UBND QUAN LONG BIEN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TIEU HQC THANH AM Pic lap - Tu do - Hanh phiic

S6: 55 /QD-THTA Long Bién; ngay 0% thdng 9 nim 2024

QUYET PINH
Ban hanh quy trinh gidi quyét cong viéc ndi bd
ctia Truwong Tieu hoc Thanh Am

HIEU TRUONG TRUONG TIEU HQC THANH AM

Céin cir Ludt t6 chitc chinh quyén dia phuong ngay 19/6/2015;

Can cit Huéng dan ciia Phong GD&DT qudn Long Bién vé viéc xdy dung
thuc hién Quy ché dan chii va Quy ché thue hién cong khai trong nha truong,

Can cit Thong tu 36/2017/TT-BGD&DT ngay 28/12/2017 ciia B Gido duc
va Dao tao ban hanh quy ché thue hién cong khai doi véi co s¢ GD&DT thujc hé
thong gido duc quéc dan;

Céin cit tinh hinh thue té cia nhd trieong;

Xét dé nghi ciia T6 trudng chuyén mén, 16 trudng 16 vin phong, '

QUYET PINH:

Pitu 1. Ban hanh kém theo quyét dinh ndy 16 quy trinh giai quyét cong
viéc ndi bd ctia Truong Tidu hoc Thanh Am. (CS danh muc va Quy trinh chi tiét
kem theo). _

Pidu 2. Quyét dinh nay c6 hiéu luc ké tir ngdy ky va thay thé cac Quyét dinh
trude day cua Truong Tidu hoc Thanh Am vé viéc ban hanh quy trinh ndi bd.

Pidu 3. Chu tich Cong doan, T trudng, T8 phé chuyén mén, Phuy trach cac
bd phan, c4 nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay.

Noi nhin:
- Nhu Didu 3;
- Luu; VT.

Nguyén Thi Thuy Van



- CONG HOA XA HOI CHU NGHIA VIET NAM
ANH AM Poclap - Tw do - Hanh phic
bc lap - Ty anh p

e W DANH MUC ;
Quy trinh giai quyét cong viée ndi by ciia Trwdng Tieu hoe Thanh Am
(Ban hanh kém theo Quyét dinh sé 58 /0D-THTA ngay 04 /9/2024
cia Truong Tiéu hoc Thanh Am)

STT | Ma quy trinh Tén quy trinh
1 | QT-01-THTA Quy trinh hop Hoi déng Su pham
2 | QT-02-THTA Quy trinh quan ly hoc sinh
3 | QT-03- THTA Quy trinh xin nghi phép cuia CBGVNV, LDHD
4 | QT-04- THTA | Quy trinh td chic chuyén dé
5 | QT-05-THTA Quy trinh tuyén dung LDHD
6 |QT-06-THTA Quy trinh chuyén trudng cho hoc sinh
7 | QT-07-THTA Quy trinh giai quyét vin ban di - dén
8 | QT-08-THTA | Quy trinh hoar ihitn cdicbio cdo
9 |QT-09-THTA | Quy trinh cham séc ban trd
10 | QT-10-THTA Quy trinh phéan cong chuyén mon
11 |QT-11-THTA - | Quy trinh to chirc danh gia lai bai KTDK cudi HKI,

cudi nam bét thuong

12 | QT-12-THTA Quy trinh bb nhiém 15 trong, t& pho

13 | QT-13-THTA Quy trinh t6 chirc thi GVG

14 |QT-14-THTA Quy trinh tiép nhén cdc khoan tai trg

15 |QT-15-THTA Quy trinh thu chi

16 |QT-16-THTA Quy trinh danh gid CBGVNV hang thang




QT-06-THTA

QUY TRINH CHUYEN TRUONG
(Ban hanh kem quyét dinh so 55/OD-THTA ngay 04/9/2024 cua
triecng Tiéu hoc Thanh Am)

1. Co'so ph{lp ly

Théng tu s6 28/2020/TT BGDDT ngay 04/9/2020 cta B§ Gido duc va
DPao tao ban hanh Dleu le Tru’(mg Tiéu hoc.

Cong vin s6 2730/SGDDT-QLT ngay 30/7/2021 cua Sé Gido duc va Dao
tao Ha Noi vé viéc chuyén truong, hoc lai va tiép nhén hoc sinh tiéu hoc, trung
hoc co so tir ndm hoc 2021-2022.

2. Thi tuc thwe hién

2.1. Thi tuc thwe hién viée chuyén dén:

- Budc 1: Phu huynh hoc sinh gti don xin chuyén trudng cho truong tiéu
hoc Thanh Am (nhdn mau dow tai vin phong Truong Tiéu hoc Thanh Am).

- Bude 2: Trong thoi han 01 ngay lam viéc, hi¢u truong truong tidu hoc
Thanh Am c6 y kién ddng y tiép nhén vao don; truong hop khong ddng y phai
ghi rd 1y do vao don va tra lai don cho phu huynh hoc sinh.

- Budc 3: Phu huynh hoc sinh gri don cho nha truong noi chuyén di (Noi
cdac em dang theo hoc). Trong thoi han 03 ngay lam viée, hi¢u trudng truong noi
chuyén di ¢6 trach nhiém tra hd so cho hoc sinh gdm:

+ Thuc hién viéc chuyén di trén phe‘“ul meém co sé dit lidu.

+ Gidy giéi thiéu.

+ Hoc ba ban chinh.

+ Ban sao gidy khai sinh;

+ Thong tin vé tai liéu hoc tap (tai truong dang hoc), tién do thuc hién
chuong trinh, bang tong hop két qua danh gia rén luyén va hoc tap clia hoc sinh
theo quy dinh (d6i véi truong hop hoc sinh chuyén trudmg trong nam hoc).

- Budc 4: Phu huynh hoc sinh ndp toan bo hd so trén vé can bd vin phong
truong tiéu hoc Thanh Am.

- Budc 5: Trong thoi gian 01 ngay lam viéc, hiéu trudng truong tiéu hoc
Thanh Am tiép nhén hd so, thue hién cac viée:

+ Kiém tra hd so chuyén dén.

+ Nhap tén hoc sinh vao phan mém co sé dit lidu.

+ Xép hoc sinh vao 16p.

L€ phi: Khong.

2.2. Thi tuc thwe hién viée chuyén di:

- Buéc 1: Phu huynh hoc sinh giri don xin chuyén truong cho nha truong
noi ¢6 nguyén vong chuyén dén. Hiéu trudng treong noi chuyén dén cé y kién



x4c nhan dong ¥ hodc khong dong ¥ vao don. Trudng hop khong dong y phai
ghi 10 ly do.

- Budce 2: Phu huynh hoc sinh giti don trén cho truong tiéu hoc Thanh
Am. Trong thoi gian 1a 03 ngay lam viée, Hiéu trudng truong tiéu hoc Thanh
Am c6 trach nhiém tra hd so cho hoc sinh gbm:

+ Gidy gidi thiéu.

+ Hoc ba ban chinh.

+ Ban sao gidy khai sinh;

+ Thong tin vé tai liéu hoc tap (tai truong dang hoc), tién d6 thuc hién
chuong trinh, bang tong hop két qua danh gid rén luyén va hoc tp ctia hoc sinh
theo quy dinh (d6i véi trudng hop hoc sinh chuyén trudong trong niam hoc).

- Bude 4: Phu huynh hoc sinh ndp toan bd hd so trén cho trudng noi
chuyén dén.

L¢ phi: Khong.



