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Nguoi soan thiao Nguoi kiém tra Nguwoi phé duyét

Ho va tén Lé Vin Tam Vin Thanh Tam | Kiéu Xuian Khiém

Chuyén vién Phong Truwdéng Phong
Chire
danh Dao tao — Hanh chinh — | Dao tao — Hanh
Ké toan chinh — K¢ toan

Hiéu truéng




1. Muc dich, pham vi ap dung:
a. Muc dich: Quy trinh ndy nham muc dich giup Hiéu trudng:

- Thyc hién quan 1y hoc sinh theo quy ché cong tac HS hién hanh;

- Chu dong kiém soat va khai thac dir liéu ho so hoc sinh ciia Nha truong.
b. Pham vi ap dung

- Hoc sinh dang hoc tap, lao dong san xuét hé chinh quy tai trudng, tai co sd lién
két voi cac truong Truong Trung cip nghé Dan tdc ndi trit Khanh Vinh.

- Cac don vi lién quan dén quy trinh nay:
+ Hiéu trudng
+ Phong Pao tao — Hanh chinh — Ké toan
+ Cac Khoa
2. Dinh nghia va tir viét tit
a. Pinh nghia
Hb so hoc sinh 13 hd so nhap hoc cua timg thi sinh hé trung cap tai truong.
b. Tir viét tit
- P.DT-HC-KT: Phong Pio tao — Hanh chinh — K¢é toan
- TS: Tuyén sinh.
- HS: Hoc sinh.
- GVCN: Gi4o vién chu nhiém.
- THPT: Trung hoc phd thong.
- THCS: Trung hoc co s0.
- PPK: Phiéu diang ky.
- SYLL: So yéu ly lich.
- UT: Uu tién.
- KS: Khai sinh.
- SK: Surc khoe.
- HB: Hoc ba.
- HK: Ho khau.
- GCN: Gidy ching nhan.
3. Luu dd: Xem noi dung trang 2
4. Pac ta: Xem ndi dung trang 3 - 4



QUY TRINH QUAN LY HO SO HQC SINH
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4. PAC TA QUY TRINH QUAN LY HO SO HQC SINH

Bo phgn/ | DO Phan/
Tén bwéc s ? pha nguoi phoi | Keét qua dat | Han hoan R X A
TT A oA NoOi dung nguoi . Biéu mau/ ho so
cong viéc ‘n hop thuc dugc thanh
thuc hién ‘A
: : hi¢n
. Tong hop Ho so tuyén sinh theo \ 2 1 thang sau ..
}%uoc L danh sach 16p (g0m cac gidy t& | P.DT-HC- A 1A HO S0 tuyen khi co QD Bi¢u man 01
01 | Tong hop AT T Bo phan TS | sinh theo S
s 16 ghi trén bia ho so) KT L 1o1x thanh lap
hd so danh sach 16p 13 i
op
2 Kiém tra va bo sung hd so con
thiéu;
DA , Bophin | P.DT-HC-
- Lap Bang tong hop danh sach TS KT
HS b6 sung ho so lan 1;
- Thong béo va giri Bang tong
hop danh sach HS b6 sung ho so Bidy mu 02
lan 1 dén GVCN' 7 Bang tong Cubi hoc 1?u m?u
Budc 2. 3. GVCN yéu cau hoc sinh bo hop danh sach | kyIcua Biéu mau 03
02 Xt ly 1an 1 | sung cac ho so con thiéu; GVEN Khoa HS bd sung nam hoc
- Tong hop ho so bd sung va giri ho so lan 1. tha [
ve P.DT-HC-KT
4. B6 sung theo mau
- Nhén thong tin cin bo sung tir HS

gido vién chu nhiém;
- Thyc hién bd sung va ndp lai
cho GVCN.




4. PAC TA QUY TRINH QUAN LY HO SO HQC SINH

B phan/ | BOPhAN/ |
Tén bwéc s ? pha nguoi phoi | Keét qua dat | Han hoan R X A
TT A oA NoOi dung nguoi . Biéu mau/ ho so
cong viéc : ‘n hop thuc dugc thanh
thuc hién ‘A
hi¢n
6.Kiém tra va bo sung hd so theo
quy dinh;
- Lap Bang tong hop danh sach o P.DT-HC-
HS b6 sung ho so 1an 2; Bophén | KT
- Théng bao va gui Bang téng TS
hop danh sach HS b6 sung ho so
lan 2 dén GVCN 9 Bang téng Cudi hoc Biéu miu 02
Bude 3. | 7. GVCN yéu cau hoc sinh bo hop danh sach | ky I cua A%
03 Xu ly 1an 2 | sung céc ho so con thiu; Khoa HS b6 sung nim hoc Biéu mau 03
- Tong hop ho so bo sung va giri | GVCN ho so 1an 2. tht 2
vé P.DT-HC-KT
8. B6 sung theo mau
- Nhén thong tin can b sung tir
A > HS
gido vién chu nhiém;
- Thuc hién bo sung va ndp lai
cho GVCN.
5. Luu hd so lan 1
Buéc4. | 9. Luuhd solan2 P.DT-HC- | P.DT-HC- ; .
04 \ . _ HO so HS tirng 16p theo quy dinh
Luu hd so | - HO so dugc luu tai phong Van KT KT &P aw

thu — Luu tror.




5. Cac cong cu bién/ miu hwéng din

5.1. Can cwr phap ly

Thong tu s6 17/2017/TT-BLDTBXH, ngay 30 thang 06 nim 2017 cta B trudng
B6 lao dong — Thuong binh va xa hoi vé viéc ban hanh Quy ché cong tic hoc sinh, sinh
vién trong truong trung cép, truong cao dang;

Can cu quyet dinh s6 73/QP- TCNDTNT ngay 24/08/2020 cua Hi€u truong Trudng
Trung cap nghé Dan tdc ndi tra Khanh Vinh vé viéc ban hanh Quy ché cong tac hoc sinh;

Quyét dinh hang ndm cua Hi¢u truong Truong Trung cap nghé Dan toc noi tra
Khanh Vinh vé viéc cong nhan danh sach hoc sinh trang tuyén.

5.2. Biéu miu/hwéng din

TT Tén biéu miu/hwéng din M3 héa
1 | Danh sach HS theo 16p 12/QT-TCNDTNT-DTHCKT.BMO1
2 | Danh sach HS b6 sung ho so 12/QT-TCNDTNT-DTHCK T.BM02
3 | Thong bao HS bd sung ho so 12/QT-TCNDTNT-DTHCKT.BM03




TRUONG TRUNG CAP NGHE
DAN TOC NOI TRU KHANH VINH
PHONG PAO TAO - HANH CHIiNH - KE TOAN

12/QT-TCNDTNT-DTHCKT.BMO1

DANH SACH HQC SINH

Nghé ............ -Khoéa hoc: .............

-
-

Ho tén HSSV

Ngay sinh

PDK

. Gidy | Gidy Bang/Ching nhan

tot nghiép
LL KS SK THCS THPT

Hoc | GCN S6
ba uvu tién | HK

Ghi
chu

O |0 Q[N || |[W|IN|—

Khdnh Vinh, ngay....... thang... ... nam......
NGUOI LAP BANG




12/QT-TCNDTNT-DTHCKT.BMO02

SO LAO DPONG TB&XH KHANH HOA
TRUONG TRUNG CAP NGHE
DAN TQC NOI TRU KHANH VINH

CONG HOA XA HOI CHU NGHIiA VIET NAM
Poc lap — Tu do — Hanh phiic

34 TB-TCNDTNT Khanh Vinh, ngay thang nam 20 ...

THONG BAO
V/v bo sung hd so hoc sinh khéa .... lan ....

Sau khi phong Pao tao — Hanh chinh — K& toan kiém tra hd so hoc sinh khoa.......
lan ...... , mOt sb hoc sinh ¢6 hd so chua déy du.

Nay thong bao dén cac Khoa va gido vién chii nhiém cac 16p c6 hoc sinh con thiéu
cac loai gidy to lién quan can ndp bd sung vé phong Pao tao — Hanh chinh — K& toan trudc
ngay ..../...../.20.... (Danh sach dinh kem)

Trong qua trinh thyc hién néu c6 kho khin gi, lién hé phong Pao tao — Hanh chinh
— Ké toan dé duoc hudng dan.

Trén ddy 1a ndi dung thong bao, dé nghi cac Khoa va gido vién chi nhiém céc 16p
néu trén nghiém tuc thyc hién ding ndi dung thong bao nay./.

Noi nhin: HIEU TRUONG
- Cac khoa, GVCN;
- Luu: VT, PTHCKT.



TRUONG TRUNG CAP NGHE 12/QT-TCNDTNT-DTHCKT.BMO03
DAN TOC NOI TRU KHANH VINH

PHONG PAO TAO —- HANH CHINH - KE TOAN

DANH SACH HQC SINH BO SUNG HO SO
Lan....... —Namhoc: ...........

) O || Gidy | Gigy | BAng/Chumgnhan |1 Gon | sé | Ghi
Lop | PDK | yéu | Anh | po | gg tot nghicp ba |uutién | HK | cha
LL THCS | THPT :

Ngay

TT Ho va tén hoc sinh h
. : sinh

Khanh Vinh, ngay....... thang...... nam... ...
NGUOI LAP BANG
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