UBND QUAN BINH THANH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TRUNG HOC CO SO Doc lap - Tw do - Hanh phiie
THANH PA . \
S6;/947QP - TD Binh Thanh, ngay 30 thang 8 néiim 2024
QUYET PINH

vé viéc phin cong nhiém vu cia Ban Gidm hiéu
Nam hoe 2024 — 2025

HIEU TRUONG TRUONG TRUNG HQOC CO SO THANH DA

Can ctr Thong tu 32/2020/TT-BGHDT ngay 15 thang 9 ndm 2020 Ban hanh Piéu
1€ truong THCS, truong THPT va truong PT c6 nhiéu cip hoc;

Can cr Quyet dmh so 1141/QD-UB ngay 02 thang 8 nim 1997 ctia UBND quén
Binh Thanh vé viéc sip xép mang ludi Gido duc — Dao tao quéan Binh Thanh, cho phép
déi tén trudng PTCS Thanh Da thanh tr uong THCS Thanh Pa;

Cin cit Quyét dmh 1571/QD — UBND ngay 07/3/2023 ciia Chu tich Uy ban Nhén
d4n Quén Binh Thanh vé bb nhiém cén bd quan ly nganh giéo duc;

Cén ctr n6i dung cong tdc quan 1y, diéu hanh hoat dong day va hoc ctia cn bo

quan ly nha trudng,

QUYET DPINH:

Piéu 1: Nay phan cong nhiém vu Ban Giam hiéu truong THCS Thanh Da nam
hoc 2024 — 2025 nhu sau: (dinh kém bang phéan cong chi tiét);

Diéu 2: Céc 6 ong (ba) ¢6 nhiém vy thuc hién va chiju trach nhiém theo chiec trach
nhiém vu duoc giao.

Diéu 3: Cac bd phén co lién quan va Ban Giam hi€u chiu trach nhiém thi hanh
Quyét dinh nay./.

HIEU TRUGONG

Noi nhin:
- Nhu Biéu 1;
- Luu VT.
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UBND QUAN BINH THANH ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TRUNG HQC CO SO Déc lap - Tuw do - Hanh phiic
THANH DA Binh Thanh, ngay 30 thdng 8 ndm 2024

QUI DINH VE PHAN CONG CONG VIEC
CAC THANH VIEN BAN GIAM HIEU
(Theo Quyét dinh si93/OP-TD ngay 30/8/2024)

A. Quy dinh chung

Phan cong nay quy dinh v& nhiém vy, quyen han va ché d6 1am viéc ctia BGH thuc
hién trach nhi¢m ctia BGH trong qua trinh diéu hanh, quan ly cac hoat dong giang day,
hoc tdp va cac mét cong tac khac cha co s0' dao tao cong lap — trudng THCS Thanh Da
theo quy dinh trich tir Diéu 11 Théng tu sé 32/2020/TT-BGDDT:

Diéu 11. Hiéu truwdémg va pho hi¢u truwéng

1. Hiéu trwéng

a) Hiéu trudng truong trung hoc 1a nguoi chiu trach nhiém to chire, quan ly, didu
hanh céc hoat dong va chat luong gido duc ctia nha tr udng.

b) Ngudi duge bd nhiém lam hiéu trudng trudng trung hoc ddi véi trudng trung
hoc cdng 18p hodc cong nhan lam hiéu trudng trudng trung hoc déi véi trudng trung hoc
tu thuc phai dat tiéu chudn quy dinh tai khoan 3 Diéu nay va theo quy dinh caa phap
luét.

¢) Nhi¢m ky cta hiéu trudng trudng trung hoc 13 05 ndm. Sau mdi nam hoc, higu
trudng duge vién chire, nhén vién trong trudng gép v va cép ¢ thAm quyén danh gia
theo quy dinh. Hi¢u trudng cong tac tai mot trudng trung hoc cong 1ap khdng qua hai
nhiém ky lién tiép.

d) Nhié¢m vu va quyén ciia hiéu trudng:

- Xay dung, to chire b mdy nha truong theo quy dinh tai Piéu 9 Didu 16 nay; bo
nhiém t§ trudng, td pho; tb chic thanh 1ap hoi ddng trudong theo quy dinh tai diém d,
diém e khodn 1 Diéu 10 Didu Ié nay;

- T6 chirc xdy dung chién lugc, tAm nhin, muc tiéu, quy hoach phat trién nha
truong; quy ché td chirc va hoat dong cuia nha truong; ké hoach gi4o duc hing nim cia
nha trudng dé trinh hoi dong truong phé duyét va t6 chuc thuc hién;

- Thue hién cac quyét dinh hoac két luan ctia hoi dong truong vé nhiing ndi dung
dugc quy dinh tai diém ¢ khoan 1 DPiéu 10 Bleu 1€ nay. Truong hop higu tr Lrorng khong
nhét tri voi quyet dinh ctia hdi ddng trudong cin xin y kién co quan quan ly gido duc cap
trén truc tiép ctia nha truong. Trong thoi gian cho y kién cla co quan quan ly gido duc
cap trén truc t1ep, higu truong van phai thuc hién theo quyét dinh cta hoi ddng truong
dbi v6i cac van d& khong trai voi quy dinh cta phép luat hién hanh va bidu 18 nay;

- Béo céo, danh gia két qua thuc hién ké hoach gido duc ctia nha truong va cac
quyét dinh ctia hoi dong trudng trude hoi dong trudng va cac cip co thim quyén;

- Thue hién tuyén dung, quan 1y gido vién, nhan vién; ky hop dong lao dong, tiép




nhén, didu dong gido vién, nhén vién; quan ly chuyén mén; phan coéng cong tac, kiél})
tra, danh gia xép loai gido vién, nhan vién; thuc hién cong tac khen thudng, ky luat déi
vdi gido vién, nhén vién theo quy dinh cha phap luat;

- Quan ly hoc sinh va cac hoat déng ctia hoc sinh do nha truong td chirc; xét duyét
két qua danh gia, xép loai hoc sinh, ky x4c nhén hoc ba, ky xac nhan hoan thanh chuong
trinh tiéu hoc cho hoc sinh tidu hoc (néu co) cia trudng phé théng c6 nhiéu cép hoc, cp

,
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glay chimg nhén hoan thanh chuong trinh gi4do duc phd théng cho hoc sinh trung hoc
phd thong (néu c6) va quyét dinh khen thudng, ky luét hoc sinh;

- Quan ly tai chinh va tai san cua nha trudng;

- Thyc hién céc ché do chinh sich ctia Nha nuée déi vGi gido vién, nhan vién, hoc
sinh; thuce hién quy ché dan cha, trach nhiém giai trinh cia ngudi dimg dau co sé giao
duc trong t6 chirc hoat dong cta nha truong; thue hién cong téc xa héi hod gido duc cta
nha truong;

- Chi dao thyre hién cac phong trao thi dua, céc cudc van dong; thue hién cong khai
d6i v6i nha truong va xi hdi theo quy dinh cia phap luat;

- Tham gia sinh hoat cing t6 chuyén mén; tu hoc, tir boi dudng dé ning cao ning
lyc chuyén mén nghiép vy, néng luc quan 1y; duge hudng ché d6 phu cAp wu dai dbi véi
nha gido va céc chinh sach uu dii theo quy dinh; tham gia day hoc theo quy dinh vé
dinh mire gio day d6i véi hiéu trudng;

- Pugc dao tao ning cao trinh d6, bdi dudng chuyén mén, nghi€p vu va huéng cac
ché do, chinh sach theo quy dinh ctia phap luat.

2. Pho hiéu truéng (chwa cé Phé HT tir ngay 16/10/2023 dén nay).

a) Chiu trach nhiém quan 1y, diéu hanh cong vi€c do hiéu truéng phéan cong; didu
hanh hoat déng cila nha trudng khi dwoc hiéu trudng ty quyén.

b) Ngudi duoc bd nhiém hogc céng nhén lam phé hiéu trudng trudng trung hoc
phai dat tiéu chun quy dinh tai khoan 3 Didu nay va theo quy dinh ctia phap luat.

c) Nhi¢ém ky cta pho hiéu trudng truong trung hoc 14 05 ndm. Sau mdi nim hoc
phé hiéu truéng duge vién chire, ngudi lao dong trong truding goép v va cip c6 thdm
quyén danh gi4 theo quy dinh.

d) Nhiém vy va quyén ciia Phé hiéu truong

- Piéu hanh cong viéc duge hiéu trudng phan cong phu trach hodc iy quyén;

- Tham gia sinh hoat cung t4 chuyén mén; ty hoc, tu bdi dudng dé ning cao ning
luc chuyén mén nghiép vy, ning lyc quén ly; duoc hudng ché do phy cép wu dai déi véi
nha gido va cac chinh sach vu dii theo quy dinh; tham gia day hoc theo quy dinh vé
dinh muc gio day d6i voi pho hiéu trudng;

_ - Puoc dao tao ning cao trinh do, bdi dudng chuyén mén, nghiép vu va huéng céc
ché dg, chinh sach theo quy dinh cia phép luét.
B. Nguyén tic hoat dong

Cac thanh vién BGH hoat dong theo chitc danh Hiéu trudng, Pho Hiéu trudng
duogc bd nhi€m, trong d6 cac Pho Hiéu trudng duge Hiéu trudng giao nhiém vy cu thé,
dam béo nguyén tic tap trung dan chu.

BGH hgp giao ban hang tvin, ngoai ra tiy theo yé&u céu cong téc co thé hop bét
thudng hodic hop nhém mét sb thanh vién trong HP truong, cidc nhém chuyén mén,




BCH céc doan thé,... ¢ lién quan khi cin thiét d& thao luan va théng nhét nhiing chi
truong, bién phap thuc hién nhiém vu.

Cuéi tudn, thanh vién BGH gui ndi dung sinh hoat déu tuén, ding ky lich cong tac
cho Hi¢u trudng 1&n lich chung va 1dng ghép vao cong tac hang tudn cho CB-GV-NV.

Thanh vién BGH chiju trach nhiém vé phén viéc duoc phén cong, xay dung ké
hoach, tham muu viée td chic thuc hién, cam két ddm bao chét lugng va tién dd thuc
hién.

Két qua cong viéce 12 mot tiéu chuin quan trong dé danh gia nang luc thanh vién
BGH hang nam.
C. Nhiém vy, quyén han cdc thanh vién BGH

I. Ba Lé Thi Hong Thiy: BT Chi b, Hi¢u truéng

Chiu trach nhiém quan Iy, diéu hanh toan b6 hoat dong clia nha trudong. Bao gém
cac cong viéc sau:

1. Phy trach cong tac Dang, Poan thé cia trudng.

2. Truc tip phu trach cdng tac tu tudng - chinh tri, cong tic td chic, xay dung doi
song van hoa; phong chdng tham nhiing; cong tic van dong nhan din; cong tic phap
ché va gido duc phép luat, gido duc truyén théng.

3. Truc tiép chi dao hoat dong chi doan.

4. Phu trach CNTT chung toan trudng, truc tiép quan Iy cong théng tin dién i, co
sO dif ligu ding chung toan nganh, sé diém dién tu, phin mém KPCL.

5. Thuye hién c6ng khai theo thong tu s6 36/2017/TT-BGDDT.

6. Phan cong cong viée, didu hanh, quan ly chung CB-GV-NV va HS.

7. Theo ddi va danh gia viéc thuc hién nhiém vu cia PHT, GV-NV.

8. Xay dung Ké hoach giao duc nam hoc.

9. Xay dung K& hoach thuc hién Quy ché DCCS.

10. Xay dung K& hoach gido duc chinh trj tu tudng.

11. Xay dung K& hoach dao tao, bdi dudng doi ngil.

12. X4y dung K& hoach 18 chiic cac hoat dong nang cao chét luong ddo tao chung
cua don vi.

13. Xay dyng Qui tic img xir ciia truong,

14. X4y dung Qui dinh tiép cong dan.

15. Trudng ban chi dao, t& chirc cac hoi nghi, ngay 1& trong nim.

16. Truc tiép phu trach cong tac kiém tra noi bo.

17. Truc tiép phu trach cong tac tai chinh.

18. Thuc hién cac ché db chinh sach ciia Nha nuéce déi véi CB-GV-NV-HS.

19. Cha tich HD trudng; HP thi dua khen thuéng, ky luat; HD khoa hoc (SKKN).

20. Trudng ban tuyén sinh, duyét HS chuyén di, chuyén dén.

21. Trudng ban cac hoat dong quan 1y lién quan dén an ninh trat tu, cham séc stc
khoe,..cua truong.

22. T trudng td cht nhiém, kiém tra, danh gia hoat dong ctiia GVCN 16p va bd phén
giam thi.

23. Theo d&i viéc quan 1y hoat dong céc TS chuyén mén, phin cong thanh vién
BGH hop céc T chuyén mén theo yéu ciu cong tac.




24. Tham gia sinh hoat chuyén mén véi cac td Ngit vin, Toan, Nghé Thuiat-GDTC.
25.Quén 1y cong tac 2 budi, ban tro. Chiu trach nhiém vé kiém tra v€ sinh an toan
thuc phim suét #n ban tra khi vao truong, né nép, sinh hoat #n ngu cta hoc sinh
ban tra, cong tac clia bio mAu.
26. Trao doi, cung cap théng tin cho bao chi (néu c6).
27. Tham van v6i Ban BPD CMHS v cac ké hoach gido dyc cua truong.
28. Tb chiic hop cip uy, chi b6, HD truong, HPSP, cdc HD khéc dinh ky hang
thang va giai doan theo chi dao.
29. Pinh ky va dot xuit kiém tra toan dién céc mit hoat dong ctia don vi.
30. Quan 1y hanh chinh, tai san; quan ly, thuc hién cac ché d chinh sich cho GV-
NV-HV theo qui dinh (ning lwong, huu, thai sén, dau bénh,..).
+Theo dbi tién dg, chi dao ké todn thuc hién, Idp ho so ho so cd nhdn, hé so
nang lwong theo nién han, trude nién han.
+ Theo dbi tién dp, chi dao ké todn thuc hién hé so cdp nhdt phu ca";v thdm
nién cho GV.
+ Ldp ké hoach quan Iy va sir dung tai sdn todn triong,
+ Ldp ké hoach mua sim trang thiét bi ndm hoc.
+ C6 trdach nhiém dé xudt siva chira, thay méi ban ghé, trang thiét bi, DDDH,
den, quat,
+ Xay dung Ké hoach ung dung CNTT vao céng tdc quan Iy,
+ Xdy dung Ké hoach cdi cdch hanh chinh, ndng cao chdt luong thi hanh
céng vy cho dji ngii CB-GV-NV. '
+ Xay dung Ké hoach luu triv hé so nhdn SIL.
+ Xady dung Ké hoach quan ly hoat dong cdn tin.
+ Xdy dung Quy ché qudn Iy tai san cong don vi,
+ Qudn 1y H6 so hanh chinh, nhan sy CB-GV-NV va HS.
31.Chiu trach nhiém kiém tra, giam sat hoat déng ctia T6 vin phong.
+ Kiém tra tinh hinh v¢€ sinh, dung cy hoc tap HS.
+ Phu trach cong tic xay dung ké hoach phén cong cAc budi L& khai giang, 20/11, so
két, tong két, cac hoi nghi, dai héi,...
+ Phu trach Phong chay chita chay, An toan, vé sinh lao déng, vé sinh an toan thue
pham; truong hoc an toan, an toan giao thdng, phong chdng thude 14; Kidm tra vé sinh
moi truong, an toan lao dong, an toan VSTP cin tin.
t Phy trach phén cong va phdi hop BCH Cong doan thue hién hd so cong tac thi dua
GV-NV hoc ky va ca nim hoc.
+ Phu trach chuong trinh quan tri Pmis, Emis, doc sach online, théng ké Smas.
+ Tham muu, dé xut mua va cAp phét cac loai vén phong phim cho co quan.
+ Chiu trach nhiém 14p hd so, tham gia cong tic nghiém thu cic cong trinh dugc xay
dung sira chita tai truong. :
+ Tham muu thuc hién cac hd so xin duyét gia mua sdm trang thiét bi, stra chita; thanh
ly tai san cia trudng theo quy dinh.
s Kiém tra va hoan tit hd so kiém tra cdc bd phan NV theo ké hoach.
+ Kiém tra, ghi nhén ngay céng cia CB, GV, NV.




+ Bao cdo cong tac thang trude va dé xuét cong tac thang sau theo dinh ky hang thang,
+ Lén ké hoach noi dung cong tac duge phan cong hang tudn.

+ Phéi hop doan thé td chuc cac loai hinh hoc tép, trai nghiém sang tao, tham quan, du
khao cua HS va GV.

+ Phu trach céng tac khuyén hoc.

I Ong/ba ...... Ceeeeeraneeerrieeeennne o : Phé Bi thw Chi by, Phé Hiéu trudmg
phu trach Chuyén mén (dang ldhuyét chie danh nay nén Hiéu truwéng dam nhin
cong tac chuyén mon).

1. Chju trach nhiém c6ng tic chuyén mén cua trudng.

2. Chiu trach nhiém t6 chtic, phan cong ra dé, coi thi, chim thi, xét duyét hoc sinh
theo hoc ky, nim hoc, kiém tra chung, khao sat ning luc hoc sinh khdi 7, én tap thi
tuyén sinh 16p 10.

3. Chiju trach nhiém vé diém, két qua, xép loai HS hang thang, dot bao diém, HK,
ca nam.

4. Chiu trach nhiém vé céng tac quan Iy diém trén phin mém Smas; phan mém
TN THCS, phén mém chuyén truong, TS10.

5. Kiém tra, bdo cdo HT viéc thuc hién, cap nhét, diéu chinh thong tin trén phin
mém tuyén sinh 16p 6, chuyén truong, co s¢ dit liéu toan nganh, phin mém chuyén
truong.

6. Phu trach cong tac bdi dudng thudng xuyén GV.

7. Phuy trach cng nghé thong tin;

8. Phu trach bao diém timg dot theo ké hoach.

9. Phu trach cong tac khuyén hoc.

10. Phu trach cong tac gido duc Ngoai gio 18n 16p.

11. Phu trach ky luat hoc sinh.

12. Phy trach hoc nghé cho hoc sinh khéi 8.

13. Quan ly hoat dong y té hoc duong, cong tac giam thi

14. Tham muu cho HT K& hoach hoc tép trai nghiém séang tao, tiét hoc ngodai nha
truong, tham quan du khao khdi 6,9.

15. Tb trudng td thiét bi; phu trach quan 1y cdng vige cia b phan hoc vu, TV, TB-
THTN. |

16. Quan Iy chung cac T6 chuyén mén, tham gia sinh hoat chuyén mén t6 Ngoai
ngir, LS-DL-GDCD, KHTN, Céng nghé-Tin hoc.

17. Xay dung céc ké hoach t6 chic hoat dong day va hoc cho GV va hoc sinh theo
huéng din cia nganh va Phong GDDT theo nim, thang, tudn: Gdm cac KIH chinh:

+ K& hoach g14o duc nha truong theo nim hoc.
+ Bdi dudng thuong xuyén.

+ Bbi duding HS gioi.

+ Phu dao HS yéu.

+ Thao gidng chuyén dé.

+ Kiém tra timg HK.

+ K& hoach du gio GV.

+ K& hoach thao giang, chuyén dé.




+ Kiém tra toan dién, chuyén dé& GV.
+ Khao sat HS khéi 7.
+On tap TN THCS, tuyén sinh 16p 10.
+ Hai budi, ban tra.
“+ Hoc tu chon: Tin hoc, Thé duc.
+ Hoat dong trai nghiém
+ Tiéng Anh giao tiép vé6i nguoi nude ngoai.
+ K§¥ ning séng.
4 Stem Robotics.
+ Phé cép boi.
+ Céac KH khac.
18. Xay dung céc ké hoach tham gia cac hoi thi phong trao cta nganh, co quan céc
cAp to chie.
‘- Hoat dong CLB day va hoc theo dinh huéng STEM.
+ HS nghién ctru va g dung KHKT.
+ Thi Srobot, Robotacon, Stem Robotics.
+ Thi Olympic Théang 4.
+ Thi Lén 1én ciing sach.
-+ Thi Vin hay chif tét.
+ Thi gidi Toan bang may tinh b tii.
+ Thi Khéo tay k§ thuat.
+Lam db dung day hoc.
+ Thi GV gidi cép quan, thanh phé.
+Thi Ung dung CNTT vao cong téc giang day
+ Thi Dbi méi cong tac giang day trén nén tang CNTT.
+ Thi Day hoc theo du 4n.

+ Cac KH khac.

19. Thuc hién cac KHCM, bao cdo CM theo tién d6 ctia clp trén, ctia truong Bao
cao hoc ky, nam theo quy dinh Phong, S6.

20. Dy gio GV theo ké hoach.

21. Tham muu x4y dyng, trién khai k& hoach kiém tra ndi bd (toan dién, chuyén
dé) ca nhan, bd phan.

22. Kiém tra hd so  chuyén mén ca nhan theo qui ché.

23. Kiém tra, ky sb ghl diém hang thang, hoc ky, ky hoc ba khéi 8.

24. Phéi hop nhan vién vin thu quan ly viée luu trit hoc ba hoc sinh vé ndi dung.

25. Bao céo cong tac thang trude va dé xuat cong tac thang sau theo dinh ky hang
thang.

26. Lén ké hoach ndi dung cong tac duge phan cong hang tuin.

27. Tham gia t6 chirc cac hoat dong nang cao chét lwong day va hoc cia GV va HS
(bao gbm céc chuyén d&, ngoai khéa, trai nghiém sang tao).

28.Quan ly hoat dong D61 TNTP, Poi Sao dob.




29.Quan ly va thuc hién cac ké hoach, b4o cdo vé& hanh chinh quan tri, CSVC, Y té
hoc dudng, LD hudéng nghiép:

30.Ké hoach hoc t4p trai nghiém sang tao, tiét hoc ngoai nha truong, tham quan du
khao.

31.Quan ly viéc luu trii hoc ba hoc sinh

32.Kiém tra, ky sb du bai hang thang, hoc ky.

33.Truc, xtr ly tinh hudng cong tac ban tra. Ky luat ctia hoc sinh.

34.Ngodi ra, tuy theo tinh hinh thuc hién theo chi dao cta Higu trudng.

D.Quy dinh thue hién

—Ban phén cong nhiém vu nay duogc coi nhu mot quy ché hoat ddng ctia BGH.

— Céc thanh vién BGH ¢6 trach nhiém thuc hién nghiém tic ban phin céng nhiém vu
ndy. Thanh vién BGH cht dong phéi hop chit ché nhau cung hoan thanh nhiém vu.

— Céc ké hoach phai thuc hién nhit quéan, ding qui trinh, dang chirc trich nhiém vu
dugc giao. Dam bao cac quyét dinh didu hanh phai dugc théng nhét trong BGH va
théng qua Thi trudng don vi trude khi thuc hién.

—Trong nim hoc, tuy thoi diém BGH cing hd trg nhau theo phan cong cua Hiéu
trudng dé hoan thanh cdng viée ding tién do va dam bao yéu ciu chit luong,

—Trong qua trinh thuc hién, néu co6 vudng mic can diéu chinh, bd sung ndi dung
phén cong, cac thanh vién BGH trao dbi, thao luan d& xuét bing van ban dé Hiéu trudng
xem xét quyét dinh.

— Sau khi ¢6 Quyét dinh bd nhiém Phoé hiéu truong thi Hiéu trudng s& thuc hién phan
cong lai nhi€ém vu trong Ban Giam hiéu.

—Bén phén cong nay dugc cong bd trong cudc hop HDSP dau niam hoc, niém yét
phong gido vién va c¢6 hiéu luc tir ngay 30/8/2024./.

Noi nhin: Ao UONG
- Ban Giam hiéu; w3

- CB-GV-NV trudng;

- Niém yét bang thong tin;
- Luu VT.
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UBND QUAN BINH THANH  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG HQC CO SO Doc lip - Tw do - Hanh phiic
THANH DA Binh Thanh, ngay 30 thang 8 ném 2024 |

KY NHAN BAN PHAN CONG NHIEM VU
BAN GIAM HIEU |

1. Ba L& Thi Hong Thuy Hiéu truong

Nguoi lam ching:
1. Ba D3 Thj Thu Théo — Cha tich cdng doan







