PHONG GD & BT HUYEN DIEN BIEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN XA THANH AN Poc 1ap — Tu do — Hanh phuc
$0: 45/QB -MNTA Thanh An, ngay 1 thang 8 nam 2023
QUYET PINH

Vé viéc phan cong nhiém vu cho can b - gi4o vién — cong nhan vién trong
trueong Mam non xa Thanh An ndm hoc 2023 - 2024

HIEU TRUONG TRUONG MAM NON XA THANH AN

Can ct vao diéu 1& truong mam non, ban hanh kém theo Quyét dinh s6
14/2008/QD-BGD&DT ngay 07 thang 4 ndm 2008 cua B truéng BGD&DT;
Can ctr thong tu s6 48/2011/TT-BGDDT vé ché do viec lam dbi véi gido vién
mam non;
Cin ¢t vao ké hoach nhiém vy nim hoc 2023 - 2024 cua truong MAm non x&
Thanh An - Huyén Dién Biér}; ‘
Can ctr tinh hinh thyc t€ cta truong Mam non xa Thanh An, xét nang lyc cua
can bg, gido vién, nhan vién;
Xét dé nghi cua cac bd phan tham muu cho BGH nha truong,

QUYET PINH

Piéu 1: Phan cong nhi€ém vy, quyén han, thuc hi¢n cong viéc cu thé nim
hoc 2023 - 2024 cho can bd- gido vién — Cong nhan vién thudc trudng Mam non xa
Thanh An — Huyén Dién Bién ( ¢6 danh sach kém theo )

Pieu 2: Can bg, gidao vién, nhan vién can cir vao nhi€ém vu dugc phan cong,
xay dung ké hoach tirng tuan, thang, ky, ndm va céc giai phdp kém theo dé thuc
hién hoan thanh tot nhi€ém vu duoc giao.

Piéu 3: Quyét dinh nay co hiéu luc ké tir ngay ky. Cac can bo- giéo vién —
cong nhan vién trudng Mam non xi Thanh An chiu trach nhiém thi hanh Quyét
dinh nay ./.

Noi nhin: HIEU TRUONG
- Phong GD&DT huyén Dién Bién
- Nhu diéu 3

- LuuNT

Pao Thi Luyén



PHONG GD & BT HUYEN PIEN BIEN  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG MN XA THANH AN Poc lap — Tw do — Hanh phuc

Thanh An, ngay 1 thang 8 nam 2023

PHAN CONG NHIEM VU, QUYEN HAN
VA THUC HIEN CAC CONG VIEC CU THE CUA CAN BOQ - GIAO VIEN -
CONG NHAN VIEN TRONG TRUONG MAM NON
NAM HOQC 2023 — 2024
Keém theo Quyét dinh s6:45/ OPTMN ngay 01 thing 8 ndm 2023

|- Ban giam hi¢u
1. Ba : Pao Thi Luyén — Hiéu truong kiém Bi thu chi bo nha truong
Phu trach chung toan trudng vé cong tac: T6 chirc; thi dua khen thuong; tai
chinh; co s& vat chat; cic cudc van dong; Cong tac pho cap; Khao thi va QLCL;
Cong tac Pang trong nha truong; phu trach chuyén mén khéi nha tré.
2. B&:— Tran Thi Vui - Pho hiéu trudng - Chu tich Hoi dong trudng
- Phu trach chuyén mén khéi Mau Gido 16n - Mau gido ghép — Nha tré
- phu trach hoi thi cua gido vién,;
- Phu trach phin mém quan 1y nhan sy, EMIS. ..
- Cong tac phd cap gido duc mam non tré 5T
- Phu trach diém trudng Trung tam, Noong tng.
- Cong tac lao dong, bao cao.
- Ptng 16p Mau gido Lon diém truong Trung tm, Day thay t6 trudng khoi
MGL-Ghép: 2 budi/ tuin; mdi budi 4 h
3. Ba: Nguyén Thi Thu Huong — Phé hiéu truéng - CTCD
- Phu trach cong tac nuoi
- Phu trach chuyén mén khdi Mau Giao nhd - Mau gido Bé
- Phu trach hoi thi cua tré.
- Phu trach diém trudng Ping Thanh ( Thudc ban Phiéng ban); Hudi piing
- Tong hop chat lugng cham soc gido duc tré
- Phu trach CT Bbi dudng thuong xuyén
- Cac hoat dong phong trao — Thong ké Béo céo.
- Pung 16p Mau gido bé diém truong Ping Thanh.( Thudc ban Phiéng ban)
Day thay t6 truong khéi MGB: 2 budi/ tudn; mdi budi 4 h
I1- Cac to truong
1.Ba: Nguyén Hong Quyén — T trudng chuyén mén khéi mau gido 16n + ghép
- Phu trach chuyén mén khéi miu gido 16n + ghép
- Phu trach cac hoat dong cta diém trudng trung tam.
2. Ba: Mai Thi Hang: T truong chuyén mon khdi MGN - MGB
- Phu trach cong tac chuyén mon cua khdi mau giao nhd - Bé.



- Phu trach cac hoat dong cua diém trudng Pung thanh ( Phiéng ban )
3. Ba: Lo Kim Xuyén - t6 truéng chuyén mon khdi Nha tré
- Phuy trach chuyén mon cua khéi Nha tré

- Phuy trach cac hoat dong cua td nha tré.

4. Ba: Lé Thi Luong — Ké toan : T.trudng to van phong - Phy trach HP trong to
I11- Gido vién: Tong sb 28 GV

- Pam bao s6 lugng hoc sinh;
- Dbam bdo cong tac cham soc, gido duc tré theo chuong trinh da quy dinh,
- Tham gia cac hdi thi, cac hoat dong phong trao...
- Phan cong cy thé nhu sau:

ST Ho tén giao vién Cong viéc dugc giao To Ghi
T cha
1 | Bui Thi Hong Luyén GV Lép MGL- Pling Thanh T6 MGL-

( Phiéng ban) MGG
2 | Duong Thi Yén GV- chu nhiém 16p MGL- P.Thanh ©
( Phiéng ban)
3 | Nguyén Thi Quynh GV Chu nhiém 16p MGL.T.Tam ©
4 | Nguyén Hong Quyén Giao vién 16p MGL.T.Tam T.Tr-To
MGL-MGG
5 |Lé Thi Ha Cht nhiém 16p MGG- 4-5t T.Tam ©
6 | Nguyén Thi Tham GV- 16p MGG- 4-5t T.Tam “
7 | Pham Thi Thom GV - Chu nhi¢m 16p MGG-4-5t ©
Noong Ung ¢
8 | Piéu Thi Tuyét GV- 16p MGG-4-5t Noong Ung TP-MGL-
MGG
9 | Ca Thi Huong Chu nhiém 16p MGG:2- 3-4 t HP @
10 | Pham Phuong Thao Gido vién 16p MGN- Trung tam TPho6-To
MGN- Bé
11 | Ngoé My Huong Cht nhiém 16p MGN- Trung tdm ©
12 | Phi Thi Thanh L& Cht nhiém 16p MGB- Pung Thanh ©
( Phiéng ban)
13 | Mai Thi Hang Gi4o vién 16p MGB- Pung Thanh TTR-T6
( Phiéng ban) MGN- Bé
14 | Vi Thi Lan Cht nhiém 16p MGN- Pang Thanh @
( Phiéng ban)
15 | Nguyén Thi Mai Giao vién 1é6p MGN- Pling Thanh ©
( Phiéng ban)
16 | Quang Thi Tinh Cht nhiém 16p MGB- A-TT ¢




17 | Lé Thi Huong Giang Gido vién 16p MGB- A-TT ¢

18 | Quang Thi Thuy Chu nhi€ém 16p MGB- B-TT @

19 | Pham Thi Phugng GV 16p MGB-B-TT ©

20 | Lo Thi Huong Cht nhiém 16p MGB- Noong ting ¢

21 | Nguyén Thi Ngoc Giao vién 16p NT 25-36T -A-TT NT

22 | Lo Kim Xuyén Giao vién CN 16p NT 25-36T -A— | TTr-NT
1T

23 | Nguyén Thi Thanh Chu nhiém 16p NT 25-36T -B-TT NT

24 | Nguyén Thi Minh Xuan | GV 16p NT 25-36T -B -TT NT

25 | Lo Thi Hoa GV 16p NT 25-36T -Noong ting NT

26 | Db Thi Mén GV Chu nhiém 16p NT 25-36T - NT
Noong Ung

27 | bang Thi Phuong Giao vién 16p NT 25-36T -Pung NT
Thanh (' Phiéng ban)

28 | Tran Thi Chinh Chu nhi€m 16p NT 25-36T - Pung | To Pho-NT
Thanh (' Phiéng ban)

IV. Cac vi tri khac
1/ Ba : Nguyén Thi Ny - Y si

- Theo do1 can do kham strc khoe cho tré theo dinh ky, phdi két hop y té dia
phuong phong chong dich bénh, tiém chung va uong vic xin. Xay dung ké hoach y
té truong hoc. ké hoach phong chéng covid 19; ké hoach phong chéng ngd doc
thuc pham ké hoach phong chong SDD-TC, ké hoach phong chong TNTT..

- Kiém tra cong tac vé sinh an toan thuc pham, CT phong chéng TNTT

- Thyc hién cong viéc don cac phong lam viée;

- Thu quy kiém theo d&i cong vin dén, chuyen cong van di

- Tham gia cac hoat dong ctia truong va su diéu hanh cua Hiéu trudng.
2/Ba: Lé Thi Luong — Ké toan

- Thuc hién cong viéc tai chinh ké toan ( Thu chi ngan sach, Lam luong, cac
ché d6 ciia GV va hoc sinh, cong tac thu - chi an cia tré va cac ngudn xa hoi hoa
gido duc; Lap du toan va quyét toan theo nghiép vu chuyén mén )

- Tham gia cac hoat dong ctia trudng va su diéu hanh cta Hiéu trudng.
3/ Ba: Vii Thi Hing - Bao vé

-Thuc hién cong viéc bao v¢ tai sdn cua nha truong khu trung tdm, cong viéc
dién nude- tudi rau, cit tia cay canh.




- Tham gia cac hoat dong cua nha truong va sy diéu hanh cua Hiéu trudng.
Phan cong nay co hiéu luc ké tir ngay ky, bang phan cong nay can b, gido
vién, cong nhan vién trong nha truong dugc phan cong, cong viéc co trach nhiém
chu dong thyc hién nhiém vu cong tac dugc phan cong va thyc hién nhiém vu cong
tac khac khi dugc ban giam hiéu nha trudong giao néu c6 gi vudng mac ma khong
thuc hién dugc, phai bao céo ro ly do khong thuc hién dugce cho ban gidm hi¢u
truomg biét va xin ¥ khién giai quyét.

HIEU TRUONG

Pao Thi Luyén



PHONG GD & BT HUYEN DIEN BIEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN XA THANH AN Poc 1ap — Tu do — Hanh phuc
$0: 51 /QB -MNTA Thanh An, ngay 05 thang 09 nam 2023
QUYET PINH

Vé viéc B6 sung phin cong nhiém vu cho cin bd quan Iy trong trudng
Mam non xa Thanh An nam hgc 2023 - 2024

HIEU TRUONG TRUONG MAM NON XA THANH AN

Can ct vao diéu 1& truong mam non, ban hanh kém theo Quyét dinh s6
14/2008/QDb-BGD&DT ngay 07 thang 4 ndm 2008 cua B truéng BGD&DT;
Can ctr thong tu s6 48/2011/TT-BGDPT vé ché do viec lam dbi véi gido vién
mam non;
Cin ctr vao quyét dinh s6: /QD-UBND huyén Pién Bién ngay
Cian ¢t vao ké hoach nhiém vy nim hoc 2023 - 2024 cua truong MAm non x&
Thanh An - Huyén Dién Bién;
Can cu tinh hinh thyc té ctia truong Mam non xa Thanh An, do thay doi can
bd quan 1y nghi huu, xét nang luc cia can bd quan 1y dugce giao phu trach truong
Xét dé nghi cta cac bo phan tham muu cho BGH nha truong,

QUYET PINH

Piéu 1: Phan cong nhi€ém vy, quyén han, thuc hi¢n cong viéc cu thé nim
hoc 2023 - 2024 cho can bd quan 1y thudc truong Mam non xa Thanh An — Huyén
bién Bién ( ¢c6 danh sach kém theo )

Pieu 2: Can bg, gidao vién, nhan vién can cir vao nhi€ém vu dugc phan cong,
xay dung ké hoach tirng tuan, thang, ky, ndm va céc giai phdp kém theo dé thuc
hién hoan thanh t6t nhiém vu duoc giao.

Picu 3: Quyét dinh nay c6 hiéu luc ké tir ngay ky. Céac can bo- gido vién —
cong nhan vién truong Mam non xa@ Thanh An chiu trach nhi¢m thi hanh Quyét
dinh nay ./.

Noi nhin: P. HIEU TRUONG
PHU TRACH TRUONG

- Phong GD&DT huyén bién Bién

- Nhu dieu 3

- LuuNT

Tran Thi Vui



PHONG GD & PT HUYEN PIEN BIEN  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG MN XA THANH AN Poc ]ﬁp — Tw do — Hanh phﬁc

Thanh An, ngay 05 thang 9 nam 2023

PHAN CONG BO SUNG NHIEM VU, QUYEN HAN
VA THUC HIEN CAC CONG VIEC CU THE CUA CAN BQ QUAN LY
TRONG TRUONG MAM NON NAM HQC 2023 - 2024
Kém theo Quyét dinh sé: 51/ OPTMN ngay 05 thang 09 nam 2023

|- Ban giam hi¢u
1. Ba : Tran Thi Vui — P. Hi¢u truédng phu trach truong - Chu tich Hoi dong
truong

- Quan 1y diéu hanh chung cac hoat dong cia nha trudng; Xay dung va to
chirc thuc hién ké hoach nam hoc. Phu trach cong tac xdy dung Pang trong nha
truong.

- Quan 1y ngan sach ctia nha truong dugc cap tham quyén phé duyét.

- Phu trach cong tac xa hdi hoa gido duc, diéu hanh céc ngué)n thu chi théa
thuan thong nhat vé&i cha me tré.

- Truc tiép diéu hanh cac linh vyc:

+ Coéng tac boi dudng tu tuong chinh tri dao dic cho CBGVNV, cong tac
quan triét tuyén truyén cac Chi thi, Nghi quyét, van ban, Thong tw, Huéng din cua
bang, Nha nudc cia nganh dén CB,GV,NV.

+ Cong tac xay dung quy hoach t6 chirc can bd ngudn cua don vi;
+ Cong tac kiém tra ndi bo - Duyét cac ké hoach cua Phé HT

+ Coéng tac Thi dua khen thudng, ky luit ctia don vi; Panh gia xép loai
CB,GV,NV; Panh gia chuan HT,PHT,GVMN.

+ Cong tac xay dung CSVC, xay dung trudng Chuin Quéc Gia va kiém dinh
chat luong giao duc.

+ Cong tac tham muu cac cip ¢ tham quyén.

+ Phu trach phin mém CSDL quéc gia, EMIS...
- Phu trach diém trudong Trung tim, Noong (g

- Truc truong tir 01-10, 20-25 hang thang.

- Day hodc du gid tham 16p, boi dudng gido vién 2 gio/ tuan (Theo thong tu
48 da quy dinh). Tham gia sinh hoat tai t6 MG 16n, ghép

2. Ba: Nguyén Thi Thu Huong — Phé hi¢u truéng — CTCD



- Phu trach chinh cong tic chuyén mén, cac chuyén dé trong nha truong

- Phu trach cong tac Phd cap giao duc; Phian mém thi dua khen thuéng, Panh
gia xép loai CB,GV,NV; bBanh gia chuan HT,PHT,GVMN.

- Chi dao phong trao THTT-HSTC; Trudng hoc an toan phong chong TNTT.

- Phu trach céc hoi thi, giao luu cta hoc sinh

- Phu trach cong tac nudi an ban tra

- Phy trach trang Website cua nha truong, bién tap tin bai ding tai lén trang
Website vé cac hoat dong ctia don vi.

- Chi dao cong tac y té trudng hoc- Cac hoat dong phong trao -thdng ké Bao
cao.

- Phu trach CT Bbi dudng thuong xuyén

- Giup Hiéu trudong theo ddi tong hop bdo cdo thang. Tong hop chat luong
chdm so6c gido duc tré

- Thay mat Hiéu truong diéu hanh cong viéc khi dugc Hiéu truong uy quyén.
- Phu trach diém truong Ping Thanh, Hubi Ping

- Truc truong tir 10-20, 25-30 hang thang.

- Day hoic du gio tham 16p bdi dudng gido vién 4 gio/ tuan).

- Thyc hién cac nhi€ém vu khac do P. hi¢u truéng phu trach phan cong diéu
dong.

- bung 16p Mau giao be diémo truong Pung Thanh.( Thugc ban Phiéng ban)
Day thay t6 trudng khoi MGB: 2 budi/ tuan; moi budi 4 h

Phédn cong ndy co hiéu luc ké tir ngay ky, bang phan céng nay can bd quan
ly trong nha truong dugc phan cong, cong viéc co trach nhiém chia dong thuc hién
nhiém vu cong tac dugce phan céng va thuc hién nhiém vu cong tac khac khi duoc
P. hiéu truéng phu tracha trudng giao néu cd gi vudng mic ma khong thuc hién
duoc, phai bao cdo 1o 1y do khong thuc hién dugc cho ban gidam hi¢u truong biét va
xin y khién giai quyét.
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