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Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy tic nay quy dinh cdc chuan muc Ung xir ctia cdn b, gido vién, nhan vién,
nguoi lao dong tai Truong THPT An Nhon Tay thi hanh nhiém vy, cong vu, trong
quan hé xa hdi; trach nhiém cua can b, gido vién, nhan vién, nguoi lao dong (CB-
GV-NV-NLD) c6 tham quyén trong viéc thuc hién va xi 1y vi pham.

Picu 2. P6i tuong dp dung
- Cén bg, gido vién, nhan vién, nguoi lao dong Truong THPT An Nhon Tay.

- Nhitng cé nhén c6 lién quan dén thuc hién quy tac trng xtr cia can b, gido
vién, nhan vién, nguoi lao dong trong nha truong.

Diéu 3. Muc dich ban hanh Quy tac ung XU cua can bg, gido vién, nhan vién,
nguoi lao dong trong Truong THPT An Nhon Tay nham:

1. Xy dung nén hanh chinh chuyén nghiép; xy dung doi ngii can b, gido vién,
nhan vién, ngudi lao dong trong nganh gido duc va dao tao Thanh phd “Ky cuong, tinh
thuong, trach nhiém, tan tinh va than thién”. Gép phan giit gin va phat trién truyen
thdng van hoa bt dep cua nha truong, xdy dung ngudi Cu Chi- Thanh phé HO Chi
Minh hién hoa, chat phat nhung khéng kém phan thanh lich va vin minh.

2. Quy dinh céc chuan muc ung xu cua can bd, gido vién, nhan vién, ngudi
lao dong khi thi hanh nhiém vu, céng vu va trong quan hé xa hoi, bao gom nhiing
viéc phai 1am hodc khong duoc 1am nham dam bao su liém chinh va ting cudng
tinh than trach nhiém, thuc hién nghia vu cua moi cd nhan trong nha truong.

3. Thuc hién cdng khai cac hoat dong nhi€ém vu, cong vu va quan hé xa hoi
cua can b0, gido vién, nhan vién, nguoi lao dong; Nang cao y thtc, tinh than, trach
nhiém cua cén b0, gido vién, nhan vién, nguoi lao dong trong cong tic phong,
chéng tham nhiing noi riéng va thuc hién cic quy dinh cta Phdp luat néi chung.

4.La cin ctr dé co quan, don vi c6 thAm quyén xu 1y trach nhiém khi can bo, gido
vién, nhan vién, nguoi lao dong vi pham céc chuan muc dao duc khi thi hanh nhiém vu
va trong cdc mdi quan hé cong tic; 1a co sé dé gidm sdt viéc chap hanh phdp luat va cin
ctr dé danh gia, Xép loai cén bg, gido vién, nhan vién, nguoi lao dong hang nam.



Chwong 11

CHUAN MU'C UNG XU CUA CAN BQ, VIEN CHUC TRONG THI HANH
NHIEM VU, CONG VU

Muc 1. NHUNG VIEC CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI LAO
PONG PHAI LAM

Piéu 4. Cac quy dinh chung

1. Can b0, gido vién, nhan vién, nguodi lao dong khi thi hanh nhiém vy, cong
vu phai thuc hién dung, day du cac quy dinh vé nghia vu cua cdn bo, cong chuc tai
Diéu 8, Piéu 9, Piéu 10 cua Luat Can b0, cong chuc va quy dinh vé nghia vu cua
vién chire tai Piéu 16, Piéu 17, Diéu 18 cua Luat Vién chirc, Diéu 31 cua truong
trung hoc co s, trudng trung hoc phd thong va truong phd thdng cé nhiéu cap hoc.

2. Cdn bd, gido vién, nhan vién, ngudi lao dong phai chap hanh nghiém quy
dinh thoi gian lam viéc cua Nha nudc, cua co quan, don vi, sir dung thoi gian lam
viéc hiéu qua, khoa hoc. Tu gidc chap hanh hién phép, phap luat, noi quy, quy ché
clia co quan trong viéc thuc thi cong vy; guong mau vé dao dire va 16i song.

3. Céan b0, gido vién, nhan vién, nguoi lao dong c6 trach nhiém phat hién
viéc thuc hién sai hodc khong day du, khong dang quy dinh cta cac dong nghiép
trong cung co quan, cua cac ¢ nhan co quan, don vi khdc c6 lién quan trong thuc
hién nhiém vu, cong vy, phan dnh kip thoi dén co quan, don vi ¢6 tham quyén
quan ly cén bd, gido vién, nhan vién, nguoi lao dong do va hoan toan chiu trach
nhiém c4 nhan vé nhitng phan anh ctia minh.

4. Ngudi ding dau va cap phé cia ngudi dimg dau don vi ¢ thAm quyén
quan ly va st dung can bg, giao vién, nhan vién, nguoi lao dong, co trach nhiém
don doc, kiém tra viéc thyuc hién nhiém vy, cong vu cua can by, gido vién, nhan
vién, ngudi lao dong thude thadm quyén va xu 1y vi pham ddi véi can b, gido vién,
nhan vién, nguoi lao dong vi pham cac quy dinh ctia phép ludt theo phan cip quan
1y can bg, gido vién, nhan vién, nguoi lao dong.

biéu 5. Quy dinh vé viéc chap hanh cidc quyét dinh doi voi can bd, gido
vién, nhan vién, nguodi lao dong khi thyc thi nhiém vy, cong vu.

1. Can bg, gido vién, nhan vién, nguoi lao dong khi thyc thi nhiém vu phai
chap hanh nghiém sy phin cong ciia to chirc, nhiém vy cap trén giao.

2. Can bg, gido vién, nhan vién, nguoi lao dong khi thuc hién nhiém vu,
cong vu phai chap hanh quyét dinh ciia cdp quéan 1y truc tiép. Trong trudng hop cé
quyét dinh cta cip trén cén bo, gido vién, nhan vién, nguoi lao dong phai chép
hanh nhung c6 trach nhiém bao céo cp quan 1y truc tiép ctia minh vé viéc thuc
hién quyét dinh do.

Khi thuc hién quyét dinh cua cip c6 thim quyén cén bo, gido vién, nhan
vién, nguoi lao dong phat hién quyét dinh do6 trai phap lut hoac khong phu hop
vOi thuc t1en thi phai bdo cdo ngay véi cép trén. Trong truong hop van phai chéap
hanh quyét dinh cén bd, céng chic, gido vién, nhan vién, ngudi lao dong khong
phai chiu trach nhiém vé hau qua gay ra do viéc thuc hién quyét dinh do.



bPiéu 6. Quy dinh vé giai quyét cac yéu cau cua co quan, don vi, td chuc va
cong dan, phu huynh, hoc sinh khi cdn b0, gidao vién, nhan vién, nguoi lao dong
thuc thi nhiém vy, cong vu.

1. Can b9, giao vién, nhan vién, nguoi lao dong khi duoc giao nhiém vu,
cong vu dé giai quyét cic yéu cau cua co quan, don vi, t6 chirc va cong dan, phu
huynh, hoc sinh phai ¢6 trach nhiém hudng dan cong khai quy trinh thyc hién da
dugc cap c¢6 tham quyén phé duyét dam bao cic yéu cau cua co quan, don vi, to
chirc, cong dan, phu huynh, hoc sinh duoc giai quyét ding lut, dung thoi gian quy
dinh. Truong hop cong viée can kéo dai qud thoi gian quy dinh, cdn bd, gido vién,
nhan vién, nguoi lao dong c6 trach nhiém thong bao cong khai cho co quan, don
vi, t6 chirc va cong dan, phu huynh, hoc sinh ¢6 yéu cau biét o 1y do.

2. Can b9, giao vién, nhan vién, nguoi lao dong khi dugc giao nhiém vy, cong
vu dé giai quyét cic yéu cau cua co quan, don vi, t6 chirc va cong dan, phu huynh,
hoc sinh phai chiu trach nhiém vé hanh vi ctia minh theo dung quy dinh ctia phap luét.

Piéu 7. Quy dinh trong giao tiép hanh chinh

1. Cén bg, gido vién, nhan vién, nguodi lao dong khi lam viéc tai don vi va
trong thoi gian thyc thi nhiém vy, cong vu phai mdc trang phuc lich sy, nghiém
tic, dung quy dinh (néu truc tiép day 10p, coi thi, coi kiém tra, cic buéi 18, du gio
day ctia dong nghiép: nit phai mic 4o dai, nam 4o so mi bo vio quan mang giay
tay, hodc gidly ¢6 quai hau; trang phuc d6i voi nhan vién bao vé, y té); dau téc gon
gang phu hop voi moi truong gido duc; phai gitr uy tin, danh dy cho don vi, cho
lanh dao va dong nghiép; noi 1am viéc phai ngin nap, gon gang, sach sé.

2. Trong giao tiép tai cong so, véi cong dén, phu huynh, hoc sinh, can bo,
gido vién, nhan vién, nguoi lao dong phai co tu the cu chi nghiém tac, thai do
niém nd, khiém tdn, 1& phép, ton trong ngudi giao tiép, str dung ngdn ngir hoa nha,
lich sy, van hoéa, tac phong nhanh nhen.

3. Cén bg lanh dao trong quan 1y, diéu hanh hoat dong cua co quan phai nam
bat kip thoi tim 1y cta cdn bd, gido vién, nhan vién, nguoi lao dong thudc tham
quyén quan 1y dé c6 cach thirc diéu hanh phit hop véi timg ddi tugng nham phat
huy kha nang, kinh nghiém, tinh sdng tao, chu dong trong viéc thuc hi¢én nhiém vu
ctia cdn bd, gido vién, nhan vién, nguoi lao dong; phat huy dan chu, tao diéu kién
trong hoc tip va phat huy séng kién ctia cdn bo, gido vién, nhan vién, nguoi lao
dong; ton trong va tao niém tin cho cdn bd, giao vién, nhan vién, nguoi lao dong
khi giao va chi dao thyc hi¢n nhiém vy; bdo v¢ danh du cta cdn b, gido vién, nhan
vién, ngudi lao dong khi bi phan dnh, khiéu nai, to cio khong ding su that.

4. Can bo, gido vién, nhan vién, nguoi lao dong lam cong tdc chuyén mon
nghiép vu phai tén trong, phuc tung lanh dao, chdp hanh nhiém vu duoc giao dong
thoi phat huy tinh than tu cha, ddm chiu trach nhiém; ¢6 ¥ thtc trach nhiém déng
g6p ¥ kién trong hoat dong, diéu hanh cua co quan dam bao cho hoat dong nhiém
vu, cong vu dat hi¢u qua.

5. Trong quan hé dong nghiép cdn bo, gido vién, nhan vién, ngudi lao
dong phai chan thanh, nhiét tinh, doan két, gitp d& dong nghiép; phdi hop va gép ¥
trong qud trinh thuc hién nhiém vy, cong vu dé giai quyét cong viéc nhanh, hiéu qua.



Muc 2. NHUNG VIEC CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI LAO
PONG KHONG PUQC LAM

Piéu 8. Cac quy dinh chung

1. Céan bg, gido vién, nhan vién, nguoi lao dong phai thuc hién nhitng quy
dinh tai Diéu 18, 19 va Piéu 20 ctia Luat Can b, cong chirc; Piéu 19 ctia Luat
vién chtic, Diéu 35 cua Diéu 18 trudng trung hoc co sd, trudng trung hoc phd thong
va truong phd théng c6 nhiéu cip hoc; cac Piéu 37, Diéu 40 cua Luit phong,
chéng tham nhiing va Piéu 6 cia Quy dinh vé dao drc nha gido va cac quy dinh
cua phap luat khac vé nhitng viéc can bd, gido vién, nhan vién, nguoi lao dong
khong dugc lam.

2. Cén bg, gido vién, nhan vién, ngudi lao dong khi thyc thi nhiém vu, cong
vu khong dugc mao danh dé giai quyét cong viéc; khong dugc muon danh don vi.

Pieu 9. Cac quy dinh can b0, gido vién, nhan vién, nguoi lao dong khong
dugc lam trong quan h¢ thyc hién nhi€m vu.

1. Can b9, gido vién, nhan vién, nguoi lao dong khong duoc trén tranh, din déy
trach nhiém khi nhiém vu do minh thuc hién giy ra hau qua anh huéng dén hoat dong
cua don vi minh hodc cia co quan, don vi, t6 chire khéc hodc vi pham to61 quyén loi
chinh dang, danh dy va nhan pham cta cong dan, phu huynh, hoc sinh.

2. Can bo, gido vién, nhan vién, nguoi lao dong khong dugc kéo dai thoi gian hoac
tir choi su phdi hop cia nhiing ngudi trong co quan minh hodc ctia co quan, don vi, tO
chtrc c6 lién quan va ctua cong dan, phu huynh, hoc sinh khi thyc hi¢n nhi¢ém vy, cong viéc.

3. Can bg, giao vién, nhan vién, nguoi lao dong khong dugc phat tan, tung
tin, bia dat, xdc pham danh du, nhan phdm ngudi khac. Khong dugc che dau, 1am
sai 1éch ndi dung ciac phan anh cua cdc can bo, gido vién, nhan vién, nguoi lao
dong lam viéc trong don vi minh hodc ctua co quan, don vi, td chirc khéac hodc cua
cong dan, phu huynh, hoc sinh vé nhimng viéc lién quan dén chirc ning, nhiém vu
do minh duoc giao thyc hi¢n khong dung quy dinh cua phép luat.

4. Cén bg, gido vién, nhan vién, nguoi lao dong khong quang cdo, van dong,
moi goi dong nghiép va cong dan, phu huynh, hoc sinh mua, ban, trao doi hang
héa, dich vu c6 tinh chét kinh doanh trong gio 1am viéc. Khong 1am viéc riéng, gy
mat trat tu trong gio 1am viéc. Tuyét dbi khong hit thude 14 khi dang giang day,
sinh hoat voi hoc sinh, khong hut thudc 14 trong phong 1am viéc, phong hoi hop;
khong sir dung do udng ¢ con, nau nudng trong gid lam viéc.

5. Can b0, gido vién, nhan vién, nguoi lao dong khong deo tai nghe, bat
nhac, nghe nhac, choi dién tir va cac thiét bi gidi tri ¢4 nhan trong gid lam viéc.
Noi 1am viéc khong trung bay, luu trit, phat tan hinh anh, ndi dung vin hoa pham
d6i truy, tai liéu chdng lai Pang, Nha nudc. Khong sir dung tai san, thiét bi,
phuong tién cong (dién thoai, may vi tinh, d6 dung vin phong pham, hop thu....)
cua co quan, don vi dé phuc vu muc dich cé nhan.

6. Can bg, gido vién, nhan vién, nguoi lao dong st dung tiét kiém dién, nudc
va cac vat tu van phong; quan 1y chi tiéu dung viéc, dang quy dinh. Tich cuc tham
gia xay dung, gitr gin khong gian xanh, sach, dep; moi truong van hoda, than thién,



van minh; tuyét d6i khong tang trit, sir dung vat liéu gy nguy hai, chay nd, vii khi
trai quy dinh don vi.

Piéu 10. Cac quy dinh can b9, gido vién, nhan vién, nguoi lao dong khong
dugc 1am khi giai quyét cdc yéu cau cua don vi, to chtrc va cta cong déan, phu
huynh, hoc sinh.

1. Can b9, giao vién, nhan vién, nguoi lao dong khi duoc giao giai quyét cdc yéu
cau cua don vi, t6 chiic va cua cong dan khong duoc tu chéi céc yéu cau ding phap luat
ctia nguoi can duge giai quyét phit hop véi chirc tréch, nhiém vu duge giao.

2. Cén b9, gido vién, nhan vién, nguoi lao dong khong dugc lam mat, hu
hong hodc 1am sai léch ho so, tai liéu lién quan dén yéu cau cua co quan, don vi, to
chtic va ctia cong déan, phu huynh, hoc sinh khi dugc giao nhiém vu giai quyét.

3. Can b9, giao vién, nhan vién, nguoi lao dong khong dugc tu y phat ngon,
cung cap thong tin, tai liéu khong dung tham quyén, khong dugc lam 1 bi mat Nha
nudc, bi mat cong tc va bi mat ndi dung don thu khiéu nai, t6 cdo cua co quan,
don vi, t6 chitc va cong dan theo quy dinh ctia phap luat.

4. Can bg, gido vién, nhan vién, nguoi lao dong khong lam dung, khong c6
hanh vi quay r6i nguoi khac dudi moi hinh thuc (10i noi, hanh dong, cir chi, tin
nhén. . .). Khong tham gia, td chirc, 16i kéo nguoi khac danh bac, choi hui, 16 dé va
cac té nan xa hoi khac dudi moi hinh thirc.

Chuong 11

CHUAN MU'C UNG XU CUA CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI
LAO PONG TRONG QUAN HE XA HOQI

Muc 1. NHUNG VIEC CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI LAO
PONG PHAI LAM

Piéu 11. Cac quy dinh chung

1. Can b9, giao vién, nhan vién, nguoi lao dong khi tham gia cac hoat dong
xa hoi thé hién van minh, lich su trong giao tiép, trong mg xu, trong trang phyc dé
nguoi dan, phy huynh, hoc sinh tin yéu. Uu tién hd tro gidi quyet cong viéc voi
nguoi gia, yéu, nguoi khuyét tat, phu nit mang thai, nguoi dau 6m.

2. Can bQ, gido vién, nhan vién, nguodi lao dong phai c6 trach nhiém hudng
dan nguoi dan, phu huynh, hoc sinh khi tham gia vio céc hoat dong thudce linh vyc
minh duoc giao ding quy trinh, quy dinh ciia phdp luit nham tao nép song va
phong cich lam viéc theo quy dinh ctia phap luat.

3. Céan b9, gido vién, nhan vién, nguoi lao dong chép hanh va van dong gia
dinh, nguoi than, nhitng nguoi xung quanh tham gia thyc hién, chip hanh nghiém
chinh cic chi truong duong 16i ctia Pang, chinh sdch, phdp luat ciia Nha nudc;
tuyén truyén, phd bién, gido duc, thuc hién phép luat, phong chdng té nan xa hoi,
bao v¢ strc khoe, bao vé mdi truong, thuc hién tuyén truyén thuc hién phédp 1énh
dan sb ké hoach hoa gia dinh theo quy dinh ctia phdp luat.



4. Can bo, gido vién, nhan vién, nguoi lao dong guwong mau chip hanh va
van dong ngudi dan thyuc hién cdc ndi quy, quy tic noi cong cong; khi phét hién cé
hanh vi vi pham phdp ludt phai c6 trach nhiém thong bdo véi co quan c6 thim
quyén xu 1y.

Muc 2. NHUNG VIEC CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI LAO
PONG KHONG PUQC LAM

Piéu 12. Cac quy dinh nhiing viéc cdn bg, gido vién, nhan vién, ngudi lao
dong khong dugc lam trong quan h¢ xa hoi

1. Can bg, giao vién, nhan vién, ngudi lao dong khong duoc 1oi dung chuc
vy, quyén han, mao danh dé tao thanh thé khi tham gia cac hoat dong xa hoi.

2. Can bo, giao vién, nhan vién, nguoi lao dong khong dugc sir dung cac tai san,
phuong tién cong cho cac hoat dong xa hoi khong thudc hoat dong nhiém vy, cong vu.

3. C4n b, gido vién, nhan vién, ngudi lao dong trong nha trudong can guong
mau, khong duoc tham gia choi co bac, ca dg, sir dung chat kich thich giy nghién,
say ruou, gay g0, vi pham luat giao thong; tranh phd truong, lang phi, muc dich
truc loi trong viéc td6 chirc hoat dong cudi hoi, ma chay, mung tho, sinh nhat, tan
gia, thang chirc va cic hoat dong khéc cua ban than va gia dinh.

4. Cdn bo, gido vién, nhan vién, nguoi lao dong khong séch nhiéu; goi y dua tién,
nhan tién, qua bicu; khong hen gap giai quyét cong viéc bén ngoai co quan va ngoai gio
lam viéc; khong giy buc xic doa nat ngudi dan; khong tham gia, xdi giuc, kich dong
hodc bao che céc hanh vi vi pham phdp luét ctia nguoi khiac. Nghiém tdc nhan 161, nhan
khuyét di€ém, thanh khan tu phé binh, rit kinh nghiém khi d€ xay ra sai sot.

Piéu 13. Cac quy dinh nhitng viéc cdn bo, gido vién, nhan vién, nguoi lao
dong khong dugc lam trong tng xur noi cong cong

1. Can b9, gido vién, nhan vién, nguoi lao dong khong dugc vi pham cdc quy

dinh vé ndi quy, quy tic & noi cong cong; khong duoc vi pham cac chuan myc vé
thuan phong my tuc tai noi cong cong dé dam bao sy van minh, tién bd cua xa hoi.

2. Khong duoc vi pham cac quy dinh yé dao dirc cong dan da dugc phap luat
quy dinh hoac da dugc cong dong dan cu thong nhat thyuc hién.

Chuong IV
XU LY VI PHAM
Piéu 14. D6i vé6i can b, gido vién, nhan vién, ngudi lao dong
Can b, gido vién, nhan vién, nguoi lao dong lam viéc tai Truong THPT An
Nhon Tay vi pham céc quy dinh tai Quy tac rng xur nay, tuy muac do s€ bi nhac nho,

phé binh cong khai trong co quan, don vi. Truong hop nao vi pham nghiém trong
s€ b1 xem xét, xur Iy theo quy dinh ctia phép luat.

Chuwong V
TO CHUC THUC HIEN

Piéu 15. Trach nhiém cta cdn bo, gido vién, nhan vién, nguoi lao dong
trong Truong THPT An Nhon Tay.



1. Lanh dao nha truong, Ban chap hanh Cong doan, T6 trudng trién khai
thue hién Quy tic nay dén tat ca can bo, gido vién, nhan vién, nguoi lao dong tai
don vi.

2. Céan b0, gido vién, nhan vién, nguoi lao dong c6 trach nhiém thuc hién
dung cac quy dinh tai Quy tic nay.

3. Can bg, gido vién, nhan vién, ngudi lao dong c6 trach nhiém van dong cén
b0, gido vién, nhan vién, nguoi lao dong khac thue hién dung cac quy dinh tai Quy
tic (g xtr; phét hién va bao cdo lanh dao vé nhiing vi pham Quy tc niy cua can
b, gido vién, nhan vién, ngudi lao dong trong don vi dé gbép ¥ hodc xur 1y tiy theo
murc do vi pham.

DPiéu 16. Trach nhi€m cua cac t6 chuc, cd nhan trong nha truong.

1. Hi€u truong, Chu tich cong doan nha truong co trach nhiém t6 chuc thuc
hién Quy tic tng xtr phu hop voi dac diém tinh hinh cua don vi; thyc hién cdc bién
phédp phong, chong quan liéu, tham nhiing, thuc hanh tiét kiém, chéng lang phi va
chiu trach nhiém vé viéc dé xay ra quan liéu, tham nhiing, ling phi trong don vi.

2. Kiém tra, giam st viéc thuc hién Quy tac ing x{r cia cin b, gido vién,
nhan vién, nguoi lao dong; xur 1y vi pham Quy tac ung xtr doi véi can bg, gido
vién, nhan vién, ngudi lao dong thudc tham quyén theo phan cap quan ly.

3. Tuyén duong, khen thudng kip thoi céc to chirc, cd nhan thyc hién t6t va xir
1y nghiém tdc, ky luat thich dang céc cd nhan vi pham Quy tac Uing xtr theo phan cap
quan ly.

4. Quy tac Gmg xir duoc niém yét cong khai tai Bang tin, Bang thong bdo va
trén Website cua nha truong.

Diéu 17. Diéu khoan thi hanh

Trong qué trinh thyc hién, néu c6 van dé gi vudng méac dé nghi cdn bo, gido
vién, nhan vién va nguoi lao dong bdo cdo nhanh cho Hi¢u truéng, Chu tich cong
doan nha truong dé kip thoi khac phuc va giai quyeét./.

HIEU TRUONG

Nguyén Thi Loan



