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TRUONG TRUNG HQC CO SO Poc 13p - Ty do - Hanh phiic
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Tién Theng, ngay 15 thang 9 nam 2024
S6:83 /QD-THCS

QUYET PINH
Ve viéc ban hanh quy ché lam viéc ciia nha trudong
Nam hgc 2024-2025

HIEU TRUONG TRUONG THCS TIEN THANG-TOAN THANG

Can cir Thong tw 56 32/2020/TT- BGDDT ngay 15/9/2020 ciia B truong Bo
giao duc va Pao tao vé viéc ban hanh Diéu I¢ truong trung hoc va truong pho thong,

Can cir bién ban hop cdn bg, vién chitc va nguoi lao dong ngay 29/8/2024 ca
truong THCS Tién Thang-Toan Thang;

Can cit tinh hinh thuc té cia trwong THCS Tién Thang-Toan Thing nam hoc
2024-2025;

Theo dé nghi ciia Hoi dong truong va Céng doan.
QUYET PINH:
Piéu 1. Nay ban hanh kém theo Quyét dinh nay la Quy ché 1am viéc trong
pham vi truong trung hoc co s¢ Tién Thang-Toan Thang nam hoc 2024-2025.

Pieu 2. Tat ca can bd, gido vién va nguodi lao dong ctiia nha trudong co trach
nhiém thyuc hién Quy ché lam viéc.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky./.

Noi nhin: HIEU TRUONG
- Nhu diéu 2; :
- Luu: VT.




UBND HUYEN TIEN LANG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG HQC CO SO Poc 13p - Ty do - Hanh phic
TIEN THANG-TOAN THANG

QUY CHE LAM VIEC
CUA TRUONG TRUNG HOQC CO SO TIEN THANG-TOAN THANG
NAM HOQC 2024-2025
(Ban hanh kém theo Quyét dinh sé ~ /OP-THCSngdy  thang 9 nam 2024
ciia truong THCS Tién Thang-Toan Thang)

Cin ctr Luat giao duc sb 43/2019/QH14 ngay 14/6/2019.

Cin ct Piéu 1é truong trung hoc ban hanh kém theo Thong tu s6 32/2020/TT-
BGDDT ngay 15/9/2020 cua Bo truong Bo Giao duc va Pao tao vé quyén han, nhiém vu
cua cac co s¢ giao duc;

Cén cir Quyét dinh s6 2826/QD-UBND ngay 09/8/2024 ciia Uy ban nhén déan thanh
pho Hai Phong vé viéc ban hanh ké hoach thoi gian nam hoc 2024-2025 d6i voi gido duc
mam non, gido duc pho théng va gido duc thudng xuyén thanh phd Hai Phong;

Truong THCS Tién Thing-Toan Thing xay dung Quy ché 1am viéc cua co quan, phin
cong nhiém vu cho cac bd phan, thanh vién trong nha trudéng nam hoc 2024-2025 nhu sau:

I. NGUYEN TAC CHUNG

1. Moi can b, vién chirc phai chdp hanh dudng 16i, chi truong cua Pang, phap luat
cua nha nudc.

2. Lam viéc theo nguyén tic tap trung dan cha. Thyc hién tét cac quy dinh vé moi
truong gido duc, dao duc, ky luat, ky cuong, né€ nép lam viéc, dao duc cong vu.

3. Cap duoi phuc tung va chiu sy chi dao cua cap trén. Ban giam hi€u chiu trach
nhiém trudc cap trén, can bd, gido vién, nhan vién chiu trach nhiém truéc Hiéu truong vé
nhiém vu dugc phan cong.

4. Lam viéc theo ké hoach, lich chi dao cua cac cap gido duc, su phan cong cua lanh
dao, phan dau hoan thanh cac ti€u chi da deé ra.

5. Ty giac thuc hién quy ché, ndi quy cua nha truong. Thuc hién nghiém chinh cac
cam két ca nhan da ky.

6. Phat ngon dung lic, dang chd, khong gay mat doan két noi bo.

7. Khong vi pham dao dirc nha gido, luat an ninh mang va cac diéu cam, can bo, dang
vién, vién chirc khong dugc lam.

8. T4t ca nha gido, vién chirc trong gid hanh chinh tai truong khong mic quan bo, 4o
phong khoéng co ve cd; khong hit thude 14; khong st dung dd udng co con trude va trong
gid lam viée, gio nghi trua, trong cac ngay lam viéc; khong deo tai nghe, m¢& nhac, nghe
nhac, choi dién tir va cac thiét bi giai tri ca nhan va sir dung dién thoai trong gi¢ 1am viéc.

9. Nha gIaO can bo quan ly, nguoi lao dong phai co tu thé, tac phong, ctr chi nghiém
tac, thai do niém nd, hoa nha, khiém tén, 1& phép, ton trong nguoi giao tiép; st dung ngdn
ngit chuan muyc, rd rang, mach lac. Khi thyc hién nhiém vu phai ¢6 y thirc 16 rang vé trach
nhiém, bon phan cua ban than va san sang nd luc hoan thanh moi nhiém vu dugc giao.
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Trong qua trinh thuc thi cong vu can thuc hién “4 xin, 4 lubn”: Xin chao, xin 101, xin cam
on, xin phép; luén mim cuoi, ludn nhe nhang, luon lang nghe, luén giap do”.

II. PHAN CONG NHIEM VU CAC THANH VIEN, CAC BQ PHAN
1. Hiéu trwéng:
, Chi dao thyc hién cong tac giao duc tu tuong chinh tri; cong tac dan chu; phong
chong tham nhiing, ti€u cuc; chuyén doi so trong nha truong.

Thuc hién nhiém vu va quyén han theo Diéu 11 cua Diéu 1¢ truong trung hoc co sd,
truong trung hoc pho thong va truong pho thong cd nhi€u cap hoc ban hanh kém theo
Thong tu s6 32/2020/TT-BGDDT ngay 15/9/2020 cua Bo truong BO GD&DT:

- Hiéu trudng trudng trung hoc 13 nguoi chiu trach nhiém t6 chirc, quan 1y, diéu hanh
cac hoat dong va chat lugng gido duc cua nha truong.

- Xay dung, t6 chitc bd may nha truong; bo nhiém t6 trudong, to pho; to chic thanh
1ap hoi dong truong.

- T6 chire xay dung chién luge, tAm nhin, muc tiéu, quy hoach phat trién nha truong;
quy ché t6 chirc va hoat dong cua nha truong; ké hoach gidao duc hang nam cia nha truong
dé trinh hoi dong trudong phé duyét va té chie thuc hién.

- Thuc hién cac quyét dinh hodc két luan cua hoi déng truong.

- Bao cdo, danh gia két qua thyc hién ké hoach gido duc cta nha truong va cac quyét
dinh cta hdi dong truong trudc hoi dong trudng va cac cap co tham quyen.

- Thyc hién tuyén dung, quan 1y gido vién, nhan vién; ky hop dong lao dong, tiép
nhan, diéu dong gido vién, nhan vién; quan ly chuyén mon; phan cong cong tac, kiém tra,
danh gia xép loai gido vién, nhan vién; thuc hién cong tac khen thuong, ky luat d6i voi gido
vién, nhan vién theo quy dinh cua phap luat.

- Quan 1y hoc sinh va cac hoat dong cua hoc sinh do nha truong td chuc; xét duyét
két qua danh gia, xép loai hoc sinh, ky xac nhan hoc ba, cap gidy chung nhan hoan thanh
chuong trinh gido duc pho thong cho hoc sinh va quyét dinh khen thudng, ky luat hoc sinh.

- Quan ly tai chinh va tai san cia nha truong.

- Thue hién cac ché dd chinh sach ctia Nha nudc ddi véi gido vién, nhan vién, hoc
sinh; thuc hién quy ché dan chu, trach nhiém giai trinh cua nguoi dung dau co so gido duc
trong to chirc hoat dong cua nha truong; thuc hién cong tac xa hdi hoa giao duc cia nha
truong.

- Chi dao thuc hién céc phong trao thi dua, cadc cudc van dong; thuc hién cong khai
doi voi nha truong va xa hoi theo quy dinh cua phép luat.

- Tham gia sinh hoat cung td chuyén mon; tu hoc, tu boi dudng dé nang cao nang luc
chuyén mon nghiép vy, nang lyc quan ly.

- Chi dao t6 cong tac thu vién, thiét bi.

- Duyét ho so doan thé, hoc ba khdi 6.9.
- Tham gia giang day theo quy dinh.

2. Pho Hiéu truwéng:

- Phy trach cong tac chuyén mon, cac hoat dong day va hoc. Chi dao va truc tiép
trién khai cac hoat dong boi dudng hoc sinh gidi va phu dao hoc sinh yéu, kém.



- Phu trach cong tac thé chét, thé thao, y té, lao dong, v¢ sinh, nén nép hoc sinh; cong
tac phong chong dich bénh, cham séc strc khoe hoc sinh.

- Phu trach cong tac chu nhi€ém, gido duc dao duc hoc sinh.

- Phy trach cac phan mém quan ly gido vién trén CSDL, phan mém sb diém va hoc
ba dién tir, phdn mém cong tac phd cip gido duc va trang website nha trudng. Duyét tai
nguyén, tin bai gido vién gui trudc khi dang.

- Kiém tra, ky duyét ho so gido an, so ghi dau bai 16p, s6 goi tén ghi diém hang tun,
duyét hoc ba khoi 7,8.

- Giai quyét cac hién tuong hoc sinh vi pham dao dirc, nén nép.
- Cung v&1 Hiéu trudng phu trach cong tac thi dua cua nha truong.

- Quan ly, ki duyét cung Hi€u trudng cac chiing tir x4c nhan thu, chi hoc thém hang
thang cua cac 16p.

- Tham gia giang day theo quy dinh.
- Phu trach cac cudc thi dbi voi gido vién.
- Cung v6i Hiéu trudng chiu trach nhiém trudc cap trén vé phan viée dugc giao.

- Thyc hién nhi€ém vu va chiu trach nhiém trudc Hi¢u truong vé nhiém vu duoc phan
cong.

- Thay mit cho Hiéu truong diéu hanh moi hoat dong cua truong khi Hiéu trudng
vang mat.

- Buoc theo hoc cac 16p chuyén mon, nghiép vu va hudng cac ché d6 hién hanh.
3. Tong phu trach Péi thiéu nién tién phong H6 Chi Minh:

- Theo doi1 don doc danh gid viéc thuc hién nén nép hoc tap, rén luyén dao duc cua
hoc sinh toan truong.

- Trién khai céac hoat dong cuia Boan, Hoi, Doi trong nha trudong.

- T6 chic hoat dong cua DOi truc ban sao dé theo doi danh gia thi dua hang tuan,
hang thang.

- T6 chrc, phan cong lao dong dinh ki, lao dong chuyén lam vé€ sinh mdi truong, bao
dam canh quan nha truong dudi su chi dao cua Phoé hiéu trudng.

- Theo ddi danh gia né nép hoc sinh hang tuan, truc tiép giai quyét cac hién tuong
hoc sinh vi pham ndi quy trong nha trudong.

- Phu trach truc tiép cac cudc thi ddi véi hoc sinh.

- Tham dy hop thi dua cudi ki, cudi nam hoc.

- Tham gia giang day theo quy dinh.

4. Hoi ddng thi dua:

- Truéng ban: Hi¢u trudng nha truong.

- Pho ban: Chu tich Cong doan — pho hiéu trudng.

- Thanh vién: T6 trudng chuyén mén, Tong phu trach Doi, Gido vién chii nhiém 16p.
- Thu ky: Nhan vién t6 hanh chinh.

- Thanh phan moi tham dy: Trudng ban thanh tra nhan dan.



5. Ban nép séng quén su, thé duc, vé sinh:

- Truéng ban: Pho hi¢u trudng nha truong.

- Pho ban: Tong phu trach.

- Thanh vién: Gido vién thé chat, giao vién chu nhiém 16p.
6. To6 chuyén mon:

q Thuc hién r}hién} vu theo Diéu 14 cua Diéu 1¢ truong THCS, truong THPT va trudong
pho thong cé nhiéu cap hoc ban hanh kém theo Thong tu so6 32/2020/TT-BGDDT ngay
15/9/2020 ctia B truong BO GD&DT.

- T6 trudng, t6 phd chuyén mon do Hi¢u truong chi dinh va giao nhiém vu sau khi cé
bién ban hop gidi thiéu cua to va su thong nhat cua Ban giam hiéu.

- Chi1 dong xay dung ké hoach day hoc va gido dyc theo chuwong trinh mén hoc, hoat
dong giao duc thudc chuyén mén phu trach theo tuan, thang, hoc ky, nim hoc; phdi hop véi
cac t6 chuyén mon khac xay dung ké hoach gido duc cia nha truong.

- Pé xuét lya chon sach gido khoa, xuit ban pham tham khao dé sir dung trong nha
truong theo quy dinh cua B truong Bo Gido duc va Pao tao.

- Thuc hién ké hoach gido duc cua to chuyén moén theo ké hoach gido duc cua nha
truong da dugc hoi dong truong phé duyét.

- Tham gia danh gia, xép loai gido vién theo chuan nghé nghiép gido vién co sd gido
duc pho thong theo quy dinh ctia Bo trudng Bo Gido duc va Pao tao.

- Tham gia boi dudng chuyén mén, nghiép vu theo ké hoach ciia to chuyén mén va
cua nha truong. Pang tin, bai, hoat dong chuyén mon Ién trang website truong.

- T6 chitc sinh hoat chuyén mén 2 1an/thang.

- Cung pho hiéu trudng trién khai cac hoat dong thi, danh gia chét luong giang day va
hoc tap.

- Ky duyét gido an theo quy dinh khi dugc Pho hiéu trudng ty quyeén.

- T6 trudng khoa hoc tu nhién: Ba L& Thi Hudng

- T6 pho khoa hoc ty nhién: Ba Ngé Thu Ha

- T6 truong khoa hoc x4 hoi: Ba Pong Hoa Lé

- T6 pho khoa hoc x4 hoi: Ba Hoang Thi Hoa

- Cac nhom truong chuyén mén do to truong chuyén moén chi dinh, thuc hién nhiém
vu dudi su chi dao cua to trudng.

- Thyc hién cac nhiém vu khac do hiéu truédng phan cong.

7. Nhiém vu cta gido vién giang day:

- Thuc hién dung quy S:hé chuyén mon, thoi khoa biéu quy dinh cila nha truong, su
phan cong cua lanh dao, cua t6 truéng, td pho.

- Giang day va giao duc hoc sinh theo dung chuong trinh, ké hoach day hoc va gi4o
duc. Soan bai trudc 01 tuan theo lich giang day. Chuan bi d6 dung, sir dung triét dé do dung

hién c6 dé giang day. Thuc hién tng dung CNTT it nhat 05 tiét/nim hoc. Kiém tra danh gia
hoc sinh theo quy dinh, 1€n 16p dung giod, khong tuy tién bo gid, bo budi. Tham gia cac hoat



d6ng t6 nhom chuyén mén, tham gia bdi dudng chuyén mén ding quy dinh. Ding tin, bai,
hoat dong chuyén mon 1én trang website truong.

- Néu ¢6 viéc dic biét quan trong ca nhan phai nghi thi phai bao cao Ban giam hi¢u,
nho nguoi c6 cung chuyén mon day ho, néu phai qua Ban giam hiéu diéu nguoi day thay thi
phai tu chi tra thu lao cho nguoi day (nhung khong qua 5 budi/hoc ky).

- Thyc hién nghiém tic su phan cong cua chuyén mon vé day thay khi c6 tinh hudng
dot xut.

- Tich cuc tham gia cong tac phd cap tai dia phuong.

- Thyc hién nghia vu cong dan, cac quy dinh cta phap luat va diéu I¢ nha truong,
chiu su ki€ém tra cia Ban gidm hi€¢u va cua cap trén.

- Giir gin pham chat, danh dy, uy tin cta nha gido; grong miu trude hoc sinh, thuong
yéu ton trong hoc sinh, doéi xtr cong bang vdi hoc sinh, doan két giup do dong nghiép.

- Két hop voi gido vién chii nhiém 16p, cac gido vién khac, véi gia dinh hoc sinh,
Poan Doi trong cac hoat dong giang day va giao duc dao duc hoc sinh.

- Thyec hién t6t phong chdng dich bénh.

- Phan dau hoan thanh cao chat luong day hoc va gido duc duoc phan cong.

8. Nhiém vu cta gido vién lam chi nhiém lép:

- Ngoai cac nhiém vu d6i véi gido vién quy dinh tai muc 7, gido vién 1am chu nhiém
16p con ¢6 nhitng nhi¢m vu sau:

+ Tim hiéu va nam ving hoc sinh trong 16p vé moi mat dé co6 bién phap t6 chiic gido
duc sat véi doi tuong nham thac day su tién bd cua tung hoc sinh va cua ca 16p.

+ Phéi hop chit ché véi gia dinh hoc sinh, chi dong phdi hop véi cac gido vién bo
mon, Poan Thanh nién cong san HO6 Chi Minh, P61 Thiéu nién tién phong H6 Chi Minh, cac
doan thé va cac t6 chirc xa hoi khac co lién quan trong hoat dong giang day va gido duc hoc
sinh cua 16p minh chu nhiém.

+ Nhan xét, danh gia xép loai hoc sinh cubi ky va cudi nam hoc, dé nghi khen thudéng
va ky luat hoc sinh, dé nghi danh sach hoc sinh duoc 1én 16p, danh sach hoc sinh phai ki€ém
tra lai, phai ren luyén thém trong ky nghi he, phai ¢ lai 16p, hoan chinh viéc ghi vao s6 diém
va hoc ba hoc sinh.

+ Tham gia huéng dan hoat dong tap thé, hoat dong gido duc va rén luyén hoc sinh
do nha truong t6 chuec.

+ Bao céo thudng ki hodc dot xudt vé tinh hinh cta 16p véi Hiéu truong.

- Du gid hoc, cac hoat dong khac cia lop minh. Pugc cho phép cd nhan hoc sinh
nghi 3 ngay c6 1y do chinh dang.

- Phéi hop véi phu huynh hoc sinh trong quan 1y hoc tap tai nha.

9. T6 Vin phong:

- Trudng c¢6 01 t6 vin phong gdm nhan vién ké toan kiém van thu luu trir, nhan vién
thiét bi, thu vién, bdo v€. Cac nhan vién kiém nhiém cong tac phuc vu do Hiu truéng phan
cong:

+ T truéng vin phong do Hiéu trudng chi dinh va giao nhiém vu.



+ Ngoai nhiém vu chuyén mon can bd hanh chinh con chiu su chi dao, phan cong cac
nhiém vu khac cua lanh dao nha truong.

+ Can bo hanh chinh duoc bé tri nghi 01 ngay trong tuan theo quy dinh.
+ T6 Van phong sinh hoat dinh ky 2 1an/théng.

- Nhiém vu cua cac bo phan T van phong:

+ T4 trudng van phong Pham Vin Luc

+ Thuc hién cac nhiém vu chuyén mon, chiu trach nhiém trude Hi€u truéng va cap
trén ve phan viéc minh phu trach.

+ Phu trach cong tac phuc vu Hoi nghi, van phong.

+ Theo d&i lam s6 liéu EMIP, PMIP, co so dir liéu, phan mém GDPT, bao céo kip
thoi.

+ Cap nhat va theo doi thuong xuyén tai san cua nha trudng.

+ Kiém nhiém cong tac van thu, quan 1y cong van di, dén.

+ DPang tin, bai Ién trang website truong.

+ Tham gia lam pho cap dudi sy diéu hanh caa lanh dao.

+ Thuc hién cac nhiém vu khéc khi dugc 1anh dao phan cong.

- Bdo v€ nha truong:

+ Chiju trach nhiém vé bao vé tai san nha truong, ¢ mat lam viéc trong ca tuan.

+ Nhan kiém nhiém quan 1y, diéu hanh, phuc vu nudc uéng cho toan thé cac phong
ban, can b0, vién chirc va hoc sinh toan truong; xir Iy dién, nudc sinh hoat, don vé sinh cdng
vu cac phong lanh dao, phong hop phuc vu cén bg, vién churc va hoc sinh; trong coi an ninh,
bao quan phuong tién di lai ciia can bd, gido vién, nhan vién, hoc sinh hang thang; kiém tra,
nhic nhé hoc sinh bao quan tai san; sira chita nén phong hoc, ban ghé, thiét bi trong nha
truong.

+ Chiu trach nhi¢m trude Hi€u trudng vé phan viéc dugc giao, néu mat tai san, xe
cua gido vién va hoc sinh phai boi thuong theo quy dinh.

+ C6 trach nhiém giam sat va xtr 1y cac hién tuong bat thuong vé an ninh trat ty xay
ra trong lac lam viéc, cac hién tuwong pha hoai tai san cua cong tir phia hoc sinh, khong cho
ngudi ra vao ty do lam anh huong dén hoat dong cua nha trudng.

10. Cac quy dinh khac:
a. Quy dinh sir dung dién thip sing:
- Chi dung cho cong viéc chung cua nha truong.

- Khong tu y sir dung thiét bi ctia nha truong vao muc dich ca nhan khi chua duoc sy
dong y cua lanh dao nha trudng.

- Str dung dién dung muyc dich, khong lang phi, khi ra vé c6 trach nhiém tit cac thiét
bi dung di¢n tai noi minh lam vi¢c, nhac nhd hoc sinh cung thuc hién tai cac phong hoc.

b. Quy dinh sir dung may tinh, may in, cac thiét bi 4m thanh:
- Can bo duoc giao ¢o trach nhiém quéan 1y hé théng may tinh do minh phu trach.

- Khi lam xong, khi nghi, khi ra vé phai tit ngudn dién, khoa may, khoa phong lam
viéc. Néu khong thyc hi€n, hong hoc, chap dién, chay nd phai chiu trach nhiém.
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- Nghiém cdm sir dung hé thong may tinh nha trudng in 4n tai liéu, hd so ca nhan.

- Thiét bi 4m thanh hang ngay do Téng phu trach va gido vién Ngd Vi Anh quan ly
su dung. Thiét bi am thanh dung trong hoat dong lon do dong chi Pho hiéu truong quan, ly
diéu hanh str dung.

- Can b, cac bo phan phai lam viéc trén hé théng may tinh trong gid hanh chinh,
nghiém cam choi giai tri lam anh huong té1 khong gian 1am viéc cua cac bd phan khac.

¢. Quy dinh sinh hoat t6 nhém chuyén mén, hop, hdi nghi, truc ban, chao co
hang thang, tiep khach:

- Thue hién ché do sinh hoat t6 nhom chuyén moén, du hop, du hoi nghi dung gio,
dung ké hoach. Theo ddi, ghi ddy du ndi dung cudc hop, trinh bay khoa hoc. Trong khi tham
du sinh hoat, hop, hoi nghi khong no61 chuyén riéng, khong lam viéc riéng, khong st dung
dién thoai di dong, ghi am, chyp hinh trong phong hop khi khong dugc su dong ¥ cua Hiéu
trudng.

- Trong hoi nghi phat ngén theo quy dinh trong diéu 1€ nha truong trung hoc, khong
dung 101 noi thi€u van hoa, khong xiuc pham danh du dong nghi€p. Noi va lam theo nghi
quyét da thong nhat.

- Chao co vao sang thtr 2 tudn dau hang thang, nghi 18 trang nghiém; can bo, gido
vién, hoc sinh hat Qudc ca theo nhac dém khong 10i. Phan cong gido vién Ngo Vii Anh va
Tong phu trach Poi chuan bi loa may, tap chung hoc sinh, lam cong tac to chirc. Tat ca can
bd, gido vién, gido vién chui nhi€ém 16p phai cé trach nhi€ém du chao co, quan 1y hoc sinh tap
trung sinh hoat ngoai khoa.

- Giao vién, nhan vién dugc phan cong truc ban hang ngay theo ddi thyc hién hi¢u
1énh kéng ra vao cac gio hoc; quan sat, theo ddi, diéu hanh moi hoat dong doi véi giao vién,
hoc sinh; ghi s6 truc ban moi sy viéc dién ra tai co quan.

- Nhan vién van phong hang ngay dén trude gio 1am viée 5 phit don déc gido vién
Ién 16p, lo tiép khach (néu c6), xép sap ban ghé van phong khi c6 cudc hop.

- Gido vién bd mon phai nhan nhiém vu day thay khi ¢é gido vién nghi dot Xuat.

d. Cac quy dinh veé thu, chi tai chinh:

- Céac nguon thu theo quy dinh huéng din cia cic cdp co thim quyén va thu thoa
thuan tr nguoi hoc déu ndp vao tai khodn cua nha trudong hoac nguoi duoc phan cong; bod
phan tai vy nha truong truc tiép quan 1y va chi tiéu theo quy dinh.

- Céac bo phan khi mua sdm phai lap du tru, duyét chi qua chu tai khoan. Khi mua
sam phai c6 hda don, ching tir theo quy dinh, thu quy chi xuat tién khi c6 hoéa don chu tai
khoan duyét.

- Chi theo quy dinh cta nha nude véi cac danh muc.

- Cong khai tai chinh vao cudi ky, cudi naim. Riéng luong, day thém niém yét cong
khai 1 lan/thang tai bang tin nha truong.

- Cac khoan trir qua lwong theo huéng dan cua cac cap, gido vién, nhan vién co trach
nhiém ndp vé thi quy vao cudi hang thang.

- Gi4o vién khéng duoc thu don vao dau nam hoc, cac khoan thu phai thuc hién qua
tai khoan.

- Céc hoat dong tng ho tir thién nhan dao, phé t6 tai liéu, dé kiém tra, gidy kiém tra,
van phong pham cua 16p déu st dung tir nguon quy 16p. Khong thu vét, thu 1€ cua hoc sinh
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dé tranh hoc sinh xin tién phu huynh choi game truc tuyén, an qua vit. Gido vién chu nhiém
két hop voi Ban dai dién cha me hoc sinh 16p quan Iy thu, chi quy 16p, truc tiép thanh quyét
toan trudc cha me hoc sinh vao cudc hop phu huynh cubi ki I va cubi nam hoc, bao cao thu
chi bang vin ban vé Hiéu truong.

- Hoc thém thu theo budi thuc hoc hang thang, quyét toan theo thang. Khong thu vao
ki tuyén sinh, vao dau nim hoc, theo hoc ky, ca nim. Hang thang mién thu hoc sinh nghéo,
giam 1/2 s6 thu cho hoc sinh cén ngheo. Hoc sinh c6 hoan canh dédc bi¢t kho khan c6 don thi
nha truong mién thu hoc thém.

- Tuyét ddi gido vién khong tu ¥ thu bét ki khoan ndo ngoai su chi dao va théng nhét
chung trude cha me hoc sinh toan truong va cac 16p.

11. Quy dinh vé thi dua cudi nim:

* Poi véi can bd quan ly

Pénh gia thi dua, danh gia theo chuin nghé nghiép hiéu truéng, phéd hiéu trudng.
Danh gia vién chtrc quan 1y thyc hién theo cac van ban hudng dan hién hanh.

* P6i voi gido vien:

Panh gia thi dua, danh gia theo chuan nghé nghiép gido vién trung hoc, danh gia

vién chuc, 14y hiéu qua cong tac, chat lugng giang day thuc hién theo cac vin ban hudng
dan hién hanh.

* Pugc thwéng trong cac didu kién sau:

- Piang ky danh hiéu dau nam hoc.

- C6 chat lugng giang day cudi nam, chét luong diém 6n thi vao 10 THPT cao.

- Dang ky tham gia thi dua, thi gido vién gioi hodc gido vién chi nhiém gioi, tham
gia day chuyén dé cac cap va céac cude thi khac.

- C6 hoc sinh dat giai HSG cac cép.

- Tich cuc tham gia va dong gdp nhi€u cong stic vao cac hoat dong phong trao cua to,
cong doan, doan doi va nha truong.

* Poi voi nhan vién:
DPanh gia thi dua, danh gia vién churc, nhan vién truong trung hoc, coi trong hiéu qua,

muc d6 hoan thanh cong viéc duoc phan cong, thuc hién theo cac vin ban hudng dan hién
hanh..

12. Cac hanh vi can b9, gido vién, nhan vién khong duwgc lam:

- Xac pham danh dy, nhan phém, xam pham than thé cua hoc sinh va déng nghiép.
- Tép hop loi ich nhom lam mat doan két noi bo trong nha truong.

- Gian 1an trong kiém tra, danh gia, thi ctr va kiém tra.

- Day thém trdi quy dinh ciia BO GD&DT va cia UBND thanh phé.

- Udng ruou bia trude, trong gio lam viéc; hut thude 14; sir dung dién thoai khdng
phuc vu day hoc trong 16p va cac hoat dong gido duc trong nha truong.

- Trang phuc phan cam khi dén trudng, khi 1én 16p.

- Cung cép thong tin, phat ngdn v6i co quan bao chi lién quan dén nha trudong khi
chua dugc Hiu truong dong y.



Can bg, gido vién, nhan vién noi, viet, xuyén tac sai sw thdt, boi nho danh du, vu
khéng lanh dao, gido vién, nhdn vién, gdy mat dodn két ndi b trong truong thi xép loai vién
chirc khéng hodan thanh nhiém vu (Néu vi pham trong thoi gian nghi hé thi dp dung cho ndm
hoc 2025-2026). Truong hop nghiém trong thi bdo cdo chi iy, chi bo, Hoi dong trieong va
cdc co quan cdp trén dé xem xét, xir 1y theo quy dinh ciia phdp ludt).

CHU TICH CONG POAN HIEU TRUONG

Ding Dinh Diét Lwong Vin Thuin
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UBND HUYEN TIEN LANG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG HQC CO SO Poéc 1ap - Tu do - Hanh phic
TIEN THANG-TOAN THANG

BIEN BAN XAC NHAN
V/v thuc hién cong khai quy ché lam viéc
cia trwong THCS Tién Thiang-Toan Thing
Nam hoc 2024-2025

Can ct Quyét dinh s6  /QD-THCS ngady  /9/2024 cua truong THCS Tién
Thing-Toan Thing vé viéc cong khai quy ché 1am viéc ndm hoc 2024-2025.

Hom nay, vao hdi ... gi¢ 00 phit ngay .../9/2024 tai trudng THCS Tién Thing-
Toan Thang, ching t6i gom co:

1. Dai dién lanh dao

Ong Luong Vin Thuan - Hiéu trudng.

2. Dai dién cong doan

Ong Ping Pinh Piét- Chu tich Cong doan.

3. Pai dién b phan thanh tra

Ong Pham Vin Quy - Truong ban thanh tra nhan dan

Cung c6 mit ....../......can bd, vién chirc, ngudi lao dong. Viang 0

Xé&c nhan viéc thuc hién cong khai quy ché lam viéc truong THCS Tién
Théng-Toan Thing ndm hoc 2024-2025:

1. Toan van ndi dung quy ché lam viéc cta truong THCS Tién Thang-Toan
Thing.

2. bia diém cong khai: Tai truong THCS Tién Thang-Toan Thang.

3. Hinh thirc cong khai:

- Poc trude hdi nghi.

- Cac thanh vién nghe, tham gia y kién.

- Biéu quyét nhat trin toan vin quy ché lam viéc nam hoc 2024-2025.

Bién ban nay di dugc xac nhan va thdng nhat thong qua boi tat ca cac thanh
vién tham du.

Bién ban dugc 1ap thanh 04 ban c6 gia tri phap ly nhu nhau, 01 ban luu tai van
thu, Olrbém luu tai Cong doan, 01 ban luu hd so quan 1y Hi€u truong, 01 ban dugc
niém y¢€t tai ban tin cla truong./.
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CHU KY XAC NHAN CUA CAC BEN THAM GIA

Dai dién Cong doan trudong Pai dién lanh dao truong

Dai dién b§ phan thanh tra

CAC THANH VIEN KY TEN
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UBND HUYEN TIEN LANG CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THCS TAY HUNG Péc 1ap - Tu do - Hanh phuc

' BIEN BAN XAC NHAN
Vv het thoi gian thuc hién cong khai quy che lam viéc nam hoc 2024 — 2025

Cén ctr Thong tu 09/2024/TT-BGDDT ngay 03 thang 6 ndm 2024 cua Bo Gido
duc va Pao tao huéng dan thue hién Quy ché thyc hién cong khai dbi véi co so gigo
duc ctia hé théng gio duc qudc dan;

Can ct Thong tu s6 61/2017/TT-BTC ngay 15/6/2017 ctia Bo Tai chinh vé
viéc huéng dan cf)n‘g khai pgﬁq sach; Théng tu‘sé 90/2018/TT-BTC ngay 28/9/2018
cua B¢ Tai chinh vé stra d61, bd sung mét so di€u ctia Thong tu s6 61/2017/TT-BTC
ngay 15/6/2017 cua B9 Tai chinh;
Can ctr bién ban cong khai quy ché 1am viéc tai truong THCS Tién Thang-Toan
Thang ngay ..../9/2024;
Hoém nay, vao hoi 17 gio 05 phut ngay /10/2024 tai truong THCS Tién
Thang-Toan Thang, ching toi gom co:
1. Dai dién lanh dao
- Ong Luong Vian Thuan - Hiéu truong.
2. Dai dién cong doan
- Ong bang Pinh Diét - Chu tich Cong doan.
3. Dai dién by phan vian phong
- Ba L& Thi Viét Hai - K& toan, vén thu
4. Pai dién by phan thanh tra
- Ong Pham Vin Quy - Truéng ban thanh tra nhan dan
Xa&c nhan hét thoi gian thuc hién niém yét cong khai cac noi dung theo quy
dinh tai Thong tu 09/2024/TT-BGDDT; Thong tu sé 61/2017/TT-BTC ngay
15/6/2017 ctia B Tai chinh vé viéc huéng dan cong khai ngan sach; Thong tu sb
90/2018/TT-BTC ngay 28/9/2018 cua Bo Tai chinh vé sira d6i, b sung mot sb diéu
ctia Thong tu s6 61/2017/TT-BTC ngay 15/6/2017 caa Bo Tai chinh, cu thé nhu sau:
4.1. Noi dung niém yét cong khai

Cong khai quy ché 1am viéc truong THCS Tién Thang-Toan Thang nam hoc
2024-2025.
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4.2. Pja diém niém yét cong khai

- Niém yét cong khai tai bang thong tin chung cua truong, phong cho gido
vién, website cua truong THCS Tién Thang-Toan Thang.

4.3. Thoi gian niém yét cong khai

- Thyc hién niém yét cong khai trong thoi gian 15 ngdy, bat dau tinh tur
ngay ..../9/2024 dén ngay ..../10/2024.

Trong thoi gian cong khai cdc ndi dung trén, nha truong khong nhan duge y
kién phan anh, don thu t6 cdo, khi€u nai cua cong dan, phu huynh hoc sinh va can bo,
vién chure, nguoi lao dong.

- Bién ban nay da dugc xac nhan va thong nhat théng qua bai tat ca cac thanh
vién tham dy.

- Bién ban duoc lap thanh 03 ban c6 gia tri phap ly nhu nhau, 01 ban luu tai
van thu, 01 ban luu tai bd phan ké toan, 01 ban dugc luu ho so Hiéu trudng./.

CHU KY XAC NHAN CUA CAC BEN THAM GIA

Dai dién Cong doan truong DPai dién lanh dao trudng

Pai dién bd phin ké toan Pai dién by phan thanh tra
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