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QUYET PINH

Ban hanh Quy dinh vé t6 chirc thi va cham thi két thic hoc phan
tai Khoa Luit - Dai hoc Quoc gia Ha Noi

CHU NHIEM KHOA LUAT
Cén ctr Quy ché vé td chire va hoat dong cua Dai hoc Quéc gia va céc co s¢ gido duc
dai hoc thanh vién ban hanh theo Quyét dinh s6 26/2014/QB-TTg ngay 26/03/2014 cia Tha
tuong Chinh Phu;

Can clr Quyét dinh s6 85/TCCB ngay 07/03/2000 ciia Giam ddc Pai hoc Qubc gia Ha
Noi vé viéc thanh 1ap Khoa Luat tryc thudc Pai hoc Quéc gia Ha N¢i;

Can ctr Quy ché dao tao dai hoc & Dai hoc Quéc gia Ha N1 ban hanh kém theo Quyét
dinh s6 5115/QD-DHQGHN ngay 25/12/2014 ciia Giam ddc Pai hoc Qudc gia Ha Noi;

Cin ctr Quy ché dao tao thac sy & Pai hoc Qudc gia Ha Noi ban hanh kém theo Quyét
dinh s6 4668/QD-DHQGHN ngay 10/12/2014 ciia Giam dbc Dai hoc Qudc gia Ha Noi;

Xét dé nghi cia Phuy trach Phong Khao thi va Bam bao Chét lugng Gido dyc,
QUYET PINH

Pi¢u 1. Ban hanh kém theo Quyét dinh ‘nay Quy dinh vé to chirc thi va cham thi
két thuc hoc phan tai Khoa Luat - Pai hoc Qudc gia Ha Noi.

Piéu 2. Quyét dinh nay c6 hiéu lyc ké tir ngay ky.

Piéu 3. Trudng cac Phong chirc nang, Chi nhiém cac B mon va lanh dao cac
don vi c6 lién quan chiju trach nhiém thi hanh Quyét dinh nay./.

KT. CHU NHIEM KHOA
Noi nhgn: PHO CHU NHIEM KHOA
- Nhu Diéu 3;
- Luu: VT.

Nguyén Thi Qué Anh



DAI HOC QUOC GIA HANOQI CONG HOA XA HOQI CHU NGHIA VIET NAM
KHOA LUAT Doc 1ap - Tw do - Hanh phic

QUY PINH VE TO CHUC THI VA CHAM THI KET THUC HQC PHAN
TAI KHOA LUAT
(Ban hanh theo Quyét dinhsé /QDb-KLngay / / )

1. Giri diém danh gia hoc phan:

Trén co so gidy bao giang ctia Phong dao tao va cong tdc HSSV (Phong
PT&CTHSSV), cham nhit mot ngay sau khi két thuc giang day hoc phan, giang
vién gui diém danh gia bo phan, dé thi, danh sach sinh vién, hoc vién duogc dy thi,
khong duge duy thi két thic hoc phan (c6 néu rd 1y do) vé Phong khao thi va dam
bao chét luong gido duc (Phong KT&DBCLGD).

2. Xay dung lich thi:

Phong DT&CTHSSV xay dung ké hoach t6 chirc thi két thiic hoc phan gui
Phong KT&PBCLGD va cac bd phéan c¢o lién quan (it nhat 10 ngay 1am viéc trude
ngay thi).

3. Lap Danh sach phong thi:

Phong KT&DPBCLGD sau khi nhan dugc nhan dugc diém danh gia b phan
clia giang vién, sao 01 bang diém danh gia bd phan gui Phong PT&CTHSSV dé
Phong BPT&CTHSSV lap danh sach phong thi.

4. Thanh lap Ban coi thi hét hoc phan.

Phong KT&DBCLGD trén co so ké hoach t6 chire thi két thuc hoc phén cua
Phong DPT&CTHSSV, dé xuat thanh phan Ban coi thi két thiuc hoc phan trinh Ban
Cha nhiém Khoa ra Quyét dinh.

Thanh phan ciia Ban coi thi két thuc hoc phan gdm: Trudng ban coi thi, cac
can b coi thi.

Truong ban coi thi 1a truong, phd phong, bo mon, trung tam, bo phan thudc
Khoa, trong trudng hop can thiét Ban Chu nhiém Khoa c6 thé chi dinh Trudng ban
coi thi 13 ngudi khong thude cac dbi twong trén. Khi té chuc thi & ngoai Ha Noi,

Truong ban coi thi c6 thé kiém ludn can b coi thi.



Can bd coi thi 1a can bo, giang vién dang cong tac tai Khoa. Dbi voi cac
hoc phan thi bang hinh thirc thi viét, mdi phong thi dudi 50 sinh vién duy thi phai
c6 2 can b coi thi; trén 50 sinh vién phai co tur 2 dén 3 can bo coi thi. Ddi véi
cac hoc phan thi vin dap mdi phong thi ¢6 1 can bo coi thi.

4.1. Trwéng ban coi thi cé nhiém vu:

- Nhan céc tai liéu dé t6 churc thi tir Phong PT&CTHSSV:; nhan dé thi, phiéu
tra 101 trac nghiém (néu c6) tir Phong KT&DPBCLGD (trude khi thi 01 ngay) va ky
vao s6 giao nhan.

- Phan cong can bo coi thi vao cac phong thi va xur 1y truong hop can bd coi thi
dén muén, Véng (lién h¢ lanh dao cac bo mon néu cﬁn), can b thay thé.

- Phat d@ thi, thi phong thi, tai dung bai thi cho can bo coi thi.

- Lién hé véi cac bd phan c6 lién quan giai quyét cac thic mic cua sinh vién
danh sach duy thi (néu co).

- Thu d¢ thi chua sir dung tai cac phong thi (d6i véi cac mon c6 ngan hang dé
thi va bd cau hoi thi). Sau 20 phut tinh tir khi bat ddu gid lam bai, yéu cau can bd coi
thi niém phong dé chua str dung va ghi rd thong tin ngoai ti dung dé: dé phat ra, dé
chwa str dung, ky va ghi rd ho tén (néu co).

- Giai quyét cac bat thuong vé dé thi (dé bi sai dir liéu, bi thiéu dit liéu, photo
mo...) va lién hé véi Phong KT&PBCLGD dé kiém tra, xt 1y kip thoi.

- Thu bai thi cta timg phong thi, kiém dém s6 bai thi, s6 to gidy thi, kiém tra
chit ky ciia can b coi thi, kiém tra danh sach thi, bién ban to chirc thi duoc dién day
du thong tin theo quy dinh trong bién ban.

- Lap bién ban cac van dé: Can bo coi thi di mudn, vang, vi pham quy dinh thi;
can bo coi thi thay thé, cac van dé bat thudng (néu co).

- Bao quan bai thi va ban giao bai thi cho Phong KT&DPBCLGD ngay sau
budi thi (d6i voi cac hoc phan dugc t6 chirc thi ngay thudng tai Ha Noi), sau dot thi
(d6i v6i cac hoc phan dugc to chie thi ngoai Ha Noi) va sang thtr Hai (ddi véi cac
hoc phan dugc to chire thi ngay thir Bay, Cha nhat tai Ha Noi).

4.2. Can b9 coi thi c6 nhiém vu:



- Cén bd coi thi (CBCT) thuc hién nghiém tuc lich thi, trudng hop Véng mat
vi 1y do chinh dang (hoic bat kha khang) phai bao céo ngay cho Truéng ban coi thi
dé kip giai quyét.

- Khong duoc st dung dién thoai di dong, khong dugc noi chuyén riéng, lam

viée riéng, khong huat thudc 14, uéng bia, rugu trong khi lam nhiém vu.
- Phai c6 mat ding gio dé 1am nhiém vu theo trinh ty nhu sau:

+ Trudc gio thi 15 phit, CBCT phai c6 mit tai phong hoi dong dé nhan tai
lidu to chirc thi (danh sach thi, gidy thi, gidy nhap, dé thi,...)

+ Sau khi nhén tai liéu to chirc thi, CBCT 1 d4nh s6 bao danh va goi sinh
vién vao phong thi, CBCT 2 kiém tra cac vat dung sinh vién mang vao phong thi,
kiém tra thé sinh vién va gidy to tiy than c6 dan anh dé nhan dién va ddi chiéu véi
danh sach sinh vién du thi; CBCT tuyét d6i khong tu v ghi thém tén sinh vién vao
danh sach thi.

+ CBCT 2 ky tén gidy thi theo dung sd lwong sinh vién ¢ trong phong thi va
phét cho sinh vién; huéng dan sinh vién ghi s6 bao danh, dién tén va ghi day du cac

muc vao gidy thi trudce khi 1am bai.

+ Khi phat dé thi, CBCT 1 gio cao tai dé thi dé sinh vién thay & con nguyén
niém phong, doc hoac phét dé thi cho sinh vién; CBCT 2 bao quét chung. Néu ¢
bat ky thac mac vé dé thi, CBCT bao co ngay voi Truong ban coi thi dé giai quyét.

+ CBCT ghi 10 trén bang cac ndi dung sau: mon thi, thoi gian lam, dugc hay

khong duoc str dung tai li¢u, si s6 sinh vién cd mat trén danh séch duy thi.

+ Trong gid lam bai, CBCT 1 di kiém tra va ky vao gidy du thi cho sinh
vién.

+Chi cho sinh vién ra khoi phong thi sém nhét 1a sau 2/3 thoi gian lam bai,
sau khi sinh vién da ndp bai lam va dé thi. Riéng v&i mon thi tric nghiém, chi cho
sinh vién dugc ra khoi phong thi sau khi CBCT d3 thu va kiém soat du tat ca sd bai
thi ctia phong thi d6. Néu sinh vién bi dau 6m hodc c6 nhiing van dé bat thuong thi

CBCT phai bao ngay Trudng Ban coi thi giai quyét.



+ Truong hop sinh vién vi pham quy ché thi thi CBCT phai 1ap bién ban xu
1y ky luat theo quy dinh.

+ 15 phut trude khi hét gio 1am bai, thong béo thoi gian con lai cho sinh vién
du thi biét.

+ Khi hét gio 1am bai, CBCT yéu cau sinh vién ngimg lam bai, CBCT 1 thu
bai cua sinh vién, ké ca bai cua sinh vién di bi xt Iy ky luat, CBCT 2 duy tri trat tur
va ky luat phong thi. Khi nhan bai phai kiém tra s6 to gidy thi cua sinh vién da nop,
yéu cau sinh vién tu ghi s6 t va ky tén vao danh sach sinh vién du thi (tuyét dbi
khong duoc cho sinh vién ky tén trudc vao danh sach sinh vién du thi trong khi lam
bai).

+ Sau khi thu bai, CBCT kiém tra sap xép bai thi; dién day du thong tin theo
quy dinh trong bién ban to chuc thi; cac bién ban xur 1y ky luat (néu c6) phai kém
theo bai thi ctia sinh vién. Ca hai CBCT tryc tiép mang tai bai thi va cac biéu mau

bao cdo theo quy dinh dén ban giao cho Trudng ban coi thi.

+ Sau khi ban giao xong bai thi, ting ti dung bai thi dugc Truong ban coi
thi niém phong tai chd, ca 2 CBCT phai ky niém phong 1én mép dan niém phong
cua tai bai thi.

+ i véi truong hop thi van dap: CBCT (chi ¢6 01 CBCT) goi thi sinh vao
phong thi; yéu cau thi sinh boc tham phiéu hoi thi, ghi s phiéu hoi thi va ky vao
danh sach du thi; cho thi sinh chuén bi trong thoi gian 15 phut sau d6 goi thi sinh
1én cac ban cta giang vién hoi thi. Két thiic budi hoi thi, CBCT cong bd diém thi
cho thi sinh ngay tai phong thi sau khi da c6 phiéu cham diém c6 chit ky cia it nhat
hai can b0 hoi thi.

5. To chirc roc phach thi, ban giao bai thi va cham thi

- Khi tiép nhan bai thi tir Truéng ban coi thi, Phong KT&DBCLGD c6 trach
nhiém bao quan bai thi va t6 chirc roc phach. Can by dugc phan cong phu trach roc
phach, sau khi danh sb phéach, roc phach bai thi, niém phong dau phéch thi ban giao
lai cho Truéng Phong KT&DBCLGD.



- Céan bd phu trach roc phach phan loai céc bai thi thudc cac hoc phén tuong
ung voi timg Bo mon phu trach giang day va ban giao bai thi cho Truong B6 mén do
(qua Tro Iy Bo mon), yéu cau ky nhan vao so theo doi ban giao bai thi dé cham.

- Thoi gian x1r Iy bai thi tinh tir khi Phong KT&DBCLGD nhéan dugc bai thi
tir Trudng ban coi thi dén khi ban giao cho B mén cham bai 1a khong quéa 03 ngay
lam viéc.

- Sau khi nhan bai thi, Truéng Bé mén chiu trach nhiém t6 chtrc phan cong
giang vién cham thi két thiic hoc phan. Cong tac cham thi phai thuc hién nghiém
tlc, khach quan, chinh xac va cong bang. Guri két qua chdm bai vé& Trung tim
Khao thi va Pam bao chit lugng (cham nhét 1a 7 ngay lam viéc sau khi tiép nhan
bai thi).

6. Cong bd két qua thi va lich thi bo sung

- Phong KT&DBCLGD c6 trach nhiém nhép, tong hop diém va cong bd
diém hoc phan chdm nhat 1a 5 ngay lam viéc (tinh tir ngdy nhan két qua cham bai tir
B mén) trén phan mém quan 1y diém ciia ngudi hoc.

- Dya trén két qua thi do Phong KT&DPBCLGD cung cép, Phong
DT&CTHSSV 1én danh sach du thi bd sung (néu c6) va thong bao cho thi sinh (7
ngay lam viéc sau khi nhan dugc két qua thi).

7. Giai quyét cac thic mic vé diém hoc phan

7.1. Nguoi hoc néu cé thic mic vé diém danh gia thuong xuyén va danh gia
giita ky sé& truc tiép giai quyét thac mic d6 véi giang vién phuy trach hoc phan trudce khi
bang diém hoc phan dugc ndp vé cho Phong KT&DPBCLGD.

7.2. Nguoi hoc néu c6 thic mic vé diém thi két thac hoc phén dugc to chuc
bang hinh thirc thi van dap thi phai dé nghi giang vién hoi thi giai quyét thic mac d6
ngay tai phong thi.

7.3. Nguoi hoc néu c6 thic mic vé diém thi két thac hoc phén duoc to chuc
b'fmg hinh thtrc thi viét phai ndp don xin giai quyét thic méc vé Phong KT&DBCLGD
trong thoi han 20 ngay lam viéc ké tir ngay két qua diém hoc phan dugc cong bd trén
phan mém quan 1y diém cua ngudi hoc. Trong vong 05 ngay 1am viée ké tir ngay nhan
don, Phong KT&DBCLGD lay bai thi photocopy 01 ban giri ciing phiéu cham diém

phiic khao cho Truong bé mon phu trach hoc phan. Truéng bd mon phan coéng nhiing
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giang vién chua tham gia chdm lan dau lam ngudi chdm phuc khao bai thi va tra két
qua chim phuc khao vé Phong KT&DBCLGD trong thdi han 10 ngdy lam viée ké tir
ngady nhan bai thi (trong truong hop dic biét thoi han co thé 1a 20 ngay lam viée).
Phong KT&DBCLGD théng bao diém phiic khao cho ngudi hoc c¢6 thic méc va nhap
diém lai néu c6 thay doi so voi lan chdm dau tién.

7.4. Ngudi hoc néu c6 thic mic vé két qua nhap diém, tong hop diém hoc phan
nop don xin giai quyét thic mac vé Phong KT&DBCLGD trong thoi han 20 ngay lam
viée ké tir ngay két qua diém hoc phan dugc cong bd trén phan mém quan 1y diém cua
ngudi hoc. Phong KT&PDBCLGD ra soét, kiém tra lai qué trinh nhap diém, téng hop

di€m, néu co sai sot thi chinh stra lai va tra 161 cho nguoi hoc.



