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1. MUC PiCH

Quy trinh ndy nhim hudng din cac budc thuc hién t6 chirc kiém tra va cép
chirng chi ngoai ngit, tin hoc tai truong Cao dang Ky thuat Cong nghiép

2. PHAM VI AP DUNG:

Quy trinh nay dugc ap dung cho viée t6 chirc kiém tra va cip chimg chi ngoai
ngir va tin hoc cho céc thi sinh trong va ngoai truong c6 don dang ky dugc du kiém tra
cap chung chi tin hoc, ngoai ngtr.

3. TAI LIEU THAM KHAO

- Tiéu chuan ISO 9001:2008

- Quyét dinh s6 5599/QD-BGDDT ngay 01 thang 12 ndm 2010 ciia Bo Gido
duc va Dao tao Ban hanh Quy dinh vé quy trinh cap phat phoi van bang, ching chi tai
co quan B§ Gido duc va bao tao.

- Thong tu s6 03/2011/TT-BGDDT ngay 28 thang 01 nam 2011 vé viéc ban
hanh Quy ché t6 churc va hoat dong cta trung tam ngoai ngi, tin hoc.

-Quyet dinh s0 30/2008/QD-BGDDT ngay 06 thang 6 ndm 2007 ciia B) Gido
duc va Pao tao Ban hanh Quy dinh vé t6 chuc dao tao, béi dudng, kiém tra va cap
chtrng chi ngoai ngft, tin hoc theo chuong trinh gido duc thuong xuyén.

4. PINH NGHIA VA THUAT NGU
SGDDT: S¢ Giao duc va Dao tao
P.GDTX: Phong Gido duc thuong xuyén
P.DBCL: Phong Pam bao chit luong
VPS: Van phong So
CTHD: Chu tich hoi dong
P. DT: Phong Pao tao
TT: Trung tam
BGDDT: Bo Giao duc va Pao tao

5. NQI DUNG
5.1 Quy trinh thyc hién
5.1.1 Luu @6 thuc hién quy trinh.
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BM.06-

&t di T.02/TTSEIKO

12 Quyetdinh Hicu truong | TT Seiko | 2
cap chung chi
1
TT Seiko;
P. Pao tao,
13 VT phong
TCHC
5.2 Dién giai:

Buéc 1: Xay dung ké hoach

- Can clr ké hoach dao tao cua trung tdm va nguyén vong cua cac thi sinh c6
nhu cau du ky thi, kiém tra cép chirng chi Ngoai ngit, Tin hoc,.

- Can ¢ vao thoi gian cac khéa ngan han két thiic, Trung tim Seiko xay dung
ké hoach thi, kiém tra cap chimg chi Ngoai ngir- Tin hoc cho cac hoc vién cac 16p hoc
ngan han.

Buéc 2: Thong béo

- Can ctr ké hoach ,TT Seiko lam thong bao vé viéc t6 chire ky thi, thoi gian thi,
dia diém thi va cac thu tuc dang ky du thi.

- Théng béo trén trang Website ctia nha truong, trang Facebook cua Trung tim
va dén tai bang tin ciia Trung tam.

Budc 3: Pang ky thi

- Thi sinh ¢6 nhu cau dang ky duy thi dién thong tin vao phiéu dy thi, nop 1é phi
thi theo qui dinh.

- TT Seiko tap hop don diang ky du thi, 1ap danh sach du thi theo mau quy dinh
Budéc 4: Thanh lap Héi dong

TT Seiko Du thao Quyét dinh Thanh lap Hoi dong thi, kiém tra cip chimg chi
Ngoai ngir - Tin hoc va céc ban giup viéc Hoi dong (Ban dé thi, ban coi thi, ban chdm
thi, ban thu ky); Thanh phan chinh cua Hoi dong gdm Hiéu trudng (pho HT); Pai dién
phong Pao tao, Phong Khao thi va DPBCL; Phong thanh tra; Trung tdm Seiko;
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Bwée 5: Hi€u trueédng phé duyét

Sau khi du thao xong Quyét dinh, TT Seiko c6 trach nhiém trinh Hi¢u truong
phé duyét trudce ky thi 7 ngay lam viée
Budc 6: Lén danh sach thi sinh du thi

- Ban thu ky Hoi ddng thi, kiém tra 1én danh sach cac phong thi va thi sinh du
thi, chuan bi thé duy thi, cho cac thi sinh trinh Cha tich Hoi dong thi kiém tra va phé
duyét, thong bado danh sach thi sinh dy thi, phong thi, ngay gio thi trén Website, bang
tin, ...trude ngay thi 05 ngay lam viéc

- Chuan bj day du céc trang thiét bi can thiét khac phuc vu ky thi.
Budéc 7. Ra dé thi

- Truong Ban dé thi phan cong gido vién ra dé thi: mdi mon thi cir 2 gido vién
ra dé thi, kém theo dap 4n va thang diém; s6 luong dé thi 02 dé/mon.

- Trudng Ban dé thi lua chon can bd phan bién dé thi va théng nhét phé duyét.

- Chu tich Hoi dong bdc dé thi chinh thirc dé in sao, dé thi con lai 1am dé du
phong. Dé thi duoc hoan thanh trude ngay thi 01 ngay.

- Viéc to chirc ra d8 thi va in sao dé thi phai dam bao tinh bao mat tuyét doi.
Budrc 8: To chire thi

Hoi dong thi (Ban coi thi) tién hanh t6 chirc ky thi theo diing qui dinh; Thi sinh
phai trinh thé hodc CMTND c6 anh dé kiém tra trude khi vao phong thi, phai ky vao
danh sach ndp bai day du.
Budée 9: Cham thi

- Ban cham thi tién hanh phén cong gido vién cham thi theo quy ché va tong
hop diém chuyén cho thu ky hoi dong

- Thanh tra Hoi dong c6 nhiém vy giam sat qua trinh thyuc hién
Buécl0: Hop xét cong nhan két qua thi, kiém tra

Hoi dong to chirc hop xét cong nhan két qua thi:

+ Thu ky Hoi ddng bao cao sb luong thi sinh dy thi, ving mit, thi sinh vi pham
qui ché thi (néu c6); két qua cham diém cta Ban cham thi; s6 thi sinh dat yéu cau theo

qui dinh dé nghi cap chimg chi, sb thi sinh khong dat yéu cau
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+ Hoi dong xem xét thong qua két qua thu ky bao céo
Buéc 11: Cong bod két qua thi

Ban thu ky hoi dong thi cong bd két qua thi, kiém tra trén bang tin va trén
website ctia trudng trong vong 05 ngay 1am viéc dé céc thi sinh xem xét (néu co ¥ kién
vé két qua thi, thi sinh lam don xin phtc khao theo miu ndp vé cho thu ky hoi dong
trong vong 5 ngay lam viéc ké tir ngdy niém yét két qua thi)
Buéc 12: Quyét dinh cip chimng chi

Thu ky Hoi dong chuyén két qua thi va bién ban hop hoi dong cho trung tim
Seiko 1am cin ctr dur thao quyét dinh cp ching chi cho cac hoc vién dat yéu ciu trinh
Hiéu truong phé duyét trong vong 2 ngay 1am viéc sau khi hét thoi han cong bd cong
khai két qua thi.

- Sau khi ¢6 quyét dinh phé duyét chuyén phong Pao tao in, cap ching chi
Budc 13: Luu hd so

Trung tdm Seiko, phong Pao tao, phong TCHC ¢o trach nhiém luu ho so theo

chtrc nang nhiém vu quy dinh.

6. HO so
TT Tén hd so Noiluu | Hinh Thoi | Hinh thire
thirc lvu | gian luu huy
1. | Ké hoach thi, kiém tra | Trungtam
cdp chimg chi Ngoai| SEIKO Eile 2 nim
ngl- Tin hoc Vin thu
2. | Don dang ky du thi Trung tdm .
File 2 nam
SEIKO
3. | Quyét dinh thanh lap | Trung tam
Hoi dong va cac Ban| SEIKO File 2 nim
gitip viéc Hoi dong Vin thu
4. | Danh sach thi sinh dy | Trung tdm i
] File 5 nam
thi SEIKO
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TT Tén ho so Noi lru Hinh Thoi Hinh thic

thirc lvu | gian lwu huy

5. | Danh sach du thi, kiém | Trung tam
tra va két qua SEIKO File 2 nim

6. | Quyét dinh tot nghiép Phong D T
TT SEIKO File 5 nam

Van thu
7. Phu luc
TT Tén miu biéu Ky hiéu

1 K¢é hoach thi, kiém tra cap chimg chi

2 Pon ding ky duy thi BM.02.QT.02/TTSEIKO
3 Quyét dinh thanh 1ap Hoi dong va cac BM.03.QT.02/TTSEIKO

Ban gitip viéc Hoi dong

4 Danh sach thi sinh du thi BM.04.QT.02/TTSEIKO
5 Danh sach duy thi, kiém tra va két qua BM.05.QT.02/TTSEIKO
6 Quyét dinh t6t nghiép BM.06.QT.02/TTSEIKO
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