UBND XA NGHI DUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TIEU HQC NGU PHUC Poc 1ap — Tw do — Hanh phic

Nghi Duwong, ngay 05 thang 9 nam 2025

PHAN CONG NHIEM VU CAC THANH VIEN
TRONG BAN CHI PAO BAN TRU NAM HOQC 2025-2026
(Ban hanh kém theo Quyét dinh so: 46/QP-THNP ngay 05 thang 9 niam 2025
ciia Hiéu truéng trieong Tiéu hoc Ngii Phiic)

1. Ba bang Thi Lién - Hi¢u truong - Trudng Ban CD: Phuy trach chung.

- Tham muu voi cdp uy Pang, cic doan thé cia xa Nghi Duong; Ban dai
dién CMHS, Tram y té xa phéi hop thuc hién dé cong tac td chtrc ban tri dat
hi¢éu qua.

- Tang cudng CSVC xay dung 16p ban tra; bd tri nguoi chim soc 16p ban
tra, quyét dinh chi tra cac khoan lién quan dén 16p ban trd.

- Ky truc tiép véi cac nha cung ung suat an ban trd cho truong. Ki hop
ddng voi gido vién, nhan vién 1am céng tac chim in va quan 1y hoc sinh budi
trua.

- Tham gia tryc ban tra theo lich phan cong va phan anh day du trong so
truc.

- Phéi hop v6i tram Y t& x3 Nghi Duong, GVCN trong cong tac phong
chéng dich bénh tai don vi; bdo céo kip thdi voi cac cap quan 1y khi co dich
bénh xay ra.

- G1am sat va phéi hop v61 gido vién, nhan vién thyc hién tbt cong tac vé
sinh c4 nhan, vé sinh 16p, bép dn, vé sinh méi truong. Quan 1y ho so stc khoe
HS tai 16p va van phong truong.

- Phéi hop véi t6 bép, gido vién cac nhom, 16p thuc hién cac bién phap lam
giam nguy co HS suy dinh dudng thé nhe can, thap cdi va béo phi.

- Phéi hop voi gido vién Tong phu trach thuc hién cong tac tuyén truyén
gido duc dinh dudng, stc khoe, phong chdng dich bénh biang cac nodi dung, hinh
thirc phong phui qua phat thanh méng non, chao cd dau tuan...

- Chiu trach nhiém kiém tra, giam sat viéc thuc hién VSATTP, chét lugng
btra an cho HS, cham séc strc khoé cho HS ban tra,

- Chiu trach nhiém trudc cic co quan chirc ning va CMHS vé nhiém vu
cuia minh.

2. Ba Pham Thi Ha - Pho Hi¢u truong - Phé Trudng ban

- C6 trach nhiém kiém tra, giam sat viéc thuc hién ndi1 quy, quy ché nha
bép. Chi dao nhan vién nha bép luu méiu thic in hang ngay theo kiém thuc 3
budc cua Bo Y té quy dinh.
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- Xt 1y kip thoi nhitng vi pham ctia nhan vién bép vé ché bién, thao tac, ki
thuat ndu an, vé sinh bép va nhan vién trong trua khong thuc hién tot nhiém vu
cham soc cuia minh.

- Phéi hop véi to bép, gido vién cac nhom, 16p thuc hién cac bi¢n phap
chiam soc voi HS suy dinh dudng thé nhe can, thip coi va béo phi.

- Céap nhat suat an hang ngay bao vé cong ty ché bién, cung cip thuc pham
theo dung quy dinh.

- Quan Iy viéc cung cip suét an (bita chinh, bira phy cua HS)

- Nim bét, theo doi thuc don bita in hang ngay; gidm sat viéc nhap thuc
phrflm, dam bao an toan thuc phém nhan va kiém tra thyuc phém cua to bép thudc
cong ty ché bién thuc pham Hoa Phuong.

- Theo ddi, kiém tra, danh gia hang thang, hoc ki, cd nam cho tirng ca nhan,
tung cong viéc dugc phan cong.

- Phu trach co s& vat chat ban tr; 18n ké hoach mua sdm ban tra bd sung
(néu c6) dé dam bao day du co so vat chat phuc vu ban tra theo quy dinh. Quan
1y tai san ban tra trong cac phong ngi: chin, gdi... Tong hop cac ¥ kién cua gido
vién trong cac phong ngu... bao cao vé HT dé giai quyét kip thoi.

- B4o cdo cong tac ban tra vé d/c Hiéu trudng.

- Tham gia tryc ban tra theo lich phan cong va phan anh day du trong so
truc.

- Chiu trach nhiém trudc Hi€u trudng va cac co quan chirc nang va CMHS
vé nhiém vu phu trach cong tac ban tra ctia nha truong.

3.Ba Vii Thi Nham: K¢é toan - Thanh vién

- LAy si s6 hoc sinh dang ky ban tra va vao sb sach tong hop sb luong theo
khéi va toan trudng hang ngay; phan vi tri ngdi an va phong ngi caa céac 16p, hd
tro GV cham an...

- Quan 1y s6 ban giao HS ban tra tir cac phong an, ngu hang ngay. Co trach
nhiém tong hop tinh hinh ban tra trong ngay voi GVCN.

- Hoan thanh cac loai hd so ban tra, chtng tir thanh quyét toan hang ngay
theo thuc don cia ngudi phu trach ban tru.

- Phy trach s6 quyét toan ban tra, phdi hop véi ngudi phu trach si s6, lanh
dao truc va bép truong dé quyét toan thu - chi ban tra hang ngdy, hoan thanh
truoc 10 gio sang.

- Thanh quyét todn cong khai, minh bach va trung thuc hang thang, hoc ky,
niam hoc vé thu - chi bép an ban tra.

- Chiu trach nhiém truéc Hi€u trudng, phd Hidu trudng, Ban chi dao, céac
co quan chtc nang va CMHS vé nhiém vu cta minh.
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4. Ong Bui Pire Ninh: Thu quy - Thanh vién

- Chju trach nhiém thu tién in cua HS tir CMHS. Chi tra tién dn (tra cho
cong ty ché bién va cung cép thuc pham Hoa Phuong), chi mua sim CSVC cia
bép an ban tra khi dugc sy dong ¥ cua trudng ban.

- Hoan thién s6 sach hang ngay, hd trg GV chiam an....

- Hang ngay 14y si s6 hoc sinh; vao sd bao an va viét bang si s6 HS dang ky
an & bép ban tru.

- Chiu trach nhiém trudc Hi€u trudng, Ban chi dao, cac co quan chiic nang
va CMHS vé nhiém vy ctia minh.

5. Ong L3 Pic Kim- Trudng ban Pai dién CMHS - Thanh vién

- C6 trach nhiém thay mat phu huynh giam sat cong tac ban tra ctia nha
truong.

- Tuyén truyén cac chil truong chim séc HS ban tra; cong khai ké hoach
cac khoan thu ban trt nam hoc 2024-2025.

6. Cong ty Cung cap va ché bién thuc pham Hoa Phuwong

- Cung cap suat an cho hoc sinh dam bao dinh dudng va VSATTP.

- Chiu trach nhiém truée Hi€u trudng, pho Hicu trudng, Ban chi dao, cac
co quan chirc nang va CMHS vé nhiém vu cta minh.

7. Cac gido vién - Thanh vién

- Thoi gian 1am viée tir 10 gid 25 phut dén 13 gio 30 phut gido vién, nhan
vién 1am cong tac cham @n va quan 1y hoc sinh budi trua cé trach nhiém tong vé
sinh phong hoc (lau chuii ban ghé, san nha va cac vat dung sinh hoat) theo dung
quy dinh.

- Nhén dinh luong phan in cua 16p dang phuy trach tir cong ty cung cp,
kiém tra sé luong, chat luong, dinh lwong khau phan diung véi s luong timng
16p, ting dbi twong hoc sinh minh phu trach.

- Trong gid hoc sinh an trua hay dn xé phai c6 mit bén hoc sinh, dong
vién theo d&i, nhac nhd va yéu cau hoc sinh ngdi tai chd, dn hét khau phan an
ctia minh, tranh viéc thira thiéu khau phan an cua cac em, néu c6 tinh trang thira
thiéu thi bao ngay cho ngudi quan li truc tiép (PHT) giai quyét.

- Trong qua trinh huéng dan hoc sinh &n, ngu phai thuc hién dung quy
dinh cta truong, ludn ton trong, gan giii, thuong yéu hoc sinh. Tuyét ddi khong
dugc bo mic hoc sinh trong khi cac em ngu dé dira ngoai.

- Chiu trach nhiém bdo quan toan bg tai san, dung cu phuc vu hoc sinh an
ngu, sinh hoat ctia hoc sinh da nhéan cia truong. Néu dé mat mat, hu hong phai
boi thudong hodc bi xir 1i theo quy dinh ctia phap luat.

- C6 trach nhi¢m theo doi, quan li toan bo cac hoat dong cua hoc sinh 16p
minh phu trach trong ngay tir 10 gid 25 phut dén 13 gid 30 phit. Néu c6 sy viée
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xay ra, thi phdi bdo c4do ngay cho quan li hodc can bd truc ban tra va ghi rd tinh
hinh dién bién sy viéc cu thé trong s6 truc cla 16p.

7.1. Ba Nguyén Thi Minh Phuwong - Gido vién chu nhiém 16p 1A: quan
Iy HS an, ngi tai phong hoc 16p 1A (s6 hoc sinh theo danh sach cu thé).

7.2. Ba Nguyén Thi Hwong - Gi4o vién chu nhiém 16p 1C: quéan Iy HS
an, ngt tai phong hoc 16p 1B (s6 hoc sinh theo danh sach cu thé).

7.3. Ba Bui Thi Thuy - Gido vién TPT: quan 1y HS an, ngu tai phong 16p
1B (s6 hoc sinh theo danh séach cu thé).

7.4. Ba Nguyén Thi Sang - Gido vién chii nhiém 16p 5D: quan ly HS an,
ngil tai phong hoc 16p 1D (s6 hoc sinh theo danh sach cu thé).

8. Ong Nguyén Ping Hoan - Bao vé

- Pam bdo an toan cho GV, HS trong gio an nghi trua tai truong.

- Tuyét d6i khong cho nguoi khong ¢ trach nhiém vao khu vuc dn, nghi
cua hoc sinh.

9. Ba Bui Thi Thuyén- Lao cong: gidt khan tay hang ngay, gidt chan,
chiéu, vo gbi vao cudi tudn, danh rira ca cdc hang ngay.

10. Cac dong chi GVCN 16p ¢6 hoc sinh dn ban tru

- B4o suét an hang ngay ding gid, dam bao du sb luong hoc sinh theo ding

ki cata CMHS.

- Ban giao s6 lwong HS an, nga cho d/c truc ban tra. Chiu trach nhiém
viéc ban giao HS cuia minh trudc d/c PHT va Ban chi dao ban tra.

- Theo ddi strc khoe ctia hoc sinh. Néu HS ¢6 hién tuong dm, bat thudng...
phai bao ngay voi phu trach y té va Ban chi dao dé xtr Iy kip thoi.

Trén day la phan cong nhiém vu cho céac thanh vién khi thuc hién cong tac
ban trl tai trrong. Trong qua trinh thuc hién, néu co thay ddi, Ban chi dao s& bd
sung phuong an kip thoi.

HIEU TRUONG

Pang Thi Lién



