UBND THANH PHO DIEN BIEN PHU CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HOC HIM LAM Dge lip - Ty do - Hanh phic
$6: 04b /QD-THHL Di¢n Bién Phi, ngay 03 thang 01 nam 2025
QUYET DINH

Vé vi¢e ban hanh Quy djnh quin Iy hanh chinh, nhin sy va tai chinh
ciia Trudng Tiéu hoe Him Lam

HIEU TRUONG TRUONG TIEU HQC HIM LAM

Can cit Lugt Gido duc s6 43/2019/QH14 ngay 14/6/2019 ciia Quéc héi 14;
Cén ctr Lugt Vién chire s6 58/2010/QH12, Ludt sica doi bé sung nam 2019;
Cén cir Lugt Ngdn sdch nha mede s6 83/2015/QH13;

Can cir Ludt Ké todn s6 88/2015/QH13;

Cén cir Nghj dinh s6 60/2021/ND-CP ngay 21/6/2021 ciia Chinh phii Quy
dinh co ché tw chu tai chinh cia dom vi su nghiép cong ldp;

Can cit Thong tu s6  28/2020/TT- BGDDT ngay 04/9/2020 cua B¢ Gido duc
va Dao tao ban hanh Diéu 1¢ Truomg Tiéu hoc;

Can cir Thong tw s6 61/2017/TT-BTC ngay 15/6/2017 cua B¢ Tai chtnh
Hudng dan vé cong khai ngdn sdch doi vi don vi du todn ngan sdch, 16 chire
dwgc ngdn sdch nha nudce hé tro;

Céin cir tinh hinh thue té ciia Truong Tiéu hoc Him Lam;

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyet dinh nay Quy dinh vé quén Iy hanh chinh,
nhan sy va tai chinh ctia Trudng Tiéu hoc Him Lam.

Piéu 2. Quy dinh nay 14 cin cir dé t) chirc, quan ly va diéu hanh moi hoat
dong hanh chinh, nhén sy va tai chinh trong nha truong.

Dicu 3. Quyét dinh c6 hiéu lyc ké tir ngay ky.

Céc o ong (ba) Pho Hiéu truorng, to trudng chuyén mén, t6 vin phong va toan
thé can b, gido vién, nhan vién Truong Tiéu hoc Him Lam chiju trach nhiém thi

hanh Quyét dinh nay.
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QUY DINH

Ve qu.m Iy hanh chinh, nhan sy va tai chinh
ciia Trudng Tiéu hoc Him Lam

Chwong I
QUY DINH CHUNG

Di¢u 1. Muc dich

1. Quy dinh nay nham tang cuong higu lye, hi¢u qua cong tac quan Iy nha
trudmg; dam bao sy thong nhét trong diéu hanh, 6 chirc va hoat dong ciia Trudng
Tiéu hoc Him Lam.

2. Lam cin ¢ dé can bo quén ly, gido vién, nhan vién thyc hién ding chirc
trach, nhiém vy dugc giao; bao dam viéc chflp hanh cac quy dinh cta phap luat,
cua nganh Gido dyc va Dao tao.

3. Gop phén xay dyng m01 truong lam viée ky cuong, dan chu, cong khai,
minh bach; phat huy tinh than trdch nhiém, doan két, ndng cao chat lugng gido
duc toan dién cua nha truong.

Didu 2. Pham vi va ddi twgng dp dung

1. Quy dinh ndy dp dung dbi vei toan thé cdn bd quan ly, gido vién, nhén
vién, ngudi lao dong hop dong va céc té chire, bd phan trye thuge Truong Tiéu
hoc Him Lam.

2. Céc c& nhan, td chirc 6 lién quan dén hoat dong ctia nha trudmg cé tréch
nhiém phi hop thyc hién theo quy djnh nay.

Didu 3. Nguyén tic quin Iy

1. Tudn tht Hién phap, phép luat ctia Nha nudc; Diéu 1é Truong Tiéu hoc;
cac vin ban chi dao cua nganh Gido duc va Dao tao.

2. Bio dam nguyén tic tap trung dan chu; cong khai, minh bach; diing thim
quyén va trach nhiém dugc giao.

3. Phan cong nhiém vy rd rang, gén quyen han véi trach nhiém; dé cao vai
tro, trach nhi¢m cua ngum dimg dau.

4, Bam bao quyen qu ich hgp phap cuia cén bd, gido vién, nhan vién; dong
thor yéu cdu thyc hién ddy dii nghfa vy theo quy djnh.

ChuongIl
QUAN LY HANH CHINH
Diéu 4. Cong tic hanh chinh — vin thu
1. Viée tiép nhn, xir 1y, ban hanh véin ban ciia nha trudng phai tudn th diing
quy dinh cuia phép ludt vé cong téc vén thu — luu tri.
2. Van ban den dugc dang ky, phan loai, trinh lanh dao xir ly kip thoi; vin
ban di phai ding thé thirc, thim quyeén, ndi dung chinh xéc.
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3. Hb so, tdi liéu duge sip xép, luu tri khoa hoc, an toan; thye hi¢n nghiém
céic quy djnh vé bao mit thong tin.

4. Viéc quan Iy va sir dyng con ddu ctia nha truémg thyc hién theo quy dinh
cla phap ludt; con dau chi dugc sir dung khi c6 sy cho phép ctia Hiéu trudng hodc
ngudi dugc ty quyen.

Ditu 5. Quin Iy hd so, s séch

. Ho S0 cdn bg, gido vién, nhan vién dugc lap day du, cdp nht kjp thoi cac
thong tin vé nhan than, trinh d9, qua trinh cong tac, danh gia, khen thuong, ky luit.

2. 86 sach chuyén mén, hanh chinh, tai chinh thyc hi¢n theo ding quy dinh
va hudng dan cua By Gido duc va Déo tao, B Tai chinh va cac co quan quan ly
cp trén.

3. Ca nhén, bQ phan dugc giao quén ly hd so, sd sach chju trach nhiém vé
tinh chinh xac, day dii va bao quan an toan,

DPitu 6. Ché a9 hi hop, thong tin va bio cdo

1. Nha truong thyc hlen day du céc cude hop dinh ky, hop chuyén mén, hop
Hoi dong trudmg, hop Hoi dong su pham theo ké hoach nam hoc.

2. N¢i dung hop phai thiét thye, ding muc dich; bién ban hop dugc ghi chép
day du, hwu trit theo quy djnh.

3. Céc béo cdo chuyen' mon, hanh chinh, tai chinh phai dam bao dang thoi
gian, ndi dung trung thyc, so liéu chinh xéc.

Chuong I11
QUAN LY NHAN SU/

Diéu 7. T§ chire b() mdy
. Ban Giam hiéu gom Hiéu truéng va cac Phé Hiéu trudng, chiu trach nhigm
quan ly, diéu hanh toan b hoat dong ctia nha trudomg.

2, Céctd chuyen mén, td van phong dugc thanh 1ap theo quy djnh; hoat ddng
theo ké hoach va chju sy chi dao cia Ban Giam hiéu.

3. Céc hi dong trong nha trudng dugc thanh 1ap theo quy dinh ctia phap ludt
va cuia nganh Gido duc, hoat dong diing chic ning, nhiém vy.

'l - . 14 A . A A A
Dieu 8. Quan Iy can by, gido vién, nhan vién
1. Can bg, gido vién, nhan vién dugc phan cong nhiém vy pht hop véi vj tri
A \ - A A b ~ X A ’
viéc lam, nang luc chuyén mén va yéu cau cong tc.

2. Thyc hién day di nhiém vy glang day, glao duc, phuc vy; tham gia sinh
hoat chuyén mon, bdi dudng thuong xuyén, tap hudn theo ké hoach.

3. Chép hanh nghiém tuc an quy, quy ché nha trudmg; giir gin dao dirc nha
gio, tc phong sur pham; doan keét, hop tac trong cong tac.

Didu 9. Tuyén dung, sir dung va hop dong lao dong

L
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1. Viée tuyén dung, st dung vién chire, ngudi lao dong tht,rc h|¢n theo diing
quy dinh cua phép luat va phan cap quan ly cla co quan c¢6 thim quyen

2. Nha truong khong ty y tuyén dung, ky hop dong lao dong ngoai thim
quyén cho phép.

3. Vlec ky két, cham durt hop ddng lao dong phai dam bao dang trinh ty, thu
tuc va quyén loi ctia ngudi lao déng.

Dicu 10. Dénh gia, khen thwdng va ky lujt
1. Viéc danh gid, xép loai can bg, gido vién, nhan vién duge thyc hién cong
bang, khach quan, ding quy dinh hi¢n hanh.

> Khen thudng duge thyc hién kip thoi déi véi céc c nhan, tap thé ¢6 thanh
tich xuat sic trong cong tac.

3. Ky luat duge thyc hién nghiém minh, ding trinh ty, dam bao tinh gido

duc, phong ngtra.
_ Chuong v
QUAN LY TAI CHINH
Didu 11. Nguyén tic quan Iy tai chinh
1. Quan ly tai chinh phai tuan thu ding quy dinh ciia phap luat, ché dg, tiéu

chuan, dinh mtrc hién hanh.

2. Pam bio cong khai, minh bach; thyc hanh tiét kiém, chng lang phi; sir
dung hiéu qua cac nguon kinh phi.

3. Moi khoan thu, chi déu phai c6 ddy du chimg tir hop phap va dugc hach
toan, quyét toan ding quy dinh.

Piéu 12. Ngudn tii chinh

1. Kinh phi do ngan sach nha nuéc cép theo du toén dugc phé duyét.

2. Cac khoan thu hop phép theo quy dinh cta phap luat va huéng dan cua
nganh Gido dyc.

3. Céc ngudn tai trg, vién trg, dong gop tw nguyén cia t6 chirc, c4 nhan (néu
¢6) dugc quan ly va sir dung ding muyc dich.

Pidu 13. Quan ly thu

1. Nha trudng khong td chirc thu céc khoan ngoai quy dinh; khong ép budc
phu huynh va hoc sinh déng gop trdi quy dinh.

2. Cac khoan thu phai dugc thong bao cong khai; thuc hién ding quy trinh
thu — ngp — hach toan theo quy dinh.

Piéu 14. Quan Iy chi

1. Chi tiéu tai chinh phai can cir vao dy toan duge duyét va dung ché do, dinh mirc.
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2. Moi khoan chi phai dng myc dich, ding déi tugng, c6 héa don, chimg tir
hop 1¢ va duge Higu trudng phé duyét.

Dicu 15, Cong khai thi chinh

Nha trudomg thye hién cong khai tai chinh theo Thong tu s061/2017/TT-BTC
vi Thong tu s6 90/2018/TT-BTC cta Bo Tai chinh va cdc van ban quy dinh hién
hanh; dam bao cdn b, gido vién, nhén vién va cic doi twong lién quan duge bict,
gidm sat theo quy djnh,

Chuong V
DIEU KHOAN THI HANH

Dicu 16. Trich nhi¢m thye hién

1. Hiéu truémg chiu trdch nhiém t chire, chi dao va kiém tra vic thyc hi¢n
Quy djnh nay.

2. Cac Pho Hiéu trudng, td trudmg, bo phén va ca nhan c6 trach nhi¢m thye
hi¢n nghiém tic céc ndi dung dé quy djnh.

Dicu 17. Hiéu lyc thi hanh
1. Quy dinh nay ¢6 hiéu lyc ké tir ngdy ky ban hanh.

2. Trong qua trinh thyc hién, nél{ ¢6 vudng méc hodc ¢6 vin ban phap lujt
méi, nha trudng s& xem xét sira ddi, bd sung cho phi hop.
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