PHONG GD BT BONG THIEU CONG HOA XA HOI CHU NGHTA VIET NAM

TRUONG TH HONG THAI BONG Poc 1ap - Tu do - Hanh phc
S6: 52/TB-THHTD Hong Thai Dong, ngay 21 thang 8 nam 2024
THONG BAO

Cong khai Nghi quyét HOi déng trwong phién hop thr nhat nam hoc 2024-
2025; Quyét dinh phé duyét Ke hoach giao duc; Quyét dinh phan céng nhiém
vu CBGV, NV nha trweong nam hoc 2024-2025

Can ct Nghi dinh s6 04/2015/ND-CP ngay 09/01/2015 “Nghi dinh vé thuc
hién dan chu trong hoat dong co quan hanh chinh nha nuéc va don vi su nghiép
cong lap ”cua Chinh Phu;

Céan clr Théng tw s6 09/2024/TT-BGDDT ngay 03 thang 06 nam 2024 cua
B0 trwdng BO Gido duc va Dao tao Quy dinh vé cang khai trong hoat déng cla cac
co s@ giao duc thudc hé théng giao duc qudc dan;

Can ctr Thong tv s6 11/2020/TT-BGD&DT ngay 19/05/2020 clia B6 Giao
duc va Pao tao vé viéec Hwdng dan thuc hién dan chd trong hoat déng cla co s&
giao duc cong lap;

Can ct Théng tw 28/2020/TT- BGDBT ngay 04/09/2020 Théng tw ban hanh
Piéu Ié trvong tiéu hoc;

Céan clr Cong van s6 1442/PGD&DT ngay 20/08/2024 cua Phong GD&DT
vé viéc hrdng dan thuc hién nhiém vu giao duc tiéu hoc, nam hoc 2024-2025;

Can cl Quyét dinh s6 177 /QD-THHTD ngay 21 thang 08 nam 2024 cla
ti-wong Tiéu hoc HOong Thai Bong vé viéc cong khai Nghi quyét HOi dong trudng
phién hop tht nhat nam hoc 2024-2025; Quyét dinh phé duyét K& hoach giao duc;
Quyét dinh phan céng nhiém vu CBGV, NV nha trwvdng nam hoc 2024-2025 cla
treong Tiéu hoc Hong Thai Bong;

l. Truong Tiéu hoc Hong Thai Bong thong bao cong khai Nghi quyét H6i dong
trvong phién hop thi nhat nam hoc 2024-2025; Quyét dinh phé duyét K& hoach
giao duc; Quyét dinh phan céng nhiém vu CBGV, NV nha trudng ndm hoc 2024-
2025 cua truong Tiéu hoc HOng Thai Bong cu thé nhu sau:

1. Nghi quyét Hoi dong trvong phién hop tht nhat ndm hoc 2024-2025;

2. Quyét dinh phé duyét Ké hoach giao duc;

3. Quyét dinh phan céng nhiém vu CBGV, NV nha truvong ndm hoc 2024-
2025;

Il. Thoi gian cong khai: 30 ngay ( tr ngay 21/08/2024 dén ngay
21/09/2024)

I11. Dia diém cong khai: Bang thdng bao, trang web clia nha truvong.
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Tren day 14 Thong bao cong khai Nghi quyét Hoi déng trudng phién hop thir
nhat nam hoc 2024*2025; Quyét (linh phd duyét Kc hoach gido duc; Quyét dinh
phan cong nhiém vu CBGV, NV nha truong nam hoc 2024-2025.

Noi nhan: HIEU TRUONG
- CBOV-NV(n/b);

- Lwu: HSCK.
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TRUONG TH HONG THAI BONG  CONG I10A XA HOI CHU NGHTA VIET NAM
HOI BONG TRUONG Déc lap - Tw do - Hanh phc

S6: INO-THHTDb Hong Thai Dong, ngay 16 thang 8 nam 2024

NGHI QUYET
Hoi déng trwdng nam hoc 2024-2025

CHU TICH HOI BPONG TRUONG TIEU HOC HONG THAI BONG

Can c Nghi dinh s6 24/2021/ND-CP ngay 23/03/2021cua Chinhphit vé Quy
dinh viéc quan ly trong co s& giao duc mam non va co s¢ giao duc phod thdong céng
tap;

Can clt Thong tw s6 28/2020/TT-BGDDTngay 04 thang 09 nam 2020 clia B6
tredng BO Giao duc va Pao tao ban hanh Diéu 1é Truong Tiéu hoc;

Can ct Quyét dinh s6 1746/QD-UBND ngay 29/07/2024 cia UBND thi x&
Pong Triéu vé viéc Kién toan cac Hdi dong trwong nhiém ky 2020-2025;

Can clr Quy ché t6 chirc va hoat dong cua Hoi dong truong - Truong Tiéu
hoc Hong Thai Bong nhiém ky 2020-2025, giai doan 2023-2025;

Can c¢ To trinh sO 06/Ttr-THHTD ngay 14/08/2024 cua Truwong Ti€u hoc
Hong Thai Dong vé dé nghi Quyét nghi cac ké hoach hoat dong, ké hoach giam séat
cua hoi dong trwvong, Dinh hudng hoat dong chién tugc xay dwng vaphat trién nha
trwdng can iru tién gidi quyét trong nam hoc 2024-2025;

Cén ct To trinh s6 44/Ttr-THHTD ngay 15/08/2024 cuia Trwong Tiéu hoc
Hong Thai Béng vé dé nghi Quyét nghi Ke hoach thuc hién gido duc, du kién phan
cong CBQL, GV va NV nam hoc 2024-2025;

Theo dé nghi cita Hoi dong trwvong Tiéu hoc HOng Thai Dong nam hoc 2024-
2025.

QUYET NGHI:

Diéu 1 Quyét nghi ké hoach thuc hién gido duc ndam hoc 2024-2025; Diéu chinh
chi tiéu ké hoach chién lwoc phat trién nam hoc 2024-2025; céc chi tiéu, muc tiéu thuc
hién nam hoc 2024-2025 va ké hoach hoat dong, giam sat cia 116i dong trudng nam hoc
2024-2025(C6 ké hoach kém theo, Quyét dinh kém theo).

biéu 2: Hoi dong trudng hoat dong theo ké hoach dad th6ng nhat. C6 y kién
dé xuat, diéu chinh kip thoi, thwc hién giam sat viéc thuc hién cac nghi quyét cua
hoi dong trvong, giam sat cac hoat dong cta nha trwong, viéc thuc hién quy ché dcan
chu trong cac hoat déng cua nha truong. Pe xudt, kién nghi cac gidi phap, bién phap
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vGi nha trvong dé thuc hién dam hédo cac chi ticu, nhiém vu da dé ra trong nam hoc.

biéu 3. Giao cho Iliéu truédng nha trudng ra Quycl dinh phan céng nhiém wvu
cho CBOL, GV, NV va chi dao nha trudng thuc hién cac ké hoach dam bao chi tiéu,
muc tiéu dé ra. Cac thanh vién ctia Hoi déng truong c6 trach nhiém giam sat viéc
thwc hién Nghi quyét va thuc hién theo nhiém vu dwoc phan cong. Béo céo voi |loi
dong trwedng sau cac cudc giam sat, cac phién hop cudi ki, cuéi nam hoc. Trong qua
trinh thwc hién néu c6 vedng méc gira Hiéu trwdng va Hoi dong treong thi gidi
quyét theo Diéu 10 Trwong Tiéu hoc./.

A'oinhan: TM. 1161 DONG TRUONG
-Nhuwdiéu 3: CHIJ TICH

-CHOL. GV. NV nha truong;

- Website truong;

-Lwu: VT. HOT.

(Hiéu trudng)
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PHONG GD&DT BONG TRIEU CONG HOA XA HOI CHU NGHTA VIET NAM

TRUONG TH HONG THAI DONG Doc 1ap-Tw do - Hanh Phuc
S6: 186/QD-THH D Hong Thai Dong, ngay 29 thang 8 nam 2024
QUYKT DINH

Phc duyét Ke hoach gido duc nha truong nam hoc 2024-2025
HIEU TRUONG TRUONG TIEU HOC HONG THAI BONG

Can clr vao Diéu Ié trvong Ti€u hoc ban hanh kém theo Thong tw s6
28/2020/TT-BGDDT ngay 04/09/2020 cua B6 trwdng B6 Giao duc va Pao tao vé
nhiém vu va quyén han cua Hiéu trwdng treong Tiéu hoc;

Can clr Thong tw s6 04/2014/TT-BGDDT, ngay 28/02/2014 clia Bd Giao duc
va Dao tao ban hanh Quy dinh quan ly hoat dong giao duc k¥ nanii song va gido duc
ngoai gio chinh khéa;

Can clr Cong van s6 3535/BGDDT-GDTH, ngay i9/08/20i9 cua Bd Gido
duc va Pao tao vé viéc Huéng dan thyc hién noi dung hoat dong trai nghiém cap
Tiéu hoc trong chuong trinh gido duc pho thdng nam 2018 tlr nam hoc 2020-2021;

Can cr Thong tu s6 32/2018/TT-BGDDT ngay 26/12/2018 cua Bo truéng Bo
Gido duc va Pao tao vé Ban hanh Chuong trinh Gido duc ph6 théng 2018;

Can ctr cong van s0 2345/BGDDT-GDTH ngay 07/06/2021 cua B Giao duc
va Pao tao vé viéc "Hudng dan xay dung ké hoach gido duc cua nha trwong cap
tiu ";

Can clr Cong van s6 1442/PGD&DTngay 20/08/2024 ctia Phong GD&DTvé
viéc hwéng dan thwc hién nhiém vu gido duc tiéu hoc, nam hoc 2024-2025;

Can ct Xay dung Ke hoach gido duc cac mdn hoc nam hoc 2024-2025 cua
céc t0 chuyén mon va tinh hinh thyc té clia nha truong;

Xét dé nghi cua chuyén moén nha truwong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Ké hoach gido duc trwong Tiéu hoc Hong Thai
Do6ng ndm hoc 2024-2025.

DPiéu 2. Giao cho bd phan chuyén mén trwong Tiéu hoc Hong Thai Bong cé
trach nhiém hwéng dan, t6 chirc thuc hién K6 hoach gido duc nha trwedng nam hoc

2024-2025 dwoc ban hanh dang quy dinh. Thoi gian thec hién tir ngay 05/09/2024.
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biéu 3. Quyét dinh nay co hiéu luc ké tir ngay ky.
Diéu 4. Cac 0ng (ba) Pho Iliéu trvong, T6 tredng, TO phd chuycn mdn va céc
ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét (linh nay.
Noi nhon: HIEU TRUONG
-PGD&DT(bc);
-BGH(Uh):
-Cac TT, TPCM, GV (th);
- Lwu: CM, VT.

Duong Thi Thay Hang
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PHONG GD&DT DONG TRIEU CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TH HONG THAI BONG Doc lap - Tw (lo - Hanh phc
S6: 166/QD-THHTD H6ng Thai Bong, ngay 20 thang 08 nam 2024
QUYET DPINH

vEé viéc phan cong nhiém vu ndm hoc 2024-2025

HIEU TRUONG TRUONG TIEU HOC HONG THAI BONG

Can cl* Thong tw 35/2006/TTLT-BGDBDT-BNV ngay 23 thang 08 ndm 2006
clia BO GD va BT- BNV hudng dan dinh mitc bién ché vién chic & cac co so gido
duc pho thong cong lap;

Can cir Théng tv 15/2017/TT-BGDDT ngay 9 thang 6 nam 2017 cua
BGDDT vé viéc stra doi, bd sung mot s6 diéu quy dinh ché dd lam viéc doi voi
gido vién pho thong ban hanh kem theo TT 28/2009/TT-BGDDT ngay 21 thang 10
nam 2009 cua B GD&DT;

Cén cir Théng tv 16/2017/TT-BGDDT ngay 12 thang 07 ndm 2017 huéng
dan danh muc khung vi tri viéc 1am va dinh mtc s8 luong ngudi lam viéc trong cac
co sO giao duc pho théng cong 1ap;

Can ctr Luat gido duc sO6 43/2019/QH14 ngay 14 thadng 6 nam 2019 cua
Qudc hdi nuéc Cong hoa xa hdi chu nghia Viét Nam;

Can ctr Thong tv 28/2020/TT-BGDDT ngay 04 thang 9 nam 2020 cla Bo
GDDT vé viéc Ban hanh diéu Ié truong Tiéu hoc;

Can ct vao trinh dd dao tao va nang luc chuyén mon cua can bd giao vién,
nhan vién nha truong;

Xét dé nghi clia bd phan chuyén mon treong Tiéu hoc Hong Thai Bong,

QUYETDHINH

Diéu 1: Phan coéng nhiém vu cho cén bd, gido vién, nhan vién nha treong
nam hoc 2024-2025(Cé danh sach phan cong kém theo).

DPiéu 2: Cac can bd giao vién, nhan vién dvoc hvong moi quyén lgi theo quy
dinh cla diéu Ié trwong Tiéu hoc va c6 nghTa vu hoan thanh t6t nhiém vu duwoc

giao.
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DANII sach
Phéan céng nhiém vu nam hoc 2024-2025

(Kém theo Quyét dinh s6 166/QD-THHTD ngay 20 thing 08 nam 2024

cua Hiéu trwdng truong THHTD)
1 Hiéu truéng: DUONG THI THUY HANG

- Chu tich HBDTDKT, Chu tich HD tw danh gia, Trudng ban kiém tra ndi bo
trvong hoc.

- T6 chirc quan ly céc hoat dong cla nha truong.

- Quan ly GV, NV va HS va céc phan mém.

- Cong tac Boi dwong doi ngu.

- Cdng tac Quan ly cdng tac tai chinh.

- Cong tac kiém dinh, trudng chuan Quéc gia: phu trach Tiéu chuan 1

- Kiém tra danh gia viéc thwc hién nhiém vu cia CBGV, nhan vién.

- Quan ly hanh chinh tai san, st dung cé hiéu qua cac ngudn tai chinh cua
nha truong.

- Gidi quyét khi€u nai, t6 cao, tiép dan.

- Cong tac tham muu, phdi hop voi cdp cd tham quyén va céac luc lwgng tham
gia gi4do duc dé ho tro ting cudng cac hoat dong clia nha truong.

- S&p xép thoi khoa biéu, phan céng nhiém vu cac thanh vién trong nha
treong. Sinh hoat chuyén mon tai t0 4,5 day 02 tiét/tuan, duyét KHBG TT t0 4.

- Xay dung cac ké hoach cu thé nhu sau: Chién lugc phat trién nha truong
giai doan 2023-2025, KH phéat trién nha truong, KH gido duc nha truong, KH
nhiém vu ndm hoc, KH KTNB, KH ty danh gia, KH boi dudng doi ngl, KH tai
chinh, KH céng khai, KH TBKT, KH hoat dong H&i déng tuv van, Hoi dong
treong, KT gidm séat, danh gia xép loai vc, Chuan nghé nghiép GVTH va mot so
KH khéc trong tlrng thoi diém.

- Lich tryc trwong: Tai diém trwong Yén Duwdng vao sang thr 2, tai diém
treong Tan Yén, Tan Lap vao sang thr 6. Cac ngay con lai lam viéc tai diém
trvong chinh.

- Cac cong viéc dot xudt, thong nhat BGH phan cong tai thoi diém.

2. Pho Hiéu trwvéng: HOANG VAN DUONG

Tham muu cho Hiéu treong cac ndi dung duoc phan céng.

Phu trach va chi dao thuc hién, chiu trach nhiém truéc két quad thuc hién
nhiém vu mot s6 Iinh vuc cua nha trwdng do Hiéu trwdng phan céng, gom:

- Phu trach chuyén mén to 1, t6 4,5.

- Cong tac kiém tra ndi bo.

- Theo ddi gio day giao vién, chdm coéng hang ngay.
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- Phu trach cac doi tuyén Tiéng Anh, Viét chlr dep, Tin hoc, STTTNINU
Olimpic cac mén hoc, Toan TV va cac cudc thi, giao luvu ctia GV va HS trcn mani,’

- Phu trdch Céng tac Béan tra, ATTP.

- Phuy trach CNTT, chuyén doi so (Kiém tra tin bai, gido an truc tuyén GK
cac cudc thi cta hoc sinh, GV trén mang...).

- Phu trach ndi dung tin bai vé Iinh vuc phu trach.

- Duyét KHBG truc tuyén khdi 1, 5. Duyét lich bao giang khéi 1, khdi 4,5.

- T6 chirc quan ly ho so thi, kiém tra hoc sinh.

- Theo ddi co s& vat chat, thiét bi gido duc, thuv vién.

- Cong tac kiém dinh, treong chuan Quoc gia: Phu trach tiéu chuan 3,5.

- Xay dung céc ké hoach thudc Iinh vic phu trach cu thé nhuv sau: KH day
hoc 2b/ngay, KH day hoc GDLSDBP, KH thuc hién giang day tich hgp cac mon
hoc, KH CNTT chuyén doi s6, KH day hoc tiéng Anh, KH day hoc tin hoc, KH boi
duwong HS nang khiéu va HS can hd trg, KH t6 chitc chuyén dé, KH Ban tri, KH
hoat dong phong hoc CN(HDTN), KH Stem va CLB, KH cac cudc thi, cac ki kiém
tra. Ngoai ra xay dung cac ké hoach thuc hién cu thé theo tlrng thang, ki thudc Iinh
vire duwgce phan cong phu trach va mot s6 ké hoach khac trong tirng thoi diém.

- Sinh hoat chuyén mon tai t6 1day 4 tiét/tuan.

- Truc truong: tai diém chinh ngay thi 3,5. Tai diém trvong Tan Yén vao
chiéu thit 2, tai diém treong Tan Lap vao chiéu thlr 4. Cac ngay con lai lam viéc tai
diém trwong chinh.

- Quan hé phdi hop v6i cac co quan thudc Iinh vuc phu trach.

- Thay mat Hiéu truong gidi quyét cac cong viéc chung cta nha trwong khi
Hiéu trwvdng di vang (Gy quyén), thwc hién cac nhiém vu khac do Hiéu trwdng phan
cong va Uy quyeén.

- Céc cOng viéc dot xuat, thong nhat BGH phan cong tai thoi diém.

3. Pho Hiéu truéng: TRAN THI THU HANG

Tham muu cho Hiéu trudng cac ndi dung duoc phan cong.

Phu trach va chi dao thuc hién, chiu trach nhiém truéc két qua thuc hién
nhiém vu mot s6 Iinh vic cua nha truong do Hiéu truéng phan cdng, gom:

- Phu trach chuyén mén t6 2,3 va td van phong.

- Cong tac kiém tra noi bo.

- Theo doi gi0 day giao vién.

- Phu trach cong tac pho cap gido duc, theo ddi hoc sinh di, dén.

- Phu trach cong tic HDNGLL, HDTN, cac hoat dong VHVN, TDTT, AIGT,

PCTNTC.
- Phu trach céng tac LBVS va Y té truvdng hoc, phong chdng dich bénh.
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- Phu trach céc cudc van dong va phong trao thi dua cia GV va HS. Trién
khai cac ndi dung ky cam két cua GV, HS.

- Phu trach doi tuyén TDTT, VHVN, MT thuat, cac cudc thi va giao lwu cla
GV, hoc sinh va CLB cac mon hoc.

- Phu trach hoat dong GD ky nang séng. Giao duc hoa nhap hoc sinh khuyét
tat va hoc sinh cé hoan canh khé khan, HS dan toc.

- Phu trach ndi dung tin bai vé Iinh vuc phu trach, duyét KHBG TT, lich bao
gidng t0 2,3.

- Cong tac kiém dinh, trvong chuan Quoc gia: Phu trach tiéu chuan 2,4.

- Cong tac khen thwédng cudi nam cla hoc sinh.

- Xay duwng cac kd hoach thudc Iinh vuc phu trach cu thé nhuv sau: KH
HDNGLL KH GDTC va TDTT, KH kiém tra thé lvc HS, KH thuwc hién gido duc
KNS - GD hoa nhap, KH t6 chirc sau gio hoc, Kl I sinh hoat dwéi co, KH HDTN,
KH PCGD KH Y té trwong hoc, KH vé sinh ATTP, KH phong ch6ng tai nan
thwong tich, KH thuc hién ATGT, KH lao dong, KH hoat dong cac CLB, KH hoat
dong binh dang gi¢i trong nha truong, KH phdi hop cac doan thé trong va ngoai
nha treong. Ngoai ra xay dung ké hoach hoat dong cu thé theo tirng thang va céac
dot thi dua thudc Iinh vwc duoc phan cong phu trach va mot s6 ké hoach khéac
trong tirng thoi diém.

- Sinh hoat chuyén mon tai t6 2,3 day binh quan 4 tiéwtuan.

- Truc trwvong: tai diém chinh ngay th 4, 6. Tai diém trvong Tan Yén vao
chiéu thi 3, tai diém trwong Tan Lap vao chiéu thir 5. Cac ngay con lai lam viéc tai
diém treong chinh.

- Quan hé phoi hop véi cac co quan thudc Iinh vuc phu trach.

- Thay mat Hiéu trwvdng gidi quyét cac cong viéc chung cua nha truong khi
Hiéu trwdng di vang (Qy quyén), thrc hién cac nhiém vu khac do Hiéu truong phan
cong va Oy quyén.

- Cé4c cOng viéc dot xuat, thdng nhat BGH phan cong tai thoi diém.

4. T6 chuyén mon.
4.1. Chuyén mon to i.

1 Ha Thi Thu Huong 01/06/1974  T6 truong CM
2 Nguyén Thu Huong 11/09/1987  T6 ph6 CM

3 BUi Thi Ly 28/12/1989

4 Nguyén Thi Thoa 01/01/1988

5  Nguyén Thi Thu 18/07/1975

6  Nguyén Thi Phuong Nghta 19/08/1985

7 Nguyén Thi Thanh Ha 17/03/1987
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Tran Thi Nga
Nguyén Thi Hang Nga
10  Bui Thi Binh
11 Do Thi 1lai
12 Nguyén Blc Toan
4.1. Chuyén mén t6 2+3.

1 Pham Thi Thu Ha

2 VU Thi Kiéu Loan

3 Nguyén Chau Giang
4  Doan Thi Nhu Quynh
5 VU Thi Qué

6 Ha Thi Kim Oanh

7  Lé Thi Thu Hién

8 Duong Thi Duyén

9  Nguyén Thi Quynh Trang
10  Bui Thi My Thuy

11 Vi Thi Thanh Thém
12 Vuwong Minh Thu

13 Nguyén Thi Hué

14 Pham Thi Thay

15  Luu Thi Hang Nga
4.1. Chuyén mon tb 4+5.

1 Nguyén Thi Kim Oanh
2 Nguyén Tién Vi

3 T Thi Huyén

4 DO Thi Thuay

5 Hoang Thanh Thuay

6 Vi Thi Xuan Huong
7 Poan Thi Thu Thao

8 Pham Thi Minh Tram
9 Vuwong Thi Huong

10 Dao Thi Minh Phuong
11 Vi Thi Dung

12 Nguyén Thi Ngoc

13 Lé Thi Thanh

14  Nguyén Thi Thay

16/09/1988
07/10/1983
02/10/1983
20/11/1992

23/03/1974
16/10/1985
18/09/1978
07/07/1996
25/05/1983
20/12/1986
17/05/1988
10/03/1994
28/05/1997
02/09/1972
23/11/1976
28/05/1977
30/10/1981
16/03/1980
29/06/1979

20/09/1974
24/02/1984
12/03/1988
20/08/1984
30/03/1989
12/09/1987
28/04/1991
29/09/1988
01/05/1976
18/05/1988
12/09/1988
10/12/1985
08/01/1982
12/04/0987

T6 Trwdng CM

T6 ph6 CM

T6 Trwong CM

T6 pho CM
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15 Hoang Ngoc Thuy Tam 26/03/1978

16  1la Thu 1lluvong 20/04/1982
o T 1o
* Nhiém vy, quyén han va chirc néng tlitre Itién theo Diéu Ié treong Tiéu hoc

doi vai té truédng chuyén mon cu thé nhu sau:

- Xay dung ké hoach hoat dong chung cua t0 theo tuan, thcang, hoc ky, nam
hoc, nham thyc hién chuong trinh, ké hoach day hoc va hoat dong giao duc.

-1 lwéng dan xay dwng va quan ly ké hoach ca nhan cla to vién.

- T6 chirc bdi dwong chuyén mén, nghiép vu cho GV, kiém tra, nhan xét chat
lvong, hiéu qua giang day, gido duc va quan Ii sir dung sach, thiét bi ctia cac thanh
vién trong t6 theo ké hoach clia nha truong.

- Tham gia danh gia, xép loai cac thanh vién cua t6 theo quy dinh Chuan nghé
nghiép gido vicn tiéu hoc va chiu trach nhiém treéc Ban giam hiéu vé két qua hoat
dong cua to minh quan ly.

- Thong qua sinh hoat va hop t6 chuyén moén dé lay phiéu tin nhiém gigi thiéu
chirc danh t0 tridng, to pho.

- Bé xuat khen thudng, ky luat déi véi gido vién.

- T6 chirc diéu hanh sinh hoat t6 chuyén mon dinh ki hai tudn mot 1an va cac
sinh hoat khac khi cé nhu cau cong viéc.

* Ngoai viéc thic hién cac nhiém vu va quyén han néu trén, té truéng phai
thic hién tot nhiém vy, quvén han clia nguoi gido vién va thuc hién mot sd cong
viéc nhu sau:

- Chu dong tham muu, xay dwng soan thdo nbi dung cac quy dinh, ké hoach
hoat dong clia t0, t6 vién theo tuan, thang, ky, nam, nhan xét ké hoach c& nhan, lich
béo giang va to chirc trién khai thuc hién cac ké hoach da dwoc duyét.

- T6 chirc cac hoat dong dv gio, trao déi kinh nghiém, héi thdo chuyén mon,
chuyén dé, danh gia sang kién kinh nghiém, cac gidi phap nham nang cao chét
lvong chuyén mon, nghiép vu to vién.

- TO chirc kiém tra, danh gia cong tac thi dua vé thuc hién nhiém vu cla giao
vién, nhan vién theo tiéu chi cua nganh, quy dinh, quy ché cua Nha truwdng.
Chu dong t6 chirc tot phong trao thi dua tw lam thém do dung day hoc va quan ly
st dung hiéu qud TBDH trén Iép theo ké hoach da dang ky muon quan ly siv dung.

- Quan i s0 ghi ndi dung cac cudc hop t6 chuyén mén, sé ké hoach to, sO bao
giang, hiéu Iénh thoi gian céc tiét hoc va thoi khoa biéu cac khéi I6p trong to.

5. Tong phu trach Dai.

Xay duwng ké hoach hoat dong doi theo chi dé ké hoach cua H6i dong doi
tinh, thi x& gan véi thuc tién nha trudng, xay deng duoc DI nghi thirc mau, DO
cO do, cac cau lac bo, to chirc hoat dong cd hiéu qua. Két hgp GVCN 16p gido duc
dao dirc hoc sinh, t6 chirc khen thuong rat kinh nghiém hang tuan, thic hién dau
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dd va co6 chat lvgng cac phong trao cua Doi, sinh hoat du@i co, sinh hoat chi die
cac ngay I€ I6n. Cap nhat hd so khen thwdng cua hoc sinh.

6. Giao vién.

6. 1. Trach nhiém cua céac giao vién.

- Lén lép phdi ding gi0, phai cé giao an cAc mon day trong ngay, day du tiét
theo phan phdi chuong trinh va thoi khoéa biéu, st dung tot trang thiét bi trong day

hoc nham nang dan chéat lvong day hoc.

- Kiém tra danh gia hoc sinh ding Thong tu va thuc hién hoan thanh nhiém
VU gi&o vién theo diéu Ié trwvong Ti€u hoc va cac cong tac khac dwoc phan cong.

- Thyc hién tdt cac cudc van dong va phong trao thi dua, quy dinh vé dao
dirc cua nha gido, hoc tap lam theo tdm guwong dao dic HO Chi Minh, nang cao

trinh dd chuyén mon.

- BOi dudng hoc sinh c¢6 nang khiéu moén hoc va hoat dong gido duc, theo ké
hoach, chiu trdch nhiém chinh vé chat lvong gido duc hoc sinh ma I6p minh phu

trach.
6.2. Phan cbng giao vién.
6.2.1. Gido vién chit nhiém.

STT Ho va tén

1 Nguyén Thi Thoa

2 Nguyén Thi Thu

3 Bui ThiLy

4 Ha Thi Thu Huong

5  Nguyén Thu Huong

6  Nguyén Thi Phuong Nghia
7 pham Thi Thu Ha

8 Lé Thi Thu Hién

9 Vi Thi Qué

10  Nguyén Thi Quynh Trang
11 V{0 Thi Thanh Thém

12 Ha Thi Kim Oanh

13 Doan Thi Nhu Quynh

14  Nguyén Chau Giang

15 Duwong Thi Duyén

16 V0 Thi Kiéu Loan

17 BUi Thi My Thay

Ngay, thang,

nam sinh
01/01/1988
18/07/1975
28/12/1989
01/06/1974
11/09/1987
19/08/1985
23/03/1974
17/05/1988
25/05/1983
28/05/1997
23/11/1976
20/12/1986
07/07/1996
18/09/1978
10/03/1994
16/10/1985
02/09/1972

Cha
Chu
Chu
Chu
Chu
Chu
Chu
Chu
Cha
Chu
Cha
Chu
Chu
Cha
Cha
Chu
Chu

Nhiém vu

nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém
nhiém

I6p 1Al
lI6p 1A2
I6p 1A3
I6p 1A4
I6p 1A5
I6p 1A6
I6p 2B1
I6p 2B2
I6p 2B3
I6p 2B4
I6p 2B5
I6p 2B6
I6p 3C1
I6p 3C2
I6p 3C3
I6p 3C4
I6p 3C5
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18
19
20
21
22
23
24
25
26
27
28
29
30

Vuwong Minh Thu

Pao Thi Minh Phuong
Vwong Thi Huong
Nguyén Thi Kim Oanh
D6 Thi Thay

Pham Thi Minh Tram
Nguyén Thi Thay
Nguyén Tién VU

T& Thi Huyén

Poan Thi Thu Thao
Hoang Thanh Thay
Vu Thi Xuén Huwong
Vi Thi Dung

3.2.2. Giao vién bd mon.

STT

© 0 N O OB WN R

S B B

13

Ho va tén

Luvu Thi Hang Nga

Lé Thi Thanh

D06 Thi Hai

Nguyén Thi Thanh Ha
Tran Thi Nga

Nguyén Thi Hang Nga
Nguyén Thi Hué
Hoang Ngoc Thuy Tam
Pham Thi Thuy

Ha Thu Huong

Bui Thi Binh

Nguyén Thi Ngoc
Nguyén B¢ Toan

7. Nhan vién.
7.1. Bong chi Pham Thi Thay: TT t6 VP - Hanh chinh kiém Y té.

* Cong tac To trwdng Van phong:
- Theo d&i ché dd lam viéc va tién do cong viéc hoan thanh cua t6 van

phong.

Day GDTC(HD)

28/05/1977 Cha nhiém lop 3C6
18/05/1988 Chu nhiém l6p 4D1
01/05/1976 Chu nhiém I¢p 4D2
20/09/1974 Cha nhiém l6p 4D3
20/08/1984 Chu nhiém I6p 4D4
29/09/1988 Chd nhiém l6p 4D5
12/04/0987 Chu nhiém I6p 4D6
24/02/1984 Chu nhiém I6p 5E1
12/03/1988 Chu nhiém l6p 5E2
28/04/1991 Chu nhiém l6p 5E3
30/03/1989 Chu nhiém 16p 5E4
12/09/1987 Chu nhiem 16p 5E5
12/09/1988 Chu nhiém 16p 5E6
i s
29/06/1979  Day bo mon TH
08/01/1982  Day bd mén TH
20/11/1992  Thai san
17/03/1987  Day MT, CN
16/09/1988 Day MT, CN
07/10/1983 Day GDTC
30/10/1981  Day AN
26/03/1978 Day TA
16/03/1980 Day TA
20/04/1982  Day TA
02/10/1983  Day GDTC
10/12/1985  Day Tin, CN, Phong may, bai

- Xay dung ké hoach hoat dong td van phong. Té chirc danh gia td vién tai to
van phong vé viéc thyc hién chirc trach nhiém vu dugc giao va hoan thanh tién do

cdng viéc trong nha truong theo tirng thang.
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- Ra soét, téng hop van phong phdm khéi van phong theo tirng quy, xdy
dwng véan ban dé nghi giri vé bd phan phu trach. Ti€p nhan van phong pham, cép
phét dén tlrng bo phan.

- Theo d&i hop thu gop y cla don vi.

*Cong tdc hanh chinh:

- M6 cac loai sO va cap nhat theo quy dinh vé cong tac van thw, nhan ban
cong van dén, phat hanh cong vén di theo ding so lwgng, di*rng noi nhan va thuc
hién ché do bao mat cong van gtti theo quy dinh clia phéap luat.

- Gilr con dau cua trevong va chiu trach nhiém déng dau Ién cac van ban, giay
to cd chir ky clia nguoi c6 tham quyén & don vi, khong tly tién giao con dau cho
nguOi khong cé trach nhiém (thwc hién dang theo quy dinh vé sir dung con dau).

- Truc dia chi gmail cua don vi, QL, cap nhat ho so CB, GV, NV cla don vi.

- Theo ddi va quan ly phan mém cvvc, TEMIS.

- Quan ly cac ndi dung ky cam két cila CBGV, NV va HS.

*CoOng tac Y té:

- Xay dung ké hoach hoat dong y t€ cho ndam hoc, trinh Ianh dao phé duyét
va to chtrc thuc hién.

- Phéi hop voi trung tdm y té t0 chirc kham sirc khoe dinh ky, quan ly ho so
stic khoe cua GV va HS, quan ly tu thuéc va dung cu y té. TO chirc cac chuong
trinh y té duwa vao trwdng hoc.

- rham muu cho lanh dao nha trwdng chi dao thuwc hién cac yéu cau vé vé
sinh truong hoc, vé sinh méi trwong, vé sinh ATTP theo qui dinh, thuc hién cdng
tac tuyén truyén giao duc strc khode, phong bénh, dich bénh theo lich hoat dong cua
nha trwvong va theo ké hoach y té clia cdp c6 thdm quyén.

- Quan ly hd so kiém thuc ba budc. Lwu mau thic an hang ngay ding thoi
gian quy dinh.

- So két, tong két cong tac y té hoc dwong, bao céo thong ké y té€ theo quy
dinh.

*CoOng tac ban tru:

- Xay dung ké hoach thuc don hang tuan.

- Theo d&i xuat, nhap thuc pham, do kho, vat tv phuc vu ban trd...theo dirng
quy dinh.

- Phu trach c6ng tac bao thic pham, giao nhan thwc pham tuoi song hang
ngay. A

- D0i chiéu thwc phdm, ngay cong, chdm cong, chdm thanh pham chin hang
thang.

- Béo cdo sO lvgng HS an ban tri va so lvong thie phdm hang ngay cho HT.
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* Truc\trm cce ngay trong tuan tir thir 2 dén thlr 6. Thuc hién cac nhiém vu khac
khi Hiéu trutrng phan cong.
7.2. Nhan vién Kc toan: Khac Thi Trang

- Tham muu, dé xuat gidi phap phuc vu yéu cdu vé tai chinh clia nha trwong.
Cung cap cac thong tin can thict, cac so lieu ké toan can thiét khi cac bd phan yéu cau
theo quy dinh cua phap luét.

- Tham muu xay dwng va thuc hién quy ché chi tiéu ndi bo. 1.4p cac bao cao
tai chinh, cong khai tai chinh.

- Xay dung dy todn ngan sach cho tirng ndi dung cong viéc.

- Giam sét cac khoan thu, chi tai chinh trong nha truong.

- Thuc hién thanh quyét toan cac khoan luorng, phu cép, ché do chinh sach cua
CBGV-NV trong nha treong Kip thoi.

- Bao céo tai chinh, quan ly trich khau hao tai san theo quy dinh.

- Theo doi, lap danh sach nang luvong, phu cdp tham nién nghé, nghi huu,
nghi ché do clia can b gido vién, nhan vién va hoc sinh trong truong.

- Thwc hién cbng viéc bao tang, giam BHXH, BHYT, BHTN, ché d6 6m
dau, thai san cho CBGV, NV trong truong...(Om dau, thai san. chuyén di. chuyén
dén, nghi him, thoi viéc).

- Tap hop théng béao dién sang, héa don nwéc may, hdéa don dién thoai,
internet, phi vé sinh méi truong, héa don cac khoan thu, chi dich vu.

- Theo doi tai san c¢6 dinh, cong cu dung cu tai noi st dung, lap thu tuc bao
gidm tai san cd dinh, cdng cu dung cu khi bi hédng khdng s dung duwoc.

- Ti€p nhan, kiém soat chirng tir, Xt ly thong tin, sO liéu lién quan dén tai chinh.
Phéi hop véi cac bd phan hoan tat chirng tlr thu tuc ddng quy dinh tai chinh.

- Tap hop va kiém soat cac loai hd so, s6 sach dap (rng yéu cau vé cong tac tai
chinh - ké toan vé ho so ngan sach va cac khoan dich vu khi Hiéu trvdng da phé
duyét hang u\ang(néu hod so chwa day du, thiéu, khdng dung quy dinh phai huéng dan
chi tiét tryc ti€p cac ho phan hoan thanh ding quy dinh vé cong tac tai chinh).

- Thuc hién cong tac thanh quyét todn cac loai ho so, chirng tir diing quy dinh
theo tlrng quy (Thoi gian quyét toan moi loai hd so khong qua 05 ngay sau khi ti€p nhan
day du ho so ding quy dinh vé cong tac tai chinh tir hd phan hanh chinh da ban giao).

- Hang thang thanh quyét toan chi trd cac khoan thu, chi dich vu trong nha
treong Kip thoi.

- Tap hop cac loai ho so cap nhat phan mém, ghi s6 sach ké toan ding thoi
gian quy dinh. Bao quan, luu trir ho so, s6 sach tai chinh.

* Tryc tredng cac ngay trong tuan tir thir 2 dén thv 6. Thyc hién cac nhiém vu khac
khi Hiéu truéngphan cong.
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'‘Congtacimrvien: . Lijin iy """
- Xay dung ké hoach hoat dong thu vién, bd tri sdp xep pnu b

nuru dé xudt xay dwng thw vién xuat sac.

- Thwc hién cap nhat day du cac loai hé so cua thuw vién theo quy dmh.

- Thuc hién tiét doc sach cho hoc sinh theo ké hoach va thoi khoéa biéu theo
chuyén moén nha treong sap x€p, gidi thiéu cuén sach hay trong tuan, tham muu de
xuat thuc hién ngay hoi doc sach hang nam...

*Cong trc TBDD

- Phu trach phong Thiét bi d6 dung.

- Xay dung k& hoach hoat dong, b6 tri sdp x6p phong TBDD gon gang, ngan
nap dang quy dinh.

- Thyc hién cap nhat day du cac loai ho so clia thiét bi theo quy dinh, theo
doéi tinh hinh mwon sach - thiét bi cla giao vién va hoc sinh hang tuan.

- Tiép nhan cac thiét bi dwoc cdp phat, b6 sung, trang cdp trong nha trueong
va thuc hién ban giao dén tirng bd phan phu trach. Theo ddi viéc st dung d6 dung
day hoc clia CBGV nha trvdng, ra soat, tong hop, bdo cdo cac thiét bi do dung khi
bi hong khéng st dung dugc vé bd phan csvec.

- K&t hop nhan vién ké toan kiém ké tai san vao cudi nam hoc va cudi nam
hanh chinh (trong thang 12) hang nam.

*Cong tac Thu quy:

- Mo cac loai s0, cap nhat danh sach cac khoan thu dich vu phuc vu hoc
sinh. Cudi thang tong hop danh sach ban giao td trwdng hanh chinh.

- Hang thang chét quy theo quy dinh. Quan ly cat gitr tien mat theo nguyén
tdc tai chinh. Thuc hién chi trd HT phé duyét cac khoé&n dich vu sau khi k& toan tat
toan hang thang cho CBGV, NV dung thoi gian quy dinh.

*Codng tac hanh chinh:

- Trwc dia chi gmail cta don vi, phat hanh céng van di theo ddng s6 lugng,
ddng noi nhan va thwc hién ché d6 bdo mat cdng van gli theo quy dinh cta phap
luat khi nhan vién hanh chinh vdng mat.

- Theo d&i va quan ly phan mém SMAS, CSDL.

* Tryc trudng cac ngay trong tuan tir thi*r 2 dén th® 6. Thuc hién cac nhiém vu khéac
khi Hiéu truéngphan cong.
8. Nhan vién bao vé - v0 sinh:

- Dam bao an ninh, an toan co s& vat chat cda nha trwong 24/24, khong dé
khéach, hoc sinh ra vao tv do, di lai tw do trong trweong (dac biét trong gi¢ lam viéc) va
HS, déng va md& cwa cac phong hoc, phong lam viéc, phong chic ning, mo va tat dién

Kip thoi trdnh lang phi dién nang.
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- Chiu trach nhiem bdi thuong vat chat xay ra do mét cap, lam hu hong.

- Khéch vao lam viéc v6i Iliéu truéng phai thdng qua bao vé va phai biét ly do
ma&i cho vao gap.

- Theo doi hé théng cay xanh, cay canh ddm bao xanh t6t va my quan. Giam sét
cac 16p hoc trong khau triec nhat vé sinh. Quét don cac phong chirc nang, khu hiéu bd,
hanh lang hdi trvong, san trwvdng va cac khu vé sinh, ddm béo sach se.

- Thuc hién nhitng nhiém vu khac dwgc [1idu treong giao (néu co).
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