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TRUONG TRUNG CAP MAI LINH

QUY TRINH TUYEN SINH
TRUONG TRUNG CAP MAI LINH

(Ban hanh kém theo Quyét dinh s6: 175/QD-MLC ngay 26 thang 12 nim 2022
cua Hiéu truéng trudng Trung cap Mai Linh)

|. Muc dich

Truong Trung Cap Mai Linh ban hanh Quy trinh Tuyén sinh nham dua ra phuong phap va quy
trinh dé thyc hién dung quy ché va nhitng quy dinh trong hoat dong tuyén sinh.

I1. Quy trinh tuyén sinh

Buwéc 1: Lap dé an tuyén sinh

- Phong Pao tao 1ap dé an tuyén sinh cia nim trude thang 01 hang nim

- Dé an tuyén sinh cin thé hién rd: Bao cdo két qua tuyén sinh nim trudc; Dé xut phuong an
tuyén sinh ctia nam tuyén sinh; Quyét dinh thanh lap Hoi dong tuyén sinh (viét tat 1a HDTS)
va cac ban gitp viée; K& hoach tuyén sinh chi tiét, thong béo tuyén sinh; phiéu dang ky tuyén
sinh va cac biéu mau lién quan dén tuyén sinh.

Buéc 2: Thong nhat trong Ban Linh dao mé rong

- Hop Ban lanh dao mo rong thong qua dé an tuyén sinh trong giao ban tuan cudi thang 01
hang nam (néu lich roi vao thoi gian nghi Tét Nguyén Dén thi hop vao tuan dau sau ky nghi
Tét).

Buéc 3: Phé duyét chii trwong dé 4n tuyén sinh

- Hoi dong trudng hop ban vé dé 4n tuyén sinh ctia nam vao tuan 01 thang 02 hang nim

Buwéc 4: Thanh 1ap Héi dong tuyén sinh va cac ban giup viéc

- Ban Thu ky trinh Hi¢u truong ky Quyét dinh thanh 1ap Hoi dong Tuyén sinh va cac ban gitp
viéc sau khi hop thong qua Hoi dong trudng.

Budéc 5: Hop Hoi dong tuyén sinh



- Hoi dong tuyén sinh hop trién khai cong tac tuyén sinh

- Ban thu ky bao cdo dé 4n tuyén sinh ctia nim

Budéc 6: Ky ban hanh dé 4n tuyén sinh

- Ban thu ky trinh Hiéu truéng/ Chu tich Hoi ddng tuyén sinh ky ban hanh d& an tuyén sinh
cua nam

Buwéc 7: Tap huén tuyén sinh

- Ban thu ky xay dung ké hoach tap huan tuyén sinh. Thyc hién tip huan tuyén sinh cho cac
Ban lién quan.

Buéc 8: Truyén thong va tw van tuyén sinh

- Ban truyén thong xay dung ké hoach truyén thong — Tu van tuyén sinh

- Trinh BGH ky phé duy¢t

- Thuc hién truyén thong tu van tuyén sinh theo ké hoach truyén thong — tu van tuyén sinh

Buéc 9: Thu hd so tuyén sinh

Can ctt ké hoach tuyén sinh va thong bao tuyén sinh:

- B0 phan Ké toan ctr can bo thu 18 phi tuyén sinh

- Ban thu ky phan cong can bo thu hd so tuyén sinh. Can bd thu hd so tuyén sinh c6 trach
nhiém:

+ Kiém tra bién lai thu 18 phi tuyén sinh, thu cac gidy to theo thong bao tuyén sinh;

+ Kiém tra cc diéu kién vé ho so tuyén sinh. Giai thich cho thi sinh néu hd so chua dat yéu cau;

+ Ghi s6 thu ho so tuyén sinh va tra gidy bién nhan thu ho so tuyén sinh cho thi sinh

+ Trudng hop thi sinh giri hd so qua buu dién, Ban co so vat chit ¢ trach nhiém giri ho so thi

sinh cho can bo thu ho so hang ngdy theo bién ban ban giao. Can bo thu hd so kiém tra ho so,

vao s6 thu ho so tuyén sinh;

+ Trudong hop thi sinh giri hd so qua email/ hinh thirc tryc tuyén khac, Ban thu ky phan cong

can bd chuyén trach kiém tra, in dir liéu va luu trit hd so tuyén sinh;

+ Cong khai va cap nhat danh sach thi sinh ndp hd so qua buu dién/ email trén cong thong tin

dién tur cua nha truong theo tirng ngay.

Buwéc 10: Bao cio ban giao va quan li ho so

- 17h hang ngay, can bd thu hd so va can bo thu 1¢ phi tuyén sinh bao cao BHG vé s6 lugng

hd so va sd tién 1¢ phi dang ky tuyén sinh thu duogc trong ngay



Tuy tinh hinh cu thé ¢6 16h30 hang ngay hodc thir sau hang tudn va 17h00 ngay cudi cling
thu hd so, can bd thu hd so trinh BHG ky x4c nhin vao timg hd so va ban giao hd so cua
Trudng Ban thu ky theo bién ban ban giao

Luu trit ho so tai phong tuyén sinh

Budéc 11: Tao vao chay thir file tuyén sinh

Trudéng ban thu ky phan cong can bo phy trach may tinh tuyén sinh

Tao vao chay thu file tuyén sinh

Théng qua mau file tuyén sinh. Trudng Ban thu ky quan ky pass cho file tuyén sinh
Truéng Ban thu ky quan 1y chia khoa phong tuyén sinh, to dyng tai liéu, ho sé tuyén sinh.

Nhitng ngudi khong c6 nhiém vu khong dugc vao phong tuyén sinh.

Buéc 12: Panh ma, nhap dir liéu, kiém do va in dir liéu tuyén sinh

Ban Giam hiéu/Trudng Ban thu ky ddanh ma ho so tuyén sinh di duwgc BGH ky duyét
Ban thu ky phan cong can bd nhap dir liéu tuyén sinh vao file tuyén sinh
In dit liéu tuyén sinh tir file tuyén sinh da nhap dé dé thuc hién kiém do 02 vong: ddi chiéu

dr liéu nhap may vai ho so thi sinh; chinh stra sau kiém do theo bién ban.

Buéc 13: Thanh tra ho so tuyén sinh

Ban thu ky ban giao ho so; ban cing file dit lidu tuyén sinh cho ban thanh tra theo bién ban
giao nhéan

Ban Thanh tra kiém tra toan bo dit liéu tuyén sinh: ddi chiéu dit liéu ban cing véi hd so
tuyén sinh

Lap bién ban thanh tra hd so tuyén sinh

Ban thanh tra ban giao lai hd so; bién ban thanh tra cho Ban thu ky theo bién ban ban giao

Budéc 14: Chinh sira thong tin sau thanh tra. In so diém tuyén sinh

Pai dién Ban thu ky va Ban Thanh tra cing chinh sira thong tin tuyén sinh trén file mém dit
lidu tuyén sinh theo bién ban thanh tra. Ky x4c nhan vao béan chinh sira

Ban thu ky in ban ctng da chinh sira giri ban thanh tra kiém tra, ky xac nhan

In s6 diém tuyén sinh, trudng ban thu ky va trudong ban thanh tra ky vao timg trang cia s6

diém sau chinh stra

Budéc 15: Lua chon phwong an tring tuyén va quyét dinh tring tuyén



- Ban thu ky lap phuong an tring tuyén trinh BHG xem xét, ky x4c nhan trudc khi trinh chua
tich HDTS

- Chu tich HDTS phé duyét va ra quyét dinh phuong an trang tuyén

- Ban thu ky soan thao quyét dinh tring tuyén; in danh sach trang tuyén; gidy bao trang tuyén
trinh chu tich HDTS ky duyét

Buwéc 16: Thong bao tring tuyén

- Ban thu ky théng bao danh sach trang tuyén da duoc phé duyét giri BGH, dang tai website
truong, niém yét tai bang tin truong.

Buéc 17: Giri gidy bao tring tuyén va nhap hoc

- Ban thu ky in gidy bdo trang tuyén giri ban co sd vat chat dong dau

- Ban thu ky va cac Phong/Khoa dugc triéu tap viét phong bi; giri gidy bao tring tuyén nhap
hoc cho thi sinh

Budéc 18: Xac nhan nhap hoc

- Ban Thu ky chuyén danh sach thi sinh trung tuyén 1én trén phan mém quan 1i dio tao

- B0 phén tai chinh ké toan thu tién xac nhan nhap hoc cua thi sinh

Buéc 19: Tuyén sinh bo sung (néu c6)

- Sau 01 ngay két thiic xac nhan nhép hoc, néu s thi sinh tring tuyén dén trudng khong du,
truong c6 thé ha tidu chuan tuyén chon bo sung bang cac 1an tuyén sinh tiép theo cho dén
khi du chi tiéu.

Buéc 20: Nhap hoc

- Thuyc hién theo quy trinh tiép d6n va nhap hoc

Buwéc 21: Thanh tra ho so nhép hoc

- 30 ngay ké tir ngdy dau tién hoc chinh tri dau khéa, Phong PBCL-CTHSSV ban giao ho so
nhap hoc cho Ban thanh tra, gidm sat theo bién ban giao nhan h so.

- Ban thanh tra thyc hién cong tac thanh tra, 1ap bi€n ban thanh tra ho so nhép hoc

- Chu tich HDTS quyét dinh xir li vi pham (néu c6)

Budéc 22: Ra quyét dinh tring tuyén nhap hoc

- 45 ngay ké tir ngdy dau tién hoc chinh tri dau khoa, cin cir bién ban thanh tra hd so nhap
hoc, ban thu ky ra quyét dinh trang tuyén nhap hoc trinh Higu truong phé duyét.

Budéc 23: Luu hd so tuyén sinh



- Phong Pao tao luu cac gidy to lién quan theo quy ché tuyén sinh (Ké hoach, thong béo, quyét
dinh, danh sach trung tuyén, danh sach trang tuyén nhép hoc,..)

- Phong Cong tac hoc sinh sinh vién luu hd so nhap hoc cua sinh vién

Noi nhan:

- BGH(b/c)

- Cacdonvi

- B¢ phdn Hanh chinh (thuc hién)
- LuuVT




