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UBND TINH KON TUM CONG HOA XA HOI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Péc 1ap — Tw do — Hanh phiic
QUY CHE

Bao quan, liru giit, sir dung, cip phat biang tét nghiép trung hoc co s,
bang tot nghiép trung hoc phé théng, chirng chi ciia hé thong gido duc qudc din

Chuwong 1
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh vé quan 1y bang tot nghiép trung hoc co so, bang tot nghiép
trung hoc phd thong va chimg chi ciia hé thdng gido duc qudc dan (sau day goi tit 1a vin
bang, chimg chi); quan 1y phdi bang t6t nghiép trung hoc co sd, phdi bang tét nghiép
trung hoc pho thong va phdi ching chi ctia hé thong gido duc qubc dan (sau day goi tat 1a
phoi van bang, chimg chi); ban sao bang tot nghiép trung hoc co s, ban sao bang tot
nghiép trung hoc phd thong (sau day goi tit 1a ban sao vin bang); phoi ban sao bang tot
nghiép trung hoc co sd, phdi ban sao bang tot nghiép trung hoc phd thong (sau day goi tit
1a phoi ban sao vin bang) thuéc pham vi quan 1y ctia S Gido duc va Pao tao Kon Tum,
gém: bao quan, luu gifr, sit dung, cap phat vin bang, ching chi, ban sao vin bing; bao
quan, luu gitr, cap phat phoi vian bang, phdi ban sao vin bang.

Picu 2. Péi twong ap dung
1. S& Giao duc va Dao tao;

2. Phong gido duc va dao tao hodc phong c6 chitc ning quan 1y nha nudc vé gido
duc thudc Uy ban nhan dan huyén, thi x3, thanh phd (sau ddy goi 1a phong gido duc va
dao tao);

3. Trudng trung hoc co sd, truong trung hoc phd thong, trudng phd théng c6 nhidu
cép hoc;

4. Trung tdm gido duc thuong xuyén, trung tdm ngoai nglt, trung tam tin hoc,
trung tim gido duc nghé nghiép - gido duc thuong xuyén;

5. Co s& gido duc duoc cip co thim quyén giao nhiém vu bdi dudng tiéng dan toc
thiéu so;

6. Céc don vi, to chirc, c4 nhan ¢ lién quan.
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Chuong I1

BAO QUAN, SU DUNG, CAP PHAT PHOI VAN BANG, CHUNG CHI

Diéu 3. Quan Iy phdi vin bing, chitng chi

1. Viéc quan 1y, sir dung phoi vin bang, chimg chi phai dam bao chit ché, khong
dé xay ra that thoat.

2. B6i voi phéi vin bang, ching chi bi hu hong, ghi sai, chat luong khéng bao
dam, chua sir dung do thay d6i mau phéi thi thi trudéng co quan c6 tham quyén cap vin
bang, ching chi phai ra quyét dinh thanh 1ap Hoi dong xir 1y. Hoi dong xtr 1y hop, xem
xét va lap bién ban hiy bo ghi rd s6 lugng, s hiéu, 1y do hay bo, tinh trang phdi vin
bang, ching chi trudc khi bi hiy bo va cach thirc hity bé. Bién ban hay bo phai duoc luu
trit vao ho so dé theo ddi, quan 1y.

Quy dinh nay ciing 4p dung ddi voi vin bang, chimg chi bi ghi sai da dugc ngudi
c6 tham quyén cap van bang, ching chi ky, dong dau.

3. Trudong hop phdi vin bang, ching chi bi mat, don vi quan 1y phdi vin bang,
chung chi ¢6 trach nhiém lap bién ban va thong bao ngay véi co quan cong an noi gan
nhat, bdo cdo co quan quan 1y truc tiép va bao cao S& Gido duc va Pao tao.

Diéu 4. Trach nhiém ciia nguwoi dirng diu co quan, co sé gido duc trong viéc
quan 1y phdi vin bing, chirng chi

Thu truéng co quan c6 thAm quyén cdp bang tot nghiép trung hoc co s, bang tot
nghiép trung hoc pho thong, chiing chi ctia hé thong gido duc quéc dan co trach nhiém:

1. Ban hanh quy ché vé bao quan, sit dung, cip phat phoi, trong d6 quy dinh rd
trach nhiém cta timg don vi, ca nhan va ché tai xtr Iy khi dé xay ra vi pham;

2. Dam bao co so vat chat, trang thiét bi dé bao quan phoi van bang, ching chi;

3. Lap ho so quan 1y viéc cap, sir dung, thu hoi, hity bé phéi vin bang, chimg chi;

4. Phéi hop vé6i co quan cong an dia phuong noi co quan déng try sé chinh trong
viéc quan 1y, sir dung phdi vin bang, chimg chi;

5. Chi dao thyc hién kiém tra, thanh tra viéc sir dung phoi van bang, chimg chi ddi
v6i cac don vi thude quyén quan 1y.

Diéu 5. Cap phat phéi viin biang, ching chi

1. Viéc cdp phat phoi van bang, chimg chi phai dam bao chit ch&, khong dé xay ra
that thoat va phai lap ho so cip phat dé quan Iy.
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2. Phong gido duc va ddo tao 1ap hd so nhan phoi bang tot nghiép trung hoc co s0,
phoi ban sao bang t6t nghiép trung hoc co s giri vé S& GDPT (Phong QLCLGDCN), hd

so gom:
a) Van ban de€ nghi cap phoi van bang cua phong gido duc va dao tao néu rd ndi dung:

- Sb lugng hoc sinh dugc cong nhan t6t nghi€p va minh chiing kém theo; ) luong
phoi bang d& nghi cap; s6 lugng phdi bang da dugc cap dot trude, sb lwong phdi da sir dung
dé cip cho nguoi hoc; s lwong phdi phai hity do ghi sai ndi dung; s6 luong phdi bi hu hong,
bi mat trong qua trinh bao quan, luu trit (c6 kém bién ban hity phoi); s6 phoi chua st dung.

- SO lugng phoi ban sao (néu co).
- Ho tén, s0 dién thoai cua nguoi nhan phodi bang.

b) Thoi gian ndp van ban dé nghi cap phdi bang khong qua 15 ngay ké tir ngay

ban hanh quyét dinh cong nhan t6t nghiép trung hoc co so.
c) Gidy gi6i thiéu ngudi nhan phdi bang ciia phong gido duc va dao tao.

3. Pon vi nhan phdi ching chi 1ap hd so nhan phoi gii vé S6 GDPT (Phong
QLCLGDCN), h6 so gom:

a) Vin ban dé nghi cap phoi ching chi ciia don vi nhan phdi néu rd noi dung:

- Sb lwong phdi ching chi dé nghi cép; sb luong hoc vién/thi sinh theo hoc hoac
du thi, s6 luong hoc vién/thi sinh dugc cip ching chi; s6 luong phéi ching chi di duoc
cép dot trudce, sd luong phoi chirng chi da stir dung dé cép cho hoc vién/thi sinh; sb luong
phoi ching chi phai hity do ghi sai ndi dung; s6 lugng phoi ching chi bi hu hong, bi mat
trong qué trinh bao quan, luu trit (c6 kém bién ban huy phoi); sd phoi ching chi chua st
dung.

- Quyét dinh phé duyét két qua thi, Quyét dinh thi sinh duoc cip ching chi.

- Ho tén, sb dién thoai cua ngudi nhan phoi chung chi.

b) Thoi gian ndp van ban dé nghi cap phoi chimg chi khong qua 15 ngay ké tir
ngay c6 Quyét dinh phé duyét két qua thi, Bang diém, Danh sach thi sinh duoc cap ching
chi.

¢) Gidy gi6i thiéu ngudi nhin phédi ching chi ctia don vi nhin phéi.

Picu 6. Bao quan phéi vin bang, chirng chi

1. Co sé vat chit va trang thiét bi d& bao quan phoi vin bang, ching chi
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a) Kho bao quan phdi van bang, chimg chi 13 noi cit va luu giit phoi vin bang,
chtng chi. Kho bao quan phdi vin bang, ching chi phai bao dam trang thiét bi phong

chong chay nd, du dién tich va dap trng dugce cac yéu cau vé moi truong va an ninh.

b) Trang thiét bi bao quan phdi vin bang, ching chi gom: Tu, két, gia, ké, ban
ghé, may diéu hoa, may hat am, may hat buyi, quat thong gi6, thuéc chong am mdc va diét

cac sinh vat gay hai.

2. Phong Quan 1y chat lugng va Gido duc chuyén nghiép (QLCLGDCN), phong
gido duc va dao tao, trung tam giao duc thuong xuyén, trung tam ngoai ngir tin hoc, trung
tam gido duc nghé nghiép - gido duc thudng xuyén va co quan c6 thim quyén cip ching
chi cta hé thong gido duc qubc dan c6 trach nhiém dinh ky kiém tra viéc bao quan phdi

van bﬁng, chirng chi da nhan, dang dugc luu kho.

a) Hang thang: Kiém tra vé sinh va an ninh khu vuc bao quan phéi vin bang, chimg
chi.

b) Hang quy: Kiém tra chat lugng phoi, tinh trang bao quan phéi van bang, chiing chi.

¢) Hang nim: Phun thudc diét sinh vat gay hai va bao dudng céc thiét bi dugc

trang bi bao quan phoi van bang, chiing chi.

Chuong III
BAO QUAN, LUU TRU, CAP PHAT VAN BANG, CHUNG CHI

Diéu 7. Quan ly viéc cap van bang, chirng chi

1. Co quan c6 tham quyén cip van bang, chirng chi phai lap s6 gbc cap vin bang,
chig chi theo mau quy dinh, trong d6 ghi ddy du cac thong tin ctia ngudi dugc cap vin

bang, chiing chi; so hi¢u, s6 vao s6 goc cap van bang, chung chi.

2. Sb vao s6 gbc cp vin bang, ching chi dugc lap lién tuc theo thir tu sd ty nhién
tir nho dén 16n theo tirg nam tir ngay 01/01 dén hét ngay 31/12; dam bao phan biét dugc
sO vao s6 gbc cap cua ting loai van bang, ching chi va nim cép van bang, ching chi.
M3di s6 vao so gdc cap vin bang, chimg chi dugc ghi duy nhét trén mot vin bang, ching
chi.

3. Co quan c6 thim quyén cip vin bang, chimg chi 14p bang phan coéng nhiém vu
cu thé cua ca nhan, t6 chirc dugc phan cong nhiém vu ghi, kiém tra ndi dung trén vin
bang, chimg chi theo tirng khoa. Nhiém vu cu thé gom:

a) Nhiém vu ra soat, kiém tra dit liéu truéc khi ghi noi dung trén vin bang, ching
chi.
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b) Nhiém vu 1ap s6 gdc cip van bang, chimng chi.
¢) Nhiém vu duyét mau ndi dung ghi trén van béng, chirng chi.
d) Nhiém vu ghi ndi dung trén vin bang, ching chi.

d) Nhiém vu ki€ém tra nd1 dung trén van bang, ching chi v61 danh sach cong nhén,

s0 gdc cap van bang, chiing chi.
e) Nhiém vu dong dau trén van bang, chirng chi.

g) Nhiém vu phat vin bang, chtng chi, s6 gbc cap vin bang, chimg chi cho cac ca

nhan, don vi va cac nhiém vu khac néu can.

4. Viéc giao nhan vin bang, chimg chi giira cac khau can c6 bién ban giao nhan
kem theo.

5. Trudng hop van bang, ching chi di dugc nguoi co tham quyén ky, dong dau
nhung bi mat trudc khi cap cho ngudi duge cap van bang, ching chi, co quan hoidc co s&
gido duc dé xdy ra mat vin bang, ching chi phai lap bién ban, thong bao ngay véi co
quan cbng an dia phuong noi co quan hodc co so giao duc dong tru sé chinh, bao céo co

quan quan ly tryc tiép va bao cdo S¢ Giao duc va Pao tao.

Diéu 8. Quan Iy viéc ghi ndi dung bang tot nghiép trung hoc pho théng, chirng

chi tiéng dan toc thiéu so
1. Trach nhiém caa Phong Quan 1y chét luong va Gido duc chuyén nghiép:
a) Quan 1y, bao quan, luu trit van bang, ching chi;

b) Phan coéng nhiém vu quan 1y, bao quan, luu trit, cap phat, ghi ndi dung vin

bang, ching chi;

¢) Lap so gbc, ghi day du ndi dung trén van bang, chimg chi dbi voi truong hop

van bang, ching chi do S¢ Gido duc va Pao tao cap.
2. Trinh ty ghi ndi dung vin bang, ching chi duoc quy dinh nhu sau:
a) Ra soat, kiém tra dir liéu trude khi ghi ndi dung trén vin bang, ching chi;
b) Lap s6 gdc cap vin bang, ching chi (chua ky, dong dau);
¢) Duyét miu ndi dung ghi trén van bang, ching chi;
d) Ghi n6i dung trén vin bang, ching chi;

d) Kiém tra ndi dung trén vin bang, ching chi véi danh sich cong nhan tét

nghi¢p, s6 goc cap van bang, chirng chi;
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¢) Trinh Giam doc S¢ Giao duc va Pao tao Ky van bang, chung chi; s6 goc cap

van bang, ching chi;
g) Pong dau trén vin bang, chimg chi; so gdc cap vin bang, ching chi;
Diéu 9. Cip phat viin bang, chirng chi

1. Viéc cap phat bang t6t nghiép trung hoc co sd, bang tét nghiép trung hoc phd

thong thuc hién nhu sau:

a) Sau khi hoan thanh viéc ghi, dong dau, 1ap s6 gbc cap van bang theo quy dinh,
S¢ Giao duc va Pao tao, phong gido duc va dio tao giao vin bang cho cac trudng trung
hoc co 6, trudng trung hoc phd thong, trung tim gido duc thuong xuyén, trung tim gido
duc nghé nghiép - giao duc thuong xuyén (goi chung 1a nha truong) dé phat van bang cho

nguoi dugce cap van bang;

b) Trong thoi gian 10 ngay lam viéc ké tir khi nhan thong bao, nha truong cir
nguoi dén So GDDT (Phong QLCLGDCN) dé nhan vin bang. Nguoi nhan phai c6 Gidy
gidi thiéu ciia nha trudng khi téi nhan vin bang;

¢) Nguoi nhan vian bang ciia nha truong ¢6 trach nhiém kiém tra du sb luong, noi
dung, chit ky, dau trén vin bang trude khi ky nhan van bang. Truong hop ngudi nhan vin
bang khong phai nguoi truc tiép phat van bang thi phai ¢ bién ban ghi nhan viéc ban
giao vin bang di nhan cho ngudi duge phan cong nhiém vy phéat vian bang. Bién ban ban

giao nhan phai c¢6 xac nhan cta lanh dao nha trudng va luu trit trong hd so quan 1y;

d) Nha truong ghi cac thong tin clia vin bang vao S6 ding bd va phat vin bang
cho nguoi duoc cp vian bang. Noi dung trong S6 ding bo phai dugc ghi ddy dii ndi dung

theo quy dinh va chinh xac vdi thong tin ghi trén vin bang;

d) Nguoi dugc cap vin bang co nghia vu kiém tra tinh chinh xac céc thong tin ghi
trén van bang, S6 dang bo trudc khi ky nhan van bang vao cot ghi chi ctia S6 dang bo.
Thong bao cho nha truong trong trudng hop ndi dung ghi trén vin bang, S6 ding bo
khong trung khop thong tin, thong tin khong chinh xéc, thiéu thong tin. Khi khong truc
tiép dén nhan van bang, nguoi dugc cap van bang phai lap gidy uy quyén theo quy dinh

cua phap luat.

e) Nha trudng c6 trach nhiém ddi chiéu ndi dung ghi trén vin bing, S6 ding bod
v6i gidy khai sinh, hoc ba, bang t6t nghiép trung hoc co so (trong truong hop sai thong
tin bang t6t nghiép trung hoc phd théng) sau khi nhan duoc théng bao tir ngudi duge cip

van bang;

g) Nha truong phai diéu chinh lai thong tin trong S6 ding bo theo quy dinh trong

treong hop vin bang va cac gidy to lién quan khong tring khop thong tin véi s6 dang bo.
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Huéng dan nguoi dugc cdp vin bang thi tuc cip lai vin bang trong truong hop van bang

d3 cap nhung phat hién bi viét sai do 15i ctia co quan c6 thAm quyén cp vin bang.
2. Viéce cap phét chimg chi thuc hién nhu sau:

a) Sau khi ghi, dong dau, 1ap sé gdc cip chimg chi theo quy dinh, don vi c¢6 tham
quyén cap chimg chi phét chimg chi cho ngudi dugc cip ching chi.

- Trudng hop don vi c6 thim quyén cap chimg chi, don vi phat ching chi giai thé,
khong con hoat dong thi phai ban giao lai toan bd s6 gbc cap ching chi, bang ghi tén, ghi
diém va chtng chi chua cép phat cho ngudi duoc cap ching chi vé Phong Quan 1y chét
luong va Gido duc chuyén nghiép. Phong Quan 1y chat luong va Gido duc chuyén nghiép
c¢6 trach nhiém cép phat so chung chi con lai cho nguoi dugc cap chimg chi chua t6i

nhan.
b) Trudng hop don vi ¢6 tham quyén cip ching chi 1a S& Giao duc va Pao tao

- Phong QLCLGDCN ban giao ching chi, s6 goc cap chung chi da duoc ghi day
da ndi dung va ky, dong dau cho trung tim gido duc thuong xuyén, trung tim gido duc
nghé nghiép - gido duc thuong xuyén va cac co sd gido duc duge cap co thim quyén giao
nhiém vu day hoc tiéng dan toc thiéu sb (goi chung 13 don vi) dé phat ching chi cho

nguoi duogc cap chung chi.

- Trong thoi gian 10 ngdy lam viéc ké tir khi nhan thong bao, don vi cir nguoi dén
S GDPT (Phong QLCLGDCN) dé nhan ching chi. Ngudi nhan phai ¢ Gidy gidi thiéu

cua don vi khi téi nhan chiing chi;

- Nguoi nhan ching chi ¢6 trach nhi¢m kiém tra du sb luong, ndi dung, chir ky,
dau trén chung chi trudc khi ky nhan ching chi; Trudng hop ngudi nhan chimg chi
khong phai nguoi truc tiép phat ching chi thi phai c6 bién ban ghi nhan viéc ban giao
chirg chi da nhan cho nguodi dugc phan cong nhiém vu phat chiing chi. Bién ban ban

giao phai c6 xac nhan cua thu trudng don vi va duoc luu trir trong hd so quan 1y.

Piéu 10. Trach nhiém don vi dwoc giao nhiém vu bao quan, lwu trir, phat vin
bang, chirng chi

1. Trach nhi€ém cua ngudi ding dau don vi duoc giao nhiém vu bao quan, luu trit,
phat vin bang, ching chi

a) Bam bdo co s& vat chit, trang thiét bi dé bao quan, luu trtr van béng ching chi,
s6 gdc cap van bang, chimng chi;

b) Ban hanh Quyét dinh phan cong nhiém vu bao quan, luu trit, phat van bang

ching chi;
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¢) Giao, nhan van bang, chirng chi khi dugc bd nhiém, chuyén cong tac. Viéc giao

nhan vin bang, chimg chi phai c¢6 bién ban kém theo va duoc luu trir trong hd so quan 1y;

d) Chi dao thuc hién, kiém tra viéc bao quén, lwu trit, phat vin bang, chung chi ddi

v61 nguoi duge phan cong nhiém vuy;

d) Ban giao lai toan bd s6 gdc cdp van bang, chimg chi, s6 ding bd va van bang,
chtng chi chua phét cho ngudi dugc cap van bang, chimg chi vé Phong Quan 1y chat
lugng va Gido duc chuyén nghiép trong truong hop don vi dugc giao nhi€ém vu phat van

bang, ching chi giai thé, khong con hoat dong.

e) Phdi hop véi co quan coéng an dia phuong noi co quan dong tru s& chinh trong
viéc bao quan, luu trit, cdp phét vin bang ching chi;

f) Chiu trach nhiém c4 nhéan trudc co quan quan 1y cap trén va trudc phap luat vé
viéc bao quan, luu trix, cp phat vin bang, chimg chi.

2. Trach nhiém cta ngudi dugc giao nhiém vu bao quan, luu trir, phat vin bang,
chirng chi

a) Quan ly vin bang, chimg chi chit ché, khong dé xay ra that thoat;

b) Kiém tra thong tin ghi trén van bang, ching chi, s6 ding bo, s cap phat vin
bang chtng chi trudc khi phat cho ngudi duoc cip vin bang ching chi;

c) Phat vin bang, chimg chi ding theo quy dinh;

d) Giao, nhan vin bang, ching chi khi dugc phan cong nhiém vu, chuyén cong
tac. Viéc giao nhan van bang, chimg chi phai c6 bién ban kém theo, c6 xac nhan cua
nguodi ding dau don vi va duoc luu trir trong hd so quan 1y;

d) Chiu trach nhiém cé nhan trudc cap trén va trude phap luat vé viéc bao quan,
Iwu trit, cAp phét van bang, ching chi.

Diéu 11. Bao quan, lwu trir vin bang, chirng chi

1. Vin bang, chimg chi chua cp phat cho ngudi duoc cp vin bang ching chi, sb
gbc cap van bang, ching chi dugce bao quan, luu trir trong ti1, két sat ¢ khoa. Phong dit
t0, két sat phai bao dam trang thiét bi phong chéng chay nd, du dién tich va dap ing dugc
céc yéu cau vé moi trudng va an ninh.

2. Ngudi duoc phan cong nhiém vu bao quan, luu trit, cdp phat van bang ching
chi ¢6 trach nhiém dinh ky kiém tra viéc bao quan phdi vin bang, chimg chi da duoc cp
phat

a) Hang tuan: Kiém tra v¢€ sinh va an ninh khu vyc bdo quan van bang, ching chi.
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b) Hang thang: Kiém tra chat luong phoi, tinh trang bao quan vin bang, ching chi.
¢) Hang nam: Kiém tra sé luong vin bang, chimg chi theo timg khoa. Phun thudc

diét sinh vat giy hai va bao dudng cac thiét bi duoc trang bi bao quan van béng, ching
chi.

Chuong IV
KIEM TRA, THANH TRA, XU LY VI PHAM

Piéu 12. Kiém tra, thanh tra

1. S& Gido duc va Pao tao tién hanh kiém tra, thanh tra viéc in, quan 1y, cip phat,
sit dung vin bang, chirng chi; kiém tra, thanh tra viéc quan 1y, cap phat, sir dung phdi van
bang, phdi chimg chi; kiém tra, thanh tra viéc quan 1y, cap phat, sir dung ban sao vin
bang, phdi ban sao vin bang cua hé thong gido duc qudc dan ddi véi co sd gido duc thude

pham vi quéan 1y ctia Uy ban nhan dén tinh.

2. Co quan, to chirc, ca nhan chiu trach nhiém quén 1y, cip phat hodc st dung vin
bang, chtng chi ¢ trach nhiém phdi hop, tao diéu kién thuan loi cho cong tac kiém tra,
thanh tra.

Piéu 13. Xir Iy vi pham

Co quan, to chirc, ci nhan c6 cac hanh vi vi pham quy dinh tai Quy ché nay bi xtr
ly theo quy dinh cua phap luat./. 1L
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