PHONG GD VA PT NAM TRUC CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THCS NAM HOA Déc 1ap — Tw do — Hanh phiic

Nam Hoa, ngay 16 thang 9 nam 2020

QUY CHE LAM VIEC

TRUONG THCS NAM HOA

CHUONG I
NGUYEN TAC CHUNG

Pi¢u 1: Pham vi diéu chinh

Quy ché nay quy dinh nhiém vu, chirc ndng cta cac ca nhan, cac bo phan, cac
t6 chtrc trong truong THCS Nam Hoa

Picu 2: Poi twong diéu chinh

Lanh dao, can bg, cong chirc, vién chirc thude truong THCS Nam Hoa

Piéu 3: Muc dich

Viéc xac lap quy ché nay nham:

- Thyc hién t6t nhat, c6 hiéu qua nhat: Chu truong, duong 16i cua Pang va
Phap ludt cia nha nudc vé cong tac gido duc. Nhitng chi dao, hudéng dan cua nganh,
Nghi quyét cua cap ay chi bo truong THCS Nam Hoa.

- Quy dinh rd nhiém vy cta ting t6 chirc, ctia tirng ca nhan trong nha truong.

CHUONG I1
NOI DUNG QUY PINH TRACH NHIEM
Piéu 4: Cong tic quan li - linh dao nha truwong:
1/ HIEU TRUONG:
+P/C: NGUYEN CONG MINH
Lam viéc theo ché do thu truong, hoan toan chiu trach nhiém vé moi mit hoat
dong cua nha trudong, déng thoi phu trach:
- Phu trach ¢6ng tac chinh tri tu tudng, t6 chic, tai chinh, CSVC, quan 1y nhan

su, danh gia cong chuc vién chic hang nam
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- Quan ly trang thong tin di¢n tir cia nha truong

- Chi dao cong tac xay dung, duy tri c4c tiéu chi trudng Chuan Qubc Gia

- Chi dao cong tac xay dung truong Xanh — Sach — Pep — An toan

- Chi dao cOng tac kiém dinh chat luong.

- Theo ddi hd trg cong tac ciia Ban trudng truc CMHS

- Chi dao cong tac bdi dudng HSG cac mon vin hod, TDTT.

- Chi dao cOng tac kiém tra noi bo, giai quyét khiéu nai td cao

- Chi dao cong tac thi dua khen thudng, ky luat

- Chi dao céac hoat dong doan thé: Cong doan, Poan TN, b1 TNTP

- Chi dao cong tac giao duc dao duc hoc sinh, cong tac chu nhiém 16p, cong
tac van ngh¢, mi thudt va cac hoat dong NGLL.

- Day 2 tiét/ tuan

2/ PHO HIEU TRUONG:

- Chi dao céac hoat dong cua td Tu nhién va T X3 hdi.

- Chi dao thuc hién cac cudc thi: Sdng tao khoa hoc k¥ thuat, 1i€én mon, tich
hop, GTTM, hung bién tiéng Anh ... do S& GD, PGD, nha trudong va cac doan thé
cap trén phat dong.

- Chi dao hoat dong cac phong hoc chirc nang, phong bo mon.

- Phan cong chuyén mon, xép TKB, ki duyét giao an.

- Chi dao cong tac nang cao chat luong dai tra, 6n thi vao 16p 10 THPT.

- Chi dao cong tac lao dong, v€ sinh.

- Chi dao diéu tra phd cap.

- Phu trach cong tac khuyén hoc, trung tdm hoc tip cong dong.

- Chi dao cong tac ty danh gia, danh gia theo chuén.

- Chi dao cong tac bdi dudng thudng xuyén cua gido vién.

- Quan li hoat dong trang truong hoc két ndi, trang co s& dir liéu cia trudng.

- Day 4 tiét /tuan.

*/ Quy dinh chung cho Ban Giam hiéu.

- Dy gio 2 tiét/ tuan



- Mdi tuan hop BGH, T6 trudng chuyén mon, TPT Doi, Bi thu Poan, T6 Vin
phong vao tiét 2 sang thit hai.
- Mbi tudn BGH giao ban tudn mot 1an véi gido vién, nhan vién sau tiét 4 ngay
thr 6.
- Mbi thang BGH hop véi hoi dong su pham mot 1an.
- Khi Pho hi¢u truong di hop, du hoi nghi & cép trén c6 trach nhiém thong tin
lai cho Hi¢u truong biét noi dung da duoc tiép thu.
- Khi Hiéu truéng di vang thi Hiéu pho c6 trach nhiém xt li, giai quyét cac
van dé xay ra va phai bao cdo cho hiéu trudng nhitng quyét dinh chi dao cta minh.
Picu 5: Cac bd phén trong truong:
1) Nhiém vu ciia té trueéng, to phé chuyén mon.
*/ T trudémg chuyén mon:
Ping Thi Xuyén — TT t6 KHTN
Ngd Vin Thiép — TT t6 KHXH
- Thuc hién va hudng din t6 vién thuc hién cac nhién vu chuyén mdn do
nganh, do Ban Giam hiéu yéu cau.
- Xay dung ké hoach cua t6, kiém tra don ddc viéc thyc hién ké hoach ciia cac
t6 vién.
- T6 chire sinh hoat chuyén mén cta to hai 14n / thang vao céac tun chén trong
thang.
- Pon ddc viée cap nhat ho so sd sach, viéc thue hién ké hoach giang day cua
gi4o vién trong T.
- T6 chtrc du gid, hoi thi GVG, viét sang kién kinh nghiém, tu 1am d6 dung
day hoc, ung dung CNTT, d6i méi PPDH ... cta gido vién trong to.
- Tham gia kiém tra ndi bo, danh gia xép loai binh xét thi dua gido vién.
*/ T6 phé chuyén mén:
Ng6 Thi Thu Thuy — TP t6 KHTN
Tran Thi Kim Cuc — TP t6 KHXH
- Cung voi T truéng xay dung ké hoach hoat dong, hudng dan thyc hién ké

hoach cua To.



- Cung véi T6 truong theo doi, kiém tra, dén ddc viéc thuc hién ké hoach
chuyén mon cua cac thanh vién trong T0.
- €06 trach nhiém lam thu ki trong cac cudc hop TO.
2) T6 vin phong:
*/ Pong chi Poan Thi Huyén:
Tryc tiép gitp viéc d/c HT.

- Phu trach nghi¢p vu thu chi, quan 1y thu chi trong nha trudng.

- Quan 1y cap nhat s6 tai san, thuc hién thu tuc dé thanh 1y, hiy tai san hong héc
hét nién han st dung trong nha truong.

- Quan Iy ho so can bd, GV, NV.

- Hoan thién hd so chuyén di, chuyén dén, nghi ché d6 cua can bd, gido vién,
nhan vién trong nha truong.

- Phdi hop véi cac bo phan khac trong to van phong dé hoan thanh nhiém vu
chung.

- Chuyén cong vin di, dén ctia nha truong.

*/ Pong chi Nguyén Thi Thu Huong:

Truc tiép giup viéc d/c Phé HT

- Phuy trach cong tac y té, cong tac BHYT.

- Phdi hop v6i 16p truc tuan chuén bi nudc uéng, ban ghé, cde chén, tiép khach
tat ca cac cudc hop, cac hoi nghi t6 churc tai nha truong.

- Quan ly cac thiét bi van phong (céc, chén, bat, 1o hoa, khan trai ban,...)

- Chuan bi co s& vat chat cac phong thi khi kiém tra cac giai doan.

- Tham gia quan 1y co s& vat chat ciia nha truong.

- Chuyén cong van di, dén cta nha truong.

- Theo doi lich cong tac ciia PGD hang ngay bao cdo Hiéu trudng.

- Theo dbi si s cac budi sang.

- Phdi hop 1am cong tac phd cap, quan 1y hd so phd cap.

- Ghi bién ban cac cudc hop.

Quan 1y va cap nhat ho so nha truong (Sé) diém, hoc ba, sd ghi dau bai, sb dang
bo, s6 cép phat béng, s6 theo ddi hoc sinh di dén, sb ghi bién ban cudc hop cac

nam,...)



- Tra bang TNTHCS cho hoc sinh, phdi hop thu ng ton dong cac nam theo s6
Ké toan.

- Quan 1y hd so chuyén mén ciia can bd, gido vién, nhan vién.

- Lap danh sach phong thi, chuan bi gidy thi, bién ban ... khi kiém tra giai
doan.

- Phéi hop véi cac bd phan khac trong to vin phong dé hoan thanh nhiém vu
chung.

*/ Pong chi Nguyén Thi Bich Nguyét:

- Phu trach thu vién.

- Truyc tiép giup viée d/c HT.

- Lap danh sach phong thi, chuan bi gidy thi, bién ban ... khi kiém tra giai
doan.

- Tong hop két qua khao sat va bao cao KSCL cac giai doan.

- Chuyén cong van di, dén cua nha trudng.

- Phéi hop 1am cong tac pho cap.

- Phdi hop v6i cac bo phan khac trong to van phong dé hoan thanh nhiém vu

chung.
3) Giao vién by mon:

- Day hoc theo ké hoach di duoc phé duyét.

- Ky duyét ké hoach bai hoc, ho so s6 sach diing lich.

- Lén 16p ding gio, quan 1y hoc sinh trong cac hoat dong. Tich cyc tham gia
cac hoat dong cua T chuyén mén, cic phong trao thi dua clia nganh, cta trudng.

- P6i méi PPDH, KTDG theo dung quy dinh.

- Thyc hién cadc nhiém vy khac khi BGH phan cong.
4) Giao vién chu nhiém:

- Thuc hién ké hoach cdng tac chu nhiém, ké hoach hoat dong ngoai gio 1én

16p.

- Dy cac tiét sinh hoat 16p, ky duyét ké hoach sinh hoat 16p hang tuan.

- Phéi hop voi BGH, TPTD, CMHS va gido vién bd mon cua 16p dé gido duc
hoc sinh.

- Quan 1y ho so ciia 16p, quan 1y tai san trong phong hoc ciia 16p minh.
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- T6 chirc cho hoc sinh thye hién lao dong v¢ sinh khu vuc dugc phan cong.

- T6 chire cho hoc sinh ctia 16p thyc hién t6t ndi quy, quy dinh cta nha truong.

- Thuc hién van hanh tu sach thu vién 16p hoc.

- Tham gia cac hoat dong trai nghiém cung véi 16p, theo ké hoach ciia nha
truong.

- Banh gia xép loai hoc luc, hanh kiém cta hoc sinh trong 16p.

5/ Cac to chirc doan thé:

* Cong doan:

- Hoat dong dudi su chi dao truc tiép cua Chi bd Pang nha truong va theo
diéu 1¢ ctia Cong doan cap trén.

- Xay dung ké hoach hoat dong dua trén ké hoach chung cua lién doan lao
dong huyén va ké hoach cta nha truong trén tinh than: Dan chu, cbng khai, minh
bach dam bao lgi ich chinh dang cua nguoi lao dong.

- BCH cong doan xay dung du thao ti€u chi danh gia thi dua cua can bg, GV,
NV trong nha truong.

- BCH Cong doan don dbc, dong vién CDV thyc hién tdt nhiém vu cong doan
cling nhu cac nhiém vy chuyén mén, thuc hién tét cac cudc van dong, cac phong
trao thi dua ...

- Chu tich CD 1a Pho Ban thi dua cua nha truong phai c6 trach nhiém cung
Ban thi dua nha truong theo ddi, giam sat, tong hop, binh xét thi dua dan chi, cong
bang, xdy dung tap thé doan két giup d& nhau cung tién bo.

* Bi thu Doan truwong:

- Hoat dong duéi sy chi dao cua Chi bd Pang va Poan cip trén.

- Xay dung ké hoach hoat dong theo ké hoach cta nha truong va Poan cép
trén.

- Pén doc, dong vién cac doan vién thuc hién tdt ké hoach cta nha truong.

- Cung v6i TPTD danh gia xép loai thi dua cia HS, t6 chirc cac hoat dong
NGLL, HDNK theo ké hoach nha truong.

* Tong phu trach d6i P/c Hoang Vin Khiét

- Hoat dong dudi sy chi dao cuia BGH nha truong, Doan TN.



- Xay dung ké hoach hoat dong cu thé theo tung tuan, tung thang trong nam
hoc dugc phé duyét cua PHT phu trach.

- Pon ddc, kiém tra, danh gia xép loai viéc rén nén nép cia cac 16p, phdi hop
véi GVCN dé xép loai hanh kiém hoc sinh.

- T chure thuc hién cac hoat dong NGLL, cac hoat dong ngoai khoa, cac cude
thi do Poi TN, Hoi dong ddi cip trén hudng dan.

CHUONG III
NHUNG QUY PINH KHAC

Piéu 6: Quy dinh hdi hop

- Hoi dong su pham hop 1 1an/thang.

- Giao ban tudn voi gio vién 1 lan /tuan.

- T6 chuyén mén hop 2 1an/thang.

- Hoi y Ban giam hiéu 1 lan/tuan.

- Cac doan thé hop 1 lan/thang.

- 100% CB,GV dy budi Sinh hoat dau tuan.

- Ngoai ra khi c6 viéc dot xuat thi Hiéu truong quyét dinh triéu tap hop.
Picu 7: Quy dinh gio gidc 1am viéc

+ Buéi saing mua heé:

- Ban Giam hiéu, Téng phu trach, Vin phong truc c¢6 mat tir 7 gio kém 10
phit dén hét budi hoc.

- Gi4o vién co gio tiét 1 c6 mat gio truy bai.

- Gido vién chu nhiém c6 mat gid binh nhat.

- Giao vién, CNV khac c6 mat dung gio lam viéc.

- Thoi gian nghi doi tiét 1a 5 phut

- Thoi gian nghi doi tiét 3 1 10 phut

- Thoi gian truy bai 10 phut

- Thoi gian gio binh tuan 45 phit vao thir 7.

+ Buoi sdng mia déong:

- Ban Giam hiéu, Téng phu trach, Gido vién chu nhi¢m, Van phong truc cé
mat tir 7 gio kém 5 phut dén hét budi hoc.

- Gido vién c6 gio tiét 1 c6 mit gid truy bai.

7



- Giao vién chu nhi€ém c6 mat gid binh nhat.

- Gido vién, CNV khac c6 mat dung gio lam viéc.

- Thoi gian nghi doi tiét 1a 5 pht

- Thoi gian nghi d6i tiét 3 1a 10 phut

- Thoi gian truy bai 10 phut

- Thoi gian gio binh tuan 45 phit sau tiét 4 vao thi 7.

+ Buoi chiéu:

- Day tir 14h00 gior dén 16 gio 30 phut va giai lao gitra gio 15 phut.

- Hoi hop va cac cong viée khac tir 14h dén khi hoan thanh nhiém vu.

+ Trong trudng hop can thiét Hiéu truong triéu tap lam viéc.

+ Phan cong lich truc: (Co6 lich truc kém theo)
Piéu 8: Quan hé 1am viéc

- Quan hé lam viéc gilra cac bd phan, gitra cac c4 nhan trong nha truong trén
tinh than binh dang, hop tac, dé hoan thanh t&t nhiém vu chung. Do d6 cac thanh
vién trong nha truong phai ¢6 trach nhiém hd tro 1an nhau trong cong viéc.

- Quan h¢ g xtr trong nha truong: Van minh, lich sy, hoa nha.
Picu 9: Thong tin bao céo

- B4o c4o cta nha truong voi cap trén dam bao: Nghiém tic, trung thyc, ding
yéu cau, ding thoi gian ...

- Béo c4o cta cap dudi voi cap trén trong nha truong cling phai dam bao:
Nghiém tic, trung thue, ding yéu cau, kip thoi.. .

Noi nhin HIEU TRUONG
- PGD dé bao céo
- Céc d/c trong Chi Uy
- DIcPHT
- Cacd/c TTCM, TPCM
- Db/ CTCDb
- Db/cTPTD
- Gv, Nv nha truong dé thyc hién
- Luu VP



