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QUY-EHFTHI TUYEN KY TUYEN DUNG VIEN CHUC
HUYEN VINH THANH NAM 2023
(Ban hanh kém theo Quyét dinh sé: 13 /OP-HPTD
ngay 19 thang 01 ndm 2024 ciia Hi dong tuyén dung vién chirc)

X Chuong 1 )
CONG TAC TO CHUC

Piéu 1. Cong tic chuin bj

1. Cham nhat trudc 05 ngay lam viéc tinh dén ngay to chirc vong thi, phan
thi, mon thi, Hoi dong tuyén dung vién chirc (Sau day viét tat 1a Hoi dong) co trach
nhiém gui thong bao triéu tap thi sinh du thi. Noi dung thong bao tridu tp ghi 15
thoi gian, dia diém lam thu tyc du thi, thu 1€ phi thi; thoi gian, dia diém to chuc 6n
tap (néu co); thoi gian, dia diém to chuc thi; hinh thirc thi, thoi gian to6 chuc cac
vong thi, phan thi, mén thi va cac ndi dung khac lién quan.

2. Trudc ngay khai mac it nhat 01 ngay lam viéc, Hoi dong co trach nhiém
niém y€t danh sach thi sinh theo s6 bao danh, theo phong thi, so d6 vi tri cac phong
thi, ndi quy, hinh thuc, thoi gian thi d6i véi tung phan thi, mon thi tai dia diém to
chuec.

3. Trudc ngay khai mac it nhat 01 ngdy 1am viéc, Uy vién kiém Thu ky Hoi
dong phai hoan thanh cac cong tac chuan bi cho ky thi nhu sau:

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

b) Cac loai bién ban, gom: Bién ban giao nhan dé thi tir Hoi dong cho T6 in
sao dé thi, tir TO in sao dé thi cho Ban coi thi, tir Trudng ban coi thi cho cac giam
thi phong thi; bién ban xac nhan tinh trang ti dung dé thi trudc khi cat tii dung dé
thi dé phat dé thi; bién ban xur Iy vi pham noi quy, quy ché thi; bién ban giao nhan
bai thi va céc loai bién ban khac phuc vu cho cong tac tuyén dung vién chirc;

c) Thé cua thanh Viél’lv Ho1 déng, Ban coi thi, bo phan phuc vu ky thi. Thé
cua Chu tich, Pho Chu tich, Uy vién H01 dong, Truong ban coi thi in day da ho tén
va chirc danh. Thé cta cac thanh vién khac chi in chirc danh.

Piéu 2. T6 chirc khai mac

1. Trude khi bat dau ky tuyén dung vién chirc phai to chirc 18 khai mac ky
thi.

02. Trinh tur td chfrc 18 khai mac nhu sau: Chao cc‘r;f tuyér} bd 1y do; gid1 thiéu
dai bi€u; cong bod quyét dinh thanh 1ap H1 dong; cong bo quyét dinh thanh 1ap Ban
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gidm sat; cong bo quyet dinh thanh lap Ban coi thi; Chu tich Hoi dong tuyén bd
khai mac; Thu ky Hoi dong pho bién ké hoach t6 chure, ndi quy.

Piéu 3. T6 chirc hop Ban coi thi

L. Trude khi t6 chue thi, Truong ban coi thi t6 chirc hop Ban coi thi dé phd
bién ké hoach, quy 5:hé, nc}i quy, nhiém vu, quyén ,hanz trach nhiém cua cac thén}}
Vién Barl coi thi; thong nhét cac huéng dan can thiét dé giam thi biét, thyc hién dé
hudong dan cho thi sinh thong nhat thuc hién trong qua trinh thi.

2. Bbi vOi mdi mén thi, trudc gio thi it nhat 30 phut, Truong ban coi thi hop
Ban coi thi d¢ phan cong giam thi tung phong thi theo nguyén tac khong lap lai
giam thi coi thi doi voi mon thi khac trong cung mot phong thi; ph6 bién nhiing
hudng dan va luu y can thiét cho céc giam thi d6i voi mon thi.

3. Truong hop can thiét, khi két thac mon thi, Trudng ban coi thi to chiic
hop Ban coi thi dé rat kinh nghiém.

Piéu 4. Cach bd tri, sip xép phong thi

Péi voi hinh thic thi viét, thi tric nghiém trén gidy: Mdi phong thi b tri
khong qua 50 thi sinh, mo1 thi sinh ng6i mot ban hoac ng61 cach nhau khoang 01
mét. Trudce gio thi it nhat 30 phut, giam thi phong thi ddnh s6 bao danh cua thi sinh
tai phong thi va goi thi sinh vao phong thi.

Piéu 5. Cach thirc t6 chirc thi tric nghiém tai vong 1

1. Céch thitc t6 chirc thi, thoi gian bat dau thi do Chu tich Hoi dong xem xét,

quyét dinh.

2. Thi sinh dugc mién thi phan thi, mén thi ndo thi duoc phép ving mit cta
budi thi phan thi, mon thi do.

] Chuwong I ) '
THI TRAC NGHIEM TREN GIAY, THI VIET

Piéu 6. Cong tic chuan bi dé thi

1. D6i v6i thi viét: Phai 6 mot dé thi chinh thirc va mdt dé thi dy phong. e
thi dugc nhan ban dé phat cho tung thi sinh dy thi.

2. Doi véi thi trac nghiém trén gidy: Phai co it nhat 02 dé thi chinh thic va
02 dé thi du phong voi ma dé€ thi khac nhau. D€ thi dugc nhan ban dé phat cho
tung thi sinh du thi. Thi sinh ng61 canh nhau khong duogc st dung ma dé thi giong
nhau.

3. Thoi gian nhan ban dé thi do Chu tich Hoi dong quyét dinh, bao dam hoan
thanh trude gio hop Ban coi thi d€ phan cong giam thi phong thi it nhat 30 phut.
Dé thi sau khi nhan ban, dong trong tii dung dé thi, dugc niém phong va bao dam
bi mat theo quy dinh.

4. In sao, van chuyén va ban giao dé thi:

a) T6 churc in sao dé thi:
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In sao d¢ thi lan luot cho timg mén thi; in sao xong, niém phong déng goi
theo phong thi, thu don sach s€, sau d6 méi chuyen sang in sao dé thi cia mén tiép
theo. Trong qué trinh in sao phai kiém tra chat luong ban in sao; cac ban in hong
phai duoc thu lai, dong tai, niém phong dé hity sau khi két thuc budi thi.

Kiém tra sd lugng thi sinh cta ting phong thi, mon thi dé t6 chirc phan phdi
dé thi; ghi tén dia diém thi, phong thi, mon thi va sd luong dé thi vao timg tai dung
dé thi trude khi dong goi dé thi.

Pong goi dung sd luong dé thi, dang mon thi ghi & tai dung dé thi, du sd
lwong dé thi cho tirng phong thi. Mdi mén thi phai c6 01 tui dung dé thi du phong
(461 v6i dé thi tric nghiém phai ¢ di cac ma dé thi), s6 lugng dé thi du phong do
T6 truong TO in sao dé thi quyét dinh. Sau khi in sao xong, phai dan kin, niém
phong vao bao quan trong thung 1am bang kim loai c¢6 khoa.

Trong qua trinh in sao, T6 in sao dé thi chju trach nhiém quan 1y cac bi dé
thi, ké ca cac ban in thtra, in hong, in mo, xau, rach, ban da bi loai ra.

b) Van chuyén, ban giao dé thi:

~ Khivan chuyén, ban giao dé thi tir TO in sao dé thi cho Trudng ban coi thi,

dé thi phai dugc bao quan trong thung 1am bang kim loai, c6 khoa va dugc niém
phong; khi ban giao phai 1ap bin ban c6 su chimg kién cua Uy vién ki€ém Thu ky
Ho1 dong, thanh vién Ban giam sat va ctua dai dién co quan cong an (néu dugc moi
tham gia).

Piéu 7. Gidy lam bai thi, gidy nhap

1. Doi v6i hinh thire thi viét: Gidy lam bai thi dugc in sdn theo mau quy dinh
do Chu tich H1 dong quyét dinh, c6 du chir ky cua cac gidm thi phong thi.

2. Doi v6i hinh thic thi trac nghiém trén gidy: Thi sinh 1am bai trén Phiéu
lam bai thi trac nghiém do Chu tich Hoi dong quyét dinh, c6 du chir ky ctia giam
thi phong thi.

3. Gidy nhap: Str dung théng nhit mét loai gidy nhap do Hoi dong phat ra,
c6 chit ky cua giam thi phong thi.
Piéu 8. X4c nhin tinh trang dé thi va mé dé thi

1. Giam thi phong thi moi 02 dai dién thi sinh kiém tra niém phong phong bi
dung dé 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 bj mat ddu niém phong hodc c6 dau hiéu nghi
ngd khac, gidm thi phong thi 1ap bién ban (c6 xac nhan cia 02 dai dién thi sinh) tai
phong thi; dong thoi thong bao Trudng ban coi thi dé bao cdo Chu tich Hoi dong
xem xét, giai quyét.

3. Trudng hop sau khi di mo dé thi, néu phat hién dé thi 6 15i (dé thi c6 sai
sot, nham dé thi, thiéu trang, nham trang) hodc thura, thiéu sb lugng dé thi thi giam
thi 1 cua phong thi phai thong béo ngay cho Trudng ban coi thi dé 1ap bién ban;
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dong thot Trudng ban coi thi phai bao cao ngay 1én Chu tich Hoi dong dé xem xét
giai quyet.

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

Piéu 9. Cach tinh théi gian 1am bai thi

1. D6i voi thi viét: Thoi gian bat dau lam bai thi dugc tinh tir thoi diém sau
khi giam thi phat xong d€ thi cho timg thi sinh va doc lai hét toan bd néi dung dé
thi. Tong thoi gian lam bai thi dugc ghi trén d€ thi. Giam thi phong thi ghi thoi
gian bat dau va thoi gian ndp bai Ién bang trong phong thi.

2. Bbi véi thi tric nghiém: Thoi gian bt dau 1am bai thi duoc tinh sau 05
phut ké tir khi giam thi phong thi phat xong d& thi cho thi sinh. Tong thdi gian 1am
bai thi dugc ghi trén dé thi. Gidam thi phong thi ghi thoi gian bat dau va thoi gian
ndp bai 1én bang trong phong thi.

Picéu 10. Coi thi va thu bai thi viét, thi tric nghiém trén giay
1. Coi thi:

Moi phong thi dugc phan cong 02 giam thi, trong d6 c6 mot giam thi dugce
Trudng ban coi thi phan cong chiu trach nhiém chinh trong viéc coi thi tai phong
thi (go1 1a giam thi 1). Khi dugc phan cong nhi€ém vu coi thi trong phong thi, giam
thi phong thi thyc hién cac budc cong viéc sau:

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

b) Khi c¢6 hiéu 1énh, goi thi sinh vao phong thi; kiém tra Gidy chting minh
nhan dan hodc Thé cin cudc cong dan hodc gidy td tiy than hop phap khac cua thi
sinh; huéng dan thi sinh ngdi theo dung vi tri; chi cho phép thi sinh mang vao
phong thi nhitng vat dung theo quy dinh, khong dé thi sinh mang vao phong thi tai
ligu va vat dung cAm theo quy dinh;

¢) Khi c6 hiéu 1énh, giam thi 1 di nhan dé thi, giam thi 2 nhic nhé thi sinh
nhimg diéu can thiét vé ky luat phong thi; ghi rd ho tén va ky tén vao cac to gidy
thi, gidy nhap du dé phat cho thi sinh (khong ky thira); huong dan va kiém tra thi
sinh gap gidy thi dung quy cach, ghi s6 bao danh va dién du thong tin thi sinh vao
cac myc can thiét cua gidy thi trudc khi 1am bai thi. Truong hop thi sinh yéu cau
bd sung gidy thi, gidy nhap thi giam thi coi thi phai ky giy thi, gidy nhap trudc khi
phat cho thi sinh;

d) Khi c6 hiéu 1énh, giam thi 1 gio cao phong bi dé thi dé thi sinh thay 3 ca
mit trude, mit sau va tinh trang niém phong ciia dé thi, dong thoi yéu cau hai thi
sinh chimg kién, ky vao bién ban xac nhan tinh trang dé thi; sau d6 m& bi dung dé
thi, kiém tra s6 lwong dé thi; khi c6 hiéu 1énh hodc 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 quat tir cudi phong dén dau phong cho dén hét gior thi; giam thi
coi thi khong dugc ding canh bat ky thi sinh nao hodc giup d& thi sinh 1am bai thi
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dudi bat ky hinh thirc nao; chi dugc tra 151 cong khai cac cau héi cia thi sinh trong
pham vi quy dinh;

e) Giam thi phong thi co trach nhiém bao vé dé thi trong gio thi, khong dé 10
lot dé thi ra ngoai phong thi. Sau khi tinh gid lam bai 15 phat, giam thi phong thi
giao lai cac dé thi thira d3 dugc niém phong lai cho thanh vién dugc Trudng ban
coi thi phan cong;

g) Trude khi hét gid 1am bai 15 phut, giam thi phong thi thong bao thoi gian
con lai cho thi sinh du thi biét dé ki€m tra va hoan thién cac thong tin cia thi sinh
vao cac muc can thiét cia gidy thi trudc khi nop bai thi.

2. Thu bai thi:

a) D6i voi mon thi viét:

Chi thu bai thi ctia thi sinh sém nhét sau 2/3 thoi gian 1am bai thi.

Khi hét gio 1am bai, giam thi yéu cau thi sinh ngimg lam bai; giam thi 1 vira
goi tén tung thi sinh 1én ndp bai, vira nhan bai thi cua thi sinh va khi nhan bai, phai
dém du tong s to gidy thi cta thi sinh d ndp, yéu cau thi sinh tu ghi dung tong sb

to va ky tén vao danh sach thu bai thi, sau khi da ky ndp bai, thi sinh dugc phép roi
phong thi. Gidm thi 2 duy tri trat tu va ky luat phong thi.

b) B6i véi mon thi trac nghiém trén gidy:

Chi thu bai thi cua thi sinh khi d4 hét gid lam bai thi.

Khi hét gid 1am bai, ca hai giam thi phong thi thu toan b bai thi cua thi sinh
trong phong thi, sau d6 goi 1an luot timg thi sinh 1én ky ndp bai thi, trong khi ky
ndp bai thi, gidm thi phong thi phai ki€ém tra lai bai thi cua thi sinh ky ndp bai, sau
khi da ky ndp bai, thi sinh dugc phép rdi phong thi.

¢) Giam thi phong thi kiém tra, sip xép bai thi theo thir ty tang dﬁq cua sb
bao danh. Cac bién ban xur 1y vi pham nd1 quy, quy ché thi (néu co) phai tong hop
thanh tai riéng. Giam thi phong thi ban giao bai thi kem theo tii bién ban xu ly vi
pham (néu co) cho cac thanh vién dugc Truong ban coi thi phan cong lam nhiém
vu thu bai thi sau moi budi thi. Mo1 tai bai thi phai dugc kiém tra cong khai va doi
chiéu so6 bai, tong so to cua tung bai thi kém theo, danh sach thu bai thi va cac bién
ban xu 1y ky luat (néu co).

d) Sau khi kiém tra, tai dung bai thi va danh sach thu bai thi cta timg phong
thi duge thanh vién do Trudng ban Ban coi thi phan cong thu bai thi cung cac giam
thi coi thi ctia phong thi d6 niém phong tai chod, cung ky gidp lai gitra nhan niém
phong vai tui dung bai thi va ky bién ban giao, nhan bai thi.

d) Truong ban coi thi ky niém phong vao tii dung bai thi trude khi ban giao
cho Thu ky Hoi dong, kém theo tii dyng bién ban xtr 1y vi pham (néu co).

Diéu 11. Chim thi, chdm phiic khéo va xir Iy két qua thi sau khi c6 két
qua phuc khao thuc hién theo quy dinh tai Thong tu so6 06/2020/TT-BNV va cac
quy dinh hién hanh ctia Nha nudc.
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Piéu 12. Ghép phach va tong hop két qua thi
1. Sau khi t6 chtrc cham thi xong thi ghép phach.

2. Viée to chtrc ghép phach do Ban phach thyc hién. Truong hop phuc khao
bai thi khong danh lai phach thi Thu ky Hoi dong chiu trach nhiém 1én diém bai thi
sau phuc khao.

3. Uy vién kiém Thu ky Hoi dong t(;)‘ng hop két qua thi sau khi da duoc ghép
phach, 1én diém va bao cao Chu tich Ho1 dong.

Chwong I11 )
CAC CONG TAC KHAC

Picéu 13. Giai quyét khiéu nai, to co
1. Trong qua trinh t6 chirc ky tuyén dung vién chuc, trudng hop ¢6 don thu

phan anh, kién nghi, khiéu nai, to céo thi Hoi dong xem xét giai quyét theo quy
dinh ctia phéap luat vé khiéu nai, t6 céo.

2. Truong hop c6 don thu phan anh, kién nghi, khiéu nai, td cdo vé cac noi
dung lién quan dén ky tuyén dung vién chtc sau khi Hoi dong dd giai thé thi
UBND huyén xem xét, giai quyét theo quy dinh cua phap luat vé khiéu nai, t6 cdo.

Picu 14. Lwu trir tai liéu

1. HO so, tai liéu vé ky tuyén dung vién chirc bao gom: Céac vin ban vé t6
chtrc ky tuyén dung vién chic ctia UBND huyén, Chu tich UBND huyén; cac vin
ban cua Ho1 déng trong qua trinh t6 chtrc thuc hién; bién ban cic cudc hop Hoi
dong; danh sach tong hop ngudi di diéu kién du tuyén vién chiic; cac bién ban ban
giao dé thi, bién ban xac dinh tinh trang niém phong dé thi, bién ban ban giao bai
thi, dé thi gbc, _bién ban cham thi, bang tong hop két qua thi, bién ban phuc khao,
bién ban lap vé cac vi pham quy ché, noi quy (neu c6), quyét dinh cong nhan két
qua thi, quyét dinh giai quyet khiéu nai, t6 cao (néu co) va cac loai bién ban, vin
ban, tai liéu khéc lién quan dén ky tuyén dung vién chrc.

2. Trong thoi han 01 nam ké tir ngay két thuc ky tuyén dung vién chuec, Uy
vién kiém Thu ky Hoi dong chiu trach nhiém ban giao toan bo hd so, tai liéu quy
dinh tai khoan 1 Diéu nay kém theo céc tii dung bai thi, thi duyng dau phach con
nguyén niém phong cho luu trit ctia co quan, don vi c6 thAm quyén tuyén dung
vién chirc dé t6 chirc luu trit theo quy dinh ctia phap luét vé luu trit./.
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