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BENH VIEN PKKV BONG SON  CQNG HOA XA HQI CHU NGHIA VIET NAM
HOI PONG TUYEN DUNG Poc 1ap - Tw do - Hanh phic
VIEN CHUC BENH VIEN

] QUY CHE
To chirc ky tuyén dung vién chirc
Bénh vién PKKYV Bong Son nam 2022

Chuong I
QUY PINH CHUNG

‘ Muc 1 A
H()I PONG TUYEN DUNG VIEN CHUC

Picu 1. Quy dinh chung vé Hoi dong tuyén dung

1. Hoi dong tuyen dung vién chic Bénh vién DPKKV Bong Son ndm 2022
(sau day goi chung la Hoi dong tuyén dung) do Giam doc Bénh vién PKKV Bong
Son quy€t dinh thanh lap. Hoi dong tuyén dung hoat dong theo tung ky tuyen dung
va tu giai the sau khi hoan thanh nhiém vu.

2. Hoi dong tuyen dung thyc hign nhiém vu, quyen han quy dinh tai khoan 3
bieu 8 Nghi dinh s6 115/2020/ND-CP ngay 25/09/2020 cua Chinh phu vé viéc quy
dinh vé tuyén dung, st dung va quan ly vién chuec.

3. Khdng b tri 1am thanh vién Hoi dong tuyén dung doi véi nhimg nguoi c6
quan hé la cha, me, anh, chi em rut cua bén vo hoac chong; vo hoac chong; con dé
hodc con nudi cua nguoi du thi hodc nhitng nguoi dang trong thoi gian bi xem xét
xu ly ky luat hoac dang thi hanh quyét dinh ky luat.

4. Hoi dong tuyén dung duoc sir dung con dau, tai khoan cia Bénh vién
DKKYV Bong Son.

piéu 2. Nhiém vu, quyén han va trach nhiém ciaa thanh vién tham gia
Hoi dong tuyén dung
1. Chu tich Hoi dong tuyén dung:

a) Chiu trach nhiém trudc phap lut vé viéc to chic thyc hién céc nhiém vy
cua Hoi dong tuyen dung va chi dao t6 chuc ky tuyén dung vién chuc bao dam
dung ndi quy, quy ché ky tuyén dung theo quy dinh cua phép luat.

~ b)Phén cong trach nhiém, nhiém vy cu thé cho timg thanh vién cia Hoi dong
tuyen dung.
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¢) Quyét dinh thanh l1ap cc b phan gilp viéc: Ban kiem tra Phiéu dang ky
du tuyen; Ban de thi; Ban coi thi; Ban phach; Ban cham thi; Ban cham phuc khao
(néu cd); thanh lap To thu ky giap viéc (xét thay can thiét).

d) T6 churc viéc xay dung dé thi, huéng dan cham thi, dap 4n; Iya chon, quyét
dinh dé thi; t6 chuc bao quan, luu gilt dé thi, hudng dan cham thi, dép an theo ding
quy dinh tai Quy ché nay, bao dam bi mat Nha nudc do Mat.

d) Béo cao Giam doc Bénh vién ban hanh céc quyét dinh: Danh sach thi sinh
du dieu kién tham dy ky xét tuyen sau khi kiém tra Phicu déng ky dw tuyén; cong
nhan két qua ky tuyén dung vién chuec.

e) Chi dao viéc giai quyét kién nghi, khiéu nai, to cao trong qua trinh to chirc
ky tuyén dung vién chuc.

2. Ph6 Chu tich Hoi dong tuyén dung:

Gilip Chu tich Hoi dong tuyen dung dieu hanh hoat dong cua Hoi dong tuyen
dung va thuc hién mot SO nhiém Vu Ccu thé caa Hoi dong tuyen dung theo su phan
cong cua Chu j[jch Ho1 dong tuyén dung; chiu trach nhiém trudc phap luat, trudc
Chu tich Ho1 dong tuyén dung vé nhiém vu dugc phan cong.

3. Uy vién cua Hoi dong tuyén dung:

Uy vién cua Hoi dong tuyén dung thyc hién nhiém vu cy thé do Chu tich Hoi
dong tuyén dung phén cong, bao dam cac hoat dong cua Hoi dong tuyén dung thuc
hién dting quy dinh cua phap luat; chiu trach nhiém trudc phap luat, trude Chu tich
Hoi1 dong tuyén dung vé nhiém vu duoc phan cong.

4. Uy vién kiém thu ky Hoi dong tuyén dung:

Chiu trach nhiém trudc phap luat, truéc Chu tich Hoi dong tuyén dung vé
nhiém vu dugc phan cong sau day:

a) Chuan bi cac van ban, tai liéu phuc vu cho hoat dong cia Hoi ddng tuyén
dung; ghi bién ban cac cudc hop cua Hoi dong tuyén dung; chuan bi danh séach thi
sinh, cdc mau bién ban phuc vu cho hoat dong cua ky tuyén dung vién chic va cac
mau biéu, tai liéu khac lién quan dén hoat dong cua Hoi dong tuyén dung;

b) T chirc, chuan bi céc tai liéu hudng dan 6n tap cho thi sinh (néu co);

c) Nhan, bao quan bai thi cua thi sinh dwgc dong trong cac tii hoac bi dung
bai thi (sau day goi chung la tai bai thi) con nguyén niém phong tir Truéng Ban coi
thi;

d) Ban giao bai thi dugc dong trong céc thi bai thi con nguyén niém phong
cho Truong Ban phach;
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d) Nhan, bao quan bai thi da roc phach dugc dung trong cac tui bai thi con
nguyén niém phong tir Truong Ban phéach;

e) Ban giao cho Truéng Ban chim thi cac tai dung bai thi di roc phach con
nguyén niém phong kém theo cac Phiéu cham thi va thuc hién cac cdng tac nghiép
vu lién quan;

g) Nhan, bao quan bang tong hop két qua cham thi dwgc dong trong céc tui
con nguyén niém phong tir Ban cham thi;

h) Ban giao bang téng hop két qua chdm thi con nguyén niém phong cho
Trudng ban phach dé té chirc ghép phéch:;

i) Nhan lai dau phach va bang ghép phéch con nguyén niém phong ti
Truong ban phéch;

k) Thuc hién céc tac nghiép dé to chic phlc khao bai thi (néu co) theo quy
dinh tai Quy ché nay;

) Tong hop, béo cao Chu tich Hoi ddng tuyén dung vé két qua ky tuyén
dung vién chuc;

m) Thuc hién cac nhiém vu khac theo phan cong cua Chu tich Hoi déng
tuyén dung.

Muc 2
CAC BQ PHAN GIUP VIEC CUA HOI PONG TUYEN DUNG

Diéu 3. Ban d2 thi

Thuc hién theo khoan 7, Biéu 3 cia Quy ché to chic thi tuyén, xét tuyén
cong chuec, vién chaec, thi nang ngach cong chaec, thi hodc xét thang hang chac danh
nghé nghiép vién chac; Noi quy thi tuyén, xét tuyén cong chic, vién chic, thi nang
ngach cdng chirc, thi hodc xét thiang hang chiic danh nghé nghiép vién chac ban
hanh theo Théng tu s6 06/2020/TT-BNV ngay 01/12/2020 caa Bo Noi vu.

Piéu 4. Ban coi thi

1. Ban coi thi do Chu tich Hoi ddng tuyén dung thanh Iap, gom: Truéng ban,
ph6 Trudng ban va céac thanh vién, trong d6 c6 mot thanh vién kiém thu ky.

2. Nhiém vy, quyén han va trach nhiém caa Truong ban coi thi:

a) Chiu trach nhiém truéc phép luat, trusc Chu tich Hoi dong tuyen dung
trong viéc té chuac coi thi theo quy ché, noi quy cua Ky tuyén dung.
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b) Bo tri phong thi; phan cong nhiém vu cu thé cho Phé Truéng ban coi thi;
giam thi phong thi va giam thi hanh lang doi véi tirng mon thi.

¢) Nhan va bao quan dé thi theo quy dinh; giao dé thi cho giam thi coi thi.
Khi giao, nhan de thi phai lap bién ban xac dinh tinh trang dé thi;

7 d) Tam dinh chi viép coi thi cua giam thj,, kip thoi bao cég Chf; tich Hoi déng
tuyen dung xem xét, quyet dinh; dinh chi thi doi vei thi sinh néu thay c6 can cu vi
pham ndi quy, quy ché caa Ky tuyén dung;

d) T6 chuc thu bai thi cua thi sinh, niém phong bai thi ¢é ban giao cho Uy
vién kiém Thu ky Hoi dong tuyén dung.

3. Nhiém vy, quyén han va trach nhiém cia Phé Trudéng ban coi thi:

Giup Truong ban coi thi diéu hanh mot s6 hoat dong cua Ban coi thi theo su
phan cong cua Truong ban coi thi; chiu trach nhiém trudc phap luat, trude Truong
ban coi thi vé nhiém vu duoc phan cong.

4. Nhiém vu, quyén han va trach nhiém ctia thanh vién Ban coi thi dugc phan
céng lam giam thi phong thi:

a) Thuc hién nhiém vu coi thi theo sy phan cong cta Truong ban coi thi.

b) Phai c6 mit dung gio tai dia diém thi ¢é 1am nhiém vu.

c) Trong khi thuc hién nhiém vu coi thi, khong dugc mang vao phong thi
dién thoai di dong, may ghi am, may anh, mdy vi tinh, cac phuong tién ky thuat
thu, phat truyén tin, phuong tién sao luu dr liéu, thiét bj chira dung, truyén tai
thong tin khac va céac loai gidy to, tai li¢u co lién quan dén noi dung thi; khong
dugc lam vie riéng; khong duoc hut thuoc; khong dugc sir dung cac loai do uong
co con hoac cac chat kich thich,

d) Khéng giai quyét cho thi sinh ra ngoai phong thi dbi v6i mén thi ¢ thoi
gian thi tr dudi 60 phut. Doi vai mon thi viet, chi cho phep thi sinh ra khoi
phong thi sém nhat sau 2/3 thoi gian lam bai thi. Treong hop thi sinh nhat thiét
phai ra khoi phong thi thi giam thi phong thi phai thong bao ngay cho giam thi hanh
lang @€ gidm thi hanh lang bao cao ngay Trudng ban coi thi xem xét, giai quyét.

d) Truong hop thi sinh vi pham noi quy, quy ché ky tuyén dung thi giam thi
phong thi phai 1ap bién ban xir Iy theo quy dinh. Néu c6 tinh huéng bat thuong phai
bao cdo ngay cho Truong ban coi thi xem xét, giai quyét.

e) Chiu trach nhiém trudc phép luat, truée Truong ban coi thi vé nhiém vu
dugc phan cong.

5. Nhiém vu, quyén han va trach nhiém cua thanh vién Ban coi thi duoc phan
cong lam giam thi hanh lang:
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a) Gilr gin trat ty va bao dam an toan bén ngoai phong thi;

b) Phat hién, nhac nho, phé binh va cing giam thi phong thi 1ap bién ban thi
sinh vi pham nai quy, quy ché cua ky tuyén dung & khu vuc hanh lang. Trudng hop
vi pham nghiém trong nhu gay mat trat ty, an toan & khu vuc hanh lang phai béo
c4o ngay cho truang ban coi thi xem xét, giai quyét.

¢) Khong dugc vao phong thi.

d) Chiu trach nhiém truéc phap luat, truée Trudng ban coi thi vé nhiém vu
duoc phan cong.

6. Nhiém vy, quyén han va trach nhiém caa thanh vién kiém Thu ky ban coi
thi:

Ghi bién ban cac cudc hop, hoat @ong cua Ban coi thi va thyuc hién cac nhiém
vu khéac theo phan céng cua Truong ban coi thi; chiu trach nhiém trudc phap luat,
trude Truong ban coi thi vé nhiém vu dugc phan cong.

7. Tiéu chuan cua nguoi duoc cir tham gia Ban coi thi:

a) Nguoi dugc cu tham gia Ban coi thi la vién chirc cua don vi hodc la cong
chuec, vién chac cia co quan, don vi khac do Chu tich Hoi dong tuyén dung quyeét
dinh;

b) Ngudi duoc cur lam thanh vién Ban coi thi khong duge tham gia Ban dé
thi, Ban cham thi, Ban cham phuc khao (néu co).

biéu 5. Ban phéach

1. Ban phéach do Chu tich Hoi dong tuyén dung thanh 1ap gdm: Truong ban
va cac thanh vién, trong d6 c6 mot thanh vién kiém Thur ky.

2. Nhiém vu, quyén han va trach nhiém Truéng ban phach:

a) Chiu trach nhiém trudc phép luat, trudéc Chu tich Hoi déng tuyén dung to
chirc viéc lam phach theo quy dinh.

b) Nhan bai thi dugc dong trong céc thi con nguyén ni€ém phong tur Uy vién
kiém Thu ky Hoi dong tuyén dung.

¢) Phan cdng nhiém vy cu thé cho cac thanh vién Ban phach dé to chirc thyc
hién viéc danh so phach, roc phach cac bai thi bao dam nguyén tac so phach khdng
trung lap véi so bao danh cua thi sinh.

d) Niém phong bai thi da roc phach va ban giao cho Uy vién kiém Thu ky
Ho61 dong tuyén dung.

d) Niém phong dau phach va bao quan trong sudt thoi gian cham thi cho dén
khi hoan thanh viéc cham thi.
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e) Nhan bang tong hop két qua cham thi theo s phach tir Thu ky Hoi ddng
tuyén dung con nguy@n niém phong; té chic ghép phach véi sé bao danh.

g) Niém phong va ban giao dau phéch, bang ghép phach da duoc ghép phach
Vi s6 béo danh cho Uy vién kiém Thu ky Hoi ddng tuyén dung.

3. Nhiém vu, quyén han va trach nhiém cua thanh vién Ban phéch:

a) Thuc hién viéc danh sé phach, roc phach céc bai thi theo phan cong cua
Truong ban phéch.

b) Giir bi mat sé phach.

¢) Chiu trach nhiém truéc phap luat, trude Truéng ban phach vé nhiém vu
dugc phan cong.

4. Nhiém vu, quyén han va trach nhiém cuaa thanh vién kiém Thu ky Ban
phach:

Ghi bién ban cac cudc hop, hoat dong cua Ban phach va thuc hién cac nhiém
vu khéc theo phan cong cua Trudong ban phach; chiu trach nhiém truéc phép luat,
trude Truong ban phach vé nhiém vu dugc phan cong.

5. Tiéu chuan cua thanh vién Ban phach:

a) Nguoi dugc ctir tham gia Ban phach la vién chirc cua don vi hogc la cong
chure, vién chac cia co quan, don vi khac do Chu tich Hoi dong tuyén dung quyeét
dinh.

b) Nguoi dugc cur tham gia Ban phach khong dugc tham gia Ban cham thi,
Ban cham phuc khao (néu co).

Piéu 6. Ban cham thi

1. Ban cham thi do Chu tich Hoi ddng tuyén dung thanh l1ap dé to chic viéc
cham thi viét, thi trac nghiém trén gidy, gdm: Truéng ban va cac thanh vién, trong
d6 c6 mdt thanh vién kiém Thu ky.

2. Nhiém vu, quyén han va trach nhiém cua Truéng ban cham thi:

a) Chiu trach nhiém trugc phap luat, trudc Chu tich Hoi dong tuyén dung
viéc to chirc cham thi theo quy dinh.

b) Phan céng nhiém vu cham thi cho cac thanh vién Ban cham thi bao dam
nguyén tac mdi bai thi viét, thi trac nghiém trén gidy phai c6 it nhat tir 02 thanh
vién tro 1&n thyc hién nhiém vy chdm thi va to chic viéc cham thi theo ding quy
ché.
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¢) Trudc khi cham thi, td chirc va quan triét dén céc thanh vién Ban cham thi
vé huéng dan cham thi, dap an cham thi va thang diém cham thi. Truong hop phat
hién noi dung cua dé thi, huéng dan cham, dap an cham thi c6 noi dung khdng
théng nhat hoac sai léch thi phai bao cdo ngay dén Chu tich Hoi dong tuyén dung
dé xem xét, quyét dinh. Sau khi c6 y kién cua Chu tich Hoi ddng tuyén dung mai
thuc hién viéc chdm thi theo quy dinh. Khong duoc tu ¥ thay ddi hudng dan cham
thi, dap an cham thi, thang diém cham thi.

d) Nhan, bao quan cac tai dung bai thi con nguyén niém phong tir Uy vién
kiém Thu ky Hoi déng tuyén dung, sau do phan chia tai dung bai thi kém theo
phiéu chiam diém bai thi cho cac thanh vién Ban cham thi.

d) Pinh chi hoic thay d6i viéc cham thi d6i véi thanh vién Ban cham thi
thiéu trach nhiém, vi pham quy ché ky tuyén dung.

e) Tong hop két qua cham thi, dung vao tai va niém phong, sau d6 ban giao
cho Uy vién kiém Thu ky Hoi dong tuyén dung. Khi ban giao phai 1ap bién ban
giao nhan két qua cham thi.

g) Gitr bi mat két qua diém thi.
3. Nhiém vy, quyén han va trach nhiém cua thanh vién Ban cham thi:
a) Chi cham diém céc bai thi duoc lam trén giay thi do Hoi dong quy dinh.

b) Cham diém céc bai thi theo diing hudng dan cham thi, dap an cham thi va
thang diém.

c) B&o céo dau hiéu vi pham trong céc bai thi vai Truong ban cham thi va
kién nghi hinh thac xi 1y.

d) Gitr bi mat két qua diém thi.

d) Chiu trach nhiém truéc phép luat, trude Trudng ban cham thi vé nhiém vu
dugc phan cong.

4. Nhiém vu, quyén han va trach nhiém cia thanh vién kiém Thu ky Ban
cham thi:

Ghi bién ban cac cudc hop cia Ban cham thi va thuc hién cac nhiém vu khéac
theo phan cong ciia Truang ban cham thi; chiu trach nhiém truéc phap luat, truéc
Truéng ban cham thi vé& nhiém vu duoc phan cong.

5. Tiéu chuan cua nguoi duoc cir tham gia Ban cham thi:

a) Nguoi duoc cur tham gia Ban cham thi 12 cdng chic, vién chic cua co
quan, don vi khac do Chu tich Hoi ddng tuyén dung quyét dinh; c6 trinh 6 chuyén
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mon, kinh nghiém cong tac trong nganh, linh vuc va phi hop véi yéu cau cua vi tri
can tuyen.

b) Nguoi dugc cir tham gia Ban cham thi khong dugc tham gia Ban coi thi;
Ban phéch; Ban cham phtc khao (néu cd).

Piéu 7. Ban cham phc khao

1. Ban chidm phuc khao do Chu tich Hoi dong tuyén dung thanh lap dé to
chtc viéc cham phdc khao bai thi viét, thi trac nghiém trén giay, gdm: Truang ban
va cac thanh vién, trong d6 c6 mot thanh vién kiém Thu k¥, khong bao gdm nhiing
nguoi da dugc cir tham gia Ban cham thi.

2. Nhiém vu, quyén han va trach nhiém cua Truéng ban cham phuc khao,
thanh vién kiém Thu ky Ban cham phuc khao thyc hién nhu nhiém vu, quyén han
va trach nhiém cua Truong ban chdm thi, thanh vién kiém Thu ky Ban cham thi
quy dinh tai khoan 2, khoan 4 Diéu 7 Quy ché nay.

3. Nhiém vu cua Ban cham phc khao:

a) Kiém tra cac sai sot (néu c6) trong bai thi, nhu cong sai diém, ghi nham
diém bai thi.

b) Cham lai cac bai thi theo don dé nghi phuc khao cua thi sinh.

¢) Chiu trach nhiém truéc phap luat, trude Truong ban cham phic khao vé
nhiém vu dugc phan cong.

4. Tiéu chuan cta nguoi duoc cir tham gia Ban cham phuc khao thyuc hién
nhu tiéu chuan ctia nguoi duoc cir tham gia Ban cham thi quy dinh tai khoan 5
Diéu 7 Quy ché nay.

Picu 8. Ban kiém tra phiéu ding ky du tuyén

1. Ban kiém tra phiéu dang ky du tuyén do Chu tich Hoi dong tuyén dung
thanh Iap gom: Truong ban va cac thanh vién, trong d6 c6 mot thanh vién kiém thu
Ky.

2. Nhiém vu, quyen han va trach nhiém cia Truong Ban kiém tra phiéu dang
Ky du tuyén:

a) Chiu trach nhiém truéc phap luat, trudc Chir tich Hoi dong tuyen dung
viéc to chuc thuc hién nhiém vu kiém tra Phicu dang ky du tuyén;

b) T6 chirc thuc hign viéc kiem tra diéu kién, tiéu chuan cua nguoi dy tuyen
da dang ky tai Phieéu dang ky du tuyeén.
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) Téng hop danh sach nguoi dang ky du tuyén dap ung du diéu kién, tiéu
chuan dy xét tuyen; danh sach nguoi dang ky dy tuyén khong dap ung du dieu
kién, tiéu chuan du xét tuyén, bao cado Chu tich Hoi dong.

~ 3.Nhiém vy, quyén han va trach nhiém cua cc thanh vién Ban kiém tra
Phiéu dang ky du tuyeén:

Thyc hién nhiém vy kiém tra diéu kién, tiéu chuan cua nguoi du tuyén theo
Yyéu cau cua vi tri viéc lam da dang ky tai Phi€u dang ky dy tuyen theo phan cong
cua Trudng ban; chiu trach nhiém trugce phap luét, trude Truong ban kieém tra Phieu
dang ky du tuyén vé nhiém vu dugc phéan cong.

~ 4.Nhiém vy, quyén han va trach nhiém cua thanh vién kiém Thu ky Ban
kiém tra Phicu dang ky du tuyen:

Ghi bién ban cac cudc hop cua Ban kiem tra Phicu dang ky du tuyén va thyc
hién cac nhiém vy khac theo phan cong cua Truong ban kiém tra Phicu déng ky du
tuyen; qchiu‘ trach nhiém trudc phap luat, trude Truong ban kiém tra Phicu dang ky
du tuyen vé nhiém vu duoc phan cong.

~ 5. Tiéu chuan cua ngudi dugc cur tham gia Ban kiém tra Phiéu dang ky du
tuyéen:

Nguoi duoc cir tham gia Ban kiém tra phiéu dang ky du tuyén 1a vién chuc
cua don vi; co trinh do chuyén mdn, kinh nghi¢m cong tac trong nganh, linh vuc
phU hop voi yéu cau cua vi tri can tuyén.

Piéu 9. T6 Thw ky giup viéc Hai dong tuyén dung

1. T6 Thu ky gitp viéc Hoi dong tuyén dung do Chu tich Hoi dong tuyén
dung thanh 1ap gom: T4 trudng va cac thanh vién. Sé luong thanh vién Té Thu ky
gilip viéc do Chu tich Hoi dong tuyén dung quyét dinh, trong d6 Uy vién kiém Thu
ky Hoi dong 1a T trudng.

2. T6 truong To Thu ky chiu trach nhiém phan cong céac thanh vién T Thu
ky gip viéc thuc hién cac nhiém vu cia Uy vién kiém Thu ky Hoi dong trong
pham vi chuac trach, nhiém vu quy dinh tai khoan 4 Diéu 2 Quy ché nay va cac
nhiém vu khac do Chu tich Hoi ddng tuyén dung phan cong.

3. Nguoi dugc ctr tham gia T6 Thu ky giup viéc 14 vién chic cua don vi.
Tung thanh vién T6 Thu ky chiu trach nhiém ca nhan trudc phép luat, trugc Cha
tich Hoi dong tuyén dung, T6 truong T Thu ky vé nhiém vy duoc phan cong.

Piéu 10. T6 in sao dé thi

1. T6 in sao dé thi do Chu tich Hoi dong tuyén dung quyét dinh thanh Iap,
trong d6 c6 To truong To in sao de thi va cac thanh vién.
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2. T6 in sao dé thi 1am viéc tap trung theo nguy@n tic cach ly triét dé tur khi
m& niém phong dé thi dé in sao cho dén khi hét thoi gian 1am bai thi ciia mon thi da
duoc in sao do.

3. T6 truong T6 in sao dé thi chiu trach nhiém c4 nhéan truéc Cha tich Hoi
dong tuyén dung va trudc phap luat vé cac céng viéc sau day:

a) Tiép nhan dé thi gdc tir dai dién Hoi déng tuyén dung;
b) Chi dao va to chure in sao dé thi;

c) Bao quan, ban giao dé thi di dugc sao in duoc dung trong céac tai dé thi,
dugc niém phong cho Truong ban coi thi;

d) Khi giao, nhan d& thi phai 1ap bién ban ban giao, c6 ky xac nhan cua céac
bén giao, nhan; dai dién Ban giam sat; dai dién co quan coéng an (néu dugc moi
tham gia).

4. Nguoi dugc cir tham gia T6 in sao dé thi 1a vién chic cia don vi do Chu
tich Hoi dong tuyén dung quyét dinh.

5. Trong khi thyc hién nhiém vu in sao dé thi, khong duoc mang theo dién
thoai di dong, may ghi &m, may anh, may vi tinh, cac phuong tién ky thuat thu,
phat truyén tin, phuong tién sao luu dit liéu, thiét bi chira dung, truyén tai thong tin
khac va céac loai gidy to, tai liéu co lién quan dén qua trinh in sao dé thi; khdng
duoc 1am viéc riéng; khong duoc hit thude; khong duoc sir dung cac loai d6 udng
c6 con hoic céc chat kich thich.

_ Chuwong 11
TO CHUC XET TUYEN VIEN CHUC
Muc 1
CONG TAC TO CHUC

Piéu 11. Cong tac chuan bi

1. Cham nhat 05 ngay lam viéc sau ngay ket thic viéc kiém tra dieu kién,
tiéu chuan ciia nguoi dy tuyén tai vong 1, Hoi dong tuyen dung phai lap danh sach
va théng béo triéu tap thi sinh da diéu kién dy xét tuyén ¢ vong 2. Noi dung thdng
bao trieu tap ghi rd thoi gian, dia diém 1am tha tuc tham du thi, thu 1& phi du tuyén;
thoi gian, dia diém t6 chuc 6n tap (néu cd); thoi gian, dia diém té chirc thi: hinh
thire thi, thoi gian to chac cac mon thi va cac noi dung khac lién quan.
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2. Truéc ngay khai mac it nhat 01 ngdy lam viéc, Hoi dong tuyeén dung c6
trach nhiém niém yét danh sach 'ghi sinh theo s6 bdo danh, theo phong thi, so do vi
tri cac phong thi, noi quy ky tuyen dung, hinh thic, thoi gian thi doi voi ting mon
thi tai dia diém to6 chuc.

_ 3.Truéc ngay khai mac it nhat 01 ngay Iam viéc, Uy vién kiém Thu ky Hi
dong tuyén dung phai hoan thanh cac cdng tac chuan bi cho ky thi nhu sau:

a) Danh sach goi vao phong thi; danh sach thi sinh ky nop bai thi;

b) Cac loai bién ban, gom: Bién ban giao nhan dé thi tir Hoi dong tuyen dung
cho T6 in sao d€ thi, tr T6 in sao d€ thi cho Ban coi thi, tir Truong ban coi thi cho
cac giam thi phong thi; bién ban xac nhan tinh trang tai dung de thi trudc khi cat tli
dung d€ thi dé phat de thi; bién ban xu ly vi pham néi quy, quy che ky tuyen dung;
bién ban giao nhan bai thi va cac loai bién ban khac phuc vu cho cdng tac tuyén
dung vién chuc;

¢) Chuan bi thé cho cac thanh vién Hoi dong tuyen dung, Ban coi thi, bo
phéan phuc vy ky thi. The cua Chu tich, Pho chu tich, Uy vién Hoi dong tuyén dung,
Truong ban coi thi in day da ho tén va chuc danh. Thé cua cac thanh vién khéc chi
in chuac danh.

Piéu 12. Cong tac xay dung deé thi
1. Khu vyc lam dé thi va cac yéu cau bao mat:

a) Dé thi, cau hoi thi, huéng dan cham thi, dap an dé phuc vu riéng cho ky
tuyén dung vién chirc chua sir dung thuéc bi mat nha nuée d6 Mat. Bé thi, cau hoi
thi duoc giai Mat ngay sau khi két thic budi thi cia ndi dung thi, mon thi do;
huéng dan cham thi, dap an duoc giai Mat sau khi két thdc viéc cham thi.

b) Viéc xay dung dé thi, cAu hoi thi, huéng dan cham thi, dap an phai dugc
thuc hién tai dja diém an toan, biét lap, dugc bao vé, co day da phuong tién bao
quan, phong chdy, chira chdy.

¢) Cac thanh vién tham gia lam dé thi, cau hoi thi, huéng dan cham thi, dap
an déu phai céach ly véi bén ngoai tir thoi diém tap trung lam dé thi cho dén khi két
thuc mén thi d6. Trong trudng hop can thiét, duoc sy dong y bang van ban cua
Truéng ban dé thi thi cac thanh vién mai duoc phép ra ngoai hoic lién hé véi bén
ngoai bang dién thoai cb dinh hodc di dong, khi ndi chuyén phai bat loa ngoai, c6
ghi am va dudi sy gidm sat hoic chiing kién cua thanh vién Ban giam sét va cua dai
dién co quan cong an (néu dugc moi tham gia).

d) Phong bi dung dé thi, cAu hoi thi, huéng dan cham thi, dap an dé giao,
nhan, van chuyén tir noi lam dé thi ra bén ngoai phai duoc lam bang gidy c6 da do
bén, kin, tdi va duoc déan chat, khong bong mép, duoc niém phong.
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d) Toan bd qué trinh giao, nhan, van chuyén dé thi, cau hoi thi, huéng dan
cham thi, d4p an phai dugc giam sat boi thanh vién Ban giam sat va cia dai dién co
quan cong an (néu duoc moi tham gia); cac phong bi dung dé thi, cau hoi thi,
huéng dan cham thi, dp an phai duoc bao quan trong thung lam bang kim loai c6
khoa va dugc niém phong trong qua trinh giao, nhan, van chuyén.

e) May moc va thiét bj tai noi lam dé thi du bi hong hay khong dung dén, chi
dugc dua ra ngoai khu vuc cach ly sau thoi gian thi mén cudi ciing.

2. Yéu cau khi xay dung dé thi:
a) Yéu cau chung:
bam bao chinh xac, khoa hoc, 161 van, cau chit rd rang.

Pé thi phai pht hop véi noi dung mén thi, co tinh tu duy, suy luan, téng hop,
phan tich, tranh viéc hoc thuoc long.

Pé thi viét phai ghi rd s6 diém cia mdi cau hai thi.
Dé thi phai ghi rd c6 chit “HET” tai diém két thac dé thi va phai ghi rd c6
may trang (d6i voi dé thi c6 tir 02 trang tro [én).

MJbi mdn thi trong ky tuyén dung vién chac phai co dé thi chinh thic, dé thi
du phong c6 kém theo dap an, huéng dan cham thi cu thé.

b) Béi véi thi tu luan (thi viét):

Can ctr VAo Yéu cau caa Vi tri viéc 1am du tuyén, Ban dé thi c6 trach nhiém
soan thao cau hoi, huéng dan cham thi, dap an cham thi. Hudng dan cham thi, dap
an cham thi duoc chuan bi theo tirng cau hoi va c6 thang diém chi tiét dén 5 diém.
Truong hop hudng dan cham thi, dap 4n cham thi chi tiét thap hon 5 diém do Chu
tich Hoi dong xem xét, quyét dinh.

Noi dung cau hoi, huéng dan cham thi, dap an cham thi sau khi soan thao
dugc Truong ban dé thi té chirc phan bién va dé xuit phuong an chinh ly, sira chira
(néu thay can thiét); viéc phan bién cau hoi, hudng dan cham thi, dap an cham thi
do cac thanh vién khéac cua Ban dé thi thuc hién. Sau khi d3 t6 chac phan bién,
Truéng ban dé thi to chic rdt ngau nhién cac cau hoi dé ghép thanh cac dé thi tu
luan khac nhau (kém theo hudng dan cham thi, dap 4n cham thi tuong Gng), bao
dam c6 it nhat 03 dé thi khac nhau, sau d6 Trudng ban dé thi ky nhay vao ting
phién ban dé thi, niém phong va bao cao Chu tich Hoi dong xem xét, quyét dinh
phé duyét dé thi chinh thac va dé thi du phong.

¢) Béi vai thi tric nghiém:
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Viéc xay dung cau hoi sir dung cho dé thi tric nghiém (thi trén gidy) phai
bao dam sé luong cau hoi duoc xay dung ti thiéu gap 3 14n so vai tdng s6 cau hoi
theo quy dinh cua tirng mén thi. Cha tich Hoi déng va Trudng ban dé thi phai chiu
trach nhiém truéc phap luat trong truong hop xay dung sé lwong cau hoi khéng bao
dam dung s6 luong quy dinh néu trén.

Trudng ban dé thi té chirc dé cac thanh vién Ban dé thi tham dinh tirng cau
hoi thi trac nghiém theo ding yéu cau cua vi tri dy tuyén hoic yéu cau vé tiéu
chuan nghiép vu chuyén mén cua chic danh nghé nghiép vién chuc dy tuyén. Sau
khi hiéu chinh 1an cudi, Trudng ban dé thi to chic rit ngau nhién céc cau hoi dé
hinh thanh @@ thi trac nghiém véi nhiéu phién ban dé thi khac nhau, ky nhay vao
ting phién ban dé thi, niém phong va bao cao Chu tich Hoi dong xem xét, quyét
dinh dé thi chinh thire va dé thi du phong caa ky tuyén dung.

Picu 13. T6 chirc khai mac

~ 1. Trude khi bat dau ky tuyen dung vién chic phai to chic 1€ khai mac ky
tuyén dung.

2. Trinh tu to chuc 18 khai mac nhu sau: Chao cd; tuyén bd ly do; gidi thiéu
dai biéu; cong bb quyét dinh thanh l1ap Hoi dong tuyén dung; cong bb quyét dinh to
chirc ky tuyen dung; cong bo quyét dinh thanh Iap Ban giam sat ky tuyén dung;
cong bo quyét dinh thanh lap Ban coi thi; Chu tich Hoi dong tuyen dung tuyén b
khai mac ky tuyén dung; pho bién ké hoach tuyén dung, quy ché, noi quy cua ky
tuyén dung.

Picu 14. T6 chirc cudc hop Ban coi thi

1. Sau 1€ khai mac, Trueng ban coi thi to chirc hop Ban coi thi dé pho bien
ké hoach, quy ché, noi quy ky tuyen dung, nhi¢ém vu, quyen han, trach nhiém caa
cac thanh vién Ban coi thi; théng nhat cac hudng dan can thiét dé giam thi biét,
thuc hién dé hudng dan cho thi sinh théng nhat thuc hién trong qué trinh thi.

2. Boi v6i mdi mon thi, trudc gio thi toi thiéu 30 phat, Truéng ban coi thi
hop Ban coi thi dé phan cong giam thi ting phong thi theo nguyén tac khong 1ap lai
gidm thi coi thi doi vai mon thi khac trong cung mot phong thi; pho bién nhiing
huéng dan va luu y can thiét cho cac giam thi doi vai mon thi.

3. Truong hop can thiét, khi két thic mon thi, Trung ban coi thi to chic hop
Ban coi thi dé rut kinh nghiém.

Piéu 15. Cach bé tri, sip xép trong phong thi

MJ3i phong thi bé tri tdi da 25 (hai muoi 1dm) thi sinh, mdi thi sinh ngdi mot
ban cach nhau it nhat 01 (mot) mét. Trude gio thi 30 phat, giam thi phong thi danh
sb bao danh cua thi sinh tai phong thi va goi thi sinh vao phong thi.
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Piéu 16. Cach thirc té chikc thi tric nghiém

1. Céch thuc t6 chic thi, thoi gian bt dau thi do Chu tich Hoi dong tuyén
dung xem xét, quyet dinh.

2. Thi sinh duoc mién thi cia phan thi no thi dugc phép vang mat cua buoi
thi phan thi do.

Muc 2
THI TRAC NGHIEM TREN GIAY, THI VIET

Piéu 17. Cong tac chuan bi dé thi

1. Boi véi thi viét: Phai co mot de thi chinh thirc va mot de thi du phong. DBé
thi duoc nhaén ban dé phat cho ting thi sinh du thi.

~ 2. Doi véi thi tréc nghiém trén gidy: Phai c6 it nhat 02 dé thi chinh thic va
02 dé thi dy phong v6i ma deé thi khac nhau. D€ thi duoc nhan ban dé phat cho tung
thi sinh du thi. Thi sinh ngo6i canh nhau khong dugc s dung ma de thi giong nhau.

3. Thoi gian nhan ban dé thi do Chu tich Hai dong tuyén dung quyét dinh,
bao dam hoan thanh trudc gid hop Ban coi thi dé phan cong giam thi phong thi it
nhat 30 phut. B¢ thi sau khi nhan ban, dong trong tai dung dé thi, duoc niém phong
va bao dam bi mat theo quy dinh.

4. In sao, van chuyén va ban giao dé thi:
a) To chuc in sao dé thi:

In sao dé thi lan luot cho ting mon thi; in sao xong, niém phong déng goi
theo phong thi, thu don sach s€, sau d6 mai chuyen sang in sao dé thi cia mon tiép
theo. Trong qua trinh in sao phai kiém tra chat lwong ban in sao; cac ban in hong
phai dugc thu lai, dong tai, niém phong dé huy sau khi két thic buéi thi.

Kiém tra sb lwong thi sinh cua timg phong thi, mén thi dé té chirc phan phdi
dé thi; ghi tén dia diém thi, phong thi, mén thi va sb lugng dé thi vao tung tai dung
dé thi trude khi dong goi dé thi.

Pong goi dung sb lugng dé thi, ding mon thi ghi ¢ tai dung dé thi, du s6
luong dé thi cho tirng phong thi. M&i mdn thi phai c¢6 01 tai dung dé thi dy phong
(d6i vé6i dé thi tric nghiém phai co du cac ma deé thi), sé luong dé thi du phong do
T6 truong To in sao dé thi quyét dinh. Sau khi in sao xong, phai déan kin, niém
phong va bao quan trong thiing 1am bang kim loai c6 khoa.

Trong qua trinh in sao, T6 in sao dé thi chiu trach nhiém quan 1y cac bi dé
thi, ké ca cac ban in thira, in hong, in mo, xau, rach, ban da bi loai ra.
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b) Van chuyén, ban giao dé thi:

Khi van chuyén, ban giao dé thi tir T6 in sao dé thi cho Truéng ban coi thi,
dé thi phai duoc bao quan trong thung 1am bang kim loai, c6 khoa va duoc niém
phong; khi ban giao phai 13p bién ban co sy chung kién cua Uy vién kiém Thu ky
Hoi dong tuyén dung, thanh vién Ban gidm sat va cua dai dién co quan cong an
(néu duoc moi tham gia).

biéu 18. Giay lam bai thi, gidy nhap
1. Bdi vai hinh thie thi viét, gidy 1am bai thi duoc in sin theo miu quy dinh
do Hoi dong tuyéen dung quyét dinh, ¢6 chir ky cua cac giam thi tai phong thi.

2. B6i véi hinh thac thi tric nghiém trén gidy, thi sinh 1am bai truc tiép trén
phiéu lam bai thi trac nghiém do Hoi dong tuyén dung quyét dinh.

3. Gidy nhép: St dung théng nhat mot loai gidy nhap do Hoi dong tuyén
dung phat ra, c6 chir ky ciaa gidm thi tai phong thi.

Piéu 19. X&c nhan tinh trang dé thi va mé deé thi

1. Giam thi phong thi moi 02 dai dién thi sinh kiém tra niém phong phong bi
dung deé thi va ky bién ban xac nhan phong bi dung dé thi dugc niém phong theo
quy dinh.

2. Truong hop thi dung dé thi bi mat dau niém phong hoac cé dau hiéu nghi
ngo khac, gidm thi phong thi 1ap bién ban (co6 xac nhan cua 02 dai dién thi sinh) tai
phong thi; dong thoi thong bao Trudng ban coi thi dé bdo cao Chu tich Hoi dong
tuyén dung xem xét, giai quyét.

3. Truong hop sau khi da mo dé thi, néu phét hién de thi c6 16 (de thi c6 sai
sot, nham d€ thi, thieu trang, nham trang) hodc thura, thicu s6 lugng de thi thi giam
thi 1 cua phong thi phai thong bao ngay cho Truong ban coi thi dé Iap bién ban;
dong thoi Truong ban coi thi phai bao cao ngay 1én Chu tich héi dong tuyén dung
de xem xét giai quyet.

4. Viéc sir dung dé thi du phong do Chu tich Hoi dong tuyén dung quyét
dinh.

Picu 20. Cach tinh thoi gian lam bai thi

1. Bdi vei thi viét: Thoi gian bat dau lam bai thi duoc tinh tir thoi diém sau
khi giam thi phat xong dé thi cho tung thi sinh va doc lai hét toan b ni dung dé
thi. Tong thoi gian lam bai thi dugc ghi trén de thi. Giam thi phong thi ghi thoi gian
bat dau va thoi gian nop bai 1én bang trong phong thi.

2. Do vsi thi trac nghiém: Thoi gian bat dau lam bai thi duoc tinh sau 05
phut ké tir khi gidm thi phong thi phat xong dé thi cho thi sinh. Tong thoi gian
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lam bai thi dugc ghi trén dé thi. Giam thi phong thi ghi thoi gian bat dau va thoi
gian nop bai I1én bang trong phong thi.

Piéu 21. Coi thi va thu bai thi viét, thi tric nghiém trén gidy
1. Coi thi:

Mbi phong thi duogc phan cong 02 giam thi, trong d6 co6 mot giam thi duoc
Truong ban coi thi phan céng chiu trach nhiém chinh trong viéc coi thi tai phong
thi (goi la gidm thi 1). Khi dugc phan cong nhiém vu coi thi trong phong thi, giam
thi phong thi thuc hién cac budc cong viéc sau:

a) Kiém tra phong thi, danh s6 béo danh cua thi sinh tai phong thi;

b) Khi ¢6 hiéu lénh, goi thi sinh vao phong thi; kiém tra gidy chiing minh
nhan dan hoic thé can cudc cdng dan hoic gidy to tly than hop phéap khac cua thi
sinh; hudng dan thi sinh ngoi theo dang vi tri; chi cho phép thi sinh mang vao
phong thi nhiing vat dung theo quy dinh, khong dé thi sinh mang vao phong thi tai
lieu va vat dung cAm theo quy dinh tai Quy ché nay;

¢) Khi ¢d hiéu lénh, giam thi 1 di nhan d@ thi; giam thi 2 nhic nhé thi sinh
nhimg dieu can thiét vé ky luat phong thi; ghi 16 ho tén va ky tén vao cac to giay
thi, glay nhap du dé phat cho thi sinh (khdng ky thura); huong dan va kiém tra thi
sinh gap giay thi ding quy céach, ghi s6 bao danh va dién day du thong tin thi sinh
vao cac muc can thiét cua gidy thi trude khi 1am bai thi. Truong hop thi sinh yéu
cau bo sung giay thi, giay nhap thi giam thi coi thi phai ky gidy thi, gidy nhap trudc
khi phat cho thi sinh;

d) Khi c6 hiéu lénh, giam thi 1 gio cao phong bi dé thi dé thi sinh thay r ca
mat trudc, mat sau va tinh trang niém phong cua dé thi, déng thoi yéu cau hai thi
sinh chung kién, ky vao bién ban xéac nhan tinh trang dé thi; sau d6 mo bi dung dé
thi, kiém tra s6 luong dé thi; khi c6 hiéu lénh hoac dén gio phat dé thi thi tién hanh
phat dé thi cho thi sinh;

d) Trong gid 1am bai, mot giam thi bao quat tir dau phong dén cubi phong,
giam thi con lai bao quét tir cudi phong dén dau phong cho dén hét gio thi; giam thi
coi thi khéng duoc ding canh bat ky thi sinh ndo hoic gitip d& thi sinh 1am bai thi
dudi bat ky hinh thiic nao; chi duogc tra 1oi céng khai cac cau hoi caa thi sinh trong
pham vi quy dinh;

e) Giam thi phong thi c6 trach nhiém bao vé dé thi trong gio thi, khong dé 16
lot d& thi ra ngoai phong thi. Sau khi tinh gio 1am bai 15 phat, giam thi phong thi
giao lai cac dé thi thira da dwoc niém phong lai cho thanh vién dugc Trudng ban
coi thi phan cong;
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g) Trudc khi hét gio lam bai 15 phat (d6i véi mén thi viét, thi tric nghiém),
giam thi phong thi thdng béo thoi gian con lai cho thi sinh du thi biét dé kiém tra va
hoan thién cac thdng tin caa thi sinh vao cac muc can thiét cua gidy thi trudc khi
nop bai thi.

2. Thu bai thi:

a) D4i voi mon thi viét:

Chi thu bai thi cua thi sinh sém nhat sau 2/3 thoi gian 1am bai thi.

Khi hét gio 1am bai, giam thi yéu cau thi sinh nging lam bai; giam thi 1 vira
goi tén tirng thi sinh 1&n ndp bai, vira nhan bai thi cua thi sinh va khi nhan bai, phai
dém du tong sb to gidy thi cua thi sinh da nop, yéu cau thi sinh tu ghi dung téng sé
to va ky tén vao danh sach thu bai thi, sau khi da ky ndp bai, thi sinh dugc phép roi
phong thi. Giam thi 2 duy tri trat tu va ky luat phong thi;

b) B4i véi mon thi tric nghiém trén gidy:

Chi thu bai thi cua thi sinh khi da hét gio 1am bai thi.

Khi hét gior 1am bai, ca hai giam thi phong thi thu toan b¢ bai thi cua thi sinh
trong phong thi, sau d6 goi lan luot tung thi sinh 1én ky nop bai thi, trong khi ky
nop bai thi, giam thi phong thi phai kiém tra lai bai thi cuaa thi sinh ky nop bai, sau
khi da ky ndp bai, thi sinh dugc phép roi phong thi;

¢) Giam thi phong thi kiém tra, sip xép bai thi theo thir tu ting dan cua sb
bao danh. Cac bién ban xu Iy vi pham ndi quy, quy ché thi (néu cd) phai kém theo
bai thi cua thi sinh. Gidm thi phong thi ban giao bai thi cho cac thanh vién duogc
Trudng ban coi thi phan céng nhiém vu thu bai thi sau mdi budi thi. Mai tdi bai thi
phai duoc Kiém tra cong khai va ddi chiéu s bai, tong sb to caa ting bai thi kém
theo, danh sach thu bai thi va cac bién ban xt ly ky luat (néu co);

d) Sau khi kiém tra, tGi dung bai thi va danh sach thu bai thi cua tirng phong
thi duge thanh vién do Truéng ban Ban coi thi phan cong thu bai thi cung cac giam
thi coi thi cta phong thi d6 niém phong tai cho, cung ky giép lai gitta nhan niém
phong vai tai dung bai thi va ky bién ban giao, nhan bai thi.

~d) Trudng ban coi thi ky niém phong vao tii dung bai thi trugc khi ban giao
cho Uy vién kiém Thu ky Hoi dong tuyén dung, kém theo tui dung bién ban xu ly
vi pham (néu c0).
Piéu 22. Cham thi viét, thi trac nghiém trén giay

1. Quy dinh chung:
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a) Viéc cham thi duoc thyc hign thong nhat tai mot khu vyc biét Iap, duoc
bao V¢, co du phuong tién phong chay, chita chay do Chu tich Hoi dong tuyen dung
quyet dinh.

b) Phong c6 tu, thung dung tai dung bai thi phai dugc khoa va niém phong;
chia khoa do Uy vién kiém Thu ky Hoi dong tuyen dung git; khi dong, mo, ban
giao tui dyng bai thi phai lap bién ban cing ky xac nhan véi sy chung kien cua
thanh vién Ban giam st va cua dai dién co quan cong an (néu dugc mai tham gia).

¢) Khong duoc mang bai thi caa thi sinh ra khoi dia diém cham thi.

d) Khong dugc mang dién thoai di dong, may ghi &m, may anh, may vi tinh,
cac phuong tién ki thuat thu, phat truyén tin, phuong tién sao luu dir liéu, thiét bi
chtra dung thdng tin khac hoidc cac gidy to riéng, tay, bat xda, bat chi va céac loai
but khac khong c6 trong quy dinh cia Ban cham thi khi vao hoic ra ngoai khu vuc
cham thi. Chi duoc dung bat mau d6 khi cham thi.

d) Trudc khi chdm thi, Truong ban cham thi to chac hop Ban chim thi dé
phan cong nhiém vy; to chac cham thi tuan thu theo hudéng dan cham, dap an,
thang diém da duogc duyét.

~ &) Sau khi cham xong toan bd bai thi ctia timg moén thi, Truong ban cham thi
to chuc viéc tong hop diém thi vao ban tong hop chung ket qua diém thi co chir ky
cua cac thanh vién cham thi va Truong ban cham thi, kém theo tung Phicu cham
diém bai thi cua ting thanh vién cham thi, dung vao phong bi kin, niém phong va
bé}n giao cho Uy vién kiém Thu ky Hoi dong tuyén dung dé thuc hién cac cong viéc
tiep theo. Viéc giao, nhan duoc 1ap bién ban cd su ching kién cua thanh vién Ban
giam sat va dai dién co quan cong an (néu dugc moi tham gia).

2. Cham thi tric nghiém trén giay:

a) Can ctr theo dap an, thanh vién cham thi cham tryc tiép trén phiéu 1am bai
thi theo quy dinh. KEt qua thi dugc tinh theo so cau tra 161 ding, khong tinh theo
diém.

'b) Céc thanh vién cham thi cling cham, thong nhat ghi s6 cau tra loi dung
trén tong so cau hoi cua mon thi va cung ky tén, ghi rd ho tén vao 6 quy dinh trén
phiéu lam bai thi.

¢) Truong hop diém thi c6 sua chira thi Truong ban cham thi va cac thanh
vién cham thi cung ky xac nhan.

3. Cham thi viét;

Viéc cham thi duoc thuc hién theo nguyén tic chim hai vong doc lap nhu
sau:

a) Cham thi lan thir nhat (thanh vién cham 1):
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Trudng ban cham thi té chic béc thim ngau nhién nguyén ti dung bai thi va
giao cho riéng cho tirng thanh vién cham thi.

Trudc khi cham thi, thanh vién cham thi kiém tra ting bai thi, bao dam du s6
to, sb phach va gach chéo tat ca nhitng phan trang con thira do thi sinh khong viét
hét. Thanh vién cham thi khéng chim diém nhiing bai thi 1am trén gidy khac voi
gidy dung cho ky tuyén dung. Trong truong hop phat hién bai thi khong du s to
hodc sb phach hoic bai thi dugc 1am trén gidy nhap hoic bai thi dugc 1am trén gidy
khac véi gidy dung cho ky tuyén dung hozc bai thi ¢é hai chit viét khac nhau hoac
bai thi dugc viét bang hai mau muc khac nhau tré 18n (trir truong hop bai thi duoc
viét bang hai mau muc khac nhau c6 bién ban xac nhan cua giam thi coi thi tai
phong thi va Truang ban coi thi) hodc bai thi dwoc viét bang muc c6 mau do, bat
chi hodc c6 viét, vé nhitng noi dung khong lién quan dén noi dung thi hoic noi
dung tra loi hodc nhitng bai thi nhau nat hoic bai thi c6 nghi van danh dau bai thi
thanh vién Ban cham thi tong hop, giao cac bai thi nay cho Truéng ban cham thi
xem xét, quyét dinh viéc cham thi.

Khi chdm lan thir nhat, ngoai nhiing nét gach chéo trén cac phan gidy con
thira, thanh vién cham thi khong dugc ghi bat ¢ noi dung hoac ky hiéu khéac vao
bai cua thi sinh hoic tai dung bai thi. Piém thanh phan cua timg cau, diém toan bai
thi va cac nhan xét (néu co) duoc ghi chi tiét vao phiéu cham diém cua ting bai thi
va kep cuing véi bai thi; trén phiéu chdm diém ghi rd ho tén va chit ky cua thanh
vién cham thi.

b) Cham thi lan tha hai (thanh vién cham 2):

Sau khi céac thanh vién cham 1 cham thi xong, Truong ban cham thi rat cac
phiéu cham thi ra khoi ti bai thi rdi t6 chizc bdc thim ngiu nhién tai dung bai thi
va giao riéng cho tirng thanh vién cham 2, dam bao khdng giao tro lai tai bai thi da
cham cho chinh thanh vién cham 1.

Thanh vién chidm 2 khong duoc ghi bat cr noi dung hoic ky hiéu khac vao
bai cua thi sinh hoic tai dung bai thi. Piém thanh phan cua timg ciu, diém toan bai
thi va cac nhan xét (néu co) duoc ghi chi tiét vao phiéu cham diém cua ting bai thi
va kep cuing voi bai thi; trén phiéu chdm diém ghi rd ho tén va chit ky cua thanh
vién cham thi. Chdm xong tdi ndo, thanh vién cham 2 giao lai tGi bai thi cho
Trudng ban cham thi.

c) Xu ly két qua cham thi sau khi hai thanh vién cham:

Diém toan bai thi cua hai thanh vién cham thi léch nhau tir 5 diém tré xudng
(trir truong hop cong nham diém) thi 14y diém trung binh cong cua hai thanh vién
cham thi lam diém chinh thac caa bai thi rdi ghi diém vao 6 quy dinh trén to giay
thi; diém I¢ cua tong diém toan bai duoc lam tron dén 1 (mot) chix sé thap phan.
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Cac thanh vién tham gia cham thi bai thi d6 cung ky, ghi rd ho tén vao tat ca cac to
gidy thi.

Diém toan bai thi cua hai thanh vién cham thi léch nhau trén 5 diém dén dudi
10 diém (trir truong hop céng nham diém) thi Truong ban cham thi to chuc dbi
thoai véi hai thanh vién cham thi dé théng nhat. Truong hop khéng thdng nhat
dugc thi Truong ban cham thi quyét dinh diém chinh thirc caa bai thi va chiu trach
nhiém truéc phap luat vé quyét dinh ctia minh; diém 1é cua tong diém toan bai dugc
lam tron dén 1 (mot) chir s6 thap phan. Biém thi chinh thic duoc ghi vao 6 quy
dinh trén to gidy thi. Cac thanh vién tham gia cham thi bai thi d6 va Truong ban
cham thi cang ky, ghi rd ho tén vao tat ca cac to giay thi. Truong hop diém thi c6
stra chira thi Truong ban cham thi va céc thanh vién cham thi cing ky xé&c nhan.

Piém toan bai thi cua hai thanh vién cham thi Iéch nhau tir 10 diém tro 1én
thi Trudng ban cham thi giao bai thi cho thanh vién thir ba chim. Diém thanh phan
cua timg cau, diém toan bai thi va cac nhan xét (néu c6) duogc ghi chi tiét vao phiéu
cham diém va kep ciing véi bai thi; trén phiéu cham diém ghi rd ho tén va chit ky
ctia thanh vién cham thi tha ba.

d) Xt Iy két qua sau khi thanh vién tht ba cham:

~ Néu ket qua cham cua hai trong ba thanh vién cham thi bang nhau thi lay
diém bang nhau d6 1am diém chinh thac cua bai thi roi ghi diém vao 6 quy dinh
trén to giay thi. Cac thanh vién tham gia cham thi bai thi d6 cung ky, ghi 16 ho tén
vao tat ca cac to giay thi.
~ Néu két qua cham cua ba thanh vién cham thi léch nhau thi Truéng ban
cham thi t6 chac cham tap thé va quyét dinh diém chinh thire. Biém thi chinh thuc
dugc ghi vao 6 quy dinh trén to gidy thi; diém l¢ cua tong diém toan bai dugc lam
tron den 1 (mot) chix so thap phan. Cac thanh vién tham gia cham thi bai thi d6 va
Truong ban cham thi cung Ky, ghi rd ho tén vao tat ca cac to giay thi. Truong hop
diém thi c6 stra chira thi Trudng ban cham thi va céc thanh vién cham thi cung ky
Xac nhan.
Piéu 23. Cham phuc khao thi viét, thi trac nghiém trén gidy
1. Trude khi ban giao bai thi cho Truong ban cham phuc khao, Uy vién kiém
Thu ky Hoi dong tuyén dung tién hanh cac viéc sau day:
a) Tra ciu tir 6 bo danh tim ra bai thi theo s6 phach; rit bai thi, doi chiéu
véi Phicu thu bai thi dé kiém tra, doi chicu so to giay thi.
b) Che két qua cham thi, tén cac thanh vién cham thi trudc do, bao dam
thanh vién Ban cham phic khdo khdng nhan bi€t duoc ket qua cham thi va nguoi
cham thi trudce do.
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Truong hop danh lai s6 phach bai thi phiic khao do Chu tich Hoi dong tuyen
dung quyét dinh va thuc hién theo quy dinh tai Biéu 6 Quy ché nay.

C) Tap hop cac bai thi caa mot mon thi vao mot tli hoac nhiéu tdi, ghi rd sb
bai thi va tong s6 to gidy thi co trong tai dung bai thi; niém phong trudc khi ban
giao cho cho Truang ban cham phic khao;

d) Thuc hién cac cong tac khac lién quan dén viéc phlc khao bai thi.

~ 2. Truéng ban cham phic khao nhan ban giao bai thi tir Thu ky Hoi dong
tuyén dung, phan cong thanh vién cham phuc khao va t6 chic cham phic khao theo
tieng mon thi. Viéc cham phuc khao thi viét, thi trac nghiém trén giay dugc thuc
hién nhu cham thi viét, thi trac nghiém trén giay quy dinh tai Bieu 22 Quy ché nay.
3. Xur ly két qua chadm phuc khao bai thi viét:
~ a) Neéu két qua cham cua hai thanh vién cham phtc khao bang nhau thi lay
ket qua d6 lam diém phuc khao, ghi diém vao 6 quy dinh trén to giay thi. Cac thanh
vién tham gia cham phuc khao bai thi d6 cung ky, ghi r6 ho tén vao ting to giay
thi.

b) Néu két qua cham cua hai thanh vién cham phuc khao c6 su chénh léch thi
Truéng ban phic khao giao bai thi cho thanh vién cham phc khao tha ba cham
truc tiép trén bai lam cua thi sinh. Néu két qua cham cua hai trong ba thanh vién
cham phuc khao bang nhau thi diém bang nhau d6 1a diém phdc khao. Truong hop
diém cham phuc khao cua ba thanh vién cham léch nhau thi lay diém trung binh
cong cua ba thanh vién cham phic khao 1am diém chinh thie. Biém Ié cua tong
diém toan bai dugc 1am tron dén 1 (mot) chix sé thap phan. Cac thanh vién cing
tham gia cham phic khao bai thi d6 ky, ghi rd ho tén vao tat ca céc to gidy thi.

4. Truong ban cham phic khao t6 chic viéc tong hop két qua chidm phic
khao kém theo Phiéu chdm diém phic khao cua ting thanh vién cham phic khao
dbi voi tirng bai thi va bai thi cham phdc khao, niém phong va ban giao Uy vién
kiém Thu ky Hoi dong tuyén dung. Khi ban giao phai lap bién ban cé sy chang
kién cua thanh vién Ban giam sat va dai dién co quan cong an (néu dugc moi tham
gia).

5. Két qua phtc khao dugc thong bao dén nguoi c6 don dé nghi phic khao;
dong thoi cong khai trén trang thong tin dién tir cia Bénh vién PKKV Bong Son.

6. Khi tién hanh céc cong viéc lién quan dén phic khao bai thi, ngoai céc
thanh vién cia Ban chdm phdc khao, phai c6 it nhat tir hai thanh vién Hoi dong
tuyén dung trg 18n cung tham gia, c6 su gidm sét cua thanh vién Ban gidm sat va
dai dién co quan cong an (néu dugc moi tham gia).
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7. Trong qué trinh thuc hién phuc khao bai thi, cac thanh vién tham gia viéc
phuc khao phai gitr bi mat vé quan hé gitta s6 b4o danh va thdng tin ca nhan cua thi
sinh véi s6 phéch.

8. Khong cham phtic khao ddi véi cac don phac khao bai thi nhan duoc sau
thoi han quy dinh (tinh theo dau buu di¢n néu don gui theo dudng buu chinh);
khong phuc khao do6i véi cac don dé nghi phic khao duoc giri bang thu dién tur,
fax, telex.

Piéu 24. Xir ly két qua thi sau khi c6 két qua phuc khao

~ 1. Uy vién kiém Thu ky Hoi dong tuyen dung bao céo Chu tich Hoi dong
tuyen dung xem xét, quyét dinh viéc xur ly ket qua thi sau khi co ket qua phac khao,
nhu sau:
a) B4i vai thi trac nghiém trén gidy:
Truong hop két qua sé cau tra 1oi dung sau khi cham phuc khao va cham dot
dau (da duoc cong bd) Iéch nhau, Chu tich Hoi dong tuyén dung t6 chuc ddi thoai
truc tiép giita Trusng ban cham dot dau va Trusng ban cham phuc khao (co ghi

bién ban). Sau khi doi thoai, Chu tich Hai dong tuyen dung quyét dinh két qua
cham phuc khao, sau dé diéu chinh két qua thi theo két qua phuc khao.

Truong hop ¢ tiéu cyc thi Chi tich Hoi dong tuyén dung béo céo Giam doc
Bénh vién DPKKYV Bong Son xem xet, xtt Iy theo quy dinh cua phép luat.

b) Béi véi cham thi viét:

Bai thi ¢6 diém cham phuc khao chénh léch so vé6i diem cham dot dau (da
dugc cdng bo) dudi 5 diém thi dicu chinh diém theo diém cham phic khao ma
khong phai to chuc doi thoai.

Bai thi ¢6 diém cham phuc khao chénh léch so vé6i diem cham dot dau (da
dugc cdng bo) tir 5 diem tre 1€n thi Chu tich Hoi dong tuyen dung t6 chirc doi thoai
truc tiep gitra Truong ban cham thi dot dau va Trudng ban cham phuc khao (co ghi
bién ban). Sau khi doi thoai, Chu tich Hoi dong tuyén dung quyet dinh di€ém cham
phuc khao va diéu chinh diém bai thi theo diém cham phuc khao.

Truong hop ¢ tiéu cyc thi Cha tich Hoi dong tuyén dung béo co Giam doc
Bénh vién DPKKYV Bong Son xem xet, Xt Iy theo quy dinh cua phép luat.

2. Két qua duogc céng nhan sau khi cham phuc khao 1a két qua thi chinh thtc
caa thi sinh du thi.

Piéu 25. Ghép phéach va tong hep két qua thi

1. Sau khi t6 chizc cham thi xong thi ghép phach.
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2. Vige t6 chuc ghép phéch do Ban phach thuc hién. Truong hop phic khao
bai thi khong déanh lai phach thi Uy vién kiém Thu ky Hoi dong tuyen dung chiu
trach nhiém 1én diém bai thi sau phuc khao.

3. Uy vién kiém Thu ky Hoi dong tuyén dung tong hop két qua thi sau khi da
duogc ghép phach, 1én diém va bao cao Chu tich Hoi dong tuyéen dung.

) Chwong I11 )
CAC CONG TAC KHAC

Piéu 26. Giam sat ky tuyén dung vién chirc

1. Giam doc Bénh vien DKKV Bong Son phai thanh Iap Ban gidm sat ky
tuyén dung gom Trudng ban va céc thanh vién trong d6 c6 mot thanh vién kiém
Thu ky.

2. Nhiém vy, quyén han cta Trudng ban gidm sét:

Chiu trach nhiém truéc phép luat, truée Giam ddc Bénh vién trong qué trinh
thuc hign gidm sét viéc to chac xét tuyén cua Hoi dong tuyén dung theo quy dinh
cua phap luat; phan .cdng nhiém vu cu thé cho ting thanh vién Ban giam sat va thyc
hién nhiém vy, quyén han quy dinh tai diém b va diém ¢ khoan 3 Piéu nay.

3. Nhiém vu, quyén han cua thanh vién Ban giam sat:

a) Thuc hién nhiém vu gidm sat theo phén cong cua Truong ban giam sat;
bao cdo Truong ban giam sat vé két qua giam sat va chiu trach nhiém truéc phap
luat, trude Trudng ban giam sat vé nhiém vu duoc phan cong. Thanh vién kiém
Thu ky Ban giam sat ghi bién ban cac cudc hop cta Ban giam sat.

b) Thanh vién Ban giam sat duoc quyén vao phong thi trong thoi gian to
chue thi, noi cham thi trong thoi gian to chae cham thi, cham phic khao; ¢ quyén
nhic nha thi sinh, giam thi phong thi, giam thi hanh lang, cac thanh vién khac Hoi
ddng tuyén dung va thanh vién cac bo phan giup viéc cua Hoi dong tuyen dung
trong viéc thuc hién quy ché va noi quy ky tuyén dung; duoc quyén yéu cau giam
thi phong thi Iap bién ban d6i voi thi sinh trong phong thi vi pham quy ché, ndi quy
ky tuyén dung (néu co).

¢) Thanh vién Ban giam sat duoc quyén Iap bién ban trong trudng hop thanh
vién Hoi dong tuyén dung, thanh vién cac bo phan gilp viéc cua Hoi dong tuyén
dung, T6 Thu ky gitp viéc vi pham noi quy, quy ché ky tuyén dung va dé nghi
Giam déc Bénh vién xem xét, xu Iy hanh vi vi pham d6 theo quy dinh cua Pang va
ctia phap luat vé can bo, cong chuc, vién chic.
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4. Noi dung giam sat gom: Viéc thuc hién cac quy dinh cua phép luat Ve t0
chuc ky tuyén dung vién chirc; vé thuc hién quy ché va noi quy ky tuyen dung vé
thuc hién chac trach, nhiém vu cua cac thanh vién Hoi dong tuyén dung va céc
thanh vién tham gia cac bo phan gilp viéc caa Hoi déng tuyén dung.

5. Dia diém giam séat: Tai dja diém lam viéc caa Hoi dong tuyén dung, dia
diém lam viéc caa bo phan gidp viéc cua Hoi dong tuyén dung.

6. Tiéu chuan thanh vién Ban giam sat:
a) Thanh vién Ban giam sat 1a vién chic cia Bénh vién PKKV Bong Son.

b) Khong bd tri nhimg nguoi tham gia lam thanh vién Hoi dong tuyen dung,
thanh vién cac bo phan gitp viéc cia Hoi dong tuyen dung, thanh vién T6 Thu ky
lam thanh vién Ban gidm sat.

¢) Khong bé tri nhimg ngudi c6 quan hé 1a cha, me, anh, chi em rudt cua
nguoi du tuyén dung vién chic hodc cua bén vo (chong) cua ngudi du tuyén dung
vién chac; vo hoic chong, con dé hoac con nudi cia ngudi du tuyén dung vién
chuc hoic nhitng ngudi dang trong thoi han xir Iy ky luat hodc dang thi hanh quyét
dinh ky luat lam thanh vién Ban giam sat.

7. Truong hop thanh vién Ban giam sat khong thuc hién dang chuac trach,
nhiém vu duoc giao hoic can thiép vao cong viéc caa cac thanh vién Hoi dong
tuyén dung hoic cta cac thanh vién bo phan gidp viéc caa Hoi dong tuyén dung Véi
déng co, muc dich ca nhén thi thanh vién Hoi dong tuyén dung hoic thanh vién bo
phan gilp viéc cua Hoi dong tuyén dung cé quyén dé nghi Trudng ban giam sat
dinh chi viéc thuc hién nhiém vu; déng thoi Truéng ban giam sat c6 trach nhiém
bao cdo nguoi dimg dau co quan, don vi c6 tham quyén quan ly xem xét, xt ly
trach nhiém theo quy dinh ctia Dang va cua phap luat vé can bo, cong chuc, vién
chuec.

8. Truong hop co quan c6 tham quyen quan 1y nha nudc vé cong chuc, vien
chtc tham gia giam sat viéc to chuc tuyen dung vién chic theo tham quyén quy
dinh thi ciing phai bao dam nguyén tic hoat dong giam sat theo quy dinh tai diéu
nay.

Piéu 27. Giai quyét khiéu nai, t6 cao

1. Trong qua trinh t6 chirc ky tuyén dung vién chire, truong hop c6 don thu
phan anh, kien nghi, khi€u nai, t6 cao thi Hoi dong tuyeén dung xem xet giai quyet
theo quy dinh ctua phéap luat vé khiéu nai, to céo.

2. Trudng hop c6 don thu phan anh, kién nghi, khiéu nai, t6 céo vé cac noi
dung lién quan den ky tuyen dung vién chuc sau khi Hoi dong da giai the thi Bénh
vién DKKV Bong Son xem xét, gidi quyét theo quy dinh cua phap luat ve khieu
nai, to cao.
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Piéu 28. Luwru trix tai liéu

1. Hb so, tai liéu vé Ky tuyén dung vién chirc, bao gom: Cac vian ban vé to
chuc ky tuyén dung vién chic ciia Giam doc Bénh vién PKKV Bong Son; cac vin
ban cua Hoi dong tuyén dung trong qué trinh to chtc thuc hién; bién ban cac cudc
hop Hoi ddng tuyén dung; danh sach téng hop nguoi du diéu kién du tuyén vién
chuc; céc bién ban ban giao dé thi, bién ban xac dinh tinh trang niém phong dé thi,
bién ban ban giao bai thi, d& thi gbc, bién ban cham thi, bang tdng hop két qua thi,
bién ban phuc khao, bién ban Iap vé céc vi pham quy ché, noi quy ky tuyén dung
(néu cd), quyét dinh cong nhan két qua thi, quyét dinh giai quyét khiéu nai, té céo
(néu c6) va céc loai bién ban, van ban, tai liéu khac lién quan dén ky tuyén dung
vién chuec.

2. Trong thoi han 01 nam ké tir ngay két thic ky tuyén dung vién chuc, Uy
vién kiém Thu ky Hoi dong tuyén dung chiu trach nhiém ban giao toan bo hod so,
tai liéu quy dinh tai khoan 1 Diéu nay kém theo cac tai dung bai thi, tai dung dau
phéach con nguyén niém phong cho luu trit cua Bénh vién dé to chirc luu trir theo
quy dinh caa phap luat vé luu trix./.
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