SO GD & PT SOC TRANG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT AN LAC THON Poc lap — Ty do — Hanh phiic
S6:.2.2 /QD-THPTALT An Lac Thén, ngay 26 thdng 2 nam 2022
QUYET DINH

V/v phan cong B phan tlep nhan va tra két qua
thue hién theo co ché mot cira, mot cira lién thong
tai Trueong THPT An Lac Thon

HIEU TRUONG TRUONG THPT AN LAC THON

Cin clr Thong tu s6 32/2020/TT-BGDDT ngay 15/9/2020 cua B9 truong
B¢ Gido duc va Dao tao dugc ban hanh kém theo Piéu 1¢ truong THCS, truong
THPT va trudng phd thong c6 nhiéu cap hoc quy dinh vé nhiém vu va quyén
han cua Hiéu truong;

Thue hién ké hoach sb 705{SGDDT:TCCB ngay 28/3/2017 cua S¢ Gido
duc va Pao Tao tinh S6c Trang vé viée trién khai thuc hién theo co ché mot cira,
mot cura lién thong tai cac don vi su nghiép cong lap truc thudc S6 GD&DPT;

Can cu Ke hoach s6 86/KH-GDDT ngay 17/01/2022 ctia S¢ Giao duc va Pao
tao (GDDT) vé thuc hién CCHC nim 2022;

Xét nang luc can bg;

QUYET PINH

Piéu 1. Phan céng Bo phéan tiép nhéan va tra két qua thuc hién theo co ché
mot cira, co ché mét cira lién thong tai Truong THPT An Lac Thén goém céc
Ong (Ba) co tén sau:

1. Ba Nguyén Thi Kim Hanh — T6 truéng t6 Vin phong - Truéng ban.
2. Ba Dinh Thi Thuy — Can bg thu vién — Thanh vién
'Biéu 2. B phan tiép nhan va tra két qua thuc hién theo co ché mdt cira,
co ché mot cira lién thong thuc hién theo quy dinh hién hanh.
Diéu 3. H@i df’ing su pham Truong THPT ’An Lac Thon va cac C)ng (Ba)
¢ tén trong dieu 1 chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhin:

- S& GD&DPT Séc Tring(dé bao céo);
- Niém yét phong HP; VP

- Luu VT;




BANG CONG KHAI THU TUC HANH CHINH
1. Quy dinh vé mién giam hoc phi

2. Céce thu tyc diéu chinh trong bang tét nghiép THCS, THPT
3. Rat hoc ba, xac nhén bang diém

4. Thong tin can thiét

5. Lich céng téc, lich tiép dan

6. Cac chinh sach ho trg hoc sinh

7. Ho so chyén truong

8. Chuyén sinh hoat Poan

9. Quy dinh vé mi&n hoc mén Thé duc, ANQP

10. C4c mau don khac

1. Cong van vé viéc chuyén trudng, tiép nhan hoc sinh

2. Huéng dan vé cong tac chuyén trudng ctia hoc sinh

3. Cong vin vé viéc chuyén truong, hoc lai va tiép nhan hoc sinh

4. Mau don xin chuyén truong

5. Quy dinh v& tha tuc chuyénftru(‘mg va tiép nhén hoc sinh (Dbi véi hoe
sinh tir tinh, thanh pho khac dén)

6.

7. Thi tuc cap bang tdt nghiép THCS, THPT

8. Théng tu ban hanh quy ché t6 chirc va hoat dong cua truong THPT
9. Mau gidy giéi thi¢u chuyén truong

10. Phiéu tiép nhén hoc sinh



QUY TRINH GIAI QUYET THU TUC HANH CHINH

I. QUY TRINH CHUNG
Buére 1. Hoc sinh chuan bj ddy du hd so theo quy dinh.

Bude 2. Nop hé so tai vin phong truong, can bo tiép nhan ho so kiém tra
thanh phan, tinh phap 1y va néi dung ho so.

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

- Truorng hop hd so thiéu hodc khong hop 1& can bo tiép nhan hd so huéng
dan ngudi ndp hd so bd sung cho day du.

Buwére 3. Dung thoi gian hen, hoc sinh hoge PHHS dén vin phong trudng dé
nhan két qua.

- Khi dén nhén két qua giai quyét, ngudi nhan phai tra lai gidy hen va ky vao
s6 tra két qua.

- Ngum nhan kiém tra lai két qua giai_ quyét thi tyc hanh chinh, néu phat
hign c6 sai sot hodic khong ding thi yéu cau diéu chinh lai cho dung.

II. THU TUC RUT HO SO, HOC BA
1. Trinh tuw

Bwée 1: Hoc sinh hoac PHHS dén van phong trudng, xin mau don rat hd so

ghi hoan chinh, ndp cho can b tiép nhan tai van phong truong. (Gap cé6 Hanh
hodic cé Tién). (Mau 1)

Buée 2: Can b tiép nhéan kiém tra noi dung don, ra phiéu hen tré hd so, hoc ba.

Bwdre 3: Dlng hen hoc sinh lién hé cdn bo phu trach dé nhéan hd so, hoc ba.
(C6 thé lién hé qua dién thoai truée xem da cé két qua chua).

2. Thoi gian thwe hién: 01 ngay ké tir khi tlep nhan yéu cau.
1. THU TUC TIEP NHAN HQC SINH CHUYEN PEN
1. Trinh ty

Buéce 1: Hoc sinh hogc PHHS den van phong trudng ndp hd so chuyén dén
cho céan b tiép nhén tai vin phong truong.

Ho so xin chuyén trudong gdm cé:

- Pon xin chuyen truong do cha me hodc ngudi gidm ho ky (theo mau 2).

Trong d6 c6 y kién chip thuan cta Hi¢u truéng truong THPT xin chuyén dén
(THPT An Lac Thén).

- Hoc ba (ban chinh).
- Ban sao gidy khai sinh.



- Bang t6t nghiép Tiéu hoc (néu HS cap 2), THCS néu HS cép 3 (ban chinh
hoic gidy chimg nhan t6t nghiép tam thoi).

- Gidy chtng nhan tring tuyén vao 16p 6 hoac 16p 10.

- Glay gi6i thidu chuyén truong do hiéu truong nha trudng noi di céap, gioi
thleu vé Phong GD hoic S& Gido duc va Dao tao noi di. (Néu chuyén ngoai tinh).

- Gidy gidi thiéu chuyén trudong do Hiéu trudng nha trudng noi di cip.

- Cac gidy to hop 1€ dé huong ché d6 wu tién, khuyén khich trong hoc tap,
thi tuyén sinh, thi t6t nghiép (néu c6).

- Ho khéu hodc gidy chimg nhan tam tra dai han hoac Quyét dinh diéu dong
cong tac cua cha hodc me, hodc ngudi giam ho tai noi sé chuyen dén. (doi voi
nhitng hoc sinh chuyén noi cu tri tir tinh, thanh pho khdc dén). (Néu co).

Buée 2: Can bo tiép nhan kiém tra hd so

+ Néu hop I¢: Cép nhét vao s6 chuyén dén va béo cho Pho Higu truéng phy
trach chuyén mén biét dé sap xép 16p hoc cho hoc sinh, cip gidy gi6i thidu cho hoc
sinh dén trinh dién GVCN vao hoc.

+ Néu hé so chwa hop 1é: Huéng din PHHS tiép tuc hoan thanh hd so.
2. Thoi gian thue hién:

Néu hd so hop ¢, day du s& thuc hién ngay trong budi lam viéc ké tir khi
tiép nhén yéu ciu.

3. Lé phi:
IV. THU TUC CHUYEN TRUONG DI
1. Trinh ty

Buée 1: Hoc sinh hodc PHHS dén van phong truong xin mau don chuyén di.
(Mau 2)

Buwée 2: Hoc sinh hodc PHHS dén truong can chuyen dén trinh don xin
chuyén truong, néu dong y tiép nhan, Hiéu truong ky vao don xin chuyén truong,
hoc sinh hoac PHHS mang don d6 tr¢ lai van phong truong THPT An Lac Thén.

Buéde 3: Van phong truong cho hoc sinh hodc PHHS rat hé so, va cap nhat

vao so chuyén di, photo gilr lai giay chuyén truong, cap gidy gidi thiéu dén S& GD-
DT va truong chuyén dén.

Buoe 4: Hoc sinh hoiac PHHS mang hoé so hoc ba dén Phong GD hodc S¢
Gido duc xin gidy chirng nhén tring tuyén 16p 6 hodc 16p 10, giay glou thiéu dén
Phong GD hogc S& GD-DT cuia trudng chuyén dén (néu chuyén ngoai tinh).

Bwée 5: Hoc sinh hoa¢ PHHS ndp toan bd hd so cho truong chuyén dén dé
dugc nhap hoc.

2. Thoi gian thue hién



+ Néu don chuyén dén da duoc ky tiép nhan, giai quyét ngay trong budi lam
VIEC.

+ Néu don chua dugc ky tiép nhan, huéng din PHHS hoan thién hd so.
V. THU TUC XAC NHAN KET QUA HQC TAP

1. Trinh tu

Buée 1: Hoc sinh hogc PHHS dén van phong truong nop don xin xac nhan
két qua hoc tap cho céan b tiép nhan tai vin phong truong. (mau 3).

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

. Bwée 3: Dang hen hoc sinh hodac PHHS lién hé van phong truong dé nhan
ket qua (cd thé lién hé qua dién thoai truée xem da cé két qua chua).

2. Thoi gian thue hién
01 budi lam vigc ké tir khi tiép nhan yéu ciu.

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

Buée 1: Hoc sinh ¢6 nhu cau xéc nhén dang hoc tai trudng, lam don xin xac
nhén (theo mau 4), ndp cho can bg phu trach vin phong truong,

Budc 2: Can bg phu tréch kiém tra ni dung don, ra phiéu hen tra két qua.
Buége 3: Dung hen hoc sinh lién hé vin phong truong dé nhan két qua.
2. Thoi gian thue hién
01 ngay lam viéc, ké tir khi tiép nhan don yéu cAu.
3. Lé phi:
VIL. THU TUC RUT BANG TOT NGHIEP THPT
1. Trinh ty

Bude 1: Hoc sinh hodc PHHS lién hé Vin thu trudng, xuat trinh gidy chimng
nhan tot nghiép tam thoi hodc chimng minh nhén dan (CMND), (c6 ho, tén, ngay
thang ndm sinh ctia hoc sinh can rat bang tot nghiép).

Budre 2: Vin thu kiém tra danh sach, dbi 'chiéu gidy chitng nhén tét nghiép
tam thoi hodc ching minh‘ nhan dan (CMND), néu hgp 1é cho hoc sinh hoic PHHS
ky nhén vao so cap phat bang.

2. Thoi gian thye hién
01 bubi lam viéc
3. Lé phi:
VIIL. THU TUC XAC NHAN HOAN THANH CHUONG TRINH THPT
1. Trinh tw



Buwée 1: Hoc sinh hoac PPIHS ¢6 nhu Eéu xac nhan hoan thanh chuong trinh
THPT 1o6p 12, lam don theo (mau 5) va (mau 5a), ndp cho can bo phu trach van
phong truong.

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

~ Buwée 3: Dung hen hoc sinh hodgc PHHS lién h¢ vin phong truong dé nhan
ket qua.

2. Thoi gian thye hién
01 ngay lam viéc, ké tir khi tiép nhan don yéu cau.
3. Lé phi
VI. THU TUC CHINH SUA BANG TOT NGHIEP THCS
1. Trinh ty

Bude 1: Hoc sinh hodc PHHS can chinh stra bing THCS, lién hé vin phong
truong lam don (theo mau 6).

Bude 2: Hoc sinh hoac PHHS mang don dén VP truong kiém tra, d6i chiéu,
ky muon ho so.

Buge 3: Hoc sinh hoac PHHS mang hé so dén phong Gido duc Pao tao
huyén noi cap phat bang TN THCS dé dieu chinh.

HO6 so gf’im:
- Pon xin diéu chinh bang THCS (c6 dén anh)
- Bang TN THCS (ban chinh).
- Gidy khai sinh, Quyét dinh didu chinh khai sinh hodc gidy t& chimg minh.
-CMND
VIL. THU TUC GIAI QUYET PON XIN PHEP CUA GIAO VIEN
1. Trinh tu

Buwée 1: Gido vién c6 nhu géu nghi phép lién h¢ van phong truong lam don
xin phép (theo mau 7), trinh cho t6 truong chuyén mon ky duyét.

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

Buére 3: Gido vién ndp don cho vin phong truong dé cap nhat theo ddi.
2. Thoi gian thue hién: Trude khi nghi phép 01 ngay
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Mau 1
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phiic

PON XIN RUT HO SO

Kinh goi: BGH truong THPT An Lac Thon,

Ngay, thang, nam sinh: ...... S— ——

Noisinh: ...oiviniiiiiiieeea

Cu tru tai: Ap ST T, huyén .......... tinh................
L& s ésvevsnins CUATEI o s e el sinhnam ..../..../.......

Hoc sinh 16p ........ Nam hoc 201...- 201..... cta truong THPT An Lac
Thén, huyén Ké Séch, tinh S6c Trang.

~Nay t6i lam don nay kinh dén BGH truong THPT An Lac Thén cho t6i
PO BOBOCONOI o scoinrsss s S S s o s v e

---------------------------------------------------------------------------------------

L v cnmeonmnmsmmmsnnmnnmesomsys gnvnmsdon B R T S ke
Liissvrvansmssa A SR s e -8 U S
- e T S N T

Rat mong dugc su phap thuan cia BGH truong, t6i chan thanh cam on!

An Lac Thon, ngay .....thdng .... nam 201 ...
Vin phong giao ho so Nguoi viét don
(Ky, ghi ré ho tén) | (Ky, ghi ro ho tén)



Mau 2
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Ty do — Hanh phiic

DPON XIN CHUYEN TRUONG
(Mau danh cho hoc sinh cap THPT)

Kinh gtri:

= HiGu trodng BUONE: .c.ov.vivisimiiiasisimsssssmmonses
- Hiéu trudng trudng: .......covveivieiiiieieieiennnnnn,

---------------------------------------------------------------------------------------------------------------------------------

La phu huynh ctia em .........ccoocveveevecriviieieennn. Sinhngay thang nim......
i triing tuyén vao 16p 10 nim hoc 20 -20 nay la hoc Sinh 16p oo

.................... ndm hoc 20 - 20 thUuQC trUONG ...ovveeeeeeeeeeeeeee e

Lanh d20 S& GD&DT ..o cho t6i duge chuyén ........... t6i vé
hoc 10D ...oiiess nam hoc 20 -20 A1 tIUONG covveeveeeiieeciee e eeee e

---------------------------------------------------------------------------------------------------------------------------------

Pugc sy chip thuén cua Quy thay (c6) chung t6i chan thanh cam on./.

Hb so dinh kém Ngay ..... thdng..... nim 20...
- Hoc ba Nguwoi lam don

- Khai sinh

- Bang TNTHCS

- Gidy CNTT vao 16p 10

Y kién tiép nhéan Hi¢u trudng truong Y kién tiép nhan Hi¢u truong trudng
(Noi chuyén dén) (Noi dang hoc)



Mau 3

SO GD&PT TIiNH SOC TRANG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT AN LAC THON Déc 1ip — T do — Hanh phiic

XAC NHAN KET QUA HQC TAP
Nim hoc20 —20

Ho va tén: Ngay
.............................................. 1 Bl snssasininvanone
TT| Mon hoc Ky 1 Ky 2 Thilai | Ca nim Ghi chu
1 | Toan hoc
2 Vat li
3 | Hobahoc
4 | Sinh hoc
5 Tin hoc
6 | Ngirvin
7 Lich sur
8 Dia li
9 | Ngoai ngir
10| GDCD
11| Cdéng nghé
12| Thé duc
13| GDQP
Piém TBCM
A »
b I | Fianh KiS: vevereavenn: | Danh Bi6U: ..erveeveoene,

An Lac Thon, ngdy  thang  nim 20
HIEU TRUONG




MAiu 4

SO GD&DPT TINH SOC TRANG  CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT AN LAC THON Doc lap- Tu do- Hanh phiic

An Lac Thén, ngay  thdng  ndm 20

GIAY XAC NHAN

HIEU TRUONG TRUONG THPT AN LAC THON

Xéacnhdn hoc sinh: ........oooviiiiiiiie e, Gidi tinh:.........
Ngay sinh: .......... fisinnmmmen [oviiiiiinnnnnn, o PROIL SIS svasssmmmnnamnsaianns
H§ khau thuong tra: Ap: ......ocovveeeeennn, . .
PRV . cosinmnnswnimnmpsvasiansveisssemesvine B 1 1
Nam hoc: 20.....-20...... dang hoc lop ....... truong THPT An Lac Thoén.

Nay em lam don nay dén BGH truong xac nhan cho em dang hoc tai truong.
BP0 5ot e 0 R AR SRR et omm e RS A A SRS PG

Rat mong duogc su Chép thuan em xin chan thanh cam on!

HIEU TRUONG
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Miu 6
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phiic
PON XIN MUQN HO SO HQC BA
Kinh giwri: BGH truong THPT An Lac Thon

TO1ten 1A oovinininii e Hién ngu tai:........
La phu huynh clia em .....cooooevvvivnecceeciiciiciccne. Sinhngady thidng nim .....
Pang hoc 16p.......... ndm hoc 20 -20 thudc trudng THPT An Lac Thon.

Nay t6i lam don nay dén BGH trudng cho t6i duge muon hd so.

LN 03 ciinaismsinmnssussssrmtsmmesmemmienossrsnessnsswsriiiammsssoms iessressnesassatmismuesssensssassass

Rét mong dugc su chép thuan cua Quy thay (c6) t6i chan thanh c4m on./.

Ngay ..... thang..... nam 20...
Nguwdi lam don



Mau 7
SO GD&DPT TINH SOC TRANG  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT AN LAC THON Doc Idp- Tw do- Hanh phiic
PON XIN PHEP
Kinh g6i: - BGH truong THPT An Lac Thén
o TOMME 0 .ooonvsiiisinesivini
(0] RSN, - RN GVBM 2 cncimciseniiss

Hi¢n dang cong tac tai truong THPT An Lac Thon
Nay t6i lam don nay kinh dén BGH truong cho t6i duge nghi phép tir ngay

............... dénngay................/......./120
o T T T N U
Trong thoi gian duge nghi t6i s& nhd gi4o Vién ........oovvvevnevnivninn,

trong T6 day thay hodc t6i s& day bu vao thoi gian gin nhét.

Rét mong dugc su chap thuan cta T trudng bd mon va BGH. Téi xin chan
thanh cam on!.

) ) An Lac Thén,‘ngdy _ thang  ndm 20
Y KIEN CUA TO NGUOI VIET PON

DUYET CUA BGH TRUONG



e

Tiép nhén hd so chuyén trudomg

1
2
3
4
5
6

{3

Pon xin chuyén truomg do cha, me hodc ngudi gidm ho ky

Hoc ba

Bing tot nghiép THCS

Gidy khai sinh

Giéy chimg nhan trang tuyén vao 16p 10

Gidy gi6i thiéu chuyén truong

Gidy gi6i thi¢u chuyén trudng do Gidm déc S& Gido duc- Dao tao noi di
cap

Ty



