UBND XA THANH NUA CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN THANH HUNG Poc lap - Tw do - Hanh ph uc
S6: 32 /Qb-MNTH Thanh Nua, ngay 26 thdang 8 nam 2025
QUYET PINH

“V/v thanh l1ap ban quéan ly va phin cong nhiém vu cac thanh vién ban
Quan trj doi song nam hoc 2025 —2026”

HIEU TRUONG TRUONG MAM NON THANH HUNG

Can civ diéu 10 ciia Théng tw 52/2020/TT- BGD&DT ngay 31/12/2020
cua B Gido duc va Dao tao ban hannh Piéu Ié truong mam non quy dinh chirc
ndang, nhiém vu, quyén han ciia Hiéu trudng trieong mam non;

Can cir van ban s6 1702/SGDDT-KHT C ngay 19/6/2024 cua So gido duc
va Pao tao Tinh Dién Bién vé viec Hudng dan to chirc bép an tap thé trong cac
co so giao duc trén dia ban tinh Dién Bién.

Can cir vao ké hoach thuc hién nhiém vu, tinh hinh hoat dong cham sdc,
nuoi duwong, gidao duc tre thuc té tai nha truong nam hoc 2025-2026;

Xét phdm chdt nang e ciia cdn bé gido vién, nhdn vién;
QUYET PINH:

, Piéu 1: Thanh lap ban quan ly va phan cong nhiém vy Ban quan tri doi
song nam hoc 2025— 2026, gom cac Ong (ba) co tén trong danh sach (Co danh
sach kem theo).

Picu 2: Ban quan tri doi song nha trudng c6 trach nhiém thyc hién cac
cong viéc da dugc phan cong (Co bang phan cong nhiém vu kem theo).

Picu 3: C4c thanh vién trong ban quan tri doi séng ¢ tén trong danh séch
ghi tai Piéu 1 trju trach nhiém thi hanh Quyét dinh ndy. Quyét dinh nay c6 hiéu
luc ké tir ngay ky./.
Noi nhn : HIEU TRUONG
- Nhu dicu 3; —

- Wb truong MN;
- CB,GV,NV MNXTH (d¢é t/h);
- Luu VT.

Nguyén Thi Nga



: NAM HOQC 2025- 2026
s8) B2 IOD-MNTH ngay 26 thang 8 nam 2025 cua Hiéu truong trueong

MN Thanh Hung)

STT Ho va tén Chirc vu Ghi chu
1 | Nguyén Thi Nga Hi¢u trudng Truong ban
2 | Ha Thi Huong P.Hiéu truéng Pho ban
3 | Pham Thi Lé Quynh GVCN 16p MGL A Uy vién
4 | Nguyén Thi Hanh GVCN 16p MGL B Uy vién
5 | Vi Thi Hong Hiéu GVCN 16p MGN A Uy vién
6 | D3 Thi Xiém GVCN 16p MGN B Uy vién
7 | Hoang Phuong Thao GVCN 16p MGB A Uy vién
8 | Lo Thi Thusn GVCN 16p MGB B Uy vién
9 | Nguyén Thi Thuy Duong | GVCN 16p NT A Uy vién
10 | Nguyén Thi Ngoc Ha GVCN 16p NT B Uy vién
11 | Lo Thi Thanh GVCN 16p NT 19-24T Uy vién
12 | Bui Thi Hién GVCN 16p MGG Thanh Uy vién

Binh
13 | Ho Thi Hang GVCN 16p NT Thanh Uy vién
Binh
14 | Vi Thi Trinh GVCN 16p MGG Pa Pe Uy vién
15 | Néng Thi Hanh GVCN 16p NT Pa Pe Uy vién
16 | Quang Thi La GVCN 16p MGG Léch Uy vién
Cubng
17 | Nguyén Thi Nix Ké toan Uy vién
18 | Tran Thi Hué Gido vién kiém tha quy, Uy vién
thu kho
19 | Pham Thi Thanh Bich Nhan vién Y té Uy vién
20 | Lé Thi Thu T6 trwong chuyén mon Uy vién
21 | Nguyén Thi Minh Hai Té truong chuyén mon Uy vién
22 | bai dién cha me hoc sinh | Ban dai dién CMHS Uy vién
23 |LDHD 1 Nhan vién Niu dn Uy vién
24 | LBHD 2 Nhan vién N4u in Uy vién
25 |LDHD3 Nhan vién Néu dn Uy yién,

Danh sdch trén gom 25 thanh vién./.

B




PHAN CONG NGHIEM VU BAN QUAN TRI POI SONG
NAM HOQC 2025 -2026
(Kém theo OP s6: 32 |OD-MNTH ngdy 26 thdng 8 ndm 2025 cia Hiéu truéng
truong MN Thanh Hung)
1. P/c Nguyén Thi Nga: Hiéu truéng -Truéng ban quan tri ,

Phu trach chung cong tdc nuoi an ban tra, xay dung ké hoach t6 chirc bép
an ban tra, té chiec hop hoi déng su pham, hdi déng truong, hop ban dai dién cha
me hoc sinh vé viéc to chirc 3n béan trt, chiu trach nhiém ky hop déng mua ban
thue pham, hop dong lao dong (Vi nhan vién thué niu dn), ky duyét cac ching
tir hang ngdy va chtng tir tong hop quyét toan hang thang.

- Tham gia quy trinh xay dung thuc don: Phé duyét va cong khai chinh thirc
thuc don trén co s& hop ban quan tri doi séng dé trién khai thyc hién.

- B tri nhan su, quyét dinh chi tra cac khoan lién quan dén cong tac ban
tra.

- Lén ké hoach tu stra CSVC, mua sam do dung ban tra bo sung ( néu c6)
dé dam bao day du co sé vat chat phuc vu ban tri theo quy dinh.

- Theo ddi, kiém tra dé danh gia thi dua hang thang, hoc ky, ca nim cho
tung cd nhan, tung cong viéc dugc phan cong.

- T6 chirc hop dinh ky hang thang dé trién khai, boi dudng quy ché chuyén
mon, an toan bép an ban tru, an toan thuc phém va rat kinh nghiém kip thoi.

- Tham gia tryc ban trt theo lich phan cong

- Bao céo cong tac ban tra .

2. b/c Ha Thi Hwong: Phé hi¢u trudéng - Pho trueédng ban quan tri

Chiu su diéu hanh cta truong ban quan tri doi séng, Phy trach cong tac
nudi dudng:

- Tham gia quy trinh xay dung thyc don: Téng hop cac y kién dé xuat cia
cac bo phan, bao cao truong ban tién hanh hop ban quan tri doi séng dé trién
khai thuc hién.

- Tham gia lya chon nha cung cdp hang hoa, dich vu, luong thuc, thuc
pham cho hoc sinh @n ban tr.

- C6 trach nhiém kiém tra, giam sat viéc thuc hién ndi quy, quy ché nha
bép.

- Chiju trach nhiém kiém tra, giam sat viéc thuc hién VSATTP, chét lugng
bitra an cho hoc sinh.

- X1r 1y kip thoi nhitng vi pham ctia nhan vién bép vé ché bién, thao tac, k¥
thuat niu n, vé sinh bép va nhan vién trong trua khong thuc hién tdt nhiém vu
chdm soc cuia minh.

- Tham gia tryc ban trt theo lich phan cong.



- Chiu trach nhi€ém trude Hiu trudng, Ban quan tri, cac co quan chirc nang
va CMHS vé nhiém vu phu trach chinh cong tac ban ctia nha trudng.
3. Cac P/c 1a Gido vién chii nhiém ciia 14 16p - Uy vién

Chju sy diéu hanh cta trudng ban quan trj doi song

- Tong hop ¥ kién ciia phu huynh hoc sinh vé cac mén an dé tham gia dé
xuat bd sung xay dung thyc don.

- Tham gia Iya chon nha cung cép hang hoa, dich vu, luong thuc, thuc
pham cho hoc sinh @n ban tru.

- Tuyén truyén van dong phu huynh hoc sinh cho con di hoc chuyén can,
dung gio, dong vién khuyén khich tré dn hét xuit dn, cham soc gido duc k¥ ning
song cho tré hang ngay.

- Hang ngay tong hop xuat an ctia 16p va bao an cho bd phan ké toan,
Cham cong an cta hoc sinh, cudi thang chét cong an cua hoc sinh 16p minh véi
bo phan ké toan, thu tién an cta hoc sinh nop vé thi qu¥ cua nha truong. Hang
thang quyét toan cong an véi phu huynh hoc sinh.

- Péi voi cac gido vién chi nhiém ¢ diém truong trung tdm luan phién
giam sat, két hop kiém tra qua trinh giao nhan thuc pham hang tuan hang ngay,
giam sat cong tac an toan vé sinh thyc pham, vé sinh nha bép, qua trinh so ché,
ché bién, chia khau phan an cho hoc sinh.

- Chiu trach nhiém truéc Hi¢u trudng, Ban quan tri, cdc co quan chuc
nang va CMHS vé nhiém vu phu trach chinh cong tac ban ctia nha truong

4. P/c Nguyén Thi Nir: Ké toan: Uy vién

Chiu sy diéu hanh ctia trudng ban quan tri doi song.

- Tham gia vao qua trinh xay dung thuc don, trén co s¢ thuc don cua tirng
bira an tinh todn gia thanh cua tirng mén an, gid thanh bira an dam bao phu hop
v6i1 dinh mue kinh phi.

- Khao sét gia ca thi trudng, xac dinh don vi c6 ngudn cung cip gia ca
hop 1y, thue pham chat luong, c¢6 day du gidy phép kinh doanh, gidy chimg nhan
co s& da diéu kién vé sinh an toan thuc phﬁm va céc diéu kién khac theo quy
dinh hién hanh.

- Tham gia lva chon nha cung cdp hang héa, dich vu, luong thuc, thuc
pham cho hoc sinh @n ban tr.

- Phu trach cong tac tai chinh ké toan, 1ap chimg tir ké toan lién quan dén
cong tac nudi dn ban tra, 1ap cac bao cdo quyét toan do cép trén yéu cau, dinh ky
cong khai chung tir thanh quyét toan dam béao theo quy dinh cta nha nudc.

- Lién hé cac nha cung tmg dé goi thyc pham hang ngdy theo thuc don
ctia nha truong, cong khai bang tong hop an ban tra hang ngay.

- Chiu trach nhiém trudc Hi¢u trudng, pho Hi€u truong (ngudi phu trach
bép an ban tra), Ban chi dao, cic co quan chirc nang va CMHS vé nhiém vu cia



minh.

5. P/c Tran Thi Hué: Gido vién kiém thi kho - thi quy : Uy vién

- Chiju sy diéu hanh cua truédng ban quan tri.

- Tham gia Iya chon nha cung cép hang héa, dich vu, lvong thuc, thuc
pham cho hoc sinh @n ban tru.

- Theo d&i nhap —xuét ton va quan 1y kho ban tri. Chiu trach nhiém thu
tién dich vu ban tra tr Gido vién chi nhiém cac 16p, Nop tién thu vao tai khoan
ngan hang (néu phu huynh ndp bang tién mit) ctia nha truong theo ching tir bo
phan ké toan 1ap, chi tién dich vu ban tra cta hoc sinh ddi véi cac khoan chi
bang tién mit (néu c),Ghi chép sd quy theo quy dinh.

- Chiu trach nhiém truéc Hiéu trudng, Ban quan tri, cdc co quan chuc
nang va CMHS vé nhiém vu ctia minh.

6. P/c Pham Thi Thanh Bich: Nhén vién y si - Uy vién

Chiu sy diéu hanh cia truong ban quan 1y,

- Phéi hop v6i nhan vién ké toan khao sat thi truong va tim nha cung tng
v6i gia ca hop 1y, dam bao vé sinh an toan thyc pham, x4ac nhan nhiing thuc
pham ma thi trudng c6 thé cung tng.

- Panh gia, tham muu ham luong dinh dudng thanh phan cac nhom thuc
pham can thiét trong di bita an dam bao dap tng t6i da nhu cau dinh dudng cua
hoc sinh theo d6 tudi, tham gia xay dung thuc don an cua tré, chiu trach nhi¢m
cong tac kiém tra an toan vé sinh thyc pham ban tru.

- Tham gia lya chon nha cung cép hang hoéa, dich vu, lvong thuc, thuc
pham cho hoc sinh an ban tri.

- Theo ddi nguén cung Gng thuc pham dam bao vé sinh an toan thuc
pham, chidm cong nguoi lao dong thué nau an.

- Hang ngay chiu trach nhiém giao nhan thyc pham voi nha cung cép,
danh gia cam quan hang hoa, thuc pham va giao tay ba véi nhan vién nau an.

- Phéi hop véi td bép, g1do0 vién cac nhom, 16p thuc hién cac bién phap can
thiép véi hoc sinh suy dinh dudng thé nhe cn, thip coi va béo phi.

- Chiu trach nhiém kiém tra, giam sat viéc thuc hién VSATTP, chat luong
bita dn cho hoc sinh, cham séc strc khoé cho hoc sinh ban tra. Thuc hién luu mau
thire an dam bao dung quy trinh, ding s6 luong co gidy niém phong va chir ki
ctia ngudi kiém tra. Cap nhat so sach “ 3 budc” hang ngay dung quy dinh

- Két hop cung nha bép dam bao cong tac vé sinh trude, trong va sau nau
an.

- Chiu trach nhiém truéc Hi€u trudng, Ban quan tri, cac co quan chirc nang
va CMHS vé nhiém vu phy trach chinh cong tac ban clia nha truong

7. P/c Pai dién Ban dai dién cha me hoc sinh - Uy vién
- Phéi hop véi nha trudng giam st to chiic an ban tra va bo sung, gop ¥



va quy trinh xay dung thyc don.

- Tham gia Iya chon nha cung cép hang héa, dich vu, lvong thuc, thuc
pham cho hoc sinh dn bén trd.

- Chiu trach nhiém trude Hi€u truong, phd Hiéu truong (nguoi phu trach
bép an ban tr), Ban chi dao, cac co quan chirc nang va CMHS vé nhiém vu cla
minh.

8. P/c Nguyén Thi Minh Hai - T truéng to nha tré
Chiu su diéu hanh cta trudng ban quan tri.

- Giam sat quy trinh thyc hién va tong hop cac ¥ kién ciia cac thanh vién
khac trong trudng dé cé ¥ kién, bo sung, gop ¥ va quy trinh xdy dung thuc don.

- Tham gia Iya chon nha cung cép hang héa, dich vu, lvong thuc, thuc
pham cho hoc sinh @n ban tru.

- Tham gia t6 kiém tra cong tac ban tra: Kiém tra, giam sat nhac nho theo
ké hoach giam sat va tham gia xtr 1y kip thoi nhitng sai pham trong quy trinh t6
chtrc ban tru.

- Chiu trach nhiém truéc Hi¢u trudng, pho Hi¢u truong (nguoi phu trach
bép), Ban chi dao, cac co quan chitc ning va CMHS vé nhiém vu ctia minh.

9. P/c Lé Thi Thu - T6 truéng té6 MG lén ghép:

- Giam sat quy trinh thuc hién va tong hop cac ¥ kién cta cac thanh vién
khac trong trudng dé c6 ¥ kién, bo sung, gop ¥ va quy trinh xdy dung thuc don.

- Tham gia lya chon nha cung cép hang hoéa, dich vu, lvong thuc, thuc
pham cho hoc sinh @n ban tru.

- Tham gia t0 kiém tra cong tac ban tra : Kiém tra, giam sat nhic nho
theo ké hoach giam sat va tham gia xir 1y kip thoi nhiing sai pham trong quy
trinh to chirc ban tra.

- Chiu tradch nhiém trude Hi€u truong, phd Hi€u truong (nguoi phu trach
bép), Ban chi dao, cac co quan chirc ning va CMHS vé nhiém vu ctia minh.

10. LPHP1: Nhan vién néu iin - Uy vién

Chiu su diéu hanh cta trudng ban quan tri doi séng.

- Tham muu thuc don bita dn phu hop voi diéu kién cua nha trudng va
nguyén vong cua hoc sinh.

- Hang ngay vé sinh truéc va sau khi ndu dn khu vuc bép an ban tra, san
ban tri sach s& gon gang ngan nap. Hang ngay nhan sd luong hang héa,luong
thuc, thuc pham tir tha kho. Tham gia giao nhén tay ba thyc pham tuoi song
gilta nha cung cp va nhan vién cia nha truong dé dua thuc pham vao ndu an
cho hoc sinh. Pam bao cac diéu kién vé an toan thuc pham, phong chéng chay
nd trong qua trinh so ché, ndu an va vé sinh, két hop voi nhan vién nha truong
chia thirc an cho hoc sinh cac 16p theo quy dinh ciia ban quan tri doi song, mang



com dén 01 diém trudng cho hoc sinh. Rira toan bd bat dn va dung cu niu an tai
khu trung tim, dung cu mang com cho diém trudng.

- Chiu trach nhiém trude Hi€u truong, phd Hiéu truong (nguoi phu trach
bép), Ban chi dao, cac co quan chirc nang va CMHS vé nhiém vu cua minh.

11. LPHD2: Nhén vién nau in - Uy vién

- Tham muu thue don bita dn phu hop voi diéu kién cua nha trudng va
nguyén vong cua hoc sinh.

- Hang ngay vé sinh trudc va sau khi ndu an khu vuc bép an ban tra, san
ban tri sach s& gon gang ngan niap. Hang ngay nhan sd luong hang héa,luong
thue, thuc pham tir thu kho. Tham gia giao nhan tay ba thyc phim tuoi sdng
gitta nha cung cdp va nhan vién cia nha trudng dé dua thuc phidm vao ndu dn
cho hoc sinh. Pam bao cac diéu kién vé an toan thuc phidm, phong chong chay
nd trong qua trinh so ché, nau an va vé sinh, két hop véi nhan vién nha truong
chia thirc an cho hoc sinh cac 16p theo quy dinh ctia ban quén tri doi sdng, mang
com dén 01 diém truong cho hoc sinh. Rira toan bg bat an va dung cu niu an tai
khu trung tim, dung cu mang com cho diém trudng.

- Chiu tradch nhiém trude Hi€u truong, phd Hi€u truong (nguoi phu trach
bép), Ban chi dao, cac co quan chitc ning va CMHS vé nhiém vu ctia minh.

12. LPHD3: Nhén vién niu in - Uy vién

- Tham muu thue don bita dn phu hop voi diéu kién cua nha trudng va
nguyén vong cua hoc sinh.

- Hang ngay vé sinh truéc va sau khi ndu dn khu vuc bép an ban tra, san
ban tri sach s& gon gang ngan nip. Nhan sb luong hang héa, luong thuc, thuc
pham tir thu kho. Tham gia giao nhan tay ba cac thuc pham tuoi séng giita nha
cung cip va nhan vién cua nha truong dé dua thuc pham vao niu an cho hoc
sinh. Pam bao cac diéu kién vé an toan thuc pham, phong chéng chay né trong
qua trinh so ché, nau an va vé sinh. Két hop v6i nhan vién nha trudng chia thirc
an cho hoc sinh cac 16p theo quy dinh ctia ban quan tri doi séng, mang com va
thtrc 3an dén 01 diém truong cho hoc sinh. Rura toan bg bat dn va dung cu nau an
tai khu trung tdm, dung cu mang com cho diém truong.

- Chiu tradch nhiém trude Hi€u truong, phd Hiéu truong (nguoi phu trach
bép), Ban chi dao, cac co quan chitc ning va CMHS vé nhiém vu ctia minh.
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