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QUY CHE
Thue hién dan chii trong hoat dong ciia treong mam non Tién Kiéu
Nam hoc 2025-2026
(Ban hanh keém theo Quyét dinh sé 35/0OD-MNTK ngay 10/10/2025
cua Hiéu truong truong Mém non Tién Kzeu)

CHUONG I
QUI DINH CHUNG

Piéu 1. Muc dich thue hién din chii trong hoat dong ciia nha truong

1. Phat huy quyén lam cha cua nha gido, can bd quan 1y, ngudi lao dong,
nguoi hoc va nang cao trach nhiém cua hi¢u trudng.

2. Tang cuong né nép, ky cuong, ky luat trong hoat dong cua nha truong,
g6p phan xdy dung moi trudng gido duc than thién, lanh manh, ning cao chat
luong gido duc, dao tao; phong chéng cac hanh vi tiéu cyuc, tham nhiing, lang phi,
quan liéu, cira quyén.

Piéu 2. Yéu cu thwe hién din chi trong hoat dong ciia nha trudng.

1. Thyc hién dan chi trong hoat dong ctia nha trudng phai gan lién voi viée
bao dam sy 1anh dao cta t6 chirc Pang; chap hanh nguyén tic tap trung dan chu;
phat huy vai tro cta hoi dong truong, hoi dong dai hoc (sau ddy goi chung 1a hoi
dong trudng), ctia hiéu truong va cac to chirc doan thé trong nha trudng.

2. Dén chu trong khudn kho Hién phap va phap luat; kién quyét xtr Iy nhiing
hanh vi loi dung dan cha vi pham phap luét, xAm pham quyén, loi ich hop phap,
chinh dang ctia nha gido, can bd quan ly, nguoi lao dong va nguoi hoc, can trd
vi¢c thuc hién nhi€ém vy cua nha truong.

CHUONG II
DAN CHU TRONG NHA TRUONG
MUC 1
TRACH NHIEM CUA HIEU TRUONG, NHA GIAO, CAN BQ
QUAN LY, NGUOI LAO PONG, HQI PONG TRUONG VA CAC TO
CHUC POAN THE TRONG NHA TRUONG

Piéu 3. Trach nhiém cia Hiéu truéng

1. Thuc hién nhiém vu va quyén han cua hiéu truong theo quy dinh cua
Luat Gido duc, Luat Gido duc dai hoc, Luat stra d6i, bd sung mot sb diéu cua Luit
Gido duc dai hoc va cac quy dinh cia phép luat cé lién quan.

2. Thyc hién déan chi, cong khai trong quan 1y, diéu hanh hoat dong cia
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nha truong; trong quan 1y, st dung, dao tao, boi dudng, thuc hién ché do, chinh
sach dbi voi nha gido, can bd quan 1y, ngudi lao dong va ngudi hoc theo quy dinh
cua phap luat va Thong tu 11/2020/TT-BGDDT.

3. Tb chirc cac cudc hop giao ban dinh ky dé danh gia két qua thyuc hién cac
nhiém vu dugc giao va dé ra nhiém vy, giai phap chu yéu phai thuc hién trong
tho1 gian to1 cua nha truong.

4. Lang nghe ¥ kién phan anh, phé binh ctia nha gido, can bd quén 1y gido
duc, nguoi lao dong va ngudi hoc. Khi nha gido, can bd quan 1y, nguoi lao dong,
ngudi hoc ding ky duoc gip va cd ndi dung, 1y do cu thé phai bd tri thoi gian
thich hop dé gip va trao doi.

5. Chi dao viéc cung cép dﬁy dua, kip thoi nhiing thong tin, tai li€u, cach
thtrc t6 chire thuc hién, trach nhiém thuc hién va trach nhiém gidi trinh nhirng noi
dung cong viéc trong nha truong.

6. Chi dao, xem xét, xu 1y kip thoi cac khiéu nai, t6 céo, kién nghi ctia nha
gido, can bd quan 1y, nguoi lao dong, nguoi hoc va kién nghi ciia Ban Thanh tra
nhan dan ctia nha truong; kip thoi bao cdo co quan ¢ thim quyén nhimg van dé
khong thudc tham quyén.

7. Chi dao, xem x&t, xtr 1y kip thoi nguoi ¢6 hanh vi can tré viée thuc hién
dan chu trong hoat dong ctia nha trurong va nguoi c6 hanh vi tra thu, tru dap nha
gido, can bd quan ly, nguoi lao dong va nguoi hoc khiéu nai, t6 céo, kién nghi
theo quy dinh cua phap luat.

8. Guong mau, di dau trong viéc dau tranh phong chong nhitng biéu hién
clra quyén, sach nhiéu, thanh kién, tru dap, gidu giém, bung bit, 1am sai léch su
that, 1am trai nguyén tic va nhimg biéu hién khong dan chu khac trong nha trudong
9. Phéi hop v6i Cong doan to chire hoi nghi nha gido, can bo quan 1y gido duc,
nguoi lao dong ciia nha trudng mdi nam mot 1an vao dau nam hoc theo quy dinh
tai Piéu 5 Nghi dinh s6 04/2015/ND-CP ngay 09 thang 01 nim 2015 caa Chinh
phu vé thyuc hién dan chu trong hoat dong clia co quan hanh chinh nha nudc va
don vi sy nghiép cong 1ap va cac quy dinh khéc c6 1ién quan.

Dieu 4. Trach nhiém cia nha gido, can by quan ly va nguoi lao dong

1. Nghiém chinh chap hanh ndi quy, quy ché cta co s& gido duc; thuc hanh
tiét kiém, chéng lang phi; thuc hién cac quy dinh vé nghia vy, dao dic nha gido,
quy tac ing xir, nguyén tic trong hoat dong nghé nghiép.

2. Pong gop v kién trong hoat dong ctia nha truong; y kién dbi véi hidu
truong dé xay dung co sd gido duc trong sach, viing manh.

3. B4o c4o nguoi cd tham quyén khi phat hién hanh vi vi pham phap luat



trong hoat dong ctia nha truong.

Piéu 5. Trach nhiém cia hdi ddng truwong

Hoi dong trudng cua nha truong cb trach nhiém ban hanh va giam sat viéc
thue hién quy ché dan chu trong hoat dong cua nha trudng.

Piéu 6. Trach nhiém cia céc té chirc doan thé trong nha truong

1. Tham muu, dé xuét nhimg bién phéap giup hiéu trudng thuc hién quy ché
dan chu cta co s¢ gido duc.

2. Chép hanh va td chtrc thuc hién dan chu trong don vi.

3. Thuc hién nghiém 18 16i 1am viéc trong don vi, gitra cac don vi vo1 nhau;
thuc hién dﬁy du chuce nang, nhiém vu cia don vi.

Picu 7. Trach nhiém ciia nguoi dimg dau doan thé, to6 chirc va Ban
Thanh tra nhian dan trong nha trwong

1. Nguoi ding dau doan thé, to chirc trong nha truong co trach nhiém:

a) Phbi hop véi hiéu trudng trong viéc to chire, thuc hién quy ché dan chu
trong hoat dong cia nha truong;

b) Néang cao chat luong sinh hoat cuia cac doan thé, cac t6 chuc, dan chi
ban bac cac chu truong, bién phap thuc hi¢n cac nhi€ém vu cua nha truong.

2. Ban Thanh tra nhan dan c6 trach nhiém giam sat, kiém tra viéc thuc hién
quy ché dan chu, lang nghe ¥ kién ciia quan chung, phat hién nhiing vi pham quy
ché dan chu trong co s& gido duc, dé nghi hiéu truéng giai quyét. Trong truong
hop hiéu truong khong giai quyét hodc giai quyét khong ding quy dinh thi bao
c40 cap co tham quyén bd nhiém hodc cong nhan hiéu truong xem xét, quyét dinh.

MUC 2
NHUNG VIEC HIEU TRUONG PHAI CONG KHAI, HINH THUC
VA THOI PIEM CONG KHAI

Pi¢u 8. Nhirng viéc hiéu truéng phai cong khai

1. Nhitng viéc phai cong khai dé nha gido, can bd quan 1y va nguoi lao dong
biét:

a) Chu truong, chinh sach ctia Pang va phap luét cia Nha nudce lién quan
dén hoat dong ctia nha truong;

b) Céc ndi quy, quy ché ciia nha truong;

C) K& hoach nam hoc, hoc ky, thang, tuan; ké hoach, dé an, du an, chién
lugc dinh huéng phat trién ciia nha truong;

d) Kinh phi hoat dong hang nam, bao gém cac nguén kinh phi do ngan sach
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nha nudc cap va cac nguon tai chinh khac; quyét toan kinh phi hang nam; tai san,
trang thiét bi; két qua kiém toan ctia nha truong;

d) Ké hoach tuyén dung, dao tao, boi dudng; quyét dinh b6 nhiém, biét
phai, ttr chtrc, mién nhiém, thay ddi chirc danh nghé nghiép, thay ddi vi tri viéc
lam, di céng tic nudc ngoai, giai quyét ché do, nang bac lwong, thing hang, khen
thudng, ky luat, thoi viée, nghi huu ddi véi nha gido, can bd quan 1y va nguoi lao
dong; viéc danh gia, xép loai, hop déng lam viéc, chAm dit hop dé)ng lam viéc;

e) Cac vu viéc ti€u cuc, tham nhiing trong nha truong da dugc két luan; ban
ké khai tai san, thu nhap ctia nguoi c6 nghia vu phai ké khai theo quy dinh cua
phap luét;

g) Két qua thanh tra, kiém tra, giai quyét khiéu nai, td cdo trong nha trudng;

h) Két qua tiép thu y kién ciia nha gido, can bd quan 1y va ngudi lao dong
vé nhiing van dé thudc thim quyén quyét dinh cua hiéu truong dua ra lay y kién
nha gido, can bd quan 1y va ngudi lao dong quy dinh tai Piéu 11 ctua Thong tu
nay;

i) Van ban chi dao, diéu hanh cua co quan quan 1y cap trén lién quan dén
cong viéc cua nha truong.

2. Nhiing viéc phai cong khai dé nguoi hoc, co quan quan 1y nha nudc co
tham quyén va xa hoi tham gia giam sat, danh gia nha truong theo quy dinh cua
phap luat:

a) Nhitng viéc duoc Bo truong Bo Gido duc va Pao tao quy dinh tai Quy
ché thyc hién cong khai ddi v6i co s& gido duc va dao tao thudc hé thong gido duc
quéc dén;

b) Tét ca cac quy dinh ctia nha truong lién quan dén viée hoc tap cuia ngudi
hoc theo quy dinh cta phap luét;

¢) Két qua kiém dinh chat luong gido duc.

Picu 9. Hinh thirc, thoi diém va thoi gian cong khai

1. Hinh thtrc cong khai

Cin ctr dic diém, tinh chat hoat dong va ndi dung phai cong khai nha truong
ap dung mdt, mot s6 hodc tat ca cac hinh thuc cong khai sau day:

a) Niém yét tai nha truong;

b) Thong bao tai hoi nghi nha gido, can bd quan ly, nguoi lao dong cia co
sO gido duc; thong bao tai ddi thoai cia nha trudng;

¢) Thong bao bang vin ban giri toan thé nha gido, can bo quan 1y va ngudi



lao dong;

d) Thong bao cho truong céac t6 chirc doan thé va yéu cau c ac td6 chirc doan
thé thong bao dén nha gido, can bo quan 1y va nguoi lao dong lam viéc trong cac
to churc doan thé do;

d) Thong bao bang van ban dén cdp uy, Ban Chip hanh Cong doan nha
truong

¢) Pang tai trén trang thong tin di€n tr ctia nha truong;

g) Cac quy dinh lién quan dén viéc hoc tap ctia nguoi hoc phai dugc nha
truong cong khai theo cac hinh thirc phu hop voi ndi dung, phuong thirc, ddi
tuong, quy mo gido duc, dao tao.

2. Thoi diém va thoi gian cong khai

a) DP6i v4i cac nhitng viée phai cong khai cho nha gido, can b quan 1y va
nguoi lao dong duoc biét: cham nhat 03 ngay 1am viéc. Trudng hop dic biét khong
qua 05 ngay ké tir ngdy van ban c¢6 ndi dung vé cac viéc phai cong khai dugc ban
hanh hodc ké tir ngdy nhan dugc vin ban clia co quan, don vi cép trén, trir nhiing
tai liéu mat theo quy dinh cta phap luat va truong hgp st dung hinh thirc thong
béo tai hoi nghi nha gido, can bd quan 1y va ngudi lao dong. D6i véi vian ban niém
yét tai tru s& clia co s gido duc thi phai thuc hién niém yét it nhat 30 ngay lién
tuc ké tir ngay niém yét;

b) Cac quy dinh lién quan dén viéc hoc tip ctia nguoi hoc phai dugc co sé
gido duc cong khai vao thang 6 hang nam, dam bao day du, chinh xac va kip thoi
trudc khi khai giang ndm hoc méi hodc khi ¢ thay doi noi dung lién quan.

3. Hinh thire, thoi diém va thoi gian cong khai nhitng ndi dung khac thudc
tham quyén ctia Hiéu trudng truong mam non Tién Kiéu duoc quy dinh tai Quy
ché thuc hién cong khai ddi véi nha trudng.

A L MUCS —_ ‘
NHUNG VIEC‘NHA GIAO, CAN BO QUANLY, NGUOI LAO
DPONG VA NGUOI HQOC THAM GIA Y KIEN

Picu 10. Nhirng viéc nha gido, cin by quan 1y, ngwoi lao dong va nguoi

hoc tham gia ¥ Kkién truéc khi hiéu trwéng quyét dinh

1. Nhitng viéc nha gido, can bd quan 1y, ngudi lao dong tham gia ¥ kién:

a) Chu truong, giai phap thuc hién nghi quyét ciia Pang, phap luat cia Nha
nuéc lién quan dén ké hoach, dé an, du 4n, chién lugc, dinh hudng phat trién cta
nha truong;

b) K& hoach nim hoc, hoc ky, thang cua nha truong;
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¢) T6 chtrc phong trao thi dua ctia nha truong;
d) Bao cdo so két, tong két ciia nha truong;

d) Cac bién phap cai tién to chirc, hoat dong va 18 16i 1am viéc; phong, chéng
tham nhiing, thuc hanh tiét kiém, chdng lang phi, chéng quan liéu, phién ha, sach
nhiéu nhan dan;

e) K& hoach tuyén dung, dao tao, bdi dudng nha gido, can bd quan Iy va
nguoi lao dong;

g) Thuc hién cac ché do, chinh sach lién quan dén quyén va loi ich cua nha
gido, can bo quan 1y, nguoi lao dong;

h) Cac ndi quy, quy ché ctia nha trudng.

2. Nhiing viéc ngudi hoc tham gia y kién:

a) Ké hoach gido duc va dao tao hang nim cua nha trudng;

b) Nhitng théng tin c¢6 lién quan dén hoc tip, rén luyén, sinh hoat va céc
khoan dong gbp theo quy dinh;

¢) Ché d6 chinh sach ctia Nha nudc;

d) Noi quy, quy dinh cta co s& gido duc ¢o lién quan dén ngudi hoc;

d) T6 chitc phong trao thi dua va cac hoat dong khac trong nha trudng cd
lién quan dén ngudi hoc.

Pi¢u 11. Hinh thirc tham gia y kién

Can cur dic diém, tinh chat va ndi dung hoat dong, cac co s gido duc ap
dung nhirng hinh thirc sau:

1. Tham gia y kién tryc tiép hodc thong qua ngudi dai dién véi hiéu truong.

2. Thong qua hoi nghi nha gido, cadn b quan 1y va nguoi lao dong cua co
sO gido duc; thong qua dodi thoai tai nha truong.

3. Phat phiéu hoi ¥ kién tryc tiép, giri du thao vin ban dé nha gido, can bod
quan 1y gido duc, nguoi lao dong va nguoi hoc tham gia y kién.

4. Thong qua hop thu dién tir ciia don vi dé nha gido, can bo quan 1y, ngudi
lao dong va nguoi hoc tham gia ¥ kién.

MUC 4
NHUNG VIEC NHA GIAO, CAN BO QUANLY, NGU’O’[ LAO

DONG GIAM SAT, KIEM TRA VA HINH THUC GIAM SAT, KIEM TRA

Piéu 13. Nhirng viéc nha giso, can by quan 1y, ngudi lao dong tham gia
giam sat, kiém tra



7
1. Thyc hién chu truong ciia Bang, chinh sach, phap luat cua Nha nudc, ké
hoach cong tac hang nim cta nha truong.

2. Cong tac tai chinh, quan 1y va sir dung tai san; xay dung co so vét chat
cua nha truong; viéc thu chi cac khoan dong gop cua ngudi hoc, cac khoan tai tro
cho nha truong.

3. Thuc hién céc ndi quy, quy ché ciia nha truong.

4. Thuc hién cac ché dg, chinh sach cua Nha nudc vé quyén va loi ich ctua
nha giao, can bd quan ly, nguoi lao dong, nguoi hoc..

5. Giai quyét khiéu nai, t6 céo.

Diéu 14. Hinh thic giam sat, kiém tra

Nha trudng t6 chic dé nha gido, can bo quan 1y va nguoi lao dong giam
sat, kiém tra thong qua céc hinh thtrc sau:

1. Thong qua hoat dong cua Ban Thanh tra nhan dan.

2. Thong qua kiém diém cong tac, tu phé binh va phé binh trong cac cudc
hop dinh ky ctuia nha truong.

3. Thong qua hoi nghi nha giao, can bd quan ly va nguoi lao dong.

9 Chuong III ’ ,
DAN CHU TRONG QUAN HE VA GIAI QUYET CONG VIEC VOI
CONG DAN, CO QUAN, PON VI, TO CHUC CO LIEN QUAN

Piéu 15. Trach nhiém ciia hiéu truweéng

1. T6 chire, chi dao va kiém tra viéc niém yét cong khai tai co s gido duc
va dang tai trén trang thong tin dién tir ctia co sé gido duc dé cong déan, co quan,
don vi, to chtrc (sau ddy goi chung 13 cong dan, to chirc) biét cac nodi dung sau:

a) Bo phan chiu trach nhiém giai quyét cong viée c6 lién quan;

b) Thil tuc hanh chinh giai quyét cong viéc;

¢) Mau don tir, ho so cho ting loai cong viéc;

d) Phi, 1€ phi theo quy dinh;

d) Thoi gian giai quyét timg loai cong viéc.

2. Chi dao va kiém tra nha gido, can bd quan 1y va nguoi lao dong trong
viéc giai quyét cong viée ctia cong dan, t6 chirc; kip thoi co bién phap xir 1y thich
hop theo quy dinh ciia phap lut doi véi nhitng nha gido, can b quan 1y, nguoi
lao dong khong hoan thanh nhiém vy, thiéu tinh than trach nhiém, sach nhiéu, gay
phién ha, tham nhiing trong viéc giai quyét cong viéc ctia cong dén, t6 chic.
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3. Chi dao viée bd tri noi tiép cong dan, thuc hién viéc tiép cong dan va bd
tri hom thu gép ¥ (truc tiép hodc qua hom thu dién tir); chi dao nguoi phy trach
cong tac hanh chinh cua co sé gido duc cung dai dién Ban Thanh tra nhan dan
nghién ctru cac ¥ kién gop ¥, bao cdo hiéu trudng xem xét, giai quyét.

4. Ctr ngudi ¢ trach nhiém gip va giai quyét cong viée c6 lién quan khi
cong dan, t6 chirc co yéu cau theo quy dinh cua phap luat; nhitng kién nghi, phan
anh, phé binh ctia cong dan, t6 chirc phai dugc nghién ctru va xir 1y kip thoi.

Diéu 16. Trach nhiém cua nha gido, can b¢ quan ly va nguoi lao dong

1. Tiép nhan thong tin; gidi quyét cac cong viéc cua cong dan, to chirc cd
lién quan tai try sé cua nha truong; bao vé bi mat nha nudc, bi mat cong tac va bi
mat vé ngudi cung cap thong tin theo quy dinh ctia phap luat.

2. Khi cbng dan, t6 chirc yéu cau, co trach nhiém giai quyét cac yéu cau do
theo tham quyén va quy dinh. Nhiing viéc khong thudc tham quyén giai quyét,
phai thong bao dé cong dan, to chirc biét va huéng dan cong dan, to chie dén noi
c6 thim quyén giai quyét. Khong duoc quan lidu, hach dich, ctra quyén, tham
nhiing, gdy kho khin, phién ha, sach nhidu trong khi giai quyét cong viéc ciia cong
dan, t6 chirc.

Piéu 17. Doi thoai tai co sé gido duc

1. Béi thoai tai nha truong duge thyc hién thong qua viéc trao doi truc tiép
gifra nha gido, can bd quan ly, nguoi lao dong, ngudi hoc voi hi¢u trudng hoac
gitta dai dién tap thé lao dong, dai dién nguoi hoc véi hi€u truong. Péi thoai tai
nha truong dugc thuc hién dinh ky it nhat mdi ndm hoc mét 1an hodc khi mot bén
c6 yéu cau.

2. NoO1 dung dbi thoai, sb luong, thanh phﬁn tham gia ddi thoai, thoi gian,
thoi diém doi thoai, quy trinh to chirc ddi thoai thuc hién theo quy ché dan chu
cua nha truong.

Picu 18. Quan hé giira hiéu truwéng véi co quan quan ly cap trén

1. Phuc ting su chi dao cua co quan quan 1y cap trén, thuc hién ché d6 bao
cdo dinh ky ding quy dinh, kip thoi, nghiém tc.

2. Kip thoi phan anh nhimg vudng mac, khé khan va kién nghi nhimg bién
phap khic phuc dé co quan quan 1y cap xem xét giai quyét.

3. Phan 4nh nhiing van dé chua rd trong chi dao cta cap trén, gop ¥, phé
binh co quan quan 1y cap trén bang van ban hodc thong qua dai dién. Trong khi ¥
kién 1én cép trén chua duoc giai quyét, co sé gido duc van phai nghiém tic chap
hanh va thuc hién chi dao cua cép trén.
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Piéu 19. Quan hé giira hiéu truéng véi cac té chire doan thé trong nha
truwong

Tiép nhan, xem xét va kip thoi giai quyét cac kién nghi, cac vin dé phat
sinh lién quan dén viéc thyc hién dan chu; dinh ky lam viéc vé1 nguoi ding dau
cac to chtrc doan thé. Khi nguoi ding dau cac to chire doan thé dang ky 1am viée
vo1 cac ndi dung, cong viéc cu thé thi phai tra 101 vé ké hoach 1am viéc hodc 1y do
tir chéi.

Piéu 20. Quan hé giira hiéu truéng véi chinh quyén dia phwong

Hiéu trudng c6 trach nhiém dam bao mdi quan hé chit ch& vai chinh quyén
dia phuong dé phédi hop giai quyét nhitng cong viée c6 lién quan dén cong tac gido
duc trong nha truong va quyén loi ctia ngudi hoc.

) Chuwong IV
PIEU KHOAN THI HANH

Pi¢u 21. To chirc thuwe hién

1. Trude ngay 15 thang 11 hang ndm, nha trudng gi bao céo thuc hién quy
ché dan chu 1én Phong Gido duc va Pao tao dé bao cio.

2. Xay dyng va thuc hién quy ché dan chi trong hoat dong cua co s gido
duc:

a) Can ct quy dinh tai Thong tu s6 11/2020/TT-BGDBT va cac quy dinh
ctia phap luat c6 lién quan, nha trudng ra soat, stra doi, bo sung hodc xay dung
méi quy ché dan chu;

b) Hiéu truéng, nha gido, can bd quan 1y, nguoi lao dong, ngudi hoc, cac
don vi, t6 chitc ¢6 lién quan t6 chirc thyc hién quy ché dan chu trong hoat dong
cua nha truong;

c¢) Nha truong, ca nhan va cac t6 chirc thuc hién tt quy ché dan chu sé duge
khen thuong; vi pham quy ché dan chu s& bi xtr 1y theo cac quy dinh cta phap
luat;

Pi¢u 22. Hiéu lyc va trach nhiém thi hanh

1. Quy ché nay c6 hiéu luc ké tir ngdy 17 thang10 nim 2025.

2. Quy ché nay thay thé Quy ché ban hanh theo Quyét dinh s6 06/QD-
MNTK ngay 05 thang 01 nam 2024 Quy ché thuc hién dan chu cua truong Mam
non Tién Kiéu, ndm hoc 2025-2026.

3. Qui ché nay dugc xem xét, sira doi bo sung theo nghi quyét ciia hoi nghi
can bd, cong chuc, vién chuc hang nam.
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Toan thé can bo, gido vién, nhan vién truong Mam non Tién Kiéu chiu trach
nhiém thi hanh Quy ché nay./.

Noi nhén: HIEU TRUONG
- BGH,TT, Poan thé;
- Bang lén website;

- Luu.

* r
ruong Thi Tuyen
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