PHONG GD&DT TX BPONG TRIEU CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN THUY AN Déc 1ap - Tw do - Hanh phuc
S6: 154 /QD-MNTA Thity An, ngayl14 thang 8 nam 2024
QUYET PINH

V/v Ban hanh quy dinh Quy tiic ing xir cho can bd, gido vién, nhan vién
treong Mam non Thily An

HIEU TRUONG TRUONG MAM NON THUY AN

Cdan cir van ban hop nhdt s6 04/VBHN-BGDPT ngay 24/12/2015 cia Bé
Gido duc va Ddo tao ban hanh Diéu 16 T ruong mam non;

Thuee hién ké hoach sé 1737/CT-BGD&DT ngay 07/5/2018 vé viéc tang
cuwong cong tac quan ly ndang cao dao dirc nha gido,

Thyc hién ké hoach s6 31/KH-UBND ngay 31/01/2019 ciia UBND Tinh
Qudng Ninh thiee hién dé dn: “Xay dung vin héa vmg xir trong truong hoc giai
doan 2019- 20257,

Can cir ké hoach ciia truong MN Thuy An V/v thuc hién nhiém vu nam
hoc 2024 - 2025 ciia triong Mam non Thity An

Can cit y kién thdo ludn va thong nhdt tai cuéc hop Hoi dong nha truong
ngay 3 thang 8 nam 2024;

Can cir vao ké hoach nhiém vu nam hoc 2024 - 2025 ciia nha truong,

QUYET PINH

Piéu 1. Ban hanh kém theo quyét dinh nay Quy dinh quy tic Gmg X ctia can
bo, gido vién, nhan vién trong trudng mam non Thiy An nim hoc 2024 - 2025.

Piéu 2. Quy dinh quy tac ing xr nay ¢6 hiéu luc ké tir ngay ky.
Pieu 3. Cac t6 chuc doan the, cac to6 chuyén mon, can bo, gido vién, nhan

vién trong trudng mam non Thiy An chiu trach nhiém thi hanh quyét dinh nay.

Noi nhén: HIEU TRUONG
- Nhu diéu 3;

- Luu: ¢ Zg {ziWé

Nguyén Thi Sau



2

QUY PINH
QUY TAC UNG XU CUA CAN BQ, GIAO VIEN, NHAN VIEN
TRUONG MAM NON THUY AN
I. QUY PINH CHUNG.
Piéu 1. Pham vi va doi twong diéu chinh.

1. Quy tic tmg xtr quy dinh tai quyét dinh nay ap dung cho can b, gido vién,
nhén vién lao dong hop dong dang cong tac trong trudng mam non Thiy An.

2. Can b, gido vién, nhan vién lao dong ngoai viéc thuc hién quy tic tmg
XU ctia trudng mam non Thiy An tai vin ban ndy con phai thuc hién nghiém tac
quy ché van hoa cong sé tai cac co quan hanh chinh nha nuéc theo quy dinh cua
s6 06/2019/TT-BGD BT ngay 12/4/2019 cua B gido duc va Pao tao quy dinh,
quy tac Ung st trong co sé gido duc Mam non, CSGDPT, CSGD thuong xuyén.

Can cir s0 2915/UBND-TKTH ngay 18/10/2023 vé viéc thuc hién Cong
dién s6 968/QD-TTg ngay 16/10/2023 cuaTTCP vé tiép tuc chan chinh, ting
cuong ky lut, ky cuong trong co quan hanh chinh cac cap;Chi thi s 26/CT-
TTg ngay 25/6/2016 ctia Thu tuéng Chinh phu vé ting cuong ky luat, ky cuong
trong co quan hanh chinh cac cap gan voi viée thuc hién Chi thi s6 10/CT-TTg
ngay 22/4/2019 cta Thu tuéng Chinh pha vé ting cuong xir 1y, ngin chin cé
hiéu qua tinh trang nhiing nhiéu, gdy phién ha cho nguoi dan, doanh nghiép;
thuc hién nghiém Quyét dinh sé 733/QD-TTg ngay 14/6/2019 cta Tha tudng
Chinh phu vé viéc ban hanh K& hoach t6 chire thuc hién Phong trao thi dua “Can
b0, cong churc, vién chire thi dua thuc hién van hoa cong s¢” giai doan 2019 -
2025; Cong van sd 1008-CV/TU ngay 09/01/2023 cua Thi uy Péng Triéu vé
viéc tiép tuc thuc hién tot ky luat, ky cuong hanh chinh, vin hoa cong sé ctia can
b, cong chirc, vién chirc trén dia ban thi x4; Cong vin s6 198/UBND-NV ngay
03/02/2023 ciia UBND vé viéc tiép tuc thuc hién tot ky luat, ky cuong hanh
chinh, dao duc cong vu, van hda cong so tai cac co quan, don vi va UBND cac
x4, phuong trén dia ban thi xa.

Cian ctt ké hoach 871/KH- BGD&DT ngay 20/08/2019 “Trién khai thuc
hién phong trao thi dua: CBCC, vién chtic thi dua thuc hién thi dua thuc hi¢n
van hoa cong so trong Nganh gido duc nam 2019-2025”, ké hoach sb: 31/KH-
UBND ngay 31/01/2019 cua Uy ban nhan dan tinh Quang Ninh thuc hién dé 4n”
xay dung van hda Uing xtr trong truong giai doan 2019-2025”

Can clr cong van s6 279/PGD&DT ngay 15/2/2024 V/v chan chinh ky
luat ky cuong hanh chinh, dao duc cong vy, tdng cudong cong tdc quan ly
vién chtrc, nguoi lao dong cua Phong GD&DT TX Pong Triéu;



3

Thuc hién cong van s6 1292/PGD&PT ngay 02/8/2024 V/v ting cudng
ky luat, ky cuong hanh chinh, dao durc cong vu, van hda cong sdva nang cao dao
dtrc nha gido

Cin clr ké hoach nhiém vu nam hoc thuc hién nhiém vy nim hoc 2024 -

2025 cua truong Mam non Thiy An.

DPiéu 2. Quy tac @ng xir cia can b, giao vién, nhan vién lao dong thugc
trud'ng bao gom.

1. Doi véi ban than.

2. Béi véi co quan, trudng hop khac.

3. Ung xtr v6i t6 chirc va nguoi nudc ngoai.

4. Pbi véi cap trén, cap dudi, dong nghiép.

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

6. Doi v6i nguoi than trong gia dinh.

7. Dbi v6i nhan dan noi cu tri.

8. Ung xtr & noi cong cong, & noi dong nguoi.

Piéu 3. Cac hanh vi bi cAm.

1. Hat thudc 14 trong phong hop, hdi truong, noi dong ngudi.

2. Ubng ruou. bia, 46 uéng c6 con trong gid 1am viée (Trir truong hop duge
su dong ¥ cua lanh dao co quan vao cac dip lién quan, 18 tét, tiép khach ngoai
giao), hodc ngoai gid lam viéc udng rugu, bia say, bé tha khong lam chu duoc
ban than.

3. Cac hanh vi gdy phién ha, sach nhidu, nhan cac loi ich bat hop phap tir
ngudi dén giao dich, cong tac.

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

II. QUY PINH CU THE.

Piéu 4. Ung xir véi ban than.

1. Nam virng phap luat, thong thao nghiép vu, ban linh viing vang, dong co
trong sang, hoan thanh tdt nhiém vu duogc giao.

2. Chap hanh nghiém chinh phép luat cta nha nude, ky luat. ky cuong cta
nganh. Khong di mudn vé som. Khong lam viéc riéng, khong tu ¥ bo vi tri cong
tac trong gio lam viéc.
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3. Sép xép bd tri ban, phong 1am viéc mot cach khoa hoc, gon gang, ngan lap.
4. Tac phong, trang phuc:

Mic trang phuc gon gang, chinh t& voi moi truong su pham. Peo thé vién
chtrc ding quy dinh.

- B6i véinir :

+ Khong trang phuc loe loet, khong nhudm toc sac so.

+ Mic 1& phuc vao cac ngay: Lé khai giang, hoi nghi CBVCLD, Dai hoi
cong doan, tong két va cac ngay 1& khac theo quy dinh cua Hiéu truong (Trir
truong hop co thai)

5. Khi ngdi lam viéc, hoi hop, hoi nghi ludn giit minh & tu thé ngay ngan,
khong ngdi nghiéng ngura.

6. bi, dtmg voi tu thé chimg chac, khong gy tiéng dong 16m.

7. N6i nang khiém nhuong, tir ton.

8. Hét gid lam viéc, trudc khi ra vé phai kiém tra tat dién, khoa chét cac
ctra, dam bao an toan co quan, don vi.

Piéu 5. Ung xir véi co quan, treong hoc va cac co quan dén giao dich.

(Thuc hién nghiém tac cong tac phong chéng dich bénh ctia Bo Y té quy
dinh.

1. Van minh, lich sy khi giao tiép. Ludn thé hién thai do, cir chi, 10i noi
khiém tén, vui vé, binh tinh trong moi tinh huéng. Khong to tiéng, hach dich,
khong néi tuc hodc co thai do cuc can...gdy cang thang, bic xuc cho ngudi dén
giao dich. Khong cung cap tiy tién cac thong tin clia nha trudng, cua vién chirc
thudc truong cho nguoi khac biét .

2. Cong tam, tan tuy khi thi hanh cong vyu. Khéng moc ngodc thong dong
tiép tay 1am trai cac quy dinh dé vu loi.

3. Phai nhanh chéng, chinh xéc khi giai quyét cong viéc.

4. Thau hiéu, chia xé va thao g& nhiig kho khin, vuéng mac, hudng dan
tan tinh, chu ddo cho nguoi dén giao dich.

5. Tén trong, ling nghe va tiép thu y kién dong gop ¥ kién cia ngudi dén
giao dich, phu huynh va hoc sinh trong khi 1am nhiém vy, néu phai dé cac ca
nhan dén 1am viéc phai chd doi thi phai giai thich rd cac 1y do.

Diéu 6. Ung xir véi to chirc, ¢4 nhin ngudi nwée ngoai.
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1. Thuc hién dang quy dinh ciia nha nudc, ciia nganh vé quan hé, tiép xiic
v6i to chire, ca nhan ngudi nudc ngoai.

2. Giir gin va phat huy truyén thdng lich st, ban sic van hoa dan toc, bao
v€ bi mat nha nudc, bi mat cong tac, loi ich quéc gia.

Piéu 7. Ung xir véi cap trén, cap duéi, dong nghiép.

1. Ung xir v6i cap trén.

1.1. Céac chi dao, ménh 1énh. huéng dan, nhiém vu duoc phan cong phai
chap hanh nghiém tuc, dung thoi gian. Thudng xuyén bao céo, phan anh tinh
hinh thuc hién nhiém vu. Thuc hién ding chire trach, nhiém vu, quyén han theo
quy dinh.

1.2. Trung thyc, thang than trong bo céo, dé xuat, tham gia y kién dong gop
v6i cap trén, bao vé uy tin danh du cho cép trén. Khéng duoc loi dung viée gop ¥,
phé binh, hodc don thu ndc danh, mao danh lam t6n hai uy tin cua cép trén.

1.3. Khi gip cip trén phai chao héi nghiém tic lich su.

2. Ung xir v6i cap dudi.

2.1. Huong dan cép dudi trién khai thue hién tdt nhiém vu duoc giao. Don
dbc, kiém tra, giam sat danh gia viéc chap hanh ky cuwong, ky luat hanh chinh,
viéce thue hién chuyén mon.

2.2. Guong mau cho cap dudi hoc tap, noi theo vé moi mit. Nam ving 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 li€u, tru dap xa roi cép dudi.
3. Ung xur v6i ddng nghiép.

3.1 Coi ddng nghiép nhu ngudi than trong gia dinh minh. Thau hiéu chia sé
kho khin trong cong tac va cudc séng.

3.2. Khiém tbn, t6n trong, chan thanh, bao v¢ uy tin, danh du cua déng nghiép.
Khong ghen ghét, d6 ky, 16i kéo bé canh phe nhom gay mat doan két noi bg.

3.3 Ludn c6 thai do cau thi thang thin, chan thanh tham gia goép ¥ kién
trong cong vi¢c, cudc séng. Khong suéng s, noi tuc, trong sinh hoat, giao tiép.

3.4. Hop tac, gitip d& nhau hoan thanh t6t nhiém vu duoc giao.
4. Ung xtr voi hoc sinh va mébi quan hé giira cac to chirc trong nha trudng.

4.1 Tén trong nhan cach ciia hoc sinh, mém mong nhung cuong quyét, triét
dé khi xtr 1y cac vi pham ctia hoc sinh.
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4.2 Pam bao gitt mdi lién hé giira gido vién cha nhiém, to truong chuyén
mon, nha trudng, phu huynh hoc sinh va cac t6 chiic trong trudng.

4. 3. Thuc hién nghiém tic diéu 18 truong mam non.

4.4 Khong tru dap hoc sinh.

Piéu 8. Ung xir trong hoi hop, sinh hoat tip thé trong giao tiép qua dién thoai,
Internet.

1. Ung xur trong hoi hop, sinh hoat tap thé.

1.1 Phai nim duoc ndi dung, chu dé cude hop, héi thao, hoi nghi, chudn bj tai
liéu va y kién phat biéu. C6 mit trudc gid quy dinh it nhat 5 phat dé on dinh chd
ngdi va tuan thi quy dinh ctia ban t6 chirc diéu hanh cudc hop, hoi nghi, hoi thao.

1.2. Trong khi hop.

- Tat dién thoai di dong hodc dé & ché d6 rung, khong 1am anh huéng dén
nguoi khac.

- Giir trat ty, tip chung theo ddi nghe, ghi chép cic ndi dung can thiét
khong noi chuyén va lam viéc riéng, khong bo vé trude khi két thac cude hop.
Khéng ra vao, di lai tiy tién trong phong hop. Phat biéu ¥ kién theo diéu hanh
ctia chu toa hodc ban td chue.

1.3. Két thuc cudc hop: Dé khach moi, 1anh dao cép trén ra trude, khéng x6
day chen 14n, don dep lai chd ngdi (Ghé, ngin ban...).

2. Ung xur trong giao tiép qua dién thoai, Internet.

2.1. XU dung tiét kiém, chi st dung dién thoai vao dung muc dich cong
viéc chung cua co quan, don vi, khong sir dung vao vi¢c riéng.

2.2. Khi goi phai chuén bi trude noi dung can trao doi (N g:fm gon, 10 rang, cu thé).

- Khi dau day bén kia co6 ngudi nhic may thi c¢6 1oi chao hoi, xung tén,
chtrc danh, bo phan lam viéc ciia minh va dé nghi duoc gip ngudi can gip.

- Trao d6i noi dung day du, rd rang, cu thé. Am luong vira di nghe, noi
nang tlr tén, rd rang, xung ho phai phii hop véi déi tuong nghe, khong néi qua
to, thiéu té nhi gay kho chiu cho ngudi nghe.

- C6 161 cam on, 101 chao trudce khi két thuc cudce goi.

2.3. Khi nghe: Sau khi néi "A 16, t6i xin nghe" can c6 16i chao hoi xung
tén, chtrc danh, bd phan lam vi¢c cia minh.

- Néu ngudi goi can gip dich danh minh thi trao doi, tra 16i 13 rang, cu thé timg
noi dung theo yéu cau ctia nguoi goi. Am luong, ndi nang, xung ho nhu khi goi di.
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- Néu nguoi goi can gip nguoi khac hodc ndi dung khong thudc trach
nhiém cua minh thi chuyén dién thoai hodc huéng dan nguoi goi lién hé dén
dung nguoi, dia chi can gip.

- C6 161 cam on, 101 chao trudce khi két thac cude dién thoai.

2.4. St dung Internet:

- Thyc hién nghiém tic quy dinh khi stir dung Internet trong nha truong.

- Khi st dung mang x@ hoi khong chia sé, tham gia binh ludn, phat tan
nhimg thong tin sai 1éch trai véi duong 16i ctia Pang, anh huéng xau dén méi
truong gido duc. Khong st dung mang xa hoi dé phat tan, boi nho anh hudng
dén danh dy, nhan pham cta nguoi khac va uy tin cta co quan.

Picu 9. Ung xir véi ngudi than trong gia dinh.

1. C6 trach nhiém giao duc, thuyét phuc, van dong nguoi than trong gia
dinh chap hanh nghiém chinh dudng 16i, chinh sach ciia Pang, Nha nudc, khong
Vi pham phap luat.

2. Thuc hién tot doi sdng van hoéa ¢ noi cu tra. Xay dung gia dinh van hoa,
hanh phtic, hoa thuén.

3. Khong dé nguoi than trong gia dinh loi dung vi tri cong tac cia minh dé
lam trai quy dinh. Khong duoc t6 chirc cudi hoi, ma chay, mung tho, sinh nhat,
tan gia va cac viéc khac xa hoa, Iang phi hoac vu loi.

4. Séng c6 trach nhiém véi gia dinh.

Pi¢u 10. Ung xir v6i nhan dan noi cur tri.

2. Kinh trong, 18 phép vé6i nguoi gia, ngudi 16n tudi. Cu xir dung mirc v6i moi
nguoi. Tuong trg gitip d& nhau luc hoan nan, kho khan, séng c¢6 tinh nghia voi hang
xom lang giéng.

3. Khéng can thiép trai phap lut vao hoat déng ctia cic co quan, t6 chiic, i nhan
noi cu tri. Khong tham gia, xti giuc, kich dong bao che cac hanh vi trai phép luat.

Piéu 11. Ung xir noi cong cong, ddng nguoi.

1. Thuc hién nép sdng van héa, quy tic, quy dinh noi cong cong. Gitp dd
nhuong chd cho nguoi gia, tré em, phu nir, ngudi tan tat khi 1én, Xuéng tau, xe,
khi qua duong.

2. Gilr gin trat ty xa hoi va vé sinh noi cong cong. Kip thoi thong bao cho co
quan, to chtrc, don vi ¢ tham quyén cac thong tin vé hanh vi vi pham phép lut.
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3. Khong c6 hanh vi hodc 1am nhimg viéc trai voi thuan phong my tuc.
Luon giir gin pham chat ciia nguoi 1am cong tac gido duc.

III. TO CHUC THUC HIEN

Piéu 12: Can bo, vién chirc, nhan vién c6 trach nhiém thuc hién va véan
dong cac dong nghiép thuc hién ding cac quy dinh tai Quy tic Gmg xir. Néu phat
hién c4 nhan vi pham Quy tic nay phai kip thoi gop ¥, déng thdi phan anh véi
Lanh dao nha truong dé xtr 1y tuy theo mirc d6 vi pham.

Piéu 13: Trach nhiém cta Ban giam hiéu, Cong doan.

Quan triét, td chirc thuc hién cac noi dung ctua Quy tac ung xu, lam can co
dé danh gia, xép loai can bo, gido vién, nhan vién.

Kiém tra gidm sat can bo, gido vién, nhan vién thuc hién Quy tc; Phé binh,
chan chinh viéc vi pham ndi dung Quy tic va kip thoi biéu duong, khen thudng
cac ca nhan thuc hién t6t Quy tac nay.

Pi¢u 14. Hiéu lyc thi hanh.

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

Trong truong hop cé su thay doi, didu chinh quy dinh thi s& dugc ra soét,
bo sung héng nam vao dip hoi nghi can bo vién chirc lao dong cho phu hop, moi
su thay d6i dugc ban lanh dao nha trudng thong qua va Hiéu trudng quyét dinh
thuc hién.

Noi nhén: HIEU TRUONG

- Trang Wesite ctiia nha truong;

- CBGVNV truong (t/h); QZ&WL
- Luu VT. :

/
Nguyén Thi Sau



