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Can cu Luat Giao due 2005 da dugc sua doi bo sung 2012; Luat vien chuc 
2010 va Dieu le truang Trung hoc ca so, tnrbng Trung hoc Pho thong va truong 
Pho thong co nhieu cap hoc, ban hanh kem theo Thong tu so 32/2020/TT-BGDBT 
ngay 15/9/2020 cua Bo truong Bp Giao due va Bao tao;

Can cu Npi dung cupc hop BGH ngay 21/9/2021;
Truang THPT Le Quy Bon phan cong nhiem vu cua cac dong chi trong Ban 

giam hieu nhu sau:
- BGH lam viec tren nguyen tac tap the lanh dao, ca nhan phu trach co sir
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phan cong, phan nhiem cu the cho tung thanh vien trong BGH.
- Hieu truang la nguai chiu trach nhiem toan bp cac boat dong trong nha 

truang, la nguai to chuc, chi dao, thuc hien mpi nhiem vu trong nha truang. Khi 
hieu truang di vang, uy quyen cho 01 P.Hieu truang chi dao cac boat dong cua nha 
truang.

- Pho Hieu truang la nguai giup viec cho Hieu truang, chi dao thuc hien cac 
nhiem vu va chiu trach nhiem ve nhung cong viec dupe phan cong.

1. Ba Le Thj Bich Hanh - Bf thir chi bo; Hieu truong
Phu trach chung va thuc hien cac nhiem vu cua Hieu truong theo Bieu 19 

cua Bieu le truang THPT, la nguai chiu trach nhiem trude Giam doc So GB&BT 
ve toan bp cong tac quan ly nha truong theo che dp truong chudn.Chiu trach nhiem 
quan ly, dieu hanh mpi boat dong cua nha truong theo quy dinh cua Phap luat va 
true tiep thuc hien cac nhiem vu va quyen han Cu the sau day:

r 9 r- Phu trach chung; xay dung to chuc bp may; thuc hien Nghi quyet cua Hpi 
dong nha truang; xay dung ke hoach nam hoc, ke hoach chien lupc phat trien nha 
truang va to chuc thuc hien ke hoach. Phu trach cong tac Bang va cac doan the cua 
truong.

- La ngudi phat ngon chinh thuc cua truang.
- Quan ly cong tac tu tubng trong CB-GV-NV; cong tac bao ve chinh tri npi 

bp; cong tac to chuc can bp; cong tac ke hoach tai chinh; cong tac thi dua khen 
thubng, ky luat; xet duyet ket qua danh gia xep loai hoc sinh.

- Quan ly giao vien, nhan vien, hoc sinh; To chuc Idem tra, danh gia viec
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thuc hien nhiem vu cua cac Pho hieu truang, cac to, bp phan va toan the CB, GV, 
NV va hoc sinh.

- Phu trach cong tac dao tao, boi duong.



• / A. /\ r- Quan hanh chlnh, tai chinh, tai san cua ca quan; thirc hien cac che do chinh 
sach cua Nha nuac doi vai can bo nha giao, nhan vien va hoc sinh.

- To chuc, chi dao thirc hien quy che dan chu trong cac boat dong cua nha
trirong.

> •> 9 /\ A- Lam chu tich cac Hoi dong: khoa hoc, thi dua khen thirong, ky luat, tuyen
o y r

sinh, tuyen dung va cac hoi dong tu van khac.
- Xu ly cac cong van gui den trirong; duyet cac ke hoach, chuong trinh cong 

tac cua nha truong; duyet tnroc khi ban hanh cac noi quy, quy che, cac quy dinh ap 

dung trong nha truong.
-Phoi ket hop voi cac to chuc trong va ngoai nha truong thirc hien cac muc 

tieu nguyen ly giao due.
-Duyet ke hoach cua cac Pho hieu truong, Doan the.
- Kikm duyet, chdm diem bai dang trang Websitibe cua truong.
- Truong Ban tu van, giao due tarn ly hs; tu van, GD phap luat; tuyen truyen, 

pho bien cac van ban phap luat.
- Chu tri to chuc thirc hien xay dung Truong hoc Hanh Phuc.
- Thuc hien giang day boat dong HN-NGLL.
- Chiu trach nhiem Website cua truong.
- Sinh boat chao cb dau tuan (hoac de xuat phan cong BGH) tuy thuoc vao 

noi dung chinh cua tuan.
- Cong tac giai quydt don thu, khieu nai to cao, cong khai dan chu, PCTN
- Phu trach cong tac cho hoc sinh nhap hoc, thoi hoc, chuyen di, chuyen den, 

lap hoc ba khoi 10.
2. 6ng Nguyen Due Tmh - Chi uy vien - Pho Hieu trirong

Thay mat Hieu truong di£u hanh boat dong cua nha truong khi duqc uy 
quyen, tham muu cho Hieu truong quyet dinh cac nhiem vu ve boat dong trong nha 
truong, true tiep thuc hien va chiu trach nhiem truoc Hieu truong ve nhung nhiem 

vu dupe phan cong nhu sau:
- Tham muu xay dung Ke hoach nam hoc, bao cao so ket, tong ket nam hoc.
- Tham muu kiem tra thubng xuyen va dinh ki yiec thuc hien quy che 

chuyen mon cua giao vien, lap ke hoach kiem tra ne nep trong cac boat dong 
chuyen mon cua nha truong. Trien khai, theo doi, don doc viec thuc hien sinh boat 
chuyen mon cua giao vien.

- Theo doi thi dua giao vien, tham muu viec nhan xet danh gia giao vien ve 
trinh do nghiep vu, tinh thdn trach nhiem cua giao vien trong cong tac chuyen mon 
d<§ Hieu truong nhan xet, danh gia chuan, danh gia cong chuc, vien chuc hang 

nam.
- Chi dao cac boat dong sinh boat chuyen de, hoi thao, tap huan chuyen mon

nghiep vu.
- Chiu trach nhiem ve chk lupng, so lupng giao vien gioi, sang kien.



- Phu trach kiem tra, don doc vice day thyc hanh cua giao vien.
- Chiu trach nhiem cong tac kiem tra noi bo trong nha truong.
- Chiu trach nhiem ve ho so khoi 12 (kiem tra va ky hoc ba, so diem).
- Phu trach ky va luu So dau bai buoi sang.
- Phu trach cong tac kiem dinh chat luong giao due, cong tac truong chuan

Quoc gia.
• * "A AA7 r '- Chiu trach nhiem kiem tra, don doc, chi dao cong tac xep TKB, quan ly 

diem tren VNED.
•> r

- Chiu trach nhiem kiem tra, don doc, chi dao cong tac Ban Bai dien CMHS.
r r o

- Phu trach cac cong tac: thi THPT Quoc gia, tu van tuyen sinh Bai hoc.
- Phu trach cong tac Khao thi.
- Tham muu tinh, duyet thua gia cho giao vien.
- Phu trach to: Ly, Anh, Hoa - Sinh, GBTC - ANQP, Van phong. Theo ddi 

va huong dan boat dong cua cac to chuyen mon dugc phan cong phu trach; Chi 
dao xay dung cac loai ke hoach; Kiem tra ho so va duyet ke hoach; Quan ly, theo 
doi, de xuat dieu chinh phan cong chuyen mon; Theo doi viec thuc hien chuong 
trinh cua to chuyen mon dugc phan cong phu trach theo dung quy dinh. Phu trach 
va chiu trach nhiem ve chat lugng, hieu qua cac gia day cua giao vien to phu trach. 
Be xuat cac bien phap quan ly de nang cao chat lugng day hgc, chat lugng mui 
nhon, chat lugng dai tra.

- Phu trach quan ly ca sa vat chat cua cac phong hanh chinh, phong hgc, 
phong thi nghiem thuc hanh, phong bo mon va cac phong khac; phu trach ca sa vat 
chat phuc vu cac ky kiem tra (do truong to chuc), cac ky thi do nganh to chuc tai 
truong (neu co). Ra soat, chinh sua, hoan thien Quy che su dung, bao quan CSVC 
nha truong; To chuc ban giao, theo doi qua trinh sir dung CSVC nha truong cua 
CB-GV-NV va hgc sinh; Binh ky to chuc kiem ke CSVC 01 Idn/nam; tham muu 
de xuat cho Hieu truong ke hoach mua sam, sua chua, tang cuong CSVC phuc vu 
nhiem vu tung nam hgc.

- Tham muu voi Hieu truong ve viec su dung CSVC nha truong cua can tin, 
nha xe, thu quan.

- Phu trach cong tac an ninh, trat tu, quan ly va diku hanh Ban nh n<§p.
- Phu trach cong tac phong chay chua chay trong co quan.
- To chuc va thuc hien cong tac van thu - luu tru; Thu vien.
- Sinh boat CM b to toan va tham gia giang day mon Toan.
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- Tham muu xay dung ke hoach va bao cao llnh vuc dugc phan cong phu 
trach (dinh ky va dot xuat).

- Giai quyet nhung cong viec hoac thuc hien cac cong tac dot xuat khac do 
Hieu truong phan cong/uy quyen.
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3. Ong Pham Van Phu - Chi uy vien - Pho Hieu truong
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Thay mat Hieu truang dieu hanh boat dong cua nha trirong khi dugc uy 
quyen, tham muu cho Hieu truang quyet dinh cac nhiem vu ve boat dong trong nha 
truang, true tiep thuc hien va chiu trach nhiem truac Hieu truang ve nbung nhiem 
vu duac phan cong nliu sau:

- Phu trach cong tac hoc tap va ren luyen cua hoc sinh.
- Chiu trach nhiem ve chat luong, so lugng HSG.
- Tham muu cong tac boi duang, dao tao, quy hoach nguon hang nam.
- Tham muu cong tac DTHT.
- Phu trach cong tac cua GVCN. Xay dung noi dung ke hoach sinh boat chu 

nhiem; kiem tra, tong hgp, tham muu danh gia GVCN.
- Chiu trach nhiem tham muu to chuc cac ky thi cap truang.
- Phu trach cong tac tu van tuyen sinh vao lap 10 hang nam.
- Phu trach to: Van, Toan - Tin, Su - GDCD, Dia. Theo doi va hubng dan 

boat dong cua cac to chuyen mon dugc phan cong phu trach; Chi dao xay dung cac 
loai k£ hoach; Kiem tra ho so va duyet ke hoach; Quan ly, theo doi, de xuat dieu 
chinh phan cong chuyen mon; Theo doi viec thuc hien chuang trinh cua to chuyen 
mon dugc phan cong phu trach theo dung quy dinh. Phu trach va chju trach nhiem 
v<§ chdt lugng, hieu qua cac gia day cua giao vien to phu trach. Be xuat cac bien 
phap quan ly de nang cao chat lugng day hgc, chat lugng mui nhgn, chat lugng dai
tra.

- Chiu trach nhiem kiem tra, don doc, chi dao cong tac ung dung CNTT va 

sang tao kT thuat, thi nghe.
- Phu trach Bo phan tu van - giao due dao due hgc sinh, thi dua hgc sinh.

X r X- Phu trach bien che lap, si so hgc sinh.
- Bo tri: phong hgc, phong bo mon, phong sinh boat chuyen de, phong boi 

duang hgc sinh gioi... Be xuat va theo doi viec thuc hien noi quy lam viec cua cac
phong nay. r *>

- Chu tri dao diln, xay dung ke hoach, phan cong nhiem vu trong viec to
~ X X i Xchuc cac ngay le, so ket, tong ket...

X > '- Phu trach boat dong Ngoai gia len lap, Giao due ky nang song va Huang 

nghiep cho hgc sinh.
- Phu trach canh quan, ve sinh toan truang; Tham muu thuc hien ke hoach 

kikm tra ve sinh moi truang, ve sinh an toan thuc pham trong nha truang; Lanh 
dao, dieu hanh cac boat dong lao dong ve sinh cua hgc sinh; cong tac ph6i hgp voi 
cac co quan, don vi va hg dan quanh truang trong viec dam bao ve sinh via he, 
canh quan chung quanh nha truang; cong tac khanh tiet trong cac dip Le.

- Chiu trach nhiem ve ho so khoi 10, 11 (ki£m tra va ky hgc ba, so diem).
- Phu trach ky va luu So dau bai buoi chieu.
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- Phu trach cong tac thong tin, tuyen truyen. Kiem tra, de xuat thay the khau 
hieu, co nuoc, hinh anh, treo co va cac noi dung thong tin tuyen truyen trong nha 

trudng.
- True ti§p quan ly, dieu hanh, chi dao boat dong cua Hoi Chu thap do, 

Cong tac lien quan y te.
- Phan cong true trudng cac ngay Le, Tet,... (BTDT chu dong tham muu 

phan cong GVCN va HS true).
- Sinh boat chuyen mdn d to Van va tham gia giang day mon Van.
- Tham muu xay dung ke hoach va bao cao lihh vuc duac phan cong phu 

trach (dinh ky va dot xuat).
- Giai quyet nhung cong viec hoac thuc hien cac cong tac dot xuat khac do 

Hieu trudng phan cong/uy quyen.
Van ban co hieu luc tu ngay ky.

U TRUONGNed nh an:
- BGD So GD&DT;
- UBND huyen Bu Dang;
- Website Truong;
- Luu: VT. QOtflOl
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