LICH CONG TAC CHUNG CUA TRUONG
Tudn 37 (tir ngay 27/5/2024 dén ngay 01/6/2024) ndm hoc 2023 - 2024

. Ze A A ‘n N . aeR A A - Lanh dao Lich truc Noi dung diéu
Thw | Buoi NOi dung cong viéc, thoi gian, dia diém B0 phan thuc hién PT BGH, BV chinh, b3 sung
- 8h00: tham du chuyén dé gido duc ki ning phong chay chira chay, |- HT, TPT - D/c Thoa
phong chdng dudi nuée cho hoc sinh tai truong TH Poan Két
S | 8h30’: tham du Budi hop thdng nhit cac ndi dung chdm diém thi dua |- B/c Van Anh - D/c Minh
Hai hoa.t;dc}ng C(A)AngAdoém anim h(zc 20?4_’[2.11 TH Do’ém Khué BGH: d/c Minh
27/5 - Klen} trg né nép chuye:n mon, vé ’sm.h, ban tra - BGH, TPT, VP . BV: d/c C. Cuomg
- Chuan bi co s& vat chat cho ¢ Bé giang nam hoc 2023-2024 - Cac bd phan - D/c Minh
- 15h00: Téng duyét chwong trinh 18 bé giang (Nghi 18, khen thuéng, | Cac d/c duge phan |- B/c Thoa
C - A - R A 4 A . A 9 A r
van nghé, kiém tra cong tdc chuan bi phan thudng) cong phu trach
- Nop ho so hop CMHS tdng két nim hoc vé Vin phong - GVCN céc 16p - B/c Thu
- 7h00-7h30’: Don tiép dai biéu dén du 18 Bé giang - Theo phan cong - B/c Minh
- 7h30-8h30: BE GIANG NAM HOC 2023-2024 VA CHIA TAY - CBGVNV - D/c Thoa
S |HOC SINH LGP 5
- Kiém tra né nép chuyén mon, vé sinh, ban tra - BGH, TPT, VP - B/c Thoa
2?7‘5 - Thyc tong kiém ké tai san cudi nam hoc 2023-2024 - CBGVNV - P/c Thoa B@?g-jg g&gﬁg
- Lap bién ban kiém ké va ban giao tai san trude khi nghi he - GV phu trach cac - D/c Minh ' '
C phong, d/c Huyén, to
BV
- 13h45: Dy 16p bdi dudng Quy ché dan chii va to chire thuong luong, |- B/c Minh - B/c Thoa
ki két thoa udc lao dong tap thé tai Hoi trudng Quan uy (ting 3)
- 100% CBGVNV lam viéc tai truong dén hét ngay 31/5/2024 - CBGVNV - B/c Thoa
- 8h30: Kiém tra hd so s6 séch cia GV, NV -BGH, Ban TTND, |- B/c Thu
S TTCM,
- 8h15: Tham du 16p hat nhan van hoé ctia LDLD quan tai MN BDTSD |- B/c Minh - D/c Thoa
Tu  11h: Téng két nam hoc 2023 — 2024 CBGVNV BGH: d/c Thu
29/5 ' i BV: d/c C. Cuong
- 15h: Hop HDSP thang 6 - CBGVNV - B/c Thoa
C | Cong doan hoan thanh cac bao céo tong két cudi nam hoc 2023-2024 | BCH Cong doan - D/c Minh




- 8h30: H(_)P Giao nhan van ban tai PGD i - b/c Huong VP - B/c Thoa
- Ra soat lap dat thém camera an ninh tai cong truong - B/c Minh - D/c Thoa
S | Giao nhan ho so cia CBGVNYV theo ho so cong vi¢e da thong bao - B/c Heong, GVNV |- B/c Thu

Nam trong KH thang BGH: d/c Minh
30/5 v BV: d/c B.Cuong
- 14h: Du trién khai thang Hanh dong vi tré em nam 2024 tai NVH - Chi doan, cac d/c - B/c Minh
C phuong theo phan cong
- 8h30: du Hoi nghi giao ban bi ‘Ehu, t6 trudng trién khai nhiém vu congl- B/c Thoa - D/c Thoa
SAu S [tac thang 6/2024 tai hoi truong tang 2 nha van hod phuong Bo Bé BGH: d/c Thu
31/5 c I Nhap lich cong tac tuan 38 - Cac bo phan BV: d/c C. Cuong
Bay
01/6 S

Ghi chi: - Lich cong tac c6 thé diéu chinh, bo sung cong viéc phu thudce vao ké hoach ciia UBND quén, PGD, phuodng. Néu ¢6 thay doi dé nghi bo
phan, ca nhan béo lai VP bd sung vao lich cong tac tuan.
- Hang ngay, dau gio, gio ra choi d/c TPT bao quat, nhic nhé HS vui choi an toan; trong ca tryc bao vé di kiém tra xung quanh
truong, cac ting nha dé kip thoi xtr Iy cac hién tuong bét thuong xay ra, tudi cdy 1 1an/ngay (néu troi hanh kho).
~ -UBND Quan Giam sat cong tac quan ly, dam bao v¢ sinh an toan thuc pham tai cac truong hoc trén dia ban quan Long Bién (4ot
xuat)
- Hang ngay: 6h15 dén 6h30: BO phan giam sat bép an thuc hién giao nhan thyc phim theo phan cong (chup giri hinh anh thuc
pham, hoa don ngudn gdc thyc pham 1én nhom)
9h20 dén 10h: BGH, d/c Thanh, c4 nhan duoc phan cong nhan thuc phém chin
10h30 - 11h: BGH, d/c Thanh giam sat viéc chia dinh luong xuét dn theo quy dinh
11h10 phat - 13h30: BGH theo phan cong trong lich giam sat GV cham s6c HS an (btta chinh, bira phu), ngu.




- Cap nhat céc van ban chi
dao cua cac cip dén cac
b phan kip thoi:

+ Khai théac hi¢u qua hom
thu dién tir: mo hom thu
cap nhat van ban chi

dao kip tién do thoi gian.

Hang ngay

+ Pang tai 1én trang web | Hang ngay ‘ g;g ngg Céac by phan g;z %22
cua truong theo ding n6i | Thir Nam hang tuan Ble Huong Cac bo phan B/c Thoa
dung, chuyén muc va dot xuat theo TB g
dugc phan cong, trién
khai dén GV dung thoi
gian.
+ Giao nhan van ban tai
cac phong ban thudc
Quan.
- Hoan thanh bao céo tur
cac cap chuyén dén thudc
linh vuc dugc phan
cong: A Cac bd phan
2 + Cap nhat cac van ban Theo phan cong B/e Huong theo phan cong breT
chi dao, hoan thanh bao
céo theo tién d6 yéu
cdu cuia cic cip.
- Xtr Iy van ban di, dén:
+ Cap nhat, vao so vin
ban di, dén day du, dang
tién dé va thoi gian Hang ngay b/c Huong b/cT
3 quy dinh Hang ngay D/c Huong Céc bo phan b/cT

+ Trién khai day di van
ban dén cac bd phan duoc
phén cong theo yéu

ciu bang gmail hoic zalo




- Nhén ban giao ho so

cong viéc nam hoc 2023 -

2024 theo danh muc da
4, xay dung: Trudce ngay 20/5 b/c Huong Céc bo phan b/cT
+ Thong nhét thoi gian
nhan HS cong vi¢c cua
tung bo phan (xay dung,
16
TT Noi dung cong viéc T.l:m gian thye Nguoi thuce hién Nguoi phoi L},) phy
hién hop trach
trién khai biéu tién
do nhdan HS cong
viéc cua cac bo
phdn). Khi nhan yéu
cau kiém tra lai thé
thirc van ban, noi
dung van ban dam
bao ding mai
nhan. Chiu trach
nhiém truge HT vé
cac ho so dd nhan.
- Trién khai phan
mém danh gia
CBCCVC thang 5;
danh gia chudn nghé
nghiép theo cac van | Trude ngay 25/5 b/c Huong CBGVNV b/c Thoa
5. ban huéng dan Ngay 28/5 D/c Huong B/e Huon b/c Thoa
+ Don dbc nhic nhe | Trudce 30/5 PHT & P/c Thoa
cac ca nhan thuc hién
danh gia trén phan
mém
+ Hoan thién, téng




hop lam thong béo
két qua ding trén
cong TTDT

+ Téng hop, ndp
thong bao két qua, dé
xuét khen thuong vé
phong giao

duc va lap ho so cong
vi€c luu minh chiing

- Cong tac KBCL
nam 2024 trén CSDL
+ Phéi hop hudng
dan cac bo phan thu
thap MC va hoan
thanh bao céo

theo tirng tiéu chuan
dugc phan cong




