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Cong tac thang 9 nam 2023
TT Noi dung cong viéc Thoi gian thue Nguoi thue Ngudi phoi hop | Lanh dao
hién hi¢n phu trach
| Cong tac tuyén truyén va gido duc dao dirc hoc sinh:
1. - Tb chtc cac hoat ddng tuyén truyén chao mimng ky niém 78
nam Qudc khanh nudc Cong hoa XHCN Viét Nam (2/9/1945
- 2/9/2023)
+ Viét bai dang Web Trudc ngay 1/9 D/c Phuong D.c Thu
+ Thay khau hiéu & cong trudong Trudc ngay 1/9 P/c Hanh D/c Hanh
2. Tuyén truyén ngay Khai giang nim hoc méi - Ngay toan dan
dua tré dén truong:
+ Trién khai du cac cong van cua cac cap Trude ngay 1/9 b/c Huyén b/c Thu
+ Chi dao TPT xay dung, trién khai KH t6 chirc ngay khai | Trudc ngay 30/8 D/c Phuong b/c Thu
giang va cac hoat dong sau khai giang, KH SH dudi co
3. - Tuyén truyén vé phong chong TNTT cho HS; thuc hién | Trudc ngay 1/9
chuong trinh Y té hoc duong; TT phong chéng dich bénh: Trudc ngay 10/9
+ Cap nhat kip thoi cac vian ban chi dao méi ciia céc cip trong b/c Huyén b/c Hanh
cong tac phong chéng dich bénh;
+ Duy tri viéc theo doi, bao cdo tinh hinh sirc khoe CBGVNV- | Hang ngay b/c Thuy
HS theo quy dinh. GVCN, GVBM
+ Chi dao TPT xay dung cac nd1 dung TT hiéu qua Theo tuan b/c phuong b/c Thu




+ San sang cac diéu kién vé sinh moi trudng, chinh trang | Trudc ngay 31/8 CBGVNV b/c Hanh
khung canh su pham khi hoc sinh dugc quay tr¢ lai truong
hoc
- On dinh né nép; t6 chuc thi dua ngoai gio 1én 16p, td chirc
sinh hoat tap thé, tang cuong gido duc dao duc, thuc hién chu
dé cua Quan béng cac viée cu thé:
+ Tang cuong gido duc thyc hién nép séng thanh lich, van
minh thong qua day tai liéu NSTLVM; Theo TKB GVCN TPT b/c Hanh
. Thyc hi¢n “van héa khoanh tay - mim cuoi - cui chao” phu | Hang ngay b/c Phuong CBGVNV
hop céac hoan canh giao tiép trong va ngoai nha truong. Chao co ngay 11/9 | TPT Lép truc tuan
+ T6 chirc hoat dong huong ting “Thang an toan giao théng” | Theo TKB GVCN
trong trudng: Theo KHGD D/c Hang KT
. Tuyén truyén hiéu qua vé viéc thuc hién an toan giao thong, | Hang ngay GVCN, TPT
cac ché tai xir phat khi vi pham luat an toan giao thong. Hang ngay
. T6 chirc day hiéu qua tai lieu GDATGT
+ Tiép tuc thuc hién phong trao “Hanh dong vi nha truong
xanh - sach - dep - van minh - hanh phtc™:
. Tiép tuc thuc hién mo hinh “nha vé sinh than thién”
. T6 chirc cac hoat dong hodc cdc md hinh theo ti€u chi
“truong hoc hanh phtc”.
11 Cong tac Pho cap gido duc:
- Thyc hién cong tac diéu tra phé cap gido duc nam 2023 dam
béo tién do theo quy dinh:
+ Phéi hop véi phuong hoan thanh nhap phiéu diéu tra phd
cap vao phﬁn mém; Khi dugc phuong | B/c Huyén b/c Hanh
+ Ty kiém tra, khop dir liéu gitra phﬁn mém, bio c4o, s6 dang chuyén phiéu diéu
b, phd cap ... tra phd cap
- Tiép tuc cap nhat s6 Pang bd va sé Pho cap:
+ Cap nhat hoc sinh chuyén di, chuyén dén, hoc sinh 16p 1 | Trudc ngay 15/9 GVCN lop 1 b/c Huyén b/c Hanh

maoi vao truong.




- Co bién phap gitip do nhiing hoc sinh phéi rén luyén trong
he va nhirng HS KK:

+ Giao nhiém vu cho GVCN céc 16p c6 HS & lai, HS con non
kién thirc c6 bién phap xay dung KH phi hop.

Hang ngay

GVCN

GVBM

b/c Hanh

111

Cong tac chuyén mon:

- On dinh bién ché

+ Giir viing si s6 cta cac 16p dong déu trong khoi

+ Hoan thién ban giao HS giita cap TH va THCS va giita cac
khdi trong truong.

Trude 31/8
Trude 31/8

b/c Hanh

GVCN

b/c Thu

- Thuc hién cong tac chu nhi¢m 16p dau nam hoc:

+ T6 chirc bau can bo 16p.

+ Piéu tra co ban hoc sinh, nim virng hoc sinh c6 hoan canh
kho khan.

+ Trién khai ho so HS khyét tat hoc hoa nhap

Ngay 6/9
Trude ngay 6/9

Trude ngay 11/9

GVCN

GVCN

b/c Hanh

-Xay dyng ké hoach GD nha truong, ké hoach day hoc cac
mon, hoat dong gido duc va ké hoach bai day theo Cong van
s0 2345/BGDDT-GDTH ngay 07/6/2021:

+ Xay dung ké hoach gido duc nha trudng, bio cao Phong
GD&DT Long Bién theo quy dinh:

+ XD, trién khai KH day hoc cac mon, hoat dong gido duc.

+ K& hoach bai day

- Thyc hién nghiém tic sinh hoat t6, nhom chuyén mon.
GVBM sinh hoat theo nhom truong:

+ Cac t6 CM ctia GVCN

+ T4 bd mon

Trudc ngay 31/8
Theo lich cua PGD
Trudc ngay 5/9
Theo TKB

Tht hai tuan chin

b/c Hanh
b/c Hanh

TTCM
TTCM
GVBM

TTCM

GVBM

b/c Thu

b/c Thu

T6 chirc chuyén dé cap truong: cac khé% thuc hién cac budc
chuyén dé theo diing HD, c6 luu trong s6 SHCM, du gio GV
(Theo KH riéng)

Theo KH

GV

TTCM

b/c Hanh

KTNB theo KH:
+ Kién toan ban KTNB

Theo KH

GVNYV duoc
KT

TTCM

b/c Thu




+ Phan cong nhiém vu cho tung thanh vién trong Ban KT +
Cong khai KH dén 100% CBGVNV

KT gio an tuan 1 dén tuan 4:

+ Thong nhat thoi gian ndp gido an, miu gido an dén 100% | Trudc ngay 31/8 GV TTCM D/c Hanh
GV Thir nim tuan 2
+ Cong khai két qua KT gido an
Céc khoi hoan thién ding ki chi tidu thi dua, dé tai SKKN,
danh hiéu thi dua, ...: SHCM tuan 2 CBGV TTCM b/c Hanh
+ Bam sat van ban chi dao ctia Quan
- Xay dung ké hoach nang cao chat luong hoc sinh 16p 5 ctia
nha truong. SHCM tuan 2 D/c Loan GVK5, GVBM | P/c Hanh
+ Giao khéi 5 xay dung, trién khai cac bién phap nang cao
chat luong HS 16p 5
+ Khao sat dau nam véi 100% hoc sinh 16p 5 theo lich cua
PGD&DT
IV | Cong tac quan ly cia truwong:
- T6 chtrc L& khai giang va trién khai mot sd nhiém vu dau
nam hoc 2023 - 2024:
+ Cong khai cac van ban chi dao: S& GD&PT Ha Noi: s6 | Trude ngay 01/9 b/c Huyén b/c Thu
3075/SGDBT-VP ngay 23/8/2022; Quan LB: KH s6 361/KH-
UBND ngay 29/8/2022 dén 100% CBGVNV.
+ Xay dung, trién khai KH khai giang d¢én 100% CBGVNV | Trudc ngay 01/9 D/c Phuong D/c Hanh D/c Thu
va HS
+ Chi dao thuc hién nghiém tuc cac ndi dung khai giang Ngay 5/9 TTCM D/c Thu
On dinh né nép va chat luong day hoc ngay tir ngay hoc,
tiét hoc dau tién.
BGH kiém tra, d6n ddc viéc st dung dd dung day hoc va
thiét bi cong nghé thong tin cua gido vién. N
BGH du SHCM cuing céc t khdi, chi dao kip thdi cac noi | 1uan 2,4 TTCM -GV BGH b/c Thu
dung moi cua nam hoc
X4y dung ké hoach thu — chi cac khoan thu dau nim Khi ¢6 VB chi dao | D.c Thu D.c Khuat Hang | D.c Thu




Tiép tuc tu bo, trang bi sach cho thu vién; mua sam trang
thiét bi day hoc con thiéu; trién khai hi€u qua viéc sir dung
va bao quan trang thiét bi, do dung day hoc.

+ Céc t6 dé xuit Trong thang 9 b.c Huong TTCM D.c Thu
+ CBTB tong hop — HT duyét
+ Thuyc hién kiém ké tai san dau nam hoc
Té chirc cong tac ban tri theo nguyén vong cta cha me
hoc sinh va thuc hién theo chi dao cua UBND quan Long
Bien. L Trong thang 9 D.c Thu Ban Bén tra D.c Thu
+ XDKH t6 churc ban tra
+ Phan cong nhiém vu: Giao nhian TP, QLBT, gidm sat cong
tac ban tra
Trién khai thu —ndp bao hiém y té hoc sinh theo cong vin
s6 420/BHXH — TST ngay 02 thang 8 nam 2023 cau Bao
hiém x3 hoi quan Long Bién vé€ viéc hudng dan thu nop Trong thang 9 P.c Khuét Hing | GVCN P.c Thu
bao hiém y té HSSV niam hoc 2023 — 2024, cung cip ma - Thuy
dinh danh ca nhan va cai dat VSSID.
+ Lap DS céc ddi tuong thu theo qui dinh
+ T6 chirc thu — ndp
T churc hop Cha me hogc sinh dau nam hoc 2023-2024
+ T6 churc hop Ban dai dién CMHS nha trudng, cac 16p | Khic6 VB HD thu | B.c Thu GVCN D.c Thu
+ T chtrc hop CMHS cac 16p chi
+ Théng nhat cac khoan thu - chi
Xay dung ké hoach va t6 chire thuc hién tw KDCL, duy
tri truong chuan quoc gia, 4p dung mot phan mé hinh o
Trong thang 9 b.c Huong b.c Khuat Hang, | B.c Thu

truong hoc dién tir, diy manh ung dung CNTT

+ Xay dyng KH, ra soat cac diéu kién theo tiéu chi.

+ Mua sdm b6 sung thiét bi dién tir ( may chiéu da vat
thé) theo dé xuét

GV




9. Tham gia Hoi nghi duyét Ké hoach gido duc nha truong Khi o6 thone bio
va Ho1 nghi chuyén mon dau nam hoc g b.c Thu, Hanh TTCM, TPT P.c Thu

10. Trién khai cac ndi dung da tham gia tip huan cta S&
GD&DT, Phong GD&DT quén da t6 chir. D.c Hanh
+ XDKH;‘.[hu;c filf_blvl chl,lyen c?01 0 ’ Trong thang 9 D.c Thu TTCM, TPT D.c Thu
+ Trao d6i vé ki nang ung xir, tao nang luong tich cuc b.c Hanh
+ XDKH thuc hién cong tac tam li hoc duong.

11 Thuyc hién cong tac bao cao
+ Kip thoi dang tai va cap nhat thong tin, s6 liéu trén
cong thong tin dién ttr cac nodi dung theo thong tu
37/2020/TT — BGDDT ngay 05 thang 10 nam 2020 ctua
Bo GD&DT Trong thang 9 %C I?fg;lnh TTCM. TPT D.c Th
+ Nop ké hoach gido duc nha trudng, thoi khoa biéu, c ’ c
phan cong nhiém vu CBGV vé Phong GD&PT sau budi
Hoi nghi duyét Ké hoach gido duc nha truong va Hoi
nghi chuyén moén dau nam hoc.

V. | Céng tac thw vién, dd dung:

1. Gioi thi€u sach thang 9. Pang bai gidi thi¢u sach 1én thu vién | Thur 2 chao co b/c Huong Lop truc tuan b.c Hanh
dién tir Tuan 3

2. Nhép sach méi, xur li ky thuat sdch méi Trude 30/9 b/c Huong b/c M.Giang, b.c Hanh

P.Trang
3. Bién muc sach vao phan mém thu vién, dan tem méi Hang ngay b/c Huong b/c M.Giang, b.c Hanh
P.Trang
4. V¢ sinh, sép xép lai sach trén gia chuén bj don hoc sinh Trudce 5/9, thir 6 b/c Huong b/c Huong b.c Hanh
cudi mdi tuan

5. Nhan va téng hop phiéu dé xuét, stra chita mua sam thiét bi Téng hop vao 20/9 | b/c Huong GV phu trach b,c Thu
d6 ding phong

6. Lap ké hoach cong tac Thu vién, do dung ndm hoc 2023 - Theo lich cia PGD | B/c Huong b.c Hanh
2024

VI. | Céng ticy té - CTP - Ban tri:
1 Kiém tra vé sinh truong 16p, theo dbi vio s6 hoc sinh nghi m | Hang ngay D/c Thay GVCN D.c Hanh




2 Tuyén truyén phong chéng dich bénh sbt xuat huyét, dan bang | Tuan 2 D/c Thay Poi tuyén truyén | B.c Hanh
tin bai tuyén truyén mang non
3 Thuc hién can do HS dau nam: Khoi 1, 2: 20/9- b.c Hanh
22/9
Khéi 3, 4: 25/9- D/c Thay GVCN
27/9
Khéi 5: 28/9
4 Thuc hi¢én CSSK cho GV, HS Hang ngay b/c Thuy b.c Hanh
5 Xay dung KH'Y té bam sat theo ké hoach cua Quén theo chi dao TTYT | B/c Thuy b.c Hanh
6 | Kiém tra vé sinh bép an ban tra, so kiém thyc 3 budc va luu | Hang ngay P/c Thuy T6 ban tri P.c Hanh
mau thire dn
7 Phéi hop xay dung thuc don cho HS, xay dung bita an hoc | tht 6 hang tudn | B/c Thuy b.c Hanh
duong 1 bira/tuan
8 Tham gia c4c dot ung hd khi dugc phat dong, ting qua HSKK | theo cong van chi | B/c Thuy CBGVNV b.c Hanh
nhan dip dau nam hoc, trung thu dao
9 Kiém tra cong tac vé sinh Hang ngay b/c Thay T4 vé sinh D/c Hanh
10 | Xay dung KH phong chong dich bénh, phuong an xir 1i ngd | Tuan 1 —thang 9 | D/c Thiy b/c Thuy b/c Hanh
doc thuc phérn.
VII. | Cong tac cong doan:
1. - Chuan bi tdng qua hoc sinh KK nhan dip khai giang, t6 chuc
trung thu, con CB, GV: Trude ngay 10/9
+ Lap danh séach, ra soat dén cac to CP Ngay 25/9 T6 CP BCH CP P/c Hanh
+ Tong hop, ting qua HS
2. - Quan tdm, tao diéu kién gitip d& dong chi Pham Trang, Tran
Tuyét trong d6i tuong dang vién du bi. Hang ngay BCHCD GVt 1 b/c Hanh
+ Phan cong nhiém vu cho tung thanh vién BCHCD
3. - XD, trién khai KH cong doan nam hoc 2022 - 2023:
+ Bam sat ké hoach chi dao cua Lién doan LD quan Long Bién
4. | - Déng gop y kién va trién khai tiéu chi chdm diém thi dua | Trudc ngay
CDCS khdi cac Truong hoc nam hoc 2023-2024: 25/8/20223 b/c Hanh BCHCD b/c Hanh

+ Cong khai tiéu chi chAm diém thi dua ciia LDLD




- Xay dung, trién khai KH t6 chirc Hoi nghi vién chirc, nguoi

lao dong nam hoc 2023 - 2024: Theo KH riéng b/c Hanh BCHCD b/c Thu
+ Bam sat HD ctia LDLD vé quy trinh t6 chirc Hoi nghi vién
chire va Hoi nghi NLD khéi trudng hoc nim hoc 2023 - 2024
xay dyng, trién khai KH cua nha truong
VIII. | Coéng tac van thu.
I. - Xay dung du thiao KH cong tac to van phong nim hoc 2023 | Theo KH ciia nha | B/c Huyén D/c Thuy D/c Thu
- 2024: truong
+ T4 chirc sinh hoat theo dung quy dinh, it nhét 1 lan/thang
2. - Hoan thanh bao cdo tir cac cip chuyén dén thudc linh vuc
dugc phan cong:
+ Cap nhat cic vian ban chi dao, hoan thanh bao cio theo tién | Hang ngay b/c Huyén D/c Thu
d6 yéu cau ciia céc cap.
3. - XU ly van ban di; van ban dén; cap nhat s6 van ban di, dén:
+ Cap nhat, vao sb van ban di, &én day du, dang tién d6 va | Hang ngay b/c Huyén b/c Thu
thoi gian quy dinh.
+ Trién khai day du van ban dén cac bo phan dugc phan cong | Hang ngay b/c Huyén b/c Thu
theo yéu cau; chuyén giao vin ban di ding tién do, kip thoi.
4. - Tiép tuc phan loai, sip xép tai liéu phong luu trit Trong thang b/c Huyén b/c Thu
5. - Trién khai viéc ki cam két danh gia sy chuyén nghiép; danh | Tuan 3 P/c Huyén D/c Thu
gia chuyén nghiép qui III.
6. - Tong hop két qua danh gia thang 9 trén PM PGVC Tuén 3 b/c Huyén b/c Thu
7. - Phoi hop véi phudng nhap phiéu diéu tra PCGD Khi c6 phicu PT | B/c Huyén D/c Hanh
8. - Ra soat, hoan thién s6 liéu trén hé théng PM CSDL nganh Tuén 1,2 b/c Huyén b/c Thu
9. - Theo d&i , tong hgp GVNV nghi trong thang Hing ngay b/c Huyén b/c Thu
10. - Tong hop si s6 hoc sinh dn ban tra Hing ngdy b/c Huyén b/c Thu
IX. | Cong tic ké toan:
1 Thyc hién cong tac chi lwong va cac khoan theo luong theo 10/09/2023 D/c Hang b/c Thu
QCCTNB thang 9/2023
2. | Thyc hién doi chiéu quy tién giri thang 8/2023 10/09/2023 D/c Hang D/c P Thu
3. Thuc hién cong tac cong khai theo quy dinh; Cong khai bd Theo ké hoach P/c Hang b/c P Thu
sung du toan luong cong khai




3 Thuyc hién quy trinh 1€n lvong thang 9/2023: B/c Dao; Thang 25/08/2023 - D/c Hang Ban luong D/c P Thu
) 10/2023 d/c Huyén 20/09/2023
4. Ra soat ho so tai chinh, hoan thién chimg tir theo quy dinh Thuong xuyén D/c Hang D/c P Thu
5 Xay dung cac ké hoach thu chi bo sung cac d/c CSVC chuan 25/08/2023 D/c Hang b/c P Thu
) bi cho nam hoc moi
6. | Tham muu thiét 1ap hop dong lao dong nam hoc 2023-2024 05/09/2023 P/c Hang P/c P Thu
7. | Tiép tuc ra soat BHYT va thu tién BHYT khoi 1 05/09/2023 D/cHang |YT,GVCNKI! |PB/cP Thu
3 Ra soat cac van ban thyc hién cong tac thu chi nam 2023-2024 | Khi ¢6 van ban P/c Hing b/c P Thu
) va tham muu ké hoach thu chi nam hoc 2023-2024
9 Xay dung ké hoach thu thang 9/2023; trién khai thu cac khoan | Khi c6 vin ban P/c Hang b/c P Thu
) thu khong qua ti€én mat
IX | Cong tac Poan Dji:
1. | Thuc hién tot cac ndi dung TT & phén I: b/c P Thu
+ Phéi hop t6t voi cac bd phan, GV chuan bj cac bai TT, Theo lich phan I D/c Phuong
hinh thirc TT
2. | T6 chirc L& khai giang theo diing cong vin Chi dao cua cac b/c P Thu
cap: Ngay 5/9 D/c Phuong
+ Phoi hop véi céc bo phan t6 chire L& khai giang
3. | Xay dung, trién khai chuong trinh Cong tac Poi va phong b/c P Thu
trao thiéu nhi nim hoc 2023 - 2024: Theo lich ciia quan [P/c Phuong
+ Bam sat vao HD chuong trinh cong tac Bdi cua quan doan  Poan
4. - T6 chirc cham thi dua cac 16p: D/c Phuong GVCN D/c P Thu
+ Cong kha biéu diém cham thi dua cac 16p Ngay 04/9
+ Thanh 1ap D61 Sao do, Xung kich Ngay 04/9
+ Lay y kién ctia GV cudi budi chim thi dua cia céc 16p Hang ngay
5. - T chtte cho hoc sinh hoc dan v, thé duc gitta gio Tht 2, 4, 6: TD D/c Phuong D/c Nga, T Anh, | B/c P Thu
theo hudng dan KH niam hoc (sau khi hét gidn cach): Thu 3, 5: Mua, dan Diing
+ Phdi hop v6i GV thé duc, GV AN t6 chuc cho HS cac vil
HDNGLL
6. - Phat dong chii dé cong tac Poi gin voi khai giang nim Ngay 11/9 b/c Phuong GVCN b/c P Thu

hoc moi:

+ TT vao gio chao co dau tién cua ndm hoc maéi




- bang ky danh hiéu thi dua, ndp s6 lidu téng hop:
+ Bam sat vao cong van HD ctia Quéan doan

Theo lich quan

doan

D/c Phuong GVCN

D/c P Thu

Trén day 1a huéng dan trong tim cong tac thang 9/2023 clia nha truong, BGH yéu cau cac bd phan, CB, GV, NV nghiém tic thyc hién.

Noi nhan:

- PGD&DT quén: dé b/c;
-CB, GV, NV: dé t/h;

- Luu: VP.

HIEU TRUONG

Phan Thi Xuan Thu




