BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DPAI HOC CONG NGHIEP
DET MAY HA NOI

S6: 1026/HD-DHCNDMHN

Doc lap -Tw do - Hanh phic

Ha Néi, ngay 11 thdng 8 nam 2021

HUONG DAN TO CHUC THI KET THUC HQC PHAN,
BAO VE KHOA LUAN TRUC TUYEN

- Céin ¢tk vao quy dinh dao tao dai hoc, cao ding hé chinh quy theo hé thong tin
chi s6 1333/0D-PHCNDMHN, ban hanh ngay 02/10/2017.
- Dé dam bao cong tac td chirc ky thi difnra nghiém tic, thong nht gitra cac don

vi va khich quan trong dénh gia két qua hoc tdp cua sinh vién.

1. CONG TAC CHUAN BI

a. Khoa/Trung tam gidng day

- Gtri thong tin vé hinh thtre thi, phin mém/tng dung hd trg td chirc thi vé phong
Dao tao trude ky thi 7 ngay lam viéc.

- T chuc ra dé, phan bién dé thi, nop dé thi theo quy dinh; kém theo huéng dan
sinh vién lam bai theo biéu miu 2 vé trung tim Dam bao chét luong trude ngay thi it
nhit 3 ngay lam viéc. Truong hop sir dung phdn mém thi truc tuyén, bd mén co trach
nhiém t6 chirc nhap d& va phan bién dé thi trén phin mém.

- Lap va cong bd danh sach sinh vién du thi két thic hoc phan theo phong thi
(biéu méu 1) trude ngay thi it nhét 1 ngay.

- Lap group quén ly va xt ly nhiing phat sinh trong ky thi.

- Phd bién quy ché thi, hudng din sinh vién va can b coi thi st dung phin
mém/ting dung té chtre thi.

- Cung cap thong tin phong thi truc tuyén cho phong Cong tac Sinh vién & Thanh
tra Gido duc va cac don vi lién quan.

b. Trung tim Pam bao chit lwgng

- Chu tri trong cdng tac to chirc ky thi va 1ap k& hoach phan cong can bo coi thi
(CBCT), can bd giam sat (CBGS) thi.

- T6 chirc bbc tham dé thi, giao d@ thi theo ting ca thi cho truéng bo mon theo
quy dinh.

c. Ph(‘)ng Pao tao

- Téng hop hinh thuc thi, phan mém ding ky cong cu t6 chirc thi dé ban hanh lich

thi truéc ngdy thi dau tién it nhét 5 ngay lam viéc.
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- Cung cép tai khoan va mat khau phong thi cho khoa/trung tdm giang day va
phong Cong tac Sinh vién & Thanh tra Gido duc.

2. CONG TAC TO CHUC THI
2.1. Thiét 1ap phong thi

- Thwr ky t6 chirc thi: danh sach sinh vién du thi file excel, lap group CBCT
(CBCT) timg ca thi dé t6 chirc thi, cung cip sé dién thoai cho CBCT dé xt ly su ¢b
trong qua trinh thi.

- Trung tim Pam bio chit lwong: cung cip dé thi cho thu ky t6 chuc thi trude
gio thi t6i thiéu 15 phut.

- CBCT 1 (giéng vién gidng day 16p): chiu trach nhiém diéu khién phdn mém
t6 chire thi, ph6 bién quy dinh nop/thu bai, phat dé thi, phéi hop véi CBCT khéc giam
sét phong thi, dién thdng tin vao danh sach du thi, tai file bai thi, dbi chiéu gitta sé trang
bai thi va phan khai bdo cia sinh vién ..v..v...

- CBCT 2/CBCT 3: phdi hop v6i CBCT 1 giam sat phong thi, tai file bai thi, dbi

chiéu giita s6 trang bai thi va phan khai béo ctia sinh vién ..v..v...
2.2. Quy trinh t6 chirc thi tw luin truwe tuyén

a. Nhin danh sach du thi va dé thi

- CBCT tép trung tai group ctia thu ky t6 chure thi dé nhan danh séch du thi, dé
thi. CBCT khong tu y ghi thém SV vao danh sach phong thi.

- CBCT, CBGS didng nhép vao phong thi truc tuyén trude thoi gian bat ddu lam
bai 30 phut.

b. Coi thi

- CBCT thir nhét bat chirc ning recorder dé ghi hinh va 4m thanh trong sudt budi
thi va cing CBCT thtr hai goi tén sinh vién dé kiém tra thé sinh vién/chitng minh nhéan
dan/can cudc cong dan.

- CBCT thir nhat chia sé man hinh danh sach sinh vién dé d6i chiéu thong tin véi
hinh 4nh webcam, quan st rd mat sinh vién va khong gian xung quanh sinh vién.

- CBCT thtr hai phd bién quy ché thi, cung cap s6 dién thoai cia CBCT dé sinh
vién li€n-lac khi c6 su cb trong qué trinh thi (nhu mét dién, khong két ndi internet. . D,
nhéc nhé sinh vién ghi théng tin dy du trén to gidy thi theo quy dinh va cach np bai
thi.

- Biing gid phat dé thi, CBCT thtt nhét chiéu dé thi trén man hinh va gii file dé
thi cho sinh vién. Trong qu4 trinh 1am bai, sinh vién thic méic c6 thé trao ddi qua khung

“chat” hoac bat micro d€ trao doi vdi can bd coi thi.



- CBCT can bao quat toan bd phong thi trong sudt qua trinh sinh vién lam bai thi
dam bao khach quan, cong béng, trung thuc. Néu c6 bit thuong (ngudi la xuét hién.. .)

yéu cau sinh vién dirng lam bai dé xac nhan.
- CBGS phong thi néu phat hién bt thuong xtr 1y theo quy dinh.

- Néu sinh vién c6 dau hi¢u gian 1an, CBCT céan canh bdo, nhic nhé hodc 14p bién

bén theo 16i vi pham.
c. Thu bai thi
- Nam phut truée khi hét thoi gian 1am bai, CBCT nhic sinh vién kiém tra cac

thong tin trén bai thi.
- CBCT tht nhét 1an lugt goi tén sinh vién theo danh sach. Sinh vién thong bao
s trang trong bai thi d& dién vao danh sach du thi. CBCT tht hai quan sat phong thi.
- Sinh vién thyc hién ndp bai thi trong vong 10 phut tinh tir thoi diém két thic

thoi gian 1am bai theo huéng din ctia CBCT.
- CBCT tdi file bai thi ciia ting sinh vién vé& may tinh, d6i chiéu thong tin trong

danh sach du thi, luu bai thi cia sinh vién theo tirng thu muc, dit tén theo ¢t phap:

Sobaodanh_HoTenSinhVien_TongSoTrang.
- Trudng hop kiém tra s trang bai lam khong khép v6i danh sach, CBCT can
lién lac véi sinh vién dé xac nhan ngay. s
- CBCT luu tit ca bai thi cua sinh vién vao cung 01 thu muc (Folder) dat tén theo E
cu phéap: Monthi_Ngaythi_Cathi_Phongthi HotenCBCT, nén lai dudi dang .rar guri vé DAl
E-mail ctia thu ky t6 chirc thi ngay khi két thic ca thi. & Rﬁ\mi
o
R

2.3. T chitc thi van dap truc tuyén
a. Trudc budi thi, thu ky td chirc thi 14p danh séch du thi theo nhém va dy kién

khung gio.
b. CBCT th& nhét bat chtrc ning recorder dé ghi hinh va 4m thanh trong su6t budi

thi.
c. CBCT kiém tra thé sinh vién trudc khi phat @& thi cho sinh vién, mdi sinh vién

duge nhan 01 @€ thi; thoi gian sinh vién dugc chudn bi vn dap t6i thidu 1a 10 phut, thoi

gian thi va tra 16i van dap khong qué 30 phut.
d. Két qua thi phai dugc cong b6 ngay sau khi budi thi vin dap két thuc (néu 2

GV khong thdng nhét v& két qua thi, béo cdo Trudng khoa xit 1).
e. Két thuc bubi thi, CBCT tap hop cdc tap tin (file): dat tén file ghi hinh theo cu

phap Monthi_Ngaythi_Cathi Phongthi_HotenCBCT, file excel (.xlsx) két qua thi gui

vé E-mail cua thu ky t& chirc thi theo quy dinh.



2.4. T6 chirc thi tric nghiém khach quan true tuyén

a. Cén b coi thi thuc hién diém danh trude gio thi, phat d& thi cho sinh vién va
thuc hién giam sat phong thi twong ty nhu t6 chire thi tu luan.

b. Két thic gid 1am bai, can bo coi thi théng béo két qua thi trén hé théng. Sinh
vién x4c nhan diém v6i CBCT.

c. CBCT giai quyét thic mic ctia sinh vién (néu co).
2.5. Té chirc bao vé khoa luan truc tuyén

a. Khoa giri ké hoach bao vé khod luan truc tuyén vé& phong Pao tao trude ngay
t6 chirc tbi thidu 5 ngay lam viée.

b. Thu ky bubi bao vé khoa luan truc tuyén phu trach khéi tao phong hop va gui
thong tin t6i cac thanh vién trong hoi dong.

c. Trinh tu c4c budc trong bubi bao vé khoa luan truc tuyén tuan thu nhu bao vé
khod lun tap trung, ngodi ra can thoa mén cac yéu ciu sau:

i). Tuan tht quy dinh vé tiéu chudn, yéu ciu va sb lugng thanh vién hoi dong.

ii). C4c thanh vién hoi ddng, sinh vién phai duoc chudn bi cac k§ ning cin thiét
dé str dung cac thiét bi, phén mém hd trg hop truc tuyén trude budi bao VE.

iii). Dién bién ctia budi bao vé khoa luan truc tuyén phai dugc ghi hinh, ghi am
day da va Iuu trit kém theo hd so ctia sinh vién.

iv). Bién béan ciia budi bao vé khoa luén truc tuyén do thu ky hoi déng chiu trach
nhiém ghi chép va cong khai ngay trong budi bao vé khoa luan, sau d6 duge giri dén cac
thanh vién hoi déng tham gia budi bao vé va sinh vién dé xac nhan va gui lai khoa ciing
phiéu danh gia cta tirng thanh vién hoi dong.

3. CONG TAC TO CHUC CHAM THI

3.1. Cham thi tric nghiém

a. Ngay sau khi két thiic thoi gian lam bai, CBCT thong bao ngay két qua thi t6i
sinh vién va giai dap thic mic (néu co).

b. CBCT chup anh giao.dién két qua thi trén hé thong (luu dé dbi ching); xuét
file két qua thi vao cing 01 thu muc (Folder) dit tén theo cG phap:
Monthi_Ngaythi_Cathi_Phongthi HotenCBCT, ky xc nhan 1én phiéu diém tra v thu
ky tb chuc thi.

3.2. Cham thi tw luin truc tuyén

a. Thu ky t6 chire thi kiém tra céc 15i vi pham quy ché thi, d6i chiéu v6i minh
chimg giri kém; thdng ké danh sach sinh vién vi pham quy ché thi, vang thi; ban giao
bai thi cho td trudng chim thi. |
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b. T6 truéng chém thi td chirc chém thi hai vong doc lap theo quy dinh. Trong d6
phan cong, sap xép dé can bd chdm thi (CBChT) chdm chéo, dam bao CBChT khong
cham thi 16p minh giang day.

c. T6 trudng chdm thi giao bai chAm cho CBChT thong qua email hodc cung cip
tai khoan chdm bai thi trén ung dung. CBChT ghi diém trén phiéu chdm thi. Sau khi
chim xong, CBChT giri file phiéu chdm cho td truéng chim thi.

d. Sau khi chim 2 vong xong, thu ky chim thi déi chiéu didm va 1ap bién ban
thdng nhét; ban giao file phiéu chdm va bién ban thdng ké cho t6 truong chim thi dé
thyc hién xir 1y két qua chdm diém 1éch (néu c6) va 1ap bién ban téng hop. Phiéu chim
vong 1, vong 2 va bién ban tdng hop c6 ddy du chit ky theo quy dinh.

e. Thoi gian chdm thi 7 ngay lam viéc tinh tir ngay thi.

3.3. Chim thi vin dap

Giang vién phu trach thi van dép gti phiéu chim thi va bién ban tong hop vé thu
ky chdm thi sau khi két thuc lich thi cta hoc phan 01 ngay lam viéc.

3.4. Tat ca cac hoc phén khac (ngoai cac hoc phén thi tric nghiém online,
vin dép, tw luan) hoan thanh chAm thi chim nhit 07 ngay sau khi dot thi két thic.

4. LUU TRU BAI THI

4.1. Lwu tri¥ bai thi ty luin tryc tuyén

Luu trir file ghi 4m va hinh toan b qua trinh thi, bai thi ctia ting sinh vién (file
hinh anh bai 1am, danh séch dy thi va bién ban kém theo (néu c6) c6 day du chir ky cia
CBCT. Khoa/Trung tdm thyc hién luu trit theo quy dinh.

4.2. Luu trir bai thi vin dap truc tuyén

Luu trlt toan bd ghi dm, ghi hinh toan bd qua trinh thi, dé thi, huéng dan chim,
phiéu chdm va bién ban téng hop, danh sach du thi va bién ban kém theo (néu c6) theo
thoi gian quy dinh.

4.3. Luu tri¥ bai thi tric nghiém khach quan true tuyén

Luu trit 4nh chyp két qua thi tir hé théng, file diém thi va danh séch du thi va bién
ban kém theo (néu co),

4.4. T6 chirc bdo vé khoa ludn tryc tuyén

Bién ban cta budi bao vé khoa luan truc tuyén, phiéu chim va file ghi hinh c6
tiéng day di din bién ctia budi bao vé khod luan tuyén. Khoa luu trit theo thoi gian quy
dinh.



5. TRACH NHIEM CUA SINH VIEN
5.1. Truwée khi vao phong thi truc tuyén

a. Sinh vién c6 mat trudc gio thi 30 phut dé thuc hién cac thu tuc trude khi vao
phong thi.

b. Kiém tra lai dudng truyén internet, camera ctia laptop/dién thoai hoat dong 6n
dinh va r6 nét, thé sinh vién.

c. Trang phuc lich su, chon chd ngdi c6 nhiéu 4nh sang, yén tinh, d& quan sat;
dam bao camera quay truc dién sinh vién trong suét qua trinh 1am bai thi.

d. Sinh vién bat camera va thuc hién d6i chiéu, kiém tra thé sinh vién theo yéu
cau clia can bod coi thi. Thé sinh vién ¢6 thé thay thé bang gidy to phép ly cé anh nhu
chirng minh thu, can cudc cong dan.

e. Néu khong dang nhap duoc vao phong thi, sinh vién cin lién hé ngay véi giang
vién gidng day hoc phan (CBCT 1).

5.2. Trong qu4 trinh 1am bai thi trwe tuyén

a. Sinh vién phai bt camera, bat micro trong sudt qua trinh lam bai thi.

b. Trung thuc, khong sir dung bat ky hinh thirc gian 14n trong thi ct. Truong hop

vi pham quy ché thi, sinh vién s& bi xtt ly theo quy dinh hién hanh cia Nha trudng.

c. Trong céc truong hop bat kha khang (mét dién, 16 mang,...) khong nop duoc
bai thi, sinh vién phai bao ngay cho CBCT tai phong thi d& ghi nhan va c6 bién phap xir
ly dam bao quyén lgi cho sinh vién.

d. Néu c6 viéc dot xuit cin ra ngoai, sinh vién can phéi xin phép CBCT.

e. Sinh vién thuc hién theo cic yéu cau khac cia CBCT trong qué trinh thi.
5.3. Khi két thiic bai thi trye tuyén

a. Sinh vién luu y vé thoi gian ndp bai thi khi dugc CBCT théng béo, dic biét 1a
trong trudng hop bai thi viét can chup lai va tai 1én hé thong (email, zalo, tmg dung khac
theo quy dinh).

b. Céc trudng hop ndp bai thi ma hé théng (email, zalo, ung dung khac theo quy
dinh) khong ghi nhén (do 18i mang, mét dién,...), sinh vién sé& bj tinh 1a ving thi.

c: Sinh vién chi dugc phép ra khéi phong thi sau khi CBCT kiém tra va xac nhan
day du bai thi trén hé théng.

6. XU LY PHAT SINH TRONG QUA TRINH THI

a. Sinh vién bi nhan diém 0 trong nhitng truong hop sau:

- Bang nhép vao phong thi muodn sau 15 phut phat dé thi.

- Tu y tat camera/micro/dang xuit khéi phong thi trong qua trinh lam bai.
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- Khai béo s6 trang bai thi khong ding thyc té.

b. Truong hop khac, CBCT phai bdo ngay véi thu ky té chirc thi/CBGS. Thu ky
t6 chirc thi bao céo trudng khoa/trung tim dé giai quyét.

c. Trudng hop phat sinh trong qué trinh chuan bi t6 chic thi, gidng vién giang
day bdo céo trudng khoa /trung tim dé giai quyét./.
Ghi chi: Cdc ndi dung khdc vé té chirc thi dwgc thuc hign theo quy dinh hién hanh. /.

Noi nhin: WKT HIEU TRUONG
o /5 PHOHIEU TRUONG
g / /" TRUDNG
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Phu luc

O 1
\ \cbe kP o fi DANH SACH DU THI KET THUC HQOC PHAN
\ HA NI /. /
W :};\‘ww c;:/’y .......................................
TraNg# thi: ... Gio thi: ........

Thoi gian c6 mat tai phong thi: ... Phong thi: <Tai khodn va mat khiu ding
nhap>
S6 dién thoai lién hé xir ly sw ¢b trong qua trinh thi: <Ho tén va s6 dién thoai>

Tén dang nhép vao tai khoan cua sinh vién: Sobaodanh_Hoten

ba
Sb ‘ . | ndp
. o . ' Ngay So , —_
STT | Tén ding nhip | bao Ma SV Ho va tén Lép - bai Ghi chi
sinh trang ,
danh (ddnh
ddu x)
1 |0l LuuThiAn | 01 | 1850010482 | LuuThiAn | DHMI-K5 | 2/3/2000 3 %
2 02 Lé Thi Ha 02 1850010483 | Lé Thi Ha 5 X Khién trach
3 03_D6 Thi Na 03 | 1850010485 | DS Thi Na 6 X Mudn 5’
4 04 V& Nam 04 1850010486 | V6 Nam 2 Ving thi
5 05 Mai Nga 05 1850010487 | Mai Nga 4
Téng so sinh vién du thi: ... Téng so sinh vién ving thi: ...
Téng sé sinh vién vi pham quy ché thi: .......... (kém theo bién ban)
Ha Néi, ngay ... thdang ... nam 20..
Giam thi 1 Giam thj 2 Nguwoi lap
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén) (Ky va ghi ro ho tén)
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Biéu miu ;,aﬂmapg din sinh vién lam bai
/ FE—N\gquonNG DAN SINH VIEN LAM BAI THI
/"(__ TAUSNG
,é/ DAl HOC
- Quiy it K& BAIT i <
- Qufﬁn}kﬁ"&éﬁé{{ Hai/ hi theo ct phéap: S6 bao danh_Ho tén_S6 trang
oK Vidu: 01_ Luu Thi An_6
- Quy dinh thoi gian ndp bai thi:

i du: Sinh vién 1am bai thi trén gidy, g file anh scan>

- Huéng dan sinh vién nop bai thi: <qua email, zalo, google drive, classroom,...>
- Huéng dan CBCT thu bai thi: ....
- Quy dinh vé bai thi viét gidy (ghi r5 s6 trang) nhu sau:

Bai thi két thic hoc phén ......
Hoc ky 2 nam hoc 2020-2021
S6 béo danh: .................. M4 sinh Vién: .....................
Hg ten sinh vien: [ Ngay sinh: ........... Laps .. onengn
BAI LAM
AL 2 . o s s mmm s 33 wopmen 55 ' o emin § 53 SSRRRAS § 543 BSBESS 54 bicimmmmnn s 50w e
- Trang 1 -




if.‘:/ DAl HOC

Biéu miu 3. Bién ban xir Iy sinh vién vi pham quy ché thi

»,B.Q GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
ONGE AI HOC CONG NGHIEP Pic 1ap - Tu do - Hanh phic

Ve,
,‘5_// T"mé‘w.;

i @{ctas ‘w? DET MAY)
K‘E\%@ i“ Al b““ﬂ @Z'BAN XU LY SINH VIEN VI PHAM QUY CHE THI TRUC TUYEN

HOC PRAN: ..o
Phong thit.........oooooiiiiiiiiinin, Ngay thi: ............... &7 e it P
Ho va tén sinh vién vi pham quy ché thi: ...........ocooveiiieee
IV BTN VGBI . oohsse kmm o miinn aom oo werdig v s bl s am s s s L0t sniis St B0 el Lo y w3 i

Hinh thirc vi pham (ddnh diu vao muc twong wng dudi diy)

1. Khién trach: trir 25% diém thi hoc phén khi sinh vién pham 16i 1 lan

3. Dinh chi thi: nhan diém 0 hoc phén va bi budc ra khéi phong thi. O

3.1. D4 bj canh céo 1 1an nhung van tiép tuc vi pham quy ché trong gio thi

mon do.

3.2. Sau khi phat d& bi phat hién con mang theo tai liéu, str dung phuong tién
ky thudt thu, phat, truyén tin, ghi 4m, video.

3.3. Dua dé thira ngoai, nhan bai giai tir ngoai vao phong thi.

3.4. Viét khau hiéu, viét v& bay trén bai thi.

3.5. Tat éamera, tat micro trong khi thi.

Céc vét chimg kém theo (hinh anh, video):

....................................................................................................

....................................................................................................

....................................................................................................

O
CBCT khong quan sat dugc sinh vién 1am bai thi. J;,:;i“
2. Canh cao: trr 50% diém thi hoc phén khi sinh vién pham 1 trong c4c 18i | O VAVARL
l<{ ®©Al
s 110 R . X X : X T || ——
2.1. Da bi khién trach 1 lan nhung van ti€p tuc vi pham quy ché trong gio thi i‘g"’ |68 Gk
W\ ,:‘ }
mon do. WA
2.2. Tu y bat micro va ndi chuyén, khong tuan thu hiéu Iénh cia CBCT. RN



Noi dung vi pham:

.............................................................................................................
......................................................................................................

....................................................................................................

Ha N¢i, ngay ... thang ... nam 20..

Truwéng khoa Giam thi 1 Giam thj 2
(Ky va ghi ré ho va tén) (Ky va ghi ré ho va tén)

(Ky va ghi ro ho va tén)
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