UBND THANH PHO PIEN BIENPHU ~ CQNG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC BE VAN DAN Péc lap - Tw do - Hanh phiic
S6: 210/QD-THBVD Thanh Binh, ngay 16 thang 9 nam 2024
QUYET PINH

Vé viéc ban hanh quy ché 1am viéc cilia trudng tiéu hoc Bé Vin Pan
Nam hoc 2024 - 2025

HIEU TRUONG TRUONG TIEU HQC BE VAN PAN

~ Can cik chitc nang va quyén han ciia Hiéu truéng dwoc quy dinh tai thong tur
50 28/2020/TT- —BGDDT ngay 04{9/2020 cua Bo truong Bo Gidao duc va Dao tao vé
viéc ban hanh Piéu l¢é truong tiéu hoc,
Can cir vao phwong huwong nhiém vu nam hoc 2024 - 2025;
Can cir vao két qua Hoi nghi can bo cong chirec nam hoc 2024 - 2025,
Can cir tinh hinh thuc té ciia nha trirong.

QUYET PINH :

Piéu 1. Ban hanh quy ché 1am viéc cua trudng tiéu hoc B& Vin Pan nim hoc
2024-2025.

Piéu 2. Quy ché nay c6 hiGu lyc tur ngay 16 thang 9 nam 2024. Moi quy
dinh trude day trai voi quy ché nay déu bi bai bo.
Piéu 3. Ban giam hiu, cac t6 trudong chuyén mon va van phong, trudng cac

doan thé va toan thé can bo, giao vién, nhan vién cua truong tiéu hoc Bé Vian Pan
chiu trach nhiém thi hanh Quyet dinh nay./.

Noi nhgn: _ HIEU TRUONG
- Nhu diéu 3; N
- Luu: VT, CM.

“Pinh Thi Thanh Nhan
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, QUI CHE LAM VIEC
(Kem theo Quyét dinh so  /QD-THBVD ngay 16 thang 9 nam 2024)

3 Chuong I
NHUNG QUI PINH CHUNG

Piéu 1. Nhirng ciin ctr xdy dung qui ché

1. Can ctr vao ndi dung diéu khoan bd Luit Lao dong - Phap 1énh cong churc-
Luat gido duc hién hanh;

2. Can ctr diéu 21, chwong IV Thong tu s 11/TT-BGDPT ngay 19/5/2000
ctia BO Gido duc va Pao tao vé viéc huong dan thuc hién dan chu trong hoat dong
cua co s& gido duc cong lap;

3. Can ctt Piéu 1é trudng tiéu hoc;

4. Can ctr vao chuc nang nhi¢m vu ctiia nha truong.

Piéu 2. Pham vi diéu chinh, ddi twong ap dung

1. Qui ché lam viéc cua Truong tiéu hoc Bé Vin Pan qui dinh viéc thuc hién
nguyén tic, 18 16i 1am viéc, td chirc cc hoat dong gido duc cia Truong tiéu hoc Bé
Vin Pan trong nim hoc 2024-2025 bao gdm: Nhimg qui dinh chung, Ché d6 trach
nhiém, 18 161 lam viéc, quan hé cong tac cua lanh dao nha truong, L& 16i 1am viéc,
quan hé cong tac giita cac doan thé, cac to chirc co so ctia nha truong, gido vién,
can bo cong nhan vién, ké hoach, lich 1am viéc cua 13nh dao nha truong, chuong
trinh, ké hoach cua cac to chirc doan thé, c4 nhan va méi quan hé, xtr li céng van
tai liéu gui dén, gui di, ché do hoi hop, quan ly tai chinh, tai san, thyc hién ché do
chinh sach, chap hanh qui ché, mot s6 qui dinh thém.

2. Qui ché nay duoc ap dung cho toan bo can bo - gido vién - cong nhan vién
trong nha truong.

3. Moi thanh vién c6 trach nhiém phuc tung qui ché. Khi c¢6 diéu gi chua
théng nhat tiép tuc ban bac thao luan; khi co6 thay doi vé van ban chi dao cua cép
trén s& ¢ hop thong nhat diéu chinh kip thoi.

Piéu 3. Muc dich xiy dung qui ché

1. Qui ché co quan Trudng tiéu hoc Bé Vin Pan dugc xiy dung nhim gop
phan xay dung né nép ky cuong, phat huy quyén dan chi, tinh than trach nhiém,
tinh cha dong trong cong tac cua cac thanh vién trong nha truong gép phan nang
cao chat lugng, hiéu qua cong tac.

2. La co s& phap 1y nang cao hiéu luc quan 1y cia nha truong. La co sé khoa
hoc danh gia mic d6 hoan thanh cong viéc cia mdi bo phan, ca nhan.

) - Chuwong I1
CHE PQ TRACH NHIEM LE LOI LAM VIEC QUAN HE CONG TAC
CUA LANH PAO NHA TRUONG

Diéu 4. Hiéu trudéng nha truong
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Ngoai nhiém vu quyén han ghi trong Diéu 1& truong Tiéu hoc, Hiéu trudng
c6 nhi¢m vy, quyén han sau:

1. Phu trach chung moi cong viéc cua nha truong. Xay dung, t6 chirc bd may
nha truong. Chi dao, don dég, kiém tra viéc trién khai, thuc hién nhi€ém vu cong tac
cua cac pho Hi€u truong, diéu phoi hoat dong cua cac pho hiéu truong, bo phan do
minh tryuc tiép phu trach.

2. Thong béo kip thoi cho cac pho higu trudng va trudng cac doan thé, cac to
chuc co so trong nha trudng vé nhing chu truong, chinh sach, quan diém mdi cua
béang va Nha nudce lién quan dén dén cac linh vuc hoat dong, cong tac cua truong.

3. Pua ra thdo luan, ban bac trong lanh dao nha truong, Hoi déng truong
truée khi quyét dinh theo tham quyén vé cac van dé sau:

a. Chién luoc phat trién gido duc theo giai doan, tiing nam; K& hoach chuong
trinh cong tdc hang thang ctia nha truong.

b. Béo cdo vé phuong hudng hoat dong, so két, tong két, bao cdo thi dua
khen thudng.

c. Viéc bo nhiém, mién nhiém cac t6 truong, diéu chinh phan cong cong tac,
khen thuong- Ky luat dbi v6i can b gido vién - nhan vién, hoc sinh trong nha trudng.

4. Ngoai cuong vi phu trach chung, Hi€u truong nha truong truc tiép chi dao
giai quyét mot s linh virc cong tac sau day

~a. Cong viéc cua nganh va t6 chirc cap trén yéu cau hiéu trudng truc tiép giai
quyét va cong vi¢c thudc linh vuc cong tac cua nha truong ma Hi€u truong khong
phan cong cho cac pho Hi¢u trudng phu trach.

b. Nhiing van dé lién quan dén cong viéc nha trudng ma giita cac Pho Hiéu
truong co y kién khac nhau.

c. Nhirng van dé phat sinh vuot qua thim quyén ctua Pho Hiéu trudng.

d. Cac cong viéc khac ma Hiéu truong thiy can truc tiép giai quyét.

e. Cong tac to chirc, quan Iy CB-GV-NV- HS; thi dua khen thudng- ky luit,
tai chinh, tai san; day boi dudng doi ngii giao vién. Chu tri soan thao cac quy ché,
ndi quy, quy dinh ciia nha truong. Truc tiép tiép cong dan.

g. Truc tiép chi dao to chuyén mon khdi 4,5. T6 chirc kiém tra xac nhan viée
hoan thanh chuong trinh tiéu hoc cho hoc sinh trong nha trudng.

h. Phu trach Poan thanh nién, P6i thiéu nién. Phu trach vé phong trao va
cac cudc thi cua CBGVNYV, HS.

i. Chi dao cong tac truyén thong, Phy trach trang Website ciia nha trudng;
Duyét tin bai ctia cac to. Quan 1y va chi dao dang noi dung tin trén Facebook nha
truong.

Pi¢u 5. Phé hiéu trudmg

Ngoai nhiém vu quyen han ghi trong Diéu 18 trudng tiéu hoc, Hiéu phé co
nhiém vu, quyén han cuy thé sau:
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1. Truc tiép chi dao, giam sat hoat dong céng tac thudgc nhirng linh Vu’clcéng
tac theo sy phan cong cua hi¢u truong va giai quy€t nhiing cong viéc dot xuat khi
hiéu truong di vang khi dugc hi€u trudng giao.

Cu thé:

- Chi dao chuyén mon chung cua trudng, chi dao to chuyén mon khéi 1,2,3;
T6 van phong.

- Phu trach ban tra, cong doan.

- Phu trach lao dong, v€ sinh, CSVC, thu vién thiét bi, cong tac phong chay
chita chay, an toan truong hoc, phd cip, thong ké, cong nghé thong tin, cong tac
khuyén hoc, chit thap do.

- Chiju trach nhiém vé cong tac kiém dinh chét luong gido duc, danh gia
ngoai, ho so thi dua ciia nha trudng.

- Chiju trach nhiém vé ho so cong tac kiém tra ndi bd truong hoc.

- Gitip HT phé duyét két qua danh gia, xép loai, danh sach hoc sinh 1én 16p, ¢
lai 16p khéi 1,2,3.

- Chiu trach nhiém diéu hanh cong viéc do hi¢u trudng phan cong.

- Biéu hanh hoat dong ctia nha truong khi dugc hiéu trudng Gy quyén.

- Ki duyét cac bdo cao, ki duyét hd so ké hoach t6 truédng chuyén mon, cua
gi4o vién khi kiém tra trong pham vi khdi do minh tryc tiép phu trach.

- Tham muu va bao céo cho hiéu trudng vé cac ndi dung dugc phan cong.

- Du cac 16p bdi dudng vé chinh tri, chuyén mon, nghiép vu quan ly; tham gia
giang day 4 tiét/ tuan.

2. Khi giai quyet cac cong viéc dugc hi€u truong giao, pho hiéu trudng cod
quyén st dung quyen han cua hi¢u truong va chiu trach nhiém trude hiéu tru:orng,

trudc nha truong vé két qua cong viée duge giao. Tuy nhién, trude khi giai quyét
cong viéc phai thong qua ¥ kién ctia hiéu truong.

3. Khi giai quyet cong viéc, thay co nhimng van dé nay sinh dic biét hé trong
lién quan dén quan diém, sinh ménh chinh tri, uy tin ctia nha trudng ma chua dugc
cac van ban quy pham phap luat qui dinh, pho hiéu truong phai bao cao va xin y
kién chi dao cta hiéu truong réi méi thyc hién.

4, Quyen han, nhiém vu

a. Thyc hién ding chirc nang, quyén han qui dinh tai didu 1é truong tiéu hoc.

b. Gitip hiéu truong giai quyét cac cong viéc mang tinh chat sy vu ctia nha
truong trong ca truc cia minh va béo cao vai hi¢u truong.

c. Thuong xuyén béo céo, thong tin v6i hiéu trudong vé két qua cong viéc
duoc giao.

d. Thay mat hiéu trudng giai quyét mot sé cong viéc khac khi da dugc hiéu
truong Gy quyén.
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e. Thay mat cho lanh dao nha truong dam bao moi quan hé ph01 hop hoat
dong voi cac cip, cac to chirc trong va ngoai nha truong lién quan dén cong viée
duoc giao.

g. Chiu trach nhiém trudce hi€u truong, cung hi€u trudng chiu trach nhiém vé
linh vyc cong tac dugce phan cong. Mirc do chiu trach nhi€ém cta phé hi€u trudng
dbi v6i cong viée minh phu trach: Hiéu phd 80%- hiéu trudng 20%).

Picu 6. Lé 16i 1am viéc ciia lanh dao nha truong

1. L& 16i 1am viéc cua 1anh dao nha truong dua trén nguyén tic ton trong tap
trung din cht va ché do thi truong, cip dudi phuc ting cap trén. Thyc hién ché 4o
béo cdo va chiu trach nhiém vé nhiing phan viéc duoc giai quyét.

2. Cac déng chi lanh dao nha truong dugc cir di hop, di cong tic hoac
thuong truc co quan phai ¢6 trach nhi¢m bao céo toan by ndéi dung cudc hop, két
qua cong viéc dugc giao, cong viée da giai quyét, vudng méc phat sinh dé 1anh dao
nha trudng duoc biét, co bién phap giai quyét.

3. bam bao nguyén tac tap thé 13anh dao, c4 nhan phu trach.

) ) . . Chuwong II1 ] . ) ] )
LE LOI LAM VIEC VA QUAN HE GIUA CAC POAN THE, CAC TO
CHUC CO SO TRONG NHA TRUONG

Piéu 7. Ché @9 1am viéc ciia cac doan thé, cac to chirc co sé trong nha
truong.

1. Trén co s& dam bao sy chi dao théng nhét cua lanh dao nha trudng, cin cir
vao chuong trinh, ké hoach, lich cong tac di dugc Ban giam hiéu phé duyét, truong
cac doan thé, to trudong chuyén mén, trudng cac bo phan phai chu dong t chi,
quan ly, diéu hanh cac hoat dong cua co s& do minh phu trach, chiu trach nhi¢m
trudc nha truong vé bod phan, doan thé minh phu trach. Chu dong tham muu, dé
xuat bién phap giai phap thuc hién cic nhiém vu dugc phin cong véi Ban gidm
hiéu nha truong. K& hoach nam hoc duyét vao 20/9 hang nam; ké hoach thang
duyét ngay 05 hang thang (néu thay d6i s& dugc BGH thong béo).

2. Hang tuan, hang thang, trudng cac doan thé, cac to phai bao cao tinh hinh
thuc hién nhiém vu da qua, dinh huéng trién khai ké hoach méi thong qua hop giao
ban vao gio ra choi thir 6 hang tuan (hoic bdo céo bang van ban).

3. Khi giai quyét nhitng cong viéc hé trong c6 phan vuot qua tham quyén qui
dinh, néu chwa co ¥ kién chi dao cua hiéu trudong nha truong thi khong duoc ty
thuc hién.

Pic¢u 8. Quan hé cong tac giira cac to chirc doan thé, xi hoi, cc to
chuyén mon trong nha trudng.

1. Quan hé véi cap iy Pang trong nha trudng: Chip hanh su 1anh dao cia
Chi bo Péang theo nguyén tic: Dang lanh dao toan dién cac hoat dong nha trudng.
Nha truong thue hién quan diém, tu twong chi dao thong qua Nghi quyét chi bo.
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2. Quan hé véi cac t6 chtrc doan thé trong nha trudng: La quan hé phdi hop,
lién tich. Phoi hop dé t6 chirc thuc hién c6 hiéu qua toan bd cac hoat dong gido duc
cua nha truong. Lién tich trén co s& du thao cac chuong trinh, ké hoach dé ra dé
thao luan, dong gop bd sung hoan thién, di dén thong nhat cac nodi dung hoat dong
cua nha truong.

Thanh phan lién tich gdbm: Bi thu chi bg; hi€u truong; pho hi¢u truong; chu tich
cong doan; bi thu doan thanh nién, tong phu trach doi, truong ban TTND, td trudng.

3. Quan h¢ cong tac gilra cac t6, cac doan thé, cac bo phan cong tac trong
nha truong la quan h¢ phéi hop cung cap. Khi co viéc lién quan dén nhau, to
truong to chuyén mén, cac doan thé, cac bd phan co trach nhiém chu dong dam dao
va cung phdi hop dé hoan thanh nhiém vu chung.

4. Quan hé voi lanh dao cip trén, véi chinh quyén dia phuong v6i Hoi cha
me hoc sinh va cac to chirc Hoi

Quan hé véi cdp trén, voi chinh quyén dia phuong: Chip hanh nghiém sy
lanh dao, chi dao ctia cip trén; cta chinh quyén dia phwong. Khi c¢6 viéc gi chua
dong thuan, chua thong nhat phai bao cdo kip thoi va xin y kién chi dao.

Quan hé voi Hoi dong truong, voi hoi cha me hoc sinh, voi cac t6 chirc hoi
trong nha truong: Chu dong phdi hop, thdng nhat quan diém, nodi dung, phuong
phap 1am viéc nhdm huy dong cac ngudn luc phat trién nha trudng.

] ~ Chuong IV
CAN BO, GIAO VIEN, CONG NHAN VIEN

Picu 9. Trach nhiém quyén han
1. Thyc hién nghiém tic cac nhiém vu nha truong phan cong (theo quyét
dinh phan cong nhiém vu) theo qui dinh tai diéu 18 trudng tiéu hoc.

2. Thyc hién ky luat lao dong, ddm bdo ngay cong, gio cong theo qui dinh
phap 1énh cong chirc. Beo thé vién chuc khi lam viée ¢ truong.

3. Puoc tao diéu kién dé lam viéc va phat huy kha ning cong tac. buogc
hudng moi quyen loi va ché do dai ngd theo qui dinh hién hanh. Gido vién gioi cap
thanh phd, cap tinh, gido vién giang day c6 chat luong dugc uu tién giang day cac
16p miii nhon, tao diéu kién phat huy nang lyc cuia minh.

4. Khong duoc tu v giai quyét cong viée khong thudc pham vi phu trach,
khong ldy danh nghia thay mat hiéu truéng dé giai quyét cong viée khi chua c6 ¥
kién hodc uy nhi¢ém cua Hi¢u truéng.

5. Thuc hién giao tiép, tng xu theo quy tic Gng XU cta can bd, gido vién,
nhan vién trudng tiéu hoc Bé Van Pan.

Picu 10. Quan hé Gido vién- CBCNV trong nha truong.

1- Quan hé GV- CBCNV trong nha trudng 1a quan hé binh dang trong d6i
Xur, cong tac trong cong viéc.
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2- Phai ton trong 1an nhau, ¢ trach nhiém gitp d& nhau dé cung hoan thanh
nhiém vu chung.

3- C6 trach nhiém xay dung khdi doan két trong co quan va ngoai truong
hoc. Khong chia be kéo canh. Bong gop ¥ klen cho dong nghiép mot cach xay
dung, c6 van hoa, tranh phat ngon bira bai, thiéu t6 chirc.

Chuong V
QUY PINH VE THOI GIAN VA CHE PO LAM VIEC

Picéu 11. Thoi gian lam viéc:
1. Thoi gian dong/md cong truong:

Buoi Miia heé Mua déng
+ Mo: 6h15° + Mo: 6h30°
+ bong: 7Th15’ + Dong: 7h30°
Sang + Mo: 10h15° + Mo: 10h30°

+ Pong: 11h15°

+ DPong: 11h30°

+ Mo: 13h30° + Mo: 13h30°
+ Dong: 14h15° + DPong: 14h15°
Chiéu + M¢: 16h20° + Mo: 16h20°

+ Poéng: 17h30°

+ DPong: 17h30°

2. Thoi gian lam viée cua giao vién, nhan vién:

Gido vién ¢ tiét 1 budi sang c6 mat trude gior vao 16p it nhat 15 phut;

Gido vién c6 tiét 1 budi chidu c6 mit trude gio vao 16p it nhat 15 phut.

Cudi 810, khi tan hoc, giao vién phai ban giao hét hoc sinh cho phu huynh
moéi duogc ve.

Nhén vién c6 mat trude gio vao 1op it nhat 15 phut. Nhan vién khi ra khoi
truong trong gio lam viéc phai bao cdo véi té trudng va BGH.

Nhan vién bao v¢ phai c6 mat thuong xuyén trong ca truc va thyc hién dung

theo quy ché bao vé co quan. Gid vao hoc bao v¢ khoa cong truong. Thoi gian nghi
an trwa: T 11h30°-12h30°. Trude khi bao vé vé an trua phai khoa cong trudng.

Thuc hién thoi gian biéu theo quy dinh ctia nha trudng.

Hang ngay, trong gio hoc, khong cho bt ké phu huynh, nguoi la vao 16p
hoc néu chua c6 sy dong ¥ cia BGH.

3. Lich tryc va thoi gian lam viéc cia BGH

- Ban giam ,hiéu c6 mat tai truong va thuc hién nhiém vu da duoc pl}ﬁn cong
(tai Quyét dinh s6 164/QD-THBVD ngay 19 thang 8 ndm 2024) trong tat cd cac
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ngay lam viéc (Trir truong hop di hop, di cong tac, nghi dm, nghi dot xuit nhung
phai bdo cao véi cac d/c trong BGH).

- Phan cong tryc chinh ngoai gid cac ngay lam viéc trong tuan:

+ P/c Tran Thi Huong — Phé Hiéu trudng: Truc va giai quyét moi cong viée
tir khi mo cong truong dén khi hoc sinh vao tiét 1 budi sang; tir 10h30” dén 14h
hang ngay. Quan 1y gio 4n, ngl trua ciia hoc sinh. Khi bao vé vé an trua c6 trach
nhiém trong coi truong.

+ P/c Pinh Thi Thanh Nhan — Hiéu trudong: Truc va giai quyét moi cong
viéc tir khi m& cong truong dén khi hoc sinh vao tiét 1 budi sang; tir 16h30° dén
khi dong cong trudng hang ngay.

Truong hop céac d/c trong BGH di hop, di cong tac, nghi om, nghi dot XUt
thi phai bao céo vdi cac d/c khac trong BGH va nho truc thay.

Ngoai ra, tily thudc tinh chat cong viéc duoc giao, cac d/c trong BGH chii
dong thoi gian dé hoan thanh nhiém vy.

- Nhimng ngay 18, ngay tét hodc c6 cong viéc khan cap (nhu béo, lut,...), linh
dao nha truong phan cong luan phién, it nhat phai c6 mot lanh dao trudong va
CBGV, CNV phéi hop voi bao vé, véi dia phuong thuong truc tai nha truong
24/24 gior dé bao v¢ an toan nha truong va giai quyét cac cong viée dot xuat, phat
sinh theo thAm quyén. Nhitng van dé& vugt pham vi quyén han phai bao cao kip
thoi v6i Hiéu truong, véi Phong GD&DT, véi UBND phuong dé giai quyét.
Nguoi truc phai c6 mat tai nha truong ding gio, nhan (tor ngudi phu trach ca truc
trudc) va ban giao trach nhiém truc (cho ngudi truc ca tiép theo) qua so truc cua
nha truong.

Piéu 12. Ché do va dinh mirc thoi gian lam viéc cua gido vién:

Gido vién 1am viéc theo ché d6 va dinh muc thoi gian quy dinh cua Nha
nuée tai Thong tu sb 28/2009/TT-BGDDT ngay 21/10/2009 ciia B6 GD&PT ban
hanh Quy dinh vé ché d6 lam viéc d6i véi gido vién phd thong.

Thoi gian nghi hang nam cia gido vién gébm: nghi hé, nghi tét 4m lich, nghi
hoc ky va cac ngay nghi khac, cu thé nhu sau:

+ Thoi gian nghi hé ciia gido vién thay cho nghi phép hang nim la 02 thang,
duoc hudng nguyén luong va cac phu cip (néu co);

+ Thoi gian nghi tét 4m lich, nghi hoc ky theo quy dinh ciia BO GD&DT;

+ Céac ngay nghi khéc theo quy dinh cua B0 luat Lao dong.

Dinh muc tiét day cta gido vién tiéu hoc 1a 23 tiét/tuan; giao vién Téng phu
trach Doi (truong hang 1) day 02 tiét/tuan; Hiéu truong day 2 tiét/tuan; Phé Hiéu
truong day 4 tiét/tuan.

Ché d6 giam dinh muc tiét day (Néu c6 - Phy thudc vao tinh hinh thyc té va
s6 luong gido vién trong truong):

+ Gi4o vién chu nhiém duoc giam 3 tiét lam cong tac chi nhiém 16p;

+ Gido vién la Chu tich cong doan duoc giam 4 tiét /tudn; Gido vién kiém
nhiém BCH Coéng doan co s& dugc giam 2 tiét/tuan;



9

+ Giao vién kiém nhiém cong tac Truong ban Thanh tra nhan dan duoc
gidm 2 tiét/tuan;
1 Giao vién kiém nhiém cong tac Thu ki Hoi dong truong duge giam 2
tiét/tudn;
+ Gido vién lam to truong dugc giam 3 tiét/tuan.
+ Gido vién 1am t6 phé duoc giam 01 tiét/tuan.
~ +Giao vién ¢co quyét dinh giao phu trach phong hoc bé mén duge giam 3
ti€t/tuan.
+ Giao \{iéq kiém nhiém qhiéu cong vi¢c thi dugc chon gidm tiét day theo 1
cong viéc ¢o so tiét gidm cao nhat.

Chuong VI
KE HOACH, LICH LAM VIEC CUA LANH PAO NHA TRUONG;
CHUONG TRINH KE HOACH CUA CAC TO CHUC POAN THE, CA
NHAN VA MOI QUAN HE

Piéu 13. Ké hoach, lich lam viéc cta lanh dao nha truong do lanh dao nha
truong 1én ké hoach, sap xép thoi gian, thong bao dén co so trong hoi nghi giao ban
hang tuan va niém yét tai bang tin clia nha trudng.

Piéu 14. Chuong trinh, ké hoach cong tac cua ca nhan, t6 chirc co s trong
nha truong do cac ca nhén phu trach xay dung, trién khai trén co s¢ dé duoc lanh
dao nha truong duyét dau nam va di€u chinh chi dao hang thang, hang tuan.

Piéu 15. Chi bo Pang, Cong doan, Poan thanh nién hoat dong theo quy ché
va quy dinh riéng.

Chuong VII
CHE PQ HQI HOP

Picu 16. Hop giao ban lanh dao mo rong (BGH, céc to truong, Tong phu
trach Poi) mdi tudn 01 1an vao gio ra choi th 6 hang tuan. Trudng hop khong to
chtic hop duoc, cac bd phan phai bao cdo bang van ban két qua thuc hién cua to
minh cho hi€u truong.

Piéu 17. Sinh hoat td, nhdom chuyén mén mét thang 2 1an vao chiéu thir 6
tudn 3,4 hang thang. Noi dung do t6 trudng chuyén mén thyc hién trén co so ké
hoach chuyén mon nha trudng.

Piéu 18. Hop co quan mdi thang 01 1an vao ngay dau cua thang nham danh
gia lai hoat dong cong tac trong thang va trién khai ké hoach cong tac thang toi.

Piéu 19. Khi ¢ viéc dot xuat, hoic khan cap, Hiéu truong co thé phai tridu
tap cudc hop bat thuong. Cac t6 truong chuyén mon phai chi dong thong bao cho
t6 vién, van phong nha trudng chuan bi phong hop.

Piéu 20. Sinh hoat bang cac Poan thé thuc hién theo ché do quy dinh riéng
ctia moi doan thé.



10

Chuong VIII
XU LY CONG VAN TAI LIEU PEN VA CAC VAN BAN GUI PI

Piéu 21. Xir Iy cong vin tai liéu dén:

1- Cong van tai liu dén hang ngay phai duoc vin thu vao so dé trinh hiéu
trudng duyét.

2- Sau khi hiéu truéng duyét, chuyén van ban cho Pho Hi¢u truéng chi dao
trién khai thuc hién. Cac Pho Hiéu trudng nghién ctru ki van ban, xin y kién cua
Hiéu trudng, chi dao bd phan dugc giao phu trach thuc hién.

3- Trong truong hop hi¢u truong di cong tac dai ngay, cac pho hi¢u truong
duoc y quyén c6 trach nhiém tiép nhan va phé duyet cong van.

4- Vo1 cac van ban dién tir thude tham quyén cac bd phén, ca nhan thi bo
phan, c4 nhan can chi dong nghién ciru, trinh hiéu truong to chirc thyc hién.

Piéu 22. Tham quyén ky vin ban;

I- Hi€u trudng nha truong tryuc tlep ky cac quyet dinh, cac bao cao, cac to
trinh va cac van ban khac ma hiéu trudng thdy can thiét phai truc tiép ky.

2- Cac pho hiéu truong dugc ky cac van ban thudc bd phan minh phu trach,
trudc khi ky bdo cdo véi hig¢u trudng.

Piéu 23. Xir Iy vin ban gii di.

1- Sau khi da h(v)a‘lnqtét vin ban, c6 day du chir ky cua lanh dao phu trach, van
thu nha truong vao soé can thafln,, luu lai !oén goc roi chuyén dén dia chi can thiét
theo duong buu dién hoac truc ti€ép dua dén.

2- Khi vin ban khong thudc tham quyén cta pho hiéu truong ky, hodc thy

c¢6 nhitng diém con ban khodn, vin thu phai bao cao va xin ¥ kién quyét dinh cua
hi¢u trudng trude khi gui.

Chwong IX
QUAN LY TAI CHINH, TAI SAN

Picéu 24. Ché do tai chinh ké toan, quan 1y cac khoan thu xa hoi hoa gido duc

1. Tai chinh

1.1. Céc ché d¢ tai chinh ké toan phai bao dam dung nguyén tic theo quy
dinh hién hanh.

1.2. Sau khi hoan thanh cong viéc, chdm nhat 13 15 ngay, nguoi tam Ung
phai thanh toan, c6 dii ching tir hop 1¢ theo quy dinh (néu khong thuc hién ding,
nha trudng c6 quyén tir chdi khong cho tam g dé thuc hién cong viée tiép theo).
Moi thu chi phai thuc hién dang quy trinh, thu tuc quy dinh, hop phap.

1.3 Khi thyc hién ché d6 thu chi, ké toan 1a nguoi ¢ trach nhiém va phai
chiu trach nhiém cao nhit vé ho so, s6 sach, hoan thién ching tur, thuc hién ché do
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béo cho tai chinh theo dung quy dinh ctiia Lut ngan sich va quyét toan tai chinh.
Hang quy ké toan thuc hién cong khai tai chinh, bao céo cac quy voi chu tai khoan.

2. Viéc quan ly cac khoan thu X4 héi héa gido duc:

2.1 Céc khoan thu phai dua trén nhu cau thuc té cta nha truong, 16p, hoc
sinh, cdc nhiém vu chuyén mon cta nha truong va phai dugc su dong ¥ phé duyét
clia cac cap, su dong thudn cta phu huynh.

2.2 Quan ly, st dung cac khoan thu tiét kiém, hiéu qua, dang muc dich,
khong dé that thoat lang phi dudi sy giam sat cia Hoi dong truong, Ban dai dién
cha me hoc sinh.

2.3 Thuc hi¢n cong khai minh bach cac khoan thu, chi theo Thong tu
09/2024/TT-BGDDT cua BGD&DT.

2.4 Tit ca cac khoan thu — chi trong nha truong st dung phuong thirc thanh
toan khong dung tién mat.

Piéu 25. Quan 1y va sir dung tai san co quan

1. Thyc hién quan 1y st dung theo quy ché quan 1y, sir dung tai san cong cua
truong tiéu hoc Bé Vin Pan.

2. Toan bo vat tu, tai san khong duoc chuyén ra ngoai nha truong; khong
chuyén tir chd nay sang chd khac néu chua c6 su dong y ctia Hiéu trudng.

3. Céc can b, gido vién cong nhan vién st dung tai san cua nha truong déu
phai c6 ban giao, ky nhin. C6 trach nhiém bao quan, néu lam hu hong, mat mat
khong c6 1i do chinh dang thi c4 nhan d6 phai bdi thuong.

Chuong X
CONG TAC BAN TRU

Pi¢u 26. Nhiém vu va quyén han ctia Ban quan tri doi song: Thuc hién theo
Quy ché ban tru.

Piéeu 27. Trach nhiém cta Ban quan tri doi song:

1. Hi¢u trudng: La nguoi chiu trach nhiém toan di¢n viéc quan 1y ban tri tai
nha truong.

2. Pho hi¢u truéng (B/c Tran Thi Huong): Chiu trach nhiém trude hi¢u
trudng veé chat lugng, hiéu qua cong tac ban trit va ddm bdo vé€ sinh an toan thuc
pham.

3. Chu tich Cong doan (b/c Luong Thi Loan): Chiu trach nhiém trudc hiéu
truong vé cong tac giam sat. Thuong xuyén kiém tra, giam sat quy trinh xuat nhap

thuc pham, ché bién, trong truc trua, kiém thyuc ba budc, luu mau thic an, cong tac
dam bao vé sinh ATTP.

4. Cac thanh vién (Ké toan, thu quy, thu kho, y té, giao vién chu nhiém, gido
vién trong truc trua, to phuc vu cap dudng) chiu trach nhi¢m trudc hi€u trudng voi
cac nhiém vu duogc giao.
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Chuong XI
VIEC THU'C HIEN CHE PQ CHINH SACH VA QUAN LY CAN BQ

Diéu 28. Ché dd chinh sach

1. Ché d6 nghi phép thuc hién theo quy diph hién hanh. Thanh todn phép
theo gid vé 6 t6 pho thong theo quy dinh tai thoi diém thanh toan.

2. Ché do cong tac va cac ché do khac (Om dau, thai san, hiéu hy....) cta
gido vién- CBCNVC dugc nha truong thuc hién dam bao ding theo cac van ban
quy pham quy dinh:

- Cac ca nhan dugc Phong GD&DT trung tap di cong tac, ca nhan do phai
bdo cdo Hiéu trudng, dugc hudng nguyén luong va hudng ché d§ cong tic phi
theo quy dinh.

- Thoi gian nghi cudi tudn, nghi 1&, tét, nghi hé thuc hién theo qui dinh hién
hanh ctia Nha nudc.

- Nghi vi¢c riéng, nghi khong luong (theo Luat lao dong) quy dinh.

- Nguoi lao dong dugc nghi hudng nguyén luong trong cac truong hop sau:

+ Ban than két hon: nghi 03 ngay.

+ Con két hon: Nghi 02 ngay.

ot Bé dé, me ,dé, bd vo, me vo hodc bd chéng, me chéng chét; vo chét, hodc
chong chét; con chét: Nghi 03 ngay
oF Ong no1, ba ndi, Qng ngoai, ba ngoai, anh, chi, em rudt chét; bd hodc me
két hon; anh chi em rudt két hon: nghi 01 ngay.

Picéu 29. Truong hop nghi vi viéc riéng va dot xuat: Nghi om, nghi dot Xudt
phai xin phép Hi¢u truong, bao cao voi Pho Hi€u truong phu trach va to truong
chuyén mén. Xin nghi di ra khoi thanh ph6 phai xin phep, viét don va dugc su
dong y cua Hiéu trudng.

Chuong XII
GIAI QUYET KHIEU NAI - TO CAO - TIEP CONG DAN

Piéu 30. Giai quyét khiéu nai- té cio:

- Khéng tiép nhan, giai quyét don thu nic danh, don thu khong c6 dia chi 16 rang.

- Hinh thuc khiéu nai,,té) cao: Truc tiép khi‘éu nai, to C.::’lO qua phan anh cong
khai trong cudc hop. Truc tiép gap ngudi dung dau giai quyét. D& nghi cong doan
to chirc doi thoai. Guri khi€u nai, t6 cdo dén ban thanh tra nhan dan nha truong.

Diéu 31. Tiép cong din

1. Dia diém tiép cong dan: Vin phong nha trudng

2. Bdi v6i khach dén 1am viéc véi 1anh dao nha truong

- Nguoi tiép cong dan: hiu truong nha truong. Khi higu truéng di ving thi
uy quyén cho phé hi¢u truong. Nguoi tiép cong dan ti€p thu y kién chuyén dén
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hi¢u truong. Khong tu y giai quyet cac truong hop phuc tap vuogt qua thAm quyén.
Ghi diy du thong tin, tinh hinh, két qua tiép cong dan vao s theo qui dinh.

3. Pi v6i cong dan dén 1am viéc vi ca nhan can by, gido vién, nhan vién
thi ca nhan c6 lién quan phai c6 trach nhiém giai quyét cong viéc theo ding chirc
nang, tham quyén.

4. P6i véi khach 1a cac to chire, ca nhan c¢6 yéu td nudc ngoai dén lam viéc,
phai bao cdo xin y kién chi dao ctia Phong Gido duc va Pao tao, UBND thanh phb
va Cong an phuong, UBND phuong.

5. Can b0, gido vién céng nhan vién khi giai quyét cic cong viéc hodc tiép
dan tai nha truong phai than trong, chu dao, nhiét tinh, thai do lich sy, dé cao trach
nhiém phuc vu, khong gy phlen ha, sach nhiéu; khong giai quyet cac cong viéc
trai voi quy dinh hodc vugt tham quyen Poi tuwong la mit can dé _phong, canh
gic, d6i tuong cap trén gioil thiéu vé cong tac phai co day du gidy to hop 1€,
truomg hop nghi van phai bao céo xin y kién linh dao phong; khong tiép khach
trong 16p hoc va gio 1én 16p.

CHUONG XIII
QUY CHE SU DUNG CAMERA

Picu 32. Hé thong camera cua nha truong nham theo ddi truc tiép, thudng
xgyép cac hoat dong tai tat ca cac }{hu vuc trong nha trudng, san tmépg; theo déj
né nép cua hoc sinh va gido vién dong thoi giap phat hién cac su co bat thuong dé
kip thoi xtr 1y.

Vi tri dat may chu: Phong Hi¢u trudng.

Nguoi quan 1y: Hi¢u truéng

Cai dit hé thong Camera trén dién thoai: Hiéu trudng, bao vé.

Piéu 33. Nhiém vu va quyén han ctua Hiéu truéng va bao vé trong viée sir
dung Camera
1. Chi c6 Hi¢u truong mdi dugc phep cung cap lai hinh anh, video, tu li€u

tir camera khi c6 yéu cdu bang van ban cta lanh dao cip trén.

2. Bao vé chi duoc phép theo ddi camera trén dién thoai dé thuc hién nhiém vy

dam bao ANTT, bao quan tai san nha truong. Tuyét d6i khong duoc phép cung cap,
phat tan bat cir thong tin hinh anh nao tir camera cho bat ki mot ca nhan nao. Néu vi
pham bao v¢ hoan toan chiu trach nhi€ém trude Hiéu trudng va Phong Gido duc.

3. Nghiém cam tuyét d61 moi cd nhan c¢6 hanh vi can thi€p vao ché dd hoat
dong ctia mdy. N€éu cd nhan nao vi pham hoan toan chiu trach nhiém truéc Hiéu

truong va Phong Gido duc.

Chuong XIV
HOAT PONG TRUYEN THONG
Picu 34. Cung cip thong tin vé hoat dong cua trudng
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1. Hi¢u truong 1a nguoi phat ngén, cung cap thong tin chinh thic cia co s¢
gido duc cho bao chi, co quan truyén thong khi dugc su dong ¥ cua Lanh dao
Phong gido duc va Pao tao.

Phé Hiéu trudng, gido vién, nhan vién chi duoc phép phat ngon va cung cip
thong tin, cdc hoat dong cua nha truong cho bdo chi, co quan truyén thong khi
duoc su ddng ¥ cia Hiéu trudng.

2. Pua thong tin trén Cong thong tin, zalo, facebook ciia Truong.

Nguoi phy trach trang Website, facbook cta nha truong: B/c Pham Thi Yén
— Gi1do vién Tin hoc. Pang tai ngay, kip thoi cac hoat dong ctia nha trudng.

Phu trach viét tin bai: Cac d/c to trudng.

Duyét ndi dung tin bai, duyét dang tin bai: Hi¢u truéng. Cac thong tin, hinh
anh, tin bai chi duoc dang 1én Website cua nha truong khi da duoc kiém duyét cua
Hi¢u truong.

Diéu 35. Viéc sir dung zalo, facebook

DPdi véi nhém zalo chung: Chi sir dung cho muc dich cong viéc, khong trao
d6i nhin tin nhitng ndi dung ca nhan, chic ming sinh nhat,... Hang ngay phai
theo ddi va cap nhat kip thoi cac thong tin trién khai trén zalo, khi tiép nhan thong
tin (tha tim). D¢ tranh troi cac thong tin quan trong khi trién khai, khong binh luan
trir ndi dung trao di can thiét.

Khi sir dung Zalo, Facebook chi chia sé nhiing thong tin c¢6 ngudn chinh
thdng, dang tin cdy. Pang tai nhing nodi dung, hinh anh phai mang tinh chat mo
pham. Khong dang tai nhimg ndi dung vi pham phap luat, cac thong tin xac pham
danh dy, nhan pham anh hudng dén quyén va loi ich hop phap cua cac t6 chirc, ca
nhan khac; str dung ngon ngit phan cam, vi pham thuan phong my tuc; tung tin
gia, tin sai su that; quang cédo, kinh doanh dich vu trai phép.

C6 cac hanh vi, tng xtr pht hop v6i nhitng gia tri dao dirc, van hoa, truyén
théng cua dan toc Viét Nam, khong st dung tir ngit gdy thu han, kich dong bao
luc, phan biét ving mién, gidi tinh, ton gido.

Khuyén khich s dung mang xa hoi dé tuyén truyén, quang ba vé dat nuoc -
con nguoi, van hoa t6t ~dep cua Viét Nam, chia s¢ thong tin tich cyc, nhing tAm
guong ngudi tot, viéc tbt, cac hinh anh, hoat dong ctia nha truong.

Mbdi CBGVNV c¢6 2 tin bai/hoc ki ding trén Website/facebook ctia Trudng.
Noi dung chia sé vé cac hoat dong cta 16p, gwong nguoi tot viée tot, kinh nghiém
giang day, boi dudng phu dao hoc sinh,...

Theo doi, chia sé cac hinh anh, tin bai trén Website, facebook cua nha
truong.

CHUONG XV
THI PUA KHEN THUONG - KI LUAT

Diéu 35. Péi véi hoc sinh
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1. V& ca nhan: Tiéu chuan danh gia thi dua ctia c4 nhan theo qui dinh ctia BGD.

2. Vé tap thé:

- Tap thé 16p xuit sic:

+ Hoc tap: 100% HS hoan thanh, trong d6 HTT va HTXS: 70% tré 1én

+ Niang luc: 100% HS dat, trong d6 tot 70% tré 1én

+ Pham chét: 100% Xép loai dat, trong do tdt 80%.

+ Lop dat 16p c6 phong trao VSCD

+ Co HS dat giai trong cac cudc thi cap trudong, (3HS tré 1én/ cudc thi), cap
TP, cap tinh (1HS trd 1€n/ cude thi).

+ Tham gia tich cuc, nhiét tinh cac phong trao cua D0i, cuia nha truong.

- Tap thé 10p tién tién:

+ Hoc tap: 100% HS hoan thanh, trong d6 HTT va HTXS: dudi 70%.

+ Ning lyc: 100% HS dat, trong d6 t6t dudi 70%.

+ Pham chét: 100% Xép loai dat, trong do tt dudi 80%.

+ Lop dat 16p c6 phong trao VSCD.

+ C6 HS dat giai trong cac cudc thi tir cAp truong tro 1én.

+ Tham gia diy du, nhiét tinh, cac phong trao cua Doi, ctia nha trudng.

3. Khen thuong:

Can ctr vao kinh phi xa hoi hoa hi¢u trudng hop ban thi dua quyét dinh murc
khen thudng phu hop cho ca nhan hoc sinh va tap thé.

Diéu 36. Déi véi CB-GV-NV

V¢ thi dua:

1. Banh gia thi dua theo dot, tong hop theo ki, theo nim hoc. Két qua thi dua
ki 2 s€ la can cur co ban dé xét thi dua nam hoc.

2. Danh hiéu thi dua:

- LDTT: Theo qui dinh cua luat thi dua khen thuong, cac quy dinh cua
nganh, cua UBND thanh pho Dién Bién Phu. Tuy nhién, can ddm bao thém céc
ti€u chi sau:

Pat gido vién gioi cap truong (Trir truong hop nghi thai san khong tham gia duoc).

, Tham gia déy du céac hoat dong, cac phong trao thi dua, cac cudc thi do cac
cap phat dong.
- CSTD céc cap: Theo qui dinh cua Luat TDKT, cia nganh, UBND thanh
pho Dién Bién Phu. Tuy nhién, can ddm bdo thém céc tiéu chi sau:
s La c4 nhan tiéu biéu nhét, guong mau trong moi hoat dong, hoan thanh
xuat sac cac chi tiéu.
+ L&p chu nhiém dat tap thé 16p xudt sic.
Vé khen thuwéng: Thue hién theo qui dinh
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Truong s€ khen thuong cho CB_GV_NV ¢6 thanh tich tir ngudn qui khuyén
hoc- khuyén tai cua giao vién. Hang nam can cur vao nguén kinh phi, ban thi dua
xem xét d€ nghi hi¢u trudng quyét dinh.

CHUONG XVI
TO CHUC THUC HIEN

Piéu 37. Tat ca CB-GV-NV trong nha trudong déu phai nghiém tac thuc hién
ndi dung ban quy ché trén. Ca nhan nao thuc hién t6t s& duoc ghi vao thanh tich thi
dua va nhan xét danh gia cong chirc hang nim. Nguoc lai ca nhan, doan thé nao vi
pham s& bi xtr Iy ky luat nghiém khéc theo quy dinh.

Piéu 38. Ban quy ché nay duoc xay dyng, tong hop trén co so cua nhiéu vin
ban quy pham phéap luat, dic biét 13 Piéu 1é truwong tiéu hoc. Ban quy ché nay
cling d duoc chinh 1y, stra d6i tir nhitng van ban quy dinh ctia nha truong trudce do,
duoc phé bién dén tat ca can bo, cong nhan vién trong nha truong va co6 hi¢u luc
thi hanh ké tir ngdy 16/9/2024, trong qué trinh thuc hién con gi bat cap s& stra doi,
b6 sung cho hoan thién./.
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