UBND TINH THANH HOA CONG HOA XA HQOI CHU NGHIA VIET NAM

TRUONG PAI HQC VAN HOA, Djc 14p - Tu do - Hanh phiic
THE THAO VA DU LICH
S6 1036 /Qb-bDVTDT Thanh Hoa, ngay 23 thang 5 nam 2025
QUYET PINH

Ban hanh Quy dinh vé quan ly hé so nguoi hoc
tai Truwong Dai hoc Van hoa, Thé thao va Du lich Thanh Héa

) _ HIEU TRUONG TRUONG PAIHQC
VAN HOA, THE THAO VA DU LICH THANH HOA

Can cir quyét dinh s6 1221/0D-TTg ngay 22/7/2011 ciia Thii twéng Chinh
phii vé viéc thanh lap Truong Dai hoc Van hod, T hé thao va Du lich Thanh Hod
trén co sé ndang cap Truwong Cao dang Vin héa Nghé thudt Thanh Héa;

Can cir Théng tw s6 10/T 1/2016/BGDDT ngay 05/4/2016 cua Bo Gido
duc va Dao tao ban hanh Quy ché cong tac sinh vién doi voi chwong trinh dao
tao dai hoc hé chinh quy,

Can cir Quyeét dinh s6 58/0P-BGDDT ngay 12/10/2007 ciia Bg Gido duc
va Dao tao ban hanh Quy dinh vé hé so hoc sinh, sinh vién va ing dung cong
nghé thong tin trong quan ly ho so hoc sinh, sinh vién;

- Can cir Nghi Quyé't’so”’ 09/0D-HDT ngay 18/9/2024 cua Hoi dong Trueong
vé \;iéc ban hanh Quy ché To chirc va hoat dong cua Truong Pai hoc Van hoa,
Thé thao va Du lich Thanh Hoa,

Xét d@é nghi cia Truéng phong Cong tac chinh tri - Hoc sinh, sinh vién.
QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy dinh vé quan 1y ho so
nguoi hoc tai Truong Pai hoc Van hoa, Thé thao va Du lich Thanh Hoa.

Piéu 2. Quyét dinh c6 hiéu luc ké tir ngay ky va duoc ap dung tir hoc ky
I, nam hoc 2025-2026.

Piéu 3. Trudng cac don vi co lién quan, toan thé vién chirc, nguoi lao
dong va nguoi hoc cia Nha truong chiu trach nhiém thi hanh Quyét dinh nay./.
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QUY PINH

Vé quén 1y ho so nguwdi hoc
tai Truong Pai hoc Vin héa, Thé thao va Du lich Thanh Héa
(Kém theo Quyét dinh s6 1036 /OP-PVIDT ngay 23/5/2025 ciia Hiéu trudong)

Chuong 1
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi diéu chinh va d6i twong ap dung

1. Vin ban nay quy dinh vé quan 1y ho so nguoi hoc ctia Trudng Pai hoc Vin
héa, Thé thao va Du lich Thanh Hoa, bao gém: Noi dung, hinh thirc céc loai ho so;
viéc 1ap so theo ddi, bd sung va luu trit ho so; ché d6 béo céo; trach nhiém cua céc
don vi va c4 nhén lién quan.

2. Quy dinh nay ap dung ddi véi:

a) Sinh vién hé chinh quy, vira lam vtra hoc, lién thong chinh quy, lién thong
vira lam vira hoc; hoc sinh TCNK; hoc vién cao hoc; nghién ctru sinh.

b) Cac don vi: Phong Cong tac Chinh tri - HSSV, Phong Pao tao, Trung tdm
Gido duc thuong xuyén va dich vy, Phong Thanh tra — Khao thi Pam béao chét
luong gido duc, Phong K& hoach Tai chinh, cac Khoa va céc bén lién quan.

Piéu 2. Giai thich tir ngir

Trong Quy dinh nay, céc tir ngir dugc hiéu nhu sau:

1. Nguoi hoc: Bao gém sinh vién hé chinh quy, vira [am vira hoc 4 nam, lién
thong chinh quy, 1ién thong vira lam vira hoc; hoc sinh TCNK; hoc vién cao hoc;
NCS cua Nha truong.

2. Ho so ngudi hoc 1a hé thong tai liéu tong hop thong tin vé ngudi hoc, phan
anh nhitng thong tin thiét yéu vé ngudi hoc phuc vu quan Iy qua trinh hoc tap, rén
luyén cta ngudi hoc. Ho so ngudi hoc gdm c¢6 hd so cua ting ngudi hoc va hd so
thong ké tong hop vé tinh hinh ngudi hoc; bao gom hai dang: ho so gidy va ho so
dién tu.

3. Dir liéu 1a thong tin dudi dang ky hiéu, chit viét, chir sb, hinh anh hodc
dang tuong tu;

4. Co so dit liéu nguoi hoc 1a tap hop céac dit liéu ngudi hoc duoc sap xép, to
chirc dé truy cap, khai thac, tim kiém, quan 1y va cdp nhat thong qua phuong tién

dién tr (phan mém trén hé thong may tinh va cac thiét bi dién tir khéc).
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5. Trao d6i dir liéu dién tir 13 sy chuyén thong tin tir may tinh nay sang mdy
tinh khic bang phuong tién dién tir theo mot qui dinh da dugc thong nhét vé ciu
trac thong tin;

6. Phan mém quan 1y nguoi hoc 1a chuong trinh tng dung dé quan i nguoi
hoc trong phan mém quan li dung chung ctia Truong Pai hoc Vin hoa, Thé thao va
Du lich Thanh Hoéa dé thuc hién cac cong viéc trong cong tac quan 1y ngudi hoc,
duoc dién dat theo ngdn nglr may tinh co6 thé doc duoc.

Diéu 3. Yéu ciu ciia cong tac 1ap va quan 1y ho so ngudi hoc

1. Bao dam day du, chinh xac va bd sung kip thoi;

2. Nam chéc tinh hinh cua ting ngudi hoc va s lidu thong ké tong hop vé
nguoi hoc cua tung bac, hé, nganh, don vi dao tao;

3. Théng nhét tiéu chi quan 1y, mau biéu bao céo; dé bd sung, d& tim kiém, dé&
Iwru trir; thye hién ché do bao mat thong tin hd so theo quy dinh.

Chuong 2
NOI DUNG VA HINH THU'C HO SO NGUOI HQC

Diéu 4. Ho6 so nhép hoc

Hb so ngudi hoc duoc quan 1y dudi dang van ban gidy (hd so dang vin ban
gidy duoc dung trong bi hd so theo qui dinh ctua Truong Pai hoc Vin hoa, Thé
thao va Du lich Thanh Hoéa) va hd so dién tir (dwoc luu trir dudi dang co so dir lidu
va s6 hoa).

1. Hé so dang vin bén gidy

1.1. P6i véi hoc sinh Trung cdp nang khiéu

1) Hoc ba Trung hoc co sé (THCS): Hoc ba gbc va ban sao hop 18

2) Bang t6t nghiép THCS va ban sao sao hop 18 dbi voi nhitng nguoi da tot
nghiép cac nim trude hoic gidy ching nhan tot nghiép THCS tam thoi d6i véi
nhitng nguoi trang tuyén ngay trong nam tot nghiép (hoc sinh ndp Bang tot nghiép
THCS chidm nhét vao dau nim hoc tht 2).

3) Ban sao Gidy khai sinh;

4) Ban sao Can cudc cong dan con thoi han;

5) Giay to ching nhan duoc hudng ché do wu tién (néu co);

6) Gidy bao trung tuyén hodc Quyét dinh tring tuyén;

7) Thé BHYT: Ban sao hop 1 (néu c6);

8) Ly lich hoc sinh, sinh vién (theo mau chung);



9) Anh 4x6 cm;

1.2. Boi véi sinh vién dai hoc hé chinh quy

1) Hoc ba Trung hoc phd thong: Hoc ba gdc va ban sao hop 18.

2) Bang t6t nghiép THPT va ban sao sao hop 1& dbi véi nhitng ngudi da tot
nghiép cac nam trude hoic gidy ching nhan tét nghiép THPT tam thoi ddi véi
nhitng ngudi tring tuyén ngay trong nam tot nghiép (sinh vién ndp Bang t6t nghiép
THPT cham nhit vao ddu nam hoc thit 2).

3) Ban sao Gidy khai sinh;

4) Ban sao Can cudc cong dan con thoi han;

5) Giéy td chimg nhan dugc hudng ché do uu tién: Ban sao hop 1€ (néu co);

6) Gidy bao trung tuyén;

7) Thé BHYT: Ban sao hop 1 (néu c6);

8) Ly lich hoc sinh, sinh vién (theo mau);

9) Anh 4x6 cm;

10) Giéy xac nhan tam hoan goi nhap ngl dbi véi nam trong do tudi thue
hién nghia vu quéan suy;

11) Pon dé nghi huéng va cam két boi hoan hoc phi, chi phi sinh hoat d6i
v&i sinh vién nhom nganh dao tao gido vién theo Nghi dinh 116/2020/ND-CP ngay
25/9/2020.

1.3. Poi véi sinh vién dai hoc ddao tao theo hinh thirc lién théng chinh quy,
vira lam vira hoc, bc%ng dai hoc thwr 2.

1) Bang tt nghiép THPT: Bén sao sao hop 1é.

2) Hoc ba Trung hoc phd thong hoic twong duwong d6i voi ngudi hoc hé lién
thong vira lam vira hoc tr THPT 1én: Ban sao hop I¢.

3) Bang diém Trung cip hodc Cao dang, Pai hoc: Ban sao hop 6.

4) Bang tot nghiép Trung cip, Cao ding, Pai hoc theo d6i twong dao tao lién
thong: Ban sao hop 1€.

5) Ly lich hoc sinh, sinh vién (theo mau chung).

6) Ban sao Gidy khai sinh hop 1¢;

7) Ban sao Can cudc cong dan;

8) Gidy bao trung tuyén hoic Quyét dinh tring tuyén;

9) Anh 4x6 cm;

10) Thé BHYT: Ban sao hop 1& (néu co)
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11) Quyét dinh cir di hoc ctia co quan noi cong tac (néu co)
1.4. D6i véi hoc vién cao hoc

1) Gidy béo tring tuyén Cao hoc;

2) Quyét dinh cir di hoc ctia co quan noi cong tac (néu co);

3) Bang t6t nghiép Pai hoc: Ban sao hop 18;

4) Bang diém Dai hoc: Ban sao hop 18;

5) So yéu 1y lich.

6) Thé BHYT: Ban sao hop 18 (néu c6);

7) Thé can cudc cong dan: Ban sao hop I¢;

8) Anh 4x6 cm.

1.5. Déi véi NCS

1) Giy bao tring tuyén NCS;

2) So yéu Iy lich;

3) Bang Pai hoc va bang diém toan khoa: Ban sao hop 1¢;

4) Bang Thac si va bang diém toan khoa (khong yéu cau d6i voi nguoi du
tuyén tir bic dai hoc): Ban sao hop 1¢;

5) Bang va bang diém t6t nghiép Pai hoc cac nganh ngdn ngit nudc ngoai
(néu c6): Ban sao hop 18;

6) Vin bang, chimg chi minh chtng ning luc ngoai ngit; Cac bang va bang
diém dai hoc, thac si do co s& dao tao nuée ngoai cép phai dugc cong ching dich
tiéng Viét va ndp kém theo ban cong chirmg Cong nhan vian bang ctua Cyc Quan Iy
chat lugng, Bo Gido duc va Pao tao: Ban sao hop I¢;

7) Cong vin cir di hoc hodc Gidy x4c nhan thoi gian cong tac (néu co);

8) Thé can cudc cong dan: Ban sao hop I¢;

11) Anh 4x6 cm;

10) Thé BHYT: Ban sao hop 1¢ (néu co);

2. Ho so dién tiv

Sau khi hoan thanh thu tuc nhap hoc cho ngudi hoc, Phong CTCT-HSSV tién
hanh s6 hoa hd so ngudi hoc theo cac nguyén tic sau:

2.1. Viéc lap ho so tai liéu dién tr cta ngudi hoc duogc tién hanh song song
v6i ho so dang vin ban gidy, bao dam chinh xac;

2.2. Phan mém quan 1y hd so nguodi hoc 13 md-dun ctia phan hé phan mém

quan 1i ngudi hoc trong phan mém dung chung do Nha trudong xay dung va phat
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trién duoc quy dinh st dung théng nhét trong toan Trudng. Cac don vi, ca nhin
lién quan sir dung phdn mém quan 1y ho so ngudi hoc dé quan 1y, 1ap hd so dién tir
va khai thac thong tin nguoi hoc theo qui dinh;

2.3. Danh muc hd so 1a cong cu can thiét va bat budc phai cap nhat déy du,
chinh x4c vao phan mém quan 1y hd so ngudi hoc. Cac thay ddi vé thong tin cua
nguoi hoc phai dugc cap nhat trén co sé hd so dang van ban giéy va quan 1y theo
quy dinh.

Piéu 5. Hd so' qua trinh hoc tip, rén luyén

Ho so qua trinh hoc tap, rén luyén cua nguoi hoc, gdm:

1. Bang tong hop danh sach nguoi hoc theo bac, hé, nganh, khoa, khoa hoc
gém mot sd thong tin sau: Ho va tén, ma sd ngudi hoc, ngay thang nam sinh, giéi
tinh, ton gido, quéc tich, noi sinh, ho khau thuong tru, doi tuong uu tién, sb6 CCCD,
s6 dién thoai, email; ho va tén, nam sinh, nghé nghiép, dia chi thuong tru, s6 dién
thoai... cta cha (me) hodc ngudi d& dau nguoi hoc;

2. Két qua hoc tap, rén luyén cia ngudi hoc bao gém: diém hoc tap, diém thi
két thuc mon hoc/hoc ph?m, két qua thi, quan 1i dir li¢u va diém rén luyén theo hoc
ky, nam hoc, khoa hoc;

3. Hinh thurc khen thuéng ma nguoi hoc dat dugc trong hoc tap, nghién ciru
khoa hoc va tham gia cac hoat dong phong trao; hinh thirc ky luét va trach nhiém
phap 1y khac ma nguoi hoc bi ap dung;

4. Nhitng thay d6i cua ngudi hoc nhu: sé dién thoai, ho khau thuong trd,
thong tin ca nhan, chuyén nganh, chuyén truong, nghi hoc tam thoi, thoi hoc, bude
thoi hoc...;

5. Viéc vay von tin dung cua nguodi hoc (déi vo1 HSSV);

6. Tinh hinh di 1am thém cta ngudi hoc (d6i véi HSSV);

7. Pia chi noi tr, ngoai tra va viéc chap hanh quy dinh cta nguoi hoc (d6i
vo1 HSSV);

8. Viéc dong hoc phi, tham gia bao hiém y té ctia nguoi hoc;

9. Viéc huong hoc bong khuyén khich hoc tip, hoc bong ngoai ngan sach va
céc ché dd, chinh sach cua nguoi hoc;

10. Viéc thuc hién chinh sach hd tro tién dong hoc phi, chi phi sinh hoat d6i
voi sinh vién PHCQ nhom nganh dao tao gido vién theo Nghi dinh 116 va sinh

vién dao tao nang trinh d6 chuan gido vién theo Nghi dinh 71.
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Diéu 6. Ho so tot nghiép va ho so thdi hoc, bude thdi hoc, chuyén trudong

1. H6 so tot nghiép cta nguoi hoc gdm:

a) Quyét dinh, danh sach coéng nhan t6t nghiép (thong tin nguoi hoc duogc cap
béng);

b) Vin bang, Phuy luc vin bang tt nghiép;

¢) Két qua rén luyén toan khoa hoc ciia ngudi hoc;

d) Cac loai giéy to quy dinh tai muc 1, Diéu 4 cta van ban nay va cac quyét
dinh khen thudng, ky luat, nhimg thay ddi ctua nguoi hoc trong qué trinh hoc tap,
rén luyén tai Truong (thoi hoc, nghi hoc, chuyén nganh, chuyén truong...).

2. Ho so thdi hoc, budce thdi hoc, chuyén truong cua nguodi hoc:

a) Nguoi hoc c6 Quyét dinh thdi hoc, bude thoi hoc, chuyén dén trudng khac
hoc tap mudn rat lai ho so, nguoi hoc phai 1am don (theo mau), c6 xac nhan da
hoan thanh nghia vu tai chinh theo quy dinh dwogc rat lai hd so nguoi hoc;

b) Ngudi hoc ¢ Quyét dinh tiép nhan chuyén vé Truong Pai hoc Vin hoa,
Thé thao va Du lich Thanh Hoéa hoc tip ndp hd so nhip hoc theo Piéu 4 cua vin
ban nay;

c¢) Nguoi hoc da hét thoi gian khéa hoc ma chua du diéu kién xét tot nghiép,
mudn rat lai hd so, nguoi hoc 1am don xin thdi hoc (theo mAu), Nha trudng s& xem
xét ra Quyét dinh cho ngudi hoc théi hoc; ngudi hoc xin rat lai hd so thuc hién
theo muc a, khoan 2, Piéu 6 ctia vin ban nay;

d) Ngudi hoc co Quyét dinh nghi hoc tam thoi khong dugc rut lai hd so nguoi
hoc.

Diéu 7. Ho so dwoc quan 1y dwéi dang vin ban gidy va dién tir

1. H6 so dang van ban gidy

Ho so ngudi hoc dang van ban gidy voi cac ndi dung quy dinh tai khoan 1,
Diéu 4 va Piéu 5 cta vin ban nay duoc quan 1y dudi dang van ban gidy theo quy
dinh.

2. Ho so dién tu

a) Céac ndi dung quy dinh tai Khoan 2, Diéu 4 va biéu 5 cla van ban nay dugc
nguoi hoc khai bao hd so dién tir theo hudng dan. Phong Céng tac chinh tri HSSV
kiém tra, duyét hd so dién tir cua nguoi hoc trén co s& hd so van ban;

b) HO so dién tir dugc dong bo trén phan hé quan li nguoi hoc trong phan

mém quan li ding chung cta Truong Pai hoc Vin héa, Thé thao va Du lich Thanh
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Héa, phong chit Unicode sir dung bd ma chit tiéng Viét theo quy dinh, dam bao dé
dang chay va khai thac dir li€u trén moi1 truong mang LAN, WAN va Internet;

¢) Quy dinh vé ma s6 nguoi hoc: Mdi ngudi hoc sau khi nhap hoc duoc Nha
truong cap mot mi s6, dung lam chuan vé quan 1y nguoi hoc va khai thac thong tin
nguoi hoc theo quy dinh.

Chuong 3
LAP, BO SUNG HO SO NGUOI HQC VA QUY TRINH QUAN Li, LUU
TRU HO SO NGUOI HQC

Diéu 8. Lap ho so

1. Pau khoéa hoc (khi nguoi hoc nhap hoc):

a) HO so ciia nguoi hoc quy dinh tai Diéu 4 cta qui dinh nay dugc lap cho
mdi ngudi hoc sau khi hoan thanh thi tuc nhap hoc (hd so dang vin ban gidy va hd
so dién tir) do phong Cong tac chinh tri - HSSV duyét hd so va tham muu cho
Hi¢u trudng ky ban hanh Quyét dinh cong nhan nguoi hoc; dir 1iéu cua ngudi hoc
duoc dong bo hoa trén phan mém quan 1y thudn tién cho viéc tra ctru va khai thac
thong tin ngudi hoc; nguoi hoc dang nhap cong thong tin ngudi hoc dé kiém tra va
b sung thong tin con thiéu hodc dé xuét stra chita thong tin ca nhan (néu co);

b) Két thuc hoc ky mét cta nim hoc thir nhat, Nha trudng cép nhat, bd sung
day du nhitng thong tin con thiéu cta ngudi hoc vao hd so dang vin ban quy dinh
tai khoan 1, Piéu 4 cta van ban nay;

2. Ho so t6t nghiép cta nguoi hoc quy dinh tai khoan 1, Piéu 6 ciia van ban
nay duoc hoan thién cham nhat 30 ngay sau khi c6 quyét dinh cong nhan tét
nghiép.

Diéu 9. B6 sung ho so

1. Pinh ky: Hinh thirc khen thudng, ky luat dugc bo sung sau mdi hoc ky,
nam hoc va cudi khéa hoc;

2. Thuong xuyén: Trir cac ndi dung quy dinh tai khoan 1 Diéu 9, hd so nguoi
hoc dugc bo sung ngay sau khi c6 thong tin méi phat sinh.

Piéu 10. Qui trinh quan 1y hd so nguwoi hoc

1. H6 so dang vin ban gidy

a) Tiép nhan hod so nhdp hoc: Phong CTCT- HSSV phdi hop véi cac don vi
ddo tao to chirc tiép nhén hd so cta nguoi hoc tring tuyén nhép hoc;

b) Lap danh sach nguoi hoc theo 16p: Phong CTCT- HSSV nhap dir liéu, cp
mi sb nguoi hoc, 1ap danh sach ngudi hoc theo nganh dao tao, chia 16p hanh chinh
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(theo khoéa, dot tuyén sinh), phdi hop véi phong Pao tao du thiao Quyét dinh cong
nhéan nguoi hoc trinh Hi¢u trudng ky ban hanh;

¢) Sap xép hd so ngudi hoc theo 16p: Sau khi c6 Quyét dinh cong nhin ngudi
hoc, phong CTCT- HSSV sép xép, ma hoa hd so, ghi tem nhin, nhap thong tin vao
phan mém quan 1y gdm céc ndi dung: Ho va tén, mi s ngudi hoc, ngdy thang nam
sinh, gidi tinh, ton gido, quéc tich, noi sinh, ho khau thuong tru, dbi tuong wuu tién,
da tot nghiép truong, s6 CCCD, sb dién thoai, email; ho va tén, nam sinh, nghé
nghiép, dia chi thuong trg, s6 dién thoai... cua cha (me) hoic nguoi do dau cua
nguoi hoc;

d) B6 sung hd so, cap nhat thong tin trong qua trinh hoc tap va rén luyén:
Phong CTCT- HSSV phéi hop voi cac don vi do tao thu bd sung hd so con thiéu
(néu c6) va cap nhat cac thong tin ctia nguoi hoc (néu co thay doi), két qua rén
luyén & ting hoc ky, nim hoc, khoa hoc; dong thdi cip nhat vao phan mém cac
Quyét dinh thoi hoc, nghi hoc tam thdi, bude thdi hoc, chuyén truong. ..;

e) Luu trit, bdo quan hd so ngudi hoc: HO so ngudi hoc duge dung trong thi
hd so, mi hoa, sép xép thr tu theo danh sach cua 16p hanh chinh, theo khoa, dot
tuyén sinh hang niam; bao quan trong ti hodc gia dé ho so theo timg Khoa dio tao;

2. Ho so dién tu

Sau khi nguoi hoc dang nhap va khai bao hd so dién tir, phong CTCT- HSSV
kiém tra, duyét va quan 1y, luu trit hd so dién tir theo quy dinh.

Piéu 11. Luu trir va khai thac hd so nguwoi hoc

1. Luu trit ho so

Ho so nguoi hoc duoc luu trir lai phong CTCT- HSSV duéi dang van ban
giéy va hd so dién tir; duoc nha trudong dau tu co s& vat chit, trang thiét bi phuc vu
cho cong tac luu trit hd so dam bao cac diéu kién vé phong chay chita chay, cong
tac luu trr theo quy dinh cia Nha nudc; hd so dién tir cta nguoi hoc duogc s6 hoa
va két ndi véi co so dit liéu ctia phan mém dung chung. Nha trudng xay dung phan
mém dé thuc hién luu trit va khai thac hd so nguoi hoc.

Hb so ngudi hoc sau khi tot nghiép duoc tra lai cho nguoi hoc ké tir ngay
cong nhén tot nghiép (quy dinh tai Diéu 3, Thong tu 08/2025/TT-BGDPT ngay
12/5/2025, muc 347 nhém VII phu luc thoi han luu triv ho so, tai liéu thudc linh

vuc gido duc va dao tao).
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Sau thoi han trén, viéc tiép tuc luu trit, tiéu hity hodc chuyén giao ho so s&
duoc thuc hién theo quy dinh cua phap luat hién hanh vé luu trit va theo ké hoach
cu thé ctua Nha truong.

2. Khai thac hd so

a) Cac to chuc, ca nhan trong va ngoai Nha truong chi duoc khai thac hd so
ctia nguoi hoc khi ¢6 sy dong ¥ ctia Hiéu trudng;

b) Mbi ngudi hoc c6 mét tai khoan riéng dang nhap vao cong théng tin nguoi
hoc dé khai thac thong tin ca nhan theo quy dinh.

Piéu 12. Giai quyét cho ngudi hoc muwon hd so va tra hd so cho ngudi hoc
tot nghiép, ngudi hoc c6 Quyét dinh thdi hoc, bude théi hoc, chuyén trudong

a) Truong phong CTCT- HSSV giai quyét cho ngudi hoc ¢6 nhu ciu muon hd
so toi da trong vong 03 ngay (ngudi hoc 1am don theo miu), sau d6 nguoi hoc phai
trd lai cho Nha truong;

b) Tra hd so cho ngudi hoc sau khi ngudi hoc c¢6 Quyét dinh céng nhan t6t
nghi¢p, c6 xac nhan da hoan thanh nghia vu tai chinh va cac nghia vu khac theo
quy dinh;

¢) Tra hd so cho ngudi hoc ¢6 Quyét dinh théi hoc, budc théi hoc, chuyén
truong: nguodi hoc 1am don xin rat hd so (theo miu) cé xac nhan di hoan thanh
nghia vu tai chinh va céc nghia vu khéac theo quy dinh.

Chuong 4
TO CHUC THUC HIEN

Piéu 13. Trach nhiém ciia phong Cong tac chinh tri - hoc sinh, sinh vién.

1. La don vi chu tri tham muu cho Hiéu truéng 1ap, tiép nhan, thu hd so ngudi
hoc dang vin ban gidy va dién ti, luu trit, quan 1y theo quy dinh hién hanh; tong
hop tinh hinh quan 1y hd so nguoi hoc, bao céo cip c6 thim quyén theo quy dinh;

2. Ung dung CNTT trong quan 1y hd so nguoi hoc, cip nhat thong tin lién
quan dén ho so nguoi hoc kip thoi, chinh xéc; to chic quan 1y hd so ngudi hoc
dam bao an toan tuyét doi;

3. Xay dung quy trinh khai thac hd so ngudi hoc, tra hd so dang vin ban gidy
cho nguot hoc; lap s6 theo ddi viée tra, muon hd so, vin bﬁng cua nguoi hoc theo
quy dinh;

4. Quan ly két qua rén luyén & mdi hoc ky, nam hoc, khoa hoc;
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5. Hang nim tham muu to chirc tdp huan, hudng dan nghiép vu cho can bd
lam Céng tac ngudi hoc va Ban can su 16p vé 1ap hd so, cap nhat, dé xuat thay d6i
thong tin nguoi hoc, ding nhap cong thong tin ngudi hoc ...;

6. Theo ddi, cap nhat dir liéu nguoi hoc t6t nghiép; bd sung thong tin vé don
vi cong tac, dia chi co quan ctia ngudi hoc tt nghiép. .. phuc vu cho cong tac khao
sat nguoi hoc tot nghiép; phéi hop véi Hoi Cuu ngudi hoc t6 chire cac hoat dong
c6 lién quan dén nguoi hoc sau khi tdt nghiép;

7. Giai quyét cho nguoi hoc muon hd so, tra hd so cho ngudi hoc theo quy
dinh;

8. Chu tri, phéi hop véi cac don vi lién quan thuc hién s6 hoa hd so van ban
va xay dyng phan mém phuc vu cong tac quan li hd so ngudi hoc;

9. Xay dyng hudng din dé ngudi hoc va cac dbi tuong lién quan thuc hién
cap nhat, bo sung vao co s& dir liu thudc phan hé quan 1i nguoil hoc trong phﬁn
mém quan li ding chung ctua Nha trudng; tao hd so dién tir cho mdi ngudi hoc
tring tuyén nhdp hoc va ctr can bo duyét ho so dién tir cua nguoi hoc trén co sé hd
so dang vin ban gidy va quan 1y theo quy dinh.

Piéu 14. Trach nhiém ciia don vi quan ly dao tao (Phong Pao tao, Trung
tam Gido duc thwong xuyén va Dich vu).

1. Cong bb dit liéu thi sinh trang tuyén hang nam;

2. Sau khi ¢6 Quyét dinh trang tuyén ddi véi cac 16p ddo tao ngoai trudng,
phéi hop voi Phong CTCT-HSSV thong bao va thu hd so nhap hoc ctia nguoi hoc;
Déi chiéu céc thong tin, kiém tra tinh hop hé cua ho so; Ddi véi nhitng trudng hop
con thiéu hé so, cac don vi ¢6 trach nhiém phdi hop voi Phong CTCT-HSSV thong
béo cho ngudi hoc hoan thién diy du va ndp cham nhat 30 ngay sau khi nhap hoc;
Truong hop nguoi hoc chua duogc cip Bang tot nghiép thi ¢6 trach nhiém phdi hop
v6i Phong CTCT-HSSV théng bao viéc thu, ndp ngay sau khi dugc cip Béng
(cham nhét vao dau ndm hoc thtr 2) vé phong CTCT - HSSV dé d6i chiéu.

3. Phoi hop v6i Phong CTCT HSSV hoan thanh hd so tbt nghi¢p, cap nhat
thong tin ngudi hoc dugc cép bﬁng quy dinh tai myc a, b, khoan 1, Diéu 6 cua qui
dinh nay cham nhét sau 30 ngay ké tir ngay nguoi hoc ¢6 Quyét dinh cong nhan t6t
nghiép.
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Piéu 15. Trach nhiém ciia phong Thanh tra — Khio thi dam bao chat
lwgng gido duc

1. Pugc khai thac hd so ngudi hoc dang vin ban gidy va ho so dién tir theo
ding churc nang, nhi¢m vu va quy dinh hi¢n hanh;

2. Tham dinh tinh phap ly cua ho so nguoi hoc theo chirc ndng, nhiém vu.

Piéu 16. Trach nhiém ciia phong Ké hoach Tai chinh

Xac nhan nguoi hoc da hoan thanh nghia vu tai chinh theo quy dinh.

Piéu 17. Trach nhiém ciia cic Khoa

1. Tuyén truyén, huéng dan cho ngudi hoc thuc hién nop day da hd so khi
nhap hoc theo quy dinh; don ddc ngudi hoc ndp bd sung hd so, vin bang con thiéu
hodc khi c6 su thay ddi va huéng dan cho ngudi hoc cap nhat cip nhat thong tin
trén cong thong tin ca nhan cta ngudi hoc thudc Khoa quan 1y;

2. Xéac nhan cho ngudi hoc rat lai hd so dang vin ban khi c6 quyét dinh cong
nhén t6t nghiép, thdi hoc, bude thoi hoc, chuyén truong theo quy dinh;

3. Quan 1y, luu trit phiéu danh gia két qua rén luyén cta ngudi hoc & mdi hoc
ky, ndm hoc, khéa hoc; cac quyét dinh lién quan dén nguoi hoc; S6 theo ddi, cap
nhat danh sach ngudi hoc; danh sach nguoi hoc tot nghiép va thong tin danh sach
Cuu nguoi hoc cua Khoa...

Diéu 18. Trach nhiém va quyén loi ciia ngwoi hoc

1. Nguoi hoc tring tuyén nhap hoc dang nhap theo tai khoan ca nhan dugc
Nha trudng cap, khai bao hd so dién tir theo hudng dan; ké khai thong tin ca nhan
dung, trung thuc va ndp dy d ho so theo Diéu 4 cua quy dinh nay;

- Ngudi hoc ¢6 trach nhiém ndp hd so vé phong CTCT-HSSV ngay sau khi
nhép hoc; Dbi véi nhitng treong hop con thiéu ho so, ngudi hoc hoan thién day du
hd so va ndp cham nhat 30 ngay ngay sau khi nhap hoc; ndp Béng tot nghiép ngay
sau khi duoc cdp va cham nhét vao ddu nam hoc thtr 2 (nguoi hoc t6t nghiép cac
nam trudc ndp Bang t6t nghiép ngay sau khi nhap hoc, chdm nhat 30 ngay ngay
sau khi nhap hoc).

- H6 so nguoi hoc ¢6 thé dugc ndp theo mot trong hai hinh thuc:

+ Nop truc tiép tai Phong Cong tac Hoc sinh, Sinh vién (hoic don vi tiép nhan
theo quy dinh cua truong);

+ Gui qua dudng buu dién chuyén phat nhanh dén dia chi ctia nha treong (ghi

0 “Ho so nhap hoc hoc sinh, sinh vién” trén bi thu).
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Nha truong khong chiu trach nhiém véi cac hd so ndp mudn, tht lac do 13i
cua nguoi ndp hodc don vi van chuyén.

+ Khi 1am thu tuc nhap hoc, ngudi hoc mang theo hoc ba gbc, bang gbc
THPT; béng va bang diém géc Trung ca?ip, hoac cao déng, hoac dai hoc, hoac thac
s dé ddi chiéu.

2. Cép nhat, bo sung thong tin vao hd so nguoi hoc khi ¢6 sy thay doi;

3. Pugc khai thac théng tin c4 nhan trén cong thong tin ngudi hoc theo quy
dinh;

4. Puoc nhan lai ho so dang vin ban gidy sau khi c6 Quyét dinh cong nhan tbt
nghiép hoic c6 Quyét dinh théi hoc, budc thoi hoc, chuyén truong dén trudng khac
hoc tép.

Piéu 19. Khen thuéng, ky luit

- Cac don vi, ca nhan c6 thanh tich trong cong tac quan 1y hd so nguoi hoc
dugce xem xét khen thuong. Néu vi pham, tiiy theo mirc do s& bi xem xét xir 1y ky
luat theo quy dinh.

- Ngudi hoc khong hoan thién hd so nhap hoc theo mdc thoi gian trén, Nha
truong s& xem xét xir 1y theo Quy ché; truong hop dic biét do Hiéu trudng quyét
dinh.

Diéu 20. Sira ddi, b6 sung quy dinh

Trong qua trinh thuc hién, néu c6 vudng mic, cac don vi, ca nhan lién quan
phan anh vé Nha truong qua phong CTCT- HSSV dé tham muu Hiéu truéng xem
xét sira d6i, bo sung cho pht hop vdi tinh hinh thuc té./.

Diéu 21. Diéu khoin thi hanh

Quy dinh quan 1y hd so ngudi hoc tai Trudng Pai hoc Vian héa, Thé thao va
Du lich Thanh Héa c6 hiéu lyc thi hanh ké tir ngay ky. Nhitng ndi dung quy dinh

trw6e day trai véi quy dinh nay ddu bi bii bs. £~
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