PHONG GD&DPT PONG TRIEU CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MN HOA ANH PAO Poc 1ap — Tu do — Hanh phiic
Sé: 15/QD-MNHAD Binh Khé, ngay 14 thang 02 nam 2025
QUYET PINH

“Veé viéc ban hanh quy tdc wng xv va chudn muc dao dirc cong vu ciua can bg
vién chiwrc, nguoi lao dong trong truwong mam non”

HIEU TRUONG TRUONG MN HOA ANH PAO

Can cwt Thong tw 06/2019/TT-BGDPT ngay 12/04/2019 cua Bo gido duc va
dao tao Quy dinh qui tdc vmg xir trong co' sé GDMN, CSGDPT, CSGD thuong xuyén;
Chi thi 1737/CT-BGD&PT ngay 7/5/2018 ciia Bé GD&DT vé viéc ting cuong cong
tac quan Iy va ndng cao dao dirc nha gido.; Quyét dinh sé 874/0P-BTTTT ngay
17/6/2021 Quyét dinh vé viéc ban hanh bg qui tic vmg xit trén mang xd héi; sé
4532/UBND —VX6 ngay 12/8/2022 ciia UBND tinh Qudng Ninh vé viéc tiép tuc tuyén
truyén cdc ndi dung, qui tdc g xir trén mang xd héi; Quyét dinh sé6 3733-0P-UBND
ngay 02/12/2024 ciia UBND thanh phé Péng Triéu vé viéc ban hanh Qui tdc ing xir
va chudn muc dao dirc cong vu cua can bo cong chure, vién chirc, va nguoi lao dong
trong cdc co quan hanh chinh, don vi sy nghiép cong lap, Trung tam hanh chinh
cong, Hoi chir thdp do,thupc UBND thanh phé Déng Triéu; cong van sé
181/PGD&PT ngay 12/02/2025 ciia Phong GD&PT vé viéc tuyén truyén Bo Quy tic
ing xir trén dia ban tinh Quang Ninh tai thanh pho Péng Triéu.

Can cir tinh hinh thuc té nha treong,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy tic tmg xir trong truong mam
non Hoa Anh Pao tir nam hoc 2024-2025.

Piéu 2. Giao cho to chuyén mon, t6 van phong, to churc nghién ctru, hoc tap,
huéng dan thyc hién Quy tic ung xir toi ting can bo, gido vién, nhan vién trong
truong.

Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky. Cac dong chi t6 trudng to
chuyén mon, vin phong, cic t6 chic doan thé, ca nhan Trudng mam non Hoa Anh
Pao chiu trach nhiém thuc hién Quyét dinh nay./.

Noi nhgn: HIEU TRUONG
- Nhu diéu 3 (t/h) -
- Luu: VT.
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QUY TAC
ieng xit va chuin muc dgo dirc cong vu ciia cdn bé vién chirc, nguwoi lao dong
trong truong mdm non Hoa Anh Pao
(Ban hanh kém theo Quyét dinh so 150P-TrMN ngay 14/02/2025
ciia Hiéu truong Truwong mam non Hoa Anh Pdo.)

I. QUY PINH CHUNG
Pi¢u 1. Pham vi va doi twong diéu chinh

1. Quy ché nay qui dinh quy tic vin hoa tmg xir trong truong mam non Hoa
Anh DPao.

2. Quy ché nay ap dung dbi v6i can bo, vién chirc, ngudi lao dong, phu huynh
trong truong mam non Hoa Anh Pao. Ngoai viéc thyc hién Quy ché ndy con phai
thue hién nghiém Quyét dinh s6 16/2008/QD-BGDDT ngay 16/4/2008 cia Bo GD-
PT ban hanh quy dinh vé dao dirc nha gido; Chi thi 1737/CT-BGD&PT ngay
7/5/2018 ciia BO GD&DT vé viée ting cudng cong tac quan 1y va nang cao dao dirc
nha gido; Quyét dinh sd 3733-QD-UBND ngay 02/12/2024 ctia UBND thanh phé
Dong Triéu vé viéc ban hanh Qui tac ung XU va chuan muc dao dic cong vu cua can
bo cong chirc, vién chire, va nguoi lao dong trong cac co quan hanh chinh, don vi su
nghi¢p cong 1ap, Trung tdm hanh chinh cong, Hoi chit thap do thudc UBND thanh
phé Poéng Triéu; cong van sd 181/PGD&PT ngay 12/02/2025 ciia Phong GD&DT vé
viéc tuyén truyén Bo Quy tic Gng xt trén dia ban tinh Quang Ninh tai thanh phd
Pong Triéu.

Picu 2. Muc dich xdy dung B quy tic ing xir nham;

1. Xay dung méi trudong van hdéa codng st van minh, lanh manh, dan chu, doan
két, nhan van, doi méi sang tao, minh bach hiéu qua trong hoat dong thuc thi nhiém
vu; xay dung hinh anh, tdc phong cdt cach cua ngudi can bo nha gido liém chinh,
trach nhiém, chuyén nghiép, ky cuong, tdn tdm, mau muc, ning dong sang tao, vi
nhéan dan phuc vu.

2. Pinh hudng phong cach tng x1, 1€ 161 lam vi¢c, chuan muc dao duc cho cén
b0, vién chirc, nguoi lao dong trong gidi quyét cong viéc vdi to chirc va nhan dan,
trong cac moi quan h¢ gia dinh va xa hoi.

3. Nang cao y thirc trach nhiém cta can b vién chirc nguoi lao dong trong thuc
hién nhiém vy nham phong chong tham nhiing. P€ cao trdch nhiém nguoi ding dau
don vi trong viéc thuc hién van héa cong sé, dao dirc cong vu

4. Gido vién, nhan vién can nang cao tinh than, y thirc trach nhiém, thai do phuc
vu nhan dan; tuan thi nghiém céac quy dinh vé dao dic nhagido, ky cuong hanh chinh,



ky luat lao dong; néu cao tinh than tu hoc, tu bdi dudng, rén luyén vé phém chét chinh
tri, dao dtrc va chuyén mon nghi¢p vu La can c dé danh gia, khen thudéng va Xép loai
hang nam dong thoi 13 can ctr cir dé nhan dan giam sat viéc chap hanh cac qui dinh
phap luat cua can bd vién chuc, nguoi lao dong.

5. Gop phan xay dung con nguoi Quang Ninh “ Ban linh, Tu cudong, Ky cuong,
Poan két, Nghia tinh, Hao sang, Sang tao, Van minh”; phat huy gia tri van hoa, con
ngudi Pong Triéu thuc hién hoa khat vong xay dung mot Pong Triéu giau dep vin
minh, hién dai, nghia tinh.

Picu 3. Nguyén tic xay duwng B qui tic wng xir trong Nha truong

1. Tuan thu cac qui dinh cia phap luat; phu hop véi chuan myc dao die, thuin
phong my tuc va van hoa cua dan tdc, dia phuong.

2. Xay dung d6i ngti can bg, vién chirc, nguoi lao dong Truong mam non Hoa
Anh Dao theo nguyén tic “Ky cuwong — Poan két -Trach nhiém —Sang tao - Thanh
cong”. Gop phan giir gin va phat trién truyén thong vin hoa tot dep cua nha truong,
xay dung nép sdng van minh 1 dia chi tin cdy ctia nhan dan. Hoan thanh tét nhiém
vu nam hoc theo phuong cham “Ky cuwong — Podn két -Trach nhiém — Sdng tao -Tdn
tinh — Thdn thién - Thanh cong”.

3. Bdo dam dinh hudng gido duc dao duc, 161 song van hoa, phat trién pham
chat, nang cao dao duc nha gido cua Can bg gido vién nhan vién va néu cao tinh than
trach nhiém cua Hi€u trudng.

4. Thuc hién cong khai cac hoat dong nhi€ém vu, cong vu va quan hé xa hoi cua
can bd, cong chirc, gido vién, nhan vién, nguoi lao dong; Nang cao y thic, tinh than,
trach nhiém cua can bd, cong chirc, giao vién, nhan vién, nguoi lao dong trong cong
tac phong, chéng tham nhiing noi riéng va thuc hién cac quy dinh cta Phap ludt noi
chung.

5. Viéc xay dung, stra d6i, bo sung ndi dung Bo Quy tic tng xtr phai dugc thao
luan dan cha, khach quan, cong khai va dugc su déng thuan nhat tri coa tap thé Nha
truong.

II. NOI DUNG QUI TAC UNG XU
TRONG THI HANH NHIEM VU, CONG VU
Picu 4. Quy tic wng xir chung

1. Thyc hién nghiém tac cac qui dinh cua phap luat vé quyén va nghia vu cua
Can bd, vién chtrc, nguodi lao dong khi thi hanh nhiém vu, cong vu phai thuc hién
dung, déy da cac quy dinh vé nghia vu cta can b, cong churc tai biéu 8, biéu 9, Piéu
10 cua Luat cong chirc va quy dinh vé nghia vu cta vién chuc tai biéu 16, Piéu 17,



Diéu 18 cua Luat Vién chire. Thong tu sO 52/2020/VBHN-BGD&DT nga 21/12/2020
Cua Bo C:ID&DT vé€ viéc ban hanh Diéu 1€ trudng mam non;

Diéu 5: Thoi gian lam viée

1. Thyc hién dang qui dinh tho1 gian 1am viéc cua nha nudc, st dung hiéu qua
gio lam vigc.

Mula dong tir 7 gio 00 dén 16 gio 30 phut

Mira hé tir 6 gior 45 phut dén 16 gid 45 phut

2. Trong gid 1am viéc khong lam viéc riéng, sir dung cac thiét bi giai tri c4 nhan
va tham gia cac hoat dong khac khong lién quan dén cong viéc khi khong dugc cp
trén giao.

Picu 6: Trang phuc, tac phong, 1 16i, noi 1am viec ciia can bd, vién chirc
nguoi lao dong.

1. Khi thyc hién nhi€ém vu phai an mac gon gang, lich su, di giay hoac dép quai
hau. Trang phuc phai phi hop véi tinh chét cong viée va thuan phong my tuc ctia dan
toc, khong mic vay ngan qua gbi, 4o phong co cb rong khi dén truong.

2. Can b, vién chtrc, nguoi lao dong deo thé, hodc cai thé tén, phu hi¢u chuc
danh diung qui dinh trong thoi gian 1am viéc, thyc thi cong vu.

3. Gitt gin v¢ sinh noi cong sé va noi lam vi¢c, khong luu trit cac hinh anh, noi
dung van hoa pham d6i truy, tai liéu chéng pha Pang, nha nudc.

Picu 7. Ung xir ciia can bd, vién chirc, nguoi lao dong trong thue thi cong
vu.

1. Chap hanh nghiém chu truong ctia Pang, chinh sach, phap luat ctia Nha
nudc; thuc hién ding va déy duqui dinh vé nghia vu cta cdn bg vién chirc theo qui
dinh cua phap luat vé CBVC, phap luat vé phong chéng tham nhiing va cac qui dinh
phép luat khac co lién quan.

2. Thyc hién dung, déy du, chiu trach nhiém vé két qua thuc hién nhiém vu,
quyén han duoc giao; ¥ thitc 16 vé chirc trach, bon phan cua ban than, sin sang nhan
va nd lyc hoan thanh t6t moi nhiém vu duoc giao; khong dé tré han bo sét nhiém vu,
khong duogc dun déy, né tranh trach nhiém.

3. Can bd vién chirc ngudi lao dong ludn co ¥ thirc to chirc ky luat, chap hanh
nghiém qui dinh cta phap luat, qui ché nha trudng, bao cdo ban gidm hiéu khi phat
hién nguo1 ¢6 hanh vi vi pham phép luat trong nha truong.

4. Can bd vién chirc ngudi lao dong nha truong ludén doan két, phdi hop chat
ch€ trong thuc hién nhi€ém vu; bao vé, quan 1y stir dung hi¢u qua , tiét kiém tai san nha
nuée duoc giao; Thuc hién nghiém tac chuan muc dao dtrc nha gido va nghia vu khac
theo qui dinh ctia phap luat.

Picu 8. Ung xir ciia can b, vién chirc, ngwoi lao dong véi phu huynh, nhan
dan va hoc sinh.

1. Ung xt véi hoc sinh:



Phai gan gili, ngdn ngir chuan muc, d& hiéu, khen hodc phé binh phi hop véi
tré & tung do tudi va nam dugc tAm sinh 1y cua tré. Mau muc bao dung, trach nhiém,
yéu thuong, d6i xir cong bang; C6 thai d6 CSNDGD tré nhiét tinh, nhe nhang, than ai
voi tré; than trong, khach quan, cong bé“mg khi nhan xét danh gia tré; léng nghe, ton
trong cac ¥ kién cua tré, huéng dan cho tré hiéu va thuc hién dang ndi quy, quy dinh
cua 16p, nha truong; tan tuy voi nhiém vu duoc giao, c6 y thirc td chirc ky luat tdt.
Tich cuc phong chéng bao lyc hoc duong, xdy dung méi truong gido duc lanh manh
an toan,than thién. Khong xtc pham, gay ton thuong, tru dap, dinh kién, bao hanh,
xam hai; khong thd 0, né tranh trach nhiém dbi vé6i hoc sinh.

2. P6i voi phu huynh va nhan dan

Tén trong, tin tudng, gan giii gan bé v4i phu huynh, ¢ tac phong thai do hoa
nha lich su, nghiém tic ding muc, khong c6 hanh vi 10i néi hach sach, nhiing nhiéu,
gy cang thang, goi ¥ nham truc loi c4 nhan.

Trong thyc hi¢én nhiém vu lién quan dén phu huynh va nhan dan can tan tinh
giai thich huéng din rd rang cu thé; khiém ton, tiép thu cac y kién, khong duoc tho o
v0 cam, trudc nhiing buc xtc kho khan cua phu huynh va nhéan dan.

3. Thyc hién tiép cong dan va t6 chuc tai don vi khéng hen gip, khong tiép
cong dan bén ngoai co quan, ngoai gid lam viéc, tai nha riéng. Thuc hién “ 4 xin, 4
luon”; xin chao, cin 16i, xin 15i, xin cdm on, xin phép; luén mim cudi, luoén nhe nha,
ludn ling nghe, luon gitp da.

Picu 9; Ung xir ciia can bd vién chire giir chire vu lanh dao quan ly.

1. Bé cao trach nhiém néu guong cua ngudi dung dau; xay dung méi trudng
lam viéc cong béng, dan chu, than thién, chuyén nghi¢p, hién dai, gitt gin sy doan két,
dao dtrc va van héa cong vu trong nha truong.

2. Ung xir v6i gido vién: Phan cong gido vién, nhan vién, rd rang ding ngudi
dung viée, 1am bat tam 1y, 16i song, 1& 16i lam viéc, tao su cong bang va phat huy dan
chu, lang nghe tim tu nguyén vong va nhimg dé nghi chinh dang cta cip dudi. Khong
chuyén quyén doc doan, dan chu, ton trong d@)ng nghié¢p, khich 1¢, dong vién; Nghiém
tic, guong mau, déng hanh trong cong viéc; bdo vé uy tin, danh dy, nhan phém, phat
huy nang luc ctia gido vién nhan vién; doan két, dan chu, cong bﬁng, minh bach.
Khong hach dich, gay khé khan, xic pham, thién vi, vu 191, né tranh trach nhiém hoac
che d4u vi pham d6 13i.

3. Ung xir v6i phy huynh: Ngbn ngit chuan muc, ton trong hd trg, hop tac chia
sé, than thién. Khong xuc pham gay kho khin phién ha vu loi.

4, Ung xtr v6i khach dén lam viéc: Ngoén ngir chuan muyc, ton trong ho tro, hop
tac chia sé, than thién. Khong xtic pham giy khé khan phién ha.

Picu 10: Ung xir ciia can bd vién chirc khong giir chirc vu linh dao quan

4

ly.



1. Ung xr voi can bo quan 1y ( Ban giam hiéu): Ngon ngir ton trong, trung
thuc, cau thi, tham muu tich cuc va thé hién rd chinh kién; phuc tung su chi dao, diéu
hanh va phan cong cua Hiéu trudng va cip trén theo qui dinh. Khong xtc pham, giy
mat doan két; khong tho o, né tranh hodc che diu cac hanh vi sai pham cua can bd
quan ly.

2. Ung xir v6i dong nghiép: Ngbn ngit dung muc, ton trong, trung thyc, cau thi,
chia sé, hd trg; bao vé uy tin, danh du va nhan phém cua d@)ng nghi¢p. Khong xtc
pham, vo cam, gay mat doan két.

3. Ung xur v6i phu huynh: Ngon ngir ding muec, trung thuc, t6n trong, than
thién, hop tac, chia sé. Khong xtic pham, ap dat, vu loi.

4, Ung xtr v&i khach dén lam viéc: Ngoén ngir chuan muyc, ton trong ho tro, hop
tac chia sé, than thién. Khong xtic pham gy kho khian phién ha.

Chuong I11
QUY TAC UNG XU TRONG QUAN HE XA HOI

Diéu 11: Ung xir ciia can b, vién chirc, ngwoi lao ddng noi cong cong

Guong mau chap hanh nghiém tic cac qui dinh ctia phap luat, ndi qui va cac
chuan muc ve thuan phong my tuc tai noi cong cong.

Van minh lich su trong giao tiép, ung xu, trang phuc, khong cé 101 noi, cu chi,
hanh dong gay buc xtc trong du luan anh huong dén hinh anh nha gido.

Khi tham gia cac hoat dong xa hoi khong loi dung chiic vy, quyén han, khong
tham gia xi duc; kich dong, tiép tay hodc bao che cic hanh vi vi pham phap luét cta
nguoi khéc.

Piéu 12: Ung xir ciia can b, vién chirc, nguwdi lao dong noi cw tri.

Guong mau thyc hién nghia vu cong dan, thuc hién qui ché dan chu & co s,
tham gia sinh hoat va chap hanh day du nghia vu & noi cu tr(; chiu sy giam sat cia to
churc dang va nhan dan; gan giii, doan két, giip d& moi ngudi xung quanh.

Picu 13: Ung xir ciia can b, vién chirc, nguwdi lao dong trong gia dinh

Tuyén truyén van dong ngudi than trong gia dinh guong mau chip hanh
nghiém chinh chu truong, dudng 16i cua Pang, chinh sach phap luat cia Nha nudc,
qui dinh cua dia phuong va noi cu tra.

Thuc hién nép sdng vin minh, xdy dung gia dinh 4m no, tién bd, hanh phuc,
van minh, vin héa, tan tha dao dirc gia dinh va xa hoi, thuan phong my tuc, tham gia
cac cudc van dong do dia phuong phat dong, xay dung mdi quan hé doan két gin bo
doi séng van hoa khu dan cu.



Chuong IV
CHUAN MUC PAO PUC CONG VU
CUA CAN BO VIEN CHUC, NGUOI LAO PONG

Piéu 14: Tinh chinh true, liém chinh

Trung thyc, trach nhiém, thang than, khong bao che cac hanh vi vi pham phép
luat cua cé nhan, tap thé khi thuc hién nhiém vu; khong lgi dung vi tri cong tac, chuc
vu dé muu cau lgi ich c4 nhan

Neéu cao long ty trong, danh dy, khong co hdi chinh tri, tham vong quyén luc,
giit gin pham gia nguoi can bg, dang vién, khong dé tac dong 16i kéo tidu cuc.

Thyc hién cong khai thu nhap cé nhan theo qui dinh cua phap luat.

Pi¢u 15: Poan két, ky cwong, tinh thwong, trach nhié¢m.

Luén giir gin doan két, théng nhat trong nodi bo, tip thé nha trudng, kién quyét
dau tranh véi nhitng biéu hién bé phéi. Néu cao y thirc ky luat ky cuong, nhét 13 ky
luat phat ngodn, néi va lam theo dung chu truong dudng 16i cuia Pang, chinh sach phap
luat ctia Nha nudc, qui dinh cua nganh, nha trudng.

Séng nghia tinh, yéu thuong, chan thanh, d6i xu, giup d& dong nghiép va moi
nguoi xung quanh.

Picu 16: Su diing muec, tinh than trong.

Thue hién nhiém vu va giao tiép tng xr ludn than trong, phu hop véi chuyén
mon, dao dtrc nghé nghiép, qui dinh phap luat.

Khong sa vao cac t¢ nan xa hoi, khong loi dung chirc vu, danh nghia dé giai
quyét 6ng viéc ca nhan, dé chiém dung tai san cua ngudi khac 1am anh hudng dén co
quan t6 chirc don vi va ca nhan. Khong tiét 10 bi mat cia don vi, nha nudc dudi moi
hinh thtrc.

Diéu 17: Su tin tuy va kip thoi

Cén bo vién chirc, ngudi lao dong trong nha truong tan tuy véi cong viée, cong
hién hét minh trong thyc hién nhiém vu, khong dugc tu ¥ bo viée, nghi khong 1y do
hoac tham gia dinh cong. Khong tron tranh trach nhiém, thoai thac nhiém vu duoc
giao.

Diéu 18: niing lwe va s chuyén cin

Cén bo vién chirc, nguoi lao dong trong nha truong phai thuong xuyén hoc tap,
rén luyén, tich iy kinh nghi¢m, nang cao trinh do chuyén mon nghi€p vy, k¥ nang
lam viéc, ban linh nghé nghiép.



Chuyén tam, can cti, chiu kho, tich cyc, thuc hién cac nhiém vu dugc giao.
Chuong V
TO CHUC THUC HIEN

Piéu 19. Trach nhiém cia Hiéu trudng

1. Hiéu truong chiu trach nhiém phd bién, quan triét Qui tic nay dén toan thé
can b, gido vién, nhan vién truong mam non Hoa Anh Pao; thuong xuyén t6 churc
kiém tra, giam sat vi¢c thuc hién Quy tac nay.

2. Phéi hop véi cong doan trong viée tuyén truyén, pho bién, theo doi, danh gia
x€p loai vién chuc, ngudi lao dong trong nha trudng.

3. Can b9, gido vién, nhan vién nha trudong co trach nhiém thuc hién ding cac
quy dinh tai Qui tac nay.

4. Niém yét, cong khai Quy tac ndy tai phong hoi dong.

5. Kiém tra, giam sat viéc thuc hién Quy tic ndy ctia mdi thanh vién trong
truong.

Quy tac nay la can cur dé binh xét thi dua khen thudéng nam 2025 do61 véi can bo
vién chuc nha truong

6. Giao dong chi Nguyén Thiy Ha, pho hi¢u truong phu trach theo doi cong tac
thi dua khen thuong nha truong téng hop bao céo; cac dong chi Nguyen Thi Tam, T6

truong chuyén moén 2, Nguyen Thi Thu, T6 trudong chuyén moén 1 kiém tra giam sat
bao c4o viée thuc hién to vién té minh quan ly.

Picu 20. Hiéu lyc thi hanh

Quy tic nay dugc thong qua va ap dung thuc hién trr ngay 14 thang 02 nam
2025 va thay thé Qui tic s6 147/QD-MNHAD ngay 25/9/2024.

Trong trudng hop c6 sy thay d6i, diéu chinh Qui tic hoic c6 cac van ban hudng
dan ctia Phong Gido duc va Pao tao thi duoc ra soat bo sung hang nim, Quy dinh nay
s& duoc diéu chinh bd sung cho phu hop, moi su thay doi duoc Ban giam hi¢u nha
truong thong qua va Hiéu truong quyét dinh thuc hién./.
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