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c5n cri Th6ng tu s5 l5l2o26lTT-BGDDT ngdy 24 thhng3 nam 2026cria B6truong BQ Gi6o dpc vd Ddo tao ban hdnh DiAu feT*.rg,t6_il,.1]|;;,fr;h;;

co s0, trudrng trung hec ph6 th6ng vd trudrng phd th6ng;t;ta;;6p hgc;
cdn cri Quv..t dinh s6 939/QD-UBND ngdy 20 th6ng8 ndm 2o26cria uBNDxE Thdng Binh v6 viQc thdnh lflp Trucrng rHds"t6 euy D6n tryc thu6c uBND xdThdng Binh;

cdn cri K6 hoach so ztoztcrr:LQp ngay 29 thdngg ndm 2oz6cria TrudrngTHCS L6 Quy E6n vA K6 hoach gi6o d-uc ,[ai.,r*g ndm hxc 2026J027;
Cdn cir ycu cAu nhi6m vu ndm hoc, tinh hinh thr,rc t6 cria nhd trudrng vd ndnglpc, vi tri vidc ldm cira crin bQ, gi6o vi6n, nh6n vi6n;
x6t da nghi ctra c6c t6 chuydn m6n, t6 van phong vir c6cbQ phpn c6 li6n quan,

QUYET DINH:

Di6u t.
Ph6n c6ng nhiem vp cho c6n.b0 qu6n r'y, gido vi6n, nh6n vi6n Trudng THCSLC Quv Ddn ndm hec 2026-2027 theo nQi d;6 ph6n ,d"s ; trc lc- ,rr.i qriu,

dinh ndy.

Trudrng THCS LC Quy E6n dugc t6 chirc quan ly th6ng nh6t g6m Trudrng chinhvri Phdn hi6u thdn Quy Phu6c. HiQu trucrng chiu trdchnhiQm qu6n ly, chi dpo chungtodn bQ hopt dQng cria nhd trucrng; c6c Ph6-HiQu tru6rng thgchiQn nhi6m vu theo linhvuc, co s0 vd pham vi dugc Hi6u trucrng ph6n c6ng, ,i"y q"yd".'-- 
--^-

Didu 2.

C6n bQ qu6n ly, gi6o vi6n, nh6n vi6n cdn cri nhiem vu dugc ph6n c6ng c6trdchnhiQm:

cht dQng x6y dpg kti hopch vd t6 chr?c thgc hign nhiQm vu dugc giao.
chiu tr6ch nhiQm v6 titin dQ, ch6t luqng vd hi6u qu6 c6ng viQc thuQc pham viphu tr6ch.

rhoi hqp voi cdct6 chuy6n o,6? j: vdn phon g, citcdodn th6 vd cdc bQ phpn c6li6n quan trong qu6 trinh thgc hiQn nhi6m vr,r. e



Thyc hiQn nghiCm tric cfr6 AO th6ng tin, b5o c6o; kip thdi b6o c6o HiQu trucrng
nhfrng v6n dO ph6t sinh vuqt thAm qry6rr.

Chap henh sg phdn c6ng, di6u hdnh, ki6m tra vir ilSnh gi6 ciuaHiQu truong vir
ngudi dugc HiQu trucrng giao php tr6ch.

Trong qu5 trinh thyc hiQn, c6^n cir y6u cAu nhiQm vp vd tinh hinh thuc t6 vd t6
chfc, nhdn sg, HiQu truong co th6 diAu chinh, b6 sung nhiQm vp cho c6n bQ, gi6o
vi6n, nh6n vi6n pht ho,p v6i quy dfnh vd y6u cAu c6ng tdc cianhd truong.

Didu 3.

C6c Ph6 HiQu tru&ng, t6 trucrng chuy6n m6n, t6 trucmg t6 Vdn phdng, truong
c6c b0 phfln, cdc td chirc doan th6 vd todn thti c6n bQ, gi6o vi6n, nhdn vi6n Trudng
THCS LC Quf D6n chiu tr6ch nhiQm thi henh Quytit dfnh ndy.

Quyi5t dfnh co hi6u lgc te ttr ngity ky.l.

Nai nhQn:
-chib0;
- Nhu Ei6u 3;
- Luu VT.

HIEU TRUONG



pnAN cONc NHrEM vU cU ruB
cAN ng, crAo vrfi,nv, NuAN vrBN rnubrNb ints r,t euf oON

Ndm hqc 202G2027
(K\m theo Quyiit dlnh sii z?.t./eD-LeE ngdy . jl../..3../2026 ctia HiQu trudng

Trudng THCS LA Quy D6n)

r. pnAN cOxc NHrEM vq cAN Be euAN r,y
1. Ong Hulnh Thanh Hda - HiQu tru0ng, Bi thu Chi bO

1.1. Trich nhiQm chung

. chfu tr6ch.nhiQm tru6c UBND x6 Thdng Binh vd co quan qu6n l)r nha nu6c
c9 tham qrryon vd toen bQ hopt dOng cria Tru*g THCS L6 euy Dd;^s6."i*dr;
chfnh vd Ph6n hiQu thdn Quy phu6c.

Ldnh dpo, qudn ly, di6u franh todn di€n c6c hoat dQng cria nhd trudng; t6 chric
thuc hi6n chri trucrng, do*g 16i crla Eing, chfnh s6ch, phhplu6t cfia Nhd nu6c, cdc
quy dinh cria ngdnh vd nhi6m vu gi6o dgc cria rlia phucnrg.

TriQu tpp, cht tri c5c cu6c hop, hQi nghf cria nhd trudrng theo th6m quy}n; chi
dpo tritin khai c6c cht trucrng,'rhidm ru oai, .a" iq, giao vi6n, nh6n vi6n, hoc sinh
vd ph6i hqrp v6i cha me troc sinh trong c6ng t6c gi6o dpc.

1.2. Cic linh vr;c trgc ti6p phg tr6ch

C6ng tdci) chric, cdn b6 vd qu6n ly dQi ngfr.

COng tdc titi chinh, kti hopch.

C6ng t6c thi dua, khen thucrng, kj. lupt.

C6ng t6c ki6m tra n6i bQ truong hoc.

C6ng tdc xdy dung vd t6 chirc thuc hiQn K6 hopch gi6o dpc nhd trudrng. i
c6ng t6c hgc sinh,.bao gdm chuy6n di, chuy6n d6n, khen thucmg, kf luft vd

cdc vdnO€ Uen quan d6n hoc .L,h th.o inarn ;ryd;.
C6ng t6c ph6 cpp gi6o duc, x6a mir cht.
C6ng t6c hO so, vdn bing, chimg chi cria hgc sinh.

COng t6c c6ng khai theo quy rlinh.

Cdng tdc xd, hQi h6a gi6o dpc.

c6ng t6c phdng, ch6ng bdo lut, gi6m nhe rui ro thi6n tai.
C6ng t6c phdng chdy, chfra chiry; phdng, ch6ng dich bOnh.

c6ng t6c phdng, ch6ng tQ npn xa hQi vi bpo lpc hgc ducmg.

C6ng tdc xdy dWng trudng hoc an todn, hanh phtic.

C6ng t6c thu vi6n, thi6t bi.

C6ng t6c quy hopch, ph6t triiSn nhd trudrng.



Thuc hi6n ch6 clQ, chinh s6ch d6i v6i c6n b6, gi6o vi6n, nhAn vi6n vd hgc sinh.

Chi dao thgc hiQn quy ch6 ddn chri d co s6.

chi tlpo c5c t6 chirc doin thc hopt dOng theo ch(rc ndng, nhiQm vp.

Chi dao thgc hiQn c6c phong trdo thi dua, cdc cuQc vQn dOng ctra ngdnh vd ilia
phucmg.

chi dao c6ng 6c g hgc, tg boi ouong, boi duong thucrng xuy6n vd n6ng cao
trinh dQ cira d6i ngfi.

1.3. C6ng t6c td chrfrc vi nhin sq

Thr,rc hiQn viQ.c tuy,5n durg, tii5p nhan, di6u dQng, phan cong gi6o vion, nhan
vi6n theo thAm quycn vd quy6t dfnhitra c6p c6 thAm quyon; kf [ci r,gp d6ng lao
dQng theo quy dinh.

pu6n l)i h6 so c6n bQ, giSo vi6n, nh6n vi6n; thuc hi6n cnti Aq chinh s6ch; d6nh
gi6, x6p lopi vi6n chirc vir nguoi lao d6ng theo quy dinh.

1.4. C6ng t5c thi dua, khen thu&ng, kf lu$t

La Cht tfch HQi d6ng Thi dua - Khen thu&ng vi c5c hQi d6ng kh6c theo quy
dinh.

Qu6n 1;i, theo d6i c6c.hopt dQng vd chi sO tni dua c[ra c6n bQ, gi6o vi6n, nh6n
vi6n; chi d4o vi6c x6c lQp h6 so thi dua.

Xem x6t, quy6t dfnh hoflc dc nghi c6p co thAm q,rycn khen thu&ng, xu lf kj,
luQt theo quy dinh.

1.5. C6ng tic Trudng chinh vi Ph6n hiQu

tliq, trucmg th6ng nh6t qu6n l;ii todn bQ hopt dOng cria Trubng THCS LO Quy
D6n, g6m Trud'ng chfnh vd PhAn hiQu th6n Qulf Phu6c.

Phen c6ng Ph6 HiQu tru&ng Nguy6n Vdn KhAm t4rc ti6p php trdch Trudng
chinh vi Pho HiQu trucrng Nguy6n Hiru Hodng tryc tiiip phq trdch PhAn hiQu th6n
Qulf Phu6c.

Viec, phdn 96rg truc ti6p php trdch timg c<r sd kh6ng ldm thay d6i nguy6ntSc
qu6n ly th6ng nh6t cua nhd trucmg. Mqi hopt d6ng cria Trudng chfnh vd Phdn hi6u
ph6i thyc hiQn theo k6 hopch chung vd chiu sg chi dpo cria HiQu tru&ng.

1.6. Theo d6i c6c t6 chuy6n m6n, t6 vin phdng

Truc titip php trSch,theo d6i vd chi dpo ho4t dQng cria: TO Vdn phong.

1.7. ThAm q,rytin kf vir tlidu hinh
Tryc titip ky cscvdnb6n, k6 hoach, quy6t ilinh vd c6c h6 so thuQc thAm quy6n

cira HiQu trucrng.

Ph6 HiQu trucrng chi k1i ho{c diAu hdnh thay HiQu tru&ng trong pham vi dugc
HiQu trucrng phdn c6ng, iry quyAn vd theo quy clinh.



2.6ng Nguy6n Vin Khim - Ph6 HiQu tru0ng, trgc ti6p phg tr6ch Trudng
chfnh

2.l.Trich nhi$m chung

Gifp HiQu trucnrg qu6n ly, di6u hdnh hopt dQng cta Truong chfnh theo phpm
vi dugc phdn cdng; chiu tr6ch nhiQm tru6c HiQu t**g 

"C 
ch6ilugng, ti6n OO.;;

hi6u qu6 c6c nhiQm vp dugc giao.
..4 - rTryc ti6p theo d6i, chi dpo n6n n6p dpy hoc, gido dpc hgc sinh vd hopt dQng

cl0,a cdn bQ, gi6o vi6n, nhAn vi6n tai Truong chfnh.

2.2. Cdng t6c chuyGn m6n, d4y hgc

Tham muu xdy dwrg vd t6 chric thgc hi6n kt5 hoach chuyen m6n cta nhd
trudng.

chi dpo thgc hiQn chucmg trinh gi6o duc ph6 th6ng 201g.

Chi dpo xdy dpg k6 hoach day hgc, k6 hoach gi6o dpc cira t6/nh6m chuy6n
m6n vi gi6o vi6n.

Chi dpo sinh hopt t6, nh6m chuydn m6n.

Chi dpo t0p hu6n chuy6n m6n, chuyCn dd, thao gi6ng,du gid.
chi dpo dpy hqc srEM vd c6c hoat dQng gi6o dpc theo k6 hopch.

Qu6n l1i, di6u hdnh c6c hopt dOng chuyCn m6n tpi Truong chinh.
Theo d6i vi6c thgc hi6n thoi khoa bii5u vi ph6n c6ng chuyCn m6n.
-.. AKi6m tra viQc thgc hiQn chucrng trinh, kti hoach gi6o duc. g
chi ilao c6ng tdc boi duong hoc sinh gi6i, hgc sinh nrng khi6u. r
Chi dpo php dpo hoc sinh chua dpt. g

0(
Chi <l4o 6n tdp, tuy6n sinh vdo lorp 10. , _
Theo d6i, kiiSm tra vi6c thyc hi6n cdc quy dinh vC dpy th6m, hqc th6m theo ..

quy dfnh hiQn hdnh.

Ki6m tra h6 s<r chuy6n m6n cta gi6o vi6n.

chi dao ooi moi phucmg ph6p dpy hgc vd kiism tra, d6nh gi6 hoc sinh.
Phu tr6ch img. dung c6ng nghe th6ng tin, phAn md- qu6n ly vnedu k6 hoach

bdi dpy (Gi6o 6n), s6 theo d6i d6nh gi6 hoc sinh, hoc bp aign tri, trO ,o diQn tri trong
nhd trudrng.

23. Hd scr vir dfr IiQu chuyGn m6n

Quan ly, kiom tra c6c roai h6 so thu6c linh vuc chuyOn m6n, g6m:
K6 hoach bii day;

K6 hoach gi6o dgc cria gi6o vi6n;

Kti hoach dpy hgc cria t6/nh6m chuyOn m6n;



36 theo d6i vd d6nh gi6 hqc sinh;
^l -),JO Oau bal;

Hd so chri nhiQm;

Hgc bq diQn tu;

C6c h6 so chuy6n m6n khSc theo quy dinh.

Theo d6i, kiiSm tra vi6c cap nhat dt liQu tr6n c6c phAn mA- qu6n llf gi6o dpc
cira nhd trucmg.

2.4, Cdngt6c ki6m tra nQi bQ

Tham muu HiQu trucmg x6y dpg kti ho4ch ki6m tra n6i bQ.

Tryc tit5p t6 chfc ki6m tra, dg gio, ki6m tra h6 so, ki6m tra viQc thr,rc hi6n
chuong trinh vd cdc nhiQm vp chuy6n m6n theo k6 hoach.

TOng hgp k6t qui ki6m tra, bilo c6o vd do xu6t biQn phdp xir ly, khic phpc
nhimg hAn ch6.

2.5. C6ng t6c th5ng k6, b6o c6o

. PhU tr6ch th6ng k6, t6ng hgrp c5c sO tigu vA chuy6n mdn; quin ly cdc chi s6
ch6t tugrrg gi6o duc.

Php trdch c6c phdn he dt HOu chuy6n m6n, qu6n ly hgc sinh, di6m vd ktit qui
gi6o dpc theo ph6n c6ng.

Thyc hiQn b6o c6o dfnh ki,, dQt xu6t thuQc linh vgc php tr6ch.

2.6. Theo d6i c6c t6 chuy6n m6n

Tryc titip php trSch,theo d6i vd chi dao hopt d6ng cr.ia:

fO I-icn sri - Dfa l)i, Td Ngt Vdn; Ngopi Ngt.
Cdc t6lnh6m chuyCn m6n khdc tqi Trudrng chinh theo sg ph6n cdng cira HiQu

trucrng.

2.7. Cdng t6c thi ilua chuy6n mdn

Tham muu Hi6u trucmg xem x6t khen thu&ng AOi vOi gi6o vi6n c6 thdnh tich
*u6t s8c trong chuyCn m6n; tham muu xri ly cdctrudrng hgp vi pham quy ch6 chuy6n
m6n theo quy dinh.

2.8. Didu hinh khi dugc riy quydn

Khi dugc Hieu trucmg try quyAn, thUc hipn di6u hdnh hopt clQng cria nhd truong
ve ky cic vdnbin thuQc pham vi dugc iry quyiin.

Khi HiQu trucnrg ,1619 m[t, thgc hipn nhiQm vU di6u hdnh theo sg ph6n c6ng,
ty quyAn cria HiQu trucrng.

Thyc hiQn c6c nhiQm vp khSc do HiQu trucrng ph6n c6ng.



3. Ong Nguy6n Hfru Hoirng - ph6 HiQu truong, trgc ti6p phg tr6ch phin
hiQu th6n Quf Phufc

3.1. TrSch nhi$m chung

Girip Hi0u trucrng tr.uc ti6p qu6n ly, di6u henh todn b6 ho4t dQng tpi ph6n
hiQu th6n Quf Phufc theo pham ui a.rq. ph6n c6ng.

Chiu trdch nhiQm tru6c HiQu trucrng v6 vi6c t6 chirc thgc hiQn c6c nhiQm vutpi PhAn hiQu.

. Phoi hprp ch{t chE v6i Ph6 HiQu.trucmg php tr6ch Trucrng chfnh vd c6c t6
chuvon m6n d6 b6o d6m sg th6ng- nh6i ue .n"#g ,r-n, ta rr"al Era" ao.,'"a" 

"ar,ch6t lugng day hgc vd c6c hopt O?rg gi6o dgc.

3.2. Di6u hirnh ho4t tlQrg ph6n hiQu

Theo ddi, ki6m tra nAn ntip dpy hgc.

T6 chric thgc hiQn thdi kh6a bi6u vd lich c6ng t6c.
Theo d6i viQc thgc hi6n kti hoach gi6o dpc tpi ph6n hi6u.
Ki6m tra vioc ch6p henh nQi quy, quy dfnh cria nhd trucrng.
Theo d6i ho?t dOng cria c6n b6, gi6o vi6n, nh6n vi6n tai ph6n hi€u.
Kip thoi xri ly c6c c6ng viQc thuQc pham vi dugc giao.
Nhtng v6n dO vugt thAm quydn phii b5o c6o HiQu trucmg d6 xem x6t, quy6t

dinh.

Thgc hiQn chii dQ brio c6o dinh k)i, d0t xu6t v6 tinh hinh phen hiQu. :
3.3. C6ng tric chuy6n m6n t4i Phin hiQu --I

chi rlpo gi6o vi6n thgc hiQn dring chucrng trinh gi6o dpc ph6 th6ng m
Theo d6i ti6n d0 thUc hi6n chuong trinh. Nt
Ki6m tra vidc thr,rc hi6n k6 hoach bni dpy. ,-
Theo d6i viQc d6nh gid hgc sinh.

Theo d6i ch6t lugng gi6o dpc.

Ki6m tra h6 so chuyCn m6n theo ph6n c6ng.

Theo ddi vi6c thuc hi6n c6c chuyCn cl6 vd sinh hopt chuy6n m6n.

.. A -^P16i 
hqp v6i Ph6 Hi-eu truong php tr6ch Trudrng chinh dO th6ng nh6t n6i d*g,ti6n dQ chuong trinh vd ki6m tra, ditth gia. 

..serrvr uurgr

Tham muu HiQu tru6rng c6c gi6i ph6p n6ng cao ch6t luqng gi6o dpc tpi ph6n
hi6u.

3.4. C6ng t6c hgc sinh vi ndn n6p

Theo d6i si s6, chuydn cdn cria hoc sinh.

Theo ddi nAn n()p,! thric ch6p hdnh nQi quy.



PhOi hgp v6i gi6o vi6n chri nhiQm, giSo vi6n bQ m6n vd T6ng php tr6ch DQi

trong cdng tilc gi6o dpc hgc sinh.

Theo ddi, gi6o dpc vd tham muu xu ly hgc sinh vi pham nQi quy theo quy dinh.

Quan tdm hgc sinh c6 hodn cinh kh6 kh6n, hqc sinh c6 nguy co b6 hgc vi hgc
sinh cAn h5 trq.

Theo ddi c6ng 9" *todn trudrng hgc, phdng ch6ng bpo lgc hgc ducmg vd c6c

nguy co 6nh hucrng d€n hgc sinh.

3.5. Ccr s& vft ch6t vir an toin PhAn hiQu

Theo d6i tinh tr4ng:

Phdng hgc;

Phdng chric ndng;

rhii5t bi day hec;

HQ th6ng diQn, nu6c;

VQ sinh m6i trucmg;

Khudn vi6n trudrng;

C6c <li6u kiQn phpc vp d4y hgc.

Kip thoi ph6t hiQn vir b5o c6o HiQu truong nhimg hu h6ng, -6t -6t ho{c nguy

c<v -6t an todn.

PhOi hqrp v6i Vdn phdng, thi6t bi vd b6o vQ AA Uao d6m c<r s0 vQt chdt,vQ sinh

vd an todn tpi PhAn hiqu.

Theo d6i c6ng t6c phdng chdy, chfia chdy,phdng ch6ng thi6n tai vd c6c diAu

kiQn an todn kh6c.

3.6. Theo d6i c6c t6 chuy6n m6n

Tryc tii5p php trdch,theo d6i vd chi dpo hopt dQng ctra:

To6n - Tin, T6 Khoa hgc Ty nhi6n; Gi6o duc th6 ch6t.

CAc 6lnh6m chuy6n m6n kh6c tpi Trudrng chinh theo sg phdn c6ng cria HiQu

trucmg.

3.6. C6ng t6c gi6o vg t4i Phin hiQu

PhOi hqrp v6i b0 phQn gi6o vp nhd trucvng de:

Cflp nhflt chinh x6c si s6 hgc sinh;

Theo d6i hqc sinh chuy6n di, chuytin dtin;

Theo d6i hqc sinh nghi hgc;

Cflp nhflt c6c bi6n dQng hgc sinh;

Ki6m tra hd so hgc sinh;

Cung c6p sO liQu dAy dti, chinh x6c phpc vp b6o c6o chung cria nhi trucmg.



3.7. C6ng t6c ph6i hqp

PhOi hQp v6i Ph6 HiQu-trucrng.phu tr6ch Truong chinh OC Uao d6m moi hoat
dOng cria PhAn hiQu th5ng nh6t voi kti troach chung cria nna trudrng.

Phoi hgp v6i gi6o vicn chri nhi6m, gi6ovi6n bQ m6n, T6ng phg tr6ch DQi vd
c6c b0 phqn li6n quan trong qu6n I,!, gi6o dpc hgc sinh.

Tham muu HiQu trucmg gi6i quytit cdc v6n dO phdt sinh tai ph6n hiQu.

Khi dugc Hi6u trucmg riy quydn, di6u hdnh c6ng viQc tai Phdn hiQu trong pham
vi dugc giao.

Thyc hi6n c6c nhicm vp kh6c do HiQu tru<mg ph6n c6ng.

II. THTI r'f rrgr OOXC STI PHAM, THIr Xrf rrgl OONC TRTICIYG
4. Bi Nguy6n Thi phuong Dung - Thu ky HDsp vi Thu ky HOi tldngtrulng
Sopn th6o, ghi ch6p nQi dung c6c cuQc hgp cria HQi d6ng su pham.

Ghi ch6p n6i dung cdc cu6c hop cria HQi cr6ng trucrng.

Thgc hiQn cong t6c thu ky trong c6c hQi nghi, cuQc hop theo phan c6ng.
Sopn th6o c6c vdn b6n henh chinh phuc 4r hopt dQng gi6o dpc cria nhd trucmg

theo chi dpo.

Th6ng k6, t6ng hqp s6 liQu kAi dugc ph6n c6ng.

Theo d6i, t6ng hqp c6c n6i dung cAn b6o c6o.

Thgc hign truc vd theo d6i c6ng vi6c khi lSnh dpo di v[ng theo ph6n c6ng. i

Thgc hi6n c6c nhiom vu kh6c do Hi6u trucnrg ph6n c6ng. :

III. TONG PHU TRACH EQI J

5.6ngNguy6nVinBinh-Gi6ovi6n,T6ngphgtr6chDQi
X6y dpg k6 hopch vd t6 chric thyc hiQn c6ng tric DQi TNTP no crri Minh.
Qu6n ly, hucmg d6n, tQp hu6n d6i vi6n, chi d6i, Li6n dQi.

Theo d6i vi t6 chirc thuc hiQn rdn ,r6p hgc sinh todn trudrng.

Phu tr6ch c6ng t6c qu6n sinh theo ph6n c6ng.

Quin ly vd chiu tr6ch nhiQm ve tai s6n cta DQi theo bi6n b6n bdn giao.
Theo ddi c6c chi s6 thi dua cria hoc sinh.

Phoi hqp t6 chfrc c6c hoat dOng theo chri di6m trong ndm hgc.
Php tr6ch cong t6c chfi thpp d6, khuy6n hoc, tir thiQn theo ph6n c6ng.
Theo d6i n6n n6p 15 phrit dAu bu6i.

T6 chric sinh hopt chdo cd, sinh hoat DQi vit cdchoat d6ng tpp th6 cria hoc
sinh.



fhOi frqrp tO chric lao dQng, vQ sinh trucrng l6p.

fhOi hqp tO chric c6c hopt dQng vdn nghQ, th6 dpc thti thao.

Phg tr6ch dQi tr6ng, dQi vdn nghe ctra Li6n <IQi.

fhOi hqrp t6 chric hoqt <lQng ngopi kh6a, trii nghiQm, hucmg nghiQp.

Tham giaxdy dUng vd thuc hiQn c6c phong trdo thi dua cira hgc sinh.

Theo d6i, nhic nho vd gi6o dpc hoc sinh vi ph4m nQi quy.

Kfp thoi b6o c6o 15nh dpo nhi trudn g cdctrudng hqp hgc sinh c6 nguy co -6t
an toirn, bi de dga, tr6n l6t hoflc c6c hdnh vi 6nh hucrng d6n an ninh, trpt tg trucrng
hqc.

fhOi hqrp voi c6c t6 chric dodn th6 x6y dUng trucmg hgc thAn thiQn, an todn,
hAnh phric, kh6ng c6 bpo luc hgc ducrng.

Qu6n lf phdng truy6n th6ng theo phdn c6ng.

Thr,rc hiQn c6c nhiQm vr,r kh6c do 15nh dpo nhd trucmg ph6n c6ng.

IV. TO TRUOI\G CHUYTN TvTON

6. NhiQm vg cfra T6 tru&ng chuy6n m6n

Xdy dpg kti hopch hopt dQng ctra t6.

T6 chric cho gi6o vi6n xdy dUng kti hoach c6 nh6n.

Chi dpo t6 vi6n thgc hiQn dring ktf hopch.

Theo d6i, d6nh gi6 tinh hinh thpc hiQn chucrng trinh vd k6t qui gi6o dpc.

DO xu6t cic gihiph6p n6ng cao ch6t lugng gi6o dtrc.

T6 chric dg gid, thao gi6ng, chuy6n dd, ngoli kh6a vd c6c hopt dQng chuy6n
m6n.

T6 chirc trao d6i, rut kinh nghiQm vA phuong ph6p dpy hgc.

B6i du6ng n6ng cao ndng lgc chuy6n m6n cho t6 vi6n.

TO chirc phong trdo thi dua trong t6.

NhQn x6t, d6nh gi5 t6 vi6n vi d0 nghf khen thucmg, xtr ly vi phpm theo quy
dinh.

Xdy dpg ki5 hoach dpy hgc cua t6/nhom chuy6n m6n.

Ki6m tra, hu6ng ddn ki5 hoach dpy hgc cta gi6o vi6n.

XdclQp, quin 1;i, luu tr[ hO so cta t6 chuy6n m6n.

Thgc hiQn kti ho4ch ki6m tra nQi bQ theo kti ho4ch nhd trucrng.

Tryc titip tO chric ki6m tra, dy gio, ki6m tra hO so, ki6m tra viQc thyc hiQn

chuong trinh vd c6c nhiQm vp chuy€n m6n c6c thenh vi6n trong t6.



Qu6n ly cdc tdi liQu chuyon mon, oe ncm tra, ma trQn, b6ng d{c tir, dip 6n
theo quy dinh.

Phdn .9rg gi6o vi6n dpy thay khi t6 vi6n nghi theo quy dinh vd dugc lffi clpo
nhi trucyng d6ng y.

Chi dao c6ng t6c php dpo hgc sinh chua dpt, b6i du0ng hoc sinh gi6i, hgc sinh
ndng khitiu vd th6 dr,rc th6 thao dtii v6i m6n thu{ct6.

Theo ddi vi6c thgc hiQn chucrng trinh gi6o duc pho thong 2olg.
Tham gia ki6m tra hopt dQng dpy hgc.

PhC duyQt k6 hoqch bei dpy (Gi6o 6n), kti hopch sd chri nhiQm, s6 theo d6i
d6nh gi6 hgc sinh, hO so di6n tri, cflp nh0t di6m, di6m danh cria thd,urh vi6n trong t6
tr6n phAn rnAm qu6n l1i Vnedu.

Thgc hi6n c6c nhiQm vu kh6c do lSnh dpo nhd trudrng phan c6ng.

V. TO PHo CHUYTN vrON
7. NhiQm vu cfia T6 ph6 chuyGn m6n

Tham muu cho T6 trucrng xdy dpg vd t6 chric thyc hiQn kti hopch t6.

Girip T6 trucmg di6u hdnh hoat d6ng chuy6n m6n.

Sopn th6o, ghi ch6p, t6ng hqp cdc n6i dung hopt dQng cria t6.

PhU tr6ch nh6m chuyOn mdn duoc phan c6ng.

Theo d6i vi6c thr,rc hiQn chucrng trinh vd kti hopch d4y hgc ctia nh6m.

Di6u hinh hopt d6ng chuyon m6n khi dugc T6 trucrng riy quyAn. )

Thgc hiQn c6c nhi6m vp kh6c do TO tru&ng vd 15nh dpo nhd trudrng phdn c6ng. ;
vr. GrAo vrtN Be MON )
8. NhiQm vg cfra gi6o vi6n bQ m6n ,
xdy 4ung kt5 hopch gi6o dpc c6 nh6n phu hqp v6i k6 hopch gi6o dsc nhd

trucrng vn d6i tuQng hoc sinh.

Thyc hiQn nghiCm tric chucmg trinh, kti hopch day hoc.

chuAn bi dAy dt ko hopch bdi dpy vi h6 so chuyOn m6n theo quy dinh.
Thgc hiQn nghiOm tirc quy ch6 chuy6n m6n, quy dinh vC ti$m tra, d111h gid.
ooi moi phuong ph6p dpy hgc, phdt huy ph6m ch6t vd nrng lgc hoc sinh.

Thgc hiQn ki6m tra, d6nh gi6 dring quy dinh.

Xdy dpg barg dgc th, ma trdn, oc mem tra, d6p 6n theo hucrng ddn.

Chfu trdchnhiQm ve tinh chinh x6c ctia di6m s6, k6t qu6 cl6nh gi6 hgc sinh.
Thpc hiQn ddy dtr c6c titit day theo thdi kh6a bi6u.

ch6p henh ph6n c6ng lao dQng, nQi quy vd quy ch6 cria nhd tru<rng.



Tham gia ph6 cpp gi6o duc, x6a mi chfi theo phAn c6ng.

fnOi hOp. v6i gi6o vi6n chri nhiQm vd c6c t6 chric dodn th6 trong gi6o duc dao
dfc, k! ndng s6ng vd gi6o dpc todn diQn hoc sinh.

Tham gia b6i du0ng hgc sinh gi6i, hgc sinh ndng khi6u, php t14o hoc sinh chua
dat khi dugc ph6n c6ng.

Tham giacdchopt d6ng chuy6n m6n, chuy6n de, tpp hu6n, thao gi6ng, dp gid.

Thgc hiQn c6ng t6c tg hgc, tp b6i du0ng, biii duOrng thudrng xuy6n.

Thyc hi6n c6c nhiQm vp kh6c do 15nh dao nhd trucrng phdn c6ng.

vrr. GrAo yrtN cHU NHrEM

9. NhiQm vg cfra gi6o vi6n chri nhiQm

Tim hi6u, ,em virng tinh hinh hoc sinh trong 16p.

Phdn lopi hgc sinh theo dpc ditim, hodn c6nh vd ktft qu6 hoc tfp, rdn luyQn.

Quan t6m hgc sinh c6 hodn c6nh kh6 khdn, hQc sinh c6 nguy co b6 hgc, hgc
sinh cAn h5 trq.

Xdy dpg k6 hopch c6ng t6c chri nhiQm phu hgrp v6i k6 hopch giSo dpc nhd
trudng.

T6 chric xdy dpg tpp th6 lop vd dQi ngfi c6n bQ lop tU qu6n.

PhOi hgp ch{t chE v6i gia dinh hgc sinh.

PhOi hqrp v6i gi6o vi6n b6 m6n, T6ng php tr6ch DQi vd cdc td chirc 1i6n quan
trong gi6o dpc hgc sinh.

T6 chirc c6c hopt dQng giSo dpc, tr6i nghigm, hu6ng nghiQp, ngopi kh6a theo
kti hoach.

Theo d6i sI s6, chuy6n cArr, rrii., ntip vd ktit qui hgc tpp cira hgc sinh.

Qu6n 1), h6 scr hgc sinh theo quy dinh.

Theo d6i viQc ghi ch6p sO aAu bdi, s6 theo ddi vd d6nh gi6 hgc sinh, hgc bp
diQn tri vd c5c hii so li6n quan.

Nhfln x6t, d6nh gi5 ktit qu6 hgc tpp vd rdn luyQn cta hgc sinh theo quy dinh.

DA nghf khen thunng, kj'luft hgc sinh.

pO xu6t c6c bi6n ph6p h6 trq hgc sinh chua dpt y6u cAu.

PhOi hqrp thr,rc hiQn c5c biQn phdp phdng, ch6ng bpo lyc hgc duong vd b6o
dim an toirn cho hgc sinh.

Chiu trdchnhiQm uA tirrh chinh x6c cria c6c th6ng tin, s5 H€u hqc sinh thuQc

lorp chu nhiQm.

Thgc hiQn c6c nhiem vp kh6c do ldnh d4o nhd trudng phdn c6ng.



vrrr. pnAN cONc NHrpM vU To vAN pnoNc
ro. ong v6 Hung Nhin - 16 truong t6 ven phdng, nh6n vi6n K6 to6n
10.1. T6 tru&ng t6 Ven phdng

Xdy dpg kti hopch hoat dQng cira t6 V6n phong.

TO chric, di6u hdnh hoat d6ng trong pham vi t6.

PhAn c6ng vd theo d6i lich truc hdnh chinh.

D6n cl6c t6 vi6n thgc hiQn nhi6m vu.

Theo d6i ti6n dQ c6ng viQc cta c6c bQ phfln VIn phong.

ehoi hgp chu6n bi di6u kiQn phuc vu hQi nghi, so k6t, t6ng k6t vd c6c ho4t
tlQng cta nhd trucrng.

Tham gia c6ng tirc xdy dung trucrng chuAn qutic gia vi kiem dinh ch6t lugng
gi6o dpc.

Thgc hi€n c6c nhiQm vU kh6c do HiQu tru&ng ph6n c6ng.

10.2. C6ng t6c k6 to6n

Phu tr6ch c6ng tdck6to6n ctra nhd trucrng.

Thuc hiQn dg todn, thanh quy6t to6n kinh phi theo quy dinh.
L6p vd luu trfr h6 so, chrlmg ttr, s6 s6ch k6 todn.

Thpc hi6n c6c ch6 d9, chfnh s6ch theo quy dinh.

Tham muu HiQu trucrng vA sria chfta, mua s8m tdi san phuc v.u hopt dQng gi6o
dpc.

ThUc hi6n ki6m kO tdi s6n.

Theo d6i hao mdn, thanh ly titi s6n theo quy dinh.
Thyc hi6n c5c nhiQm vu theo Lupt Kti torin vd quy dfnh tdi chinh hiQn hdnh.
Hudng d6n c6c b0 phOn lpp h6 so, h6a dcrn, chimg tir phpc vp thanh quy6t

to6n.

Qu6n li ho so vd thanh qrry6t 
',io_ 

cdckhoan b6o hi6m theo ph6n c6ng.
Thpc hi6n c6c nhiQm vp kh6c do Hi€u trucmg ph6n c6ng.
11. Ba ud rni Hucrng - T6 ph6 vin phdng, nh6n vi6n vin thu - Luu trfr
Girip T6 trucrng vdn phdng di6u hdnh hoat dQng cria t6.
Ti6p nhfln, ddng ky, ph6n loai vd chuy6n c6ng vin d6n.

Qu6n ly c6ng v[n di, d6n.

So4n th6o vdn b6n hdnh chinh theo chi dpo.

Vdo s5, ph6t hdnh vdn b6n dring quy dinh.

Thgc hign b6o cdo, th6ng k6 theo ph6n c6ng.

D



Quin lf vd str dgng con d6u ctia trudmg theo quy tlinh.

Qu6n l)' hO so vdn thu, luu tr[.

QuAn ly,liL6p nhQn vd trao trhvdnbing, chimg chi cria hgc sinh.

Php tr6ch m?ng, hQ th6ng diAu hdnh vdn b6n vd c6c phan -drn dugc giao.

Ti6p nhQn, chuy6n c6ng vdn qua hQ th6ng di6u hdnh cria c6p tr6n.

Thyc hiQn b6o c6o EMIS vd b5o c6o th6ng kC theo phdn c6ng.

Tham gia h6 so ph6 cpp gi6o dpc, trudrng chuAn qr6c gia vd ki6m dinh ch6t

lugng giSo dpc.

Qu6n Iy hgc b4, s6 di6m diQn tir theo quy dinh.

Thyc hiQn c6c nhiQm vp kh6c do HiQu trucrng ph6n c6ng.

l2.B Nguy6n Thi Phuong - Gi6o vB

12.1. Nhigm vU

Gi6o vp li bQ phAn tham nluu, giirp 15nh dao nhd trucmg thUc hiqn c6ng t6c

qu6n lj hgc sinh, hii so gi6o vp, kri hoach dpy hgc, thoi kh6a bi6u, th6ng kC vi co sd

dt lieu gi6o dpc; chiu sy chi dpo tr.uc ti6p cira HiQu trucrng vd Pho HiQu truong php

trdch chuy6n m6n.

Gi6o vU thyg hiQn nhiQm vU chung cho Trucmg chinh vd Phdn hiQu th6n Quy
Phu6c, b6o dim hd so, dfi liQu vd c6c hopt dQng gi6o vp dugc th6ng nhAt trong todn

trucrng.

12.2. Qtfinl)i hO so gi6o vg

Quan l!,, cW nhpt vd luu trfr hii so giSo vr,r theo quy dinh.

Theo d6i sO ddng bO, hO so hgc sinh vd c6c hii s<v li6n quan d6n qu5 trinh hgc

tfp, rdn luyQn cira hgc sinh.

Theo d6i bi6n dQng hgc sinh: nhflp hgc, chuy6n dtin, chuy6n di, nghi hgc, th6i
hgc vd c5c trudrng hqp kh5c.

fhOi hqp v6i gi6o vi6n chri nhiQm ki6m tra, cQpnhat dAy dri th6ng tin hgc sinh.

12.3. Quan lf si sO vd ndn n6p hqc tAp

Theo d6i si s5 hqc sinh hing ngdy, dinh kj, t6ng hqrp tinh hinh chuy6n cAn.

Theo ddi hgc sinh nghi hqc ddi ngey, hgc sinh c6 nguy ccv b6 hgc vd b6o c6o

15nh dao nhd truong.

fhOi hqrp v6i gi6o vi6n chri nhiem vd Ph6 HiQu tru6rng php tr6ch co sd t16 xir
ly cdc trucmg hqp hgc sinh c6 bi6n dQng vO hgc tQp, rdn luyQn.

l2.4.Thirikh6a bi6u vd ki5 hoach dpy hec

Tham muu xdy dtmg, sap xiip vd di6u chinh thdi kh6a bi6u theo ki5 hopch gi5o

dpc nhd trudng.

Theo d6i vi€c thUc hiQn thdi kh6a bi6u tpi Trucrng chinh vd Ph6n hiQu.



cOp nh0t kip thoi ,hirrrg thay d6i do gi6o vi6n nghi, c6ng t6c, tQp hu6n ho{c
c6c hopt ilQng dQt xu6t.

rhOi hqrp v6i t6 truOng chuy6n m6n bi5 fi dqy thay khi cdn thitit theo chi dao
cria 15nh cl4o nhd trudrng.

Theo ddi viQc thgc hiQn chucmg trinh, titin dQ dpy hgc vd bdo cdo cdctruong
hgrp thgc hi6n chua dring kti hoAch.

12.5. QuAn li dfr liQu, di6m vd hgc bp

PhOj hqrp v6i Ph6 HiQu trucmg phu tr6ch chuy6n m6n qu6n ly dfi liQu hgc sinh
tr6n hQ th6ng qu6n ly gi6o dpc.

Theo d6i viQc cpp nh$t di6m, nhQn x6t, k6t qu6 hgc tdp vd rdn luyQn ctia hgc
sinh.

fhOi hq'p ki6m tra tfnh chfnh x6c cira dt liQu tru6c khi t6ng hgp, b6o c6o.

Theo d6i vi6c hodn thenh hgc bp diQn tri vd c6c hd scy li6n quan d6n hgc sinh.
fhOi hg'p v6i gi6o vi6n chri nhi6m, gi6o vi6n bQ m6n xri ly rhirrrg sai s6t vd

dfr li6u.

12.6. Cdngtdc th6ng k6, b6o cdo

. T6ng hq,p sO li6u hoc sinh, l6p hgc, clQi ngfi vd c6c chi s5 gido duc theo y6u
cau.

chu6n bi so li€u phpc vu b6o c6o dinh kj,, dOt *u6t c,ia nhd trucrng.

PhOi hqrp v6i vdn thu, k6 to6n, cdc t6 chuy6n mdn vd gi6o vien chri nhiQm d6
b6o d6m sO tigu th6ng nfr6t.

Chfu trdch nhi6m rrA tfnh chinh x6c ciua sO ligu gi6o vp thuQc pham vi dugc
giao.

12.7. Cdngtdc thi cir, kir5m tra

Ph6i hqp chuAn bi danh s6ch hoc sinh tham gia ki6m tra, khio sdt, thi vi c6c
kj, ddnh gi6 theo k6 hoach.

ChuAn bi hO so, danh s6ch phdng ki6m tra, danh s6ch hoc sinh theo sg chi d4o
cria 15nh dpo.

ffrOi hqp v6i c6c t6 chuyCn m6n trong viQc thEc hiQn c6c lc! kiem tra dinh lc!.
Tdng hqp k6t qui kicm tra, thi vd b6o c6o ldnh dpo theo quy dinh.
12.8. C6ngtdc phOi hqr,p gita hai co s0

Duy tri viQc cpp nhAt dfr liQu giSo vu thisng nh6t gita Trucrng chinh vd ph6n
hiQu th6n Quy Phu6c.

Dinh ki't6ng hqrp tinh hinh gi6o vu cta Ph6n hiQu dO bdo cdoph6 HiQu trucrng
php tr6ch vd l6nh dpo nhd trucmg.

86o d6m h6 so, so tig, cria ph6n hiQu duoc cap nhat dAy dri, klp thoi vdo hQ
thdng qu6n ly chung cria nhd trudng.



12.9. NhiQm vp kh6c

Thgc hi6n c6c nhi6m vu li6n quan dtin cong tdc gido vp theo quy dfnh.

ehoi hqrp v6i c6c bQ phan trong c6ng tdc tuy6n sinh, ph6 cap gido dpc, ki6m
dinh chdt lugmg gi6o dpc vd c5c nhiQm vp kh6c khi dugc phdn c6ng.

Thgc hiQn c6c nhigm vU kh6c do HiQu trucrng vd Ph6 HiQu trucrng phq tr6ch
chuy6n m6n giao.

13. Ba rrin Thi rhanh rflm - Nhin vi6n Y t6 hgc tlulng, bio hi6m hgc
sinh

13.1. C6ng ticy t6 hqc tludng

Php tr6ch c6ng t6c y tti hgc ducmg.

Theo d6i, ch6m s6c sirc kh6e ban dAu cho c6n bQ, gi6o vi6n, nhan vi6n vd hoc
sinh.

fhOi hqrp v6i co scr y t6 dfa phucrng tO chirc kh6m sirc khoe dinh kj, cho hgc
sinh.

Theo d6i vQ sinh m6i trudrng vd vQ sinh an toirn thgc phAm.

Rd so6t, lpp danh s6ch hgc sinh tham gia b6o hi6m y tti.

Tham muu -ua si- thu6c, vflt tu y t6, b6ng bdng vA dpng cu so ciru theo quy
dinh.

Php tr6ch c6ng t5c Chir thpp d6 theo ph6n c6ng.

Tham muu xdy drpg kti hopch y tti hgc ducrng.

Tham muu kti hopch phdng, ch6ng dich bQnh.

Qu6n lf dAy dir hO so, 16 s6ch y tti.

13.2. C6ng t6c thri qui
Thgc hiQn thu c6c khoin thu ctia nhd trudrng theo kti hopch vd quy dinh.

PhOi hqrp v6i gi6o vi€n chtr nhiQm trong vi6c thr,rc hiQn c6c kho6n thu.

Thgc hiQn chi ti6n theo lQnh chi vd dAy dt h6 scr, thri tuc.

86o d6m an todn ti6n m4t vd thgc hi6n ch6 dQ ki6m kO theo quy dinh.

Thgc hiQn c6c nhiQm vp kh6c do HiQu truong ph6n c6ng.

14. BA Nguy6n Thi Ngqc Tho - NhAn vi6n Thu viQn

Lfp vd quin ly sO theo d6i viQc sri dUng s6ch, b6o, tii liQu.

Ph6n 1o4i, sip x6p s6ch gi6o khoa, s6ch giSo vi6n, s6ch tham kh6o khoa hoc,
thupn ti6n sri dUng.

86o qu6n, vQ sinh vd gifr gin tdi liQu, s6ch b6o.

Ki6m kO s6ch b5o theo k6 hopch.

86o c6o sti lugng s6ch thitiu, thira vi dA xu6t bO sung hopc thanh ly.



Nhap kho s6ch, tdi ligu dugc c6p ho{c mua m6i.

Lpp s6 ghi ch6p vi luu trfr chimg tri theo quy rlinh.

T6 chric gi6i thiQu s6ch cho gi6o vi€n vd hgc sinh.

rnoi hgp to chric ti6t doc, titit hgc tpi thu viQn theo kti hoach.

Quin l)i h6 so minh chimg kiom dinh ch6t lucv,ng gi6o dpc dugc giao.

Ptroi hgp chuAn bi c6c di6u kiQn phuc vp hQi nghi, dpi hQi, so k6t, t6ng k6t.

Gifr gin vQ sinh phong dgc vd khu vgc thu viQn.

Thgc hi6n c6c nhiQm vp kh6c do HiQu trucmg ph6n c6ng.

15. Bi La Thi Qulnh Loan - Phu tr6ch rhu viQn (ph6n hiQu Th6n euy
Phuric)

Lpp vd qu6n lli sO theo d6i vi6c sri dUng s6ch, b6o, tdi 1i6u.

Phdn lopi, sip x6p s6ch gi6o khoa, s6ch girio vi6n, s6ch tham kh6o khoa hgc,
thu{n ti6n sri dUng.

86o qu6n, vO sinh vd gifr gin tdi liQu, s6ch bdo.

Ki6m kC s6ch b6o theo kti hoAch.

B6o c6o ro luqrrg sSch thitiu, thira vd dc *u6t bo sung ho{c thanh ly.
Nhap kho s5ch, tii liQu dugc c6p ho{c mua m6i.

Lpp s6 ghi chdp vd luu trt chimg tir theo quy dfnh.

T6 chirc gi6i thiQu s6ch cho gi6o vi6n vd hgc sinh.

rh6i hg'p t6 chirc ti6t dgc, titit hgc tpi thu viQn theo k6 hoach.
i

Quin ly ho so minh chimg kicm dinh ch6t lucr,ng gi6o dpc dugc giao. )
rhOi hqp chuAn bf c6c di6u ki6n phuc vu h6i nghi, dpi h6i, so k6t, tdng krit. fi
Git gin vQ sinh phdng dgc vd khu vyc thu vi6n. a

Thgc hiQn c6c nhiQm vp kh6c do HiQu trucrng ph6n c6ng. I
16. Bi D{ng Thi rhanh rhliy - Nh6n vi6n Thi6t bi, dd dirng d?y hgc
Lpp s6 theo d6i vi6c mucm, st dung thi6t bi dpy hgc.

Theo ddi tinh hinh sri dUng thiet bih5ng th6ng.

Phan loai, s8p x6p thi6t bi khoa hoc.

86o qu6n, vQ sinh thi6t bi thucmg xuy6n.

Ki6m k6 thirit bi theo k6 hosch.

86o c6o 16 luqng thitSt bi thi6u, hu h6ng vd <16 x.r6t bo sung.

Kh6ng di5 nguoi kh6ng c6 nhiQm vu tu;f vdo khu vgc phong thi6t bi.
Ldp bi6n b6n khi thi6t bf hu h6ng, mdt m6t.



Nhap kho thi6t bi dugc c6p hopc mua m6i.

Quin l1f co sd vft chdt, dd dirng, thi6t bi tai cdc phdng chric ndng dugc giao.

Qu6n ly viQc muo,n, tr6 thi6t bi.

ehOi hgp v6i gi6o vi6n thyc hiQn hiQu qu6 viQc sri dpng thi6t bi day hgc.

Tham gia h6 scr trudrng chuAn qu6c gia vd ki6m dinh ch6t lug'ng gi6o dpc.

Thgc hiQn truc hdnh chinh theo ph6n c6ng.

Thgc hiQn c6c nhiQm vg khdc do HiQu trucmg ph6n c6ng.

17. BA Nguy6n Thi Nhinh - NhAn vi6n b6o vQ, phuc vg vir vQ sinh trulng
hgc

17.1. C6ng tic phgc vU

Phpc vg nu6c ,619 cho c6n bQ, gi6o vi6n, nhdn vi6n.

Ki6m tra,b6o qu6n hQ th6ng m6y lgc nu6c.

Ve sinh phong HQi d6ng, phdng ldm vi6c ctra HiQu trucrng vd cdc khu vgc
dugc ph6n c6ng.

ChuAn bi phucmg tiQn phpc vp hQi nghi, dai hQi, so k6t, t6ng k6t, ngopi kh6a,
chdo cd.

Theo d6i vd b6o c6o co sd vQt chdthu h6ng, xu6ng c6p.

Thgc hanh ti6t kiQm diQn, nu6c.

Ki6m tra viQc t8t cliQn, qupt vd kh6a cta cdc phdng.

Ki6m tra hQ th6ng diQn, nu6c vd cdc phucmg ti6n phon g ch6y, chfra chSy theo
ph6n c6ng.

Hucmg d6n kh6ch d6n ldm viQc vd cl6 phucrng tiQn dirng noi quy dinh.

Gifr gin tdc phong,trangphpc, giao titip thing myc.

Thyc hiQn nhiQm vu dQt xuSt theo chi dpo cria l6nh clpo nhd truong.

17.2. C6ng t6c vQ sinh

Hu6ng ddn hgc sinh bo r6c dirng noi quy dinh.

Thu gom, xu ly rdc thhi theo quy dinh.

B6o d6m vq sinh khu vyc nhi vQ sinh gi6o vi6n vd hgc sinh.

Thgc hiQn vQ sinh c6c khu vgc dugc phdn c6ng.

ffrOi frqrp x6y dpg m6i trudrng trucrng hgc xanh, s4ch, dgp, an toin.

18 Bir Nguy6n Thi Le Thu - Nhfin vi6n bio vQ (Phin hiQu Th6n Quy
Phufc)

18.1. C6ng t6c phgc vg

Phpc vp nu6c u6rrg cho c6n bQ, gi6o vi6n, nh6n vi6n.



Ki6m tra,bho qudn hQ th6ng m6y loc nu6c.

V9 sinh phdng HOi ddng, phdng lim viQc cria HiQu trucrng vd c6c khu vuc
dugc phdn c6ng.

chuAn biphucmg tiQn phpc vp hQi nghi, ilpi hQi, so k6t, t6ng ktit, ngo4i kh6a,
chdo cd.

Theo d6i vi bdo cdo co sd vQt chdthu h6ng, xu5ng c6p.

Thgc henh ti6t kiQm diQn, nu6c.

Ki6m tra viQc tit di6n, quat vd kh6a cta ckcphong.

Ki6m tra hQ th6ng diQn, nu6c vd c6c phuong tiQn phon g ch6y,chta ch6y theo
phdn c6ng.

Hucrng ddn kh6ch d6n ldm viQc vd dii phuong ti€n dring noi quy dinh.
Git gin t6c phong, trangphpc, giao titip ihing myc.
Thgc hiQn nhiQm vu d6t xu6t theo chi dpo cria l6nh dpo nhd trucrng.
18.2. C6ng t6c vQ sinh

Hu6ng d6n hoc sinh bo r6c dring noi quy dinh.
Thu gom, xft ly rdc thhi theo quy dinh.

86o d6m vQ sinh khu vpc nhd v6 sinh gido vi6n vd hgc sinh.
Thgc hi6n v6 sinh cdc khu vgc dugc ph6n c6ng.

ehoi hgrp xdy dpg m6i trudrng trulng hoc xanh, sach, dgp, an todn.
19. Ong Ph4m Minh Trulng - Nh6n vi6n b6o v6
Truc b6o vO theo lfch ph6n c6ng.

B6o vQ an ninh, trflt tp vd tdi s6n, co s6 v6t ch6t cria nhi trudrng.
86o vQ phucrng ti6n cria c6n bQ, gi6o vi6n, nh6n vi6n vd kh6ch.
Kh6ng oe tai s6n cria nhd trudng dugc dua ra kh6i trudrng khi chua dugc ph6p

ctra ngudi c6 th6m quydr.

Theo ddi vd bdo c6o kip thoi c6c trudrng hqp m6t antodn.
CEt c6, chdm s6c c6nh quan theo ph6n c6ng.

Cittiacdnh c6y, g6p phAn x6y dpg m6i trudng xanh, spch, dgp.
Theo d6i vd b6o c6o tdi s6n hu h6ng, m6t m6t.
Thpc hiQn tr6ch nhiQm b6o vQ tdi san theo quy dinh vd nQi dung ban giao.
Thgc hiQn nhiQm vu khi c6 hQi nghf ho{c c6ng viQc dQt xu6t theo chi dpo criaBan Gi6m hiQu.

Thuc hiQn c6c nhiQm vp kh6c do HiQu trucrng ph6n c6ng.



20. Ong Nguy6n Dric Minh - NhAn vi6n trgc tl6m ( PhAn hiQu Quf Phu6c)

Tryc b6o vQ theo lich ph6n c6ng.

B6o vQ an ninh, trpt tg vd tdi sin, ccr sd vpt ch6t cira nhd truong.

86o vQ phuong tiQn cira crin bQ, gi6o vi6n, nh6n vi6n vd kh6ch.

Kh6ng OC tai sdn cria nhd trudrng dugc dua ra kh6i trudmg khi chua dugc ph6p
. ,,a l ;.

cua nguol co tnam quyen.

Theo d6i vd b6o c6o kip thoi c6c truong hqp m6t an todn.

Clt c6, chdm s6c c6nh quan theo ph6n c6ng.

Clttiacdnh cdy, g6pphAn x6y dpg m6i trudng xanh, spch, dgp.

Theo ddi vd b6o c6o tdi s6n hu hong, mdtmilt.

Thyc hiQn trdch nhiQm b6o vp tdi sAn theo quy ilinh vd n6i dung bdn giao.

Thyc hiQn nhiQm vU khi c6 hQi nghiho{c c6ng viQc dQt xu6t theo chi dao cria
Ban Gi6m hi6u.

Thgc hiQn c5c nhiQm vp kh6c do HiQu trucmg ph6n c6ng.

rx. NGUvnN TAC pH6r Hqp GrtIA TRUONG CHINH VA PHAN
Hrpu QUv PHudc

L. Nguy6n tic quin lf th5ng ntr6t

Trudrng THCS LO Quj D6n ld mQt dcrn vf trudmg hgc th6ng nh6t, g6m Truong
chinh vd Phdn hipu th6n Qu;f Phu6c.

HiQu truong th6ng nh6t quin lf vO t6 chric, nhdn sg, chucrng trinh gi6o dpc,
kti hopch gi6o dpc, tdi chinh, tdi sin, hd so, dt liQu, ch6t lugn g gi6o dr,rc vi c6c hopt
dQng ciratodn trudrng. Viec di6u dQng c6n b0 gi6o vi6n nh6n viOn gita Trulng chinh
vd Ph6n hiQu th6n Quf Phu6c do HiQu trudrng quy6t dinh.

2. Trudng chinh

6ng Nguy6n Vdn Khdm - Ph6 Hieu trucrng tr.uc ti6p phr,r trdch Trudng chinh
theo sg ph6n cdng cria HiQu truong.

Cdctd chuy6n m6n, gi6o vi6n, nhdn vi6n vd c6c b0 phQn tai Trudrng chinh thyc
hiQn nhiQm vU theo ki5 hopch chung vA sg di6u hdnh cria HiQu tru&ng, Pho Hi6u
trucrng php tr6ch Trucrng chfnh.

3. Ph6n hiQu Quf Phufc

Ong Nguy6n Hiru Hoang - Ph6 HiQu trucmg tryc ti6p phr,r tr6ch Phdn hiQu

th6n Quy Phudc.

Ph6 Hi6u truong php tr6ch Phdn hiQu t6 chric cli6u hdnh c6ng viQc hing ngey
trong pham vi dugc giao; chiu tr6ch nhiQm b6o c6o HiQu truOng.

Phdn hiQu thgc hi6n th6ng nh6t chucrng trinh, kti hoach gi6o dgc, quy dfnh
chuy6n m6n, hd so, dfi liQu, d6nh gi6 hgc sinh vd c5c ho4t dQng gi6o dpc cria Trudrng
THCS LO Quf Ddn.



4. Ch6 tIQ phSi hqp

C6c Ph6 HiQu truong thuong xuy6n trao ddi th6ng tin, ph6i hqrp gi6i quytit
c6ng viQc, b6o dim sg th6ng nhiit gifa Trucrng chinh va phan frieu.

Nhirng.v6n ee thugc thAm quy6r, cria HiQu trucnrg phii b6o c5o HiQu trucnrg
xem x6t, quy6t dinh.

Kh6ng tg y pan henh ho{c gi6i quyi5t nhimg v6n dO vugt qu6 phpm vi dugc
ph6n c6ng, riy quy6n.

x. To cHrIc rHtIc HrpN

. C6nbQ, gi6o vi6n, nhdn vi6n cdn cri nQi dung phdn c6ng d6 chu dOng xdy dpg
k6 ho4ch vd tO chric thgc hiQn nhiQm vr,r.

C6c t6 trucmg chuy6n m6n, t6 truong t6 Vdn phdng c6 trdchnhiQm t6 chric
triiSn khai nhiQm vu d6n tirng thdnh vi6n trong t6.

C6c Ph6 HiQu trucrng c6 trdchnhiQm theo d6i, ki6m tra, d6n ddc vd t6ng hgrp
ktit qui thuc hi6n nhiQm vp thuQc linh vuc, co sd dugc ph6n c6ng.

Trong qu6 trinh thgc hi6n, n6, c6 kh6 khin, vu6rng mic ho4c nhiQm vp ph6t
sinh, c6 nhdn, U0 ph$ kip thoi b5o c6o Pho HiQu trucrng phu tr6ch hoflc Hi6u truurg
d6 xem x6t, giei quytit.

. Phdn c6ng arieT vr,r c6 thti duqc diAu chinh, b6 sung khi c6 thaydOi rC nnan
sp, t6 chric hodc y6u cAu nhiQm vu cta nhd trudrng. ViQc iliAu chinh, b6 sung dugc
thuc hi6n theo quy6t dinh ho{c v6n bin ph6n c6ng cria HiQu tru&ng.

.N6i dung phdn c6ng nhiQm vu duoc-c6ng khai trong nhd trudng vd tri6n khai
cr,r th6 d6n c6n b6, gi6o vi6n, nh6n vi6n d6 tO chric thuc hi6n trong n6m hgc 2026-
2027.

Noi nhQn:
- chi b0;
- Nhu Ei6u 3;
- Luu VT.
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