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QUYET DINH
v/v phin c6ng nhiQm vg c6c thirnh vi6n trong TOp th6 Ban Gi6m hi6u

n5m hgc 2024 - 2025

HTEU TRUONG TRTIONG THPT QUE SON

Cdn ca Quy€t dinh s6 23S/ZD_UBATD ngay zs thdng * ndm 1997 cti(lUBND tinh eudng IVam vi viQc tnafii bp trudng'rapr'o"is*,'
cdn ca Th6ng u s6 3-2/2000/TT-BGDE7 ngdy 15/9/2020 cua 86 Gidoduc vd Ddo tqo ban hdnh Diiu r€.lr"drr.trung hgc co so, tradng trung h,c ph(ith6ng vd trudng phti th6ng.c6 nhiiu ,ri[h4"; "
cdn cu Thong tu s6 16/2017/Ti-BGDET ngdy t2 thdng 7 ndm 2017 ciaBQ 

.Gido 
dqc ud Edo tqo hudng ddn danh mqtc khung vi trf viQc ldm vd dinh macs6 luqng nsadi lim viQc trons-cdc co s6 gido arr pia inu)i ii"i' uo,cdn c* Th6ng u s6 B/vBHN-a.coor 

";dy 
2: rhZng i na* 2017 banhdnh quy dinh vi chii d0.rdm viac d6i voi gido vian ph6 th6ng;

cdn ctr 
"?, .gyrdl dinh ct)a Gidi dijc s6 ciao dwc" vd Dao tqo euangArqm vi vi€c oa nniem hieiu ,rrrr ri L{"nii* ,a, ph6 hiQu traong TlronsTHPT Qud Son;

Cdn cw tinh hinh thqrc tidn cong vidc vd nhan sa trong Tqp the Ban Gidmhi€u ndm hoc 2024-2025.

AUYET DINH
Ei6u l' Ban hdnh b6ng phdn c6ng nhiQm vu cho c6c thdnh vi6n trong Tdp

th6 Ban Gi6m hiQu (HiQu tru0ng, ph6 HiQu truong) trucrng TI{pr eu6 scrn ndm
hqc 2024 - 2025 (c6 phdn c6ng cu th€ kdm theo).

Di6u 2. cdn cir B6ng ph6n c6ng, mdi thdnh vi6n trong Tap th6 lanh dqo
truong tu gi6c, chu dQng vd chiu trSch nhi6m v6 c6ng vi6c thu6c linh vuc minh
php tr6ch; thuc hiQn nghi6m tric cn6 ao bito cdo cho Thri trucrng o* ui vd c6p
tr6n, d6ng thoi luu trt h6 so minh chfmg ddy dt, khoa hgc.

Di6u 3' C6c 6ng (bd) trong rap trrc Ban Gi6m hidu c6 t6n d Di6u I chiu
trdch nhi6m thi hdnh euy6t dinh ndy. euy6t dinh ndy co hi6u ruc k6 ft ;;;ky.t.
Noi nhQn:
- Chi bo (Brio c6o):
- Nhu Di6u 3 (rhuc hi6n):
- Website cta truong (th6ng b6o);
- Luu: VT./.
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NHIEM VU TAP THE BAN CTAIu HIEU
dlnh sri: 2\7/}D-TILPTQS ngdy l l thdng 9 ndm IM

Hi€u tradng Trudng THPT gue Son)*
*?

I" QUY DINH CHUNG
l. Viqc 15nh dpo, qu6n ly vn di6u hAnh mgi hoat dQng cua nhh truong dugc

thgc hi6n theo quy ch6 ldm viQc vd quy ch6 thuc hiQn ddn chir mh nhh trucrng d6

ban hdnh. Chap hinh dung Ei6u lQ nhd truong vd thyc hiQn lim viQc theo cne O9

thir trucmg. Git gin vd ph6t huy sg dodrn k6t th6ng nh6t, khic phUc kh6 khdn

hoin thdnh tOt nhigm vp dugc giao.

2. CanhAn dugc ph6n c6ng linh vyc ndro thi chu dQng cin eri nhiQm vp ndm

hec, tinh hinh nhd trulng dO x0y dyng k6 hoach nim cho trmg mflt c6ng tdc

trinh Hieu tru&ng pho duyQt tru6c ngdy 30 thSng 8 hdng n6m; t4rc ti6p giai d6p

c6c vAn Oe tien quan ctra gi6o vi6n, nh6n vi6n vd hgc sinh tai citc phi6n hqp

thulng k) cua 15nh dpo trulng. C6 nh6n dugc ph0n c6ng linh v1rc ndo chfu tr6ch

nhiQm chinh linh vgc d6.

3" HO so thuQc linh vpc niro, do ngudi dugc phdn c6ng linh vr,rc d6 thi6t

lpp, b6o qu6n, luu trt theo quy dinh. Khi co ki6m tra crtac6p tr6n, ph6i co d[ ho

so theo quy dinh.

4. Trong qu6 trinh 15nh d4o, qu6n ly, diAu hdnh nhd trucrng, HiQu trucrng vir

c6c Ph6 HiQu trudng phii c6 sr,r ph6i hqp ch[t ch6 dim b6o tinh th6ng nhAt va

hiQu qu6, ph6t huy tinh s6ng tpo, chtr dQng cta cd nhdn, tinh thAn cQng sg dC

thUc hipn t6t nhiem vp dugc giao, hodn thdnh cdc k6 hopch da dC ra vA c6c

nhiQm vu dQt *u6t ..re c6p trdn chi dpo.

5" TrOn ouong vf dugc phdn c6ng, c6c Pho HiQu trucrng cdn cri nhiQm vp

mor nam ngc, cac y6u cAu kh6c trong ttmg ndm hgc vd cdc nhi6m vu dQt xuAt

dugc giao dO chi d4o viec tO chuc thyc hi6n, kfp thoi ki0m tra, gi6m s6t d6 dat

dugc hiQu qui c6ng tdc caonnAt"

II" PHAN CONC CU THB

c14

)s 1
-g

NHIEM VUTT HQ
1. PhU trdch chung; ki tra, gi6m sdl cdc PHT trong viQc

thgc thi c6c nhiQm vp dugc phdn c6ng;

ho4ch chi6n lugc nhd truhng, x6y dpg k6 hoach vlr td chric

thr,rc hiQn nhiQm vp ndm hqc; PhU ttdch c6ng t6c tuy6n sinh

vdo lop 10 TFIPT

2. X6ry dwg gi6o dpc nhlr trucrng;hopch phSt
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3. Phu trdch c6ng t6c k6 hoach tdi chinh; chti tdi kho6n co
quan; thyc hiQn cdc ch6 dQ chinh s6ch ctra Nhd nu6c ooi voi
CB, GV, NV vd HS.

lao d6ng v6i vi6n chric sau khi h6t thoi gian t6p su...; Theo d6i
ho4t dQng ve d6nh gi6, x€p lopi T6 truong, T6 ph6 c6c t6
chuy6n m6n; chiu trSch nhiQm theo d6
thi dua AOi vOi c6c PHT vd Kti todn nhd

nhiQm,
t6nhi6m

v01

4 hP lrdch tdc ch canucu bc6ng b0 Quy hopch
enm1 t6 chu vant6tru6rng, ph6 m6n,y6n phdng

1dinhquyt5t huu oot6ng kfNVUffig, nghi ddnghqp

i, d6nh giit vit x6p loai
trudng.

thi vlec hi6n
sid

5 tr6ch tdcPhu khenduac6ng ththu6rng, uc
thac uc chrict6 kifleP, v G NVVg1 luft CB,

loai hgc sinh, ki6m tra
vd ki xdc nh4n hgc ba hgc sinh t<nOi n;

6. Xet duyQt quA d6nh gi6,x
di6m

trudng;

ti ki6m;
chri tihqc; gi6i quytit

khi GV sinh

7 Ph tr6ch tdcu PCTN hAnhcdng thgc d6ntdcc6ng
tilctrucrng thdcc6ng ep dcynmdc,

thu eu CBcua NVn?1 cua VACMHS nhehgc

Ban dpi di6n CMHS; c6ng titc xd,h6i h6a
giSo dUc; php tr6ch c6ng t6c ph6i hqp ba m6i trubng gi6o dpc:
Nhd trulng - Gia dinh - Xe hQi; phu tr6ch

8. Php trdch c6ng t6c

c6ng tdc ddingopi;
9. Qu6n l1i co so vAt

tdi s6n h6t thoi hpn
kinh phi mua s6m b6

su dung. X6y dgng kC hopch vd dp tru
sung, sria chfra tdi s6n; gi6m s6t vi6c sria

ki kC tdi sin ndm, thanh ly

chfra cdc c6ng trinh trong nhd trulng.

10. Phu trdch thuc hiQn cuQc vQn d6ng: "Hgc t6p vd ldm theo
tu tudng, dao d[rc, phong c6ch H6 Chi Minh,,.

tra,ti d6i KiNgfr

ky;

1 1 T th oruc Tcuahopt an.VdOng

d h6 cuaSO t6k, uyet mon xr6t YAchuyOn d0t dinh

HDND tinh; cira sd GD&ET; c6c So li6n quan; c6c c6ng vdn
c.i,.a cdc phdng thuQc Sd GD&DT: KHTC, TCCB; UBND,
HuyQn iry; cdc c6ng vdn kh6c ngodi pham vi ctra cdc ph6 hi€u
tru&ng, Chdr tich C6ng dodn vd Bi thu Dodn

12. Truc ti theo d6i vit gitti cdc c6ng vdn cria IIBND,

trucrng;
13. Cht tich HQi YA trq gi6o dpc; HQiTu thi

H0idua khen th kio&rg, d6ng luft, H0i mon.d6ng chuyCn

HiQu tru&ng

14. Phu trdch c6ng tdc chi c6ch hdnh chinh

t

GV, )

dAn;



15. Tham gia giAi quytit c6c c6ng viQc thuQc tr6ch nhiQm cira

c6c PHT khi dugc dC ngh! ho4c th6y cAn thitlt.

16. Tryc ti tham gia gihng dAy ND GDDP d6m b6o dtr

titit theo quy dlnh

SO

,,
BE

Nguy6n Thi HQi

Ph6 HiQu tru&ng

1. PhU trdch c6ng t6c chuy6n m6n cua nhd trudng: quin lli vd

di6u hdnh c6ng t6c chuy6n m6n; x6p lcrp; chi dpo viQc thpc

hiQn chucrng trinh gi6o dpc; x6p TKB; quin li, ki6m tra s6

GDB; c6ng t6c d6i mdi PPDH; d6i mdi KTDG, x6p loai HS;

ctng v6i HiQu tru&ng tri6n khai, theo d6i vd kii5m tra c6ng t6c

UOi auOng thulng xuyOn cria gi6o vi6n.

2. Php tr6ch c6ng t6c i du0ng HSG vdn h6a; c6c CuQc thi,

Ky thi do Scv GD&DT; 1i6n ngdnh t0 chirc AOi vOi GV vd HS

c4p giao dpc; ph hqp3. Tryc php tr6ch c6ng t6c

thuc hi6n c6ng t6c ki6m dinh ch6t lugng gi6o dpc" Cdng t6c

th6ng ke tinh hinh ch6t lugng gi6o dpc, ch6t luqng ho4t dQng

gi6o dpc ctra dQi ngf,.

4" Php trdch vd di6u hdnh

-

c6c phdn m6m TEMIS, phdn m6m

tr,r d6nh gi5; PhAn mdm CSDLN vh c6c ph6n md* qudn ly

kh6c; php tr6ch, qudn ly c6c lopi s6 s6ch diQn tu; b6 sung s6

liQu kfp thdi dC phUc vr,r c6ng t6c tp dinh giit.

5. Php trdchcdng t6c kitim tra nQi bQ trudng hqc

6. Php trdch viQc hgc tAp vd xdy dPg
Anh, sinh hopt CLB Ti6ng Anh.

m6i trucrng noi

7. Php tr6ch c6ng t6c

voi GV.

i dudng GV; hopt dQng NCKH;

8. Ctng voi HiQu trucrng php tr6ch CNTT; c6ng tdc img dUng

CNTT trong quin li vd dpy hgc. qu6n ly th6ng tin cua nhh

trudng tr6n Website, faceb ook;Zalo

9. Ctng v6i HiQu tru&ng php tr6ch c6ng t6c KT&KECLGD
tra SO10. X6t duyQt qu6 d6nh gi6, x6p lopi hgc sinh,

di0m vd ki x5c nh6n hqc bp hgc sinh mrOi t t 
"

11. XAy dung k6 hopch vd chirc thgc hiQn ra ki tra,

coi vA ch6m ki6m tra giira ki, cu6i ki, kh6o s6t ch6t luqng thi

thu t6t nghiQp TFIPT.

12. Ctng v6i HiQu trucrng theo ddi vd gi6i qu y6t cilc c6ng vdn

cria HEND, UBND huyQn: c6c c6ng vdn cria c6c phong thu6c

Sd GD&DT: Thanh tra; GDTTH, VEn Phdng.
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HiQu trucrng phU tr6ch c6ng tdc Ban dpi diQn
CMHS; c6ng tdc xdhQi hoa vd c6ng t6c ti6p

13. Cung v6i

c6ng d6n;

Tin; ngt;
Ki-Dia

4I theoti d6i ho t Tcua To oT4rc ? an Nd0ng go?1

u KTPLS em du oh cuaSO cht6tra, monky vct uyCn
xu6t vaoot dinh ky

tham gia gi6ng dpy m6n Ti
sO ti6t theo quy dinh

g Anh d6m bAo dti15. Trgc tiep

I en em khi tru&ng c6ngnhiTh6 hi cac kh6cuc vu hAnp

phu tr6ch CSVC; c6ng t6c KDCLGD; cirng v6i
PHT cM xdy dl,,g k6 ho4ch vd t6 chrlrc thuc hi6n ra dA,I n dd
ki6m tra, coi vd ch6m ki6m tra gifra ki, cu6i ki, kh6o s6t ch6t
luqng thi thir t6t nghi6p TFIPT

1. Truc ti

2. Php trdch c6ng tdc phdp trulng hgc.

3 Chi dpo quAn ly viQc sri dung
phdng thi nghi6m, thuc hdnh . H5 trg HiQu trucrng trong , c6ng
t6c kirim ko cu6i ndm; chi dpo to van phdng quan li, rd so6t
CSVC, tu stra diQn, nu6c..

dtrng dpy hgc c6cbi

gi6o dpc d4o dric cria hgc sinh;
c6ng t6c khen thu&ng, ki 1u6t hgc sinh;
tri si sO hgc sinh; c6ng t6c vfn dQng hgc

Quin ly c6ng t6c duy
sinh (n6u c6).

4. Trgc ti qu6n lf n

trpt tr,r an tohn giao th6ngl an todn thuc ph6m; nu6c u6ng; di6u
hdnh, quAn li lao dQng cin ciclop;

5. Php trdch i;tra Tutdc t6mc6ng v hQc,trucrng

GDTC-QPAN. Ki6m tra,lgr duy6t h6 so ctia t6 chuyCn m6n
d6t xudt vd dinh kj,

6. Tr.uc ti theo d6i hoat d6ng cria T Hod -Sinh; YQ't L!;

7. Php trdch bQ phQn BAo vC, eu6n sinh, y
chric c6c ngdy l5 trong ndm.

; C6ng t6c

c6ng tdc chi dao hoat dQng cta Doin thanh ni6n
hgc sinh, c6ng t6c chtr nhi6m lcrp. Hopt dQng TNHN, c6c
cLB, tuy6n truydn, qu6ng ba hinh 6nh cria Nhd trulng. hopt
dQng NCKH AOi vOi HS, cuQc thi KHKT, STEM, TDTT

8. Phu trdch

Hi6u tru&ng php tr6ch c6ng tdc Ban dai di6n
CMHS; c6ng tdc xdhQi h6a vd cdng t6c ti6p c

9. Cung v6i

6ng dAn;

t dQng cria HQi Chfr thfp d6 , Chi hQi KH
QuAn ly c6ng t6c khuy6n hoc, khuytin tei tai dcrn

10. QuAn ly hoa

vi;

3

0rg
Ph4m Vin Thu{n
Ph6 HiQu tru&ng

1 1. X6t duyQt quh ddnh gid,, lopi hgc sinh, ki tra s

HiQu



di6m vd ki x6c nhfn hqc ba hqc sinh t<trOi tO;

12. Cung vdi Hi6u truong theo d6i, gi6i quytit cdng vdn cta
Huy6n uy; UBND; cdc co quan thuQc So: Phong GDTTH,
Phdng CNTT&KTKDCL.
13. Php trdch CNTT; c6ng ttrc ung dUng CNTT trong quin lf

vd dpy hoc; qu6n li th6ng tin cria nhd trudng tr6n Website

14.Trpc ti6p tham gia gittng day m6n H6a hgc vd HDTN,HN
dAm b6o dir so tiet theo quy d!nh

15. Thuc hiQn c6c nhiQm vp kh6c khi HiQu trudng phdn c6ng
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