SO GIAO DUC VA PAO TAO CONG HOA XA HQOI CHU NGHIA VIET NAM

THANH PHO HO CHi MINH DPjc 1ap - Tw do - Hanh phuc
TRUONG THPT PHUGC HOA
S6: 314 /QB-THPTPH Tp. H6 Chi Minh, ngay 17 thang 08 ndm 2026
QUYET PINH

Vé viée phan cong nhiém vu trong l13nh dao, quan Iy nha truong
Nam hoc 2026 - 2027

HIEU TRUONG TRUONG THPT PHUOGC HOA

Can civ Diéu 1é truong trung hoc co s6, truong trung hoc phé théng va truong phé
théng c6 nhiéu cap hoc ban hanh kém theo Théng tw s6 15/2026/TT-BGDPT ngdy 24 thang
3 nam 2026 cua Bo truong Bo Gido duc va Dao tao,

Can cir Ké hoach sé 13-KH/TU ngay 17 thang 11 ndm 2025 cia Thanh ity Thanh phé
Ho Chi Minh vé viéc t6 chire kiém diém va danh gid, xép loai chdt lwong doi véi tip thé, cd
nhdn trong hé thong chinh tri tir Thanh phé dén co so;

Can civ Huéng dan sé 05-HD/BTCTU ngay 11 thang 6 nam 2026 ciia Ban Té chirc
Thanh ity vé danh gia, xép loai quy II ndm 2026 déi véi can bé lanh dao, quan 1y cdc cdp
trong hé théng chinh tri Thanh phé Ho Chi Minh;

Can cir Cong van sé 6795/SGDPT-TCCB ngay 10 thang 7 ndm 2026 ciia S¢ Gido duc
va Dao tao Thanh ph5 Ho Chi Minh vé viéc trién khai thuc hién danh gia, xé}) logi chat
lieong doi véi vién chire giir chire vu lanh dao, quan 1y,

Can cir Yeu cau nhiém vu cong tac va tinh hinh thuec té ciia nha triong.

QUYET PINH:

Piéu 1. Nguyén tic phan cong va quan hé cong tac

1. Hi¢u trudng la nguoi dung dau nha truong, chiu trach nhiém trude S Giao
duc va Pao tao Thanh phé H6 Chi Minh, cdp uy dia phuwong, Chi bo nha trudng va
truéc phap luat vé toan bo hoat dong cia nha trudng.

2. Phé Hiéu trudng gitip viéc cho Hi¢u trudng, chiu trach nhiém truc tiép trudc
Hiéu trudng va trude phap luat vé cac linh vuc cong tic duoc phan cong. Trong pham
vi quyén han va nhiém vu dugc giao, cac Pho Hiéu truong chu dong giai quyét cong
viéc va co trdch nhiém béao cio dinh ky hoac dot xuat két qua thuc hién cho Hi¢u
truéng.
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3. Trong qua trinh thuc hi¢n nhiém vy, cac Ph6 Hi¢u trudng chu dong phéi hop,
trao doi va hd tro 1an nhau, dam bao tinh lién théng va hiéu qua trong moi hoat dong
ciia don vi. Khi Hiéu truong vang mit, Hiéu trudng s& Gy quyén bang vin ban cho
mot Pho Hiéu trudng thay mat diéu hanh, giai quyét cong viéc chung ctia nha truong.
4. Viéc danh gia chit luong va cham diém két qua thuc hién nhiém vu (KPI)
hang quy, hang nim cta cac Pho Hiéu truong va vién chirc quan 1y thude quyén duoc
thuc hién cong khai, minh bach, dua trén san pham, tién do va chét luong thuc té theo
ding quy dinh cua S¢ Gido duc va Dao tao.

Piéu 2. Phan cong cong tac cu thé theo 9 nhém nhiém vu cia S6 GDPT

1. Ba Pham Thi Thanh Thuay - Hiéu trwéng (Phu trach chung, Chu tai
khoan)

a). Nhom 2. Phu trach Ban tu van thm 1y hoc duong, tu van strc khoe sinh san
vi thanh nién truc tiép 1ap ké hoach va bao céo cong tac phong chay chira chay (PCCC
& CNCH), An toan giao thong (ky cam két Luat giao thong), phong chong ma tay va
t¢ nan xa ho1 hoc duong.

b) Nhém 3. Cong tac Ké hoach - Tai chinh: L&nh dao, chi dao, diéu hanh va chiu
trach nhiém toan dién vé cong tac thu chi tai chinh; truc tiép phé duyét Quy ché chi
tiéu ndi bd va cac quyét toan tai chinh cia don vi.

¢) Nhém 4. Cong tac to chuc - ¢an bd: Chu tri xay dung Dé an vi tri viéc 1am, Dé
an tinh gian bién ché trinh cép trén phé duyét; quyét dinh dinh bién nhan sy, thanh lap
cac Hoi dong tu van, Hoi dong thi dua khen thudng va ky luat; ky duyét phan cong
chuyén mon; bo nhiém, quy hoach, diéu dong, xép luvong, boi dudng, nang luong ddi
v6i vién chuc, nguoi lao dong.

d) Nhém 5. Cong tac Kiém tra - Phap ché: Truc tiép chi dao xay dung Ké hoach
va to chire thuc hién cac cudc Kiém tra ndi bo truong hoc; 1anh dao cong tac Phap ché
chuy@n sau, ban hanh quy ché noi bo, ra soat hiéu luc vin ban hanh chinh.

d) Nhom 6. Cong tac quan 1y chat luong (Chi dao chung): Lanh dao, phé duyét
bdo cdo tu danh gia va hd so Kiém dinh chét luong giao duc; chi dao quan 1y con dau,
thiét bi luu khoéa bi mat va quan 1y vin bang, chting chi cua hoc sinh (giao cho bd
phan Van thu truc tiép thuc hién). Cong tac quan 1y chét luong (mang Day hoc): Truc
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tiép chi dao va diéu phdi cong tac thi tot nghiép THPT, hudng dan tuyén sinh Pai hoc,
Cao dang, ky duyét hoc ba va hd so hoc sinh khoi 12.

e) Nhom 7. Cong tac van phong: Lanh dao cong tac Cai cach hanh chinh; truc
tiép t6 chuc Tiép cong dan, giai quyét cac don thu khiéu nai, t6 cdo; 1anh dao cdng tac
Bdo vé bi mat nha nudc, bdo vé chinh tri ndi bd; chi dao phong trao thi dua, khen
thudng ctia nha truong.

f) Nhom 8. Cong tac chuyén doi s6 va ung dung cong nghé thong tin (Chi dao
chung): Giam séat chung hé thong CNTT, Website trudng, phan mém CSDL nganh, di
liéu nhan su cua S No61 vu.

g) Nhom 9. Cong tac xay dung xa hoi hoc tap: Trién khai phong trao 'Binh dan
hoc vu s6', ké hoach Xay dung xa hoi hoc tap, t6 chic Tuan 18 huéng tng hoc tap
sudt doi va Ngay sach Viét Nam.

2. Ong Nguyén Hoang Tuyén- Ph6 Hiéu truéng

a) Nhom 1. Cong tac day hoc tai don vi: Chiu trach nhiém chinh xay dung Kké
hoach day hoc, phan cong gidng day; quan 1y hoat dong day thém hoc thém, phu dao
hoc sinh yéu kém; 1ap va duyét thira gio gido vién hang niam; chi dao hoi thi Gido vién
gioi, Gido vién cha nhiém gioi cac cap; hudng dan Nghién ctru khoa hoc su pham ng
dung va Sang kién kinh nghiém cua gido vién; thyc hién DPé an truong tién tién, hoi
nhap quéc té: Cong tac day hoc tai don vi (Khdo thi & Hoc li¢u): Tb chirc cac ky
kiém tra dinh ky (giita ky, cudi ky, kiém tra lai); thuc hién xép thoi khoa biéu; thuc
hién thadm dinh va phé duyét tinh chuyén mén, ban quyén cua hoc liéu sd, bai giang
dién tr E-learning dung chung.

b) Nhom 2. Cong tac hoc sinh, sinh vién: Truc tiép phu trach né nép, dao duc
hoc sinh, danh gia xép loai hanh kiém, ky luat, thi dua khen thuong hoc sinh; t6 chiic
hoat dong trai nghiém - hudng nghiép va cong tac giao duc khdi nghiép cho hoc sinh;
chi dao phong trao nghién ctru Khoa hoc k¥ thuat (KHKT) ctua hoc sinh; ; Cong tac
hoc sinh, sinh vién (Thé chat & An toan): Chi dao cong tac thé duc thé thao, Gido duc
qudc phong an ninh, Hoi khée Phu Pong; xay dung ké hoach pho cép boi va phong
chéng dudi nudc cho hoc sinh; quan 1y né nép, ngay cong cua vién chirc; chi dao cong
tac tu van hoc dudng, hoat dong ngoai gid 1én 16p va cac phong trao Poan thé;

¢) Nhom 3. Cong tac Ké hoach - Tai chinh (Co s& vat chat): Truc tiép quan 1y,
kiém ké dinh ky co s& vat chat, thiét bi day hoc, Thu vién, phong thuc hanh b mdn;
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chi dao cong tac Y té truong hoc, lao dong vé sinh moi trudong, an toan thuc phém
nudc udng.

d) Nhom 5. Cong tac Kiém tra - Phap ché (Tham muu): Tham muu xay dung ké
hoach kiém tra noi bo; 1ap ké hoach va bio cdo cong tac Phong, chéng tham nhling va
thuc hanh tiét ki¢m.

d) Nhém 6. Cong tac quan 1y chat luong (mang Khao thi & Cong khai): Truc
tiép chi dao cong tac tuyén sinh 16p 10, ky duyét hoc ba khdi 10 va khdi 11; thu thap
s6 liéu va thuc hién cong khai dir li¢u trén céng thong tin dién tr theo quy dinh cua
Thong tu 09/2024/TT-BGDDT.

¢) Nhém 7. Cong tac vin phong (mang Chuyén dé): Phdi hop to chirc cude van
dong 'Hoc tap va lam theo tim guong dao dtirc H6 Chi Minh' trong hoc sinh, gido vién;
tham gia xay dung Truong hoc hanh phuc. Cong tdc van phong (mang Chuyén mon):
Chiu trach nhiém tong hop, bao cao thong ké chuyén nganh dot xuit theo yéu ciu cia
S& GDDT; tham gia gbp ¥ du thao van ban.

g) Nhom 8. Cong tac chuyén doi sd va tng dung cong nghé thong tin: Truc tiép
chi dao hoat déng chuyén doi sd, quan tri Website, trang Facebook trudng, CSDL
nganh, dir liéu nhan sy, phadn mém quan 1y hoc sinh (LMS).

h) Nhom 10 (Chuyén dé bo sung). Cong tac gido duc dan toc va bao dam an sinh:
Théng ké sb liéu hoc sinh dan toc thiéu sb; 1ap ké hoach hd tro hoc sinh khuyét tat,
hoc sinh hoa nhép va chinh sach xa hoi.

Diéu 3. Piéu khoan thi hanh

Cac thanh vién trong Ban Giam hiéu, T6 Vin phong, cic t6 chuyén mon, toan
thé gido vién, nhan vién va cac b phan co lién quan chiu trach nhiém thi hanh Quyét
dinh nay ké tir ngay ky. Quyét dinh nay thay thé cho cac van ban phan cong nhiém vu
trude day./.

Noi nhdn:

- Nhu Diéu 3 (dé thuc hién);

- Chi iy Chi bo, HDCM (dé b/c);

- C4c T6 chuyén mén, Poan TN;

- Bang tin, Website truong (cbng khai);
- Luu: VT, H1.5 (TCCB), H1.7 (GDPT).
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PHAN I
MUC SAN PHAM / CONG VIEC CHUAN XAC PINH KPI

I'4

Qupvét dinh sé 314/OP-THPTPH ngay 17/8/2026 ciia Hiéu trucng trwong THPT
Phuée Hod).

Cian ctr Cong vin sb 6795/SGDDT-TCCB ngay 10 thang 7 nam 2026 cia S&
Gido dyc va Pao tao Thanh phd H6 Chi Minh, dudi day 1a Bang danh muyc san
pham/cong viée chi tiét 1am co s chidm diém két qua thuc hién nhiém vu (KPI) hing
quy, hang nim ciia cac thanh vién Ban Giam hiéu. Piém chuan duoc x4c dinh ty dong
(Thuong xuyén = 10 diém, Dot xudt = 12 diém). Hé s6 d6 kho duoc quy dinh tir
100% dén 120% dua trén tinh chat chuyén mon, mic do phdi hop va pham vi tac
dong.

Bang 1. Danh muc KPI chuyén mon - Hi¢u truéng Pham Thj Thanh Thuay

ST | Nhémnhiém | Téncong viéc/ Nhiém vu Két qua diu ra (San Loai Piém | H¢sd | Piém
T vu cu thé phim) cong viée | chui tdi da
n
1 | Nhém2: Lap ké hoach, cam két va béo | KH, Ban cam két Thuong 10 | 110% | 11.0
HSSV ¢40 vé An toan giao thong ATGT Xuyén
2 | Nhom2: Lap ké hoach phong chéng KH, Béo c4o dinh ky Thuong 10 | 100% | 10.0
HSSV ma thy, té nan hoc duong Xuyén
3 | Nhom3: Phé duyét va ra soat Quy ché | Quy ché chi tiéundéibd | Thuong 10 | 120% | 120
KHTC chi tiéu ndi bo hang nam Xuyén
4 | Nhom 3: Ky duyét ching tir chi, duyét | Béo cdo tai chinh ky Thuong 10 110% 11.0
KHTC béo céo quyét toan tai chinh | duyét Xuyén
5 | Nhom 4: TCCB | Xay dung dé an vi tri viéc Dé 4n hoan chinh Thuong 10 | 120% | 120
lam trinh cép trén Xuyén
6 | Nhém 4: TCCB | Xay dung dé an tinh gian bién | Dé an hoan chinh Thuong 10 | 120% | 120
ché trinh c4p trén Xuyén
7 | Nhom 4: TCCB | Xay dung quy ché to chiic Quy ché ban hanh Thudng 10 | 110% | 11.0
hoat dong, quy dinh ndi bd Xuyén
8 | Nhém 4: TCCB | Phé duyét dinh bién, phan Quyét dinh / Bang PC Thudng 10 | 110% | 11.0
codng chuyén mén cho gido Xuyén
vién
9 | Nhém 4: TCCB | Thuc hién quy trinh bd HO so dé xut Thuong 10 | 110% | 11.0
nhiém, luan chuyén cén bo Xuyén
quan ly
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10 | Nh6m5:KT- | Xay dung Ké hoach va to Quyét dinh, KH, Bién Thuong 10 | 110% | 11.0
PC chirc Kiém tra ndi bo truong ban Xuyén
hoc
11 | Nhém5:KT- | Xay dung Quy ché banhanh | Quy ché ban hanh Thuong 10 | 110% | 11.0
PC van ban ndi bd cua truong Xuyén
12 | Nhdm5: KT- Ké hoach va bao céo cong tac | Ké hoach, Bao céo Thuong 10 100% 10.0
PC PCTN, tiét kiém PCTN xuyén
13 | Nhém 6: QLCL | K¢é hoach thi tot nghiép K& hoach thi, hoc ba Thuong 10 | 120% | 120
THPT, duyét hoc ba khéi 12 duyét Xuyén
14 | Nhém 6: QLCL | Béo cao '3 Cong khai' I1én Bao céo '3 Cong khai' Thuong 10 110% 11.0
Cong TTDT theo TT 09/2024 Xuyén
15 | Nhém7:Van | Tong hop s6 liéu bao cao Béo c4o thong ké dot Dot xuat 12 | 110% | 13.2
phong thong ké chuyén nganh dot Xuét
xuét
16 | Nhém7:Van | Lap hd so, cam két Bao vé bi | S6, cam két bao mat Thuong 10 | 110% | 11.0
phong mat nha nude Xuyén
17 | Nhom7: Vin Xay dung Ké hoach Cai cach | K& hoach ban hanh Thuong 10 100% 10.0
phong hanh chinh ctia nha truong Xuyén
18 |Nh6m7:Van | T4 chic tiép cong dan theo | SO tiép dan, VB giai Thudng 10 | 120% | 120
phong lich; giai quyét donkhiéutd | quyét Xuyén
19 |Nhém7:Van | Chi dao cong tac thi dua, Quyétdinh, Totrinhthi | Thudng 10 | 100% | 10.0
phong khen thuéng cta don vi dua Xuyén
20 |Nhém7:Van | Gopy cac du thio van ban Vin ban gop ¥ Dot xuét 12 | 100% | 120
phong phéap quy t S6 GDDT
21 | Nnébm 8: CBS | Chi dao chung cong tdc Quan | Dit liéu dugc cap nhat Thuong 10 110% 11.0
tri Website truong, CSDL day du Xuyén
nganh, phin mém quan Iy
22 | Nhém9: XH | Trién khai phong trao '‘Binh | Ké hoach, Béo c4o Thuong 10 | 110% | 11.0
hoc tap dan hoc vu sd', hoc sudt doi Xuyén
Bang 2. Danh muc KPI chuyén mén - Ph6 Hi¢u truéng Nguyén Hoang Tuyén
ST | Nhémnhiém | Téncong viéc/Nhi¢m vu Két qua du ra (San Loai Piém | Hés6 | Piém
T vu cu thé phim) cong viée | chui tdi da

n
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1 | Nhém1:Day | T chirc kiém tra dinh ky Ké& hoach, Lich thi, Bé Thuong 10 | 110% | 11.0
hoc (gitra/cudi hoc ky) thi Xuyén
2 | Nném1:Day | Thuc xép thoi khdabiéuva | Bang thoi khoa bicu Thuong 10 | 100% | 10.0
hoc diéu chinh dinh ky xuyén
Nhém1:Day | Tham dinh ban quyén, Vin ban tham dinh / Thuong 10 | 110% | 11.0
g3 | hoe chuy&n mon hoc liéu sd, Quyét dinh Xuyén
LMS
4 | Nhém1:Day | Xay dungké hoachdayhoc, | Kéhoach day hoc Thuong 10 | 110% | 11.0
hoc quan 1y day thém hoc thém Xuyén
5 | Nhém1:Day | T6 chic sinh hoat chuyén Bién ban, S6 kiém tra Thuong 10 | 100% | 10.0
hoc mon, kiém tra gido 4n GV Xuyén
6 | Nhom1: Day Téng hop ho so thira gio gido | Bang téng hop thira gio Thuong 10 110% 11.0
hoc vién, duyét thanh toan Xuyén
7 | Nhém 1: Day Chi dao hoi thi Giao vién Ké& hoach, QP khen Thuong 10 100% 10.0
hoc gidi, GVCN gioi cac cip thudng Xuyén
8 | Nhém1:Day | Trién khaitiéu chi'Mé hinh | K& hoach hoat dong Thuong 10 | 120% | 120
hoc truong tién tién, hoi nhap' Xuyén
9 Nhém 1: Day Xay dung ké hoach day hoc, K& hoach day hoc Thuong 10 110% 11.0
hoc quan 1y day thém hoc thém Xuyén
10 | Nhém2: Ké hoach té chirc TDTT, KH hoi thao, bao cao Thuong 10 | 110% | 11.0
HSSV QPAN, ph cap boi dudi boi Xuyén
nuoc
11 | Nhém2: Quan ly hanh kiém, né nép S6 hanh kiém, QP ky Thuong 10 | 110% | 11.0
HSSV va xét ky luat hoc sinh luat Xuyén
12 | Nhém2: Tb chirc hoat dong Trai Ké hoach, B4o cao Thuong 10 | 100% | 10.0
HSSV nghiém - Hudng nghiép hoc Xuyén
sinh
13 | Nhém 2: Lap ké hoach va bao cao K& hoach, Béo céo Thuong 10 | 110% | 11.0
HSSV cong tac giao duc khoi Xuyén
nghiép
14 | Nhém 2: Chi dao phong trao thi Khoa | QD ctr thi, danh sach dé | Thuong 10 110% 11.0
HSSV hoc k¥ thuat hoc sinh tai Xuyén
15 | Nhém 2: T chirc dién tap, lap ké KH dién tap, bién ban, Thuong 10 | 110% | 11.0




HSSV hoach PCCC & CNCH tai anh Xuyén
trudng
16 | Nhém 3: Quan ly thiét bi day hoc, Bién ban kiém ké tai Thudng 10 | 100% | 10.0
KHTC kiém ké dinh ky CSVC, thu | san Xuyén
vién
17 | Nhém 3: Trién khai chi dao cong tac Y | Kéhoach, Béocdoyté | Thuong 10 | 100% | 10.0
KHTC té truong hoc, vé sinh Xuyén
18 | Nhém 6: Chi dao tuyén sinh 16p 10, HO so tuyén sinh, hoc Thuong 10 | 110% | 11.0
QLCL hoc ba khéi 10, 11 ba ky Xuyén
19 | Nhdm 8: CBS | Quan tri Website truong, Dit li¢u duoc cap nhat Thuong 10 110% 11.0
CSDL nganh, phan mém quan | day di Xuyén
ly
20 | Nh6m10:Dan | Théng ké s lidu, hd trohoc | Bao céo, danh sach hd Thuong 10 | 100% | 10.0
toc sinh/giao vién dan toc tror Xuyén
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