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Sé: 119 /QD-TrTHCS

Dong Tl'l'éu, ngay ()7 thang 10 nam 2020

Vvian oo QUYET pINK
Vice phin cong nhiém vy cho eap b0, gido vien, nhan vien

Niim hgc 2020-202

HIEU TRUGNG TRUONG THCS HOANG QUi

Can cir Thene tw sé 32/207 \ ,
o </2020/TT- ~ 7y .
quo duc va dae 1 Tl BGDDT ngay 15 than

DG s ' dao tqo baﬁ hanh Pigy, I¢ trucng trung
O thong vg ¢ Yo ‘
S I u cdp hoc;

phé thong cé nhié
d iy Ong tir s 15/2017/TT-BGD&DT ngay 09/06/2017 cia Bé Gido
u 2 VIBC s1hr ART 8 A IR SSTIP ; 3 ché ds lam vie
Ac va. ‘a’o ta.(z Ve viee sia doi vy ho sung mot s diéu quy dinh vé ¢hé do lam vi¢e
doi voi gicio vien Phé thong;

€ 9 nam 2020 cia Bé
10C co s0, ruong trung hoc

Can cir chije nang,
fruong: X¢t nang lyc
vién.

nhiém wy, quyén han cua Hidu truong

trong nha
va kha néng cong tdc cia cdan bg, g

iao vien, nhéan

QUYLT DINH:

Diéu 1. Phan cong nhiém vu cho ¢

an b, gido vién, nhan vién trong nha truong
nam hoc 2020-2021 (cé phan cong cuy thé

kem theo).

Piéu 2. Can bd, gido vién, nhan vién trong nha truong can cu vao nhiém vy ey
thé duoc phén céng co tréch nhiém xdy dung ké hoach hoat dong va thuc hién ké
hoach cho phu hop véi dac thu cong viée duge giao.

biéu 3. Cac ong (ba) trong Ban lanh dao, cic 6 chuyén mon, céc 16 chie do
thé trong truong va cdc thanh vién tai Diéu | chiu trach nhiém thi hanh
ndy. Quyét dinh c6 hidu luc k& tr ngay ky.

an
quyct dinh

Noi nlzq?tg.' o
- Nhu dieu 3 (dé t/h)
-Luu VT.
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. PHAN cONgG NHIEM vy
CAN BO, G140 VIEN, NHAN v N
NAM HOC 2020 - 203
1 56 1‘19 /QB‘- THCS ngay (07 thang 10 nam 2020 cya
] Hiéy frwong truong THCS oang Qué)
i ac phan cong vy thue higy cOng tic g Hig¢
u ruo e A . s A A . |
| lelO“g, €an b, giso VIEn, nhin vien trugno THCS H
* TG trugng thue hign chre .- A )
theo Bide i’ g thy en chuge nang. nhi¢m vy, q

HA TRUONG

@ 4 .

(Keém theo Quyet dinh
L. Neuy&y ¢ o

pho Hié u ti wong va cie

0ang Qué:

uyen han ¢y

, truong trung hoc pho thong va truong
12020

a Hig¢u wruong
2. Pho g, tclip ‘hOC(.t'heo TT 32
tic duon Hie t: | 011% gluAp Hiéu truong chi dao,\ thue hif:n timg linh |

: ¥+ HUONg phap cong; dugce sy dung quyén han cua Hi€u truong dé giai
. 10Ng cho phép, chiu trach nhi¢m truge phap luat va
€t dinh cta minh, DAi voi cac van dé quan trong,
IC, phic tap hay nhay cam cip Xin y

vuc cong

CoO
’ kién cua Hiéu
Y€t dinh,
goai cie nhiém vy, [inh vyc cOng tac cu t
trudng thye hién mot ¢4 nhiém vy khae do Higu truo"né
o4 Trong qua trinh gja; quyét ¢
doi véi ruong céc doan th

o
J.

hé dugc phan cong pho hiéu
phén cong.
ac cbng viée Phe hi¢u truong
chuyén mén trong nh
dam bao moi hoat dong ctia nha truong duge thyc hién du
hiéu qua cao. Trong truong hop khéng théng nhi duoc y |
lién quan thj pho hiéu trudng chy tr giai quyé cong viée b
xét quyét dinh,
5. Khi ¢4 nhiém vu ma Higu truéng thay
dot xuét dé théng nhét noi dung cong vigc,
6. Sau khi tap huén, du hop, lam viée & cac nha truong, cac
thi xa (huyén) trong tinh hodc sau khi di cong t
thoi véi Hiéu trudng vé két qua, két luén cua 1
dong chi lanh dao cap trén, cac dé xuét cia co

Skl phéi hop trao
€, 1o truong a trudng va hj trg nhau
12 theo ké hoach va dat
kién khi xu ly cong vige
4o cdo Higy ruong xem

can trao doj tap thé s& 16 chire hop

€O quan trong
ac pho hi¢y truong cin béo cdo Kip
UGl chu i va y kién chi dao cua cic
sO minh dén cong téc do néu ¢o,
7. Can b9, gido vién, nhéan vién giip lﬁn.h da,o chi dao thgr’c hién, u‘m% lTn‘h
vie cong tac dugc Hiéu truong phén céng;‘ch!u trach .“«hl¢m. truge phép .“A'f.“ v :
tr'u(')'c Hiéu trudng vé cac quyét dinh cua minh tt‘ong vige (il]l dao, lhErC l]}Cll nl\]/uun
vu duoc ;iao Ngoai cac nhi€ém vu linh vuc cong téc cy thé dtrgc phzu"] e g, /Ea
SRR Ba i ne hién mét s nhiém vu khac do Higu truong phan
b, gido vién, nhan vién thyuc hién m

8t cong viéc can bo, gido vie in vién can phéi
; g viéc can b, giao vién, nhan v
0 i i tr 1al quyet cong Vig
cong. Trong qué trinh g
hop ho trg va trao
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. hien dang k& hoach .
. oo thue hig Ty
ruong U;'
. "\( I'(' [TRVITrS
y(yi nhau khi xu I;y FONE VICC th
hinh dé giai quyclt cong vice v,
Jar

dbi vai nhau dam bao moi hoat dong cua nhat
hi¢u qua. ) .
Trong truomg hop khong thong nhal (!EJ".’L '
bo, gido vicn, nhin vién duge giao (rach nhi¢m ¢
cao vai Hicu trudng xem xét quyél diph. o
I1.Phén ¢ong cong (ic cy the cid Hicu g
1. Ddng chi Dinh Thi Ngoe Dung- I "n Tribu va cac cap ¢ thim quy;
-Chiju trach nhiém trude phong q[)&l)l pong
ve todn bg hogt dong ctia nha truone- nha truimg: 10 chie chi gy, tri
-Quén ly va diéu hanh moi hoat dOng “u"f ¢ chp Wi CB, GV, NV. 1,
khai cac chu truong cua Dang, Nha nudc va ca » OC siny,
trong truong,. e A B A Sau:
- Chi dao, quén ly va giai quyét mot s C“Onghvr‘lgt(;ui‘?rir:h nhu sau
+ Quén Iy hanh chinh, tai chinh, tai san cuan T‘ ‘ %,n i ol
+ Céc van dé lién quan dén hoe sinh (Chuycn di, chuy » Ky lual...)
+ Chi dao cac tb chirc, doan thé hoat d
+ Cong t4c thanh - kiém tra ndi by truong hoc.
+ Quén ly hé so CB, GV, NV. / Y
+ Thue hién cac ché do chinh sach cua Nha nude doi \/?1 glap vién, nhén Vién,
hoc sinh; b chirc thuc hién quy ché dan chti trong hoat dong cua nha truong,
+ Quan ly cong tac thi dua - khen thudng. ‘ B
+ Chi dao gido duc dao durc, phap ludt, cong tac Doan, Dor.
+ T4 chirc chi dao céc hoat dong NGLL, hoat dong chuyen mon.
+ Chi dao cong tac thu vién truong hoc., cong tac y L& truong hoc.
+ Tham gia sinh hoat t6 KHTN. Phu trach chi dao cac hoat dong cua 16 chy

pwomg va Pho hi¢u trugng

hH

at dong theo chire nang.

nhiém.
+ T4 chtc chi dao xdy dung cdc ké hoach va thuc hién cac hoat dong vé cong
tac gido duc hudng nghiép, day nghé.
2. Dong chi Diing Thi Mai Qué- Phé Hi¢u truéng:
-Phu trach va chi dao thuc hién mot so linh vuc nha truong do Hiéu truong
phan cong cu thé nhu sau:Quan ly hoc sinh.
- Cong tac pho cap GD.
- Quan ly thuc hién vé cong tac chuyén mén:
- Xdy dung ke hoach hoat dong veé cong tac chuyén mon. Quan ly, diéu hanh
cac hoat dong chuyén mén,
- Quén l’}'/, k}ém tra, nhén xét céc loai ho so thudc linh vue chuyén mon.
- Pl}u trafzh tng dung cong nghé thong tin trong nha truong:
- Céc cudc thi qua mang Internet.
- g,ng gung CNTT trong day hoc, (g dung ctia phong hoc thong minh.
- n% ur}g C7NTT t.rf)ng soan, duyg}t giéq an truc tuyé'n.
- ((\):}li?r:j ly Chl dao v1<_=ic su dung thiét bj do dung day hoc:
- 40 vige quan ly va khai thac sir dung thiét b da dng do ding
TBDH Ung thiét bi day hoc, phong
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- Kiém tra, dénh gid két qud st é

o nn; tra, danh gia két qua str dung thict bj, dd ding day hoc h?
= o] ’ ~ ’ g fal ' = rl / |

Pln ao cac cong tac GDTC, l[ao dong v¢ sinh RS e
-TII'L:: trac;h 1!]60 doi CSVC, thiét bi nha truong
- Tham gia 0 KHXT ] d
T n;,ﬁ; Islmh htoz_lt 10 KI !/\l I, phu trach chi dao hogt dong cua (O KIHXIH

~ . dt Hiéu trudng dicu ha ' g, gitip Hié )
nhiing cong viéc, ky duyét C'b e o v, hoa} dong, gitp Hicu truong gl et
High eudng uf qupd - cac van ban giii cap trén thude linh vire phy trach khi dugc

Chii ! ’ql yc;n, hodc khi Hiéu truong di ving | | |
- Chju trédch nhiém c4 nhan vé .

- s '1 ’ ~ 0 \ - L4
ixéich nhitm oirs Hicénhan uve céc linh vuc minh dugc phu tracl
GDEDT vi oz g Hicu truong trong cong tac quan ly nha {ruong trudc phong

T Bl a cdc cap c6 tham quyén
. Phan céng cic b pha |
¢ bo ph e ni A trud
g O phan chire niing trong nha truong

1 dong thoi chiu

1. T6 chuyén mon:
*T8 trud N
XAO thIOllg chuyén mon
-Xay dung va thuc hién ké A x
va quan ly ké hcoach = nll“f-’“ kf? hoach hoat dong chung cud t6, huong dan xdy dung
: na A vie A a e
inh va cdc hoat c‘l’c‘)no(oi’ (111 cua tq vién theo ké hoach day hoc, phan phol chuong
e hién d ot B 40 dyc khéc cia nha truong; kiém tra don dée moi to vien
uc hién ding ke hoach dé de ra, thao lud st v danh gid két qué
20 d > ¢ a, thao luan, nhéan dinh tinh hinh va danh gia két qua
g1ao duc hoc sinh thudc pham vi cua to phu trﬁcﬁ b"l'n bac ¢o bién pha An hat
.. ot g 2 3 ang cao che
lrong toAn dién. 0 trach, ban b 3n phdp nang cao chd
-T8 chtrc bdi dud S oan o o
i vig Ch}lc me dudng chuyén mon va nghiép vu; th
thanh vien cua tc3 theo quy dinh ctia Chuan nghé nghiép gido Viér
quy dinh khéc hién hanh;
-T6 chuc phong trao thi dua trong t5, nhan xét danh gid to vién dé nghi khen
thuong va ky luat doi vor to vién. T4 trudng chuyén mon quan ly so sinh hoat 10.
_C6 trach nhiém phan cong nguoi day thay khi co td vién nghi om 6 gidy nghi
bénh vién hodc di cong tac co cong van didu dong cua cdc ¢ap 6 tham quyén.
_Tham gia cung BGH trong cong tac kiém tra chuyeén mon nghi¢p vu va chuyen
dé cua gido vién, nhan vién; kiém tra cac hoat dong hoc cuia hoc sinh.
* To pho chuyén mon ,
-Tham muu cho to truong trong yiéc xdy dung ké hoach v

ké hoach to.
-Soan thao, g
_Piéu hanh cac hoa
5. Gido vién giang d

am gia danh gia, xep loai cac
1 trung hoc va cac

cua
3 diéu hanh thuc hién

hi chép tong hop cac sb liéu vé céc hoat dong ctia 16 chuyén mon.
’ ; ¥ \ ' , ]
¢ dong chuyen mon khi duge o truong uy quyén. ’
ay: Thue hién theo piéu I¢ truong THCS va mt so VIi¢e
I . X .
1 day hoc

yén mon, ké hoach va chuong trint

sau:
- Day ding theo phén €oiS chu
. an cO cu thé , , o ;
e i Ni/ ché ciluyén mon, quy ché hoat dong nha fruong trén 1nh

- Thuc hién dung qu

vuc ctia minh phu trach.
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ONg  ien nhém VU EIO duc 1oy, dic

~Tham gia cong tac PCGD cua dia Phud, hue
L ey X % R 3 .dc g
-Phdi hop vai cic 16 chire, doan the, -

4 nang €0 trinh d& chuyén Mon, |,
1on d¢ nd iy

hoc sinh
_-Tich cuc tham gia sinh hoat chuycn 1
nghe. :
y -Tham gia cédc cong viée khac khi dL[’(_fc‘li(JflIi(i’/
(c6 danh scch cdc thanh vién cid 10 kem !
3. Co chu t6 chuyén mén:
*To Khoa hoc ty nhitn:
- Té truong: Pham Thi Dan
- T6 phé: Nguyén Thij Thay
* T6 Khoa hoc xi hoi:
- TS truéng: Nguyén Thi Phi Ned
- T6 phé: Nguy&n Thj Thanh Huyen
- Phu tréch cdng téc tin bai. £ i Hii vén
r LAY A /€ ¢
4. Thu ky hoi dong: D/e NSWES & 0 5 i nha truong, 0ng hop ki,

) o i A hieén ban cac cudc hoj . o A .

bdo céo céc phong trao thi dua, SO SR
ng nha truong.

cac hoat dong GD, céc cudc thi tro ha truong khi d
s atne t e o ud
- 40 céo, van ban nha ll 2 A an 1V cén bg
Soan thao cac bao cao, phan mém quan ly can bo: Trapg

* Pbi véi cong tac CNTT: Phu trach i iqpen I Ban |
g Théng tin dién tir, duong truyey,

Websitle, hé thdng quéan 1y CBGVNV-HS trén tran ho en t e iy
hin mém quan ly va day hoc, sO lién lac dién t, quan 1Y phing

han cong

hop truc tuyén; cac p

hoc théng minh. )
5.Téng phu trach dji: D/c Nguyén Tlli Nir o
_Tham muu cho Hiéu truong dé quyét dgnh cac van deé thuc}c [inh vuc chuyén
mén, nghiép vu cong tic Doi va phong trao thieu nhi trong pham vinha t{'El'ontg:
Tham muu cho Hiéu truong va phoi hop v&i t6 chirc Doan Thanh nien Cong san
Hd Chi Minh cua trudng t4 chirc cac hoat dong gido duc hoc sinh, doi vien. -
-Vén dong, phéi hop véi cac luc lugng gido duc trong va ngoai nha truong de

dung t6 chirc Poi trong nha trudng ngay cang viing manh. N
an, gido duc bdi dudng tip thé ©

_Huéng dan cho to chire D6i hoat dong tu quan, g
vién Doi Thiéu nién Tién phong HO Chi Minh ren luyén tro thanh “con ngoan - I1®
gidi - ban tot - chau ngoan Bac HO”. !

hoc sinh trong

_Thiét ké, t6 chirc chuong trinh hoat dong cho ddi vién,
truong theo ké hoach ciia Nganh Gido duc va Dao tao va theo chuong trin!
Doi va phong trao thiéu nhi cua Hoi dong Doi cac cép.

-Xay dung va td chic hé thong Chi ddi trong nha truong viing manh
doi ngti phu trach Chi d6i, Ban Chi huy Déi theo nguyén tic to chirc va ho
Doi Thiéu nién Tién phong H6 Chi Minh.

) cong 14

. boi dudne
at doné
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_phoi hop truc tidp v 6
; 2 O1 ¢4
& nguy€n Vong va quua.. o¢
P i 15 theo o o™ 191 cia per & B
j A Ol cac hogy wl 'cSillliqcuCtr
,tréCh hoat dong vin nghe at dong cin dod; 7 Ong
= . €, thd 4., 39C chj Cn,
&n dé ngoai khog, op. o duc th3 T
huy " l(égh \hO?’ Céc Dhong tC thé thag 1‘00 thi dug o
—L‘E}P = Oa?h Ve kinh hi lao. thi dugq d (& hoe S_rflla hoc sinh toan wruong.
jch hang nam cua nha tryyy, . CO SG VL e V0T hoe o -a¢ hoat dong
pot cac luc lugng trong n ong; de xuq .thqlal ¢ v(L otoh, -
A 1 ; . A i\, . ) | ! -l
4" _phu trach cac hoat 4 trudng [ tro My g C.hn
hy e oAt dong nggai gis 1o bW
g VA ngodi nha truong 804i gig, hogt g
6. Cong tac Khac:

V3 se R §
It ' Ngoai nha trudng dé giai

c

Q A ,
i ligy ?Oat dong Doi theo ke
’ Do; 7 TUong phan cong dicu
N8 &p 114
D/c: e, hogy ga .
: Pham Quang Hung Noyox * Sng heogl khos
& Nguyg,

/
pang
5 Tran Xuan

A e . s ) D K1 -
cdo hodt dong ngoal giv cla nha trusng ot thicu nign, pig; hop TPT doj ¢4
- Phu trdch nhém GV, NV ¢4 } : doi to chirc
’ cong tac tran

A A A g tri kh/l ié A
7. Phiin cOng cong t anh et nha yrygng.

ac chii nhiém niim hoc 2020 - 2021;

<7 [Lép_| GVCN e
~T6A__ | Ned Thi Hoan GVCN -
7 | 6B Vién Thi Nhan Nguyén Thi Thanh Thiy &
3/ 6C | Nguyén Thi Hao | BUi Thi Digu Thiy )
] A Thi Ph 9 18C [ Trinh Thi Thanh Tam o
(74 [Ned ThiPhuongLom  [10 [5A [Newhn Thfhing 4

7B | Hoang Thanh Th guyen Thi P Nea | s
5/’__’,,__* S - uc 11 \ 9B \ Nguyén Thi TW—\ P
u 7C Pham Thi Dan 12 \ 9C | Bui Thi Sau |

-GVCN phf)i hop voi TPT doi, gido vién truc ban quan ly hoc sinh, két hop voi
TPT doi, BGH glao duc chinh trj tu tudng cho hoc sinh. Bao cdo Kip thoi. chinh v
e thong tin PH- HS, tinh hinh 16p hoc, CSVC cua lop ve BGH va cde by phan licn

van.
: IV. Phan cong nhiém vu-trach nhi¢m thanh vién to Van phong ‘
- Xy dung ké hoach cong vidc phil hgp véi timg Vi tri viéc lam va yéu cau cla
ting cip hoc. Thuc hign ké hoach cong viée duoc d}l_yét. Quép l}’/’, béo quan hO 50, $0
sich, thiét bi day hoc, g1ao duc theo quy dinh. Phoi hop vol giao vién va c‘ac':n\)\.én
ién khéc trong qué trinh trién khai nhigém v, pl}t,lc vy cac hogt dong d{.\) hﬂ?}; (“:idni\i?
duc trong nha truong. Chuén bi nuoc udng, khanh tiet cho céac cudc hop, ot net,
thudn bj co s VAt chét phuc vu héi hop-
- Thue hié}l ché do béo céo theo quy filnll- o cone
- Thyc hign céc nhiem VY khac .C,io e Emo'négn}zh;r vién,okiém cong t
1.TH truémg: P/e Ngo Thi Thio - Nhan Vi :

. ; ; A i6c cua to.
Wong: Phy trach chi dao chung cong Vit

¢y ténha
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2 A ohue kiém tra, danh s
cua to, 1o chu : sl ehj,

eo ké hoach cua nha truong,

- X4y dung ké hoach hoat dong chung
luong thyuc hién nhiém vu ctia cac thanh vién th

- Chju trdch nhiém quan ly thu vién: = . . qrong thu vien.

+ Xay dung ké hoach quan ly sach va ¢4¢ : theo dung noi qui thu vigy

+ ch> chure c!lo muon va doc sach cho ‘122.111;{05 k& hoach clia nha trudmg,

+ T4 chiie t6t céc hoat dong cta thu VIeh the ‘- bé'sung thiét bi dam bao

+ Béo cdo dinh ky va d& xudt stra chia, mua S¢ Phy
vu cho cac hoat ddng cua thu vién.

- Phu trich cong téc y té hoc duong: AdY
chdm s6c stic khoé cho hoc sinh, gido Vien; Gl
truong- strc khoe hoc duong;

- Phu trach cong tac v
mat. Qudn ly,cap nhat thong tin GV, HS tr
khi duoc phan cong. 5 : A Sng tac thit ans

2. D/c Mac Thi Thanh Nga: Hanh chinh védn }3h0“§’> kle'j“ Colie a&t u quy

- Chuyén cong van di, tiép nhan cac cong van denj bE}O ea F “f{“ lru'?ng Vi
phan phdi day du nhanh chéng, chinh xac dén ding dia Cuhl ma Hl?“ truong yéu cj,
Béo cdo, sao in tai liéu kip thoi chinh xac, du sO luong, dam bao k¥ thuat va dam bao
an toan, bi mat céng vin, tai liéu; bao v¢ tai san, con dau. ’ ‘ ’

- T6 chirc cong tac luu trit hd so clia nha trudng, cdp phat bang tot nghiép theg

ké hoach, 16 chure cée hog don,

Xéy dung ia o Al
y 4ac hoat dong vé v¢ sinh n
|

am sat ¢

én cong van di khi van thy Vi,

" ’ /
in thu; Bao cdo, chuy S |
an thu; 1 Pmis, va mot s6 phan p;

én phan men n

diing quy ché, huéng dan.

- Tht quy: Thyc hién cham ¢dong CBGVNYV hang thang.

- Thu tién cac khoan thu trong nha truong, cap phat tién dam bao chinh xa,
ding doi tugng, di s6 lugng, theo ding phieu hay danh sach da dugc ch tai khoanky

duyét.
- Phu tréch cdng téc bao hiém y té cia GV va hoc sinh
- Phu trach cdc khoan thu ngoai ngan sach nha truong. Ty minh thue hién va
dam bdo cho gido vién, nhén vién van phong thuc hién tot cac quy dinh vé bao mi.
bao vé tai san, con dau. '
? D/c Ngo Thi Thanh - Nhén vién ké toan kiém cong tac thiét bi, do ding thi
nghiém
-Quan.lAy tai san cua nha truong, ki€m tra thudng xuyén viée sir dung cic tai
san, thiét bi, kiém ké theo dinh ky, thdng ké bao cao ' '
-Thuc hién dung c4 § do a1 the tr . 5
huéng dén CB, GV I%\?aiighevdo’ NEUyen tac trong thu chi tai chinh, mua sim
‘uO i 1A A A ’ 4 \'
dinh T ctia nha trudng thyc hién ché do chinh sach theo qu}
-Nhan, tap hop, | 18 s . % N i
AL, tap hop, kiém tra thanh toan ché dg 1;a o 1 ik yiE,
An vidn nha 0 140
nhén vién nha trugng, 0 tien luong cho can b, g
-Nhan, tap ho LA A thA o VA
M, 1ap hop, kiém tra hé th et chi fthyee aoo s ng V¢
thanh todn. ’ > thong chimg tir chi thuong xuyén hang hne
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~Theo doi, lap { ' I
danh sach viee thue hign che
’ ol Y Chge (l() anyg 0 | ! ’o
BENH, BHYT, BHIIN cua nha truong. | i
~Theo doi thu
nop, che do micn pia
e Oty | m hoe phi cua hoe sinh, Tap hop, kKiem tra
ng & chi theo thoa thugn hang thang, ¢ap nhat phian mém, in so sich ket
(Nuoc uong, g xe ll‘ll) [inlmc ) . ' ‘ ke
“Theo doi
1o trich K J
“Thge hidn o, Il\h nll hao tai san hing nam theo quy dinh
U 190 e \.
Quin 1§, ou 1 g 10 ¢do, thong k¢ licn quan dén cong tac tai chinh
Thae u ho so i chinh theo quy dinh.
¢ hidn
O l\g | d“;w cie ¢hé do, nguyén tae trong thu chi tai chinh,
uu
D u ho so i chinh, tai san theo quy dinh
¥ (lu ( um: tic thiét bi, dé ditng:
uan :
e B y thict bi day hoc vi cic tai s
¢t br day hoc, ban Ll]c VA
i d cde trang thiét bi khae trén cac phong
chire nang trong nha truong,
- T6 ¢ '
v ||l;m| lol vige gilr gin, biao quan,
1V, HS. 5 0
U \Ll' hop bO phin chuyén mon ¢
Qe ;l 10ng minh, phong hoc bo mon.
- Chudn bi dung cu TB- DD cho GV
mon, pho)nﬂ hoc thong minh, Tin hoc, llcnn Anh, phong hoc cua cac 1op.
- Quan ly tai san cua nha truong _kiém tra thuong xuyen vice sur dung cac tai

san. thiét bi, kiém ké theo dinh ky, lhonu ké bao cdo.
bo sung thict bi dam bao phuc

- Bdo cdo dinh ky va dé xudt stra chira, mua sdm
1g nhu phonﬂ hoc thuong o cac lop.

an di khi van thu vi mu

mua sam. ..

an khac trong phong minh phy trach, cic

e hoc, cac phong

12

W sta va lam do dung dgy hoc trot
juan ly, khai thic, su dung cac phong

giang day; Quan ly cic phong hoc bo

vu cho hoat dC)nﬂ cua cac phong bo mon c

- Phu trach cong tac vin thu; Bdo cdo, chuycn cong

mat.
4. Nhom bio vé- V¢ sinh: Tham gia sinh hoat t6 Vin phong.
* Bio vé:

_Té chire tdt vice trong
_ Cham soc, tuoi cdy ol
1g gIll X¢ cuia hoc sinh (H
an nmh truong hoc. ‘
hong hoc nhe vé ban uhc

g Ulll toan bd ¢o so vt chét nha truong.

12 toan (ruong (lhw thoa thuan).
- Tron uong ché do theo thoa thudn) va giao \ ien, theo
d5i dam bao an toan,
- Sm chira mot 50
trong dip (6 chure cdc hoat dong tap thé. 1
_Thoi glan lam viéc: 24/24 h, huong ché do theo hop dong.

- Bao vé, vé sinh cong trinh bé boi I

*Nhom ve sinh:
bam bao vé sinh fruong hoc 0 cac k
o, san truong, san hic¢u bo sl
hoc ginh. Khu vuc ho rac nl
a. don hang ngdy dam ba

o hop dong.

dién..hd trg nha truong trang ri

[S. san O nhan tao

au: Toan bo khu vuc trong Va

hu vuc S
oi. khu vuc rua tay HS, nha

1 nha bé b
ngodi conﬂ truong A Lruong.
¢ sinh g1do vién va o sach s&.

Yéu cau: Qlltt ru

Huong ché do the
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V. Mt s6 quy dinh v& hoat djng (rong (ruoms - -
1. Gido vién true ban: o gng ONg (uan Iam nh‘ll?m Vitryey,
- Bao quit (oan by hogt dong ctia toan Yy (huong trong ngay va phoi hop Ny
- Béo cdo BGH trye (ruong hogt dong bat Gl
trire trudng cling giai quyét ‘
- Quan 1y s6 diu bai: Dau budi ho ,
thu s6 diu bai- léng hop, 1a ngudi cudi cilng’ ra l\;
- Hop giao ban vgi BGH vao 8h35 thir 7 ha‘n.
- Todn b§ gido vién nam khong true ban t
hién cong tac theo myc 6 phan I11. .
2. Phong diéu hanh BGH, phong chue na,ntg,'%Ch quin 1y tai sin ciia phyy.
- Céc d/e duge giao phy trach phong nao co e &l
cde thiét bi di¢n, khoa cira khi ra vé.
- May tinh, mdy in, photo, gidy in
phong in sao vin ban, taj liéu nha truong. )
3. Lich hoat djng cic ngay thi 5 trong thang : !
- Thoi gian hop h¢i dong: Thir 5 - Tuan 1 cua thang
viéc can thiét can triéu tap) : . . A,
- Thoi gian sinh hoat t& chuyén mon:Chiéu thu 5 tue‘Am S ' .
- Thoi gian sinh ho.at céu lac bo s¢ thich: Thi 5 tuan 3 cua thang(Co ké hoagy
cu thé cong doan) - A N
Moi CB, GV, CNV va hoc sinh trong truong c6 trach ”h‘?m nghia vy thy,
hién theo Luat Gido duc va Diéu ¢ truong trung hoc co s0. Chiu trach nhigm
nhan v& nhigm vy duge giao trude nha truong va cap trén thude linh vuc minh duge
phu tréch, dong thoi tham muu véi lanh dao nha trudng t6 chure thue hién cong vig,
duoc phy trach dat hiéu qua theo dung chi tiéu ké hoach dé ra. Quan ly va hoy
thanh cdc hé so thude linh vuc phu trach diy du, ding quy dinh. Chiju trach nhiém
cung cip ddy du thong tin va hd so thugc linh vuc phu tréch khi duoc kiém tra,
Noi dung cong viéc duge giao ¢ trén s& o su thay déi khi o sur bién dong vé
tinh hinh nhén su cua nhz‘l‘tru(‘)'ng (s& c6 thong bao b sung, thay thé), dGng thoi s¢
phén cong lai khi that su can thiét .

ju bai (01 cdc 16p, cudi g,

X a1 50 d A ¢
C Phd Fuong trong tuan truc ban, QL

hoi t
g tuan l l

am hoc nhung tham o
ong N¢ gla thy,

nha truong dung cho BGH, bg phan Viy

(hodc hop dot xudl kg

4 cua thang

Noi nhin:
-PGD& DT(blc):

-BGH(c/d);

-Céc to CM, to VP (t/h);

- CB-GV-NV(t/h);

-Niém yét cong khai;

-Diing tai website:
theshoanque@dongtricu.edu.vn

g

-Luu: VP. =
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