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HUONG DAN
QUY TR NH GIAI QUYET THU TUC HANH CHINH

1. Thi tuc mwon hd so hoc sinh

Bwéc 1: Hoc sinh hoic PHHS, gido vién dén vin phong nha trudng xin miu don muon
ho so, ghi hoan chinh, ndp lai cho can bd phu trach.

Budc 2: Can bd phu trach ti€p nhan kiém tra ndi dung don, ra phiéu hen, hoac cho muon
ho so, hoc ba.....va ky vao so theo doi muon ho so hoc sinh;

Budc 3: Dling hen hoc sinh hodac PHHS, gido vién lién h¢ can bd phu trach dé tra lai hod
so, hoc ba va ky tra.

Lwu y: néu la hoc sinh phdi mang theo thé hoc sinh, néu la phu huynh phdi mang
theo giay to tuy than va cac gidy to minh ching la phu huynh cua hoc sinh.

2. Rut ho so, hoc ba

Bwéc 1: Hoc sinh hoic PHHS dén vin phong trudng, xin mau don rat hd so ghi hoan
chinh, ndp cho céan bd ti€p nhan tai van phong truong.

Bwéc 2: Can bo tiép nhan kiém tra noi dung don, ra phiéu hen tra hd so, hoc ba.
Budc 3: Bung hen hoc sinh lién h¢ can bd phu trach dé nhan hd so, hoc ba.
Luuy:

+ Hoc sinh phai mang theo thé hoc sinh hoic chimg minh nhan déan, néu 13 phu huynh
phai mang theo gidy to tuy than va cac gidy to minh chiing 1a phu huynh ctia hoc sinh.

+ S6 dién thoai cta can bd phu trach ho so:
Co6 Mai Thi Loan: 098874305

3. Thii tuc xac nhin két qua hoc tap

Trinh tw

Buwéc 1: Hoc sinh hoic PHHS dén van phong truong ndp don xin xac nhan két qua hoc
tap cho can bd tiép nhan tai van phong truong.

Buwoe 2: Can bd tiép nhan kiém tra noi dung don, ra phiéu hen tra két qua. Can bo phu
trach vin phong trudong bao cho Ban giam hiéu phuy trach cac khdi 16p. Ban giam hiéu
chi dao bd phan dir liéu nha truong in két qua hoc tap, ki xac nhan va chuyén lai cho can
bd phu trach.

Buéc 3: Dung hen hoc sinh hodc PHHS lién hé vin phong trudng dé nhan két qua



4. Thu tuc xac nhan dang hoc tai trueong
Trinh tw

Buée 1: Hoc sinh ¢6 nhu ciu xac nhan dang hoc tai truong, lam don xin xac nhan ndp
cho can bd phu trach van phong truong.

Buoéc 2: Cfin bo phu trach kiém tra noi dung dorn,, ra phiéu hen tra két qua. Cén bo phu
trach chuyén don cho Ban gidm hi€u phu trach khoi 16p. Ban gidm hi¢u in gidy xac nhan
chuyén cho Can bd phu trach.

Bwéc 3: Dng hen hoc sinh lién hé vin phong trudng dé nhan két qua.

5. Thii tuc rat bang tot nghi¢p THPT

Trinh tw

Budére 1: Hoc sinh hoac PHHS lién hé Van thu truong, xuat trinh chirmg minh nhén dan,

Truong hop ngudi rat bang 1a PHHS can phai ¢6 ching minh nhan dan va so ho khau
cung chung véi hoc sinh.

Buwée 2: Vian thu kiém tra danh sach, ching minh nhan dan (CMND), s6 ho khau néu
hop 1€ cho hoc sinh hodc PHHS ky nhan vao s6 cap phat bang.

S6 dién thoai ctia can bo phu trach: 0989287786 C6 Nguyén Thi Van Anh
6. Xin nghi phép cia hoc sinh
Trinh tw

Buéc 1: Hoc sinh xin nghi can phai c6 don xin phép c6 xac nhén cua Cha, me hoc sinh
hodc nguoi gidm ho. don xin phép gui vé cho GVCN 16p.

Budére 2: Gido vién chii nhiém cap nhat diém danh vao chuong trinh quan 1y Vnedu ghi
nhan, theo doi.

7. Thii tuc, thim quyén giai quyét don xin phép ciia gido vién, nhin vién
Trinh tw

Budée 1: Gido vién c6 nhu cau nghi phép lam don xin phép trinh cho Hiéu truong ky
duyét.
Buéc 2: Hiéu truong chi dao té chuyén mon phan cong day thay theo quy dinh.

Thoi gian giai quyét cong vige: Cac cong vige s€ duge giai quyét ngay sau thoi
diém tiép nhan. Néu khong giai quyét duoc ngay, can bd phu trach s€ ghi phleu hen. Tuy
theo ndi dung cong viéc ma can bd phu trach s& ghi cu thé thoi gian giai quyét trén phiéu

hen nhung thoi gian giai quyét khong dugc qua 3 ngay. Néu qua thoi han trén vi li do déc
biét, can bd phu trach sé giai thich rd dé cho HS va Phu huynh dugc biét va thong cam.
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