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KE HOACH

Khai thac va sir dung cac phong chirc ning
nam hoc 2023-2024

Can cir Théng tw sé6 32/2020/TT-BGDDT ngay 15/09/2020 cua Bo
GD&DPT Ban hanh Piéu 18 truong Trung hoc co so, trung hoc phcf thong va

trung hoc phé théng cé nhzéu cdp hoc;

Can cwr chi thi so 666/CT-BGDDT ngay 24 thdng 08 nim 2020 cia Bé
Gido duc va dao tao vé nhiém vu va giai phdap ndm hoc 2020-2021 cia nganh
Gido duc;

Can cir Thong tw s6 14/2020/TT-BGDDT ngay 26 thang 5 nam 2020 cua

Bé Gido duc va dao tao vé quy dinh phong hoc b mén ciia co 56 gido duc pho
thong,

Truong THCS Ngoc Lam trién khai ké hoach khai thac va sir dung cac
phong chirc ndng ndm hoc 2023-2024 nhu sau:

I. MUC PiCH - YEU CAU

1. Muc dich

- Quan ly hé théng thiét bi day hoc mét cach khoa hoc, ¢6 hiéu qua.

- Gép phan thyc hién déi méi phuong phép hoc tap, ning cao chit lugng
gido duc cia nha trudng

- Nang cao hiéu qua, Gng dung cong nghé thong tin thuc t ctia viée hoc di
do6i voi hanh.

- Trinh bay duoc cac quy trinh, cach thirc t6 chirc hoat dong cua cong téc
thiét bi day hoc.

- Nm bét, thuc hién dugc cac ndi dung cuia cong tac quan 1y, cdc mon hoc .
¢ truong THCS.

2. Yéu cau

- Cép nhét s6 sach, mé t4, phén loai khoa hoc, hop 1y.

- Viée bao quan phong hoc bd mén duge tién hanh thuong xuyén, cac thiét
bi hu héng bét thuong phai dugc khic phuc ngay, cac hoa chét, vat liéu tiéu hao
phai dugc bd sung kip thoi dé dam bao phuc vu tdt cho hoat dong day hoc.

- C6 ké hoach kiém tra dinh ki ngay thiét bi thuc hanh, cac yéu cdu dam
bao ki thuét an toan trong sir dung phong hoc bd moén dé duy tu bao dudng hodc
d& xult mua sém, sira chita, bd sung.

- C6 y thitc bao quan, giit gin thiét bi day hoc.



- Tuén thd thue hién viéc phong chong chdy no dam bao an toan, an ninh
hoc duong.

- Chép hanh nghiém tic cac quy dinh vé an toan lao dong, vé€ sinh hoc
dudng trong linh vure thiét bi day hoc.

II. NOI DUNG PHUONG PHAP

1. Xy dung ké hoach tuin vé sir dung thiét bi day hoc

- Cén ctt vao thoi khoa bidu ctia nha trudng va dua vao lich béo giang cia
gido vién bd mén, yéu cdu cac tb nhém chuyén mén xdy dung ké hoach hoat
dong cong tac thiét bi day hoc, ké hoach str dung phong thi nghiém, phong thuc -
hanh, phong bé mon hang tuan.

- Xay dung ké hoach hd tro phuc vu cho gido vién khi ho sit dung TBDH
trén 10p, dic biét 14 céc tiét thuc hanh trong chuong trinh.

2. Cin cit t6 chire hoat dong

- Phong thi nghiém , phong thuc hanh, phong hoc bd moén phai hoat dong
theo gi® ctia trudng phd thong.

- K& hoach hoat dong cu thé cta phong thi nghiém, phong thuc hanh,
phong hoc bd mén phai dam bao s6 tiét theo quy dinh, theo ndi dung mén hoc &
truomg pho thong.

3. Quan ly vat tw

- Thiét bi, dung cu, héa chét trong phong thi nghiém, phong thuc hanh,
phong hoc bd mén phai duoc quan 1y chat ché. Bao dudng thuong xuyén dé dam
bao sir dung thuén tién va lau bén. hang ngay phai c6 ké hoach bao quan thiét bi,
may moc, dung cu, phong chéng am mbe, han ri, hu hong.

- Phong thi nghiém, phong thure hanh, phong hoc b mén can c6 s6 sach
quan li theo d6i vé vt tu, thiét bi, dung cu, hoa chét.

- T6 chirc nghién ctru, thiét ké, tu 1am thiét bi day hoc.

- Khi céc thiét bi c6 nhirng hu héng bét thuong, can 1ap béo céo va dé xuat
huéng dan sira chita, khic phuc ngay dé kip thoi phuc vu day hoc.

- T6 chuec sép xép, gitr gin, béo quén, bao dudng hé théng TBDH hién ¢6
cua nha truong.

4. Xay dung noi quy, quy dinh trach nhiém quédn li, phuc vu va khai
thac sir dung cac phong chirc ning (néi quy duoc kem theo file bén)

5. Noi dung ké hoach cu thé

GHI

THANG NOI DUNG CONG VIEC ,
CHU

- Xay dung nodi quy, quy chuén ki thuét phong thuc hanh b
mon, phong da ning va quy chuan ki thuat doi véi timg bd

TBDH

8/2023




8/2023

mén, phong da nang va quy chuan ki thuat d6i véi timg bo
TBDH

Kiém tra CSVC thiét bi day hoc, chuén bi ndm hoc méi
Xay dung ké hoach stra chita, mua sdm d6 dung cac phong
bo mén

Kiém tra ti vi, may chiéu, may tinh, may chiéu vt thé cac
phong chudn bi nim hoc méi

V€ sinh dinh ki cdc phong chirc ning

B6 sung, stra chita may vi tinh phuc vu day hoc, thuc hanh
B sung héa chét, thiét bi day hoc

Ban giao do dung vé céc 1dp, cac phong chirc nang

9/2023

Xay dung ké hoach hoat déng phu trach thiét bi

Kiém tra cong tdc PCCC céc phong chitc ning, phong thi
nghiém va phong may vi tinh

Kiém tra mang, may tinh, may chiéu hang théng.

Phét dong phong trao str dung thiét bj dd dung trong day
hoc

Sap xép thiét bi, don dep vé sinh cac phong chirc ning

hang tuan

10/2023

Chuén bi CSVC, may va thiét bi, & GV héi giang cip
truong

Kiém tra viéc thuc hién chuong trinh cac tiét day thuc
hanh va str dung thiét bi cua giao vién

Kiém tra sd sach, tai san, thiét bi ciia nha truong

Chuan bi CSVC cho hoat dong ngoai khéa GDNGLL, GD
huéng nghiép, K ning song

Kiém tra hé théng mang Internet cic phong may, cac
phong chirc nang

Cudi moi tuan vé sinh cac phong chuc nang




Cubi thang kiém tra dinh ki méy tinh, méay chiéu, CSVC

cac phong chirc nang

11/2023

Chuén bi CSVC phuc vu hoat ddng ngoai khoa tap trung.
Kiém tra viéc xdy dung va thuc hién ké hoach cong tac
thiét bi, hoa chét phuc vu thi nghiém thuc hanh

Hb tro, hop tac véi cac can bd gido vién, hoc sinh trong
viéc bao quan va str dung thiét bi day hoc.

Kiém tra mang Internet cic phong may, phong chirc ning
Hb tro CBGV tng dung CNTT trong giang day, nghién
ctru va hoce sinh tham du cude thi.

Sip xép thiét bi, don dep vé sinh cac phong chirc ning
hang tuin

Cubi thang kiém tra dinh ki mdy tinh, may chiéu, CSVC

cac phong chirc ning.

12/2023

Kiém tra céng tac PCCC céc phong chiic ning, phong thi
nghiém va phong may vi tinh.

Kiém tra viéc su dung thiét bi d6 dung day hoc cua gido
vién.

Kiém tra mang Internet cac phong may.

Vé sinh cac phong chirc ning hang tudn

Kiém tra may tinh, may chiéu dinh ki hang théng,

1/2024

Phé4t déng phong trao sir dung do dung thiét bi trong day
hoc.

B6 sung CSVC, thiét bi phuc vu hoc ky II.

Hoan tit cac loai hd so kiém ké. Thanh Iy mot sé thiét bi
hong.

Kiém tra, stra chita may tinh, may chiéu céc phong chirc
nang, thi nghiém.

Kiém tra may tinh, may chiéu dinh ki hang thang.




Vé sinh céc phong chitc ning hang tuan.
Béan giao CSVC céac phong chic ning trude khi nghi tét
Nguyén Pan 2023 va nhan ban giao sau nghi tét

2/2024

Kiém tra cong tac PCCC cac, phong thi nghiém, phong
may vi tinh va phong chitc ning sau nghi tét

Kiém tra cong tac sip xép va bao quan thiét bi, hoa chat
lan 2.

Kiém tra bao tri mdy tinh, may chiéu, loa cic phong chiic
nang va cac phong hoc sau khi nghi tét Nguyén Dan.

Cubi thang kiém tra dinh ki mdy tinh, may chiéu, CSVC

cac phong chirc nang.

3/2024

Kiém tra, theo déi viéc str dung thiét bi day hoc.

Sép Xép cac phong chuc nang, thiét bi phuc vu dé hoc sinh
TNTH.

Chuén bi hoat dong gido duc ngoai gio 16n 16p tp trung.
Sép xép, don dep céc phong chirc ning hang tudn

Cubi thang kiém tra dinh ki may tinh, may chiéu, CSVC

cac phong chirc ning.

4/2024

Kiém tra viéc thyc hién ké hoach cong tac, thiét bj 1an 3.
Kiém tra mang Internet va diét virut cic phong may.

Sép xép thiét bi, don dep vé sinh cac phong chirc nang
Cubi thang kiém tra dinh ki may tinh, méy chiéu, CSVC

cac phong chuc nang.

5/2024

Chuan bi CSVC phuc vu thi tép trung hoc ky II.

Sép xép, bao quan vé sinh thiét bi, d6 ding TNTH.

Kiém tra may tinh, may chiéu dinh ky hang thang.

Cubi thang kiém tra dinh ki may tinh, may chiéu, CSVC
cac phong chirc nang.

Chuén bj CSVC tong két cudi nam hoc.

AN



Kiém ké do dung day hoc cuoi nam.

Kiém tra, niém phong CSVC cudi nim hoc.

Pé xuét mua sim thiét bi, hoa chét stra chita may tinh,
CSVC trong hé d& chuén bi ndm hoc mdi.
Kiém tra cong tac PCCC céc phong chirc ning, phong thi

nghiém va phong may vi tinh.

6-7/2024 - - ,
- Sap xep thiét bi, don dep vé sinh cac phong chirc néng.
- Bao tri, bao dudng may moc cac phong chirc nang.
- Cudi thang kiém tra dinh ki may tinh, méy chiéu, CSVC
cac phong chirc nang.
Noi nhin:

- Ban giam hiéu (dé b/c)

- Luu VT (01)




TRUONG THCS NGQC LAM
NOI QUY
QUY PINH TRACH NHIEM QUAN LY, PHUC VU VA KHAI THAC
SU DUNG CAC PHONG CHUC NANG

APOI VOI GIAO VIEN:

1. Ghi sb, dang ki gi day, lich sir dung phong thuc hanh bd mén véi can
bd phu trach phong trude 1 tudn 1é.

2. Chuén bj st dung va sau khi st dung néu thiét bi, dd ding nao hong phai
bao cao ngay véi can bd phu trach phong.

3. Co trach nhiém quan li hoc sinh, nhéic nhé trat tu, nghiém thc trong gio
hoc thyc hanh. Sau khi sir dung thiét bi, dd dung phai dé dung vi tri ban dau.

4. Hét gio phai yéu cu hoc sinh don phong sach s&, tit hét bang dién, déng
ctra trude khi ra vé.

B. POI VOI HOC SINH:

1. Khi trong vao 16p, khén truong ngdi dang vi tri theo sy hudng dan coa
gido vién phu trach.

2. Trong gi® hoc phai trat tr, khong dich chuyén ban ghé, cac thiét bi dung
cu sai léch véi quy dinh. Phéi lang nghe va lam ding quy trinh theo sy huéng
dan cuia gido vién phu tréch.

3. Khong tu tién 14y thiét bi, d6 dung. Khong tu dong nghich céc thike bi,
d6 dung khac. Néu hong, mt cic thiét bi, 46 ding, dung cu phai bdi thuong cho
nha truong theo quy dinh.

4. Sau mdi 14n thuc hanh, phai sép xép, cat don thiét bi, d6 dung dung cu

vao ding vi tri ban dau. Tat dién, dong cira trude khi ra ve.
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HIEU TRUONG

Ngé Hong Giang



