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1. Muc dich, pham vi ap dung:
a. Muc dich: Quy trinh nay nhim muc dich

- Khuyén khich, dong vién va ton vinh nhirng tip !:hé, ca nhan hoc sinh hing héi thi
dua hoc tap, tich cuc rén luyén pham chat, dao dirc, 16i song lanh manh, hoan thanh t6t
nhi¢gm vy;

- Huéng dan gido vién chu nhiém va céc don vi chirc ning thyc hi¢n cdc thu tuc,
trinh ty xét khen thudng tép thé va ca nhéan hoc sinh trong qua trinh hoc tép, rén luyén.
b. Pham vi 4p dung

) - i trgng duge xét khen thuong la nhimg hoc sinh dang theo hoc trinh dj Trung
cip hé chinh quy cia trudng Trung cAp Nghé Van Ninh;

- Céac don vi lién quan dén quy trinh nay:

M: Ban giam hiéu M: Phong Hanh chinh — Ké toén
M: Phong Pao tao — Quan sinh M: Céac Khoa

2. Dinh nghia va tir viét tit
a. Pinh nghia
~ Quy trinh nay 1a mét trinh ty cac hoat déng duge nha truong quy dinh, mang tinh
chat bat bugc dé hudng dan xét khen thudng hoc sinh, sinh vién.
b. Tir viét tit
- HD.TDKT: Hoi ddng xét khen thuéng hoc sinh, sinh vién.
- KCM: Khoa chuyén mon.
- P.DT -QS: Phong Pao tao — Quan sinh
- HS: Hoc sinh.
- GVCN: Gi4o vién chu nhiém.
- XLHT: Xép loai hoc tép.
- XLRL: Xép loai rén luyén.
- DHT: Piém hoc tép.
3. Luu @b: Xem ndi dung trang 2,3.4
4. Pic ta: Xem ndi dung trang 5




QUY TRINH KHEN THUONG HQC SINH

A. KHEN THUGNG TAP THE LOP, CA NHAN HQC SINH NAM HQC (NH)
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QUY TRINH KHEN THUONG HQC SINH

CHUAN B]

B. KHEN THUONG CUOI KHOA HQC (KH)

KHEN THUONG CUOI KHOA HOC (KH)

LUU TRU

Z 9.Nhgn khen
a thuomg/KH
Z 1
¢ Nhén biéw/ 8. Thong béo
& méu dén HIS
r

% Tiép _ 10. Luu trit
R biéw/ miu >

Xéy dyng qui 2. Tong hgp hd R o
w trinh/ biéu miu SO todn trudmg
E DPat
2
=¥

Khong
dat
A J

7. Té chirc
hop xét

H.TRUONG | HD.TPKT
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QUY TRINH KHEN THUONG HOQC SINH, SINH VIEN

C. KHEN THUONG POT XUAT TAP THE, CA NHAN HQC SINH
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PAC TA QUY TRINH KHEN THUONG HQC SINH
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Tén buwée Bg phin/ | T ph@n.g §

én - ? nguwoi phoi | Ket qua dat Han hoan N

TT cling vilic N¢i dung ngrlfr;ﬂ:lhgrc hop thire dwye thanh Bi¢u mau/ ho so

¢ hi¢n
S oy | Congtic | Xay dung Quy trinh xét khen —— - KCM %’e{‘ m“t'l‘m ol apoy | 16/QT-TCNVN-DTQS;
: chuén bj thudng HS ' -GVCN HSSV & - 13 biéu mau;

A.KHEN THUONG TAP THE, CA NHAN HQC SINH /NAM HQC
1. Théng béo xét khen thuwrdng tip Thong béo xét
thé, ¢4 nhan HS vao diu cic nim KCM khen thuong tap

Xirly cia | hoc. g £ i :
B.02 Ko P.OT-QS | thé, ca nhin HS 1 ngay
P.DT-QS 2
: -GVCN vao ddu cac nam
hoc

2.GVCN td chirc siqh hoat 16p djt
xuét binh xét tap thé, c4 nhan HS
16p.

B3 |Xilyoia |3-Lophopxét

GVCN - Can cir Quyét dinh s 160/QD-
TCNVN gay....thang.....ndm......cua
Hiéu truomg Trudmg Trung cap
nghé Van Ninh ban hanh Quy ché - Danh sich HS
cong tac hoc sinh. = e L‘;}P de “gtl]‘: xét, 16A/QT-TCNVN-DTQS.BMOI
- Can cir bang diém Két quahoc tip | ] s | o HONE | Theo thong | |5 r /o1 TCNVN-DTQS.BMO2
va két qua rén luyén nim hoc theo -HS - HS béo
ding quy dinh; - Bién ban hop
16p

- Cén c bang dang ky thi dua tap
thé, ca nhan HSSV I6p/nam hoc
16A/QT-TCNVN-DTQS.BMO1

- Lép binh xét;
- Bién ban hop 16p d6t xuit
16A/QT-TCNVN-DTQS.BMO02




By phgny | BOPphin/

= ¥ nguwoi phoi | Két qua dat | Han hoan

NGl dung " h..th"w hop thye dugc thanh
ien hién

Tén bwée

A x A
cong viéc Bieu mau/ ho so’

4. Két qua binh xét 16p

- GVCN kiém tra

- Cin cir Quyét dinh s6 160/QD-
TCNVN
ngdy....thang.....ndm......cua Hiéu
truomg Trudng Trung cip nghé Van
Ninh ban hanh Quy ché céng tic
hoc sinh.

- Can cir bang diém Két qua hoc tép
va két qua rén luyén nam hoc theo
dang quy dinh;

- Cén cir bang ding ky thi dua tip
thé, ca nhan HS 16p/ nam hoc;

- Lap danh sach 16p va ca nhan HS
dé nghj xét khen thudng/nam hoc;
(16/QT-TCNVN-DTQS.BM03);

- Giri bing cimg va file mém va 3
mau 16/QT-TCNVN-DTQS.BMO01;
16A/QT-TCNVN-DTQS.BM02;
16A/QT-TCNVN-DTQS.BMO03 vé
Khoa.

6.KCM Hop xét
- Khoa tiép nhén danh sach tir 16A/QT-TCNVN-DTQS.BMO01

GVCN fclem tlé‘a, - 16A/QT-TCNVN-DTQS.BM02
- Cin cilr Quyet dinh so 160/QD- et -GVCN - Danh sach HS 16A/OT-TCNVN-DTOS.BM03
TCNVN khoa d& nghi xét = B

3 g e -P. BT -QS
ngay....thang.....nam......cia Hi¢u Q khen thuéng tap 16A/QT-TCNVN-DTQS.BM04

trudng Trudmg Trung cip nghé Van thé, ca nhan/nim CNVN
Ninh ban hanh Quy ché cong téc b s

hoc sinh.;

Xir Iy KCM




Tén buée By phiu/ nmhjl?éi Két qué dat | Han hoan e
TT cbng vife N¢i dung ng?i'lé It]ht_rc hom thye dwge thanh Biéu mau/ ho so
' hién
- Cin cir bang diém két qua h B ot
va két qua réﬁ luyén nmg hocotfl;gp i(}?c:;r;::nkhl:]p
dang quy dinh; thudng tap thé,
- Cén cir bang déang ky thi dua tip c4 nhan HS/nam
thé, ca nhan HS 16p/nim hoc; hoe ciia Khoa.
- Khoa béo cho GVCN néu c6 sai
s6t kip thoi diéu chinh sai sot;
B Ténng hop theo mau
(16A/QT-TCNVN-DTQS.BM04)
- Hop GVCN xét théng qua danh
sach dé nghj xét khen thudng tap
thé, ca nhan HS/ndm hoc cia Khoa.
- Khoa giri hd so vé P.DT-QS (bién
ban hop khoa
16A/QT-TCNVN-DTQS.BMO5 va
giri file mém va bang cimg theo
mau
16AQT-TCNVN-DTQS.BMO05).
6. Tdng hop toan trudmg
- P.DT-QS tiép nhén danh sach tir
khoa giri vé, kiém tra: Danh sach dé
- Cin cir Quyét dinh sé 160/QD- — nghj xét khcu: ) 16A/QT-TCNVN-DTQS.BM04
Bos | Jrlycia | TCNVN P.DT-QS thugng tap thé | Theo thdng | ¢ o1 TCNVN-DTQS BMOS
P.CTHSSV | ngay....thang....nAm......cia Higu l6p, ca nhan HS béo

truémg Truong Trung c’ép nghé Van
Ninh ban hanh Quy cheé cong tac
hoc sinh.;

- Cin cir bang diém két qua hoc tap

toan trudong/nam
hoc

16A/QT-TCNVN-DTQS.BM06




a B¢ phan/
- B§ phéin/ o <
s Ol g Npi dung nguoi thye | UEWiPhSi | Kétquidat | Hyn hoin Biéu miu/ ho sor
cong viéce hién hop thue dwge thanh
¢ hién
va két qua rén luyén nim hoc theo
ding quy dinh;
- Néu c6 sai s6t bao vé khoa dé
khoa kip thdi chinh stra.
- Tong hop danh sich dé nghj xét
khen thudng tip thé l6p, c4 nhdn
HS/nam hoc toan trudng
16A/QT-TCNVN-DTQS.BM06
7.T6 chirc hop xét - Danh sach
- M&i HD.KT hop xét théng qua dugce khen 16A/QT-TCNVN-DTQS.BM06
2 ~ A
- Bién ban hop xét - }2;0“30;?1’ n}:"ﬁs 16A/QT-TCNVN-DTQS.BM07
B.06 Hxl; ¥ f;:II?T I6A/QT-TCNVN-DTQS.BM06 | 1 py.HsSV | K‘CM HS/iti o cia Theg ;{'3“’“3 16A/QT-TCNVN-DTQS.BM08
: TealgT- TN 103 BMOT - toan trudng 16A/QT-TCNVN-DTQS.BM09
- Soan Quyét dinh cap khen Bién bin h
thuémg tap thé 16p, ca nhan HS/nam e el
b HD.KT
oc
] Quyét dinh khen 16A/QT-TCNVN-DTQS.BM08
Xirlycia |8 DuyétQuyétdinh = ' thudng tap thé Theo thong | 4 /o1 TCNVN-DTOS.BMOO
B.07 Hicu ¢ Hiéu truong P.DT-QS Vin. o nhin béo Q QS.
HS/ndam hoc
7 A
9,10. Ticp nhén _P.DT-QS 16A/QT-TCNVN-DTQS.BMO1
1 - KCM/TBM - 16A/QT-TCNVN-DTQS.BM02
11. Théng béo tip the 1op, ca nhan | - GVCN <
HS nhén khen thwéng/nim hoc -HS 16AQT-TCNVN-DTQS.BMO03
% il " a8 - HS xici 16A/QT-TCNVN-DTQS.BM04
12. Tép thé 16p, ca nhan HS nhan E
khen thudng/nim hoc - KCM/TBM 16 A/QT-TCNVN-DTQS.BMO05
B.08 |Luuhbso | 3 0pa 16A/QT-TCNVN-DTQS.BM06
- Thu ky

- Quyét dinh cip khen thudng tdp

khoa

16A/QT-TCNVN-DTQS.BM07




Tén bwée
cong viéc

Noi dung

B¢ phin/
ngwdi thye

hi¢n

B{ phin/
ngudi phdi
hop thue
hi¢n

Két qua dat
dwge

Han hoan
thanh

Biéu méu/ hd so

thé 16p, ca nhan HS/ nam hoc

- Danh sach khoa dé nghi cép khen
thuong tép thé 16p, ca nhan HS/nim
hoc

- Danh séch 16p d& nghi xét khen
thudng tap thé 16p, ca nhan HS/niim
hoc

- Bién ban hop xét cuia cac lop

14. Luu hd so

- Quyét dinh khen thudng tap thé
16p, ¢4 nhidn HS/ndm hoc

- Danh sach khoa dé nghi xét khen
thuong tap the 16p, ca nhin HS/nam
hoc

- Bién ban hop xét ciia khoa

-P.DT-QS

16A/QT-TCNVN-DTQS.BM08
16A/QT-TCNVN-DTQS.BM09

B. KHEN THUGONG CUOI KHOA HOC

B.02

Xir ly cta
Hiéu truong

1. Quyét dinh cong nhan tét nghiép

Hiéu trudng

P.DT -QS

Quyét dinh cong
nhan t6t nghiép

B.03

Xir ly cia —
P.DT -QS

2. Tong hop hd so toan trudng theo
mau

16B/QT-TCNVN-DTQS.BMO1

- Cin cir Quyét dinh s6 160/QD-
TCNVN
ngay....thang.....nim......cua Hi¢u
trudng Trudng Trung cip nghé Van
Ninh ban hanh Quy ché cong tac
hoc sinh.;

P.DT-QS

P.DT-QS

Danh séch hoc
sinh dé nghj
khen thudng

cubi khoa hoe
toan trudng

3 ngay

16B/QT-TCNVN-DTQS.BMO1
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et B§ phjw | BOPBIW/ |
Ty | Tén bute N§i dung agudiihge | PEEUADEM | BStqukdgs | Hex hehi Biéu miw/ hd so
cong viéc hién hgp thwe dugce thanh
hién
- Quyét dinh cong nhén tét nghiép
3. T chirc hop xét
- Mdi HD.TPKT hop xét théng qua N
- sac
- Bién béan hop xét s khen 16B/QT-TCNVN-DTQS.BMO1
rlycia | 16B/QT-TCNVN-DTQS.BMO1 - HD.KT thuéng cudi Hialn ol YR R
B | =8 2 S e IS, P.DT-QS ' khoa 2ngly | 16B/QT-TCNVN-DTQS.BMO3
: 16B/QT-TCNVN-DTQS.BM02- -KCM/TBM | & 16B/QT-TCNVN-DTQS.BM04
Soan quyét dinh khen thudng cudi - Bién ban hop
khéa HD.TBKT
- In gidy khen
o vl s £ 4 £+ Quyét dinh khen 5 =
B.05 X:.r ly c?a 4. Quyet dinh khen thudng cudi P.DT-QS thimg cu 5i ngiy 16B/QT-TCNVN-DTQS.BMO03
Hi¢u truong | khéa hoc : 16B/QT-TCNVN-DTQS.BM04
khoa hoc
5. Tiép nhan
Az - Quyét dijnh khen thudng cubi Trao gidy khen
B.06 X2 %I;'BT' khéa hoc P.DT-QS trong budi tong
I 7. A -
- Trao giay khen trong budi I€ trao ket ndm hoc
témg két nim hoc
6,7. Tiép nhan P.DT-QS
8. Théng bao HS - KCM
9. HS khen thuémg - GVCN -GVCN 16B/QT-TCNVN-DTQS.BMO01
16 Luuhd so _HS 16B/QT-TCNVN-DTQS.BM02
B.07 Luuhdso |- Quyét dinh khen thuong 16B/QT-TCNVN-DTQS.BM03
1 Lo bl s _KCM 16B/QT-TCNVN-DTQS.BM04
- Quyét dinh khen thudng

- Bién ban hop HD.KT




Bophias | BOPMIN/ p
Tén bwée - . ngudi phoi | Ket quia dat | Han hoan "
TT cong vige N¢i dung ngLrb"lnthu'c hp thye duye thanh Biéu miu/ hé so
hi¢n .a
hién
C. KHEN THUONG POT XUAT DPOI VOI CA NHAN VA TAP THE HQC SINH
Quyét dinh cong
AW 2 ; nhén thanh tich
Xirlycua |1 Quyét dinh cong nhén thanh tich - y T 2
B.02 & : a & i Hiéu trudn dot xuat tip the
Hiéu truong | dot xuét tap thé 16p, ca nhan HS g l6p, cé nhﬁrI: hoc
sinh, sinh vién
2. Tong hgp danh sach theo mau
16C/QT-TCNVN-DTQS.BMO01
i, A . £
- Cén cir Quyét dinh so 160/QD- Danh séch dé
TCNVN 3
Xir ly ctia — | ngdy....thdng.....ndm......caa Higu P.DT-QS thug%hl ;!‘ te :uét 10 ne
B.03 P.DT-QS | truong Truong Trung cip nghé Van T A LA gay
: % LT a ¢ tap the, ca nhan
Ninh ban hanh Quy che cong tic b i
4 oc sinh
hoc sinh.;
- Quyét dinh cong nhin thanh tich
dot xuat tap thé lop, ca nhan HS
3. T4 chirc hop xét
- M&i HD KT hop xét thong qua
- Bién ban hop xét - Danh sach HS
16C/QT-TCNVN-DTQS.BMO01 HD.TPKT dugc khen
Xir ly cia Bl thudmg dot xuét 3
B.04 HD KT 16C/QT-TCNVN-DTQS.BM02 P.DT-QS 24do 1 ngay
; - Soan quyét dinh khen thudng B at Bién ban hop
16C/QT-TCNVN-DTQS.BM03 HD KT
16C/QT-TCNVN-DTQS.BM04
- In gidy khen
Xir ly cta £, At R a ik 5 Quyét dinh khen :
B.05 Hiéu truong 4. Quyét dinh khen thudng dgt xuat P.DT-QS thuémg ddt xult 2 ngay
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Bophgn/ | BODMN |
Tén bwée - T nguwdi phoi | Keét qua dat Han hoan 2. %
T cbng vige Noi dung ng“mhi":hw e Aioe thinh Bi¢u miu/ hd so
¢ hi¢n
5. Tiép nhan
B.06 | Xirly KCM | - Quyét dinh khen thuong dt xut KCM -P.PT-QS
- Trao gidy khen
6. Tiép nhin P.PT-QS
- KCM KCM
ghﬁaﬂilép’ c4 nhan HS nhén -HS 16C/QT-TCNVN-DTQS.BM02
en thudng
B.07 Luru hé SO 0. s ]16 o5 IﬁC!QT—TCN UN-BTQS.BM{B
= s . 16C/QT-TCNVN-DTQS.BM04
- Quyét dinh khen thudng dot xuat | . KCM
10. Luu hé so
- Quyét dinh khen thudng dot xuht | . P.DT-QS

- Bién ban hop HD.KT




5.5. Ciic biéu miuw/ hwéng din dinh kém

iy & Tén biéu miu/ hwéng din Thure hién Mi héa
A. KHEN THUONG TAP THE, CA NHAN HQC SINH/NAM HQC
1 | Bang ding ky thi dua tap thé 16p, ca nhan HS/nim hoc GVCN 16A/QT-TCNVN-DTQS.BM01
2 Bién ban sinh hoat 16p dot xuit GVCN 16A/QT-TCNVN-DTQS.BM02
Danh séch tép thé 16p, ca nhan HS dé nghi xét khen 16A/QT-TCNVN-DTQS BM03
3 3 GVCN
thudng/nam hoc
Danh sach tép thé 16p, c4 nhan HS khoa dé nghi xét khen 16A/QT-TCNVN-DTQS.BM04
) : KCM
thudéng/nam hoc
5 Bién ban hop khoa xét khen thudng/nam hoc KCM 16A/QT-TCNVN-DTQS.BM05
6 Danh sich tap thé 16p, ca nhin HS toan trrdmg dé nghj xét P.PT-QS 16A/QT-TCNVN-DTQS.BM06
khen thuéng/nam hoc '
Bién ban HD KT 16A/QT-TCNVN-DTQS.BM07
7 P.DT-QS SV
8 Quyét dinh khen thudng tap thé 16p, c4 nhan HS/nam hoc P.PT- QS SV 16A/QT-TCNVN-DTQS.BM08
Danh séch tdp thé 16p, cé nhan HS dugc khen thuéng/nim 16A/QT-TCNVN-DTQS.BM09
9 hoc ; i ¢ P.DT-QS SV < .
B. KHEN THUGNG CUOI KHOA HQC
Danh séch hoc sinh dé nghi xét khen thudng cudi khoa hoc
1 foln dHig P.DT-QS SV 16B/QT-TCNVN-DTQS.BMO0|
2 Bién ban hop HD.KT P.DT-QS SV 16B/QT-TCNVN-DTQS.BM02
3 Quyét dinh khen thudng hoc sinh cudi khoa hoc P.DT-QS SV 16B/QT-TCNVN-DTQS.BM03
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4

Danh sich hoc sinh dugce khen thudng cudi khoa hoc

P.DT- QS SV

16B/QT-TCNVN-DTQS.BM04

C. KHEN THUGNG DOT XUAT POI VOI CA NHAN VA TAP THE HQOC SINH

Danh sach tip thé, c4 nhan HS dé nghi xét khen thudng

1 Bt xul P.DT- QS SV 16C/QT-TCNVN-DTQS.BMO1
2 Bién ban hop HD.KT P.DT- QS SV 16C/QT-TCNVN-DTQS.BM02
3 | Quyét dinh khen thuéng dot xuat P.DT- QS SV 16C/QT-TCNVN-DTQS.BM03
4 Danh sach tap thé, ca nhan HS dugc khen thudng dot xuit P.DT- QS SV 16C/QT-TCNVN-DTQS.BM04




