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cdn ca LuQt Gido &,rc si| 4j/201g/QH14 daqc Qu6c h1i th6ng qua ngdy

14 thdng 6 ndm 2019; .:

Cdn ca Luqt Thwc hiQn ddn chil d co sd ngdy 10/11/2022;.l'{Shi diyth s.o

5g/2023/t{D-Cp ngdy 14/8/2023 cfia Ch{nh phil quy dlnh chi ti€t m6t s6 di€u

cila LuQt Thqrc hiQn dan chu o co sd;

Cdn ca Th6ng ta 28/2020/TT-BGDDT ngdy 04/9/2020 cila 86 Gido duc

vd Ddo tqo ban hdnh Di,Au p trwdng fiAu hoc;

cdn cu vdo kat qua ldy y ki€n dong gop xdy dlmg "Quy chd ldm vt€c

Trwdng Tidu h,c fidu hpc Trung Vaong cua gido viAn nhdn viAn ngdy 29

/B/2025.

QUYET EINH

Di6u 1. Ban henh Quy chti ldm viQc Trulng Ti6u hqc Trung Vuong tu

ndm hgc 2025-2026

Eiiju 2. Quytit dinh nay co hiQu luc tri ngey ky vd vir dugc.6p dung cho

todn th6 c5n b6, gi6o vi6n, nhAn vi6n vd hqc sinh cua.Truong Ti6u hqc Tnmg

vuong ttr nam hoc 2025-2026 d6n khi c6 quy ch6 m6i thay th6.

Di6u 3. Ban gi6mniQ,u, c6c to chuyen m6n, to vdn phong, c5c dodn th6

trong nhh trubng ,rd toen thtl c6n bQ, gi5o vi6n, nh6n vi6n c6 trdch nhi6m thgc

hiQn nghiOm tuci6c nQi dung quy dinhlrong Quy chl'l'

Noi nltQn:
- Phong VH-XH phudng;
- BGH, TCM, TVP, c6c dodn th€;

- Luu: VT.
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CQNG HOA XA HQI CHU NGHIA VIET NAM
D6c I6p - Tq do - H4nh phric

Bu6n H6, ngdy 03 thdng 9 ndm 2025

QUY CHE LAM VIPC
(Ban hdnh kdm theo Quy€t dlnh sii: oLtgO-fV, ngdy 0i / g /2025

cila Tradng TiAu hqc Trung Vaong)

Chucrng I
NGUYEN TAC CHI]NG

Ei6u 1. Ph4m vi tliiju chinh

Quy ch6 ndy quy dfnh nguyAntic, cne A9 ldm vi6c; trdchnhi6m, qrydn
h4n cua c6n bQ, gi6o vi6n, nh6n vi6n; m6i quan hO c6ng t6c giira Ban gi6m hi6u,
.A
to chuyen mdn, t6 vin phdng vd, cdc thdnh vi6n trong trudng ti6u hoc.

Ei6u 2.DAi tugng rip dgng

Quy chtl ducvc 6p dpng OOi vOi todn th6 c6n b6, giao vien, nh6n vi6n dang
c6ng tirc tqi Trulng Ti6u hoc Trung Vuong, phudng guon H6, tinh pat rat.

Didju 3. Nguy6n tic lim viQc

1. Ldm vi6c theo nguy6n dc Qp trung dAn chri, tudn thri ph6p luAt, didu 16

trudng ti6u hoc vd cdc quy dinh cria nginh.

2. Bho dim sg lSnh dao th6ng nh6t cua Hi6u truong; ph6t huy tinh thAn
trdch nhi6m, s6ng t4o ctra timg thdnh vi6n.

3. Ldm vi6c dring chtic trirch, thAm qry6rr; phOi hqp chdt che, kip thdi,
hi6u qu6.

Chucrng II
NHIEM VU CUA TUNG THANH VIEN

Di6u 4. HiQu tru6'ng

1. TO chirc, qu6n ly citc hopt d6ng cria nhd trudng:

- Thanh btp cdc t6 chuydn m6n, t6 vdn phdng vi c6c hQi d6ng thi dua
khen thucrng; hQi d6ng ki ludt, hQi. d6ng tu v6n trong nhd trudng;.b6 ,t i9- tO

trucrng, t6 ph9; cu gi6o vi6n ldm TOng phu trdch DQi Thi6u ni6n Ti6n phong Hd
Chi Minh (d6i v6i c6p ti6u hgc, trung hgc co s0); tham gia qudtrinh tuy6n dpng,
thuyCn chuy6n, rip *6p, ky ket hqp d6ng ldm vi6c, hqp d6ng lao d6ng d6i v6i

,,1giao vi6n; t6 chuc c6c bu6c gi6i thi6u nhdn su dO nghi cAp c6 thdm quy6n b6
nhi6m ph6 hiQu trucrng.

XAy dmg chi6n lucvc vh kC hoach ph6t tri6n nhd trulng; lflp k6 hoach vd
t6 chric thgc hiQn kC hopch dpy hgc, gi6o duc.
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- T6 chuc tri,5n khai thqc hi6n chucrng trinh gi6o duc ph6 th6ng; s6ch gi6o

khoa, nQi dung gi6o dpc cua dia phucrng. Thgc hiQn qu6n ly, su dung vd lga

chgn'c5c *uat 6an ph6'm tham khiro su dr,rng trong nhh trucrng.

- eu6n lf, titfp nh6n h'c sinh, cho ph6p hqc sinh chuy6n trudng; quy6t

dinh ki lupt, khen thuong hoc sinh; ph6 duyuet k6t qu6 d6nh gi6 hgc sinh, danh

,ich hq. ,i.,fr tOr, l6p, l.ru ban; to itr. ki6m tra c6ng *il.lie. hodn thenh

chuong trinh ti6u hqc .ho hg. sinh trong nhh trudng vd c6c d6i tuqng kh6c tr6n

dia bdn trucrng PhP tr6ch.

- B5o c6o, d6nh gi6kctqu6 thyc hiQn tru6c H6i d6ng trudng vDr c5c t6p co

thAm quydn.

- Quin lf hdnh chinh; quan ly vd ty chu trong vi6c str dpng c6c ngiion tdi

chinh, tdisan cua nhd trudng ih.o qry dinh; thyc hiQn x5 h6i ho6 gi6o dpc'

- Xdy dUng m$i trulng hqc ducmg an todn, lirnh m4nh, thfln thiQn, phong,

ch6ng bpo h,rc hgc dudng theo quy dinh cua ph6p lu6t'

-l 
1 ,- I o chuc thgc hi6n quy ch6 d6n chri 6 co s6; phoi nqp t6 chirc, huy d6ng

c6c lpc lugng xd hQi cung tham gia hopt dQng gi6o dpc, ph6t huy vai trd cua nhit
-A. ,. ^ +l -? l- a:

truong dot vot cQng dong xa nQl.

2.Thqchi6n c6c ch6 d6, chinh s6ch cho gi6o vi6n, nh6n vi6n vh ngudi lao

d6ng:

- Thyc hiQn c5c quy dinh v6 chi tr6 ti6n lucrng, phu c6p cho gi6o vi6n,

nh6n vi6n vir ngucri lao d6ng.

- Xdy dyng kti hoach ph6t tri,5n ndng.lpc ngh6 nghiQp cho gi6o vi6n, nhdn

vi6n, .rgroi luo Eg.rg; dQng vi6n vh tpo di6u kiQn cho gi6o vi6n, nhan vien vh

nguoi lio dQng tham gia c5i hopt dQng d6i m6i gi6o dpc'

- D6nh gi6, x6p lopi, khen thuong, kj' lupt gi6o vi6n, nh6n vi6n, ngudi lao

dQng theo quY dinh.

3. Tham gia hoat dQng day hqc, gi6o duc:

- Tham gia sinh hopt ctng t6 chuyCn m6n'

- Tham gia grhngdpy theo quy dinh 
"A 

Oint muc ti6t day d6i v6i hiqu

truclng.

4. NAng cao n[ng lgc chuydn m6n nghiQp v1r, ndng lgc quAn ly:

- Tham gia ddo tpo, bdi dudng, tu hqc, tU b6i dudng d6 ndng cao ndng lgc

chuy6n mOn nghiQp vU, ndng lgc qu6n ly'

Ei6u 5. Ph6 HiQu tru&ng

l.TOchric,quinlycdchoatdQngctacosogi6odpcph6th6ng:

- Di6u hdnh c6ng viQc do hiQu trucrng phdn c6ng, iry quyin theo quy dinh;

tham muu cho hiQu t.idng cdc n6i dung chuy6n m6n thu6c linh vgc dugc phdn

c6ng.
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- Quin ly ch6t lugng gi6o dpc.

- Thr,rc hiQn ch6 dQ b5o c6o theo quy dinh.

- Tham gia thgc hiQn xd hQi h6a gi6o duc; huy d6ng c6c lgc lugng xd hQi

.yng tham gia hopt dQng gi6o duc, ph6t huy vai trd cua nhd trudng aOi vOi cQng

d6ng.

2.Tham gia hopt dQng dpy hgc, gi6o dr,rc.

- Tham gia sinh hopt ctrng t6 chuy6n m6n.

- Tham gia gihngdpy theo quy dinh,rC Oirt, mirc ti6t day d6i v6i ph6 hi6u
truong.

3. N6ng cao ndng lgc chuy6n m6n nghiQp vu, ndng lqc qu6n ly:

- Tham gia dho tpo, bdi du6ng, tg hgc, tU b6i du&ng d6 n6ng cao ndng luc
chuy6n m6n nghiQp uU, ndng lgc quAn ly.

4. Nhipm vp kh6c:

- Phu trdch c6ng t6c chuydn m6n chung cua nhd truong.
.A

- Trpc ti6p php trirchhopt dQng cua cdc t6 chuy6n m6n.

- Trgc.ti6p phU trdch c6ng t6c thu viQn, thitit bi, phAn mdm edu, CSDL
nghdnh, ky s6 tr6n hgc bp, chuy6n dfi liQu HS di vd nhQn dfr liQu HS d6n.

,.4
- Truc tiep c6c ho4t d6ng gi6o dpc ngodi gio 16n lcrp.

- PhU trdch chi dpo cdng tdc Bdn trf. Du lich, Hi6u hy, vqn dQng quy6n
,.4gop, trng hQ, hien m6u nhAn d4o, dai diQn tAm tu nguyQn vgng cho CBGVNV

chuy6n t6i ki6n nghi lQn HT...

- PhU trdch 1 ti6u chi KDL vA ch6t lugng GD( ti6u chi 5).

5. Chiu trhch nhiQm trudc HiQu trudng uC tet quA c6c c6ng viQc dugc
giao.

Di6u 6. Gi6o vi6n

1. GiSo vi6n c6 nhfrng nhiQm vg sau d6y

- Thyc hiQn chuong trinh gi6o dpc ph6 th6n g cdp ti6u hgc vd kti hopch
gi6o dr,rc cua nhd trulng. 

-Ct,i 
O9"g thpc hiQn vd.chiu trirch nhi6m uC t C ho4ch

gi6o dpc; tg chir, t1r chfu trdch nhiQm v6 thgc hien nhigm vU chuy6n m6n (n6i

dung, phucrng ph6p giSo dpc, ki6m tra d6nh gi6 hgc sinh) vd ch6t lucrng, hiQu

quA gi6o dpc ttmg hgc sinh cua 16p minh phu tr6ch, biro dAm quy dfnh cua

chucrng trinh gi6o dpc, phu hqp vdi d6i tugng hgc sinh vd di6u kiQn cp th6 cira

nhd trulng.

- Tham gtaxdy dUng kti hoach gi6o dqc ctra tO chuydn m6n vir nhd trudng;

thucrng xuy6n cflp nhfit nhirng chi dqo cua ngdnh; chuAn bi, tO chirc d4y hqc vd

d5nh gi6 hgc sinh theo quy dinh; thr,rc hi6n c6c ho4t dQng chuy6n m6n kh6c.
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- Xdy dUng m6i quan hQlhan thiQn, d6n chu gifia gi6o vi6n v6i hqc sinh,

vdi cha mg hgc sinh vi cQng d6ng; giirp hqc sinh chtr dQng, sang tpo, tp tin, tg
chri trong hgc tfp vd rdn luyQn.

- Gifi gin phAm chdt, danh dU, uy tin cria nhd gi6o; img xir vdn_h6a, dodn

ktit, giirp d0-d6ng nghiQp; guong mdu iru6c hgc sinh; thucrng y6u, ddi xu c6ng

Ua"g ua t6n trgng hqi sinh; U6o vC c6c quy6n vd lgi ich hqrp ph6p cta hqc sinh.

- Thlrc hiQn tg d6nh gi6 theo chuan ngha nghiQp gi6o vie{I; tg hgc, tp b6i

du0ng ndng cao ndng lpc ngh6 nghiQp; thyc hiQn nhiqm vU b6i du0ng thucrng

xuy6n gi6o vi6n theo quy dinh; trao d6i chia s6 chuy6n m6n cirng ddng nghiQp

trong vd ngodi nht trucmg th6ng quia cdc ctqt sinh hopt chuyCn m6n, tae hYlan. 
.

- Utg dpng c6ng nghe th6ng tin trong gi6ng day, hgq tpp vd sinh hopt

chuydn m6n; sSng t4o, linh ho4t trong viQc tr,r ldm dO dung dpy hqc.

- Tham gia lpa chpn s6ch gi6o ho? theo_ quy dinh; d6 nghi nhd trubng

trangbi c5c xuAt b6n phAm tham kh6o, thi6t bi day hqq theo quy dinh, phu hqp

tl6 su dung trong.quri trinh d4y hgc.

- Tham gia ki6m dinh ch6t lugng giSo dpc. t

- Tham gia thlrc hiQn gi6o dUc bit buQc, ph6 cpp gi5o dpc vd x6a mir'cht
cr <lia phuong.

- Ph6i hqp v6i E-6i Thi6u ni.o.n Ti0n phol,g H6 chi Minh, gia dinh hqc

sinh, cQng d6ng vd c6c t6 chilc xd hQi 1i6n quan d6 thUc hiQn nhiQm vu gi6o dpc.

- Quin l!, td chric thUc hipn kti hopch gi6o dpc tai tli6m trucrng khi dugc

hiQu truong ph6n c6ng.

- Thyc hiQn c6c nhiqm vp kh6c theo quy dfnh cua phdp luat vi theo sy

ph6n c6ng cta hiQu trucmg.

2. Gi6o vi6n lhm cdng t6c chfr nhiQm, ngohi c6c nhiQm vg quy dinh t4i
khoin L cria Di6u nhy, cdn c6 c6c nhiQm vg qau tlffy:

- Cht dong nhmbht thdng tin ttmg hgc sinh cua l6p dugc p.han c6ng ldm

c6ng t6c chri nhiQm; xdy dpg circ hoqt dQng gi6o dpc cria lcrp th6 hiqn rd mpc

ti6u, nQi dung, phucrng ph6p gi6o dpc d6m b6o tinh. kha thi, phu hqp vdi dpc

dij; hqc sinfr';"oi r,oa"tinh vi di6u kiQn thsc tti nhim thfrc dAy su ti6n bQ cua

chlop vd cira ttrng hgc'sinh.

- ThUc hien c5c ho4t tlQng gi6o dpc theo k6 hoach cld xdy dUng vd dugc

hiQu trucrng phe duyQt.

- PhOi hqp ch{t ch6 v6i cha mg hgc sinh hopc ngudi gi6m hQ, gi6o vi6n,

t6ng php tr6ch bQi, cdc t6 chric xd hQi c6 li6n quan AC tO chric c6c hopt dOng

gi6o dgc vd h5 trg, gi6m s6t viQc hgc tflp, rdn luyQn cria hgc sinh lcrp minh chri

Irrie-; t6ng hap ,ha, x6t, dSnh gi5 hgc sinh cu6i ki' I vi cu5i n6m hgc; hu6ng

;a"'hq. ri,t Uirf, bAu vd dO nghfkhen thucrng; lpp danh s6ch hqc sinh dO nghi o

lai lorp; hodn chinh hgc bp diQn tir, s6 cho hgc sinh.

- 86o c6o thucyrig ki ho{c dQt xu6t vC tinh hinh cria lcrp vdi hiQu trucrng.

=,u

J(
U
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3. Gi6o vi6n lhm T6ng phg trrlch DQi

- Chiu trbch nhiQm tru6c hiQu trucrng vA vi6c xdy dung vA td chirc thuc
-.J..9

hiQn kt5 ho4ch hopt ctQng Dgi Thi6u ni6n Tien phong ttb Cfri Minh vd Sao Nhi
d6ng g6p phAn thpc hiQn mpc ti6u girio dpc todn diQn-hgc sinh.

- TO chric hoat dQng cria Li6n clQi nhd trudng theo dring Di6u lQ DQi, theo
kti hoach cria nhi truhng, theo Nghi quytit cria HQi d6ng dQi Tinh. T6 chirc, qu6n
li ho4t ctQng gi6o dpc ngodi gid 16n lcrp. ffrOi frqrp ch[t ch6 v6i GVCN trong viQc
duy tri nC n6p hgc sinh.

- Hodn thenh c6c nhiQm vp do HiQu tru&ng phAn cdng. Chiu trdch nhiQm
tru6c HiQu tru&ng vC ne n6p cfia cdcl6p,n0 ntip dpo dirc cria HS toin trucnrg. 

.

- Tham gia cdc hopt dQng eOi vOi dia phucrng.

4. Gi6o vi6n Ii thu kf nhir trudng

- Girip HiQu truong chuAn bi nQi dun!, chuong trinh, tdi liQu cho c6c cuQc
hgp, hQi nghf, hQi th6o cria nhi trucrng.

- Thgc hipn ghi bi6n ban c6c cuQc hgp co quan, c6c cuQc hgp kh6c do
HiQu tru&ng, ph6 HiQu trucmg cht tri.

- Sopn thio, hodn thiQn c6c v[n b6n hinh chinh, th6ng b6o, b6o c6o theo
s1r chi dpo cria HiQu trucrng.

- Thpc hi6n c6ng t6c thdng k6, t6ng hgp, luu gifr cdc tdi 1i6u, h6 so li6n
quan il6n hopt dQng qu6n l;f vd chuyCn m6n.

- Li dAu mOi titip nhan, truy6n dpt th6ng tin ttr Ban gi6m hiQu d6n c6n bQ,

gi6o vi6n, nh6n vi6n vd ngugc lpi.
,,

- P.hOi hqp v6i vdn thu, kC to6n vd c6c b0 phQn kh6c dO c16m b6o th6ng tin
th6ng su6t, chinh x6c.

- Hd trq HiQu truong trong cdng t6c cti6u ph6i c6ng viQc, sap x6p [ch ldm
..4

viQc, ti6p kh6ch khi cdn.

- H5 trq Hipu tru&ng trong viQc theo d6i fi6n dQ thgc hiQn c5c nghi quytit,
q,rytit d[nh, kti hoach.

- Luu trt hO so, bi6n ban, quy6t dfnh, nghi quy6t ctra co quan.

- Nhi€m vq khdc:'qudn ly website cila nhd tidng
Di6u 7. Nhffn vi6n

L. Nhin vi6n k6 toin
- Thu thflp, pqen 6nh, ghi ch6p cl6y dri, klp thdi, chinh xdc cdc kho6n thu,

chi, tdi sdn, ngu6n v6n cria nhd trudng theo dfng quy dfnh.

- ThUc hiQn dU toSn ngdn s6ch hing ndm cria trulng; tham muu cho HiQu
trucrng trong c6ng tdc qahnly, sri dung ngudin kinh phi, qu! ti€n luong, php c6p,
phirc lqi.
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- Theo ddi, quin ly circ khoin thu (ng6n s6ch c6p, ngudt thu hqc phi, c6c

khoin il6ng g6p tU nguyQn, tdi trg...) ,rd chi ti6u theo quy dinh.

- MO sO s6ch, hpch to6n k6 to6n dirng chti d0; luu trft chimg tir, tei [eu k6

to6n dAy dri, khoa hgc.

- Tham muu cho HiQu tru&ng quan Iy, b6o tolrn vlr su dpng hiQu, qui tdi

s6n, trang thiet bi cria nhi truong.

- TO chfc ki6m kC, d6nh gi|laitdi sin dinh ky vd dQt xu6t khi cfin.

- Thgc hiQn viQc theo d6i, hpch toSn tdng, gibm tdi s6n cO di.,h, c6ng cp

dWrg 
"u.
- Lap b6o c6o qgy6t to6n thu - chi, b6o c6o tdi chinh theo th6ng, qu!, n6m

grii co q,ru, qu6n l! 
"eitr6n 

dirng thli gian vd bi6u mdu.

- cung c6p th6ng tin tdi chinh phuc_ vg cho HiQu tru&ng trong quf,n l;i vd

di6u hdnh nhd trucrng.

- Thlrc hig.n ch6 dQ c6ng khai tdi chinh tpi dcrn vi theo quy dlnh cira Nhd

nudc.

- Tham muu xdy dung, di6u chinh quy ch6 chi ti6u noi b0, quy ch5 qu6n
,),lli tni sdn, ngu6n thu - chi cria nhd trudng.

- Nhi€m vqt khdc: qudn $ tdt tdi chung cita nhd tradng; qudn ly phdn md*
ki€m dinh chiit laqng gido &/c.

2. Nhffn vi6n vin thu - thri quf

a) C6ng t6c vin thu

- TitSp nh6n, ddng ky, ph6n lopi, vdo s6, trinh HiQu trucrng xu ly c6c vdn

ban d5n; theo d6i viQc chuy6n giao vd ddn d6c thgc hipn.

- E6nh miry, in 6n, sao chup, ph6t hdnh vdn bin di cta nhi trubng; dim
b6o dring th6 thric, ky thupt trinh bdy vdn b6n hinh chinh.

- Quan lf vd sri dpng con d6u cria nhd trudng dung quy dinh; chi dugc

dong d6u viro vEn ban khi co chir ky hqp ph6p.

- Luu trfi, b6o quin h6 so, vdn bdLn, tdi liQu henh chinh cua nhDr trulng
theo quy dinh.

- Thpc hiQn ph6n lopi, 14p hd so, sip xtip, b6o quin hd so, tii liQu cria

truhng mQt cSch khoa hgc.

- PhOi hgp v6i cdc bQ phfln, gi6o vi6n, nhdn vi6n trong viQc thu thpp, giao

nQp hO so, tdi liQu htit gi|tri su dpng vdo luu trfi.

- T6 chirc th6ng k6, lpp danh ffiBC, xdy dlmg co sd dt lipu hd so, tdi liQu

dA traciru, khai thdc, str dpng khi cdn.

- ThUc hiQn ti6u hriy tdi 1i0u htit thdi han b6o qu6n"theo quy dinh cua ph6p

luft.
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- Kip thdi cung c6p th6ng tin, tdi 1i0u phUc vu cdng t6c quin ly, di6u henh

cria HiQu trucrng.

- Lap b6o c6o dinh lcj, vi dQt xu6t oC c6ng tdc vdn thu - luu trfi theo y6u
l,A^

cau cua cap ffen.

- Tham muu cho HiQu trucrng trong viQc xdy dgng, ban hanh vd tfryc hiQn

quy chti c6ng t5c v5n thu, luu trfi tpi trudng.

- Git bi mQt nQi dung circ vdnb6n, h6 so, tlri liQu theo ctrc oo quy dfnh.

b) C6ng tic thft qui
..A ' ,l r^ r -,,-TT:l--r---.a.--^-,1 ^l-,',- rryc trep thu, chi ti6n m{t theo lQnh cira Hieu trucrng vd chimg tY hqp le

do k6 toan lfp. ;i '

- Chiu trdchnhiQm qu6n ly an toin ti6n m$t, citc loai tdi s6n tpm git trong

k6t qu!.

- Md sd qu! tidn m{t, ghi ch6p hdng ngdy, dAy, dri, chinh xdc cdc khoin
thu - chi ph6t sinh.

- Thr,rc hiqn d6i chi6u thulng xuy6n gifia s6 qu! v6i s6 k6 to6n ti6n m{t.

- CuOi thing, cu6i quy thpc hiQn ki0m k6, chi5t qu! vd ky x6c nh?n vdi k6

torin.

- Luu git chimg tir thu - chi theo quy dinh, b6o dim khoa hgc, dE tra cfru.

- Quin ly,bbo qu6n an toin k6t qu!.

- Thgc hiQn b6o c6o tdn qu! dlnh kj, hopc dQt xu6t cho HiQu truong vd ki5

to6n khi c6 y6u cdu.

- PhOi hcr-p v6i k6 to6n trong cdng t6c ki6m k6, quytit to6n tdi chinh.

- Nhi€m vqt khdc: phQt trdch mot sd c6ng vi€c khi daqc Hi€u tradng giao

hi€m vw.

3. NhAn vi6n thu viQn

- eu6n ly,b6o qu6n, s8p x6p s6ch gi6o khoa, s6ch tham kh6o, b6o, tpp chi,

thi6t bi day hqc theo dirng quy dinh nghiQp vu thu viQn.

- TO chric b6 sung, cAp nhQt s6ch, tdi liQu phUc vp cho day - hqc vir hopt

dQng gi6o dpc (tham muu HiQu trucrng).

- Ki6m k6, thanh ly s6eh, tdi liQu hu h6ng, mdt 
^6ttheo 

quy dinh.

- Hu6ng dfln gi6o vi6n vir hgc sinh tim ki6m, khai thdc, sri dpng hiQu qu6

s5ch, b5o, tdi liQu trong thu viQn.

- Td chilc cho hgc sinh mugn - te s6ch, tdi liQu; theo d6i vd nhic nho

viQc bio gufo, hodn tri dirng hPn.

- T6 chric c6c ho4t dQng khuyiSn dgc: Ngdy hQi dqc s6ch, g6c dgc s6ch,

c6u lpc b0 ban dgc, thi kO chuyQn theo s6ch...
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- Ph6i hqp v6i giSo vi6n chri nhigm, T6ng php tr6ch Dgi de 16ng gh6p

gi6o dpc qua s6ch vdo c6c ho4t dQng tr6i nghiQm, hopt dQng ngodi gid 16n lcrp.

- Hucmg d6n hgc sinh k! n6ng dgc, lga chgn s6ch pht hqp v6i hia tu6i vd

nhu cAu hgc tQp.

- 85 tri, sap x6p kh6ng gian thu viQn khoa hgc, thAn thiQn, thuQn tipn cho

hgc sinh.

- Git gin, vQ sinh s5ch, tiri liQu, trang thi6t bi, ctim b6o an todn, ngan nip.

- EO xu6t b6 sung, stra chira co s0 vflt ch6t, thiCt bi thu viQn khi cAn thitit

- Lr/a k6 hopch ho?t dQng thu viQn theo n6m hgc, b6o c6o ki5t qua dinh kj'
cho HiQu trudng. 'i '

- Tham muu cho HiQu tru6ng trong viQc x6y dyng, ph6t tritin thu viQn dpt

chu6n theo quy dinh.

- ph6i hqp v6i k6 to6n, vdn thu trong c6ng t6c qgin ly, ki6m kC, thanh ly
s6ch, tii liQu.

4. Nhin vi6n thiSt bi '
- Quin ly, b6o quan todn bQ tang thi6t bi, dd dung dpy hqc, phdng bQ

m6n, phdng chirc ndng, dim bio an todn vir srl dUng dirng muc dich.

- Ghi ch6p, sip x6p, d6n nhan, phdn lopi vd luu gitr thiet bi khoa hqc,

thupn tiQn cho viQc st dUng.

- ThUc hiQn ki6m ke dinh ky, bO sung, thanh l)r, d6 ,u6t *ua sEm m6i theo

nhu cAu thUc tti vd kO hopch cria nhd trudrng.

- chu6n bi, c6p ph6t thitit bi, d6 dtrng day hqc theo k6 hopch gi6ng dpy

cta gi6o vi6n.

- Hu6ng d6n gi6o viOn, hgc sinh c6ch sri d1rrg, b6o quin thi6t bi, d6 dung

dpy hgc.

- Theo d6i viQc muqn -trh,ghi ch6p si5 s6ch ddy dri, kfp thdi, chinh x5c.

- Thucrng xuy6n ki6m tra tinh tr4ng thiOt bi dpy hgc, ph6t hiqn hu hdng tlti

kip thdi sria chta ho{c b6o c6o HiQu trucrng.

- V0 sinh, b6o dudng thi6t bi eC teo ddi tudithg vd hiqu qui su dUng.

- PhOi hqrp vdi gi6o viOn trong viQc chuAn bi, ldp d{t, vQn hdnh cdc thi6t
bi, dO dung phUc vU ti6t d4y, hopt dQng trii nghiQm, hQi thi, ngopi khoa.

- DO xu6t citc gibiphdp dtii m6i, cii ti6n k! thuat nhim n6ng cao hiQu qui
sri dpng thiist bi dpy hgc.

-Lqpki5 hopch sri dpng, b6o quAn, sira chta, m.ra^sim thi6t bitheo ndm hgc.

- 86o c5o dinh kj,vd dQt xu6t tinh hinh thi6t bi, dO dtrng day hqc cho HiQu
A , I'

trucrng vd c6c cdp qu6n ly.

5. Nhin vi6n y t6

!

I
1

\I
I
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- Thgc hiQn so criu, cdp ciru ban dAu khi hgc sinh, c6n bQ, gi6o vi6n gflp

tai nqn, 6m dau trong trudng.

- Theo d6i sric kfi6e hgc sinh, qu6n ly hO so stic kh6e, kh6m sric kh6e

dinh ky cho hgc sinh vd gi6o vi6n theo k6 hopch.

. - PhOi hqp td chric ti6m chring, u6ng thu6c phdng benh theo chuong trinh
y tti dg phdng khi c6 chi dpo cria ngdnh y tti.

- T6 chric tuy6n truydn, gi6o dpc hgc sinh v0 vQ sinh c6 nhdn, vQ sinh mdi
trudng, dinh dudng hgc dudrng, phdng chiSng dich bqnh.

- Ph6t hiQn sdm , b6o c6o kip thli c6c ca bQnh truy6n nhi6m, ph6i hqp v6i
co s0 y tC trong c6ng t6c phdng, ch6ng dich. ii

- Ki6m tra, giSm s5t viQc thUc hien ve sinh an todn thgc phAm tpi btip 6n

bdntr0(n6u c6).

- Quan l;f, b6o qu6n tri thu5c, ffang thi6t bi y t6, dpng cu so criu trong
trubng.

- Dim b6o c6 dri thu6c vlr vflt tu y t6 thi6t ytiu dti so c6p criu ban dAu.

- Cepph6t thu6c dring chi dinh, hu6ng ddn str dung an todn, ghi ch6p dAy

dri sd s6ch y fi5.

- Tham muu cho HiQu trucrng v,) c6ng titc y tti trudng hoc, an todn thgc
phAm, vQ sinh trudrng 16p, nu6c spch vd nhd vQ sinh hgc ducrng.

- LAp ki5 hopch c6ng tdc y t6 trucrng hgc hing ndm, b6o c6o dinh ky vd clQt

*r6t cho Hieu tru&ng, co quan y t6, gi6o dpc.

- PhOi hqrp v6i TOng php tr6ch DQi, gi6o vi6n chir nhiQm trong viQc t6
chirc c6c hopt dQng gi6o dpc sric kh6e, k! ndng s6ng cho hgc sinh.

- Ki6m tra, giitmsat vQ sinh lcrp hgc, sdn truhng, c6ng trinh vC sinh, ngudt
,Arr

nudc u6ng vd sinh hopt.

- Tham gia xdy dUng trudrng hgc an todn, phdqg ch6ng tai npn thucrng

tfch.

- Hu6ng d6n hqc sinh vd gi6o vi6n thuc hien c6c biQn ph6p b6o vQ sirc

kh6e, an todn lao itQng trong trucrng.

- Thgc hiQn chii d0 b6o mpt hO so sirc khoe hgc sinh.

6. Nhffn vi6n bf,o vQ

- Thgc hiQn trgc gdc, ki6m so6t ngudi vd phucrng tiQn ra - vdo trucrng; ghi

ch6p sd tryc dAy dtr, 16 rdng.

- Ngdn ch[n, xtr ly ban clAu c6c trubng hqp gdy r6i trQt tg, xdm nhpp tr6i
ph6p hoflc c6 hanh vi vi pham nQi quy nhd trucrng.

- DAm b6o an ninh, an todn cho hgc sinh, c6n bQ,-gi6o vi6n, nhdn viOn vd

tdi sin trong pham vi nhi trudrng.
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- Ki6m tra, gi6m s6t tinh trqngkh6a cria phdng hgc, phong ldm viQc, kho,
phdng chric ndng sau khi trtit giO hoc, gid lAm viQc.

, - ThuolS xuy6n tuAn tra, ph6t hiQn vd b6o c6o kip thoi nhtng d6u hiQu
m0t an todn v6 co s0 vflt chdt, thiCt bi, tdi sin cria trudng.

- Tham gia ph6i hgrp trong c6ng t6c phdng ch6ng trQm cEp, phd hoai tdi
sAn.

Thgc hiQn nhiQm vU trgc phdng chdy chfia chiry (PCCC), thuong xuy6n
ki6m tra hQ thting PCCC, diQn nu6c dO phdng ngira nii ro.

- Lfip sO trgc b6o vQ, ghi ch6p dAy dri tinh hinh an ninh, trQt tg trong ca
trgc. ,l

- B6o c6o kip thdi cho HiQu tru&ng, Ban gi6m hiQu hodc co quan chirc
n6ng nhing 4r viQc xhy ratrong pham vi bAo vQ.

- PhOi hqp v6i cdng an, chinh quyAn'dfa phucrng vir cha mg hgc sinh trong
c6ng t6c git gin an ninh trQt tg trucrng hgc.

Chucrng III
NHrEM VU CUA TO CHUVEN MoN, TO VAN PHONG

Di6u 8. TO chuy6n mdn

- XAy dpg kti hopch hopt dQng chuy6n m6n cira t6 phu hqp v6i kti hopch
gi6o dpc cria nhd trudrng.

- Thgc hiQn phdn c6ng, diAu ph6i gi6o vi6n gi6ng day, h6 trg 15n nhau
trong chuyEn mdn.

- Tri6n khai c6c hopt dQng chuy6n m6n, dim b6o thUc hi$n chuong trinh,
kt5 hoach d4y hgc theo quy dfnh cua BO GD&DT.

- T6 chric sinh hopt chuy6n m6n dinh kj,: trao d6i, th6o lufln, th6o g0 kho
khdn trong gi6ng dpy, d6i mdi phuong ph6p dpy hgc, ki6m tra - d6nh gi6 hgc
sinh.

- Td chrlc hQi th6o, hQi gi6ng, chuy6n d6, dU gid, rut kinh nghiqm dC ndng
cao n6ng lyc chuyOn m6n, nghiQp W su pham cria giSo vi6n: Ung dpng c6ng
nghe th6ng tin, phucrng phdp gi6o dpc tich cpc, gi6o dpc STEM, trii nghiQm....

- DO xu6t v6i Ban gismhiQu c6c biQn ph6p ,eng cao chdt lugng dpy hqc.

- 86o c6o dinh tcy k6t qui hopt dQng chuy6n m6n cho Ban gi6m hiQu.

- Nhi€m vu khdc: T6 chilrc ddnh gid vi€n chrhc hdng thdng.

Diiiu 9. TA vIn phdng

- Tham muu cho Higu truOng trong vi6c td chrig, quin ly cdc hopt dQng

hdnh chfnh - vdn phdng, tdi chinh, tdi sin cria nhi trudrng.

- Thgc hi$n c6ng t6c thting k6, b6o c6o, t6ng h$, sO liQu phpc 4r cho
cdng tdc quan \f vi chi dpo ctra Ban girlm hiQu.

>
;\
ru

J:n%

-)
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- D6m b6o c6ng trlc th6ng tin, di6u pfrOi gita Ban gi6m hiQu v6i c6c t6, bQ

phQn trong nhd trudng.

. * Cdc nQi dung khdc: tdt chinh - tdi sdn; vdn tha- thfi.qu!; y td; thwviAn;

thiAt bi thwc hi€ru nhu nhiQm vy cila cd nhdn phu trdch tqi Ei€u 7.

Chucrng IV
vr6r QUAN Hp rRONG NHA TRUONG

Ei6u L0. Quan hQ giira HiQu tru0ng vfi Ph6 HiQu tru0ng

1. Quan h0 ve chirc ndng, nhiem vU

- HiQu trucmg ld nguoi drmg dAu nhd 1**q, chiu tr6ch.nhieT to{n {iQn
tru6c co quan quin $ cl.;p ff6n vd tru6c ph6p lu4t vO mgi hopt dQng cria trulng.

- Ph6 HiQu tru&ng ld nguoi gi
tru6c HiQu truong vi tru6c phSp lupt

up
ve

viQc cho Hipu trudng, chiu tr6ch nhi6m
, ,).

c6c ph6n viQc dugc phAn c6ng.

2. Quan hQ trong quin ly, di6u henh

- Hieu trucrng ph6n c6ng, giao nhiQffi vU, riy. quyAn cho Ph6 Hieu trucrng

phg tr6ch mQt sd linh-v.uc cOng tac (tai DiCu 5). t

- Ph6 Hiqu trudrng c6 tr6ch nhiQm t6 chric thgc hiQn, theo d6i, gi6m sat vd

b6o c6o HiQu truong k6t qui cdng viQc.

: Khi xri l;f c6ng yiec, Ph6 HiQu trucrng ph6i d6m b6o dring pham vi quy6n

hpn, n6u vugt thAm quy6n phii b6o c6o xin y ki6n HiQu trucrng.

3. Quan hQ ph6i hqp

- HiQu trucrng vd Pho HiQu truong phOi hqrp ch{t ch6, thucrng xuy6n trao

d6i th6ng-ii" A6 th6ng nh6t trong quanly, r:trth.frOrrg ch6o ho6c b6 t6t t6tg
viQc.

- ctng tham mrru, th6o 1u0n trong viQc x6y dung kti hoach nlm hgc, k6

hopch ph6t tii6n nhd trucrng; c6ng tdc nhtrnsg, tlri chinh, co sd vflt ch6t.

- Khi HiQu trucrng di ving, Ph6 HiQu truong dugc ,ry q.ryditt di0u hanh

hopt dQng cria trudng v6i c6c ngi dung dugc uj'quy0n.

4. Quan trQ trong 15nh dPo, chi d4o

- HiQu trucmg git vai trd quytit dinh cuOi ctng trong circ vdn dC lcm cfia

nhd trudng.

- Ph6 HiQu tru&ng c6 quyAn chu dQng diOu hdnh trong pham vi cdng viQc

dugc phen c6ng, d6ng thoi tham muu cho HiQu trucmg trong cdc quy6t dfnh quin

ly.

Cehard6u gucrng m6u trong thgc hiQn quy ch6 ddn chri, xdy dlmg dodn

tci5t ngi bQ, tpo dQng lgc ldm viQc cho dQi ngfl.

5. Nguy6n tfc chung

- T6n trgng, hgp t5c, h5 trq 15n nhau trong c6ng viQc.
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- Ldm viQc theo quy ch6, theo sg ph6n c6ng, uy quyAn cira HiQu truong.

- EAt lqi ich tQp th6 vd hgc sinh 16n trdn htit AC Aam b6o ch6t luqng gi6o

duc.

Diiju 11. euan hQ giira HiQu tru6ng vfi td chuyan m6n, vin phdng

- Hiqu tru&ng ld ngudi chfu tr6ch nhiQm quin 1;i, di6u henh todn b0 hoat

clQng chuy6n m6n cta nhd trudng.

- Tryc titip chi d4o, ph6 duyQt ki5 hopch hopt dQng ctra c6c ti5 chuy0n m6n,

t6 vdn phdng; dinh hucrng nhiQm vp n[m hgc.

- Quy6t dinh phdn c6ng gi6o vi6n vdo c5c t6 chuyOn m6n; UO ntriQm tO

tru&ng, t6 ph6 chuy6n m6n, t6 vdn phdng. 'i '

- Theo ddi, kitim tra, ddnh gi| chdtluq,ng hopt dgng chuyOn m6n ctra circ t6.

- Giai quytSt r*rfrng v6n d6 vugt thAm quy6n cfia tO trucrng chuy6n m6n, tO

vdn phdng.

Ei6u L2. Quan hQ giira ph6 HiQu tru6ng vfi td chuy6n mdn

- Ld ngudi trgc tiiip phB tr6ch c6ng t5c chuyan m6n theo sp ph6n c6ng

ctra HiQu trucrng.

- Hu6rng d6n, gi6m s6t, h5 trg cdc tO chuyon m6n trong viQc xdy dgng vd

tritin khai k6 hoach dpy hgc, kr5 hopch gi6o dpc.

-;. 
t ,- lO chuc sinh ho4t chuy6n m6n, dg gid, ki0m tra hd so, d6nh gi6 giao

vi6n theo kti hopch dugc giao.

- Ld cdu n5i, b6o c5o k6t qui hopt dQng cria c6c td chuy6n m6n v6i Hi0u

tru&ng.

- D€ xu6t HiQu tru&ng khen thu&ng, kj' 1u0t COi vOi gi6o vi6n vi t6 chuy6n

m6n.

DiOu 13. M6i quan hQ gifra t6 chuy6n mdn, td vin phdng v6i HiQu

tru0ng, ph6 HiQu tru0ng

- Cdc tO chuy$n m6n, t6 vdn phong chiu sU 15nh dao trr;c tii5p cria HiQu

truOng vd Ph6 {i9" truOng.

- Hiqu truftng, Pho Higu tru6rng, c6c tO chuy6n m6n vlr t6 vdn phong ptriSi

hgp ch{t ch6 trong viQc:

+ Xdy d\mg, tO chirc tri6n khai thgc hien kC ho?ch gi6o dpc ndm hqc, k6

hopch UOi auOng, phu dPo hgc sinh.

+ TO chric ki6m tra, d6nh gi6, d6i m6i phuong phdp d4y hqc.

+ Thuc hiQn c6ng tdcthi dua, khen thu&ng, ki 1U0t'

- Nguy6n tic lim viQc: th5ng nh6t, df,n chfr, t6n trgng, trdch nhiQm,

tlfng chrfrc oerrg vi th6m qrY6r.

Chucrng V

\
,)

{
I/
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cHf De Her HeP, TIEP xnAcu
Oidu 13. Hgp giao bano hgp ccr quan

- Hqp giao ban Ban gi6m hiQu vd trucrng cdc t6 chric doDrn th6, tO chuy6n
m6n ctinh kj'hnng tudn vdo 10h30', s6ng thri 6.

- Hqp toan th6 co quan: 1 lAn/thang.

- Hqp c6c nQi durrg kh6c dQt xu6t do Higu trudng triQu tpp khi cAn.

Ei6u 14. Cic cuQc hgp kh6c

- Hqp chuy6n mdn: t 1An/th6ng.

- Hqp t6 chuyCn m6n, t6 v6n phdng: 2 ndnlldn. ;i

- Hqp tlQt xu6t khi c6n thi6t theo chi dao cria Ban gi6m hiQu.

Di6u 15. ViQc ti6p kh6ch cria t6n\tlqo nhi trulng
- Do HiQu trudrng ho{c nguoi dugc HiQu tru&ng riy quyOn thUc hiQn.

- gO tri tpi'phdng tiiSp kh6ch, d6m b6o chu d6o, vdn minh, dirng quy <tinh.

Chucrng VI
cHE EQ THoNG TrN, nAO CAO

Di6u 16. Nguy6n tfc chung

- Mqi th6ng tin, b6o c5o phii trung thgc, kip thdi, dring quy dinh.

- B5o c6o dinh k,, dQt xu6t dugc thyc hiQn bing vdn bin hoflc qua hQ

th6ng th6ng tin diQn tu.

Didiu 17. Ch6 d6 b6o c6o

1. Noi b0

- Ch6 d0 b6o c6o dinh kj, cua Ph6 HiQu tru&ng,.t**g c6c bQ phpn ph6i
bdo c6o HiQu tru&ng gdm: 86o c6o hopt dQng hdng tuAn vd k6 hoach tuAn sau;

b6o c6o ktit qui cdng tdc thdngvd k6 hopch c6ng tdc thdng sau, b6o c6o c6ng t6c

kj,I vn b5o c5o c6ng tdc chndm hgc.

- Cdc b6o cfuo d6u ph6i ldm 02 bin, 1 bin gui HiQu tru&ng, 1 b6n luu
trong hd so c6 nhdn.

- Thdi gian grii biro c6o: tru6c ngey quy dfnh hgp 01 ngay.

2.85o cio c6p tr6n

- Nhe trudrng c6 tr6ch nhiem thgc hiQn dAy dfi, dfng th&i gian, dirng quy

dinh c6c cfriS e9 th6ng tin.

- NQi dung b6o c6o phii chinh x6c, kh6ch quan, klp thdi, ph6n 6nh

trung thyc tinh hinh hopt clQng cria nhd truong.

- B5o c5o dugc lpp bing v5n b6n (ban gi6y hofc'diQn ttr), c6 cht ky cira

HiQu tru&ng vd ddu cria nhi trucrng.
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- HiQu trucmg: chiu tr5ch nhiQm tru6c co quan quin $ cep tr6n vd todn b0

cne AO b6o c6o cria nhir trulng.

- Ph6 HiQu tru&ng: tham muu, giup HiQu trucrng t6ng hcr,p, ki6m tra s6

liQu, hodn thiQn nQi dung b6o c5o trong pham vi dugc ph6n c6ng.

- Cdc t6 chuyen m6n, t6 van p\dng, k6 to6n, y tt5 hqc dudrng, thu viQn,

thi6t bi...: c6 tr6ctrnhiQm cung r6p s6 liQu, th6ng tin +i"h x6c, kip thdi cho

Hieu truong hoflc c6 nhfln dugc HiQu tru&ng phfin c$ng dC lap b6o c6o.

- v6n thu: ti6p nhQn, ph6t hdnh, luu trfi c6c vdnbfin b6o c6o d6 gui di.

ong VII
TO CHIIC THUC HIEN ;J

Di6u 18. HiQu lqc thi hhnh

Quy chtS ndy co hiqu lUc t<C ttr ngdy ky.

Di6u 19. Trfch nhiQm thqc hiQn

Todn thrS c6n bQ, gi6o vi6n, nhan vi6n nhd t*gng co tr6ch nhiem thUc hiOn

nghiCm tric quy chti ndy.

Trong qu6 trinh thgc hiQn, n6u co kh6 kh6n, vu6ng mic sE dugc HiQu

trucrng *.rr.r6t, di6u chinh, b6 sung cho phtr hqp./.

t


