SO GD&PT PHU THO CONG HOA XA HOI CHU NGHIiA VIET NAM
TRUONG THPT SAO BAY Déc 1ap - Tw do - Hanh phuc

S6: 268../THPTSB Hop Kim, ngay3ahdng 9 nam 2026
Vv tang cwong ky ludt, ky cwong hanh
chinh, ndng cao trach nhiém thuc hién
nhiém vu cua CBQOL, GV, NV

Kinh giti: - Cac to chuyén mon;
- T6 Vin phong;
- G140 vién chu nhiém cac 16p;
- Cén b9, gido vién, nhan vién Truong THPT Sao Bay.

Thuyc hién Cong vin sb 4152/SGD&DPT-VP, ngay 22/9/2026 cta So
GD&DT Phu Tho V/v thyc hién ky ludt, ky cuwong hanh chinh, nang cao trach
nhiém thyc thi cong vu trong giai quyét TTHC;

Nhim tiép tuc xay dung mdi trudng gido duc ky cuong, trach nhiém, chuyén
nghiép, hiéu qua,

Hiéu truong Truong THPT Sao Bay yéu cau céac té chuyén mén, bo phan va
toan thé can bo, gido vién, nhan vién nghiém tuc trién khai thuc hién cac noi dung
sau:

1. Ting cwdong chip hanh ky luit, ky cwong trong thuwc hién nhiém vu

- Cén b9, gido vién, nhan vién thuc hién nghiém tic cac quy dinh cia nganh,
cua nha truong; chép hanh dang thoi gian 1am viéc, lich truc, lich giang day, hoi
hop va cac nhi€ém vu dugc phan cong.

- Khong dé xay ra tinh trang thiéu trach nhiém, né tranh nhiém vu, chim tré
trong thyc hién cong viéc duoc giao; khong dun day trach nhiém gilta cac ca
nhan, bo phan.

- Thyc hién nghiém quy dinh vé dao dirc nha gido, van hoa cong so; giir gin
hinh anh, uy tin ctia nha trudng; c6 thai d6 chuan muc trong giao tiép voi hoc
sinh, cha me hoc sinh va dong nghiép.

- Giao vién thuc hién dﬁy du ho so chuyén mon, ké hoach gido duc, cap nhat
thong tin, danh gia hoc sinh ding quy dinh (trén méi truong sd va trén ho so
gidy); bao dam chat luong va tién do thuc hién chuong trinh gido duc.

2. Néang cao trach nhiém ciia to truéng chuyén mon va ngudi phu trach
cac by phan

- T6 trudng chuyén mén, td trudong vin phong va can bd phu trach cic bo
phan co trach nhiém quan 1y, kiém tra, don ddc thanh vién trong to thyuc hién
nhiém vu dugc giao.



- Chu dong ra soat tién do thuc hién ké hoach gido duc, chat luong chuyén
mon, viéc thuc hién quy ché chuyén mon; kip thoi phat hién kho khan, vudng
méc dé bao cdo Ban Giam hiéu xem xét, chi dao.

- Chiu trach nhiém trudc Hi€u truéng vé két qua thuc hién nhiém vu cua td,
bo phan dugc phan cong phu trach.

- Két qua thuc hién nhiém vy, tinh than trach nhiém, y thirc chép hanh ky
luat, ky cuong cua can bg, gido vién, nhan vién la mdt trong nhiing can cu dé
danh gid mirc do hoan thanh nhiém vu cudi nam hoc.

3. Ting cudng cong tac kiém tra, giam sat viéc thue hién nhiém vu

- Ban Giam hiéu tang cuong kiém tra viéc thuc hién nhiém vu cua cac to
chuyén mon, bd phan va c4 nhan trong nha truong.

- Céc to chuyén mén thuong xuyén tu kiém tra viéc thuc hién ké hoach day
hoc, sinh hoat t6 chuyén mén, d6i méi phwong phap day hoc, kiém tra danh gia
hoc sinh.

- Kip thdi chan chinh cac trudng hop thuc hién chua nghiém tic; biéu duong
cac ca nhan, tap thé c6 tinh than trach nhiém, hoan thanh tt nhiém vu.

- Viéc kiém tra, ddnh gia bao dam khach quan, cong khai, dung quy dinh;
hudng t6i nang cao chat lugng gido duc va hiéu qua hoat dong ctia nha truong.

4. Py manh cong tac tuyén truyén, xay dung viin héa nha truong

- Céc t6 chuyén mon, gido vién chil nhiém t chuc tuyén truyén, nhic nho
can bg, gido vién, hoc sinh thuc hién tdt noi quy, quy dinh cua nha truong.

- Tiép tuc xay dung moi trudng gido duc than thién, tich cuc; mdi can bo,
gido vién, nhan vién la mot tam guong vé tinh than trach nhiém, thai d6 phuc vu
va y thitc chap hanh ky luat.

- Tang cuong Ung dung céng nghé thong tin trong quan 1y, trao d6i cong
viéc; thuc hién bdo cdo, cap nhat thong tin day du, chinh xac, dung thoi gian quy
dinh.

- Thuc hién tt va c¢6 hiéu qua thiét thuc cong tac chuyén doi sb trong nha
truong; dam bao tién dd moi nhiém vu do céc cép trién khai.

5. To chirc thue hién

- Cac Phé hiéu truong ting cudng cong tac kiém tra, dén ddc thuc hién
nhi¢m vu cua cac bo phan, GV va NV nha truong.

- Céc tb chuyén mon, by phan cdn clr nd1 dung cong van nay td chuc quan
triét dén toan thé thanh vién va trién khai thuc hién nghiém tac.

- T6 trudng chuyén mén, ngudi phu trach cac bo phan chiu trach nhiém theo
ddi, kiém tra va bao cdo tinh hinh thuc hién v6i Ban Giam hiéu.

- Cac truong hop vi pham ky luat, thiéu trach nhiém trong thuc hién nhiém
vu s€ dugc xem xét, xu ly theo quy dinh hi¢n hanh.



Nhéan dugc Cong van nay, yéu cau céac to chuyén mon, by phan va toan thé
can b, gido vién, nhan vién Truong THPT Sao Bay nghiém tic trién khai thyc
hién./.

Noi nhén: HIEU TRUONG
-Nhu trén;
_Luu VT.

Nguyén Manh Cuong
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