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QUY CHE THU'C HIEN DAN CHU TRONG HOAT PONG CUA
TRUONG THCS HA AN NAM HOQC 2024-2025

( Ban hanh kém theo OP s6 260/0P-THCS HA ngay 05 thang 10 ndm 2024 ciia
Hiéu truong truong THCS Ha An)

Chuong I:
NHUNG QUI PINH CHUNG

Picu 1. Muc dich thue hién dan chii trong trong hoat déng nha truong

1. Phét huy quyén lam chu cta nha gido, can bd quan 1y, nguoi lao dong,
nguoi hoc va nang cao trach nhiém cua hi¢u truong.

2. Tang cuong né nép, ky cuong, ky luat trong hoat dong cua co s& gido
duc, gop phan xay dung méi truong giao duc than thién, lanh manh, ning cao chat
luong gido duc, dao tao; phong chdng cac hanh vi tiéu cuc, tham nhiing, lang phi,
quan liéu, cira quyén.

Pi¢u 2. Nguyén tic thwe hién din chii trong nha truong

1. Thuc hién dan chu trong hoat dong ciia co sé gido duc phai gin lién véi
viéc bao dam su lanh dao cia to chic Pang; chap hanh nguyén tic tap trung dan
chu; phat huy vai tro ctia hoi dong truong, cua Hiéu trudng va cac to chirc doan
thé trong co s gido duc.

2. Dan chu trong khuén khé Hién phap va Phéap luat; kién quyét xur 1y
nhimg hanh vi loi dung dan chu vi pham phap luat, xdm pham quyén, loi ich hop
phap, chinh dang cia nha gido, can by quan ly, nguoi lao dong va nguoi hoc, can
tr¢ viéc thyc hién nhi€ém vu cta co sé gido duc.

Picu 3. Yéu cau thue hién din chii trong hoat dong ciia co' sé gido duc

1. Thuc hién dan chu trong hoat dong cua co s& gido duc phai gén lién véi
viéc bao dam sy lanh dao cua to chirc Pang; chap hanh nguyén tac tap trung dan
chu; phat huy vai trd cta hoi dong truong, cua hiéu trudng va cac to chire doan
thé trong co s& gido duc.

2. Dan chu trong khuon kho Hién phap va phap luat; kién quyét xir 1y
nhimg hanh vi loi dung dan chu vi pham phap luat, xdm pham quyén, loi ich hop
phép, chinh dang cua nha giao, can by quan ly, nguoi lao dong va ngudi hoc, can
tr¢ viéc thyc hién nhi€ém vu cta co sé gido duc.



Chuong II
THU'C HIEN DAN CHU TRONG NHA TRUONG
Muc 1:

TRACH NHIEM CUA HIEU TRUONG, NHA GIAO, CAN BQ QUAN LY,
NGUOI LAO PONG, HQOI PONG TRUONG VA CAC PON VI, TO CHUC
TRONG CO SO GIAO DUC

Piéu 4. Trach nhiém ciia Hiéu truong

1. Thuc hién nhiém vu va quyén han cua hi¢u truéng theo quy dinh cua
Luat Gido duc, va cac quy dinh cua phap ludt co6 lién quan.

2. Thuc hién dan chu, cong khai trong quan 1y, diéu hanh hoat dong cua co
sO giao duc; trong quan ly, sir dung, dao tao, boi dudng, thuc hién ché d6, chinh
sach dbi voi nha gido, can bd quan 1y, nguoi lao dong va ngudi hoc theo quy dinh
cua phap luat.

3. T6 chire cac cude hop giao ban dinh ky dé danh gia két qua thuc hién cac
nhiém vy duoc giao va dé ra nhiém vu, giai phap chii yéu phai thuc hién trong
thot gian té1 cua co s¢ gido duc.

4. Lang nghe ¥ kién phan anh, phé binh ctia nha gido, can bd quan 1y gido
duc, nguoi lao dong va nguoi hoc. Khi nha gido, can bd quan ly, nguoi lao dong,
nguoi hoc ding ky duoc gip va co nodi dung, Iy do cu thé phai bd tri thoi gian
thich hop dé gip va trao doi.

5. Chi dao viéc cung cip day du, kip thoi nhimg thong tin, tai liéu, cach
thtrc td chure thuc hién, trach nhiém thuc hién va trach nhiém giai trinh nhiing nd1
dung cong viéc trong co sd giao duc.

6. Chi dao, xem xét, xir 1y kip thoi cac khiéu nai, to cdo, kién nghi cta nha
gido, can bd quan 1y, nguoi lao dong, nguoi hoc va kién nghi ctia Ban Thanh tra
nhan déan cia co s gido duc; kip thoi bao cdo co quan c6 tham quyén nhiing van
dé khong thudc tham quyén.

7. Chi dao, xem xét, xir 1y kip thoi ngudi c¢d hanh vi can tr¢ viéc thuc hién
dan chu trong hoat dong cua co so gido duc va ngudi ¢6 hanh vi tra thu, tra dap
nha gido, can bo quan 1y, nguoi lao dong va nguoi hoc khiéu nai, t6 céo, kién nghi
theo quy dinh ctia phap luat.

8. Guong mau, di dau trong viéc d4u tranh phong chéng nhiig biéu hién
cua quyén, sach nhiéu, thanh kién, tru dap, giéu giém, bung bit, lam sai 1&ch su
that, lam trai nguyén tic va nhimg biéu hién khong dan chi khac trong co sd gido
duc.

9. Phdi hop v6i Cong doan to chirc hoi nghi nha gido, can bo quan 1y gido
duc, nguoi lao dong cia co so gido duc mdi ndim mot 1an vao dau nim hoc theo
quy dinh tai Diéu 5 Nghij dinh s6 04/2015/ND-CP ngay 09 thang 01 nam 2015 cta
Chinh phu vé thuc hién dan cha trong hoat dong ctiia co quan hanh chinh nha
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nudc va don vi su nghiép cong 1ap va cac quy dinh khac c6 lién quan.
Diéu 5. Can bd, gido vién, nhin vién trong nha trudng cé trach nhiém

1. Nghiém chinh chip hanh ndi quy, quy ché cta co sd gido duc; thuc hanh
tiét kiém, chéng lang phi; thuc hién cac quy dinh vé nghia vy, dao dirc nha gido,
quy tic ing xur, nguyén tic trong hoat dong nghé nghiép, vin hoa tng xir trong
nha trudng.

2. Pong gop ¥ kién trong hoat dong clia co sé gido duc; ¥ kién ddi v6i hidu
truong dé xay dung co sd gido duc trong sach, vimg manh.

3. Bao c4o ngudi co thdm quyén khi phat hién hanh vi vi pham phap luat
trong hoat dong ctia co s¢ gido duc.

Piéu 6. Trach nhiém ciia hi dong truong

Hoi dong trudng ciia cac co sd gido duc c6 trach nhiém ban hanh va giam
sat viéc thuc hién quy ché dan chu trong hoat dong cua nha trudng.

Piéu 7. Trach nhiém cia ngudi ding dau doan thé, t6 chirc va Ban
Thanh tra nhéan dan trong nha trwong

1. Nguoi dimg dau doan thé, to chirc trong nha truong co trach nhiém:

a) Phéi hop véi Hiéu trudng trong viéc to chuc, thuc hién quy ché dan
chu trong hoat dong ctia nha trudng;

b) Nang cao chat luong sinh hoat ctuia cac doan thé, cac to chirc, dan chu
ban bac cac chu truong, bi¢n phap thuc hién cac nhi€ém vu cua nha truong.

2. Ban Thanh tra nhan dan c6 trach nhiém giam sat, kiém tra viéc thuc hién
quy ché dan chu, ling nghe ¥ kién ctia quan ching, phat hién nhitng vi pham quy
ché dan chu trong co s& gido duc, dé nghi Hiéu trudng giai quyét. Trong trudng
hop hiéu truong khong giai quyét hodc giai quyét khong dung quy dinh thi bao
c4o cip co tham quyén bo nhiém hoidc cong nhan hiéu truong xem xét, quyét
dinh.

Muc 2:
NHUNG VIEC HIEU TRUONG PHAI CONG KHAI HINH THUC VA
THOT PIEM CONG KHAI
Piéu 8. Nhirng viéc Hiéu truomg phai cong khai

1. Nhitng viéc phdi cong khai dé nha gido, cdn bé qudn Iy va ngwoi lao
djng biét:
1.1. Nhiing chu truong, chinh sach, ché do ctia Pang va Nha nudc déi véi,
can b9, gido vién, nhan vién.
1.2. Cac ndi quy, quy ché ctia nha truong;
1.3. K& hoach nam hoc, hoc ky, thang, tuan; ké hoach, dé an, chién luoc dinh
huéng phat trién ciia nha truong;



1.4. Kinh phi hoat dong hing nim, bao gdm cac ngudn kinh phi do ngan sach
nha nude cap va cac ngudn tai chinh khac; quyét toan kinh phi hing niam; tai san,
trang thiét bi; két qua kiém toan cta co s& gido duc (néu co );

1.5. Ké hoach tuyén dung, dao tao, boi dudng; quyét dinh bd nhiém, tr chtc,
mién nhiém, thay d6i chirc danh nghé nghiép, thay d6i vi tri viéc 1am, giai quyét
ché do, nang bac luong, thang hang, khen thudng, ky luat, thoi viéc, nghi huu ddi
v6i nha gido, can bo quan 1y va ngudi lao dong; viée danh gia, xép loai, hop dong
lam viéc, chAm dut hop déng lam viéc.

1.6. Cac vu viéc tiéu cuc, tham nhiing trong co sd gido duc da dugc két luan;
ban ké khai tai san, thu nhap ctia nguoi ¢6 nghia vu phai ké khai theo quy dinh
cua phap luat;

1.7. Céc vu viéc tiéu cuc, khiéu nai, td cao trong nha truong da duoc két
luan.

1.8. Vin ban chi dao, diéu hanh ciia co quan quan 1y cap trén lién quan dén
cong viéc cua nha truong.

1.9. Nhan xét danh gia, xép loai can b, gido vién, nhan vién hang nam.

2. Nhiing vigc phdi cong khai dé nguwoi hoc, co quan qudn Iy nha nwéc
c6 thim quyén va xa hoi tham gia gidm sdt, ddanh gid co sé gido duc theo quy
dinh cua phap ludt:

a) Nhitng viéc dugc Bo truong Bo Gido duc va Pao tao quy dinh tai Quy
ché thyc hién cong khai dbi véi co sé gido duc va dao tao thudc hé thong gido duc
quéc dan;

b) Tét ca cac quy dinh cia co s gido duc lién quan dén viéc hoc tap cua
nguoi hoc theo quy dinh cta phap luat;

¢) Két qua kiém dinh chét luong gido duc.

Diéu 9. Hinh thirc, thoi diém va thoi gian cong khai

1. Hinh thirc cong khai

- Niém yét tai co s& gido duc.

- Thong béo tai Hi nghi nha gido, CBQL, ngudi lao dong dau nam hoc.

- Thong béo bang vin ban gii toan thé can bo, gido vién, nhan vién.

- Thong bao cho T6 trudng cac to dé thong bao dén can bo, gido vién,
nhan vién trong t0.

- Thong béo bang van ban cho cap uy va Ban Chap hanh cong doan nha
truong.

- Bang tai trén trang thong tin di¢n tir ctia nha truong.

2. Thoi diém va thoi gian cdng khai

- Pdi v6i cac nhitng viéc phai cong khai cho nha gido, can bo quan 1y va
nguoi lao dong dugc biét: cham nhat 03 ngay lam viéc. Trudong hop dic biét
khong qué 05 ngay ké tir ngdy vin ban c6 nodi dung vé cac viéc phai cong khai
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duoc ban hanh hodc ké tur ngay nhan duogc van ban cua co quan, don vi cép trén,
trir nhirng tai liéu mat theo quy dinh cua phap luat va truong hop stir dung hinh
thire thong bao tai hoi nghi nha gido, can bo quan 1y va ngudi lao dong. Dbi voi
van ban niém yét tai tru s& cua co sé gido duc thi phai thuc hién niém yét it nhat
tir 15 dén 30 ngay lién tuc ké tir ngay niém yét;

- Cac quy dinh lién quan dén viéc hoc tap cua nguoi hoc phai dugc co s&
gido duc cong khai vao thang 6 hang nam, dam bao diy du, chinh xac va kip thoi
trude khi khai giang nim hoc méi hodc khi ¢ thay doi noi dung lién quan.

Muc 3
NHUNG VIEC NHA GIAO, CAN BQ QUAN LY, NGUOI LAO PONG VA
NGUOI HQC THAM GIA Y KIEN
Piéu 10. Nhirng viéc nha gido, cin b quan 1y, ngudi lao dong va nguoi
hoc tham gia ¥ Kién trwéc khi hiéu trwéng quyét dinh

1. Nhitng viéc nha gido, cdn bj qudn Iy, ngwoi lao dong tham gia y kién:

a) Chu truong, giai phap thuc hién nghi quyét cia Pang, phap luat ctia Nha
nudc lién quan dén ké hoach, dé an, du an, chién luoc, dinh huong phat trién cua
co s& gido duc;

b) K& hoach nim hoc, hoc ky, thang cta co s& giao duc;

¢) T6 chuc phong trao thi dua cia co sé gido duc;

d) Béo céo so két, téng két cta co s& gido duc;

d) Cac bién phap cai tién to chirc, hoat dong va 1& 16i lam viéc; phong,
chéng tham nhiing, thyc hanh tiét kiém, chong lang phi, chéng quan liéu, phién
ha, sach nhiéu nhan dan;

e) Ké hoach tuyén dung, ddo tao, bdi dudng nha gido, can bd quan 1y va
nguoi lao dong;

g) Thuc hién cac ché do, chinh sach lién quan dén quyén va loi ich cta nha
giao, can bo quan ly, nguoi lao dong;

h) Cac ndi quy, quy ché cta co sé gido duc.

2. Nhitng vigc ngwoi hoc tham gia y kién:

a) Ké hoach gido duc va dao tao hang nam cua co so gido duc;

b) Nhitng thong tin c6 lién quan dén hoc tap, rén luyén, sinh hoat va cac
khoan dong gdp theo quy dinh;

C) Ché d6 chinh sach ctia Nha nudc;

d) Noi quy, quy dinh cua co s& gido duc c6 lién quan dén ngudi hoc;

d) T6 chirc phong trao thi dua va cac hoat dong khac trong co so gido duc
c6 lién quan dén nguoi hoc.

Pi¢u 11. Hinh thirc tham gia y kién
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1. Tham gia ¥ kién tryc tiép voi hiéu trudng.

2. Thong qua hoi nghi nha gido, can bo quan ly va nguoi lao dong cta co so
gido duc.

3. Phat phiéu hoi ¥ kién truc tiép, gui du thao van ban dé nha gido, can b
quan 1y gido duc, nguoi lao dong va nguoi hoc tham gia y kién.

4. Thong qua hop thu dién tir ctia don vi dé nha gido, can bd quan 1y, ngudi
lao dong va ngudi hoc tham gia v kién.

Muc 4:
NHUNG VIEC NHA GIAO, CAN BO QUAN LY, NGUOI LAO PONG
GIAM SAT, KIEM TRA VA HINH THUC GIAM SAT, KIEM TRA

Piéu 12. Nhirng viéc nha gido, can b quan ly, nguwoi lao dong tham gia
giam sat, kiém tra

1. Thuc hién chu truong ciia Pang, chinh sach, phap luat cua Nha nudc, ké
hoach cong tac hing nim ctia co s& gido duc.

2. CoOng tac tai chinh, quan 1y va sir dung tai san; xay dung co so vt chat
cua co s¢ gido duc; viéc thu chi cac khoan dong gop ctiia nguoi hoc, cac khoan tai
trg cho co s¢ gido duc.

3. Thyc hién céc ndi quy, quy ché ctia co sé gido duc.

4. Thue hién cac ché do, chinh sach cua Nha nugc vé quyén va loi ich cua
nha giao, can b quan ly, nguoi lao dong, nguot hoc trong co s¢ gido duc.

5. Giai quyét khiéu nai, t6 cdo trong co s& gido duc.

Picu 13. Hinh thic giam sat, kiém tra

Co so giao dyc to chirc dé nha gido, can bd quan 1y va nguoi lao dong gidm
sat, kiém tra thdng qua cac hinh thuc sau:

1. Thong qua hoat dong ctia Ban Thanh tra nhan dan cta co sd gido duc.

2. Thong qua kiém diém cong tac, tu phé binh va phé binh trong cac cudc
hop dinh ky cta co s¢ gido duc.

3. Thong qua Hoi nghi nha gido, can bo quan 1y va nguoi lao dong.

Chuwong III
DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC VOI CONG
DAN, CO QUAN, PON VI, TO CHUC CO LIEN QUAN

Piéu 14. Trach nhiém cia hi¢u truéng

1. T6 chic, chi dao va kiém tra viéc niém yét cong khai tai co s¢ gido duc
va dang tai trén trang thong tin dién tir ctia co s& gido duc dé cong dan, co quan,
don vi, to chirc biét cac ndi dung sau:

a) Bo phan chiu trach nhiém giai quyét cong viéc o lién quan;

b) Thu tuc hanh chinh giai quyét cong viéc;
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C) Mau don ttr, hd so cho tung loai cong viéc;

d) Phi, 1¢ phi theo quy dinh;

d) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra nha gido, can bd quan 1y va ngudi lao dong trong
viée giai quyét cong viée cta cong dan, to chire; kip thoi co bién phap xir 1y thich
hop theo quy dinh cua phap luat ddi v6i nhitng nha gido, can bo quan 1y, ngudi
lao dong khong hoan thanh nhi¢m vy, thiéu tinh than trach nhiém, sach nhiéu, gay
phién ha, tham nhiing trong viéc giai quyét cong viéc cua cong dén, t6 chuc.

3. Chi dao viéc b tri noi tiép cong dan, thuc hién viéc tiép cong dan va bd
tri hom thu gop ¥ (truc tiép hoic qua hom thu dién tir); chi dao ngudi phu trach
cong tadc hanh chinh cua co s& gido duc cung dai dién Ban Thanh tra nhan dan
nghién ctru cac ¥ kién gop ¥, bao cdo hiéu truong xem xét, giai quyét.

4. Ctr ngudi co trach nhiém gip va giai quyét cong viée co lién quan khi
cong dan, t6 chirc co yéu cau theo quy dinh cta phap luat; nhimg kién nghi, phan
anh, phé binh ctia cong dan, to chirc phai duoc nghién ciru va xir 1y kip thoi.

Pi¢u 15. Trach nhiém ciia nha gido, cAn bd quan Iy va nguoi lao dong

1. Tiép nhan thong tin; giai quyét cac cong viéc ciia cong dan, to chirc co
lién quan tai tru s& cta co sd gido duc; bao vé bi mat nha nudc, bi mat cong tac va
bi mat vé nguoi cung cap thong tin theo quy dinh cta phép lut.

2. Khi cong dan, t6 chiic yéu cau, c6 trach nhiém giai quyét cac yéu cau do
theo tham quyén va quy dinh. Nhitng viéc khong thudc tham quyén giai quyét,
phai thong bao dé cong dén, t6 chirc biét va huéng din cong dan, t6 chirc dén noi
c6 thAm quyén giai quyét. Khong duge quan liéu, hach dich, ctra quyén, tham
nhiing, gy kho khan, phién ha, sach nhidu trong khi giai quyét cong viéc cia
cong dén, t6 chic.

Piéu 17. Quan hé giira hiéu truéng véi co quan quén 1y cip trén

1. Phuc tung su chi dao cia co quan quan 1y cép trén, thyc hién ché do bao
cao dinh ky diing quy dinh, kip thoi, nghiém tuac.

2. Kip thoi phan anh nhitng vuéng mic, kho khin va kién nghi nhimg bién
phap khic phuc dé co quan quan 1y cip xem xét giai quyét.

3. Phan anh nhiing van dé chua 16 trong chi dao cua cap trén, gop ¥, phé
binh co quan quan 1y cp trén bang vin ban hodc thong qua dai dién. Trong khi ¥
kién 1én cap trén chua duoc giai quyét, co so gido duc van phai nghiém tuc chap
hanh va thuc hién chi dao cua cép trén.

Piéu 18. Quan hé giira hiéu truéng véi chinh quyén dia phwong

Hiéu trudng co trach nhiém dam bao mdi quan hé chit ch& véi chinh quyén
dia phuong dé phdi hop giai quyét nhiing cong viée co lién quan dén cong tac

7



gido duyc trong nha trudong va quyén loi ctia nguoi hoc.

Chuong IV
PIEU KHOAN THI HANH
Piéu 21. T6 chirc thue hién

- Qui ché nay dugc xem xét, sira d6i bd sung theo nghi quyét ciia Hoi nghi
nha giao, can bo quan ly va nguoi lao dong hang nam.
- Céc ca nhan, t6 chirc, doan thé trong nha truong thuc hién tét quy ché nay
s€ duoc khen thudng, vi pham s¢€ b1 xtr Iy theo qui dinh.
- Hi€u truéng c6 nhi€ém vu thuc hi¢n va chi dao thuc hién nhiing qui dinh
trong qui ché nay pht hop thuc té ctia nha truong./.
Noi nhan: HIEU TRUONG
- Phong GD&PT Quéng Yén ( dé b/c);
- Phé Hiéu trudng (dé t/h);
- Cac TTCM, VP (dé t/h);
- Cong doan, Chi doan, TPT Doi (t/h);

-CB, GV, NV, NLD (dé t/h);
- Luu hd so trudng./.

Nguyén Thi Mai



