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V/v twang dan thkrc hi6n cong tac 
tiep cong dan va giai guy& dcm khieu nai, 
to cao, kien nghi, phan anh cua cong dan 
trong cac co so' gido duc trkrc thu6c. 

Kinh 	Hieu truang cac truang m'am non, tieu h9c, trung hoc co so trtrc thu0c. 

Can cu Luat Tiep cong dan so 42/2013/QH13, ngay 25/11/2013; can Cu 
Nghi dinh so 64/2014/ND-CP ngay 26/ 6/2014 dm Chinh phu ye quy dinh chi 
tit thi hanh mOt so dieu Luat Tiep cong dan; 

Can dr Luat khieu nai s6 02/2011/QH13 ngay 11/11/2011; Can cu Nghi 
dinh so 75/2012/ND-CP ngay 03/10/2012 dm Chinh phit quy dinh chi tiet mOt 
so dieu cua Luat khieu nai; 

Can cu Luat T6 cao s6 25/2018/QH14, ngay 12/ 6/2018; can cu Nghi dinh 
s8,31/2019/ND-CP, ngay 10/4/2019 dm Chinh phd Quy dinh chi tik mot so 
dieu va bien phap to chirc thi hanh Luat T6 cao; 

Quan trie,4 Chi thi s6 35-CT/TW, ngay 26/5/2014 dm BO Chinh Tri ve 
tans cuang su lanh dao cua Dang d6i vai cong tac Tie') cong dan va giai quyet 
khieu nai, to cao cua cong dan, trong theri,gian qua Phong Gido dyc va Dao tao 
xic dinh cong tac tiep cong dan, giai quyet khieu nai, to cao la nhiem vu chinh 
tri quan tr9ng, thuimg xuyen cua Nganh not chung va cua cac tnrOng h9c not 
rieng. Tiep cong dan khong chi la clang loan d'au tien cua qpa trinh giai guy& 
khieu nai, to cab ma can giup cho cac can b0, ding chirc tiep nhan, ling nghe 
tam tu, nguyen v9ng cua nhan dan, giai dap kip thOi nhUng vuang mac trong 
nhan dan, gop phan lam yen lens dan. Vi vay, viec thuc hien nghiem tdc cong 
tic tie!) cong dan, giai quyet khieu nai, to cao, kien nghi, phan anh se giai quyet 
kip thai cac vu viec thuOc tharn quyen, mai phat sinh ngay tai co se, Ichac phyc 
duac tinh tang khieu nai, to cao tran lan, vuot cap. 

Theo quy dinh tai Dieu 2 cila Luat Tiep cong dan 2013: "Tiep' cong 
dan viec ca quan, ,t6 chtic, dan ca nhan don tiep king nghe, tiep nhan 
khieu nai, to cao, kien nghi, phein anh ctia ding dein; giai thich, hzrang dein cho 
cong dcin ye viec thyr hien khieu nai, to cao, kien nghi, phan anh theo dung quy 
dinh cua phap luat" va tai Khoan 2, Dieu 3, Nghi dinh 64/2014/ND-CP quy 
dinh: "Don vi sz:r nghiep ding lap c6 lien quan den viec giai quyjt the do, chinh 
sach, quyn lai cua cong dein, to char phai to char tiep cong dcin den khieu 
tel cao, kijn nghi, phan anh. Ngueri dung dciu don vi szr nghiep ding lap co trach 
nhiem b6 tri cong chav, vien char ciia bo phan chuyen mon lam nhiem vu tiep 
cong 
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,Voi nhang can cu neu tren Truing Phong GDDT thanh ph6 Thu Dar.' MOt 

yeu cau Hieu truing cac truemg mam non, tieu hoc, trung hoc co so tryc thuOc 
thyc hien nghiem tuc ding tic Tiep cong dan va giai quyet don khieu nai, to cao, 
kien nghi, phan anh dm ding dan theo cac nOi dung sau: 

I. CONG TAC TIEP CONG DAN 

1. Hieu truing cac truamg main non, tieu hoc, trung hoc co ser va Thu 
truing cac don vi twc thuOc phai be) tri dia diem tie, ding dan; phan cong, bo 
tri lich tiep cong dan dinh kSi hang thing va dr can b0, giao vien truc tiep dan 
thuong xuyen trong cac ngay lam viec de huemg dan, tiep nhan, giai quyet cac 
khieu nai, to cao, kien nghi, phan anh cfra cong dan tai don vi minh, khong de 
phat sinh diem nong, giai civet triet de cac vu viec ton Ong, keo dai. Cac don 
vi phai xay dyng nOi quy tiep cong dan, quy che tiep cong dan, xay dyng lich 
tiep cong dan dinh ky (it nhat 01 ngay trong 01 Mang) va do xuat theo quy dinh. 
Thyc hien cong khai lich tiep cong din ten bang thong bao, Website don vi. 

* Dia diem tiep cong dan: Hieu truing can cu quy dinh tai Dieu 5, Nghi 
dinh 64/2014/ND-CP to chirc b6 tri dia diem tiep cong dan phir hop. Cu the: 

(1). Nguoi dimg dau co quan, don vi phai b6 tri dia diem tiep cong dan 
bao dam khang trang, thuan tien, c6 phong tiep ding dan rieng, trang bi cac dieu 
kien vat chat can thiet de phyc vu viec tiep cong dan duoc thuan loi. 

(2). Tai dia diem tiep cling dan, phai niem yet nOi quy tiep cong dan, 
huong dan ye quy trinh 	cong dan, quy trinh giai quyet khieu nai, to cao, 
kien nghi, phan anh theo quy dinh cua phap luat va deg khai thong tin ye viec 
tiep cong dan dm co quan, don vi tai try sO co quan, don vi, dia diem tiep cong 
dan va cong bo tren trang thong tin dien tir dm co quan, don vi (neu c6), bao 
gem: 

a) Noi tier) cong dan; thai gian tiep cong dan thuemg xuyen; 

b) Lich tiep cong dan dinh kST cua ngubi dung du co quan, don vi; 

c) Thanh phan tham dy Nth du kien nOi dung tiep cong dan cua cac bu6i 
tiep cong dan dinh kST. 

2. Ra quyet dinh ban hanh quy the tiep cong dan, nOi quy tiep dog dan, 
thanh lap to tiep cong dan. (co man phy lyc kern theo). 

3. Lap s6 tiep cong dan thuong xuyen, dinh kSi va ghi chep day du thong 
tin tai cac buoi tiep cong dan. Tnraing h9p cong dan den trinh bay mieng ye 
thong tin khieu nai, to cao, kien nghi, phan anh thi nothi true tiep nhan phai ghi 
chep lai bang van ban va cho cong dank)",  ten (hoac diem chi). 

Lap so theo doi tiep than thong tin, don thu de theo doi chat the ket qua 
xu 15/, giai quyet cac vu viec khieu nai, to cao, kien nghi, phan anh cua cong dan 
theo dung quy dinh phap luat. (c6 mau phy 1pc kern theo). 

, 4. Cac vu viec khong thuOc tham quyen, cac don vi phai huong dan cu 
the, ro rang de cong dan thyc hien quyen khieu nai, to cao den dung co quan co 



tham quyen giai quyet. 

5. Sir dung cac mAu van ban trong hoat deng tiep cong dan dugc ban hanh 
kern theo Thong to so 06/2014/TT-TTCP ngay 31/10/2014 dm Thanh tra Chinh 
phu ve quy dinh quy trinh tiep ding dan. 

6. Thvc hien Vaal nhiem giai trinh cua thit truerng don vi trong viec th9c 
hien nhiem v9, quyen han ducfc giao (theo quy dinh tai Chuang,  Nghi dinh so 
59/2019/ND-CP ngay 01/7/2019 cfra Chinh 	quy dinh chi tiet met so di8u va 
bien phap thi hanh Luat Phong, cheing tham nhung) 

II. CONG TAC TIEP NHA: N, Xt.  LY DON KHIEU NAL TO CAO, 
KIEN NGHI, PHAN ANH 

1. Nguyen tic tiep nhan don 

Nguili dung dau don vi svr nghiep ding lap c6 trach nhiem to chirc viec 
tiep nhan, phan loai xir 1ST don tap trung ve mot au moi va phai tu'an theo quy 
dinh cua phap luat, dam bao tinh khoa h9c, khach quan, chinh xac, kip thoi. 

Dan tiep nhan dtrac tir cac ngutm phai ducrc vao s6 hoac nhap vao he 
thOng co so du lieu ten may tinh de quan 157, theo dai. Khi tiep nhan, don phai 
diroc phan loai, tie') nhan, xf.r1S7 hoac girl, chuyin, huang dan den dimg co quan, 
to chirc, don vi, ca nhan c6 thAm quyen, trach nhiem giai quyet. 

2. Cic nguon tiep nhan don 

- Don nhan qua dich v9 buu chinh; hOp thu dien 

- Dan do co quan, t6 chirc, dan vi, ca nhan trkrc tiep 	an qua b6 phan 
tiep nhan don cilia co quan (To tiep cong dan); qua hOp thu g6p y dm co quan. 

- Dan do dai Neu HOi dOng nhan dan, Uy ban Mat tran T6 qu6c Viet Nam 
va cac to chirc thanh,vien oh Mat tan, co quan bao chi va CO quan, to chirc, 
don vi khac chuyen den theo quy dinh cua phap luat. 

- Don do l'anh dao cac co quan Dang va Nha nuoc tiep nhan va chuyen 
an yeu cau 1ST theo than quyen 

3. Phan lokti don va xir 1157 don 
Khi nhan dugc don thu gui den vizi:mg Hieu truemg co trach nhiem chi 

dao b0 phan tiep nhan (T6 Tiep cong dan) xem xet phan loai va xir 157 don theo 
Wang clan tai Mtic 1: XirlSr don khieu nai, M9c 2: Xii1S,  don to cao, Mix 3: X* 
1Sr cac loai don khac, tai Chuang III oh Thong to so 07/2014/TT-TTCP ngay 
31/10/2014 dm Thanh tra Chinh 

Trong khi xem xet phan loai va xir V,  don can kru y mot s6 nOi dung sau: 

a) D6i von don khieu nai hanh chinh c6 lien quan an chirc dang, nhiem 
v9 cila tnrailg, thuOc tham quyen giai ctuyet cua Hieu truCmg thi tiep nhan, giai 
quyet theo Quy dinh quy trinh giai guy& khieu nai hanh chinh tren dia ban tinh 
Binh Ducmg, ban hanh theo Quy6t dinh so 11/2015/QD-UBND, ngay 03/4/2015 
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va Quye't dinh so 11/2019/QD-UBND, ngay 31/5/2019 cua Uy ban nhan dan 
tinh Binh Duong. 

Dan khieu nai d6i 	quye't dinh hanh chinh, hanh vi hanh chinh cua 
Hieu truang hoac cua can bi), vien chirc, nhan vien do truang true tiep quan ly 
thi Hieu truong tien hanh kiem tra, xac minh, ket Juan va giai quyet theo trinh 
ty, thu tyc, thin hen giai guyet theo quy dinh cua phap luat hien hanh. Day la 
quyet dinh giai quyet lan dau. 

b) Doi voi don to cao hoac tiep nhan thOng tin cua cong dan to cao c6 lien 
quan den cherc nang, nhiem vu cua truang, thuOc tham quyen giai quyet cua 
Hieu truang va du disu kien thu ly thi tiep nhan, giai quyet theo quy dinh cua 
Nghi dinh so 31/2019/ND-CP, ngay 10/4/2019 cua Chinh ph6 va theo Quy dinh 
quy trinh giai quyet to cao teen dia ban tinh Binh Duang, ban hanh theo Quyk 
dinh so 12/2015/QD-UBND, ngay 06/4/2015 dm Uy ban nhan dan tinh Binh 
Duong. 

Tnriyng hop than dan to cao hanh vi vi pham quy dinh v'e thuc hien 
nhiem vu, cong vu dm Hieu truang hoac Pho Hieu truemg, thi TO tiep ding dan 
hixong dan cong dan den ca quan c6 them quyen giai 9uyet la Phong GDDT 
(Phong GDDT la ca quan ,try.c thudc UBND thanh pho, c6 trcich nhiem tham 
mtru quan va giai guy& cac van de lien quan link vuc giao duc tai die 
phyang) 

Truamg hop than duac thong tin c6 nOi dung to cao (nac dank))shoac don 
thu cao do ca quan bao chi, ca quan, to chirc, ca nhan c6 tham quyen chuyen 
den (theo quy dinh tai diem b khocin ,1 Dieu 26 Ludt To cao), khong du dien kien 
thy 1j,, nhung c6 not dung rang ve nguroi c6 hanh vi vi pham phap luat, co tai 
lieu, chimg cu cu the ve hanh vi vi pham phap luat va co ca s& de tham tra, xac 
minh thi Hieu tnrong tiep nhan tien hanh viec kiem tra, xac minh theo,tham 
quyen phyc vu cho cong tac quan 	(theo quy dinh tai khoan 2, Dieu 25, 
Ludt To cao 2018). 

c) Dai,vari don thu khong co nOi dung khieu nai, to cao nhung co nOi dung 
phan anh, kien nghi 	quan den chirc nang, nhiem vu cua to chirc, don vi minh 
thi phai xem xet, giai quyet va tra Lai ding dan. 

d) DOi voi don thu khong c6 nOi dung khi6u nai, to cao, khong lien quan 
den chirc nang, nhiem vu dm to chirc, don vi minh, thi khong tiepnhan don va 
huong dan cho cong dan gui don den ca quan, to chirc c6 tham quyen giai quyet. 

4. Quy trinh va Neu mau thuc hi?n giai quyet dun thu khieu nai, to cao 
a) Quy trinh 

- Quy trinh giai quyet Khieu nai: Theo quy dinh Lust Khieu nai 2011 va 
huong dan dm 'Thong to s6,07/2013/TT-TTCP ngay 31/10/2013 dm Thanh tra 
Chinh phu thi viec giai quyet khi6u nai hanh chinh cua can b6, cong chirc, vien 
chirc duoc thyrc hien theo 6 buac sau: 
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+ Buck 1: Tip than don khik nai 

+ Buck 2: Thy 1ST OE quyk khik nai 

+ Buerc 3: Xac minh nei dung khieu nai 

+ BuOc 4: Chuan bi ra quyk dinh giai guy& khik nai 

+ l3,trac 5: QuOt dinh giai quyet khieu nai, giri, ding khai quyet dinh giai 
quyet khieu 

+ Buerc 6: Lap, quan1ST ho so giai quyk khieu nai. 

Nei dung va thin gian to eh& thvc hien can cir Quy dinh quy trinh giai 
quyet khik nai hanh chinh tren dia ban tinh Binh Ducmg, ban hanh theo Quyet 
dinh so 11/2015/QD-UBND, ngay 03/4/2015 va Quyk dinh so 11/2019/QD-
UBND, ngay 31/5/2019 cira Uy ban nhan dan tinh Binh Ducmg. 

- Quy trinh giii quyet TO can: Theo quy dinh cua Luat T6 cao 2018 viec 
giai quyet to cao dui vai hanh vi vi pham phap 1114 dm can be, cong chirc, via) 
chirc dugc thuc hien theo 5 buck sau: 

+ Buck 1: TWIST to cao (Dieu 29, Luat T6 cao). 

+ Buck 2: X& minh nOi dung to cao (Dieu 31, Luat T6 cao). 

+ Buac 3: Ket Juan nOi dung to cao (Dik 35, Luat T6 cao). 

+ Buac 4: Xir 1ST k& Juan nOi dung to cao cua nguei giai quyk t6 
(Dik 36, Luat T6 cao). 

+ 	Bulk 5: Cong khai kk Juan nei dung t6 cao, quy6t dinh xir 1S,  hanh vi 
pham bi to cao (Dik 40, Luat T6 cao). 

.N4 
Nei dung va thai gian to chirc thvc hien can cu Quy dinh quy trinh 

quyk to cao ten dia ban tinh Binh Ducmg, ban hanh theo Quyet dinh so 
12/2015/QD-UBND, ngay 06/4/2015 dm Uy ban nhan dan tinh Binh Throng. 

b) Bieu mau 

- Xir 1ST don: Sir dung cac mau van ban trong hoat dung tier) ding dan dugc 
ban hanh kern theo Thong tu so 07/2014/TT-TTCP ngay 31/10/2014 dm Thanh 
tra Chinh 

- Giai quyet Khieu nai: Sir dung cac mau van ban dugc ban hanh kern theo 
Thong tu so 07/2013/TT-TTCP ngay 31/10/2013 cila Thanh tra Chinh phi). 

- Giai quyk T6 cao: Sir dung cac mail van ban dugc ban hanh kern theo 
Nghl dinh so 31/2019/ND-CP, ngay 10/4/2019 dm Chinh phi). 

III. TO CHU'C THVC HItN 
- Hieu truang xay chmg va ban hanh nei qui quy dinh viec tiep ding dan, 

thanh lap To trkrc Tiep cong dan thuang xuyen va bo tri lich tnrc tiep cong dan 
dinh kST, dot xuat va thueng xuyen cua trueng theo tong nam. Bo tri dia diem 
tiep cong dan tai tnreng. 
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* Luu y: Viec tier) cong dan bao g6m ca viec tier) ph9 huynh h9c sinh va 

nhang Ca nhan khac ngoai nha truemg den lien he lam viec. Thanh phan tiep 
cong dan thuong xuyen gom thanh vien To tiep cong ,dan va gido vien hoac ca 
nhan khac trong truemg co lien quan; Thanh phan tiep cong dan dinh ky, dot 
xuat do Hieu tnremg quyet dinh. 

- Hang nam, tnremg to chirc danh Aid, so kit, tong kk cong tac Tiep cong 
dan va giai,  quyet don thu khieu nai, to cao, kien nghi, phan anh 	don vi. 
Kiem tra, ket so hang nam (theo nam Duong lich) va hru frit ho so cong tac tiep 
cong dan, tiep than, xir lY don, giai quyet khieu nai, to cao, kien nghi, phan anh 
day du, khoa hoc theo thir t9 thed gian tong v9 viec, dung quy dinh cua phap 
lust. 

- Che de thong tin, bao cao: 

+ D6i voi cac don thu khieu nai, to cao theo tham quyen: Khi giai guy& 
xong hoac het tiled han giai quyet theo quy dinh 	phap luat,ve khieu ni, to 
cao, Hieu truong phai thong bao tra 	cho nguai khieu nai, to,cao ye ket qua 
giai quyet v9 viec. Dong thai bao cao cho Phong GDDT biet de tong hop, bao 
cao UBND thanh pho theo quy dinh. 

+ Dinh ky hang nam, Hieu truang bao cao cong tac Tiep cong dan va giai 
quyet don thu khieu nai, to cao lOng ghep trong nOi dung bao cao cong tic 
Phong chtmg tham nhung (beio cao se ket 6 fitting: trtnrc ngity 05 fining 5 va 
btio cao tong ket nam: trtrov ngay 05 lining 11), bao cao girl ye Pilling GDDT 
(qua dia chi Mail: nguyenhuyhung@tptdm.edu.vn,  khong gfri van ban giay) de 
tong hop trinh Truemg phong xem xet bao cao UBND Thanh phis) theo quy dinh. 

Phong GDDT yeu can Hieu tnrong cac truang mom non, tieu h9c, trung 
h9c co so truc thuec nghiem tuc trien khai th9c hien./. 

Nei nhigt: 
- Nhtr ten; 
- LAnh ciao Phong GDDT; 
- Luu VP. 
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