
Loe Ninh, ngay 24 theing 9 nam 2025.

HIEU TRUONG TRUONG TRUNG HOC PHO THONG LOC NINH

QUYET DINH

Dieu 1: Phan cong nhiem vu cho Hieu trudng, Pho Hieu tru’dng Truong 
THPT Loc Ninh nam hoc 2025-2026 (co phan cong nhiem vu kem theo).

Dieu 2: Hieu trudng, Pho Hieu trudng can cu vao phan edng, can cu chuc 
nang, nhiem vu nghiem tuc trien khai thuc hien nhiem vu theo quy dinh hien hanh.

Dieu 3: Hieu trudng, Pho Hieu trudng chin trach nhiem thi hanh quyet dinh
X A • / •/X A X Xnay. Quyet dinh cd hieu luc ke tu ngay ky./.

No'i nhan:
- Sd' GD&DT, Dang uy trudng (b/c);
- Pho Hieu tru’dng (thu’e hien);
- Hoi dong sir pham (phoi hop);
- Luu: VT.

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phiic
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SCJ GD&DT DONG NAI
TRUONG THPT LOC NINH

S6: 97/QB-THPT LN

QUYET DINH 
Ve viec phan cong nhiem vu Hieu trudng, Pho Hieu trudng 

nam hoc 2025 - 2026
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Can cu Thong tu sd 32/2020/TT-BGDDT ngay 15 thang 9 nam 2020 cua Bo 
trudng Bo Giao due va Dao tao ban hanh Dieu le trudng trung hoc co sd, trudng 
trung hoc pho thong va trudng pho thong cd nhieu cap hoc;

Can cu cac van ban ve viec tang cudng ky luat, ky cuong hanh chinh trong 
nganh Giao due va Dao tao;

Can cu Quyet dinh so 76/QD-THPTLN ngay 17 thang 10 nam 2025 cua 
Hieu trudng Trudng THPT Loc Ninh ve viec ban hanh Quy che lam viec cua 
Trudng THPT Loc Ninh;

Can cu tinh hinh thuc te cua don vi,

reuJdNG.
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PHAN CONG NHIEM VU HIEU TRlTONG, PHO HIEU TRUONG 
NAM HOC 2025 - 2026

(Kem theo Quyet dinh so 97/QD-THPTLN ngay 24/9/2025)

Nham to chuc thuc hien t6t cac hoat dong cua truong, Hieu trudng Truong THPT Loc 
Ninh phan cong Hieu truong, Pho Hieu truong thuc hien nhiem vu trong nam hoc 2025-2026 nhu 
sau:

1. Hieu truong - Tran Hong Phuoc:
- Phu trach chung, chiu trach nhiem truoc So GD&DT, Chinh quygn va nhan dan dia 

phuong ve moi mat hoat dong cua nha truong.
- Phu trach cong tac t6 chuc, quan ly tai chinh, tai san; cong tac bao quan va tu sua co so 

vat chat truong, lop.
- Phe duyet k£ hoach thi tuy6n sinh 10, td chuc xay dung cac t6 hop mon hoc lua chon, tu 

van hoc sinh lua chon t6 hop mon. Bien chS lop 10, 11, 12 ddu nam hoc. Xay dung k6 hoach, chi 
dao viec to chuc cho hoc sinh chuyen T6 hop mon lua chon (PHT Nguyen Van Thach tham muu, 
to chuc cho hoc sinh kiem tra).

- Phan cong chuyen mon, phan cong GVCN nam hoc (PHT Tran Thi My Hue tham muu).
- Phe duyet kd hoach va chi dao triSn khai thuc hien k6 hoach giao due nha truong, chien 

luge phat triSn nha truong (PHT Trdn Thi My Hue tham muu). Chu trong viec hoach dinh rd 
phuong huong, nhiem vu trong thuc hien muc tieu “Xay chat luong - Nhan ni&n tin”.

- Xay dung va trien khai thuc hien Quy che lam viec, noi quy hoc sinh, noi quy co quan.
- Phu trach chinh edng tac tiep nhan hoc sinh, hoc sinh chuyen truong.
- Phu trach edng tac Thi dua khen thubng cua truong (PHT Trdn Thi My Hue ho tro), 

edng tac ki luat giao vien, phdi hop vdi Pho Hieu truong xu ly cac tinh hudng lien quan ddn hoc 
sinh.

- Phu trach edng tac kiem dinh chat luong giao due, truong chudn qudc gia.
- Chi dao td chuc thuc hien 3 edng khai, edng tac xa hoi hda giao due (PHT Trdn Thi My 

Hue tham muu).
- Chi dao td chuc cac le, hdi, van nghe (xay dung chuong trinh, phan edng ngubi phu 

trach, viet bai phat bieu, phan edng trang tri, am thanh,...). 02 PHT cung ho tro.
- Phu trach td Van phong (du sinh hoat a To Van phdng, chi dao Td Van phdng cung cd 

viec quan ly ho scr, luu giu ket qua thi tuyen sinh 10, thi tdt nghiep, hdng tot nghiep, hoc bq hoc 
sinh, quan ly con ddu, quan ly hoc sinh chuyen truong...).

- Chi dao Van phdng bao cao; ky duyet cac bao cao lien quan ddn edng tac Td chuc can 
bo, Tai chinh, Thanh tra (trir bao cao edng tac kiem tra ndi bd) va mot sd bao cao khac do So, Xa 
chi dao trong Van phdng dien tu, trong Nhdm zalo.

- Sinh hoat tap the/Chao co (TNHN 1) theo Lich tuan.
- Thuc hien mot sd nhiem vu khac theo yeu can tu edng viec thuc td.

2. Pho Hieu truong - Tran Thi My Hue:
- Phu trach edng tac chuyen mdn, xep thbi khda bieu, giam sat td truong phan edng giao 

vien day thay, phan edng giao vien khac mdn day the. Tham muu Hieu truong phan edng va didu 
chinh phan edng chuyen mdn khi cd thay ddi.

- Xay dung kd hoach thuc hien Chuong trinh GDPT 2018. Chi dao edng tac boi duong 
Chuong trinh SGK 2018, edng tac tap huan chuyen mdn cho CBGV cua truong, edng tac dao tao 
bdi duong cua CBGVNV truong.

- Tham muu Hieu truong: Xay dung kd hoach giao due nha truong, chidn luge phat tridn 
nha truong; thi tuyen sinh 10, phan edng chuyen mdn; lam kd hoach, bao cao lien quan ddn 3 
edng khai, edng tac xa hdi hda giao due.
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- Phu trach boat dong GD NGLL, GDKN, GD hudng nghiep.
- Phu trach cong tac thi TN THPT va xet tuyen Trung cap, Cao dang, Dai hoc; thi HSG 

12, Olympic 19/5, 30/5, STTTNND, STKHKT.
- Phu trach phong truyen thong, thu thap anh hoc sinh gidi cac ky thi/cac nam, anh cuu 

hoc sinh do tien si.. .v.v...
- Phu trach cong tac sang kien, ho tro Hieu trudng trong cong tac Thi dua khen thudng 

cua trudng.
- Phu trach cac bao cao, cong vice lien quan den Khoi thi dua (neu co). Tham du hoi nghi 

Khoi thi dua (neu co) theo phan cong.
- Phu trach cac to nhom tu van va cac cau lac bo trong trudng.
- Chuan bi minh chung d cac ITnh vuc phu trach nham phuc vu edng tac kiem dinh chdt 

lupng giao due, trudng chuan qudc gia.
- Phu trach Chu thap do, Y te hoc dudng, cac boat dong nhan dao, khuyen hoc.
- Phu trach can tin, edng tac ve sinh an toan thuc pham, phdng chdng dich benh.
- Tiep nhan, giai quyet cho hoc sinh chuyen trudng (trao ddi, xin y kien Hieu trudng).
- Phu trach khoi 12, theo doi, xu If cac vu viec nghiem trong trong hoc sinh khdi 12, lam 

chu tich Hoi dong ki luat theo quyet dinh cua Hieu trudng.
- Phu trach edng tac kiem tra ndi bo: Tham muu ke hoach KTNB nam hoc; true tidp chi 

dao, to chuc thuc hien edng tac KTNB trudng hoc va bao cao cho Sd GD&DT.
- Kiem tra, ki duyet hoc ba khdi 12; so goi ten va ghi diem, sd theo ddi va danh gia hoc 

sinh 12 dupe in ra tu vn.edu.
- Phu trach quan If cac To chuyen mon: Ngu Van, Lich su - Dia ly - GDKT&PL, Cong 

nghe - Sinh hoc - Tin hoc (Du hop to khi can; kiem tra viec day hoc, giao an, ra de kidm tra, luu 
tru de kiem tra, bai kiem tra va viec thuc hien quy che chuyen mon, hd so sd sach cua td, cua giao 
vien; kiem tra, chan chinh viec cap nhat diem tren vn.edu cua giao vien; chi dao, quan ly, phat 
trien viec nhan tin vn.edu cho phu huynh hoc sinh ddi vdi cac GV/TCM dupe phan edng phu 
trach).

- Thuc hien cac bao cao: So ket, tong ket va cac bao cao lien quan den Imh vuc dupe phan 
edng, cac bao cao khac dupe Hieu trudng giao trong He thong QLVB, Hieu trudng gui Zalo (Khi 
Sd, Xa cd yeu cau khan, gui trong Nhom Zalo do Sd, Xa lap).

- Di du mot sd budi hop, le, hoi nghi, tap huan do Hieu trudng phan edng va bao cao kip 
thdi cho Hieu trudng mot sd diem mdi, quan trong tiep thu tu cac budi hop, hdi nghi, tap hudn do 
cac cap td chuc.

- Sinh boat tap the/Chao cd (HDTN 1) theo Lich tuan.
- Pho Hieu trudng cd the phan edng, dieu dong mot sd giao vien hd trp edng viec d Imh 

vuc phu trach (phu hpp vdi chuc nang, nhiem vu cua giao vien).
- Thuc hien mot sd edng viec khac do Hieu trudng phan edng.

3. Pho Hieu trudng - Nguyen Van Thach:
- Phu trach kiem tra, danh gia hoc sinh (KTTX, KTGK, KTCK, kiem tra de chung, kiem 

tra lai, thi thu); cac cudc thi phong trao do cac cap, cac nganh td chuc (ATGT, PCTN, HKPD, 
HTQPAN, TDTT, THI GVG, GVCNG, E-Learning, khac).

- Phu trach, chi dao cac boat dong, thi dua cua Doan thanh nien.
- Phu trach edng tac quan ly nha xe, quan ly xe hoc sinh; edng tac bao ve, phong chay 

chua chay, an toan giao thong, an ninh trat tu trudng hoc, binh dang gidi, bao luc hoc dudng.
- Phu trach thiet bi day hoc, phong bd mdn, thu vien, kiem ke tai san.
- Chi dao edng tac phd cap giao due (kiem tra hd so cua can bd PCGD, chi dao, ddn ddc 

viec thuc hien nhiem vu PCGD cua giao vien lam edng tac nay).
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- Phu trach cong nghe thong tin: Phan mem Co so du lieu nganh, Vn.edu, Website, viec 
thuc hien chu ky so, ho so dien tu. Ho tro, tham muu Hieu truong trong cong tac chuyen dbi so 
(Van thu va To Tin hoc ho tro).

- Tiep nhan, giai quyet cho hoc sinh chuyen truong (trao doi, xin y kiSn Hieu truong).
- Phu trach quan li cac To chuyen mon: Ngoai ngu, Toan hoc. Vat ly, Hoa hoc - GDTC - 

GDQPAN (Du hop to khi can; kiem tra viec day hoc, giao an, ra de kiem tra, luu tru de kiGn tra, 
bai kiem tra va viec thuc hien quy che chuyen mon, ho so so sach cua to, cua giao vien; kiem tra, 
chan chinh viec cap nhat diem tren vn.edu cua giao vien; chi dao, quan ly, phat trien viec nhdn tin 
vn.edu cho phu huynh hoc sinh doi vbi cac GV/TCM dupe phan cong phu trach).

- Kiem tra, ki duyet hoc ba khoi 10, 11; so goi ten va ghi diem, so theo doi va danh gia 
hoc sinh 10, 11 dupe in ra tir vn.edu.

- Theo doi, xu li cac vu viec nghiem trong trong hoc sinh khoi 10, 11; lam chu tich Hoi 
dong ki luat theo quyet dinh cua Hieu truong.

- Ho tro Hieu truong chuan bi minh chung, lam cac bao cao lien quan d£n cong tac kiSm 
dinh chat lupng giao due, truong chuan quoc gia.

- Phu trach cong tac phap che (tham muu ke hoach, bao cao: PCTN, TC, LP), cong tac 
giao due quoc phbng an ninh, chinh tri tu tuong, cong tac dan van, cong tac tuyen giao, khoa giao 
(Van phbng ho tro). Giup Hieu truong to chuc thuc hien Quy che dan chu (ke hoach, bao cao).

- Phu trach cac bao cao: Co sb dir lieu nganh (thong ke sb lieu dau nam, thong ke dinh ky 
- Van thu tham muu) va cac bao cao lien quan den ITnh vuc dupe phan ebng, cac bao cao khac 
dupe Hieu truong giao trong He thong QLVB, Hieu truong gui Zalo (Khi Sb, Xa co yeu cau 
khan, gui trong Nhbm Zalo do Sb, Xa lap).

- Di du mot sb bubi hop, le, hbi nghi, tap huan do Hieu trubng phan ebng va bao cao kip 
thbi cho Flieu trubng mot sb diem mbi, quan trong tiep thu tu cac bubi hop, hbi nghi, tap huan do 
cac cap to chuc.

- Sinh boat tap the/Chao co (TNHN 1) theo Lich tuan.
- Pho Hieu trubng co the phan ebng, dieu dong mot sb giao vien hb tro ebng viec b linh 

vuc phu trach (phu hop vbi chuc nang, nhiem vu cua giao vien).
- Thuc hien mot sb ebng viec khac do Hieu trubng phan ebng.

4. Trach nhiem chung cua Hieu truong, Pho Hieu truong:
Viec phan ebng nhiem vu Hieu trubng, Pho Hieu trubng chi mang tinh tuong dbi, trong 

qua trinh thuc hien can phai co su linh dong, su phbi hop va chia se thong tin nham muc dich 
cubi cung la hoan thanh tot nhiem vu dupe giao va dat hieu qua quan li cao nhat.

Hang ngay, cac Pho hieu trubng se nhan cac van ban chi dao tu Hieu trubng (qua He 
thbng QLVB hoac Zalo) va chu dong thuc hien theo chuc nang, nhiem vu dupe phan ebng, sau 
do bao cao ket qua thuc hien cho Hieu trubng trong phien hop giao ban hang tuan (hoac trao dbi 
true tiep, hoac trao dbi qua Zalo).

Ngoai nhung nhiem vu dupe phan ebng, Hieu trubng va Pho Hieu trubng con phai chiu 
trach nhiem xu li nhung vu viec dpt xuat co lien quan den nha trubng trong cac bubi true chinh 
theo lich tuan phan ebng. Pho Hieu trubng se thay mat Hieu trubng giai quyet ebng viec hang 
ngay trong cac bubi true chinh, nhung vu viec phuc tap, nhay cam can bao cao, gpi dien thoai hbi 
y kien Hieu trubng de xu li.

Hieu trubng chin trach nhiem trubc co quan quan li cap tren, trubc nhan dan, trubc phap 
luat ve moi mat boat dong cua nha trubng. Pho Hieu trubng chin trach nhiem trubc Hieu trubng 
nha trubng, trubc co quan quan li cap tren va phap luat ve cac linh vuc, cac ebng viec dupe phan 
ebng phu trach./.
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