SO GIAO DUC PAO TAO BINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT PHAN CHU TRINH Péc lap - Tw do - Hanh phiic

Sé: 19 /QD-THPT PCT Binh Thudn, ngay 30 thang 10 nim 2024

QUYET PINH
Vé viéc phén cong nhiém vu ciia Hiéu truweéng va Phé Hiéu truong

HIEU TRUONG TRUONG THPT PHAN CHU TRINH

Can ctr Thong tu s6 32/2020/TT-BGDPT ngay 15 thang 9 nam 2020 cta Bo
Giao duc va Pao tao vé viéc Ban hanh Piéu 1¢ trudong trung hoc co s6, trudng trung
hoc pho thong va truong pho thong ¢é nhiéu cap hoc;

Can clr cac Quyét dinh ctua Giam doc S Gido duc va Pao tao Binh Thuan vé
viéc bd nhiém Hiéu trudng va bd nhiém lai Phé Hiéu trudong Trudng Trung hoc phd
thong Phan Chu Trinh;

Can clr chirc ning, nhiém vu va quyén han cta Hiéu truong truong Trung hoc
pho thong.

QUYET PINH:

Piéu 1. Phan cng nhiém vu cta Hiéu truong va Phé Hiéu trudng nhu sau:

1. Hiéu truéng Nguyén Thi Hong Giang

- Chju trach nhiém vé toan bd céc hoat dong cua nha truong theo quy dinh tai
chuong II ctia Thong tu s6 32/2020/TT-BGDPT ngay 15 thang 9 nam 2020 cia Bo
Giado duc va DPao tao.

- Piéu hanh toan bd cac hoat dong cua nha truong theo ché do thu trudng.

- Phan cong cho Pho hi€u truong gitp Hicu trudng chi dao, xur Iy thuong xuyén
cac cong viée trong linh vire duge giao tai don vi theo quyét dinh nay.

- Chi dao, d6n ddc, kiém tra viéc thuc hién nhiém vu caa Pho hiéu trudng, cac
t6 chic doan thé, to chuyén mén, gido vién va nhan vién nha trudng.

- Truong hop Hiéu trudng ving mit s& phan cong cu thé cho Pho hiéu trudng
thay mat diéu hanh chung va bao co két qua giai quyét cho Hiéu trudng.

- Phu trach céc linh vuc cong tac cu thé sau:

a) Cong tac nhan su:

- Phu trach cong tac to chirc can bo va nhan su ctia don vi, giai quyét cho can
bd gido vién, nhan vién nghi phép hoac nghi viéc riéng.

- T6 chitc quan 1y hd so vién chuc, nguoi lao dong toan don vi; hd so ky luat
gi&o vién, nhan vién.



b) Cong tac tai chinh:

- Phu trach cong tac ké hoach tai chinh don vi, chu tai khoan cta don vi.

- Xay dung Chién luge phat trién cua nha truong; ké hoach hoat dong hang nam,
hang thang, hang tuan cua don vi.

c) Cong tic gido duc chinh tri tw twéng, Phong chong tham nhiing:

- Phu trach cong tac gido duc chinh tri - tu tudong, phong chdng tham nhiing va
thuc hanh tiét kiém, thuc hién Quy ché dan chu va cong khai trong nha trudng.

d) Coéng tac khéc:

- Ngudi phat ngon cia nha truong.

- Phu trach cong tac thong tin tong hop.

- Phy trach cong tac thuc hién né nép, gio gidc, ky luat trong vién chiic, nhan
vién, giai quyét khiéu nai, xét thi dua - khen thudng trong gido vién.

- Phu trach cong tac phéi hop hoat dong véi Ban dai dién cha me hoc sinh.

- Phu trach cong tac dy gio kiém tra tinh hinh hoat dong d6i mdi chuyén mén
cac t6 Toan, Vat 1y, to Sinh, t6 Tin, t6 Cong nghé, to6 GDKT&PL va t6 Ngoai ngit.

- Cong tac d6i ngoai ciia nha truong va cong tac phdi hop véi co quan, to chire,
don vi ngoai nha truong.

- Duyét va ky hoc ba dau cap (trang dau) va hoc ba 16p 12.

- Phuy trach cac hoi dong ctia nha trudng voi cuong vi 13 Chu tich: Hoi dong
truong, Hoi dong thi dua khen thuong, Hoi dong ky luat va cac Hoi dong khac cua
truong.

- Hudéng dan nghiép vu su pham, phan cong chi nhiém.

- Phu trach cong tac 1én ké hoach va to chirc hoat dong gido duc cua don vi.

- Phy trach cong tac bdi dudng hoc sinh gioi va phu dao hoc sinh yéu, kém; t6
chire thi 1én 16p cho hoc sinh sau méi nim hoc; cong tac nghién ciru khoa hoc.

- Phu trach cong tac tinh gid vuot trong nam, tinh tiét day boi dudng, phu dao
cho doi ngti.

2. Ph6 Hiéu truwéng Nguyén Thi Vién Phuong

Giup Hiéu truong chi dao thuc hién cac linh vuc sau:

a) Cong tac phong trao, hoat dong ngoai gio:

- Phu trach trién khai ké hoach hoat dong tuan, thang ctia gido vién chu nhiém.
quan ly hd so chii nhiém va trién khai thuc hién ho so dang ky du thi THPT cua hoc
sinh cubi cép.

- Phu trach cong tac gido duc tham mi cho hoc sinh, tuyén truyén, an ninh trat
tu, an toan trong truong hoc.
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- Phu trach cong tac chi dao hoat dong cua Poan thanh nién, Ho1 chir thap do,
Ho1 khuyén hoc.

- Phu trach t6 chirc cac ngay 18 trong nam.

- Phu trach cong tac y té cham séc stre khoe, vé sinh an toan thyc pham phong
chéng ngd doc, phong chéng dich bénh, truc tiép chi dao hoat dong cong viéc cua
nhan vién y té, phong chong tai nan thuong tich, trudng hoc an toan.

- Phuy trach cong tac hoat dong phong trao ctia gido vién.

- Phu trach cong tac hudng nghi¢p, ngoai gio 1én 16p, cac hoat dong ngoai khoa,
gido duc k¥ ning séng, hoc tap trai nghiém cua hoc sinh.

- Phu trach cong tac tuyén truyén phd bién phéap luit, phap ché; tu van hoc
duong cho hoc sinh.

b) Céng tac quan Iy co sé vt chat:

- Phu trach quan 1y co so vat chét, cong tac vé sinh, canh quan truong 16p.

- T6 chuc kiém ké tai san hang nam, theo ddi tinh hinh bao tri may moéc, thiét
bi trong nha trudng va cac phong thi nghiém.

c) Cong tac quan ly né nép, thi dua ciia hoc sinh:

- Phuy trach cong tac quan 1y né nép hoc sinh, cong tac ky luat hoc sinh, xem xét,
xtr 1y vi pham ciia hoc sinh. Phu trach cong tac to chirc kiém tra danh gia két qua rén
luyén hanh kiém cta hoc sinh, to churc xét thi dua cac 19p, cac hoat dong phong trao
cua hoc sinh

d) Coéng tac khéc:

- Duyét va ky hoc ba khéi 10, khéi 11.

- Truc tiép sinh hoat va chi dao hoat dong t6 Van phong (tai vu, hoc vy, CNTT,
thu vién, van thu, bdo vé€); phu trach hoat dong Ban quan sinh, phu trach cong tac du
gid kiém tra tinh hinh hoat dong d6i méi chuyén mon céc t6 Hoa, Dia, Ngir van, to
Lich st va t6 GDTC&GDQP-AN, t6 Vin phong.

- Phuy trach cong tac quan ly hd so nha truong, bao gém: S6 diém, hoc ba, sd
dau bai va hd so t6 chuyén mon gom ké hoach t6, s6 hop td, tai liéu chuyén dé (Véi
Vién phong); cong tac cai cach hanh chinh.

- Phu trach cong tac ddo tao, bdi dudng gido vién, boi dudng thudng xuyén va
thuc hién danh gia két qua boi dudng thuong xuyén hang nam cua gido vién,

- Phu trach cong tac kiém tra ndi bo, cong tac kiém tra, danh gia thyc hién quy
ché chuyén mon ciia gido vién.

- Thuong truc Hoi dong Thi dua - Khen thudng: xét thi dua - khen thudng trong
gido vién va thuc hién hd so thi dua don vi.



4

- Tryc tiép phu trach cong tac kiém dinh chat luong gido duc. Cong tac théng
ké tinh hinh chét luong giao duc, chat luong hoat dong gido duc cua doi ngil.

- Phu trach hoat dong day thém, hoc thém.

- Phu trach viée thuc hién va diéu phéi can bd coi thi cac ky thi, kiém tra danh
gia cudi cAp va dau cap cia truong va theo yéu cau ctia S Gido duc va Pao tao,

- Thuc hién bao cdo cho S& GDDT theo cong viéc dang phu trach. Thay mat
Hi¢u trudng ky ban hanh céc loai van ban: ké hoach, béo céo, cong van thudc linh
vuc duoc phan cong, uy quyén. Tryuc tiép kiém duyét cac bao cdo cia cap dudi co
lién quan.

- Phéi hop voi céac déng chi trong ban 1anh dao trudng, cac td chue, bod phan, ca
nhan trong cac hoat dong c6 lién quan.

- Thyc hién cac nhiém vy khac do Hi¢u truéng phan cong.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay 01/11/2024.

Piéu 3. Hiéu truong, Pho Hiéu trudng, cac 6ng (ba) to trudong chuyén mon, to
truong Van phong, cac to chire doan thé, gido vién va nhan vién Truong Trung hoc
pho thong Phan Chu Trinh chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhdgn:

- S6 GDDT (b/c);
- Nhu Diéu 3;

- Luu VT.
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