
PHONG GD&DT UONG BI CQNG HOA XA HOI CHU NGHIA VIET NAM
TRLTOfNG TH TRUNG YlTONG Boc lap - f do - Hanh phuc

BIEN BAN

Niem yet cong khai theo thong tir 36/2017/TT-BGD&BT
Nam hoc 2023-2024

- Thoi gian: 8h30 ngay 10/09/2023

- Dja diem : Van phong truong TH Trung Vucrng

- Thanh phan: - Chu toa: D/c Dao Thi Bich Thuy - HT nha truong

- Thu ky: D/c Nguyen Thuy Duong - Thu ky HD

- Thanh vien Ban chi dao thuc hien Quy che cong khai.

- Noi dung:

cu Quy ch6 thuc hien cong khai d6i vdi co so giao due dugc ban h^ kem

theo Thong tu so 36/2017/TT-BGD&DT;

cu tinh hinh thuc t8 nha truong;

Horn nay ngay 10 th^g 09 nam 2023, Ban chi dao thuc hien quy che cong khai

truong Ti8u hoc Trung Vuong thdng nhat tilp tuc cong khai theo hien ban Thang

8/2023 va bat dku cong khai them nhu sau:

I .Ket thuc cong khai.

l.B^g luong th^g 8/2023;

II. Bit dan cong khai

1.B^g luong thang 9/2023;

2.C6ng khai thdng ke n^g luc, pham chit cu6i hoc ky II nto hoc 2022-2023;

3.Th6ng bao cam ket chit luong GD ciia co so giao due phd thong, NH 2023-

2024;

4. QD so 190/QD-THTV ngay 22/09/2023 V/v ban hanh noi quy truong hoc;

5. QD so 191/QD-THTV ngay 22/09/2023 V/v ban hanh quy che thuc hien

dan chu trong hoat dong nha truong;

6. QD so 193/QD-THTV ngay 22/09/2023 V/v ban hanh Quy dinh danh gia,

xep loai thi dua Can bo, giao vien, nhan vien truong TH Trung Vuong;

7. QD so 190/QD-THTV ngay 22/09/2023 V/v ban hanh noi quy truong hoc

* Thoi gian niem yit cong khai: tu nay din khi co su thay d6i.

Dia dilm niem yIt: Bang thong bao cong khai khu nha hieu bo nha truong.



Bien ban dugc lap thanh 3 ban, Ban thanh tra nh^ dan Imi 1 b^, Nha truong

luu 01 ban, Cong dean Iiru 01 ban.

BAN TTND ^^^pJl^RlTdNG

r'Bi'chPham Thi Thuy

THlTKY

Nguyen Thuy Dircng
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PHONG GD&DT UONG BI

TRXr^NG TH TRITNG VlTONG

S6:190/QD-THTV

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

Trtmg Vuang, ngay 22 thdng 9 ndm 2023

QUYET DINH

V/v ban hanh noi guy trirong hoc

HIEU TRirdNG TRircXNG TIEU HOC TRU*NG VlTOfNG

Can cuBiku le trudmg Tiiu hoc ban hanh kem theo Quyet dinh so 41/2010/QD-
BGH&DT ngay 30/12/2010 cua Bo Gido due vd Ddo tao;

Can cu tinh hinh thuc te cua nhd truang;

Xet de nghi cua ho phdn chuyen mon,

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Noi quy tniong hoc cua truang tieu

hoc Trung Vuang.

Di^u 2. Quyet dinh nay c6 hieu luc tu nam hoc 2023-2024. Nhung noi quy
tnrac day trai vai noi quy nay deu bai bo.

Dieu 3. Ban giam hieu nha trudng, cac can bo, giao vien, nhan vien va hoc sinh

truang tidu hoc Trung Vuang chiu trach nhiem thi hkrih Quyet dinh nay./.

Nffinhdn:

-BGH,BCHCD;

- Cac t6 truang CM, VP;
- Cong TTDT nha trucmg;
- Luu

HIEU TRirdNG

i Bich Thuy



10. Guang mSu thirc hi|n va van d6ng gia dinh chap h^h nghiem tiic Luat
giao thong.

CHirONG III. d6i v6l CAN BO, GIAO VIEN, NHAN VIEN,
NGirOl LAO DONG

1. Tat ca cac tha^ vien trong tnrcmg phai s6ng va 1^ viec theo hien phap
va phaj) lu|t. Thuc hien nghiem tiic ky ludt, ky cuong, d^o duo cong vu; Xay
dung nep s6ng vdn hoa van minh; Thyc hien t6t bp quy tic "Tu hao la cong dan
thanh pho Uong Bi.

2. CBGVNV ra vao ca quan l<ii6ng duac di xe hoac n6 may trong gid lam
viec, gid nghi trua cua hoc sinh (tru truang hop dqc biet). xe dung vi tri. Tu
quan ly tai san rieng khi mang tdi trudng.

3. Trang phuc d^n trudng dam bao gon gang, kin dao, lich su, c6 thim my.
hanh vi, ngon ngu, ung xu phai mlu muc. Khi lam viec phai deo the vien chuc.

^ 4. Dam bao ngay cong, gid cong lao dong. Thuc hien dung chuc nang,
nhi?m vu, quyen han, trach nhiem trong pham vi cong viec duac phan cong.
Mpi hoat dong giai quyet cong viec phai bao cao Hieu trudng nha trudng. Co
nijt tai dja dilm lam viec hoac cong tac trudc 5 phut theo quy dinh cua gid 1^
viec.

5.^Phat ngon phai dung luc, dung cho; khong phat ngon ngoai cupc
hpp nhung thong tin khong c6 can cu. Co trach nhiem bao ve danh du, uy tin va
cac ho so, thong tin noi bo cua nha trudng. Khong cung cdp thong tin, tai lieu
khi chua duac su dong y cua hieu trudng.

6. Xay dimg mdi doan k8t noi bo ca quan, quan tam giup dd ddng nghiep.
Tich cue phoi hop vai cac to chuc doan the, cha me hoc sinh trong day hoc va
giao due hoc sinh.

7. Khong tu y su dung, di chuyin may moc, thi^t bj, dd dung, khong thupc
pham vi duac phan cong hoac mang tai san cua trudng ra ngoai trudng su
dyng. Co trach nhiem bao ve CSVC, quan ly tdt may moc thidt bj dd dung; tidt
kidm^ didn, nude; phdng chdng chay nd. Co trach nhiem bdi thudng ndu dd xay
ra mat mat, hu hong tai san do minh quan ly.

8. Khdng udng rupu, bia, cd bac, hut thudc la, khdng sa vao cac td nan xa
hpi. Khdng Idn mang chia se binh luan hay d^g tai nhung hinh anh khdng dam
bao tinh giao due, di ngupc lai vdi cac chi dao, chu truang cua Dang, Nha nude,
cua nganh, cua trudng.

9. Giu gin pham chat, danh dy nha giao. Guang mau trudc hpc sinh,
thuang ydu, tdn trpng, ddi xu cdng hkng vdi hpc sinh, bao vd quydn lai chinh
dang cua hpc sinh. Tich cue tu hpc, tu ren, tu dudng pham chat dao due nghd
nghiep nha giao, chuan giao vidn tidu hpc.

10. Khdng gian Ian trong kidm tra, tuydn sinh, va danh gia kdt qua hpc tap,
ren luydn cua hpc sinh.



NOI QUY TRirOfNG HOC

(Ban hanh kem theo quyet dinh so 190/QD'THTV ngdy 22 thdng 9 ndm 2023
cua Hieu tru&ng Truang Tieu hoc Trimg Vucmg)

CHirCJNG 1. QUY DINH CHUNG

L Muc dich

Quy dinh gia gidc, trang phuc, tac phong, \h 16i lam viec, each thuc giao
tilp, ung xu trong moi tnrdmg giao due. Dam bao van hoa eong so trong nha
truang, thue hien mot moi truang giao due xanh, saeh, dep va van minh hoe
duang trong khuon vien Nha truang.

2. Dot tirang ap dung

Tdt ea can bo, giao vien, nhan vien, nguai lao don^, hoe sinh dang eong
tae, hoe tap tai truang Tieu hoe Trung Vuang va khaeh d^n lien he eong tae vai
truang Tilu hoe Trung Vuang.

CHU'ONG XL DOI VOl HOC SINH

1. Li phep, kinh trong thky giao, eo giao va nguai Ion tudi; do^ kit, hoa
nha, biit giup d5 ban be; giao tiip manh dan, th^ thien, tu tin. Khong noi tue,
ehui the.

2. Di hoe diu, dung gia (eo mat truae gia vao lop tu 10-15 phut). Nghl hoe
eo dan xin phep eua eha me.

3. Hoe bai, lam bm, ehudn bi bm, saeh va va d6 dung hoe tap day du truae
khi din lop. Trong lap ngoi dung tu the, hang hai phat bieu y kien xay dung bai,
tieh cue tham gia eae boat dong duai sir huong din eua thiy eo, khong gian Ian
trong hoe tap va lain bai kiem tra.

4. Giu trat tu, nen nip lap hoe; xip hang ehuyen tiet di hoe bo mon, xep
hang ra vi. Truy bai 15 phut diu gia theo dung quy dinh; trong thai gian hoe
tap, sinh hoat tai truang khong duge tu y bo ra ngom, khong di theo nguai la, ke
xau du do.

5. Giu gin ve sinh ea nhan tit, trang phue gon gang, saeh se; dpi vien phai
deo khan quang khi din truang, tae phong nhanh nhen.

6. Tieh cue tham gia eae hoat dpng eua lap, truang. Dpi di ra. Van dpng
eae ban eung tham gia tot.

7. Co y thue su dung tiet kiem dien, nuae. Co y thue bao ve, giu gin ve
sinh moi truang, eham s6e, bao ve eay eoi trong truang; khong giam len eae bon
hoa, eay eanh, khong hai hoa, be eanh, Ichong an qua vat trong truang. Giu gin
va bao ve tai san eua ea nhan, eua lap, eua truang va tai san eong eong, nhat
duge eua rai tra lai nguai mat.

8. Khong ehoi eae tro ehoi nguy hiem. Khong mang eae vat sae, nhpn,
nguy hiem tai truang. Khong duge treo eay, Ian can.

/  7

9. Hpe sinh ban tru thue hien an, ngu tot de dam bao sue khoe.



11. Ngan ngua, canh giac va phat hien kip thoi cac hanh vi vi pham noi quy
nha truong va phap luat cua nha nuac, bao cao cho ianh dao nha tnrdng de xir

ly-

12. Thuc hien cac nhiem vu khac theo quy dinh cua nha truoTig va phap
luat.

CHirONG IV. DOI v6l KHACH DEN LIEN HE CONG TAC

1. Moi trudng hop ra vao trudng cua khach deu chiu su kiem tra, huang
dan cua Bao ve Nha truong. Khach den lien he cong tac phai xuat trinh giay gioi
thieu hoac chung minh thu nhan dan cho thudng true co quan va phai tuan theo
moi quy dinh cua Nha truong. Thuong true c6 trach nhiem huong dan cu the
cho Ichach theo yeu cau nhiem vu.

2. Khong uong rugna, bia, Ichong dugc mang vu khi, chat no, chat de chay,
hoa chat doc vao truong.

3. Cac phuong tien di lai cua Ichach phai dung tru'dc cong va chi vao trudng
khi dugc phep cua Bao ve. Cac phuong tien phai de dung noi qui dinh, khong di
xe may, xe dap trong trudng.

4. Trang phuc phai ggn gang, lich su, phai giu' gin ve sinh chung, khong
dugc CO hanh vi gay mat an ninh trat tu, an toan trong trudng.

5. Ton trong, nghiem chinh chap hanh cac quy dinh cua nha trudng.

CHirONG V. TO CHirC THVC HIEN
%

1. Dieu khoan thi hanh

Nhung noi quy trudc day trai vdi noi quy nay deu bai bo.

2. To chu'c thu'c hien

Trudng cac to chuc, doan the, giao vien chu nhiem lop c6 trach nhiem trien
khai noi dung Noi quy nay tdi tung ca nhan trong tap the to chuc va tdi tat ca
hoc sinh trong lop, truong, chiu trach nhiem trudc Hieu trudng ve viec thuc hien
Noi quy cua tung ca nhan trong to chuc doan the va tung hoc sinh do Idp minh
phu trach.

Khach den trudng, can bg, vien chuc, lao dgng va hgc sinh Nha trudng phai
CO y thuc tu giac chap hanh nghiem chinh ngi qui tren day. Mgi hanh vi, vi
pham ngi quy tuy theo muc do se bi xu ly theo quy dinh cua nha trudng va phap
luat./.

Trong qua trinh ap dung, c6 y kiln gi ckn dilu chinh, b6 sung, sua d6i, yeu
cau gui ve Ban giam hieu nha trudng.

T/M. BCH CONG DOAN

PHOCHUTICH

Nguyen Thj Thuy Nhung Bi'ch Thuy

TRUONG



PHONG GD&DT UONG BI CONG HOA XA HOI CHU NGHIA VIET NAM
TRirOfNG TH TRlTNG VlTONG Doc lap - Ty do - Hanh phuc

S6;191/QD-THTV Trung Vuang, ngay 22 thdng 9 ndm 2023

QUYET DINK
Ban hanh Quy che thuc hien dan chu trong boat dong nha truo'ng

HIEU TRl/ONG TRUONG TIEU HOC TRUNG VU^ONG

Can cu Chi thi 30-CT/TW ngay 18/02/1998 cua Bo Chink tri ve xdy dung va
thuc hien quy che dan chu a ca sa; Chi thi 10-CT/TW ngay 28/3/2002 cua ban Hi
thu ve tiep tuc day mqnh viec xdy dung vd thuc hien Qui chi dan chu co so; Kit luqn
so 120~KL/TW ngay 7/1/2016, Bo Chinh tri khod XI ve tiep tuc ddy mqnh, ndng cao
chdt luqng, hieu qua viec xdy dung vd thuc hien quy che ddn chit co so;

Can cu Nghi dinh 04/2015/ND-CP ngdy 09/01/2015 ciia Thu tuong Chinh
phu ve thuc hien ddn chu trong hoqt dong cua co quan hdnh chinh nhd nude vd don
vi su nghiep cong lap;

Can cu Thong tuso 11/2020/TT-BGDDT ngdy 19/5/2020 cua Bo Gido due vd
Ddo tqo hudng ddn thuc hien ddn chit trong hoqt dong cua co so gido due cong lap;

Cdn cu Thong tu 36/2017/TT- BGDDT ngdy 28/12/2017 cua Bo Gido due vd
Ddo tqo ve "Ban hdnh Quy che thuc hien cong khai doi vdi co so gido due vd ddo
tqo thugc he thong gido due quoc ddn ";

Can cu Dieu le truong tieu hoc duqc ban hdnh kem theo Thong tu s6
28/2010/TT-BGDDTngdy 04/9/2010 cua Bg truong Bg Gido due vd Ddo tqo;

Can cutheoyeu cdu thuc hien nhiem vu cua nhd truong.

QUYET D|NH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy ch^ thuc hien dan chu cua
Tardng tieu hoc Trung Vuong g6m 4 Chuong va 22 Biku.

Dieu 2. Cac to chuc doan th^ va tat ca can bo, giao vien va nhan vien cua
Truong tieu hoc Trung Vuong chiu trach nhiem thi hanh Quylt dinh nay.

Quyet dinh nay co hieu lire thi h^ ke tu' ngay ky./.

■  TM. HOI dQnG TRU'QNG
- Nhir Dieu 2;

TICH
- Liru: VT.



2. Thuc hien dan chu, cong khai trong quan ly, di€u hMi hoat dpng ciia nha
trucmg trong quan ly, sil dung, dao tao, b6i dur&ng, thuc hien chS dp, chinh sach d6i
vai nha giao, can bo quan ly, ngucri lac dong nguai hoc theo quy dinh cua phap
luat va Thong tu nay.

3. To chuc cac cuoc hpp giao ban dinh ky dS danh gia k6t qua thuc hien cac
nhiem vu duoc giao va de ra nhiem vu, giai phap chii ySu phai thvrc hien trong thai
gian tai cua nha truang.

4. Lang nghe y kien phan anh, phe binh cua nha giao, can bp quan ly gido dye,
ngudi lao dpng ya ngudi hpc. Khi nha giao, can bp quan ly giao due, ngudi lao ddng
va ngudi hpc dang ky dupe gpp va c6 npi dung, ly do cu thg phai bd tri thdi gian
thich hop de gdp mat va trao ddi.

^  5. Chi dpo vide cung cdp dly du, kjp thdi nhOng thong tin, tai lieu each thdc
to chuc thuc hien, trach nhiem thuc hien va trach nhiem giai trinh nhihig npi dung
cong viec trong nha trirong.

^  khieu nai, to cao, kien nghi cua nhagiao, can bp quan ly, ngudi lao ddng, ngudi hpc va kiSn nghi cua Ban Thanh tra
nh& dan cua lAa trumg; kip thdi bao cao ca quan c6 thim quydn nhung vdn dd
khong thuoc tham quyen.

7. Chi dao, xem xet, xir ly kjp thdi ngudi c6 hanh vi can trd viec thuc hipn dan
chu trong hoat ddng cua nha trudng va ngudi c6 hanh vi tra thii, tru dap nlia gi^, can
bp quan ly, ngudi lao ddng va ngudi hpc khidu npi, td cao, kidn nghi theo quy dinh
cua phap luat. ' •

5.^Guang mau, di ddu trong viec dau tranh chdng nhilng bidu hipn ciia quydn,
sach i^ieu, thanh kien, tru dap, gidu gidm, bung bit, lam sal lech su that, lam Uai
uguyen tac va nhQng bleu hien khong dan chu khac trong nha trudng.

9. Phdi hop vdi Cdng doan ca sd td^ chuc hdi nghj nhd giao, can bp quan ly
giao due, ngudi lao dpng cua nha trudng mdi nSm mdt Idn vao ddu nam hpc theo quy
dpih tpi Dieu 5 Nghi dinh sd 04/2015/ND-CP ngay 09 thang 01 nSm 2015 cua Chinh
phu ve thyc hien d^ chii trong hoat ddng cua ca quan hanh chinh nha nude vd dan
vi sii nghiep cdng lap va cac quy dinh khac c6 lien quan.

^Dieu 5. Trach nhiem cua nha giao, can bo quan ly va ngu'oi lao dong.

^ chinh chap hanh noi quy, quy che cua nha truang; thuc hanh ti^tkiem, chong lang phi; thuc hien cac quy dinh va nghla vu, dao due nha giao; quy tic
ung xu, nguyen tac trong hoat dong ngha nghiep.

2. Dong gop y kien trong hoat dong ciia ca sa giao due; y Idln d6i vdi hieu
tru'dng de xay dung nha trudng trong sach, vung m^.

3. Bao cao ngu'di c6 thIm quy^n khi phat hien hMi vi vi ph^ phap luat trong
hoat dong cua nha trudng.

Dieu 6. Trach nhiem cua Hoi dong truong



QUY CHE
Thu'c hien dan chu trong boat d9ng nha triro'ng

(Kem theo Quyet dinh so: 191/QD-THTV, ngay 22 thdng 9 ndm 2023
cua Chu tick Hoi dong truang TH Trung Vucxng)

Chirong I
NHUTVG QUY DINH CHUNG

Dieu 1. Muc di'ch viec thuc hien dan chu trong nha tru*cmg.

1. Thuc hien dan chu trong nha truang nhta phat huy quyen 1^ chu cua nha
giao, can bo qu^ ly, nguai lao dong, nguai hoc, nang cao trach nhiem cua hieu
truang

2. Tang cuang nhn n§p, ky cuang, ky luat trong hoat dong cua nha trudng,
gop ph^ xay dung moi truang giao due than thien, lanh manli, nang cao chdt luang
giao due dao tao, phong chdng cac hM\ vi tieu cue, tham nhung, lang phi, quan lieu,
cua quy^n.

Dieu 2. Nguyen tSc thuc hien dan chu trong nha trudng.

1. Thuc hien dan chu trong hoat dong cua co sd giao due phai gdn \ikn vai
viec dam bao c6 su lanh dao cua t5 chuc Dang; chdp hanh nguyen tic tap trung dan
chu; phat huy vai tro cua hoi d6ng trudng, cua Hieu trudng va cac td chuc doan thd
trong nha trudng.

2. Thuc hien dan chu trong nha trudng trong khuan khd Hiin phap va phap
luat; kien quyet xu ly nhung hanh vi Igi diing dan chu vi pham phap luat xam pham
quyen Igi ich hgp phap chinh dang cua nha giao, can bg quan ly, ngudi lao dong va
ngudi hoc, can trd viec thuc hien nhiem vu cua co sd giao due.

Dieu 3. Pham vi dieu chinh.

Quy chi nay quy djnh nhung ngi dung lien quan din viec thuc hien dan chu
trong hoat dong cua trudng tiiu hoc Trung Vuong

Chuoiig II

DAN CHU TRONG NOI BO NHA TRU QnG

Muc 1
•

TRACK NHIfiM CUA HIEU XRlTOfNG, CAN BO QUAN LY, NHA GIAO,
NGirOl LAO DONG, HQl dONG TRITONG VA CAC DON VI tO CHtTC

TRONG NHA TRUONG

Dieu 4. Trach nhiem cua Hieu trudng

1. Thuc hien nhiem vu va quyin han cua hieu tnrdng theo quy dinh cua Luat
Giao due va mot so dieu co lien quan.



khen thuong, ky luat, nghi huu doi vai nha giao, bo quan ly va ngirai lac dong;
viec danh gia xep loai, hop dong lam viec, chto dut hop dong viec;

e. ke khai tai s^, thu nhap cua nguoi c6 nghTa vu phai ke khai theo quy
dinh cua phap luat.

g. Ket qua thanh tra, kiem tra, giai quyet khieu nai, to cao trong nha trucmg;

h. Ket qua ti6p thu y kiln cua nha giao, c^ bo qu^ ly va nguoi lao dong vl
nhung van de thupc thim quyin quylt dinh cua hieu truong dua ra lly y kiln cua
nha giao, c^ bo quan ly va nguoi lao dong quy dinh tai Dilu 11 cua thong tu s6
11/2020/TT-BGDDT;

i. Van ban chi dao, dilu hMi cua co quan qu^ ly cap tren lien quan din cong
viec cua nha truong.

2. NhQng viec phai cong khai dl nguoi hoc, co quan nha nuoc c6 thim quyin
va xa hoi tham gia giam sat, danh gia nha truong theo quy dinh cua phap luat:

a. Nhung viec dugc Bp truong Bp Giao due va Dao tao quy dinh tai Quy chl
thuc hien cong khai doi voi co so giao due va dao tao thupc he thong giao due quoc
d^;

b. Tat ca cac quy dinh cua nha tru'ong lien quan din viec viec hpc tap cua
nguoi hpc theo quy dinh cua phap luat;

c. Kit qua kiem dinh chat lupng giao due.
Dilu 10. Hinh thuc, thoi diem va thol gian cong khai
1. Hinh thuc cong khai

Can cu vao dac dilm, tinh chit hoat dong va npi dung phai cong khai, nha
truong ap dung mot trong cac hinh thuc cong khai sau day:

a. Niem yet tai bang cong khai;

b. Thong bao tai hoi nghi c^ bp, cong chuc, vien chuc co quan, don vi;

c. Thong bao bing van b^ gui to^ thi can bp, giao vien, nh&i vien;
d. Dang tren trang thong tin npi bp cua nha truong.

e. Cac quy dinh lien quan din viec hpc tap cua nguoi hpc dupe nha truong
cong khai theo hinh thuc phu hop vdi npi dung, phuong thuc, dli tupng, quy mo.

2. Thoi dilm cong khai
/

a. Doi voi nhung viec phai cong Idiai cho nha giao, c^ bp qu^ ly va nguoi
lao dong dupe bilt: cham nhit 03 ngay Ito viec. Truong hop dac biet khong qua 05
npy kl tu ngay van b^ co npi dung ve cac viec phai cong Idiai dupe ban h^ hoac
ke tu ngay nhan dupe van b^ cua co quan, don vi dp tren, tru nhimg tai lieu mat
theo quy dinh cua phap luat va truong hop su dung hinh thuc thong bao tai hpi nglij
nha giao, can bp qu^ ly ya ngum lao dong. Doi vdi v^ b^ niem yet tai nha truong
thi phai thuc hien niem yit it nhit 30 ngay lien tuc kl tu ngay niem yit.



Hoi dong truong c6 trach nhiem ban va giam sat viec thirc hien quy che
chu trong cac heat dong cua nha truong.

DiSu 7. Trach nhiem cua pho Hieu truo'ng, t6 truoTig chuyen mon.

1 .Tham muu de xuat nhung bien phap giup hieu truong thuc hien quy ch§ d^
chu trong nha truong.

2. Chap hanh va to chuc thuc hien dan chu trong nha truong.

3. Thuc hien nghiem le loi viec trong nha truong, giua cac to chuyen
mon; thuc hien d§y du chuc nang, nhiem vu cua t6 chuyen mon trong nha truong
theo quy dinh.

Dieu 8. Trach nhiem cua nguoi dung dau doan thi, t6 chuc va ban thanh
tra nhan dan trong nha truong.

1. Ngubi dung dau do^ the, to chuc trong nha truong c6 trach nhiem:

a. Ph6i hop voi Hieu tru'dng trong viec t6 chuc, thuc hien quy ch^ d^ chu
trong hoat dong cua nha truong.

b. N^g cao chat iugng hoat dong cua cac doan thI, cac t6 chuc, dan chu ban
bac cac chu truong, bien phap thuc hien cac nhiem vu trong nha truong.

2. Ban thanh tra nhan dan giam sat, ki^m tra viec thuc hien Quy ch6 dan chu
CO so; lang nghe y kien cua qu^ chung, phat hien nhung vi pham quy cha dan chu
trong don vi, nha tru^g dh nghi hieu truong giai quyk. Trong truong hop hieu
truong khong giai quylt hoac giai quyk khong dung quy dmh thi bao cao voi c6 c4p
CO thmi quyen bo nhiem hoac cong nhan hieu truong xem xet quy^t dinh.

Muc 2

NHtnSG VIEC HIEU XRlTdNG PHAI CONG KHAI, HINH THlTC VA
THCn diEm c6ng KHAI.

Dieu 9. Nhu'ng viec hieu truong phai cong khai

1. Nhung viec phai cong khai de nha giao, c^ bo qumi ly va nguoi lao dong
biet:

a. Chu truong, chi'nli sach cua Dang va phap luat cua Nha nude lien quan
den hoat dong cua nha truong;

b. Cac noi quy, quy che cua nha truong;

c. Ke hoach nam hoc, hoc ky, th^g, tu^, ke hoach, de an, du an, chien luge
dinh hudng phat trien cua nha truong.

d. Ki^ phi hoat dong hlng nam, bao gdm cac ngudn kinh phi do ngan sach
nha nude dp va cac ngudn tki chinh khac; quydt toan kinh phi h^g nto; tki san,
trang thiet bi; ket qua kiem to^ cua nha truong;

d. Kd hoach bdi duong; quydt dinh bd nhiem, mien nhiem, thay ddi chuc danh
nghd nghiep; thay ddi vi tri viec Ikm, giai quydt chd do, nang bac luong, thang hang.



1. Tham gia </ kiln tnic tilp hojc thdng qua ngir6i dai dien vai hieu trudng.
2. Thong qua hoi nghi nha giao, can bo quto ly va nguoi lao d6ng ciia nha

truong; thong qua doi thorn tai nha trucmg.

3. Phdt philu hoi y kiln true tilp, gui vSn ban dl nha giao, can bp quan ly va
nguoi lao dong cua nha trucmg, nguoi lao dong va nguoi hoc tham gia y kiln.

4. Thong qua hop thu dien tu, ducmg ddy nong ciia don vj dl nha giao, can bo
quanly, nguoi lao dong va nguoi hoc tham gia y kiln.

Muc 4

nhC^g yiEc nhA giAo, can bO quan vi, ngiToi lag d6ng
GIAM SAT, KlfiM TRA VA HInH THUG GIAM SAt, KIEM TRA
Dilu p. Nhirng viec nh^ gi^o, can b0 quan ly, nguoi lao dong tham gia

giam sat, kiem tra

1. Thirc hien chu truong cua D^g, chinh sach phap luat cua Nha nuoc, ka
hoach cong tac hang nto cua nha truong.

2. Cong tac tai chinh, qu^ ly va su dung tai s^; xay dung co so vat chit cua
nha truong, viec thu chi cac kho^ dong gop cua nguoi hoc, cac kho^ tai trg cho
nha truong.

3. Thuc hien cac npi quy, quy chi cua nha trucmg.
4. Thuc Wen cac che do, chinh sach cua Nha nuoc va quyan va Igi ich cua nha

giao, can bo quan ly, nguoi lao dong va nguoi hoc trong nha tru'dng.
5. Giai quyat khiau nai, to cao trong nha tru'dng.
Dieu 14. Hinh thu'c giam sat, kiem tra.

^  Nha tru'dng t6 chuc dl nha giao, can bo quan ly va nguoi lao dong giam sat,
kiam tra thong qua cac hinh thuc sau:

1. Thong qua hoat dong cua Ban Thanh tra nhan dan cua nha truong.
2. Thong qua kilm dilm cong tac pha binh, tu pha binh va pha binh trong cac

cupc hop djnh ky cua nha trudng.

3. Thong qua hoi nghj nha giao, c^ bo qu^ ly, nguoi lao dong.

Chirong III

DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC VOOl CONG
DAN, CO QUAN, DON VI, TO CHlTC LIEN QUAN

Dieu 15. Trach nhiem cua Hieu tru'ong
1. To chuc, chi dao va kidm tra viec nidm yet cong khai tai nha trudng va dang

tzi tren trang thong tin dien tu cua nha trudng dl cong dan, co quan, don vi, tl chuc
dugc biat cac ngi dung sau:



b. Cac quy dmh lien quan den viec hoc tap cua ngubd hoc phai dugc nha
tnrdng cong khai vao th^g 6 hkag nam, dam bao dky dii, chi'nh xac va kjp thai tmac
khi khai gi^g nam hoc mai hoac c6 thay d6i npi dung lien quan.

3. Hnh thuc, thai dilm va thai gian cong khai nhung noi dung khac thuoc
tham quyen cua Bo trudng Bo Giao due va Dao tao dugc quy dinh tai Quy chl thuc
hien cong khai d6i voi ca so giao due thugc he thdng giao due qu6c dan.

Muc3
•

NHUTVG VIEC NHA GIAO, CAN BQ QUAN LY, NGlTCH LAO DONG VA
NGirCXl HOC THAM GIA Y KIEN

Dieu 11. Nhung viec nha giao, can bo quan ly, nguoi lao dong va nguoi
hoc tham gia y kien truoc khi hieu truo*ng quyet dinh

1. Nhung viec nha giao, c^ bg qu^ ly, nguai lao dgng tham gia y ki^n:

a. Chu truang,^ giai phap thuc hien nghj quy§t cua D^g, phap luat cua Nha
nuac lien quan din kl hoach, de an, du an, chiln luge, dinh huang phat triln cua nha
trudng;

b. Ke hoach nam hoc, hgc ky, thang cua nha trudng;

C.T6 chuc phong trao thi dua cua nha trudng;

d. Bao cao so ket, tong ket cua nha tru'dng;

d. Cac bien phap cai tiln td chuc, hoat dgng va ll 16i lam viec; phdng chdng
tham nhung, thuc hanh tilt kiem, ching lang phi, ching quan lieu, philn ha, sach
nhilu nhandan;

r  \

e. Ke hoach boi duang nha giao, can bg quan ly va ngudi lao dgng;

g. Thuc hien cac chl do, chinh sach lien quan din quyin va Igi ich cua nha
giao, can bg quan ly, ngudi lao dgng;

h. Cac ngi quy, quy che cua ca sd giao due.

2. Nhung viec ngudi hgc tham gia y kiln:

a. Ke hoach giao due va dao tao h^g nam cua nha trudng;

b. Nhung thong tin c6 lien quan den hgc tap, ren luyen, sinh hoat va cac kho^
ddng gop theo quy dinh;

c. Chl do chinh sach cua Nha nude;

d. Ngi quy, quy dinh cua nha trudng c6 lien quan din ngudi hgc;

d. To chuc phong trao thi dua va cac hoat dgng khac trong nha trudng c6 lien
quan den ngudi hgc.

Dieu 12. Hinh thuc tham gia y kiln

Can cu dac dilm, tinh chit va ngi dung hoat dgng, cac dan vi ap dung nhung
hinh thuc sau:



Z Kip thm ph&i dnh nhOng vuang mac, kho khan va kiSn nghj nhung bten
phap khac phuc de ca quan qu^ ly cap tren xem xet giai quy&.

3. Phan ̂ _nhtog van de chua ro trong chi dao ciia cdp tren, gop y, phe binh
CO quM quan cdp tren bang van ban hoac thdng qua d^i dien. Trong khi y kiSn len
cap tren chua duofc giai quyet, nha truong vin phai nghiem tiic chip hanh vk thuc
men chi dao cua cap tren.

Dieu 19. Quan hf giOa hilu truo-ng vdi ca nhan, tl chuc trong nha tru^g

• u I- nghi, cac cac vIn dl phatsinh hen quan dSn viec thuc hien dan chu; djnh ky i^m vi?c voi nguoi diing diu cdc
to chuc trong i^a toong. Khi nguoi diing dau cac t6 chuc trong nha trucmg dSns ky
am vi?c voi cac noi dung, cong viec cu thi thi phai tra Ibi vl kl hoach lam viec hoac
lyaotuchoi.

Dilu 20. Quan hS gifra hieu trirfrng v6i chi'nh quyin dja phirong
Hieu todn| CO trach nhiSm dam bao m6i quan he chat che voi chfnh quyin

la ̂ uong de phoi hop giai^ quyet nhOng cong viec c6 lien quan din cong tac gido
due trong nha truong va quyen loai cua nguai hoc.

Chirong IV

DIEU KHOAn thi hanh
Di8u 21. Trach nhiem thi hanh

>  i* thi, cac t6 chuc trong nha truong (Chi bo, Consaoan. Dam TN. Hoi don^ nha truong. Ban thank tra nhan dan) c6 trach nhiim xav
d^g va thirc hidn quy ch6 dan chii trong hoat dong cua nha trucmg; tl chuc, kilm tra
v«c Ihw l»fn Q«y Che din chi 4 „ sfc kip M bilu d^ng. iL thnsig S 3

Qu^ chi nay dugc Hoi nghi can b| quan li, vien chuc, ngubi lao dong cua nha
truOTg bieu quyet thong qua. Nhung thay doi, bl sung chi duoc dilu chinh trong Hoi
nghi nha giao,can bo qu^ li, nguoi lao dong h^g mm cua nha trucmg.

Dllu 22. Hieu lye thi hanh
^  Quy che nay thay the cac quy chi trudc day va c6 hieu luc thi hanh kl tu ngay



a. Bo phan chiu trach nhiem giai quyet cong viec c6 lien quan;

b. Thu tuc hknh chinh giai quyet cong viec;

c. Mau don tir, ho so cho tung loai cong viec;

d. Thai gian giai quyet tung loai cong viec.

2. Chi dao va kiem tra nha giao, can bp quan ly va ngudi lao dpng trong viec
giai quyet cong viec cua cong d^, to chuc; kip thbi c6 bien phap xu ly thich hop
theo quy dinh cua phap luat d6i voi nhung nha giao, can bp qu^ ly, ngudi lao dpng
khong ho^ thMi nhiem vu, thi§u tinh th&i trach nhiem, sach nhilu, gay phidn ha,
tham nhung trong viec giai quy8t cong viec cua cong dan, t6 chuc.

/  / f f

3. Chi dao viec bo tri nod tiep cong dan, thuc hien viec tiep cong dan va bo tri
hdm thu gop y (true ti^p hoac qua hdm thu dien tu); chi dao ngudi phu trach cong
tac h^ chinh cua nha trudng cung dai dien Ban Thanh tra nhan dan nghien cuu cac
y kien gop y, bao cao hieu trudng xem xet, giai quy§t.

4. Cu ngudi co trach nhiem gap va giai quylt cong viec c6 lien quan khi cong
dan, td chuc c6 yeu cau theo quy dinh cua phap luat; nhung kidn nghj, phan anh, phe
binh cua cong dan, t6 chuc phai dupe nghien cuu va xu ly kip thdi.

%

Dieu 16. Trach nhiem cua nha giao, can bo quan ly va ngudi lao dong

1.Tidp nhan thong tin; giai quyet cac cong viec cua cong dan, td chuc c6 lien
quan tai nha trudng; bao ve bi mat cua nha nude, bf mat cdng tac va bi mat vd ngudi
cung cap thdng tin theo quy dinh cua phap luat.

2. Khi cdng dan, td chuc yeu cau, c6 trach nhiem giai quyet cac yeu cau do
theo tham quyen va quy dinh. Nhung viec khdng thudc thto quyen giai quydt, phai
thdng bao dd cdng dan, td chuc bidt va hudng dan cdng d^, td chuc ddn noi c6 thim
quydn giai quydt. Khdng dupe quan lidu, hach dich, cua quydn, tham nhiing, gay kho
khan, phidn ha, sach nhidu trong khi giai quydt cdng vide cua cdng dan, td chuc.

Dieu 17. Ddi thoai trong nha trucrng

1. H^g nam theo nam hpc vide ddi thoai trong nha trudng dupe thuc hien
dinh ky It nhdt mot nam mot 1^ hoac khi co mot bdn ydu cku; thdi gian, dia didm,
quy trinh td chuc ddi thoai do hai bdn thdng nhdt.

2. Ddi thoai trong nha trudng dupe thuc hien thdng qua vide trao ddi true tidp
giua nha giao, can bp quan ly, ngudi lao dpng va ngudi hpc vdi hieu trudng hoac
giua dai dien tap thd lao dpng, dai dien ngudi hpc vdi hieu tru'dng; cac ndi dung ddi
thoai lidn quan ddn nghTa vp, trach nhiem va quydn han cua mdi bdn, vide thuc hien
dan chu co sd, cac vdn dd vd cdng khai, cac van dd lidn quan ddn kd hoach, ndi quy,
quy chd cua nha tardng; vide thuc hien chd dp chinh sach cua Nha nude.

Dieu 18. Quan he giua hieu trudng vdi co* quan quan ly cap tren

1. Phuc tung su chi dao cua co quan qu^ ly cdp trdn, thuc hien chd dp bao
cao dinh ky dung quy dinh, kip thdi, nghidm tuc.

)C



PHONG GD& DT TP UONG BI

TRirONG TH TRUNG VU'QNG

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

S6:193/QD-THTV Trung Vuang, ngay 22 thdng 9 ndm 2023

QUYET DINH

V/v Ban hanh Quy djnh danh gia, xep loai thi dua Can bp, giao vien, nhan
vien truong Tieu hoc Trung Vuong

HIEU TRirONG TRlTOfNG TIEU HOC TRLTNG VU'QNG

Can cu vao Diiu le truang Tieu hoc ban hanh kem theo Thong tu so
28/2020/TT-BGDDT ngay 04/9/2020 cua Bo truang Bo Gido duo ve nhiem vu
vd quyin han cua Hieu truang truang Tieu hoc;

Can cu Thong tu 14/20}8/TT-BGD&DT ngay 20/7/2018 ban hanh quy dinh
Chudn Hieu truang ca sa gido due pho thong; Thong tu 20/2018/TT-BGD&DT
ngay 22/8/2018 ban hanh quy dinh Chudn nghe nghiep gido vien ca sa gido due
pho thong;

Can cu Nghi dinh 90/2020/ND-CP ngay 13/8/2020 vi ddnh gid, xip loai
chdt luang cdn bo, cong chuc, vien chuc\

Can cu Nghi qiiyit Hoi nghi Nhd gido, cdn bo qudn ly, nguai lao dong ndm
hoc 2023 - 2024 ngay 22/9/2023 cua truang Tieu hoc Trung Vuang;

Cdn cuyeu cdu thuc hien nhiem vu cua nhd truang,

Xet de nghi cua Ban thi dua nhd truang.

QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy dinh danh gia, xep loai thi
dua Can bo, giao vien, nhan vien tiwng Tieu hoc Trung Vuang.

Dieu 2. Quylt dinh nay c6 hieu luc kk tu ngay ky ban hanh va dugc niem
yet cong Ichai trong nha truang.

Diiu 3. Cac ong (ba) can bp, giao vien, nhan vien truang tieu hoc Trung
Vuang chiu trach nhiem thi hanh Quyet djnh nay./.

HIEU TRirONG

No 'i nhan:

- Phong GD&DT (b/c);
- C5ng TTDT truang (c/lc);
- CBGVNV (t/h);
- Luu VT.

Thuy



- Hop tac vai chinh quyen dja phuong va cong dong xa hoi trong giao due
hoc sinh.

- Hoc tap, b6i duong va tu ren luyen nang cao ph^ chdt chinh tri, dao due;
nang lire chuyen mon, nghiep vu su ph^; n^g lire lanh dao va qu^ ly nha trucmg;

- Tao dieu kien va giup do can bo, giao vien, nhan vien hoc tap, boi duong
va ren luyen nang cao pham chat chinh tri, dao due; n^g luc chuyen mon,
nghiep vu su pham.

2. Nang lire chuyen mon, nghiep vu su- pham

- Dat trinh dp chudn dao tao cua nha giao theo quy dinh cua Luat Giao due
doi voi giao vien tieu hoc;

- Hilu bi§t chuong trinh va hoach giao due 6 tilu hoc;
- Co nang luc chi dao, t6 chuc hoat dpng day hpc va giao due c6 hieu qua

phu hop d6i tupng va dihu kien thuc t6 cua nha trubng, cua dia phuong;
- Co kiln thuc ph6 thong vl chinh tri, kinh te, y tl, van hoa, xa hoi lien

quan den giao due tieu hpc.

- Co kha nang van dung linh hoat cac phuong phap day hpc va giao due
nhta phat huy tinh tich cue, tu giac va sang tao cua hpc sinh;

- Co kha nang hudng din tu vin, giup do giao vien vl chuyen mon, nghiep
vu su pham cua giao due tieu hpc;

- Co kha nang ung dung cong nghe thong tin phuc vu cho hoat dpng quan
ly va giao due.

3. Nang luc quan ly trircrng tieu hoc

- Ho^ thanh chuong trinh bdi duong c^ bp qu^ ly giao due theo quy dinh;
- Van dung dupe cac kiln thuc co ban vl ly luan va nghiep vu quan ly

trong lanh dao, qu^ ly nha truong.

- Du bao dupe su phat tri en cua nha truong phuc vu cho viec xay dung quy
hoach va ke hoach phat trien nha truong;

- Xay dung va tl chuc thuc hien quy hoach phat triln nha truong to^ dien
va phu hpp;

- Xay dung va tl chuc thuc hien dly du kl hoach thang, nam hpc.
- Quan ly tit tl chuc bp may, can bp, giao vien, nhan vien nha truong.
- Quan ly hpc sinh dam bao an toan, thuc hien dly du cac chl dp chinh

sach, bao ve cac quyin va Ipi ich chinh dang cua hpc sinh.
- Quan ly hoat dpng day hpc va giao due phu hpp dli tupng hpc sinh, dam

bao chit lupng giao due to^ dien, phat huy tinli tich cue, chu dpng, sang tao
cua giao vien va hpc sinh;

- Quan ly tai chinh, tai s^ nha truong dung hieu qua, dung muc dich va
theo quy dinh cua phap luat;

- Quan ly hanh chinh va he thong thong tin day du, khoa hpc, kip thoi theo
quy djnh.

- TI chuc kiem tra, kiem dinh chat lupng giao due theo quy dinh;



PHONG GD&DT TP UONG BI CONG HOA XA HOI CHU NGHIA VIET NAM
TRirblVG TH TRlfNG VI/ONG Poc iap - Tu' do - Hanh phuc

QUY DINH

V/v danh gia, xep loai thi dua Can bo, giao vien, nhan vien
triro'ng Tilu hoc Trirng Viro'ng

(Ban hanh kem theo Qiiyet dinh so 193 /QD-THTVngdy 22 thdng 9 ndm 2023
f

cua Hieu truang truang Tieu hoc Trimg Vuang)

PHAn L tieu CHf DANH GIA, XEP LOAI THI DUA HANG THANG
L CAC TIEU CHI DANH GIA HANG THAnG:

A. Doi \&i Ban giam hieu:

L Pham chat chinh tr|, dao dire ngh^ nghiep
- Yeu Td qu6c Viet Nam xa hoi chu nghia, vi lai ich dan tpc, vi hanh phuc

nhan dan, trung thanh voi D^g Cong san Viet Nam;

- Guong mlu chdp hMi chu truang, duong 16i cua D^g; chinh sach, phap luat
cua Nha nuac va cac nguyen tic t6 chuc, ky luat cua D^g, nhdt la nguyen tic tap
trung d^ chu, nhdt; quy dinh cua ng^, cua dia phuong va cua nha tru'dng;

- Co quan diem ban ITnh chinh tri vung vang, kien dinh lap truang, khong
dao dong truac nhung kho kh^, thach thuc. Tich cue tham gia cac hoat dong
chinh tri - xa hoi, thuc hien day du nghia vu cong dan;

- Dat lai ich cua Dang, cua dan toe, nhan dan, tap the len tren lai ich cua ca
nhan. Co y thuc nghien cuu hoc tap va van dung chu nghia Mac - Lenin, tu
tuang Ho Chi Minh.

- T6 chuc thuc hien cac bien phap phong, chong tham nhung, quan lieu,
lang phi; thuc h^h tilt kiem.

- Giu gin phim chit, danh du, uy tin cua nha giao; trung thuc, tan tam vai
nghe nghiep va c6 trach nhiem trong quan ly nha truang;

- Hoan thanh nhiem vu duac giao va tao dieu kien cho can bp, giao vien,
nhan vien thuc hien va hoan thanh nhiem vu; chiu trach nhiem v§ kit qua hoat
dong cua nha truang;

- Khong lai dung chuc quyen vi muc dich vu lai;

- Dupe tap the can bp, giao vien, nhan vien, hpc sinh va cpng d6ng tin
nhiem; la tdm guong trong tap the su pham nha truang.

- Co l6i s6ng l^h manh, van minh, phu hap vai ban s^c van hoa dan tpc va
moi truang giao due;

- Song trung thuc, gi^ di, nh^ ai, dp lupng, bao dung;

- Co tac phong \am viec khoa hpc, su pham.

- Giao tiep va ung xu than thien, thuong yeu, ton trpng va doi xu cong bang
vdi hpc sinh;

\  / > ■)

- Gan gui, ton trpng, doi xu cong bang, binh d^g va giup da can bp, giao
vien, nhan vien;

- Hap tac va ton trpng cha me hpc sinh;



\

- Mugn, tra, bao quan, tai lieu, SGK, su dung cac phuomg tien, do dung,
ung dung CNTT trong day hoc theo dung quy dinh chuyen mon, lam tang hieu
qua day hoc.

- Thuc hien tot viec nhan xet, danh gia hoc sinh theo VBHN so 03/VBHN-
BGD&DT, Tt'27/2026/TT-BGD&DT ngay 04/9/2020.

- Thuc hien nghiem tuc Quy che chuyen mon nha truong.

- Ho so, giao an day du, dam bao chdt lugng tdt. Trinh bay va sap xep khoa
hoc, hieu qua.

- Cac tilt thao giang, thi giang, cac dot kiem tra dat 70% dat Kha tro len.
- Chit lugng giang day dam bao kl hoach chi tieu dau n^ (GK, CK).
- Nop ho so, giao an dung lich quy dinh.

- Thong tin, bao cao dly dii, chinh xac, kip thoi.
3. Chap hanh ky luat, ky cirong, dao due cong vu, th\rc hien ngay, gio*

lam viec

- Thuc hien nghiem tuc ky luat, ky cuong, dao due cong vu, quy tic ung xu
va chuin muc dao due nha giao.

- Dam bao du ngay, gio lam viec.

- Chap hanh nghiem chinh ngi quy, quy che cua co quan, quy dinh cua cac
dp quan ly.

- Thuc hien tot cac quy dinh ve day them, hoc them, tuyet ddi khong day
them, hoc them trai quy dinh.

- Sah sang nh^ nhi6m vu, ch|p h^ nghiem chinh su phSn c6ng cua nha tru5ng.

4. Thuc hien nhiem vu khac
•  • • •

- Tich cue thuc hien c6 hieu qua cac nhiem vu khac khi dugc phan cong.
•> f f

- Tich cue trong mgi cong viec; tham gia tich cue cac do^ the; phoi ket
hgp t6t voi ddng nghiep, thu vien, cac t6 chuc trong va ngoai nha tmong, vdi
giao vien chu nhiem, voi cha me hgc sinh, voi TPT Dgi trong viec to chuc cac
hoat dgng trong va ngoai gio len lop cho HS.

- Thuc hien xay dimg moi trucmg giao due an toan, lanh manh d&i chu,
phong, chong bao luc hgc duong.

- Tham gia t6 chuc va thuc hien cac hoat dgng phat trien moi quan he giu*a nha
tru'ong, gia dinh, xa hoi ti*ong day hgc, giao due dao due, loi s6ng cho hgc sinh.

- IJng dung cong nghe thong tin, khai thac va su dung cac thiet bi cong
nghe trong day hgc, giao due.

5. Cong tac chu nhiem

- Nim bit kip thoi hoan c^h, dilu kien cua HS, tinh hinh cua lop.
- Nhiet tinh, sat sao voi HS, voi lop trong mgi hoat dgng.

- Nin nip, y thuc thuc hien ngi quy truong, lop cua lop chu nhiem tit.
- Lop chu nhiem tham gia tich cue, c6 hieu qua cac phong trao hoat dgng

do nha truong va Dgi phat dgng, tl chuc.



- Thuc hien t6t dan chu trong boat dong cua nha truang

4. Nang lire t6 chirc ph6i hop voi gia dinh hoc sinh, cong dong va xa hoi
- T5 chuc tuyen truy^n trong cha me hoc sinh va cong d6ng v§ truy^n

thdng, hoa nha truang, muc tieu cua giao due tieu hoc; phoi hop thuc hien
giao due toan dien doi voi hoc sinh.

- T6 chuc buy dong cac nguon lire cua cong d6ng, cac to chuc kinh te,
chinh tri - xa hoi va cac ca nhan trong cgng d6ng gop phdn xay dimg nha truang,
thuc hien cong idiai cac ngu6n luc va kk qua giao due theo quy dinh;

B. Dot vo'i giao vien, nhan vien:

1. Pham chat chinh tri, dao due, loi song, tac phong:

- Guang mau chdp h^ chu truang, duong 16i cua D^g; cWnh sach, phap luat
cua Nha nuac va cac nguyen tic t6 chuc, ky luat cua Dang, nhdt la nguyen tac tap
trung dan chu, nhdt; quy dinh cua ng^, cua dja phuang va cua nha truang;

- Co quan dilm ban ITnh chinh tri vung v^g, kien dinh lap truang, khong
dao dong truac nhung kho khSn, thach thuc. Tfch cue tham gia cac boat dong
chinh tri - xa hoi, thuc hien diy du nghTa vu cong dan;

- Dat Igi ich cua Dang, cua dan toe, nhan dan, tap the len tren Igi ich cua ca
nhan. Co y thuc nghien cuii hoc tap va van dung chu nghTa Mac - Lenin, tu
tudng Ho Chi Minh.

- Tuan thu cac quy dinh va ren luyen ve dao due nha giao; chia se kinh nghiem,
h6 trg d6ng nghiep trong ren luyen dao due va tao dung phong each nha giao.

^  ̂ X / X

- Yeu nghe, gan bo vai nghe day hoc; chap hanh Luat Giao due, Dieu le,
quy chi, quy dinh cua nganh; cua truang.

- Co y thuc t6 chuc ky luat va tinh thdn trach nhiem; c6 dao due trong sang,
giu gin phdm chdt, danh du, uy tin cua nha giao; c6 tinh thdn, thai do het long
phuc vu nhan d^; het long vi hoc sinh; s6ng trung thuc, la tim guang tot cho
hoc sinh.

- Luon luon thuang yeu, ton trong, ddi xu cong bSng vai hoc sinh, san
f  •> /

sang, chu dong giup hoc sinh khac phuc kho khan de hoc tap va ren luyen tot;

- Than thien, cai ma, nhiet tinh giup da dong nghiep va nhan dan.

- Dugc hoc sinh, ddng nghiep, phu huynh hoc sinh tin nhiem.

- Guang mau thuc hien va v^ dong moi nguoi cung thuc hien loi sdng 1^
m^, van minh; giao tilp, ung xu mo pham, tac phong nhanh nhen, khoa hoc.

2. Nang luc chuyen mon - Hieu qua cong tac

- Nim vung chuyen mon va thanh thao nghiep vu; thuang xuyen cap nhat,
nang cao nang luc chuyen mon va nghiep vu dap ung yeu chu ddi mai giao due.

- Thuc hien dung chuang trinh; thai khoa bieu, CKTKN; huong dan dieu
chinh noi dung day hoc va cac noi dung tich hop 16ng ghep cua Bo GD&DT, ap
dung doi mai phuang phap day hoc theo huong phat trien nang luc va pham chat
HS CO hieu qua. Thuc hien nghiem tuc Chuang trinh Giao due pho thong 2018.



- Loai Xuat sac: 4A

- Loai Tot: 3A-IB

- Loai Hoan thanh: 2B-2C; 3B-1C; 1A-2B-1C

- Loai khong hoan thanh: IKXL; 3C.

* Cuoi nam:

- Loai Xuat sac: 9A; 8A-IB
•  *

- Loai Tot: 7A-2B; 6A-3B

- Loai Hoan thanh: 7B-2C, 7B-1A-1C;

- Loai khong hoan thanh: IKXL; 3C.

* Cuoi nam du*o*ng lich (dl chi tra thu nhap tang them): Thai gian dnh
tu thang 01-12 hang mm, Rieng 03 thang tu thang 06-08 hkig nam, thirc hien
binh xet, x6p loai theo thuc dao due, 16i s6ng, viec chip h^h chu truong,
ducmg loi, chi'nh sach cua D^g, phap luat cua nha nuoc, cac quy dinh cua Ng^,
truong, dia phuong; viec thuc hien cac nhiem vu theo phan cong trong he; viec tham
gia hoc tap, b6i duong thudug xuyen vq chinh tri, chuyen mon, nghiep vu theo quy
dinh... dung tuong tu x§p loai h^g thang trong nam hoc.

- Tinh muc thu nhap theo xet timg thang

IL XEP LOAI THIDUA TO:

1. Xet cong nhan "T6 lao dong tien tiSn": Hoan thmih t6t nhiem vu va kl
hoach duqc giao; Huong ung cac phong trao thi dua; Co tren 50% ca nhan dat
danh hieu "Lao dong tien ti6n" va khong c6 ca nhan bi ky luat tu hinh thuc canh
cao tro len; To c6 y thuc xay dung noi bo doan ket, chap hanh tot chu truong,
chinh sach cua Dang, phap luat cua Nha nude, quy djnh cua truong, ng^. Co
ca nhan xep loai Hoan thanh nhiem vu.

2, Xet cong nhan "T6 iao dong xuat sSc": Sang tao, vugt kho hoan thanh
xudt sdc nhiem vu, thuc hien tdt nhiem vu duqc giao; Huong ung soi n6i, tich
cue cac phong trao thi dua thudng xuyen, thidt thuc, hieu qua cao; Co 100% ca
nhan trong to hoan thanh tot nhiem vu duqc giao, dat danh hieu "Lao dong tien
tidn"; Co ca nhan dat danh hieu "Chidn sy thi dua co so" va khong c6 ca nhan bj
ky luat tu hinh thuc canh cao trd len, khong c6 ca nhan khong hoan thanh nhiem
vu; T6 CO y thuc xay dimg nqi bq doan kdt, chdp hanh t6t chu truong, chinh sach
cua D^g, phap luat cua Nha nude, quy dinh cua truong. Nqi bq doan kdt, guong
mau chdp hanh chu tru'ong, chinh sach cua Dang va phap luat cua Nha nude.

III. XEP LOAI THI DUA LOP

1. Xet cong nhan la "Ldp xuat sac"

- La tap thd cd tinh thdn do^ kdt, guong mSu giup do nhau trong hoc tap.
T6 chuc duqc nhieu hoat dong thi dua va tich cue, soi noi hudng ung cac phong
trao va hoat dong thi dua cua nha truong.

- Thuc hien nghiem tuc cac nqi quy, quy dinh cua nha truong.

- Khong cd hoc sinh vi pham ky luat tu c^h cao trd len.

- Khong de xay ra tai nan thuong tich, bao luc hoc dudng, duoi nude, thuc
hien chua nghiem tuc quy dinh phong chong dich benh...



11. XEP LOAITHIDUA HANG THANG:

A. Ddi \&i can bo, giao vien, nhan vien:

1. LOAI A (HT Xuat sdc): Thuc hien tdt tdt ca cac tieu chudn, yeu cm
tren, thirc hien thudng xuyen, ro net. Khong vi pham noi quy, quy dinh cua
nganh, truong, phap luat Nha nuac. Hoan thanh 100% nhiem vu duac giao, bao
dam dung tien do, chdt luong, hieu qua cong viec cao, trong do it nhdt 50%
nhiem vu ho^ thanh vugt muc. Bao dam ngay gio cong lam vi^c, c6 thai gian
nghi d§ giai quy^t viec rieng, dugc Thu truong ca quan ddng y tdi da khong qua
03 ngay lam viec/thang.

2. LOAI B (Hoan thanh t5t): Thuc hien dung cac tieu chuan, yeu c4u
tren; Hoan th^ 100% nhiem vu dugc giao, bao dam dung tiln do, chdt lugng,
hieu qua. Co ban bao dam ngay cong lam viec, c6 thai gian nghi dd giai quydt
viec rieng, dugc Thu truong co quan ddng y tdi da khdng qua 07 ngay lam
viec/thang.

3. LOAI C (Hoan thanh): Thuc hien du cac yeu cdu, tieu chudn tren.
Hoan thanh cac nhiem vu, cdng viec dugc giao, trong^ do khdng qua 20% tieu
chi chua dam bao chdt lugng, tidn do hoac hieu qua thdp, vi pham ndi quy, quy
dinh nhung d muc do khdng lam anh hudrng Ian tdi tap thd, ca nhan. Ngay cdng
\am viec khdng dto bao, vi cd mot trong cac ly do sau: Nghi giai quyet viec
rieng da dugc Thu trudng co quan ddng y tu 08 ngay ddn 15 ngay lam
viec/thang khdng tham gia lam viec tai co quan. ,

4. KHONG XEP LOAI (Khdng hoan thanh nhiem yu): C6 suy thoai ve
tu tudng chfnh tri, dao due, loi sdng, tu dien bien, tu chuyen hda theo danh gia
cua cac cap c6 tham quyen. Cd tren 20% cac tieu chi ve ket qua thuc hien theo
nhiem vu, cdng viec dugc giao chua dam bao tien do, chat lugng, hieu qua.
Chua thuc hien ddy du, chua dap img dugc cac yeu cau, tieu chudn tren, vi pham
cac ndi quy, quy chd, quy dinh cua nganh, trudng, phap luat Nha nude, lam anh
hudng Idn tdi tap thd, ca nhan. Cd hanh vi vi pham trong qua trinh thuc thi
nhiem vu bi xu ly ky luat trong nam danh gia. Ngay cdng lam viec khdng dam
bao, vi cd mot trong cac ly do sau:

+ Nghi dm tu 15 ngay trd len/thang

+ Nghi che do thai san theo quy dinh

+ Nghi giai quydt viec rieng da dugc Thu trudng ca quan ddng y tu 16
ngay/ thang trd len.

+ Nghi viec khdng ly do

* Ddi vai giao vien day bo mon, khong chu nhiem: Ngodi can cu cac tieu
chudn xip loai tren, con can cu ket qua thuc hien nhiem vu gdn vai lap day vd
phu trdch quan ly hoc sinh ddu gia, gia ra chai, cuoi gia theo phdn cong nhiem
vu vd quy dinh cua nhd truang.

B. Doi vdi Id'p: Can cu theo quy chd xdp loai thi dua cua Lidn ddi.
PHAN 11. DANH GIA, XEP LOAI CU6l KY I, CUOI NAM HOC

I. XEP LOAI CAN BO, GIAO VIEN, NHAN VIEN:

* Cudi ky I:
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- Co tu 65-70% HS dugc khen thuang cuoi nam. 60% hoc sinh dugc d^h
gia la T6t v6 nang luc va phdm chdt, khong c6 HS chua ho^ thanh, can c6 gang
ve hoc tap, va nang lire, pham chat.

- Co 7 thang tro len diroc Lien dgi danh gia, xep loai A. 01-02 thang con
lai xep loai B.

2. Xet cong nhan la "Lo'p tien tien"

- La tap the c6 tinh than doan ket, guong mau giup do nhau trong hoc tap.
Tham gia du cac phong trao thi dua cua nha truong, cac noi quy cua truong song
van con HS chira tich cue.

- Khong CO hoc sinh vi pham ky luat tu canh cao tro len.

- Khong de xay ra tai nan thuang tich, bao luc hoc duang, duoi nuoc,...

- Cac thang trong nam hoc hoc dugc Lien dgi danh gia, xep loai B tro len,
khong CO thang nao xep loai C.

E. TO CHtrC THU*C HIEN:

1. Doi \&i nha truong:

- Xay dung Quy dinh tieu chuan danh gia xep loai thi dua CBGVNV
tru'ong va tap the lap trong toan tru'ong; xay dung ke hoach to chuc phat dgng
cac phong trao thi dua nham thuc hien thang Igi nhiem vu nam hoc.

- Chi dao, huang dan, kiem tra cac to chuyen mon, to van phong trong viec
to chuc thuc hien danh gia xep loai thi dua hang thang, cuoi ky, cuoi nam theo
quy dinh.

- Tong hgp ket qua danh gia de khen thuong cuoi ky I, cuoi nam.

2. Doi voi to chuyen mon, to van phong:

- To chuc trien khai tai toan the can bg, giao vien, nhan vien trong to va chi
dao thuc hien tot nhuug tieu chuan theo tung ITnh vuc, dat hieu qua cao nhat.

- Can cu tieu chuan thi dua, hang thang to truong chuyen mon to chuc binh
bau, xep loai thi dua CBGVNV to theo tung thang, nop bao cao ve Thuang true
Hgi dong Thi dua - Khen thuang nha truong vao ngay 30 hang thang. Cuoi hoc
ky I, cuoi nam hgc, to chuyen mon to chuc danh gia, xep loai, binh bau thi dua
cho CBGVNV truong va bao cao ket qua ve nha truong hgc ky I truoc ngay
10/01, cuoi nam hgc truoc ngay 25/5 hang nam.

Tren day la tieu chuan danh gia thi dua CBGVNV truong Tieu hgc Trung
Vuong, De nghi cac to truong to chuc cho CBGVNV trong to nghien cuu va
trien khai thuc hien nghiem tuc, phat huy tot hieu qua cong tac thi dua trong nam
hgc./.

PRO CT CONG DOAN HIEU TRlTOfNG

Nguyen Thj Thuy Nhung D^O'Thj Bich Thuy



PHONG GD&DT UONG Bl

TRirONG TH TRITNG VlTONG
CONG HOA XA HOI CHU NGHIa VIET NAM

0OC lap - Tu- do - Hanh phiic

S6:190/QD-THTV Triwg Vuang, ngay 22 thdng 9 ndm 2023

QUYET ©INH
V/v ban hanh noi guy truo'ng hoc

HIEU TRC OTVG TRlTONG TIEU HOC LY THirCJNG KIET

Can cuDieu le truang Tieu hoc ban hanh hem theo Quyit dinh so 41/2010/QD-
BGH&DT ngay 30/12/2010 ciia B6 Gido duo vci Ddo tgo;

Can cu tinh hinh thuc te cua nhd truang;

Xet de nghi cua bo phgn chuyen mon,

QUYET D|NH:

Dieu 1. Ban hanh kem theo Quyet dinh nay Noi quy truang hoc cua truong tieu
hoc Trung Vuong.

Dieu 2. Quylt dinh nay c6 hieu luc tu' nam hoc 2023-2024. Nhung noi quy
truac day trai vai noi quy nay deu bai bo.

Dieu 3. Ban giam hieu nha truang, cac can bq, giao vien, nhan vien-^a hoc sinh
truang tieu hoc Trung Vuang chiu trach nhiem thi hanh Quylt dinh nay./. ̂  i

Noinhan:

-BGH,BCHCD;
- Cac t6 trirong CM, VP;
- C6ng TTDT nha truang;
- Luu

HIEU TRU'dNG

«a&-Th1 Bich Thuy



10. Guang mSu thuc hien va van dong gia dinh chdp hanh nghiem tiic Luat
giao thong.

CHl/ONG III. d6i Vdl CAN BO, GIAO VlfeN, NHAn VlfeN
NGlTOl LAO DONG

1. Tat ca cac thtoh vien trong tnrong phal s6ng va lam vi|c theo hign phap
va pha^ lu|t. Thyc hi?n nghiem tiic ky lu|t, ky cuang, d^o diic cong vu; Xdy
dimg nep song vSn hoa vdn minh; Thprc hien t6t b6 quy tk "Tu hao la cong dan
thanh pho Uong Bi. '

^ 2. CBGVNV ra vao ca quan khong dugc di xe hoac n6 may trong gid lam
viec, gia nghi trua ciia hoc sinh (trie truang hap d$c bi?t). DS xe dung vi tri. Tu
quan ly tai san rieng khi mang tai truang.

3. Trang phyc din truang dam bao gon gang, kin dao, Ijch sv, c6 thim my.
hanh vi, ngon ngu, ung xu phai mau muc. Khi Ito viec phai deo the vien chiic.

4. Dam baongay cong, gia conglao dong. Thuc hien dungchuc nana
i^i?m vv, quyen h^, trach nhiem trong pham vi cong viec duacphan cona.'
Myi ho9t dong gim quyet cong viec phai bao cao Hieu truang nha trucmg. Co
my ta: dia diSm Im viec hojc c6ng tac truac 5 phut theo quy dinh cua gia lam
Vice.

5. Phat ngon phai dung liic, diing ch6; khong phat ngon ngoai cuoc
hpp nhung thong tm khong c6 can cii. Co trach nhi6m bao ve danh du, uy tin va
cac ho so thong tin noi bo cua nha truang. Khong cung dp thong tin, tai lieu
khi chua duac su dong y cua hieu truang.

6. Xay dyng moi doan kit npi bp ca quan, quan tam giup dd ding nghiep.
Tich cue phoi hap vai cdc to chuc doan the, cha me hoc sinh trong day hoc va
giao due hoc sinh. '

7. Khong tir y su dung, di chuyin may moc, thilt bj, dl dung, khong thuoc
pham VI duac phan cong hoac mang tai san cua truang ra ngoai trubng sir
dyng. Co trach nhiem bao ve CSVC, quan ly tit may moc thilt hi dl dimg- tilt
kiem^dien, nuac; phong chong chay nl. Co trach nhiem bli thuang nlu dl'xay
ra mat mat, hu hong tai san do minh quan ly.

u- khong sa vito cac t| npn xS
. ?'■ 'n^g ohia se binh luan hay dang tai nhOng hinh anh khong dambao tinh giao due, di ngugc lai vai cac chi dao, chu truang cua Dang, Nha nuac
cua nganh, cua truang.

.u phim chit, danh du nha giao. Guang mau trudc hoc sinhthuang yeu, ton trgng, doi xu cong blng vdi hoc sinh, bao ve quyin lai chfnh
dang cua hoc sinh Tich cue tu hoc, tu ren, tu duang phim chit dao dire nghl
nghiep nha giao, chuan giao vien tieu hoc.

10. Khong gian Ian trong kiem tra, tuy^n sinh, va danh gia kit qua hoc tap,
ren luyen cua hpc sinh.



NQI QUY TRirdNG HOC

(Ban hanh kem theo quyet dinh so 190/QD-THTVngdy 22 thdng 9 ndm 2023
cua Hieu truang Truang Tieu hoc Trung Vuang)

CHlTOfNG 1. QUY DINH CHUNG

1. Muc dich
•

Quy dinh gia gidc, trang phuc, tac phong, le 161 lam viec, each thuc giao
tilp, img xu* trong moi truang giao due. Dam bao van hoa cong so trong nha
truang, thuc hien mot moi truang giao due xanh, sach, dep va van minh hoc
duang trong khuon vien Nha truang.

2. Doi tuang ap dung

Tat ca can bo, giao vien, nhan vien, nguai lao dong, hoc sinh dang cong
tac, hoc tap tai truang Tieu hoc Trung Vuang va khach den lien he cong tac vai
truang Tieu hoc Trung Vuang.

CHirONG XL DOI VOl HOC SINH

1. Le phep, kinh trong thay giao, c6 giao va nguai Ian tuoi; doan ket, hoa
nha, bilt giup da ban be; giao tiep manh dan, than thien, tu tin. Khong noi tuc,
chui the.

2. Di hoc d6u, dung gia (c6 mat truac gia vao lap tu 10-15 phut). Nghi hoc
CO dan xin phep cua cha me.
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3. Hoc bai, lam bai, chuan bi bai, sach va va do dung hoc tap day du truac
khi din lop. Trong lap ng6i dung tu the, hang hai phat bilu y kiln xay dimg bai,
tich cue tham gia cac boat dong dual su huang din cua thiy c6, khong gian Ian
trong hoc tap va \km bai kiem tra.

4. Giu trat tu, nen nep lap hoc; xep hang chuyen tiet di hoc bo mon, xep
hang ra vl. Truy bai 15 phut diu gia theo dung quy dinh; trong thai gian hoc
tap, sinh hoat tai truang khong dugc tu y bo ra ngoai, khong di theo nguai la, ke
xau du do.

5. Giu gin ve sinh ca nhan tit, trang phuc gon gang, sach se; doi vien phai
deo khan quang khi din truang, tac phong nhanh nhen.

6. Tich cue tham gia cac hoat dong cua lap, truang. Dpi de ra. Van dong
cac ban cung tham gia tit.

7. C6 y thuc su dung tiet kiem dien, nuac. Co y thuc bao ve, giu gin ve
sinh moi truong, cham soc, bao ve cay cli trong truang; khong gilm len cac bin
hoa, cay canh, khong hai hoa, be canh, khong an qua vat trong truang. Giu gin
va bao ve tai san cua ca nhan, cua lop, cua truang va tm san cong cong, nhat
dupe cua rai tra lai nguai mit.

8. Khong chai cac tro chai nguy hiem. Khong mang cac vat sac, nhpn,
nguy hilm tai truang. Khong dupe treo cay, Ian can.

9. Hoc sinh ban tru thuc hien an, ngu tot de dam bao sue khoe.



11. Ngan ngua, canh giac va phat hien kip thai cac hanh vi vi pham noi quy
nha trudng va phap luat cua nha nuac, bao cao cho lanh dao nha truong de xir
ly-

12. Thuc hien cac nhiem vu khac theo quy dinh cua nha truang va phap
luat.

CHirONG IV. DOT V6l KHACH DEN LIEN HE CONG tAC

1. Moi truoTig hop ra vac truang cua khach deu chiu su kiem tra, hudng
din cua Bao ve Nha trudng. Khach den lien he cong tac phai xuat trinh giay giai
thieu hoac chung minh thu nhan dan cho thudng true ca quan va phai tuan theo
mgi quy dinh cua Nha tru'dng. Thudng true c6 trach nhiem hudng dan cu the
cho khach theo yeu cau nhiem vu.

2. Khong uong rugu, bia, Idiong dugc mang vu khf, chat no, chat de chay,
hoa chat dgc vao trudng.

3. Cac phuang tien di lai cua khach phai dung trudc cong va chi vao trudng
khi dugc phep cua Bao ve. Cac phuang tien phai de dung nai qui dinh, khong di
xe may, xe dap trong trudng.

4. Trang phuc phai ggn gang, Ijch su, phai giu gin ve sinh chung, khong
dugc CO hanh vi gay mat an ninh trat tu, an toan trong trudng.

5. Ton trgng, nghiem chinh chap hanh cac quy dinh cua nha trudng.

CHU'ONG V. TO CHUG THLTC HIEN

1. Dieu khoan thi hanh

Nhung ngi quy trudc day trai vdi ngi quy nay deu bai bo.

2. To chu'c thu'C hien

Trudng cac to chuc, doan the, giao vien chu nhiem Idp c6 trach nhiem trien
khai ngi dung Ngi quy nay tdi tung ca nhan trong tap the to chuc va tdi tat ca
hgc sinh trong Idp, trudng, chiu trach nhiem trudc Hieu trudng ve viec thuc hien
Ngi quy cua tung ca nhan trong to chuc doan the va tung hgc sinh do Idp minh
phu trach.

Khach den trudng, can bg, vien chuc, lao dgng va hgc sinh Nha trudng phai
CO y thuc tu giac chap hanh nghiem chinh ngi qui tren day. Mgi hanh vi, vi
pham ngi quy tuy theo muc do se bi xu ly theo quy dinh cua nha trudng va phap
luat./.

Trong qua trinh ap dung, c6 y kien gi can dieu chinh, bo sung, sua doi, yeu
cau gui ve Ban giam hieu nha trudng.

T/M. BCH CONG DOAN

PHO CHU TICK

kUONG

Nguyin Thi Thuy Nhung



PHONG GD&DT UONG BI CONG HOA XA HOI CHU NGHIA VIET NAM
TRirONG TH TRUNG VU'ONG Doc lap - Ty do - Hanh phuc'

So: 192/QD-THTV Trung Vuang, ngay 22 thdng 9 mm 2023

QUYET DINH
V/v ban hanh guy che lam viec cua nha tru'o'ng

HIEU TRUONG TRU ONG TIEU HOC TRUONG VlTONG

Cdn cu quyet dinh so 29/CP ngay 30/3/1994 cua Chinh phu ve nhiem vu, quyen
hqn yd to chuc ho may cua Bo GD&DT;

Can cu Nghi dinh so 41/20}2/ND~CP ngay 08/5/2012 cua Chinh phu Quy dinh
ve vi tri viec Idm trong dan vi su nghiep cong lap;

Can cu vdo van ban hap nhdt so 03/VBHN-BGDDT ngay 22/01/2014 vi viec
hop nhdt thong tu ve Dieu le truang tieu hoc cua Bo GD&DT;

Theo de nghi cua bo phdn chuyen mon truang tiiu hoc Trung Vuang,

QUYET DINH:

Dieu 1. Nay ban hanh kern theo quyk dinh nay Quy ch§ lam viec cua nha
trudng.

Dieu 2. Quylt dinh nay c6 hieu luc ngay sau khi ban hanh.

Dieu 3. Hieu trudng c6 trach nhiem chi dao nha trudng thuc hien quy ch§
nay.

Dieu 4. Hieu trudng, giao vien, nhan vien c6 trach nhiem thi hanh quyk dinh
nay./.

Nffi nhan:

- Nhu Dieu 4;

-Liru: VT.

U TRirONG

™i Bicli Thuy



b) Xay dimg quy hoach phat trien nha trubng; lap ke hoach va to chuc thuc
hien k§ hoach day hoc, giao due; bao cao, danh gia k6t qua thuc hien truoc Hoi
dong truong va cac cap c6 tham quy en;

c) Thanh lap cac t6 chuyen mon, t6 van phong va cac hoi d6ng tu v4n trong
nha truong; bo nhiem to truong, to pho;

d) Phan cong, qu^ H, danh gia, xep loai; khen thuong, thi hanh ki luat d6i
voi giao vien, nhan vien theo quy dinh;

e) Quan li h^ chinh; quan 11 va su dung c6 hieu qua cac ngu6n tai chinh, tai
san cua nha truong;

f) Quan 11 hoc sinh va to chuc cac hoat dong giao due cua nha truong; tiep
nhan, gidi thieu hoc sinh chuyen truong; quy§t dinh khen thuong, ki luat, phe
duyet ket qua danh gia, xep loai, danh sach hoc sinh len lop, d lai Idp; td chuc
kiim tra, xac nhan viec hoan thanh chuong trinh tieu hoc cho hoc sinh trong nha
truong va cac ddi tugng khac tren dia ban truong phu trach;

g) Thuc hien quy chd dan chu co so va tao didu kien cho cac td chuc chinh tri
- xa hoi trong nha truong hoat dong nh&m nang cao chdt lugng giao due;

h) Thuc hien xa hoi hoa giao due, phdi hop td chuc, huy dong cac luc lugng
xa hdi cung tham gia hoat ddng giao due, phat huy vai tro cua nha truong doi vdi
cdng ddng.

2. Pham vi giai quydt cdng viec cua Hieu truong

a) Cdng viec thudc trach nhiem cua Hieu trudng, thudc ITnh vuc do Hieu
trudng true tiep phu trach theo quy dinh cua Quy chd nay va Quydt dinh ph^ cdng
cdng tac trong Ban Giam hieu;

b) Nhung cdng viec khac theo quy dinh cua phap luat hoac do lanh dao c4p
tren phan cdng.

\

^ 3. Nhung cdng viec can thao luan trong Ban Giam hieu trudc khi Hieu trudng
quyet dinh

a) Cac chuong trinh, kd hoach cdng tac; bao cao so kit, tong kit cua trudng;

b) Cdng tac td chuc bd may, nhan su, thi dua, khen thuong, ky luat cua
trudng theo quy dinh;

r  \

c) Cdng tac xa hdi hoa giao due, viec tiep nhan va su dung cac ngudn tm trg;

d) Nhung van de ve thuc hien cac chu truong, chinh sach cua Dang, Nha
nude va cac van ban quy pham phap luat cd lien quan den cac ITnh vuc quan ly cua
trudng;

e) Nhung vin dl kliac do Hieu trudng thiy can thiet phai dua ra thao luan.
4.^ Ddi vdi nhung vin dl quy dinh phai thao luan tap thi nhung cin quylt

dinh gap ma khdng cd dieu kien thao luan tap the: theo chi dao cua Hieu trudng,



QUY CHELAM VIEC
Cua can bo, giao vien, nhan vien trucrng tilu hoc Trirng viro'ng

(Ban hanh kem theo Quyet dinh so 192./QD-THTV ngdy 22 thdng 9 ndm 2023
cua Hieu truang truang tieu hoc Trung Vuang)

Chuwng I
QUY DINH CHUNG

Dieu L Pham vi va doi tiro'ng ap dung
1. Quy che nay quy djnh nguyen tie lam viec, ch6 do trach nhiem, quan he

cong tac va trinh tu giai quylt cong viec cua Trudng Tilu hoc Trung Vuang (sau
day goi tat la "truang" hoac "nha truang").

2. Quy chl nay ap dung d6i vdi moi can bo, vien chuc (bao gdm ca nhung
ngudi \km viec theo che do hop dong) va cac to chuc, ca nhan c6 quan he lam viec
vai trudng.

Dieu 2. Nguyen tac lam viec

1. Trudng \km viec theo ch% do thu trudng. Moi hoat dong cua nha tru'dng
phai tuan thu cac quy dinh cua phap luat, Quy chl lam viec cua nha trudng va cac
van ban quan ly. Can bp, vien chuc, nhan vien thupc trudng phai xu ly va giai
quylt cong viec dung trinh tu, thu tuc, pham vi trach nhiem, thdm quy6n.

2. Trong phan cong cong viec, mdi viec chi giao mot t6 hoac mot ca nh^ chu
tri giai quyet. To trudng phai chju trach nhiem chinh ve cong viec dupe giao.
Trong trudng hop Hieu trudng giao cong viec dd cho mot ngudi phu trach thi
ngudi dupe giao cong viec phai chiu trach nhiem vdi Hieu trudng.

3. Trinh tu, thu tuc va thdi han giai quyk cong viec phai bao dam tuan thu
theo^ dung Quy ch§ lam viec cua trudng, tru nhung cong viec dupe yeu c^u giki
quyet d muc dp "Khin", "Hda tdc".

4. Can bp quan ly nha trudng. To trudng phai bao dam phat buy nang luc va
sd trudng cua can bp, vien chuc, nhan vien hanh chinh va giao vien trong trudng;
d6 cao trach nhiem trong phdi hop cong tac, trao ddi thong tin giai quy§t cong viec
va trong mpi hoat dong theo chuc nang, nhiem vu, quy§n han dupe quy djnh.

5. Bao darn dan chu, ro rang, minh bach va hieu qua trong mpi hoat dong;
thudng xuyen diy manh cai each thu tuc hanh chinh, dan gian hoa cac thu tuc hMi
chinh, xay dung mdi trudng lam viec van hoa.

Chirang II
TRACH NHIEM, PHAM VI VA CACH THlTC

GIAI quyet CONG VIEC CUA CAN BO QUAn LY

Dieu 3. Trach nhiem, pham vi giai quyet cong viec cua Hieu trudng

1. Trach nhiem cua Hieu trudng

a) T6 chuc quan ly va didu h^h cac hoat dong va chiu trach nhiem vd chdt
lupng giao due cua trudng theo quy dinh cua phap luat, Didu le trudng tidu hpc va
cac van ban khac cua nganh Giao due va Dao tao.



2. Giai quyet mot so cong viec cap bach cua Hieu trucmg theo uy quyen cua
Hieu trudng.

3. Tiep nhan va qu^ ly ho so hoc sinh, tham miru cho Hieu truong trong viec
giai quyet tilp nh^ va cho hpc sinh chuyln truong theo dung quy dinh. Lap s6
dang bp theo doi hpc sinh, h6 so tuyin sinh dku cdp, danh sach hpc sinh hoan
thanh chuong trinh tieu hpc hang nam.

4. Theo doi so lieu hpc sinh hang thang, tong hop k6t qua khen thuong - ky
luat cong chuc, hpc sinh. Thuc hien cac mau thong ke tong hop cua nha trudng (thi
dua, ky luat, chdt lupng...).

Dieu 7. Cach thuc giai quyet cong viec cua Ban Giam hieu

1. Hieu trudng true tilp giai quy^t cong viec thupc th4m quyin va trach
nhiem cua minh bing van ban hoac pho bi^n true tilp cho tap the, ca nhan.

2. Hieu trudng thao luan vdi Pho Hieu trudng phu trach cac llnh vuc c6 lien
'9 f f r f f

quan de nghe y kien tham muxi, tu van trudc khi quyet dinh giai quyet nhirng van
de quan trpng, can thiet.

3. Hieu trudng trieu tap Hpi ddng tu wkn de nghe y kidn tham muu, tu vdn
/  * * r f \ \ f

trudc khi quyet dinh giai quyet nhung van de quan trpng, can thiet.

4. Hieu trudng hoac Pho Hieu tru'dng phu trach ITnh vuc phoi hop vdi ngudi
> 9 9 •> / \ 9 >

dung dau to chuc, doan the c6 lien quan de xu ly cac van de thupc thto quyen cua
trudng theo quy dinh.

6. Pho Hieu trudng phu trach ITnh vuc dupe Hieu trudng phan cong du cac
cupc hpp thay Hieu trudng, ndu khong du dupe phai bao cao dd Hieu trudng quyet
dinh.

7. Ngoai cac quy dinh neu tren, cac quy dinh cu the ve quan he lam viec giua
Hieu trudng va Pho Hieu trudng con dupe quy dinh trong Quydt dinh phan cong
cong viec cua Hieu trudng. Cac each thuc giai quyet cong viec khac ngoai quy

r  f

djnh tai Quy che nay do Hieu trucmg quyet dinh.

Chirong III
TRACK NHIfM, PH^lM VIVA CACH THtTC GlAl QUY^T

C6nG Vl£C CUA tO TRirdNG

Dieu 8. Quy dinh ve trach nhiem cua To truong
f  9 ^

1. Xay dung ke hoach hoat dpng chung cua to theo tuan, thang, nam hpc
nham thuc hien chuong trinh, ke hoach day hpc va hoat dpng giao due;

2. Thuc hien boi dudng chuyen mon, nghiep vu, kiem tra, danh gia chat
lupng, hieu qua giang day, giao due va quan li su dung sach, thidt hi cua cac thanh
vidn trong to theo kd hoach cua nha trudng;

3. Tham gia danh gia, xdp loai giao vidn theo quy djnh Chudn nghd nghiep
giao vidn tidu hpc;



T6 truong Van phong gui h6 sa, tM lieu dk idy y kiln cua Pho Hieu truong va t6ng
hop trinh Hieu truong xem xet, quydt dinh.

5. Ddi voi nhung van dh khong quy dinh phai thao luan trong tap thi Ban
Giam hieu: Hieu truong true tidp ra quydt dinh hoac uy quyen cho Pho Hieu
truong ra quydt dinh vd ITnh vuc dugc phan cong phu trach.

Didu 4. Trach nhiem, pham vi giai quyet cong viec cua Pho Hieu truing

1 .Trach nhiem giai quyet cong viec cua Pho Hieu truong

a) Chju trach nhiem didu hanh cong viec do Hieu truong phan cong;

b) Chi dao, kilm tra, don doc thuc hien cong viec trong cac ITnh vuc, ̂ iem
vu dugc phan cong phu trach; phan cong cong tac va tham gia danh gia ket qua
thuc hien nhiem vu doi voi cac vien chuc dugc phan cong phu trach;

c) Bao cao va chju trach nhiem trudc Hieu truong v6 kk qua cong viec quan
ly, dihu hanh cac ITnh vuc, cac cong viec dugc giao, dugc phan cong phu trach;

2. Pham vi giai quyet cong viec cua Pho Hieu truong

a) Cong viec thuoc trach nhiem theo quy dinh cua Quy chd nay va cac ITnh
vuc dugc Hieu truong phan cong phu trach theo Quydt dinh phan cong cong tac
trong timg nam hoc;

r

b) Nhiem vu thubng xuyen theo quy dinh cua Quy che hoat dgng chuyen mon
cua truong;

c) Nhung cong viec khac do Hieu tmong uy quydn.

Dieu 5. Trach nhiem, pham vi giai quydt cong viec cua Pho Hieu truo'ng
du'Oc Hieu tru'ong phan cong true Ban Giam hieu theo Ijch tudn cua tru'O'ng

Ngoai trach nhiem, pham vi giai quyet cong viec dugc quy dinh tai Dieu 6
cua Quy che nay, Pho Hieu truong dugc Hieu truong phm cong true Ban Giam
hieu theo lich tuan cua truong con c6 nhiem vu va quydn h^ sau:

\

1. Dugc Hieu truong uy quyen phan cong chi dao cac cong viec chung cua
truong va ky van ban thugc tham quyen cua Hieu truong khi Hieu truong vdng
mat.

2. Thay mat Hieu truong tham du cac cugc hop hoac giai quyet cac cong viec
khi Hieu truong vang mat.

Dieu 6. Trach nhiem, pham vi giai quyet cong viec cua Pho Hieu tru'O'ng
dugc Hieu truo'ng uy quyen phu trach khi Hieu tru'ong di cong tac

Ngoai trach nhiem, ph^ vi giai quyet cong viec dugc quy dinh tai Di§u 6
/  \

cua Quy che nay, Pho Hieu truong dugc Hieu truong uy quyen phu trach truong
f  \

khi Hieu truong di cong tac vang con c6 nhiem vu va quyen h^ sau:

1. Dugc Hieu truong uy quyen thay mat Hieu truong chi dao giai quyet cac
cong viec chung cua truong va ky van bka thugc tham quy6n cua Hieu truong khi
Hieu truong vang mat.



3. Hoc tap, ren luyen de nang cao sue khoe, trinh dp chinh tri, chuyen mon,
nghiep vu, d6i mai phuong phap gi^g day.

4. Tham gia cong tac ph6 cap giao due tilu hoc d dia phuorng.
5. Thuc hien nghia vu cong dan, cac quy djnh cua phap luat va cua ng^h,

cac quyet dinh cua Hieu trudng; nhan nhieni vu do Hieu tru'ong phan cong, chju su
ki§m tra, danh gia cua Hieu trudng va cac cap quan li giao due.

6. Phoi hop vdi Dpi Thieu nien Tien phong Ho Chi Minh, gia dinh hpc sinh
va cac to chuc xa hpi lien quan de to chuc hoat dpng giao due.

Di^u 11. Trach nhiem, pham vi va each thuc giai quyk cong viec cua
Tong phu trach

1. Lap k§ hoach hoat dpng Dpi va Sao nhi ddng theo hudng din cua Hpi
Ddng Dpi va Phong Giao due - Dao tao trinh Hieu trudng phe duyet.

2. T6 chuc cac hoat dpng Dpi va Sao nhi ddng theo quy dinh cua Hpi Ddng
Dpi va phong GD&DT.

3. Phdi hop vdi cac ban ng^h, ban dai dien cha me hpc sinh, giao vien chu
nhiem Idp td chuc hoat ddng c6 hieu qua.

4. La thudng true ban thi dua hpc sinh; Du thao kd hoach, ndi dung, chuin
danh gia cdng tac thi dua. Td chuc tridn khai, theo doi va danh gia thi dua hpc sinh
dinh ky va cac dot phong trao.

Didu 12. Trach nhiem, pham vi va each thirc giai quydt cdng viec cua vien
chuc, nhan vien hanh chinh

1. Nhan vien ke toan

1.1. Xay dung du toan, can ddi kinh phi, lap hd so tm chinh (sd theo doi,
chung tu thu, chi), bao cao quydt toan cac ngudn thu, chi trong va ngoai ngan sach
theo hudng dan cua cac cap c6 tham quyen de dam bao phuc vu cho cac boat ddng
cua nha trudng.

1.2. Tham niuu cho Hieu trudng quan ly thu chi dung chd dp, dam bao
nguyen tac tai chinh. Chi dupe phep chi khi ndi dung cdng vipc da c6 du toan va
dupe Hieu trudng duyet chi. Thuc hien day du va kip thdi che dp chinh sach cho
can bp, giao vien, nhan vien va hpc sinh. Chju trach nhiem quan ly, luu tru toan bp
hd so tai chinh.

1.3.Thuc hien che dp cdng Ichai tai chinh theo quy dinh

1.4. Lap sd quan ly tai san theo quy dinh.

2. Nhan vien thu quy

2.1. Thu, nhan tien trong va ngom ngan sach dupe cip hoac dupe thu kip thdi,
an to^ cac ngudn quy. Cap phat kinh phi khi c6 phieu chi lenh chi cua chu iki
khoan (phidu chi da c6 chu ky cua chu tai khoan va kd toan).



4.Thu:c hien cac bao cao, thdng ke theo yeu cku cua Ban giam hieu;
5.T6 chuc cac chuyen dh, thao gi^g, boat dong ngoai khoa, ngoai gia len lap

cua t6;

6. To chuc, diku khiln sinh hoat t6 dinh ky hai tudn mot \an.
Dieu 9. Quy dinh ph^m vi va each thuc giai quy6t cong viec cua To

truong

1. Can cu ke hoach day hoc va hoat dong giao due chung cua trudng, can cu
tinh hinh thuc te cua to, chu dong phoi hop vdi cac thanh vien cua to xay dyng ke
hoach giang day va hoat dong giao due cua t6.

2. Dugc CO ciu vao cac ban, hoi d6ng cua trudng theo quy dinh dk thuc hien
kiem tra, danh gia chdt lugmg, hieu qua giang day, giao due va cac hoat dong
khactheo ke hoach cua trudng.

^ 3. Chu trl ta chuc danh gia, x^p loai giao vien cua td theo quy dinh Chudn
nghe nghiep giao vien tiiu hoc.

4. Chu tri ta chuc sinh hoat chuyen mdn dinh ky theo quy dinh va cac cuoc
hop khac cua td theo chi dao cua Hieu trudng.

5. Chu tri cac budi td chuc thao giang, tridn khai cac chuyen dd bdi dudng
chuyen mdn cua td.

6. Thuc hien cac bao cao thdng ke, so ket, tdng ket ve cdng tac chuyen mdn
cua td.

7. Chu ddng giai quyet cac thac mac, kien nghi cua cac thanh vien trong td,
neu vugt ngoki thkm quydn thi dd nghi Hieu trudng giai quydt.

8. Tham gia dd xudt y kidn vdi trudng ve thuc hien cac chd do, chinh sach,
khen thudng, ky luat vidn chuc.

Chirong IV
TRACK NHIEM, PHAM VI VA CACH THlTC GIAI QUYET CONG VIEC

CUA VIEN CHlTC, NHAN VIEN TRONG TRiTOfNG

Dieu 10. Trach nhiem, pham vi va each thuc giai quyet cdng viec cua giao
vien

1. Giang day, giao due dam bao chit lugng theo chuong trinh giao due, kd
hoach day hoc; soan bai, Idn Idp, kidm tra, danh gia, xdp loai hoc sinh; quan li hoc
sinh trong cac hoat ddng giao dye do nha trudng td chuc; tham gia cac hoat ddng
chuydn mdn; chiu trach nhiem vd chit lugng, hieu qua giang day va giao due.

2. Trau ddi dao due, ndu cao tinh thin trach nhiem, giu gin phim chit, danh
du, uy tin cua nha giao; guong man trudc hoc sinh, thiuong ydu, ddi xu cdng bing
va tdn trong nhan each cua hgc sinh; bao vd cac quydn va Igi ich chinh dang cua
hgc sinh; doan kdt, giup do ddng nghiep.



5.3. Ph6i hop voi giao vien chu nhiem theo doi viec thyc hi|n npi quy hpc
sinh, xCr ly nhihig hoc sinh vi pham an ninh trat tu. Hu6ng dSn khach dSn lien h?
cong tac voi nha truemg, khong dd vac trudng nhttng ngudri say rugru, nguoi c6 thai
do khong dung.

5.4. Thirc hien ch6 do lam viec 24 gio/ngay. Tryc trdng va t6 chiic huong din
hoc sinh ra vao truemg, hudng dan phu huynh hoc sinh d$u xe dua don hoc sinh.

6. NhSn viSn ve sinh

6.1. Phyc vu nuoc uong cho can bo, giao vien, cong nhan vien va trong cac
cuoc hop lanh dao, hpp Hoi dong tu van. Hoi dong nha truong.

6.2. Quet don htog ngay cac phong ban giam hieu, Ito ve sinh sach se nha ve
sinh giao vien, cac hanh lang va sanh cua khu vuc hanh chinh, khuon vien truemg
hoc.

7. Nhan vien y te hoc duerng

7.1. C6 trach nhiem xay dung kl hoach cong tac nam hoc, tung hoc ky, timg
thang cu thS ve cong tac y tl truemg hpc, c6 lich kilm tra thucmg xuyen ve sinh
moi truong lop hoc, phong chiic nang, nha ve sinh, khuon vien trudng hoc.

7.2. H^g tuin true va theo d5i huong din hoc sinh chai rang va giO gin ve
sinh rang mifng.

7.3. Cham soc sire khoe, can do hang thang toan thi hoc sinh, theo doi va
thong bao kip thdi din phu huynh hpc sinh cac trudng hop hoc sinh bi b|nh.

Chuong V

QUAN HE CONG TAG TRONG TRITONG

Dilu 13. Quan he phoi hop giai quyet cong viec giihi cac t6 chuyen m6n
trong nhii trudng

/  / \

1. Khi thuc hien nhiem vu can c6 su' phoi hop lam viec, giai^ quyet cua nhieu
t6, Ban Giam hieuco th6 phan cong mot t6 chu tri hoac lam dku mdi dl thuc hien.

2. T6 dugc phan cong chu tri chiu trach nhiem chi^ v§ to^ bo qua trinh xu
ly cong viec, c6 trach nhiem trien khai, pho hien cac van de lien quan cho cac to
khac ph6i hop; cac td ph6i hop c6 trach nhiem tham gia y kien wh nhung noi dung
cong viec c6 lien quan den ITnh vuc t6 minh phu trach hoac cung cdp thong tin lien
quan den t6 chu tri bi8t dk t6 chuc thuc hien.

3. Doi voi nhung van de vuqt qua kha nang^ giai quyet thi To trudng chu tri
phai chu dong phdi hop voi cac td c6 lien quan dl bao cao xin y kien Hieu trudng
hoac Phd Hieu trudng phu trach xem xet, quyet dinh.

Diiu 14. Quan he gifra cac T6 trudng trong trudng

Mdi quan he giua cac Td trudng la quan he ddng cap, cung phdi hop thuc
hien nhiem vu quan ly do Hieu trudng, Phd Hieu trudng giao.



2.2. Co du h6 so, s5 sach theo doi thu, chi va cap nhat kip thai dung nguyen
tic tai chinh. H^g tudn, thang doi chilu so quy vai kk toan, h^g quy t6ng hop
kinh phi thu chi d§ ddi chi§u so quy va kiem tra quy tien mat de bao cao vai chu
tai khoan va thong bao cong khai kinh phi su dung.

2.3. Chiu su kikm tra cua Hieu truang va cung cdp diy du thong tin vai Ban
thanh tra nhan dan. Khi c6 doan thanh tra lam viec, c6 trach nhiem cung cap day

\

du cac chung tu theo yeu cau.

3. Nhan vien hanh chinh

3.1. In &i cac van ban cua nha truang, Chi bo, Cong doan, Doan thanh nien
khi CO ky duyet cua Hieu truang, Pho hieu truang.

f  / » •>

3.2. Tiep nhan cac van b^ den de chuyen cho Hieu truang hoac pho hieu
truang true lanh dao (khi hieu truang vang), doi vai van ban cua doan the nao thi
chuyen cho doan the do. Phat hanh v^ ban cua nha truang kip thai theo dung nai
nhan trong van ban. Cac van b^ d§n va di d§u dugc ghi vao s5, luu tru theo quy
dinh.

/  f

3.3. Qu^ ly va su dung dung nguyen tac con dau cua nha truang.

4. Nhan vien thiet bj - thu* vien
•» /

4.1. Tham muu vai lanh dao nha truang de xay dung va trang bi he thong
thi§t bi, d6 dung day hoc phuc vu cho viec giang day va thuc hanh cac mon hoc.

4.2. Quan ly, bao tri, ve sinh he thong thiet bi hi en c6. Huang dan cac to
chuyen mon su dung cac do dung day hoc theo yeu cau cua to chuyen mon va giao
vien gi^g day.

4.3. Can bo phu trach thilt bi- thu vien do giao vien kiem nhiem thuc hien
che do lam viec 40 gia/tuan.

4.4. Tham muu xay dimg ke hoach trang bj sach, bao, tap chi, thilt bj dto
bao nhu cau phuc vu nghien cmi, giang day cua giao vien va hoc tap cua hoc sinh.

4.5. Quan ly bao quan tot he thong sach, thiet bi thu vien theo dung quy dinh
va quy trinh ky thuat nghiep vu.

4.6. Xay dimg noi quy thu vien, quy dinh ve che do su dung sach, tai lieu,
thiet bj tao dieu kien cho giao vien, hoc sinh dugc nghien cuu, hgc tap.

5. Nhan vien bao ve

5.1. Bao quan an toan tai san, ca so vat chat va cac cong trinh cua nha truang.
Tai san trong phong hgc, phong \am viec phai lap phieu ke va ky giao nhan. Nhihig
tai san hi mat khong ro ly do hoac do thieu tinh than trach nhiem cua bao ve thi
phai chiu boi hoan. Thuc hien cong tac sua chua nho, cham soc he thong cay canh.

5.2. Dam bao an ninh trat tu trong nha truang, khi c6 dau hieu mat an ninh
\  •>

phai bao cao vai lanh dao dong thai lien he vai ca quan cong an de kip thai xu ly.
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5. Nguai dung dku to chu'c Cong doan, Doi Thieu nien tien phong Ho Chi
Minh dugc thain du cac cuoc hop giao ban, cuoc hop can bo chu chot cua nha
trubng; dugc tham du cac cuoc hgp, hoi nghi hoac dugc tham vdn truoc khi^ quyet
dinh cac vdn de c6 lien quan d8n quyen, nghla vu va Igi ich hgp phap cua to chuc
hoac cua doan vien, hgi vien; c6 quyen tham gia dong gop y kien vao viec xa^
dung muc tieu, ke hoach phat trien trudng; cac quy che, quy dinh chinh sach, che
do ap dung d6i voi vien chuc trong truong.

Chuo-ng VI

QUY DINH YE THOfI GIAN VA CHE BO LAM VIEC

Muc 1: DOI VOI CAN BO, VIEN CHU'C HANH CHINH

Di§u 19. Quy djnh chung
A

1. Can bg, vien chuc hanh chinh bao gom:

a) Hieu truong;

b) Pho Hieu tru'bng;

c) Vien chuc van phong;

e) Cac ca nhan khac dugc Hieu truong quy djnh lam viec theo chl do hanh
chinh;

2. Can bg, vien chuc hanh chinh phai thuc hien bang chdm cong hang thang
dk theo doi viec hoan thmh dinh muc thbi gian \km viec.

Biku 20. Che do va dinh mure thcri gian lam viec cua cong chirc, vien chuc
hanh chinh

1. Can bg, vien chuc hanh chinh lam viec theo ch6 do 40 gia/tu4n, 8
gio/ngay, theo quy dinh nhu sau:

a) Cac ngay lam viec trong tuan: Thu Hai, Thu Ba, Thu Tu, Thu Nam va Thu
Sau.

b) Thai gian lam viec trong ngay:

- Buoi sang tu 7g00 den 1 IgOO

- Buoi chieu tu 13g30 den 17g30

2. Can bg, vien chuc hanh chinh phai hoan thanh dinh muc thai gian Ikm viec
theo quy dinh neu tren.

Dieu 21. Ve chap hanh ky luat trong lam viec cua can bo, vien chuc hanh
chinh

1. Can bg, vien chuc hanh chinh c6 trach nhiem chdp hanh ky luat trong lam
viec theo quy che cua truong.

2. Truong thuc hien viec giam sat tuan thu ky luat lam viec cua can bg, vien
chuc hanh chinh thong qua Bang chdm cong va ki6m tra giam sat cua Td trudng



Dieu 15. Quan he cong tac giira To truo'ng va cac giao vien, vien chirc,
nhan vien hanh ehinh trong dan vj

1. T5 truong la nguai di6u h^h heat dong cua t6, cac thanh vien trong t6
phai chap hanh sir qu^ ly, phan cong cua To truong; neu giao vien, vien chuc
trong to CO y kien khac phai thong qua T6 truong dl d6 dat len lanh dao truong;
trudc khi c6 y kien cua lanh dao truong, van phai chip hanh su chi dao cua T6
truong.

2. Ngoai ra, giua T6 tiorong va cac giao vien, vien chuc trong truong giu m6i
quan he dong nghiep, hop tac trong cong viec,

Dieu 16. Quan he gifra Ban Giam hieu vo'i To truo'ng

1. Hieu truong b6 nhiem cac to truong dk giup thuc hien nhiem vu quan li
hoat dong chuyen mon (T6 truong chuyen mon) va phuc vu cho viec thuc hien
chuong trinh, kl hoach day hoc va hoat dong giao due cua nha truong (T6 truong
van phong).

2. T6 truong la cap thua hanh cac quy^t dinh quan ly cua Hieu truong, Pho
Hieu truong giup thuc hien nhiem vu quan li hoat dong chuyen mon va phuc vu
cho viec thuc hien chuong trinh, kg hoach day hoc va hoat dong giao due cua nha
truong.

Dieu 17. Quan he cong tac giua truo-ng vo'i Phong Giao due va Dao tao

1. Phong giao due va dao tao thuc hien chuc nang quan li nha nude doi vdi
nha truong.

2. M6i quan he giua Hieu truong vdi phong Giao due va Dao tao la mdi quan
h? giua ngudi dimg dku co quan nha nude cap dudi vdi co quan quan ly nha nude
cap tren.

Dieu 18. Cac quan he cong tac khac

1. Quan he cong tac giua Ban giam hieu vdi cac td chuc Cong doan, Doi
Thigu nien tign phong H6 Chi Minh, Ban Dai dien Cha me hoc sinh, ... trong
truong thuc hien theo cac quy djnh co lign quan cua nha nude, cua digu le cac t6
chuc nay va cua Truong.

2. Ban Giam hieu tao digu kien thuan loi cho cac to chuc thuc hien chuc
nang, nhiem vu, quygn han phu hop vdi digu le cua moi to chuc va chu truong, kg
hoach cua nha truong.

3. Hang nam. Ban Giam hieu lam viec vdi dai dien cac td chuc vg kg hoach
hoat dong; cac ndi dung phdi hop cua cac td chuc vdi hoat dong cua truong; ddng
thdi dam bao quygn va Igi ich hop phap cua doan vign, hoi vign theo quy dinh cua
phap luat,

4. Hieu truong giai quygt cac kign nghj cua cac td chuc, cua doan vign, hoi
vign trong cac cudc hop lign tich, dinh ky cua truong.
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2. Pho Hieu truong ky thay Hieu truaiig khi dugc Hieu truong uy quyin va
cac van ban thuoc ITnh vuc dugc phan cong phu trach.

Dieu 26. Trach nhiem cua Van thir trong viec nhan va ban hanh van ban.

1. Van thu chiu trach nhiem tiep nhan, trinh duyet, dang ky mgi van di va
den.

2. Van thu quan ly va su dung con diu dung nguyen tic quy dinh tai Nghi
djnh so 58/2001/ND-CP; Nghj dinh s6 110/2004/ND-CP va Nghi dinh s6
31/2009/ND-CP. * '

Chnung VIII
KE HOACH CONG TAG CUA TRI/dNG

Dieu 27. Cac ioai ke hoach cong tac

1. Ke ho^ch cong tac nam

a) Can cu vao K6 hoach thuc hien nhiem vu nam hgc cdp Tilu hoc cua Phong
Giao due va Dao tao, Hieu truong lap du thao K6 hoach cong tac
nam hoc cua truong. Du thao nay dugc lien tich truoTig tham gia dong gop y
kien, thOng nhdt cac chi tieu truoc khi trinh cho Phong Giao due va Dao tao duyet.

b) Sau khi K6 hoach narn hgc cua truong dugc Phong Giao due va Dao tao
duyet, Hieu truong t6 chuc triln khai din toan thi can bg, vien chuc va thong qua
truoc Hoi nghi nha giao, can bg quan li, nguoi lao dong hang nam,

c) Pho Hieu truong. To truong, phu trach cac bg phan can cu Ki hoach nam
hgc cua truong di xay dung hoach thuc hien nhiem vu nam hgc thugc ITnh vuc,
bo phan, to minh phu trach va trinh cho Hieu truong duyet vao dau nam hgc mdi.

d) M6i ca nhan cong chuc, vien chuc can cu Kg hoach nam hgc cua truong
va cua bg phan, to de xay dimg Ke hoach thuc hien nhiem vu nto hgc thugc ITnh
vuc, nhiem vu minh phu trach va trinh cho Pho Hieu truong phu trach ITnh vuc
cong tac dugc phan cong hoac t6 truong duyet vao diu nam hgc moi.

2. Ke hoach hoc ky

a) Can cu vao ke hoach cong tac nam hoc, kgt qua thuc hien nhiem vu cua
hgc ky truoc va cac nhiem vu moi phat sinh (ngu c6), Hieu truong lap Kg tioach
cong tac hgc ky cua truong. Kg hoach nay dugc trign khai dgn toan thg can bg,
vign chuc trong cugc hop toan thg nha truong sau khi kgt thuc mot hgc ky.

b) Pho Hi|u truong, T6 truong, phu trach cac bg phan can cu Kg hoach hgc
ky cua truong dg xay dung Kg hoach thuc hien nhiem vu n^n hgc thugc ITnh vuc,
bg phan, to minh phu trach va trinh cho Hieu trucmg duyet vao diu hgc ky mdi.

c) M6i ca nhan can bg, vign chuc can cu Kg hoach hgc ky cua truong va cua
bg phan, t6 dg xay dung Kg hoach thuc hien nhiem vu hgc ky thugc ITnh vuc,
nhiem vu minh phu trach va trinh cho Pho Hieu truong phu trach ITnh vuc cong tac
dugc phan cong hoac to truong duyet vao dau hgc ky mdi.

3. Ke hoach cong tac thang
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Van phong. Trong gia lam viec, can bo, vien chuc phai c6 mat tai vi tri lam viec va
dam bao thirc hien dung nhiem vu dugc phan cong; khong lam viec rieng.

3. T6 truang Van phong la ddu m6i quan ly, th6ng ke va bao cao viec tuan
thu ky luat lam viec cua can bo, vien chuc. Can bo, vien chuc v^g mat tai truang
do thuc hien nhiem vu khac hoac di cong tac phai bao cao Hieu truang.

4. Can bo, vien chuc h^h chinh vdng mat qua 30 phut tai truang dk thuc hien
cac cong viec khong c6 trong lich tuhn phai bao cao cho T5 tru<^g Van phong.

Muc 2: DOI V6l GIAO VIEN
^  '

Dieu 22. Che do va djnh muc thoi gian lam viec cua giao vien

1. Giao vien lam viec theo ch6 do 23 ti6t/tu4n, theo quy djnh nhu sau:
a) Cac ngay lam viec trong tuhn: Thu hai, Thu ba, Thu tu, Thu nam va Thu

sau.

b) Thai gian lam viec trong ngay

- Bu5i sang tu 7g00 din 1 IgOO

- Bu6i chilu tu 13g30 din 17g30

2. Giao vien bao dam thuc hien thai gian lam viec va dinh muc tilt day theo
quy dinh tai Dilu 5, Dilu 6 cua Thong tu s6 28/2009/TT-BGDDT ngay 21 thang
10 mm 2009 cua Bo Giao due va Dao tao.

Dilu 23. Ve chap hanh ky luat trong giang day cua giao vien
1. Giao vien lam viec theo gia day hoc nhung phai c6 mat tai trurag sam hon

it nhat 15 phut moi buoi de chuan bj cho cong viec.

2. Giao vien chip hanh viec gi^g day theo dung thai khoa bilu cua timg
khoi lop theo quy djnh cua truang.

3. Trong gia lam viec, giao vien phai c6 mat tai vi trf lam viec va dam bao
thuc hien dung nhiem vu giang day va giao due dugc phan cong; khong lam viec
rieng.

Chuong VII
QUY TRiNH VA CACH IHlTC GIAI QUYET VAN BAN hANH CHINH

Dieu 24. Quan ly van ban, ho so*, tai lieu va thu tuc trinh giai quyet cong
viec

Cong tac quan ly v^ ban, ho so, tai lieu va thu tuc trinh giai quyet van ban
hanh chinh dugc quy djnh tai Quy chl cong tac van thu, luu tru cua Truang Tilu
hoc Ly Thucmg Kiet.

Dieu 25. Tham quyen ky van ban cua Hieu truong, Pho Hieu truong

1. Hieu truang ky tat ca cac van ban cua truong ban hanh.



14

a) Hpp Ban Gidm hi|u ma rpng g6m Hieu truang, Pho hieu tnrang, cac T6
truang, to pho, Chii tjch Cong dote, Tdng phu trach, Bi thu Dote TN: khi duoc
Hieu truteg trieu tap.

r.- X I'? <Jteg su pham: it nhat 1 thang m6t Ite theo quy dinh cuaDieu IS truang Tieu hoc do Hieu truang chu tri

^ c)HgpchuySn mon truang tote thSgiao viende danh gia viec thuc
hien chuyen mon, chuyen dS thang qua, Iteg nghe y kite dong gop tCr do dinh ra
rihOng cong viec chu ySu thyc hien trong thteg tai, m6i thang hop 1 ite
do Pho Hieu truang chu tri.

d) Hop Hpi dong thi dua, khen thuang: hqp vte cu6i HKI va cu6i nam hqc
do Chu tich Hoi d6ng thi dua, khen thuang chu tri.

d) Hpp t6 van phong va cac t6 chuyen mon; hop it nhdt 2 Ite/thteg do T6
truang chu tri.

6. Hop dot xudt

^  a) Hieu trudng c6 thi trieu tap cac cuoc hop bit thuang khi cln thiit, thteh
phte du hop do Hieu truang quyit dinh.

b) T6 toang cac t6 chuyen m6n, t6 van phong t6 chuc hop khi c6 yeu clu
giai quyet cong viec va phai do Hieu trudng hoSc Pho Hieu trudng chi dao.

Dilu 30. C6ng tac chuin bj, td chiic hop, hoi nghj
1. Trien khai viec to chuc hop, hoi nghj

^ a) Ngudi chu tri hoi nghj, hop phai bo tri thai gian hop ly, phte cong ngudi
chute bj chuang trinh hqi nghj, cuoc hop;

b) T^i hoi nghj, cudc hop, ngudi chu tri dieu hteh hoi nghj, cuoc hop theo
chuang trinh du kite; niu c6 diiu chinh chuang trinh phai thdng bao dS ngudi du
hop biet;

c) Ngudi chu tri cuoc hpp phai kit iudn ro rteg vl cac noi dung, chuySn dl da
duqc thao lu^n trong hoi nghj, cudc hop.

2. Ghi hien ban va thdng bao kit qua hdi nghj, cudc hop
a)Ngudi chii tri noi dung hdi nghj, cudc hop chju trach nhiem cu thu ky ghi

bien ban va thdng bao y kiln ket lute cua lanh d^o trudng tai cupc hpp, hpi nghj.
b) Ngudi duac Hieu truteg phan cdng chd tri cac hdi nghj chuyen dl, cdc

cudc hop du thao thdng bao kit lute cua lanh dao truteg giai quylt cdng vide theo
ITnh vuc chuyen mdn phu trach.

3. Bao cao ket qua hdi nghj, hop

a) Phd Hieu truteg bao cao kit qua hdi nghj hoac cudc hop do ca nhte chii tri
vdi Hieu trudng sau khi hdi nghj kit thuc;

^  b) Ddi vdi hdi nghj, cudc hop do Itoh dao truteg uy quyln cho cac bd phte,
td chii tri, sau khi ket thuc, ngudi duac uy quyln phai bdo cao Hifu trudng hote
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a) Can cu vao K§ hoach cong tac hoc ky, kk qua thirc hien nhiem vu cua
thang truac va cac nhiem vu moi phat sinh (neu c6), Hieu truong lap Ke hoach
cong tac thang cua truong. K§ hoach nay dugc triln khai d§n toan the can bo, vien
chuc trong cuoc hop toan thi nha truong vao dhu moi thang.

b) Pho Hieu truong, T6 truong, phu trach cac bo phan can cu Ke hoach cong
tac hoc ky thuoc ITnh vuc, bo phan, t6 minh phu trach va K§ hoach cong tac thang
cua truong dl xay dimg K6 hoach cong tac thang gui cho T6 truong Van phong
tong hop va trinh cho Hieu truong duyet vao dau moi thang.

c) M6i ca nhan can bo, vien chuc can cu Ke hoach cong tac thang cua truong
va cua bo phan, td dl xay dimg Ke hoach cong tac thang thuoc ITnh vuc, nhiem vu
minh phu trach va trinh cho Pho Hi^u truong phu trach ITnh vuc cong tac dugc
phan cong hoac t6 truong duyet vao dau moi thang.

Dieu 28. Thee doi va danh gia ket qua thuc hien ke hoach cong tac

1. Hang thang, cu6i hoc ky, cu6i nam hoc va theo yeu cku cua Hieu truong,
Pho Hieu truong, cac bo phan. To truong bao cao ve ket qua thuc hien ke hoach
cong tac va cac cong viec dugc giao, nhung viec con t6n dgng, nguyen nhan va
hudng giai quylt; kiln nghi viec dilu chinh, bo sung kl hoach cong tac trong thoi
gian toi gui T6 truong Van phong de tong hgp trong bao cao cua truong. Kit qua
thuc hien kl hoach cong tac la mot tieu chi quan trgng de xem xet, danh gia viec
hoan thanh nhiem vu, binh xet thi dua doi vdi tap the va ca nhan trong truong.

2. Hieu truong va Pho Hieu truong true tilp phu trach c6 trach nhiem chi dao,
huong dan, kiem tra viec trien khai thuc hien kl hoach cong tac cua cac bg phan va
giao vien, nhan vien trong truong.

3. To truong giup Hieu truong, Pho hieu truong thubng xuyen theo doi, don
doc, tong hgp, bao cao kit qua thuc hien kl hoach cong tac cua cac bg phan va
giao vien, nh^ vien trong truong.

ChucngIX
TO CHirC CAC HOl NGHI VA CUOC HOP

•  • • •

Bieu 29. Cac loai hoi nghi va cuoc hop
•  • 9 • • •

1. Hoi nghi nha giao, can bg quan H, nguoi lao dgng: do Hieu truong va Chu
tich Cong doan phoi hgp to chuc vao diu m§i nto hgc theo quy dinh.

2. Hoi nghi so ket, tong ket danh gia tinh hinh thuc hien kl hoach cong tac
moi hgc ky, hang nam cua truong do Hieu truong chu tri.

3. Hoi nghi chuyen de: trien khai cac chuyen de, hoi nghi tap huan cong tac
chuyen mon trong pham vi toan truong do Hieu truong phan cong nguoi chu tri.

4. Hoi nghi cua cac tl chuc, doan thI trong truong: theo Dieu le va cac quy
dinh cua to chuc, doan the do nguoi dung dau cac to chuc, doan the chu tri.

5. Hgp djnh ky
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4. Cac to chu'c, doan the hoi hop, sinh hoat ngoai gio hanh chinh (Trong
truong hop can thi^t phai t6 chuc trong gid hanh chanh, phm xin y ki6n Hieu
tru'ong).

Chu'ong X
TIEP CONG DAN VA TIEP KHACH

Dieu 34. Cong tac tiep giao vien, nhan vien, hoc sinh, phu huynh va nhan
dan,... CO lien quan (goi tSt la tiep cong dan)

1. Hieu trudng, Pho Hieu truong thuc hien ti§p dan va giai quy^t cong viec
d6i voi giao vien, nhan vien, hpc sinh, cha me hoc sinh,... tai Van phong lam viec.

2. Giao vien chu nhiem ti0p va giai quylt cong viec d6i voi cha me hoc sinh
tai Phong giao vien, khong tilp va lam viec ngay tai lop hoc.

3. Can bo, vien chuc cua trudng trong Idii giao ti^p va ung xu vdi nhan dan
phai nha nhan, lang nghe y kien, giai thich, hudng dan rd r^g, cu the v6 cac quy
dinh lien quan den vdn de dang giai quydt; khong dugc c6 thai do hach dich,
nhung nhieu, gay kho khan, phidn ha khi thuc hien nhiem vu, khong tik 16 nhaug
van de thugc pham vi bao mat cua don vi, nha nude.

Dieu 35. Giai quyet khieu nai, to cao

1. Can bo, vien chuc c6 th6 su dung cac hinh thuc khidu nai: trinh bay trong
cac cuoc hop, trinh bay true ti6p vdi Hieu trudng, gui van ban khidu nai cho ban
Thanh tra nhan dan.

2. Ca nhan cd khidu nai, td cao phai thuc hien dung quy djnh cua Luat khilu
nai, Luat t6 cao.

3. Hieu trudng la ngudi phu trach giai quydt khidu nai, td cao tai don vj theo
dung trinh tu quy dinh cua Luat khidu nai, Luat td cao.

Chu'ong XI
DI CONG TAC trong Nlf(JC VA Nl/dC NGOAl

Dieu 36. Di cong tac trong nude

1. Moi trudng hop di cdng tac do ca quan cap tren trieu tap hoac do trudng
cu di deu phai dugc su phan cdng cua Hieu Trudng.

2. Can bd, giao vien, cdng nhan vien dugc cu di cdng tac, trudc khi di phai cd
su chuSn hi cho ngudi day thay, lam thay; khi di cdng tac vd phai bao cao kdt qua
cdng tac hoac truydn dat lai cac thdng tin cua chuydn cdng tac.

3. Hieu trudng di cdng tac nhidu ngay phai lam van ban uy quydn cho Pho
Hieu tru^g dam nhan nhiem vu qu^ ly, diku hanh thay trong thdi gian Hieu
trudng vdng mat.

Dieu 37. Di cdng tac nude ngoai
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Pho Hieu truang phu trach vh kk qua hoi nghi, cugc hop va nhung win vugt qua
tham quy6n giai quyet cua bo ph^, to de lanh dao truang xu ly kip thai.

4. Cac cong viec sau hoi nghi, hop

T6 truang cung cac bp phan, ca nhan c6 lien quan c6 trach nhiem td chuc
tri^n khai thirc hien nhung npi dung lanh dao truang da kk luan tai cac hoi nghj,
cupc hop; kiem tra, don doc, tong hop bao cao lanh dao truang ve ket qua thuc
hien ket luan do.

• ̂ / A ADieu 31. Cac cuoc hop do cap tren trieu tap hoac do co' quan khac moi

1. Hieu truang c6 trach nhiem tham du cac cupc hpp do Phong Giao due va
Dao tao va cac cupc hpp do cap tren trieu tap.

2. Trong truang hpp Hieu truang khong thi tham du dupe cac cupc hpp do
dp tren trieu tap; dugc su d6ng y cua ca quan trieu tap, Hieu truang uy quyhn cho
Pho Hieu truang du hpp thay. Pho Hieu truang dupe uy quyhn c6 trach nhiem bao
cao Hieu truang v§ npi dung, kk qua cua cupc hpp.

3. D6i vdi cac cupc hpp mai Hieu truang hoac dai dien lanh dao truang ma
khong thupc quy dinh tai khoan 1 Did nay, Hieu truang c6 thi di du hoac cu Pho
Hieu truang tham du. Pho^ Hieu truang dupe uy quyen c6 trach nhiem bao cao
Hieu truang ve npi dung, kk qua cua cupc hpp.

4. Oily mai dich danh Pho Hieu truang thi Pho Hieu truang di hpp. Trong
truang hpp khong th6 tham du dupe, Pho Hieu truang phai bao cho ca quan, dan
vi mai bi^t ly do va dk nghi nguai du thay. Nd dupe su ddng y cua nai mai, Pho
Hieu truang bao cao cho Hieu truang d§ phan cong nguai tham du. Nguai di du
thay CO trach nhiem bao cao kjp thai va xin y kien chi dao cua Hieu truang.

Dieu 32. Hop xu' ly cong viec thuong xuyen

1. Hieu truong hoac Pho Hieu truang phu trach ITnh vuc hpp vai cac thanh
vien Hpi ddn^ tu vd, cac bp phan c6 lien quan d6 nghe y kid tu vd, tham muu
truac khi quyet djnh giai quy^t cong viec.

2. Ban giam hieu hpp de giai quyet nhung cong viec can thao lu^ trudc khi
Hieu truang quy^t dinh.

Did 33. Ve ch§p hanh ky luat trong t5 chuc va tham du hop va hoi nghj
1. Cac cupc hpp, hpi nghj de giai quyet cac cong viec c6 tinh chat cap truong

phai len lich tud cua truong vaT6 truong Van phong thong bao cho cac to
truang bik npi dung, nguai chu tri, thanh phd, thai gian, dja di^m t5 chuc hpp.

2. Nguai du hpp phai dung thanh phd theo quy dinh, c6 trach nhiem dd du
hpp dung gia, dien thoai di dpng de a che dp im lang trong luc du hpp, hpi nghi;

3. Ca nhan dupe mai hoac trieu tap hpp nhung vi H do chinh dang khong thk
tham du phai bao cao Hieu truang hoac Pho Hieu truong chu tri va sau do c6 trach
nhiem linh hpi cac npi dung cua cupc hpp.



Chucng XIII

TRACH NHIEM THI HANH

Dieu 42. To chii'c thu'c hien Quy che

1. To truong c6 trach nhiem pho bien trien khai Quy che nay den vien chuc,
nhan vien, hpc sinh trong 16 da thirc hien;thuang xuyen don ddc, kilm tra viec thuc
hi^n Quy che lam viec cua truang va bao cao dinh ky hoac dot xu£t tinh hinh thirc
hien cho Hieu trumig.

2. Cac dan vi, ca nhan den lam^ viec vai truang c6 trach nhiem thuc hien
nghiem chinh cac quy dinh tai Quy che nay.

Dieu 43. Su'a dot, bo sung quy che

X  vuang mic hoac c6 vin de mai phat sinhcan sua doi, bo sung, cac dong chi T6 truang c6 trach nhiem 66 xu^t Hieu truang
xem xet, quyet dinh viec sua doi, bo sung cho phu hop vai tinh hinh thuc t6 cua
truang va cac quy dinh cua phap luat./.

.  JRiroiVG
Nou nhan:

- Phong GD&DT (b/c);
- Cac to chuyen mon (t/h);
- Lim: VT.

Dao Thi Bich Thuy
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1. Doan hoac ca nhan dugc cu di cong tac theo ke hoach da dugc cap tren phe
duy^t trong cac dir an, chuong trinh hop tac... phai c6 van ban cua c4p c6 th^m
quy^n noi ro wh muc di'ch, noi dung, thanh pMn, thai gian, dia dilm, chuong trinh,
ngu6n kinh phi gui cho Hieu truong bi8t de t6 chuc thuc hien.

2. Hieu truong cu d6i tugng di cong tac dung thanh phkn quy dinh, phu hgp
vdi noi dung, chuong trinh lam viec; nguon kinh phi su dung dung quy djnh vk
djnh muc va nguyen tic quan ly tai chinh.

Chuong XII
CHE DO BAG CAO, THONG TIN

Dieu 38. Che do bao cao thong tin cua Hieu truong

1. Hieu truong c6 trach nhiem bao cao, thong tin cho Phong Giao due va Dao
tao. Dang uy va Hoi d6ng truong theo quy dinh cua Di§u le truong tiku hoc, Quy
che to chuc va hoat dgng cua truong.

2. Trgc tilp thuc hien va chi dao cac bg phan thuc hien bao cao ve cac ITnh
vuc true tiip phu trach theo Di6u 4 cua quy chi nay.

3. T6 Van phong c6 trach nhiem la diu moi, ph6i hgp vdi cac bg phan lien
quan chuan bi va thuc hien cac bao cao cua Hieu truong theo quy dinh.

Dieu 39. Trach nhiem bao cao cua Pho Hieu truong vdi Hieu trudng

6. Bao cao wi tinh hinh thuc hien nhung cong viec thugc ITnh vuc dugc phan
cong phu trach theo Dieu 5 cua quy che nay, nhung viec vugt qua thim quy6n giai
quyet va nhung viec c^ xin y kiin Hieu truong.

7. Noi dung va ket qua cac hoi nghi, cuoc hgp dugc Hieu truong uy quyen

8. Nhung van de mdi nay sinh, van de dot xuat hoac nhung van de phuc ta^p,
nhay cam phat sinh trong qua trinh triln khai cong viec.

Dieu 40. Cac to bao cao Ban Giam hieu

l.Thu ki hoi ddng: chjii trach nhiem tdng hgp bao cao k^t qua cong tac thang
cua cac bg phan gui ve Hieu truong vao ngay 20 h^ng thang.

Dieu 41. Cung cap thong tin \e hoat dong cua truong

1.Wi viec phat ngon, cung cip thong tin cho bao chi
Hieu truong la ngudi phat ngon, cung dp thong tin chinh thuc cua truong

cho bao chi.

2. Trao d6i, dua thong tin tren c6ng thong tin dien tu cua truong.
Viec cap nhat thong tin tren website c6ng thong tin dien tu cua truong phai

chip hanh cac quy dinh cua phap luat wi dang tin tren Internet va cac quy dinh lien
quan cua truong.


