PHONG GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS XUAN SON Déc 1ap - Tw do - Hanh phuc
$6: 765/QD-TITHCSXS Xudn Son, ngay 03 thang 10 nam 2024
QUYET PINH

Vé viéc Ban hanh Quy tic &ng xir ciia can bd, vién chirc
nguoi lao dong trweong THCS Xuan Son

HIEU TRUONG TRUONG THCS XUAN SON

Can cir Quy tdc 1bng xir ciia cdn bg, cong chire, vién chike lam viéc trong
bé mdy chinh quyén dia phwong dwoc ban hanh tai Quyét dinh sé 03/2007/0P-
BNV ngay 26/02/2007 cua Bé truong Bo Noi vu;

Can cir Quyét dinh s6 22/QP-PGD&PT ngay 21/01/2016 ciia Phong
Gido duc va Pado tao thi xd Péng Triéu vé viéc ban hanh Quy tdc g xir ciia
can by, cong chure, vién chuc trong Co quan Phong gido duc va Pao tgao Pong
Triéu;

Can cir quy dinh vé Quy tdc g xit trong co' s6 GD Méam non, co sé gido
duc phé théng, co sé GD thuong xuyén quy dinh tai Théng tw s6 06/2019/TT-
BGDDBT ngay 12 thang 4 nam 2019;

Can cir Chi thi s6 1737/CT-BGDPT ngay 07 thang 05 nim 2018 ctia Bo
triéng b6 GDPT vé ting cuong qudn 1y va ndng cao dao dirc nha gido;

Can cir Piéu 1é truong trung hoc co so, truong trung hoc pho thong va
triong pho théng cé nhiéu cdp hoc ban hanh kém theo Théng tw s6 32/2020/TT-
BGDPT ngay 15/9/2020 cua Bo truong Bo Gido duc va Pao tao,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy tic Gng x{r cta can bo,
vién chirc, nguoi lao dong lam viéc trong truong THCS Xuan Son.

Piéu 2. Can bd, vién chuc, nguoi lao dong dang lam viéc tai truong
THCS Xuéan Son va ca nhan, to chirc c¢6 lién quan chiu trach nhiém thi hanh
quyét dinh nay.

Piéu 3. Quyét dinh nay co hiéu luc thi hanh ké tir ngay ky./.

Noi nhin: HIEU TRUONG
- Phong GD&DT (b/c); '
- Nhu Diéu 3 (t/h);
- Website.
-Luu: VT.
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QUY TAC UNG XU CUA CAN BQ, VIEN CHUC, NGUOI LAO PONG
TRUONG TRUNG HQC CO SO XUAN SON
(kém theo Quyét dinh sé 765/0P-TrTHCSXS ngay 03 thang 10 ndm 2024
cua Hiéu truong truwong THCS Xudn Son)

Chuong I
QUY DINH CHUNG

Pi¢u 1. Pham vi diéu chinh

Quy tac nay quy dinh cac chuin muc x{r sy cua can b, vién chic, nguoi
lao dong truong THCS Xuan Son trong thi hanh nhi¢m vy, cong vu, trong quan
hé xa hoi; trach nhiém cua can bo, vién chic, nguoi lao dong cliia co quan co
tham quyén trong viéc thuc hién va xtr Iy vi pham.

Piéu 2. Poi twong ap dung

Quy tic nay dugc ap dung cho can bo, vién chirc, ngudi lao dong cong tac
tai truong THCS Xuéan Son.

Picu 3. Muc dich ban hanh Quy tic Ung xir ciia can bd, vién chirc,
ngwoi lao dong trweong THCS Xuan Son

1. Quy dinh céc chuan muyc xir sy ciia can bd, vién chirc, nguoi lao dong
khi thi hanh nhiém vu, cong vu va trong quan h¢ xa hoi, bao gém nhiing viéc
phai lam hodc khong duoc 1am nham dam bao su liém chinh va ting cudng tinh
than trach nhiém, thuc hién nghia vu ctia moi ¢4 nhan trong co quan.

2. Thyc hién cong khai cac hoat dong nhiém vu, cong vu va quan hé xa
hoi cua can bg, vién chic, nguoi lao dong; Nang cao y thuc, tinh than, trach
nhiém ctia can bd, cong chirc, vién chirc trong cong tac phong, chdng tham
nhiing ndi riéng va thyc hién cac quy dinh ctia Phap luét n6i chung.

3. La can ctr dé nha truong xu ly trach nhiém d6i voi can b, vién chie,
nguoi lao dong vi pham cac chuin muc dao duc khi thi hanh nhiém vu va trong
cac moi quan hé cong tac. La co so dé giam sat viéc chap hanh phép luat va cin
ctr dé danh gia, xép loai can b, vién chic, ngudi lao dong hang nam.

_ Chuwong 11
CHUAN MUC XU SU CUA CAN BOQ, VIEN CHUC, NGUOI LAO PONG

TRONG THI HANH NHIEM VU, CONG VU

1. NHUNG VIEC CAN BQ, VIEN CHUC, NGUOI LAO PONG
PHAI LAM

Piéu 4. Cac quy dinh chung

1. Can b9, vién chirc, nguoi lao dong khi thi hanh nhiém vy, cong vu phai
thue hién ding, day du cac quy dinh vé nghia vy caa can bo, cong chue tai Piéu
8, Diéu 9, Piéu 10 ciia Luat Can bo, cong chirc va quy dinh vé nghia vu cta vién
chire tai Diéu 16, Diéu 17, Diéu 18 cta Luét Vién chirc.

2. Can b9, vién chuc, nguoi lao dong co6 trach nhiém phat hién viéc thuc
hién sai hodc khong day du, khéng ding quy dinh cta cac can bo, vién chic,
nguoi lao dong khac trong nha truong va can bg, vién chirc, nguoi lao dong co
quan, don vi khéc ¢6 lién quan trong thyc hién nhi¢m vy, cong vy, phan anh kip
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thoi dén Ban gidm hiéu nha truong va hoan toan chiu trach nhiém c4 nhan vé
nhiing phan anh cuia minh.

3. Ban giam hi€u, nguoi dimg dau va cép pho cia nguoi dung dau céac to
chtrc doan thé, cac t6 chuyén mon, van phong c6 trach nhiém dén ddc, kiém tra
viéc thuc hién nhiém vy, cong vu cua can bo, vién chirc, nguoi lao dong thudc
tham quyén va xir 1y vi pham d6i voi can bo, vién chirc, ngudi lao dong vi pham
cac quy dinh ctia phap luat theo phan cip quan 1y can bo, vién chirc, nguoi lao
dong.

Pi¢u 5. Quy dinh vé viéc chap hanh cac quyét dinh déi véi can bo,
vién chirc, nguwoi lao dong khi thwe thi nhiém vu, cong vu

1. Can bg, vién chtrc, nguoi lao dong khi thuc thi nhi¢m vy, cong vu phai
chap hanh quyét dinh cta cap c6 thim quyén. Can bd, vién chirc, nguoi lao dong
dugc giao nhiém vu phai phdi hop véi can bd, vién chirc, ngudi lao dong khac
trong cung co quan, don vi va Can bd, vién chuc, ngudi lao dong cac co quan,
don vi khac c6 lién quan dé thuc hién nhiém vu, cong vu cé hiéu qua.

2. Céan bg, vién chuc, nguoi lao dong khi thuc hién nhiém vu, cong vu
phai chap hanh quyét dinh cta cap quan 1y truc tiép. Trong truong hop c6 quyét
dinh cua cap trén can b0, vién churc, nguoi lao dong phai chip hanh nhung co6
trach nhiém bao cdo cap quan 1y tryc tiép ciia minh vé viéc thuc hién quyét dinh
do.

Khi thyc hi¢n quyét dinh cua cp c6 tham quyén Can bo, vién chirc, ngudi
lao dong phat hién quyét dinh do trai phap luat hodc khong phu hop voi thyc
tién thi phai bao cao ngay voi cap trén. Trong truong hop van phai chép hanh
quyét dinh can bo, vién chiic, nguoi lao dong khong phai chiu trach nhiém vé
hau qua gay ra do viéc thyc hién quyet dinh do.

Piéu 6. Quy dinh vé giai quyét cac yéu ciu cia co quan, don vi, to
chirc va cong dan, phu huynh, hoc sinh khi can bg, cong chirc, vién chirc
thue thi nhiém vy, cong vu

1. Can b9, vién chuc, nguoi lao dong khi dugc giao nhiém vy, cong vu dé
giai quyét cac yéu cau cia co quan, don vi, t6 chirc va cong dan, phu huynh, hoc
sinh phai c6 trach nhiém hudng dan cong khai quy trinh thuc hién da dugc cap
c¢6 tham quyén phé duyét dam bao cac yéu cau ctia co quan, don vi, té chirc va
cong dan, phu huynh, hoc sinh duoc giai quyét dung luat, dung thoi gian quy
dinh. Truong hop cong viéc can kéo dai qua thoi gian quy dinh, Can bo, vién
chirc, nguoi lao dong c6 trach nhiém thoéng bao cong khai cho co quan, don vi,
t6 chtrc va cong dan, phu huynh, hoc sinh ¢ yéu cau biét 1 1y do.

2. Can b9, vién chuc, nguoi lao dong khi dugc giao nhiém vu, cong vu dé
giai quyét cac yéu cau cia co quan, don vi, t6 chirc va cong dan, phy huynh, hoc
sinh phai chiu trach nhiém vé hanh vi cua minh theo dung quy dinh cta phap
luat.

Piéu 7. Quy dinh trong giao tiép hanh chinh

1. Can b9, vién chuc, nguoi lao dong khi lam viéc tai cong s& va trong
thot gian thuc thi nhi€ém vy, cong vu phai mac trang phuc phu hop véi moi

3



truong gido duc; phai deo thé vién chiic theo quy dinh; phai gitr uy tin, danh dyu
cho co quan, cho ldnh dao va déng nghiép.

2. Trong giao tiép tai cong s& va voi cong dan, phy huynh, hoc sinh, Can
b0, vién chirc, nguoi lao dong phai co thai do lich su, van héa, tac phong nhanh
nhen.

3. Can b lanh dao trong quan 1y, didu hanh hoat dong cua co quan phai
ndm bét kip thoi tAm 1y ctia can bd, cong chirc, vién chirc thudc thim quyén
quan 1y dé c6 cach thuc diéu hanh phu hop véi timg d6i tugng nham phat huy
kha nang, kinh nghiém, tinh sang tao, chu dong trong viéc thyc hién nhi¢m vy,
cong vu cua can bg, vién chuc, nguoi lao dong; phat huy dan chua, tao diéu kién
trong hoc tap va phat huy sang kién ctia can bo, vién chirc, ngudi lao dong; ton
trong va tao niém tin cho can bd, vién chirc, ngudi lao dong khi giao va chi dao
thuc hi¢n nhiém vy, cong vy; bao v¢ danh du ctia can bd, vién chirc, nguodi lao
dong khi bi phan anh, khiéu nai, t6 céo khong dung su that.

4. Cén bg, vién chuc, nguoi lao dong thira hanh chuyén mon nghiép vu
phai ton trong, phuc ting lanh dao, chip hanh nhiém vu duoc giao dong thoi
phat huy tinh than ty chil, dam chiu trach nhiém; c6 trach nhiém déng gop ¥ kién
trong hoat dong, diéu hanh cta Ban giam hiéu dam bao cho hoat dong nhiém vu,
cong vu dat hiéu qua.

5. Trong quan hé dong nghiép can bo, vién chirc, ngudi lao dong phai
chan thanh, nhiét tinh, doan két, gitp d& dong nghiép; phdi hop va gop v trong
qua trinh thuc hién nhiém vy, cong vu dé giai quyét cong viéc nhanh, hi¢u qua.

2. NHUNG VIEC CAN BQ, VIEN CHUC, NGUOI LAO PONG
KHONG PUQC LAM

Piéu 8. Cac quy dinh chung

1. Can bg, vién chuc, nguoi lao dong phai thuc hién nhiing quy dinh tai
Piéu 18, 19 va Piéu 20 ctia Luat Can bo, cong chirc; Piéu 19 cua Luat vién
chtic; cac Piéu 37, Piéu 40 cia Luat phong, chong tham nhiing va Diéu 6 cua
Quy dinh vé dao dirc nha gido va cac quy dinh cta phéap luat khac vé nhiing viéc
can bo, vién chuc, nguoi lao dong khong dugce lam.

2. Can bg, vién chuc, nguoi lao dong khi thuc thi nhiém vu, cong vu
khéng duoc mao danh dé giai quyét cong viée; khong duge muon danh co quan
dé giai quyét cong viéc ca nhan.

Piéu 9. Cac quy dinh Can bd, vién chirc, ngudi lao dong khong duwoc
lam trong quan hé nhiém vu, cong vu

1. Can bg, vién chirc, nguoi lao dong khong duogc tron tranh, dun d:fly
trach nhiém khi nhiém vy, cong vu do minh thyc hién gay ra hdu qua anh hudng
dén hoat dong cua co quan minh hodc cia co quan, don vi, td chitrc khac hodc vi
pham téi quyén loi chinh dang, danh du va nhan pham cta cong dan, phu huynh,
hoc sinh.

2. Can b9, vién chuc, nguoi lao dong khong duge kéo dai thoi gian hoac
tir chdi sy phdi hop ciia nhitng ngudi trong co quan minh hozc cia co quan, don
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vi, t0 chtrc ¢6 lién quan va ctia cong dan, phu huynh, hoc sinh khi thyc hién
nhiém vy, cong viéc.

3. Can bo, vién chuc, nguoi lao dong khong dugc che dau, bung bit va
lam sai Iéch nd1 dung cac phan anh cua cac can bg, vién chirc, ngudi lao dong
lam viéc trong co quan minh hoac ctiia co quan, don vi, td chuc khac hodc cua
cong dan, phu huynh, hoc sinh vé nhiing vi¢c li€n quan dén chire nang, nhiém
vu do minh dugc giao thuc hién khong ding quy dinh cia phap luét.

Piéu 10. Cac quy dinh can b0, vién chirc, nguoi lao dong khong duoc
lam khi giai quyét cic yéu cau ciia co quan, don vi, t6 chirc va ciia cong
dan, phu huynh, hgc sinh

1. Can by, vién chirc, nguoi lao dong khi duge giao giai quyet cac yéu cau
ctia co quan, don vi, to churc va cua cong dan khong dugc tur chdi cac yéu cau
dung phap luat ciia ngudi can duge giai quyét phut hop véi chire trach, nhiém vu
dugc giao.

2. Can b9, vién churc, nguoi lao dong khong dugce lam mat, hu hong hodc
1am sai 16ch hé so, tai liéu lién quan dén yéu cau cua co quan, don vi, t6 chirc va
ctia cong dan, phu huynh, hoc sinh khi duoc giao nhiém vu giai quyét.

3. Can bg, vién chuc, nguodi lao dong khong dugc lam 10 bi mat Nha
nudc, bi mat cong tac va bi mat ng1 dung don thu khiéu nai, t6 céo cua co quan,
don vi, t6 chitc va cong dan theo quy dinh ctia phap luat.

Chuong 111
CHUAN MUC XU SU CUA CAN BQ, VIEN CHUC,
NGUOI LAO PONG TRONG QUAN HE XA HOI

1. NHUNG VIEC CAN BQ, VIEN CHUC, NGUOI LAO PONG
PHAI LAM

Piéu 11. Cac quy dinh chung

1. Can bg, vién chuc, nguoi lao dong khi tham gia cac hoat dong xa hoi
thé hién van minh, lich su trong giao tiép, ung xu, trang phuc dé nguoi dan, phu
huynh, hoc sinh tin yéu.

2. Can bo, vién churc, ngudi lao dong phai co trach nhiém hudng dan
nguoi dan, phu huynh, hoc sinh khi tham gia vao cac hoat dong thudc linh vuc
minh duogc giao ding quy dinh cta phap luat nham tao nép song va lam viéc
theo quy dinh cua phap luat.

3. Can bg, vién chirc, nguoi lao dong chép hanh va van dong moi nguoi
chap hanh nghiém chinh cac chu truong duong 16i ctia Pang, chinh sach, phap
luat ciia Nha nuée; thue hién ké hoach dan sé va gia dinh, phong chéng bénh tat,
phong chéng té nan xa hoi, bao vé stc khoe, bao vé mdi truong theo quy dinh
ctia phap luat; Thuc hién phong trao toan dan doan két, xdy dung doi sdng vin
hoéa theo quy dinh chung va cta cong dong.

4. Cén bg, vién chuc, nguoi lao dong khi phat hién cé hanh vi vi pham
phap luat phai c¢6 trach nhiém thong bao véi co quan c6 thim quyén xtr 1y.

2. NHUNG VIEC CAN BOQ, VIEN CHUC, NGUOI LAO PONG
KHONG PUQC LAM
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Piéu 12. Cic quy dinh nhirng viéc can b, vién chirc, ngudi lao dong
khong dwgc lam trong quan hé xa hoi

1. Can bg, vién chuirc, nguoi lao dong khong duoc loi dung chirc vy, quyén
han, mao danh dé tao thanh thé khi tham gia cac hoat dong xa hoi.

2. Can b, vién chtc, nguoi lao dong khong duoc sir dung cac tai san,
phuong tién cong cho cac hoat dong xa hoi khong thudc hoat dong nhi€m vy,
cong vu.

3. Can b9, vién chure, nguoi lao dong khong duge tham gia choi co bac, ca
do, st dung chat kich thich gay nghién, say ruou, gy go, vi pham luat giao thong,
khong dugc td churc hoat dong cudi hoi, ma chay, mung tho, sinh nhét, tan gia,
thang chirc va cac hoat dong khac ctia ban than va gia dinh vi muc dich vu loi.

Piéu 13. Cic quy dinh nhitng viéc can b, vién chirc, ngudi lao dong
khong dugc lam trong irng X noi cong cong

1. Can b9, vién churc, nguoi lao dong khong duge vi pham cac quy dinh
vé ndi quy, quy tic ¢ noi cong cong; khong dugc vi pham cac chuan muc vé
thuan phong my tuc tai noi cong cong dé dam bao sy van minh, tién bo cia xa
hoi.

2. Khong duogc vi pham cac quy dinh vé dao dic céng dan di dugc phap
luat quy dinh hodc da dugc cong dong dan cu théng nhét thuc hién.

Chuong IV
XU LY VI PHAM

Diéu 14. Pdi véi can b, vién chire, nguwdi lao dong

Can bg, vién chtrc, nguoi lao dong dang lam viée tai nha truong vi pham
cac quy dinh tai Quy tic nay thi tiy theo muc do vi pham s& bi xtr 1y trach
nhiém theo quy dinh cua phap luét hodc bi truy ctru trach nhi€m hinh su.

_ Chuong V
TO CHUC THUC HIEN

Picu 15. Trach nhiém ciia can b§, vién chirc, ngwoi lao dong trwong
THCS Xuan Son

1. Ban giam hiéu t6 chirc quan triét, hoc tap va trién khai thuc hién Quy
tac nay cho can bo, vién chic, nguoi lao dong trong nha trudng.

2. Can bg, vién chtrc, nguoi lao dong c6 trach nhiém thuc hi€n ding cac
quy dinh tai Quy tic nay.

3. Can b9, vién churc, nguoi lao dong co trach nhiém véan dong Can bo,
vién chirc, nguoi lao dong khac thue hién ding cac quy dinh tai Quy tic ing X,
phat hién va bao cao voi Ban giam hi¢u vé nhiing vi pham Quy tac nay cua Can
b, vién chirc, nguoi lao dong trong co quan dé gop ¥ hoic xtr 1y tiy theo mirc
do vi pham.

Piéu 16. Trach nhiém ciia Ban giam hiéu, cac t6 chirc doan thé, cac td
trudng chuyén mon, van phong

1. Quan tri¢t, huong dan, t6 chirc thue hién Quy tic nay.

2. Cong khai Quy tac ndy tai phong chd ctia nha truong.
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3. Kiém tra, giam sat vi¢c thuc hién Quy tac nay cua Can b, vién chuc,
nguoi lao dong trong nha truong.

4. Phé binh, chan chinh, xir Iy cac vi pham ddi v6i can bo, vién chuc,
nguoi lao dong trong nha truong theo quy dinh.

Piéu 17. Trach nhiém cia cac t chirc va c4 nhan c6 lién quan

1. Kiém tra, giam sat viéc thuc hién Quy tic ung XU cua can bg, vién
chtrc, nguodi lao dong trong nha truong.

2. Quy tac ung xu dugc phé bién t6i toan thé can b, vién chirc, nguoi lao
dong.

3. Trong qua trinh thuc hién, néu c6 van dé gi vudng mic dé nghi cac Can
b, vién chuc, nguoi lao dong phan anh vé Ban giam hiéu dé nghién ctru sira
d6i, bo sung./.
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