PHONG GDDT UONG Bi CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG TIEU HQC KIM PONG Poc 1ap — Tw do — Hanh phic
S6: 215/TB-THKD Uéng Bi, ngay 30 thang 8 nam 2023
THONG BAO

Két luan hop Nha truong thang 9/2023

Ngay 30/8/2023, truong Tiéu hoc Kim Dong d t6 chirc hop Nha truong nham
danh gia két qud thuc hién cong tac thang 8 ndm 2023, dong thoi trién khai céc
nhi¢m vu trong tam thang 9 ndm 2023.

Thanh phin duw hop:

- BGH: 2/2

- GV-NV: 17/18 Viang 01 (d/c Mién - 6m)

Sau khi nghe cac y kién tham gia, gop Y tai cudc hop, ddng chi Hiéu truong nha
truong két luan nhu sau:

I. PHO BIEN CAC VAN BAN

- K¢é hoach s6 1553/KH-UBND: vé viéc thuc hién chinh sach tinh gian bién ché
theo nghi dinh s6 29/2023/ND-CP ngay 03/6/2023 cua chinh phi ddi véi cac phong
chuyén mon don vi sy nghi€p cong lap Uy ban nhan san cac xa phuong thugc UBND
thanh phd Udng Bi nam 2023

- Cong van s 2261/CATP NGAY 18/7/2023: V/v diy manh tuyén truyén nhan
dién va phong, chong lra déo truc tuyén

- Cong van s6 2444 /UBND-VHTT V/v trién khai Chuong trinh phéi hop giita S¢
VH&TT va Sé GD&DPT giai doan 2023 - 2030 vé GD thé chat, TDTT, dao dirc Iy tudng,
lich sir van héa truyén thong

- Cong van s6 2437/UBND-NV ngay 18/7/2023: V/v xay dung ké hoach va to
chure tu kiém tra cong vu dbi voi can bo, cong chirc vién chure

- Quy ché 1am viéc nim hoc 2023-2024 cua truong TH Kb

1. KET QUA THU'C HIEN CONG TAC THANG 8/2023

1. Cong tac chuyén mon

- CB-GV-NV tap trung tra phép nam 2023: CB, GV, NV nghi h¢ an toan,
khong xay ra hién tuong bat thudng.

- Duyét két qua tuyén sinh 16p 1 voi PGD,t6 chirc bién ché 16p 1, phan cong
GVCN 16p 1 nam hoc 2023-2024

- 100% CB, GV, NV tham gia bdi dudng chinh tri, chuyén mon nghiép vu cho
can by quan ly, giao vién, nhan vién ngay 12/8/2023 tai UBND xa TYC

- Hoan thanh viéc bdi dudng cua GV, CBQL niam 2023 vé viéc trién khai thyc

hién CTGDPT2018: Ty bdi dudng thuong xuyén, lién tuc, tai chd thong qua hé thong
hoc tap truc tuyén LMS va sinh hoat chuyén mén tai trudng/cym truong véi sy hd trg
ctia doi ngil cdt can, giang vién cia PH Ha Long.

- CB, GV, NV hoan thanh viéc bdi dudng hé tai TH Lé Loi, Yén Thanh tir
ngay 02/8/2023
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- B4o cao HS két qua boi duong HSCHTCTLH vé PGD (3/3HS déu chua
HTCTLH- ¢ lai 16p)

- T6 chuyén mén t6 chitc SHCM: xay dung ké hoach gido duc nha truong,
kién toan t6 chuc, phan cong nhiém vu ting thanh vién, xdy dung KH tb
chwcschuyeen dé (nép KHGD mén hoc vé Nha truong ngay 25/8/2023- ¢6 chir ky
clia 16 trudng, t6 phd)

- Giao dc PHT sip xép bd tri TKB nim hoc 2023-2024, xong trudc ngay
30/8/2023.

- T6 chirc tuan 1am quen cho HS 16p 1 tir ngay 22-30/8/2023

- Tap trung hoc sinh khéi 16p 2-5: tir 29/8-01/9/2023

- Hop phu huynh hoc sinh dau nam hoc:

+ Lop 1: 8h ngay 13/8/2023 (50/56PH tham gia hop)

+ Lop 1-5: ngay 10/9/2023

- Lao dong v€ sinh: Hoan thanh cong tac lao dong don VS, cai tao stra chita
CSVC, canh quan nha truong cho nam hoc mai.

- Trién khai cong tac phd cap nim 2023, Cac nhom PC di hoan thanh viéc
diéu tra, ghi phiéu diéu tra dam bao thoi gian quy dinh.

2. Cong tac to chirc - kiém tra, boi dudng doi ngi

- P/c Trang (NV KT) chuyén cong tac vé truong MN Nam Khé; tiép nhan dc
binh (NVKT) — tir ngay 11/8/2023

- Thanh 14p va kién toan cac t6 chuyén mén ciia nim hoc 2023- 2024; ra quyét
dinh bii nhiém, bo nhiém d6i ngili to trudng, té phd chuyén mon dé diéu hanh hoat
dong cua t6 (cé OP kém theo), cac to hop dé xuat gido vién giang day va chii nhiém
16p nam hoc 2023-2024

- Sap xép, on dinh doi ngil CB, gido vién. Phan céng nhiém vy cho CBGV-NV
dam bao ding dinh mirc, cong bang, phi hop voi ning lyc ctia mdi ca nhan.

- Thuc hién nén nép, ky cuong, ky luat lao dong; chan chinh hoat dong day
thém hoc thém; viéc thuc hién quy dinh vé cac khoan thu trong nha truong.

3. Cong tac tai chinh - ké hoach, co sé vat chat

- T chttc don vé sinh trueong 16p, cai tao canh quan chun bi t6t moi diéu kién
cho Lé khai giang nim hoc mdi.

- Cip phat sach gido khoa cho HS ding ky mua, ddi chiéu lugng sach du- thiéu
v6i bo phan cung cap ctia PGD.

- P/c Oanh cip phat day du van phong pham, SGK, SGV cho GV khai giang.

- Hoan thanh ky duyét hoan thién ching tir thu chi ngan sach thang 1-7/2023

- Hoan thanh chi tra chi phi hoc tdp cho HS ho nghe¢o, can nghéo, HSKT ndm
hoc 2022-2023

4. Cong tac khac

- Tong hop, bao cao két qua, danh gia sinh hoat hé vé PGD dung thoi gian

- Thyc hién bao cdo PCCC theo KH s6 138/KH-PGDDT ngay 15/2/2023

- Hoan thién hd so cong tac giam sat dang vién nam 2023 (04 d/c Lan Anh,
Nhan, Lan, Thanh Thay)

+ Tham gia thi truc tuyén “Quang Ninh 60 nim xay dung va phat trién”: dot 2
tr 31/7/202; két qua: 95 luot .
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+ Tham gia thi truc tuyén cudc thi “Tim hiéu phap luat vé bao vé bi mat nha
nudc" dat 100%

- Cong doan trién khai cudc thi Tim hiéu phong chéng ma tiy nim 2023, giao
cho mdi t6 1 bai viét co chat lugng.

- Tang cudng cong tac tuyén truyén vé ATGT; bao luc, xAm hai tré em; phong
chéng dudi nudc, vé sinh ATTP, vé sinh ca nhan, vé sinh méi truong, phong chong
dich bénh.... Chu dong céac bién phap bdo v¢ co s& vat chit mia mua bdo, dam bao an
ninh trat tuy truong hoc,

- Chay chir dién tir tuyén truyén, khanh tiét chiao ming 78 nim Qudc khanh
nudc CHXHCN Viét Nam (02/9/1945 - 02/9/2023).

- Trién khai céng vin 1049/PGDDT ngay 24/7/2023: "V/v ting cudng cac giai
phéap bao dam trat ty an toan giao thong; phong ngtra, dau tranh voi toi pham va vi
pham phap luat lién quan td1 hoat dong tin dung den " to1 toan thé CB, GV, NV nha
truong.

- BGH, GVCN ra soét, lap danh sach cac ddi tugng HS ¢ hoan canh khé khan
duoc nhan qua Khai giang nam hoc 2023 — 2024 tai xa TYC (01 HS nhan hoc bong;
01 HS nhan goc hoc tap; 07 HS nhan qua)

5. Ton tai

- Viéc chap hanh nhiém vu dugc phan cong cua d/c Chung chua tot: nghi 1am
viéc riéng khong bao céo lanh dao nha trudng; khong tham gia cac hoat dong cua td
chuyén mén day du.

I1. XEP LOAI THI PUA THANG 8/2023

- Téng s6 CB, GV, NV duoc danh gia xép loai: 20/20

Xép loai A: 18/20 B/c; Xép loai B: 02/20 (d/c Chung; Mién)

111. NOI DUNG KE HOACH CONG TAC THANG 9

1. Nén nep

- Tang cuong tuyén truyén, quan triét va trién khai thuc hién nghiém tac cac
chu truong- duong 16i, chi thi, nghi quyét, quy ché, quy dinh ciia Pang nham nang
cao nhén thtrc va trdch nhi¢m cua cén bo, vién churc, lao dong, dac biét la cac nhi¢ém
vy, giai phéap trong tdm nam hoc 2023-2024;

- Thyc hién ding quy dinh vé thoi gian, trang phuc, thé vién chuc, vin hoa
g xtr, dao dirc nha gido, tuyét ddi khong dé xay ra bao luc hoc dudng, giy bé phai-
mat doan két trong nha trudng. Khong chia s, phat tan cac thong tin, ké hoach, chi
dao cua nha truong ra ngoai cac thanh vién cia truong khi chua xin y kién cta lanh
dao nha truong; thuc hién nghiém tlc cic quy dinh trong bd quy tic tng xtr trén
mang xa hoi,

- KH s6 178/KT-THKD ngay 10/8/2023 vé thuc hién bd quy tic Gng xur trén
dia ban tinh Quang Ninh

- Tham gia HD PHHS dd, xép xe dap dién, xe may ding noi quy dinh khi dua
don con (khi thwce hién nhiém vu phai quan sat, kip thoi nhdc nhé HD PH, mdc dung
trang phuc quy dinh, deo thé VC, ...)

- Thuc hién nghiém tuc viéc chao co dau tuan (Yéu cdu tat ca cac d/c CB, GV,
NV cua truong tham gia)

- Thoi gian hop nha trudng- sinh hoat to chuyén méon



+ Tuan 1:Hop nha trudng

+ Tuan 2, 4: Sinh hoat t6 chuyén mén (tir 13h30-16h30 thir sau trong tuan)
+ Tuan 3: Dy gio d6i méi sinh hoat chuyén mén

- Thyc hién nghiém tac, nén nép gitta giov (P/c TPT ¢4 lich riéng)

- Gi4o vién day hét tiét nao co trach nhiém quéan Iy hoc sinh trong gid giai lao d6
- Thoi gian ra- vao:

+ Thoi gian m& cong trudng: budi sang: 6h30p; budi chiéu: 13h00p

+ T6 bao vé dong, md cong truong va danh tréng theo quy dinh.

Thoi gian ra vé
Khoi Buoi sang Budi chiéu
1-2 10 gio 25 phut 15 gio 55 phut
3-4-5 10 gi0 35 phut 16 gio 05 phut

- GV day tiét 2, tiét 6 quan 1y HS 16p minh vira day trong cac HD gitta gio,
ngoai khoa. GVCN, GVBM, TPT c6 trach nhiém huéng dan HS cach chao hoi, giao
tiép khi tiép xtic voi ngudi 10n, ban bé; hudng dan HS cach sir dung nha vé sinh dung
cach, tiét kiém nude

- Quy dinh vé thoi gian choi cta khu van dong ngoai troi

Khoi | Thoi gian choi Giao vién, nhan vién phu trach
1 Thir Hai b/c Oanh; GVCN 1A, 1B
2 Thir Ba b/c Oanh; GVCN 2A, 2B
3 Thuo Tu b/c Oanh; GVCN 3A, 3B
4 Tht Nam b/c Oanh; GVCN 4A, 4B
5 Thir Sau D/c Oanh; GVCN 5A, 5B

- Ché d6 tiép nhan thong tin, lién lac: Khi nha truong c6 thong bao tin trén
Zalo, Email, dién thoai ... cac c4 nhén, tb nhom phai c6 trach nhiém phan hoi.

- Ché do bao céo:

+ CB, GV, NV nghiém tuc thuc hién céac ché d6 béo céo diung thoi gian quy dinh.
Céc t6 chuyén mon, PHT ndp bao céo thuc hién nhiém vé HT ngay 20- 22 hang thang

+ HT nop bao céo thang vé PGD trudc ngay 23 hang thang

+ Nhap si s6 HS hang thang, bao céo chuyén mon, bao céo y té, ngoai khoa,
NGLL ...theo yéu cau & Email hodc trén drive, zalo: Phan cong d/c PHT thwc hién
theo thoi gian quy dinh

2. Chuyén moén

- Thanh 1ap, kién toan cac t6 chirc, doan thé trong nha truong nam hoc 2023- 2024.

- Hinh thanh, thanh lap cac dau so; td chitc SHCM: Theo danh muc hd so sd
sach do nha truong quy dinh.

- Xay dung ké hoach gido duc moén hoc, t, nha truong theo s6 2345/BGDDT-
GDTH ngay 07/6/2021 cia Bo GDDT (phé duyét trudc ngay 31/8/2023)

+ K& hoach bai day xay dung dua trén ké hoach day hoc cac mén da dugc HT
phé duyét: Déi voi 16p 1-4 ké hoach bai day soan theo bai hodc chu dé. boi véi lop
5, ké hoach bai day soan theo tiét hodc soan theo chu dé (601 vOi nhiing bai day sap
xep theo chii d&). Hinh thuc trinh bay phai dam bao cac phan cing: yéu cau can dat,
dd dung day hoc, cac hoat dong day hoc chu yeu va diéu chinh sau bai day (neu co).
Trong cac hoat dong day hoc chi yéu, tiy theo yéu cau can dat cua timg bai hoc ma
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thiét ké sao cho phu hop cac hoat dong Mo dau, hoat dong Hinh thanh kién thirc méi,
hoat dong Luyén tap, thuc hanh va hoat dong Véan dung, trai nghiém.

- Tiét day tai phong hoc trai nghiém: thyc hién tur khéi 3-4-5: day 2 tlet/thang
(b6 tri day vao 1 buéi). Phai c6 phiéu muon d6 dung phong hoc trai nghiém, ghi so
bao giang

- Phan cong giang day: Cac dong chi GVBM phai day thém ciac mon khong
dung chuyén nganh- phan céng d/c PHT xay dung ké hoach bdi dudng, 2 to chuyén
mén két hop hudng dan, bdi dudng

- Xay dung ké hoach thuc hién nhiém vu ndm hoc, t6 chic Hoi nghi NG,
CBQL, NLD (khi c6é HD)

- Xay dung ké hoach kiém tra ndi bd nam hoc 2023-2024:

- Xay dung ké hoach danh gia CNNGVTH, CHT, PHT, ding ky thi dua nim
hoc 2023-2024.

- Ban quan tri phan mém quan 1y trudong hoc; Ban bién tdp va quan 1y Website,
facebook nghiém tac thuc hién viéc dang tai bai viét 1én trang Web cua truong; theo
ddi, nhic nhé GV, NV str dung cac phan mém (B/c Lé, Lan Anh thuc hi¢n)

- T6 chirc Hoi nghi CMHS truong nam hoc 2023- 2024

- BGH x4y dung ké hoach thuc hién cac dé an ngoai gid chinh khoéa c6 thu phi
gtri hd so vé Phong GDDT phé duyét trude khi vao nim hoc moi.

3.Cong tac Pho cap
- Thuc hién cong tac diéu tra phd cap gido duc nim 2023. Thuc hién in phiéu
diéu tra tir phan mém phd cap.
3. Cong tac kiém dinh chat lwgng va truong Chuan quoc gia
- Xay dung ké hoach thyc hién cong tac kiém dinh CLGD nim hoc 2023-2024.
4. Cong tac Doan- Doi
- TPT- BT Chi doan TN phdi két hop xay dung ké hoach t6 chirc Trung thu
cho HS (giao d/c Duyén phu trach)
5. Cong tac Y té
- Trién khai thuc hién BHYT hoc sinh theo huéng dan cua bao hiém x4 hoi
thanh phd — B/c Pinh phu trach, ldp danh sach, tiéen vé BHXH thanh pho: dot 1
truoc ngay 20/9; dot 2 truée ngay 15/12/2023.
- B/c Duyén, Oanh xdy dung ké hoach thuc hién cong tac y té trudong hoc, ké
hoach kham stic khée ddu nim cho HS toan truong.
- HT- Ky hop d6ng trach nhiém véi tram y té xa TYC nam hoc 2023-2024
6. Cong tac quan ly sir dung TBGD
6.1. Hiéu truong
Chiu trach nhiém quan 1y chung:
1. Phé bién hé théng van ban cua cép trén dén CB, GV.NV (cac van ban con
hiéu luc)
2. Xay dung Quy ché quan 1y, sir dung thiét bi gido duc, tai san cong
3. Phan cong Lanh dao nha trudng truc tiép chi dao vé quan 1y, str dung TBGD
(trong QP phan cong nhi¢m vu)
4. Thanh lap cac Hoi dong (t6 cong tac)
+ To kiém ké va ban giao tai san;



+ T6 ra sodt thiét bi GD

6.2. Pho Hiéu truong

1. Xay dung Ké hoach, t6 chtrc thuc hién viéc quan 1y, st dung TBGD; phé
duyét KH quan 1y stt dung TBGD ctia nhan vién TBTV va GV;

2. Pon dbe Ké toan, nhan vién TBTV nhap TBGD vao sO tai san/so theo doi;

3. Kiém tra viéc thuc hién ké hoach sir dung TBGD cua giao vién; kiém tra
thue hién nhiém vu cua nhan vién TBTV

4. Theo ddi tinh trang st dung phong hoc bo mén; cap nhat két qua sir dung
TBGD cua GV trong bdo cdo chuyén mon hang thang; Xay dung ti€u chi danh gia
xép loai chuyén mon trong d6 co tiéu chi str dung hiéu qua TBGD

5. Thay mat HT diéu hanh, quan Iy TBGD ; 1ap bao cdo cip trén theo yéu cau.

6.3. Nhan vién ké todn

- Hoan thanh nhiém vu theo Quy ché 1am viéc 2023-2023;

- Cac TBGD duoc trang cip hodc tu lam phai duge nhap vao tai san cong va
m& s6 theo ddi tai san, hach toan ké toan theo quy dinh

- B6i v6i TBGDTT duoc trang cip theo cac Du an phai duge md sb theo doi
riéng

- Lap bién ban ban giao thiét bi giao duc cho Nhan vién TB-TV

6.4. Nhan vién TB-TV

- Hoan thanh nhiém vu theo Quy ché lam viéc 2023-2023;

- Chiu trach nhiém trude Hi¢u trudng trong viéc quan ly TBGD, st dung
hiéu qua TBGD cuta nha trudng.

- Bao quan ho so, bién ban giao nhan thiét bi; so6 ghi chép va lgiém ké danh
gia thyc trang hoat dong TBGD, cép nhat thuong xuyén cac thong tin bién dong, thay
doéi vé TBGD.

~ - Tham muu cho Hi€u trudng viéc bao hanh, bao tri sira chﬁ’a,rbé sung cac
loai th@ét b1 phuc vu cho Vi§:c day va hoc. Gitp Hi¢u trudng xay dung ké hoach hang
nam dé bo sung, di€u chuyén, thanh 1y TBGD theo quy dinh.

- Tham gia viéc chuan bi, thuong truc ky thuat khi giao vién va hoc sinh
thuc hién cac gio giang, cac hoat dong giao duc khéc ¢6 st dung TBGD.

- Bao cdo cho lanh dao nha truong dinh ky 1 lan/thang tinh hinh quan ly,
hiéu qua s dung TBGD cua cac giao vién, cac to chuyén mon; doi chiéu ké hoach
dau nam hoc dé co6 bién phap khac phuc, nhac nhé kip thoi.

- Hang nam 1ap bién ban hién trang/ dé nghi stra chira, thay thé, thanh ly
theo quy dinh (Phong hoc bd mon dugc str dung dé luu giit, bao quan cac thiét bi day
hoc ciia cac mon hoc tuong tng véi tinh chat cia loai phong hoc bd mon. Thiét bi
day hoc trong phong hoc bo mon dugce kiém tra, bao dudng thuong xuyen; sira chira,
thay thé, bd sung néu hu hong. Hoa chat, vat liéu tiéu hao dugc bd sung kip thoi dé
bdo dam phuc vu tdt cho hoat dong day hoc; hoa chit hét han st dung duoc xu 1y,
tiéu huy theo cac quy dinh hién hanh. Hﬁng nam, thiét bi day hoc phong hoc bd mon
duoc kiém ké, thanh Iy theo quy dinh ctia Nha nudc.

- Trang tri, sap xep phong TBGD dung quy dinh.
6.5. Té truwong té chuyén mon
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TTCM xay dung ké hoach dé st dung TBGD (trong KH t6 CM); phé duyét ké
hoach sir dung thiét bi day hoc méi gido vién. Tap hop va bao cao ké hoach sir dung
thiét bi vé Pho hiéu truong phu trach (KHGD mon hoc ¢6 ndi dung nay- TTCM ki va
nop vé PHT)

T6 truong/Nhom trudng chuyén mon kiém tra viéc xay dung ké hoach sir dung
TBGD trong bai day cuia gido vién (Bién ban kiém tra ctia TT, TP ¢6 ndi dung nay).

Bio cdo (bién ban) kiém ké/ théng ké tinh trang st dung TBGD hang thang
(TTCM cung Nhan vién quan ly thiét bi, gido vién phu trach phong hoc bd mén thuc
hién théng ké hang ngay so tiét hoc sir dung TBGD cua ting gido vién va cap nhat
day du thong tin vao hd so quan 1y).

6.6. Gido vién

- Lap ké hoach dé sir dung TBGD (trong KH c4 nhan va KH méon hoc )

- Cap nhat phiéu bao muon- st dung TBGD 1én Drive hang tuan

- B4o cao thong ké tinh trang sir dung TBGD hang tuan hang thang trén Drive
(thong ké rd s6 1an st dung, tinh trang TBGD tir ngay 19 thang trudc dén hét ngay 20
thang sau)

- Quan ly tu dung TBGD tai 16p

- Khai thac, str dung hiéu qua cac TBGD cua nha truong.

6.7. Gido vién phu trach phong hoc by mon

- Xay dung NoOi quy st dung phong hoc; ndi quy sir dung TBGD c06 trong
phong (xong trude ngay 10/9/2023)

- Lap ké hoach dé st dung TBGD  (trong KH ca nhan va KH mon hoc-
GVBM c6 trach nhiém xay dung ndi dung céc tiét hoc co thi nghiém, thuc hanh hoac
c¢6 st dung thiét bi day hoc trén 16p theo yéu ciu cta chuong trinh mén hoc; phdi
hop véi nhan vién thiét bi, thi nghiém t6 chirc thuc hién cac thi nghiém, thuc hanh
trong phong hoc bd moén hodc muon thiét bi dé to chuce day hoc trén 16p.)

- Cap nhat nhat ky su dung TBGD (theo ngay); cap nhat phiéu bao muon- str
dung TBGD 1én Drive hang tun (ddi v6i cac mon khong day tai phong b mon)

- Lap Bao céo théng ké tinh trang st dung TBGD hang thang nop vé PHT
ngay 20 hang thang (trong bao cao thdng ké rd s6 1an st dung, tinh trang TBGD tir
ngay 19 thang trudc dén hét ngay 20 thang sau)

- Lap Béo céo théng ké tinh trang st dung TBGD tirng hoc ki nop vé PHT
(khi két thuc timg hoc ki)

- Hang nam 1ap bién ban hién trang/ dé nghi stra chita, thay thé, thanh 1y theo
quy dinh (Phong hoc bo mén duoc st dung dé luu gitt, bao quan céac thiét bi day hoc
cua cac mon hoc tuwong ing vdi tinh chat cua loai phong hoc bd mon. Thiét bj day
hoc trong phong hoc bd moén duge kiém tra, bao dudng thudng xuyén; stra chita, thay
thé, bo sung néu hu hong. Héa chat, vat liéu tiéu hao dugce bod sung kip thoi dé bao
dam phuc vu tdt cho hoat dong day hoc; hoa chit hét han st dung duoc xu ly, tiéu
huy theo cac quy dinh hién hanh. Héng nam, thiét bi day hoc phong hoc bo mon
duoc kiém ké, thanh 1y theo quy dinh ctia Nha nudc.

- Trang tri, sap xép phong hoc bd mén theo dic thu mén hoc

7. Nhiém vu ci CBQL, GV, NV trong quan ly hoat djong thu vién
(Thong tw 16/2022/TT-BGDDT ngay 22/11/2022 Thong tw ban hanh quy dinh vé thu
vién co s gido duc mam non va phé théng)



7.1. Ban giam hiéu

Ban hanh céc vin ban quy dinh vé quan 1y, khai thac, str dung thu vién; hé
thng ho so, s6 sach va nodi quy ctia thu vién. Phé duyét ké hoach quan 1y tai nguyén
thong tin; ké hoach phat trién co s& vat chat, thiét bi chuyén dung; ké hoach tai chinh
va hoat dong cua thu vién; thoi gian biéu cho cac hoat dong thu vién;

B4 tri nguoi lam cong tac thu vién chuyén trach hodc kiém nhiém phu hop voi
ké hoach hoat dong va thoi khoa biéu da xay dung;

T chtrc kiém tra, giam sat va danh gid cac hoat dong thu vién; bao cdo véi co
quan quan 1y cép trén theo quy dinh;

7.2. Té trwong chuyén mén cé trach nhiém

Xay dung ké hoach hoat dong thu vién gén voi ké hoach hoat dong chung cua
td theo tuan, thang, hoc ky va nam hoc;

7.3. Ngwoi lam cong tdc thw vién co trach nhiém

Lap ké hoach bao quan, luu trit, kiém ké, thanh loc va phat trién tai nguyén
thong tin theo quy trinh nghiép vu thu vién; stra chita nhitng thiét bi don gian, tiéu
hay thiét bi hong, hét han st dung;

Quan 1y, luu gitr va sir dung hé théng ho so, s6 sach theo dbi viéc quan 1y, khai
thac, st dung va bao quan thu vién;

Phéi hop xay dung ké hoach hoat dong cua thu vién theo tuan, thang, hoc ky
va nam hoc;

Chu tri, phdi hop vé6i gido vién trién khai cac hoat dong cua thu vién theo quy
dinh; bao dam cac diéu kién vé an toan, phong chong chay nd trong qué trinh dién ra
cac hoat dong tai thu vién;

Xay dung ndi dung va t6 chirc cac tiét doc tai thu vién; chuan bi tai nguyén
thong tin va céc thiét bj chuyén dung theo yéu ciu cua timg linh vuc gido duc tiéu
hoc ¢6 sir dung tiét doc tai thu vién;

Lap béo cao dinh ky, thudng xuyén vé cong tac thu vién;

Tham gia hoc tap, bdi dudng chuyén mén nghiép vu;

7.4. Gido vién co trach nhiém

Phéi hop xay dung ké hoach hoat dong cua thu vién theo theo tuan, thang, hoc
ky va nam hoc;

Chu tri, phdi hop v6i ngudi 1am cong tac thu vién trién khai cac hoat dong cua
thu vién;

Xay dyng ndi dung va to chuc cac tiét hoc tai thu vién; chuan bj tai nguyén
thong tin va cac thiét bi chuyén dung theo yéu ciu cia ting linh vuc gido duc co st
dung tiét hoc tai thu vién.

8. Co s& vat chat- tai chinh

- Ban hanh Quy ché su dung tai san nam 2023, yéu cau CB, GV, NV, HS
nghiém tic thuc hién cac diéu khoan trong quy ché: Cac thiét bi dién, nudc phai
duoc sir dung an toan, tiét kiém; ban ghé cil, cong cu, dung cu hong phai 1ap bién ban
thanh Iy (B/c Oanh, Pc Pinh, dc Duyén- phu trdch, trién khai thwc hién) 15/9

+ D/c Duyén, Oanh kiém tra CSVC cac khu vuec, 12p bién ban bio cao HT vé
muc do dam bao an toan cho ngudi sir dung; sira chira hé théng dién, quat cac 16p
(xong truwdc ngay 05/9).
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+ BGH, K¢ toan, _nhan vién thiét bi to chirc 1ap bién ban ban giao tai san cho
cac d/c GVCN (han cudi ngay 08/9)

+ P/c Pinh, Oanh kiém tra, ra soat lai toan b¢ tai san cong: tiép tuc lam to
trinh dé nghi thanh 1y phong méy tinh duoc cap nam 2010 (chdm nhdt ngay 15/9)

- BGH, K¢é toan xay dyng K& hoach thuc hién ban tra; dé an TA co yéu tb
ngudi nude ngoai; KNS tir 16p 1-5 ndp vé PGD

- Lam ching tur chi tién thudng cho cac ca nhan dat danh hi¢u LDTT nam hoc
2022-2023 (xong truwdc ngay 15/9).

9. Cong tac khac

- Trién khai ké hoach t6 chtrc khai giang (c6 KH kem theo)

- Trién khai mot s6 noi dung lién quan dén quyén- nghia vu cta vién chtc:

+ Quyen lgi- nhiém vu cua vién chitc - NLD: Thuc hién theo Diéu 1& truong
TH; Luat vién chirc 2010; Luat Giao duc 2019

+ Vi tri viéc 1am dugc dugce giam trir tiét day:

TTCM: 3 tiét/tuan

TTCP: 1 tiét/tudn

GV phu trach phong hoc bd mén: 3 tiét/tuan
TKHD: 2 tiét/tuan

Trudng ban TTND: 02 tiét/tun

GV nudi con dudi 12 thang tudi: 4 tiét/tudn
GV phuy trach TDTT, van nghé: 3 tiét/tuan

- Tiép tuc ra soat viéc khai bao cta can bd gido vién, nhan vién ctia nha truong
trén phan mém ccvc: (https://ccve.quangninh.gov.vn/).

- Ra so4t 1ap danh sach HS nhan SGK theo Chi tiéu phan bd cuarPGD (hoan
thanh trudc ngay 31/8/2023)

Trén day 1a danh gia két qua thuc hién nhiém vu thang 8/2023 va phuong
huéng, nhiém vu cong tac thang 9/2023. Hiéu truong nha trudng yéu cau CB, GV,
VN, NLD ctia don vi néu cao tinh than trach nhiém, phat huy dan chu co s0, chi dao
thyc hién t6t cac nhiém vu néu trén. Trong qué trinh thuc hién, néu c6 vudng mac
can kip thoi bao cdo voi BGH dé phdi hop giai quyét./.

Noi nhén: HIEU TRUONG
- BGH, TTCM (c¢/d);

-GV, NV, NLD (t/h);
- Luu: VT. (D3 ky)

Dwong Thi Hong Luyén


https://ccvc.quangninh.gov.vn/
















