SO GD&PT NAM DINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT XUAN TRUONG Poc 1ap - Tw do - Hanh phuc
NOI QUY

Tiép cong dan caa trwong THPT Xuéin Truong
(Kem theo Quyét dinh so 45 /QD-THPTXT ngay 28/2/2022ciia
Hiéu truong truong THPT Xuan Truong )

Piéu 1. Thoi gian, dia diém, lich tiép cong dan

1. Viéc tiép cong dan (TCD) dén khiéu nai (KN), té cdo (TC), kién nghi,
phan anh (KNPA); nop don KN, TC, KNPA duoc tién hanh tai Phong TCD cua
truong THPT Xuan Truong, xa Xuan Hong, huyén Xuan Truong, tinh Nam Dinh.

2. Lich tiép cong dan

a) Lanh dao truc truong va Van phong TCD thuong xuyén vao cac ngay
lam viéc trong tudn (trir cAc ngdy nghi theo quy dinh hoic tam dimg TCD trong
nhirng truong hop cu thé khac).

b) Hiéu truéng TCD dinh ky vao ngay thir 5 tuan tht 2 hang thing, néu
trung vao ngay nghi theo quy dinh hodc tam dung TCD trong nhiing trudng hop cu
thé khac thi bd tri TCD vao ngay lam viéc ngay sau do.

3. Thoi gian tiép cong dan

Thoi gian TCD trong ngay: Budi sang tir 07h30° dén 11h30’; Budi chiéu tir
14h00°dén 17h00°.

Picu 2. Quyén va nghia vu ciia nguoi dén khiéu nai, té cdo, kién nghi,
phan anh

1. Néu rd ho t&n, dia chi hoidc xuét trinh gidy to tly than, gidy ty quyén (néu c6).

2. Co thai d6 dting muc, ton trong, tuan thu sy huéng dan cta nguoi TCD va
nhan vién phuc vy, nhan vién bao vé nha truong; khong dugc tu y di lai trong cac
khu l6p hoc, cac phong chirc nang cua nha truong.

3. Cong dan dén dugc tiép theo thir tu dang ky; trinh bay ngan gon, trung
thyc sy viée, noi 16 yéu cau; ky xac nhan ndi dung don trinh bay (don da dugc viét
san hodc viét theo hudng dan cua nguodi TCD) theo quy dinh cua phap luét; cung
cap thong tin, tai liéu lién quan den ndi dung KN, TC, KNPA cho ngudi TCD.
Chiu trach nhiém trudc phap luat vé noi dung KN, TC, KNPA ctia minh.

4. Khong duogc can thi¢p, du, nghe viéc KN, TC, KNPA cua nguoi khac.
Truong hop cé nhiéu nguoi cung KN, TC, KNPA vé mdt ndi dung thi phai ctr dai
dién dé trinh bay ndi dung KN, TC, KNPA véi nguoi TCD, viéc ctir nguoi dai dién
thuc hién theo quy dinh tai Diéu 29 Luat Tiép cong dan.

5. Pugc huéng din, giai thich, tra 15i vé nhitng ndi dung di trinh bay, vé
viée thue hién quyén va cac thu tuc lién quan dén KN, TC, KNPA.

6. Duoc quyén yéu ciu giit bi mat vé ho tén, dia chi, bat tich va cac thong
tin vé danh tinh cta ngudi TC.

7. Khong dugc mang theo céc loai vii khi, hung khi, chit gay chdy, nd, khau
hiéu, bang ron va nhimg vat cong kénh vao tru s co quan S& GDDT va phong
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TCD; gitr gin trat tu, vé sinh chung; khong dugc loi dung quyén KN, TC, KNPA
dé xuyén tac, vu khéng, kich dong, gdy rdi trat ty, can trd, xAm hai, xtic pham uy
tin, danh dy cia co quan Nha nudc, nguoi TCD, ngudi thi hanh cong vu va cac
hoat dong ctia co quan Nha nudc.

8. Puoc quyén KN, TC voi Thu trudng truc tiép cua ngudi TCD néu ho ¢o
nhitng viéc 1am sai trai, gay can tro, phién ha, séch nhiéu trong khi 1am nhiém vu.

9. Roi khoi dia diém TCD va tru s nha trudng khi hét gior 1am viée.

10. Céac t6 chuc, ca nhan dén phong TCD ciia nha truong phai chip hanh
nghiém chinh cdc quy dinh cua phdp luat va thuc hién nghi€ém tic No1 quy nay.
Néu vi pham thi tuy theo tinh chat, mirc d6 vi pham ma bi xt 1y hanh chinh hodc
truy ctru trach nhiém hinh su theo quy dinh cua phap luat.

Picu 3. Trach nhiém ciia nguoi tiép cong dan

1. Trang phuc chinh té, deo thé hodc phu hiéu theo quy dinh.

2. Thyc hién viéc xdc dinh nhan than cua nguoi KN, ngudi TC, ngudi
KNPA va tinh hop phap cua nguoi dai dién theo quy dinh ctia phép luat theo quy
dinh tai cac Piéu 5, 6 Thong tu s6 04/2021/TT-TTCP ngay 01/10/2021 cta Thanh
tra Chinh phu quy dinh quy trinh TCD.

3. Thuc hién viéc tiép nhan, phan loai, xtr 1y ndéi dung KN, TC, KNPA theo
quy dinh tai cac Piéu 7, 8 Théng tu s6 04/2021/TT-TTCP.

4. Co6 thai do dtng muyc, ton trong cong dan, léng nghe, tiép nhan don KN,
TC, KNPA hodc ghi chép déy du, chinh x4c ndéi dung ma ngudi dén KN, TC,
KNPA trinh bay vao s6 TCD; dé nghi cong dan cung cdp thong tin, tai liéu lién
quan dén noi dung KN, TC, KNPA. Co6 trach nhiém gitr bi mat ho, té€n, danh tinh,
tudi, dia chi, but tich va cac théng tin c& nhan cta ngudi dén TC theo quy dinh;
giai thich, huong dan cho cong dan chép hanh chu truong, dudng 16i, chinh sach,
phap luat, két luan, quyét dinh giai quyét da c6 hiéu luc phap lut ctia co quan co
thim quyén.

5. Truc tiép phan loai va xt 1y don dé tham muu chuyén don khong thudc
thém quyén giai quyét ctia nha truong dén ding co quan hogc nguoi co thAm
quyen giai quyét; tham muru, trinh nguoi co thAim quyén giai quyét KN, TC, KNPA
d6i véi don thudc tham quyén giai quyét caa nha truong theo quy dinh cua phap
luat.

6. Yéu cau ngudi vi pham ndi quy noi TCD cham dat hanh vi vi pham;
trong truong hop can thiét, tam thoi dung viéc TCD hoac lap bién ban vé viéc vi
pham va dé nghi co quan chuc ning xir Iy theo quy dinh ctia phéap lut.

Piéu 4. Nhirng trudong hop dwore tir chdi tiép cong dan
Nguoi TCD dugc tir chdi tiép ngudi dén noi TCD trong cac trudng hop sau:
1. Nguoi trong tinh trang say do dung chat kich thich, ngudi méc bénh tam
than hoac mot bénh khac lam mat kha nang nhan thirc hoac kha nang di€u khién
hanh vi cua minh.
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2. Nguoi c6 hanh vi de doa, xtic pham co quan, td churc, don vi, nguoi TCD,
nguoi thi hanh cong vu hoac ¢6 hanh vi khac vi pham Noi quy TCD.

3. Nguoi KN, TC vé vu viée di giai quyét dung chinh sach, phap luat, duogc
co quan nha nudc co tham quyén kiém tra, ra soat, thong bao bang vin ban va di
dugc tiép, giai thich, huéng dan nhung van cb tinh KN, TC kéo dai. Trong truong
hop nay, ngudi ding dau co quan, don vi phu trach TCD ra Thong bao tir chdi
TCD theo Mau s6 01 cua Thong tu s 04/2021/TT-TTCP.

4. Nhirng truong hop khac theo quy dinh cua phap luat./.



