UBND XA BINH MINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TH TAN THANH Poc 1dp — Tw do — Hanh phic

Binh Minh, ngay thang 09 nam 2025
QUY CHE LAM VIEC CUA NHA TRUONG

Can ctr Thong tu sb 28/2020/TT-BGDDT ngay 04 thang 9 nim 2020 cia B Gido
duc va dao tao ban hanh Diéu 18 trudng tiéu hoc;

Can ctr huéng dan .... /SGD&DPT-CMTH ngay ........ cua S6 GD&DT Yén Thanh
vé hudéng dan thuc hién nhiém vu nim hoc 2025-2026

Truong Tiéu hoc Tan Thanh diéu chinh, bd sung quy ché lam viéc nhu sau:

A-NHUNG QUY PINH CHUNG

1, Quy ché nay quy dinh mot s6 nguyén tac, 1& 16i lam viéc cua Nha truong; cu thé hoa
mot s6 ché d6 chinh sach; quy dinh mdi quan hé gitta Nha truong voi Chi bd va cac doan
thé khac trong nha truong; 1a su thé ché hoa mot sd hoat dong nha truong trén co s& Diéu
1& Truong tiéu hoc.
2, bbi tuong, pham vi ap dung: Poi tuong diéu chinh 1a can b gido vién, nhan vién
trong nha truong. Pham vi 4p dung trong ndi bd Truong Tiéu hoc Tan Thanh .
3, Lé 16i 1am viéc va quan hé cong tac phai dam bao nguyén tic tap trung dan chu, thuwe
hién ché dj thii truong, dong thoi phdt huy tinh chii dong sdng tao, tw chiu trdch
nhiém ciia méi cd nhén trong thwe thi nhi¢m vu.
4, Moi thanh vién trong nha truong déu phai ¢é trach nhiém quan 1y va bao vé, bao quan
tai san chung.
B- QUY PINH CU THE:
I) Quy ché 1am viéc va quan hé cong tac:
1, Chi by Nha truong lanh dao toan dién moi hoat dong ctuia nha truong; moi thang Chi
bd sinh hoat 1 1an vao ngay 03 hang thang. Can ctr vao ké hoach cap trén, Chi bo hop va
ra Nghi quyét dé 1anh dao chi dao viéc thuc hién ké hoach trong thang. Pau mdi nim

hoc, Chi bd t6 chtrc hoi nghi dé danh gia tinh hinh 1anh dao, chi dao cia chi bo ndm hoc



qua va dé ra Nghi quyét dé 1anh dao chi dao nim hoc méi. Hang thang, céac t6 chirc doan
thé Nha truong (P6i Thiéu nién TP HO6 Chi Minh) phdi bdo cdo viéc thie hién ké hoach
thang ciia té chirc minh cho Chi bé biét, dong thoi ldp ké hoach hoat dong thing tiép
theo va giti bdo cdo cho Chi bo chdm nhdt 2 ngay ké tir ngay Chi bg ra Nghi quyét.

2, Nha truwong td chic va hoat dong theo quy dinh cua Luat Gidao duc va Piéu 18
Truong Tiéu hoc. Hang thang, can ¢t vao ké hoach cua Nganh, Nghi quyét Chi bd, Nha
truong hop dé ra ké hoach hoat dong trong thang; hang tuan, Nha trudng to chirc hoi ¥
giao ban vao cudi tudn dé danh gia tinh hinh thyc hién nhi¢m vu tuan qua va trién khai ké
hoach tuan t6i.

3, Doi thiéu nién TPHCM va sao nhi déng HCM hoat dong theo diéu 1¢ Déi, dudi su
chi dao cua TPT ddi, Lién doi té chtrc sinh hoat d6i hang tuan, thuc hién tdt cong tac né
nép, v¢€ sinh, cong tac thi dua cua doi...; phéi hop voéi gido vién chi nhiém 16p td chuc
cac hoat dong gido duc ngoai gid 1én 16p; Hang tuan t6 chuc danh gia, xép loai hoat dong
d6i hang tuan va sang thir 6 trong cudc hop hoi y giao ban va sang thr 2 trong 1 chao co
dau tuan. Phoi hop véi bao vé kiém tra viéc hoc sinh chip hanh an toan giao thong.

4, Hi¢u truwong :

- Nha truong thuc hién 1am viéc theo co ché thu truong.

- Xay dung va td chure thyc hién ké hoach nam hoc.

- Thanh 1ap céac t6 chuyén mon, Quyét dinh bd nhiém T6 trudng, t6 phd to chuyén mén.
Phan cong quan ly, kiém tra cong viéc cua pho hiéu trudng, t6 trudng, gido vién, hoc
sinh.

- Quan ly chi dao va chiu trach nhiém bdo céo voi cép trén vé cac linh vuc: Tu tudng -
chinh tri, t6 chirc can b, tai chinh, tai san. Chu tich Hbi déng thi dua khen thudng; ky
luat.

- Hang thang, Hiéu trudng nha trudong to chirc hop toan thé can bo gido vién dé danh gia
tinh hinh thuc hién ké hoach thang trudc va trién khai ké hoach thang tiép theo. Hang
tuan, Hiéu trudng to chirc hoi ¥ giao ban cudi tuan dé danh gia tinh hinh tudn qua va trién

khai ké hoach tuan t6i.



5, Pho Hiéu trudéng :
5.1. Phan Thi Huwong Lién Chirc vu: Phé Hi¢u truéng .

Tryc tiép chi dao chuyén mon khdi 4,5 va phu trach cac linh vuc sau:
- Cac cudc van dong va phong trao thi dua cua nganh va nha truong;
- Thi GV day gioi; Thi GVCN 16p gidi;

- Cong tac phu dao hoc sinh yéu. Bdi dudng HSG

- Cong tac o1, xay dung né nép hoc sinh;

- Xay dung ké hoach t6 chirc cac cudc giao luu cip trudng; xa;

- Xay dung ké hoach, duyét ké hoach, t6 churc cac cudc thi qua mang.
- Tham muu cong tac mua sim co s vat chat, TBDH

- Cong tac nghién ciru khoa hoc su pham ng dung, viét SKKN, lam d6 dung day
hoc; Chi dao thuc hién d61 méi phuong phéap day hoc.

- Chi dao day- hoc theo mo hinh Truong hoc mai; Chi dao day hoc theo CTGDPT
2018; Cong tac danh gia hoc sinh; Phan cong day thay khu vuc dugc phan cong phu
trach;

- Cong tac Phé cap giao duc Tiéu hoc, X6a mu chi; Duyét cac bao cao lién quan
dén PCGD.

- Cong tac gido duc hoa nhap, HS khuyét tat;

- Hoat dong giao luu, két nghia, giup d&, ung ho;

- Hoat dong gido duc ngoai gio 1én 16p; Cong tac van nghe, thé duc thé thao;

- Tham gia du gi¢ danh gia gido vién.

- Thuc hién cac nhi€ém vu khac do hi€u truéng phan cong.

- Thay mat hiéu truong diéu hanh cac hoat dong cua nha trudng khi dugc uy
quyén.

5.2. Hoang Thi Ngoc Chirc vu: Phé Hiéu truéng .

Tryc tiép chi dao cong tac chuyén mon khéi 1, khéi 2, khdi 3 va phu trach cac linh
Vuc sau:

- Cong tac kiém tra ndi bd truong hoc; Cong tac kiém tra, quan 1y day thém, hoc
thém; Sinh hoat cum chuyén mon;
- Phu ‘Eréch ‘céc phan mérp CSDL, va cac phan mém khac, bao cao va duyét bao cao tir
cac phan mém theo y€u cau cua cap trén;



- Phu trach Cong tac kiém dinh chét luong co so gido duc va xdy dung trudng
chuan quoc gia; viét bao cédo

- Tham muu cong tac mua sam co sé vat chat, TBDH

- Tham gia du gid danh gia gido vién.

- Chi dao day- hoc theo mo hinh Truong hoc moi; Chi dao day hoc theo CTGDPT
2018 ; Cong tac danh gia hoc sinh; Phan cong day thay khu vuc dugc phan cong phu
trach;

- Phy trach kiém tra, d& xuét tu sita CSVC truong, 10p. Xay dung trudng hoc than
thién; Truong hoc van hod; Truong hoc an toan; Truong hoc hanh phtc.

- Cong tac thu vién- thiét bi day hoc; Xay dung thu vién than thién

- Gido duc dao duc, phap luat, an toan giao thong,...

- Cong tacy t&, BHYT, vé sinh hoc duong;

- Thyc hi¢n cac nhiém vu khac do hi€u trudng phan cong.

- Thay mit hiéu truong diéu hanh cac hoat dong ctia nha truong khi duoc uy
quyeén.
*Luuy:
- Hang tuan, Pho Hiéu trudng t6 chirc du gio tham 16p kiém tra tinh hinh day hoc, kiém
tra viéc thuc hién chuyén mén cta gido vién va bao cao danh gia trong gid hoi ¥ cudi
tuan. Pho Hiéu truong phai lap ké hoach chi dao chuyén mén ctia minh hang tuan , hang
thang va nam hoc. déng thoi to chice thue hién ¢6 hiéu qua.
- Cac pho hi¢u trudng chiu trach nhiém trudce hi¢u trudng va cép trén linh vyc minh phu
trach. Linh vuc minh phu trach khong hoan thanh thi c4 nhan khong hoan thanh.
- Hang tuan, sang tht 6, 1anh dao trudng hoi y danh gia tinh hinh tuin qua, ban ndi dung,
ké hoach tuan t&i; khi can thiét c6 thé moi thém céac thanh vién khéac c6 lién quan.
- Déng chi ndo phu trach linh vuc nao dugc phan cong, chiu trdch nhi¢m trudc hiéu
truong vé ho so cua linh vire do.
7, Hiéu truéng, Pho Hi¢u trudng ngoai cong tac lanh dao, chi dao, quan 1y chung con
phai du gid tham 16p. Quy dinh: Hiéu trudng du gio tham 16p it nhat 1-2 tiét/tudn; Pho
Hiéu truong du gid tham 16p it nhat 2-4 tiét/tudn (Pho hiéu truong xdy dung ké hoach du
gid trong nam hoc gui Hiéu truong phé duyét trong ké hoach chuyén mén). Hiéu truong

giang day 2 tiét/ tuan, Pho hiéu truong day 4 tiét/tuan.



8, Nhan vién ké toan : Nhan vién ké toan Chiju trach nhiém trudc Hiéu truong vé cong
tac tai chinh, ké toan, ché do chinh sach cho CB, GV, NV va hoc sinh dam bao ding quy
dinh ctua Bo Tai chinh va lut ngan sach. Cac khoan thu chi trong nha truong phai lap ké
hoach cu thé thong qua lanh dao xem xét, ky duyét. Pam bao dung, ddy du va kip thoi
ché do cho can bd gido vién.

9, Nhin vién phu trach thw vién, thiét bi c6 nhiém vu sip xép bd tri phong thu vién,
thiét bi mot cach khoa hoc, hop 1y. quan 1y co sé vat chat, d6 dung, thiét bi day hoc, sach
bao, tai liéu; to chire, huong dan gido vién, hoc sinh muon sach bao, tai li¢u, do dung
mot cach dé dang, khoa hoc. c6 s6 nhat ky hang ngay vé viée stir dung sach bao, tai liéu,
d6 dung day hoc; c6 di hd so s sach theo quy dinh. T6 chitc doc sach c6 hiéu qua. Hang
ky, hang nam nhan vién thu vién, thiét bi t6 chirc kiém ké tai san, sach, tai liéu, thiét bi
va béo cdo cho Hiéu truong. Chiu trach nhiém vé thiét 1ap ho so thiét bi, thu vién nha
truong.

10, Nhan vién y té hoc dwong: Thyc hién tt cong tic chim séc SK ban dau cho HS.
Thuong xuyén kiém tra, danh gia cong tac vé sinh trudng hoc. Kiém tra don déc viéc
tham gia BHYT cua hoc sinh, nim chic s6 hoc sinh chua tham gia BHYT ting giai doan
va bao céo kip thoi khi ¢6 yéu cau.

11, Can bg, nhan vién nha trwong dugc phan cong phu trach mat s6 nhiém vu cu thé,
nhung tuy theo thoi diém c6 thé diéu dong 1am mot sé cong viéc khac theo didu dong,
phan cong ciia Hiéu truong. Pbi v6i nhiém vu duoc phan cong phu trach phai chii dong
1ap ké hoach va t6 chirc thyc hién tét. Nhiém vu nao duoc phan cong khong hoan thanh
thi danh gia mac do khong hoan thanh nhiém vu d6. Pic biét khi dén truong phai dén
trude 15 phut dé thyuc hién nhiém vu cta minh.

12, T6 Chuyén mon dugc thanh 13p theo lién khdi 16p gém T 1, 2, 3 va T6 4-5. T6
chuyén mon c6 6 trudng, to pho; té chuyén mon sinh hoat 2 lan/thang. T6 trudng, to pho
chuyén mén do Hiéu trudong ctr hang nim trong s gido vién dung 16p giang day; T
truong, to phd chuyén mén c6 nhiém vy to chic chi dao cac hoat dong chuyén mon theo
chtic nidng nhiém vu cua to chuyén mon ghi trong Diéu 1é Truong Tiéu hoc. Hang tuan,

to trudng, to6 pho chuyén mon ki€ém tra ho so bai soan, viéc thuc hién chuong trinh, viéc



danh gia hoc sinh cua to vién; tham gia du gio danh gia to vién. Hang thang, to trudng
chuyén moén bao cdo tinh hinh kiém tra trén cho Hiéu truong biét. To trudng, to phod
chuyén mon duoc huéng phu cip chic vu theo quy dinh ciia Nha nuée. Chiu trach nhiém
trude hidu trudng viée quan 1y to chuyén mén minh phu trach, thiét 1ap cac loai ho so cua
t6 chuyén mon theo ding quy dinh.

* T truong chuyén mén duoc giam 3 tiét/tuan, t6 phd chuyén mon dugc giam 1
tiét/tuan, sb thoi gian nay to trudng, t6 phd phai dén trudong lam cong viée quan ly, du
gio, bdi dudng gido vién trong to, lam cac cong viéc khac trong trach nhiém cua to
trudng chuyén mon do hi¢u trudng phén cong.

13, Giao vién nha truong lam vié¢c theo chuc nang , nhiém vu quyén han quy dinh tai
Piéu 1é Truong Tiéu hoc. Hang ngay, gido vién phai dén truong trude 10 phit theo gio
quy dinh dé chuan bi d6 dung day hoc. Trudc khi 1én 16p phai chudn bi ké hoach day hoc
dﬁy du, co chat luong; Chiu trach nhiém trude hi€u trudng vé chat luong giao duc cua
16p minh, mén hoc minh phu trach. Mdi gido vién giang day 23 tiét/tuan theo quy dinh;
t6 chirc hoat dong gido duc ngoai gid 18n 16p; t6 chirc lao dong, vé sinh trudng 16p hang
ngay, hang tuan tai truong; td chitrc hoc tdp nang cao trinh d§ chuyén moén nghiép vu,
nghién ctru, duc rat sang kién kinh nghiém va lam d6 dung day hoc;( néu gido vién lam
cong tac chu nhiém thi dugc giam 4 tiét/ tudn; Khong tinh tiét chao cd cho gido vién chu
nhiém vi tait ca CBGVNV trong nha trudng déu phai tham gia hoat dong chinh tri dau
tuan). Ngoai gid quy dinh, néu gido vién dugc Nha truong diéu dong lam viéc thém gio,
day thém gio thi dugc thanh toan tién lam thém, day thém. Néu nghi viéc khong c6 1y do
chinh dang s€ bi trir lvong theo quy dinh.

14, Can b§, gido vién, nhan vién nha truong khi dugc cur di cong tac thi dugc thanh
toan tién cong tac phi. ( Hiéu trudng; Phé hiéu trudng va nhan vién thi thuce hién khoan
cong tac phi theo thang). Néu di cong tac & tinh hodc S& GD&DT thi tuy theo ndi dung
cong viéc va theo s km duong dé thanh toan theo ché d6 hién hanh.

15, Cén b9, gido vién, nhan vién nha truong dugc nghi cong tac giang day theo quy dinh
ctiia Luat Lao dong. Ngoai quy dinh cua Luat, duoc phép nghi trong mot sb trudng hop

cu thé khic nhung phai dugc sy ddng ¥ ctia Hiéu trudng nha truong va phai tu bd tri day



thay, lam thay hop 1y ( Néu chuyén mon bd tri day thay thi phai trir tién dé tra cho nguoi
day thay)

Néu nghi 1am viéc ngoai Luat lao dong thi chuyén BHXH thanh toan theo quuy
dinh ctia Luat BHXH; Néu chuyén mon cit nguoi day thay thi ngudi nghi phai nap tién
dé tra cho nguoi day 50.000 d/tiét.

Vé danh gia, xép loai va xét thi dua khen thuéng: can b, gido vién, nhan vién nha
truong dugc danh gia xép loai va xét thi dua- khen thudng hang nim theo quy dinh.
(Khong xét thi dua dbi v6i can bo gido vién theo ting hoc ky). Két qua xép loai duoc lay
lam can cir dé xét thi dua- khen thudng. Néu dat tir Hoan thanh tot nhiém vu trd 1én thi
du diéu kién xét danh hiéu lao dong tién tién trd 1én. C4 nhan dat danh hiéu lao dong tién
tién thi duoc khen thudng theo ludt thi dua khen thudng.

IT) Ho so, ché @) bao cdo, sinh hoat:
1, H¢ thong hé so:
- Nha truong, cac bo phan va cé nhan cé trach nhi€ém thyc hién dﬁy da, nghiém tac céac
loai ho6 so quan 1y, hd so chuyén mén theo quy dinh (c6 phu luc dinh kém).
- Quan 1y, luu trit hd so va céc tai liéu theo dung quy dinh cua phéap luat va cac cap co
thAm quyén.
2, Ché dé bdo cdo.
- Hang tudn, vao sang thir 6, ldnh dao trudng hoi y danh gia tinh hinh tuin qua. ban ndi
dung, ké hoach tuén t6i; khi can thiét co thé moi thém céc thanh vién khac c6 lién quan:
+TPT bao cdo v6i Hig¢u trudng tinh hinh thuc hién Noi quy hoc sinh, Thi dua trong tuan.
+Pho hiéu trudng bao cao tinh hinh cong tac trong tuan va théng nhat ké hoach cong tac
tuan t6i véi Hibu trudng.
+ Quy dinh x4y dung va ban hanh ké hoach hang tuan.
- Hang thang:
+ Gido vién chu nhi¢m, gido vién b0 mdn bao cao voi T trudng vao thu 5 tuan 4, T
truong tong hop dé béo cdo voi pho hiéu truong vao thir 6 tuan 4 vé: Tién do thuc hién
chuong trinh, thuc hién bai kiém tra, cong tac du gio, kiém tra va két qua hoat dong cua

9
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to.



+ K¢é toan bao cdo tinh hinh thu, chi kinh phi trong thang. Trinh duyét chimg tir v6i Hiéu
trudng sau khi chi xong.

+ Hang thang Hiéu truéng bao cdo tinh hinh nha trudng vé phong VH-XH vao ngiy 23
hang thang.

3, Thoi gian lam viéc - Ché d¢ sinh hoat - hgi hop - trang phuc

-Thot gian lam viéc:

+ Sinh hoat chdo c& dau tuan: thyc hién vao luc 7 gid (Mua he); 7h15 (Mua dong);

(Toan thé can b, gido vién, nhan vién va hoc sinh chao co).

+ Mua he: Sang vao hoc 7h; Chiéu vao hoc 14h00.
+ Muia dong: Sang vao hoc 7h15p; Chiéu vao hoc 14h.

- Ché d9 sinh hoat- hoi hop:

+ Hop t6 chuyén mon: 2 1an/thang va céc sinh hoat khac khi c6 nhu cau cong viéc.
+ Hop giao ban cudi tudn: vao Sang thir 6 hang tuan

+ Hop hoi dong su pham: 1 1an/thang do Hiéu trudng thong bao.

+ Hop ban Thi dua nha truong: Do Hiéu truong tri€u tap.

- Khong ubng rugu trudc va trong gio 1am viéce, khong hut thude trong khuoén vién co
quan.

-Trang phuc: Trang phuc CBGVNYV theo quy dinh cua nha truong, dam bao dung trang
phuc cong sd. Sang thir 2 chao co trang phuc Nam 4o so mi tring so vin, nit 4o dai hodc
a0 tréng.

C- TO CHUC THUC HIEN

Moi thanh vién nha truong déu phai c6 nhiém vu chap hanh dung theo quy ché nay,
nhitng ¢4 nhan chip hanh tbt thi duoc khen thudng, ci nhan vi pham quy ché thi tuy theo
murc do vi pham s€ bi xur 1y ky luat.

Quy ché nay duogc thong qua Hoi nghi CBCCVC nim hoc 2025-2026; ¢6 hiéu luc tir

ngay dugc thong qua. Moi quy dinh trudc day

Phan Huy Nghia
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