SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc l1ap - Ty do - Hanh phac
TRUONG THPT
TAN PHUOC KHANH

S6: 416/QD-THPTTPK Thanh phé Hé Chi Minh, ngay 14 thang 8 ndam 2026

‘ QUYET PINH
Ve viéc phan cong nhiém vu Ban giam hi¢u nam hoc 2026 - 2027

HIEU TRUONG TRUONG THPT TAN PHUOC KHANH

Can cir Ludt Gg'do duc 56 43/201 9/QH 14 va Ludt sua doi, bo sung mot 6 diéu
cua Ludt Giao duc so6 123/2025/QH15;

Can cit Ludt Nha gido sé 73/2025/QH15;

Can cit Thong tw so 15/2026/TT-BGDPT ngay 24 thang 3 nam 2026 cua Bo
trwéng B Gido duc va Dao tao ban hanh Diéu 1¢ truong tiéu hoc, truong trung hoc
co' s, truong trung hoc phé théng va triweong phé théng cé nhiéu cdp hoc;

Can cu Quyet dinh s6 355/0b-UBND ngay 28/7/2025 cua UBND thanh phé
Ho6 Chi Minh vé viéc tiép nhdn va chuyén déi co quan qudn 1y ciia 41 don vi sw
nghiép cong ldp truc thuoc So Gido duc va Pao tao tinh Binh Duong thanh don vi
sw nghiép cong lap truc thuoc So Gido duc va Dao tao Thanh phé Hé Chi Minh
(moi);

Can cir Ké hoach nhiém vu nam hoc 2026 - 2027 ciia Truwong THPT Tdn
Phwoc Khanh;

Xét nang lwc, pham chat, trinh dg chuyén mén nghiép vu cia cdc thanh vién
Ban giam hiéu va yéu cau cong tac quan ly, diéu hanh nha truong,
QUYET PINH:

Piéu 1. Phér} cong nhi€ém vu cu thé cho céac thanh vién Ban giam hi¢u ndm
hoc 2026 - 2027, gobm 03 (ba) can b quan ly, nhu sau:

TT Ho va tén - Chirc vu Linh vue cong tac phu trach
Phu trach chung; truc tiép phu trach: T chirc
Pham Trong Sang s e 2 ,
1 N o can b0; K¢ hoach - Tai chinh; Kiém tra - Phap
Hiéu truong £
ché.
. L N Phu trach chuyén mon: Day hoc tai don vi; thi
Nguyén Thi Bich Nhuan , e o oA A .
2 o ] hoc sinh gid1; Xay dung xa hdi hoc tap; Vi su
Pho Hiéu truong N o B
tién bg cua phu nir va binh dang giéi.
Phu trach HSSV - CSVC - CNTT: Hoc sinh
3 Phan Minh Tai sinh vién; Van phong; Chuyén doi sd va ting
Pho Hiéu truong dung CNTT; Khao thi va kiém dinh chat luong
gido duc;
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1. Ong: Pham Trong Sang - Hiéu truéng

Chiu trach nhiém quan ly, diéu hanh chung moi hoat dong cia nha truong;
chiu trach nhiém giai trinh ca nhan trudc cap c6 tham quyén va trudc phap luat vé
chat luong gido duc, an toan truong hoc va toan bd hoat dong cua nha truong theo
Piéu 10 Diéu 18 truong pho thong ban hanh kém theo Thong tu sd 15/2026/TT-
BGDDT. Truyc tiép phu trach va chi dao cac linh vuc cong tac sau:

a) Cong tic Té chirc cdn bj

- Xay dung, kién toan co ciu to churc bo mdy nha truong (t6 chuyén mén, t6
véan phong, cac hoi dong) quyét dinh bd nhiém, mién nhiém t6 trudng, t6 phod chuyén
mon, ) truong, t6 phé t6 vin phong.

- Thyc hién tuyén dung, ky hop dong lam viéc/hop ddng lao dong; phan cong
nhiém vu, kiém tra, danh gia, dao tao, bdi dudng ddi voi gido vién, can bd quan 1y
co s& gido duc, nhan su hd tro gido duc.

- Xay dung quy hoach can bo quan 1y, ké hoach dao tao, boi dudng nang cao
trinh d§ chuyén mon, nghi€p vuy, 1y luan chinh tri cho déi ngfi.

- Chu tich Hoi dong thi dua, khen thudng; Hoi dong ky luat nha trudng; quyét
dinh khen thudng, ky luat doi véi can b, gido vién, nhan vién theo quy dinh.

- Thuc hién ché do, chinh sach tién luong, phu cap uvu dai, bao hiém x3 hoi,
bao hiém y té va cac ché do khac do1 voi1 nguoi lao dong.

- Phéi hop véi Chi bd Pang, cac doan thé trong cong tac can bd, cong tac
chinh tri tu tuong, bao v¢ chinh tri ndi bo.

b) Céng tic Ké hoach - Tai chinh

- Chu tri xay dung, phé duyét ké hoach chién lugc phat trién nha truong, ké
hoach gido duc, ké hoach nhi€ém vu nam hoc.

- La chu tai khoan; truc tiép quan 1y tai chinh, tai san nha truong; phé duyét
du toan, quyét toan ngan sach, cac khoan thu - chi theo dung quy dinh cua Bo Tai
chinh, Bo Gido duc va DPao tao.

- Chi dao cong tac xa hoi hoa gido duc, huy dong, quan ly va sir dung cac
nguon lyc dong gop tu nguyén cua xa hoi bao dam cong khai, minh bach, ding muc
dich.

- Phé duyét ké hoach, 16 trinh dau tu, mua sdm, stra chita co' s& vat chat, thiét
bi day hoc, thu vién nha truong.

- Thuc hién cong khai tai chinh, tai san, cam két chat luong gido duc theo quy
ché dan chu & co sé.

¢) Céng tic Kiém tra - Phdp ché

- Xay dung ké hoach, truc tiép chi dao cong tac kiém tra ndi bd truong hoc
hang ndm (kiém tra hoat dong su pham nha gido, kiém tra chuyén dé, ki€ém tra tai
chinh - tai san, ...).
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- Chi dao cong tac phap ché, pho bién, gido duc phap luat cho can bo, gido
vién, nhan vién va hoc sinh.

- Truc ti€p giai quyét khiéu nai, t6 cdo, kién nghi, phan anh cta can b, gido
vién, nhan vién, hoc sinh, cha me¢ hoc sinh theo tham quyén.

- Chi dao cong tac phong, chéng tham nhiing, tiéu cuc, thyc hanh tiét kiém,
chong lang phi; cong tac an ninh trat ty, an toan truong hoc, phong chong bao luc
hoc duong.

- Ky, ban hanh cac van ban, quyét dinh thudc tham quyén Hiéu trudng theo
quy dinh tai Diéu 10 Diéu 1€ trudong pho thong.

Nhiém vu chung khdc:

- PBinh hudéng chién luge, theo ddi, don dbc viéc trién khai cong tac chuyén
doi s6 va ung dung cong nghé thong tin cia nha truong do Pho Hi€u truéng Phan
Minh Tai tryc tiép phu trach.

- Chu tri cac cudc hop giao ban Ban giam hiéu, hop Hoi déng su pham, hoi
nghi can b9, vién chirc dau nam hoc.

- Pai dién nha trudng trong quan hé véi co quan quan 1y cap trén, chinh quyén
dia phuong, cac t6 churc, ca nhan trong va ngoai nudc.

- Truc tiép diéu hanh, giai quyét cong viéc ctia nha truong trong trudng hop
ca hai Pho Hiéu trudng cung vang mat.

- Phu trach cac cong viéc dot XUAt, phat sinh chua dugc phan cong cu thé tai
Quyét dinh nay.

- Quan ly toan dién céc t6: Toan; Vat 1y - Sinh hoc; Hod hoc - CNNN.

2. Ba: Nguyén Thi Bich Nhuan - Ph6 Hiéu truéng

Giup Hiéu truong phu trach, diéu hanh céc linh vuc cong tac chuyén mon,;
chiu trach nhiém trude Higu trudng va trude phép luat vé két qua thuc hién nhiém
vu dugc phan cong theo quy dinh tai Biéu 10 Diéu 1€ truong pho thong. Cu thé:

a) Cong tac day hoc tai don vi

- Xay dung, td chire thuce hién ké hoach gido duc nha truong, phan phéi
chuong trinh cdc mon hoc/hoat dong giao duc theo Chuong trinh gido duc pho thong;
xay duyng khung thoi khoa bi€u, phan cong day thay, day bu.

- Pé xuat Hiéu trudng phan cong gido vién giang day, gido vién chil nhiém
16p phu hop vé1 nang luc chuyén mon; theo doi, quan 1y viée thuc hién ké hoach bai
day (gido an), chuong trinh moén hoc cta gido vién.

- Chi dao sinh hoat t6 chuyen mon, sinh hoat chuyén d¢, 601 moi phuong phap
day hoc va kiém tra, danh gia hoc sinh theo dinh huéng phat trién pham chat, ning
luc.

- Chi dao viée sir dung sach gido khoa, tai liéu giao duc dia phuong, thiét bi
day hoc, hoc li¢u s6 bado dam hi¢u qua, tiet kiém.
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- Chi dao t6 chl'rg hoat dong tréiﬂ nghiém,’ hudéng nghi€p, gido duc
STEM/STEAM, k¥ nang song, day hoc 2 budi/ngay (néu co).

- Chi dao cong tac bdi dudng hoc sinh gioi, phu dao hoc sinh yéu, kém; cong
tac day hoc hoa nhap doi voi hoc sinh khuyét tat (né€u co).

- Quan ly ho so chuyén moén: hoc ba, s6 dieém, s6 ghi dau bai, ho so td6 chuyén
mon, ké hoach giao duc nha truong; ky xac nhan hoc ba, ho so chuyén mén khi dugc
Hi¢u trudong uy quyén.

- Phu trach cong tac thu vién, phat trién van hoa doc gén v6i hoat dong day
hoc.

- Theo doi, gidm sat viéc trién khai chuong trinh day hoc, hoat dong gido duc
ngoai gid chinh khoa duogc to churc tai cac co sé, diém truong, don vi phoi hop (n€u
cd).

- Phéi hop voi cac to chirc, don vi ngoai nha trudng trong té chirc day hoc cac
mon nang khiéu, ngoai ngtr tang cuong, gido duc ky nang, gido duc STEM/STEAM
tai don vi.

- Quan ly viée td chirc day hoc 02 buéi/ngéy, hoat dong vui choi, hoat dong
ngoai troi cua hoc sinh tai nha truong.

- Kiém tra, giam sat chét luong, nén nép day hoc tai cac bo phan, don vi phéi
hop; bao cdo Hi¢u trudng két qua thuc hién.

b) Céng tdc vi sw tién b ciia phu ni¥ va binh ding gidi

Giit vai tro Trudng Ban Vi sy tién bo cua phu nit nha truong, chi dao 16ng
ghép gido duc binh dang gidi cho hoc sinh, theo ddi ché d6 chinh sach lao dong ni,
phdi hop cac bo phan lién quan to chirc phong trao "Gidi viée truong - Pam viéc
nha", xtr Iy cac van dé lién quan binh dang gidi/quay réi néu phat sinh, va béo céo
dinh ky.

¢) Cong tac xdy dung xda hoi hoc tap

- Tham gia Ban chi dao pho cap gido duc, x6a mu chit, xay dung xa hoi hoc
tap cua dia phuong; phdi hop xay dung, quan 1y ho so pho cap gido duc thudc dia
ban dugc phan cong.

- Chi dao xay dung va phat trién vin hoa doc, thoi quen doc sach trong can
b0, gido vién, hoc sinh nha truong.

- Phéi hop td Chl'}’C cac hoat dong khuyén hoc, khuyén tai, hoc tap subt doi;
phoi hop va1 Ho1 Khuyén hoc, trung tdm hoc tap cong dong dia phuong.

- T6 chure tuyén truyén, ndng cao nhan thirc cua can b, gido vién, hoc sinh,
cha me hoc sinh vé xay dung xa hoi hoc tap.

Nhi¢m vu chung khdc: chi dao, diéu hanh céng viéc chuyén mén do Hiéu
trwong phan cong hodc uy quyen diéu hanh hoat déng nha truwong khi Hiéu truong
di vang (theo iy quyen tai Diéu 2 Quyét dinh nay); tham gia day hoc theo dinh mirc
tiét day quy dinh doi véi Phé Hiéu truéng; Quan 1y toan dién cdc t6: Ngir van, Stk -
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Dia - GDKTPI‘_; Tin hoc - CNCN; Thuc hién cdac nhiém vu khac khi dwoc Hiéu
truong uy quyén, phan cong.

3. Ong: Phan Minh Tai - Ph6 Hiéu truéng

Giip Hiéu truong phu trach, diéu hanh cac linh vuc cdng tac hoc sinh sinh
vién, van phong, chuyén doi s6 va cong tac khdo thi, kiém dinh chat lugng tai don
vi; chiu trach nhiém trude Hiu truong va trude phap luét veé két qua thyc hién nhiém
vu duoc phan cong theo quy dinh tai Piéu 10 Piéu 1¢ truong phd thong. Cu thé:

a) Cong tac hoc sinh sinh vién

- Chi dao cong tac tuyén sinh dau cép, xet tuyén; tiép nhén, chuyén truong,
xin hoc lai cia hoc sinh theo diing doi tuong, ho so, trinh ty, thu tuc quy dinh.

- Chi dao cong tac chu nhiém lép; gido duc dao duc, 16 séng, ky nang séng,
¥ thirc chap hanh phap luat cho hoc sinh.

- Chi dao hoat dong ctia Boan TNCSWH(‘A) Chiv Minh, cac phong trao thi dua,
hoat dong ngoai khoa, van hoa, van ngh¢, thé duc thé thao trong hoc sinh.

- Chu tri xet khen thuong, ky luat hoc sinh; xét duyét két qua danh gia, xép
loai rén luyén, hanh kiém hoc sinh cubi ky, cudi nam hoc.

- Chi dao cong tac tu van tam 1y hoc duong, tu van hudng nghiép, hd tro hoc
sinh c6 hoan canh kho khan, hoc sinh khuy¢ét tat hoc hoa nhap.

- Chi dao cong tacy té hoc duong, cham soc suc khoe thé chét, tinh than, bao
hiém y t€, bao hiém tai nan cho hoc sinh.

- Chi dao cong tac gido duc an toan giao théng, phong chdng bao luc hoc
dudng, phong chong té nan xa hdi, xam hai tré em trong hoc sinh.

- Phéi hop véi Ban dai dién cha me hoc sinh trudng, 16p trong cong tac gido
duc, quan 1y hoc sinh.

b) Cong tac Van phong

- Truc tiép chi dao T6 Vian phong thuc hién cong tac van thu, hanh chinh, ké
toan, thu quy, y té truong hoc, bao vé, phuc vu theo Diéu 14 Dicu I¢ trudong pho
thong.

- Quan ly, luu triv hd so, s6 sach, con diu nha truong; cong tac van ban di -
dén bao dam ding quy dinh.

- Tham muu Hi¢u trudng xay dung lich cong tac tudn, thang, hoc ky, nam hoc
cua nha truong; theo doi, don doc thyc hién.

- Chi dao cong tac théng ke, téng hop s6 liéu, bao céo dinh ky, dot Xuét voi
cap trén.

- Chi dao cong tac bao v¢ co quan, phong chay chira chay, v€ sinh mdi truong,
canh quan, cdy xanh truong hoc.

¢) Céng tic chuyén doi sé va vrng dung céong nghé thong tin
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- Xay dung, t6 chire thyc hién ké hoach chuyén ddi s trong quan tri nha
truong va day hoc theo dinh hudng an toan, hi¢u qua, cé kiém soat.

- Chi dao trién khai hoc ba sb, ho so dién ttr, cac phan mém quén 1y gido duc,
co s¢ dir liéu nganh bado dam két ndi, lién thong theo quy dinh.

- Quan 1y hé théng mang, thiét bi cong nghé thong tin, website, cdc nén tang
s0 dung chung cua nha truong.

- Chi dao viéc ing dung tri tu¢ nhan tao (Al) trong day hoc va quan ly bao
dam an toan, c6 ki€m soat, phu hop nang lyc ddi ngii va ha tang nha truong.

- Chi dao cong tac bdo dam an toan, an ninh, bao mat thong tin, dir li¢u gido
duc cua nha truong.

- T6 chtrc bdi dudng k¥ ning sd, k¥ ning timg dung cong nghé thong tin cho
can b9, gido vién, nhan vién.
d) Cong tdc khdo thi va kiém dinh chét lwong gido duc

- Xay dung ké hoach, t6 chirc cac ky kiém tra giita ky, cudi ky, khao sat chat
lugng, thi thir tot nghiép THPT.

- Chi dao cong tac ra dé, coi kiém tra/thi, cham bai, quan 1y diém s6 bao dam
khach quan, cong bang, dung quy ché chuyén mon.

- T6 chire thyuc hién cong tac thi tbt nghi¢p THPT tai don vi theo quy dinh,
hudéng dan cua B Gido duc va Pao tao, S¢ Gido duc va Pao tao hang nam.

- phﬁ t;i cong tac tu danh gié, kié{n dinh chat luong gido duc, xay dung truong
dat chuan qudc gia; hoan thién ho so kiém dinh theo chu ky quy dinh.

- Tong hop, phén tich két qua hoc tap, rén luyén cua hoc sinh theo timg hoc
ky, nam hoc; tham muu gidi phap nang cao chat lugng gido duc.

~ -Quanly s6 quan 1y cp phat vin bang, chung chi; dé xuat Hiéu trudng cap
gidy chiing nhan hoan thanh chuong trinh gido duc pho thong

Nhiém vu chung khdc: chi dao, diéu hanh cong viéc do Hiéu truong phdan cong
hoac uy quyén; diéu hanh hoat dong nha truong khi Hi¢u trwong va Pho Hiéu truong
Nguyen Thi Bich Nhudn ciing di ving; tham gia day hoc theo dinh mirc tiét day quy
dinh doi véi Phé Hiéu truéng; Quan Iy toan dién cdc t6: Tiéng Anh, Gido duc thé
chat - Quoc phong an ninh;, Van phong; Thye hién cdc nhiém vu khdc khi dwoc Hiéu
trwedng uy quyén, phan cong.

Piéu 2. Nguyén tic phdi hop va ché do 1am viéc

- Hi¢u trudng phu trach chung, chiu trach nhiém cao nhat trudce cép trén va
trudc phap luat vé toan bd hoat dong cua nha truong; truc ti€p chi dao céc linh vuc
cong tac da néu tai khoan 1 Dicu 1.

- Cac Pho Hiéu truong thyc hién nhiém vu, quyén han theo Diéu 10 Diéu 1¢
truong phod thong; chiu trach nhiém quan ly, diéu hanh cong viéc do Hiéu truong
phan cong, iy quyén va chiu trach nhiém truéc Hiéu truong, trudc phap luat vé két
qua thuc hién.
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- Binh ky hing tuin (hodc dot xuat khi c6 yéu cau), cac Phé Hiéu trudng bao
cao Hi€u truong tinh hinh, két qua thuc hién nhi¢m vu thude linh vuc phu trach.

- Khi Hiéu truong di vang, Gy quyén Phé Hiéu truong Nguyén Thi Bich Nhuan
diéu hanh chung hoat dong nha truong; trudng hop Pho Hi¢u truong Nguyen Thi
Bich Nhuan ciing vang thi iy quyén Phé Hiéu truong Phan Minh Tai diéu hanh.

- Trong qua trinh thyc hi¢n nhiém vy, cac thanh vién Ban gidm hi¢u chu dong
phéi hop, trao d6i ddi v6i nhing cong viée c6 lién quan dén linh vuc phu trach cta
thanh vién khac, bdo dam hoat dong chung cua nha truong dugc thuc hién thong
subt, hiéu qua, khong chéng chéo, khong bd sét nhiém vu.

- Nhitng nhi¢ém vu phat sinh trong nam hoc chua dugc phan gf)ng cu thé tai
Quy¢t dinh nay do Hi€u truong tryc tiép phu trach hodc phan cong bo sung cho phu
hop véi tinh hinh thyc t€ ciia nha truong.

Pi¢u 3. Hiéu lwc thi hanh

Quyét dinh nay c6 hi¢u luc ké tir ngay ky va duoc ap dung trong nim hoc 2026
- 2027. Cac quyét dinh phén céng nhiém vu Ban giam hi¢u trude day trai voi Quyet
dinh nay déu bai bo.

Piéu 4. Trach nhiém thi hanh

Cac déng chi ¢6 tén tai Piéu 1, to trudng cac to chuyén mon, to trudng td Van
phong va cac bd phan c¢o lién quan chiu trach nhi¢m thi hanh Quyét dinh nay./.
Noinhgn: T _i-HEU TRUONG
- S6 GD&DT (d€ béo cdo); Z _/;f— Vi N
- Nhu Diéu 4 (dé thyc hién);

- Chi bg, Cac doan thé (d€ phoi hop);
- Website trudng;
- Luu: VT.




