PR HUYEN PHU GIAO CONG HOA XA HOI CHU NGHIA VIET NAM
- "RUONG TIEU HQC TAN LONG Déc lip — Ty do — Hanh phiic

Tan Long, ngay 30.thang 09 nam 2024

QUY CHE
Tb chire hoat dong cua don vi
Nim hoc 2024 - 2025

NHUNG NHIEM VU QUYEN HAN CUA TRUONG TIEU HOQC ,

. Trudng hoc 1a co 56 gido duc cia béc tiéu hoc, thuge hé thong gido duc quéc
= Nha trudng chiu sy chi dao cia Pang uy, HDND, UBND x Tan Long va chiu
sy Oh’iﬁao vé td chire can bd va chuyén mén nghiép vu ciia Phong Gido duc va dao
L, 5" Phﬁ ,Gié.o.
~ Trudng tiéu hoc ¢6 nhing nhiém vy, quyen han sau:

ks T6 chie giang day, hoc tép va cac hoat dong gido duc khéc theo chuong trinh

glao duc tiéu hoc do B4 trudang GD-DT quyét dinh ban hanh.
- 2. Huy dong tré dang 9 tudi vao 16p 1, van dong tré em bo hoc dén trudng,
"F‘-L ¢ hién ké hoach phd cédp tiéu hoc va tham gia xoa mu chir trong pham vi cong
- 3. Quan li gido vién, nhan vién va hoc sinh. '

4. Quan li: st dung dit dai, truong s, trang thiét b va tai chinh theo quy dinh

0i hop véi gia dinh hoc sinh, t§ ch
dong gido duc.
 chire cho gido vién, nhan vién va h
am vi cﬁng déng. 1
7. Thyc hién nhié¢m vu va quyén han khac theo quy dinh cua phap luat.
CHUC NANG NHIEM VU CUA CAC TO
1. T6 chuyén mon ¢6 nhi¢m vy
- Xy dyng ké hoach gido dyc, ké hoach riéng doi véi khéi 16p 1,2,34.5. T4
va hoc theo chuong trinh GDPT 2018 cong van s6 3866/ BGDPT, Ké
nha trudmg s6 278/ KH-THTL ngay 25/912024.Tiép tye t5 chie xdy dung
ng chung cuia & khéi Té chire b dudng chuyén mon, nghigp vy,
gid chit lugng, higu qua gido duc, hd so sé sich cua gido vién theo
" 1Ot cong téc chuyén ddi s6 trong don vi va cia Nganh d@ ra. Nha
hoach 56 238/KH-THTL ngdy 6/9/2024 vé Ké hoach trién kha
Khan Academy vietnam nam hoc 2024-2025; K¢ hoach sé
188y 16/9/2024 K& hogch t6 chire trién khai thyc hign gio dyc ky
trong ndm hoc 2024-2025. Thye hi¢n Sir dung hoe ba sé (16p
- e

¢ va cé nhan trong cdng ddng thue hién

oc sinh tham gia céc hoat dong xa hoi
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an li hoe sinh va t6 chirc cac hoat dong gido dyc clia nha truomg; chi dao
ém tra danh gia, phé duyét két qua dénh gi4, danh séch hoc sinh lén lop, &
p; xéc nhén viéc hoan thanh chuong trinh tiéu hoc cho hoc sinh trong nha
1g va céac déi tuong khac trén dia ban truong phu trach; quyét dinh khen
g, ki luat; tlep nhan, gidi thi¢u hoc sinh chuyén trudmg;
g) Dy céc 16p boi dudng ve chinh tri, chuyén mén, nghiép vu quan li; tham gia
ng day binh quén 2 tiét trong mot tuan; duogc huong che do phu cap chirc vu, phu
p wu dai theo nghé, phu cdp thdm nién va cdc phu cdp khdc theo quy dinh cia
nh phu;

h) Thyc hién quy ché dan chu co s& va tao diéu kién cho cac td chic chinh tri -
i hoi trong nha truong hoat dong nham nang cao chét lugng gido duc;
i) Thuc hién xa hoi hoa gido duc, phdi hop t6 chirc, huy dong cac luc luong xa
- hoi cang tham gia hoat dong gido duc, phat huy vai tro cua nha truong déi voi
cong dong. Chiu trach nhiém trudc cap trén.

k) Chi dao, kiém tra cong tac thuc hién chuyén doi s6 cta Nganh trong nim

hoc.

2.Phoé Hiéu trmmg

a) Nguoi phu giup viéc cho Hiéu truong. Chiu trdch nhiém diéu hanh cong viéc
do Hiu trudng phan cong.

b) Diéu hanh hoat dong ctia nha truong khi duge Hi¢u trudng uy quyén.

¢) Du cac 16p boi dudng vé chinh tri, chuyén mon, nghiép vu quan li; tham gia
giang day binh quan 4 tiét trong mot tuan; dugc hucmg che do phu cap chirc vu, phzr
cap wu dai theo nghé, phu cap tham nién va cdc phu cdp khdc theo quy dinh cuia
Chinh phu.

d) Truc tiép chi dao quan ly cong tac Chuyén mén- Bén tra: Lam viéc truc tiép
cac to truéng chuyén mon; phu trach truc tiép hoat dong chuyén mén; Phan cong
gido vién day thay sau khi Hi¢u truéng duyét nghi; GDSK, cong tac tam ly, Hoc
sinh nghéo HS dan tdc, khuyét tat, hé so s6 sach giao vién, hé so hoc sinh, sé chu
nhiém, s6 ban giao hoc sinh, s6 danh gia chat lugng hoc sinh...Hoi khuyen hoc,
VSTBPN, Ké hoach hanh chinh. Ghi chép sé nhit ky hing ngay c4c budi trong tuin
ctia BGH. Quan ly chi dao cong tac thu vién- thiét bi-CNTT; Co sé dir liéu Nganh
Times, EQMS nhitng viéc lién quan chét lugng chuyén mén + két qua gido duc;
Ngoai viée quan ly CTPT 2018; chuong trinh GD STEM, k§ ning séng Ky duyét

hoach bai day trén good Drive; ky duyét ké hoach td. Ky duyét ké hoach _phong
trao chuyén mén.. . Nhimg cong viéc lién quan hoc tap, bdi dudng chuyén dé, quan
ly h6 so BDTX, chét lugng chuyén mon.

e) Tham muu cho Hiéu trucmg trong viéc ra quyét dinh, ké hoach, bao cao cic
hoat dong céc hoi thi llén quan dén chuyén mén. Quan 1y, theo dai ké hoach du gios
thao giang cua cac khéi, chiu trach nhig¢m quan ly chuyen mon, chit luong gido duc
cua truong. Lén lich cac tiét thao giang hoi dong cua mdi gido vién va lam co so dé
B déanh gia chudn nghé nghiép GVTH, ban giao chat heong giao duc hoc sinh tir gido

Kt

! 3.

Scannedvn
CamScanner DC queéet b<ng CamScanner



https://v3.camscanner.com/user/download

Sl

Beasars PCZC quét bsng CamScanner



https://v3.camscanner.com/user/download

d;nh sb 301/ QP-THTL ngay 30/9/2024 v/v thuc hién N§i quy co quan
g TH Tén Long. . Thuc hién Ké hoach s6 187/KH-THTL ngay 28/4/2024
g TH Tan Long v/v trién khai thyc hién “Ngay thir Bay van minh” cua

Chiu trach nhiém truéc Hiéu truong vé cac hoat dong trong nha trudng do
u trach.
Duy tri moi hoat dong né nép: sinh hoat dudi co, ddng phuc hoc sinh, kiém
m hoc sinh, céc hoat dong tap thé, xay dung ké hoach sinh hoat chi dgi dudi
am muu v6i Hiéu truong @& xudt cac giai phap gido duc dao dirc, tu cach,
3 song cho hoc sinh. Tham gia cong tac van phong khi BGH c¢6 yéu cau.
tham gia sinh hoat he, chiu trach nhiém theo ddi cac hoat dong tham gia
en do cac gido vién dugc phan cong phu trach.
7-, Nhén vién Cong nghé thong tin- Thu vién- Thiét bi:
Nhlem vu vé Thong tin — dir liéu
an 1y, ho trg nha trudng cong tac chuyén déi sb: thu vién sb; hoc ba dién tu,
80, quan ly hé so trén moéi truomg sb; bao céo cac théng tin dir ligu vé CB -
theo cac chuong VEMIS, Pmis; Tham muu phdi hop béo céo cong tac to
n bo; Chiu trach nhiém tiép nhén, cap nhat, phan bo cho cac 16p vé thiét bi,
. oc cé'ip hodc ty mua hang nam; bao quan va chi dao viéc bao quan tot cac
iét bi; Xay dung ké hoach theo doi kiém tra, cap nhat sb liéu sir dung va lam
hang thang. Pam bao thong tin bao cao hang thang, hoc ky;Tham muu b
ic loai trang thiét bi, PDDH va t6 chirc cac hoat dong thi dua lam bd sung
i thiét bi va D.DDH; T chirc cong tac ki thuat nhu: phan loai, lap danh muc,
 kho thiét bi khoa hoc va té chirc phuc vu tt cong tic day hoc; Kiém ké, déi
b sach theo ddi trang thiét bi vé tai san, gia tri tai san; Cap nhat céc s6 ligu
‘jtheo yéu cau cuia cap trén ding quy dinh; Tham gia cong tac van phong khi
26 yéu cau.
b) vu vé Thu vién- Thiét bi
Chiu trach nhiém vé cong tac quan ly tai san, sach bdo va co s& vét chat cua
én duoc giao.; Lap ké hoach diéu tiét tai liéu, sach béo, sach giao khoa cho
s dung (CB-GV va HS); Lap ké hoach xay dung hoat dong lau dai va hang
a thu vién. Xay dung ké hoach phin dau ning cao chat luong cia thu vién;
1“ bé sung cac loai tai liéu, sach béo va té chirc cac hoat dong phat trién
0, truyén doc thu v1f;n
" Tham muu BGH vé viéc lwa chon danh muc 4n pham sach tham khao cua tu
‘T chic cong tac ki thuat nhu: phan logi, 1ap danh muc, sip xép kho sach
‘ ;"'. oc va td chite phuc vu tét ngudi doc. Ung dung hiéu quéa phin mém quan ly
e %
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