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Khong gay phién ha, sach nhiéu, tiéu cuc
trong thwe hién nhiém vu, cong vu dwgce giao.
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Chtre vu, don vi cong tac: Higu trudng truong THCS Nguyén Chuyén My.
I. NHIEM VU bUQC GIAO

- T6 chue xdy dung bd may co quan; d6i ngii can bd quan ly, doi ngii nha gido
trong khuon kho chirc nang, quyén han va nhiém vu theo quy dinh.

- Xay dung ké hoach va t6 chirc thuc hién nhiém vu giao duc; Chi dao viéc quan
Iy va té chire gido duc hoc sinh;

-Xay dung ké hoach phat trién gido duc cia nha trudng; lam cong téc td chuc
can b, cong tac kiém tra danh gia.

- Quan ly gido vién, nhan vién, hoc sinh; quan ly chuyén mon, phan cong cong
tac; kiém tra, danh gia viéc thuc hién nhi€m vu ctia ph6 hi€u trudng, can bo, gido
vién va nhan vién.

- Quan hanh chinh, tai chinh, tai san ctia co quan; thuc hién céac ché do chinh
sach ctia Nha nude dbi voi can bd nha gido, nhan vién va hoc sinh;

- T6 chue, chi dao thuc hién quy ché dan chu trong céc hoat dong cua nha

truong.

- Chiu trach nhiém truc tiép trudec Pang, Nha nudc, co quan quan ly gido duc
cép trén vé cac nhiém vu ctia minh.

- Truc dé giai quyét cong viéc va tiép cong dan cic sang ngay tha hai va thir bay
hang tuan, truc tiép chi dao hoat dong ctia té Hanh chinh.

- Phéi hop véi Cong doan, Poan Thanh nién thuc hién cac muc tiéu nguyén ly
gido duc, lam cong tac thi dua khen thudng, cong tac gido duc tu tudng, gido duc
phép luét. Phu trach tu tudng chinh tri dao duc, thuc hién chinh sach phép luat cua
nha nuéc déi véi CBGVNV va HS.

- Duyét ké hoach ctia Pho hiéu trudng, t6 trudng t6 Hanh chinh.



- Phéi hop v6i Ban dai dién Cha me hoc sinh, phu huynh hoc sinh va céc luc
luong GD khac dé giao duc dao duc hoc sinh.

- Phéan c6ng nhiém vu cho cac GV, NV trong trudong.

- Phu trach céac phong trao thi dua va cédc cudc van dong lén ctia nganh. Thuc

hién dan chu cép co sd.

- Phu trach gido duc dao dtc, thé chit hoc sinh, y té hoc dudng.

- Phu trach tai chinh, tai san.

- Phu trach Phé cap gido duc, kiém dinh chét luong, trudng chuén Qudc gia.

- Phu trach cdng tac tuyén sinh vao 16p 6 va phan bd co cdu Nhan luc: GV, NV
va HS

II. CAM KET

1. Thuc hién dung va dy du chie trach, nhiém vy, quyén han duoc giao.

- Thuc hién ding va day du chl'rc trach, nhiém vu va quyén han duogc giao la
PHiéu truéng nha trudng, t6 chirc di€u hanh cac hoat ddngcia nha trudong theo Pieu
1€ nha trudng va sy chi dao clia cac cap quan ly

2. Thyc hién ding, day dung nghia vu clia can b, cong chirc; khong vi pham
nhiing viéc can bd, cong chirc khong dugc lam theo quy dinh tai Dieéu 18, 19 va 20
Luat can bo, cong chuc ndi dung cam ket cu thé nhu sau..

Piéu 18. Nghia vu ciia vién chirc quan ly

Vién chirc quén 1y thuc hién cdc nghia vu quy dinh tai Piéu 16, Piéu 17 ciia
Ludt nay va cdc nghia vu sau:

1. Chi dao va t6 chike thuc hién cdc nhiém vu ciia don vi theo dung chure trdach,
tham quyén duocgiao,

2. Thue hién ddn chi, giit gin sw doan két, dao dirc nghé nghiép trong don vi
duoc giao quan ly, phu trach,

3. Chiu trach nhiém hodc lién déi chiu trdch nhiém vé viéc thuc hién hoat dong
nghé nghiép cua vién chirc thugc quyén quan Iy, phu trdach,

4. Xay dung va phdt trién nguon nhéan luc; quan 1y, st dung cé hiéu qua co so
vdt chat, tai chinh trong don vi dwoc giao quan Iy, phu trach,

5. Té chirc thuc hién cdc bién phdp phong, chéng tham nhiing va thuc hanh tiét
kiém, chong lang phi trong don vi dwoc giao quan Iy, phu trdch.

Piéu 19. Nhirng viéc vién chirc khong dwoe 1am

1. Trén trdnh trdch nhiém, thodi thdc cong viéc hodic nhiém vu dwoc giao; gdy
be phai, mat doan két, twy bo viéc, tham gia dinh cong.



2. Str dung tai san cua co quan, 16 chike, don vi va ciia nhdn déan trdi véi quy
dinh cua phap ludt.

3. Phén biét @i xir dan téc, nam ni¥, thanh phdn xa héi, tin nguong, ton gido
duci moi hinh thic.

4. Loi dung hoat déng nghé nghiép dé tuyén truyén chong lai chii truong duong

16i, chinh sdch ciia Dang, _phdp ludt cua Nha nudce hodc gdy phwong hai doi voi
thudan phong, my tuc, doi song vin hoa, tinh than ciia nhén déan va xa hoi.

5. Xic pham danh dy, nhdn phdm, uy tin cia ngudi khdc trong khi thuc hién
hoat dong nghé nghiép.

6. Nhitng viéc khdc vién chirc khong duoc lam theo quy dinh cua Ludt Phong,
chéng tham wnhiing, Ludt Thuc hanh tiét kiém, chong lang phi va cdc quy dinh khdc
cua phap luat cd lién quan.

3. Khong gdy phiénha, sdach nhiéu, tiéu cuc khi thuc thi nhiém vu:
T uyét doi khéng gdy phién h, sdch nhiéu,tiéu cuc khi thue thi cdc nhiém vu

. Thuc hién nghiém quy dinh vé dao ditc, vén héa gzaotzep cua can bg, cong
chu"c tai Diéu 15, 16 va 17 Ludt cdn bd, cong chirc cam két thue hién theo cdc

diéu sau trong ludtcdan bg, cong chirc:
Piéu 15. Pao dirc ciia can bd, cong chirc
Cdn bg, cong chirc phai thuc hién can, kiém, liém, chinh, chi céng vé tw trong
hoat dong cong vu.
Piéu 16. Vin hoa giao tiép & cong s&
1. Trong giao tiép & cong s6, can bg, cong chikc phai co thai do lich su, ton

trong dong nghiép, ngén ngit giao tiép phdi chudn muec, ré rang, mach lac.

2. Cén bé, cong chikc phdi ldng nghe ¥ kién ciia dong nghiép, cong bang,vé tu,
khdich quan khi nhén xét, danh gid; thuc hién ddn chii va doan két ngi bo.

3. Khi thi hanh céng vu, cdn bg, cong chitc phai mang phit hiéu hodc thé cong
chike; c6 tdac phong lich sw; giit gin uy tin, danh dw cho co quan, t6 chire, don vi va

dong nghiép.
Piéu 17. Vin héa giao tiép véi nhan dan

1. Can bj, cong chikc phai gan gili voi nhan dan, co tdc phong, thdi do lich su,
nghiém tic, khiém ton; ngon ngir giao tiép phdi chudn muec, ré rang,mach lac.

2. Cdn bo, cong chirc khéng dwoc hach dich, cua quyén, gdy khoé khdn, phién ha
cho nhdn dan khi thi hanh cong vu.

5. Thuc hién nghiém cdac quy dinh vé > phong, chong tham nhiing tai Diéu 37, 38,
39 va 40 Ludt phong, chong tham nhiing (ghi rd ndi dung cam két).




Piéu 37. Nhirng viéc can b, cong chirc, vién chirc khong dwge lam
1. Cdn bé, cong chirc, vién chitc khong dwogc lam nhitng viec sau day:

a) Cua quyén, hdch dich, gdy khé khan, phién ha déi véi co quan, 16 chire, don vi, cd
nhdn trong khi gidi quyét cong viéc;

b) Thanh ldp, tham gia thanh Idp hodc tham gia quan 1y, diéu hanh doanh nghiép tu
nhdn, cong ty trdch nhiém hitu han, cong ty cd phan, cong ty hop danh, hop tdc x4,
bénh vién tu, truong ho ctu va t6 chitc nghién citu khoa hoc tu, trir truong hop phap
ludt c6 quy dinh khdc,

¢) Lam tw van cho doanh nghiép,to chirc, cd nhén khdc & trong nudc va nudc ngoai

vé cdc cong viéc c6 lién quan dén bi mdt nha nuée, bi mdt cong tdc, nhitng cong viec
thudc tham quyén gidi quyét ciia minh hodc minh tham gia gidi quyét,

d) Kinh doanh trong linh viec ma trudc day minh ¢6 trdch nhiém quan Iy sau khi thoi
giit chikc vu trong mot thoi han nhat dinh theo quy dinh cua Chinh phu;

d) Sir dung trdi phép théng tin, tai liéu cua co quan, 16 chire, don vi vi vu loi.

2. Nguoi ding dau, cdp phé ciia nguoi ditng dau co quan, vo hodc chong ciia
nhitng ngwoi dé khéng duoc gop von vao doanh nghiép hoat déng trong pham vi
nganh, nghé ma nguoi dé truc tiép thuc hién viéc quan ly nha nuoc.

3. Nguoi dung ddu, cdp phé cuia nguoi ding ddu co quan, t6 chike, don vi khong
duoc bé tri vor hodic chéng, b6, me,con, anh, chi, em rudt ciia minh gitk chirc vu quan
Iy vé té chitc nhan su, ké todn- tai vu, lam thu qup, thu kho trong co quan, t6 chike,
dom vi hodc giao dich,mua bdn vdt tu, hang hod, ky két hop dong cho co quan, 16
chire, don vi do.

4. Nguoi ding ddu, cdp phé cia nguoi ditng dau co quan khong dwoc dé vo
hodic chong, b, me, con kinh doanh trong pham vi do minh quan ly truc tiép.

5. Cdan bé, cong chirc, vién chikc la thanh vién Hoi dong quan tri, Te ong gidm
dée, Phé tong gidm dée, Gidm dobc, Phé gidm déc, Ké todn truedng va nhiing can bo
quan Iy khdc trong doanh nghiép ciaNha nuée khong dugc ky két hop dong véi
doanh nghiép thudc so hitu ciia vo hodc chéng, bé, me, con, anh, chi, em rugt; cho
phép doanh nghiép thudc so hitu cua vo hodc chéng, bé, me, con, anh, chi, em rudt
tham dw cac goi thau ciia doanh nghiép minh; bé tri vo hodic chéng, bé, me, con, anh,
chi, em rudt gitk chitc vu quan Iy Vvé 16 chirc nhdn su, ké todn - tai v, lam thii quy, thu
kho trong doanh nghiép hodc giao dich, mua ban vat tu, hang hod, ky két hop dong
cho doanh nghiép.

6. Quy dinh tai cdc khoan 1,2, 3 va 4 DPiéu nay ciing duwoc dp dung déi véi cdc
doi twong sau dady:
a) ST quan, qudn nhdn chuyén nghiép, cong nhdn quoc phong trong co quan, don Vi
thuéc Qudn doi nhdn ddn;



b) St quan, ha st quan nghiép vu, si quan, ha si quan chuyén mon - ky thudt
trong co quan, don vi thuéc Céng an nhdn dan.

Diéu 38. Nghia vu bao cdo va xir ly bdo cdo vé dau hiéu tham nhiing

1. Khi phdt hién c¢é ddu hiéu tham nhiing trong co quan, t6 chitc, don vi noi
minh lam viéc thi cdn bg, cong chirc,vién chitc phai bdo cdo ngay voi nguoi diing dau
co quan, t6 chire, don vi do; truomghop nguoi dimg dau co quan, to chire, don vi c
lién quan dén a’au hiéu tham nhilng do thi bdo cdo voi nguoi ding dau co quan, o
chire, don vi cap trén trwctzep

2. Chdm nhdt la mwoi ngay, ké tir ngay nhan dwoc bdo cao vé dau hiéu tham
nhiing, nguoi dugc bdo cdo phai xu Iy vu viéc theo tham quyén hodc chuyén cho co
quan, 16 chikc, cd nhdn cé tham quyén xem xét xir Iy va thong bdo cho nguoi bdo cdo;
déi véi vu viéc phikc tap thi thoi han trén co thé kéo dai nhung khong qud ba muoi
ngay; truong hop can thiét thi quyet dinh hodc dé nghi nguoi c¢é tham quyén quyét
dinh dp dung cdc bién phdp nham ngdn chin, khdc phuc hdu qua cua hanh vi tham
nhiing va bao vé nguoi bdo cdo.

Piéu 39. Trach nhiém ciia nguwoi khong baocao hodic khong xir Iy bao cao vé dau
hiéu tham nhiing

Cdn bg, cong chikc, vién chirc biét dwoc hanh vi tham nhiing ma khéng bdo cdo,
nguoi nhdn dwoc bdo cdo vé dauhiéu tham nhiing ma khong xw ly thi phdi chiu trdach
nhiém theo quy dinh cua phdpludt.

6. Thuc hién cdc noi dung khdc phit hop voi chire ndng, nhiém vu va ddc thit cua
nganh, linh vuc, co quan, don vi nhung khong trdi voi cdc quy dinh hién hanh (do
nguoi dung dau co quan, don vi quy dinh).

L Thuc hién ,ncf)i dung ché do trach nhiém dbi voi nguoi dung dau quy dinh tai
biéu 7 Nghi dinh s6157/2007/ND-CP.
8. Cam két chiu céac hinh’thl'rc xu ly theo cac van ban quy dinh hién hanh; néu
vi pham céc ndi dung dé cam ket nhung chua dén muirc d6 xem xét, xu ly ky luét chiu
cac hinh thuac xr ly theo Quyét dlnh s0 2029/2015/Qb-UBND ngay 07/9/2015 cuia
Uyban nhan dan thanh pho, cu theé:
- Péi vé6i hanh vi phién ha:

_ Nhan trach nhiém va xin 18i t6 chire, cong dan (hinh thire xin 161 truc ti’ép hodc
béng vén ban cy thé giri dén t6 chirc va cong dan); rat kinh nghiém va cam két khong
tai pham. Truong hop tai pham s€ bi ha xudng 01 (mdt) mic khi danh gia can bg,
cong chirc hang nam; khéng nhan cac danh hiéu thi dua, khen thudéng ctiia ndm do.

- D6i véi hanh vi sach nhiéu, tiéu cye:

_ Nhén trach nhiém va xin 181 tb chirc, cong dan (hinh thire xin 181 truc tiép hodc

bang van ban cu thé giri dén t6 chltc va cdng dan); bi ha xudng 01 (mot) muc khi




danh gid cén by, cong chirc hang ndm; khong nhén cdc danh hiéu thi dua, khen
thudng cia nam do.

- Néu gay phién ha, sach nhidu, tiéu cuc cho t6 chirc va cong dan & muc do
nghiém trong, anh hudéng dén hoat dong cia co quan: Chép hanh quy dinh cta co
quan, don vi vé tam dinh chi cong tac dé kiém diém va xem xét xir 1y ky luat theo quy
dinh cta phép luét.

- Chiu trach nhiém trudc ngudi ding dau khi dé cong churc, vién chire thudce
linh vuc dugc phan coéng phu trach gay phién ha, sich nhibu, tiéu cuc trong thuc hién
nhiém vy, cong vu.
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