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Quy trinh xir I¥ ky ludt hoc sinh sinh vién QT.02/CTHSSV

QUY TRINH M4 s6: QT.02/CTHSSV

=—wrww> | XULYKYLUAT | \qay han hanh: 20/06/2017
s — 1 HOC SINH SINH . .
VIEN Lan ban hanh: 01

1. Pon viva ca nhan c0 lién quan phai nghién cuiu va thuc hién dung cac noi
dung cua quy trinh nay.

2. Nogi dung trong quy trinh nay c6 hiéu luc thi hanh theo s chi dao cua
Hiéu truong Truong Cao Pang Céng nghiép Nam Dinh.

3. Mdi don vi duoc phat 01 ban (c6 dong ddu kiém soat). Cac don vi khi co
nhu cau bé sung thém tai lieu, dé nghi lién hé véi thu ky 1ISO dé c6 ban dong dau
kiém soat. Can bg, vién chirc dwoc cung cdap file mém trén mang ngi bé dé chia sé
théng tin khi can.

NOI NHAN: (ghi rd nei nhdn réi danh dau X 6 bén canh)

X Hi¢u truong
X Pho Hiéu truong dao tao
X Cac don vi Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA POI (tinh trang sira déi S0 véi bén triwde do)

Trang Hang muc sira doi Tém tit ndi dung hang muc sira doi
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Quy trinh xir I¥ ky ludt hoc sinh sinh vién QT.02/CTHSSV

I. MUC PICH

Huéng dan thu tuc, trinh tu va hd so xét ky luat HSSV vi pham. La mot trong
cac bién phap gido duc, han ché tiéu cuc va nang cao nhan thuce, tu tuéng cho hoc

sinh sinh vién trong thoi gian hoc tap tai truong.
II. PHAM VI AP DUNG

Quy trinh ndy dugc ap dung ddi véi HSSV ¢6 hanh vi vi pham ky luat duoc quy
dinh trong Quy ché HSSV, cac quy dinh cong tac HSSV va ndi quy hoc tap, thuc tip
O xuong truong va ngoai doanh nghiép. Phong Cong tac HSSV, cac Khoa, Trung tdm

phoi hop cung véi gido vién chi nhiém, c6 van hoc tap dé thyc hién.

I11. TAI LIEU VIEN DAN

- Quy ché ddo tao Trung cip chuyén nghiép hé chinh quy ban hanh kém theo
Quyét dinh sb: 40/2007/QD-BGD&DT ngay 01/8/ 2007;

- Quy ché HSSV céc truong Dai hoc, Cao ding va Trung cap chuyén nghiép ban
hanh kém theo Quyét dinh s6: 42/2007/QD-BGD&PT ngay 13/8/2007;

- Quyét dinh s6 14/2007/QD-BLDTBXH, ngay 24/5/2007 ciia B truong B Lao
dong — Thuong binh va Xa hdi;

- Quy ché dao tao Pai hoc, Cao dang chinh quy theo hé thong tin chi ban hanh
kém theo Quyét dinh s6: 43/2007/QD-BGD&DT ngay 15/8/2007;

- Quyét dinh s6 345/QD-CDCNND, ngay 16/4/2013 cua Hiéu ruong trudng Cao
dang Cong nghiép Nam Dinh vé viéc ban hanh quy ché dao tao cao dang theo hoc ché
tin chi;

- Quy ché danh gia két qua rén luyén HSSV & céc co s¢ gido duc Pai hoc va
truong trung cdp chuyén nghiép hé chinh quy ban hanh kém theo Quyét dinh so:
60/2007/Qb-BGD&DPT ngay 16/10/2007,

- Quyét dinh s6 474/QD-CDCNND, ngay 30/9/2009 cta Hiéu truong truong Cao
dang Cong nghiép Nam Dinh ban hanh quy dinh danh gia két qua rén luyén cia HSSV
truong Cao dang Cong nghiép Nam Dinh.
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Quy trinh xir I¥ ky ludt hoc sinh sinh vién QT.02/CTHSSV

IV. THUAT NGU VA TU VIET TAT
4.1 Giai thich thuat ngir (khéng c6)

4.2 Tir viét tit

- HSSV Hoc sinh, sinh vién

- CTHSSV Cong tac hoc sinh, sinh vién

- GVCN Giao vién chu nhiém

- CVHT C6 van hoc tap

- TC-HC T chire - Hanh chinh

- QPKL Quyét dinh ky luat

-Qb-BGD&DT Quyét dinh ctia B Giao duc va Dao tao

- HBKL Hoi dong ky luat

- Qb/-BLDTBXH Quyét dinh ciia B6 Lao dong — Thuong binh va Xa hoi
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QOuy trinh xue Iy ky ludt hoc sinh sinh vién

QT.02/CTHSSV

V. NOI DUNG QUY TRINH
5.1 Lwu do

Chiu trach nhiém

Thuc

Cac bude thue hién

Mo ta/tai li€u lién quan

hica | Phi hop
':'/ihéan” Cac don ,
PhoN Vi, c4 Ti€p nhan thong Xem5.2.1
cre | nhan tin HSSV Vi - M 01-QT.02/CTHSSV
HSSV lién quan pham ky luat
|
Nhan CVHT, | |S Y
vién GVCN .
Phong | Truong Xac minh Xem 5.2.2
CT | phong CT thong tin
HSSV | HSSV
Nhan D l Xem 5.2.3
vién Truéng TR - M 02-QT.02/ CTHSSV
Phong phong » Laphosoxuly - M 03-QT.02/ CTHSSV
CT | CTHSSV - M 04-QT.02/CTHSSV,
HSSV - M 05-QT.02/ CTHSSV.
Trudng Nhan S X
phong | vién PCT @b Xem5.2.4
CTHSSV | HSSV
ié P
GVCN | Ve v Xem525
Lép CTg Hop 16p HSSV - M 06-QT.02/CTHSSV.
HSSV | ooy - M 07-QT.02/CTHSSV.
Nhéan il
Canbd |VvienPCT Hop Hoi done k¢ Xem5.2.6 q ,
phu trach | HSSV. > ;-’PA o1 I‘f}‘lg y - Téng hop céc biéu mau M 01 dén M 07.
Khoa | GVCN, uat cua Khoa - Két luan hinh thtrc ky luat
CVHT
Nhan v
vien | VB Téng hop hd so Xem5.2.7.
Phong 18 ’ vi pham cua - M 08-QT.02/CTHSSV.
CT Hé’é’v HSSV - M 09-QT.02/CTHSSV.
HSSV T
Thanh | HSSV vi
Vién pham, Hop HPKL Xem 5.2.8
HDKL gss/ 1CoNp o trudme - M 10-QT.02/CTHSSV.
cap :
truong CVHT
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QOuy trinh xue Iy ky ludt hoc sinh sinh vién

QT.02/CTHSSV

Chiu trach nhiém

Thuc £ Céac budc thue hién M0 ta/tai liéu lién quan
oA Phoi hop
hién :
l:l/?éann Giam ! Xem 5.2.9
Phong |  Hict Ban hanh Quyét - M 11-QT.02/CTHSSV..
CT Tc?:]g dinh ky luat - M 12-QT.02/CTHSSV
HSSV
Nhan ’
Vién . -
Phong | 210" @ Xem 5.2.10
CT
HSSV
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Quy trinh xv Iy ky ludt hoc sinh sinh vién QT.02/CTHSSV
5.2 Mo ta quy trinh
STT | Codng viéc Ngur’](;'ért]hl.rc Quy trinh thyc hién Biéu miu
y - Nhan thong tin HSSV vi pham tur
Tiép nhan Nhan vién cac don vi, ca nhan trong va ngoai <
£oq |thONgtinvi | J 0 ' | truong. Mau 01
< | phamky o9 ~1 | Lap bién ban ghi nhan (MAu 01- | QT.02/CTHSSV
Juat HSSV | QT.02/cTHSSV)
wzcminh | Nhanvién |- Kiém tra thong tin, thu thap tai liéu, Mau 02-
522 | thongtin | PhongCT | chimg cirlién quan. QT.02/CTHSSV
HSSV
- Yéu cau HSSV vi pham viét tudng
trinh va kiém diém tu nhan hinh
thtrc ky luat. Riéng truong hop
Nh\én Vvién HSS}:/ Yi p}‘lam tu y bo hoc thi bd Mau 03-
Phong CT | quabuocmay. QT.02/CTHSSV
o HSSV. - Bao cao so bo dén Truong phong X 04
sog | LAPhOSO P CTHSSV. Théng béo dén GVCN, Mau 04-
- xu ly Phe £ CVHT 16p. Xét mirc d6 vi pham QT-OZ{ CTHSSV
R Ong, nang thi dé nghi Trudng phong Mau 05-
Congtac | CTHSSV dinh chi hoc thp HSSV. | QT.02/CTHSSV
hSSV - Trudong hop xac minh khong cé vi
pham, xin y kién T phong CTHSSV
dirng xac minh.
Nhan vién
Phong CT
2 A HSSV. Kiém tra hd so, xem xét cac biéu
Kiém tra ho X s 4, X . N4
524 so ky luat Truéng | Mmau di dung, day du, hop ly. Néu
: Phong chua tra vé b phan 1ap ho so.
Cong tac
hSSV
- GVCN, CVHT chu tri hop 16p
HSSV dé€ phan tich 16i va khuyét
diém cua HSSV. .
- Lap bién ban hop 16p, dé nghi hinh Mau 06-
HopLop | CVHT. | thuckyluit | QT.02/CTHSSV
525 HSSV GVCN, l6p | - Riéng truong hop HSSV Vi pham tu Mau 07-
HSSV ¥ bo hoc thi dung mau Mau 07- QT.02/CTHSSV

QT.02/CTHSSV. (Néu thay mirc do
vi pham nhe thi két ludn dung ¢ 16p
Nhung phai bao cdo vdi Khoa)
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QOuy trinh xue Iy ky ludt hoc sinh sinh vién

QT.02/CTHSSV

STT | Cong viéc Ngul;(:’ért]hl,rc Quy trinh thyuce hién Biéu méu
CBphu | - Can b phy trach Khoa, Trung tim Man 06-
trach Khoa, | chu tri cudc hop, phan tich cac 161 vi QT"OZ/ CTHSSV
Hop HDKL | nhanvién | pham va két luan hinh thic ky luat | (Phan ¥ kién cua
526 . . A
cua Khoa. | PCTHSSV, | d6iv6i HSSV (C6 thé chi ding lai & | Khoa, Trung
CVHT, Khoa, Trung tdm nhung phai bao tam)
GVCN, cdo 1én HDKL cua truong)
- Tong hop hd so vi pham cua HSSV:
Ban tuong trinh, ki€ém diém; Bién
ban hop lg’rp; Céc tai liéu, chung ctr.
- Bdo cdo tong hop ndi dung cho
Truong phong CT HSSV dé€ trinh
den HDKL. ,
Téng hop Nhan vien - Thong b'fio lich hO’l? H}?KL dén Mau 08-
s, | hosovi | oot | HSSVvipham, Can bo lop, GVEN, | QT.02/CTHSSV
L pham cta HSgV (;VHT, Truong/Phé Khoa, Trung Mau 00-
HSSV tam. , QT.02/CTHSSV
- Truong hop HSSV vi pham ky luat
nghiém trong, moi phu huynh dén
truong nghe bao cao tinh hinh hoc
tap cua HSSV trudce khi hop HDKL.
- Riéng truong hop HSSV vi phamty y
bo hoc thi gui thu bao cho phy huynh
HSSV biét trude khi hop HDKL.
HDKL - HBbKL xem xét mic do vi pham cua
0. HSSV va dé nghi hinh thuc ky luat
HSSV vi A A1
ham HSSV thong qua bién ban hop.
n pham, - HSSV vi pham da dugc moi hop
Hop Hor CBL, nhung khong dén ma khong c6 1§ do | . »
528 | dongky | GVON, | b déng thi HDKL vin tién hanh | Mt 107
luat cép CVHT, Jang Lt b Ve et QT.02/CTHSSV
truong Truéng/ hop va xem xét thém y thirc chap
, hanh ky luat cua HSSV.
Phé o A A AL o < 1. aA
- X¢ét thay can thiét giri van ban dé
Khoa/Trung S s
A nghi cac co quan chirc nang truy
tam ¢ (,:)
- Phong CT HSSV soan thao Quyét N
dinh ky luat, trinh Hi¢u tru’("),rng phé Mau 11-
599 Ban han Nhan vién duyét. Phong TCHC dong dau, luu QT.02/CTHSSV
- Quyet dinh | Phong CT ban chinh. ’ Mau 12-
ky luat HSSV - Phan phoi van ban dén Phong, QT.02/CTHSSV
Khoa, Trung tam, HSSV vi pham, gt
v¢ gia dinh va dia phuong HSSV.
A Nv Phong | - Luu ho so vi pham ctia HSSV.
5.210 | Luuhdso | T ooy |- Nhap sé lidu vao méy tinh.
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QOuy trinh xue Iy ky ludt hoc sinh sinh vién

QT.02/CTHSSV

VI.HO SO:
A 1A . oA . Thoi gian
STT Tén ho so Pon vi, ca nhan luu Noi luu luu
A " Nhan vién Phong Phong <
1 Bién ban ghi nhan sy viéc CT HSSV CTHSSV 3 nam
o Nhan vién Phong Phong <
2 Ban tuong trinh cuia HSSV CT HSSV CTHSSV 3 nam
TSP Nhén vién Phong Phong <
3 Ban kiém diém ciia HSSV CT HSSV CTHSSV 3 nam
Bién ban hop 16p dé nghi N :
- . Lot . Nhan vién Phong Phong <
4 thhthuclfylua‘g H:SSV vi CT HSSV CTHSSV 3 nam
pham hoac tu y bd hoc
¢ | Biénban cta hop Hoi dong | Nhan vién Phong Phong 3 nSm
ky luat CT HSSV CTHSSV
6 Quyet dinh ky luat Nhan vién van thu Phong TCHC | Vinh vién

VII. PHU LUC:

Stt M3 s Tén biéu miu
1 |-MAu01-QT.02/CTHSSV Bién ban ghi nhan su viée
2 |- Mau 02-QT.02/CTHSSV Ban tuong trinh ciia HSSV
3 | - MAu 03-QT.02/CTHSSV Bankiém diém cia HSSV
4 | - Miu 04-QT.02/CTHSSV Gidy dinh chi hoc tap
5 |- Miu 05-QT.02/CTHSSV Giéy cho vao l6p
6 |- Mau06-QT.02/CTHSSV Bién ban hop 16p dé nghi xtr Iy ky luat HSSV
7 | - MBu 07-QT.02/CTHSSV Bién ban dé nghi ky luat HSSV ty ¥ b6 hoc
8 |- Mau 08-QT.02/CTHSSV Thu moi phy huynh HSSV
9 | -Mau 09-QT.02/CTHSSV Thu Bao
10 | - MAu 10-QT.02/CTHSSV Bién ban hop xur Iy ky luat
11 |- Mu 11-QT.02/CTHSSV Quyét dinh ky luat
12 |- Mau 12-QT.02/CTHSSV Ky nhan Quyét dinh/thdng béo
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