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TRUONG TRUNG HQC PHO THONG
NGUYEN HIEN

86:40 /HD-THPTNH Da Néng, ngay 14thang 02 ndm 2023

~ HUONG DAN
Mot so thu tuc hanh chinh nam 2023

Thuc hién Quyét dinh s6 102/QD-SGDPT ngay 17 thang 01 nim 2023
ciia S¢ Gido duc va Pao tao thanh phé Pa Nang vé viéc Ban hanh Ké hoach
cong tac cai cach hanh chinh nam 2023; Can ct diéu kién thuc té cta don vi,
truong THPT Nguyén Hién hudng din mot s6 thi tuc hanh chinh nhu sau:

I. THU TUC GIAI QUYET HO SO HQC SINH
1. Ho so chuyén truong
- Pon xin chuyén trudng Viét tay hodc danh may theo mau;

- Truong hop chuyén ngoai tinh phai kém theo gidy xac nhan chuyén noi cur
tru (hodc ban sao ho khau), giay xac nhan chuyén noi cong tac cua cha hoac me;

- Thoi gian giai quyét: cudi hoc ki I va thang 7 hang nam;

- Sau khi dugce su déng ¥ ctia trudng chuyén dén va truong Chuyén di, phu
huynh rat ho so nop vé bd phan mot cira cia S6 GDDT dé giai quyeét;

- Thoi gian tra két qua (¢ truong): 03 ngay;

- Noi nhan va tra ho so: Van phong nha truong (B6 phan quan 1y hd so
hoc sinh).

2. Pon xin xac nhan hoc lwc hoac sao in hoc ba

- Nop don theo mau;

- Thoi gian giai quyét: 03 ngay;

- Noi nhan va tra hd so: Van phong nha truong (B6 phan quan 1y hd so
hoc sinh).

3. Pon xin xac nhin la hoc sinh dang hoc tai truwong:
- Nop ho so (Hoic don theo miu);
- Thoi gian giai quyét: trong ngay;

- Noi nhan va tra ho so: Van phong nha truong (B6 phan quan 1y hd so
hoc sinh).

4. Pon xin phép cho hoc sinh nghi hgc:
- Phu huynh gtri don c6 chit ki ciia cha me hoc sinh cho nha truong.

- Noi nhan: B phan truc bao v¢, quan ly hoc sinh.
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5. Nhén bing tot nghiép, rut hoc ba ciia hoc sinh da ra truong

- Cubi nam 16p 12 sau khi thi t6t nghiép THPT, hoc sinh dén Vin phong
nha truong (Bo phan quan 1y ho so hoc sinh) rtt hoc ba theo quy dinh;

- Nhén bang tot nghiép THPT (Theo thdng béo sau khi S¢ GDDT cép

bang vé truong);

- Thoi gian: Thir 2, 4, 6 trong tuﬁn;

- Noi nhan: Vin phong nha truong (B6 phan quan 1y hd so hoc sinh).

+ Hoc sinh dén nhan bang tot nghiép phai xuit trinh gidy ching minh
nhan dan hodc gidy to tuy than.

+Truong hop phu huynh hoc sinh. dén nhén thay phai c6 gidy Uy quyén
ctia hoc sinh do co quan c¢6 tham quyén cap va xuat trinh CCCD hodc CMND.

6. Pdi v6i ho so xin cap phé bang bing tot nghiép THPT

- Hoc sinh dén tryc tiép bd phan mot ctra cua So GDPT dé duoc hudng
dan, mang theo CCCD hoac CMND kem 01 ban pho to.

- Noi nhan va tra hd so: B6 phan mdt cira ctia S GDDT.
7. Péi véi viée xin mwon hoc ba dé 1am héd so du hoc

- Cha me hoc sinh viét don va cam két theo mau;

- Thoi gian cho muon: Tdi da 07 ngay ké tir ngdy muon.

- Noi nhan va tra ho so: Vin phong nha truong (B phin quan 1y ho so
hoc sinh).

8. Giai quyét ho so xin mién, giam hoc phi, hd tro chi phi hoc tap

- Pon theo mau (c6 san tai vin phong nha trudng);

- Gidy chtng nhan hudng ché d6 wu tién (Bang photo cong chimg);

- Thoi gian giai quyét: Pau timg hoc ky va khi c6 sy thay doi;

- Noi nhén hd so: Van phong nha trudng (B phan Ké toan).

9. Phiéu lién lac

- Mdi hoc ky phéat phiéu lién lac 02 lan vao gitta hoc ky va cudi hoc ky;

- Cha me hoc sinh c6 van dé gi, vui long lién hé truc tiép gido vién chu
nhiém 16p dé duoc gidi dap.

I1. LICH TIEP CONG DAN

1. Déi v6i lanh dao

- Hiéu truong truc tiép tiép cong dan vao tha Hai, thir Bay hang tuan.

- Pho hiéu trudng phu trach cong tac chuyén mén tiép cong dan vao ngay
thr Ba hang tuan.
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- Pho Hiu truong phu trach hoat dong ngoai gio 1€n 16p - co so vt chat

tiep cong dan vao thtr Sdu hang tuan.

2. P6i v6i GVCN

- Tiép cha me hoc sinh khi can trao ddi cac thong tin lién quan dén hoc
Sinh trong pham vi quan 1y. ;

- Tiép dot xuét khi cha me hoc sinh ¢6 nguyén vong can trao d6i théng tin
cua con em minh.

- Noi tiép: Phong tiép cong dan ciia nha trudng.

111. POI VOI KHACH PEN LIEN HE CONG TAC

- Gidp bao vé nha truong dé dugc huéng dan;

- Van phong bao lanh dao truc dé tiép;

IV. TO CHUC THUC HIEN

Trén day la Huéng dan giai quyét mot s6 thu tuc hanh chinh cia Truong
THPT Nguyén Hién ndam 2023, yéu cau vién chirc, nguoi lao dong va cac bd
phan co lién quan thuc hién nghiém tdc trén tinh than niém no, than thién, ton
trong nhén dan va lu6n néu cao y thirc trach nhiém trong cong viéc khi tham gia
tiep cong dan. Be nghi khach den lién hé cong tac, cong dan, cha me hoc sinh va
hoc sinh ¢ nhu cau lién hé cong viéc can thuc hién ding hudng dan trén./.
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