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QUYET PINH

V& viéc phan cong trach nhi¢m Ban gidm hi¢u
Truong THPT Khoa hoc Gido duc

HIEU TRUONG TRUONG THPT KHOA HQC GIAO DUC

Cén o Quyét dinh sb 441/QD-TTg ngay 03 thang 04 nam 2009 cua Thu tuéng
Chinh phu vé viéc thanh 1ap Truong Dai hoc Gido duc thudc Pai hoc Qubc gia Ha Noi;

Cin ¢t Quyét dinh 1036/QD-UBND ngay 03/03/2016 ctia Chu tich Uy ban Nhan
dan thanh phé Ha Noi v& viéc thanh 1ap Truong THPT Khoa hoc Gido duc truc thudc
Trudng Dai hoe Gido duc - Dai hoe Qubc Gia Ha Noi;

Can ot Quyét dinh sd 568/QB “TCCB ngay 02 thang 07 nim 2015 cua Hiéu

truong Trudng Dai hoc Gido dyc v& viéc ban hanh Quy dinh vé T6 chitc va Hoat dong
ctia Truong Dai hoc Gido duc;

Cin ctr Quyét dinh s6 888/QD-DHQGHN ngay 4/4/2016 cia Gidm déc Pai hoc
Quéc gia Ha Noi v& td chirc va hoat dong cia Truong THPT Khoa hoc gido duc (Truong
THPT KHGD) truc thudc Truong Dai hoc Gido duc, Dai hoc Quéc gia Ha Noi;

Xét dé nghi cla T4 van phong Trudng THPT Khoa hoc Giao duc,

QUYKET PINH:
Piéu 1. Nguyén tdc phan cong ctia Ban gidm hiu Truong THPT KHGD:
1. Hiéu truong Truong THPT KHGD chiu trach nhiém toan dién trude Phép ludt,
Giam dbc Dai hoc Québc gla Ha Noi, Hiéu trudng Trudong Pai hoc Gido duc vé thuc hién

chtrc ning, nhiém vu, quyén han theo cac quy dinh cta Phap luét, cua Pai hoc Qubc gia
Ha Noi va cua Trudng Pai hoc Gido dyc.

2. Cac phé hiéu trudng gitp viée cho Hi€u truong trién khai ting linh vuc cong
tac gan v6i toan bd cac hoat dong; dugce st dung quyen han dé giai quyet cac cong vi€c,
chiu trach nhiém trude phap ludt va trude Hiéu truéng Truong Pai hoc Gido duc vé céc
quyet dinh ctia minh.

3. Hang tudn hodc khi can thiét, Hiéu truong Truong Dai hoc Gido duc va Ban
Giam hiéu Truong THPT KHGD hop giao ban dé bao céo cdng vige chi dao, két qua thuc
hién va cac vAn d& cong viéc lién quan.

Diéu 2. Phan cong cdng tac cu thé cta Ban Gidm hiéu Trudng THPT KHGD:



1. Hiéu trudng Nguyén Thi Huong: Chju trach nhi¢m vé& moi mit hoat ddng cua
nha treong. Hiéu trudng phu trach chung va tryc tiép mot s linh vyc sau:

1.1 Lanh dao cong tac tu twdng chinh tri trong nha truong; .

1.2 Phu trach tb chitc can b (tiép nhan, thuyén chuyén can bo, quan ly gido vién).

1.3 Phu trach ké hoach, tai chinh: Chii tai khoan, X4y dung quy ché chi tiéu ndi bo
hang nam, Xay dung ké hoach dao tao, ké hoach hoat dong phat trién trudmg.

1.4 Phu trach co s& vat chét, xdy dung co ban.

1.5 Phu trach tuyén sinh, chuyén truong, chuyén 16p. Quan ly, phén cong, kiém
tra, danh gia viéc thuc hién nhiém vu ciia gido vién, nhén vién.

1.6 Thuc hién céac ché d6 chinh sach cua Nha nudc dbi véi gido vién, nhan vién,
hoc sinh, t6 chtrc thuc hién quy ché dan chi trong nha truong.

2. Pho6 Hiéu truong Hoang Thu Ha:

Phu trach cac cdng viéc: Quy ché chuyén mén phan cong giang day; Quan ly cac
ky thi va tuyén sinh, thuyén chuyén hoc sinh; Quén ly cong tac hanh chinh - Co s& vét
chit (phong thi nghiém, phong hoc, thr vién); Quan ly cong tic v&'y t€ hoc duong, ban
tra ( bus, @n trua, nghi trua); Hiéu trudng Gy quyéen tai khoan s 2; thay méat Hiu truong
ky thu chi, hop dong lao ddng va cac quyét dinh. Truc tiép cac nhiém vy nhu sau:

2.1 Phu trach T van phong, T Toan, T6 Khoa hoc Ty nhién.

2.2 Quan ly dao tao: Sép xép 1én lich thoi khoa biéu toan trudng ndm hoc, hoc ky
theo 16p hoc. Quan ly hd so va s6 diém ctia gido vién hoc sinh. Chu tri cong tac khao thi
va quén ly chat lugng. Ky hoc ba, ky duyét so dau bai cac 16p.

2.3 Quan ly thu vién va thiét bi trudng hoc, céc thiét bi ctia cac phong hoc.

2.4 Quan ly Bao hiém cén bd gido vién va hoc sinh.

2.5 Quan ly ban tra: xe bus, dn trua, nghi trua.

2.6 Kidm tra gido 4n, dy gid giang, danh gi4 gido vién. BOi dudng doi ngii can b,
gido vién theo t0 dugc phén cong.

2.7 Cong tac bdi dudng hoc sinh gioi, gido vién gioi.

2.8 Cong tac tuyén sinh dau cép, cudi cép, cac hd so dau vao 16p 10 dau ra 16p 12
tbt nghiép hoc sinh, tuyén sinh dai hoc hang nam.

2.9 Cong tac bao cao so két, tdng két chuyén mon theo hudng din ctia cdc co quan
quan Iy S& nganh, bao céo trong cic cufe hop giao ban theo quy dinh.

3. Pho Hidu trudong Nguyén Tuyét Nhung:

Phu trach céac viéc: thuc hién quy ché dan chu ctia don vi; thong tin béo cdo. Danh
gid xép loai vién chuc, chudn nghé nghiép gido vién; thi dua khen thudng can b gido
vién, hoc sinh sinh vién va cdc cudc vin dong cua nganh; xay dung vin hoa; xd hdi hoa
gido duc, khuyén hoc va va truc tiép thye hién cac nhiém vu cu thé nhu sau:



3.1 Phu trach T Ngit van - KHXH, T Ngoai ngit. t4 chuyén giao cong nghé.
Cong tac day thém, sdp x€p thoi khoa biéu hoc thém.

3.2 Tiép va nhan phan hdi cua cac phy huynh, hoc sinh, céc can bd- gido vién tiép
dan theo qui dinh cua phép luat.

3.3 Phu trach cac hoat d6ng cua Cong Doan va Poan Thanh nién, Céu lac bd.

3.4 Xay dung ké hoach va cong tac kidm tra ndi bd. Day hoc tich cuc, cOng tac
day nghé pho thong va gido duc huéng nghiép

3.5 Phu trach School online. Hop tac phat trién, truyén thong, website cong nghé
thong tin.

3.6 So két, tong két cac hoat dong dugc phén cdng, bao cao Hiéu truong hang
thang, hoc ky, nam hoc va trong cac cudc hop cia Nha truong.

3.7 Cong tac hoc sinh, thanh tra phap ché; né nép va an ninh hoc duong; giam thi.

3.8 Giao duc k¥ nang sbng, gido duc truyén thong, hoat dong ngoai khoa, thé duc
thé thao - van hoa; quoc phong - an ninh.

3.9 Kiém tra gido an, du gio, danh gia, bdi dudng doi ngii theo td duoc phén cong.

Piéu 3. Hiéu lye thi hanh

Quyét dinh nay thay thé cho Quyét dinh 119/QD-KHGD ngay 19 thang 12 nam
2016 vé viéc phén cong trach nhiém trong Ban Giam hiéu Truong THPT Khoa hoc Gido
duc — Pai hoc Gido duc.

Quyét dinh nay c6 hiéu Juc ké tir ngay ky. Ban Giam hiéu Truong THPT KHGD,
cac to chuyén mon va gido vién, cac bd phén va can bo thudc truong chiu trach nhiém thi
hanh Quyét dinh nay./. %70

Noi nhin:
-Nhu Diéu 3;
- Pang tly, BGH Truong DPHGD (d& bao cao);
- BGH THPT (dé thyc hién);
- Website Truong PHGD,THPT;
- Luu: VT, TCCB.




