UBND XA THANH NUA CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THCS THANH LUONG Déc 1ap - Tu do - Hanh phuc
$6:60 /QD-THCSTL Thanh Nua, ngay 22 thang 8 nam 2025
QUYET PINH

Vé viéc phan céng nhiém vu Can b quan 1y, té chirc doan thé, ban lién tich
trweong THCS Thanh Luéng nam hoc 2025 - 2026

HIEU TRUONG TRUONG THCS THANH LUONG

Can cir diéu 11, Piéu 1¢ truong trung hoc co so, truong trung hoc phé
thong va truong pho thong co nhiéu cdp hoc ban hanh kem theo Thong tu so:
32/2020/TT-BGDPT ngay 15/9/2020 cua Bo truong Bé Giao duc va Pao tao;

Can cit Théng tw s6 05/2025/TT-BGDDT ngay 07/3/2025 ciia B Gido duc
va Dao tao quy dinh vé ché as lam viéc cia gido vién phé thong, du bi dai hoc
(viét tat la Théng tw 05/2025/TT-BGDPT). Can cit Céng van sé 1558/UBND-
KGVX ngay 15/4/2025 ciia UBND tinh vé viéc trién khai Thong tw Quy dinh ché
do lam viée doi véi gido vién phé thong, du bi dai hoc;

Can cit thong tw s6 10/2025/TTBGDBT ngay 12/6/2025 quy dinh vé phan
quyén, phdn cap va phan dinh tham quyén thyc hién nhiém vu quan ly nha nudc
cua chinh quyén dia phwong hai cap doi voi giao duc pho thong,

Can cir thong tw s6 15/2025/TTBGDPT ngay 24/7/2025 Théng tw Hudng
dén chire nang, nhiém vu, quyén han cua So gido duc va Pado tao thuoc Uy ban
nhdn dan tinh, thanh phé thuéc Trung wong va phong vin héa- xa héi thudc iy
ban nhdn déan xd, phuong, ddac khu thudc tinh thanh phé triec thuée Trung wong
trong linh vuc gidao duc va dao tao;

Can cir cugc hop Ban lién tich ngay 18 thang 8 nam 2025, xét tinh hinh
thyee té nha truong nam hoc 2025-2026.

QUYET DINH:

Piéu 1. Nhiém vu va quyén han ctia Can b0 quan ly, t6 chirc doan thé,
ban lién tich trong trudng thuc hién theo dung diéu 1& trudng trung hoc co sd,
truong trung hoc phd théng va truong phd théng cé nhiéu cap hoc; Piéu 1é hoat
dong cua doan thanh nién, doi thiéu nién.

Picu 2. Phan cong cong tac cu thé cua Can bo quan 1y, to chic doan thé,
ban lién tich truong THCS Thanh luéng nam hoc 2025-2026 (co bang phdan cong
nhiém vu cu thé kém theo).

Diéu 3. Hi¢u lyc thi hanh.

Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky. Can bg, gido vién va nhan
vién toan truong THCS Thanh Ludng chiju trach nhiém thi hanh quyét dinh nay./.

Noi nhdn:

- Nhu Biéu 3 (dé thyc hién);

- Phong VH-XH xi Thanh Nua (dé bao cao);
- UBND x3 Thanh Nua (dé bao c4o);

-Luu VT.
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G NHIEM VU CUA CAN BQ QUAN LY, BAN LIEN TICH VA
€©) CHU'C POAN THE TRUONG THCS THANH LUONG
NAM HOC 2025 - 2026

1. Ong: Nguyén Pirc Hong — Bi thw Chi bd; Hiéu truéng.

- Chi dao chung, chiu trach nhiém trudc nganh, UBND xa Thanh Nua toan
bd cac mat hoat dong cua truong.

- Chu tich Hoi dong truong.

- Quan 1y cong tac to chirc bd mdy nha truong, cong tac thi dua khen
thudng, ki luét.

- Xay dung ké hoach gido duc; quan ly gido vién, nhan vién, hoc sinh;
phén cong cong taic CBGVNYV; quan Iy va t6 chirc giao duc hoc sinh; quan Iy
hanh chinh, tai chinh, tai san cua nha truong; chi dao gitr viing truong chuan
Quodc gia; cong tac kiém dinh truong CLGD.

- Chi dao thuc hién cac cudc van dong 16n, phong trao thi dua cong tac
khuyén hoc, cong tac ki€m tra ndi b, cong tdc phong trao.

- Danh gia, xay dung ké hoach thang hoat dong chung cua truong, trién
khai t6i toan thé CBGVNV toan trudong trong budi hop hoi déng su pham
hang thang.

- Chi dao cong tac chuyén moén t6 chuyén mon KHXH, quan 1y t6 vin
phong; T6 trudng to6 chil nhiém.

- Chi an thuc hién hoc ba sb. Truc tiép ky duyét hoc ba cua hoc sinh khoi
6,9. Duyét k€ hoach thang ctia Pho Hiéu truong, TTCM, TTVP, Boi TNTPHCM,
s0 CN.

- Kiém tra, danh gia viéc thuc hién nhiém vy ciia gido vién, nhan vién.

- banh gia xép loai GV, NV luu ho so c4 nhan va bao cdo cac cap theo quy

dinh cudi nim duong lich va cu01 nam hoc. Chi dao cac bo phan tong hop bang
biéu bao cao do cac cp yéu cau.

2. Pho hiéu truwéng.

2.1 Ong: Piing Quang Truwong — Pho hiéu truéng.

Giup Hiéu truéng chi dao cac linh vuc cong tac:

- Quan Iy chi dao chuyén mén chung, quan 1i hd so s6 sach CM.

- Lap ké hoac}l va thuc hién cong tac khao thi va kiém dinh chét luong, ké
hoach day buo6i 2, ké hoach day thém — hoc thém.

- Chi dao cong tac chuyén moén t6 chuyén mon KHTN. Duyét dé va rat

dé ki€ém tra dinh ki cdc mon t6 KHTN, duyét hoc ba cua hoc sinh khoi 7.
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- Ky duyét sd dau bai, s6 diém cac 10p (toan truong).

- Chi dao sinh hoat chuyén mon theo ké hoach ctia cum 3 thudc to
KHTN.

- Phu trach chuyén ddi sd, cong ngh¢ s6 va dé an 06, CNTT.

- Phuy trach cong tdc phong chay chira chdy ctia nha truong.

- Phu trach cong tac thé duc thé thao.

- Phu trach cudc thi khoa hoc k¥ thuat, sang tao thanh thiéu nién nhi dong.

- Thyc hién cac bao cao téng hop thudc mang duge phan coéng, ngodi ra
cac bao céo khac khi Hi¢u trudng giao, quan 1y va luu gilr theo quy dinh.

2.2 Ba: Hoang Thi Minh - Phé hi¢u trudéng.

Giup Hi€u truong chi dao cac linh vuc cong tac:

_- Chi dao cong tac chuyén mon to chuyén moén HDGD-NN. Duyét dé va

rut dé ki€ém tra dinh ki, hoc sinh gioi cac mon t6 KHXH, to6 HDGD-NN.

- th dao sinh hoat chuyén moén theo ké hoach ctia cum 3 thudc to
KHXH, t6 HDGD-NN. 7

- Quan 1y chi dao, di€u hanh cong tac Pho cap - XMC.

- Kiém tra viéc thuc hién va quan li cac phong hoc bd mon, CSVC, lao
dong. Xay dung canh quan nha truong.

- Xay dung ké hoach, theo ddi, kiém tra va tong hop viéc thuc hién boi
dudng thuong xuyén cua gido vién. Bo6i dudng an ninh qudc phong doi tuong 4.

- Ky duyét ké hoach de_}y hoc tuan gido vién thudc t6 HDGD-NN, KHXH,
duyét hoc ba cua hoc sinh khoi 8.

- Phu trach ba cong khai theo thong tu s6 09/2024/TT-BGDPT ngay 03
thang 6 nam 2024.

- Thyc hién cac bao cao téng hop thudc mang dugce phan coéng, ngodi ra
cac bao cao khac khi Hiéu trudng giao, quan ly va luu gilt theo quy dinh.

- Cung véi cac to truong CM, VP phan cong cac GV, NV gitp cac gia dinh
c6 hi€u, hi, 1am tot cong tac khuyén hoc trong nha truong.

3. Nhom thuw ky tong hop.

3.1 Ba: Lé Thi Anh - Thw ky hdi dong su pham.

- Ghi chép nghi quyét cac cudc hop hoi dong su pham nha truong va cac
bién ban khac khi Hi¢u truong giao; Tham muu va tong hop gitp Hiéu trudng
mot s& vin ban, bao cao khac khi can.

- Tham muu hé théng vin ban, hd so ciia Hoi dong truong.

- Phu trach c@p nhét ndi dung lién quan dén cong tac kiém dinh chat lugng
va cong nhan truong dat chuan quéc gia theo thong tu 22/2024/TT-BGDDT.



4

- Xép thoi khoa biéu day va hoc toan trudng; phan cong coi kiém tra gitta
ky, cuoi ky.

- Tong hop bao co cong tac kiém tra ndi bo hang thang, béo cdo so két, tong
két kiém tra nd1 bo.

- Thu ky téng hop hoat dong ctia Hoi cha me hoc sinh nha trudng. Thu ky
hoi dong thi dua ctuia nha truong.

3.2 Ba: Hoang Thu Hong - tong hop.

- Tong hop bao cao vé khuyén hoc, TTHTCD khi dugc nha trudng giao.

- Kiém nhiém thu quy nha truong.

- Cung d/c Lo Ptic photo cac gidy to cho nha trudng, an pham hoc tap cho
hoc sinh.

3.3 Ba Tran Thi Ngoc kiém nhiém - tong hop.

- Téng hop cac biéu bao cdo hoc ki I; hoc ki II va cac sb liéu téng hop
chuyén mon khac khi dugc chuyén mén nha truong giao. 7
- Phu trach phong bo mén Tin; Quan ly cac phan mém, cong tac chuyén
doi sb.
- Phéi hop cung ddng chi Hoang Thi Minh trong cong tac Pho cap - XMC.
4.’T(K) truwéng chuyén mén (Vii Thay Hong, Pang Thi Thanh Nga, Nguyén
Thi Tuyét Nhung)

4.1 Nhiém vu chung:
Céc to trudng chuyén mon chiu sy chi dao truc tiép cua BGH.
T6 trudng chiu trach nhiém trude BGH vé cac hoat dong cua to:

- Xay dung ké hoach hoat dong chung cua téz huéng dan xay dung va quéan
1i ké hoach day hoc (phan phoi chuong trinh) cua t6 vién va céc quy dinh ctia B
GD&DT

- Bé xuat phan cong cong tac giang day, 6n HSG phu hop voi niang luc cia
tung GV trong to.

- TH chirc boi dudng chuyén mon, nghi¢p vu; t6 chire kiém tra danh gia chét
luong thuc hién nhi€ém vu cta giao vién theo ké hoach nha truong (chil ¥ cong tac boi
dudng, tap huan “Ung dung Tri tué nhan tao (Al) trong day va hoc”).

- Chiu trach nhiém xay dung céc hoat dong cua phong hoc b mon thude
chuyén mon t6, dam bao ho so theo ding quy dinh.

- Bé xuat khen thuong ki lut dbi véi gido vién thudc to.

- T6 chuyén mon sinh hoat hai budi/thang. Sinh hoat chuyén mén cum: 2
lan/ ky (mo1 hoc ky SHCM 161 thiéu 9 lan, trong do 2 lan SHCM cum).

- B6 tri gido vién thuc hién nhiém vu véi gido vién ciia To da duoc Hiéu
trudng giai quyét cho nghi.
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- Cham cong cac thanh vién cua td hang ngay trong thang.

- T truong theo doi va giup do cac t6 vién hoan thanh nhiém vy, xay dung
khéi doan két cua t6 va doan két véi cac td khac; cing nha trudng xay dung
“Truong hoc hanh phtc”.

- Duyét dé, tong hop dé kiém tra dinh ky, ¢ HSG cac mon cua t6 trudce khi
gui BGH.

- Kiém tra hd so, ké hoach bai day hang thang trudc thoi gian kiém tra cia
BGH.

- Tong hop, bao cao cac thong tin hoat dong cua t6 vé Hiéu trudng ngay 27
hang thang; thuc hién cac bao céo tong hop thudéc mang dugc phan cong.

4.2 Nhiém vu kiém nhiém
4.2.1. Ba Piang Thi Thanh Nga (T6 truéong t6 CM KHTN)

- Kiém nhiém cong tac to chirc, dan chuong trinh cac ngay 1& va hoi do nha
truong to churc trong nam hoc.

- Tham muu ké hoach t6 chirc mét s6 cudc thi cap truong.

- Tham muu quan 1y bao dudng hé thong dién sang, hé thong may tinh,
duong day mang.

4.2.2. Ba Vii Thi Thay Hong (T truong to KHXH)

- Nhém trudng bién tap tin bai truyén théng nha truong trong nam hoc.
- Phan cong GV, NV viét bai dang Website.

- Tham muu ké hoach t6 chitc mot s6 cudc thi cép truong.

- Cung v6i ba Ha Thi Kim Dung Huéng dan HS viét va doc cac bai phat
bi€u (néu co) trong chuong trinh budi 1€, ngoai khoa do nha truong té chirc trong nam
hoc.

4.2.3. Ba Nguyén Thi Tuyét Nhung (T6 truong HDGD, Ngoai ngir)
- Tham muu ké hoach t6 chirc mot s6 cudc thi IOE, TDTT, vian ngh¢ cac cép.

- Cungd/c TrﬁnrNch tong hop cong tac ph6 cap GDTHCS; Théng ké do
tuoi cac doi ban theo cap hoc (11 tudi — 21 tudi).

- Két hop cung d/c Hoang Thi Minh phu trach cong tac xdy dung canh
quan nha truong.

4.3 Cac Phé to trwong chuyén mon (ba Lé Thi Anh, ba Nguyen Huong
Giang, ba Ngo Thi Tuyén): thyc hién va chiu trach nhiém truéc T6 trudng veé
nhiém vu duge T truong phan; cung T trudng chiu trach nhiém trudéc BGH vé
cac hoat dong co lién quan cua to chuyén mén.

4.4. Thu vién, thiét bi, viin thu (Lé Thi Ha, D6 Pai Duong, Lo Van Duc):
- B/c Lé Thi Ha: Phu trach cong tac thu vién;



6

- b/c Do Dai Duong: phu trach cong tac thiét bi; chuan bi phuong tién
thiét bi két ndi cac phong hop truc tuyén, cac cudc hop ciia nha trudng.

- B/c Lo Van Duc:

+ Vao s0, nhép sb cf)ng van di, dén; chuyén giao céng van di, dén cua
truong va cac co quan ngoai nha truong. Cac bo phan duge giao lam bao cao gui
vé d/c Lo Vin Ptic vao sb, sd cong van di;

+ Cung d/c Hoang Hong photo cac gidy to cho nha trudng, an pham hoc
tap cho hoc sinh.

5. T6 truomg Vin phong (Nguyén Thi Yén):

- T chitc va diéu hanh céc hoat dong trong t6 thudc linh vuc hanh chinh
van phong cua nha truong.

- Pé xuét khen thuong ki luat dbi voi nhan vién thudc t6 quan li.

- Phéan cong nhan vién lam cong vi¢c thay doi véi nhan vién cua to6 da duoc
Hi¢u trudong giai quyét cho nghi.

- Cham cong cac thanh vién cta t6 hang ngay trong thang.

- TO trudng theo doi va gilp d& cac to vién hoan thanh nhiém vy, xay
dung khoi doan két cua t6 va doan két véi cac to khac;

- Piéu hanh t6 van phong: Thong ké théng ké tong hop vé cong tac tai
chinh ké toan, tai san bao cao theo quy dinh hoic theo yéu cau cta cac cap.

- Tong hop, béo cao cac thong tin hoat dong cua td bao cdo Hiéu trudng
ngay 27 hang thang.

6. Cac khoi truéng chii nhiém.

* Khoi 6: d/c Bui Thi Van Thanh.

* Khoi 7: d/c Lé Thi Anh.

* Khéi 8: d/c Nguyén Pha Luong.

* Khéi 9: d/c Nguyén Huong Giang.

- biéu khién moi hoat dong cua chu nhiém trong khdi, don ddc chu nhiém
cua khoi thyc hién theo chuong trinh diéu 1€, phong trao P31, tai chinh ké toan lién
quan dén cong tac chu nhiém va cac hoat dong do T6 trudng chi nhi¢m pho bién.

- Chu tri hop khéi chii nhiém xét thi dua cac 16p trong khéi theo cac dot thi
dua xét duyét.

- Tong hop cac loai chung cua khéi khi nha trudng yéu dau nam, ki I; Cudi
nim va cac biéu khi can.

- Phéi hop chit ché véi GVCN, GVBM dé nam bit kip thoi dién bién HS ciia khoi.
- Tham gia binh xét thi dua trudng cudi hoc hoc ky I, cudi hoc ky II v ca nam.



7. Poan thé trong trudng.

7.1. Poi thiéu nién tién phong H6 Chi Minh va Poan thanh nién cong
san Ho6 Chi Minh.

7.1.1. Téng phu trdch: Ba Ha Thi Kim Dung.

- Lén ké hoach hoat dong doi theo dung chu dé huéng dan cia Hoi déng
P61 xa Thanh Nua, tinh Dién Bién.

- Lén ,ké' hoach té)‘ chl'J:g: cac hoat dong phong trao thi dua trong ‘ném theo
chu dé so ket thi dua tuén, tong két thi dua thang, hoc ky, nam hoc vé hoc tap,
phong trao, hang thang 1én ké hoach phdi hop voi truong lam ké hoach chung.
Kiém tra giam sat hoat dong doi sao do, kiém tra né nép hoc sinh, hop BCH lién
do1. Chiu su chi dao truc tlep ‘cua Hiéu truong (chiu trach nhle;H} td chu’g tdt cac
hoat dong doi theo quy dinh vé cong tac doi trong nha truong; To chirc tot phong
trao thi dua theo khoi hoc sinh, theo doi cham thi theo tuan, thang, hoc ki, nam
cua cac 16p, céac chi doi; cac hoat dong van nghé, TDVS, hoat dong san trudng ca
chinh khoa va ngoai khoa, cong tac trang tri 16p hoc, vé sinh canh quan moi
truong, cham soc bon hoa cay canh; xay dung ké hoach, trién khai thyc hién ké
hoach cong tac doi, phoi hop voi GVCN giao duc ren luyén né nép hoat dong cua
hoc sinh, xay dung va st dung quy doi dung quy tac tai chinh).

- Theo di cac td chirc c4 nhan tai trg va cip hoc bong cho hoc sinh.

- Tong hop, bao céo cac thong tin hoat dong cua Do1 Ve bao cao Hiéu truong
ngay 27 hang thang; Thuc hién cac bao cao cac cap vé cac to chirc hoat dong trong
trudng lién quan dén hoc sinh.

- Phy trach vin nghé ctia GV va HS cung dong chi Ping Qudc Lap.

- Cung v&i nhém bién tap tin bai dang tai 1én Faceboook cua nha truong.
- Xay dung ké hoach, bao céo hoat dong cua Ho1 Chit thap do nha trudng.
- Thu thap, tong hop cac ngudn tai tro, x4 hoi héa trong nam hoc.

- Phat bang t6t nghiép THCS cho HS.

7.1.2. Bi thw chi doan: Ong Dang Qudc Lap.

- Chi dao diéu hanh hoat dong Chi doan gido vién va hoc sinh nha trudng
theo diéu 1€ t6 chirc Poan thanh nién cong san H6 Chi Minh.

- Lén ké hoach hoat dong chi doan theo dung chi dao cta cép trén.

- Chi dao tryc tiép hoat dong Doi thiéu nién Tién phong H6 Chi Minh
(phan cong doan vién ho trg cac phong trao Doi).

- TH chic sinh hoat thanh nién hang thang dudi nhiéu hinh thtrc cau lac bo,
man dam sinh hoat ...

- B61 dudng phat trién doan vién hoc sinh.
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- Tham muu véi hiéu truéng trong cong tac bd tri nhan sy Poan vién GV.
- Xay dung céac ké hoach hoat dong phong trao thé duc, thé thao cua giao
vién va hoc sinh toan truong trong nam hoc.

- Cung v6i d/c Ho6 Chung xay dung ké hoach, phat trién phong trao thé
thao trong CBGVNYV; phu trach Iam cac video luu gitr quang ba cac hoat dong
cua nha truong.

- Phu trach vin nghé cua GV va HS cung dong chi Ha Dung.
7.2. Ban phap ché:

- Thudng xuyén tuyén truyén phd bién, gido duc phap luat t6i toan thé can
b0, gido vién, nhan vién va HS trong toan truong.

- B/c Bui Thi Van Thanh: tham muu cong tac phap ché trong nha truong.
7.3. Nhém phong traoe: (d/c Ho Chung, Ha Dung, Pang Lap)
- B/c H6 chung: nhom trudng, phu trach phong trio CBGVNV

- B/c Ha Dung, H6 Chung, Vi Hong, Quoc Lap quay video, clip, chup anh
trong cac hoat dong tap thé dé 1am cong tac truyén thong cua nha trudng.

8. Quy dinh Ban lién tich va mot so hdi dong.
8.1. Ban Lién tich hep:

GOm: Bi thu chi bo, BGH, téng phu trach doi, to truéng chuyén mon va
van phong.

8.2. Ban Lién tich mé rong:

Gom: Bi thu chi bd, BGH, TKHP, Bi thu chi doan, Tong phu trach doi, T6
trudng chuyén mén va Van phong, T6 pho chuyén moén, khoi trudng cha nhiém.

8.3. Ban thi dua:
- Trudéng ban: Hi€u truong
- Thu ky: Thu ky HDSP.

- Cac uy vién: PHT, TPTD, TTCM, PTTCM, TKHD, TTVP (tham du binh
x¢&t thi dua truong theo ting dot, cudi hoc ky 1, cudi hoc ky Il va ca ndm hoc).

+ Khdi truong cht nhiém (tham du binh xét thi dua cudi hoc ky I, cudi hoc
ky II va cd ndm hoc)

8.4. Thi dua hgc sinh: Hi¢u truéng, PHT, GVCN, GVBM, BT chi doan,
TPTD.

8.5. Hoi dong ky luat:
- Chu tich : Hiéu truong
- Pho chu tich : cac Pho hi¢u trudng.

—’U}’/ vién: TKHD, TPTD, GVCN, TTCM, TTVP, Dai dién hoi cha me hoc
sinh (néu ky luat HS).
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~ 8.6. Ban I‘:uyén sinh: P/c Hoang Minh, Ping Nga, Lo Puc, Nguyén
Tuyét Nhung, Tran Ngoc.
8.7. To tw van tAm li: B/c Nguyén Nhung (thu ky); Ha Dung (TPT Doi); Lo
Van Puc (nhan vién y te).
Chuy:
- Cdc thanh vién Can bg quan Iy, Ban lién tich, 16 chirc doan thé phai c6
dday du ho so theo quy dinh diéu I¢é truong hoc va phong VH- XH xda Thanh Nua
tinh Dién Bién thuoc mang dwoc phdan cong quan ly chi dao.

- Trong qud trinh thyc hién c6 thé diéu chinh bé sung cho phit hop véi thuc té.
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