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QUY TRINH THI TOT NGHIEP

1. Muc dich va pham vi ap dung:

a. Muc dich ’ ' “

Quy trinh nay quy dinh thong nhat ndi dung, trinh tu, trach nhiém, cach thuec to
chtic c4c giai doan trong qué trinh t6 chtc thi tét nghiép cho hoc sinh.

b. Pham vi ap dung:

Ap dung ddi véi tat ca cac phong, khoa, bé moén cé lién quan va hoc sinh tham
gia thi tot nghiép ctia nha truong.
2. Dinh nghia va cac tir viét tit:

a. Dinh nghia:

b. Tir viét tat:

CTHD Chu tich hoi dong

PDT-HC-KT Phong Dao tao-Hanh chinh-Ké toan
HDTTN Hoi dong thi tot nghiép

BPDT B6 phan bao tao

BTK Ban thu ky

BCT-CT Ban coi thi — Cham thi

K Khoa nghé

CBCT Can bo coi thi

HS Hoc sinh

3. Luu do (xem trang 2)
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4. Dic ta Quy trinh thi tét nghiép

B¢ phan/

B0 phan/

toan khoa

HSSV.

.. i . R . .. nguoi Két qua 2R
Bude cong viec NOi1 dung cong viéc nguoi thue £ Bieéu mau
n phoi hgp | dat dwoc
hien .
) thwe hién
- Cham nhét 1a 01 thang sau khi bat dau hoc ky cudi
ciia mdi khoa hoc, BPDT can cir ké hoach dao tao
khoa hoc du kién ngay thi, ngay bé giang cua ting
. .| khod hoc dé lam can ctr xdy dung ké hoach thi. Ké hoach
Xay dung ke . P . % n . C s
_ - BPDT xay dung ke hoach thi tot nghiép TN trinh Thi va
1. hoach thi TN e , , . Lo T BPDT L
Hiéu truong ky duyét trude dau hoc ky cuoi. cac hoi
- Can ctr vao ké hoach thi tét nghiép, truong PDT- dong
HC-KT tham muu Hiéu truong thanh lap HDTTN
va cac ban gitp viéc trude khi thi cham nhat 1a 30
ngay .
- Can clr vao dé xuat nhan su cia PDT-HC-KT da |
2. Phé duyét dugc Hiéu truong duyét, PDT-HC-KT soan thao | BPDT
quyét dinh trinh Hiéu trudng duyét va ban hanh.
GVBM Hoan Gido vién bo méon hoan thién cac bang diém két
3. | thién diém cac thac MH/MD (néu co truong hgp hoc tra ng phai t6 | GVBM
MH/MD chure va hoan thién)
GVCN xét két | Can ctr diém cua cac MH/MD trong hoc ky, nam A
4. | quarenluyén |hoc, khoa hoc t6 chuc xét két qua rén luyén cho GVCN
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Khoa, bd mon

Khoa, by ' moén ra soat lai bang diém cua GVBM,

e thng hop didm GXVCT‘\I nc}p‘, téng hop trinh trudng khoa ky vanop | Truong khoa
vé phong dao tao
Tong hop diém | BPDT tong hop diém chung cfjaqtoém khoa hoc, xép K hoa
6. | HT/RL toan 102:1i hoc tap, rén luyén cua HS dé trinh HDTTN xét | BPDT GDNN
khoa diéu kién cho thi TN
Thanh lgp B})DT tham muu ?ho Hiéu tru(}’ng thanh 1ap hoi
d ' dong thi TN dé diéu hanh dat két qua va ding quy | BPDT
HDTTN .
dinh.
Can ctr phan cong cuia hoi dong thi TN cac khoa
g Phan cong GV hop phan cong giang vién tham gia cong tac coi, Khoa
" | ra dé thi TN cham thi, cong tac ra dé thi,.... Trinh HDTTN xem | GDNN
x€t tham muu Hiéu truong.
Tham muu
thanh lap cac o L .
ban gitip viéc HDTN 'can Cl{' pharl corng cua c'a,c ph?ng, khoa ra ,
9. s quyét dinh thanh 1ap cac ban giup viéc ( Ban thu ky; | HDT TN
(BTK3 Ban be Banra dé,...)
thi, Dé tai, 7
Cham...)
10. Phan cong 6n thi | Khoa r}ghé can cu chuyén mon cua giang vién phu | Khoa
TN trach t6 chuc on thi TN cho HS. GDNN
11.| 6n thi GV on thi theo phan cong. GV
Té chite xét DK Cénwcfr ke”’;t q~ué f}c_)c téfp ren luyén cudi Ehé% va ’céc BPDT&
12. du thi TN kh‘oan phi da hoan thanh.... HDTTN t6 chuc xét Khoa
' diéu kién du thi va trinh Hiéu truong phé duyét GDNN
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danh sach HS du diéu kién du thi TN va khéng du
diéu kién

Chuén bi o HDTTN kiém tra dé, co s vat chét, nhan dé, chuan , 01
13. , _ o B g g ) ) Ban Thu ky

chtrc thi TN bi phong thi dé t6 churc tot cong téc thi. 05
14.| Xuly baithi |- Di voi bai thi vi pham quy ché thi bi xtr ly dinh chi | Ban Thu ky 04

thi: Ban thu ky loc nhitng bai thi bi 1ap bién ban xu ly
Pinh chi thi do vi pham trong qué trinh td chirc thi (néu
c6) dé mot thi riéng.

- Ddi vai cac bai thi bi 14p bién ban vai hinh thirc xur ly:
khién trdach, cinh cdo thi bai thi van dugc cat phach va
t chtrc chdm theo Quy ché thi. Két qua bai thi bi xir ly
trir theo két qua bién ban xu ly; Ty 1& % diém thi bi trir
ciing duge ban thu ky ghi chi vao biéu phach nhing )
phach vi pham tvong mg dé giang vién cham thi xu ly
két qua bai thi (trir %) trude khi ndp két qua vé ban thu
ky.

- Xu ly céc truong hgp vi pham trude lae xu ly phach:
Trude khi xr ly phach bai thi, ban thu ky kiém tra lai
cac bai thi nham phat hién nhitng dau hiéu bét thuong:
Bai thi ¢6 danh déu riéng, bai thi viét bang 2 mau muc
khac nhau, ghi ho tén, s6 bao danh cua thi sinh...tach
thanh mot tai riéng dé xudt 1én trudong ban cham thi xur
ly. Cac bai thi nay duge tO chirc chdm tdp thé, néu
truong ban chdm thi va hai giao vién chim thi xem xét
két luan bang chung tiéu cuc thi trir diém theo quy dinh
ctia Quy ché thi hién hanh.

- Xt ly phéach bai thi: Ban thu ky chudn bi danh sach
danh phéch bai thi, phiéu cham, bién ban phach ghi két
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qua cham nhat 1a 02 ngay sau khi thi.

- Ban thu ky don tui, danh phéach, cit phach. xtr ly
bai thi vi pham quy ché cham nhét 1a 03 ngay sau ngay
thi (khong tinh ngay nghi, 18).

- Sau khi nhan két qua biéu phach tir can bo cham thi,
ban thu ky hoi phach, 1én diém thi theo biéu

15.| Cong b Két qua - Chu?/én két thJé diéln t}mi ‘vé c}jo BPDT cPém r'1hétwlé BPDT 06.01
03 ngay khi nhan két qua tor trudng ban cham thi. Viéc
cap nhat va thong bao diém cho sinh vién thuc hién theo
quy dinh hi¢én hanh
Sau khi cong bd két qua diém thi néu co don dé& nghi
phuc khao diém thi to chirc chAm phtc khao. Viéc cham
phuac thuc hién nhu sau:
- Nhéan don xin phuc khao
- Chuan bi cham phuc khéao
- Ban thu ky téng hop don, kiém do phach, déi chiéu
két qua gitra biéu phach va bai chdm
- Truéng ban cham phuc khao dé& xudt danh sach gido
T6 chirc chdm | vién cham phtc khao -trinh Hi¢u truong duyét, thong 02
16. oy A ;g r .~ |HBTTN
phuc khao bao dén gido vién dugc moi cham phuc khao (cham 03

nhéat 03 ngay sau thoi gian hét han nhan don cua HS)
Tré lai bude tht 6 dé thuc hién

X Iy két qudi chiam phiic khdio

- Néu két qua chdm phuc khao trung khép véi két qua
chdm lan thir nhdt thi ban thu ky hoan thanh thu tuc
giao nhan két qua cham vai ban phuc khao

- Néu két qua cham phiic khao 1éch so véi két quéa cham
lan thir nhat thi xur ly két qué theo quy ché tuyén sinh




hién hanh
- Két qua cham phuc khao dugce trurong ban phic khao
xac nhan va giri vé Phong Dao tao theo mau. Viéc cap
nhat va cong bd diém cho hoc sinh dugc thuc hién theo
quy dinh

17 Phe duyet s?u khi i:é két qu?l thi BI‘DDT t.fAlam muu qU):ét dirjh —— Hié’u
cong nhan két qua TN trinh hiéu truong phé duyét. truong
Tong hop - Bao | . :
18. '8 CZE a0 Tong hop két qua va bdo céo co quan chu quan. BPDT 06.02
19. Luu Luu trtr theo quy dinh BPDT




5. Cong cu, biéu mau.

Stt Tén biéu miu Ky hi€u
1. | K& hoach thi tét nghiép Khéng ma hoa
2. | Cac bién ban trong qua trinh thi TN BM.P.DT.01.TN
3. | Pon xin phuc khao cua hoc sinh BM.P.DT.02.TN
% | Thong bao chim phuc khao BM.P.DT.03.TN
5 Bién ban xtt Iy hoc sinh vi pham quy ché BM.P.DT.04.TN

thi

- 6. | Danh sach phong thi TN BM.P.DT.05.TN

7. | Bang tong hop diém thi TN BM.P.DT.06.TN




SO LD-TB&XH KHANH HOA  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE

Poc 1ap - Tu do - Hanh phuc

CAM LAM
, Cam Lam, ngay  thang nam ........
S6:  /KH-TCNCL
KE HOACH TO CHUC THI TOT NGHIEP NAM ......
Poi twong du thi:
Khoa: ......... | T RS-
Khoa: ......... B e o i ¢ v GBS S § SRR § S § SHRSN S § PN €S § SRR

1. NOI DUNG THI - HINH THUC THI VA PE THI TOT NGHIEP.

-+ Di voi hé trung cap khod

téng hop nghé nghiép va Thuc hanh nghé nghiép.

phai du thi 3 moén: Chinh tri; Ly thuyét

Mon thi

Nghé

Hinh thirc thi

S6 lwong dé | Thoi gian
hoc sinh lam

bai

Chinh tri

Ly thuyét nghé

Thuc hanh nghé

Toan

Vat ly

Hoa hoc

+ Dé thi va dap an do Ban dé thi xdy dung trinh Hiéu truong duyét

+ Pé thi phai kém theo dap an (moén ly thuyét), phiéu cham diém (mon thuc
hanh), cac so do, ban vé (neu co).

+ Nop dé thi: Cac Tiéu ban nop Bo dé thi va dap an di in ra gidy theo mau
quy dinh cua truong kem theo file luu bd dé thi va dap an cho Trudng Ban dé thi

+ Font chit Unicode, kiéu Times New Roman, size 14.

2. THOT GIAN VA DPIA PIEM THI

- Thot gian thi:

+ Cac mon van hoa: Ngay !
+ Chinh tri; Nghé: Tirngay .../ ...... A dén ngay .
- Dia diém thi:

sl ARG 2 5 5 55

THI TOT NGHIEP NGHE VA CHINH TRI

3. KE HOACH THUC HIEN.

4. QUY PINH POI VOI HQC SINH DU THI
+ Trang phuc du thi:




2

- Thi ly thuyét: Déng phuc, thé hoc sinh.

- Thi thyc hanh: Pdng phuc, thé hoc sinh, bao h¢ lao dong.

- Truong hop hoc sinh mat thé hoc sinh phai thay thé bang CCCD.

+ Phiic khao: Hoc sinh ndp don phuc khao (néu ¢o nhu cau) trong vong 15
ngay ké tir khi niém yet két qua thi tai phong DT-HC-KT. Ngoai thoi gian trén Nha
truong khong giai quyét.

+ Hoc sinh cac khoa truée xin thi lai tét nghiép:

- NOp don xin thi lai ¢6 xac nhan cua dia phuong hodc co quan vé tu cach
dao dirc kem theo 04 anh mau 4x6 méi chup dé lam bang tot nghiép.

- Mang theo CMND hodc Cén cude cong dan dé xuat trinh khi vao phong
thi.

- Nop 1€ phi thi lai (néu ¢c0) theo quy dinh.

Hiéu truong yéu ciu tat ca cac phong, khoa, gido vién va hoc sinh td chuc
thuc hién tot ké hoach trén.

Noi nhin: ‘ HIEU TRUONG
- Cac phong, khoa cua truono;
- Niém yet

- Luu: VT, PT-HC-KT.



BM.P.DT.01.01.TN

TRUGNG TRUNG CAPNGHE. CAMLAM ~ CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do—Hanh phuc

HOIPONG THI TOT NGHIEP

BIEN BAN GIAO NHAN PE THI TOT NGHIEP
GIUA BAN PE THI VOI BAN COI THI

Hoém nay, vao ldc ..... gio ..... phut, ngay ..... thang ..... nam........ , tai HO1
dong thi tét nghiép hé trung cap nghé khoa:.......... cia Truong trung cap nghé

Cam Lam ching toi gom co:

A/ Dai dién Ban dé thi:

e Ong (ba): Chu tich HD Trudng ban dé thi
o Ong (ba): UV Thu ky ‘
B/ Pai dién Ban coi thi:
e Ong (ba): Trudng ban
UV Ban coi thi

e Ong (ba):

Cung thong nhat lap bién ban giao, nhan dé thi tot nghiép véi ndi dung nhu sau:

Ban d2 thi giao Bo dé thi gbém c6 cac bi dung dé thi cac mon:

1) Moén Chinh tri:...... bi, dung :......... de.

2) Mon Ly thuyét nghéj ............... ....bi,dung t...... de.

3) Mon Ly thuyét nghé .................... : oo 38 bi, dung :........ de.
4) Mén Thuc hanh nghé ................ SO bi,dung:............ de

5) Mo6n Thuc hanh nghé .................. ....bi, dung: de

Tinh trang cac bi dung dé thi:

Pai dién Ban dé thi Pai dién Ban coi thi



BM.P.DT.01.02.TN

HOI PONG THI TOT NGHIEP  CONG HOA XA HQI CHU NGHIA VIET NAM
BAN COI THI Poc 1ap — Tu do — Hanh phic

BIEN BAN
PHAN CONG COI THI

_ Cian cr Quyét dinh s&  /QD-TCNCL ngay / /  vé viéc thanh lap
Ban coi thi tot nghiép hé trung cap nghé nién khoa............ cua Hiéu truong truong
Trung cap nghé Cam Lam;
' Hbm nay, Luc ....gio......, tai HD thi tot nghiép, Ban coi thi tién hanh phan
cong CB coi thi nhu sau:

MG EHIE ..o is5 52 5 — Thot gian thi: ........ phut.
Hinh thac thiz.................. (Tréc nghiém/Tu tudn)
Phong thi - Can b coi thi 1 Can b coi thi 2 Ghi chua
01
02

Can by glam sat: ........ooviiiiiiiiii.n.
(Thuc hién theo quy dinh trach nhiém cua CB giam sat)
Thoi gian bat dau thi: ... gio...... phut
Thoi gian két thuc: ..... gio..... phat

(Cac can bo coi thi thuc hién theo cac cong viéc trong budi thi da duoc huong
dan)

Can bg coi thi:

(Ky va ghi ro ho tén)

THU KY BAN COI THI




BM.P.DT.01.03.TN

TRUONG TRUNG CAPNGHE CAMLAM ~ CONG HOA XA HQI CHU NGHIA VIET NAM

HOI PONG THI TOT NGHIEP Péoc lip—Tur do— Hanh phiic
BIEN BAN MO PE THI
MON:..........oo .
Hom nay, vao lic ety phut, ngay  thang nam , tai Hoi dong
thi tot nghiép hé trung cap nghé nién khéa:......... ;

Ban coi thi tot nghiép trung cap nghé Truong Trung cap Nghé Cam Lam,
chiing toi gom:

A/ Dai dién Ban coi thi:
1.ONG (BA): oo Can b coi thi 1;
2008 (BA): cooovooooooeeeeeeeee e Can bo coi thi 2.

B/ Pai dién Thi sinh du thi:

Cung thng nhat lap bién ban mo dé thi tot nghiép v&i ndi dung nhu sau:
- Bi dung bai thi con nguyén ven dau niém phong;
- Tong s6 dé trong bi dung dé thila:....... de.
= NBAN Xt A& thiT oo

Bién ban dugc thanh lap va thong qua cac bén vao lic  gio phut cung
ngay.

Dai dién Ban coi thi Pai dién Thi sinh du thi

GV coi thi 1 GV coi thi 2 Thi sinh 1 Thi sinh 2



BM.P.DT.01.04. TN

TRUONG TRUNG CAPNGHE CAMLAM ~ CONG HOA XA HOI CHU NGHIA VIET NAM
HOIDPONG THI TOT NGHIEP Péc ap — Ty do— Hanh phiic

BIEN BAN GIAO NHAN BAI THI

1\ (0] s ORI
Hom nay, vao luc ..... gio ..... phut, ngay ..... thang ..... nam...... , tai Hoi

dong thi tot nghiép Trung cap nghé khéa .............. Truong Trung cap Nghé Cam
Lam chung toi gdm co:
A/ Pai dién Hoi dong thi:

1/Ong (ba): ................... Trudng ban coi thi

2/Ong (ba): ........oovinnl. Uy vién thu ky
B/ Dai dién can bg coi thi:

© 0N (DA oo (Phong s6 1)

© ONG (DAY oo (Phong s6 2)

Cung thong nhat 1ap bién ban giao, nhan bai thi tét nghiép v6i ndi dung nhu sau:

3/ Hd so thi;

Pai dién Can b coi thi Thu ky Trwong ban coi thi



BM.P.DT.01.05.TN

HD thi tét nghiép nghé Cong Hoa Xa Héi Chii Nghia Viét Nam
Khoéa ngay:.............. Doc lap — Tw do — Hanh phuic

BIEN BAN PHAN CONG CHAM THI

- Can ¢l Quyét dinh s /QD-TCNCL ngdy / / v& viée thanh Iap cac tiéu
ban cham thi tét nghiép hé trung cap nghé khéa........... ctia Trudng Trung cap nghé Cam
Lam;

- Hom nay, Luc  gio, ngdy / /  ;tai HD thi tot nghiép nghé khoa .......... :
Ban cham thi tién hanh phan cong gido vién cham thi nhu sau:

Mon thi: Chinh trj — S bai chdm: ......... bai.
Ho tén GV cham:

Mon thi: LT tong hop nghé nghiép........... —S6 bai cham: ......... bai.
Ho tén GV chim:

Moén thi: TH nghé nghiép................ —S6 bai cham: ......... bai.
Ho tén GV cham:

GV cham ghi két qua cham vao t& ghi diém cua ngudi cham thi va ndp cho HD
thi.

Thu ky TM.BAN CHAM THI



TRUONG TRUNG CAP NGHE CAM LAM
HOQI PONG THI TOT NGHIEP

PHIEU CHAM PIEM

BM.P.DT.01.06.TN

Ghi cha

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Tong cong co:
Trong dé co:

bai thi
bai thi

Giam khao 2

tr diém 5 tro lén

Cam Ldam, ngay

thang
Giam khao 1

nam 20...




BM.P.DT.02.TN

SO LD-TB&XH KHANH HOA  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TRUNG CAP NGHE Doc lap - Tu do - Hanh phiic
CAM LAM
Cam Lam, ngay  thang ndm ........

PON XIN PHUC KHAO
Kinh gui:
- Hoi dong thi tot nghiép Truong Trung cap nghé Cam Lam;
- Phong Dao tao-Hanh chinh-Ké toan.

0N, O JEE - s 25 05 s 58 5 0505 50505 5 s § i #1805 s § i S s B . e 682 e et = . s
Sinh ngay: ... I SIS « s 5 osm o i o 2
Lahocsinh Iop:........oooo i,
Khoa:...........oo
SO A0 danh : .....viiiiiii e
Trong ky thi tot nghiép ........... tir ngay .../..../20... d&én ngay .....[.../20......
Em da tham gia diy du cic mon thi va dat két qua nhu sau:
Mon Chinh tri v6i sé di€m:.................oooe diém
Moén Ly thuyét tong hop nghé nghiép voi so diém :........................ diém
Mon Thuc Hanh nghé nghiép véi sd diém :...................... diém
Nhung qua két qua ctia mon : .................cco.coi.. V6i s6 diém nhu

trén em nhan thay chua thoa dang.
Vay kinh dé nghi Hoi dong thi Tét nghiép xem xét chim phuc khao cho em
mon thi: ...
Em xin chan thanh cam on !

Cam Lam, Ngay .... thdng ... nam 20....

HOQC SINH

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



BM.P.DT.03.TN

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap -Tw do —Hanh phuc

Cam Ldam, ngay ... ... Thang.. ...nam 20.....

THONG BAO

V/v phiic khao bai thi tot nghiép nam ... cho hoc sinh khéa ... ... & Cac khoa trieoc thi lai

Phong Dao tao-Hanh chinh-Ké toan thong bao vé viéc phuc khao bai thi tot nghiép
nam .... cho hoc sinh nhu sau: | | |
I. Thoi gian nhan don phic khao (c6 mau kém theo): tur ngay ...... S — dén
hét ngay ...... [........, vao cac ngay tir thir hai dén thur sau.
- Budi sang: tir 7h30 dén 11h00 |
- Budi chiéu: tir 13h dén 17h00

2. L¢ phi chdm phuc khao nhu sau:

- Chinh tri: ....... d
- Li thuyét tong hop nghé nghiép: ....... d .
- Thuc hanh nghé nghiép: ........ d

. Dia diém nop don phuc khao: tai phong Dao tao-Hanh chinh-Ké toan

(98]

4. Thoi gian cong bo két qua chidm phuc khao: ...... Fosatessas

Mot thong tin xin lién h¢ tai phong Dao tao (Sé DT: 02583 996379).

PHONG DT-HC-KT



BM.P.DT.04. TN

SO LD-TB&XH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Poc lap - Tw do - Hanh phiic

HOI PONG THI TOT NGHIEP

BIEN BAN VI PHAM QUY CHE THI

Hom nay, vao hoi.......... [<a (o S phut, ngay......... thang .......... nam 20.....

Tai phong thi $6:....cooveveeieieerens MON i

Chung toi gom:
] £ s cus asmsmsmmmsamess pomenss wws s e yupasesms vamws CRIC VU .o
T CHANIG TR o s srommmmesos oo s 58850450, ST
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