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Chucrng I: NIIIING QI]Y DINI{ CHIING

Didu l. D6i tu'g'ng 6p dgng vir phirm vi 6p dqng.

1. Noi quy ndy 6p dpng d6i vdi tdt ctt c6n bQ, giao viOn, nhdn vi6n, td chirc

doAn th0 cua truro'ng rndm non Phucrc1-hanh (sau dAy goi chung ld cac bQ phpn).

2. Citt: bi phin, to chLrc doirn th6, gi6o vi0n, nhAn vi6n, php huynh hoc sinh

(sau dAy goi chr:ng la cong dAn, t6 chirc) d6n li6n hd c6ng t6c hoac gi6i quy5t c6ng

'v'i0c voi nhd tnro'ng.

Didu 2. Nguy6n tic.

1. LIi0u tru'oLrg chi dao va ki6m ta ctlr- bQ, gi6o viOn, nh6n vi0n trong vi6c
;^

grar quyct cong viOc cua c6ng dAn, t6 chuc; kip thoi c6 nhtng biQn ph6p xu ly thich

ho'p theo quy dinh cira phap lu0t d6i voi nhfr'ng CRGVNV kh6ng hodn thanh nhi0m
..:

vu, lhicu lr'ach nhi6m, s6ch nhi0u, gay phi6n d, tham nhllng trong viQc giAi quy0t

cong vicc ctrr corrg clan" td ch[lc.

2. I(hi cotrs dAn, td ch[r'c co yOu cAu, C]3GVNV c6 tr6ch nhi6m gi6i quytlt

cac ydr-r cAu cio tlrco thAm quydn. Nhfr'ng vi6c kh6ng thLrdc thAm qrydn giai quy0t,

CIIGVNV phai thdng b6o cl6 c6ng ddn, t6 chuc biet. CB(IVNV khdng duo, c quan

liOu, hach cllch, cr-ra quydn, g|y kho khdn, phi6n hd trong gi6i quy6t cdng viec cua

cong dan, to chuc. C6ng vi6c cua cdng dAn, t6 chtlc ph6i duoc CBG\NV nghiCn

cfu, x[r ly, giai quy0t m6t c6ch nhanh nhAt, thuAn ti6n nhAt vd theo dirng quy dinh
'i ":, '

cLn phlrp Irtit.



3..Ctrc b| phAn, CBGVNV ph6i thuc hiQn nghiCm tLrc qr-ry dinh v0 gio gi6c

ldm viec, tiOp cong d6n, t6 chiLp trong Quy chO nay, Nhilng c6ng viOc dd co tito'i

hpn giai quyOt theo quy dinh thi CIIGVNV phai chAp hanh cl[rr"rg thiri han clir.

T'ru'crng hgp doi hoi phAi co thoi gian c16 rrghi0n cuLr-giiii qurvOt thi CIIGVNV co

trtrchnhiQm th6ng b6o kip thoi cho c6ng dAn, t6 chuc bi6t.

4. CBG\rl{V kh6ng ti5p nhan vA giai qry6t c6ng vi6c cira c6r-rg dAn, t6 chLLc

1ai nhd riOng. I(rong clugc loi dung vi tri c6ng t6o d6 ldnr mdi gioi, dlch vu hoic

ldm tu vAn du6i mr2i hinh thirc (trirc ti6p hoac gi6n ti6p) trong khi giAi quy6t c6ng

viOc hoSc co nhfrng th6i dO, hdnh vi hhac ldm 6nh huong dcn Lr,r 1in cta nha trLltrng

khi thuc hi€n nhi€m vu.

5. Ngoai vi6c li6n h€ trr,tc ti0p voi nha truong, cCrng cltin. to chr.Lc co l-hc thatn

gia gop y, phan anh vcvi nhir truong th6ng qLra:

- DiQn tho4i: 02133.618.225

- Dia chi email: mnptmtl5@,gmail.corn

- Dia chi webside: mamnonphuocthanh.vn

6. C6ng dAn, t6 chuc d6n li6n h0 c6ng t6c, giAi quy0t c6ng yi6c vo'i nhd

truong ph6i thpc hiQn clAy du vd nghiCm t[rc c6c quy dinh tqi QLr.v ch5 rray.

7. Trudng ho-p titip c6ng dAn clQt xuAt thyc hi0n theo sr-r phAn c6ng cira

'frucrng ban ti6p c6ng d6n hoflc theo yOu cAu cira ldnh dao cf,p tr0n.

Dia ctiOm: Phong ti6p odng <lAn tru'ong mAm non Phr-Lo'c 'l'hanh.

Chu'o'ng It: NllU'NG QtJY Dl\ll CU'l']ll'-.

Di6u 3. Lich ti6p c6ng din cria Lfinh dpo.

1. Thdi gian:

Ilan gi6m Higu nhir trucrng ti6p c6ng dAn dinh ky vao circ rrgay: ThLr hai, thu

tu, thf s6u hdng tuAn. N6u trung vdo ngdyrlG sC ti6p c6ng clAn vAo ngay iaru uiQc

ti6p theo. Trudng hqp HiQu tru6ng cdng t6c dQt xuAt s0 iry cluy6n cho 01 cl6ng chi

Pho Hi6u trudng nhd trudng titlp c6ng dAn thay cho HiQti trr-Lo'ng.

I Bu6i s6ng: 'ft 07 gio 30 phut d5n 11 gio 00 phtr.



+ Ru6i chicur: 'l'u l4 gio 00 phut d6n 16 gicr 30 phut.
-+- Dia di6m: Phong titfp cdng d6n trulng rham non Phu6c Thanh.

i
2. Hi0u truong: Ti6p c6ng dAn, t6 chirc gi6i quygt c6ng viQc thuQc c6c linh

vpc: Chi dao, diduhanh chung; C6ng l6ctd chric c6nb0; C6ng tdctti chinh; C6ng
,, 1,

t6c tuy6n sinh, cdng t6c thi dua khen thuong...

3. Pho IIiQu truong I'rAn Thi Thanh Truc: 'Ii6p c6ng d0n, t6 chirc gi6i qrytit

c6ng viOc thuQc cac lTnh vi.rc chuy6n mdn trong nhd truong; trang thi6t bi dpy hgc

vd ldm viec; hoat d6ng ngoai khoa, cdrrg t6c l<i6m tra nQi b6, ph6 cpp gi6o dpc,

I
c0rrg tac trrycn sinlr...

4. Pho IIif u tru'ong Phpm 'i'hi l{ong Nhung: 'I'i6p cong dan, t6 chfrc giai
i^

quy0t cong viec thuQc cttc linh vr,rc c6ng t6c chdm s6c nu6i dudng, c6ng t6c co so

v6t ch6t, cdng t6c tuyOn sinh.

Di6u 4. D6i v6'i tO V[n phdng.

1, 'fhoi gian: C6c ngdy trong tuAn: Tir thir hai d6n thir s6u hdng tuAn.

+ Budi sang: I'tr 07 gio'30 phirt ddn 11 gicr 00 phft.
+ Burdi chi0u: Tir 14 gio 00 phirt diln 16 gicr 30 phrit.

Dia cii0rl: tru'dng rrA,r, non Thucic Thanh.

2. Cac bq) phprr co lien qLran ci6n cac nQi clung tiOp c6ng dAn khi co y€u cAu

h6 lro lrao uorrr:

a. Nhan vicn I(0 to6n: Tiiip c6ng ddn, t6 chirc gi6i quytit c6ng vi6c thu6c c6c

lTnh vqc thu chi tdi chinh; Thpc hi6n ch6 dQ, chfnh s6ch, bAo hi6m xd h6i cua

CBGVNV trong nhdr rrucrng va ch6 d0 chinh s6ch cua hgc sinh.

* Ngucri phy trach:

- K6 to6n: Ild l{u}nh Thi B6 t6m

- 'l'hir qLr!: ila t,e Thi Hdng Nhung

b, Nhan yi0p V6n thu: Php tr"6ch h6 so CBG\rNV, trd trong nhdr trudng,

* NgLrdi phu trdch: BA Le'l'hi IJOng Nhung . '., '

c. Ban 'l'hanh tra nhar-r dAn

* Ngr-rd'i php tr6ch: LAm FI6ng'I'rfc - TBTTND



d. Bao fiiem thAn th6, C6ng tdcY t6 ho. duong

# Nguoi phu tr6ch: Bd Ph4m T'hi I-l6ng Nhung

d. Quan ly, b6o vC tdi sAn c6ng cua nhd truong ;

- Nguoi php trach: Ong Nguy6n Van Quang - T6 bao v0:
a

Di6u 5. D6i vdi circ t6 chri,c tloin thO

1. Cdng dodn

Nguo'i phur trach: Ba Nguy6n'l'hi 'I'uydt Mai - chu rich ci6ng cloan

2. Dodn thanh ni0n

Nguoi phu tr6ch: Ba vo rh! MQng Li0n - Bi thu Dodn rhanh nien

ChU'ONg III: QUYEN VA NGHIA VU CUA TO CI{U'C, COXC; NAru

Ei6u 6. Quydn vh nghia vg cfia ngu'd'i rl6n hhi6u nni, t0 c:io, l<iOn nghi,

phrin {nh

1. Ifti d6n noi ti6p c6ng dAn, nguo'i khi0u nai, t6 c5o, ki6n nghi, phAn iinh co
,l

cac quyen sau day:

a) Trinh bay v€i n6i dung khioLr nai, 16 c6o, ki6n ngrri^ phan itr-rrr;

b) Duo'c hu'o'ng dIn, giai thich v6 n6i clr-rng 1i0r-r c1r-ran cfOn khi{Lr niii. to cho,

ki6n nghi, ph6n 6nh cua minh;

c) Khi6u nai, t6 c6o vd hdnh vi vi pham ph6p 1r-r6.t cua ngu'oi tr6p c6ng cldn;

d) Nhan thong bdo vd viec tidp nhAn, ket quA xu ly l<hi0Lr nai, t6 c:ro, l<idrr

nghi, ph6n 6nh;

d) 'rrucrng ho-p nguoi khi0u nai, 1o c6o, kidn nghi, phan 6nh kh6ng su dgng

th6ng thao ti6ng ViOt thi co quy6n su dung ngucri phi6n clich;

e) c6c quycn kh6c theo quy dinh cua phdp h-rat v.-\ rrhitLmai, to c6o.

2. Khi d6n noi ti6p c6ng dAn, nguo'i khi0u nai, t6 cAo, ki0n nghi, phan airh co

cac nghia vu sau da1: i

a) NCu rd h9 t6n, dia chi hodc xu6t trinh gi6y to tuy thAn, giAy Lry qLry6n (nor,r co);

b) c6 th6i d6 dirng ffiuc, t6n trong doi voi nguoi riip corrg clan;



c) Trinh fay trung thuc su vi6c, cung c6p th6ng tin, tdi liQu 1i6n quan d6n nQi

dr-rng khi6u nai" t6 c6o, ki6n nghi, phin 6nh; ky hopc di6m chi x6c nh4n nhftng n6i

dr-rng trinh bdy dh dug'c ngud'i ti6p cdng dAn ghi chdp lai;

d) Ngliiern chinh ch6p hanh nQi quy ti6p'c6ngddn vd hu6ng d6n cua ngucri

.A
l"rel) eonq dan:

d) 'I'rLro'ng hop rrhidu ngu'cri cung khi6u npi, t6 c6o, ki6n nghi, phAn 6nh vd

nr6t ndi dr-rng thi phAi cu' nguoi dqi cli6n dd trinh bdy n6i dung khi6u nai, t6 c6o,

1': r' t /

l<iin nghi. phan irrrlr:

e) ChiLr tr6ch nhiOrn tru6c ph6p lu{t vC nQi dung hhi6u nai, t6 c6o cua minh.

Didu 7. 'fr6ch nhiQm cfia ngu'ili tii5p c6ng d6n

L Khi ti0p cong dAn, ngudi ti6p cdng dAn ph6i bao c16m trang phUc theo quy

dinh cua ngirnh.

2. Y0ur cAlr r-rgu'oi ddn khi6u nai, t6 c6o, ki0n nghi, phAn 6nh nOu rd ho tOn,

dia chi hoic xuAt trinh gi6y to tuy thAn, gi6y uy quydn (n6u co); co dcvn hodc trinh

bay rd ra\ng noi dung khi6u nai, to c6o, ki6n nghi, phan anh; cung cAp th6ng tin, tiri
i ,,l ,

liiLr cAn thiert cho vi0c ti0p nhAn, thu ly vu vi6c.

3. Co thai d6 dung mUC, t6n trgng cdng dAn, ling nghe, ti6p nhAn clon khiOu
. ;. ,,;

nai, to cao, l<icn nghi, ph6n 6nh hodc ghi chdp d6y dt, chinh x6c nQi dung mDr nguoi

dOn khi6u nai, t6 c6o, kiOn nghi, ph6n 6nh trinh bdy.

4. GiAi thfch, hu6ng clAn cho nguoi d6n khi5u nai, t6 c6o, ki6n nghi, phAn 6nh
,;

chap hanh chu trLro'ng, du'd'ng 16i, chinh sach, ph6p lu6t, [<6t ludn, quy6t dinh giai

quy6t dd co hiOu lLrc ph6p luAt cua co quan co thAm qrydn; huong dAn nguoi khi6u
' ; ,,:

nai, to cao, l<iin nghi. phan anh d6n clung co quan hodc nguoi c6 thdm quyOn giAi quy6t.

5.'l'i'urc ti0p xu'ly hoac phdrr loai, chuydn don, trinh ngucri co thAm quydn *r'
^ r. : '.

1., lihiiu r.uri, to cuo. l<.i0n nghi, ph6rr 6r-rh; thdng b6o ket c1"ra xr-r Iy khieu nai, t6 c6o,

kiOn nghi, phdn anh cho c6ng d6n.



6.. Ydu da, ng,roi vi ph4m nQi quy noi ti0p c6ng clin chAm dut hanh vi vi

pham; tiongtruong hgp cAnthi0t, lAp bi6n bAn'vO viOc vi pliam vdy6u c6u co cluarr

chuc ndng xu ly theo quy dinh cua ph6p luAt. n

Di6u 8, Nhfi'ng trud'ng ho.'p tluo.'c tt'ch6i ti6p cdng elAn
i

Nguoi ti6p cdng dAn duo. c ttr ch6i ti6p nguo'i dOn dia diOrn ti6p c6ng clAn

trong c6c trudng hqp sau dAy:

1. Nguoi trong tinh tr4ng say do clung chAt kich thicli, ngu'd'i rndc bdnh tArr

thAn hoac m6t bQnh l<hdc larn mAt khii ndng nhAn thfr'c hoac kha ning di0ui 1<hi0n

hanh vi cua minh.

2. Nguoi co hanh vi de doa, xfrc pham co quan, t6 ch[rc. clon vi, ngu'o'i ti6p

c6ng dAn, ngudi thi hanh c6ng vg ho4c co hdnh vi l<hac v'i phaur rroi quy noi tielr

c6ng dAn.

3. Nguoi khi0u npi, t6 c6o ve\ vu viec dd giai qry6t cliurg chinh sach, phdp

luAt, dugc co quan nha nudc c6 thAm quydn ki6m tra, rd soiit, th6ng bdro bfu-rg virn

b6n vd dd duo. c ti6p, gi6i thich, hucrng d5n nhung vAn c6 tinh khi6r-r nai, t6 c.1o keo clai.

4. Nhirng truo'ng hgp kli6c theo quy dinh cua phAp luAi.

Trdn d6,v la noi qLri ti6p c6ng dAn cua trucrng,r.,,i,n ntrr.r PlrLro'c'l'hanh, nilnr

h1c 2024 - 2025 th6ng b6o tdi todn th0 cong dAn duo-c biCt i,ii li0n h0 cdng 1ac./,

tir,r 't'nu'orur;
No'i nhQtt:
- Ban giam hi€u;
-C6c b6 phdn trong nl.rd trucrng;
- Luu VP.

T'hi Ki6u Oanh
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