UBND HUYEN CU JUT CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MAM NON HOA HONG Poc lap - Tw do - Hanh phc
S6: 17/QD-MNHH Ea T’ling, ngay 28 thang 7 nam 2023
QUYET PINH

Vé viéc phén cong cong tac cia Hi€u trudng, cac Phé Hi¢u truwéong

treong mam non Hoa Hong, nim hoc 2023-2024

HIEU TRUONG TRUONG MN HOA HONG

Can ctr Luat Vién chtrc.

Can ctr Thong tu s6 52/2020/TT-BGDPT ngay 31/12/2020 ctia Bd Gido duc va Pao
tao ban hanh Diéu 1¢ truong mam non;

Cian ctt Quyét dinh s6 01/TC-CB ngay 27/8/1998 ctia Giam déc S6 GD&DT tinh
Pak Lak vé viéc thanh 1ap truong MN Hoa Héng, thi trin Ea T’ling, huyén Cu Jut;

Can ct Thong tu lién tich s6 06/2015/TTLT-BGDDT-BNV quy dinh vé danh muc
khung vi tri viéc lam va dinh mic s6 luong nguoi lam viée trong cac co sd gido duc
mam non cong lap;

Can ctr Quyét dinh s 401/QD-UBND ngay 02 thang 3 nim 2017 caa Uy ban nhan
dan huyén Cu Jat, vé viéc diéu dong ba Nguyén Thi Ha Phd hiéu truong Truong Mau
gido EaTling vé cong tac va bd nhiém giir chic vu Hiéu truong Truong Mam non Hoa
Hong; Quyét dinh s6 1156/QD-UBND ngay 14/5/2021 ciia UBND huyén Cu Jut vé viéc
bd nhiém lai ba Nguyén Thi Van giit chitc vu PHT truong MN Hoa Hong; Quyét dinh s6
3188/QD-UBND ngay 24/12/2020 ctia UBND huyén Cu Jat vé viéc diéu dong va bod
nhiém ba Bui Thi Hai Yén gitt chitc vy PHT truong MN Hoa Hong;

Can ctr két luan cudc hop Hoi dong truong, Chi bo mam non Hoa Hong; theo yéu
cau thuc hién nhiém vu ctia nha truong.

QUYET PINH

Piéu 1. Nguyén tic phan céng quan hé cong tac giita Hiéu truong, cac Phé Hiéu
truong:

1. Hi€u trudng chiu trach r}hiém trudc UBND huyén, phong Gido duc va Dé}o tao,
bang uy, UBND, HDND thi tran EaTling vé thyc hi¢n chirc ndng, nhiém vy, quyén han
cua Hiéu truong theo cac quy dinh hién hanh cua phap luat.

2. Hiéu truéng diéu hanh toan bg hoat dong cua nha tru:orng theo ché d6 Thu trudng.
Hiéu trudng truc tiép hodc phan cong cac Phé Hiéu truong giup Hiéu truong theo doi,
chi dao, xr Iy cac cong viéc thuong xuyén, thudc thim quyén ctia Hiéu trudng trong
tung linh vuc cua nha truong.

3. Mbi Pho Hiéu truong dugc phan cong tryc tiép phu trach mot sé linh vuc cong
tdc. Hiéu truong di€u chinh phan céng gitta cac Pho Hiéu trudng nha truong khi can
thiét.
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4. Cac Pho Hiéu tru’(’mg thuc hién nhiém vu, quyén han theo quy dinh cta phap luat
dé giai quyét cong viéc, dugc thay mat Hi¢u truong st dung quyén han Hi¢u truong
giao dé chu dong giai quyét mot sb cong viéc thudc linh vuc phan cong va chiu trach
nhiém trudc phap luat, trudc Hiéu truong vé nhitng quyét dinh ctia minh. Ddi véi cong
viéc quan trong, phurc tap thi Pho Hi¢u truong chu dong phdi hop voi cac Pho Hi¢u
truong khac dé giai quyét va bao cao véi Hidu trudng xem xét quyét dinh.

5. Pho Hi¢u trudng chiu trach nhiém ca nhan vé cong tac,cua minh truéc UBND
huyén, phong GD&DT huyén, Dang uy, UBND, HDND thi tran EaTling, Truong MN
Hoa Hong va Hiéu trudng.

Pi¢u 2. Phan cong nhiém vu cu thé cia Hiéu truéng, Phé Hi¢u truwéng nim hoc
2023-2024 nhu sau:

1. Ba Nguyén Thi Ha — Bi thw chi bd - Hiéu truéng.

- Chiu trach nhiém lanh dao, quan ly toan dién moi hoat dong thudc chirc nang,
nhiém wvuy, quyen han cua truong mam non Hoa Hong. Khi xét thay can thiét Hiéu
truong s& truc tiép chi dao, giai quyét cong viéc da phan cong cho cac Pho Hiéu truong
va diéu chinh lai su phan cong nhiém vu cta cac Pho Hiéu truong.

- T6 chtrc xay dyng bd may nha truong; Tlep nhan va ki hop ddng lao dong; Thanh
lap cac to6 chuyén mon, t6 vin phong; cac hoi dong tu van trong nha truong. Bo nhiém
cac chirc danh trong nha trudong: To trudng, Thu ki hoi dong, cac ban trong nha truong
theo quy dinh; Chi dao viéc diy manh hoc tip va lam theo tu tuong, dao duc, phong
cach H6 Chi Minh, cong tac giai quyét khiéu nai to céo.

- Xay dung ké hoach chién luoc, ké hoach xay dung trudong dat Chuan Qudc gia, ké
hoach phat trién cia don vi va to chic thuc hién nhiém vu nim hoc theo ké hoach,
nhiém vu dé ra; Phu trach cdng tac bao vé chinh tri noi bo, quan 1y hd so tuyén dung
gi4o vién, nhan vién; Cong tac phong chdng tham nhiing va thuc hanh tiét kiém, chdng
lang phi; Cong tac thi dua-khen thuong va ky luat, xét nang luong; Quy tic ang Xu...

- Quan ly va chi dao, phan cong nhiém vu cho cac ddng chi Phé hiéu truong, gido
vién, nhan vién; phan cdng chuyén mén; phan cong lich cong tac va gido vién chu
nhiém va cac hoat dong giao duc khac trong nha truong.

- Kiém tra, danh gia, xép loai viéc thuc hién nhiém vu caa cac Phd hiéu truong, to
trrdng, giao vién, nhan vién trong nha trueong theo thong tu cia Bo Gido duc va Pao tao
vé chuan nghé nghiép gido vién va danh gia xép loai, phan loai cong chic, vién chic
hang nam.

- Thue hién cac ché do chinh sach cua Nha nuée ddi vai gido vién, nhan vién, hoc
sinh; t6 chuc thyc hién Quy ché dan chu trong hoat dong cta nha truong (c6 xay dung
quy ché riéng); thuc hién cong tac xa hdi hoa gido duc cua nha truong theo quy dinh cua
Phép luat.
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- Chu tich hoi dong: Ty danh gia KDCL, truong chuan Quoc gia; Thi dua khen
thuong, nang luong, ky lut; Tuyen sinh dau cap; xet tuyen bo sung hoc sinh; Xet hoan
thanh chuong trinh (}DMN cho tré 5 tu@i, quan 1y hoc siph va cac hoat dong cua hoc
sinh do nha truong to churc; xét duyét két qua danh gia, xep loai hoc sinh, ky xac nhén
két qua danh gia hoc sinh dinh ky va cudi nam hoc; ky quyét dinh khen thuong hoc sinh
theo quy dinh; Cham sang kien/NCKHSPUD; Thi giao vién gioi cap truong. Chiu trach
nhiém chinh vé cong tac Quan ly chat lugng, phé duyét toan bo ké hoach cua cac bo
phan va cac Pho Hiéu truong.

- Quan ly tai chinh, tai san va co s¢ vét chat cua nha truong. La cha tai khodn
duy nhat ciia don vi.

- Pau mbi phdi két hop voi Ban chap hanh Cong doan; Ban dai dién cha me hoc
sinh trong cac hoat dong phong trao trong nha truong.

- bau méi phoi hop vai Chinh quyén dia phuong, Cong an thi tran, Trung tam y
te huyén trong viéc dam bao an ninh trat tu va cham soc suc khoe hoc sinh, cong tac
phong chay, chira chay, phong chong thién tai, dich bénh.

- Puoc theo hoc céc 16p bdi dudng chuy@n mén, nghiép vu va hudng cac ché do
theo quy dinh hién hanh.

- Chiu trach nhiém vé viéc chuyén di, chuyén dén d6i vai can bo, gido vién, nhan
vién va hoc sinh trong nha truong.

- Truong hop Hiéu truong vang mat trong thoi gian nhat dinh, s& xem xét phan
cong cho mot Pho Hiéu truong thay mat dieu hanh chung va béo cao két qua cong viéc
cho Hiéu truong.

- Theo dbi, chi dao va kiém tra ho so c4c to cac bo phan trong nha trudng; Chi dao
truc ticp to Vin phong.

2. Ba Nguyén Thi Van — Phé Bi thw chi b - Pho hi¢u trwéng — Phu trach linh
vue giao duc.

- Thuc hién nhiém vu giai quyét cdng viéc cua Hiéu truong khi Hiéu truong di ving
hodc khi duoc Hiéu truong uy quyen.

- Gilip Hiéu trueng don ddc, chi dao, kiem tra viéc thuc hién Nghi quyét ciia Dang
b Thi tran, Chi b trudong mam non Hoa Hong, Nghi quyét hoi nghi VC-NLD, céac ké
hoach cua nha truong doi vai gido vién, nhan vién, hoc sinh trong nha truong.

- Gilp Hiéu truong quan 1y cac linh vuc cdng tac, gom:

+ Lap va trién khai, chi dao, kiém tra, danh gia ké hoach vé cong tac gido duc.

+ Lén ké hoach mé chuyén d¢, sinh hoat, tu van, boi dudng can bd, gido vién, nhan
Vién, t6 chuc tap huan chuyén mon, kiém tra ho so chuyén mdn giao vién, trien khai ke
hoach kiém tra noi b, thi gido vién gioi, tham quan, trai nghiém..., thi sang
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kien/NCKHSPUD, thi d6 dung do choi va cac Hoi thi chuyén mon cho gido vién va hoc
sinh,... ké hoach nang cao chat lugng day hoc, cac hoat dong chuyén moén va Iuu ho so
theo quy dinh.

+ Lap ké hoach, trién khai hoc tap, don ddc, kiém tra, danh gia, phé duyét két qua
boi dudng thuong xuyén cua gido vién nim hoc 2023-2024; Lén ké hoach cong tac
BDTX 2024-2025 bao céo cap trén phé duyét; thuc hién cong tac xa hoi hod gido duc
cua nha truong;

+ Phu trach cong tac kiém tra noi bo;

+ Chi dao va diéu hanh cong tac t6 chuc, trang tri cac ngay 18, khai giang, cac dai
hoi, hoi nghi trong truong, chi dao hoat dong phong trao van hoa, van nghé, thé duc thé
thao... Theo doi cong tac thi dua, khen thudng, ky luat gido vién, nhan vién, hoc sinh,;
thuc hién cong tac xa hoi hoa gido duc cua nha truong;

+ Phuy trach 1am cac béo céo chuyén mén giri cip trén. Lam céc béo céo khéc khi
Hiéu truéng phan cong. Lam bao céo danh gia hang thang va 1én ké hoach hoat dong
thang ké tiép trong linh vuc phu trach trudc cudc hop lanh dao nha truong va hop Hoi
ddng su pham. Gui béo céo thang biang vian ban qua Email cho Hiéu truong.

+ Puoc theo hoc cac 16p bdi dudng chuy&n mén, nghiép vu va hudng cac ché do tai chinh
theo quy dinh hién hanh.

+ Piéu hanh cac cudc hop, xir Iy cac cong van di, cong van dén khi dugc phén cong.
Xt Iy va diéu hanh cac hoat dong khi dugc duge Hiéu truong Gy quyén va béo cdo lai
Hiéu trudng cac cong viéc da thuc hién.

+ La Pho chu tich Hoi d(‘)ng tu danh gia KDCL, xay dung truong Chuén Tham gia
xay dung, kiém tra thuc don, kiém thuc, VSATTP, tai chinh ban tr(, tuyén sinh... Tham
gia giam sat, kiém tra cOng tac vé sinh, co sé vat chat nha trudng.

+ Tham muu vé&: Cong tac quan 1y nhan sy, phan céng chuyén mén cho gido vién,
cong tac tai san, CSVC trong nha truong;

+ Puogc du cac 16p boi dudng vé chinh tri, chuyén mon, nghi¢p vu quan 1y; thuc hi¢n
cong tac cham séc, gido duc tré 4 gid/tuan;

+ Thuc hién cac nhiém vu khac khi dugc Hiéu truong phan cong. Chiu trdch nhiém
trudc Higu trudng ve nhiém vu dugc phan cong.

+ Cung véi Hiéu truong chiu trach nhiém trudc cap trén vé phan viéc duoc phan
cong.

+ Theo d&i va chi dao tryc tiép: Cac khéi, 16p; Cong tac Phd cap GDMN cho tré 5
tuoi va pho cap xéa mu chir. Cac phong trao thi dua, ngoai khoa, tham quan, trai nghiém
trong va ngoai nha truong cuaa tré.
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3. Ba Bui Thi Hai Yén — Phé hiéu truémg — Phu trach linh vae Chim séc, nudi
dudng.

- Thuc hién nhiém vu giai quyét céng viéc ctia Hiéu truong khi dugc Hiéu truong uy
quyen.

- Gilip Higu truong don doc, chi dao, kiem tra viéc thuc hién Nghi quyét hoi nghi
VC-NLDB, cac ké hoach cua nha trudng doi vai gido vién, nhan vién, hoc sinh trong nha
truong.

- Gilp Hiéu truéng quan 1y cac linh vuc cdng tac, gdom:

+ Lap va trién khai, chi dao, kiém tra, danh gia ké hoach vé cong tac Cham soc, nuoi
dudng: Lap s6 cho, cac ching tir thanh quyét toan ban tri; bang chdm cong tré an; Xay
dung thuc don, khau phan in, kiém thuc ba budc, VSATTP, hd so hanh chinh vé ban
trd... Tong hop bao cdo chét lugng nudi dudng, cham soc sitc khoé cua hoc sinh; phu
trach cac chuyén dé vé cong tac nudi dudng; giri va luu trir van ban di, dén vé nudi
dudng, cham soc strc khoe.

+ Phu trach cong tic CSVC; Y té hoc dwdng, vé sinh, KPCL

Lap ké hoach, phuong an, hd so theo ddi viée sir dung tai san, CSVC, dd dung dd
choi...tham muu, gidm sat va tham gia mua sam, stra chira, thanh 1y tai san nha truong.

Lap ké hoach, phuong an, chi dao cong tac y té hoc duong, phong chéng dich bénh;
cong tac vé sinh an toan thyc pham; dam bao an ninh trat tu; an toan phong, chéng tai
nan, thuong tich; an toan phong, chong chay, no; an toan phong, chong tham hoa, thién
tai; phong, chong dich bénh; phong, chéng cac té nan xa hoi va phong, chong bao luc
trong nha truong; an toan giao thong; cong tac phong trao, xay dung trudng hoc an toan,
phong chéng tai nan thuong tich, cong tac tuyén truyén va xay dung mdi doan két noi
bo, cdng tac chinh tri tu twong, cdng tac xay dung van héa cong so, cong tac gido duc vé
bao luc hoc duong, dao dirc nha gido... Phdi hop véi Cong doan phuy trach cong tac dan
sb va su tién bo cua phu nir, cdng tac tir thién nhan dao, céng tac dan van, cong tac chir
thap do va thuc hién cdng tac dan chu ¢ co so.

Lap ké hoach, chi dao cong tac vé sinh hang ngdy, hang tuin va hang thang, nim
hoc va céc su kién nha truong to chuec.

Chi dao va diéu hanh cong tac to chiic, chuan bi CSVC trang tri cac ngay 18, khai
giang, cac dai hoi, hdi nghi trong truong, chi dao hoat dong phong trao van hoa, van
nghé, thé duc thé thao... Theo ddi vé mit né nép, mic dong phuc gi4o vién, nhan vién
va cong tac thi dua, khen thudng, ky luat gido vién, nhan vién, hoc sinh; thuc hién cong
tac xa hdi hoa gido duc cuia nha truong;

Lam bao c4o danh gia hang thang va 1én ké hoach hoat dong thang ké tiép trong linh
vuc phu trach trude cudc hop Lanh dao trudong va hop Hoi dong su pham. Gui bao céo
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thang bang vian ban qua Email cho Hiéu truong. Lam cac loai bao cdo khi Hiéu truong
phén cong.

Quan ly va chi dao cong tac thdng tin truyén thdng, cong nghé¢ thong tin, trang
webside; Gmail, loffice; phan mém Quan ly CC,VC; phan mém ban trd Nutrikis; phan
mém KDCLGD-TC: ABOT; phan mém chuyén do6i so6 giao duc — FBOT.

La Pho chu tich Hoi d6ng phu trach cong tac tr danh gia KDCL, xay dung truong
Chuan.

Dy céc 16p boi dudng vé chinh tri, chuyén mén, nghiép vu quan 1y; tham gia kiém
tra, tu van cac hoat dong cham soc gido duc; thuc hién cong tac cham soc, gido duc tré 4
gid/tuan;

Piéu hanh cac cudc hop, xur Iy cac cong van di, cong vin dén khi dugce phan cong.
Xt 1y va diéu hanh cac hoat dong khi dugc dugc Hiéu trudng ty quyén va bao céo lai
Hi¢u trudng cac cong viéc da thuc hién.

Tham gia: sinh hoat, tu van, bdi dudng can bo, gido vién, nhan vién, tap huan
chuy&n mén, kiém tra hd so chuyén mén giao vién, trién khai ké hoach kiém tra noi bo,
thi gi4o vién gioi, tham quan, trai nghiém..., thi sang kién/NCKHSPUD, thi d6 dung db
choi va cac Hoi thi chuyén mén cho giao vién va hoc sinh.

Thuc hién mot s6 nhiém vu khac khi duge Hiéu trudng phan cong. Chiu trach nhiém
truedc Hiéu trudng vé nhiém vu dugc phan cong.

Cung véi Hiéu truéng chiu trach nhiém trudc cap trén vé phan viéc dugc phan cong.

Theo ddi va chi dao tryc tiep: To cap dudng. Cong tac Kiém dinh chat lugng va xay
dung truong dat Chuan Quoc gia. Cac phong trao thi dua van hda, van nghé¢, thé duc, thé
thao.

Piéu 3. Cac Pho Hiéu trudng, cac to chuyén mon, GV,NV,NLD, cac t6 chirc, ca
nhan ¢o lién quan chiu trach nhiém thi hanh Quyét dinh nay.

Quyét dinh nay c6 hiéu luc ké tir ngay 01/8/2023./.

Noi nhgn: HIEU TRUONG

- Nhu Diéu 3;

- Phong GD&DT (B/c);
- DU,UBNDTT (B/c);

- CD, BDDCMHS (P/h);
- Luu VT.

Nguyén Thi Ha



