Thu tuc quy trinh

~ QUAN LY NHAP HOQC
POI VOI HQC SINH, SINH VIEN

Ma hoa: QT.TTTS.03

Ban hanh lan: 01

Hiéu lyc tir ngay: 01/01/2022

Téng sé trang:

BANG THEO DOI SUA POI TAI LIEU

LAN SUA DPOI

_|
_|

TRANG

NOI DUNG THAY POI

NGAY SUA POI

©O© 0| N0 B~ W|IDN|PF

[N
o

[EEY
[EEN

[
N

[EN
w

[EEN
IS

[N
(6}

Nguoi soan thao

Nguoi kiém tra

Nguoi phé duyét
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I. MUC PiICH, YEU CAU VA PHAM VI AP DUNG

1. Muc dich, yéu cu:

Quy dinh théng nhét cach thuc t6 chic don tiép HSSV nhép hoc, dam bao cong viéc
dién ra mot cach hop 1y, khoa hoc, cling nhu xac dinh nhi€ém vu cho céc can bd, gido vién,
chuyén vién mot cach cu thé trong qua trinh don ti€ép HSSV nhap hoc.

2. Pham vi ap dung:

Quy trinh duoc 4p dung dbi véi vién chic cua cac don vi tham gia khi thuc hién
cong tac don ti€p HSSV nhap hoc trinh o cao dang, trung cap cua truong Cao dang Cong
nghiép Thai Nguyén.

3. Tai liéu tham khao

Cian cir Quyét dinh s6 473/QD-BCT ngay 15/01/2014 cua Bo truong Bo Cong
Thuong, quy dinh chirc nang, nhiém vu, quyén han va co ciu to chic cua Trudong Cao
dang Cong nghi¢p Thai Nguyén;

Cian ctr Nghi dinh s6 143/2016/ND-CP ngay 14/10/2016 cua Chinh phu vé viéc
quy dinh diéu kién dau tu va hoat dong trong linh vuc giéo duc nghé nghiép;

Cin cir Thong tu s6 05/2017/TT-BLDTBXH ngay 02/3/2017 ctua Bo Lao dong
Thuong binh va Xa hoi vé viéc Quy dinh quy ché tuyén sinh va xac dinh chi tiéu tuyén
sinh trinh d6 trung cap, cao dang; Thong tu sé 07/2019/TT-BLDTBXH ngay 07/3/2019
vé stra d6i mot s6 diéu cua Thong tu s6 05/2017/TT-BLDTBXH ngay 02/3/2017;

Cin clr P& an tuyén sinh trinh d6 cao dang, trung cdp nam 2021 s6 05/DA-CDCN
ngay 10/3/2021 cua Hiéu truong Trudng Cao dang Cong nghiép Thai Nguyeén.

Cin ci gidy chung nhan Piang ky hoat dong gido duc nghé nghiép s
62/2021/GCNDPKHBD-TCGDNN ngay 28/6/2021 ctia Tong cuc Gido duc nghé nghiép.

IL. PINH NGHIA VA TU VIET TAT

1. Binh nghia:

2. Tir viét tit

- HPTS Hoi dong tuyén sinh
-TTTS Trung tAm tuyén sinh
- P.CTHS, SV Phong Cong tac hoc sinh, sinh vién
-P.DT Phong Dao tao
-P.TCKT Phong Tai chinh ké toan
-KTX Ky tlc xa
- HSSV Hoc sinh, sinh vién
III. NOI DUNG:

1. Leeu do:
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2.Phé duyét

10. Duyét bao cao
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2. Dién giai:

Tén bwdce cong viéc

NOI DUNG

Nguoi chiu trach nhiém

MAu/ Tén ho so

1. Lap, ké hoach nhip
hoc

Cin ctr két qua trung tuyén di dugc HDTS cong nhén.
Trung tAm tuyén sinh 14p ké hoach nhap hoc

-TTTS

BM.TTTS.03.01

2. Phé duyét

Trinh Hiéu truédng phé duyét.

Hi¢u truong

3. X4c dinh s6 lwong nhap
hoc

TTTS cin ct danh sach tring tuyén, tién hanh 1ap danh
sach nhap hoc va cung cdp cho cac phong chirc ning cé
lién quan dén cong tac td chirc nhap hoc (P.DT, P.CTHS
SV, P.TCKT) lam cin ct tiép nhan HSSV.

P.DT cin ct sd lwong HSSV dang ky nganh/nghé 1ap
ké hoach, xay dung thoi khéa biéu.

P.CTHS SV cin ctr danh sach dang ky nganh/nghé dé
phan 16p, dé xuat gido vién chi nhiém va xac dinh sd
luong HSSV vao ¢ ky tuc xa dé chuin bi cac diéu kién vé
co s& vat chat phong & noi tru.

P.TCKT chuén bi bién lai thu hoc phi (BM.05.03) va
cac khoan kinh phi thu dau ky theo gidy bao trang tuyén
da dugc HDTS phé duy¢t.

-TTTS
-P.DT
-P.CTHS SV
- P.TCKT

BM.TTTS.03.02

4. Tiép nhin ding Kky
nhap hoc

TTTS tiép nhan gidy bdo tring tuyén va nhap hoc lan
lugt goi tén HSSV 1én 1am thu tuc. Hudng dan HSSV
sang bd phan thu hoc phi va cac khoan thu dau ky va cac
bd phan tiép theo dé hoan tat tha tuc nhép hoc.

-TTTS




5. Thu hgc phi

P. TCKT ct can bd thu hoc phi va cac khoan thu
khéc, viét bién lai thu hoc phi, trd lai cho HSSV lién 2
dé luu gitr trong sudt khoa hoc, sau khi hoan tt viéc
thu nop hoc phi va cac khoan thu khac huéng dan
HSSV chuyén dén cac bd phan tiép theo dé hoan tat ho
so nhép hoc.

- P.TCKT

6. Tiép nhéan ho so nhap hoc

TTTT phdi hop cing P.CTHS SV ctr can b tiép nhan ho
so nhap hoc, kiém tra, thu nhan céc gidy to ndp bod sung
con thiéu trong hd so ding ky xét tuyén, thu nhan cac gidy
t& ché do chinh sach khac theo quy dinh.

P.CTHS SV tién hanh cho HSSV ding ky vao &
KTX va viét phiéu tiép nhan, huéng dian HSSV vé
KTX nhén phong 6.

P. DT thong bao ké hoach va thoi khéa biéu cu thé
cho HSSV.

-TTTS
-P.CTHS SV
-P. BT

BM.TTTS.03.03

7. Tiép nhan HSSV vao & ky
tdc xa

Ban quan 1y KTX cin cit phiéu tiép nhan vao ¢ KTX
xép chd & cho HSSV va lap s6 theo ddi, quan 1y trong
sudt qua trinh HSSV & KTX.

- P.CTHS SV
- Ban quan ly KTX

BM.TTTS.03.04

8. Hoan thién hé so' nhip
hoc

TTTS phdi hop cung véi P. CTHS SV kiém tra ho so
ciia HSSV, nhitng HSSV con thiéu gidy to da thu bo
sung bo vao trong hd so va hoan thién ho so.

-TTTS
- P.CTHS SV

9. Tong két, bao cio két qua
nhap hoc

TTTS tong hop sb lugng HSSV dén nhap hoc, lap
danh sach théng ké theo nganh/nghé bao cao HDTS.

-TTTS

BM.TTTS.03.05




10. Luu ho so

TTTS hoan thién hd so nhap hoc, 1ap bién ban ban
giao cho phong CTHS SV luu trong suét khéa dao
tao.

-TTTS
-P.CTHS SV

BM.TTTS.03.06




IV. BIEU MAU AP DUNG

Tén bieu mau

TT Ma hoa Thaoi gian lwu t6i thiéu Noi lru
1 | Ké hoach nhép hoc BM.TTTS.03.01 Hét khoa hoc TTTS
2 | Danh sach hoc sinh nhap hoc BM.TTTS.03.02 Lau dai TTTS
3 | Phiéu tiép nhan HSSV vao § KTX BM.TTTS.03.03 Hét khoa hoc P. CTHS SV
4 | S6 theo ddi, quan Iy HSSV & KTX BM.TTTS.03.04 Hét khoa hoc P. CTHS SV
5 | Bao c4o két qua HSSV nhép hoc BM.TTTS.03.05 Lau dai TTTS
6 | Bién ban ban giao hd so BM.TTTS.03.06 Lau dai TTTS

P. CTHS SV







