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HUGNG DAN

Thue hién Quy ché Vin hoa trong cic don vi, truong hoc
tinh Hoa Binh giai doan 2011 - 2015

Cin cd Quyeét dinh s6 129/2007/QD-TTg ngay 2 thing 8 niam 2007 cta Thu
tuéng Chinh phti vé viéc ban hanh Quy ché€ van hod cong so tai cdc co quan hanh
chinh Nha nudc;

Can ctf Quyét dinh s6 139/QD-SGD&DT ngay 19/1/2010 clia Gidm doc so
GD&DT vé viéc ban hanh Quy ché& Vin hod cong s6 trong nganh Gido duc va Dao
tao tinh Hoa Binh;

Can ctt tinh hinh thuc t&, S5 GD&DPT hudng din thuc hién Quy ché€ Vin hod
trong co quan S& GD&DT, phong GD&DT cic huyén, thanh pho, cic don vi,
trudong hoc trén dia ban tinh (sau day goi chung 1a Quy ch€ Vin hod cong so) giai
doan 2011 - 2015. Noi dung nhu sau:

I. Muc dich - Yéu cau

Viec thuc hién Quy ch€ Vin hod cong s¢ trong nganh GD&DT nham céc
muc dich sau day :

1. B4o dam tinh trang nghiém va hiéu qua hoat dong cua co quan, don vi,
trudng hoc trong nganh GD&DT.

2. Xay dung phong céch ting x&t chudn muyc ctia cdn b, cong chiic, vién chiic
nganh GD&DT trong hoat dong cong vu, hoat dong day va hoc va cac hoat dong
khac. Muc tiéu nhiam xay dung doi ngii can bo, cong chic, vién chic nganh
GD&DT c6 phidm chit dao dic t6t, hoan thanh xudt sic nhi¢ém vu dugc giao.

3. Trién khai thuc hién thong nhat, déng bo trong toan nganh. Cac don vi,
trudng hoc can cit tinh hinh thye (€ trién khai thuc hién dam bdo yéu cdu chung thé
hién rd tinh sdng tao.

I1. D6i tuong
- Cic don vi, truong hoc trén dia ban tinh Hoa Binh.

- Can bo, chuyén vién co quan S6 GD&DT, ph(“)ng GD&DT cac huyén,
thanh phd, can bo, glao vien, nhan vién, hoc sinh, hoc vién, sinh vién cic truong
Mam non, trudng Tiéu hoc, THCS, PTCS, THPT, PT DTNT tinh, huyen lién x&;
cdc Trung tam GDTX, TT Ngoai ngit -Tin hoc; TTKTTH-HN va céc truong CD,
TCCN thuoc nganh GD&DPT quén 1y.

ITL. Nguyén tic thuc hién Quy ché Van hoa cong so

Viéc thuc hién Quy ché Vin hod cong s& phdi tuan thu cic nguyén tac sau
day:

1. Phit hop v6i truyén thong, ban sic vin hoa dan toc va di€u kién kinh (€ -
x4 hoi cla tinh;

2. Phit hop véi dinh huéng xay dung doi ngfi can bo, cong chiic, vien chiic
nganh GD&DT theo huéng chuyén nghiép, hién dai.

1



3. Phil hop véi cdc quy dinh clia Phdp ludt va muc dich, yéu cau cai cich
hanh chinh, chii truong hién dai hod nén hanh chinh Nha nudc.

4. Phiy hop véi yéu cdu, nhiém vu chung; phit hop véi truyén thong va dac
trung ctia nganh GD&DT.

IV. Céac hanh vi bi nghiém cdm trong nganh GD&DT.

1. Sit dung d6 udng c6 con tai co quan, don vi, trudng hoc (trx trudng hop
duoc su déng ¥ cia ldnh dao co quan, trudng hoc vao céc dip lién hoan, 1€ tét, tiep
khach...).

2. Chai s6 dé, danh bai, danh bac dudi moi hinh thic (ké ca choi vui) tai co
quan, don vi, truong hoc.

3. Quéng cdo thuong mai tai co quan, don vi, trudng hoc.

V. Trang phuc clia cin bo, gido vién, nhan vién

1. Trong thdi gian lam viéc, thuc hién nhiém vu, lén 16p, cdn bo, cong chic,
vién chiic, c4n bd, gido vién, nhan vién trong nganh GD&DT phai an mac gon
gang, lich sy, kin ddo, dep. S& GD&DT khuyén khich can bo, cong chiic, vién chuc
cac don vi, trudng hoc mac déng phuc, thong nhat, dep, pht hop voi dic trung cua
nganh GD&DT va phit hop vdi timg don vi, truong hoc.

2. Khi 1én 16p va lam viéc hang ngay tai co quan, don vi, trudong hoc:

- Khuyén khich nit cdn bo, gido vién, nhén vién méc 40 dai truyén thong
hodc bo vy 4o cong sd, bo Complet nif. Riéng bo vy do cong sG can chd y: Bo
vdy 40 cong s& can thong nhit trong don vi, truong hoc vé kiéu ddng, mau sic, chét
lieu vai: (Ao: ¢6 ve do, coc tay hodc dai tay; Vay: ¢6 chiéu dai ngang hoac dudi dau
g6i). Tuyeét d6i khong mac do khong co ve cd, 40 ¢6 ¢d tré, quan do bang vai qud
mong, khong kin ddo khi 1én 16p, dén noi lam viéc, hoi hop, ti€p khéch hodc khi thi
hanh cong vu... Ngoai ra, cO thé deo Calavat nir, no hoac khan...

- Khuyén khich nam cin b0, cong chitc, vien chiic, nhat 1a giang vién, gido
vién, cong nhan vién trong cic don vi, trudng hoc méc bo quan do théng nhat vé
kidu dang, mau sic, chat liéu. Quén au mau sim; 4o so mi trang, that Calavat hodc
bd Complet.

# Chd y: Céc don vi, trudng hoc xay dung Biéu trung, 16 go riéng cua don Vi,
truong hoc minh coi day nhu thuong hiéu cua nha truong. (Tham khao biéu trung,
16 g6 ctia nganh GD&DT Hoa Binh). Biéu trung, 10g0 chia don vi, trudng hoc phai
thé hién 18 nét dic trung riéng biét; khong dung biéu trung, 16 god cua cic don vi
khac.

VL. Peo Thé cong chiic

1. C4n bo, cong chiic, vién chiic nganh GD&DT phai deo thé cong chic khi
lam viéc, khi gidng day va thuc thi nhiém vu ...

2. Khi ra ngoai co quan, don vi, trudng hoc, khi khong thi hanh nhiém vu cin
b, cong chic, vién chitc khong deo Thé cong chric.

3. Khong cho ngudi khdac mugn Thé cong chic. Khi mat thé cong chic can
bdo ngay v6i b phan ¢6 trdch nhiém.
VIL Giao tié¢p va ting xit

- C4n b0, cong chiic, vién chiic nganh GD&DT khi lam viéc, 1én 16p va thi
hanh nhiém vu phéi thuc hién céc quy dinh vé nhiing viéc can phai lam va nhiing
viéc khong dugc 1am theo quy dinh clia Phdp luat.



- Trong giao ti€p va ing xiI, cdn by, cong chiic, vién chic phai c¢é thdi do lich
su, ton trong cong dan, déng nghiép, hoc sinh. Ngon ngit giao ti€p phai van minh,
lich su, khong néi to gay 6n ao ...

- Giao tiép va wng xu voi nhdn dan

- Trong giao ti€p va ting x v6i nhan dan, can b, cong chiic, vién chic phai
nhd nhin, ling nghe ¥ kién, giai thich, huéng dan 1o rang, cu thé vé céc quy dinh
lién quan dén giai quyé€t cong viéc.

- C4n bo, cong chiic, vién chic tuyét doi khong duoc ¢6 thai do hach dich,
nhiing nhiéu, gay kho khan, phién ha khi thyc hién nhiém vu.

- Giao tiép va ting xu voi dong nghiép.

Trong giao ti€p va tng xu v6i dong nghiép, can bo, cong chiic, vien chic
phdi c6 thai do trung thuc, than thién, hop tic, gitip d& 1an nhau hoan thanh nhiém
vu.

- Giao tiép ting xu véi hoc sinh, sinh vién

Trong giao tiép thé hién rd yéu cdu mau muc cta Nha gido doi véi hoc sinh
qua thdi do, ctr chi trén tinh thén (6n trong va yéu thuong hoc sinh...

- Giao tiép qua dién thoai

Khi giao ti€p qua dién thoai, can bo, cong chiic, vién chiic phai xung tén, co
quan, don vi, trudng hoc noi cong tac; trao déi ngan gon, tap trung vao noi dung
cong viéc; khong dung dién thoai co quan trao doi viéc riéng... Trong khi lam vigc,
hoi hop dién thoai di dong dé ché do rung.

VIIL. Bai tri noi cong s¢

1. Treo Quoc ky
- Quéc ky dugc treo trang trong trude co quan, don vi, trudng hoc. Quoc ky
phai ding tiéu chudn vé kich thude, mau sac di duge Hién phip quy dinh.

- Viéc treo Quéc ky trong cdc budi L&, dén tiép khach tuan theo quy dinh vé
Nghi 1& Nha nudce.

- Cac truang hoc treo Qudc ky theo ding hudng din. Sdng thi hai hang tuin
t6 chic Chao cd va thuc hién tiét Chao co theo quy dinh ciia S6 GD&DT.

2. Treo bién tén co quan, don vi, trudng hoc.

Co quan, don vi, trudng hoc phai ¢6 bién ghi tén don vi, trudng dugc dat tai
¢éng chinh trén bién ghi 16 tén goi ddy du bang tiéng Viét va dia chi cua co quan,
don vi, trudng hoc theo ding Diéu 1¢ trudng hoc BO GD&DT da quy dinh.

Chi y: Hién nay, mot s6 truong hoc chua c6 tén riéng ( nam hoc 2011 - 2012
cAn kiém tra lai va trinh cdc cdp c6 thim quyén quyét dinh dat tén trudng. Cach ghi
bién tén trudng theo hudng dan clia Bo GD&DT.

IX. Phong lam viéc, phong chiic nang, phong bo moén

- Phong 1am viéc, phong chitc nang, phong bd mon phai ¢6 bién tén ghi rd
tén don vi, ho tén, chiic danh cla nhilng cdn bo, cong chiic, vién chic lam viéc
trong phong va dugc treo phia ngoai ctra ph(‘)ncr de cﬁng dan, hoc sinh, sinh vién
tién lien hé. Trong phong, trén ban lam viéc clia tiing cdn b, cong chiic, vién chiic
c6 bién ghi tén, chic danh ting nguoi va dat ding vi trf 1am viéc.



- Viéc sap Xep, bai tri phong lam viéc, phong hoc, phong chtic ning khéc
trong co quan don vi, trudng hoc phai bdo ddm gon gang, ngan nap, khoa hoc, hop
ly, dep.

- Khong 1ap ban thd, thap huong; khong dun, ndu an trong phong lam viéc va
trong 16p hoc.

X. Khu vuc dé phuong tién di lai cia CB,GV,NV

- Co quan, don vi, trudng hoc c¢6 trach nhiém bo tri khu vuc dé phuong tién
giao thong clia can bo, cong chic, vién chic va ciia hoc sinh, sinh vién, cua cong
dan, hoc sinh va nhan dan dén giao dich.

- Khéng thu phi glii phuong tién giao thong ctia cén bo, cong chiic, vién
chifc trong co quan, don vi, trudng hoc cling nhu ngudi dén giao dich, lam viéc tai
don vi, co quan.

XI. Té chitc thuc hién

- Gidm do6c S6 giao Van phong S6 GD&DT chi tri, phoi hop v6i céc phong
CN,CM,NV S& hudéng dan phong GD&DT cic huyén, thanh pho, cic don vi tryc
thuoc trién khai thuc hién quy dinh trén day. Chi dao, kiém tra, danh gid viéc thuc
hién mac dong phuc doi voi cac truo'ng hoc trén dia ban. Hdn‘g, nam, Van phong S&
GD&DT xay dung K& hoach va 16 chic danh gid, x&p loai cdc don vi, trudng hoc
trong viéc thuc hién Quy ché Vin hod cong so.

- Thuc hién Quy ch€ Van hod cong s& 12 mot trong nhiing ti€u chi dé xem
xét danh gid, xép loai cong tdc thi dua clia don vi, trudng hoc trong ndm hoc. Cac
don vi, trudng hoc duge nganh GD&DT dé nghi UBND tinh tang Co va Bang khen,
cdc don vi, truong hoc phin ddu dé nghi cong nhén 14 tap thé lao dong xuat sic, tap
thé lao dong tién tién, cdc trudng dat chudn Qudc gia, ngoai cdc tiéu chudn, yéu ciu
chung vé cac Iinh vuc thi dua dat dugc trong nam hoc, phai 1a don vi, trudng hoc
thyc hién 6t Quy ch€ Vin hod cong s& va Thong tu 26/TT-BGD&DT ngdy
30/9/2009 ctia Bo GD&DT vé viéc Quy dinh viéc mac dong phyc va 1€ phuc cta
hoc sinh, sinh vién.

_ T4 chiic viéc sa két, téng két bao cdo Vu Cong tic hoc sinh, sinh vién Bo
GD&DT va UBND tinh theo quy dinh.

Trén day 1 huéng dén céc don vi, trudng hoc thuc hién Quy ché Vian hod
cong sG giai doan 2011 - 2015, S& GD&DT yéu cau cac don vi, trudng hoc trién
khai thuc hién c6 két qua noi dung trén gép phan vao viéc thyc hién phong trao thi
dua: “Xay dung trudng hoc than thién, hoc sinh tich cyc”, tao thém nhiing nét dep
nha gido, tao moi trudng va canh quan su pham lanh manh, dep, khoa hoc, hién dat,
g6p phin vao viée nang cao chét lugng gido duc trong cdc nha trudng./. .anr
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