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1. Muyc dich, pham vi ap dung:
a. Muc dich: Quy trinh nay nhim muc dich gitip Hiéu trudng:
- Thyc hién quan ly hoc sinh theo quy ché cong tac HS hi¢n hanh;
- Chu dong kiém soat va khai thac dir liéu hd so hoc sinh ciia Nha truomg.
b. Pham vi 4p dung
) - Hoc sinh dang hoc’téjp, lag dong san xuét hé chinh quy tai trudng, tai co sé lién
két vdi céac truong Trung cap Nghé Van Ninh;
- Céc don vi lién quan dén quy trinh nay:

+ Hiéu trudng
+ Phong Pao tao — Quan sinh
+ Céc Khoa

2. Pinh nghia va tir viét tit

a. Dinh nghia

Ho so hoc sinh 14 hd so nhip hoc ctia tig thi sinh hé trung cap tai truong.
b. Tir viét tit
- P.DT-QS: Phong Pao tao — Quan sinh.
- TS: Tuyén sinh.
- HS: Hoc sinh.
- GVCN: Gio vién chi nhi¢m.
- THPT: Trung hoc phd thong.
- THCS: Trung hoc co s6. ~
- PDK: Phiéu dang ky. kil
- SYLL: So yéu Iy lich. '
- UT: Uu tién.
- KS: Khai sinh.
- SK: Stre khoe.
- HB: Hoc ba.
- HK: Ho khau.
- GCN: Gidy chtng nhén.
3. Lwru dd: Xem noi dung trang 2
4. Dic ta: Xem ndi dung trang 3 - 4



QUY TRINH QUAN LY HO SO HQC SINH

PHONG PAO TAO - QUAN SINH
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4. PAC TA QUY TRINH QUAN LY HO SO HQC SINH

Bo phan/ | 10 PhA
A - . . A ”
TT | cimg vite N§i dung nguoi | MEUO PROT | KEtqud dat | Hanhodn | pigy mzu/ pj so
gvie thue hién qlll)ién. ue
; Téng hop Hb so tuyén sinh theo 3 2 1 thang sau
Budc 1. . ol YR Ho6 so tuyén .- A X
. danh sach 16p (gém céc gidy to o ; khi c6 QP Biéu mau 01
01 | Tonghop | ghitrén bia hé so) PDT-QS | BOophanTS |sinhtheo | o jan
ho so danh sach 16p 16p :
2.K:ié’m tra va bd sung hd so con
thiéu;
B§ pha P.DT-QS
- Lép Béng tong hgp danh sach Tg phdn Q
HS b6 sung ho so lan 1;
- Thong bao va giri Bang tong
hop danh sach HS bd sung ho so B i 03
lan 1 dén GVCN. i Bang tong Cudi hoc T?u mau
02 Budc 2. 3. GVCN yéu céu hoc sinh bo GVCN hop danh sach | ky I cua Biéu mau 03
Xirly 1an 1 | sung cac ho so con thiéu; Khoa HS b0 sung niam hoc
- Tong hop ho so bo sung va giri ho so lan 1. thar I
vé P.DT-QS
4. Bb sung theo miu
- Nhin thong tin cin bd sung tir HS

gido vién chu nhiém;
- Thuc hién b sung va nop lai
cho GVCN.




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

Bepni | B9
Tén bwéc P PEe ngudi phdi | Két qua dat | Han hoan S S TP
TT " £a N¢i dung nguoi : s Biéu mau/ ho so
cong viéc L hop thwe dugc thanh
thwe hién hié
ién
6.Kiém tra va bd sung hd so theo
quy dinh;
- Lap Bang tépg hgp danh sach o P.DT-QS
HS bd sung hd so lan 2; B phén
- Thong bao va giri Bang téng TS
hop danh sach HS bo sung ho so
lan 2 dén GVCN ’ Bang tong Cubi hoc Biéu mau 02
03 Bu6e 3. [ 7. GVCN yéu cau hoc sinh bd hgp danh sach | ky I cua Bidu mau 03
Xtr Iy 14n 2 | sung cac ho so con thicu; Khoa HS bd sung nim hoc SRR
- Téng hop ho so bd sung va giri | GVCN hé so lan 2. thir 2
vé P.DT-QS
8. Bd sung theo méu
- Nhin thong tin cin bd sung tir HS
gido vién chi nhiém;
- Thuc hién bd sung va ndp lai
cho GVCN.
5. Luuhd so lan 1
: 5 A P.DT-QS |P.DT-QS 3
it Buorck4. 9. Luu ho so 14n 2 . Q Q S T ———
Luu ho so | - HO so dugc luu tai phong Van

thu — Luu trif.




5. Cac cong cu bién/ miu hwéng din

S.1. Ciin cir phép ly

Théng tur sb 17/2017/TT-BLDTBXH, ngay 30 thdng 06 ndm 2017 cta B) trudng
B§ lao dong — Thuong bi'nh va x4 hoi vé viéc ban hanh Quy ché cong tac hoc sinh, sinh
vién trong trudng trung cép, trudng cao ding;

Quyét dinh s6 160/QD-TCNVN, ngay 25 thang 09 nam 2017 cua Hi¢u trudng
Trudng Trung cap nghé Van Ninh vé vi¢c ban hanh Quy ché cong tac hoc sinh;

Quyét dinh hang nim cua Hiéu truong truong Trung cdp nghé Van Ninh v& viéc
cong nhdn danh séch hoc sinh tring tuyén.
5.2. Biéu miu/hwéng din

TT Tén biéu mAwhwéng din Mai héa
1 | Danh sach HS theo 16p 17/QT-TCNVN-DTQS.BMO01
2 | Danh sach HS bd sung hd so 17/QT-TCNVN-DTQS.BM02
3 | Thong bao HS bd sung hd so 17/QT-TCNVN-DTQS.BMO03




17/QT-TCNVN-DTQS.BMO1

TRU(‘)NG TRUNG CAP NGHE:L VAN NINH
PHONG PAO TAO - QUAN SINH

DANH SACH HQC SINH
1o S Nghé ............ -Khéa hoc: .............
So .z | Bang/Ching nhén 2 .
TT | Hotén HSSV | Ngaysinh | PPK | yéu | Anh Glgy %‘;” tt nghiép Ege &) JHCN g?( th’-
LL THCS | THPT | °F |"™ten -
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17/QT-TCNVN-DTQS.BMO02

SO LAO PONG TB&XH KHANH HOA  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TRUNG CAP NGHE VAN NINH Pjc 1ap — Ty do — Hanh phic
S6:  /TB-TCNVN Van Ninh, ngay thdng ndm 20 ...
THONG BAO

V/v bb sung ho so hoc sinh khoéa .... l4n ....

Sau khi phong Pao tao — Quan sinh kiém tra hd so hoc sinh khéa....... lan ......
mot s& hoc sinh ¢6 hd so chua déy du.

Nay thong béo dén cac Khoa va gido vién chii nhiém céc 16p c6 hoc sinh con thiéu
céc loai gidy to lién quan cin ndp bd sung vé phong Pao tao — Quan sinh truéc ngay
void o/20.... (Danh sdach dinh kém)

Trong qua trinh thuc hién néu c6 kho khin gi, lién hé phong Pao tao — Quan sinh
dé dugce huéng dan.

Trén day 1a ndi dung thong béo, @ nghi cc Khoa va gido vién chii nhiém céc 16p
néu trén nghiém tic thyc hi¢n ding ndi dung thoéng bao nay./.

Noi nhin: HIEU TRUONG
- Cac khoa, GVCN;
- Luvu: VT, BPT-QS.



17/QT-TCNVN-DTQS.BMO03

TRUONG TRUNG CAP NGHE VAN NINH
PHONG PAO TAO - QUAN SINH

DANH SACH HQC SINH BO SUNG HO SO

Lan.......—Nam hoc: ...........
. So » .« | Bing/Ching nhén 2 )
TT | Ho va tén hoc sinh fii"hy Lép | PPK | yéu |Anh ‘iégy GS‘;Y t6t nghiép }:f;c “ﬁf‘fn 3;( gf:.:
LL THCS | THPT .
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Van Ninh, ngay........ thang... ... nam... ...
NGUOI LAP BANG
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