SO GD&PT QUANG NINH CONG HOA XA HQI CHU NGHIA VIET N:
TRUONG TH, THCS VA THPT VAN LANG Péoc 1ap — Tu do — Hanh phiic
Sb: 57/Qb-VL Hong Gai, ngay 20/8/2025

QUYET PINH
Phan cong nhiém vu Ban Giam hi¢u
Nam hoc 2025-2026

HIEU TRUONG TRUONG TH, THCS VA THPT VAN LANG

Can cu:

- Thong tu 40/2021/TT-BGD&DT ngay 30/12/2021 cua B6 GD&DT ban hanh
Quy ché to chirc va hoat dong cua truong TH, truong THCS, truong THPT va truong pho
thong c6 nhiéu cap hoc loai hinh tu thuc;

- Quyét dinh s6 33-QP/VL-2024 ngay 19/8/2024 cua Chu tich Hoi dong trudong

ban hanh Quy che to chirc, quan 1i va hoat dong truong TH, THCS va THPT Van Lang;

- Pic diém, tinh hinh nha tredng nam hoc 2025-2026;

- Theo dé nghi cua cac Pho Hiéu trudng,

QUYET PINH

Piéu 1. Phan céng nhiém vu cia Hiéu trueéng

1. Nhiém vu chung

- T6 chirc thuc hién cac nghi quyét cia Hoi dong quan tri Cong ty va Hoi dong
truong; to chirc didu hanh cac hoat dong chuyén mdn, nghiép vu, bao dam chat luong
gido duc va hoat dong cua truong Vian Lang trong pham vi nhiém vu quyén han duoc
giao.

- Xay dung quy ché t6 chirc va hoat dong cua nha truong; ké hoach gido duc hang
nam cia nha truong dé trinh Hoi dong truong phé duyét va té chic thuc hién.

- Bao cdo, danh gia két qua thuc hién ké hoach gi4o duc cua nha truong va céc
quyét dinh cua Hoi dong truong véi cac cap co tham quyén khi c6 yéu cau cua Hoi dong
quan tri va theo quy dinh Nha nudc.

- Béo céo trudc Pai hoi dong cd dong Cong ty vé céc hoat dong day va hoc cua
truong khi Hoi dong quan tri Cong ty yéu cau.

- Phén cdng cbng viéc cho cac Pho hiéu truong. Theo dbi, quan ly, giam sat va chi
dao céc pho hiéu tru:c”yng thuc hién cac cong viéc da dugc phan cong dam bao hiéu qua.

- Tham gia tuyén dung, thuc hién phan cong céng tac theo chuyén mon nghiép vu
ngudi duoc tuyén dung, quan ly giao vién, nhan vién. Kiém tra, danh gia xép loai gido
vién, nhan vién. B6 nhiém, mién nhiém t6 truong, to phd, nhom truéng chuyén mon.
Khen thuong, ky luat déi vai gido vién, nhan vién, hoc sinh theo quy dinh cua phap luat
sau khi duoc Hoi dong trudong hoic HDQT Cong ty thong qua.

- Quan ly hoc sinh va céc hoat dong ciia hoc sinh do nha trudng to chic; xét duyét
két qua danh gia, xép loai hoc sinh, ky xac nhan hoc ba hoc sinh cudi cap, 1ap hd so xét
hoan thanh chuong trinh tiéu hoc va tét nghiép THCS, THPT cho hoc sinh trung hoc theo
quy dinh.

- Tham muu thuc hién céc ché @6 chinh sach cua Nha nuéc ddi véi gido vién,
nhan vién, hoc sinh trong pham vi quyén han cua Hiéu truong. Thuc hién quy ché dan
cha, trach nhiém giai trinh cia nguoi dung dau co s gido duc trong to chirc hoat dong



cua nha truong; thuc hién cong tac x& hoi hda giao duc cua nha truong sau khi dugc Hoi
ddng trudong phé duyét.

- Chi dao thuc hién cac phong trao thi dua, cac cudc van dong; thuc hién cong khai
d6i voi nha trudng va xa hoi theo quy dinh cua phap luét.

- Tham gia sinh hoat cling véi t6 chuyén mén; tu hoc, ty bdi dudng dé nang cao
nang lyc chuyén mon nghi¢p vu, nang lyc lanh dao, ndng luc quan ly; duoc hudng ché do
phu cip wu dii dbi voi nha gido va cac chinh sach wu dii theo quy dinh caa Cong ty.

- T6 chuc trién khai ylec huy dong cac ngudn luc cho hoat dong day hoc va cac
hoat dong khac bao dam chat lugng, ding quy dinh cua phap ludt va ké hoach da dugc
Hoi dong truong Van Lang phé duyét nham thuc hién muc tiéu phat trién nha truong.

_- Chiu sy kiém tra gidm sét cia Chu tich Hoi dong quan tri Cong ty va Chu tich
Ho1 dong truong.

-Co tréch nhiém trong cong tac chi dao thu hoc phi va cac loai dich vu dam bao
dung quy dinh vé thoi han thu caa Cong ty.

- Chiu trdch nhiém quan ly gidao vién day thém theo Thong tu 17/2012/TT-
BGDDT ngay 16/5/2012 cua B6 GD&DT.

- Lap danh sach va tong hop ho so de nghi mién giam hoc phi va nhiing ché do wu
dai khac cta hoc sinh dé Hoi dong quan tri Céng ty phé duyét.

- bam bao trat tu an ninh va bao vé moéi truong, an toan trong trudng hoc.

- Ban hanh mét s6 quy dinh vé quan tri hanh chinh nha truong nham bao dam tinh cu
the, chi tiet, hiéu qua (theo ty quyen cua Cha tich Hoi dong trrong)

2. Nhiém vu cu thé

- T6 chirc thuc hién khung thoi gian nam hoc theo quy dinh.

- T6 chirc bd may hoat dong, phan céng doi ngi.

- Chi1 tich Hoi dong thi dua khen thudng — ky luat.

- T6 chirc xdy dung céc }(é' hoach: (1) Chién lugc phat trién nha truong, (2) Ké
hoach gido duc nam hoc, (3) K¢ hoach thuc hién quy ché dﬁr} chu, (4) Ké hoach c6ng
khai, (5) K& hoach quan ly, su dung TBDH, (6) Ké hoach boi dudng doi ngd, (7) Ké
hoach géng tac chu nhiém 16p, (8) K€ hoach kiém tra ndi bo, (9) Ké hoach thu hoc phi,
(10) Ké hoach phong chong tham nhiing.

- Chi dao xay dupg toan bd cac ké hoach thgc hjén géc nhiém vu giao duc theo
nam hoc; ky duyé¢t cac ké hoach, van ban lién quan dén dé xuat kinh phi.

- Ky duyét hoc ba lop cudi cép (lop 5, 9, 12); ky duyét hd so thi Tt nghiép 16p
12; ky duyét ho so dau vao cac 16p dau cap (16p 1, 6, 10).

- Chu tich Hoi dong Ty danh gia.

- Truc 1anh dao cac ngay L&, Tét va truc cong truong theo phan cong.

- Sinh hoat chuy@n mdn tai t6 TMN va chu tri xét thi dua dinh ky.

Diéu 2. Phan céng nhiém vu cac Pho Hiéu truéng

1. Nhiém vu chung

- Biéu hanh céng viéc dugc hiéu truong phan cdng phu trach hoic ay quyén;

- T6 chirc, trién khai cac hoat dong chuyén mon, hoat dong gido duc, hoat dong
dich vu theo nhi¢m vu duogc giao;

- Quan li hoc sinh, dji ngii theo cép hoc hodc t6 duoc phan cong phu trach,;

- Tham gia sinh hoat cung cac t6 chuyén mén theo su phan cong cua Hiéu truong;
tu hoc, tu boi dudng dé nang cao nang luc chuyén moén nghiép vu, nang luc quan ly;

- Tryc 1anh dao cc ngay lam viéc va L&, Tét, truc cong trudng theo phan cong.

2. Nhiém vu cu thé



TT

PHT 1-TH
Vii Thanh Huyén

PHT 2-THCS
Pinh Van Nghiém

PHT 3-THPT
Nguyén Thi Kim
Hanh

PHT 4- KHAO THI
Nguyén Thi Bich
Hué

Phu trach chuyén
mon cap TH va cac
HD GD.

Quan ly HS.

Ki s6 theo ddi
CLGD, so6 béao giang,
Hoc ba (trir 16p 5).

Phy trach chuyén
moén cap THCS va
cac Hb GD.

Quan ly HS.

Ki s6 GPB, Hoc ba
(tree 16p 9).

Phyu trach chuyén
mon cap THPT va
cac Hb GD.
Quan ly HS.
Ki s6 GDPB, Hoc ba
(trir 16p 12).

Cong tac Khao thi
ddi véi cac cip hoc
(KT dinh ki, gita
ki, cudi ki; KTDV
dau cap, gitta cap;
KT HS chua du bK
1&n 16p thing).

BOi dudng TX, tap
huan CM, du gio 08
tict/thang.

BOi dudng TX, tap
huan CM, du gio 08
tict/thang.

BOi dudng TX, tap
huan CM, du gio 08
tict/thang.

Kiém tra 15 phat
dau gio (toi thiéu 02
lan/Iop/thang) va du
gio 08 tiét/thang.

Phu trach Thu vién
va phat trien VH
Doc.

Phu trach CNTT,
CbS va KHKT
(Website, fanpage,
SMAS, cac phan
mém GD+AL...)

Cong tac hoc sinh-
sinh vién

Cong tac CTTT;
cong tac Thi dua-
Khen thuéng.

Phu trach CM cac t6:
TH123, TH45, Phuc
vu. Sinh hoat CM tai
t6 TH 123. Chu tri
xét TD t6 TH123,
TH45, nhém NA-BT.

Phu trach CM céac
to: Toan-Tin,
KHTN, TMN.

Sinh hoat CM tai t6
Toan Tin. Chu tri
xét TP t6 Toan-Tin,
KHTN.

Phu trach CM céac
t6:  Ngir  Van,
KHXH. Sinh hoat
CM tai TD t6 Ngit
van. Chu tri xét Tb
t6 Ngir Van, KHXH
va nhém BV.

Phu trach céng tac
Tiéng Anh lién két.
Phu trach CM tb:
NN, VP. SH tai t6
NN. Chu tri xét Tb
t6 NN, VP va nhém
lao cong.

Cong tac ban tru.

Cong tac danh gia
chuan nghe nghiép.

Cong tac tu van tam
li hoc duong; tu van
huang nghiép.

Cong tac cong khai,
dan chu, kiém tra
noi bo.

Cong tic Vian hoa
ung xir, dao duc nha
gido.

Phu trach Boi Thiéu
nién.

Phu trach BDPoan
Thanh nién va Hoi
Lién hiép TN.

Phu trach cong tac Y
te hoc duong.

Phu trach Céng tac
DT-HT + CSVC cac
phong hoc ngoai gio
+ cbng tac Tai vu.

Phu trdch Ban An
toan, an ninh truong
hoc; to quan sinh; xe
dua don HS.

Cong tac phap ché.
Phong chéng TN,
thuc hanh tiét kiem,
chong lang phi.

Phu trach cong tac
VP; Xay dung cac
KH khéc; Phéi hop
BDD PH truong.

Quan ly CSVC khu
A, C + nha Pa nang.

Phu trach CSVC,
TBDH. Quan ly
CSVC khu E, G +
ban trd C1 + san
TDTT.

Quan ly CSVC Khu
B, D + Nha xe.

Quan ly CSVC khu
Hiéu bo + san, tuong
+ cay xanh.

Phé CT Hoi dong
Ky luat cap TH.

Ph6 CT Hoi dong
Ky luat cap THCS.

Phé CT Hoi dong
Ky luat cap THPT.

Ph6 CT Thuong
truc HD Ky luat va
cha tri HDKL theo
ay quyén cua HT.

10.

Nhom trqé’ng DG
Tiéu chuan 1, tiéu
chi 6-10.

Nhom trgéng DG
Tiéu chuan 3, 5.

Nhém truong TG
Tiéu chuan 2, 4.

Ph6 CT Hoi dong
TPG. Nhom trusng
TPG Tiéu chuan 1,
tidu chi 1-5.




Piéu 3. Cac dng (ba) trong Ban giam hiéu can ctr quyét dinh thi hanh. Chanh Vin

phong cdng khai trén Website Truong, thdng béo tdi cac t chirc doan thé, cac to chuyén
mon, t6 van phong, t6 phuc vu va céc ca nhan, to chac co lién quan biét dé lién h¢, phoi
hop cong viéc.

Quyét dinh ¢ hiéu luc tir ngay ky./.

Noi nhén: HIEU TRUONG

HDQT, HD truong (b/c);

DU Cty, DU Truong (b/c);

Ban Giam hiéu (t/h);

Cdc Poan thé, c&c t6 (p/h, lién hé);
Pdng phan mém QL;

Luu VP.

Hoang Thi Kim Khénh
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