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CONG HOA xA HOI CHU NGHIA VIET NAM
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56: 548/QD-THPTCT C6 76, ngdy 3 I thdng 12 ndm 2022

QUYET DINH
Vi viQc c6ng bii c6ng khai thi tgc hinh chinh nim 2023

theo Luit 36/2018/QHl4

Cdn c* Ludt sd 36/2018/8H14 ngdy 20/l l/2018 cfia Qui5c hQi vi tuit
Phdng, ch6ng tham nhilng.

Cdn ct Nshi dinh sii tsotZOZOtttO-CP ngdy 30/10/2020 ct)a Chinh phil
,i *i,i- sodt tdiidn, thu nhQp ctia ngttdi c6 ch*c vu, quyin hqn trong co quan,
:,,

to chuc, don v!;

Cdn ct Th6ng tu td SZ.ZOZO|TI-AGDET ngdy 15/9/202.0 cila BQ trudng
Bo GD&DT vO DiAu E tudng trung hgc co s6, trung hpc ph6 thdng vd trudng
phd th6ng c6 nhiiu cdp hec.

QUYtTD!NH:

Di6u l. C6ng bi5 c6ng khai thti tqc .hanh chjnh ndm 2023 theo Luflt
36/2018/QHl4 ngdy 20/ll/2018 c: la Qu6c hQi v6 LuQt Phdng, ch6ng tham
nhfing.

( Theo cdc bidu dinh kim).

Didu 2. Hinh thric vi thdi di6m cdng khai dugc thgc hiQn theo Luit
36/2018/8H14 ngdy 20/l l/2018.

Eidu 3. C6c 6ng (bd) phu tr6ch k6 to6n, c6n b9, gi6o vi6n nhdn vi6n vi
c6c b0 phan li6n quan chiu trrich nhiQm thi hdnh Quy6t dinh ndy./.

Noi nh$n:
- Nhu didu 3

- Luu: VT.

RIIONG

i Phdng





ceNG uoa xA ugr cutr xcHia vrET NAM
DQc lfp - Tr; do - HSnh phric

56: 547IQD-TIIPTCT C6 76, ngdy 3l thdng 12 ndm 2022

vd viQc c6ng b6 tht tsc n3ffif,?1Tf6",04,n quy6n giii quy6t
cria trulng THPT CA T6 nlm 2023

HrEU TRTIONG rRrIOr{G TrrPT C6 16

Cdn c* NShi itinh sii OStZOtOtNO-Cp ngay 0S/6/2010 cfia Ch{nh phtrt vi
kiiim sodt thitltc hdnh chinh;

Cdn cth Nghi ilinh sii 48/20t3ND-Cp ngay 04/5/2013 cua Chinh phi vi
stba itiii, b6 sung m\t sii aiiu cia cdc Nghi dlnh hAn quan cl€n ki€m sodt thi tqtc

hdnh chinh;
Cdn c* Ngh! dlnh sii L2/2017ND-CP ngay 07/8/2017 cia Chinh phi vi

, ,.1. , : ^s*a dd| b6 sung m)t sO dieu cia cdc Nghi dinh li€n quan d€n ki€m sodt thi t4c
hdnh chinh;

Cdn c* Qtyilt ctlnh sii ZStrunNO ngdy 27/01/2022 cia 0y ban nhdn ddn
tinhbanhdnh Kii hoqch ki€msodt thtitttc hdnh chinh tinh Qudng Ninhndm 2022;

Xdt di ngh! cua bA phdn Vdn phdng trudng THPT Cd TA.

QUYtrDp{H:

Di6u l. C6ng b6 kdm theo Quyi5t tlinh fhi trc hantr chinh thuQc th6m quy6n
gi6i quy6t cua truong THPT CdT6(c6 thil nrc kim theo).

Didu 2. Cic cirr- bQ, gi6o vi€n, nh6n vi6n, hgc sinh nhd trudng vi c6c t6
chtc, c6 nhdn c6 li6n chlu tr6ch nhi€m thi hanh Quyiit <tinh ndy.

Di6u 3: quyi5t Ai*r ndy c6 hiQu lgc thi hdnh kC tt ngny ki./.
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Nguy n Hfri Phdng

SO GD&DT QUANGNINH
TRTIONG THPT c6 T6

Noi nhQn:
- Nhu ttiAu 2;
- Ni6m y6t c6ng khai;
- C6ng khai website;
- Luu VT.
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DANIIMUC CAC TIIUTUC I{ANII CHiNH THUQC THAM QTTYtN
cr,rr euvfr cuA TRTIoNG THPT cd rO

(Ban hdnh kdm theo Quyiit dlnh sA NZtgO-fnffCf,
ngdy 31 thdng 12 ndm 2022 cfia Hi€u rrudng trudng THPT C6 TO)

PHAN I. DANH MUC THU TUC HANH CHiNH

STT TGn thi tgc hinh chinh ThAm quy6n

I Thri tpc sti 1: Rirt h6 so, hqc b4 Hi6u trudng

2 Thri tuc si5 Z: Xna., bnng t6t nghiQp THPT HiQu tru&ng

3 Thri tgc sO 3: X6c nhQn ki5t qui hgc tAp HiQu trudng

4 Tht qc 4: Chuy€n trudng HiQu truong

Thri tgc 5: Ti6p nhin hqc sinh chuyi3n trudng HiQu truong

6 Thrl tuc 6: X6c nh{n hgc sinh dang hgc t4i trudng HiQu tru&ng

7 Tht tuc 7: Phric kheo bdi thi HiQu trudng

8 Thri tpc 8: Xin hgc l4i HiQu truong

Thri tgc 9: H5 trg ti6n dn cho hgc sinh brin tni HiQu truong

Thri tgc 10: MiSn gi6m hgc phi, h5 trq chi phi hqc t4p HiQu trudng

l1 Thri fiJc 1l: Thgc hiQn chinh sich vA gi6o dpc A6i voi
nguoi khuyiitt4t

HiQu trudng

l2 Thri t\rc chuy6n dOi m6n hgc lga chgn HiQutruong

PHAN II. NQI DT]NG CUA TIIU TUC IIANII CIIiNH

1. Thfr tgc s6 t: n,rit hd so, hgc b1

a. Trinh t{ thttc hiQn

Brn6'c 1: Hgc sffi ho{c cha mg hgc sinh nQp don xin rut h6 so, hQc b4 tai vdn

phdng nhi trudng.
Bufc 2: Can bO tiiSp nhin ki6m tra nQi dung don, hgc sinh ho{c cha m9 hgc sinh

nh{n phii5u tre kiSt qua.

Brnic 3: Dung h-en hgc sinh ho{c cha mg hgc sinh 1i6n hQ crln b0 phu ndch <16

nh$n ki5t qu6.

b. Thdi gian thwc hi€n:01 ngiy k6 tt khi tii5p nhfn y€u ciu.
2. Tht tgc s5 2: Nhin bing t5t nghiQp TIIPT
a. Trinh tvthuc hi€n
Burirc 1:

- Hgc sinh nhin bang t6t nghiQp cdn mang theo gi6y CMND cria minh ho{c

c6 <linh danh diQn tu mtc 2.

- Cha m9 cria hgc sinh nh{n h0 BAng t6t nghi€p THPT cdn mang theo Gi6y

khai sinh cta con vi Chimg minh thu nh6n dAn cta cha mg hqc sinh ho{c c6 ttinh

danh ttiQn tri mirc2.
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- C6c truong hqrp nhan thay kh6c phAi dugc tiy quydn theo quy dinh cria phrip
luQt.

Bvfic 2z Vdn thu ki6m tra danh s6ch, eOi ctriiiu b6ng t6t nehiQp THPT voi c6c
gi6y td li6n quan, n6u th6y hqp lQ cho hgc sinh hoflc cha mg hgc sinh lcf nhfn vdo
s6 c6p ph5t bang.

b. Thli gian thqc hiQn: 0l bu6i ldm viQc.

3. Thfr tgc s5 3: )tulc nh$n k6t qun hgc tgp
a. Trinh tu thUc hi€n
Bufc 1: Hgc sinh ho{c cha m9 hgc sinh nQp don xin xdc nh{n kiSt qu6 hqc tfp tqi
vin phdng nhd truong.
Bufc 2: C6n bQ titip nhfn ki6m tra nQi dung don, ra phi6u he.n tri kt5t qui.
Bu6,c 3: Dring hgn hoc sinh li6n hC crin bQ phq tr6ch nhdn k6t qu6.

b. Thdi gian thuc hi€n:03 ngiy ke tu khi ti6p nh{n y6u ciu.
4. Tht tr;c s5 4: Chuy6n trutmg
a. Trinh g thuc hten
Burfc 1: Hgc sinh ho{c cha mg hgc sinh nQp hd so theo qui <linh t4i v[n phdng
nhd trudmg.

Bufc 2: Nhdn vi6n vdn thu kitim tra h6 so hqrp 16 cQp nhflt vdo s6 chuyiin di, c6p
gi6y gioi thiQu <ti5n Sd GD&DT (truonC hgp xin chuy6n ra ngodi tinh) vi truong
chuyi5n d6n.

Bufc 3: Hgc sinh ho{c cha mg hgc sinh nQp h6 so hqc ba tai Sd GD&DT tai Khu
hanh chinh c6ng tinh Quing Ninh (truong hqp xin chuy6n ra ngodi tinh).
Bufc 4: Hgc sinh hoflc cha mg hgc sinh nQp h6 so t4i noi chuyiin dt5n d6 du-o. c
nhfp hqc.

b. Thdi gian thrc hiQn

ViQc chuy€n trudrng tluo. c thuc hiQn khi ki5t thtc hoc k! I cria nIm hgc ho{c
trong thoi gian hd tru6c khi khai giang nim hgc moi. Trudng hqp ngo4i lQ v6 thoi
gian do Girim <ttic S0 Gi6o dgc vi Ddo t4o noi d6n xem x6t, quyi5t dinh.
5. Thri tgc 5: Ti6p nhfn hgc sinh chuy6n trulng
a. Trinh ttr thtrc hiQn

Bufc l: Hgc sinh hopc cha mg hoc sinh nQp h6 so tai vin phdng truong.
Hd so gdm c6:

- Don xin chuy6n trudng do cha ho{c me ho{c nguoi gi6m h6 ki.
- Hgc b4 @an chinh).
- Gi6y chtmg nhQn trtng tuy6n vdo l0 (c6ng lgp).
- Gi5y gi6i thiQu chuy6n trudng do HiQu trudng nhd trudmg noi di c5p.
- ci6y gioi thiQu chuytin trudng do Sd GD&ET noi di c6p (trudng trqp xin

chuyin di5n tu tinh, thdnh phiS kh6c).



- Gi6y chrmg nhan t4m trf ddi han ho{c quyi5t <Iinh <Ii6u dQng c6ng t6c cria

cha ho{c mg ho{c ngudi girlm hQ tai noi s€ chuy6n <li5n voi nhtng hgc sinh chuyiin

cu tru diSn tu tinh, tiranh phi5 kn6c.

Bv6c2z Nhdn vi6n v6n thu tiiSp nh{n ki,5m tra h6 so

- H6 so hgrp lQ: C{p nhflt sl5 chuy6n di5n vd b6o c6o HiQu truong sip x6p lop
hgc cho hgc sinh, cdp gi6y gioi thiQu vio 16p cho hgc sinh.

- H6 sochrmhq,p 16: Huong din chamg hgc sinhtiepurc hoanthanhhd so.

b. Thdi gian thsc hiQn:

ViQc chuy6n trudng tluo. c thgc hiQn khi kiit thric hgc kj I cria nim hgc ho4c

trong thoi gian hd tru6c kAi k}rai giang ndm hgc moi. Trudng hqp ngoai lQ v6 thoi
gian do Gi6m tl6c S& Gi6o dgc vi Diro t4o noi d6n xem x6t, quy5t dinh.

(Tht tuc tii5p nhfn hgc sinh hoan thenh vi vitit gi6y gioi thi€u hqc sinh vA

l6p khi dd hoan thanh chuydn trutmg tr6n h€ th6ng)

6. Th,fi tgc 6: X6c nh$n hgc sinh dang hgc t?i trutmg
a. Trinh tv thvc hien

Brni,c 1: Hgc sinh c6 nhu cAu x6c nhdn dang theo hac t4i trudng nQp don tai vdn
phdng trudng.
Bufc 2: C6n bO phg tr6ch ki6m tra n$i dung don, ra phi6u hgn tr6 k+5t qua.

Bufc 3: Ering hgn hgc sinh li6n hQ vin phdng AC *r6n t6t qua

b. Thdi gian thyc hiQn:

01 ngiy lirm viQc, k5 dr khi tii5p nh{n tlon y6u ciu.
7. Thfr tgc 7: Phrlc khio biri thi tuy5n sinh vio 10 vir thi TN THPT
a. Trinh tv thuc hi€n

Bufc 1: Hgc sinh c6 nhu ciu phric khto bdi thi nQp don cho crin b0 phU trSch vdn

phdng trudng.
Brn6'c 2: C6n b0 phu tr6ch kitim tra nQi dung don, nh{n giSy hgn tri ki5t qui khi
c6 thdng b6o ki5t qui cria Sd GD&DT.
b. Thdi gian thqc hiQn:

Cdn cri th6ng b6o Sd Gi6o dgc vd Dio t4o Quang Ninh.
8. Thi tgc 8: Xin hgc l4i
a. Trinh tv thuc hi€n

Bufc 1: Hgc sinh ho{c cha mg hgc sinh nQp h6 so t4i vdn phdng trudng.
--l ;. ,
Ho so gom co:

- Don xin hqc lai tai trudng.
- Hgc b4 cria l6p ho{c cAp ttd hgc (ban chinh)
- Beng t6t nghiQp cria c6p hgc duoi (ban c6ng chimg)

- Gi6y x6c nhfln cria chinh quy€n dia phucmg noi cu trri vA viQc ch6p hanh

chinh s6ch vi ph6p luft oia Nhd nu6c.

- Trudng hqp xin hqc l4i t4i truamg cfl: HiQu trudng nhi trudng cho ph6p

nhfp hgc sau khi dd kiilm tra h6 so.
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- Truong hqp xin hgc l4i tai 1rud'n* kh6c: Hd so b6 sung vi tht tUc thUc hiQn
nhu tl6i voi hgc sinh chuy6n truong.

- Trudmg hqp xin hgc l4i vdo lorp dAu c6p THPT:
Girim ili5c Sd Gi6o dgc vd Ddo t4o xem x6t, quyi5t dinh trCn co sd k6t qui thi

tuytin ho{c x6t tuy6n cia hgc sinh trudc khi nghi hgc.
Burlc 2: C6n bO phu tr6ch kiiim tra nQi dung rlon vd hd so

- H6 so hgp lQ: Cflp nhat s6 chuyiin <Ii5n vi b6o c6o HiQu trudng sip xrip lop
hgc cho hgc sinh, cdp gi6y gioi thiQu vdo ldp cho hoc sinh.

-H6 wchuahqp lQ: HunngdAn chamghgc sinhtiepqchoanftdnhhd so.

b. Thdi gian thrc hiQn:

- Vr& xin hgc lai tfrryc tl4rc hie-n tong thoi gian hd tuoc khi khai giang nnm hec
moi.

9. Tht tgc 9: H5 trq ti6n in cho hgc sinh bdn trri
a. Trinh tr thtrc hien
Buric 1: Hgc sinh hodc cha mg hgc sinh nQp h6 so t4i v6n phdng trudng.
H6 so g6m c6:

- Don <16 nghf h5 trq b6n tru (dung cho hgc sinh THCS, hgc sinh THpT hgc
ban tru).

- SO trQ Urau (bin sao c6 mang ban chinh ae aOi ctrit5u ho{c ban sao c6 chimg
thyc tu ban chinh)

- Gi6y x6c nh{n ktroang c6ch tu nhi <li5n truong, x6c nhfn ttla rliiSm trg ngodi
nhd truong 1<lOi voi nhirng hgc sinh kh6ng d trong trudng) do UBND xd x6c nh{n.

- Cha, mg ho{c nguoi gi6m h0 hSp ph6p cta hoc sinh nQp h6 so tryc ti6p
cho co sd gi6o dgc (nhd truong) noi hgc sinh ilang theo hgc.

OOi voi nhimg trudng hqrp ph6t sinh trong n6m hgc dugc ldm thri tr,rc dA ngh!
h5 trg theo thoi gian thyc ti5.

Buric 2: C6n b0 phg tnlch ki6m tra nQi dung don vd h6 so
- Hii so hqrp lQ: CQp nhflt hO so vd chuy6n cho kii to6n nhd truong.

- Hd so chua hqp lQ: Huong din cha m9 hqc sinh tiep qrc hoan rhdnh h6 so.
b. Thdi gian thrc hiQn:

- Trong vdng 45 ngdy k6 tu ngny bit diu cria n6m hgc, hgc sinh ho{c cha mg
hgc sinh nQp hO so t4i vdn phdng trudng.
10. Tht tgc 10: Mi6n giim hgc phi, h6 trg chi phi hgc tgp
a. Trinh tV thrc hiQn

Bufc 1: Hgc sinh hoic cha mg hoc sinh nQp h6 so t4i vdn phdng truong.
Hd so gdm c6:

- Don dA nghf mi6n, gi6m hqc phi vd h5 trg chi phi hsc r$p (theo m6u).
- B6n sao chimg thgc hogc ban sao kdm ban chinh tI6 d6i chii5u hoec b6n

sao tu s6 gi5c gi5y td chimg minh thuQc tl5i tugng mi6n, gi6m hgc ptri va tr5 tro
chi phi hgc t4p d6i vOi c6c dtii rugng sau:
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+ Gi6y khai sffi cria hgc sinh vir Gi6y x6c nh0n cta co quan quan lf tliSi

tugng nguoi c6 c6ng voi c6ch m4ng.

+ GiSy x6c nhan knuyi5t t4t do Uy ban nhin d6n c6p xE c6p hoac Quytit <tinh
I .^ i -. ^.v€ viQc trg cAp x6 hQi cria Cht tich Uy ban nhan dan cip huyQn cl6i voi <l6i tuqng

hgc sinh k*ruy6t t{t
+ Gi6y khai sinh vd Quv6t <tnh v6 viQc trg c6p xE hQi cria Chi tfch U;

ban nhdn ddn cdp huyQn d6i voi.il6i tugng hec sinh duoi 16 tu6i kh6ng ngu6n
nu6i dudng vi hgc sinh tu 16 tu6i n& l6n hu&ng trg cdp x5 hQi hang th6ng theo
Nehi dinh 20l202rND-CP

.+ Gi6y khai sinh vd GiSy x6c nh4n h6 nghdo, c{n nghdo do Uy ban nhdn
ddn c6p x6 cip cho tl6i tuqng hgc sinh c6 cha m9 ho{c c6 cha vi m9 ho[c 6ng bd
(trong trudng hgp d v6i 6ng bi) thuQc diQn h0 nghdo, cfn nghdo.

+ Gi6y chtmg nh4n di5i tuqng <Iugc huong ctrii a6 miSn hqc phi theo quy
tlinh tai NChi dinh s627l20l6lND-CP ngdy 06 th6ng 4 ndm20l6 cta Chinh phri
quy ttlnh mot si5 chii dO, chffi s6ch ai5i voi h4 si quan, binh si phuc vu tai ng[,
xu6t ngt vd thin nhAn cria h4 si quan, binh si t4i ngfl vd v6n bin hu6ng d6n cria
B0 Qu6c phdng d6i voi iIOi tuqng ld con d6, con nu6i hgp ph6p cria h4 si quan,

binh sit4i ngt.

+ Gi6y khai sinh vi s6 huong trq c6p hang thdng cria cha ho[c me bi tai nan
lao dQng hoflc mic bQnh nghe nghiQp do tri chric b6o hiiim xd hQi cdp tt6ivoi
diii tuqng hoc sinh c6 b5 ho{c mg bi tai nan lao dQng ho{c mic bQnh ngh6 nghiQp.

Buri.c 2: Crin bO phg tr6ch kiiSm tra nQi dung don vi h6 so

- H6 so hqp l€: C$p nh{t h6 so vd chuy6n cho ki! torin nhe truong.
- Hd sochuahqp 19: Huong din champ hqc sinhtifoqlc hoandranhhdi so.

b. Thdi gian thyc hiQn:

- Trong vdng 45 ngiy kC tir ngdy bEt ttiu cta ndm hoc, hgc sinh ho[c cha mg

hgc sinh nQp h6 ssBi ven phdng trudng.

11. Thi tgc 11: Thr;c hiQn chinh s6ch vd giio dgc.I6i vr6,i ngutri knuy6t t$t
a. Trinh tu thuc hi€n

Bufc l: Hgc sinh ho{c cha mg hgc sinh nQp hd so t4i vdn phdng truimg.

H6 so g6m c6:

- Don c6 x6c nh$n cria nhi trudng (theo m6u);

- Gi6y chtmg nhQn vA khuyrSt 4t do co quan c6 thAm quycn c6p theo quy

dinh cua Nhn nu6c (ban sao c6 c6ng chimg);

Brni'c 2: CAn bO php tr6ch ki6m tra nQi dung don vi hd so

- Hd so hqrp l€: CQp nhat h6 so vi chuy6n cho ki5 torin nhd truong.

- H6 sochuahgp lQ: Hrrng d6n chamg hqc sintrtieptp hoanthinhh6 so.

b. Thdi gian thyc hiQn:

- Trong vdng 45 ngiy k6 tu ngny bet dau cria nim hgc, hgc sinh ho{c cha me

hgc sinh nQp h6 so t4i vdn phdng trudng.
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12. Tht tgc 12: Thgr hiQn ctruy5n a6i m6n hgc l1ra chgn (Theo ki5 hoqch )


