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BO NOQI VU CONG HOA XA HQI CHU NGHIA VIET NAM
------- Doc 13p - Tu do - Hanh phic

S6: 03/2019/TT-BNV L) Hj s Ha Noi, ngay 14 thing 5 niim 2019

HIEN CHE BO HOP PONG MOT SO LOAI CONG VIEC TRONG-GO QUAN HANH CHINH NHA NUGC,
PON VI SU NGHIEP CONG LAP

Can cir Nghi dinh s6 161/2018/NP-CP ngay 29 thang 11 nam 2018 cua Chinh phu sika doi, bo sung mot s6 quy
dinh vé tuyen dung céng chirc, vién chirc, ndng ngach cong chirc, thing hang vién chire va thuce hién ché do hop
dong mot sé loai cong viée trong co quan hanh chinh nha nuée, don vi sw nghiép cong ldp;

Can cir Nghi dinh SO 34/2017/ND-CP ngay 03 thang 4 nam 2017 cua Chinh phu quy dinh chirc nang, nhiém vu,
quyén han va co cau t6 chire ciia Bo Noi vu;

Theo dé nghi ciia Vu truéng Vu Cong chirc - Vién chire;

B truéng Bé Noi vu ban hanh Thong tw sira doi, bé sung mot sé diéu vé tuyén dung cong chire, vién chire, ndng
ngach cong chire, thang hang chire danh nghé nghiép vién chirc va thue hién ché do hop dong mét s6 logi cong
viéc trong co quan hanh chinh nha nuce, don vi sw nghiép cong lap cua Thong tu s6 13/2010/TT-BNV ngay 30
thang 12 nam 2010 cua B9 trwong Bo Noi vu quy dinh chi tiét mét sé diéu vé tuyén dung va ndng ngach cong
chire ciia Nghi dinh sé 24/2010/ND-CP ngay 15 thang 3 nam 2010 cua Chinh phu quy dinh ve tuyén dung, sir
dung va quan Iy cong chire; Thong tw so 12/2012/TT-BNV ngay 18 thang 12 nam 2012 cua B¢ trwo’ng Bo Noi vu
quy dinh vé chirc danh nghé nghiép va thay doi chirc danh nghé nghiép doi véi vién chire; Thong tur s6
15/2012/TT-BNV ngay 25 thang 12 niam 2012 ciia Bé trudng B Néi vu hudng dan vé tuyén dung, ky két hop
dong lam viée va dén bii chi phi dao tao, boi duéng doi véi vién chive; Théng twr sé 15/2001/TT-BTCCBCP ngay
11 thang 4 nam 2001 ciia Bé truong, Truong Ban Té chirc - Can b Chinh phii (nay la B truéng B Néi vu)
hieémg dan thuwce hién Nghi dinh so 68/2000/ND-CP ngay 17 thang 11 ndm 2000 ciia Chinh phii vé thiee hién ché
do hop d‘o”hg mot s6 logi cong viéc trong co quan hanh chinh nha nuwoc, don vi sw nghiép.

Diéu 1. Sira doi, bd sung mot s6 diéu ciia Thong tw s6 13/2010/TT-BNV ngay 30 thang 12 nim 2010 ciia B
truomg Bo Noi vu quy dinh chi tiét mt sé diéu vé tuyén dung va nang ngach cong chirc cia Nghi dinh s0
24/2010/ND-CP ngay 15 thing 3 nim 2010 ciia Chinh phii quy dinh vé tuyén dung, sir dung va quan ly
cong chirc

1. bic¢u 4 dugc stra doi, bé sung nhu sau:
"Dieu 4. To chirc thi tuyén, xét tuyén cong chirc

1. Viéc t6 chirc thi tuyén, xét tuyén cong chirc dugc thyuc hién theo Quy ché, Noi quy ban hanh kém theo Thong
tu nay.

2. Truong hop céac B, co quan ngang BY, co quan thuge Chinh phu can thiét phai c6 quy dinh cu thé hon vé ndi
dung, hinh thire thi tuyén, xét tuyén cong chirc theo yéu cau ctia nganh, linh vuc quan ly so voi quy dinh tai
Nghi dinh s6 24/2010/ND-CP va Nghi dinh s6 161/2018/ND-CP thi phai thng nhét ¥ kién voi B Noi vu trude
khi thuc hién.”

2. biéu 6 dugc stra doi, bé sung nhu sau:
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"Piéu 6. Thong bao tuyén dung

1. Thong bao tuyén dung ctia co quan c6 tham quyén tuyén dung cong chue phai dugc dang tai trén mot trong
cac phuong tién thong tin dai chung la béo in, bao di¢n tu, bao noi, bao hinh; ddng thoi dugc dang tai trén trang
dién tir hodc cong thong tin dién tir va niém yét cong khai tai try s¢ 1am viée ctia co quan ¢ tham quyén tuyén
dung cong chirc.

2. Noi dung thong bao tuyén dung bao gdm:
a) Tiéu chuan, diéu kién dang ky du tuyén;
b) S6 lugng cong chirc can tuyén twong Gmg véi vi tri viée lam;

¢) Thoi han va dia diém tiép nhan Phiéu ding ky du tuyen cua nguoi dang ky du tuyen s6 dién thoai di dong
hodc dién thoai c¢b dinh ctia bd phan duoc phan cong tiép nhan Phiéu ding ky du tuyén;

d) Hinh thtrc va ndi dung thi tuyén hodc xét tuyén; thoi gian va dia diém thi tuyén hodc xét tuyén.

3. Khi c6 thay dbi vé noi dung thong bao tuyen dung thi co quan c6 thim quyen tuyén dung cong chuc phai thuc
hién viéc cong khai thong bao tuyén dung bd sung theo quy dinh tai khoan 1 Piéu nay."

3. Piéu 10 duoc sira d6i, bé sung nhu sau:
"Piéu 10. Tiép nhin ddi véi cac truong hop dic biét trong tuyén dung cong chirc

1. Céc trudng hop c6 bang t6t nghiép dai hoc tré 1én va co it nhat 05 nim cong tac & vi tri viéc lam yéu cau trinh
do ‘déo tao dai hoc tr 1én quy dinh tai Diéu 19 Nghi dinh s6 24/2010/ND-CP dugc stra doi, bo sung tai khoan 11
Diéu 1 Nghi dinh s6 161/2018/ND-CP, bao gom:

a) Vién chure trong cdc don vi sy nghiép cong lap, da co thoi gian 1am vién chire tr di 05 ndm (60 thang) trd 1én,
tinh tir thoi diém duoc tuyén dung vién chirc (khong ké thoi gian tap su);

b) Nguoi huong lwong trong luc lwong vil trang (quan ddi, cong an) va ngudi 1am cong tac co yéu, da co thoi
gian cong tac tur du 05 nam (60 thang) trong luc lugng vil trang (quan doi, cong an) hodc lam cdng tac co yéu,
tinh tir thoi diém c6 quyét dinh tuyén dung chinh thirc vao quan doi, cong an hodc tai cac to chirc cua luc luong
co yéu;

C) Ngum dang gitr chuc danh, chire vy (Chu tich Hoi dong thanh vién, Chu tich cong ty, Thanh Vién Hoi dong
thanh vién, Kiém soat vién, Tong giam ddc, Phé Tong glam dbc, Giam ddc, Phé Giam déc, Ke toan trudng) tai
doanh nghi¢p 1a cong ty trach nhi¢ém hitu han mot thanh vién ma Nha nude nim gitr 100% von diéu 18 hodc duoc
ctr lam dai dién phan v6n nha nudce giir cac chirc danh quan ly (Chu tich Hoi dong quan tri, Chu tich Hoi dong
thanh vién, Thanh vién Hoi dong quan tri, Tong giam dbc, Pho Tong glam dbc, Giam dbc, Pho Giam dbc) tai
doanh nghiép ma Nha nuéc ndm giir trén 50% von didu 1¢, di c6 thoi gian cong tac cd dong bao hiém xa hoi bt
budc tir du 05 ndm (60 thang), khong ké thoi gian thir viéc.

2. Cac truong hop da la can bg, cong chure tur cap huyén tr¢ 1én sau d6 dugc cap c6 thim quyén dong y diéu
dong, luan chuyén (khong thugc truong hop giai quyét ché do thoi viéc) den lam vige tai don vi sy nghiép cong
1ap, luc lugng vii trang, co yeu t6 chirc chinh tri - x4 hoi - nghé nghiép, to chirc xa hoi, to chirc xa hdi - nghé
nghiép hodc dugc bo nhiém gitr chirc danh, chirc vu tai doanh nghiép 1a cong ty trach nhiém httu han mot thanh
vién ma Nha nudc nam giit 100% von dleu 1¢ hodc duoc cur lam dai dién phan vbn nha nuée gitr cac chire danh
quan 1y tai doanh nghiép ma Nha nudc nam gitr trén 50% von diéu 1é.

3. Dbi v6i truong hop duge tiép nhan cong chirc dé bd nhi¢m chire danh lanh dao, quan Iy tir cAp phong tr¢ 1én
thi quy trinh tiép nhan vao céng chirc khong qua thi tuyén dugc thuc hién dong thoi véi quy trinh vé cong tac bd
nhiém cong chirc gilr chuc vu 1anh dao, quan 1y:
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a) Truong hop co quan co tham quyén tuyén dung 1a co quan c6 thim quyen bo nhiém thi thuc hién déng thoi
quy trinh tiép nhan vao céng chiic khong qua thi tuyén véi quy trinh vé cong tic bd nhiém cong chirc giit chirc
vu lanh dao, quan ly;

b) Truong hgp co quan co tham quyen tuyén dung khong phai la co quan c6 thAm quyén bd nhiém thi O quan
c6 thAm quyén tuyen dung xem xét ve tiéu chuén, diéu kién tiép nhan vao cdng chirc khong qua thi tuyen sau do
c6 van ban giri dén co quan c6 thdm quyén bd nhiém dé xem xét viée tiép nhan va bd nhiém theo thim quyén.

4. Hb so ctia ngudi duoc dé nghi tiép nhan khong qua thi tuyén vao coéng chirc duoc thyc hién theo quy dinh vé
ho so cong chue."

4. biéu 11 duoc stra doi, bd sung nhu sau:

"Diéu 11. Xép ngach, bac luwong d6i véi truomg hop da c6 thoi gian cong tac c6 dong bao hiém xi hi bat
bugc khi dugc tuyén dung

1. Viéc xép ngach, bac luong d6i voi truong hop da co thoi gian cong tac c6 dong bao hiém xa hoi bat budc khi
dugc tuyén dung thuc hién theo quy dinh tai Thong tu s6 79/2005/TT-BNV ngay 10 thang 8 nim 2005 cta Bo
truong Bo Noi vu hudng dan chuyén xép lwong dbi véi can bo, cong chire, vién chue khi thay d6i céng viéc va
cac trudng hop duoc chuyén cong tac tir lyc luong vil trang, co yéu va cong ty nha nudc vao 1am vi€e trong cac
co quan nha nudce va cac don vi sy nghiép cua Nha nude (sau day viét tat 1a Thong tu s6 79/2005/TT-BNV);
Thong tu so 13/2018/TT-BNV ngay 09 thang 10 nam 2018 cta B trudng Bo Noi vu sta d6i khoan 8 muc III
Thong tu s6 79/2005/TT-BNV; Thong tu s6 02/2007/TT-BNV ngay 25 thang 5 nam 2007 cua B trudéng Bo Noi
vu hudng dan xép lwong khi nang ngach, chuyén ngach, chuyén loai cong chirc, vién chirc va cac van ban khac
c6 lién quan.

2. Co quan quan ly cong chure quyét dinh theo thdm quyén hodc bao cdo cap c6 tham quyén dé c6 ¥ kién trude
khi quyét dinh viéc xép ngach, bac lwong ddi véi truong hop di c6 thoi gian cong tac co dong bao hiém xi hoi
bét budc khi dugc tuyén dung theo quy dinh cia phéap luat."

5. Khoan 2 Diéu 14 duoc sira ddi, bd sung va bo sung khoan 3 Diéu 14 nhu sau:
"Diéu 14. Nguyén tic to chirc thi ning ngach cong chirc

2. Can ¢t vao sb lugng chi tiéu ndng ngach cua co quan quan ly cong chirc quy dinh tai diém b khoan 1 Diéu
nay, co quan c6 thim quyén quan 1y cong chire duoc ctr sO luong cong chirc ¢6 du cac tiéu chuin, diéu kién du
thi nang ngach theo nguyén tac khong han ché sb luong cong chirc duge cir dy thi.

3. Viée t6 chtre thi nang ngach cong chirc dugc thuc hién theo Quy ché, Noi quy ban hanh kém theo Thong tu
nay."

6. Diéu 15 dugc sira d6i, bd sung nhu sau:
“Piéu 15. Xay dung D¢ an thi ning ngach cong chirc

Co quan c6 thim quyen t6 chtrc thi nang ngach cong chirc phai xay dung Dé an thi néng ngach cong chirc, giri
Bo Noi vy hodc Ban T6 chirc Trung uong c6 ¥ kién trude khi t6 chirc theo tham quyén. Dé 4n bao gom cac ndi
dung sau:

1. Bao cédo ve so lugng, co cau ngach cong churc chuyén nganh hién c6 cua cac co quan, to chic, don vi thude
pham vi quan ly;

2. SO lugng cong chure ing véi ngach du thi con thiéu theo yéu cau cua vi tri viée lam;

3. Danh sach cong churc c6 du tiéu chuan, diéu kién dugc ctr du thi nang ngach;
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4. Pbi tugng, tiéu chuan, diéu kién, ho so ctia nguoi ding ky du thi; ndi dung, hinh thire, thoi gian thi;

5. Dy kién thanh vién tham gia Hoi dong thi;

6. Dy kién thoi gian, dia diém va cac ndi dung khac dé t6 chirc ky thi."

7. Khoan 1 Diéu 18 duoc sira ddi, bd sung nhu sau:

"Piéu 18. B6 nhiém ngach, xép lwong ddi véi cong chire tring tuyén ky thi ning ngach

1. Can ctr thong bao cta co quan ¢o thim quyén to chure thi nang ngach cong chic, viée bd nhiém ngach, xép
lwong dbi véi cong chire trang tuyén ky thi ndng ngach duoc thyc hién nhu sau:

a) Doi va1 ky thi nang ngach 1én céan su, chuyén vién, chuyén vién chinh hodc tuong duong:

Nguoi ding dau co quan quan ly cong chirc quyét dinh hodc phan cip viéc bd nhiém ngach, xép luong ddi véi
cong churc trung tuyén ky thi nang ngach.

b) Dbi v6i ky thi nang ngach 1én chuyén vién cao cap hodc tuong duong:

Nguoi dung dau co quan quan 1y cong chirc quyet dinh bo nhiém ngach, xép luong d6i véi cong chirc trang
tuyén ky thi nang ngach sau khi c6 ¥ kién vé diéu kién, tiéu chuan theo quy dinh ctiia Bo Noi vu (d6i voi cong
chirc trong cac co quan nha nudc va don vi sy nghiép cong 1ap ctia Nha nude) hodc Ban T chirc Trung uong
(d6i v6i cong chirc trong cac co quan, don vi sy nghiép cong 14p ciia Pang Cong san Viét Nam va cac t6 chirc
chinh tri - xa hé1)."

Diéu 2. Sira doi, bd sung mot s6 diéu ciia Thong tw s6 12/2012/TT-BNV ngay 18 thang 12 nim 2012 ciia B
truéng By Noi vu quy dinh vé chirc danh nghé nghiép va thay doéi chirc danh nghe nghiép doi véi vién
chire

1. Piém a khoan 1 Piéu 6 dugc stra ddi, bd sung nhu sau:
"Diéu 6. Xét chuyén chirec danh nghé nghiép

1. Viée xét chuyén tir chirc danh nghé nghiép nay sang chirc danh nghé nghiép khéac ciing hang d6i véi vién chirc
phai bao dam céc dicu kién sau:

a) Vién chirc dugc bo tri sang vi tri viéc lam méi ¢6 yéu cau chirc danh nghé nghiép khac cung hang hodc cung
yéu cau tiéu chuan trinh d¢ dao tao vdi chure danh nghé nghié€p dang dam nhiém."

2. Piéu 8 duoc stra ddi, bd sung nhu sau:

"Diéu 8. Ciin citr td chirc thing hang chirc danh nghé nghiép

1. Can cr vao tinh chét, dic diém cua hoat dong nghé nghié¢p va djéu }(ién cu thé cua don vi, nganh, linh vuc
hoat‘ dong su nghiép, cac co quan, dO’l’l‘Vi duoc phan céng, phan cap t6 chire thi hodc xet th{ing hang chirc danh
nghé nghiép vién chirc quy dinh tai Diéu 30 Nghi dinh s6 29/2012/ND-CP dugc sira d61, bd sung tai khoan 14

Diéu 2 Nghi dinh s6 161/2018/ND-CP quyet dinh hinh thirc thi hodc hinh thirc xét thiang hang chirc danh nghé
nghiép ddi v6i vién chire thude thim quyén quan 1y.

2. Viéc thi hodc xét thing hang chirc danh nghé nghiép vién chirc dugc cin cir vao:

a) Danh muc, s6 luong vi tri viéc 1am va co cau vién chire theo chirc danh nghé nghiép duge cp c6 tham quyén
phé duyét;

b) S6 lugng vién chirc trng vi chire danh nghé nghiép con thiéu theo yéu cau cua vi tri vi¢e lam;
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¢) Pon vi sy nghiép c6 nhu cau thing hang chirc danh nghé nghiép vién chic;

d) Tiéu chuan, diéu kién cua chirc danh nghé nghiép ding ky dy thi hodc xét thang hang."
3. Piéu 12 duge sira d6i, bd sung nhu sau:
"Piéu 12. T6 chirc thi hodc xét thing hang chirc danh nghé nghiép

1. Khi t6 chtrc thi hodc xét thang hang chirc danh nghé nghiép vién chire, co quan, don vi co thém quyén té chtrc
thi hodc xét thang hang chirc danh nghé nghiép phai xay dung D¢ an thi hodc xét thing hang. B¢ 4n bao gom céac
ndi dung sau:

a) Bdo cao vé so luong, co cau vién chuc theo chirc danh nghé nghiép hién c6 cua cac co quan, to6 chuc, don vi
thudc pham vi quan 1y;

b) S6 lugng vién chuc g véi chiic danh nghé nghiép du thi hodc xét thang hang con thiéu theo yéu cau cta vi
tri viéc lam;

¢) Danh sach vién chire c6 du tiéu chuén, diéu kién duoc cir du thi hodc xét thang hang chirc danh nghé nghiép;

d) Béi tuong, tiéu chuan, diéu kién, hd so ciia ngudi dang ky du thi hodc xet thang hang chue danh nghé nghiép;
ndi dung, hinh thtrc thi hodc xét thang hang chirc danh nghé nghiép, thoi gian thi;

@) Dy kién thanh vién tham gia Hoi dong thi hodc xét thiang hang chirc danh nghé nghiép;

e) Du kién thoi gian, dia diém va cac ndi dung khac dé t6 chue ky thi hodc xét thing hang chic danh nghé
nghiép.

2. Viéc t0 churc thi hodc xét thang hang chire danh nghé nghiép vién chirc d61 véi chure danh twong duong
chuyén vién cao cap, chuyén vién chinh, chuyén vién va can sy dugc thuc hién nhu sau:

a) Chuc danh vién chirc trong dwong chuyén vién cao cip, bao gdbm cac chirc danh vién chuc loai A3 (nhém
A3.1 va nhém A3.2) ctia Bang 3 - Bang luong chuyén mén, nghiép vu ddi v6i can bo, vién chirc trong cac don vi
su nghiép ctia nha nudc ban hanh kém theo Nghi dinh s6 204/2004/ND-CP ngay ngay 14 thang 12 nam 2004
ctia Chinh phu vé ché d6 tién lwong ddi vai can bd, cong chirc, vién chie va lyc lugng vii trang (sau day viét tit
1a Nghi dinh s6 204/2004/ND-CP) va Nghi dinh s6 17/2013/ND-CP ngay 19 thang 02 ndm 2013 ctia Chinh phu
stra d6i, bd sung mot sé diéu cua Nghi dinh s6 204/2004/ND-CP (sau ddy viét tat 1a Nghi dinh s6 17/2013/ND-
CP):

Sau khi c6 y kién ctia Bo Noi vu vé ndi dung Dé 4n thi hodc xét thing hang chirc danh nghé nghiép, nguoi dimg
dau B9 quan ly chirc danh nghé nghiép vién chic chuyén nganh thanh lap Hoi dong thi hodc xét thing hang
chtc danh nghé nghiép; t6 chirc thi hodc xét thang hang chirc danh nghé nghiép vién chuc theo quy dinh cta
phép luat.

b) Chirc danh vién chic twong dwong chuyén vién chinh, bao gdm cac chure danh vién chire loai A2 (nhom A2.1
va nhom A2.2) cua Bang 3 - Bang luong chuyén mon, nghi€p vu doi véi can b, vién chuc trong cac don vi sy
nghi¢p cua nha nudc ban hanh kém theo Nghi dinh s6 204/2004/ND-CP va Nghi dinh s6 17/2013/ND-CP:

Sau khicoy kién cua BO Noi vu vé ndi dung Pé 4n thi hodc xét thang hang chure danh nghiép, ngudi ding dau
B9, co quan ngang B9, co quan thugc Chinh phu; Chu tich Uy ban nhan dan tinh, thanh phé truc thudc Trung
wong thanh 1ap Hoi dong thi hodc xét thang hang chirc danh nghé nghiép; t6 chirc thi hodc xét thing hang chirc
danh nghé nghiép vién chtc theo quy dinh cua phap luat.

¢) Chirc danh vién chure tuong duong chuyén vién (chie danh vién chirc loai Al cua Bang 3 - Bang luong
chuyén mén’, nghiép vu doi vdi can bg, vién ch}’rc trong cac don vi su nghiép cua nha nudc ban hanh kém theo
Nghi dinh s6 204/2004/ND-CP va Nghi dinh s6 17/2013/ND-CP); chtrc danh vién chirc tuong duong cén sy
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(chirc danh vién chue loai AO cia Bang 3 - Bang luong chuyén mon, nghiép vu ddi v6i can bo, vién churc trong
cac don vi su nghi¢p ctia nha nudc ban hanh kém theo Nghi dinh s6 204/2004/ND-CP va Nghi dinh s6
17/2013/ND-CP):

Can ¢t phan cap cla co quan c6 tham quyén to chirc thi hodc xét thang hang chirc danh nghé nghiép vién chuc
theo quy dinh tai Diéu 30 Nghi dinh s6 29/2012/ND-CP duoc sira ddi bo sung tai khoan 14 Piéu 2 Nghi dinh sb
161/2018/ND-CP, nguoi dimg dau co quan, don vi c6 tham quyén t6 chirc thi hodc xét thang hang chirc danh
nghé nghiép thanh lap Hoi dong thi hodc xét thing hang; t6 chirc thi hodc xét thang hang chirc danh nghé nghiép
vién chuc theo quy dinh cua phép luat."

4. Piéu 13 duoc stra ddi, bd sung nhu sau:
"Diéu 13. Hi dong thi hoic xét thing hang chirc danh nghé nghi¢p

1. Hoi dong thi hoic Hoi dong xét thiang hang chirc danh nghé nghiép (sau day goi chung 1a Hoi ddng thang
hang chtrc danh nghe nghiép) do nguoi dimg dau co quan duge phan cong, phan cap t6 chtrc thi hodc xét thang
hang chirc danh nghé nghiép dbi vai vién chirc quy dinh tai Diéu 30 Nghi dinh s6 29/2012/ND-CP duoc sira do1,
b6 sung tai khoan 14 Diéu 2 Nghi dinh s6 161/2018/ND-CP thanh lap. Ho1 dong c6 05 hodc 07 thanh vién, gom
Chu tich Hoi dong 1a ngudi ding dau hodc cap pho cua ngudi ding dau co quan dugc phan cong, phan cip to
chtre thi hodc xét thiang hang chic danh nghé nghiép va cac ty vién Hoi dong, trong d6 ¢6 01 ty vién kiém thu
ky Hoi dong.

2. Hoi ddng thing hang chirc danh nghé nghiép lam vi¢e theo nguyén tac tap thé, biéu quyét theo da s va thuc
hién cac nhiém vy, quyén han quy dinh tai khoan 4 Diéu 31 Nghi dinh s 29/2012/ND-CP.

3. Hoi dong thang hang chirc danh nghé nghiép duoc sir dung con dau, tai khoan ctia co quan, don vi dugc phan
cong, phan cap t6 chtrc thi hodc xét thang hang chtrc danh nghé nghlep vién chure trong thoi gian thue hién
nhiém vy, quyén han cua Hoi dong do ngudi ding dau co quan, don vi ¢ tham quyén quyét dinh thanh 1ap Hoi
ddng quyét dinh.

4. Hoi dong thing hang chirc danh nghiép vién chirc chiu trach nhi¢m t6 chirc ky thang hang chirc danh nghé
nghi¢p vién chirc theo quy dinh tai Quy ché, Noi quy ban hanh kém theo Thong tu nay."

5. Piéu 14 dugce sira d6i, bd sung nhu sau:
"Piéu 14. Xac dinh ngudi tring tuyén trong ky thi hoic xét thing hang chirc danh nghé nghiép

1. Vién chirc trang tuyén trong ky thi thang hang chirc danh nghé nghi¢p phai duy thi du cac bai thi cua cac mon
thi, trir nhitng mon duoc mién thi theo quy dinh cua phap luat; c6 s6 diém ctia mdi bai thi dat tir 50 diém trd 1én,
cac bai thi dugc cham theo thang diém 100.

2. Vién chuc tring tuyén trong ky xét thing hang chirc danh nghe nghiép thuc hién theo huéng dan ctia Bo quan
Iy chirc danh nghé nghiép vién chirc chuyén nganh quy dinh vé ndi dung, hinh thirc xét thiang hang chirc danh
nghé nghiép vién chirc thudc nganh, linh virc quan 1y.

3. Khong béao luu két qua cac ky thang hang chirc danh nghé nghiép."
6. Diém a khoan 1 Diéu 15 dugc stra dbi, bd sung nhu sau:

"Piéu 15. B6 nhiém va xép luwong chirc danh nghé nghiép ddi voi vién chirc tring tuyén ky thi hodc xét
thang hang chirc danh nghé nghiép

1. Can ctr théng bao ciia co quan c6 thadm quyén t6 chire thi hodc xét thing hang chirc danh nghé nghiép, viéc bd

nhiém vao chirc danh nghé nghiép dbi véi vién chirc trang tuyén ky thi hodc xét thing hang chirc danh nghé
nghiép duogc thuc hién nhu sau:
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a) Dbi vai ky thi hodc xét thang hang chire danh nghé nghiép vién chirc tuong duong chuyén vién cao cap:

B truong, Thu truong co quan ngang B, co quan thude Chinh phu, Chu tich Uy ban nhan dan tinh, thanh phé
tryc thudc Trung wong can clr vao quyét dinh trang tuyén va dé nghi cua co quan c6 thAm quyen quan ly vién
churc ra quyet dinh bo nhiém chirc danh nghé nghiép va xép luong dbi voi vién chirc trang tuyen sau khi co y
kién vé diéu kién, tiéu chuan theo quy dinh cua B4 Noi vu (dbi voi co quan nha nudc va don vi su nghi€p cong
18p cua Nha nudce) hoac Ban T6 chirc Trung wong (ddi vdi co quan, don vi su nghiép cong lap ciia Dang Cong
san Viét Nam va cac to chic chinh tri - xa hoi)."

7. Piém b khoan 1 Piéu 16 dugc stra d6i, bd sung nhu sau:
"Diéu 16. To chirc thue hién
1. Cac B9 quan 1y chirc danh nghé nghiép vién chirc chuyén nganh chiu trach nhié¢m:

b) Quy dinh cu thé tiéu chuén, diéu kién, noi dung, hinh thtrc thi hodc xét théng haqg chL'rq danh nghé nghiép dédi
vo1 vién chire thudc chuyén nganh, linh vuc dugc giao quan 1y sau khi c6 y kién thong nhat ctia Bo N6i vu."

Diéu 3. Sira doi, bd sung mjt s6 diéu ciia Thong tw s6 15/2012/TT-BNV ngay 25 thang 12 nim 2012 ciia B
treéng Bo NOi vu hudng dan vé tuyén dung, ky két hgp dong lam viéc va dén bu chi phi dao tao, boi
dudéng doi véi vién chire

1. Biéu 3 duoc stra doi, bd sung nhu sau:

"Piéu 3. Thong bao tuyén dung vién chic

1. Thong bao tuyén dung ctia co quan, don vi ¢6 tham quyén tuyén dung vién chirc phai dugc dang tai trén mot
trong cac phuong ti¢n thong tin dai chiing 13 bao in, bao dién tir, bao noi, bao hinh; dong thoi duge dang tai trén

trang dién tir hodc cong thong tin dién tir va niém yét cong khai tai tru s& lam viéc cta co quan, don vi c6 tham
quyén tuyén dung vién chirc.

2. Noi dung thong bao tuyén dung bao gdm:
a) Tiéu chudn, diéu kién dang ky du tuyén;
b) S6 lugng vién chirc can tuyén twong Gng véi vi tri viée 1am;

¢) Thoi han va dia diém tiép nhan Phiéu ding ky du tuyen cua nguoi dang ky du tuyen s6 dién thoai di dong
hodc dién thoai c¢b dinh ctia bd phan duoc phan cong tiép nhan Phiéu ding ky du tuyén;

d) Hinh thtrc va ndi dung thi tuyén hodc xét tuyén; thoi gian va dia diém thi tuyén hodc xét tuyén.

3. Khi c6 thay dbi vé ndi dung thong bao tu}{én dung thi co quan, don vi c6 thAm quyén tu‘yén dung vién chuc
phai thuc hién viéc cong khai thong bao tuyén dung bo sung theo quy dinh tai khoan 1 Pi€u nay."

2. Piéu 11 duge sira d6i, bd sung nhu sau:
“Pjiéu 11. Hop dong 1am viéc xac dinh thoi han

1. Hop dong lam viéc xac dinh thoi han duoc ky két giira nguoi dimg dau don vi su nghiép cong lap véi ngudi
tring tuyen vao vién chirc, trir trudng hop quy dinh tai diém d, diém d khoan 1 Diéu 58 Luat Vién chirc, theo
mau sO 1 ban hanh kém theo Thong tu nay.

2. DBbi voi cac truong hop dang ky du tuyén vao vién chirc trong linh vyc hoat dong vin hoa, nghé thut, thé
duc, the thao, néu dugc tuyén dung vao vién chirc thi thuc hién ky hop dong lam viéc xac dinh thoi han, theo
mau s6 2 ban hanh kém theo Thong tu nay. Trudng hop xay ra tranh chip trong thuc hién hop dong lam viéc,

7/56


https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/thong-tu-15-2012-tt-bnv-huong-dan-tuyen-dung-ky-ket-hop-dong-lam-viec-den-bu-171192.aspx

4/15/2020

nguoi dugc tuyén dung trong linh vyc hoat dong van hc')a,, nghé thué:[, thé duc, thé :chao chu"a du 18 tudi duge
nguoi dai dién theo phéap luat cia minh thay mat gidi quyét tranh chap lién quan dén hop dong lam viéc.

3. Can cilr vao nhu cau cong viéc, yéu cél} cua vi tri viéc lam va chirc danh r}ghé nghiép dugc tuyén dung, nguoi
dirmg dau don vi sy nghi¢p cong 1ap quyét dinh thoi han cu thé dé ky hop dong xac dinh thoi han tir 12 thang tré
1én nhung khong vuot quéa 36 thang."

3. Piéu 12 duge sira d6i, bd sung nhu sau:
"Diéu 12. Hop ddng lam viéc khong xac dinh thoi han

Hop ddng lam viéc khong xac dinh thoi han duoc ky két gitta ngudi dimg dau don vi sy nghiép cong lap voi
nguoi da thyuc hién xong hop déng lam vi¢c xac dinh thoi han quy dinh tai khoan 2 va khoan 3 Piéu 18 Nghi
dinh s6 29/2012/ND-CP dugc sira ddi, bd sung tai khoan 10 Nghi dinh s6 161/2018/ND-CP hoic truong hop can
b, cong chirc chuyén thanh vién chirc theo quy dinh tai diém d, diém d khoan 1 Diéu 58 Luit Vién chtc, theo
mau s6 3 ban hanh kém theo Thong tu nay."

4. Khoan 1 DPiéu 14 duoc stra ddi, bo sung nhu sau:

"Piéu 14. Cham dirt hop dong 1am viéc trong truwdng hop vién chirc chuyén cong tic dén co quan, don vi
khac

1. Khi vién chtic chuyén dén co ‘quan, don vi khac thi phai cham dut hop dong 1am viéc v6i don vi su nghiép
dang lam viéc va dugc giai quyét cac ché do, chinh sach theo quy dinh ctia phap lut. Trudng hop vién chire
dugc cap c6 thim quyén dong v chuyén dén don vi sy nghiép cong lap khac thi khong thuc hién viée tuyén dung
méi va khong giai quyét ché do thoi viec."

Piéu 4. Sira doi, b6 sung mdt s6 quy dinh tai Thong tu s6 15/2001/TT- BTCCBCP ngay 11 thang 4 nim
2001 ciia B§ truéng, Truéng Ban Té chire - Can bd Chinh phi (nay 1a B truéng Bo Noi vu) huéng din
thue hién Nghi dinh s6 68/2000/ND-CP ngay 17 thang 11 nim 2000 ciia Chinh phii vé thwc hién ché do
hop ddng mot sb loai cong viée trong co quan hanh chinh nha nwéc, don vi sw nghiép

1. Khoan 1 Muc I dugc sira doi, bd sung nhu sau:

"1. Co quan hanh chjnh nha nudc, dqn vi sy nghi¢p cong lap t‘hu:c hién ché do hop déng mét sb loai cong viéc
theo quy dinh tai DBiéu 1 Nghi dinh s6 68/2000/ND-CP, bao gdm:

a) Co quan hanh chinh nha nuge ¢ Trung uong; ¢ tinh, thanh phd tryc thuge Trung wong; & quan, huyén, thi x4,
thanh phd thudc tinh, thanh phd thudc thanh phd truc thudc Trung wong.

b) Co quan dai di¢n nudc Cong hoa xa hoi chu nghia Viét Nam ¢ nudc ngoai, bao gom: Co quan dai di¢n ngoai
giao, co quan dai dién lanh sy, co quan dai dién tai to chirc quoc te.

¢) Cac don vi sy nghiép cong 1ap do ngin sach nha nudc bao dam mot phan hodc toan bo kinh phi chi thuong
xuyeén.

d) Cac co quan, to chirc khac ¢6 str dung kinh phi do ngén sach nha nude cap quyét dinh viéc ap dung quy dinh
cua Nghl dinh s 68/2000/ND-CP va Nghi dinh s0 161/2018/ND-CP dé thyc hién ché do hop dong mot s6 loai
cong vi€c trong cac td chire, don vi thudc va truc thude."

2. Muc II duoc sira ddi, bd sung nhu sau:

"II - KY KET, THUC HIEN, THAY POI, CHAM DUT, THANH LY HOP PONG VA GIAI QUYET
TRANH CHAP KHI HOP PONG CAC CONG VIEC NOI TAI PIEU 1 CUA NGHI PINH SO
68/2000/ND-CP
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1. C4 nhan, to chire ky hop ddng dé lam nhitng cong viéc quy dinh tai Piéu 1 Nghi dinh s 68/2000/ND- CPva
quy dinh tai khoan 1 Diéu 3 Nghi dinh s6 161/2018/ND-CP dugc diéu chinh theo quy dinh cua phap luét vé lao
dong, phap luat vé dan sy, phép luét vé thuong mai va khong thudc chi tiéu bién ché, sé lwong nguoi lam viée va
quy tién lwong ctia co quan, to chirc, don vi.

2. Mot s6 logi cong viéc theo quy dinh tai biéu 1 Nghi dinh 56’68/2000/ND-CP va quy dinh tai‘khoém 1 biéu 3
Nghi dinh s6 161/2018/ND-CP dugc thuc hién thong qua ky két mot trong cac hinh thirc hop dong sau day:

a) Hop ddng kinh té duoc ky két giira phap nhan v6i phap nhan va giira phap nhan v6i ca nhan c6 ding ky kinh
doanh theo quy dinh ctia phap luat dan sy, phap luat thuong mai;

b) Hop dong lao dong duoc giao két giita ngudi lao dong hoic dai dién hop phap cia ngudi lao dong véi ngudi
su dung lao dong theo quy dinh cua phap luat lao dong;

¢) Hop ddng thué khoan tai san duoc ky két giira bén cho thué tai san va bén thué tai san theo quy dinh ctia phap
luat dan su;

d) Hop dong muon tai san duoc ky két giita bén cho muon tai san va bén muon tai san theo quy dinh ctia phap
luat dan su;

d) Hop déng dich vu duoc ky Két gitra bén lam dich vu va bén thué dich vu theo quy dinh cua phap luat dan sy.

3. Viéc ky két, thuc hién, _thay d6i, cham dut, thanh ly va giai quyét tranh chip giita cac bén thuc hién theo céc
quy dinh cta phéap luat vé hop dong kinh té, hop dong lao dong, hop dong thué khoan tai san, hop déng muon tai
san, hop dong dich vu.

4. Mau hop ddng dugc thuc hién theo cac quy dinh cua phap luit twong Gmg v6i hinh thirc hop ddng duge ky
ket.

5. Cac ca nhan dang ky hop dbng lao dong dé 1am nhitng cong viéc néu tai Piéu 1 Nghj dinh s 68/2000/ND-
CP, quy dinh tai khoan 1 Diéu 3 Nghi dinh s6 161/2018/ND-CP va ap dung bang luong quy dinh tai Nghi dinh
s6 204/2004/ND-CP ngay 14 thang 12 niam 2004 ctia Chinh pht vé ché do tién lwong ddi vai can bo, cong chuc,
vién chtrc va luc luong vii trang thi chuyén sang thuc hién ky hop dong lao dong theo quy dinh tai Piéu 3 Nghi
dinh s6 161/2018/ND-CP; muc luong trong hop dong lao dong méi khong thap hon mirc lwong hién hudng."

3. Khoan 1 Muc III duge stra d6i, bd sung nhu sau:

"III - PIEU KIEN POI VOI BEN KY HQP PONG VOI CO QUAN HANH CHINH NHA NUGC, PON
VI SU'NGHIEP VA PIEU KIEN POI VOI CO QUAN HANH CHINH NHA NUGC, PON VI SU
NGHIEP KY HQOP PONG

1. Piéu kién ddi voi bén ky hop déng v6i co quan hanh chinh nha nudce, don vi su nghiép cong 1ap:

a) D01 v6i ca nhan: C6 du strc khoe dé lam viée duogc co s¢ kham suc khoe chimg nhén theo hudng dan cua Bo
Y té; ¢o 1y lich 1 rang dugc co quan c6 thim quyén xac nhan; c6 kha ning dap ung yéu cau ctia vi tri viéc lam;
khong trong thoi gian bi truy ctru trach nhiém hinh sy hodc chap hanh an phat tu cai tao khong giam glu hodc
dang bi ap dung bién phap gido duc tai dia phuong hodc dua vao co s¢ chira bénh; khong trong thoi gian bi cAm
hanh nghé hodc cAm lam cong viéc lién quan dén cong viée ky két hop dong.

b) Ddi voi ca nhan hodc to chirc kinh doanh dich vu: Phai ¢6 du diéu kién thuc hién kinh doanh dich vu theo quy
dinh cua phap luat."

Piéu 5. Trach nhiém t6 chirc thuwc hién

1. Cac B9 trudng, Thu trudng co quan ngang B, Thu trudng co quan thue Chinh phu, Chu tich Uy ban nhan
dan tinh, thanh pho truc thudc Trung wong va cac co quan, td chirc, ca nhan co lién quan chiu trach nhiém thi
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hanh Thong tu nay.

2. Trudong hop qua thanh tra, kiém tra phat hién viéc t6 chirc ky thi tuyén, xét tuyén cong chirc, vién chirc, thi
nang ngach cong chuc, thang hang chirc danh nghé nghiép vién chuc khong thue hién dung quy dinh cua phap
luat hodc viéc chdm diém, tong hop diém cac bai thi c6 sai s6t anh hudng truc tiép dén két qua thi hodc xét cua
thi sinh thi can cir két luan thanh tra, kiém tra, nguoi ding dau co quan, don vi c6 thAm quyén to chirc thi tuyén,
xeét tuyen cong chire, vién chire, thi nng ngach cdng chire, thang hang chac danh nghé nghiép vién chirc huy ky
thi tuyén, xét tuyén cong chirc, vién chirc, thi ning ngach cong chure, thang hang chirc danh nghé nghiép vién
chirc khong thyc hién dung quy dinh d6 hodc huy nhitng bai thi, tong hop diém thi hodc x¢ét ¢6 sai st lam thay
d6i két qua thi hodc xét; dong thoi, kiém diém lam rd trach nhiém dé xtr Iy cac to chirc, ca nhan c6 hanh vi vi
pham theo quy dinh ctia Bang va ctia phap luat.

3. Trudong hop cong chirc, vién chuc st dung van bang, chimg chi khong hop phap hoic ké khai khong ding su
that dé d tiéu chuan, diéu kién du thi nang ngach, thang hang chirc danh nghé nghiép thi bi xur ly ky luat theo
quy dinh; dong thoi bi huy két qua thi nang ngach, thang hang chirc danh nghe nghiép va huy quyet dinh bd
nhiém vao ngach, chtrc danh nghé nghlep vién chirc (néu cb). Cong chtre, vién chue bi huy quyét dinh b6 nhiém
ngach, chirc danh nghé nghiép thi x€p lai ngach, chirc danh nghé nghiép, bac, hé s6 luong dung vai ngach, chure
danh nghé nghiép, bac, hé s luong huong khi duge cir du thi nang ngach, thang hang chitc danh nghé nghiép.

Dicu 6. Diéu khon thi hanh
1. Thong tu nay c¢6 hiéu Iyc thi hanh ké tir ngay 01 thang 7 nam 2019.

2. Quy ché td chuc thi tuyen cong chirc, vién chirc, thi nang ngach cong chure, thi thang hang chirc danh nghé
nghi¢p vién chirc; Quy ché to chirc xét tuyén cong chirc, vién chirc, xét thang hang chtrc danh nghé nghiép vién
chue; Noi quy ky tuyén dung cong chirc, vién chirc, thi ning ngach cong chirc, thing hang chirc danh nghé
nghiép vién chirc ban hanh kém theo Thong tu nay ¢6 hiéu luc thi hanh ké tir ngay 01 thang 7 nam 2019.

3. Céc co quan, t6 churc, don vi tiép tuc thuc hién d& an, ké hoach t6 chirc tuyén dung cong chirc, vién chirc (thi
tuyen xét tuyén, tuyén dung khong qua thi tuyen) thi nang ngach cong chuc, thang hang chirc danh nghé nghiép
vién chure (thi hodc xét thang hang) da duoc cap co thAm quyén phé duyét trude ngay 29 thang 11 nam 2018 theo
quy dinh tai khoan 2 Diéu 4 Nghi dinh s6 161/2018/ND-CP thi chua 4 ap dung quy dinh tai Nghi dinh s6
161/2018/ND-CP va phai hoan thanh trudc ngay 15 thang 7 nam 2019. Sau thoi han nay néu khong hoan thanh
thi thuc hién theo quy dinh tai Nghi dinh s6 161/2018/ND-CP .

4. Bdi bo mot phan cac vin ban quy pham phap luét sau:

a) Noi dung cac diéu, khoan, dlem sau day tai Thong tu s6 13/2010/TT-BNV ngay 30 thang 12 nim 2010 cua Bo
truong BO Noi vu quy dinh chi tiét mot sé diéu vé tuyén dung va ning ngach cong chae cua Nghi dinh sd
24/2010/ND-CP ngay 15 thang 3 nam 2010 cua Chinh phu quy dinh vé tuyén dung, sir dung va quan 1y cong
chire: Pidu 2 va Diéu 7;

b) N6i dung khoan 2, khoan 3 Dleu 1 Thong tu sO 05/2012/TT-BNV ngay 24 thang 10 ndm 2012 cta B truong
Bo Noi vu sira d6i, b6 sung mot so diéu ciia Thong tu so 13/2010/TT-BNV ngay 30 thang 12 nam 2010 cua B$
truong Bo Noi vu quy dinh chi tiét mot sé diéu vé tuyén dung va nang ‘ngach cong chuc cua Nghi dinh sO
24/2010/ND-CP ngay 15 thang 3 ndm 2010 caa Chinh phu quy dinh vé tuyén dung, st dung va quan 1y cong
chirc;

c¢) Noi dung khoan 1, khoan 3 Dléu 2 Thong tu 5O 05/2017/TT-BNV ngay 15 thang 8 nam 2017 ctua B trudng
B0 Noi vu sua doi, bo sung mot sd diéu ciia Thong tu s6 11/2014/TT-BNV ngay 09 thang 10 nam 2014 va
Thong tu s6 13/2010/TT-BNV ngay 30 thang 12 nam 2010 cua B truong Bo Noi vu ve tiéu chuin nghlep vu
chuyén mén, bo nhiém ngach va xép lwong ddi voi cac ngach cong chirc chuyén nganh hanh chinh va viée t6
chure thi nang ngach cong chuc;
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d) Noi dung khoan 4 Piéu 11 Thong tu s6 12/2012/TT-BNV ngay 18 thang 12 nam 2012 cua B truong Bo Noi
vu quy dinh vé chirc danh nghé nghiép va thay d6i chirc danh nghé nghiép ddi véi vién chic;

@) Noi dung céc diéu, khoan, dlém sau day tai Thong tu s6 15/2012/TT-BNV ngay 25 thang 12 nam 2012 cia Bo
truong Bo Noi vu hudng dan vé tuyen dung, ky két hop ddng lam viéc va dén bu chi phi ddo tao, boi dudng ddi
vé6i vién chuc: Diéu 2, Diéu 4, Diéu 7 va biéu 8.

5. Béi bo Thong tu so 16/2012/TT-BNV ngay 28 thang 12 nam 2012 cua B truong Bo Noi vu ban hanh Quy
ché thi tuyén, xét tuyen vién chirc; Quy ché thi thing hang chirc danh nghé nghiép vién chtrc ddi voi vién chic
va Noi quy ky thi tuyén, thi thang hang chtrc danh nghé nghiép d6i véi vién chic.

6. Trong qua trinh thyc hi¢n néu cé vuong mic, dé nghi phan anh vé BO Noi vu dé duge huéng dan hodc xem
x€t, gidi quyéet./.

BO TRUONG
Noi nhan:
- Thu tudng, cac Pho Thu tudng Chinh phu;
- Cac B9, co quan ngang B0, co quan thuc Chinh phi;
- HDND, UBND céc tinh, thanh phd truc thude TW;
- Van phong Trung wong va cac Ban cua Dang;
- Van phong Quoc hoi;
- Vin phong Chu tich nuéc; Lé Vinh Tan

- Vién Kiém sat nhan dan t6i cao;

- Toa 4n nhan dan t6i cao;

- Klem toan nha nudc;

- Uy ban Giam sét tai chinh Quoc gia;

- Uy ban TW Mat tran Té quoc Viét Nam;

- Co quan Trung uong cua céc doan thé;

- Cuc Ki€m tra vdn ban QPPL (B6 Tu phap);

- $6 Nbi vu cac tinh, thanh phd truc thuée TW;

- Cong bao, Website Chinh phu; Website Bo Noi vy;
- B No6i vu: B trudng, Thur truong, cac don vi thude va truc thude Bo;
- Luu: VT, CCVC (20b).

QUY CHE

TO CHUC THI TUYEN CONG CHUC, VIEN CHUC, THI NANG NGACH CONG CHUC, THI THANG
HANG CHUC DANH NGHE NGHIEP VIEN CHUC
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Ngi vu)

Chuong I
QUY PINH CHUNG VE HQI PONG THI

Muc 1. HQI PONG THI TUYEN CONG CHU'C, VIEN CHUC, THI NANG NGACH CONG CHUT,
THI THANG HANG CHU'C DANH NGHE NGHIEP VIEN CHU'C

Piéu 1. Hoi dong thi

1. Hoi dong thi tuyén cong chure, vién chue, thi nang ngach cong chure, thi thang hang chirc danh nghe nghiép
vién chtrc (sau day goi chung 14 Hoi dong thi) do ngudi ding dau co quan, don vi ¢6 tham quyén tuyen dung
cong chirc, vién chirc, thi ning ngach cong chirc, thi thang hang chirc danh nghé nghiép vién chirc quyét dinh
thanh lap. Ho1 déng thi hoat dong theo tung ky thi va ty giai thé sau khi hoan thanh nhiém vu.

2. Khong cur lam thanh vién Hoi dong thi doi véi nhiing ngudi cd quan hé 1a cha, me, anh, chi, em rudt cua bén

vo hodc chéng; vo hodc chéng; con dé hoac con nuoi cia nguoi dy thi hodc nhitng ngudi dang trong thoi gian bi
xem xét xur Iy ky luat hodc dang thi hanh quyét dinh ky luat.
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3. Hoi dong thi tuyén cong chirc thuc hién nhiém vy, quyén han quy dinh tai khoan 2 Piéu 7 Nghi dinh sb
24/2010/ND-CP ngay 15 thang 3 ndam 2010 cua Chinh phu quy dinh ve tuyen dung, str dung va quan ly cong
chirc (sau day viét tit 1a Nghi dinh s 24/2010/ND-CP) duoc sira ddi, bd sung tai khoan 3 Dleu 1 Nghi dinh s6
161/2018/ND-CP ngay 29/11/2018 ctia Chinh phu stra doi, bd sung mot s6 quy dinh vé tuyen dung cong churec,
vién chuc, nang ngach cong chuc, thang hang vién chtrc va thuc hién ché dd hop ddng mot sd loai cong vige
trong co quan hanh chinh nha nudc, don vi sy nghiép cong 1ap (sau day viét tat 1a Nghi dinh s6 161/2018/ND-
CP).

4. Hoi dong thi tuyén vién chirc thue hién nhiém vu, quyén han quy dinh tai khoan 3 Diéu 6 Nghi dinh s6
29/2012/ND-CP ngay 12 thang 4 ndm 2012 cta Chinh phi vé tuyén dung, st dung va quan 1y vién chuc (sau
day viét tat 1a Nghi dinh s6 29/2012/ND-CP) dugc sira ddi, bd sung tai khoan 2 Piéu 2 Nghi dinh sb
161/2018/ND-CP.

5. Hoi déng thi nang ngach cong chirc thuc hién nhiém vy, quyén han quy dinh tai khoan 2 Diéu 32 Nghi dinh s6
24/2010/ND-CP.

6. H(:)i déng thi thang hang chirc danh nghé nghiép vién chirc thuc hién nhiém vy, quyén han quy dinh tai khoan
4 bicu 31 Nghi dinh s6 29/2012/ND-CP.

7. Hoi dong thi dugc sir dung con déu, tai khoan cia co quan, don vi ¢6 thim quyén tuyén dung cong chirc, vién
chure, thi nang ngach cdng chire, thi thang hang chirc danh nghe nghiép vién chirc hodc cua co quan tham muu
tryc tiép trong cac hoat dong cua Hoi dong thi do ngudi ding dau co quan, don vi ¢6 tham quyén thanh 1ap Hoi
dong thi quyét dinh.

8. Truong hop co quan, don vi co tham quyén quyét dinh t6 chuc thi nang ngach cong chuc cung vai thi thang
hang chirc danh nghe nghlep vién chtrc cho cong chire, vién chire thudc thim quyén quan ly thi thanh 1ap mot
Hoi dong thi dé to chirc viée thi nang ngach cong chirc va thi thang hang chirc danh nghé nghiép vién chiec. Hoi
dong thi nang ngach cong chirc va thi thang hang chirc danh nghé nghiép vién chirc thyc hién nhiém vu, quyén
han theo quy dinh tai khoan 5, khoan 6 Piéu nay.

Piéu 2. Nhiém vu, quyén han va trach nhiém cia thanh vién tham gia Hoi dong thi

1. Chu tich Hoi ddng thi:

a) Chiu trach nhiém t6 chure thuc hién nhiém vu cta Hoi d(‘Sng thi Vé: chi dao td chuc ky thi tuyén cong chirc,
vién chure, thi nang ngach cong chure, thi thang hang chirc danh ngh€ nghi¢p vién chirc bao dam ding néi quy,
quy ché ky thi theo quy dinh cua phép luat;

b) Phan cong trach nhi€ém, nhiém vu cu thé, o rang cho ting thanh vién cua Hoi déng thi;

C) Quyét djnh thanh 1ap Ban dé thi, Ban coi thi, Ban phéach, Ban cham thi, Ban chim phl"lc khéo, Ban kiém tra sat
hach khi t6 chtre thuc hién phdng van tai vong 2; thanh 1ap cac bo phan giup viéc xét thay can thiét;

d) T6 chirc viéc xdy dung dé thi, lya chon dé thi, bao quan, luu giir d& thi theo dung quy dinh tai Quy ché nay va
bao dam bi mat dé thi theo ché do tai liéu "Mat";

@) Quy dinh cuy thé thoi gian bat dau thi ctia timg phan thi trong ndi dung thi tric nghiém tai vong 1 dé thong
nhat thuc hién;

e) T6 chire viée coi thi, quan ly bai thi, danh s6 phach, roc phach, quan 1y phach, chim thi va cac tac nghiép
khéc theo quy dinh tai Quy ché nay;

) Béo c4o ngudi ding dau, co quan, don vi ¢ thim quyen tuyén dung cong chirc, tuyen dung vién chue, thi
nang ngach cong chic, thi thing hang chirc danh nghé nghiép vién chirc xem xét, quyét dinh cong nhan két qua
thi;
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h) Chi dao giai quyét kién nghi, khiéu nai, t6 cdo trong qua trinh t6 chuc ky thi.

2. Phé Chu tich Hoi ddng thi:

Gitp Chu tich Hoi dong thi diéu hanh hoat dong ciia Hoi dong thi va thyc hién mot s6 nhiém vy cy thé cia Hoi
dong thi theo sy phan cong cuia Chu tich Hoi dong thi.

3. Cac Uy vién cua Hoi dong thi:

Cac Uy Vién cua Hoi déng thi do Chu tich Hoi d@)ng thi phan cong nhiém vu cu thé dé bao dam céc hoat dong
cua Hoi dong thi thuc hién dung quy dinh cta phéap luat.

4. Uy vién kiém Thu ky Hoi dong thi giap Cha tich Hoi dong thi:

a) Chuén bi cac vin ban, tai liéu can thiét cua Hoi déng thi; ghi bién ban cac cude hop, hoat dong ctia Ho1 déng
thi;

b) T6 chtrc, chuin bi cac tai liéu hudng dan 6n tap cho thi sinh (néu co);

¢) To chirc viéc thu phi dy tuyén cong chirc, vién chue, thi nang ngach, thi thang hang chirc danh nghé nghiép
vién churc; quan ly thu, chi va thanh quyét toan theo quy dinh cia phép luat;

d) Nhén, bao quan bai thi cta thi sinh dugc dong trong céc tii hodc bi dung bai thi (sau day goi chung 1a tai bai
thi) con nguyén niém phong tir Trudng ban coi thi;

d) Ban giao bai thi dugc dong trong cac tii bai thi con nguyén niém phong cho Trudng ban phéch;

¢) Nhan, bao quan bai thi da roc phéach va dugc dung trong cac tai bai thi con nguyén ni€ém phong tir Truong ban
phach;

g) Ban giao bai thi dé roc phach dung trong céc thi bai thi con nguyén niém phong cho Trudng ban cham thi
keém theo cac Phi€u cham diém va thuc hién cac cong tac nghi€p vu lién quan;

h) Nhan, bao quan dau phach duoc dong trong cac tai con nguyén niém phong tir Trudng ban phach sau khi viéc
cham thi cac bai thi cua cac mon thi da hoan thanh;

1) Nhén, bao quan két qua phong van, thuc hanh dugc dong trong cac tai con nguyén niém phong tir Ban kiém
tra sat hach néu t6 chirc phong van, thuc hanh tai vong 2;

k) Ghép phéch, téng hop, bao céo két qua voi Hoi dong thi;

1) Thyc hién céc nhiém vu khéac theo phan cong ctia Chu tich Hoi déng thi.
Muc 2. CAC BAN GIUP VIEC CUA HQI PONG THI

Pic¢u 3. Ban dé thi

1. Ban d& thi do Chu tich Hoi dong thi thanh 14p gém: Trudng ban va cac thanh vién, trong d6 c6 mot thanh vién
kiém Thu ky.

2. Nhiém vu, quyén han va trach nhi¢m cta Truong ban dé thi:
a) T chue thue hién viéc xay dung bd dé thi, ngan hang cau hoi theo quy dinh;

b) T6 chuc diéu hénh toan bo hoat dong cua cOng tac xay dung ngan hang cau hoi, ra dé thi; ghiu trach nhiém
trude Chu tich Hoi dong thi va trude phap ludt vé cong tac xay dung ngan hang cau hoi, ra dé thi;
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¢) Bao mat ngan hang cau hoi, dé thi theo ché do tai liéu "Mat".

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

a) Tham gia x4y dung ngan hang ciu hoi, bd dé thi theo phan cong cua Trudng ban dé thi;
b) Bao mat dé thi, ngan hang cau hoi theo ché db tai liéu "Mat".

4. Nhiém vu, quyén han va trach nhi€ém cua thanh vién kiém Thu ky:

Ghi bién ban cac cudc hop, hoat dong cua Ban dé thi va thuc hién cac nhiém vu khac theo phan cong cua Trudng
ban dé thi.

5. Tiéu chuan thanh vién Ban dé thi:

a) Nguoi dugce cu lam thanh vién Ban dé thi 1a cong chire, vién chirc c6 trinh do chuyén mon, kinh nghiém cong
tac trong nganh, linh vuc phu hop vdi yéu cau cua vi tri can tuyén hodc yéu cau cuia ngach cong chirc, chirc danh
nghe nghi¢p vién chirc du thi;

b) Khén‘g ¢t lam thanh yién Ban dé thi dbi véi nhiing nguoi ¢6 quan hé 1a cha, me, anh, chi, em rudt cua bén vg
hodc chong; vo hoac chong; con dé hodc con puéi cua nguoi du thi hoac nhiing nguoi dang trong thoi gian bi
xem xét xur 1y ky luat hodc dang thi hanh quyét dinh ky luat;

¢) Ngudi duge cir lam thanh vién Ban dé thi khong dugc tham gia lam thanh vién Ban coi thi.
6. Nguyén tic lam viéc cua Ban d¢ thi:

a) Moi thanh vién cta Ban dé thi phai chiu trach nhiém c4 nhan vé ndi dung, bao ddm bi mat, an toan cta dé thi
theo dung chtre trach cia minh va theo nguyén tac bao v¢ bi mat nha nudc;

b) Cac thanh vién cta Ban dé thi lam viéc doc 1ap va truc tiép v6i Trudng ban dé thi; nguoi duge giao thyc hién
nhi€ém vu nao chiu trach nhi€ém thyc hién nhiém vu do, khong dugc tham gia cac nhiém vu khéac cua Ban dé thi.

7. Khu vuc lam dé thi va cac yéu cau bao mat

a) Pé thi, hudéng dan cham, dap an, thang diém chL}’a cong bd thudc danh muc bi mat nha nude do "Mat”. Bé thi
du phong chua st dung duoc giai "Mat" sau khi két thuc ky thi;

b) Viéc 1am dé thi phai duogc thue hién tai mot dia diém an toan, biét 1ap, phai dugc bao vé, c6 day du phuong
tién bao mat, phong chay, chira chay;

¢) Danh sach nhiing ngudi tham gia Ban d& thi phai dwoc giit bi mét trong qua trinh t6 chirc ky thi. Cac thanh
vién tham gia lam d¢ thi déu phai cach ly véi bén ngoai tir thoi diém tap trung lam dé thi cho dén khi két thuc
moén thi 6. Trong trudng hop can thiét, dugc sy dong ¥ bang van ban cua Trudng ban dé thi thi cac thanh vién
moi dugc phép ra ngoai hodc lién hé véi bén ngoai béng dién thoai ¢b dinh, khi noi chuyén phai bat loa ngoai,
c6 ghi 4m va dudi su giam sat hodc ching kién ciia thanh vién Ban giam st va ctia dai dién co quan cong an
(néu dugc moi tham gia);

d) Phong bi dyng d¢ thi dé giao, nhan, van chuyén tir noi lam d¢ thi ra bén ngoai phai dugc lam bang gidy co du
dd bén, kin, t61 va dugc dan chat, khong bong mép, dugc niém phong;

d) Toan bd qua trinh giao, nhan, van chuyén dé thi phai dugc gidm sat boi thanh vién Ban gidm sat va cua dai

dién co quan cong an (néu dugc moi tham gia); cac phong bi dung dé thi phai dugc bao quan trong thung lam
bang kim loai c¢6 khéa va dugc niém phong trong qua trinh giao, nhan, van chuyén;
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¢) May moc va thiét bi tai noi lam dé thi dis bj hong hay khong dung dén, chi dugc dua ra ngoai khu vyc céch ly
sau thoi gian thi mon cudi cung;

g) Thanh vién Ban dé thi va nhitng nguoi khéac c6 lién quan phai gitr bi mat tuyét d6i cac dé thi va cau hoi trac
nghi¢m, phong van, thuc hanh; khong duoc phép cong bo dudi bat ky hinh thirc nao cho dén khi két thic thoi
gian thi mon thi dugc phan cong thuc hién.

8. Yéu cau khi xay dung dé thi:
a) Yéu cau chung:
bam bao chinh xac, khoa hoc, 161 van, cau chir ro rang;

Phai pht hop v6i yéu ciu cua ngach cong chirc hodc chirc danh nghé nghiép vién chirc twong Gmg véi vi tri du
thi;

Pé thi phai co tinh suy ludn, phan tich, tranh viéc hoc thude long;
Dé thi phai ghi 1 sé diém ctia mdi cau hoi thi;

Dé thi phai ghi 16 c6 chit "HET" tai diém két thuc dé thi va phai ghi rd c6 may trang (ddi v6i dé thi co tir 02
trang tr¢ 1€n);

Mbi mén thi hogc phan thi trong mét ky thi phai ¢6 dé thi chinh thirc, dé thi dy phong va kém theo huéng dan,
dap an cham thi cu thé. Huong dan, dap an cham thi phai c¢6 thang di€m chi tiét dén 5 diém.

b) Béi véi dé thi tu luan:

Can ctr yéu cau cia ky thi, Ban dé thi c6 trach nhiém soan thao d¢ thi va hiéu chinh dé thi, dap 4n, huéng dan
cham thi (chinh thirc va du phong) cho mén thi. Sau khi soan thao, hiéu chinh, cac de thi, dap an, huéng dan
cham thi duoc t6 chuc phan bién va dé xuét phuong an chinh 1y, stra chita néu thay can thiét. Viéc phan bién dé
thi, dap an, huéng dan chdm thi do cac thanh vién Ban dé thi thuc hién.

c) Di véi dé thi trac nghiém:

Viée xay dyng ngan hang céu hoi cho dé thi tric nghiém phai bao dam sb luong céu hoi xay dung gap toi thiéu 3
1an so v&i sd cau hoi theo quy dinh cua tung phan thi. Trudng ban dé thi t6 chire dé cac thanh vién Ban dé thi
thAm dinh tung cau hoi thi tric nghiém theo ding yéu cau cua vi tri dy tuyén hodc yéu cau cua ngach cong chure,
chirc danh nghe nghiép vién churc du thi; sau khi hi¢u chinh 1an cudi, Truong ban dé thi t chirc rat ngau nhién
cac cau hoi dé hinh thanh dé thi trac nghiém véi nhiéu phién ban dé thi khac nhau. Sau khi ra sot timg phién
ban dé thi tric nghiém, Truong ban dé thi ky tén vao timg phién ban dé thi va ban giao cho Chu tich Hoi dong
thi ¢& Chu tich Hoi dong thi quyét dinh dé thi chinh thirc va dé thi du phong.

d) Déi v6i dé thi phong van:

Noi dung dé phong van phai cin ctr vao yéu cdu cua vi tri du tuyén hodc yﬁ:u cau vé tiéu, chuin nghiép vu chuyén
mon cua ngach cong chure, chirc danh nghe nghiép vién chirc dy thi; ket cau, ndi dung d€ phong van, thue hanh
phai bao dam chinh xac, khoa hoc, danh gia toan dién nang luc, kha nang ctia nguoi du tuyén. Bé phong van

phai c6 dap an va thang diém kém theo, duge dong trong phong bi, niém phong va bao quan theo ché do tai li¢u
"Mat".

Diéu 4. Ban coi thi

1. Ban coi thi do Chu tich Hoi dong thi thanh 1ap, gdm: Trudng ban, Pho Trudng ban va cac thanh vién, trong d6
c6 mot thanh vién kiém Thu ky.
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2. Nhi¢m vy, quyén han va trach nhiém cta Trudng ban coi thi:

a) Gitp Hoi dong thi t6 chirc ky thi theo quy ché, noi quy cua ky thi;

b) B6 tri phong thi; phan cong nhiém vu cho Pho Trudng ban coi thi; phan cong giam thi phong thi va giam thi
hanh lang cho tirng mon thi;

¢) Nhan va bao quan dé thi theo quy dinh; giao dé thi cho giam thj coi thi. Khi giao, nhan d¢ thi phai I4p bién
ban xac dinh tinh trang dé thi;

d) Tam dinh chi viéc coi thi cua gidm thi, kip thoi bao cdo Chu tich Hoi déng thi xem xét, quyét dinh; dinh chi
thi d61 vai thi sinh néu thay co6 cdn clr vi pham ndi quy, quy ché cia ky thi;

d) T6 chirc thu bai thi cta thi sinh, niém phong bai thi dé ban giao cho Uy vién kiém Thu ky Hoi dong thi.

3. Nhiém vu, quyén han va trach nhi¢m ctia Phé Truong ban coi thi:

Gitp Trudng ban coi thi diéu hanh mot sb hoat dong ciia Ban coi thi theo sy phin cong ctia Trudng ban coi thi.
4. Nhiém vu, quyén han va trach nhiém ctia thanh vién Ban coi thi dugc phan cong lam giam thi phong thi:

a) Thuc hién nhi€ém vu coi thi theo su phan cong ctia Trudng ban coi thi;

b) Phai c6 mit dung gio tai dia diém thi dé 1am nhiém vy;

¢) Trong khi thyc hién nhiém vu coi thi, khdng dugc mang vao phong thi dién thoai di dong, méy ghi 4m, may
anh, may vi tinh, cac phuong ti¢én ky thuat thu, phat truyén tin, phuong tién sao luu dir li¢u, thiét bi chira dung,
truyén tai thong tin khac va cac loai gidy to, tai liéu c6 lién quan den noi dung thi; khong dugc lam vi¢e riéng;
khong dugc hat thude; khong duge st dung cac loai d6 udng c6 cdn hodc cac chit kich thich;

d) Chi cho thi sinh ra khoi phong thi soém nhét sau 2/3 thoi gian 1am bai thi d6i v6i mén thi viét hodc sau khi thi
sinh da ndp bai, dé thi, gidy nhap (néu c6) va ky ndp bai. i véi mon thi tric nghiém, chi cho thi sinh ra khoi
phong thi khi da hét thoi gian 1am bai thi va sau khi da ndp bai, ky ndp bai. Truong hop thi sinh nhét thiét phai
tam thoi ra khoi phong thi thi gidm thi phong thi phai thong bao ngay cho giam thi hanh lang dé giam thi hanh
lang bao cdo ngay Trudng ban coi thi xem xét, giai quyét;

d) Néu c6 thi sinh vi pham ni quy, quy ché thi thi gidm thi phong thi phai 13p bién ban xir Iy theo quy dinh. Néu
c6 tinh huong bat thuong phai bao cédo ngay cho Trudng ban coi thi.

5. Nhiém vu, quyén han va trach nhiém ctia giam thi phong thi kiém k¥ thuat vién may tinh (ap dung ddi véi thi
trac nghi¢ém trén may vi tinh):

a) Bao dam h¢ thong may vi tinh trong phong thi hoat dong tot, néu may vi tinh bi hu hong phai ¢4 trach nhiém
stra chita hodc thay thé lap thoi;

b) Tién hanh nhép dir lidu dé thi vao may chu; niém phong may chu, thiét bi luu trir dit lidu dé thi khi két thuc
trude su chimg kién ciia dai dién: Hoi dong thi, Ban coi thi, Ban giam sat thi va dai dién cong an (néu dugc moi
tham gia);

¢) Kiém tra mdy vi tinh trong phong thi trudc, trong va sau qué trinh thi;
d) Phéi hop véi glam thi hang lang, glam thi phong thi kiém tra cic vat dung ctia nguoi dy thi mang vao phong

thi, huéng dan ngudi dy thi ngdi dung vi tri; khong dé nguoi du thi mang vao phong thi tai liéu, vat dung bi
cam;

16/56



4/15/2020
d) Két thic modi ca thi, tién hanh in bai thi cia nguoi du thi, niém phong ti dung bai thi (c6 chit ky cta hai giam
thi) va ban giao cho Trudng ban coi thi. Khi ban giao phai 1ap thanh bién ban va cung ky xac nhan;

e) Két thiic mdi bubi thi, niém phong may chu, cac thiét bi luu trir dit lidu;

g) Két thuc mén thi, sao Iuu toan bd dir liéu vao thiét bi luu trir, niém phong va ban giao cho Trudng ban coi thi;
sau do x6a toan bo dir li¢u luu trir trén may chu. Viéc ban giao phai 1ap thanh bién ban va cung ky xac nhan.

6. Nhiém vu, quyén han va trach nhiém ctia thanh vién Ban coi thi dugc phan cong lam giam thi hanh lang;

a) Gilr gin trat tu va bdo dam an toan bén ngoai phong thi;

b) Phat hién, nhic nho, phé binh va cing giam thi phong thi 1ap bién ban thi sinh vi pham ndi quy, quy ché cua
ky thi ¢ khu vuc hanh lang. Truong hop vi pham nghiém trong nhu géy mat trat ty, an toan ¢ khu vuc hanh lang
phai bdo cdo ngay cho Trudng ban coi thi xem xét, giai quyet;

c¢) Khoéng duoc vao phong thi.

7. Nhiém vy, quyén han va trach nhi€ém cua thanh vién kiém Thu ky:

Ghi bién ban céac cudc hop, hoat dong ctia Ban coi thi va thuc hién cac nhiém vu khac theo phan cong cua
Trudng ban coi thi.

8. Tiéu chuan cua thanh vién Ban coi thi:

a) Nguoi dugce cu lam thanh vién Ban coi thi phai 1a cong chuc, vién chuc;

b) Khong cur [am thanh vién Ban coi thi do6i voi nhitng nguoi c6 quan hé 1a cha, me, anh, chi, em rudt ctia bén vo
hoac chong; vg hodc chong; con dé hoac con nudi ciia ngudi dy thi hodc nhitng nguodi dang trong thoi gian bi

xem xét xir Iy ky luat hodc dang thi hanh quyét dinh ky luat;

C) Ngu(yi duoc cu lam thanh vién Ban coi thi khong dugc tham gia lam thanh vién Ban dé thi, Ban phach, Ban
cham thi, Ban cham phuc khao (néu co).

Diéu 5. Ban phich

1. Ban phach do Chu tich Hoi ddng thi thanh 1ap gdm: Trudng ban va cac thanh vién, trong d6 c¢6 mot thanh vién
kiém Thu ky.

2. Nhiém vu, quyén han va trach nhi€ém Trudng ban phéch:
a) Nhan bai thi dugc dong trong cac tai con nguyén niém phong tir Uy vién kiém Thu ky Hoi dong thi;

b) Phan cong nhi€ém vu cu thé chg cac thanh vién Ban phéch dé td chire thuc hién viée danh s phach, roc phach
cac bai thi bdo ddm nguyén tac so phach khong trung lap vdi s6 bao danh cua thi sinh;

¢) Ban giao bai thi da lam phach dugc dong trong tai con nguyén ni€ém phong cho Uy vién kiém Thu ky Hoi
dong thi;

d) Niém phong dau phach va bao quéan theo ché do "Mat" trong sudt thoi gian chdm thi cho dén khi hoan thanh
viéc cham thi;

d) Ban giao dau phach duoc dong trong tii con nguyén niém phong cho Uy vién kiém Thu ky Hoi dong thi sau
khi viéc cham thi cac mon thi da hoan thanh,;

e) Bao mat s phach.
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3. Nhiém vy, quyén han va trach nhi€ém cua thanh vién Ban phach:

a) Thuc hién viéc danh s6 phach, roc phach cac bai thi theo phan cong cua Trudng ban phach;
b) Bao mat sb phach.
4. Nhi€ém vu, quyén han va trach nhi€ém cua thanh vién kiém Thu ky:

Ghi bién ban céac cudc hop, hoat dong ctia Ban phach va thuc hi¢n cac nhi¢m vu khéac theo phan cong cua
Trudng ban phéach.

5. Tiéu chuan ctia thanh vién Ban phach:

a) Nguoi dugce cu lam thanh vién Ban phéach phai 1a cong chirc, vién chc;

b) Khong cur [am thanh vién Ban phach ddi voi nhiing nguoi ¢6 quan hé 1a cha, me, anh, chi, em rudt cua bén vo
hoac chong; vg hodc chong; con dé hoac con nudi ciia ngudi dy thi hodc nhitng nguodi dang trong thoi gian bi

xem xét xir Iy ky ludt hodc dang thi hanh quyét dinh ky luat;

¢) Nguoi duoc cir lam thanh vién Ban phach khong duoc tham gia Ban coi thi, Ban cham thi, Ban chim phuc
khao (n€u co).

Diéu 6. Ban cham thi

1. Ban cham thi do Chu tich Hoi ddng thi thanh 1ap gdm: Trudng ban va cac thanh vién, trong d6 c6 mot thanh
vién ki€ém Thu ky.

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

a) Phan cong nhiém vu cham thi cho céc thanh vién Ban cham thi bao dam nguyén tic mdi bai thi phai c6 it nhat
02 thanh vién thuc hién nhiém vu chdm thi va t6 chirc viéc chdm thi theo diing quy ché;

b) Trudc khi chim thi, t0 chirc va quén triét dén cac thanh vién Ban cham thi v& huéng dan chm, ndi dung dap
an va thang diém cham thi. Truong hop phat hién n6i dung cua d€ thi va huéng dan cham, dap an cham thi c6
ndi dung khong thong nhét hoic sai léch thi phai bao cdo ngay dén Chu tich Hoi dong thi dé xem xét, quyét

dinh. Sau khi ¢6 y kién cua Chu tich Ho1 dong thi méi thyc hién viéc cham thi theo quy dinh. Khong duoc ti ¥
thay d6i hudng dan chim, dap an, thang diém cham thi;

¢) Nhén, bao quan cac thi bai thi con nguyén niém phong tir Uy vién kiém Thu ky Ho1 ddng thi, sau d6 phan
chia tai dyng bai thi kém theo phiéu chdm diém bai thi cho cac thanh vién Ban cham thi;

d) Pinh chi hoic thay dbi viéc cham thi dbi véi thanh vién Ban cham thi thiéu trach nhiém, vi pham quy ché thi;

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

¢) Bao mat két qua diém thi.
3. Nhiém vu, quyén han va trach nhiém cua thanh vién Ban chim thi:

a) Chim diém cac bai thi theo dung huéng dan chim, dap 4n chdm thi va thang diém. Chi chdm diém c4c bai thi
duoc lam trén giay thi do Ho1 dong thi quy dinh;

b) Béo c4o dau hiéu vi pham trong cac bai thi véi Trudng ban chdm thi va kién nghi hinh thirc xir 1y;
¢) Bao mat két qua diém thi.
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4. Nhiém vu, quyén han va trach nhi€ém cua thanh vién kiém Thu ky:

Ghi bién ban cac cudc hop, hoat dong cua Ban chim thi va thuc hién cac nhiém vu khéac theo phan cong cta
Trudong ban cham thi.

5. Tiéu chuan cua thanh vién Ban cham thi:

a) Nguoi duoc cir 1am thanh vién Ban chdm thi 1a  cong chire, vién chire ¢6 trinh d§ chuyén mon, kinh nghiém
cong tac trong nganh linh vuc pht hop véi yéu cau ciia vi tri can tuyén hodc yéu cau ctia ngach cong chirc, chirc
danh nghé nghiép vién chirc du thi;

b) Khong cu lam thanh Viér} Ban chim thi déi véi nhiing nguoi ¢6 quan h¢ 1a cha, me, anh, chi, em rudt cua bén
vo hodc chong; vo hodc chong; con dé hoac con nudi cua nguoi du thi hoac nhiing nguoi dang trong thoi gian bi
xem xét xur 1y ky luat hodc dang thi hanh quyét dinh ky luat;

¢) Nguoi dugce cir lam thanh vién Ban chdm thi khong dugc tham gia vao 1am thanh vién Ban coi thi, Ban phach.

Piéu 7. Ban kiém tra sat hach trong truwong hop to chirc phong vin tai vong 2 khi tuyén dung cong chire,
vién chirc

1. Ban kiém tra sat hach do Chu tich Hoi dong thi thanh 1ap gdm: Truéng ban va cac thanh vién, trong d6 c6 mot
thanh vién kiém Thu ky.

2. Nhiém vu, quyén han va trach nhiém ctia Trudng ban kiém tra sat hach:

a) T6 chire thuc hién viée phong vén theo quy dinh trén nguyén tic mdi thi sinh du phong van phai c6 it nhét 02
thanh vién tro 1én chim diém;

b) Tong hop két qua phong van kem theo timg phiéu chim diém phong van cua tig thi sinh, dung trong ti dan
kin, niém phong va ban giao cho Uy vién kiém Thu ky Hoi dong thi;

¢) Bao mat két qua diém phong van.
3. Nhiém vu, quyén han va trach nhiém cua thanh vién Ban kiém tra sat hach:
a) T6 chirc phong van va cham diém thi sinh theo dung dap an, thang diém cua dé phong van;

b) Béo cdo cac dau hiéu vi pham trong qué trinh t6 chtrc phong van v6i Trudng ban kiém tra sat hach va kién
nghi hinh thic xt 1y;

¢) Bao mat két qua diém phong van.
4. Nhiém vy, quyén han va trach nhi¢m cua thanh vién ki€ém Thu ky:

Thuyc hi¢n nhiém vu ghi bién ban cac cude hop, hoat dong ctia Ban kiém tra sat hach va thuc hién cac nhiém vu
khac theo phan cong ctia Trudng ban ki€ém tra sat hach.

5. Tiéu chuan thanh vién Ban kiém tra sat hach:

a) Nguoi duge cir lam thanh vién Ban kiém tra sat hach 1a cong chirc, vién chure ¢6 trinh d§ chuyén mon, kinh
nghiém cong tac trong nganh, linh vuc pht hop véi yéu ciu cua vi tri can tuyén;

b) Khong cur [am thanh vién Ban kiém tra sat hach doi vai nhirng nguodi ¢6 quan h¢ 1a cha, me, anh, chi, em rudt

cua bén vo hodc chéng; vo hodc chéng; con dé hodc con nudi cua ngudi du xét tuyén hodc nhiing nguoi dang
trong thoi gian bi xem xét xtr 1y ky ludt hodc dang thi hanh quyét dinh ky luat.
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Chuong I1

TO CHU'C THI TUYEN CONG CHUC, VIEN CHU'C, THI NANG NGACH CONG CHUC, THI
THANG HANG CHUC DANH NGHE NGHIEP VIEN CHUC

Muc 1. CONG TAC CHUAN BI TO CHUC THI
Piéu 8. Cong tac chuin bj thi

1. Tru6c ngay thi it nhat 15 ngay, Hoi dong thi giri thong bao tridu tap thi sinh du thi, trong d6: Thong bao cu thé
thoi gian, dia diém lam thu tuc dy thi; thu 1€ phi thi; thoi gian, dia diém t6 chirc 6n tap (néu co); thoi gian, dia
diém t6 chirc thi; hinh thuc thi, thoi gian t6 chitc cic vong thi, phan thi, mon thi dén cac thi sinh du thi.

2. Trude ngay thi it nhat 01 ngay 1am viéc, Hoi dong thi niém yét danh sach thi sinh theo s6 bao danh va theo
phong thi, so do vi tri cdc phong thi, ndi quy thi, hinh thirc, thoi gian thi doi voi tirmg phan thi, mon thi, ndi dung
thi tai dia diém to churc thi.

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

a) Chia phong thi va chuan bi danh sach thi sinh dé goi vao phong thi; danh sach dé thi sinh ky nop bai thi;

b) Chuén bj céc bién ban, gé)m: Bién ban giao nhan dé thi tir Hoi déng thi cho Té in sao dé thi, tir TS in sao dé
thi cho Ban coi thi, tir Truong ban coi thi cho cac giam thi phong thi; bién ban x&c nhén tinh trang tai dung dé
thi trude khi cit tai dung dé thi dé phat dé thi; bién ban xur 1y vi pham ndi quy, quy ché thi; bién ban giao nhan
bai thi va céc bién ban khac phuc vu cho cong tac thi;

b) Chyén bi thé cho‘céc thanh vién Hoi dé)ng, Ban coi thi, b phan phuc vu ky thi. Thé cua Chu tich, Phé Chu
tich, Uy vién Hoi dong, Trudng ban coi thi in day du ho tén va chirc danh. Thé cua cac thanh vién khac chi in
chuc danh.

Diéu 9. Khai mac
1. Trude khi bit ddu ky thi phai to chirc 18 khai mac ky thi.

2. Trinh tu t6 chuc 18 khai mac nhu sau: Chao co; tuyén b ly do; gi6i thi€u dai biéu; cong bd quyét dinh thanh
lap Hoi ddng thi; cong bd quyet dinh t6 chirc ky thi; cong bd quyet dinh thanh 1ap Ban giam sat ky thi; cong bd
quyét dinh thanh lap Ban coi thi; Chu tich Hoi dong thi tuyén bo khai mac ky thi; pho bién ké hoach thi, quy ché
thi, ndi quy thi.

Piéu 10. To chirc cac cude hop Ban coi thi

1. Sau le khai mac, Trudng ban coi thi to chirc hop Ban coi thi dé pho bién ké hoach, quy ché, noi quy, nhiém
vu, quyén han, trich nhiém ctia cac thanh vién Ban coi thi; thong nhit cac hudng dan can thiét dé giam thi biét,
thyc hién dé hudng dan cho thi sinh thdng nhit thuc hién trong qué trinh thi.

2. P6i voi méi mon thi, trude gio thi t6i thiéu 60 phut, Truéng ban coi thi hop Ban coi thi dé phan cong giam thi
tung phong thi theo nguyén tac khong 1ap lai giam thi coi thi dbi voi mén thi khac trong ciing mot phong thi;
phd bién nhimg hudng dan va luu y can thiét cho cac giam thi di véi mon thi.

3. Trudng hop can thiét, khi két thiic mon thi, Trudong ban coi thi to chirc hop Ban coi thi dé rat kinh nghiém.
Piéu 11. Cach bb tri, sip xép trong phong thi

1. B6i véi hinh thuc thi tric nghi¢m trén may vi tinh: Phong thi dugc b tri may vi tinh dap tng yéu cau mdi thi
sinh str dung mot may vi tinh dé tryc tiép lam bai thi.

20/56



4/15/2020

2. D6i v6i hinh thire thi viét, thi tric nghiém trén gidy: Mdi phong thi bd tri ti da 50 (ndm muoi) thi sinh, mdi
thi sinh ngdi mot ban hodc ngdi cach nhau it nhat 01 (mot) mét. Trudce gio thi 30 phut, giam thi phong thi danh
s0 bao danh cua thi sinh tai phong thi va goi thi sinh vao phong thi.

3. Doi v6i hinh thire thi phéng van: Phong thi dugce bo tri ban cho céc thi sinh chuén bj tré 16i sau khi boc tham
ngau nhién cau hdi dé chuan bi ndi dung tra 101 va ban dé€ hoéi thi phong van.

Diéu 12. Cach thirc to chirc thi tric nghi¢m tai vong 1
1. Sau khi két thiic phan thi ndo thi mdi tiép tuc to chirc phan thi ké tiép.

2. Thoi gian ké tir khi két thuc phan thi dau tién cho dén phan thi ké tiép do Chu tich Hoi dong thi xem xét,
quyét dinh.

3. Thi sinh dwgc mién thi ctia phan thi nao thi duoc phép vang mat ciia budi thi phan thi do.
Muc 2. TO CHUC THI TRAC NGHIEM TREN MAY VI TiNH

Piéu 13. Giai thich tir ngir

Trong Quy ché nay, cac tir ngit sau day duoc hiéu nhu sau:

1. "Phong thi triac nghiém" 1a phong may vi tinh duoc thiét ké, cai dat phin mém thi trac nghiém va dung dé t6
chtrc thi cac mon thi theo hinh thtre trac nghiém.

2. "May chi" 1a may vi tinh duoc sir dung dé luu phan mém ra dé thi, cham thi va thu bai thi ctia nguoi dy thi.
3. "May tram" 1a may vi tinh ngudi du thi str dung dé nhan dé thi, lam bai thi va ndp bai thi.
4. "Phan mém thi tric nghiém" 14 phan mém duogc str dung dé t6 chirc thi tric nghiém trén may vi tinh.

5. "Dé thi" 1a tip hop cac ciu hoi trong ngan hang dé thi do phdn mém tao ra trén co sé cu tric d& thi do Ban dé
thi thuc hién.

6. "Su ¢d" 1a nhitng sy viéc xay ra trong qua trinh t6 chirc thi tric nghiém trén may vi tinh 1am cho qua trinh thi
trac nghi¢ém trén may vi tinh bi gidn doan hodc khong thuc hién dugc.

7. "Tinh huéng bét thuong" 1a mdt hién twong don nhét, xay ra trong mot thoi diém, tai mot dia diém nhat dinh
mang t&1 hdu qua tiéu cuc cho xa hoi va con nguoi.

8. "Ngan hang cau hoi" 13 tap hop toan bd ciu hoi thi va dap an phuc vu 1am dé thi tric nghiém.
Diéu 14. Trach nhiém trong viéc xAy dung ngin hang ciu héi thi va dap an

1. Chuén bj c4u héi thi, dap 4n dé dua vao ngan hang cau hoi thi tric nghiém trén may vi tinh theo dang yéu cau
vé s0 lugng, ve thiét ké phan mém thi trdc nghiém trén may vi tinh.

2. Chi dao viéc danh may vi tinh, mé hoa, niém phong, bao quan va bao mat ngan hang cau hoi trude khi ban
giao cho Hoi dong thi dé to chuec thi.

Piéu 15. XAy dung ngin hang ciu héi

1. Céau hoi thi va dap an cho mdi phan thi tric nghiém trén may vi tinh phai bao quat dugc toan b ndi dung cua
vi tri viéc lam tuong rng vdi ngach cong chire hodc chire danh nghé nghié€p vién chue du thi.
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2. Cau hoi thi va dap an thi tric nghiém trén may vi tinh phai dugc ma hoa theo yéu ciu dit ra ciia phan mém thi
trac nghiém trén may vi tinh.

3. Noi dung cau hoi trong ngan hang cau hdi phai bao dam khoa hoc, chinh xéc, chit ché, rd rang, mach lac,
ding van pham, c6 tinh suy luan, phan tich, tranh viéc hoc thudc long.

Piéu 16. Trach nhiém ciia giam thi phong thi, giam thi kiém k¥ thuit vién may tinh, giam thi hanh lang

1. Quy dinh chung:

Phai c6 mit ding gio tai dia diém thi & 1am nhiém vuy. Trong khi thyc hién nhiém vu coi thi, khong duoc mang
vao phong thi di¢n thoai di dong, may ghi &m, may anh, may vi tinh, cac phuong tién truyen tai ky thuat thu,
phat truyen tin, phwong tién sao luu dir liéu, thiét bi chira dung thong tin khac va cac loai gidy to, tai liéu co lién

quan dén noi dung ‘ghl, khong dugc lam viéc riéng; khong dugce hut thudc; khong dugce st dung céc loai dd uong
¢O con hoac cac chat kich thich.

2. Trach nhiém cua giam thi phong thi:
a) Kiém tra phong thi; huéng dan ngudi du thi ngdi ding vi tri;

b) Khi c6 hi€u 1€nh, gidm thi 1 ggi tén nguoi du thi ‘VE‘IO phong thi; gidm thi 2 kiém tra cac vat dung cua nguoi du
thi mang vao phong thi, huéng dan nguoi dy thi ngdi dung vi tri va ky vao danh sach du thi;

¢) Khong d¢ ngudi dy thi mang vao phong thi tai liéu, vat dung bi cdm; huéng dan nguoi dy thi cac quy dinh vé
lam bai thi, ndi quy thi; thuc hién nhiém vu coi thi theo ndi quy, quy ché cua ky thi;

d) Giam thi phong thi chi dugc tra 161 ngudi du thi cong khai trong pham vi quy dinh. Khéng dugc cho nguoi du
thi ra ngoai phong thi khi dang thi. Néu ngudi du thi bi dau 0m bat thudng hodc ¢6 nhu céu chinh dang nhat thiét
phai tam thot ra khéi phong thi thi phai kip thoi bado cdo cho Trudng ban coi thi xem xét, giai quyét;

d) Giam thi phai 14p bién ban xtr 1y vi pham theo dung quy dinh ddi v6i ngudi du thi vi pham quy ché, ndi quy
thi;

e) Giam thi phai béo cdo ngay Trudng ban coi thi dé xem xét, giai quyét khi cé tinh hudng bat thuong xay ra;
g) Giam thi phai bao vé dé thi trong khi thi, khong d¢ 10 lot d¢ thi ra ngoai phong thi. Giam thi va nhirng ngudi
lam nhiém vu phuc vu ky thi khong duoc thao luan, sao chép, gidi dé, mang dé ra ngoai hoac giai thich dé thi
cho nguoi dy thi;

h) Ky tén vao niém phong tai dung két qua diém thi ciia ngudi dy thi theo timg ca thi;

i) Cudi budi thi, tién hanh niém phong phong thi trac nghiém.

3. Trach nhi¢m cua giam thi ki€ém k¥ thuat vién may vi tinh:

a) Bao dam hé théng méy vi tinh trong phong thi hoat dong tot, néu may vi tinh bi hu hong phai ¢6 trach nhiém
stra chira hodc thay thé kip thoi;

b) Tién hanh nhap dit liéu dé thi vao may chu; niém phong may chu, thiét bi luu trir dit liéu dé thi khi két thuc
trude su chung kién cua dai dién: Hoi dé)ng thi, Ban coi thi, Ban gidm sat thi va dai dién cong an (néu duoc moi
tham gia). Viéc nhép dir li¢u dé thi chi dugc thuc hién trong vong 24 gid trude thoi diém bat dau ca thi dau tién
va dugc 1ap bién ban c6 xac nhan cia cac bén tham gia;

¢) Kiém tra mdy vi tinh trong phong thi trudc, trong va sau qué trinh thi;
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d) Phéi hop vé6i giam thi hang lang, glam thi phong thi kiém tra cac vat dung ctia ngudi du thi mang vao phong
thi, huéng din ngudi du thi ngdi ding vi tri; khong dé ngudi du thi mang vao phong thi tai lidu, vat dung bi
cém;

@) Két thiic mdi ca thi, tién hanh in bai thi ciia nguoi du thi, niém phong ti dung bai thi (c6 chit ky cta hai gidm
thi phong thi) va ban giao cho Trudng ban coi thi. Khi ban giao phai 1ap thanh bién ban va cung ky xac nhan;

e) Két thiic mdi budi thi, niém phong méay chu, cac thiét bi luu trir dir lidu;

g) Két thuc mén thi, sao luu toan bo dit liéu vao thiét bi luu trir, niém phong va ban giao cho Trudng ban coi thi;
sau do x6a toan by dir li¢u luu trir trén may chu. Viéc ban giao phai 1ap thanh bién ban va cung ky xac nhéan.

4. Trach nhi€m cua giam thi hanh lang:
a) Giam sat moi hoat dong bén ngoai phong thi;

b) Phédi hop giam thi phong thi, giam thi kiém k¥ thuat vién may tinh, huéng din ngudi du thi trudc, trong, sau
quaé trinh thi;

¢) Theo ddi ngudi du thi khi ra ngoai phong thi trong thoi gian dang thi (néu co).

5. Gidm thi vi pham quy ché, noi quy, tuy mirc d¢ bi xtr ly theo quy dinh cta phap luat vé can bo, cong churc,
vién chuec.

Piéu 17. Trach nhiém ciia ngudi du thi
1. Nguoi dy thi 6 mit tai phong thi trude thoi gian thi theo quy dinh dé lam tha tuc du thi.

2. Khong duge mang vao phong thi cac loai tai liéu, dién thoai, may anh, phuong tién ky thuat thu, phat truyén
tin, phuong tién sao luu dit liéu, cac thiét bi ghi 4m, ghi hinh, thiét bi chira dung, truyén tai thong tin. Nguoi du
thi mang theo céac loai tai liéu hodc cac thiét bi trén vao phong thi, st dung hay chua str dung déu bj coi 13 vi
pham ndi quy, quy ché va phai bi xtr 1y theo quy dinh.

3. Khi vao phong thi, ngudi du thi xuét trinh Gidy chu:ng minh thu nhan dan hoac The can cude cong dan hodc
mdt trong cac loai gidy to tuy thén hop phéap khac dé giam thi kiém tra; ky x4c nhén vao danh sach dy thi; néu
phat hién sai sot hodc nham 14n vé ho, tén, nim sinh hodc cac thong tin khac lién quan thi phai bio ngay cho
giam thj dé diéu chinh.

4. Trong phong thi, nguoi du thi phai tudn thi cac quy dinh sau day:

a) Tuan thu moi su hudéng din cua giam thi; gitr trat tu trong phong thi; khong dwoc hat thude hodc sir dung chit
kich thich khac trong phong thi;

b) Khi phat hién may vi tinh khong st dung duoc phai kip thoi bao cho giam thi dé xem xét giai quyét. Nghiém
cam cac hanh vi lam héng h¢ thong may vi tinh phuc vu thi;

¢) Nguoi du thi co théc mic can hoi gidm thi phai hoi cong khai; trudng hop 6m dau bat thuong phai bao cao
giam thi dé giai quyét. Chi dugc di lai trong phong thi hodc ra ngoai phong thi khi dugc sy dong y ctia gidm thi;

d) Nghiém c4m moi hanh vi sao chép, truyén tai thong tin c6 lién quan dén dé thi ra ngoai phong thi hodc nhan
thong tin tir ngoai vao.

5. Nguoi dy thi chi duoc roi khoi phong thi khi di ndp bai, dong thoi ky xac nhan vao bang két qua thi. Néu
ngudi dy thi khong ky x4c nhan vao bang két qua thi thi phai nhan diém khong (0). Truong hop giam thi coi thi
phat hién nguoi du thi ky thay cho ngudi du thi khac thi ca nguoi ky thay va ngudi duoc ky thay déu phai nhan
diém khong (0).
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Picu 18. Quyén ciia nguwoi du thi

1. Truong hop nguoi du thi gap su ¢b vé méay tram trong qua trinh thi thi bao ngay cho gidm thi coi thi biét dé
1ap bién ban xac nhan sy cb va duoc 1am lai bai thi trong bubi thi do.

2. C6 quyén t6 giac nhiig nguoi vi pham noi quy, quy ché thi cho giam thi phong thi, Truong ban coi thi hodc
thanh vién Hoi dong thi.

Didu 19. Giai quyét cac kién nghi vé bai thi

1. Khong phuc khao dbi v6i cac bai thi tric nghiém trén may vi tinh.

2. Truong hop ngudi dy thi phat hién cau hoi thi ¢6 sai s6t, phai viét don kién nghi ngay sau khi két thic ca thi
guri Ban coi thi. Trudng ban coi thi ¢6 trach nhi€ém bdo cao Chu tich Hoi dong thi dé xem xét, gidi quyét ngay

trong budi thi d6. Khong giai quyét cac don kién nghi vé bai thi trén may vi tinh ctia nguoi du thi nhan dugc sau
thoi gian néu trén.

Muc 3. TO CHUC THI TRAC NGHIEM TREN GIAY, THI VIET, THI PHONG VAN
Piéu 20. Cong tac chuin bj dé thi

1. Chu tich Hoi dong thi chi dao Ban dé thi t6 chirc viéc xdy dyng dé thi va béo cao Chu tich Hoi dong thi quyét
dinh lya chon d¢ thi.

2. Noi dung dé thi phai pht hop véi yéu cau cua vi tri tuyén dung va cin cr vao tiéu chuan nghiép vu chuyén
mén cua ngach cong chirc, chirc danh nghé nghiép vién chirc du thi. Mdi dé thi phai c6 huéng dan cham thi, dap
an va thang diém chi tiét kém theo. Dé thi phai dugc dong trong phong bi, dugc niém phong va bao quan theo
ché do tai liéu "Mat". Viéc giao, nhin, md dé thi déu phai 1ap bién ban.

3. P6i v6i hinh thire thi viét: Phai c6 it nhat mot dé thi chinh thirc va mot dé thi du phong. Dé thi duoc nhan ban
de phat cho tung thi sinh du thi.

4. D6i voi hinh thirc thi tric nghiém: Phai c6 it nhat 02 dé thi chinh thirc va 02 dé thi du phong véi ma dé thi
khéc nhau. D€ thi dugce nhén ban dé phat cho timg thi sinh du thi. Thi sinh ng6i canh nhau khong dugce str dung
de thi giong nhau.

5. Dbi v6i hinh thuc thi phong van: Phai bao dam c6 sd du so vdi s6 luong thi sinh dugc tri¢u tap du thi theo
tung vi tri tuyén dung dé thi sinh boc tham ngau nhién.

6. Viéc nhan ban dé thi (thi viét, thi tric nghiém) do Chii tich Hoi dong thi quyét dinh, bao dam hoan thanh trudc
gid hop Ban coi thi dé phan cong giam thi phong thi it nhat 30 phit. Dé thi sau khi nhan ban, dong trong tai
dung dé thi, dugc niém phong va bao quan theo ché do tai liéu "Mat". Nguoi tham gia nhan ban dé thi phai duoc
cach ly cho dén khi két thuc budi thi.

7. In sao, van chuyén va ban giao dé thi:
a) To in sao d¢ thi:

Tb in sao dé thi do Chu tich Hoi ddng quyét dinh thanh 1ap, trong d6 T6 trudong T6 in sao dé thi va cac thanh
vién.

T6 in sao d& thi lam viéc tap trung theo nguyén tic cach ly triét dé tir khi md niém phong dé thi dé in sao cho
dén khi hét thoi gian 1am bai thi cia mon thi da dugc in sao do.

Tb truéng T6 in sao dé thi chiu trach nhiém ca nhén truge Chu tich Hoi dong thi va trude phap luat vé cac cong
viéc sau day: Tiép nhan de thi goc, t0 chirc in sao dé thi, bdo quan va ban giao dé thi dugc dung trong tui dé thi,
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duoc niém phong cho Trudng ban coi thi trude sy ching kién cua Uy vién kiém Thu ky Hoi dong thi, thanh vién
Ban giam sat thi va cta dai dién co quan cong an (n€u dugc moi tham gia).

b) In sao d¢ thi:

In sao dé thi }ﬁn lugt cho timg mon thi; in sao xong, ni€ém phong déng goi theo phong thi, thu don sach s€, sau
d6 mai chuyén sang in sao d€ thi ciia mon ti€p theo. Trong qua trinh in sao phai kiém tra chat lugng ban in sao;
cac ban in hong phai dugc thu lai, dong tii, niém phong dé huy sau khi két thuc buoi thi.

Kiém so4t s6 lugng thi sinh ciia timg phong thi, mon thi dé to chirc phan phdi dé thi; ghi tén dia diém thi, phong
thi, mon thi va so lugng dé thi vao tung tai dung de thi trudc khi dong goi dé thi.

DPong goi dung s luong dé thi, dung mon thi ghi ¢ tii dung dé thi, du s6 lwong dé thi cho tung phong thi. Mbi
mon thi phai ¢6 01 thi dung d& thi du phong (d01 v6i dé thi tric nghiém phai c6 dil cac ma dé thi), s6 luong dé
thi dy phong do T trudng T4 in sao d 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 d¢ thi chiu trach nhi¢m quan 1y cac bi d¢ thi, ké ca cac ban in thira, in hong, in
mo, xau, rach, ban da bi loai ra.

¢) Van chuyén, ban giao dé thi:

Khi van chuyen ban giao dé thi tir T6 in sao dé thi cho Trudng ban coi thi, dé thi phai duoc bao quan trong
thung 1am bang kim loai, ¢6 khoa va duoc niém phong, khi ban giao phai lap bién ban co6 su chimg kién cta Uy
vién kiém Thu ky Hoi dong thi, thanh vién Ban giam sat thi va ctia dai dién co quan cong an (néu duge moi
tham gia).

Piéu 21. Gidy 1am bai thi, gidy nhap

1. B4i véi hinh thuc thi viét, gidy 1am bai thi dugc in sn theo mau quy dinh do Hoi dong thi quyét dinh, c6 chi
ky cta cac giam thi tai phong thi.

2. Dbi v6i hinh thirc thi trac nghiém trén gidy, thi sinh lam bai tryc tiép trén Phiéu lam bai thi trdc nghiém do
Hoi1 dong thi quyét dinh.

3. Giay nhap: Str dung théng nhat mot loai gidy nhap do Hoi dong thi phat ra, ¢6 chit ky cua giam thi tai phong
thi.

Diéu 22. Xac nhén tinh trang dé thi va mé dé thi

1. Giam thi phong thi mo1 02 dai dién thi sinh kiém tra niém phong phong bi dung dé thi va ky bién ban xéc
nhan phong bi dung dé thi dugc niém phong theo quy dinh.

2. Trudng hop thi dung d& thi bi mat dau niém phong hodc c¢6 dau hi¢u nghi ngd khéc, giam thi phong thi lap
bién ban (c6 xac nhén cua 02 dai dién thi sinh) tai phong thi; ddng thoi thong bao Trudng ban coi thi dé bao cao
Chu tich Hoi dong thi xem xét, giai quyét.

3. Truong hop sau khi dd m¢ dé thi, néu phat hién dé thi c6 16i (dé thi c6 sai sot, nham d@ thi, thiéu trang, nham
trang) hogc thura, thiéu s6 lugng dé thi thi giam thi 1 ciia phong thi phai thong béo ngay cho Trudng ban coi thi
dé 1ap bién ban; dong thoi Truong ban coi thi phai bao cao ngay 1én Chu tich Hoi dong thi dé xem xét giai quyét.
4. Viéc str dung dé thi du phong do Chu tich Hoi dong thi quyét dinh.

Piéu 23. Céch tinh thoi gian 1am bai thi
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1. Péi v6i hinh thuec thi viét: Thoi gian bat dau 1am bai thi dugc tinh tir thoi diém sau khi giam thi phat xong dé
thi cho timg thi sinh va doc lai hét toan bo noi dung dé thi. Thoi gian dé giam thi phat dé thi 1a 05 phat. Tong
thoi gian 1am bai thi dugc ghi trén d& thi. Giam thi phong thi ghi thoi gian bat dau va thoi gian nop bai 1én bang
trong phong thi.

2. D6i v6i hinh thie thi tric nghiém: Thoi gian bat dau lam bai thi dugc tinh sau 05 phit k& tir khi gidm thi
phong thi phat xong d€ thi cho thi sinh. Thoi gian dé giam thi phat dé thi la 10 phat. Tong thoi gian 1am bai thi
dugc ghi trén de thi. Giam thi phong thi ghi thoi gian bat dau va thoi gian ndp bai 1én bang trong phong thi.

3. Pbi voi hinh thirc thi phong van: Thoi gian chuan bi va tra 101 cau hoi ciia mdi thi sinh tdi da 1a 30 phit.
Piéu 24. Coi thi va thu bai thi
1. Coi thi:

MJi phong thi duge phan cong 02 giam thi, trong d6 c6 mot giam thi dugc Trudng ban coi thi phan cong chiu
trach nhiém chinh trong viéc coi thi tai phong thi (goi la giam thi 1). Khi dugc phan cong nhiém vu coi thi trong
phong thi, giam thi phong thi thuc hién cac budc cong viéce sau:

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

b) Khi ¢6 hiéu Iénh, goi thi sinh vao phong thi; kiém tra Gidy chimg minh nhan dan hodc Thé cin cudc cong dan
hodc gidy to tuy than hop phap khéac cta thi sinh; huéng dan thi sinh ngdi theo dang 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 liéu va vét dung
cam theo quy dinh tai Quy ché nay;

¢) Khi ¢6 hiéu Iénh, gidm thi 1 di nhan dé thi, giam thi 2 nhdc nh thi sinh nhitng diéu can thiét vé ky ludt phong
thi; ghi 16 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 sb bao danh va dién du thong tin thi sinh vao cac myc can thiét
clia gidy thi truge khi lam bai thi. Truong hop thi sinh yéu cau bo sung gidy thi, gidy nhap thi giam thi coi thi
phai ky gidy thi, gidy nhap trudc khi phat cho thi sinh;

d) Khi c6 hiéu 1énh, giam thi 1 gio cao phong bi d¢ thi dé thi sinh thay rd ca mat truéc, mit sau va tinh trang
niém phong cta dé thi, dong thoi yéu cau hai thi sinh chtng kién, k¥ vao bién ban xac nhan trinh trang dé thi;
sau d6 mé bi dung d¢ thi, kiém tra s6 luong dé thi; khi c6 higu 1énh hodc dén gio phat dé thi thi tién hanh phat dé
thi cho thi sinh;

d) Trong gio lam bai, mét giam thi bao quat tir dau phong dén cudi phong, giam thi con lai bao quét tir cudi
phong dén dau phong cho dén hét gid thi; giam thi coi thi khéng duoc ding canh bét ky thi sinh nao hoic giup
d& thi sinh 1am bai thi dudi bat ky hinh thirc nao; chi duoc tra 10i cong khai cac cau hoi ciia thi sinh trong pham
vi quy dinh;

e) Giam thi phong thi c6 trach nhiém bao vé dé thi trong gid thi, khong dé 16 lot d¢é thi ra ngoai phong thi. Sau
khi tinh gio lam bai 15 phut, gidm thi phong thi giao lai cac dé thi thira da dugc ni€ém phong lai cho thanh vién
dugc Trudng ban coi thi phan cong;

g) Trudc khi hét gio 1am bai 15 phut (601 v6i mon thi viét, thi tric nghiém), giam thi phong thi thong bao thoi
g1an con lai cho thi sinh du thi biét dé kiém tra va hoan thién cac thong tin cua thi sinh vao cdc muyc can thiét cua
giay thi trudc khi ndp bai thi.

2. Thu bai thi:
a) B6i v6i mén thi viét:
Chi thu bai thi ciia thi sinh sém nhét sau 2/3 thoi gian 1am bai thi.
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Khi hét gio 1am bai, giam thi yéu cau thi sinh ngung lam bai; giam thi 1 vira goi tén timg thi sinh 1én ndp bai,
vira nhén bai thi cua thi sinh va khi nhén bai, phai dém du tong sb to gidy thi ctia thi sinh da ndp, yéu cau thi
sinh ty ghi ding tong s6 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 ty va ky luat phong thi;

b) Béi v6i mon thi tric nghiém trén gidy:
Chi thu bai thi cta thi sinh khi d hét gid lam bai thi.

Khi hét gio 1am bai, ca hai giam thi phong thi thu toan bd bai thi ctia thi sinh trong phong thi, sau d6 goi lan luot
tung thi sinh 1€n 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 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 thtr ty ting dan ctia s6 bao danh. Céc bién ban xir 1y vi pham
noi quy, quy ché thi (néu c6) phai kém theo bai thi cia thi sinh. Giam thi phong thi ban giao bai thi cho cac
thanh vién duoc Truong ban coi thi phén cong lam nhiém vu thu bai thi sau moi bubi thi. Mdi thi bai thi phai
duogc kiém tra cong khai va ddi chiéu sb bai, tong s to cua timg bai thi kém theo, danh sach thu bai thi va cac
bién ban xir 1y ky luat (néu co);

d) Sau khi kiém tra, ti dung bai thi va danh sach thu bai thi ctia timg phong thi duoc thanh vién do Trudng ban
Ban coi thi phan cong thyc hién nhiém vu thu bai thi ciing hai giam thi coi thi cia phong thi tién hanh niém
phong tai chd va cung ky giap lai gitra nhin niém phong véi tai dung bai thi; ddng thoi ciing ky bién ban giao,
nhén bai thi. Tai dung bai thi dugc dan niém phong vao chinh gilra cdc mép dan. Sau cung, Trudng ban coi thi
ky niém phong vao tai dung bai thi trudc khi ban giao cho Thu ky Hoi dong thi.

Piéu 25. Cham thi viét, thi tric nghiém trén gidy

1. Viéc chidm thi duoc thuc hién théng nhét tai 1 khu vue, c6 da phuong ti¢én phong chay, chira chay.

2. Phong chira bai thi, tﬁ‘, thung hodc cac thiét bi dung bai thi phai dugc khoa va niém phong; chia kh('),a do Uy
vién kiém Thu ky Ho1 dong thi gilt; khi dong, mé phai lp bién ban cung ky xac nhan voi sy chung kién cua
thanh vién Ban gidm sat ky thi va ctia dai dién co quan cong an (néu dugc moi tham gia).

3. Khong dugc mang bai thi cta thi sinh ra khoi dia diém chim thi.

4. Khong dugce mang dién thoai di dong, may ghi &m, may anh, may vi tinh, cac phuong tién ky thuat thu, phat
truyén tin, phuong ti¢n sao luu dir li¢u, thiét bi chira dung thong tin khac hodc cac gidy to riéng, bat x6a, bt chi
va cac loai but khac khong trong quy dinh cua Ban cham thi khi vao hodc ra ngoai khu vuc cham thi. Viéc quy
dinh loai but dung cho cham thi do Trudng ban cham thi quyét dinh va dugc ghi trong bién ban hop Ban cham
thi.

5. Trudce khi chim thi, Truong ban cham thi t6 chirc hop Ban chdm thi dé phan cong nhiém vy; to chtrc chdm thi
tuan thu thuc hi¢n theo huéng dan cham, dép an, thang diém cua de thi.

6. Viéc chim thi thuc hién theo nguyén tdc chAm hai vong ddc 1ap nhu sau:
a) Cham thi lan thi nht (thanh vién chdm 1):

Trudng ban cham thi t6 chirc bdc tham ngiu nhién nguyén tii dung bai thi va giao cho riéng cho ting thanh vién
cham thi.

Trude khi‘ ché'u,n thi, thanh vién chim thi kiém tra timg bai thi, bao dam du sd to, sd phach va gach chéo tat ca
nhiing phan trang con thtra do thi sinh khong viét heét.

Khong chdm diém nhing bai thi lam trén gidy khac véi gidy ding cho ky thi. Trong truong hop phat hién bai thi
khong du so to hoac so6 phach hoac bai thi dugc lam trén gidy nhap hodc bai thi dugc lam trén gidy khéac vai giay
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dung cho ky thi hodc bai thi ¢6 chit viét ctia hai nguoi hodc viét bang hai thir muc khac nhau trd 18n hodc viét
bang muc do, bt chi hodc ¢ viét, vé nhitng ndi dung khong lién quan dén ndi dung thi hodc ndi dung tra 1o
hodc nhing bai thi nhau nat hodc nhitng nghi van c6 danh du bai thi thanh vién Ban chim thi giao lai cac bai thi
nay cho Truong ban cham thi xem xét, xir 1y.

Khi chim 14n thir nht, ngoai nhitng nét gach chéo trén cac phan gidy con thira, thanh vién chim thi khong duoc
ghi bat ctr noi dung hodc ky hiéu khac vao bai ciia thi sinh hodc tai dung bai thi. Diém thanh phan ctia timg ciu,
diém toan bai thi va cac nhan xét (néu c6) duoc ghi chi tiét vao phiéu cham diém cia timg bai thi va kep cung
v6i bai thi; trén phiéu chdm diém ghi 16 ho tén va chit ky cta thanh vién cham thi.

b) Cham thi 1an thi hai (thanh vién chim 2):

Sau khi céc thanh vién cham thi dugc phan cong lam nhiém vu cham thi 14n tht nhat da chdm thi xong, Truong
ban cham thi rat cac phiéu chim thi ra khoi tai bai thi réi t6 chirc bdc thim ngiu nhién tai dung bai thi va giao
riéng cho ting thanh vién chim thi 1an thir 2, dam bao khong giao trd lai tai bai thi da cham cho chinh thanh
vién di cham thi 1an tht nhat.

Thanh vién cham 2 khong duoc ghi bat cir ndi dung hodc ky hiéu khac vao bai ctia thi sinh hodc ti dung bai thi.

Thanh vién cham 2 cham tryc tiép vao bai ctia thi sinh. Diém chim timg ¥ nho phai ghi tai 18 bai thi ngay canh y
duoc cham; sau do, ghi diém thanh phén, diém toan bai vao dong di€ém cham bai thi theo quy dinh, ghi 15 ho tén
va ky vao 0 quy dinh & tat ca céac to giay thi.

Cham xong tiii ndo, thanh vién cham 2 giao lai ti bai thi cho Trudng ban chim thi.
7. Xur 1y két qua cham thi sau khi hai thanh vién chdm:

a) })iém chung toan bai cua hai thanh vién cham thi léch nhau tir 5 diém tr& xudng (trir truong hop cong nham
diém) thi lay diém trung binh cong cua hai thanh vién cham thi lam diém chinh thic cua bai thi roi ghi diém vao
6 quy dinh. Céc thanh vién tham gia cham thi bai thi d6 cuing ky, ghi rd ho tén vao tat ca cac to giay thi;

b) Diém chung toan bai cta hai thanh vién chim thi 1éch nhau tir trén 5 diém dén du6i 10 diém (trir trudng hop
cong nham diém) thi Truong ban cham thi trao d6i lai v6i hai thanh vién cham thi. Trudng hop khong thong nhét
duogc thi Trudng ban chdm thi quyét dinh diém chinh thirc cua bai thi. Cac thanh vién tham gia cham thi bai thi
d6 cung ky, ghi rd ho tén vao tat ca cac to gidy thi;

¢) Diém chung toan bai ctia hai thanh vién chdm thi 1éch nhau tir 10 diém tro 1én thi Truéng ban chim thi giao
bai thi cho thanh vién thir ba cham.

8. Xtr Iy két qua sau khi thanh vién thtr ba chdm:

a) Néu két qua cham cua hai trong ba thanh vién cham thi gidng nhau thi 1y diém giéng nhau d6 lam diém
chinh thurc cta bai thi roi ghi diém vao 6 quy dinh. Cac thanh vién tham gia cham thi bai thi d6 cung ky, ghi rd
ho tén vao tat ca céac to giay thi;

b) Néu két qua cua ba thanh vién chdm 1éch nhau 16n nhit dén dudi 10 diém thi 14y diém trung binh cong cua ba
thanh vién cham lam diém chinh thire. Céc thanh vién tham gia cham thi bai thi d6 cung ky, ghi 16 ho tén vao tat
ca cac to giady thi;

¢) Néu két qua ctia ba thanh vién chdm 1¢ch nhau 16n nhat tir 10 diém trd 1én thi Truong ban chim thi t0 chirc
cham tép thé va quyét dinh diém chinh thirc. Cac thanh vién tham gia cham thi bai thi do cung ky, ghi r6 ho tén
vao tat ca cac to giay thi.

9. Sau khi chdm xong toan bd bai thi ctia timg moén thi, Trudng ban chdm thi tong hop diém thi vao ban tong hop
chung c6 chir ky cua cac thanh vién cham thi va Truong ban cham thi, kem theo tung Phiéu cham di€m bai thi
cua tung thanh vién cham thi, dung vao phong bi kin, niém phong va ban giao cho Uy vién kiém Thu ky Hoi
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déng thi dé thuc hién cac cong viéc tiép theo. Viéc giao, nhan dugc 1ap bién ban c6 su chung kién cta thanh vién
Ban giam sat thi va dai dién co quan cong an (néu dugc moi tham gia).

Diéu 26. Chim phiic khio thi viét, thi tric nghiém trén gidy

1. Thoi han nhan don phuc khao va chim phuc khao trong ky thi tuyén cong chirc, vién chirc va thi nang ngach
cong chuc thuc hién theo quy dinh tai Nghi dinh s6 161/2018/ND-CP .

2. Thoi han nhan don phuc khao va chém phuc khao trong ky thi thang hang chirc danh nghé nghiép vién chure
dugc &p dung thyc hién theo quy dinh vé thoi han nhén don phuc khao va cham phuc khao doi véi ky thi nang
ngach cong chure tai Khoan 1 Diéu nay.

3. Khong phiic khao ddi v6i don de nghi phiic khao nhén dugce sau thoi han quy dinh (tinh tu ngay guri don theo
dau buu dién trén phong bi don néu don dugc gui theo duong buu dién); khong phuc khao ddi véi cac don dé
nghi phuc khao guri bang Thu dién tir, Fax, Telex.

4. Chu tich Ho1 df)ng thi quyét dinh thanh lap Ban phuc khao, khong bao g6m nhiing thanh vién di tham gia vao
Ban chim thi. Két qua cham phuc khao duge tong hop vao két qua thi, Chu tich Hoi ddng thi bao cdo ngudi
dung dau co quan c6 thim quyén tuyén dung cong chirc, vién chirc, thi nang ngach cong chtre, thi thang hang
chirc danh nghé nghiép vién chirc xem xét, cong nhan két qua thi. Két qua phiic khao dugc thong bao cho nguoi
c¢6 don dé nghi phic khao.

5. Tiéu chuén thanh vién Ban chim phuc khao thuc hién nhu tiéu chuin ctia thanh vién Ban chim thi.

6. Nhiém vu cua Ban chim phuc khao:

a) Kiém tra c4c sai s6t nhu cong sai diém, ghi nhdm diém bai thi;

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

7. Trinh tu phuc khao bai thi

a) Viéc phiic khao tién hanh theo tirmg mon thi dudi su didu hanh truc tiép ctua Truéng ban chdm phiic khao.

b) Trudc khi ban giao bai thi cho Trudng ban chdm phuc khao, Uy vién kiém Thu ky Hoi dong thi tién hanh cac
viéc sau day:

Tra ctru dé tir s6 bao danh tim ra s phach bai thi. Rat bai thi, d6i chiéu véi Phiéu thu bai thi dé kiém tra, d6i
chiéu so to gidy thi;

Tién hanh che diém cham thi va cac thanh vién cham thi truée d6, bao dam thanh vién cham phic khao khong
nhan biét dugc diém cham thi va nguoi cham thi trude do;

Tap hop cac bai thi ciia mot mén thi vao mot tii hodc nhiéu tai, ghi rd sd bai thi va tong sd to gidy thi c6 trong
tui dung bai thi; niém phong va ban giao cho Ban phtic khdo. Khi ban giao phai 1ap thanh bién ban co6 su ching
kién cta thanh vién Ban giam sat va dai di¢n co quan cong an (néu dugc moi tham gia);

Trong khi tién hanh cac cong viéc lién quan dén phuc khao bai thi phai c6 it nhét tir hai thanh vién Hoi dong thi
trd 1én tham gia va c¢6 sy gidm sat cua thanh vién Ban giam sat va dai dién co quan cong an (néu dugc moi tham
gia).

Tuyét (jéi giit bi mat vé quan hé giira s6 bao danh va thong tin ca nhan cua thi sinh véi s6 phach va khong dugc
ghép dau phach.

¢) Viéc cham phuc khao thi viét, thi tric nghiém trén glay duoc thyue hién nhu viée chdm thi viét, thi tric nghiém
trén gidy quy dinh tai Diéu 25 Quy ché nay va phai chdm bang muyc c6 mau khac véi mau myc duge chdm trude

29/56


https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/nghi-dinh-161-2018-nd-cp-tuyen-dung-su-dung-quan-ly-cong-vien-chuc-thuc-hien-che-do-hop-dong-336803.aspx

4/15/2020

do trén bai thi cua thi sinh.
8. Xir Iy két qua chim phic khao:

a) Néu két qua cham cua hai thanh vién cham phuc khao gidng nhau thi lay két qua d6 lam diém phuc khao, ghi
diém vao 6 quy dinh. Cac thanh vién tham gia chdm phuc khao bai thi d6 cung ky, ghi rd ho tén vao ting to gidy
thi;

b) Néu két qua cham ciia hai thanh vién cham phtc khao c6 su chénh 1éch thi Truéng ban phiic khao giao bai thi
cho thanh vién chdm phuc khao thir ba chim tryc tiép trén bai lam cua thi sinh. Néu két qua chim cia hai trong
ba thanh vién cham phitic khao gidng nhau thi 1ay diém giéng nhau lam diém phuc khao. Trudng hop diém cham
phuc khao cta ba thanh vién chdm phuc khao 1éch nhau thi 1y diém trung binh cong ctia ba thanh vién chdm
phiic khao lam diém chinh thirc. Céc thanh vién cing tham gia chim phuic khao bai thi 6 ky, ghi rd ho tén vao
tit ca cac to gidy thi;

¢) Bai thi ¢6 diém phuc khao chénh 1éch so véi diém cham dot dau (da cong bd) tir 2,5 diém trd 1én thi dugc dicu
chinh diém. Trong trudng hop diém phiic khao chénh léch so véi diém chdm dot dau (d3 cong bd) tir 5 diém tre
1én thi Trudng ban cham phuc khao phai bao cdo Chu tich Hoi dong thi dé quyét dinh t6 chirc d6i thoai truc tiép
giita cac thanh vién chdm thi dot dAu va cac thanh vién chidm phiic khao (co ghi bién ban); sau khi di thoai,
Trudng ban phiic khao bao cdo Chu tich Hoi dong thi quyét dinh diém phuc khao bai thi va quyét dinh viéc diéu
chinh diém. Néu théy ¢6 biéu hién tiéu cuc thi Trudng ban phic khao c6 trach nhi€ém bao cao Chu tich Hoi déng
thi xtr 1y theo quy dinh;

d) DPiém phuc khao 14 diém thi chinh thirc cta thi sinh dy thi.

9. Téng hop diém cham phuc khao kém theo Phiéu chim diém phuc khao cua timg thanh vién cham phuc khao
dbi voi bai thi, bién ban dbi thoai (néu c6) va bai thi chdm phuc khao duge Trudng ban cham phuc khao niém
phong, ban giao cho Uy vién kiém Thu ky Hoi dong thi dé tong hop chung vao két qua diém thi theo quy dinh.
Khi ban giao phai 1ap bién ban c6 sy chimng kién ctia thanh vién Ban giam sat thi va dai dién co quan cong an
(néu duoc moi tham gia).

Piéu 27. Cham phéng vén

1. Khi cham diém phong van, cac thanh vién cham ddc 1ap trén phiéu cham diém doi véi tung thi sinh. Diém
phong van la diém trung binh cdng cia céc thanh vién tham gia cham phong van.

a) Truong hop cac thanh vién chdm phong van chdm diém chénh 1éch nhau tir 5 diém tr¢ 1én dén dudi 10 diém
thi Trudng ban ki€ém tra sat hach trao déi lai voi cac thanh vién tham gia cham phong van, sau dé quyét dinh

diém phdng van;

b) Trudng hop céc thanh vién cham phong van cham diém chénh 1éch nhau tir 10 diém tré 1én thi Trudng ban
klem tra sat hach bao cao dé Chu tich Hoi ddng thi to chirc ddi thoai giita cac thanh vién tham gia chdm phong
vén, sau d6 quyét dinh diém phong vén.

2. Két qua chdm phong van phai duoc tong hop vao bang tong hop chung két qua diém phong van va c6 chir ky
ctia cac thanh vién chim phong van va ctia Truong ban kiém tra sat hach; sau d6 Truong ban kiém tra sat hach
niém phong, ban giao cho Uy vién kiém Thu ky Hoi dong ngay khi két thiic budi phong van.

Piéu 28. Ghép phach va tong hop két qua thi

1. Sau khi t6 chirc chdm thi va chdm phiic khao (néu c6) xong méi duoc t6 chirc ghép phach.

2. Uy vién kiém Thu ky Hoi dong chiu trach nhiém ghép phéch, tong hop két qua thi sau khi ghép phach va bao
cao Chu tich Hoi dong thi.
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3. Sau khi hop Hoi dong thi vé két qua chdm thi, Chu tich Hoi dong thi béo cao nguoi dimg dau co quan, don vi
c6 tham quyen tuyen dung cong chirc, vién chirc, thi nang ngach cdong chure, thi thang hang chire danh nghé
nghiép vién chirc vé két qua thi dé xem xét, cong nhan két qua theo quy dinh cua phéap lut.

Chuong 111
CAC CONG TAC KHAC CUA KY THI
Didu 29. Giam sit ky thi

1. Nguoi dimg dau co quan c6 thim quyén tuyén dung cong chirc, vién chirc, thi néng ngach cong chir, thi
thang hang chirc danh nghé nghi¢p vién chirc phai thanh 1ap Ban giam sat ky thi gom: Truéng ban va cac thanh
vién.

2. Khong ctr nhitng nguoi tham gia Hoi dong thi, cac Ban gitip viée ctia Hoi dong thi lam thanh vién Ban gidam
sat.

3. Khong cu lam thanh Vién Ban giam sat ddi véi nhirng nguoi ¢6 quan h¢ 1a cha, me, anh, chi, em rudt cua bén
vo hodc chong; vo hodc chong; con dé hoac con nudi cua nguoi du thi hoac nhiing nguoi dang trong thoi gian bi
xem xét xur 1y ky luat hodc dang thi hanh quyét dinh ky luat;

4. Noi dung giam sat gdm: Viéc thuc hién cac quy dinh vé t6 chirc ky thi; vé thuc hién quy ché va ndi quy cua ky
thi; v€ thyuc hién chuc trach, nhiém vu cua cac thanh vién Hoi dong thi va cua cac thanh vién tham gia cac Ban
gitp viéc cua Ho1 dong.

5. Dia diém giam sat: Tai noi lam viéc cia Hoi dong thi va cac Ban gitip viéc cua H)i dong.

6. Thanh vién Ban giam sat duoc quyén vao phong thi trong thoi gian thi, noi cham thi trong thdi gian chdm thi,
cham phuc khao; c6 quyén nhac nhd thi sinh, giam thi phong thi, giam thi hanh lang, cac thanh vién khac Hoi
dong va thanh vién cac Ban gitp viéc ctia Hoi dong trong viéc thuc hién quy ché va noi quy thi; duoc quyén yéu
cau giam thi phong thi 1ap bién ban ddi vai thi sinh trong phong thi vi pham quy ché, ndi quy thi (néu c6).

7. Khi phat hién vi pham ndi quy, quy ché thi cia thanh vién Hoi dong thi, thanh vién cua céc Ban giup viéc cua
Hoi dong thi thi thanh vién Ban giam sat dugc quyén lap bién ban vé vi pham d6 va dé nghi ngudi ding dau co

quan, don vi c6 tham quyen t6 chtrc tuyén dung cong chire, vién chirc, thi nang ‘ngach cong chir, thi thang hang
chirc danh nghé nghiép vién chirc xem xét, xir 1y theo quy dinh ctia phép luat vé can bd, cong chirc, vién chirc.

8. Truong hop thanh vién Ban gidm sat khong thuc hién dliing chirc trach, nhiém vu dugc giao s& bi xem xét xu
1y trach nhi¢m theo quy dinh cua phap luét vé can by, cong chirc, vién chirc.

Piéu 30. Giai quyét khiéu nai, to cao

1. Trong qua trinh t6 chirc ky thi, truong hop co don thu kién nghi, khiéu nai, t6 céo thi Hoi ddng thi phai xem
x¢ét gidi quyet theo quy dinh cta phap ludt vé khicu nai, to cao.

2. Trwong hop ¢6 don thu kién nghi, khiéu nai, t0 céo vé cc ndi dung lién quan dén ky thi sau khi Hoi dong thi
da giai thé thi co quan c6 tham quyén t6 chure thi xem xét, giai quyét theo quy dinh ctia phap luat vé khicu nai, to
cao.

Piéu 31. Luwu trir tai liéu

1. Tai ligu vé ky thi bao gom Céc van ban vé t6 chirc ky thi cia ngudi dimg dau co quan, don vi ¢6 thAm quyén
tuyén dung cong chirc, vién chtre, thi ning ngach cdng chire, thang hang chac danh nghé nghiép vién chtc; vin
ban ctia Hoi dong thi, bién ban cac cudc hop Hoi dong thi, danh sach tong hop nguoi du thi, bién ban ban giao
dé thi, bién ban xac dinh tinh trang niém phong de thi, bién ban 1ap vé cac vi pham quy ché, noi quy thi, bién ban
ban giao bai thi, dé thi gdc, bién ban cham thi, bang tong hop két qua thi, quyét dinh cong nhan két qua thi, bién
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ban phiic khao, giai quyét khiéu nai, t6 cdo va cac loai bién ban khac lién quan dén ky thi déu phai luu trir thanh
bo tai li¢u.

2. Cham nhat 1a 30 ngay ké tir ngay két thuc ky thi, Uy vién kiém Thu ky Hoi dong chiu trach nhiém ban giao
toan bo tai liéu vé ky thi quy dinh tai khoan 1 Piéu nay; cung voi tii dung bai thi va tii dung dau phach con
nguyén ni€ém phong cho co quan, don vi ¢6 thAm quyén tuyen dung cdng chirc, vién chuce, thi ndng ngach cong
chirc, thing hang chtrc danh nghé nghiép vién chirc dé to chire luu trit va quan 1y theo quy dinh ciia phap luat vé
luu trix./.

QUY CHE

TO CHUC XET TUYEN CONG CHUC, VIEN CHUC, XET THANG HANG CHUC DANH NGHE NGHIEP
’ VIEN CHUC
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Noi vu)

Chuong I
XET TUYEN CONG CHUC, VIEN CHU'C
Diéu 1. Hpi dong xét tuyén cong chirc, vién chirc

1. Hoi dong xét tuyen cong chirc, vién chuc (sau day g01 chung la Ho1 ddng xét tuyén) do nguoi dimg dau co
quan, don vi c6 tham quyén tuyén dung cong chire, vién chue quyét dinh thanh 1ap. Hoi dong xét tuyén hoat
dong theo timg ky xét tuyén va tu giai thé sau khi hoan thanh nhiém vu.

2. Hoi déng xét tuyén cong chirc thyc hién nhiém vy, quyén han quy dinh tai khoan 2 Piéu 7 Nghi dinh )
24/2010/ND-CP ngay 15 thang 3 nam 2010 cua Chinh phu quy dinh vé tuyén dung, str dung va quan ly cong
chure (sau day viét tat 1a Nghi dinh s6 24/2010/ND-CP) duoc stra ddi, bd sung tai khoan 3 Dleu 1 Nghi dinh s6
161/2018/ND-CP ngay 29/11/2018 cta Chinh phu sira d6i, bd sung mot sé quy dinh vé tuyen dung cong chtc,
vién chirc, ning ngach cong chirc, thang hang vién chirc va thuc hién ché do hop dong mot sb loai cong viéc
trong co quan hanh chinh nha nudc, don vi sy nghiép cong 1ap (sau day viét tat 1a Nghi dinh s6 161/2018/ND-
CP).

3. Hoi déng x&t tuyén vién chirc thuc hién nhiém vu, quyén han theo quy dinh tai khoan 3 Diéu 6 Nghi dinh )
29/2012/ND-CP ngay 12 thang 4 nim 2012 cta Chinh phu vé tuyén dung, sir dung va quan Iy vién chirc (sau
day viét tat 1a Nghi dinh s6 29/2012/ND-CP) duoc stra d6i, b sung tai khoan 2 Piéu 2 Nghi dinh sb
161/2018/ND-CP.

4. Hoi dong xét tuyén duge st dung con déu, tai khoan cua co quan, don vi ¢6 thdm quyen tuyen dung cong
chue, vién chae hodc cua co quan tham muu tryc tiép trong céac hoat dong cua Hoi dong xét tuyén do nguoi
dung dau co quan, don vi ¢6 thim quyén thanh 1ap Hoi dong xét tuyén quyét dinh.

Piéu 2. Nhiém vu, quyén han ciia cac thanh vién Hi dong xét tuyén

1. Chu tich Hoi ddng xét tuyén:

a) Chiu trach nhiém t6 chure thuc hién cac nhiém vu ctia Hoi déng xét tuyén theo quy dinh, chi dao viéc xét
tuyén ding quy ché, ndi quy ky xét tuyén cong churce, vién chirc;

b) Phan cong nhiém vu cu thé cho timg thanh vién cua Hoi dong xét tuyén;

C) Quyét dinh thanh 13p Ban kiém tra phiéu du tuyén, Ban kiém tra sat hach;
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d) T6 chirc vi€e xay dung dé phong vén, thuc hanh theo dung quy dinh, bao dam bi mat dé phong vén, thuc hanh
theo ché d9 tai li¢u "Mat";

@) T6 chirc viéc phong van, thyuc hanh va tong hop két qua theo quy dinh;

e) Bao cao nguoi dung dau co quan c6 thim quyén tuyén dung cong chtrc, vién chirc xem xét, quyét dinh cong
nhan két qua xét tuyén;

g) Giai quyét khiéu nai, t6 cdo trong qua trinh t6 chire ky xét tuyén.
2. Phé Chu tich Hoi ddng xét tuyén:

Gitp Chu tich Hoi dong xét tuyén diéu hanh hogt dong cua Hoi dong va thyc hign mot s6 nhiém vy cu thé cua
Hoi dong theo su phan cong ctia Chu tich Hoi dong.

3. Cac thanh Vién cua Hoi déng x&t tuyén do Chu tich Hoi déng phéan céng nhiém vu cu thé dé bao dam cac hoat
dong cua Hoi dong dung quy dinh.

4. Uy vién kiém Thu ky Hoi dong gitip Chu tich Hoi dong:

a) Chuén bi cac vin ban, tai liéu can thiét cua Hoi déng va ghi bién ban cac cudc hop cua Ho1 déng;

b) T chire, chuén bi tai liéu hudng dan 6n tap cho thi sinh (néu c0);

¢) T6 chirc viée thu phi du xét tuyén, quan 1y thu, chi va thanh quyét toan phi dy xét tuyén theo quy dinh;
d) Tong hop, bao cao két qua xét tuyén voi Hoi dong xét tuyén.

Piéu 3. Ban kiém tra phiéu ding ky du tuyén

1. Ban kiém tra phiéu dang ky du tuyén do Chu tich Hoi ddng xét tuyén thanh 1ap gdm: Truong ban va cac thanh
vién, trong d6 c6 mot thanh vién kiém Thu ky.

2. Nhiém vu, quyén han va trach nhiém ctia Ban kiém tra phiéu dang ky dy tuyén:

a) Trudng ban kiém tra phjéu dang ky du tuyén chiu trach nhiém truc tiép truée Chu tich Hoi dong xét tuyén va
phan cong nhiém vu cuy thé cho cac thanh vién;

b) Cac thanh vién Ban kiém tra phiéu dang ky du tuyén thuc hién nhiém vu kiém tra diéu kién, tiéu chuin cta
nguoi du tuyén theo yéu cau cua vi tri vi¢e lam da dang ky tai Phiéu dang ky du tuyén;

c¢) Thanh vién kiém Thu ky thuc hi¢n nhi¢m vu ghi bién ban cac cudc hop, téng hop danh sach thi sinh dugc thi
vong 2 va cac nhiém vu khéac theo phan cong cua Truong ban.

3. Tiéu chuan thanh vién Ban kiém tra phiéu dang ky du tuyén:

a) Nguoi duoc cir 1am thanh vién Ban kiém tra phiéu dang ky du tuyén 1a cong chire, vién chire ¢6 trinh do
chuyén mon, kinh nghiém céng tac trong nganh, linh virc pht hop v6i yéu cau caa vi tri du tuyén;

b) Khong ctr 1am thanh vién Ban kiém tra phiéu dang ky du tuyén ddi voi nhu’ng nguoi co quan hé la cha, me,
anh, chi, em rudt ctia bén vo hodc chdng; vo hodc chdng; con dé hoidc con nudi cua nguoi dy xét tuyén hodc
nhirng ngudi dang trong thoi gian bj xem xét xir 1y ky luat hodc dang thi hanh quyét dinh ky luat.

Piéu 4. Ban kiém tra sat hach
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1. Ban kiém tra sat hach do Chu tich Hoi dong xét tuyén thanh 1ap gém: Trudng ban va cac thanh vién, trong d6
c6 mot thanh vién kiém Thu ky.

2. Nhiém vy, quyén han ctua Trudng ban kiém tra sat hach:

a) Gitp Chu tich Hoi dong xét tuyén xay dung dé phong vén, thyc hanh bao dam co s6 du so véi s luong thi
sinh duoc triéu tap du thi theo tirng vi tri tuyén dung dé thi sinh bdc tham ngiu nhién. No6i dung dé phong vén,
thue hanh bao dam chinh xac, khoa hoc, 161 van, cau chir r6 rang, danh gia toan dién nang luc, kha nang cua
ngudi du tuyén; phai phu hop véi yéu cdu cia ngach cong chire hodc chirc danh nghé nghiép vién churc twong
g véi vi tri du tuyén. Dé phong van, thyc hanh phai co dap an, thang diém kém theo (chi tiét dén 5 diém),
duoc dong trong tii dung dé thi, dugc niém phong va bao quan theo ché do tai liéu "Mat".

b) T6 chirc bd tri thanh vién Ban kiém tra sat hach phong van, thuc hanh trén nguyén tic mdi thi sinh phai co it
nhat 02 thanh vién tr¢ 1én cham diém phong van, thyc hanh;

¢) Tong hop két qua phong van, thuc hanh va ban giao bién ban, phiéu diém chidm phong van, thuc hanh cho Uy
vién kiém Thu ky Hoi dong xét tuyén;

d) Bao mat két qua diém phong van hoic thyuc hanh.

3. Nhiém vu, quyén han cuta thanh vién Ban kiém tra sat hach:

a) Tham gia x4y dung dé phong van, thuc hanh theo phan cong ctia Trudng ban kiém tra sat hach;

b) Thuc hién vi¢c chidm diém phong vén, thuc hanh theo dap an va thang diém cua dé phong van, thuc hanh;

¢) Bao cao cac dau hiéu vi pham trong qua trinh t6 chirc phong vén, thuc hanh véi Truong ban kiém tra sat hach
va kién nghi hinh thae xu ly.

4. Tiéu chuan thanh vién Ban kiém tra st hach:

a) Nguoi duoc cir 1am thanh vién Ban kiém tra sat hach la cong chuce, vién chire ¢o trinh d§ chuyén moén, kinh
nghiém cong tac trong nganh, linh vyc phil hgp vdi yéu cau ctia vi tri can tuyén;

b) Khong ctir lam thanh vién Ban kiém tra sat hach ddi véi nhiing nguoi c6 quan hé 1a cha, me, anh, chi, em rut
cua bén vo hodc chong; vo hoac chong; con dé hodc con nudi cua nguoi du xét tuyén hoac nhiing ngudi dang
trong thoi gian bi xem xét xu ly ky luat hodc dang thi hanh quyét dinh ky luat.

Diéu 5. To chirc xét tuyén cong chirc, vién chire
1. Chuan bi t6 chure xét tuyén:

a) Cham nhat 1 05 ngay lam viéc sau ngay két thuc kiém tra diéu kién, tiéu chuan cua nguoi du tuyén tai vong
1, phai gui thong bao tri¢u tép thi sinh du phong vén, thyc hanh, thong béo cu thé thoi gian, dia dlem t6 chtrc 6n
tap (néu co) va dia diém t6 chirc phong van, thuc hanh cho cac thi sinh c6 dii diéu kién du xét tuyén;

b) Trudc ngay t6 chirc phong van, thue hanh 01 ngay, Hoi dong xét tuyén niém yét danh sach thi sinh theo 5O
bao danh va theo phong dé phong van, thuc hanh; so dd vi tri cac phong dé phong vén, thyc hanh; ndi quy, quy
ché xét tuyén tai dia diém to6 chirc phong van, thuc hanh;

¢) Trude ngay t6 chirc xét tuyén it nhat 01 ngay, Uy vién kiém Thu ky Hoi dong xét tuyén phai hoan thanh cac
cong tac chuan bi cho ky xét tuyén gom:

Chuan bi cac mau biéu lién quan dén to chirc xét tuyén Danh sach thi sinh dé goi vao phong van, thue hanh;
danh sach dé thi sinh ky x4c nhan sau khi phong van, thue hanh; mau bién ban giao, nhan de phong van, thue
hanh; méau bién ban mé dé phong van, thyc hanh; mau bién ban ban giao két qua phong van, thyc hanh; mau
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bién ban xu 1y vi pham quy ché, ndi quy ky xét tuyén; mau bién ban tam gitr cac gidy td, vat dung cua thi sinh vi
pham quy ché, ndi quy ky xét tuyén va mau bién ban khéc c6 lién quan.

Chuan bj thé cho cac thanh vién Hoi déng xét tuyén; Ban kiém tra sat hach; bd phén phuc vu ky xét tuyén. Thé
cua Chu tich, Phé Chu tich, Uy vién Hoi dong xét tuyén, Trudng ban kiém tra sat hach in day du ho tén va chiic
danh. Thé cua cac thanh vién khac chi in chirc danh.

2. Té chirc phdng vén, thuc hanh:
a) Thoi gian chuan bi va tra 151 cau hoi phong van ctia mdi thi sinh khong qué 30 phit;

b) Thoi gian thye hanh do Chu tich Hoi dong xét tuyén quyét dinh phi hop véi tinh chit hoat dong nghé nghiép,
yéu ciu cua vi tri viéc 1am can tuyén;

c) Khi cham diém phong van, thyc hanh, cac thanh vién chim doc 1ap trén phiéu chim diém ddi voi tung thi
sinh. Diém phong van, thyc hanh 1a diém trung binh cdng cua cac thanh vién tham gia chim phong van, thuc
hanh. Trudng hop cac thanh vién chim phong van, thuc hanh cham diém chénh 1éch nhau tir 5 diém tro 1én dén
duéi 10 diém thi Trudng ban kiém tra sat hach trao di lai voi cac thanh vién tham gia chiAm phoéng vén, thuc
hanh, sau d6 quyét dinh diém phong vén, thuc hanh. Truong hop cac thanh vién cham phong van, thuc hanh
chim diém chénh 1éch nhau tir 10 diém trd 1én thi Trudng ban kiém tra sat hach bao cdo dé Chu tich Hoi dong to
chirc dbi thoai gitta cac thanh vién tham gia cham phong vén, thuc hanh, sau d6 quyét dinh diém phong van,
thuc hanh.

3. Téng hop, ban giao két qua phong van, thyc hanh:

a) Két qua cham phong van, thue hanh phai dugc tong hop vao bang két qua chung c6 chit ky cia cac thanh vién
cham phong van, thyc hanh va ctia Truong ban kiém tra sat hach;

b) Sau khi t6 chirc phong \{él’l, thuc hanh, Truong ban kiém tra sat hach ban giao két qua phong vén, thuc hanh
cta céc thi sinh du xét tuyén cho Uy vién kiém Thu ky Hoi dong xét tuyén;

¢) Uy vién kiém Thu ky Hoi dong xet tuyén c6 trach nhiém tong hop chung két qua xét tuyén cua cac thi sinh va
bao cdo Chii tich Hoi dong xét tuyén;

d) Chu tich Hoi dong xét tuyén béo cao nguoi dung dau co quan, don vi c6 thAim quyén tuyén dung cong chic,
vién chtic cong nhan két qua xét tuyén.

4. Viéc ban giao két qua phong van, thyc hanh phai 1ap thanh bién ban c6 sy chimg kién cua thanh vién Ban
giam sat va cua dai di¢n co quan cong an (néu dugc moi tham gia).

Piéu 6. Giam sat ky xét tuyén

1. Nguoi ding dau co quan c6 tham quyén tuyén dung cong chirc, vién chirc phai thanh 1ap Ban giam sat ky xét
tuyén (sau day goi chung 1a Ban giam sat) gom: Trudng ban va céc thanh vién.

2. Khong ctr nhitng nguoi tham gia Hoi dong xét tuyén va cac Ban giup viéc cuia Hoi dong xét tuyén 1am thanh
vién Ban giam sat.

3. Khong ctr 1am thanh vién Ban gidm sat ddi voi nhitng ngudi c6 quan h¢ 1a cha, me, anh, chi, em rudt ciia bén
vo hodc chong; vo hodc chong; con dé hodc con nudi cua ngudi du xét tuyén hoac nhitng ngudi dang trong thoi
gian b1 xem xét xur 1y ky ludt hodc dang thi hanh quyét dinh ky luat.

4. Noi dung giam sat gdm: Viéc thuc hién cac quy dinh vé t6 chic ky xét tuyen vé thuc hién quy ché va noi quy

ctia ky xét tuyén; vé thuc hién chtrc trach, nhiém vu ciia cac thanh vién Hoi dong xét tuyén va cac thanh vién
tham gia cac Ban giup viéc cia Hoi dong.
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5. bia diém giam sat: Noi lam viéc cia Hoi1 dong xét tuyén va cac Ban giup viéc cua Hoi dong xét tuyén.

6. Thanh vién Ban giam sat dugc quyén vao phong phong van, thyc hanh trong thoi gian phong vén, thyc hanh;
¢6 quyén nhéc nhd thi sinh va cac thanh vién cua Hoi dong, thanh vién cac Ban giup viéc cua Hoi dong trong
viéc thuc hién quy ché, noi quy ky xét tuyen duoc quyén yéu cau giam thi phong thi 1ap bién ban ddi véi thi
sinh vi pham quy ché, noi quy ky xét tuyén (néu c6).

7. Khi phat hién vi pham néi quy, quy ché xét tuyén cua thanh vién Hoi df)ng, thanh vién cta cac Ban gitp viéc
ctia Hoi dong thi thanh vién Ban giam sat dugc quyén 1ap bién ban vé vi pham d6 va dé nghi Chu tich Hoi dong
dinh chi 1am nhiém vuy; dong thoi bao cédo nguoi ding dau co quan, don vi ¢6 tham quyen t6 chtrc tuyén dung
cong chuc, vién chure xem xét, xur 1y theo quy dinh cua phép luat vé can bg, cong chire, vién chirc.

8. Khi phat hién thanh vién Ban giam sat khong thuc hién dung chire trach, nhiém vu dugc giao hodc can thiép
vao cong viéc cua cac thanh vién Hoi déng hoidc cta cac thanh vién Ban gitp viéc ciia Hoi dong vdi dong co,
muc dich c4 nhén thi cac thanh vién Hoi dong hodc thanh vién Ban gitp viéc cua Hoi dong co quyen de nghi
Trudng ban giam sat dinh chi viéc thuc hién nhiém vu va bao cdo nguoi dimg dau co quan, don vi c6 tham
quyeén quan ly xem xét, xur 1y trach nhiém theo quy dinh cua phép luat vé can bg, cong chirc, vién chirc.

Diéu 7. Giai quyet khiéu nai, to ciao

1. Trong qua trinh t6 chire ky xet tuyén, truong hop c6 don thu kién nghl khiéu nai, t6 céo thi Hoi dong xét
tuyén phai xem xét giai quyét theo quy dinh ctia phap luat vé khiéu nai, té cdo.

2. Trudong hop c6 don thu klen nghi, khiéu nai, td cdo vé ky xét tuyén sau khi Hoi dong xét tuyén da giai thé thi
co quan, don vi co thim quyén tuyén dung cong chirc, vién chirc xem xét, giai quyét theo quy dinh cua phap luat
vé khiéu nai, td céo.

Piéu 8. Luwru trir tai liéu

1. Tai liéu ve ky xét tuyén bao gom Céc vian ban vé to chure ky xét tuyén do nguoi dimg dau co quan c6 tham
quyén tuyen dung cong chirc, vién chirc ky ban hanh; cac van ban cua Hoi dong xét tuyen bién ban cac cude
hop Hoi dong xét tuyén; danh sach tong hop ngudi dy tuyen cac bién ban giao nhan dé phong van hoic thuc
hanh (kém theo dap an), bién ban xdc dinh tinh trang niém phong dé phong van hoic thuc hanh, bién ban vi
pham quy ché, noi quy xét tuyen (néu co); de g0c de phong vén hodc thue hanh; bang tong hop két qua dlem
phong véan hodc thyc hanh; két qua xét tuyén; quyét dinh cong nhan ket qué xét tuyén; bién ban giai quyét khiéu
nai, to cdo (néu cd) va céac loai van ban khac lién quan dén ky xét tuyén.

2. Cham nhét 1a 30 ngay ké tir ngay két thue ky xét tuyen Uy vién Thu ky Hoi dong xét tuyen chiu trach nhiém
ban giao cho co quan, don vi co tham quyén to chtrc tuyén dung cong chirc, vién chirc dé to chuc luu triv, quan
Iy cac tai lidu vé ky xét tuyén theo quy dinh ciia phéap luat vé luu trit.

Chuong 11
XET THANG HANG CHUC DANH NGHE NGHIEP VIEN CHUC
Piéu 9. Hoi dong xét thing hang chirc danh nghé nghiép vién chirc

1. Hoi ddng xét thing hang chirc danh nghé nghiép vién chirc (sau day viét tat 1a Hoi dong xét thang hang vién
chirc) do nguoi dimg dau co quan, don vi c6 thAm quyén to chirc thing hang chirc danh nghe nghlep vién chuc
quyét dinh thanh lap. Hoi dong xét thang hang vién chirc hoat dong theo timg ky xét tuyén va tu giai thé sau khi
hoan thanh nhiém vu.

2. Hcf)i,d(k)ng x¢ét thang hang vién chuc thuc hién, nhiém vy quyén han theo quy dinh tai khoan 4 biéu 31 Nghi
dinh s0 29/2012/ND-CP.
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3. Truong hop Bo quan 1y chirc danh nghe nghiép vién chirc chuyén nganh quy dinh ndi dung, hinh thirc xet
thang hang chue danh nghé nghiép c6 tham dinh va chdm diém ho so thiang hang chirc danh nghé nghiép hodc t6
chtre kiém tra sa:[ hach thi Chu tich Hoi dong x¢ét thang hang vién chug thanh 1ap Ban tham dinh ho‘ so dé tham )
dinh va cham diém ho so vién chirc du xét thang hang chirc danh ngh€ nghiép theo quy dinh tai Di€u 11 Quy ché
nay hoac thanh 1ap Ban kiém tra sat hach va t6 churc ki€m tra, sat hach theo quy dinh tai DPi¢u 4 Quy ché nay.
4. Hoi dong xét thang hang vién chue dugce st dung con dau, tai khoan ctia co quan, don vi c6 tham quyén xét
thang hang chic danh nghé nghiép vién chirc trong cac hoat dong cua Hoi dong xét thang hang vién chure do
ngudi ding dau co quan, don vi ¢6 thim quyén thanh 1ap Hoi dong xét thang hang vién chirc quyét dinh.
Piéu 10. Nhiém vu, quyén han ciia cac thanh vién Hoi dong xét thing hang
1. Chu tich Hoi ddng xét thang hang:

a) Chiu trach nbiém t6 chure thuc hién cac nhiém vu ctia Hoi déng x¢ét thang hang va chi dao vi¢c xét thang hang
chic danh nghé nghi¢p vién chirc dung quy dinh cua phap luat;

b) Phan cong nhi¢m vu cu thé cho tung thanh vién HoOi déng;
C) Quyét dinh thanh 13p Ban tham dinh ho so hodc Ban kiém tra sat hach (néu c0);

d) T churc Vjéc xay dung dé phong vAn hodc thuc hanh hodc lam bai khao sat (néu c6) theo dung quy dinh, bao
dam theo ché do tai liéu "Mat";

d) Bao cao nguoi ding dau co quan, don vi c6 th'élm quyén xét thang hang chtrc danh nghé nghiép vién chirc
cong nhan két qua xét thang hang chire danh nghé nghiép vién chirc;

g) Giai quyét khiéu nai, t6 cdo trong qua trinh t6 chirc ky xét thing hang.

2. Cac thanh vién ctia Hoi dong xét thang hang thuc hién nhiém vu cu thé do Chu tich Hoi dong phan cong.

3. Uy vién kiém Thu ky Hoi ddng gitp Chu tich Hoi dong:

a) Chuén bi cac van ban, tai liéu cia Hoi déng va ghi bién ban cac cudc hop cuia Hoi déng;

b) T6 chirc viéc thu phi du xét tuyén, quan 1y thu, chi va thanh quyét toan phi du xét thiang hang theo quy dinh;
¢) Tong hop, bao cao két qua xét thiang hang voi Hoi dong xét thang hang.

Piéu 11. Ban Thim dinh ho so

1. Ban Tham dinh ho so xét thang hang chirc danh nghé nghiép vién chirc (sau day viét tat 1a Ban Tham dinh ho
s0) do Chu tich H)i dong xét thang hang thanh 1ap, gdm: Truong ban va cac thanh vién, trong dé c6 mdt thanh
vién kiém Thu ky.

2. Nhiém vu, quyén han cua Truong ban Tham dinh ho so:

a) Phan cong nhiém vu thanh vién Ban Théam dinh ho so, bao dam nguyén tdc mdi hd so cua ung vién du xét
thang hang phai co it nhat 02 thanh vién tham dinh, cham diém ho so;

b) Tong hop két qua tham dinh, chdm diém ho so va ban giao bién ban cho Thu ky Hoi dong xét thing hang;
¢) Bao mat két qua tham dinh, chim diém ho so cua cac tmg vién du xét thang hang.

3. Nhiém vu, quyén han cta thanh vién Ban Tham dinh hd so:
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a) Thuc hién nhiém vu tham dinh, chAm diém ho so cta cac tng vién theo phan cong ctia Trudng ban va dung
quy dinh cua phap luat;

b) Bao c4o dau hiéu vi pham trong qua trinh t6 chtrc tham dinh, chdm diém ho so véi Trudng ban va kién nghi
hinh thire xtr 1y;

c¢) Bao mat két qua tham dinh, cham diém ho so ctia cac ung vién.
4. Tiéu chuan thanh vién Ban Tham dinh ho so:

a) Ngudi duoc cir 1am thanh vién Ban Tham dinh hd so xét thing hang chirc danh nghé nghiép phai 1a vién chirc
c6 trinh d¢ chuyén mon, kinh nghiém cOng tac trong nganh, linh vuc phu hgp véi chire danh nghé nghiép vién
chuc du xét thang hang;

b) Khong cu lém thanh vién Ban Tham dinh ho so ddi véi nhitng ngudi ¢6 quan h¢ 1a cha, me, anh, chi, em rudt
bén vo hodc chong; vo hodc chong; con dé hodc con nudi cua nguc‘ri du xét thang hang hodc nhitng nguoi dang
trong thoi gian bi xem xét xu Iy ky luat hodc dang thi hanh quyét dinh ky luat.

Piéu 12. T6 chirc xét thing hang chirc danh nghé nghiép
1. Chuén bj t6 chirc xét thiang hang:

a) Can ctr quy dinh cta B) quan 1y chttc danh pghé nghiép vién chirc chuyén nganh vé tiéu chuan, diéu kién, ndi
dung, hinh thirc xét thang hang chirc danh ngh€ nghi¢p, Chu tich Hoi dong xét thang hang vién chirc phd bién cu
thé ndi dung, hinh thurc xét thang hang, phan cong nhiém vu cu thé cho ting thanh vién Hoi dong xét thang hang
vién chuc;

b) Noi dung thdm dinh, chAm diém hd so xét thing hang phai cin it vao quy dinh va huéng dan cua B quan ly
chirc danh ngh€ nghi€p vién chirc chuyén nganh va yéu cau cua chue danh nghé nghiép xét thang hang; phai bao
dam tinh chinh xac, cong bang, khach quan, khoa hoc; viéc giao, nhan, m¢ ho so déu phai 1ap bién ban theo quy
dinh;

¢) Trudong hop Bo quan 1y chire danh nghé nghiép vién chirc chuyén nganh quy dinh vi€c xét thang hang churc
danh nghé nghiép vién chtc c6 kiém tra sat hach thi trudc ngay t6 chtrc kiém tra sat hach it nhat 15 ngay, Hoi
dong xét thang hang giri thong bao triéu tap vién chirc dy kiém tra sat hach, trong d6 thong bao cu thé thoi gian,
dia diém t6 chirc kiém tra sat hach; noi dung, hinh thirc kiém tra sat hach;

d) Trudc ngay to chirc kiém tra sat hach it nhét 01 ngdy lam viéc, Hoi dong xét thang hang niém yét danh sach
vién chirc theo s6 bao danh du kiém tra sat hach; so do vi tri cac phong dé kiém tra sat hach; noi quy, quy ché
x¢ét thang hang chirc danh nghe nghié¢p tai dia diém td chire kiém tra sat hach;

@) Trudce ngay to chirc xét thing hang chic danh nghé nghiép it nhit 01 ngay lam viéc, Uy vién kiém Thu ky
Hoi dong xét thang hang phai hoan thanh cac cong tic chudn bi cho ky xét thang hang gdm:

Chuan bi cic mau biéu lién quan dén to chirc xét thang hang: Danh sach thi sinh dé g01 vao phong kiém tra sat
hach; danh sach dé thi sinh ky xac nhan sau khi dy kiém tra sat hach; mau bién ban giao, nhan de kiém tra sat
hach; miu bién ban m¢ d& kiém tra sat hach; mau bién ban ban glao két qua kiém tra sat hach; mau bién ban xir
1y vi pham quy ché, noi quy xét thing hang; mau bién ban tam gil cac giay t0, vat dung cua thi sinh vi pham
quy ché, ndi quy xét thang hang chirc danh nghé nghiép va cac mau bién ban khac ¢ lién quan.

Chuén bj thé cho céc thanh vién Hoi déng x¢ét thang hang; Ban tham dinh h6 so; Ban kiém tra sat hach; bo phgfln
phuc vu ky xét thﬁng hang. Thé cua Chu tich, Ph6 Chu tich, Uy vién Hoi dong xét thang hang, Trudng ban kiém
tra sat hach in day du ho tén va chirc danh. Thé cua cac thanh vién khac chi in chic danh.

2. T chtrc thAm dinh, chdm diém hd so:
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a) Cac thanh vién Ban tham dinh ho so t6 chirc tham dinh, cham diém chung d6i véi tung ho so va ghi diém
(diém thanh phan va tong diém) vao phleu cham diém ctua mdi ho so do, trong do c6 diém cong thém (néu co);
tung thanh vién ky tén dudi to phleu chdm diém. Viéc thdm dinh, chAm diém ho so thuc hién theo dang quy dinh
ctia Bo quan 1y chitc danh nghé nghiép vién chirc chuyén nganh quy dinh vé ndi dung, hinh thirc xét thang hang.

b) Khi tham dinh, c}lém diém hd S0, néu cac thanh vién khong thong nhét thi chuyén két qua 1én Truong ban
kiém tra sat hach dé xem xét, quyét dinh;

¢) Két qua tham dinh, chdm diém hd so cua ting (mg vién phai dugc téng hop vao bang téng hop két qua chung
c6 chir ky cua cac thanh vién tham gia thdm dinh, cham diém ho so va Truong ban Tham dinh hé so ban giao
cho Thu ky Hoi dong xét thang hang.

3. T6 churc kiém tra sat hach:

a) D6i v6i hinh thire 1am bai thi viét, tric nghiém: Viéc t6 chirc 1am bai kiém tra sat hach phai bao dam tdi thiéu
c6 02 thanh vién Ban ki€m tra sat hach 1a nhiém vu coi thi trong mot phong thi va moi phong thi bo tri té1 da
khong qua 25 ng vién,;

b) Déi v6i hinh thirc phong van, thyc hanh: Truong ban Kiém tra sat hach phan cong nhi¢m vu cho tung thanh
vién, tiy vao sb lugng tmg vién ma chia thanh ting nhom phong Van thuc hanh bao dam phai c6 tir 02 thanh
vién ctia Ban kiém tra sat hach tr¢ 1én t6 chtrc chim diém phong van, thuc hanh.

Khong thuc hi¢n viéc phtuc khao ddi véi viée kiém tra sat hach béng hinh thirc phong van, thuc hanh.
Viée tb chire phong vén, thue hanh thuc hién nhu quy dinh tai khoan 2 Piéu 5 Quy ché nay.
4. Téng hop, quyét dinh két qua xét thang hang:

a) Thu ky Hoi ddng xét thang hang c6 trach nhiém tong hop két qua xét thiang hang cta cac tng vién dé bao céo
Hoi dong xét thang hang.

b) Chu tich Hoi dong xét thang hang to chirc hop dé xem xét két qua xét thang hang clia cac ing vién; cac thanh
vién cua Hoi df)ng trao doi, thao luan cong khai, dan chu vé két qua xét thang hang cua cac ung vién; Hoi dong
xét thang hang t6 chirc bau Ban kiém phiéu va tlen hanh bo phleu dong y hay khong dong v d6i voi két qua xét
thang hang cua cac Ung vién; img vién tring tuyen phai dat it nhat 172 (mot phan hai) s6 phiéu dong ¥ cla tong
sO thanh vién Hoi dong xét thang hang tham gia hop va truc tiép bo phiéu tai phién hop; Hoi dong xét thang
hang thong qua bién ban va két qua hop xét thiang hang;

¢) Chu tich Hoi ddng xét thang hang bao cao nguoi dung dau co quan, don vi ¢6 tham quyén thing hang chirc
danh nghé nghiép vién chirc xem xét, quyét dinh cong nhan két qua xét thang hang.

5. Viéc xac dinh nguoi tring tuyén ky xét thang hang chirc danh nghé nghiép thue hién theo hudng dan ctia B9
quan ly chie danh ngh€ nghiép vién chirc chuyén nganh tai van ban quy dinh vé tiéu chuan, di€u ki¢n, ndi dung,
hinh thire xét thang hang chirc danh nghé nghiép thudc nganh, linh vuc quan ly.

Piéu 13. Phiic khao két qua xét thing hang

1. Trong thoi han 15 ngay, ké tir ngay niém yét cong khai két qua xét thang hang, nguo’l dy xét thang hang c6
quyén gui don d& nghi phiic khao két qua xét thing hang. Khong phuc khao d6i v6i don dé nghi phuc khao nhén
duoc sau thoi han quy dinh néu trén (tinh tu ngay gui don theo dau buu dién trén phong bi don néu don duoc giri
theo duong buu dién). Khong chip nhan giai quyét phic khao cac don dé nghi phuc khao gui bang thu dién tir,
Fax, Telex.

2. Trong thoi han 15 ngay ké tir ngay hét thoi han nhan don dé nghi phiic khdo, phéi t6 chirc chim phuc khao.

Chu tich Ho1 dong xet thang hang quyét dinh thanh 1ap Ban phuc khao, khong bao gdm nhiing thanh vién da

tham gia vao Ban tham dinh ho so, Ban kiém tra sat hach. 7
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3. Ban phﬁc khao thuc hién nhiém vu tham dinh, chAm diém hd so va kiém tra, sat hach bﬁng hinh thire thi viét
hoac trac nghiém.

4. Truong hop ket qua phiic khao c¢6 sy chénh 1éch so voi két qua lan dau, Chu tich Hoi dong x¢ét thang hang cho
dbi thoai truc tiép gitra nguoi tham gia tham dinh, cham diém ho so, kiém tra sat hach 1an dau va nguoi tham gia
cham phiic khao (c6 ghi bién ban) dé xem xét, quyét dinh két qua phuc khao.

5. Két qua phuc khao la két qua chinh thirc ctia ky xét thang hang. Hoi dong xét thang hang vién chiic thong bao
cho nguoi cé don dé nghi phuc khao.

6. Tiéu chuan thanh vién tham gia Ban phuc khao thuc hién nhu tiéu chuan cta thanh vién Ban thim dinh, chdm
diem ho so; Ban kiém tra sat hach.

Piéu 14. Giam sit ky xét thing hang

1. Nguoi ding ddu co quan, don vi c6 thim quyén t6 chirc thing hang chirc danh nghé nghiép vién chuc phai
thanh lap Ban giam sat ky xét thang hang (sau day goi chung 1a Ban giam sat), gom: Truong ban va cac thanh
vién.

2. Khong ctr nhitng nguoi tham gia Hoi ddng xét thang hang vién chirc, cac Ban gitip viée ciia Hoi dong xét
thdng hang vién chtrc tham gia lam thanh vién Ban gidm sét.

3. Khong cu lam thanh Viér} Ban giam sat ddi véi nhirng nguoi ¢6 quan h¢ 1a cha, me, anh, chi, em rudt cua bén
vo hodc chong; vo hodc chong; con dé hoac con nuoi cua pgu:c‘ri du xét thang hang hodc nhirng nguoi dang trong
thoi gian bi xem xét xtr 1y ky luat hodc dang thi hanh quyét dinh ky luat;

4. Noi dung giam sat gdm: Viéc thuc hién cic quy dinh vé to chire ky xét thing hang; viéc thyc hién cac quy
dinh cua phap luat vé xét thing hang, viéc thuc hién chirc trach, nhiém vu ctia cac thanh vién Hoi dong va cua
cac thanh vién tham gia cac Ban giup viéc ciia Hoi dong.

5. bia diém gidm sat: Noi lam viéc cia Hoi dong xét thang hang va cac Ban gitp viéc cia Hoi dong.

6. Thanh vién Ban giam sat dugc quyén nhéc nhé thi sinh, cac thanh vién khac Hoi dong va thanh vién cac Ban
gitip viéc cua Hoi dong trong vi¢c thuc hién quy ché va ndi quy xét thing hang, dugc quyen yéu cau giam thi
phong thi 1ap bién ban d6i véi thi sinh vi pham quy ché, ndi quy ky xét thang hang (néu co).

7. Khi phat hién vi pham noi quy, quy ché xét tuyén cua thanh vién Hoi dong, thanh vién ctia cic Ban gitp viée
ctia Hoi dong thi thanh vién Ban giam sat dugc quyén l4p bién ban vé vi pham d6 va d& nghi Chu tich Hoi dong
xét thang hang dinh chi 1am nhiém vu; ddng thoi bao cdo ngudi dimg dau co quan, don vi c6 tham quyén to chirc
thang hang chirc danh nghé nghiép vién chirc xem xét, xtr Iy theo quy dinh ctia phéap luét vé vién chic.

8. Khi phat hién thanh vién Ban giam sat khong thyuc hién dung chire trach, nhiém vu dugc giao hodc can thiép
vao cong viéc cua cac thanh vién Hoi déng hodc cua cac thanh vién Ban gitp viéc ciia Hoi dong vdi dong co,
muc dich c4 nhén thi cac thanh vién Hoi dong hodc thanh vién Ban gitp viéc cua Hoi dong co quyen de nghi
Trudng ban giam sat dinh chi viéc thuc hién nhiém vu va bao cdo nguoi dimg dau co quan, don vi c6 tham
quyeén quan ly xem xét, xur 1y trach nhiém theo quy dinh cua phép luat vé can bg, cong chirc, vién chirc.

Piéu 15. Giai quyét khiéu nai, t6 cdo

1. Trong qua trinh t6 chirc ky xét thang hang, truong hop c6 don thu kién nghi, khiéu nai, to cdo thi Hoi dong xét
thang hang vién chirc phai xem xét giai quyét theo quy dinh cta phap luat vé khiéu nai, t6 céo.

2. Trudng hop c6 don thu kién nghi, khiéu nai, td cdo vé ky xét thang hang sau khi Hoi dong xét thang hang da
giai thé thi co quan, don vi ¢6 thAm quyén t6 chirc xét thang hang chirc danh nghé nghiép vién chirc xem xét,
giai quyét theo quy dinh cta phap luat vé khiéu nai, to cdo.
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Diéu 16. Luru trir tai liéu

1. Tai liéu vé ky xét thang hang bao gdm: Céc vin ban vé to chirc ky xét thing hang ctia ngudi dimg dau co
quan c6 thdm quyén thing hang chirc danh nghé nghiép vién chirc ky ban hanh; cac vin ban cua Hoi dong xét
thing hang; bién ban cac cudc hop Hoi dong xét thing hang; danh sach tong hop vién chire du xét thing hang;
cac loai bién ban ban giao; két qua xét thing hang; quyét dinh cong nhan két qua xét thing hang; bién ban giai
quyét khiéu nai, t6 cdo (néu c6) va cac loai vin ban khéc lién quan dén ky xét thiang hang.

2. Cham nhat 1a 30 ngay ké tir ngay két thiic ky xét thang hang, Uy vién Thu ky Hoi dong xét thing hang chiu
trach nhiém:

a) Ban giao cho co quan co6 tham quyén t6 chtre thiang hang chirc danh nghé nghiép vién chure dé luu trit, quan ly
cac tai licu veé ky xét thang hang t6 chirc luu trit, quan 1y theo quy dinh cua phép luét vé luu tri;

b) Ban giao cho co quan dugc phén cip quan 1y hd so vién chirc toan b hd so ca nhan ctia ngudi du xét thing
hang chtrc danh nghé nghiép./.

NOI QUY

KY TUYEN DUNG CONG CHUC, VIEN CHUC, THI NANG NGACH CONG CHUC, THANG HANG
CHUC DANH NGHE NGHIEP VIEN CHUC
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Noi vu)

Piéu 1. Quy dinh ddi véi thi sinh
1. Phai c6 mat trudc phong thi dung gid quy dinh. Trang phuc gon gang, thé hién van minh, lich su.

2. Xuét trinh Giéy chimg minh nhan dan hodc The can cudce cong dan hodc mot trong cac loai gidy to tiy than
hop phap khac dé giam thi doi chiéu trude khi vao phong thi.

3. Ngoi diing chd theo sb bao danh, dé Gidy chimg minh nhan dan hodc Thé cin cudc cong dan 1én mat ban dé
cac gidm thi phong thi va cac thanh vién H)i dong thi kiém tra.

4. Chi dugc mang vao phong thi but viét, thude ké; khong dugc mang vao phong thi dién thoai di dong, may ghi
am, may anh, may vi tinh, cac phuong tién k¥ thuat thu, phat truyén tin, phuong tién sao luu dir li€u, thiét bi
chira dung, truyén tai thong tin khac va cac loai gidy to, tai liéu co lién quan dén ndi dung thi (trir truong hop dé
thi c6 quy dinh khéc).

5. Chi sir dyung logi gidy thi dugc phat d¢ 1am bai thi, khong dugc 1am bai thi trén gidy khéc. Phai ghi day du cac
muc quy dinh trong gidy lam bai thi. Mdi to gidy thi phai cé du chit ky cua 02 giam thi, bai thi khong c¢6 da chir
ky cta 02 giam thi dugc xem 1a khong hop €.

6. Bai thi chi dugc viet bang mdt loai myc c6 mau xanh hodc mau den. Khong dugce sur dung cac loai muc mau
khac, myc nhii, muc phan quang, but chi dé lam bai thi.

7. Trir phan ghi b,ét budc trén trang phach, thi sinh khong duoc ghi ho tén, chir ky cua thi sinh, chirc danh, tén co
quan, hodc cac dau hi¢u khéc lén bai thi.

8. Tuan thi moi hudng dan cua giam thi; gitr trat ty va khong duoc hut thube hodc st dung chét kich thich trong
phong thi.

9. Khong dugc trao doi v6i ngudi khac trong thoi gian thi, khong dugce trao dbi gidy thi, gidy nhap, khong duoc
quay cOp bai thi cua thi sinh khac hodc c6 bat ky mot hanh dong gian 1an ndo khac. Nghiém cidm moi hanh vi sao
chép, truyén tai thong tin c6 lién quan dén dé thi ra ngoai phong thi hodc nhan thong tin tir ngoai vao phong thi.
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10. Néu can hoi diéu gi, phai hoi cong khai giam thi phong thi.

11. Truong hop can viét lai thi gach chéo hodc gach ngang phan di viét trong bai thi (trir truong hop d& thi c6
quy dinh khéac).

12. Chi duoc ra ngoai phong thi sau hon mot nira thoi gian lam bai va phai dugce sy dong ¥ ciia giam thi phong
thi. Khong giai quyét cho thi sinh ra ngoai phong thi d6i véi mon thi ¢6 thoi gian dudi 60 phut.

Trudng hop t6 chure thi trén may vi tinh thi ngudi du thi chi duoc roi phong thi khi da ndp bai, dong thoi ky xac
nhén vao bang két qua thi; néu nguoi du thi khong ky xac nhén vao bang két qua thi trude khi ra khoi phong thi
thi phai nhan diém khong (0).

Truong hop giam thi phat hién nguoi du thi ky thay nguoi khac thi ca nguoi ky thay va nguoi duoc ky thay déu
phai nhan diém khong (0).

Viée quyét dinh diém khong (0) dbi véi cac trudong hop nay do Chu tich Hoi dong thi quyét dinh cin cir bao céo
cua Truong ban coi thi.

13. Trong thoi gian khong duoc ra ngoai phong thi theo quy dinh tai khoan 12 Diéu nay, néu thi sinh c6 dau, dm
bat thuong thi phai bdo cho giam thi phong thi va giam thi phong thi phai bdo ngay cho Trudng ban coi thi xem
xét, giai quyét.

14. Ngirng 1am bai va ndp bai cho giam thj phong thi ngay khi giam thi tuyén bd hét thoi gian 1am bai thi. Phai
ghi 15 tong sb t& gidy thi dd ndp va ky vao danh sach ndp bai thi. Truong hop khong lam dugc bai, thi sinh ciing
phai nop lai gidy thi.

15. Nghiém c4m cac hanh vi 1am hong hé tl}éng mdy vi tinh phuc vu thi; khi phat hi¢n may vi tinh khong su
dung dugc phai kip thoi bao cho giam thi dé€ xem xét, giai quyét.

Piéu 2. Xir Iy vi pham ddi véi thi sinh

1. Thi sinh vi pham ndi quy thi déu phai lap bién ban xtr 1y vi pham va tuy theo mtrc d6 vi pham, thi sinh s& bi
xu ly ky luat theo céac hinh thuc sau:

a) Khién trach: Hinh thac ky luat khién trach do giam thi phong thi 1ap bién ban, cong b cong khai tai phong thi
va ap dung doi véi thi sinh vi pham mat trong cac 101 sau:

C6 ¥ ngdi khong dung chd ghi sb bao danh cuia minh;
Trao ddi véi nguoi khac di bi nhic nhé nhung van khéng chap hanh;

Mang tai liéu vao phong thi nhung chua str dung (trir trudng hop dé thi c6 quy dinh dugc mang tai liéu vao
phong thi).

b) Canh céo: Hinh thtrc ky luat canh cao do giam thi phong thi 1ap bién ban, cong b6 cong khai tai phong thi va
ap dung ddi voi thi sinh vi pham mot trong céc 15i sau:

Str dung tai liéu trong phong thi (trir truong hop dé thi c6 quy dinh duoc sir dung tai liéu trong phong thi);

Trao d6i bai lam hodc gidy nhap véi ngudi khac;

Cho nguoi khac chép bai hodc chép bai ciia ngudi khac;

Str dung dién thoai di dong, may ghi am, may anh, may vi tinh va cac phuong tién k¥ thuat thu, phat truyén tin,

phuong tién sao luu dir liéu, thiét bi chira dung thong tin khac trong phong thi (trir trudng hop dé thi ¢ quy dinh
khac).
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c¢) Pinh chi thi: Hinh thirc ky luat dinh chi thi do Trudng ban coi thi quyet dinh, cong bd cong khai tai phong thi
va ap dung ddi vai thi sinh vi pham da b 1ap bién ban canh co nhung van c¢d tinh vi pham ndi quy thi.

d) Huy ket qua thi: Can clr vao bao cao cua Chu tich Hoi ddng thi hodc xét, ngudi ding dau co quan, don vi ¢6
tham quyen t6 chuc tuyen dung cong chirc, vién chirc, thi nang ngach cong chure, thang hang chirc danh nghé
nghiép vién chirc quyét dinh huy bo két qua thi dbi voi thi sinh vi pham mét trong cac 16i sau:

C6 tir hai bai hodc hai phan thi tré 1én bj diém khong (0) hodc dat 0% s cau tra 101 ding (trir trudng hop bo thi);
Viét, v& vao to gidy thi nhitng ndi dung khong lién quan dén bai thi;

Danh trao bai thi hoac thi hd hoac bi dinh chi thi.

d) Thi sinh ¢d y gy mat an toan trong phong thi, ngoai viéc bi dinh chi va hiy két qua thi, tiy theo tinh chét,
murc do con bi xtr ly theo quy dinh cua phap luat hinh su.

2. Thi sinh vi pham ni quy phai bi 1ap bién ban, giam thi phong thi va thi sinh cung phai ky vao bién ban. Sau
khi 1ap bién ban va cong bd cong khai tai phong thi, giam thi phong thi phai bao céo ngay véi Trudng ban coi
thi. Truong hop thi sinh vi pham khong ky bién ban vi pham thi giam thi phong thi moi 02 thi sinh bén canh
cung ky xac nhan.

3. Thi sinh c6 quyén tb gidc nhitng ngudi vi pham nodi quy thi cho Giam thi phong thi, Trudng ban coi thi, thanh
vién HQ1 dong thi, thanh vién Ban giam sat thi.

4. Trir diém bai thi:

a) Thi sinh bi khién trach trong phan thi nao hodc bai thi nao s& bi trir 25% tong s6 cau tra 10i ding ctia phan thi
d6 hodc 25% tong s dieém cua bai thi do;

b) Thi sinh bi canh cao phan thi nao hodc bai thi ndo s& bi trir 50% téng sb cau tra 161 dung cua phan thi d6 hoic
50% tong s diém ctia bai thi do.

5. Chdm diém khong (0) d6i véi mot trong nhiing truong hop sau:
a) C6 hai bai lam tr¢ 1én d6i v6i mot mon thi hodc mot phan thi;
b) Bai thi c6 chir viét ctia hai ngudi trd 1én;

¢) Bai thi dugc viét bang hai mau muc khac nhau hodc viét bang mau muc khong dung quy dinh tai khoan 6
Diéu 1 Noi quy nay;

d) Bai thi viét trén gidy nhap, gidy khong do giam thi phong thi phat.

6. Viéc trir diém bai thi quy dinh khoan 4 Diéu nay hoic chim diém khong (0) quy dinh tai khoan 5 Diéu nay do
Trudng ban chdm thi quyét dinh cin ctr vao bao céo bang vin ban cta thanh vién chim thi.

7. Truong hop can bg, cong chire, vién chue la thi sinh dy thi néu bi huy két qua thi theo quy dinh tai khoan 5
Diéu ndy con bi xem xét, xtr Iy ky luat theo quy dinh ciia phéap luat vé can bd, cong chirc, vién chuc.

Piéu 3. Quy dinh ddi véi giam thi phong thi, giam thi hanh lang
1. Phai c6 mat tai dia diém thi ding gid quy dinh. Trang phuc gon gang, van minh, lich su.

2. Thyc hién ding chuc trach, nhi¢m vu dugc giao theo quy ché, ndi quy cua ky thi.
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3. Gitr trat tu, khong duoc hat thudc, khéng duoc st dung dién thoai di dong, may ghi am, may énh, may vi tinh,
cac phuong tién k¥ thuat thu, phat truyén tin, phuong tién sao luu dir li€u, thiét bi chira dung, truyén tai thong tin
khéc trong phong thi.

4. Khong dugc trao doi riéng v6i bat ky thi sinh ndo trong thoi gian thi.

Piéu 4. Xir Iy vi pham doi véi can bd, cong chirc, vién chirc tham gia t6 chirc thi va ca nhan lién quan khac
vi pham néi quy, quy che thi

1. Nguoi tham gia t6 chtre thi (thanh vién Hoi dong thi, thanh vién cac Ban gitp viéc cia Hoi dong thi, thanh
vién T6 gitip viéc cua Hoi dong thi néu dugc thanh 1ap) 13 can b, cong chirc, vién chirc ¢6 hanh vi vi pham noi
quy, quy ché thi ngoai viéc bi dinh chi 1am céng tac thi con bi xem xét xtr Iy ky luat theo quy dinh cta phap luat
vé can bo, cong chirc, vién chtc.

2. Cén b, cong chirc, vién chirc khong tham gia t6 chirc thi nhung c6 céc hanh vi, nhu: thi ho, chuyén dé thi ra
ngoai, dua 101 giai vao cho thi sinh, dua thong tin sai 1éch géy anh huong xau dén ky thi, gy roi lam mat trat tu
tai khu vuc thi bi xtr Iy ky luat theo quy dinh ctia phap luat vé can bg, cong churc, vién chuec.

3. Nguoi tham gia t6 chirc thi va nhung ngudi c6 lién quan dén viée t6 chirc thi khong phai 1a can bd, cong chiic,
vién chirc néu c6 hanh vi vi pham noi quy, quy ché thi, tiy theo tinh chat, mirc d6 bi co quan, don vi hién dang
quan 1y cham duat hop dong da ky két.

4. Nguoi tham gla t6 chirc thi va nhitng ngudi co lién quan dén viéc t chirc thi vi pham noi quy, quy ché thi thi
co quan, don vi c6 thim quyen quan ly khong dé dam nhiém nhirng cong viéc c6 lién quan dén cong tac t6 chirc
thi ttr 01 nim dén 03 nam ké tir nm t6 chuc thi ¢6 hanh vi vi pham./.

Mauso 1

MAU HGP DPONG LAM VIEC XAC DINH THOI HAN
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Ngi vu)

B9, nganh, dia phwong:........ CONG HOA XA HQI CHU NGHIA VIET NAM
Pon vi: ceviiiiiiiiiiiiiiiiiiiiinne, Poc lap - Tu do - Hanh phuc
Sé: /MHPLV . , ngay .... thang ..... nam ....

HQP PONG LAM VIEC XAC PINH THOI HAN

- Can cit Nghi dinh s6 29/2012/ND-CP ngay 12 thang 4 nam 2012 ciia Chinh phii vé tuyén dung, sir dung va
quan ly vién churc;

- Can cur Nghi dinh 6 161/2018/ND-CP ngay 29 thang 11 nam 2018 ciia Chinh phii sira doi, bé sung mot 56 quy
dinh vé tuyén dung cong chirc, vién chirc, ndng ngach cong chirc, thang hang vién chirc va thuc hién che do hop
dong mot so loai cong viéc trong co quan hanh chinh nha nudc, don vi sy nghiép cong lap;

- Can cit Quyét dinh s6 ... cua ........ vé viéc cong nhan két qua tuyén dung ............
Chung t0i, MOt BEN 10 ONE/ BA: ...t

(510 (o3 A1 E TSRO
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Dai di€n cho domn VI (1) .eeeeeieeeece e e e

DA CII oo

Sinh ngay ...... thang ..... nam........ 12 O PURRRR
Trinh GO A0 TA0: oo
Chuy€n nganh dA0 A0 .....cooiiiiieieeeee e
INAM G NZIIEP: .ot
Nghé nghiép trudc khi dugc tuyen dUNG............c.oveeveeeeeeeeeeeeeee e

Dia chi thuong trll ta1: ...cc.eooiiiiiiie e

Thoéa thuan ky két Hop dong lam viéc va cam két lam dting nhing diéu khoan sau day:
Diéu 1. Loai hop dong, thoi han va nhiém vu hop dong
- Loai Hop dong 1am viéc xac dinh thoi han (2) ....o.oveeeeeeeeeeeeeeeeeeeeeeeeee e

= Thoi han cla HOP GONE: ...t

= Dia FHEM 1AM VIBC (3): vt eeeeeen
- Chure danh chuy@n MON: .......cooiiiiiiiiiieiie et
= CRTC VU (U CO): oot e e s s s e eeeenean

© NI VU (4) covveeoeeeeeeeeee e seeeeeeeeseseseeseessessesseeeseeseseesesesesssesssessessseeseeseeseseseeeseees

Pidu 2. Ché d¢ 1am viéc
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= ThO1 @10 1AM VIEC (5): teeeeieeiieeeiie ettt ettt ettt e e st e s e e seaeeesaeeennneeennaeas

- Pugc trang bi nhitng phuong tién [am vViée GOMm: ........co.covveveveveieeeeeeeeereeeeeseeneenns

Piéu 3. Nghia vu va quyén lgi ciia ngudi ky két hop dong 1am viéc
1. Nghia vu:
- Hoan thanh nhiém vu di cam két trong Hop dong lam viéc.

- Chép hanh ndi quy, quy ché ctia don vi, ky luat lam viéc, va cac quy dinh tai Diéu 16, Diéu 17, Dicu 18 va
Piéu 19 cua Luat Vién chirc.

- Chép hanh viéc xir Iy ky luat va boi thudng thiét hai theo quy dinh ctia phap lut.

- Chép hanh viéc sép xép, diéu dong khi don vi sy nghi¢p c6 nhu cAu.

2. Quyén loi:

- Puoc hudng cac quyén loi quy dinh tai Diéu 11, Diéu 12, Diéu 13, Piéu 14 va Piéu 15 Luit Vién chic.

- Phuong tié€n di 121 1am VIEC (6): ...eeevviiiiieiieeieeee et

Bac: ... Hé sb JUONE et
= Phu CAP (18U CO) ZOM (8): v en e eeeees
dugc tra ............ 1an vao cac ngdy ................. VANZAY .euveneanannnnn hang thang.
- Thoi gian tinh nANg BAC TWONE: ...eoviiiiieiiieiieie e

- Khodn trd nZ0A1 TWONEG.......coiiiiiiiiiie e
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- Puoc huong cac khoan thudng, nang bac luong, thi thing hang chirc danh nghé nghiép, dao tao, bdi dudng
chuyén mon nghiép vy, thuc hién nhiém vu hop tac khoa hoc, cong nghé véi cac don vi trong hodc ngoai nudc
theo quy dinh clia PhaAp TUAL (10): .oeeiieiieieee et et re et e s be e bt esabe et e e snseenseesnseensaennseans

- Puoc hudng cac ché d thai viéc, trg cép thdi viéc, boi thuong theo quy dinh cta phép luat vé vién chuc.

- C6 quyén dé xuét, khiéu nai, thay doi, dé nghi chim dut Hop dong lam viée theo quy dinh cta phép luat.

- Nhitng thda thudn Khac (11) ..oeoueeeiiiiieiiieiee e

Piéu 4. Nghia vu va quyén han cia Nguoi ding diu don vi sw nghiép

1. Nghia vu:

- Bao dam viéc 1am va thyc hién day du nhitng didu di cam két trong Hop ddng lam viéc

- Thanh toan day du, dung thoi han cac ché d6 ctia nguoi duoc tuyén dung da cam két trong Hop dong lam viéc.
2. Quyén han:

- Diéu hanh nguoi duoc tuyén dung hoan thanh cong viéc theo hgp dong (B tri, diéu dong, tam dinh chi cong
tac...).

- Cham dit Hop dong 1am viée, ky luat ngudi duoc tuyén dung theo quy dinh cta phép luat vé vién chiec.
Piéu 5. Piéu khoan thi hanh

- Nhitng van dé vé quyén loi, nghia vu va trich nhiém cta vién chirc khong ghi trong hop dong lam viée nay
thuc hién theo quy dinh cua phap luat vé vién chirc.

- Hop dépg nay lam thanh 03 ban c6 gia tri nhu nhau, don vi sy nghiép ky hop dong gitr 02 ban, vién chirc duoc
ky hop dong gitt 01 ban va hop dong co6 hi€u luc tir ngay ..... thang.... nam .....

- Hop d0ng nay 1am tai..........ooovreiiiiie e ngay ...... thang .....ndm .........
Nguoi duge tuyén‘dung va Ngudi dirng diu don vi sy nghi¢p
ky két hgp dong (Ky, ghi ro ho va tén, dong dau)

(Ky, ghi r6 ho va tén)

HUONG DAN GHI
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MAU HQP PONG LAM VIEC XAC PINH THOI HAN

1. Ghi cu thé tén don vi su nghiép.

2. Ghi 13 Hop ddng c6 thoi han thi ghi cu thé thoi han bt dau va két thic.

3. Ghi cu thé s6 nha, phd, phudng (thon, xi), quan (huyén, thi xa), tinh, thanh phd thudc tinh hoic Trung wong.
4. Ghi cu thé nhiém vu phai dam nhiém.

5. Ghi cu thé s gio 1am viéc trong ngay, hodc trong tudn, hodc 1am viéc theo gio hanh chinh.

6. Phuong tién di 1am vi¢c do don vi dam nhiém hoac vién chuc tu lo.

7. Ghi cu thé chirc danh nghé nghi¢p duoc b6 nhiém, muc luong chinh, hinh thtrc tra lvong (lwong thoi gian,
khoan...).

8. Ghi cu thé ty 1€ % céac phu cép (néu c6) nhu: Khu vyec, truot gid, doc hai, thu hut, tham nién, trdch nhiém v.v...

9. Ghi cuy thé quyén lgi bao hiém xa hdi va trg cap khac ma vién chire duge hudong. Vi du: Pugc hudng quyén
191 bao hiém xa hoi theo ché d§ hién hanh ctia Nha nudc.

10. Ghi cu thé vién chirc dugc hudong quyén loi ndo da néu trong muc nay.

11. Nhirng thda thuén khac thuong 1a nhung thoa thuan khuyén khich va c6 loi hon cho vién chirc nhu: Nhiing
vat dung ré tién mau hong, khi hu hong, mat, khong phai dén bu, thyc hién tot Hop dong lam viéc dugc di du
lich, nghi mat, tham quan khong mat tién, dugc hudng luong thang thur 13, 14, duoc nghi phép thém vai ngay
dén mot tuan, tai nan rai ro ngoai gio 1am viée duoc tro cAp thém mot khoan tién, duoc ting qua ngay sinh nhat,

vl

Mau s0 2

MAU HGP DPONG LAM VIEC XAC DINH THOI HAN
(DANH CHO BOI TUQNG DUOI 18 TUOI)
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Ngi vu)

B9, nganh, dia phwong:........ CONG HOA XA HQI CHU NGHIA VIET NAM
Pon vi: ceviiiiiiiiiiiiiiiiiiiiinne, Poc lap - Tu do - Hanh phuc
Sé: /MHPLV ngay .... thang ..... nam ....

HQP PONG LAM VIEC XAC PINH THOI HAN
(danh cho ddi twong dudi 18 tudi)

- Can cit Nghi dinh s6 29/2012/ND-CP ngay 12 thing 4 nam 2012 ciia Chinh phii vé tuyén dung, si dung va
quan ly vién chirc;

- Can cur Nghi dinh 6 161/2018/ND-CP ngady 29 thang 11 ndm 2018 ciia Chinh phii sira doi, bé sung mot sé quy
dinh vé tuyen dung céng chire, vién chive, ndng ngach cong chire, thing hang vién chirc va thiee hién ché dg hop
dong mot s6 Zoal cong viéc trong co quan hanh chinh nha nudc, don vi sy nghiép cong lap;
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- Can cir Quyét dinh so: ...... cua ... vé viéc cong nhan két qua tuyén dung .............
Chung t0i, MOt bEN 18 ONE/ BA: ...
CIIIEC VUL et e ettt e e e e e et e e e e e e e s es e s s eeeeessessenaaaees

Dai di€n cho domn VI (1) .eeeeeieeeeee e e e e
DA CHI oo e e e e e aeaaaas
PN thOA1: eeveiiiiiiiiieeeee et et e e e e

VA MOt DEN 13 ONE/ BA: oo
Sinh ngay ......... thang .......... nam............. 1} USSR
Trinh @O QA0 1A0: oo
Chuy€n nganh da0 tA0: .....cooiiiiiiiieeee e
INEIM Gt TLGRIBP: ..o

Nghé nghiép trudc khi Guoc tuyen dUng .........c.oeeveeeeeeeeeeeeeeeeeeeee e,

S6 chiing minh thu nhan dan hodc thé can cudc cong dan: .........ccceevveveiievieeieeneennnn.

CApngay .......... thang.........nam ........ L2 SO USRS

Sinh ngay ........ thang ........ nam.......... FAL 1ttt
Dia chi thurOng trl A1 ..oooviiiieeiece et e

S6 chirng minh thi NHAN AN .........o.veovieeeeeeeeeeeeeeee e,

Thoéa thuan ky két Hop dong lam viéc va cam két lam dting nhing diéu khoan sau day:

Diéu 1. Loai hop dong, thoi han va nhiém vu hop dong

- Loai HOP dONE 1AM VIBC (3) cvvrveveeeeeeeeee et

= Thoi han cla HOP GONE: ...ttt

- Tu ngay ........ thang ......... nam......... dén ngay....... thang......... NAM ..ooveiieiieienne
- Thoi gian thuc hién ché d0 tAP ST (NEU CO): cvuvvrivrieieeeeeeeeeeeeeeeeeeeeee e

- Tt ngay....... thang ........ nam....... dénngay ......... thang ......... 1112011 RSO
= Dia FHEM JAM VIBC (4): e
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- Chtrc danh ChUuyEn MON: ......cccviiiiiiiecieccec et e e e
= CRTC VU (IEU COY: ettt

= NRIEM VU (5) covieiiieieeeie ettt ettt ettt et e et e st e esbeessbeensaessseenseessseenseens

Diéu 2. Che do 1am viéc

= TROT I TAM VIEC (6): +rvvvvveeereeeeeeeeeeeeeeeeeseeseseeesssesssessessesesesessessssssseesssesseeeseessesseeeenns

Piéu 3. Nghia vu va quyén loi ciia ngudi dwoc tuyén dung
1. Nghia vu:
- Hoan thanh nhiém vu da cam két trong Hop dong lam viéc.

- Qhép hanh ndi quy, quy ché cta don vi, ky luat 1am viéc, va cac quy dinh tai Diéu 16, Diéu 17, biéu 18 va
biéu 19 cua Luat Vién chuec.

- Chap hanh viéc xtr 1y ky luat va bdi thuong hoan tra theo quy dinh ctia phap luat.

- Chép hanh viée diéu dong khi don vi sy nghi¢p c6 nhu cau.

2. Quyén loi:

- Pugc hudng cac quyén loi quy dinh tai Diéu 11, Didu 12, Diéu 13, Diéu 14 va Diéu 15 Luat Vién chuec.
- Phuong ti€n di 1ai [am VIEC (7): covveeeiieeeiieeeee ettt e e

- Chirc danh nghé nghiép duoc bd nhidm (MA $8) (8): cv.vveeeeeeeeeeeeeeeeeeeeeee e

Bac: ...l Hé sb TUEOMIE ettt

= Phy AP (MU €O) ZOM (9): .ot

dugctra ........... 14n vao cic ngay ............. VANEAY vovvieiiennnennns hang thang.

- Thoi gian tinh NAng BAC TUONE: ...cccvveiieiieeeeeeeee e

- Khodn trd nZ0A1 TWONE ......ooviiiiiiiieiie et
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- S6 ngay nghi hang nim duoc hudng luong (nghi 18, phép, viéc riéng)

- Puoc hudng cac khoan thudng, nang bac luong, thi thing hang chirc danh nghé nghiép, dao tao, bdi dudng
chuyén mon nghiép vy, thuc hién nhiém vu hop tac khoa hoc, cong nghé véi cac don vi trong hodc ngoai nudc
theo quy Ainh clla PhAP TUAL (11): c.eeieiieiee ettt ettt et e ettt s e ebeeesbeeseeenseeseeenne

- Puoc hudng cac ché d thai viéc, trg cép thdi viéc, boi thuong theo quy dinh cta phép luat vé vién chuc.

- C6 quyén dé xuét, khiéu nai, thay doi, dé nghi chim dut Hop dong lam viée theo quy dinh cta phép luat.

- Nhitng thda thudn KhAc (12) ...eeeiieiieiieieee et s

Piéu 4. Nghia vu va quyén han cia Nguoi ding diu don vi sw nghiép

1. Nghia vu:

- Bao dam viéc 1am va thyc hién day du nhitng didu di cam két trong Hop ddng lam viéc

- Thanh toan day du, dung thoi han cac ché d6 ctia nguoi duoc tuyén dung da cam két trong Hop dong 1am viéc.
2. Quyén han:

- Diéu hanh nguoi duoc tuyén dung hoan thanh cong viéc theo hgp dong (B tri, diéu dong, tam dinh chi cong
tac...).

- Cham dit Hop dong 1am viéc, ky luat ngudi duoc tuyén dung theo quy dinh cta phép luat vé vién chic.
Piéu 5. Piéu khoan thi hanh

- Nhitng van dé vé quyén loi, nghia vu va trach nhiém cta vién chirc khong ghi trong hop dong lam viée nay
thuc hién theo quy dinh cua phap luat vé vién chirc.

- Hop dong nay lam thanh 03 ban c6 gia tri ngang nhau, don vi sy nghiép ky hop ddng gitr 02 ban, vién chirc
duoc ky hop dong gitt 01 ban va hop dong c6 hiéu luc tir ngay ..... thang.... nam ......

Hop dong nay lam tai .............ccooeeiiiiiiiieeeeeiiiiinnn, ,NgAY ....... thang......... nm ........
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Ngwoi dai dién theo Nguoi dwoc tuyén dung Nguoi dirng dau
phap luit cia nguoi (Ky, ghi ro ho va tén) don vi sw nghiép )
dwgc tuyén dung (Ky ghi ro ho va tén, dong dau)

(Ky, ghi ro ho va tén)

HUONG DAN GHI MAU
HOP DPONG LAM VIEC XAC PINH THOI HAN
(Danh cho d6i twong du6i 18 tudi)
1. Ghi cu thé tén don vi su nghiép.
2. Ghi rd tén nguoi dai dién theo phap luat cia ngudi duoc tuyén dung.

3. Ghi rd Hop dong lam viéc v6i thoi han tir khi bt dau ky dén khi d 18 tudi, ghi cu thé thoi han bit dau va két
thuc.

4. Ghi cu thé sd nha, phé, phuong (thon, xa), quan (huyén, thi xa), tinh, thanh phé thudc tinh hodc Trung vong.
5. Ghi cy thé nhiém vu phai ¢dam nhiém.

6. Ghi cu thé sé gid 1am viéc trong ngay, hodc trong tudn, hodc 1am viéc theo gio hanh chinh.

7. Phuong tién di lam vi¢c do don vi ddm nhi€ém hoac nguoi dugc tuyén dung tu tac.

8. Ghi cu thé chirc danh nghé nghiép duoc xép, mirc lwong chinh, hinh thuc tra lvong (lvong thoi gian, khoan...).
9. Ghi cu thé ty 1€ % céac phu cép (néu c6) nhu: Khu vyec, truot gid, doc hai, thu hut, tham nién, trdch nhiém v.v...
10. Ghi cy thé quyén lgi bao hiém xa hi va tro cap khac ma ngudi duoc tuyén dung duge huéng. Vi du: Doi véi
nguoi lam hop dong lam vi€e voi thot han xac dinh tir 1 ndm tré 1én ghi la duoc hudng quyén loi bao hiém xa
hoi theo ché dd hién hanh ctia Nha nudc.

11. Ghi cu thé ngudi duoc tuyén dung duge huong quyén loi ndo di néu trong myc nay.

12. Nhitng thoa thuén khac thuong la nhiing thoa thuén khuyén khich va c6 loi hon cho nguoi duge tuyén dung
nhu: Nhitng vat dung ré tién mau hong, khi hu hong, mat, khong phai dén b, thuc hién tot Hop dong lam viéc
duoc di du lich, nghi mat, tham quan khong mat tién, duoc hudng lwong thang thir 13, 14, dugc nghi phép thém
vai ngay dén mot tudn, tai nan rai ro ngoai gid lam viée duge trg cdp thém mot khoan tién, dugc ting qua ngay
sinh nhat,..../.

Mau so 3

MAU HGP PONG LAM VIEC KHONG XAC BINH THOI HAN
(Ban hanh kem theo Thong tw so 03/2019/TT-BNV ngay 14 thang 5 nam 2019 cua B¢ truong Bo Ngi vu)

B9, nganh, dia phwong:........ CONG HOA XA HQI CHU NGHIA VIET NAM
Pon vi: ceviiiiiiiiiiiiiiiiiiiiinne, Poc lap - Tu do - Hanh phuc
Sé: /HPLV ngay .... thang ..... nam ....
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HOP PONG LAM VIEC KHONG XAC PINH THOI HAN

- Can cit Nghi dinh s6 29/2012/ND-CP ngay 12 thing 4 nam 2012 ciia Chinh phii vé tuyén dung, sir dung va
quan ly vién churc;

- Can cur Nghi dinh 6 161/2018/ND-CP ngady 29 thang 11 ndm 2018 ciia Chinh phii sira doi, bé sung mot sé quy
dinh vé tuyen dung cong chire, vién chive, ndng ngach cong chire, thing hang vién chirc va thiee hién ché dg hop
dong mét s6 logi cong viéc trong co quan hanh chinh nha nuée, don vi sw nghiép cong lap;

Chung t0i, MOt BEN 10 ONE/ Bzt
(510 (o3 A1 E SRR

Dai di€n cho domn VI (1) .eeeeieieece e e e

DA CRIeiiiiiiieeee et e e et e e e e e e e s

D 3 (< 11 110 T | RO

VA MOt DEN 18 ONE/ BA: .ot
Sinh ngay ......... thang ........... nam .............. 1 USSR
TrINh GO A0 TA0: oottt e e e et rea e
Chuyeén nganh GA0 tA0: .....eiieiiiieeie e e e
A Ot IERIEP: - ees e eeens
Nghé nghiép trudc khi dUoC tuYEn dUng ..........c.co.veeveeeeeeeeeeeeeeeeeeeeeee e,
Dia chi thuOng trll A1 ..oooviiiiecieceece et

Sb chirng minh thu nhan dan hodc thé cin cudc cOng dAn: .........oooveeeeeeeeveeeeeereeeeenn.
Cép ngay ...... thang ...... nam.......... 1 USRS
Thoa thuén ky két Hop dong lam viéc khong xac dinh thoi han va cam két lam diing nhimng diéu khoan sau day:
Piéu 1. Nhiém vu hop dong

= Dia M 1AM VIBC (2)7 vt

- Chure danh chuy@n MON: .......cooiiiiiiiiiieiiee et

= CRTC VU (U CO): oot e e s s s e eeeenean

CNRIEIN VI (3) covveeeoeeeeeeeeeeeeeeseeeeseessesesesseessessesseeessessssesesesesssesssessesssesseesseseseseeeseees
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Pidu 2. Ché d¢ 1am viéc

= ThOT 10 1AM VIEC (4): 1ottt ettt sttt e e e nees

Piéu 3. Nghia vu va quyén loi ciia ngudi dwoc tuyén dung
1. Nghia vu:
- Hoan thanh nhiém vy da cam két trong Hop dong lam viéc.

- Qhép hanh ndi quy, quy ché cua don vi, ky luat lam viéc, va cac quy dinh tai Piéu 16, Piéu 17, Piéu 18 va
Piéu 19 cua Luat Vién chuec.

- Chap hanh viéc xur 1y ky luat va bdi thudng thiét hai theo quy dinh ctia phap luat.

- Chép hanh viéc diéu dong khi don vi sy nghiép c6 nhu cau.

2. Quyén loi:

- Pugc hudng cac quyén loi quy dinh tai Diéu 11, biéu 12, Diéu 13, Diéu 14 va Diéu 15 Luat Vién chic.
- Phuong ti€n di 121 1am VIEC (5): covieriiiiiieiieeieee et

- Chirc danh nghé nghiép duoc bd nhidm (MA $8) (6): c..vvevveeeeeeeeeeeeeeeeeeeeeeeeeeeeen

Bac: ... Hé sb JUONE oot eaaee s

= Phy CAP (NEU €O) ZOM (7): v

dugctrd ............... 14n vao cac ngay ............ Vangay .............. hang thang.

- Thot gian tinh nAng BAC THONE: ...eecvvieeiieeieeeeeee e

- Khoan trd NZ0A1 IWONE.....cuviiiiie ettt e e e
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- Puoc hudng cac philc L01: .oeeeeiiieiieceece e e

- Puoc huong cac khoan thudng, nang bac luong, thi thing hang chirc danh nghé nghiép, dao tao, bdi dudng
chuyén mon nghié¢p vu, thuc hién nhiém vu hop tac khoa hoc, cong ngh¢ vdi cac don vi trong hodc ngoai nudc
theo quy dinh cla PhAP TUAL (9): .eeeeeiee ettt et sttt e st e st e e bt e s naeeneeas

- Puoc hudng cac ché do thoi viée, tro cap thoi viée, boi thuong theo quy dinh cta phap luat vé vién chc.
- C6 quyén dé xuat, khiéu nai, thay d6i, d& nghi chim dat Hop dong 1am viéc theo quy dinh cua phap luat.
- Nhiing thda thudn Khac (10) ....cooeieiieiiiee e

Piéu 4. Nghia vu va quyén han ciia Nguwoi ding diu don vi sw nghiép

1. Nghia vu:

- Bao dam viéc 1am va thyc hién day du nhitng diéu di cam két trong Hop ddng lam viéc

- Thanh toén day du, dung thoi han cac ché do va quyén loi ciia ngudi duoc tuyén dung da cam két trong Hop
dong lam viéc.

2. Quyén han:

- Diéu hanh nguoi duoc tuyén dung hoan thanh cong viéc theo hgp dong (B tri, diéu dong, tam dinh chi cong
tac...).

- Cham dit Hop dong 1am viée, ky luat ngudi duoc tuyén dung theo quy dinh cta phép luat vé vién chic.
Piéu 5. Piéu khoan thi hanh

- Nhitng van dé vé quyén loi, nghia vu va trich nhiém cta vién chirc khong ghi trong hop dong lam viée nay
thuc hién theo quy dinh cua phap luat vé vién chirc.

- Hop dong nay 1am thanh 03 ban c6 gié tri ngang nhau, don vi su nghiép ky hop dong giit 02 ban, vién chiic

duogc ky hop dong giir 01 ban va hop ddng c6 hiéu luc tir ngay ....... thang....nam .......
Hop dong nay lam tai .............ccoooooiiiiiiieeeeeiiii, ,ngay .....thang ...... nam ..............
Nguoi duge tuyén‘dung va Ngudi dirng diu don vi sy nghi¢p
ky két hgp dong (Ky, ghi ro ho va tén, dong dau)

(Ky, ghi r6 ho va tén)

HUONG DAN GHI MAU

HQP PONG LAM VIEC KHONG XAC PINH THOI HAN
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1. Ghi cu thé tén don vi su nghiép.

2. Ghi cu thé s6 nha, phé, phuong (thon, xa), quan (huyén, thi x3a), tinh, thanh phé thudc tinh hoac Trung vong.
3. Ghi cu thé nhiém vu phai ¢dam nhiém.

4. Ghi cu thé s gio 1am viéc trong ngy, hodc trong tuan, hodc 1am viéc theo gio hanh chinh.

5. Phuong tién di lam vi¢c do don vi ddm nhi€ém hodc vién chtrc tu lo.

6. Ghi cy thé chirc danh nghé nghiép duoc bd nhiém, mirc lwong chinh, hinh thirc tra lvong (lwvong thoi gian,
khoan...).

7. Ghi cu thé ty 18 % céac phu cap (néu c6) nhu: Khu vuc, truot gia, doc hai, thu hat, thAm nién, trach nhiém v.v...

8. Ghicu :ché quyén loi bao hiém x4 hoi va tro cap khac ma vién chirc duoc hudng. Vi du: Puoc hudng quyén
191 bao hiém xa hoi theo ché dd hién hanh ctia Nha nudc.

9. Ghi cu thé vién chtrc duoc hudng quyén loi nao da néu trong muc nay.

10. Nhimng thoa thuan khac thuong la nhing thoa thuan khuyén khich va ¢6 lo1 hon cho vién chirc nhu: Nhing
vét dung ré tién mau hong, khi hu hong, mat, khong phai dén bu, thuc hién t6t Hop dong lam viéc duoc di du
lich, nghi mat, tham quan khong mat tién, dugc huong luong thang thr 13, 14, duge nghi phép thém vai ngay
dén mot tudn, tai nan rui ro ngoai gid lam viée duge trg cip thém mot khoan tién, dugc ting qua ngay sinh
nhat,..../.
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