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THANH PHO HO CHi MINH Péc 1ap — Tw do — Hanh phiic
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So6: 67 /QD-THPTTD Binh Thanh, ngay 22 thang 9 nam 2021
QUYET PINH

Vé phan céng nhiém vu Hiéu truéng, Phé hiéu truéng

HIEU TRUONG TRUONG THPT THANH PA

Can civ Quyét dinh s6 167-27/0D-GDPT-TC ngay 18 thiang 02 ndm 2014 cia
Gidm doc So Gido duc va Pao tao thanh phé Ho Chi Minh vé ban hanh Quy ché to
chitc va hoat dong ciia Trieong Trung hoc phé théng Thanh Da;

Can cir vao Quyét dinh sé 402/0D-GDPT-TC ngay 25 thing 3 ndm 2014 ciia

Gidm doc S¢ Gido duc va Pao tao thanh phé Ho Chi Minh Vé phan cdap qudn 1y vién
chirc theo Diéu 48 Ludat Vién chure nam 2010;

Can cur vao nhiém vu nam hoc 2021 — 2022,

QUYET PINH:
Picu 1. Nhiém vu va quyén han Hiéu trudng, Phé hiéu truéng nhu sau:
1. Nhiém vu va quyén han cua Hiéu trudng

a. Xay dyng, t0 chitc bd may nha trudng;

b. Thuc hién cac quyét nghi ctia Hoi dong truong;

C. Xay dung quy hoach, chién lugc phat trién nha truong; chi dao xay dung va to
chtrc thuc hién k€ hoach nhi€ém vy nam hoc; bao céo, danh gia két qua thuc hién trudc
Ho1 dong truong va cac cap co6 tham quyeén,;

d. Thanh 1ap cac to chuyén mén, t6 vin phong va cac hoi dong tu van trong nha
truong; bo nhi€ém t6 trudng, t6 phd; dé xuat cac thanh vién ctia Ho1 dong truong trinh
cap c6 tham quyén quyét dinh;

d. Quan ly giao vién, nhan vién; quan ly chuyén mon; phan cong cong tac, kiém tra,
danh gla x€p loai gido vién, nhan vién; thyc hién cong tac khen thu’ong, ki luat dbi voi
gido vién, nhan vién; thuc hién viéc tuyén dung gido vién, nhan vién; ky hop dong lao
dong; ti€p nhan, di€éu dong gido vién, nhan vién theo quy dinh cia Nha nudc;

e. Quan 1y hoc sinh va cac hoat dong ctia hoc sinh do nha trudng t6 chirc; xét duyét
két qua danh gia, x€p loai hoc sinh, ky x4c nhan hoc ba, ky x4c nhén hoan thanh
chuong trinh ti€u hoc cho hoc sinh ti€éu hoc (n€u cd) cua truong phd thong cod nhiéu
cap hoc va quyét dinh khen thudng, ky luat hoc sinh;

g. Quan ly tai chinh, tai san ctia nha truong;



h. Thuc hién céc ché do chinh sach cua Nha nude ddi véi gido vién, nhan vién, hoc
sinh; t6 churc thuc hién quy ché dan chu trong hoat dong cua nha truong; thuc hién
cong tac xa hdi hoa gido duc cua nha truong;

I. Chi dao thuc hién cac phong trao thi dua, cac cudc van dong ctiia nganh; thuc hién
cong khai doi véi nha truong;

k. Puoc dao tao nang cao trinh do, bdi dudng chuyén mén, nghiép vu va hudng cac
ché do, chinh sach theo quy dinh ctia phap luat.

2. Nhiém vu va quyén han ctia Phé Hiéu trudng

a. Thuc hién va chiu trach nhiém truéc Hi¢u trudng v€ nhiém vu duoc Hi€u trudng
phan cong;

b. Cung véi Hiéu trudng chiu trach nhiém trudc cap trén vé phan viée dugc giao;

. Thay mat Hi€u truong diéu hanh hoat dong cua nha truong khi dugc Hi€u truong
uy quyen;

d. Pugc dao tao nang cao trinh d6, boi dudng chuyén mon, nghiép vu va hudng cac
ché dg, chinh sach theo quy dinh cua phap luat.

Piéeu 2. Phan cong cac nhiém vu cu thé:

1. Ong Lé Hiru Han - Hiéu trudng - Phu trach chung, chiu trach nhi€ém toan dién cac
hoat dong ctia nha truong; phu trach truc tiép:

a. Cong tac ké hoach - thi dua;
b. Chi dao cong tac chu nhiém 16p;

c. Cong tac to chirc can bd; quan 1y chi dao theo chuong trinh quan 1y hd so vién
chuc e.PMIS.

d. Cong tac tai chinh- (Chu tai khoan). Phan mém thu phi ssc.vn

e. Phu trach vé cong thong tin dién tir cla truong; Phan mém day hoc truc tuyén,
cong tac tp huan cho gido vién, hoc sinh sir dung phan mém.

f. Cong tac ty danh gia-Kiém dinh chét luong, phd cap gido duc;
h. Cong tac van thu, luu trit, cai cach hanh chinh.

2. Ba. Nghiém Thi Xoa - Pho Hiéu trudéng - Phu trach chuyén mon. Phy trach céac
cong viéc cu thé:

a. Lap ké hoach hoat dong chuyén mon trong nam hoc, chiu trach nhiém vé chuyén
mon cua nha truong trude Hi€u trudng;

b. T6 chirc kiém tra chuyén mén theo ké hoach duoc phan céng. T6 chirc kiém tra
gido vién; kiém tra chuyén dé; kiém tra bg phan theo ké hoach kiém tra;

C. Phu trach cong tac giao vu; phu trach phan mém quéan 1y quanly.hcm.edu.vn,
VietSchool, K120nline (Cac phan mém theo phan quyén)

d. Cong tac day nghé cho hoc sinh;

d. Chi dao cong tac chu nhiém vé cic cong tac chuyén mon.



Thuc hién cac cong viéc khac khi duge Hi¢u trudng phan cong.

3. Ba Tran Ngoc Thuy - P.HT: Phu trach Co s& vét chat-Ban tra-Vian thé my. Mot s6
cong vi¢e cu the:

a. Quan 1y tai san - Co s¢ vat chit ctia nha trub’pg; chi dao t6 chire sir dung, hoat
dong cac phong: thu vién, thuc hanh thi nghiém; d6 dung day hoc; phong nghe nhin;
phong LAB, vi tinh;

b. Theo di va cap phat hoc bong, cong tac khuyén hoc;
C. Theo doi quan 1y, chi dao day hoc sinh khuyét tat hoc hoa nhap;

d. Cong tac chinh tri va tu tudng; cong tac vin - thé - my; cac phong trao hoat
dong cua hoc sinh khac; Y té hoc duong;

d. Phuy trach, quan 1y t6 Van phong; theo ddi ngay gid cong cia CBQL, nhan vién;
cong tac bao cao so li€u;

e. Kiém tra s6 dau bai hang tuan;

f. Phu trach cong tac ban trti cua hoc sinh;

h. Phu trach, chi dao HDGD hudng nghiép. Chi dao cong tac chi nhiém vé céc linh
vuc phu trach;

I. To chirc kiém tra gido vién; ki€m tra chuyén d¢; kiém tra bo phan theo ké hoach
kiém tra.

Thuc hién cac cong viéc khéac khi dugc Hi¢u trudng phan cong.
4. Ong. Phan Cao Pat - Pho Hiéu truong: Quan 1y hoc sinh - An ninh an toan trudng
hoc. Mot s6 cong viéc cu thé:

a. Quan Iy nén nép hoc sinh; theo doi tinh hinh hoc sinh nghi hoc, chi dao giao vién
chu nhi¢m xtr 1y, phoi hgp phu huynh; 1ap danh sach hoc sinh bé hoc;

b. Cong tac vé sinh - an ninh, an toan, phong chéng chay no;

c. Cong tac phap ché, tuyén truyén phd bién phap luat; tu van hoc duong;

d. Chi dao cong tac hoat dong GDNGLL; Chi dao cong tac chu nhiém vé céc cong
tac phu trach;

d. Phu trach xép thoi khoa biéu;

e. Tiép nhén don xin phép, sip xép gido vién day thay, doi tiét, day bu. Theo ddi
thue hién ngay gio cong cua giao vién. (Gido vién nghi tu 03 ngay tro 1én phai xin

phép truc tiép Hi¢u tru’O'ng) Duyét s6 tiét day hang thang, s6 tiét day budi 2, cac tiét
phu dao hoc sinh yéu, bdi dudng hoc sinh gidi ( néu cd), ..

f. T6 chirc kiém tra gido vién; kiém tra chuyén dé; kiém tra bo phan theo ké hoach
kiém tra.

Thuc hién cac cong viéc khéac khi duge Hi¢u trudng phan cong.

Piéu 3. Cac thanh vién duoc phan cong nhiém vy ¢ Piéu 2 lap ké hoach, trién khai
thyc nhi¢m vu cua minh va chiu trach nhiém trudc Hiu trudng.



Diéu 4. Cac thanh vién co tén ghi & Biéu 2 chiu trach nhiém to chuc thuc hién Quyét
dinh nay. Quyét dinh c6 hiéu luc ké tir ngay 22 thang 9 nam 2021 va thay thé cho
quyét dinh trude day./.
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