PHONG GD&DPT BUON HO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS NGO QUYEN DPéc Lap — Ty Do — Hanh Phlc
$6:40 /QP-NQ Cu Bao, ngay 30 thang?? ném 2023
QUYET PINH

Vé Viéc Ban Hanh Quy Téc Ung Xir Ciia CBGV Trong Nha Truong

HIEU TRUONG TRUONG THCS NGO QUYEN

Can cir thong tr s0 32/2020/TT-BGDDT ngay 15/9/2020 cua Bo Gido duc va Dao
tao ban hanh diéu l¢é truong THCS, truong THPT va truong pho thong co nhiéu cap hoc;

Can cir Quyét dinh s6 77/0D-UBND ngay 19 thang 5 nam 2009 cua chii tich Uy ban
Nhdn dan thi xa Buon Ho vé viéc thanh lap truong Trung hoc co so Ngo Quyén,

Can cir Quyét dinh sé 436/0D-UBND ngay 27 thang 02 nam 2023 cua Chu tich Uy
ban Nhén dan thi xd Buén Hé vé viéc bo nhiém Hiéu truong Truong THCS Ngo Quyén, xa
Cu Bao, ké tir ngay 10/03/2023; Can cit cong van sé 284/PGDDT-THCS-GDTX, ngay 07
thang 9 nam 2023 ciia Phong Gido duc va Dao tao Thi xa Buén Ho vé viéc huong dan thuc
hién nhiém vu gido duc THCS nam hoc 2023-2024;

Can cit vao cdc qui dinh vé dao dirc nha gido va quy tdc tng xit ciia Cdn bd, gido
vién, nhan vién trong co quan don vi.

QUYET PINH:
Piéu 1. Ban hanh quy tic tng xir cia CBGV trong nha truong nam hoc 2023-2024
Piéu 2. B qui tic nay gom c6 13 dicu.
Di(‘ﬁ;u 3. Cac t6 chirc thudc pham vi diéu chinh duoc qui dinh trong quy tac VA CAc ca
nhan (tat ca CB-GV-NV trong nha truong) chiu trach nhiém thi hanh quyét dinh nay.
Quyét dinh c6 hiéu luc ké tir ngay ky./.

Noi nhén: ~ HIEU TRUONG
- PGD Buén Hb (bc);
- Ban giam hiéu (th)

- BCH CD (th)

- Céc t6 truong, TPT Doi,BT Bth)
- Luu: VT.
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PHONG GD&DT TX BUON HO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS NGO QUYEN Poc Lap — Tw Do — Hanh Phuc

Cuw Bao, ngay thang nam 2023

’ QUY PINH
QUY TAC UNG XU TRONG TRUONG HOQC
(Ban hanh kém theo Quyét dinh sé  /OP-NQngay [/ [2023cia Hiéu trucng trieong
THCS Ngb Quyén)

I. QUY DINH CHUNG

Piéu 1. Pham vi va ddi twong diéu chinh

1- Quy tic ing xu quy dinh tai Quyét dinh nay ap dung cho can b, cong chic,
vién chirc va nguoi lao dong hop dong (dudi déy goi chung la vién chirc) dang cong
tac trong truong THCS Ngb Quyén.

_ 2- Vién chuc ngoai viéc thuc hién Quy tac Gmg X cua truong THCS Ngo
Quyeén tai van ban nay con phai thuc hién nghiém tic Quy ché van hda cong sé tai
cac co quan hanh chinh nha nudc theo quy dinh cua Thu tuéng Chinh phu va quy
dinh vé dao duc nha gido.

Piéu 2. Quy tic ing x1r ctia vién chiic thudc trudng bao gom:
1- Doi vé6i ban than;

2- Di voi co quan, truong hoc khac;

3- Ung x@r v6i to chic va ngudi nude ngoai;

4- B6i véi cap trén, cap dudi, dong nghiép;

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

6- P6i v6i ngudi than trong gia dinh;

7- Pbi voi nhan dan noi cu tra;

8- Ung xtr & noi cong cong, dong nguoi;

Piéu 3. Céc hanh vi bi cAm:

o1 Ubng ruou, bia, dd udng co con trong gior lam viée (trir truong hop duwoc sy
dong y cua lanh dao co quan vao cdc dip lién hoan, Ié tét, tiép khdch ...), hodc ngoai
gio lam viéc udng ruou bia say, bé tha, khong lam chu duoc ban than;

2- Cac hanh vi gy phién ha, sach nhiu; nhan cac loi ich bat hop phap tir
nguoi dén giao dich, cong tac;

3- Panh bac dudi moi hinh thirc va tham gia cac t¢ nan xa hoéi, cac hoat dong
giai tri khong lanh manh.

II. QUY PINH CU THE

Diéu 4. D6i v6i ban than:

1- Nam viing phap luét, thong thao nghiép vu, ban linh ving vang, dong co
trong sang, hoan thanh tot nhiém vu dugc giao;
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2- Chap hanh nghiém chinh phap luat cuia Nha nudc, ky luat, ky cuong cua Nganh.
Khoéng di mudn, vé sém. Khong lam viéc riéng, khong tu y bo vi tri cbng tac trong
gio lam viéc;

3- Sap xép, bai tri ban, phong 1am viéc mot cach khoa hoc, gon gang, ngin nap, sach
s¢;

4- Tac phong, trang phuc:

Mang, mdc trang phuc gon gang, chinh t& phu hop voi moi trudng su pham. Deo thé
vién churc theo dang quy dinh (néu co).

+ Dbi voi nam:

- Khong dé rau (ria), toc dai, nhuom téc mau lo¢ loet, khong deo khuyén tai, khong
cao troc dau.

- Mic 40 so mi dai tay, thit cavat vao cac ngay c6 doan thanh tra, kiém tra cta cac
cap; cac ngay L& khai giang, So két, Tong két, Hoi nghi CCVC, Pai hoi Cong doan
va cac ngay L& khac theo quy dinh ctia Hiéu truéng.

+ Pbi voi nir:

- Nit khong trang diém loe loet, khong nhudom todc sac so;

- Mic 40 dai vao cac ngay co doan thanh tra, kiém tra clia cac cap; cac ngay L& khai
giang, So két, Tong két, Hoi nghi CCVC, Pai hoi Cong doan va cac ngay Lé khac
theo quy dinh cua Hi¢u trudng (tru truong hop co thai hodac co con nho duwoi 12
thang).

5- Khi ngdi 1am viéc, hoi hop, hoi nghi ludn giit minh & tu thé ngay ngan, khong ngdi
nghiéng ngtra, dang chan, vat chan, rung dui;

6- D1, dung voi tu thé chimg chac, khong khénh khang, khdng gy tiéng dong 16m;
Gido vién khi tréng tiét can lam viéc tai phong sinh hoat cua t6 chuyén mén hoic
phong chd, khong di lai tuy tién (trir truong hop can giao dich).

7- An noéi khiém nhuong, tir tbn, khong néi to, gy 6n do;

8- Hét gio lam viéc, trude khi ra vé phai kiém tra, tit dién, khoa chét cac cira bao
dam an toan tai san co quan, don vi.

Piéu 5. Dbi v6i cac co quan, trudong hoc va cac ca nhan dén giao dich:

1- Vian minh, lich sy khi giao tiép. Ludn thé hién thai do, ctr chi, 101 néi khiém ton,
vui vé, binh tinh trong moi tinh huéng. Khong to tiéng, hach dich khong noi tuc hoac
c6 thai do cuc can..., gdy cing thang, birc xtc cho nguoi dén giao dich; Khéng cung
cap tiy tién cac thong tin ciia nha truong, clia vién chirc thudc nha truong cho ngudi
khac biét (trir truong hop do Hiéu trudng chi thi).

2- Cong tam, tan tuy khi thi hanh cong vu. Khong moc ngoic, thong dong, tiép tay
lam trai cac quy dinh dé vu loi;

3- Phai nhanh chong, chinh xac khi giai quyét cong viéc;

4- Thau hiéu, chia sé va thao g& nhiing kho khan, vuéng mac, huéng dan tan tinh,
chu dao cho ngudi dén giao dich;
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5- Ton trong, ldng nghe va tiép thu y kién dong gop cua ngudi dén giao dich va
hoc sinh. Trong khi thi hanh cong vu, néu dé cac ca nhan dén lam viéc phai cho doi
thi can giai thich o ly do.

Piéu 6. Ung xir v4i to chirc, ca nhan nude ngoai:

7 1- Thuc hién dang quy dinh ciia Nha nuée, ctia Nganh vé quan hé, tiép xuc voi
to chirc, c4 nhan nudc ngoai;

2- Gitr gin va phat huy truyén théng lich str, ban sic vin hoa dan toc; bao vé bi
mat Nha nudc, bi mat cong tac, 1oi ich quoc gia.

Piéu 7. Dbi v6i cap trén, cip dudi, ddong nghiép:

1- Déi vdi cdp trén:

1.1- C4c chi dao, ménh 1énh, huéng dan, nhiém vu dugc phan cong phai chép
hanh nghiém tlic, dung thoi gian. Thuong xuyén béo céo, phan anh tinh hinh thyc
hién nhiém vu. Thuc hi¢n ding chirc trach, nhiém vy, quyén han theo quy dinh;

1.2- Trung thuc, thang than trong bao cao, dé xuét, tham gia dong gop ¥ kién
v6i cap trén, bao vé uy tin, danh du cho cap trén. Khong dugc loi dung viée gop y,
phé binh hoic don thu nic danh, mao danh 1am ton hai uy tin ctia cap trén;

1.3- Khi gdp cap trén phai chao hoi nghiém tac, lich su.
2- Poi véi cap duwdi:
~ 2.1- Hudng dan cp dudi trien khai thyc hién tot nhiém vy duge giao. Don doc,
kiém tra, gidm sat, danh gia viéc chap hanh ky cuong, ky luat hanh chinh, viéc thuc
hién nhiém vu chuyén mon;

2.2- Guong mau cho cép dudi hoc tép,, noi theo v& moi mit. Nam virng tu
tuong, tam tu, nguyén vong, hoan canh cua cap dudi; chan thanh dong vién, thong
cam, chia s¢ kho khan, vudng mac trong cong viéc va cudc song cua cap dudi;

2.3- Khong ctra quyén, hach dich, quan liéu, tru dp, xa roi cap dudi.

3- Déi véi dong nghiép:

3.1- Coi dong nghiép nhu nguoi than trong gia dinh minh. Thau hiéu chia sé
kho khan trong c()ng tac va cudc song;

3.2- Khiém tén, tén trong, chan thanh, bao vé uy tin, danh du ctia dong nghiép.
Khong ghen ghét, d6 ky, 161 kéo bé canh, phe nhém gay mat doan két noi bo;

3.3- Ludn c6 thai do cau thi, thang than, chan thanh tham gla gop y trong cong
viée, cudc séng; Khong sudng sa, ndi tuc trong sinh hoat, giao tiép.

3.4- Hop tac, giup d& nhau hoan thanh tot nhiém vu dugc giao.

4. Ung xit v6i hoc sinh:

4.1- T6n trong nhan cach cua hoc sinh, mém moéng nhung cuong quyét, triét dé
khi xtr 1y cac vi pham ctia hoc sinh;

4.2- Dam bao giit méi lién h¢ chat ché gitra giao vién chu nhiém, gido vién bo
mon, Bi thu chi doan thanh nién, tong phu trach Boi TN, t6 trudng chuyén mon, nha
truong, cha me hoc sinh va cac to chuc trong truong;
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4.3. Thuc hién nghiém tic Diéu 11, Chuong I, Piéu 18 truong THCS, THPT va
truong phd théng co nhiéu cip hoc do Bo GD&PT ban hanh (Ban hanh kém theo
Thong tu s6 32/2020/TT-BGDDT ngay 15/9/2020 cua Bo Giao Duc& Dao Tao); Cac
Quy dinh day thém- hoc thém hién hanh;

4.4. Khong tru dap hoc sinh.

Picu 8. Ung xir trong hoi hop, sinh hoat tip thé; trong giao tiép qua dién thoai:

1- Ung xik trong hdi hop, sinh hoat tip thé:

1.1- Phai nam duoc noi dung, chu dé cudc hop, Hoi thao, Hoi nghi; chu dong chuan
bi tai ligu va y kién phat biéu. C6 mat trudc gio quy dinh it nhit 05 phut dé 6n dinh
chd ngdi va tuan thu quy dinh cta Ban t6 chire diéu hanh cudc hop, Hoi nghi, Hoi
thao.

1.2- Trong khi hop:

- Tat dién thoai di dong hoic dé & ché do rung, khong lam anh huong dén
nguoi Khac;

- Giir trat ty, tip trung theo di, nghe, ghi chép cac ndi dung can thiét; khong
b6 vé trude khi két thiic cude hop; khong ra vao, di lai tuy tién trong phong hop. Phat
biéu y kién theo diéu hanh cta Chu toa hodc Ban to chirc; khong 1am viéc riéng hodc
no6i chuyén riéng trong cudc hop, khong trao doi, thao luan riéng, ...

1.3- Két thuc cudc hop: Pé khach moi, lanh dao cép trén ra trudce, khong x0 déy, chen
14n, don dep lai chd ngdi (ghé, ngén ban, ban) ...

2- Ung xit trong giao tiép qua dién thoai, Internet:

2.1. St dung tiét kiém, chi st dung dién thoai vao dung muc dich cong viéc chung
ctia co quan, don vi. Khong st dung vao viée riéng. (doi voi dién thoai cdng cong tai
truong)

2.2. Khi goi: Phai chuan bi trudc ndi dung can trao ddi (ngdn gon, ré rang, cu thé).

- Khi dau day bén kia c6 nguoi nhac may thi c6 10i chao hoi, xung tén, chirc danh, bo
phan 1am viéc ctia minh va dé nghi duoc gip nguoi can gap;

- Trao d6i ndi dung day du, 16 rang, cu thé. Am luong vira dii nghe, néi nang tir ton,
rd rang, xung ho phai phu hop voi d6i tuong nghe, khong noi qua to, thiéu té nhi gay
kho chiu cho ngudi nghe;

- C6 161 cam on, 101 chao trudce khi két thic cudce gol.

2.3. Khi nghe: Sau khi noi “A 16, t6i xin nghe”, can c6 10i chao héi, xung tén, chic
danh, b phan lam viéc ctia minh.

- Néu nguoi goi can gip dich danh minh thi trao doi, tra 1i rd rang, cu thé timg noi
dung theo yéu cau cua nguoi goi. Am lugng, néi niang, xung hd nhu khi goi di;

- Néu nguoi goi can gip ngudi khac hoic ndi dung khong thude trach nhiém cua
minh thi chuyén dién thoai hodc hudng dan nguoi goi lién hé dén ding nguoi, dia chi
can gp;

- C6 161 cam on, 101 chao trude khi két thic cude dién thoai.

2.4. St dung Intenet: Thuc hién nghiém tac quy dinh vé st dung Internet cua nha
truong.
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Piéu 9. Dbi v6i ngudi than trong gia dinh:

1- C6 trach nhiém gido duc, thuyét phuc, van dong nguoi than trong gia dinh
chip hanh nghiém chinh duong 16i, chinh sach cia Pang, phap lut cia Nha nudc;
khong vi pham Phap luat;

2- Thyc hién t6t doi séng vin hoa méi noi cu tra. Xay dung gia dinh van hoa,
hanh phuc, hoa thuan;

3- Khong dé nguoi than trong gia dinh loi dung vi tri cong tac ctia minh dé lam
trai quy dinh. Khong duoc t6 chtrc cudi hoi, ma chay, mung tho, sinh nhat, tin gia va
cac viéc khac xa hoa, lang phi hodc dé vu loi;

4- Séng c6 trach nhiém voi gia dinh.

Pi¢u 10. B6i v6i nhan dan noi cu tru:

1- Guong mau thuc hién va van dong nhan dan thyuc hién tdt chu truong chinh
sach ctua Pang, phap luat ciia Nha nudc, quy dinh cta chinh quyén dia phuong. Chiu
su giam sat cta to chirc Pang, Chinh quyén, Poan thé va nhan dan noi cu tri;

2- Kinh trong, 1& phép voi nguoi gia, ngudi 16n tudi. Cu xir ding muc véi moi
nguoi. Tuong tro giup d& nhau luc hoan nan, khé khin, séng c6 tinh nghia voi hang
xom, lang giéng;

3- Khong can thiép trai phap luat vao hoat dong cua cac co quan, td chuc, ca
nhan noi cu tra. Khong tham gia, xti giuc, kich dong, bao che cac hanh vi trai phap
luat.

Pi¢u 11. Ung xir noi céng cong, ddng ngudi:

1- Thyc hién nép séng van hoa, quy tic, quy dinh noi cong cong. Gitp dd,
nhudng chd cho ngudi gia, tré em, phu nit, nguoi tan tat khi 1én, Xuéng tau, xe, khi
qua duong;

2- Gilr gin trdt ty x& hoi va vé sinh noi cong cong. Kip thoi thong bao cho co
quan, to chirc, don vi c6 thim quyén cac thong tin vé cac hanh vi vi pham phép luat;

3- Khong co6 hanh vi hodc lam nhimg viéc trai voi thuan phong my tuc. Ludn

gilr gin pham chat cia mot ngudi 1am cong tac gido duc.
I11. TO CHUC THU'C HIEN

Piéu 12. TH chuc thuc hién;

1- Hiéu truéng chiu vtréch nhiém phé bién, quan triét dén toan thé can bo, vién
chtrc trong nha trudng va to chure thyc hién nghiém tic Quy tac nay;

2- Phéi hop véi td chitc COng doan trong viéc tuyén truyén, phd bién, theo ddi,
danh gia xép loai Vvién chuec.

Piéu 13. Hiéu luc thi hanh;

Quy dinh nay duoc thong qua va ap dung thuc hién ké tir ngay ky Quyét dinh
ban hanh.

Trong trudng hop co sy thay doi, diéu chinh qui dinh thi s& dugc ra soat chx)
sung hang nam vao dip Hoi nghi cong churc, vién chirc cho phu hop, moi su thay doi
phai dugc Ban 1anh dao cua truong thong qua va Hi¢u trudng quyét dinh thyc hién./.



Noi nhdn:

- Cong doan nha truong; Phé HT;
- Niém yét cong khai tai truong;

- Luu VT.

HIEU TRUONG
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