SO GD&PT BINH PHUGC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT LE QUY PON Doc 14p — Tw do — Hanh phiic

Bii Ddng, ngay 04 thang 9 nam 2024

PHAN CONG NHIEM \AY LANH DAO
TRUONG THPT LE QUY PON
(Thye hién tir thang 06/09/2024)

Can cir Ludt Giao duc 2005 da dugc stra d6i bd sung 2012; Lust vién chirc
2010 va Piéu 1& truong Trung hoc co sg, truong Trung hoc Phé thong va-trudng Phé -
thong c6 nhiéu cép hoc, ban hanh kém theo Théng tu s6 32/2020/TT-BGDDT ngay
15/9/2020 cua B trudng Bo Giao duc va Pao tao;

Can ctr No1 dung cudc hop Ban giam hiéu ngay 4/9/2024;

Truong THPT L& Quy Pon phan cong nhiém vu cia cac dong chi trong Ban
giam hiéu nhu sau:

- Ban giam hiéu 1am viéc trén nguyén téc tap thé lanh dao, c4 nhan phu trach c6
sy phan cong, phan nhiém cu thé cho timg thanh vién trong Ban giam hiéu.

- Hiéu trudng 1a ngudi chiu trach nhiém toan b cic hoat dong trong nha
truong, 12 nguoi t6 chure, chi dao, thuc hi¢n moi nhiém vu trong nha trudong. Khi hiéu

trudng di vang, Uy quyén cho 01 Phé Hiéu truong chi dao céc hoat dong cia nha
trudng.

- Pho Hiéu trudng 1a nguoi gitip viéc cho Hiéu trudng, chi dao thuc hién cac
nhiém vu va chiu trach nhiém vé nhiing cong viéc dugc phan cong.

1. Ba Lé Thi Bich Hanh - Bi thw Chi b - Hiéu trwéng

Phu trach chung va thuc hién cc nhiém vu ctia Hidu trudng theo Didu 11 cta
Diéu 16 truong THPT hién hanh, 1a ngudi chiu tréch nhiém truge Giam doc S&
GD&DT vé toan bd cong tac quan Iy nha trudng theo ché d truong Chuin quéc gia.
Chiu trach nhiém quén ly, diéu hanh moi hoat dong cua nha trudng theo quy dinh ctia
Phép lugt va truc tiép thuc hién cac nhiém vu va quyén han Cu thé sau day:

- Phu trach chung; xdy dung t6 chiic bo m4y; thue hién Nghi quyét cua Hoi
ddng nha truong; xdy dung ké hoach nam hoc, ké hoach chién luge phat trién nha

trudng va to chire thuce hién ké hoach. Phu trach cdng tac Pang va cac doan thé cua
trudng.

- La nguoi phat ngdn chinh thic cua truong.

- Quan ly cong tac tu tudng trong CB-GV-NV; c6ng tac bao v¢ chinh tri ndi bg;
cong tac t chirc can bd; cong tac ke hoach tai chinh; cong téc thi dua khen thudng, ky
luét; xét duyét két qua danh gia xép loai hoc sinh.

- Quén ly g1a0 vién, nhan vién, hoc sinh; T6 chirc kiém tra, danh gi4 viéc thuc

hién nhiém vu clia cac Phé hiéu truéng, cac t6, bd phan va toan thd CB, GV, NV va
hoc sinh.




- Quan hanh chinh, tai chinh, tai san cia co quan; thuc hién cac ché d6 chinh
sach ctia Nha nuée d6i véi can by nha gido, nhan vién va hoc sinh.

- T6 chire, chi dao thuc hién quy ché dan chu trong cac hoat déng ctia nha
truong.

- Lam chu tich cdc Hoi dong khoa hoc, thi dua khen thudng, ky luit, tuyén
sinh, tuyén dung va céc héi déng tu van khac.

- Xir ly céc cong vin glri dén truong; duyet céc ké hoach, chuong trinh cong tac
cua nha trudng; duyét trude khi ban hanh cc noi quy, quy ché, cac quy dinh ap dung
trong nha truong,.

- Phéi két hop véi cac t6 chirc trong va ngoai nha trudng thuc hién cdc muc tiéu
nguyén ly gido duc.

- Duyét ké hoach cta cac Phé hiéu truéng, Poan thé.

- Kiém duyét, chdm diém bai dang trang Websitibe cua trudong.

- Truéng Ban tu vén, gido duc tim ly hs; tu vin, GD phap luat; tuyén truyén,
pho bién cac vin ban phép luat.

- Cht tri t6 chirc thyre hién xay dung Truong hoc Hanh Phuc.
- Thuc hién giang day hoat dong HN-NGLL.
- Chiu trach nhiém Website cta trudng.

- Sinh hoat chao co dAu tudn (hodc d& xuét phan cong BGH) tuy thudc vao ndi
dung chinh ctia tuan.

- Cong tac giai quyét don thu, khiéu nai té cdo, cong khai déan chu, PCTN.

- Phu trach cong tac cho hoc sinh nhap hoc, thdi hoc, chuyén di, chuyén dén,
1ap hoc ba khéi 10.

2. Ong Nguyén Pirc Tinh — Phé Bi thw Chi b6 - Phé Hiéu truwdéng

Thay mat Higu truong dleu hanh hoat dong cua nha trudng khi duge uy quyén,
tham muu cho Hiéu trudéng quyét dinh cdc nhiém vu vé hoat _dong trong nha trudng,
truc tiép thyc hién va chiju trach nhiém truéc Hidu trudng vé nhitng nhiém vu duge
phén cong nhu sau:

- Tham muu x4y dung K& hoach nim hoc, bao cdo so két, tong két nim hoc.

- Tham muu kiém tra thuong xuyén va dinh ki viéc thyc hién quy ché chuyen
moén clia gi4o vién, 14p ké hoach kiém tra né nep trong cac hoat dong chuyén mon cta
nha trudng. Trién khai, theo ddi, dén déc viée thuc hién sinh hoat chuyén moén cia
gido vién.

- Theo dbi thi dua gido vién, tham muu viéc nhin xét danh gia gido vién Vé}
trinh d6 nghiép vu, tinh than trach nhiém ciia gido vién trong cong téc chuyén mén dé
Hiéu truéng nhan xét, danh gia chuén, danh gia céng chirc, vién chitc hang nim.

- Chi dao cic hoat dong sinh hoat chuyén dé, hoi thao, tdp huin chuyén mén
nghiép vu.
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- Tham muu Hiéu trudng thém vé cong tac giai quyét don thu, khiéu nai t6 cao,
cong khai dan chu, PCTN.

- Chiu trach nhiém vé chét lwong, s6 lugng gido vién gioi, sang kién.
- Phu trach kiém tra, d6n ddc viéc day thuc hanh ciia gido vién.

- Chiu trach nhiém c6ng tac kiém tra noi bd trong nha trudng.

- Chju trach nhiém vé hé so khdi 12 (kiém tra va ky hoc ba, s6 diém).
- Phu trach ky va luu S6 dau bai budi sang.

- Phy tréch cong tac kiém dinh chit lwong gido duc, cong tic truong chuin
Québc gia.

- Chiu trach nhiém quan ly diém trén VNED.

- Chiu trich nhiém kiém tra, don dbc, chi dao cong tac Ban Pai dién CMHS.
- Phu trach céc cong tac: thi THPT Quéc gia, tur vin tuyén sinh Dai hoc.

- Phu trach c¢ong tac Khao thi.

- Tham muu tinh, duyét thira gio cho gido vién.

- Chiu trach nhiém v& chét luong, s6 lugng HSG.

- Phu trach cong tac thi lai, xét 1én 16p sau thi lai.

- Phu trach t8: Vat Ii — Cong nghg, Tiéng Anh, Héa — Sinh, GDTC — QPAN,
Vin phong. Theo d&i va huéng dan hoat dong cua cac t6 chuyén mon dugc phén cong
phu trach; Chi dao x8y dung céc loai ké hoach; Kiém tra hd so va duyét ké hoach;
Quan ly, theo déi, de xuét diéu chinh phan cong chuyén mon; Theo ddi viée thuc hién
chuong trinh cta t§ chuyén moén dugc phén cong phu trach theo ding quy dinh. Phu
trach va chiu trach nhiém vé chét lwong, hi€u qua céc gid day cua giao vién t6 phu

trach. P& xuit cac bién phép quan 1y dé nang cao chét lwong day hoc, chét lugng miii
nhon, chit luong dai tra.

- Phu tréch quan ly co sé vat chét cia cac phong hanh chinh, phong hoc, phong
thi nghiém thuc hanh, phong bd mon va cac phong khéc; phu trach co s vét chit
phuc vu céc ky kiém tra (do truong t6 chirc), cac ky thi do nganh t6 chirc tai trudng
(néu c6). Ra soat, chinh stra, hoan thién Quy ché sir dung, bao quan CSVC nha
truong; TO chirc ban giao, theo ddi qua trinh st dyng CSVC nha truong cta CB-GV-
NV va hoc sinh; Pinh ky t6 chirc kiém k& CSVC 01 14n/nm; tham muu @ xuét cho

Hiéu truéng ké hoach mua sém, sta chita, tang cuong CSVC phuc vu nhiém vu timg
ndm hoc.

- Tham muu v6i Higu truong vé viée sit dung CSVC nha trudng ca can tin,
nha xe, thu quan.

- Phu trach cong tac an ninh, trit tw chung.
- Phu trach cong tac phong chay chita chay trong co quan.

- T6 chite va thyuc hién cong tac Vian thu - Luu trit; Thu vién.




- B6 tri: phong hoc, phong bd mon, phong sinh hoat chuyén dé, phong bbi

dudng hoc sinh gidi, phong hoat dong cac CLB... D& xuét va theo dai viéc thuc hién
ndi quy lam vigc cia cac phong nay.

- Sinh hoat CM & t6 To4n va tham gia giang day mén Toan.

- Tham muu x4y dung ké hoach va béo c4o linh vyc duoc phén cong phu trach
(dinh ky va dot xuét).

- Giai quyét nhiing cong viéc hodc thuc hién céc cong tic dot xuit khac do
Hiéu trudng phan cong/uy quyeén.

- Phai chiu trach nhiém trudc phat lut vé nhitng sai pham (néu dé xay ra) trong
linh vyc, nhiém vu minh duge phén cong hodc tham muu.

3. Ong Pham Viin Phii - Chi iy vién - Phé Hiéu truéng

Thay mat Hiéu truéng dleu hanh hoat dong cua nha truong khi duge uy quyén,
tham muu cho Hi€u truéng quyét dinh c4c nhiém vu vé hoat _dong trong nha trudng,
truc tiép thuc hién va chju trach nhiém trude Hicu truéng vé nhitng nhiém vu duge
phén cong nhu sau:

- Chu tich H¢i Chit thap do nha truong. Truc t1ep quan ly, diéu hanh, chi dao
hoat dong ctia Hoi Chit thap do, Cong tac lién quan y té.

- Phy trach cong tac dio tao, bdi dudng. ‘
- Chiu trach nhiém kiém tra, dén dbc, chi dao cong tac xép TKB.
- Xay dung quy ché chuyén mén

- Phu trach cong tac hoc tép va rén luyén cia hoc sinh.

- Tham muu cdng tic bdi dudng, dio tao, quy hoach ngudn hang nim. Luu trit
hd so ding quy dinh.

- Tham muu c¢ong tac DTHT.
- Phu trach cong tac ké khai tai san toan trudng.

- Phu trach cong tac cia GVCN. Xay dung ndi dung ké hoach sinh hoat chu
nhiém; kiém tra, tong hop, tham muu danh gid GVCN.

- Chiu trach nhiém tham muu t& chirc cac ky thi cAp truong.
- Phu trach cdng tac tw vAn tuyén sinh vao 16p 10 hang nam.

- Phu trach té: Ngit van, Todn — Tin, Lich st — GDKT&PL, Pia Ly — My Thuét
— Am Nhac. Theo di va huéng dan hoat dong cua céc td chuyén mén dugc phan
cong phu trach; Chi dao xdy dung cac loai ké hoach; Kiém tra hd so va duyét ké
hoach; Quan 1y, theo doi, d& xuét diéu chinh phan cong chuyén moén; Theo doi viéc
thuc hién chuong trinh ctia té chuyén mén duge phan céng phu trach theo dung quy
dinh. Phu trach va chiu trach nhiém vé chét lugng, hiéu qua cc gitr day cua gido vién
t6 phu trach. D& xuét cic bién phap quan 1y dé nang cao chit lwong day hoc, chét
lugng miii nhon, chét lugng dai tra.




- Chiu trach qhiém kiém tra, don dbc, chi dao cong tac ing dung CNTT va sang
tao ki thuat, thi nghé, ing dung céng nghé so trong quan ly gido duc.

- Phu trach B§ phén tu vin - gido duc dao dirc hoc sinh, thi dua hoc sinh, quéan
ly va diéu hanh Ban né nép.

- Phu trach bién ché 16p, st sd hoc sinh.

- Chi1 tri dao di&n, x4y dyung ké hoach, phan céng nhiém vu trong viée td chirc
cac ngay le, so két, tong két...

- Phu trach hoat dong Ngoai gid 1én 16p, Gido duc k§ ning séng va Hudng
nghiép cho hoc sinh.

- Phu trach canh quan, vé sinh toan trudng; Tham muu thue hién ké hoach kiém
tra vé sinh moi trudng, vé sinh an toan thuc phdm trong nha trudong; Lanh dao, didu
hanh cac hoat dong lao ddng v¢ sinh cua hoc sinh; cong tac phéi hop véi cac co quan,
don vi va ho dén quanh trudng trong viéc dam bao vé sinh via he, canh quan chung
quanh nha trudng; céng tac khanh tiét trong cac dip L&.

- Chiu trach nhiém vé ho so khoi 10, 11 (kiém tra va ky hoc ba, s6 diém).
- Phu trach ky va luu giao an, s6 diém, s6 dau bai budi chiéu.

- Phy trach cong tac thong tin, tuyén truyén. Kiém tra, d& xuét thay thé khéu
hiéu, c¢& nude, hinh anh, treo c& va cdc ndi dung thong tin tuyén truyén trong nha
truong.

- Phan céng tryc trudng cac ngay L&, Tét... (BTDT chu dong tham muu phan
cong GVCN va HS truc).

- Sinh hoat chuyén mén & to Van va tham gia giang day mén Vin.
- Tham muu xdy dyng ké hoach va béo céo linh vuc dugc phan céng phu trach
(dinh ky va dot xuat).

- Giai quyét nhitng cong viéc hodc thuc hién cac cong tac dot xuét khac do
Hiéu trudng phén cong/uy quyén.

- Phai chiu trach nhiém truéc phét ludt vé& nhiing sai pham (néu dé xay ra) trong
linh vuc, nhiém vu minh dugc phan cong hoidc tham muu.

Vin ban co6 hiéu lyc tir ngay ky.

Noi nhin:

- BGP S&6 GD&DT;

- UBND huyén Bu Piang;
- Website Trudng;

- Luu: VT.
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