UBND TINH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Doc 1ap - Tu do - Hanh phuc
CONG NGHE NHA TRANG

S6: 1646/QD-CDKTCN Khanh Hoa, ngay 13 thang 8 ndam 2024

QUYET PINH
Ban hanh Ngi quy tiep cong dan
cua truong Cao diang Ky thuat Cong nghé Nha Trang

‘ ~ HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG
Can cir Ludt Tiép cong dan ngay 25 thang 11 nam 2013;
 Can cir Quyet dinh s6 866/QD-CDKTCN ngay 06/5/2024 cia Truong Cao
dang Ky thudt Cong nghé Nha Trang vé vi¢c ban hanh Quy che to chirc va hoat
dong Truong Cao dang Ky thudt Cong nghé Nha Trang;
Can cir Nghi dinh sof 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy
dinh chi tiét thi hanh mot so diéu cua Ludt Tiéep cong dan;
Can cir Thong tir s 04/2021/TT-TTCP ngay 01 thang 10 nam 2021 cua
Thanh tra Chinh phu vé Quy dinh quy trinh tiép cong dan;
Theo dé nghi ciia Trudng phong Té chire - Hanh chinh.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Noi quy tiép cdng dan cia
truong Cao dang K¥ thuat Cong nghé Nha Trang.

Piéu 2. Quyét dinh co hiéu luc tir ngay ky.

Piéu 3. Trudong phong To chic - Hanh chinh, Trudng cac don vi lién quan,
Trudng cac to chirc, doan thé va toan thé can bo, vién chirc, ngudi lao dong cua

Truong Cao dang Ky thuat Cong nghé Nha Trang chiu trach nhiém thi hanh
Quyeét dinh nay./.

Noi nhgn: HIEU TRUONG
- Nhu diéu 3;

- Trang thong tin dién tur;

- Luu: VT, TCHC. CAO DANG

KY TE{UAT

Mguyen Van Luc



UBND TINHKHANHHOA ~ CcONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Péc ip - Tur do - Hanh phiic
CONG NGHE NHA TRANG A : 3

NOI QUY TIEP CONG DAN
CUA TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG
(Ban hanh kém theo Quyét dinh s6 1646/QP-CPKTCN ngay 13 thang 8 nam 2024
ciia Hiéu truong trwong Cao dang Ky thudt Cong nghé Nha Trang)

|. THOI GIAN, PIA PIEM VA THANH PHAN TIEP CONG DAN
1. Thoi gian

a) Tiép cong dan dinh ky vao thlr tu cua tuan thr hai va tuan thi tu hang
thang va tiép cong dan dot xuat trong cac truong hop quy dinh tai khoan 3 Diéu 18
Luat Tiép cong dan, thoi gian cy thé nhu sau.

- Bubi sang: Tir 07 gior 00 dén 11 gio 30.
- Bubi chiéu: Tur 13 gio 30 dén 17 gid 00.

b Tiép cbng dan thudng xuyén vao cac ngay lam viéc trong tuan (trir ngay
Lé, Tét, thir bay, chu nhat hoac tam dimg tiép cong dan trong nhiing truong hop cu
thé khac), thoi gian cu thé nhu sau:

- Bubi sang: Tir 07 gio 00 dén 11 gio 30.

- Bubi chiéu: Tur 13 gio 30 dén 17 gid 00.

2. Pia diém tiép cong dan

Thuc hién tiép cong dan tai (Puong N1, khu truong hoc dao tao va day nghé
Bic Hon Ong, xa Phuéc Pong, thanh phd Nha Trang, tinh Khanh Hoa).

3. Thanh phan tiép cong din

a) T,iép cong dan dinh ky: Hi¢u truong nha truong, truong hop vi ly do cong
tac dot xuat thi iy quyén cho Pho Hiéu trudng nha trudng tiép thay.

Phong T6 chirc — Hanh chinh chu tri chuan bi ndi _dung, phan cong vién chuc
cung tiép cong dan voi Lanh dao truong. Khi co y kién, kién nghi cua cong dan
lién quan dén linh vuc chuyén mén thi trudng cac don vi thudc trudong co trach
nhiém cung tham du tiép cong dan, xem xét hudng dan nghiép vu va tra 161 ¥ kién
cong dan.

b) Tiép cong dan thudng xuyén: Can bd phong T6 chic — Hanh chinh.

Khi ¢6 v kién, kién nghi ctia cong dan lién quan dén linh vue chuyén mén
thi truong cac phong, don vi thuge S¢ c6 trach nhiém tryc tiép hodc phan cong
cong chirc chuan bi ho so, tai liéu va cing tham dy tiép cong dan.

Il. CAC HANH VI BI NGHIEM CAM

1. Gay phién ha, sadch nhiéu hodc can tr¢ nguoi dén khiéu nai, to cao, kién



nghi, phan anh.

2. Thiéu trach nhiém trong viéc tiép cong dan; lam mat hodc lam sai léch
thong tin, tai liéu do ngudi khiéu nai, t6 céo, kién nghi, phan anh cung cép.

3. Phan biét d6i xir trong khi tiép cong dan.

4. Loi dung quyén khiéu nai, to cdo, kién nghi, phan anh dé gay roi trét tu
cong cong.

5. Xuyén tac, vu khéng, gy thiét hai cho co quan, t6 chirc, don vi, c4 nhan.

6. PBe doa, xc pham co quan, td chuc, don vi, nguoi tiép cong dan, ngudi
thi hanh cong vu.

7. Kich déng,,cuﬁmg ép, du do, 16i kéo, mua chudc nguoi khac tip trung
dong ngudi tai noi tiép cong dan.

8. Vi pham cac quy dinh khéac trong ndi quy, quy ché tiép cong dan.

I11. NHOUNG TRUONG HQP PUQC TU CHOI TIEP CONG DAN

Nguoi tiép cong dan duogc tir chéi tiép ngudi dén noi tiép cong dan trong cac
truong hop sau day:

1. Nguoi trong tinh trang say rugu bia hodc do dung chat kich thich, nguoi
mac bénh tdm than, nguoi mat nang lyc hanh vi dan su;

2. Nguoi ¢6 hanh vi de doa, xtic pham co quan, td chire, don vi, nguoi tiép
cong dan, nguoi thi hanh cong vu hoac c6 hanh vi khac vi pham nd1 quy noi ti€p
cong dan;

3. Nguoi khiéu nai, t6 cdo vé vu viée da giai quyét ding chinh sach, phap
luat, dugc co quan nha nude co tham quyen kiém tra, ra soat, thong bao bang van

ban va da duoc tiép, giai thich, huéng dan nhung van cd tinh khiéu nai, t6 cdo kéo
dai;

4. Nhiing truong hop khac theo quy dinh cia phép luat.

V. QUYEN VA NGHIA VU CUA NGUOI PEN KHIEU NAI, TO
CAO, KIEN NGHI, PHAN ANH

1. Khi dén noi tlep cong dan, nguoi khi€u nai, to cao, kién nghi, phan anh c6
cac quyén sau day:

a) Trinh bay vé ndi dung khi€u nai, t6 cao, kién nghi, phan anh;

b) Bugc hudng dan, giai thich vé ndi dung li€én quan dén khiéu nai, to céo,
kién nghi, phan &nh ctia minh;

¢) Khiéu nai, t6 cdo vé hanh vi vi pham phap luat ctia ngudi tiép cong dan;

d) Nhan thong bao vé viéc tiép nhan, két qua xu 1y khiéu nai, t6 céo, kién
nghi, phan anh;

d) Truong hop ngudi khiéu nai, to cdo, kién nghi, phan anh khong sir dung
thong thao tiéng Viét thi c6 quyén st dung nguoi phién dich,;



e) Céac quyén khac theo quy dinh cua phap luat vé khiéu nai, t6 cdo.

2. Khi dén noi tiép cong dan, nguoi khi€u nai, té cdo, kién nghi, phdn anh cé
cac nghia vu sau day:

a) Néu rd ho tén, dia chi hodc xuét trinh gidy to tiy than, gidy Gy quyén (néu
c0);

b) C6 thai 46 diing myc, t6n trong dbi voi nguoi tiép cong dan;

¢) Trinh bay trung thuc sy vi€c, cung cap thong tin, tai liéu lién quan dén nodi

dung khiéu nai, t6 céo, kién nghi, phan anh; ky hoéc diém chi x4ac nhin nhimg nodi
dung trinh bay da dugc nguoi tiép cong dan ghi chép lai;

d) Nghiém chinh chip hanh noi quy tiép cong dan va huéng din cua ngudi
ti€p cong dan;

d) Trudong hop nhiéu ngudi cung khiéu nai, to co, kién nghi, phan anh vé
mot ndi1 dung thi phai ctr nguoi dai dién dé trinh bay ndi1 dung khi€u nai, to céo,
kién nghi, phéan anh;

e) Chiju trach nhiém trudc phap luat vé ndi dung khiéu nai, td cao cta minh.
V. TRACH NHIEM CUA NGUOI TIEP CONG DAN

1. Khi tiép cong dan, ngudi tiép cong dan phai mic trang phuc cong sd, deo
thé vién chuc hoac mac trang phuc nganh, deo phu hi¢u theo quy dinh.

2. Yéu cau nguoi den khiéu nai, to cao, kién nghi, phan anh néu rd ho tén,
dia chi hodc xuit trinh glay to tuy than, glay iy quyén (néu co); co don hodc trinh
bay rd rang ndi dung khleu nai, to cdo, kién nghi, phan anh; cung cap thong tin, tai
lidu can thiét cho viéc tiép nhan, thu 1y vu viéc.

3. C6 thai d6 dung muc, ton trong cong dan, lang nghe, tiép nhan don khiéu
nai, t6 cdo, kién nghi, phan anh hoac ghi chép day du, chinh x4c ndi dung ma
nguoi dén khiéu nai, t6 cao, kién nghi, phan anh trinh bay.

4. Giai thich, huéng din cho nguoi dén khiéu nai, t0 céo, kién nghi, phan
anh chap hanh chi truong, duong 16i, chinh sach, phap lut, ket luén, quyet dinh
giai quyét da c6 hiéu lyc phap luat cua co quan co tham quyén; hudng dan nguoi
khiéu nai, t c4o, kién nghi, phan anh dén dung co quan hodc ngudi c6 tham quyén
giai quyet.

5. Truc tiép xtr 1y hodc phén loai, chuyén don, trinh ngudi c6 thAm quyén xir
1y khi€u nai, t6 cédo, kién nghi, phan anh; thong bao két qua xur 1y khiéu nai, to cdo,
kién nghi, phan anh cho cong dan.

6. Yéu cau ngudi vi pham ndi quy noi tlep cong dan cham dut hanh vi vi

pham; trong trudng hop can thiét, 1ap bién ban vé viéc vi pham va yéu cau co quan
churc nang xtr 1y theo quy dinh cua phap luat.
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