PHU LUC 2

NHIEM VU, QUYEN HAN CUA CAN BQ COI THI, CAN BQ GIAM SAT
VA TRAT TU VIEN
(Ban hanh kém theo Quyét dinh sé 3471/0P-PHLHN ngay 15 thang 10 nam 2021 cia
Hiéu truong Truwong Dai hoc Ludt Ha Ngi)

1. Nhiém vu, quyén han ciia can b coi thi:

a) Phai c6 mit dung gio tai Piém thi dé lam nhiém vu. Trong khi thyc hién
nhiém vu coi thi, khong dugc mang cac thiét bi thu phat thong tin; khong dugc lam
viéc riéng, khong duoc hut thude, khong duge sir dung cac loai d6 udng cé con;

b) Khi ¢6 hi¢u 1é€nh, can bo coi thi (CBCT) thu nhét goi tén thi sinh vao phong
thi, CBCT thtr hai dung Thé du thi va Danh sich anh cia thi sinh dé ddi chiéu,
nhan dién thi sinh; hudng dan thi sinh ngdi dung chd quy dinh va kiém tra cac vat
dung thi sinh mang vao phong thi, tuyét ddi khéng dé thi sinh mang vao phong thi
moi tai li€u va vat dung cAm;

¢) Sau khi thi sinh 6n dinh chd ngdi trong phong thi, CBCT thir nhat nhic nho
thi sinh nhiing diéu cén thiét Vé ky luat phong thi; CBCT thir hai ghi 16 ho tén va
ky tén vao cac to gidy thi, glay nhap du dé phat cho thi sinh (khong ky thura);
huéng dan va kiém tra thi sinh gap gidy thi dung quy cach, ghi sd bao danh va dién
du thong tin thi sinh vao cic muc can thiét cua gidy thi trude khi 1am bai;

d) Khi nhan duoc dé thi tir thu ky Ban Coi thi, cac CBCT khong dugc ty y mé
niém phong d¢é thi trude khi ¢ hiéu 1énh. Khi ¢ hiéu 1énh, CBCT thir nhit gio cao
phong bi dé thi dé thi sinh thdy rd ca mit trudc va mit sau con nguyén nhin niém
phong, yéu cau hai thi sinh trong phong thi x4c nhan, mé bi dung dé thi, kiém tra sd
luong dé thi, néu thira, thiéu hodc 1an dé khac, can bao ngay cho Trudéng Ban coi
thi xtr Iy; phat dé thi cho ting thi sinh;

d) Khi thi sinh bat dau lam bai, CBCT thir nhat d6i chiéu anh trong Thé dur thi
va Danh sach anh cua thi sinh véi thi sinh dé nhan dién thi sinh, ghi r0 ho tén va ky
vao cac to gidy thi, gidy nhap cta thi sinh; CBCT thtr hai bao quat chung. Trong
gio lam bai, mot CBCT bao quat tur dau _phong dén cudi phong, CBCT con lai bao
quat tir cudi phong dén dau phong cho dén hét gior thi; CBCT khong dugc dimg gan
thi sinh, gitip d& thi sinh 1am bai thi dudi bat ky hinh thirc nao; chi duoc tra 1oi
cong khai cac cau hoi cua thi sinh trong pham vi quy dinh.

Déi véi cac to gidy thi, glay nhap phat b6 sung cho thi sinh, CBCT thir hai ky
trude, sau khi thi sinh da dién ddy di thong tin trén to gidy thi, gidy nhap thi CBCT
thir nhit méi ky;

¢) CBCT phai bao vé& dé thi trong gio thi, khong dé lot dé thi ra ngoai phong
thi. Sau khi tinh gio lam bai 15 phut, CBCT ndp cac dé thi thira da dugc niém
phong cho nguoi duge Trudng Ban Coit thi ctr;

f) Chi cho thi sinh ra khoi phong thi sém nhat sau 2 phan 3 thoi gian lam bai
(d6i v6i bai thi ty luan), sau khi thi sinh d3 nop bai lam, dé thi va gidy nhap. Déi
v4i bai thi tric nghiém, thi sinh khong duoc ra khoi phong thi trude khi hét gid 1am
bai. Néu thi sinh nhét thiét phai tam thoi ra khoi phong thi thi CBCT phai bao cho
can bo giam sat phong thi dé giai quyét;



g) Néu c6 thi sinh vi pham ky luat thi CBCT phai lap bién ban xtr I theo dung
quy dinh. Néu c6 tinh hudng bét thuong phai bao cao ngay cho Truéng Ban Coi
thi;

h) Trudc khi hét gid 1am bai 15 phit, CBCT thong béo thoi gian con lai cho
thi sinh biét;

i) Khi c6 hiéu 1énh hét gid lam bai, CBCT thir nhat phai yéu cau thi sinh
ngimg 1am bai va tién hanh thu bai, ké ca bai thi cua thi sinh d3 bi 1ap bién ban;
CBCT tht hai duy tri trat tr va ky luat phong thi; CBCT tht nhét vira gol tén tung
thi sinh 1én ndp bai, vira nhén bai thi cua thi sinh. Khi nhan bai, phai dém du so to
gidy thi cta thi sinh da nop, kiém tra du cac thong tin trén to gidy thi, yéu cau thi
sinh tur ghi dung s to va ky tén vao cac Phiéu thu bai thi. Thu xong toan bo bai thi
m&i cho phép cac thi sinh ro1 phong thi;

k) Cac CBCT kiém tra sip xép bai thi theo thtr tu ting dan cta s bao danh.
Cac bién ban xir Iy ky ludt (néu co) phai kém theo bai thi cua thi sinh. CBCT thir
nhat tryc tiép mang tdi bai thi, cing CBCT thir hai dén ban giao bai thi cho thu ky
Ban Coi thi ngay sau mdi budi thi. Mdi tai bai thi phai dugc kiém tra cong khai va
d6i chiéu s6 bai va sb td cua timg bai kém theo, Phiéu thu bai thi va cac bién ban
xtr 1y ky ludt cing tang vat (néu cb);

1) Sau khi ban giao xong, tai dung bai thi, phiéu thu bai cta ting phong thi
duoc thu ky Ban coi thi cing hai CBCT niém phong tai chd. Mbi tai bai thi dan 3
nhan niém phong vao chinh gitra 3 mép dan, mét CBCT ky gidp lai gitra nhan niém
phong va tai dung bai thi. Thu ky Ban Coi thi va hai CBCT ghi 10 ho tén va ky vao
bién ban ban giao;

m) Khi coi thi cac bai thi tric nghiém, ngoai trach nhiém duoc quy dinh tai
cac diém trong khoan nay, CBCT phai thuc hién cac cong viée sau:

- Nhén Phiéu TLTN, ky tén vao Phiéu TLTN;

- Phat Phiéu TLTN va huéng dan thi sinh dién du thong tin vao cac myc trén
Phiéu TLTN;

- Phat dé thi cho thi sinh; mdi thi sinh trong ciing phong thi c6 mot ma dé thi
riéng; Khi phét dé thi, yéu cau thi sinh kiém tra ma dé thi d&am bao chinh xac, dé dé
thi dudi Phiéu TLTN va khong dugc xem ndi dung dé thi. Khi thi sinh cudi cing da
nhan duoc dé thi thi cho phép thi sinh 1at dé thi 1én va ghi, t6 ma dé thi vao Phiéu
TLTN, ghi ma dé thi vao hai Phiéu thu bai thi;

- Khong thu Phiéu TLTN trudc khi hét gid 1am bai. Khi thu Phiéu TLTN phai
kiém tra viéc ghi va t6 ma dé thi vao Phiéu TLTN cua thi sinh (mi dé thi da ghi, to
trén Phiéu TLTN va ghi trén Phiéu thu bai thi phai gidng véi ma dé thi ghi trén to
dé thi cua thi sinh);

- Ban giao cho Thu ky Ban Coi thi tai bai thi chira toan b Phiéu TLTN da
dugc sip xép theo s6 bao danh tir nhd dén 16n va mot ban Phiéu thu bai thi da dién
ma dé thi va c¢6 du chit ky thi sinh du thi. Mot ban Phiéu thu bai thi con lai dé bén
ngoai tui bai thi dugc ban giao cho Thu ky Ban Coi thi.

2. Nhiém vu, quyén han ciia can b giam st thi:



a) Gidm sat viéc thuc hién chic trach, nhiém vu cua CBCT, cac thanh vién
khac tai khu vuc duoc phan cong; giam sat thi sinh dugc CBCT cho phép ra ngoai
phong thi;

b) Kip thoi nhéc nhé CBCT, trat tu vién, nhan vién y té va 1ap bién ban néu
cac doi tuong trén vi pham quy che thi;

c) Kién nghi Trudng Ban coi thi dinh chi viéc thuc hién nhiém vu hoéc thay
doi CBCT, trat tu vién, nhan vién y t€ néu c6 vi pham;

d) Yéu cau CBCT lap bién ban thi sinh vi pham quy ché thi (néu c6);
d) Phdi hop véi cac doan thanh tra thi trong viéc thanh tra, xir Iy vi pham.
3. Nhiém vu cua trat ty vién:

a) Khong dé bat ky ngudi nao khong cé trach nhiém vao khu virc minh phu
trach. Khong bo vi tri, khong 1am viéc riéng trong khi lam nhi¢m vu. Khong dugc
vao phong thi, khong dugc trao doi voi thi sinh;

b) Béo cao Trudong Ban Coi thi vé cac tinh hudng xay ra trong thoi gian thi
de kip thoi xu ly.



