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S6: 01/ PCNV — THHL Huéi Léng, ngdy 17 thang 01 nam 2024

PHAN CONG NHIEM VU BAN CHI PAO
Thuec hién quy ché dan chi Truong PTDTBT Tiéu hoc Hudi Léng
(Kém theo Quyér dinh s6: 12/0P-THHL, ngay17/01/2024 cia Truong PTDTBT
Tiéu hoc Hubi Léng).

Can cit Thong tw s6 28/2020/TT-BGD&DT ngay 04/09/2020 cua B¢ giao
duc va Pao tao ban hanh Diéu [é truong Tiéu hoc;

Cin cir Ké hoach s6 382/KH-SGDDT ngay 25/2/2022 cia So Gido duc va
Pao tao tinh Dién bién vé xay dung va thuc hién Quy ché Dan chu & co so
nganh Giéo duc va Pao tao giai doan 2022-2026;

Cin ctir Ké hoach s6 49/KH-UBND ngay 28/2/2022 cta Uy ban nhan dan
huyén ban hanh Ké hoach xay dung va thuc hién quy ché dan cha & co s¢ giai
doan 2022-2026 trén dia ban huyén;

Cin cir Quyét dinh s 12/QD-THHL ngay 17/01/2024 cua Truong
PTDTBT Tiéu hoc Hudi Léng Vé viéc kién toan Ban chi dao thuc hién Quy ché
dan chu co s ctia Truong PTDTBT Tiéu hoc Hudi Léng.

Ban chi dao thyuc hién Quy ché dan chu co s¢ Truong PTDTBT Tiéu hoc
Hubi Léng phan cdng céc thanh vién trong Ban chi dao nhu sau:

I. Trwong ban: Ong Hoang Thanh Nghi — Hiéu trwéng; phu trach chung
chi dao thuc hién Quy ché dan chi trong co quan Truwong PTDTBT Tiéu hoc
Huoi Léng va tryc tiép chi dao cac linh vuc sau:

Cong tAc gido duc, tu tuong, chinh tri; To chirc can bo; Tai chinh - Ké
hoach; Xay dung co s¢ vat chat, mua sam trang thiet bi; Kiém tra, giai quyet
Kkhiéu nai to cao, phong chong tham nhiing trong toan truong.

Cong tac thi Qua khen t}luérng, kiém tra, danh gia cong chuc, vién chuc
Truong PTDTBT Tiéu hoc Hudi Leng.

Thuc hién ché do chinh sach cho can b, gido vién, nhan vién va hoc
sinh...caa Truong PTDTBT Tiéu hoc Hudi Léng.

Cong tac tham muu phdi hop Vi co quan cip trén, dao tao, boi dudng can
bo, CNTT truyen théng va chinh quyén dién tir, cong khai va doi ngoai,

Cong tac cai cach hanh chinh; Chuyén d6i sb, Giéo duc phép luat; Cong tac
phap ché; Cong tac XHH, hoat dong tir thién.

Ky duyét ho so, s6 séch, ké hoach, quy ché, ho so hoc sinh.
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~ Quyét dinh chuong trinh ké hoach hoat dong cua Ban chi dao; chiu trach nhiém
dieu hanh cac hoat dong cta Ban chi dao theo chuong trinh ké hoach da dé ra.

II. Cac pho trwéng ban

1. Ba: Nguyén Thi Thuin — Ph6 hi¢u truéng — Pho truéng ban thuong
truc truc tiép phu trach chi dao thuc hién quy ché dan chi co sé trong cac
Iinh vyc sau:

Phu trach chuyén mdn, chuwong trinh gido duc cap hoc, quan ly cong tac
chuyén mon va cac hoat dong chuyén man, tap huan; gido duc nghé nghiép va
glao duc thuong xuyén; Giao duc dan toc - Bdi dudng thudng xuyén, giéo duc thé
chat. X¢ét thang hang, nang lwong, nang ngach; thi dua hoc sinh; kiém tra, duyét
hd so s6 sach t6 khdi, gi4o vién, hoc sinh.

Tryc tiép tham gia phdi hop céc cdng viéc lién quan véi Phong GD&DT,
chuong trinh phat trién vung, cyu gido chtec...

Cong tac Phy nit, binh dang gidi; cong tac gia dinh, xay dung doi séng van hoa.

Gitp truong ban trién khai, don déc kiém tra cong tac kiém dinh chat lugng
gido duc, chuyén doi so6 toan nganh.

Thuong truc cong tac thi dua khen thuong, cdng tac kiem dinh chat luong
gido duc; truong chuan Quoc gia.

Tham gia hoi dong xét duyét thyc hién ché do chinh séch, hoc bong...cho
hoc sinh.

Ky duyét hd so khi dugc iy quyén cua Trudng ban.

Tham muu Xay dung cac chuong trinh, ké hoach hoat dong cua Ban chi
dao, chuan bi noi dung cac ky hop cua Ban chi dao & cac linh vuc dugc phan cong
phu tréach.

2. Ong: Lo Vin Truong — Pho hiéu trudng truc tiép phu trach chi dao
thuc hién quy cheé dan chi co sé trong cac linh vue sau:

Cong tac chuyén mon; quan ly cong tac chuyén mon va cac hoat dong cua
cac diém ban; cong tac Pho cap giao duc va Xdéa mu chit, co s¢ gitr lieu nganh,
cong tac thi dua, khen thuong, bdi dudng thudng xuyén cap.

Cong téc kiém dinh chat luong gido duc; trudng chuan Quoc gia cap hoc;
tham gia hoi dong xét duyét thuc hién ché do chinh sach, hoc bong...cho hoc sinh.

Gitp trudng ban trién khai, don dc viéc tong hop bao céo theo yéu cau cua
Phong Giao duc va Pao tao, cong tac XHH, tur thién; Thi dua khen thuong; Cong
doan; ban tr; vé sinh moi trudng; xay dung co so vat chat, phong chay, chira
chay — ctru nan cuiu ho.

Tham muu xdy dung cic chuong trinh, ké hoach hoat dong ciia Ban chi
dao, chuan bi ndi dung céc ky hop cua Ban chi dao ¢ cac linh vuc dugc phan cong
phu trach.
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3. Ba: Trinh Thi Thoa — Pho hi¢u truéng truc tiép phu trach chi dao
thuc hién quy ché dan chi co sé trong cac linh vue:

Phu trach cong tac giéo duc cua khdi 2+3; quan Iy céng tac chuyén mon va
cac hoat dong cua cac diém ban Ma LU Thang, Hudi Léng; Bdi dudng thuong
xuyén; cong tac y té truong hoc; cdng tac phong, chéng dich bénh; An toan
VSTP; céng tac PCGD; coéng tac dam bao an ninh, an toan trudng hoc;

To chirc huéng dan, theo ddi viéc thuc hién Quy ché, thuong xuyén thu
thap thdong tin, tong hop cac y kien de xuat, ¥ kien dong gop dé giup Truong ban
chi dao tong hop, bo sung, dieu chinh cho phu hop.

Cong tac kiem dinh chat luong gido duc; truong chuan Quéc gia cap hoc;
Cong tac khuyen hoc, khuyen tai; Tham gia hoi dong xét duyét thuc hién che do
chinh sach, hoc bong...cho hoc sinh.

~ Cong tac khuyé,n hoc, khuyén tai: cong tac phong chay, chira chay, phong
chong thién tai, tim kiém ctu nan, phong chong toi pham, bao luc hoc duong.

Gitp truong ban trién khai, don dbc kiém tra cong tac phap ché va Giéo
duc phéap luat, Cong tac cai cach hanh chinh.

Tham muu xdy dung cac chuong trinh, ké hoach hoat dong cua Ban chi
dao, chuan bi ndi dung cac ky hop cua Ban chi dao ¢ cac linh vuc dugc phan cong
phu tréach.

III. Thu ky: Ba Lo Thi Mai Hwong thwe hién cac nhiém vu cu thé sau

Tryc tiép tham muu Ban hanh cac van ban, ké hoach trién khai nhiém vu
dugc phan cong cho l1anh dao dé trinh Phong GD&DT huyén phé duyét.

T6 chuc hudng dan, theo ddi viéc thuc hién Quy ché, thuong xuyén thu
thap thong tin, tong hop céac y kién dé xuat, y kién dong gop dé giap Truong ban
chi dao tong hop, bd sung, diéu chinh cho ph hop.

V. Céc iy vién
1. Ba: Tran Kim Anh — To6 chirc thue hién Quy ché dan chii co sé trong
linh vue dwgc phan cong tham muu

Phu trach hoat dong cua To khéi 1: Xay dung ké hoach hoat dong va to
chirc cac hoat dong ctia chuyén mon khoi 1 theo thang, hoc ky, nim hoc; Ké
hoach, t6 chuc, chi dao va kiém tra...cac hoat dong cua chuy@n mén khéi 1; Ké
hoach boi dudng, boi dudng thudng xuyén, tap huan chuy@n mén giao vién khoi 1
va Boi dudng HSG; xay dung ké hoach chi dao, t6 chtrc cac ky thi, kiém tra cua
khéi 1; Ké hoach t6 chic thuc hién, kiém tra chuy&n mén; chiu trach nhiém béo
céo cua khdi 1.

Cong tac tuyén sinh l6p dau cap khdi 1; cdng tac quan ly hoat dong day
thém, hoc thém; cong tdic PCGD khdi 1; cong tac gido duc dan toc, gido duc
thudng xuyén chuy@n nghiép, giao duc quc phong, GD thé chét.
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Cong tac Nghién cttu khoa hoc k§ thuat, sang tao thanh thiéu nién,...trong
toan nganh; cong tac khdo thi va kiém dinh chat lugng giao duc, xay dyng truong
hoc dat chan Quoc gia.

Tham gia xay dung cac chuong trinh, ké hoach va béo céo cua Ban chi dao,
tham du day du cac cudc hop cua Ban chi dao; Béo cao két qua thuc hién Quy ché
dan cha ¢ linh vuc dugc phan cong cho Trudng Ban chi dao, dong thoi giri béo
céo cho Thu ky Ban chi dao dé tong hop.

2. Ba: Lo Thi Ha — T6 chire thwe hién Quy ché dan chii co sé trong linh
vuc duwge phan cong tham muu

Phu trach hoat dong cia bo phan chuy@n mdn To khéi 2+3: Xay dung ké
hoach hoat dong va to chtrc cac hoat dong caa chuyén mén khéi 2+3 theo thang,
hoc ky, nam hoc; Ké hoach, to churc, chi dao va kiém tra...cAc hoat dong cua
chuy&n mon khéi 2+3; Ké hoach boi dudng, bdi dudng thuong xuyén, tap huan
chuy@n mén gio vién khoi 2+3; xay dung ké hoach chi dao, t6 chic céc ky kiém
tra caa khoi 2+3; Ké hoach to chic thuc hién, kiém tra chuyén mon (Ho so so
sach, cong tac day va hoc, kiém tra danh gia, day hoc tich hop, ...); chiu trach
nhiém bao céo cua khéi 2+3.

Cong téc kiém dinh chat luong gido duc va xay dung Truong chuan Quoc
gia, cong tac thong ké béo cao.

Tham gia xay dung cac chuong trinh, ké hoach va bao céo cua Ban chi dao,
tham du dﬁy du cac cudc hop cua Ban chi dao; Bao céo két qua thuc hi¢n Quy ché
dan chu ¢ linh vuc duoc phan cong cho Truéng Ban chi dao, dong thoi giri bao
cao cho Thu ky Ban chi dao dé téng hop.

3. Ba: Mao Thi Hai — Té chirc thwe hién Quy ché din chi co sé trong
linh vee dwoc phan cong tham mwu

Phu trach hoat dong cia bo phan chuy@n mon Tb khéi 4+5; Xay dung ké
hoach hoat dong va to chtic cac hoat dong caa chuyén mén khéi 4+5 theo thang,
hoc ky, nim hoc; Ké hoach, t6 chuc, chi dao va kiém tra...cac hoat dong cua
chuyén mén khoi 4+5; cong tac Boi dudng thuong xuyén caa khoi 4+5 va cac
hoat dong cua khéi 4+5; Cac hoi thi cua giéo vién, hoc sinh.

Cong tac nhap liéu co so dir liéu quéc gia; cong tac y té hoc duong, phong
chéng dich bénh; phong chéng tai nan thwong tich; phong trao toan dan xay dung
doi song van hoa.

Tham gia xay dung cac chuong trinh, ké hoach va bao céo cta Ban chi dao,
tham du déy du cac cudc hop ctuia Ban chi dao; Bao cao két qua thuc hién Quy ché
dan chu ¢ linh vuc duoc phan cong cho Truéng Ban chi dao, dong thoi giri bao
cao cho Thu ky Ban chi dao dé téng hop.

4. Ong: Bui Vin Manh — Té chirc thwc hién Quy ché din chi co sé
trong linh vwe dwge phan cong tham muu
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Ban hanh céc van ban, ké hoach trién khai nhiém vu dugc phan cong cho
lanh dao dé trinh Phong GD&DT huyén phé duyét;

Phu trach bo phan ké toan, xay dung du toan thu, chi ngan séch su nghiép
gido duc, co quan theo quy dinh caa Luat ngan sach; 1ap ké hoach du toan kinh
phi phét trién gido duc hang nim. Phuong én phan bd du toan thu, chi ngan sach
nha nuéc sy nghiép gido duc theo phan cap; 1ap du toan, quyét toan chi su nghiép
gido duc hang nam; Tham muu céc van ban chi dao, hudéng dan lién quan dén
cong tac ké toan — tai chinh...; co s& VAt chat, cong tac van thu, luu trit trong toan
nganh; dau méi tong hop va xay dung cac béo céo theo linh vuc TC, KH, CSVC;
cong tac Van thu, luu trit co quan;

Cong tac tham dinh, xét duyét quyét toan; 1ap Ho so cong khai tai chinh co
quan theo quy dinh.

Phu trach Ké toan nha trudng va chiu trach nhiém trudce Hiéu trudng vé cac
nhiém vu lién quan dén cong tac Tai chinh; Phoi hop véi cac b phan thuc hién
nhiém vu co lién quan.

Truc tiép tham muu va thuc hién cac nhiém vu cong tac vé Tai chinh - Ké
hoach, Tham gia xay dung cic chuong trinh, ké hoach va béo cdo cua Ban chi
dao, tham du day du cac cudc hop cua Ban chi dao; Bao céo két qua thuc hién
Quy ché dan chi ¢ linh vuc duogc phan cong cho Truong Ban chi dao, dong thoi
giri bdo c4o cho Thu ky Ban chi dao dé tong hop./.
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