KHOA THUY SAN M sb:
Quy trinh Ban hanh 1an:
NOQP DIEM THI & CONG BO DPIEM THI Ngay hiéu Iyc:
CHO CAC LOP HE TIN CHI Trang/Tong sb trang:

I. MUC PiCH VA PHAM VI AP DUNG :

1.MUC PiCH

Thu tuc quy trinh nay dugc xay dung, thyc hién nham kiém soat viéc nop diém thi va cong bd
két qua hoc tap cua sinh vién.

2. PHAM VI AP DUNG tai céac 16p thudc khéi chinh quy ciia Khoa Thity san.
Il. TU VIET TAT

- CBCT:
-TLGV:
- QLDT:
- BCN:

Can bd col thi -GV:
Tro ly gido vu
Quan ly dao tao

Ban chu nhiém

- HS:

I11. NQI DUNG QUY TRINH

Giang vién

HO so

- CBKSTL: Céan bo kiém soat tai liéu

Luwu do cac buéc
cong viéc

Noi dung thue hién
(M6 ta cac budc cong viéc)

Nguoi chiu trach
nhiém

Ho so luwu

Cong tac

chuan bi

Ban giao
diém thi

- Cudi mdi hoc ky, tro 1y gido vu
(TLGV) t6 chirc cho cac 16p thi theo
lich thi duoc cung cip tir Phong DPao
tao.

- Sau mdi budi thi, tro Iy gido vu nhan
bai thi tir Can bo coi thi (CBCT), tién
hanh dém bai, niém phong tai bai thi.

- Bai thi duoc goi vé cho giang vién
(GV) trong vong 1 tuan ké tir ngay thi
mon hoc (c6 ky vao sd giao nhan bai
thi). Trong moi ti bai thi c6 01 danh
sich theo mAu thdng nhit ctia Phong

Gi4o vién chdm bai thi va gdi ban diém

thi vé van phong khoa cho Trg 1y gido
vu chdm nhat 3 tuan ké tir ngay thi, 1
ban photo gido vién gilt va luu tai b
mon (cac ban diém phai c6 day du chir
ky cia 2 Can b cham thi va truong bo
mon hoac BCN).

- Thu ky s€ luu lai van phong khoa
(VPK) 01 ban (photo), 1 ban diém gdc
(ban chinh) goi vé phong dao tao dé
nhap diém cho sinh vién.

-Khi giao va nhan bang diém giira gido
vién, khoa va phong dao tao déu co ky
vao s6 giao nhan diém thi.

TLGV

CBCT

TLGV

Giang vién

Thu ky

Thu ky va Phong
DPao tao

Danh sach thi
Lich thi

- Bang diém

- S6 ban giao bai
thi

- S6 ban giao
diém thi




Luru do cac buée Noi dung thwe hién Nguoi chiu trach A
A A Ao LA - o Ho so luu
cOng viéc (MO ta cac budc cong viéc) nhiém
- Bang diém
- Phong Pao tao cong bd diém thi cho - S6 ban giao bai
cac 16p chinh quy. Riéng cac 16p hé thi
VLVH, nhan vién VPK s& photo ban - S6 ban giao
diém va goi cho 10p trudng cac 1op diém thi
ngay sau khi nhan diém thi tir gido - Pon xin phuc
vién. tra (néu co)
! - Trong qua trinh phong dao tao nhap
Cong bé dlem néu c6 sai léch so v6i ban diém
2 i gbc ma khoa di goi phong dao tao va
diém thi N X . A .
cong bo cho sinh vién, sinh vién thyuc
hién tra ciru diém (theo miu cta phong
dao tao quy dinh goi trén trang web) dé
nhan vién nhap diém cua phong dao tao
diéu chinh.
- Truong hop sinh vién mudn phuc tra
diém thi, khoa chi dong y cho gido vién
chdm phic tra neu sinh vién goi don
trong vong 1 tun ké tir ngdy cong bd
diém thi. Sau thoi gian trén khoa s&
khong giai quyét bat ky truong hop nao.
 / — -
- Van phong khoa luu trir toan b diém S? dau b"ll <
thi cua giai doan chuyén nganh vao file S? thyc tap (néu
ho so diém thi theo ting 16p. co)
IV. MAU BIEU SU DUNG :
STT Tén biéu miu Mai s6 biéu Thoi Noi luu Ngudi/bo phan chiu trach
miu gian lru nhié¢m
toi thitu
01 Lich thi TLGV
02 S6 ban giao bai thi S6 2 nam GV, TLGV (hoic nguoi
ban giao diém thi Vién phong | nhén bai thi, diém thi)
khoa Nhan vién nhép diém/ P.DT
03 | Bandiém 10 nim GV, TLGV

04 Pon xin phuc khao

Nhan vién nhép diém/ P.DT

GV

Ngudi soan thao Ngudi kiém tra Ngudi phé duyét
Chir ky
Chic danh | TRO LY GIAO VU PHO BON VI TRUONG PON VI
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