BO TU PHAP CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC LUAT HA NOI Pjc 1ap — Tw do — Hanh phic
S6: 4239/Qb-DHLHN Ha Noi, ngay AA thing £ nam 2024
QUYET PINH

Ve viéc ban hanh Quy trinh t6 chlrc thi két thic hoc phin hinh thie thi viét,
tric nghiém khach quan va thi van dap cia Trwong Dai hoe Luat Ha Noi

HIEU TRUONG TRUONG PAI HQC LUAT HA NOI

Can cw Quyét dinh sé 405/CP ngay 10 thang 11 nam 1979 cia Héi dong
Chinh phu vé viéc thanh lap Truwong Dai hoc Phdp Iy Ha Néi (nay la Truong Pai
hoc Ludt Ha Noi),

Can cir Quyét dinh s6  868/0P-BTP ngay 07 thang 5 nam 201 5 cua Bo truong

B6 Tu phdp quy dinh chitc ndng, nhiém vy, quyén han va co céu té chire ciia T, ruong
Dai hoc Ludt Ha Noi;

Cén cie Nghi quyét s 3 776/NQ-HDTDHLHN ngay 23 thang 10 nam 2020 cua
H¢i dong truong T ruong Pai hoc Ludt Ha Néi vé viéc ban hanh Quy ché t6 chirc va
hoat dong cua Truong Dai hoc Ludt Ha Néi;

Can cw Lugt Gido duc dai hoc ngay 18 thang 6 ndm 2012; Ludt sita déi, bé
sung mot sé diéu cia Ludt Gido duc dai hoc ngay 19 thang 11 nim 2018;

Cén cir Théng tw s6 08/2021/TT-BGDPT ngay 18 thang 3 nam 2021 cua B
tuéng Bo Gido duc va Pao tao vé viéc ban hanh Quy ché ddo tao trinh do dai hoc;

Cén cie Thong tw s6 18/2021/TT-BGDPT ngay 28 thang 6 nam 2021 cua B
trudong By Gido duc va Pao tao vé viée ban hanh Quy ché tuyén sinh va dao tao
trinh dé tién st

Can cit Thong tu s6 23/2021/TT-BGDDT ngay 30 thang 8 nam 2021 cia B
truéng Bé Gido duc va Pdo tao vé viéc ban hanh Quy ché tuyén sinh va dao tao
trinh do thac st

Cén cir Quyét dinh s6 2060/Qb-DHLHN ngay 03 thang 7 nim 2020 ciia Hiéu
trucng Truong Dai hoc Ludt Ha Ngi vé viéc Piéu chinh Danh muc thoi han bao
quan tai liéu luu trii;

Cén cir Quyét dinh s6 2128/0D-DHLHN ngay 18 thang 6 nam 2021 cua Hiéu
trudng Truong Dai hoc Ludt Ha Ni vé viéc ban hamh Quy ché cong tdc van thw luu trit;

Cén cte Quyét dinh s6 2719/OP-DHLHN ngay 12 thing 8 nim 2021 cia Hiéu
truéng Truong Pai hoc Ludt Ha Noi vé viéc ban hanh Quy ché dao tao trinh do dai hoc;
Can cii Quyét dinh s6 2744/QD-DHLHN ngay 16/8/2021 ciia Hiéu trucng Truong Pai
hoc Ludt Ha Néi vé viée ban hamh “Quy dinh vé luyén sinh va dao tao trinh dg tién si”’;

)
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Cén cit Quyét dinh s6 3471/0D-PHLHN ngay 15/10/2021 cia Hiéu trudng
Truong Pai hoc Ludt Ha Noi vé viéc ban hanh “Ouy ché tuyéii sinh va dao tao trinh do
thac si”’;

Céin cit Quyét dinh s6 452/0D-DHLHN ngdy 10 théng 02 néim 2022 ciia Hiéu
truong Truong Pai hoc Ludt Ha Noi vé viée ban hanh “Ouy ché 16 chire thi két thiic
hoc phd‘n cho cdc trinh do dao tao” cua Truong Dai hoc Ludt Ha Noi.

Theo dé nghi ciia Truong phong Phong Dam béo chat lwong dao tao va Khéo
thi.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy trinh t6 chirc thi két thic
hoc phan hinh thire thi viét, trac nghiém khach quan va thi van dap cua Truong Dai
hoc Luat Ha Ngi”.

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

Piéu 3. Thu trudng cac don vi thudc, truc thudc Truong va cac ca nhan co lién
quan va nguoi hoc dang theo hoc tai Truong Pai hoc Luat Ha Noi chiu trach nhiém
thi hanh Quyét dinh nay.M

Noi nhin: KT
- Nhu Diéu 3;

- Pang ty, Hoi dong truong (dé bao cao);
- Higu trudng (dé bao cao);

- PHT T6 Vian Hoa (dé chi dao);

- Céc don vi thudc Truong (dé thue hién);
- Cong TTDT (dé cong khai);

- Lwu: VT, PBCLDT&KT.

HIEU TRUONG
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BO TU PHAP CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC LUAT HA NOI Poc 1ap — Tw do — Hanh phiic

QUY TRINH
TO CHUC THI KET THUC HQC PHAN HINH THUC THI VIET,

(Ban hanh kém theo Quyét din
cua Hiéu truong

Piéu 1. Muc dich

FILHN ngayd thang 6 nam 2024
gc Ludt Ha Noi)

Quy trinh nay dugc ban hanh dé ap dung dung trinh tu, quy dinh ctia Bo
Gido duc va DPao tao va Truong Pai hoc Luat Ha Noi vé td chtrc thi két thic
hoc phén cho cac trinh do dao tao.

Piéu 2. Pham vi diéu chinh va déi twong ap dung

a) Quy trinh nay diéu chinh hoat déng thi két thic hoc phin dudi hinh thic
thi viét, thi tric nghiém khéach quan, thi vn dap truc tiép cho cac trinh d6 dao
tao cua Truong Dai hoc Luat Ha Noi.

Thi két thiic hoc phan truc tuyén thuc hién theo quy dinh riéng.

b) Quy trinh nay ap dung ddi v6i cac Phong, Khoa, Vién, Bd mon, Trung
tam va nguoi hoc cta Trudong Pai hoc Luat Ha Noi.

Piéu 3. Danh muc cac tir viét tit

Cac tir viét tat dugc s dung trong Quy trinh t6 chic thi két thuc hoc phan
hinh thirc thi viét, trac nghiém khach quan va thi van dép cta Truong Pai hoc
Luét Ha Noi dugc quy udc nhu sau:

- BB Bién ban

- BGH: Ban Giam hiéu

-BM B0 mon

- GD&DT: Giao duc va Pao tao
- CBCT: Can bd coi thi

- CbR: Chuén dau ra
-CTDT: Chuong trinh dao tao
- CTSV: Cong téc sinh vién

- DS Danh sach
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- DBCLDT&KT: Dam bao chét luong dao tao va Khao thi

- bH: Dai hoc

- bPTPbH: Dao tao dai hoc

- bTSDH: Pao tao sau dai hoc
-GV: Giang vién

- HK: Hoc ky

- HP: Hoc phan

-HV: Hoc vién

- KH: K& hoach

- KHGD: K¢é hoach giang day
- KQ: Két qua

- KTHP: Két thuc hoc phan
- QLDT: Quan ly dao tao
-SV: Sinh vién

- SbH: Sau dai hoc

- TCKT: Tai chinh ké toén

- VLVH: Vira lam vira hoc

- VPQC: Vi pham quy ché

Piéu 4. Trach nhiém ciia cic don vi

1. Trach nhiém ctia Hiéu truong/ Phé Hiéu trudng phu trach khao thi

a) Chi dao chung cong téc to chirc thi két thuc hoc phan;

b) Chi tri tong két, danh gia, rat kinh nghiém qué trinh t6 chirc thi két thuc
hoc phan.

2. Trach nhiém ctia Phong Pam bao chit lugng dao tao va Khao thi

a) Gui cong van vé viéc clr vién chite, nguoi lao dong tham gia Ban coi thi
dén cac don vi dé thanh 1ap Ban coi thi két thiic hoc phan cho céc trinh do dao

tao theo timg hoc ky;

b) Can cir ké hoach thi ctia céc don vi quan ly dao tao guri, Phong
DBCLDT&KT chuén bi hd so té chirc thi; phan céng ban coi thi theo timg bubi
thi, ngay thi va thong bao cho lanh dao cac don vi c6 vién chirc tham gia coi thi;

¢) Phong DPBCLDT&KT thanh 1ap Ban dé thi dé bdc tham dé thi (tir ngan
hang dé thi ctia Trudng hoic trong sb dé thi do BM ndp), nhan ban, déng géi va
niém phong theo sé lwong mdi phong thi cho tit ca cac hoc phan thi;

d) Ban giao bai thi cho BM t5 chirc chim thi; nhan bai thi ciia cic BM sau
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khi hoan thanh chém thi; bao quan bai thi trude va sau khi chim thi;
e) Phéi hop véi céc don vi lién quan 6 chirc chim thi, nhap két qua thi tréc nghiém;
f) Téng hop s6 liéu, xdy dung béo cdo cong tac td chirc thi sau méi ky thi;

g) Phoi hop véi Phong TCKT thanh toan kinh phi coi thi cho Ban coi thi,
Ban dé thi.

3. Trach nhiém ctia cac don vi quan ly dao tao

a) X4y dung ké hoach thi két thiic hoc phin giti Phong PBCLDT&KT va
cac don vi lién quan; cong khai trén Cong thong tin dién tr cia Trudng;

b) Cir can bd tham gia Ban coi thi két thic hoc phan;

c) Hb trg cap nhat ph?m mém quan ly ddo tao dé cac don vi thuc hién nhiém
vu theo phan quyén.

4. Trach nhiém cta cac Khoa chuyén moén, B mon, Vién, Trung tam va
Phong chirc nang

a) Lanh dao cic don vi chi dao, phan cong vién chirc, nguoi lao dong cla
don vi tham gia Ban coi thi két thuc hoc phén theo huy dong cta Truong; lap
danh sach vién chuc clia don vi tham gia Ban coi thi két thic hoc phén gl vé
Phong DPBCLDT&KT;

b) Pon ddc, giam sat vién chic, nguoi lao dong cua don vi thuc hién nghiém
tac nhiém vy trong Ban coi thi két thic hoc phz‘?m;

¢) Cac BM in danh sdch nguoi hoc khong di diéu kién dy thi; theo di lich
thi dé cir giang vién truc dé theo timg ca thi/budi thi; nhan bai thi tai Phong
DBCLDT&KT dé t5 chirc chdm thi theo ké hoach; cuir giang vién tham gia ban
cham thi tric nghiém; nhap két qua thi va in két qua danh gia hoc phdn giri
Phong DTPH/Phong DTSPH dé ky, déng déu theo quy dinh; ndp bai thi sau
hoan thanh cham thi vé Phong DPBCLDT&KT; phéi hop véi Phong
DBCLDT&KT trong viéc chdm phuc khao bai thi ctia sinh vién; giai quyét
khiéu nai, t§ céo vé diém thi theo quy dinh.

5. Trach nhiém cta Phong Thanh tra
a) Cu can b thanh tra gidm sat viéc thyc hién nhan ban, déng géi va niém
phong d¢ thi cho cdc mén thi tai Phong PBCLDT&KT,;

b) Cir can by thanh tra gidm sat viéc thuc hién td chuc thi tai Phong
DBCLDT&KT va céc phong thi;
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¢) Cir cdn b thanh tra gidm sat cong tac chim thi, nhap két qua thi déi véi
cdc mon thi tric nghiém.

6. Trach nhiém ctia Phong Quén tri

a) Chuan bj co s& vét chét dé t chire thi két thic hoe phan theo dé nghj cla
Phong PBCLDT&KT d3 dwoc Ban giam hiéu phé duyét;

b) Pam bao tét kha nang str dung clia co s vat chit tai phong thi, gdm: hé
thong anh sang, am thanh, quat, diéu hoa, ban ghé, nudce ubng, may chiéu, .

7. Trach nhiém ctia Phong Tai chinh - K& toan

Tham dinh dy toén kinh phi t& chire thi, thanh toan kinh phi tb chirc thi.
Diéu 5. Quy trinh t5 chirc thi

Budéc 1. Xay dung lich thi két thiic hoc phan

Phong DTDH va Phong DPTSPH thuc hién cac cong viéc sau day:

a) Cén ctr KH giang day, céc don vi quan ly dao tao xdy dung lich thi cho céc

khoa, cdc hinh thirc dao tao va giri lich thi dén Phong PBCLDT&KT va céc don vi
c6 lién quan cham nhét 13 30 ngay trude khi to chirc thi HP dau tién cia hoc ki.

b) Lich thi ghi chinh x4c hoc phan thi, khoa, 16p thi va bd trf du phong thi,

thoi gian thi cu thé (ngay thi, ca thi, gid thi). B tri phong thi ti da khoéng qua 70
nguoi thi.

Buéc 2. Chudn bj té chike thi két thiic hoc phin
a) Lap danh sach nguoi du thi

- Béi véi dao tao trinh 46 DH: BM c4p nhat diém thanh phan va nhiing SV
khéng du didu kién dy thi, SV hoan thi vao phan mém QLDT; in danh sach SV
khéng di diéu kién du thi, cong khai cho nguoi hoc va chuyén ban gbe ¢b x4c
nhén ctia TBM vé Phong PBCLDT&KT chim nhit 7 ngay ké tir ngay giang cudi
cung clia HP hodc it nhat 05 ngay truéc khi thi KTHP; Phong PBCLDT&KT in
danh s4ch thi trén phan mém QLDT.

- Déi véi dao tao trinh d6 SPH: Khoa chuyén mon hodc don vi phu trach cac
hoc phan cép nhét diém thanh phan theo danh sich ngudi hoc trén phdn mém
QLDT; in danh sich ngudi hoc khong du diéu kién du thi; Truong don vi chuyén
mon ky x4c nhan danh sach ngudi hoc du diéu kién du thi va khéng du diéu kién
dy thi giri Phong DTSPH chiam nhit 7 ngay ké tir ngay giang cudi cing ctia HP
hoc cham nhét 05 ngay trude khi thi KTHP; Phong PTSPH cing Truong BM ra
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soat cac truong hop hoc lai, hoc ghép dé théng nhat danh sach du thi; photo 01 ban
danh sach khong du diéu kién du thi dé thong béo cho ngudi hoc; ndp ban gde
danh sach nguoi hoc du diéu kién du thi va khéng du diéu kién dy thi v& Phong
DBCLDT&KT chim nhat 03 ngay trudc khi thi KTHP d6 dé td chic thi, hodc
Phong DPBCLDT in DS du diéu kién dy thi trén phin mém QLDT (néu co).

b) Lap danh sich céan bd coi thi, truc dé

- Phong DPBCLDT&KT soan cong van trinh BGH vé viéc cit CBCT dé gui
cac don vi khi c6 lich thi trong thdi han 05 ngay ké tur ngay nhan dugc lich thi cda
don vi quan ly dao tao;

- Cac don vi gui DS vién chirc tham gia Ban coi thi theo cong vin cla
Trudng trong thoi han 03 ngay ké tur ngay nhan dugc cong vin yéu cau.

- Phong PBCLDT&KT tong hop DS céc don vi giti va trinh BGH ki ban
hanh Quyét dinh thanh 1ap Ban coi thi két thuc hoc phin dé phat hanh dén cac don
vi lién quan trong thoi han 5 ngay lam viée ké tir ngay hét thoi han gui danh sach
theo cong van.

- BM theo dbi ké hoach thi dé phén cdng giang vién truc dé thi trong sudt
thoi gian thi va giri danh sach GV tryc dé vé Phong PBCLDT&KT theo lich thi
ctia Truong; GV truc dé truc tiép d6i vé6i cac HP thi tai Truong hodc tai Phan hiéu
c6 GV cua HP, truc dé qua dién thoai hodc tai Phong PBCLDT&KT dbi véi cac
16p t6 chire tai co s& lién két dao tao hoiic Phan hiéu.

¢) Chuan bj co s vét chat

- Thu ky Ban coi thi khép phong thi cho ting 16p hoc phén, céng khai & cac
ting cta khu vyc thi va chuyén cho céc don vi QLDT dé thong bao cho 16p thi.

- Phong PBCLDT&KT chuén bi tai lidu td chirc thi theo quy dinh.

- Phong PBCLDT&KT 1ap dy tri van phong phdm t& chire thi gitri Phong
Quan tri mua sdm; chudn bi c4c thiét bi can thiét phuc vu t6 chie thi: may tinh,
may in, mdy phé to... trudc dot thi it nhét 30 ngay.

d) Nhan sy tham gia td chirc thi

- Lanh dao céc khoa chuyén mén (theo Quyét dinh thanh lap Ban coi thi) dang
ky lich chi dao thi véi Phong PBCLDT&KT trudce hoc phan thi dau tién 05 ngay.

- Vién chtrc céc don vi duoc huy dong 1am CBCT theo di thong bao chi tiét
ciia Phong PBCLDT&KT dé thuc hién nhiém vuy.






