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CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu do - Hanh phiic

SO GD&DT DONG NAI
TRUONG THPT LOC NINH

So: 156/TB-THPTLN Loe Ninh, ngay 15 thdng 10 ndm 2025

THONG BAO
Lich tiep cong dan ciia Trirang THPT Loe Ninh nam hoc 2025 - 2026

Can cu Luat Tiep cong dan nam 2013;
Can cu Nghi dinh so 64/2014/ND-CP ngay 26/6/2014 ciia Chinh phu quy 
dinh chi tiet mot so dieu cua Luat Tiep cong dan;
Can cu Quyet dinh so 154/QD-SGDDT ngay 15/10/2025 ve viec ban hanh 

Quy che tiep cong dan cua Truong trung hoc ph6 thong Loc Ninh;
Can cu Quyet dinh so 155/QD-SGDDT ngay 15/10/2025 ve viec ban hanh 

Noi quy tiep cong dan cua Truong trung hoc pho thong Loc Ninh.
Truong trung hoc pho thong Loc Ninh thong bao Lich tiep cong dan tir thang 

10 nam 2025 nhu sau:
1. Bia diem tiep cong dan:

Van phong Truong trung hoc pho thong Loc Ninh. Dia chi: Duong Nguyen 
Tat Thanh, Thon Ninh Thinh, xa Loc Ninli, tinh Dong Nai.

Lich tiep cong dan:
1.1 Tiep thuong xuyen tir thw hai den thir sau hang tuan (tru cac ngay 

le, tet dupe nghi theo quy dinh)
Can bo tiep cong dan: Do Hieu trudng phan cong lam nhiem vu tiep 

cong dan thuong xuyen tai dia diem tiep cong dan. Thbi gian tiep:
- Buoi sang tir 07 gib 00 phut den 11 gib 20 phut;
- Buoi chieu tu 13 gib 30 phiit den 17 gib 00 phut.
1.2 Tiep dinh ky cua Ban giam hieu
- Hieu trudng tiep cong dan dinh ky hang thang mot ngay vao ngay thu sau 

tuan cubi cua thang (neu ngay do trung ngay di cong tdc hoqc lich tiep trung vao 
cac ngay le, tet, nghi theo quy dinh thi thm gian tiep cong dan se duxjc bo tri sau

\ r x a Jngay di cong tdc, ngay le, tet, nghi).
- Cac pho Hieu trudng chu dong trong viec tiep cong dan de giai quyet 

nhung vu viec co noi dung lien quan vdi linh vuc phu trach (du kien lich tiep 
cong dan vao ngay thu 5, tuan dau tien cua thang) hoac khi co yeu cau dot xuat.

z

- Thbi gian tiep:
+ Buoi sang tu 07 gib 00 phut den 11 gib 20 phut;



Ngay tiep dan Lanh dao tiep
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Ngay 24/04/2026
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Ngay 04/06/2026
06/2026
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Ong Tran Hong Phuoc - Hieu truongNgay 26/06/2025
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Ong Tran Hong Phuroc - Hieu truong 

Ong Nguyen Van Thach P.Hieu truong 

Ong Tran Hong Phuoc -Hieu truong 

Ba Tran Thi My Hue - P.Hieu truong 

Ong Tran Hong Phuoc - Hieu truong 

Ong Nguyen Van Thach - P.Hieu truong 

Ong Tran Hong Phuoc - Hieu truong 

Ba Tran Thi My Hue - P.Hieu truong 
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Ong Nguyen Van Thach - P.Hieu truong 

Ong Tran Hong Phuoc - ITieu truong 
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Ong Tran Hong Phuoc - Hieu truong 

Ong Nguyen Van Thach - P.Hieu truong 

Ong Tran Hong Phuoc - Hieu truong 

Ba Tran Thi My Hue - P.Hieu truong
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+ Buoi chieu tu 13 gio 30 phut den 17 gio 00 phut.
- Van phong nha truong: Cu vien chuc tham du cung Ban Giam hieu ti6p 

cong dan, chuan bi ho so tai lieu, noi dung tiep cong dan, ghi chep bien ban va 
tham muu xu ly, giai quyet don (neu co).

- Cac doan the, to chuyen mon, giao vien bo mon va giao vien chu nhiem 
cung Ban Giam Hieu nha truong tiep cong dan khi co noi dung lien quan den linh 
vuc phu trach.

2. Lich tiep cong dan cua Ban Giam hieu, cu the:
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Ong Nguyen Van Thach - P.Hieu truang

Ong Tran Hong Phiroc - Hieu truang

Ba Tran Thi My Hue - P.Hieu truang 

Ong Tran Hong Phuoc - Hieu truang

Noinhan:
- Cac co quan, don vi;
- Ban Giam hieu;
- Trang thong tin dien tvr nha trirong;
- Luu: VT.

Nham nang cao yai tro, trach nhiem cua nguoi dung ddu trong giai quy6t 
cong viec, ngoai lich tiep cong dan cua Ban giam hieu nhu tren, hang tuan Hieu 
truang se tiep cong dan tu 8 gio* 30 phut den 9 gia 30 phut (tir thw hai den thw 
sau).

Tren day la Lich tiep cong dan cua Truang trung hoc phd thong Loc Nil 
nam hoc 2025-2026, nha trudng thong bao den cac co quan, don vi va va cong d 
biet./.
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HIEU TRtrdNG TRirdTNG THPT LOG NINH

QUYET DINH:

r r r

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che tiep cong dan cua Truong 
trung hoc pho thong Loc Ninh.

Dieu 2. Ban Giam hieu, cac doan thd va cac thanh phan co lien quan chiu trach 
nhiem thi hanh Quyet dinh nay. Quyet dinh nay co hieu luc ke tu ngay ky./.
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SO GD&DT DONG NAI 
TRIlTONG THPT LOC NINH

S6: 154/QD-THPTLN

Not nhan:
- Nhir Dieu 2;
- T rang web nha tnromg;
- Liru: VT.

^3^>HIEU TRVdNG
trUcing

PH& THONG^O
LOC NINH />7 V

X__

Can cu Ludt. Tidp cdng ddn ndm 2013; Can cie Ludt Khieu nqi ndm 2011; Can cu 
Ludt To cdo ndm 2018;

Can cu Nghj dinh so 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy dinh chi 
tiet thi hanh mot so dieu cua Ludt Tiep cdng ddn;

Can cu Thong tu so 04/2021/TT-TTCP ngay 01/10/2021 cua Thanh tra Chinh phu 
quy dinh quy trinh tiep cdng ddn;

Can cuNghi dinh so 31/2019/ND-CP ngay 10 thdng 4 ndm 2019 cua Chinh phu quy 
dinh chi tiet mot so dieu cua Ludt To cdo;

Can cuNghi dmh so 124/2020/ND-CP ngay 19 thdng 10 ndm 2020 cua Chinh phu 
quy dinh chi tiet mot so dieu vd bien phdp to chuc thi hanh Ludt Khidu nqi;

Can cu Thdng tu so 05/2021/TT-BGDDT ngay 01/10/2021 cua Thanh tra Chinh phu 
quy dinh quy trinh xu ly dan khieu nqi, dan to cdo, dan kien nghi, phan dnh;

Can cu Thdng tu so 32/2020/TT-BGDDT ngay 15 thdng 9 ndm 2020 cua Bd Gido due 
vd Dao tqo ban hanh Dieu le truang trung hoc ca sa, truang trung hoc pho thdng vd truang 
pho thdng cd nhieu cap hoc;

Ldc Ninh, ngay 15 thdng 10 ndm 2025

QUYET DINH
A • * r r

Ve viec ban hanh Quy che tiep cong dan 
cua Truong trung hoc phd thong Loc Ninh
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CHlTONG I
QUY DINH CHUNG

Dieu 1. Pham vi dieu chinh va doi tirong ap dung
1. Quy ch4 quy dinh viec to chuc ti£p cong dan d6n khieu nai, t6 cao, kien 

nghi, phan anh tai diem tiSp cong dan ciia Truong THPT Loc Ninh.
2. Quy che nay duoc ap dung vdi:
a) Cac Ban giam hieu, cac To chuyen mon, To Van phong va cac vien chuc duoc 

giao nhiem vu tiep cong dan.
b) Ca nhan, co quan, to chuc co khiSu nai, td cao, kien nghi, phan anh tai diem 

tiep cong dan cua truong THPT Loc Ninh nhung van de lien quan den chu truong, 
dubng loi, chinh sach cua Dang, phap luat cua Nha nude, cong tac quan ly thuoc chuc 
nang, nhiem vu, quyen han cua Truong THPT Loc Ninh.

Dieu 2. Muc dich cua viec tiep dan
1. Tiep nhan cac thong tin, kien nghi, phan anh gop y nhung van de lien quan 

den chu truong, dubng loi, chinh sach cua Dang, phap luat cua Nha nude, cong tac 
quan ly cua co quan, don vi; hudng dan cong dan thuc hien quyen khieu nai, to cao, 
kien nghi, phan anh dung quy dinh phap luat, gbp phan tuyen truybn, pho bibn phap 
luat.

2. Tiep nhan khieu nai, td cao, kien nghi va phan anh thuoc tharn quyen giai 
quyet cua Hieu truong nha truong; xem xet ra quyet dinh, ket luan giai quyet hoac tra 
loi cho cong dan biet theo dung thoi han quy dinh cua phap luat ve giai quyet khieu 
nai, to cao cua cong dan.

Dieu 3. Nguyen tac tiep cong dan
1. Viec tiep cong dan phai dupe tien hanh tai noi tiep cong dan cua co quan, td 

chuc, don vi.
2. Viec tiep cong dan phai dam bao cong khai, dan chu, kip thoi; thu tuc don

z

gian, thuan tien; giu bi mat va dam bao an toan cho ngubi to cao theo quy dinh cua 
phap luat; dam bao khach quan, binh dang, khdng phan biet doi xu khi tiep cong dan.

3. Ton trong, tao dieu kien thuan loi cho cong dan thuc hien viec khieu nai, to 
cao, kien nghi, phan anh theo quy dinh cua phap luat.

Dieu 4. Cac hanh vi bi nghiem cam

QUY CHE
Tiep cong dan cua Truong trung hoc pho thong Loc Ninh 

(Ban hanh kem theo Quyet dinh so 154/QD-THPTLN ngdy 15/10/2025 
cua Hieu truong truong THPT Loc Ninh)

/KVTRlldNG
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1. Gay phien ha, sach nhieu hoac can tro nguai dSn khiSu nai, to cao, kiSn 
nghi, phan anh.

2. Thieu trach nhi^m trong vice tiSp cong dan; lam mdt hoac lam sai lech thong 
tin, tai lieu do ngudi khiSu nai, to cao, kiSn nghi, phan anh cung cap.

3. Phan biet doi xu trong khi ti£p cong dan.
4. Loi dung quyen khieu nai, to cao, kien nghi, phan anh de gay roi trat tu cong 

cong.

5. Xuyen tac, vu khdng, gay thiet hai cho co quan, t6 churc, don vi, ca nhan.
6. De doa, xue pham co quan, to churc, don vi, ngudi tiep cong dan, ngudi thi 

hanh cong vu.

7. Kich dong, cudng ep, du do, loi keo, mua chuoc ngudi khac tap trung dong 
ngudi tai noi tiep cong dan.

8. Vi pham cac quy dinh khac trong noi quy, quy chg ti8p cong dan.
CHtfONG II 

TO CHlTC TIEP CONG DAN
Dieu 5. Thdi gian va dia diem tiep cong dan
1. Thdi gian tiep cong dan
- Budi sang: tir 07 gid 00 den 11 gid 20 phut.
- Budi chieu: tu 13 gid 30 ddn 17 gid 00.
- Thu Bay, Chii nhat va cac ngay le: nghi theo quy dinh.
2. Diem tiep cong dan

- Dia diem tiep cong dan cua Truong THPT Ldc Ninh dupe bo tri tai tru so 
lam viec cua nha trudng (dia chi: Duong Nguyen Tdt Thanh, Thon Ninh Thinh, xa Ldc 
Ninh, tinh Dong Nai).

- Van phdng nha trudng thuc hien niem ydt Noi quy, Quy chd tidp cong dan tai 
tru so tiep cong dan nha trudng, dang tren website nha trudng; dam bao cac dieu kien 
co so vat chat phuc vu tot cho ngudi dan den lien he cong viec.

Dieu 6. Tiep cong dan dinh ky cua Ban Giam hieu (BGH) nha trudng
a) Hieu trudng tidp cong dan dinh ky hang thang mot ngay vao ngay thu sau tuAn 

cudi cua thang (cd lich kem theo. Neu lich tiep trung ngay di cong tac hoac trung vao 
cac ngay Id, tdt, nghi theo quy dinh thi thdi gian tiep cong dan se dupe bd tri sau ngay 
di cong tac, ngay Id, tdt, nghi). Ngoai ra, hang tuan BGH nha trudng se tiep cong dan 
tir 8 gid 30 phut den 9 gid 30 phut tir thu 2 den thu 6 (trir ngay nghi, le, tet) nhSm 
nang cao vai trb, trach nhidm cua ngudi dung dau trong giai quydt cong vide.

b) Cac Pho Hieu trudng chu dong trong vide tidp cong dan dd giai quyet 
nhung vu vide cd ndi dung lien quan vdi linh vuc phu trach.

Dieu 7. Tiep cong dan thudng xuyen
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•A7-|Z\A 11. Hieu trucmg phan cong Van phong lam dau moi thirc hien tiep cong dan 
thucmg xuyen vao cac ngay tir thu 2 den thu 6 va budi sang thu 7 hang tuan (trir cac 
ngay nghi, le, tet theo quy dinh).

2. Vien ch de dtroc phan cong tiep cong dan ph ai la ngubi co trinh do chuyen 
mon, am hieu ve chinh sach phap luat, co pham chat, dao due co kinh nghiem ky 
nang giao tiep; khi tiep cong dan phai mac trang phuc chinh te, deo the vien chuc 
theo quy dinh. Chi duoc tiep cong dan tai ebng so, khong dupe tiep tai nha rieng hoac 
dia diem khac.

Dieu 8. Tiep cong dan dot xuat ciia BGH
Ngoai thbi gian tiep cong dan dinh ky hang thang, BGH tiep cong dan dot 
xuat trong cac trubng hop sau:
a) Vu viec phuc tap;
b) Vu viec neu khong chi dao, xem xet kip thbi co the gay ra hau qua nghiem 

trong, anh hubng den an ninh, trat tu, an toan xa hoi.
CHlTONG III

TRACH NHIEM CUA NGUOI TIEP CONG DAN;
QUYEN VA NGHIA VU CUA CONG DAN KHI DEN NOI TIEP DAN

Dieu 9. Track nhiem ciia nguoi tiep cong dan
1. Khi tiep cong dan, ngubi tiep cong dan phai bao dam trang phuc chinh te, co 

deo the vien chuc theo quy dinh.
2. Yeu cau ngubi den khieu nai, to cao, kien nghi, phan anh neu rb ho ten, dia 

chi hoac xuat trinh giay to tuy than, giay uy quyen (neu co); co don hoac trinh bay rb
f r r r \

rang noi dung khieu nai, to cao, kien nghi, phan anh; cung cap thong tin, tai lieu can 
thiet cho viec tiep nhan, thu ly vu viec.

3. Co thai do dung muc, ton trong cong dan, lang nghe, tiep nhan don khieu 
nai, to cao, kien nghi, phan anh hoac ghi chep day du, chinh xac noi dung ma ngubi 
den khieu nai, to cao, kien nghi, phan anh trinh bay.

4. Giai thich, hubng dan cho ngubi den khieu nai, to cao, kien nghi, phan anh 
chap hanh chu truong, dubng loi, chinh sach, phap luat, ket luan, quyet dinh giai 
quySt da co hieu luc phap luat cua co quan co tham quyen; hubng dan ngubi khieu 
nai, tb cao, kien nghi, phan anh den dung co quan hoac ngubi co tham quyen giai

r 

quyet.
5. True tibp xu ly hoac phan loai, chuyen don, trinh ngubi co tham quyen xu ly 

khibu nai, tb cao, kibn nghi, phan anh; thong bao ket qua xu ly khieu nai, to cao, kibn 
nghi, phan anh cho cong dan.

6. Yeu chu ngubi vi pham noi quy noi tiep cong dan cham dut hanh vi vi 
pham; trong trubng hop chn thibt, lap bibn ban vb viec vi pham va yeu cau co quan 
chuc nang xu ly theo quy dinh cua phap luat.
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Dieu 10. Quyen va nghia vu cua ngudi khieu nai, to cao, kien nghi, phan 
anh khi den noi tiep cong dan

1. Khi den noi tiep cong dan, nguoi khieu nai. to cao, kien nghi, phan anh co 
cac quyen sau day:

1 1 ' r r ra) Trinh bay ve noi dung khieu nai, to cao, kien nghi, phan anh.
b) Dupe huong dan, giai thich ve noi dung lien quan den khieu nai, to cao, kien 

nghi, phan anh cua minh.
c) Khieu nai, to cao ve hanh vi vi pham phap luat cua ngudi tiep cong dan.
d) Nhan thong bao ve viec tiep nhan, ket qua xu ly khieu nai, to cao, kien nghi, 

phan anh.
r r r

d) Truong hop ngudi khieu nai, to cao, kien nghi, phan anh khdng su dung 
thong thao tieng Viet thi cd quyen su dung ngudi phien dich.

e) Cac quyen khac theo quy dinh cua phap luat ve khieu nai, to cao.
2. Khi den noi tiep cong dan, ngudi khieu nai, to cao, kien nghi, phan anh cd 

cac nghia vu sau day:
a) Neu ro ho ten, dia chi hoac xuat trinh giay to toy than, giay uy quyen (neu 

co).
b) C6 thai do dung muc, ton trong ddi vdi ngudi tiep cong dan.
c) Trinh bay trung thuc su viec, cung cap thong tin, tai lieu lien quan den noi 

dung khieu nai, to cao, kien nghi, phan anh; ky hoac diem chi xac nhan nhung noi 
dung trinh bay da dupe ngudi tiep cong dan ghi chep lai.

d) Nghiem chinh chap hanh npi quy tiep cong dan va huong dan cua ngudi tiep 
cong dan.

d) Truong hop nhieu ngudi cung khieu nai, to cao, kien nghi, phan anh ve mot 
npi dung thi phai cu ngudi dai dien de trinh bay npi dung khieu nai, to cao, kien nghi, 
phan anh.

e) Chiu trach nhiem trudc phap luat ve npi dung khieu nai, to cao cua minh.
Dieu 11. Nhung trirdng hop dupe tir choi tiep cong dan
Ngudi tiSp cong dan dupe tu choi tiep ngudi den noi tiep cong dan trong cac 

trudng hop sau day:
1. Ngudi trong tinh trang say do dung chat kich thich, ngudi mac benh tarn 

than hoac mot benh khac lam mat kha nang nhan thuc hoac kha nang dieu khien hanh 
vi cua minh.

7 e e A

2. Ngudi cd hanh vi de dpa, xue pham co quan, to chuc, don vi, ngudi tiep 
cong dan, ngudi thi hanh cong vu hoac co hanh vi khac vi pham npi quy noi tiep cong 
dan.
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3. Ngudi khieu nai, to cao ve vu vice da giai quyet dung chinh sach, phap luat, 
dugc co quan nha nude cd thSm^quydn ki6m tra, ra seat, thong bao bing van ban va 
da dugc tiep, giai thich, hudng dan nhung van co tinh khieu nai, to cao keo dai.

4. Nhung trudng hgp khac theo quy dinh cua phap luat.
CHV0NGIV

TIEP NHAN, PHAN LOAI, XU* LY DON KHIEU NAI, TO CAO, 
KIEN NGHI, PHAN ANH

Dieu 12. Tiep nhan khieu nai, to cao, kien nghi, phan anh
1. Khi edng dan den trinh bay true tiep va khdng cd don thi ngudi tiep edng 

dan hudng dan edng dan vidt don khiiu nai, td cao, kien nghi, phan anh hoac ghi 
chep day du,^ trung thuc, chinh xac ndi dung trinh bay cua edng dan; ndi dung nao 
chua rd thi de nghi edng dan trinh bay them, sau do doc lai cho edng dan nghe va dd 
nghi ho ky ten hoac diem chi xac nhan vao van ban.

2. Trudng hgp edng dan den trinh bay va cd don vdi ndi dung cu the, rd rang, 
cd the xac dinh dugc rd tinh ch4t vu vide va co quan cd tham quyen giai quydt thi 
ngudi tiep edng dan hudng dan edng dan gui don den co quan cd thim quyen dd 
dugc xem xet, giai quydt theo quy dinh cua phap luat.

3. Trudng hgp nhieu ngudi ddn khieu nai, to cao, kidn nghi, phan anh ve cung 
mot ndi dung thi ngudi tiep edng dan hudng dan ho cu ngudi dai didn dd trinh bay; 
ghi lai ndi dung trinh bay va dd nghi ngudi dai didn ky ten hoac diem chi xac nhan 
vao van ban.

4. Trudng hgp edng dan trinh bay nhidu ndi dung, vira cd ndi dung khidu nai, 
vira cd ndi dung td cao, kidn nghi, phan anh thi ngudi tidp edng dan hudng dan edng 
dan thuc hidn vide khidu nai, td cao, kien nghi, phan anh theo quy dinh cua phap luat.

5. Vide tiep nhan, ghi chep ndi dung khidu nai, td cao, kien nghi, phan anh va 
vide hudng dan edng dan viet don phai dugc ghi vao So tiep edng dan hoac dugc 
nhap vao phan mem co sd du lieu ve tidp edng dan.

Dieu 13. Phan loai, xu’ ly khieu nai, to cao, kien nghi, phan anh
1. Vide phan loai, xu ly ndi dung khidu nai, to cao, kidn nghi, phan anh dugc 

can cu vao ban ghi ndi dung trinh bay hoac don cua edng dan va thuc hidn theo quy 
dinh quy trinh xu ly don khidu nai, don td cao, don kidn nghi, phan anh hidn hanh.

2. Y kidn trinh bay ndi dung khidu nai, td cao, kidn nghi, phan anh khdng thudc 
tham quyen giai quydt cua co quan, don vi tiep edng dan thi ngudi tiep edng dan 
hudng dan edng dan viet don gui den co quan, td chuc cd tham quydn giai quyet.

Trudng hop ndi dung thudc tham quydn giai quydt cua co quan, don vi minh 
thi ngudi tidp edng dan tidp nhan cac thong tin, tai lieu de bao cao ngudi cd tham 
quydn giai quyet. Neu edng dan cung cap cac thong tin, tai lieu, chung cu cd lien 
quan ddn khidu nai, td cao, kien nghi, phan anh thi ngudi tidp edng dan xem xet dd 
tidp nhan cac thong tin, tai lieu, chung cu do.
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CHVONG IV 
TO CHlTC THU G HIEN

Dieu 14. To chuc thirc hien • •

L Van phong nha trircmg to chuc tiep cong dan, co trach nhiem phan cong vien 
chuc tiep cong dan thuong xuyen; lap S6 theo doi viec tiep cong dan; tiep nhan, trinh, 
xu ly thong tin, don, thu khieu nai, to cao, phan anh, kien nghi cua cong dan theo quy 
dinh; tham muu cho Hieu truong xem xet, giai quyet khi6u nai, td cao, phan anh, kien 
nghi cua cong dan, phoi hop vdi cac To chuyen mon, cac doan the, giao vien bo mon 
va giao vien chu nhiem thuc hien nghiern tuc cac nhiem vu, trach nhiem theo Quy 
che nay va quy dinh cua phap luat.

2. Giao Td Van phong nha truong dam bao cac didu kien vat chat cdn thiet, bao 
dam trat tu, an toan, van minh noi tidp cong dan.

3. BGH, cac Td chuyen mdn, To van phong, doan the, giao vien bd rndn va 
giao vien chu nhiem lien quan cd trach nhiem giai quyet kip then nhung kien nghi, 
khieu nai, to cao cua cong dan theo tham quydn, quy dinh phap luat. Trong qua trinh 
thuc hien, neu cd van de phat sinh moi hoac vudng mic, de nghi td chuc va ca nhan 
phan anh kip thoi ve Van phong nha truong dd sua doi, bo sung cho phu hop.

Dieu 15. Khen thirong va xw ly vi pham
1. Td chuc, ca nhan cd thanh tich trong cong tac tiep cong dan, giai quyet khidu 

nai, td cao thi dupe bidu duong, khen thudng kip thoi theo quy dinh cua phap luat.
2. Ngubi cd trach nhiem tidp cong dan, xem xet giai quydt khieu nai to cao, o) 

kidn nghi phan anh ma loi dung chuc vu quyen han cua minh dd vu loi hoac vi dong ■/ 
co ca nhan ma xam pham, can tro ddn quyen, loi ich hop phap ve khieu nai to cao, 
kien nghi, phan anh cua cong dan thi tuy vao tinh chat, muc do se bi xu ly theo quy 
dinh cua phap luat./.
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QUYET DINH
Ve vice ban hanh Noi quy tiep cong dan cua 

Trirong trung hoc pho thong Loc Ninh

Can cuLudt Tiep cong dan ndm 2013;

Can cd Nghi dinh so 64/2014/ND-CP ngay 26/6/2014 cua Chink phu quy 
dink chi tiet thi hanh mot sd dieu cua Luqt Tiep cong dan;

Can cu Thong tit so 04/2021/TT-TTCP ngay 01/10/2021 cua Thanh tra Chinh 
phu quy dinh quy trinh tiep cong dan;

Can cit Thong tit so 32/2020/TT-BGDBT ngay 15 thang 9 ndm 2020 cua Bo 
Gido due vd Dao tqo ban hanh Dieu le truang trung hoc co so, trudng trung hoc 
pho thong vd trudng pho thdng cd nhieu cdp hoc.

QUYET DINH:

Dieu 1. Ban hanh Noi quy tiep cong dan cua Trudng trung hoc phd thong Loc 
Ninh.

Dieu 2. Ban Giam hieu, cac doan the va cac thanh phan co lien quan chiu trach 
nhiem thi hanh Quydt dinh nay. Quydt dinh nay co hieu luc ke tir ngay ky./.
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Dieu 1. To chirc tiep cong dan
1. Tiep cong dan thuong xuyen, dinh ky va dot xuat
a) Hieu trirong phan cong Van phong lam dau moi thuc hien tiep cong dan 

thuong xuyen vao cac ngay tir thu 2 den thu 6 hang tuin (tru cac ngay le theo 
quy dinh).

b) Hieu truong tiep cong dan dinh ky hang thang mot ngay vao ngay thu 
sau tuan cudi cua thang (neu lich tiep trung ngay di cong tac hoac trung vao cac 
ngay le, tet, nghi theo quy dinh thi thoi gian tiep cong dan se duoc bo tri sau 
ngay di cong tac, ngay le, tet, nghi). Ngoai ra, hang tuan Hieu truong se tiep 
cong dan tu 8 gib 30 phut den 9 gio 30 phut (tir thu hai den thir sau) nhSm nang 
cao vai tro, trach nhiem cua ngubi dung dau trong giai quyet cong viec.

c) Cac Pho Hieu trubng chu dong trong viec tiep cong dan de giai quyet 
nhung vu viec co noi dung lien quan vbi linh vuc phu trach hoac khi co yeu ceiu 
dot xuat.

d) Ngoai thbi gian tiep cong dan dinh ky hang thang, Hieu trubng tiep cong
r t r

dan dot xuat trong cac trubng hop sau: vu viec phuc tap; vu viec neu khbng chi 
• • 9dao, xem xet kip thbi co the gay ra hau qua nghiem trong, anh hubng den an 

ninh, trat tu, an toan xa hoi.
2. Diem tiep cong dan cua Truong THPT Loc Ninh

9 r r

- Dia diem tiep cong dan cua Trubng THPT Loc Ninh duoc bo tri tai tru sb 
lam viec cua nha trubng. Dia chi: Duong Nguyen Tat Thanh, thbn Ninh Thinh, 
xa Loc Ninh, tinh Dong Nai.

r r r

- Van phbng thuc hien niem yet Noi quy tiep cong dan tai tru sb tiep cong 
dan cua nha trubng; dam bao cac dieu kien co sb vat chat phuc vu tot cho ngubi 
dan den lien he cong viec.

3. Thbi gian tiep cong dan
- Buoi sang: tu 07 gib 00 den 11 gib 20 phut.
- Buoi chieu: tu 13 gib 30 den 17 gib 00.
- Thu Bay, Chu nhat va cac ngay le: nghi theo quy dinh.

NOl quy
• A A A *

Tiep cong dan cua Trubng trung hoc pho thong Loc Ninh 
(Ban hanh kem theo Quyet dinh so 155/QD-THPTLN ngay 15/10/2025 

cua Hieu trucmg Truong THPT Loc Ninh)
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Dieu 2. Quyen va nghTa vu cua ngiroi den khieu nai, to cao, kien nghi, 
phan anh khi den noi tiep cong dan

1. Khi den noi tiep cong dan, ngudi khieu nai, to cao, kien nghi, phan anh 
co cac quyen sau day:

a) Trinh bay ve noi dung khiSu nai, t6 cao, kien nghi, phan anh.
b) Dupe huong dan, giai thich ve noi dung lien quan d6n khiSu nai, to cao, 

kien nghi, phan anh cua minh.

c) Khieu nai, to cao ve hanh vi vi pham phap luat cua ngudi tiep cong dan.
d) Nhan thong bao vS viec tigp nhan, kSt qua xu ly khi£u nai, to cao, ki6n 

nghi, phan anh.

d) Trudng hop ngudi khiSu nai, to cao, kiSn nghi, phan anh khdng su dung 
thong thao tieng Viet thi co quyen su dung ngudi phien dich.

e) Cac quyen khac theo quy dinh cua phap luat ve khiSu nai, td cao.
2. Khi den noi tiep cong dan, ngudi khieu nai, to cao, kidn nghi, phan anh 

co cac nghTa vu sau day:

a) Neu rd ho ten, dia chi hoac xuat trinh giay td tuy than, gidy uy quyen 
(neu cd).

b) Cd thai do dung muc, ton trpng ddi vdi ngudi tiep cong dan.
c) Trinh bay trung thuc sp viec, cung cap thong tin, tai lieu lien quan den 

noi dung khieu nai, td cao, kien nghi, phan anh; ky hoac diem chi xac nhan 
nhung ndi dung trinh bay da dupe ngudi tiep cong dan ghi chep lai.

d) Nghiem chinh chap hanh ndi quy tiep cong dan va hudng dan cua ngudi 
tiep cong dan.

d) Trudng hop nhieu ngudi cung khieu nai, to cao, kien nghi, phan anh vd 
mpt ndi dung thi phai cu ngudi dai dien de trinh bay ndi dung khieu nai, to cao, 
kien nghi, phan anh.

e) Chiu trach nhiem trudc phap luat ve ndi dung khidu nai, td cao cua minh.
Dieu 3. Trach nhiem cua ngudi tiep cong dan
1. Khi tiep cong dan, ngudi tiep cong dan phai bao dam trang phuc chinh 

td, cd deo the cong chuc, vidn chuc hoac phu hidu theo quy dinh.
2. Ydu cau ngudi den khieu nai, td cao, kien nghi, phan anh neu rd hp ten, 

dia chi hoac xuat trinh giay td tuy than, giay uy quyen (neu cd); cd don hoac 
trinh bay ro rang ndi dung khieu nai, td cao, kien nghi, phan anh; cung cdp thong 
tin, tai lieu can thidt cho vide tiep nhan, thu ly vu vide.

3. Cd thai dp dung muc, ton trpng cong dan, lang nghe, tiep nhan don khieu 
nai, td cao, kien nghi, phan anh hoac ghi chep day du, chinh xac ndi dung ma

x » ' • r • r » r *

ngudi den khieu nai, td cao, kien nghi, phan anh trinh bay.
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4. Giai thich, huong dan cho ngirai den khieu nai, to cao, ki6n nghi, phan 
anh chap hanh chii truong, duong loi, chmh sach, phap luat, ket luan, quy£t dinh 
giai quyet da co hieu luc phap luat cua ccr quan co thdrn quydn; hudng dan ngudi 
khieu nai, to cao, kien nghi, phan anh dSn dung co quan hoac ngudi co thdm 
quyen giai quyet.

5. True tiep xu ly hoqc phan loai, chuyen don, trinh ngudi cd thdm quyen 
xu ly khieu nai, td cao, kien nghi, phan anh; thong bao ket qua xu ly khieu nai, 
to cao, kien nghi, phan anh cho edng dan.

6. Yen cau ngudi vi pham noi quy noi tiep edng dan chdm dut hanh vi vi 
pham; trong truong hop can thiet, lap bien ban ve viec vi pham va yeu cau co 
quan chuc nang xu ly theo quy dinh cua phap luat.

Dieu 4. Nhung trudng hop diroc tir choi tiep cong dan
Ngudi tidp edng dan duoc tir choi tidp ngudi ddn noi tidp edng dan trong 

cac trudng hop sau day:

1. Ngudi trong tinh trang say do dung chat kich thich, ngudi mdc benh tarn 
than hoac mot benh khac lam mat kha nang nhan thirc hoac kha nang dieu khidn 
hanh vi cua minh.

2. Ngudi cd hanh vi de doa, xue pham co quan, td chuc, don vi, ngudi tidp 
edng dan, ngudi thi hanh edng vu hoac cd hanh vi khac vi pham noi quy noi tiep s 
edng dan.

3. Ngudi khieu nai, td cao vd yu vide da giai quyet dung chinh sach, phap > 
luat, duoc co quan nha nude cd thdm quydn kidm tra, ra soat, thong bao bdng 
van ban va da dupe tiep, giai thich, hudng dan nhung van cd tinh khidu nai, td 
cao keo dai.

4. Nhung trudng hop khac theo quy dinh cua phap luat.


