SO GD&DT BINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT PHAN BOI CHAU DPoc lap — Tw do — Hanh phiic
$é: 31 /QD-THPTPBC Phan Thiét, ngay 16 thang 01 niam 2025
QUYET DINH

V& viée ban hanh Quy trinh giai quyét thi tuc hanh chinh
cua Truong THPT Phan Bgi Chau

HIEU TRUONG TRUONG THPT PHAN BQI CHAU

Can cu churc nang va quyen han cua Hiéu truong truong THPT tai Thong
tw s6 32/2020/TT-BGDDPT ngay 15/9/2020 cia B6 GD&DT Ban hanh diéu le
truong trung hoc co s6, trung hoc phé théng va truong phé théng nhiéu cdp
hoc;

Can cir cac van ban huong dén cua S6 GDDT Binh Thudn vé viée cdi
cach hanh chinh,

Theo dé nghi cia To trucng té Vin phong Truong THPT Phan Béi Chau,

QUYET DINH:

Piéu 1: Ban hanh Quy trinh giai quyét thu tuc hanh chinh co ban cta
Truong THPT Phan Béi Chau.

(c6 van ban kem theo).

Diéu 2. Tét ca céc t6 chirc, doan thé, can bg, gido vién, nhan vién, hoc
sinh, phu huynh hoc sinh va cong dan dén lam viéc véi truong thuc hién theo
Quy trinh nay.

Vién phong nha truong c6 trach nhi¢ém thuong xuyén nghién ctu dé tham
muu vai Hiéu trudng trong viéc cap nhat, diéu chinh Quy trinh giai quyét thu
tuc hanh chinh co ban cua Truong cho phu hop quy dinh hién hanh va thuc tién.

Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Vin phong nha truong va cac ca nhan c6 lién quan ¢ Diéu 2 chiu
trach nhiém thi hanh Quyét dinh nay./.
Noi nhan:

- Nhu Diéu 3;
- Luu VT,
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phie

Q
OFY TRINH GIAI QUYET THU TUC HANH CHINH
(Ban hanh kém theo Quyét dinh sé6 31/QD-THPTPBC, ngay 16/01/2025
cua Truong THPT Phan Béi Chdu)

I. QUY TRINH CHUNG
Buéc 1. Hoc sinh hoac PHHS chuian bj diy du ho so theo quy dinh.

Budc 2. Nop ho so tai Van phong truong, nhan vién tiép nhan ho so kiém
tra thanh phén, tinh phép 1y va noi dung ho so

- Trudng hop ho‘ SO th!eu hodc khong hgp 1¢ nhan vién tiép nhan ho so
hudng dan nguoi ndp hoé so bod sung cho day du.
~ Budc 3. Dung thoi gian hen, hoc sinh hogc PHHS dén van phong truong
dé nhan két qua.
- Khi dén nhan két qua giai quyét nguoi nhan phai ky vao sé tra két qua.

- Ngudi nhéan kiém tra lai két qua giai quyét thu tuc hanh chinh, néu phat
hién ¢o sai sot hodc khong ding thi yéu cau diéu chinh lai cho diang.

II. THU TUC HANH CHINH

1. Thi tuec muwgn hoc ba

a. Trinh tu

- Phu huynh dén Van phong truong va mang theo:

+ Pon (theo Mau Mau_MHB); + CCCD ctia phu huynh;

+ Gidy khai sinh hodc ban sao gidy khai sinh cua hoc sinh (chimg minh
quan h¢ gitra phu huynh va hoc sinh);

+ Gidy to lién quan khéc (néu c6).

- Nhan vién vin phong tiép nhan, kiém tra noi dung don, thong tin va
trinh lanh dao truong giai quyét.

b. Thoi han giai quyét: Giai quyét ngay trong budi tiép nhan don.
2. Thii tuc xic nhin két qua hoc tip:
a. Trinh tu

- C4 nhan dén Vin phong truong va mang theo Pon xin xéc nhén két qua
hoc tap (theo Mau Mau XNKQ);

- Nop cho nhan vién vin phong kiém tra théng tin va nhan gidy hen.
- Pung hen ¢4 nhén lién hé van phong truong dé nhan két qua.

b. Thoi han giai quyét:
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- Béi v6i hoc sinh dang hoc: Thoi han giai quyét trong budi lam viéc ngay
sau khi tiép nhan don.

- Déi voi hoe sinh da ra truong: Thoi han giai quyét trong vong 03 ngay
lam viéc tir thoi diém tiép nhan don.

3. Thi tuc xac nhan hoc sinh dang hoc tai Trwong THPT Phan Boi
Chau

* Trinh tw thu tuc

- Hoc sinh ¢ nhu cdu xac nhén dang hoc tai Trudng viét don (theo Mau
Mau_ XNHS).

- Nop don cho nhan vién vin phong kiém tra thong tin va nhén gidy hen.
- Pling hen hoc sinh lién hé Vin phong truong dé nhéan két qua.
* Thoi han gidi quyét: 01 ngay lam viéc, ké tir khi tiép nhan don yéu cau.

4. Thi tuc hoan tra ho so, hoc ba cho hoc sinh nghi hoc (xuéit canh
hoic ly do khic)

* Trinh tw

- Phu huynh dén Vin phong trudong va mang theo:
+ Pon xin it hoc ba (theo Mau Mau-RHB)

+ CCCD cua phu huynh;

+ Gidy khai sinh hodc ban sao gidy khai sinh ctia hoc sinh (chimg minh
quan hé gitra phu huynh va hoc sinh);

+ Gidy to lién quan khac (néu co).

- Nhén vién véan phong tiép nhén, kiém tra ndi dung don, ra phiéu hen.

- Dung hen phu huynh lién hé nhéan vién van phong dé nhén hé so, hoc ba.
* Thoi han giai quyét: 01 ngay 1am viée ké tir khi tiép nhan yéu cau.

_ Truong hop hoc sinh sau khi thi Té'{ nghiép THPT thi Nha truong sé tra
ho so, hoc ba theo théng bao riéng vao cuéi nam hoc.

5. Thii tuc chuyén trudong dén truong THPT khac

a) Chuyén sang trwong THPT trong ciing tinh

* Trinh tw

- Phu huynh lam don gui truong THPT noi dén.

- Hiéu truéng nha trudng noi dén tiép nhan hd so va xem xét, giai quyét
theo quy dinh ctia Giam doc S6 GDDT Binh Thuén.

- Phy huynh mang don (da dugc Hiéu truong nha truong noi dén démg y
tiép tiép nhan) ndp vé Van phong Truong THPT Phan Boi Chau.
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- Van phong Truong THPT Phan Boi Chéu lam thu tuc chuyén di va giao
ho so cho phu huynh.
- Phu huynh ndp toan bd hé so cho truong chuyén dén dé dugc nhap hoc.
* Thoi han giai quyét
+ Néu don chuyén dén da duoc ky tiép nhan, giai quyét ngay trong budi
lam viéc.
+ Néu don chua dugce ky tiép nhan, huéng dan PHHS hoan thién hd so.
b) Chuyén sang truwong THPT thujc tinh, thanh phé khdc
* Trinh tw
- Phu huynh 1am don giri truong THPT noi dén.

- Hiéu truong nha truong noi dén tiép nhan hod so va xem xét, giai quyét
theo quy dinh ciua Giam doc S6 GDDT Binh Thuan.

- Phy huynh mang don (da dugc Hi¢u trudng nha trudong noi dén dong y
tiép tiép nhan) ndp vé Vin phong Trudng THPT Phan Béi Chau.

- Van phong Truong THPT Phan Boi Chéau lam thu tuc chuyén di va giao
ho so cho phu huynh.

- Phy huynh mang ho so dén Trung tim Hanh chinh céng tinh Binh Thuan
(s0 24 duong Nguy;én Tat Thanh, Phuong Binh Hung, Thanh phé Phan Thiét,
Tinh Binh Thuan) dé dugc hudng dan.

* Thoi han giai quyét
- Néu hé so hop 1€, diy du s& thuc hién ngay trong budi lam viéc ké tir khi
llep nhén yéu cau.

. Néu hd so chua hop 1é thi phu huynh s& dugc huéng dan dé hoan thién
ho so.

¢) Thanh phan ho so xin chuyén truong gom cé

- Pon xin chuyén truong do cha me hodc ngudi giam ho ky (theo mau nha
truong noi dén)

- Hoc ba (ban chinh). Kiém tra day du, chir ky, diém s6, déng dau........
- Ban sao gidy khai sinh.

“ Bffmg tot nghiép THCS (ban chinh hoac gi{iy chimg nhén tot nghiép tam
thot).

- Gidy chimg nhén triing tuyén vao 16p 10.

- Gidy gi6i thidu chuyén truong ciia Hiéu truéong Truong THPT Phan Boi
Chau.

- Cac gidy to “hop 1€ dé huong ché do wu tién, khuyén khich trong hoc tap,
thi tuyén sinh, thi tét nghiép (néu cé).
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6. Thii tuc mién thwe hanh Mén GDTC
a. Trinh tu:

Buée 1: Phu huynh hoc sinh (PHHS) ¢6 nhu cau xin cho con/ em mi%n
thuc hanh mén gido duc thé chat (GDTC) lién hé Van phong dé duge huéng dan
dién theo mau don xin mién thuc hanh mén GDTC (mau-MTH), sau dé nop lai
cho nhan vién tai Vian phong.

 Budéc 2: Nhan vién tiép nhén kiém tra ni dung don cia PHHS di dién
day du theo hudng dan.

Luu y: Ho so mién thuc hanh mon gido duc thé chat (GDTC) gom: don
(mau-MTH), glay to cua bénh vién cap (ban gbe hodc photo cong ching); gidy
td ¢6 lién quan dbi véi hoc sinh khuyét tat van dong do phuong, xa cip (photo
cong ching); Trudng hop hoc sinh bi man tinh nhu: bénh tim; ... chi ndp don va
h6 so nam 16p 10, cac nam tiép theo chi nop don mién thuc hénh mon gido duc
thé chat (ho so duoc bao luu).

Buée 3: Nhéan vién tiép nhan hd so diy du trinh cho Hiéu truéng ky
duyét.

Budre 4: Sau khi Hi¢u truong ky duyét nhan vién tiép nhén thong béo két
qua cho PHHS dugc biét.

b. Thoi gian giai quyét: 02 ngay

7. Thii tuc nhiin Bing Tt nghiép THPT

* Trinh tw

- Hoc sinh dén Vin phong nha truong, mang theo gidy CCCD.

- Lién h¢ nhan vién vin phong dé nhan Bing Tot nghiép THPT va ky
nhan vao so6 cap phat bang.

Truong hop cha, me, anh, chi, em rudt dén nhén thay thi mang theo ban
photo CCCD va giay uy quyen theo quy dinh cua phap luat.

* Thoi han giai quyét: Giai quyét ngay trong gid hanh chinh.

8. Cap bén sao Bing T6t nghiép THPT hd so online

7.1 Thanh phén hé so

- Can cude cong dan/Chimg minh thu hodc hd chiéu (ban chinh hodc ban
sao co chung thuc).

- Don dé nghi cép ban sao van bang, chimg chi, trong dé cung cap céc
thong tin vé van bang, chimg chi da duoc cép.

7.2 Céc budc thuc hién ndp hé so online:

Buwée 1: Truy cap trang: dichvucong.binhthuan.gov.vn ( qua dién thoai
thong minh hodc may tinh).



6

Bude 2: Lan luot chon nop hd so truc tuyén Cép thuc hién — Don vi (S¢
Gido duc va dao tao) murc do toan trinh 4.

Budée 3: G& vao biéu tugng tim kiém “cap ban sao van bing, chimg chi tir
s0 goc” Chon ndp ho so.

L L 1%

Buée 4: Lan luot chon “Pang nhap” “ca nhan”.

Buée 5: Nhap 56 dinh danh c4 nhan (day s6 trén CCCD, vi du
060180000000) Nhap mét khéu (tai khoan dinh danh trén VnelD) va ma OTP

dugc gui vé dién thoai ca nhan, hoac dang nhap VnelD tree4n di¢n thoai, chon
biéu tuong quét ma QR, dua dién thoai gdn man hinh may tinh tai 6 ma QR.

Buée 6: Dién cac thong tin theo biéu mau (théng tin bat budc ki hiéu *),
chon “so lugng ban sao” tir 02-03 ban. Sau doé tai, dién va luu lai thong tin
“phiéu yéu cau cap ban sao van bang”.

Buée 7: Tai cac ho so dinh kém ¢ phia cudi (gan muc luu hé s0) gom
hinh anh mat trudc va mit sau cia CCCD; phiéu yéu cau cép ban sao vin bang.

Buée 8: Lan luot chon “Luu ho so” “Nop hé so”./.




Mau - MHB

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

PON XIN MUQN HO SO, HQC BA
Kinh gui: Hiéu truong Truong THPT Phan Béi Chau.

Bayen (Thi XH). .o mmmmanasissaassss oo tinh o
Quan hé vdi hoc sinh (cha, me, ngudoi gidm hQ): ...ovvvvniiiiiiiiiiiiiinnn
HOEH oG- SINN: oo cisanississsnmvsmmiasisvonivmvesivom LODY sousmunsinsessie
Nodythang. nAm SI8h! cuosamamvrmismmuu i so s s s s

~ Nay t6i lam don nay kinh gui Hiéu truong Truong THPT Phan Boi Chau
dé xin muon ho so, hoc ba cua hoc sinh.

SO ourncoscursvamsisscs a3 SR AR A BRSO S IR A A BRI
S0 IR TNOBT: . oo vonsiissoai s e o iR oF e oA TSR s
Thon pian tra lal ho'so, hoe ba cua hoe Sinh: .. vismimaisssssiansios

Téi xin cam doan hoan tra ding han va hoan toan chiu trach nhiém vé
viéc bao quan nguyén ven ho so, hoc ba.

Kinh dé nghi Hiéu trudng nha truong xem xét, giai quyét./.

Phan Thiét, ngay. ..... thang ....ndm 20...
Nguoi viet don
Hd so phu huynh da nhin gom: (Ky, ghi ro ho tén)
| S-S Py S
i enmisinmsn snummusnnsasmmmasmvisims
1 R e e g g T
5 L N S S ———
Ty
Duyét ciia Hiéu truéng Nguoi giao ho so Ngudi nhin ho so

nha truong (Ky, ghi ré ho tén) (Ky nhén i ho so)



Mau - XNKQ
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phic

PON XIN CAP LAI BANG PIEM CAP HQC THPT
Nién khoa: 20.....—20 .....

Kinh gui: Hiéu truong trvong THPT Phan Boi Chau.

25 5 ¢ 1= I E e par oo - NgaVEIDh: s
ChO & MBI DAY . . eeiee ittt et e et e e et e e e e e e e et e ebeenees
SO @IEN thOGL: . v eee et ettt ettt
La hoc sinh Truong THPT Phan Boi Chau.

Cu thé:

Hoe I6p: 10,05 , Nam hoc:...............

Hoe lop: 11.....s - INBEV RO s vvssvosan

Hot 16p: 12....4: s B hOG: sz

Ly do xin xac nhan:

.................................................................................................................................

.................................................................................................................................

Vi viy em lam don nay kinh mong Lanh dao truong THPT Phan B6i Chau cap
lai bang diém cAp hoc THPT. Kinh mong Lanh dao nha truong xem xét va giai
quyét.

Trén trong cam on!

Phan Thiét, ngay ...... thang ...... nam ......
Nguwoi viet don
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Mau - XNHS

z| CONG HOA XA HQI CHU NGHIA VIET NAM

o\ PHANBOICHAV 5/ Péc lip — Tw do — Hanh phiic
S
. S * ‘\\

PON XIN XAC NHAN
Veé viée hoc sinh dang hoc tai Truomg THPT Phan Bi Chau

Kinh guri: Ban giam hiéu Truong THPT Phan Béi Chau.
RO tO0L HOO SN winivinvinssiss visessoisss cssih s auamais s sisins seviits
N Ry S IXRBITEND s vsinhucssionicmmsiaisemca sl sos b b e 4y S0 ARG AN S50
Dang 1a hoe sinh 10p: .voiiiiiii e

Nay em lam don nay kinh guri Ban giam hiéu nha trudng xin xac nhén la
hoc sinh dang hoc tai Truong THPT Phan Bgi Chau.

B [ R T R e
Kinh mong Ban giam hi¢u nha truong xem xét, giai quyét./.
Phan Thiét, ngay. .....thdng ....ndm 20...

Nguoi viét don
(KY, ghi ro ho tén)




Mau - RHB

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

PON XIN RUT HO SO, HQC BA
Kinh gui: Hiéu truong Truong THPT Phan Boi Chau.

1 | T TT o DB S cuvnamnesvunas
Cur trti tai khu phd (t6: ............... PRUONG [XR) ..ouosdsmmnscisossisuivasas
huyén (Thi Xf) .....coommcvmsmmmmmmnesmmsssnas WA covensensos sunsoovovonsensneonnmes
Quan hé vadi hoc sinh (cha, me, nguoi giam hQ): .ovveenvviiiiiiiiiiinn
Ho 1o Boe 8N o e s raisi SR ass LOWE isnsvissonassvmaes
Noay, thang. nm 8I00: .o v s ines

~ Nay t6i lam don nay kinh gui Hi¢u truong Truong THPT Phan Bdi Chau
dé xin rat ho so cua hoc sinh.

L'd
L SOOI Wit~ P W) SRS S

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

Kinh dé nghi Hiéu truéng nha truong xem xét, giai quyét./.

Phan Thiét, ngay. .....thang ....ndm 20...
Nguoi viét don
Hd so' phu huynh da nhiin gom: (Ky, ghi ro ho tén)
e
Ty
S S R e R e Em AT s
. LT S O S
N N S
1 L
Duyét cia Hiéu trudng Ngudi giao ho so Ngudi nhin hd so

nha truong (Ky, ghi ro ho tén) (Ky nhdn di hé so)



Mau - CT

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

PON XIN CHUYEN TRUONG

Kinh guri:

-Ban giam hi€y Traong THPT.....ccomammmmsimssmvenismssississ
~Ban gigm Wity Teadng THPT  .ovmmmemsibamasumssmonmveess

xét, tao diéu kién.
R4t mong su chap thudn ctia Ban Giam hiéu Truong.
T6i xin chan thanh cam on./.
Phan Thiét, ngay ... ... thang .....ndm......
Nguoi lam don
Y kién tiép nhin cia truwdong

(AR R R R N E R R R R NN

----- eSS ssEESRESEESRESEEERERERRSEESERBERES

Y kién truong chuyén di

LA A R R R R L A R A A A R R A L



Méiu ~ MTH GDTC

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phiic

PON XIN MIEN THUC HANH MON GDTC
Kinh guri: Hiéu truong Truong THPT Phan Boi Chau
T ORI (5w om e RS NSRS S R AR S NS

Hién dang hoc 16p ......... nam hoc 20...... w Disivss

Nay t6i lam don nay kinh xin Hiéu trudng nha truong cho phép con téi duoc
mién thyc hanh mén GDTC ndm hoc 20... - 20...

T T .

Trong khi cho doi su chz‘ip thudn cua Hiéu truong Truong THPT Phan Boi
Chau, t6i chan thanh cam on.

Tran trong!

Phan Thiét, ngay ...... thdng ... ... ndm 20...

Ngudi lam don

Y kién cia Hiéu truéng
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