UBND PHUONG MONG CAI1  CONG HOA XA HOI CHU NGHIiA VIET NAM

TRUONG MN BINH NGOQC Péc 1ap - Tw do - Hanh phic
S6: 471/QD-MNBN Mong Cdil, ngay 17 thang 11 nam 2025
QUYET PINH

vé viéc ban hanh Quy ché vin hoéa cong SO
Trong truong mam non Binh Ngoc thanh pho Mong Cai

HIEU TRUONG TRUONG MAM NON BiNH NGQC

Can cir Théng tw s6 52/2020/TT-BGDPT ngay 31/12/2020 ban hanh Diéu 1é
truong Mam non cia Bé Gido duc va Pado tao;

Can cit Quyét dinh sé6 129/2007/QD-TTg ngay 02 thang 8 nam 2007 ciia Thii
twomg Chinh phii Vé viéc Ban hanh Quy ché vin héa cong so tai cac co quan hanh
chinh Nha nuwoc;

Can cir Quyét dinh so 1847/0P-TTg ngay 27/12/2018 ciia Thii tuéng Chinh
phii phé duyét Pé an Van héa cong vu;

Can cir vao tinh hinh thuc té ciia nha truong;

Xet dé nghi cua tdp thé can bg, giao vién nhan vién nha truong.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Quy ché van hoa cong so tai
truong mam non Binh Ngoc.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
Piéu 3. Cin citr Quy ché ban hanh kém theo Quyét dinh ndy, can bd, vién
chtrc va nguoi lao dong trong trudng mam non Binh Ngoc nghiém tic thyc hién.

Noi nhdn:
- Nhu DPiéu 3;
- Cac t6 (t/h);
- Luu: VT.

HIEU TRUONG

Nguyén Thi Luyén



UBND PHUONG MONG CAI1  CONG HOA XA HOI CHU NGHIiA VIET NAM
TRUONG MN BINH NGQC Poc lap - Tw do - Hanh phuc

Mong Cadi 1, ngay 17 thang 11 nam 2025

QUY CHE
Vin héa cong sé trong Trudng mam non Binh Ngoc thanh phd Moéng Cai
(Ban hanh theo Quyét dinh sé: 471/QD-MNBN ngay 17 thang 11 niam 2025
ciia Hiéu truéng trwong Mam non Binh Ngoc)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va di twong ap dung

Quy ché nay quy dinh vé noi dung vin hoéa cong sé cia truong Mam non
Binh Ngoc gém: Tinh than, thai d6 1am viéc; chuan muc giao tiép, ung xu; chuan
muc dao duc, 16i séng, trang phuc ctua can b0, vién chirc, ngudi lao dong; bai tri
cong so tai truong mam non Binh Ngoc.

Quy ché nay ap dung do6i véi can bg, vién chic, nguoi lao dong lam viée tai
truong Mam non Binh Ngoc.

Piéu 2. Nguyén tic thue hién vin hoa cong sé

Viéc thyuc hién vin hoa cong sé tudn thu cic nguyén tic sau day:

1. Phit hop véi truyén thdng, ban sic van hoa dan toc va diéu kién kinh té - xa hoi;

2. Phu hop véi dinh huong xay dung doi ngli can bg, cong chire, vién chirc
chuyén nghié¢p, hi¢én dai;

3. Phu hop vdi cac quy dinh ctia phap luat va muc dich, yéu cau cai cach hanh
chinh, chu trrong hién dai hoa nén hanh chinh nha nuéc.

Piéu 3. Muc dich

Viéc thyuc hién vin hoa cong sé nham cac muc dich sau day:

1. Bdo dam tinh trang nghiém va hi¢u qua hoat dong don vi.

2. Xay dung phong cach mg xir chuan muc ctia can b, vién chirc va nguoi
lao dong tai trudng mam non Binh Ngoc, huéng téi muc tiéu xay dung doi ngii can
bd, vién chirc va ngudi lao dong cod phém chét dao duc tot, hoan thanh xuét sic nhiém
vu dugc giao.
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3. Tao su chuyén bién vé y thire, hanh dong, tu tu dudng, rén luyén, nang cao y
thirc, dao dtrc cong vu, dao dirc nghé nghiép ciia can bo, vién chic va ngudi lao
dong tai truong mam non Binh Ngoc, qua d6 xay dung hinh anh, phong cach lam
viéc clia can bo, vién chire, la dong nha truong “guong mau, tan tuy, chuian muc,
chuyén nghi¢p, trach nhi€ém, ky cuong, tan tinh, than thién” déng thot déy manh
viéc hoc tap va lam theo tu tudng, dao duc, phong cach HO Chi Minh thong
qua nhimg viéc 1am cu thé hang ngay.

4. bam bdao tinh lién tuc va hi¢u qua trong nha truong, tao modi truong van
minh, hién dai, chuyén nghi¢p, trach nhi¢m, minh bach, hi¢u qua.

Piéu 4. Cac hanh vi bi cAm

1. Hat thude 14, thude lao trong phong lam viéc;

2. Sir dung dd udng c6 con tai cong so va gid nghi trua, trir trudng hop duoc
su dong ¥ cia lanh dao co quan vao cac dip lién hoan, 18 tét, tiép khach ngoai giao;

3. Quang cdo thuong mai tai cong so.

4. T6 chitc danh bac tai cong so.

5. Xem cac loai phim khong lanh manh tai cong sé.

Chuong 11
NOI DUNG CUA VAN HOA CONG SO
Pi¢u 5. Tinh than, thai do 1am viéc

Khi thyc hién nhi€ém vu, can bd, vién chirc va ngudi lao dong cua trudng mam
non Binh Ngoc phai y thirc v€ trdch nhi¢ém, bon phan cua nguoi thi hanh nhiém vu
nhu sau:

1. Sén sang nhan va nd lyc hoan thanh tdt moi nhiém vu duoc phan cong;
khong kén chon vi tri cong tac, chon viéc dé, bo viéc khé. Tam huyét, tan tuy,
guong mau lam tron chire trach, nhiém vu duoc giao.

2. C6 ¥ thie to chirc ky luat; st dung hiéu qua thoi gio 1am viée; tranh lam
viéc qua loa, dai khai, kém hiéu qua; nghiém chinh chap hanh néi quy, quy ché cia
nha truong; chu dong phéi hop trong thuc hi¢n nhi¢m vu.

3. Ton trong va tan tuy phuc vy, khong duoc gay kho khan, phién ha, kéo dai
thoi gian xr Iy cong viéc cua nha trudong, to churc va nguoi dan; khong tho o, vo
cam, thiéu trach nhiém trude nhirng khé khan, birc xtic ciia nhan dan.

4. Can b, vién chuc giit chic vu 1anh dao phai gwong mau, cong tdm, khach
quan trong st dung, danh gia can bo, vién chirc va ngudi lao dong thudc quyén



4
quan 1y; khong 1o1 dung vi tri cong tac dé 1am loi cho ban than, chu dong xin thoéi
chtrc vu khi nhan thay ban than con han ché vé nang luc va uy tin.

Di€u 6. Chuan mue giao tiép, wrng xir ciia can b, vién chirc

Trong giao tiép, can bd, vién chic va nguoi lao dong phai ton trong, ling
nghe, tan tinh huéng dan vé quy trinh xt 1y céng viéc va giai thich cian k& nhiing
thic mic cua cong dan (cha me hoc sinh); ngdn ngit giao tiép phai chuin muc.
Thuyc hién nghiém tac “4 xin, 4 ludn”: xin chao, xin 16i, xin cdm on, xin phép; ludn
mim cudi, ludn nhe nhang, ludn ling nghe, ludn giup da.

Pbi voi ddng nghiép: can bo, vién chirc va ngudi lao dong phai ¢o tinh than
hop téc, tuong tro trong thuc hién nhiém vy, cong vu; khong beé phai gy mat doan
két noi bo co quan.

Dbi v6i lanh dao cap trén: can bo, vién chirc va nguoi lao dong phai tuan thu
tht bac hanh chinh, phuc ting sy 1anh dao, diéu hanh, phan cong cong viée cta cap
trén; khong tron tranh, thoai thac nhiém vu; khong ninh bo 1§y long vi dong co
khong trong sang.

Céan bo, vién chuc gilt chic vu lanh dao, quan 1y khong dugc duy y chi, ap
dat, bao thu; phai ton trong, lang nghe y kién ctua cap dudi; guong mau trong giao
ti€p, ung xu.

Picu 7. Chuan muc veé dao dirc, 10i song ctia can bg, vién chirc

Cén b9, vién chirc va nguoi lao dong phai khong ngirng hoc tap, tu dudng, rén
luyén vé dao duc, 16 séng; thuc hién can, kiém, liém, chinh, chi cong vo tu; trung
thuce, gian di, théng than, chan thanh; khoéng co biéu hién co hoi, séng ich ky, ganh
ghét, d6 ky.

Can b0, vién chirc va nguoi lao dong khong duge danh bac, td chirc danh bac
dudi moi hinh thire, sa vao céc t€ nan xa hoi; khong dugce sir dung dd uéng ¢ con
trong gi' 1am viéc va gio nghi trua cta ngay lam viéc; hut thude 14 ding noi quy
dinh; tuan thu ky luat phat ngon, khong sir dung mang x4 hoi dé khai thac, tuyén
truyén céc thong tin chua dugc kiém ching, mot chiéu anh huéng dén hoat dong
cong vu.

Can b, vién chirc va nguoi lao dong phai tuan thu chuan muc dao duc xa hoi,
truyén thong van hoa tot dep ctiia dan toc; khong mé tin di doan va c6 nhitng hanh
vi phan cam khi tham gia 1& hoi.

Dieu 8. Trang phuc cia can bg, vién chirc

Khi thyc hi¢n nhiém vy, can bo, vién churc va nguoi lao dong phai an mac gon
gang, lich su:

a) B61 vo1 nam: Ao so mi, quan au, comple, di giay hodac dép cé quai hau; doi
véi trang phuc mua dong phai gon gang, lich su.
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b) Béi véi nit: Ao so mi, quin au, comple nit, vay cong s& (chiéu dai vay t6i
thiéu phai ngang dau gbi), 4o dai truyén thong, 4o dai cach tan, di gidy hodc dép co
quai hau; d6i véi trang phuc mua dong phai gon gang, lich su.

Cén b9, vién chtrc, nguoi lao dong co déng phuc chung thi thyc hién theo noi
quy, quy dinh cua nha truong.

(Chii y: Khéng di dép 1é khi di hoi hop, khéng mdc trang phuc qud ngan, qud
mong, quan chén, quan bo, do phéng, do co tré sdu, do khéng cé tay hodc tay ngdn
hé vai, vdy kiéu cdch, mot thoi trang khéng phit hop véi méi truong lam viée cia
don vi; khong trang diém, deo phu kién di kém trang phuc qud phirc tap, diém dia,
khéng nhuém téc, son mong tay, méng chan mau sdc qud loe loet...)

Piéu 9. Thé can bd, cong chirc, vién chirc va ngudi lao dong

1. Can bg, vién chuc va nguoi lao dong phai deo the khi thyc hi¢n nhiém vu.

2. Thé can b, vién chirc va nguoi lao dong phai co6 tén co quan, anh, ho va
tén, chirc danh, s6 hiéu cta can bo, vién chuc.

3. Thé cua can b0, vién chirc don vi do S& Noi vu cép.

Piéu 10. Cac quy dinh khac:

1. Can b, vién chirc va nguoi lao dong phai chap hanh dung thoi gian 1am
viéc dugce quy dinh ctia nha nude va quy dinh tai don vi.

2. Khong lam vi€c riéng trong gio lam vigc.

3. Khong uong ruou, bia trong gi6 lam viéc, budi trua trong cadc ngay lam
viéc va ngay truc.

4. Khong vi pham cac t¢ nan xa hoi. Chép hanh nghiém chinh luat 1¢ giao
thong.

5. Khong ty ¥ tiép don khach, cho ngudi la vao truong.
6. Khong mua ban, trao d6i hang hoa tai trudng trong gio hanh chinh.

7. Khong cap nhap thong tin, dang, like, chia sé bai trong gid hanh chinh
theo quy dinh.

8. Khong cap nhap thong tin, dang, like, chia sé bai ¢6 ndi dung phan cam,
khong lanh manh, phan dong chong pha Dang, nha nudc.

Chuong 111
BAI TRi CONG SO
Muc 1
QUOC HUY, QUOC KY



Piéu 11. Treo Qudc huy

Quéc huy duoc treo trang trong tai phia trén cong chinh hodc toa nha chinh.
Kich ¢& Québc huy phai phu hop v6i khong gian treo. Khong treo Quédc huy qué cii
hodc bi hu hong.

Piéu 12. Treo Qudc ky

1. Quéc ky duogc treo noi trang trong trudc tru s¢ chinh. Qudc ky phai dung
tiéu chuén vé kich thudc, mau sic da dugce Hién phap quy dinh.

2. Viéce treo Qubc ky trong cac budi 1, don tiép khach nudc ngoai va 18 tang
tudn theo quy dinh vé& nghi 1& nha nudc va don tiép khach nude ngoai, t chirc 1 tang,

Muc 2
BAI TRi KHUON VIEN CONG SO
Piéu 13. Bién tén co quan

Co quan phai c6 bién tén dugc dit tai cong chinh, trén d6 ghi rd tén goi day
du bang tiéng Viét va dia chi ciia co quan theo quy dinh ctia B Noi vu.

Picu 14. Phong lam viéc

Phong lam viéc phai c6 bién tén ghi 10 tén don vi, ho va tén, chirc danh can
bd, vién chtrc.

Viéc sap xép, bai tri phong lam viéc phai bao dam gon gang, ngin nip, khoa
hoc, hop 1y.

Pi¢u 15. Khu vuc dé phuwong tién giao thong

Co quan c6 trach nhiém bo tri khu vuc dé phuong tién giao thong cua can
bd, vién churc va ciia nguoi dén giao dich, 1am viéc. Khong thu phi gt phuong tién
giao thong cuia nguoi dén giao dich, lam viéce.

Chuwong IV
TO CHUC THUC HIEN

Diéu 16. Di¢u khoan thi hanh:

1. Tap thé 1anh dao c6 trach nhiém phé bién va gidm sat viéc thuc hién Quy
ché nay ddi v6i can bd, vién chirc va ngudi lao dong trong co quan, don vi.

2. Can bo, vién chirc va nguoi lao dong thudc trudng mam non Binh Ngoc
c6 trach nhiém nghiém tac thuc hién Quy ché nay.

3. Trong qua trinh thuc hién, néu co nhitng kién nghi stra ddi, bd sung can
phan anh kip thdi vé Ban giam hiéu nha truong, diéu chinh bd sung cho phu hop./.



