UBND XA TAM ANH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS NGUYEN KHUYEN Poc 1ap - Tu do — Hanh phiic
Sb: 46/QD-THCSNK Tam Anh Nam, ngay 29 thang 10 nam 2025
QUYET PINH

Vé viéc ban hanh Quy ché 1am viéc trong nha trudng
Nam hoc 2025-2026

HIEU TRUONG TRUONG THCS NGUYEN KHUYEN

Can cir Thong tie s 32/2020/TT-BGDDT ngay 15/9/2020 cua B Gido duc va
Dao tao veé viéc Ban hanh Diéu I¢ truong trung hoc co so, truong trung hoc pho
thong va truwong pho thong co nhiéu cdp hoc,

Can cir Quyét dinh s6 67/0P-UBND ngay 01/07/2025 ciia UBND xd Tam Anh
vé viéc thanh lgp Treong Trung hoc co sé Nguyén Khuyén;

Can cu [’<€ hoach s6 07/KH-THCSNK ngay 04/9/2025 cua Truong THCS
Nguyén Khuyén ban hanh Ké hoach giao duc nha truong nam hoc 2025- 2026,

Can cir Nghi quyét Hoi nghi vién chire, nguoi lao dong nam hoc 2025-2026
cua Truong THCS Nguyén Khuyén,

QUYET PINH:

Piéu 1. Ban hanh kem theo Quyét dinh nay Quy ché lam viéc cua trudng
Trung hoc co s& Nguyén Khuyén ndm hoc 2025-2026.

Piéu 2. Quy ché lam viéc ctia nha truong 1a vin ban chinh thie dé danh gia
hiéu qua cong tac cua vién chirc nguoi lao dong cua nha truong, thyc hién trong nam
hoc 2025-2026. Thuc hién Quy ché 1:c‘1m theo nguyén tac cong k,hai; can bg, gido
vién, nhan vién cia trudng déu binh dang trong thuc hién Quy ché.

Piéu 3. Truong Trung hoc co s& Nguyén Khuyén, Vién chirc, nguoi lao dong,
hoc sinh va cac bd phan c6 1ién quan chiu trach nhiém thi hanh Quyét dinh nay.

Quyét dinh c6 hiéu lyc tir ngay ky./.

Noi nhdn:

- Nhu diéu 3;
- Luu: VT.




_ UBND XA TAM ANH - CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THCS NGUYEN KHUYEN Doc 1ap - Tw do — Hanh phiic
QUY CHE LAM VIEC

Truwong THCS Nguyén Khuyén nam hoc 2025 - 2026
(Ban hanh kem theo Quyét dinh so: /OD-THCSNK, ngay / /2025
cua Truong THCS Nguyén Khuyén)

Phin I
NHUNG QUY PINH CHUNG

I. CHE PO HOI HOP
1. Hop héi dong nha truong
- Thyc hién: Hop 1 thang 1 1an vao lac 13h30 tht Bay tuan dau cua thang.
- Thanh phan: 100% VC, NLD
- Noi dung: (N6i dung dugc giri cho VC, NLD xem trude it nhat 01 ngay)
+ DPénh gié rat kinh nghi¢m chuong trinh cong tac thang trudce.
+ Trién khai ké hoach cua thang hié¢n tai.

- Khi hop, céac thanh vién cua Hoi ddng tuyét ddi khong noi chuyén riéng, khong
lam viéc riéng. Ghi chép day du, chinh x4c va dong gop ¥ kién xdy dung. C4 nhan
c6 ¥ kién phat biéu gio tay va phai dugc sy ddng ¥ ctia nguoi chu tri cude hop, khong
duoc nodi tu do.

2. Hop giao ban cdng tac thang (néu cin)
- Thuc hién: Hop 1 thang 1 1an sau khi sinh hoat chi bo thang do.

- Thanh phan: BGH + Cac t6 truong + TPT Doi va Bi thu Chi Poan thanh nién
+ TBTTND + Van thu + Ké toan + Thu Quy .

- Noi dung: Panh gia cong tac thang trude va trién khai ké hoach thang sau.

_ 3. Hop giao ban Ban giam hi¢u, TPT, Thu vién, Thiét bi, to Vin phong
(néu can)

- Thyc hién: Vao sang thir 2 hang tuan bit dau tir 8h45°(Tiét 2).

- Thanh phan: Ban giam hiéu +Thu vién + Thiét bi+ TPT+ t6 Vin phong (Khi
c6 nhu cau c¢6 thé moi thém cac thanh phan khac)

- Noi dung: Panh gia cong viée tuan trude va trién khai cong viée tuan sau.

4. Hop GVCN (néu cén)

- Thyc hién: Mbi thang hop 1 1an vao lac 13h30 th Bay tun 3 ctia mdi thang:
- Thanh ph?m: Ban giam hi¢u, gido vién chi nhi¢m, TPT, Bi thu Poan TN.



- N6i dung: Rut kinh nghiém vé céng tac chu nhiém thang trudc va trién khai
cong viéc thang sau.

5. Hop t6 chuyén mén

- Thyc hién: Hop 1 thang it nhat 2 1an ¢ tun thir 2 va tuan thit 4 ctia moi thang.
Lich hop cu thé: T6 Tu nhién I: Sang thir Ba; T6 Ty nhién II: Chi€u thtr Ba; T6 Xa
hoi I: Sang tht Tu; T6 Xa hoi II: Chiéu thir Tu.

- Thanh phan: 100% thanh vién cua t6.

- Noi dung: Panh gia va rat kinh nghiém hoat dong cua t6 thang trude, trién
khai ké hoach thang sau. Gop y danh gia gi¢ day theo nghién ctru bai hoc.

6. Hop to Vin phong
- Thuc hién: Hop it nhét 1 lén/théng & tuan thir 4 cia mdi thang.
7. Chi bg, Chi doan thanh nién

Sinh hoat theo diéu 1& (khi t6 chuic sinh hoat trong gio hanh chinh can c6 ké
hoach sém pho1 hop voi1 chuyén mon dé bo tri day thay).

II. HANH VI, NGON NGU UNG XU, TRANG PHUC
- 100% VC, NLD nha truong phai thuc hién:
- Btng theo B Quy tic tng xtr trong Trudng THCS Nguyén Khuyén.

- Hanh vi, ngdn ngtt tng x&r phai mau muc, gan giii va mang tinh su pham, c6
tac dung gido duc do6i véi hoc sinh.

- Trang phuc dén trudng phai gon gang, lich sy, di giay hodc dép c6 quai hau.
Trang phuc phai pht hop véi tinh chat cong viéc, dic thu ciia nganh va thuan phong,
my tuc cta dan toc. Cac ngdy 1€, ky niém, hoi nghi...: Nam thi mic au phuc c6 ca
vat, nit mic 4o dai truyén théng (Trong truong hop nha trudng cé trang phuc riéng
thi thuc hién theo quy dinh riéng). Khuyén khich nit mic trang phuc 4o dai truyén
théng vao ngay thir Hai hang tuan.

III. PHAN CONG CAC TO CHUC TRONG NHA TRUONG
1. Hoi dong nha truwong dwgc chia thanh 5 t6
T6 Xa hoi L, t6 X4 hoi IL, to Ty nhién I, t Ty nhién I va 01 t6 Van phong.
- T6 X3 hoi I: + T6 trwéng: Tran Vin Nhiéu
+ T6 phé: Lé Nguyén Thanh Xuyén.
-.T6 X4& hoi II: + T6 truwéng : Lé Thi Thanh Binh.
+ T6 phé: Pang Bao Anh.
- T6 Ty nhién I: + T6 truéng: Tran Thu Thuy
+ T6 phé: Nguyén Ptc Vién
-T6 Tunhién II:  + T6 trudng: Nguyén Thi Minh Chau
+ T6 phé: Tran Duy Ta



- T6 Van phong:  + T6 truéng: Chau Thi Lac.
- Tong phu trach Doi: Piang Bao Anh

- Thu ky hoi ddng: Tran Thu Thiy

- Van thu: VO Thi My Thuat

- Thu vién + Y té: HO Thi Y

- Thiét bj + Thu quy: Nguyén Thi Hau

2. Quy dinh thoi gian day hoc

Mua Dong Con lai
Budi sang: Tir 7h00°-11h10 Budi sang: Tir 7h00°-11h10
Budi chiéu: Ttr 12h45°-16h55’ Budi chiéu: Ttr 13h00°-17h10°

Hoc sinh ¢6 mit trude 15 phut dé kiém tra, on bai dau gio va GVCN lam
viéc vo1 16p...

a) Voi gido vién giang dgy: Co mat trudc 5 phut cac tiét day dé chuan bj do
dung day hoc. GV day tiét cudi m01 budi hoc ¢ nhiém vy dén déc nhiac nhé hoc
sinh tat dién, tat quat, dong cira sd va cira 16n 16p.

b) Nhan vién van thu, ké todn, thur vien, thiét bi: Mdi vién chtrc duoc nghi luan
phién 2 budi trong tuan. Thoi gian 1am viéc: Budi sang: Tir 7h00°-11h00°, Budi
chiéu: Tr 13h00°-17h00’. Nhitng khi c6 cong viée dot xuat duge phan cong di trude
bao nhiéu phut thi s& duoc nghi sém & budi d6 bay nhiéu phat.

¢) Voi nhan vién bao vé, phuc vu:

Lam viéc theo ndi dung ctia hop déng duoc ky két. Co nhiém vu bao vé an
ninh trat ty va tai san cia nha truong, tai san (xe dap, xe may hoac phuong tién phuc
vu di lai khac) cua gido vién, hoc sinh, ctuia khach dén lién hé cong tac, hoc tap tai
truong. Chi din khach va giao tiép dung tac phong cua co quan gido duc. Ngoai ra
con thuc hién mot sb cong viéc khac khi c¢6 phan cong cua Hi¢u truong.

Phan II
QUY PINH VOI CAC BQ PHAN VA CAC TO CHUC POAN THE
I. CHI BO PANG

- Bam bao sy lanh dao cua Dang trong truong hoc thé hién & cac quan diém,
duong 16i, chu truong theo khuon khé Hlen phap - phap luat cia Nha nudc, theo
diéu 1¢ Pang va cac Nghi quyét ctia cac cAp bo Pang.

- Sinh hoat Pang theo diéu 1¢ va hudéng dan cua cip trén.

- Lam tdt cong tac phat trién dang vién va boi dudng can bo ké can.
II. BAN GIAM HIEU

- T6 chirc quan 1y chi dao diéu hanh moi hoat dong ctia nha truong.

- Chiu trach nhiém véi cap trén vé moi hoat dong cia nha truong.



- C6 ké hoach vé cong viéc dugce giao.
III. TO VAN PHONG VA NHAN VIEN THU VIEN, THIET BI

Phuc vu kip thoi moi hoat dong ctia nha trudng. Thai d§ phuc vu phai co1 mo,
vui ve, hop tac. Moi nguoi chu dong trong cong viéc dugc phan cong sao cho hi¢u
qua nhat va dang thoi gian quy dinh. Chuan bi co sd vt chat cho cac budi sinh hoat,
hoi nghi.

IV. CAC TO CHUYEN MON

- Sinh hoat theo dinh ki.

- C6 di1 ho so cua to theo quy dinh.

- Thyc hién nghiém tac quy ché chuyén mon

- Xay dung dugc chuyén dé NCBH thiét thue phuc vu cho cong tac giang day
va dugc danh gia cao. Co dang ky cac chi ti€u chat luong va danh hiéu thi dua.

- Tich cuc tham gia cac phong trio thi dua, cac Hoi thi tir cap trudng trd 1én.
- Thudng xuyén theo ddi thi dua va xép loai dugc tirng thanh vién trong to.

- Bé xuét khen thuong, ky luat voi VC, NLD.

V. DOAN THANH NIEN

- Hoat déng theo quy dinh ctia Piéu 1é doan va su chi dao ciia Poan x3 Tam
Anh Nam. C¢6 day du ho so theo quy dinh.

- X4y dyng chuong trinh hanh dong cho Chi doan ngay tir du nam hoc.

- Xung kich di dau trong cac hoat dong ctia nha trudng nhét 13 tham gia to chirc
cac hoat dong ngoai khod, phong trao thi gido vién day gioi cac cap...

- Thuc hién su phan cong cua Bi thu chi doan. Tich cuc tham gia moi hoat dong
ctua nha truong.

VL. DPOI TNTPHCM

- Thyc hién tot chi dé nam hoc.

- Hoat dong theo Diéu 1¢ Doi - Hoi Pong Doi. C6 day du hd so theo quy dinh.
- Thye hién tét nghi thirc Poi va nén nép hoc duong trong nha trudng.

- Duy tri ¢6 hi€u qua chuong trinh phat thanh mang non, truc co do, hoat dong
xung kich.

- T6 chuec tdt cac dot thi dua va phong trao van nghé trong hoc sinh, tic}} cuc
chu dong tham gia thyc hién cong tac gido duc ngoai khoa, ngoai gio 1én 16p d€ gop
phan nang chat lugng gido duc toan dién.

VIL. HOI PONG THI PUA KHEN THUONG

~ Do Hi¢u trudng thanh 1ap vao dau nim hoc va lam Chu tich. Cac thanh V?iéll
goém: Pho Higu trudng, Bi thu chi bg, Truong ban thanh tra, Bi thu chi doan, Téng
phu trach doi, to trudng to chuyén mon, to truong té6 van phong, cac gido vién chu



nhiém 16p va thu ky Hoi dong truong. Hoi ddng Thi dua khen thudng giup Hiéu
truong:

- Danh gia két qua thi dua, khen thudng céc tip thé, ca nhan gido vién, hoc sinh
theo ting dot thi dua, hoc ky, nam hoc.

- Dé xuit cac bién phap dé nang cao chat luong day cuia gido vién va chat lugng
hoc ctia hoc sinh, cong tdc quan ly nha truong.

- Hoi d6ng Thi dua khen thudng hop vao dr:i,u nam dé trién khai cac vin ban thi
dua ké hoach thi dua, cudi moi dot thi dua va cudi hoc ky.

VIII. HQI PONG TU VAN

Do Hiéu truong thanh 1ap yél lam Chu 'EiCh- Cég thanh vién gém: Pho Hi@u
truong, Truong ban thanh tra, K& toan. Hoi dong tu van giup Hi€u truong: Tu van
ké hoach mua sam, stra chita co s¢ vat chat va cac hoat dong khac thudc linh vuc
gido duc trong nha truong.

IX. CAC HQOI PONG KHAC

D}ro’c Hiéu trudng thanh 1ap can cr vao tirng vu viéc cu thé va theo quy dinh
cua Dicu 1€ truong trung hoc.

X. BAN DAI DIEN CHA ME HOC SINH

Ban dai cha me hoc sinh 16p do PHHS 16p bau, Ban dai dién gha me hoc sinh
truong do cac 6ng (ba) trong Ban dai di¢n cha me hoc sinh cac 16p bau. Ban dai dién
CMHS thuc hién theo dung Thong tu 55/2011/TT-BGDDT va c¢6 nhiém vu sau:

- Phéi hop vo1 nha trudng trong cac chu truong, hoat dong xa hoi hoa gido duc
thong qua Ban thuong tryc.

- C6 trach nhiém tham gia voi nha truong va gido vién chu nhiém 16p vé cac
nodi dung hoat d(f)r}g gido duc, dong vién bang vat chat, tinh than cho hoc sinh hoc
tap va rén luyén tot.

Phan IIT
QUY PINH CU THE VOI TUNG CHUC DANH

I. HIEU TRUONG

- Xay dung, t6 chirc bd may nha truong.

- Thyc hién cac Quyét nghi ctia Hi dong trudng.

- Xay dung quy hoach phat trién nha truong, xay dung va t chirc thuc ‘hién ké
hoach nhiém vu nam hgc; bao ‘céo, danh gia két qua thuc hién trudc hdi1 dong nha
truong va cac cap cé tham quyén.

- Quan ly gido vién, nhan vién, quan ly chuyén mon, phan cong cong tac, kiém
tra danh gia x&p loai gido vién, thuc hié€n cong téc‘ thi dua khen thu:c"mg, ky luat doi
v0i giao vién, nhan vién; thyuc hién viéc ky hop dong lam viéc, hop dong lao dong
theo cong viéc nhat dinh dudi 12 thang, hop dong bao vé truong do UBND huyén



phan bd bién ché; tiép nhan, diéu dong Quan 1y trudong hoc, gido vién, nhan vién
theo Quyét dinh cia UBND huyén hoac cua Phong Giao duc.

- Quan Iy hoc sinh va cac hoat dong cua hoc sinh do nha trudng td chire, xét
duyét két qua danh gia xép loai hoc sinh, ky xac nhan hoc ba va quyét dinh khen
thudng, ky luat hoc sinh.

- Quan ly tai chinh, tai san cua nha trudng.

- Thuc hién céac ché d6 chinh sach ciia Nha nuée ddi véi giao vién, nhan vién,
hoc sinh; t6 chire thuc hién Quy ché dan chu trong nha trudong, thuc hién cong tac
xa hd1 hoa giao duc ctia nha truong.

- Chi dao thuc hién cac phong trao thi dua, cac cudc van dong ctiia nganh; thuc
hién cong khai d61 vé1 nha truong.

- Pugc ddo tao ning cao trinh d6, boi dudng chuyén mén, nghiép vu va hudng
cac che do, chinh sach theo quy dinh cta phap luat.

- Chiu trach nhiém trudc cép trén vé toan bd cac nhiém vu duge quy dinh.

II. PHO HIEU TRUONG

- Thuc hién va chiu trach nhiém trudc Hi€u truéng vé nhiém vu dugc Hiéu
trudng phan cong.

- Thay mat Hi¢u truéng diéu hanh hoat dong cua nha truong khi dugce Hic¢u
trudng uy quyeén.

- Cung v6i Hiéu trudng chiu trach nhiém trudce cap trén vé phan viée duoc giao.

- Phu trach cong tac kiém tra nbi bd, cong tac chuyén mon, cong tac phd cap,
t6 chuyén mon, phong hoc bo mdn, to6 chirc va quan 1y cong tac béi dudng hoc sinh
gio1, thi gido vién day gioi, GVCN gioi, TPT gidi, cong tac phu dao hoc sinh cong
han ché nang luc, cong tac khao thi va nghién ctru khoa hoc STEM, cong tac trai
nghiém, huéng nghiép, HDNGLL va cong tac Ngoai khoa...

- Cung gido vién chu nhiém theo doi, gido duc hoc sinh ca biét.

- Puoc dao tao ning cao trinh do, boi dudng chuyén mén, nghiép vu va hudng
cac ché dg, chinh sach theo quy dinh cua phap luat.

II1. Bi THU CHI POAN

- Phuy trach cong tac Boan, Doi: Lap ké hoach cong tac ca nam, hoc ky, tung
thang, tung tuan. Lén ké hoach hoat dong cua chi doan, tham gia cong tac bao vé
moi truong su pham, tham gia hoat dong xa hdi khac.

- Tham gia moi hoat dong phong trao ctia nha truong.

- Phéi hop v6i Tong phu trach xay dung Cong trudng “An toan, van minh, an
ninh truong hoc™.

IV. TONG PHU TRACH POQI

- Xay dung ké hoach nim, tirng thang, ting tuan, 1én ké hoach hoat dong ngoai
210 1én 16p cho ting khoi 16p. Trién khai cac hoat dong D91 trong nha truong. Theo



doi téng hop thi dua hang tuan, hang thang, gitra cac chi Doi. Diéu hanh cac budi
chao co, qhén x¢t hoat dong thi dua dudi co. To chirc cac cude thi trong hoc sinh.
Quan 1y, t6 chirc hoc sinh tham gia cac hoat dong van hoa, van nghé, hoat dong ngoai
gio 1én 16p, cac cau lac bg, vv...0 nha trudong va dia phuong.

- Xay dung va trién khai k,é' hoach lao dong don v¢ sinh. Phéi hop cung gido
vién chi nhi€ém ki€m tra, don doc vé€ sinh trudong, 16p hang ngay.

- Phu trach chuong trinh phat thanh mang mon, tu van hoc dudng. B6i budng
doi ngli Ban chi huy chi Doi, Ban chi huy Lién ddi trong nha truong.

- Phu trach cong tac nén nép hoc sinh trong nha trudng.

V. TO TRUONG CHUYEN MON

- Truc tiép giang day theo sy phan cong cua Hi¢u truong. Quan ly moi hoat
dong cua t6 (Lén k€ hoach cd nam, hoc ky, thang, tuan).

- Xay dung ké hoach cong tac cua to, ké hoach giang day cua t0, ké hoach boi
dudng gido vién.

- Quan Iy t6 chirc sinh hoat chuyén mon, cong tac kiém tra ndi bo t6, du kién
phan cong giang day trong t0, phan cong giao vién phuy trach phong bo moén, GV boi
dudng hoc sinh gioi, phu dao hoc sinh yéu kém.

- Phé duyét ké hoach giang day cua timg ca nhén trong t6. Kiém tra ho so gido
vién theo dinh ky va dot xuat hang thang, theo doi ngay cong, gio cong, phan cong
day thay, hoan tat moi ho so cua to.

~ -Danhgia xép loai thi dua, nhan xet danh gia chuan nghé nghiép GV, danh gia
x€p loai cac thanh vién trong to.

- Du gi¢ dinh ky theo quy dinh, ngoai ra c6 thé dy gio dot xuat gido vién trong
to.

VI. TO PHO CHUYEN MON

- Truyc tiép giang day theo su phén cong cua Hi¢u truong. Chiu sy phan cong

cua t6 truong, giup to trudng trong viée diéu hanh cac hoat dong chuyén mon trong
to.

VIL. TO TRUONG VAN PHONG

- Quan 1y, xay dung va trién khai cac nhiém vu cta té vin phong.

- C6 day du hd so cua to van phong (co ké hoach cua ca nam, hoc ky, tung
thang), theo ddi ngdy cong, gidr cong, xép loai thi dua cua to.

- Quan 1y CSVC céc trang thiét bi day hoc, tham muu cho Hiéu truéng mua
sam mot sb trang thiét bi phuc vu hoat ddng nha truong, tham gia moi hoat dong xa
hoi khac.

- Cung v6i1 BGH, ban kiém tra ndi bo: kiém tra cac hoat dong phong bd mon,
quan ly va st dung dung cu thi nghiém, kho thi nghiém; cong tac thu vién; thiét bi;
van phong.



VIII. KE TOAN

- Gitip Hiéu trudng 1én ké hoach thu chi tai chinh trong nha trudng.

- Xay dung quy ché Chi tiéu ndi bo, ké hoach phan bd tai chinh. Tham muu
Hiéu trudng ra quyét dinh Ban hanh quy ché chi tiéu noi bd.

- Hoan thanh nhiém vu ké toan, thuc hién ding ké hoach kiém tra ndi bo (nhiing
cong viéc lién quan dén tai chinh ).

- Cudi thang kiém tra va hoan thién ching tir thu chi tai chinh trong thang trinh
Hi¢u trudng phé duyét.

- Trudce khi ndp tién kho bac, ké toan phai lap ké hoach bao cdo Hiéu trudng
khong tu dong diéu thu quy ndp tién.

- Hang thang t6 chtrc kiém tra viéc thu va bao cdo thu, chi, sé du cac loai quy.

- Cac chimng tlr ¢6 lién quan dén kinh phi phai dua trudc it nhat 1 ngay dé Hiéu
trudng xem xé&t trir mot s6 truong hop dac biét nhu tién luwong, dién, nudc.

- Kiém cong tac bao hiém cua gido vién, hoc sinh.

- Chuyén luong hang thang, trudc khi chuyén tién lwong va cac khoan theo
luong phai cong khai trén nhom zalo cong vi¢c hodc ni€m yét cong khai cac khoan
tién tai phong hoi dong.

- Thyc hién cong khai tai chinh va cac ché do chinh sach d6i véi VC, NLD nha
truong. Bao cdo vé Hi¢u truong cac ndi dung lién quan ché do lao dong cua VC,
NLD va hoc sinh.

IX. THU QUY

- La nhan vién Thiét bi kiém nhiém, lam tron nhiém vu tha quy cta nha truong,
thu va quan 1y céc loai quy, cung ké toan can doi quy thu chi.

- Hang thang tong hop, bao co sb luong tién mat va sd du quy vé ké toan dé
ké toan bao cdo hiu trudng.

- Thu quy chi duoc phat tién khi co phiéu chi hodc phiéu tam tng do Hiéu
trudng ky duyét.

- Khi thu tién phai c6 chit ky cua ngudi ndp tién. Khi phat tién, tht quy yéu cau
nguoi linh tién phai ky vao chung tir ké toan va ky vao so6 chi cua thu quy (chu y
khong cho nhan tién thay néu khong dugc uy quyén).

X. GIAO VIEN BO MON

- Thuc hién nghiém chinh sy phan cong chuyén mon ctua t6. Co du hd so theo
quy dinh.

- Day hoc va gido duc theo chuong trinh, ké hoach gido duc. Vao diém, diém
danh cap nhat, day du. Lén 16p dang theo hi¢u 1€nh trong.

- Rén luyén dao dtrc, hoc tip vin hoa, bdi dudng chuyén mén, nghiép vy, dé
nang cao chat luong, hi€u qua giang day va giao duc.
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- Nghiém tac thyc hi¢n quy ché chuyén mon: soan, gidng, chim, tra bai, ra dé,
nop dé, dap an, biéu diém dtng thoi han, chiu su kiém tra ciia BGH, to chuyén mon.
Thyc hién nghia vu cong dan, gilr gin uy tin pham chét nha giao, thuc hién ¢ hiéu
qua 45 phut trén 16p, d6i moi phuong phap day hoc, img dung CNTT vao soan -
giang, ra d&, ghi diém cho HS va cac thong tin trén cac phan mém phuc vu cho cong
tac giang day, thuc hién tot né nép ky cuong ¢ moi liic moi noi.

- Tham gia cong tac pho cap theo sy chi dao ctia Ban diéu hanh phd cap.

- Khong khiéu kién vuot cép, tham gia gido duc dao duc hoc sinh, tham gia dﬁy
du cac hoat dong xa hoi khac..

- Phoi hop véi gido vién chi nhiém, cac giao vién khac, gia dinh hoc sinh,
Doan- Doi trong day hoc va gido duc hoc sinh.

- Khong dé phu huynh c6 don thu dé nghi thay doi gido vién. Giir gin tot mbi
doan két no1 bo.

- Thuc hién nghiém tic moi quyét dinh cua Hiéu truéng va chiu su kiém tra
cua Hiéu truong va cac cap quan 1y giao duc .

XI. GIAO VIEN CHU NHIEM

- La nguoi thay mat Hi€u trudng phu trach hoc sinh mét 16p. Quan 1y gido duc
hoc sinh cta 16p tich cuc hoc tip va tu dudng dao dic. Nam bt tu tudng tinh cam
hoc sinh, khong dé hoc sinh bo hoc. Phan anh téi BGH nhimg biéu hién bat thudng
HS cua 16p, két hop v6i BGH giai quyét, thao g& van dé kho trong cong tac chu
nhiém.

- C6 nhiém vu t6 chitc hoc sinh tham gia hoat dong D61, hoat dong ngoai gid
1€n 16p.

- Phéi hop véi gia dinh, thuong xuyén thong bao tinh hinh hoc tap va tu dudng
dao duc ctia hoc sinh t6i phy huynh hoc sinh biét dé quan 1y va gido duc. T6 chuc
duy tri moi hoat dong cua 16p.

- Nhan xét, danh gia va Xép loai hoc sinh cudi ky va cudi nam hoc dé nghi khen
thuong va ky luat hoc sinh, dé nghi danh sach hoc sinh dugc 1én 16p thang, phai
kiém tra lai, phai rén luyén thém trong hé, & lai 16p, hoan chinh viéc ghi s6 diém va
hoc ba cua hoc sinh.

- C6 trach nhiém trién khai téi hoc sinh va phu huynh vin ban cta céc cp va
nganh.
- Hang thang c6 trach nhiém bao cao tinh hinh cua l6p vé Hiéu truong (thong

qua cudc hop Gido vién chii nhiém), ¥ kién dé xuét. Dy hop day du cac budi hop cia
Hoi1 Dong boi .

XII. VIEN CHUC THIET BI

- La ngudi thay mat Hiéu trudng quan 1y toan bo trang thiét bi day hoc ctia nha
truong (c6 ké hoach hoat dong nam, thang, hoc ky, ké hoach hoat dong hang tuan),
chuén bi cho gido vién cdc tiét thuc hanh khi c6 yéu cau.
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- Phéi hop véi gido vién 1én ké hoach ngay tir diu nim mua sim cac d6 dung
day hoc, thiét bi, thong qua ké toan lap ké hoach tai chinh trinh Hiéu truéng.

- C6 day du hd so sb sach, 1 rang, day du, chi tiét dang quy dinh cua cép trén.
- HO trg GV céc tiét thuc hanh thi nghiém khi ¢ yéu cau.
XIIIL. VIEN CHUC THU VIEN

- La nguoi thay mat Hiéu truong phu trach thu vién nha truong (co ké hoach
hoat dong ctia thu vién ké hoach ca nam, hoc ky, thang, tuan).

- Lén ké hoach xay dung thu vién dat Mtrc 2.

- Lén ké hoach mua sam sach phuc vu cho giang day va hoc tip cua gido vién
va hoc sinh, du tru kinh phi gui Hiéu trudng.

- C6 day du ho so theo quy dinh ghi chép sach s¢, 1 rang, chi tiét, day du theo
ding quy dinh cua cap trén.

- Phu trach: quyén gop, ung hd sach — Gidi thi¢u séach.

- Tham muu cho to trudng td cong tac vién thu vién phan cong nhiém vu cho
tirng thanh vién trong to6 va hoat dong cua To6 cong tac vién thu vién.

- Thuyc hién va chiju trach nhiém truéc BGH vé nhiém vu duoc phan cong .
XIV. GIAO VIEN PHU TRACH PHONG BQ MON TIN HQC

- Thay mit Hiéu trudng quan 1y toan b co sé vat chat trong phong. Co viée
bat thuong bao vd1 BGH dé giai quyét .

- Xay dung ké hoach hoat dong, kiém tra viéc ghi nhat ki phong. Kip thoi phat
hién nhiing su cd, phoi hop di€u tra nguyén nhan hong, kip thoi bao cao vé BGH
bang van ban, ¢6 xac nhan cta hoc sinh, gido vién, bao vé.

- Pon dbc, kiém tra viéc khai thac va str dung hiéu qua cac trang thiét bi day
hoc phong bo mon.

- Phéi hop voi nhan vién Thiét bi 1én ké hoach thay thé nhiing trang thiét bi
hong hodc lap ké hoach mua mai céc trang thi€t bi can thiét, trinh Hi€u truéng duyét
va chuyén cho ké toan du tru kinh phi.

- Phan cong va chi dao hoc sinh lam vé sinh phong bo mon.
XV. VAN THU
- Co trach nhiém lam viéc theo yéu cau cua BGH.

- Pau, cu6i moi budi lam viéc mé mang nhan cac cong van gui dén va bao trinh
Hi¢u trudng dé trién khai.

- Nhan cac van ban dén, gui cac van ban di, giao cong van cho tat ca cac bd
phan, ca nhan trong nha truong.

- Quan 1y, cdp phat vin bang, gidy chimg nhén (theo quy dinh ), hd so, s6 diém,
hoc ba cua hoc sinh.

- Quan 1y va theo ddi si sb timg 16p, hoc sinh chuyén di, chuyén dén.
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- Quan 1y va cap nhat s6 Ding bd nha truong. Quan 1y tat ca cac hd so nha
trudng co trong Diéu 1€ truong trung hoc.

- Cung nhén vién bao vé chuan bi cac diéu kién hoi nghi, ky niém cac ngay 18
16n....

- Chju trach nhiém quan 1y va cing véi Pho Hiéu truong nhap day du dir liu
trén VNEDU va trén Co sé dit liéu nganh giao duc.

XVI. BAO VE, PHUC VU

- C6 trach nhiém gilr gin an ninh trt ty, khu vyc trong va ngoai cong trudng
hoc, khong dé tinh trang hoc sinh tap trung trude cong truong 1am un tic giao thong.
Dam béo an toan cho hoc sinh hoc tap trong ngay, bao v¢ tai san nha truong.

- Co6 trach nhiém theo doi, phat hién, 1ap bié€n ban hoc sinh vi pham noi quy,
pha hoai tai san nha truong.

- Quan 1y toan b tai san cua gido vién va hoc sinh trong khu vuc nha truong.

- B4o céo kip thoi cho BGH d6i voi nhiing viée xdy ra trong nha trudng.

- C6 nhiém vu dong cong trong sudt thdi gian hoc sinh hoc. Mo cong cho GV
va khach ra vao, kiém tra khéng cho hoc sinh mang qua vit va mot sd vat dung cam
vao truong.

- Bi tuan quanh truong it nhat 2 1an/budi.
- Cung voi gigo vién TPT kiém tra tinh hinh hoc sinh.

- Cung van thu, van phong chuan bi cac di€u kién cho hoi nghi, ky niém cac
ngay lé ...

Phan IV
NOI QUY HOQC SINH

1. Phai biét kinh trong, 1& phép voi thay cd gido, nhan vién nha trudng, ngudi
16n. Poan két, giup dd ban be, em nho, phat huy truyén thong tét dep ctia nha truong,
thuc hién day di nghiém tuc diéu 18, ndi quy nha truong. Biét thua trinh, biét xin 15i,
biét cam on, biét nhuong nhin, giao tiép phai lich sy van minh, khong dugc churi thé,
noi tuc.

2. Bi hoc day du, dung gid, khong bo cac mén hoc, tiét hoc, khong la ca noi
quan x4, khong duogc hut thudc, uéng ruou bia, nghi hoc phai co giéy xin phép, co
1y do chinh dang.

3. Trudce khi d&én trudng phai co sach va, d6 dung hoc tap day du, phai hoc bai,
1am bai, chuén bi bai mai. Dén 16p phai tap trung theo ddi, ling nghe thay c6 gido
giang bai, tich cuc phat biéu xdy dung bai. Tuyét d6i khong sir dung but x6a trong
qua trinh hoc téap.

4. Phai trung thyc trong hoc tap, kiém tra thi cir, danh gia ban than trong sinh
hoat, trong cudc song. Bao cdo véi gido vién nha truong nhitng ban vi pham ndi quy,
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diéu 1¢ nha truong, khong duoc giy gb danh nhau lam mét trat ty an ninh trong nha
truong va ngoai xa hoi.

5. Khi dén truong, hoc sinh phai ¢ tac phong an mac gon gang, dong phuc
quan xanh, 4o trang, may chéan phuong, quan khoéng may dng nho, ngan day, dap
chén, kiéu cach.... Ao phai bé vao quan, co nit (Khong mang nit qua kho, khong
phu hop voi ltra tu01 hoc sinh), di dép c6 quai sau, deo khan quang do ding quy cach
tir nha dén truong, tir trudng vé dén nha, cd bang tén deo phia trude nguc, hoc thé
duc phai mic dd ddng phuc thé duc theo quy dinh.

6. Tich cuc rén luyén than thé, gitt vé sinh ca nhan, v¢ sinh chung, khong vut
rac bira bai, khong khac nhd tuy tién, khong viét vé bdy trén tudng, ctra sO, ban ghé,
bang den, khong an qua vit khi dén trudng. Toc phai cit gon, chan phuong, khong
duoc cit huai troc, nhudm toc.

7. Phai giit gin va bao vé tai san c4 nhan, tai san tap thé, tai san nhan déan, phai
co y thirc bao v¢ cay xanh trong nha truong. Khong dua gion trong phong hoc, doc
cac hanh lang, cau thang 1én xudng, khong chay nhay x6 day nhau khi 1én xuong cau
thang, ra vao phong hoc, khong ngdi trén ban, khong nhay 1én ban ghé, cira s6, lan
can.

8. Hoc sinh ¢6 nhu cu vui choi thi cac em ra san phia truéc hodc phia sau. Khi
ra vé, phai khép ctra, cai then, tit dién, dong khoa ctra.

9. Thyc hién nghiém tic cac quy dinh, xép hang tap trung, ra vao 19p, the duc
giita gio, hat dau budi, giita budi. Pé xe dap dung noi quy dinh, khoa xe can than,
khong dugc di xe dap trong san truong, ra duong khong duogc di xe hang 2,3,4...1ang
lach, danh vong, phong nhanh, dua gidn trén duong. Chap hanh tbt luat giao thong.
Khéng duoc tap trung déng ding trude cong truong.

10. Pén truong khong dugc deo do trang stic, thoa son, danh phan. Khong duoc
son va dé mong tay, mong chan dai, khong dung dién thoai di dong (chi duoc sir
dung dién thoai khi thay c6 cho phép). Phai chip hanh va tham gia day du cac budi
sinh hoat, lao dong, tap trung cua nha trudong.

Tat ca hoc sinh trong nha truong phai hoc tap, ghi chép ndi quy vao vo bo moén
GDCD, dong thoi thue hién nghiém tic ndi quy nay. Nhimg hoc sinh vi pham néi
quy tuy theo mirc do s€ bi xur Iy ky luét theo di€u 1€ nha truong THCS.

Phan V
TO CHUC THUC HIEN

Quy ché nay dugc thong nhat thyc hién nghiém tic trong toan thé vién chic,
nguoi lao dong va hoc sinh toan truong.

T6 truong chuyén moén chiu trach nhiém trién khai quan triét va thuong xuyén
nhic nho tu’ng thanh vién cua to viéc chap hanh, thuc hién quy ché. Téng phu trach
két hop véi gido vién chu nhiém 16p trién khai dén timg hoc sinh trong toan truong.

Viéc chap hanh, thyc hi¢n ding quy c}le la mot chi t}eu trong nhan xét, danh
gid phan loai vién chirc, nguoi lao dong, xép loai hanh kiém hoc sinh va trong xét
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thi dua, khen thuong cudi nam. Nhiing truong hop vi pham quy ché thi tiy tinh chét,
muc do s€ bi dé nghi x1r 1y theo quy dinh cua phap luat.

Sau cudi m01 hoc ky quy ché trén c6 thé diu chinh, bd sung tuy theo tinh hinh
thuc té va yéu cau nhiém vu méi ctia nha truong.

Quy ché duoc thuc hién ké tir ngay Hiéu truong ky quyét dinh ban hanh./.



		CỤC CHỨNG THỰC SỐ VÀ BẢO MẬT THÔNG TIN - BCYCP - ĐT: 0243.7738668; Fax: 0243.7738668; Email: ca@bcy.gov.vn
	2026-03-25T11:01:48+0700
	Đà Nẵng
	Võ Hồng Khanh<khanhvh@danang.gov.vn> đã ký lên văn bản này!


		CỤC CHỨNG THỰC SỐ VÀ BẢO MẬT THÔNG TIN - BCYCP - ĐT: 0243.7738668; Fax: 0243.7738668; Email: ca@bcy.gov.vn
	2026-03-25T15:40:51+0700
	Đà Nẵng
	TRƯỜNG TRUNG HỌC CƠ SỞ NGUYỄN KHUYẾN<thcs-nk.tamanh@danang.gov.vn> đã ký lên văn bản này!




