PHONG GD&PT PONG TRIEU CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS BINH KHE Déc 1ap - Tu do - Hanh phic

Péng Triéu, ngay 15 thang 08 nam 2023

PHAN CONG NHIEM VU
BAN GIAM HIEU CAC BQ PHAN CHUC NANG TRONG NHA TRUONG
NAM HOQC 2023-2024 (TU THANG 08/NAM 2023)

I. Phan cong nhi€ém vu - trach nhiém trong Ban giam hiéu:

1. Hi¢u trwéng: P/c Nguyén Thi Lan Anh

- T6 chitc bd may nha trudng.

- Xay dung ké hoach va t6 chtrc thuc hién nhiém vu nam hoc.

- Quan ly gido vién, nhan vién, hoc sinh; quan 1y chuyén mon; phan cong cong
tac va chuyén mon, kiém tra danh gia viéc thuc hién nhi€ém vu cia gido vién, nhan
Vvién.

- Quan 1y va to chire gido duc dao dire hoc sinh.

- Quan 1y hanh chinh, tai chinh, tai sdn cia nha truong.

- Thuc hién cac ché d6 chinh sach cua Nha nudc dbi véi gido vién, nhan vién.
hoc sinh; t6 chirc thuc hién quy ché dan chu trong hoat dong cua nha trudng.

- Phu trach chi dao hoat dong ctia t6 cht nhiém; cong tac giao duc hudng nghiép
HS.

- Truc tiép theo doi chi dao hoat dong cua t6 Khoa hoc Ty nhién va té Van phong.

2. Pho hi€u truwéng: D/c Trinh Quang Hung
Phé hiéu trudng duoc Hiéu trudng phan cong phu trach mot sb linh vuc trong pham vi
cua nha truong:

- chi dao cong tac phd cap GD.

- Quan ly va chi dao thuc hién vé cong tic chuyén mon

- Phu trach tmg dung cong nghé thong tin trong trudong hoc

- Quan ly chi dao vi¢c sir dung dd dung, thiét bi day hoc

- T chure chi dao cac hoat dong ngoai gio 1én 16p. Poi thiéu nién TP.

- T chire chi dao xay dung cac ké hoach va thuc hién cac hoat dong vé cong tac
giao duc huéng nghiép, day nghé.

- Phuy trach theo d61 CSVC nha truong. Phu trach cong tac lao dong - VS.
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- Chi dao cong tac thu vién truong hoc.

- Chi dao cong tac y té trudng hoc. Cong tac Chit thap do.

- Thay mit Hiéu trudng diéu hanh cac hoat dong, giup Hiéu trudng giai quyét
nhing cong viéc, ky duyét cac vin ban giri cap trén thudc linh vuc phu trach khi dugc
Hiéu truéng uy quyén, hodc khi Hiéu truong di vang.

- Chiju trach nhiém c4 nhan vé cac linh vuc minh duoc phu trach déng thot chiu
trach nhiém cung Hiéu truéng trong cbéng tac quan ly nha truong trude phong
GD&DPT va cac cip co tham quyén.

- Truc tiép theo doi chi dao hoat dong cua t6 Khoa hoc xa hoi.

I1. Phén cong trwe trweomg

1. P/c Nguyén Thi Lan Anh - Hi¢u truéng

Chiu trach nhiém chi dao chung cac hoat dong GD toan truong, t6 chirc giao ban
trong BGH, TPT (thtr 7 hang tuan). T6 chiic giao ban CBGVNV sang thtr 2. T6 chirc
nghi 1& chao c& dau tuan khéi sang.

Tryc va té chic cac hoat dong GD, chiu trach nhiém giai quyét cac cong viée
trong nha truong cia khdi sang (Tt 7h00- 11h30).

2. b/c Trinh Quang Hung - P.Hi¢u truéng

Cung Hiéu truong truc va to chire cac hoat dong GD, chiu trach nhiém giai quyét
cac cong viéc khoi chiéu (Tir 13h00- 17h30). Cing Hiéu trudng giai quyét cac cong
viéc cua toan truong. T6 chic nghi 18 chao co dau tun khdi chiéu.

II1. Phan céng trach nhiém quan 1y c4c loai hd so s sich, so bao giang, ho
so CBVC cua nha truong:

*P/c Nguyén Thi Lan Anh: Quan 1y theo ddi céc loai ho so sau:

1. Ho so thi dua

2. H6 so ky luat (Gido vién, hoc sinh)

3. Ho so kiém tra, danh gia can b, gido vién, nhan vién

* P/c Trinh Quang Hung: Quan 1y va theo ddi cac loai ho so sau:

4. Phan mém quan 1y SMAS

5. S6 ghi dau bai; S6 bao giang GV (truc tuyén)

6. SO ding bo

7. Ho so pho cap giao duc

8. S6 theo ddi hoc sinh chuyén di, chuyén dén
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9. Hd so giao duc d6i véi hoc sinh khuyét tat

10. Ké hoach gido duc ctia nha trudng (theo nim hoc).

* P/c Bui Thi Thu Tam - Thu ky HP: Quén 1y hd so sau:

11. S6 nghi quyét nha truong va nghi quyét cua Hoi dong truong

* P/c Nguyén Thi Lam: Quan ly va luu giir cic loai hd so sau:

12. Hoc ba hoc sinh trén Phan mém quan ly SMAS

13. Ho so can b vién chirc (gom céc loai s6 quan Iy HSVC theo TT 07/2020).

14. S6 quan Iy va hd so luu trit cac van ban coéng van di, dén.

15. H6 so theo ddi stc khoe hoc sinh

* P/c Piang Thi xim - Ké toan kiém nhiém: Quan 1y va luu giit cac loai hd so
Sau:

16. SO quan 1y tai san, tai chinh (Cac ho so tai chinh ciia nha truong).

* P/c Nguyén Thi Thiiy - Quan 1y va luu giir cac loai ho so sau:

17. Ho so quan 1y thu vién

18. S6 quan 1y cp phat vin bang, ching chi

19. Ho so quan 1y thiét bi d6 dung day hoc.

* Trach nhi€ém cia cac thanh vién:

- Bao quan, ghi chép, thuc hién theo yéu cau cua loai ho so duoc giao trach nhiém
quan ly.

- B4o c4o v6i Hiéu truong nhimg bat thudng xay ra trong qua trinh thuc hién dé
xin y kién giai quyét.

- Xay dung ké hoach vé nhiém vu duoc phan cong quan 1y.

- Cubi nam hoc hoan thién hd so duoc giao quan 1y vé bd phan luu giir ho so

(d/c Nguyén Thi Lam).

IV. Cac cong tac kiém nhiém:

1. T6 chuyén mén:

1.1. Nhiém vu ciia t6 CM

1.1.1. T6 truémg
(1). Tham muu d& xuét cho hiéu trudng thuc hién tét quy dinh ctia quy ché nay.

Chép hanh va t6 chic thuc hién cac hoat dong dan chu & td chuyén mon va td chu

nhiém. Thyc hién nghiém tuc 1€ 161 lam viéc cua td, cuia nha trudng va gitra cac to voi



nhau. Thuc hién dﬁy da chtrc ndng nhi€ém vy ctia td theo quy dinh cua luat gido duc va
diéu 1¢ truong trung hoc.

(2). Chiu trach nhiém trude Hidu trudng vé toan bo hoat dong cua td theo chirc
nang, nhiém vu, quyén han d6 duoc hiéu truong trudng quy dinh. Chu dong to chirc
thuc hién cong viéc thudc chirc nang, nhi€m vy, quyén han cta td, chiu trach nhiém ca
nhan trudc Hi€u truong vé két qua thuc hién cong viéc dugc giao va cong viéc thudc
trach nhiém va tham quyén cua minh, ké ca khi d6 phan céng hodc uy nhiém cho cép
pho; thyuc hién day du ché d6 thong tin, bao cdo theo quy dinh ctia nha trudng.

(3). Chu dong xay dung ké hoach day hoc va gido duc theo chuong trinh méon
hoc, hoat dong gi4o duc thudc chuy@n mdn phu trach theo tuan, thang, hoc ky, nam hoc;
phdi hop véi cac t6 chuyén mon khac xay dung ké hoach giao duc ciia nha truong.

(4). Bé xuét lya chon séch giao khoa, xuat ban pham tham khao dé st dung trong
nha truong theo quy dinh cia Bo trudng Bo Giao duc va DPao tao.

(5). Thuc hién ké hoach gido duc cua té chuy@n mén theo ké hoach gi4o duc cua
nha trudng di dugc hoi dong truong phé duyét.

(6). Tham gia danh gia, xép loai gi4o vién theo chuan nghé nghiép giao vién co
s& gi4o duc pho thong theo quy dinh cua B truong Bo Gido duc va Pao tao.

(7). Tham gia boi dudng chuyén mon, nghiép vu theo ké hoach cua to chuyén
mon va cua nha truong.

(8). Chui dong phdi hop véi t6 truong t6 khac trong nha truong dé xir 1y nhiing
van dé c6 lién quan dén nhirng cong viéc thudc chirc nang, nhiém vu cua t6 va thuc
hién nhiém vu chung cuia trudong.

(9). Tiép nhan ¥ kién chi dao ctia Hiéu truéng va Pho hiéu trudng; quan triét va
trién khai dén nhan vién va thuc hién cac noi dung van ban chi dao cua hi¢u truéng, cac
pho hiéu trudng chuyén dén, co6 trach nhiém hudéng dan, don ddc, chi dao, kiém tra cép
pho va nhan vién thuc hién cong viéc theo dung tién do, co chét luong.

(10). Phan cong gi4o vién day thay cac bo mon do to phu trach khi cé gido vién
nghi 6m hoic di cong tac.

(11). Chu dong tham 1op, du gid, xdy dung ké hoach va to chic bdi

dudng chuyén mén nghiép vu cho gido vién cta té minh phu trach.



(12). Dy hop giao ban hang thang hodc cac cudc hop khac do Hiéu trudng tri€u
tap (néu ving mat phai bao cdo ngudi chu tri cude hop va uy nhiém cho t6 phé du hop
thay).

(13). T6 truéng phai chiu trach nhiém vé cac dé xuat hodc quyét dinh cia minh
trudc cap trén.

(14). Khi Hiéu trudong, Pho hiéu trudng co chuong trinh lam viée véi to thi to
trudng phai chuin bi noi dung va t6 chire thue hién.

(15). T6 chirc va chu tri cac cudc hop so két, tong két, sinh hoat chuyén mén cta
don vi to.

(16). D& nghi voi Hiéu truong, Hoi dong thi dua khen thuong va Hoi dong ky
luat vé viéc khen thudng va ky luat gido vién cua to.

(17). Nhitng viéc phat sinh vuot qua tham quyén: Phai kip thoi bao céo
Hiéu truong hoic Phé hiéu truéng phu trach cho ¥ kién chi dao dé giai quyét; Khong
chuyén cong viéc thudoc nhiém vy, tham quyén ctia té minh sang don vi td khac hodc
lén Ban giam hiéu; Khong giai quyét cong viéc thudc nhiém vy, thim quyén cia to
khac.

(18). Thyc hién cac nhiém vu khac do Hiéu truong phan cong.

* T phé

- Gitp cho t6 truong trong cac hoat dong cua to.

- Thyc hién mot s6 cong viéc do to trudng phan cong.

1.2. Co ciu to chuyén mén:

* T6 Khoa hoc tu nhién:

- T6 truong: Pang Thi Thai Huong

- T6 pho: Phan Thi Thanh Phuong

* T6 Khoa hoc xi hi:

- T6 trwéng: Duong Thi Phugng

- T6 pho: Nguyén Thi Hanh

2. Nhiém vu cua gido vién

2.1. Poi véi Gido vién b méon

- Thyc hién nhiém vy té chutc cac hoat dong day hoc, gido duc theo ké hoach
gi4o duc cua nha truong va ké hoach gido duc cua té chuyén mén; quan 1y hoc sinh



trong cac hoat dong gi4o duc do nha truong to chic; tham gia cac hoat déng chuyén
mon; chiu trach nhiém vé chét luong, hiéu qua gido duc.

- Trau d6i dao duc, néu cao tinh than trach nhiém, gitr gin pham chét, danh du,
uy tin ctia nha gido; guwong mau trudc hoc sinh; thuong yéu, déi xir céng bang va tén
trong nhan cach caa hoc sinh; bao vé cac quyén va loi ich chinh dang cua hoc sinh;
doan két, giup d& dong nghiép.

- Hoc tap, rén luyén dé nang cao stc khoe, trinh do chinh tri, chuyén mon, nghiép
vu, d6i méi phuong phéap day hoc, giéo duc.

- Tham gia tap huén, bdi dudng chuyén mén, nghiép vu.

- Tham gia cong tac phé cap giéo duc trung hoc co s¢ & dia phuong.

- Thyuc hién nghia vu cong dan, cac quy dinh cta phap luat va cua nganh Giao
duc, cac quyét dinh cua hiéu truong;

- Phéi hop véi Boi Thiéu nién Tién phong HO Chi Minh, Poan Thanh nién Cong
san H6 Chi Minh, Hoi Lién hiép Thanh nién Viét Nam, gia dinh hoc sinh va cac t6 chic
x& hoi lién quan dé té chirc hoat dong giéo duc.

- Thuc hién cac nhiém vu khac theo quy dinh caa phap luat.

- Thyc hién gio ra vao 16p theo quy dinh. GVBM dén truong trudc khi vao tiét
day 5 phat. Thuc hién day theo bién ché 19 tiét/tuan ngoai ra con chiu su phan cong
khac cua Hiéu trudng nha truong. Thuc hién nghiém viéc deo thé vién chuac khi dén
treong va an mac theo dung tac phong cong s¢. Khong stir dung dién thoai véi muc dich
riéng trong thoi gian giang day.

- Thyc hién nghiém viéc st dung TBDH trong cac bai giang, yéu cau 100% bai
day c6 sir dung do dung DH. Thuc hién UDCNTT trong giang day.

- Khong khiéu kién vuot cap, tham gia gido duc dao dutrc hoc sinh, tham gia day
du cac hoat dong gido duc va cac hoat dong xa hdi khac trong va ngoai nha truong.

- Phéi hop véi gido vién chu nhiém, cac gido vién khéc, gia dinh hoc sinh, Poan
- B4i trong day hoc va gido duc hoc sinh.

- Thyuc hién nghiém tic moi quyét dinh ctua Hiéu truéng, chiu su kiém tra cua
Hiéu truong va cac cap quan 1y gido duc.

2.2. Doi voi Giao vién chi nhiém



- La nguoi thay mdt Hiu trudng phu trach hoc sinh mot 16p. Quan 1y gido duc hoc
sinh cua 16p tich cuc hoc tap va tu dudng dao due. Nim bét tu tudng tinh cdm hoc sinh,
khong dé hoc sinh bo hoc.

- C6 nhiém vuy t6 chirc hoc sinh tham gia hoat dong D61, HDNGLL.

- Phdi hop voi gia dinh, thuong xuyén thong bao tinh hinh hoc sinh cho b me hoc
sinh biét dé quan 1y hoc sinh hoc tip tu dudng & nha. T6 chic duy tri moi hoat dong
cua 16p.

- Nhan xét, danh gid va Xép loai hoc sinh cudi ky, va cudi nam hoc dé nghi khen
thuong va ky luat hoc sinh, dé nghi danh sach hoc sinh dugc 1én 16p thang, phai kiém
tra lai, phai rén luyén thém trong he, & lai 16p, hoan chinh vi¢c ghi s6 diém va hoc ba
cua hoc sinh.

2. Thu ky hdi dong: Pc Bui Thi Thu TAm

Ghi chép nghi quyét, bién ban cac cudc hop cta nha truong, tong hop két qua,
béo céo cac phong trao thi dua, sd thi dua khen thuéng nha truong; ho so thi dua va cac
hoat dong GD, cac cudc thi trong nha truong.

3. Tong phu trach ddi: Pc Ta thi Hwong Huyén

Phu trach cong tac hoc sinh, sinh vién nha truong, cong tac gido duc chinh tri tu
tudng cho hoc sinh. Chi dao, t6 chure cac hoat dong doi, sinh hoat tap thé, gido duc dao
dtrc hoc sinh. Cung truc truong véi BGH, GV truc ban, giai quyét cic su viéc bat
thuong xay ra trong ngay.

Phu trach giam sat cong tac vé sinh san truong, 16p hoc.

Thiét ké, t6 churc chuong trinh hoat dong cho doi vién, hoc sinh trong nha trudng
theo ké hoach cta nganh Gido duc va Do tao va theo chuong trinh cong tac Poi va
phong trao Thiéu nhi cua Hoi dong Doi cac cap.

Xay dung va to chirc hé théng Chi ddi trong nha trudng vimg manh; bdi dudng
d6i ngii phu trach Chi d6i, Ban Chi huy Dgi theo nguyén tac to chirc va hoat dong cua
Poi Thiéu nién Tién phong H6 Chi Minh.

Thyc hién gidng day theo phén cong ctiia chuyén mon.

4. Doan TN: DPc Ta Minh Son - Bi thu Poan TN:

- Phu trach tng dung CNTT: Trang Websitle, hé théng quan Iy CBGVNV-HS
trén trang Thong tin dién tir, dudng truyén, hop truc tuyén; cic phan mém quan 1y va
day hoc, quan 1y diém, so lién lac dién tir, pho cap GD.
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- Chi dao céc hoat dong ctia Poan TN, Déi thiéu nién, phdi hop TPT d6i to chirc
cac hoat dong ngoai gid ciia nha truong.

- Phu trach nhdm GV cong tac trang tri khanh tiét nha truong.

5. Phan cong cong tac chi nhiém nam hoc 2023 - 2024:

TT | Lop GVCN TT | Lép GVCN

1 6A1 | Nguyén Thi Tam 10 |8C1 |Nguyén Thi Lan Anh
2 | 6A2 | TaMinh Son 11 |8C2 | Vii Thu Huyén

3 6A3 | Hoang Thi Huong 12 | 8C3 |Nguyén Thi Théo

4 6A4 | Nguyén Thi Trang Nhung |13 |8C4 | Db Huong Thao

5 6A5 | Lé Thi Nguyén 14 | 9D1 | bang Thi Thai Huong
6 /B1 | Ta Thi Heong Hoan 15 |9D2 | Duong Thi Phugng

7 7B2 | Trinh Thi Hanh 16 9D3 | Pham Thi Hué

8 7B3 | Nguyén Thanh Huyén 17 | 9D4 | Nguyén Thi Huyén

9 |7B4 | Nguyén Thi Hong Diéu

V. Phéan cong nhiém vu-trach nhiém thanh vién t6 Vin phong

1. T6 trwong: P/c Nguyén Thi Lam - Nhén vién viin thw, kiém cong tic thi
quy, y té nha truong:

- Phu trach cong tac Van thu - Hanh chinh trong nha truong; Phu trach quan ly
phan mém quan 1y can bo; phan mém Smas quan 1y HS di, dén, Hoc ba.

- T6 trudng to Hanh chinh: Xay dung ké hoach hoat dong chung cua t6, to chirc
kiém tra, danh gia chét luong thuc hién nhiém vu cua cac thanh vién theo ké hoach cua
nha truong.

- Quan 1y cong van di dén. Chuyén cong van di, tiép nhan cac cong van dén, bao
c4o Hiéu trudng va phan phdi day du nhanh chéng, chinh xac dén ding dia chi ma Hiéu
trudng yéu cau. B4o céo, in sao tai liéu kip thoi chinh xé4c, du sd luong, dam bao ky
thuat va dam bdo an toan, bi mat cong van, tai li¢u; bao v¢ tai san, con dau.

- Soan thao céc bao cao, van ban nha truong khi c6 yéu cau cia BGH.



- Phuc vu cac phong lam viéc BGH, chuan bi nuéc uéng cho CBGYV, cac cudc
hop, HO1 nghi, chuin bi co s& vat chat phuc vu hoi hop. Truc tiép thuc hién chi dao cua

Hi¢u truéng va P.Hi¢u trudong.

- Phy trach cong tac y té hoc duong: Xay dung ké hoach, td chirc cac hoat dong
cham soc suc khoé cho hoc sinh, gido vién; Gidm sat cac hoat dong vé vé sinh méi
truong - strc khée hoc duong;

- Thu qui: Thuc hién chdm cong CBGVNV hang thang. Thu tién cac khoan thu
trong nha trudng, cip phat tién dam bao chinh xac, dung d6i tuong, di sd lugng, theo
dung phiéu hay danh sach da duoc chu tai khoan ky duyét.

- Phu trach cong tac bao hiém y té ctia GV va hoc sinh.

2. P/c Pang Thi Xim - Nhan vién ké toan kiém nhiém:

- Thyc hién dung cac ché do, nguyén tac trong thu chi tai chinh, mua sam. ..

- Quan 1y, luu ho so tai chinh, tai san theo quy dinh.

3. P/c Nguyén Thi Thity: Nhan vién phu trach cong tac Thu vién - Thiét bi nha
truong.

* Péi v6i cong tdc thiét bi, dé ding:

- Pam bao dﬁy du ho so cong tac thiét bi day hoc theo quy dinh.

- Quan 1y thiét bi day hoc va cac tai san khac trong phong minh phu trach, cac
thiét bi day hoc, ban ghé va céc trang thiét bj khac trén cac phong hoc, cac phong chirc
nang trong nha truong.

- T6 chire tbt viée gilt gin, bdo quan, tu stra va lam do dung day hoc trong GV,
HS.

- Chuan bi dung cu TB - PD cho GV giang day; Quan 1y cac phong hoc bo mén,
phong Tin hoc va tiéng Anh, phong hoc cia cac 16p.

- Quan Iy tai san cua nha trudng, kiém tra thuong xuyén viéc sir dung cac tai san,
thiét bi, kiém ké theo dinh ky, thong ké béo cdo.

- Bdo cdo dinh ky va dé xuét stra chita, mua sim bo sung thiét bi dam béo phuc
vu cho hoat dong cua cac phong bo mon ciling nhu phong hoc thuong & cac 16p.

* Péi v6i cong tic thw vién: Chiu trach nhi¢gm qudn Iy thuw vign:

+ Xay dung ké hoach quéan 1y sach va céc tai san trong thu vién.

+ T6 chitc cho muon va doc sach cho ban doc theo dang ndi qui thu vién.
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+ T6 chire tot cac hoat dong cua thu vién theo ké hoach cua nha truong.

+ Béo cdo dinh ky va dé xuét stra chira, mua sim bd sung thiét bi dam bao phuc
vu cho céc hoat dong ctia thu vién.

+ T6 chirc cong tac luu trit hd so cta nha truong, cap phat bang t6t nghiép theo
dung quy ché, hudng din.

- Phu trach cong tac vin thu; Bao co, chuyén cong vin di khi van thu ving mat.

4. Nhém béo vé - Lao c6ng: Tham gia sinh hoat t6 Vin phong.

* Bao vé:

- T6 chire tdt viée trong giit toan bd co s& vat chat nha trudng.

- Cham soéc, tudi cay trong toan trueong (theo thoa thuén).

- Trong giir xe cta hoc sinh (hudng ché do theo thoa thuan) va gido vién, theo
doi ddm bao an toan, an ninh trudng hoc.

- Stra chita mot sb hong héc nhe vé ban ghé, dién.. hd trg nha trudng trang tri
trong dip to chirc cac hoat dong tap thé.

-Thoi gian lam viéc: 24/24 h, huong ché d6 theo hop dong.

- Bao v¢, vé sinh cong trinh bé boi HS, san ¢6 nhan tao.

* Nhom Lao cong-v¢ sinh:

bam bao vé sinh truong hoc ¢ cac khu vuc sau: Toan bo khu vuc trong va ngoai

céng trudng, san truong, van phong, san hiéu bo, san nha bé boi, khu vy rira tay HS,
nha v¢ sinh gido vién va hoc sinh.

Yéu cau: Quét rira, don hang ngay dam béo sach sé.

Huong ché do theo hop dong lao dong.

VI. Mot s6 quy dinh vé hoat dong trong trudng:

1. Gio vién trwce ban: Bao quét toan bo hoat dong ctia toan trudng trong tuan
lam nhiém vu truc ban:

- B4o cao BGH truc truong hoat dong bat thudng trong ngay va phbi hop BGH
truc trudng cung giai quyét.

- Quan ly s6 dau bai: Pau budi hoc phét sé dau bai t6i cac 16p, cudi budi hoc thu
s6 dau bai - tong hop, 1a ngudi cudi cung ra khoi truong trong tudn truc ban.

- Hop giao ban véi BGH vao 14h30 thir 7 hang tuan.

- Toan b gido vién nam khong truc ban trong ndm hoc tham gia thyc hién cong
tac trang tri khanh tiét cac budi hoat dong ngoai gio' ciia nha truong.
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2. Phong diéu hanh BGH, phong chirc niing:
- Cac d/c dugc giao phu trach phong nio c6 trach quan 1y tai san clia phong, tat
cac thiét bi dién, khoa ctra khi ra ve.
- May tinh, may in, photo, gidy in nha truong dung cho BGH, bd phan vin phong
in sao van ban, tai liéu nha trudong.
3. Lich hoat dong cac ngay thir 5 trong thang:
- Thoi gian hop hoi ddng: Tht 5 — Tudn 1 caa thang (c6 hop dot xuét khi c¢6 viée
can thiét can triéu tap).
- Thoi gian sinh hoat t6 chuyén mén: Chiéu thir 5 tudn 2- 4 cta thang.
- Thot gian sinh hoat cau lac bd s& thich: Thir 5 tuan 3 cla thang (co ké hoach cu
the).
Noi nhén:
- BGH (c/d, GS);
- T6 CM, BPCN (t/h);

- CBGVNV (t/h);
-Luu VT.

Nguyén Thi Lan Anh
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