SO GD VA BT QUANG NGAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT SO 1 NGHIA HANH DPéc 1ap - Tu do - Hanh phuc

S6: 66/QD-NH1 Nghia Hanh, ngay 31 thang 12 nam 2021

o QUYBINH
QUY TRINH GIAI QUYET THU TUC HANH CHINH

l. QUY TRINH CHUNG

Buéc 1. Hoc sinh chuan bi day du ho so theo quy dinh.

Buéc 2. Nop ho so tai van phong truong (Cﬁ V0 Thi Thanh Tug¢, van thu nha
truong, DT: 035377 5005), can bo tiep nhan ho so kiém tra thanh phan, tinh phap
1y va nd1 dung ho so.

- Truong hop ho so day du, hop 1& can b tiép nhan ho so viét gidy hen cho
nguoi ndp ho so theo quy dinh.

_ - Truong hop hé S0 thiéu hodc khong hop 1€ can bd tiép nhan ho so hudng
dan nguoi ndp ho so bod sung cho day du.

Budc 3. Dung thoi gian hen, hoc sinh hoac PHHS dén vin phong truong dé
nhan két qua

~ -Khi dén nhan két qua giai quyét ngudi nhan phai tra lai gidy hen va ky vao
s0 tra két qua.

- Nguoi nhin kiém tra lai két qua giai quyet thu tuc hanh chinh, néu phat
hién c6 sai s6t hoac khong dung thi yéu cau di€u chinh lai cho ding.

* Thoi gian tiép nhén va tra két qua: tir thir 2 dén thir 6 hang tuan

- Budi sang: Tur 7h30 dén 11h00.
- Buoi chiéu: Tur 13h30 dén 17h00.

II. THU TUC RUT HO SO, HOC BA

1. Trinh tu:

Budéc 1: Hoc sinh hoac PHHS (mang theo CMND/CCCD, s6 ho khéu cé tén
cia PHHS va hoc sinh) den van phong truong, xin mau don rat ho so, ghi hoan
chinh, ndp cho can bo ti€p nhan tai van phong truong. (Gap c6 VO Thi Thanh
Tué, nhan vién Van thu, DT: 0353775005). (Mau 1a, 1b)

Bwée 2: Can bo tiép nhén kiém tra noi dung don, ra phiéu hen tra hé so, hoc
ba.

Bu:é’c 3: Bung hen hoc sinh lién hé can bd phu trach dé nhan hd so, hoc ba.
(Co thé lién h¢ qua dién thoai trude xem da co két qua chua).

2. Thoi gian thyc hién: Néu hod so hop ¢, day du sé tra hd so ngay trong
budi lam viéc ké tir khi tiép nhan yéu cau.

I11. THU TUC TIEP NHAN HQC SINH CHUYEN DEN
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1. Trinh ty:

Buée 1: Hoc sinh hoic PHHS dén vin _phong truong (DT: 0353775005, co
Tué, van thu nha trudng) ndp hd so chuyén dén cho can bd tiép nhén tai vin
phong truong.

Ho6 so xin chuyén truong gom co:

- Pon xin chuyen truong do cha me hodc nguoi giam ho ky (theo maiu 2)
Trong do co y kién chép thuin ctia Hiéu trudng trudng THPT xin chuyén dén
(THPT s6 1 Nghia Hanh).

- Hoc ba (ban chinh).

- Ban sao gidy khai sinh.

- Bang t6t nghiép THCS (ban chinh hodc gidy chung nhan tot nghiép tam
thot).

- Gidy chung nhan trang tuyén vao 16p 10.

- Bang xac nhan két qua hoc tap hoc ky I (néu chuyén truong di vao cudi
HKI)

- Gidy gidi thiéu chuyén truong do hi¢u trudng nha trudng noi di cap, gioi
thiéu vé cua S& Gido duc va Pao tao noi di cap. (Néu chuyén ngoai tinh).

- Gidy gidi thiéu chuyén truong do Hiéu trudng nha trudng noi di cap.

- Céac gidy to hop 1& dé huong ché d6 wu tién, khuyén khich trong hoc tap,
thi tuyén sinh, thi tot nghiép (néu co).

- HO khau hodc giéy chiing nhan tam tr( dai han hoac Quyét dinh diéu dong
cong tac cua cha hodc me, hodc nguoil gidm ho tai noi s€ chuyén dén. (doi véi
nhitng hoc sinh chuyén noi cu tru tur tinh, thanh pho khac dén). (Néu co).

Buéc 2: Can b tiép nhan kiém tra hd so

- Néu hop 1¢: Cép nlqlétrve‘lo ,sé chuyén dén va bao cho ,Ph(') Hiéu truéng phu
trach chuyén mon biét dé sap xép 1op hoc cho hoc sinh, cap gidy gioi thiéu cho
hoc sinh dén trinh dién GVCN vao hoc.

- Néu hd so chua hop 18: Hudng dan PHHS tiép tuc hoan thanh hd so.

2. Thoi gian thyc hién:

Néu h(‘A)‘so hop 1¢, day du sé thuc hién ngay trong budi lam viéc ké tir khi tiép
nhén yéu cau.

IV. THU TUC CHUYEN TRUONG PI

1. Trinh ty:

Buéc 1: Hoc sinh hoac PHHS dén vin phong truong (DT: 0353775005, co
Tué, van thu nha trrong) xin mau don chuyén di. (Mau 2)

Burée 2: Hoc sinh hodic PHHS (mang theo CMND/CCCD, 56 h$ khau c6 tén
cua PHHS va hoc sinh) dén truong can chuyén dén trinh don xin chuyén truong,
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néu dong v tiép nhan, Hiéu truong ky vao don xin chl}yén truong, hoc sinh hoac
PHHS mang don do tré lai van phong truong THPT s6 1 Nghia Hanh.

qul’é’C 3: qVén phong truong chg hoc siph hoac PHHS r1'1’t hd so, va célp nhat
vao s0 chuyn di, photo giir lai gidy chuyén truong, cap giay gioi thiu dén So
GD&DT va truong chuyén dén.

Buéc 4: Hoc sinh hoac PHHS mang hd so hoc ba dén S Gido duc va Pao
tao xin gidy ching nhén tring tuyén 16p 10 (neu la hoc sinh dang hoc lop 10,
chua dwoc cdp gidy chung nhdn tring tuyen vao 10), gidy gi6i thiéu dén So
GD&DT cua truong chuyén dén (néu chuyén ngoai tinh).

Buéc 5: Hoc sinh hoic PHHS ndp toan bo hd so cho truong chuyén dén dé
dugc nhap hoc.

2. Thoi gian thuc hién

- Néu don chuyén dén di duoc ky tiép nhan, giai quyét ngay trong budi lam
viéc.

- Néu don chua dugc ky tiép nhan, huéng din PHHS hoan thién ho so.

V. THU TUC XAC NHAN KET QUA HQC TAP

1. Trinh ty:

~ Buwéc 1: Hoc sinh hoac PHHS dén vin phong truong ndp don xin xac nhan
két qua hoc tap cho can bo tif:p nhan tai van phong truong (BT: 0353775005, cb
Tug, van thu nha truong) (mau 3).

Buwéc 2: Can b tiép nhan kiém tra ndi dung don, ra phiéu hen tra két qua.

~ Buwéc 3: Dung hen hoc sinh hodac PHHS lién h¢ van phong truong dé nhan
ket qua (co thé lién hé qua dién thoai trude xem da co két qua chua).

2. Thoi gian thuc hién:

Néu ho so hop 18, day du s& tra hd so ngay trong budi lam viée ké tir khi tiép
nhan yéu cau. Thoi gian tra két qua: to1 da 03 ngay lam viéc ké tir khi nhan don.

VI. THU TUC XAC NHAN PANG HQC TAI TRUONG
1. Trinh ty:

Bude 1: Hoc sinh ¢4 nhu cdu xac nhan dang hoc tai truong, lam don xin xac
nhan (theo mau 4a), ndp cho can bd phu trdch van phong truong (PT:
0353775005, ¢ Tué, van thu nha truong).

Buwée 2: Can bd phu trach kiém tra ndi dung don, ra phiéu hen tra két qua.
Budre 3: Pung hen hoc sinh lién hé vin phong trudong dé nhan két qua.
2. Thoi gian thuc hién:

Néu ho so hop I¢, day du sé& tra hd so (miu 4b) ngay trong budi lam viéc ké
tir khi tiép nhan yéu cau.

VIL. THU TUC RUT BANG TOT NGHIEP THPT
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1. Trinh ty:

Budée 1: Hoc sinh (mang theo CMND/CCCD) hodc PHHS (néu nhdn thay,
thi PHHS mang theo CMND/CCCD, s6 hé khau ¢6 tén ciia PHHS va hoc sinh)
lién hé Vian thu truong (PT: 0353775005, ¢d Tué, vin thu nha truong), xuat
trinh gidy chimg nhan t6t nghiép tam thoi hodc chimg minh nhan dan (CMND),
(c6 ho tén, ngdy thang nam sinh cta hoc sinh can rat bang tt nghiép).

Buwéc 2: Vin thu kiém tra danh sach, ddi Chiél} gidy chimg nhan t6t nghiép
tam thoi hoac chtrng mjnh nhéq dan (CMND), néu hop 1€ cho hoc sinh hoac
PHHS ky nhén vao so6 cap phat bang.

2. Thoi gian thyc hién:

Néu ho so hop 1¢, ddy du sé tra hd so ngay trong budi 1am viée ké tir khi tiép
nhén yéu cau.

VIII. THU TUC XAC NHAN HOAN THANH CHUONG TRINH
THPT

1. Trinh ty:

Buwdc 1: Hoc sinh hoac PHHS~ ¢4 nhu ciu xac nhan hoan thanh chuong trinh
THPT 16p 12, lam don theo (mau S5a), ndp cho can bd phu trach van phong
treong (PT: 0353775005, ¢0 Tué, van thu nha truong).

Buéc 2: Can bo phu trach kiém tra ndi dung don, ra phiéu hen tra két qua.

Buéc 3: Pung hen hoc sinh hoic PHHS lién hé vin phong dé nhan két qua
(Mau 5b).

2. Thoi gian thyc hién: Néu hod so hop ¢, day du sé& tra hd so ngay trong
budi lam viéc ké tir khi tiép nhan yéu cau.

IX. THU TUC XIN HQC LAI VAO LOP PAU CAP THPT
1. Trinh tuw

Quy dinh chung: Viéc xin hoc lai dugc thuc hién trong thoi gian he trudc
khi khai gidang nam hoc méi.

1.1. Truwdong hgp xin hoc lai tai truong cii:

- Hiéu truong nha truong cho phép nhap hoc sau khi da kiém tra hd so day
dua va hogp 1€.

- Ho so gom:

+ Pon xin hoc lai.

+ Hoc ba (Ban chinh);

+ Bang t6t nghiép THCS hoic gidy ching nhén tét nghiép THCS tam thoi;
+ Ban sao gidy khai sinh;
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+ Gidy chtng nhan trang tuyén vao 16p 10;

+ Gidy xac nhan cua chinh quyén dia phuong noi cu tri vé viéc chap hanh
chinh sach, phap luét cua nha nudce.

1.2. Truwdong hgp xin hoc lai tai treong khac:
HO so b sung va thu tuc thyc hién nhu ddi vai hoc sinh chuyén truong.
1.3. Truong hop xin hoc lai vao 16p diu cip trung hoc pho thong:

Budc 1: Ca nhan nop ho so theo quy dinh tai S& Gido duc va Pao tao (qua
phong Giao duc va Trung hoc).

- Néu ho so da day di, can bd Phong Gido duc Trung hoc sé tiép nhan.
- Ho so chua dat yéu ciu s& duoc hudng dan bd sung.

Budre 2: Giam dbc S Gigo duc va Pao tao xem xét, quyét dinh trén co s&
két qua thi tuyén hoac xét tuyén cua hoc sinh trude khi nghi hoc

2. Céach thire thuc hién

- Nop hd so truc tiép tar S& Giéo duc va Pao tao tinh Quang Ngai (Phong
Gi1do duc Trung hoc), dia chi: s6 58 Hung Vuong — Tp. Quang Ngai — tinh
Quang Ngai.

- Thoi gian tiép nhan hd so va tra két qua: vao giod hanh chinh cac ngay lam
viéc trong tuan tu thir 2 dén thir 6.

3. Ho so:

- Bon xin hoc lai, hoc sinh ky.

- Hoc ba ctia 16p hodc cap hoc di hoc (ban chinh).

- Bang tot nghiép ctia cap hoc dudi.

- Gidy x4c nhan cta chinh quyén dia phuong noi cu trai vé viéc chap hanh
chinh sach va phép luat cia nha nudc.

4. Thoi gian giai quyét

Tbi da 3 ngay lam viéc ké tir ngay nhan hd so hop 18.

Cin cir phap Iy ciia thit tuc hanh chinh: Quyét dinh s 51/2002/Qb-
BGDDT ngay 25/ 12{2002 cua Bo ‘Erué’ng B06 Gi4o duc va Pao tao VEé viéc ban
hanh Quy dinh chuyén truong va ti€p nhén hoc sinh hoc tai cac truong trung hoc
co s¢ va trung hoc pho thong.

5. Yéu céu, diéu kién
Hoc sinh xin hoc lai sau thoi gian nghi nhung con trong do tudi qui dinh cta
tung cap hoc.
X. THU TUC GIAI QUYET PON XIN PHEP CUA GIAO VIEN



1. Trinh tu:

Budce 1: Giao vién c6 nhu cag nghi phép lién h¢ van phong truong lam
don xin phép (theo mau), trinh cho t6 trrdng chuyén mon ky duyét.

Budc 2: Gido vién mang don dén trinh truc tiép cho Hiéu trudng xem xét
ky duyét.

Budc 3: Gido vién nop don cho vin phong truong dé cap nhat theo ddi.
2. Thot gian thuc hién: Trudc khi nghi phép 01 ngay.
XI. THU TUC XIN CAP LAI BAN SAO BANG TOT NGHIEP THPT
1. Trinh tu:

Ngudi dé nghi cap ban sao Bang t6t nghiép THPT lién hé v6i Vian phong
nha truong (PT: 0353775005, ¢é6 Tué, van thw nha truong) d& xin miu don
(MAu 8) dé viét day da noi dung theo don. Van thu nha truong béo céo lanh dao
nha truong, ddng thoi kiém tra, d6i chiéu thong tin voi hd so luu van bang,
chtng chi dé xac nhan, trinh lanh dao don vi ky xac nhan trong ngay.

a) Nguoi dé nghi cap ban sao van bang ndp truc tlcp hodc gui qua duong
buu dién 01 (mdt) bo ho so theo quy dinh tai khoan 1 Diéu nay cho co quan c6
tham quyén cap ban sao van bang, ching chi tu so gdc;

b) Ngay trong ngay tiép nhén yéu cau cap ban sao hodc trong ngay lam
viée tlcp theo, néu tiép nhan yéu cau sau 03 (ba) gio chlcu co quan cé tham
quyen cap ban sao vin bang chimg chi tur s6 gbc phai cap ban sao cho nguodi co6
yéu cau. Trong truong hop yéu cau cap ban sao tir s6 goc dugc gui qua buu dién
thi thoi han duoc xac dinh tir thoi diém co quan tiép nhan yéu cau cip ban sao
nhan du hd so hop 18 theo dau buu dién dén;

©) D01 v0i truong hop cung mot lic yéu cau cip ban sao tir nhiéu s6 gdc,
yéu cau ) lugng nhiéu ban sao, ndi dung van bang, chiang chi phirc tap kho
kiém tra, d6i chiéu ma co quan tiép nhan yéu cau cap ban sao khong thé dap tng
dugc thoi han quy dinh tai diém b khoan nay thi thoi han cap ban sao duogc kéo
dai thém khong qua 02 (hai) ngay lam viéc hodc dai hon theo théa thuan bang
van ban voi ngudi yéu cau cap ban sao.

d) Co quan c6 tham quycn cap ban sao van bang, chtng chi can cur s6 gbe
cip van bang, chtimg chi dé cap ban sao cho nguoi yéu cau; ndi dung ban sao
phai ghi theo ding ndi dung da ghi trong 5O goc. Truong hop khong con luu trir
dugc s6 gde hodc trong s0 gbc khong co thong tin vé noi dung yéu cau cap ban
sao hoic khong cip ban sao cho nguoi yéu cau thi co quan tlep nhan yéu cau cap
ban sao c6 trach nhiém tra 10i bang vin ban cho ngudi yéu cau va néu rd 1y do
theo thot han quy dinh.

2. Cach thuec hién:

- Nop hd so truc tiép tai Trung tdm Phuc vu hanh chinh cong, dia chi $6
54 Hung Vuong — Tp. Quang Ngai — tinh Quang Ngai.
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- Thoi gian tiép nhan hd so va tra két qua: Vao gio hanh chinh cac ngay
lam vi¢c trong tuan tur thir 2 dén thu 6.

3. Ho so:

Theo khoan 1, Piéu 31 cua Thong tu 21/2019/TT-BGDDT quy dinh Ho
so dé nghi cip ban sao van bang tir s6 goc gom:

a) bon dé nghi cap ban sao van bang, chtng chi, trong d6 cung cap céac
thong tin vé van bang, chtng chi di duogc cap;

b) Ban chinh hoac ban sao c6 chiing thuc gidy chirng minh nhan dan hoac
can cudc cong dan hodc ho chiéu con gia tri st dung dé nguoi tiép nhan ho so
kiém tra;

¢) Trudong hop ngudi yéu cau cap ban sao van bang, ching chi tir s6 gc
1a nguoi dai dién theo phap luat, ngudi dai dién theo Gy quyén cta nguodi dugc
cap ban chinh vin bang, chimg chi: Cha, me, con; vo, chf)ng, anh, chi, em rudt;
nguoi thira ké khac cua nguoi duoc cap ban chinh van bang, chung chi trong
truong hop nguoi do da chét thi phai xut trinh gidy Gy quyén (601 vO1 nguoi
duoc uy quyén) hodc gidy to chimg minh quan hé v6i ngudi duoc cip ban chinh
van bang, chtng chi;

d) Trudong hop nguoi yéu cau cap ban sao vin bang, ching chi tir s6 gbc
gui yéu cau qua buu dién thi phai giri ban sao c6 ching thuc gidy to quy dinh tai
diém a, b, ¢ khoan nay kém theo 01 (mot) phong bi dan tem ghi o ho tén, dia
chi nguoi nhan cho co quan co tham quyén cdp ban sao vin bang, ching chi tir
50 goc.

Trén day 1a nhitng quy dinh vé giai quyét cac thu tuc hanh chinh lién quan
dén hd so hoc sinh, vién chirc cua don vi. Nhitng van dé chua rd, hoc sinh,
PHHS lién hé v6i bo phan van phong nha truong (s6 dién 0353775005, cd VG
Thi Thanh Tué, van thu nha truong) hodc lién hé qua s6 dién thoai 0918084312
(thdy Lé Van Triéu — Hiéu trudng), so dién thoai 0935953977 (thdy Chu Anh
Tuén — Pho Hiéu trudng) dé duoc hudng dan giai quyét./.

Noi nhén: HIEU TRUONG
- S6 GD&DT (b/c);

- Lanh dao nha truong;

- Ban dai dién CMHS;

- Vin thu nha truong;

- Dang tai website truong;

- Luu: VT, Vitt. Lé Vin Triéu



