PHONG GD-PT TXKY ANH  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THCS KY THINH Péc lap — Tu do — Hanh phiic
Sb: 187 /QP- THCS Ky Thinh, ngay 6 thang 09 ndm 2022
QUYET PINH

V& viéc phan cong nhiém vu cho can b, gido vién, nhan vién
Nam hoc 2022-2023

HIEU TRUONG TRUONG THCS KY THINH

Can cit Théng tw s6 32/2020/TT-BGDPT ngay 15 thang 9 nam 2020 vé
viéc ban hanh Piéu 1é truong trung hoc co s6, trieong trung hoc phé thong va
trieong phé théng cé nhzéu cap hoc;

Can cir Thong tu 6 28/2009/TT-BGDDT ngay 21 thang 10 ndm 2009 ban

hanh quy dinh vé ché dg lam viéc doz Véi gido vién phé thong;

Can cir vao tinh hinh thuc té ciia don vi;

Xét nang luc va kha nang cong tac cua can bg, gido Vién, nhan vién,

QUYET PINH :

Piéu 1. Phan cong nhi€ém vu cho cén bo, gido vién, nhan vién trong nha
trrong nam hoc 2022-2023 (¢ noi dung phan cong cac thanh vién kem theo).

Piéu 2. Can b, gido vién, nhan vién trong nha truong cin cr vao nhiém
vu cu thé duoc phan cong c6 trach nhiém xay dung ké hoach hoat dong va thuc
hién ké hoach phu hop véi dac thu cong viée duoce giao.

Picu 3. Quyét dinh c6 hiéu luc ké tir ngay ky.

Ban giam hiéu, cac t6 chuyén mon, cac t6 chirc doan thé trong trudng va
tat ca gido vién, nhan vién chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhdn: HIEU TRUONG
- Phong GD-DT (bao cao);
- Nhu diéu 3 (dé thuc hién);
- Luu VT.

Dwong Thang Long






DANH SACH PHAN CONG NHIEM VU CAN BQ, GIAO VIEN,
NHAN VIEN TRUONG THCS KY THINH
(Kém theo Quyét dinh sé: 187 /OP-THCS ngay 06 thang 9 nam 2022
cua Hiéu truong truong THCS Ky Thinh)

I. PHAN CONG CAC CHU'C DANH CHU CHOT

1. Hiéu trueéng Dwong Thang Long:

1.1. Phu trach chung: Chi dao, don dbc, kiém tra viéc thuc hién nhiém
vu cia Pho Hiéu truong, To chuyén mén, Gido vién chu nhiém 16p, diéu phdi
cong viée theo chirc trach tham quyén.

1.2. Phu trach céc linh vire cong tic cu thé sau:

- Cong tac gido duc chi nh tri tu tuong ddi voi can bd, gido vién, nhan
vién;

- Xay dung ké hoach va to chure thye hién nhiém vu nim hoc 2022-2023;
quan 1y t6 chitc bd may ciia nha trudng; Tiép tuc xay dung bo sung chién luoc
phat trién gido duc nha trudng giai doan 2020-2025 va tim nhin dén nim 2030;

- Quan ly gido vién, nhan vién, hoc sinh; chi dao quan ly chuyé&n mon,
phan cong cong tac, kiém tra, ddnh gia viéc thuc hién nhiém vu cia giao vién;
chi dao quan 1y va to chirc gido duc hoc sinh. Tiép nhan hoc sinh chuyén trudng;

- Quan ly hanh chinh, tai chinh, tai sdn ctia nha truong; chu tai khoan,
cong tac ké hoach, tai vu, mua sam trang thiét bi, xdy dung co ban va sira chira;
ung dung cong ngh¢ thong tin vao quan ly va day hoc;

- Coéng tac thanh kiém tra, giai quyét khiéu nai td céo; thi dua khen
thuong, ky luat gido vién, nhan vién va hoc sinh. Xép loai danh gia can bo, gido
vién, nhan vién; Chu tich hoi dong xét nang lwong. Cong tac phong, chéng tham
nhiing, tiéu cyc, 1ang phi;

- Tham gia giai quyét cac cong viéc thudce trach nhiém cua Pho Hic¢u
truong khi dugce dé nghi hodc xét thay can thiét. Nhiing van dé phat sinh vuot
qua tham quyén giai quyet cua Pho Hi€u truong phu trach va nhimg cong viée
khac ma Hiéu trudng thiy can phai truc tiép giai quyét;

- To chire thyc hién quy ché dan chu trong hoat dong ctia nha trudng; thuc
hién cong tac xa hoi hod gido duc cua nha truong;

- Chi dao thuc hién cac phong trao thi dua, cac cudc van dong cia nganh,;
thuc hién cong khai d6i voi nha truong;

- Truc tiép phu trach t6 hanh chinh; Duyét va kiém tra hd so ctia nhan
vién t6 hanh chinh;

- Trudng ban chi dao cong tac xay dyung truong chuin Qudc gia;

- Chu tich hoi ddng tu danh gia chét luong gido duc.

2. Ph6 Hiéu trudéng Lé Pang Nam:

- Phu trach cong tac chuyén mon chinh khod va 6n tap, hoc thém, chi dao
va ap dung cac sang kién kinh nghiém; Phy trach (mg dung cong nghé thong tin
vao quan ly va day hoc;

- Xay dung ké hoach hoat dong vé cong tac chuyén mon(CM);
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- Truc tiép chi dao cac to chuyén mon; Duyét, kiém tra hd so, s6 sach cua
gido vién; Quan ly, diéu hanh cac hoat dong chuy@n mén; Phan cong giang day,
lam thoi khéa bicu;

- Chi dao cong tac quan li va st dung thiét bi day hoc.

- Quan ly, kiém tra, nhan xét hd so chuyén mon: S6 diém chinh va Hoc
ba; Lich bao giang, S6 dau bai toan truong, ké hoach cua t6 chuyén mdn, ké
hoach giang day cua gido vién;

- Théng ké, tong hop, béo cao va quan 1y cac chi sd, sé lidu vé chuyén
mon.

- Phé chu tich Hoi dong thi dua, Hoi dong ky luat; quan Iy va theo doi
cac hoat dong va cac chi so vé cong tac thi dua trong chuyén mon cua CB, GV,
NV trong truong.

- Pho ban chi dao cong tac xdy dung truong chuan Qudc gia. Pho chi tich
ho1 déng tu danh gia chat luong giao duc;

- Phu trach cong tac pho cap;

- Phu trach cong tac phong chong tham nhiing;

- Nhimng viéc hoic cong tac dot xuat khac do Hiéu truéng phin cong hodc
iy quyen.

* Chiu trach nhiém ca nhan vé cac linh vyc minh duoc phy trach dong
tho1i chiu trach nhiém cung Hiéu trudng trong cong tdc quan 1y nha trudng trudc
phong GD&DPT va cap trén.

3. Pho Hi¢u truéng Duwong Pinh Danh:

- Chi dao cac hoat dong giao duc (Gi4o duc dao duc, ky ning, tuyén truyén
phap luat, hoat dong tréi nghiém, Phu trach cac hoat dong giao duc ngoai gio 1én
16p, gido duc hudng nghiép, sinh hoat tap thé, cac hoat dong vé ATGT va vé
sinh moi truong. ...). Chi dao hoat dong Doi thiéu nién tién phong H6 Chi
Minh;

- Phu trach cac phan mém quan |i trong nha truong;

- Phy trach CSVC nha truong: Quan li CSVC cac 16p hoc, cac cbng trinh
trong nha truong; theo di, kiém tra tinh hinh sir dung CSVC cua céc tap thé va
c4 nhan trong trudng; tham muu Xay dung canh quan nha truong (Bon hoa, cay
canh, cay bong mat, cac cong trinh phu tro, ...);

- Pho ban chi dao cong tac xay dung truong chuan Qudc gia;

- Pho chil tthudng truc hoi dong tu danh gia chat lugng gido duc (Chiu trach
nhiém chinh).

- Pho chu tich Hoi dong thi dua, Hoi dong ky luat (phu trach quan li, cap
nhat, luu trir ho so);

- Quan tri trang Web cua truong;

- Chi dao cong tac thu vién nha truong;

- Chi dao cong tac v¢ sinh va an toan truong hoc.

- Nhiing viéc hodc cong tac dot xuat khac do Hiéu trudng phan coéng hodc uy
quyen.



* Chiju trach nhiém cé nhan vé céac linh vuc minh dugc phu trach déng thoi
chiu trach nhi€ém cung Hiéu trudong trong cong tac quan ly nha truong trudce
phong GD&DT va cap trén.

4. Pong chi Nguyén Lé Thuy — Phu trach Poan THCS H6 Chi Minh

- Xay dung ké hoach va chi dao cac hoat dong ctia PoanTNCS HCM,;

- Tham gia cung Chu tich Cong doan chi dao thuc hién cac phong trao thi
dua, cac cudc van dong;

- Két hop cung Téng phu trach Poi phat dong, duy tri cac phong trao thi
dua ctia hoc sinh, t6 chtic cac hoat dong trong cac ngay le 16m;

- Hb trg Tong phu trach doi trong quan li né nép hoc sinh, xir li nhiing
truong hop vi pham ndi quy cua trudng;

- Lam mdt s6 cong viéc khac khi Ban giam hiéu phan cong.

5. Nhiém vu ciia Tong phu trach Péi TNTP HCM:

Phu trach va chi dao thuc hién mot sé mat cong tac sau:

- Xay dung ké hoach va chi dao cac hoat dong cua Boi TNTP HCM;

- Tryc tiép diéu hanh cac budi chao co dau thang, cac ngay L&, Hoi, cac
hoat dong chu diém, ngoai khoa, van nghé. ..

- Truc tiép phu trach cong tac thi dua khen thuong, ky luat hoc sinh, chi
dao ddi co do cua nha truong, theo doi nén nép ky luat, chuyén can, vé sinh cua
hoc sinh;

- Theo doi hoc sinh khuyét tat, hoc sinh ngheo, ché d6 hoc béng cho hoc
sinh;

- Phéi hop v6i GVCN 16p gido duc tuyén théng va dao duc hoc sinh; giéo
duc ky ning song; tham gia gido duc hoc sinh ca biét;

- Phu trach cong tac ATGT, phong chéng ma tuy t¢ nan xa hdi va bao luc
hoc duong;

- Quan ly va chiu trach nhi€ém ca nhan vé tai san cua Doi;

- Chi dao, diéu hanh cong tac lao dong v¢ sinh;

- Phu trach céac hoat dong van nghg;

- Lam mdt s6 cong viéc khac khi duoc Ban giam hiéu phéan cong

6. To trwomg chuyén mén, t6 phé chuyén mon

6.1 Té truwéng chuyén mon:

Phu trach va chi dao thyc hién mét sb cong viée sau:

- Xay dung va thyc hién ké hoach hoat dong chung cua to; huéng din xay
dung va quan 1y ké hoach ¢4 nhan cta to vién theo ké hoach day hoc; theo ddi
thuc hién phan phdi chuong trinh va cac hoat dong gido duc khac cua to.

- T6 chirc boi dudng chuyén mén va nghiép vy; tham gia danh gia, xép
loai cac thanh vién cua to theo quy dinh cia Chuan nghé nghiép gido vién trung
hoc va cac quy dinh khéc hi¢n hanh.

- Bé xuit khen thuong, ky luat ddi véi gido vién.

- Chju trach nhiém t6 chirc bdi dudng trinh do chuyén mén va trinh do su
pham cho céc to vién.



- Thyc hién kiém tra noi bo ddi véi gido vién trong to.

- Piéu hanh cac hoat dong chuyén mon trong pham vi t6. (Sinh hoat
chuyén mén, 16 chirc thao giang, dw gio to vién, chuyén dé, phdn cong day
thay...).

-Td chte sinh hoat t6 chuyén mon 2 lan trén mot thang: lan 1 vao tuan 2,
1an 2 vao tuan 4 cua thang.

- Cham cong va theo ddi thi dua cac thanh vién trong to.

-Tham gia ban chi dao xay dung truong chuin Qudc gia, kiém dinh chét
lugng.

- Thuc hién céc nhi¢m vu khac do Ban gidm hi¢u phéan cong.

6.2 Té phé chuyén mén:

- Tham muu cho tb truong trong vi¢c xay dung ké hoach va diéu hanh
thyc hién ké hoach t6.

- Soan thao, ghi chép, tong hop cac s6 lidu vé cac hoat dong cua té6 CM.

- Dleu hanh cac hoat dong chuyén mén khi duoc Ban giam hiéu phan
cong, hoac t6 trudng uy quyen

- Tham gia 1am ho so x4y dung trudng chuan Quéc gia.

- Tham gia mot sb hoat dong khac khi duoc Ban giam hi¢u hoac to trudng

phan cong.

II. PHAN CONG NHIEM VU CHO GIAO VIEN

1. Nhiém vu cta giao vién by mon

- Day hoc va gido duc theo chuong trinh, ké hoach giao duc, ké hoach day
hoc cua nha truong theo ché d6 1am viéc cua gidao vién do BO Giao duc va bao
tao quy dinh; quan 1y hoc sinh trong cac hoat dong gido duc do nha truong to
chtrc; tham gia cac hoat dong cua td chuyén mon; chiu trach nhi¢m vé chat
lugng, hi€u qua gido duc; tham gia nghién ctru khoa hoc su pham mg dung;

- Tham gia cong tac kiém dinh chat luong gido duc, cong tac Pho cap gido
duc cua nha truong;

- Phéi hop véi gido vien CN va céac to chic khac dé gido duc toan dién
HS; tham gia cac hoat dong gido duc hoc sinh ngoai gio 1én 16p;

- B4i dudng hoc sinh gioi, phu dao hoc sinh yeéu kém.

- Tham gia 1am ho so xay dung trudng chuan Qudc gia.

2. Nhiém vu ciia Gido vién chi nhiém lép

Ngoai viéc thuc hién cac nhiém vu chuyén mon con thuc hién cac ndi
dung sau:

-Xay dung ké hoach cac hoat dong gido duc thé hién rd muc tiéu, noi
dung, phuong phap giao duc phu hop voéi dac diém hoc sinh, voi hoan canh va
diéu kién thyc té nham thuc day sy tién bo cua ca 16p va cua timg hoc sinh;

-Thuc hién céc hoat dong giao duc theo ké hoach da xay dung;

-Phéi hop chét ché véi gia dinh hoc sinh thong qua s6 lién lac, dién thoai,
tham gia dinh.., ph6i hop véi cac gido vién b mon, Poan thanh nién Cong san



Ho6 Chi Minh, Doi Thiéu nién Tién phong H6 Chi Minh, céc to chirc x4 hoi co
lién quan trong viéc hd trg, giam sat viéc hoc tap, rén luyén

- Nhan xét, danh gia va xép loai hoc sinh cubi ky va cudi nam hoc; dé
nghi khen thudngva ky luat hoc sinh; dé nghi danh sach hoc sinh dugc 1én 16p
thang, phai kiém tra lai, phai rén luyén thém vé hanh kiém trong ky nghi heé,
phai ¢ lai 16p; hoan chinh viéc ghi s6 diém va hoc ba hoc sinh;

-B4o cao thuong ky vao ky hop hang thang hodc dot xuit vé tinh hinh cua
16p voi Hi¢u trudng hodc Pho hiéu trudng.

- Thuc hién cac nhi¢m vu khac do Ban gidm hi¢u phéan cong.
III. PHAN CONG NHIEM VU CHO NHAN VIEN VANPHONG

1. Té trwéng to van phong: Nguyén Thi Hang

- Xay dung ké hoach chung cua td, chi dao to vién thuc hién theo ké
hoach t0, ké hoach chung cta nha truong;

- Piéu hanh céac cude hop céac hoat dong trong pham vi td;

- Phan cong va theo doi lich tryc hanh chinh, don ddc viéc thuc hién
nhiém vu cua to vién;

- Theo ddi viéc chdm cong lam viéc hang ngay cua CB,GV, NV(yéu cau
ngudi truc hanh chinh thuc hién ghi so truc ban)

- Thanh vién ban chi dao xay dung truong chuan Qudcgia.

- Tham gia tryc ban hanh chinh va cong tac Pho cap.

- Phan cong sap xep, v€ sinh vin phong, phong Hoi dong theo quy dinh dé
t6 chirc cac hoi nghi, 18 so két, tong két. .

2. Thii quy: Nguyén Thi Hang

-Thu cac khoan thu ciia truong theo ké hoach cta Hiéu truong va don doc
cac GVCN 16p hoan thanh cac khoan thu theo ké hoach;

-Dam bdo chi ding du theo 1énh chi cia Hi¢u trudng;

- Quan 1y quy tién mat va hd so theo quy dinh ctia nha nudc;

-Thuc hién nhi€ém vy phan cong khac ctia Hi€u truong.

3. Phu trach Thw vi¢n: Nguyén Thi Hang

-Lap ké hoach hoat dong thu vién theo chi dao cua cép trén; thuc hién gioi
thi¢u sach cho CBGVNYV va hoc sinh trong truong;

-Lap s6 theo ddi viéc muon st dung sach, vin hoa pham hang ngay. Hang
thang 1ap bao cdo vé tinh hinh st dung;

-Phan loai cu thé vé sach gido khoa, sap xép khoa hoc dé lay, d& tim, giit
gin, bao quan va vé sinh thuong xuyén, dam bao khong bi mbi mot, hu hong;

-Héng nam kiém ké hai 1an: Pau ndm va cudi nam, 1ap bao cdo tinh hinh
vé chat luvgng SGK qua viéc sir dung. S6 sach thiéu phai dugc cu thé timg loai
va dé xuat mua sam bo sung;

-Bao quan, vé sinh thudng xuyén. Nhap kho cac loai sach dugc cip hodc
mua vé, 1ap s6 ghi chép luu trit hod don ching tir trude khi dua vao st dung.

-Thue hién tryc ban hanh chinh theo su phan cong cua té Vin phong.



-Thu va quan 1y, sap xép gon gang hd so minh chung kiém dinh chat
luong cua truong.

- Cung voi t6 vin phong sap Xep van phong, phong Hoi ddng theo quy
dinh dé t6 chuc cac hoi nghi, 18 so két, tong két. .

- Hang ngay quét don vé sinh hanh lang, phong thu vién;

- Phu trach cong tac y té trudng hoc;

* C&c cong viéc khac do BGH phéan cong.

4. Ké todn: Lé Thi Long

-Phuy trach cong tac ké toan cua nha truong; Thuc hién du todn, thanh
quyét toan kinh phi timg thang, quy, nim theo ché d6 quy dinh ctia B¢ tai chinh
va nganh cp trén;

-Thuc hién luu trit cac hd so chimg tir, s6 sach ké toan theo quy dinh cta
Bo Tai chinh. Thyc hién cac ché d6 chinh sach kip thoi, tham muu voi Hiéu
trudng vé cong tac sira chita, mua sdm tai san phuc vu hoat dong gido duc trong
nha truong ding muc dich ¢6 hi¢u qua;

-Hang nam tién hanh kiém ké tai san, thuc hién khau hao tai san theo gia
tr1 hao mon khi st dung, nhitng tai san thanh 1y phai c6 sy gidm sat ctia Thanh
tra nhan dan va bg phan phu trach;

-Thuc hién céc nhi¢ém vu va yéu cau duoc quy dinh tai Piéu 5 va biéu 6,
Chép hanh nghiém cac hanh vi bi cam d6i vé6i ké toan duoc quy dinh tai Diéu 14
cua luét ké toan ban hanh ngay 17/6/2003.;

-Thuec hién ché do dy toan, chiét tinh c6 tinh kha thi, ddm bao tiét kiém tai
chinh cho nha truong;

-Huéng dan cac bo phan 1am hoa don chimg tir khi thyc hién thanh quyét
toan;

- Quan 1y ho so, thanh quyét toan kinh phi Bao hiém y té hoc sinh;

- Quan 1y, cap nhat ho so can bd va phan mém quan 1y can bo.

- Quan 1y hd so can bo theo quy dinh.

- Phu trach hé so 3 cong khai.

- Chap hanh cac nhiém vu phan coéng khac ctia Hiéu trudng;

5. Phu trach cong tic Phu tic thi nghiém, thiét bi trwong hoc va luu
trir: Dang Thi Thu:

- Lap s6 theo ddi vé viéc muon st dung dd dung thiét bi day hoc hang
ngay. Hang thang 1ap bao co vé tinh hinh st dung.

-Phan loai cu thé vé thiét bi day hoc, sdp xép khoa hoc dé lay, d& tim, giit
gin, bao quan va vé sinh thuong xuyén, dam bao khong bi mbi mot, hu hong.

-Hang nam kiém tra hai lan: Pau ndm va cudi nam, lap bao céo tinh hinh
vé chét luong thiét bi qua viéc sir dung. SO sach, thiét bi thiéu phai dugc cu thé
ting loai va dé xuat mua sam bo sung.

-Khong cho hoc sinh, hoac nguoi khong co trach nhiém vao khu vuc
phong thiét bi.Cac thiét bi, tai san c6 tén trong danh muc cip vé, khi kiém tra
thay thiéu hodc bj that thoat ma khong rd 1y do, thi nhan vién phu trach phai chiu



bdi thuong. Céac trudng hop do v&, hu hong déu phai 1ap bién ban hién trang va
bé&o cao Hiéu trudng;

-Bao quan, v¢ sinh thuong xuyén, khong lam mat, hu hong tai san, thiét bi
nha truong. Nhap kho cac loai thiét bi duoc cap hodc mua vé, 1ap s ghi chép
luu trit hod don ching tir trude khi dua vao sir dung;

-Thuc hién tryc ban hanh chinh theo su phan cong cua td Van phong;

- Quan ly hoc ba, dong d4u hoc ba, s6 diém theo quydinh, ding thoi gian;

- Lam ho so, nhap dir liéu Phd cap gido duc theo su phan cong cta Ban
giam hiéu va té Vin phong;

- Tham gia lam hd so truong chuan Qudc gia;

- Cung voi t6 vin phong sap xep, v¢ sinh van phong, phong Hoi dong theo
quy dinh dé t6 chirc cac hoi nghi, 18 so két, tong két. .

- Phu trach cong tac luu trit ho so tai liéu cta nha truong;

- Chép hanh cac nhi€ém vu khac cua Hiéu truong hodc Pho hiéu truéng

phan cong.

6. Thue hién céng tic Vin thw: Nguyén Thi Hing

- Nhén coéng vin di, dén vao s theo quy dinh va chuyén cho Hiéu trudng
xtr 1y (néu cong vin cua to chirc doan thé thi in ra va chuyén dén nguoi dung
dau doan thé d6), luu trir cong van di, dén.

- Ghi sb van ban dang quy dinh va gui di kip thoi, ding dia chi;

- Quan 1y va str dung con dau cta truong theo quy dinh;

- Quan 1y, ghi chép s6 dang bo;

- Chap hanh cac nhiém vu khéc ctia Hiéu truong hodc Pho HT phan cong.

7. Nhan vién phuc vu: Vuong Dinh Truong

- Panh tréng hang ngay;

- V¢ sinh cac phong churc nang;

- Thuyc hién tryc ban hanh chinh theo sy phan cong ciia to Vin phong;

- Chap hanh cac nhiém vu khéac cta Hiéu truong hodc Pho HT phan cong.

8. Nhan vién bao vé

- Truc bao v¢ 24/24; bao v€ an ninh trat tu, tai san, CSVC ctia nha
truong, xe cia CB-GV-NV va khach, khong cho bat cir ai mang tai
san cua nha truong ra khoi truong khi chua dugc su ddng ¥ cuia Hiéu
truong, khong dé nguoi ngoai vao truong ma chua thong qua bao ve;

- Cubi budi kiém tra tat dién, quat va dong cua tat ca cac phong hoc
va phong 1am viéc, phu trach dong ngit cau dao dién va dong mo
van nuoc;

- Theo dbi va dé xuét viéc stra chira, dén bu, thay thé tai san bi

hong, mat. Cac tai san bi héng, mat ma bao vé khong biét 1y do,

khéng quy dugc trach nhiém cho nguoi dén bu thi bao vé phai bdi

thuong;
Tham gia cac hoat dong khac khi Ban giam hi¢u phan cong.
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VA4

Chuy:

+ Toan thé CB,GV, NV trong truong chiu trach nhiém cé nhan vé nhiém
vu dugc giao trudc BGH va Cép trén thudc linh vuc minh dugc phu trach. Quan
ly va hoan thanh cac hé so thudc linh vuce phuy trach dy di, dang quy dinh. Chiu
trach nhiém cung cap day du thong tin va hd so thudc linh vuc phu trach khi
duoc kiém tra.

+ Gi4o vién duoc phan cong truc ban dén theo ddi truy bai, theo doi né
nép & cac 16p tir tiét 1 dén hét budi hoc; day thay hodc quan 1y 16p c6 GV ving
dot xut.

+ Tryc ban hanh chinh theo d&i sy s6 hoc sinh cac 16p; xur 1y cac tinh
huéng dot xuat xay ra trong budi truc; theo ddi viée thuc hién thoi gian lam viéc
cua CB,GV,NV va ghi s6 truc ban.

+ Truc ban BGH theo d6i don dbc can bo, gido vién, nhan vién va HS
thuc hién dungcac quy dinh; xt 1y tinh hudng trong budi truc; ghi sb truc vao
cubi budi

Noi dung coéng viéc duoc giao ¢ trén s& co sy thay doi khi co su bién
dong vé tinh hinh nhan su cia nha truong (s& c6 Quyét dinh bo sung)./.

Duong Thang Long
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