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HUONG DAN QUY TRINH GIAI QUYET THU TUC HANH CHINH
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QUY TRINH CHUNG

Buée 1. Hoc sinh chuan bi day du hd so theo quy dinh.

Budére 2. Nop hod so tai vin phong truong, can bo tiép nhan hd so kiém tra thanh phan, tinh phap 1y va ndi dung hd so.

- Trudng hop hd so day du, hop 1é can bo tiép nhan hd so hen cho ngudi ndp hd so theo quy dinh.

- Trudng hop hod so thiéu hodc khong hop 18 can b tiép nhan ho so hudng dan ngudi ndp hd so bd sung cho day di.
Budre 3. Dung thoi gian hen, hoc sinh hoac PHHS dén vin phong trudng dé nhan két qua

- Khi dén nhan két qua giai quyet nguoi nhén phai dén dung hen.

- Ngudi nhan kiém tra lai két qua giai quyét thi tuc hanh chinh, néu phat hién c6 sai sot hodc khong diing thi yéu cau diéu
chinh lai cho dung.

NOQI DUNG QUY TRINH THU'C HIEN THU TUC HANH CHIiNH

THU TUC MUOQN HO SO HQC SINH

1.1. Muwon hé so hoc sinh

Buée 1: Hoc sinh hozc PHHS, gido vién dén vin phong truong,(Mau 1) phai viét don muon hd so ghi hoan chinh, ndp
cho can b tiép nhan tai vin phong truong.

Buéc 2: Can bo tiép nhan kiém tra ndi dung don, cho muon ho so, hoc ba...... hen ngay tra.

Bude 3: Ding hen hoc sinh hodc PHHS, gido vién lién hé can b phu trach dé tra lai ho so, hoc ba.

RUT HO SO HQC BA

2.1. Trinh tw rat ho so hoc ba

Buée 1: Hoc sinh hoic PHHS dén vin phong truong, xin mau don rit hd so ghi hoan chinh, ndp cho can bo tiép nhan tai
van phong truong. (Mau 2)

Bwoc 2: Can bd tiép nhén kiém tra noi dung don, hen tra hd so, hoc ba.

Bwée 3: Ding hen hoc sinh lién hé can by phu trach dé nhan ho so, hoc ba.

2.2. Thoi gian thwe hién: giai quyét ngay trong budi 1am viéc




THU TUC TIEP NHAN HQC SINH CHUYEN PEN

3.1. Trinh tw

Buée 1: Hoc sinh hoic PHHS dén vin phong truong ndp hd so chuyén dén cho can b tiép nhan tai vin phong truong.(
Hoc sinh chuyen dén truong chuyen phai c6 su phé duyét cuia Sé).

HOb so xin chuven truong gom co:

- Pon xin chuyén trudong do cha me hodc ngudi giam ho ky (MAiu 3). Trong d6 c6 ¥ kién chip thuan ciia S6 GDPT tinh
Ha Tinh ,

Hiéu truong truong THPT Chuyén Ha Tinh.

- Hoc ba (ban chinh).

- Ban sao gidy khai sinh.

- Bang tot nghiép THCS (ban chinh hodc gidy chimg nhan tt nghiép tam thoi).

- Gidy ching nhan trang tuyén vao 16p 10.

- Gidy gidi thiéu chuyén trudng do hiéu trudng nha truong noi di cép,

- Gidy gi6i thiéu chuyén truong gi6i thidu vé S¢ Gido duc va Dao tao noi di chuyén dén S¢ GDDT tinh Ha Tinh. (Néu
chuyén ngodi tinh).

- Gidi thiéu vé S¢ Gido duc va Pao tao Ha Tinh gioi thiéu vé truong.

- Cac gidy to hop 18 dé hudng ché do wu tién, khuyén khich trong hoc tap, thi tuyén sinh, thi tot nghiép (néu co).

Bwée 2: Can bd tiép nhén kiém tra ho so

+ Néu hop 1¢: Cap nhat vao sd chuyén dén va bao cho Pho Hiéu trudong phu trach biét dé sap xép 16p hoc cho hoc sinh,
cap gidy gi6i thiéu cho hoc sinh dén trinh dién GVCN vao hoc.

+ Néu ho so chwa hop 1¢: Hudéng din PHHS tiép tuc hoan thanh ho so.

Mau 3.

THU TUC TIEP NHAN HQC SINH CHUYEN BI

4.1. Trinh tw

Buwéc 1: Hoc sinh hodc PHHS dén truong noi can dén lam don xin chuyén trudng, duoc truong can dén ky xac nhén.
Buwdc 2: Hoc sinh hoac PHHS mang don d6 tré lai van phong truong THPT Chuyen Ha Tinh.

Budre 3: Vian phong truong cho hoc sinh hogc PHHS rat ho so, va cap nhat vao s6 chuyén di, photo giir lai gidy chuyén
truong, cip gidy gidi thiéu dén S6 GD-DT va trudng chuyen dén.

Buéc 4: Hoc sinh hoic PHHS mang ho so hoc ba dén S& Gido duc xin gidy chimng nhén trang tuyén 16p 10, gidy gidi
thiéu dén S& GD-DT cua trudng chuyén dén (néu chuyén ngodi tinh).

Buwdc 5: Hoc sinh hodc PHHS ndp toan bo hd so cho truong chuyén dén dé duogc nhap hoc.

4.2. Thoi gian thuc hién

Mau 3.




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

+ Néu don chua duogc ky tlep nhan, hudng din PHHS hoan thién ho so.

Ho so xin chuyen treong gom co:

- Pon xin chuyén truong do cha me hodc nguoi giam ho ky

- Hoc ba (ban chinh). Kiém tra ddy du, chit ky, diém s, dong dau........

- Ban sao giay khai sinh.

- Bang tt nghiép THCS (ban chinh hoic gidy chirmg nhan tot nghiép tam thoi).

- Gidy chimg nhan tring tuyén vao 16p 10.

- Gidy gi6i thiéu chuyén truong do hiéu truong nha trudong THPT Chuyén Ha Tinh chuyén vé GDPT tinh Ha Tinh (Néu
chuyén ngodi tinh).

- Gi6i thiéu vé S¢ Gido duc va Dao tao tinh Ha Tinh gi6i thiéu dén S¢ GDDT tinh Ha Tinh truong hoc sinh can chuyén
dén.

- Cac gidy to hop 1¢ dé huong ché d6 uu tién, khuyén khich trong hoc tap, thi tuyén sinh, thi t6t nghiép (néu co).

4. 3 Thoi gian ttep nhan, chuyen giao ho so

Néu hd so hop I¢, day du sé thuc hién ngay trong budi lam viéc ké tir khi tiép nhén yéu cAu

THU TUC XAC NHAN KET QUA HQC TAP

5.1. Trinh tw

Buwéc 1: Hoc sinh hoic PHHS dén vin phong trudng ndp don xin xac nhan két qua hoc tap cho can bo tiép nhén tai vin
phong truong. nop cho can bo phu trach van phong truong Cén b phu trach lam xac nhan .

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

Bude 3: Dung hen hoc sinh hodc PHHS lién h¢ van phong truong dé nhan két qua

5.2. Thoi gian thwe hign: giai quyét ngay trong budi 1am viéc

THU TUC XAC NHAN PANG HQC TAI TRUONG

6. 1. Trinh tw

Buée 1: Hoc sinh ¢6 nhu cau xac nhan dang hoc tai trudng, 1am don xin xac nhan, ndp cho can bo phy trach vin phong
truong.

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

Buwdc 3: Ding hen hoc sinh lién he van phong truong dé nhén két qua.

6.2. Thoi gian thue hién: giai quyét ngay trong budi 1am viéc.

THU TUC RUT BANG TOT NGHIEP THPT




7.1. Trinh tw

Buwdc 1: Hoc sinh hodc PHHS lién h¢ Van thu truong, xuét trinh giéy chirng nhan tdt nghi¢p tam thoi hoac chirng minh
nhan dan (CCCD/CMND), (c6 ho tén, ngay thang nam sinh cta hoc sinh can rat bang tot nghiép).

Truong hop rat ho Bang THPT hoac THCS phai c6 glay Uy quyén hop phap, ¢6 ho khau cung chung véi hoc sinh.

Buédce 2: Van thu klem tra danh sach, dbi chiéu gidy ching nhén tot nghiép tam thoi hodc ching minh nhén dén
((CCCD/CMND), néu hop 18 cho hoc sinh hoic PHHS ky nhan vao s6 cip phat bang.

7.2. Thoi gian thuwe hign: giai quyét ngay trong budi 1am viéc

XIN NGHI PHEP CUA HQC SINH

8.1. Trinh tw

Buée 1: Cha, me hoc sinh ¢ nhu cau xin nghi phép cho hoc sinh lam don xin phép (theo Mau 8), trinh cho GVCN, hoic
PHT phu trach ky duyét. i Mau 8
Bude 2: Gido vién chi nhiém cap nhat diém danh vao chuong trinh quan ly Smas ghi nhén, theo doi.
8.2. Thoi gian thuc hi¢n: Trudce khi nghi phép 10 phut.

THU TUC, THAM QUYENGIAI QUYET PON XIN PHEP CUA GIAO VIEN, NHAN VIEN

9.1. Trinh tw

Buére 1: Gido vién c6 nhu cau nghi phép 1am don xin phép (theo MAu 9), trinh cho Hiéu truéng ky duyét.
Budce 2: Gido vién mang don dén trinh truc ti€p bd phan cham cong xem xét ghi nhan, theo dai. Mau 9
9.2. Thoi gian thwc hién: Trudce khi nghi phép 01 ngay.

QUY TRINH XAC NHAN HOAN THANH CHUONG TRINH THPT

10.1. Trinh tu:

Buwéc 1: C4 nhan c6 nhu ciu x4c nhan hoan thanh THPT, Hoan chinh miu don (M&u 10), ndp cho can bd phuy trach vin
phong truong.

Buwdc 2: can bo phu trach kiém tra noi dung don, hen tra két qua.

Céan bo phu trach kiém tra két qua hoc tap 16p 12 trén phan mén di luu cua hoc sinh can xac nhan két qua. Néu hop 1¢,
thuc hién hoan chinh mau x4c nhan, trinh hiéu trudng ky.

Buée 3: Dung hen ca nhan lién hé vin phong truong dé nhan két qua.

10.2. Thoi gian thwe hign: 1 ngay lam viéc, ké tir khi tiép nhan don yéu cau.

(MAu 10)

Ha Tinh, ngay 08 thang 03 nam 2023
TRUONG THPT CHUYEN HA TINH
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