UBND XA THANH NUA CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG MN THANH LUONG Poc lap- Tu do- Hanh phic

Thanh Luong, ngay 03 thang 9 nam 2025

PHAN CONG NGHIEM VU CONG TAC BAN QUAN TRI DOT SONG
NAM HOC 2025 -2026

Cén ¢t vao Quyét dinh thanh 1ap Ban quan tri doi song va ké hoach hoat
dong cia Ban quan tri doi song nim hoc 2025-2026 truomg mam non Thanh
Ludng phan cong nhiém vu cu thé cho céc dong chi nhur sau

1. P/c Tran Thi Thuy Hing - Hi¢u truwéng nha trwong: Trudng ban
quan tri

- Phu trach chung cong tac nudi an ban tra, xay dung ké hoach to chirc bép
an ban tra, t6 chire hop hoi dong su pham, hoi dong truong, hop ban dai dién cha
me hoc sinh vé viée td chire @n ban tra, chiu trach nhiém ky hop dong mua ban
thuc pham, hop dong lao dong (V&i nhan vién thué nau an), ky duyét cac chimg
tir hang ngay va chimg tir tong hop quyét toan hang thang.

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

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

- Lén ké hoach tu stra CSVC, mua sim dd dung ban tra bo sung ( néu co)
dé dam bao d'fly du co so vat chat phuc vu ban tra theo quy dinh.

-Theo d&i, kiém tra dé danh gia thi dua hang thang, hoc kv, ca nam cho
tirng ca nhan, tung cong viéc dugc phan cong. T6 chire hop dinh ky hang thang
dé trién khai, boi dudng quy ché chuyén mén, an toan bép an ban tri, an toan
thuc pham va rut kinh nghiém kip thoi.

Tham gia truc ban tru theo lich phan cong
Bao cao cong tac ban tra .

2. P/c Nguyén Thi Diao Thiam : Phé hiéu truong - Pho ban quan tri

Chiu su diéu hanh cua truong ban quan tri doi song, Phu trach cong tac
nuodi dudng:

- Tham gia quy trinh xdy dung thuc don: Tong hop cac y kién dé xuit cua
cic bd phan, bao cdo trudng ban tien hanh hop ban quan tri doi séng dé trién
khai thuc hién.



- Tham gia lwa chon nha cung cip hang hoa, dich vy, luong thuce, thuc
pham cho hoc sinh an ban tra. :

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

- Chiu trach nhiém kiém tra, giam sat viée thue hién VSATTP, chat lugng
btra an cho hoc sinh.

- Xu ly kip thoi nhimg vi pham ctia nhén vién bép vé ché bién, thao tac,
ky thudt nau an, vé sinh bép va nhan vién trong trua khong thue hién tot nhiém
vu chdm soc cua minh. va tham gia xir ly Kip thoi nhimg sai pham trong quy
trinh t6 chire ban tr (Néu ¢o).

- Tham gia true ban tra theo lich phan cong.

- Chiu trach nhiém trude Ban quan tri, céc co quan chirc nang va CMHS
vé nhiém vu phu trach chinh céng tac ban cta nha truong.

3. P/c Pang Thi Lan — T6 truéng té6 MG Lén, nha - HDT thanh vién.

- Phu trach cdng téc gidm sat quy trinh thuc hién va tong hop cac y kién
cta cac thanh vién khac trong truong dé cé v kién, bd sung, gop y va quy trinh
xay dung thuc don.

- Tham gia t6 kiém tra cong tac ban tra: thuong xuyén kiém tra, giam sat
nhac nhé trong quy trinh t6 chirc ban tru.

- Chiu trach nhiém trude Ban quan tri, cic co quan chirc ning va CMHS
vé nhiém vu cua minh.

4. P/c Hoang Thi Thanh Loan - Ké todn : Thanh vién

- Chju su diéu hanh ctia truong ban quan tri doi séng.

- Tham gia vao qua trinh xay dung thuc don, trén co sé thuc don cua timg
bira an tinh toan gia thanh cua tung moén én, gia thanh bira an dam bao phu hop
vo1 dinh muc kinh phi.

- Khao sét gia ca thi truong, xac dinh don vi ¢6 ngudn cung cap gia ca
hop ly, thuc pham cht luong, c¢6 day du gidy phép kinh doanh, giay chirng nhan
co s& du diéu kién vé sinh an toan thuc phim va cac diéu kién khéc theo quy
dinh hién hanh.

- Tham gia luya chon nha cung cap hang hoéa, dich vu, luong thuce, thuc
pham cho hoc sinh in ban tra.

- Phu trach cong tac tai chinh ké toén, Lap chimg tir ké toén lién quan dén
cong tac nudi an ban tra, 1ap cac bao cdo quyét toan do cap trén yéu cau, dinh ky
cong khai chung tu thanh quyét toan dam bao theo quy dinh cua nha nude.

- Chiu trach nhigm truéc Ban quan tri, cac co quan chirc ning va CMHS
vé nhiém vu ctia minh.



S. D/c Nguyén Thi Kim Thoan — Y si + thi kho

- Chiu sy diéu hanh cua trurong ban quan tri.

- Danh gia, tham muu ham luong dinh dudng thanh phin cdc nhom thuc
pham can thiét trong moi bira an dam bao dép (mg tdi da nhu cau dinh dudng
cua hoc sinh theo dé tudi, tham gia xiy dung thuc don an cia tré, chiu trach
nhi¢m cong tac kiém tra an toan vé sinh thuc pham ban tri.

- Khao sat gia ca thi truong, xac dinh don vi ¢6 nguf)n cung cfxp gla ca
hop 1y, thue pham chat luong, ¢6 day du giay phép kinh doanh, giay chimg nhéan
co so du dicu kién vé sinh an toan thuc pham va céac diéu kién khéac theo quy
dinh hién hanh.

- Tham gia lya chon nha cung cap hang hoa, dich vu, lurong thuc, thuc
pham cho hoc sinh @n ban tri.

- Xuat nhap giao nhén thue pham giira nguoi ban va nhan vién nau an,viét
bién ban ban giao hang hoa hang ngay , Theo déi nguon cung tmg thuc pham
chiu trach nhiém cong tac kiém tra an toan vé sinh thuc pham .

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

- Chju trach nhiém kiém tra, giam sat viéc thuc hién VSATTP, chat lurong
bira an cho hoc sinh, cham soc stre khoé cho hoc sinh ban tri. Thuc hién luu mau
thirc an dam bao dung quy trinh, ding s6 luong c6 gidy niém phong va chir ki
ctia ngudi kiém tra. Cap nhét so sach “3 budc” hang ngay dang quy dinh.

- Chiu trach nhiém trude Ban quan tri, cac co quan chirc nang va CMHS
vé nhiém vu phu trach chinh cong tac ban cua nha trudng

- Hang ngay chiu trach nhiém xuit nhap kho, khéng nhap — xuat kho néu
chimg tir va chat luong thuc pham khong dam bao.

- Nhan thue phim hang ngay, ghi chép noi dung bién ban nghiém thu ban
giao thuc pham, ky vao bién ban giao nhan thuc pham ngay sau khi nhan du sd
lrong, chat luong.

-Lap, ghi chép so theo doi lrong thue, thue phém nhap - xuat kho.

-Luru gitr phiéu nhép kho, xuat kho cac loal mat hang theo timg thang.

7. D/c Hoang Thi Huong, Vii Thi Mién, Nguyén Thi Nega — nhan vién
nuoi dudng

- Thuc hién nhiém vu nhan vién nau an, ky nhan thure pham kiém tra thure
pham dam bao chét lugng, diéu hanh nhan vién niu an khéc thue hién dam bao
quy trinh bép 1 chiéu va vé sinh an toan thuc pham.

- Tham muu thuc don bita an pht hop véi diéu kién cua nha truong va
nguyén vong cua hoc sinh, sinh vién:



- Hang ngay vé sinh trudc vé sau khi ndu an khu vuc bép an ban tri, san
ban tra sach s& gon gang ngin ndp. Hang ngay nhén so lugng hang hoa,luong
thue, thuc pham tr thu kho. Tham gia giao nhan tay ba thuc pham tuoi song
gitta nha cung cap va nhan vién cua nha truong dé dua thuc pham van nau an
cho hoc sinh. Bam bao cac diéu kién vé an toan thuc pham, phong chong chdy
no trong qua trinh so ché, nau in va vé sinh, két hop vdi nhan vién nha truong
chia thire &n cho hoc sinh céac 16p theo quy dinh ctia ban quan tri doi song, mang
com dén 01 diém truong cho hoc sinh. Rura toan bo bat an va dung cu nau an tai
Khu trung tam, dung cu mang com cho diém truong,.

8. Cac giao vién chi nhiém cua 12 16p

- Chiu su diéu hanh cua truong ban quan ly, bao an va cham 4n hang ngay
cho hoc sinh trudce 7 gior 45 sang hang ngay.

- Tham gia kiém tra, giam sat viéc mua, giao, nhan, ché bién thuc pham,
vé sinh hang ngay vé chung loai, s6 luong, chat lurgng, cong tac an toan vé sinh
thuc phfim, veé sinh nha bép, qua trinh so ché, ché bién, chia khau phfin an cho
hoc sinh.

- Hang ngay tong hop xuit 3n cua l6p va bdo an cho bd phén ké toan hoc
sinh nghi hoc ¢ phép bao cit com nop giay nghi phép, gidy 6m, Chidm cong an
ciia hoc sinh, cudi thang chét cong an cua hoc sinh 16p minh véi bd phan ké
toan.

- Tong hop ¥ kién cua phu huynh hoc sinh vé cdc mén in dé tham gia dé
xuat bo sung xay dung thuc don.

- Tham gia lua chon nha cung cép hang hoa, dich vu, luong thuc, thuc
pham cho hoc sinh 4n ban tra.
- Tuyén truyen van dong phu huynh hoc sinh cho con di hoc chuyén can

dong vién khuyén khich hoc sinh an hét xuét an, cham soc¢ gido duc kj ning
song cho hoc sinh hang ngay.

- Chiu trach nhiém trude Ban quan tri, cac co quan chuc nang va CMHS
vé nhiém vu phu trach chinh cong tac ban ctia nha truong.
9. D/c Dai dién Ban dai dién cha me hoc sinh - Uy vién

- Phoi hop v6i nha truong gidm sat té chirc dn bén tri va bé sung, gép
va quy trinh xay dung thuc don.

- Tham gia lya chon nha cung cap hang héa, dich vy, luong thuc, thuc
pham cho hoc sinh an ban tru.



’ - Chiu trach nhiém truéc Hiéu truong, pho Hiéu truong (nguoi phu trach
bép an ban tra), Ban chi dao, cac co quan chirc nang va CMHS vé nhiém vu cua

minh.

10. Cac dong chi trong Ban giam sat

- Glam sat quy trinh thuc hién va tong hop cac y kién cua cac thanh vién
Khac trong truong dé cé y kién, bé sung, gop y va quy trinh xay dung thuc don.

- Tham gia lya chon nha cung cap hang hoa, dich vu, [rong thuc, thuc
pham cho hoc sinh an ban tra.

- Tham gia t6 kiém tra cong tac ban tri: thuong xuyén,dot suat kiém tra,
giam sat nhac nhd va tham gia xtr ly kip thoi nhimg sai pham trong quy trinh t6
chue ban tru.

- Két hop cling véi Phé ban quan ly giam sat, kiém tra dot xuat qua trinh
nhap xuat thuce pham, gidam sat viéc 1én thuc don cho hoc sinh hang tuan hang
ngay, giam sat cong tac an toan vé sinh thuc pham...

- Chiu trach nhiém trude Ban quan tri, cac co quan chirc nang va CMHS
vé nhiém vu cua minh.




