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QUY TRINH, THU TUC HANH CHINH
TRUONG THCS-THPT TRAN QUOC TUAN

Quy trinh, N Nguwoi
i thu tuc Cac buéc tién hanh Thm gla; thue Ghi chu
hanh chinh SIALAWYEt | pign
01 | Quy trinh 1.Thé thire van ban: Xem huéng dan Thé thirc va k§ thuat trinh | Trinh ky Nhan Trinh ky, ban
soan thao, bay van ban hanh chinh Truong THCS-THPT Tran Qudc Tuén | trong ngay. | vién van | hanh ngay trong
trinh Ky vin | va cdc mau vin ban kém theo (bAm vao day). thu ngay nhan dugc
ban 2. Soan thao van ban. (NVVT) | yéu cdu cta céac

3. Duyét du thao van ban: Trudng ban, T6 truong chuyén mon
chiu trach nhiém duyét du thao van ban do don vi minh soan
thio vé& thdm quyén ban hanh, ndi dung vin ban, dbi tuong
nhan, do khan, d0 mat cua van ban. Nhan vién vin thu chiu
tr4ch nhiém ra soat vé thé thirc, k¥ thuat trinh bay vin ban.

4. Trinh ky van ban: Ban hanh chinh chiu trach nhiém trinh
BGH ky cac vin ban thudc thim quyén ban hanh cua Nha
truong (Trir nhitng vin ban do cac Ban, T6 bd mon can trinh
bay truc tiép).

co quan, don vi.




02 | Quy trinh 1. M& email: - Nhan van | (NVVT) | Nhitng ndi qdung
nhan, . ban cac van ban khan,
T - c3bctranquoctuan@hanoiedu.vn . . A A eas
chuyén vin _ _ . ngay trong cong viéc can giai
ban dén tir - hanoi.edu.vn: (cong vén cua S¢ Gido duc va Dao tao Ha Noi). | 30, quyét gip nhan
Email - huongvutgt@gmail.com (céng van cta Dang tir Quan tly Nam | - Chuyén vién van thu lién
Tir Liém). van ban lac xin y kién cia
2. Poc, loc vin ban céan in; In van ban, luu sd dén cua treong | ngay trong nguoi truc GH xt
trén goc phai, dau trang dau tién ctia van ban. ngay; ly.
3. Vao sb luu sb, ndi dung vin ban dén; tap hop cac vin ban dén | chdm nhat
trong dau gid budi sang, budi chiéu gui Hiéu trudng (hodc Pho | sau 1 ngay
Hiéu truéng néu Hi€u truong di vang; hodc theo sy chi dao cua | [am viéc.
Hi¢u truong).
4. Nhan vin ban tir Hiéu truong (hoic pho Hiéu truong), chuyén
cong van di trong ngay theo su chi dao (hodc ngay sau khi nhan
vian ban tir Hiéu truong néu vin ban khan, gip).
Phuong tién chuyén CV: - Pua truc tiép.
- Goi dién thoai.
- Gur1 email.

03 Qu’\y trinh 1. Nhan cong van tir céng gac, luu sd, thoi gian cong van dén. - Nhén vin | NVVT Nhirng ndi flung
nhan, . _ _ _ ., |bancac van ban khan,
chuyén vin - Néu thu gui cho dich danh tén riéng thi gui truc ti€ép dén ngay trong cong viée cin giai
ban dén tir tén ngudi nhan. tuan. quyét gip nhan
thw - Néu thu gui chung Ban Giam Hiéu hodc Chi uy chi | - Chuyén vién van thu lién

bd,...thi nhan vién vin thu dugc quyén boc thu. véan ban lac xin y kién cta
2. Poc vin ban, luu s6 dén, ngay thang trong khudng dau “Céng ngffly.trong iq,gum trye GH xir
vin dén” cua Nha trudng trén goc trai, dau trang 1 ctia vin ban. ng?y, . y

) ) i cham nhat
3. Vao s0 luu s0, ndi dung van ban dén. Pho t6 phat ban sao, luu | g5 1 ngay

ban gboc dau do;

lam viéc.
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4. Tap hop c4c vin ban dén trong dau gio budi sang, budi chiéu
giri Hiéu truéng (hodc Phé Hiéu trwéng néu Hibu trudng di
Véng; hodc theo su chi dao cta Hi¢u trudng).

4. Nhan vin ban tir Hiéu truéng (hodc pho Hiéu truéng), chuyén
cong van di trong ngay theo su chi dao (hodc ngay sau khi nhan
van ban tir Hiéu truong néu vian ban khan, gip).

04 | Quy Erinh 1. Nhan vin ban tir cdc ca nhan, don vi chuyén dén. Chuyen NVVT Tatca Véfl ban
chuyén giao . . van ban khi chuyén giao
viin ban di 2. Poc, yéu cau chinh stra néu van ban khong dung theo quy ngay trong déu phai duoc

dinh. ngay; dang ky vao s6
3. Trinh ky: TAt ca vin ban hanh chinh cua Nha trudng déu do | chdm nhat chuyén vin ban,
Ban Hanh chinh trinh BGH ky (Néu vin ban khong thudc to, | sau 1 ngay ghi r6 ho tén, chir
ban hodc cac ndi dung c6 lién quan dén chuyén mon... can phai | 1am viéc. ky cua nguoi
giai trinh truc tiép thi ngudi soan thao, t6 trudng, truong ban nhéan van ban.
tryc tiép trinh Hiéu trudng (hodc Pho Hiéu trudng).

4. Vo s6 van ban trong s6 cong van di.

5. Pho to nhan ban, chuyén phat (chuyén phat van ban thudc

trach nhiém cia NVVT. Céac c4d nhan, tb chic c¢d nhu ciu

chuyén tryc tiép cho ngudi nhan can lién hé trude véi NVVT dé

nhan, ky sé chuyén vin ban)

6. Luu vin ban c6 chir ky gbc theo trinh tu trong s6 cong van di.

05 | Quy trinh 1. Nhan vin ban can dong dau theo yéu cau. Pong ddu | NVVT
déng dau 2. Poc vin bén, soat k§ noi dung, thé thirc, tham quyén ky van | ngay sau

ban. khi vao s6
3. Béng dau theo quy dinh. van ban.

06 | Quy trinh 1. Ca nhan, t6 chitc ¢6 nhu ciu xin cip gidy gidi thiéu (MAU), | Trong NVVT | NVVT chi déng
cAp gidy giéi | gidy cong taic (MAU), gidy di duong (MAU) ding ky vao sb | ngay déu, cp gidy khi
thiéu, gidy ciia Ban, T6 bd mén. Trudong Ban, T6 truong ky xac nhin, da ghi day du noi




codng tac,

chuyén cho Ban Hanh chinh.

dung (tuyét d6i

gidy di 2. Nhan vién vin thu ghi ndi dung vao gidy gi6i thiéu, gidy cong khong duoc cip
duong tac hodc gidy di duong theo yéu cau, nhiém vu cta don vi, ca gidy khdng chi).
nhan.
3. Ban Hanh chinh trinh Hiéu truong (hodc Pho Hiéu trudng)
Ky.
4. Luu s6 vao s6 cap GGT cua truong.
5. Béng dau, chuyén don vi, c4 nhin can nhan.

07 | Quy trinh 1. Thang 12 niam trude Ban Hanh chinh ra soéat danh sach lao | Pau thang | Nhan
tham gia dong tham gia dong BHYT, soan thdo cong van gia han cap the | 1 hang vién lao
BHYT cua BHYT pém moi trinh Hiéu truéng ky, chuyén co quan BH, | nam dong tién
CB, GV, NV | nhan gidy hen. luong/

2. Nhan thé tai co quan BH theo giéiy hen BHCh
3. Kiém tra lai ngdy thang nam sinh, gi6i tinh... néu sai giri lai
co quan BH cap lai.
4. Thong bao cho gido vién, nhan vién nhan thé.
* Cdp mdi lai thé BHYT (néu CB, GV, CNV lam mat,
rach, hong): twong tu nhu cap lai thé cho hoc sinh.

08 | Quy trinh 1. Thang 1 hang nam ra soat, 1ap danh sach can bg, gido vién, Béu‘théng Nhan
xét nang nhan vién dén nién han nang luong trong nam. 1, dau vién lao
lu:o’ng hang | 2. T ngay 20 - 25 thang truéc GV, NV dén nién han nang | thang 6 dong tién
nam lwvong cua thang ke tiep ké khai ban nhan xét nang luong theo | hang ndm | luong/

(MAU): BHCh

3. CB, GV, NV tu lam ban nhan xét nang luong ndp cho T
truong hoac ngre Ban.

4. Cac T6, Ban nhan xét chuyén vé Ban Hanh chinh, chdm nhét
la ngay 28 cua thang trudec.

5. Ban hanh chinh tong hop danh sach trinh Hoi dong lao dong
tién luong.

6. Can ctr vao két luan ctia Ho1 dong lao dong tién luong soan




thao quyét dinh nang lwong trinh hiéu trudng ky.
7. Thong béo biang vin ban cho CB, GV, NV dugc nang luong,
Ban Tai chinh va don vi chu quan ngay sau khi Hi¢u truong ky
quyét dinh, cham nhat 1 ngay lam vi¢c ti€p theo.

09 | Quy trinh 1. Ban Hanh chinh phdi hop vé6i Ban tai chinh ddi chiéu bang | - Tr ngay | Nhan
dong BHXH | luong trong thang 01-05 vién lao
hangthang | 2. Ban Hanh chinh I3p danh sich lao dong tham gia BHXH theo | hang dong ticn

mau D02 - T.S thang. luong/
3. Soan thao cong vin d6i chiéu theo mau DO1b — TS, trinh BHCh
Hi¢u trudng ky duyét.

4. Nop cong van, danh sach CB, GV, NV tham gia dong BHXH,

dbi chleu cac quyét dinh gidy to c6 lién quan véi co quan BH,

nhan gidy hen.

5. DOi chiéu s6 tién ndp BHXH v6i Ban Tai chinh, viét ty

nhiém chi ndop cho Ngéin hang chuyén vao tai khoan cia BHXH.

6. Nhan ban d6i chiéu vé luu theo gidy hen.

10 Quy 1. Can bd, gi4o vién, nhan vién chuyén chimg tir ém dau, s6 | 7 ngdy ké | Nhan
trinh thanh | kham chira bénh chua dugc huong tai co s¢ KCB theo the | tu khi nhan | vién lao
toanché d) | BHYT (d6i v6i ché do 6m dau) ban sao gidy khai sinh cua con | duge dé dong tién
om dau, thai | (401 v6i ché do thai sdn) cho Ban Hanh chinh. nghi cia luong/
san 2. Ban Hanh chinh Lap danh sach thanh toan theo mau C67a - ngudilao | BHCh

HD. dong.

3. Soan thdo cong van xin thanh toan ché @6 6m dau, thai san
trinh Hi€u trudng xem xét, ky duyét.

4. Nop ho so dé nghi thanh toan tai co quan bao hiém, nhan gidy
hen.

5. Nhan ching tur tai BHXH, ddi chiéu sb tién da chuyén vao tai
khoan cua trudng.

6. Chuyén chung tir cho Ban tai chinh dé thanh toan cho CB,
GV, NV.




11 | Quy trinh 1. Pau nim hoc Ban Quan sinh chuyén toan bo ho chiéu ciia HS | - Thoi gian | - BHCh - Chi giai quyét
tiép nhan, quoc t€ cho Ban hanh chinh. giahanho |- BQS cho hoc sinh
giaﬂhz.uz, A 2. BHCh thdo cong vén trinh Hi¢u trudng ky, gui GD Hoc vién chiéu: muon ho chiu
quanlyho | KHQS xin gia han hd chiéu. Thang 8 khi c6 l¢nh ciia
;l;lce:ilclﬁa 3. Ban Hanh chinh cr 01 can bo, Ban Quan sinh cir 01 can bo | hang nam. Hi€u truong Nha

ube té cung 01 can by cua HVKHQS di lam thu tuc gia han (c6 bién | - Thoi gian truong.
q ban giao), nhan giay hen. muon hd
4. Khi c6 két qua Ban Hanh chinh ctr ngudi nhan vé quan 1y tai | chiéu : giai
Ban. quyét trong
5. Khi hoc sinh ¢6 nhu cau sir dung ho chiéu Ban quan sinh gui | ngay
phicu yéu cau (MAU) cho Ban Hanh chinh, dong thoi ctr can bd
nhan tai Ban Hanh chinh.
6. Hét thoi han muon Ban quan sinh thu ho chiéu ban giao cho
Ban Hanh chinh theo quy dinh.

12 | Quy trinh 1. Gi&o vién chuyén Phiéu diang ky (MAU) muon do6 dung, | Theolich |- F’h(‘)ng Qua trinh str dung
Gido vién tranh anh.. vai phong do dung. giang day | do dung | n€u co su co,
dang k)"‘ 2. Nhén vién phong d6 dung chuén bj theo phiéu ding ky cia (PDD) hong hoc GV
muwon do gido vién. - GVBM | phai thong béo
dlng hgc cu. | 3, Ban giao tranh, d6 dung thi nghiém cho gido vién (phong d6 cho Phong d6

dung ghi ré ching loai, s6 lugng) giao vién ky nhan. dung, 1ap BB béo
4. Gi4o vién nhan do dung, chia khoa. cao BGH
5. Gido vién ban giao d6 cho phong dd dung va ky s6 tra.

13 | Quy trinh 1. Gido vién chuyén Phiéu dang ky (MAU) st dung Phong da | Theolich | -PDPD. | Qua trinh st dung
Giao vién nang trude 1 tuan cho Phong do dung. giang day |- GVBM | néu co su co,
dang ky sit | 2. Phong d6 dung dang Ky vao s6 theo doi. hong hoc GV
dung Phong | 3 pén tidt day gido vién nhan chia khoa, cac loai diéu khién va phai thong be‘io
da nang ky s6. cho Phong do

4. Sau khi st dung xong gido vién tra chia khoa va céc loai dung dl:mga lap BB bdo
cu dung thoi gian quy dinh c6 ky so tra. cao BGH




14 | Quy trinh 1. Gido vién bd mon gui dang ky (MAU) chuan bi thi nghiém | Theolich | -PPD. | Qua trinh sir dung
Giao vién cho Phong d6 dung trude 3 ngay. giang day | - GVBM | néu c6 su co,
dang k3|”q §ﬁ’ 2. Phong db dung vao s theo ddi str dung thi nghiém cua cac to. hong hoec GV
dung PhoNg | 5\ 41 bi b ding, thi nghiém. phai thong bdo
thi nghiém , . . : cho Phong d6
thwe hanh 4. Ban giao d6 dung, thi nghiém, tinh trang ky thuat cho gido . X g )

) vién by mon. dung, 1ap BB bao
5. Gido vién bd mén tra dd dung vé kho cung véi giam sy giam cao BGH
sat cua nhan vién phu trach ky so tra.
15 | Quy trinh 1. Giao vién bo mon gui dang ky (MAU) sir dung phong vi tinh. | Theo lich | -PPD. Q}lé trinh Sf}’ dung
Giao vién 2. Phong do dung vao s6 theo dai. giangday |- GVBM | néu co sy co,
gang l;{,;ﬁ 3. Ban giao tinh trang k§ thuat, may tinh trong phong cho gido hOI}_g h‘fc GY
Vlutr:ﬁh 9 | vien b6 mén. phai thong béo
4. Gido vién bd mon nhan, st dung. 31‘10 P}i?né]; dBOb )
5. Gido vién ban giao tinh trang k¥ thuat phong, chia khda cho ungB, Gag a0
phong dd dung, ky sb tra. cao

quanly vasir | | Bap Hanh chinh kiém tra tinh trang co so vat chat, k¥ thuat, Xuyeén - GVCN

dung khu tinh hinh bo sung, cai tao, stra chita vé sinh sach s& toan bo khu | trong nam

vuc giang giang duong, niém phong.

duong 2. Pau nam hoc tién hanh ban giao phong hoc cho gido vién chi

nhiém timg 16p, kém theo bién ban (MAU) vé co sd vat chat
cua moi phong hoc.
3. Trong ndm hoc GVCN phai thuong xuyén kiém tra, kip thoi
thdng bao cho Ban Hanh chinh nhimg hong hoc, thay doi, stra
chita (MAU)...trang, thiét bi thudc phong hoc cua 16p minh:

3.1. Déi véi nhitng hong hoc nhd, théng thirong: Ban Hanh
chinh kip thoi sura chira ngay trong ngdy nhan dwoc thong bao,
chdm nhdt la sau 1 ngay lam viéc.

3.2. Boi véi nhitng hong hoc, thay doi I6n: Ban Hanh chinh




téng hop ldp du tru, ké hoqch trinh Ban Gidm hiéu dé tién hanh
cdi tao swa chita, cham nhat la sau 3 ngay lam viéc.

4. Hang tuan Ban Hanh chinh phai tong hop diy du thong tin vé
khu vuc giang duong bao cao BGH vao cuoi tuan.

* Cudi nam hoc

1. Gido vién chu nhi¢m cho 16p tong vé sinh 16p hoc, xép dat
gon gang co sO vat chat trang thiét b1 trong phong hoc 16p minh.
2. GVCN ban giao co s¢ vat chat, trang thiét bi phong hoc
(MAU) cho Ban Hanh chinh theo ké hoach chung cua Nha
truong.

3. Ban Hanh chinh kiém tra co s vat chat, trang thiét bi trong
tung phong hoc, 1ap ké hoach cai tao stra chita bdo cdo Ban
Giam hiéu phé duyét.

4. Tién hanh cai tao, sira chira trang thiét bi cac phong hoc, tong
v¢ sinh khu vuc giang duong, dan niém phong.

17

Quy trinh
cung cip

nuwéc udng
dong chai.

1. Pau ndm hoc Ban Hanh chinh tham muu cho BGH chon nha
cung cap, ky két hop dong.

2. Cap moi hodc bod sung gia nude cho cac 16p hoc, cac phong
ban, nha noi tri vao dau nam hoc.

3. Thu vo binh cil, cip phat nudc cho cac 16p hoc, cac phong
nai trd, cac phong ban theo yéu cau (co ky so).

4. Hang tuan kiém tra khép s binh phat ra, sé vo thu vao, néu
thiéu vo phai 1ap bién ban bodi thuong theo quy dinh.

5. Cudi nam hoc Ban Hanh chinh tién hanh kiém ké, tong hop
bao cao Ban Giam hiéu.

- Thang 7
hang nam:
Chon nha
cung cap,
cap bo
sung gia
nudc.

- Cap phat
nudc: cac
ngay trong
tuan theo
yéu cau
cua cac bo
phén.

- Nhan
Vién
BHCh.




18 | Quy trinh té |1, Gio mo clra phuc vu gido vién: Tir thi 2 dén trua thtr 7, cu | Cac ngay Thu vién
chirc hoat thé: trong tuan.
dong thw - Sang: tir 8h00 — 11h15
vién - Chiéu: tir 13h45 — 16h00
2. Gid md cura phuc vu hoc sinh:
- Tt ca cac budi chiéu tir thir 2 dén thir 6 trong tuan: tir
15h30 — 17h30.
- Chiéu thtr 7: tlr 14h00 — 16h00.
- Sang CN: tir 8h00 — 10h30.
- Phan cong truc:
+ Thu vién GV: d/c Huyén, d/c Dung
+ Thu vién h/s: d/c Tuyén
19 | Quy trinh 1. Bién soan thu muc chuyén dé phuc vu giang day Cacngay | Thu vign
Phuc vuban | 5 vié bai gisi thidu sach hay trong thang trong tuan.
doc @i thw |3 Gigi thigu, trung bay sach theo chii dé
vien 4. T6 chirc “Ngay hoi doc sach “ va phat dong phong trao hoc
sinh quyén gop tang sach cho thu vién Nha truong hang nam.
5. Xu 1y k¥ thuat cac tai liéu méi nhap
6. Truc phuc vu ban doc hang ngay
20 | Quy trinh * Bubi sang Cacngay | Thu vién
trwe phong | 1 V¢ sinh phong doc, kho sach trong tuan.

va phuc vu
ban doc

2. Nhap bdo, tap chi phan loai va dua bao t61 BGH

3. Phuc vu GV, CNV doc bao, muon tai li¢u: dang ky tén tai
liéu muon, nhan vién thu vién tim tai liu va ghi so, sau do yéu
cau nguo1 mugn ky sO muon.

4. Thyc hién cong tac xir 1i ky thuét tai liéu: vao sb dang ky, dan
ma s6 dang ky, viét muc luc phan loai.




5. Chuén bi, lya chon va viét bai gi01 thiéu sach hay sach moi.

* Budi chiéu

1. Truc va cho muon sach, tai liéu phong doc.

2. Lya chon sach phuc vu cho tiét hoc thu vién tai 16p hoc (tiét
5,6): ban giao sach cho hoc sinh nhan Ién 16p, hét gid nhan ban
giao ki sO muon tra.

3. Phuc vu cho hoc sinh doc tai phong thu vién (tir 15h30 dén
17h30): hoc sinh ndp thé, chon sach doc. Nhan vien thu vién ghi
tén vao sO muon tra, thu thé hoc sinh, nhan lai sach tra va tra lai
thé cho hoc sinh.

4. Téng hop s6 tiét hoc thu vién, lugt hoc sinh, cb, gv, cnv doc
va so lugng tai liéu doc hang ngay vao so6. Bao céo so li¢u theo
tuan vao thr 5 hang tuan cho d/c Pam Thi Thuy tong hop bdo
cao.

21

Quy trinh
tong hop bao
cao tuan

1. 15h30 thr nam hang tudn, cac co quan don vi ndp bao cao
tuan, lich truc tuan vé Thanh tra Nha truong (MAU)

2. Thanh tra téng hop bao cao tuan, lich truc tudn cua cic co
quan, don vi

3. 9h00 ngay thtr 6 hang tuan chuyén Béo céo tuan dé Ban giam
hiéu héi y.

4. Chinh stra bao c4o theo két luan ciia BGH.

5. 14h00 ngay thir 6 hang tudn, Truéng Ban Hanh chinh trinh
bay bédo cao tai Ho1 nghi giao ban Nha truong theo iy quyén cia
Hiéu trudng.

6. Thanh tra soan thao két luan cta ngudi chu tri giao ban gui

cac co quan don vi thyc hién vao dau gio budi sang thir 2 tuan
ké tiép.

- Nhan BC
cua cac co
quan: 15h
Thu 5 hang
tuan.

Thanh tra

22

Téng hop
bao cao
thang

Nhu quy trinh tong hop bao co tuan chi khac sb liéu tong
hop trong 01 thang, t6 Thanh tra b4do cdo trudc hop HO1 dong
nha truong

10



- Cac T6 BM:

23 | Quy trinh 1. CB, GV, NV diang ki tai liéu pho to trude 1 ngay (MAU) voi | - Trong | -Ban GV
pho to tai don vi quan Iy may photo. ngay: Véi| _Ban Photo tai Ban
li¢u 2. Bon vi quan Iy may tién hanh photo nhan ban theo yéu cau té‘} | ligu ?é HCh GV.
3.CB, GV, NV nhan tai liéu pho to tai phong may. 50 luong It. - Céc don vi con
- Sau 1 lai: Photo tai Ban
ngay lam HCh.
viéc: Vi
tai li€u co
so  luong
nhiéu.
24 | Quy trinh 1. Ngudi yéu cau nhin tin ghi noi dung tin nhan vao s6 nhan tin | Nhdn  tin | B/C
nhan tin tai phong GV. ngay sau | Ngan
tongdaitw | 2 Xin x4c nhan cia BGH dé duoc nhén tin theo yéu cau. khi duogc
dong. U T U 2 i BGH xac
: 3. Tra lai s6 nhan tin vé phong GV dé thuc hién. nhan
25 | Quy trinh 1. Giao vién dang ky noi dung thao giang trudc 1 tuan tai danh | Theo  ké | B/C Ha
dang ki thao | sach dang ky (dan tai phong hoi dong). hoach
giang. 2. Nop giao an thao giang cho BGH trudc 2 ngay.
3. Thyc hién theo ké hoach.
26 | Quy trinh sir | 1. GVCN nhén s6 cai va DSHS tai phong GV, viét ddy du thong | Theo  ké | D/C Ha
dung, nhap | tin vao so. hoach
diém s6 cai | 2 GVBM vao diém tai dia diém nha truong yéu ciu theo dung
thot gian quy dinh.
2.1 . Truoc khz vao diém can doc trude huong dan (dan tai
trang dau cua so).
2.2. Vao diém bang but bi xanh theo ding quy dinh.
27 (?Auy trlnh _ | 1. Tir ngay 28-31 hang thang Ban Gi4o vu in danh sach hoc sinh | Tr  ngay | BGV,
lien tham sy | theo 16p. 28-31 hang | GVCN
S0 hoe sinh 1) Gido vien chit nhiém déi chiéu danh sich 16p minh voi Ban | théng

hang thang.
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Gido vy, ky chdt danh séach tai Ban Gido vu.

3. Ban Gido vu tong hop danh sach hoc sinh toan truong trinh
BGH phé duyé¢t.

4. Ban GV in sao bang tong hop chuyén cic co quan: Hanh
chinh, Quan sinh, Tai chinh dé thuc hién.

28

Quy trinh
Mua sim co
s& vat chit,
trang thiét
bi, cai tao
stra chira
truong, 1op

1. Co quan chu tri:

1.1. P6i véi co s6 vit chat, trang thiét bi van phong ciia todn
truong; co so vdt chat khu vuc giang dwong, phong hoc chuyén
dung giao cho Ban Hanh chinh.

1.2. Poi véi co so vt chat, trang thiét bi khdc giao cho Ban
Hau can.

2. Ting Quy, cac Ban, To bo moén 1ap dé nghi mua méi, cai tao
stra chira co s& vat chat (MAU) bdo cdo co quan chu tri.
3. Co quan ch tri tong hop dé nghi cua cac don vi:

3.1. Lam du tru (M/fU) doi véi viéc mua sam trang thiét bi
thwong xuyén, mau hong, ré tién.

3.2. Xay dung ké hoach (M/fU) doi véi viéc mua sam, cdi
tao, swa chira lon.

4. Co quan chu tri trinh Pho hi¢u truong phu trach co sé vat chat
cua tirng don vi xem xét, ky duyét duy tru CSVC.

5. Tong hop cac mat hang da duoc ky duyét va lap bao gia
chuyén Hiéu truong xem Xxét, chuyén Ban Tai chinh thim dinh.

6. Ban Tai chinh tham dinh gia trong thoi gian 02 ngay (d/c
Tham), chuyén Hanh chinh.

7. Co quan chi tri trinh Hiéu truong ky du tri kinh phi hodc dé
nghi tam Ung (tam tng khong qué 5 ngay phai hoan thién chung
tur thanh todn).

8. Ky két hop dong mua sam, cai tao sua chira, dat hang, nhép

hang, giao nhap kho, xuét kho, cip theo dé nghi ciia timg don
Vi.

Thoi gian
tham dinh
gi&:

- Déi voi
du tri mua
sam khong
qua 3 ngay
lam viéc.
- Déi voi
ké hoach:

Khéng qua
5 ngay lam
viéc.

- Céac
ban:

HCh, HC,

TC
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+ Khi nhap hang phai c6 du: Nguoi mua, hoan thién du
phiéu nhap, Thu kho nhén hang va Tai chinh (ky ching nhan du
hang).

+ Khi xuat kho: Thu kho dap tmg du gidy to, thi tuc xuét,
cac don vi hoac ca nhan nguoi nhan ky xac nhan du hang, tai
chinh giam sat chtng thue, ky phiéu xuét.

9. Co quan chii tri Nghiém thu, Thanh 1y hop dong, tong hop
hoa don chuyén Ban Tai chinh thanh, quyét toan,

29 | Quy trinh | * Téng kiém ke, diém nghi¢m: Oh ngay 01/7 va 31/12 hang | - TG thye | CicTo | Kiém ke diém
kiém Kké, nim hién : + Tur | BM, c&c | nghiém thuong
diém nghiém | | Ban H4u can huéng dan, giri mau (Mf&U) kiém ké cho cac bo | 25/6-05/7 | Ban xuyén fhl,IC hién
co sé vat phan. + Tu theo ké hoach
chat. 2. Cac bd phan tién hanh kiém ke, diém~ nghiém, tong hop sé | 25/12-

liéu, 1am bao cdo guri vé Ban Hau can (MAU). 05/01 nam
3. Ban Hau can tong hop két qua, 1am bao cio giri BGH. sau.
31 | Quy t':'nh KY | 1. Ban Hau cin tham muu cho BGH Chon nha cung cap. - Dot 1:|Ban Hau
lcl:ll: dc(); g 2. Yéu cau nha cung cap trinh gidy phép kinh doanh, gidy ching N‘gay O%/ 7 | can
g cap nhan VS ATTP. hang ndm
thwe pham . , (HK1)
3. Soan thao Hop dong kinh té trinh Ban Gidm hiéu xem xét.
4. Tién hanh ky két hop dd - Dot 2
. Tién hanh ky két hgp dong. Ngay
01/01 hang
nam
(HK2)

32 | Quy trinh 1. Cuoi tir 25-30 hang thang Bép truéng dy kién thuc don céc | Hang Ban Hau

lén thye don | (yin trong thang ké tlep bao cao Truéng Ban Hau can. thang can

tuan, thing

2. Truong Ban Hau can tong hop xin y kién Pho Hiéu trudng
phu trach cong tac Hau can, trinh Hi¢u trudng phé duyét.

13



3. Trién khai thyuc hién.

33 | Cung cﬁxp 1. Bép truong ndm quan so trong ngay. Dﬁy gio | Ban Hau
thwe pham 2. Béo sb lugng lwong thyc, thuc phdm cho nha cung cap. budi sang | can
hang ngay 2 X 14 . 2 cac ngay.
3. Kiém tra s6, chat lugng, ghi so.
4. Kiém tra sb luong, chét luong, chung loai thuc phdm, nhip
kho, xuat kho
34 | Kiémthwe3 | Kiém tra diu vao. Trong T6  kinh
buge 2. Giam sat khu ché bién thuc pham. ngay te, Y.T¢
3. Thirc an luu dam bao 24 tiéng.
35 th"m sire 1. Ban Hau céan lya chon co s& Y té, ndi dung, dia diém, thoi | 01 1an/01 - TBHC,
lélémé;c\l/loNV gian trinh Ban Giam hiéu xem xét. nam (thoi | Y.Te.
= 2. Xay dung ké hoach, trinh Hiéu trudng phé duyét. g}ian li‘f the | . cB,
3. Hop ddng v6i co so Y té. Loeaoche GV, NV
4. T4 chirc kham. ' -TTTYT
5. Téng hop két qua, thong bao cho can bo, gido vién, nhan Quan
Vvién.
36 | Xin xe 1. Cac bd phén lam d& nghi (MAU) trinh BGH phé duyét, | Theo  ké | BHC
chuyén Ban Hau can. hoach

2. Ban Hau can giao nhiém vu cho l4i xe 1am cong tac chuan bi.
3. Thyc hién theo ké hoach.
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I1. QUY TRINH, THU TUC HANH CHINH DANH CHO HQC SINH.

Quy trinh, thu e e ‘e
! tuc hanh Cic budre tién hanh Th0'1 gt Ngmﬂ Ghi chu
T - gidi quyét | thuc hién
chinh
01 | Quy trinh thi 1. Phu huynh (PH) dang ky mua bd ho so tai truong (do nha trudng | _ Thoi gian Péi tugng, chi
tuc tuyén sinh phat hanh) - . ) ban hd so tiéu, thoi gian
2. Phy huynh lam don theo mau GV2 va GV3 c6 trong bg ho so. tuyén sinh: [ hh
3. Phu huynh pho t6 hoc ba, gidy khai sinh. ‘ Theo thong tu’yen sinh t co
4. Phy huynh ndp ho so tai phong tuyén sinh gom: Don GV2, GV3, | a0 tuyén ke hoach tuyén
ban pho to 1}(_)0 ba tai phpng t}lyén sinh. ’ 7 . |sinh hang | Newsi true sinh hang nam.
~ 4.1. Néu dugc tuyén théng PH nhén gidy béo trang tuyén, gidy | ;. tug in sinh
tiép nhén dé hoan thién ho6 so goc ndp tai phong Giao vu. y
4.2. Néu khong dugc tuyén thang HS phai du tuyen (Klem tra 3
mon Toan, Van, Anh). Nha truong sé bao két qua dy tuyen bang dién
thoai. Khi trung tuyen phu huynh nhén gidy bao trang tuyén, gidy tiép
nhan dé hoan thién hd so gbc ndp cho phong GV.
02 | Thu tuc hoc sinh | 1. Phu huynh lién h¢ v6i GVCN trude khi dén truong 1am thu tuc Neay nhap | Ban GV, | Thoi gian nhap
nhép hoc 2. Nop hoc ba goc va cac giay to kém theo tai phong gido vu. hoc " | Ban Tai | hoc theo thong
3. Trinh thong bao nhéap hoc, ndp cac khoan thu theo quy dinh ctia | chinh, S .
nha treong cho GVCN va nhan don Ni tra (d3 duge duyét theo mau GVCN bdo cia Nha
GV3). truong.
4. Nop don Noi tra dé nhan phong tai Ban Quan 1i hoc sinh
03 | Thi tuc hoc sinh | 1. Phy huynh lién hé voi GVCN trudce khi dén truong 1am thi tyc. Trongngdy | D/C Ha - | GVCN chinhan
chuyén truong 2. Nhén don xin rat hoc ba Mau GV4 tai phong Gido vy nha truong. BGV, don. trinh BGH
3. Phu huynh xin day du cac xac nhan ctua nhiing by phan quy dinh GVCN o N
duéi mau don (trir xac nhan cia BGH). khi don c6 day
4. Phu huynh giri don cho GVCN dé xin x4c nhan cia BGH. du chir ky xac
5. GVCN xin xac nhan cuia BGH. nhan cua cac co
6. PH nop don da co déy du xac nhan va rat hoc ba tai phong GV. quan c6 lién
quan.
04 | Hoc sinh xin xac | 1. Hoc sinh viét don khai ddy du thong tin ban than theo mau GV8 Trongngdy | Truc  ban | GV ehi rinh BGH sau
nhin 1 hs cia nop tai phong GV. '
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truong 2. Hoc sinh trinh Chimg minh thu, hodc don c6 chir ky cua GVCN GV Khi d kidm tra CMT cda
(n€u hoc sinh chua c6 CMT) dé xac nhan. US hotc don o ehit i
3. Ban Gi4o vy trinh Hiéu truéng k¥ xac nhan. e
4. Hoc sinh nhén giay x4c nhan cua truong tai phong GV theo lich cia GVCN (néu HS
hen chua c6 CMT)

05 - 1. ch sin~h la:1m don theoA ‘mé}l‘ GVl o o ) 7 5ngay lam | B/C Phin — | Thyc hién
QEJy tvrln am 2.2(111’ F:hu* klNGV,CN (doi vaoi HS ban tra, ngoai tril) hoac B.Trudng viec (ké tr | Ban GV thudmg xuyén
lai thé HS (doi v6i HS noi tri) ‘ thoi didm §

3. Nop don tai phong giao vu nhén thé tam thoi, sau 1 tuan ndp lai | jpan don) trong nam.
thé tam thoi d€ nhan thé mai . '

06 X 1. Dai dién H6i CMHS lam don theo (MAU) ¢6 x4c nhan cua Thoi gian GVCN.BH | GVCN chi trinh
Xin t0 chire cho | GVCN, trinh Hiéu truéng ky. iai quyét3 | C BGI-,| i ¢

. . ’ ‘ = s = ; ; BGH kh
hoc sinh di thim | 2. GVCN Igp ké hoach theo (MAU), 1am du tri xe theo (MAU) (néu | poay Jam GH khi don co
quan, da ngoai xin xe cua nha truong) bao cao BGH phé duyét. vide (ké tir day du chir ky
3. TG chire cho HS di tham quan, da ngoai. thoi didm xac nhan cua
nhan don) cac co quan co
lién quan.

07 | Thi tuc HS nhén | 1. Hoc sinh trinh chimg minh thu nhan dan, hodc don theo mau GV7 Trong ngay Ban GV

bang TN c6 xac nhan cia GVCN (truong hop HS khong c6 CMT nhén dan).
2. Hoc sinh nhan bang tai Phong Gido vu
3. Néu PHHS dén nhén thay thi phai trinh CMND cua ca PH va HS.

08 | Hoc sinh ndi trd | 1. Phu huynh mang the don hoc sinh dang ky truc tiép voi chi huy TG: Giai Ban Quan | Phu huynh chi
ve tranh thu T7 Trung., dQl' P , ALK . A quyét tur sinh lam don déng ky
—-CN 2. Chi huy trung d61 lam thu tuc, viét gidy cho hoc sinh vé. 11h30 dén o

12h00: cho con di, vé
ch iéu" khong c6 nguoi
14h00 dén d6n 1 1an trong
16h00 nam hoc.

09 | Hoc sinh ngi tra | 1. Phu huynh 1am don theo mau (QS05) , ding ky véi chi huy trung Giai quyét| BanQuan | QS chi giai
xin vé T7 — CN df)i. ngay sinh J4

n . , a . 2o quyét cho HS ra
khong theo lich 2. Chi huy trung ddi xem xét ky, chuyén chi huy Ban. S .
3. Chi huy Ban xem xét, trinh BGH. khoi truong khi
c6 phu huynh téi
don.
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HSNT xin vé

1. PH viét don theo mau sb (QS05), ding ky chi huy trung doi.

10 . , : Giai quyét 1 | Ban  Quan
ngay thuong 2. PH xin chit ky GVCN, ndp chi huy trung d6i. tiéng tir khi | sinh
trong tuan (qua 3. Chi huy trung déi bao cao chi huy ban giai quyét. nhin duoc
dém do c6 ly do (Néu qua dém phai xin y kién BGH) don cia PH
dot xuat)

11 | HSNT xin nghi 1. HS xin y kién c6 gido by mén trong gio hoc xudng Y té xin gidy Giai quyét | GVCN, YT | QS chi gidi
hoc do om, di xac nhan. ’ ‘ ngay quyét cho hoc
kham chira 2. HS mang giay xac nhan vé trinh GV by mon. ) -
bénh... sinh nghi 0m khi

¢ xac nhan cua
Y té.

12 | Hoe sinh lam | 1. Hoc sinh xudng bép bdo cdo v6i thay Quan sinh truc bép giai Giai quyét | Ban Quan
mat ph\iéu an | quyet. ngay sinh; bép an
trong ngay

13 | Hoc sinh lam 1. HS xin don va viét theo don mau tai phong tai chinh. .| Giai quyét | QS
mat phi€u an 2. Chi huy trung d61 (GVCN) xac nhan chuyén phong tai chinh cap ngay (GVCN),
nhieéu ngay lai phiéu an. TC

14 | Hoc sinh xin vao | 1. Phu huynh viét don theo miu cua Ban Giao vu (MAU) giri GVCN. TG: Giai PH. GVCN,
ndi tra (dién binh | 2. G{éo vién chu nhiém xem x€t, trinh Ban Giam hi¢u ky duyét, quyét ngay | BGH
thuong khong vi | chuyén Ban Quan sinh tiép nhan.
pham)

15 | Hoc sinh xin vao | 1. PH va HS hoan thanh noi dung don theo mau so 8, guri chi huy Ban TG: Giai PH, GVCN,
ndi tri, ban trd | Quan sinh. quyét ngay | BGH
(dién vi pham 2. Chi huy BQS béo cdo BGH xem xét.

16 | Hoc sinh xin ra 1. Phy huynh yiét don theo mau ctia Phong Gido vu (MAU), lay du TG: Giai PH, BQS,
khéi nfi tra chir ky theo mau, chuyén Ban Quan sinh. ) quyétngay | BGH

2. Ban Quan sinh bao cao BGH xem xé&t, giai quyét.

17 | Hoc sinh ndi tra | 1. Hoc sinh viét don theo mau s6 5 (MAU) chuyén chi huy trung doi. TG: Giai HS, B
xin ra ngoai 2. Chi huy trung ddi céo cao Chi huy Ban xem xét. quybt ngay | truong, QS.
trong gio hoc (Neéu di qua dém bédo cdo Ban Gidm hi¢u)
chinh va gio hoc
tdi (trong ngay)

18 | Hoc sinh ngoai PHHS viét don giri GVCN giai quyet. Giai quyét | GVCN
trd, ban tra xin ngay

nghi hoc
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1. Hoc sinh ndép mau thé xe bus (c6 dan anh) cho GVCN.

Hoc sinh lam lai 1 the xe't : Trong tudn | GVCN, HS,
Thé xe bus 2. GVCN tép hgp mau the cua cac hoc sinh trong 16p, ky xac nhan HC
(ky nhay), chuyén lai cho 16p truong (hodc ban dai di¢n trong 16p)
19 chuyén Phong Hanh chinh. ’ ﬁ
3. Phong Hanh chinh trinh Hiéu truong ky, dong dau, chuyén lai cho
hoc sinh.

20 | Quy trinhcép thé | 1. Thang 8 dAu nim hoc Ban Hanh chinh nhan cong van quy dinh | - Tir 1-15/8 | Cac Ban:
bao hiém cho muc thu BHYT mdi (néu co thay doi) ra thong bao thu BHYT trinh | hang nam. Hanh chinh:
hoc sinh. BGH ky duyét giri Ban Tai ch,inh. TC. GV:

2..Ban.H2‘1nh chigh chu tri phoi hop voi B?n Giao i, Ban Tai chinh, | _ 100 - cac GVCN
Gido vién cht nhiém chot danh sach hoc sinh tham gia déong BHYT. 30/8

3. Ban Hanh chinh 1ap danh sach tham gia BHYT theo mau D03.1TS

trinh BGH ky duy€t, xin tam ung tién hodc uy nhiém chi chuyén ngén

hang va ndp co quan bao hiém dé cap thé.

4. Lép 03 ban Bién ban giao nhén thé (theo s6 da 1ap danh sach) xin

ky duyét 1én bo phén 1 cura, nhan giay hen cua co quan BH.

5. Kiém tra lai s6 thé cua timg 16p, ngdy thang nam sinh, gi6i tinh,

ban giao cho GVCN.

21 | Thii tyc cép lai | 1. Hoc sinh lam don dé nghi (MAU) giri Ban Hanh Chinh. Thoi gian | Ban Hanh | Chi giai quyét cho
the BH.YT (”f?” 2. Ban Hanh chinh tong hop lap danh sach trinh Ban Giam hiéu ky | gidi quyet | chinh HS ra khoi truong
hoc  sinh  lam | qyyes. 10 ngay lam khi PH trinh the
mdt, rach, hong) R 2z L. - 2.

3. NOp co quan BH dé cap moi. viéc (ké tur don hodc CMT cua
4. Cép thé mai cho hoc sinh theo lich hen. thoi diém ngudi duge cip the
nhan don). don (néu quén the)

22 | Thi tyc thanh | 1. Hoc sinh ndp ddy du chimg tir, so kham bénh, héa don c6 déu cua | Thoi gian Ban Hanh
toan ché dg§ | coso KCB, bénh vién cho Ban hanh chinh. giai quyét 7 | chinh
B_HYT cho hoc | 5 Ban hanh chinh np chimg tr, hoa don ) khém bénh va lap ching | ngay lam
sinh. tur thanh toan theo mau ctuia co quan BH, nhan giay hen cla co quan viée (ké tu

BH. o a:R
. ) ) . | thoi diém
3. Chuyén gidy hen cho gia dinh hoc sinh thanh toan, hudéng dan . ,
, : A A 1A 1A £ an nhén chiing
mang chimg minh nhan dan 1én lay ché d¢. )
tu

4. Ban giao cho hoc sinh ky nhan so.
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23 | Quy trinh xir Iy | 1- Poi v6i HS vi pham tai cong géc.
hoc sinh vi pham | _ Bio vé, thanh tra, ban HTGD l4p bién ban thong bao cho GVCN va

gia dinh chuyén ban QLHS xir 1y.
2. P6i v6i HS vi pham trong gio hoc.
- GV théng bao véi thanh tra truc két hop véi thanh tra giai quyét.
Tuy theo cap d9, thanh tra cho HS viét tudng trinh, kiém diém
chuyén vé GVCN (xtt Iy cip 16p) hodc chuyén vé truc ban QLHS
(cap ban hodc cip trudng). Chi huy ban QS hoan thién hd so bao cao
BGH.
3. HS vi pham ngoai gio hoc.
- Céc co quan ...1ap bién chuyén vé tryc ban QS gidi quyét
4. Pbi véi HS ndi tra.
- Chi huy TP cho HS viét tudng trinh, kiém diém, lap bién ban, (Idp
bién ban phong ngira néu can thiét). Kiém tra thong tin bao céo chi
huy ban dé giai quyét.
5. HS vi pham phai xir Iy cAp nha truong.
- GVCN hoan thién hd so chuyén vé ban QS. Chi huy ban ra soét,
1am bao céo dé xuat HPKL nha truong xét ky luat.

Noi nhén: PHU TRACH

- Ban Giam hiéu;
- T4, Ban, GVCN; Poan - doi;
- B/c Liéu (Toan - tin);
- Luu VT-HC, Hg 45b.

TRUONG BAN HANH CHINH
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