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1. Mqc tlfch

Quy trinh ndy x6y dung nhim quy dlnh th6ng nhAt c6ch thric ti6p nhfln, ki6rn tra,

quin ly, luu trff hd so hgc sinh dAy du, chinh x6c vd thupn tiQn khi tirn ki6in.

2. Phqm vi vi d6i tuqng 5p dgng

2.1. Phgnt vi tip ttyng: Quy trinh nity ap dUng trong viQc qu6n l)t hO so hgc sinh

l-r0 trung c6p t4i Trud'ng Trung c6p ngh0 Co khi x6y dirng.

2.2. Ddi tuqng tip ttqrng

- Ap dpng cho tAt c6 hgc sinh nhflp hqc tai trudng. C6c dcrn vi, cb nhdn c6 tr6ch

nliiQm phOi ho. p cung v6'i Phong K6 hopch - Ddo t4o d0 td chri'c thirc hiQn viQc tiiip nhdn,

qu6n ly vd luu trir hd scr dAy dir, phpc vp t6t cho c6ng t6c ddo t4o.

3. Cic cin cri phip lf vn thi IiQu tham chi6u: )

^!- Quy0t dinh s5: 335/QD-TTCN ngity 26fi812020 cria HiQu truong truong Trung /

cAp ngh0 Co khi xAy dpng vO viQc quy dinh thgc hiQn, qu6n ly, luu trt c6c lo4i h6 so ill

quAn ly dao t4o trong t6 chri'c hopt dQng giSo dpc ngh6 nghiQp cria Trulng Trung c6Lp \.

nghd Co khi xdy dUng. .r

4. Dinh nghia vi tir viiit tiltz

4.1. Dlrth nghia:

H6 so hoc sinh bao g6rn cdc tiri liQu ph6p ly phin 6nh ddy dtr, trung thirc c6c m{t
i;. l'

chir ydu ve ngudn gdc, qud trinh truong thlrnh, ph6rn chdt, ning luc, phong c6ch cta

ngudi hgc sinh.

4.2. Tin,i\t tiit:

STT ttr vi6t tft Y nghia

I BTS&HTDN Ban Tuytin sinh vd Hgp t6c doanh nghiQp

2 CMND/CCCD Chilng minh nh6n dAn/ C[n cu6c c6ng ddn

a
J GVCN Gi6o viOn cht nhiQm

4 HKTT H0 khAu thudng tni

5 HS Hgc sinh

6 P.KH-ET Phong K6 hoach - Ddo tao

7 QD Quy<5t dinh

8 QLHS QuAn ly h6 so
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STT Tir vitit tit Y nghia

9 TIICS Trung hgc ccr s&

l0 THPT Trung hqc ph6 th6ng

5. Luu Ad $em trang 4, trang 5)

6. D{c th (Xem trang 6)

7. Chc bi6u m6u/ huring d6n:
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TT TOn bi6u m6u/hufng d6n Mfl h6a

1 Danh sach kitln tra hO so HS l6p BM/QT12/P.KH-ET/O1

2 Bi0n b6n ban giao h6 so nh4p hgc cira HS BM/QT 1 2/P.KH-DT/O2

3 Danh s6ch HS khoa . . .. cAn bd sung hO so BrwQTl2/P.KH-DT/O3

4 Thdng b6o bd sung h6 so HS BIvi/QT12/P.KH-DT/04

5 Thong tin h6 so hoc sinh BM/QT12/P.KH-DT/0s

6 Bi6n b6n tiOu huy tdi liQu tt}t gLatri BI\4/QT12/P.KH-DT/06
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LTIU DO

TT C6c budc c6ng viQc
Trich
nhiQm

Thi liQu, bi6u
mau

YOu cffu
Thd'i
gian

1

P.KH-DT;
B.TS&HT

DN

BM/QT12/P.KH-
DT/O1

BM/QT12/P.KH-
ETIO2

- HO so tuy6n
sinh theo

danh s6ch lcrp

- Bi0n bin
bin giao h6

SO

Sau ldri
co QD

thdnh l4p
l6p

Tiep nhqn hd so
tuydn sinh theo QD

thAnh lflp lop

2
Phdn loai
. ,.;.

va Klem tra
h6 so

P.KH.DT
BM/QT12/P.KH-

DT/O3

BAng tdng
hcr-p danh

s6ch HS cAn
,l ,l
bo sung ho so

01 thdng
sau khi
co QD

thdnh lap
ldp

a
J GVCN

BM/QT12/P.KH-
DT/04

Trpc ti5p cho
hoc sinh co h6

srv thi6u

Th6ng b6o bd sung
h6 so cdn thi6u

4 HS 0l tuAn86 sung theo yeu cau

5 P.KH-DT

DAy dtr theo
danh s6ch ldp,
ghi chri nhirng

h0 so con
thi0u

NhQp 1i6u rn6y tinh

6 P.KHTET

Lrru theo kh6a
vd theo lcrp;

C6 d6n nhdn
rd rdng

Sap xtip, luu kho

7 P.KH-DT

Tdng s6 hg rg
dd nh{n, s6 hO

' ',.,{so con thleu
vd lo4i gi6y to

con thi6u

B6o c6o t6ng hqp

>::

CN
API

KH

Du
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TT C6c bu'6'c cdng viQc
TrSch

nhiQm

Tiri liQu, bi6u

mau
YOu cAu

Thdi
gian

8 P.KH-ET
BM/QT12/P.KH-

DT/05
Hing
ndm

COp nhe

hing
i.t h6 so
nEm

9

T-

Luu trff'h6 so P.KH-DT
BM/QT12/P.KH-

ET/O6

V6i tt h6 so

c6 ddn nhdn

u5t
khung

thcri gian

diro tao

\
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o4c rA

Bu,6'c 1: P.KH-DT ti6p nhan hO so tuy6n sinh ttr Ban Tuy6n sinh vd Hop t6c Doanh

nghiQp theo danh s6ch l6p (g6* cdc giSy td ghi tr0n bia h6 so) dring theo quy d!nh.

Bu6'c 2: P.KH-DT ph6n lo4i vd ki6rn tra h6 so theo danh s6ch l6p. Rd so6t vh l4p danh

^ x ,l
sdch y0u cdu bd sung h0 so nh4p hgc cdn thiOu.

Bu6'c 3: Sau khi nhQn duoc danh s6ch y6u cAu HS b6 sung hO so cdn thi6u, GVCN th6ng

b6o truc ti5p t6'i HS danh rnpc thdng tin cAn b6 sung theo quy dinh.

Bu,6c 4: HS b6 sung c5c danh mqc hO so cdn thi6u theo ydu cAu cta GVCN. GVCN

chuy6n h6 so b6 sung cho P.KH-DT.

Bu'6'c 5: P.KH-DT nhap liQu hd so vho phAn rnOm m6y tinh d0 quAn ly'

Bu,6'c 6: P,KH-DT sip x6p vd luu kho h6 so hgc sinh: luu theo kh6a vd theo lcrp; m5i tu

h6 scv c6 d6n nhdn 16 rhng.

Bu6'c 7: P.I(H-DT b6o c5o Ban Gi6m hiQu t6ng hqp s6 h6 so cria hgc sinh dd ti6p nh4n,

darrh s6ch hgc sinh chua nQp hd so, s6 loai gi6y to cdn thi6u.

Bu'6'c 8: P.KH-ET thulng xuyOn rh so6t h6 so HS, cpp nhat kip thdi theo quy dinh.

Bu6'c 9: P.KH-DT luu trff h6 so theo quy dinh.

)


