UBND XA AN LONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC TAN LONG Déc 1ap - Tw do - Hanh phuc
S6:08 /QD - THTL An Long, ngay ¢/ thang & nam 2025
QUYET PINH

Vé viéc Phan cong nhiém vu Cong tac ciia Hiéu trwéng va Phé Hiéu truéng

HIEU TRUONG TRUONG TIEU HQC TAN LONG

Can cik théng tw s6 28/TT-BGDDT ngay 4 thang 9 ndam 2020 ciia B6 Gido
duc va Ddo tao vé viéc ban hanh Piéu 1¢ truong tiéu hoc quy dinh chuc nang,
nhiém vu va quyén han cua Hiéu truong truong tiéu hoc;

Can cir thong tw s6 20/2023/TT-BGDPT ngay 30 thing 10 nam 2023 ban
hanh quy dinh vé Vi tri viéc lam, co cau vién chite theo CDNN va dinh mirc s6
lirong nguoi 1am viéc tai ché dé lam viéc doi véi gido vien;

Can cir thong tw s6 09/2025/TT-BGDPT ngay 12 thang 06 ndm 2025 quy
dinh phan quyén, phan cdp va phdn dinh tham quyén thuc hién nhiém vy qudn 1y
nha mieéc cua chinh quyén dia phwong 2 cdp doi véi giéo duc phé thong;

Can cir Quyét dinh sé 16/2023/0D-UBND ngay 01 thing 07 ndam 2025
ban hanh vé viéc té chite trieong Tiéu hoc Tan Long tryc thugce iy ban nhan dan
xa An Long;

Can civ ké hoach phadt trién gido duc cia Truong Tiéu hoc Tdan Long
trong nam hoc 2025-2026;

Can cit vao tinh hinh thuce té cia don vi.

QUYET PINH:

Piéu 1. Nguyén tic phin cong va thwe hién cong tic cia Hiéu truéng
va cac Pho Hiéu trwéng

1. Hi¢éu trudéng chiu trach nhiém toan dién truéc Chu Tich cua Uy Ban
Nhén dan xa va S¢ Giao duc , trudc lanh dao cac cap vé thuc hién chirc nang,
nhiém vy, quyén han cua Hiéu trudéng theo qui dinh tai Thong tu Ban hanh Diéu
1€ truong Ticu hoc.

2. Pho Hiéu truong gitp Hicu truong chi dao, thuc hién tung linh vuc
cong tac va theo ddi mot sb to chae, doan thé trong nha truong duoc Hicu
truong phan cong; duoc sir dung quyén han cua Hiéu truong dé giai quyet mot
s0 cong viéc, chiu trach nhiém trudc phap luat va truée HiGu truong vé cac
quyét dinh cua minh. Pbi v6i nhimg van dé ‘quan trong, phirc tap hodc nhay
cam, can xin ¥ kién Hiéu truong trudc khi quyét dinh.

3. Pho Hiéu truéng la nguoi giap viée cho hiéu trudng va chiu trach
nhiém truéc hiéu trudng; chiu trach nhiém diéu hanh cong viéc do hiéu truong
phan cong; diéu hanh hoat dong cta nha truong khi duoc hiu truong uy
quyén.Ngoai cac nhiém vu, linh vuc cong tac cu thé dugc phan cong tai Quyét
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dinh nay, Ph6 Hi¢u trudng con thuc hién mot s6 nhiém vu khac do Hiéu trudng
phan cong.

4. Trong qua trinh giai quyét céng viéc, Pho Hiéu truong phdi hop, trao
ddi va hd tro, dam bao moi hoat dong ctuia Nha truong duoc thyc hién hi¢u qua,
dung ké hoach va bao céo két qua da thyc hién dén hiéu trudng.

5. HiGu truong va Pho Hiéu truong khong lam thay cac cong viéc da phan
cap hodc thudc trach nhiém glal quyét ctia cac to chuyén mén, to hanh chinh va
cua can bg, gido vién, nhan vién.

6. Hang tudn hozc khi can thiét, Hiéu truong va Phé HiGu truong hop giao
ban dé thong nhat cong viéc chi dao (néu c6), két qua thuc hién, cac van dé dang
vuong mac, hodc cac cong tac khac ma Hi¢u truong thdy can trién khai t6i toan
thé can bo, gido vién, nhan vién nha trudong.

Picu 2. Phian cong nhiém vu cu thé cia Hiéu trwong va Phé Hiéu
truong

1. Hiéu truong P6 Huyén Thuc Nitr Thuy Biing Chau

a)Quan 1y va diéu hanh gido duc: Xay dung quy hoach phat trién nha

truong; xay dung ké hoach va t6 chirc thuc hién ké hoach gido duc; ké hoach
DTHT; Ké hoach day hoc 2 bu01/ ngay Bao cdo, danh gia két qua thuc hién
trude Ho1 dong truong va cac cap c6 thAim quyén. T6 chirc kiém tra danh gia
chét lugng; T chire, giam sat vi¢c thuc hién chuong trinh gido duc; Pam bao
moi truong hoc tap tich cuc, ky cuong va an toan.

b) Quan ly doi ngli gido vién va nhan vién

+Tuyén dung, phan cong va danh gia hiéu qua 1am viéc cua gido vién,

nhan vién;

+Tb chirc cac hoat dong bdi dudng chuyén mon cho doi ngu;

+ Thanh 1ap cac t6 chuyén moén, to van phong va cac hoi dong tu van
trong nha truong; quyét dinh bd nhiém to trudng, to pho.

+ Phan cong, quan li, danh gia, xép loai; tham gia qua trinh tuyén dung,
thuyén chuyén; khen thuong, thi hanh ki luat ddi voi gido vién, nhan vién theo
quy dinh.

+ Chi dao truc tiép hoat dong Phap ché; Ngay phép luat, Cac cudc van
dong phong trao ctia nganh, thi dua, Hoat dong D61 TNTP HO Chi Minh va
Poan TNCS Ho Chi Minh, Tryc tiép giai quyét cong viéc hing ngdy trong tuin.
Quan 1y chung cong tac ban tra. Hoi dong truong. Hoi Chir thap do-Y té. Cong
tac PCCC Quan ly chung va chi dao cong tac Chuyén d6i s6 (phan mém hod so
quan ly diéu hanh van ban dién tu; ho so hoa, phan mém CCVC, CSDL nganh,
phan mem Temis; tuyén sinh truc tuyen hoc ba s6; phan mém ké toan, ...);Quan
Iy y té hoc duong; Thanh l1ap hoi dong chuyén moén, hoi dong thi dua khen
thuong; thuc hién Cac cugc van dong phong trao cua nganh; Thuc hién quy ché
dan chu co so. Kiém tra, gidm sat tat ca cong viéc cua CB,GV,NV trong don vi
khi can thiét, theo ké hoach. La ngudi duge quyén tra 10i phat ngon thong tin
cua don vi khi can thiét.

+ Giai quyét cAc mau thuin ndi bd (néu cb).
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¢) Quan 1y hoc sinh: Quan 1i va ddm bdo hoc sinh hoc tap, rén luyén theo
dung quy dinh; Chi dao viéc kiém tra ddnh gid, phé duyét két qua danh gia,
danh sach hoc sinh 1én 16p, &

lai 16p; xac nhan viéc hoan thanh chuong trinh tiéu hoc cho hoc sinh trong
nha truong va cac doi ‘tuong khac trén dia ban truong phy trach; quyet dinh
khen thudng, ki luat; tiép nhén, giéi thiéu hoc sinh chuyén truong; Phéi hop voi
phu huynh trong cong tac gido duc hoc sinh; Xt 1y cac tinh hudng vi pham noi

quy, ky luat;

d)Quan 1y tai chinh va co s& vat chat: Quan 1y ngan sach, cac khoan thu —
chi dung quy dinh; Xay dung, tu bd va phat trién co sd vat chit ciia nha truong;
Gidm sat viéc st dung thiét bi, d6 dung day hoc; La chu tai khoan cua truong,
cong tac td chirc can bd, co s& vat chat, cong tac doi ngoai; Quan li, tu sua bo
sung co s& vat chit ctia nha truong.

d)Quan hé ddi ngoai va phat trién nha truong: Lam viéc véi cac co quan
quan 1y gido duc, chinh quyén dia phuong; Kéu goi tai tro, hop tac phat trién céc
chuong trinh gidao duc; DPai di¢n nha truong trong céac su kién chinh thirc.

Thue hién x4 hoi hoa giao duc, phdi hop to chirc, huy dong cac luc luong xa
hoi cung tham gia hoat dong giao duc, phat huy vai tro cua nha truong d6i véi
cong dong. Chiu trach nhiém trude cap trén.

Thuc hién quy ché dan chu co sé va tao diéu kién cho cac t6 chirc chinh tri -
xa hoi trong nha truong hoat dong nham nang cao chét luong giao duc;

e) B4o c4o, kiém tra va dam bao chit luong

Béo cao cong tac voi UBND Xa& /s¢ giao duc theo dinh ky. Tb chic tu
danh gia va kiém dinh chat luong gido duc. Thuc hién thanh tra, kiém tra ndi bo
nha truong.

f) Tham Dy cac 16p bdi dudng vé chinh trj, chuyén mon, nghiép vu quan Ii;
tham gia giang day binh quan 2 tiét trong mot tuan; dugc hudng che d6 phu cap
chirc vy, phu cdp wu ddi theo nghé, phu cdp tham nién va cdc phu cdp khdc theo
quy dinh cua Chinh phu;

2. Ph6 Hiéu truwéng Tran Thi Minh Hanh

a)Nguoi phu gitp viéc cho Hiéu truong. Chiu trach nhiém diéu hanh cong
viéc do Hiéu truong phan cong.

b) Diéu hanh hoat dong ctia nha truong khi duoc Hiéu trudng uy quyen.

¢) Du céc 16p boi dudng vé chinh tri, chuyén mon, nghiép vu quan li; tham
gia giang day binh quéan 4 tiét trong mot tuan; dugc huong ché do phu cap chire
vu, phy cdp wu ddi theo nghé, phu cdp tham nién va cdc phu cdp khdc theo quy
dinh cua Chinh phu.

d) Truc tiép chi dao quéan 1y cong tac Chuyén mén- Ban tra: Lam viéc tryc
tiép cac to truong chuyén mon; phu trach truc tiép hoat dong chuy@n mén; Phan
cong gido vién day thay sau khi Hi€u truéng duyét nghi; cong tac tam ly, Hoc
sinh nghéo, HS dan toc, khuyét tat, hd so sd sach gido vién, hd so hoc sinh, sd
chi nhiém, s6 ban giao hoc sinh, s6 danh gia chat lwong hoc sinh...Hdi khuyén
hoc, Cong tac PCCC; ATGT; Cong tac gido duc phong chéng ma tay, AIDS,
mai dam; tac hai cta ruou bia, thude 14; Ké hoach hanh chinh. Ghi chép s6 nhat
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ky hing ngdy cac budi trong tudn cuia BGH( néu co). Cong tac KbCL-CQG;

Quan ly chi dao cong tac thu vién- thiét bi- CNTT; Cong tac chuyen d6i s6 hd so
hoa, phan mém CCVC, CSDL nganh, phan mém Temis; tuyén sinh truc tuyen

hoc ba s6; EQMS);, nhiing viéc lién quan chét luong chuyén mon + két qua gido
duc; Quan ly CTPT 2018; chuong trinh GD STEM, ky nang song Ky duyét ké
hoach bai day trén good Drive; ky duyét ké hoach t6. Ky duyét ké hoach phong
trao chuyén mén... Nhitng cong viéc lién quan hoc tap, boi dudng chuyén dé,
quan Iy ho so BDTX, chat lugng chuyén mon.

e) Tham muu cho Hiéu trudng trong viéc ra quyét dinh, ké hoach, bao céo
cac hoat dong cac hoi thi lién quan dén chuyén mon. Quan 1y, theo ddi ké hoach
du gid thao giang cua cac khoi, chiu trach nhiém quan ly chuyén mén, chét
luong glao duc cua truong. Lén lich cac tiét thao giang hoi déng cua mdi gido
vién va 1am co s¢ dé danh gia chuan nghé nghiép GVTH, ban giao chat lwong
giao duc hoc sinh tir giao vién day lop duoi cho gido vién day lop trén, tw truong
tiéu hoc 1én truong trung hoc co s6.

f) Lén thyc don hang tuan, thuc don phan mém c6 duyét cua hiéu truong.
Chiu trach nhiém ho so ban tri.

g) Chiu trach nhiém truc tiép ra dé thi (vé ndi dung, vé cau truc, khau k¥
thuat trong viéc danh may dé thi; bao mat dé thi dé thi cta timg khdi 16p); va bao
céo dén Hiéu truong.

h) Quan ly, kiém tra cac loai hd so kém theo khi hoc sinh chuyén di, chuyen
dén nhu: gidy ching nhén hoan thanh chwong trinh, khai sinh, PC-XMC,
Phoi hop véi HT giai quyét thil tuc hanh chinh do céc truong hop nhap hoc cia
hoc sinh da dugc HT tiép nhan.

1) Thuc hién cac nhiém vu khac theo su phan cong cua Hiéu truong.

j)Chiu trach nhiém trudc Hiéu trudng vé quan 1y chuyén moén- ban tri va cac
cong tac khac duogc giao va cung Hiéu trudng chiu trach nhiém trudc cap trén.

Pi¢u 3. Hiéu lwc thi hanh

1. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ki..

2. Hi¢u truong, Phé Hi¢u truong, to chuyén mon, céc td chirc, doan thé va
tap thé céan bo, gido vién, nhan vién nha truong chiu trach nhi¢m thi hanh Quyét
dinh nay./.

Noi nhdn:

- UBND xaAn Long; (dé b/cao);
- Nhu Piéu 3;

- Luu: VT.

P& Huyén Thuc Nit Thuy Bing Chau



		2025-08-26T17:09:54+0700


		2025-08-26T17:29:13+0700


		2025-08-26T17:29:13+0700


		2025-08-26T17:29:13+0700


		2025-08-26T17:29:13+0700




