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QUAN LY HO SO HOQC SINH
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1. Muc dich

Quy trinh ndy xdy dung nhim quy dinh théng nhét cach thirc tiép nhén, kiém tra,
quén 1y, luu trit hd so hoc sinh ddy do, chinh x4c va thuan tién khi tim kiém.

2. Pham vi va d6i twong ap dung

2.1. Pham vi dp dung: Quy trinh nay ap dung trong viéc quin ly hd so hoc sinh
hé trung cap tai Trudong Trung cAp nghé Co khi x4y dung.

2.2. Poi twong dp dung

- Ap dung cho tit ca hoc sinh nhap hoc tai truong. Céc don vi, ca nhén c6 trach
nhiém phéi hop cung véi Phong K& hoach - Pao tao dé td chirc thuc hién viéc tiép nhén,
quén ly va luu trit hd so ddy do, phuc vu tdt cho cong téc dao tao.

3. Céc cin cr phap ly va tai liéu tham chiéu:

- Quyét dinh sb: 335/QD-TTCN ngay 26/08/2020 ctia Hiéu truéng truong Trung
cap nghé Co khi xay dung vé viéc quy dinh thuc hién, quéan ly, luu trlt céc loai hd so
quéan ly dao tao trong td chirc hoat dong gido duc ngh& nghiép cta Trudng Trung cip
nghé Co khi x4y dung.

4. Pinh nghia va tir viét tat:

4.1. Dinh nghia:

Hb so hoc sinh bao gdm cac tai liéu phép ly phan anh day du, trung thuc cdc mat
chi yéu vé ngudn gbc, qua trinh trudng thanh, pham chét, nang luc, phong cach cia
ngudi hoc sinh.

4.2. Tiv viét tit:

STT Tir viét tit Y nghia
1 BTS&HTDN Ban Tuyén sinh va Hop tdc doanh nghiép
2 CMND/CCCD Ching minh nhan dan/ Cén cuéc cdng dan
3 GVCN Giao vién chu nhiém
4 HKTT Ho khéu thudng tra
5 HS Hoc sinh
6 PKH-DT Phong Ké hoach - Pao tao
7 Qb Quyét dinh
8 QLHS Quén ly hd so




STT Tir viét tit Y nghfa
9 THCS Trung hoc co s&
10 THPT Trung hoc phd théng

5. Lwa d6 (Xem trang 4, trang 5)

6. Pic ta (Xem trang 6)

7. Cac biéu miu/ hwéng dan:

TT

Tén bieu mau/hwéng dan

Ma hoa

1 Danh séach kiém tra hd so HS 16p

BM/QT12/P.KH-DT/01

2 Bién ban ban giao hd so nhép hoc cua HS

BM/QT12/P.KH-DT/02

3 Danh sach HS khoa .... can b sung hd so

BM/QT12/P.KH-DT/03

4 Thong bao bd sung hd so HS

BM/QT12/P.KH-DT/04

w

Thong tin ho so hoc sinh

BM/QT12/P.KH-DT/05

6 | Bién ban tiéu huy tai liéu hét gia tri

BM/QT12/P.KH-DT/06
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LUU PO
Trach | Tailidu, biéu - Thoi
TT Céac buée cong viée o T Yéu cau ,
nhiém mau gian
- Hb so tuyén
T%ép nhén hd so P.KH-DT: BM/QT12/P.KH- sinh ,theo’ Se}u khi
{ tuyén sinh theo QD B TS&HT DT/01 danh‘sach l6p | co Qb
St Yo T2 BM/QT12/P.KH- - Bién ban thanh 1ap
thanh 1ap 16p DN . \
bT/02 ban giao ho 16p
SO
Phan loai Béng tong 0313311?1? 1g
an loai
e BM/QT12/P.KH- hop danh .
2 va kiém tra REH-BT QDT/OS séccflpHS can ca QB
ho so bd sung hd so thanh 1ap
16p
‘ r
, Truc ti€p cho
3 | | Thongbdo bd sung Gven | BMAQTIZPKH- | Joil b
ho so con thiéu bT/04 " sothidn
A 4
4 B sung theo yéu clu HS 01 tuan
A4 Pay du theo
danh sach 16p,
5 Nhép liéu may tinh P.KH-DT ghi cht nhiing
ho so con
thieu
: Luu theo khoa
6 S#p xép, lru kho P.KH-DT o gﬁf;ﬁgm
rd rang
4 Téng s6 h(‘f) S0
e 2 o il da nhén, s6 ho
B tong h an, SO
7 A0 GAb oS VP P KH-DT so con thidu

I

va loai gidy to
con thiéu




L Trach | Tailiéu, biéu % Thoi
TT Cac budc cong viéce . % Yéu cau )

nhi¢m mau gian

Cap nht ho so BM/QT12/P.KH- Han

8 hang ném bl DT/05 g

'[ - Hét

‘ BM/QT12/P.XKH- | Mbitihdso | khung

9 Luu trit hd P.KH-DT

Lwﬂ DT/06 ¢é dannban | thoi gian

dao tao
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PAC TA

Buée 1: P.KH-DT tiép nhan hd so tuyén sinh tir Ban Tuyén sinh va Hop tic Doanh
nghiép theo danh sach 16p (gdm cac gidy to ghi trén bia hd so) ding theo quy dinh.

Bwée 2: P.KH-DT phén loai va kiém tra hd so theo danh sach 16p. Ra soat va lap danh
sdch yéu cdu bd sung hd so nhap hoc con thiéu.

Buwde 3: Sau khi nhdn duge danh sach yéu cdu HS bd sung hd so con thiéu, GVCN thong
b4o truc tiép toi HS danh muc thong tin can bd sung theo quy dinh.

Buée 4: HS bd sung cac danh muc hd so con thiéu theo yéu ciu cia GVCN. GVCN
chuyén hd so bd sung cho P.KH-DT.

Buée 5: P.KH-DT nhap liéu hd so vao phan mém may tinh dé quan ly.

Buée 6: P.KH-DT sép xép va luu kho hd so hoc sinh: Iuu theo khoa va theo 16p; moi t
hd so ¢ dan nhan rd rang.

Buée 7: P XH-DT bado cdo Ban Giam hiéu téng hop s hd so cia hoc sinh da tiép nhan,
danh sach hoc sinh chua ndp hd so, s6 loai giéy to con thiéu.

Buéc 8: P. KH-DT thuong xuyén ra soat hd so HS, cap nhat kip thoi theo quy dinh.
Buée 9: P.KH-DT luu trit hd so theo quy dinh.



