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CAM LAM

S6 5% /QD-TCNCL Cam Ldm, ngay 0/ thang ol nam 2020

QUYET PINH
y Ban hanh Quy tic img xir
' ciia Truong Trung cap nghé Cam Lam

HIEU TRUONG TRUONG TRUNG CAP NGHE CAM LAM

- Can ctr Quyet dinh s6 3141/QPb- UBND, ngay 03/12/2009 ctia UBND tinh
Khanh Hoa vé viéc thanh 1ap Truong Trung cp nghé Cam Lam;

Céan cua Quyet dinh sé 457/QD-UBND ngay 15/02/2019 cia UBND tinh
Khanh Hoa vé viéc to chtre lai Trudng Trung cap nghé Cam Lam trén co s& sap
nhap Trudng Trung cdp nghé Cam Lam va Trung tdm Gido duc thuong xuyén
va hudng nghiép Cam Lam;

= Can ctr Quyét dinh sb 697/Qb-LDTBXH ngay 01/6/2009 cua Bo Lao
: dong — Thuong binh va X& hdi vé viéc ban hanh quy tic mg xi cua cén bo,
' cong chire, vién chirc nganh Lao déng — Thuong binh va X3 hoi;

~ Xét dé nghi ctia Truéng phong Té chirc — Hanh chinh,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy tic mg x{r cla cong
chire, vién chirc va hoc sinh ctia Trudng Trung cép nghé Cam Lam.

Piéu 2. Quyét dinh ndy c6 hiéu luc ké tir ngay ky.

Piéu 3. Trudng cac Phong, Khoa, B6 mén va céng chirc, vién chirc, hoc
sinh Truong Trung cap nghé Cam Lam chiju trach nhiém thi hanh Quyét dinh
nay./.
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SO LAO PONG - TB&XH KHANHHOA ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE Péc lap - Tw do - Hanh phic
CAM LAM

Cam Ldm, ngay 0/ thdang 0 ndm 2020

. QUY TACUNG XU
CUA CONG CHUG, VIEN CHUC VA HQOC SINH
(Ban hanh kém theo Quyét dinh sé 02 /QOP-TCNCL ngay o3 /01/2020
cua Hiéu truong Truong Trung cdp nghé Cam Lém)

Chuwong 1
QUY PINH CHUNG
Piéu 1. Pi twong va pham vi didu chinh
1. Quy tic nay 4p dung ddi véi can bd, cong chire, vién chirc, hop dong lao

dong (goi chung 1a can bd, cdng chirc, vién churc) va hoc sinh thudc cac hé dao tao
cua Truong Trung cap nghé Cam Lam.

2. Quy tac nay quy dinh cac chuan myc x{r sy ciia can bg can bg, cong chirc,
vién chirc va hoc sinh bao gom nhitng viéc phai lam, khong dugc lam trong cong
viéc, hoc tdp, rén luyén, nhitng quan hé cong tac va trong mdt s6 quan hé xa hoi.

" Piéu 2. Muc dich quy dinh Quy tic irng xir ;

1. Bao dam sy liém chinh va trach nhiém cta can b, cong churc, vién chtre; ;5;

gop phan xdy dung doi ngil can b, cong chirc, vién chirc ¢6 phdm chat dao dirc N
trong sang, y thic to chirc ky ludt cao, tén tuy voi cong viée, co luong tém, trach C\A
nhiém nghé nghiép; &5

2. Cong khai cac chudn muc xir su ciia can bd, cong chirc, vién chirc trong
thuc hién nhi€ém vy, cong vu va trong mot sd quan hé xa hoéi, lam co s¢ dé nhan dan
giam st cac hanh vi cia céan bg, cong chire, vién chirc;

3. Lam cin cir dé céc co quan c6 thdm quyén kiém tra, xem xét, xir ly trach
nhiém cla cén bd, cong chirc, vién chirc khi vi pham cac chudn muc xur su, dao dirc
cong vu trong thi hanh nhiém vu, céng vu, trong quan hé cong tac va trong mot sb
quan hé xa hoi; gop phdn xdy dung vin hoa céng sd, phong, chéng tham nhiing,
tiéu cuc.

4. La can ctr & danh gi4, khen thudng va xép loai hoc sinh hing nam.




Chuong 2

UNG XU CUA CAN BQ, CONG CHUC, VIEN CHUC TRONG THI HANH
NHIEM VU, CONG VU, TRONG QUAN HE CONG TAC VA TRONG
QUAN HE XA HOI

IA £ d . 5 A A
. Dieu 3. Ung xir trong thi hanh nhiém vu, cdng vu
1. Nhitng viéc can bd, cong chirc, vién chirc phai lam:

| a) Thuc hién ding va diy du nghia vu theo quy dinh ctia phap luat vé can bg,
cong chuec, vién chirc;

~ b) Chi dugc lam nhitng viéc phép luédt cho phép va trong pham vi nhiém vu,
cong vu dugc giao;

¢) Hoan thanh nhiém vy, cong vu dam bao chét luong, hiéu qua, ding trinh
tu, tha tuc va thoi gian quy dinh;

d) Trung thuc, tan tuy, c6 trach nhiém dén ciing vé6i cong viée duge giao;

_ d) Nhitng viéc khac theo nghia vu, chirc trach va theo luong tdm, dao dirc
nghé nghiép, dao dirc cong vu khong trai vdi quy dinh ctia phap luat.

2. Nhitng viéc can b, cdng chirc, vién chirc khong dugce lam:

a) Thuc hién khong dung, khong ddy du nghia vu cla can bg, cong chir,
vién chirc theo quy dinh phap luat;

b) C6 hanh vi vuot qua hodc khong thudc pham vi chue trach, quyén han,
nhi€ém vy, cdng vu dugc giao;

' ¢) Khong hoan thanh nhiém vu, cdng vu hodc thuc hién khong dung, khong
day du trinh tu, thi tuc va thoi gian giai quyét cong viéc theo quy dinh;

d) Tur chéi cac yéu ciu hop phép cla co quan, to chirc va cong dan thudc
chue trach, nhi€ém vu dugce giao; thi€u trach nhi€m, cé thai do tho o, vé cam hoéc
c6 hanh vi gay ton hai dén lgi ich chinh dang ctia co quan, t6 chirc; danh du, nhan
pham, long tu trong cua cong dan trong qua trinh giai quyét cong viéc;

d) Loi dung chirc vu, quyén han hoédc c6 hanh vi thuc thi nhiém vu, cong vu
nham muc dich vu loi;

e) C6 cac hanh vi khac trai v6i quy dinh phép luat vé nghia vu cua can b,
cong chire, vién chuc va trai véi luong tdm, dao dirc nghé nghiép, dao dirc cong vu.

Piéu 4. Ung xir trong quan hé cong tac

. Trong quan hé cong tac, can bg, cong chirc, vién chirc phai lam hodc khong
dugc lam nhiing viéc sau day:

1. Trong lanh dao, quan ly:




a) Guong mau thuc hién nghia vu va chirc trach; trong pham vi quyén han
dugc giao phai chu dong phén cong nhiém vy, cong vy, d6n doc, kiém tra va chiu
trach nhiém vé ket qua thuc hién nhiém vu, cong vu cia cén bd, céng churc, vién
chire thude quyén;

b) C6 phuong phap quan ly, didu hanh khoa hoc, dan chii, c6ng khai, minh
bach; tao moi diéu kién dé can bg, cong chirc, vién chirc phat huy nang luc, kinh
nghiém, chil dong, sdng tao, bao dam hoan thanh nhiém vy, cong vu;

¢) Xay dung méi doan két ndi bo thdng nhat, moi truong lam viée ¢6 van
héa; ton trong va giai quyét cong bang, thoa ‘dang cac dé xuat, kién nghi, phan anh,
ké ca cac y kién trai nguoc nhau hoic y klen khong dung, khéng hop v6i y minh
clia cdn bo, cong chirc, vién chirc thudc quyén; khong dinh kién, thién vi, phan biét
déi xir gitta can bo, cong chirc, vién chic hodc gay bé phéi, cuc bd;

d) Bao vé quyén va loi ich chinh déng, uy tin, danh dy, nhin phim cua can
bo, cong chire, vién chuc thudc quyén; khong bao che khuyét di€ém cua cap dudi
hodc né tranh, dun day trach nhiém ctia minh cho cép dudi;

d) Thuc hién nghiém tic cac quy dinh vé ké khai, minh bach tai san, thu
nhap; vé tdng qua, nhan qua tdng va ndp lai qua téng; vé van hoa tir chirc va céc
quy dinh khac lién quan dén lanh dao, quan ly.

2. Trong chip hanh nhiém vu, cong vu:

a) Phuc tung su phan cong nhiém vy, cng vu cua co quan, don vi va nguoi
c6 thdm quyén; chu dong trién khai va chiu trach nhiém truéc phap ludt, trude co
quan, don vi, ngudi ¢ thim quyén vé viée thuc thi nhiém vu, cong vu;

b) Khi chap hanh quyét dinh ctia cép c6 thdm quyén, néu ¢d céan ctr cho rang
quyét dinh d6 1a trai phap luat hoic khong phu hop véi thyuc tién thudc linh vuc
cong tac, nhiém vy, céng vu dugc giao thi phai béo cao kip thoi véi ngudi truc tiép
ra quyét dinh, v&i cAp trén truc tiép clia ngudi ra quyet dinh va thyc hién theo dung
quy dinh cta phap luat. Truong hop cAp trén cua cép quan ly truc tiép giao nhiém
vy, cdng vu thi phai bao céo cip quan ly truc tiép trude khi thuc hién quyét dinh
do;

¢) Co trach nhiém dong gop y kién trong hoat déng quan ly, diéu hanh cua
ngudi c6 thAm quyén; ton trong va bao vé uy tin cua nguoi quan ly, diéu hanh;
khong loi dung viéc gdp y, phé binh hodc khiéu nai, t& cdo dé phan anh sai su that,
gdy t6n hai dén uy tin, danh du, nhan phim ctia can bd lanh dao, quan ly.

- 3. Trong quan hé v&i ddng nghiép:

a) Chu dong phdi hop, gitip d& nhau ciing hoan thanh nhiém vu, cong vu; ton
trong, doan két, than thién, img xur dung muc véi déng nghiép;
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b) Khong dun day tréch nhiém, c6 thai do bét hop téc, gy kho khan, can tro
cdng viéc chuy€n mén hodc c6 hanh vi l1am ton hai dén danh dy, nhan pham, uy tin,
quyeén va lgi ich chinh dang cia dong nghiép, gdy mat doan két ndi bd.

4. Trong quan hé véi cac co quan, t6 chirc, ca nhan c¢ lién quan:

a) Co thai d6 nghiém tuc, dung muc, than thién va hop tac trong quan hé
cong tac vai cac co quan, tb chirc, ca nhan cé lién quan;

b) Trong pham vi quan hé cong tac chi trao dbi, lam viéc vé nhimng vén dé
lién quan dén nhi€m vy, cong vu dugc giao va tai cong sd;

¢) Khong dugc phat ngon, két luan theo quan diém ca nhan khi nhan danh co
quan, don vi trong quan h¢ céng tac;

d) Khong lam 16 bi mat Nha nudc, bi mat cong tac theo quy dinh cua phap
luét; khong lam mat mat, hu hdng hodc lam sai léch ho so, tai liéu khi quan hé cong
tac vdi cac co quan, to chirc, cé nhan cé lién quan;

- &) Khong 1am ton hai dén dia vi, uy tin, danh du cua co quan, don vi.
5. Trong thuc hién vén hoa cong s&:
a) Chap hanh nghiém tiic ndi quy, quy ché lam viéc ctia co quan, don vi;

b) Tuéan thu thoi han 1am vige, thoi gié nghi ngoi va su dung hi€u qua thoi
gian lam viéc tai cong sd; khong di mudn v€ sém, s dung thoi gian lam viéc dé
lam viéc riéng;

c) Khi thuce thi nhi€ém vu, cong vu phai méc trang phuc gon gang, lich su va
deo thé cong churc theo quy dinh chung hodc méc trang phuc, deo phu hiéu theo
quy dinh riéng cua tirng nganh, linh vuc;

d) Khi giao tiép tai cong s& phai nghiém tdc, lich su; ing xtr c6 van hoa;
ngdn ngir phai chudn muc, mach lac; Ung xu, giao tiép v6i nhan dan phai nha nhén,
dung muc, ling nghe, ton trong y klen va g1a1 thich, huéng dan rd rang, cu thé vé
céc quy dinh lién quan dén giai quyét cong viéc; khong néi tuc, néi tiéng l6ng, quat
nat, c6 thai do hach dich, gay kho khén, phlen ha hoac c¢6 thai do, hanh vi khac lam
anh huong dén phong cach, uy tin ciia can b, cong chirc, vién chirc;

d) Khi giao tiép qua dién thoai phai xung tén, chirc danh, co quan, don vi
cong tac; trao ddi rd rang, ngan gon, tip trung vao ndi dung cong viéc; khong ngat
dién thoai d6t ngot;

e) Phai sip xép hd so, tai lidu khoa hoc, gon gang, ngin nip, dé tra ciru; su
dung tiét kiém, c6 hiéu qua phuong tién lam viéc va cac co so vt chét khéc; khong
hut thudc 14, khong sir dung dd ung c6 cdn tai cong sd, trir truong hop dugce su
ddng y cua lanh dao co quan, don vi vao céc dip lién hoan, 18 tét, tlep khach ngoai
giao; khong 1ap ban thd, thiap huong, dun, ndu trong phong lam viéc hodc lam
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nhiing viéc khac anh hudng dén tinh nghiém tic va moi truong van hoéa noi cong
sO;

f) Can bg, cong chirc, vién chirc con phai thuc hién cac quy dinh khéc vé nép
song van hoa noi cong so.

N ‘Diéu 5. Ung xtr trong quan hé xa hji
1. Ung xtr noi cong cdng:

a) Guong méu chip hanh cic quy dinh ctia phap ludt va quy tic sinh hoat,
trat tu noi cong cong; khong vi pham phap luat hodc cac chuan muc xa hoi, thuan
phong m¥ tuc da dugc cdng dong xa hdi thira nhan, thong nhat thuc hién;

b) Khi tham gia cac hoat dong x4 hoi noi cdéng cong, phai gitr dung tu cach,
c6 théai d¢ va hanh vi ing xr van minh, lich sy, binh dang, ton trong moi nguoi;
khong dugc co thai do va hanh vi thiéu van hoa, gay phan cam hodc gay mat trat tu,
lam anh hudng dén ngudi khac; khong loi dung dia vi, chirc quyén dé gay thanh thé
hodc tao ra dac quyén trong thu hudng va thuc hién nghia vu cdng dan;

¢) Trude cac hanh vi vi pham phap luat, vi pham quy tic sinh hoat, trat tu noi
cong cong, phai c6 thai do rd rang, kién quyét, bao vé I8 phai; hd tro cac co quan,
ngudi co thdm quyen thuc thi nhiém vu, céng vu bao vé trat tu cong cong theo
ding phén su.

2. Ung x1r noi cu tra:

a) Guong mau chip hanh va tich cuc tham gia phd bién, tuyén truyén, van
dong nhan dan chap hanh duong 16i, cha truong, chinh sach cua Pang, phap luat
clia Nha nuédc, nhét 1a cha truong, chinh sach, phap luat thudc cac linh vuc cua
nganh Lao dong — Thuong binh va X3 hdi;

b) Thuc hién day @t nghia vu cong dan va nghiém tuc chip hanh cac quy tac,
quy udc tai cong ddng dan cu; tham gia sinh hoat va chiu su giam sét cua té chirc
Dang, chinh quyén, doan thé va nhan dan noi cu tru;

c¢) Tham gia dong gép vai chinh quyén, doan thé trong ké hoach phat trién
kinh té - x3 hoi cia dia phuong; tich cuc tham gia va ung hd cac phong trao, cac
cudc van dong cta chinh quyén, doan thé noi cu tri, nhat 13 cac phong trao, céc
cugc van dong thudc linh vuc lao dong, nguoi c6 cong va xa hoi;
d) Khéng can thiép trai phap luat vao cac hoat dong ctia chinh quyén, doan thé noi
cu tra; khong duge xui giuc, kich d@ng,’léi kéo hodc bao che, lam ngo trudc cac
hanh vi vi pham phap luat, vi pham quy tac sinh hoat tai khu dén cu.

3. Ung xr trong gia dinh:

a) :l“ich cuc tuyén truyép, van dong, gido duc nguoi than trong gia dinh
guong mau chap hanh duong 16i, chu truong, chinh sach cua Pang, phap luét cia
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Nha nudc va tu gidc thuc hién nghia vu cong dén, cac quy tic, quy udc tai cong
dong dan cu;

b) Guong mau vé moi mit trong sinh hoat, trong x4y dung gia dinh véan hoa,
hanh phtc, 4m no, binh dang;

¢) Khong dé bd, me, Vo, chong, con, anh, chi em ruét va nhirng ngudi than
khéc loi dung chirc vu, quyén han, vi tri cong tac ciia minh dé vu loi hodc ban than
loi dung danh nghia, anh hudng cta ngudi than trong gia dinh vi vy loi;

d) Khéng duoc lgi dung viéc td chirc cudi hoi, ma chay, ming tho, sinh nhat,
tdn gia va cac viéc khac cua gia dinh va ban than dé vu lgi hodc gay lang phi, xa
hoa, mé tin, di doan hodc vi muc dich ca nhan khac.

Chwong 3
UNG XU CUA HQC SINH TRONG HQC TAP, SINH HOAT
VA REN LUYEN
Piéu 6. Nhirng quy tac ing xit cu thé
1. Ung xtr dbi v&i ban than
a) Guong mau chip hanh duong 16i, chii truong ctia Dang, phép luat ctia Nha
nudc, ndi quy cua nha truong;
b) Tich cuc, trung thuc hoc tap, kiém tra, thi cir;

¢) Khéng ngimg tu dudng va rén luyén phim chéat dao dirc; Chi dong, nhiét
tinh tham gia céc hoat dong ngoai kho4, phong trao;
. d) V& ddng phuc: Thuc hién nghiém tic ddng phuc theo qui dinh ctia nha
truong;
e) Bén truong, ra vé dung gio;

f) Khong tu y kinh doanh db an, thirc udng hodc cic loai hang héa trong nha
truong;

g) Khong 1am mét an ninh trét tu trudc cdng trudng.
2. Ung xtr d6i v6i thay ¢ gido, nhan vién nha truong
a) Hét long yéu thuong, tn trong thay co;

b) Chu dong chao hoi khi gap thdy co trong va ngoal nha truong. Khong
duoc c¢6 nhitng hanh dong, 16 néi khéng phi hop véi chudn muc dao dic ciia
nguoi hoc vién;

_ ¢) Khong dit didu, xAm pham danh du, nhan phim cta thay co;

d) Ludn vang 15i day bao, tuan theo su huéng din cia thay co.
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- 3. Ung xir d6i v6i anh chi 16p trén va ban bé.
a) Xung ho thin mat, coi ma, trong sang. Ludn on hoa, nha nhan, doan két,
tuong than tuong trg;

b) Cung nhau chia sé, giup d& nhau trong cudc sdng, trong hoc tap, rén
luyén. Tich cuc xdy dung mbi quan hé hitu nghi, doan két giira HS timng 16p va toan
truong;

. c) Khong tao diéu kién, khong bao che nhing hanh vi vi pham quy dinh, quy
che phép luét;

d) Khéng ky thi, phan biét ton gido, dan tdc, thanh phan gia dinh;

e) Khong xa lanh, coi thudong ngudi bi bénh, tan tat hodc cé hoan canh kho
khan.

~ 4. Ung xr trong 16p hoc.

a) Vao hoc phai dang gio, tac phong nghiém tﬁc; trat tu, ton trong thay co
gido va ban cung l6p;

’ Id
b) Khéng lam cac ctr chi nhu: viét vé bay lén ban, ghe, tudong, bang, ctlra, 1én
sach vo;

c) Trong tiét, hoc, khong phat ngén tuy tién; khong nhai keo hodc n qua vat;
khong str dung thiét bi di dong khi chua dugce sy dong y cua thay co;
d) Khong mang d #n, thirc udng vao 16p hoc 1am mét vé sinh va anh hudng
ngudi khac;
~ D Khi két thuc gidr hoc: phai giit vé sinh chung, tit dén, quat, déng khoa cac
chot ctra can than trude khi roi khoi phong hoc.
5. Ung xt trong sinh hoat, noi cong cdng, khi tham gia mang x4 hdi.
a) Ung xur khi tham gia sinh hoat chung phai dung gio, tdc phong nhanh
nhen, khong gdy 6n a0, mét trat tur, khong hut thude 14, virt rac bira bai; khong di,
dung, tréo, ngodi trén lan can, ban hoc, cdy xanh;
. b) Ung Xt khi c6 mét trong khu vuc cong cong phai lich thiép, ndi 161 xin
161 khi lam phién hodc cé 16i va cam on khi dugc giup dd, phuc vu;
c) Chu dong giup d6, nhuong chd cho nguoi gia, tré em, phu nit, nguoi tan
tat khi 1€n, xudng cac phuong tién giao thong hoac khi qua dudng;
d) Chu dong, tinh nguyén giup d& nguoi bi nan;
e) Ung xtr khi dén céc co quan, cong sO dé giao dich, lién h¢ cong viéc dam
bao thai do 1€ phép, lich su, thang than; khong gdy mat trat tu;
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/ f) Khi thuc hién cac hoat dong trén Internet phai tuan thu phap luat. Khong
dua thong tin gdy kich dong bao luc, phén biét dan tdc, gidi tinh, ton gido, ving
&ién. ..Khéng gay anh hudng dén trat tu, an toan xa hoi.

6. Bao quan co s¢ vat chat.

., a) Gilr gin vé sinh va bao v€ tai san cta truong gbm: Phong hoc, ban ghé,
thiét bi dién nudc, may moc, dung cu hoc tip va sinh hoat, cdy c6i, cong trinh vé

sinh

b) Khéng tu y dong dinh, khong dan céc thir 1€n bang, 1én tuong, khong leo
tréo 1én lan can ciu thang, lan can hanh lang, béu ctra so tuong, mai nha, cay cdi
trong trudng;

c¢) Khéng chay nhay 1én ban ghé;
d) Khéng bé canh, ngit hoa, hai qua, pha hoai cdy xanh;
e) Bo rac dung noi quy dinh.
Chwong 4
TO CHUC THUC HIEN
Piéu 7. Hiéu lyc va trach nhiém thi hanh

1. Quy tic nay c6 hidu luc ké tir ngay ky va thay thé Quy tic tmg xir clia can
bo, cong chirc, vién chirc dugc ban hanh tai Quyét dinh s 09/QD-TCNCL ngay
113/02/2017 ctia Hiéu trudng Truong Trung cip nghé Cam Lam;

2. Céan b0, cébng chtrc, vién chic va hoc sinh c6 trach nhiém nghién cuu,
hidu, ndm vitng va thuc hién ding, ddy du cac quy dinh ctia Quy tic nay; néu co
hanh vi vi pham thi tuy theo tinh chit, mirc d6 vi pham s& bi xir ly ky luat theo quy
dinh cta phap luat./.
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