BO GIAO DUC & PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HOC DUY TAN Péc lap - Tw do - Hanh phiic
Sé: 3H4Z./QD-DHDT Pa Ning, ngay ar thing 4 nim 201F
QUYET PINH

Ban hanh Quy dinh vé Tuyén sinh, dao tao, to chiic thi
va cap ching chi itng dung CNTT

HIEU TRUONG TRUONG PAI HOC DUY TAN

Cén ctr Quyét dinh sb 666/TTg ngay 11/11/1994 ctia Thi tuéng Chinh phu vé viéc thanh
1ap Truong Dai hoc Dén 14p Duy Tén;

Cén ctr Quyét dinh s6 1704/QD-TTg ngay 02/10/2015 ctia Thii tuéng Chinh phi vé vige
chuyén ddi loai hinh cia Trudng Pai hoc Duy Tén;

Cén ctt Quyét dinh s§ 7655/QD-UBND ngay 14/10/2015 ctia Cht tich Uy ban nhan dén
thanh phé Da Ning vé viéc cong nhin Quyén Hiéu truong Truong Pai hoc Duy Tan;

Cin ct Thong tw s6 03/2014/TT-BTTTT ngay 11/03/2014 ctia B6 Thong tin va Truyén
thong vé viéc Quy dinh Chuén k¥ ning st dung cong nghé thong tin, dén moi td chirc va cac
ca nhéan;

Cin ctr Thong tu lién tich s6 17/2016/TTLT-BDGDT-BTTTT ngay 21/6/2016 ctia Bo
trudng BO Gido duc va Bao tao; BY truéng Bo thong tin truyén thong vé viéc quy dinh t chic
thi va cip ching chi tmg dung cong nghé théng tin;

Theo dé nghi ctia Trung tam Tin hoc,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy dinh vé Tuyén sinh, dio tao, t6 chic
thi va cip chtng chi ing dung CNTT”.

Piéu 2. Quy dinh nay c6 hiéu luc ké tir ngay ky. Cac quy dinh trudc dy trai véi quy
dinh nay khong con hi€u lyc thi hanh.

Piéu 3. Trung tdm Tin hoc, Phong T chirc, Phong Ké hoach Tai chinh, Vin phong

Trudng va cac don vi cé lién quan chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhin: KT. HIEU TRUONG
i U TRUONG

- Nhu Diéu 3
-Luu: VT.




BO GIAODUC VA PAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HOC DUY TAN Poc lap — Tu do — Hanh phic

QUY PINH
Ban hanh Quy dinh vé& Tuyén sinh, dao tao, tb chirc thi va cAp chimg chi tng dung CNTT
(Ban hanh kém theo Quyét dinh s6 SFEZOD-DHDT
ngay A1-thing ZZ4-nam 20Zd. cua Hiéu trucng Truong Pai hoc Duy Tdn)

I. QUY PINH VE TUYEN SINH
1. Trung tdm thudng xuyén Tuyén sinh cac 16p ching chi Ung dung Cong nghé Théng
tin Co ban va Nang cao;
2. Thoi gian td chirc khai giang phu thudc vao s luong dang ky, tdi thiéu 25 hoc vién;
3. DPbi tuong 14 hoc sinh, sinh vién va bd d6i xuét ngii néu diing ky ca hai khéa co ban va
nang cao thi dugc mién gidm 20% hoc phi;
4. Hoc vién ghi danh cin hoan thanh céc hé so sau:
e Don ding ky theo mau;
e Hai (02) 4nh 4cm x 6¢cm theo kiéu anh chimg minh nhan dén dugc chup khong qué 06
thang trudc ngay dang ky du thi; mat sau ctia anh ghi 6 ho va tén, ngay, thang, nam
'sinh, noi sinh;
e Ban sao mdt trong céc gidy to: ching minh nhan dan, thé cin cude cong dan, ho chiéu
hoic gidy khai sinh kém theo 01 gidy t& c6 anh dong déu giap lai.
5. Hoc vién ghi danh phai dong 100% hoc phi theo quy dinh;
6. Hoc vién dugc phép ddi 16p hoc néu tring lich hoc ciia hé théng MyDTU (sinh vién
Duy T4n) hodc lich 1am viéc c4 nhan (d6i véi can bd cong chirc);
7. Hoc vién duoc hoan tra hoc phi sau khi ghi danh néu c6 1y do chinh dang khong thé
theo hoc 16p da dang ky s& giai quyét nhu sau:
e Trong thoi han 15 ngay ké tir ngay thu hoc phi (ngdy trén hoa don), Trung tim hoan
tra va khau trir 3% vao téng hoc phi di dong;
e Trong thoi han 15 ngy tiép theo, Trung tAm hoan tra va khiu trir 5% vao téng hoc phi
da dong;
e Sau thoi han 30 ngay ké trén, Trung tdm chdm dut viéc hoan tra hoc phi va khong giai
quyét hoan tra hoc phi véi bat ky Iy do gi;
8. Trong truong hop sb lwong hoc vién khong dam bao mo 16p, Trung tam s€ thong bao
va hoan tra lai hoc phi;
9. Hoc vién chi dugc bao luu trong vong 06 thang so vdi thoi gian khai giang cua 16p da
ghi danh va phai ndp don xin bao luu;




10. Thi sinh du thi cAp chtng chi tng dung CNTT nang cao phai c6 ching chi ing dung
CNTT co ban;

11. Sinh vién dugc mién khao sat tin hoc déu ra tai truong Pai hoc Duy T4n néu c6 ching
chi Ung dung CNTT ning cao do Trudng Pai hoc Duy Tan cp theo quy dinh cta B Giao
duc va Pao tao;

12. Trung tdm khong tb chirc thi d6i véi thi sinh tu do.

II. NHUNG QUY PINH CAN BIET VE CHUNG CHI UNG DUNG CNTT
1. Giéi thi¢u vé Chirng chi Ung dung CNTT

e Chung chi Ung dung CNTT la Chang chi Tin hoc méi dugc Bd Gido Duc Pao Tao
ban hanh theo quy dinh ctia Théng tu s6 03/2014/TT-BTTTT, nhdm muc dich d4nh gia va xac
nhin nang luc st dung Tin hoc ctia ngudi sé hitu trong giai doan hoi nhap.

e Day dugc xem 13 1 Chiing chi rat quan trong hién nay, c6 strc anh hudng dén moi d6i
twong tr Hoc sinh-Sinh vién dén céan bo-nhan vién. S6 hitu Chimg chi Ung dung CNTT khéng
chi d& cap nhat nhitng kién thirc Tin hoc mdi hién nay ma con nham dép tng nhiing yéu cu
tir nha trudng (xét tot nghiép) hodc tir co quan (thi tuyén, ning ngach...)

e Ngudi dd c6 mot trong céc loai ching chi tin hoc ing dung A, B, C da cép trudc day
thi ¢ gia tri twong duong chimg chi tng dung CNTT co ban (theo Khoan 2, Piéu 23 cta
Thong tu 17/2016/TTLT-BGDDT-BTTTT ngay 21/6/2016).

e Tur ngay 10/8/2016, s& khong tb chiic dio tao cip ching chi tin hoc tng dung A, B, C
nira (trir nhitng khéa dao tao trién khai truéc 10/8/2016), chi td chirc dio tao dé sat hach cip
ching chi tng dung CNTT co ban hoic nang cao (Theo cong vin s 6078/BGDDT-GDTX
ngay 13/12/2016 cua B Gido duc va Dao tao).

o Dbi v6inhitng ngudi chua dap tmg yéu ciu quy dinh vé chudn CNTT (dic biét 1a nguoi
tham gia tuyén dung méi, CBCCVC) thi phai c6 ching chi tng dung CNTT co ban hoic ning
cao (Theo quy dinh mé1).

2. Phén loai Chitng chi Ung dung CNTT:
C6 hai loai Ching chi dugc ban hanh, 14 Chimg chi Ung dung CNTT co ban va Chiing
chi Ung dung CNTT néng cao.

3. Théng tin vé khéa hoc:
3.1. Chwong trinh Ung dung CNTT co ban
Pbi twong hoc ching chi ing dung CNTT co ban
« TAt ca moi hoc vién chua biét sir dung may tinh.
o Nhéan vién van phong.
« Hoc sinh, sinh vién, ...
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« Hoc vién mudn cé dwgc ching chi tmg dung CNTT co ban
No6i dung chuong gém 06 md dun:
« M6 dun k¥ ning 01 (M3 IUO1): Hiéu biét v& CNTT co ban
M6 dun k¥ ndng 02 (Ma IU02): S dung may tinh co ban
M4 dun k¥ ndng 03 (Ma IU03): Xur ly van ban co ban
M6 dun k¥ nang 04 (Ma IU04): Str dung bang tinh co ban
Mo dun k¥ ning 05 (M3 IU05): Str dung trinh chiéu co ban
e MO0 dun k¥ nang 06 (Ma IU06): Str dung Internet co ban
Quyén loi cia hoc vién khi tham gia khoa hoc
« Pugc hoc truc tiép trong phong may tinh
« Giang vién nhiéu kinh nghiém, tin tim
« Chuong trinh ludn cép nhat kién thirc méi
« Gido trinh, tai liéu hoc tap phat mién phi
Hoc phi, thoi gian
« Hoc phi khoa hoc: 626.000 vnd/Khoa
o Thoi gian hoc: tr 2,5 - 3 thang
Két qua sau khi hoan thanh khoa hoc
e Thanh thao k¥ ning g ban phim bang 10 ngodn.
o Nim virng nhitng kién thirc co ban v& may tinh va hé diéu hanh Windows.
o Sir dung thanh thao va khai thac hiéu qua cic phdn mém thong dung nhét cia
cong tac van phong: Microsoft Word, Microsoft excel, Microssoft PowerPoint
o Gidi quyét hiéu qua nhanh chong nhitng tinh hudng gip phai trong cong viéc
hang ngay hay trong qua trinh st dung may tinh.
e Tao hiéu tng trinh dién hinh anh, 4m thanh va phim minh hoa
trong PowerPoint.
¢ Khai thac thong tin trén Internet, bao mat va phong chéng Virus
e Du kha ndng tham gia ky thi Chiing chi itng dung CNTT co ban.

3.2. Chwong trinh Ung dung CNTT néng cao
Pdi twong hoc tin hoc ning cao
e D3 co6 Ching chi ing dung CNTT co ban
N6i dung chwong trinh hoc tin hoc ning cao gdm 03 mé dun:
e Mo dun ky nang 07 (Ma [U07): Xt ly van ban nang cao
e MOJ dun k§ ndng 08 (Ma [U08): St dung bang tinh nang cao
e MO0 dun ky ndng 09 (Ma IU09): St dung Hé quan tri co s& dit liéu
Quyén lgi ctia hoc vién khi tham gia khéa hoc
e Duoc hoc truc tiép trong phong may tinh



e Giang vién nhiéu kinh nghiém, tin tdm

e Chuong trinh ludn cap nhat kién thirc méi

e Giéo trinh, tai lidu hoc tip phat mién phi
Sau khi hoan thanh khoéa hoc Ching chi tng dung CNTT nang cao

e S dung thanh thao cc k§ ning ning cao trong soan thdo, xir Iy va in 4n vin

ban

e Nim vitng cac k§ thuat xi Iy nang cao trén Excel

e (6 thé tao ra cac tmg dung bang phin mém Microsoft Access

e Du khd ndng tham gia ky thi Chung chi itng dung CNTT nang cao.
Hoc phi, thoi gian:

e Hoc phi khoéa hoc: 770.000 vnd/Khoa

» Thoi gian hoc: tir 2,5 - 3 thang

III. QUY PINH VE PAO TAO

1. Trung tdm s& t6 chirc khai giang va phd bién cac ndi quy, quy dinh cia B6 GD&DT,
cua trrong va cua Trung tdm, cling nhu ndi dung chwong trinh va thoi gian hoc.

2. Hoc vién s& duoc cip phat tap bai giang mién phi va thé hoc vién tai 16p hoc trong 3
budi hoc dau tién do can bd ctia Trung tAm phit.

3. C4Am vao 16p: hoc vién khong c6 Thé hoc vién s& khong dugc vao 16p hoc.

4. Cam thi: hoc vién ving hoc véi s6 budi 16n hon 50% s& budi hoc/ loai ching chi sé& bi
c&m thi va bat budc phai ndp hoc phi va hoc lai tir dAu.

5. Quy dinh vé dé thi ing dung CNTT

a. Quy dinh chung

e D& thi gdm 02 bai thi: bai thi tric nghiém (30 phat) va bai thi thuc hanh (90 phut);
thi trén may tinh co6 ndi mang LAN (c6 may chu ndi b lvu trit). Hai bai thi nay 1a bét budc,
duoc thuc hién lién tiép;

e Bai thi tric nghiém do phén mém tao ra tir ngan hang cau hoi thi, duoc chim tu dong;

e Bai thi thuc hanh do Ban Dé thi xiy dung, két qua bai thi thuc hanh do Ban Chim
thi chdm va dwgc huu vao cic tép trén may chil cia mang LAN.

b. Pé thi tmg dung CNTT co ban duoc xiy dung trén co s& tdng hop kién thic, k§ ning
cta du 06 mo dun k¥ ning co ban cia Chuin k§ ning sit dung CNTT quy dinh tai Khoan 1
Diéu 2 Thong tu s6 03/2014/TT-BTTTT.

c. Pé thi tmg dung CNTT nang cao dwoc x4y dung trén co s& kién thirc, k§ ning mbi mo
dun ning cao ciia Chun k¥ ning st dung CNTT quy dinh tai Khoan 2 Piéu 2 Théng tu sb
03/2014/TT-BTTTT.

d. Cung tmg dé thi

e D& thi tric nghiém duoc phin mém tao ra tir ngén hang cau héi thi;
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o D¢ thi thuc hanh do Ban P& thi bién soan, dwoc ma hoa va ban giao cho Ban Coi thi
theo ding quy dinh,;

6. Quy dinh vé trach nhiém cia thi sinh

e C6 mit tai dia diém thi ding ngay, gid quy dinh. Thi sinh dén mudn 10 phat k& tr
thoi diém tinh gio 1am bai s& khong dwogc du thi.

e Xuét trinh gidy chimg minh nhan dan, thé hoc vién hodc ho chiéu, thé dang vién, gidy
phép 14i xe, thé hoc sinh, sinh vién con hiéu lyc hodc gidy t& c6 anh kém theo ddu giap lai
trén anh trudc khi vao phong thi.

e Ngbi dung vi tri theo s6 béo danh quy dinh trong phong thi; ky tén vao danh séach thi
sinh du thi timg bubi thi.

e Chi dugc mang vao phong thi gidy t& tiy than va cac vét dung phuc vu lam bai thi
theo quy dinh.

e Khong duoc mang vao phong thi vil khi, chit giy nd, giy chay, db udng c6 cdn, tai
lidu, thiét bi truyén tin hodc chira thong tin c6 thé loi dung gian l4n trong qua trinh lam bai
thi.

e Trong thoi gian 1am bai thi khong dugc trao dbi, ban bac, quay cop bai thi va phai
giit trat tu; khi mudn c6 ¥ kién hodc mudn ra ngoai phong thi phai xin phép gidm thi va chi
dugc phat biéu ¥ kién hoic ra ngoai phong thi khi giam thi trong phong thi cho phép; khi c6
su viéc bét thuong x4y ra, phai tudn theo huéng dan cta gidm thi.

e Nhén d@ thi va 1am bai thi trén may tinh.

e Ky xé4c nhén vao Phiéu tham gia du thi.

e Khi c6 hiéu lénh hét gio 1am bai, tit ca thi sinh dimg 1am bai va thuc hién cac thao
tac theo huéng din ctia gidm thi.

e Sau khi hét gid thi, thi sinh chi rdi phong thi khi dugc phép cua giam thi trong phong
thi.

e Néu vi pham quy ché thi thi tiiy theo mitc d9, thi sinh s& bi ky lut bang c4c hinh thic
tir canh céo dén dinh chi thi hodc huy két qua bai thi.

7. Quy dinh vé chim thi va danh gia két qua

e Viéc chim thi do Ban Chim thi thuc hién;

e MJi bai thi thuc hanh phai dugc hai giam khao chim doc l4p, ghi diém riéng theo s6
phach vao phiéu chdm thi, giao cho Trudng Ban Chim thi. Néu diém sb cua hai giam khao
gidng nhau thi hai ngudi ghi diém vao bai thi va cung ky tén. Néu diém sé cua hai giam
khao chénh nhau thi hai nguoi thao luin chdm lai. Néu sau khi chim lai van khong théng
nhat thi bio cao Truéng Ban Cham thi xem xét, quyét dinh;

e Bang ghi diém theo s6 phach ndp cho Ban Thu ky phai ¢6 chit ky cia ca hai giam
khao va Truong Ban Chim thi;
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e Trudng Ban Ché4m thi chiu trach nhiém vé két qua chdm thi va trinh Chu tich Hoi
ddng thi phé duyét két qua.

e Dénh gia két qua: Thi sinh c6 tdng diém hai bai thi dat tir 50% s6 diém tré 1én dbi
v6i bai thi tric nghiém va bai thi thue hanh thi dugc cong nhén dat yéu cau va duoc cip
chung chi;

8. Hoc vién dwgc thi tot nghiép 01 1dn chinh va 01 lan phu. Néu sau 14n thi phuy, hoc

vién khong Pat phai hoc lai toan bd Chuong trinh.

9. Thoi gian to chitc thi:

e Ngay gio thi cu thé, Trung tdm s& thong bao trénWebsite.

e Nhirng thi sinh chinh khoa lién hé Trung tAm dé kiém tra thong tin thi sinh va bd sung
nhiing giéy t& can thiét (néu co).

e Nhiing thi sinh thi lai, phai dang ky du thi va nop 18 phi thi trudc ngay thi 10 ngay dé
Trung tdm lén danh sach du thi.

IV. QUY PINH VE CAP CHUNG CHI

1. Thoi gian nhin Ching chi: tir thit 2 dén thit 6 hang tuin

Budi sang: tir 7h30 dén 10h30;
Budi chiéu tir 13h30 dén 16h30.

. Thu tuc nhin Chirng chi
Hoc vién phai xem quyét dinh danh sach tdt nghiép dé biét 16p cap ching chi.
Pem theo thé hoc vién hoic ban photo CMND kém ban CMND gbc dé dbi chiéu.
Ky x4c nhan vao sb giao nhan ching chi.
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Trong trudng hop nho nhén thay phai c¢6 gidy tiy quyén, ¢6 xac nhan cta dia phuong
kém thé hoc vién, ban photo CMND ctia ngudi iy quyén va ngudi nhéan thay.

3. Cép ban sao, gidy xac nhan

o Trong thoi gian chd nhan Ching chi tot nghiép, hoc vién cé quyén dé nghi Trung tim
cép gidy Ching nhén t6t nghiép tam thoi ¢é hd trg xin viéc lam. Hoc vién dang ky tai gido
vu, dé lai thong tin va sb dién thoai. Sau khi c6 Giéy chirng nhédn tam thoi, Trung tdm s€ lién
lac va goi cho hoc vién trong thoi gian sém nhat.

o Truong hop hoc vién mit ban gbc chimg chi tin hoc, hoc vién lam don bao mét cé
x4c nhan cta cdng an va lam don xin cip lai gidy Ching nhén t6t nghiép c6 gia tri twong
duong gdi Trung tam kém ban photo CMND c6 cong chung.

4. Thii tuc diéu chinh thong tin trén Chitng chi

e Truong hop hoc vién mudn chinh stra thong tin ca nhan bi sai trén Ching chi, hoc
vién c6 thé viét Pon goi Trung tAm xin chinh sira ndi dung, kém theo cc gidy t& minh ching
thong tin dung c6 cong ching.

Hoc vién, can bd quan ly, gido vién nghiém tic thyc hién ding quy dinh nay.




Quy dinh c6 hiéu luc ké tir ngay ky.

Trong qua trinh hoc tap, hoc vién ¢ thic méc vui long phan héi thong tin qua dia chi:
Email: dangngoctrung@duytan.edu.vn

Hoic lién lac sé dién thoai: 0985.001.291 gip Thiy Trung, Giam déc Trung tim

PHO HIEU TRUONG
PGS.TS Lé Ddc Toan




