 ndm KT&KDCL
10. | Bién ban giao nhin danh sich két qua diém thi 10 ndm KT&KDCL
Dao tao
A o T&KDCL
11.| Bién ban xt ly sinh vién vi pham quy ché thi 10 ndm K b
QLSV
B6 moén
Dao tao
12. | Danh sach két qua diém thi Dai han KT&KDCL
B6 mén
7. Phu luc (cac biéu miu)
STT Ma hiéu biéu miu Tén bidu miu
1. | BM.KTKDCL.02.01 Bién ban xtr Iy SV/HV vi pham quy ché thi
2. | BMLKTKDCL.02.02 Bién ban giao nhan danh sach két qua diém thi




