~ UBND QUAN HA DONG CONG HOA XA HQI CHU NGHIA VIET NAM
'RUONG THCS LE QUY bON Poc lip - Ty do - Hanh phic

ok, NI LI .
S0:28/QD-THCSLQD Ha Dong, ngay 05 thang 10 nam 2024
QUYLT PINH
Ban hanh quy trinh giai quyét cong viée ndi bd

Nam hoc 2024 - 2025

HIEU TRUONG TRUONG THCS LE QUY PON

Cdn cir chire nang, quyén han cia Hiéu truomg duge quy dinh tai Thong
tw 32/2020/TT-BGDPT ngay 15/9/2020 ciia Bé GD&DPT ban hanh Diéu I¢
truong trung hoc co so;

Can cir quy ché lam viéc cia trwong THCS Lé Quy Don,

Can cir Nghi quyét Hoi nghi vién chite nam hoc 2024 -2025 ngay
05/10/2024 cua truong THCS Lé Quy Don;,

Can cir Ké hoach Gido duc va tinh hinh thuc té cua nha truong nam hoc

2024 — 2025.
QUYET PINH: A
’ . 2
Piéu 1. Ban hanh kém theo quyét dinh nay 08 quy trinh giai quyét cong 2(
viéc ndi b cua truong THCS Lé Quy Dén (C6 danh muc va Quy trinh chi tiét Z

kem theo).
Ppiéu 2. Cac bd phén, cac Ban, nganh doan thé trong nha truong, cac ca
nhan c6 lién quan chiu trach nhi¢ém thi hanh Quyél dinh nay.

Quyét dinh nay c6 hiéu luc ké tir ngay ky./.

Noi nhin:
- Nhu Biéu 2;
- Luu: VT.

Tran Thi Kim Oanh
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UBND QUAN HA DONG
TRUONG THCS LE QUY DON

CONG HOA XA HQI CHU NGHIA VIET NAM
Djc ldp - Ty do - Hanh phic

DANH MUC

Nam hoc 2024 - 2025

Ban hanh quy trinh gidi quyét cong viée ndi bd

(Ban hanh kéem theo Quyét dinh s6:241f0P-THCSLOP ngay 05/10/2024
cua truong THCS Lé Quy Dén)

s Ma quy . , Lanh dao Cong chire
T trinh 1én quy trinh chu tri tham muu
L | Sl Qn:cy> lt;:zhh? Cll-;tr?dc*ac Cuochhop: i CBGVNV
THCSLQP | 5°° 7™ HoP oL Cong SUPAAm, | o réng
hop t6 hang thang tai trudng.
. QT-002- Quy trinh viét bao cdo linh vVuce Hiéu BGH, TTCM,
- THCSLQD | bd phén, ca nhan phu trach truong TP Chuyén moén
3 QT-003- Quy trinh bau td trudng, té6 phod Hiéu A1 ddne trut
THCSLQD chuyén mon truong ol Cong truome
QT-004- | Quy trinh thuc hién cac khoan Hiéu —
4 | THCSLQP | thy — chi, truéng 5
QT-005- Quy trinh tuyén dung hop dong Hiéu . b
5 - o Ban lién tich o
FTHCSLQD | 150 dong truong ' @
~
QT-006- Quy trinh thi gido vién, nhéan Hiéu BGH, TTCM, &
. THCSLQD | yjen giodi cap truong truong TP chuyén mon
QT-007- Quy trinh t6 chic sinh hoat Hiéu
e o I : - ; BGH, TTCM,
T THCSLQ | chuyén moén theo hudng nghién | trudng R
i 4l TP chuyén moén
curu bai hoc
QT-008- | Quy trinh ban hanh, t5 chic thuc |  Hiéu
8 THCSLQD | hién Quy tic Ung XU trong nha | trudng CBGVNV

truong

Noinhan:

-Phong GDDT (dé b/c)
- CB,GV,NV (dé t/h)

- Luu: VT.
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I. Muc dich

Quy trinh, trinh ty, ndi dung trach nhi¢m cua cac by phéan, ca nhan c6 lién

QUY TRINH 1
TO CHUC HOP GIAO BAN HANG THANG TAI TRUONG

quan trong to chire cudc hgp co quan giao ban hang thang.

CCVC dé nam bat tinh hinh trién khai nhiém vu cong tac; trao doi y kién va thuc

1. Pham vi .lp dung.

Ap dung trién khai hop giao ban cong tac thang doi véi truomg THCS
L.é Quy Don.

2 A " A * A z
[11. Tai licu vién dan.

- Piéu 18 tr uong THCS do B GD&PT ban hanh
- Thuc hién cdng tac cai cach hanh chinh, quy dinh vé giam hop, nang cao

chat lugng cudc hop.

IV. Thuat ngir, ky hiéu

- Hop giao ban la cugc hop cua lanh dao co quan, don vi d6i véi can bo

hién chi dao gial quyét cong viéc thuong xuyeén.

- H6 so goém:

+ Béo cao cac to guri (ban goc)

+ Bao cao tong hop (ban

goc)

+ Thong bao ket ludn cudc hop (ban goc)

- Céc chit viét tat

+ Bao cao (BC)
+ Hiéu truong (HT)
+ Pho hi¢u truong (PHT)
+ Chu tich Céng doan (CTCD)
+ Giao vién (GV)
+ Nhan vién van phong (NVVP)
+ Nhan vién bao vé (NVBV)
+ Ban lién tich (BLT)
V. Ngi dung quy trinh.
TT Trinh tw Chi tri | Phdi hop | Thoi gian | Két qua
Buée 1 | Cong tac chuan bi ‘
Lap bao cao tong hgp | Céc to Cac bd Trudc Bao cao
cOng tac thang truong phanlién | ngay 20
quan hang
thang
Téng hop, danh gi, bd | Lanh dao |Cactd  |Truéc | Bdocdo
sung Béo cdo cac to phu trach | truong ngay 21 (co bd
truong to hang sung)
thang
Hop BGH (hoac ban HT HP, BLT | Trudc Bao cao
lién tich) cudc hop | tong hop
01 ngay | chung
Chuén bi co s& vét Bo phan | Vanthu | Trude Gui BC
chét, dia diém hop, tai | van phong cudc hop | qua Email
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TT Trinh ty Chi tri | Phoi hgp | Thoi gian | Ifét qua_
liéu hop (néu cd) 01 ngay | (néuco)
Trién khai thyre hi¢n ———
Kiém tra thanh phén PHT Vin 10 phat Tong so |
dy hop phong CBGVNV

dir hop/so
| vang mat
Danh gia cong vige PHT 25-30
thang theo Béo cao phat
téng hop _
Trién khai cac nhiém PHT 25-30
vu trong tam cong tac phut
thang t61 CBGVNV »
Thao luén, dong gop, CBGVNV 15-20
b sung y kién phut
Két luan cho y kién chi | Hiéu 10-15
dao truong phut
Budc 2 | Thong qua nghi quygt Thu ky Vin 3-5 phut
hodc ra thong bao két phong
luan
Budce 3 | Sau cudce hop
Ban hanh van ban Bo phan Sau hoi Thong bao
chinh thitc sau két luan | van phong nghi hop két luan
01 ngay
Thuc hién su chi dao PHT, cac
néu trong két luan to trudng,
ca nhég_
Theo dai, don dbc thuc | PHT,t0 | Vén thu Ho so cong
hién, luu hc? SO0 truéng Vige
Panh gia két quatong | PHT, to
hop béao céo ky hop truéng
thang sau

VI. Luu ho so:

- Cac van ban chi dao
- Ké hoach trién khai thuc hién
- Bién ban cudc hop
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QUY TRINH 2

HOAN THIEN CAC BAO CAO LINH VU'C THUQC B() PHAN,

CA NHAN PHU TRACH

I. Muc dich:
Quy trinh, trinh ty, ngi dung trach nhi¢m cua cac by phan, ca nhén co lién

quan trong phdn cong hoan thi¢n cac bao cdo dam bao ding tién do, co chat

luong

[I. Pham vi a'lp dung.
Ap dung voi cic bao cdo do bd phin, ca nhdan dugce phan cong phu trach
[11. Tai li¢u vu;n dan.

Nghi dinh s6 30/2020/ND-CP vé cong tac vin thu, dugc p dung tir ngay

05/3/2020.

IV. Thuat ngir, ky hiéu
- B4o cdo la loai viin ban tong hop thu thap thong tin, s6 liéu danh gla két

qua, ndi dung hoat dong cua co quan, t6 chtrc, ca nhan thudc linh vuc nao do
trong khoang thoi gian cu thé nhim kién nghi cac giai phap hodc dé nghi cap
trén cho phuong hudng xur ly.

- H6 so gom:

+ Bao cao, bleu mau céc to guri (ban g6c)
+ Bdo cao tong hop (ban g6¢)

- Céc chix viét tat:
+ Bao cao (BC)
+ Hiéu truong (HT)

+ Pho hiéu truong (PHT)

+ Chu tich Coéng doan (CTCD)

+ Giédo vién (GV)

+ Nhan vién van phong (NVVP)
+ Nhan vién bao vé¢ (NVBV)

+ Ban lién tich (BLT)
V. N§i dung Quy trinh
TT Trinh tu Chi tri | Phoi hop | Thoigian |  Két qua
Buwée 1 | Cong tac chuan bi
Chuyén cac van ban C4 nhan Trude 5
lanh dao giao, xac dinh | phu trach ngay phai
muc dich yéu cau cua hoan
b4o c4o xudng cac t0, thanh bao
cac ca nhan cao
Thu thap s6 liéu Canhdn | Cactd, bo | Trudc4 | Cac bdo
phu trach | phan,cd | ngay phai | céo, biéu
nhan lién | hoan mau clia Cac
quan thanh bao | to, c4 nhan
’ cao gm den
Téng hop, phan tichs5 [Canhan | Cact, b§ | Truéc 3 | Biéu tong
liéu phu trach | phdn, cd | ngay phai | hop so li€u
nhan lién | hoan

y,
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TT Trinh ty Chii tri | Phéi hgp | Thoigian |  Két qua
quan thanh bao
cao —y
Bude 2 | Trién khai thuc hién
XD duy thao dé cuong | Cé nhan Trude 2 | Du thao dé
chi tiét phuy trach ngay phai | cuong béo
hoan cao
thanh bao
cao =
Duyét 1anh dao phy Ca nhan Truodc 2 Du thao bao
trach phu trach ngay phai | cao
hoan
thanh bao
cao
B& sung, hoan chinh | Cé nhan Trudc2 | Duthao bao
bdo cao _phu trach ngay cdo
Buée 3 | Hoan thién van ban
bao cao
Lgy chir ky lanh dao, Ca nhan Van thu Trudc | Bao cao
léy s6 bao céo, dong | phu trach ngay hoan chinh
dau, luu van thu
Nbp bao cdo theoquy |Cénhdn |Vanthu | Thoigian Béo cao
dinh phu trach theo quy | hoan chinh
dinh
Luu ho so coOng Vviéec Canhan | Van thu Ho so cong
phu trach viéc

X
VI. Ho so’ luu:
- Cac van ban chi dao

- K& hoach trién khai thuc hién
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, QUY TRINH 3
BAU TO TRUONG, TO PHO CHUYEN MON

1. Muc dich - Yéu ci fu:

- Téng cuong hi¢u lue, hiéu qua com, tac quan ly, nang cao trach nhién cua
nguoi quan ly, gan trach nhién vaéi quycn lgi cua nguoi quan ly.

- Thye hién ding quy trinh bau td trudng, 16 pho sé co su dong thuén, nhat

tri cao, tao su cong bing trong nha trudng.

2. Nguyén tiic bo nlm;m to trudng to pho:

- Ngtrm duoc glm thiéu chic danh bo nhi¢m to truong, to pho phan |4
nguoi ¢o chuyén moén gioi, ¢d ning lyc lam viée tét, c6 tinh than doan két, cé uy
tin trong tap thé.

- Nha trudng (ngudi dimg dau) phai xem xét, quyet dinh dam bao tinh dén
chu, phat huy quyén han va trach nhiém cua timg thanh vién.

- Phai xuat phat tir yéu cau, nhiém vu cta nha truong va pham chat dao
durc, nang luc ciia ngudi duge xét b nhiém.

- Moi ndm hoc thuc hién viéc bo nhiém 1 1an vao dau ndm hoc mdi, VO
hinh thuc gioi thiéu nhén sy va bau bang phleu kin, nguoi dugc bau lam to
truong, to phod chuyén mon phai dugc 70% so6 phiéu bau tai hdi nghi.

- Pam bao su 6n dinh, ké thira, phat trién doi ngii, ndng cao chat lugng hiéu
qua hoat dong cua nha truong.

3. Dinh hwong thanh lap to:

- T van phong: 13 ngudi (van thu, ké toan, y té, bao vé); to vin phong bau

| t0 trucmg
- T6 chuyén mén: 84 ngudi; to chuyén mén bau 02 t6 trudng, 02 to pho

chuyén mon.

4. Trach nhiém va thAim quyen bo nhiém:

- Nha truong c6 trach nhiém phan cong, giao nhiém vu, boi dudng dé ngudoi
duogc bd nhiém rén luyén, phan dau, thuc hién tot vai tro chirc nang nhiém vu.

- Hoi dong truong thong nhat vé chu truong, s luong danh sach cac to
trién khai ldy v kién hoi dong gido duc. Hiéu trudng ra quyét dinh ddi voi td
trudng, to pho

5. Tiéu chuan bo nhiém to truéng, to pho:

5.1. Tiéu chuan: '

- Thuc hién nghiém chinh duong 161, chu truong cua Dang, phap luat cua
nha nuéc, ndi quy, quy dinh cua nha truong va dia phuong.

- Can, kiém, liém, chinh, chi cong vo tu, kién quyét dau tranh chong tham
nhiing, c0 y thuc t6 chure ki luat, trung thuc, khong co hdi, gan bd mat thiét voi
dong nghiép va nhan dan, dwoc phu huynh tin tuéng va tin nhiém cua dong
nghi€p.

- C6 strc khoe tot dé dam nhiém cong viée dugc glao

- C6 trinh d6 chuyén mon tir Pai hoc trd [€n dé1 véi gido vién), trung cap
tré 1én (dbi véi nhan vién).

- Guong mau vé dao due, 16i song, dan chu, khach quan, cé kha nang tap
hop dugc quan chiing, doan két ndi bd.

o i
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- C6 chuyén mén gioi, dat loai xuat sac danh gia chuin nghé nghiép giao

vién mam non (d6i vdi GV), tich cuc tham gia cac phong trao thi dua, hoi thi dat

két qua cao.

S5.2. Nhi¢m vy cy thé:

5.2.1. T6 truong chuyén mén, TT vén phong,

- Xay dung ké hoach hoat dong chung ctia 6 theo quy dinh nhiam thuc hién
chuong trinh, ké hoach day hoc va cac hoat dong khac, chiu trach nhiém Ve
cong tac chuyén mon cua to.

- T6 chirc hoc tap trao doi kinh nghiém, b01 dudng chuyén mon, nghiép
vu, kiém tra danh gia chat qumg cong tac cua td vién, Quan ly, sir dung tai liéu,
thiét bj gido duc ctia cac thanh vién trong to theo ké hoach cua nha trudng.

- Tham gia danh gia, xép loai td vién theo céc tiéu chi ma nha trudng quy
dinh hang thang, hoc ki, ndm hoc va cac danh hiéu thi dua khac.

- Tao mo1 doan két trong to, trong truong, giup d& dong nghiép cung tién
bd. Guong mau, nhiét tinh va tao dong luc de cac thanh vién trong t6 tham gia
moi hoat dong ciia nha trudng va dat két qua tot.

- Chiu trach nhiém xay dung ké hoach, ndi dung va trién khai sinh hoat
dinh ki it nhat 21an/1 thang.

- Chi dao d6n dbc, nhic nhé td vién thuc hién tot nhiém vu duge giao.

5.2.3. To vién phu chuyén mon:
- Két hop véi nha tr uong to chirc hoc tap, trao doi kinh nghiém, boi dudng

chuyén mén, nghiép vu, kiém tra danh gia chat lugng cong tac cua to vién, Quan
ly, str dung tai li€u, dd dung, thiét bi gido duc clia cac thanh vién trong t6 theo ké
hoach cua nha truong.

- Tham gia danh gia, xép loai t6 vién theo céc tiéu chi ma nha trudng quy
dinh hang thang, hoc ki, ndm hoc va cac danh hi¢u thi dua khac.

- Tao mbi doan két trong to, trong trucmg, giup do dong nghiép cung tién
bg. Cung nhén vién trong to nhlet tinh tham gia cac hoat dong cua truong.

6. Quy trinh bo nhiém to truéng chuyén mon:

- Phd bién cong khai quy trinh bd nhiém té trudng, to pho dén doan thé
CBGVNYV nha trudng nam bat.

- Bau td truong chuyén mén va to trudng vin phong, cac to pho: Puoc tién
hanh dan chu, cong khai tai cac cudc hop hoi dong su pham nha truong dau nam

hoc méi theo cac budc sau:
+ Tap the gi0i thiéu nhéan sy dé bau
+ Bo phleu kin bau tai cudc hop

+ Ban kiém phleu klem tra phiéu va cong b6 két qua bau tai bubi hop
+ Can cir két qua bau, hiéu trudng ra quyét dinh b6 nhiém TTCM, TTVP,

céc to pho chuyén mon

7. To chire thuc hién:

- Nha trudng thuc hién bau td trudng, to phd chuyén mén va dau nim hoc
moi.

- Hiéu truong, ké toan thuc hién cac ché dd cho té trudng, to phé diang quy
dinh.
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- Glao cho cac Pho hiéu truorng tlep tuc dao tao, boi dudng dé cac td
trudng, to pho tiép tuc ren luyén, phan dau.

- Céc to trudng, t6 phd duogc bd nhiém chu dong ty boi dudng, tu hoc hoi

dé nang cao trinh do chuyén mén, pham chit dao dure, nghiép vu quan ly cua
ban than.

8. HO so luu
- Cac yén ban ’
- Quyét dinh bé nhiém
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QUY TRINH 4

THU'C HIEN CAC KHOAN THU - CHI

I. MUC PICH

Thuc hién ding chi dao cua Bg giao duc va Dao tao, Uy ban nhan dan
Thanh phé, UBND Quén Ha Pong vé cham dut tinh trang lam thu trong truong
hoc; tédng cudng cong tac quan ly thu chi dau nim hoc.

Coéng khai dén cha me hoc sinh, nguoi hoc cac khoan thu - chi dau nam.

100% céc 16p phdi hop véi cha me hoc sinh thuc hién thu, chi dau nam
dang quy dinh.

Hiéu trudong, gido vién chu nhiém, cac can bg, nhan vién thuc hién tr ién
khai cong tac thu, chi xac dinh rd nhiém vu vao chiu trach nhiém trudc co quan
quan ly cac cap Ve Viéc trién khai thu chi ctia don Vl.

II. QUY TRINH THUC HIEN

Budce 1: Nha truong xay dung ké hoach thu chi, xay dung du toan theo
cac van ban hudng dan cta céc cap

~ Budc 2: To chirc hop trién khai cac van ban vé cong tac thu chi cia cac
cap lanh dao, trién khai du thao ké hoach thu chi, du toan thu chi thong qua céc
cudc hop: Cép ty - BGH; Chi bd; Hoi dong truong; Hoi dong su pham; BGH véi
Ban dai dién CMHS truong; Ban dai dién CMHS.
Budc 3: Hop CMHS tung 16p trién khai ké hoach thu chi va lay y kién

thoa thuan CMHS ddi véi cac khoan thu chi.
Budc 4: Tong hop phiéu thoa thudn, thong nhat muc thu va céc khoan thu,

chi.
Budc 5: Khi c6 van ban chap thuidn cong tac thu chi cua cap trén t6 chuc

thong bao dén cha me hoc sinh.
Bude 6: Thong bao vé cac khoan thu, mutc thu, thdi gian thu, hinh thirc

thu, sau d6 trién khai thu.
Budc 7: Xay dung bo sung quy ché chi tiéu ndi bo (néu co thay doi).

Budc 8: Sau khi hoan tat qué trinh thu, thuc hién céng khai theo théng tu

09/2024/TT-BGD&DT.
I11. HO SO LUU |
- Van ban chi dao cua cac cap.
- Van ban thu chi cia nha truong.

4 \\
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QUY TRINH 5
THU'C HIEN HQOP PONG LAO PONG

I. NGUYEN TAC

Hiéu trudng nha truong chju trach nhiém ky, chdm durt hop déng lam viéc
vai nguoi lao dong theo quy dinh cua phap luat

Viéc ky lwp dong lao dong dam bao s6 lugng khong vuot qua dinh mirc

bién ché dugc giao hang nam.

Céc ca nhan dugc ky HPLD phai c6 day da ho so, dap Ung trinh do
chuyén mon va yéu cau khung nang luc vi tri viéc lam.

I1. QUY TRINH THU'C HIEN

Hiéu trudng nha trudng cin cir chi tiéu biéu ché dugc UBND quén giao
hang nam va vi tri viéc lam dang khuyét thuc hién viéc ky hop dong lao dong
lam cong tac giang day, gido duc theo cac budc sau:

Buoc 1: Thong bao cong khai tuyen lao dong hop dong lam nhiém vu tai
cac vi tri viéc 1am khuyét thiéu trén cong thong tin dién tur cua nha truong va cac
hinh thuc khac (ra thong bao tuyén hop déng, dan niém yét thong béo dé

CBGVNYV duoc blet)
Buoc 2: Tiép nhan thim dinh hd so nhan sy, t6 chuc tiét day thir dé tham

dmh vé chuyén moén ddi véi ngudi lao dong lam nhiém vu giang day, hd so
gom:

+ Ly lich theo quy dinh hién hanh

+ Giy chitng nhan strc khoé

+ Ban sao (ban chinh dé d6i chiéu) bang cép, chimg chi, pht hop véi vi tri
viéc lam.

+ Gléy ching nhan nhan sy do co quan cong an xac nhan thoi han 06

thang gan nhat.
+ Bao sao gidy khai sinh, thé cin cude, s6 hd khau.

Budc 3: Hop ban lién tich thong nhat viéc ky hop dong thtr viée dbi véi

céc trudong hop duoc tham dinh ho so va tiét day thu.
Budc 4: Hiéu truong nha truong thyc hién ky hop dong thir viée. Sau thoi

gian thu viéc néu ngum lao dong dap Ung yéu cau vé ndng luc chuyén mén va
khung nang luc vi tri viéc lam, Hiéu truong nha truong trinh UBND quén,
Phong NoOi vu Quéan, phong Gido duc va Dao tao Quin ky HPLD. Sau khi c¢é
thong bao ky HDLD nha treong ky HDLD theo quy dinh.

I11. VE CHE PQ TIEN CONG

Trén co so thoa thuan cua nha truong voi nguoi lao dong, Hi€u trudng
nha trudng ki hop dong lao dong dam bao quyén loi theo quy dinh cua B0 luét
lao dong cua phap luat.

Tién lwrong dugc can cu theo Nghi dinh s6 90/2019/ND-CP ngay

15/11/2019 quy dinh vé muc luong toi thiéu vung d6i véi nguoi lao dong

U‘v\\
—| 4:-.

—
e
=
—

+ Hét thot gian thur viéc, néu tiép tuc ky hop dong lao dong thi ngudi lao dong duoc

hudng tién cong 100% theo quy dinh.
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IV. CHAM DUT HQP PONG |

Hiéu trudng nha truong ban hanh van ban cham dut hop dong lao dong
doi voi cac trudng hop sau:

+ Hét thoi gian 1am viéc theo hop dong dd ky ma don vi khong con nhu
cau st dung;

+ Pén ky tuyén dung, ngudi lao dong khéng thi tuyén hodc thi nhung
khong tring tuyén;

+ Don vi khong con nhu cau; ,

+ Nguoi lao ddng vi pham céc ndi quy, quy ché va lam anh huéng dén uy
tin, danh du cua tap thé va c4 nhan CBGVNV, hoc sinh trong nha truong.

+ Ngudi lao dong xin cham dut hop dong lao dong hodc tu y nghi.

V.HO SO LUU:

+ Bién ban hop.

+ Quyét dinh giao chi tiéu bién ché, hop déng lao dong ciia UBND quan Ha

Dong

+ Hop d6ng lao déng + Ho so ca nhan.

! Scanned with |
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QUY TRINH 6 |
TRIEN KHAI THI GIAO VIEN, NHAN VIEN GIOI CAP TRUONG

I. MUC PiCH, YIEU CAU

Day manh cac phonz, trao thi dua trong nha truong. Cong nhan va suy ton g,nao
vién dat danh hiu gido vién, nhan vién gioi, tao diéu kién cho gido vién, nhén vién,
Hoi thi la cén cir dé danh gia thuc trang doi ngu tr d6 xdy dung ké hoach dao
tao, boi dudng nham nang cao trinh do chuyén mon, nghiép vu cho doi ngu

T chirc thi ddm bao tinh khach quan, trung thuc, cong bang, khoa hoc, c6 tac dung

khuyen khich giao vién hoc hoi.
I1. POI TUONG VA PIEU KIEN THAM GIA HQI THI

- Tham gia du thi cap truong la gido vién, nhan vién dang truc tiép giang day va
lam viéc tai uucmg

- G1ao vién, nhan vién phai c¢6 trinh d¢ dat chuan dao tao trd 1én; c6 pham chat dao
duc tot co nang lyc chuyén mdn, néng lyc to chirc, quan ly 16p hoc, duge dénh
gla xep loai kh4 tré 1én theo chuén nghe nghiép.

- Ban giam khao hdi thi 1a cac thanh vién trong Ban giam hié€u nha truong; GV

cO uy tin, nang luc, trinh do chuyen mon giol.

I1I. NOI DUNG VA HINH THUC THI
- Thi ly thuyet GVNV thi vé kién thirc qua bai thi tric nghiém theo ké hoach.

- Thi thuc hanh:
Giao vién: Té chirc 01 hoat dong hoc tai 1op theo ké hoach gido duc tai thoi

diém dién ra h01 thi.
IV. QUY TRINH TO CHUC

Buoc 1: Xay dung ké hoach va thanh lap Ban 10 chirc, Ban giam khao, Ban

ra de.
- Nha truong xay dung ké hoach va pho bién dén toan thé CBGVNV nha

trudng nam bat 14 ké hoach t6 chirc hoi thi GVNV gio1 cap truong theo nam hoc.

- Thanh 1ap Ban to chirc, Ban gidm khéao, Ban ra dé hdi thi la cac dong chi trong
Ban giam hiéu nha truong; GV cé uy tin, ndng luc, trinh d§ chuyén mén gioi
(Hiéu truong la truong ban, HPCM la phé ban, con dong chi khac la uy vién va
thu ky ho dong theo su phan cong cua truong ban).

- T6 chirc cho GVNV dang ky dé tai thi thuc hanh ngay tir dau ndm hoc.

Buée 2: Té chire thi

- GVNYV tham gia thi ly thuyét cting 01 ngay, ddm bao cong khai dan chii, minh
bach trong thi cur.

- Gido vién thi thuc hanh theo lich da cong b6. Cubi m01 budi cham thi thuc
hanh, Ban giam khéo gép y truc tiép véi GVNV thi, viét phiéu danh gia c6 du
chit ky cua GVNV va ngum cham thi.

Bude 3: Cong bo két gua, kién tap, dong vién khen thuO'ng

- Hop ban t6 chure, tong hop két qua, 1am bao cdo hdi thi, cong khai két qua thi
dén toan thé CBGVN V nha truong.

- Thuc hién tuyen duong, khen thudng vao dip 20/11 dé dong vién khich 18
GVNYV tham gla hoi thi.
- Lua chon céc tiét hoc xuét sac dé t6 chirc phat huy trong nha truong.
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QUY TRINH 7
QUY TRINH TO CHUC SINH HOAT CHUYEN MON
THEO HUONG NGHIEN CUU BAI HOC

I. DAT VAN DE

T chuycn mon la mot by phén cau thanh by may cuia nha truong. Cac to
chuyén mén ¢é moi quan hé hop tac vdi nhau, phdi hop céc bo phan va doan thé
trong viéc thuce hién nhiém vy cta t0 va cac nhiém vu khéc tr ong chién lugce phat
trién nha trudng dé dua nha tr udng dat duge muc tiéu dé ra.

Sinh hoat chuyén mén 12 mét hoat dong nham boi dudng chuyén mén
nghiép vy, ning luc su pham cho gido vién. Sinh hoat chuyen mon cling gop
phan thao g& nhitng khé khin, vudng mic trong qua trinh giang day. Mat khac,
sinh hoat chuyén mén con tao diéu kién cho giao vién gitra cac to giao luu hoc
tap lan nhau, trao d6i kinh nghiém vé nhiing cach lam hay, sang tao, hiéu qua
nham gép phén day manh phong trao thi dua “Day tot - Hoc tot”, dong thoi qua
d6 tao dugc su thong nhat trong thue hién quy ché chuyén mén.

Theo diéu 1é truong hoc, t6 chuyén mdn sinh hoat dinh ki 2 lan/thang.

II. THUC TRANG

- Noi dung sinh hoat t6 chuyén mon chua phong phu hinh thirc con don
diéu, go bd, chua di sdu vao cac van dé trong tam d01 moi phuong phap day hoc
va thdo g& nhiing khé khan cho gido vién trong t. Trong cac budi sinh hoat,
khong khi thuong tram lang, gido vién it phét biéu y kién; nhitng van dé méi va
kho it dugc mang ra ban bac, thao luan.

I1I. NHUNG GIAI PHAP CU THE

I/ Nang luc to trudng chuyén mon

T6 trudng to chuyén moén phai la nguoi guong mau, c6 pham chat chinh
tri, dao dirc 16i song tot néu cao tinh than trach nhiém, co kha nang nim bat
nhanh tinh hinh trong td, luén bao quat moi viéc, san sang chia sé nhiing khé
khén cung to vién, linh hoat sang tao, manh dan dé xuat nhitng van dé lién quan
dén to, to chirc duy tri doan két ndi bo.

Bidt cin cir vao ké hoach ctia nha truong xay dung ké hoach chuyén mén
cua Tb. Ké hoach phai cu thé 15 rang, néu rd phuong phudng nhiém vu chi tiéu
can dat cdc mit, dé ra bién phap cu thé thuc hién... Ké hoach hang tuén phai néu
rd cong viéc lam trong ngay, nguoi thyc hién va thoi gian thyc hién; thoi gian
hoan thanh, dia diém, bién phép, két qua. Dya trén Ké hoach chuyén mon cua td,
xdy dung Ké hoach sinh hoat chuyén mon theo huong nghién ciru bai hoc
Nhung ndi dung sinh hoat can phai xdy dung trudc va thong bao cho céc thanh
vién dé chuén bi chu d4o.

2/ Néng cao chét lugng sinh hoat t6 chuyén mén theo hudng nghién ctu
bai hoc:

Thuc hién dam bao ndi dung trong sinh hoat t6 chuyén mén theo céc
budc:

Budc 1: Chuan bi bai day minh hoa:
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Té chuyén mén to chirc cho glao vién ding ky tiét day minh hoa, gido vién chu
dong trong viéc chuan bi ndi dung bai day, khong I€ thudc may moc vao SGK,
SGV, lya chon phuong phap, ky thugt day hoc, d6 dung day hoc phu hop.
Gi4o vién chuéan bj bai day minh hoa co thé trao doi y tuong, ndi dung bai day
VOl dong nghnep trong to chuyen mon.
T chuyén mén tb chirc cho céc gido vién trong té trao doi thao luan vé bai day
minh hoa, giao cho mot gnao vién thuc hién.
Bude 2: t6 chuyen mon t6 chirc cho gido vién trong to dy gi¢r day minh hoa:

- Nguoi dy gio dung 6 vi tri thuan tién dé quan sat, ghi chép ... vé hoc sinh
mot cach dé dang nhat.

- - Khi dy gi0 can tap trung quan sét cac biéu hién cta hoc sinh thong qua
viée t6 chirc thuc hién cac nhiém vu hoc tap: Chuyén giao nhiém vu hoc
tap, thuc hién nhiémv u hoc tdp, bdo cdo két qua va thao luan. Giao vién
danh gia bao céo két qua cua hoc sinh.

Budc 3: Thao luan vé g10 day minh hoa:

- Xac dinh tiéu chi dé phan tich gi¢ day.

- Gido vién day minh hoa chia sé v€ muc ti€u, nhiing y tucmg ma&i, nhirng
thay do6i diéu chinh vé noi dung phuong phap day hoc..

- ngudi du nhan xét gop y gior hoc theo tinh than trao d01 ch1a sé, lang nghe
mang tinh x4y dung, cac y kién tap trung phan tich hoat ddng hoc cua hoc
sinh.

- Nguoi chu tri dan dat budi thao luantap trung vao ndi dung trong tam, xu
ly cac tinh hudgns xay ra trong qua trinh thao luan

- Cubi bubi thao luan, nguoi chu tri két ludn tom tat lai van dé thao ludn,
go1 y cac van dé can suy ngam dé hoat dong hoc ctia HS dugc tot hon.

- T chirc 4p dung chuyén dé vao hoat dong day hoc ciia cac gido vién
khac, 16p khac.

T6 truong chuyén mon can khuyén khich gido vién dang ky day minh
hoa, phai chuan bi ky ndi dung sinh hoat chuyén mon, nhiing vén dé kho, chua
nam rd cu thé, can glan quyet trong budi sinh hoat.

T chirc cho gido vién tham gia thiét ké, thao luan vé ké hoach bai day, t6
chirc day minh hoa, phan tich bai hoc..

Ké hoach sinh hoat t6 chuyen mon theo huong nghién ctru bai hoc can
trinh Ban giam hiéu duyét truéc khi trién khai, niém yét tai vin phong nha
trurong.

Trude khi sinh hoat t6 chuyén mén phai dang ky va bao trudc ngay cho
Hiéu truong, Hi€u truong phan cong nguoi dén du va cé chi dao rat kinh
nghiém trong budi sinh hoat to.

Thanh vién trong t6 nghiém thc chap hanh theo sy phan cong chuyen mon
nha trudng. Moi gido vién nang cao tinh than tu giac, thang than gop y, phé binh
voi muc dich gop phan ning cao chat luong hoat dong, thuc hién t6t nhiém vu

duoc giao.

a0 /5
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QUY TRINH 8
QUY TRINH BAN HANH, TO CHU'C THY'C HIEN QUY TAC UNG XU
TRONG NHA TRUONG
I. MUC PICH

Thyc hién Thong tu s6 06/2019/TT- BGDDT ngay 12/4/2019 vé vi¢e quy

dinh quy tic ng Xu trong co so gido duc Mam non, co s& giao duc Mam non,

co s& giao duc pho thong, co sO giao dyc thuong xuyén. Cong van S0
3659/UBND-KGVX ngay 31/10/2023 cua UBND thanh pho Ha NoOi vé viéc
tang cuong thyuc hién vén hoa, chan chinh mét sb hanh vi thiéu chuan muc trong

truong hoc.
Nha truong dd xdy dung du thao va thanh 14p ban chi dao thuc hién
QCDC nam hoc 2024 - 2025.
II. QUY TRINH THUC HIEN
- Phd bién, nghién clru céc vin ban chi dao vé Quy tic (g xir cla cac

’
)

cap.
- Ban chi dao QCDC xay dung dy thao quy tic (rng XU trong nha truong.
- Cac to CM trao d6i ban bac gOp y vao du thao.
- BCD tong hop y kién, chmh stra bd sung du thao.
- T4 chirc Hoi nghi CBVC tiép tuc déng gop y kién xay dung quy tic ting
X,

- BCP tiép thu y kién, bd sung chinh suta, ban hanh quy 4c, 1116ng nhat

thuce hién.
- Theo déi danh gia thuc hién hang thang, tong két timg HK, nam hoc.

I11. NOI DUNG QUY TAC UNG XU

Quy tic wrng xir chung
1. Thuc hién nghiém tic cac quy dinh cta phép luét vé quyén va nghia vu

cua cong dan, cua cong chuc vién chirc, nha giao, nguoi lao dong, nguoi hoc.

2. Thuc hién 16i séng lanh manh, tich cuc, quan tdm chia sé va gitp d&
nguoi khac.

3. Bao vé, giit gin canh quan co s¢ gidao duc; xdy dung moi truong giao
duc an toan, than thién, xanh, sach, dep.

4. Can b0 quan ly, giéo vién phai str dung trang phuc lich su, phu hop voi
mol trucmg va hoat dong gido duc; nhan vién phai sir dung trang phuc phu hop
vdi méi truong gido duc va tinh chat cong viéc; nguoi hoc phal su dung trang
phuc sach s&, gon gang phu hop vai Ira tudi va hoat dong gido duc; cha me
ngum hoc va khéach dén truong phai sir dung trang phuc pht hop véi moéi truong
giao duc.

5. Khéng str dung trang phuc gay phan cam.

6. Khong hut thudc, str dung d6 udng cé con, chat cAm trong co s& gido
duc theo quy dinh ctia phap luét; khong tham gia t€ nan xa hoi.

7. Khong sir dung mang x4 hoi dé phat tan, tuyén truyen binh luan nhiing
thong tin hodc hinh anh trai thuan phong my tuc, tral dudng 16i cua Dang, chinh
sach, phap luat ciia Nha nudc hoac lam anh huong xau dén moi trudng giso duc.
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8. Khong gian lan, déi tra, vu khong, gay hiém khich, quay roi, ép budc,
de doa, bao lyc vai ngudi khac.

9. Khong lam ton hai dén strc khoe, danh dy, nhan phim cua ban than,
ngudi khac va uy tin cta tap theé.

Ung Xxir cua can bo quan ly co s0 giao duc

1. Ung xtr v&i ngudi hoc: Ngon ngit chuan muc, dé hiéu; yéu thuong,
trach nhiém, bao dung; ton trong su khac biét, doi xir cong bing, lang nghe va
dong vién, khich 1¢ ngum hoc. Khong xuc pham, ép bugc, tru dap, bao hanh.

2. Ung xur v&i gido vién, nhén vién: Ngon ngir chuan muc, ton trong,
khich 1¢, dong vién; nghiém tic, guwong mau, dong hanh trong cong viéc; bao vé
uy tin, danh dy, nhan phém va phat huy nang luc cua gido vién va nhén vién;
doan két, dan chu, cong bang, minh bach. Khong héch dich, gay kho khan, xuc
pham, dinh kién, thién vi, vu loi, né tranh trach nhiém hoc che giau vi pham, d6
10i.

3. Ung xtr vdi cha me ngudi hoc: Ngon ngir chuan muc, ton trong, hé tro,
hop tac, chia se, than thién. Khong xuc pham gay kho khan, phlen ha, vu loi.

4. Ung xtr voi khach dén co so gidgo duc: Ngon ngr chuan muc, ton trong,
lich su, ding muc. Khong xtic pham, gay kho khin, phién ha.

Ung xir ciia gifo vién

1. Ung xur v&i nguoi hoc: Ngon ngir chuan muc, dé hiéu, khen hodc phé
binh phi hop véi d6i tuong va hoan canh; mau muc, bao dung, trach nhiém, yéu
thuong; tén trong su khac biét, doi xur cong bang, tu van, lang nghe va dong
vién, khich 18 nguoi hoc; tich cuc phong, chong bao luc hoc dudng, xay dung
moi truong gido duc an toan, lanh manh, than thién. Khéng xtc pham, gay ton
thuong, vu loi; khong tri dép, dinh kién, bao hanh, xdm hai; khéng thd o, né
tranh hoac che giau cac hanh vi vi pham cua nguoi hoc.

2. Ung xir v&i can bd quan ly: Ngon ngir ton trong, trung thuec, cau thi,
tham muu tich cuc va thé hién rd chinh kién; phuc tung su chi dao, dleu hanh va
phan coéng cua lanh dao theo quy dinh. Khong xuc pham, gdy mat doan keét;
khong tho o, né tranh hodc che gidu cac hanh vi sai pham cua can b quan ly.

3. Ung xur VOi doéng nghiép va nhan vién: Ngon ngit ding muc, trung
thuc, than thién, cau thi, chia sé, ho trg; tén trong su khac biét; bao vé uy tin,
danh du va nhan pham cuta dong nghiép, nhan vién. Khong xtc pham, vé cam,
ody mat doan két.

4. Ung xir véi cha me ngudi hoc: Ngon ngit ding muc, trung thuc, ton
trong, than thién, hop tac, chia sé. Khong xuc pham, ap dat, vu loi.

5. Ung xtr véi khach dén co s& gido duc: Ngon ngit dung muc, ton trong.
Khong xuc pham, gy khoé khan, phién ha.

Uno Xir ciia nhan vién

1. Ung xtr véi ngudi hoc: Ngon ngir chuan muec, tén trong, trach nhiém,
khoan dung, giip d&. Khong gay kho khan, phién ha, xtc pham, bao luc.

2. Ung xUr vi cén bd quan ly, gido vién: Ngon ngu ding muc, trung thuc,
ton trong, hop tac; chap hanh cac nhiém vu duoc giao. Khong né tranh trach
nhiém, xuc pham, gay mat doan két, vu loi.
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3. Ung x{r voi dong nghiép: Ngon ngir ding muyc, hop tac, than thién.
Khéng xic pham, gay mat doan két, né tranh trach nhiém.

4. Ung x{r v&i cha me nguol hoc va khach dén co sd giao duc: Ngon ngir
dung muc, ton trong. Khong xic pham, gay khé khan, phlcn ha.

Ung xir ctia ngudi hoe trong co' sé gido duc pho thong, co sé gido duc
thuong xuyén

1. Ung xUr voi can bo quan ly, giao vién, nhan vién: Kinh trong, 1& phép,
trung thuc, chia sé, chap hanh cac yéu cau theo quy dinh. Khong bia dat thong
tin; khong xuc pham tinh than, danh dy, nhan pham, bao luc.

2. Ung xir v6i ngudi hoc khac: Ngon ngir ding muc, than thién, trung
thue, th tac, giup do va ton trong su khéac biét. Khong néi tuc, chui bay, miét
thl Xuc pham gdy mat doan két; khong bia dat, 16i kéo; khong phat tan thong tin
dé noi xau, lam anh huomg dén danh dy, nhan pham ngudi hoc khac.

3 Ung XU vOi cha me va nguoi than: Kinh trong, 16 phép, trung thuc, yéu
thuong.

4. Ung xtr v&i khach dén co sé g1ao duc: Ton trong, E phép

Ung xir ciia cha me nguoi hoc

1. Ung xtr véi ngudi hoc: Ngon ngit diing muec, ton trong, chia sé, khich
1€, than thién, yéu thucmg Khong xuc pham bao luc.

2. Ung xir v6i can bd quan ly, gido vién, nhan vién: Ton trong, trach
nhiém, hop tac, chia sé. Khong bia dit thong tin; khong xtc pham tinh than,
danh du, nhan pham.

Ung xir ciia khéch dén co sé gido duc

1. Ung xtr v&i ngudi hoc: Ngbn ngit diing muc, ton trong, than thién.
Khong xuc pham, bao luc.

2. Ung xtr véi cén bd quan ly, gido vién, nhan vién: Pling muyc, tén trong.
Khéng bia dit thong tin. Khéng xuc pham tinh than, danh du, nhan pham.

III. HO SO LUU '

- Van ban chi dao cua cac cap.

- C4c bién ban thao luén x4y dung Quy tic (mg x.

- Néi dung cua B0 quy tdc ung xu.

Noi nhan:

- Phong GDDT;

- Cac b phan trong truong;
- Luu: VT.
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