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Quy trinh quan Iy hoc sinh sinh vién KTX QT.05/CTHSSV

= 3 ‘n v | MAsd: QT.05/CTHSSV
<= N> UY TRINH QUAN LY
P Slo C SINK SI(I?\IH ViEn | Ngay ban hanh: 20/06/2017
i , Lan ban hanh: 01
O KY TUC XA

1. Pon vi va ca nhan cé lién quan phai nghién cuiu va thuc hién dung cac ngi
dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu luc thi hanh theo si chi dao cua Hiéu
truong Truong Cao dang Cong nghiép Nam Dinh.

3. MGdi don v duoc phat 01 ban (c6 dong ddu kiém soat). Cac don vi khi c6 nhu
cau bo sung thém tai liéu, @é nghi lién hé véi thur ky ISO dé c6 ban dong dau kiem
soat. Can bg, vién chuc duoc cung cap file mém trén mang ngi bg dé chia sé thong tin
khi can.

NOI NHAN: (ghi rd nei nhdn réi danh dau X 6 bén canh)

X Hiéu truong
X Pho Hiéu truéng dao tao
X Cac don vi: Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA POI (tinh trang sira doi so Vi ban triedc do)

Trang Hang muc sira doi Tom tat ndi dung hang muc sira doi
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Quy trinh quan Iy hoc sinh sinh vién KTX QT.05/CTHSSV

I. MUC PICH

~ Quy dinh trach nhiém va phuong phéap quan ly HSSV ¢ Ky tuc xa cua Truong
Cao dang Cong nghiép Nam Dinh.

Il. PHAM VI AP DUNG

Quy trinh nay dugc ap dung trong pham vi Quan ly khu ndi trd Ky tuc xa cua
phong Cong tac HSSV.

111. TAI LIEU VIEN DAN

- Quy ché cdng tac hoc sinh sinh vién 26/2007/Qb-BLDTBXH ngay 24 thang 12
nam 2007 cua Bo truéng Bo Lao dong - Thuong binh va Xa hoi.

- Noi quy ky tdc xa cua Hi¢u truong ngay 17 thang 8 nam 2015
IV. THUAT NGU VA TU VIET TAT
4.1 Giai thich thuat ngir
- Quan ly sinh vién ¢ ky tlc xa, la quan ly toan bo s6 sinh vién xin vao noi tra tur
khi nhap hoc cho t&i khi sinh vién hét khda hoc hoac xin ra & ngoai tra.
4.2 Tir viét tit

- TQL KTX T6 quan ly Ky tlc x&

- VP KTX Van phong Ky tuc xa

-VCQL KTX Vién chuc Quan ly Ky tlc xa

-KTX Ky tlc xa

- HSSV Hoc sinh/Sinh vién

- P. CTHSSV Phong Céng tac hoc sinh sinh vién

- CMND Chung minh nhén dan
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Quy trinh quan Iy hoc sinh sinh vién KTX QT.05/CTHSSV

V. NOI DUNG QUY TRINH
5.1 Lwu dd quy trinh quan ly

Chiu trach nhiém A s A pia
] Cac buoc thuc hién Mo ta/ Tl?érl]lgu lién
Thuc hién | Phéi hep 9
Xem5.2.1
TOLITX | SV Donxinvao KTX %77 |\ 01-QT.05/CTHSSV
HSSV | TQLKTX Tiep nhan Xem 5.2.2
hA <oy M. 02 - QT.05/CTHSSV
Y Xem5.2.3
HSSV | TQLKTX Lam thii tuc vao KTX M. 03 -QT.05/CTHSSV
M. 04-QT.05/CTHSSV
\ 4
TQLKTX HSSV B4 tri nhan phong & Xem 5.2.4
A\ 4
TQLKTX | HSSV IO Xem 5.2.5
To chure sinh hoat HSSV M. 05 -QT.05/CTHSSV
y
TQLKTX | HSSV i e dom 4 Xem 5.2.6
\4
IV, . Xem5.2.7
Xu ly HSSV vi pham
TQLKTX " | PCTHSSV i pha M.06-QT.05/PCTHSSV
v
TQLKTX | PCTHSSV @ Xem 5.2.8
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Quy trinh quan ly hoc sinh sinh vién KTX QT.05/CTHSSV
5.2. M6 ta Quy trinh dang bang
STT Cong  Ngudi thyc Quy trinh thuc hign Bidu méu
Viéc hién
591 Pon xin vao HSSV HSSV dn VP KTX lam don va cho | M.01 -QT.05/
o o KTX phé duyét vao & KTX. P. CTHSSV
Tiép nhan vy q M.02 -QT.05/
5.2.2 b so TOQLKTX Xeét doi tuong duoc & KTX P. CTHSSV
Sau khi duoc phé duyét vao ¢ KTX,
HSSV tién hanh nop tien cho TQL
KTX M.03 - QT.05/
M th 2 ban sao CMND khéng can cong | P. CTHSSV
523 | SMALNC | hssv ching, 3 nh x4 T
vao KTX Ng, o anh Sx=. | M.04-QT.05/
Hoan thién ho so duoc phat tu P. CTHSSV
TQL KTX ‘
P. CTHSSV luu ho so HSSV ndi
trd tai KTX
524 B tri TOLKTX T6 QLKTX tién hanh bé tri phong
phong ¢ o cho HSSV.
Phé bién noi quy, gio gidc sinh
hoat & KTX.
Lap danh sach truéng phong,
T6 chac danh sach cn bo lop, can by Poan. | M.05 -QT.05/
525 | ginh hoat TQLKTX Hop toan thé HSSV 3 lan/ky( dau | P- CTHSSV
ky, gitra ky, cuoi ky) dé nhac nho
viéc chap hanh noi quy va trao doi y
kién voi HSSV. CO6 bién ban sinh
hoat
B VCQL KTX dén ting phong kiém
Tf]uC hién tra, nhic nho, danh gia, nhan xét
526 | Kiémtra TQLKTX | Viéc chap hanh noi quy KTX va vé
nhic nho sinh phong ¢ cuia HSSV
hang ngay
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Quy trinh quan Iy hoc sinh sinh vién KTX

QT.05/CTHSSV

5.2.7

Xt ly vi
pham

P. CTHSSV

Murc d6 nhe: HSSV viét ban tuong
trinh, 1am kiém diém. Néu vi pham lan
thir ba, HSSV sg bi lap bién ban xu ly.

Muc d6 nghiém trong: VCQL
KTX lap bién ban vi pham va gui
kién nghi xir ly ky luat cho Nha
truong

Truong hop HSSV & KTX c6
quyét dinh budc thdi hoc hoic cho
thoi hoc hoac bi budc roi khoi KTX
cua Nha truong, VCQL KTX can cu
theo quyét dinh va budc HSSV ra khoi
KTX.

M.06 -QT.05/
P. CTHSSV

5.2.8

Luu ho so

KTX

Luu hd so cua HSSV dén hét
khoa hoc phuc vu cho viéc kiém tra,
tong két, béo céo.
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Quy trinh quan Iy hoc sinh sinh vién KTX

QT.05/CTHSSV

VI.HO SO
STT Tén Ho so cé}l)lgglr ;’u’u Noi luu giIIT (‘l)'liru
1 | Ban sao mau don xin vao 6 KTX | P. CTHSSV VP KTX
2 | Ly lich trich ngang P. CTHSSV VP KTX
3 | Bansao CMND P. CTHSSV VP KTX
4 | Danh séch duyét vao & KTX P. CTHSSV VP KTX
VII. PHU LUC
STT M3 sb Tén biéu mau
1 M.01 - QT.05/ P. CTHSSV Don xin vao & KTX
2 M.02 - QT.05/ P. CTHSSV Ly lich trich ngang
3 M.03 - QT.05/ P. CTHSSV Bién ban sinh hoat KTX
4 M.04 - QT.05/ P. CTHSSV Bién ban vi pham ndi quy KTX
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