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TRI'ONG MAM NON HTIONG SEN

c HoA x-4 HOI CHtI NGHiA vll.qT NAM
D0c lip - Tq do - H4nh phric

QUY CHf,
Hoat ddns cria f6 Ven pnOng trudng mdm non Huong Sco

(Ban hdni kd'm th'eo\ uy dinh s; &(.. ngay 2T thd.ng l 0 ndn 2a2 l ve t hrc h i?n q uy c he

Td Vdn phdng trong lrudng nam non HLrong 
'efi)

Cirn cti luiL (iiio cluc s6 43/2019/QH14 ngil' 1416/2019 luit Gi6o dqc

clin cu l-uit s6: 52/2019/QH14 cta Qu6c H6i ngiy 25 th6ng 1l nsrn 20lq \i
.,1" ;;i ;6 ;* rtlot ,6 dii., .t.'u luit cirn bQ, c6ng chtc' vi6n ol.tiro sti

5d .10 lu (.'l I I 2.

Cin cir Nghi dinh s6 4212013/NE-CP ngdy 09 th6ng 5 nem 2013 v0 t0 cbic

hort dotrg th:rnh tr:r giro d,tc:

Cin cir Th6ng tu 39/2013/TT-BGDD I ngdy 04 thdng 12 nirm 2013 vC Hudng

ddn thanh tra chuyOn ngdnh linh vuc gi6o dpc;

C.rn o[] vao OureL dinh 0'1/2008/VtsHN-BGDI)T ngdy 24 th6ng 12 nnm 2015

",,, 
tJ";:;; 'io*el'Ji"r,. 

ban hirnh diiu li trLrong Mam non:

Cnn cir Quy6t dinh s5 16/2008/QD-BGDDT ngiy 16 th6ng 4 nim 20108

Quy6t dinh ban hdnh Quy dinh dao duc nhd gi6o;

CHIIO'NG I. NITUNG QUY DINH CHUNG

I)idu 1. Ph4m vi, d6i tugng thr,rc hiQn

Quy ch6 niy quy dith n6i dung thuc hi6n nhiQrr.r vu oua nhin vi6n t6 vin

phdng.
Eiiu 2. [r;c tlich YOu ciu
qry JA n"u, d0ng 

.l.O van phdng liL co sd de Hieu tru6ng vir cac Ph6 hi€u

tr,-rong ih". mu'u viL giirp Hieu truong t6 chuc thtrc hi0n nhiQm. vq 1i6n quan bQ

nna, lO trn phdng vd d6nh gi6 mirc dO thuc hien nhign.r vq nhAn vi6n T6 viul

phdng hdng th/rng, hdng quf, hoc ki vi nirm hoc; ld cdn cu dd d6nh gi6' x6p loqri thi

.fu", iep f,roi,rien 
"h0c 

theo cic vin ban hucing din cta B0 GD & DT'

Moi nhin vi6n 06 tr'6ch nhi6m thgc hiQn nhirng n6i dung quy djnh Lrong cluy

;ne nar.
Didu 3. YOu clu cira viQc thgc hiQn quy ch6

L 'I'huc hi6n (luy chi5 hoat cl6ng T6 vin phdng trong nhi tludng phAi gin 1i6n

v,ii viqc b;o dnm s! lanh dao cua Chi b6 trucing mArr non Huirng Sen

2. fhrrc hiin !lu) che phai dim bio ch6p hdnh theo hu6rg dln cta c6c viur

ou'' ;;'i;;,, *i;'"";, ii-'..iri "r'i"* 
i'anh vi' vi pham c16n quv ch6 hont dQng cria

T6 .,arn phi,ng trong nlrti truring'



CTIUONG II. NOI DUNG QTIY CHii
Diiu 4. Co c6 u rd ch t.c bri m6y

T6.vIn phdng du<rc thinh.16p theo quy clinh rai Di6u t 5 Di6u 1-^ trudng mim
non - T6 vdn phdng bao g6m gdm c/ro nhin viin ldm c6ng tiic ), tO lruoxg hoo, vin
tltr, k6 todn vii nhAn vi6n idr6o (n1r6n phuc vtr, bio v6).

Diiu 5. NhiQm vu cira t6 vin phirng
5.I . XAy dung kil hoach l.roat c16ng chung ciia t6 kh5i theo tuan; thangi n:uu

hoc. lhuc hi6n nidn dinl b6o ciio k6 hoach tuiu, thring, niirr.

._-, 5 
? ,Gi[! hicu trurmg quan lj, tdi chinh, trii sin, ltru giii h6 sn o[ra nha tru.dng

(Ho so Lc todr. I te, thu qu!, ban trir, tdi s6n, cac h6 scr ktrzic theo qr.ry clinh,..).

.. 53.ThrLchi€nbdi dLr&rg chuy€r.i m6n, lghidpvq, thuc hi€n ki6m tra, clinl giri
chrit luong, hi6u quri l.im vi€c cua cric thd,h vi€n trong t6 theo ke hoeeh cua.ha
tr udng, cia t6.

5.4. Td truong thuc hi€n kierrr rru donh gid cong tric,,e sinh nr6i trudng.
phdng ch6ng dich b6nh, an ro.in rhuc phdrl; 

",i" 
ndi clung ii6n qual qurin tli trii

chinh, tai sin,c6ng l<hai tii chinh, thuc don, tiJn cho-...tr6n bhng tin, trang \yeb.

5.5. Cjc rhjnh riin r|ong Io plrai hro drrr lI roJn chu rre tron! in Uorj! \
sinl.r hoat tai nhd trudng. Tu6n thit cric quy clinh vit v6 sinh an.todn V.-S ttru" pha-
trong r,6n chuy6n th[rc dn, drim bao khOng d6 xriy ra ng6 tl6c d6i v6i tre.

5.6. Td_tnrong ki6m tra vi€c thuc hi0n qLry chd chuydn m6n cua tung c6 nhdn
b6 phlin y t5, kO todn, thir qLri, beo v€, nh.ilr vi6n phuc vu (thuc hi6n nghi0m tirc
thco cic nOi quy, quy ch6 cira nganh l.ioc, n6i quy, quy chO cira r.rhd trudng, l6i
riung c6ng vi€c theo k0 hoach tudn vd c6ng vi6c lGdc Lli€u lnLong hay ngu.di c1u,nc
Hi6u trLrdng ir1, quydn giao).

5.7. Ki6ur tra vi6c [mg clur.rg c6ng ngh6 th6ng tin, clinl.r gizi viic chri d6ng ti6p
nlrir titong rj ''t uut tLfl)g thi :lr r ien irrrg ru Ut,i:.

5.8. Ki6m tra, d6nh gi.i vi0c thuc hi6n luu triii h6 so cri nl.r6n; quirn l! sIr dung
tai li6u, d6 dtlrg thiit bi cira bd phAn, ca nhin pl.ru trdch.

. 5.9. 16 trudng chi tri cac bLr6i thao ltrir.r v6 ciic bi6n phrip n0ng eao boi drLong
chuy€n. m6n nghiQp vu lien quan 

.dtln,nhi6nr vq cira T6 van'phdl!. X6y. dLrng vIding ky crlc ti6u ohi, chi ti6u cira tilng hoc ki vd. ci ndm ho. .1ro tO t trOi.

5.10. T6 chirc phong trdo t1.i dua trong t6, nh6n xet vd cl6nh gi.l t6 r.i6n trong
qu6 trini tham gia hoat d6ng phong trdo, cdc c6ng tiic doirn th6 phdn cong.

5.11. T'huc hi€n nhir.i xdt dlinh.giri c6ng tric thuc hi6n rhi6m vu cua tiurg
l$,,^:l:,.::"t toJ<hoi rung rhdng, hec r!, iiun hec, tr.,",i aj ar, ,1 rrl vi6c ]rin.r,rneo crrc nhlcnt \ u du.rc cap tren giao, theo_c6og vi6c trong,ktl hoach nii_n, th6ng.tudn; ghi nhAn driuh gi6 thi <iua cti ct6ng nghiepi..rg L6 in-Oi-frin"! quyi.; thLrc hi6n



Iuu trt diiy dir c6c n6i dung minh chring trong qu6 trinh nhQn dinh, d6nh gi6 viL

thuc hi€n c6ng khai qua bdng tin, bi0n bdn cdc cudc hop, qua zalo Group nh6m c6

dAy clir c6c thinh vi€n.

5.12. D0 xu6t khcr.r thudng nhin vi0n theo luat thi dua khcn thudng theo quy

d!nh.
Diirr 6. Qul6n cda 16 vin Phdng
Duo. c Cop :i, kiin nghi, de xu6t cric bi6n ph6p girip nhd trudng ngiy cdng

phrit tri6n.' Duo-" huring moi quyirn loi vi m4t ch6t vd tinh lhan' duoc chdm s6c sirc khoe

thco ch6 d6, dutrc dam bAo c6c didu ki6n an tdan lao clQng, bio v€ nhAn phAm,

danh du.
Ducrc hoc b6i du6ng n6ng cao trinh dQ chuy€n m6n nghiEp vu'

Duoc tlturc hien ca. qLtyen khdc thoc quy dilrlr tur plrtip lujr'
Diiu 7. buv dinh \ at hii so ctiu td \ in phdng'
-.'. Ke horcl: ho4t dqng nim. thjng. tuan
-.2. s.r ghi biin b;n cric cuQi hop cur I o r drr phong

7.3. Bi0n briLn nhin dinh dlinh gi6 c6ng t6c hdng th6ng cta timg thdnjr vi6n'

d6nh gia theo ddi thi dua quli, hqc ki, nim hgc, bing t6ng hgp thi dua cta tirng

nhm hgc.
7.4. lli -o b.-,i dui'ng ctiu to l<hoi

7.i. Danh s6ch thinh viOn trong t6 khi5i.

7.6. Bing t6r'rg hon theo d6nh giri vi6n chtc trong kh6i'

C[IU.ONG TII

NHAN vItN Ki TOAN, Y Tt - THU QUY, vAN TrtLI, NHAN vIt'N PHUC

vu, BAO VE

Didu 8. Diii vfi k6 toin
1, NhiQm vg ciia k6 torin
Dim bio quy trinh v0 sinh an todn thuc phim, an todn phdng ch6ng ch6y n6'

:n nirlt tttit t r,r trLrimg hot.
Dodn k€t tuonftro gi[p d0 ddng nghiQp; trao ddi dao duc, giir gin p1.r6m chit'

clanh du, uy tin cira bdn th0n d6rg nghiQp viL nhd tru'dng'
'fhuc hielr diy du hO so s6 s6ch k6 todn, luu tril theo cluy cllnh (d1r thiro ldp dg

to6n. KH thu chi, quy ch6 chi ti€u nCri b0, xti 11i chirng tu, phdr.r loai chirng tiL vd

dinl.r hhoin circ nghi6p vu kinh td phdt sinh hing ngdy, thuc hiQn bio c6o thco quy

dinl.. )
Thuc hion thco d6i thu chi c5c nguiin hinh phi trong nhi lrudng b5o odo kip

thdi cho 1.li9u trudng.
'1huc irien c6ng idrai ttii chinh theo quy dinh.



'theo doi cap nhar che d6 nang lLrcrng, phu oip, bao hidm cta CB-GV-NV,
thr"rc hi6n r.rghia vLr clong thu6 cta nhd trudng vd thud tl.ru n1-rdp cri nhin cua ngudi
lao d6ng theo cua phrip luit hidn hirnh vd c6c n6i dung khiic thco de in vi 1r i \ i tri
vi€c ldm.

'fhuc hi€n theo d6i girhp Hi6u truorrg qLrAn li tdi chinh, tii san thco qLrl dinh.
'l huc hi6n irrg dung c6ng nghQ th6ng tir.r trong tl.ruc l.i6n cdc nhi€m vu vri ol.rir

d6ng nim th6ng tin tir c.,ip tr6n.
Quin l1i vd st dung trii sin do b6 phAn rr.inh phu tr6ch.'fhuc hidn c6ng vi6c khiic theo phdn c6ng cta IIi6u tru6rg hoic ngrriri dunc

Fii6u truong ty quy6n.

Thuc hi€n theo k€ hoach cua nhd tnLdlrg.
Diau 9. D6i vdi y t6
I)im bdo quy trinh v€ sinh cn toan thuc phim. m toan phong ch6ng oh6i.n0.

ar ninh trat tu'tludng hoc.
Dodn ket tuong tro.gi[p db cldng nghi0p; trau ddi clao dt.c, giD gin pl.iiim ch6t,

tr.rnh du. u1 ti.' cJc biin tlrrn don3 nghicp rl nr.t trurrnt.
Thuc hi6n vd qudn l1i, luu tri ho so I ri theo qrrr elini. Ou.in li- chdm s6c sirc

kh6e tri vii ddi ngti.

- 
Truy€n thring gido ciuc silc Lhoc cho rre em, phorg, cltong dich b€nh tm16r

nhiclr rhc,r Li Irorch ri tinlr Iri'rh lhJc te: B.ro d.rrn un ri,.,n pl,,,rng. cirorrg r.ri nrn.
thuong tich;

Thuc hiQn 1<i6m tra ti6p phdm hdng ngiiy, ki6rn tra c6ng tlc lu.u niu in sing,
b6n trLi hing ngay dring thdi gian quy dinh.

Thuc hi6n irng dung c6ng nghC th6ng tin trong tl.ruc hi€n cdc nhi6m vu vd chu
d6ng nirrl th6r'rg tin ti c6p tr6n.

Quin l;i vd sLi dung tdi sen do b6 phAn minh phu trhcl.r.
'Ihuc hiQn c6ng vi€c hh6c theo phiin c6ng cira Hi6u trLLdr.rg hoiic ngudi cluoc

I1i6u tru(rr.rg iry quydn.
-I huc hi6n theo ki! hoach cua nhd tn-rdrg.
Diiu ll). D6i r oi nhin \ iin vin thu kiirn thii qu!,
I)rrn l-ao re sinlr en toJn tlruc l.h.inr. ln to,rr ohong elrung ch.ir rro. rrn nirr..

tret tu tru'arng hoc.

. . Dodn k6t tuong tr.cr gitp dd ddng nghi6p; trau ddi dao dt.c, giir gin phirn chit.
drrrh du. Lry (rrr.u.r bjn rhjn djng rrghiep rl rrlri rruon[.

, . :fhyc 
hiCl quin I1i con d"iu. ticp niran vin han.1e"n: Dolg <lau c6ng vin c16n;ghi s6 c6p nhat ngdy th6ng; phA. loai vri gui v6 cho FIi6u tri,org chi d1o cac bOphin xt ly.

- Viin thu thuc hi€n ph6 t6 (n6u cdn) vri tidn hdnh chuyCn v5n bdn theo chi dao
cua IIi.lu tlu uug.

'Ihuc hiQn s6 c6r.rg vf,n di, clip nhdt s6 diy dt thco quy rlinh.



'l'heo d6j rnang d6 xri li th0ng tin vd cdc vdn bin d6n vi di ( 7h00; th00;
lih30; 14h00; 15h00; 16h30).

'l'heo ddi c6c bO phin, c6 nh.ln lhuc hiQn c6ng vi6c theo k€ hoEch luAn d€ clim

b6o thiii gian cta c6ng vln d6n, cOng vdn di.
Ddnh nrdy ciic vitn bim hdnh chinh cta nhir trudng l<hi IIi6u trudng ph6n

con*; tiin nltirr ri cltulirt cong rln trong ra nguii nha truong
l)oi vir: brn tlerr ri xu.lj so lieu hio crio rtcu bjo cir-' liin qtrrn .''lirt ci''o

li€u nhin su c6 lrong phAn mOm b6 phfln minl qutin li.
Thuc hien t6ng hon di6rn danh ngdy gid c6ng cua cic thiLnh viOn trong nhi

trudng vii b6o ceo l;i HiCu trLrdng viro ngiry cu6i ctrng cira th6ng

I'hgc hi0n phAn m6m qudn lli'nhin sg, nhip c6c th6ng tin ddy rlir thco quy

dinh.
Thuc hion 11.ru, chi tidn mdt ding ch6 d6, chinh s6ch trong phqm vi trhch

nhiim cna n[uoi thu r]ui... - 
fii. " 47," ,t,r, .t.,i L;.!.t maL chinh xdc vii bao ciuen alr lodn qu! tidn mit cira

don vl. Thuc hi6n nghi6m chinh <linh rnitc t6n qu! tidn mlt cta Nhd-nutrc quy

clinh. iloach to6n chinh xric diy du chc nghi€p vu theo quy dinh cua qu! ti0n miit,

vir ldm cric b6o c6o 1,C quy tiCn mit.
Tl.trc hidn ring dpng cdng nghQ th6ng tin lrong thuc hiQn c6o nhi€m vu vi chit

c16ng n{m th6ng tin tir c6P tr6n.

Quin ly vd sir dung tdi san do b6 ph4n minh phu trdch'

il',1,. ttien c6ng vilc khirc theo phAn c6ng cua HiQu trudng hoic ngudi dugc

Hi6u trudng ty qu1'6n.

Thuc hi0u theo k6 ho;Lch cria nhd trudng.

Diau ll. DOi v6i nhin vi0n Phgc vg
Dam bho quy trinh v0 sinh an todn thuc phdm, an toirn phdng ch6ng ch6y n6,

an ninh trit tg tludng hgc.
Dodn k6t tuonftrqi giirp dd ddng nghi0p; trau ddi dao dlr';, giir gin ph0m chit'

d.nlt d.r. t.r ttn cur bin lhin, don!, nglriip r i nhi truimg
\-i sini do dirug. di; choi, m6i truimg hirng ngdy, hdng tuin Quit d.on' lau

chiri c6c phdng hoc, phdng lim vi€c, phdn! chirJ ne'g, t}'uo" vi0n theo k6 ho+ch

phAn c6ng, dan.r bao thdi gian cua lich ph0n c6ng

H5 tro hoqt dOng d6r.r ti6p kldch c[ra nhd trudng.

Quan li vir su dlrng tdi sin do b6 phar.r minh php ir:ich'
'llhtrc hi6n c/rc c6ng vii;c khic khi du<rc phin c6ng'

Cht dQng nim th6ng tin oira T5, cira cip tr0n.

Thqc hien ,;6ng vi0i kh6c theo ph0n c6r'rg cta I Iigu truong ho{c nguiri rluoc

IliQu rn"rong ty quy€n.

Thuc hiQn nhi.an.r vq theo k6 ho;Loh cira nhd trudng.

Diau 12; DiSi Y6i nhrin vi6n b6o r'€
Dam bio quy trinh v€ sinh an totLn thgc ph6nr, an lodn phdng ch6ng ch6y n6,

an ninh trlit tu truirng hqc.



Doi\n k6t tuoDg tro giirp dd d6og oghiep; t1.au ddi clao clilc, giir gin T1hrn1 chJt,
danh du, uy tin cirn b6n thin, d6ng nghidp vd nhd trudng.

Thuc lf6n nhi6m vu duoc giao theo k6 hoach vd su p1.rdn cdng cua HiCu
trudng hodc ngrrdi dLLqrc I IiQu trudng ty cluy€n.

Phuc vu r]u6c udng cho CB-CV-NV vit tld.
Bdo v0 t,ti san, co s6 vet chat cta nhd trudng vd tai sdn CB-GV-CNV, khach.

pltu huynh d6n lirm viQc.
Thuc 1.ridn n6i quy. quy ch6 hoat c16ng cr,ia nhi trudng.
l)am beo ca truc nghi6n tirc.
'l huc hi6n cliug nghi6p vu beo r e r rri cic cloi turrng l<h5c den trrltrng li6n hd

c6ng tec, phu huynh... I'uyet d6i ldi6ng cho c6c d6i tu'ong b€n ngoii viro tnrdng
khi chua c6 i ki€n c[ra Hi6u truolrg.

Didu 13:Nhn'ng quy tllnh chung vd hii so'clia nhAn vi6n
56 hop HDSP, Kr6i.
Ho str luu cac c6c quvct dinh, v6n bdn tri0n khai cira nhii trudlg.
HS luu ch nhin (ban tu d6nh gii vi0n chiLc...)

CIIU'ON(; IV
. qHir.D0 LAM VrEC v,\ e[rAN HE coN(; T.{.c]

I. CHE DO LAM VII],C :

DiAu 14. NguyAn fic ldm viSc:
Ili€u trrrdng linh dao chung cdc lroat d0ng cr,lia tnrdng.
Pho hi6u tru6ng phu trdch Li, ch(rc cac hoat dong ch.rrl soc mr6i duing vi

giio duc tri, lhLrc hj6n theo quy6t dinh ph6n c6ng cira Hi0u trtr(rng vi chiu tr.ich
nhi6m trrrctc I lieu tnrdllg nhimg c6ng viOc drLoo t ti€u tnrong phAn coug, u1 ,.1u,r trn

Cdc qu1,6t dinh c[ra hi6u trudng, Ph6 hi6u tru(rng phii ducrc c6ng nh6n vi0n...
trrlel doi ch.rp h.rnlr nghicm chrnl..

. Circ quydt dinh ph6n c6ng c0a -l'6 khdi trudng phii tlrroc nh,rn \ icn rron{ to
ldoi rhuc rriil nshiim rirc.

Di6u 15: T'rrich nhiQm ciia t6 tru6ng:
Tir truong chiu trdch nhi6m trucyc cip trin re toltn bi, c.ic ltoat dirng cua t6

'r lr ,(\f,) d.'n, urlc Li lrorch ni'rr.r. thin;. tuirrl.
, C6. trach nhi€m thuc hi6n nhi0rr vu giai thich, vin d6ng chu to r ir-irr rninh

nirr. hicu cic roi qrr1. qul chi,nhie.rr r: irrc nrrnh.

, Manh dan g6p f cho nhiing hdnh vi cta t6 vi6n ldri chua thu.c hi6r.r rling qu1.
ch0 dan chil. n6i quy cua ctol vi, cld 6n vi tri vi6c 1an.r, vi pham chuii, rrrr"-,lgne
nghi€p...

t hu tri sirrlr lruur dinh ki trruL,2 lin.
C6c t6 vi6n phrii nghi€m chirLtr.,hip hanh su phan cong crir to trudr.rg, nghiOm

ttc lirt kinh nghi6m d€ hdan thdnh t6t c6ng t6c duoc giao.
Di6u l6: l,{p chuo.ng trinh c6ng tic :

lo r.irr plri'ng phai rry dung di1 tlLr cjc kc hocch ..rt.:



K6 hoach nim, k5 hoach thang, k6 hoach tuin.,.
Noi clunc k.l horeh ohdi tun ci rlu ke ho:ch cur nhi trunng rr rtri't phit tu

1i.-r citr eirtg vii; iult ti Lhoi: nii dtrng du kien cong \rcc cuil lo khor deu frxr
brio c6o cho c6c Ph6 HiCu trtrong bin tr{r vio cu6i tudn.

K5 hoach ndm, th6ng phii thdng qua duyQt, kf cua lli6u tructng'

Du thao k6 hoach tuAn ciu tO ktrOi phii th6ng qua P. HiQu truong Ban trt'
C6c n6i dung oOng t6c tuin oita c6c l'6 vin phdrg, Ph6 hi€u lrudng Ban trt b6o

cho lai trong cu6c hop giao ban Ban g16m higu hing tuin'
Didu 17: Ch6 d6 hQi hop:
't 6 kh6i vi1n phdng hop 2 ldn-/ thing
Diiiu 18: Thtri gian lim viQc

Vdn phdng b6t ddu lim vi€c oa I : 6h30
ca 2: 6h45
11h30
13h30
ca l: 16h30

ca 2: 17h00
sh30
11h30
13h30
16h00

ll. QUAN HT C(rNC r.,t c :

Diiu 19 :

ihrLc hiQn nghiCm tic quan h0 c6ng thc v6i cip trOn, r"cri d6ng nghiQp'

Chju trich ,ihiet tt,t" tiiip chi dqo chuy0n m6n cira Phdng, su linh dao cua

Dang uy phudng Yi vqLy p-hai quan h6 mit thidt, t6n trong, cOi n.rd' dirng muc '

CHU.ONG V
DIIU KHOAN THI HANH

Didu 20.' Quy ch6 ndy ci! hi0u lpc Lii ngiy k1i, c6c qu.v ilinh tr6i v6i quy ciinh

niv d6u huv b6.
ViO. b6 sung ui sta d6i do hiCu tludng quy6t dinh /'

Nghi trua
Ldrn viQc
VC

Nhin vi6n bit diu ldm vi6c
Nghi trua
Lim vi0c
V.

- Clb-(l;-Nv kli rhuc hi€n);
- Luu: VT.

TRIIT'NG

i Duv0n

iro,161?
r,lcNLrl


