SO GDPT LAM PONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT LOC THANH Poc 1ap — Tu do — Hanh phic
S6: 205/QD - THPTLT Bao Lam, ngay 19 thang 10 nam 2026
QUYET PINH

Ban hanh ndi quy tiép cong din
tai trwong THPT Loc Thanh

HIEU TRUONG TRUONG TRUNG PHO THONG LQC THANH

Can cir Can cir Théng tw s6 15/2026/TT-BGDPT ngay 24 thang 3 nam 2026
cua By Gido duc va Dao tao ban hanh Piéu ¢ truong tiéu hoc, THCS, truong
THPT va truong phé théng c6 nhiéu cdp hoc;

Can cit Vin ban 30/ VBNH- VPQH ngay 13/3/2026 ban hanh Ludt tiép cong
dan;

Can cir Nghi dinh s6 59/2023/ND-CP ngay 14/8/2023 ciia Chinh phii quy
dinh chi tiet mot so diéu cua Ludt Thuc hién dan chu o co so;

Can cir Thong e 11/2000/TT-BGD ngay 19 thang 5 nam 2020 cua B¢ gido
duc vé viéc huong ddan thuc hién dan chu trong hoat dong cua co so gido duc cong
lap,

_ Can cit thong e 04/2021/TT-TTCP ngay 01/10/2021 cua thanh tra chinh phu
vé quy dinh quy trinh tiép cong dan,
Theo dé nghi ciia Héi dong truong,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Noi quy tiép cong dan” cua
truong THPT Loc Thanh;

Picu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh;

Pieu 3. Cac t6 chuyén mon, t6 van phong, can bg, gido vién, nhan vién va
cac to chirc, cong dan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn:

- Nhu Piéu 3;
- S6 GDDT;
- Luu: VT.

guyén Hoang Vii



SO GDPT LAM PONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT LOC THANH Déoc 1ap — Tu do — Hanh phic

NOQI QUY
TIEP CONG DAN TAI TRUONG THPT LQOC THANH

(Ban hanh kém theo Quyét dinh s6 205/0P-THPTLT, ngay 19 thdng 10 nidm
2026 cua Hié¢u truong truong THPT Loc Thanh)

Piéu 1. Nghia vu va quyén lgi ciia cong din

1. Cung cép thong tin ca nhan; tuan theo Noi quy tiép cong dan va sy hudng
dan cua can b, cong chuc tiép cong dan (viét tat: ngudi tiép cong dan) trong viéc
dang ky va thuc hién quyén khiéu nai, to céo, kién nghi, phan anh;

2. Gitr gin trat tw, v¢ sinh chung; ton trong dbi voi nguoi tiép cong dan;
nghiém cam viéc kich dong, gay roi trat tu, xuyén tac, vu khéng, xtic pham uy tin,
danh du ctia co quan nha nudc, ngudi tiép cong dan; ngudi thi hanh cong vu;

3. Khong dugc can thi¢p, du nghe vi¢c khiéu nai, td céo cua nguoi khac;
truong hop nhiéu nguoi (tor 05 nguoi trd 1én) cung khiéu nai, t0 cdo, kién nghi,
phan anh v€ mdt ndi dung thi phai ctr nguoi dai dién;

4. Khong dugc mang cac vat dé chay, nd, chit doc hai, hung khi, stc vat hay
tré em vao noi tiép cong dan;

5. Viéc quay phim, chup hinh, ghi 4m phai duoc sy dong ¥ ctia ngudoi chu tri
tiép cong dan;

6. Pugc quyén khiéu nai, td cdo vé nhitng hanh vi ciia ngudi tiép cong dan vi
pham cac quy dinh cta phap luat vé quyén khi€u nai, t6 cdo, ki€én nghi, phan anh
cua cong dan. Hét gio lam viéc, cong dan dén khi€u nai, t0 cdo, phan anh, kién
nghi khong dugc luu lai noi ti€p cong dan.

Piéu 2. Trach nhiém ciia nguoi tiép cong dan

1. Trang phuc chinh t&; phai mang thé cong chtrc, vién chirc theo quy dinh;

2. C6 thai d¢ ton trong, bao dam khach quan, binh dang, khong phéan biét d6i
XU trong viée tlep cong dan; khong sach nhiu, khong gay phién ha hoic can tré
quyén khiéu nai, t6 céo, kién nghi, phan anh cta coéng dan.

3. Tlep nhan don, ling nghe, huéng dan cong dan thyc hién quyén khiéu nai,
t6 cao, kién nghi, phan anh ding luét dinh, dén ding co quan hodc ngudi co thim
quyen gidi quyet

4. Phai bao dam cong khai, dan chu, kip thoi; tao moi diéu kién thuan loi dé
cong dan thuc hién day du quyén va nghia vu cla céng dan; dong thoi, ghi chép

2



vao s0 theo ddi tiép cong dan day du ndi dung do cong dan trinh bay, ghi phiéu
tiép dan theo mau quy dinh;

5. Gitr bi mat cho nguoi t6 cdo theo quy dinh ctia phap luat.

Picu 3. Nguoi tiép cong dian dwoe quyén tir choi tiép cong dan trong cac
truong hop sau

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi mac bénh tam
than hoac bénh khac lam mat kha ndng nhan thic hoac kha nang di€u khién hanh
vi cia minh;

2. Nguoi ¢6 hanh vi de doa, xiic pham co quan, td chure, don vi, nguoi tiép
cong dan, nguoi thi thi hanh cong vu hodc ¢6 hanh vi khac vi pham ndi quy ti€p
cong dan;

3. Nguoi khiéu nai, t cdo vé vu viéc da dugc giai quyét dung chinh sach,
phap luét, dugc co quan nha nudc co tham quyén klem tra, ra soat, thong bao bang
van ban da duqq tlep, giai thich, }}u’ong dan nhung van cp tinh khiéu nai, to cdo ma
khong c6 tinh tiét madi lam thay doi ndi dung da giai quyét;

4. Nguoi dai dién hodc nguoi dugc y quyén khiéu nai khéng hop phap;

5. Nhiing truong hop khac theo quy dinh cua phép luat.

Piéu 4. Thoi gian, hinh thire va lich tiép cong dian

a) Tiép cong dan truc tiép:

Thoi gian tiép cong dan vao tat ca cac ngdy lam viéc trong tuan:

- Bubi sang: Tir 7 gio dén 11 gid 00 phit;

- Bubi chiéu: Tir 13 gio 30 phit dén 17 gio 00.

b) Tiép cong dan truc tuyén

- S6 dién thoai: 0983609300. (Thay Vii)

02633878338. (Van phong)

Nguyén Hoang Vii



SO GDPT LAM PONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT LOC THANH Déoc 1ap — Tu do — Hanh phic

PHAN CONG TRACH NHIEM TRONG VIEC TRONG QUAN HE VA
GIAI QUYET CONG VIEC VOI CONG DAN, CO QUAN, PON VI, TO
CHUC CO LIEN QUAN

1. Trach nhiém cua hi€u truéng

1. T6 chtre, chi dao va kiém tra viéc niém yét cong khai tai trudong va dang tai
trén trang thong tin dién tur cua trudong dé cong dan, co quan, don vi, té chic (sau
day goi chung la cong dan, t6 churc) biét cac ndi1 dung sau:

a) Bo phan chiu trach nhiém giai quyét cong viéc c6 lién quan;
b) Thu tyc hanh chinh giai quyét cong viéc;

¢) Mau don tir, ho so cho tung loai cong viéc;

d) Phi, 1€ phi theo quy dinh;

d) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra nha gido, can bd quan 1y va nguoi lao dong trong viéc
giai quyét cong viéc ctia cong dan, t6 chirc; kip thoi co bién phap xu 1y thich hop
theo quy dinh cta phap luat ddi véi nhirg nha giao, can b quan ly, nguoi lao
dong khong hoan thanh nhiém vu, th1eu tinh than trach nhiém, sach nhiéu, gay
phién ha, tham nhiing trong viéc giai quyét cong viéc cua cong dan, t6 chic.

3. Chi dao viéc bd tri noi tlep cong dan, thuc hién viéc tlep cong dan va b tri
hom thu gop ¥ (truc tiép hodc qua hom thu dién tir); chi dao ngudi phu trach cong
tac hanh chinh cua co sé gido duc cung dai dién Ban Thanh tra nhan dan nghién
ctru cac y kién gop v, bao cao hiéu truong xem xét, giai quyét.

4. Cir nguoi c6 trach nhiém gap va giai quyét cong viéc c6 lién quan khi cong
dan, t6 chtrc co yéu cau theo quy dinh cua phap luét; nhitng kién nghi, phan anh,
phé binh ctia cong dan, to chirc phai dugc nghién ciru va xir 1y kip thoi.

2. Trach nhiém cia nha gido, can by quan ly va ngudi lao dong

1. Tiép nhan thong tin; giai quyét cac cong viée cua cong dan, to chic c6 lién
quan tai try s¢ cua truong; bao v¢ bi mat nha nudce, bi mat cong tic va bi mat vé
nguoi cung cap thong tin theo quy dinh ctia phap luat.

2. Khi cong dan, t6 chuc yéu cau, co trach nhiém giai quyet cac yéu cau do
theo tham quyén va quy dinh. Nhiing viéc khong thudc thAm quyen gidi quyet

phai thong bao dé cong dan, t6 chirc biét va huéng dan cong dan, to chure dén noi
c6 tham quyén giai quyét. Khoéng duoc quan liéu, hach dich, ctra quyén, tham
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nhiing, gay khé khan, phién ha, sach nhiéu trong khi giai quyét cong viéc clia cong
dan, to chuec.

Picu 17. Poi thoai tai truwong

1. D6i thoai tai trudng duge thuc hién thong qua viée trao doi truc tiép giira
nha gido, can bd quan ly, nguoi lao dong, ngudi hoc voi hi€u trudng hodc gitra dai
dién tap thé lao dong, dai dién ngudi hoc véi hiéu trudong. Pdi thoai tai co sd gido
dyc dugc thuc hién dinh ky it nhat mdi ndm hoc mdt 1an hodc khi mot bén ¢ yéu
cau.

2. Noi dung ddi thoai, s6 luong, thanh phén tham gia ddi thoai, thoi gian, thoi
diém doi thoai, quy trinh t6 chirc doi thoai thyc hién theo quy ché dan chu cua co
s& gido duc.

3. Quan hé giira hiéu truéng véi co quan quan ly cap trén

1. Phuc tung su chi dao cia co quan quan 1y cap trén, thyc hién ché do bao
cdo dinh ky ding quy dinh, kip thoi, nghiém tic.

2. Kip thoi phan anh nhitng vuéng mac, kho khan va kién nghi nhiing bién
phap khac phuc dé€ co quan quan 1y cap xem xét giai quyét.

3. Phan anh nhing van dé chua rd trong chi dao ciia cép trén, gop ¥, phé binh
co quan quan ly cap trén bang van ban hodc thong qua dai dién. Trong khi y kién
1én cap trén chua duoc giai quyét, co sé giao duc van phai nghiém tic chip hanh
va thuc hién chi dao cua cép trén.

4. Quan h¢ gitra hi¢u truwémng véi don vi trwe thugc va thudc co sé giao
duc

Tiép nhan, xem xét va kip thoi giai quyét cac kién nghi, cac van dé phat sinh
lién quan dén viéc thuc hién dan chu; dinh ky lam viéc vo1 nguodi dirmg dau cac don
vi. Khi nguoi diing dau don vi dang ky lam viéc véi cac ndi dung, cong viéc cu thé
thi phai tra 161 v€ ké hoach lam viéc hoac ly do tir chdi.

5. Quan hé giira hiéu truéng véi chinh quyén dia phwong

Hiéu truong cé trach nhiém dam bao mébi quan hé chit ché véi chinh quyén
dia phuong dé phdi hop giai quyét nhitng cong viéc cé li€n quan dén cong tac gido
duc trong nha truong va quyeén lgi ctia hoc sinh.
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