Vs / NINHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
"\ﬁ% g.) HO CHI MINH Poc lap - Tw do - Hanh phuc

NOI QUY TIEP CONG DAN
(Ban hanh kem theo Quyét dinh s6 5062/0D-SGDDT ngay 0/ thang/0 nam 2026
cua Giam doc So Giao duc va Pao tao)

I. QUY DINH CHUNG:

1. Moi cong dan dén noi Tiép cong dan cua SO Gido duc va bao tao (viét tat la
noi Tié iép cong ddn) va can by, cong chure, vién chirc lam nhiém vu tiép cong dan (viét
tt la nguoi tiép cong ddn) phai chap hanh nghiém quy dinh ctia phap luat co lién
quan va thuc hién nghiém tic No1 quy nay.

2. Thoi gian tiép cong dan:

Tiép cong dan thuong xuyén trong gid hanh chinh vao cac ngay 1am viéce tir thir
Hai dén thtr Sdu hang tuan (trwr cac ngay nghi lé, tét theo quy dinh), cu the:

- Buo6i sang: Tir 07 gio 30 phut dén 11 gio 30 phut.

- Buo6i chiéu: Tir 13 gio 00 phut dén 17 gio 00 phut.

3. Noi tiép cong dan:

- Tru s& chinh: S6 66- 68 duong Lé Thanh Ton, phudng Sai Gon.

- Tru s& 2: S6 495 duong 30/4, phudng Thi Dau Mot.

- Tru s& 3: S6 198 duong Bach Pang, phuong Ba Ria.

4. Lich tiép cong dan:

- Tiép cong dan dinh ky ciia Giam dde So: T}n,rc hién tiép cong dan dinh ky mot
ngay trong mogt thang theo lich dugc thong bao hang thang.

- Tiép thudng xuyén: Cong chirc Phong Kiém tra- Phép ché.

5. Cac phong thuoc So:

- Phéi hop v6i Phong Kiém tra- Phap cl}é chuan bi day da ndi dung, hd S0 cac
vu viéc theo linh vuc chuyén moén, tham quyén; cir cong chirc tham gia tai budi tiép
cong dan theo quy dinh.

- Van phong S¢ bd tri lich, thong tin kip thoi dén Phong Kiém tra- Phap
ché va cac phong c6 lién quan dé chu dong phoi hop, chuan bi ndi dung phuc vu
cong tac ti€p cong dan.

* Ghi chu:
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Truong hop Gidm doc c6 lich céng tac dot xudt, sé phdn cong viéc tiép cong
ddn dinh ky cho Pho Giam doc phu trdch tiép cong dan theo quy dinh va bao cdo ket
qua den Giam doc (néu co).

~ Truong hop c6 su thay déi vé thoi gian lam viéc theo quy dinh ciia co quan c6
tham quyén thi thuc hién theo quy dinh do.

II. POI VOI NGUOI TIEP CONG DAN:

1. Trang phyc chinh t8, deo thé cong chuc, vién chirc hoac phu hiéu theo quy
dinh khi tlep cong dan; khong gay phién ha, sach nhiéu hodc can trd cong dan dén
khiéu nai, td cao, kién nghi, phan anh.

2. Yéu ciu nguoi dén khiéu nai, to céo, kién nghi, phdn 4nh néu rd ho tén, dia
chi, s6 cin cude hodc gidy chimg nhan cin cude hodc s6 dinh danh ¢4 nhan hoic 56
hé chiéu; trudong hop duge nguoi khiéu nai uy quyén thi phai c6 van ban uy quyén
hop phap; c6 don hodc trinh bay 16 rang ndi dung khleu nai, to céo, kién nghi, phan
anh; cung cap thong tin, tai liéu can thiét cho viéc tiép nhan, thu 1y vu viéc.

3. Cé thai do dung muc, ton trong cong dan, lang nghe, tlep nhéan don khiéu nai,
to cdo, kién nghi, phan anh hoac ghi chép day du, chinh xac nd1 dung ma cong dan
dén khiéu nai, t6 cdo, ki€n nghi, phdn anh trinh bay.

4. Giai thich, hudéng dan cong dan dén khiéu nai, t6 céo, kién nghi, phan anh
chap hanh chu trwong, dudng 10i, chinh sach, phap ludt; cac két luan, quyét dinh giai
quyét da ¢6 hi€u luc phap ludt cta co quan co tham quyen hudng dan cong dan thuc
hién quyen khiéu nai, t6 cao, kién nghi, phan anh dén dung co quan hodc nguoi cé
tham quyén giai quyét.

5. Trong pham vi trach nhiém, tryc tiép xu Iy hodc phan loai, hudng dan, chuyén
don trinh nguoi c6 thAm quyen xtr 1y khiéu nai, t6 céo, kién nghi, phan anh; thong
béo két qua xir 1y khiéu nai, t6 cdo, kién nghi, phan anh cho cong dan.

6. Truong hop cong dan chua chuan bi don, nguoi tiép cong dan s& hudng
dan cong dan va ghi nhan ndi dung theo quy dinh.
7. Gitr bi mat ho tén, dia chi, but tich va nhirng thong tin ¢4 nhan khac ctia nguoi
to cao theo quy dinh cua phap luét.
8. Yéu cau nguoi vi pham Noi quy noi tiép cong dan cham dut hanh vi vi pham;

truong hop can thiét, 1ap bién ban vi pham va yéu cau co quan chirc ning xir Iy theo
quy dinh cua phap luat.

I11. POI VOI CONG DAN:

1. Cac t6 chure, ca nhan dén Tru s& Tiép cong dan phai chip hanh nghiém céc
quy dinh cua phap luat va thuc hién nghiém tic Noi1 quy nay.

2. C,(A)ng dan dén Tru s§w Tiép cong dan mac trang phl_}C lich su, néu rd ho tén,
dia chi, s0 can cudc hoac giay chung nhan can cudc hoac s6 dinh danh cé nhan hodc
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s6 ho chiéu; truong hop duoc ngudi khiéu nai ty quyén thi phai ¢ vin ban ay quyén
hop phép; truong hop ngudi dén phan anh, kién nghi 1a nguoi chua thanh nién (hoc
sinh), phai c6 cha me- nguoi dai dién hoac ngudi giam hd hop phéap theo quy dinh
ctia phap luat di cting dé bao dam quyén va loi ich hop phap ciia hoc sinh.

3. Cong dan dén duoc tiép theo thir ty, phai trinh bay trung thuc su viéc, noi 1o
yéu cdu, cung cip thong tin, tai liéu lién quan dén ndi dung khiéu nai, té cdo, k1en
nghi, phan anh; ky hodc diém chi xac nhan ndi dung trinh bay da dugc nguoi tiép
cong dan ghi chép lai. Cé thai d6 ding muc, ton trong, tuan thu sy hudng dan cua
nguoi tiép cong dan, ngudi thi hanh nhiém vu tai Tru so Tiép cong dan.

4. Khong dugc mang, s dung bang ron, khau hiéu, loa dai, tréng, cac d6 vat
cong kénh, vii khi, hung khi, chat gay chay nd, doc hai, d6 vat cam luu hanh va céc
do vat, chat cam khac theo quy dinh cia phap luat tai khu vuc Tru s& Ti€p cong dan.

5. Khong duoc loi dung quyén khiéu nai, t6 cdo, kién nghi, phan anh dé kich
dong, cudng ép, du dd, 16i kéo, mua chudc ngudi khac tap trung dong nguoi, giy roi
trat ty cong cong tai khu vuc Tru s& Tiép cong dan; xuyén tac, vu khong, giy thiét
hai cho co quan, to chirc, ca nhan khéc.

6. Khong dugc de doa, xtic pham co quan, to chue, don vi, ngudi ti€p cong dan
va nguoi thi hanh nhiém vu khac.

7. Trudng hop c6 nhiéu nguoi cung khiéu nai, to céo, kién nghi, phan anh vé
mot ndi dung (#r 05 nguroi tro lén) thi phai ctr nguoi dai dién theo quy dinh cua phap
luat dé trinh bay noi dung khiéu nai, t6 céo, kién nghi, phan anh vo1 nguoi t1ep cong
dan. Nguoi dai dién chiu trach nhiém trude phéap ludt vé ndi dung khiéu nai, tb cdo,
kién nghi, phan 4nh ctia minh.

8. Khong quay phim, chup anh, ghi am, ghi hinh khi chua c6 sy dong ¥ cia
nguoi tiép cong dan.

9. Gitlt gin v€ sinh, trat tu tai khu vuc Tru s& Tiép cong dan. Khong di chuyén,
lam hu héng tai san cua Tru so Tiép cong dan.

10. Hét gid 1am viéc, cong dan khong duoc luu lai Tru so Tiép cong dan.

11. Khong duoc tu ¥ vao phong Tiép cong dan khi chua duge sy dong ¥ cia
nguoi tiep cong dan.

12. Khuyén khich cong dan chuan bi truéc van ban (don) néu 1d nodi dung
khiéu nai, t0 cdo, kién nghi, phan anh va cac hé so, tai liéu, chung cr co lién
quan; viéc chuan bi day du thong tin gitip ndi dung duoc tiép nhan chinh xéac, han
ché viéc bd sung, hoan thién nhiéu lan.

IV. POI VOI TIEP CONG DAN TRUC TUYEN
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Thuc hién tiép cong d@n truc tuyén theo quy dinh tai diéu 16, 17, 18, 19, 20, 21,
22,23, 24 cua Nghi dinh s6 154/2026/ND-CP ngay 15 thang 5 nam 2026 cua Chinh
phu.

V.CAC TRUONG HOQP TU CHOI TIEP CONG DAN:

1. Vi pham Noi quy Tiép cong dan.

2. Nguoi trong tinh trang say do dung chat kich thich, nguoi mac bénh tim than
hodc mot bénh khac 1am mét kha ning nhan thic hodc kha nang diéu khién hanh vi
cuia minh.

3. Nguoi ¢6 hanh vi gay mat trat tu, de doa, xtic pham co quan, td chuc, don vi,
ngudi tiép cong dan, ngudi thi hanh cong vu hodc c6 hanh vi khac vi pham nédi quy
tiép cong dan.

4. Nguoi khiéu nai, to cao vé vu viée di giai quyét dung chinh sach, phap luat,
duoc co quan nha nudce c6 tham quyén kiém tra, ra soat, thong bao bang van ban va
da duoc tiép, giai thich, huéng dan nhung van ¢ tinh khiéu nai, t6 cao kéo dai.

5. Ngudi mang theo vii khi, vat li¢u nd, cong cu hd trg hodc cac vat dung, chat
nguy hiém khac theo quy dinh cua phap luat ma khong chap hanh yéu cau gui tai noi
quy dinh hoac giao ndp cho bd phan bao dam an ninh, trat tu.

6. Nguoi khong chap hanh viéc kiém tra an ninh theo quy dinh.

7. Nguoi tu y ghi &m, ghi hinh, phat truc tiép tai noi tiép cong dan trong truong
hop ngudi chi tri tiép cong dan da yéu cau khong ghi 4m, ghi hinh, phat tryc tiép dé
bao vé bi mat nha nudc, bi mat doi tu, dir li€u ca nhan, bao ,VQ nguoi td céo theo quy
dinh cua phap luat hodc tu y ghi am, ghi hinh, phat tryc tiép gy anh huong dén an
ninh, trat tu tai noi tiép cong dan.

8. Ngudi co hanh vi kich dong, 16i kéo, gdy rdi trat tu cong cong tai noi tiép
cong dan.

9. Nguoi khong c6 nang luc hanh vi dan sy ddy di ma khong c6 ngudi dai dién
hop phép.

10. Nguoi dai dién, nguoi dugc uy quyén thuc hién khiéu nai, kién nghi, phan

anh khong xuét trinh duoc gidy to ching minh tu cach dai dién hop phap theo quy
dinh cua phap luat.

11. Noi dung trinh bay khong thudc pham vi khiéu nai, t0 céo, kién nghi, phan
anh theo quy dinh cua phap luat vé ti€ép cong dan.
12. Nguoi klen nghi, phan anh vé vu viéc d dugc co quan, to chuc, don vi,

ngudi co thim quyén tiép, hudng dan hodc tra 16 bang van ban theo ding quy dinh
va khong c6 ndi dung, tinh tiét mai.
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13. Vu viéc da c6 ban an, quyét dinh cua Toa an c6 hi¢u luc phap luat va khong
thudc truong hop duoc xem xét lai theo quy dinh cua phap luat. Viéc xéc dinh vu
viéc khong thude truong hop duge xem xét lai phai can cir vao van ban tra 161 cua co
quan nha nudc cd tham quyén.

14. Vu viéc dang duoc co quan, td chuc, don vi c6 thAm quyén khac thu ly, giai
quyét theo trinh ty, tha tuc luat dinh.

15. Truong hop tur chéi tiép cong dan theo quy dinh tai khoan 1, khoan 2 Diéu
9 Luat Tiép cong dan va cac truong hop néu trén thi nguoi tiép cong dan phai truc
ti€p gidi thich cho cong dan dugc biét ly do tir choi tiép.

16. Trong thoi han 03 ngay 1am viée, ké tir ngay c6 du can ct tir chdi tiép cong
dan theo quy dinh tai khoan 3 Diéu 9 Luat Tiép cong dan va myc 12, phan V quy

dinh nay thi nguoi ding dau (hodc nguoi dwoc uy quyén hop phdp) co quan, t6 chrc,
don vi tiép cong dan ban hanh Thong bao tir chdi tiép cong dan theo quy dinh.

17. Viéc tir chbi tlep cong dan phai dugce thyc hién dung can cur phap luat; khong
duoc loi dung viéce tir chéi tiép cong dan dé né tranh trach nhiém.

18. Nhiing truong hop khéc theo quy dinh ctia phap luat./.
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