UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIiA VIET NAM

TRUONG CAO PANG KY THUAT Péc lap- Tu do — Hanh phuic
CONG NGHE NHA TRANG
S6: 09/QD-CPKTCN Khanh Hoa, ngay 07 thang 01 nam 2026
QUYET PINH

Ban hanh quy trinh Quan ly ho so hoc sinh, sinh vién

HIEU TRUONG
TRUONG CAO PANG KY THUAT CONG NGHE NHA TRANG

Can cit Quyét dinh s6 126/QD-CPKTCN ngay 18/8/2025 ciia Hiéu truong vé viéc Ban
hanh Quy ché té chirc va hoat dong ciia Trwong Cao ding Ky thudt Cong nghé Nha Trang;

Can cir Théng tw sé6 28/2017/TT-BLPTBXH ngay 15/12/2017 ciia BS truéng Bo
LDTB&XH Quy dinh hé thong bao dam chat leong ciia co sé gido duc nghé nghiép;

Can cit Théng bdo s6 187 /TB-CPKTCN ngay 07/8/2025 cia Hiéu truéng truong Cao
dang Ky thudt Cong nghé Nha Trang vé viéc xdy dwng, ra sodt, diéu chinh quy ché, quy dinh,
quy trinh;

Theo dé nghi ciia Truéng phong Quan tri chat lwong — Hoc sinh, sinh vién.
QUYET PINH
Piéu 1. Ban hanh kém theo Quyét dinh nay 13 quy trinh Quan Iy hd so hoc sinh, sinh vién.
( Quy trinh kem theo)

Piéu 2. Quy trinh kém theo Quyét dinh nay dugc thay thé cho quy trinh da ban hanh
trude day va co hiéu luc tr ngay ky.

Piéu 3. Truong phong Quan tri chat lugng — Hoc sinh, sinh vién, truong cac don vi, ca
nhan lién quan va hoc sinh, sinh vién chiu trich nhiém thi hanh Quyét dinh nay./.

Noi nhin: —HIFU TRUONG ,
- Nhu diéu 3;

- Cong thong tin dién tir truong;
- Cdng thong tin HSSV;

- Luu VT, QTCL-HSSV.
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QUY TRINH
QUAN LY HO SO HQC SINH, SINH VIEN

M3 héa : QT.39
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1. Muc dich, pham vi ap dung

a. Muc dich: Quy trinh ndy nham muyc dich giup Hiéu truong:

- Thuc hién quan Iy HSSV theo quy ché cong tac HSSV hién hanh;

- Kiém soat va khai thac dit liéu hd so HSSV cuia Nha truong.

b. Pham vi ap dung

Hoc sinh, sinh vién (HSSV) da va dang hoc tap hé chinh quy tai truong, tai co s&

lién két voi trudng Cao ding K§ thuat Cong nghé Nha Trang.
2. Pinh nghia va tir viét tit

a. Pinh nghia: Quan Iy hd so hoc sinh, sinh vién 1 qua trinh thu thap, luu tri, cip
nhat, bdo mat va khai thac thong tin lién quan dén hoc sinh, sinh vién trong suot qua trinh
hoc tap tai truong.

b. Tir viét tit
P.QTCL-HSSV: Phong Quan tri chat luong - Hoc sinh, sinh vién.
- BPTS: B9 phan tuyén sinh.
- P.DT-CSVC: Phong Pao tao - Co s¢ vat chat.
- BTK: Ban thu ky tuyén sinh
- HSSV: Hoc sinh, sinh vién.
- NGCN: Nha gido chu nhiém.
- BTNPT: Bang tot nghiép trung hoc pho thong.

- BTNCS: Bing tbt nghiép trung hoc co so.
- GCNPT: Gidy chitng nhan tam thoi trung hoc pho thong.
- GCNCS: Gidy chung nhan tam thoi trung hoc co s6.
- PPK: Phiéu ding ky hoc nghé.
- LL: So yéu Iy lich.
- HP: Giy dé nghi mién giam hoc phi.
- UT: Gidy ching nhan uu tién.
- KS: Giéy khai sinh.
- SK: Giy kham strc khoe.
- HB: Hoc ba (bdng diém)
3. Luu dd: Xem ndi dung trang 2
4. Pac ta: Xem noi dung trang 3
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4. PAC TA QUI TRINH QUAN LY HO SO HQC SINH, SINH VIEN

Tén budc e Bo p .hz.m/ Bo ha_m/nglro’l Két qua dat H?n <2 X oA
T | . ‘A Noi dung nguoi thwe [phoi hgp thuc : hoan Biéu mau/ho so
cong viéc < n A dwgce X
hi¢n hién thanh
Hoso | . ,
tuyén sinh | Ti€ép nhan ho so tuyén sinh theo Theo ké
B.01 theo danh | danh séach 16p BIKTS hoach
sach 16p
Quyét
dinh ,
B.02 ‘Ehan’h P’he duyét quyet dinh thanh lap Hiéu trwong | P. DT-CSVC
lap 16p | lop
- BTKTS ‘ 7
.y 2 HO so tuyén BM/QT39/QTCLHSSV_QLHS/01
B.03 | Tiép nhan Tlepd?fﬁn ho so tuyén sinh theo |, ey b BT sinh  theo | 1thang |BM/QT39/QTCLHSSV QLHS/02
quy ¢t HSSV CSVC danh sach 16p BM/QT39/QTCLHSSV_QLHS/03
- HSSV 7
-KCM Bang tong Z. A, A
% . Cudi hoc | Giay bao nhép hoc
B4 Kfeil? I“;‘l Kb tra b oo I pQTCL- | NOGCN lﬁ%ps‘\l;‘“h Saﬁg ky 1 ciia | BM/QT39/QTCLHSSY QLHS/04
' xu iy a cm tra ho sonhap hoc HSSV > b6 50 Ao | Mam hoc |BM/QT39/QTCLHSSV_QLHS/05
iu & the 1 |BM/QT39/QTCLHSSV QLHS/06
Thong NGCN thong béo cho HSSV bo
B.05 }’;rf’lx“ 1y | sung h6 so NGCN HSSV




2 HSSV bb sung hd so lién quan -P.QTCL-
PO sung HSSV
B.06 ho: so theo HSSV _NGCN
mau
i Kiém tra hd so nhap hoc lan 2 Bang  tong Cubi hoc
Kiém tra, P.QTCL- - HSSV hop danh v 1 ctia BM/QT39/QTCLHSSV_QLHS/05
B.07 | xuly lan HSSV - NGCN sach HSSV ngm hoc BM/QT39/QTCLHSSV_QLHS/06
2 -KCM bo sung ho so thit 2 BM/QT39/QTCLHSSV_QLHS/07
lan 2
Thong Thong bao HSSV ndp b6 sung hd
B.08 bkao, xt ly | so lan 2 NGCN HSSV
lan 2
B ‘(;) sung HSSV b6 sung ho so lién quan i{l;.SQJCL—
B.09 ho} so theo HSSV _NGCN
mau
‘ Luu hé so theo quy dinh P.QTCL-
B.10 | Luu ho so HSSV




5. Cac biéu méu/cong cu huéng din

TT

Tén biéu miu/hwéng dian

Ma hoa

Danh sach HSSV nhap hoc theo 16p

BM/QT39/QTCLHSSV _QLHS/01

Hb so nhap hoc theo danh sach 16p

BM/QT39/ QTCLHSSV_QLHS/02

Béo c4o hd so nhap hoc cua HSSV

BM/QT39/ QTCLHSSV_QLHS/03

Phiéu tiép nhan thi sinh tring tuyén

BM/QT39/ QTCLHSSV QLHS/04

Danh sach HSSV bd sung hd so

BM/QT39/ QTCLHSSV_QLHS/05

Danh sach HSSV ndp bang theo 16p

BM/QT39/ QTCLHSSV_QLHS/06

N (N[N | |W N

Thong bao HSSV bd sung ho so

BM/QT39/ QTCLHSSV_QLHS/07

Tai liéu tham khao

Thong tu s6 17/2017/TT-BLDTBXH, ngay 30 thang 6 ndm 2017 cua Bo trudong Bo lao
dong - Thuong binh va X3 hoi vé viéc ban hanh Quy ché cong tac hoc sinh, sinh vién trong

truong trung cap, trudng cao dang;

Quyét dinh s6 87/QD-CPKTCN, ngay 06 thang 02 nim 2023 cta Hiéu truéng Trudng
Cao dang Ky thuat Cong nghé Nha Trang vé viéc ban hanh Quy ché tuyén sinh trinh do trung

cap, trinh d§ cao dang.

Quyét dinh s6 396/QD-CPKTCN, ngay 11 thang 11 ndm 2025 cta Hiéu truong Trudng
Cao dang K§ thuat Cong nghé Nha Trang vé viéc ban hanh Quy ché cong tic hoc sinh, sinh
vién,

Quyét dinh hang nam ctia Hiéu truéng trudng Cao dang Ky thuit Cong nghé Nha Trang

vé viéc thanh l4p cac 16p trung cip, cac 16p cao dang.




TRUONG CAO PANG KY THUAT

CONG NGHE NHA TRANG
PHONG QTCL-HSSV

DANH SACH HSSV LOP

BM/QT39/QTCLHSSV QLHS/01

Doc 1ap-Tw do-Hanh phiic

CONG HOA XA HQI CHU NGHIiA VIET NAM

TT Ho tén HSSV N.gé‘y PPK | LL | HP | KS | SK BTN GCN HB | HI | UT GHI
sinh CS | PT | CS | PT CHU
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(4): Ngay thang nam sinh

(5): Phiéu ding ky hoc nghé

(6): So yéu Iy lich

(7): Gidy dé nghi mién giam hoc
phi

(8): Gidy khai sinh

(9): Gidy kham sikc khoe

(10): Bang TN phé théng co 6

(11): Bang TN phé thong trung hoc
(12): Gidy CNTN tam thoi PT co s¢
(13): Giay CNTN tam thoi PT trung hoc
(14): Hoc ba

(15): Hinh (6 hinh 3*4)

(16): Giay chirng nhdn wu tién

Nguwoi lap

(Ky, ghi ré ho tén)




BM/QT39/QTCLHSSV QLHS/02

TRUONG CAO DANG KY THUAT CONG NGHE NHA TRANG
PHONG QTCL-HSSV

DANH SACH HSSV LOP

Khanh Hoa, ngay  thang  nam 20...

-
=

Ho tén HSSV

Ngay sinh

Nghé GHI CHU
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BM/QT39/QTCLHSSV QLHS/03

TRUONG CAO PANG KY THUAT CONG HOA XA HQI CHU NGHIA VIET NAM
CONG NGHE NHA TRANG Poc 1ap — Tu do — Hanh phic
PHONG QTCL-HSSV

‘ BAO CAO
Ho so nhap hoc ciia HSSV khoéa K .... nam hgc 20....-20....

~ Cén cir chire ndng, nhiém vy phong QTCL-HSSV tién hanh tiép nhn va kiém tra
h6 so nhap hoc cua HSSV khoéa K ... Nam hoc 20....-20.... v6i ndi dung nhu sau:

I. Ho so nhép hoc ciia hoc sinh hé trung cap TC khoaK ...:

— Tén 16p Sisd [S6 hd| Noi dung thiéu theo quy Ghi chu

16p | so | dinh (ghi trén bia hé so)
1 : : : : C6 ban chi tiét kém theo

2 i s sl €6 ban chi tiét kém theo

C6 ban chi tiét kém theo

II. Hd so nhip hoc ciia sinh vién hé cao ding CP khoa K ...:

T Tén 16p Siso |S6ho| Noi dung thiéu theo quy Ghi chu

16p | so | dinh (ghi trén bia hé so)
: : : - C6 ban chi tiét kém theo

2 ool s 1o | €O ban chi tiét kéem theo

C6 ban chi tiét kém theo

Vi két qua trén, chiing t6i xin duge bao céo nhu sau:

- Phong QTCL-HSSV di nhan ho so nhép hoc ... bd hd so trung cdp Khoéa ... va ... bd hd
so cao dang Khoa ... va ... bd hd so Cao dang lién thong Khoa ... theo tim 19p.

- Qua kiém tra, ra soat ctia phong QTCL-HSSV s6 luong hd so va ndi dung bén trong hd
so duge bao cdo cu thé nhu muc trén. . ..

Phong QTCL-HSSV Nguéi kiém tra
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)



BM/QT39/QTCLHSSV_QLHS/04

UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Poc lap — Tw do — Hanh phiic
CONG NGHE NHA TRANG

Khanh Hoa, ngay thding nam 20...

PHIEU TIEP NHAN THI SINH TRUNG TUYEN NAM HQC 20...-20...

[] HE CAO PANG (LT TU TRUNG CAP) CPl:.oo.......
[] HE CAO PANG (PAU VAO THPT) SOTHUTU (CP3:...........
L] HE TRUNG CAP- CP (9+) (Bansé 1 cdp) [TC3: ...........
[J HE TRUNG CAP 12 TC2: ...........

(Pdnh dau X vao 1 trong 4 6 trén)
- Néu thi sinh ¢6 nguyén vong doi nghé hodc doi hé dao tao: Lién hé bo phan tuyén sinh cua
phong ddo tao dé dwoc huwdng dan.
- Néu thi sinh khéng c6 nguyén vong doi nghé thi thwe hién cac ndi dung diedi day:
I. PHAN THI SINH TU KHAI
l.Hotén thisinh: ... Ngay/thang/nam sinh: ...../...../.........
2. HO KhaAU thUong trT: ..o,

IL TRINH TU'LAM THU TUC TIEP NHAN ,
Thi sinh trung tuyén thuc hién theo trinh tu tr Ban s6 1 dén Ban s6 5

Ban s 1 >| Ban s6 2 > Ban s6 3 >| Ban s 4 >| Bansb 5
Trinh ty | N§i dung thi sinh tring tuyén phai thue hi¢n lljfltlg: thu

1. Nop bo hd so (Gidy bdo nhdp hoc, So yéu Iy lich, 04 anh thé 3x4; Ban sao
chitng thuc: 02 Bdng tot nghiép hodc 02 Gidy chitng nhdn tot nghiép tam
thoi, 01 Hoc ba hodc Két qua hoc tip)

Ban s6 01 | 2. Kiém tra

3. Hudng dan ho so ¢ Ky tic x4 (néu c¢é nhu cau)

4. Nhan lai Gidy bao nhap hoc-Phiéu tiép nhan

1. Pong hoc phi hoc ky 1 theo thong bao ghi trong Giay bao nhap hoc

Ban sb 02 | 2- Pong tién & ky tc xa (néu co nguyén vong)

3. Mua Béo hiém sinh mang, bao hiém y té (tam thu)

Ban s6 03 | Mua trang phuc nghé theo qui dinh.

1. Nop lai Giéy bao nhap hoc - Phiéu tiép nhan.

Ban s0 04 | 2. Xac nhéan gidy to uu tién

3. Nhan gidy vao 1ép

Ban s6 05 | Dong DPoan phi, Hoi phi theo théng bao ghi trong Gidy béo nhap hoc




UBND TINH KHANH HOA
TRUONG CAO PANG KY THUAT
CONG NGHE NHA TRANG

BM/QT39/QTCLHSSV QLHS/05

CONG HOA XA HQI CHU NGHIA VIET NAM
DPoc 1ap — Tw do — Hanh phuc

Khanh Hoa, ngay thdng

nam 20...

DANH SACH HSSV KHOA K ... BO SUNG HO SO LAN .... NAM HQC 20.... - 20....

TT Ho tén HSSV Nedy | 1 6p PPK | LL | HP | KS | SK BIN GCN uB | mr | ur | GHI
sinh CS | PT | CS | PT CHU
@ &) A @ GO O[O ][O 00 dY|d2) | d3)|d4)|ds a6 | (17)

I. Khoa Co khi

1

1

2

2

3

4

4

I1.

Khoa Dién - Pién tir

ITI. K

hoa Du lich - Thwong mai

(4): Ngay thang nim sinh

(5): Phiéu dang ky hoc nghé
(6): So yéu ly lich
(7): Gidy dé nghi mién giam hoc phi
(8): Gidy khai sinh

(9): Gidy kham strc khoe

(10): Bafmg TN phé) thong co sd
(11): Bang TN pho thong trung hoc
(12): Giay CNTN tam thoi PT co s&

(13): Gidy CNTN tam thoi PT trung hoc

(14): Hoc ba

(15): Hinh (6 hinh 3*4)

(16): Gidy ching nhan wu tién

(17): TH m/y: Thoi hoc thang/nam; XT m/y: Xo6a tén thang/nam

10

PHONG QTCL-HSSV




BM/QT39/0QTCLHSSV QLHS/06

TRUONG CAO PANG KY THUAT CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lip — Tw do — Hanh phiic

CONG NGHE NHA TRANG
PHONG QTCL-HSSV

Khanh Hoa, ngay ... thang ... nam 20...

DANH SACHHSSVLOP ............ NOP BANG TOT NGHIEP
TT Ho tén HSSV Ngay sinh Nghé GHI CHU

1

2

3

4

5

6

7

8

9

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30

NHA GIAO CHU NHIEM

11

(Ky, ghi ro ho tén)




BM/QT39/QTCLHSSV QLHS/07

UBND TINH KHANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KY THUAT Déc lap — Tu do — Hanh phiic
CONG NGHE NHA TRANG
S6:  /TB-CDKTCN Khdnh Hoa, ngay thdng ndm 20...
THONG BAO

B6 sung hd so HSSV khéa K .... lan ....

Cian ¢t bao cdo so hd so nhadp hoc cua HSSV khoéa K... nam hoc 20... - 20...

Theo bao cao cua phong QTCL-HSSV vé thuc té hd so HSSV khoa K ... dén
hét ngay ..../.....20....

Nay Hiéu trudng thong bao dén cac khoa chuyén mon va nha gido cht nhiém cac
16p c6 HSSV con thiéu cac loai gidy to lién quan dén hd so HSSV (c6 danh sach kém
theo) thong bao, thu va tong hop gui vé phong QTCL-HSSV truée ngay ..../..../20....
Trong qua trinh thyc hién néu c6 kho khin gi, lién hé phong QTCL-HSSV dé dugc
huéng dan.

N
A

Trén day 1a noi dung thong bao bd sung hd so HSSV khoa. . .1an..., dé nghi cac
khoa va nha gido chu nhiém céc 16p néu trén nghiém tic thuc hién ding nd1 dung thong
béo nay./.

Noi nhin: HIEU TRUONG
- BGH (dé biét);

- Cac khoa, NGCN;
- Luu: VT, QTCL-HSSV.
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