UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAV

TRUONG TIEU HQC VIET HUNG Péc lap - Tw do - Hanh phiic

Sé: /9 KH/THVH Viét Hung, ngay({thing 9 ndm 2022

KE HOACH
TO CHUC PHAN CONG NHIEM VU CONG TAC BAN TRU
NAM HQC 2022 - 2023

Cén ctr cong vén s6 294/SGD&PT-TH ngay 15/01/2007 ctia S¢ Gido duc
va Pao tao vé viéc Tang cudng cong tac quan ly ban tru trong truong hoc;

Can ctr nhiém vu ndm hoc 2022 - 2023;

Cin ¢t vao tinh hinh thuc té ctia nha truong;

Trudng Tiéu hoc Viét Hung xay dung ké hoach cong tac ban tri nhu sau:
I. MUC PiCH, YEU CAU:

- T6 chitc ban trti duge thuc hién trong khoang thoi gian tur sau bubi hoc
sang dén trude khi bat dau gi0 hoc bu01 chiéu. Thong qua hoat dong ban tri gop
phan rén luyén hoc sinh vé k¥ ning sbéng, dao dirc, tinh ky ludt, tu phuc vy, trach
nhiém, chia sé, yéu thuong.

- Nha trudong xéy dung ké hoach td chirc ban tra v&i ndi dung, hinh thic
phit hop didu kién thyc té, trén co s& thong nhét, tw nguyén cua hoc sinh, cha me
hoc sinh va theo su chi dao, hudéng dan clia co quan quén ly cp trén.

- Viée t6 chirc hoat dong ban tri can linh hoat, c6 thé bao gom cac hoat
dong: t6 chirc an trua, ngu trua, vui choi, gii tri,... cho hoc sinh. T4 chirc an

trua, ban tri phai bao dam an toan, vé sinh thyc pham bao dam dinh dudng, stic
khoe cho hoc sinh.

- Thuc hién nghi€ém tuc cac bién phap phong chéng dich Covid - 19.

II. PHAN CONG NHIEM VU:

1. Ban chi dao: |

1.1. Nhi€ém vu va trach nhiém cia Hiéu truémg:

- Nhiém vu:

+ Chiju trach nhiém quan ly moi hoat dong trong cong téc ban tru.

+ Thanh 14p Ban chi dao cong tac ban tra trong nha truong.

+ T chitc dam bao co s& vat chét, nguén luc theo cong van sd
294/SGD&DT-TH.

+ Tb chic thoa thuan, théng nhAt véi cha me hoc sinh v& cac khoan thu
phuc vu cong tac ban tru.



+ T chitc cong tac ban trii bao dam theo nguyén tic han ché giao luu, tiép
xuc gilra cac hoc sinh trong cuing 16p va gitra cac 16p, uu tién t6 chirc an, ngy,
nghi ngay tai lop hoc; gian cach tdi da theo didu kién cua tung 16p; hoc sinh adn
theo sudt an riéng, khong dung chung cac dé dung ca nhén, ria tay voi nude
sach va xa phong trudc va sau khi dn; V& sinh, khir khuin 16p hoc sau khi hoc
sinh an trua.

- Trach nhiém:

+ Chju trdch nhiém trudc Co quan kiém tra, co quan cap trén vé cong tac
ban tru.

+ Béo céo thuc hién cbng tac béan tra véi co quan kiém tra va co quan cp
trén.

+ Duyét quyét toan tién an ban tra hang thang.

+ Thanh tra, kiém tra cdng tac ban tri dinh ky hodc dot xuét.

+ Lap bién ban kiém tra xtr li cong tac ban tru.

1.2. Nhiém vu va trach nhiém ciia Phoé hiéu trwéng 1:

- Nhiém vu:

+ Quan ly cong tac ban tri chung cua truong; phu trach khéi 1, 2.
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+ Phén cong gido vién tréng ban tru.

+ KT, gidm sét viéc nhan thuc pham hang ngay.

+ Theo ddi, kiém tra cong tac ban tra thudong xuyén.

+ Lap bién ban kiém tra xtr li cong tac ban tru.

+ Téap hop bao cédo cuia cac bd phéan trong cong tac ban tri.

+ Pé xuit voi Hiéu truong vé co s& Vit chat, ngudn luc phuc vu cong tac
ban tru.

+Don dbc, nhic nhd GV trong ban tri.

- Trach nhiém:

+ Chju trach nhiém trudc Hiéu trudong vé cong tac ban tru.

+ Béo cdo cong tac ban tri v6i Hidu truéng dinh ky hodc dot xuat.

1.3. Nhiém vu va trach nhiém ciia Phé hiu truémg 2:

- Nhiém vu: )
+ Quan ly cong tac ban tri phu trach khéi 3, 4, 5
+ KT, gidm sat viéc nhan thuc phdm hang ngay.
+ Theo ddi, kiém tra cong tic ban tra thuong xuyén.

+ Lap bién ban kiém tra xu I cOng tac ban tru.



2.2. Can bo Thu qui:

- Nhiém vu:

+ Theo ddi tién an ctia hoc sinh tir CMHS chuyén khoén.

+ Can cr vao sb lidu ké toan théng ké, chi tién in béan trd hang thang cho

Cong ty Huong Vi€t Sinh.

+ Nhén thuc phdm 1 budi/thang.

- Trach nhiém:

+ Chiu trach nhiém truéc Hiéu trudéng dam bao thu, chi theo ding dbi

tuong va ding qui dinh.

3. D/c Chii tich cong doan:

- Phu trach cac hoat dong cua t8 ban tra: Pén dbc, nhic nhd cac d/c GV
tréng coi ban tri thyc hién tot cac hoat dong nha trudng giao, quan tdm cong tac
v€ sinh ban tru.

- Phéi hop v6i BGH d trang bj vé CSVC cho céc 16p béan tru.

- Cung vdi v6i ban diéu hanh cong tac ban tra 1én thuc don &n hang ngay
cua hoc sinh.

- Kiém tra cong tac phuc vu va chim séc ban tra (dot xuét).

4. P/c Trwéng ban thanh tra nhan dan:

- Kiém tra d6t xuét viéc giao nhan thuc pham, k1em tra vi€c an ngu cua hoc
sinh, kiém tra tai chinh bén trt.

- Tryc béan tra 1 14n/ thang.

5.D/c Can b y té

- L4y s an ban tru cla gido vién, hoc sinh hang ngay, théng ké, chia vao
cac phong va bao cho nha bép vao trudc Sh (khi BGH phén cong).

- Quén ly cing ké toén theo ddi co s& vat chat phuc vu ban tri clia nha
truong: chan, chiéu, nudc rua tay...

- Trucy té , cham sdc st khode cho hoc sinh ban tru.

- Kiém tra vé sinh an toan thuc phdm cta nha bép: trude khi ché bién va
sau khi nau. Hang thang c6 14p bién ban bao cdo BGH, don doc gido vién ghi so
truc nhén thuc pham, nhat ky ban tru.

- Td chirc ¢ong tac bén tru bao dam theo nguyén tic han ché giao luu, tiép
xuc gitta cac hoc sinh trong cung lop va gifta cac 16p, uu tién t6 chtic 4n, ngy,
nghi ngay tai lop hoc; gian cach t6i da theo diéu kién cuia timg 16p; hoc sinh an
theo suét an riéng, khong dung chung cac d6 dung cé nhén, rira tay v6i nudc

sach va xa phong trudc va sau khi &n; V€ sinh, khir khun 16p hoc sau khi hoc
sinh an trua.

- Hang thang bao cao BGH (bang van ban) vé si sb hoc sinh ban trd, sb hoc
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sinh nghi trong thang, s& hoc sinh dugc chim séc khi ém dau trong gi® ban tra.
- C6 trach nhiém ban giao tai san cho cac GV tréng coi ban tru.
- Béo c4o BGH khi c6 nhiing viéc bat thuong xay ra.
- Nhan thyc phim 1 budi/thang.
6. Giao vién chi nhiém
- Ghi si s6 hoc sinh 1én bang vao dau gio budi sang.
- Ban giao HS cho giao vién phu trach ban tra.

- Pén déc CMHS chuyén khoan cho bd phan Tai vu ding thoi gian quy
dinh, phdi hop v6i GV trong ban trt thong bao véi gia dinh HS khi can thiét.

7. Bo phén gido vién trong trwa:
a/ Nhan su:
Bang phin cong ban tri (kém theo)
Ghi cht: Nhom trudng la gido vién dugce in tén dam.
b/ Lam hd so:
- Pon xin ty nguyén trong ban tru.
- Gidy kham stic khoé (c6 xét nghiém dom; phén).
- Ky cam két v6i nha truong.
- Gidy x4c nhan kién thirc vé sinh an toan thuc phém.
¢/ Trach nhiém:

- Cotrach nhiém di som dé kiém tra yé nhan thyc phim dam bao VSATTP,
s6 luong thuc pham hang ngay ghi vao so day du; rd rang (theo lich phan cong
hang thang).

- Hang ngay ghi s6 nhat ky ban tra day dt vé thuc don, vé chat lugng bira

an, vé dinh luong thuc phim va cac vén dé vé vé sinh an toan thuc pham an ngu
cua hoc sinh.

- Dén hoc sinh: tir 11h5 dén 11h15: kiém dién si s0, rira tay.
- GV trong trua mic trang phuc ding quy dinh.

- 11h15: cho hoc sinh xép hang theo 1dp, thir tu cho hoc sinh nhén hp
com, cua minh vé cho ng6i an. GV chan canh cho timg HS.

- Quan sat, cham soc, dong vién hoc sinh dé hoc sinh in hét xuit com.
Gi4o vién nhic hoc sinh mang khay an dén noi quy dinh.

- Yéu céu hoc sinh rira tay, rira mat.
- Lau ban &n va don com canh do hoc sinh danh d6; lau don phong in
ngu sach s€.
- 11h50: cho hoc sinh vao phong ngu. Gido vién lay chan gbi cho hs ding
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theo thoi tiét.

- 13h30 : cho hs day, chai toc, gido vién gip chin gbi cat vao ti gon gang.

- 13h35: Phét qua chiu cho hs; nhéc hoc sinh ngdi in nghiém tic trong
16p, virt rac ding noi quy dinh, ban giao HS &n ban trd cho GV chu nhiém.

* Ghi chu:

- Theo di, danh diu hang ngay vao s si sb.

- Gido vién phai quan sat HS dn, chan canh cho HS xong mgéi dn com tai
phong.

- Gi4o vién phai thirc dé tréng hoc sinh ngt.
- C6 bién phap gido duc hoc sinh chua ngoan khi an, ngu.

- Khi cho HS ngti khong dé HS quay mit vao nhau dé phong chéng dich
Covid.

- CAt don d6 dung, sip xép chin gbi gon gang.

- Vé sinh phong hoc, hanh lang sach s& (khong dé HS 1am).

- Néu c6 van @& gi vudng mic phai bao céo véi ngudi truc.

- Khi thdi tiét lanh yéu ciu GV tét quat, dép chan cho HS.

- Ky nhan va trad chan chiéu cho d/c Hué day du.

8. Bao vé

- Lam tbt cong tac an ninh, trat tu, hd trg cing GV tim khi HS bo ve.
9. Nhén vién vé sinh:

- H3 trg don vo dd an chidu vé thung rac 1én, hd trg lau hanh lang (khong
thudc vi tri cira cac 16p an ban tra).

10. Van phong:

- Phu trach c4c béo cdo vé cong tc ban tru.

III. TRIEN KHAI KE HOACH:

1. Hop td bén trt, théng nhét ké hoach (dau thang 9/2022).

2. Phén phat tai san (C6 danh sach kem theo): Hang thang BGH kiém tra
dot xuét viéc st dung va bao quan tai san ban tru. Néu d/c ndo 1am mét tai san gi
phai bdi thuong cho nha truong tai san 4y theo gia thi truong.

3. Thong qua timg thanh vién trong td ban tri ké hoach, phan cong nhiém
vu, niém yét ké hoach, phan cong tai phong hoi dong.

4. Trién khai thuc hién Kké hoach:

- Ban glam hiéu truc: Kiém tra, theo doi, 14p bién ban cac truong hop vi
pham (Sau mdi lan 1ap bién ban; ddi vé6i nhitng trudong hop co tinh tiét ning vi
pham mang tinh hé thong BGH sé khong phéan cong thuc hién nhiém vy cong
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tac ban tru).
- Gido vién, bao vé thuc hién diing nhiém vu dugc phan cong.
5. Ky cam két trach nhiém: (C6 ban cam két kém theo)

- K& hoach t6 chiic thuc hién tir ngay 05/9/2022 dén hét thang 05 nim
2023.

Trén day la k‘é’ hoach t6 chirc, phan cong nhiém vu cong tac ban tri ndm
hoc 2022- 2023, dé nghi cac dong chi CB, GV, CNV nghiém tuc thuc hién.

Noi nhan: i 1
- Céc thanh vién trong to ban tru de t/hién ;
- Luu VP.




