UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN BINH THANH Poc lap — Tw do — Hanh phiic
TRUONG THCS LE VAN TAM

Binh Thanh, ngay 10 thang 8 nam 2016

QUY DINH
CHU'C NANG, NHIEM VU CUA CAN BQ LOP VA SAO PO
NAM HOQC 2016 — 2017
|. CAN BO LOP:
1. Lop truong:
a) Chirc nang:
La can bd 16p, 1a nguoi dai dién cho 16p, theo doi, phan cong cac thanh vién trong 16p
thue hién ké hoach cua nha trudng, 16p.
b) Nhiém vu:
- Ondinh 16p, d1em danh lop, thay mat Giéo vién chu nhi¢ém quan ly 16p.
- Hudng dan, to chiic 16p trong viéc xep hang ra vao 16p.
- Theo ddi, kiém tra va bao cdo tit ca cic hoat dong cua lop cho Gi&o vién
chu nhiém, Tong Phu Trach, Giam thi, Ban giam hiéu khi c¢6 yéu cau.
2. Lop pho hoc tap:
a) Churc nang:
La can b0 16p, phu trach hoat dong hoc tap cua 16p.
b) Nhiém vu:
~ Theo ddi, kiém tra tinh hinh hoc tap cua 16p, diém danh khi 16p truong vang.
~ Quan ly S6 dau bai, xin chit ki, nhan xét ciia Gido Vvién timng tiét hoc.
- Tong hop diém thi dua hoc tap cua 16p ting ngay hoc.
~ Hudng dan ghi s6 bao bai hang ngay cho 16p.
3. Lop pho ki luat:
a) Chirc nang:
La can bo 16p, phu trach viéc thuc hién ndi quy, ki luat cua 16p.
b) Nhiém vu:
— Theo ddi, kiém tra viéc thuc hién noi quy, ki luat ctaa 16p véi Gido vién Chu nhi€m,
Giam thi hang tudn.
- On dinh trat ty cta 16p trong tat ca cac hoat dong: xép hang, sinh hoat dudi co, cac
budi 18, céc tiét hoc, di chuyén,...
4. Lép phé lao dong, vin — thé - mi:
a) Chirc nang:
La can bd 16p, phu trach viéc thuc hién lao dong, gitt gin v€ sinh 16p hoc, san truong;
phu trach phong trio vin ngh¢, thé duc thé thao, cac phong trao thi dua cua 16p.
b) Nhiém vu:
— Theo ddi, kiém tra tinh hinh lao déng, vé sinh cta 16p.
- Kiém tra, nhic nho 16p viéc gilt gin vé sinh trén 16p, dudi san va khu vuc dugc
phan cong.
~ Theo ddi, kiém tra va béo cdo tinh hinh tham gia phong trao vin nghé, thé thao va
cac phong trao thi dua cua 16p.
- Bao quan co so vat chét cua 16p: ban, ghé, dén, quat, khoa ctra, loa, am ly,...
* Nguyén tic chung: tit cd cdn b 16p cé trach nhigm ciing phoi hop véi nhau dé lam viéc,
xdy dwng tip thé I6p dodan két, vieng manh.
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11..SAO PO:
1. Chirc nang:
- La ngudi kiém tra viéc thuc hién ndi quy, né nép, ki luat cua nha truong voéi tit ca
hoc sinh ctia ting khdi 16p.
— Chéam diém thi dua hang ngay, hang tuan cua cac 16p.
2. Nhiém vu:
- Truc hang tuan theo su phan cong.
~ Kiém tra hoc sinh vé viéc thuc hién nodi quy, ki luit cia nha trudng: gio giic, tac
phong, trang phuc, hang ng, trat ty, di chuyén, vé sinh 16p hoc, sin trudng.
- Cham va tong hop diém thi dua hang ngdy, hang tuan cta céc 10p.
3. Phwong phap lam viéc:
Phan cong: 01 Sao do truc cong, 01 Sao do truc san truong, 02 Sao d6 truc hanh lang —
cau thang:
a) Pdu gio:
- Tryc cong; ghi tén hoc sinh di tré, kiém tra dong phuc, tac phong.
- Tryc san: klem tra vé sinh cac |op, trat tu san truong, kiém tra hang ngii.
~ Hanh lang — cau thang: kiém tra cac 16p thuc hién vé sinh 16p hoc va viéc di chuyén
1én 16p.
b) Gio ra choi:
- 02 Sao d6 truc cau thang — hanh lang: Kiém tra viéc trat ty va vé sinh hanh lang,
16p hoc, cau thang cac diy 16p va truc & vi tri cong cin tin, cong sau nha truong.
- 01 Sao dé truc céng s€ phu trach khu A: kiém tra viéc gilr gin trat tu, gitr gin vé
sinh, ghi nhan nhitng hoc sinh x4 réac, néi tuc, churi the, ...
~ 01 Sao do truc san s& phu trach khu C: kiém tra viéc giir gin trat ty, git gin vé sinh,
ghi nhan nhirng hoc sinh x4 rac, noi tuc, chui thé,...
¢) Cudi gio:
- 02 Sao d6 truc cau thang — hanh lang s& kiém tra va cham diém vé sinh 16p hoc, di
chuyén ra vé ciia cac 16p trén hanh lang minh phu trach.
— 02 Sao do tryc san sé& kiém tra va cham diém viéc xép hang di chuyén ra vé cua cac
16p tai khu vyc khéi 16p minh phu trach.
~ Sau d6 04 Sao d6 cung nhau tong hop diém thi dua trong ngay tai phong Giam thi.

* Nguyén tic chung: tit cd Sao dé triwe hang tuan c6 trach nhiém cing phoi hop véi nhau dé
hoan thanh nhiém vu, xday dwng phong trao thi dua lanh manh, tién b¢.

I1l. YEU CAU CHUNG:
— (C6 tinh than trach nhiém cao.
- Thai d6 lam viéc nghiém tic, nang dong, sang tao.
- Guong mau thyc hién noi quy.
- Cong bang, khach quan.
HIEU TRUONG



