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CEn cf Lu4t Gi6o dpc ngdy 1,4 thing,06 nim 2019; Nghi dinh84l2020AlD-
CP ngiy 171712020 Quy dinh chi ti6t mQt s6 Ei6u ctra Ludt Gi6o dgc;

Cdn cri Thdng tu 3212020/TT-BGDDT ,.Bdy 151912020 cria BQ truong
Bq Gi6o dgc vir Ddo t4o v6 viQc ban hdnh Di6u le trycrqg trung hgc co s6,

truong trung hgc ph6 th6ng vi truong ph6 th6ng c6 nhi6u c6p hqc;

C6n cri Quy ch6 hopt clQng; Quy ch6 lem viQc cria Trudrng THPT Nguy6n

Chi Thanh;

Cdn cti c6c quy6t ainn aiAu dOng, b6 nhiQm c6n bQ quin l)' nha trucmg;

Cdn cri tinh hinh nhiQm vu ndm hgc 2021 -2022.

QUvrcr D[NH:

Oi6u t. Phan c6ng nhiQm vU di5i v6i Higu tru&ng, Ph6 HiQu truong
truong THPT Nguy6n Chi Thanh tir ngiry 01 th6ng 8 ndm 2021nhu sau:

l; NurpM vU cHUNG

HiQu truong vd c6c Pho higu truong (BGH) ph6i dodn. ktit, nh6t tri
thiSng nh6t trong vigc thyc hign c6c c6ng viQc cta d<rn vi, 6t ced6u huong d6n

hoin thenh nhipm vp cria nhd trudng vir vi lgi ich chung cla tflp th6. Trong qr6
trinh thUc hiQn nhigm vg, khi co c6Cv6n dA niy sinh b6t d6ng thi c6c thdnh vi6n

t3!B BGH.phii.{ao g:j :6i nhau AC Ai di5n th6ng ntr6t giai q,ry6t, tranh ss mdu

thudn mdt dodur k6t n6i b6.

- BGH lirm viQc theo gid hirnh chinh n6u nghi viQc ri6ng phii xin ph6p

HiQu trudng (HT) vd b5o c5o v6i ngucri tryc l6nh d4o. C6c thenh vi6n BGH
thgc hiQn dfng theo sy phdn c6ng nhiQm yu; HT, Pho Hiqu truong (PHT) quin
1;f, chi d4o l6n k6 hoach thgc hiQn vi chiu tr6ch nhiQm v6 c6c linh vpc c6ng

viQc minh php tr6ch.

- Hieu tru&ng chiu tr6ch nhiQm xdy dpg ki5 hoach chung, ki5 hoach

chi6n lugc ddi hpn ctra nhA trudrng; Cdc PHT phii chiu tr6ch nhiep x6y dpg kO

hopch ndm hgc cdc mhngminh phg tr6ch vi tham muu cho HT dC thdnh l$p citc

t6,'ba, v6 c6c linh vgc duqc phAn c6ng phq tr5ch, trinh HT vdo dAu ndm hqc di5

th6ng nh6t tri,3n khai c6ng vilc hdng th6rg, hdng tuAn vir b6o c6o, luu gifr h6 so

theo quy dinh.



B) NHIEM VU CU THE

1) Ong: TrAn Hiru Phufc - HiQu tru&ng:

- Phu trirch, guin l;i chung vd chlu tr6ch nhiQm cao nh6t tru6c So Gi6o dpc
vd Ddo tao, tru6c c6p tr6n vd tru6c ph6p luAt vO todn bQ hogt dQng cria nhd truong.

.i
- Tryc ti0p php trdch c6c linh vqc sau:

, l.l. C6ng t6c chinh tri tu tu&ng; Ph6t ng6n ctia nhd trudng; D6i ngopi vd
phdi hqp v6i c6c co quan, t6 chirc dcrn v! ngodi nhd trulng.

1.2. C6ng t6c quy hoach, chi6n lugc; XAy dpg k6 ho4ch ph6t tri6n nhi
trudng, k€ ho4ch gi6o dpc ndm hgc.

1.3. C6ng t6c td chirc bQ mriy, nh6n sU; Ti6p nhfn, chuy6n truong; PhAn

c6ng gi6ng dqy, sip xtlp TKB; l6n lich ldm vi6c tuAn cria don v!.

1.4. C6ngtitc Ai chinh, tei san.
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1.5. Chir tfch c6c HQi d6ng; chtr tri c6c cuQc Hgp, HQi nghi, Giao ban.
.A

1.5. Trgc ti6p quin ly tO Ven phdng.

1.6. Xt li cdc v6n bin thuQc magg KH-TC, TCCB vd mQt s6 vin bin chi
ilpo cliiiu hanh kh6c cta Sd GD&DT, c6p tr6n vir cira chinh quy6n ilia phucrng.

1.7. Ki6m tra vi ky duyQt hd so hoc b4 hgc sinh d6u viro kh6i 10.

1.8. Quin li trang Web cta nhir trucrng.

1.9. Tryc l6nh tlgo.

2) 6ng: Ph4m Huy Thirnh - Ph6 HiQu tru0ng girip HiQu tru0ng phg
tr6ch, ilim nhfn mQt s6 nQi dung c6ng viQc sau:

2.1. Php trdch c6ng t6c dft ligu, Quin ly chdt luqng-CNTT; Quin lli dt
liQu nganh, Smas. Tham muu cho HT.trong viQc s6p x6p TKB, gh6n c6ng gi6ng
dpy, ki6m nhiQm. Qu6n lf vi in sao dO ki6m tra tQp trung tt I tiet tr0 l6n.

2.2.Trubng Ban qua,n sinh, c6ng t6c NQi tru l1 phong d hgc sinh.

2.3. Cdngt6c Tuy6n sinh 10, thi THPT, tuy6n sinh DH-CD-TCCN; Ki6m
tra dinh kj,, KiiSm ffa l4i; B6i dudng thuong xuy6n; DAy nghA, huong nghiep;
D4y th6m hgc th6m.

2.4. C6ngt6c cht nhiem; in 6n c6c lo4i sO aAu bii, s6 di6m danh, phiiiu
di6m, sd chti nhiQm...; Chi dao GVCN ho4n thiQn hd so hgc sinh tr6n Smas;

2.5. Cdngt6c ki5t nghia; COng t6c d6n tQc, c6ng t6c CSVC, thu viQn, thi6t
bi, phuong tiQn dgy hgc.



2.7. Qutn l1f trgc ti6p t6 "Ly, H64 Sinh" vd td "To6n, Tin"; LCn k6
ho4ch t6 chtc ki6m tra hgc k) vn lich kitim tra 1 ti6t trd l6n voi tdt ci c6c b0
m6n. Ki6m tra ky duyQt hgc b4 t<trOi t 0,12.

2.8. Xri lf tri6n khai c5c vdn bin cira phdng Quin lf ch6t lugng-CNTT,
Vdn phong, ming TCCB cria phdng TCCB-CTrTT, ming cn6 ag chinh s6ch

theo nghf .dinhl 16,86 ctra phdng KH-TC, b6o c6o v6i HT vA c6c c6ng viQc tri6n
khai vd k6t qui thUc hien tru6c khi gui vdn bin cho c6c phong ban cria S&.

2.9. Tryc lSnh dao; Thay m4t HT qu6n lf nhd trudng vi gi6i quy6t cAc

c6ng viQc khdc khi HT ph6n c6ng, riy quy6n; PhAi b5o c5o v6i HT vd chiu tr6ch
nhiQm tru6c HT, tru6c c6p tr6n vd tru6c ph6p luat v6 c6c nhiQm vu dugc giao.

3) Ong Biri Quang Einh - Ph6 HiQu tru0ng girip HiQu tru0ng phg
tr6ch, dim nhin mQt s5 nQi dung c6ng viQc sau:

3.1. Huong dan, tri6n khai vd ph6 duyQt todn b0 c6c k6 hopch gi6o dpc
ndm hgc cta c6c t6 chuy6n m6n, bQ m6n vir c6c c6 nh6n. Tham muu cho HT
. .^ a A
trong viQc sdp x6p TKB, phdn c6ng giAng dqy, ki6m nhiQm.

3.2. Tru&ng ban truydn th6ng, quin lf trang Office 365, Facebook cria
nhd truong. Chi dpo viQc thUc hien dpy hgc tr6n ring dung 365 cira GV vd hgc
sinh. Ki6m tra viQc tlSng tii, luu trt c6c vdn bin, kO hoach gi6o dpc cria gi6o

.;. ^vi6n vd c6c t6 tr6n Office 365 vd tr6n Facebook theo quy dinh.

3.3. C6ng t6c Ph6p ch6, tuy6n truyAn, ph6 bitin ph6p lupt; An ninh trdt tu
truong hgc, an toin giao th6ng; Chdng bpo lgc hgc duong, ch5ng tro choi tryc
tuy6n. Cdng t6c phdng ch6y chfra chdy; Phong ch6ng dudi nu6c; Circ cuQc vQn

dQng; Xdy dpg trudng hgc thdn thiQn hgc sinh tich cuc, trulng hgc hpnh phric;
C6ng tdcLao dQng v9 sinh trong vir ngoii khu6n vi6n trucmg lcp.

3.4. COng t6c Kii5m tra nQi b0; Ki6m tra hd so gi5o 5n cria giSo vi6n, t6
chuy6n m6n; Bdi du0ng hqc sinh gi6i; Phu dao hgc sinh y6u k6m.

3.5. C6ng t6c Thi dua khen thuong, khuy6n hgc khuytfn tdi. HDNGLL,
TrAi nghiQm s6ng t4o, Tu v6n hgc ducrng. Gi6o dpc dpo dric vd Kj'luat hgc sinh.

3.6. COng t6c Y ti5 hgc 9**g, Phong ch6ng dich b€nh; Cdng t6c An todrn

vQ sinh thgc phAm, phdng ch6ng dich benh & khu NQi tru hgc sinh, Nhdr 6n vd
Cdn tin trong nhd trudng.

3.7. Quin ly tryc titip t6 "Vdn, Sti, Dia", tO "GDCD, NN, GDTC,
GDQP-AN"; hdng tuAn ki6m ffaky duyQt todn bQ s6 dAu bdi kh6i 10, I l, 12;

Ki6m tra vd kf duyQt hii so hoc bp hgc sinh t<trOi t t.
3.8. Xft l1i, tri6n khai c6c vdn biri cfra phdng GDTrH-GDTX, phong

Thanh tra, ming CTrTT ctra phdng TCCB-CTTTT; b6o c5o v6i HT vd c6c cdng
viQc tri6n khai vi k6t qui thgc hiQn tru6c khi gti v[n bin cho c6c phdng ban

ctra S&.

3.9. Tryc lSnh tlpo; Thay m{t HT qu6n l)i nhe trucrng vd gi6i qry6t c6c
cdng viQc khdc khi HiQu tru&ng phq, c6ng, uy quyAn, ph6i b5o.c5o v6i HT vir
chiu tr6ch nhigm tru6c HT, tru6c c6p tr6n vir trudc ph5p lu4t vO c6c nhiQm vg
dugc giao.
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Di6u 2. C6c Ph6 Hieu truong cdn cri chric ndng nhiQm vp vi quydn hpn.......''..
cfra minh dO l6n kO hoach vi gi6i quy6t c6c c6ng viQc theo linh vuc dugc phdn
c6ng phg tr6ch. Trong qu6 trinh thpc hiQn c6 mQt sO linh vgc nQi dung c6ng
viQc c5c PHT phii trao cl6i ph6i hqrp th6ng nh6t thgc hipn d6 hodn thdnh c6ng
viQc chung cria dcrn vi. Khi th6y cAn thi6t HT sE tryc ti6p chi d4o xu li mQt sd
c6ng viQc ctra PHT vd chiu tr6ch nhiQm vd c6ng vi6c do.

" Hellg th6ng, hdng tuAn c6c thirnh vi6n trong BGH phii 16n k6 hoach c9
th6 chi ti6t viQc thyc hiQn, tri6n khai c6c c6ng viQc vd b6o c6o k6t quA c6c c6ng
viQc d5 tri6n khai thgc hi6n cho HT theo quy dinh. Cdn cir lich tryc lSnh dgo
HT vd PHT thgc hiQn ki6m tra, ghi ch6p vlro s6 Tryc ban c6c hoat dQng gi6o
dpc vd c6c sg vi6c, sU vU diSn ra hdng ngay.

Khi HiQu tru&ng 9,i qi hep ho4c du hQi nghi phii b5o c6o k6t qui nQi

dung cho HiQu truong bi6t tl6 ph6i hgrp chi dpo thUc hien.

C6c Ph6 HiQu tru&ng dugc phdn c6ng o Di'5u I chiu tr6ch nhiQm tru6c
HiQu tru&ng, tru6c c6p tr6n vi tru6c ph6p luAt vO nhiQm vp dugc giao.

Di6u 3: C6c 6ng (bd) c6 t6n 6 Di6u 1 vd c6c bQ phan li6n quan chiu tr6ch
nhiem thi hinh quy6t dinh ndy.

Quy6t dlnh co hiQu lUc tu ngay ky ./ .

IYoi nhfln:

SGD&DT, Cdpuy chi b9 (B/c6o);

HT, PHT (Thi h*t ),
CTCD, BTDTN, TT; (P.hQp, thpc hien);

- Ltnr Van thu.
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