UBND HUYEN TRUC NINH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC TRU'C CUONG DPoc 1ap - Tw do - Hanh phuc
Sb: 05/QCCQ-THTC Truc Cuong, ngay 27 thang 9 nam 2024
QUY CHE CO QUAN

Can cur vao Lugt giao duc 2019;

Can cir Thong twr 28/2020/TT-BGDDT ngay 4/9/2020 ban hanh Diéu 1é
truong T iéu hoc ciia Bo truong Bo Gido duc va Pao tao;

Can ctr vao nhiém vy ndm hoc 2024- 2025cia Trwong tiéu hoc Truc Cuong
Yéu c4u nha gi&o, can bg qudn 1y, nguoi lao déng thuec hién nghiém tic nhiing quy
dinh nhuw sau:

Chwong |
NHUNG QUY PINH CHUNG

I. VE CHE PO HQI HOQP.
1. Hop héi dong sw pham nha truong.

Hoi dong nha trudng hop mdi thang mot 1an vao thoi gian thich hop ngay
dau thang hodc trién khai qua cong tac tuan, qua nhom zalo ctia nha truong.

2. Hop giao ban cong tac tudn.

Thue hién vao 10h30 phit sang thtr sau hang tuan, sau khi hoc sinh nghi
hoc.

3. Hop Ban giam hiéu.
Thuc hién vao sang thir 6 h'fmg tun.
4. Hop Hpi dong doi.

MG&i thang hop mot 1an vao cudi budi hop cic nhom td chuyén mén hodc d/c
tong phu trach doi chu dong sip xép thoi gian hop va moi BGH du hop cung.

5. Hop t6 chuyén mén.

Céc t6 chuyén mon hop mdi thang it nhat 2 1an vao cac budi chiéu thir tu
tuan lé. Bé xay dung ké hoach, trién khai cac hoat dong theo ké hoach va rat kinh
nghiém hoat dong chuyén mon cua tuan, thang, nam. Trién khai sinh hoat chuyén
moén theo hudng nghién ciru bai hoc. Thong nhat chuong trinh, bai méi, bai kho,
thiét ké bai day d6i méi phuong phap. Thao luan va 1én 16p chuyén dé, chuan bi d6
dung va lam d6 dung day hoc. Chuan bi cac hoi thi.
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6. Chi by, Cong Doan, Doan thanh nién.

Sinh hoat theo diéu 1& (khi t6 chtic sinh hoat trong gid hanh chinh can c6 ké
hoach sém phéi hop voi chuyén mén dé bé tri day thay).

7. Hop hgi dong truwong 03 lan/ndm.

8. Ban thi dua 02 larvndm.

I1. HANH VI, NGON NGU UNG XU, TRANG PHUC.

* 100 % Cadn bo quan ly — giao Vién — nhdn vién nha truong thuc hién:

Hanh vi, ngdn nglr tng xtr phdi mau muyc, gan gilii va mang tinh mdé pham,
co tac dung gido duc doi voi hoc sinh.

Trang phuc dén trudng phai nghiém tic, chinh té, gian di, dep.
N6i ning chuan myc trudc hoc sinh.

Phai c6 thai do ton trong lanh dao, dong nghiép trong khi giao tiép, trao doi,
ban bac, dé xuét y kién, hoi hop. Khong mic quan zin, 4o phong ho cd, 40 qua
ngan, vay dam x¢é cao 1én 16p.

I11. Quy dinh thuc hién va chap hanh ngay, gio, cong lao dong.
Quy dinh thyuc hién day 35 phat/tiét.

Tham gia qua Iy 16p minh Hoat dong NGLL bao géom: Thé duc gitra gio,
mUa héat tap thé.

Chép hanh ky luét lao dong, trudng hop nghi dm phai c6 xin phép va c6
gidy 6m an luong bao hiém. Ban giao ho so lién quan trugc 30 pht.

Nghi dot xuat phai thong tin nhanh véi ban giam hiéu dé co6 hudng giai
quyét kip thoi.

IV. PHAN CONG CAC TO CHUC TRONG NHA TRUONG.
1. Hpi dong nha trwong dwoc chia thanh 4 té
T6 chuyén moén: To 1; T6 2+3; TO 4+5 va t6 van phong.

2. Higu truéng bo nhiém va chon civ cdc to truéng, t6 phd, TPT Dji va
thu ky hpi dong nhw sau.

*To6 1: T6 truong: B/c — Vii Thi Stru.
T pho: Pong chi Nguyén Thi Duyén
* T 2+3: T6 truong: B/c — Déng Thi Lua
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T6 ph6: Bong chi D6 Thi Huyén
* T6 4+5: To trudong : B/c — Hoang Thi Hién
T pho: B/c — Nguyén Thi Anh Hong.
* T¢ vin phong: T6 truong: B/c — Tran Thi Nhan.
* Téng phu trach Pdi: B/c — Nguyén Huy Hoang
* Bi thu chi doan trudng: Nguyén Huy Hoang — (do chi dinh)
* Thu ky hoi déng: B/c Vit Van Trong.

Chuong I1
NHIEM VU VA QUYEN HAN CUA NHA TRUONG

1. T chuc giang day, hoc tap va hoat dong gido duc dat chat luong theo
muc tiéu, chuong trinh gido duc tiéu hoc do Bo truong Bo Gido duc va Pao tao
ban hanh.

2. Huy ddng tré em di hoc dung d6 tudi, van dong tré em tan tat, khuyét tat,
tré em da bo hoc dén truong, thuc hién ké hoach phé cap gido duc va chéng mu
chir trong cong dong. Nhan bao trg va quan ly cac hoat dong gido duc cua cac co
s& gido duc khac thuc hién chuong trinh gido duc tiéu hoc theo su phan céng cua
cap c6 tham quyén. To chic kiém tra va cong nhan hoan thanh chuong trinh tiéu
hoc cuia hoc sinh trong nha truong va tré em trong dia ban quan ly cua truong.

3. Quan ly can b, giao vién, nhan vién va hoc sinh.

4. Quan ly, sir dung dat dai, co s& vat chat, trang thiét bi va tai chinh theo
quy dinh cua phép luat.

5. Phdi hop véi gia dinh, cac to chtc va ca nhan trong cong dong thuc hién
hoat @¢ong gido duc.

6. T6 chuc cho can bd quan ly, gido vién, nhan vién va hoc sinh tham gia
cac hoat dong xa hoi trong cong dong.

7. Thuc hién cac nhiém vy va quyén han khac theo quy dinh cua phép luat.

Chuwong III
TRACH NHIEM, QUYEN HAN, MOI QUAN HE CONG TAC
GIUA CAC THANH VIEN VA CAC TO CHUC TRONG NHA TRUONG



I. Chi by Dang.

1. T6 chuc Pang Cong san Viét Nam trong truong tiéu hoc lanh dao nha
trudng va hoat dong trong khudn khé Hién phap, phép luat va Biéu 1é cua Dang.

2. Cong doan, Poan Thanh nién Cong san H6 Chi Minh, Doi Thiéu nién
Tién phong HO Chi Minh, Sao Nhi ddng H6 Chi Minh va cac té chizc xa hoi khac
hoat dong trong truong tiéu hoc theo quy dinh cua phéap luat va Diéu 18 cua ting to
chtrc nham gitp nha treong thuc hién muc tiéu, nguyén ly giao duc.

I1. Té chuyé&n mén.

1. T6 chuyén mén bao gém giéo vién, vién chirc 1am cong tac thu vién, thiét
bi gido duc. Mdi to ¢6 it nhat 3 thanh vién. T6 chuyén mon c6 t6 truong, to phd. To
co tir 07 ngudi tro 18n thi mai c6 01 to pho.

2. Nhiém vy cua to chuyén mon.

a) Xay dung ké hoach hoat dong chung cua to theo tuan, thang, nim hoc
nham thyc hién chuong trinh, ké hoach day hoc va cac hoat dong gido duc khac;

b) Thuc hién bdi dudng chuyén mén, nghiép vu, Kiém tra, ddnh gia chat
lugng, hiéu qua giang day, giao duc va quan ly st dung sach, thiét bi cua cac thanh
vién trong t6 theo ké hoach cua nha truong;

c) Tham gia danh gia, xép loai gido vién theo quy dinh Chuan nghé nghiép
gido Vvién tiéu hoc va gigi thiéu to truéng, to pho.

3. T6 chuy@&n mén sinh hoat dinh ky hai tuan mét lan.

I1. T6 viin phong.

1. Mbi truong tiéu hoc c6 mot t6 vin phong gdom céc vién chic lam cong tac
y té truong hoc, van thu, ké toan, thu quy va nhan vién khac. T vin phong c6 to
trudng, to pho. To6 ¢d tir 07 ngudi tro 1én thi mai c6 01 to ph.

2. Nhiém vy cia to vin phong:

a) Xay dung ké hoach hoat dong chung cua té theo tuan, thang, nim nham
phuc vu cho viéc thuc hién chuong trinh, ké hoach day hoc va céc hoat dong gido
duc khac cua nha truong;

b) Boi dudng chuy@n mén, nghiép vu, kiém tra, danh gia chat luong, hiéu
qua cdng viéc caa cac thanh vién trong to theo ké hoach cua nha truong;

¢) Tham gia danh gia, xép loai vién chic; giéi thiéu to truang, t6 pho;

d) Luu trit hd so ciia truong.
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3. T6 van phong sinh hoat dinh ky hai tudn mot lan.

V. Cong doan.

Thuc hién chuirc nang theo Diéu 1& Cong doan.

Pam bao tot lich hop BCH va sinh hoat Cong doan truong trong timg thang.

T6 chirc hiéu qua cac dot thi dua. C6 phat dong, c6 so két, tong két (danh gia
bang biéu diém cu thé theo ting dot thi dua).

DPam bao ché d6 chinh sach, chim lo doi sdng gido vién. Tham hoi, gitp d&
gi&o vién c6 hoan canh kho khan.

T6 chirc giao luu hop mit chuc tét, tham quan hoc tdp nang cao doi sdng

tinh than va vét chat.

Phdi hop chit ché cung véi chuyén mon xay dung nha trudng va thuc hién
t6t cudc van dong "Dan chi - Ky cuong — Tinh thuong — Trach nhiém".

Tham gia céc gidi phap xay dung ti€u chi "Truong hoc than thién - Hoc sinh
tich cuc".

Cung nha truong thuc hién nghi quyét Hoi nghi can bd cong chirc dé ra.

Tham gia dy du cac hoat dong ctia Cong doan cap trén, chit dong dé xuat
nhitng hoat dong ctia Cong doan dé hoan thanh tét chtc ning chim lo doi song,
bao vé loi ich chinh dang ciia ngudi lao dong, gdp phan bdi dudng ning luc doi
ngii dép ung duoc yéu cau cua cong tac gido duc trong thoi ki méi.

V. Doan thanh nién.

Hoat dong theo qui dinh cua diéu 1& doan va su chi dao cua Huyén doan,
Poan xa.

Xung kich di dau trong cac hoat dong cua nha truong nhat 13 tham gia to
chire hoat dong ngoai khoa cho hoc sinh.

VI. boi TNTPHCM.

Thuc hién tét cha dé nam hoc.

Hoat dong theo diéu 18 Poi — Hoi dong ddi va nha truong qui dinh.

Thure hién t6t nén nép nghi thirc hoa va nén nép hoc dudng trong nha trudng.

T6 chuc tot cac dot thi dua va phong trao van nghé trong hoc sinh, tich cuc
chu dong tham gia thuc hién cong tac gido duc ngoai khod gép phan nang chét
luong gido duc toan dién.
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VIL Hoi ddng Thi dua - Khen thuéng.

Do Hi¢u truéng thanh 1ap va lam chu tich va cac thanh vién cua Hoi déng
gém: Bi thu chi bd, pho hi¢u trudng, chu tich cong doan, bi thu doan TN, téng phu
trach, t6 truong chuyén mon.

* Hoi dong Thi dua - Khen thuéng gitip Hiéu trueng:

X4y dung ké hoach cu thé ting thang va danh gia tinh hinh thuc hién ké
hoach cta nha truong theo nhiém vu ndm hoc.

Panh gia két qua thi dua, khen thuong cac tap thé, ca nhan gido vién, hoc
sinh theo tirng thang, hoc ky, nam hoc.

Tong két danh gid kinh nghiém sdng kién ctia can bd gido vién. Dé xuét cac
bién phap dé nang cao chét luong day cua gido vién va chét lugng hoc cua hoc
sinh, cong tdc quan 1y nha truong.

Hoi dong Thi dua - Khen thudng hop mdi nam hop 3 1an (trude ky hop cua
Hoi dong nha trudong) va cudi mdi hoc ky.

VIIL. Hoi dong truong.

Hoi dong truong 1a to chic chiu trach nhiém quyét dinh vé phwong hudng
hoat dong cua nha trudng, huy dong va giam sét viéc str dung cac nguon lyc danh
cho nha truong, gan nha truong véi cong dong va xa hoi, bao dam thyuc hién muc
tiéu giao duc.

IX. Ban dai dién cha me hgc sinh.

Phéi hop véi nha trudng trong cac chu truong, hoat dong xa hoi hoa gido
duc mot cach thuong xuyén thong qua ban thuong truc.

C6 trach nhiém tham gia voi nha truong va gido vién cha nhiém 16p vé cac
nodi dung gido duc, ung ho xay dung co s¢ vat chat truong 16p, dong vién bﬁng vat
chat - tinh than cho gido vién day tét, hoc sinh hoc tét.

Du céac cudc hop theo Piéu 1¢ Ban dai dién cha me hoc sinh.

X. Hi€u truéng.

Hiéu truong 1a nguoi chiu trach nhiém t6 chic, quan Iy cac hoat dong va
chat luong gi4o duc cua nha truong. Hiéu truéng do Cha tich Uy ban nhan dan cap
huyén bo nhiém.

2. Nhiém vy va quyén han ctaa Hiéu truong:
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a) Xay dung quy hoach phat trién nha truong; 1ap ké hoach va té chic thuc
hién ké hoach day hoc, giao duc timg nam hoc; bao cdo, danh gia két qua thuc hién
trudc Hoi dong trudng va cac cap cd tham quyén:

b) Thanh lap cac to chuyén mon, té van phong va cac hoi dong tu van trong
nha truong; bd nhiém to truong, to pho. BE xuat cac thanh vién cua Hoi dong
truong trinh cap c6 thim quyén quyét dinh;

c) Phan céng, quan 1y, danh gia, xép loai; tham gia qua trinh tuyén dung,
thuyén chuyén; khen thuong, thi hanh ky luat dbi véi gido vién, nhan vién theo quy
dinh;

d) Quan ly hanh chinh; quan ly va st dung c6 hiéu qua cac nguon tai chinh,
tai san cta nha truong;

d) Quan ly hoc sinh va té chtc cac hoat dong gido duc cia nha trudng; tiép
nhan, giéi thiéu hoc sinh chuyén truong; quyét dinh khen thuong, ky luat, phé duyét
két qua danh gia, xép loai, danh sach hoc sinh Ién 16p, & lai 16p; t6 chuc kiém tra, xac
nhan viéc hoan thanh chuong trinh tiéu hoc cho hoc sinh trong nha truong va cac
d6i twong khac trén dia ban truong phu trach;

e) Dy cac 16p bdi dudng vé chinh tri, chuyén mén, nghiép vu quan ly; tham
gia giang day theo quy dinh; dugc huang ché do phu cap va cac chinh sach wu dai
theo quy dinh;

g) Thuc hién quy ché dan chu co so va tao diéu kién cho cac to chic chinh
tri - x4 hoi trong nha trudng hoat dong nham nang cao chat luong gido duc;

h) Thuc hién x& hoi hoa gido duc, phét huy vai trd cta nha truong ddi Voi
cong dong.

XI. Pho Hiéu truwéng.

1. Pho Hiéu truong 1a nguoi giup viéc cho Hiéu trudng va chiu trdch nhiém
trugc Hiéu truong, do Cha tich Uy ban nhan dan cap huyén bd nhiem.

2. Nhiém vy va quyén han cia Phé Hiéu trudng :
a) Chiu trach nhiém diéu hanh céng viéc do Hiéu truong phan cong;
b) Diéu hanh hoat dong ctia nha truong khi dugc Hiéu trudng uy quyeén;

¢) Dy cac 16p boi dudng vé chinh tri, chuyén mén, nghiép vu quan ly; tham
gia giang day theo quy dinh; dugc huang ché do phu cap va cac chinh sach uu dai
theo quy dinh.

XI1. Tong phu trach Pi Thiéu nién Tién phong Hé Chi Minh.
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Tong phu trach Doi c6 nhiém vu té chac, quan Iy cac hoat déng cua Dol
Thiéu nién va Sao Nhi déng & nha trudng va to chie, quan ly hoat dong giéo duc
ngoai gio 1én 1op.

XIIl. Giao vién.

Giao vién la nguoi lam nhiém vu giang day, giao duc hoc sinh trong truong
tiéu hoc va co sé giao duc khac thuc hién chuong trinh gido duc tiéu hoc.

Nhiém vu cua gido vién:

1. Giang day, gido duc dam bao chit luong theo chuong trinh gido duc, ké
hoach day hoc; soan bai, 1&n 1p, kiém tra, danh gia, xép loai hoc sinh; quan 1y hoc
sinh trong cac hoat dong gido duc do nha trudng to chuc; tham gia cac hoat dong
cia to chuy@n mén; chiu trach nhiém vé chat luong, hiéu qua giang day va gido
duc.

2. Trau doi dao duc, néu cao tinh than trach nhiém, giit gin pham chét, danh
du, uy tin cua nha gi4o; guong mau truéc hoc sinh, thuong yéu, doi xir cong bang
va ton trong nhan cach caa hoc sinh; bao vé cac quyén va loi ich chinh dang cua
hoc sinh; doan két, giup d& dong nghiép.

3. Tham gia cong tac phé cap giéo duc tiéu hoc & dja phuong.

4. Rén luyén suc khoe, hoc tap vian hoa, boi dudng chuyén mon, nghiép vu
dé nang cao chat luong, hiéu qua giang day va giéo duc.

5. Thyc hién nghia vu cong dan, cac quy dinh cua phép luat va cta nganh,
cac quyét dinh cua Hiéu truong; nhan nhiém vy do Hiéu truang phan céng, chiu su
kiém tra ctia Hiéu trudng va cac cap quan 1y gido duc.

6. Phéi hop véi Doi Thiéu nién Tién phong H6 Chi Minh, Sao Nhi déng H6
Chi Minh, véi gia dinh hoc sinh va cac té chizc xa hoi cd lién quan trong hoat dong
giang day va giéo duc.

XIV. Quyén han va nhiém vu cia té truéng té chuyén mon.
La ngudi duoc hiéu truéng bd nhiém c6 trach nhiém va quyén loi sau:

Xay dung ké hoach hoat dong cua t6 — truc tiép chi dao chuy@n mén to khi
ké hoach da duonc phé duyét;

T6 chuc chi dao sinh hoat chuyén mén 02 lan/thang theo quy dinh;
Hoan thanh céc noi dung danh gia cac thanh vién cua t6 thong qua so to doi;

Co6 trach nhiém kiém tra gido an, dy gio cac thanh vién trong té it nhat 2
lan/hoc ky;
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Puoc tinh hé sé chie vy 1a: 0,20 vai to truong; 0,15 véi td pho.
XV. Trach nhiém caa can bg thw vién.

Thuc hién trach nhiém do hiéu truéng phan cdng truc tiép quan ly SGK- db
ding day hoc va céc cong viéc khac (phu hop voi diéu kién thuc té cua nha trueong)

Cung cap d6 ding hang ngay cho giéo vién.

Thuc hién béo cdo vé cdng tac st dung d6 ding hang thang trudc hiéu
trudng.

XVI. Thu ky hoi dong.

Chiu trach nhiém truéc hiéu truong vé cong viéc duoc giao (ghi chép nghi
quyét trong cudc hop, théng ké cac biéu mau).

Huong ché do theo quy dinh (02 tiét/tuan).

XVII. Trach nhiém caa nhan vién bao vé nha treong.

Thuc hién trach nhiém bao vé moi tai san trong nha truong.

Co trach nhiém theo doi khach ra vao truong dam bao ki cuong nha trrong.
Cung nha truong thuc hién ban giao, kiém ke tai san vao cubi nim hoc

Béo c4o tinh hinh tai san truong hang thang trudc cudc hop hoi dong.

Chwong IV
MOI QUAN HE GIUA NHA TRUONG
VOl CAC TO CHUC POAN THE NGOAI NHA TRUONG

Nha trwong véi cac lwe lwong giao duc ngoai nha truwong.

Luc lwong GD ngoai nha trudng gém co: Gia dinh, BPDCM hoc sinh, cac
co quan Pang, Chinh quyén, t6 chirc doan thé ¢ dia phuong:

Nha truong va céc to chirc doan thé ngoai nha truong cé méi quan hé chat
ché trong cong tac phdi hop, gitp dd xay dung méi truong nha truong toan dién.

Nha truong cé trach nhiém chu dong tham muu cho cap uy va chinh quyén
dia phuong, phdi hop tot véi gia dinh, voi cac té chie doan thé, cac co quan lién
quan nhu cong an, y té, b4o hiém, ban chanm soc tré em huyén, hoi dong doi, van
hod thé thao...dé thuc hién tot muc tiéu gido duc.
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Nha truong va Ban dai dién cha me hoc sinh ¢o moi guan hé chat ché trong
cong tac phdi hop véi gia dinh hoc sinh va ting cudng xay dung co s& Vat chat
truong hoc.

Cudi mdi ki nha truong hop Ban dai dién cha me hoc sinh trudng, Ban dai
dién cha me hoc sinh lop.

Nha trueong té chac hop phu huynh 2- 3 1an/nam.

ChuwongV
PIEU KHOAN THI HANH

Quy ché dugc hiéu truong thdng qua tai hoi nghi vién chirc dau nam, duoc
bo sung gop y ctia moi thanh vién trong nha truong.

~ Moi thanh vién, to chiic nha truong phai thyc hién ding quy ché da thong
nhat. Néu vi pham déu bi xt ly, ky luat tuy theo mace do.

Quy ché nay duogc ap dung trong nam hoc 2024 — 2025 va cé hiéu lyc sau 15
ngay ké tur ngay thdng qua.

Noi nhén: ﬂ, HIEU TRUONG
- Phong GD&DT Truc Ninh; } o TR .
, A /‘v’ "‘1 o
- Coéng doan cap trén; cao TR UONG % 724 N7
- Céc t6 khéi chuyén mén; (dé e hign) /’ T'EU HOC | ".‘ .
- Luu VP \ 1\7?70 CUChu /.. “
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