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QUYET DII\IH
Ban hinh Quy tllnh vd Cnrfc ning vi NhiQm vg

cria c6c tlon vi thuQc Trulng THPT Khoa hgc Gi6o dgc

HIPU TRTIONG TRIIONG THPT KIIOA IIQC GIAO DVC

CEn cir Quy6t dinh s6 44llQD-TTg ngdy 3l4l2}Og cria Thir tucrng Chinh phri vO

viQc thanh lpp Trucmg Dai hqc Gi6o dpc thu0c Dpi hqc Qu6c gia Hi NQi;

Cdn cri QuytSt dfnh s6 1036/QD-UBND ngdy O3l03l2}t6 ctra Chri tich Uy ban

NhAn ddn Thdnh pnO Ua NQi vO viQc thdnh lflp Trucrng Trung hgc ph6 th6ng Khoa hQc

gi6o dpc trlrc thuQc Trudng Epi hgc Gi6o dqc - Eai hqc Qu6c gia Ha NQi;

C6n cir Quy <linh vA fO chirc vi Hopt dQng cria trulng Trung hgc ph6 th6ng Khoa

hgc Gi6o dpc ban hdnh theo Quy6t dinh s6 888/QD-EHQGHN, ngdy 04/041201.6 crta

Gi6m d6c Epi hgc Qui5c gia Hi NQi;

X6t d6 nghi ctra TruOng b0 phfln T6 chirc C6n bQ,

QUYET DINH:

Di$u 1. Ban hdnh kdm theo Quy0t tlfnh ndy Quy dfnh vC Ch,ic n[ng vd Nhiem vu

oba circ dcrn vi thuQc Trudng THPT Khoa hgc Gi6o dpc, Trudng Eai hqc Gi6o dUc -
DHQGHN.

Di6u 2. Quytit dinh niy c6 hiQu lpc thi hdnh k0 tu ngdy ky.

Di6u 3. Trudng B0 phan chirc n[ng, t6 tru0ng tO chuy6n mdn vd c6c don vi, ch

nh6n c6 1i6n quan chiu tr6ch nhiQm thi hanh Quy0t dirhnity.l.Jp/

Noi nhiln:
- Nhu pi6u g;

- Tru'dngDHGD (d6 b/c);
- HiQu tru6ng (d6 b/c);
- C6c Ph6 HiQu tru6ng (dC chi dao t/tr);
- Luu: VT, TCCB.
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QUY DINH
VO Ctrri'c n[ng vi NhiQm vg cfra c6c don vi chric ning

thuQc Trudng THPT tr(hoa hgc GiSo dqc

(Ban hdnh kdm theo Qrryet dinh sii:35OtgO-xuOO ngity.16 t )C /2017

cila HiAutrwhng Tradng THPT Khoa hQc Gido duc)

CHUOI\G I. NH(NG QUY DINH CHUNG

Didu L. Phpm vi vi d5i tugng 6p dgng

Vdn bin ndy quy dinh cU th0 chric ndng, nhiQm vU cira c6c dcrn vi chric ndng

thuQc Trudng Trung hqc Ph6 th6ng (THPT) Khoa hqc Gi6o dpc (I(HGD), Trulng Dai

hgc Gi6o duc - DHQGHN, bao gdim: c6c t6 vi c6c b0 phfln chric ndng.

Di6u 2. Mgc tlfch phAn c6p

- Ndng cao hiQu quA hopt dQng cria bQ m6y qu6n $, g6p phAn thpc hiQn tOt nnat

c6c mpc ti6u vd nhiQm vp cria Nhd trudng.

- E6m b6o sg diOu hdnh th6ng nh6t cria Ban Gi6m hiQu, tdng cudng tinh t.u chri, tp

chiu tr6ch nhiQm vd s1r phOi h-op chflt che oia cfuc don vi trong viQc thUc hiQn c6c nhiQm

vp cria Nhd trudng.

- X6c dinh rO quyAn hpn vd tr6ch nhiQm cria ttrng t6, bO phQn chric ndng trong

Nhd trudng ldm cdn crl cho viQc x6c dinh ngu6n nhdn lpc, d6nh gi6 thanh tich vd c6ng

t6c thi dua - khen thu0ng.

Di6u 3. Th6ng ntr6t mQt sii ttr ngfr sfr dgng trong phfln c6p

1". Don vi trgc thuQc:

C6c don vi n6m trong co c6u t6 chtc cria Nhd trudng, do HiQu tru0ng Truong Dpi

hgc GiSo duc ra quy6t dinh thAnh lflp tr6n co sd d0 xu6t cria HiQu tru&ng Trudng THPT

Khoa hgc Gi6o dpc, bao giim: c6c t6, phdng/ban, bQ phfln dugc gqi ld c6c don vi thuOc

Trudng THPT l(hoa hgc Gi6o dUc.

2.BQ ph$n tlflu mtii:

B0 ph4n dugc Ban Gi6m hiQu riy quy6n drlng ra lflp k6 hoach t6 chric, di6u ph5i,

ddn d$c, gi6m s6t vd chiu tr6ch nhiQm cu6i cr.rg tru6c Ban Gi6m hiQu vA k6t qu6 thgc

hiQn nhiQm vp dugc giao.



3.BO ph$n pni5i trqp:

B0 ph4n thUc hipn theo k6 hoSch nhigm vU de duqc b0 ph6n dau mOi phdn c6ng,

c6 tr6ch nhiQm hodn thinh c6ng viQc, d6m bdo v€ ch6t lugng vd thoi hpn dring y6u cAu,

chiu tr6ch nhiQm tru6c Ban Gi6m hi-0u vA k6t quf, nhiQm v.u ducr. c giao voi b0 phfln dAu mOi'

CIIIIONG II. NGUYTN TAC TO CHIIC

Di0u 4. Nguy0n thet6 chrfrc

C6c don vi chrlc ndng trong co c6u tO chric ctra Nhd trubng dugc xdy dgng tr0n co

s0 thpc hiQn c6c nh6m clqllc nlng chri y6u sau:

a) Chirc ndng tham muu vd giirp HiQu tru0ng t6 chrlc quin 1;f, rliOu hdnh hoat

dQng chung cria Trudng THPT Khoa hqc Gi6o dUc.

r b) Chr?c n[ng trgc ti6p thpc hiQn c6c mpc ti0u, nhigm vp cria Nhd truong trong

i ddo tpo; nghiCn criu khoa hgc; quin ly gi6o vi6n, gi6o sinh vd hgc sinh.

)i c) Chirc nlng cu.rg c6p c6c dich vU h6 trg vd ph6t triOn hopt dQng nghiOn ciru

/ khoa hgc, ddo t4o vd thyc hiQn c6c nhiQm vU kh6c cta Trudng THPT l(hoa hqc Gi6o

) aur.

Ngodi ra, tuj, theo nhiQm vp chi6n lugc trong tirng thdi ki', HiQu truong sO quytlt

dinh thdnh lpp c6c t6, bO phQn theo "chuong trinh mpc tiOu" di5 thUc hiQn c6c nhiQm vu

oo.

CHIICTNG III. CHIIC NANG vA NHIPM VV cta CAc DON vI

Didu 5. BQ ph$n Hirnh chinh - Co s0 v$t ch6t

B0 ph6n Hdnh chinh * Co s0 vQt ch6t gOm c6 vi6n chric, ngudi lao dQng ldm c6c

c6ng tiic gdn v6i bQ phfln hanh chinh - co s0 vQt ch6t vd c6c c6ng viQc phUc W cho viQc

d4y vd hgc cria Trulng THPT I(hoa hqc Gi6o dUc.

1. Hinh chinh Co s0 v$t ch6t

Chtic nlng

Tham mrru, girip viQc cho Ban Gi6m hiQu thUc hiQn c6ng t6c hdnh chinh, v6n thu,

luu trft; y tti; thu viqn; giao ban, t6ng hgp, th6ng k0; co s& vQt ch6t, phuong tiQn, thi0t bi

cria Nhd Trudng;

NhiQm vg

CAng ilic qurtn $' hdnh ch{nh, vdn thw,lwu tric:



- Ddu m6i trong viQc t6 chfc c6ng t6c hi6u - hi, 16 tdn, giao ti0p d0i nQi - d6i

ngo4i cria Nhd trudng.

- DAu m6i tham muu xdy dpng, ban hdnh c6c vdn bin (quy ttinh, hudng ddn) quin

ly thuQc linh vgc do B0 phfln phq tr6ch; girip HiQu truong quin l1f c6ng tdc hdnh chinh,

vdn thu luu trfr.

- Hucrng d6n, t6 chirc thgc hiQn, ki6m tra, d6n d6c viQc thUc hiQn c6c quy dinh v0

c6ng t6c quin ly hdnh chinh, c6ng t6c vdn thu luu trff theo quy dinh cria Nhd nudc vd

Nhd truong.

- Thgc hiQn c6p thd deo, gi6y gi6i thiQu/gi6y di duong cho c6c c6 nh6n thuQc c6c

don vi trong todn trudng'(trir c6c don vi h4ch toan dQc lQp) kfri di cOng tdclgiao dich theo

Quy6t dinh cria HiQu tru0ng.

- Thgc hiQn chrlng thUc bin sao tir b6n chinh c6c v6n b6n, tdi liQu do Trudng

THPT Khoa hgc Gi6o dgc ban hdnh, thUc hiQn sao luu c6c vdn bin li0n quan diSn Nhd

trulng.

- Ldm OAu m5i qu6n ly viQc sri dpng vdn phdng phAm theo quy dinh cria Trudng;

fh5i hqp vdi b0 phfln K6 ho4ch tdi chinh - Dich vU, c6c don vi x6y dgng dinh mric vdn

phdng phAm phir h-qp v6i timg don vi.

- Ldm OAu mOi thi6t k6 nQi dung vd xudt bin, in dn cdc 6n phAm, tdi lipu gi6i thiQu
).-ve lru0ng.

. ^J A t- TOng hgp, xdy dpng chuong trinh/lich c6ng t6c cria Trudng. Sdp xOp chuong

trinh/lfch c6ng t6c tuAn, thdng, quf, ndm cria Ban Gi6m hiQu. Hu6ng d6n vd d6n d6c c6c

don vi ptr6i hqp thpc hiQn theo c6c chuong trinh cria Ban Gi6m hiQu.

- ChuAn bi nOi dung, co s& v4t ch6t vd di6u kien hflu cAn ktrdc phuc vU cho c6c

cuQc hgp cria Ldnh dao nhd trudng.

COng ttic co s0 vQt chdt vd qudn $,phwong tiQn iti lqi:

- Tham muu xdy dUng c6c vdn bin (quy dinh, hudng d6n) girip HiQu truong quin

ly co s& vflt ch6t trong toan Truong.

- Ldm eAu mOi theo d6i, qu6n ly todn b0 co s0 vpt ch6t, tdi sin c6 dinh, phuong

tiQn, thi6t bi vd chri tri pfr5i trqp v1i cdct6, bO phfln chric ndng c6 li6n quan td chric thanh

ly tAi s6n htit kh6u hao, hu h6ng khdng srl dpng dugc hoac kh6ng cdn nhu cAu sri dpng.

Tham gia nghiQm thu vd nhQp sO tdi sin cria trudng trudc khi dua vdo srl dpng tdi sAn,

thi6t bi m6i tir c6c nguiin kh6c nhau.

- TO chfc qu6n l]1i vq sinh m6i trudng vd theo doi he th6ng diQn nu6c Nhd trudng.

- X0y dUng vd tri0n khai thgc hiQn c6c dU 6n dlu tu, -ua s6* co s0 v0t ch6t cho

Trulng.



- Quin 1;i, srla chfra, b6o tri vd b6o duOng co s0 hp tAng cria hQ thdng thdng tin

liOn lpc. CU th0: Co s& ha tAng dudng truy6n tin-hiQu diQn thoai, fax; ducrng truydn

Internet; dudng truy6n m4ng Lan.

- Quin l;i vd di6u hdnh xe c$ng vg, c6c phuong tiQn c6ng vp phpc vp theo quy

dinh cria Nhd nudc, cta DHQGHN vd cria Trudng.

COng tdc an ninh trSt tty, ddn qufrn tW u0 - qudc phbng nn ninh:

- Thgc hipn c6ng ticbin vQ, an ninh trflt tp vd cdng t6c phdng ch6y chtra chiry crta

Trulng.

- Ki0m tra, d6n d5c, nhdc nh0, ki6n nghi biQn ph6p khAc phpc vi pham vA viQc

thUc hiQn an ninh, an todn cia cdc don vivd trong toin Trudng.

COng tdc y td fiudng hgc:

- Tham muu cho Ban Gi6m hiQu, chi dao thUc hiQn c6c y6u cAu v0 vQ sinh trudng

hgc, vQ sinh mdi trudng, vQ sinh An todn thpc phAm, vQ sinh trudng b6n trir theo quy

r dinh.
)

; - ThUc hiQn c6ng t6c tuy6n truyOn gi6o dr,rc sitc khde, phdng bQnh, dich bQnh theo

I tlch hopt dQng ctra nhd trudng vd theo nhu c6u y ti5 cria dia phuong.
G

XAy dpng k6 hopch ho4t dQng y t6 cho ndm hgc.

- Thgc hiQn c6ng t6c so crlu vd xir lf c6c bQnh th6ng thudng, quin ly tri thu6c vi
dung cu y t6.

- T6 chric thUc hiQn kh6m srlc kh6e dinh kj,, quin l;i hd so sric ktr6e cria gi6o viOn

vd hoc sinh.

- So ki5t, t6ng kOt c6ng t6c y ttl hgc dudng, b6o c6o th6ng kO y t0 theo quy dfnh.

COng tdc thwviQn:

- Tham muu girip viQc cho Ban Gi6m hiQu xdy dpng k6 hoach hopt dQng ddi hpn

vd ng6n hpn cria thu viQn; tO chric di0u ph6i vd xrl ly hQ th6ng thdng tin, tu liQu, tdi liQu

thu viQn trong Trudng.

- TO chirc phUc vp, hudng d6n nguoi dgc khai th6c, tim ki6m, st dpng hipu qui

nguOn hgc liQu vd c6c s6n phAm dich vU th6ng tin - thu viQn th6ng qua c6c hinh thfc

phpc vp cria thu viQn, phir hqp v6i quy dinh cria ph6p lupt.

- T6 chric quin ly tdi sin thu viQn nhd trudng; b6o qu6n, ki6m k0 dinh ki'v6n tni

liQu, co so vflt cnat ry thuQt vd tdi s6n kh6c cria thu vign; ti6n hdnh thanh lgc kh6i kho

c6c tdi liQu kh6ng pht hqp; phlrc h6i tinh tr4ng, in sao vd s6 h6a dOi vdi c6c tdi liQu hu

. h6ng, r6ch nirt, cdctdi liQu qu:i, hi6m.

- Thpc hign b6o c6o tinh hinh hoat dQng hdng quy, hdng n[m vd b6o c6o dQt xu6t

khi c6 yOu cAu cita cdc cdp c6thAm quyen.
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Di0u 6.BO ph6n T6 chfc Cin bQ

Chric ning

Dau m6i, tham muu girip viQc cho Ban Gi6m hiQu trong c6ng t6c quin lli vd diOu

hinh c6c hopt dQng 1i6n quan d6n Nhd trudng vd c6ng t6c qu6n tri nhdn sp, t6 chric, thi

dua khen thuOng, thanh tra vi ph6p chO cria Nhd trudng.

NhiQm vg

- Ldm OAu mOi ban hdnh, huong d6n vd gi6ms6t thpc hiQn c6c vdn bin quin $ v0

c6ng t6c quin trf nhdn sp, t0 chrlc, thi dua khen thuong, thanh tra, phirp ch6 vd c6ng t6c

b6o vQ chinh tri nQi b0. '

- Ldm dAu mOi tham mrru, gitip viQc cho HiQu tru&ng vii nhtng v6n dO ph6p li
1i6n quan d6n tO chtc, hopt dQng cria Trudng THPT KHGD, b6o dim cho Nhd trudng

duqc t6 chric vd hopt dQng theo dring quy dinh ctra ph6p luflt, quy dinh cria c6c B0 ngdnh

1i0n quan, quy tlinh cria Trudng EHGD vd cria DHQGHN.

- Ldm dAu m5i tri6n khai c6c quyiSt dinh cua Ban Gi6m hiQu v0 c6ng t6c t6 chric;

L6n k6 hoach tri6n khai vd ldm dAu mOi thUc hiQn quy trinh chia t6ch, s6p nhflp, gi6i thO,

vd thdnh lpp dcrn vf tryc thuQc Trudng.

- Lim dAu mOi tri6n Krai c$ng t6c tuy0n dpng vi€n chfc, lao dQng hqp d0ng theo

dring quy dinh cira Nhd trudng vd Ph6p lupt.

- Ldm dAu mOi qu6n ly, srl dpng, danh gi6 cOng chric, viOn chirc, ngudi lao dQng

theo quy dinh cria Nhd trudng vd Ph6p 1u0t; thUc hiQn c6ng tirc ddnh gi6 ttrng chric danh

ldnh dpo qu&n ly theo nhiQm kI; thUc hiQn c6c thri tUc xem x6t th6i kh6ng d6m nhfln c6c

chric vp 16nh d4o, b6 nhiQm lqi citc chrlc vp 16nh dao qu6n lf theo quy dinh'

- Ldm dau m6i trong c6ng t6c di0u dQng, srl dgng nhdn lyc, cri nhdn sg di c6ng

t6c trong nudc; ph6i hqp v6i c6c don vi cri nhdn s1r di c6ng t6c, hqc tAp 0 nudc ngodi'

- Ldm dAu mOi thUc hiQn c5c c6ng t6c ndng luong, php c6p, huu tri, b6o hi€m x6

hoi vd c6c ch6 dQ chinh s6ch ktr6c COi vOi c6ng chric, viOn chtc, lao dQng hqp d6ng

trong Trulng.

- Ldm dAu mOi xdy dpng circ vdnb6n qu6n 1;i, tri6n khai, hu6ng ddn vd gi6m s6t

c6ng tfc thi dua khen thucrng ctra c6c don vi trong Trudng theo quy dinh ctra Nhd nudc,

Trudng DHGD, DHQGHN vd Nhd truong

- Ldm dAu mOi thUc hiQn c$ng t6c thanh tra, phiry chti theo quy dinh cira Nhd

nudc, Trudng DHGD, DHQGHN vd Nhd trudng. 
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- Ldm dAu mOi tham muu, giirp viQc cho HiQu trucrng v0 nhtng v6n dA ph6p lf
li6n quan den tO chfc, hoat clOng cria Trulng THPT KHGD, b6o d6m cho Nhd trudng

dugc t6 chirc vd hoat dOng theo dring quy dinh cria ph6p luflt, quy dinh cria c6c BQ ngdnh

1i6n quan vi cria DI{QGHN.

- X6y dpng kti ho4ch vd t6 chirc tri6n khai kt5 hopch ddo t4o, bOi duOmg n6ng cao

ndng lyc, trinh d0 cho dQi ngt nhdn su ctaNhd truong.

- Ldm CAu mOi thUc hiQn c6ng t6c kf luflt c6n bQ, c6ng chrlc, viOn chric vi nguoi

lao dQng theo quy tlfnh criaNhd nudc, Trudng DHGD vd cria DHQGHN'

- Xdy dgng 86o c6o c6ng t6c giao ban, theo d6i viQc thqc hiQn c6c k6 hoach, c6c

chi dpo, c6c k6t lufln cria HiQu tru&ng trong c6ng t6c giao ban.

-' Thgc hiQn c6c nhiQm vg kh6c do HiQu tru&ng phAn c6ng.

Ei0u 7. BQ ph$n Kti ho4ch tlri chinh - Dich vg

Cht?c nlng

DAu m6i, tham muu, girip viQc cho Ban Gi6m hipu thUc hiQn chilc n6ng tO chric

vd quin ly c6ng t6ck€hopch, tdi chinh, kti to6n vd c6c dich vU cta Nhd trudng.

Nhi$m vg

- Ldm dAu m6i ban hanh, hudng d6n vd gi6m s6t thpc hiQn cdc vdtbin quin ly v0

k6 ho4ch, tdi chinh, kt5 to6n cria Nhd trudng.

- Lam AAu mOi x6y dgng kti hopch chitin lugc tdi chinh ng6n hpn, trung han, vd

ddi han cria Nhd trudng.

- Ldm dAu mOi t6ng hgp vd x0y dUng kti hopch nhiQm vp, ktl ho4ch ngdn s6ch

hdng ndm; lflp phucrng 6n phdn UO t<intr phi cho c6c dcrn vf trong Nhd truong vd hudng

ddn c6c dcrn vi tri6n khai sri dpng kinh phi dE dugc phdn b6.

- TO chric thyc hiQn cdc quy trinh triOn khai k6 hopch dAu tu cria c6c dp 6n: Xdy

dpng, thAm dfnh ph0 duyQt tdi chinh dU 6n; hopt dQng mua sim thiet bi dAu tu thuQc c6c

dU 6n; phOi h-op vdi c6c don vi theo d6i vd gi6m s6t ti6n dQ thgc hiQn dg 6n, gi6m dinh

k6t qud thgc hiQn dU 6n.

- Ki0m tra vd thgc thi c6c ldroan thu, chi tdi chinh; c6c nghia vp thu, nQp, thanh

to6n ng, mua b6n, stra chta, hopt dQng d6u tu, x6y dyng co bin; thAm dinh b6o gi6,thhm

dinh tai chinh ctra c6c hqp d6ng.

- Quin ly citc lopi con d6u cria Nhd trulng vd sri dpng c6c con d6u theo dring quy

dinh cria Nhd nudc.
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- QuAn ly vd t6 chrlc thUc hiqn viQc ti6p nhfln, xtr l;f, giao nh4n c6c c6ng vdn, tdi

liQu trong pham vi quy6n hqn vd quy tlinh cira c6ng'tdc v6n thu; luu trB c6c tdi liQu, b6o

vQ c6c tdi liQu mQt theo c6c quy dlnh cria Nhd nudc.

- PhOi hqp vdi b0 phQn Hdnh chinh - CSVC theo ddi, qu6n ly tdi sin cO dirh va

chritriphoih.o.pv6icilcdonvic6li6nquant6chircthanhl}'tais6nhtitkh6uhao,hu

h6ng khdng sri dpng dugc hofc khdng cdn nhu cAu sir dpng. Tham gia nghiQm thu vd

nhpp vdo s6 tai sin ctra trudng tru6c khi dua vdo srl dUng tdi s6n, thi0t bi mdi tir c6c

ngu6n kh6c nhau.

- phSi hqp v6i b0 phan TCCB theo d6i c6c ch6 d0 chinh s6ch cta CBGV trong

nhd Trudng. Tri6n khai c6c cOng t6c kO khai vd ldm b6o hi6m cho CBGV trong Trudng.

- LAp cdcbilo c6o cdng khai c6c chi tiOu tdi chfnh theo quy tlinh cria Nhd nudc,

trulng Dai hqc Gi6o dpc, DHQGHN vd cta Nhd trudng.

- Trinh Ban Gi6m hiQu c6c gi6i ph6p ph6t tri6n c6c nguiin lpc tdi chinh vd ccv sd

vflt ch6t cira Trudng.

- Ldm dAu mOi vd phdi hqp vdi c6c don vi 10p phucrng 6n, tinh hiQu qu6 cua cdc

chuong trinh li6n k6t, hopt dQng c6 thu ngodi nguiin ng6n s6ch nhi nu6c, x6y dyng co

ch6 tai chinh OOi vOi c6c chuong trinh, hopt dQng niy.

- Thpc hiQn c6c viQc thanh quyflt to6n, chi tri cho c6c ho4t dQng ctra Nhd trucrng.

- Ldm eAu mOi t6 chrlc tri€n khai c6c c6ng t6c v0 dich vp dn trua, b6n trri, xe bus

vd c5p ph6t d6ng phUc hgc sinh trong Trudng.

- Thgc hiEn nhiQm vp kh6c c6 1i6n quan t6i chric ndng dugc giao theo y0u cAu ctra

HiQu trucrng.

Didu 8. 80 ph$n Dio t4o - Khio thi

Chtic nlng
Eau m6i, tham muu girip viQc cho Ban Gi6m hiQu trong cdng t6c qu6n ly, diOu

hdnh c6c hopt dQng vO tuy6n sinh, dlro tpo, kh6o thi vd dim b6o ch6t lugng gi6o dpc,

quin ly gi6o viOn, gi6o sinh vd hgc sinh ctra Nhd trudng.

NhiQm vg

COng tdc tuydn sinh

- Tri6n khai thUc hiQn c6ng t6c tuy6n truy6n tuy6n sinh, bao gOm k0 ho?ch,

chuong trinh, t6 chirc th6ng b6o tuy6n sinh theo quy dinh ctra S& GiSo dpc & Edo tpo Hd

NQi cfing nhu quy dinh cria Nhd trulng



- Xdy dUng vi tri6n khai k6 hopch t6ng th6 vd chi tiOt cho c0ng t6c tu v6n tuyiSn

sinh, bao g6m: th6ng tin tuy6n sinh, phuong 6n tuy6n sinh, tu v6n mira thi vd tuy0n

truyOn dpa trOn c6c mi5c ki, thi tuy6n vi x6t tuy6n sinh cria Nhd trudng.

- PhOi hqp vdi c6c don vi liOn quan trong cdng t5c t6 chric c6c k]'thi tuy0n sinh.

- PhOi hqp vOi b0 phfln Hdnh chinh - CSVC x6y dpng thOng tin tuy6n sinh, tu

v6n 0n thi, thi6t k6 vd truy6n thOng tuy6n sinh. Theo ddi vi ph6t tri6n thuong hiQu ctra

Nhd trudng. TO chrlc c5c hQi th6o, tu v6n tuy6n sinh, c6c chuong trinh hqc dac biQt cho

c6c truhng THCS.

- Xdy dUng co ch6 - chinh s6ch khen thu0ng, ktruytin khich tdng cudng quy mO

A
vd hiQu qu6 tuyOn sinh.

COng tdc ddo tgo

- Tham muu xdy dpng, ban hdnh c6c vdn b6n (quy dinh, hu6ng d6n) girip HiQu

tru0ng quin lf c6ng t6c ddo t4o, qufin ly gi6o vi6n, gi6o sinh vd hpc sinh.

- Xdy dUng k6 ho4ch ndm hgc vd t6 chric thpc hiqn kO hopch khai gi6ng, k6 hopch

so k6t, t6ng kOt nrm hgc.

- Ldm OAu mOi ki6m tra vd d6nh gi6 viQc thUc hiQn c6ng tdc gihng dpy ctra gi6o

viOn, d6nh gi6 chdtlugng hqc tflp cria hgc sinh.

- Trinh HiQu truong ph0 duyQt k0 hopch bi6n sopn dO cuong m6n hgc, gi6o trinh,

tap bdi gihng.

- Xdy dyng kti hopch vi kiOm tra viQc thUc hien k6 hoach gi6ng dpy; trinh lry vd

thanh ly ho. p ddng giingd4y, thanh to6n gi6ng dpy v6i gi6o viOn thinh gi6ng.

- Chu6n bi hO so vd quytlt dinh c$ng nhan t6t nghiQp; x6y dqng kd hoqch, huong

dfln thtr tpc vd quy trinh xdt ngirng hQc, thdi hgc, titip nhfln vd chuy6n truong dOi vOi hqc

sinh.

- Qu6n 1)7 h6 so chuy€n m6n, vdn bing, chring chi; luu gifi diOm thi bin gdc vd

c6c tdi liQu c6 li6n quan d6n ddo t4o.

- Hudng d6n thpc hiQn c6ng t6c khen thu&ng, k1i luflt dOi vOi hgc sinh; trinh HiQu

trudng quyOt dinh khen thu&ng, kf luflt COi vOl ngudi hgc.

- Ldm CAu m5i xay dpng quy dfnh v0 chO d0 ldm viQc, ddo tao - bOi duong O6i vOi

gi6o viOn, gi6o sinh vd c6c dOi tuqng kh6c co li0n quan.

-L A. a 1,
- Ldm ddu m6i qu6n ly giito sinh thpc t4p.

CArug ilic Khdo thi vd Dd.m bdo chdt lwqng gitio d1'tc



- Ldm dAu mOi ban hanh c6c vdn ban quy dinh vd hudng d6n ti6n quan dtin viQc t6

chric thi, ki6m tra ddnh gi6k6t qu6 hgc tflp cria hgc sinh.

- X6y dung kti hoach vd t6 chrlc thuc hiQn kt' hopch thi gifta hgc ki,vd hgc ki,.

- Ldm dAu m5i gi6m s6t quy trlnh vd thUc hiQn c6c ho4t dQng vO khao thi trong

Trudng.

- Ldm OAu mOi tri6n khai dinh ki c0ng t6c kiOm dinh ch6t lugng gi6o dpc cta Nhd

trudng theo ydu cdu cria BO GD&DT, S0 GD&DT Hd NQi, Trudng DHGD vd

EHQGHN.

- T6 chrlc luu giirvd b6o mflt co s0 dt liQu cria Nhd trudng vC c6ng t6c dim b6o

ch6t luqrng vi kh6o thi.

- ThUc hiQn nhiQm qr kh6c c6 1i0n quan tdi chrlc ning dugc giao theo y0u c6u cria

HiQu truong.

Didu 9. f6 Cnuy6n giao cdng nghQ

Chfc ning

EAu m6i, tham muu girip viQc cho Ban Gi6m hiQu trong viQc di0u hAnh, quin ly

ph6t triQn hQ th6ng c6ng nghQ th6ng tin vd c6ng t6c chuyOn giao cOng nghQ cira Nhd

trudng

NhiQm vg

- Ldm dAu m6i ti6p nhQn, t6 chrlc ddo t?o vi h6 trg ngudi dirng trong viqc thU

huong c6c sdn ph6m, ring dpng tir c6c don vi trong vd ngodi Trulng.

- Xdy dyng k6 hoach ddi hpn, hang ndm d6 ttng dpng vd ph6t triOn hQ thOng cOng

nghQ th6ng tin cria todn Trudng.

- Qu6n tri nQi dung tr0n cdng th6ng tin Truong THPT Khoa hqc Gi6o d}c

(website, fanpage) nhim phgc vp c6ng t6c quin li, ddo t4o, nghiCn criu khoa hqc, dting

thdi quing b6 rQng rdi hinh 6nh cta Nhd trucrng.

- Quin tri ph6n mdm dung chung, phdng m6y chri, hq th5ng m6y tinh, hQ th6ng

m?ng cria toin Trudng.

- H6 trg c6c don vf vi c6 nhdn vpn hanh thi6t bi c6ng nghQ thOng tin, itng dgng vd

ph6t tri0n phAn m€m d0 n6ng cao hiQu qui tdm viQc.

- Cdp ph6t tdi kho6n c6ng nghQ th6ng tin.

- Ph6i hqp x6y dpng, vQn hdnh vd ph6t triOn website, fanpage cta Trulng.

- Chup 6nh vd dua tin c6c sg kiQn hoat dQng cria Nhd truong.



- H5 trq hQ th6ng c6ng nghQ thOng tin cho ngudi sri dpng 0 phdng hgp, gi6ng

duong; phpc v1r cho c5c cuQc hgp, hOi nghi, t6 6i nigm...

- Cung c6p th6ng tin vd dich vU 16n Internet theo quy dinh cira Nhd nudc vd phrlp

luflt, du6i sU chi d4o cria Ban Gi6m hiQu.

- CAi dflt hQ th6ng m6y tinh, m6y in, mdy fax,m6y photo trong Nhd trudng.

- ThUc hiQn nhiQm vp kh6c c6 li6n quan tdi chfic nlng dugc giao theo yOu cAu cria

HiQu tru&ng.

Chuong IV. 
DIEU KT{OAN THI UANTT

Didu 10. HiQu lgc vir tr6ch nhiQm

1. Quy cIlnh ndy c6 hiQu lpc thi hdnh k6 tr) ngdy t<y ban hdnh kdm theo Quy6t dinh

s5 5S0qD-KHGD ngiry ,4b 1101291, cria HiQu tru0ng Truong THPT Khoa hsc Gi6o duc.

2. Cdn cf euy dinh ndy, c6c t6, b0 phQn chrlc ndng xdy dpng c6c quy trinh,

hu6ng d6n triOn khai cdng viQc ctra don vivd b6o c6o HiQu truOng phO duyQt, ban hdnh.

3. C6c don vi c6 tr6ch nhiQm thuong xuyOn c4p nh4t c6c vdn bin quy dinh mdi

cria ph6p luflt vd cria DHQGHN , b6o c6o HiQu tru0ng xin y ki6n chi dpo trudc khi 6p

dpng thpc hiQn n6u c6 nQi dung kh6c vdi Quy dinh ndy.

4. CdcnQi dung c6ng viQc chua dugc phdn c6ng cg thO trong Quy dfnh ndy thi c6c

don vi eOi ctrii5u chrlc ndng nhiQm vp dugc giao dO xu6t tti hopch tri€n khai thgc hiQn.

Trong trudng ho,p c6 hon mQt don vi i16 xu6t vd chua th6ng nhat vC ilAu mOi tritin khai,

c6c don vi xin f ki6n chi d4o vd triOn ktrai theo sp phdn cOng cria HiQu truong.

Di6u 11. Eidu khoin thi hhnh

euy dinh ndy g6m 4 chuong, 11 di€u, c6 hiQu lUc thi hdnh k6 tir ngdy lqi ban

hanh. Trong qu6 trinh thgc hiQn, Quy dinh ndy c6 thO duqc b6 sung, sria d6i cho phu hqp

v6i di6u kiEn thUc tti. Trudng THPT Khoa hgc Gi6o dpc b6o c6o HiQu tru&ng Truong

DHGD xem xdt, quy6t dinh sria d5i troflc b6 sung cho phu hp.l. +f

e*s
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