SO GD&DT TAY NINH CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THPT CAN PUOC Poc 1ap — Tw do — Hanh phiic
Sb: 01/QD-THPT Can Pudre, ngay 01 thing 8 nam 2025
QUYET PINH

Ve viéc phan cong nhiém vu Hi¢u truéng, Pho hi¢u trwomg

HIEU TRUONG TRUONG THPT CAN PUOC

Can cw nhiém vu, quyén han cua hiéu truong dwoc qui dinh tai Pieu 11 Piéu 1¢
trwong trung hoc co s6, truong trung hoc phd théng va truong phd théng cé nhiéu cdp
hoc cua B¢ truong Bo Gido duc va Pao tao ban hanh theo thong tu s6 32/2020/TT-
BGDDT ngay 15/9/2020;

Can civ vao ndng lic, phdam chdt ciia cdn bé va nhiém vu qudn Ii ciia nha trieong.
QUYET PINH:

Piéu 1. Phan coéng nhiém vu quan 1y, diéu hanh cac hoat dong cua truong THPT

Can Pudc cho Hiéu truong, cac pho Hiéu trudng (cé phdn cong kém theo).

Pieu 2. Hiéu truong, cac Pho hi€u truong can clt vao nhiém vu dugc phan cong
c6 trach nhiém xay dung ké hoach, trién khai thyc hién phu hop véi di€u kién cua nha

truong, bao dam khoi luong va chat luong cac nhiém vu duoc giao..

Piéu 3. Cac Céac 6ng (bd) c6 tén trong dicu 1 chiu trach nhiém thi hanh Quyét dinh
nay./.
Noi nhan:
—  Nhu diéu 3;

- T chuyén mon, VP;
— Luu: VT.




SO GD&DPT TAY NINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT CAN PUOC Poc 1ap — Tw do — Hanh phic

Can Puéce, ngay 01 thaing 8 nam 2025
PHAN CONG NHIEM VU HIEU TRUONG, CAC PHO HIEU TRUONG
TRUONG THPT CAN PUGC
(Ban hanh kém theo Quyét dinh sé 01/QD-THPT ngay 01 thang 8 ndam 2025)

I. QUY PINH VE NGUYEN TAC CHUNG

1. Viéc 1anh dao, quan Iy va diéu hanh moi hoat dong cua nha trudng tuyét dbi
tuan thu Piéu 1é truong THCS, THPT va trudng phd théng co nhiéu cip hoc (Théng tu
s6: 32/2020/TT-BGDDT ngay 15/9/2010 ctia Bo trudong Bo Giao duc va Pao tao) va theo
Quy ché 1am viéc cua nha truong.

2. Pho hi¢u truong duoc phan cong linh vyc nao thi chu dong can ctr nhiém vu
nam hoc, tinh hinh nha truong dé xay dung ké hoach nam, thang, tuan cho timg mit cong
tac trinh Hi¢u trudng phé duyét va chiu trach nhi¢m chinh linh vyc do; truc tiép chi dao
viéc t6 chirc thuc hién, kiém tra, giam sat dé dat duoc hiéu qua cao nhat va giai dap cac
van dé lién quan cta gido vién, nhan vién va hoc sinh. Pinh ki hang thang bao cao Hiéu
truong két qua thuc hién ké hoach da dé ra (trudc ngay 25 hang thang).

3. Ho so thudc linh vuc nao, do ngudi dugc phan cong linh vuc d6 thiét lap, bao
quan, luu trit theo quy dinh. Khi c¢6 kiém tra ctia cap trén, phai c6 di ho so theo quy dinh.

4. Trong qua trinh lanh dao, quan 1y, diéu hanh nha truong, Hiu trudng va cac
Phé Hiéu trudong phai co su phdi hop chit ché dam bao tinh thong nhat; phat huy tinh
sang tao, chu dong cua ca nhan dé thuc hién tdt cac ké hoach, nhiém vu duge giao.

5. Ché d6 bao cho:

- Hang tuan hop lanh dao vao ngay tht hai, cac Pho Hiéu trudng bao cao véi Hicu
trudng nhitng phﬁn viéc da thuc hién, ban bac théng nhét thuc hién céac cong viéc tuan
moi;

- Cac Phé Hiéu trudng phai xin y kién Hiéu truong khi giai quyét cac sy viée dot
xuét; phai bao cdo ddy du tinh than ndi dung cudc hop duwgc Hiéu trudng uy nhiém sau
khi di du hop vé dén co quan;

- Cac Pho Hiéu trudng phai bao trude Hibu trudng 1y do ving cong tac & co quan.

II. PHAN CONG NHIEM VU CU THE

1. Hiéu trwéng Nguyén Tuin Huy:

Chiu trach nhiém trude Sé Gido duc - Pao tao vé lanh dao, diéu hanh cong viéc
chung cua truong.

Phu trach cac noi dung, linh vuc cong tac sau:



1.1. T6 chtic bo méay nha trudng

- Piéu hanh toan bd cong viéc va hoat dong ctia nha trudong. Quyét dinh moi mat
vé t chirc va hoat dong ctia nha truong;

- Phan cong nhiém vu cac Pho Hi¢u trudong. B6 nhiém To trudng, T pho, Giao
vién chi nhiém, gido vién bo mon...

- Thanh l4p cac hoi dong, cac to chuyén mon, cac ban. Xy dung quy ché hoat
dong nha truong;

- Chi dao hoat dong d6i ngoai, cong tac giao luu ciia nha trudng véi cac trudng
ban.

1.2. Quan ly hanh chinh, tai chinh, tai sdn ctia nha truong

- Quan ly ché dd sinh hoat, hoi hop cua giao vién, nhan vién va hoc sinh;

- Chi dao cong tac dbi ngoai, hop tac gido duc;

- Chi dao 1ap du toan va quyét toan chi thu hang nim;

- Quan 1y cac loai kinh phi, céc loai quy theo qui dinh;

- Xay dung qui ché chi tiéu ndi bo;

- Quan ly viéc td chure thuc hién cac khoan thu, chi ding qui dinh.

- Chi dao quan 1y co s& vat chét, thiét bi, tai san nha truong va canh quan moi
truong.

- Chi dao thyc hién kiém ké tai san, thiét bi hang nim;

1.3. Xay dung ké hoach va td chirc thuc hién nhiém vu nim hoc

- Lap ké hoach hang nam, ké hoach hang thang, lich cong tac hang tuan thuc hién
cac hoat dong gido dyc cua nha truong theo ding hudng dan nhiém vu nam hoc...

- Chi dao viéc t6 chuc day-hoc.

- Chi dao thyc hién cong tac kiém tra ndi bo

- Chi dao thuc hi¢n cong tac thi dua khen thudng

- T6 chirc bdi dudng nang cao trinh d6 cho gido vién, nhan vién;

- Phy trach t6 Vian phong, Ban CNTT, Ban mua sam va sira chita.

- Phéi hop cong tac véi to chitc Poan thanh nién, Ban dai dién CMHS, Hoi
khuyén hoc, Hoi chtr thap do.

2. Pho Hiéu trwémg — Trinh Cong Sw

- Tham muu cho Hiéu truéng chi dao thuc hién dung céc qui ché, chi thi, qui dinh
va cac van ban vé hoat dong chuyén mon ciia cac bd mon;

- Tham muu cho Hiéu truong vé chuong trinh va phan cong giang day cia gido
vién, xép thoi khoa biéu. ké hoach giang day cic bo mén. cac nodi dung tich hop; ké
hoach bdi dudng hoc sinh gioéi cac cép va céc linh vuc, ké hoach phu dao hoc sinh yéu;
ké hoach thi TN THPT; day budi 2 16p chit luong cao.



- Tham muu cho Hiéu truong vé viéc thanh 1ap doi ngii gido vién bdi dudng cac
doi tuyén hoc sinh gidi;

- Tham muu cho Hiéu truéng vé cong tac kiém tra danh gia cia trudng (t6 chirc ra
dé kiém tra, kiém tra va theo ddi diém sb va tién do cap nhat diém sd trén s6 diém dién
tu, hoc ba);

- Tham muu ké hoach t6 chirc bdi dudng thuong xuyén, tdp huin;

- Tham muu cho Hiéu truéng nhimg hoat dong ddi ngoai, giao luu véi cac trudng
ban;

- Tham muu Hiéu truong thuc hién bao cdo hoat dong cuia nha truong vé S& Gido
duc va Pao tao theo quy dinh (chuyén mén, ,...);

- Kiém tra hoat dong t6 chuyén mon (hd so chuyén mon cia gido vién va to
chuyén mén, viéc thuc hién str dung d6 dung thiét bi day hoc va thi nghiém, thuc hién
sinh hoat chuyén dé,...);

- Kiém tra, tong hop sb liéu lién quan dén ting gio cua gido vién, phu cip gido
vién GDTC va GDQP trong nam hoc;

- Ky duyét ké hoach day hoc cua céac té chuyén mén; Kiém va ky S6 dau bai hang
tuﬁn;

- Phuy trach t6 chirc cac hoi thi cip truong vé chuyén mén cho Gido vién va hoc
sinh;

- Phy trach hoat dong trao doi chuyén mén trong Cum Chuyén mon; nghién ctu
khoa hoc, STEM, Trai nghiém — Hudng nghiép... clua truong;

- Phu trach va theo ddi thuc hién nén nép day cua gido vién;

- Phuy trach va theo ddi chét lugng hoc cua hoc sinh nha truong tham muu bién
phép ning cao chat lugng hoc cua hoc sinh;

- Phu trach thuc hién hd so thi TN THPT, tra hd so cho hoc sinh sau TN THPT;

- Phu trach t6 hoat dong trai nghiém hudng nghiép;

- Tham gia vao cac Ban chi dao, Hoi dong trong nha trudng (theo quyét dinh
riéng);

- Nhitng cong tac dot xuat khac do Hiéu trudng phan cong.

3. Phé Hiéu trwéng — Vo Chi Thanh

- Tham muu cho Hiéu truéng chi dao thuc hién dung céc qui ché, chi thi, qui dinh
va cac van ban vé Quan i co s& vat chat;

- Tham muu cho Hiéu truong vé ké hoach quan li va st dung CSVC, mua sam va
stra chita, kiém keé tai san,..

- Tham muu cho Hiéu trudng cong tac tuyén sinh 10: td chirc tu van tuyén sinh
cac truong THCS trén dia ban tuyén sinh, t6 chirc thi tuyén sinh, t6 chirc 16p hoc, ...



- Tham muu cho Hiéu trudng nhimng hoat dong ddi ngoai, giao luu véi cac truong
ban;

- Tham muu Hiéu trudng thuc hién bao cdo hoat dong cta nha trudng vé SO Gido
duc va Pao tao theo quy dinh (CSVC, Gido duc dao dtrc hoc sinh, cong tac hoc sinh sinh
vién, ANTT, PCCC, ...);

- Kiém tra va theo ddi si sd hoc sinh, hoc sinh nghi hoc, chuyén di, chuyén dén
trong nam hoc; cdp nhat dit liéu ) dang bo, hd so hoc sinh trén phﬁn mém
qlgd.longan.edu.vn;

- Phu trach td chure cac hoi thi phong trao TDTT- ANQP, Van nghé cho hoc sinh;

- Phu trach t6 chi nhiém, t6 tu van hoc dudng, t6 phd bién phap luit, Ban ANTT,
t6 PCCC, Ban khuyén hoc, HG1 chir thap do;

- Phu trach cong tac phong chéng thudc 14 cua truong;

- Phu trach cong tac hoc sinh sinh vién, cong tac thanh nién (phdi hop doan thanh
nién);

- Tham gia vao cac Ban chi dao, Hoi dong trong nha truong (theo quyét dinh
riéng);

- Nhitng cong tac dot xuat khac do Hiéu trudng phan cong.

I11. TO CHU'C THUC HIEN

Hi¢u trudng, cac Pho Hi¢u trudng, gido vién, nhan vién va hoc sinh nha truong
can ¢t chic trach nhiém vu vé cong tac, hoc tdp duogc giao, co trach nhiém thuc hién
nghiém ndi dung quy dinh nay./.

HIEU TRUONG
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