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

TRUONG MN HQA MI Déc 1ap - Tw do - Hanh phuc
S6: 313/Qb-MNHM Binh Khe, ngay 30 thang 09 nam 2023
QUYET PINH

Vé viéc ban hanh Quy ché viin héa cong sé
tai truong Mam non Hoa Mi

HIEU TRUONG TRUONG MAM NON HQA MI

Can cir diéu 16 Trieong mam non ban hanh kém theo Théong tw s6 52/2020/TT-
BGDDT ngay 31 thang 12 nam 2020 cua B¢ truong Bo Gido duc va Pao tao,

Can cit cong van so 109/PGD&PT ngay 14/02/2019 V/v trién khai quyét
dinh s6 1847/0D-TTg ngay 27/12/2018 cia Thi twémg Chinh phi vé viéc phé
duyét Bé an Vin héa cong vu.

Chi thi s6 1737/CT-BGDDT ngay 15/5/2018, cia Bé truong Bé GDDT vé
ting cuong cong tdc quan 1y va nang cao dao dirc nha gido; KH so6 2006/KH-
SGDDT ngay 19/8/2019 vé trién khai thuc hién dé dn “ Xay dwng van héa iing xir
trong trueong hoc giai doan 2018-2025"".

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh ndy quy ché vin hoa cong so tai
treong Mam non Hoa Mi.

Piéu 2. Quyét dinh nay co6 hiéu luc ké tir ngay ky.

Piéu 3. Cac bo phan: T6 Chuyén mon, to Vin phong, toan thé can b, gido
vién, nhan vién truong Mam non Hoa Mi chiu trach nhiém thi hanh quyét dinh
nay./.

Noi nhan:
- Nhu dicu 3;
- Luu: VT, trang TTDT cua truong.

Nguyén Thi Mén
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QUY CHE
Vian hoa cong s¢ tai treong MN Hoa Mi
(Ban hanh kém theo Quyét dinh s6 313/0P-MNHM ngay 30/9/2023 ciia truong
Mam non Hoa Mi)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Muc tiéu, pham vi va déi twong ap dung

1. Muc tiéu: Nang cao véan hoa cong vu, gop phan hinh thanh phong cach
ung xu, 1€ 161 lam viéc chuan muc cua doi1 ngli can by, cong chuc, vién chirc; dam
bao tinh chuyén nghiép, trach nhi¢m, nang d@qg, minh bach, hiéu qua trong hoat
dong thuc thi nhiém vu, cong vu; dap g yéu cau phuc vu Nhan dan, xa hdi.

2. Pham vi va doi twong ap dung

- Quy ché quy dinh tai Quyét dinh nay ap dung cho can bo, gido vién, nhan
vién, nguoi lao dong dang cong tac trong trudng Mam non Hoa Mi.

- Quy ché nay quy dinh vé trang phuc, giao tiép va (mg xr ctia can bo, gido
vién, nhan vién, nguoi lao dong khi thi hanh nhiém vuy; bai tri van phong nha
trudong, phong hoc.

- Vién chtrc ngoai viée thue hién Quy tic ing xu cua truong MN Hoa Mi tai
van ban nay con phai thyc hién nghiém tac Quy ché van hoa cong so tai cac co
quan hanh chinh nha nuéc theo quy dinh cua Thu twong Chinh phu tai Quyet dinh
s0 129/2007/QD-TTg ngay 02/08/2007 va quy dinh vé dao durc nha giao tai quyét
dinh s6 16/2008/QD-BGDDT ngayl16/04/2008 cua B GD-DT; Quyét dinh
1847/QD-TTg ngay 27/12/2018 cua Thu tudng Chinh phu vé viéc phé duyét Dé an
cong vu.

Chi thi s0 1737/CT-BGDDT ngay 15/5/2018, cua Bo truong BO GDDT vé
tang cuong cong tac quan ly va nang cao dao duc nha giao; KH s6 2006/KH-
SGDDT ngay 19/8/2019 vé trién khai thyc hién dé an “ Xay dung van hoa tng xu
trong truong hoc giai doan 2018-2025.

Piéu 2. Nguyén tic thue hién vin héa cong sé

, Nguyép tac thuc hién vin hoa cong s dugc thuc hién theo quy dinh tai
Quyet dinh s6 129/2007/Qb-TTg ngay 02 thang 8 nam 2007 cua Thu tuéng Chinh
phu vé€ ban hanh Quy ché van hoa cong s¢ tai cac co quan hanh chinh nha nudc;
Quyet dinh s6 1847/QD-TTg ngay 27 thang 12 nam 2018 cua Thu tudéng Chinh
phu vé viéc phé duyét B¢ &n Van hda cong vu va cac nguyén tac cu thé sau:

1. Bao dam phu hop vai truyén théng, ban sic vin hoa dan toc va diéu kién
kinh té - xa ho.

2. Bdo dam phu hop Véﬁ muc ti€u xay dung doi ngii cadn b, vién chiuc va
nguoi lao dong cua truong Mam non Hoa Mi ngay cang chuyén nghiép, dap ting
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yéu cau doi mdi can ban toan dién gido duc va dao tao va chu truong hién dai
hoa nén hanh chinh nha nudc.

3. Bdo dam thuc hién nghi€ém cac quy dinh ctia phap luat c¢6 lién quan, Quy
ché lam viéc cua truong Mam non Hoa Mi va huéng dan ctia Cong doan gido duc
Vi¢t Nam vé xay dung co quan, don vi dat chuan van hoa.

Dieu 3. Muc dich

1. Bao dam tinh trang nghi€m, phong cach giao tiép, ing xr chuan muc ctua
can bg, vién chirc va nguoi lao dong khi thyc hién cong vu va hi€u qua hoat dong
cuia co quan trong truong hoc.

2. Xay dung doi ngli can by, vién chuc va nguoi lao dong cua co quan
truong Mam non Hoa Mi “Than thién, tan tuy, trach nhiém, ky luat, ky cuong,
liém chinh”.

3. Lam can ctr dé danh gid viéc chiap hanh cac quy dinh cua can bg, vién
chtrc va nguoi lao dong ctia co quan truong Mam non Hao Mi trong viéc thi hanh
cong vu.

Diéu 4. Cac hanh vi bi cam

- Hut thudc 14 trong phong lam viéc, trong phong hop, hoi truong, noi dong
nguoi;

- Udng ruou, bia, 46 udng co con trong gid 1am viéc hodc ngoai gior lam viée
uéng rugu, bia say, bé tha, khong lam chu duoc ban than;

- Quang céo thuong mai tai nha truong;

- Panh bac du6i moi hinh thirc va tham gia céac t€ nan xa hoi, cac hoat dong

giai tri khong lanh manh.
Chuong I1
NOI DUNG VAN HOA CONG SO TRUONG MAM NON HQA MI

Piéu 5. Tinh thén, thai d6 1am viéc ciia can bd, vién chire

Khi thyc hién nhiém vy, can bd, vién chlic va nguoi lao dong cuia co quan
nha truong phai y thirc v€ trach nhi¢m, bon phan cia ngudi thi hanh cong vy nhu
sau:

Céan bo, cong chire, vién chuc phai trung thanh véi Nha nude Cong hoa xa
hoi chu nghia Viét Nam; bao v¢ danh dy T6 qudc va lgi ich quoc gia; ton trong va
tan tuy phuc vu Nhan dan. Khi thyc hién nhiém vy, céng vy, can bg, céng chue,
vién chirc phai y thitc 1d vé chirc trach, bon phan cta ban than, bao gdm:

1. San sang nhan va nd luc hoan thanh tdt moi nhiém vu duoc phén cong;
khong kén chon vi tri cong tac, chon viéc dé, bo viéc khd. Tam huyét, tan tuy,
guong mau lam tron chuc trach, nhiém vu dugc giao.
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2. C6 y thuc td chirc ky luat; st dung hi¢u qua thoi gid lam viéc; tranh lam
viéc qua loa, dai khai, kém hi¢u qua; nghi€m chinh chap hanh ndi quy, quy ché ctuia
co quan truong hoc; chu dong phoi hop trong thuc hién nhi€ém vu, cong vu.

3. Ton trong va tan tuy phuc vy, khong dugc gdy kho khan, phién ha, kéo
dai thoi gian xtr Iy cong viéce cua co quan, truong hoc td6 chirc va nguoi dan; khong
tho 0, vO cam, thi€u trach nhiém trudc nhiing kho khan, bire xtc cua nhan dan.

4. Can bo, vién churc giit chic vu lanh dao, quan 1y phai guong mau, cong
tam, khach quan trong st dung, danh gid can bg, vién chuc va nguodi lao dong
thudc quyén quan ly; khong loi dung vi tri cong tac dé lam loi cho ban than, chu
dong xin thoi chire vy khi nhan thay ban than con han ché vé niang luc va uy tin.

Diéu 5. Chuan muec giao tiép, rng xir ciia can b9, vién chirc

1. Trong giao tiép cong vu, can bo, vién chuc phai ton trong, lang nghe, tan
tinh huéng dan vé quy trinh xir 1y cong viéc va giai thich cdn k& nhing thac mac
cua nguoi dan, phu huynh, ngén ngtr giao tiép phai chuan muc. Thuc hién “4 xin, 4
luon”: xin chao, xin 16i, xin cam on, xin phép; ludén mim cudi, luén nhe nhang,
ludn lang nghe, luon gitp da.

2. bbi voi déng nghiép: can b, cong chirc, vién chic va nguoi lao dong
phai c6 tinh than hop tac, tuong trg trong thuc hién nhiém vy, cong vu; khong be
phéi gdy mat doan két nd1 bd co quan.

3. Pbi voi lanh dao cép trén: can b, cong chirc, vién chirc va nguoi lao
dong phai tuan thu thir bac hanh chinh, phuc tung su chi dao, diéu hanh, phan cong
cong viée cua cip trén; khong trén tranh, thoai thac nhiém vu; khong ninh bo lay
1ong vi dong co khong trong sang, khong mao danh 1am ton hai uy tin ciia cép trén.

4. Can by, cong churc, vién chirc gitr chirc vu lanh dao, quan ly khong duoc
duy y chi, ap dat, bao thu; phai ton trong, lang nghe y kién cua cip dudi; guong
mau trong giao tlep, ung Xu.

5. Pbi voi hoc sinh. Ton trong nhan cach cua hoc sinh, mém moéng nhung
cuong quyét, triét dé khi xir Iy cac vi pham cta hoc sinh. Pam bao gitt mbi lién hé
giita gido vién chil nhiém, to trudng chuyén mén, nha trudng, phu huynh hoc sinh
va céac to chuc trong truong. Khong danh phat, tru dp, xtic pham danh dy nhan
pham hoc sinh.

Piéu 6. Chuan muc vé dao dirc, 10i song

1. Can bg, cong chuc, vién chirc va nguoi lao dong phai khong ngimg hoc
tap, tu dudng, ren luyén vé dao duc, 16i séng; thuc hién can, kiém, liém, chinh, chi
cong vo tu; trung thyc, gian di, th?mg thén, chan thanh; khong co biéu hién co hoi,
song ich ky, ganh ghét, d6 ky.

2. Can bo, cong chire, vién chirc va ngudi lao dong khong duge danh bac, t6
chuc danh bac dudi moi hinh thure, sa vao céac t€ nan xa hoi; khong dugce st dung
d6 ubng c6 con trong gio 1am viée va gid nghi trua cia ngay lam viée; hat thude 14
dung noi quy dinh; tuan thu ky luat phat ngon, khong sir dung mang xa hoi dé khai
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thac, tuyén truyén cac théng tin chua dugc kiém ching, mot chiéu anh hudéng dén
hoat dong cong vu.

3. Cén b, cong chtrc, vién chirc va nguoi lao dong phai tuan thu chuan muc
dao duc xa hoi, truyén thong van hoa tot dep ctia dan toc; khong mé tin di doan va
c6 nhitng hanh vi phan cdm khi tham gia 1€ hoi.

4. Can bo, cong chirc, vién chirc va nguoi lao dong phai ndm virng phap luat,
thong thao nghi¢p vy, ban linh viing vang, dong co trong sang, hoan thanh tot
nhiém vu dugc giao; Chap hanh nghiém chinh phap luét cua Nha nudce, ky luét, ky
cuong cua Nganh. Khong di mudn, vé som, khong lam vi¢c riéng trong gid lam
viéc;

5. Can b9, cong chuc, vién chirc va nguoi lao dong khi ngoi lam viéc, hoi
hop, hoi nghi ludn gitt minh & tu thé ngay ngan, khong ngoi nghiéng ngtra, dang
chan, vat chan chir ngti, rung dui; bi, ding voi tu thé chiing chac, khong khénh
khang, gay tiéng dong 16n; Khi noéi ngon ngir khiém nhuong, tir ton, khong noéi to,
gay On ao;

Picu 7. Trang phuc

1. Khi thyc hién nhi€ém vy, can bd, cong churc, vién chirc va nguoi lao dong
phai an mac gon gang, lich sy nhu:Ao so mi, quan au, b ky gia, comple ntr, vay
cong s& (chiéu dai vay to1 thi€u phai ngang dau goi), 4o dai truyén thong, do dai
cach tan, di giay hodc dép c6 quai hau; doi vdi trang phuc mua dong phai gon
gang, lich su.

2. Mic trang phuc theo quy dinh ctia Hiéu trudng truong vio cac ngay 1&
khai giang, hoi nghi CBVC, dai hoi Cong doan, 1€ tong két va cac ngay lé khac (trur
truong hop co thai).

Picu 8. Thé can bd, cong chirc, vién chire va ngwoi lao dong

1. Thé can bg, cong chure, vién chirc va nguoi lao dong phai c¢6 tén co quan,
c6 anh, ho va tén, chtrc danh, s6 hiéu do co quan cép.

2. Can b9, cong chuc, vién chuc va nguoi lao dong phai deo thé khi thi hanh
nhiém vy, cong vu.

Piéu 9. Giao tiép, &ng xir trong hdi hop, sinh hoat tip thé; trong giao
tiep qua dién thoai cua vién chirc

1. Ung xir véi cap trén

- Cac chi dao, ménh 1énh, hudéng dan, nhiém vu duoc phan cong phai chép
hanh nghiém tic, ding thoi gian. Thudong xuyén bao cdo, phan anh tinh hinh thuc
hién nhiém vu.

- Thyc hi¢n ding chirc trach, nhiém vy, quyén han theo quy dinh;

- Trung thuc, thang thin trong bao cdo, dé xuét, tham gia dong gop v kién
véi cap trén, bao vé uy tin, danh du cho cap trén.
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- Khong lgi dung viéc gbp v, phé binh hoac don thu ndc danh, mao danh lam
t6n hai uy tin cua cip trén;
- Khi gip cép trén phai chao hoi nghiém tuc, lich su.
2. Ung xir v6i cAp duéi

- Huéng dan cép dudi trién khai thyc hién tdt nhiém vu duoc giao. Pon ddc,
kiém tra, giam sat, danh gia vi¢c chap hanh ky cuong, ky luat hanh chinh, viéc
thuc hién nhi€ém vu chuyén mon;

- Guong mau cho cép dudi hoc tap, noi theo vé moi mit. Nam viing tu
tudng, tam tu, nguyén vong, hoan canh cua cap dudi; chan thanh dong vién, chia
s¢ kho khan, vudng mac trong cong viéc va cudc song cua cap duoi;

- Khong cira quyén, hach dich, quan liéu, tr dap, xa rdi cap dudi.

3. Ung xir véi dong nghiép

- Coi dong nghiép nhu nguoi than trong gia dinh minh. Thau hiéu chia sé
kho khan trong cong tac va cudc song;

- Khiém tdn, ton trong, than thién, bado v€ uy tin, danh du cua déng nghiép.
Khong ghen ghét, d6 ky, 16i kéo bé canh, phe nhom gy mat doan két noi bo;

- Ludn c6 thai do cau thi, trung thuc, thang than, chan thanh tham gia goép
trong cong viéc, cudc séng; Co6 tinh than doan két, phéi hgp cong vigc trén co so
dong chi, dong nghi¢p; Khong sudng sa, noi tuc trong sinh hoat, giao tiép.

- Hop tac, gitip d& nhau hoan thanh tot nhiém vu duge giao. Giit gin uy tin,
danh dy cho nha trudng va dong nghiép.

- Cong bang, vo tu, khach quan khi nhan xét, danh gia.

4. Ung xir v6i hoc sinh

- Tén trong nhan cach ciia hoc sinh, mém moéng nhung cuong quyét, triét dé
khi xtr Iy cac vi pham cua hoc sinh;

- Pam bao giir mbi lién hé gitra gido vién chu nhiém, t6 truéng chuyén mén,
nha trudng, phu huynh hoc sinh va cac t6 chtc trong trudng;

- Thuc hién theo diéu 1¢ Truong mam non ban hanh kém theo Thong tu s6
52/2020/TT-BGDDT ngay 31 thang 12 nam 2020 cua B truong B Gido duc va
bao tao;

- Khong danh phat, tru dap, xtiic pham danh du nhan phém hoc sinh.
5. Giao tiép, ing xir trong hdi hop, sinh hoat tip thé:

Phai ndm duoc ndi dung, chu dé cudc hop, héi thdo, hoi nghi; chu dong
chuan bi tai liéu va y kién phat biéu. Co6 mat trudc gio quy dinh it nhat 05 phat dé
on dinh chd ngdi va tuan thu quy dinh cua Ban t6 chuc di€éu hanh cudc hop, hoi



nghi, hoi thao.

Tét dién thoai di dong hoac dé & ché do rung, khong lam anh huong dén
nguoi khac; Gitr trat tu, tap trung theo doi, nghe, ghi chép cac ndi dung can thiét;
khong néi chuyén va lam viéc riéng; khong bo vé trude khi két thic cude hop,
khong ra vio, di lai tuy tién trong phong hop. Phat biéu y kién theo diéu hanh cta
chi toa hodc Ban to chic;

Két thuc cudc hop: Dé khach mai, 1anh dao cap trén ra trude, khong xo6 day,
chen lan, don dep lai cho ngdi (ghé, ngan ban, ban)...

6. Ung xir trong giao tiép qua dién thoai, Internet

Str dyng tiét kiém, chi st dung dién thoai vao diing muc dich cong viéc
chung cua co quan, don vi. Khong sir dung vao viéc riéng. Khi goi: Phai chuan bi
trudc ndi dung can trao doi (ngan gon, 1d rang, cu thé )

Trao d6i ndi dung day du, rd rang, cu thé, am luong vira du nghe, noi nang
tur tén, rd rang, xung ho phai phu hop voi déi tugng nghe, khong néi qua to, thiéu
té nhi gy khé chiu cho ngudi nghe; C6 10i cam on, 10i chao trudc khi két thic
cudc goi.

Pi¢u 10. Ung xir v6i ngwoi than trong gia dinh ciia vién chirc

’ C¢ trach nhiém giao duc, ‘Ehuyét phuc, van dong ngudi than trong gia dinh
chap hanh nghiém chinh duong 101, chinh sach cuia Pang, phap luat cua Nha nudc;
khong vi pham Phép luat;

Thue hién t6t doi sdng van hoa mdi noi cu tra. Xay dung gia dinh van hoa,
hanh phtc, hoa thuén;

Khong dé nguoi than trong gia dinh loi dung vi tri cong tic cia minh dé lam
trai quy dinh; Song c6 trach nhiém véi gia dinh.

Diéu 11. Giao tieép, rng xir véi nhan dan noi cw tru cia vién chire

Guong mau thuc hién va van dong nhan dan thuc hién tot chu truong chinh
sach cua Dang, phap lut cua Nha nude, quy dinh cua chinh quyén dia phuong.
Chiu sy giam sat ctia to chtrc Pang, Chinh quyén, Poan thé va nhan dan noi cu tru;

Kinh trong, 1& phép véi nguoi gia, nguoi 16n tudi. Cu xir diing mic voi moi
nguoi. Tuong trg giip do nhau lac kho khan, song co tinh nghia vo1 hang x6m,
lang giéng;

Khong can thiép trai phap luat vao hoat dong ctia cac co quan, td chuc, ca
nhan noi cu trd. Khong tham gia, x0i giuc, kich dong, bao che cac hanh vi trai
phap luat.

Piéu 12. Ung xir v6i cac co quan, trudng hoc va cac ca nhan dén lién hé
cong tac caa vién chirc

Van minh, lich sy khi giao tiép. Ludn thé hién thai do, cr chi, 161 n6i khiém
tén, vui vé, binh tinh trong moi tinh huong Khong to tiéng, hach dich khong noi
tuc hodc c6 thai do cuc can ... gdy cing thang, bic xtc cho ngudi dén lién hé cong
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tac; Khong cung cap cac thong tin clia nha trudng, cia vién chirc thudc truong cho
nguoi khac biét (trir truong hop do Hi¢u truong chi thi).

Cong tam, tan tuy khi thi hanh cong vu. Khong méc ngodc, thong dong, tiép
tay lam trai cac quy dinh dé vu loi; Nhanh chéng, chinh xéac khi giai quyét cong
viéc;

Thau hiéu, chia sé va thao g& nhimng kho khan, Vuorng mac, giai thich, huong
dan tan tinh, 16 rang, cu thé vé cac quy dinh lién quan dén giai quyét cong viéc;

Tac phong nhanh nhen, nghlem tac, lich su, ling nghe ¥ kién va tiép thu y
kién dong gop cua nguoi dén giao dich va ctia hoc sinh. Trong khi thi hanh cong
vu, néu cac ca nhan dén 1am viéc phai cho doi thi phai giai thich o 1y do.Cén bo,
cong chirc, vién chirc khi thi hanh nhiém vu phai thyc hién cac quy dinh vé nhiing
viéc phai lam va nhiing viéc khong dugce lam theo quy dinh cta phép luat;

Trong giao tiép va ung xu, can by, vién chure phai co thai do lich sy, ton
trong. Ngbn ngit giao tiép phai o rang, mach lac; khong noi tuc, noi tiéng 16ng,
quat nat; khong co thai do clra quyén, hach dich, sach nhiéu, voi vinh, vo cam, vo
trach nhiém, gay kho khan, phién ha cho nhan dan va céc t6 chuc, co quan khi thuc
thi nhiém vy, cong vu.

Pi¢u 13. Ung xir v6i to chire, ca nhan nuéc ngoai ciia vién chirc

Thuc hién dung quy dinh cia Nha nudc, cia Nganh vé quan hé, tiép xuc véi
t6 chtrc, cd nhan nudc ngoai;

Gilr gin va phat huy truyén théng lich sir, ban sic vin hoa dan toc; bao vé bi
mat Nha nudc, bi mat cong tac, loi ich quoc gia.

Picu 14. Ung xir noi cong cdng, chd dong ngwoi ciia vién chire

Thuc hién nép séng van hod, quy tic, quy dinh noi cong cong. Gilp do,

nhuodng chd cho nguodi gia, tré em, phu nit, ngudi tan tat khi 1én, xuong tau, xe, khi
qua duong;

Gitlr gin trat ty xa hoi va v¢ sinh noi cong cong. Kip thoi thong bao cho co
quan, t6 chirc, don vi c6 tham quyén céac thong tin vé cac hanh vi vi pham phéap
luat;

Khong ¢6 hanh vi hoac 1am nhiing viéc trai véi thuan phong my tuc. Ludn
gilt gin pham chat cia mot ngudi lam cong tac gido duc.

Chuong 111
BAI TRi CONG SO
Piéu 15. Treo Qudc ky tai co quan.

Quéc ky dugc treo noi trang trong trude cong sd, Qudc ky phai ding tiéu
chuan veé kich thudc, mau sac da dugc Hién phap quy dinh.

Piéu 16. Bién tén truwong
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Nha trudong phai co bién tén dugc dit tai cong chinh, trén d6 ghi rd tén goi
day du bang tiéng Viét va dia chi cua truong.

Céach thé hién bién tén truong duoc quy dinh tai Diéu 18 Truong mam non.
Piéu 17. Phong lam viéc, phong hoc
1. Phong lam viéc

Vi¢c sap x€p, bai tri phong lam vi¢c, ban lam viéc, tai li¢u, phuong ti€n lam
viéc phai bdo dam gon gang, ngan nap, khoa hoc va hop ly.

Phong 1am viéc phai co6 bién tén, ghi rd tén don vi; danh sach gdm ho va tén,
chuc danh cua ting can bo, cong chirc, vién chirc va nguoi lao dong trong phong.
Vi tri dat bién tén phai & cho dé nhin thay.

Khoéng nau an trong phong 1am viéc

2. Phong hoc

Phong hoc phai ¢6 bién tén 16p hoic bang ghi s6 thir tu phong hoc; Viéc sip
xép phong hoc phai bao dam gon gang, ngin nap, sach sé.

Hét gio 1am viée, trude khi ra vé phai kiém tra, tat dién, khoa chét cac cua
bao dam an toan 16p hoc, nha truong

3. Bép in
Bép an phai co bién tén; co bang biéu theo quy dinh.

Viéc sdp x€p do dung, dung cu ché bién... phai bao ddm gon gang, ngan nap,
sach sé.

Piéu 18. Khu vue ngoai phong lam viéc trong cong sé

B6 tri gon gang, sach s€, dam bao v¢ sinh moi trudng cho cong so; O cong
vao c6 bién chi dan cuy thé.

Can b, cong chirc, vién chirc va nguoi lao dong phai c6 y thire gitr gin vé
sinh chung, khong vut rac btra bai, d6 rac dung noi quy dinh.

Piéu 19. Quan ly phwong tién giao thong

Nha truong ¢ trach nhiém b tri khu vuce dé phuong tién giao thong cia
vién chuc, phy huynh hoc sinh va cua nguoi dén lién h¢ cong tac. Khong thu phi
gt phuong tién giao thong cia phu huynh va nguoi dén lién hé cong tac.

Chuong IV
TO CHUC THUC HIEN
Diéu 20. Trach nhi¢m ciia don vi

Hi¢u truong chiu trach nhiém pho blen Quy ché nay dén toan thé can bo,
vién churc, nguoi lao dong thudec quyen va t6 chtrc thyc hién nghiém tic, thuong
xuyén kiém tra dé kip thoi khéac phuc nhimg viéc lam chua dung v6i Quy ché; theo
ddi, bao céo vé tinh hinh thuc hién vin hoa cong s& do don vi quan 1y trong bao
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cao thang, so két 6 thang, tong két nim cta don vi va giri vé co quan Phong
GD&DT dé tong hop.

Piéu 21. Trach nhiém ciia Cong doan co sé nha truwdng

Chi tri, phdi hgp v6i Ban giam hiéu nha truong theo ddi thye hién Quy ché
nay va bao cdo tinh hinh thyuc hién Quy cheé véi Cong doan cap trén hang nam.

Piéu 22. Khen thuéng va ky luat

Vi€ce thuc hién Quy ché nay 1a mot can cir dé tinh diém thi dua va xet khen
thuong doi Véi’Cél’l bd, cong cl}ﬁ’c, vién chuc, nguoi lao dong. Céac doan thé, to, ca
nhan khong chap hanh Quy ché, tuy theo mirc d6 s€ bi xem x¢ét trong viéc danh gia
thi dua hang ndm.

Pi¢u 23. Hiéu lurc thi hanh

Tt ca can bg, cong chure, vién chirc, nguoi lao dong trong nha truong phai
thuc hién tot quy ché nay.

Quy ché nay dugc thong qua Hoi nghi nha gido, CBQL,NLD niam hoc 2023-
2024 ngay 30/9/2023 va 4p dung thyc hién tir ngay ky.

Trong trudng hop c6 sy thay d6i, diéu chinh qui ché hodc c6 cac van ban
hudéng dan cua Phong Qiéo duc va Pao tao thi dugc ra soat, bé sung hang nam cho
phu hop, moi sy thay doi dugc ban lanh dao nha truong thong qua va Hiéu truong
quyét dinh thyc hién./.
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THU TUONG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
------- Doc lap - Tu do - Hanh phic
S6: 1847/QD-TTg
Ha Noi, ngay 27 thang 12 nam 2018
QUYET PINH

VE VIEC PHE DUYET PE AN VAN HOA CONG VU
THU TUOGNG CHINH PHU

Can civ Ludt Té chirc Chinh phii ngay 19 thang 6 nam 2015;

Can cir Nghi quyét sé 30c¢/NQ-CP ngay 08 thang 11 nam 2011 cua Chinh
phu ban hanh Chuong trinh tong thé cai cach hanh chinh nha nwoc giai doan 2011
-2020;

Can cir Nghi quy’é’t Sé 76/NQ-CP ngay 13 thang 6 nam 2013 cua Chinh phu
suta doi, bo sung mot so diéu cua Nghi quyét so 30c/NQ-CP;

Xét dé nghi cua Bo truong Bo Noi vu,
QUYET PINH:

Piéu 1. Phé duyét Pé an Vin héa cong vu véi nhirng ndi dung sau:
1. Muc ti€u

Nang cao van héa cong vu, gop phan hinh thanh phong cach tmg xt, 1& 16i
lam viéc chuan muc cua doi ngll can b, cong chuc, vién chuc; dam bao tinh
chuyén nghiép, trach nhi€ém, nang dong, minh bach, hiéu qua trong hoat dong thuc
thi nhi€ém vu, cong vu; dap ung yéu cau phuc vu Nhan dan, xa hoi.

2. Pham vi, d6i tuong ap dung

Céan bo, cong chirc, vién chiic cua cac co quan hanh chinh nha nudc bao

a) Cac b0, co quan ngang bg, co quan thudc Chinh phu;
b) Uy ban nhan dan cép tinh, cip huyén, cip xa.
3. Quan diém

a) Nang cao van hoa cong vu gép phan xay dung nén hanh chinh chuyén
nghiép, trach nhi€ém, minh bach, hiéu qua, vi Nhan dan phuc vu.

b) K& thira, phat huy cac gia tri van hoa tot dep cua dan toc, dong thoi dap
ung yéu cau hdi nhap quoc té.

c) Nang cao dao duc cong vy cua can bd, cong chuc, dao duc ngl}é nghiép
cia vién chirc; tang cuong ky luat, ky cuong hanh chinh; phong, chong tham
nhiing.


https://luatvietnam.vn/co-cau-to-chuc/luat-76-2015-qh13-quoc-hoi-96361-d1.html#noidung
https://luatvietnam.vn/hanh-chinh/nghi-quyet-30c-nq-cp-chinh-phu-65943-d1.html#noidung
https://luatvietnam.vn/hanh-chinh/nghi-quyet-76-nq-cp-chinh-phu-79041-d1.html#noidung
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d) D€ cao trach nhiém cua nguoi diang dau co quan, t6 chire trong thuc hi¢n
van hoa cong vu.

4. Noi dung cua van héa cong vu
a) Tinh than, thai d6 lam viéc ctia can bg, cong churc, vién chirc

Cén b9, cong chtrc, vién chuc phai trung thanh vo1 Nha nudc Cong hoa xa
héi cht nghia Viét Nam; bao vé danh dy T6 qubc va loi ich qudc gia; ton trong va
tan tuy phuc vu Nhan dan. Khi thyc hi¢n nhi¢m vu, cong vy, can bd, cong chuec,
vién chirc phai y thirc 16 vé chire trach, bon phéan ciia ban than, bao gom:

- Phai san sang nhan va nd luc hoan thanh t6t moi nhiém vu dugc phan
cong; khong kén chon vi tri cong tac, chon viéc dé, bo viéc khd. Tam huyét, tan
tuy, gwong mau lam tron chuc trach, nhiém vu dugc giao; khong vudng vao “tu
duy nhiém ky”.

- Phai ¢6 y thirc t6 chtrc ky luat; sir dung c6 hiéu qua thoi gid 1am viée; tranh
hién tugng trung binh chu nghia, 1am viéc qua loa, dai khai, kém hi¢u qua; nghiém
chinh chap hanh noi quy, quy ché cta co quan, t6 chirc; cha dong phdi hop trong
thuc hién nhiém vy, cong vu.

- Khong duoc gay kho khan, phién ha, voi vinh, kéo dai thoi gian xu ly cong
viéc cta co quan, to chirc va ngudi dan; khong thd o, vo cam, thiéu trach nhiém
trude nhitng kho khan, bic xtic ciia nguoi dan.

- Can by, cong chire, vién chire lanh dao phai cong tam, khach quan trong st
dung, danh gia can b thudc quyén quan ly; khong loi dung vi tri cong tac
dé bo nhiém nguoi than quen; chu dong xin thoéi gitr chirc vu khi nhan thay ban
than con han ché vé niang luc va uy tin.

b) Chuan muc giao tiép, img Xt ctia can bd, cong chirc, vién chirc
- Trong giao tiép véi nguoi dan, can bg, cong chure, vién chirc phai ton
trong, ling nghe, tan tinh huong dan vé quy trinh xr Iy cong viéc va giai thich cin

ké nhitng thac mac ctia nguoi dan. Thyc hién “4 xin, 4 luén™: xin chao, xin 16i, xin
cam on, xin phép; luén mim cudi, luén nhe nhang, ludn ling nghe, ludn gitup da.

- Pbi voi dong nghiép, can bo, cong chirc, vién chirc phai co tinh than hop
tac, tuong trg trong thuc hi¢n nhiém vy, cong vu; khong be phai gdy mat doan két
ndi bd cua co quan, to chirc.

- Bbi voi lanh dao cép trén, can bg, cong chuc, vién chirc phai tuan thu tha
bac hanh chinh, phuc tung su chi dao, diéu hanh, phan cong cong viéc cua cép trén;
khong trén tranh, thoai thac nhiém vu; khong ninh bo ldy long vi dong co khong
trong sang.

- Can b9, cong chuc, vién chire gitr chirc vu lanh dao, quan ly khong dugc
duy y chi, ap dit, bao thu; phai tén trong, ling nghe ¥ kién cua cp dudi; guong
mau trong giao tlep, ung xu.

C) Chuan muc vé dao dire, 16i song cua can bg, cong churc, vién chirc
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- Can bg, cong chure, vién chuc phai khong ngung hoc tap, tu dudng, rén
luyén vé dao dire, 16i séng. Thuc hién can, kiém, liém, chinh, chi cong vo tu; trung
thuce, gian di, thfmg than, chan thanh; khong c6 biéu hién co hoi, séng ich ky, ganh
ghét, do ky.

- Can b9, cong chuc, vién chirc khong dugc danh bac, sa vao cac t€ nan xa
hoi; khong duoc su dung d6 ubng c6 con trong thoi gian lam viéc va gid nghi trua;
hut thude 14 dung noi quy dinh; phai tuan thu ky luat phat ngén, khong su dung
mang x3 hoi dé khai thac, tuyén truyén cac thong tin chua dugc kiém chimg, phién
dién, mot chiéu anh huong dén hoat dong cong vu.

- Céan b, cong churc, vién chirc phai tuan thu chuan muc dao duc gia dinh va
xa hoi, thuan phong my tuc, truyén thong van hoéa tot dep cua dan tdc; khong mé
tin di doan va c6 nhiing hanh vi phan cam khi tham gia 1€ hoi.

d) Trang phuc cta cén by, cong chirc, vién chiic

Khi thyc hién nhiém vu, can bg, cong chuc, vién chirc phai an mac gon
gang, lich sy, di giay hodc dép c6 quai hau. Trang phuc phai phu hgp vdi tinh chét
cong viée, dic thu trang phuc ciia nganh va thuan phong, my tuc cua dan toc. Doi
vo1 nhitng nganh c6 trang phuc riéng thi phai thuc hién theo quy dinh cuia nganh.

5. Cac giai phap thuc hién van hoa cong vu
a) Hoan thién quy dinh vé van hoa cong vu

- Nghién ctru, dé xuat hoan thién quy dinh vé vin héa cong vu trong Luat
Can bo, cong churc, Luat Vién chuc va cac van ban huéng dan thi hanh.

- Nghién curu, stra d61 cac quy dinh, ndi quy, quy ché lam viéc cia co quan,
t0 chirc nham tao co s& phap 1y ngan ngtra mdt cach can co bai ban nhitng vi pham
v€ van hoa cong vu.

b) Bay manh tuyén truyén, nang cao nhan thirc, tang cuong boi dudng cho
can bd, cong churc, vién churc vé van hoa cong vu

- Tuyén truyen pho bién cac noi dung cua van hoa cong vu cho can bg, cong
chtre, vién chire nham nang cao nhén thire vé tinh than, thai d6 lam viéc, cac chuan
muc giao tiép, Gmg xir, dao duc 16i sdng, gop phan tao chuyén bién manh mé trong
td chtrc trién khai thyuc hién.

- Bién soan tai liéu bdi dudng vé vin hoa cong vu va to chirc bdi dudng vé
van hoa cong vu cho doi ngli can by, cong chirc, vién churc.

¢) T6 chirc thyc hién cac quy dinh vé van hoa cong vu gop phan ting cudng
ky luat ky cuong hanh chinh, nang cao hi¢u luc hi€éu qua ctia nén cong vu

- Trién khai ddng bo cac quy dinh vé vin hoa cong vu trong tit ca cac nganh
va linh vuc, cac co quan hanh chinh nha nudc tir trung wong dén dia phuong.

- Ung dung rong rai cong ngh¢ thong tin trong hoat dong nd1 bo cua cac co

quan, t6 chirc, hudng t6i nang cao nang suat lao dong, giam héi hop, gidy to hanh
chinh va ché d6 bao céo, tao nén tang phat trién Chinh phu dién tur.
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- Cung cép thong tin, dich vu cong truc tuyén muc d0 cao, trén dién rong
cho ngudi dan va doanh nghi¢p; ni€ém yét day du cac thu tuc hanh chinh tai tru s&
nham lam cho hoat dong cua co quan, t6 chirc dugc minh bach hon, phuc vu nguoi
dan va doanh nghi¢p tot hon.

- Tang cuong thanh tra, kiém tra viéc thuc hién vin hoa cong vu theo
chuong trinh, ké hoach hang nam ctia Thanh tra B Noi vu va Thanh tra S& Noi
vu. Can b0, cong churc, vién chirc ¢6 hanh vi vi pham quy dinh v€ van hoa cong vu
tuy theo tinh chat, mirc d¢ vi pham phai chiu hinh thuc ky luat theo quy dinh cua
phap luat.

- Kién quyét xur ly nghiém cac hanh vi vi pham, ngan chan t¢ “tham nhiing
vat”, biéu hién nhiing nhiéu phién ha trong giai quyét cong viéc dbi véi nguoi dan
va doanh nghiép; xir Iy nghiém viéc cham tré trong thyc hién nhiém vu duoc giao.

- Kip thoi biéu duong, khen thudng nhitng can bd, cong chirc, vién chic ¢o
thanh tich, guong mau trong thuc hién van hoéa cong vu.

6. T6 chue thuc hién

a) BO No1 vu

- Nghién ctru, dé xuit bd sung cac quy dinh vé vin hoa cong vu trong Luat
Can bo, cong chuc, Luat Vién chuec.

Thoi gian hoan thanh: Nam 2019.

- Bién soan tai liéu bdi dudng va té chirc bdi dudng vé vin hoa cong vu
trong cac co quan, to chuec.

Thoi gian hoan thanh: Nam 2019.

- Huéng dan, theo ddi, don ddc; thanh tra, kiém tra; so két, téng két viéc
thuc hién cac quy dinh vé van hda cong vu cua cac co quan, t6 churc, bao cao Thu
tudng Chinh phu.

Tho1t gian hoan thanh: Nam 2020.

b) Cac bo, co quan ngang bd, co quan thudéc Chinh phi, Uy ban nhan dan
cac tinh, thanh pho tryc thudc trung uwong

- Ra soat, stra d6i cac quy dinh lién quan dén vin hoa cong vu trong pham vi
tham quyén.

Thoti gian hoan thanh: Nam 2020.

- Tuyén truyén, boi dudng vé vin hoa cong vu cho can bo, cong chic, vién
chuec.

Thoi gian thuc hién: Hang nam.

c) Bo Tai chinh

BO tri kinh phi va huéng dan cac bo, nganh va dia phuong 1ap du toan kinh
phi, st dung kinh phi dugc cap dé trién khai thyc hién Bé an.
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Piéu 2. Hiéu lwc thi hanh
1. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky ban hanh.

2. Céac co quan ctia Pang Cong san Viét Nam ¢ trung wong, cp tinh, cip
huyén, cép xa; cac co quan cua Quéc ho1, HoO1 déng nhan dan, Van phong Chu tich
nude, Kiém toan nha nude, Toa 4n nhan dan, Vién Kiém sat nhan dan; cac co quan
ctia to chirc chinh trj - xa hdi ¢ trung wong, cap tinh, cap huyén, cip xa ap dung cac
ndi dung cua Pé 4n dé xay dung, ban hanh va td chuc thue hién cac quy dinh vé
van héa cong vu phu hop véi dic thi trong hoat dong cta co quan, to chirc.

Piéu 3. Cac Bo truong, Thi trudng co quan ngang bd, Thu trudng co quan
thudéc Chinh phu, Chu tich Uy ban nhan dan cac tinh, thanh pho truc thudc trung
uong va cac to chuc, ca nhan c6 lién quan chiu trach nhi€ém thi hanh Quyét dinh
nay./.

Noi nhén: THU TUONG
- Ban Bi thu Trung uvong Pang;

- Thu tudng, cac Pho Thu tuéng Chinh phu;

- Cac b, co quan ngang bd, co quan thugc Chinh phu;

- HDND, UBND cac tinh, thanh phé truc thudce trung wong;

- Van phong Trung uvong va cac Ban cuia Dang; Nguyén Xuin Phic
- Vin phong Téng Bi thu;

- Van phong Chu tich nudc;

- HoO1 déng dan toc va cac ny ban cua Quéc hoi;

- Vin phong Quédc hoi;

- Toa 4n nhan dan téi cao;

- Vién kiém sat nhan dan téi cao;

- Kiém toan nha nudc;

- Uy ban trung wvong Mt tran T6 qubc Viét Nam;

- Co quan trung wong cua cac doan thé;

- VPCP: BTCN, cac PCN, Tro Iy TTg, TGb Céng TTDT,

cac Vu: PL, KGVX, TCCB, Cuc KSTTHC;

- Luu: VT, TCCV (2).xm 200
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