UBND QUANLONGBIEN ~ ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HOC DOAN KHUE Doc lip - Ty do - Hanh phiic
S6: //KH-THDKh Viét Hung, ngay Qbthang 9 nim 2024
KEE HOACH

Viét tin bai ding cong thong tin dién tiv
Nim hoc 2024 - 2025

Can cir théng te 37/2020/TT-BGDDT ngay 05/10/2020 ctia Bé Gido duc
va Dao tao vé Quy dinh sir dung thuw dién tir va 0511g thong tin dién tir tai s6 gido
duc va dao, phong gido duc va dao tao va cdc co sé gido duc mam non, gido
duc phé thong va gido duc thuong xuyén,

Can cir Chwong trinh 02-CTv/QU ngay 15/10/2015 cua Qudn iy Long

Bién vé dday manh cdi cdch hanh chinh, trong tdm chudn héa doi ngii can bo,

céng chite, vién chirc theo vi tri viéc lam va hoan thién mé hinh Co quan dién tir
qudn, phuong giai doan 2015-2021;

Can cir quyét dinh sé 3229/0D-UBND ngay 05/08/2024 ciia UBND qudn
Long Bién vé viéc ban hanh B¢ tiéu chi danh gid triong dat mo hinh Truong
hoc clzuyén doi s6 trong cdc truong Mam non, Tiéu hoc, Trung hoc co so trén
dia ban quan Long Bién;

Can cir Huéng dan sé 20/PGDDT ngay 05/9/2024 ciia Phong Gido duc
va Pao tao quan Long Bién vé hudng dan thue hién nhiém vu nam hoc 2024 -
2025 cap Tiéu hoc;

Thue hién Ké hoach sé 23/KH-THDKh ngay 9/9/2024 ciia Truong Tiéu
hoc Poan Khué vé thure hién trién khai mé hinh truong hoc chuyén doi sé6 ndm
hoc 2024-2025,

Trudmg Tiéu hoc Doan Khué xay dyng ké hoach viét tin bai nim hoc
2024-2025 nhu sau:

I. Muc dich - Yéu ciu

1. Muc dich:

- Gip cén bd, gido vién, nhin vién (CBGVNV) hiéu duge cong thong tin
dién tir 1a trang thong tin dién tir chinh thdng, duy nhit ciia nha truong, noi ding
tai, cap nhit cac thong tin méi nhét v& Nganh, Phong GD&DT va nha trudng.

- Muyc tiéu ciia Cong thong tin dién tir nhim cung cip, trao ddi thong tin
vé cic hoat dong cua nha trudng, phuc vu qué trinh quéan ly di véi CBGVNV
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va hoc sinh ngay mot tét hon. Cong théng tin di¢n tir cling la noi trao dbi, tha
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luin gitra cdc to chirc, ca nhan quan tdm den cic hoat dong cua nha truong.

- CBGVNV cap nhat thong tin cua truong thong céc tin bai dang tai trén

Website.
- Nang cao trinh d¢ chuyén mon nghi¢p vu trong VI(;c ung dung cong
ngh¢ thong tin (CNTT) dép (mg yéu cAu cua truong hoc chuyén dbi s6.

- CBGVNV biét viét tin bai theo quy dinh , diing tai tin bai Ién cong thong

tin.

2. Yéu cu:

- CBGVNV can nghiém thc thyc hién ndi dung da dugc phan cong.

- Thuc hién viét tin bai theo dung tién do, dang s6 lugng, dam bao chét
lugng.

- Cung trao ddi kinh nghiém vé k§ ndng viét tin, bai trong t0 nhom
chuyén mon.

A K
I1. Nhi¢m vu cu the

1. Gioi thi¢u chung

- Duy tri anh dai di¢n cua truong va thong tin lién hé, nguoi dai dién nguoi
phat ngon dé cap nhat trén giao dién chung cia cdng thong tin dién tir (Banner

va footer).
- Thong tin chung gidi thi¢u vé truong:

+ Bai viét gioi thidu chung nha truorng so luge vé qua trinh hinh thanh va
phat trién cua truong, ban gidam hiéu, cdc thanh tich noi bat qua cic nam

hoc...Cap nht thong tin ngay khi cé su diéu chinh.

+ So dd co cAu té chirc: BGH, t6 chuyén mon, cdp nhat théng tin ngay khi
c6 su diéu chinh.

+ Danh ba dién thoai: danh ba dién thoai, dja chi email cua toan thé gido
vién trong trudmg. Cap nhit thong tin ngay khi c6 su di¢u chinh.

- Cac ndi dung diéu hanh, quan ly chung ctia nha truong;:

+ Lich cong tac ctia nha trudng cdp nhit thuong xuyén vao thir 2 hang tuin:
1 tuan /1 lan.

+ Thoi khéa biéu nha truong ding tai va duy tri trong nim hoc cip nhat
thong tin ngay khi c6 sy diéu chinh.

+ Niém yét cac ndi dung lién quan t6i vige thyc ba cong khai theo quy
dinh.

+ Péng tai cac van ban thyc hién chuong trinh GDPT 2018.

- 7. J 4 ’ ’ ~ ’ \ o
+ Pang tai ke hoach, bdo cdo cong tac day va hoc trong nim hoc.
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2. Tin tire - syr ki¢n
Ding tai cac ndi dung sau khi da dugce duyét kip thoi va dung quy ché hoat
ddng cua Website.
- Chuyen mon: cdc tin, cac bai lién quan téi hoat dong giang day cia
trudng;: toi thiéu 10 tin/thang.

s 3 a ’o ~ \ 2 » \ Ko
- Doan thé: cic tin, cic bai lién quan t6i hoat dong doan the cia truong: toi
thiéu 04 tin/thing.
’ - ’ r ’ . ’ N\ A , . ’ . ’ ’ Ko «X
- Céc tin tire khéc: cac tin, cac bi lién quan tdi cac tin tirc khéc: toi thicu
04 tin/ thang.

- C4c thong bao luu y nlnc nhd: nghi hoc, thoi tiét, trang phuc,... dang tai
kip thoi khi ¢6 dién bién mai vé thoi tiét, bién dong cia nha trudng.

*Chuy: - Anh trong phan tin bai ding tai véi kich thieée 500 pixels. ot
£

- Tin bai ding chim nhat 01 ngay sau sw kién. /g

TIEU

3. Tai nguyen @
- Dang tai trén cong thong tin dién tir dudi dang bai viét, tép dinh kem, ®
video clip...

- Quy dinh bai giang dién tr, bai giang Elearning (phai sir dung phan mém
tao bai giang chay dugc trén HTML 5), bai giang trén bang TTTM:

+ Co day du cac khéi 16p va cac phan mon.

+ Céc bai giang dién tir chuyén dé cép truong, Quan, thi GVDG cip
trudong, Quan, Thanh pho dugc cip nhit kip thoi 1€n kho dir liéu.

+ Quy dinh vé cach ghi tén bai giang dién tr, Elearning, bai giang bang
I'TTM: ghi rd tuan, mén, tén bai.

- Tu liéu: sach, bao, phim anh tdi thidu 03 tu liéu/ thang (dnh dua 1én phai
¢6 chn thich).

- Tin vé hoat dong 16p, san pham hoc tap cua HS (bai vnct chir de¢p, bai vin
hay, san pham tht ¢ong, vé tranh...): Cap nhét thir 6 hang tuan.

- Lich b4o giang cua gido vién: Cap nhit thir 6 hang tudn.
- Gido an dién tir: Cap nhat thir 6 hang tuan.

- Dé& kiém tra - 6n tap: Cap nhat thec hoc Ki.

4. Vin bin

- Van ban phap quy, v van ban quy dinh nganh (tdp hop van ban phap quy
ctia nganh chia thanh cac muc quy dinh, quy ché, quyét dinh, ...) cip nhat day du
khi ¢6 cic thong tu, cac vdn ban cia nganh.

- He théng van ban cua trudng cip nhat trén trang thong tin dién tir phai
dugce doi sang dinh dang PDF (Hiéu truong ki déng dau).
5. Khai thiac cong thong tin dién tir
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- Té chire tap hudn hudng din khai thac cdng thong tin dién tr t6i CBGV
NV, hoc sinh va phu huynh hoc sinh (chii trong khai thac muc: tai nguyén, phu
huynh tra cteu, Enetviet, goc HS...)

[11. Bi¢n phap thue hi¢n
1. Tap huéin ki niing viét tin bai

- Phan cong gido vién trong t6 cong tac vién viét tin bai tham gia tap huin
“K§ nang bién tdp va viet tin bai” do UND quan to chire.

- Phan cong gido vién ¢ ky nang viet tot hudng din, chia sé vdi déng
nghiép trong budi sinh hoat chuyén mén vé cach lya chon, xir ly thong tin dé
viét tin bai dang trén cong thong tin nha truong.

- Té chire trao ddi, doc va hoc hoi cic tin bai trén cdc Website uy tin nhu
VNExpress, Dén trf, Vietnamnet...dé c6 thém kinh nghiém viet tin bai.

- Hudng dan gido vién xur ly anh trudce khi dang cong thong tin.
2. Phan cong nhi¢ém vu (Theo bieu dinh kem)

- Ban hanh quyet dinh va phan cong nhiém vu cu thé cho cdc thanh vién
trong ban quan tri Website cta truong.

- Phan cdng gido vién, nhan vién c6 nang luc viét tin bai t6t lam nhom
trudng, chiu trach nhiém hudng dan, dén ddc cac thanh vién trong nhom v1et tin
bai, suu tdm céc tu lidu, théng tin c6 chit luong phu hop dé ding tai trén cong
thong tin.

- Yéu cau cdc ca nhén, t6, nhom phu trach cac ngi dung dugc phan cong
thuc hién nghiém tic ké hoach viét tin bai dam bao ludn cap nhat hang ngay,
hang tuan, kip thoi.

IV. Kinh phi thue hién: Theo quy ché chi tiéu ngi b ciia truong

Trén day 1a Ké hoach viét tin bai ndm hoc 2024 — 2025 cua trudng Tiéu
hoc Poan Khué. Pé nghi céc d/c CBGVNV nghiém tuc thyc hién. Trong qua
trinh trién khai thyce hién, yéu ciu céc d/c CBGVNV bdo céo kip thoi nhiing kho
khan, vudng méc vé Ban chi dao dé c6 bién phéap khic phyc va xtr i kip thai./.

Noi nhin:
-CBGVNV: dé thyc hién ;
- Luu VP.

Trin lhl l’huong Dung
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BIEU PHAN CONG VIET, PANG TIN BAI NAM HQC 2024 - 2025

(Ban hanh kém theo Ké hoach séJ¥/KH-THPKh ngc‘zy(%/9/2024 cua truong T iéu hoc Poan Khué)

\ o Nguoi Nguoi Lianh dao
TT N§i dung cong viéc Thoi gian o 7, ,
thuc hién phoi hop 1 phu trach
I Tin tirc, van ban
1 | Vin ban, thong bo, cong van cdc | Sau khi nhan dugc cdng vin I8 | B/c Dung
cép, ban nganh, nha truong /
2 | Ké hoach cong tac, bdo cédo cong Sau khi ky duyét, day du s6 cong van » | P/c Dung |
tac D/c Lé Ha D/c An van |
3 | Thong tin ba cong khai Sau khi dugc duyét cac VB, KH phong b/c Dung
4 | Thong ké gido duc Sau khi c6 ban chdt chinh thirc b/c Digu
Thuy
5 | Thoi khoa biéu Sau khi ¢ ban chét chinh thirc F/c Diéu
i Thay
II | Hoat dong gido duc
1 | Hoat dong chung: hoi hop, hoi Sau khi hoat dong dién ra, cham nhat | BGH chi dao P/cLéHa | D/c My
nghi, giao luu,... sau 01 ngay cong tac vién Hanh
2 | Hoat @jng chuyén mon: Tiét Sau khi hoat dong dién ra, cham nhat | TTCM chi dao |P/cLéHa | P/c Didu
chuyén dé, SH o chuyén mén,Thi | sau 01 ngay GV trong td 1 Thuy

GVG cac cap

|
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I Hoat dong doan the

1 Céac phong trao. hoat dong cua | Sau khi hoat dong dién ra, cham nhat | P/c Phuong ! P/cLé Ha | DP/c M7
Poan Dao1 ' sau 01 ngay Hanh, Minh | ! Hanh
' Xuan
2 | Céc phong trao, hoat dong cong tac " Sau khi hoat dong dién ra, cham nhat | B/c Linh y té D/cLéHz | Dlc M
"i Chir thap do, y t&, cac bai tuyén sau 01 ngay | { Hanh
‘ truyén phong chéng dich bénh, .{
3 | Céc phong trao, hoat dong coéng tac | Sau khi hoat dong dién ra, cham nhat | Céc d/c trong b/cLé Ha } DP/e M¥ J
| | Cong doan, tuyén truyén cac ngay | sau Ol ngay. BCH Céng ' Hanh |
| ki niém, ngay 1& Ién... doan |
! 4 Céc phong trao, hoat dong cdng tac | Sau khi hoat dong dién ra, cham nhat | P/c Nhung D/cLéHa | D/cM¥ :
thu vién, d6 ding sau 01 ngay. Hanh {
5 Céc hoat dong Tiéng Anh lién két | Sau khi hoat dong dién ra, chdm nhat | P/c Thanh P/cLé Ha | B/c Diéu
sau 01 ngay. Thuay Thay |
IV | Goéc hoc sinh: }
' Video hoat déng vui choi, hoat ?
déng hoc tap, anh, san pham cia Céc ngay hoc trong tuin GV toan truong D/e My ‘
| HS (bai van hay, bai chinh ta, tip Hanh |

viét dep, bai toan co cach giai sang
' tao, tranh vé, san phém thu

cong,...)
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V | Kho Tai nguyén z \
1 | Gido an dién tir thi GVG va Sau khi day xong cham nhat 1 ngay. | TTCM khéi D/c My W
| chuyén de tix cap truong trd lén, 16p, GV Hanh
| bai giang E- learning du thi cac
| chp
2 Giéo an dién tir, gido an bang Cap nhit thir 6 hang tuan GV toan truong b/c My
tuong tac thong minh, lich béo Hanh
giang
VI | Chuyén muc “Gidi thiéu sach”
Céc bai gidi thiéu sach hang thang | - Sau budi tuyén truyén gidi thiéu D/c Nhung b/cLé Ha | B/c My
va khi cé cudn sich hay méi dua sach it nhét 1 ngay Hanh
vao thu vién - Sau khi nhép sach méi vao thu vién
it nhit 1 ngay

: Scanned with !
i & CamScanner’;


https://v3.camscanner.com/user/download

