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QUYET DINH 
Ban hanh Quy che lam viec ciia co' quan 

Phong Giao due va Dao tao thanh pho SAm So•n 

TRUING PHONG GIAO DUC VA DA° TAO THANH PHO 

Can c* Nghi dinh s6 04/2015/ND-CP, ngay 09/01/2015 cua Chinh phu ve viec 
thgc hien dan cha trong hoat d6ng ca quan hanh chinh nha nuerc va dun vi sir nghiep 
cong 

Can dr Quyet dinh s6 129/2007/QD-TTg ngay 02/8/2007 dm Thu tuerng Chinh 
phir ban hanh Quy the van h6a cong so tai cac co quan hanh chinh nha nuac; 

Can dr Thong to s6 11/2015/TTLT-BGDDT-BNV ngay 29/5/2015 caa Bo 
Gido dvc va Dao tao va BO N6i vv Huang dan chirc nang, nhiem vu, quy'en han, ca 
cau to chirc cua SO Gido dvc va Dao tao thu6c UBND tinh, thanh pho trvc thuOc 
Trung uang, Phong Giao dvc va Dao tao thu6c UBND thanh pho, qu4n, thi xa, thanh 
ph6 thu6c tinh; 

Can cu Quyet dinh s6 1969/QD-UBND ngdy 08/10/2012 dm Chu tich UBND 
thi xa SAm San (nay la thanh ph6 S'Am San) ve viec giao chirc Wang, nhiem vu, quyen 
han va bien the cua phong Gido dvc va Dao tao thu6c UBND thanh pho Sam San; 

Xet cue nghi caa b6 ph4n chuyen mon Ph6ng Gido dijc va Dao tao, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the lam viec caa ca quan 
Phong Gido clvc va Dao tao thanh pho Sam San. 

Dieu 2. Quyet dinh c6 hieu hrc ke tix ngay 1(T; 

Cac 116 ph4n chuyen mon, nghiep vu Phong Gido dvc va Dao tao thanh ph6 
Sam San, Thir tnrang cac don vi trvc thu6c va can b6, cong chirc, nhan vien cua 
PhOng Gido chic va Dao tao chiu trach nhiem thi hanh./. 

Nai nhrin: 
- Nhu DiL 3 QD (th/h); 
- Sa GD&DT (b/c); 
- UBND thanh pho (b/c); 
- Luu: VT. 

 

Pham Xuan Tru'&ng 



QUY CHE LAM VIEC 
CUA CO QUAN PHONG. GIAQ DVC VA DA0 TAO 

THANH PHO ISAM SON 

	

(Ban hanh kern theo Quye't dinh so: 	/QD-PGD&DT ngay211/02/2020 
ctia Phong Giao dyc va Dao tao thanh pho Sjin San) 

Chuang I 
NHVNG QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh 

Quy ch6 nay quy dinh ve le 16i lam viec cua co quan Phong Gido dvc va Dao 
tao thanh phO Sam Son Om cac b9 phan chuc nang vamoi quan he ding tac Oita 
Truong phong vOi cac Ph6 truong phong (g9i chung la lanh dao Phong), gicra lanh 
dao Phong voi cac b9 phan, cac can b9, cong chUc, vien chirc trong dan vi, Oita 
Phong Gido dijc va Dao tao veri cac don vi throng h9c trix thu9c; gala Phong Gido 
dvc va Dao tao \Teri cac co quan, ban nganh. 

Quy the nay cling quy dinh ve the d9 thong tin, bao cao, thd tijc trinh to giai 
quyet cong viec va tham quy'en 1(T van ban dia. Phong Gido duc va Dao tao. 

Dieu 2. Nguyen tic chung 

Le 16i lam viec va mOi quan he cong tac trong co quan Phong Gido dye va Dao 
tao phai bao dam cac nguyen tac sau: 

1. Truong phong Gido dye va Dao tao la,nguei lanh dao va dimg dau Phong 

	

Giao dijc va Dao tao, thvc hien nhiem 	quyen han cua minh theo quy dinh dia 
Phap luat va chiu trach nhiem tnxo'c Chu tich UBND thanh pho va Giam doc So Gido 
duc va Dao tao ye toan b9 cong viec thu9c chuc nang, tham quyen cua minh. 

, 	2. Cac Pho truang phong giup Truong phong chi dao va to chuc thvc hien mot 
so linh vvc cong tac cua Phong do Trixong phong phan cong va chiu trach nhiem 
tru6.c Truck-1g phong va ding voi Truong phong chiu trach nhiem truck UBND thanh 
pho va So Gido dye va Dao tao ve linh vu.c cong tac dugc giao, k'e ca khi da phan 
cong cho ngueri phv trach cac b9 phan chUc nang trong co quan Phong Gido dvc va 
Dao 

3. Cac b9 phan claim nang thu9c tham quy'en quan 17 tivc tip hang ngdy cua 
lanh dao Phong, thvc hien chuc nang tham muu, der thao cac loai van ban theo six 
phan cong dm lath dao Phong, kien nghi, de xuat cac giai phap quail ly Nha nuoic 
trinh lanh dao Phong phe duyet truafc khi to chirc thvc hien. 

4. Nguei phij trach cac b9 phan chirc nang cua Phong Gido duc va Dao tao c6 
trach nhiem to chirc -aux hien nhiem vu &roc giao; chiu trach nhiem truac Truong 
ph6ng va Ph6 truerng phong phi; trach ve m9i cong viec cua b9 phan va nhang cong 
viec &roc uy quy'en giai quyet. 

5. Trong chi dao di'eu hanh cong viec, lanh dao Phong lam viec theo the d9 
Thu truang, dam bao nguyen tac tap trung dan chiu; &mg tiled Oak huy tinh than chu 
d'9ng, sang tao, y thirc tract' nhiem ca nhan cua tiling can b9 cong chirc, vier' chirc, 
dam bao kST luat, kST cuong dia co quan quan ly Nha nuac. 



6. Lanh ciao Phong, can b6 cong chirc, vien chirc trong Phong khi giai guy& 
cong viec phai can cu vao cac van ban quy pham phap 1u4t va theo chuang trinh, ice 
hoach, lich lam viec 	dugc duyet. Tr* truong hop d4c biet, neu can thiet thay doi 
chuang trinh, ke hoach, lich lam viec phai coy kien cua Truong phong. 

7. L'anh dao Phong, can b6, cong chic, vien chirc trong ca quan Phong phai 
guong mau ye dao dirc, loi song, neu cao )"( thdc trach nhiem va sir thong nhat trong 
cong tac chi dao, dieu hanh, nang cao hieu luc, hieu qua quan 13'7 Nha nuac. Thvc 
hien chuang trinh cai cach hanh chinh, khong gay phien ha doi vai dia phuong, co s6 
gido dijc, ngued hoc va nhan dan. 

8. Kinh phi chi cho hog d'6ng cua phong do Truong phong guy& dinh. 

9. Can b6, cong chic, vien chirc trong co quan c6 trach nhiem hoan thanh tot 
nhiem vu chinh tri dugc giao. 

10. Khi can b6, cong chirc, vien chirc co quan c6 viec rieng d6t xuAt can phai 
nghi thi phai xin phep, coy kien cua lanh dao Phong. Doi v6i truemg hap xin nghi 1 
buoi thi Throng phong uy quyen cho Pho truong phong phi trach tnic tiep xir 1T va 
bao cao Tru&ng phong biet. Truong hap nghi 1 ngay troy len phai coy kien cua 
Truong 	truong hgp nghi dai ngay (tir 2 ngay tra len) phai c6 giay xin nghi 
phep, c6 kien 	Pho truong phong phi trach de bo tri chuyen mon tru6c khi bao 
cao xin phep Truong phOng. 

Chuang II 
LE LOI LAM VItC VA QUAN HE CONG TAC 

Dieu 3. Truirng phong Giao due va Dao t#o 

, 1. Phu trach chung m9i cong viec 	Phong, chi dap, don d6c, kiem tra viec 
trien khai, thgc hien nhiem v1,1 cong tac cua cac Ph6 truong ph6ng, diet' phoi hoat 
Ong gifla cac Pho truong phong. 

2. Thong bao kip then cho cac Pho truong phong va can b6, cong chirc, vien 
chirc, cac b6 ph4n chirc nang trong ca quan ve chn truong, chinh sach, quan diem cua 
Dang, Nha nu6c lien quan den rinh vgc cong tac cua Phong Gido dvc va Dao tao. 

de 
phong dua ra thao 1u4n trong l'anh dao Ph6ng truck khi guy& dinh cac 

van de sau: 

- Ke hoach to chirc quail triet va trien khai throng 16i, chu truong, chinh sach 
cua Dang, Phap 1u4st cua Nha nuo.c; 

- Cong tac to chirc can b6 cua Phong, cac don vi trix thu6c theo phan cap quail 
17 can b6; 

- Bao cao so ket, tong ket va phuong huong, nhiem vv hang narn &la don vi; 

- Xay dung va th*c hien Quy the chi tieu n6i b6 co quan, ke hoach mua sam 
tai san co quan lien quan den ngan sach cua don vi. 

,3. Ngoai cuong vi phi trach chung, Truong phong tnrc tiep chi dao 	& guy 
mot so link v rc cong tac sau: 

- Nhi-mg cong viec ma cap tren yeu cau Truong ph6ng tnrc tiep giai quyat; 

- Nhang cong viec c6 lien quan den nhieu b6 ph4n chirc nang, nhung khi giai 

- 2 - 



quyet thi glib cac Ph6 truang ph6ng phv trach con coy kien khac nhau; 

- Nhang van de Oat sinh vugt qua tham quyen giai guy& cua Ph6 truang 
phOng phi trach; 

- Cac cong viec khac ma Truang phong thay can thiet trvc tiep giai quyet. 

Dieu 4. Pith truirng phong 

1. La ngtrai giVp Truang phong, dugc Tnrang phong phan cong chi dao mot se) 
mat cong tac va chiu trach nhiem truck Tnrang phong ve nhiem vu &roc phan cong. 

2. DOi Wei linh virc cong tac dugc phan cOng phv trach, Ph6 truang phOng c6 
trach nhiem to chirc, chi dao, huong dan cac dan vi thkrc hien, chil dOng giai cjuyet 
cac van de phat sinh. Trong truang hop phai giai quyet cac van de lien quan den ca 
che, chinh sach chua dugc quy dinh cila cap c6 tham quyen hoc cac van de quan 
trong the hien quan diem dm Phong thi Pho truang phong phai bao cao va xin )"/ kien 
chi dao cua Truang phong tnrarc khi thkrc hien. 

3. Khi Tnrang phong yang mat, mot Ph6 truang phong dugc Truang phong 
uy quyen lanh dao, chi dao xir ly cong viec cua Phong. 

Dieu 5. Quan he gifra cac Pho trtro'ng phong 

1. Quan he gifia cac Ph6 truang,phong la quan he phhi hop. Cac Ph6 truang 
phong c6 trach nhiem trao dOi )'7 kien de giai quyet cac cOng viec dugc phan cong c6 
lien quan. 

2. Khi thvc hien nhiem vv, neu CO van de lien quan den linh vgc do Pho 
throng phong khac phv trach thi Pho truang phong chu tri cong viec c6 trach nhiem 
chti Ong phoi hop de giai quyet. Trong truang hop gilra cac Pho tru,ang phong c6 
kien,  khac nhau, thi Pho truang phong 	tri cong viec bao cao de Truang phong 
quyet dinh. 

3. Trong truang hop c6 su dieu chinh trong viec phan cong gift cac Ph6 
truang phong thi cac Ph6 truang phong phai ban giao not dung cong viec, hO sa va 
tai lieu lien quan. 

Dieu 6. Quan he cong tic gitra faith d#o Phong va cac 130 ph4n chfrc 'tang 

1. Lanh dao Phong chi dao, dieu hanh hoat dOng cua cac bO phan chirc 
nang trong ca quan trail co so/ can cir vao chirc nang nhiem vu cua cac bO phan 
chirc nang d6 va theo chuang trinh, ke hoach cong tac, lich lam viec dugc 
Truang phOng quy dinh. 

2. Truang phong, Ph6 truang ph6ng phv trach giai quy& cong viec thuOc linh 
vuc dugc phan ding ten ca ser lam viec trkrc tiep voi nguoi phv trach cong viec 
chuyen mon d6. 

Dieu 7. Quan he cong tac giira cac 130 phOn chtirc nang trong Phong 

1. Quan he cong tac,giaa cac bO phan chirc nang Ph6ng Gido dkic va Dao tao la 
quan ph8i hop clungcap; khi giai quyet nhfing cong viec ding tham quyen neu c6 
van de gi lien quan den bO phan khac thi phai hoi y kien cua 1)0 phan chirc nang d6 
de phoi hop ding nhau thirc hien. 

2. Trong cac hoat dOng can c6 sv phOsi hop cua nhieu bo phan, Truang phong 
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c6 the chi dinh mot bo phanchit tri lam dau m6i, ngugi phv trach bO phan 'ay c6 the 
dugc Truang phong fly quyen giai quyet cong viec nham dam bao sv thong nhat 
trong ding tac chi dao dm PhOng Gido dvc va,Dao tao. Cac 1)0 phan chircnang 
khac phai c6 trach nhiem phoi hgp de thvc hien tot nhiem vv. 

Dieu 8. Quan he cong tic gifra cac b0 ph4n chtic nang ctia Phong 
Giao duc va Deo tao 	cfic dun vi trtriYng trtyc thu(ic 

Quan he cong tac gift cac bo phan chirc nang cua Ph6ng Gido dvc va Dao tao 
voi cac dan vi trugng Mam non, Tieu h9c, THCS trvc thuOc la quan he twang dan 
nghiep vu chuyen mon, trir trugng hgp dugc Truang ph6ng uy quyen. 

Dieu 9. Quan he cong tic gifra cac bo ph4n chirc nang cua Phong Giao 
cluc va Dao tao veri cac quan, don vi ngoai Phong Giao cluc va Dao tao 

Khi quan he cong tac voi cac ca quan ngoai Phong, cac 13,0 phan chirc nang 
trong ca quan Ph6ng phai thvc hien dung chirc nang, nhiem vv dugc giao theo chit 
truang va sir chi dao cua lanh dao Phong, trix trugng h9p dugc fly quyen theo quy 
dinh cua Trugng ph6ng. 

Dieu 10. Che dO lam viec ciia cac 130 ph4n chin nang 

1. Can dr vao tinh chat cila cac link vvc chuyen mon va yeu cau cong viec cua 
ca quan Ph6ng Gido dvc va Dao tao, Trugng ph6ng giao cho Pho twang phong phv 
trach trvc tiep,  va giao cho,ngued phv trach cac bO phan 	va dieu hanh mot so 
nhiem vv quyen 	cu the va chiu trach nhiem trugc lanh ciao Phong ve viec thvc 
hien nhiem vv va quyen han dugc lanh dao PhOng giao. 

2. Can c* vao chuang trinh, ke hoach, lich lam viec da dugc lanh dao Phong 
phe duyet cac bO phan chOc nang &la co quan chit dOng to chirc, quan ly de xuat cac 
bien phap de trien khai thvc hien nhiem vv da dugc lanh dao duyet. Trong tnrong h9p 
giai quyet cong viec lien quan den l'inh vvc thuOc pham vi phv trach cua Pho throng 
phong khOng phv trach 1DO phan, thi ngugi phv trach 1)0 phan ch*c nang do xin y kien 
chi dao cua Ph6 truang ph6ng phv trach. 

3. Cac ca nhan trong don vi deu dugc lanh dao Ph6ng phan cong mot s6 nhiem vv 
cu the, mOi ngugi phai c6 trach nhiem xay dung ke hoach de thirc hien, &rig th6i phOi 
hop cong tac voi ngugi khac de dam bao hieu qua, tien dO cong viec. 

Chtro.ng III 

PHAN CONG NHIEM VIJ CV THE 

Dieu 11. Wong chi Phm Xuan Trtr&ng, Trtr&ng phong 

- Phu trach chung Phong Gido dvc va Dao tao, cac linh vvc nganh Giao dvc 
dao tao; 

- Trvc tiep chi ciao cong tac to chic can bO; tai chinh; thvc hanh tiet kiem 
chong Lang phi;,  quart thi; cap phat van bang chirng chi; thanh tra, kiem tra; thi dua 
khen thlrang; boi du&ng gido vien; chit tai khoan dart vi; 

- Chit tich HOi d6ng thi dua khen thugng, kS7 luat nganh; Chit tich HOi d6ng 
khoa hoc nganh; 

- Chu tri cac cu'Oc h9p chung toan nganh; 
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- Tham gia thanh vien mot so Ban, HOi clang do ChU tich UBND thanh phO 
quyet dinh. 

Dieu 12. DOng chi Le Mai Huan, Pho truiimg phong 

GiUp Truang phOng quan 1ST, chi dao thgc hien cac linh vvc sau: 

Chuyen mon Tieu h9c; chu tri giao ban chuyen mon, giao ban phO cap giao 
dvc cap h9c,Tieu hoc hang thang; xay Ong throng Tieu h9c dat chuan quoc gia; xoa 
mu chit, pho cap giao dgc Tieu hoc dung dO tuoi; kiem dinh danh gia chat luting ca 
se/ giao dvc Ti'eu hoc; doi 	quan 1ST Giao dvc Tieu h9c, thay sach giao khoa moi 
bide Tieu hoc, danh gia dOi ngil can bO quan 1ST, giao vien cap h9c Tieu h9c theo chuan 
nghe nghi0; 

- Chi dao, to chirc thgc hie -1 mot so linh vgc trong toan,nganh: ph6 cap giao 
dvc; truemg chuan quoc gia; Thong ke-Ke hoach; Thanh tra, kiem tra; cai cach hanh 
chinh; cong tac Phap che, h9c sinh, sinh vien; The dvc the thao; cong tac doan the: 
Cong doan; Doan, IDOL HOi CTD; cac HOi dk thii; cac HOi nghe nghi4); Twang ban 
Vi sg lien 1)0 phg nu; 

- Xay dkrng bao cao boat dOng hang thang, quS, nam 	cap teen. 

- KST thay Truang phOng va chiu trach nhiem ve cac van ban chi dao cac truemg 
h9c tren dia ban, cac linh vvc phi trach; doi v&i cac van ban linh vgc phi trach bao 
cao cap ten va cac van ban phoi h9p giri ngoai nganh, tham muu bang van ban có ki 
nhay trinh Truang phong kST; 

- Thgc hien cong vies khac do Tnrang phong phan Cong. 

Dieu 13. Eking chi Van Thi ThuSr, Pho trir&ng phong 

GiUp Truang phong quan 1ST, chi dao thgc hie-1 cac linh vgc sau: 

- Chuyen mon THCS, GDTX, GDHN; Chu tri giao ban chuyen mon,  THCS, 
GDTX, GDHN, giao ban phO cap giao duc THCS hang thang; kiem dinh chat luting 
co so giao due va xay Ong truong THCS dat chuan quOc gia; pho cap giao dgc 
THCS; dOi moi quan 1ST Giao dvc Trung h9c, GDTX, GDHN, danh gia dOi nga cap 
h9c THCS theo chudn ngh'e nghi4); 

- Chi dao, to chirc thgc hien mot so linh vvc trong toan nganh: Chi thi 05-
CT/TW ngay 15/5/2016 dm Bo Chinh tri khoa XII .NT' "Ddy manh hoc tap va lam 
theo to tuang, dap duc,,phong cach HO Chi Minh"; chat luting 	nh9n; quan thi, 
kiem dinh danh gia chat luting giao dye; doi moi chucmg trinh giao dye pho thong, 
thay sach giao khoa moi bdc THCS; giao dye quoc phong; day them h9c them; 

- KST thay Truang phong \Ta chiu trach nhie2m v'e cac van ban chi dao cac truemg 
h9c ten dia ban, cac linh vgc phg trach; dOi voi cac van ban linh vvc phv trach bao 
cao cap teen va cac van ban phoi hap giri ngoai nganh, tham muu bang van ban có ki 
nhay trinh Truang phong kST; 

- Thgc hie;n cong vies khac do Twang phong phan cong. 

Dieu 14. Wong chi Hoang Thi Thity Dunn, Ph6 trif6ng phong 

Giup Truth-1g phong quan 1ST, chi dao thgc hien cac linh vgc sau: 

- Chuyen mon mdm non; chiu tri giao ban chuyen mon, giao ban phO cap giao 
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duc nganh h9c mam non hang thang; kie'm dinh chit luting co sac gido duc mam non 
va xay dgng tnrong mam non dg chuan quoc gia; pho cap gido 

mam 
main non; doi 

mai quan 15/ Gido duc mam non, danh gid doi ngfi nganh h9c mam non theo chuan 
nghe nghiep; 

- Chi dao, to chirc thgc hiL mat s6 linh vgc trong toan nganh: Cuac van Ong 
"Moi thay, co gido la mat tam guang dao dirc, to h9c va sang tao"; phong trao van 
hod, van nghe; xay dung ca quan tru6ng h9c van hod; dan so KHH gia dinh; phong 
trao thi dua xay dung truth-1g h9c than thien, hoc sinh tich cgc, y to hoc duthig, ve 
sinh moi truthig, an toan giao thong, phOng chOng chay no, phong chOng t'ai pham, 
phong chong ma tug; 

- Kg thay Truang phOng va chiu trach nhie'm ve cac van ban chi dao cac truth-1g 
h9c tr'en dia ban, cac linh vgc phu trach; doi v6i cac van ban linh vgc phu trach bdo 
cdo cap ten va cac van ban phoi hgp giri ngodi nganh, tham muu bang van ban c6 ki 
nhay trinh Truang phong 1(T; 

- Thgc hiL cong vi& khdc do Truang phong phan cong. 

Dieu 15. Dling chi Biti Viet Thu;an, vien chtic chuyen mon 

- Phu trach chuyen mon THCS cac mon Todn, Vat l)"7, KST thuat, Cong nghe. 

- Thu ki Phong Gido chic va Dao tao; tham muu cong tdc to eh& can ba; thi 
dua khen thuOrng; day them h9c them; 

- Tuyen sinh; Quan lg thi; Quan VT cap phat van bang chUng chi; cong tdc sach, 
thiet bi, xay clung thu vien chat chuan; 

- Kiem dinh chat luting gido duc va truang chuan quac gia cap THCS; 

- Phu trach cong tac Thanh tra, kiem tra; 

- Thgc hien cong viesc khdc do Truth-1g phong phan cong. 

Dieu 16. Dtmg chi Liru van Huy, vien chtrc chuyen mon 

- Phu trach chuyen mon Ting Anh; linh vgc cong nghe thong tin trong toan 
nganh. 

- Tham muu cong tdc thong ke; ke hoach; ca so vat ch'it true•ng h9c; phu trach 
phan mem CSDL toan nganh. 

- Tham muu xay dung xa hai h9c tap, cong tac xoa mu chit, cong tac giao duc 
thuong xuyen, gido duc huorrig nghi0 - day nghe, the duc the thao; trirc tiep thgc 
hiL cong tdc pho cap gido duc THCS; 

- Phu trach cong tdc chuy'L truong cua h9c sinh. 

- Thgc hi'en cong viec khdc do Truth-1g phong phan Cong. 

Dieu 17. Dtong chi WI Thi Luyen, vien chic chuyen mon 

- Phu trach chuyen mon cac mon cac thu TiL hoc; THCS; 

- Hoat (tang giao duc ngoai gie• len lop, gido duc ky nang sang; gido chic dao 
dire h9c sinh va chong bao lgc ,h9c duthig; van hoa, van nghe; an toan giao thong, 
phong chong chay nO, phOng chOng tai pham, phong chong ma tug; pho bien gide duc 
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phap luat; Doan - Doi - HOi CTD; quan,  1)'7 hoc sinh, sinh vien; phong trao thi dua 
trung h9c than thien, h9c sinh tich cvc cap THCS; cong tac y te, VSMT. 

- Tham mtru cong tac b6i duang gido vien; cong tac chi dao 6i moi chucmg 
trinh gido dvc pho th6ng mai; cong tac gido dvc quoc phong; cong tac khuyen h9c. 

- Thvc hien cong viec khac do Tnrong phong phan cong. 

Dieu 18. Dtmg chi Nguyen Van Quang, vien chtrc chuyen mon 

- Phu trach chuyen men Tieu h9c 136 mon Ting Viet, Dao dire, Hoat Ong trai 
nghiem; 

- Kim dinh chit lugng gido dvc va xay dung twang Tieu hoc dat chuin quec 
gia; xay dung thu vien dat chuan cap Tieu h9c; phv trach phan mem CSDL bac h9c 
tieu hoc 

- Thvc hien cong viec khac do Throng ph6ng phan cong. 

Dieu 19. Bong chi Nguyen Thi Dung, vien chtrc chuyen mon 

- Phu trach chuyen mon Tieu hoc be mon Toan, Tu nhien xi hei, Tin h9c; 

- Cong tac x6a mu chit, phe cap GD Tieu h9c dung de tu6i, BDTX bac Tieu 
h9c; phv trach cong tac pho cap gido dvc toan nganh. 

- Xay dung truang hoc than thien, h9c sinh tich cite cap Tieu h9c; 

- Thu qu5T cua Pheng gido dye; 

- Thuc hien cong viec khac do Tnrong phong phan cong. 

Dieu 20. Dtmg chi Le Thi Nga, vien chirc chuyen mon 

- Van thu, van phong, be phan met cira cua ca quan. 

- Phu trach chuyen mon Mau gido; 

- Phat then s6 luting nganh hoc mini non; phe cap gido dye Mim non; 

-,Chuyen ,xay dung tnrong m'am non tre lam trung tam; ATGT tre MAm 
non; De an phat trien van Ong cho tre Mam non; cong tac BDTX bac h9c mam non. 

- Quan 1T sach, thiet bi, 6 dung, de chai nganh h9c mim non; 

- Kiem dinh chit lugng gido dvc va xay dung trueng M'am non dat chuin 
quec gia; 

- Thvc hien cong viec khac do Truang phong phan cong. 

Dieu 21. DOng chi Le Thi Thtly, vien chtic chuyen mon 

- Phu trach chuyen mon Nha tre; 

- Cong tac ban till tai cac trueng Mim non; 

- Xay dung truang hoc than thien, hoc sinh tich cvc cac trueng mini non; phv 
trach phin m'em CSDL bac hec min/ non. 

- C8ng tac,  dam bao chit lugng cham soc nuoi du'ang; phong cheng tai Tian 
thucmg tich tre mam non; cong tac y to truong h9c. 

- Ve sinh an toan thvc phism. 
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- Phu trach kh6i mom non ngoai cong lip. 

- Thgc hien cong viec khac do Truong phong phan cong. 

Dieu 22. DOng chi Le Thi Yen, vien chtic ke toan 

- Phu trach cong tac tai chinh ke toan; luu trix chgng tix, Wo so ke toan tai chinh 
theo quy dinh; 

- Tham mtni cho Truong phong thgc hien clung theo nguyen tac tai chinh ke 
toan, chuan bi day du cac van ban phap VT kern theo ve tai chinh k'e toan trinh Truong 
phong khi can thiet, 

- Huang clan b9 , phan chuyen mon thgc hien len du toan truck khi trien khai 
cong viec lien quan den chi tieu tai chinh; huang dan chuyen mon thgc hien quyet 
toan sau khi da hoan tat cong viec c6 chi tieu tai chinh; 

- Phg trach co so vet chat, tai san co quan; 

- ThOng ke-ke hooch c6 lien quan den tai chinh 

- Tham muu huemg dean thu chi ngoai ngan sach doi voi cac nha twang. 

- Thge hien cong viec kirk do Truong phong phan cong. 

Chifung IV 
XI IA( LONG VAN, TAI LIEU 

VA THU TUC GIAI QUYET CONG VItC CUA LANH D4.0 PHONG 

Dieu 23. Xii1S7 cong van, tai lieu den 

1. Cong van, tai lieu den hang,  ngdy phai dugc van thu vao so va trinh cho 
Twang phong )(ix VT chi ciao giai quyet. M9i cong van, tai lieu, van,  ban din tir den 
phai dugc Truax-1g phong hoc Ph6 twang phong khi dugc 	quyen xix 15T chi dap 
giai quyet. ,Sau khi Truang,phong,h0c Pho truemg phong xir thi cong van, tai lieu 
dugc chuyen lai van thu de vao so theo clOi va photo,,chuyen cho Pho tufts phong 
hoc cac b9 phan chirc Wang trong co quan de giai quyet. 

2. Ban goc cua cong van, tai lieu giri den phai dugc luu tat tai b9 phan Van thu 
luu tra. Cong van, tai lieu khan hoc cong van tai lieu met, don thu khieu nai, to cao 
phai dugc luu tra theo quy dinh cua Phap luet. 

3. Cac b9 phen chgc nang hoc can b9, cong chdc, vi'en chgc khi tiep nhen 
cong van, tai lieu dugc lanh ciao chuyen giao de giai guy& phai to chirc thgc hien boo 
dam hieu qua cao nhat. 

Dieu 24. Tham quyen 1(57 van ban dm Phong Giao ducva Boo too 

1. Truong phong 1cT cac Bap cao, To trinh giri Thanh Uy, HDND, UBND thanh 
pho, So GD&DT, cac co quan cap tinh; cac Quyet dinh, cac van ban ye chu trucmg 
chinh sach lien quan den to chic va hoat dOng cua Ph6ng Gido dgc va Dao tao va cac 
van ban khac ma Truong phong xet thay can thiet; 

2. Pho truang phong 1(T thay Truong phong cac van ban xir VT, giai quyet cong 
viec thu9c rinh vgc dugc phan cong phg trach. Trong truang hal? dugc Truong phOng 
uy quyen 4 thay cac van ban dugc quy dinh tai khoan 1 dieu nay thi phai dugc 
Truong ph6ng cho y kien truck khi ky. Cac van ban do Pho truang phong 4 c6 lien 
quan den chi' truang, phuong huemg cong tac phai dugc giri choTnxang phong de boo 
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cao va giri cho Pho truong phong khac biet; 

3. Cac bO phan chdc nang trong co quan ky nhay truck khi trinh lanh dao 
Phong ky doi vai cac loci van ban, tai lieu thuc linh vuc ding tac dugc lanh 
dao phan ding phv trach. 

Dieu 25. Thii tuc giai quyet cong viec cua Phong Giao duc va Dao t#o 

1. Lanh ciao PhOng xem xet giai guy& ding viec hang ngay tren co so ho so do 
cac 1)0 phan chirc nang va cac don vi truing trinh len. 

ID& vai du thao van ban trinh Truing phong de k)'7 ban hanh neu thuc linh 
vuc da dugc phan cong cho PhO truing phong phv trach thi PhO truing phOng do 
phai duyet truov khi trinh Truing phong V ban hanh; 

2. Khi nhan dugc ha so dia,cac don vi truing trinh len Lanh dao 	cac 
bO ph4n chuc nang c6 nhiem vv kiem tra ve mat thU tvc, hinh thirc dia ho so, tai lieu 
giri trinh, neu c6 sai sot ye hinh thirc hoac chin day du ve thu tvc theo quy dinh thi 
yeu cau ca. nhan \TA, don vi hoan chinh ho so. Neu ho so da &mg, du thu tvc theo quy 
dinh thi trinh lanh dao Phong ngay trong ngay; 

3. Trinh tu rgiai quy& cong viec 	lanh dao Phong can dr vao tam quan 
trong, tinh cap thiet cila van de. Trong truing hgp binh thuOng khong qua 2 ngay, ke 
tir ngdy nhan dugc ho so dm cac ca nhan va don vi trinh len lanh dao Phong c6 
kien chi dao chinh thuc. 

Dieu 26. Yeu cau d6i vii van ban trinh ky, giri di 

1. Tat ca cac ha so, van ban trinh ky phai dugc hoan thanh dung thoi han theo 
yeu cau cua lanh dao PhOng, dugc danh may vi tinh chinh xac, ro rang theo dung quy 
dinh ve the thirc van ban do Nha nuac quy dinh; 

2. Can bO cong chirc, vien chirc trong co quan dugc giao tham muu van ban de 
trinh lanh dao 4 ban hanh ,phai kiem tra not dung va hinh thuc van ban, bao dam 
chinh xac ye not dung, chuan muc ye hinh thus va phai ky nhay vao sau chit cuoi 
ding cila dung cuoi ding thuc phan not dung cila ban luu. 

Dieu 27. Xir ly cong van di, tai lieu giri di 

Sau khi dugc lanh dao Phong V, cac cong van phai dugc van thu vao so, lay 
so, clang dau, dugc giri theo dia chi not nhan va luu trix theo quy dinh hien hanh. 

Chuang V 
CHE DO HOI HOP VA TIEP KHACH CUA PHONG 

Dieu 28. Che do hOi h9p 

H9p toan the can bO, cong chdc, vien chirc dm co quan 11an/tuan (vao chieu 
thir hai); trong truing hgp dot xuat Truing phong se trieu tap h9p Lanh dao phong 
hoac toan the can 1)0, ding chirc, vien chirc trong Phong vao mat ngay khac. 

Dieu 29. Cir dai dien lanh d#o Phong tham gia cac cu(ic h9p do eh 
teen trieu tap ho4c do co.  quan khac mai di 

1. Lanh dao Phong c6 trach nhiem tham du cac cuOc h9p do cap tren trieu tap 
theo sit phan cong cua Truing phong; Pho Truing phong dugc uy quyen di h9p,  phai 
c6 trach nhiem bao cao vai Truing ph6ng ye not dung, ket qUa 	cuOc h9p de c6 ke 
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hoach tri6n khai, to chirc thvc hien; 

2. Gi'Ay moi dich danh Ph6 trueng phong nao thi Pho truerng phong dO di h9p 
nhung phai bao cao Truang ph6ng truck khi di h9p. Trong truarng hop Pho throng 
phong dugc mei khong the tham du dugc, n'eu not dung va tinh chat dm cuOc h9p doi 
hOi phai c6 lanh dao Phong thi Truong,pheng Pho truong phong khac di thay. Ph6 
Tru&ng phong di h9p thay phai tim hieu, nam fa van de cuOc h9p va trao doi lai veri 
ph6 truang phong dugc mei ve not dung cuOc h9p. 

Dieu 30. Vic to chin cac HOi nghi, HOi than 

Cac hOi nghi, hOi did° can trieu tap cac dan vi tnrong tivc thuOc do Phong to 
chirc phai dua vao chuang trinh cong tac hang nam cua Phong, khi can thi dieu chinh 
bo sung vao chuang trinh cong tac h9c kST, thang. Twang hop can trieu tap vi VT do 
dOt xuat phai dugc Tnrong phong phe duyet. 

Dieu 31. Vic tiep khich cua Phong Giao duc va Dan t#o 

1. Khach den quan he cong tac then nhiem vu nao thi bO ph;an chirc nang do c6 
trach nhiem tiep va hung dan de giai quyet; 

2. Cac bO ph4n chirc nang trong ca quan de nghi lanh ciao Phong tiep khach thi 
can c6 ke hoach, neu ro not dung, hinh -auk cuOc tiep khach, thanh phan tham gia tiep 
khach, cac de xuat, kien nghi; 

3. Lanh ciao Phong,* can 	cong chirc, vien chirc trong ca quan va cac clan 
vi trirc thuOc theo quy the thvc hien dan chu trong co. quan, quy the tiep dan theo quy 
dinh cua Phap 1u4t. 

Chtrung VI 
DI CONG TAC 

Dieu 32. Chec  dO di cong tac 

1. Viec di cong tac den cac dia phuang, cac don vi co so trueng h9c la nham 
trao dOi, kiem tra tinh hinh thvc hien cac chu truang, chinh sach cua Nha nuoc ye 
gido due, viec chi dao cua cac ca quan quan 1T gido duc o dia phuang, cac trueng h9c, 
giUp cac don vi ca so thao g'O., khac phuc kh6 khan, tien hanh khao sat nghien cdu 
thvc tin de hoach dinh phuang huong nhiem vu tiep theo; 

2. Lanh dao Phong, cac bO ph4n chirc nang, cac can bO cong chirc, vien chirc di 
congtac tai cac don vi phai can dr vao chuang trinh, Ice hoach cong tac 

de 
don vi, 

phai xac dinh rei 	dich yeu cau, not dung, chuang trinh lam viec de thong bao 
truo.c it nhat 2 ngay cho dan vi co. so bik, ft-Er trueng hop dOt xuat va dugc str dung 
cUalanh dao Phong; 

3. Sau khi di cong tac ca so' ve, can bO cong chirc, vien chirc phai bao cao cho 
lanh dao Phong ve ket qua, nhang kho khan vuang mac cila don vi, nhitng de xuat, 
kien nghi de giai quyet. 

Chuang VII 
CHE DO THONG TIN, BAO CAO 

Dieu 33. Chec  dO thong tin not b0 

1. Lanh dap Phong va cac bO ph4n chirc nang cua Ph6ng c6 trach nhiem to chirc 
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thong bao kip tiled cac chU truang cua cap tren, chinh sach cua Nha nu6c, quy dinh 
cua Phap luat lien quan den linh vuc cong tac cua don vi. 

2. Can 1)0 cong chirc, vien chirc trong co quan c6 trach nhiem tim hieu, nom 
yang chu truong dm cap tren, cac chinh sach cUa Nha nu6c, quy dinh cua Phap luat 
lien quan den linh vvc cong tac dugc phan cong. 

Dieu 34. Che dO bao cao dinh ky 

1. DOi v6i cac bO phan chirc nang cua Phong: 

- Bao cao tinh hinh thvc hien nhiem vu cong tac trong thong qua va ke hoach 
cong tac thong toi, n'Op cho bO phan Ke hoach vao ngay 20 hang thong. 

- BO phan Ke hoach c6 trach nhiem tong hgp, du did() cac bao cao thong, 
nam de bao cao cap tren 

+ Bao cao thong vao ngdy 25 hang thong; 

+ Bao cao quy va ngay 25 dm thong cuOi ding cua q4; 

+ Bao cao nam vao ngay 25/12. 

Trtfang hgp cac ngay quy dinh not tren trUng v6i ngdy nghi thi giri bao cao vao 
ngdy truerc hoc sau gan nhat &la ngay do. 

2. DOi v6i cac don vi true thuOc 

Hieu trueng cac tnr6ng phai thuc hien 6sy du cac the dO bac, cao cho Ph6ng 
Gido duc va Dao tao thong qua cac bO phan chirc nang cua Phong theo quy dinh tai 
van ban huang don thirc hien nhiem vu nam h9c timg nam va theo yeti cau cua tong 
cong viec cu the dugc quy dinh tai cac cong van, thong bao, huerng 	tong giai 
doan, th6i diem cu the. 

Dieu 35. Bao cao khong dinh ky 

1. Bao cao khong dinh 	g6m: Bao cao dOt ,xuAt do lanh dao Ph6ng yeu c'au 
hoc do cac 	phan thay can thiet phai bao cao ve mot hoat dOng dugc giao trach 
nhiem giai quy'et; 

2. Khi dugc lanh dao Phong cir di h9p, di cong tac thi can bO, cong chirc, vien 
chirc xin y kien chi ciao truac va c6 track nhiem bao cao \TM nguoi cir di ve ket qua 
cuOc h9p hoc di cong tac. Bao cao phai tier' hank ngay sau cuOc h9p hoc di cong tac 
ket thUc, khong cham qua 01 ngay lam viec. 

Chuang VIII 
TO CIItrC THVC HItN 

Dieu 36. Quy the nay duge pho bien va thvc hien trong co quan va trong 
toan nganh gido duc va dao tao thanh pH; hang nam, can cir tinh hinh thuc to 
c6 the dieu chinh, b6 sung de pho hgp vOi cong tac lanh dao, chi dao cUa 
nganh. 
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