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HIEU TRI,ONG TRUONG THCS LV THU'ONG KIET
Cdn ct? Quyit dinh sii ZOA/?O-SGOOT ngdy 13/a2/1997 ciia Sd- Gid.o d.uc

vd Ddo tao tinh Quting Nam ti vigc thdnh liip Tru:dng Trung hpc co sd Ly
Thfing l(i€t;
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pho thong va tnrd.ng pho thong co nhidu ctip hoc ban hdnh kitl? rheo Thong tu .o
32/2020/TT-BGDET ngdy 15/9/2020 cin 86 trudng 86 Gido duc vd Ddo tao;

Cdn cti vito tinh hinh thuc td cia nhd tradttg.

QUYITDINH:
Didu l Ban hdnh kdm theo Quy6t dinh ndy QLry ch6 idm vi6c crla Tnrdng

THCS Lli Thudng Ki6t.

Didu 2. Cric b6 ph6n, c6c t6 c6ng tdc, cdn bd, gi6o vi€n, nh6n vi6n TrLLdng
THCS Lj Thudng Ki6t cdn cir quy6t dinh thi hdnh.
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UBND HUYEN THANG BiNH
TRUONG THCS LV THUONC KIET

CONG HOA )L( HQI CIT[, NGHIA VI].ST NAM

D6c lAp - Tu do - Hanh phriQ

s

QUY CHT, LAM VIfC
TRTIO'NG THCS Lf THIJONG KIET

(Ban hdnh kim theo Quy& dinh sil 15 /QD-LTK' ngity 3J thring 8 ndm 2021 ctitr

HiQu truitng Tnrdng THCS Lt Thucng KiAt)

Phin I
CAC CO SO XAY DUNG QUY CHf

Cdn cti Bd Ludt lao d6ng ndm 2012;

Cdn ci LuAt gido t)qtc ndm 2005 vd Ludt sua ddi m6t sii diiu c{ta LuQt

giao dtrc ndm 2009;

Cdn cu Lu NiAn ch*c ndm 20l9;

Cdn cti Nghi quy6t 41/2A00/QH10 vi thu'c hiQn phii cQp gido duc trung

hoc cct s6;

C(tn cLi Thons rr sd ZStzOOg TT-BCDDT ngdy 2 t l0'200a crta Bo tryctng

Bo Giao dt.rc uit Dio tao vi viec ban hdnh Quy dinh vi chd do ldm viic doi v6i

gido vi1n phti th6ng;

Cdn ctt Th6ng tu s6 32/2020/T"|\BGDET ngdy 15 thdng 9 ndm 2020 cua

BA tultong BO Gido"d1tc vtr Ddo tqo vi vi€c ban hdnh diiu lQ tnrdng Trung hoc

co s&, THPT vd trlrdng phd th6ng c6 nhi€u cdp hpc;

Cdn cft Quyit dlnh sli 04/2-AAA/QD-BGDDT ngdv.01/3/2000 cua Be

truhng BQ Gido'i1rc vd Dito tqo ve vidc ban hdnh Qtty chi thltc hiQn (ldn chi'!

trong clic hoat ddng c{ta nhit trudng;

Cdn cdt theo tinh hinh thac ti! nhd.tnrdng.

Phin II
MVC DiCH )LAY DUNG QTrv CHT

- PhAn dinh rd chric ning, nhiQm w, quyi:n hpn vi tr6ch nhiQm cira HiQu

tru'ong vd Ph6 Hi6u truong:

- Phdn dinh 16 chric n6ng, nhiQm v9, quydn han vd trich nhiOm cua cric td'

b6 phdn cong tdc:

- Xay duns m6i quan hq giira HiQu tru6ng, Ph6 HiQu trudng, c5c t6' bQ

phin c6ng i6c, ca"c t6 chuc doAnlhC vi crin bQ, girio vi0n, nh6n vi0n (viAn chii'c)

trong don vi.

- Hodn chinh co c6u t6 chuc dO hoat dQng c6 hiQu qui theo chirc ndng vd

nhidrn r u cua don v!

LI
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Phdn III
NOI DUNG QUY CH6

Chunng I
NHLING QUY DINH CHUNG

Didu 1. Phgm vi tlidu chinh

Quy che na} quy dirh nguyan [rc; phal.r vi tr6ch nhi€m, I€ l6i ldm vi6c,
quan hC c6ng t6c v,i trinh tu tht tuc gidi quytit cOng viCc cta don vi; m5i li6n he
v6i c6c ngdnh Ii6n quan trong c6ng tdc phoi hgp thuc hien nhi.;rn vu cta Trudng
THCS Lf Thudng I(€t.

Didu 2. Nguydn tic lim viQc cta Trulng TIJCS Lf Thu.dng Ki6t
Trubng TI{CS Lj Thudng Ki6t lim vi€c theo c6c nguydn tic sau:

L. I udn JIlu nguydn tic tap trung dan chir vd thqc hiQn che dQ thir trudllg,
bdo ddm su di€u hinh thong llr6t cua H..j-r rr.ring doi vni cdc linh vLrc cong rii
cta trulng theo quy dinli tai didu 10.

2. Thuc hi6n su phan c6ng, phdn nhifm rO rdng, minh b4ch, d6 cao trdch
nhi6m, ph6t huy tinh chri dong, s6ng tao cira don vi, ttng cri nidn trong giii.:1
qtlyet c6ng viec theo drhng thdm quy6n duoc gieo; d6ng thdi b6o din.r su ph6i
hgp.c6ng t6c ch6t che, trao d6i th6ng tin, tuong tr.o giLip dd nhau trong girii
quy6t c6ng vi6c.

3. TuAn thir trinh tu, thil tuc vd thoi han gidi quyilt c6ng vi€c theo quy
dinh cria phrip lu{t; theo chuong trinh, nghi qu.r ir. ke hoach cotrg tdc cua truong
vi su chi dao cta Tru6ng phdng Gi6o dpc vi Ddo tao.

Chu'ong Il
TRACH NHIIM COA HIB.U TRUONG, PH6 HIEU TRTIONG,

CAN BO. VIT,N CITtiC

Didu 3. Hi6u tru'6ng

1. Hi6u truong ld ngudi dirng dau don Yi. chiu trlich nhi6m qudn ly dieLr

hdnh moi hoat dQng cita don vi theo chii dQ thit truo'ng trdn co sd ph6t huy din
chi vir quy6n ldn.r chu cira crin bQ, gido vi€n, nhAn vi0n; chiu trdch nhi€m truoc
Tru6ng phdng Gi6o duc vd Ddo t4o vd qurn 1( nhi truong cdc linh vuc thu6c
,l : .,

tharn quyen, chuc nAng, nhiim vu qLiy6n h4n theo quy dinh tai di6u 16 trud.ng
trung hoc co sd vd qLry dinh cira phfp ludt.

2. Hieu trLlong trr,rc ri6p giri quyet cdc c6rrg r.ic saL. dar:

a) C6c c6ng vi6c thu6c linh vuc c6ng tric do HiAu truong phu triich.
i^b) Giai quyet mot so viec tuy di phAn c6ng cho Ph6 Hi6u tnrdng nhung

Hi6r: trudng thAy cAn thi6t phrii giai quy6t vi tinh chdt quan trqng vi c6p b6ch
cua cong tdc Irodc do Pho Hiiu rrrro-ng duoc phdn cong L;ng nrAt:
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,c) Chi dao thuc hi6n c6c nhidm vu dot xu6t do Phong Girio dqc ho{c lSnh

dao cAp tr6n ph6n c6ng;

3. Trong qu6 trinh giii qry6t.6tg vi6c, thgc hi0n cdc nhi€m vp cluo. c

giao, HiQu tru6ng ph6i ho-p v6i Cdp u! vd c6c T6 chtc dodn th6 td chirc thuc
hlen tot quy che dan chu o dorr vr.

4. HiCu huong chiu tr6ch.nhiQm tru6c 15nh d4o c6p tr'6n vd tru6c ph6p
ludt khi c6 nhnng kluyiit di6m vd quirn Ij vn de xay ra tinh trang vi pham phdp
lu4t, c6c quy dinh cta ngAnh, tham nhfrng, quan 1i6u, ldng phi gdy thi6t hai trong
dm vi thu6c quy€n qudn Ij cira trudng.

5. Hi6u tru6ng phdn c6ng Ph6 Hi€u trudng phr,r trich mQt sd tir.rh ru.
c6ng t6c trong qu5 trinh thuc hi€n nhi6m vp dugc giao.

Lti r dng mir, Hieu trLLung uli quy6n cho Ph6 Hicu tru6ng chi dao, 16nh

dao cdc hoat d6ng cta don vi vd girii quyCt cdng viCc thu6c linl.r vuc i'1i0u tr-uong
phu tdch.

Diiu d. Ph6 Hi6u trurlng

. 1. Ph6 Hieu truorg dugc HiQu trudng phan cdng tryc tiiip phr.r trich, m6t
s.l lrri r-uc c6ng tec; chi dao, theo d6i, ki6m tra hoqrt dQng cta mOt s6 t6, b6
p:i:l r'i giai quyet c6c c6ng vi6c kh6c do Hi6u tru6ng giao.

:. Khi girii quydt cong vifc dugc ph6n c6ng, Ph6 Hi0u truong nh6n danh

Fii: m:ong vi cl.riu tr6c1.r nl.ri0n.r tlu6c Hi€u trudng vC viQc giti quy6t c6ng vi6c
aa.

3. Ph6 Hi€u truorg c6 tr6ch nhi6m:

a) Chi dao, d6n d6c, ki6m tra c6c t6, bO phan hong vi6c t6 chuc thuc hi€n
:ic rhi3m vu thu6c linh vpc cdng t6c dugc phin c6ng;

b; Bdo cdo, xin j kien chr dao cta HiQu tnr6r.rg tru6c khi gi6i quydt cdc
', :- ;: qu.n rrgng. phuc tap. lidn quan d6n.co chd. chinh sich rd c6c t6n di rlri
liir quan di6n.r cta don vi trudc Idnh dao cip t€n;

c) Bio cdo HiQu truong vd tinh hlnh gi6i quy6t c6ng vi0c thuQc phqm vi
c::oc phin c6ng phu tr6ch;

d) Thay m{t HiQu trudng kj c6c vdn bin thuQc linh vgc n.rinh phU tr6ch.

. ,+. Ph6 HiQu truong chiu tr6ch nhi6m truoc Hiau trudng, trudc ldnh clao

cip tr€n vir tlu6c phip luAt khi c6 nhfrng khuyOt di6m vE qudn lli vd d6 xtiy ra
lirh uang vi ph4m ph6p luQt, c6c quy dinh cta ngdnh, tham nhflng, quan li€u,

96l rhidt hai trong linh wc c6ng t6c o dcm vi duqc Hi€u truong ph6n c6ng phu
trdch:

Lhi ving mlt 01 ng,ry trd 16n Ph6 Hi6u trudng b6o crio Hi6u trumrg dO

Hi6u trudng didu hdnh thay.

md
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Didu 5. T6 tru6'ng

1. To truong ginp Hiqu truong thuc hi6n chiLc ndng qudn Ii t6, chiu tr6ch
nhi€m tru6c Hi6u tru6ng vd td chuc, chi dao thuc hien c6c nhiQm vu. quyin b:n
cua tO vC ti€n d6, chdt luong, hiQu qui thqc hi6n c6c nhiQur vq dugc giao; ph6i
ho. p v6i c6c t6 kh6c, c6c t6 chric doin the trong nhi trudng thuc hiQn c5c chuorg
trinh kC hoach hoat dQng cta t6 vd cta cric dodn th6.

2. To truong phii chiLr trri.ch nhi€m trudc Hi€u trudng khi c6 nhirns
khLryiit di6m vd quin l1i vd d6 xiy ra tinh trang vi pham ph6p luQt, c6c quy dinlr
cta ngdnh, quan li€u, than.r nhfrng, l6ng phi, g6y thi6t hai tlong t0.

3. To truong giLrp r,iec lenh dao truorg c6 c6c nhi6m vu, quy6n han sau:

a) ChLi done tham rnur Hiiu truong hoic Pho l-lidu truong truc ticp phu
trdch vii vi6c thuc hi€n nhiQm lu thuoc chuc nirg nhiem vu cta t6; xAy dung k€
hoach nhi6m vu ffong linh vuc chu16n non r,i to clruc thuc hidn sau khi c1A

duoc FIi6u tru6ng phd du1,€1.

b) Giirp Hi0u trudng hu6ng d5n, d6n d6c thuc hiQn nhiem vn thudc linh
vuc cira td; ph6n c6ng nhi€m vu, chi dao su ph6i hop, ki€rn tra d6n d6c vi6c thuc
hi6n c6ng vi6c cria td ph6 vd c6c thanh vi6n khdc cta t6.

c) Dai dien cho t6 trong quan h6 c6ng tdc vdi c5c t6 khec trong viQc t6
chric thuc hi6n nhi€m vu iluoc giao,

d) Quan lf vi6n chirc cta t6. quin lj su dLrng co hieu qLrd tdi sin dugc
giao, brio ddrn thuc hien qny che d6n chfr trong t6 chirc vir hoat d6ng crla 16, thUc
hiQn ch6 dd th6ng tin b6o c6o theo quy dinl

d) Thuc hi€n c6c nhi6m vu kh6c do Hi€u ruong phdn c6ng;

4. To pho Id nguoi gitp vi€c T6 trudng. \hi€m vu cua T6 ph6 do T6
truong phdn cong: thay m5t To rruong qudn (. C;iu hi.rh cdc c6ng r idc cLla ro
khi T6 truong vang mait; nhdn danh Td tru6rg riai quydt cdc c0ng viQc thu6c
linh vuc duoc phdn c6ng phu tr6ch, ddng thoi chlu t:ach nhi6m tru6c T6 truong
v6 viQc giiii quy6t cric c6ng vi6c d6.

Didu 6. Trrich nhiQm cria vi6n chri'c

.1. Vi6n chirc trong don vi co quy6n va nglria rl theo quy dinh cta phrip
Iuat vC vion chtc.

2. Vi€n chfc dugc tham gia vio hoat d6ng quin 1! ciia don vi; ttidn nghi
v6i ldnh dao c6c bi6n phdp tl.ruc hi6n c6 hi6u qui cd.c chuolg trinh, k6 ho4ch cta, : , ,,,
don vi, bdo dim cdc quyen, Igi ich ho. p ph5p cua vi3n chirc trong don vi.

3. Trong l<hi thi hinh nhi6m vg vidn chuc phii rriit dd phuc ting su chi
d4o cta Hi6u trudng,,Ph6 Hi6u tru6ng va chiu trdch nhiqm tru6c Hi6u tru6ng,
Ph6 Hi6u tru6ng v€ k6t qua thuc hi6n nhiQm vu.

4. Vi0n chuc c6 tr6ch nhi6m thuc hiQn nhidm iu dLLng quy ch6, ch6p hdnh
nghiern tic che do liur viec theo quy dinh cria 86 luit lao d6ng vi c6c vin bAn
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luat vi6n chfc; tl.rudng xuy6n tu ph€ binh vd ph6 binh, ddu tranh ch6ng ti6u cuc,
tich cuc x6.y dung don vi dat chuin vdn h6a; don vi doan k6t, trong sach, v{lng
manh.

5. Vi6n chtc phdi chiu trrich nhi6m tru6c HiCu truong, Ph6 FIi6u truolg
vd truoc phdp luet va nhimg hinh vi vi pham phrip luat, tham nhing, quan li0u,
ldng phi ldm dnti hudng d6n uy tin don vi.

Chu'o'ng III
NHIEN{ \TU CUA HIEU TRIJONG, PHO HIEU TRU6NG,

CAN BO. VII,N CH{IC
Diiu 7. Hi6u tru6ng

1. Chiu trich nii6m quin l1i vd didu hanh todn bQ c6c hoat d6ng cria nhri
truong theo c6c quy dinl cria phap ludt; Eidu le truong trung hoc co sd, tr.ubng
trung hoc ph6 thdng vd lrudng pho thong c6 nhieu cdp hoc; phu triich chung,
truc tiio phu tr6ch m6t s6 linh vuc c6ng tAc:

- C6ng tdc chinh tri tu tuong, b6o v€ n6i b6; c6ng tlic t6 chric-cdn b6.

- ( ong ldc tuyen srnh. trep nlran. chuyen Iop. chuyen rrLrdng cua hoc sinh.

- Quy5t dinh thdnh l4p HQi d6ng khor hoc, HQi ddng thi dLra-ldren thrrong,
rr: i6ne k, Iudt vd m6t sii h6i ddng, ban, tti tu vdn khdc theo y€u ciu cu th6 ctl
-.::-_-:ong vi.^c.

- C6ng t6c kt5 hoach, tdi chinh, tdi sin, phdng ch6ng b6o lut.

- COng tac ddi n6i, dtli ngoai, Qu6c phdng-An ninh, CNTT.

- Qudn lj c6n b6, giSo vi€n, nhdn vi0n, qurin lyi chuy6n m6n, phdn c6ng
:i::: -ic. ki€m tra, d6nh gi6 vi€c thuc hi€n nhi6m vU cila ph6 Hi€u trudng, gi6o
',::r. r:\in li6n.

- ThLrc hi€n c6c chi5 d6 chinh sich cta Nhi nu6c d5i v6i giao vien, nh6n
',:i::. hoc sinh. t6 chitc thuc hi6n quy ch6 dan cht trong hoai d6ng cria nhd
:::o: _r,

i. Hi.:u tru&ng thudng xuydn git m6i quan h6 v6i Phdng Gi6o dqc vd
3:c ro Thing Binh; c6c phdng, ban cira huyCn; Ddng uj,, HDND, UBND xd
B::: Ta: cdc ban, nginh, h6i dodn th6 cta x5.

. 3. Hidu tru<rng cht X'i c6c h6i nghi, hop 1i6n tich, giao ban hdng th6ng,
;:ir: Ldni dao, Bi thu chi b6 Ering, Cht tich C6ng doan, T6ng phU trAch d6i,
r-: kj hOi d6ng nhi trudng; c6c h6i nghi so k6q t6ng k6t, nang th6ng, hdng k!
cu: co quan. Ph6 Hi6u trudng thay mit -Flieu tluong diiu hanh c6ng viOc cua
nLi trudrg khi duoc uj quy0n.

.1. Cht tdi khorin.

;cd

t(l
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Didu 8. Ph6 Hi6u truing
1. Phu tr6cli chuy€n m6n, tham muu, giirp viQc cho Higu truong quydt

dinh c5c nhi6m vu vd hoat d6ng chuyen m6n trorg nhd trudng cU the Dhu strLr:

- Lip ke hoach chuvdn rron { Phin cong giang day)

- Lip k6 horch len lop ciia gido vien 11 hoi khod bierr.l

- Kidrn tla chuy6n rn6n: Ki€m tra s0 di6m, s6 c6 nh6n, bdi soAn, ke hoach
giing d4y cLia gi6o vi6n, s6 du gid, s6 tu 1i6u. Ki6mta s6 di6m lon, ki6m t,'a s6

dAu bdi, ki€m tra vi0c sir dung d6 dirng {ay hOc, ki6m tra thi nghi6m, tl.tr vi€n.
Ki6n.r tra vi6c vdo di6m dLing, sai quy ch€, kiem tm viCc thuc hi0n chuong llinh
(dirng, dri, nhanh, chAm). Ki€m tra cdc gid day tr€n 16p cua gi6o viOn theo phi€u
l{]ern ffa gto day thong nhat.

- Ldn ki5 ho4ch t6 chric c6c k! thi cta trudlrg trong nim hgc.

- Lqrp ke horch kiem tra hoqt dQng su pham nhd gi6o, ki6m tra n€ n€p
trong c5c hoat d6ng chuy6n rr6n cria nhd trudrg. Quirn I1i nd nilp gi6o vi€n, hoc
sinh.

- Dd xuat cd,c bien phdp c1u6n Ij d6 ndng cao ch6t luq ng gid d4y, chdt
lugng mtii nhon, chAt luong dai trd.

. - Tham muu viQc nh{n xdt ddnh gid gi6o vi€n vd trinh.d6 nghidp vu, tinh
th6n tr6ch nhi6m crla gi6o vi6n trong c6ng t6c chuv€n m6n d6 Hi6u tru6ng nhdn
x6t, d6nh gi6 can b6 haing ndm.

--.i,,,.i- Viet bdo c5o so k6t, tdng k6t chuydn m6n theo hu6ng ddn cta phdng d€

b6o c6o hi6u tru6ng, b6o c6o trong c6c cuQc hgp co'quan.

- Quiin lf, chi dao c6ng t6c chuy6n m6n: rheo ddi hoat dQng o cdc to
chuy6n m6n; kli hoc b4.

2. Phu trrich hoat ddng gi5o dpc ngodi gio 13n ldp, PCGD, co siy vdt chit,
lao ddng huong nghiqp, dry nghd vir c6ng tdc chu nhi6rn l6p; c6ng t6c khuy€n
hqc, hQi chir th6p d6, y t5 hoc dr:dng.

3. L6n ki5 hoach, t6 chiLc thuc hi6n vd hoin .-l:rnh ho siy cic cu6c vdn d6ng
"Hgc tirp vd ldn.r theo dm guong dqo dlic Hd Chi \Iinh", "M6i thiy, c6 gi6o ld
mQt t6m guong dao dirc, tu hoc vd s6ng teo", phorg triro thi dua "Xdy dung
trudng hoc hanli phfc".

4. Ph6 Hi6u 1ru6ng thudng xuy6n git,rol qu'.', he r r.ri BCH C
Doin TN. Doi TN. lien he chdr chE voi h6i phu l-. rr Ln 61 Lh6ng nhdt
ph6i ho. p gi6o dpc giira gia dinh, nhd trudng vd xa ho:.

Diilu 9. T6ng phu tr{ch rlQi

ong
ke

dodn,
hoach

. - Phq trdch c6ng t5c D6i thi6u ni6n (L6n kj ::::h ndrn, hoc kj,, thdng,
tuin); tham mrru Trudng ban IIDGDNGLL l€n -l ::.:h hoat d6ng girio duc
ngodi gid 16n 16p. Tri6n khai c6c hoat d6ng E6i r:c.=- :-::-: nudng. Quan lf, theo
d6i t6ng hop thi dua hdng tuin, hing th6ng, giria c:-: -- '
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- Didu hdnh chiro cd, nhAn xdt hoat d6ng thi dua dudi cd. To chuc cic
cu6c thi trong hoc sinh. T6 chric hoc sinh tham gia cdc hoat d6ng vdn ho6, vin
ngh6, thd duc th€ thao, hoat d6ng gi6o duc ngoii gio 16n l6p, hOi vui hoc tip, cdc
ciu 1ac b6, w...6 nhd trudng vd dia phuong.

Didu 10. T6 truOng t6 chuyGn m6n
, .^ , I '- X-r lynq \ a rhuc hiin ke hoach hoar done chung cua to. hunng dcr r,i)

dLmg r i quan 111' k6 hoach cd rAn cua t6 vi€n theo k6 hoqrch day hoc, phin ph<li
chuong trinh vd c6c hoat d6ng gi6o dgc khdc cLia nhd truurg;

- lo ch[c boi dudng chuyen mon vi nshiep rrt tlrarn sir dilnh gid. xdp.^ : :
ioAi cac th,lnh vidrl ctc to theo quy dinh cta Chu6n ngh€ nghi6p gi6o vi6n trung
hgc vd c6c quy dinh khric hi6n hinh;

Didu 11. T6 ph6 t6 chuyEn m6n vir nh6m truong b6 m6n
,:..,.- 1o pho chuyEn rnon theo su phdn c6r.rg cria t6 tru6ng vd giitp td trudDg

trong \iec di6u hdnh c6c hoat d6ng chuy€n m6n.

- \hom lruong bo rnon do ro r ien gioi LhieLr. duoc to chulen mon nltit Llr.

Nh6m trudng 16p k6 hoach hoat dQng chu1,€n m6n nh6m bQ m6n, truc ti5p phu
Iroc" ,inh ho:rt nhom theo yeu cdu cua r6 r.uone. pho hidrr rruong.

Diiu 12. Tii tru'6ng vin phdng

. - Xu) dqng vir thuc hi€r kd hoach hoat d6ng v5n thu, ke to6n, thir qu!, y
ti truong hgc vd nhAn vi6n kh6c, huong drn xdy dung vi quan l;! k6 hoqcl., cri
nhSn cua to vlen theo ke hoaclr.

Di6u 13. Gi{o vi6n bQ m6n

- I Iruc hien nglriem chrnh su phan cong chtr,ven rron cua td.

- Day loc vi giSo duc theo chuong trinh, kli hoach gi6o dr.rc. Vio s6 didrn,
ghi hoc ba ddy d[r, ra vdo lop dLing gid.

. - Rdn luyQn d4o dirc, hoc tip vln hod. boi duOng chuyen mon, nghiCp vu,
d€ n6ng cao chAt luong, hi6u qui giing day vi gi6o duc.

. - Nghiem tuc thuc hien qu1 ch6 chuyin rnon: sorn giang. cham bai. rio
dirrn. biin soan d6. nop d6, rnr lran Od. Olp en. bieu di6rn dr'rng thni hqrn. ThrLc
hi€n nghia vu c6ng din, git gin uy tin phin chdt nhd gi6o, thgc hiQn c6 hiQu qud
45 phtt tr'€n 16p, .d6i m6i phuong phdp day hoc, ung dung CNTT vdo soan
gi6ng. bi6n soan d6, c6ng di6n.r, x€p loai vd c6c th6ng tin tr6n mang phuc vu cho
cong Lac sidng d,1y: (huc hien rot nd n6p $ cuong truong lroc.

- Tham gia c6ng t6c ph6 cAp theo su chi tlao vi phAn c6ng cua T6 c6ng
tdc ph6 cdp.

, ' .l- Khong ldrieu nai vuot cap; tham gia gi6o duc dao dirc hgc sinh vA cdc
hoqt d6ng ri h6i,
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-?h5i ho-p v6i gi5o vi€n cht nhi6m, c6c gi6o vi0n khdc, gia dinh hoc sinh,
DQi thi6u ni6n trong day hoc vi gido duc hoc sinh.

- Thuc hi6n nghidm tirc mgi quyiit di,,h cira Hi6u tlu6ng vdi chiu su kienr
fta cria HiCu trudng vd c6c c6p quin lli gi6o duc.

Didu 14. Giio vi6n chii nhiQm

, -, Quin lf gi6o duc l.roc sinh cr.ia l6p, tich cqc hQc t6p vd tu du&ng dao dirc.
Ndm bit tu tu6ng, nguyQn vong hoc sinh, kh6ng d6 hoc sinh b6 hgc.

- C6 nhi6m vu t6 chr?c hoc sinh tham gia ho4t d6ng Dodn, D6i, hoat d6ng
gi6o duc ngodi gid l€n 16p.

- Phdi hop voi gia diuh, thudng xuydn th6ng brio tinh hinh hgc sinh cho
cha m9 hoc sinh bi6t dd quln ly hgc sinh hoc t6p tu dudng 6 nhri.

-l , , ,- To chuc du) lri ntoi hoot dorrg cua ldp.

.- NhAn x6t, d6nh gi5 vd x6p loai hoc sinh hing th6ng, cu6i kj,vi cu6i nem
hqc d6 nghi khen thudlg vd kj. lu{t hoc sini, d€ nghi danh s6ch hgc sinh dugc
16n l6p thdng, phii ki6m tra lai, phii rdn iuyQn th€m trong hd, n lai lnp, hoAn

, i ,,1
chinh viEc ghi so diem va hoc b4 cria hoc sinh. D6i vdi GVCN lop 9 ph6i hodn
thanh vi6c xdc ldp ho so xdt tot nghi€p THCS vd tuy€n sjnh vdo l6p 10.

Di6u 15. Gi6o vi6n phq trich phdng b6 m6n, r.i tinh

Truc tidp qLran l1i phdng hoc b6 m6n, phdng vi tirrh; 10n k6 hoqch, mua
slm, v€ sinh, b6o tri, b6o dudng, lti€n tra. sii chira, rhanh Jy may vi tinh, thi6t
bi, DDDH, hoa chit thur:ns xuyen; kip thdi phdt hi.6n nhiing su c6 h6ng h6c cira
miiy, <li6u tra nguy6n nh6n, b5o c6o, d€ xudt HiQu tluong giii quy0t.

Didu 16. Yi6n chf.c thi6t bi

- Quan lli toin b6 trang rhi5r bi day hoc cu- nha rruong (co k6 horch hoat
dQng n6m, hoc kj,, th6ng, hAng tuAn), chuAn bi vd phu giirp cho gi6o vi6n day
hqc.

, ^ , ; , . . ,:- Ldn J<d hoach ngxy tir dau ndm mua sdtn ;i-c d6 dimg day hoc, thi€t bi,
th6ng qua k6 todn l6p k6 hoach tdi chinh trinh Hieu :ruong.

l^,- Co dny dt ho so so sdch, 16 rang, ddy dt. clr tiit dtng quy dinh cta c6p
tr6n.

- Hd tro giilo vi6n cdc tidt Lhi nghi€nr rhuc l-'--.-..

Didu 17. Vi6n chric thu'viQn

- Phu tr'6ch thu viQn nhi trudng (C6 k6 hoach l:oat d6ng cria thu vi€n ki5

noach ca rarn. hoc ky. thcng. tuarr.).

- L6n k6 hoach mua s6n, srich phuc vu cho gir.g da1, vd l.roc t6p cira gi6o
viOn vir hoc sinh, du tri kinh phi gti Hi6u tlu6ng.

^ , ,, , .l i .,- Qudn Iy cic ho so cdp phrlt cho girio vi6n.
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- Co day du ho so theo quy dinh ghi chdp sach s€, 16 rdng, chi ti6t, d6y dt
theo dring quy dinh cta cdp tr6n. Moi thdng gioi thieu siich cho hqc sinh I ldn.

Diiru 18. Vnn th6 m!
- Xdy dung ke hoqch vi triCn ldai c6c hoat d6ng vin ngh6, th6 duc, th€

thao, vudn trudng.

- T4rc quan, trang tri c6c ngay t6. hoi. cec ngary ki ni6rn lich sir, xiy dung
m6i tnrdng cdnh quan su phan.

Didu 19. Ban qu6n sinh

Ban quan sinh c6 tr6ch nhiem xiy dung k€ hoach, n6i dung chuong trinh
cOng tric nhiim:

,i,,-,:,t,- Qudn lj. ddnh gid. x€p loai thi dua hoc "inh. ne n6p hoat dong hoc sinlr
truoc. tlong va sau gio hoc. d6 xuar xu I1i hoc sinh vi pharn ki Iuitl

- NgEn chin ngudi la m[t vi kh6ng c6 tr.ich n]ri6m vdo khu vuc tludng
ldm anh hu6ng d6n an todn, an ninh hat tU:

- Ddm brio trudng hoc an toan, vin hoa. vcn minh, Iich su IE phdp;
-.1 .. , ,^,- ( hl dao dreu hdnh doi sao do hoqr dQng:

Di6u 20. Giio vi6n phg trich ph6 cip gi6o duc TTICS
, " ,:,- L€n k6 hoach to chuc thuc hidn. lirn bdo cio thong ke. hdi hop nirn bit

.,:-r: cli dao d6 tri€n khai kip thdi.
^ -: ,, ,I- C6 ddy dLi ho so pho cflp theo quy dir.rh (sach s6, 16 rdng, d6y dt, chi

-, ,^,,.i -^ - : , ,, . :- I heo dor llren dong sr so cac lop lrong tung luan. lung lhang.

- ) hucmg xuyen cip nhar rhong rin ph6 cdp.

^ .- 86o crio kip thdi cho Hi6u trudng, Ban chi dpo PCGD vd c6p tr6n khi
)eu cau.

Ei6u 21. Gi6o vi6n phg trich CSVC
^ ', |,

Thuong xuyen co kd hoqch ki6m tra, ki6m kC d€ xu6t mua sin.r, sira chfta,
tha1.thd, thanh l1i tdi san, thi6t bi, co s6 v{t ch6t.

Diiu 22. K6 torln

- Xdy dung k6 hoach thu, chi tdi chinh trong nliL trudng.

- Kiim tra, hodn thi6n chfng tt thu chi tdi chinh trinh Hi6u tru&ng ph6
duyQt.

- Kip thdi b6o c6o Hi6u tru6ng s6 du tAi chinh vd chi phi ph6t sinh hing
th6ng, quf.

)
I
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- Hing th6ng t6 chLlc ki6m tra vi€c thu quj cua c6c lop vd b6o cdo thu.,:,
chi, so du cdc loai qu!. Tong hop kC hoach chi ti0u cila c6c t0, c6c bd phin, l€n
ki5 hoach tdi chinh trinh Hi6u tru6ng.

- C6c chirng tt c6 1i6n quan d6n tidn phai c6 thdi gian dii cho Hi6u trudng
xem xdt trt met sO trudng ho. p dac bi6t.

Eiiu 23. Tht qu!
- Larn trdn nhidur vu tht quy cua nhd trudng, thu vi qudLn lf c6c lo4i qu!,

ctng kd todn can d6i quy thu chi.

- Hcng thdng tong hop, b6o c6o s6 luo-ng ti€r.r mdt cta c6c lop n6p v6 vd
si5 du qu! dii cho k6 to6n b6o c6o Hi6u trudng.

- Thu quj chr duo-c phdt tien khi c6 phi0u chi hodc phi6u tam ring do Higu
truong kyi duy€t.

- Khi phdt tien. thu oLri reu ciu ngudi linh ti6n phAi lcj vdo chring tir k6
todn vi kj vio s0 chi cha tht qu! (chir j kh6ng cho nhAn ti6n thay n6u kh6ng
dugc uj' quy0n).

Didu 24, Nhin vi6n vin thu

- Quan lj ri r,rc hien so ding bo r i cic loai so rheo qrrl dirrh tai Didu ld
nl.rd trudng.

^:- Diu gin sdng va chidu rnd rnqng theo d6i c6c cOng vdn grii d€n in ra
trinh Hi0u trudng d6 tri6n khai.

.,i _ , ,
- Nhnn, gui, cdc vdn ban den, vdn bin di, giao cdng vin cho tit c6 c6c b6

ph{n, c6 nhdn trong nhi tludng.

- Quin ly, cep ph6t vnn bang, giAy chung nhAn, h6 so, s6 di6m, hoc ba cta
hoc sinh.

- Luu trir vi theo ddi hgc sinh chuy6n di, chuy6n d6n, b6 hgc, khen
thudng, k! ludt.

Didu 25. Nhin vi6n bio vQ, phgc vg

- NhAn vi6n b6o v6 c6 mitt 24124 gid trong ngAy, c6 tr'6ch nhiQm giir gin
an ninh trat tu, khu vuc trong vd ngdi c6ng truong hoc, kl.r6ng d6 tinh trang hoc
sinh tip trung tru6c c6ng truong ldm tn tdc giao th6ng. Dim bio an todn cho
hgc sinh hoc tap trong ngdy, bio vE tii san nhir trudng. Tluc ti6p giii quy6t
nhirng su vi6c d6t xuat xay ra trong nh?r trudng nhu: hoc sinh vi pham kli luAt,
hgc sinh 6m dau, hgc sinh gdp vi6c bdt thudrg... Qudn lf todn bQ tiri s6n cta
gi6o vi6n vd hgc sinh trong ldru vr:c nhd ludng. B6o c6o kip thdi cho HiQu
trudng ddi v6i nhflng vi6c x6y ra trong nhd trudng.

- NhAn vi6n phuc vp thudng xuy6n dim bao canh quang ra6i trudng s4ch

dep, chim s6c cAy xanh; v6 sinh, phuc vq nuoc uong lin-h dao, cdc phdng hop.
Cdc cong trinh vd sinh lu6n duoc sach sd. klrong gir o nhii.n.
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Chuo'ng IV
LE L6I LAM VIEC

Didu 26. t6 tiii tlm vi6c ciia HiQu tru6ng, ph6 Hi6u tru6.ng

1. Hi6u truong, Ph6 hi6u hudng chi dao didu hinh hoat clQng cLia don vi
theo nslr' q.r-r-1. ke hoech. l'clr l.im riic: xu 11 cong viec trdn co "o ho so clc
nghi cira t6 tluong; d6i vdi nhimg rrin ai. t;on quariaen rrghi quy€t, k6 hoach
cong t.ic mrng rinh phuc rep co nhieu 1i kidn kldc nhcu rhi Hieu rr.uong ro chirc
hop di tham khzio 1; kien rruoc khi quyir dinh.

2. Hiou tru6ng th6ng tin kip thdi cho Ph6 Hi6u rrudng v6 c6c cht truong
chinh s6ch cira Eing, phip ludt c[ra Nhd mrdc, nhirng vdn de lenh dao, chi dao
cira ngdnh, cta l6nh dao cric c6p li6n quan d6n linh vrc c6ng t6c cta don vi.

i. Ph6 Hi6u tru6ng chiu tr6ch lhi6rn truiic HiQu trudng vd vi6c chi dao,
don doc. l<iirn tra cac ro. bo phdn cong t6c c1o rninh phu rriich: co rriich nhiirn de
xuat 1_kiin vcri Hifu rruong v€ ridc ddnlr giri cin bu riin chuc. r6 viic qr1
hoach. bo nhidrn. di€u ddng, luan chuyen. khen rhrro-ng. ky luir.

4. Khi cin thi6t, Hi6u truong, Ph6 Hi0u trudng y€u ciu cric t6, b6 phen
c6ng t6c b6o c6o vd c6ng vi6c duo.c phdn c6ng thuc hiEn.

Diiu 27. Li l6i lim vi6c cua T6 rruo.ng

l. flenco.sochuongrrinir.kihoech. liclr f.im riic di dLroc phi duyrr. Io
truorg gidi quy€t c6ng vi€c theo dirng chtc ning, nhi6m vu, thAm quydn cta
minh. thuong xuy6n b6o c6o., xin )i kien Hi.;rL truong, pho Hiiu trudng vd vi€c
thuc hr6n cric nhi€m vu cira t6.

2. Trong.qu6 trinh giei quyet cong vidc, neu phdt sinh vin d6 m6i, kh6
khin, r uong rnAc, To truong phii klp thdi xin j ki6n chi dqo cila Hi6u truong,
Ph6 Hi€u trudng. Trudng ho. p y ki6n cua mlnh kh6c v6i f ki6n chi dao cta ph6
Hi0u nudng phu trdch, iO trudng ph6i ch6p hirnh j ki6n chi dao cua ph6 H;eu
trudng vi b6o c6o Hi€u trudng y ki6n cta trinh.

i. KJri giri qu)el cdng viec co lien quan din su plroi lrol voi cric ro khic
th) To tru6rg duoc chu tr.i phii trao d6i th6ng nh6t v6i Tii trudng phoi lrot;
truong hgp cii y ki6n khhc nhau thi T6 trudng duoc chu tri b6o c6o HiQu trLLong,
Ph6 Hr€u trudng quy6t dinh.

. +. lrong huung hgp \'5ng mdt tn6t ngiy trd l6n, Td trudng ui quyCn cho
T6 ph6 hoic mQt vi6n chuc khdc trong t6 minh (irai chua c6 Td ph6) thuc hi€n
nhi6m vu, quy6n han cua mini yd beo;1o ph6 Hi6u truong phu ti6ch hodc Hi6u,ltuolg vd srr uj quydn do. Dolg thdi th6ng b6o viQc v6ng m{t v6i Hi6u truong,
Ph6 HiCu tru6ng.



Chu'o'ng Y

KE HoACH YA cHf, D0 cONG rAc
Muc 1

xA.v nqtvc x-6 HOACH coNG rAc
Eidu 28. Cric loli k6 ho4ch

L Kd hoach cong tic cua nha trutorrg lHi.' trtrcng) gorn co: l(d lroach
chi6n luoc hirng nim, hoc k!, th6ng vdL hing tudn.

2. Ke hoach cong tic cara c6c b6 phin (cfuLyAn nfin, LI)i-GDNGLL, thu
viin. rhiet bi-phdng bo mon. q.uan :inh. loo ,lons-CSI 0 gdrn: K6 hoach hing
nIm, hoc k!, thdng vd hdng tuAn tr6n co so cu th€ ho6 k6 hoach c6ng t6c cria nhd
truong va Ph6 HiQu truring phu ttich \n;tt cq.

l. Ke hoach cong tic cua c6c t6 gdn.r: k6 hoach hirng ndm, hoc kj,, thdng
vd hdng tu6n tren co sd cu thC ho5 k€ hoach c6ng tdc cha nhd trudng, Ph6 Hi€u
tru0ng.

Diiu 29, Trinh tu xiy dqrng k0 hogch c6ng tic cur nhi trudng

l. Trinh tu xAy dung ke hoach nim. hoc $:
a)Theo dinl hu6ng noi durrg. cht dao cua H.iu rruong cdc b6 phdn. cdc ro

cong tdc d9 Jti6n xdy dung ki hoach c6r'rg t6c nim tru6c 15 ngdy t6 chirc HQi
nghi nhd gi6o vi lao d6ng hdng nim; nQi rlung kti hoach cdng t6c hoc kjr tru6c
15 ngay H6i nghi so k6t hoc kj I hdng ndm.

b) Du kiiln k6 ho4ch c6ng t5c nim, kil hoach c6ng ttic hoc kjr cira cic b6
phd.n, cdc to cong tic duoc liy y ki6n cita cdc thdnh vidn tlong b6 phAn, t6 c6ng
t6c.

, ,. ^. ':,c) Thrt h1i hQi ddng tntdng hodn chinh k6 hoacli c6ng t6c n6m, hoc kj, cira
nhd trudng trdn co so yf kiiin thanr gia cria li6n ttch, c6c b0 phin, c6c t6 c6ng t6c
trinh Hi6u trudng hodn chinh, th6ng qua h6i nghi todn th6 nhd gi6o vd lao d6ng
(Ctin b0, vi€n cht?c) tru6c khi ph6t hdnh c16n c6c b6 phdn, cdc t5 c6ng t6c i!6 t6
chrlc thpc hi6n.

2. Trinh tu xey dung kti hoach thdng:

a)Neirv 20 d6n ngdv 24 hing rhang nhung pha. rrLroc n3ay thu 6 cua tudn
cu6i th6ng cic t6 chuydn m6n gui du ki6n kO hoach c6ng r5c cira t6 v0 Ph6 Hi6r-r

trudng d€ xiy dung k6 hoach c6ng tdc th6ng cira b6 phin chuy6n m6n, Ph6 HiQu
truong t6ng ho-p trinh Hi6u trudng truoc khi clua ra ldl j kien tei phi€n hop li6n
tich vdo ngiy thu 6 cua trran cuoi thrinp vr ki horch rh"no- cua trrrong duoc hoan
chinh th6ng qua tai cu6c hop LIdi d6ng gi6o dUc nhe trudrg dAu thlng.

, ,'i,b) I(e hoach cong tdc thring cua cric bQ phqn, cdc t6 c6ng t6c duoc xdy
dung trdn k€ hoach c6ng t6c lhdng cta nhd trudng vii duoc hodn thi6n sau cu6c
hop H6i d6ng gi6o duc nhd trudng tlAu th6ng, 01 ngdy.

t3
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.. c) I(: hoach cdng t6c th6ng cua cdc bQ ph4n. cic to cong tic dugc phAn

dinl theo ttng tuan c6ng tic cq the co thoi gian, noi dung, giii phdp, pham vi
d6i ruo. ng thuc hien.

3. 1 r'irri tu xiy dung l<e hoach tuan:

Tr6n co sd k6 hoach c0ng tdc thdng ciic bo phdn, cdc to c6ng t6c phin
r'tjrh cu th6.n6i dung c6c c6ng vigc hdLng tuin va dieu chinh b6 sung kip thdi vrio

kC ho4ch hdng tuAn nh[rg c6ng viec ph6t sinh.

Cac loai kd hoach cong tac clugc th6 1.ri6n qua h6 thong s6 s6ch luu hi1r,d
ni6n.r y6t, c6ng khai t4i nu-i quy dilh di cin bo, vien chuc tidn theo d6i thuc
hi6n.

Dii,u 30. T6 chri'c thqc hiQn k6 hogch c6ng tdc

1. Hi0u tru6ng chi dao chung viec thuc hidn ltd hoach c6ng t6c cha

trudng.

HiQu tludng, Ph6 FIi6u tnrnng chi dao viQc thuc hi6n ki5 hoach c6ng tric

theo cdc linb. vuc duoc phin c6ng php trrich.

2. Ph6 Hieu huorg t6 chirc thqc hiQn ki! hoach c6ng t6c cua b6 phdn minh
d6,m b6Lo theo dLing k6 hoach, ti6n tlo, chdt luolg, hi6u qua cong tdc. N€u c6 sLL

di€u chinh k0 hoach c6ng t6c thl brio c6o FIiQu truong quy6t dinh.

3. Phu tr6cl.r c6c b6 phdn khac, t6 truong cic to cong tdc to chirc thqc hi6n

ki hoach corrg tic cua bo plrin. to minh rlarn bao theo dirng chrrong (rinh. k6

hoach, tirin dq, ch6t tuq"g, hi€u qud c6ng t6c. N6u co sp didu chinh kii hoach

c6ng tiic thi b6o c6o Hi6u trudng, Ph6 HiQu tru6ng quydt dinh.
, .1. ,,i. .

Trudng hoo co su thal doi ke hoach c6ng tdc cur trubng, lich cdng trc
cua ldnh dao trucrng, Thu kf hQi dong truong hoac Vdn thu thong b6o kip thdi
den c-rc bo pllan. cac lo cong lac lren qurn.

Mgc 2

CHI, DO xULf vA BAN HANH Y.q,N TAN

Diiu 31. Ti6p nhin, xir lf vi ban hirnh viin bin

.I C6ng vin tdi liQu cua nganh,-cdc dcin vi, oi nhdn gui,d6n tludng (t/rdng

qua drdng buu diQn, chuy2n tu1tc tidp hocjc qua kdnh diiu lnnh c6ng t/rc c a
ngdnh) duoc vdn thu ti6p nh4n.

2. VIn thu trudng c6 trdch nhi0m:

a) Chuyen ngay nhirng r, dLn bdn chi dqo c0a nganh, ldnh dqo c6c cip d6n

HiQu trudng d6 Hi6u trudng xem xdt, xu lli chuy€n gieo cho Pho Hi6u tru6ng
ho[c php tr.ich c6c bQ phf,n li6n cluan giii quydt. NhtLng van ban kh6c chuy6n

d6n c6c d6i tuong c6 li6n quan d0 giii quy6t theo thAm quydn.

b) tuu trD. rheo ddi. don cloc riQc giiri quldt rdn ban gui .ddn. bdo cio
Hi6u trudlg c6c c6ng vi€c phdt sinh vi cdc c6ng viQc giai quy6t trong tuen.

_tt

'Ji

lc



15

H-ing tudn I6p danh mgc vin ban d6n c6 tinll ch6t lanh cl1o, chi dao c[ra co quan

c6p tr€n vi kOt quri xri ly cric vdn bdn d6 d6 b6o c6o Hi6u tru6ng.

Didu 32. Ban hinh vin brin

Vi€c ban hdnh vin ban thuQc thAm quydn crla l{i€u trucrng, Ph6 Hi6u
trudng. Cdc bQ ph;rn c6 tr6ch nhiQm xAy dtmg vd hoin chinh dlr thao b6o crio

Hi€u trudng, Ph6 Hi0u tru6ng phu tr6ch ki ban hdnh theo quy dinh.

Muc 3

CHT Do HOI NGHI vA HQP

Didu 33. T6 chrtc hQi ngtri vi hop

1. Nghi€m tirc thuc hien quy dinh cria c6c c6p vd chii dO hQi hop. Hi0u
tru6ng quy€t dinh tli6u tip c6c cudc hop dinh Iq,hoaic al6t xuat.

. 2. C6 nhAn clq hqp phAi di dfng gid, dia di6m theo giSy mdi hop hodc theo
k6 hoach c6ng t6c vd chuAn bi nQi dung ph6t bi€u 1i ki€n, tham du nghi€m ttc tai
cuQc hgp; trudng h . p kh6ng th6 dy hgp c6 1j do chinh tl6ng thi bio c6o lAnh

dao, ngud'i chir tri cu6c. hop rdi u1i nhi6m cho ngudi khSc clu thay fudu c6) vit
phii chiu trich nhiQm v6 j ki6n cia ngudi duoc uy nhi€m.

Eiilu 34. Hgp lnnh tllo
l. Ldnh dqo hgp mdi thdng hai ldn vdo ngdy lim vi€c cl6u tuen; ffudng

hq? dic bi6t c6 thi: hop vho c6c ngirv khdc trong tuaLr do Hjeu lrLrong quy6t dinh.
Ngoii ra, ltu.rh dao tn"rdng c6 th6 hop trdt tlrtrdng theo y6u ciu cta HiQu tru'dng
hodc dC xuit cira Ph6 Hi6u tlu6ng d€ giii quy€t c6ng viQc m6i ph6t sinh, d6t
xudt.

2. Thdnh phin hgp l6nh dao g6m Hieu trrrong. Pho Hifu nuong; h.gp ldnh

dao md r6ng gdm Hicu tru6ng, Ph6 Hi€u tnr6ng, Cht tich C6ng dodn, Ti5ng phLr

tr6ch D6i vd Chi bO Dang, vi6n chr-lc phu tr6ch c6c b6 phAn ki6c c6 1i6n quan

d6n chir truong, n6i dung cu6c hop c6 th6 duoc mdi tham du theo y6u cau cua
Hi6u trudng.

3. N6i dung hop:

a) Thong tin vd tinh hinh thyc hiQn nhiQm vu c6ng t6c cua trudng lr'ong
ttin(thAng), k6t qua c6ng vi6c di girii quy6t vd du ki6n c6ng vi€c cua
tudn (thdng) sau.

b.1 Thao lu4n vi cbo 1i kien vE c6c biQn ph6p giai quydt nhtng kh6 khdn,
vu6ng mic vd t6 clrtc thqc hiQn nhiQm vu cta tluong: cdc v6n dd do Ph6 Hi6u
truong brio cdo xin 1i' kiOn Hi6u trudng vd c6c v6n d6 kh6c Hi6u hu6ng xdt thAy

c6n phii liy j ki6n t{p

Hidu tnrong cht tri k6r lLrin cudc hop.
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Diiu 35. Ilgp Ii6n tich

1. MOi th6ng hop li€n tich clinh ky nrot Iin vio sau ky hop hang th6ng cira
.:: -. d.ro lr.ror)g. Truong hol dec bi.jt co the hop dot xuat theo ydu ciu cua Hiirr
::ifirg.

l. Thanh phin hop lien tich g6m HiCu truo-ng, Ph6 Hi€u truong, Chir tich
Cong doirn, T6ng phu trrich D6i, Td truong cdc to corg tdc; hop_ Ii€n tich mo
r.irg g6m Hi6u trudng, Ph6 Hi6u rruong, Chri tich Cong doin. Tdng phu tr6ch
Da:. TO trudng, T6 ph6 c6c t6 cOng t6c ve Chi b6 Dang, vi6n chric phu tr6ch cric
bo phin kh6c theo y6u c6u cira Hi6u tluong; trudng hop T6 trudng c6 li do
c-nirh d6ng v6ng mdt thi b6o c6o lanh dao trudng vd uli nhi€m c6p Ph6 du thay
t " r,."i cltitt trdch nhiim v6 1i kien cua ngrroi do.

.ChAm nh6t 3 ngdy tru6c ngiy hqp, To truong chu16n mon phrii giri b6o
cao ket qua cong t6c thdng va du ki6n c6ng t6c thdng sau cira t6 vd Ph6 ]Iieu
trudngi T6 trudng vin phdng phii giri b6o c5o k€t qua c6ng t6c th6ng vd du ki6n
cone tdc thdng sxu cua t6 ve Htdu tru6ng; Ph6 Hi6u tludng t6ng ho. p bdo c6o
Hi.;u tluong vio ngay ke tidp de chudn bi n6i dur.rg chuong trinh cu6c hop;

4. N6i dung hop:

a) Kiim diem ket qud ruc hi6n c6ng t6c cira th6ng hop vd du ki6n
chuong tlinlr c6ng tdc cria th6r.rg sau.

b) Gia' quyet nhing vuong m6c ph6t sinh, nhirng ki6n nghj, de xuat cta
cdc t6, bd phen trong qud trinh thuc hi6n nhi6m vu cira trudng;

c) Thdng b6o c6c chinh s6ch, chLL truong rroi cua Dang, Nhd nu6c diic'; -l , ..^biit Ia nhtng van de co lien quan d6n t6 chuc vd hopt d6ng cua ngdnh;

. d ) Kiem diern tinh hin-h thLrc .hi€n quy chE lirn \ iec cua lruong. QLr) che
ph6i hqp, viec thyc hi6n Nghi quyCt, ve ch6 d6 chinh sdch, v€ viQc gidi quyer
khi6u nai, t6 c6o.

5. Trinh tu hop:

a) HiQu tru6ng chi tri, qurin triQt nQi dung hop vd trinh bdy du thio bdo
c5o, du ki6n chuong trinh c6ng t6c cta trudng vd nhimg vdn d6 1i6n quan.

. b) Ph6 Hi6u trudng, T6 truong, cic thdnh vi6n du hop kh6c phrit bi6u ;i
ki€n thio luAn.

, ,.1 , ^ , ^.c) Hieu trLrong kdt Iudn h6i nghi.

Diiu 36. Hqp HQi tl6ng gi{o dgc tru.dng

Mdi th6ng hop H6i ddng gido duc rhd truong mOt lin vio chidu thri 5
L;.

tudn cu6i ciia lhdng (hodc tuirr dau cua thdng sarr) nhdrn:

- Ednh gid rut kinh nghiErr chuong trinh cOng t6c thdng trr.L6c.

- Tritin khai k5 hoach cua thdng hi6n tai.

- L ho ngor hoi hop duoc ngol lheo quy drnh.

l
ifl
l iiii
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- Khi lrop. cdc rhenh r i6n cira hoi dorg rul dt doi lth6ng trao doi. lrrn viec
ri6ng, kh6ng sir dung di6n thoai, di€n tho4i o ch6 d6 rung holc dt ngudr. Ghi
ch6p d6y c1u chinh x6c vd d6ng g6p yi ki6n xAy dulrg. Mudn ph6t bi6u ! ki6n phdi
duoc st d6ng yi cta ngudi chir tri cu6c hop, kh6ng duoc n6i trL do.

Didu 37. Hgp t6 chuyGn m6n

l. Cdc to chuyen mon hop 2 l6n-/thang vdo tuan thil 2,3 c{ra th6r1g (tua1l h6
cira tudn hop HDGD nhi trudng). Truong htr. p d,ic bidt co thi hop tl6t xu6t theo
y6u c6u cira Hi6u trudng.

- Cdc uh6n.r b6 m6n duo-c sinh hoat tirl rheo tir.Lh chat cong vi€c do y€u
cdu cira Ph6 Hi6u trudng, T6 truo-ng chuy€n m6n.

2. N6i dung hop:

- Xiy dung ke hoach, tlien khai c6c hoat d6ng theo k€ hoach vi rirt ldnl
nghiQm hoat d6ng chuydn m6n cua tudn, th6ng, nam.

- Thong n)rit chuong tlinl, bdi mdi, bdi kh6, rhi€t k€ bdi day, d6i m6i
PPDH, tng dung CNTT trong day hoc, qudn Iy.

- Th6o lu{n vi l€n ldp chuy6n d6, ngo4i ktr6a, chuAn bi d6 dirng va lanr do
dtng dqy h9c.

- Th6o luAn vd n€u c6c giii ph6p ndng cao. chAt luo-ng day hoc, bdi dudng
hoc sinh gioi, hgc sinh ndng k1.i6u, gi6o duc thd chdt; khic phuc hoc sinh hgc
y6u k6m, hoc sinh bo hoc, hoc sinh vi phqm nQi quy, dao duc; c6c gidi phdp ve
c6ng t6c cl.rir nhi6n.r 16p.

- Chu6n bi vi tham gia c5c h6i thi tru6ng, huy6n, tinh. . ..

Di6u 38. Hgp gi{o vi6n cht nhiQm I6p

, l. M6i th6ng hop m6t lin vio bLroi hgp doirn th.i. TrLrdng ho.p ddc bi6t c6
th6 hop vdo c6c ngdy kh6c n'ong thang do HiQu tru&ng quy6t d1nh. Ngodi ra co
th0 hap bat thudng theo y6u c6u cria Hi6u trudng.

2. Thdnh phdn: Hi6u tnr6ng, Ph6 Hi6u tru6ag, gi6o vi6n chir nhiQm,
TPTD.

3. NQi dung: Nhir xdt. dan} gid. nim tlnh hinn ra rut kinl nghifm vd

c6ng tdc chrL nhi6m cta th6ng tru6c vd triiin khai c6ng vi6c th6ng sau.

Eiiu 39. Hgp chi tlQi phq trdch

I. M.di rhdng hop mdt lin vio tuAn diLr cua thdng. thoi gian cu th6 do
TPTE quy6t dinh.

2. Thinh phnn: TPT d6i, anh chi phu triich, BCH Li6n d0i, Chi d6i truong.

3. N6i dung: NhAn xdt, d6nh giriL, nim tlnh hinh va rirt kinh nghi6m vd
cong tdc cua doi cua thdng Lnroc va tri6n khai cong vifc thdng sau.
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Didu 40. Hop c6c tloirn th6

. Hine rlrang nhd rruong danh 0l buoi sinh hoat cho cong rdc doan rhe rao
chi6u thir 5 tu6n thir 4 cira th6ng.

Diiu {1. IIQi nghi nhir gi6o vir Iao tt6ng.

HOi nghi nhd gi/io vd lao d6ng m5i nim t6 chirc mOt lin vdo dau narn hoc
d€ xir Cu:.rg plrLLong hu6-ng n1.ri6m vu ci nim, dd ra c6c bi6r.r ph6p cu rhE nhcrn
nans.3o iroat ddng, chdt luo-ng day hoc, cii thi6n ndi tnrdng, didu kien laLn
vii;. 'r:o cam loi ich chinh d6ng cira CBG\INY viL hoc sinh.

Mgc 4

CHE DQ TH6NG TIN BAo CAo, QUAN LlI SO.DUNG TAI SAN

Di6u 42, Trich nhiQm th6ng tin, b6o c{o

L T6 t[uong c6 tr6ch nhi6m rhong tin brlo cdo tlinh hv hoac d6t xudL theo
) eu cf,u clra Hiau truong vd tinh hinh 1<0t quii thuc hifn nhi€n vu c6ng t5c, cric
ch.ro'r'- tnnlr. kc hoach ducvc phdn cong theo quy d'rrh: b.ro cio theo )eu ca I c ..i
Ph6 Hi€n tlLrdng, xin y ki6n chi.dao.doi voi nhiug r irr rld moi phdt sinh, nhimg

,!kho khJn, vuong mic; nhilng r:rn dd chua thdng nhAt tr.ong qud tdnh thuc hier
nhidm vu cltroc giao.

2. Ph6 HiQu tru6ng b6o cdo Hieu truong vi noi dung, k6t qud thuc hi6n-:. ,, . - ,-
nhrem \.u dor voi nhtng linh vuc c6ng tdc; n6i dLrng, kdt qui c6c cuQc hop duo-c
Hi,3u trudng phdn cdng tham du.

Didu 43. Ti6p nhin, xil If th6ng tin, b6o cio
1. C6n b6,. vi6n chi'c trong co quan khi ti6p nh6n th6ng rin b€n ngoii phdn

dnh li€n quan d6n c6c linh vuc c6ng t6c cua drm vi, cta ngdLnh c6 tr.6ch nhiQrr
phdn dni kip thdi diin Hi6u trudng hodc Ph6 Hi6u trudng.

. 2. Vrec tiep phrr huynh giao t6 v5n phdng ph6n cdng t6 r,i6n tuc ti€p nhdn
bdng vdn bAn, hodc ph6n rinh truc ti6p, b6o c6o Hi6u trunng chi dao giai qu1it.

3. Vin thu theo ddi tudn thu vi6c thuc hiin nghierr tirc ch6 d6 th6ng tir.r, -:, ,, : ^Dao cao oor vor cap tlen.

4. Ch6 dO th6ng tin, bdo cdo bing c6ng nghd th6ng tin drroc thuc hiQn
theo quy dinh cta ph6p ludt vd quy dinh cira ngdnh.

;"5. Viec cung cdp r5n bin, tdi li6u cho c6c co quan th6ng tin dai clttng,
,':lcac co quan khac nBoar dol tllong nharr |in ban plrai duoc 

"rr dong j cu.r HieLr
truong hoic do ngudi duo-c Hi6u trrrong phAn cdng p).rdt ng6n v6i brio chi.

Diiu 44. Sfr dr.rng, qudn Ij tii srin, co so vit chir
l. Todn thi5 CBG\NV nlrd trudng c6 quyAn vd rr6ch nhi6m st dung, bdo

qudn tdi sdn, co sd vet chit nhd trudng. Ngoal iai sin.duoc giao cho c6 nhin sir
dung; r,i6c srt dung tdi sln dtng chung ph6i duoc su d6ng j cua ngudi phu tr6cir.
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2. M6y r,i tinh. rniy in dtng chung phuc vu chuong tr)nh quin ly nhit
trudng, soan thlLo vin bin; tim ki0m khai th6c ki6n thirc, tdi IiCu, trao doi thong
tin hen Intemet, Web cua tmdng phii theo huong din nguoi qurin tri mang; chi
st dung m5y in phqc vu cho nhu c0u c6 nhan vd tep the trong trudng; gidy in cd

nl.rir.r tu 1o nhung kh6ng duoc nhin bin.

Muc 5

cHt Eo Er c6Nc r.A.c, rttP KHicH
DiAu 45. Chii dd tli c6ng t{c

1. C6n b6, vi6n chiLc cii c6ng t6c clo LIi6u tludr.rg cir hodc do ldnh dco cap
^ ,.1

trEn tlieu dQng phii bio cdo Hidu trudng tru6c khi di, c6 tr-6ch nhiQm thgc hi0n
dirng nQi <Iung c6ng t6c, k6t thllc doa cong tic bdo cao liit qLri cong tdc cho HiQu

truong.

2. BQ ph6n tdi vL1 dem bao ch6 d6 di c6ng t6c theo quy dinh hi€n hdnh ciia
nhii nu6c vd cia co quan.

Didu 46. Ti6p khich

1. Khach den lirn vi6c voi Iinh dao trudng, \rin thu c6 tr6ch nhi€m b6o

c6o v6i lSnh d4o d6 chuAn bin6i dung lim viQc.

2. Ch6 dO chi ti5p kh6oh rhuc hi€n ri6t kiem theo ch5 d6 hicn hinh vd

theo quy ch6 chi ti6u n6i b6 cira co quan.

Chuong VI

QUAN IIS CONG TAC

Diiu 47. Quan h( gin'a Hi6u lru'6ng vir Cip uj
1. Ngodi thdnh phAn.mdi hsp 16nh dao, li€n tichl hdng quy ho[c dinh kj, 6

thdng mdt lin hoic khi rh6y cin rhi6t. Hifu rruong v" Cip L,y hop lidn rich.Je
th6ng bdo cdc chi truong, k0 hoach, tinh hinh thqc hi€n c6ng tic.chuy6n m6n vir
c6ng t6c E6ng trong co quan; bdn c6c nQi dung vd bi6n phlp phdi hgp ldnh dqo,

chi dao c6ng tiic gi6o dgc chinh.tri tu tudng, c6ng t6c t6 chrlc cdn bQ, bio vQ n6i
b6. ldnh dao cdns tic doxn the chinh tri xn h6i trong co quan thqc hiQn c6c

nhiQrn vu chinh tri, cring c6 ldr6i dodn kdt th6ng nhdt, chdm lo ddi s6ng cira crin

b6 vi€n chfc trong co quan.

2. Hi6u trudng ph6i hop v6i C6p iry chi d4o c6ng t6c khen thLr6ng, ky
ludt crin b6, vi6n chric ld dAng vi6n vd th6ng b6o cdng khai hOt qu6 gi6i quy0t
c6ng vi6c c16.

Didu.l8. Quan hQ gi['a HiQu tru'6ng v6'i t6 chric C6ng tloin vi t6 chf'c
tloin th6 hhfc

L HiEU tru<rng ph6i ho-p v6i C6ng doin vir cic t6 ch[rc clodn th6 kh6c
trong viQc thuc hi6n nhi6m vu chinh tri cira co quan, don vi.
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2. Ngodi thdnh phin mtri hop Idnh dro. lien tich. hang quy ho[c dinh k] 6

thdnq mor lan hoac thal cin rhier, Hiitt truong hop li6n tich roi BCH Cong

dodn, BCI{ Chi dodn fuilu c6)... de treo doi trong cong tdc linh dao, chi d4o c6c

cloAn vi6n, 1.r6i vi6n thpc hiQn t6t nhi6m vu chinh tri cta ngdnl.r.

3. COng doirn co quan tham gia gi6m sAt ho+t dQng quan Ij cua ccr quan va
quy clri tlruc hidn d6n chrr o co quan rlrco quy d inh.

4. C6r'rg dodn co quan phoi hgp chit chi voi chinh quyin nhtr trudng
trong viQc thuc hiQn c6c phong trdo do cic t6 chirc, co quan h[1u quan ph6t dQng;

tO chirc Hdi nghi nhd girio vd lao d6ng hdng nin.r theo quy dinh.

5. HidLr truong t.to rnoi diiu kien de Cong doan rA cAc to chtic doan thi
khdc trong co quan hoqrt dQng hi6u qu6.

Chuong VII
DIIU KHOAN THI HANH

Di6u 49. Tii chfc thrrc hif n

1. Cac bQ phqn, cdc t6 c6ng t6c c6 tr'6ch nhi6m t0 chitc, qurin triQt Quy ch6

ndy, din todn th6 vi6n chric thu6c b6 ph6n, t6 minh d6 flruc hi6n;

2. T6 tr uong cdc t6 cong tdc cdn cu n6i dung Quy ch6 niry vd chilc ndng,

nhiin vu duoc giao quy dinh c1r th6 nh{1ng viec ldm cria t6.

Diiu 50. St'a d6i. bii sung Quy ch6

Trong qu6 t nh thuc hien
bQ. r'iin chu'c trong co quan c6
n-him hodn thiQn Quy ch6./.

qtn chd n€u rhir nQi drrne nio chLla hqp ly
.9,

quy6n than.r gia yi ki0n cl0 nghi srlra ddi b6
can

sung

TRI.ION

Trin Dnng Quf

LY
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