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PHONG GD&DT TP DIEN BIEN PHO' CONG HOA XA HO CHU NGHiA VIET NAM 

TRUtiNG MAM NON THANH MINH 	Doe lap - Tir do - Hanh phtic 

S .& /QD-TrMNTM 	 Thanh Minh, ngay 27 thong 9 mint 2021 

QUYET DINH 
( V/v ban hanh quy the thut hien chuyen mon nam hoc 2021 - 2022 ) 

HIEU TRU'ONG TRUtiNG MAM NON THANH MINH 

Can cir Thong to so 52/2020/TT-BGDDT ngay 31 thong 12 nam 2020 dm BO 
truang BO Giao dvc va Dao tao ye Dieu le truerng mom non; 

Thuc hien Th6ng tu 26/2018/TT-BGDDT ngay 08/10/2018 dm BO Giao dijc va 
Dao tao ban hanh quy dinh ve ChuAn ngh'e nghiep gido vien mom non; 

Thvc hien Thong tu 25/2018/TT-BGDDT ngay 08/10/2018 dm BO Giao dijc 
va Dao tao ban hanh quy dinh ye Chan Hieu truang truOng mom non; 

Can cir Nghi dinh 42/2013/ND-CP ngay 09/3/2013 oh Chinh phu ve to chdc 
va hoat &Ong thanh tra giao dvc; 

Can cir Thong tu 39/2013/TT-BGDDT ngay 04/12/2013 cda BO Gido duc va 
Dao tao ve thanh tra chuyen nganh trong linh vgc Gido dijc va Dao tao; 

, 	Can cd Nghi dinh 90/2020/ND-CP ngay 13/8/2020 cda Chinh phd ye danh 
xep loai cliat,lugng can bO, cong chdc, vien chdc; 

Xet de nghi cua to chuyen mon, to van phOng Truong Ma'm non Thanh Minh. 
QUYET DINH 

Dieu 1: Ban hanh quy the chuyen mon oh truang mom non Thanh Minh 

( c6 quy did kern theo) 

Dieu 2: Quyet the nay co lieu lkrc tir ngay ky va dp citing trong ca nam hoc 2021 — 2022; 

Dieu 3: Than the can bO, giao vien, nhan vien Truong mom non Thanh Minh có 

trach nhiem thi hanh Quyet dinh nay. Nhang ca nhan, Op the, vi pham tdy theo mac 

dO xem xet, xtr ly ve hanh chinh hoc cat danh hieu thi dua theo timg h9c kS/, timg 

nam hoc. 
Not nh(in: 

- Pho hi0 twang, to CM, to van phong 

- GV, NV tru&ng MN Thanh Minh; 

- Ltru vAn phong. 
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PHONG GD&DT TP DO BIEN PHU 
TRIfeING MAM NON THANH MINH 

LONG HOA XA HOI CHU NGHIA VIVI' NAM 
Doc lap - Tir do - Hanh phoc 

Thanh Minh, ngay 27 thcing 9 nam 2021 

   

E HOAT DONG CHUYEN MON 

Nam hoc 2021 — 2022 

dinh so /QD-TrMNTM ngity thong 9 nam 2021 czia cfca HiO'lz 

trztang truing mom non Thanh Minh) 

CHU'ONG I: NHiNG QUY DINH CHUNG 

Dieu 1. Pham vi, dOi tuvng tlnyc hi0 
Quy the nay quy dinh nei dung thuc hien nhiem vu nuoi &fang, cham s6c, gido doc 

tre dm can be, giao vien, nhan vien va cac to chuyen mOn, be ph4n giao nhiem vu chuyen 
mon trong nha tnramg; Quy dinh co c'Au to chirc to chuyen mon trong nha truarng. 

Dieu 2. ,Moc Bich yeu au 
Quy the chuyen mOn la cot so de hieu truamg nha truamg to chirc thuc hien nhiem vu 

nuoi dyeing, charn sec, gido doc tre va dinh Oa mirc de thuc hien nhiem vu chuyen mOn dm 
can be, gido vien trong nam hoc; la can cur de dinh gia, xep loci can b0 gido vien, nhan vien 
theo Chuan nghe nghiep, vien chirc cuoi nam hoc 2021 — 2022; 

Tat ca can be, gido vien, nhan vien c45 trach nhiem thuc hien cac nei dung quy dinh 
trong quy che nay. 

Dieu 3. Can cur de xay dtyng quy the chuyen mon 
- Thong tu se 52/2020/TT-BGDDT ngay 31 thing 12 nam 2020 dm Be Gido doe va 

Dao too Ban hanh Dieu le' Truirng main non; 
- Thong tu 26/2018/TT-BGDDT ngay 08/10/2018 dm BO Giao doc va Dao too ban 

hanh quy dinh ve Chuan nghe nghiep gido vien mArn non; 

- Thong tu 25/2018/TT-BGDDT ngay 08/10/2018 caa Be Giao doc va Dao too ban 

hanh quy dinh ve Chuan Hieu tnramg truamg mAm non; 

- Nghi dinh 42/2013/ND-CP ngay 09/3/2013 cua Chinh ph6 ve to chirc va hoot &Ong 

thanh tra giao doc; 

- Thong tu 39/2013/TT-BGDDT ngay 04/12/2013 dm Be Gido doc va Dao too ve 

thanh tra chuyen nganh trong link vuc Giao doc va Dao too; 

- Nghi dinh 90/2020/ND-CP ngay 13/8/2020 cila Chinh pha ve dinh gia, xep loci chAt 

!wing can bO, &Ong chirc, vien chirc; 

- Ke hooch se /KH-TrMN ngay / /2021 dm tnramg M'am non Thanh Minh ve Ke 

hoach thtrc hien nhiem vu nam hoc 2020-2021; 

CHVONG II: NO DUNG QUY CHE 
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Dieu 4. TO chuyen mon 
1. Co. call to chirc b6 may 
- Nha truing c6 2 to chuyen mon, to nha tre va to mau giao. T6 nha tre co 7 thanh vien, 

co 01 to tnrgng; 01 to phi). T6 m'au giao c6 10 thanh vien c6 01 to twang; 01 to phi) 
2. Nhqm vu cua to chuyen mon 
- Can cu ke hooch dm nha truing, xay dung ke hooch hoot d6ng chung cua to theo 

thing, nom h9c nham thirc hien chtrcmg trinh giao doc mom non; giup to vien xay (long va 
thirc hien ke hooch nuoi du6ng, cham soc, giao chic tre; thirc hien kiem tra, don dOc tnoi to 
vien thkrc hien nghiem tue viac day dung, day du theo chung trinh, dinh gia chat lugng va 
hiau qua cong tic dm to vien. 

- Thkrc hien boi duang chuyen mon, nghiap vu, kiem tra, danh gii chat lucmg, hiau qua dog 
tic nuoi,  dating, cham s6c, giao doc tre em thu6c phom vi to pho tacit, quan 15,  sir dung tai 	do 
dung, do chai, thiet bi gido doc cua cac thanh vien trong

,  
theo ke hooch cita nha truong; . 

- Vic theo doi, kiem tra gido vien dm to phai lam thuong kY, co ke hooch va cong 
khai. Hang thing bio cao hiau twang tinh hinh thirc hien nhiam vu cua ,giao vien, 	TO 
chuyen mon (bang van ban). N6i dung danh gia 	tru diem, khuyet diem, nhung viac da 
lam, dang lam, ket qua, hiau qua va kien nghi. 

- Trao doi, thong tin kip thii voi BGH pho trich chuyen mon va phi tacit diem tru6ng 
nh&ng viac dOt xuAt xay ra. 

- Bao cao tinh hinh giao vien, hoc sinh trong to pho trach. 
- Kiem tra cong tic soon bai va ngay gio ding cua giao vien trong to. 
- TO chirc phong trio thi dua trong to, nhin xet danh gia to vien, thao Win ke hooch b6i 

clueing nghiap vu cita giao vien. 
- Tham gia danh gia, xep loci giao vien theo chuan nghe nghiap giao vien mom non; 

tham gia danh gia, xep loaf nhan vien theo quy dinh. 
3. Che d6 h6i, hop: 
- TO chuyen mon sinh hoot dinh ky 2 lan/thang (Tuan 1, tuan 3 hang thing). Vic to 

chirc sinh hoot chuyen mom dam boo phu hop \fed dieu kian thirc to cua nha truing, theo 
nguyen tic din chit, ton tong, chia se, hoc tip, giiip d'6 lan nhau de phat trian rang loc 
chuyen mon.tranh sinh hoot chuyen mon mang tinh hinh thirc, hiau qua khong cao. 

3. Quy dinh ve he sa cua to chuyen mon 
- Ke hooch hoot dOng dm to 
- SO ghi chap not dung sinh hoot chuyen mon dm to. 
- Cic bier' ban kiem tra, danh gia hang thing. 

HO sa to chuyen mon do to tnrong chuyen mon quan ly, cu6i nom h9c nop ye luu tai twang. 
Dieu 5. TO van phong 
1. Co' eau t6 chirc s  bi) may 
- TO van phong gOm cac nhan vien: ke toan, y te, bac) v'e, nhan vien n'Au an. T6 van 

ph6ng co 01 to trtrerng. 
2. Nhiem vu ctia to van phong 

- Can car ke hooch cua nha truing, xay (long Ica hooch hoot &Ong chung cua to theo 
thing, ram h9c nham phoc vu viac thkrc hien cac hoot (Icing cua nha trutmg ve nuoi clutmg, 
cham sac, giao duc tre em; 

- Giup hiau twang quan 15,  tai chinh, tai san, ltru gift h6 sa cua nha truimg; 
- Thkrc hien b6i &fang chuyen mon, nghiap vu, kiem tra, dinh gii chAt lugng, hiau qua 

ding viac cua cac thanh vien trong to theo ke hooch ciia nha truing; 
3 



- Tham gia danh gia, x6p loci cac thanh vien theo quy dinh 
- Trao doi, thOng tin kip thai voi BGH phu trach chuyen mon va phu trach diem truing 

nhang 	dOt xuat xay ra. 
- To chfrc phong trio thi dua trong to, nhan xet danh gia to vien, thao luan ke hoach b6 i 

dirtMg nghi0 vu cua giao vien. 
- Tham gia danh gia, xdp 1oai giao vien theo chuan nghe nghi0 gido vien mam non; 

tham gia dank gia, x6p loai . 
3. Che dO h6i, h9p: 

- T6 van phong sinh hoat dinh kS' it nhat 01 lan/m6t thang (Tuan 3 hang thang). Viec 
to chirc sinh hoot chuyen mom dam bao phu hap yen dieu kien thkrc to cua nha twang, theo 
nguyen tic dan chu, ton trgng, chia se, h9c tap, giiip del lan nhau de phat trien nang Luc 
chuyen mon, tranh sinh hoat chuyen mon mang tinh hinh thirc, hiO qua khong cao. 

3. Quy dinh ve he so' dm to van phong 
- Ke hoach hoat d6ng cua to 
- SO ghi chop not dung sinh hoat chuyen mon dm tO. 
Ho so to chuyen mon do to twang chuyen min quart ly, cuoi nam hgc n6p ve kru tai truing. 
Dieu 6. Nheng quy dinh doi voi Oa° vien, nhan vien 
- Giao vien la ngtreyi lam nhiem vu nuoi dutmg, chAm soc, giao dyc tre em trong nha truing 
- Man vien la ngutri lam nhiem vu phgc vu cong tic nuoi dtrOng, chAm soc tre em trong nha taro ng. 

1. NhiOm vu chung cua giao vien 
- Bao ve an toan ye the chat, tinh than va tinh mang cua tre em trong thai gian tre em 

nha truing. 
- Lap ke hoach, to chirc cac hoat d6ng nuoi duang, cham soc, giao dvc tre em theo 

chuang trinh gido dvc main non, xay dung moi truang giao dvc, danh gia va quan ly tre em, 

chiu trach nh*n 1,4 chat Luang nuoi &fang, cham soc, giao dvc tre em, tham gia cac hoat 

dOng cua to chuyen mon, cua nha truing 

- Giir gin pharn chat, danh du, uy tin cua nha gido; d6i xii cong bang va ton trong nhan 

each dm tit em; bao ve cac quy& va lgi ich chinh clang cua tre em; doan ket, gidp (16 clang 

nghi0; thtrc hi"01 quy tic img xir cua gido vien, cac quy dinh ve dao dire nha giao theo quy dinh. 

- Tuyen truy&I ph6 bin kin thirc khoa hgc nuoi day tre em cho cha me cua tre em; 

chu d6ng phi hap voi gia dinh cua tre em d'6 thuc hieu mac tieu gido dvc tre em. 

- Ren luyen dao dirc, to hoc, tkr b6i dtrOmg chuyen mon nghi0 vu de nang cao chat 

lacing va hi0 qua nuoi duang, chant soc, giao dvc tre; Tham gia boi duang thui:mg xuyen 

theo &mg ke hoach cua nha trutmg. Hanh vi ngon ngir Ong xfr cua gido vien phai mAu 

mvc,c6 tic dung giao dvc (I& vbi tre em; trang phvc cua giao vien phai chinh te, dam bao 

thkrc hien tot cac hoat d6ng nuoi dtrifmg, cham soc giao dvc tre em. 

- Tkr hgc, to b6i clueing nang cao nang Ikrc ngh6' ngh4 nuoi dutmg, chain sac, gido 

dvc tre em. 
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- Thkrc hien cac nghia vu cong dan, cac quy dinh cua phap luat va cua nganh, cac quy 

dinh cua nha truemg, guyet dinh cua Hieu tnranig 

- Tham gia sinh hoat chuyen mon 2 la.n/thang theo quy dinh, tich cuc du gia d6ng 

nghiep de nang cao trinh d6 chuyen mon, nghiep vu sir pham, tich cuc tham gia phong trao 

lam d6 dung du hoc va viet sang kien; Dam bao co du h6 so giao vien, gido an theo yeu eau 

- GuTmg mau, thuang yeu, ton trong, d6i sir cong bang voi tre, cam giao vien khOng cat 

hanh vi xam pham than the, Vic pham danh dkr, nhan pham, d61 xu khong cong bang vai 

- Tim hieu va nam v&ng cac tre trong lop phi trach ye mgi mat de c6 bien phap to chi:re 

nuoi durmg, cham soc, gido dvc tre sat d6i tugng, nham thus day sir tien b6 cua 16p. 

Doan ket va ph6i ket hgp voi d6rig nghiep ding phi trach nhom/lop de thkrc hien tot 

cOng tac nuoi duOng, cham sate, gido dvc tre tai nhom lop phu trach. Tham gia hoat &ling dm 

Cong doan, nit cong va cac hoat dOng khac cua nha truing. 
- Thkrc hien cac guy& dinh cua Hieu tnrong, chiu skr ki'em tra cua Hieu trtramgva cua 

cac cap quan ly gido duc. Thtramg kS,  bao cao hoac d6t xuat (Neu co) tinh hinh cua lop minh 

phu trach vai Hieu tnrang. lam tot cOng tac tham muu, giup Hieu truang a ra cac bien phap 

nham ket hgp tot gitra nha truarng — gia dinh — xa h6i trong viec to chic hoat d6ng nuoi 

dutmg, cham soc, gido dvc tre em. 

2. HO so. dm Oa° vien 
Moi giao vien co du WO so theo Dieu le truing mam non va theo hue:mg dan cua 

chuyen mon nha trtramg g6m: 

- Ke hoach nuoi &fang, chant soc, gido due cua nhOm tre, lop mk giao; 

- So theo doi tre em; 

- Si; theo doi tai san, thie't bi, do chai cua nhom tre, lop mau gido. 

- SO chuyen mon; 
- Cac tai lieu chuyen mon. 
- SO hop co quan 
3. HO so.  cfia nhom 
- SO theo doi tre gui thuOc (Isai lop có 1 so) 
- SO theo doi hs sot hoac cat trieu chimg mac berth trong ngay 

- SO theo doi khach ra vao tru&ng (IsAgi diem trtkmg co 1 so) 

- So ltru m'au thirc an (MOi diem twang co 1 so) 

4. Nhiem vu cfia nhfin vien 

- Thyc hien nhiem vu dirge giao theo ke hoach va sy phfin cong cua Hieu trtrOng 

- Tfiy theo vi tri viec lam, nhfin vien thyc hien nhiem vu theo quy dinh ve tieu chuan 
chirc danh nghO nghiep cua vi tri viec lam dang dam nhiem va chap hanh nQi quy cua nha trtrong 
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- Bao dam an toan cho tre em trong an uOng va sinh hoat tai nha truemg. Tuan thu cac 

quy dinh ve ve sinh an toan thkrc phim trong the bien an uOng cho tre, bao dam khong de 

xay ra ngO dOc doi vai tre em. 
- GUI gin phim chit, danh dkr, uy tin cua ban than va nha tnremg; doan ket, tuang trg giup 

da deng nghiep; thkrc hien quy tic img xir cua nhan vien theo quy dinh, dam bao ngay gib ding. 

- BOi dtreMg chuyen mon nghiep vu de nang cao chit lugng nuoi &rang, cham s6c, 

giao duc tre em. 
- Thkrc hien quy dinh cua nha tnremg va cac quy dinh khac cua phap luat. 

- Ke toan ce, trach nhiem thirc hien kip theri cac loci the dO cua CB,GV,NV va hoc 

sinh, ding tic An ban tru dm hoc sinh. 

- Giao vien kiem cong tic thu qu5",  c6 trach nhiem phi hqp vai ke toan hoan thien 

chimg tir cap, phat dOi yeti CB,GV,NV trong truing. 

5. DOi voi cong tic nuoi duerng 
- Dam bao chat lugng bita An. 
- Dam bao mirc an 15.000d/tre/ngay. 
- Xay dung the dO an can doi, da ding, hop ly, khong de tre an trimg thuc dcm trong 2 

tuin, cho trong cai tien cac mon an va ph6i hgp cac mon an trong ngay hop 1/, tang cooing 

rau xanh cho tre trong cac bira An; can tang cu rig sir dung cac thirc phim giau dinh dutng, 

sin CO a dia phucmg, gia thanh khong cao de dam bao chit lugng bira an cho tre, dap img 

nhu eau dinh &rang theo Chucmg trinh GDMN dugc sira doi, bo sung mot so nOi dung bai 

Thong to so 51/2020/TT-BGDDT ngay 31/12/2020 dm BO GD&DT 

- Dam bao du nuelc deg, nuerc ve sinh cho tre, dam bao phia hop vai theri tiet. 
6. Thu.c hign nguyen tic quan ly midi dulTng 
- Thkrc hien dung cac nguyen tic quan ly nuoi &rang. Dam bao quan 1St chat the khiu 

phin An dm tre. Nghiem cam vi pham khAu.phin an dm tre duai moi hinh thirc. Thirc hien 
nghiem 	viec ding khai thkrc den, thkrc pham, dun gia hang ngay. 

- Phai hoan thien chimg tir tien An cua tre hang ngay, thanh quyet toan tien an cua tre 
c6 the theos tuan hoc theo thing. CuOi thang phai quyet toan tien an trong thang. 

- Tien an cua tre 15.000/ngay bao gem ca tien chat dot; Doi vai hoc sinh diem Pa Porn 

va diem HuOi Lori co 64 tre dugc ho trg tien an tir Du an nuoi em cua mpg lueti tinh nguyen QuOc 

gia khu vuc phia bic, so tien ho trg cho hoc sinh 6.800 dongingay/tre, chua bao g6m tien gao, giao 

vien 2 diem Pa P6m, Hui Loi huy dOng gia dinh tre ni5p them gao 1.5 fang gao/ngay/tre. Ke" toan 

lam chimg tir tien an rieng cho nhimg hoc sinh dugc ho trg tien an tir du an nuoi em. Khong sir 

dung tien an cua tre vao bit kS,  muc dich nao khac. Tuyet dOi khong sir dung tien an cua tre 

de mua de dung, nueic rira ve sinh. 
- Che bien dung thkrc don, du dinh lugng theo xuAt an hang ngay cua tre. Khong de 

thira, thieu qua 3 xuat an/ngay. 
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7. Doi vol y to &Ili:mg hoc, giao vien troy trim 

7.1. Chain soc sire khoe 

- Thkrc hien nghiem titc theo quy dinh dm Thong to 13/2016/TTLT-BYT-BGDDT 

ngay 12/5/2016 Thong to quy dinh ve cong tac y to twang hoc. 

- Can bO y to phoi hap ding y to xa thtrc hien ding tac tiem chUng mar rOng va theo dOi 

tiem chimg, cong tic phong chong dich benh tai truong. Thong bao kip thin veri cac cap quan 1 

khi co dich benh xay ra. Gam sat va phi hop yeti gido vien, nhan vien, thtrc hien tot cong tic ve sinh ca 

nhan, ve sinh nhom lop, bep an, ve sinh mei trixOng. Quan Iy he so sue khoe tire tai phong y te. 

- Can be y to phei hop ch5t the v6ri to bep, giao vien ten lap tilt:re hien cac bien phi!) can 
thiep vai tre suy dinh clueing the nhe can, thap col, thira can, beo phi. 

- Phei hop vai y to x5 kham sire khOe dinh ki cho hoc sinh it nhAt 2 len/Inam hoc. 
- To chirc giAc ngu cho tre can c6 dii,trang thiet bi theo quy dinh, phi hop theo rrtha va dam 

bao 	sinh. Kh6ng cho tre nam ng6 trens chieu trai tare tip tren nen nha. 
- Day manh cong tac tuyen truyen giao dvc dinh dOrng, sire khoe, phong chong dich benh 

trong tru&ng hoc bang cac nOi dung, hinh thirc phong pha qua g6c tuyen truyen, trao dei phv huynh 
hang thang... 

- Bei &rang nhan thirc, ky nang thtrc hanh cho can be, gido vien ve ding de phong ngira, 
irng pho voi bien doi khi h'au va giarn nhe thien tai. 

- Gido vien tren lop thirc hien nghiem tuc the de cham soc sire khoe va v'e sinh cho tre theo 
the dO sinh hoat met ngay cua 

7.2. Ging tac nuoi dtro•ng 
- Tiep tvc thirc hien nghiem tuc viec ky ket hop deng yeti don vi cung Cul thtrc phArn sach, c6 

ngu6n g6c ro rang; ngutri c6 giay phep kinh doanh theo q9/ dinh de dam bao nguon thirc pham sach 
Throng xuyen,kiem tra, ra soat chat luong, nguon g6c, gia thtrc pham cua cac nha cung 

ang nham dam bao chat lucmg va VSATTP. 
- Thuiing xuyen kiem tra giam sat dinh kY bep an, du dieu kien theo Dieu le tnromg 

niLn non va dirqc cap giAy chimg nhan bep an du diet' kien ve sinh an toan thuc pham. 
- Xay dung moi tnrang xanh, sach, del), an toan. Tich cuc tao nguon thkrc pham sach 

tai eh& 
+ Quan 1)",, sir dung hieu qua mo hinh (Quan ly bira an dm tre, phong chOng suy dinh 

duting, thira can, beo phi cho tre). 
+ Dim nOi dung giao duc dinh duOng, sire khoe vao chucmg trinh chain soc gido due 

phu hap voi dO tuoi cua tre. 
+ Thkrc hien cong tic tuyen truyen ve mo hinh phong chong suy dinh du6ng trong 

nha twang. 
8. Che dq thong ke, bao cao 

- T6 truang chuyen mon, gido vier' bao cao dinh ki, dOt xuAt, yeu cAu phai dung, du, 

kip died m9i sr sai sot phai hoan toan chiu trach nhim 

Dieu 7. Quy dinh ve danh gia, xep loci can 4, gilt) vien, nail] vien. 

Thkrc hien van ban quy dinh dm BO Gido due va Dao tao, Sbr Giao due va Dao tao, Phong 

Giao due va Dao tao thanh ph6 Dien Bien Phu. 
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- Nghi dinh 90/2020/ND-CP ngay 13/8/2020 dm Chinh phit ve danh gia, xep loai chit 

luvng can b0 , cong chirc, vien chirc. 
Dieu 9 T6 chirc danh gia, xep loai vien chirc: 
- Can b0, giao vien, nhan vien can cir vao mau phieu tkr danh gia va xep loai nhiem vu 

cua minh 

- T6 chuyen mon can cu vao viec to danh gia, xep loai gido vien. Tren co s& ket qua 

danh gia hang thang, qua trinh thkrc hien nhiem vu cua moi d6ng chi de nang len, gia nguyen 

viec to xep loai ciia can b0, gido vien, nhan vien. T6 th6ng nhAt vao bao cao ket qua danh 

gia, xep loai. Sau khi theing nhit yeti Ph6 hieu truckig va to chuyen mon, quyet dinh cu6i 

cong ve danh gia xep loai giao vien, nhan vier' thuOc ve Hieu truerng. 

- Viec xet thi dua tap the t& ca nhan phai duoc clang ky vao dAu nam h9c theo huoTig 

din cua Hieu twang va cong doan truomg. Quyet dinh de nghi cac danh hieu thi dua trong 
nam do cac tap the, ca nhan thuOc HOi citing thi dua khen thtrong cua nha tnr&ng xem xet, de 

nghi cap tren khen thuerng cac thanh tich ca nhan va tap the. 
- Thkrc hien cac van ban huang din cUa Phong Giao due trong nam h9c 

Dieu 8: Nheng quy dinh doi vcri can b0 quail I. 
1.Nhi'On vu va quyen han ciia Higu truikng 
- Hieu truOng la ngutli chiu trach nhiem to chirc, quan ly cac boat dOng va chit luong 

nuoi dutmg, cham s6c, gido due tre em cua nha tnr&ng. Chiu trach nhiem truac ph6ng 
GD&DT thanh ph& UBND xa Thanh Minh ve toan b0 hoat dOng cua nha tremg. 

- Quin 1)",  va dieu hanh m9i hoat Ong dm nha truong; trieu tap va chu t9a cac hoat 
dOng cua nha truong; t6 chirc chi ciao trien khai cac chu tnrang cua Dang, Nha nu& va cac 
cap tai CBQL - giao vien, nhan vien va h9c sinh trong tnthrig. 

- Xay dkmg quy hoach phat trien nhh Huang; lap Ice hoach va to chirc thuc hien ke hoach 

gido due tirng nam h9c; bao cao, danh gia ket qua thkrc hien trtrac HOi d6ng truong va cac cap 

c6 thArn quyen 
- Thanh lap cac to chuyen mon, to van phong N/A cac hOi ang to vin trong nha trutmg, 

nha tre; b6 nhiem to truOng, to ph& De xuAt cac thanh vien cua HOi d6ng truarng trinh cap c6 

thim quyen quyet dinh; 
- Phan cong, quan 15/, danh gia, xep loai; tham gia qua trinh tuyen dung, thuyen chuyen; 

khen thuong, thi hanh ky luat d6i yen gido vien, 'than vien theo quy dinh; 
- Quan ly thu — chi cac loai quy trong nhh truong, Quan 1S/ va sir dung c6 hieu qua cac 

ngu6n tai chinh, tai san cua nha tnrong. 

- True tie') lam chit tai khoan 
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- Tie') nhan tre em, quan V/ tre em va cac hoat deng nuoi dtremg, cham sec, giao clvc tre 

em dm nha truerng, nha tre; guy& dinh khen thuang, phe duyet ket qua danh gia tre theo cac 

not dung nuoi dtrOng, cham sec, gido dvc tre em do Be Gide, dvc va Dao tao quy dinh; 

- Dkr cac lap bei dung ye chinh tri, chuyen mon, nghiep vu quan Vi; tham gia bei 

&rang thuerng xuyen theo ke hoach cua nha truemg, tham gia cac hoat Ong giao chic 2 gia 

trong met tuAn; dugc huang the de phu cAp va cac chinh sach tru dai theo quy dinh. 

- Thkrc hien quy the dan chil a co soy va tao dieu kien cho cac to chirc chinh tri - xa 

hei trong nha tnrerng, nha tre hoat &Ong nham nang cao chAt ltrong cham soc, gido dvc tre; 

- Thkrc hien xa hei hem giao chic, phat huy vai tro cua nha trueing del yen Ong &zing. 
Tham muu vai nganh va dia phuang ve toan be cac ding viec ve ca so vat chAt trang thiet 
bi, nham nang cao chAt ltrang cham soc va giao clvc tre va sir phat trien cua nha truemg 

- Phu trach cong tac thi dua khen thuemg dm nha throng 
- Chi dao cac to chirc, doan the ( Cong doan , chi hei phu Mt chi doan thanh nien) 

hoat deng theo chirc nang; 
- Thuc hien cong tac kiem tra not be truerng hoc theo ke hoach; 
- Quail V,  he sa can be, giao vien, nhan vien toan truerng; 
- Chi dao thuc hien cong tac van thu, thiet bi, y to h9c duerng va cac to chirc XH khac 

(Khuyen h9c, Ban dai dien CMHS ...); 
- Chi dao thirc hien cong tac xay dung tnrerng chuAn Quec gia; cong tac kiem dinh 

chAt luang gido dvc; 
- Trkrc tiep 14 duyet KH cua cac to chirc doan the, KH chuyen mon dm nha truerng; 

cac van ban giri cac cAp, cac nganh va cac van ban khac lien quan dan hoat dong nha truirng; 
- Dam bao m9i the do chinh sach cho CB giao vien, nhan vien va hoc sinh theo the 

de hien hanh; 
- Phi hop yell Ban dai dien cha me h9c sinh ding thong nhAt cham soc — nuoi 

&a:Mg va gido duc tre theo khoa hoc. 
- Bao cao hang thang, h9c IcS,  va tong ket nam h9c. 

- Phu trach diem truerng chinh 

- Tham gia lam cac cong viec dot xuat khi nganh va dia phucrng you cau . 
2. Nhi?rn va va quyen hyn cua Pho hi?ti try irng 

a) Dling chi: Bid Thj Stru. 

- Chiu trach nhiem dieu hanh ding viec do hi'eu tnremg phan cong. 

+ Phu trach chi dao chuyen de, chuyen mon khei nha tre. 

+ Chi dao va chiu trach nhiem tnrac nganh va hieu truerng ve chAt luang chuyen mon 
khei nha tre. Xay dkmg ice hoach chuyen mon, ice hoach chuang trinh , ke hoach BDTX ding tac 
theo yeu cAu dm nganh va dm truerng cho phit hqp vai thkrc tin dm dia phucmg. 

+ Quan V,, dieu hanh cac hoat Ong chuyen mon cua khei nha tre. 
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+ Ky duYet cac hog dOng ve chuyen mon cua GV kh6i nha tre va cac van ban girl 
cAp tren thuOc linh vtrc chuyen mon khi &roc Hieu trtrong uy quyen. 

+ Xay dung ke hoach b6i throng nang cao chAt ltrang CSGD tre, chAt Wong dOi 
chAt lacing cac chuyen de cho khi nha tre. 

+ Xay dtmg ke hoach thatn loop, dtr gia hang tuAn, hang thing khi nha tre 

+ Don d6c kiem tra t6, ca nhan thtrc hien Mt ding viec chuyen mon. Phat hie'n va de 

xuAt nhang vAn de can 13,6 sung trong ding tac chi dao cUa Hieu truing. 

+ T6ng hop cong viec minh phu trach bao cao Hieu truing vao ngay 20 hang thing 
(rang hop s6 lieu, se; tiet dtr gia, se; gide,  vien throe kiem tra ...). 

+ Phu trach ding tac xay dtrng canh quang moi tnrang lap hoc trong va ngoai lap dm 
cac kh6i lop diem Pa P6m va diem Co Cu; 

- Phu trach thu thap minh chi:mg dinh gia ngoai twang mAm non. 
- Phu trach cong tac ban via: 
+ Cong tac ch5m soc nuoi &rang 
+ Cong tic VSATTP, charn s6c sire khoe cho tre. 
+ Len thtrc don, xay dung khAu phAn an cho tre. 
+ Teing hop ket qua can, do, vao s6 sach theo dfing quy dinh. 
- Phu trach ding tac CSVC, trang thiet bi toan truing (Mo so sach, cap nhat dAy 

du cac trang thiet bi va CSVC toan truing vao s6 tai san, vao phieu nhap, phieu xuAt theo 
ding quy dinh). 

+ Lam to trinh va bao cao ve ca sa vat chAt cua nha trutmg.(Thong qua hieu twang 
tnrac khi bao cao gui chinh thac). 

( Cac lTnh vyv cl/c guan ly thi có trach nhiOni hru gia minh cht"rng ) 
- Thay mat Hieu twang dieu hanh rnoi hog dOng cua nha truing khi duoc Hieu 

tru&ng uji quyen. 
- CUng Hieu truing chiu trach nhiem trtrac cAp teen ve cac vAn de lien lien quan. 
- Moi tuAn len lap 4 gia, soar' giao an va len lap giang day dung qui dinh. 

b) Ming chi: Dan Thi Oanh. 
- Chiu trach nhie'm dieu hanh cong viec do hie'u trtrang phan cong. 
- Nhiem vu cu the dm Die Dao Thi Oanh nha sau: 
+ Phu trach chi dao chuyen mon kh6i Mau giao. 
+ Chi dao va chiu trach nhie'm tnrac nganh va hieu trutmg ve chAt ltrcmg chuyen mon 

ctla khi Mau gido. Xay dung ke hoach chuyen mon, ke hoach chtrang trinh , ke hoach BDTX 
ding tac theo yeu cAu cua nganh va cua twang cho phu hop yeti thtrc tin cua dia phucmg. 

+ Quan ly, dieu hanh cac hoat dOng chuyen mon cua M Mau giao. 

+ Ky duyk cac hoat dOng ve chuyen mon cua GV cua to Mau giao va cac van ban 
cAp tren thuOc link vtrc chuyen mon khi &roc Hieu twang iiy quyen. 
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+ Xay dung ke hoach bei du6ng nang cao chat ltrong CSGD tre, chat luong dqi ngli, 
chat luong cac chuyen de cho khei mAu giao. 

+ Huang din gido vien cac khei, lorp xay dung KHBDTX 
+ Xay dung ke hoach tham lap, du gib hang tuan, hang thang 
+ Don dec kiem tra to, ca nhan thuc hien tot ding viec chuyen mon. Phat hien va de 

xuat nhUng van de can be sung trong ding tic chi dao cua Hieu truing. 
+ Thuc hien trach nhiem lam bao cao cong tic hang than vii nganh; lam the loai bao cao 

khi Hieu twang phan cong (Thong qua hieu twang Mr& khi bao cao girl chinh thin). 
+ Tong hop cong viec minh phu trach bao cao Hieu truing vao ngay 20 hang thing 

(Tong hop se lieu, se Wet du gib, se gido vien dugc kiem tra ...). 
+ Phu trach cong tic xay dung canh quang mei twang lap hoc trong va ngoai lap ctia 

cac khei lop diem Phieng Lai va Hui Lot 
- Phu trach phong trio van hea, van nghe, TDTT cua toan tnrimg 
- Phu trach cong tic thong ke, Ole cap, phan men quan ly can be, hoc sinh: 
- Truc trubrig Vao cac ngay Thir 3 va did 5 hang tuan 
+ Thuc hien trach nhiem lam cac loai bao cao khi Hieu truang phan cong (Thong qua hieu 

tnrang tnrac khi bao cao giri chinh thirc). 
(Ccic link vz,tc d/c quoin ly thi có mach nhiOm lu-u giu minh chting ) 

- Thay mat Hieu truing dieu hanh moi hoat Ong cua nha tnrang khi dugc Hieu 
twang uj,  quyen. 

- Cung Hieu twang chiu trach nhiem truck cap tren ve cac van de lien lien quan. 
- Moi tan len lap 4 gib, soar gido an va len lap giang day dung qui dinh. 

Dieu 9. KS,  haat lao Ong 

1. CB,GV thuc hien nghiem tue cac quy dinh ve quan ly lao Ong, khong be gib, be 

buei day, cat xen, den ep chucmg trinh. 

2. CB,GV,NV nghi phai lam giay xin phdp ghi r6 ly do xin nghi, ngubi nghi phai de 

xuat truac it nhat 02 ngay va ban giao chuyen mon truac khi nghi, trir tnrang hop det xuat. 

Neu CB,GV,NV dugc Phong GD&DT dieu deng di cong tic phai nhan cong lenh true tiep 

tir Hieu truing de nha tnrang be tri nguoi lam thay trong thbi gian di cong tac.Giay xin phep 

nghi va ban giao chuyen mon dugc luu vao he so dm nha tnrang de tinh mire de thuc hien 

ngay cong trong viec xep loai hang thang, 

3. Gido vien len lap khong co he so, gido an, nhan vien tilt= hien khong dam bao 

nhfing quy dinh tai quy the nay Ian thin nhat: Nhac nh6. Lan dill' 2 lap bien ban, cat thi dua 

khen thuong, ha bac xep loai thang do. Lan thin 3 lap bien ban, At thi dua khen thuong, ha bac 

xep loai theo Chuan nghe nghiep giao vien. Dinh gia vien chirc cuei ram. Ltru lit) so ca nhan. 

CHOING III. TO CHITC THIJC HItN 
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Dieu 10. Trach nhiem cua Hien truomg, ph6 hieu trtrivng 

Trien khai den tan the can b8, gido vien not dung quy dinh trong quy the nay, to 

chirc thirc hien, thuerng xuyen kiem tra viec thuc hien quy cite cua can 138, giao vien, thuerng 

xuyen, dinh ki khi co van ban huang dAn cua Phong GD&DT, cua Sor dieu chinh kip theri de 

quy the phu hop vOi quy dinh cita cap tren va thvc tin tai tnremg. 

Dieu 11. Trach nhiem cua TO trir&ng 

Huong dan a can b8, giao vien to minh phu trach nghiem tuc thvc hien not dung d5 

ducic quy dinh trong quy the nay. Trong qua trinh tlwc c6 not dung nao chua phi' hop kip then 

BGH xem xet, quyet dinh dieu chinh, b8 sung. Nghien ciru cac van ban c6 lien quan 

de lam can cir to chirc dieu hanh nhiem vv giang day ctia to chuyen m8n, can 1)8, giao vien 

Dieu 12. Trach nhiem can can be, giao vien, nhan vien 

Can 1)8, giao vien, nhan vien can cir nhiem vu dugc phan cong nghiern tuc thvc hien 

n8i dung quy dinh tai Quy the nay. 

Dieu 13. Trach nhiem cua cac to chirc doan the 

Can cir nhiem vv, ph6i hop to chirc thvc hien Quy chel. 

Noi nh(in: 
- Hieu tnkmg (b/c); 
- Cac PHT, GV, NV (t/h); 

- Wu: HSCM, VT. 

 

Vu Thi HOng Thim 
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