PHONG GD&DT PONG TRIEU -~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THCS HOANG QUE Poc lap - Ty do - Hanh phiic

* 86: 213/KH-THCSHQ Hoang Qué, ngay 02 thang 08 nim 2023

KE HOACH THU'C HIEN NHIEM VU THANG 8
Nim hoc 2023 -2024

I.Panh gia cong tac heé

- Hoan thién cOng tac tuyén sinh 16p 6 nam hoc 2022-2023

- Chuén bi bao c4o céng khai str dung ngén sach nam 2021 thoi diém 6 thang
dau nam.

- Hoan thién hd so d& nghi cong nhan Trudng hoc an toan, phong chéng tai
nan thuong tich

- Béo cao kip thoi, day du cac ndi dung theo yéu ciu clia cac bd phén chuyén
moén, cdng nghé thong tin, tong hop thi dua, td chuc can bg, co so vat chét trong he.

- Trién khai cac cudc thi theo ké hoach ctia cap trén.

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

I1. Nhiém vu trong tam:

-Du kién phan cong giang day, phan cong gido vién tham gia cac 16p boi

dudng chuyén mén, nghiép vu do Phong GD&DT t6 chire,
- T6 chirc quan ly gido vién du cac 16p tap huan.
- Chi dao céc t6 chuyén mén chi dao xay dung ké hoach gido duc va ké hoach
cdc mon hoc.Thao luén, danh gia va trién khai thuc hién ké hoach,

- Trlen khai cong tac phén cong diéu tra phd cdp gido duc.

- Trién khai cdng tac st dung hd so dién tir (dcn véi mot sé dau so)

- Hoan thién, bao cao dang ki Bdi dudng thudng xuyén cua gido vién

- Té chirc kiém tra lai (v&i HS khong du diéu kién 1én 16p), xét 1én 16p va bién

ché 16p hoc.
' - T4 chirc VS, sép xép lai cac phong chiic ning, phong doan doi, phong truyén
thong
- Chudn bi cac diéu kién cho L& khai giang ndm hoc 2022-2023 va Ngay Toan
dan dua tré dén truong
- Tham gia cac 16p bdi dudng, tap huan chuyén mén.
1: Vé CSVC: ‘
- Kiém tra, bd sung, stra chita CSVC nha truong: Kiém tra hé thong may
chiéu, ti vi cac phong hoc, kiém tra toan bo he théng may tinh phong Tin, duong_
mang, stra chita ban ghé, bang, nén nha, bd sung stra chita KV nha VS hoc sinh..
theo dé nghi cia GVCN va b6 phan CSVC.
- Kiém tra va stra chita dién tai cadc phong hoc dam bao an toan cho HS dén -
truong.
2. Ké hoach cu thé ‘
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GV:23 d/e;NV: 03 d/c
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I cho toan thé HS dic GV-HS
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lai n€ nép cho hoc sinh
sau nghi hé dé c6 tim
thé tot nhat budc vao




‘Phat dong phong trao Lép
dep- Lop vui

Chuén bi ndi dung vin
nghé cho Lé khai giang
-Vé sinh, trang tri 16p hoc
- Phan cong cac khu vuc
cham so6c chuyén cho cac
16p.

- VS cac phong chirc ning
( Sinh Hoéa; Ly- CNghé

- Xéy dyng cac ti€u chi
vé 16p dep, 16p vui. Pho

| bién cho hoc sinh

- Xay dung ké hoach
kiém tra, ddnh gid thi
dua ngay trudc LE khai
giang nam hoc 2023-

- Chuén bi 1-3 tlet muc
van nghe dac sac, y

- Ban lao dong

- Kiém ké cac ching
loai ban ghé trong cac
phong hoc. Bo tri ké
hop ly ca vé chung loai
va so cho ngdi phu hgp
v6i sd lugng hoc sinh
cua thuc té cac 16p.

- Trang tri 16p hoc dep,
sach s€, ngin nép, hop
vé sinh va thAim my

01/8 dén
20/8

TPT Dbi

Bb/c TPT
D61 chi
dao

Nhan ban giao HS sau
hoat dong he

Tham gia cung Doan
thanh nién Phuong té
chirc cac hoat dong
Téng két sinh hoat hé
tai dia phuong

Theo ké
hoach cua
Phudng

(R

.......

Xay dung ké hoach GD
nam hoc 2023-2024

Xdy dung ké hoach boi
dudng CNTT

Mdi gido vién xdy dung
ké hoach boi dudng
CM-NV nam hoc 2023-
2024 theo hudng dan
cia BPCM.

Thue hién ké hoach boi
dudng chuyén mon va
hoc tap chinh tri theo ké
hoach chi dao cua

-T& chre tip huén viée
sur dung céc pk}an mém
CNTT méi trién khai

3/8 dén
20/8

TTCM

lxy




-Xay dung KH
UDCNTT ca nhan trong
nam hoc 2023-2024
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Td chic thao ludn xay
dung KH bai day cua

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

Phu trach CNTT: B/c
Nguyén Thi Hai Yén va
Ngdb Phuong Loan

Phu trach CSVC: D/c
Ngo6 Thi Thao

Ban lao dgng: D/c
Huong- PHT cung D/c
Vuong Thi Kim Hoa va
14 d/c GVCN

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

Céng tac ché dé chinh
sach nha gido: d/c Ngo
Thi Thanh

Cong tac hanh chinh
van phong: D/c Mac

3 | Xay dung KH bai day tung bo mon. BGH nha
truong phé duyét va
quyét dinh thuc hién

V. |Céngtictochiee | [
TPT Doi: Dic Vuong
Thi Kim Hoa
To KHTN:
TT: D/c Nguyén Thi
Nir
TP: D/c Nguyén Thi
Thuay
To KHXH:
TT: D/c Nguyén Thi
Phi Nga
TP: D/c Nguyén Thi
Thanh Huyén
To VP:
TT: B/c Ngd Thi Thao
TKHDP: D/c Van Thi
Nhan
Phu trach tin bai: Té
1 Phén céng nhiém vu Sl




Thu quy nha trudng:
b/c Mac Thi Thanh
Nga

Phu trach TBTN : d/c
Ngo6 Thi Thao

Phu trach Thw vién:
D/c Ngb Thi Thao

VI

Cong tac khac

Lao dong vé sinh trudng
16p

Ban lao dong xay dung
ké hoach va phin céng
giam sat, nghiém thu
cdng viéc

b/c TPT

Bdo cao cong khai

Hoan thién cac ndi
dung cong khai theo
Théng tu sb
36/2017/TT-BGDDT
ngay 28 thang 12 nam
2017 cta B6 truong Bo
Gido duc va Pao tao

15/8 dén
30/8

BGH

b/c
HT ;
b/c
PHT,
d/c
Thanh

- Chuian bi vin phong

pham cho ndm hoc maoi

- Céc loai s sach phuc
vu cho ho so ca nhén,
tap thé. Cac VPP ca
nhan thanh toan theo
hinh thirc khoan

1/8 dén
15/8

HCVP

Dlc ké
toan

- Kiém tra, bd sung, stra
chita CSVC nha truong

__________________________ Foemmmmmm———-

- Trién khai mét s6 cong
van chi dao, huéng dan
thuc hién cong viéc cua
nganh

7 X

- Kiém tra hé théng
may chiu, ti vi cac
phong hoc, kiém tra
toan bd hé théng may
tinh phong Tin

- Thuc hién hé thdng
tuyén truyén truc quan,
céc bang biéu trong nha
truong.

- Thong bao phén cong
cong tac cua PGD

- Cong van tham gia cac
16p bdi dudng chuyén

1/8 dén
20/8

III. Mgt so0 quy dinh vé hoat dong trong truwong :

1. Giao vién truc ban:

P/c HT

- Bao quat toan b hoat dong cia toan trudng trong tun 1am nhiém vu tryc ban

Wekl Wita %
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- Bao cao BGH truc truong hoat dong bat thuong trong ngay va phdi hop BGH truc
truong cung giai quyet
- Quan ly s6 dau bai: Bau budi hoc phét s6 dau bai toi cac 16p, cudi budi hoc thu sb
dAu bai- tong horp, 12 ngudi cubi cung ra khoi truong trong tuan truc ban.

- Hop giao ban v6i BGH vao 8h35 tht 7 hang tudn

- Toan bd gido vién nam khéng tryc ban trong ndm hoc nhung tham gia thuc hién

cdng tac trang tri khanh tiét cac budi hoat dong ngoai gid ctia nha truong.

2. Phong diéu hanh BGH, phong chirc ning:

- Céc d/c dugc giao phu trach phong nao c6 trich quén ly tai san cla phong, tat cac

thiét bi dién, khoa ctra khi ra vé.

- Mdy tinh, may in, photo, gidy in nha trudong dung cho BGH, bg phéan vin phong in

sao van ban, tai liéu nha truong.

3. Lich hoat djng cac ngay thir 5 trong thang

- Thoi gian hop héi dong: Thir 5 - Tuén 1 cua thang (c6 hop dot xuét khi c6 viéc can

thiét can triéu tap)

- Thoi gian sinh hoat té chuyén mén:Chiéu tha 5 tuén 2- 4 cla thang

- Thoi gian sinh hoat céu lac bd s& thich: Thit 5 tuan 3 cta thang (C6 ké hoach cu

thé cong doan)

- Moi CB, GV, CNV va hoc sinh trong trudong c6 trach nhiém, nghia vu thuc hlen
theo Luat Gido duc va Diéu 18 truong trung hoc co sd. Chiu trach nhiém c4 nhan vé
nhiém vu duogc giao trudc nha trudong va cip trén thudc linh vuc minh dugc phu tréch,
dong thoi tham muu véi 1anh dao nha truong t6 chic thuc hién cong viée duge phu trach
dat hi¢u qua theo dung chi tiéu ké hoach dé ra. Quan 1y va hoan thanh céc hé so thude
linh vuc phu trach dy du, ding quy dinh. Chiu trach nhiém cung cép diy du théng tin
va hd so thude linh vue phu tréach khi duoc kidm tra.

- Néi dung cong viéc duoc giao & trén s& co su thay ddi khi ¢6 sy bién dong vé tinh
hinh nhan sy cua nha truong (s& c6 thong bao b6 sung, thay thé), déng thoi s& phan cong
lai khi thét su can thlet

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

1. Viéc sir dung dién, nuwéce:

Dién, nuéc ddm bao di ¢ phuc vu lam viéc va sinh hoat cua tap thé can bo gido
vién va hoc sinh nha truong tai noi lam viée. Tiét kiém dién, nu6c 1a thé hién tinh thin
trach nhiém vé&i ngudn kinh phi cta nha truong. Moi can bg, gido vién va hoc sinh trong
truong déu phai ¢6 trach nhiém thuc hién cac quy dinh sau:

a. Chi sir dung dién trong gi¢ lam viéc khi thiy can thiét v& anh sang va nhiét do.

Tt toan bo hé thong dién, quat, may tinh khi 1a ngudi cubi cing ra khoi cac phong lam
viéc cudi mdi budi 1am viée.

b. Gido vién day tiét cudi phai la ngudi ra khoi phong hoc cubi ciing, sau khi da nhic

nhd hoc sinh tat quat, tét dién.

c. Phong day tin hoc phai vao truée 5 phut dé khoi dong may va gido vién tat ngay

sau khi két thuc budi hoc.
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d. Khéng duoc sir dung céc thiét bi ding dién cho nhu cau ¢4 nhan nhu dun, niu,
choi dién tir trén may vi tinh.

e. Cubi budi hoc Bao vé c6 trach nhiém kiém tra cac phong lam viéc va phong hoc,
ghi tén cac trudong hop khéng cé y thire tiét kiém dién, béo cdo BGH kip thoi dé ¢ bién
phap xur ly.

g. Ban thanh tra nhén dan phai glam sat chat ché€ viée thuc hién cac quy dinh trén.
Néu phat hién c4 nhén hay bd phén nao vi pham, dé xuét véi BGH cach giai quyét.

Murc chi tra hang thang dbi vdi tién dién, nudc: theo héa don thanh toén ciia chi nhanh
dién, nudc.

2. Viée sir dung cic thiét bi CNTT:

- Mdi CBGV khi ¢6 nhu cau sir dung cac thlet bi CNTT hoac sir dung phong hoc ¢
lap dat céc thiét bi ciia Phong hoc thong minh can dang ky vai d/c phu trach CNTT(D/c
Yén) (nhu may tinh xéch tay, may chiéu,...) trude it nhit 01 ngay.

3.Viéc sir dung csc thiét bi day hocva phong hoc boé mon, twr liéu cia nha truong:

- Pang ky muon thiét bi, sach béo va tu liéu tham khao hoic sir dung PHBM vai d/c
Ng6 Thi Thao trude it nhét 01 ngay bang phiéu ding ky st dung ( d/c Théo c6 trach nhiém
cung cép phiéu dang ky st dung).

- Sau khi sir dung ban giao va ky day du trong s6 theo dai str dung.

- B/c phu trach thiét bi va thu vién cé trach nhiém chuan bi day du theo yéu cau
muon, don ddc ca nhan muon ban giao, tra ding thoi han quy dinh. Moi mat mat xay ra
trong qua trinh quan ly d/c PTTB, TV hoan toan chju trach nhiém.

Luwu y: Thang 8 la thoi gian lam viéc chinh thirc ciia nam hoc, yéu cdu cdc d/c
CBGVNV nha trieong thie hién nghiém tic né nep, gio gidc lam viéc theo quy dinh.
Giao BPVP chim cong hang ngay.

Noi nhan:

- PGD& DT(b/c);

- BGH(c/d);

- Cac to 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.

Dinh Thi Ngoc Dung

Gio' miva hé: Sdng tir 6h45 dén hét tiét 5- Chiéu tir 14h00 dér: 17h00
Gio mia déng: Sdng tir 7h00 dén hét tiét 5- Chidu tiv 13h30 dén 16h30
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