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Yéu cAu sita Trang / Phan Lan ban NGay ban

e lién quan MO ta nfi dung sira doi | hanh/Lan gay
doi/ bo sung A o . : X, hanh

Viéc stra doi swra doi
1.MUC PICH

Quy dinh trinh ty va cach thic thuc hién thi tuc sap nhap, chia, tich nhom tré, 16p mau
gido doc lap.

2.PHAM VI

- Ap dung géi v6i cac T6 chire, c& nhan mudn thue hién thi tuc sap nhap, chia, tach
nhom tré, 16p mau gido doc lap;

- Ap dung ddi véi can bo, cong chirc thuoc UBND XA.

3.TAI LIEU VIEN DAN

- TCVN 1SO 9001:2015
- Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 ciia Chinh phii quy dinh vé diéu kién
dau tu va hoat dong trong linh vuc giao duc;
- Nghi dinh s 135/2018/ND-CP ngay 04/10/2018 ciia Chinh phi stra d6i mot s6 dicu
ctia Nghi dinh 46/2017/ND-CP ngay 21/4/2017 cia Chinh phu quy dinh vé diéu kién dau tu
va hoat dong trong linh vuc gido duc.

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhén dén

- BP TN&TKQ: B phan tiép nhan va tra két qua
- CCCM: Cong chtre chuyén mon

- MCDT: Mot ctra dién tir

5.NOI DUNG QUY TRINH

5.1 | Piéu kién thye hién Thii tuc hanh chinh

Viéc sap nhap, chia, tich nhom tré, 1ép mau gido doc 1ap phai bao dam cac yéu cau
sau day:

- Bao dam quy dinh vé gido vién, s6 lugng tré em trén mot nhom tré, 16p mau gido, to
chtrc 16p hoc.

- Bao dam an toan va quyén, loi ich hop phap ciia tré em va gido vién.
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- GOp phan nang cao chat lugng nudi dudng, cham sdc, gido duc tré em.

5.2

Thanh phan ho so

Ban | Ban
chinh | sao

em, glao vién

To trinh dé nghi sap nhap, chia, tach nhom tre, 16p mau gido doc 1ap, X
trong d6 co6 phuong 4n dé bao dam quyén, loi ich hop phép cua tré

cua gido vién hodc nguoi cham soc tré em

Ban sao duoc cép tir 6 géc, ban sao dugc ching thyc tir ban chinh X
hoac ban sao kém theo ban chinh dé doi chicu van bang, chiing chi

5.3

S6 lwgng ho so

01 bo ho so

5.4

Thaoi gian xir ly

10 ngay lam viéc ké tir ngay nhan du ho so hop 18

5.5

Noi tiép nhan va tra két qua

Bo phan tiép nhan va tra két qua - UBND

5.6

5.7

Quy trinh xir ly cong viéc

TT

Trinh tw Trach
nhiém

Thoi Biéu mau/
glan Két qua

Bl

Tiép nhan ho so: Cong dan,
T6 chire, ca nhan nop ho so tai BP BP
TN&TKQ - UBND cép x4 hozc giri hd | TN&TKQ
so qua hé théng buu chinh hoidc ndp truc
tuyén tai dia chi: motcua.hanam.gov.vn

CCCM tiép nhan, kiém tra ho so:
+ Truong hop hd so chua day du, chua

Yangay | Theo 5.2
Biéu mau theo
QT.VP 02
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hop 1& thi huéng din bd sung, hoan
chinh bang vian ban;

+ Truong hop hd so day du, hop 1é thi
tiép nhan ho so va lap phiéu kiém soat
qua trinh giai quyét ho so, gidy tiép nhan
hd so va hen tra két qua (d6i voi ho so
giai quyét nhiéu hon 01 ngay) va cap
nhat thong tin, dir liéu vao Hé théng
thong tin MCDT va S6 theo ddi ho so;

+ Hb so sau khi d& dugc hudéng din ma
khong dugc bd sung day du, hoan thién
thi CCCM tir chéi bang phiéu tir chdi tiép
nhan giai quyét ho so, trong d6 ghi 16 Iy
do tir chdi, ky, ghi & ho tén cua ngudi
tiép nhan

B2 | Giai quyét ho so: CCCM 02 ngay | Biéu miu theo
CCCM tham dinh h so: QT.VP 02
+ Truong hop hd so hop 1é thi 1am van
ban d€ nghi Phong Giao duc va dao tao
kiém tra thuc té€ cac diéu kién sap nhap,
chia, tach, nhom tré, 16p mau gido doc
lap
+ Truong hop hd so chua hop 1é thi
thdng bao bang van ban nhimg ndi dung
can chinh stra, bo sung cho t0 chire, ca
nhan
CCCM trinh lanh dao UBND ky duyét
va cap nhat thong tin, dit li¢u vao Hé
thong thong tin MCDT
B3 | Phé duyét: Lanh dao |01 ngdy | Van ban dé
Lanh dao UBND xem Xét: UBND xa nghi hodc Vin
+ Trudng hop déng ¥ thi ky duyét ban thong béo;
. N N 2 Biéu mau theo
+ Truong hop khong dong y thi chuyén QT.VP 02
CCCM thu 1y lai. '
Lanh dao cap nhét thong tin, dir li¢u vao
H¢ thong thong tin MCDT
B4 | Giai quyét ho so: CCCM Yangay | Biéu miu theo

CCCM nhan hd so tir 1anh dao, dong
dau va:

QT.VP 02
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+ Truong hop phai chinh sura, bo sung
ho so thi thong béo va tra cho cong dan
+ Trudng hop ho so hop 1¢ thi gui Van
ban dé nghi 1én Phong Gido duc va dao
tao

B5

Phéi hop, lay y kién:

Phong Gido duc va Pao tao t6 chirc
kiém tra trén thuc té va co y kién bang
van ban giri UBND x& néu r6 nhom tre,
I6p mau gido c6 di diéu kién sép nhap,
chia, tach.

Phong
Giao duc
va Pao tao

03 ngay

Van ban tra 161

B6

Giai quyét hd so:

CCCM can cur van ban tra 101 cua Phong
Giao duc va Pao tao:

+ Truong hop van ban tra 101 cho phép
sap nhap, chia, tach thi du thao Quyét
dinh sap nhap, chia, tich nhom tré, 16p
mau gido doc lap

+ Truong hop van ban tra 161 khong cho
phép sa&p nhap, chia, tach thi lam van
ban thong bao cho t6 chirc, ca nhan c6
néu rd ly do

CCCM trinh lanh dao UBND ky duyét
va cap nhat thong tin, dir liéu vao Hé
thong thong tin MCDT

CCCM

01 ngay

Biéu mau theo
QT.VP 02

B7

Phé duyét:

Lanh dao UBND xem Xét:

+ Truong hop dong ¥ thi ky duyét

+ Trudong hop khong dong y thi chuyén
CCCM thu 1y lai.

Lanh dao cap nhat thong tin, dit liéu vao
H¢ thong thong tin MCDT

Lanh dao
UBND xa

01 ngay

Quyét dinh sap
nhap, chia,
tdch nhom tre,
I6p mau gido
doc lap hoac
Van ban thong
bao; Biéu mau
theo QT.VP 02

B8

Giai quyét ho so:

CCCM tiép nhan ho so tir lanh dao
UBND, dong dau, luu ho S0, cap nhat
thdng tin, dir liéu vao H¢ thong thong tin
MCDPT va chuyén két qua sang BP

CCCM

Y2 ngay

Biéu mau theo
QT.VP 02
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TN&TKQ.
B9 | Tra két qua: BP |%ngay | Bitumau theo
BP TN&TKQ thu phi (néu c6) va trakét | TN&TKQ QT.VP 02

qua cho cong dan, yéu cau cong dan ky
nhan vao S6 theo ddi ho so.
CCCM cap nhat thong tin, dir liéu vao
Hé thong thong tin MCDT.

6.BIEU MAU

TT | M&hi¢u | Tén Biéu miu

1. Khoéng

7.HO SO LUU

TT Hb so luu

1. | Phiéu kiém soat qua trinh giai quyét ho so (néu c6)

2. | To trinh dé nghi sap nhap, chia, tich nhém tré, 16p mau giao doc 1ap, trong do co
phuong an dé bao dam quyén, 191 ich hop phap cua tré em, gido vién

3. | Ban sao duoc cép tlr s6 géc, ban sao dugc chung thuc tir ban chinh hoac ban sao
kém theo ban chinh dé doi chicéu van bang, chirmg chi cua gido vién hoac nguoi
cham soc tré em

4. | Quyét dinh sap nhép, chia, tdch nhom tre, 16p mau gido ddc 14p hodc Vin ban thong
bao tir choi

Ho so dugce luu trit, bao quan tai bd phan chuyén mén sau d6 chuyén xudng luu trir ciia co
quan theo quy dinh




