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QUYET PINH
Vé viéc phéan cong nhiém vu ciia Hiéu truéng va cac Phé Hiéu trudng
Trwong THPT Binh An
Nam hoc 2025-2026

HIEU TRUONG TRUONG THPT BINH AN

Can cu Thong tw S‘OA, 32/2020/TT-BGDDT ngay 15/9/2020 cua Bo truong Bo
Giao duc va Pdo tao vé viéc bany hanh Diéu Zé tru:o‘ng trung hoc co so, truong
trung hoc pho thong va truong pho thong co nhiéu cap hoc;

Can cir tinh hinh thuc té cia don vi.

‘ , QUYET PINH:
Pieu 1. Nguyén tac phan cong va quan hé cong tac cia Hi€u truong va céc
Pho Hiéu truéng Truong THPT Binh An
1. Hiéu trudng 12 ngudi dimg dau do S& GDPT Thanh phd bé nhiém, chiu
trach nhiém trudc S& GDPT va trude phap luat vé thyc hién chirc nang, nhiém vu,
quyén han ctia Truong THPT Binh An.

2. Pho Hiéu truong do S¢ GDDT Thanh phé bo nhiém. Hiéu truéong phan
cong c4c Pho Hiéu trudng theo dbi, chi dao, t6 chirc thyc hién cac nhiém vu do S&
GDPDT phan cap, iy quyén cho trudng, Hiéu trudng trong pham vi linh vyuc cong
tac duoc phan coéng phu trach. Trong trudng hop can thiét hodc khi Pho Hiéu
truong vang mit, Hiéu trudng truc tiép chi dao xur Iy cdng viée da phan cdng cho
Pho Hiéu truong hoac phan cong Pho Hiéu truedong khac chi dao xir Iy cong viéc.

3. C4c Pho Hiéu truong duge quyén ky thay Hiéu truong Cac van ban, ho so,
tai li¢u thuoc linh vuc dugc giao phu trach lién quan dén cac nhiém vy, quyén han
Hiéu trudng giao.

4. Trong qué trinh thuc hién nhiém vu, cac Pho Hiéu trudng phdi hop, trao
d6i va hd trg nhau, dam bao moi hoat dong cua nha truong duoc thyc hién dung quy
dinh, hiéu qua va theo ké hoach. Truong hop khi xir ly cdng viéc, cac Phd Hiéu
truéng c6 ¥ kién khac nhau, Pho Hiéu truéng dugc giao chi tri giai quyét cong
viéc bao cao Hi€u trudng xem xét, quyét dinh.

5. Khi Hiéu truong vang mat, mot Pho Hiéu trudong duge Hiéu trudng uy
nhiém thay Hiéu truong diéu hanh cac hoat dong cia nha trudng.



Piéu 2. Phan cong linh vuc phy trach ddi véi Ban Giam hiéu nha truong
nhu sau:
1. Ba Vo Huynh Ngoc Van — Hi¢u truéng

1.1 Chiu trach nhiém trudc phéap luat va cép trén vé toan bd hoat dong cua
nha truong.

1.2 Quan ly diéu hanh moi hoat dong cua nha truong; truc ti€ép phu trach
cong tac to chuc, cong tac ké hoach, cong tac do1 ngoai, cong tac tai chinh ctia don
vi, mua sam - stra chita 16n va t6 chiric cac hoat dong ngoai khoa ctia hoc sinh.

1.3 Nhirng cong viéc quan trong sau day Hicu truong s€ thao luén tap thé
BGH, thong qua lién tich trudce khi quyét dinh:

- Cac quyét sach dinh huéng phat trién nha trudng;

- Bién ché, phuong huéng nhi¢m vu, ké hoach nam hoc;

- Giit lai, phan cong nhan sy hang nam;

- Du toan, quyét toan ngan sach, ké hoach mua sim tai san theo quy dinh;
- Thiét 1ap phuong an chi tiéu ndi bo;

- Cong tac thi dua, khen thuong, ky luat CB-GV-CNV va hoc sinh;

- Hoat dong xa hdi hoa, can tin, nha xe.

1.4 Pbi voi nhitng van dé quy dinh phai thao luan tap thé nhung can quyét
dinh gip ma khong cé diéu kién thao luan tip thé thi Hiéu trudng quyét va chiu
trach nhiém.

1.5 Nhiém vu va quyén han cta Hiéu truong:

- Xay dung, t6 chtrc bd may nha truong;

- Thyc hién cac nghi quyét ciia Hoi dong truong;

- Xay dung chién lugc phat trién nha truong; xay dung va t6 chirc thuc hién
ké hoach nhiém vu niam hoc; bao cao, danh gia ket qua thyc hién trudc Hoi dong
truong, Hoi dong Su pham va cac cp c6 tham quyén;

- Thanh lap céc t6 chuyén moén, cac t6 chirc “nang va cac hoi dong tu van
trong nha trudng; b6 nhiém to truong, t6 pho; dé xuat cac thanh vién ciia Hoi dong
truong trinh cap c6 thim quyén quyét dinh;

- Quan ly gido vién, nhan vién; quan ly chuyén mon; phan cong cong tac,
kiém tra, danh gia xép loai gido vién, nhan vién; thyc hién cong tac khen thudng,
ki luat doi voi gido vién, nhan vién; thuc hién viéc tuyén dung gido vién, nhan
vién; ky hop dong lao dong; tiép nhan, diéu dong gido vién, nhan vién theo quy
dinh cta Nha nudc;

- Quan ly tai chinh, tai san cua nha truong;



3

- Thyc hi¢n cac ché do chinh sach ctia Nha nudc doi voi gido vién, nhan
vién, hoc sinh; t6 churc thuc hién quy ché dan chu trong hoat dong cia nha truong;
thuc hién cong tac xa hoi hod gido duc cua nha truong;

- Chi dao thuc hi¢n cac phong trao thi dua, cac cudc van dong cua nganh;
thuc hién cong khai d61 vdi nha trudng;

- Puoc dao tao nang cao trinh do, boi dudng chuyén moén, nghiép vu va
huong cac ché do, chinh sach theo quy dinh cua phép luat;

- Ky ban hanh tit ca cac vin ban phat hanh cua don vi ( néu véang sé giao uy
quyén)

- Cong tac tuyén sinh dau cp;

- Panh gia chuan HT, PHT, Chuan GV;

- Phu trach cong tac tu tuéng chinh tri trong co quan, phat ngdn cua truong;
Tiép dan, ti€p khach;

- Quan ly toan dién t6 Vin phong. Tham gia sinh hoat t6 Van phong;

- Truong ban VSTBPN; Phu trach doan thé; cac hoat dong ngoai khoa; van
nghé va canh quan moi truong; Quan tri trang thong tin Poan TN va Website cua
don vi;

- Phu trach cudc van dong: “Hoc tap va lam theo tAm guong dao dtirc HO Chi
Minh”;
- Phu trach cong tac Hoi Chir thap do, cong tac khuyén hoc;

- Lam viéc, phéi hop, t6 chirc thuc hién nghi quyét cia BDD CMHS va cong
tac phoi hop gido duc hoc sinh;

- Phy trach cong tac tuyén sinh Pai hoc- Cao dang; Cong tac ddi ngoai véi
dia phuong va cac don vi ban;

1.6 Péi voi nhitng van dé quy dinh phai thao luan tap thé nhung can quyét
dinh gip ma khong c6 diéu kién thao luan tap thé thi Hiéu truong tu quyét theo
dung phap luat va ty chiu trach nhiém nhung phai bao cdo tap thé lanh dao trong
ky hop gan nhat va lanh dao cap trén bang van ban.

1.7 B6i véi nhitng van dé khong quy dinh phai thao luan trong tap thé 1anh
dao, Hi€u trudng tu quyét theo ding phap luat va ty chiu trach nhi¢m.

2. Ong Nguyén Manh Hung — Phé Hiéu truéng

Phu trach giap Hiéu trudng chi dao cac cong viéc:

- Thuc hién chuong trinh giao duc;

- Tham muu cho Hiéu trudng vé cong tic phan cong giang day ciia GV;
- Phu trach cong tac phu dao HS yéu, thi lai;

- Phy trach chinh cong tac khao thi, kiém tra giita ky, cudi ky;
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- Quan ly, chiu trach nhi€ém vé ché do thira gio cho don vi;

- Xay dung ké hoach thyc hién chuong trinh nha trudng ngoai gio' chinh
khoa;

- Phu trach quan 1y cong tac day thém hoc thém ngoai nha truong;

- Phu trach chinh cong tac kiém dinh chat luong gido duc; Xay dung trudng
chuan quoc gia;

- Phu trach cong tac kiém tra ndi bd, bi mat nha nudc, Phong chéng tham
nhiling, cdng tac ké khai tai san, cbng tac Phap che...

- Tham muu cho Hi€u truong cac bién phap phu hop voi dac diém tinh hinh
nha truong d€ nang cao chat luong day va hoc;

- X4y dung ké hoach chuyén mon; phuy trach cong tac thanh kiém tra chuyén
mon (lap ke hoach va td churc thyc hi¢n); kiém tra ndi bg; phap che;

- Xay dung ké hoach bdi dudng hoc sinh gioi;

- Quan 1y kho hoc liéu sb, hoc liéu dién ttr. Ngan hang dé;
- Luu trit hd so chuyén mon;

- Phu trach cong tac boi dudng thuong xuyén;

- C6 quyén va chiu trach nhiém chinh nhic nhd gido vién thyc hién tét quy
ché chuyén mon va cac quy dinh khac ctia nha truong;

- Ky duyét cac loai so lién quan dén chuyén moén: s6 di€m, s6 dau bai (Khoi
12); s0 hop to chuyén mon, gido an.v.v...

- Phu trach va chiu trach nhiém Hb so thi Tét nghiép THPT;

- Phu trach cOng tac tuyén sinh dau cap;

- Phu trach cong tac pho cép gido duc tai dia phuong;

- Phéi hop vdi cac Pho Hiéu truong trong thuc hién nhiém vu;

- Phu trach toan dién T6 Toan, H6a-Sinh, Tiéng Anh, St - Djia — GDCD, Vit
li — Cong nghé. Tham gia sinh hoat t6 Str - Pia — GDCD;

- Tham muu xdy dung quy ché chi tiéu noi bd hang ndm; Tham muu xay
dung ké hoach hoat dong va phat trién nha truong.

Timng thoi diém, c6 thé phu trach thém maot vai cong tac khac do Hiéu trudng
phén céng. Chu dong xay dung cac ké hoach va bao cao cho cac cap cac cong viéc
phu trach.

3. Ba Nguyén Thi Thanh Phwong — Phé Hiéu truéng

Phu trach giap Hiéu trudng chi dao cac cong viéc:

- Tham muu cho Hi¢u truéng ké hoach mua sim tai san, trang thiét bi
DDDH, co s¢ vat chat, xay dung stra chira nhé trong nha truong; Chiu trach nhiém
quan 1y tai san nha truong: tir khau ti€p nhan tai san - cap nhat so tai san - qué trinh
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str dung - kiém ké - thanh 1y. Kip thoi béao tri, stra chita thiét bi, d6 dung day hoc,
dién, nudc phuc vu kip thoi cho viéc day va hoc;

- Phy trach cong tac vé sinh lao dong trudng, 16p; cong tac thanh ly; Lap sO
va Ban béo vé CSYC, Bao vé tai san; Lén cac phu:orng an, ké hoach bao v¢ tai san
trong di€u kién bat thuong ... Chiu trach nhiém phoi hop voi cac co quan hiru
quan trong viéc phoi hop thyuc hién cong tac an toan truong hoc; phong chong chay
no;

- Phuy trach cong tac thi dua, khen thuong va ky luat. Tham muu xay dung
cac ndi quy, quy ché co quan; Moi Thay ¢6 giao 1a tam guong dao dtc, tu hoc va
sang tao;...

- Quan ly va chiu trach nhiém chinh vé né nép cua can b giao vién nhan
vién trong toan truong tru t6 Van phong;

- Quan ly hoc sinh va cac hoat dong cua hoc sinh do nha truong t6 churc; xét
duy@t két qua danh gia, xép loai hoc sinh, ky xac nhan hoc ba cho hoc sinh va
quyét dinh khen thudng, ky luat hoc sinh;

- Quan Iy toan dién hoc sinh; Chiu trach nhiém vé xép loai hanh kiém ciia
hoc sinh. Kiém tra va ky duyét ho so khoi 16p 10,11. Quan ly T6 Chu nhiém; Ky
S6 Chu nhi¢m va S6 dau bai Khoéi 10, 11,12;

- Phu trach, quan 1y, chi dao hoat dong cic phong bd mon, thiét bi, phong
hoc stem va Thu vién;

- Phu trach ho so boi dudng hoc sinh gioi;

- Ky hoc ba $0;

- Chiu trach nhiém vé cong tic CSDL nganh, tmg dung CNTT, chuyén d6i
s0, hoc ba so;

- Cong tac xét duy¢t thi lai, ¢ lai, rén luyén he ctuia hoc sinh hang nam;

- Phu trach toan di¢n cac cudc thi: Tin hoc, Gido duc phép luat, Tim hiéu
lich str dia phuong ; ...

- Quan ly c¢ s& dir liéu Nganh;

- Phu trach cac hoat dong thé duc thé thao, Cong tdc THTT HSTC;

- Sép xép bién ché 16p hoc, t6 hop tu chon;

- Sinh hoat trong t6 Thé duc — GDQP- Tin. Quan 1y toan dién T6 Thé duc —
GDQP- Tin;

- Tham muu xay dung quy che chi ti€u nd1 bd hang ndm; Tham muu xay
dung ké hoach hoat dong va phat trién nha trudng;

- Quan ly cong tac tu van ctia hoc sinh. Phu trach Ban tu van: SKSS vi thanh
nién;

- Phoi hop vai cac Pho Hiéu truong trong thuc hién nhiém vu;
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- Theo doi va thuc hién Quy ché dan chu cua don vi;

- Phu trach don vi khi Hiéu trudng ty quyén.

Timg thoi diém, c6 thé phu trach thém mot vai cong tac khac do Hiéu trudong
phéan céng. Chu dong xay dung cac ké hoach va bao cao cho cac cap cac cong viéc
phu trach.

Piéu 3. Cach thirc giai quyét cong viéc ciia Ban Giam hiéu

1. Pau mdi nidm hoc, cin ¢t trén nhirng chi dao cua cép trén, Ban giam hi¢u
hop chuéan bi cho nam hoc méi (xay dung k€ hoach, bién ché t6 chirc nhan su, tai
chanh, chuan bi CSVC v.v...).

2. Hiéu trudng ra quyét dinh thanh 1ap, phan cong trach nhiém cho lanh dao
don vi, cac bd phan, qui dinh qui trinh hoat dong, nguyén tac phdi hgp gitra cac bo
phan trong h¢ thong quan 1y cua nha truong.

3. Hiéu trudng can ct vao qui ché, thong tu, diéu 1é va cic nguyén tic quan
1y d€ qui dinh cac nguyén tac thanh tra, kiém tra danh gia, khen thuong, ky luat, de
bat, bdo nhiém, bai nhi¢ém moi thanh vién trong h¢ thong quan 1y cua truong.

4. Binh ky hang thang Ban giam hiéu hop kiém diém cong tac trong thang

qua va thong nhat ndi dung cong tac tuan tdi; thao luan, dé ra phuong cach giai
quyét nhitng van dé phat sinh trong qua trinh hoat dong ctia nha trudng.

Picu 4. Hiéu lyc thi hanh
Quyét dinh nay c6 hiéu lyc ké tir ngay ky.

Cé4c Thanh vién Ban Giam hiéu nha truong, Van phong, cic T6 trudng
chuy&n mén chiu trach nhiém thi hanh quyét dinh nay./.
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Huynh Ngoc Van
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