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

TRUONG THCS XA NUA NGAM Djc 1ap — Tw do — Hanh phic
Sb: 35 /QD-THCSNN Nua Ngam, ngay 04 thang 9 nam 2025
QUYET PINH

Vé viéc phan cong nhiém vu Ban Giam hiéu Truwong THCS Niia Ngam
Nam hoc 2025-2026

Can cur Ludt Giao duc nam 2019;

Can cir Piéu 1¢ truong trung hoc co s6, trung hoc phé théng va truong phéd
théng c6 nhiéu cdp hoc ban hanh theo Théong tw sé6 32/2020/TT-BGDDT ngdy
15/9/2020;

Théng tw sé 10/2025/TT-BGDPT ngay 12/6/2025 cia Bé Gido duc va Pao
tao quy dinh phdn quyén, phan cap va phdn dinh tham quyén trong linh viec gido
duc ph5 thong, co hiéu lyc twr 01/7/2025;

Théng tw sé 11/2025/TT-BGDPT ngay 12/6/2025 vé phdn quyén, phdn cdp
va phdn dinh tham quyén trong gido duc nghé nghiép, gido duc thwong xuyén, cé
hiéu luc tir 01/7/2025;

Théng tw sé 12/2025/TT-BGDPT ngay 12/6/2025 vé phdn quyén, phdn cdp
va phén dinh tham quyén doi véi nha gido va cdn bé quan Iy co sé gido duc, c6
hiéu luc tir 01/7/2025;

Théng tw sé 13/2025/TT-BGDPT ngay 12/6/2025 ban hanh cdc quy dinh
tong hop vé phdn quyén, phdan cdp trong linh vuc gido duc, ¢é hiéu lwc tir
01/7/2025;

Can cir vao tinh hinh thuc té, nang lwc va kinh nghiém cong tdc ciia tirng
thanh vién Ban Giam hiéu.

QUYET PINH:

Piéu 1. Phan cong nhiém vy Ban Giam hi€u truong THCS Nua Ngam nam
hoc 2025-2026 c6 phan cong chi tiét kem theo.

Piéu 2. Cac thanh vién Ban Giam hi¢u can cir nhi¢m vu dugc phan cong,
chu dong xay dung ké hoach, phoi hop cong tac va chiu trach nhiém trudc Hi¢u
truéng va cap trén.

Piéu 3. Cac to chirc, bd phin va ca nhin co lién quan chiu trach nhiém thi

hanh Quyét dinh nay ké tir ngay ky./.
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I. NGUYEN TAC PHAN CONG, QUAN HE CONG TAC GIUA HIEU
TRUONG VA PHO HIEU TRUONG
1. Nguyén tic chung

- Viéc phan cong cong tac gitra Hi¢u truéong va Pho Hiéu truong ddm bao
nguyén tic: rd ngudi, rd viée, rd trach nhiém, phu hop véi ning luc, sé trudng
clia timg ¢4 nhan va yéu cau nhiém vu ctia nha truong.

- Hiéu trudong 1a nguoi chiu trach nhiém toan dién trudc cép trén va tap
thé nha truong vé moi hoat dong ctia don vi. Pho Hiéu truong giup Hiéu truong
thuc hién mot s6 nhiém vu do Hiéu trudng phan cong va chiu trach nhiém trude
Hi¢u truéng vé nhiém vu dugc giao.

- Phan cong phai dam bao nguyén tac khong chong chéo, khong bo sot
nhiém vu, tao sy phdi hop déng bo, phat huy 6t vai trd 1anh dao, quan 1y, diéu
hanh trong nha truong.

2. Quan h¢ cong tac giira Hiéu truwédng va Phé Hiéu truwéng

- Pho Hiéu truong chiu su 1anh dao, chi dao truc tiép cua Hi¢u trudng,
thuc hién cac nhiém vu theo ké hoach va theo su phan cong cu thé.

- Trong qua trinh thyc hién nhiém vy, Pho Hidu truong chu dong xay
dung ké hoach trién khai, t6 chtrc thuc hién, bao céo két qua va dé xuat véi
Hiéu truong cac giai phap nang cao hi¢u qua cong viéc.

- Hiéu truong thuong xuyén nam bat tién do, két qua thuc hién nhiém vy
dugc giao cho Pho Hiéu trudng; kip thoi chi dao, diéu chinh, hd trg khi can
thiét dé dam bao hoan thanh tét nhiém vu chung.

- Trong cac hoat dong can su phéi hop gitra nhiéu linh vuc, cac Pho Hiéu
truong phai chit dong phdi hop véi nhau dudi su chi dao chung cta Hiéu
trudng, ddm bao tinh than trach nhiém, doan két va hiéu qua.

3. Ché dd 1am viéc va bao cdo

- Hi¢u trudéng va Pho Hi¢u trudng thuc hién ché d6 1am viéc theo quy
dinh cta nganh va phan cong cu thé cia truong.

- Pinh ky hang tuan, hang thang, Phé Hiéu truong bao cao tién do, két
qua cong viéc dugc giao véi Hi€u trudng. Cac cong viée phat sinh hodc cé tinh
cap bach, dot xuat can dugc bao cao kip thoi dé xin y kién chi dao.

- Céc cudc hop Ban giam hiéu duoc t6 chic dinh ky dé trao doi, danh gia
tinh hinh, diéu chinh phan cong, ting cudng phdi hop trong quan ly va dicu
hanh hoat dong nha truong.

II. PHAN CONG NHIEM VU

1. Ong Pham Trung Thanh - Hiéu truéng

Chiu trach nhiém toan dién trudc cép trén va hoi dong truong vé cac hoat
dong cua nha trudong. Tryc tiép phu trach cac nhiém vuy:

- Xay dung t6 chtrc bd may, kién toan cac to chuyén mén, hoi ddng trudng
theo quy dinh;

- T6 chuc xay dung chién lugc, muc tiéu, ké hoach phat trién nha truong;

- Ban hanh, t6 chtic thue hién quy ché t6 chirc - hoat dong va ké hoach giao
duc hﬁng nam;
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- Quan 1y d6i ngii: tiép nhan, phan céng, danh gia, xép loai, khen thudng -
ky luat can bo, giao vién, nhan vién;

- Quan 1y hoc sinh va hoat dong hoc sinh toan truong: duyét hoc ba, xét tdt
nghiép, khen thudng - ky luat hoc sinh;

- Quan ly tai chinh - tai san ctia nha truong;

- Thuc hién dﬁy du cac ché do, chinh sach cho can bo, gido vién, hoc sinh;

- Thyc hién quy ché dan chu co s, x3 hoi hoa gido duc;

- Chi dao cac phong trao thi dua, cac cudc van dong va cong tdc cong khai
trong nha truong;

- Thuc hién cong tac kiém tra ndi bd truong hoc;

- Phu trach quan 1y hoc sinh ban trt.

- Phu trach T6 Khoa hoc tu nhién, t6 Vin phong.

2. Ba Tran Thi Twoi - Phé Hiéu truéng

Khi Hiéu truong vang mit, duoc Hiéu trudng ty quyén diéu hanh hoat dong
ctia nha trudng (c6 van ban y quyén).

Tham muu Hi€u trudng cac nhi€ém vu sau:

- Cong tac tuyén sinh, quan 1y hoc sinh chuyén di, chuyén dén;

- Cong tac kiém dinh chét luong gido duc va xay dyng trudng dat chuin
quéc gia;

- Cong tac boi dudng ddi ngi;

- Phé duyét ké hoach day hoc cua gido vién thudc t6 chuyén mén dugc giao
phu trach;

- Cong tac phd cap gido duc THCS;

- Ky duyét s6 chii nhiém toan trudng;

- Quan 1y phan mém chuyén mon gido vién - hoc sinh;

- Cong tac cong khai trong nha truong;

- Cong tac xét tot nghiép va cap phat vin bang;

- Giam sat bép an tap thé hoc sinh ban tru;

- Tong hop, bao céo - thong ké trong linh vuc chuyén moén dugc phan cong.

- Phu trach t6 Khoa hoc x3 hoi.

- Cac nhiém vu khéc khi dugc Hiéu trudng phan cong.

3. Ong Nguyén Hong Pién - Phé Hiéu tru’0’ng

Khi Hiéu trudong vang mat, duoc Hiéu trudng ty quyén diéu hanh hoat dong
ctia nha trudng (c6 van ban uy quyén).

Tham muu Hi€u trudng cac nhiém vu sau:

- Xay dung ké hoach gido duc nha truong, ké hoach gido duc cdc mon hoc;

- Phé duy¢t ké hoach day hoc cua gido vién thude to chuyén mon dugc giao
phu trach;

- Kiém tra, ky duyét s6 dau bai toan trudng;

- T6 chuc hoat dong van ngh¢, thé thao cta gido vién, hoc sinh;

- Phu trach céc cudc thi ctia gido vién, hoc sinh;

- Lao dong, ton tao canh quan, co s¢ vat chét; tai san, thiét bi day hoc;

- Cong tac y té truong hoc;

- Cong tac Poi TNTP Ho Chi Minh;
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- Cong tac phong chay chira chay, truong hoc an toan;
- Giam sat bep an tap thé hoc sinh ban tru;

- B40 c40 - thong ké cac linh vuc dugc phan cong.

- Phu trach T6 Hoat dong gido duc.

- Céac nhiém vu khac khi dugc Hi¢u trudng phan cong.
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