UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG AN PHU BONG Poc l1ap — Tuw do — Hanh phic
TRUONG TRUNG HQC CO SO
TRAN HUNG PAO
Sé: 448../KH-THD Quan 12, ngay 23, thdang 9 nam 2025
KE HOACH

Thue hién quy tic ing xir ctia can b, cdng chire, vién chirc va ngum lao dong
lam viée trong co' quan hanh chinh, don vi sw nghiép cong lap
Nam hoc 2025 - 2026

Can cir Thong tu sb 06/2019/TT-BGDDT ngay 12 thang 4 ndam 2019 cua Bo
Gido duc va Pao tao quy dinh quy tic ing xir trong co s& gido duc mam non, co s&
gi4o duc phd thdng, co s¢ gido duc thudong xuyén;

Cén cur quet dinh 6 67/2017/QD-UBND ngay 29 thang 12 nam 2017 cua Uy ban
nhan dan Thanh phd H6 Chi Minh vé ban hanh Quy dinh v& quy tic ng xir ciia can b, cong
chire, vién chire va ngudi lao dong lam viéc trong céc co quan hanh chinh, don vi sy nghiép
cong lap trén dia ban Thanh pho Hb Ch1 Minh;

Can cir vao tinh hinh thuce té cua don vi;

Truong THCS Tran Hung Pao xay dung K& hoach v& quy tic tmg xir ciia can
b, cdng chirc, vién chirc va ngudi lao dong lam viée trong co quan hanh chinh, don vi
su nghiép cong lap voi nhitng ndi dung nhu sau:

I. Muc dich, yéu cau:

- Quy dinh chudn muc xir sy cia CBCCVC khi thi hanh cong vu, nhiém vu va
trong mdi quan hé xa hdi nhim dam bao tinh chuyen nghiép, trach nhiém, ning dong,
minh bach, hiéu qua cuia CBCCVC; dap ting yéu cau phuc vu Nhan dan, x& hoi.

- La cén ctr dé 1anh dao céc co quan, don vi xur ly trach nhi¢ém khi CBCCVC
thudc quyén quan ly vi pham cac chuan muyc Ung xu trong thi hanh cong vy, nhiém
vu va trong quan hé x4 hdi, dong thoi 1a cin ctr dé Nhan dan giam sat viée chép hanh
cac quy dinh phap luat cia CBCCVC.

I1. Ngi dung thue hlen

1. Xay dung Quy tic rng xir trong truomg hoc véi cac ni dung trong tim
nhw sau:

1.1. Quy dinh vé tac phong lam viéc:

+ Thoi gio lam viéc:

1. Chap hanh nghiém quy dinh vé thoi gian 1am viéc, sir dung hiéu qua thoi gio
lam viéc.

a) Thoi gio lam viéc clia co quan hanh chinh:
- Bu01 sang tir 07 gio 30 phit dén 11 gio 30 phut.
- Budi chiéu tir 13 gid 00 phut dén 17

gio 00 phut.

b) Pbi véi cac don vi su nghiép cong l4p cdn ctr tinh hinh thuc té bd tri thoi
gian lam viéc phu hop, dam bao dung quy dinh cia B¢ luat Lao dong.
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2. Bdi véi co quan, don vi duge quy dinh phai t chirc lam viéc budi sang ngay
thir bay hang tuan dé tiép nhan, giai quyét thu tuc hanh chinh theo Quyét dinh s6

32/2010/QD-UBND ngay 20 thang 5 nam 2010 cua Uy ban nhép dan thanh pho thi
thoi gio lam viée thue hién theo diém a, khoan 1, Piéu 4 cta Quyét dinh nay.

+ Trang phuc:

1. Khi thyc hién nhiém vy, CBCCVC phai mac trang phuc lich su, phu hop,
dau toc gon gang (khéng nhudm téc mau sang) di giay hodc dép c6 quai hau. Trang
phuc dug‘g quy dinh nhu sau:

- D61 véi nam: méc quﬁn tdy, 40 so mi; ) ) )

- Péi véi nit: mic quan tay hodc vy (chidu dai vdy toi thiéu ngang goi), 40
cdng s6 (khong mong, co tay), hodc comple hodc b 4o dai truyén thong.

Khong duge mic quan jeans, vy jeans, 40 thun.

- Péi véi nhitng nganh c¢6 quy dinh riéng vé dong phuc thi thuc hién theo quy

dinh cia nganh.
L2 Lé& phuc cua cong chirc 1a trang phuc chinh thirc dugce sur dung trong nhimg
budi lg, cudc hop trong thé.
- B6i voi nam: qué‘m tdy, 40 somi, ca vat hodc b comple.
- Dai voi nir: bd ao dai truyén thdng hodc bd comple ni.

3. Phai deo thé cong chire khi lam viée va khi thyc hién nhiém vy bén ngoai
co quan. Thé cong chirc cé day dii cac ndi dung va kich thuéce theo mau quy dinh.

+Y thirc ky luét

1. Nghiém chinh chp hanh Hién phép, phép luét, ndi quy, quy ché cia co quan,
don vi.

2. C6 tac phong lam viéc nghiém tuc; thai d¢ lich sy, ton trong nguoi giao tiép;
str dung ngdn ngit phai rd rang, mach lac; khong néi tuc, noi tiéng 16ng, quat nat.
Khong tu y phat ngdn, cung cap thong tin, tai liéu khong ding thAm quyén.

3. Khéng st dung bia, ruou, d6 udng c6 con trong gid lam viée, gio nghi trua
cua ngdy lam viéc, ngay truc. Khong hut thudc 14 trong khudn vién cua tru sé co
quan, phong lam viéc, phong hop va hoi truong. Khong danh bac, tham gia cac t¢ nan
hoic cac hanh vi khéc trai véi quy dinh phap luat dudi moi hinh thirc.

4. Khong deo tai nghe, mé nhac, nghe nhac, choi dién tir va cac thiét bi giai tri
cé nhan trong gidr 1am viéc; khong truy cdp cac trang mang c6 ndi dung khong lién
quan dén viéc thuc hién nhiém vu, cong vu.

5. Khéng tho cling trong phong lam viéc va hoat dong mé tin di doan.

1.2. Quy dinh vé xir sur ciia can b, cdng chire, vién chire trong khi thi hanh
nhiém vu, cong vu

- Ung xir véi hoc sinh: Ngon ngit chuan muyc, dé }}iéu; yéu thuong trach
nhiém, bao dung; ton trong sw khéc biét, doi xir cong bang, lang nghe va dong vién,
khich 1& nguoi hoc. Khéng xic pham, ép budce, tru dap, bao hanh.

- Ung xir v6i gido vién, nhan vién:

+ Giao tiép va @ng xir véi cip trén:

- Péi véi lanh dao chp trén CBCCVC phai tuan thi thir bic hanh chinh, phuc
tung su chi dao, diéu hanh, phén cbéng cong viéc cua cAp trén; khéng trén tranh, thoai
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thac nhiém vuy; khong ninh bo lay long vi dong co khong trong sang.

- Cip duéi chép hanh quyet dinh cta cap trén; chi dong, sang tao va chiu trach

nhiém trude phdp luat va quy dinh ctia co quan khi thyc hién nhiém vu dugc giao.

- Khong duoc loi dung viéc gop y, phé binh lam tén hai dén uy tin ctia cap trén.

+ Giao tiép va \ng xir voi cap dudi:

- CBCCVC lanh dao, quan ly phai gwong mau trong 16i séng, trong cong tac, gill
gin doan két ndi by, dao dirc tic phong, van hoa trong don vi.

- Thue hién Quy ché dan chu & co s, ldng nghe va tiép thu y kién ding dén cua
CBCCVC trong don vi.

- Nam bét tdm tu, nguyén vong cua CBCCVC dé c6 cach thirc sir dung, diéu hanh
phi hop véi timg dbi tuong nhdm phat huy kha ning, kinh nghiém, tinh sang tao, chu
ddng ctia tirng ¢4 nhan trong viéc thuc thi cong vy, nhiém vu dugc giao.

- Phan c6ng nhiém vu cho cdp dudi rd rang va theo ddi viéc thuc hién nhiém vu,
cdng vu cia CBCCVC (tién do, chit luong, két qua); img xir theo nguyén tdc dan cha,
khéch quan, céng béang va minh bach.

s Khong chuyén quyen doc doan, coi thuong cap dudi; khong duoc loi dung viéc
g6p ¥, phé binh lam t6n hai dén uy tin cta cép dudi.

+ Giao tiép va {ng xir vi dong nghiép:

- CBCCVC phai tmg xtr c6 van hoa, ton trong va bao vé danh du, uy tin cua dong
nghiép; chan thanh, than thién va doan két, hop téc, hd trg 13n nhau hoan thanh nhiém
vu.

Tén trong, ling nghe va tiép thu y kién cua ddng nghiép, cta tap thé; thang than
g6p ¥ voi ddng nghiép trén tinh thin x4y dung, khach quan.

Khéng dugc loi dung viéc gop y, phé binh lam tén hai dén uy tin cua dong
nghiép; khong be phai gay mét doan két ndi bd cua co quan.

- Ung xir v6i cha me hoc sinh: Ngon ngit chuan muc, ton trong, hd trg, hop
tac, chia sé, than thién. Khong xic pham gay kho khan phlen ha, vu loi.

- Ung xir doi v6i khach dén nha truong:

- Trong giao tiép v6i nguoi dan CBCCVC phai t6n trong, ling nghe, tén tinh
huorng din vé quy trinh xir ly cong viéc va giai thich can k& nhimg thic méc cia
ngudi dan. Thuc hién “4 xin, 4 ludn”: xin chao, xin 18i, xin cAm on, xin phép; ludn
mim cudi, ludn nhe nhang, ludn ling nghe, ludn gitp do.

- Khéng dugc c6 thai d6 hach dich, nhiing nhiéu; khong gay cing thing, birc
xuc, doa nat nguoi dan.

- Khong dugc gy kho khan, phién ha, voi vinh, kéo dai thoi gian xur ly cong
viéc clia co quan, to chitc va ngudi dan; khéng tho o, vo cam, thiéu trach nhiém trudc
nhimg khoé khén, bire xtc cua nguorl dan.

1.3. Ung xir ciia gido vién

- Ung xir véi hoc sinh: Ngon ngit chuan muc, d& hidu, khen hodic phé binh phu
hop véi dbi tugng va hoan canh; mau muyc, bao dung, trach nhiém, yéu thuong; t6n
trong su khéc biét, dbi xir céng bang, tu vén, ling nghe va dong vién, khich 1€ ngudi
hoc; tich cuc phong, chéng bao lic hoc dudng, xdy dung mdi trudng gido dyc an toan,
lanh manh, than thién. Khong xtc pham, gdy tén thuong, vu loi; khéng tri dép, dinh
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kien, bao hanh, xam hai; khong thd o, né tranh hodc che dAu cac hanh vi vi pham cua
nguoi hoc.

= Un'J X v6i can b quan ly: Ngon ngit ton trong, trung thuc, cau thi, tham
muu tich cyc va thé hién rd chinh kién; phuc ting su chi dao, diéu hanh va phan cong
cua lanh dao theo quy dinh. Khéng xtic pham, gy mét doan két; khong tho o, né tranh
hodc che diu cac hanh vi sai pham cua can b quan ly.

- Ung X voi dong nghlep va nhan vién: Ngon ngit dung muc, trung thuc,
than thién, cau thi, chia s&, hd tro, ton trong su khac biét; bao vé uy tin, danh du va
nhan pham clia ddng nghiép, nhan vién. Khong xtc pham, v6 cam, gy mat doan két.

- Ung xir vé6i cha me hoc sinh: Ngon ngit diing myc trung thuc, ton trong than
thién, hop tac, chia s&. Khong xtc pham ap dat, vu loi.

s Ung xir d6i véi khach dén nha trwong: Ngon ngit ding muc, ton trong.
Khong xtic pham, gay khé khin phién ha.

1.4. Ung xir ctia nhan vién

= Ung xir v6i hoe sinh: Ngon ngir chudn muc, ton trong, trach nhiém, khoan
dung, glup d&. Khong gy kho khan, phién ha, xtc pham, bao lyc.

- Ung xir véi can bd quan ly: Ngon ngit ding muc, trung thyc, ton trong, hop
tac; chép hanh céc nhiém vu duoc giao. Khong né tranh trach nhiém, xtc pham, gay
mét doan két, vu loi.

- Ung xir voi dong nghiép: Ngon ngit ding muc, hop tac, than thién. Khong
xtc pham, gay mét doan két, né trach trach nhiém.

Ung xir voi cha me hoc sinh va khach dén co s& gido duc: Ngbén ngit dung
muc, ton trong. Khéng xuc pham, géy kho khan phién ha.

j 54 Ung xir cia hoc sinh trong nha trtro’ng

- Ung Xir véi can by quan ly, gido vién, nhan vién: Kinh trong, 1& phép, trung
thuce, chia sé, chap hanh céc yéu cau theo quy dinh. Khong bia d3, thong tin; khong
xuc pham tinh than, danh du, pham chét, bao luc.

- Ung xir véi ban hoc trong lé’p, trong trwong: Ngon ngit dung muc, hop tac
va ton trong su khéc biét. Khong noi tuc, chiri by, miét thi, xic pham, gay mét doan
két; khong bia dit, 16i kéo; khong phat tan thong tin d& no6i x4u, 1am anh hudng dén
danh du, nhan phdm nguoi hoc khéc.

- Ung xir v6i cha me va ngudi than: Kinh trong, 1€ phép, trung thyuc, yéu
thuong.

- Ung xir véi cha me ciia ban hoc: Ton trong, 1€ phép.

1.6. Ung xir ciia cha me hoc sinh

- Ung xir véi hoc sinh: Ngon ngir diing muyc, ton trong, chia s&, khich 18, than
thién, yéu thuong. Khong xtc pham, bao luc.

- Ung xir véi can by quén ly, gido vién, nhin vién: Tén trong trach nhi¢m,
hop tac, chia sé. Khong bia dit thong tin; khdng xic pham tin than, danh du, nhan
pham.

1.7. Ung xi cia khach dén nha truong

- ffng xir v&i hoc sinh: Ngon ngit diing muc, ton trong thin thién. Khong xuc

pham, bao lyc.
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- Ung xir voi can by quan ly, gido vién, nhan vién: Dung muec, tén trong-
Khong bia dat thong tin; khong xuc pham tin than, danh du, nhan pham

2. Pbi méi ndi dung, phwong phap, hinh thire gido duc van héa g X
trong trudng hoc.

B sung, hoan thién ndi dung gido duc vén héa g xir cho hoc sinh trong nha
truong; thé hién duoc gia tri cdt 16i trong van hoéa tmg xur: Nhan i, ton trong, trach
nhiém, hop téc, trung thuc phu hop véi timg cép hoc, trinh do dao tao, vung mlen
Gido duc ndi dung vé tu tudng, dao dic, phong cach Hb Chi Minh dé nang cao pham
cht, nang luc ing xir cho nha gido, nguoi hoc.

2.1. Pbi méi ndi dung gido duc vin héa ing xir

- B sung, hoan thién ndi dung gido duc van hoa mg x1r trong céc hoat dong
gido duc, trong chuong trinh gido duc tidu hoc; lua chon cac ndi dung gido duc van
hoa tmg xtr, 161 séng van hoa cé gia tri va phu hop véi dic diém tdm ly, tinh cam cua
hoc sinh; gido duc y thirc tudn thi phap luat, gido duc dao duc, 16i séng, k¥ ning séng
va céc hoat dong trdi nghiém dé hinh thanh cac phim chat nhén 4i, tu trong, c6 y thirc
trach nhiém véi ban than, ton trong, trach nhiém véi ban be, chia s& bdo dung véi
nguoi khac.

- Xay dung quy dinh, huéng dan cu thé trong thuc hién nep sbng, théi quen vin
minh, lich su véi cac chu dé trong truomg hoc, nhu: Van hoéa xép hang noi cong cong,
van hoéa van minh khi tham gia giao thong, co cach tmg x{r phu hop véi nguoi gia, tré
nho & noi cong cong, trién khai nguyén tic tu gido duc (tu phuc vu) trong cac hoat
dong lién quan (thu vién, truc nhat...).

2.2. Pbi méi phwong phap, trong gido duc vin héa rng xir

- Pbi méi phuong phéap day hoc cac mdn: Pao dirc, Tiéng Viét, Lich str... theo

huéng phat trién pham chat va nang luc ngucn hoc. Trong d6, dac biét coi trong
phuong phép trdi nghiém, cdc hoat dong gido duc ky nang séng, k§ ning giao tiép,
mg xir van héa ctia ngudi hoc; gido duc kién thirc phap luat, gido duc cong dan. Thuc
hién hiéu qua cong tac tu vén tdm 1y hoc sinh.

- Pa dang hoa hinh thic gido duc vdn hoa ing xu thong qua cac hoat dong tap
thé, céc cau lac bd, cudc thi, trai nghiém,...; déc biét phat huy vai tro hudng dan vé
{rmg xr van héa ctia dgi ngii can bo 16p, chi 601 16p 16n ddi véi nhé hon trong khung.

- Tang cuong td chirc tich hop cac hoat dong gido duc gidi tinh, tam ly Iira tudi,
phong chéng x4m hai, phong chdng bao lyc hoc duong vao mét s6 mon hoc trong nha
truong.

- Phét huy vai trod cta té chirc Doi thiéu nién tién phong H6 Chi Minh; t6 chirc
da dang cac hinh thic gido duc ung X védn hda, tinh than yéu nudc, ton trong gia tri
lich sir truyén thong vén hoa t6t dep cho hoc sinh thong qua céc hoat dong hat Quéc
ca, 1& Chao cd Tb quéc va cac hoat dong tap thé.

- Tang cuong céac hoat dong gido duc gop phan trong cdng tac thi dua xay dung
truong hoc van hda, van hoéa ung xur, thuc hién nép song van minh, lich su trong cén
bd quén ly, gido vién, nhan vién, hoc sinh bang cac hoat dong thiét thuc, thudng
xuyén hiéu qua trong mdi nim.
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; Khuyen khich hoc sinh tham gia tuyen truyén vé truong hoc van hoéa, nhing
hanh vi Umg xir dep; phé phén nhing hanh vi chua dep ctia nhiing ngudi xung quanh;
nang cao thdm my, nghé thuat cho hoc sinh théng qua céc hoat dong gido duc.

IIL. T6 chire thue hién

- Xay dung ké hoach, trién khai, quan triét trong doi ngii can bo quan ly, gido
vién, nhén vién, hoc sinh trong nha trudng; tuyén truyén trong cac cudc hop cha me
hoc sinh.

- Niém yét B4 quy téc ting x tai cac ban tin, _bang thong bao, Website cuia nha
turong, trong phong hoc, phong lam viéc va noi can thiét khac ctia nha truong; gui
dén cac thanh vién trong nha truong qua hé thong email, hé théng lién lac dién tir..

- Cén bo quan ly, gido vién, nhan vién, 'TPT Doi, Cong doan nha trudong thu'ong
xuyén phd bién, quan triét ndi dung B quy tic img XU trong truong hoc trong cac tiét
hoc chinh khéa, hoat dong ngoai gio' 1én 16p, hoat dong trdi nghiém, hoat dong cua
Ban dai dién cha me hoc sinh.

- Phat huy tinh guong méu ctia can bd quan ly, gido vién, nhén vién trong xay
dung van hoa tmg xir, chii trong xdy dung nhéan cach ngudi thdy. Pay manh gido duc
tu tudng chinh tri, dao duec, 16i séng, phong cach can bd quan ly, nha gido, nhan vién
va hoc sinh; tao nén tang nhén thtc va hanh dong dé xay dung méi trudng vén hoa va
ung XU van hoa trong trudong hoc./.

Noinhan:
- Céac t6 khoi chuyén moén (thuc hién);
- Luu: VT.




