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Cdn ca LuQt T6 chu'c chinh cluyin clia phu'ong ngtty t9 thdng 6 ndm
2015vd Ludt stba d6i, ba sung m6t sci aiiu cua Luat To' chti'c chinh quyin dia

phaongngdy 22 thdng ll ndm 2019,

Cdn c* Ludt Gido clut' ngd1, t4 thang 6 ndm 2019;

cdn ca Quyat dinh s6 IB3/QE-L|BND ngdy 26 thdng 7 ndm t9B4 ctia
UBI{D huyQn Cil chi v€ vi€c thdnh lqp m,rd'ng mcti Tru'dng TH Tdn Thanh E6ng;

Cdn crtr NShi dinh sd 43/2006/A\D-CP ngiry 25 thang 04 ndm 2006 ctia
Chinh phti quy dinh quyin tu chu, tr.1 chiu trtrch nhi€m vi thac hi€n nhiem vqt, t6
chtbc bQ mdy, biOn ch€ tdi chinh dai vcti cto'n vi su nghi€p c6ng ldp;

cdn crt'Q"yat dinh so /51/QD-1BND ngdy 2l thdng 02 ndm 2023 cua uy ban
nhdn huy€n Cu.Chi. vA t,i€c bri nhi€m clui'c ttl,t Hi€u trao'ng tru'd'ng Ti€u hpc Tdn
Thqnh E6ng dtii vo'i htt Ngtq,in Hoang Tht,r Mai;

X6t ndng luc cua c6n bQ vh nhr-r cAu c6ng t6c.

QUYET DINH

Didu 1 Nay ban hdnh kdm theo Quy6t dinh ndy Quy chtS v€ t6 chirc vd hoat
dQng ldm viQc cua truo'ng ti0u hoc TAn Thanh D6ng.

Di6u 2. Quy6t dinh nAy co hiOu luc kd tir ngAy ky.

Didu 3. Trudng c6c b6 ph0n, C6n b6, gi6o vi6n, c6ng nhAn vi6n thu6c
trudng ti6u hoc TAn Thanh Ddng chir-r tr6ch nhi6m thi hdnh qryet dinh ndy.
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UBND HUYEN CU CHI
rnUoNc rrnu Hoc
TAN TH4,NH EONG

ceNG HoA xA ngt cHU xcni,q, vrET NAM
DQc l$p - Tg do - H4nh phric tr

QUY CHE
T6 chfc vi Ho4t il6ng cfra Trulng Ti6u hgc Tfln Th4nh D6ng

(Ban hdnh kdm theo Quy€t dinh s(i 96 L;/QD-THTTD ngtry 0L thdng I I ndm 2023
cilo Hi€u trao'ng Tru'o'ng Tie u hoc Tan Thanh D6ng)

CHUONG I
NHUNG QUY DINH CHUNG

Eidu 1. D(ii tu'g'ng 6p dUng vir ph?m vi rli6u chinh

- Quy. ch.t5 ndy quy dinh vA nhi6m ,ru, quy6n han, tr6ch nhi6m, ccy c6u
tO chirc, te tol ldm vi6c vd m6i quan h6 crha c6c don vi, t6 chirc, cii nhAn
thu6c Trudng Ti6u hoc TAn Thanh D6ng.

c6c bO ph0n, t6 chirc truc thudc trudng; todn thc c6n b6, vi6n chirc
vd hgc sinh.dang c6ng t6c, hoc tap tai trudng dcu thudc d6i tugng dp dung
cria quy chO ndy.

Di6u 2.Yi tri phrip lf cria Trud'ng Ti6u hoc T6n Th4nh D6ng

. Trudng Ti6u hoc TAn Thanh D6ng dugc Thdnh l4p theo quytit dinh
s6 183/QD-UBND ngdy 261711984 cua chu tich UBND nh6n d6n huy6n
Cir Chi.

- TOn trucrng: Trud'ng Ti6u hoc TAn Thanh Ddng
- Diachi: 193 tinh 16 15,6p 10, xd TAn ThanhDdng, huy6n Cri

chi.
- Ndm thdnh ldp: 1984
- Di6n thopi: (028) 38927727
- Website: thtanthanhdong.hcm.edu.vn
- Email: cltantthanhdongcuchi.tphcm@moet.edu.vn

Trudng c6 tu cSch ph6p nhan, c6 con d6u vd tdi kho6n ri6ng; hoat
dOng trong khu6n kho ph6p luat cua nu6c cOng Hoa X5 Hgi chu-NghTa
Vi6t Nam.

Di6u 3. chri'c ning, nhiQm vg cria Trud'ng Ti6u hgc T6n Th4nh Ddng
-iTo chuc gi6ng day, hoc tap vd hopt dQng girio duc dat ch6t luong

theo muc ti6u, chuong trinh gi6o duc ph6 thdng c6p Ti6u hoc do 86 truong
86 GD&DT ban hdnh.

Huy dOng trd em di hoc dring d6 tu6i, v6n d6ng tre em khuyOt t6t,
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tr6 em dA bd hoc d6n trudng, thuc hiOn ph6 cpp gi6o duc vd ch6ng mt cht
J Oi, Ua, 6p 1,2,2A,9, 10, 11, t14 cr-ra Xa ian Thanh D6ng.T6 chirc

ki6m tra vd c$ng nhfln hodn thinh chuo'ng trinh ti0u hoc cira hoc sinh trong

nhd trudng vdr tr6 em trong dia bdn trudng dugc ph6n c6ng phu tr6ch. XAy

dqng, ph6t.tri6n nhh truong theo cac quy dinh cila B0 GD&DT vd nhiQm

u1, p,-fiat tri6n giSo dUc cua dia phuo'ng, trudng dqt ch6t lugng gi6o duc vir

chuAn Qudc gia:

- Thpc hi6n ki6m dinh ch6t luong gi6o dpc.

- QuAn ly cdn bQ, gi6o vi6n. nhAn vi6n vd hoc sinh

- QuAn 11i, su dUng ddt dai, c<y sd v6t ch6t, trang thi6t bi vd tdi chinh

theo quy dinh cua Ph6P lufit.

- Ph6i hcrp voi gia dinh, c6c t6 chilc vi c6 nhan trong cong d6ng thqc
hi€n hoat dQng gi6o dgc todn diQn clat hiQu qua, tii5p tpc x0y dung thuong
hiQu nhd trudng.

- T6 chri'c cho c6n bO quin ly, gi6o vi6n. nhAn vi6n vA hoc sinh tich
cuc tham gra cdc hopt dQng xd h6i trong cQng d6ng.

- Thuc hi6n c6c nhi6m vu va clu,vdn han kh6c theo quy dinh crha ph6p

lupt.

CHU,ONG II
rO cuu'c vA NHAN sV'

Diiiu 4. Co c6u td chri'c ctia Trud'ng Ti6u hgc T6n Th4nh Ddng

1. Co c6u t6 chf'c cria tru'd'ng gOm
-. ^ . ,).Hol dong truong:
- HiQu trudng vh c6c Ph6 hi6u truong;

- Citc HQi d6ng thi dua khen thu'o'ng; tloi d6ng tu v6n;

- t6 Van phdng;

- Cdc T6 chuydn m6n:

- Td chirc Eang CQng san Viet Narn,

- Chc dodn th6 vd t6 chu'c chinh tri - x6 h6i trong trudng'

2. SO lug'ng cdc T6, b$ phfln, hQi el6ng tu'vAn trong nhir trud'ng
do HiQu tru6'ng qry6t dinh tr6n co's6'Quy6t nghi.cira HQi ddng trulng,
si5 tug'ng .a" UO, vi6n chirc nlm trong biOn ch5 ciia trud'ng do HiQu

trulng tI6 nghi c5n cri'quy mO trudng l6'p ilug'c Chri tlch UBND HuyQn
ph6 duyQt.

Didu 5. HOi tl6ng tru'd'ng
HQi d6ng trudng ld t6 chirc chiu trich nhi6m qrytit dinh vC phuong

hu6ng hopt dQng cua nhd trud'ng, huy dQng vd gi6m s6t viQc sri dpng c6c

ngtrdi luc dirnh iho nhd trud'ng, girn nhd trud'ng vcri cQng d6ng vd xd hQi,
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ddm b6o thuc hi6n muc ti€u gi6o dpc.
1. HOi d6ng trudng co citc nhi6m vu sau:

- Quy6t nghi v6 muc ti6u chi6n lucvc c6c du 6n, k6 hoach ph6t tri6n
cira trudng trong tu'ng giai doan vd ttrng nim hoc;

Quy6t nghi vc Quy chti to chu'c vdr hoar dOng cta trudng ho6c c6c
bo sung. sua d6i quy chtl tru'oc khi Hi6u truong trinh cdp co tt",A* quy6n
ph6 duy6t;

:.- Q-uyet nghi chu trucyng chi ti6u, d6r_r tu ccy sd vdt chAt, mua sdm
trangtnGt ui tu"nguon thu su ighiep va citc ngudn thu kh6c theo quy dinh
ciia ph6p lu6t;

- Gi6m s6t viQc thuc hi6n "Quy ch0 thuc hi6n ddn chir trong c6c hoat
dOng cria nhd trudng" do 86 Gi6o duc vh Ddo t4o ban hdnh, quy che dan
chri cria trudng vd c6c quyet nghi cua HOi d6ng trucrng; bito cito v6i co
quan c6p tr6n"

2. Co c6u cria HQi ddng truong gdm c6 Chir tich vit citc thdnh vi6n
cua h6i d6ng. Tong so inann iie, uo"i Eorg trudng la 11 thdnh ,i;;;^gd;'
dai di6n T6 chric Eing cOng sin vi6t N*, HiQu tru6ng; dai di6n .org
dodn, dai di6n dodn thanh ni6n cdng sin H6 chi Minh; TOng phu tr6ch
D6i; dai diQn c6c t6 chuycn m6n; dai di6n t6 vdn phong; oai Jien CMHS,xvd chinh quydn dia phuong.

Cht tich HQi ddng do hQi nghi todn th6 thdnh vi6n cria h6i d6ng
bAu theo nguydn tilc da s6 phit5u, thu ky H6i d6ng do chi tich H6i d6n!
chi dinh.

- HOi dong trudng dugc td chfc vd hoat, dOng theo quy dinh tai Di0u
53 LuAt GiSo duc 2009. DiAr,r 23 cua Di6u 16 trucrng Ti6u hoc Th6ng tu sd
28iTT-BGDDT, ngdy 041912020 quy dinh Ban hdnh Diou 16 truong ti6u
hgc.

- Nhi6m kj' cua H6i d6ng trudng la 05 ndm theo quy6t dinh cira
Trudng Phong GD&DT Huy6n.

Di6u 6. Hi6u tru&ng
HiQu trudng ld nguo'i dai di6n theo ph6p luat cfia nhd trudng; chiu

trdch nhi6m truc ti6p vdr quan ly di6u hdnh c6c hoat dOng ctia nhdl.*org
theo quy dinh cria ph6p lu6t, theo Di6u 16 truong tiou hoc vd quy ch6 ndy.

Hi6u trudng trud'ng do chu tich UBND Huydn bd nhi6m ho6c miSn
nhi6m. Ti0u chuAn, nguy€n tic, quy trinh, thu tuc b6 nhi6m, miSn nhi6m
Hi6u trudng dugc thuc hi6n theo c6c quy dinh ve uo nhi6m c6n b6 l6nh
dao do Huy6n try ban hdnh"

Sau m5i ndm hoc, m5i nhi6m kj, c6ng tdc, Hi6u truong duoc c6n b6
gi6o vi6n trong trucrng vd, circ cAp co thdm quyOn d6nh gi6 v6 c6ng tdc
quin ly cdc hoat d6ng vd chAt luong gi6o duc cia nhd tiuong theo quy
dinh.
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Higu truong c6 c6c nhi6m vtr, quy6n han sau:

- X6y dung quy hoach ph6t. trien nha tru'ong, Kti hoach gi6o duc; lap

k6 ho4ch vdt6 chirc thuc hi6n kd hoach day hoc, gi6o duc; b6o cao, d6nh

gia r.Ai qr6 thpc hidn tru6c HQi d6ng truong vd c6c c6p c6 thAm quyen;

- Thinh lQp cttc t6 chuyen m6n, t6 vdn phong vh c6<; hQi d6ng tu van

trong nhi trudng; bO nhiQm t6 truo'ng, td ph6'

- Ph6n c6ng. quAn ly, d6nh gi6 x6p loai; tham gia qu6 trinh tuy6n

dpng, thuyCn cnuyen, khen thuo'ng, thi hdnh ki luAt doi voi gi6o vi6n, nhAn

vi6n theo quy dinh.
- QuAn l]i hdnh chinh; qr-rarr 11, vd su, dung hi6u qu6 c6c ngu6n tdi

chinh, tdi sin cua nhd truo'ng;

- Quin |y hoc sinh vii t6 chu'c c6c hoat dQng gi6o duc cria nhd trudng;

ti6p nhQn, gi6i thiQu hgc sinh chuy€n trud'ng; quy6t dinh khen thudng, ki
lupt, ph6 duyet k6t qud d6nh gi6., x6p loai, danh s6ch hoc sinh hodn thdnh

chuong trinh l6p hoc; t6 chric ki6m tra, x6c nhal hohn thdnh chuong trinh
ti6u hqc cho hgc sinh trong nhDr trr-rong vd cac d6i tuong kh6c tr€n dia bdn

trudng phq tr6ch.

- Dp c6c 16p bdi dudng.vO chinh tri, chuygn *9n, nghiQp vp quin
li; tham gia gi6ng d1y 2 ti6t/tuAn; duo-c hu6'ng ch6 dQ php cAp vd c6c chinh

sSch uu d6i theo quy dinh phAn hang trudng;

- Thuc hiQn quy ctrti dan chri co so'vd t4o diAu kiQn cho cac.td chuc

chinh tri xd hQi trong nhlL trudng hoat dQng nh6m nAng cao chAt lugng
gi6o duc;

- Thuc hi6n xd hdi hoa gi6o duc, ph6i hop td chuc, huy dQng c6c lgc

lugng xd hgi ctng.tham gia hoat clQng gi6o duc. ph6t huy vai trd cria nhd

trudng vdi c6ng dOng.

Didu 7. Ph6 hiQu truti'ng
Pho hi6u truong la vien cb[rc lSnh dao. giup HiQu tru6'ng thUc hiqn

m6t so llnh vuc c6ng t6c dLroc Hi6u truo'ng phfln c6ng vd chiu tr6ch nhi6m

trudc Hi6u truong iO ,rt itrg linh vgc duqi phAn c6ng

Ph6 Hi6u trudng trudng do chu tich uBND Huy6n b6 nhiQm ho[c
mi6n nhi6m. TiOu chuAn, nguy6n t[c, quy trinh, thu tpc b6 nhiQm, miSn

nhiQm Ph6 HiQu truong duqc thUc hien theo c6c quy dinh vC UO nhi6m c6n

b0 lSnh d4o do Huy6n iry ban hanh.

Sau m6i ndm hoc. m5i ntriom ki 96ng t6c, Pho Hie, truong dugc

c6n bQ gi6o vi6n trong trucrng va cac c6p co thAm quydn d6nh gi6 theo

chuAn Ph6 Hieu truo'ng.

Ph6 hiQu trucrng c6 nhiQm v,,1, qrydn h4n sau tlf,y:
- Xdy dqng kO hopch cdng tac thuQc c6c lTnh vuc duoc HiQu trudng

ph6n c6ng, b6o c6o Hi6u truong qr-ryet dinh:
- Td chric thyc hi0n c6c n6i dung c6ng vi6c trong lTnh vuc dugc phAn
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c6ng phu tr6ch; ph6i ho-p voi cac Pho hi6u truong kh6c d6 giai quytlt c6c
c6ng vi6c c6 1i6n quan; b6o c6o Hi6u truong krlt qu6 thuc hi6n cilc nhi6m
vu dugc giao;

- Th6ng tin d6n c6c dcrn vi, t6 ch[rc thu6c trud'ng cdc vdn dO c6 li6n
quan d6n linh vuc duoc phAn c6ng phu tr6ch;

- Chr,u trdch nhi6m t6 chu'c tridn khai. ki6m fia gi6m s6t vi6c thuc
hi6n c6c kti hopch , cdc quy dinh cua nhd trudng ooi voi c6n b6, gi6o vi6n
trong t6, b6 phQn ducrc giao phu tr6ch.

- Nh6n danh Hi6u truOng quan h6 vdi c6c co quan, t6 chirc, c6
nh0n khi ducyc HiQu trudng iry quy€n;

- Ky citc v[n b6n, gi6y to theo uy quyen cua Hi0u trucrng;
- Thuc hi6n cric cdng viQc kh6c do Hi6u trudng ph6n c6ng.
- Du c6c l6p b6i dudng v€ chinh tri, chuy6n *On, nghiCp vu qu6n li;

tham gia gi6ng day 4 ti6t/tuAn: duo-c huong cne ao phu -6p ie 
"a" 

chinh
s6ch uu ilSi theo ph6n hang trudng:

Ndm hoc 2023 - 2024 v6i quy m0 trudng l6p thuc t6 30 l6p (truong
hang 1, trudng c6 2 dlc Ph6 Hi6u truo'ng).

Ph6 HiQu tru6'ng 1: D/c Trucrng Thi Thanh
- Thuong truc vd cong t6c quan ly citc hoat d6ng phong trdo TDTT.

vc sinh ATTP. lqf kicm tra luu mAu hdng ngdy, ki ouvei thuc don, v6 sinh
m6i trulng, Ki6m dinh chAt luong; XAy dp'ng i.rrong chuAn; Kh6o thf,
nghiCn cri'u khoa hoc; An ninh an todn trudng hoc (pccc; phong ch6ng
b6o lut; ATGT; phu tr6ch c6ng tdc ban trt; Cdn tin; Thu vi6n; phu tr6ch
tiri chinh 2.

- QuAn ly, chi dao chuydn mdn t(: l;2;l; php trdch boi l6i.
- Phu trdch c6ng t6c B6i du6ng thudng xuydn gido vi6n; Boi duong

hoc sinh. hoat d6ng ngoai khoa. c6ng t6c Dodn, Dgi, HQi; Hopt d6ng
GDNGLL; Ph6 cdp gi6o duc; c6ng t6c qu6n ly hgc sinh, vd mQt s6 con!
tilc khdc do hi0u truOng ph6n cdng, vd m6t s6 n6i dung c6ng t6c do y6u
cdu c[ra Hi6u truo'ng.

Ph6 Hi6u trud'ng 2: E.lc Nguy6n Thanh Ki6u
- Thuong truc v6 c6ng t6c v0 co scv vat chAt (Bang. bdn gh6, ddn,

quat, di6n v.v... quan ly thiet bi c6c loai m6y, am thanh p1u. vu c6ng tdc
gi6ng dpy, hQi nghi...).

. - Qu6n l1i chi dao chuy6n in6n t6 +;S; 86 m6n; T6 vdn phong. Vin
tho m!. Phu tr6ch c6ng tdc Y t6. chr th6p do, tirlng Anh bdn ngir, c6ng
t6c chinh tri tu tudng.

- Phu trdch cdng t6c PCGD dia bdn xE Tdn Thanh D6ng; Tuy6n sinh
c6ng nghe th6ng tin; Ki6m dinh ch6t lucrng; XAy dung trucrng chuAn; Kh6o
thi, nghiCn cri'u khoa hoc; Ki6m tra,ndi b6; Phong chdng tham nhring; ph6p
ch6; Th6ng k6, b6o c6o. Phong ch6ng ma t[ry...); r.ien khai theo ddi thuc
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hi6n c6c cuQc vpn dQng vh phong tr:do thi dua: Tham s1a n^c1.a:n* doirn;

Theo dOi tOng ho. p thi dua khen thuong. ky luat vd m6t s6 n6i dung c6ng

t6c do y6u cdu cua HiQu truo'ng.

Eiiju S. HOi tl6ng thi dua khen thu'6'ng, HQi el6ng tu v6n

HQi d6ng thi dua khen thuo'ng do }li6u truo'ng thdnh l6p vdo dAu m5i

nim hoc. Hi6u tiuong ld Chu tich hQi cl6ng thi dr-ra khen thucrng. C6c thdnh

vi€n cria hQi dong g6m: Pho I{iQu truong. Chu tich Cdng dodn, Bi thu

Dodn Thanir ni0n-Clng sdrn U6 Ctri Minh, Tong php tr6ch DQi, c6c gi6o

vi0n chti nhiQm lop. to tru'ong to chLry0n mdn. t6 truong t6 vdn phdng.

HQi d6ng thi dua khen thtrong giirp Hi0u truo'ng t0 chric phong trdo

thi dua, dC nghi danh s6ch khen thtro'ng ddi v6i c6n b6. gi6o vi6n, nhAn

vi6n, hgc sinh nhd trud'ng.

c6c H6i d6ng tu v6n: H6i c{6ng Tuy6n truyen_, pho bi5n giSo.duc

ph6p luQt; H0i d6rg trL van tam lli h9c ducrng; Hgi ddng thAm dinh dO tdi

ngnien ",i, khou hJc, s6ng kiOn liinh nghi6m...duo-c th,anf lAp nhim g,iirp

UiOu truong vC chuy6n m6n, quin ly, NhiQm vu, quy6n han, thdnh ph6n

vd thoi gian hoat dQr-rg do Hi6u truong quydt dinh.

Diiju 9. T6 vin phdng

T6 van phong gdm c6c vi6n chuc ldm cdng ttrc y t6 truo'ng hoc, v[n
thu, k6 todn, c6ng nghe th6ng tin,, thu vi6n, thir qu!, b6o vQ, phUc vu vh

nhAn vi6n kh6c; t6 vdn phdng c6 tO truo'ng.

NhiQm vg, ho4t ilQng ciia t6 vIn phdng:

T6 tru6'ng - T6ng phg tr:lch DOi: D/c TrAn VIn Mit
L. NhiQm vg t6 tru'd'ng: (T'ai Chucrng III Di6u 20).

- X6y dpng k6 hoach hoat ddng chung cua tO theo tuAn, th6ng, ndm

nhim phUc ,rU .ho viQc thuc hiOn chucvng trinh, k6 hoach day hgc vd hopt

dQng gi6o duc cua nhd truong. Thir tr;c ph6p chd tai don vi.

- Phdn c6ng lfch truc Linh dero. bAo ve.

- BOi dudng chuyOn mOn. nghiep vu, ki6rn ,tra, ddnh gi6 ch6tt luong,
hiQu qui c6ng viQc cua c6c thdnh vi0n trong t6 theo k0 ho4ch cria nhd

truong.
- Tham gia ddnh gi6, x6p loai vi6n ch[r'c; gioi thi6u tO truong, theo

di6u 16 trudng ti6r-r hoc Th6ng tu 28/TT/BGDDT;
- Luu trff' h6 so' cua trr'rong.

- Ngodi ra cdn thgc hiQn cdc nhiQm vp kh6c do BGH phdn c6ng.

2. NhiQm vg chuy0n m6n: (Tai Chucrng III Di6u 14).

t<6 torln: D/c Nguy6n Thi Y6n Thi: (Tai Chr-rong III Di6u 16).

xav dunlg dtr to6n, cin c16i i<inh phi, lap h6 so thi chinh (s6 theo

ddi, chfng tir thu, chi). b6o c6o c1uy6t to6n c6c ngu6n thu, chi trong vd

t
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ngoai ngan s6ch theo hudng ddn ctia cdc ce'p c6 thAm quycn ce dam bao
phuc vu cho ciic hoat dOng cua nhd trudng. 86o cdo thu chi cho Hi6u

. -ltruong vdo ddu thring trudc khi quy6t toiin v6i kho bpc vd sd tdi chfnh,
ngodi ra c6 the phii b6o c6o d6i xuAt do ydu cau cira Hiou tru6ng.

- Thqc hi6n ch6 dQ c6ng khai tdi chinh theo ndm hoc" Sau khi kot
thric ndm hoc th6ng b6o t6ng kinh phi duo-c chi, duoc quy6t to6n vd quf
ti6n mdt.

- Xdy dUng quy chti chi ti6u n6i b6 theo nEm hoc cia nhd trudng; Ttr
25 ddn 30 hdng thtng cdp nhAt tdi chinh, tidn mdt, ki6m k6 tdi sin vd b6o
c6o cho HiQu truong; c6 tr6ch nhiem cung cAp cho Ban ki6m tra n6i b6
nhd trudng tinh hinh thu- chi c6c nguon quT do c6ng khai tru6c todn
trudng"

- Tham muu cho Hi6u trudng trong vi6c kitim tra.rd so6t thri tuc dC

ki citc hqp d6ng cung c6p dich vu cho nhd trudng.

- Ki6m tra vd sri dpng kinh phi su nghiCp gi6o duc; dc nghi chi, quytit
to6n ngdn s6ch, hoc phi, ti6n l6'p hoc bu6i thri hai looi voi lop 5), c6ng tric
tdi chinh l6p b6n trir.

- H6 tro vi6c mua sim, quAn ly tdi sin cua dryn vi.

Gifp Hi6u tru&ng thuc hi6n nhi€m vu qudn li titi chinh, tdi s6n trong
nhd trudng. vd hach toiin ki5 to6n, th6ng ko theo chc d6 quy dinh ooi voi
c6ng tdc kA to6n.

B6o vQ g6m 4 Ddng chi: D/c LG Than_h r0m, D/c Thrli Minh phrlng,
D/c LO Nggc Hda, D/c Nguy6n Vin Ti6n.

chiu trdch nhi6m bao vc quan ly nhd trudng, csvc, vsMT vir sria
chrla nho GSVC, quan ly hoc sinh ra vdro trudng, Quan ly pccc trong don
vi, Qu6n ly camera, k6 la dQt nhAp vdo nhd truong c6 bitlu hiOn b6t chfnh.
86o vc h5 tro vi6c dua d6n hoc sinh tri khu B rurg l<hu A hoc m6n nghe
thuflt, 6n, ngfi brin trir...
Y t6: E/c Nguy6n Thi Cim Tri: (Chuong III DiCu 19)

, Thuc hiQn c6ng tac Y to hoc dudng, van ddng dong c6c khoan b6o
hi6m y tti cira hoc sinh.

- XAy dlrng kC hoach y t6 theo s;r chi dao cua cbc c|rp; Thudng truc
Ban chi dpo vQ sinh y t6, chi h6i crE trong nhd trudng; eu6n ly h6 so

,ic6ng titc y t6, chfi'thap d6. tham muu cho nhd trudng xay dung kti hoach
vd triiSn khai thuc hi6n nhi6m vu y t6. chfr th6p do.

a
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- QuAn ly, su' dUng phong y te theo dirng quy dinh, gQn girng, spch

s6, khoa hoc, qu6n li tLI thu6c vir dqng cu y t6 ho. p ly, hi6u qu6 dring quy

dinh cria li6n ngdnh y t6, gi6o duc.

- Thuc hi6n c6ng t6c tuy6n truy6n giao dr;c sirc kh6e, phdng bQnh,

phdng dich theo lich hoat dQng cuzr trud'ng vd theo y6u cAu cira y ttl dia

phuong.

- Thuc hiQn c6c y6u cau v0 v6 sinh hoc dudng, vq sinh m6i trudng

trong nhd trudng, ve sinh an todn th;Lc phAm theo c6c Quy dinh dd dugc

ban hdnh cira BQ y t€. SO GD&DT, 116i quy cua nhir trud'ng. T6 chuc ki6m

tra VQ sinh hqc duong hang ngdy, t6 chu'c tAp huAn dQi tuydn truydn vi6n

cht thpp do"

- Ki€m tra VSATTP vd lur-r mAu thirc an cua lch6i b6n trir.

- T6 chf,c thqc hi6n kh6m sri'c khoe dinh k!, quAn li h6 s0 stc khoe

cira HS

- C6 tr6ch nhiQm ki€m tra v0 sinh nucrc u6ng ctia hqc sinh.

- Ngodi ra cdn thuc hi$n c6c nhiQm vu kh6c do BGH, t6 truong t6

Hdnh chinh phAn c6ng.

Thu viQn - Thi6t bi: D/c VIn Brio CAm Tri: (Chuong III Ei6u 18)

- XAy dpng k6 hoach ho4t ddng cua thu vi6n theo sp chi dao cta cdc

cAp; DAm b6o cung irng. ph6t hanh cho GV- FIS dir vd dring c6c lo4i s6ch

gi6o khoa, gi6o trinh, sach nghi6p vLr. s6ch tharn khao, b6o, tpp chi vd c6c

lopi hinh 6n ph6m. tai lieu kh6c nhim gop phAn n6ng cao chAt luong d4y

vd hgc trong nhd trr-ro'ng.

- Tham mur-r d0 xu6t mua bo sung s6ch, tdi li6u tham khAo, t4p chi

, c6c thi6t bi day hoc c1Anr bao nhr.r cAu phr-rc vu nghiCn ctiu, gi6ng d4y cua

gi6o vi6n vd hoc tAp cua hoc sinh. ChLr dQng thanh lli dAu s6ch cfl kh6ng

cdn gi6 tri st dung. Thuc hiOn ki6m k0 clinh k1), b6o c6o dAy dir, kip thoi

theo quy dinh

- eu6n ly bho quan t6t nO th6ng s6ch, thi0t bf thu viQn theo dring

quy dinh vd quy trinh k! thuAt nghiOp vu. Co dil hO so' ghi c6c dAu s6ch

cta thu vi6n vd sO theo d6i ngLlo'i tnlro-n. tra s6ch theo dring nguyOn t6c

quin thu, n6i quy thr-r vi6n ndrl de thAt tho6t, hu hao, m6t m6t ph6i b6i

thudng.

?
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.X6ydungnQiquythuviQn,thi0tbi.Quydinhv6cnceqsridgng
s6ch, tii liQu, thi€t bi tao di6u kiQn thuan lgi cho gi6o vi6n, hqc sinh clugc

nghiOn criu, hqc tfP.

.Xdydungk6hopchho4tdQngthiOtbichotringn6mhQc;Qu&nl1i

todn bQ thl6t bi phpc vy hopt dqng d4y vd hqc; Phoi hqp voi t6 chuy6n

m6n d6 xuft m,ra-bd sung thi6t bi day hgc dam b6o nhu cAu phgc vp nghi6n

ciru, giing day ctra gi6o vi€n vdr hqc tap ctra hqc sinh. Thyc hien kicm k6

clinh kj,, b6o c6o dAy dtr, kip thoi theo quy dinh'

- c6 dtl hti so theo doi xu6r, nhap thi6t bi theo quy dfnh.

- Thudng xuy6n ki6m tra, sip xilp ng[n n6p, khoa hqc; Phdng ch6ng

chhy n6... phdng thiCt bi cua nhir trubng

- Cht etqng c6 kO hopch n6ng cao ch6t lugng thi6t bi day hqc; Hu6ng

din tu v6n cho gi6o vi6n ldm vi sir dqng DDDH c6 hiQu quiL, thanh ly citc

thi6t bi het gitt tri str dpng. Tham muu tO chirc cuQc thi DDDH tU ldm vd

sir dpng DDDH dugc cAP Ph6t.

- 86o cho thhng, k!, ndm theo y6u cAu cria BGH vd dodn kiiSm tra,

thanh tra S& GDDT bdng vbn bin.

- Ngodi ra cdn thuc hien c6c nhiQm vp kh6c do BGH, t6 truong t6

Hinh chinh phdn cdng.

vin Thu - GNTT: D/c vIn Bf,o Trgng: (chuong III Di6u 15)-- -- 
ii6p nhan c6c vdn'ban d6n Ae cnuy6n cho hipu tru&ng hoflc ph6

hiQu truong trgc 16nh dao (khi hiQu truong kh6ng c6 m{t), giri c6c v6n b6n

do hiQu trudng y6u cAu CtOn c6c tO chric, c6 nhdn; Ph6t hdnh v6n bhn cta

nhd trudng kip thdi theo dfng noi nhfln trong v6n ban. c6c v6n b6n d6n

vi di d€u dugc ghi vdo s6, luu trfi theo quy dinh. Qu6n lf vn srl dpng clfng

nguyOn t6c mQt dAu ctra nhd trudng'

- Ticp nhQn vd qu6n l)? ha so hgc sinh, h6 so qu6n ly 
'6a 

nhd trulng,

tham muu cho hiQu truong vdL gi6o vion chri nhiQm trong viQc gi6i quyct

cho hgc sinh chuyen d6n ,ra .t uyon di theo dring quy dfnh . Leip s6 dang

bQ theo ddi hgc sinh, hO so tuSren sinh dAu c6p, danh s6ch hgc sinh

HTCTTH, hQc sinh chuy6n di, chuy6n dl5n hdng n6m; qudn l)' hO so c6c

16p hgc.

t
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- Ki6m tra th6 thu'c vdn ban: Quan ly con dAu; Dong d6u c5c vdn bin
1A

dung quy cne.

-SapxtSpc6ngvdn,tdrili0u'hdsoho-pl)idetratimnhanhphucvu
nhu cAu khai th6c.

- Thpc hi6n nghierl chinh clLry ch6 bAo n-rAt cira c6ng t6c vdn thu

trong co quan.

- Ki6m nhiQrn c6ng t6:c cong nghQ th6ng tin cira nhd trubng. Qu6n llf

c6c hQ th6ng th6ng tin qudn ly bao gom (Email truong. CSDL ngdrnh, C6ng

th6ng tin di6n tu'. Cong QuAn lV ctln b6, cOng chu'c, vi6n chuc. Epmis, Hd

th6ng qu6n ly s6ng ki6n kinh nghier.n, hd th6ng quan ly cliuong trinh GDPT

2018, hQ thdng ki6m dinh ch6t luo-ng gi6o duc. c6ng dSnh gi6 c6ng dAn

hqc tdp...)

- Lap di6m cAu phuc vu c6ng tac h6i hop truc tuy6n cua CB-GV theo

chi dpo.

- Ngodi ra cdn thLrc hi6n cfc nhi6rr vLJ kh6c do BGH. t6 trucrng t6

Hdnh chinh phAn c6ng.

Ph6 c$p: Nguv6n \/In Phrr6'c

Phu tr5ch cong tdc ph6 cap gi6o duc cua nhd truo'ng.

Phg trSch qufln ly cflp nh4t cdlg qr-ran ly gi6o dpc x6a mu cht gqi

tat 6At). VQn dQng hgc sinh bo hoc ra lo'p.

86o c6o T6 truo'rrg van phong dinh k! 2tuAn/lAn vi c6c sinh hoat

kh6c khi co nhu cAu cOrrg vi6c.

- Ngodi ra cdn thiLc hi6n ciic rrhi0rn vU t<h6c do BGH, t6 truong td
Hdnh chinh phAn c6ng.

Diiiu 10. Cic t6 chuy6n m6n

Trudng c6 6 td chu1'6n m6n: TO 1,2. 3" 4.5 vA t6 B0 m6n;

To truo'ng chuyen tndn c6 nhi6nr vr::

- XAy dUng l<€ hoach hoat ciflug.chur-tg cura t6 theo tuAn, th6ng, ndm

hoc nham thUc hiqn chu'c,-ng trinh. ltO hoach day hoc vh hoat d6ng gi6o

duc.

- Thuc hien b6i clu'6'ng chuyon mdn, nghi6p vu, ki6m tra d6nh. gi6

ch6t lugng, hiQu qua giang,d?y,gi6o duc vd quAn ly su'dUng s6ch, thi6tbi
cria c6c thdnh vi6n trong td theo l<0 hoach cua nhd trudng.

Tham gia d6nh gia. x6p loar gi6o vi0r-r theo chuAn nghe nghi6p gi6o

vi6n ti6u hqc; gioi thietr to tru'ong. t6 pho. T'6 chuy6n m6n sinh ho4t dinh

t
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kj, 2 tuAn/lAn vd c6c sinh hoat kh6c khi c6 nhu cAu c6ng viPc. 86o c6o
cdng viQc cho Ph6 HiQu tru0ng phu tr6ch

CHU,ONG III
cAN Bo, VIEN CHUC

t

Diiiu 11. T6 ch['c Dfrng, doin thd vi t6 chric chfnh tri - x6 hQi trong
trulng

Chi b9 Trudng Ti6u hgc T6n Th4nh DOng truc thuQc Ding tiy xd TAn
Th4nh Edng.

T6 chrlc COng doin trgc thuQc Li6n doAn Lao cIQng huyQn Ct Chi.
T6 chric Doin thanh ni6n trgc thuQc Dodn thanh niOn cQng sin HO

Chf Minh x5 Tdn Thanh EOng.

Td chrlc Etmg, doin th6, t6ng php tr6ch dQi; trong Trudng Titiu hqc
Tdn Thpnh D6ng hopt dQng theo quy dinh tqi cdc DiAu 56, 57 cria Luflt
Gi6o dpc 2005; Di6u 25 c:iua Di6u l9 trudng ti€u hqc ban hdnh kdm theo
Th6ng tu s6 28/2020/TT-BGDDT ngdy A4D12020 cria BO rrudng 86 Gi6o
dpc vi Eio tpo ban hdnh DiAu l0 trudng ti€u hqc; C6c t6 chric chinh trf -
xd hQi trong trudng chfu sg 15nh <tpo trgc ti{5p cira chi bQ trudng, d6ng
thdi chfu sg ldnh d4o vd chi dpo cria c6p tr6n trpc tir5p ctng hQ th6ng.

Didu 12. Thanh tra nhf,n din:
Tru&ng ban: D/c Phan Thanh Binh
Ban TTND Do hQi nghi CCVC bAu ra vd BCH CD nhd trulng c6ng

nhfln, hoat d6ng theo ch6 etQ ki6m nhiQm.

Ban TTND c6 trdchnhiQm gi6m s6t viQc thpc hiQn ctrO OE chinh s6ch,
phSp luft, nghi quyrit HQi nghi CCVC & don vi; NQ 03/HDND; Gi6m s6r
viQc thgc hien QCDC; 3 c6ng khai theo th6ng tu 36|TT/BGDDT; gi6m s6t
x6y dpng, mua sdm trang thi6t bi; su dUng qu! phric lgi, ngdn s6ch nhd
nudc; gi6m s6t vi6c khi6u tO, khitiu npi o don vi.v.v.

Ti6n hdnh ki6m tra khi hQi nghi CCVC, BCHCD qry6t dinh, Hieu
truOng nhd trudng y6u cAu, ho{c khi ph6t hiQn d6u hiQu vi ph?m c6 1i0n
quan <ttin thgc hi6n chinh sdch vi ti6n luong, ti6n thu0ng,..

Ban TTND.16 quvAn ki€n nghi v6i Hieu trudng v6 cdc vi ph4m chinh
sdch ph6p 1u0t ddi v6i c6c c6 nh6n, t6 chirc o nhd trudng. Duqc y6u cAu
chc citnhan, t6 chirc c6 li6n qqan d6n nhigm vp cAn girim Jat mcm tra cung
c6p th0ng tin, tdi li6u cAn thiOt; Dugc lQp bi6n bAnlrong c6c vp gi6m sat
ki6m tra vd dugc cti clai di€n du c6c cuQc hop cria trudng c6 li6n quan d6n
hopt dQng ctia ban TTND.

Dugc dA nghi HiQu tru&ng nhd trulng khen thu&ng c6 nh6n, tpp th6
c6 thdnh tfch trong ho4t ddng TTND.

?
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Didiu 13. DQi ngfr cf n bQ, vi6n chti'c

1. D6i ngfr c6n b0.vien chfrc cum Tn-Lcrng'fH fan Thanh D6ng g6m

c6: gi6o vi6n giang clA), va c6n b0 ir,l'r0i h;\nh chinh v[n phdng; cin b6 qu6n

ly. ViQc cdng nhAn, bo nhiQm va x0p vtio c6o ngach, bflc cU th6 cria tung
chric danh thUc hi0n theo quy dinh cLra Nha nr-to'c.

2. Cdnb0. vi6n ch[lc c6 c6c rrhiQrn vr, quydn h4n sau ddy:

- Chap hdnh nghi0m chinh chi: truoug, chinh s6ch c[ra EAng, ph6p

lu4t cira Nird nu6'c, th.,. hi0n dAy clir c1r-ry clinh cua ngdnh, Di6u lQ truo'ng

ti6u hoc, Quy chd t6 chiLc vir hoqrt clQng cita Tnro'ng TH TAn Thanh D6ng
vd c5c quy dinh khSc do Hiqu trurrng ban hirnh;

- Hodn thdnh nhiCrn vu chu,v6n mdn va c5c nhi6m vp kh6c dugc giao;

- Tham gia g6p y ki€n y.u: ,iE. gili A11tit nhfi'ng^vAn dd quan trong
cira trudng, nhfi'ng vAn de co li6n qLran ddn vi0c thuc hi6n quy ch€ dAn ch[r

d cct s6;

- Tham gra cac ho4t dQng chur'6n t'n6n, nghiQp vu vd quan ly; tham
gia c6ng t6c Dang, doarr the khi dr"to-c tin nhi0rn;

- Dugc huong luong. phu c;ip vA c6c qurvdn loi kh6c theo.quy dinh
cria Nhd nu6c vd cua truo'r-lg;. dLrcrc -rit t4ng cdc danh hi6u vd phAn thuong
kh6c; dugc t4o tli6u l<iOn cdn thiOt cle ning cao trinh dQ chuy6n m6n,

nghiQp vu.
3. Ccr cAu d6i ngir c6n b6, vien chu'c c6c 16, b6 phQn thuQc trudng do

HiQu trudng quy6t ctinh.

Di6u 14. T6ng phg trirch DOi

Chiu trhch nhi6m trr-rdc Hi€u truong vO chAt lugng gi6o dqc ngodi
gio c[ra hoc sinh th6ng clua c6c hoat clong Dodn DOi trong nhd trudng.

T6 chirc, quan ly moi hoat d0ng cLra Doi thieu nien ti6n phong, c6c

phong trdLo vir gi6o duc nqoiri gio lOn lo'p.

C6tr6ch nhiem phrii ho-p vtir tlVtlN t6p, TO chuydn m6n, hu6n luy0n
ddi nghi thfc, c6n b0 lo'p vd t0 chiLc cic hoat cl6ng phong trdo.

o Nhiqm vu cu the:

- Lap k6 hoach cong t6c D.6i thi6Lr ni0n tien phong trong nbm hoc,

tring hgc ky, til'ng thang. tung tr-rAn.

- Chi dao ti6n irAnh c6c dai h0i: Cllii cl6i, Li6n d6i, Li€n hoan CNBH.

- ChLi tri c6c h6i nglii chr-r1,On c10 vA D6i. c6c bu6i chao co dAu tuAn,

dAu th6ng.

- T6 chric, chi dao l6 phdt clQng chLr d0 gi6o dpc trong ndm hoc, chti
tli6m thdrng. X.dy dp'ng n6i clung thi c1Lra. Phoi hop voi Ban Gi6m hi6u x6p
lo4i thi dua hing th6ng vir chi ctero thtLc hiQn cluy che dan chu trong hgc
sinh.

- Thuong xr-r1'en lien hd chirt clrcr roi to chu'c Dodn TNCS UO Cni

t
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Minhtd chirc t6tcdc hopt dQng gi6o dpc ngoii gid l€n l6p cho hgc sinh.
- Ctng vdi gi6o vi0n 6m nhac, th0 dUc chiu tr6ch nhigm vO phong

trio vdn nghQ, TDTT trong hgc sinh. T6 chirc chi dpo dpy c6c bai h6t, bei
dAn vfi quy dinh trong n6m hgc cho hgc sinh todn trulng.

- Chiu trdchnhiQm quin ly, sir dUng nhfrng tdi liQu, dO dung phpc vg
cho hopt elQng Doin ilQi; C6 k6 hoach sri dpng c6 hiQu qu6, m6t ph6i bOi
thulng theo dirhg gi6 tri.

- Li thinh vi6n h6i ddng thi dua, hQi d6ng kf luat cria nhi trudng
(dOi vOi hgc sinh), dugc tham gia cdc cuQc hop ban trung tdm, ban l6nh
d4o nhi trudng.

Di6u 15. Vin thu
Ti0p nhfln, cl6ng kjr, chuy6n giao vin bdn di, ctt5n theo quy clinh cria

trudng.
- Tii5p nhfn cdcbilnthAo eI6 trinh duy$t, cdcbhnd6nh m6y... tl6 trinh

16nh clpo ky (theo ydu cAu cfia HiQu trudng).
- Dang ky vdn bAn, ldm thri tgc chuAn bi gui vin bin vd theo ddi qu6

trinh lu6n chuy6n vdn b6n theo clia chi.
- Vi6t cdc gidy td theo bi6u miu... dO trinh kf chuyEn cho c6n bQ

gi6o vi6n trong trulng.
- Chuy0n giao vdn bAn, tdi lipu.
- Ki6m tra th6 thirc v6n b6n; Quin ly con d6u; cl6ng ddu cdc vdnbtm

dfng quy ch6.
^.! A ^I Sdp x6p cOng vin, tdi liQu, h0 so hgp lli d0 tra tim nhanh phpc vp

nhu cAu khai th6c 
i

- Qu6n lv cap nhat hd so, minh chirng phuc vp cdng t6c Ki6m dinhJ ., a I .

ch6t lugng.
- DSnh mdy, sao in cic vdn bin tdi lieu.
- ThUc hiQn nghidm chinh quy ch6 b6o mf,t cria cdng tdc vdn thu

trong co quan.

Eidu 16. K6 to6n
- Tham muu cho HiQu tru&ng v0 qu6n ly tdit cir circ ngu6n tdi chfnh,

tdi s6n. LQp tdt ctt citc du tru chi ti6u do HiQu tru0ng chi clpo.

- Quin ly hO so, chirng tu theo dring nguyOn tdc tdi chfnh. Gi6i quy€t
nhanh ch6ng, kip thdi,

- Linh hopt, chinh x6c, c6 trhch nhiQm c6c kho6n thu-chi vd cdc ch6
dQ, chfnh srich cho CB-GV-NV.

- Hing thdng, hdng quy quydt to6n t6t ch chc nguiin thu-chi vd b6o
a6o v0i HiQu truOng tinh hinh thu chi.

t
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- C6 tr6ch nhi6m huo'ng clin CBGVNV trong nhd trudng qry6t to6n
kinh phi dring theo qr-r1,' dinh. niranl' ch6ng kip thcri.

- L\p du ki5n k0 hoach thLi. chi ngay tu dAu nim khi c6 kinh phi
duoc giao.

- 86o c6o chc loai qu!'ngoiii ngiin s6ch (hoc phi. c6c ngu6.t ti6n gui
cdn du....) dC HiQu truong cdng l<hai cic loai qLr! hai lAn/nim hoc v6o cu6i
m6i hqc ki.

- Hing nam phdi ki0m quy ti6n n'rait, khi k6t thuc ndm tdi chinh, d6ng
thoi x0y dUng quy ch0 chi ti6u n0i b6 theo Nghi dinh 43 ctra chinh phu.

- Hing thang l-roiin thinl"r tirLr rue chul'err liinh phi chi luong b6n trir,
2 bu}ilngdy vd luong ngan seich cho CI]-CV-NV dirng thoi han.

- Huong d6n GVCN thr-Lc hiin cac che do chinh s6ch cho hoc sinh
kfp thoi, dring qu;r dinh.

- Tham muu vcyi llieu trr-rdng trong vi6c ki€m tra, ra so6t tht tUc di5

ky c6c hop d6ng cung cAp clich v'Lt clto nhir tru'o'trg.

- Thqc hi6n kip tho'i vi6c nop l<irrir phi vdo kho bac, hoic thanh toiin
cho co quan BHXH; don vi 1i6n qr-ran clung tho'i gian quy dinh.

- Ngdy 25 dAn 30 iring thdng cdp nhit tAi chinh, ti6n mpt, tdi sAn vd
b6o c6o cho Hi6u truo'ng: Co tr6ch niriCIn'r.cung c6p cho Ban ki6m tra n6i
b6 nhd trudng tinh hinh thu- chi ciic ngudri qulr cl6 cdng khai trtroc toin
trudng.

- Mqi su n,6t m6t chlrng tir. thet tliodt c.ong qu! do thi6u tr6ch nhi0m,
hodc chi sai ch6 do. sai nguy0ri tirc tai chinh thi phai b6i thudng vd chiu
trhch nhi6m trucrc phap lr.rAt.

- C6 kO hoach hoc tap chu1,0n rnou. nghi6p vu d6 n6ng cao trinh dQ.

- QuAn ly chung cdng tdc ke todn nhh truong.
- Ki6m tra gi6m s6t cilc khoan tliri. chi tdi chinh. citc nghTa vu thu,

ndp, thanh to6n no-. ki6nr tra vi€c quiin iy tai sin theo dirng quy dinh,
kh6ng AC tnAt tho6t c6c loai qLr!. cliirlr biro ch c chung tu thu chi phii hqp
lQ, c0p nhdt kip thdi.

- PhAn tich th6ng tin, s6 li0u k€ todn. tham muu dO xudt cilc gitiphdp
l,

phUc vp yeu cdu qu6n tri vd c1u1'dt ff inh l<inh t€. tdi chinh cua don vi.
- Ki6m tra s6 li6u giiLa cac b0 phan ndi b6. dfr' liQu chi ti6t vd t6ng

hqp.

- Hach toSn c6c nghi6p vu kinh 16. lAp bao c6o quy6t to6n theo tung
qvi,6 th6ng, nim va bdo c6o gitii trinh chi tiOt khi co y6u cAu cua hi6u
trudng ho[c c0 quan cAp tren.

- Tham muu xAy dr.rng li0 holcii Lhri chi. Quy ch6 chi tieu nOi b0; LQp

c6c dqto6n thu chi; Ldm ciic hcrp tlong kinh te. tl"ru6 kho6n...

Hing th6ng thanh to6n lu'ong; BHXI-l: BHYT; BHTN... cho cdn b6,
gi6o vi6n, nhAn vi6n trong nhii tl'uo'ng.

,
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- Phoi hop vi6t bien Iai thu ti6n.
- Thpc hi6n cric nhi6m vr-r kh6c theo phAn c6ng cua Hi6u tru0ng.

Di6u 17. Thfr qui
- Gi6p Hieu trudng qu6n lli tdi chinh c:ioa tht ctt citc ngudn qu! trong

nhd trudng theo dring nguy€n thc tdi chfnh.
- Thu tiAn vdo vd ph6t ti6n ra dfng nguydn t[c (thu chi phii c6 phi6u

thu, chi, c6 chirng tri, chi dugc ph6p chi khi c6 k;f duyQt cfia Higu trudng
vd K6 tohn.

- Thu chi phii cfp nh4t kip thoi; Tham gia thu c6c lopi qu! vd th6ng
k6, b6o c5o tii5n d0 thu hing th6ng cho HiQu tru0ng.

- Ti6n cl6 tai trulng, giri tiAn vio kho bac nhd nu6c c6c loai qu! theo
dy.g quy dfnh; Chi git lai mQt khoin ti6n nh6t clinh phpc vu cho vi.dc chi
h5ng thring.

- TuyQt d6i kh6ng dung tiOn c6ng vdo vi6c ri€ng; ty y cho ngubi
khrlc vay tidn.

- thdtthodt qu!, cdn cr? vdo tinh hinh thqc 16 phii c6 tr6ch nhiQm
b6i thuong.

- Thpc hiQn b6o c6o qu! theo y6u cAu cria HiQu truOng.
Di6u 18. Cin U0 rni6t bi- Thu vi$n

- Quin ly todn b0 thi6t bi phpc vp hopt dQng d4y vd hgc rrong nhd
trudng; ttA xu6t b6 sung, *ru 16* thitit bi da tr6t, Ui irOng hay thi6u v6i
Ban giiim hieu.

C6 dt h6 so theo d6i xu6t, nhap thi6t bi theo quy ctinh.
- Thulng,xuydn ki€m tra, s,ip x6p ngan nap, khoa hoc, qu6t dgn vQ

sinh, phdng ch5ng chriy n6..r..phdng thi6t bf cira trudng.
- PhOi hgp vdi t6 CM xAy dgng kii hopch trang bi cdrng c6 pOnH

phUc vp c6ng tdc dIy hgc cira gi6o vi6n.

. - Chir dQng c6 k€ hopch ndng cao chdt lugng thi6t bi day hgc cira c6c.
kh6i l6p. Hu6ng d6n, tu vdn cho gi6o vi6n ldm, sir dpng DDDH c6 hiQu
qu6 vd thanh ly thi6t bi het gih tri str dr,rng. Tham muu t0 chirc cu6c thi
EDDH tr; ldm vi srh dyng DDDH dugc c6p phdt

Hdng thitng ki6m tra cOng t6c b6o qunn vd st dUng d6 dtng cria
gi6o vi6n d5c biEt le do dirng d4y hgc dung chung (c6 bi6n ban kem iheo;
ldm b6o c6o giri v6 BGH.

- 86o c6o th6ng, ki, ndm theo y6u cAu cria Ban gi6m higu vd clodn
ki6m tra, thanh tra.

- Xdy dgng kt5 hoach hopt dQng thu viQn theo chi dao cria chc cdp;
Ddm b6o cung 0ng, ph6t hdnh cho giiio vi6n, hqc sinh chi vd dring cdc loqi
s6ch gi6o khoa, gi6o trinh, s6ch nghiQp vU, sdch tham kh6o, b6o, tqp chi
vd c6c lopi hinh 5n phAm, tii lieu kh6c nh6m g6p phAn ndng cao ch6t luqng
tlpy vi hgc trong nhd trudng.

{6
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- C6 hO so- quan ly cfc loai slcir giiro lihoa, giag trinh, s6ch nghiQp

vu, s6ch tham kh6o, b6o, tap chf ...theo el[rng ngr-ryen tdc quan thu, nQi quy

thu viQn. N6u de th6t tho6t. huL hao. n'rAt mat phai bdi thud'ng
- p0 xuAt mua b6 slrng nhirng dir-r szich hay.,chu d6ng thanh ly dAu

s6ch cfr, kh6ng cdn gi6 tri su' ciurrg. 'l liuc irien ki6m kd dinh k!, b6o c6o

dAy du, thoi gian theo quy dinh.
- Tham muu, dO xr"r6t va tap iro so cAp phat c6c loai h6 so sO s6ch,

vdnphong phAm cho c6n b0 giao vi0rr" nhAn vi6n trong nhdtruong'
- T6 chilc, gi6i thiQu cho girio vi6n vei hoc sinh tham khao s6ch b6o,

tdi liQu theo cht d6, chtr cliem.
- To chu'c quAn ly. tiL v6n cho hoc sinh. giio vi6n su dr.rng hiQu quA

thu viQn di6n ttr, g6c thu vi6n cuia circ.lo'p.
- T6 chuc ph6t hdnh the. sirlr xOp lich hoat clQng c[ra thu viQn cho

hoc sinh c6c 16'p duoc doc s6ch tai plrong rloc
- Truc tiep phLr trach CLB plrirt tlrarrlr Mring non" CLB ke chuyQn

sdch.
- Qudt don thu vi6n sach s0. siip x6p ngan nip, ggn gdng, khoa hgc

dE tim, a5 th6y, de l6y; phdng ch0rrg chiry n6. Phr-rc vu ban dgc vui tinh
thdn tr6ch nhi6m. nhi6t tinh. thirr tlrii'n.

Diiiu 19. Nh6n vi6n Y t6:
- Thuong truc Ban chi clao vG sinh 1't6. chi hdi CTD trong trudng

hqc.

- QuAn li hO so c6ng tic 1'td. cliiL thip do; tham muu cho l6nh d4o

nhd truong xay dgng ktl hoqrch va tri0rr khai thrrc hi0n nhi6m vU Y t6, CTD.

- Quan ly, su' dung phdng ,v t0 theo dung quy dinh, gQn gdng sach

sE, khoa hoc, qu6n ly t, thLr6c vi\ y dLrlig cr-r ho-p ly, hi0u qud dring quy
dinh cua li6n ngdnh y te. gi6o duc.

- Thuc hiQn cdng tiic tLrl'On tt'rt-\'Otr gi6o cluc sirc kho6, phong b,enh,

phong dich thco lich hoAt dOng cua trtLo'ng r,'d theo y6u cAu c:iu,a y tO dia
phuong.

- Thuc hiqn c6c ydu cAu r'0 sinh iroc ctLLong. vO sinh m6i trudng trong
nhd truong, vg sinh an totin thLrc phiinr theo c6c QLry dinh dd ban hdnh cua
B0 y t6, 86 Gi6o dpc vd l)iio tlu" n0i iir-i1,ciia nhd truo'ng.

- Ki0m tra VSAT thLrc piriim va iui,r nriu th[rc 6n cua HS ban tril.
- T6 chfc thpc hiOn khim s[rc l<iroe clinh ky, quan li h6 so silc kh6e

cira gi6o vi6n vd hoc sinh.

- Cham soc rdng mi0ng 1 lan,/ tuArr. To chuc ki6m tra Ve sinh hgc
.J

duong hdng ngdy, t6 chuc rflp hr"ran cloitu1,611 truvOn vi6n chir th6p d6 xung
kich, d0i chf, thdp do trong hd"

- Cotrdch nhi6m kiern tra r,6 siuh nuci'c udng cua hoc sinh.

t
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Dii:u 20. TO tru0l8
- Cdn cri kiS hoach cria nhd trudng, chri clQng x6y dqng k6 hoach

chung cria t6 theo tuAn , thing, nim hgc nhim thgc hiQn chuong trinh, k6
hopch.day hqc vd c5c hopt dQng gi6o dpc kh6c. Hudng d6n x6y dpng 1i
quin ly ke hopch cd nhdn cira t6 viOn, theo k6 hopch dpy hgc, phdn ph6i
chuong trinh vd cdc quy dinh kh6c cira B0 girio dpc vd ddo tpo.

- Cht clQng t6 chrlc, bOi duOng chuy6n m6n, nghiQp vp, ki6m tra,
d6nh gi6 chdt lugng higu qu6 gihng dqy, gi6o dpc cria gi6o vi6n trong td
theo k6 ho4ch. cria nhd tru&ng.

- pC xudt viQc khen thuOng, ky luQt OOi vOi gi6o vi6n trong t6.
- Girip Hieu tru&ng, Pho hi$u tru&ng chi d4o c6c hopt <10ng gi6o dpc

cria tO chuy€n m6n, crta giito vi6n chri nhiem l6p vA hopt dQng kh6c trong
vd ngodi nhd trudng. 86o c6o th6ng kO theo th6ng vE cdng t6c chuy6n mdn
nQp Ban gidm higu.

- Chiu trdch nhiQm tO chrlc tri6n khai, ki6m tra gi6m s6t viQc thpc
hiQn c6c k6 hoach, citc quy etinh cira nhd trudng cia cdc thdnh vi6n trong
t6.

- Sinh hopt t6 chuy6n mdn2 tuAnllAn.

Di6u 2L. Gi6o vi6n chfr nhiQm tdrp
- Xdy dqng kt5 ho4ch chir nhiQm theo th6ng, hec kj,, ndm hgc, td chric

thgc hiQn hiQu qui kti hopch dgt ru,
- GVCN phii hqc tf,p, n6m vtng ciic vdn bin ph6p lupt quy dinh

fiilchnhiQm, quyen han cria GVCN, chiu trdch nhiQm trudc BGH vO nhiQm
vp dugc phdn c6ng.

- GVCN thgc hi$n nghi€m tric viQc d6nh gi6 hgc sinh theo Th6ng tu
quy clfnh cua BQ GD DT. 

:

- GVCN phii qu6n ly hqc sinh trong su6t thoi gian hgc sinh 0 trudng,
d6m b6o an todn cho hqc sinh l6p minh chir nhiQm.

- Khdng <lugc tp ;f thu c6c khoin ngodi quy clinh cfia cdc c6p; Chiu
trdch nhiQm gi6m sdt viQc thu, chi cria Ban dAi diqn CMHS 16p minh chri
nhiQm cI6m b6o etring quy dinh; ch6ng lpm thu, thu kh6ng c6 sp d6ng thuQn
tir todn the CMHS trong l6p.

- Dugc riy quy6n thu mQt s6 kho6n ti6n theo quy dinh.
PhOi hqp vdi gia dinh, nhA truln E, xd. hQi de qu6n ly, gitro dpc hgc

sinh. T0 chrlc phOi hqp vdi CMHS d6 lam t6t c6ng tric phong ch6ng ma
tuy, tQ nan xd hQi vd ATGT.

- .ThUr hi€n nghidm tric c6c quy dinh v0 khen thudng, ky luflt hqc
sinh, f at cac6c trudng hqp hgc sinh vi ph4m phni b6o c6o BGH d6 c6 biQn
phdp gi6o dpc kfp thoi.

- Thpc hiQn dring quy dinh cfia SO GDDT vC Opy thdm hgc th6m:
tuygt OOi t<trOng clugc tO chric day th6m; kh6ng 6p hgc sinh hgc th€m du6i
bdt cri hinh thric ndo.
;. 1

- Ngodi ra cdn thgc hiQn c6c nhiQm vU kh6c do BGH, t0 truOng t6

?
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Hdnh chinh phAn c6ng.

Didiu 22, Gi6o vi6n giring da1' (kC ca gitio vi0n day cf c mdn tr; chgn vh

c6c mdn nlng khi6u).
- Gi6ng day vd gi6o duc theo Clirng chuong trlnh, k6 hoach day hqc.

Soan bdi, kiiim tra, d6nh gi6 ciLrng qLry dinh. Lerr 1o'p dting gio, khdng tuy

tien b6 gid, bo bu6i hoc. i<L,Org iiOp pnu huynh, trao d6i chuy6n m6n, sft

dUng CIi6n thoqi trong gio ciay. Diim bao chAt h-ro-ng vi hiqu qu6 gi6ng d4y,

quin l1i hgc sinh. Tham gia circ hoat dor-ig cua t6 chuy6n m6n, doin th6

vd c6ng tdc xd hQi khi duo-c phAn cdng.
- Tham gia c6ng t6c PCGD
- Rdn luygn d4o duc. hoc tip Vdn hoa, b6i cluong chuyen m6n nghiop

vU, b6i du6'ngtin hoc dd nans erio chat lLrgng hiQu qua giAng d4y vd gi6o

dUc. Chiu tr6ch nhiQm trr-Loc trliri trrlotrg v0 chat lugng gi6ng d4y, hodn

thdnh chi ti6u dr-roc giao va coirq'u,i0c clo rriilfu phr-r tr6ch.
- Thp'c hiQn nghia Vtt c0ng dAn. c6c quy dinh cua ph6p ludt, cdc

I,quyet dinh cua hi6u truo'r'rg. Nhin nhiSrn vLl clo hi6u truong, ph6 hi6u

trudng, td chuy6n m6n phan c0ng; ciriu st-L ki6m tra cua hi6u trucvng, ph6

hi6u truo"ng vir cua c6c cAp cpian ly giiLo iluc tir t6 chuyOn m6n tr<r l6n.

- Thgc hi6n nghiem tuc cic qLrl,,dinh ve dao dirc nhd gi6o. Kh6ng
htit thu6c trong nhlr truo'ng. Ciir gin danh du, uy tjn cua nhlr truong.
Gucrng m6u truac hoc sinh: thLrc,'ngy0u. t6n trong; dOi xu' c6ng bang v6i
hoc sinh, b6o v6 c6c quydrr lo-i va lcri ich chinh ct6ng cua hoc sinh.

- Dodn k6t girip-d5'cac biin dong nghiep. c6 th6i do dfng mr,rc d6i
v6i php huynh hoc sinh, tao rtuoc ni6nr tin cho hoc sinh vd phu huynh hoc

sinh.
- TuyQt d6i kh6ng thLr thlirn bit c,it lihoitn thu n]ro ngodi quy dinh.

Thuc hi6n nghi6m tfic cac qLry dirrlr ri tlri'th€rn hoc thCIm do c6c cdp qu6n

ly, l6nh dpo dC ra.
- Chir dQng ph6i hop Vo'i i)oi 't'l\'lP Iio Chi Minh, Sao nhi ddng,

v6i gia dinh hoc sinh vd circ to chiLc xi ii6i co lien qllan trong ho4t dQng

gi6o duc, gi6ng day de lroirrr thiinh tot nhi0m vlr, k6 hoach. chi ti6u ndm

hgc.
Nghi day ph6i b6o c6o rin ph6p LIi6u truo'ng vd dugc sg d6ng y

m6i dugc nghi. Thqc hi6n cac nhi6nr vr--r l<hdc theo quy dinh cua ph6p luat-

Tham gia dAy du c6c hoat r16ng clo Cong cloan vd c6c t6 chirc dodn the do

ra.

Diiiu 23. Gi6o vi6n trqc
- D6n truong truc trLroc gio hoc 15 phut va v€ sau gid tan hqc 10

phrit. Trong.qu6 trinh trLrc tltt,0t c16i ktrOng ldm vi6c ti9lq..Phii quan s6t

vd giii quyOt c6c vAn c10.ritr,'t';i trc;ns sLrot brroi truc. Ph6i hqp dam bAo

ATGT, ch6ng un t6c trotrs 1<ltli i'tLc lrlti)'trg.

- Gi6o vi6n truc co trach i:hi0m theo clOi n6 nOp (dic biet ld dAu gio

,
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vd gid tan hgc) b6 sung nhAn x6t ;f thirc c6c l6p vdo trong sO trpc.

- Thpc hiQn mgi sp di6u hdnh cria Ban giSm hi6u truc ban. 86o c5o
xin y ki6n BGH trpc c6c v6n d0 tU ban th6n kh6ng gi6i quyet dugc.

- Khdng tp f roi b6 nhiQm s&, khOng nhd trgc h0 n6u kh6ng c6 1i

kitin cfia BGH.
- Tru6c khi ra v€ ph6i ki€m tra l4i todn b0 khu vgc trp'c nh4t.

Di6u 24. Td bf,o vQ

- 86o vQ ANAT tru&ng hqc (Khu vqc ngodi l6p hoc, ngudi ra vdo
trudng hgc)

- 86o vQ CSVC, tdi sdn cira nhd trubng, gi6o vi6n, hQc sinh, khrich
d6n trudng lAm viQc tpi trubng.

NhAn vi6n b6o v0 c6 m6t li6n tpc trong ca trgc
- C6 sO theo ddi, bin giao CSVb theo buOi hqc vdi GV vd c6n b0

quin li. Ghi ch6p dAy dri nhAt ky ca tryc.
- Ldm viQc vdi thei d0 vdn minh, lich sp, niAm n0 chu d6o khi d6n

kh6ch dt5n trudng.
- Thudng xuydn di l4i, quan s6t, b6o vQ an ninh trpt ty trudng hgc,

b6o vQ tdi sin cira nhd tru&ng, cira gi6o vi6n, hgc sinh, khdch diin ldm viQc
tpi trulng.

- Ctng voi hQi d6ng gi6o vi6n c6 trrich nhiem tham gia gi6o dpc hgc
sinh.

Gifi gin trflt tU trong gio hgc. Ki0m tra viQc thpc hiqn nhiQm vp cria
c6c thdnh vi6n trong t0.
* YGu cffu vd tinh thAn trrlcih nhiQm:

- Trung thgc trong cOng viQc:

- Ghi sO nhQt kli dAy dir, kfp thoi dring quy elinh"

- Chiu trhchnhiQm n6u co xhy ra su c6 OOi vOi phAn c6ng viQc dugc
giao.

- Doin t<Ct nOi b0; Gitr trflt tU trong gid hgc, gid ngfi cria hgc sinh.

- PhOi hop v6i c6c bO phfln d6 gi6i quyt5t c6c c6ng viec dQt xu6t cria
nhdtrudng. phni c6 y thric gitr v9 sinh chung,ti6t kiqm diQn, nudc vdtii
sin cria nhd trudng.

Chuong tV
HQC SINH, PHHS

Didiu 25. Hgc sinh
- Di hgc chuy0n cAn, dring gio, nghi hgc ph6i xin phdp.

*) - Trong ldp phii t4p trung hgc tpp, tg giftc, tich cgc, chfi dQng tham
gia hopt dQrg hqc tflp c6 nhdn 

"a 
hqp tdc nhdm. Gifr gin sdch v&, dd dtng

t

. ct)
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hqc tQp.

- Thuc hi6n dring qr-ry' clinir uO d0ng phuc. V0 sinh c6 nh6n gqn gdng

s4ch sE.

- Kinh trong, 15 phdp voi tnAy gilio, cd giao, nhAn vi€n vd ngucri 16n

tu6i. Ldm sai bi6t*in l5i, nhAn su giirp.to biOt cam o'n.

- ThAn thi6n, dodn l<0t qrtan tAm chia se voi c6:c bpn, girip d0 bpn bd

vd ngudi gid kho kh6n di tiu.

- Giir gin ve sinh vii blo r,0 ttii sirn cira lo'p. cua trudng, noi c6ng
r.,.^

cQng. Tiet kidrn dien. nu'o'e .

- Tham gia xAy dqng tri-rdng hoc xanh, t?th, dep: Di v0 sinh dfng
noi quy dinh, kh6ng virt r6c bira bdi. l<irOng vi6t bpy l6n tudng, l€n bdn

gh6, kh6ng mua qud vflt trLroc c0ng trlrong.
- ThUc hi6n c6c quy dinh r,6 an ninh an todn trudng hoc: Kh6ng hft

thu6c, n6i tuc chu'i thij, kiiong cho'i trd nguy hi0n-r, kh6ng co hdnh vi th6
bao v6i bdn be. khdng su riurr-rg sach br1o. vdn hoa phAm khdng lhnh manh,
c6 y thirc thUc hiqn tr6t tu ATG'l-, phong ch6ng n'ra triy.

- Tham gia dAy dfr circ hoat d6ng lap th0 cira. l6'p v]r cua nhd trudng.

- C6 tr6ch nhiem bao v0 r,;]r ph6t huy truyen th6ng nhd trudng.

Didu 26. Phq huynh hgc sinir
- Guong miu nhic nlro'ci;ir em thLLc hi0n d[rn,e c6c quy dinh cua ph6p

ludt, nhi6m vU hoc sinh tieir hoe vi ndi ciuy nha truo'ng.

- PhU huynh d6n trudng pirai trang phuc lich sr-r, giao ti6p dirng mgc
c6n bQ, gi5o vi6n. nhAn vi0n trorig nhd tlr"ttt'ng.

- Kh6ng gap gi6o vi€n chLr nhiOrn trong gio dpy. Trudng hqp thflt
cAn thitit phAi clucrc BGH truc ciro phep.

- Ph6i hop v6i nhd tlu:orts trong vicc quiitr lii, gi6o dpc hoc sinh.

- Ph6i ho-p v6'i GVCI.I. c*c giiro vi0n b0 rndn cha lo'p d6 chdm s6c,

dQng vi€n hoc,sinh tich crrc. tLr giac.hoc tap. ren lr-ry6n dao dirc, rdn th6i
quen hdnh vi t6t, gi6o dr-rc l<):' nang song cho cdc con cy moi lfc, moi noi.

- Chiu tr6ch nhi6m d5i vtii sai phail. kl-rLrydt diem cua con em minh
theo quy dinh cua ph6p lr-rat vri thu'c hi6n nghi clLrytlt cua Ban d4i diQn cha
mg hgc sinh trong viQc ph0i ircrlr r,'o'i nhii trud'ng dt chdm s6c. qu6n ly, giiro
dpc HS.

- Trudc gio'vdo hoc. Llhe rne hoc:iinir l<h0ng cho xe viro trong sAn

trudng, kh6ng clgng, d6 xe nsa\,truoc c6ng truo'ttg; Dirng xe s6t via hd

cSch c6ng trud'ng 2- 3m cJ0 con trL cfi vtio tru'o't-tg.

- Gid tan hoc: CVHS ci0n c16n con tru6c gio tan hoc l0 phrit, dua xe
vdo trong s6n truong (tat may, cl[t xe) r'ri dr-Lr-rg xe dfrng no"i quy dinh cua
nhd trudng.

- Khdng dung gAn cr-La s0. di lzri ngoai hanh lang s6t khu vuc l6'p hoc.

,



21

- Trudng hqp phU huynh hgc sinh mu6n g+p gi6o vi6n chtr nhi6m tl6
nghi S?p sau khi c6 trOng tan hgc.

- C6 tinh thhn trdch nhiQm d6ng g6p y ki6n v6i nhdr trulng vd gi6o
vi6n chri nhiQm vA Uien ph6p quin ly gi6o dqc hgc sinh, biQn ph6p nAng
cao ch6t lugng gi6o dpc todn diQn trong nhd trulng, cirng nhd trubng xey
dUng mdi trulng gi6o dpc, an todn, ldnh mpnh vi thdn thiqn. T6c phong
nghiOm tirc, dirng quy clinh

Chuong V
TAI SAN VA TAI CHiNH

Di6u 27,Tii sfrn, quin Iy vi sri'dgng tiri sfrn

- Tei sin ctra Trudng Ti6u hqc Tdn Th4nh DOng g6m, d6t dai, nhd
cta, c6ng trinh xdy dgng , cdc trang thi6t bi vd tdi sin kh6c <lugc Nhd nu6c
giao cho trudng quin ly vd sri dr,rng hope do trudng dAu tu mua sim, xay
dUng ho{c clugc bi,Su, tpng dd d6m b6o c6c hopt dQng gi6o dpc vd c6c ho4t
ilQng kh6c.

- Tei sAn cfia trubng thuQc s0 hfru Nhd nudc, dugc quAn ly, sri dUng
theo quy dinh cira ph6p lupt. TAi s6n cira trulng phii duqc sir dpng dring
mpc dich, <Ifng d6i tugng, b6o d6m hiQu qui vd tiet kiQm.

-,Ngoai kinh phf duy tu, b6o du0ng, stIS chira thudng xuy€n do Nhd
nudc c6p hing ndm, trudng c6 k6 ho4ch vd b6 tri kinh phi hqp lli tt ngu6n
thu cria tr*org OC OAu tu b"6 sung, <tOi m6i trang thi6t Ui, r*u rnfa nh6, vi
ttrng budc hi6n dpi h6a ccr scr vflt ch6t ky thudt phUc vp ho4t dQng qut,lr_ly,
d4y vd hgc trong nhd trudng;

- H6ng. ndm, trudng t6' chirc ki0m k6, d6nh gi6lqi gi6 tri tdi sin vd
thuc hiQn ch6 d0 b6o c6o theo quy dinh cira Nhd nudc,

Di6u 28. Ngudn tiri chinh cfra trulng
1. Ngu6n ng6n s6ch NhA nudc cAp, bao g6m,
- Kinh phi hopt dQng thulng xuy6n

Kinh phi hopt dQng khdng thuong xuy6n
- Kinh phf elAu tu xdy dpng co so v6t ch6t, mua sEm trang thi6t bi

phUc vp hopt dQng dpy vA hgc theo k€ hopch h6ng n6m;

2. Ngu6n thu h6 tro hoc b6n trri, 2 bu6ilngdy; h9c tp chgn...
3. C|c ngu6n Tdi trg, viQn trg, trng hQ, qud tfing o6a cdc t0 chric, c6

nhdn.

Ditiu 29. Chc khoin chi
;" 1. Chi thulng xuydn: chi luong vd c6c hoat d6ng chuy6n mOn

's
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2. Chi dAu tu phat tiiin gini: chi dAu tr-r x6y dgng co- so v;t chdt,

mra sim tdi san cO dintr. trang rhi6t bi:

3, C6c kho6n chi klriic tlleo qLr,, ciitlli ct-ilt pir6p luAt.

N6i dung. dinh m[tc. chci; thitc chi c3 th6 thuc hiQn theo quy dlnh

cria Nhd nu6'c, Quy ch6 chi tiOLi noi bo cLra trutl'ng'

Chu'o'ng Vtr

NGUYTN 'llAC vA Ct-{$: +rql LAM VIEC

Ei6u 30. Nguy6n tic lhrn viQc

Trudng Ti6u hoc TAn 'I'hanir Ddng lAm vi0c theo ch6 dd Thil trudng,

bio d6m nguyorr t6cfftp trung cliin chu. ph6t hr-rv tinh chu dQng, s6ng t4o

vd tU chiu tr6ch nhi6m c6 r-rhAn cr-ra c6n bg, vi6n chuc'

Diiiu 31. Ch6 dO phin c0rtg r';i 5rhOi h<rp cdng tric

1. Gifi'a Hi6u tru'd'reg r':i cltc Fh('r iriQtr tru'o'ng:

a. Hieu truong trlrc tiep phu tracir ntdt s0 lTnh v;rc c6ng t6c, d6ng

thoi phfln c6ng c6c Pho hidu trLlcrng pliu triich m1)t sd llnh vpc c6ng t6c cp

th0;
b. Chc Pho hi6u truirng biro c6o vo'i FIieur trucrng chuong trinh, k0

hopch ho4t dQng. Sau khi dutrc ili0u trrLr'rng cl6ng y. cac Pho higu truong

ctrtr Ogng chi dAo tri6n khai thLLc hi6n c*c c6ng vi0c. bao c6o vd chiu tr6ch

nhiQm tru6c HiQu truong vC k6i qLrd cong tac vri quytit dinh cia minh vd

cdc vdn dC thuQc lTnh vr-rc c6r-ig t6c duo.'c phAn cong;

c. CitcPho hi6utruo-ng phCi hop iui trhatt et€ giai quy6t nhfi'ng c6ng

vi6c c6 1i6n quan d6n nhi0u litrli vrLc,

d. Khi Hi0u truo'ng u,i,]g iliit. lliiu trtrong ily quydn cho m6t Pho

hiQutruong giai quy€t cdic conu ,.'i6c tirLric linh i,tlc FIi6u truong phu tr6ch.

2. Gifi'a tlan Gi{m Iii0tr o'ri'i c6t ie , bQ liliiin
a. Hi6u triro'ng giiio itiriilrr vLr elio i6c.t0 trtto'ng. truong dodn th6

thuQc trudng theo chirc nirng. niriom vli. r-lu1'0n han cua don vi vd nhirng

c6ng viQc kh6c l<hi cAn thi0l:
b. Cdn c[r chu'c ndng. nhiirin vLr, rlr,".,in han cua dcln vi v]r cua c6 nh6n

minh c6c t6 trucrng b6o ciio vdi Hi€u trurrng. Ph6 hi6u truo!9 duOc phAn

c6ng phg tr6ch lTnh vu'c c0ng riic cua t0 v0 chttong trinh, kd hoach c6ng

t6cittat6. Sau khi dugc lli6Lr trurri'ng. irhri lii0u trr-ro'ng phu tr6ch d6ng y,

c6c t6, b0 phAn chu dQng tri0n khai thr,rc iii0n cong vi0c, b6o c6o vlr chiu

trttchnhiQm truo'c Hi6u trirong. Pho hi0u.llLlong phu tr6ch v0 kOt qu6 c6ng

titc vit c6c quy6t dinh cia rrrinh i,0 circ vin cle nhiern vu dugc phAn c6ng.

3. 0 crlc t6, bO Ph$rr:
a. To trucrlg truc ti6p phu trdcir rl0t s0 mirt c6ng t6c, d6ng thoi phAn

,
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cdng c6c thinh vi6n php trdch mQt hay mQt sO m{t cdng t6c;

b. Cdc thdnh vi6n trong td b6o c6o vdi t6 trudng k6 hopch ho4t ilQng.
Sau khi dugc td truong d6ng 1i, chir d0ng tri6n khai t0 chric thgc hiQn c6c
c6ng vi6c, b6o,cito vd chiu trdch.nhiQm,trudc t0 trudng vC t<tit qui c6ng
tirc vit cdc quy€t dinh cria minh vA c6c vAn dC dugc ph0n cdng php tr6ch;

c. Vi6n chirc cria t0 chfu sg ph6n c0ng nhigm vu cta t6 truong vi
chfu tr6ch nhiQm trudc td tru0ng, v€ k6t qui thyc hipn nhiQm vU chuy6n
m6n cria minh.

Didu 32. Xiy dqng vir thr;c hiQn chuong trinho kii ho4ch c6ng trf,c.

1. Cdn ci.r chri truong, quan di6m chi dpo vi hudng d6n thyc hiQn
nhiQm vg ndm hgc HiQu trudng chi dao xAy dpng kti ho4ch c6ng t6c hang
n[m, k6 ho4ch trung hpn vd dAi hpn b6o c6o chi bQ vd HQi etdng trudng.
Sau khi <tugc chi bQ vn HQi d6ng truong g6p y kii5n vd dOng y, HiQu trudng
x6y dyng c6c kO hopch cOng t6c cq th6, chi dao td chric thpc hiQn,b6o c6o
vd chfu trdch nhi$m tru6c cdc cdp c6 thAm quydn vO t<6t qui thpc hiQn
nhiQm vu cta trudng vd cdc quytit dinh cria minh.

2. Cdn cri vdo ki5 hopch c6ng titc c:iaa trudng, T0 tru0ng xay dpng k6
hopch c6ng tdc ndm, quf, thring; chir dQng tri6n khai thpc hiQn vi thudng
xuy€n b6o c6o vdi HiQu truOng, Ph6 hiqu tru0ng php trdch t6 v0 ti6n elQ

vd kdt qu6 thpc hiQn.

Didu 33. Ch6 tIQ hqi hgp
- Hap giao ban Hipu truOng vd c6c Ph6 hiQu tru&ng m6i tuAn I ldn,

t6 truong t6 vdn phdng hgp,mQt lAni thring OO Oanfr gi6 tinh hinh thyc hi€n
k6 ho4ch c6ng tdc trong tuAn vd tririn khai c6ng t6c tuAn ti6p theo. Trong
trulng hgp cAn thitlt, HiQu trudng co th0 triQu tpp hqp l6nh dao b6t thudng.

- Hqp HQi ddng m5i thdng mQt 10n vdo tuAn dAu cria th6ng CC t<i6m
di6m cl6nh gi6 k6t qui c6ng thc thing trudc, tri6n khai th6ng nh6t k6 hopch
th6ng t6i.

HQi nghf c6n bQ, vi0n chirc trubng clugc td chirc m5i nAm hgc mgt
l6n vdo d6u ndm hoc mdi.

C6c hQi nghi chuyOn m6n, hQi th6o chuydn dA vd c6c cuQc hqp c6p
trudng thuc hiQn theo kO hopch dugc HiQu tru&ng phd duyQt.

- Cttc cuQc hgp, hQi nghi dQt xudt kh6c do HiQu trudng, Ph6 hiQu
trudng dugc HiEu trudng fry quyAn quy6t dinh tri6u tpp.

- Chc cuQc hQi hqp o c6c t6:
- Cdc t6 chuy6n mOn hqp 2 tudnllin CC Oann gi6 ket qu6 c6ng tdc dd

ldm vd tri6n khai c6ng viQc tirip theo; th6ng nh6t c6c nQi dung chuydn
m6n, l6n l6p chuy6n dd trong t6.

^AT6 truong co trhch nhiQm ph6 bi6n, qu6n trigt kip thli c6c quan
di6m chi d4o cira trudn g; citc k6 ho4ch, lich trinh gi6ng dpy, hgc t{p, quy

H
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ch6 chuy6n mdtr toi giao vi0n trorrg tt'r.

- Cdc td chirc Dang. iloitn tlre. cirirrlr tri - xir h6i:

- Citc cu6c hgp thrid'ns rlryen clrrirc io ch[Lc theo quy dinh duo. c ghi

trong Quy ch6 cira m6i t6 chirc,

- Citc eu6c hdi r-rghi, 1i6i thao va circ cudc hop c6p trudng do t6 chric
d6 thr,rc hi6n theo k6 hoach cluo'c Hi0u tnrtrr-rg phe duyQt. Trucrng hqp dQt

t , ,. ,
xuAt phai co 1, l'i6n ph6 du,r'€t cua IIi6Lr tru'o'ng;

- Cbc cudc hqp noi bO l(irirc do nguo'i d[rng ctAu t6 chu'c do quytit
dinh.

Di6u 34. Ch6 dO th6ng tin, biii, c6o

- Hi6u tri.rong, cic Pho hi;ru trlroiLg drLqc F{iOr-r tr.uong uy quy6n c6

trdch nhi6m phd bi0n va riuirn r"r'iet to'r,in bir chu ch6t trong trudng v6

nhirng vdn de co liOn quar t6i lru'o'r'rg" eic cir0 ciQ chinh s6ch cua Ding,
Nhd nu6c vd cua trud'ng; cfc chLrong triiri.i. k6 iroach c6ng t6c ndm, quy,
thing; ndi dung c6c quan eli0nr, ciru trr-torrg vir quydt dinh cta chi bQ vd
Ban GiSm hi6u c6 li6n qr-ran rl0rr c6c t0. b0 phan vlr c6 nhAn c6n b6, viOn

chitc.
-i- Cdc To trucyng co tracir nhi6m phO bi6n vh qu6n tri6t d6n c6n b6,

vi6n chirc cuatd uO rhn'ng vAn ciO c6 liOn rlueur cl0n t6. bd phAn; c6c ch6 dQ

chinh s6ch cua Dang. Nhii nudc vd cira trllong, czic chr.tong trinh, k6 hoach
c6ng t6c n[m, quy, thang cuar triiong vi cr-ra to; c6c quan di6m, chu truong
vd quyiSt dinh cua chi bo vd Bar: Gi6m hi0r-r co liOn quan dtin don vi vd c6

nh6n c6n bQ, vi0n chirc cirii t6. bo phin r ri to ch[rc minh.

- Hing thhng. t0 trLronu. ,rsuiri tJiLrrq dau t6 chuc phai b6o c6o v6i
HiQu trudng. Pho hieLr trtronu irn!.r trircilr'i\ tinh hinli c6ng thc cta don.vi,
..1 , .t /td chuc trong tirdng vii kd iroacir c0ng tric th;ing ti0p theo; 86o c6o t6ng
hqp sO gicr day clra gi6o vi6n trcrrg to. [Jii,.,r crio phai ldm bang v[n b6n, giti
vC BCFI tru6c ngdy 25. B6o c:io th6ng l<c chit lrLong duo-c thuc hiQn theo

;.hoc kv va cuol rlill]:l.'- 
Trong trudng ho-p cin thi0t. cac'f6 trud'ng phai b6o c6o dQt xu6t

;. . ^ I -).vd nhtng vdn cl€'tlieo ydu cliu cLra Hi0u tlironq, Ph6 hi6u trudng php tr6ch.

- Cinb6. vi6n clifrc cua tri-rrong co i.ii clr nhi0m chAp hdnh ctr6 dO bao
c6o thudng xuven vd dot xLtAt theo quf iiirrh cr.ia iIi0u trr.ro'ng.

Diiju 35. Ch6 rIQ so4n thrio vi tiy vln Lrhn

Nhirng virr-r ban dlLoc noi rai diiLr nnil,chi bao g6m nhirng vdn b6n
thuQc thAm quyin ky ban hiinh e r-ra l{ie Lr rrurdng.

So4n thdo vdn ban:

- Cftc d/c Pho IliiLr trr.r(,ris. iru()li:,. -iic iir. b0 phdn. t6 chuc dodn thri
c6 tr6ch nhi6m xAy dpng cic r,;irr bhii c6 rrOi dr-rng li€n quan ddn nhi6m vu,
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quy6n hqn cria c6 nhdn, td chric trinh Hi$u tru&ng ho4c nguoi dugc Hipu
trudng fiy quy6n k;i;

- Vdn b6n clugc soAn thAo phAi dirng quy trinh, tht tuc, thti thric, thoi
gian vd ch6t lugng theo quy dinh Nehi dinh sO 3AD0201ND-CP cria Chinh
pht vd cria trudng;

- Vdn thu nhd trulng c6 tr6ch nhiQm ki6m tra tinh chinh xdc v€ n6i
dung, th6 thirc \74 ky thupt trinh bity tdt ch cdc vdn bin grii ra ngodi trudng
tru6c khi trinh Hipu tru&ng ky.

- Ky vdn bin:
a. HiQu trudng ld nguli c6 thAm quyAn ky 6t ci v[n b6n cria trudng;
b. Hieu trudng c6 th6 iry quyAn cho crlc Ph6 hi$u truOns ky thay

(KT); Viec ky thay duq. thgc Lignih*o quy dinh cu th6 ctra Hi0"u tiuong.

Eidu 36. Cdng titcviln thu, Iuu trfr
1. V[n bhn, titi li6u d6n:

-.(. 
, Aa. Tdt cA vdn bAn, gi6y td, tai liQu, hgp d6ng, thu tin, di6n tfn, fax...

(ggi chung ld vdn b6n, tdi liQu) crta chc noi giri d6n trudng d6u phii duqc
tpp trung tai b0 phfln V[n thu (thudc Vdn phdng nhd truong) OC tam tnri
tpc tii5p nh$n, ddng kf, trinh hiQu tru&ng vd chuy,in d6n c6c dia chi theo
quy clinh;

b. VEn thu c6 trhch nhi€m vdo s6, b6o c5o v6i HiQu tru0ng xin y
,.A t.Klen gral quyet. Sau khi c6 y ki€n cira Hi$u tru&ng, v[n thu chuytin v6n
b6n iliSn cdc dia chi li6n quan; theo ddi, ddn ddc c6c d<yn vi vd c6 nhdn
thqc hiQn nhigm v9 dugc HiEu truOng giao tpi c6c v[n bAn d6.

2. Ydnbhn, titi 1i9u di:r
^^.Tdt ch vdn bhn, tdi liQu do trulng phrit hdnh (gqi chung ld vdn binIt

di) d6u phii qua bq phfln VEn thu truong di5 thuc hiQn c6c thir tsc hinh
chfnh: ki6m tra, ghi s6, vAo s0, dong d6u, chuyOn ph6t vd luu theo quy
tlinh cua Nhd nudc vd cira trulng.

3. Luu trff v6n b6n:

a. Cdc vdn bin, tdi liQu giri d€n: Cdn cri brit ph6 cria HiQu truong,
V6n phdng c6 tr6ch nhiQm sao, luu trt vd qu6n ly theo quy rlfnh cria Nhd
nudc vd cria trudng;

b. Cdc v6n bin, tdi liQu gui di: f At cA chc vdn bin, tdi liQu cria trulng
gtri di c6 <l6ng d6u, ghi rOriky hiQu v[n bdn dAu ph6i luu trt mQt (01)
bhn t1i vln thu. Bin luu phii ld bhn co cht ky bing muc cta ngudi c6
thAm quy6n k;i vdn bf,n;

c. Cdc vdnbtm, tdi liqu, h0 so kh6c dugc luu trf theo quy dinh cria
Nhi nu6c vd quy dinh cp th6 cria trudng;'
- d. Vin phdng co trdch nhiOm t6 chrlc, quin ly cdng t6c luu trfi theo
quy clfnh cira Nhd nu6c vd cira trubng.
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Oiiiu 37. Quy ch6 niry rlu'g'c.rern x6t, srr:* ddi b6 sung theo nghi quy5t
cfra hdi nghi cirn bQ viOn ctrrti'c hing rtii*t.

C6c b0 phAn, t6 chu'c iruc thu6c ti'Liirng: toan th0 can bo. vi6n chirc
vA hgc sinh dang. cong tirc. iit;i tAp tri tlrLi)r,g d€u thLrQc pham vi diAu

chinh cira quy cirC ndy'.

Cdc cit nhan, to chrLc..l\)i.rr'r tlre truirr nha trucrng thuc hiOn t5t quy

ch6 ndy sE drro'c khen tiruo'ng. vi phar-n s.: bl xt-r ly theo quy dinh.

HiQutruo'ng.co uhi0m vir thrrc hidLi ',,a chi dqo tl'ruc hiQn nhCi'ng quy
dinh trong quy chO ndy phu ho-p thr-Lc t0 ciia nha trulng./.
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