
UBND HUYEN CAT HAI
TRrroNc rHcs rHI rnAN cAr uAr

si5: fl}-leD-rHcscH

cgNc nda xA ner cnu Ncnia vrET NAM
DQc I6p - Tg do - H4nh phric

Cdt Hdi, ngdy 011hAnS S ndm 2022

TR G

QUYETDINH
Vd viQc ban hhnh NQi quy, Quy chti ti6p c6ng dAn,

gini quy5t khi5u n4i, tii c6o

Hr+u rRrIoNG TRTIoNG THCS THI TRAN cAr nAr
Cdn c* Luqt Tiiip c6ng ddn tii lZtZOt Stont S;

Cdn c* Chi thi sii SS-CftrW ng6y 26/5/2014 cia Bp Chinh tri vi "tdng
crdng.su ldnh dqo cia Ddng aiii vAi c6ng tdc tiiip c6ng ddn vd gidi quyAt khi{u
nqi, t6 cdo";

Cdn.c* Nghi dinh 64/20141ND-CP ngdy 26/6/2014 cia Chinh phi quy
dinh chi fiet thi hdnh mAt sO dieu cila LuQt Ti€p c6ng ddn;

Cdn c* Th6ng tr 04/202L/TT-TTCP ng6y 0l/10/2021 cia Thanh tra ch[nh
pht) Qtry illnh quy tinh tiiip c6ng ddn; Th6ng * sil OS/ZOZUTf-TTCP ngay
01/t0/2021 cia Thanh tra Chinh phi Quy dinh quy trinh x* l! tlon khi6u nai,
don tii cdo, don kiiinnghi, phdn dnh;

Cdn ct Diiu le truqns nung hpc co sd, trudng trung hoc phti th6ng vd.

trudng ph6 th6ng c6 nhiiu ciip hpc duqc ban hdnh kim theo Th6ng tu sd
32/2020/TT-BGDDT ngdy l5/9/2020 cila 89 traons Ba Gido dqtc Ddo tqo;

Xdf tinh hinh thttc td ct)a nhd trudng,

QUY6TDINH:
Di6u 1. Ban hanh kdm theo Quyrit dlnh niy ln NQi quy, Quy ch6 t6 chric

vir ho4t dQng cria t6 tiiip ddn cta trudng THCS thi trdn C6t Hiti (c6 vdn bdn kdm

theo).

Di6u 2. TO tiiip c6ng dAn truong THCS thi tr6n C6t Hai c6 trAch nhigm t6
chric thyc hiQn NQi guy, Quy ch6 ti6p c6ng din theo dirng quy dinh.

Diiu 3. TO tiiip c6ng dAn vir tohn th€ crln b9, gi6o vi6n, nh6n vi6n truong
THCS thi tr6n C6t Hii, crlc c6ng dAn c6 li6n quan chiu tr6ch nhigm thi henh
quy5t ttlnh niy.

quyiit alnn niy thay ttrtl quy6t dinh si5 103/QD-THCSCH, ngiry

24lgl2o2l.vi c6 hieu luc ki3 tu ngdy kj./.
Noinlfin:
- tttu OBu:;
- hru:HS,VT.
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UBNDHUYENCATHAI
TRTIoNG THcs rHI rnAt cAr nAr

cQNG HoA xA uel cH0 xcHie vrET NAM
EQc l{p - Tg do - H4nh phric

ri6p c6ng din 
"u",[HPY;GS thi tr6n c6t Hei

(Ban hdnh Kim theo erydt dinh sa 8,J- tgo-racscit ngay 0l-Jhdng 9 ndm 2022
cia HiQu trudng trtrdng THCS thi bdn Cdt Hdi)

I. NguyGn tic ti5p c6ng din
l. ViQc tii5p cdng ddn phni dusc tiiin henh tei phdng Tirip dan nhd trudng.
2. Vi6c tiiip c6ng din bio d6m c6ng khai, d6n chri, kjp thoi; thri tuc don

gian, thu{n tiQn; git bi mft vi bio dam an to}ur cho nguoi t6c6o theo quv dinh
c_r1a ph6p lu6t; bio <tim lJr6ch quan, binh <ting, kn6ng f,hen biet aOi *,i t org i.ti
ti6p c6ng dAn.

.3. T6n.trgng, t?o rli€u kiQn thuQn lgi cho c6ng d6n thgc hiQn viQc kaii5u
n4i, t6 c6o, ki6n nghi, phan 6nh theo quy ttinh cria ph6p lu{t.

II. C6c hinh vi bi nghiGm cdm

1. GAy phiAn hi, s6ch nhi6u ho6c cin trd ngudi diin khi6u n4i, t6 c6o, ki6n
nghi, phan 6nh.

2. Thiaiu tr6ch nhiQm trong viQc ri6p c6ng d6n; lim m6t ho6c ldm sai lgch
th6ng tin, tai liQu do nguoi khi6u n4i, t5 c6o, ki6n ngh!, phan 6nh cung c6p.

3. Phan biet di5i x& trong khi tiiip c6ng d6n.

4. Lqi dung quy6n khiiSu n4i, t6 c6o, kii5n nghi, phan 6nh tl3 gay r6i trat t.u
c6ng cQng.

5. Xuy6n tgc, vu kh6ng, gdy thiQt hai cho don vf, cd nhdn.

6. De doa, xric ph4m don vl, ngudi tii5p c6ng d6n, ngudi thi hdnh c6ng vu.

7. Kich dQng, .cu0ng 6p, du d5, l6i k6o, mua chu6c ngudi kh6c tip trung
tl6ng ngudi tai noi ti6p c6ng dAn.

8. Vi pham c6c quy dinh kh6c trong nQi 9uy, 9uy ctri5 tii5p c6ng d6n.
III. QuyAn vi nghia vg crta ngudi tt6n khi6u n3i, t5 c6o, ki6n nghi,phin 6nh

. . l. Khi di5n noi tiifp c6ng d6n, nguoi khiiiu n4i, tii c6o, ki6n nghi, phan 6nhc6 c6c quy6n sau d6y:

a) Trinh biy v6 nQi dung khiiiu nqi, t6 c6o, ki6n nghi, phan rinh;

mc,,JiilJriai,itr3.:Htr?i thich vci nQi dung li6n quan dtin khiiSu nqi, tr5 c6o,

d6n; 
c) Khi6u n4i, t6 c6o ve nann vi vi pham ph6p lu4t cria nguni ti6p c6ng
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d) I.than th6ng b6o vA viQc tiiip nhfn, kt5t qui xri lj khii5u nai, t6 c6o, ki6n
nghi, phan rinh;

tI) Truong fW nguoi khi6u n4i, t6 c6o, kiiin nghi, ph6n ffi kh6ng sri
dung th6ng thqo tiisng Viet thi c6 quydn sti dgng nguoi ptri6naicn;

e) C6c quy6n kh6c theo quy dinh cria ph6p lu6t v6 khi€u n4i, t6 c6o.

2. Khi tltin noi tii5p c6ng dAn, nguoi khiilu nai, t5 c6o, ki6n nghi, phan 6nh
c6 c6c nghia vg sau tl6y:

. a) N6u 16 ho t6n, dla chi ho{c xu6t trinh gi6y td tty th6n, gi6y iy quyAn
(nOu c6);

b) C6 th6i tlQ dtng mgc, t6n trgng d6i voi nguoi ti6p c6ng d6n;

c) Trinh bdy trung thgc sg vi6c, cung c6p th6ng tin, trii li6u li6n quan d6n
nQi dung khi6u nai, t6 c6o, kii5n ngh!, pllan rffi; ky ho4c tti6m chi x6c nhan
nhtng nQi dung trinh bdy dd tlugc nguoi ti6p c6ng d6n ghi ch6p lai;

d). Nghi6m chinh chdp hnnh nQi quy tiiip c6ng dAn vi hu6ng d6n cta
nguoi ti€p c6ng d6n;

. d) Trudng hqp c6 nhi6u nguoi cing khi6u n4i, t6 c6o, kiiin nghi, ph6n rinh
v6 m6.t.nQi dung thi phii cri nguoi dqi di6n tt€ trinh bdy nQi dung khiaiu nai, t6
crio, ki6n ngh!, phan rlnh;

e) Chlu tr6ch nhi6m tru6c ph6p lu{t v€ nQi dung khi6u nai, t6 c6o cria
minh.

IV. Tr6ch nhiQm cia nguli ti6p c6ng d6n

l. Khi tirip c6ng ddn, ngudi tiiip c6ng d6n bio tl6m trang phuc chinh t6,
lich su.

2. Y6u cAu ngudi ttiin khi6u n4i, t6 c6o, ki6n nghi, phan 6nh n6u 16 h9 t6n,
dia chi ho{c xuAt trinh gi6y to tty th6n, gi6y ty quyAn (nriu c6); c6 tlon hoic
trinh bAy rd rhng nQi dung khi6u n4i, t6 crio, ki6n nghi, phan 6nh cung c6p th6ng
tin, tAi liQu cAn thi€t cho viQc ti€p nhQn, thq lj w vi6c.

...! 3..C6 th6i 9g,dtuq mgc, t6n trgng c6ng dan, liing nghe, ti6p nhfn tlon
khi6u n4i, t6 c6o, ki6n q4i, phan 6nh ho{c ghi ch6p dAy dri, chinh xd,c nQi dung
mi nguoi ttiSn ktiilu ngi, t6 c6o, ki6n ngh!, pt an ,irt-tAnt Uay.

4. Giai thich, hu6ng d6n cho ngudi di5n khi6u n4i, tii c6o, ki6n nghl, phan

6nh ch6p hanh chri truong, dudng liii, chinh s6ch, ph6p luft,.kiit luan, quyiit tlinh

si6i quv,5t dd c6 hieu lgc ph6p luft cria co quan c6 th6m quy€n; huong ddn nguoi

[ni6u nai, t6 c6o, kiiin nghi, phan 6nh d6n dfing co quan ho[c nguoi c6 tham

quyAn gi6i quyi5t.

5. Truc ti6p xri lf ho[c phAn loqi, chuy€n don' trinh. ngudi c6 th6m 9uy6n

-,r rv ir,i3r-ri.|5;;]kiil#i, pii' ,e"r'lth6ng b6o kilt qud xri lf khi€u n4i'

ti5 cio, ki6n nghi, phan rffi cho c6ng d6n'
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. 6' Y6u cau nguoi vi.phgm,n6i quy noi ti6p c6ng d6n ch6m d*t hdnh vi vi
ph4m;.trong truong h'p c6n thiiSt, t6p Uien ban'v6 viSc ,i ph?- ;ty;u .iu .o
quan chtc ndng xri lf theo quy dinh cria ph6p lu4t.

V. Nhiing trulng hgp tluqc ttr ch5i ti6p c6ng d6n

. Nguq tidp c6ng ddn ituo. c tit chiit tiiip nydi diin noi ti€p c6ng ddn trong
cdc trudng hq p sau ddy:

, I Igyd Tolq tlt t ang say !o ding ch6t kich thich, ngudi m6c bQnh

l?i",T ho{c mQt bgnh ktr6c ldm m6t kh6 ndng nh4n thfc hoSc tha nang OiCu
Knlen nann vl cua minh;

2. Ngudi c6 hdnh vi de dga,_xric phqm co quan,.t6 
,t,1c, tlon yi, nguoi tii5p

c6ng dan, ngudi thi henh c6ng vp ho{c-c6 hanh ui ura" vi ph4m ngi ["y"noi tiep
c6ng d6n;

3. Ngudi khi6u nai, t6 c6o vt.vq viQc. tl6 gi6i quyiit-dung chinh srich, ph6p
luAt, duo.c co quan nhi nudc c6 thim quy6n_kiem tra, rd so6t, th6ng brio Lang

"i.bg y-1 tld tlu_o. c tii5p, gi6i thich, huong din nhmg v6n 
"a 

ifrf, tfria, .i*E
c6o k6o ddi;

4. Nhftng truong hap kh6c theo quy <[nh cta ph6p lugt.* vI. Llch ti6p c6ng dAn

L Thdi gian ti6p c6ng d6n

a) Thdi gian ti6p c6ng ddn thudng xuy6n:

_ _- 
gu6i s6ng: tu 8 gid 00 phtt tl6n I I gio 00 phrit vdo c6c ngdy thri Hai,

Tu, S6u;

- gui5i chi6u: ttr 14 gid 00 phrit <t6n 17 gid 00 phtt vdo c6c ngdy thri Ba,
Nim.

b) Thoi gian ti6p c6ng d6n tlinh ki: HiQu tru&ng ti6p c6ng d6n dfnh ki vdo
ngdy thri s6u hirng tuan t?i phdng ldm viQc.

- Bu6i sdng: tir 8 gid 00 phrit d6n l0 gid 30 phrit;

- Su6i chiiu fi 14 gid 00 ttiin 16 gid.

. c) Truong hqp kfi6ng thrS thpc hiQn viQc tiiip c6ng ddn theo lich <tE c6ng
b6 do c6 lj do chinhdring thi c6 th,! ltri lich tiiip c6ng dAn sang. thdi gian kh6c vd
phdith6ng b6o cU th6 thoi gian dU kilin ti6p c6ng ddn tai noi titip cOng dan.

2.!ruimghqp tiiip c6ng d6n dQt xu6t thlrc hiQn theo sg phdn c6ng cria T6
truong tiep c6ng d6n ho{c theo y6u cdu cria lEnh dpo co quan.

3. Dia di6m: Phdng Ti6p d6n truong THCS thitlSn C6t Hai.

Qyr tlinh ndy c6 hiOu luc thi hanh k6 tt ngdy ra Quylit tlinh ban hdnh.

Toan th€ c6n bQ, gi6o vi€n, nhdn vi6n trong nhd trudng chiu tr6ch nhiem thi
hanh nQi quy niy./.
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UBND HUYE.N CAT HAI
TRTIoNG THCS rHI rnAN cAr nAl

cgNc udaxA ngr cntnGHiA vrET NAM
DQc l$p - Tg do - H4nh phric

riSp c6ng da.n eqa ,3"Hff"u", thi trdn c6t Hii
(Kim theo Quyet dinh s6 X* /QE-THCSCH, n7dy |y'_ thdng 9 ndm 2022

cia HiQu tiudng truottg THCS thi trtin Cdt Hdi)

Chuong I
I\HIING QUYDIIIH CHUNG

Didu 1. Phgm vi tli6u chinh

. l. Quy chii ndy quy dlnh Quy trinh tiiSp c6ng ddn vd xti lj don khiriu nai,
t6 c6o; don.phan 6nh, kii5n ngh! li6n quan d6n khitiu n4i, t6 c6o cta trudng
THCS thitrdn C6t Hai.

2. Vi€c tiiip c6ng d6n bao gdm:

. a) Ho4t ddng tii5p c6ng dAn 4**g xuy6n vir dQt xu6t cta HiQu tru&ng;
Ti6p nhgn vA xri lf c5c lo4i ttcrn khiilu. nai, t6 c6o, phan ffi, kitin nghi hodc li6n
quan khi6u nai, t6 cdo, phan rlnh, ki6n ngh! (sau ddy goi chung ta Oon; ttruqc
th6m quy6n giii quy6t ctia Hi6u trudng; Hudng d6n ngudi khi6u n4i, t6 c6o,
ph6n tu:h, ki6n nghi d6n co quan ho{c ngudi c6 thAm quydn gi6i quyi5t n6u vu
viQc kh6ng thuQc thAm quyAn gi6i quytit cria Uiqu tru0ng.

b) Th6ng b6o kiit qu6 xri lf <Ion thu khi6u npi, t6 c6o, ph6n 6nh, ki6n crja
HiQu tru&ng cho c6ng ddn dE grii dcrn.

2. Quy trinh ndy kh6ng 5p dung diii v6i viQc ti6p php huynh hoc sinh cta
gi6o vi6n b6 m6n vd gi6o vi6n chri nhi6m.

Di6u 2. Nguy6n tic ti5p c6ng din vir xri lf tlon

l. Dirng ph6p ludt.

2. C6ng khai, minh bach, chinh cric, kip thdi.

3. Thri tgc tiiip nhan don gian, thufln ti€n.

a.TiEp nhdn, xri lf <lung th6m quyAn.

5. C6ng tAc ti6p c6ng din; !5p qhan xri lj tlon; tri k6t qu6 xri lj tlon tl6m
bAo th6ng su5t ve t{p trung m6t tldu mi5i.

Di6u 3. Tr6ch nhifm cria ngutri ti6p c6ng d6n

l. T6n trgng, l6ng nghe j ki6n cta c6ng ddn.

2. Giei thich hudng din cho c6ng ddn hiiiu 16 quy6n vi nghia vg cta
nguoi, khi6u n4i, t5 c6o ho{c cria nguoi phan rinh, kiiin ngh! li6n quan dtin khi6u
nai, t6 c6o.

3. Xti l)' don dtng quy ttinh cta phrip luQt.
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4. Th6ng b6o tiiin tl6 giii qry6t don thuQc thAm quy6n gi6i quy6t cira HiQu

tru&ng.

. Chugng Il^
TRII\H TIITIEP CONG DAN

Di6u 4. Xic <tinh tu cich chri th6

l. Khi c6ng ddn dtin trgc ti6p trinh bAy t4i phdng ti6p ddn, nguoi ti6p c6ng

dan dC nghi xu6t trinh gi6y chtmg minh nhAn d6n hay the cen cudc ho{c giAy !d
tty th6n;A lam rO tu Jch cria nluoi tryc titip khi6u n4i, ti5 c6o, phan 6nh, ki6n

nghf ho?c ldm rO tu c6ch cta nguoi dai diQn, riy quydn trong trudng hqp c6ng

ddn tt6 tltmg ra girip dd nguoi khi6u n4i.

L 1. Trudng hq p ngudi trinh bdy ld ngudi dqi di€n cia ngudi khieiu nqi th\
ngudi tiiip c6ng Jan yC, .4, ngudi trinh biy xu6t trinh c6c gi6y td ch(mg minh
lni-g. tai aien t qp phap cta ngudi khitiu n4i, gdm: gi6y td chimg minh nguoi
khiiiu nai ld nguoi kh6ng c6 nEng lgc ho{c kh6ng c6 dri rleng lqc hdnh vi d6n sU;

gi6y td chimg minh li ngudi gi6m hQ ho{c gi6y riy quy6n c6 x6c nhfn cria Uy
ban nh6n dan thi tr6n, xd noi ngudi khi6u n4i cu tru.

1.2. Trudng ho.p ngudi trinh bdy lg ngudi duqc ily quyin khiiiu nq.i th\
-. ,L ^ ;^

ngudi tiilp c,6ng ddn y6u cAu xuAt trinh gi6y chimg minh nh6n d6n hoqc gi6y td
" .. ' ' ',(tty thdn; gi6y uy quy6n cta ngudi khi€u nqi c6 chrlmg thuc cria Uy ban nhdn dan

thi tr6n, xd noi ngudi khiiiu n4i cu tru.

2. Trudng hqp ngudi trinh bAy kh6ng xu6t trinh c6c lo4i gi6y ttr <Iugc quy
dinh tai khoi.n I , mgc I .1, mgc I .2 di6u ndy thi ngudi ti6p c6ng dan ttr ch6i ti6p
vd gi6i thich 16 lj do theo nQi quy ti5p c6ng ddn.

3. Trudng hqp d6.ki6m tra dAy dt cdc gidy td theo quy dlnh t4i khoan 1,

mqc l l, mpc I .2 cta tli6u niy, ngudi ti6p c6ng dAn tl€ ngh! c6ng nhQn trinh bdy
t6m tit nQi dung vr; viQc vd ti6p nhQn <Ion; ghi vdo s6 tiiip c6ng ddn.

Didu 5. Phin lopi, xfr tf tinh hu6ng

L Trudng hgrp c6ng ddn tliin trinh bdy nhrmg chua vi6t don, ngudi tiiip
c6ng ddn y6u ciu c6ng ddn trinh bdy su vi6c, cung c6p tdi liQu c6 gi5 tri chimg
minh cho sy viQc, huong d6n c6ng d6n vitlt dcrn. N6u c6ng ddn kh6ng bi6t <Iqc,

bi6t vi6t thi nguoi ti6p c6nq d6n ghi ch6p"nQi dung c6ng dan ffinh bdy, dgc l4i
cho c6ng d6n nghe vd y6u cdu c6ng ddn di6m chi x6c nhfln.

. 2. Trudng hqrp c6ng ddn d5n t4r sd ti6p c6ng ddn tl€ nghi cung c6p th6ng
tin k6t qui gi6i quy6t thi nguoi ti6p c6ng d6n.kiiSm tra, tri ldi tii5n dQ hoac k5t
qui giii quy6t cho c6ng dAn ngay trong UuOl tiiip cdng ddn.

3. Trudng lSp ,U viQc kh6ng thuQc thAm quy6n gi6i qr,ytit c,iu Hipu
truAng thi viet pnieu huong d6n vd huong din nguoi khi5u n4i, t5 c6o, phan 6nh,
kiiin nghi d6n co quan hodc ngu<ri c6 thAm quy€n gi6i quy6t.
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Didu 6. Ti6p nhidu ngudi tl5n khi5u n4i, t6 c6o, phin 6nh, ki5n nghi

. Trudng hqp c6 nhiAu ngudi cr)ng di5n phdng tii5p dan d6 k*rii5u n4i, t6 c6o
vO ctng mQt nQi dung, thi ngudi ti6p cdng d6n y6u cdu nhfrng ngudi khi6u n4i,
tii c6o cri ilai diQn d6 trinh bdy nQi d*g uu viQc v6i nguoi tii5p c6ng dAn. ViQc
cri nguoi tlai diQn du-o. c thlrc hiQn nhu sau:

a) Trong trudng hQp c6 tu 5 dtin l0 ngudi <t6n thi cri mQt ho{c hai ngudi
dei di€n;

. b) Trong trudng hqp tr6n l0 nguoi thi si5 ngudi tlai di6n nhi6u hon, nhrmg
t6i <la kh6ng qu6 5 nguoi.

DiSu 7. T6 chfc tiSp cdng d6n

l. ViQc ti6p c6ng dan dem b6o c6c bu6c sau:

^ , i,, , ,
a) Tuy6n b6 li do bu6i ti6p c6ng d6n .

b) Gi6i thiQu thanh ph6n tham dtr, ngudi cht tri, thu ky ghi bi6n ban tiiip
c6ng ddn.

c) Dqc nQi quy phdng tiiip c6ng ddn.

s, d) DC nghi c6c c6ng den trinh bdy f kiiin.

i e) C6c thanh vi6n tham gia tii5p c6ng d6n cria nhi trudrng ph6t bi,5u.

9 f tli5n cria c6ng ddn.

C) Th6ng b5o cta ngudi chri tri tii5p c6ng ddn v6 thoi gian giii quyiit tlon
cria c6ng d6n.

2. Thu lcj ghi bi6n ban titip c6ng d6n

Didu 8. Th6ng b6o viQc giii quy6t don cta c6ng din
l. HiQu truone ky ph6t hanh th6ng b6o viQc gi6i qryilt don oia cdng d6n

trong thoi h4n 05 ngiy lim viQc sau khi ti6p c6ng d6n.

2. Thoi han gini q.,y6t, t.a ldi don li l0 ngdy ldm viQc k6 tt ngdy tiisp

nh4n tlon.
Chuong III

TIfP NHAN, PHAN LoAr DoN, xtl Lf DoN

Didu 9. Phin logi tlon

B0 phfln thp lf don phdn 1o4i nhu sau:

1. Dcrn tlt di6u kiQn xir lf thi viro s6 a6 tneo d6i qui trinh xr? lf, g6m:

a) Don c6 cht viiit li tii5ng Vi€t; kh6ng c6 nqi dung xric ph4m uy tin, danh

dg cria nhd truong vii cta 96n bO, gi6o viQc nhdn vi€n nhd trudng; c6 cht ky

ho{c di6m chi cria ngudi khitiu nai, t6 c6o, ph6'n rffi, ki5n ngh!.

b) Don khii5u nai phdi ghi 16 ngiy, th6ng, ndm khi6u nai; hq vir t6n, dia chi

cu tru, dla chi li6n lac cia ngucri khi6u n4i; ten, tlia chi cria co quan, t6 chric, c6

I
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nhAn khi6u n4i; nQi dung, 1;i do khi6u n4i vi y6u c}u cAu ngudi khi6u n4i; kdm

theo tiri liQu c6 gi6 tri chimg minh.

c) Don ti5 c6o phii ghi rd hg, t6n, dla chi cu tru,-tlla chi li€n l.c cfia ngudi

tii c6o; n6i dung t6 .ao; ., quan, t6 chtic, c6 nhan bi t6 c6o; kdm theo tdi liQu c6

gi6 tri chrmg minh.

d) Don phin anh, kiiin nghi li6n quan tttin khi6u n4i, t6 c6o phdi ghi 16 h9,

t6n, dia chi cutru, dia chi li€n I4c cria ngudi phan 6nh, ki6n nghi; nQi dung phan

6nh, kii5n nghi; theo tdi liQu c6 gi6 tri chimg minh.

e) Don dd tlugc gi6i quy6t theo quy dinh cria phdp luft nhmg nguoi gui

clon cung c6p du-qc tinh tiiit, tdi liQu, chfmg cri mdi c6 thi co sd lim thay d6i nQi

dung dd gi6i quy6t.

2. Don kh6ng tlt tti6u kiQn xr? lf
- Don khdng d5p rmg c6c y6u ciu t4i c6c muc cta khoin 1 tli€u ndy.

- Eon duo.c grii cho nhi6u co quan, nhidu ngudi; trong d6 c6 ghi t6n co
quan ho4ch nguoi c6 th6m quyAn gidi quytit;

- Don ti5 c6o che gi6u t6n, m4o danh, kh6ng 16 dia chi, kh6ng c6 qht ky
trgc.ti6p md sao chqp chft \i ho[c nhirng t6 c6o tI6 dugc cdp c6 thdm quy6n giii
quy6t hay t6 crlo nhmg kh6ng c6 bdng chimg m6i.

- Don d6 tlugc ti6p nh{n vi nQi dung tld xri ly theo quy dinh ph6p luQt.

- D5 mdi ngudi khiiiu nai, t6 c6o, phin rffi, kitin nghi li6n quan diin k1rii5u

n4i, t5 c6o hai lAn (theo dia chi cung c6p tr6n d<rn) dii x6c dinh n6i dung, cung

c6p h6 so nhmg kh6ng dlin vi khdng th6ng b6o ly do.

3. Cic don tlt tli6u kiQn xr? lf hay kh6ng thi di6u kiQn xfr If bQ phan

thu lj don ae trinh HiQu tru&ng ky d6 th6ng b6o v€ viQc gi6i quy6t don cta c6ng
dAn trong thoi han 05 ngiy lim vi€c sau khi ti6p c6ng dAn.

Didu 10. Xir lf tlon khiSu n3i

1. Don khi5u n3i thuQc thim quydn giii quy6t

a) Don khi6u nai thuQc thAm quy6n giAi quy6t cria Hi6u tru&ng vd dri di6u
kiQn thplf theo quy dinh thi ngudi ti6p c6ng ddn ti6p nhfn, chuy6n HiQu trudng
gi6i quy6t theo quy dinh cria ph6p lu{t.

b) Don.ktit5u nai thuQc thAm quy6n gi6i quytit cria HiQu tru&ng nhung
kh6ng kdm dAy drl c6c tii liQu chimg minh thi nguoi titip c6ng d6n ti6p nhfn
trinh HiQu ffitug; HiQu truong s€ giao b0 p.hQn thu. lf vii5t PhiCu huong.dSg
c6ng d6n b6 sung tdi liQu ho{c mdi ngudi khi6u n4i d6n ldm vigc tryc ti6p dE b6
sung tii liQu.

c) Dql khii5u nai thu$c th6m quy6n giii quytit cria HiQu trudng nhmg
kh6ng dri <ti6u kiQn thr,r lf thi tuy trudng hqp .U th6, bO ph4n thp lf trinh Hi6u
trudng xem x6t tl6 c6 v6n ban tri loi.
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2. Don khi5u n3i kh6ng thuQc thAm quy6n giii quy6t
Don khii5u npi kh6ng thugc,tham quydn gi6i quy6t cria HiQu truong thi bQ

p|9 thu. ri- vir5t phiiSu huorg dan trinh Higu-trutirg Iiy vd hu6ng aa,i nguo,

$1eu 1ai gti dorl il6n co quan ho{c nguoi c6 thim quydn cta co quan, t6 chric
ufc. 

$c 
giii quy6t theo quy dinh cria phrip luQt. viQi huong aan cni tilrc hi€n

m6t lAn.

Di6u 11. Xfr tf tlon t5 c{o

1. Don t6 c{o thuQc thim quyin
Don ti5 c6o thuQc thAm quy6n xri lj cta HiQu trudng thi ngudi ti6p c6ng

dan nhfn tlon, lQp brlo b6o c6o trinh Higu trudng xem x6t. Hic, t**e siao cho
b0 phin chric ning thpc lj th6m tra, x6c minh, kiit lufn vd kiiln ngtri gfii quy5t
theo quy dlnh cta phrip lu{t.

2. Don t5 c6o kh6ng thuQc thim quydn

Dsn t6 c6o kh6ng thuQc thim quy6n gi6i quyrlt cta Hi6u tru&ng thi nguoi
thu lf don lflp Phiiiu chuy6n, trinh HiQu t*"ng ioy chuy6n vl cric chilrg cri', tdi

J1€u 
rcp theo (ni!u c6) tttin co uan kh6c hoac nguoi c6 thAm quydn trong-co quan

kh6c tl6 duoc gAi quy6t theo quy dinh cria phrip lu{t
3. Don t6 c6o hirnh vi giy thift hgi, dang gny thiQt h4i hopc de dga g6y

thi6t hai nghidm trong d6n tqi icl nhe nud., .o q-rin, t6 chtic,'tinh -qng, idi ,*
cria c6 nhan thi ngudi tii5p cdng dan nh4n aon va lfp brio c6o kip ttroiac Higu
trudng 6p dung bign ph6p.ngdn ch{n theo quy dinh cta phrip ludt hodc th6ng brio
cho co quan, ngudi c6 th6m quy6n kjp thdi ngdn ch6n, han chal, khic phpc hau
qua.

, Di6u 12. Trulug hgp tlon vira c6 n-Qi dung khi6u n4i, vira c6 nQi dung
t6 cio; ho{c don t6 c5o nhung c6 b6n ch6t l}l phin 6nh

1. Trulng hgp tlon vira c6 nQi dung khi6u ngi, vira c6 nQi dung t5 cdo

Nguqr^tifl.cdng dAn nhin tton, lflp brig c6o dE xu6t chuy6n Hi6u truong
giAi quyilt vi6c khiiiu n4i theo quy rllnh tai Di6u l0 euy chii niy, con nsi dung t6
c6o thi xti lf theo quy ttinh tai Di6u I I Quy ch6 ndy.

2. Trrdng hgp tlon t6 c6o nhung c6 b6n ctr6t tar phin 6nh

Trudng hqp don t6 c6o nhmg c6 bin ch6t ld phin rinh thi nguoi titip c6ng
ddn huong d6n c6ng ddn vitit l4i don ctro ding voi bin ch6t vg vi6i vd grii Ating
nguoi ho{c thing co quan c6 thim quy6n giii quy6t.

EiAu 13. Thtri h4n xfr lf ilon cta nhi trudng
Thdi hqn xri lf don li l0 ngdy ldm viQc, k6 tri ngdy ti6p nhfn don.

Di6u 14. Thim quydn kf ph6t hinh cic vin bin xir tf tlon

- HiQu try*g ky ph6t hanh c6c vdn b6n giii quy6t tlon, chuy6n don, hu6ng
d6n, tre ldi ti.in dQ; kj ph6t hrinh v6n b6n tir chiSi thu lli, tu chOi ti6p c6ng d6n,
tri ldi cho co quan chuytin don.

,.
."/
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Chuong IV
XI.ILV DON

Di6u 15. Trich nhiQm cta Hifu tru&ng vi trich nhiQm cria nguli thg

I tlon do c6ng din gfri

1. Tr6ch nhiQm cta HiQu tru0ng: xem x6t c6c don khiiiu n4i, t6 c6o,

phan rffi, kii5n nglri do c6ng dan grii toi; xir li nQi dung c6c tlqn do c6ng din gui

tdi; ph6t hanh vdn ban th6ng b6o ki5t qui giii quy6t cho nguoi gtii <Ion theo quy

dinh.

. 2. Trich nhiQm cta nguiri thg tf tlon: mdi.ngudi gui don dtin ph6ng

tir5p c6ng dan nhan v6n ban gi6i quy6t khiiiiu n4i, t6 c6o, phin 6nh, ki6n ngh!

trong thoi h4n kh6ng qu6 5 ngdy lim viQc, k6 tu ngdy nh4n dugc v5n bin th6ng

b6o k€t qui gidi quy€t cria HiQu trudng.

Di6u 16. T6ng hqp b6o c6o k6t qui ti6p c6ng din

HiQu trudng chiu tr6ch nhiQm dinh kj t6ng hqp b6o crio k6t qui titlp c6ng

dAn grii Phdng Gi6o dgc vA Dio t4o theo quy tlinh.

, ChuongV
DIEU KIIOAN THI HANH

Di6u 17. T6 chric thgc hiQn

l. Hi6u truong td chric tQp hu6n v6 quy trinh tiiip c6ng dAn, ph6 bi6n c6c

v6n bi.n chi d4o cta nhi nu6c vir cta nginh v6 ti6p c6ng dAn cho b0 phf,n ti6p
c6ng d6n cria nhd trudng; t6 chric so k6t trongbQ ph{n tiiSp c6ng dAn m5i hqc k!
mQtlan di! ning cao hiQu qui trong qu6 trinh tii chric tii5p c6ng dAn.

2. M6i bu6i ti6p c6ng d6n sE do mQt thdnh vi6n trong t6 titip c6ng ddn phu
tr6ch. Ttry trudng hqp cg thii, HiQu trudng sE quy ttlnh nhirng ngudi kh6c ctng

3. NhAn vi6n Vdn thu thyc hiQn quan ly hii so, sti srich ti6p cdng d0n vi
cdc gi6y td li6n quan kh6c theo ttring quy ttlnh.

4. C6n bO, c6ng chric, vi6n chftc nhi truong vd t6t c6 t6 chric, c6 nhAn diin
noi tii5p c6ng ddn phni ch6p hanh vd thgc hign t6t quy chii ndy.

Didu 18. B6 sung, sua tl6i Quy ch6

. ]rong qu6 trinh thlrc hiQn Qry *6 niy, n6u c6 phrit sinh m6i ho4c vuong
mac dE nghi c6c thanh vi6n b0 phQn tiiSp c6ng dan, Chi riy, Ban ch6p hanh C6ng
doAn phan 6nh kip thoi v€ Ban gi6m hiQu nhd trusng de sria d6i, b6 sung cho
pht hqp./.

tir5p.


