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1. MUC PICH

Quy trinh nay quy dinh moi van dé lién quan dén viéc tiép nhan va quan 1y sinh
vién, hoc sinh nham dam bao nhu cau nghién ctu, hoc tip, sinh hoat va luu lai tai

Truong duoc kiém soét theo quy dinh

2. PHAM VI AP DUNG:

Quy trinh nay duogc ap dung cho viéc tiép nhan va quan 1y hd so, hoc sinh, sinh

vién dang hoc tap tai Truong

3. PINH NGHIA VA TU VIET TAT:

1. Pinh nghia: Ho so Sinh vién, hoc sinh bao gdm cac tai liéu phép 1y, phan anh
day du, trung thuc cac mat chu yéu vé ngudn goc, pham chat, nang luc, phong cach cua

nguoi sinh vién, hoc sinh
2. Twr viét tat:

B gido duc va bao tao

Sinh vién, hoc sinh

Sinh vién

Ké hoach

Thoéng bao

Phong Cong tac sinh vién, hoc sinh

Danh sach

Phong Pao tao

Thoi khod biéu

Ban Giam Hiéu

Phong Ké hoach — Tai vu

Phong Hanh chanh — T4 chic

Tai liéu

Ho so

Biéu mau

Giao vu Khoa

Kinh phi

HO so sinh vién, hoc sinh

4. TAI LIEU THAM KHAO
TCVN IS0 9001:2008

BGD&DT
SV-HS
SV
KH
B
PCTSV-HS
DS
PDT
TKB
BGH
PKH-TV
PHC-TC
TL
HS
BM
GVK
KP
HSSV-HS
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5.NQI DUNG
. - ~ - A THOI TRACH TAI LIEU .
BUOC | NOI DUNG TIEU CHUAN CHAP NHAN GIAN NHIEM LIEN QUAN HO SO
- Lap ké hoach tiép nhan SV-HS : . | - Danh sach SV-
. . RN X - Truéng/Pho , 2
A .| khéa moi can cir vao ké hoach \ 2 HS tring tuyén,
Tiep  nhan 2. \ . . . Phong va . 5
sinh vien. hoc tuyén sinh va danh sach thi sinh | Thang 8 Cén bo duoe danh sach nganh
1 . <. | trung tuyén cia Truong. dén thang Ak -~ | nghé va chi tiéu | - QT7.5/CTSV1-BM1
sinh khoa 5 ~ D A A phéan tiép nhan P
. - Ti€ép nhan SV-HS ghi nhan thong 12 .| tuyén sinh
mao1 . A e A SV-HS cua X A
tin qua phiéu dang ky nhép hoc \ - Ké hoach tiép
Phong A
nhan
- Nhap thong tin  SV-HS méi : . | - Danh sach ho
A . N A .1, Truéng /Phé
nhdp hoc vao phan mém quan ly hona va can | ¢ SV-HS chua ‘
. . | SV-Hs. ‘ phong va Lan | an chinh (néu | - Bo hd so SV-HS
B6 sung ho ap nhan kin thoi nhi ho Thuong | bd dugc phan | _,
2 so SV-HS | . Cap nhan kip thot nhung thong Xuyén cong tiép nhan c0) N
tin méi (SV-HS tot nghiép, bao luu SV-HS “ |- Chuong trinh
két qua, dé nghi x6a tén) vao phan quan ly SV-HS
mém chuong trinh quan ly SV-HS (trén may tinh)
Tong  hop | - Phéi hop v6i cac Khoa nam lai | - Két thuc | Trudéng  /pho | - Phiéu ding ky | - Chuong trinh dang
3 bdo cao DS | danh sich sinh vién thuc hoc. dot tiép Phong va Can | nhap hoc ky nhap hoc
SV-HS tap |- So sanh lai véi phiéu dang ky nhan. bd quan ly ho | - Danh sach SV- | - Danh sach SV trong
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trung theo | nhap hoc , so SV-HS HS theo 16p, | chuong trinh quan ly
16p, nganh | - Tham muu BGH ra quyét dinh khoa, by mon SV (Edusoft)
dao tao cong nhan
- Theo quy dinh
\ A LA . cua Truong cua
4 Béao quan hd nggoglg.zus}] én kiém tra, quet don Sudt khéa | Can bd dugce | BO | 18 so SV-HS
so SV-HS hoc phan cong - Quy dinh v¢
viéc quan ly ho
so SV-HS
7 - Xay dung ké hoach “Tuan 18 iloi?“%igﬁ lig
T6 chuc sinh hoat cong dan HSSV” tung X o Trudng / phod . A
A - Mo1 nam . “ s sinh hoat cong
5 Tuan sinh | ndm hoc. hoc phong va Can dan HSSV” time | - QT7-5/CTSV1-BM3
hoat SV-HS | -Tong hop danh sach SV-HS tham i bd quan ly < &
N ras . nam hoc duoc
dau khoa gia. SV-HS n A
phé duyét
- A’Gul thongAbao },1(_)p hang .thar;lg Dau ndm Truong / Pho
deén khoa, thong bdo qua mail dén | hoc X
X X A \ phong phu
- Hop Ban | tirng thanh vién Hop vao ) A . A1
6 . . S A 12 . o X trach cong tac | - Bién ban hop
can su 16p - Co6 bién ban cudc hop ghi nhan | ngay 02 SV-HS
tinh hinh SV hang thang hang thang
- Xt ly ky |- Ghi nhan cac truong horp vi pham | - Thoi gian | Truéng / Pho | - Bién ban hop
7 luat Sy \{i d(? ph(‘)ng.C‘TSV-HS nqe“l.m,A’ hOETlC‘ do 60.ngé1y S(ilu ph’(‘)ng A ho?c c_ffa cac bo phérg _OT7.5/CTSVL-BM7
pham ndi qui, | cac don vi lién quan goi dén Phong | khi ~ nhén | Can bd quan |lién quan vé
qui ché cua | Cong tdc SV-HS vé truong hop SV | dugc  cong | ly SV-HS truong hop xur ly
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Truong  va | vi pham. van, thong SV-HS vi pham
cia B Gido | Thanh lap Hoi dong ky luat. bao cua cac - Quyét dinh cua
duc va Dao | - Danh sach SV vi pham don vi goi hoi dong xir ly
tao dén Phong ky luat SV
cong  tac - H6 so SV vi
SV-HS pham.
Thoi  gian - Danh sach SV
- Quan 1y hd so SV ngoai tri theo | hoan  thanh ngoai tra theo
tung 16p... vao thang mau online SV
Quan 1y dia |- Tat ca SV ngoai tra dugc nhap | 11 va thang | Can bo quan | khai béo.
8 chi 1lién hé | vao chuong trinh quan ly. 12 ly SV ngoai |- Ké hoach lién
SV ngoai trii | - Xy dung ké hoach lién tich giira trd tich gitra COng
truong DPHTV va cong an Thanh An va Truong
phé trong quan 1y SV ngoai tru. Pai hoc Tra
Vinh
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Xo6a tén SV
khoi danh
sach 16p,
Truong

- Tong hop danh sach x6a tén cac
khoa trinh BGH phé duyét

Sau moi
hoc ky hoac
nam hoc

Truong/Phé
phong/ Céan bd
quan ly SV, HS

- Quyét dinh va
Danh sach SV
x6a tén theo
khoa.

- Quyét dinh x04
ttn SV  phai
dugc phé duyét
cua BGH

- QT7.5/CTSV1-BM9
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STT TEN BIEU MAU SO HIEU THOI GIAN LUU
1 Ké hoach “V&é viéc to chuc tiép nhan SV-HS méi cua cac 16p” | QT7.5/CTSV-HS1-BM1 01 nam
., In tir chuong trinh dang ky nhéap
2 Phiéu dang ky nhép hoc N Toan khoa hoc
oc
e Danh sach in tir chuong trinh
3 Danh sach sinh vién Toan khoa
quan 1y SV(Edusoft)
4 K& hoach “Tuén sinh hoat cong dan HSSV” QT7.5/CTSV1-BM3 01 nam
Danh séch in tir chwong trinh khai
5 Danh séach sinh vién ngoai tra 01 nam
bao ngoai tra online ctia SV
6 Quyét dinh ky luat SV QT7.5/CTSV1-BM7 Toan khoa
7 Quyét dinh x0a tén SV, c6 danh sach SV dinh kém QT7.5/CTSV1-BM9 Toan khoa







