UY BAN NHAN DAN HUYEN CUCHI  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS TAN TIEN Djc 1ip - Ty do — Hanh phc

$6:239 /QD-THCSTT Cti Chi, ngay 8 thdng 12 nam 2022

QUYLT DINH
Ve vi¢e ban hanh N§i quy co quan ciia Truwong Trung hoc co' sé Tan Tién

HIEU TRUONG TRUONG THCS TAN TIEN

Can cir Quyet dinh sé6 525/0D-UB ngay 27 thang 8 nam 1999 cua UBND
Huyén Cu Chi vé viéc thanh ldp truong THCS Tan Tié ién;

Can cir Théng tur s6 32/2020/TT-BGDDT ngay 15 thang 9 nam 2020 cua B¢
trueong B¢ Gido duc va Dao tgo vé Ban hanh Dleu le truong Trung hoc co so, trieong
Trung hoc phé théng va trueong phé théng cé nhiéu cdp hoc;

Can cir Quyét dinh so 13627/QD-UBND ngay 15 thdng 8 nam 2022 cua Chu
tich UBND huyén Cu Chi vé viéc diéu dong va bé nhiém chire vu Hi¢u trucng Tricong
Trung hoc co so Tan Tié ién doi véi ong Trdan T rung Tin,

Can cir chitc nang va quyén han cua Hiéu tricong Truong Trung hoc co so;,

Xét @é nghi cua T6 Van phong.

QUYET PINH:
Diéu 1. Ban hanh kém theo Quyét dinh nay Néi quy co quan ctia Truong Trung
hoc co sé Tan Tién.
Diéu 2. Quyét dinh ndy c6 hiéu luc ké tir ngay ky va thay thé Noi quy trudc day.

Diéu 3. Céac 6ng (Ba) T trudng To chuyén mén, Té Vin phong, céc ca nhin ¢
lién quan chju trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn:

- Nhu Diéu 3;

- Phong Gido dyc va Pao tao;
- Luu: VT. Tin.03.
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TRUING \\ NQI QUY
HUNG K COSC) TRU'ONG TRUNG HQC CO SO TAN TIEN

(Ban h /t e}r‘) )hé?)«Quyet dinh soiJﬂ/QD THCSTT ngay 07 thang 12 nim 2022 cua
s

\\( Hiéu truong Truong THCS Tan Tién)
\__:; e

Diéu 1. Pham vi va ddi twgng ap dung
Noi quy co quan duge xdy dyng theo quy dinh va hudng din tai cic vin ban

hi¢n hanh cia nha nudc, cic Bo, Ngz\nh c6 lién quan va vin ban huéng dan cia cap
trén g&n v6i tinh hinh thye té tai don vi.

Noi quy co quan dugc trinh Ién Phong Gido duc va Dao tao va Phong Noi vu dé
theo doi, kiém tra, gidm sat; giri cdc td chire, cac by phan, cac Td truéng chuyén mon,
Td trudng Vin phong trong nha trudng dé thyc hién.

bébi tugng diéu chinh: can b, cong chirc, vién chirc, ngudi lao dong truong
THCS Tan Tién.

Didu 2. Ni dung Noi quy co quan

1. Thoi gio' lam viéc

Lanh dao: Theo quy dinh va theo phin cdng cu thé giira céc thanh vién (gior
truc chinh, truc, day 16p, sinh hoat chuyén mén, du hop).

Giao vién: Theo quy dinh va theo thoi khoa biéu.

Nhan vién, nguoi lao dong: Theo quy dinh va theo théa thuan trong hgp dong
lao dong.

2. Nguyén tic lam vige

2.1 Péi véi cdn b, gido vién , nhin vién:

Lam vigc theo ché d¢, dinh muc thyi gian quy dinh cia Nha nudc, quy ché
lam viéc, quy ché chuyén mon, cic quy ché quy dinh khic cua nha trudong va sy
phén cong nhiém vu cua Hi¢u truéng ding theo quy dinh cia phép luét.

DPam bao thoi gian lam viéc theo quy dinh, khéng di mudn vé sém; khong
noi chuyén riéng, phai chuyén dién thoai di dong sang ché do rung trong cudc hop; khi
c6 nhu cau lam viéc ngodi gi¢ phai co gidy bdo v6i sy xdc nhén cia Cén bd quan
ly don vj giri cho Bao vé. Khong cho phép lam viéc qué 21h00, ngoai trir cdc nhan
vién, gudi lao dong phai tryc theo quy dinh.

Khi nghi vi ly do c4 nhan (nghi phép, nghi ém, ...) tir 01 budi trd 1én phai gui
don xin phép cho lanh dao don vj it nhit trugc mot ngdy, trlr trudmg hop khong thé
luomg trude dugce (trong triong hap khéong !he lu’o‘ng triede, khdn cdp cé thé sir dung

dién thogi nhén tin cho cdn by quan Iy triec tiép va T6 trucng nhung sau do phai giri
don dé dim bdo ding thit tuc phdp ly- néu khéng giri don thi coi nhu ving khong

Phép).
Nhén vién, ngudi lao dong trong thoi §1an lam viéc tai trudong phai di lién hé
cdng tac phéi bdo cho Gidm thj tryrc tai thoi diém d6 dé ghi nhin,

2.2 Pdi véi bio v@ :
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Trye 24/24 gio hang ngay, khong duge nhd ngudi ngoai lruc thay. Truorng
hop dic bu,t cin nguoi thay phal bdo cdo cho Hi¢u trudng va To truong TO Vin
phong biét va didu ngudi thay thé.

Co nhi¢m vy déng md cong, kiém soat glay to, hang hoa, tai san ra vao co
quan, néu phat hi¢n hojc nghl ngd vi pham, bido v¢ co  quyén tam giir va bdo cdo voi
thi trudng true tiép xin y kién giai quyét va hudng din khach, nhic nho moi ngudi
thye hién ndi quy co quan dé ra.

l\lem tra gidy to thy than hojc gidy gi¢i thidu ctia khach dén lien h¢ cong tac
(neu nghi vin bdo cdo ngay cho Can bg quan ly tryc chinh) va ¢é trach nhiém hudng
dan khach theo yéu ciu cong téc. Khéng cho phép ngudi ngoai vao Trudng thuc hién
cac hoat dong quing cdo, quay phim, chup hinh khi chua cé su dong y cia Can bd
quan ly.

Thuong xuyén tudn tra, canh gic dé phat hién kip thoi nhitng hanh dong xdm
pham dén tai san co quan. Khi c6 hién tuong bat thuong, khong an toan xdy ra phai
bao v¢ hién trudng, bdo cdo kip thoi cho cap trén va cong an dia phuong giai quyét.

Huéng din moi ngudi dé 6 16, xe méy, xe dap gon gang, ngin nip ding noi quy
dinh.

Thuc hién nghiém tic ché d nhan va ban giao ca (c6 sb ghi chép o rang).
3. Trat tu tai noi lam viéc;

3.1 Khi cdn bj, gido vién, nhén vién, nguwoi lao dong dén truwong phdi mdc
trang phu nghiém tic, chuan mirc:

a. P6i voi nam:

- Quén 4u, 40 so mi, mang gidy. Co cravat trong cic dip 1€ hoi.

- Céc gido vién day Thé duc mic déng phuc Thé duc trong gid day.

- Céc nhan vién, ngudi lao dong mic dong phuc theo quy céch ctia nha trudng.

b. Déi véi nir:

- Nir gido vién méc quan 4o dai (vai 4o khéng qua méng) trong tit ca cac tiét
day bubi sang hoic tiét day budi chiéu.

- Nir gido vién co thé mic _trang phuc cong s¢ (do khong qua ngin, chan vay
dudi g01) vao céc tiét day budi chiéu.

- Nit nhén vién c6 thé mac 4o dai hoac trang phuc cdng s& (4o khong qua ngin,
chan vay dudi gbi).

c. Nhan vién y té mic dong phuc chuyén nganh.

3.2 Ngon ngu', hanh vi ieng xir ciia cdn bp , cong chirc, vién chirc, nguwoi lao

dpng plmt lgclt st 1¢ nhj, hoa nha, ton trong dong nghiép, ton trong moi nguoi. Xay
dung nép song vin minh, tic phong chuin muee, dim bio Quy tic ieng xit ciia don

Vi
3.3 Khong lgi dung clurc vu, cong vigc dé cira quyén, hdch dich, nhiing
nhiéu, gdy phién ha doi véi dong nghigp, hoc sinh, cha me hoc sinh na nhitng

ngudi khdc.
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4. An todn Iao dgng, v¢ sinh lao dfng & noi lam vigc;
Hét gidr lam vige phai sﬁp xép ho so, phuong tién lam viée gon gang.
Nghu.m chinh thyc hi¢n phong chong chy nd; tiét ki¢m (llc,n, nugce, khong

dun ndu trong phong 1am vige, phbng hoc. Kiém tra an toan cdc thiét bj, tit dién cac
thiét bj va khéa phong trude khi ra vé.

Dé xe may, xe dap v cac phuong tién di lai dung noi quy dinh, theo chi din
cua bdo v¢.

5. Bio v¢ tai sin va bi mit cong tic, bi mét cong nghé¢, sé hiru tri tué¢ cia
Trudng.

Céc GVBM c6 nhu cu sir dung phong nghe nhin (dé day gido n dién ti, thao
gidng, day bu...) thi ding ky va ghi nhin vao s6 ding ky sir dung thiét bj.

GVBM c¢6 nhu ciu sir dung phbng hoc trong ngdy chil nhat hodc ngay 1& phai
bdo cho Phé Hi¢u trudong phy trach dé dugc sﬁp xép va theo ddi, quan ly qua trinh sir
dung. Bao vé tuyét dbi khong mé cira khi chua cé y kién cua lanh dao nha truong.

Phong lam viéc cua bd phan, cd nhin ndo do by phan, ca nhén d6 quan ly.
Tuyét déi khong di chuyén cac trang thiét bj ra khéi phong; bao quan trang thiét bi;
don dep va giir gin vé sinh trong phong (trir cic phong cia Lanh dao nha truong).

Phong gido vién: Chi danh cho giéo vién nghi ngoi. Tit ca hd so, sé sach, vat
dung ca nhan phai duoc cit ngn nép trong ngan ti cd nhan,

Phong bd mén, van phong va phong thuc hanh: Giao cho céc td quan ly va sir R
dung theo ké hoach va néi quy riéng. o

6. Nhirng viéc vién chirc, ngudi lao dong khong dwrge lam

Ngoai nhimg viéc khong dugc lam dugc quy dinh tai Diéu 31, Dteu 1¢ trudmg
trung hoc co sd, truong trung hoc phd thong, trung hoc phd théng nhiéu cip hoc ban

hanh kém theo thong tu 32/2020/TT-BGDDT ngay 15 thang 9 nim 2020 cia B§ Gido
duc va Pao tao. Cén b, gido vién, nhan vién, nguti lao dong con phai:

- Khong dugc mao danh dé giai quyét cong viéc, khong duge mugn danh co
quan dé gidi quyet cic cong viéc ca nhan.

- Khong tao va gleo rdc virus; xdm nhap hé théng may tinh trai phép dé
chiém doat quyen diéu khién hé thong, nox dung thong tin, lam bién dang hodc huy

hoai dir li¢u. Khong sir dung méy tinh dé truyén ba thong tin phan dong, lira dao.
Khong tung tin ddn thit thiét, néi xdu, kich dong chia r&, gy mét doan két trong

Truong.
Khoéng lgi dung chirc vy, quyén han dé nhiing nhiéu, gy phién ha déi vei dong
nghiép, hoc sinh, cha m¢ hoc sinh va nhitng ngudi khac; khong xiic pham danh dyr,
nhan phim ngudi khéc bing bt cir hinh thirc ndo.

7. Céc hanh vi vi pham ky Iuat ciia vién chirc, ngudi lno djng va cdc hinh
thire xir Iy ky ludt, trach nhi¢m vit chiit
Tai san tran g bj trong céc phong hec do tip thé 16p va GVCN 16p c6 trdch
u

nhi¢m bdo quan. N cb y 1am mét mat hofic hu héng thi phdi c6 trach nhi¢m dén by,
mirc dén bi bing véi gla trj tai sén tgi thoi diém dén b,
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Tai san trang bj tai cdc phong lam vi¢c do cd nhén str dung thi ¢4 nhén chju
trich nhiém bao quan; néu 1am hu hong (do 16i ciia nguoi sir dung) thi ty chi tra chi
phi stra chira.

Can b, gido vién, nhan vién chip hanh tét ndi quy s& dugc tuyén duong, khen
thuong theo quy dinh.

Céc trudng hep vi pham ndi quy co quan hiédu trudng s& tiy vao hinh thirc dé
xir li theo quy dinh cuia phap luit.

biéu 3. N9i quy co quan dugc cong khai niém yét dén toan thé di can b, gido
vién, nhan vién biét va thwe hién.
Didu 4. Thoi diém 4p dung va trich nhiém thuc hi¢n

1. Thoi diém ap dung Noi quy: tir ngay 01 thang 12 nim 2022

2. Trach nhiém cuia can bo, gido vnen nhan vién: Chép hanh nghlem chinh ndi
quy co quan cia nha truong; Néu c6 thic mic goép y bd sung, sira dbi phai phan anh
bing vin ban hay truc tiép gip lanh dao nha truong hodc Ban Thanh tra nhan.
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