HOQI PONG THI SO GIAO DUC VA PAO TAO NINH BINH

NHIEM VU CO BAN CUA CAC THANH VIEN
VA QUY TRINH TO CHU'C CONG TAC COI THI CUA TRUONG DPIEM THI
KY THI TOT NGHIEP THPT NAM 2020

I. NHIEM VU CHUNG

1. Kiém tra cong tac chuan bi:

- Co s6 vat chat: Phong thi, phong bao quan bai thi, dé thi; ti dung dé thi, ti dung bai thi;
thiét bi an toan vé phong chong chay nd; camera an ninh giam sat ghi hinh; bo luu dién du
phong; ngat va niém phong cac thiét phat song wifi; phong chd cia thi sinh va cac diéu kién,
trang thiét bi khac phuc vu cho Piém thi,...

- Vin phong pham: Gidy thi, gidy nhap, thé deo cho nhiing ngudi 1am nhiém vu tai diém
thi (cO déng ddu treo ciia diém thi), Phiéu tra 10i trac nghiém, s6 lugng nhin niém phong, bang
dinh, kéo, bt viét, cac biéu mau, bién ban,...

- Vé nhan su: Ra soat sd luong, tiéu chuén, diéu kién cac thanh vién tai Diém thi.

2. Thong béo lich thi, ké hoach, lich trinh lam viéc ctia Diém thi.

3. T6 chire hoc nghiép vu lam thi, quy ché thi cho lanh dao, thu ky, can bo coi thi, can bd
gidm sat, nhan vién phuc vy, bao vé, cong an lam nhiém vu tai diém thi va thi sinh; t6 chtrc cho
nhitng ngudi lam thi ding ky mau chit ky theo quy dinh.

4. Pé& xuét nhitng y kién lién quan dén viéc t6 chirc, thyc hién ciia Diém thi dé dam bao
dung ké hoach, lich trinh, quy dinh va ding quy ché thi.

5. Moi thanh vién thuc hién nhiém vu tai Diém thi phai an mac gon gang, lich su, deo
phu hi€u cé ghi 0 ho va té€n; Trong qua trinh coi thi khong dugc 1am viéc riéng, khong hit
thudc, khong st dung cac loai d6 udng co con.

6. Thuc hién cong tac coi thi theo ding quy ché thi, ké hoach, lich trinh, quy trinh.

7. Bao c4o tinh hinh coi thi véi cap trén theo quy dinh.

8. Ngay sau khi bai thi dugc chuyén khoi phong, niém phong 6 cing/thé nhé luu dir liéu
clia camera ban giao cho Lanh dao truong THPT noi dat Diém thi dé luu giir, bao quan theo quy
dinh; Nop bai thi; h so thi; cac loai danh sach, biéu mau (khong niém phong trong ho so thi) da
quy dinh vé S& GD&DT theo lich t6 chuc ky thi.

II. NHIEM VU CO BAN CUA CAC THANH VIEN

1. Truéng Piém thi

Chiu trach nhiém vé toan bo cc hoat dong cua Diém thi dam bao ding quy ché thi, quy
dinh, lich trinh. La nguoi duy nhét cua diém thi duoc phat ngon vé cac van dé co lién quan dén
viéc t0 chirc thi tai diém thi va chiu trach nhiém truéc Gidm doc S6 GD&DT Ninh Binh vé

nhting phat ngdn cua minh. Can chu y cac nhi¢m vu sau:



- T chirc cac cude hop theo quy dinh. Giao nhi€ém vu cho 01 thanh vién cua diém thi
dugc phép s dung may vi tinh (c6 phan cong nhi€ém vy, ghi trong bién ban).

- T6 chirc kiém tra co s& vat chat; kiém tra phong, tu bao quan bai thi, dé thi; thiét bi an
toan vé phong chéng chay nd; camera an ninh giam sat ghi hinh; ti dung dé thi, ta dung bai thi;
ngit va niém phong cac thiét bi phat séng wifi; vian phong pham, diéu kién lam viéc,...

- Nhan va bao quan Bi dung bd dé thi, Bi chtra céc tai dung Phiéu tra 101 trac nghi¢m
theo quy dinh.

- T6 chirc cho cac thanh vién ciia Piém thi dang ky mau chit ky theo quy dinh. Thong
nhat chit ky trong tat ca cac loai gidy to cta ky thi.

- V&i mdi budi thi, dam bao cac phwong tién thu, phat thong tin (néu c6) cua tit ca nhimng
ngudi 1am nhiém vu tai Piém thi phai dugc luu gitr tai phong hop cta Diém thi ké tir khi bat dau
lam viéc dén khi két thiic cong tac coi thi.

- T6 chitc bdc tham cach danh s6 bao danh trong phong thi cho timg budi thi.

- T6 chtrc bbc tham dé phan cong can bd gidam sat phong thi, can bd coi thi (CBCT) dam
bao trong mdi phong thi ¢6 02 CBCT la can b, gido vién cta 02 truong phd thong.

- Cit bi 16n chira cac tGi dung Phiéu tra 16 tric nghiém (TLTN); ban giao tii dung Phiéu
TLTN con nguyén ven niém phong cho CBCT, khi giao nhén, phai 1ap bién ban ghi rd s6 lugng
giao nhan va tinh trang cua tai dung Phiéu TLTN.

- Cit bi dung bo dé thi, giao Tui dung dé thi con nguyén ven niém phong cho CBCT tht
nhét.

- P6i v6i bai thi trac nghiém, khi giao Tui dung dé thi, Truong Diém thi t6 chuc cho
CBCT thir nhat bc tham cach phat dé thi tric nghiém. Yéu cu phat dé thi tric nghiém tai
phong thi dang theo cach di bdc tham dugc. Can dic biét lwu ¥ nhic nhé CBCT thir nhit vé
bai thi to hop (KHTN, KHXH): Pé thi ciia cic mon thi thanh phan bai thi t6 hop (KHTN,
KHXH) cia thi sinh s& c6 cing mot ma dé thi, do d6 phai phat dé thi cic mon nay thong nhat
theo cach di bdc tham.

- T6 chrc thu d€ thi thira.

- B40 c4o tinh hinh coi thi véi cap trén theo quy dinh.

- Kiém tra viéc thuc hién nhiém vu cua céac thanh vién tai Diém thi.

- Tryc tiép giai quyét nhiing tinh huéng trong qua trinh t6 chtrc coi thi.

- T6 chtre thu bai thi, ho so thi.

- Lap Bién ban vé tinh trang st dung Phiéu TLTN can ghi rd cic thong tin: Tong s6
phiéu; s6 phiéu d3 str dung; s6 phiéu thira thu lai; s phiéu hong thu lai, s6 phiéu thay thé.

- Ky, ghi rd ho va tén trén thi s6 1.

- T6 chirc niém phong va bao quan bai thi, dé thi, hd so thi, Phiéu TLTN.

- Niém phong va ban giao 6 cimg (thé nh6) trong thiét bi ghi hinh di dugc camera ghi lai
cho Lanh dao truong noi dit diém thi dé bao quan theo quy dinh. Khi niém phong phai c¢6 chimg
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kién ctia Pho Truéng Diém thi, thanh tra va cong an.

- Cung voi 01 Cong an 1am nhiém vu tai Piém thi: Ap tai, bao vé an toan bai thi, hd so
thi; nop bai thi, ho so thi; cac loai danh sach, biéu mau (khong niém phong trong hd so thi) theo
quy dinh cho b phan thu nhan bai thi, ho so thi ta1 SO GD&DT.

2. Pho Truéng diém thi

- Tham gia kiém tra cac cong viéc dd chuin bi vé co s vat chit, vin phong pham, diéu
kién lam viéc, cac diéu kién an toan,...

- Cung Truong Piém thi to chirc, diéu hanh tac nghiép cong tac thi tai Diém thi theo
nhiém vy dugc phan cong.

- Kiém tra viéc thuc hién quy ché, tic nghiép thi tai cdc phong thi theo phan cong cia
Truong Diém thi.

- Truc tiép giai quyét nhitng cong viéc duoc Truong Diém thi phan cong.

- Ph6 Trudng diém thi duoc diéu dong tir don vi khac dén cung cong an thuong truc tai
phong bao quan d¢ thi, bai thi theo thoi gian d3 quy dinh (theo phan coéng cua Trudng Piém thi);
cing Cong an va nhitng ngudi ky nhin niém phong chimg kién md niém phong ti dung bai thi,
t dung dé thi, 1ap bién ban ghi rd thoi gian md, 1y do ma, tinh trang niém phong, ghi rd ho va
tén, chir ky trong bién ban.

- Tham gia cing Trudng Piém thi giai quyét nhitng van dé phat sinh.

- Thuc hién cac nhi¢ém vu khac khi dugc Truong Diém thi phan cong.

3. Thu ky

- Ghi chép céc bién ban, nhat ky caa Diém thi; Théng nhat chit ky trong tit ca cac loai
gidy t0, bién ban cua ky thi.

- Chuan bi du Tui phu dung bai thi, nhin niém phong, sap xép khoa hoc céac loai ho so,
bién ban, van phong pham.

- Chuan bi kéo, tdi, nhan niém phong, biang dan niém phong,... dé cat bi dung bo dé thi,
cit bi 10n chira cac tai dung Phiéu TLTN, niém phong bai thi, hd so thi, dé thi chua st dung,
Phiéu TLTN.

- Phét tli ho so phong thi cho can bd coi thi ddi voi mdi bai thi/mén thi theo phan cong
ctia Trudng Diém thi.

- Thu d¢ thi thira theo phan cong ciia Truong Diém thi.

- Thu bai thi, kiém dém bai thi, niém phong tai dung bai thi, ho so thi theo phan cong cia
Truéng Diém thi.

- Lap Bién ban v& tinh trang st dung Phiéu TLTN theo yéu cau cua Trudng Diém thi.

- Thyc hi¢n cac nhi€ém vu khéc theo quy ché thi khi duoc Truong Diém thi phan cong.

4. Can b coi thi

- Thuc hién dung, du chtrc trach, nhiém vu dugc phan cong, dung quy trinh ctia Cén bo
coi thi (CBCT) dam bao dung Quy ché thi, huéng dan ctia Bo GD&PT, S6 GD&PT.
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- Théng nhét chit ky trong tit ca cac loai gidy t&, bién ban cua ky thi.

- Tham du ddy du cac cude hop khi duoc Trudng Diém thi yéu cau.

- C6 ¥ kién kip thoi v6i 1anh dao Diém thi vé nhitng van dé lién quan dén cong tac chudn
bi, to chirc coi thi, cac cong viéc khéc cd lién quan ctia Diém thi.

- Khong tu ¥ thay d6i vi tri néu khong c6 sy diéu chuyén cua Trudng Diém thi.

5. Can b§ giam sat

- Giam sat viéc thuc hién chuc trach, nhiém vu cua CBCT, cac thanh vién khac lam viéc
tai Piém thi va viéc lam bai cua thi sinh; giam sat thi sinh dwoc CBCT cho phép ra ngoai phong
thi.

- Huéng dan thi sinh chi thi mot mon thi thanh phan hodc 2 mon thi thanh phan lién tiép
ctia bai thi t6 hop: Di chuyén tir phong chd dén phong thi; tir phong thi vé phong cho theo ding
quy dinh.

- Kip thoi nhic nhé CBCT, cong an, trat tu vién, nhan vién y té va 1ap bién ban néu céc
d6i twong nay vi pham quy ché thi.

- Kién nghi véi Trudng Diém thi dinh chi viéc thuc hién nhiém vu hodc thay ddi CBCT,
trat tu vién, cong an, nhan vién y té néu ¢ vi pham.

- Yéu cau CBCT lap bién ban thi sinh vi pham quy ché thi (néu co).

- Phéi hop véi cac doan thanh tra thi trong viéc thanh tra, xtr Iy vi pham.

6. Phuc vu

- Thyc hién dung nhiém vy, vi tri dugc phan cong ctia Truong Piém thi dam béo dang
Quy ché thi.

- Moi cong viéc phai duoc chuan bi trude mdi budi thi.

- Khi thi sinh dang 1am bai, khong duoc vao khu vuc phong thi, ké ca hanh lang phong
thi trir truong hop dic biét duoc Trudng diém thi yéu cau.

- Khong tu tap, 1am anh hudng dén nodi vy, t6 chic, hoat dong ciia Diém thi.

- Sau khi két thuc mdi budi thi phai t6 chic thu don, sip xép lai ban, ghé, cac phuong
tién da st dung, phong chd ciia Diém thi.

7.Y té

- Mic ding quy dinh vé trang phuc khi thyc hién nhiém vu.

- Chuan bi day du co s6 thude du phong, thiét bi can thiét cho phong y té.

- Tryc, giai quyét nhing tinh huéng dm dau cho cac thanh vién trong Diém thi va thi sinh
dur thi trong pham vi, kha ning cho phép dam bao dung Quy ché thi. B4o céo, dé xuit phuong
an giai quyét voi Truong Diém thi trong nhitng tinh hudng vuot pham vi, kha ning giai quyét.

8. Bao v¢, trat tu vién

- Mic ding quy dinh vé trang phuc khi thyc hién nhiém vu.
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- Thyuc hién ding chirc nang, nhi¢m vy, vi tri dugc phan cong cua Truong Piém thi dam
bao ding Quy ché thi.

- Khong tu ¥ roi khoi vi tri néu khong dugce Truong Diém thi yéu cau.

- Phéi hop v6i cong an lam nhiém vu bao vé tai Piém thi dam bao an ninh, an toan cho
Diém thi.

- B4o cdo, xin ¥ kién chi dao voi Trudng Diém thi néu thiy c6 biéu hién mit an toan
trong, ngoai Piém thi.

I11. CAC CONG VIEC PUQC TO CHUC TAI PIEM THI

- Hop Lanh dao, Thu ky Diém thi.

- Hop v&i cong an, bd phan phuc vy, bao vé, trat tu vién.

- Hop céc thanh vién cua Diém thi (phién thit nhat). T6 chitc cho cic thanh vién ding ky
mau chit ky theo quy dinh. Thong nhat chi ky trong tat ca cac loai gidy to, bién ban cia ky thi.

- Hop cac thanh vién ctia Diém thi (phién tht hai).

- Lam thu tuc cho thi sinh duy thi; ph6 bién quy ché thi, lich thi cho thi sinh.

- T6 chie thi theo lich.

- T6 chirc trién khai, giai quyét hodc xin y kién chi dao cta cip trén ddi v6i cac cong viée
trude, trong va sau mdi buodi thi.

- Hop tong két Diém thi.

- Nop bai thi, ho so thi, dé thi, gidy nhap; Danh sach mau chir ky (03 tui, trén nhan ghi rd
ban chinh, ban photocopy); ban photocopy: Bién ban vé tinh trang st dung Phiéu TLTN, bao
c4o nhanh, danh sach thi sinh vang thi (khong niém phong trong hé so thi) cho bd phan thu nhan
bai thi, hd so thi ciia S& GD&DT.

IV. QUY TRINH TO CHUC CONG TAC COI THI CUA TRUONG DIEM THI

T chtre thuc hién cac viée sau:

1. Cude hop 1 (Hop Lanh dao, Thu ky Piém thi)

- Cong bd quyét dinh, kiém dién 1anh dao, Thu ky.

- Hop va phan cong nhiém vu cho ldnh dao Diém thi, Thu ky, théng nhat hiéu 1énh, lap
ké hoach t6 chirc lam thu tuc cho thi sinh dy thi, t6 chirc coi thi. Cha y giao nhi¢m vu cho 01
thanh vién cua diém thi duoc phép sir dung may vi tinh (c6 phan cong nhiém vy, ghi trong bién
ban).

- Lam viéc voi don vi s6 tai vé cong tac chudn bi cho Piém thi, nhitng van dé can chu ¥.

- Ra so4t co so vat chét, hd so coi thi va nhitng van dé can chu ¥.

- Tiép nhén co s& vat chét, trang thiét bi, hd so coi thi.

2. Cudc hop 2 (Hop v6i bo phan phuc vu, y té, trat tir vién, cong an, bao vé Diém thi)

- Thong nhét ké hoach, phan céng nhiém vu cta cac thanh vién.

- Lap phuong 4n giai quyét nhitng sy viéc, hién tuong c6 thé xay ra 1am anh hudng dén
Diém thi.
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- Kiém tra phong y té, cha ¥ vat tu, thudc can thiét phuc vu cho cac thanh vién cta diém
thi va thi sinh; phong, ti bao quan dé thi, bai thi phai dam bao an ninh, an toan, c6 diy du
phuong tién phong chong chay, nd, camera giam sat ghi hinh; bo luu dién du phong; ta dung dé
thi, ti dung bai thi, may phat dién dy phong,...

3. Cudc hop 3 (hop cac thanh vién cua Diém thi)

- Cong bd quyét dinh diéu dong nhan sy [am nhiém vu tai Diém thi, kiém dién.

- Kiém tra diéu kién cua cac thanh vién thuoc Piém thi.

- Thong bao ké hoach, phan cong nhiém vu cia Lanh dao, Thu ky Diém thi.

- T6 chtrc cho nhitng ngudi 1am thi dang ky mau chir ky theo quy dinh.

- Phan cong nhi¢m vu cho céc thanh vién dé kiém tra co s& vat chat, trang thiét bi, phong
chd, ho so coi thi,...

4. Cudc hop 4 (hop cac thanh vién cua Diém thi)

- T6 chiic nghe, thao luan, giai quyét hoic dé nghi véi Hoi dong thi S&6 GD&PT cho ¥
kién chi dao giai quyét vé nhimng van dé vuéng mic qua kiém tra ctia cac thanh vién.

- Thong bao nhiém vu cua lanh dao Diém thi, thu ky, bdo v¢, phuc vu cho moi thanh vién
biét dé lién h¢ khi can thiét,

5. Ngay lam thu tuc du thi cho thi sinh

Phén cong nhiém vy cho cac thanh vién cua Piém thi dé hudng dan thi sinh lam thi tuc
du thi, pho bién quy ché thi, quy dinh; lich thi; ghi nhan nhirng sai sot vé thong tin cua thi sinh.
Tong hop nhiing sai sot cia thi sinh, béo cao vé S& GD&DPT.

6. Cong viéc chinh ciia mdi budi thi

6.1. Truéc mdi budi thi

- Tap trung lanh dao, thu ky, can bo coi thi, can bd giam sat tai phong hop dé:

+ R{t kinh nghiém cta budi thi trude, phd bién nhitng viée can lam, nhitng diém can bo
coi thi can chu ¥ thuc hién trong budi thi (hiéu 1énh tréng, phat dé thi, thu dé thi, gidy nhép,...).

+ T6 chtrc cho can bo coi thi, can bo giam sat bdc tham phéan cong coi thi, giam sat phong
thi.

+ Pai dién 01 CBCT béc thim cach danh sé bao danh trong phong thi ctia budi thi cho tat
ca cac phong thi.

- Cit bi 16n chtra cac thi dung Phiéu tra 15i trac nghiém ctia budi thi.

- T6 chirc ban giao ho so phong thi, van phong pham, tai dung Phiéu tra 15i trac nghiém,
tai phu, nhan niém phong,... cho can bd coi thi.

- Céc can b coi thi vé phong thi, can bd giam sat vé vi tri gidm sat.

- T6 chire cho thi sinh vao phong thi.

- Cit bi dung bo dé thi, kiém dém sau d6 phéat Tai dung dé thi cho can bo coi thi th nhat.

- T6 chtrc cho can bo coi thi thir nhat boc tham cach phat dé thi trac nghiém.



- Giai quyét hodc xin ¥ kién chi dao giai quyét ciia Bo phan truc thi S6¢ GD&DT néu nay
sinh céc tinh hudng dic biét khi cit bi dung bo dé thi, bi chira cac tui dung Phiéu tra 10i tric
nghiém.

- Can bo coi thi thir nhat vé phong thi, 1am cac thu tuc dé phat dé thi cho thi sinh. Tai
phong thi, thir ty phat dé thi tric nghiém phai thyc hién dung theo cach da bdc thim duoc.

6.2. Trong mdi budi thi

- T chire kiém tra viéc thuc hién quy ché thi cua thi sinh, can bo coi thi, can bd giam sat
va viéc thuc hién nhiém vu cua cac thanh vién khac tai Diém thi.

- Nam s liéu thi sinh vang thi, thi sinh vi pham quy ché thi,...

- T6 chtrc thu dé thi thira tai phong thi;

- Kiém tra viéc thuc hién quy ché, quy trinh 1am thi cta can bo coi thi, can bo giam sat
nhat 1a d6i véi bai thi KHTN, KHXH.

- Bdo co vé So GD&DT theo quy dinh.

- Kiém tra viéc thu dé thi, gidy nhap; thu va niém phong Phiéu TLTN cua thi sinh (néu
¢6) chi thi 01 mon hodc 02 mén ciia bai thi td hop vao tai phu.

- Giai quyét hoic xin ¥ kién chi dao cua B0 phan truc thi S& GD&PT dé giai quyét
nhitng van dé phat sinh.

6.3. Sau mdi budi thi

- T6 chirc viée thu bai thi, hd so thi, dé thi, gidy nhap theo quy dinh.

- Lap Bién ban vé tinh trang st dung Phiéu TLTN, ghi 5 cac thong tin: Tong sé phiéu;
sO phiéu d3 str dung; s6 phiéu thira thu lai; s6 phiéu hong thu lai, s6 phiéu thay thé.

- Niém phong, bao quan bai thi, hd so thi.

- T6 chirc hoi ¥ 1anh dao diém thi (néu thay can thiét) dé phan anh nhiing tinh hinh dic
biét va rat kinh nghiém cho cac budi thi tiép theo.

- Chi dao Thu ky chuan bi ho so phong thi, vin phong pham,...cho budi thi sau.

7. Cude hop 5 (hop tong két Diém thi)

- Banh gia vé cong tac chuén bi, cac hoat dong cua Piém thi, v kién ctia céac thanh vién.

- Thong qua Bién ban tong két cong tac coi thi.

- Hoan thanh niém phong bai thi, ho so thi.

- Niém phong 6 cimg/thé nhd luu dir liéu clia camera ban giao cho Lanh dao truong
THPT noi dit Diém thi dé luu gitt, bao quan theo quy dinh.

- T6 chtic bao quan, van chuyén hd so thi, bai thi, dé thi.

- Sau cudc hop, cung véi Cong an bao vé Dbiém thi ap tai, bao v€ an toan bai thi, hd so
thi; ndp bai thi, hd so thi; Danh sach mau chit ky (03 tai), Bién ban vé tinh trang sir dung Phiéu
TLTN cho bo phan thu nhan bai thi, ho so thi ctia S6 GD&PT./.

SO GIAO DUC VA PAO TAO NINH BiNH



