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D6ngTriiu, ngdy09 thdng l0 ndm 2025

QUY TRiNH
TIEP CONG OAN, CTAT QUYET KHIEU NAI, TO CAO, XTfN NGHI,

PHAN ANTT TAI TRUONG THPT LE CHAN

1. Mgc ilich
- Hu6ng din c6ng dAn thqc hign quy6n khi6u nai, t6 c6o, ki6n nghi, phan

6nh dring quy dinh ph6p lu4t nhirng vAn tl€ c6 li6n quan d6n ho4t dQng cria

Trudng THPT LC Chdn (sau tt6y gqi t6t la Nhd trudng). G6p phAn tuy6n truydn,

pfrO Ui6n ph6p luQt.

- Thqc hiQn tilip nhen khii5u n4i, t6 c6o, kii5n nghi, phin rinh thuQc thAm

quy€n gi6i quy6t cria Nhir trudng theo dirng quy dinh cira phrip lu4t.

- Thiing nl6t trintr tu, tht tuc vd ph6n c6ng tr6ch nhiQm trong c6ng t6rc

tiiip c6ng dAn.

2. Ph4m vi 6p dgng

- C6n bQ, vi6n chirc dang lirm vigc t4i Trudng;

- Cha m9 hgc sinh, Hgc sinh dang hqc tip t4i Trudng;

- Nhtng ngudi c6 li6n quan khric;

- Can bO, vi€n chric dugc phln c6ng tiiip c6ng ddn.

3. Tni liQu viQn din
- Luat Ti6p c6ng ddn sO +ZtZOtZtqAl3 ngdy 25llll20l3;

- Nghi tlinh sii O+lZOt+lirtp-CP ngdy 261612014 cira Chinh pht quv dlnh

chi ti6t thi hdnh mQt sii Aleu cira LuQt ti6p c6ng d6n;

- Th6ng fi s6 \4|2O2\ITT-TTCP ngity 0lll0l202l cta Thanh tra Chinh

phir quy dinh quy trinh ti6p c6ng ddnr

_ Th6ng tu s6 osl2oztlTT-TTcp ngiry 011t01202t cia Thanh tra chinh

phri quy <l!nh quy trinh xir lf tlon khii5u n4i, don t6 c6o, don ki6n nghi, phin anh'

_ euytit dinh s6,{*6/eD-THPTHHT ngdy 0gthang l0 nim 2025 ciaHieL]

truong Trudng THPT L6 ChAn v6 viQc ban hirnh nQi quy ti6p c6ng dAn ctra

Trudng THPT L€ Ch6n.

_ Th6ng bao s6Jogts-THpT LC ngdy 0gthring 10 ndm 2025 v€ viQc llch

ti6p c6ng d6n, xri lf don thu khiiiu nqi, ti5 c6o, kiiin nghi, phan rinh ctia Trudng

THPT LC Chdn.

S6:',y''/TB-THPT LC
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4. NQi dung

4.1. Quy trinh thq'c hi$n:

Trrich nhiQm

thuc hi6n
NQi dung

Bi6u mAu/Thdi
gian

I
T6 truong t6
Vin phdng

Theo d6i ngudi TCD, ni€m y6t
lich vd n6i quy

Lich TCD N6i
quy TCD

2 NgudiTCD
X6c dlnh nh6n thAn cira nguoi d€n

khi6u nai t6 c/r,l kitln nghi phin
rlnh

Ti6p xirc trgc ti6p vdi CD, nghe,
ghi ch6p vu viQc hodc hu6ng din
CD vi6t don

Mdu s6 0l
TT04/202v
TT-TTCP

3 Nguoi TCD

Miu sO O3

TT04l202l/
TT-TTCP

I NgudiTCD
Titip nh6n th6ng tin, tdi li€u, bing
chung

Ph6n loai vd xir lli don

MEu s6 02

TT04/2021

TT-TTCP

5 NguoiTCD

6
T6 trucrng tO

Vdn phdng
Theo d6i, quan lf vi6c ti6p c6ng
ddn

7 Nguoi TCD Ltru trir h6 so

4.2. Di6n giiii
Cic
buric
thgc
hifn

NQi dung chi ti6t

Dcrn vil
Cri nh6n

chlu
trdch
nhiQm

Thd'i
gian

thrl c

hiQn

H6 so
li6n quan

Budc I

duoc th6ng brio c6ng khai (cldng trdn
website cta nhd trudng)

Theo ddi ngrai fiAp c6ng dfrn theo tlch T6
truong Vdn phdng phdn c6ng nguoi TCD
thudng xuydn vd dot xudt theo chi dao cta
Hi€u trunng. NQi quy TCD va Lich TCD

T6 trunng
Vdn phdng

Lich
TCD
NQi quy
TCD

Crlc
bu'6'c

u5u s6 ot acn

mau so L') -

TT0512021tTT-
TTCP
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Burlc 2

Xtic itlnh nhfrn thdn crta ngrdi iIAn khidu
ngi, t6 cdo, kiAn ngh!, phdn ttnh
-.Ngudi TCD da nghi ngudi d6n khitlu n4i,
td c6o, ki0n nghi, phin rinh (ggi chung ld
cdng ddn) n6u rd ho t€n, dia chi hodc xuSt
trinlr giAy to tty than. gidy gioi thiQu. gi6y
,iiuy quyen (neu co).
- Ngudi TCD duryc quydn tri chOi ti6p khi
c6ng dAn theo quy dinh t4i N6i quy TCD
cta Nhd trudng nhrmg phni gini thich cho
c6ng ddn duqc bi6t lf do tir ctrOi tii5p.
- OOi vdl nhtng vU, vi6c khi6u nai, t6 crio,
ki€n nghi, phin rinh cld clugc giAi quytlt dring
chinh srich, ph6p lu{t, duoc co quan nhd, ' ,,; : ..:nuoc co thdm quyen kiem tra. rd sodt. thong
b6o bing vin bin vd dd duoc titip, gi6i
thich, hu6ng din nhung c6ng dAn vin cd
tinh khi6u nai, t6 c6o kdo ddi thi ngudi TCD
ra Thdng b6o tu ch6i TCD, thuc hi6n theo
mau.

Ngudi
TCD

Theo
lich t4rc
dd duoc
phAn

c6ng

Mdu s6

01

TT041202
1/

TT-TTCP

Buric 3

Ghi chip nQi dung v;r li.dc Ngudi TCD xem
xet don khi6u n4i. to ciio. ki6n nghi. phan
anh cta cdng ddn. N6u don thu chua 16

rdng, diy dri, ngudi TCD de nghi c6ng ddn
vi6t lai don hoic vi6t fO sung nhirng n6i
dung chua 16, con thi6u. Trong trudng hop
khong co don. ngudi TCD ghi chep da1 du.
chinh x6c, trung thuc n6i dung khi6u nai, t6
c6o, ki6n nghi, phin 6nh do c6ng dAn trinh
bdy, sau d6 <Igc l4i cho cdng dAn nghe vd dA

nghi hq ki t€n hodc di6m chi xric nhAn vdo
v6n bAn. Bi6n b6n lim viQc l{p theo miu.
Nguoi TCD giii thich, hu6ng d5n c6ng dAn

vd chinh srich, ph6p luat c6 lien quan.

Ngudi TCD ghi chdp ddy dt nQi dung cria
. ;... I
buol lam vtec vao so

TCD theo mdu. Trong quii trinh TCD, ngudi
TCD phAi <lim biio nguyOn tic git bi m{t
nhdn thdn cria ngudi dtin t6 c6o.

Ngudi
TCD

Theo
lich truc
duoc
phdn

c6ng

Theo
lich tryc
tld <lugc
phdn
c6ng

Mdu s6

02

TT04/202
1t

TT.TTCP

Ngudi
TCD

Tiiip nhQn th1ng tin, tdi liQa, biing chung
Ngudi TCD ti6p nhfln th6ng tin, tdi liQu,

bdng chring c6 li6n quan dtln nQi dung khi6u
nai, t6 ciio, kitin nghi, phin 6nh do c6ng d6n

I
cung cap

Bu6'c 4

MAu soNgudi TheoBufc 5 Phdn loqi vd xrb I iton

Miu sO

03

TT041202
I
TT-TTCP
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- N6u nQi dung vp vi6c thuQc tham quyen

girii quy0t cua Hieu truong thi nguoi TCD
ph6i ldm cdc iht tpc tiOp nhfln clon khiOu

nai, t6 c6o,, ki6n nghi, ph6n rinh vd cAc th6ng

tin, tdi liQu, bing chring kdm theo do ngudi
khitiu n4i, td crio, ki6n nghi, ph6n rinh cung

c6p (ndu c6), bdo c6o vdi HiQu tru6ng d6

thu lj trong thdi han do ph6p lu4t quy dinh,

d€ xu6t thp ly don.
- N6u vr,r viQc thu6c thAm quy€n giai quy6t

nhmg khdng dt cric di6u kien. Dd thu ly
giAi quy6t theo quy dinh thi nguoi TCD cdn

crlr viro tiing trudng h-o. p cu the dC tra ldi
ho4c hu6ng d6n cho ngudi khi6u nai ho{c
nguoi 16 crio bi6t rd l1i do vd bo sung nhtng
thri tuc cAn thi6t de thgc hiQn viQc khi6u npi

hodc t6 c6o.

- Truong hop cong ddn dd nghi dugc g4P

Hidu truong dd khi6u nqi thi nguoi TCD ghi

lai ndi dung vu vi€c ddng thoi bdo cdo v<vi

Hi6u trudng xem x6t, quytlt dinh. N6u HiQu

tru&ng dting y vd thdng nh6t ttrdi gian TCD,
nguoi TCD ghi phi6u hen ngdy. gio. dia

diem cho cong ddn ddng th<ri co trdch nhidm

chudn bi ho so. tai liQu lien quan ddn vu viec

de phqc vu viec TCD cua Hieu truong.

- Sau khi TCD, ngudi TCD brio c6o ddy di
n6i dung vu vi€c cho T6 trudng Vdn phdng,

Tuy tinh ch6t. muc dQ nQi dung vu vi€c. T6

truong bao c6o vir tham rnuu Hieu truong
giAi quyt5t dring theo quy dinh cta ph-6p luflt.

- Trudng hqp khi6u nai, t6 ciio, ki6n nghi,
phdn 6nh kh6ng thuQc thdm quyAn gi6i

l .quydt cua co quan. to chuc. don r i minh thi
.. .:

nguoi tiep cong ddn tu) tung trucrng hop

hu6ng din hodc chuy6n don hodc chuy6n

bdn ghi lai nQi dung trinh bdy cua ngudi
kitin nghi, phin rinh d6n ccr quan. t6 chric,

i ,^
don vi co thdm quydn de nghien cuu. tiep

thu, xem x6t, giAi quytit.
- Trucrng hgp dcrn c6 ci nQi dung khi6u nai,

t6 c6o, ki6n nghi, phdn 6nh thi ngudi xt? l1i

don hu6ng d6n ngudi grii rlon tdch ri0ng
ttrng nQi dung dd gui den dung co quan. to
chtrc. don vi. c6 nhdn co thdm quyOn gidi

TCD; T6
tru&ng
Vin phong

lich trgc
c15 tluqc
phdn

c6ng

01

TT05/202
1/TT.
TTCP
Miu sO

02
TT051202
1/TT-
TTCP
Mdu s6

03

TT05/202
1/TT-
TTCP
MAu s6

04
TT05/202
1/TT-
TTCP
Miu s6

05

TT051202
1/TT-
TTCP
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quyCt. ViCc hudng ddn <lugc thuc hi0n
theo MAu s6 05 ban hdnh kdm theo Th6ng
tv s6 05t2o2t/TT-TTCP.

Buri'c 6

Theo dili, qudn l!, viQc ti6p c6ng dAn: Salu

khi kitlm tra, d6i chitiu chc gi6y td cAn thi6t
vd cin cri viro don khi6u n4i, t6 c6o, ki6n
nghi, ph6n 6nh hoic nQi dung trinh biry cria

ngudi khi6u nai, t6 c6o, ki6n nghi, phan rlnh,

nhtng th6ng tin, tdi liQu, bing chimg md

ngudi khi6u nai, t6 crio, kiiln nghi, phin 6nh

cung c6p, ngudi TCD phai ghi vdo sO TCD
theo m6u.

T6 truong Vdn phdng ki6m tra SO TCD d6

kip thdi chi dao. don ddc gidi quy6t

T6 tru<rng

Sau

UuOi

TCD

Buric 7

Lru trfr hi sd Nguoi ti6p c6ng c6ng ddn c6

triich nhi€m lflp h6 so c6ng viQc theo tirng
vu viQc vd dua viro luu trfi theo quy cllnh sau

khi ktlt thric

Ngudi
TCD

Sau khi
k6t thric
vu vi€c

Noi nhQn:
- CB - GV, NV;
- Ph6ng tiiip c6ng dAn;

- Website Trudng;
- Ltru: VT./.

U6NG

6 Thi Li6m
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