
Sd GD&DT QUANG NINH
TII.U,ONG THPT CO T6

CQNG HOA XA HOI CHU NGHiA VIET NAM
DQc lip - Tg do - H4nh phtic

56: 670/QD-THPTCT C6 76, ngdy 3l thdng 12 ndm 2023

QUYET EINH
Vd viQc c6ng b5 c6ng khai thi tgc hirnh chinh ndm 2024

theo Lu$t 36/2018/QH14

Cdn cti Ludt sd 36/2018/QHt4 ngdy 20/ll/20t8 cila Quiic hQi ri t dt
Phdng, chdng tham nhilng.

Cdn c* Nehi dinh tii tsotzOzott'to-CP ngdy 30/10/2020 cia Chinh pht)
ui t id* sotit tdtidn, thu nhdp cia ngudi c6 ch*c uqr, qrryi, hqn trong co quan,

tii ch*c, don vi;

Cdn cti Th6ng tu sA SZ|ZOZOUf-BGDET ngdy t 5/92!2"0 .cila 
BA fttdng

Bo GD&ET vi DiAu E tuudng trung hpc co sd, trung hpc ph6 th6ng vd trudng
ph6 thdng c6 nhiiu cdp hec.

QUYETDINH:

Di6u 1. C6ng bi5 c6ng khai thti tpc ,hanh chinh ndm 2024 theo Luflt
36/20ts/QHli ngay z0/tt/20t8 cia Qu6c hQi vi Luat Phdng, ch6ng tham

nhtng.

( Theo cdc bidu dinh kdm).

Diiu 2. Hinh thuc vd thoi tli,-lm c6ng khai tlugc thuc hi€n theo Luflt

36/2018/QHl4 ngdy 20/t t/2018.

Di6u 3. C6c 6ng (ba) phg tr6ch kii torin, crin b9, gi6o vi6n nhdn vi6n vir

cric bQ phfn li6n quan chiu tr6ch nhicm thi hanh Quyi5t dlnh ndy./.

Noi nhQn:

- Nhu di6u 3

- Luu: VT.
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ceNG HOa xA Her cHU xcnla vrET NAM
DQc I$p - Tg do - H4nh phric

56: 669/QD-THPTCT C6 76, ngdy 3l thdng l2 ndm 2023

vd viQc c6ng b6 thri tsc r,3l#f,?'',tr6c th6m quydn giii quydt
cria trutmg THPT C6 Td nilm2024

HrEU TRT.I0NG TRT.IONG TrrPT C6 16

Cdn c* Nghi dinh sii 63/20|0ND-CP ngay 08/6/2010 cia Chinh phi vi
kiim sodt thi tuc hdnh chinh;

Cdn c* NShi dinh sii lttZOtSIUO-CP ngay 04/5/2013 cia Chlnh phil vi
s*a &it, bd sung mQt sii diiu cia cdc Ngh! itlnh li€n quan ddn ki€m sodt thi t1c
hdnh chinh;

Cdn c* Ngh! dinh sd g2/20t7lND-CP ngay 07/8/2012 cia Chinh ph* vi
sfta diii, bd sung m\t sii diiu ctia cdc Nghi dlnh li€n quan d€n kiAm sodt thi tyc
hdnh chinh;

Cdn c* Quyet dinh tii ZAAruAUO ngay 27/01/2022 cia 0y ban nhdn ddn
tinh ban hdnh Kii hoqch ki.im sodt thi tqc hdnh chinh tinh Qudng Ninh ndm 2022;

Xdt di ngh! crta b9 phQn Ydn phdng trudng THPT C6 76.

QUYfTD[rrrH:

Di6u l. C6ng bO kdm theo quy6t ainfr mri tuc hdnh chinh thuQc ttrAm quy6n
grai quyet cua trutng TFIPT C6 T6(cri thi tqc kim theo).

Didu 2. Cdc c6n bQ, gi6o vi6n, nh6n vi6n, hoc sinh nhi trudng ve c6c t6
chric, c6 nh6n c6 li6n chlu trrich nhiQm thi hanh Quyiit dinh niy.

Di6u 3: Quyi5t dlnh ndy c6 hiQu luc thi hanh k6 tir ngdy ki./.

Noi nhQnz
- Nhu tlidu 2;
- Niem yiit c6ng khai;
- C6ng khai website;
- Luu VT.
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DAIIH MUC CAC THU TUC HANH CHiNH THUQC THAM QUYTN
crLr euvfr cuA TRTIoNG THPT cO rO

(Ban hdnh kim theo Quyet dinh sii OOStgD-fnffCf,
ngay 3l thdng l2 ndm 2023 cia Hi€u tr&ng tudng THPT C6 T6)

PIIAN I. DAT\H MUC THU TUC HANH CHINH

STT T6n thfr tuc hinh chinh ThAm quydn

1 Thri tuc si5 t: Rrit hO so, hgc b4 Hi6u tru&ng

2 Thrl tr,rc s6 2: Nh{n beng t6t nghiQp THPT HiQu tru&ng

J Thri tUc s6 3: X6c nhQn k6t qu6 hgc tQp HiQu truone
Thrl tuc 4: Chuy6n trudng HiQutru&ng
Tht tpc 5: Tir5p nh4n hgc sinh chuy€n truong HiQutru&ng
Thri Qc 6: X6c nh{n hgc sinh <Iang hgc tai trudng HiQu tru&ng

Tht tpc 7: Phtc khio bdi thi Hi€u truong

8 Thri tqc 8: Xin hgc l4i Hi€u trudng
Thri tgc 9: H6 trq tien 6n cho hgc sinh ban rti HiQu trudng

10 Thri qc l0: MiSn giim hqc phi, h5 trg chi phi hqc t0p Hi€utruong
ll Thri qc I l: Thgc hi€n chinh s6ch v6 gi6o dgc aOi voi

nguoi khuy6ttgt
HiQu tru&ng

12 Thri tuc chuyiin d,5i m6n hgc llra chgn HiQutru&ng

rHAN Ir. NeI DUNG c0l ur0 TUC HAI\IH cHiI\tH

1. Thi tgc s5 t: ntt hd so, hgc b3

a. Trinh hg thqc hiQn

Bufc 1: Hgc sinh ho{c cha mg hgc sinh nQp don xin rut hd so, hgc b4 t+i vdn

phdng nhd trutmg.
Bufc 2: C6n bO tii5p nhQn ki6m tra nQi dung don, hgc sinh ho{c cha m9 hgc sinh

nh{n phiiSu tri ki5t qu6.

Bufc 3: Dring hgn hgc sinh ho{c cha mg hgc sinh li€n hQ c6n bQ phq tr6ch tl,6

nhQn kiit qua.

b. Thdi gian th$c hi.en:01 ngAy kO tu khi tii5p nhQn y6u ciu.
2. Tht tgc s6 2: Nh$n bnng t6t nghiQp THPT
a. Trinh W thrc hi€n
Burilc 1:

- Hgc sinh nhfn bang t6t nghiQp cdn mang theo gidy CMND cria minh hof,c

c6 ilinh danh diQn tu mtc 2.

- Cha mg cira hgc sinh nhQn h0 BIng t6t 
"ghiQp 

THPT c6n mang theo Gi6y
khai sinh cria con vir Chimg minh thu nh6n ddn cria cha me hgc sinh hoic c6 tlinh
danh diQn tt mtc 2.
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- C6c trudng hqp nhan thay kt6c ph6i dugc riy quydn theo quy <tinh cria ph6p
lu$t.

Brnfc 2: V[n thu ki'im tra danh s6ch, e6i ctrii5u bang ti5t nghiQp THPT voi c6c
gi6y td li6n quan, niiu th6y hqp lQ cho hgc sinh hoic cha mg hgc sinh kf nhfn vdo
s6 cdp ph6t bang.

b. Thoi gian thyc hiQn: 0l buOi lam vipc.
3. Thi tgc s6 3: Xic nh$n k6t qui hgc tip
a. Trinh tV thtrc hiQn

Bu6c 1: Hgc sinh ho{c cha mg hgc sinh nQp don xin x6c nhfn kiit qua hqc tAp tai
vin phdng nhe ftuong.
Buri,c 2: C6n bO tiiip nh$n ki,3m tra nQi dung don, ra phiiiu hgn ri kr5t qui.
Bu6c 3: Dring hgn hgc sinh li6n hQ crin b0 phU t6ch nhSn k6t qui.
b. Thdi gian thvc hi€n:03 ngdy kia tu khi tiiip nhgn y6u ciu.
4. Tht tgc s5 4: Cnuy6n trulng
a. Trinh tqt thryc hiQn

Butfic 1: Hgc sinh ho{c cha mg hgc sinh nQp h6 so theo qui ttlnh tai vln phdng
nhd truong.
Brnirc 2: Nhdn vi6n vin thu ki6m tra h6 so hqp lg c{p nhit vdo s6 chuyi3n di, c6p
gi6y gioi thi€u di5n Sd GD&DT (truong hqp xin chuyiSn ra ngodi tinh) vi truong
chuy,Sn dtin.

Brni,c 3: Hgc sinh ho4c cha mg hgc sinh nQp h6 so hgc be tai Sd GD&DT tei Khu
hanh chinh c6ng tinh Quang Ninh (truong hqp xin chuy6n ra ngoii tinh).
Bufc 4: Hgc sinh hoflc cha mg hgc sinh nQp h6 so tai noi chuy6n diSn tl,3 duqc
nhfp hqc.

b. Thdi gian thUc ht€n
ViQc chuyi3n trudng dugc thpc hiQn khi kiit thric hgc k) I cria n6m hgc hoflc

trong thoi gian hd tru6c khi khai giang n6m hgc moi. Trudng hgp ngo4i lQ v6 thoi
gian do Girlm il6c Sd Gi6o dgc vd Ddo t4o noi d6n xem x6t, quyiit dlnh.
5. Thi tgc 5: Ti6p nhgn hgc sinh chuy6n trulng
a. Trinh U thrc hiQn

Bufc 1: Hgc sinh ho{c cha mg hgc sinh nQp h6 so t4i vdn phdng trudng.
H6 so g6m c6:

- Don xin chuy6n trudng do cha hoic mg ho{c ngudi girim hq lci.
- Hgc b4 @an chinh).
- Gi6y chtmg nhfln trfing tuy6n vdo l0 (c6ng lfp).
- Gi6y gi6i thiQu chuyrSn trudng do HiQu truong nhe trui,ng noi di c6p.
- ci6y gioi thiQu chuyiin trudng do Sd GD&DT noi di c6p (truong hqp xin

chuyiin di5n tt tinh, thdnh ph5 kn6c).
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- Gi6y chrmg nhin Cm trt ddi han holc quyi5t <tinh didu dQng c6ng t6c cria

cha holc mg ho{c ngudi gi6m hQ tAi noi sE chuy6n cliin v6i nhfrng hgc sinh chuy6n

cu trfi d6n tu tinh, thanh ptrO kh6c.

Buri,c 2: Nhdn vi6n vdn thu til5p nhfn ki6m tra h6 so

- H6 so hqp lQ: Cap nhft s6 chuy6n diin vi brio c6o HiQu truong sip xi5p lop
hgc cho hgc sinh, cilp gi6y gioi thiQu vio l6p cho hgc sinh.

- H6 so chua hoo l€: Htrong din cha m9 hqc sfufi tifo ttlc hodn thanh t6 w.
b. Thdi gian thtrc hien:

ViQc chuy6n fuong tlugc thgc hiQn khi tciit ttuic hgc k! I cta nim hgc ho{c
trong thoi gian hd tru6c khi khai giang ndm hgc moi. Trudng hqp ngogi l€ v6 thoi
gian do Gi6m tl6c Sd Gi6o dgc vi Dio t4o noi d6n xem x6t, quyilt dfnh.

(Thri tqc tilip nhfn hgc sinh hoan thinh vd vi6t gi6y gioi thiQu hgc sinh v6
l6p khi dd hoan thdnh chuylin trudng tr6n h0 th6ne)
6. Tht tgc 6: X6c nhfln hgc sinh tlang hgc t4i truong
a. Trinh ttt thlrc hien
Bufc l: Hgc sinh c6 nhu cAu x6c nh4n dang theo hgc t4i tnrong nQp don tai vin
phdng trudng.
Budc 2: C6n bO phu tr6ch kilim tra nQi dung don, ra phi6u hgn tri klit qud.

Brni,c 3: D'ung hen hgc sinh li6n h€ vin phdng tlii nhfn kiSt qun

b. Thdi gian thtrc hien:
0l ngdy lirn viQc, ke dr khi ti6p nh6n don y6u cAu.

7. Thi tgc 7: Phric khio bii thi tuy6n sinh vio l0 vir thi TN THPT
a. Trinh t { thgc hien

Bufc 1: Hqc sinh c6 nhu ciu phic khio bai thi nQp tlon cho c6n b0 phu tr6ch vdn
phdng tnrdng.
Brn6,c 2: C6n b0 phg tr6ch kiiim tra nQi dung don, nh$n gi6y hgn tri ki5t qui krhi

c6 th6ng b6o kiit qui cria Sd GD&DT.
b. Thdi gian thuc hi€n:

Cdn cr? th6ng b6o S& Gi6o dpc vi Dio t4o Quing Ninh.
8. Thi tgc 8: Xin hgc lgi
a. Trinh tg thyc hiQn

Burirc 1: Hgc sinh ho{c cha mg hgc sinh nQp h6 so t4i vin phdng trudng.
-, ). ).
Ho so gom co:

- Don xin hqc lai tai truong.
- Hgc b4 cria lop hofc c6p <H hqc (ban chinh)
- Bang t6t nghiQp cria c6p hgc duoi (ban c6ng chimg)
- Gi6y x6c nhfn cta chinh quydn dla phuong noi cu tru v6 viQc ch6p hinh

chinh s6ch vi ph6p lu{t cria Nhir nu6c.
- Trudng hgrp xin hqc lei tai trudng cfr: HiQu truong nhd trutmg cho phdp

nh{p hgc sau khi iti ki,3m tra h6 ss.
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- Trucmg hqp xin hgc lai tai truong khric: H6 so bti sung vi tht tgc thgc hiQn

nhu tl6i voi hgc sinh chuytin trudng.
- Truong hqp xin hgc lqi vio lop dau c6p THPT:
Gi6m d6c Sd Gi6o dgc vi Ddo tAo xem x6t, quy6t dinh trCn co sd kt5t quA thi

tuy6n ho4c x6t tuyrSn cria hgc sinh tru6c khi nghi hgc.
Buri'c 2: C6n b0 php ari,ch ki6m tra nQi dung don vi h6 so

- H6 so hqp tQ: Cgp nhit s6 chuyGn diSn vd b6o c6o HiQu trudmg sep xiSp lop
hgc cho hgc sinh, c6p gi6y gioi thiQu vio l6p cho hgc sinh.

- H6 so chr.ra tryp lQ: Huong dan cha mg hgc sinh tifu qc hoan rhantr td so.

b. Thdt gianthw hien:
- Vr* xin hpc lai tftryc thgc hiQr tung troi gian hd tuw khi ktrai gi6ng nem hgc

moi.

9. Thri tgc 9: H5 trq tidn in cho hgc sinh b6n trri
a. Trinh tvthw hi€n
Brri,c I: Hgc sinh ho{c cha mg hgc sinh nQp h6 so t4i vin phdng trutng.
--l L
HO SO gom CO:

- Dcm dA ngh! h5 trq brin tru (dung cho hgc sinh THCS, hgc sinh THPT hqc
b6n tru).

- SO trQ Uriu (bin sao c6 mang ban chinh ae C6i ctrli5u noflc ban sao c6 chimg
thlrc tu ban chinh)

- Gi6y x6c nhgn lJroang c6ch tu nhi d6n tnrdng, x6c nhQn ttia ttirim trg ngodi
nhe truong (tliii voi nhfrng hgc sinh kh6ng d trong trudng) do UBND xE x6c nhin.

- Chc mg ho{c nguoi gi6m h0 hs? ph6p cira hgc sinh nQp h6 so trgc ti6p
cho co sd gi6o dqc (nhi truong) noi hqc sinh dang theo hqc.

O5i voi nhtng truong hqp ph6t sinh trong n6m hgc <luo. c ldm thir tgc <lC ngh!
h5 trg theo thoi gian thuc tii.
Brn6rc 2: C6n b0 php trich ki6m tra nQi dung <lon vd h6 so

- H6 so hqp lQ: CSp nhit hO so vd chuy6n cho ki5 to6n nhd truong.
- H6 so chua hq,p E: Huong dAn cha m9 hgc sintr tiep nrc hofoi trantr h6 so.

b. Thdi gian thvc hi€.n:

- Trong vdng 45 ngdy ki tt ngiy bit aiu cria n6m hgc, hgc sinh ho{c cha mg
hgc sinh nQp h6 so t4i vdn phdng trudng.
10. Tht tgc 10: MiSn giim hgc phf, n6 trq cni phi hgc tgp
a. Trinh tv thvc hi€n
Brni,c l: Hgc sinh ho{c cha m9 hgc sinh nQp h6 so tgi vdn phdng truong.
,-l :.
HO SO gom CO:

- Don dA nghi mi6n, gi6m hqc phi vd h5 trg chi phi hSc tAp (theo m5u).

- Fan sao,chimg thgc ho{c bdn saokdm bin chinh aii aOi ctriiSu ho4c ban
sao tu s6 g6c gi6y td ch(mg minh thuQc di5i tuqng mi6n, giim hgc phf vd h6 trg
chi phi hgc tap <IOi voi c6c d6i tugng sau:
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+ Gi6y khai sinh cta hgc sinh vd Gi6y x6c nh0n cria co quan quan ly <l6i

tugng nguoi c6 c6ng voi c6ch m4ng.

. + GiSy x6c nhdn khuyiit tgt do"Uy ban nhdn d6n c5p xd c5p hoac Quyrit <tfnh
x .^ I -. ^.v€ vi6c trg cip xi hQi cia Chri tfch Uy ban nhen dan c6p huyQn d6i vsi <l6ituqng

hgc sinh knuyr5t t{t
+ Gi6y khai sinh vi QuyiSt <tinh ve vi€c trg c6p xE hQi cta Chri tich Uy

ban nh6n ddn c6p truypn AOivoi aiil tuqng trqc sinh duoi fO toOi k}Ong-reu6,
nu6i du0ng vir hgc sinh tL 16 tu6i td l6n hudng trg c6p xi hQi hang thri,ng theo
Nehi dinh 20l202tND-CP

.+ Gi6y khai sinh vi Gi6y x6c nhfln hQ nghdo, c{n nghdo do ily ban nhdn
ddn cAp xd cdp cho d6i tugng hgc sinh c6 cha mg ho{c ci cha vd mg ho{c 6ng bd
(trong trudng hqp d voi 6ng bn) thuQc di€n h0 nghdo, cdn nghdo.

+ Gi6y chtmg nh{n tti5i tuqng duo.c hudng ctrii AE mi6n hqc phi theo quy
dinh tei Nghi dinh sa Zl nOrcXD-CP ngdy 06 th6ng 4 ndm 2016 cta Chfnh phri
quy ttfnh mQt sii chi5 dO, chinh s6ch aOi voi h4 si quan, binh si phUc ru tqi ngt,
xuAt ngg vi thAn nh6n cta.h4 si quan, binh si tar ngfi vi vdn ban huong d5n cua
B0 Qudc phdng tl6i voi d6i tuqng li con d6, con nu6i hgrp ph6p cria h4 si quan,
binh si tai ngt.

+ Gi6y khai sinh vA s6 huong trg c6p hang th6ng cria cha hof,c m9 bi tai n4n
lao dQng ho4c mic bQnh nghA nghiCp do tri chric bio hi,5m xa hQi c6p tl6ivoi
d6i tuqng hqc sinh c6 b6 ho{c mg bitai nan lao dQng hogc m6c bQnh ngh6 nghiQp.

Bufc 2: CAn bO phq tr6ch ki6m tra nQi dung don vi h6 so
- H6 so hqp lQ: CQp nhQt h6 so vi chuy6n cho ki5 to6n nhi truong.
- Hd so chua trqp 19: Huong dan cha mg hgc sinh tifo qp hoanthantr h6 so.

b. Thdi gian thyc hiQn:

- Trong vdng 45 ngdy k6 til ngiy bit d6u cta ndm hQc, hgc sinh ho4c cha me

hgc sinh nQp hd so @i v6n phdng trutmg.
11. Thi tgc ll: Thqc hiQn chinh sich vd gi6o dgc d6i vriri ngutri t*uy6t tit
a. Trinh ry thyc hign
Brni,c 1: Hgc sinh ho{c cha mg hgc sinh nQp hii so t4i v6n phdng truong.
Hti so g6m c6:

- Don c6 x6c nhfln cria nhd trudng (theo miu);
- Gi6y chrmg nh6n vC knuy6t 4t do co quan c6 thAm quy6n cdp theo quy

<linh cria Nhi nu6c (ban sao c6 c6ng chtmg);
Brnirc 2: C6n bg phg tnlch kiilm tra nQi dung clon vd hd so

- H6 so hqp lQ: Cdp nhflt hO so vi chuy6n cho k6 torin nhi truong.
- Hd so chua hqp lQ: Hucmg din cha nrg hgc sinh tifo qrc hodn trantr tr6 so.

b. Thdi gian thsc hiQn:

- Trong vdng 45 ngiy k'3 ttr ngiy bit <liu cta n6m hgc, hgc sinh hoqc cha m9

hgc sinh nQp h6 so t4i v6n phdng trudng.
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12. Thfr tgc 12: Thyc hiQn chuy6n d6i m6n hgc l1ra chgn (Theo kif ho4ch )

'i


