DAI HOC QUOC GIA HA NOI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC VIET NHAT Poc 14p - Tw do - Hanh phiic
Sé: 147 /HD-DHVN Ha Ngi, ngay 22 thang 02 nim 2023
HUONG DAN

Vé quy trinh tiép nhan, quan Iy ngudi hoc
l1a ngwoi nwde ngoai tai Trudng Dai hoce Viét Nhat, PHQGHN

Can cit Ludt Nhdp canh, xudt canh, qud canh, cu tru cua nguoi nudc ngoadi tai
Viét Nam s 47/2014/QH13 ngay 16 thdng 6 ndm 2014 cia Quéc hoi, ¢é hiéu luc ké tir
ngay 01 thang 01 ndm 2015, dwoc sika d6i, b6 sung béi: Ludt sé 51/2019/QH14 ngay 25
thang 11 nam 2019 cua Qu(fc héi sira di, b6 sung mot s6 diéu ciia Ludt Nhdp canh, xuat
canh, qud canh, cu tri clia nguoi nwéc ngodi tai Viét Nam, cé hiéu hee ké tir ngay 01
thang 7 ndm 2020;

Can cue Thong twe 30/2018/TT-BGDPT ngay 24 thdang 12 ndm 2018 ciia Bé Gido

duc va Dao tao vé ban hanh quy ché quan Iy nguoi nudce ngoai hoc tdp tai Viét Nam;

Can ctr Quyét dinh 4616/QD-DHOGIIN ngay 08/12/2014 vé viéc Ban hanh Quy
dinh vé quan Iy hoat dong hop tde quoc té cia PHQGHN;

Can cir vao Quy ché dao tao thac st tai PHOGHN ban hanh lai Quyél dinh
4668/0D-DHQGHN ngdy 10 thang 12 nim 2014 cia Gidm doc DITQGIIN vé viéc ban
hanh Quy ché dao tao thac st tai PHOGHN;

Cdn cti Quyél dinh 4848/0D-DHQGIIN ngay 18 thang 12 ndm 2017 ciia Gidm doc
DHQGHN vé viéc ban honh quy dinh vé vic thu hit va qudn ly sinh vién qudc 1€ tui
DHQGHN;

Cdn cie Quyét dinh sé6 3636/0P-PHOGHN ngay 21/10/2022 cia Gidm déc
DHQGHN vé viéc ban hanh Quy ché dao tao thac st tai PHOGHN.

Truong Pai hoc Viét Nhat huéng dan quy trinh tiép nhan, quan 1y ngudi hoc 1a
ngudi nude ngodi (sau day goi tit 13 LHS) nhdm dam bao cong tac tiép nhan, quéan ly
LHS tai Truong Dai hoc Vi€t Nhat chit ch& va ding quy dinh.

I. TRACH NHIEM CUA CAC PON VI CHUC NANG

1. Phong Xic tién Nghién ciru, Hyp tic va phil trién (XTNCHTPT)

- Chiju trach nhiém chinh trong c¢6ng tac xin thi thyce, gia han/két thac thi thuc
cho LHS;



- Thue hién cong van, béo cdo chi tiét lién quan dén LHS tai Truong Pai hoc

Viét Nhét cho céc co quan chinh quyén, chirc ning theo ding quy dinh.
2. Trach nhiém cia cac don vi khac trong Truwong
2.1. Phong Dao tao va Cong tdic sinh vién (DT&CTSV):

- Cung cip danh sach LHS can hd tro bao lanh thi thuc, gia han/két thiic thi thuc;
- Cung cép thong tin lién quan dén LHS cho phong XTNCHTPT (h6 chiéu, thong
tin tam tra...).

- H3 trg thuc hién cong vin, bdo cdo vé cong tac tiép nhén, quan li ngudi hoc 1a

ngudi nude ngoai tai Truong Pai hoc Viét Nhat.
2.2. Van phong

Thanh tra, kiém tra cong tac lién quan dén viéc tiép nhan, quan ly LHS tai Trudng
Pai hoc Viét Nhat.

2.3. Phong Ké hoach - Tai chinh (KH-TC)

- Cung cép théng tin thyc hién nghia vu tai chinh (ndp hoc phi va cac khoan 18

phi khac) cia LHS cho céc bén lién quan theo dung quy dinh cida Trudng.
2.4. Cdc khoa/Chwong trinh dao tao
- Xéc nhan tién d6 hoc tap ciia LHS.

- Cap nhit tinh hinh hoc tap, ctia LHS va ho tro cung cép thong tin vé LHS sau
khi két thiic thoi gian hoc tap tai Truong cho phong DT&CTSV.

II. CAC QUY TRINH QUAN LY NGUOI HOC LA NGUOI NUGC NGOAI

1. Bio lanh thi thyc trwéce khi vao Viét Nam

- Quy trinh nay dugc thyc hién sau khi ngudi hoc co Quyét dinh tring tuyén vao
Truong Pai hoc Viét Nhit va da hoan thanh cdc nghia vu vé hd so, hoc phi, 1€
phi khi nhdp hoc vao Trudng.

- Cac budc thuc hién nhu sau:

Budée 1: Phong PT&CTSV giri danh sach va cac thong tin lién quan (bao gdm
c4 thong tin v& tinh hinh thuc hién nghia vu tai chinh cia sinh vién tir Phong KH-TC),
hd so ciia LHS du diéu kién hd trg bao 1anh thi thue téi phong XTNCHTPT;

Buwéc 2: Phong XTNCHTPT giri hd so xin cdp thi thyc va thoi han hoan thanh
cho LHS;



Buée 3: LHS hoan thanh hd so theo dung quy dinh, ding thdi han va gii lai
cho phong XTNCHTPT;

Buwéc 4: Phong XTNCHTPT chuén bi cong vin, hd so gii Cuc XNC vé viée
chép thuan nhap canh cho LHS theo dung muc dich hoc tap.

Hb so ndp 1én Cuc XNC bao gom:

STT Giay to Ghi cha
1 Cong van gtri Cuc XNC Bén gbc
2 | Méu don NA2 Ban gbc
3 Xéac nhin hoc vién ctiia Truong Pai hoc Viét Nhét Ban géc
4 | Ho chiéu cta ngudi hoc Bén photo
S Phi chuyén fax Theo quy dinh
6 Cac gie‘iy t& khac (néu co) Ban photo

Bwéce 5: Sau khi nhén thu chdp thuin nhép canh cho LHS theo dung muc dich,
Phong XTNCHTPT giri ban scan thu chép thuan nhap canh cho LHS dé tién hanh qua
trinh ndp hd so xin thi thyc tai quéc gia dang cur tri hodc tai sin bay néu dugc phép.

Buwde 6: Sau khi duoc cép thi thye, LHS béo cdo vai Trudng Dai hoe Viét Nhit
qua phong DPT&CTSV va phong XTNCHTPT vé ngay nhép canh va vé may bay.

Trong trudng hop ngudi hoc khong nhdp canh theo ding thdi han cho phép,
Phong XTNCHTPT cén giri céng vin bao cao cho Cuc XNC vé cac van dé phat sinh va
ngirng bao 1anh néu can thiét.

Buwdc 7: Sau khi nhdp canh, LHS xudt trinh ho chiéu va thi thuc ,ddng ky dia chi
tam tri va bao cdo cho chuong trinh dao tao, phong PT&CTSV, Phong XTNCHTPT
nhén lai cc thong tin trén va lam cong van giri cic co quan cong an dia phuong noi co

ngudi hoc 12 ngudi nude ngoai tam tra dé phdi hop quan ly.
2. Gia han/két thiic thi thwe
2.1. Gia han thj thuc:

Trudng hop 1: LHS dang trong thoi gian hoc tép tai Truong nhung hét han thi thue.

Budc 1: Trude khi thi thuc hét han it nhat mot (01) thang, LHS can thong bao
dén Phong PT&CTSV va Phong XTNCHTPT dé dugc hudng dan 1am thu tuc gia han
thi thue.



Buéc 2: Phong DPT&CTSV kiém tra tién dd hoc tap, tinh hinh thue hién nghia
vu tai chinh cung céc diéu kién khac cia sinh vién va guri hd so gia han thi thuc cho

nhitmg LHS du diéu kién va c6 nhu ciu hd tro gia han thi thyc;

Buwée 3: LHS ndp hd so véi diy du gidy to, chit ki, xdc nhan cta chuong trinh
hoic khoa dao tao, phong PT&CTSV, 18 phi gia han thi thuc (theo Hudng din ctia Céng
thong tin dién tir vé& xuit nhap canh Viét Nam — Bd Cong An) cho phong XTNCHTPT;

Buwéc 4: Phong XTNCHTPT gui cong van va hd so, 1& phi theo dung quy dinh
ctia ngudi hoc cho Cuc XNC dé 1am tha tuc xin gia han thi thyc.

Hd so ndp 1én Cyc XNC bao gdm:

STT Hb so Ghi chi
1 | Cong vin gii Cuc Quan Iy Xuat Nhép canh, Bo Cong An | Ban goc

2 | Miu don NAS (c6 chit ky ctia nguoi hoc 1a ngudi nuée | Ban goc

ngoai va dugce Nha trudng xéc nhén)

3 | Quyét dinh cong nhén hoc vién Ban goc

4 | Ho chicu Ban goc

5 | Léphi Theo quy dinh
6 | Cac gidy to khac (néu co) Bén photo

Bwdée 5: Phong XTNCHTPT luu lai thong tin thi thue da gia han trudce khi tra
lai cho LHS.

Trudong hop 2: LHS xin gia han thi thuc do khong hoan thanh khéa hoc ding han
quy dinh

Céc budc tir 1 dén 5 cua Truong hop 2 duge thuce hién theo nhu Truong hop 1,
tuy nhién LHS cin chuin bj thém céac hd so sau:

+ Don yéu cAu xin gia han thi thuc néu rd 1i do, thoi gian xin gia han va don cam
két hoan thanh khoa hoc c6 ddy da chir ki cia LHS (ban gbc), xac nhan ddng y
cua phong BPT&CTSV.

+ K& hoach thwre hién luin van/khéa ludn tét nghiép c6 day du chit ki ctia LHS

va xac nhén cua gido vién hudng dan (ban goc), chuong trinh dao tao

2.2. Két thiic thi thue



Quy trinh nay ap dung ddi véi LHS da két thuc hoc tdp & Trudong DPai hoc Viét

Nhat (bhao gom cdc triong hop saw: xin thoi hoc, buoc théi hoc va dda hoan thanh hoc tdp tai

Truong).

Buwéce 1: Sau khi xdc dinh mirc d6 hoan thanh nghia vu ciia LHS va thong bao
cho nguoi hoc v& thoi gian chdm dirt bao lanh thi thuc, Phong DPT&CTSV gui danh
sach LHS d két thuc hoc tdp tai Trudong va thdi gian vé nude twong tmg cho phong
XTNCHTPT;

Buwéc 2: Cén cur vao céc thong tin trén, phong XTNCHTPT lam cong van giri
Cuc XNC bdo cdo vé viéc chdm dut bao 1anh thi thue cho LHS.

Buée 3: Phong XTNCHTPT thong bao ngudi hoc giri lai thong tin vé& diu xuét
canh hodc thong tin vé chuyén dbi thi thuc khac néu ngudi hoc van dang & Viét Nam,

két thic cbng tac quan ly nhiing nguoi hoc nay./.

Noi nhin: '
- Hiéu trudng (dé b/c);
- Luu: VT, HTPT, YO03. d!uV
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