UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC DOAN KET Poc lap — Tu do — Hanh phiic

SOAGQD-THDK Thach Ban, ngay 06 thang 10 nim 2023

QUYET DINH
Di¢u chinh Quy trinh Gii quyét cong vige ndi bj tai trrirng Tidu hoc Poan Két
Nim hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC POAN KET

Can cir Quyét dinh 56 11 72/QD- UBND ngay 13/3/2019 ciia UBND qudn
Long Bién vé vi¢e ban hanh cdc quy trinh gidi quyét cong viéc;
Can cir Quy ché déan chii ciia triuong tiéu hoc Do&{z Két nim hgq 2023-
2024; Can cir nhiém vu nam hoc 2023-2024 ciia truong tiéu hoc Poan Két;
Theo dé nghi ciia Hoi dong tr van truong Tiéu hoc Poan Két,
QUYET PINH:
Piéu 1. Ban hanh kém theo quyét dinh nay cdc ndi dung sau
1. Gilr nguyén 6 quy trinh giai quyét cong viéc néi bo ciia truomg Tiéu hoc
Doan Két da dugc théng qua tir nim hoc 2022-2023 (c6 danh muc va Quy trinh
chi tiét kém theo)
2. Bd sung Quy trinh tiép nhén vién tro, qua cho, biéu ting. (c6 quy trinh
kém theo)
Piéu 2. Biéu chinh Quy trinh quan li hoc sinh thay thé diém danh ghi s6
bang viéc diém danh hoc sinh trén phin mém Enetviet.
Diéu 3. BGH, cic td chuyén moén va cic by phén lién quan chiu trich
nhiém thi hanh quyét dinh nay./.

Noi nhg‘{m
- Nhu diéu 3;
- Luu: VP.(O&)
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UBND QUAN LONG BIEN ' CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TIEU HQC DOAN KET Poc 1ap — Tu do — Hanh phiic

DANH MUC
Quy trinh Giai quyél cong vi¢e ni b tai truirng Tiéu hoc Poan Két
(Ban hanh kem Quét dinh .wizM.G /OD-THDK ngay..06../.A0../2023 ciia tricong THDK)
Linh dao _
chi tri

]
STT Tén quy trinh

Vién chirc tham muru

Pho Hiéu trudng, To trrong
chuy€n mon, van phong,
Tong phu trach, Ké toan,

Quy trinh t6 chirc cudc hop
1 | Hoi dong gido duc nha truong | Hi¢u truong
hang thang

Thu vién

2 | Quy trinh bdo cao hang thang | Hiéu trudng Phé HT, TPT, Thu vién

Quy trinh td chirc thi gido vién ! » . Phé Hiéu truéne, T trudme |
3 e 2 . i Hicu trudng i A =

2101 cdp trudong i chuyén mon, ~

|

Quy trinh trién khai chuyén dé » . Pho Hiéu trudme. Té trudng

4 - Hi€u trudng j = =

cap trudng ! chuyén moén, L

5 Quy trinh thuc hién cac khoan | Hig .
thu trong truong hoc u truong

Pho Hi¢u truong, T6 truong
chuyén mon, Ké toan, TPT

6 | Quy trinh quan li hoc sinh Hiéu trudng Pho HT, TTCM
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QUY TRINH 1
QUY TRINH TO CHU'C CUQC HOP HOI PONG SU PHAM
HANG THANG TAI TRUONG TIEU HQC POAN KET
(Ban hanh kém QD saMb /QD-THDK ngay.00./.40../2023 ciia trieomg THPK)
1. Muc dich:

Quy dinh rd trinh tr, ndi dung trach nhi¢ém cta cdc bo phan, ca nhan lién
quan trong 16 chire cude hop 1di ddng sir pham thang, ning cao chét lugng hoi
hop tai truong hoc.

I1. Pham vi ap dung:

Ap dung trong cudc hop Hoi dong su pham thang tai truomg Tiéu hoc Doan
Két. quan Long Bién.

111. Tai lién vién din:

- Diéu 1& truong Tiéu hoc do B6 GD&DT ban hanh

- Quy dinh vé giam hop, ning cao chét luong cudc hop cia Quan ty Long
Bién.

IV. Thuit ngir, ky hi¢u:

- Hop Hdi ddong su pham la cudc hop cua Hiéu truéng voi CBGVNV
trong nha trrdng dé niim bit tinh hinh thuc hién nhiém vu cia cac by phan
CBGVNV trong thang trude va trién khai nhiém vu cong tac ; trao déi v kién va
thuc hién chi dao giai quyét cong viéc thudng xuyén trong thing tiép theo.

- Ho so gdm:

+ Béo céo cong tac thang trude (ban goc)

+ Béo cdo két qua hoat dong cia bd phén chuyén mdn

+ Ké hoach cdng tac thang thuc hién (ban géc)

+ Bién ban hop HDSP

- Cac chir viét tit:

+ Bdo cdo (BC)

+ Hi¢u truong (HT)

+ Phoé Higu truong (Phé HT)

+ Tong phu trach (TPT)

+ Cén b gido vién nhan vién (CBGVNV)

+ Van phong: (VP)

V. Noi dung Quy trinh

TT Trinh ty Chii tri | Phoi hop | Thoi gian Két qua
B1 | Cong tac chum)i:
Lép béo cao két qua cong TPT, Trudc
tac thang cua cic by phén Thu cudc hop | Bao cio
vién, D) 3 ngay
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dung,
YT
Téng hop béo cdo két qua Higu Pho HT, | Truéc | Bdo cdo,
cong tic thang cia nha trudng VP cudc hop | ké hoach
trudmg. Xdy dung ké hoach 2 ngay
| 1D thing ti¢p theo B
| Guri dur thao KH cong tac Hi¢u Pho HT | Trudce 1,5 | Ké hoach
thang tiép theo téi GV,NV trudng ngay (Du thao)
Hop Ban gidm hi¢u Hiéu Pho HT Trudc Bién ban
Phan cong phu trach BC , trudng cudc hop
KH truée HDSP 01 ngay
Chuan bi co s& vat chat, dia | BO phan | Van thu Trudc CSVC
" diém hop. tai liéu ( néu c6) Vin cudc hop
l phong 1/2 ngay
B2 | Trién khai thuc hién
Kiém tra thanh phan dy Phé HT | Céctd 5 S6 NQ
hop trudng, HDSP
Thu ky
hoi dong
Danh gia cong viéc thang Ph6 HT | TPT, Thu | 15-20° Bdo cdo
theo Bao cdo tong hop vién, Do
dung, Y
te.
Trién khai c4c nhiém vu Hiéu PHT 15-20° | Ké hoach
trong tdm cong tac thang tGi | trudng
Thao luan, déng gép bo Hiégu |CBGVNV | 15-20° So
sung ¥ kién trudng NQHP
Két luan, cho y kién chi dao | Hiéu 5-10° SH
trudng NQHD
Thong qua Bién ban Higu Thu ky 3 S6
truong | Hoi dong NQHD
B3 | Sau cudc hop
Thuce hién sy chi dao néu Hi¢u CBGVNV Ho so
trong két luan truong cong viée
Theo doi, don doc thue BGII Vin Lich cong
hién. luu hd so phong tac tuan
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‘ QUY TRINH 2
_QUY TRINH HOAN THIEN CAC LOAI BAO CAO
LINH VUC THUQC BQ PHAN, CA NHAN PHU TRACH

( Ban hanh kém OD sodl/QD-THDK ngay 06 /40/2023 ciia triong THDK)
I. Muc dich:

Quy trinh. trinh tu, ndi dung trich nhiém cua cic bo phan, ca nhan lién
quan trong phan cong hoan thi¢n cac loai bio cdo dam bao dung tién do. co chat
luong.

I1. Pham vi dp dung:

- Ap dung vd&i cdc logi bdo cdo do by phén, ca nhan dugc phan cong phu
trach.

I11. Tai lién vién din:

- Nghi dinh 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phu vé cong tac
van thu.

- Quy ché lam viéc clia truong tiéu hoc Poan Két
IV. Thuit ngir, ky hiéu:

- Bio cdo la loai van ban tong hop thu thap thong tin, s6 li¢u dénh gia keét
qua, ndi dung hoat dong clia co quan, to chirc, ca nhén thuée linh vue nao do
trong khoang thdi gian cu thé nham kién nghi cac giai phap hodc dé nghi cap
trén cho phuong hudng xur ly.

- Ho so gém:
+ Bao cdo, biéu mau cac bo phan giri (ban goc)
+ Bao céo tong hop (ban gbc)

- Cic chir viét tit:

+ Béo cao (BC)
+ Nhén vién (NV)
V. Néi dung Quy trinh:
TT Trinh ty Nguwdi | pydihgp | Thoigian | Kétqua

thuc hién

Bl

Cong tic chuén bi:

Trudc 04 ngay

DPoc van ban lanh dao phai hoan
giao, xac dinh muc Cé nhén thanh BC
dich yéu cau clia bdo | phy trach (hodic ngin
cao hon do y/c thoi
gian BC)
Ca nhan Céc by phan | Trude 03 ngay | Bdo cio,

Thu thap sb liéu

phu trich | lién quan phai hoan bi¢u mau
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thanh BC hoéc

cac bg phén

ngén hon do lién quan
T.G yéu cau)
Txfmg hop. phan tich | Ca nhan Cdc by phan Il;}:g i(r}(]:(?ﬁZnngay Biéu tg:)ng
80O ligu phu trach | lién quan thanh BC hop so licu
B2 | Trién khai thyce hi¢n
Xdy dung dv thao dé | Canhan g:z: ?ﬁoza:gay Dy thao dé
cuong chi tiét phu trach thanh cuong BC
Duyét Lanh dao phu | Ca nhén Lanh dao T}:l,x Uﬁ l. ngay Du thao
trach phu trach | phu trach phai noan Bdo cdo
thanh
B6 sung, hoan chinh | Ca nhan TrEroc 1/2 . Dl:r thz;o
bao céo phy tréch ngay phai hoan | Bédo cdo
j thanh (da stra)
Hoan thién van ban
B3 BC
Lay chir ky lanh dao, Ca nhan NV Vin thu | Trude 01/2 Béo c4
lay s6 BC, déng dau, , Lanh dao ngay phai hoan a0 €ao
phu trach hoan chinh
Iuru van thu i phu trach thanh
Nop bdo cdo theo quy | Cé nhén < Thoi gian theo | Bao cédo
dinh phu trach ATV Van thy quy dinh hojm chinh
Luu Ho so cong viéc Ca nhz’m NV Vin thu H.O SO
phu trach cOng viée
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QUY TRINH 3
QUY TRINH TO CHUC THI GIAO VIEN GIOI CAP TRUONG TAI
TRUONG TIEU HQC DOAN KET

( Ban hanh kem QD soll6/QD-THDK 11;:({\'06// 0 /2023 cuia trirong THDK)

1. Muyc dich:

Quy trinh, trinh tu, ndi dung trach nhi¢m cua cac bo phéan. ca nhan li¢n
quan trong (4 chire thi gidgo vién gioi cép truomg.

Il. Pham vi ap dung:

Ap dung trong Hai thi gido vién gioi cip truomg tai truong Tiéu hoc Doan
Két. Quan Long Bicn.

Ap dung cho 100% gido vién dang truc tiép giang day tai trudmg trong nam
hoc 2022 - 2023

I Tai li¢n vi¢én din:

Théng tu S6: 22/ 2019/TT-BGDDT ngay 20 thang 12 nam 2019 cua Bo
GD& DT Ban hanh Diéu 1¢ hoi thi gido vién day gioi cac cap hoc pho thong va
gido duc thudng xuyén

I\e hoach s6 ?3 /KH - THDK ngay?5/ 402023 cua trudng Tiéu hoc Doan
Két vé thi gido vién gioi cép trudong.

IV. Thuat ngu, ky hi¢u:

Hoi thi gido vién g10| [a hoi thi nhiam tuyén chon, cong nhan va suy ton
gido vién dat danh hiéu gido vién day gidi, la mot trong nhimg cén ctr dé danh
eia thuc trang doi ngil, tir dé xdy dung ké hoach dao tao, boi dudng nham nang
cao trinh dé chuyén mén, nghiép vu cho gido vién, dip g yéu cau d6i méi cia
giao duc.

- Ho SO gom'

+ K& hoach thi gido vién gioi

+ Quyet dinh thanh lap Ban Giam khao Hoi thi

+ Danh séch ding ki cac tiét du thi

+ Bang phan cong chim thi gido vién gioi

+ Tong hop két qua thi gido vién gioi

+ Quyét dinh cong nhan GVG cflp trrong ndm hoc 2023-2024

- Cic chir viét tit:

+ Té trudong chuyén mén (1TTCM), Higu trwedng (HT)

+ Gido vién (GV)
+ Thanh tra nhdn din (TTND)
+ Ban giam khao (BGK)
V. Nji dung Quy trinh:
TT Trinh ty Chi tri | Phoi hgp | Thoi gian | K&t qui
BI_| Cong tic chuén bj:
Lap ké hoach thi gido vién Hi¢u Pho HT Dau nim Ké hoach
gioi cap truimg trudng hoc
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Quyét dinh thanh lap Ban Hi¢u Pho HT Trudce hoi
Giam khao truomg thi 5 ngay Qb
Tong hop danh sich ding ki Pho T TTCM, | Trudc hi Bdo cao
du thi van phong thi 3 -
Sngay
Hop Ban giam khao, phéan Hicu BGK Trude hoi Béo cdo
cong cham thi truomg thi 1-2 tong hop
ngay chung |
Lich cham thi hang tuan Pho HT | Vin phong | Trudc hoi Bao céo
thi 01 ngay
B2 | Trién khai thyc hién
Kiém tra thanh phin BGK Hiéu Pho HT ¥ Danh sach
trudng phan cong
cham thi
T6 chirc cham thi GVG Truong | BGK, GV | 35-40° Phiéu danh
BGK dur thi gia
Nhan xét. rat kinh nghiém Truong | BGK, GV 10-15° Phiéu danh
tiét day BGK dur thi gid
B3 | Sau hgi thi
: Z. e tas e Truéng | Thu ki hgi | Sau Hoi thi .
Tong hop két qua hdi thi BGK thi 01 ngay Bdo cdo
Thur ki hoi o
. . . Trudng .z | SauHoi thi | Danh sach
Lap danh sach khen thudng BGK tl::),él:e 03 ngdy | khen thuong
C6 ot LA 2 g1 . o Sau 03 A A
ong kha: ket qua thi GVG Trudng Thur ki, ngay kit Ho so cong
cép truong BGK TTND thac héi thi khai
. . - Sau 7 nga
Ban hanh 3\?(;°“g nhdn 1 ppg wr Két thic Qb
Hoi thi
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) QUY TRINH 4 o
XAY DUNG QUY TRINH TO CHU'C CHUYEN DE
TAI TRUONG TIEU HQC DOAN KET

( Ban hanh kéem QD soll /OD-THDK ngén(h/10 /2023 ciia trieong THDK)
I. Muc dich:

Quy trinh, trinh i, ndi dung trach nhi¢m cua cac by phén, ca nhan licn
quan trong té chire chuyén dé.

I1. Pham vi dp dung:

Ap dung cho 100% gido vién dang truc tiép giang day tai truomg trong
nam hoc 2022 - 2023

I11. Tai lién vién dén:

- Ké hoach s6 ...6.J/KH — THDK ngay¢6./.9/2023 ctia truomg Tiéu hoc
Doan Két vé ké hoach chuyén mon nim hoc 2023 - 2024

- l\c hoach ) é(f/KII — THDK ngay 06./.9/2023 ciia truomg Tiéu hoc
Doan Két vé ké hoach té chirc chuyén dé nam hoc 2023 - 2024

IV. Thuit ngir, ky hiéu:

- Hoat déng chuyén dé la mot hoat dong nhim dao tao, bm dudng. nang
cao trinh do chuyén mdn, nghiép vu cho gido vién, dap tmg yéu ciu dbi moi cua
o140 duc.

- Ho so' gom:

+ Ké hoach t6 chirc chuyén dé

+ Danh sach ding ki cac tiét chuyén dé
+ Bang phén céng day chuyén dé
+ Phiéu du gio, s6 SHCM

- Céc chir viét tit:

+ Hiéu truong: HT

+ Phé Hiéu trudng (PHT)

+ T4 truémg chuyén mon (TTCM)
+ Gido vién (GV), chuyén dé (CD)
+ Sinh hoat chuyén mon (SHCM)
V. Noi dung Quy trinh:

Trinh tu Chui tri Phdi hop Thoi gian | Két qui
Céng tic chuén bj: )
Dé xuat chuyén dé, lap danh sach PHT TTCM, cac | Diu nim hoc | Bio cdo
ding ki chuyén dé thanh vién
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. . trong to l
Lap k¢ hoach to chire chuyén dé PHT TTCM Pau nam hoc | Bao cdo
T‘fwng hop danh séch, phian cong PHT TTCM Pau nam hoc | Bao cao
' day chuyén de
Chudn bi co 5o vét chat, dja diém PHT Tochuyén | Truéc 01 | Bién ban
day chuyén de mon ngay day KT
i chuyéndé | CSVC
| B2 | Trién khai thye hi¢n
Phén cong nhiém vu thue hién ‘ TTCM Cac thanh Trude 02 Bao cédo
chuyén dé cho céc thanh vién to vién trong to tuan day trong so
' _ chuyéndé | SHCM
SHCM. thong nhat quy trinh, ndi PHT TTCM, céc Truoc 01 Bdo cédo
dung. phuong phap, td chire thue thanh vién tuan day trong s6 )
hién tiét day chuyén dé trong 0 chuyéndé | SHCM |
Soan ké hoach bai day Cb GV duge | TTCM, Cac Trudc 01 Bai soan
phdn cong | thanh vién tuin day
trong tb chuyén dé J
Thue hién chuyén dé GV duge | TTCM, Cac 35-40° Phiéu dur |
phan cong | thanh vién giov |
trong to
B3 | Sau chuyén dé
Nhan xét. rat kinh nghiém chuyén PHT Céc thanh 25-30° Phiéu
dé vién du CD nhan xét,
- danh gia
Vin dung chuyén dé TTCM Céc thanh Sau chuyén { Bio cao
vién td dé trong sb
SHCM
Rut kinh nghiém, luu hé so TTCM Céc thanh | Sau van Bao ciao
vién té dung chuyén
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) QUY TRINH 5 ]
XAY DUNG QUY TRINH THYC HIEN CAC KHOAN THU
TRONG TRUONG HQC
( Kem theo Quyét dinh soflb/OD-THDK ng(‘:y%/ 10/2023 ciia trirong THDK)

1. Muc dich:

Quy trinh. trinh tu, ndi dung trach nhiém ctia cac bd phan, ca nhan licn
quan trong thuc hién cac khoan thu trong truémng hoc.

I1. Pham vi dp dung:

Ap dung voi Hiéu truong, gido vién chu nhi¢m, cdc can bo. nhan vién thuc
hién trién khai cong tac thu trong nha trudng

Ap dung véi 100% phu huynh hoc sinh cdc 16p trong nha truong.

IM1. Tai lién vién dén:

Céng van sé 3198 /SGD&DT-KHTC ngay 31/8 /2023 cua So Gido duc va
Daéo tao vé viée ledng dan ting cwong cong tac quan ly thu chi dau ndm hoc
2023-2024:

Céng van sé 1911 /UBND - GD& DT ngay 22 théng 9 ndm 2023 ciia Uy
ban nhdn dan quan Long Bién vé viéc ting cieong cong tde quan li thu chi va
quan Iy tai chinh nim hoc 2023- 2024; Céng van s61912/UBND - GD & DT
ngay 22 thang 9 nam 2023 cua Uy ban nhén dan quédn Long Bién vé viéc thong
nhét cdc khoan thu khdc cua cdc truong MN, TH, THCS céng lap trén dia ban
qudn Long Bién nam hoc 2023-2024;

- Ké hoach thu chi cia truémg tiéu hoc Poan Két nam hoc 2022-2023

IV. Thuit ngir, ky hi¢u:

- Ho so gom:

+ Vin ban quy dinh, huéng din céc khoan thu (bin gbc)

+ Bién ban hop thdng nhit cac khoan thu theo cic bude (ban g6¢)

+ Béo cdo tdng hop (ban gbc)

- Cic chir viét tit:

+ Hi¢u trudng: HT + Giao vién chu nhi¢gm (GVCN)
+ Pho Hiéu truong (PHT) + Cha me hoc sinh (CMHS)
+ Béo cdo (BC)
V. N§i dung Quy trinh:
TT Trinh ty ":ﬁ‘:‘i};n Phéihop | Thoigian | Kétqud
Bl | Cong tic chuin bj:
Hop Ban giam hi¢u trién Hiu Pho HT 30 -40° Bién ban
khai ké hoach va quy trinh | trudng hop
thu, chi
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Hop Ban gidm hi¢u vai [i¢u Cac by phan | 40 -50° Bién ban
Ban dai di¢n CMHS truong lién quan hop
trrong va Ban dai di¢n
CMHS cac 1op.GVCN
THop 161 ddng gido duc Hicu Gv toan 30° Bién ban
nha truong vé du toan thu | trudng truomg hop
chi cac khoan thu khéc va |
quy trinh thye hién cac l
khoan thu thoa thuin |
B2 | Trien khai thue hién B
Hop CMHS tai tirng 16p Hi¢u GVCN, 60 - 90’ Bién ban |
hoc thong nhit vé du toan | truéng | CMHS cac hop, phiéu
thu chi cédc khoan thu theo l6p xin y kién |
qui dinh va cac khoan thu '
thoa thudn va qui trinh |
thuc hién
Lay v kién qua phiéu tng
hop
Tong hop phiéu thoa Hiéu |BO phanvin | Saubudi | Phiéu tong
thuan, théng nhét cac truong | phong, ké hop hop
khoan thu toan CMHS 01
ngay
Thong bao dén CMHS v& | Hiéu | Pho HT, Ké | Saubudi | Vin ban
cac khoan thu truong toan, vin hop thong bio
phong, CMHS 02
GVCN ngay
Trién khai thu Hiéu | kétoan, thi | Trong 05 | Ho so thu
truong | quy, GVCN | ngay sau
khi théng
bao
B3 | Sau khi thu
Theo doi thye hién Hiéu Pho HT, ké Bio cdo
truong todn, vin hang thang
phong, thit tich hgp BC
quy, GVCN thing
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_QUY TRINH 6
QUY TRINH QUAN LY HQC SINH
NAM HQC 2023-2024
(Kem theo Quyvét dinh soAMo./QD-THDK ngay06/10/2023 cria trieomg THDK)
I. Muc dich:
Quy trinh, trinh tr, ndi dung trach nhi¢m ctia cidc bo phan. ca nhan lién
quan trong vi¢e quan 1y hoc sinh trudmg Tiéu hoc Poan Két nam hoc 2023-2024
trong cic ngay hoc sinh dén truong.
Dam bdo an toan tuy¢t dbi vai hoc sinh khi cac em dén trurong.
I1. Pham vi dp dung:
Ap dung trong cac ngay hoc sinh truong tidu hoc Poan Két dén truong.
I11. Tai lién vién din:
- Diéu 1¢ truong Tiéu hoc do B GD&DT ban hanh
- Huéng dan thuc hién nhiém vu nim hoc 2023-2024 cia B6 GD&DPT: S&
GD&DT Ha Noéi; Phong GD&DT quén Long Bién.
- Ké hoach sb 55/KH-THPK Ké hoach gido duc nha truong nam hoc
2023-2024,
IV. Thuat ngir, ky hiéu:
- Ban giam hiéu: BGH
-Nhan vién y t& : NVYT
- Giao vién: GV
- Giao vién chi nhiém: GVCN
- Gido vién b mon: GVBM
- Phu huynh hoc sinh: PHHS
- Quan ly ban tri: QLBT
- Hoc sinh: HS
* Ho so gom:
- Phin mém quan i hoc sinh trén Eneviet s6 HS viing mit, ly do ving mit
lac 8h30 phat hang ngay va
- $6 theo dai HS ving mit cua phong y té.
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V. N¢i dung Quy trinh:

TT Trinh twr Trach | Phihgp | Théigian | Két qui/ hd sor
nhi¢m
thue
hi¢n
B1 | Cong tic kiém dién si s hoc
sinh:
Tiép nhan hoc sinh, kiém tra GVCN Trudc gio
tinh trang hoc sinh dén 16p hoc 15 phut
Tich diém danh s hoc sinh Nhan vién
cua 16p c6 mat va HS dang ky | GV cha | ¥ t€ va cha 7h45-
ban tra c6 mat; Ho va tén HS nhiém | m¢ hoc 7h55° phit | DS trén enetviet
vang mat. ly do HS vang mit sinh hang ngay
Téng hop vao sb theo ddi HS Nhéan 8h30 hang | So theo doi HS
toan truomg vién y té, ngay nghi
van
phong
B2 | Céng tic quin 1y si s6 hoc
sinh budi sing:
Kiém tra tinh trang sirc khoe GVCN |GVBM | Tiét 1->tiét | - SO truc bao vé
ctia hoc sinh, Thong bao véi y 4 hang néu HS dugc PH
té va cha me HS nhimg truong ngdy don vé giira gior
hop bét thuong vé stc khoe
HS, Lién lac vai phong béao vé
truomg hop cho phép HS ra vé
trude gio tan hoc
B3 | Quén li trong git ban tra GVCN | GVQLBT | Gidbantra | S6 nhit ki theo

GV QLBT Ién lép nhin ban
giao tir GVCN, tiép nhan sb
lugng HS an ban tri theo sb
lugng ban giao trong s6.

Dém s6 HS tai lop.

Dém sé HS khi ngdi an.

Dém sd HS khi nga.

- GV quan sat, phat hi¢n
nhimg trudémg hgp HS cé biéu
hién bét thudong vé stc khoe,

tir 11h dén
13h30

doi ban tra cac
16p
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QT -07- THPK

‘ QUY TRINH _
TIEP NH/:\N,’C/\C K'"()/\N TAI TR(Q, QUA TANG
(Ban hanh kém theo Quyét dinh so A46./QD-THDK ngay 00 thang A0 ndm 2023.

cua Truong Tiéu hoc Doan Ket)
1. Muc dich:

Quy trinh, trinh tu, ndi dung trach nhi¢m ctia cac bg phén, ca nhan lién quan
trong tdi viée tiép nhan tai san qua ting duge thuc hién tai truong Tiéu hoc Poan
Két quan Long Bién.

I1. Pham vi ap dung:

- Ap dung trong truong Tiéu hoc Doan Két

I11. Tai lién vién dén:

- Biéu 9 Quyét dinh 5 1/2013/Qb ngay 22/11/2013 ctia UBND thanh phd Ha

Noi, B GD&DT quy dinh veé tai trg cho cic co s gido duc thuoe he thdng gido
duc quéc dan .

IV. Noi dung Quy trinh:

1T Trinh ti Chu tri Phéi hop | Thoigian | Két qua
B1 | Trirée khi tiép nhin qua
cho, biéu ting
Hop Hoi ddng trudong HT Hoi dong Vin ban
thong bao ndi dung, tai trudong
san, déi tuong trao tang,
thdng nhét phuong én tiép
nhan, muc dich sir dung
B2 | Tiép nhin tai trg, qua
tang
- Thanh lap t6 tiép nhan | Hiéu truéong, | Ban dai Truge khi | Ty giai thé
tai trg, qua tang thanh vién dién tiép nhan sau khi
gom: dai CMHS 02 ngay hoan
di¢n CD, thanh
Chi doan, nhiém vu
TTCM, dai
dién CMHS
- Té chire tiép nhan qua | TH tiép nhan Tuy thudc
cho, biéu ting bén tai trg
lwa chon
phu hop
B3 | Quan ly sir dung
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- Lap ké hoach sir dung | Hi¢u trudng Sau khi | Thong bao
tai san cho bicu ting tiep nhan 1 | cong khai
tuan
- Vao s6 ké toan theo ddi | B phan tai Sau khi | Phan mém
tai san qua ting chinh ké tiep nhdn | quanli TS
toan 15 ngay

- Duy tu stra chira, bao | Hiéu truong | Ké toan, Thuong Hb so
dudng cong trinh duge tai CMHS Xuyén cong viéc
tro

- Thue hién theo doi trong |  Ké todn Ho6 so

sO sach ké toan

cong viéc

B4 | Bao cao tai chinh va
thue hién cong khai
- Thuc hién bdo cédo tai | Hiéu truong Ké toan, Vian ban ,
san hang nam CMHS phin mém
V. Ho so lru:

- Quyét dinh thanh 1ap t6 tiép nhan,

- Bién ban ban giao

- Phan mém quan I tai san
- Quy dinh sir dung

- Ho so cong khai tai san ting

- Bién ban ban giao c4 nhan quan lj tai san
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