SO GIAO DUC VA PAO TAO SOC TRANG  CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT HOANG DIEU Poc 1ap — Tu do — Hanh phiic

S6: 18 / QD-THPT HD Soc Trang, ngay 19 thang 01 nam 2023

QUYET PINH
Ban hanh Quy trinh giai quyét thii tuc hanh chinh

HIEU TRUONG TRUONG THPT HOANG DIEU

- Can ctr Thong tu s6 32/2020/TT-BGDBT ngay 15 thang 9 nim 2020 cia Bo
Gi4o duc va Pao tao vé viéc ban hanh Diéu 1& trudong trung hoc co sé, trudong trung
hoc pho thong va truong trung hoc phd thong ¢6 nhiéu cip hoc;

- Cin ctt Ké hoach sb 13a/KH — THPTHD ngay 10/01/2023 cua truong THPT
Hoang Diéu vé Ké hoach thyc hién CCHC nam 2023.

Xét dé nghi cta T6 truong T6 Vin phong,
QUYET PINH:

Pi¢u 1: Ban hanh Quy trinh giai quyét thu tuc hanh chinh cua truong THPT
Hoang Diéu.

Piéu 2: Quyét dinh nay thay thé cho cac quy dinh trudc day vé thu tuc hanh
chinh.

Picu 3: Céac 6ng (ba) T6 truong chuyén mon, ké toan va cac ong (bd) cb tén &
diéu 1 chiu trach nhiém thi hanh quyét dinh nay ké tir ngay ky.

Noi nhin: HIEU TRUONG
- Toan trudng (dé thuc hién) .
- Bang Website
- Luu VP.




QUY TRINH GIAI QUYET THU TUC HANH CHINH
A. QUY TRINH CHUNG
Buéc 1. Hoc sinh chuan bi day di ho so theo quy dinh.

Buwéc 2. Nop ho so tai van phong trudng, can bo tiép nhan ho so kiém tra thanh phén,
tinh phép 1y va ndi dung ho so

- Truong hop hd so df?ly da, hop I¢ can bo tiép nhan ho so viét giéy hen cho
nguoi ndp ho so theo quy dinh.

- Truong hop hd so thiéu‘hoaic khong hop 16 can bo tiép nhan hd so huéng dan
nguoi ndp ho so bo sung cho day du.

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

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

- Ngudi nhan kiém tra lai két qua giai quyét thu tuc hanh chinh, néu phat hién
co sai sot hoac khong dung thi yéu cau di€u chinh lai cho ding.

B. QUY TRINH THU TUC CU THE
I. Rut ho so, hoc ba
1. Trinh tu:

Buéc 1: Hoc sinh hoac PHHS dén van phong truong, xin mau don rat hd so
ghi hoan chinh, ngp cho can b ti€p nhan tai van phong truong. (Gdp co Ly Viét
Thang). (Mau 1)

Buéc 2: Can bo tiép nhan kiém tra ndi dung don, ra phiéu hen tra ho so, hoc
ba.

Buwde 3: Bung hen hoc sinh 1ié€n hé can bd phu trach dé nhan ho so, hoc ba.
(C6 thé lién hé qua dién thoai trudc xem da co két qua chua).

2. Thoi gian thwe hién: Cham nhat 01 ngay ké tir khi tiép nhan yéu cau.
I1. Hoc sinh chuyén truong dén
1. Trinh tu:

Buée 1: Hoc sinh hoic PHHS dén vin phong trudng ndp hod so chuyén dén
cho céan b ti€p nhan tai van phong truong.

Ho0 so xin chuyén truong gom co:


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau1

- Pon xin chuyen truong do cha me hodc nguoi giam ho ky (theo mau 2).
Trong d6 co y kién chap thuan cta Hiéu truong truong THPT xin chuyén di.

- Hoc ba (photo) hodc phiéu xac nhan két qua (ban chinh).
- Giay gidi thiéu chuyén truong do hidu trudng nha trudng noi di cép, gidi
thi€u cua S& Gido duc va Dao tao noi di. (Neu chuyén ngoai tinh).

- Ho khau hoic giéy chirng nhan tam tra dai han hoac Quyét dinh diéu dong
cong tac cua cha hodc me, hodc nguoi giam ho tai noi s€ chuyén dén. (doi voi nhitng
hoc sinh chuyén noi cu tru tu tinh, thanh pho khdc dén). (Néu co).

Bwdce 2: Can bo tiép nhan kiém tra hd so

+ Néu hop 1¢: Cap nhat vao s6 chuyén dén va bao cho Hiéu truong dé 1am tha
tuc trinh S& GDDT.

+ Néu hoé so chwa hop 1é: Huong dan PHHS tiép tuc hoan thanh hd so.
2. Thoi gian thuc hién:

Sau khi duoc S6 GDPT chap thuan sé& thong bao cho PHHS bang dién thoai.
I11. Hoc sinh chuyén trwong di

1. Trinh tu:

_ Budrc 1: Hoc sinh hoac PHHS dén vin phong truong xin mau don chuyén di.
(Mau 2)

Buéc 2: Hoc sinh hoac PHHS dén truong can chuyén dén trinh don xin chuyén
truong, néu dong y tiep nhan, Hiéu trudng ky vao don xin chuyén truong, hoc sinh
hodc PHHS mang don d¢ tr¢ lai van phong truong THPT Hoang Digu.

Budc 3: Van phong truong cho hoc sinh hoac PHHS rat ho so, va cap nhat
vao 6 chuyén di, photo gitr lai gidy chuyén truong, cap gidy gioi thiGu dén S¢ GD-
DT va truong chuyén dén.

Buéc 4: Hoc sinh hodc PHHS mang hoé so hoc ba dén S Gido duc xin glay

ching nhén tring tuyén 16p 10, gidy gidi thiéu dén S& GD-DT cua truong chuyén
dén (néu chuyén ngodi tinh).

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

2. Thoi gian thuc hién

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

+ Néu don chua duoc ky tiép nhan, huéng dan PHHS hoan thién h so.
IV. X4c nhén két qua hoc tip


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau2

1. Trinh tu:

~ Buéc 1: Hoc sinh hoac PHHS dén vin phong truong nop don xin xac nhan
ket qua hoc tap cho can bo tiep nhan tai van phong truéng. (mau 3).

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

Bud'e 3: Dung hen hoc sinh hodc PHHS lién h¢ van phong truong dé nhan két
qua (co thé lién hé qua dién thogi truoc xem da co ket qua chuay).

2. Thoi gian thuc hién:

01 budi lam viéc ké tir khi tiép nhan yéu cau.
V. Xac nhan hgc sinh dang hgc tai trwomg

1. Trinh ty:

Budre 1: Hoc sinh ¢6 nhu ciu x4c nhan dang hoc tai trudong, lam don xin xac
nhén (theo mau 4), ndp cho cén bo phu trach van phong truong.

Buéc 2: Can bo phu trach kiém tra ndi dung don, ra phiéu hen tra két qua.
Buwéc 3: Bang hen hoc sinh lién hé vin phong truong dé nhan két qua.
2. Thoi gian thyc hién:
Giai quyét ngay trong budi 1am viéc.
VI. Nhan bang tot nghiép THPT
1. Trinh tu:

Buéc 1: Hoc sinh hoac PHHS lién h¢ Van phong trudong, xuit trinh gidy to
tuy than (CCCD); Giay uy quyén néu la PHHS.

Burée 2: Can bg vin phong kiém tra danh séch, doi chiéu CCCD, néu hop 18
cho hoc sinh hoac PHHS ky nhan vao so6 cap phat bang.

2. Thoi gian thue hién:
01 budi lam viée

VII. X4c nhan hoan thanh chwong trinh THPT
1. Trinh ty:

Budre 1: Hoc sinh hodc PHHS ¢6 nhu cau x4c nhan hoan thanh chuong trinh
THPT 16p 12, lam don theo (mau 5) va (mau 5a), ndp cho can bd phu trach van phong
truong.

Buwéc 2: Can bo phu trach kiém tra ndi dung don, ra phiéu hen tra két qua.
Buwéc 3: Ding hen hoc sinh hodc PHHS lién hé van phong trudng dé nhan két
qua.

2. Thoi gian thue hién:


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau3
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau4
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau5
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau5a

01 ngay lam viéc, ké tir khi tiép nhan don yéu cu.
VIII. Chinh sira thong tin trén bing tot nghiép THPT
1. Trinh tu:

Buéc 1: Hoc sinh hodc PHHS can chinh sira bang THPT, lién hé vin phong
treong lam don (theo mau 6).

Budc 2: Hoc sinh hodc PHHS mang hé so dén S6 GDPT noi cap phat bang
TN THPT d¢ diéu chinh.

Hb so gém:
- Pon xin diéu chinh bang THPT.
- Bang TN THPT (ban chinh).
- Giy khai sinh, Quyét dinh diéu chinh khai sinh hoic gidy to ching minh.
-CCCD
IX. Gido vién nghi phép (kham chira bénh, giai quyét viéc riéng)
1. Trinh tu:

Buéce 1: Gido vién c6 nhu 9§u nghi phép lién hé van phong truong lam don
xin phép (theo mau 7), trinh cho t6 trudng chuyén mon ky duyét.

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

Buéc 3: Gido vién ndp don cho van phong truong dé cap nhat theo ddi.
2. Thoi gian thuce hién: Trude khi nghi phép 01 ngay

Hoc sinh hodc cha me ¢6 thé lién h¢ trude qua s dién thoai sau: 02993822858
hodc (gap Co Ly Viét Thang, T6 truong To van phong).


http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau6
http://thpttramchimdt.edu.vn/quy-che/mau-van-ban/thu-tuc-hc#Mau7

