
CONG HOA XA HQI CHU NGHiA VryT NAM
DQc lip - Tq do - H4nh phric

so' ff,rqo-rHPrHc Hq Long, ngdy0?thdng I ndm 2026

Ban hirnh Quy ch6 quin tf ,#Yr"r'J.?il|"r,i.,i, rru'dng rHpr Hdn Gai

HIDU TRIIONG TRI/ONG THPT HON GAT

Cdn cit LuQt Gido dqtc ngdy l4 thdng 6 ndm 2019;

Cdn c* Nghi dinn s6 ggtZOlgtUO-CP ngay 10 tttdng I2 ndm 2019 cila Chinh
phil quy dlnh chi fiet vd hrong ddn thi hdnh m)t s6 dieu ctta LuQt Gido duc;

Cdn c* Th6ng tu s6 10/2026/TT-BGDDT ngay 26/02/2026 cia Bo Gido duc
vd Ddo tao ban hdnh Quy ch€ van bing, chring chi cua h9 thiSng gido dac quiic
ddn;

Cdn c* Quyiit dinh ti5 Ot Z\?O-SCOOT nqar 29/7/2026 cila Sd Gldo duc
vd Ddo tqo Qudng Ninh ban hdnh Quy ch€ vdn bdng, chilmg chi cia h9 th6ng gido
il1c qu6c ddn thuQc phqm vi qudn ly cila So Gido &1c vd Edo tao;

Cdn c* Th6ng tu s6 15/2026/TT-BGDDT ngdy i0/6/2026 cila Bq Gido dqc
vd Ddo tqo ban hdnh Di€u l( trudng ti€u hoc, trung hoc cct sd, trudng trung hgc,:,^ ,:ph6 th6ng vd trudng pho thong c6 nhi€u cdp hqc:

Cdn cu ch*c ndng, nhiQm vt1 vd quyin hqn cia Hi€u trudng Trudng trung
hoc ph6 th6ng Hdn Gai;

.:Xit y€u cdu trong c6ng tdc qudn ly, ki€m sodt quy trinh cdp phdt, lnt trfr,
cQp nhQt co sd dft liQu, xdc minh vd bdo ddm tinh chinh xdc, an todn, minh bach
trong qudn ly vdn bdng, chtrng chi tqi Trudng THPT Hdn Gai,

QUYETE[NH:

Didu 1. Ban hdnh kdm theo Quyi5t dinh ndy Quy ch6 qu6n lf, t6 chirc thgc
- ':hien c6ng t6c vdn bdng, chimg chi vd quan l;i co sd dt li€u vdn bing, chimg chi

tai Trudng TFIPT Hon Gai.

Didu 2. Quy chti quy dlnh viQc qu6n lj, t6 chirc thUc hiQn c6ng t6c vdn bdng,
chimg chi; ki6m tra, OOi cnitiu dt lieu; lAp, qu6n lli vd luu trt h6 so; c6p nhft co
s0 dir liQu; pfrOi hqp c6p l4i, chinh sria, thu hOi, hriy b6, xiic minh vdn b6ng, chimg
chi vA ciic nQi dung c6 li€n quan thuQc ph4m vi trrich nhi6m cr.ia Truong TFIPT
Hdn Gai.

Didu 3. Higu trudng chiu tr6ch nhi6m chi d4o, t6 chric thgc hiQn, ki6m tra,
gi6m s6t toirn b9 c6ng t6c vdn bing, chimg chi cta nhir trudng theo quy dfnh cria
ph6p lu4t, Th6ng tu s6 totzozant-BcDET vd Quytit dinh s6 612IQD-SGDET.

SO GD&DT QUANG NINH
TRIJONG THPT HON GAI
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C6c Ph6 HiQu tru&ng, T6 trudng Vdn phdng vd c6c c6 nh6n dugc ph6n c6ng

c6 tr6ch nhiem t6 chirc thr'rc hign drlng quy trinh' nhi6m vu, thdi han vd chiu tr6ch

nhiQm vA tinh chinh x6c cta dir liQu, h6 so vd kiit qu6 thpc hign'

C6c bQ phfln, c6 nhdn li6n quan co tr6ch nhi6m ptrOi tro-p, cung c6p th6ng tin,

ki6m tra, AOi cfrii5u, c6p nh4t dt lieu, lu, trir hd so vir b6o m$t th6ng tin theo quy tlinh.

Trong quii trinh thgc hiQn, niiu c6 kh6 kh6,n, vuong m6c, c6c bQ ph4n, c6

nhAn kip ttr*Oi tao crio HiQu truong aC xem x6t, chi d4o gi6i quy6t'

Di6u 4. Ldnh d4o nhi trudng, c6c TO chuy6n m6n. Vdn phong vd c6c t6

chuc, c6 nhAn c6 li6n quan chiu tr6ch nhiem thi hnnh Quy5t dlnh ndy'

Quy6t dinh niy c6 hiQu hJc k6 tU ngdy hi./.

Noi nhQn:
- Nhu Di6u 4;
- Sd GDET (b6o c6o);
- C6ng th6ng tin tli0n tu trudng:
- Luu: VT. H6 so VBCC.
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QUY CHT
Qu6n lf vin bing, chring chi cria Trulng THPT Hdn Gai
(Kdm theo Quy€t dinh s6 8N /QD-THPTHG, ngdyb, /8/2026)

Chuong I

QUYDINHCHI]NG
Eidu l. PhSm vi tli6u chinh vir tl6i tugng 6p dgng

1. Quy chii ndy quy dlnh vi6c qu6n l1i, t6 chric thgc hign c6ng t6c vdn bing,
chfmg chi vd quin lj co sd dfr liqu vdn bdng, chirng chi tai Truong THPT Hdn
Gai; bao g6m viQc quAn ly ph6i bdng, chimg chi; ki6m tra, aOi ctri5u vd x6c nh{n
dft li6u nguoi hoc; chuAn bi dft lieu, in, ki6m tra; ki trinh, bAn giao, c6p phrit vin
bdng, chring chi; lQp, quin lli vir luu trt h6 so qudn ly; cQp nhat co sd dti li6u; ph6i
hqp c6p l4i, chinh sria, thu frOi, trty b6; bio m6t d[ lieu; chal d0 ki6m tra, b6o c6o

vd trrich nhiQm ctia cric b9 phpn, c6 nhAn c6 li6n quan.

2. Quy ch6 6p dqng aOi vai LEnh d4o nhd truong, t6 vdn phong, t6 chuy6n
m6n, gi6o vi6n, nhAn vi6n vi c6c c6 nhdn tlucrc giao nhi6m vU li6n quan d6n c6ng
t6c vin bing, chung chi tai Truong TFIPT Hon Gai.

3. Nhirng n6i dung chua duoc quy dinh t4i Quy ch6 ndy dugc thgc hiQn

theo Th6ng tu sO \OIZOZOITT-BGDDT ngdy 2610212026 cua BQ Gi6o dqc vd
Ddo tao vd Quy6t dinh s6 612IQD-SGDDT ngdy 291712026 cira Sd Gi6o dgc vii
Ddo tao.

Di6u 2. Nguy6n tic quin lf c6ng t6c vin bing, chri,ng chi

l. Thgc hign dirng quy dinh cta ph6p luQt v6 quAn lf vdn bing, chung chi;
brio d6m c6ng khai, minh bach, chinh x6c, dAy dt, kip thdi vd an todn trong to?rn

bQ qu6 trinh qu6n l1i, t6 chirc thqc hi6n.

2. M5i khau c6ng vi6c phAi duoc ph6n cdng rd ngucri, 16 vi6c, 16 tr6ch nhi6m;
thgc hign ki6m tra, OOi cnieu, x6c nhQn tru6c khi chuy6n sang khdu tiilp theo.

3. Th6ng tin tr6n vdn bing, chimg chi, s6 gtic, h6 so quin ly vd co sd dir
liQu phAitht5ng nh6t, chinh x6c; moi thay d6i, chinh sria, c6p lai, thu h6i ho[c hiry
b6 phii dugc thgc hi€n theo dtng thAm quyAn, dfng trinh tg, tht tuc vir ctuoc cdp
nh6t dAy dir vdo h6 so, co sd dft liQu theo quy dinh.

4. H6 so, dft li6u vdn bing, chimg chi ph6i tlugc quan ly, luu trt, khai th6c
vir b6o mft theo quy tlinh; kh6ng tg y sua d6i, xOa, cung c5p ho{c su dqng th6ng
tin ngoiri ph4m vi nhi€m vu duoc giao.

5. Ngudi duoc giao thyc hiQn timg kh6u c6ng viQc chiu tr6ch nhi€m vd n6i
dung, tinh chinh xric vd k6t qu6 thqc hign; Hi6u trudng chiu tr6ch nhi6m tO chric,
'.:ki€m tra, gi6m sdt todn bQ c6ng t6c vdn bdng, chimg chi cta nhir trudng.

3l
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Di6u 3. Phin c6ng tr6ch nhiQm trong c6ng t6c vin bing, chfng chi

1. Hieu truong chlu tr6ch nhiQm chi d4o' t6 chuc thgc hiQn, ki6m tra, girim

s6t todn bQ c6ng t6c v6n bing, chimg chi vd quirn lj co sd dir liQu v6n bing, chtmg

.t i .,ir. nhd truIng; quy.it ainf, thanh lap T6 quAn l1i, in, c6p ph6t vd ltru trft bing;

phan c6ng nhiQm vq vir chlu tr6ch nhi6m tru6c S0 Girio duc vir Dio tao va tru6c

ph5p luAt vd c6ng t6c vdn bing, chtmg chi cta nhi trudng'

2. Ph6 Hieu trudng tluoc phAn c6ng phq trrich c6 tr6ch nhiQm girip Hieu trudng

td chuc thgc hiQn, ki6m tra, d6n d6c, gi6m s6t c6c khiu c6ng.viQc; ki€m so6t chAt

lugng dt fiQr, t O so vir vi6c thuc hi€n quy trinh quan l1i vdn bing, chimg chi'

3. T6 quan l5i, in, cAp ph6t vir tuu trir bing ld bQ phan trgc ti6p tham muu'

t6 chric thgc hign c6ng t5c vdn bing, chimg chi vir qud,n ly co sd dil liQu vdn bing,

chimg chi cta nh2r truong. fnanh pnan, nhigm vg' quy6n h4n cfia T6 quAn lf , in'

.6p ptat vd luu trfr bing thgc hiQn theo Quy6t dinh cira Higu trudng ban hdnh

hing nim ho{c theo ttmg dgt thwc hiQn nhiQm vq.

4. T6 vin phdng, t6 chuy6n m6n, gi6o vi6n cht nhiQm, gi6o vi€n, nh6nvi6n

vd c6c bO phQn c6 li6n quan c6 tr6ch nhi6m ph6i hqp thuc hign, cung c6p, ki€m

tra, d6i chitiu th6ng tin, h6 so, du liqu vA thgc hiQn cric nhiQm vu duoc giao theo

Quy ch6 ndy vd Quytit dinh cira HiQu trucrng.

Chuong II
To cHIJc rHUc HIPN CONG rAc vAx BANG, CHLNG cHi

Didu 4. Ban hinh quY trinh nQi bQ

1. C6ng t6c v6n beng, chtmg chi <luoc t6 chuc thgc hiQn theo quy trinh nqi

bQ th6ng nh6t, b6o d6m ki6m so6t chat chd timg khdu, rd tr6ch nhigm cria timg c6

nhAn, bf ph4n vir c6 ki6m tra, x6c nh6n truoc khi chuyiln sang khAu ti6p theo.

2. Quy trinh nqi bQ g6m c6c budc sau:

a) Rd sorit, ki6m tra, a6i cniiiu vir xiic nh{n th6ng tin ngudi hqc; hodn thign

dfr lieu vir hd so d€ nghi cAP bing;

b)Lap danh s6ch ngudi dugc cAp bine; lap sO triQu. s6 viro s6 gdc vd chuAn

bi dfr li€u in;

c) Ti€p nh{n, quirn li vd bdn giao ph6i bang;

d) In bing; ki6m tra tru6c khi in vd ki6m tra tirng bing sau khi in; xt lf bin

in h6ng theo quy dinh;

d) Trinh k;i, tl6ng d6u; lAp s6 g6c, php luc s6 g6c vd c6c ho so qudn lii co

li€n quan theo quy d!nh;

g) Ki6m d6m, bdn giao, c6p ph6t bing t6t nghigp theo quv dinh;

h) Cdp nhat co s0 dir ligu vdn bing, chrmg chi; ki6m tra, ra soat vi xdc nhQn

kiit qui cap nh{t;
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i) Ti5p nhfn, ptrOi trqp gidi quy6t vi€c cAp lei, chinh sua, thu hdi, hriy b6,
- ':x6c minh vdn bdng, chtrng chi theo thim quy€n;

k) Luu trfr h6 so, s6 g6c, phU luc sO g6c, bi6n bin vd dt li€u; thUc hi6n b6o
, ,.).

c6o, tu ki6m tra vir xu ly sai s6t theo quy dinh.

3. HiQu truong quy dinh cU tne Ul6u miu ki6m so6t vir thoi h4n hodn thinh
trmg kh6u; dlnh k! rir so6t, diAu chinh quy trinh d6 b6o dim pht hqp vdi quy dfnh

).cta phdp luQt vd yeu c6u quAn ly cta Sd Girlo dr,rc vd Ddo tqo.

Di6u 5. Ki6m tra, a6i ctritiu vi x6c nhgn dir liQu nguoi hgc

1. ViQc ki6m tra, aOl cnleu vd x6c nhgn dt lieu ngudi hoc ph6Li tlugc thlrc
hiQn tru6c ktti l6p danh srich dA nghi c6p bing vd tru6c khi lqp de liQu in bdng;
b6o ddm th6ng tin chinh x6c, dAy dir, th6ng nh5t gifia h6 so nguoi hoc, dir li6u
qu6n llf cira nhi trudng vd dir liQu phuc vp c6p bing.

2. Giito vi€n chir nhi6m c6 trrich nhi6m ri so6t, aOi cfri6u th6ng tin cta hgc
sinh; hu6ng d6n hgc sinh kirim tra vii x6c nh6n th6ng tin; t6ng hqp c6c truong hqp
sai s6t hodc c6 sir kh6ng th6ng nhAt dC xri l! tru6c khi l6p dir li€u c6p bing.

3. T6 qu6n lf, in, c5p ph6t vd luu trft bnng c6 ftech nhi6m ki€m tra toirn bQ

dt liQu; AOi ctriiiu gita danh s6ch d6 ngh! c6p beng, h6 so ngudi hgc vd dt li6u in
bing; hp bi6n bAn rd so6t, b6o c6o truoc khi thr,rc hiQn c6c kh6u ti6p theo.

4. Truong hqp ph6t hi6n th6ng tin kh6ng th6ng nnAt, c6 d6u hi6u sai lQch
hodc chua dt cin cu x6c dinh, ph6i t4m dtmg viQc lap df li€u ho4c in bing tli5i
v6i trudng hqp d6 dC xiic minh, b6 sung hd so vd xu lj theo quy dinh; kh6ng duoc
tg )t chinh sua thdng tin khi chua c6 cdn cri hqp ph6p.

5. Ngudi thuc hi6n ki6m tra, aOi ctriiiu vd nguoi ki6m tra ttQc lflp phai kj
x6c nhfn k6t qui rd sodt; chlu tr6ch nhiQm vC tinh chinh x6c cria dt liQu thuQc
ph4m vi nhigm vp duoc giao. Hi€u truong ph6 duy€t dfr liQu chinh thuc tru6c khi
l{p sO hieu, lAp s6 g6c vd in bing tiit nghiQp trung hoc ph6 th6ng.

Didu 6. Chu6n bi dfr li6u, lip danh sSch vir lgp s5 tiQu, s6 vio s6 g5c vin
bing, chring chi

1. Sau khi hoan thdnh vi6c kiti:m tra, d6i chi6u vd x6c nh6n dt liQu nguoi
hoc theo quy dinh tai Di6u 5 cria Quy ch6 nAy, T6 qu6n l;f, in, c6p ph6t va luu trft
bing c6 trrich nhiQm chuAn b! dir li€u phuc vp c6p bing, l6p danh siich ngudi duoc
c6p bing ve trinh HiQu tru&ng ph6 duygt.

2. Danh s6ch ngudi duqc c6p bing phAi duqc l?p theo timg n6m t6t nghiQp,
danh sO thir tg li6n tqc, bio d6m th5ng ntrAt vOi dt ligu qu6n lli cria nhdr truong vir
dt li6u phuc vu c6p bing.

4Y
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3. SO hiQu bing t6t nghigp trung hqc ph6 th6ng duoc l4p theo quy dlnh cria

Sd Girio dgc vd DAo t4o Qu6ng Ninh theo c6u truc: [Nh6m cht c6i] [Md tinh]

[Nim t6t nghiQp] [md don vi] [56 tht tu].

Trong d6:

a) Nh6m chfr c6i: ki hiQu loai vdn bing;

b) 22: md tinh Quang Ninh;

c) Ndm t6t nghiQp: g6m 02 chir s6 cu6i cria nim t6t nghiQp;

d) M6 don vi: md Truong THPT Hdn Gai dugc quy dinh trong lc! thi t6t

nghigp trung hqc Ph6 th6ng;

d) 56 thu tr,r: g6m 03 chfr s6, dugc l4p li6n 4rc tu 001 d6n h6t s6 lugng ngudi

dugc cAp bing trong n6m.

4. M6i s6 hiQu chi dugc su dsng cho mQt b6ng tiit nghiQp vd kh6ng tlugc

su dqng lai trong UAt k1'truong hqp niro'

S5 vdo s6 g6c dugc lfp theo c6u tnic: SGBYYYYZZZXXX'

Trong d6:

a) SG: 56 gi5c;

b) B: Bang t6t nghiQp trung hoc ph6 th6ng;

c) YYYY: ndm cAP bang;

d)ZZZ: mE Trudng THPT Hon Gai;

d) XXX: ,ti thir tg vdo s6 g6c, duqc lAp li€n tgc tt 001 theo thri tr'r ngudi

dugc c6p bing trong ndm vd kh6ng dugc sir dung l4i'

Vi du: SGB20 2602500.,trong d6 SGB le h-i hiQu s6 g6c bang ti5t nghiQp

trung hgc ph6 th6ng, 2026 litn6m c6p bing, 025 ld md Trudng THPT Hdn Gai'

001 ld s6 thu tu varo sO g6c.

5. ViQc t6p sO trigu Uang vir s6 vdo s6 gric phii dugc thgc hign d6ng thdi voi

viQc lap danh srich ngudi duql c6p bang, Uao Aam ttri5ng nh6t gita dt ligu in bing'

sO gOc, phg lgc sO g6c vd co sd dft tiQu vin bing, chimg chi'

6. Ngu<ri l6p dir liQu, ngudi kitim tra vir nguoi ph€ duyQt p$i kj x6c nh6n

d*h ;;, ; ;iC" ua"g rd s6"vdo s6 g6c trudc rni tt'v" hiQn in bing' ghi s6 g6c

vi c4p nh4t co sd dfi li6u. Truong hqp ph6t.hi9n sai s6t ph6i di6u chinh tru6c khi

in bang; kh6ng dugc sua tryc ti6p tr€n s6 g6c ho4c s5 nigu dE dugc xric l$p'

Di6u 7. Ki6m tra trrfc khi in vir sau khi in vin bing, chri'ng chi

1. ViQc ki6m tra tru6c khi in vir sau khi in vin bing, chimg chi phAi dugc

th*c hign theo nguy6n tic d6c l{p gita nguoi l4p dft liQu vd ngudi ki6m tra; bio

dAm ph6t hign, xir lii sai s6t truoc khi trinh ki vd c6p ph6t.
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2. Ki6m tra truoc khi in bao g6m c6c n6i dung sau:

a; Oi5i chi6u dir liQu ngudi hgc v6i danh srlch ngudi dugc c6p b6ng tld tlugc
HiQu tru0ng ph€ duyQt.

b) Ki€m tra hg vd t6n, ngiry, thring, ndm sinh, gi6i tinh, dAn tQc, si5 dinh
danh cd nhAn, nim t6t nghi6p vd crlc th6ng tin kh6c theo quy dinh.

c) Ki6m tra sii hiQu bing, s6 vdo s6 g6c vd tinh th6ng nhAt gita d[ li6u in
,J i t
bdng, s6 g6c vd co so dt li€u vdn b5ng, chrmg chi.

d) Ki6m tra dinh d4ng, nQi dung, cac yeu tO ky thuAt trudc khi in chinh thirc.

3. Sau khi in, t6 qu6n lyi, in, c6p ph6t vd luu trt bing ph6i ki6m tra ttmg
bing theo cric ngi dung quy ttinh t4i khorin 2 Di6u ndy; d6ng thdi ki6m dt5m s6
luqng, di5i chi6u sti hi6u, s6 vdo s6 g6c vd l6p bi6n bin ki6m tra.

4. Bing chi dugc trinh kli khi k6t qu6 ki6m tra xiic nhAn todn bQ th6ng tin
chinh x6c, diy dri vd th6ng nhAt. Truong hqp ph6t hien sai s6t, phai dtmg viQc trinh
ki d6i voi bing c6 sai s6t, xdc dinh nguy6n nhAn, lap bi€n bin, hiry b6n in sai theo
quy dinh vir thyc hi6n in lai sau khi dir liQu dd duqc di6u chinh dring quy d!nh.

5. Ngudi l6p dir li€u, ngudi kitim tra vir ngudi phg tr6ch ki6m so6t ch6t
luqng ph6i ky x6c nh4n k6t qud ki6m tra truoc khi trinh Hi€u tru&ng ho6c ngudi
duoc riy quy6n kj bAng.

Diiu 8. Bhn giao, qu6n lf ph6i, vin bing, chrlng chi vir thi liQu

1. Ph6i bing, vdn bing, chimg chi, s6 g6c, phu luc s6 g6c vd c6c tdi liQu
-Ali6n quan d€n c6ng t6c vdn bing, chrmg chi phii tlugc quin lj t4p trung, brlo d6m

an tod,n, b6o m4t vri su dpng dtng muc dich.

2. Hi€u trudng quy6t dlnh beng vdn b6n vi6c giao nhi6m vU quan ly ph6i
b6ng, vnn bing, chfmg chi, s6 vd tdi li6u; b6o drim phdn t6ch trrich nhi€m gifra c6c
khdu qudrn lf, in, ki6m tra, bdn giao vd luu trir.

3. Vi€c ti6p nh6n, bin giao ph6i bing, vdn bing, chrimg chi, s6 vd tdi li6u
phdi thuc hi6n truc ti6p gitia b6n giao vd b6n nhfn; ki€m tt6m, aOi ctririu s6 lug.rg,
si5 nie,r, tinh tr4ng vd ldp bi6n b6n ban giao theo m5u quy dinh.

4. Trong quri trinh qudn lli vd su dgng, ph6i bdng, vin bing, chimg chi vi
tdi li€u ph6i dugc bio qudn tai noi an todn; kh6ng d6 th6t lac, hu h6ng, t6y x6a
hodc s[r dung ngodi ph4m vi nhi6m vg tluoc giao.

5. Brin in h6ng, ph6i bing h6ng, vdn bing bi thu h6i ho6c hiry b6 ph6i duoc
ki6m k6, ni€m phong, l6p bi6n bdn thu hdi hoac hriy b6 theo quy dinh; d6ng thoi c4p
nh4t tliy dt vdo h6 so qurin lf, phu tpc s6 g5c vd co s0 dt li6u v6n bdng, chimg chi.

6. Kni k6t thric dgt c6p bing ho6c khi thay d6i nguoi dugc giao qu6n lj,
phdi thgc hi6n ki6m ke, d6i chi6u, bdn giao ph6i b6ng, vdn bing, chimg chi, s6 vd
tii liQu, l4p bi6n bAn bdn giao, lw vdo h6 so quAn ly v6n bing, chimg chi.
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7. Ngudi dugc giao qu6n ly ph6i bdng, vdn b5ng, chimg chi vd tdi li€u chiu
tr6ch nhiQm vd vi6c b6o qu6n, su dqng, luu trfr theo dring quy dinh, truong hqp

d6 x6Ly ra mAt met, hu h6ng hoic su dung sai quy dlnh phAi klp thdi brio crlo HiQu

trudng vd chiu tr6ch nhiQm theo quy dlnh crha ph6,p luAt vir cria nhd trulng.

Didu 9. Lip, quin lf s6 g5c vir phg lgc s6 g5c

l. Nhd truong lQp, quin lyy' s6 g6c vi phu luc s6 g6c vdn bing, chung chi

theo quy dinh tai Di€u 13 Th6ng tu sO |OIZOZAnI-BGDDT vd Di6u 7, Di6u 9

QuyiSt dinh sO OtZqO-SCDDT ngdy 2gl712026 cta Sd Gi6o dpc vd Ddo tao.

2. Miu 56 g6c c6p vin bing, chung chi vir m6u phy lyc s6 g6c c6p van

beng, chung chi thqc hi€n th6ng nh6t theo phu luc I vd ph\r luc II ban hdnh kdm

theo Quy5t dinh s6 612IQD-SGDDT.

3. Sd g6c phdi dugc lQp diy dt, 16 rirng, chinh x6c, ghi dring sO triQu Uing, si5
..1 i.

viro s6 gdc vd cdc th6ng tin cta ngudi dugc cAp bdng theo quy d!nh, dugc d6nh s6

trang, d6ng ddu gi6p lai vir qudn ly, luu tr0 theo cn6 aO nO so, tii liQu cira nhir truong.

4. Tru<rng hqp cAp lai, chinh sria, thu nOi no4c hty b6 vdn bing, chtmg chi,

nhd truong thr,rc hi€n vi6c cdp nhAt th6ng tin vrio phq lgc s6 g6c vd co sd dir liQu

theo quy d!nh, kh6ng sria truc ti6p tr6n .O g6c.
- -i5. T6 qudn lj, in, cAp ph6t vd luu trir bing chiu trrich nhiQm l{p, qu6n lj,

cap nhat vd luu trfr sO gt5c, phg lpc s6 g6c theo quy dinh.

Di6u 10. Cip phnt vin bing, chrlng chi

i. Viec c6p ph6t v[n bing, chung chi duoc thuc hi6n sau khi hodn thirnh

viQc ki6m fta,ky, d6ng d6u, ghi s6 g6c vd cip nh{t co scr dt ligu theo quy dinh.

2. Nhd trudng t6 chirc c6p ph6t v5n bing, chrlmg chi theo danh s6ch tl6 tluoc
ph6 duyQq b6o d6m dring ngudi dugc c6p, dtng s6 hiQu b6ng, dirng s6 vdo si5 gtic

vd dring h6 so qu6n lj.
3. Truoc khi nh$n bing, ngudi dugc cAp bing ph6i ki6m tra c6c th6ng tin

ghi tr€n vdn b6ng; truong hqp ph6t hign sai s6tphei th6ng b6o ngay cho nhdtruong

d6 xt ly theo quy dlnh.

4. Ngudi nh4n bing truc ti6p ph6i xu6t trinh gi6y td tty thAn hqp lQ vd ky
..1 i. ^nh6n vdo s6 g6c. Truong hqp nhan thay phrii c6 giAy iy quy6n theo quy dinh cira

ph6p luQLt vd xuAt trinh gi5Ly to tty than cua ngudi duo. c iry quy6n.

5. Nhd trunng lip bi6n ban bAn giao kli t6 chuc cdp phrit tflp trung; quin
ly, bio qu6n an toirn c6c vdn bing chua c6p ph6t; theo ddi ri6ng c6c truong hqp
chua nhQn bang de ti6p tuc thgc hiQn c6p phrit theo quy dinh.

6. T6 qudn l1i, in, c6p ph6t vd lw trt bang chiu trrich nhiQm t6 chfc c6p
ph6t, lap h6 so c6p ph6Lt, quin lf van bnng chua c6p ph6t vd brio c6o Higu truong
k6t qui thgc hien. Hieu truong ki6m tra, gidm s6r vd chiu tr6ch nhiQm vA c6ng tdc
c6p phrit v6n bing, chfmg chi cria nhd truong.
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chri,ng chi.
Di6u 11. Ti5p nh4n vh phiii hq'p gi6i quy5t c6c v6n tI6 v6 vin bing,

1 Nhd truong ti6p nhan, huong d6n vd ph6i hqp gi6i quy6t c6c y6u ciu li6n
quan d6n cdpl1i, chinh sria, thu h6i, hriy b6 vin bing, chung chi theo dring thAm

quy6n vd quy dinh cira ph6p luQt.

2. Khi titip nhan d6 nghi cria ngudi hgc ho4c t6 chrlc, cri nh6n c6 li6n quan,
t6 quin lj, in, c6p ph6t vd ltru trir bing c6 trech nhiQm kitim tra h6 so, ai5i cniiiu
vdi s6 g6c, phg lgc s6 g6c vd co sd dir li6u, x6c minh th6ng tin khi cAn thi6t.

3. D6i voi c6c trucrng hqp thuQc thAm quy6n gi6i quytit cria Sd Gi6o dpc vi
Eiro t4o, nhd trudng huong d6n nguoi c6 y6u ciu hoan thiQn h6 so theo quy dinh;
l6p v5n bAn x6c nhfn, cung cAp hO so, tdi liQu, th6ng tin li€n quan vi phi5i hgp voi
Sd Girio dUc vir Ddo t?o trong qu6 trinh gi6i quy6t.

4. Trudng hqp ph6t hiQn th6ng tin kh6ng th6ng nh6t, c6 d6u hi6u gi6 mpo,
gian lan ho{,c kh6ng dt cdn cri, nhd truong t4m dimg viQc x6c nhAn, chuy€n hO

so, t6 chuc x6c minh vir b6o c6o Hi6u trudng d6 xu lj theo quy dinh.

5. Khi nhan dugc quy6t dinh cta co quan c6 thim quy6n uA vi6c c6p l4i,
chinh sria, thu h6i hodc hriy b6 van bdng, chimg chi, nhd truong c6 tr6ch nhiem
ptrOi trqp thpc hiQn, cap nh4t php luc s6 g6c, hd so quan l1i vd co so dft liQu, d6ng
thdi t6 chirc thu h6i, bdn giao hodc ltru trt h6 so theo quy dinh.

6. ViQc ti6p nhdn, x6c minh, chuy6n h6 so vd ph6i hqp gi6i quyilt phii duqc
l4p h6 so theo d6i, b6o dim dirng trinh tg, dring thoi h4n, dring thAm quy6n vd bio
m4t th6ng tin cta ngudi hoc.

Chuong III
euAN LV co so DU Lrpu, Ho so vA xAc nnrNH vAN sANc,

CHTNG CHi

Didu 12. C$p nhat co sii dir liQu vin bing, chri'ng chi

l. Nhd trudng thpc hi€n vi6c cAp nh6t co sd dft li€u vdn bing, chimg chi
theo quy dinh tai Di6u 19 Th6ng tu s6 totzozant-BcDDT vd Di€u 13 euyiit
dinh s6 612/QD-SGDDT; bAo dAm diy drl, chinh x6c, klp thdi vd th6ng nh6t v6i
s6 g5c, phu lgc s6 g6c vd h6 so quAn lf vdn bing, chimg chi.

2. T6 qu6n l;i, in, c6p ph6t vd luu trt bang c6 trach nhiQm thuc hi6n vigc cflp
nh4t co so dt li6u ngay sau khi hoirn thdnh vi0c ghi sO g6c vd c6p ph6t bing ho[c
khi c6 quyiit dinh cira co quan c6 thAm quy6n li6n quan d6n vdn bing, chung chi.

3. C6c trudng hqp ph6i c6p nh{t bao g6m:

a) C6p bing t6t nghiOp trung hoc pn6 thOng;

b) C6p lai vdn bing;
c) Chinh sua nQi dung vdn bdng;

. :. - , :o) I nu nol van bangt

S

/C.

irrd

-1i
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d) Hty b6 vdn bing;

e) C6c thay aOl firac theo quy6t dinh cta co quan c6 thAm quyAn.

4. Viec cAp nhAt phii tlugc thqc hi6n d6ng thdi vdo co sd dt liQu vnn bing,
chimg chi, phq lpc s6 g6c vd h6 so qudn lj vdn bing, chimg chi theo quy dinh,

kh6ng sta trr,rc ti6p tr€n s6 g6c.

5. Dir liQu c4p nhat ph6i brio ddrn th6ng nhAt giira co sd dir liQu v5n bang,

chung chi, phq h,-rc s6 gdc vd h6 so quein lf , trucrng hqp ph6t hiQn sai lQch phii kip
thdi di6u chinh theo quy dlnh truoc khi khai th6c' sri dqng ho{c cung cdp th6ng tin.

Didu 13. Ki6m tra, ri so6t vi x6c nhin dii liQu

1. Sau m5i dqt c{p nhQt co sd dir li6u vdn bing, chimg chi, t6 quin l1i, in, c6p

ph6t va luu trir c6 rr6ch nhiQm t6 chuc ki6rn tra, rir so6t todn bQ dft liQu d6 c6p nhat.

2. ViQc ki6m tra, rri so6t t{p trung viro c6c nQi dung sau:

a) Sy th6ng nh6t gifa co scr dir ligu vdn bing, chimg chi v6i s6 g6c, php lyc
:, i ..:

so goc va ho so quan ly;

b) Tinh dAy di, chinh x6c cira th6ng tin nguoi hqc, s6 hiQu bang, s0 vdo s6
,i ...

g6c vd tinh trang cfa vdn bdng;

c) Viec cap nhat c6c trudng hqp cAp lqi, chinh sua, thu frOi, ttry UO vdn bdng

theo quy dinh.

3. Klit qu6 ki6m tra, rd so6t phei dugc l4p Bi6n bin ki6m tra, rd sorlt vi€c

cip nh4t co sd dfr liQu theo phir lgc XIV ban hdnh kdm theo QuytSt dinh s6

612IQD-SGDDT; ngudi thuc hi6n, nguoi ki€m tra vir Hi6u truOng ho{c ngudi

dugc HiQu tru6ng giao nhigm v9 ky x6c nhfn.

4. Trudng hqp ph6t hign sai sot hogc thitiu th6ng tin, ph6i klp th<ri di6u

chinh, cip nhat lai dfr liQu, x6c dlnh nguy6n nhin, biQn ph6p khic phqc vd luu h6

so xu lj theo quy d!nh.

Di6u 14. Luu trii hd so, dir lifu vh bio d6m an toirn th6ng tin

1. Nhir trudng thgc hiQn vi€c l4p, quin lj, b6o qu6n vd luu trfr hd scr, sd g6c,

phg lqc s6 gr5c, dft liQu vdn bing, chrmg chi vd c6c tdi liQu li€n quan theo quy dinh

cria ph6p luft v6 luu trft, quy dinh chuy€n nginh vd Quy chii ndy.

2. H6 so luu trfr bao g6m: danh sdch nguoi dugc c6,p bing, dt ligu cdrp beng,

so g6c, phu luc sO g6c. bi6n bAn ki6m tra. rd so6t dt ligu. bi6n bdn birn giao. bi€n

b6n thu nOi, fruy b6, h6 so c6p l4i. chrnh sua, x6c minh vir cric tdi ligu c6 li6n quan.

3. H6 so giSy phii duoc luu trt tai noi an todn; dfr li6u diQn tti phii dugc

sao luu, b6o m{t vd kitim so6t quydn truy cfp theo quy dinh.

4. Ngudi dugc giao quin lf hd so. dfr liQu vdn bing, chtmg chi chiu tr6ch

nhiQm bAo qudLn, bAo m4t th6ng tin. kh6ng tu yi sua d6i, x6a, cung c6p ho4c khai

thric dir liQu ngodi ph4m vi nhiQm vu duoc giao.
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5. Thdi h4n luu trt hd so, s6 gtic, phg lgc s6 g<ic vd dt liQu vdn bing, chirng
chi thyc hi6n theo quy dinh cua ph6p luQt v6 luu trft vir quy dinh chuyEn nganh.

Didu 15. Tra cfu, xric minh vi cung cdp th6ng tin vin bing, chring chi.

1. Nhd truong thgc hiQn vi6c tra cuu, x6c minh vd cung c6p th6ng tin v6n
bing, chrmg chi theo quy dinh crla ph6p luQt, Th6ng tu s6 \OIZOZAITT-BGDDT
vd Quy6t dinh s6 6|2IQD-SGDDT.

2. Khi ti6p nhqn y€u cdu tra cuu ho{c x6c minh, t6 qu6n lj, in, c6p ph6t vd
luu trfr bing c6 tr{ich nhiem ki6m tra h6 so, aOi ctri6u s6 g6c, phu luc s6 g6c vd
co s0 dir liQu, x6c minh th6ng tin vd b6o crio Hi6u truong.

3. Nhd trudng cung c6p th6ng tin ho[c ph6i hqp x6c minh theo y€u ciu cta
,.i ). ,

co quan co thdm quy6n hofc theo dd nghi hqp ph6p cta t6 chric, c6 nh6n theo quy

dlnh crla ph6p lu4t.

4. Viec cung cdp th6ng tin phAi b6o d6m ding thAm quydn, dirng tl5i tugng,
dring mgc dich vri tuAn thri quy dinh v6 bao vQ dt ligu cri nhAn, b6o m{t th6ng tin.

5. H6 so tra cuu, x6c minh vir cung cAp th6ng tin ph6i dugc l4p, luu trt dAy

dt; trudng hqp ph6t hiQn d6u hieu gi6 m4o, gian lQn ho4c sir dpng v6n bing kh6ng
hqp ph6p, nhd trudng kip thoi brio crio S0 Gi6o dpc vd Ddo t4o vd phrii hqp voi

,,2. : 
"co quan c6 thim quy6n xu llf theo quy dinh.

Chuong IV
Krf,M TRA, BAO CAO VA TO CH[IC THUC HrEN

Didu 16. Tg ki5m tra vi xfr l;i sai s6t

1. Nhd truong thgc hiQn ty ki6m tra c6ng t6c vdn bdng, chimg chi dlnh k!
ho[c khi cAn thi6t nhim d6nh giri viQc tudn thri quy dinh, phrit hiQn sai s6t vd kip
thdi khic phuc.

2. NQi dung tU ki6m tra thuc hign theo quy trinh nQi bQ vd c6c nQi dung
quan l1i v6n bing, ch(mg chi quy dlnh t4i Quy chii ndy.

3. K6t qu6 tg ki6m tra phAi duqc lAp bi€n ban, x6c dinh 16 nQi dung kirim
..i

tra, sai s6t (n€u c6), nguy€n nh6n, tr6ch nhiQm cira b0 phan, c6 nhdn li6n quan,

biQn ph6p khic phyc vd thoi h4n horin thrinh.

4. Truong hqp ph6t hign sai s6t, nhir trudng phii kip thdi khEc phgc theo
dring quy d!nh; trudng hqp vugt thAm quy6n ho[c c6 d6u hiQu vi ph4m ph6p luat
phii b6o crio So Girio dpc vir Diro tao vri ph6i hqp xir l;i theo quy dfnh.

Di6u 17. 86o c6o ttinh kj vir tIQt xu6t
1. Nhd trudng thsc hiQn cn6 aq bao c6o dlnh k! hing ndm vir b6o c6o dQt

,().^:'
xudt ve c6ng t6c vdn bdng, chung chi theo y€u cdu c[ra Sd Gi6o dUc vd Ddo tpo.

2. NQi dung b6o c6o thr,rc hi€n theo quy dinh cta Sd Gi6o dgc vir Ddo t4o,
bao g6m tinh hinh c6p ph6t vin bing, qu6n lf ph6i, bin in h6ng, vdn bing bi thu
trOi, trty b6, cap nh{t co sd dir ligu vir c6c nQi dung khrlc theo y6u cdu.

3. T6 qudn lj, in, cdp ph6t vd luu trt bing c6 tr6ch nhiQm t6ng hqp sO ligu,
chuAn bi h6 so, tdi liQu li6n quan, trinh Hi6u truOng ph€ duy€t truoc khi gui brio c6o.

p
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4.86o ctnphii bno dAm diy dir, chinh x6c, trung thqc' dtng thdi han' h6

so, tiri liQu phqc vr,r b6o c6o phdi duoc luu trCr theo quy dinh'

Di6u 18. Tr6ch nhiQm cfra cic bQ phQn vi ci nhin

l. C6c b0 ph4n vd c6 nhAn c6 li6n quan c6 trilch nhiQm thgc hign diy dri.c6c

qry di; ;" 6r], "fr6 
niry vd c6c quy dinh cua ph6p lu{t vd quin li vdn beng'

chimg chi.

2. Trong qu6 trinh thuc hiQn nhi6m v9' c6c b0 phan vd c6 nhAn c6 tr6ch

nhiQm ph6i nqp, 
"ung.ap 

th6ng tin, h6 so, dir liQu day dtr. chinh xric vir chiu tr6ch

nhiQm vA nQi dung thuQc ph4m vi nhiQm vu dugc giao'

3. Truong hqp ph6t hiQn sai s6t, vi phqm hoqc ph6t sinh vuong mic trong

c6ngt6cvanbang,chimgchi,c6cbqphinvdc6nhAnph6iklpthoibrioc6oHieu
truong d6 xem x6t, xri ly theo quy dinh.

Eidu 19. Didu khoin thi hinh

1. Quy chii nriy dugc 6p dqng th6ng nhAt trong Trubng THPT Hdn Gai d6i

v6i c6ng tlc ran bing, chimg chi vir qudn lli co sd d& li6u vin bing' chimg chi'

2. Trongqu6 trinh thqc hiQn. n6u vin birn quy ph4m ph6p lu{t cira co quan

c6 thAm qryen a,rq" sria d6i, b6 sung ho{c thay th6 thi thuc hiQn theo v6n bAn

m6i; nhirng nQi dung c0a Quy ch6 ndy kh6ng cdn pht h-o-p dugc 6p dpng theo quy

dinh cta vin b6n c6 hiQu lgc ph6p ly cao hon'

3. Truong hqp ph6t sinh vuong mic hoSc cAn diAu chinh, b6 sung Quy ch6'

t6 quin li, rn, ;ap ;h6t vir lrru trft bing c6 tr6ch nhigm t6ng hqp, b6o c6o Higu

,*ong *.rn x6t, quy6t dinh sira d6i, b6 sung cho phir hqp v6i quy dinh cta phrip

luflt vd y6u cAu quirn lj cta nhd truong.

4. C6c Ph6 Hieu trudng, t6 qu6n li, in, c6p phrit vd luu trir bing' c6c t6

chuy6n m6n, tO vdn phdng, gi5o vi€n, nhAn vi6n vd c6c t6 chric' c6 nhdn c6 li6n

quan chiu trrich nhiQm thi hdnh Quy ch€ ndy'/'


