CONG HOA XA HOI CHU NGHIA VIET NAM
Djc 1ap - Ty do - Hanh phice

] o ) QUY CHE )
QUAN LY BANG TOT NGHIEP TRUNG HQC PHO THONG

(Ban hanh kém theo Quyét dinh s6 148/QD-THPTTP ngay 06 théng 10 ndm
2022 cua Hiéu truong truong THPT Tam Phu)

Chuong 1

QUY DINH CHUNG
Pidu 1. Pham vi diéu chinh va d6i twgng 4p dung
1. Quy ché nay quy dinh vé quan ly bang tbt nghiép trung hoc pho thong gdm: in phoi
gidy chung nhan hoan thanh chuong trinh THPT va quan ly bang tt nghiép trung hoc
phé thong.

2. Quy ché nay 4p dung déi vai:

a) BO phén phu trach luu tri, cép phat bang tét nghiép trung hoc phé thong, gidy chimg
nhan hoan thanh chuong trinh THPT ctia nha trudng.

b) Céc to chirc, ca nhan co lién quan.
Diéu 2. Nguyén tac quan ly, cap phat viin bing, chirng chi

1. Van biing, chimg chi dugc cip mot lan, trir trudng hop quy dinh tai Piéu 18 ciia Thong
tu 21/2019/TT-BGDDT.

2. Nghiém cam moi hanh vi gian 14n trong cép phat va stir dung van bing. chiing chi.
3. Bao dam cong khai, minh bach trong cap phat van bang, ching chi.

Pi¢u 3. Phan cap va giao quyeén tu chi, tw chiu trach nhiém trong quan ly viin bing,
ching chi

I. Hi¢u truéng c6 trach nhiém quén ly vi¢e sir dung phoi gidy chimg nhén hoan thanh
chuong trinh THPT da duge cap theo quy dinh va chiu trach nhiém vé viée cap gidy
chimg nhén theo tham quyén.

2. Nhan vién phu trach hoc vu c6 trach nhiém bao quan, luu trir bang tt nghi¢p trung
hoc phé thong, glay chimg nhan hoan thanh chuong trinh THPT va hd so cap phat bang.
Viée tra vin bang, gidy ching nhan phai thue hién theo ding quy dinh ctia Théng tu
21/2019/TT-BGDDT.
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Dieu 4. Quyén va nghia vy cia ngudi duge cap vin bing, ching chi
1. Nguoi dugc cap van bang, chiing chi ¢6 cac quyén sau day:

a) Yéu céu co quan co thdm quyén cép van bang chimg chi cép ding thoi han quy dinh;
ghi chinh xac, diy du cac thong tin trén van bang, chung chi; cip lai van bang, chung
chi hodic chinh stra ndi dung ghi trén van bang, chimg chi theo quy dinh tai Théng tu
21/2019/TT-BGDDT.

b) Yéu cau co quan cd tham quyén cap ban sao van bang, chimg chi tir s6 goc khi co
nhu céu.

2. Nguoi dugce cdp van bang, ching chi ¢é cac nghia vu sau day:

a) Cung cap chinh xac, day du cac thong tin cén thiét dé co quan ¢6 thdm quyén cép van
biang, chiing chi ghi ni dung trén van béang, chimg chi;

b) Kiém tra tinh chinh xdc cac théng tin ghi trén van bang, ching chi trude khi ky nhan
van bang, chiing chi;

¢) Phai c¢6 gidy Gy quyén theo quy dinh cta phap luat khi khéng truc tiép dén nhan van
bang, chirng chi;

d) Gilr gin, bao quan vin biang, chirng chi; khong dugc tay xo6a, sura chita cac ndi dung
trén van bang, ching chi; khong dugce cho nguoi khéc st dung van bang, chimg chi;

d) Sur dung quyét dinh chinh sira van bang, chung chi kém theo van bang, chimg chi sau
khi dugc chinh stra van bang, ching chi;

¢) Trinh bao cho co quan cé tham quyén cdp van bang, ching chi va co quan cong an
noi gan nhat khi bi mat van bang, chirng chi;

g) Nop lai van bang> chimg chi cho co quan co tha am quyen thu héi van bang, chung chi
trong thoi han 30 ngay, ké tir ngay nhan dugc quyet dinh thu héi van bang, chung chi.

Trudng hop vén bang, chimg chi bj mét, phai cam két bang vin ban vé viée bi mat van
bing, chimg chi va chiu trach nhiém trudce phap luét vé ndi dung cam két.

Piéu 5. Trach nhiém ciia don vi, thii trwdng don vi phat viin bing, ching chi
1. BO phén phat van bang, ching chi c6 trach nhiém:

a) Lap day du hd so phat, quan 1y vin bang, chimg chi va luu trir theo quy dinh cia
Thong tu 21/2019/TT-BGDDT.

b) Bam bao co so vit chét, trang thiét bi, phong chdng chay nd dé bao quan van bing,
chimg chi va hd so cép phat, quan ly vin bang, ching chi.

2. Hiéu trudng nha truong co6 trach nhiém:
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a) Ban hanh quy ché bao quan, luu gifr, st dung, phat vén bang, ching chi ctua don vi.
Quy ché phai quy dinh rd trach nhiém cua timg ca nhan va ché tai xtr Iy khi dé xay ra vi
pham;

b) Té chirc phat vin bang, ching chi dung thim quyén va ding thoi han theo quy dinh
cua Thong tw 21/2019/TT-BGDDT.

¢) Chiu trach nhiém céa nhéan trudc co quan quan ly cap trén va trudc phap luat vé viéc
quén ly va phat van bing, chimg chi.

Chuong 11
QUAN LY PHOI VA QUAN LY VIEC PHAT VAN BANG, CHUNG CHi
Piéu 6. Quan ly phdi viin bing, chirng chi

1. Viéc quan ly, s dung phoi glay chiing nhan hoan thanh chuong trinh THPT phai dam
bao chit ché, khong dé xay ra thét thoat.

2. Phéi gidy chitng nhan hoan thanh chuong trinh THPT phai co sé hiéu dé quan ly, sb
hi¢u ghi trén phoi dugc 14p lién tuc theo thir tu s6 tu nhién tr nhd dén 1én tir khi thuc
hién viéc in phoi.

3. Dbi véi phoi van b'fmg chung chi bi hu hong, viét sai, chit lugng khong bao dam,
chua st dung do thay d6i mau phéi thi thu trudng don vi phai ra quyet dmh thanh lap
hoi dong xir Iy. Hoi dong xt 1y hop, xem xét va lap bién ban hiy bo ghi 13 s6 lugng, sb
hi¢u, Iy do hiy bo, tinh trang phdi chiing nhan hoan thanh chuong trinh THPT. Bién ban
hay bo phai duge luu trir vao hd so dé theo ddi, quan ly.

Quy dinh nay ciing ap dung d01 vGi chung nhan hoan thanh chuong trinh THPT b viét
sai da dugc nguoi co thdm quyén cép ky, dong ddu.

4. Truong hop phdi chitng nhén hoan thanh chuong trinh THPT that lac, don vi quan ly
phoi ¢ trach nhiém lap bién ban va thong bao ngay vdi co quan cong an noi gdn nhat,
bdo cdo co quan quan ly truc tiép.

Diéu 7. Quan ly viéc phat vin bang, chirng chi

a) Nhan vién hoc vu phu trach phat bing yéu cu nguoi duge cap phat bang trinh gidy
to tuy thén, trong truong hop nhan thay phai co giay uy quyén co xac nhan clia co quan
c¢6 thdm quyén.

b) Nhan vién hoc vu phu trach phat bang ghi cdc thong tin ctia van bang vao Sb ding bd
va phat vin bang cho ngudi duge cdp vin bang; nguoi duoc cép van bang ky nhén vin

bang trong cot ghi chi ctia $6 dang bo;

Dieu 8. Cac truwong hop chinh sira ngi dung van bang, chirng chi
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Ngudi duge cap van bang, chirng chi co quyén yéu cau chinh sira ndi dung ghi trén van
béng, ching chi trong céc truong hop sau:

1. Puge co quan co tham quyén quyét dinh thay dbi hodc cai chinh ho tich;
2. Pugc xac dinh lai dan tdc, xac dinh lai gidi tinh;

3. Pugc b sung hg tich, diéu chinh ho tich;

4. Pugc dang ky khai sinh qua han, dang ky lai viéc sinh.

Piéu 9. Thii tuc chinh sira ndi dung viin biing, chirng chi

1. Hd so dé nghi chinh sira ndi dung vin bang, chimg chi

a) Pon dé nghj chinh stra néi dung vin bang, ching chi;

b) Vin bing, ching chi dé nghi chinh sira;

c) Trich luc hodc quyét dinh thay doi hodc cai chinh ho tich, xac dinh lai dan tdc, xac
dinh lai gidi tinh doi véi truong hop chinh stra van bang, ching chi do thay doi hoédc cai
chinh ho tich, xac dinh lai dan tdc, xac dinh lai gidi tinh;

d) Giay khai sinh d6i véi truong hop chinh stra ndi dung van bang, ching chi do bo sung
h¢ tich, dicu chinh ho tich, dang ky lai viéc sinh, didng ky khai sinh qua han;

d) Gidy ching minh nhan dan hogc cin cudce cong dan hode hd chiéu hoac gidy to tiy
than hop phap khac c6 anh cta nguoi duge cAp van bang, chimg chi. Thong tin ghi trén
cac gidy to nay phai pht hgp voi dé nghi chinh sira ni dung van bang, ching chi. Cac
tai liéu trong hd so dé nghi chinh sira noi _dung van bang, chimg chi quy dinh tai cac
diém b, ¢, d, d khoan nay 1a ban sao tr s6 gde hodc ban sao duoc ching thuc tir ban
chinh.

2. Truong hop tai liéu trong hd so dé nghi chinh sira ndi dung van bang, chimg chi quy
dinh tai cac diém b, c, d, d khoan 1 Diéu nay la ban sao khong c6 chung thuc thi nguoi
dé nghi chinh stra van bang, chimg chi phai xuét trinh ban chinh dé ngudi tiép nhan ho
so doi chiéu; nguoi 1iép nhén ho so phai ky xdc nhén, ghi rd ho tén vao ban sao va chiu
trach nhiém vé tinh chinh x4c ctia ban sao so véi ban chinh.

3. Trinh tu chinh stra ndi dung van bang, chiing chi dugc quy dinh nhu sau:

a) Nguoi d€ nghi chinh stra ndi dung van bang, chimg chi ndp truc ticp hodic gui qua
dudng buu dién 01 (mot) bo | 16 50 theo quy dinh tai khoan 1 Diéu nay cho co quan c6
thdm quyén chinh sira ndi dung vin bing, chtmg chi;

b) Trong thoi han 05 ngay lam viéc ké tir ngay nhan du ho so hop 1€, co quan cé tham
quyén chinh stra ndi dung vin bang, chiing chi xem xét quyét dinh viéc chinh stra; néu
khong chinh stra thi phai tra 101 bang van ban va néu o6 ly do;
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¢) Vi€e chinh stra ndi dung vén bang, ching chi duge thyc hién béng quyét dinh chinh
stra; khong chinh stra truc tiép [trong van bang, chimg chi. Quyét dinh chinh sira phai
dugc Iuu trong hd so cip van biang, chimg chi.

d) Can ctr quyet dinh chinh sira, co quan co tham quyén cip van bing, chimg chi ghi
day du thong tin vé vin bang chimg chi, cac ndi dung dugc chinh stra cia van béng,
chimg chi vao phu luc sd gbe cap van bang, chimg chi.

Chwong 111
KIEM TRA, XU LY VI PHAM
Pidu 10. Kiém tra

- Phé Hiéu truéng phy trach hanh chinh dinh ky kiém tra hd so phét bing, ghi nhén sé
lugng bang chua dugc phat, phoi gidy chimg nhén hoan thanh chuong trinh THPT tai
thoi diém kiém tra, kiém tra co s& vat chét, phong chay chiva chay tai phong luu trir vén
bing, chimg chi; kip thoi bao cdo véi thi trueng don vi khi ¢é tinh hudng bét thuong.

Piéu 11. Xir Iy vi pham

- Nhén vién hoc vu phu trach phat bing phai tuén thu cac quy dinh tai Thong tu
21/2019/TT-BGDDT trong viéc bao quan va cap phat bang, chiu trach nhiém trudc Hiéu
trudng va trude phap ludt khi dé xay ra tinh trang that lac hodc phat van bang sai doi
tuong.




