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QUYET DINH
Ban hanh Noi quy co1 quan cua Truong THPT Le Quy Don

HIEU TRlTONG TRtTOfNG THPT LE QUY DON

Can cu Quyet tfinh so 12/QD-UB ngay 1101/2005 cua Chu tick UBND tinh 
Blnh Phuac ve vice thank lap Truong THPT Le Quy Don;

Can cu Thong tu so 32/2020/TT-BGDDT ngay 15/9/2020 cua Bo truong 
Bo Gido due vd Ddo tqo ve viec Ban hanh Dieu le truong trung hoc co so, truong 
trung hoc pho thong vd truong pho thong co nhieu cap hoc cua Bo truong Bo Gido 
due vd Ddo tqo;

Can cu Quyet dinh so 782/QD-SGDDT ngay 26 thdng 3 ndm 2020 cita 

So GD&DT Binh Phudc ve Quyet dinh ban hanh Quy dinh chuc ndng, nhiem vu, 
quyen hqn vd to chuc bo may cua Truong THPT Le Quy Don, huyen Bit Dang, tinh 

Binh Phudc.

Xet de nghi ciia Hoi dong Truong Truong THPT Le Quy Don,

QUYET DINH:
Dieu 1. Ban hanh Quyet dinh ve Noi quy co quan cua Truong THPT 

Le Quy Don.

Dieu 2. Quyet dinh nay co hieu luc thi hanh ke tu ngay ky va nhung Quy dinh 
truoc day trai voi Quy che nay duoc bai bo.

Dieu 3. Cac 6ng, Ba truong cac bo phan cua Truong THPT Le Quy Don va cac 

ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh nay.
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SO GD&DT BINH PHlTdC
TRUONG THPT LE QUY DON

Noi quy co quan cua Truong THPT Le Quy Don
(Kem theo Qnyet dinh so J. 13../Jd thangdO ndm 2021 

cua Truong THPT Le Quy Don)

• ^ rDieu 1. Pham vi va doi tuong ap dung
Noi quy co quan do Hieu trudng ban hanh sau khi da duoc sir nhat tri cua Hoi 

dong trudng va co y kien thdng nh§t cua BCH Cong doan co so nha trudng.
Hieu trudng xay dung Noi quy co quan theo hudng dan, quy dinh tai cac van 

ban hien hanh cua nha nude, cac Bo nganh lien quan va van ban hudng dan cua Sd 
GD&DT Binh Phudc; dong thdi cd can nhac, xem xet tinh hinh thuc td cua don vi.

Noi quy co quan duoc gui Sd GD&DT de theo doi, kiem tra, giam sat; gui cac 
bo phan, cac TTCM, to trudng Van phdng trong nha trudng de thuc hien.

Doi tuong ap dung: Ban giam hieu, cac to chuc doan the, to CM, to van phdng, 
toan the can bo, giao vien, nhan vien, hoc sinh nha trudng. Khach den trudng lien he 
edng viec va phu huynh hoc sinh.

Dieu 2. Noi dung Noi quy co* quan.

l.Thdi gid lam viec, thdi gid’ nghi ngoi.

1.1. Thuc hien theo Quyet dinh phan edng nhiem vu va Lich true da duoc ban
hanh.

1.2. Tiet hoc thu nhat bat dau tu 7h00’.

- Hoc sinh cd mat trude tiet hoc thu nhat 15 phut de sinh boat 15 phut.

- Sang Thu 2 hang tuan BGH, GVCN, cd mat tai co quan trude gid hoc thu 
nhat de tham gia chao cd.

- Nhan vien To Van phdng: Tuan lam viec 40 gid, cd mat tu trude tiet hoc thu
r r r t

nhat den het budi hoc.

* Lu’u y: Khi cd yen to khach quan vi dich Covid 19, nha trudng thuc hien viec
s* y y r r yday hoc true tuyen thi thdi gian day true tuyen theo lich day hoc true tuyen va se cd 

thong bdo cu the.

1.3. Giao vien vao trudng thuc hien nhiem vu day - hoc phai dung gid quy dinh 

va theo thdi khda bieu da phan edng; khdng bd gid, bd lop. Khi nghi day phai cd don 

xin phep hieu trudng trude 01 ngay. (Trong trudng hop khan cap cd the su dung dien
*> r

thoai nhung sau do phai gui don de dam bao dung thu tiic phap ly - neu GV khdng gui 
don thi coi nhu vang khdng phep). Can bd, giao vien duoc cap tren dieu dong di edng 

tac phai bao cao vdi to trudng CM sap xep lich day thay va bao cao vdi BGH.



1.4. Can bo, nhan vien vao trubng lam viec dung gib quy dinh (theo gib lam 

viec hanh chinh hoac theo thbi gian lam viec da dirge thoa thuan trong hop dong lao 

dong). Khi nghi lam viec phai cb don xin phep gui Hieu trubng trubc 01 ngay. (trong 

trubng hop khan cap cb the su dung dien thoai nhung sau do phai gui don de dam bao 

dung thu tuc phap ly - neu nhan vien khbng gui don thi coi nhu vang khbng phep) 

dong thbi bao cao to trubng de phan cbng day thay hoac bo tri ngubi true thay.
1.5. Mbi bo phan, ca nhan theo nhiem vu duoc giao, phai hoan thanh cong viec 

dung thbi gian, ke hoach da de ra; khbng dun day trach nhiem cho ngubi khac; khbng 

chay lubi, y lai thoai thac nhiem vu vi nhung ly do khbng chinh dang.
1.6. Trong gib lam viec khbng tiep khach rieng tai phbng lam viec; khbng dung 

dien thoai ca quan vao viec rieng.
2. Hanh vi, ngon ngir ling xir, trang phuc cua can bo, giao vien va nhan

vien.
2.1. Hanh vi, ngbn ngu ung xu cua can bb, giao vien va nhan vien phai dung 

muc, lich sir, te nhi, hba nha va ton trong moi ngubi, ton trong dong nghiep, ton trong
r r o

ky cuong, ky luat nha trubng. Xay dung nep song van minh, tac phong chuan muc, 
thuc hien giao tiep van hba, tu ton, khiem nhubng; than trong va binh tlnh khi giai

r # r y *

quyet cbng viec va cac van de cb lien quan.
2.2. Khbng loi dung chuc vu, cbng viec de cua quyen, hach dich, nhung nhieu, 

gay phien ha dbi vbi dong nghiep, hoc sinh, cha me hoc sinh va nhung ngubi khac; 
khbng nbi va lam nhung viec cb the gay ton thuong long tu trong va nhan pham cua 
ngubi khac (ke ca HS).

2.3. Trang phuc cbng so phai chinh te, phu hop vbi boat dong su pham, deo the 

vien chuc, thuc hien theo quy dinh cua Chinh phu ve trang phuc cua vien chuc Nha
* o y

nubc va quy che boat dong cua nha trubng. GV day The due va GDQP mac dong 
phuc The due hoac dong phuc GDQP.

3. An toan lao dong, ve sinh lao dong noi lam viec.
f y

Chap hanh cac quy dinh, quy trinh, nbi quy ve an toan lao dong, ve sinh lao 

dong cb lien quan den cbng viec, nhiem vu duoc giao; Sir dung va bao quan cac 

phuong tien bao ve ca nhan da duoc trang bi; cac thiet bi an toan lao dong, ve sinh lao 
dong noi lam viec;

Dam bao noi lam viec lubn ngan nap, khang trang. Nha trubng lubn 

xanh-sach-dep, Giu vung an ninh trat tu. Dam bao cbng tac phbng chay chua chay.
4. Viec bao ve tai san, sir dung thiet bi, phong hoc, phbng bo mbn.
4.1. Viec sir dung phbng hoc, phbng lam viec:

r r r4.1.1. Cac lop duoc bb tri hoc chinh khoa, trai khba b phbng nao phai cb trach 

nhiem bao quan cac trang thiet bi b phbng do. Nbu cb y lam hu hong, mat mat thi lop



phai den bu theo gia thi trirdng tai thai diem hir hong, (ca nhan hoc sinh co y lam hu 
hong thi phai chiu trach nhiem tir d§n bu).

4.1.2. Dau cac buoi hoc, nhung hoc sinh dupe phan cong true nhat co trach 
nhiem don ve sinh lop sach se, gom rac do vao thung va do rac dung noi quy dinh.

4.1.3. Cac GVBM co nhu cau su dung phong thuc hanh, bang tuong tac thi 
dang ky va ghi nhan vao s6 cua do can bo thiet bi quan ly. Cu6i tuan (hoac thang), 
nhan vien phu trach so k4t va trinh hieu truong ky xac nhan, thong bao cong khai tai 
bang thong bao.

4.1.4. GVBM co nhu cau su dung phong hoc trong ngay chu nhat hoac ngay le 

phai bao cho to truong van phong de dupe sap xep va theo doi, quan ly qua trinh su 

dung. Bao ve tuyet doi khong md cua khi chua co y kien cua Pho To truong van 
phong.

4.1.5. Phong lam viec cua bp phan nao (k! ca BGH) do bp phan do quan ly. 
Tuyet doi khong di chuyen cac trang thik bi ra khoi phong. Moi thanh vien trong 

phong co trach nhiem bao quan trang thik bi; don dep va giu gin ve sinh trong phong. 
(tru cac phong cua BGH va cac phong thupc pham vi trach nhiem don dep cua nhan 
vien phuc vu).

4.2. Viec su* dung trang, thiet bj day hoc va cac phong Thi nghiem - thuc 

hanh, phong bo mon: (may moc, cat set, tranh anh, ban do, dung cu thi nghiem - 
thuc hanh...):

4.2.1. Nha truong giao cho cac to truong chuyen mon kiem tra tinh hinh su 

dung dung thiet bi hien co cua nha truong lien quan den bp mon to phu trach.

4.2.2. Nhan vien thiet bi ra soat thiet bi hien co, co ke hoach cong tac thiet bi 
truong hoc trong nam hoc, tung thang, co giai phap bao quan tot thiet bi truong hoc. 
Co trach nhiem tong hop, bao cao de trinh Hieu truong co y kien chi dao xu ly (sua 

chua, mua sam mdi ... ra quyet dinh muc den bu - neu su hu hong do loi cua ca nhan 

ngudi su dung hoac loi bao quan cua to). Chuan bi day du thiet bi day hoc, hda chat, 
tranh anh...theo yeu cau cua giao vien bp mon trude gid hoc, gid thuc hanh. Bao cao 

kjp thdi vdi Hieu truong tinh hinh su dung thiet bi, phong thuc hanh, phong chuc 
nang.

4.2.3. Giao vien phu trach phong TN-TH, phong bp mon, phong thu vien,... 
nhac nhd NV phuc vu lam ve sinh lau san 01 lan/tuan. Cac GV phu trach cac phong 

cd trach nhiem hudng dan HS giu gin va don ve sinh ngay sau moi tiet thuc hanh- thi 
nghiem hoac boat dong bp mon.

4.3. Viec su’ dung phong bo mon:

4.3.1. Moi ho so so sach, do dung cua ca nhan do ca nhan tu bao quan. Tuyet 
doi khong de bua bai tren mat ban hoac trong khudn vien phong hpi dong. Moi su mat 
mat hoac hu hong hd so, do dung ca nhan nha truong khong chju trach nhiem.
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4.3.2. Ho so quan ly to cua TTCM dirge de trong tu dat tai phong bo mon. 
TTCM co trach nhiem bao giang hang tuan han cuoi vao dau ngay thu hai cua tuan 

thuc hien. BGH co the kiem tra dot xuat viec bao giang cua GV. GV tuyet doi khong
> 9 9

duoc tu y xem xet ho so quan ly to cua To trudng CM.

4.3.3. Nghiem cam viec mang do an, nuoc uong vao su dung trong phong bo 

mon. GV co nhu cau an, uong thi su dung tai can tin cua trudng.
9 r 9

4.3.4. Khong de thiet bi day hoc tren ban hoac de Ion xon trong phong bo mon.

4.4. Viec quan ly va su* dung cac trang thiet bj phuc vu cong tac quan ly -
hanh chinh:

4.4.1. May tinh, may in d cac phong lam viec chi phuc vu cho cong viec cua 

tung bo phan co lien quan. Nhan vien phu trach cac phong (ke ca BGH) tuyet doi 
khong duoc su dung cho muc dich ca nhan hoac su dung de lam nhung cong viec 

khong thuoc pham vi trach nhiem cua minh.

4.4.2. Cac TTCM, trudng cac ban chuc nang neu cd nhu cau danh vi tlnh (soan 

thao van ban) hoac photo tai lieu phuc vu cho boat dong cua To, ban do minh quan ly 

thi lien he nhan vien Van thu de phoi hop lam viec.

4.4.3. Giao vien cd the su dung may photocopy tai van phong; May Photocopy 

dat tai phong Van thu chi danh rieng cho viec sao in de thi va cac van ban phuc vu 

cho cong tac cua trudng duoc Hieu trudng phe duyet. May Photocopy do nhan vien 

van thu cd trach nhiem quan ly. Tuyet doi khong de nhung ngudi khong cd trach 

nhiem tu y su dung may. (tranh su hu hong do 16i su dung). Khong dung may de 

photo cho ca nhan hoac sao in cac van ban khong duoc Hieu trudng phe duyet. Can 

bo, giao vien, nhan vien, hoc sinh nha trudng cd trach nhiem bao ve tdt tai san cong, 
su dung hieu qua tiet kiem dien, nude, cac loai vat tu, thiet bi cua nha trudng. Khong 

duoc mang tai san nha trudng ra ngoai khu vuc trudng khi chua cd su ddng y cua 
Hieu trudng.

5. Ke hoach bai day (Giao an)

Giao vien len lop phai cd ke hoach bai day. Ke hoach bai day phai duoc Lanh 
dao nha trudng hoac to trudng chuyen mon duoc Lanh dao uy quyln phe duyet vao 

thu 2 hang tuan.

6. Viec chap hanh Quy che boat dong va cac Quy dinh khac.

Can bo, vien chuc phai chap hanh nghiem chinh Quy che boat dong cua nha 

trudng. Thuc hien theo Dieu le trudng THCS, trudng THPT va trudng phd thong cd 

nhieu cap hoc, Ban hanh kem theo Quyet djnh so 32/2020/TT-BGDBT ngay 15 

thang 9 nam 2020 cua Bo trudng Bo Giao due va Dao tao va cac quy dinh chuyen 
mon hien hanh, cac quy dinh khac cua Trudng va cua Nganh.



Trung thirc, cong Idiai, cong bang khi kiem tra, danh gia hoc sinh va trong thi 
cu, tuyen sinh. Chu dong doi moi phu'ong phap day hoc de nang cao chat luong giao 
due.

Tich cue nang cao tinh tMn tir giac, thirc hien t6t cac phong trao thi dua, ren 
luyen, thirc hien tot cuoc van dong xay dung tnrong hoc than thien, hoc sinh tich 
va cac cong tac xa hoi khac.

7. NhCrng viec cong chuc, vien chuc, ngiroi lao dong khong duoc lam.
7.1. Xuc pham danh dir, nhan pham, xam pham than thi cua hoc sinh va dong

cue

nghiep.

7.2. Gian lan trong kiem tra, thi cu, tuyen sinh; gian lan trong danh gia kit qua 
hoc tap, ren luyen cua hoc sinh.

7.3. Xuyen tac noi dung giao due; day sai noi dung kien thuc, khong dung voi 
quan diem, duong loi giao due cua Dang va Nha nude Viet Nam.

7.4. Vi pham quy djnh ve day them - hoc them.

7.5. Hut thuoc la, udng rugu, bia va sir dung cac chat kich thich khac khi dang 
tham gia cac boat dong giao due.

7.6. Sir dung dien thoai di dong va lam viec rieng trong cac cuoc hop,, hoc tap, 
coi thi, chain thi.

7.7. Tron tranh trach nhiem, thoai thac nhiem vu duoc giao, tu y bo viec, di 
muon ve sdm, B6 gid, bd budi day, tuy tien cat xen chuong trinh giao due. 
quy che chuyen mon lam anh hudng den ky cuong, ne nep cua nha trudng.

7.8. Gay be phai, cue bo dja phuong lam mat doan ket trong tap the va trong 
sinh boat tai cong dong.

7.9. To chuc, tham gia cac boat dong lien quan den te nan xa hoi nhu: Cd bac, 
mai dam, ma tuy, me tin, di doan ...

7.10. Vi pham An toan giao thong.

8. Cac hanh vi vi pham ky luat cua cong chuc, vien chiic, ngiroi lao dong va 

cac hinh thirc xir ly ky luat, trach nhiem vat chat.

8.1. Doi vdi cac trudng hop sir dung vuot muc khoan hoac lam hu hong tai san 

do loi cua ngudi su dung:

Tai san trang bi trong cac phong hoc do lap va GVCN Idp cd trach nhiem bao
r r r >

quan. Neu cd y lam mat mat hoac hu hong thi phai cd trach nhiem den bii.

Tai san trang bi tai cac phong lam viec do ca nhan su dung thi ca nhan chiu 

trach nhiem bao quan; neu lam hu hong (do loi cua ngudi sir dung) thi tu chi tra chi 
phi sua chu'a.

.. vi pham



8.2. Cong chuc, vien chuc, nguoi lao dong co hanh vi vi pham quy dinh tai Noi 
quy nay thi bi xu ly theo quy dinh cua phap luat.

Dieu 3. Viec cong khai Noi quy co’ quan den toan the doi ngu cong chirc, 
vien chuc, nguoi lao dong.

Cong khai, niem yet toan van Noi quy co quan tren Bang tin cua nha trirong,
9 9 r Atren website cua trudng, Ban thanh tra nhan dan, cac to chuc doan the va cac ca nhan 

co lien quan theo doi, giam sat thuc hien tu1 nam hoc 2021-2022.
Trich dang nhung noi dung co ban cua Noi quy co quan: Quyen va nghla vu 

cua cong chuc, vien chuc, nhan vien co quan; ... tai nhung dia diem thuan tien cua 

nha trudng de toan the cong chuc, vien chuc, nhan vien biet va thuc hien.
Dieu 4. Trach nhiem thuc hien.

*>
1. Thoi diem ap dung Noi quy cof quan.
Noi quy co hieu luc thi hanh tu ngay ky ban hanh Quyet dinh, nha trudng xay 

dung va ban hanh mdi Noi quy co quan de ap dung tai Trudng THPT Le Quy Don 

(thay the cho Noi quy co quan da ban hanh trudc day).
2. Trach nhiem ciia cong chuc, vien churc, nguoi lao dong.

• ^9Moi thanh vien trong nha trudng phai co y thuc trach nhiem, tu trong ve ban
r \ r

than va nha trudng THPT Le Quy Don; biet phat huy tinh than dan chu theo Quy che 

dan chu trudng hoc; ban bac, gdp y ve nhung bien phap cu the de xay dung nha 

trudng. Moi ngudi co tinh than xay dung va bao ve su doan ket noi bo trong tung tap
9 A *A«A9\ AA>the, dong thdi ton trong, thuc hien tot Nghi quyet cua nha trudng, dong thuan vi muc
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tieu chung, hudng tdi sir phat trien cua nha trudng. Can bo, vien chuc thuc hien tot 
noi quy co quan se duoc khen thudng va ngugc lai neu vi pham tuy theo muc do se bi 
xu ly theo quy dinh hien hanh va la can cu de xet thi dua can bo, giao vien, nhan vien.

3. Quy dinh ve viec sira doi, bo sung Noi quy co’ quan (neu co).
Trong qua trinh thuc hien, Noi quy nay co the duoc sua doi, bo sung theo 

Quyet dinh cua Hieu trudng. Thdi gian sua doi, bo sung Noi quy co quan vao dau moi 
nam hoc.




