PHONG GD&PT DONG TRIEU CONG HOA XA HOI CHU NGHIA VIET
NAM
TRUONG THCS HOANG QUE Poc lap - Tw do - Hanh phiic

S6: 404/KH-THCSHQ Hodang Qué, ngay 01 thang 08 ndm 2024

KE HOACH THUC HIEN NHIEM VU THANG 8
Nim hoc 2024 -2025

I.Danh gia cong tac he

- Hoan thién cong tac tuyén sinh 16p 6 ndm hoc 2024-2025

- Chuén bi bdo céo cong khai st dung ngan sach nim 2024 thoi diém 6
thang dau nim.

- Hoan thién hd so d& nghi c6ng nhan Trudng hoc an toan, phong chdng tai
nan thuong tich nam 2024

- B4o céo kip thoi, ddy du céc ndi dung theo yéu ciu cua céc bd phén
chuyén mén, cong nghé thong tin, tong hop thi dua, to chire can bd, co s& vat chét
trong he.

- Trién khai céc cudc thi theo ké hoach cua cap trén.

- Tu stra CSVC nha trudong chuén bi cho nim hoc méi

II. Nhiém vu trong tim:

-Du kién phan cong giang day, phén cong gido vién tham gia cac 16p boi
dudng chuyén mén, ngh1ep vu do Phong GD&DT va céc cép td chic,

- T4 chirc quan ly gido vién dy céc lop tap hudn.

- Chi dao céc td chuyén mon chi dao xdy dung ké hoach gido duc va ké
hoach cac mon hoc.Thao luén, danh gia va trién khai thuc hién ké hoach,

- Trlen khai cong tac phén cong diéu tra pho cap glao duc.

- Trién khai céng tac sir dung ho so dién tir (d6i véi mot sé dau sd)

- Hoan:thién, bo céo ding ki Boi dudng thuong xuyén cua gido vién

- T6 chirc kiém tra lai (v6i HS khong du diéu kién 1én 16p), xét 1én 16p va
bién ché 16p hoc.

- T6 chic VS, sép xép lai cac phong chuc nang, phong doan d6i, phong
truyén thong

- Chuan bi cic diéu kién cho L& khai giang nam hoc 2024-2025 va Ngay
Toan dan dua tré dén truong

. - Tham gia céc 16p bdi dudng, tap hudn chuyén mén.

- Hoan thanh c4c minh ching danh gia truomg chuin

- T6 chirc kham strc khoe cho CB-GV-NV nha trudng

1. Vé CSVC:

- Kiém tra, b6 sung, sira chira CSVC nha truong: Kiém tra hé théng may
chiéu, ti vi cac phong hoc, kiém tra toan b hé théng may tinh phong Tin, du'(mg
mang, stra chita ban ghé, bang, nén nha, bd sung stra chita KV nha VS hoc sinh..
theo d& nghi cia GVCN va bo phan CSVC.
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- Kiém tra va stra chita dién tai cdc phong hoc dam bao an toan cho HS dén

truong.
2. Ké hoach cu thé
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1 Cong tac phat trién gido
due e
Trién khai cOng tac diéu | Phan cong nhiém vu Thang | PHT Theo
1 | tra phd cap Tép huén cong tac didu | 8 phén
______________________________________________ travatonghop | | . |cong
Pam bao si sb hoc sinh Gido vién chu HT GV
sau hé du kién 15 16p 602 | nhiém 16p theo ddi duoc
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Khéi 6 -4 16p 156 HS; bdo cdo kip thoi cong
5 Khéi 7 -4 16p 135 HS céc truomg hop hoc
Khoi 8- 3 16p 135 HS sinh c¢6 biéu hién
Khéi 9- 4 16p 144 HS bd hoc
V& nhén su: 28 CB-GV-
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Phén cong chuyén mon - Phan cong chuyén | 1/8 dén | HT
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- Quan tAm huéng dan Toan thé
o cho toan thé HS dic GV-HS
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2024-2025 2346/QD-UBND  Tinh trudng
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hanh khung KH thoi
gian nam hoc.
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' Phat dong phong trao Lop |
dep- Lop vui

Chudn bi noi dung vin
nghé cho Lé khai giang

-V¢ sinh, trang tri 16p hoc
- Phén cong cac khu vuc
cham soc chuyén cho cac
16p.

- VS céc phong chire néng
( Sinh Hoéa; Ly- CNghé

thé t8t nhat budc vao
nam hoc moi

- Xéy dung céc tiéu chi
vé 16p dep, 16p vui. Phd
bién cho hoc sinh

- Xay dung ké hoach
kiém tra, danh gia thi
dua ngay truéc L& khai
giang ndm hoc 2024-
- Chuén bj 1-3 tlet muc |
vin nghé dic sic, y
nghia cho L& khai giang
- Ban lao dong

- Kiém ké cac ching
loai ban ghé trong céc
phong hoc. Bb tri ké
hop Iy ca vé chung loai
va so cho ngoi phu hop
v6i s6 lugng hoc sinh
ctia thuc té cac 16p.

- Trang tri 16p hoc dep,
sach s& ngin nip, hop
vé sinh va thim my

TPT Poi

b/c TPT
boéi  chi
dao

Nhan ban giao HS sau
hoat dong he

Tham gia cung Poan
thanh nién Phuong td
chirc cdc hoat dong
Toéng két sinh hoat heé
tai dia phuong

Theo ké
hoach
cua
Phuong

Xay dung ké hoach GD
nam hoc 2024-2025

Xay dung ké hoach bdi
dudng CNTT

Moi gido vién Xy dung
ké hoach bbi dudng
CM-NV nam hoc 2024-
2025 theo huéng din
cua BPCM.

Thue hién ké hoach bbi
dudng chuyén moén va
hoc tép chinh tri theo ké
hoach chi dao cua
-T chuc tap huén vige
str dung cac phan mém
CNTT méi trién khai
cuia nganh.

-Xay dung KH

.............

HT

TTCM




To6 chuc thdo luan xay
dung KH bai day cua
tung bd mon. BGH nha
truong phé duyét va
quyét dinh thuc hién

1 Phan c6ng nhiém vu

TPT Doji: DB/c Vuong
Thi Kim Hoa

T6 KHTN:

TT: P/c Nguyén Thi
Nir

TP: DP/c Nguyén Thi
Thuy

Té KHXH:

TT: P/c Nguyén Thi
Phi Nga

TP: P/c Nguyén Thi
Thanh Huyén

T6 VP:

TT: B/c Ng6 Thi Thao
TKHD: DP/c Ngbé Thi
Phuong Loan

Phu trach tin bai: T6
KHXH

Phu trach CNTT: D/c
Nguyén Thi Hai Yén va
Ng6 Phuong Loan

Phu trach CSVC: b/c
Ngdé Thi Thao

Ban lao dong: D/c
Huong- PHT cung B/c
Vuong Thi Kim Hoa va
15 d/c GVCN

Cong tac y té, vé sinh
hoc dwong: D/c Mac
Thi Thanh Nga

Cong tac ché @9 chinh
sach nha giao: d/c Ngo
Thi Thanh

Cong tac hanh chinh
van phong: D/c Mac
Thi Thanh Nga

Thi quy nha truwdong:
D/c Mac Thi Thanh
Nga

Phu trach TBTN : d/c




Ngo Thi Thao
Phu trach Thuw vién:
D/c Ngb Thi Thao

Cong tac khac

Lao dong vé sinh trudng

Ban lao dong xdy dung
ké hoach va phén cong
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1 16p giam sat, nghiém thu Hie IET
cong viéc
Hoan thién céac ndi
dung cong khai theo blc
Théng tu sb 15/8 gT ;
2 | Béo cdo cong khai 36/2017/TT-BGDPT |dén  |BGH PQ‘T
ngay 28 thang 12 nam 30/8 dlc ’
2017 cua Bo truong Bo Thanh
Gido duc va Pao tao
] - Cac loai s6 sach phuc
- Chuan bi van phong | vu cho h6 so ca nhén, % z
3 | phdm cho nam hoc rﬁo"i ¢ tap thé. Cac VPP ca CER HCVP D/,C e
’ ) 15/8 toan
nhan thanh toan theo
hinh thirc khoan
- Kiém tra hé thdng
may chiéu, ti vi céc
phong hoc, kiém tra
toan bo hé théng may
1 | Kiém tra, bd sung, sitta | tinh phong Tin | 1/8dén B/ 0T
chita CSVC nha truong - Thuc hién hé thong | 20/8
tuyén truyén truc quan,
céc bang biéu trong nha
truong.
o |-Khénhtictphong HD | |1
5 | - Trién khai mot sd cong |- Thong bao phéan cong
vin chi dao, huéng din cong tac cua PGD
thuc hién cong viéc ctia - Cong vin tham gia cac
nganh 16p bdi dudng chuyén
______________________________________________ monhe
6 -Hoan thanh ho so minh - Thuc hién theo KH | Tuan I- | HT Toan thé
chimg danh gia ngoai va | phéin cong 3/thang CB-GV-
chudn QG NV nha
_______ trudng

1. Gi4o vién truc ban:

- Bao quat toan bd hoat dong cua toan truong trong tudn lam nhiém vu truc

ban

- Bao cao BGH truc truong hoat dong bat thudng trong ngay va phdi hop
BGH truc truong cung giai quyét

o sl

=
LR



6

- Quan ly so dau bai: Pau bu01 hoc phat s6 dau bai t6i cac lop, cudi budi hoc

thu s6 dau bai- tong hop, 1a ngudi cudi cing ra khoi truong trong tuan truc ban.

- Hop giao ban véi BGH vao 8h35 thir 7 hang tuan

- Toan bd gido vién nam khong truc ban trong ndm hoc nhung tham gia thuc
hién cong tac trang tri khanh tiét cac budi hoat déng ngoai gid ctia nha truong.

2. Phong diéu hanh BGH, phong chirc nang

- Céc d/c duogc giao phu trach phong nao c¢ trach quan ly tai san ctia phong,
tat cac thiét bi dién, khoa cira khi ra ve.

- M4y tinh, mdy in, photo, gidy in nha truong ding cho BGH, bd phan van
phong in sao vén ban, tai liéu nha truong.

3. Lich hoat dong cac ngay thir 5 trong thang

- Thoi gian hop hoi dong: Thir 5 - Tuan 1 cta thang (c6 hop dot xuét khi c6
viée can thiét can triéu tip)

- Thoi glan sinh hoat t6 chuyén mén:Chiéu thi 5 tuén 2- 4 cia thang

- Thoi gian sinh hoat cdu lac bd s& thich: Thir 5 tudn 3 cta thang (C6 ké
hoach cu thé cong doan)

Moi CB, GV, CNV va hoc sinh trong truong cé trach nhiém, nghia vu
thuc hién theo Luat Gido duc va Diéu 1é truong trung hoc co sd. Chiu trach
nhiém c4 nhan vé nhiém vu duoc giao trudc nha trudng va cép trén thude linh
vuc minh duge phu trach, dong thoi tham muu vé6i 1anh dao nha trudng td chic
thuc hién cdng viée duge phu trach dat hiéu qua theo dung chi tiéu ké hoach dé
ra. Quan ly va hoan thanh cac hé so thudc linh vuc phu trach day du, dung quy
dinh. Chiu trach nhiém cung cép day du théng tin va hd so thude linh vuc phu
trach khi dugc kiém tra.

Noi dung céng viéc dugc giao & trén s& co su thay ddi khi co su bién dong
vé tinh hinh nhan su cta nha truong (s€ c6 thong bao b6 sung, thay thé), dong
thoi s€ phéan cong lai khi thét sy can thiét .

IV. MOT SO QUY PINH TRONG VIEC SU DUNG TAI SAN CONG

1. Viéc str dung dién, nwoc:

Dién, nuéc dam bao di dé phuc vu lam viée va sinh hoat cua tap thé can
bd gido vién va hoc sinh nha truong tai noi lam viéc. Tiét kiém dién, nuéce 1a thé
hién tinh than trach nhiém véi ‘nguodn kinh phi cta nha truéng. Moi cén bg, gido
vién va hoc sinh trong truong déu pha1 co trach nhiém thyc hién cac quy dinh sau:

a. Chi st dung dién trong gi® lam viéc khi thdy céan thiét v€ anh sang va
nhiét do. Tét toan bd hé thong dién, quat mdy tinh khi 12 nguoi cudi cliing ra khoéi
cac phong lam viéc cudi moi bu01 lam viéc.

b. Gido vién day tiét cubi | phai 12 nguoi ra khoi phong hoc cubi cting, sau khi
d3 nhéc nhé hoc sinh tét quat, tét dién.

c. Phong day tin hoc phai vao trude 5 phit dé khoi dong may va gido vién
tat ngay sau khi két thuc budi hoc.

d. Khéng duoc sir dung céc thiét b dung dién cho nhu ciu c4 nhan nhu dun,
néu, choi dién tir trén may vi tinh.
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g. Ban thanh tra nhén dan phai giam sét chit ch& viéc thuc hién cdc quy
dinh trén. Néu phat hién c4 nhén hay bd phan nao vi pham, dé xuit véi BGH cach
giai quyet

Muc chi trd hédng thang dbi véi tién dién, nuéc: theo hoa don thanh toan cia chi
nhanh dién, nudec.

2. Viée sit dung cac thlet bi CNTT:

- Mbi CBGV khi c6 nhu ciu su dung cac thiét bi CNTT hodc str dung phong
hoc ¢6 lap dit cac thiét bi cua Phong hoc théng minh cén dang ky véi d/c
phu trach CNTT(D/c Yén) (nhu may tinh x4ch tay, may chiéu,...) trudc it
nhét 01 ngay.
3.Viée sir dung cac thiét bi day hoc va phong hoc b moén, tw liéu cia
nha trwong:

- Dang ky muon thiét bi, sach béo va tr liéu tham khao hodc st dung PHBM
v6i d/c Ngb Thi Thao trude it nhat 01 ngay bang phiéu dang ky str dung (
d/c Théo ¢6 trach nhiém cung cap phiéu dang ky st dung).

- Sau khi str dung ban giao va ky day du trong so theo doi st dung.

- DBJ/c phu trach thiét bi va thu vién ¢ trach nhiém chuan bj ddy du theo yéu
cau muon, don ddc c4 nhan muon ban giao, tra dung thoi han quy dinh. Moi
mat mat xay ra trong qua trinh quan ly d/c PTTB, TV hoan toan chiu trach
nhiém.

Luwu y: Thang 8 la thoi gian lam viée chinh thicc cua nam hoc, yéu cdu
cac d/c CBGVNV nha truong thwe hi¢n nghiém tic né nép, gio gidc lam vigc
theo quy dinh. Giao BPVP chim cong hang ngay.

Noi nhan:

- PGD& DT(b/c);

- BGH(c/d)

- Cac t6 CM, td VP (t/h):

- CB- GV-NV(t/h)

- Niém yét cong khai tai phong HD;

- Déang tai website:thcshoanque@dongtrieu.edu.vn
-Luu VT.

Gio' mia he: Sdng tir 6h45 dén hét tiét 5- Chiéu tix 14100 dén 17h00
Gio mita dong: Sdng tir 7h00 dén hét tiét 5- Chiéu tir 13h30 dén 16h30






