UBND HUYEN PAK MIL  CQONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS Poc 1ap - Tu do - Hanh phuc
NGUYEN CHI THANH

S6: 24 /QD-NCT Dak Lao, ngdy 23 thang 9 niam 2024

‘ QUYET DINH
Ve viéc ban hanh quy ché lam viéc cia nha truong

HIEU TRUONG TRUONG THCS NGUYEN CHi THANH

Can cir Diéu 1¢ trwong trung hoc co 56, trung hoc phé théng va truong pho
théng cd nhieu cap hoc dwoc ban hanh kem theo Thong tw so 32/12020/TT-BGDDT
ngay 15/9/2020 cua B¢ truong Bé Giao duc va Pao tao;

Can ci¢ tinh hinh thuc té cong tac va yéu cau, nhiém vu nam hoc 2024 — 2025
Cua nha truong;

Xét d@é nghj cuia bé phdn chuyén mén,

QUYET PINH:

Piéu 1. Ban hanh kém theo quyét dinh ndy Quy ché 1am viéc caa can bd, gido
vién, nhan vién, hoc sinh truong THCS Nguyén Chi Thanh.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Céc thanh vién tai diéu 1 va cac 6ng co lién quan chiu trach nhiém thi
hanh quyét dinh nay./.

Noi nhén: HIEU TRUONG
- CBGVNV (thyc hién);
- Luu VT.

Nguyén Tién Hanh
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QUY CHE LAM VIEC
CAN BQ, GIAO VIEN, NHAN VIEN, HOC SINH
TRUONG THCS NGUYEN CHI THANH NAM HQC 2024 - 2025
(Ban hanh kém theo Quyér dinhsé /OB - NCT ngay thang 9 ndm 2024
cua Hiéu truong triong THCS Nguyén Chi Thanh)

- Can cu Nghi dinh 04/2015/ND-CP ngay 09 thang 01 nam 2015 cua Chinh
phu vé thuc hién dan chu trong hoat dong ctia co quan hanh chinh nha nuéc va don vi
su nghiép cong 1ap;

- Can cu Diéu 1€ truong trung hoc co s, trung hoc phf) thong va trudng phd
thong c¢6 nhi€u cap hoc dugc ban hanh kém theo Thong tu s6 32/2020/TT-BGDDT
ngay 15/9/2020 ctia B truong Bo Gido duc va Dao tao;

- Can ctr Thong tu s6 11/2020/TT-BGDBT ngay 19 thang 05 nam 2020 ciia Bo
Giao duc va Pao tao vé Hudng dan thuc hién dan chu trong hoat dong cta co s& gido
duc cong lap;

- Can cu Luat Gido duc va Diéu 16 Truong Trung Hoc va cac vin ban phap
qui hién hanh lién quan dén hoat dong gido duc — dao tao;

- Cén ctr Chi thi 13/CT-UBND, ngay 03/10/2022 cia UBND tinh Bk Nong vé
vigce tang cuong trach nhiém trong thuc thi cong vy, nhiém vu cta can by, cong chirc,
vién chtrc trén dia ban tinh dak nong;

Pé thuc hién thing loi nhiém vu trong tim cua nha truong va ké hoach do
Phong GD&DT bak Mil giao trong ndm hoc 2024 - 2025. Truong THCS Nguyen
Chi Thanh ban hanh qui ché lam viéc doi voi CB, GV, NV, HS nha truong véi
nhiing nd1 dung nhu sau:

CHUONG |

NHUNG QUY PINH CHUNG

Pi¢u 1: Truong THCS Nguyén Chi Thanh 14 co s& gidao duc cua hé thong gido
duc qudc dan, t6 chuc theo loai hinh cong 1ap.

Piéu 2: Truong THCS Nguyén Chi Thanh chiu trach nhiém tryc tiép trudc cua
Phong GD&DT Dak Mil, vé viéc thuc hién cac hoat dong gido duc, co s& vat chat,
cég hoat dong giang day, hoc tap cia gido vién, hoc sinh va hoat dong cua cac doan
thé trong nha truong.

Piéu 3: Hoat dong cua truong duogc thug hién theo hudng dan cua S6 GD&PT
bak Nong, Phong GD&DT bak Mil va hé thong cac van ban phap qui hién hanh c6
lién quan dén hoat dong giao duc va dao tao.

Piéu 4: qu cAu to chirc cia truong duoc thuc hién theo qui dinh ciia Nganh va
qui dinh duyét K€ hoach hang nam cta Phong GD&DT Dak Mil.



CHUONG I
PHAM VI GIAI QUYET CONG VIEC CUA TRUONG

Piéu 5: Truong THCS Nguyén Chi Thanh 1am viéc theo ché d6 Thu trudng,
Hiéu trudng 1a ngudi cd thAm quyén cao nhat trong viée thuc hién chirc ning, nhiém
vu va chiu trach nhiém truéc Truéng Phong GD&DT Dak Mil. Hiéu truéng chiu
trach nhi¢m lanh dao, quan 1y, chi dao chung cac hoat dong cua truong, déng thoi
chiu trach nhiém thyc hién mot sd cong tac kiém nhiém cua nganh theo phan cong
cua Phong GD&DT bak Mil.

Piéu 6: Gitp viéc cho Hiéu truong c6 cac Phé hiéu truong va céc to Truong
chuyén mén (duoc bb tri hang nam theo qui dinh duyét bién ché ciia Phong GD&DPT
Pik Mil) va cac doan thé trong nha trudong (Cong Poan, Podan Thanh Nién, Ban dai
dien CMHS, Déi TNTP HCM,. . .). Pho hiéu truéng dugc Hiéu truong phan cong chi
dao cong tac chuyén mon chung cua nha trudng, chiu trach nhiém tryc tiép trude
Hiéu trudng va cung chiu trach nhiém trude Phong GD&PT Diak Mil vé phan nhiém
vu dugc phan cong.

Diéu 7: Cac t6 chuyén mén cua trudng dugc chia theo h¢ dao tao va bo mon
giang day, cac t6 trudng chuyén mon chiu trach nhiém t6 chuc, diéu hanh hoat dong
ctia to, theo ddi ngdy gid cong cua cac td vién, thuc hién cic nhiém vu theo su phan
cong cua Hiéu trudng, Pho hiéu trudng phu trach chuyén mon va chiu trach nhiém
chinh vé cong viéc ctia minh trude Hiéu truong va Phé hiéu trudng phu trach chuyén
mon cua truong.

CHUONG I
LE LOI LAM VIEC

Piéu 8: Thoi gian lam viée

a) HT, PHT, CB van phong, CB phuc vu lam viéc theo gio hanh chanh (6 ngay
trén tuan)

b) GV, HS giang day, hoc tap theo thdi khoa biéu va cac ké hoach hoat dong
cua nha truong.

Piéu 9: Hiéu truéng

a) Truc tiép bao cdo véi Truong Phong GD&DT khi Phong GD&DT dén kiém
tra cong tac clia trudong va truc tiép 1am viéc véi cic co quan vé nhiing cong viée co
lién quan dén cong tac gido dyc cta trudng.

b) Chiu trach nhiém chung moi hoat ddng cua nha truong va truc tiép chi dao
cong tac hanh chinh, cong tac to chuec, to trudng to chi nhiém, trudng ban thi dua, ky
luat cia nha truong.



¢) T6 chirc bd may nha truong, xay dung ké hoach, phan cong phan nhiém dau
nam hoc, t6 chirc thuc hién nhiém vu nam hoc. Phu trach cudc van dong “Hoc tap va
lam theo tam guong dao dirc H6 Chi Minh”.

d) Quan Iy GV-NV-HS, phan cong, kiém tra, danh gia viéc thuc hién nhiém vu
giao vién, nhan vién.

e) Chu tai khoan, Quan ly hanh chinh, tai chinh, tai san ctia nha trudong va cac
loai ho so ctia nha truong.

Piéu 10: Phd hiéu trwéng

a) Cung Hiéu truong chiu trach nhiém chung voi cp trén vé phan viéc duoc
giao.

b) Truc tiép chi dao cong tac chuyén mén trong nha truong, xay dung ké hoach
chuyén mon, t6 chirc thuc hién ké hoach chuyén mon nam hoc va dugc phan cong tur
dau nam hoc.

¢) Phu trach Céng tac Pho Cap, cong tac KDCLGD, cong tac tuyén sinh, cting
Hiéu trudng quan Iy GV-NV-HS, phan cong, kiém tra, danh gia viéc thuc hién nhiém
vu GV-NV, cing GV kiém tra danh gia HS. Phu trach cac cudc van dong “Mdi thay,
co gido la tam guong dao dirc tu hoc va sang tao” va cudoc van dong “Hoc tap va lam
theo tim gu:ong dao dic H6 Chi Minh”, “D6i méi phuong phap giang day, kiém tra
danh gia”.

d) Quan 1y céc loai hd so chuyén mon cia nha truong: Goi tén ghi diém dién
tir, hoc ba, s6 dau bai, PPCT, ho so tuyén sinh, s6 kiém tra, danh gia cong tac chuyén
mon cua GV,...

e) Chi dao cong tic Thu vién — Thiét bi, cong tac lao dong. Cung Hiéu trudng
tham muu vo1 cac cap 1anh dao va phu huynh dé co6 kinh phi xay dung co s& vat chat
nha truong.

Pi¢u 11: Té truwdng chuyén mon

a) Quan ly giao vién thudc t6 minh phu trach. Xay dung ké hoach hoat dong
chung cta to, hudng dan xay dung va quan 1y ké hoach ca ‘nhan cua t6 vién theo ké
hoach day hoc, phan phdi chuong trinh va cac qui dinh vé& chuyén mén cta nganh
gido duc.

b) Tham muu phan céng day thay cho Pho hiéu truong khi to vién bi dm hay
nghi c6 ly do duoc Hiéu truong cho phép. T6 chutrc boi dudng chuyén mon, nghiép

vu, t6 chirc kiém tra danh gia chat luong thuc hién nhiém vu cia td vién theo ké
hoach cta nha truong.

¢) T6 chuc xét chon GVG, HSG va k1em tra danh gia chat lugng hoc tap bo
mon cua HS theo dinh ky, tir 46 dé xuat va to chirc cac chuyén dé trong to.

Piéu 12: Gido vién B$ mon, GVCN

a) Giang day va gido duc HS theo ding chuong trinh, ké hoach day hoc; thuc
hién day du céac qui dinh vé ho so gido vién va qui ché chuyén moén theo qui dinh ctia
nha truong, tham gia cac hoat dong cua t6 chuyén mon.
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b) Quan 1y HS trong cac hoat dong gido duc do nha trudng to chirc va tham gia
cac hoat dong ngoai khoa, lam cong tac cong tac Phod cap THCS khi duoc phan cong.

_€) Tich cyc rén luyén dao dire, hoc tap vén hoa, bdi dudng chuyén mén nghiép
vu d€ nang cao hi¢u qua giang day va gido duc HS. Gilr gin phdm chat, uy tin nha
gido, guong mau trudc HS, doan két giup do dong nghiép.

d) Tim hiéu ndm vitng HS vé moi mit, gido duc sat doi tuong, thuc déy su tién
b0 cua ca lfﬁp, cong tac chat ch€ voi phu huynh, vai Do1 TNTP HCM, Doan TNCS
HCM cac t6 chtrc xa hoi ¢o6 lién quan trong giang day va gido duc HS.

e) Kiém tra, nhan xét, danh gid HS theo qui dinh, dé xuét khen thudng, ky luat,
1€n 16p, luu ban, thi lai va hoan tat viéc ghi s6 di€ém, hoc ba HS.

f) Bao céo dinh ky hay dot xuat tinh hinh ctia 16p, ciia hoc sinh, duyét noi dung
sinh hoat vé1 Hiu truong vao thir 6 hang tuan.

7 g) Lén 16p trude 5 phit dﬁu gid hoc; riéng GVCN 1én 16p trude 15 dau gid hoc
3 budi/tuan; thuc hién du cac ti€t sinh hoat va hoat dong ngoai gid 1én 16p.

* Nhirng viéc GV dwoc biét va tham gia y kién

1) Chu truong, chinh sach, ché do, qui dinh str dung CSVC, nang ngach, nang
luong,...

2) Giai quyét khiéu nai, t6 céo, tuyén sinh, qui ché thi, cac bao céo so, téng két,
nhan xét, cong tac thi dua khen thudéng, cong tac danh gia CBQL, GV hang nam,...

Piéu 13: Hoc sinh

a) Kinh trong thay co gido, doan két giup d& ban bé, phat huy truyen thong tot
dep cua nha truong, thuc hién tot ndi qui nha trudng, chap hanh cac qui tic trat tu, an
toan xa hoi.

b) Hoan thanh nhiém vu hoc tip, rén luyén theo yéu cau gido vién va cua nha
truong, duoc hudng cac quyén 191 theo di€u 1€ truong Phd thong.

¢) Puoc tham gia ¥ kién vé ndi qui, qui dinh, cac phong trao thi dua, cac hoat
dong, t6 churc hoc tap, giang day trong nha truong cé li€én quan dén ngudi hoc.

Piéu 14: C4c doan thé trong truong

a) T6 chirc cac hoat dong & trudong theo ké hoach cép trén va ké hoach nha
truong.

b) Phéi hop v6i nha truedng trong viéc t6 chuc, thuc hién qui ché dan chu.

c) Nang cao chat lugng sinh hoat ctia cac doan thé, dan chu ba‘m‘ bac cac chu
truong, bién phap thuc hién cac nhi¢ém vu cia nha truong ding ‘tinh than Nghi dinh
04/2015/ND-CP ngay 09 thang 01 nam 2015 cua Chinh phu vé thuc hién dan chu
trong hoat dong cia co quan hanh chinh nha nudc va don vi su nghiép cong 1ap.

Piéu 15: Ban dai dién Cha me hoc sinh

a) Moi 16p c6 mot ban dai dién cha me hoc sinh 16p, ) lugng ban dai dién cha
me hoc sinh 16p cua 16p c6 3 nguoi. Toan trudong thanh 1ap Ban dai dién PHHS cua
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truong gdm c6 78 thanh vién. Trong d6 c6 thuong truc BBD CMHS trudng gdm 5
thanh vién va cac uy vién ban dai dién. Nhiém ky ctia Ban dai dién cha me hoc sinh
1a mot nam hoc.

'b) Ban dai di¢én CMHS ¢6 trach nhiém thu thap ¥ kién dong gop cia cha me
HS dé cung nha trudng giai quyét nhitng ndi dung cong viéc c6 li€n quan dén su phoi
hop gitra nha truong, gia dinh HS trong viéc gido duc HS.

b) Van dong cac bac cha me HS thuc hién cac chu truong, chinh sach, ché do
ma HS dugc huong hodc nghia vu HS phai dong gop theo qui dinh va cac hoat dong
xa hoi hoa giao duc ¢ dia phuong, dé tang cuong CSVC truong hoc.

’ ‘C) Truc tiép phan anh, trao d6i, dong gop ¥ kién voi nha truong, GVCN vé cac
van dé co lién quan dén cong tac gido duc trong nha truong.

Piéu 16: Hanh vi, ngdn ngir ing xir, trang phuc giao vién va hoc sinh

1) Giao vién:

’ a) Hanh vi, ngdn ngit ing xir gido vién phai chuan muc, c6 tic dung gido duc
do1 vo1 hoc sinh.

b) Trang phuc gido vién phai chinh t&, phu hop véi hoat dong su pham, theo
quy dinh cua Chinh pha. Pong phuc vao ngay thir 2 hang tuan: Nam ao vét hoac So
mi cO caravat; Nir 4o dai hoac vét nir.

C) Xay dyng moi truong van hoéa va than thién trong nha trudng, than thién
trong giao tiép voi dong nghiép, phu huynh va hoc sinh.

d) Chap hanh nghiém tic sy phan cong, diéu dong, moi hop, tridu tap cua lanh
dao nha trudng, cap trén,...

2) Hoc sinh:

a) Hanh vi, ngon ngir tng xur phai 18 phép véi Thay co, ngudi 16n tudi, than
thién véi ban beé.

b) Trang phuc chinh t&, phu hop véi hoc sinh; 40 dong phuc theo quy dinh,
khong ban quan day ngan, di dép khong c6 quai hau.

Piéu 17: Nhirng viée khdng dwge 1am

a) CB-GV-NV: Khdng udng ruou, bia va sir dung céc chét kich thich khac, khi
dang tham gia c4c hoat dong gido duc trong nha truong; st dung dién thoai khi dang
giang day trén 16p, trong hoi hop.

b) Khong dugce sur dung thoi gian 1am vi€e, giang day vao viéc riéng nhu tu tap
di an sang, uéng ca phé, khong hut thuée 1a trong nha truong, khi hoi hop tuyét doi
khong n6i chuyén riéng, lam mat trat tu.

‘ c) CB- GV- NV: Nghiém cam xtic pham danh dy, nhéan pl}ém, than thé HS va
dong nghiép; cam gian l1an trong thi ctr, ki€m tra, danh gia, tuyén sinh va day thém
trai qui dinh.



d) Xuyén tac ndi dung gido duc, day sai ndi dung kién thirc, khéng ding véi
quan diém, duong 161 gido duc cua Pang va Nha nudc ViétNam; Khong dugce tham
gia vao cac hoi, nhom,... ma nha nudc chua cap phép hoat dong; Bo gio, bo budi
day, tuy tién cat xén chuong trinh gido duc.

e) Hoc sinh: Cam vo 18, x1q’1c pham danh du, nhan phém, than thé GV va hoc
sinh khac; cam gian lan trong ki€m tra, thi ctr; lém Viég khac, st dung dién thoai di
dcf)pg hodc méy nghe nhac trong gio hoc; hut thuoc, uéong ruou bia va sir dung cg’tc
chat kich thich khac khi tham gia cac hoat dong giao duc,... Luu hanh sir dung cac an
pham ddc hai, doi truy, dua thong tin khong lanh manh 1én mang, choi géc tro chgi
mang tinh kich dong bao luc, tinh duc; tham gia cac t¢ nan xa hdi, mac quan day ngan
va 4o quan khac khong dung quy dinh.

Picu 18: Khen thwéng — ky luat

a) CB-GV-NV va HS co thanh tich dugc khen thudng cac danh hi¢u theo tiéu
chuan thi dua ctia nha trudong va cap trén dé€ ra trong nam hoc.

b) CB-GV-NV va HS vi pham céc quy dinh thi tuy theo tinh chat va murc do vi
pham s€ b1 xur Iy theo qui dinh vé xur phat hanh chinh trong linh vyc gido duc va theo
noi qui nha truong.

CHUONG IV
CHE PO HOI HQP —- THONG TIN BAO CAO

Picu 19: Mbi cudc hop do truong tridu tip phai co sy thong nhat ctia Hiéu
truong. Qui dinh cac cudc hop thuong xuyén trong thang nhu sau:

a) Hop BGH: M&i tuan 01 lan.

~ b) Hoi y ban thuong truc (BGH, Chi Bg, Cong Doan, TPT Hgi, TTCM): Dot
suat hodc dinh ky trude khi hop Hoi dong nha truong (Moi thang mot 1an).

¢) Hop hoi dong nha truong (HDSP): Mdi thang 01 lan. Tat ca CB-GV-NV déu
tham du dang gio. Hop vao tuan 1 hang thang.

d) Hop chuyén mon: M(:)i‘théng 01 lan. T4t ca CB-GV giang day cac mén hoc
(C6 the long ghép voi hop hoi dong).

e) Sinh hoat t6 chuyén moén: 02 lén{théng. Hop theo ting t6, cac thanh vién
trong t6 phai tham dy. Hop vao tuan 1 va tuan 3 hang thang.

f) Riéng to van phong hop mdi thang 01 1an, ngoai ra c6 thé co cac cudc hop
do Hi¢u trudng tru tri dot suat.

~ Céc cudc hop trén néu c6 thay doi vé thoi gian thi Higu truéng s& thong bio cu
thé tai phong hoi dong.

Piéu 20: Khi cg’m bo, gido vién, nhan vién bi dm hoic gia dinh c6 cong viéc
phai nghi viéc tir 01 dén 03 ngay thi phai c6 don xin phep trude khi nghi mét ngay.
Khi t6 chuyén moén bo tri day thay va BGH cho phép thi méi duoc nghi, néu nghi tur
03 ngay trd 1én phai c6 don xin phép Phong GD&DT Dik Mil thi méi dugc nghi.
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Néu nghi dot xuét 1 budi thi bao bﬁng dién thoai cho BGH, t6 truédng va viét don xin
phép sau.

Di;’%u 21: Truong THCS Nguyén Chi Thanh c6 trach nhiém thyc hién nghiém
chinh ché d6 bao cao thuong xuyén hoac dot xuat vdi Phong GD&DPT bak Mil; theo
qui dinh, cac bao cdo phai do Hiéu truong hoac Pho hiéu trudng ky.

CHUONG V
TO CHUC THUC HIEN

Piéu 22: Qui ché nay thay thé cac qui ché di ban hanh nim hoc truéc va co
hiéu luc ké tir ngay ky, Can b0, gido vién, nhan vién, hoc sinh va cac t6 churc trong
nha truong chiu trach nhiém thi hanh qui ché nay. Trong qua trinh thuc hién c6
nhiing van dé phat sinh méi can dugc diéu chinh, bd sung, thi phai dugc thong qua va
thong nhat trong hoi dong nha trudng.
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