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QUY TRINH Ngay ban hanh 10/10/2024
TO CHUC THI HQC KY Lin ban hanh 01
Lan sira doi 00

1. MUC PiCH

Quy dinh trinh tur viéc ra dé thi, dap 4n dé thi hoc ky, t& chrre thi, phuc khao bai thi, o
chite thi lai dam bao ding chuong trinh giang day, cac quy dinh vin ban phép luit hi¢n hanh
va huéng dan clia cdc co quan hitu quan.

2. PHAM VI AP DUNG

Ap dung cho hoat dong t& chirc thi hoc ky bao gdm (ra d& thi, dap 4n thi hoc ky, tb
chtre thi, phuc khéo bai thi, t6 chuc thi lai).

3. TAI LIEU VIEN DAN

Luét Gigo duc sb 43/2019/QH14 ngay 14 thing 6 ndm 2019.

Thong tu s6 28/2020/TT-BGDDT ngay 04/09/2020 ctia BO Gido duc va Pao tao ban
hanh diéu 16 truong tidu hoc.

Thong tu sb 09/2024/TT-BGDDT ngay 03/6/2024 cua B0 Gido duc va Dao tao ban ||
hanh quy dinh vé cong khai trong hoat ddng cia cdc co s& gido duc thudc hé thdng gido duc
qudc dan. |

Chuong trinh khung cua B¢ gido duc va Dao tao.

Céc vin ban hudng din ctia S& Gido duc va Pao tao Ha Nam, phong GD&DT thanh |
phé Pha Ly.

Tiéu chudn quéc gia TCVN ISO 21001:2019.

4. DPINH NGHIA/VIET TAT

GD&DPT: Giao duc va Dao tao

GV: Gido vién

HS: Hoc sinh
5. NOI DUNG QUY TRINH
Biéu mau/
TT Trinh tw Trach nhiém Thaoi gian )
ket qua
5.1 | Xay dyng dé thi, dap 4n dé thi
Thong bio ra dé thi: Thoéng bao ra
Buwoe o 2 ;
Trudc khi két thic hoc ky 5 , Trudc khi ket deé thi
1 - \ To trudng
tudn, to trudng cac to chuyén thac hoc ky 5 (BM-13-01)

Néu nhén thiy bét k¥ trang nao cita tai ligu nay bi thiéu hoge bi bén, rach ndt, md khong doc duge thi phai xin cfp lai tai liéu
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mdn thong bao cho cic gido
vién ra d& thi va dép éan thi.

Hinh thtc thong bao bing
vin ban theo BM-13-01 hoédc

théng bao trong cudc hop td

tuin

Thye hién ra dé thi, dap
an:

Gido vién dugce phdn cong
trong vong 3 tuin ké tir khi
dugc thong bao tién hanh
lam dé thi theo biéu mdu dé
thi theo BM-13-02 va biéu
mau ddp dn BM-13-03.

- Mot d& thi duge soan dua
trén cdc cin cr sau day:

* V& noi dung:

+ Phai dadm bao trai toan bd
chuong trinh hoc;

+ S6 lugng cau hoi phai phi
hop vai thoi gian 1am bai;

+ Cau hoi thi phai phu hop
véi muc tiéu bai gidang va

ning lyc cia hoc sinh.

Gido vién dugc

phén cong

Trong vong 3
tuén ké tir khi
dugc thong bio
ra d& thi, dap

an

Mau dé thi
(BM-13-02)

Pap an chim
mon thi

(BM-13-03)

+ V2 thoi gian: Phai dam bao

thoi gian 1am bai tuwong tng
v6i s don vi kién thirc
* V& hinh thic: Phai tudn

theo mAu ra dé thi va ddp an

Néu nhén thiy bét k¥ trang ndo cia tai [iéu ndy bj thiéu hodc bi bén, rach ndt, md khong doc dugc thi phéi xin cAp lai tai ligu
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cta truong (theo qui trinh ra
d3 thi, dap an ky thi hoc ky).
*+ V& chu tric d& thi phai
dam bao:

+ 60% kién thic cho HS
trinh d6 trung binh.

+ 30% kién thic

trinh do kha.

+ 10% kién thic

trinh 4o gioi.

Nop dé thi:
Hai tudn truée khi két thuc | Gido vién duge | Trude khi két
hoc ky, Gido vién ndp dé thi, |  phan cong thic hoc ky 2
dap an cho BGH (ndp bing | Ban Giam hiéu tuin
USB)

Xem xét va phé duyét

* Xem xét:
- BGH c¢6 trach nhiém xem
xét danh gia dé thi vé ndi

dung, thoi gian cua dé thi va

ghi két qua vao dé thi, dap Tbi da 5 ngay

an, chiu trach nhiém vé bao | Ban Giam hiéu | sau tiép nhan
mat dé thi. dé thi, dap 4n
- Thoi gian xem xét va danh
gia d& thi, dép 4n va thong
bao lai cho Gido vién dé thi,

dap &n c6 dugc duyét hay

khéng tbi da 1a 5 ngay ké tir

Néu nhén thiy bét k¥ trang néo cua tai ligu nay bi thiéu hodc bi bén, rach nat, m& khéng doc duge thi phai xin cdp lai tai lidu

Mi sb: QT-13 Ngay ban hanh: 10/10/2024 LAn ban hanh: 01 Trang: 5/11




~ QUYTRINH
TO CHUC THI HQC KY

M4 s6

QT-13

Ngay ban hanh

10/10/2024

LAn ban hanh

01

Lan stra doi

00

han cubi nhén dé thi.

* Phé duyét:

- Néu duyét: Dé thi s& dugc
photo dé str dung cho ky thi,
dap 4n dugc luu trir riéng.
BGH c¢é trach nhiém bdo
mét dé thi.

- Néu khéng duyét.

+ BGH yéu ciu Gido vién ra
dé thi, ddp 4n chinh sira lai
theo ndi dung danh gid xem
xét & trén.

+ Thoi gian toi da dé Gido
vién nop lai dé thi, ddp 4n da

duoc chinh stra 12 2 ngay.

Phit hanh dé thi, dap 4n

+ Sau khi di xem xét va
duyét a8, BGH chuyén dé€ thi
v& td vin phong.

+ T6 van phong thuc hién
photo dé thi di duge duyét
(dam béo tinh bao mét) va
cung cAp ddy du, kip thoi
cho Ho6i ddng thi (c6 bién

T4 van phong

Hi ddng thi

Sau khi d& thi,
déap 4n dugc

duyét

Bién ban giao
nhan dé thi,
dap an BM-13- ||

04

ban giao nbén theo BM-13-
04).

T4 chire thi, chAm diém va
théng bao diém

+ Hoi ddng thi 18 chie thi

Theo ké hoach

Néu nhan thiy bit k¥ trang nao ciia tai liu nay bi thidu hoge bi bn, rich nit, ma khong doc duge thi phai xin cfip lai tai lidu
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theo dung quy ché, quy dinh
hién hanh.

+ Gido vién dugc phin cdng
chdm diém trién khai thuc
hién theo dung dap an.

+ T4 chuyén moén tiép nhan
két qua, lén bang diem va
trinh Ban Giam hiéu phé
duyét, thong bao cho céc 16p

hoc.

Hoi dong thi
Giao vién dugc
phén cdng chim

thi

T6 chuyén mon

td chire thi

3.2

Phic khao bai thi

Budce

Nhin don phiic khio:

+ Céc to chuyén mén nhén
don phiic khao diém thi clia
hoc sinh theo BM-13-05.

+ Thoi gian nhdn don xin
phiic khao trong vong 15
ngdy ké tir ngiy cong b

diém thi.

T6 chuyén moén

Khi ¢6 d& nghi
cia HS

Don xin phuic
khao BM-13-
05

Budc

Tim bai thi cAn phiic khio:
+ Cian cr vao don phic khao
diém thi, Chu tich H¢i dong
chdm thi ciing cic T6 truéng
t6 chuyén mén loc cdc bai
thi ctia hoc sinh dé nghi phtc
khao.

+ Thoi gian tong hop, rut bai

thi, giao bai thi vé to, nhom

Héi dong cham

thi

T6 chuyén mén

2 ngay khi co
dé nghi ctia HS

Néu nhan thiy bt k¥ trang ndo ctia (i lidu ndy bj thiéu hoge bj bén, rach nit, mo khong doc duge thi phii xin chp lai tai ligu
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chuyén mén khong qua 2
ngdy va cho gido vién cham
lai

Chéim phiic khio:

+ T8 trudng/td phod giao bai

thi cho cac GV tien hanh
cham phuac khao.

+ Giao vién phai cham xong
_ . o Trong vong 2
bai thi cdn phiic khéo va ban | Gido vién dugc
X ) ngay sau khi
giao lai bai thi do cho to | phén cong chim
. dugc phén
trudéng/tdo phd trong vong 2 lai
. . cong
ngay keé tir khi nhin duogc bai

thi.
+ Gido vién ghi 15 diém
cham phac khao bén canh

diém cham truée do.

Lén diém bai thi phic
khio va thong bao:

+ Sau khi nhén bai thi phuc
khao tir gido vién, tb
trudng/td phé chuyén bai thi
va bao cdo Ban giam hidu. ) Sau hoan thanh
i T6 chuyén mdn i
+ To chuyén mon cip nhat . _ cham phue
_ | Ban Gidm hiéu
viéc thay d6i hodc khong khao

thay dbi diém thi cia hoc
sinh sau khi phuc khao.
+ T4 chuyén mén trinh Hiéu

truéng ky duyét bang diém

phuc khao.

Néu nhin thy bét ky trang ndo cila tai lidu ndy bj thidu hode bj bin, rach nat, md khong doc dwge thi phai xin chp lai tai tigu
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+ Td chuyén mén théng bao
cho hoc sinh diém bai thi
phuc khdo trong vong 3 ngay
ké tir khi nhan lai bai thi tir

giao vién.

3.3

T6 chie thi lai cac mon

Budc

X4y dung lich thi lai caa
tirng mon

+ Can cu vao lich hoc cua
cac 16p cia hoe sinh thi lai.

+ Cin ctr s6 mén ma moi
hoc sinh phai thi.

+ Can cir vao quy phong thi.
T chuyén mén xdy dung

lich thi lai cho tirng mén

T6 chuyén moén

1 ngay

Lich thi lai

Budc

Lip danh danh sich can
b coi thi, chdm thi

+ Cén clr vao sb tiét giang
day cuia gido vién theo phén
cdng chuyén moén.

+ Can ctr vao lich day cua
gido vién theo thoi khoa
biéu.

Té chuyén mon 1én danh
sach gido vién chiu trach

nhiém coi thi, chim thi

To chuyén mén

1 ngay

Danh sach
phén cong coi
thi, chdm thi

lai

Budc

B4o cdo va phé duyét:

T6 chuyén mén bao cdo ké

To chuyén mén

Ban Giam hiéu

2 ngay

Néu nhan thdy bét kj trang nao cta ti |

iéu nay bi thiéu hodc bi bén, rach nat, mo khong doc duge thi phdi xin cép [ai tai lidu
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hoach thi lai, danh sach gido
vién dugc phén cong trinh
Ban Giam hiéu xem xét, phé

duyét

Té chirc trién khai thwe
hién thi lai

+ Té Van phong thong bdo
lich thi, coi thi, chdm thi lai
vé tb. Td trudmg/pho béo céc
gido vién.

+ Gui lich thi va phong thi
cho céc 16p c6 HS thi lai T Van phong
+ Cin ot vao sb lugng hoc T chuyén médn
sinh trén danh sach thi lai, | Hoi dong thi Theo lich thi
tién hanh photo dé thi, niém | Gido vién dugc lai
phong va bao quan. phén cong cham
+ Hoi ddng thi td chuc thi diém

theo ding quy ché, quy dinh
hién hanh.

+ Gido vién dugce phén cong
chim diém tién hanh chim
chit ché theo dap an.

+ TO chuyén modn 1én diCm

va théng béo diém cho HS.

6. BIEU MAU

Théng béo ra dé thi, dap an BM-13-01
Mau dé thi BM-13-02
Pap an chim mon thi BM-13-03
Bién ban giao nhan dé thi, dap 4n BM-13-04

Néu nhén théy bt ky trang no ciia 1ai figu nay bj thiéu hojic bj bén, réch nét, m& khong doc duoc thi phai xin cfip lai tai ligu
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DPon xin phtc khéao bai thi BM-13-05
7.HO SO LUU

Té Vin phong va céc t§ chuyén mén c6 trach nhiém luu toan b ho so (dé thi, dap an

| @& thi, t6 chire thi, phuc khao bai thi, td chie thi lai) theo thoi gian quy dinh.

Néu nhén thiy bit ky trang nao ctia tai liéu nay bj thiéu hodc bj bén, rach nit, md khong doc duge thi phai xin cp lai tai liéu
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BM-14-01

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

PON XIN CHUYEN TRUONG
Kinh gui:
« Bl R LHRD (0.t st
- HiGu trudng TrUONG (@81).....cooveeevcervereereeeeeeeeeeeeees oo
L tBIL LA et vnetierereeiems vern eie e st va e srsnebisnesss s aims ha e as smes mnnes vas sos s ben s nen vans
B T BRI 1. sosoeommesosmasmn v isiansis BRI S TS HAES 56 15 E0EEE 50 SO o 0 A o 8 A i s
SO dHBN tho@is . oeveneeeeenieeeneiinnn, Dia chi email (néu co):vvvvneeniieiiiie .

2 £970- 31| o RR, R — Ngay thang nim sinh:...........coooiiiiiinnn,
Lahoc sinh 16p:......cccovevveiinnnnnn. Trudng>..ov v
K&t qua cudL NAM NOC 1. vviveeee e e
T6i lam don nay d& nghi cho con toi duge chuyén tir trudng* .........ooooooveeiii,
..................................................................................................... vé hoc
16p ....... nAM hOC ..o, A1 HEUIONE e el
L 0%ttt e,

Trén trong cam on!

siasary PUEAY s vvons thang ... ndam
Nguwoi lam don
(Ky va ghi ro ho tén)

Y kién tiép nhin ciia truong chuyén dén® Y kién ciia trudng chuyen

di’



Hwéng din ghi méu don:

! Tén trudng noi chuyén di.

2 Tén truomg noi chuyén dén.

3 Truong noi chuyén di, ghi ré thude huyén, tinh ndo.

4 Truong noi chuyén di ghi v3 thudc huyén, tinh néo.

S Truong noi chuyén dén, ghi ré thudc huyén, tinh nao.

§ Hiéu trudng truong chuyén dén cho ¥ kién va ky, déng ddu.

7 Hiéu trudng trieomg chuyén di cho y kién va ky, dong daiu.
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PHONG GD&DPT TP PHULY CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG ssssaisasssinsns ssassnosass Déc lap — Tw do — Hanh phic

., Ngay  thdng  ndm 20..

GIAY GIOI THIEU

Kinh gtri: ooovvvvvennnn, SR » . sE =W N W Vol 0
Hiéu truéong Trudng ...... trdn trong gidi thiéu:
ONZ (BA): 1o,
La phu huynh hoc sinh: ................. YO, SInh DEAY: o voues sorss s
Hoe sinh 18 < coss sus DA HOE & sveonninepnn
Pén xin hoc lop......... ndm hoc 20..-20.. tai Trudng ......cooevvvvvvvnnennnn.
Kinh & nghi Quy Trudng gitp d& ONg vovvveeeiiieeei, va tiép nhéin hoc
) T O ol A S ) vao hoc theo nguyén vong ciia gia dinh.
Noi nhin: HIEU TRUONG
- Nhu trén;

- Luu: VT.






aha P . ujkny RIi| ngp op (ngp BX ‘gyu uls we
swvsa | 4 m.‘: ugiq “ep m: AW yenbogny | nery Suony | ronSu agoy dw) | op LonSu doy Su) x .,,__ m._ A m_ U s
gk ST Em 08 m_ m.m-ﬁm uels LOIT, M:.@.:.—H. n m—,.@—u :w\n—.—:U BYD BDD 1S BYI Uyl m_m m\-mV N3 12 LON UEy) ABSN

0ttt DOH INYN - NHAE NIXNHD HNIS OOH 10d OFHL OS

0-vI-INd







By 09 1p ugAnys ugdny oy i (ngp (ex ‘gyu [uis Wwgu
B s g P s 1 ugnb adnip n3i], fuonan longu g0y Sw) | op Londu sgoy dw) 05) & fooki Suew fvS
¥ | GHHA | W¢S .08 OH uElo Oy ], Suoniy, u3p Ip ugAny) Y e L4S v U9l O 08) 03 2 LON BY) ABoN

PO-¥1-Nd

seseseeReRO DB

ccocencsecose e

DOH YN - 1@ NIANHD HNIS DOH 10d OTHL OS




