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Noi nhQn:
- Nhu DiAu 3;
- So GD&DT Qudng Ninh;.
- Kho bqc nhd nuoc TP Cdm Phd;
- Ph6 HT;
- C6ng doan, Dodn TN, TTND;
. CB, GV, NV;
- Lru VP./.

CQNG HOA XA Ugr CHU NGHIA VrET NAM
DQc l$p - Tg do - H6nh phric

U TRIJONG

56: 159/QD-THPTMD Ciim Phd, ngdy 2 I ttuing 8 ndm 2023

QUYfTDINH
V/v Phin c6ng nhiQm vU nim hgc 2023-2024

HIEU TRI,ONG TRUONG THPT MONG DTIONG

Cdn ah Nghi dtnh sii Zl/UO-Cf ngay 23/3/2021 NShi dinh Suy dinh quin l! trong co
sd giao duc mdm nonvd co s0 gido dtlcphd th6ngc6ng lQp.

Cdn a} Diiu lA truong trung h7c co sd, trudng trung h7c pho thing vd rnfing phd
. ,.) Lthing c6 nhi1u cdp hpc ban hanh kem theo Thing tu 32/2020ITT-BGDDT ngay 15/9/2020

crn BQ Gilio dtlcvdDdo tso (GDDD;
Cdn c* Thdngjr 28/2009/IT-BGDDT ngAy 2l/10/2009 ctn BO GDDT vi viQc ban

hanh Ery dlnh v€ thi d0 ldm uiQc d6i voi gido vidn ph6 thbng; Thing hr 15/20 I7/TT-BGDDT.
ngay 09/6/2017 vA vQc sua d6i b6 sur-tg cna ryy dlnh vA chA d0 ldm vi€c d6i vdi gido vi€n ph6
th6ng ban hanh kim theo Th6ng tu 28/2009/IT-BGDET ngay 2 I / I 0/2009 ;

_ Cdn cu Thdng fii 16/2017/TT-BGDDT ngay 12/7/2017 da B0 GDDT vi viQc hvdng
din danh mttrc khung vi tr[ vi€c ldm vd dlnh mdrc sO luqng ngwdi ldm vrQc trong cdc co sd
giio dry phi th6ng c6ng lQp;

Cdn c* nhi€m vpt ndm hgc 2023-2024 vd tinh hinh thtrc td cila nhd trrdng.

QUYfTDINH:

Di6u 1. Phdn c6ng tr6ch nhiQm, nhiQm vp quan ly vd giang d4y nim h1c 2023-
2024 (thvc hiQn tt 05/9/2023), g6m:

- Phdn cdng nhiQm u; gi6o vi6n cht nhiQm lop;

- Phdn c6ng gidng d4y, ki€m nhiQm;

Di6u 2. Phg c6p tr6ch nhi€m, tinh ki6m nhiQm gid duoc hudng theo quy <linh
hign hdnh. Nhftng qui dinh trudc ddy tr6i vdi Quytit dfnh ndy tlugc bdi b6. Quytlt dinh
ndy c6 hiQu lgc k6 tir ngdy ky.

Didu 3. C6c t6 chrtc, b0 phan c6 li€n quan, crln bQ, gi6o vi6n, nhdn vien trudng
THPT M0ng Duong chiu trAch nhiQm thgc hiQn Quy6t dinh ndy./.
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Sd GD&DT QUANG NINH
TRT.IONG THPT MONG D TONG

ceNG HoA xA ngI cnu xcnia vIpT NAM
EQc lip - Tg do - H4nh phric

( Danh sdch g6m l5 ngudi)

2

STT Hg Vi TOn Chn nhiQm kip Ghi chf

1 Nguy6n Minh Thuong t2A1

2 Ph4m Vdn Anh t2A2

) Dinh Thi Quj,nh Duong t2A3

4 NguyEn Thi Th6o 12A4

5 Vt Thi Thanh Minh t2A5

6 Luong Xudn Phuong 11A1

7 Nguy6n Thf Thu Hda t1A2

8 Nguy6n Thi Thu llA3

L), Th6i Ha llA.4

l0 Bti Thi Linh I lA'5

l1 Nguy€n Th! NguyQt Thu 10Al

t2 Ng6 Thi Hoan t0A2

l3 Nguy€n Thi Thanh Tdm l0A3

t4 Nguy6n Thi Lan Phuong l0A4

15 Ph4m H6ng Khanh l0A5

Cdm Phd, ngdy 2l thdng 8 ndm 202j

DANH SACH GIAO VITN CHT NHIEM
(Kdm theo guydt ainn sii lSCtgO-fUfTMD ngdy 2t tidng 8 ndm 2023)
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Sd GD&DTQUANGNINH
TRTIONG THPT MONG DTIONG

ceNG HoA xA Her cnu xcniavlpT NAM
DQc lip - Tg do - H4nh phric

BANG PHAN C6NG GIANG DAY, KITM NHIEM
Nim hgc: 2023 - 2024

(Kdm theo gttyilt ainn sii tSOtgO-fnrTMD ngdy 21/8/2023)

TT Hg vi tOn
C6ng tdc

ki6m nhi6m
Ph6n c6ng giing d4y Ghi chri

I Pham VAn Anh Ngt v6n: l0A3,l0A5,l2A2,I2A4

2 TrAn thi fim Oung
TTCM,

Ph6 CT CD,
TB TTTND

Llch st: 10A2, 10A3, 10A4, 11A1,
ttA2, ttA4, t2{t, t242, t243,
12A5

J Dinh Thi Qulnh Duong TPCM Toin: l0A4,l2A2,l2A3

4 Ly Th6i He
Toin: llA2,llA4,l2A4
HD TN, hudng nehiOp: 1lA4

5 Vt Thriy Hing
GiSo dgc iliaphuong: 10A1, 10,{2
Ngt vAn: 10,4'1. 10,4'2.1 1A2. 1 lA4

6 Nguy6n Thi Thu Hi6n
Dlali: 10,4'5, 11A2, 11A4, 11A5,
t242, r2A3
Gi6o duc clia phuone: 10A5

7 Ng6 Thf Hoan
Vflt li: 10A2, ll{4, l2A3,l2A5
HD TN, hudne nehiOp: 10A2

8 Nguy6n Th! Thu Hda TPCM
H6a hoc: l0[l,1l A2,I2AI,l2A5
HD TN, hu6ne nehiOp: 1lA2

9 s6 Thi Hdne
Ngt v6n: 1 1A1, I l,{3, 1 1A5,1245:
Gi6o duc tlia phuone: 10A3

10 Di0p Thanl Hu6 Th6 duc: l2Al,l2A2

11 Ph4m H6ng Khanh
To6n: 10A2,10A5,11A3
HD TN, huone nshiep: l0A5

l2 Bti Thi Lan
T-ICM,

UV BCHCD

Sinh hgc:

I 0Al, 1 0A2, I 0A3,t2[t,t2A2,t2A3,
t2A4,r2{s

Btri Thi Linh

GDQP-AN:
I 0A1,10A2, 1 0A3, 10A4, 1 0A5, I 1A1,
1 1A2,1 1A3, 1 1A4,tt A5,t21^t,t2A2,
t2A3,t2A4,t2A5

14 Duone Thi Bich Mai H6a hgc: 10A3
15 Vt Thi Thanh Minh To6n: 11A1,11A5,12,{5

16 Nguy6n Thi Nam

Tinhgc:11A1, 11A2, 11A3, 11A4,
I lA5, 1241, 1242, 12A3, 12A4,
t2A5
FID TN, huong nghiQp: 10,4'3,

10A4, 10A5. 11A'3. l1A4
17 Tti Thi Ngoan Eiali: 11A1, 12A5
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18 D6 ThiNsuyet Ngoai ngt: 10A4,10A5,1 1A3,1 1A5
Nghl che d0 thai
san diln htit th6ng

t9 Ngd Phuong Nhi
CTCD,
TKHD

V{t li: 10,41,1 0 A4,l0A5,l2Al,l2A3
HD TN, hu6ng nghiQp: l0Al

20 Luong Xudn Phuong
Vitli: 11A1, llA2, 1143,1244
HD TN, huong nghiOp: 11Al

21 Nguy6n Hoang Phuong
H6a hqc:

1 0A2, 1 1A l, 1 I A5,12A2,12A3,1244
HD TN, huong nghiQp: I 1A1, I 1A5

22 Nguy6n Thi Lan Phuong
Ngt vdn: l0A4,l2Al,l2A3
HD TN, huong nghiQp: 10A4
Gi6o duc <tia phuone: l0A4

23 Nguy6n Th6i Quang To6n:10A3,12A1

24 Nguy6n Thl Thanh Tam
Ngo4i ngt: 10,4.1,10A2,1 0A3,1 1A2
ID TN, huone nshiOp: 10A3

25 Nguy6n Thi Th6o
C6ng NghQ:

I 0A1, 10A2, 10A3,10A4,1 0A5, I 241,
1242,1243,t244,1245

26 Vuong Thi Thoa TPCM

GDKT&PL: 10A3, 10A4, 10A5,
llA3,1lA4,llA5
GDCD: 1241, 1242, 1243, 1244,
t2As

27 TrAn Trgng Hi6u
Gi6o duc th6 chfu 1041, 10A2,
10A3, 10A4

28 Trinh Dinh Th6ng
Gi6o dpc thA chAt: 10A5, 11A1,
llA2, 11A3,11A4,11A5
Th6 duc: l2A3.l2A4,l2A5

29 Nguy6n Th! Thu
Dia li: 1044, llA3,l2A1,l2A4
HD TN, hu6ne nehiOp: 11A3

30 Nguy6n Thi Nguy_6t Thu
Ph6 Bi thu

DTN

To6n: 10,4'1

To6n:12,4.1

HD TN. huons nshi6p: 10Al

31 Nguy6n Minh Thuoarg
Ngoqi ngt: 10A4, 10A5, 1241,
t243, t2A4

32 Chu Huy6n Trang
Bi thu
DTN

Lichsrl: 10A1, 10A5, 11A3, 11A5,
t2A4

Dinh Th! Xuy6n TPCM
Ngo4i ngt: 1 1A1, 1 1A3, 1 1A4,
ttA5,1242,t245
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SO GDDT QUANGNINH
TRIJONG THPT MONG DTIONG

ceNG HoA xA ugr cHU NGHIA vrpr NAM
DQc l$p - Tr; do - H4nh phric

PHAN CONG NHIEM yTI
(Kdm theo Quy€t dinh tii tSOtgO-fUfTMD ngdy 2l /S/2023)

I. Phin c6ng nhiQm vg cic t6 tru0ng chuyGn m6n

- GOm 02 t6 truong : t6 tU nhi6n vd TO Xe hQi
.i ..- Ld nguoi truc ti6p giirp viQc cho LEnh tl4o trudng v€ c6ng tric chuyOn

m6n thuQc bQ m6n phg tr6ch. Thgc hiQn dAy dir c6c nQi dung t4i di6u 14 th6ng
tu 3212020rlT BGD DT ngiry 201912020 cta BQ Gi6o dgc vd Ddo tao;ThUc hien
cric nQi dung trong di6u 1lNghi dir1h24/2O2|IND-CP ngdy 2313 nim202l

M6t si5 nhi€m vu cu th6:

l. X6y d\rng vir t6 chric c6c hoqt tlQng chuyEn m6n cria T6 theo ki5 hoach
cta truong, huong d6n x6y d\rng vd qu6n ly k6 hoqch c6 nhdn cta t6 vi6n theo
k6 hoach gi6o dgc vd c6c ho4t d6ng gi6o dpc kh5c cria nhd trudng; ki6m.tra viQc
so4n k6 ho4ch gi6o dqc, k6 ho4ch bdi d4y cta c6c thdnh vi6n trong t6, nh6m
chuy6n m6n;

. 2. Th6ng ntr6t t5 ho4ch vd nQi dung d4y.theo krl ho4ch giiio duc, aay 6.,
thi t6t nghiQp, DH, CD; Th6ng nh6t n6i dung aC n6m ffa gita ki, ki6m tra cu6i
kl, bOi duOmg HSG, phq d4o hgc sinh ytiu k6m; Thi5ng ntr6t nQl dung vd tIA xu6t
ph6n c6ng girio vi€n 6n luyQn DQi tuyiin hgc sinh gi6i cira trudng.

3. T6 chric UOi auOng chuy6n m6n vd nghiQp vU, tham gia d6nh gi6, x6p
lo4i c6c thanh vi6n cria t6 theo quy dinh cta Chu6n ngh6 nghiQp gi6o vi6n trung
hgc vir cric quy tlinh hiQn hanh, cq th,5:

4. Th6ng ntr6t nQi dung vd t6 chric trao d6i vd cric chuyEn d6, soqn cric k6

ho4ch bdi day tht nghiQm, t6 chric d4y thri nghiQm vd rut kinh nghiem;

5. Td chric c6c hoqt <lQng du giq thao giang, <l6i moi phuong phrip trong
ph4m vi t6 vd theo k6 hopch chung cta Nhd m&g;

6. Lap kii hgach vd t6 chirc viQc duy tri sir dpng img dpng crlc phuong tiQn

vd ki thu{t d4y hqc .

7. Du ki6n phdn c6ng gi6ng d4y tlAu ndm, d€ xu6t viQc di6u chinh trong
ndm hgc thuQc phpm vi t6 bQ m6n.

8. T6 chric ddngky thi dua dAu ndm; ki6m ditim, dtuh gi6xi5p lo4i thi tlua
c6 nhAn trong t6 vd ldm brio c6o chung cria t6 cu6i hgc kj,, cu6i ndm.

9. LQp b6ng ch6m c6ng hang thring lirm cdn cri x6t luong, tilinh gi6 xtip
lopi thi dua vdL thanh to{in day thua gid (ni5u c6).

l0.Theo ddi viQc thgc hiQn nhiQm vU cta gi6o vi€n vd xtip lopi thi dua
th6ng cria cric thd,nh vi6n.
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I 1. Duy tri c6c hopt dgng kh6c trong t6 theo chri truong, kti hopch cila
LEnh d4o trudng, C6ng dodn, Dodn TN, HQi khuy6n hgc, ...

lz..Chi dqo gi6o vi6n trong t6 chuyCn m6n quan lj, kJrai thdc, su dung co
sd vat chat, ho6 chAt, thi6t bi d4y hqc vd c6ng nghQ.

13. Tuy6n truy6n v6 c6ng t6c phdng ch6ng tham nhtng , thgc hanh ti6t
ki6m cho gi6o vi6n, nhAn vi6n cria t6

II. Phffn c6ng nhiQm vg t6 VIn phing (Phu luc I)
III. PhAn cdng nhiQm vg nhin vi6n TBDH, thu viQn.
Thpc hiQn oic nQi dung quy dinh tai di€u 10 NChi $.h s6 24ND-CP ngdy

2313D021Nghi dinh quy dinh quan lj trong c.o s0 girio dpc mAm non vd co sd giao dgc
ph6 th6ng c6ng lap; Di€tt27,28,31Th6ng tu 3212020tf'l-BGDDT ngiry 15D12020 cia
Bg Gi6o duc vd Ddo tao (GDDT);cric vtur bd,n huong din cua sd GD&DT vi thgc hi-6n

c6c nQi dung sau.

3.1. NhiQm vg cria nhAn vi6n thi6t bi, thi nghiQm

. a) T6 chtc qu6n lj, b6o qu6n, sri dpng thitSt bi; luu git, sri dr,mg hd so
thi6t bi; sria chta nhirng thi6t bi tlon gi.6n;

b) L{p kC ho4ch sir dqng, mua sdm, sira chfta thi6t bi cira nhir trudng;
thanh li, tidutriry thi6t bi,.h6a chdt h6ng, h6t hpn strdpngq

c) ChuAn bf c6c thi6t b!, h6a chAt va vat liQu c6n thi6t theo y6u cAu cta
timg m6n hqc, bdi hgc c6 sri dung thii5t bi; hucrng d6n su dgng thi6t bi cho girio
vi6n vir hgc sinh trong c6c bdi thpc hirnh, thi nghiQm; ptrOi hqp v6i gi6o vi€n
huong din hqc sinh {hgc hanh, thi nghiQm; thuc hi€n c6ng t5c ddm b6o an toirn,
phdng ch6ng ch6y n6 trong qu6 trinh thgc hanh, thi nghiQm;

d) Tham gia t6 chric, d6nh,giri c6c cu6c thi khoa hgc k! thuQt cria hgc sinh
c6 li6n quan tl6n thi nghiQm tt cdp trudng trd l6n;

d) Khai th6c phAn m€m img dsng quin lI thi6t bi;.
e) Cht tri c6c nQi dung sinh ho4t chuy€n dC v6 thi€t bi, thi nghiQm 6

trudng;
g) T6 chftc ldm dO dtng d4y hoc, thiCt bi don gi6n vdi v{t liQu d€ ki6m 6

tlia phuong;
h) Lnp b6o c6o dfnh k!, thucrng xuy6n vd c6ng t6c thi6t bi, thi nghiQm;
i) Hoan thirnh c6c chuong trinh b6i dudng; ttr hgc, tg b6i dudng, ndng cao

ning lgc chuy6n m6n.nghiQp v9;
h) Thpc hiQn ti6t kiQm ch6ng l6ng phi vd phdng chdng tham nhffng
k) ThUc hiQn c6c nhiQm vp khric do hiQu trudng phdn c6ng.

3.2. NhiQm vg nhffn vi6n thu viQn

a) Sip xt5p, ph6n lo4i vd b6o qudn c6c tdi liQu gen gemg, khoa hoc.

b)X6y dpg kri hoach hoqt dgng thu viQn.

c)Xdy dpg kri ho4ch mua s6m trang bi s6ch, tdi ligu cho Thu viQn.

d)Phqc vu hoc sinh, gi6o vi6n mugn s6ch, tdi li6u theo qui dinh.
i, ..

e)L4p s6 muon s6ch cira Gi6o vi6n, hoc sinh.

g)Quan li, b6o qu6n tii san phdng thu viQn, s6 s6ch qudn li thu viQn
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h)Tham gia tQp hu6n, UOi auOng chuyCn m6n, nghiQp vu.

k)Thgc hiQn c6c nhiQm vq khric do hi6u trudng phdn c6ng.

IV. Phffn c6ng nhiQm Thu kf hQi tldng
l. Dg th6o cdcblo c6o theo y6u cAu; ghi ch6p bi6n bin, Nghi quyt5t c6c

cuQc hgp; ptrOi trqp hoan thiQn h6 so thi dua, drffi gi5 vi6n chric, <l6nh gi6 chu6n
c6c h6 so cria nhd trudng cu6i ndm;

2. ChuAn bi h6 so chuy€n m6n cho c6c kj, ki6m tra, citc kj' thi theo kti
hoqch cira nhir trudng;

3. Phu tr6ch in c5c biiiu m6u t6ng hgrp, th6ng k6 dAu n6m, cu6i thang, cu6it,
noc Kl, cuol nam;

4. T6ng hqp k6t qua thi dua hang thring, hgc ki vd c6 ndm cria gi6o vi6n;

5.T6ng hgrp tilffi gi6 hanh ki6m hqc sinh ;

6.Thgc hiQn c6c nhiQm vq kh6c theo phdn cdng cta Ldnh il4o nhd trudng.

V. PhAn c6ng nhiQm vg girio vi6n
Thpc hiQn c6c nQi dung quy dinh tai di6u l0 NChi dinh s6 Z+/NO-CP ngay

231312021NChi dinh quy dinh q.uan li trong co s0 girio dpc mAm non vd co sd gi6o

{rc ph6 thdng c6ng lfp; Di€u 27,29,31 Th6ng tu 32/2020|[T-BGDDT ngdy
151912020 cria 86 Girio duc vd Ddo t4o (GDDT);

5.1. Gi6o vi6n cht nhiQm ( PhU lUc II)
. Thgc hiQn tliy dt c6c nhiQm vU vd quydn han quy dinh tai di6t 27,29,31

Di6u lQ trudng trung hsc cta B0 GDDT qui dinfu Ld ngudi chlu trrlch nhiQm
tryc ti6p trudc HiQu trudng v6 viQc qu6n l1f vd gi6o dqc todn diQn hqc sinh trong
l6p, trong ho4t dQng hgc tfp, hoat dQng x6 hQi, sinh ho4t tap thr5, lao tl6ng,
huong nghiQp vd c6c ho4t tlQng tQp th6 cria hgc sinh theo k6 ho4ch cria nhd
trudng; ld ngucri ttai dien cho nhd truong git -Oi ql.ru.r hd th6ng tin v6i cha m9
hgc sinh gifta 2 ki ho.p cha m9 hgc sinh.

MQt s6 nhiQm vr,r cu th6:

- ptrO Uitin vd tri6n khai kip thdi, iIAy drl, chinh xdc cdc k6 ho4ch hgc tQp,

girlo dgc, c6c chti d0 chinh s6ch, quy dinh c6c khoin d6ng g6p... theo nQi dung
th6ng b6o cta nhd trudng d€n hgc sinh vir cha mg hgc sinh.

,- Thuong xuy6n th6ng b6o klp thoi nhtrng di6n.bi6n cria hoc sinh trong
lcrp dt5n L6nh tlpo trudng dugc phdn c6ng tryc trong bu6i hqc.

- Cep nhQt dt th6ng tin qu6n li, d6nh gi6 x€p lo4i hgc sinh theo quy
tlinh hiQn hdnh; theo d6i, ki6m tra viQc girio vi6n cho di6m qua s6 dien tt
vd ki x6c nhin trong s6 diQn tu in ra tir ph6n m6m c5c nQi dung quy dinh.

- T6 chric t6t viQc hgc nghA, ho4t dQng tr6i nghiQm huong nghiQp; chiu trfch
nhi6m b6o vQ CSVC vd git gin vQ sinh m6i truong trong lop vir khu6n vi6n nhd

truong.

- TO chric xi5p logi hanh ki6m hgc sinh trong ldp cu5i th6ng, cu5i ky, curii
n6m theo qui dlnh cria nhir trudng;
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. . : rhyrg *y{:n,'hy v.:9ne tirc gi6o 9i'q\".le:T'eJNTH'ir bll
c6c th6ng tin kip thdi vE c6c d6i tugng hgc sinh c6 bi6u hiQn xdu v6 mgi m4t d6

b6o c6o kip thdi voi Ldnh d4o nhd trudng c6 biQn ph6p xri li;
- T6 chric Hoat dQng gi6o dgc kI ndng s5ng cho hec sinh, l6ng gh6p trong

gid sinh hoqt lop hang tudn. T6 chuc c6c Ho4t dQng ngo4i kh6a, Hopt tlQng gi6o

dpc NGLL, Hoat dOng trii nghiQm s6ng t4o theo kE ho4ch phin c6ng cria nhd

trudng.

- Ldm nhiQm.,1, 
"6 

u6., cho Chi doirn hgc sinh, h5 trg cirng Dodn TN lirm
t6t c6ng t6c Doin vir c6c nhiQm vu Chinh tri - Xd h0i.

- TiiSp nhSn dcm vd c6c f kii5n cria cha mg hgc sinh d6 b6o c5o cho Nhd
troqng, sau d6 th6ng b6o,l4i cho cha mg hqc sinh vd hqc sinh huong xu ly gi6i
quy6t c6ng viQc theo 1f ki6n chi d4o cria nhir trudng.

- D6m b6o viQc ghi ch6p dAy dt h6 so Chir nhiQm nhu: Ki5 ho4ch chti
nhi6m, c6 ki5 hoach girip dd hqc sinh gia dinh kh6 khdn, hgc sinh chQm titin...

- Thyc hien. duqC trinh tg khi xir ly kf luat hgc sinh, b6o c6o Ph6 hiQu
truOng tryc ban dC ph6i hqp cirng xt li theo qui dinh.

- ViQc thu c6c khoin hqc phi, lQ phi thqc hiQn theo hudng d6n cria Chri tdi
khoan, Kai toiln vd Thri qu!.

13.C6 c6c biQn ph6p aOi mOi c6ng t6c quan lf hgc sinh, t6 chric cho hgc
sinh thi dua hgc t{p vd rdn luyQn d4t k6t qu6 cao.

5.2. Giio vi6n bQ m6n

a. NhiQm vg
Thgc hiQn dAy tfii c6c nhiQm vp vd quyAn h4n theo DiAu lQ trudng trung

hec cria Bq GDDT qui dinh; Thqc hiQn dung c6c quy ch6, quy tlinh cria nhd
trudng,.quy ch6 chuyCn m6n trong c6ng t6c gittng d4y; Dim b6o ddy dri, dung
hd so s6 s6ch c6 nh6n theo qui dfnh cira Di6u lQ Truong THPT.

Tich cuc tham gia c6ng t6c gi6o dqc chinh tri tu tu&ng, girio dqc dao dric
cho HS th6ng qua titSt d4y vir tham gia cdc ho4t tlQng gi6o drrc todn di6n vd c6c
ho4t dQng phgc vg nhiQm vg chinh tr! cta nhd trudng.

.Tryc ti5p nhQp ditim vdo sO dipn tri theo" dinh ki, <ti6m s6 duo. c cfp nh4t
vdo s6 ttiQn tir phii thiing nh6t vdi di6m trong s6 di6m c6 nhdn ctia gi6o vi6n.

Sin sang thgc hiQn t6t c6c nhiQm vg ki€m nhi6m, c6ng t6c kh6c theo su
ph6n c6ng, di€u dQng cira nhd trudng.

Quan ly, khai th6c, sri dr;ng ccy so vdt ch6t, ho6 ch6t, thitit bi d4y hgc vd
c6ng nghQ ti6t kiem, hiQu qu6. Girim s6t vi6c sir dqng co sd v6t ch6t thiiit bi crla
hgc sinh tr6nh 15ng phi.

Thgc hiQn b6o c5o vi6c sri dpng co sd v6t ch6t, thi6t bi dey hqc vir tdi s6n:
cong Knl co yeu cau

ThWc hiQn nghi6m ttc c6c quy dinh cta ph6p luQt nhu: LuQt phdng ch6ng
tham nhfing ....

b. Danh sich (Ph4 lqc III- Phdn c6ng gidng dqy)
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euY cHE "i* urpl"rYi'rYrt'* coxc NHrEM w
cua rO vAN pnoNc

(Kdm theo QD s6 159 ngdy 2t/8/2023 cia trudng THPT M6ng Dtong)

I. QUY EINH CHUNG

1.T6 vdn phdng g6m nh6n vi6n thyc hiQn cdng t6c vdn thu, tcii torin, ttrri
qu!, y tti trudng hgc, b6o vQ vd c6c c6ng tric kh6c. TO vdn phdng c6 tO tru6ng, t6
ph6.

2. NhiQm vg cria t6 vdn phdng:

- CIn cf ki5 ho4ch gi6o dqc cria nhd trudng. x6y d1mg, gi6i trinh vd quyiit
dinh ke hoqch hoqt tl6ng cria t6 vdn phdng theo tu6n, thring, hgc k], ndm hqc.

- GiLr,n hiQu trucmg thgc hiQn c6ng t6c vin thu, nhiQm vg qu6n lj tdi chinh,
tdi sd,n, th6ng k6 vd b6o vp trong nhd trudng theo quy tlinh.

- Tham gia b6i dudng chuy6n m6n, nghiQp vr,r theo ki5 ho4ch cria t6 vdn
phdng vd cta nhd trulng.

- Tham gia drlnh gi6,x€p lopi vi6n chirc, ngudi lao dQng.

- Quin lyf, luu trir h6 so cria truong.

- Qu6n ly, sri dgng tiri s6n c6ng vd cric thi6t bi co s0 vat ch6t theo quy
dinh.

, -Thgc hiQn nghi6m tric c6ng t6c phdng ch5ng tham nhfing vd thlrc hanh
ti6t kiQm.

- Thuc hi€n c6c nhiQm vp kh6c khi hiQu tru&ng phdn c6ng.

. 3. TO vdn phdng sinh ho4t it nh6t 01 ldn trong 01. th6ng vd c6 thii hqp dQt

xu6t theo y6u c6u c6ng viQc hoac khi hiQu tru&ng y6u c6u.

- Nhan vi€n t6 v6n phdng thgc hiQn tuAn ldm viQc.4O gid/tu6n..Do d{c tht
cira nhd truirng (hgc sinh hgc ti t,rli 2 di5nthir 7 hang tuan) kh6ng th6 b6 tri nghi
2 ngdy li6n d6ng lo4t dugc' nhd truong b6 tri nghi vdo ngdy cht nhdt vd 2 bu6i
kh6c trong tuAn.

- T6 vnn phdng ho4t tlQng theo nguy€n t6c d6n chri, t6n trgng, chia s6, hgc
tQp, girip dd l6n nhau gifta c6c thdnh vi6n di5 ph6t tri6n ndng lgc chuyCn m6n,
nghiQp vu.

4. TO v5n phdng g6m:

T6ng si5 thdnh vi6n ti5: 07 ngudi

Trong d6:

- Vi6n chirc (vdn thu, k6 torin, y tti): 03 nguoi

Nam: 0 Nfr: 03 Trinh dO ddo t4o/Dpt chuAn: 03

- Lao dQng (b6o vQ, tqp vu): 04 ngudi;
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Nam:03 Nt: 01

Cu thA:

TT Hg vh t6n NhiQm vg Trinh tIQ

1 Nguy6n Thi Qulnh V6n thu VTTC, DH

2 Dinh Thi Thu K6 to5n Dai hqc

3 TriQu Thi Khuy6n Yt6 Dai hpc

Nguy6n Vdn Ghi 86o v6 HDLD

5 Ddo ThO Ndng BAo vQ HDLD

6 86o vQ

7 Nguy6n ThiHqi Tap vu HDLD

rr. NHrpM yu
l. Nhi0m vu vir quydn tgi cta nhin vi6n thgc hiQn theo tlidu 28, 29,

chuong IV Th6ng tv s6z 3212020/TT-BGDDT, ngiry 15 thdng 09 nim 2020.

2. NhiQm vq cs th6

2.1. NhiQm vg cta T6 tru&ng t6 vIn phdng

a) T6 tru6mg t6 vin phdng ld ngudi chiu tr6ch nhiQm t6 chfrc, qu6n ly, di6u
hanh c6c ho4t dQng cta t6.

b)Quan lf vd tli€u hdnh ho4t dQng cria T6 theo quy dinh DiAu lQ truong
trung hgc vd.chiu tr6ch nhiem tru6c Hi6u truong v6 nhiQm vg dugc phdn c6ng.
PhU tr6ch tri6n khai c6c v5n ban chi dao cria LEnh d4o nhi trudng toi t6 vi6n.

c)Cdn cri k6 hoach gi6o duc cria nhd trudng, xdy d1mg, gi6i trinh vd quytlt
dinh ke ho4ch ho4t a6ne Iiru t6 vdn phong ttuing]nam hgc.

d) Ph6n c6ng nhiQm vu cho c6c thdnh vi6n trong t6, theo d6i ngdy gio ldm
viQc cria c6c thirnh vi6n trong t6.

e) Phg tr6ch c6ng t5c theo d6i, ki6m tra h6 so s6 s6ch cria nhdn vi6n trong
t6.
g)TO chtc sinh ho4t tO it nfr6t 01 lAn trong 01 th6ng vd c6 th6 hqp dQt xu6t

theo y6u cAu c6ng vigc ho4c khi hiQu trudng y6u cAu.

h)Trinh hgi tl6ng x6t duygt ndng lucrng c6c c6 nhAn rlir diAu ki6n ndng
luong cria T6.

k) Tham gia d6nh gi6 x6p loai thi dua ttmg nhAn vi6n trong T6.

l)Lrru h6 so t6.

2.2. NhiQm vg cria Ph6 t6 tru0ng t6 vin phdng

. a) Chfu trSch nhiQm qu6n lf, di6u hanh c6ng viQc do t6 tru&ng ph6n c6ng;
tli6u hdnh hoat rlQng cria t6 vdn phdng khi duoc to trudng ty quy6n.

,7
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. b) Ctng t6 tru<rng quan llf vd di€u hdnh hoqt d6ng cta tO theo quy din!
DiAu lQ trudng trung hgc vd chiu tr6ch nhiQm tru6c HiQu tru0ng, t6 truong vC

nhiem vu ducr. c ph6n c6ng.

c) Theo d6i thdi gian ndng luong cria cric thdnh vi6n trong t6.

d) Tham gia drinh gi6 x6p lopi thi dua timg nhAn vi6n trong T6.

2.3. NhiQm vg cria nh6n vi6n vin thu
a) D6ng kf, thgc hiQn thri tr,rc ph6t hdnh, chuy6n ph6t vd theo d6i viQc

chuy6n phrit v6n b6n di.

b) Ti6p nh{n, ddng \i vin b6n d6n; trinh, chuy6n giao vdn bnn tli5n.

c) S6p x6p, b6Lo qu6n vd phpc vu viQc tra cuu, sri dgng bin luu vin bin.
d) Quan ly 56 <t6ng kf vdn b6n.
e) Qu6n f, sri dr,rng con ddu, thi6t bi luu kh6a bi mft cria co quan, tO chfc;

c6c lo4i con ddu kh6c theo quy itinh.

e) Quan ly sO dAu bdi, s6 ding b0, hqc b4 hgc sinh, cdp phdt vdn bing cho
hgc sinh.

h) Ldm thri tgc chuy6n trudng cho hgc sinh.

k) Qudn l! cdc trangthi6t bi, c6ng cu dpng c9, vat tu vdn phdng duo. c giao.
86o c6o hiQu tru&ng khi c6 thi6t bih6ng dC c6 hucrng gi6i quyi5t, kh6c phqc.

m) DA nghi mua si- vin phdng phAm, vdt tu vdn phdng phqc vU ho4t dQng
chung cta nhd trudng.

l) In vd chuy6n gi6y mdi hsp phu huynh vd c6c cuQc hgp kh6c theo su chi
d4o cria HiQu tru&ng.

m) Sinh ho4t td v6n phdng theo quy dinh.

n) lhgc hiQn. c6c nhiQm vq khSc hopc c6ng t6c dQt xu6t kh6c do HiQu

trudng, t6 truOng t6 vdn phdng ph6n c6ng.

2.4. NhiQm vg cria nh6n vi6n K6 toin
a)Thu thQp, xt lf.th6ng tin, si5 lieu ki5 toan theo dl5i tugng vd nQi dung c6ng

vi6c k6 to6n, theo chu6n muc k6 to6,n vd ch6 d0 kC to6n.

b) KiCm tra, gi6m sat c6c kho6n thu, chi tdi chinh, nghia W thu, nQp, thanh
torln ng; theo d6i viro s6 tiri s6n; ph6t hi6n vd ng6n ngira c6c hd,nh vi vi ph4m
ph6p luflt v6 tdi chinh, kt5torln.

c) Phdn tich th6ng tin, sii liQu kti to6n;.tham muu, dd xu6t cac gihi phip
phpc vu y6u cAu quan tri vd quyt5t dinh kinh t6, tdi chinh cria d<m vi kli to6n.

d) Cung c6p th6ng tin, s6 lieu k6 to6n theo quy ttfnh cria phrip luQt.

e) 86o tdng, gidm d6ng b6o hidm cho c6n b9, girio vi€n, nhdn vi6n, ngudi
lao dQng khi c6 bidn tlQng tiEn lrrong.
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g) Dg torln sl5 luqng h6a don cho mQt ndm; tt6 xu6t mua h6a tlon; Th6ng
Uao pnat hdnh h6a ttcrn; Vilit. h6a don theo quy dinh. Tinh nQp thuii GTGT,
TNDN. T6ng hqp b6o c6o thu6 thu nh4p c6 nhAn theo quy tlinh.

l)Theo d6i, n6ng luong thudng xuy6n, nAng php c6p thdm ni6n vucrt khung,

nAng phq c6p thAm ni6n nhd gi6o cta crln bQ, vi6n chric, ngudi lao rl$ng.

m)Lfp dg to5n, quy6t to6n thu chi c6c qu! theo quy dfnh vio ttdu ndm hqc.

n) Sinh hoat t6 vdn phdng theo quy dlnh.

i)Thgc hiQn c6c nhiQm vg kh6c ho{c c6ng t6c tlQt xu6t kh6c do HiQu
" :, . _i

trudng, t6 truong t6 vdn phong ph6n c6ng.

2.5. NhiQm vg cta nhin vi6n Y t5

Nh6n vi6n y tt5 c6 nhiQm vq tham muu, d6 nghi t6 chric triiin khai thqc hiQn

dAy <li c6c n6i dung sau:

+ 86o d6m cric diAu kiQn vA phdng hgc, bdn gh6, bang vitlt, chiliu sang, d6
choi trong trudng hqc.

+ 86o dim c6c di€u ki6n vA cAp tho6t nu6c vir vQ sinh m6i trudng trong
trudng hgc.

+ 86o d6m cric di6u ki€n vC an todn thgc phAm.

+ Bio d6m m6i trudng thgc thi chinh s6ch vd x6y dpg c6c m6i quan hQ xE

hQi trong trudng hgc, li6n k6t c6ng d6ng.

+ T6 chric cric ho4t dQng quan l1i, b6o vQ vi chdm s6c sric kh6e hgc sinh,
gi6o vi6n.

+ T6 chric c6c ho4t dQng truydn th6ng, gi6o dr,rc sric kh6e.

+ Th6ng k6 b6o c6o vi drffi gi6 vA c6ng t6c y t5 trudng hgc.

. + LAp dg lrt mua, bio qu6n vd c6p thu6c theo quy dinh. XAy dpg tri
thu5c, trang thi6t bi vQt tu d6 phqc W ti5t cho vi6c chdm s6c sric kh6e trong nhir
trudng.

. + Thudng xuydn c{p nh{t thdng tin tr6n mgi phuong tiQn vC diSn bi6n mQt
s6 aicn bQnh tr6n th6 gi6i, trong nu6c cflng nhu t4i dia phuong OC tip tfrOi cO tt5
ho4ch, biQn ph6p tuy6n truy6n, phdng ngta.

+ Nh6c nhd mqi ngudi git gin v9 sinh chung, ghi nh4n vd b6o c6o c6c hiQn
tugng mat vQ sinh trong trudng hgc.

+ Sinh hoat t6 vdn phdng theo quy dinh.

+ Thqc hign c6c nhiQm vp kh6c hopc c6ng t6c dQt xu6t kh6c do Hi6u
tru0ng, t6 trucrng t6 vdn phdng ph6n c6ng.

2.6. NhiQm vg cta nhin vi6n tht quf
- Thgc hi6n thu, chi ti6n m6t dtmg chinh s6ch trong ph4m vi trrich nhi6m

ctia nguoi thri qu!.

9



- Ki6m d6m thu, chi ti6n mflt chinh x6c vd bio quin an toirn qu! ti6n mqt
cira don v!.

- Thgc hi€n nghiEm chinh tlinh mirc t6n qu! ti€n m{t cria Nhd nu6c quy
dinh.

- Md s6 s6ch, xri lf c6c chimg tir, ghi chdp vd ldm b6o c6o th6ng k6, cQp

nhft viQc thu chi cria qu! ti6n m4t.
.;

- Lirm c6c b6o c6o v6 qu! ti6n m4t theo y6u cdu.

- Thgc hiQn cric nhiQm vq kh6c ho{c c6ng t6c dQt xu6t kh6c do Hi6u
,7,i

truong, t6 trudng t6 vdn phong phdn c6ng.

2.7. NhiQm vg cta lao tlQng lhm c6ng tic b6o vQ

- Ddm b6o an todn, trAt tU ra, vdo co quan, theo dirng nQi quy d6 ra, cU th6:

+ Ki€m tra gi6y td, hudng d6n ngudi vir crlc phucrng tiQn ra vdo c6ng theo
dirng quy dinh. Kh6ng cho ngudi, cric phu<rng tiQn vd dua c6c ctr6t nO ho4c v[
khi ra vdo kh6ng dring quy dinh (k6 ci vi6n chric, lao dQng cria tlon vi minh).

+ Nhfln vd giao ca thudng tr.uc dung quy dinh cria ccr quan.

+ 86o qu6tr cric phu<rng tiQn ldm viQc cta phdng nhu tl6ng h6, diQn thoqi,

+ LAp s6.theo d6i.chinh x6c tdLi s6,n, thi6t bi, vdt tu, c6ng cg... xu6t ra kh6i
nhd trudrng (n6u c6). 36 theo d5i ph6i phin anh tlugc rd ngdy thring, ngudi mang:/'
ra, t6n thi6tti, s6 lugng (Mgi tdi s6,n xuAt ra kh6i nhd truong ph6i c6 phi€u xuAt
ho[c gi6y d6ng f cho xu6t cria HiQu trudng)

- B6o vQ an ninh trft ty trong trudng hgc. 86o vQ an todn tiri s6,n, thitit bi
nhd trudng.

- Tu6i, chdm s6c c6y todn trudng.

- Thudng xuy6n ki6m tra tiri s6n, ph6t hien ra nhirng sai pham x6m phpm
tdi s6n vd nQi quy cira co quan vir c6 tr6ch nhi6m b6o c6o cho HiQu truOng xem
x6t vd xri lf .

- Sinh hoat t6 vdn phdng theo quy dfnh.
- Thgc hiQn c5c nhiQm vs kh6c ho4c c6ng t6c dQt xu6t kh6c do HiQu

"7"1tru&ng, t6 tru0ng t6 vdn phdng ph6n c6ng.

2.8. NhiQm vg cfra lao tlQng lhm cdng t6c vQ sinh

- Chiu tr6ch nhiQm vQ sinh khu nhd hgc sinh, khu nhd hi6u b6.
_:

- Tr6ng, tuoi, chdm s6c c6y t4i c6c b6n hoa cta nhd trudng.

- Ve sinh sdn trudng vho c5c th6ng kh6ng c6 hoc sinh hgc.

- Sinh hoat t6 vin phdng theo quy d!nh.

- Thyc hiQn c6c nhiQm v9 kh6c hoqc c6ng t6c tlQt xu6t kh6c do HiQu

truong, t6 tru&ng t6 v6n phdng phdn c6ng.
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