
a SO GIAO DUC & DAO T4O HA NOI
TRTIONG THPT LT VAN THITM

ceNG HoA xA nqt cuu Ncnilvtpr nltvt

QUYETEINH
Hrpu TRTIONG TRUONG rnpr r,0 vAN rnffivt

Cdn ct Lu{t.Ti6p c6ng den se, 42l2Ol3lQHl3 ngdy 25llll20l3; Luit Khitiu n4i ngdy

llllll2}ll;Luit T6 c6o ngdy 1216/2018 LuAt phdng, chdng tham nhfrng ngdy 20llll20l8;
Can cr?Ngh! dinh sO 64120144'{E-CP ngdy 261612014 c0a Chinh phri Quy tlinh chi ti6t

thi hAnh mQt sO di€u cria Luft Ti6p c6ng din;
Cnn crl Nghi dinh sd 124/2020ND-CP ngdy 1

ti6t m6t s6 ditu va biQn phap thi hdnh Luit khitiu nai;

D6c lip - Tu do - Hanh phric

56:O7/QD-LVT Ha NA| ngdy 20 thdng 09 ndm 2025

9110/2020 cria Chinh phri Quy dinh chi

Ban hirnh NQi quy ti0p c6ng ddn cta truong THPT L0 Vdn Thi6m ndm hgc

Ban Giiim hiQu, Td ti6p ddn ctng Vdn phdng trudng vd cric t6 chric trong nhd
an c6 tr6ch nhiQm thi hdnh quy€t dinh ndy. Quy t5t hiQu h,rc k6 ttr ngiy

G

Can cu Nghi dinh s6 3 I /20 I 9,NE-CP ngdy 10/412019 cria Chinh phn Quy tlinh chi
mQt stl ili€u vd biQn ph6p t6 chric thi hinh Luit t6 c6o;

. Can crl Nghl dinh s6 59/20l9A,lD-CP ngdy 0l/7 /2019 cta Chinh phi Qgr ttinh chi
mgt sti didu vd biQn ph6p thi hdnh Luflt Phdng, ch6ng tham nhfrng tlugc sria d6i, b6 sung

Nghi dinh s6 134/202I,rI.{D-CP ngdy 3011212021 cta Chinh phi;
C[n cri Luflt Gi6o dqc n[m 2019;Cdn cri Thdng tu s63zlzOzolTT-BGDDT ngdy

l5l9l202} cta B0 Gido duc vir Edo tao ban hdnh Di6u lQ Trudng THCS, THPT vd Trudng
ph6 th6ne c6 nhi6u cAp hoc;

Thgc hiQn k€ ho4ch gi6o duc ndm hgc 2025-2026 cria Trudng THPT LC Vdn Thi6m,

QUYNTDINH

Di6u l
2025-2026.

Di6u 2.
trudng li6n qu
k!./.

Noi nhQn:
- Nhu Di€u 2;
- Website lrubng, Doan TN;
- Ltru: VP
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Ner euYrrrpc6Nc uAx
(Ban hdnh kim theo Quy& dinh sii OZtgO-Uf ngdy 20/09/2025 cia Hi€u truhng vi viQc

Ban hdnh Noi quy fi6p c6ng ddn cila Trrdng THPT LC Vdn ThiAm)

Di6u t. otii tuqng 6p dgng
l. NQi quy ndy r4p dpng vdi mei CBGV - NV, hqc sinh, dai diQn don vi,_d4i di€n t6 chtic

thuQc Truong THPT LO Vin Thi€m; c6 nhdn, dai di€n co quan li€n quan dtin c6c ho4t dQng

cria Trudng (sau ddy ggi chung ld c6ng ddn).
2. Ngudi dugc phin c6ng nhiQm q tiOp cdng ddn cta Trudng.

Di6u 2. Quy6n vA nghia vg cta c6ng dAn iISn khi6u n4i, t6 crlo, ki6n nghi, phin 6nh
1. Quyin crta cilng din:
a) Trinh biy v6 nQi dung khi0u n4i, t6 ciio, ki6n nghi, phin 6nh;

b) Duqc hu6ng d6n, gi6i thich vd nQi dung li€n quan diin khiilu n4i, t6 c6o, kitin nghi,
phnn 6nh cria c6ng ddn;

c) Khi6u n4i, t6 c6o, kiiin ngh!, phdn 6nh vO hdnh vi vi pham ph6p luft cta ngudi tiilp
c6ng din;

d) Nh{n thdng b6o vC viQc. ti6p nh{n, k6t qu6 xri l;i khi6u n4i, td c6o, ki€n nghi, phan rinh; 5
e) Truong hqp ngudi khi6u n4i, td ciio, ki0n nghi, phAn 6nh kh6ng sri dpng thdng th4o \

titing ViQt thi c6 quy6n sri dpng nguoi phi6n dich; 
.f) C6c quyOn khric theo quy <linh cria phrip luft vC khiOu nai, t6 crio.

2. Nghia vqt cfia cdng.ddn:
a) Trang phqc chinh t6; n€u 16 hq t6n, <lia chi, xu6t trinh gi6y td tty thAn (thd cdn c

c6ng d6n hoflc gi6y td tty thdn khric) vd giAy ty quy6n (n6u dugc iy quyAn);
b) C6 thAi dQ <iling mgc, t6n trgng tl0i vdi nguoi ti€p c6ng d6n;
c) Trinh bdy trung thuc sU vi€c, cung cdp th6ng tin, tdi liQu li6n quan ddn n$i dung khi6u

n4i, tii c6o, kit5n nghi, phin 6nh; kj ho4c di€m chi xiic nh6n nhtng nQi dung trinh bdy dd dugc
ngudi ti6p c6ng ddn ghi chdp l4i ho4c vii5t don theo hu6ng din cria ngudi ti6p c6ng ddn;

d) Nghi€m chinh ch6p hdnh nQi quy tiOp c6ng d6n; tudn thrl hudng dAn cria ngudi ti€p
cdng ddn vir nhdn vi6n bdo vQ, kh6ng <lugc tu yi di l?i trong khu6n vi€n cta Nhd trudng.

e) Trudng hqp nhi6u nguoi ctng khiOu nai, t6 c6o, ki€n.nghi, ph.an 6nh vd mQt nQi dung
thi ph6i crl ngudi dai dien dC trinh bdy nQi dung khieu n4i,. t6 c6o, ki€n nghi, phAn 6nh;

f) Chiu tr6ch nhiQm trudc Phrip luflt v6 nQi dung khi6u n4i, t0 c6o, ki€n nghi, phin dnh
cta minh;

g) Nghi€m c6m c6ng d6n c6 ciic hdnh vi: gAy r6i an ninh, trat tu,-kichdQng, cu6'ng 6p, du
d6, l6i k6o, mua chu6c ngudi kh6c t4p trung tl6ng ngudi tai dia di6m ti6p c6ng ddn; xuy6n
t4c, vu khdng, de doa, xric ph4m uy tin, danh du cua ngudi ti6p c6ng d6n, ngudi thi hinh c6ng
vu vd Nhd trudng.

Didu 3. Quydn vir nghia vg crfia ngucri ti6p c6ng d6n
l. Quyiq cfia ngudi tidp cing dftn:
a) YOu cAu c6ng ddn cung c6p hq tOn, dia chi, xuAt trinh giAy td tty thdn, gi6y ty quyOn

(truong ho. p dugc riy quyAn); c6 don hodc trinh bdy rO rdng nQi dung khitiu nai, t5 crio, ki6n
nghi, phin 6nh; cung cAp th6ng tin, tdi liQu cdn thi6t cho vi6c ti€p nhfln, thu ly vu vi6c;

b) Y€u cdu ngudi vi ph4m nQi quy noi ti€p c6ng ddn chdm dut hdnh vi vi ph4m; trong
truong hqp cdn thi6t, l{p bi€n bdn v€ viOc vi ph4m vir y6u c6u co quan chr?c ndng xt lf theo
quy dinh cta ph6p ludt.

2. Nghia.vy cfia ngudi fiAp c6ng ddn:
a) Khi ti6p c6ng ddn, ngudi ti€p c6ng d6n phni bio tl6m trang ph\rc chinh t0, c6 <leo th6

ho{c pht hiQu theo quy dlnh;
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b) C6 thai dQ dring myc, t6n trgng c6ng dAn, ling nghe, ti6p nhfln tton khi6u nai, t6 crio,

ki6n ngh!, phan 6nh hoac ghi chdp <tiy<ili, chinh x6c nQi dung md ngudi it6n khi6u n4i, t5 c6o,

ki6n nghi, phdn dnh trinh bay vdo s6 ti6p cdng d6nl
c) GiAi thich, hu6ng dAn cho ngudi d6n khi6u n4i, t6 cdo, ki€n nghi, phin 6nh ch6p hinh

chri truong, duong ldi, chinh s6ch,ph6p luQt, k-6t lufn, quy€t.dinh gi6i quydt dd c6 hiQu lyc
ph6p luQtc0a co quan c6 tham quy€n; huong dAn c6ng d6n d€n dtng co quan ho[c ngudi c6
th6m quydn gi6i quy€t;

d). Tr.uc ti6p xti lj.ho{c phAn loai, chuy€n don, trinh ngudi c6 th6m quy6n xt ry ve th6ng
b6o k6t qui xt lj.khi€u nai, t6 c6o, ki€n ngh!, phin rinh cho c6ng ddn;

e) Nghidm c6m ngudi ti6p c6ng ddn c6 ciic hdnh vi: GAy phi6n hi, srich nhi€u hoic cin
tro neudi dOn khi0u nai, td c6o, ki6n ngh!, phdn dnh; Thi0u trrich nhiQm trong viQc ti6p c6ng
ddn; lirm mdt hodc ldm sai lech th6ng tin, tdi liQu do ngudi khi6u nai, t6 ciio, ki€n nghi, phin
6nh cung cAp; Phdn biet ddi xt trong khi tii5p c6ng ddn.

Di6u 4. Cic trrlng hqp tlugc ttr chtii tii6p c6ng dAn
1. C6ng dAn kh6ng cung cap hq t6n, ilia chi, kh6ng xu6t trinh gi6y td tiry thAn, gi6y riy

quyOn (trudng hqp clugc riy quy€n).
2. Neudi trons tinh trang say do dtng chdt kich thich, ngudi mdc bQnh tdm thdn ho{c c6

ddu hiQu bi bQnh tdm thAn hodc m6t bQnh kh6c ldm mdt khd ndng nhdn thric, mdt khi nlng
di6u khi€n hdnh vi cria minh.

3. Ngudi c6 hdnh vi cle dea, xric phqm co quan. t6 chric, don vi, ngudi ti6p c6ng d6n,

ngudi thi hdnh cdng vU ho{c c6 hdnh vi khrlc vi pham nQi quy noi ti6p c6ng ddn.
4. Ngudi khi€u n4i, t6 c6o v€ vu vi€c di gidi quyOt rting chinh sdch, ph6p luit, ilugc co

quan nhi nudc c6 thdm quy6n ki6m tra, rir so6t, th6ng bdo bdng vdn bin vd dd <luqc ti6p, giii
thich, hudng dln nhung v6n cO tinh khitiu n4i, t6 c6o k6o ddi.

5. Nh0ng trudng hqp khric theo quy dfnh cira ph6p lu{t.

Di6u 5. Eja tli6m vh lich ti6p c6ng din
1. Dla.di€m ti6p c6ng ddn: Vin phdng ti0p d6n - Phong QLHS Trudng THPT Le V

Thi€m - Sd di€n tho4i: 024 38772156)
2. Lich ti€p cdng ddn:
a) Tiip cilng rtfrn illnh k): HiQu trudng (ho{c Ph6 hiQu truong tlugc uf quyAn) ti6p c6ng

ddn dinh kj, vdo ngdy 25 hdng thdng, n6u trtng ngdy nghi thi b6 tri ti0p c6ng ddn vdo ngdy
lim vi6c nsav sau d6:

b) Tidp cdng ddn thudng xuyda.' Thuc hiQn trong c6c ngdy ldm viQc tt thr? Hai tl€n thri
Srlu hang tuAn( S6ng: tri 08 gid 00 diin I I gid 00; thi€u: tir 14 gid 00 d6n 16 gid 00)

.c) TiAp cOng dfrn ttQt xudt: HiQu trudng quyOt dinh hgn llch cq th6 khi c6 vu vi6c dQt

xuat, phuc tap.

Didu 6. Phin c6ng trdch nhiQm ti6p c6ng dAn
l. Phdng QLHS la don.vi cht tri c6ng t6c ti€p c6ng ddn. Php tr6ch Ptdng QLHS ph6n

cdng ngudi c6 ndng lgc, phAm ch6t, c6 tr6ch nhiQm, c6 kinh nghiQm vd hi6u bitit v€ c6c hoat
tlQng cta Trudng (rl5 tham gia bdi duong ki6n thric, nghiQp vs ti€p cdng d6n) ldm c6ng t6c
ti6p c6ng ddn.

2. C6c.don v!, bQ phfn thuQc Nhd trudng c6 trrich nhiQm ph6i hqp v6i Phdng QLHS trong
cdng tdc ti€p cdng dAn khi dugc Nhd trudng yOu cAu.

3. Ngudi ti6p c0ng dAn, c6ng ddn c6 tr6ch nhiQm thgc hiQn theo dring NQi quy ndy, niSu

vi ph4m tuj, theo mric dQ Truong THPT L€ Vdn Thi6m sE xri ly ho{c chuy€n co quan c6 them
quyOn xri lli theo quy dinh cta ph6p luflt./.
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SO GIAO DUC & DAO TAO HA NOI
TRIJONG THPT LO VAN THII,M

ceNG HoAxA HOr cHU ncnin vl{'r Netr
D6c l6p - Tu do - Hanh nhric

56:08/QE-LVT Hd N|i, ngdy 20 thdng 09 ndm 2025

QUYETDINH
Hrpu TRr.IctNG TRr/C,NG THPT Lt VLN rn$Vt

Cdn cri Luflt Titip c6ng den s6 4212013/QH13 ngdy 25llll20l3; Luflt Khi6u n4i ngdy
1111112011;Lu6t Td c6o ngdy 121612018: Luit phdng, ch5ng tham nhflng ngdy 20llll20l8;

Can ctNghl dinh s6 64120l4ND-CP ngdy 261612014 cta Chinh phri Quy <linh chi ti6t
thi henh mQt sd di6u cta Lu{t Ti€p c6ng din;

Cdn cri Nghi dinh s6 12412O20AID-CP ngity 1911012020 cta Chinh pht Quy dinh chi
tii5t mQt sti di6u ve bign ph6p thi hdnh Luit khi6u nai;

. CancuNghi dinhs63l/201g,O{D-CPngdy l)l4l2}lgcriaChinhphriQuyilinhchiti
mOt s6 tli6u vd bi€n phrip t6 chric thi hdnh Ludt t6 ciio;

Can cr?Nghi dinh s6 59/20l9AID-CP ngdy Oll7l2O19 cta Chinh phti Quy dlnh chi tiiit
mQt s6 ai6u vd biQn ph6p thi hdnh Luflt Phdng, ch6ng tham nhflng tlugc sria ddi, b6 sung bdi
Nehi dinh s6 t :+IZOZ tn ID-CP ngdy 3Ol 12l2o2l cria Chinh phri;

CIn cri Luat Gi6o dgc nim 2019; CFn cri Th6ng tu s6 ZZIZOZOITT-BGDDT ngdy

151912020 cria BQ Gi6o dgc vd Eio t4o ban hanh Di6u lQ Trudng THCS, THPT vd Trudng
phd thOng c6 nhidu.cAp hscr

ThUc hiQn k€ hoach gi6o duc ndm hqc 2025 - 2026 cta Trudng THPT Ld Vin Thi6m,

QUYETDINH

Didu l. Ban hdnh Quy ch6 tii5p c6ng ddn cria trudng THPT Le Vdn Thi6m nEm hgc
2025-2026.

Ei6u 2. Ban Gi6m hiQu, T6 titip ddn ctng Vdn phdng trudng vd c6c td chric trong nhd
trudng li€n quan c6 tr6ch

w.t.

Noi nhfin:
- Nhu Di6u 2;
- Website trudng, Doan TN;
- Luu: VP.

nhiQm thi hinh quy6t dlnh nd 6t dlntr cO hiQu lgc k6 tir ngdy
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errY cHt rrtp cONc oAN
(Ban hdnh kDm theo Quydt ttlnh sii ?9/go-Lw ngay 20/09/2025

cia Trudng THPT Le Vdn ThiAm)

I, QUYDINH CHUNG

Di6u 1. Pham vi didu chinh vi d6i tugng Cp dgng.
1. Quy chd ndy quy ilinh vi6c ti6p c6ng d6n d6n khi6u nai, tO c6o, ki€n nghi, phan 6nh t4i trudng

THPT LO Van Thi6m.
VjQc ti,5p dai diQn cia co quan, t6 chrlc d6n khi6u nai, kiiin nghi, phan.Anh, tiiip ngudi nu6c

ngodi ddn khi6u n4i. t6 c6o, ki6n nghi, phe.n 6nh dugc thuc hi6n nhu cl6i vdi ti6p c6ng ddn.

2. Quy chii niy duqc 6p lung d6ivoi c6n b0, gi6o vi6n, nhdn vi6n thuQc trudng Trudng THPT
L6 Vin Thi6m c6 trrich nhiQm t6 chric ti€p cdng ddn hodc dugc giao nhiQm vq ti6p c6ng din.

Didu 2. Mgc itich crfia viQc ti6p c6ng d6n.

. .1. D6n tiep d6 lf,ng nghe, ti6p nh4n khiOu nai, t6 c6o, ki6n nghi, phan rffi c[ra c6ng din vO c6c
vdn <16 thuQc th6m quy6n giii quy6t cta can bQ, gi6o vi6n, nhdn viOn, phg huynh hqc sinh vd HiQu

tru&ng nhd trudng THPT LO VIn Thi6m d0 xem x6t, giii quy6t theo quy dinh cira phip lu{t.
2. ciai thich, huong d6n cho c6ng dAn vA viQc thgc hiQn khiilu nai, t6 c6o, ki6n nghi, phan 6nh

theo dring quy cllnh cta ph6p luQt.

II. TO CHTIC TTEP CONC NAN

Di6u 3. Trich nhiQm ti5p c6ng din
1. C6c thanh vi6n c6 tr6ch nhiQm t6 chrlc ti6p c6ng din, bao g6m:
a) Ban giem hiQu: Higu trudng, Ph6 hiQu tru<rng
b) Ban chAp hanh C6ng tloan: Cht tlch, Ph6 Cht tich
c) Phdng QLHS: Tru&ng vd ph6 phdng
2. Cric c6n bQ, gi6o vi6n nhi trudng kh6ng thu6c Di6m b vd Di6m c Kho6n 1 Di6u ndy c6 nghia

vu ti6p c6ng den theo y€u cAu crla Hi6u trudng.

Ditu 4. ViQc t6 chric ti6p c6ng din thulng xuy6n cta nhi trulng
ViQc ti5 chrlc titip c6ng ddn tgi Dia diOm tiiip c6ng ddn cria nhA trudng dugc quy dlnh nhu sau:

a) Phu tr6ch phdng, QLHS va ti6p C6ng dan nhd trucrng girip HiQu trudng. t6 chric ti6p c6ng din
thubng xuy6n tai Eia di6m titip c6ng ddn.cria nhd trudng; chir tri t6 chftc, phOi hqp voi c6c CBGY
NV nhd tru<rng trong vi€c ti6p c6ng ddn d6n trinh bdy khi6u nai, t6 c6o, ki6n nghi, phdn 6nh theo quy
tlinh cua ph6p luflt;

b) HiQu truong c6 tr6ch nhiQm cr! c6ng chric, vi6n chirc thUc hign nhiQm 4r tilip c6ng dAn

thudng xuy6n tai Dia di6m ti6p c6ng ddn cta nhi trudng de ti0p nhfn khiOu nai, tO cao, ki€n nghi,
phan ffi thu$c pham vi quan lf cta nhi trudng;

Didu 5. Hipu tru&ngti5p,c6ng din
1. Hi6u truOng tryc ti0p ti€p c6ng ddn dinh kj,vdo thu tu hdng tuAn tai Dia di6m ti6p c6ng din

crla nhi trudng; trong trudng hqp ngdy ti6p c6ng ddn dinh kj, cta HiQu trudng dugc phin c6ng trung
vdo ngiy nghi, ngdy 16 thi thuc hiQn vdo ngdy lim viQc tiiip theo. Tru&ng hqp kh6ng th6 thgc hiQn

viQc tiZp c6ng d6n theo lich dd c6ng bO vi lf do khrlch quan thi c6 thA lti lich titip c6ng ddn sang thdi
gian kh6c.

2. Ngoii thoi gian ti0p c6ng dan dinh kj,hnng tudn, HiQu trudng trgc ti6p ti6p c6ng dAn dQt

xuAt trong c6c trudng hqp sau tlAy:

a) Vu viQc gay get, phtc tap, c6 nhi6u nguoi tham gia, li€n quan d6n tr6ch nhiQm cria nhi6u can

bQ, gi6o vi6n, nhdn- vi0n vir hoc sinh nha trudng;
b) Vp viQc niiu kh6ng chi d4o, xem x6t kjp thdi c6 thd gdy ra hfu qud nghiCm trqng ho4c c6 thii

d6n dtin hty hoai tai san cta Nha nu6c, cira tflp th6, x6m hai ct6n tinh m4ng, tii san cira nh6n dAn, Anh

huong d6n an ninh, chinh tri, trat tu, an toan xa hQi.

Dilu 6. Nguli thqc hiQn nhiQm.vg ti6p c6ng din
L Ngudi thUc hiQn nhi6m vp ti0p. c6ng ddn ld c6ng chric, vi6n chuc thuQc bi6n chd cira nhd

trudng c6 dt ti6u chuAn theo Khoan 1 Di6u 34 Luft Ti6p c6ng ddn, dugc HiQu trudng nhh trudng giao
ldm nhigm vq ti6p c6ng dan tai Dia diem ti6p c6ng d6n (sau cliy gqi chung ld nguoi ti6p c6ng dAn).

2. Ngudi ti6p c6ng ddn gdm:
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a) Ngudi ti6p c6ng ddn thudng xuy€n;
b) Nguoi ti€p c6ng ddn khi tlugc giao.

Dilu 7. Thiri gian, dia ifi5m ti5p c6ng dAn
1. ViQc tiiip c6ng ddn du-o. c thsrc hiQn tai Dia diem tiiip c6ng ddn ld Vdn phdng tiiip dAn nht

trudng, trong gid hdnh. chinh vdo c6c ngiy tt thrir Hai d6n thri Sdu trong tuan, tru trudng hqp d$t xuAt

do ngudi c6 thAm quydn. quy€t dinh.
2. Tai Dia di6m ti6p c6ng dAn, phdi ni6m y6t NQi quy ti6p c6ng ddn, Lich ti6p c6ng ddn, huong

ddn vdi quy trinh ti6p c6ng d6n, quy trinh gi6i quy6t khiiiu nai, t6 c6o, kitln nghi, phin 6nh vA c6c

th6ng tin theo quy dfnh tai Khoan 1 DiAu 13 Quy ch6 ndy.

III, TRICH NHIEM CUA HIPU TRIJONG VA NGI-rOI TIEP CONG DAN

Ei6u 8. Trich nhi$m cria Hipu tru&ng ti6p c6ng din
I . Hi6u trucrng ti6p cdng ddn c6 nhi6m vu:
a) Ld dAu mOi titlp xric d6 nim 16 muc ttich, y€u cAu, nguydn vong cta nguoi d6n khiilu nqi, t6

c6o, ki6n ngh!, phan dLnh, ghi vdo s5 theo d5i ti6p c6ng ddn theo quy dinh; thUc hign viQc didu phiii
ho4t tlQng tiiSp cdng din cua nhd trudng tai Dia di6m ti6p c6ng dAn;

b) Gini thich, hunng d6n cho nguoi dtin khi6u n4i, t6 crio, kitln nghi, phan rffi ch6p hdnh chir
truong, dudng l6i, chinh sdch, ph6p lu{t, ktit luQn, quyiit dinh gidi quytit <ta c6 hiQu lgc ph6p luflt cta

,.,i ,}'

co quan c6 thdm quydn; huong ddn ngudi khiOu n4i, t6 cdo, ki6n nghi, phan rlnh tl6n clring co quan
ho{c ngudi c6 thim quyAn gidi quyiit;

c) Hudng dAn ngudi diin khitiu n4i, tii crio, ki6n nghi, phin rinh vi6t don khi6u n4i, tti c6o, ki6n
nghi, phan 6nh theo quy tlinh.

Trong trudng hqp ngudi d€n khi€u nai, t6 c6o, ki6n nghi, phan 6nh trinh bdy tryc ti0p, ngudi
tiilp cdng ddn thudng xuy6n ghi ch6p dAy dri, trung thgc, chinh x6c n6i dung khi6u n4i, ti5 c6o, kitin
nghi, phan rinh do h9 trinh bdy, nQi dung ndo chua 16 thi dd nghi hq trinh bdy th6m, sau d6 doc l4i
cho c6ng dAn nghe vi d6 nghi ho kli t6n hodc di6m chi xdc nhdn vdo vdn bin;

d) Hucrng din c6ng dAn cu d4i diQn trinh bdy nQi dung khi6u nai, t6 c6o, ki5n nghi, phin 6nh
trong truong hqp c6 nhi6u nguoi d6n khi6u nai, t6 c6o, ki6n nghl, phan anh v6 cung mQt nQi dung;

d) Huong ddn c6ng din vi6t thinh don c6 nQi dung khi6u n4i, t6 crio, kitin nghi, phan 6nh ri6ng
trong trudng hqp don c6 nhi0u n6i dung;

e) Truc tii5p xri lf ho{c phin lo4i, chuyiin don, trinh nguoi c6 thAm quydn xri lf khi6u nai, t6
c6o, ki6n nghi, phin anh; th6ng b6o kiit qud xri l! khiiiu nai, t6 crio, kitin nghi, phan 6nh cho c6ng
ddn;

g) Git bi mit ho t€n, dia chi, btt tich ngudi t6 c6o trir khi ngucri t6 c6o ddng j c6ng khai; kh6ng
tlugc ti6t lQ nhirng th6ng. tin c6 h4i cho ngudi t6 c6o; 6p dpng ho{c brio c6o ngudi c6 thAm quy6n 6p
dung nhiing biQn phrip cAn thi6t dd bdo vQ ngudi td c6o, ngudi thdn thich cria ngudi t6 c6o theo quy
dinh cta ph6p lu@t;

h) Lip Gi6y biCn nhQn theo miu thdnh 02 ban, ghi l4i t6n c6c th6ng tin, tdi liQu, bang chung da
nhan, tinh trang th6ng tin, tii liQu, bing chrmg vd dii nghl nguoi khi6u n4i, tii c6o, kiiln nghi, phAn

rinh kf vdo Gi6y bi6n nhAn, giao 01 bdn cho ngudi.khi6u nai, tO c6o, ki6n nghi, phan anh,0l bdn dua
vdo h6 so (ri6ng trudng hqp ti6p nh{n t6 cdo, Gidy biOn nhfn duo.c lfp th6m 01 ban de ngudi ti6p
cdng d6n I

i) Khi c6 vy viQc khi6u n4i, t6 c6o cl6ng nguoi, phuc t4p thi b6o c6o Thanh tra Phdng GD&DT
huyQn tl6 xem x6t, giii quyOt theo quy dinh;

2. HiQu tru&ng ti6p c6ng din thuimg xuy6n c6 quydn:

. a) YCu cdu nguoi d6n khiilu nqi, td cdo, kilin nghi, phnn 6nh n6u 16 ho t€n, tlia chi vA xu6t trinh
giAy td tu! thdn, giAy iy quydn (n€u c6) theo quy dinh.cta ph6p lu4t;

b) Yeu cdu luflt su ho4c trg gitp vi6n ph6p li xuat trinh the luAt su, thd tnr girip vi6n ph6p lf vi
gi6y riy quyAn khi6u nai trong truong hqp ngudi khi6u nai riy quydn cho lu{t su hodc trg girip vi0n
phip lf thgc hicn viQc khi6u nai;

c) Y6u cAu c6ng ddn trinh bdy rd rang nQi. dung khi6u nai,.t6 c6o, ki6n ngh!, phan rinh trong
trudng h-q p h9 kh6ng c6 tlcrn; tl6 nghi c6ng ddn vi6t l4i don ho{c vi6t b6 sung vdo don nhung nQi dung
chua 16, cdn thi6u n€u don kh6ng 16 rd,ng, chua tliy dit; y6u cdu c6ng ddn cung cAp th6ng tin, tdi li6u
cAn thi6t cho viQc ti6p nhan, thu l;i vu viQc;

1c
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d) Tu ch6i tiilp nhfn nhtng nQi dung mir c6ng ddn dtin khi6u.nai kh6ng thuOc thim quyAn quan

lj nhd nuoc cua nhd truong, d6ng thoi hunng d5n c6ng d6n khi6u nai diin dung co quzu-r c6 thAm
quy€n gidi quy6t theo quy dinh cta phrip ludt;

d) YOu cAu nguoi vi pham NQi quy tiiip c6ng ddn chAm dut hanh vi vi ph4m; dd nghi BAo vQ

nhe truong c6 biQn ph6p git gin an ninh, trat tU,tai Dia <Ii6m ti6p c6ng d6n vd bdo <lim an todn cho
c6ng chric thqc hiQn nhi0m vu ti6p c6ng ddn, n6u can thi6t lflp bi6n ban v6 viQc vi phgm, <l6ng thoi
b6o c6o ngay Thanh tra ph6ng GD&DT dd ph6i hqp chi dqo klp thdi vi ydu ciu co quan chirc ntrng
xrl lj theo quy clinh cta ph6p lugt.

Didu 9. NhiQm vg, quydn hpn cira ngutri tiSp c6ng din khi tluqc giao
l. Ng.udi ri1p c6ng ddn khi dtro,,c giao cd nhiQm v4:
a) Ti6p c6ng ddn d6n khi0u nai, t6 ceo, ki6n nghi, phan 6nh khi duo. c giao;
b) Ling nghe, gidi thich, huong din, ghi ch6p diy di n$i dung ti6p c6ng ddn theo quy dinh;
c) O6i voi c6ng din d6n khitiu nai, tt5 c6o, kiiln ngh!, phin rinh c6 nQi dung thuQc thAm quydn

gidi quy6t cta Hi6u trudng don vi minh thi b6o c6o HiQu trudng don vi minh tlii xt lj kip thdi theo
quy tllnh cta ph6p lu{t;

d) T6ng hqp, b6o c6o c6c trudng hqp c6ng dan d6n khi6u nai, t6 c6o, ki€n nghi, phan 6nh thuQc

"* ;i[:";'f":.? 4r quy crinh t4i c6c Di6m c, d, cr, h vi k K]roan I DiAu 8 Quy ch6 ndy.

.2. NgrAi tidp cang ian khi duqc giao cd cdc quyin quy ctlnh tai cdc Diil a, b, c, i vd e Khodn d
2 Diiu 8 Quy ch6 ndy. .\

Didu l0..Trang phgc, th6i il$,cfra ngutri ti6p c6ng d6n .!!l
l. Khi ti6p c6ng ddn, ngudi ti6p c6ng ddn phdi bdo dAm trang phyc chinh td, c6 tleo th6 cbng '/rt

chrlc, vi6n chuc hodc phi hi6u theo quy tlfnh. V
. 2. Nguoi tit5p c6ng ddn phdi c6 th6i dQ dung.muc, t6n trqng c6ng d6n, lang nghe, tiep nhQn don

khitiu nai, t6 c6o, ki6n nghi, phan 6nh; ghi chdp dAy dt, chinh xric n6i dung md nguoi diln kai6u nai,
t6 c6o, ki6n nghi, phan 6nh trinh bdy.

IV. HO4,T DQNG TIEP CONG DAN

Didu 11. C6ng b6 thdng tin vd viQc ti6p cdng din
l. Phg tr6ch phdng tiiip c6ng ddn nhd.trudng c6 trrich nhiOm ni6m ytit c6ng khai th6ng tin vd

.^ .!,
viQc ti€p c6ng ddn c[ra nhi trudng tai Dia di6m ti6p c6ng ddn cta trudng vO c6c n6i dung sau tl6y:

a) Noi ti6p c6ng ddn;
b) Thdi gian ti6p c6ng dAn thudng xuy0n;
c) Lilh ti6p c6ng ddn cia HiQu truong; thanh phAn tham du vd du ki6n n6i dung ti6p c6ng ddn

cfra c6c bu6i tiOp c6ng dAn dinh k].
2. Llch tiiip c6ng d6n quy tlinh t4i DiAm c Khoan I DiAu ndy duo. c ni6m ylit ctr6m nhdt la 03

ngiy ldm viQc, tru6c ngdy ti6p c6ng d6n.

Dilu 12. Quy trinh ti5p nhin vh xfr tj but6rc dAu khi6u n4i, t6 c6o, ki6n nghi, phin 6nh.
l. Khi c6ng din clCn khiCu nai, t6 c6o, ki6n nghi, phan 6nh, ngudi ti0p c6ng ddn c6 trdch diQm

d6n titip, yOu cAu h9 n6u 16 ho t6n, dia chi hoec xu6t trinh gi6y to tiry thdn, giSy riy quyiin (n6u c6);
titip nhfn don khi6u n4i, t6 crio, kiiin nghi, phan 6nh ho{c hudng d6n ngudi d6n khiiiu nai, t5 crio, ki6n
nghi, phan 6nh trinh biy nQi dung vp vi6c.

2.. NQi dung trinh bdy phni dugc ghi.vdo 56 titip c6ng d0n. Trucrng hqp ngudi dtin khi6u nai, t6
c6o, ki6n nghi, phan 6Lnh chua c6 don khitiu nai, t6 c6o, ki6n nghi, phan dnh thi ngudi ti6p c6ng ddn
hudng dAn vi6t clon hodc ghi lqi dAy dt, chinh x6c nQi dung khitiu n4i, t6 c6o, kitin nghi, phan 6nh
bAng van bin vd ydu cAu ho k! x6c nh{n hodc di6m chi; trudng hqp nQi dung trinh bdy chua 16 ri,ng,
dAy dri thi ngudi ti6p c6ng din dd nghi nguoi dtln khiilu nai, t6 c6o, kitln nghi, phan 6nh trinh bey bo
sung hoic b6 sung tdi li6u, chung ct.

3. Trucrng. hqp trong alon vta * nQi dung,khidu.nai, vtra c6 nQi dung t6 ctio, ki6n nghi, phin
rinh thi nguoi tiOp c6ng ddn huong d6n nguoi tl6n khi6u nai, t6 c6o, kiOn ngh!, phan tffi viet thinh
don ri6ng tlO khi6u n4i, t6 c6o, ki6n ngh! hodc phan 6nh v6i co quan, t6 chfc, don v! c6 thdm quy6n

theo dring quy <l!nh cta ph6p luft.

Didu 13. Phin lo4i, chuy6n nQi dung khi5u n4i, t6 c{o, ki6n nghi, phin 6nh il6n co quan,
ngudi c6 thim quy6n thg lf, girii quy6t
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L Ngudi ti6p cdng dnn phin loai, chuy6n nQi dung khi6u nai, t6 c6o trong qu6 trinh ti6p c6ng

din nhu sau:

a) Trudng hqp khi6u n4i, t6 c6o thu0c thAm quy6n gidi quy6t cira Hieu trudng nhd trudng vi
dt didu kiqn thu li ahi tirip nhAn, thdng tin, tdi liQu, chimg ct kdm theo, tl6ng thdi b6o c6o vdi ngucri

c6 thAm quydn thu lj;
b) trurmg hqp.khi6u nai kh6ng thuQc thAm quy€n giAi guy6t crla H.iQu trudng nhd truong thi

huong din nguoi kt i,iu.nai, <ltin co quan, t6 chric, don vi c6 thAm.quy6n d6 khi6u nai;
-c) 

Truong hqp t6-c6o c6. nQi dung kh6ng thuQc.thdm quyAg gidi quy6t cta HiQu trudng nhe

trudng thi chuy6n dcrn ti5 c6o d6n co quan c6 thim quyi:n giAi quy6t trong thdi han quy djnh;
d) Trudng hqp khi6u n4i, t6 c6o thuQc thrim quy6n giAi quy6t cria HiCu trudng md chua dugc'| ...: ; .. -2 r.

giAi quy€t thi brio crio ngudi c6 thAm quy6n dE y6u cdu co quan, t6 chuc. don vi n6i tr6n giai quy6t

theo quy tlinh;
d) Truong hqp kli6u n4i. t6 crio dd dugc gidi quy6t dring chinh sdch, phdp lu4t thi gidi thich,

huong din d6 nguOi d6n khi6u n4i, t6 c6o ch6p hdnh nghi€m chinh quy6t dinh giAi quy€t khi6u nai.
quytlt dinh 

",i 
t1i nanfr vi vi ph4m bi t6 c6o vi y6u,cAu c6ng dAn ctr6m aut viEc khi6u nai, t6 c6o;

. e) Trudng hqp nh{n tluoc don khi6u n4i, t6 c6o kh6ng do ngudi khiOu n4i,.ngudi t6 c6o tryc
ti6p chuy6n d6n thi thuc hiQn vi6c phAn lo4i vd xri l1i theo quy dinh cta ph6p lu{t vi!: khi6u nqi, t6 c6o.

2. Ngudi ti0p c6ng dAn phdn lo4i, chuy6n n6i dung ki6n nghi, phan rinh trong qu6 trinh ti€p
c6ng dAn nhu sau:

- a) Trudng hqp ki6n nghl, phan rinh thuQc thAm quyin gidi.quytit cira HiQu trudng nhd trudng
thi tiilp nhan th6ng tin, tdi [eu de beo c6o vdi ngudi c6 thAm quy6n xem x6t, gidi quy6t.-D6i 

v6i c6c kiiin nghi, phan 6nh. vd quy dinh hdnh chinh, ngodi viQc xt lli nhu tr6n, cdn th6ng
biio cho Ban thanh tra nhd trudng t16 t6ng hqp, theo d6i, brio c6o theo quy d!nh.

b) Trudng hqp ki6n nghi, phan rinh kh6ng thu6c thim quy6n gidi quyilt,cira Hieu trudng nhe

trudng thi chuy6n don ho[c chuydn bdn ghi lqi nQi dung trinh bdy cria ngudi ki6n nghi, phdn anh dOn

co quan, t6 chr?c, don vi c6 thAm quy6n <16 nghi6n ciru, ti0p thu, xem x6t, giAi quy0t.

Di6u 14. Th6ng b6o k6t quA xir tf .khi6u n4i, t6 crio, ki6n nghi, phin 6nh 
.

Trong thdi h4n 5 ngdy lirm vi6c, kti tt ngdy ti6p nhin.nOi dung khi6u nai, t6 c6o, ki6n nghl,
phAn rimh, ngudi ti6p c6ng ddn c6 trdch nhiQm trd l<ri tarc tirlp hoqc b6o c6o ngudi c6 thAm quydn

thdng b6o bdng vdn bAn tl€n ngudi dE tl6n khi0u nai, t6 c6o, ki6n nghi, phan 5nh vd mQt trong c6c nQi

dung sau ddy.:

l. Khi6u nai, t6 c6o, ki6n nghi, phan anh d5 <lugc thu lf dO gidi quy€t;
2. ViQc xem xdt. khii5u n4i, t6, c6o ae tnp ty can keo dai thoi gian do cAn xric minh thCm theo

quy <linh cta Luat khi6u n4i, Luit t6 ctio;
3. Tt ch6i thu li d6i vdi khi6u nai, t6 c6o kh6ng thuQc thAm quy6n giAi quy6t cria co quan, don

vi minh hoac kh6ng <lir tli6u kiQn thu U;
4. NQi dung khitlu nai, t6 c6o., ki6n ngh!, phan ri.nh dd duoc chuy5n d6n co quan, t6 chric, <lnn

vi, cri nh6n c6 thAm quy6n gidi quy6t.

v. To cHr.Ic rHIJ. c HIEN

Didu 15. Trdch nhiQm cira Phdng QLHS - Vnn phirng nhh trutmg vir Hi$u tru&ng
l. Phdng QLHS - Vdn phdng trudng gitp HiQu truong qu6n l! c6ng tric ti6p c6ng dAn cira nhd

truong; Phdng QLHS chi tri, ph6i hgp vdi HiQu truong t6 chric viQc ti6p c6ng ddn; theo ddi, kiOm

tra, d6n cl(ic, y€u cAu HiQu trucrng BQ thgc hiQn nghidm tirc Quy ch6 ndy.
2. Hi6u tru&ng trong pham vi tr6ch nhiem cria minh c6 tr6ch nhiQm thgc hiQn nghi6m ttc Quy

ch6 nAy, ph5i hqp voi Phdng QIHS trong c6ng tric ti6p c6ng dan t?i nha trudng; tlinh kj, hing thang,
quf, hqc kj, ndm ho{c tlQt xudLt brio cdo BGH bing vnn ban vA kCt qud c6ng tdc titip c6ng ddn cta
nha trudng theo quy dinh.

Didu 16. Khen thu&ng vir xrfr lf vi ph4m

_ C6n bQ, c6ng chric, vi0n chuc thuQc Truong THPT L€ Vdn Thi6m c6 thinh tich trong cdng tdc

tii5p c6ng dAn <lugc bi6u duong, khen thuong klp thdi; ni5u vi pham cric quy dinh cria Quy chii niy thi
tuj, theo tinh ch6t, mric dQ se bi xft lj theo quy dinh cta phrip luAt./.
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SO GIAO DUC & DAO TAO HANOI CQNG HOAXA HOI CHU NGHIAVIETNAM
TRIJONG THPT LE VAN THIEM D6c lin - Tu' do - Hanh ohirc

56: l9l KH-THPTLVT HA NAi, ngdy2} thdng 09 ndm 2025

KE HOACH
Thgc hiQn ti5p c6ng d6n vi giai qry5t khi5u n4i. t5 c6o

Nim hoc 2025 - 2026

I

CEncriLu4tTi6pc6ng dens642lzOl3/QH13ngdy,25 l|ll2}l3;LufltKhi{lun4ingdy
lllll/2011;Lu0t T6 c6o ngdy 121612018: Luft phdng, ch6ng tham nhtng ngdy 20llll20l8;

Can cri Nghi dinh sO 64120I4/ND-CP ngiry 261612014 cria Chinh phri Quy ilinh chi

ti6t thi hanh mQt s5 di6u cira Lu{t Ti6p cOng ddn;

Cin cri Nghi dinh s6 124 I2O20A{E-CP ngdy 19 I l0 12020 cria Chinh phri Quy dinh chi

ti6t mQt s6 didu ve biQn ph6p thi hdnh Lu|t khii5u nai;

Cdn cr? Nghi dinh s6 3ll201g/I\{D-CP ngity 101412019 cta Chinh phri Quy dlnh chi

ti6t mQt s6 dii,u va biQn phrip t6 chric thi hdnh LuQt t6 c6o;

Cdn cr1 Nghi dinh sO 59/20194{D-CP ngity 011712019 cta Chinh phri Quy dinh chi

ti6t mQt s6 AlCu u-a UiCn ph6p thi hanh Luflt Phdng, chting tham nhing <lugc sta d6i, b6 sung

bdi Nghi dinh sO 134/202IND-CP ngiry 3011212021 cta Chinh phri'

Truong THPT LO Vhn Thi€m x6y dgng K€ ho4ch thuc hiQn ti6p c6ng ddn, gi6i quytit

khi6u nai, t6 c6o (KN, TC) ndm hqc2025-2026 nhu sau:

r. MUCOiCnvtU CAU
1. Mgc tlich

- Nham t6 chuc t5t c6ng tric ti6p cdng drin vd girii quy6t KN,.TC.d6ng thdi t4o sg chuy6n

bi6n tich cuc trong nhdn thric vd hdnh dQng cria CBGV-NV vC m6i quan hC mat.thi6t gi[a
nhir trudng vdi nhdn dAn vd hgc sinh trong c6ng t6c ti6p c6ng dAn d0 gi6i qPyCt KN, TC

nhim ngai ngria h4n ch6 ph6t sinh KN, TC tqi nhAr truong gop phingifi virnC 6.n dinh chinh

tri trat tu an todn xd hQi, tAo mdi trudng thu{n lqi d6p rmg nhu cdu phAt trien sg nghiQp

GDDT cta Truong THPT L6 Vin ThiOm.

- Hudng dAn c6ng ddn, CBGV -NV thuc hiQn quyAn KN, TC vi nghia vu cria ngudi KN,
TC theo tfting quy dinh cta phdp lu$t.

- Tii5p nhin c6c th6ng tin, ki6n nghi, phdn rinh, g6p f vA nhirng v6n aC cO li6n quan tl6n

cht truong, <Iuong l6i, chinh siich cta Dang, phriLp lu4t cta Nhi nu6c, cdng tdc di€u hanh

cia nhd truong .

- Ti6p nhdn ciic KN, TC, kii5n nghi, phin 6nh thuQc thAm quyAn gi6i quy6t cta nhd truong
ae gieu tru&ng xem x6t, giAi quy6t ho4c tri ldi c6ng ddn theo quy dinh Ph6p lu{t.

2. Y6u cAu

- Thgc hiQn cdc quy dinh cia ph6p luat vd KN, TC d6ng g6p tich cqc vd c6 hiQu qui vdo
.a .

viQc han chd vir ngdn ngta ph6t sinh KN, TC:

- KiQn todn <IOi ngfr CBGV-NV ldm c6ng t6c ti6p c6ng ddn, giii quyiit KN,TC c6 phAm

ch6t d4o dric t(lt, c6 ki6n thric ph6p lu!t, c6 khi ning huong d6n giii thich thuytlt phpc di3

cdng dAn hi€u vd chdp hdnh dfng ph6p luflt.

- Qu6 trinh t6 chric thgc hiQn phii so ktit rut kinh nghiQm kip thdi nhirng m{t ldm dugc,
chua lirm dugc vir d0 ra nhiOm vu k€ hoach gidi quy6t KN, TC cho thdi gian ti6p theo.

(



- T6 chtc titlp cdng ddn chu d6o d6m bdo c6c thri tqc cAn thi6t, tao thufln lgi cho c6ng ddn

thr;c hiQn quy-Cn fN, TC, ph6n iinh, quan-t6m viQc giAi quy6t KN, TC ngiy tir co s&, h4n

chti tlnh trang fN, TC vugt c6p, kh6ng di3 ph6t sinh khitiu ki€n ddng ngudi, kdo ddi, phr?c

tep.

II. NQI DUNG

1. Hoirn thiQn t6 chrlrc, bQ miy ti6p c6ng dAn

- HiQu truong vd ban ch6p hdnh cdng doan thenh t{p tO titip cdng d6n vd b6 tri CBGV-NV
lirm nhiQm vu ti€p cdng ddn.

- T6 chric thr,rc hiQn viQc titip cdng ddn theo quy dinh.; xdy dgng vd ban hdnh quy chii nQi

quy ti6p cdng dAn t4i co quan; chi dao t6 chric viQc ti€p c6ng d6n t4i phdng ti6p c6ng d6n

cia nhe trudng.

- Thdi gian hoin thirnh trong th6ng 0912025

2. T6 chric ning cao hiQu qui c6ng tdc fi6p c6ng din, xir lf, gi6i quy5t don thu KN, TC

- T6 chric thUc hi€n viQc tiiip c6ng d6n theo quy dinh bi5 tri noi tiiip c6ng dAn tlim bio
nhirng didu kiQn cin thitit, b6 chi c6n b0 lirm cdng t6c ti6p c6ng ddn c6 ttri ning lgc, phAm

ch6t vd hiiiu bi6t phap luat.

- T6 chric titip c6ng ddn phii ilugc thgc hiQn nghiOm t0c, tham muu xt li tlon thu KN,TC,
ph6n rinh cia c6ng dAn tlim bio chinh x6c, kip thdi, dring quy d!nh.

3. Tgp trung giii quy6t cic vp viQc t6 c6o theo thAm quyAn

- T{p trung giii quyiit kip thdi, tltng phrip luflt c6c vu viQc KN, TC thuQc thAm quydn,

t<trOng OC *Ay ia tint tr4ng KN vuot c6p; Ban ch6p hdnh Cdng doin chri d0ne ph6i lrsp vOi

HiQu tru&ng gi6i quy6t kip thdi dring quy ilinh vdi don thu KN, TC thuQc thdm quy€n duo. c
giao.

- Tfp trung thgc hiQn nghi€m tric c6c quy6t dinh gi6i quy6t KN, k6t-luan. quy6t airn *,i ly
td c6o c6 hiQu luc phrip luflt, truong hqp c6 vudng m6c vuot quri thAm quy6n thi phii b6o

c6o kip thdi ngudi c6 thAm quy€n xt l;i.
4. Phi6i nqp trong xfr lf cic vg viQc vuqt cAp

Khi c6 khi6u kiQn vugt cAp phdi ptrOi hqp co quan chric ning li6n quan tryc tiiip,
tuy6n truy6n, vfln tlQng, thuy6t phuc c6ng ddn trd v€ dla phuong gi6i quy6t; d6ng thdi phii
ti6n hdnh giAi quy€t nhanh. ch6ng, kip thdi, dut <ti6m n6i dung khii5u kign cta c6ng ddn,

kh6ng dC kdo dAi, kh6ng d€ c6ng ddn khi6u kiQn vugt cdp. Ddi vdi c6c trudng hqp t6chric
kich dQng, l6i kdo c6ng ddn di khi6u kiQn d6ng nguoi hoflc bi lqi dung khi6u kiQn tl€ g6y

r6i thi trinh c6p tr€n c6 biQn ph6p xri lj nghiEm minh theo quy dinh c0a phrip luflt

ItI. TO CHI.IC THI/C HIEN
l. Sip x6p, uii tri dla tli6m ti6p c6ng dAn c6ng khai

^. , |,
Lich, nQi quy ti0p c6ng d6n; bAng quy6n vd nghia vu cria ngudi khi0u n4i, td crio,

kitin nghi, phan 6nh ; lflp s6 theo d6i ti6p c6ng ddn vir thuc hiQn dring huong din quy trinh
titip c6ng ddn.

2. Thhnh tfp t6 Ti6p c6ng dAn, phin c6ng tr6ch nhi$m ti6p c6ng dAn do HiQu tru0ng
Drm T6 tru0ng
2.r. Ong Nguy6n C6ng SO - Hi$u tru0ng - T6 Tru6'ng t6 fi6p c6ng dAn

- DiAu hdnh chung todn bQ hoat dQng cria t6 ti6p dAn.

- 
.t ,i ^- Truc ti6p ti6p cdng ddn tir thri hai d6n thri sdu hdng tuAn theo llch trgc Ban gi6m hiQu;

- Phan c6ng nhi6m vp cdc thdnh vi6n t6 ti6p ddn thgc hi€n nhiQm vu duoc giao theo quy
dinh,
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- Ki6m sodt, kj c6c v5n bin c6 li6n quan dtin ti6p c6ng d6n vd xr! li dor thu cta trudng
Truong THPT L6 V[n Thi€m.

- K1i ban hdnh th6ng b6o phdn c6ng llch t4rc ti6p cdng d6n crla trudng hdng thdng, ho4c

khi co thay d6i vC llch tryc ti€p c6ng ddn crla HiQu trudng khi HiQu trudng di vang kh6ng

tryc theo lich dd ban hdnh theo th6ng b6o.

- TrA ldi c6ng d6n d6i vOi don kh6ng thuQc thAm quy€n gidi quytit cria nhd trudng ho{c
vdn ban truong Aan c6ng ddn d6n co quan c6 thAm quyiin gidi quy6t.

- Chi d4o c6c Ph6 HiQu trutng vn bQ phfn chuy€n m6n, phong QLHS tham muu giii quyiSt

nhtng don thuQc thdm quyOn gi6i quy€t cria nhd trudng.

2.2. Bn Vii Thi Hio - Ph6 HiQu tru&ng - T6 Ph6

- Ctng HiQu truong trgc ti6p c6ng ddn (Theo lich phiin c6ng tryc hdng tudn).

- Chi d4o, giao nhiQm vq ph6n c6ng c6c b0 phan, c6n bQ chuy€n mdn li6n gi6i quy6t <ton

thu cta c6ng din theo linh v.uc phq tr6ch.

- Chi dao c6c ti5 cdng dodn vir I-IBKT C6ng dodn giii quy6t don thu cta trudng trong viQc

gi6i quyilt ilon thu cria t6 chr?c, cdng d6n theo quy <tinh.

- Ky c6c vdn bdn kt5t lu6n, trA ldi ciic don thu dAn thuQc linh vuc minh phu tr6ch theo sg

ph6n cdng cria HiQu trudng.

23. . 6ng Doin M4nh Cuimg - Chn tlch C6ng iloirn

- Tryc titip cdng ddn theo tlinh kj vd thuong xuy€n theo sg phin c6ng cta HiQu trudng nhd

trudng.

- Tham muu cho HiCu trudng, Ph6 HiQu truong nhd trudng trong viQc ti6p nhin, ph6n lo4i
don thu.

- Vio sd nghiQp vu theo d6i quin l! tiiip.d6n, giii quy6t don thu, khiiiu n4i t6 crio. Tham
muu cho Ban Gidm HiQu chi tl4o gidi quy€t theo ifiing quy dlnh ctia ph6p lu{t.

- O6i vOi nQi dung thuQc thim quydn: Tii5p nh4n, vio s6 theo d6i <lon thu theo chric triich,
nhi€m vu dugc nhir truong giao. Lip phi€u nhfn don - h6 so vdi c6ng dAn, t6 chfc.

- OOi vOi nQi dung tlon khdng thuQc thAm quydn: C6 tr6ch nhiQm tham muu vin bin trinh
Ldnh d4o.nhd.truong ph6 duyQt chuy€n ilon ki6n nghi, phin 6nh d6n co quan, don v! c6

thAm quy€n d6 dugc xem x6t, giii quy6t.

-. Halc th6ng, hang quli ho[c dOt xu6t c6 tr6ch nhiQm tdng hqp sO tigu b6o c6o theo y€u

c6u cdp tr€n.

- Thuong xuy€n rir so6t c6c vu vi6c cdn t6n ttgng. c6c vu vi6c mdi ph6t sinh d6 b6o c6o

Ban Gi6m hiQu chi dqo, gi6i quytit kip thdi.

- Thgc hiQn c6c nhiQm vu kh6c do fO truong t6 ti6p d6n ph6n c6ng.

2.4. OngNguy6n Vnn NghiQp - Bi thu Doin trulng
- C6 tr6ch nhiQm tham gia tryc ti6p c6ng ddn ctng tdnh.d4o nhir trudng theo sy phdn cdng
cta HiQu truong dC klp thdi gini d6p, thdo gd nhtng kitin nghi cia cdng ddn. Nhirng viQc

kh6, phric t4p cAn xin j kiiin, beo c6o Ldnh clao nhd truong chi tlao.

- Tham muu vdi ldnh <t4o nhd trulng kip thdi xri ly nhfng ki6n nghi, phAn 6nh cta c6ng

ddn thuQc linh vyc chuy€n mdn dugc giao, tham muu gidi quy€t tr6n h6 so quin ly don,: . .....^ , ).
cung cAp cric tdi liQu, h6 so liOn quan il6 phuc vu cho c6ng t6c hod giAi, gi6i quy€t tlon thu.
Sau t<friio ktit qui chuytin vA UO pfran c6ng dodn d6 tri cho c6ng d6n vd t6ng ho. p b6o c6o.

- Thuc hiQn dAng l6i lich trqc tiilp cdng d6n cria ldnh dao l6n trang th6ng tin diQn fi}trudng,
th6ng b6o t4i noi ti€p c6ng dAn vir c6ng khai d€ CBGV-NV hqc sinh vd nhAn ddn dugc bi€t.



- Thgc hiQn c6c nhiOm vg kh6c do fO truong t6 ti6p ddn phdn c6ng.

2.5.6ng D6 M4nh Htrng

- Theo sg ph6n c6ng cta HiQu truong thulng tryc ti6p c6ng ddn theo dinh k, vd thudng
xuy6n vA c6c nQi dung theo chric ndng, nhiQm vp chuy6n m6n nhd truong da quy dinh.

- Thuong truc d6n titip cdng ddn, tir5p nh{n <lon, thu KN, TC vd tham gia ti6p CMHS, HS

.. . hdng ngiy giii quyOt c6c nQi dung dugc BGH phAn cdng.

- Tham muu giii quytit don thu cria c6ng d6n theo linh v.uc phdng phu tr6ch.

- Th6ng brio lich hgn vd k6t luin cria l6nh dao nhd trudng trong viQc giii quy6t don thu

cho c6ng ddn theo quy d!nh.

- Thpc hiQn c6c nhi6m vu khdc do T6 trudng t6 tit5p ddn ph6n c6ng.

2.6. Bn Trinh Thiry Duong - K6 to6n nhir trudng

- C6 tr6ch nhi€m chuAn bi t6t co s0, vit ch6t phuc vu c6ng tiic tiiip c6ng ddn c0a trudng

hang tuAn vd tiiip c6ng ddn <tQt xu6t.

- Tham mrru xdy dpg lich tryc titip c6ng dAn cta Ldnh d4o vd thdnh vi6n t6 titip ddn theo

dinh ki tuen, thturg.

- ThUc hiQn crlc nhiQm vu khiic do tO truong t6 ti{ip dAn phdn c6ng.

2,7.ilngNguy6n Drfrc Anh - Thu kf t6 ti6p c6ng dAn

- Thu ky cta t6 c6 trrich ptrOl trqp cing nhi trudng trong vipc thlrc hiQn tiiip c6ng din tlinh

k! ve dQi xu6t. Tham muu, dd xu6t giniphdp a,6 qp tnOitnao gd nhirng tton thu kiiin nghi,

pi,e, ,inh, khi6u nai, t5 c6o cta c6ng d6n trong qu6 trinh ti6p c6ng ddn.

- Thgc hiQn c6c nhiQm vu khdc do tO truOng t0 ti6p ddn ph6n c6ng'

3. Thli gian ti6p c6ng din
- Vdo c6c ngdy: tir thri Hai di5n thri S6u hdng tuAn:

+ Bu6i sring: Tt 08 gid 00 d6n 1l gid 00.

+ Bu6i chi€u: Tir 14 gid 00 dtin 16 gid 00.

4. Dia di6m: T4i Van phdng tiiip ddn - Phdng QLHS.
TrCn d6y ln K6 hoach thgc hi€n ti6p c6ng dAn, gi6i quyi5t khitiu n4i, gi6i quytit t6 c6o

nim hgc 2025-2026 cta truongTHPT L€ Vdn Thi€m, trongthdi gian thgc hi€n n€u c6 kh6

khln wong m6c d€ nghi trao d6i ve tO t6p cdng ddn d6 ptr6i hqp gini quy6t./.
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Noi nhdn:
- HQi dlng ffulng(Bc);
- T6 ti6p c6ng d6n(TH);
- Website trudng, Eoan TN,
- Luu: VP.


