SO GD & PT PAK NONG CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THPT HUNG VUONG Déc lap - Tw do - Hanhphiic
S6:  /Qb-THPTHV Quang Phu, ngay 11 thang 9 nam 2018
QUYET PINH

(V/v phan cong nhiém vu Ban giam hi¢u nam hoc 2018-2019)

HIEU TRUONG TRUONG THPT HUNG VUONG

Cin ctr thong tu  sd 12/2011/TT-BGDDT ngay 28 thang 3 ndm 2011 cua Bo
Gido dyc va dao tao ban hanh Diéu I¢ truong trung hoc co s, truong trung hoc phod
thong va trudong pho thong c¢6 nhi€u cap hoc;

Can ctr Thong tu s6 28/2009/TT-BGDDT ngay 21 thang 10 ndm 2009 ban hanh
quy dinh vé ché do lam viéc ddi véi gido vién pho thong;

Cin ctr Thong tu s6 15/2017/TT-BGDDT, ngdy 9 thang 6 nam 2017, Thong tu
sita doi, bo sung mot s6 diéu cta Quy dinh ché d6 1am viéc ddi véi gido vién phd
thong ban hanh kém theo Thong tu 28/2009/TT-BGDDT ngay 21 thang 10 ndm 2009
cua bo truong Bé Giado duc va Dao tao;

Can c Huéng dan thuc hién nhiém vy nam hoc 2018-2019. Cén ctr vao tinh
hinh thyc t€ cua don vi, Xét nang luc va kha ndng cong tac cta can bd, gido vién, nhan
vién.

i QUYET PINH
Pieu 1. Phan cong nhi€ém vu quan 1y, di€u hanh cic hoat dong cua truong
THPT Hung Vuong cho Hi¢u truong, Pho Hiu trudng (co phan cong kem theo)

Piéu 2. Cac dong chi can bd Quan 1y cin ctr vao nhiém vu duoc phan cong co
trach nhiém tham muu voi dong chi Hiéu truong nha trudng dé xdy dung ké hoach,
trién khai thue hién phu hop voi diéu kién cta nha truong, bao dam khoi luong va
chét luong cac nhi€ém vu dugc giao.

Picu 3. Cac 6ng (ba) trong Ban giam hiéu, cac té chuyén mon, cac to chirc doan
thé trong trudong va nhitng nguodi co6 tén tai Pieéu 1 chiu trach nhi¢m thi hanh quyét
dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ky.

HIEU TRUONG
Noi nhdn:
- S6 GD&DT bak Nong;
- Huyén uy, UBND huy¢n;
- Nhu diéu 3; )
- Luu: VT. Trinh Pirc Tien



DANH SACH PHAN CONG NHIEM VU CHO BAN GIAM HIEU
TRUONG THPT HUNG VUONG NAM HQC 2018-2019
(Kém theo quyét dinh s6:  /OP-THPT ngay 11 thang 9 nam 2018
cua Hiéu truong truong THPT Hung Vuong)
I. Quyén han, trach nhi¢m ciia linh dao nha truong:

Trén co so cac chu trwong, nghi quyét ciia Pang, chinh sach phap luat ctia Nha
nudc, cia Nganh va cac muc tiéu kinh té - x3 hoi cia dia phuong, nha truong xiy
dung céc dé an, ké hoach, nhiém vy, muc tiéu phat trién gido duc va t6 chure thuc hién
céc chirc nang, nhiém vu quyén han theo quy dinh.

Quan 1y, diéu hanh cac hoat dong gido duc cua nha truong theo quy dinh cua
Nha nudc, thue hién kiém tra, giam sat, danh gia theo quy dinh.

Chi dao viéc t6 chirc giang day, hoc tap va cac hoat dong gido duc khac theo
chuong trinh gido duc do B GD & DT ban hanh va nhitng quy dinh cua S& Giao duc
& Dao tao Bak Nong.

Tiép nhan hoc sinh, van dong hoc sinh bd hoc dén truong; phéi hop véi gia
dinh hoc sinh, céc td churc, c4 nhan trong cong déng thuc hién cac hoat dong gido duc;
the hién phd cap gido duc bac Trung hoc trong pham vi cong dong theo quy dinh cta
Nha nudce, ciia nganh,;

Quan 1y gido vién, nhan vién va hoc sinh; Chi dao viéc quan ly, st dung dat
dai, truong 16p, quan 1y tai san trang thiét bi va tai chinh theo quy dinh ctia Phap luat;

T chuc cho gido vién, nhan vién va hoc sinh tham gia cac hoat dong xa hoi;
thuc hién cac nhiém vu va quyén han khac theo quy dinh ctia phap luat. Hiéu truéng
phan cong cho Phé hi¢u truéng giap Hidu trudng chi dao, xur 1y thuong xuyén céc
cong viéc theo linh vuc, nhiém vu dugc phan cong hodc uy quyén.

Phé hiéu truong: Duoc thay mat Hidu truong quyét dinh va chiu trach nhiém
trude Hi€u truong, trude Phap luét vé linh vyc, nhiém vu duoc Hi¢u truong phén
cong hodc Uty quyén vé cac quyet dinh ctia minh. D4i véi nhitng van dé quan trong,
phtrc tap hodc nhay cam phai xin y kién Hiéu truéng kip thoi trude khi quyét dinh.

II. Phan cong nhiém vu cu thé

1. Trinh Ptrc Tién - Hiéu truong

- Chiu trach nhiém truéc S6 GD&DT Dak Nong, UBND Huyén Krong N6 vé toan bd
hoat dong cua nha trudng,

- Quéan ly va diéu hanh moi hoat dong cua nha truong; tri¢u tap va chu toa cac phién
hop ctia nha trudng; t6 chtic chi dao trién khai cac chu truong ctia Pang, Nha nude va
cac cap toi can bo, giao vién, hoc sinh toan tru’O’ng,

- Chi dao, quan ly va giai quyét mot sb cong viéc chinh nhu sau:

+ Cong tac to churc, tu tuong chinh tri, béi dudng chuyén mén nghiép vu cho gido
vién,

+ Xdy dung, Té chuc bo may co quan; doi ngii can by quan ly, doi ngii nha giao trong
khuon kho chtre nang, quyén han va nhiém vu theo quy dinh. Thanh lap cac t6 chuyén
mon, t6 vin phong va cic hoi déng tu van trong nha trudng; bd nhiém to trudng, t6
pho; lam cong tac t6 chirc can bo.



+ Xay dung ké hoach va t6 chirc thuc hién nhiém vu gido duc, ndi quy va quy ché
hoat dong nha truong; Chi dao viéc quan 1y va td churc gido duc hoc sinh;
+ Xay dung ké hoach phat trién gido duc cia nha truong, cong tac kiém tra danh gia.
+ Quan 1y gido vién, nhan vién, hoc sinh; quan 1y chuyén mdn, phan cong cong tac;
kiém tra, danh gia viéc thuc hi¢n nhi€ém vu cia Pho hi¢u truong, can bg, gido vién va
nhan vién.
+ Quan ly hanh chinh, tai chinh, tai san cua co quan; Thuc hién céc ché dd chinh sach
ctia Nha nudge doi véi gido vién, nhan vién, hoc sinh; t6 chuc thuc hién quy ché dan
chu trong hoat dong ctia nha truong; thuc hién cong tac xa hoi hoa gido duc cua nha
truong;
+ Phéi hop v6i Cong doan, Poan Thanh nién thyc hién cic muyc tiéu nguyén 1y gido
duc, cong tac thi dua khen thudng, cong tac gido duc tu twong, gido duc phap luat.
+ Chi dao céc to chuc, doan thé (Cong doan, doan thanh nién), Ban dai dién cha me
hoc sinh, Hoi khuyén hoc trong don vi hoat dong theo chirc nang.
+ Phu trach t6 vin phong
+ Duyét cac ké hoach ctia chuyén mén nha truong, cac t6 chirc doan thé, T6 chuyén
mon, t6 van phong; cac van ban guri cic cap, cac nganh va cac van ban khac lién quan
dén hoat dong nha truong,
+ Xay dung quy hoach phat trién nha trudng, to chirc thyc hién ké hoach nhiém vu
nam hoc, bao cdo, danh gia két qua vai cap trén,
+ Chu tich Hoi dong thi dua, khen thudng, ky luat.
+ Quan Iy chuyén truong, nhép hoc va tuyén sinh.
+ Thyc hién cac ché do chinh sach, quy ché dan chu, cong tac xa hoi hoa giao duc.
Chi dao thuc hién cac phong trao thi dua, cidc cudc van dong cua nganh; thuc hién
cong khai ddi voi nha trudng,
- Chi dao cong tac Lao dong - V¢ sinh truong 16p;
- Chi dao, quan 1y co s& vat chat nha trudng. Quan 1y thiét bi trudng hoc, Y té hoc
duong, Thu vién.
- Chi dao phu trach website nha truong.
- Pinh murc tiét day/nam cta Hiéu trudng 1a 2 tiét/tuan x sé tudn danh cho giang day
va cac hoat dong giao duc theo quy dinh vé ké hoach thoi gian nam hoc.
2. Hoang Hung Cwong - Pho Hi€u trudng

Thuc hién va chiu trach nhiém trudc Hi€u trudng vé nhiém vu dugc Hiéu
tredng phan cong; Cung voi Hiu trudng chiu trach nhiém trude cp trén vé phan
viéc duoc giao, cu thé nhu sau:
- Quan ly va chi dao thuc hién vé cong tac chuyén mon:
+ Phu tréch, chi dao, quan ly hoat dong day hoc. Xay dung ké hoach hoat dong vé
cong tac chuyén mon. Quan ly, diéu hanh céac hoat dong chuyén mon, day hoc tu
chon.
+ Phu trach cong tac né nép gido vién va hoc sinh, an ninh trat tu truong hoc, Ho so
thi dua khen thudéng va ky ludt cua gido vién, hoc sinh; Ho so chuyén mon vé day
thém-hoc thém.



+ Phu trach cong tac kiém tra ndi bd truong hoc, cong tac chu nhiém 16p.
+ Quan ly, kiém tra, nhan xét cac loai hé so thudc linh vuc chuyén mon(VN.edu, S6
dau bai, KH cua t6 chuyén mon, S6 diém 16p, KH giang day cua GV ...)
- Thong keé, tong hop va quan 1y cac chi sd, s6 liéu vé chuyén mon. Phuy trach phén h¢
EMIS; Phan hé quan ly hoc sinh; Phan h¢ quan 1y diém cua phan mém VNPT, Co s6
dir liéu nganh...
- T6 chire chi dao cac chuyén dé. Huéng dan, t6 chirc cic hdi thi: Gido vién 2161, hoc
sinh giodi, Khoa hoc k¥ thuat, lién mén, day hoc theo chu dé tich hop, Hoi thao qubc
phong- an ninh.
- Phu tréch theo doi, giup do cac to chuyén mon: Khoa hoc tu nhién, khoa hoc xa hdi,
thé duc - Quéc phong.
- Phy trach mang bdi dudng thudng xuyén gido vién, cong tac khao thi va kiém dinh
chét‘ luong gido duc, Cong tic Gido duc ngoai gio 1én 16p, GD hudng nghi¢p, day
nghé.
- Phu trach cac hoat dong van hoéa, van nghé, thé duc thé thao; Hoat dong ngoai khoa
cua nha truong.
- Phu trach tng dung cong ngh¢ thong tin trong nha tru’ong
-Thay mat Hiéu truéong diéu hanh cac hoat dong, gitip Hi€u truong giai quyét nhitng
cong viéc khi dugce Hi¢u trudng nha truong uy quyén.
- Pinh muc tiét day/nam ctia Pho hiéu trudng 13 4 tiét/tudn x s tuan danh cho gidng
day va cac hoat dong giao duc theo quy dinh vé ké hoach thoi gian nam hoc.
- B4o c4o vin ban giri cip trén thudc linh vuc phu trach khi dwge Hiéu truong uy
quyén, hodc khi Hiéu truong di vang. Lap cic bao cdo vé cac cong viéc phu trach
hodc cong viéc khac duoc Hi€u truong phan cong theo dinh ky hang thang (ngay thur
hai ctia tuan dau tién trong thang).
- Chiu trach nhiém c4 nhan vé cac linh vuc minh duge phy trach dong thoi chiu trach
nhiém trudc Hiu trudng trong cong tac quan Iy nha trudng .
- Thay mat Hiéu truong diéu hanh cac hoat dong, giup Hiéu trudng giai quyét nhitng
cong viée khi duoc Hiéu trudng nha truong uy quyén.
- Thuc hién mét sé nhiém vu khac theo su phan cong cua Hiéu trudng.

HIEU TRUONG



