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QUY TRINH

THANH TRA/KIEM TRA KY THI CAP CHUNG CHI UNG
DUNG CONG NGHE THONG TIN

Ma s6: QT/BTCNSTT&PC/01
Ban hanh lan: 01

Hi¢u lyc tur ngay :




1. QUY TRINH . Mi sb:
THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu Iyec:
Theo déi stra chira/ b6 sung tai liéu
Ngay Vi tri Noi dung sira doi Ghicha
Phén phoi tai liu
TT Don vi

1 | Ban T chirc nhan su, thanh tra va phap ché

2 | Vién Pao tao Cong nghé thong tin, chuyén dbi sd

3 | Cac bBon vi c6 lién quan




1. QUYTRINH Ma s
THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu luc:

1. MUC PiCH

- Hoat dong thanh tra/kiém tra nham chu dong phong ngira, phat hién nhing sai
sot va kien nghi xt Iy nhimg truong hop vi pham (neu c6) doi véi ky thi cap chuang chi
ng dung cong ngh¢ thong tin (UDCNTT) tai Truong Dai hoc Tha Dau Mot (sau day
goi tat 1a Truong/Nha truong);

- Dam bao sw cdng bang, chit chg va khach quan trong cdng tac to chirc thi dé
dam bao cac ky thi dién ra an toan, nghiém tdc va tuan tha ding quy dinh;

- Hoi ddng thi té chirc thuc hién theo quy trinh, bao dam ky thi dién ra an toan,
dung quy dinh.

2. PHAM VI AP DUNG

Quy trinh nay ap dung dbi véi don vi t6 chirc thi cap chitng chi tng dung cong
nghé thong tin, cac don vi thudc/truc thude Truong, vién chiac - nguoi lao dong, giang
vién, sinh vién, hoc vién va thi sinh ngoai Truong cé tham gia vao hoat dong thi tai
Truong.

3. TAI LIEU THAM CHIEU

- Luat Thanh tra s6 11/2022/QH15 ngay 14/11/2022;

- Théng tu s 51/2012/TT-BGDDT ngay 18/12/2012 cua By Gio duc va Bao
tao quy dinh vé t6 chac va hoat dong thanh tra cua co s Gido duc dai hoc, trurong trung
cap chuyén nghiép;

w Quyét dinh 1489/QD-BGDDT ngay 24/5/2023 ban hanh quy dinh vé cong tac
kiém tra cua Bo Giao duc va Pao tao;

- Thong tu lién tich sb 17/2016/TTI_‘T-BGDDT-BTTTT ngay 2}/6/2016 cua 3@
Giao duc va Bao tao, Bo Thong tin va Truyen théng ve viéc Quy dinh t6 chirc thi va cap
chirng chi ing dung cdng ngh¢ thong tin;

. - T}lﬁpg tu 21/2018/TT-BGDDT ngay 24/8/2018 cua Bo Gido duc va Dao tao
vé Quy ché to chuc va hoat dong cua trung tdm ngoai ngir, tin hoc;

- Thdng bao 30 297/TB-QLCL ngay 25/3/2022 cua Cuyc Quan ly chat luong, Bo
Gi4o dyc va Pao tao vé danh sach cac don vi t chirc thi va cap ching chi.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT
4.1. Thuat ngir, dinh nghia
4.2. Tir viét tit

BM Biéu mau

CVv Chuyén vién
BTCNSTT&PC Ban T4 chtic nhan su, thanh tra va phéap ché

Qb Quyét dinh




QUY TRINH M3 sb:

1. . X
THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu Iyec:
PVTC Pon vi t6 chirc

5. NQI DUNG QUY TRINH

5.1. Luu d6 quy trinh

Budc Tién trinh
1 ung cip cac quyét dinh va théng tin
vé viée tot chirc ki thi
Ban hanh quyét dinh vé viéc thanh
2 lap Poan thanh tra/kiém tra ky thi
Thanh tra/kiém tra cong tic chuan bi
3 2 s
to chure thi
4 , ,
Thanh tra/kiém tra cong tac to chie thi
S T U,
Bao cao két qua cia Poan thanh
tra/kiém tra
A 4
Luu hd so
6




QUY TRINH

THANH TRA/KIEM TRA KY THI
CAP CHUNG CHI UNG DUNG
CONG NGHE THONG TIN

Ma so:

QT/TCNSTT&PC/Ol
Lan ban hanh: 01
Ngay hiéu luc:

5.2. Dién giai quy trinh

STT

Noi dung chi tiét

Pon vi/ Ca
nhan chiu
trach nhiém

Thoi gian
thue hién

Buworce 1

*Cung cap cac quyét dinh va
thong tin vé viéc td chirc ky thi

-Pon vi t6 chirc thi cdp ching
chi UDCNTT ban hanh cac
Quyét dinh, K& hoach va cac vin
ban khéc c6 lién quan t6 chuc ky
thi;
Cung cap Quyét dinh, cac vin ban
khac c6 lién quan, thong tin vé sb
lugng thi sinh, s6 luong phong,
phuong an t6 chirc ky thi va cac
thong tin khac theo yéu cau cho
BTCNSTT&PC.

DVTC

Tuy thudc vao
ké hoach cua
don vi (trudc it
nhat 05 ngay
trude khi dién
ra ky thi)

Budc 2

*Ban hanh quyét dinh vé viéc
thanh 1ap Poan thanh tra/kiém
tra ky thi

- Can ctr vao churc nang, nhiém vu
cua BTCNSTT&PC, can ctr vao sb
lugng phong thi (tir 01-06 phong
phin bé: 01 nhdn sw thanh
tra/kiém tra; tir 07-12 phong phén
bé: 02 nhan su thanh tra/kiém tra;
tir 12 phong tré 1én phin bé 03
nhéan su thanh tra/kiéem tra hodc
tuy thuoc vao so lwong thi sinh)
trinh Hiéu truong phé duyét quyét
dinh thanh 1ap Poan thanh tra/kiém
tra;

Gui quyét dinh thanh 1ap Poan
thanh tra/kiém tra cho d6i twong
dugc thanh tra/ kiém tra.

Hi¢u truong,
BTCNSTT&PC

02 ngay lam
viéc

Bwoc 3

-Thanh tra/kiém tra cong tic
chuén bi to chire thi

- Tham quyén ban hanh quyét dinh
thanh 13p céc ban, sb luong, tén goi
cac ban theo quy dinh;

DPoan thanh tra/
kiém tra




QUY TRINH

Ma so:

THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu Iyec:

STT

Noi dung chi tiét

Pon vi/ Ca
nhan chiu
trach nhiém

Thoi gian
thuc hién

- Thanh phén, s6 luong, tiéu chuan
va diéu kién cua truéng ban, thanh
vién cac ban thudc Hoi déng thi;

- Viéc cong khai cac thong tin tai
Hoi dong thi, phong thi (néu co);
Trudce budi thi it nhat 01 ngay,
Chu tich, Phé Chu tich, thu ky, k¥
thuat vién cua Hoi déng thi c6 mat
tai dia diém thi dé thuc hién céc
cong viéc sau:

a) Kiém tra viéc chuan bi cho ky
thi: co s& vat chét va céc thiét bi,
phuong tién phuc vu cong tac to
chure thi;

b) Niém yét danh sach thi sinh du
thi, ma s6 dy thi ctia thi sinh, noi
quy phong thi;

¢) S6 luong cac phong thi, diéu
kién vé anh sang, khoang cach gitra
cac thi sinh thi trén may tinh;
Phuong an phdi hop véi cac don
vi ¢6 lién quan t6 chuc ky thi,
phuong an xir Iy sy ¢b bat thuong
(néu co).

Budc 4

*Thanh tra/ kiém tra cong tac to
churce thi

- Viéc thuc hién nhiém vu ctia Chu
tich Hoi dong thi, Truong ban coi
thi va Truong cac ban chuc nang,
viéc phoi hop chi dao cong tac coi
thi gifra cac ban;

- Trudc gio thi:

a) Can bd coi thi kiém tra phong
thi; danh so bao danh; kiém tra giay
to tuy than, vat dung cua thi sinh;
doi chi€u thi sinh véi1 danh sach
anh; khi c6 nghi van nhan dién c6

Poan thanh tra/
kiém tra
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1. QUYTRINH Ma s
THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu luc:

) Pon vi/ Ca
STT Noi dung chi tiet nhén chju
trach nhiém

Thoi gian
thuc hién

thé chup anh thi sinh dé phuc vu
vi€c xac minh sau nay; goi thi sinh
vao phong thi va dam bao thi sinh
ngdi ding vi tri s6 bao danh;

b) Can bd coi thi nhan gidy nhép,
tai khoan ca nhan cua tung thi sinh
to Truong Ban Coi thi hodc nguoi
dugc Truong Ban Coi thi uy
quyén; Can bo coi thi trong phong
thi ky tén vao cac to gidy nhap va
phat cho thi sinh; kiém tra nguén
dién va vi¢c niém phong cac may
tinh;

¢) Phé bién quy ché thi cho thi
sinh du thi;

d) Khi c6 hi¢u I¢nh 1am bai thi, can
bo coi thi yéu cau thi sinh: khoi
dong may tinh; kiém tra d6 6n dinh
cuia may tinh, ban phim, chuot, truy
cap vao tai khoan cé nhan do can
bd coi thi cung cép, nhan dé thi tir
may chu (gdm phan thi 1y thuyét
trac nghiém va phan thi thyc hanh).
e) Trong thoi gian lam bai thi:

a) Can b coi thi trong phong thi
giam sat chat ché phong thi, khong
dé thi sinh trao doi, quay cop bai;
b) Truong hop co thi sinh vi pham
quy dinh thi, can by coi thi trong
phong thi 1ap bién ban va bao céo
ngay cho Truéng Ban Coi thi dé co
bién phap xur ly;

c) Can bd coi thi, k¥ thuat vién
trong phong thi tai khu vuc dugc
Truong Ban Coi thi phén cong;
dong thoi giam sat va khong cho
phép thi sinh tiép xuc véi bat ky
nguoi nao khéc.




QUY TRINH

Ma so:

THANH TRA/KIEM TRA KY THI | QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu Iyec:

STT

Noi dung chi tiét

Pon vi/ Ca
nhan chiu
trach nhiém

Thoi gian
thuc hién

- Hét gio 1am bai thi:

a) Can bd coi thi huéng dan thi
sinh thuc hién céc thao tac dé két
thiic phan thi cia minh;

b) Can bd coi thi yéu cau tong thi
sinh xem lai céc tép két qua bai thi
ctia minh va ky xac nhan (véi sy hd
trg cua k¥ thuat vién).

- Bong goi, ban giao bai thi:

a) Can bo coi thi cung k¥ thuat vién
thue hién viéc luu bai thi cia mdi
phong thi theo quy trinh da dugc
thiét l4p tai phan mém thi;

b)Sau khi da kiém tra chic chin
viéc luu bai thi, can bo coi thi va ky
thuat vién xo6a toan by dir li€u thi
tai tong may tinh cua thi sinh vira
du thi;

¢) Toan bo dir li€u cua dot thi dugc
Iuu thanh 02 ban vao 02 thiét bi luu
trlr riéng bi¢t va dugc niém phong
dé chuyén cho Ban Thu ky. - Viéc
xt 1y vi pham d6i véi can bo coi
thi, cdn bd ¢ lién quan va thi sinh
cua Ho1 déng thi, Trudng ban coi
thi;

- Viéc thuc hién nhiém vu cua can
bd coi thi, thu ky, nguoi co lién
quan va trach nhiém thi sinh tai khu
vuec thi, trong phong thi.

Bwoc 5

*Bao cdo két qua cia Poan
thanh tra/ kiém tra

Doan thanh tra/kiém tra thuc hién
b4o cao két qua thanh tra/kiém tra
bang Bién ban ghi nhan tinh hinh.
Trudng hop cd nhitng su cd bt
thuong hodc sai pham trong qua
trinh t6 chtc thi, Poan thanh

Cham nhét 01
Doan thanh tra/ | ngay lam vi¢c

kiém tra ké ngay ky thi
két thac
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1. QUYTRINH Ma s
THANH TRA/KIEM TRA KY THI QT/TCNSTT&PC/01
CAP CHUNG CHI UNG DUNG | Lan ban hanh: 01
CONG NGHE THONG TIN Ngay hiéu luc:
) Pon vi/ Ca Thoi sian
STT Noi dung chi tiét nhan chju s1a
) . A thwe hién
trach nhiém : ;
tra/kiém tra bao cao Hiéu trudng
xem xé&t, xur 1y.
*Luu ho so
Buéc 6 | BICNSTT&PC, DVTC c6 trach Doan thanh tra/
nhiém luu trir ho so thanh tra/kiém | kiém tra, DVTC
tra.
6. DANH MUC BIEU MAU
A s 1AL Tt A Thoi
sTT | Ten TailigwBicu M hoa gian Noi lru
mau/ huwéng dan T

Biéu mau Quyét dinh
1 thanh 1ap doan thanh
tra

BMO1.QT.BTCNSTT&PC.01 |2

0 nam | BTCNSTT&PC

Biéu mau Bién ban
2 Ghi nhan tinh hinh t&
chuc ky thi

BMO02. QT.BTCNSTT&PC.01 |2

0 ndm | BTCNSTT&PC




[BMO1.BTCNSTT&PC.01]

UBND TINH BINH DUCONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC THU DAU MOT Péc 1ap — Tw do — Hanh phiic
S6:  /QP-PHTDM Binh Duong, ngay... thang... nam...
QUYET PINH

vé viéc thanh lap Poan thanh tra/kiém tra ky thi....
HIEU TRUONG TRUONG PAI HQC PAI HOC THU DAU MOQT

(@77 e /S U

(177 7o PP PP

Xét dé nghi ciia Truéng Ban To chire nhan s, Thanh tra - Phdp ché.
QUYET PINH:

Diéu 1. Thanh 14p Poan thanh tra/ kiem tra ky thi...... Ngay... /... I....
, cua Truong Pai hoc Thu Dau Mot, gom cac ong/ba sau:
L Trudng Poan: ......ooiiii

3. Thanh VIEN: ..o

e

Pidu 2. Poan thanh tra/kiém tra ¢6 nhiém vu

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Cac ong, ba: Chanh Van phong Truong Ban T6 chirc nhan su, thanh tra va
phap ché, Vién truong Vién Dao tao cong nghé thong tin, chuyén doi so, cac
Trudng don vi c6 lién quan va Ong/ba c6 tén tai Diéu 1 chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhgn: HIEU TRUONG
- Nhu Diéu 3;
- Luu: BTCNSTT&PC



[BM02.BTCNSTT&PC.02]
TRUONG PAIHQC THU DAUMOT  CONG HOA XA HQI CHU NGHIA VIET NAM
BAN TO CHUC NHAN SU’ Péc 1ap — Tw do — Hanh phiic
THANH TRA VA PHAP CHE

Binh Dwong, ngay... thang... nam...

BIEN BAN
Ghi nhén tinh hinh t6 chirc ky thi

HO6m nay, vao lac....... gio....... phut, ngay...... thang...... nam...... , tai
phong...... Truong Pai hoc Thu Dau Mat.

Poan thanh tra/kiém tra dugc thanh 1ap theo Quyét dinh s6 ....../ Qb-bHTDM
ngay ..... thang ..... nam 20...... cua Hiéu truong Truong Pai hoc Thu Dau Mot
gom

| PAI DIEN POAN THANH TRA/KIEM TRA

1 Ong (Ba).....oooviiiiiiii Chic VUi oo
2 Ong (Ba)......oovvviiiiiii, Chlric vu: .o
3 Ong(Ba)...ccoovviviiiiiiii Chlirc vu: oo
Il.  PAI DIEN HQI PONG THI

1 Ong (Ba)......ooovvvviiiiii, Chicvu: .o
2. OngBA)eeuieeiiiieii ChlTC VU ..o
3 ONg (BA)...eeeeieeieeeeeiee . Chlrc vu: ..o

I11.  NOI DUNG THANH TRA/KIEM TRA CONG TAC TO CHUC THI
Thuc hién dung quy dinh o Chua thyc hién dung quy dinh o
No1 dung ghi nhan:

Céc bién phép kién nghi xu 1y:



S6 liéu thong ké:
S thi sinh dang ky du thi:

N

Viéc thanh tra/kiém tra két thuc vao.....gio...... phut,
gay...... thang...... nam.......

Bién ban nay dugc 1ap thanh 02 ban c6 gi tri nhu nhau, mdi bén gitt 01 ban./.

DAIDIEN PONVITO  DAIDIEN POAN THANH  NGUOI GHI BIEN BAN
CHUC THI TRA/ KIEM TRA



