PHONG GIAO DUC VA DPAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO THUAN AN Pic lap — Tw do — Hanh phuc
TRUONG TIEU HQC BINH HOA 2

QUY CHE
Vin hoéa cdng sé va quy tic eng xir cia vién chirc
Nam hgc 2021-2022
(Kém theo Quyét dinh s6  IQP-THBH2 ngay  thang 10 ndm 2021
ciia Hiéu trudng trwong Tiéu hoc Binh Hoa 2)

CHUONG |
NHUNG QUY PINH CHUNG
Picu 1. Pham vi va do6i twong 4p dung

Quy ché nay quy dinh vé trang phuc, giao tiép va tng xtr clia can bo quan 1y,
gido vién, nhan vién khi thi hanh nhiém vu ndm hoc 2021-2022 tai trudmg Tiéu hoc
Binh Hoa 2.

Picu 2. Nguyén tic thwe hién vin hda cong sé va quy tic wng xir tai
trueong bao gdm

1. Pbi v6i ban than;

2. Ddi véi co quan, truong hoc khac;

3. Ung xir v6i t6 chiic va nguoi nudc ngoai;

4. Pbi v6i cap trén, cap dudi, ddong nghiép;

5. Trong hoi hop, sinh hoat; trong goi, nghe dién thoai;

6. Ddi v6i nguoi than trong gia dinh;

7. D6i v6i nhan dan noi cu tri;

8. Ung xur & noi cong cong, dong ngudi.

Piéu 3. Cac hanh vi bi cAm

1. Hat thudc 14 trong phong 1am viée, trong phong hop, hoi trudng, trong gidy
1é€n 16p va noi dong nguoi;

2. Udng ruou, bia, do udng c6 chat kich thich trong gio lam viéc.

3. Cac hanh vi gdy phién ha, sach nhifu; nhin céac loi ich bat hop phép tur
ngudi dén giao dich, cong tac;

4. Pbanh bac dudi moi hinh thirc va tham gia céac t€ nan xa hdi, cac hoat dong
giai tri khong lanh manh.



5. Nghe dién thoai trong lac gidng day, trong hdi hop.
CHUONG I
NHUNG QUY PINH CU THE

Piéu 4. Ung xir véi ban than

1. Chip hanh nghiém tic gio gidc lam viéc theo quy dinh tai quy ché lam
viéc cua don vi. C6 mat ding giod, khong str dung thoi gian [am viée vao viéc riéng,
khong choi game trong gio 1am vi¢c, lam viéc ding gio; ddm bdo du ngay cong
lam viéc, co chat lugng, hi¢u qua. Cac dé)ng chi to trudng, cac bo phan trong nha
truong, c¢d ké hoach 1am viéc cu thé theo dinh ky nam, quy, thang va hang ngay,
déng thoi ¢ trach nhiém dén doc, kiém tra, theo ddi viéc chép hanh ky luat lao
dong cua cac by, cong chirc, vién chlic va nhan vién ctia bd phan minh phu trach;
chiu trach nhiém truéc thu trudng don vi khi dé xay ra nhitng vi pham ky luat lao
dong trong don vi;

2. Nhéan vién Hanh chinh - van phong hang ngay lam viéc theo gio hanh
chinh, tryc cho gido vién muon tra tai san thiét bi day hoc trong ngay.

3. Trong thoi gian lam viéc phai c¢6 y thuc tao khong khi 1am viéc nghiém
tac, doan két, than thién, chia sé. Moi hoat dong cad nhan trong gid lam viéc can
dam bao khong anh hudng dén coéng viée cta cac thanh vién khac.

4. Céan bd, cong chuc, vién chirc va nhan vién c6 tradch nhi¢ém tham gia va
chap hanh nghiém tac ché d6 sinh hoat dinh ky theo quy dinh, tao moi diéu kién dé
cac thanh vién chia sé kinh nghiém, hoc héi nhau dé cung tién bo.

5. Trong qua trinh xur 1y cong viéc, cadn bd, cong churc, vién chirc va nhan
vién trong co quan phai nghiém tic thuc hién quy ché phdi hop dam bao hoan
thanh nhi€ém vu dat hi€u qua cao.

6. Sap x€p, bai tri ban, phong lam viéc mot cach khoa hoc, gon gang, ngan
nap, sach s¢;

7. Tac phong, trang phuc:

- Khi dén truong thuc hién nhi€ém vu, can bg, cong chirc, vién chic phai an
mac gon gang, lich sy ding quy dinh trang phuc cua truong hoc (4o so mi bd vao
quan, comple hodc vay cong s dbi voi nir); di giay hodc dép cé quai hau, khong di
dép 18; c6 thé mic 4o khong cb cd, hodc co cd nhung phai kin dao, khong mic 4o
mong, vay kiéu cach mét thoi cudc khong hop véi méi trudng gido duc. Khong
mic quan jean 40 bun trong nha truong.

- Cac ngay co tiét day gido vién nir 40 dai; nam quén sam mau, 40 so mi bo
vao quan, deo 16g0 va thé cong chirc dung theo quy dinh.
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- C4c ngay L2 tat ca can bo gido vién, nhan vién nha trudng mic dong phuc
nit 40 dai, nam quin sam mau, 40 so mi c6 cravat (theo quy dinh cta nha trudng),
deo 1690 va thé cong chirc dung theo quy dinh.

8. Khi ngdi 1am viéc, hoi hop, hoi nghi ludn giit minh & tu thé ngay ngan,
nghiém tac; khong ngdi nghiéng ngira, dang chan, vat chan chit ngil, rung dui, néi
chuyén;

9. bi, dimg voi tu thé chitng chac, khong gy tiéng dong 1on; Gido vién khi
trong tiét can lam viéc tai phong hdi dong, phong to bd mdn khong di lai tai cac
phong 1am viéc cta nhan vién van phong (trir truong hop can giao dich).

10. An no6i khiém nhudng, tir ton, khong ndi to, giy on do;

11. Hét gi0 lam viée, trude khi ra vé phai kiém tra, tit dién, khoa chdt cac
cua bdo dam an toan.

12. Trat ty va gilr v¢ sinh chung.

Picu 5. Ung xir v6i cac co quan, trwong hoc va cac ca nhan dén giao
dich

1. Van minh, lich su khi giao tiép. Ludn thé hién thai do, cir chi, 101 noi
khiém ton, vui vé, binh tinh trong moi tinh huéng. Khong to tiéng, hach dich,
khong noi tuc hodc cé thai d6 cuc can... giy cang thing, birc xtc cho ngudi dén
giao dich; khong cung cdp cac thong tin ctia nha truong, cia vién chic thude
truong cho ngudi khac biét (trir truong hop do Hiéu trudng chi thi).

2. Céng tam, tan tuy khi thi hanh cong vy. Khong moc ngoic, nhiing nhiéu,
thong dong, tiép tay 1am trai cac quy dinh dé vu loi;

3. Giai quyét cong viée co lién quan mot cach nhanh chéng va chinh xéc;

4. Thau hiéu, chia sé va thdo g& nhitng kho khin, vuéng mac, huéng din tan
tinh, chu dao cho nguoi dén giao dich;

5. Ton trong, ling nghe va tiép thu y kién déng gop ciia ngudi dén giao dich
va hoc sinh. Trong khi thi hanh c6ng vu, néu phai dé cac ca nhan dén lam viéc phai
cho doi thi phai giai thich rd 1y do.

Piéu 6. Ung xir v6i to chike, a4 nhin nwéc ngoai

1. Thuc hién dang quy dinh ctia Nha nudc, cia Nganh vé quan hé, tiép xuc
v6i to chire, ca nhan nude ngoai; khong duoc giao tiép khi chua c¢6 v kién cap trén.

2. Giit gin va phét huy truyén thong lich str, ban sic van hoa dan toc; bao vé
bi mat Nha nude, bi mat cong tac, loi ich qudc gia.

Piéu 7. Ung xit v6i cap trén, cip duéi, dong nghiép



1. Ung xir voi cap trén

a) Cac chi dao, ménh 1énh, hudng dan, nhiém vu dugc phan cong phai chp
hanh nghiém thc, dung thoi gian. Thuong xuyén bao cdo, phan anh tinh hinh thyuc
hién nhiém vu. Thyc hién ding chuc trach, nhi€ém vy, quyén han theo quy dinh;

b) Trung thuc, thing thin trong bio cdo, dé xuat, tham gia dong gop ¥ kién
Vo1 cép trén, bdo v¢ uy tin, danh dy cho cép trén. Khong duoc loi dung viéc gop v,
phé binh hodc don thu ndc danh, mao danh lam ton hai uy tin cua cép trén;

¢) Khi gip cap trén phai chao hoi nghiém tuc, lich su.
2. Ung xtr v6i cap dudi
a) Huéng dan cép dudi trién khai thuc hién tét nhiém vu duoc giao. Pon

ddc, kiém tra, giam sat, danh gia viéc chép hanh ky cuong, ky luat hanh chinh, viéc
thuc hién nhiém vu chuyén mon;

b) Guong miu cho cap dudi hoc tip, noi theo vé moi mit. Nam viing tu
tudng, tAm tu, nguyén vong, hoan canh ciia cip dudi; chan thanh dong vién, thong
cam, chia sé kho khin, vudng mic trong cong viée va cudc séng ctia cap dudi;

¢) Khong ctra quyén, hach dich, quan liéu, tra dap, xa rdi cap dudi.

3. Ung xtr v&i ddng nghiép

a) Coi déng nghiép nhu nguoi than trong gia dinh minh. Thiu hiéu chia sé
kho khin trong cong tac va cudc song;

b) Khiém tbn, ton trong, chan thanh, bao vé uy tin, danh du cua dong
nghiép. Khong ghen ghét, db ky, 16i kéo bé canh, phe nhom giy mat doan két noi
bo;

¢) Ludn c6 thai 6 cau thi, thang thin, chan thanh tham gia gop ¥ trong cong
Viéc, cudc séng; Khong suéng s, noi tuc trong sinh hoat, giao tiép;

d) Hop tac, giup d& nhau hoan thanh tot nhiém vu duoc giao.

4. Ung xir v&i hoc sinh

a) Ton trong nhan cach cta hoc sinh, khong xic pham danh du, nhan pham,
xam pham than thé hoc sinh;

b) Khéng ép budc hoc sinh hoc thém dé thu tién;
¢) Khong tru dap hoc sinh.

Piéu 8. Ung xtr trong hi hop, sinh hoat tap thé; trong giao tiép qua
dién thoai

1. Ung xir trong hoi hop, sinh hoat tap thé
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a) Phai ndm duge nodi dung, chu dé cudc hop, hdi thdo, hoi nghi; chu dong
chuan bj tai liéu va ¥ kién phat biéu. C6 mit trude gio quy dinh it nhat 05 phat dé
6n dinh chd ngdi va tuan thi quy dinh cua Ban to chic diéu hanh cudc hop, hoi
nghi, hoi thao.

b) Trong khi hop:

- Tat dién thoai di dong hodc dé ¢ ché do rung, khong lam anh hudong dén
nguoi khac;

- Gitr trat tu, tap trung theo doi, nghe, ghi chép cac ndi dung can thiét; khong
n6i chuyén va 1am viéc riéng; khong bo vé trude khi két thuc cude hop; khong ra
vao, di lai tuy tién trong phong hop. Phat biéu y kién theo diéu hanh ctia Chu toa
hodc Ban to chuc; khong lam viéc riéng hodc no6i chuyén ri€ng trong cudc hop,
khong trao ddi, thao ludn riéng, ngdi theo t6 dugc BGH phén cong. ..

C) Két thuc cudc hop: Pé khach moi, 1anh dao cép trén ra trudc, khong xo
day, chen lan, don dep lai chd ngdi (ghé, ngin ban, ban)...

2. Ung xt trong giao tiép qua dién thoai, Internet cua nha truong

a) St dung tiét kiém, chi sir dung dién thoai vao dung muc dich cong viéc
chung cta co quan, don vi. Khong str dung vao viéc riéng.

b) Khi goi Phai chuan bi trude ndi dung cén trao doi: ngén gon, 10 rang, cu
thé

- Khi dau day bén kia c6 ngudi nhac may thi c6 101 chao héi, xung tén, chirc
danh, b phan lam viéc cia minh va dé nghi dugc gap ngudi can gap;

- Trao d6i noi dung dﬁy du, ro rang, cu thé; Am lugng vira da nghe, ndi nang
tir ton, 1d rang, xung hd phai phu hop véi ddi twong nghe, khong néi qua to, thiéu
té nhi gay kho chiu cho ngudi nghe va nhitng nguoi xung quanh;

¢) Khi nghe: Sau khi n6éi “A 16, t6i xin nghe”, can c6 101 chao hoi, xung tén,
chtrc danh, b phan l1am viéc cua minh.

- Néu ngudi goi can gap dich danh minh thi trao doi, tra 1oi 16 rang, cu thé
tung noi dung theo yéu cau cua nguoi goi. Am lugng, néi nang, xung ho nhu khi
goi di;

- Néu nguoi goi can gip ngudi khac hoic ndi dung khong thude trach nhiém
ctia minh thi chuyén dién thoai hodc hudng dan nguoi goi lién hé dén dung nguoi,
dia chi can gap;
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d) St dung Intenet: Thuc hién nghiém tac quy dinh vé sir dung Internet ctia
nha trudng (chi sir dung trong cong tac giao dich, tim kiém tu liéu day hoc, khong
st dung vi muc dich riéng, khong st dung céc dia chi den).

Piéu 9. Ung xir v6i ngwoi thian trong gia dinh

1. C6 trach nhiém gido duc, thuyét phuc, van dong ngudi than trong gia dinh
chip hanh nghiém chinh dudng 16i, chi trwong ciia Pang, chinh sach, phap luat
cua Nha nudc; khong vi pham Phép luat;

2. Thyc hién tot doi song van hoda méi noi cu tri. Xay dung gia dinh van
hod, hanh phuc, hoa thuén;

3. Khong dé ngudi than trong gia dinh loi dung vi tri cong tac cua minh dé
lam trai quy dinh.

4. Séng c6 trach nhiém véi gia dinh.

Pi¢u 10. Ung xir v6i nhan din noi cu tra

1. Guong mau thuc hién va van dong nhan dan thyc hién tdt chu truong,
duong 16i cua Pang, chinh sach, phap luat ciia Nha nudc, quy dinh ctia chinh
quyén dia phuong. Chiu su gidm sat cta to chic Pang, Chinh quyén, Poan thé va
nhan dan noi cu tru;

2. Kinh trong, 18 phép v6i ngudi gid, ngudi 10n tudi. Cu xir ding mic voi
moi ngudi. Tuong trg gitip d& nhau lic hoan nan, khé khin, sng ¢ tinh nghia véi
hang x6m, lang giéng;

3. Khong can thiép trai phap luat vao hoat dong ctia cic co quan, to chic, ca
nhan noi cu trd. Khong tham gia, xi giuc, kich dong, bao che cac hanh vi trai
phép luat.

Piéu 11. Ung xir noi cong cong, dong ngwoi

1. Thuc hién nép sdng vin hod, quy tic, quy dinh noi céng cong. Giup dd,
nhudng chd cho nguoi gia, tré em, phu nit, ngudi tan tat khi 1én, xuéng tau, xe, khi
qua duong;

2. Gitlr gin trat tu xa hdi va v€ sinh noi cong cdng. Kip thoi thong bao cho co
quan, t6 chtrc, don vi c6 tham quyén cac thong tin vé cac hanh vi vi pham phap
luat;

3. Khong ¢ hanh vi hoac lam nhirng viéc trai voi thuan phong my tuc. Ludn
gilt gin pham chét cia mot nguoi lam cong tac gido duc.

CHUONG III
TO CHUC THUC HIEN



Piéu 12. T6 chirc thuc hién

1. Hiéu trudng chiu trach nhiém phd bién, quéan triét dén toan thé cong chic,
vién chirc thudc quyén va té chirc thuc hién nghiém tic Quy ché nay;

2. Phdi hop v6i Cong doan va cac to chirc doan thé trong nha truong tuyén
truyén, phé) bién, theo doi, don ddc, kiém tra danh gia xép loai cong chtic, vién
chirc hang nam.

Picu 13. Khen thwéng va xir Iy vi pham

1. Trong qua trinh trién khai thuc hién Quy ché, cac can bo, cong chuec, vién
chtrc, nhan vién nha truong dat dugc thanh tich xuat sic, duogc dé nghi khen
thuong. Viée danh gia két qua cong tac khi xét thi dua, khen thudng cho cac tap
thé, c4 nhan co thanh tich trong thuc hién Quy ché s& duoc td chirc vao dip cudi
nam danh gia xép loai.

2. Can b, cong chirc, vién chirc, nhan vién nao vi pham Quy ché phai duogc
nhic nhd, phé binh kip thoi. Néu ¢b ¥ vi pham hodc tdi pham thi tuy theo muc do
ning, nhe dé kiém diém, chiu hinh thirc ky luat theo Luat Cong chirc, vién chuc.
Trong trudng hop do khong chip hanh Quy ché din dén gy thiét hai vé vat chat
va cac thiét hai khac thi phai boi thuong theo quy dinh cta Luat trach nhi¢m boi
thuong ctia Nha nudc.

Picu 14. Hiéu e thi hanh

1. Trong qua trinh trién khai thuc hién, néu c6 van dé chua phu hop hoic
phat sinh, thi Quy ché vin hoa cong s¢ ndy s& duoc stra d6i, bd sung trén co sd
thong nhat giita Cong doan va Chinh quyén nha truong.

2. Quy ché vin hoa cong sé thuc hién tai don vi gdm 14 diéu, c6 hiéu lyc thi
hanh ké tir ngay ky ban hanh va duoc phd bién tdi toan thé can bg, cong chirc, vién
chtrc va nhan vién nha truong.

Trén day 13 Quy ché vin hoa cong s& va quy tac Gng xir ctia can bo quan 1y,
gio vién, nhan vién nam hoc 2021-2022 cua truong Tiéu hoc Binh Hoa 2./.

HIEU TRUONG

Nguyén Thi Hoang Trang



