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1. Mgc tlich, phgm vi 6p dung:

a. Mgc tlich: Quy trinh ndy nhim mpc tlich

- fhuy6n khich, dQng vi6n vd t6n vinh nhitng tfp th6, c6 nhen hqc sinh h6ng h6i thi
dua hgc tflp, tich cgc rdn luyQn phAm ch6t, d4o dtc, lOi s6ng lnnh m4nh, hodn thinh t5t
nhiOm vu;

- Hudng d6n gi6o vi6n chri nhiQm vd c6c don vi chric nlng thgc hi6n c6c thi tUc,
trinh tg xdt khen thuong tip thO vn c6 nhin hqc sinh trong quri trinh hgc tflp, rdn luyQn.

b. Phqm vi 6p dgng

. - O6i tuqng dugc x6t khen thuong ld nhirng hgc sinh dang theo hgc trinh dQ Trung
cip hQ chinh quy cria kulng Trung cdp NghC Van Ninh;

- C6c cton vi li€n quan d6n quy trinh niy:

M: Ban gi6m hiQu

M: Phdng Ddo tao - Quan sinh M: Cric Khoa

2. Dinh nghia vl ttr vi6t tit
a. Dinh nghia

Quy trinh ndy ld mQt trinh t.u c6c hoat ilQng tlugc nhd truong quy dinh, mang tinh
ch6t bit bu6c <tri huong d6n xdt khen thudng hgc sinh, sinh vi€n.

b. Ttr viSt tit
- HD.TDKT: HQi d6ng xdt khen thu&ng hgc sinh, sinh vi6n.

- KCM: Khoa chuyCn m6n.

- P.DT -QS: Phdng Dio t4o - Quin sinh

- HS: Hgc sinh.

- GVCN: Gi6o vi6n cht nhi€m.

- )0HT: Xlip lo4i hqc tip.
- )ORL: Xiip loai rdn luyQn.

- DHT: Di6m hqc t0p.

3. Luu d6: Xem nQi dung trang 2,3,4

4. D{c t6: Xem nOi dung trang 5

I

E: Phdng Hdnh chinh - Kti to6n
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QUY TRiNH KHEN THUONG HQC SINH

CHUAN BI
A. KHEN THIIdNG TAP TH. L6P, CA NHAN HQC SII\IH NiM HQC (NIO
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QUY TRiNH KHEN TIil/dNG HQC SINH

CHUAN BI
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QUY TRiNH KHEN THUONG HQC SINH, SINH VIf,N

CHUAN BI
C. KIIEN THTIdNC DOT XUAT TAP THT, CA NHAN HQC SINH
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TT
T6n bu6c
c6ng viQc

NQi dung
BQ ph$n/

ngu<ri thu. c
hiQn

BQ ph$n/
ngu<ri ph5i
hgp thgc

hiQn

K6t qui tlgt
duqc

H4n hoin
thinh

B.0l
C6ng
chu6n

tric
bi

Xiy dgng Quy trinh x6t khen
thuong HS

P.DT-QS
.KCM
.GVCN

Quy trinh x6t
khen thudng
HSSV

4/2020
- I6IQT-TCNM\.I-DTQS;

- lJ bleu mau;

A. KHEN THUdNG TAP TH6, CA NHAN HQC SINH / NAM HQC

8.02
Xri lj cria
P.DT-QS

l Th6ng brio x6t khen thudng tfp
thti, c6 nh6n HS vio dAu c6c nim
hqc.

.KCM

. GVCN
P.DT-QS

Th6ng b6o x6t
khen thuorg tflp
th6, c6 nhAn HS. ,:
vao dau cac nam
hec

I ngiy

B.03 Xu lj cia
GVCN

2.GVCN t6 chric sinh ho4t lop dQt

xu6t binh x6t t4p thi!, ci nhin HS
l6p.

3. Lop hgp x6t

- Cen ct Quyiit tlinh s6 160/QD-
TCNVN gny....thing.....nlm......cta
HiQu truong Truong Trung cAp

nghd V4n Ninh ban hirnh Quy ch6
c6ng tlc hgc sinh.

- C[n cf bang di6m K6t qui hgc tfp
vi k6t qui rdn luyQn nlm hgc theo
tlfng quy tlinh;

- CIn ct bing tleng kj thi tlua tip
th6, c6 nhtn HSSV lop/nnm hqc
I 6AIQT-TCI.M-DTQS.BM0 I

- L6p binh x6t;

- Bi6n ban hgp lop ttQt xuAt

l 6AIQT-TCrWI!-ETQS.BM02

.GVCN

-HS

- Danh sich HS
lop dd nghi x6g
khen thudng
nlm hgc

- Bi6n ban hqp
lop

Theo th6ng
brio

r 6AIQT-TCNVN-DTQS.BM0 l

l 6AIQT-TCNVN-DTQS.BM02

DaC TA Q{ry rRiNH KHEN THTTONG HQC SrNrr

Bi6u m5u/ h6 so

.KCM

-HS
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TGn bufc
c6ng viQc

NQi dung
BQ ph$n/

nguoi thgc
hiQn

BQ ph$n/
ngrrli ph5i
hgp thqc

hiQn

K5t qui ilgt
duqc

H4n hoirn
thlnh Bi6u miu/ hd sa

4. K6t qui binh x6t lop

- GVCN ki6m tra

- Cen cri Quyiit tlinh s5 too/Qo-
TCNVN
ngAy....thrhg.....nlm......cria HiQu
trudng Trudng Trung cAp nghd Vpn
Ninh ban hinh Quy ch6 c6ng uic
hoc sinh.

- Cnn cr? bing di6m K6t qui hgc t{p
vi kiit qui rdn luyQn n6m hgc theo
dtng quy dinh;

- CIn cu bing tling kj thi ilua tfp
thO, c6 nhin HS l6pl nim hgc;

- Lip danh s6ch lop vi c6 nhdn HS
<16 nghi x6t khen thudng/nlm hgc;

( l 6/Qr-rcNvfr-DTQS.BM03 );

- Gti bang cung vi file m6m vd 3
miu I 6/QT-TCNMri-DTQS.BM0 I ;

l 6AlQT-TCr.r\rN-DTQS.BM02;

I 6AIQT-TCNVN-DTQS.BM03 vd
Khoa.

B.04 Xt l), KCM

6.KCM Hgp x6t

- Khoa tiiip nh4n danh sich tu
GVCN ki6m tr"a:

- CEn cft Quyiit <tinh s6 I OOIQO-
TCNVI{
ngdy....thring.....nlm......cta HiQu
nudng Trudng Trung c6p nghd V4n
Ninh ban hanh Quy ch6 c6ng tia
hgc sinh.;

KCM
- GVCN

- P. DT -QS

- Danl sSch HS
khoa <Id nghi x6t
khen thudng Qp
th6, ci nhdn/n6m
hqc;

r 6{QT-TCNVI{-DTQS.BM0 l

I 6AIQT-TCILI-DTQS.BM02

I 6AIQT-TCNVT{-DTQS.BM03

I 6A,/QT-TCNVI.I-DTQS.BMO4

I 6AIQT-TCNVT{-DTQS.BMo5

TT
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TT TOn buritc
c6ng viQc

NOi dung
BQ phin/

ngutri thu. c
hiQn

BQ phin/
ngutri ph5i
hqp thgc

hiQn

K6t qui tlSt
<Iuqc

Hgn hoirn
thinh Bi6u miu/ hd scr

- Cen cri bri.ng <ti6m k6t qui hgc tfp
vd k6t qui rin luyQn nlm hec theo
tltng quy tlinh;

- Cin cri bang tllng kf thi tlua t{p
th6, c6 nhdn HS lop/nIm hgc;

- Khoa biio cho GVCN n6u c6 sai
s6t kip thoi ttiAu chinh sai s6t;

- T6ng hqp theo miu
( l 6AIQT-TCr{VN-DTQS. BM04)
- Hap GVCN x6t th6ng qua danh
sich tl6 nghi x6t khen thudng tfp
th6, ci nhin HS/nim hgc cta Khoa.

- Khoa gti h6 so vA r.or-qs 6ien
bin hqp khoa

I 6{QT-TCN\rN-DTQS.BM05 vd
gti-i file m6m vi bang ctng theo
miu
I 6AQT.TCNVN-DTQS.BMO5).

- Bi€n bin hpp
khoa x6t khen
thuong t{p th6,
c6 nhin HS/nim
hec cta Khoa.

B.05
Xu lf cria

P.CTHSSV

6. Tiing hqp toan truong

- P.DT-QS ti6p nh|n danh s6ch ttr
khoa gui vd, ki6m tra:

- c6n ct Quy6t dinh s6 too/Qo-
TC}TVN
ngiy....th6ng.....nim......cia HiQu
trudng Trudng Trung c6p nghA Vln
Ninh ban hinh Quy ch6 c6ng t6c
hqc sinh.;

- Cen cr? bang ttiAm k6t quri hgc tfp

P.DT.QS
KCM

Danh sich d6
nghl x6t khen
thudns tap the
lop, cn nhdn HS
toin trudng/nim
hec

Theo th6ng
brio

l 6AIQT-TCNVN-DTQS.BM04

I 6AQT-TCNVN-DTQS.BM05

l 6AIQT-TCNV|r-DTQS.BM06
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TT TGn bu6'c
c6ng viQc

NQi dung
BQ phfn/

nguUi thgc
hiQn

B0 ph6n/
nguli ph5i
hqp thgc

hiQn

K5t qui rlgt
alugc

H4n hoin
thinh Bi6u mtru/ hd so

vi k6t qui rdn luyQn ndm hgc theo
dring quy <linh;

- N6u c6 sai s6t b6o vA khoa tlii
khoa kip thoi chinh sira.

- T6ng hqp danh srich dd nghi xdt
khen thuong t4p th6 top, ca nnan
HS/nim hgc toan trudng

I 6AIQT-TCI.n/N-DTQS.BM06

B.06
Xt l! cia

HD.TDKT

7.T6 chtc hgp x6t

- Mdi [{D.KT hqp x6t th6ng qua

- Bi€n bri.n hgp x6t

l 6AIQT-TCNVN-DTQS.BM06

r 6AIQT-TCNVI{-DTQS.BM07

- So4n Quy6t tllnh c6p khen
thuong tap the lop, cri nhin HS/nnm
hqc

TT.DV.HSSV
- D.KT

-KCM

- Danh s6ch
duo. c khen
thucmg t{p th6
lop, cit nhin
HS/nim hgc cria
toin trudng

- Bi6n bin hgp
HD.KT

Theo th6ng
b6o

l 6AIQT-TCNVN-DTQS.BM06

l 6AIQT-TCNVTV-DTQS.BM07

l 6A/QT-TCNVTV-DTQS. BM08

I 6AIQT-TCNU\I-DTQS.BM09

8.07 Xrl If cta
HiQu truong

8. Duyet Quy6t dinh
HiQu truong

Quy6t dinh khen
thuong t0p th6
lop, cri nhin
HS/nIm hgc

Theo th6ng
b6o

I 6A"/QT.TCNYII-DTQS.BMO8

I 6AIQT-TCNVII.DTQS.BM09

B.08 Luu hd so

9,10. Tiiip nhdn

ll. Th6ng b6o tip th6 lop, cA nhan
HS nlfn khen thudng/nim hqc

12. Tap thd lop, c6 nhdn HS nhgn
khen thudng/nlm hgc

13. Luu hd so

- quy6t dintr cdp khen thudng 6p

- P.DT -QS
. KCM/TBM
- GVCN

.HS

. KCM/TBM

. KCM

.HS

. GVCN

- Thu kf
khoa

I 6AIQT.TC}IVN.DTQS.BMO I

I 6AIQT-TCNVII.DTQS.BMO2

I 6AQT-TCNVN-DTQS.BMO3

I 6AIQT.TCNVTI.DTQS.BMO4

I 6AIQT-TCI.IVN-DTQS.BM05

I 6AIQT.TCNVII.DTQS.BM06

I 6AIQT.TC}IVN.DTQS.BMOT

P.DT-QS
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NQi dung
BQ ph$n/

nguoi thgc
hiQn

BQ phin/
ngudri ph5i
hqp thgc

hiQn

K6t qun tl3t
duqc

Hln hoirn
thinh

thiS lop, c6 nhan HS/ nnm hgc

- Danh s6ch khoa <ld nghi cAp khen
thuong tep thA lop, ci nhdn HS/nIm
h9c

- Danh s6ch lop <td nghi x6t khen
thuong t4p th6 lop, c6 nhdn HS/nlm
hqc

- Bi6n bin hqp x6t cta c6c l6p

14. Luu hd so

- quy6t ai*r khen thuong Qp th6
lop, c6 nhin HS/nIm hgc

- Danh srich khoa tt6 nghi x6t khen
thuong tfp th6 l6p, c6 nhAn HS/nlm
hec

- Bi6n bin hqp x6t cta khoa

. P.DT.QS

B. KHEN THUdNG CU6I KHOA HQC

8.02
1. Quy6t dinh c6ng nhin t5t nghiQp

HiQu truong Quy6t dinh c6ng
nhin t6t nghi$p

B.03

2. TiSng hgp h6 so toan tru&ng theo
mIu

I 6B/QT-TCNVN.ETQS.BMO I

- Can cti Quy6t dinh si5 I oo/qo-
TCNVN
ngiy....thing.....nlm......cua HiQu
trudng Trudng Trung cip nghd V4n
Nintr ban hinh Quy ch6 c6ng tric
hoc sinh.;

P.ET-QS P.DT.QS

Danh s6ch hgc
sinh d6 nghi
khen thudng

cu5i kh6a hqc
toin truong

3 ngiy l 6B/QT-TCNVT{-DTQS.BMo r

TT TGn budc
c6ng viQc

Bi6u miu/ h6 so

l 6AIQT-TCr.IVN-DTQS.BM08

I 6AIQT-TCNVII-DTQS.BMO9

Xt lli cta
HiCu truong

P.DT -QS

Xrt lj cua -
P.ET -QS



TT TGn bnfc
c6ng vigc

NQi dung

BQ phin/
nguli ph5i
hqp thrrc

hiQn

K6t qui d9t
duqc

Hgn hoirn
thinh Bi6u miu/ hd so

B.04
Xti lf cua
IID.TDKT

3. T6 chrrc hgp x6t

- Mdi ID.TDKT hgp x6t th6ng qua

- Bi6n ban hgp x6t

l 6B/QT-TCNVT{-DTQS.BM0 l
I 6B/QT-TCNVI{-DTQS.BM02-
So+n quy6t <tinh khen thuong cu6i
kh6a

- In giSy khen

P.DT-QS
- HD.KT

- KCN'TBM

- Danh vich HS
dugc khen
thudng cu5i
kh6a

- Bi6n btn hgp
HD.TDKT

2 ngiry

r 6B/QT-TCNV|r-DTQS.BM0 I

r 6BIQT-TCNVI{-ETQS.BM02

l 6B/QT-TCNVN-DTQS.BM03

I 6B/QT-TCNVNI-DTQS. BMO4

B.05
Xt lf cta

HiQu truong
P.DT.QS

Quy6t <tinh khen
thudng cu5i

kh6a hgc
3 ngiy

I 6B/QT-TCNVI,I-DTQS.BMO3

I 6BIQT-TCNVN.DTQS.BM04

8.06
Xri ly P.DT-

Qs

J. I lep nn?n

- quy6t dinh khen thudng cu5i
kh6a hgc

- Trao gi6y khen trong bu6i l5 trao
t6ng k5t nem hqc

Trao giAy khen
trong bu6i t6ng

k6t nim hgc

B.07

6,7. Ti5p nhin
8. Th6ng b6o HS

9. HS khen thudng

10. Luu hd so

- Quy5t dinh khen thuong

11. Luu hd so

- Quy6t dinh khen thuong

- Bitn ban hgp [D.KT

P,DT.QS

- GVCN
-HS

. KCM

l 6B/QT-TCNVN-DTQS.BM0 l
I 6BIQT.TCNVN-DTQS.BMO2

l 6B/QT-TCr.r\rN-DTQS.BM03

l 6B/QT-TCN\rN-DTQS.BM04

t0

BQ ph$n/
nguoi thgc

hiQn

- quyi5t dinh c6ng nhfn tiit nghiQp

4. Quy6t dinh khen thudng cu6i
kh6a hqc

P.DT- QS

Luu h6 so

.KCM

. GVCN
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TT TGn budc
c6ng viQc

NQi dung
BQ phfn/

ngutri thgc
hiQn

BQ ph$n/
nguiri ph5i
hgp thgc

hiQn

Hgn hoin
thirnh

C. KHEN THIJdNG DOT xUnT oOI vdl CA NHAN VA TAP THE HQC STNH

Xu lj cua
Hi$u truong

1. Quy6t <tinh c6ng nhfn thanh tich
tlot xuit 6p th6 lop, c6 nhin HS

HiQu truong

Quy6t dinh cong
nhan thenh tich
dQt xuit t{p th6
l6p, ci nhAn hgc
sinh, sinh vi6n

B.03
Xt lj cta -

P.DT-QS

2. Tiing hqp danh sich theo m6u
I 6C/QT-TCI.nrN-DTQS.BM0 I

- Cnn cri Quyilt <tinh s6 160/QD-
TCI.IVNI
ngiy....thring.....nlm......cta Hi€u
truong Trudng Trung .f p ngh6 Van
Ninh ban hanh Quy ch€ c6ng tic
hgc sinh.;

- Quy6t dinh c6ng nhdn thanh tich
dQt xuAt tap th6 l6p, criL nhin HS

Danh s6ch dA

nghi khen
thuong dQt xu6t
t{p th6, ci nhdn

hoc sinh

l0 ngiy

8.04
Xt lj cta
TD.KT

3. T6 chfrc hqp x6t

- Mdi HD.KT hgp x6t th6ng qua

- Bi6n ban hgp x6t

I 6CIQT-TCNV}I-DTQS.BMO I

I 6CIQT-TCI.I\rN-DTQS.BM02

- So4n quyiit tlinh khen thudng

I 6CIQT-TCI.nN-DTQS.BM03

I 6C/QT-TCNV}r-DTQS.BM04
- In gi6y khen

P.DT.QS
. HD.TDKT

- KCM/TBM

- Danh sich HS
dugc khen

thuong iIQt xuit

- Bi6n ban hqp
T{D.KT

I ngiy

8.05
Xt lf cta

HiCu trudng
4. Quy6t dinh khen thuoxg dot xu'it P.DT-QS

quy6t dinh khen
thudng tlQt xu6t

2ngiry

Kdt qui it4t
duqc

ni5u miu/ hd so

8.02

P.ET-QS
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TT TGn bufc
c6ng viQc

BQ phin/
nguiri thgc

hiQn

B$ ph$n/
ngutri ph6i
hqp thgc

hi(n

K6t qui tISt
duqc

Hgn hoin
thirnh

Bi6u miu/ hd so

B.06 xr li KCM

5. Ti6p nhfn

- quy6t dlnh khen thucmg dQt xuit
- Trao gi6y khen

KCM . P.DT.QS

B.07 Luu hd so

6. Tiiip nhin

7. Th6ng b6o HS

8. TAp thii lop, ci nhdn HS nh{n
khen thuong

9. Luu h6 so

- quy6t dlnh khen thuong tlQt xuAt

10. Luu h6 so

- quy5t dinh khen thu&ng <tQt xuAt

- Bi6n ban hqp HD.KT

P.DT-QS

- KCM
. GVCN

-HS

- KCM

- P.DT-QS

KCM

GVCN
r 6CIQT-TCNVN-DTQS.BM0 I

l 6CIQT-TCNVN-DTQS.BM02

I 6ClQT-TCI.IVN-DTQS.BM03

I 6CIQT-TC}n/N-DTQS.BM04

NQi dung
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5.5. Cic bi6u miui hurlng d6n dinh kim

TT TGn bi6u m6u/ nufng a6n Thqc hifn Mil h6a

A. KHEN THTIONG TAP THE, CA NHAN HQC SINH/NAM HQC

I Bang ddng hi thi dua tAp the l6p, cri nhAn HS/ndm hgc GVCN I 6AIQT-TCN\IN-DTQS. BMo l

2 Bi6n ban sinh ho4t lop d6t xudt GVCN I 6AIQT.TCNVN-DTQS.BM02

J
Danh s6ch t{p th6 lop, c6 nh6n HS de nghi x6t khen
thu&nglndm hgc

GVCN l 6AIQT-TCNVN-DTQS.BM03

4
Danh s6ch tfp thd lop, c6 nh6n HS khoa dd nghi x6t khen
thu&nglndm hgc

KCM I 6AIQT.TCNVN.DTQS.BMO4

5 Bi€n ban hgp khoa x6t khen thudng/ndm hgc KCM

6
Danh s6ch t{p th6 l6p, cd nhAn HS todn trudng iI€ nghi x6t
khen thu&nglndm hgc

P.DT- QS
I 6AIQT.TCNVN.DTQS.BM06

7
Bi6n b6n HD.KT

P.DT- QS SV
I 6AIQT-TCNVN-DTQS.BM07

8 quy6t dlnh khen thuong tap th6 lop, cd nh6n HS/nim hgc P.ET- QS SV I 6AIQT.TCNVN-DTQS.BMOs

9
Danh s6ch tfp thi3 l6p, c6 nhdn HS duo. c khen thudng/ndm
hec P.DT- QS SV

I 6AIQT-TCI\nrN-DTQS.BM09

B. KmN THTJONG CU6r KHOA HQC

I Danh s6ch hgc sinh dd nghi xdt khen thudng cu6i kh6a hqc
toen tru&ng

I 6BIQT-TC}nIN-DTQS.BM0 I

2 Bi6n ban hqp HD.KT l 6B/QT-rCN\'Ir-DrQS.BM02

3 Quy6t Ainfr khen thudng hgc sinh cuiii kh6a hgc P.DT- QS SV r 6BlQT-TCi.r\,N-DTQS.BM03

I 6AIQT.TCNVTI-DTQS.BMO5

P.DT- QS SV

P.DT- QS SV



l4

4 Danh siich hoc sinh tlugc khen thu&ng cu5i kh6a hgc P.DT- QS SV l 6B/QT-TCN\rN-DTQS. BM04

C. KTMN TI{T'ONG OOT XUAT D6I VdI CA NHAN VA TAP THE HQC STNH

1
Danh 1;{ch t{p thi3, c6 nhAn HS dC nghi xdt khen thu&ng
dQt xudt

P.DT. QS SV I 6ClQT-TCN\IN-DTQS.BM0 I

Bi€n ban hgp HD.KT P.DT- QS SV l 6CIQT-TCNVN-DTQS. BM02

J Quyiit einfr khen thudng dQt xu6t P.ET- QS SV

4 Danh s6ch tgp thr6, cri nhan HS duo. c khen thuong <lQt xu6t P.DT- QS SV I 6CIQT.TCNVII.DTQS.BMO4

2

l 6clQT-TCN\rN-DTQS.BM03


