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Coguan Thi g Dane | . V& thue hién ndi dung, chuong trinh: 7 7
mheiginks: 11092019 - Nha treong chu dong xay dung ke hoach day hoc ( KHDH) dé ap dung ké tir nam
hoc 2018-2019.

-Thyc hién theo ké hoach day hoc tu chu cua t6 xay dung co diéu chinh, ra soat va
duyét cia BGH trong nam hoc 2018 2019 va 2019-2020

II. Vé thiét ké ké hoach bai day:

-T4t ca GV soan ké hoach bai day ( KHBD) bang file Word, in trén gidy A4.

-Yéu cau xay dung ké hoach bai day theo dinh hudng nang cao tinh tich cuc hoat
dong cua hoc sinh .

- Khi xay dung chu dé, can cha v lua chon cac bai hoc trong cung mot hoc ki, néu can
thiét thi trong cting ndm hoc. Can tranh lya chon céac bai hoc thudc cac chuong trinh khoi
16p khac nhau, tranh x40 tron chuong trinh theo timg khéi 16p.

I11. Kiém tra, danh gia, cho diém:

- Kiém tra: Xdy dung ngin hang dé ¢ to Chuyén mén.

- Pé kiém tra boc thim theo ngin hang dé , kiém tra theo thoi diém quy dinh cua
KHDH.

- Panh gia: Thuc hién theo thong tu s6 58/2011/TT-BGDDT ban hanh ngay 12 thang
12 nam 2011.

IV. H6 so quy dinh:

1. Ho so ddi v6i nha truong:

a) SO ding bo;

b) S6 theo ddi hoc sinh chuyén di, chuyén dén;

c) SO theo ddi pho cép gido duc;

d) S6 goi tén va ghi diém 9ban dién tir, cudi ndm in)

d) S6 ghi dau bai;

e) Hoc ba hoc sinh;

) S6 quan 1y cap phat vin bang, ching chi;

h) S6 nghi quyét ctia nha truong va nghi quyét cua Hoi dong trudng;
i) Ho so thi dua;

k) Ho so kiém tra, danh gia gido vién va nhan vién;

1) Ho so ky luat;

m) SO quan 1y va hé so luu trit cac vin ban, céng van di, dén;
n) S6 quan ly tai san, thiét bi gido duc;

0) SO quan 1y tai chinh;

p) Ho so quan 1y thu vién;



q) H§ so theo doi strc kho¢ hoc sinh; ,
r) HO so giao duc doi véi hoc sinh khuyét tat (néu co).
2. Ho so cia Hi¢u trudng: , ‘
- K¢ hoach nam hoc (dinh k(‘?m 1a ké hoach hoat dong thang, tuan)
- K& hoach hoc ky, thang, tuan (tap trung vao mang phu trach);
- KH boi dudng doi ngti
- K¢ hoach t6 churc hoat dong ngoai gio 1én 16p (Cdc hoat dong ngoai chwong trinh
quy dinh cua Bo GD&DT);
- K& hoach boi dudng thuong xuyén;
- Ké, hoach t}}u’c hién cac cudc van dong, phong trao thi dua...;
- K¢ hoach t6 chuc céac cudc thi, hdi thi (Lam riéng cho moi cudc thi, hoi thi);
- KH chi dao cong tac hoc sinh- SV.
- K¢ hoach chi dao cong tac thu vién
- S6 kiém tra, danh gia cua Hicu trudng vé thuc hién nhiém vy duogc giao cua cac
PHT, GV, CB, NV,
- S6 dur gio; -
- K¢ hoach xay dung truong dat chuan Qudc gia;
- S6 sach ghi chép khac.
3. Ho so ciia Pho hiéu truémg chuyén mén:
- Ké hoach niam hoc, hoc ky, thang, tuan.
- Bang phéan cong chuyén mon, Thoi khoa biéu;
- S6 bién ban hop ctuia PHT véi T6 trudng, gido vién vé hoat dong chuyén mon;
Ké hoach chi dao chuyén mon;
Ké hoach UDCNTT
KH lao dong
Ké hoach quan ly CSVC- TBi day hoc
- K& hoach kiém tra chuyén mon;

- H6 so day hoc hoc sinh khuyét tat.
- SO du gio;
- S6 theo dbi kiém tra dénh gia gido vién vé cong tac CM;
- Sb theo ddi chat luong hoc sinh;
- Ké hoach bdi dudng hoc sinh gidi, phu dao hoc sinh yéu;
- S6 theo doi kiém tra gido vién hang nam;
- HO so bdi dudng chuyén mdn, béi dudng HSG;
+ SKKN;
+ Ho so cac chuyén dé, ké hoach day hoc tich hop, ban tay nan bot, tich hop lién
mon, thao gidng cua truong, To CM;



+ Ho so cac Hoi thi, cudc thi.

- Céc loai ho so hd tro cho cong tac quan 1y, chi dao chuyén mén.

4. P6i v6i T6 chuyén mon:

4.1. Ké hoach nim hoc, thang, tuan; Ké hoach HPGD- NGLL- TBDDDH-
BDHS-KTPG...; Ké hoach sir dung thiét bi (ciia gido vién, t6); K& hoach lam TBDH;
Ké hoach day hoc tich hop; ké hoach day hoc theo phwong phap —KT day hoc tich
cue...; ké hoach t6 chic cac chuyén dé (mdi mon t6 chirc 2 chuyén dé/nam.) (ké hoach
cin bam sat vao hudng dan thyc hién nhiém vu ndm hoc cua trudng; tip
trungnhleu vao ndi dung va giai phap bdi dudng chuyén mon, nghiép vu, dac biét la viéc
t6 chirc theo bo mon riéng 1& va can cu thé hoa bang cac giai phap, ngudi thuc hién, chi
tiéu chat luong...)

4.2. Bio cio so két hoc ky I, Bao cao tong két hoc ky II (trong bao cao so két can
ra soat, danh gia dé cai tién hoat dong bdi dudng hoc sinh gioi, giup d& hoc sinh yéu,
kém va cac chi tiéu phan ddu dau nam dé co giai phap cu the)

4.3. H6 so’ danh gia két qua chat lugng gido vién vé chuyén mon (Danh sach va
1y lich trich ngang cua GV trong t6 chuyén mén, kiém tra hd s0' giao vién, du gio thanh
vién trong t6 theo quy dinh, Bién ban goép ¥ va phiéu danh gié tiét day thao giang, chuyén
de....)

4.4. H6 so boi dudng thuong xuyén; K¢ hoach nghién ciru khoa hoc, siang tao
Thanh thiéu nién Nhi dong

4.5. S6 bién ban sinh hoat t6, nhom chuyé&n mon (Noi dung sinh hoat can tap trung
vao viéc phan tich bai hoc, chuyén dé, tich hop lién mon...; sau mdi thang, mdi ky, khi
trién khai ké hoach thang, ky toi, chua dénh gia nhiing noi dung da 1am dugc hodc chua
lam duoc dé bo sung vao ké hoach thang/ky t61).

4.6. Ké hoach day hoc (phan phoi chuwong trinh tw chi)

4.7. Ho so xét thi dua ciaa to

4.8. Cac van ban chi dao chuyén mon:

+ Tai liéu chuan kién thtic, k¥ ning; chwong trinh giam tai
+ Huéng dan giang day bd mon (ctia S&)

+ Thong tu 58 vé danh gia xép loai HS

+ Cac van ban chi dao chuyén mon khac cua Nganh.

5. Poi véi gido vién gom:

- Ké hoach cong tac ca nhan( bao gém ké hoach nam hoc, hoc ky va hang thang thé
hién nhitng cong viéc can 1am, cac giai phap, két qua dat duoc, ...)

- Ké hoach bai day.

- Lich béo giang.

- S6 dur gio.

- S6 diém c4 nhén.

- S6 hoi hop.

6. Dbi véi GVCN

- Ké hoach bai day; Ké hoach HDGD NGLL; Co6 thé két hop soan Ké hoach bai day
cac mon hoc hodc hoat dong gido duc trong cung mot cudn (Trén co so tai liéu giao duc



dia phwong do S6 GD-PT bién soan, gido vién thuong xuyén cdp nhdt thong tin, kién thirc
mdi vao bai giang dé hoat déng gido duc dia phirong dat hiéu qud).

- S6 ghi ké hoach giang day(LBG) va ghi chép sinh hoat chuyén mon, du gio,
tham 16p.

- S6 diém c4 nhan.

- S6 chu nhiém (d6i véi gido vién lam cong tac chit nhiém 16p ngodi nhitng néi dung
theo yéu cau gido vién bé sung thém danh sach HS ndng cao, phu dao, tham gia c4c cau
lac bo).

7. Ho so Lién Poi va hoat dong GDNGLL:

7.1 Ho so s6 sach:

- S6 TPT Doi.

- S6 Lién doi; S6 Chi doi

- S6 truyén thong Doi.

- S6 ghi chép theo ddi cong vin di, dén ( Bao gdm vin ban ké hoach giri di cho céc
Chi doi)

- S6 theo ddi Doi vién ¢6 hoan canh khé khan.

7.2 Céac loai van ban:

- K& hoach nam, thang, hoat dong theo chu diém.

- Thu chi quy Doi.

7.3 H6 so HDGD NGLL:

- Ké hoach hoat dong ngoai gio 1én 16p va cong tac Poi ndm hoc cua nha trudng.

- Ké hoach hoat dong ngoai gio 1én 16p hang thang ciia nha truong.

- Ké hoach hoat dong ngoai gid 1én 16p hang thang ciia cac 16p(ding ky gidi thiéu
sach, sinh hoat theo chu diém)

V. Luu trir hd so:

Cubi nam hoc toan bd ho so td, GV bd mon, GVCN nop vé td van phong quan 1y luu
trit quy dinh cu thé nhu sau:

- T chuyén mon chiu trach nhi¢m thu, kiém tra hd so cta to va cla g140 vién sau do
Ky giao - nhan t6 hanh chinh (d¢/c Duong+P. Hién) bao céo vé Hiéu trudng va luu trit.

- Hanh chinh chiju trach nhiém thu, kiém tra hd so chii nhiém c6 ky giao-nhan, bao
céo vé Hiéu trudng va luu trix

- Thoi gian giao nhan: trude phién hop Hoi dong thi dua cubi nam./.

HIEU TRUONG
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