UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MAM NON DTSAI PONG Doc 1ap - Tw do - Hanh phic

S6: 33 /Qb MNDTSD Sai Péng, ngay 09 thang 02 nam 2022

QUYET PINH
Vé viéc ban hanh danh muc ho so cia trwomg nam 2022

HIEU TRUONG TRUONG MAM NON PO THI SAI PONG

Can cir Ludt lwu triv so 01/2011/QH 13 ngay 11 thang 11 nam 2011; Nghi
dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Chinh phii vé céng tac van thie; Quyét
dinh s6 458/0P-TTg ngay 03/4/2020 ciia Thii twéng Chinh phii vé phé duyét Dé dan
“ Luwu trit tai liéu dién tr cua cac co quan nha nuwoc giai doagn 2020 — 20257,
Quyét dinh s6 12/2020/0D-UBND thanh phé ngay 12/6/2020 vé ban hanh Quy ché
tiép nhan, xir Iy, phdt hanh va qudn Iy van ban dién t gifta cdc co quan, t6 chirc
thudc thanh pho Ha Néi; Ké hoach sé 243/KH-UBND ngay 18/12/2020 ciia UBND
thanh phé Ha Noi vé cong tac van thu, luu trit nam 2021,

Can cir Ké hoach sé T1IKH-UBND ciia UBND qudn Long Bién vé céng tdc
van thuw, lwu trir nam 2022;

Can cit Ké hoach s 30/KH-MNPTSP ngay 09/02/2022 ciia truong mdam non
D6 thi Sai Pong vé cong tac van thw, luu trit ndm 2022

Cdn cir vao tinh hinh thuc té ciia truong mam non Dé thi Sai Pong,

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Danh muc ho so, tai liéu nim
2022 thude dién nop vao luu trix truong.

Piéu 2. Nhan vién Van thu ¢ trach nhiém thu thap ho so, tai liéu tai cac bo
phan theo danh muc ho so.

Piéu 3. Cac bo phan, nhan vién Van thu ¢6 trach nhiém thi hanh Quyét dinh nay.
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. UBNDQUANLONGBIEN
TRUONG MAM NON PO THI SAI PONG

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Sai Pong, ngay 09 thang 02 nam 2022

DANH MUC HO SO CUA TRUONG MAM NON PO THI SAI PONG

NAM 2022

(Ban hanh kém theo Quyét dinh sé: 33 IQD-MNPTSP ngay 09 thang 02 nam 2022)

TT

So va ky hiéu
ho so

Tén de muc va tiéu de ho so

Thoi han
bido quan

Pon vi/ngudi lap ho so

Ghi cha

I. T6 chirc va quan Iy nha truong

[H1-1.1-01]

1. Ké hoach phat trién mam non cua Quéan Long
Bién

2. Ké hoach phuong hudng chién lugc xay dung va
phat trién truong MN D6 thi Sai Pong dén nam 2020

3. - Bién ban hop Ban dai di¢n cha me hoc sinh
thong qua (Ké hoach phat trién ctia nha trudng dén nim
2020)

20 nam

Tran Thi Phuong Dung

[1.1-02]

* Ho so cong khai (Ké hoach cong khai, Bién ban cong
khai, Bién ban két thuc cong khai, Pang tai trén web
http://mndothisaidong.longbien.edu.vn — muc cha me
can biét; cong khai tai bang thong béo cua truong va
g6c “Cha me can biét” cua cac 16p, Hop thu gop ¥, cong
khai s6 dién thoai duong diy nong)

1. Cong khai Phuong huéng, chién luoc xdy dung
va phat trién truong MN D6 thi Sai Pong dén nam 2020

2. Cong khai cac quy ché dan chi, quy ché lam

20 nam

Au Thi Giang




viéc, quy ché chi tiéu nodi bo, quy ché phdi hop giita
chinh quyén véi cong doan, quy ché thi dua khen
thuong,

3. K& hoach thuc hién dé an, ké hoach nim hoc, ké
hoach chuyén mon, ké hoach cham soc nudi dudng, ké
hoach hoat dong ctia ban dai dién cha me hoc sinh.

4. Cong khai nang luong thuong xuyén, nang luong
sdm

5. - Cong khai cac chi tiéu thi dua

[H2-1.2-01]

* Ho so hoi dong nha trudng

1. To trinh gti phong gido duc va dao tao dé nghi ra
quyét dinh thanh 1ap hdi dong truong.

2. Quyét dinh b nhiém lai hoi dong truong do
phong gido duc va dao tao ky.

3. Bién ban hop Hoi dong trudng.

4. Bién ban kiém tra, giam sat cac hoat dong cua
nha truong

20 nam

Tran Thi Phuong Dung

[H3-1.2-02]

* Ho so hoi dong thi dua khen thudng

1. Quyét dinh thanh 1ap Hoi dong thi dua mdi nim
hoc.

2. Quy ché thi dua, khen thuong.

3. Cac bién ban hop cua Hoi ddng thi dua danh gia
thi dua thang, S0 két, tong két, cac hoi thi, danh gia hoat
dong cua Hoi1 dong thi dua.

4. Biéu chi tiéu thi dua hang nam

5. Bang tong hop danh gia xép loai thi cua PGD, tai
chinh, no1 vu

20 nam

Tran Thi Phuong Dung




6. - Anh cac danh hiéu thi dua cua nha trudong nhu:
Truong Chuan Quéc gia muc d6 2, Kiém dinh chat
lugng GD cép d6 3. Tap thé LDTT, Truong tién tién
xuat sic vé TDTT...cac nam hoc duoc ding tai trén
trang web http://mndothisaidong.longbien.edu.vn muc
ca danh hi¢u thi dua ctia nha truong .

[H4-1.2-03]

* H6 so Hoi dong chdm gido vién gioi cap trudng

1. Cac van ban chi dao

2. K& hoach, Quyét dinh thanh lap Hoi dong cham
gido vién gioi

3. - C4c bién ban cham thi, bang tong hop diém thi,
Bai thi cia GVNV.

20 nam

Tran Thi Thanh Thao

[H5-1.2-04]

* Ho so Hoi ddng chim sang kién kinh nghiém

1. Cac van ban chi dao

2. Quyét dinh thanh 1ap Hoi dong chidm sang kién
kinh nghiém

3. Cac bién ban cham, bang tong hop cta khéi, bién
ban cham cap truong.

4. - Sang kién kinh nghiém ctia CBGVNV.

20 nam

Tran Thi Thanh Thao

[H6-1.2-05]

* Ho so hoi dong tuyén sinh

1. Cac van ban chi dao

2. Quyét dinh thanh 1ap Hoi dong tuyén sinh, K&
hoach tuyén sinh dugc Phong GD&DPT quan phé duyét.

3. Cac bién ban tu kiém tra cong tac tuyén sinh cua
truong va cac bién ban Phong GD&DT quan kiém tra
cong tac tuyén sinh ctia nha truong.

20 nam

Nguyén Thi Thity



http://mndothisaidong.longbien.edu.vn/

- Céac bao cao.

[H7-1.2-06]

* Ho so hoi dong ty danh gia

1. Cac van ban chi dao.

2. Quyét dinh thanh 1ap Hoi dong ty danh gia.

3. Ké hoach tu danh gia cua nha truong. Phan cong
nhiém vuy. Biéu tién do thuc hién.

4. Cac bién ban hop cta cac Hoi dong tu danh gia

5. Cac phiéu xac dinh ndi ham va Phiéu danh gia
tiéu chi.

6. Bao c4do Tu danh gia ctia nha truong.

- C4c bién ban kiém tra ctia cap trén.

30 nam

Tran Thi Phuong Dung

[1.2-07]

* Ho so nhiém vu nam hoc
1. Ké hoach thuc hién Pé an truong CLC cac nam
hoc
2. Ké hoach thuc hién nhiém vu cic nim hoc
3. Bao cio tong két nam hoc
- Quyét dinh, phan cong nhiém vu CB-GV-NV
nha trudng, Danh sach tong hop trinh 46 CBGVNV

20 nam

Tran Thi Phuong Dung

[1.3-01]

* Ho so hoat dong cua Cong doan

1. Qb BCH CP do LPLP Quan ra QP, S6 danh
sach doan vién Cong doan, Phan cong nhiém vy BCH
Cb.

2. Quy ché 1am viéc, Quy ché ph01 hop gitra chinh
quyén véi Cong doan, giita Chinh quyen

3. Ké hoach thang, ndm, bao cdo tong két
4. Bang chi tiéu phan ddu cua Cong doan
5. Céac loai gidy khen cta Coéng doan, Chi doan

70 nam

Nguyén Thi Loan




trong cac phong trao thi dua, cac cudc van dong,
6. - HO so ung ho.

* Ho so hoat dong cua Chi doan 70 nam Nguyén Thu Huong
1. Qb BCH boan TNCS HCM do Doan phuong ra
Qb, S6 danh sach doan vién Chi doan, Phan cong
nhiém vu BCH Chi doan.
2. K& hoach thang, nim, béo céo tong két
[H8-1.3-02] 3. Danh sach doan vién tham gia tur thi¢n nhan dao.
4. Cac loai gidy khen cua Chi doan trong cac phong
trao thi dua, cac cudc van dong.
Anh ding web http://mndothisaidong.longbien.edu.vn
Cong doan, Chi doan tham gia cac hoi thi van nghg,
biéu dién chao mung cac ngay 1€ ngay hoi
* Ho so chit thap do 50 nam Dao Thanh Mai
1. K& hoach, Quyét dinh b6 nhiém
[H9-1.3-03] 2. Gidy ching nhan tham gia hién mau nhan dao.
3. Baocéo
4. - Danh sach nop tién + S6 quy
* Ho so chi bd 70 nam Tran Thi Phuong Dung
1. QD thanh 1ap Chi bd.
2. Phan cong nhiém vu BCH CB.
[1.3-04] 3. S6 danh sach Pang vién.

4, K& hoach, du thao thang, ndm, bao céo téng két
. Gidy chtng nhan chi bd Hoan thanh xuit sic
nhiém vu.

6. Giéy ching nhan chi bd trong sach virng manh

o1




7. - Van ban triéu tap tham gia cac 16p hoc nghi
quyét, nghe thoi su tai Pang uy phuong.

[H10-1.4-01]

* Ho so Hiéu truong, 02 Pho hiéu trudng

1. Quyét dinh tuyén dung vién chirc.

2. Hop dong lam viéc.

3. Cac quyét dinh nang luong, phu cap tham nién.

4. Quyét dinh bd nhiém chirc danh Hiéu trudng, phd
hi¢u truong do Chu tich UBND quan ky.

5. Cac bang cap, chung chi.

_6. Cac van ban tri¢u tap cac 1op tap huan, boi dudng

vé 1y luén chinh tri, chuyén mon, nghiép vu...

/.- Danh gia thi dua thang, danh gia Cong chuc
vién chtrc, danh gia Chuan Hi€u trudong, phd hi¢u
truong do UBND quén danh gia va ky xac nhan.

70 nam

HT, PHT

[1.4-02]

* Ho so t6 chuyén mon, mau gido 16n
1. Quyét dinh thanh 1ap t6, phan cong vi tri GV
2. Ké hoat hoat dong giao dyc cua t6 chuyén mon,
K¢ hoach chuyén dé.
3. Phién ché chuong trinh
Bién ban diéu chinh cac muc tiéu gido duc
KH bdi dudng chuyén mén, nghiép vu.
Phiéu danh gi4 cac thanh vién trong t6.
- S6 sinh hoat chuyén mén to

o gk~

~

30 nam

Khdi MG Lén

[1.4-03]

* Ho so to chuyén mon, mau gido nhd
1. Quyét dinh thanh lap to, phan cong vi tri GV
2. Ké hoat hoat dong gido duc cua to chuyén mon,

30 nam

Khdi MG Nh&




Ké hoach chuyén dé.

3. Phién ché chuong trinh
Bién ban diéu chinh cac muc tiéu gido duc
KH bo6i dudng chuyén mon, nghiép vu.
Phiéu danh gia cac thanh vién trong to.
7. - S sinh hoat chuyén mén t6

o o~

[1.4-04]

* Ho so t6 chuyén mon, mau gido Bé
1. Quyét dinh thanh 1ap t6, phan cong vi tri GV

2. Ké& hoat hoat dong gido duc cia to chuyén mén,

Ké hoach chuyén dé.
Phién ché chuong trinh
Bién ban diéu chinh cac muc tiéu gido duc
KH bdi dudng chuyén mén, nghiép vu.

. - S0 sinh hoat chuyén mén to

30 nam

Khbi MG Bé

[1.4-05]

3
4
5.
6. Phiéu danh gia cac thanh vién trong to.
7
*H

b so to chuyén mon, khéi nha tré
1. Quyét dinh thanh 1ap t6, phan cong vi tri GV

2. K& hoat hoat dong gido duc cua to chuyén mon,

K& hoach chuyén dé.

3. Phién ché chuong trinh
Bién ban diéu chinh cac muc tiéu gido duc
KH bo6i dudng chuyén mén, nghiép vu.
Phiéu danh gia cac thanh vién trong to.
7. - S6 sinh hoat chuyén mén t6

o ok~

30 nam

Khdi MG nha tré

[1.4-06]

* HO so t6 nudi dudng

1. Quyét dinh thanh 1ap t6, Phan cong vi tri NV

30 nam

TO nuodi




nudi dudng

2. KH cua cac té dugc BGH duyét.

3. Céc thyc don duoc BGH duyét.

4. BB tu qkiém tra du cac hoat dong cua cac thanh
vién trong to.

5. S sinh hoat t6 cta td

6. Bién ban hop to cua t6 .

7. - S6 bdi dudng tap huan cia thanh vién t6

* H so to Van phong 30 ndm Vin phong
1. Quyét dinh thanh lap t6
2. KH tuan, thang, nam cua cac t6 CM céac nam hoc.
3. Céc KH cua to dugc BGH duyét.
4. Bién ban hop t6 ctia to van phong
[1.4-07] Anh ding web http://mndothisaidong.longbien.edu.vn
BGH du ctd6 CM, t6 YP trién khai hop t6;vkiér‘n tra cac
hoat dong cua cac t6; du gio, du cac budi béi dudng
chuyén mon.
Anh ding web http://mndothisaidong.longbien.edu.vn
muc t’in tirc hoat dong Cac CBGVNYV dat gidi hoi thi
cac cap.
* Ho so chuyén dé 30 ndm Tran Thi Thanh Thao
1. Kér hoach chuyén d& tGng dung phuong phap
Quodc té Unis, ing dung phuong phép Steam, Ung
[1.4-08] dung phuong phap Montessori, ung dung phuong

phép thim my, xay dyng moi truong lay tré lam trung
tam
2. Bién ban kiém tra danh gia cac chuyén dé




Anh ding web http://mndothisaidong.longbien.edu.vn
muc tin tirc hoat dong anh cac doan tham quan

[H11-1.5-01]

* Ho so quan 1y nha trudng

1.
2.
3.
4.
S.

S6 hop hoi dong gido duc
S6 chat lugng

S6 theo ddi thi dua

S6 ké hoach chuyén dé

- Danh b0 hoc sinh.

70 nam

Tran Thi Phuong Dung

[1.5-02]

* Ho so quan 1y cac nhom 16p

1.

ok wn

S6 soan bai cua cac 16p cac nam hoc.

S6 theo doi tré

S6 chét luong

Phién ché chuong trinh

Ho so sb sach, hoc liu tré

- Anh ding trén web muc hoat déng cua cac 16p
hoc

30 nam

Tran Thi Thanh Thao

[H12-1.5-03]

* Ho so tré khuyét tat

1.
2.

Danh séach tré khuyét tat
- K& hoach hoa nhap

20 nam

DPao Thanh Mai

[H13-1.6-01]

* HO so van thu luu trir cadc nam hoc

1.

o bk~

Céc vin ban cép trén.

S6 theo ddi cong van di, dén

Danh muc hd so

Quy ché van thu, luu trix

Bao céo két qua thuc hién cong tac van thu, luu
trit.

20 nam

Nguyén Thi Thiy




6. - Anh diang phong luu trit.

[1.6-02]

* Ho so quan ly tai chinh
1. Bién ban tu kiém tra tai chinh.
Quy ché CTNB
Bién ban hop thong qua quy ché chi tiéu noi bo.
Béo cao tai chinh.
Quy ché quan 1y tai san cong
Phan mém Ké toan Misa
Phan mém quan 1y tai san
Phan mém quén 1y hoc sinh
9. - Phan mém xuét hoa don dién tir

O N Ok

70 nam

Au Thi Giang

[1.6-03]

* Ho so quan 1y tai san

1. S6 theo dbi tai san, SO theo doi cong cu dung cu,
S6 theo dbi trang thiét bi, do dung dd choi tai cac
nhom, 16p (Pang tai tai gmail
hosotruonghocdientu@gmail.com -> muc drive -> nam
hoc 2018-2019, nam hoc 2019-2020. Tir nam hoc 2014
dén nam 2017 s6 dugc luu trir bang ban gidy)

2. Bién ban kiém ké tai san hang nam.

3. Théng béo két luan ctia Thuong truc Hoi dong
nhan dan phuong giam sat nha truong thuc hién quan ly
tai san cong

4. - Bién ban ban giao tai san cua Quén.

70 nam

Au Thi Giang

[1.7-01]

* Ho6 so chuyén mén
1. Céc van ban ctia cap trén cac nam.
2. KH thyc hién cong tac GD cac nam cua truong;
3. KH bdi dudng chuyén mén, nghiép vu cac nim

30 nam

Tran Thi Thanh Thao



mailto:hosotruonghocdientu@gmail.com

hoc.

4. Phiéu du gi0, tham 16p cua BGH cac nam hoc.

5. Bién ban hop tong hop ndi dung vé diéu chinh
K¢ hoach GD cac nam hoc

6. Bang tong hop chuan nghé nghiép gido vién mam
non

7. Thoi khéa bicu

8. K& hoach phat trién thé chat

9. - Bdo céo thé duc thé thao (Biéu thi dua khen
thuong)

[1.7-02]

* Ho so chinh sach
1. S6 bao hiém
2. - Bién ban nang luong

70 nam

Au Thi Giang

[H14-1.7-03]

* Hd so kham strc khoe cia CBGVNV
Gidy kham sirc khoe cia CBGVNV

70 nam

DPao Thanh Mai

[H15-1.7-04]

* Ho6 so tham quan nghi mat cia CBGVNV

70 nam

Au Thi Giang

[1.8-01]

- Anh hop xdy dung diéu chinh ké hoach GD

Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn — Muc chuyén
maon

Dinh Thu Phuong

[1.9-01]

* Ho so quy ché dan chu

1. Cac van ban chi dao.

,2. Quyét dinh thanh 13p ban chi dao thyc hi¢én Quy
ché dan chu, Phan cong nhi€ém vu cac thanh vién.

3. Cacy kién déng gop cua CBGVNV dé xay dung
Quy ché dan chu va cac Quy ché khac.

70 nam

Tran Thi Phuong Dung



http://mndothisaidong.longbien.edu.vn/

4. Quy ché dan chi, Quy ché lam viéc.

5. Quy trinh giai quyét cong viéc ndi bo.

6. Cac bién ban hop Ban chi dao thuc hién Quy ché
dan chu.

7. - Béo cdo so két, bao cdo téng két viéc thuc hién
Quy ché dan chu.

[1.9-02]

* Ho so hoi nghi can bo cong chirc

1. Bién ban hop thong qua cac quy ché, quy dinh,
quy trinh, k€ hoach; Nghi quyét Hoi nghi CBCCVC cac
nam.

2. Anh Hoi nghi can bo cong chuc
Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn — Muc 16p 2

70 nam

Tran Thi Phuong Dung

[H16-1.9-03]

* Ho so tiép dan
1. Quy ché tiép dan
2. SO tiép cong dan
3. - SO theo ddi giai quyét don thu khiéu nai — T
Cao

70 nam

Tran Thi Phuong Dung

[1.9-04]

* Ho so kiém tra ndi bd
1. Quyét dinh thanh 1ap Ban kiém tra noi bd. Phan
cong nhiém vu cac thanh vién.
2. Ké hoach kiém tra ndi bo.
3. - Cac bién ban kiém tra, bao cao két qua kiém tra,
két ludn kiém tra ding theo qui dinh.

70 nam

Tran Thi Thanh Thao

[H17-1.10-01]

* Ho so an ninh truong hoc cac nam
1. Phuong 4n ddm bdo an ninh trat tu.

70 nam

Luong Thi Hao



http://mndothisaidong.longbien.edu.vn/

2. Lich tryc bao v¢ theo thang.

3. SO giao ca ctia nhan vién bao vé.

4. Bién ban kiém tra dot xuat hodc ¢ bao trudce td
bao vé€ va cac 16p.

5. Bién ban kiém tra phéi hop giira nha trudng va
dia phuong trong viéc dam bao an ninh, trat tu.

6. Chung chi cia bao v¢

7. - Vin ban chi dao,cac tai liéu tip hudn, boi dudng
cho CBGVNYV vé cong tac an ninh, trat ty (Pang tai
trén trang web -> Muc cac van ban chi dao).

[H18-1.10-02]

* Ho so an toan thyc pham
1. Ké hoach ATTP.
2. Danh sach cac cong ty Thuc‘phém dugc Phong y
té¢ Quan cong nhan du dicu ki¢n vé ATTP.
3. Danh sach cac cong ty thuc pham ky két hop
dong véi nha truong va ho so cong khai danh sach.
4. Céc hop Ct?)ng ky két gitra nha truong va cic
cong ty thuc pham.
5. Cac bién ban kiém tra.
6. Cac tai ligu tap huén, boi dudng cho CBGVNV
ve ATTP.
* Vian ban chi dao Anh dang trén web quy trinh bep 1
chiéu ( giao nhan TP, S0 ché TP, chia dn, Anh tip huan
bdi dudng kién thirc vé ATTP. G1ay chimg nhan da
dugc tap huan bdi dudng kién thirc vé ATTP

Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn

70 nam

Luong Thi Hao



http://mndothisaidong.longbien.edu.vn/

-> Muc cac van ban chi dao

[H19-1.10-03]

* Ho so phong chéng TNTT.

1. Quyét dinh
K& hoach phong chdng TNTT.
Cac bién ban kiém tra.

> w N

Bao c4o; danh gia theo bang kiém.

o1

. Gidy chting nhan “Truong hoc an toan- phong
chong TNTT”
6. S6 nhat ky don — tra tré ctia cac 16p
7. Vin ban chi dao, tai ligu tip huan, boi dudng cho
CBGVNYV vé phong chong TNTT.
Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn
-> Muc cac van ban chi dao

70 nam

DPao Thanh Mai

[H20-1.10-04]

* Hb so PCCC.
1. Phuong 4&n PCCC
2. Xac nhan nghiém thu vé PCCC do Phong canh
sat PCCC Ha Noi xac nhan.
3. Cac bién ban tu kiém tra cia truong va bién ban
kiém tra cua Phong canh sat PCCC.
4. S6 theo ddi cac thiét bi PCCC.
5. Van ban chi dao.Céc tai liéu tap huén, boi dudng
cho CBGVNYV vé PCCC.
Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn
-> Muc cac van ban chi dao

70 nam

Luong Thi Hao



http://mndothisaidong.longbien.edu.vn/
http://mndothisaidong.longbien.edu.vn/

[H21-1.10-05]

* Ho so phong chdng tham hoa, thién tai.
1. Ké hoach phong chdng tham hoa thién tai.
2. Céc bién ban ty kiém tra cla truong
3. Bdo cdo (Pang tai tai drive gmail nha truong
mndothisaidong@Ilongbien.edu.vn).
4. Van ban chi‘dao.Céc télj li¢u tap huén, boi dudng
cho CBGVNV vé phong chong tham hoa, thién tai.
Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn
-> Muc cac van ban chi dao
* HO so phong chéng t€ nan xa hoi va bao luc hoc
duong.

1. Phuong an phong chéng t€ nan xa hdi va bao luc
hoc duong

2. Gidy ky cam két cia CBGVNV khong vi pham
dao dtrc nha gido

3. Cac bién ban tu kiém tra cta truong.
- Vin ban chi dao, céc tai liéu tap hudn, boi dudng cho
CBGVNV vé phong chéng té nan xa ho1i va bao luc hoc
duong, Anh dang trén web GV cac 16p t6 chire gio an,
ngu, cac hoat dong vui choi cua tré. Bang tai trén trang
web: http://mndothisaidong.longbien.edu.vn -> Muc cac
van ban chi dao

70 nam

Luong Thi Hao

[H22-1.10-06]

* Ho so Y té hoc duong, phong chdng dich bénh

1. Quyét dinh thanh 1ap Ban phong chéng dich
bénh, Y té

2. Ké hoach phong chdng dich bénh

70 nam

DPao Thanh Mai
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3. Phan cong don v¢ sinh cua nha truong, cdc nhém
16p, bién ban kiém tra
4. Phéi hop véi tram y té tiém phong cho tré. (S6
theo doi tré ti€m)
5. Van ban chi dao Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vh -> Muc
cac van ban chi dao

I1. Can bg quan ly, giao vién, nhan vién

[2.1-01]

* Ho so bé nhiém lai chirc danh hiéu truéng, HO so quy
hoach ngudn hi¢u trudéng cua 02 pho hi¢u truéng
1. Céc van bang ching chi
. Soyéuly lichmiu 2 ¢
Ban ty nhan xét
Ban nhan xét cia Chi bo

ok~ w

Gidy kham strc khoe
6. - Gidy sinh hoat 2 chiéu

70 nam

HT, PHT

[2.2-01]

H6 so Gido vién mam non
1. Quyeét dinh tuyén dung vién chirc.

A

Hop dong lam viéc.

w

Cac quyét dinh nang luong, phu cap thim nién.

B

Céc bang cap, chimg chi.

5. - Panh gi4 thi dua thang, ddnh gia Cong chuc
vién chie, danh gia Chuan gido vién do Hiéu trudng
nha truong danh gia va ky xac nhan.

70 nam

Nguyén Thi Thiy

[2.3-01]

Hb so nhan vién
1. Quyét dinh tuyén dung vién chirc hoic Hop dong

70 nam

Nguyén Thi Thiy



http://mndothisaidong.longbien.edu.vn/

theo Nghi dinh 68 hoic Hop dong trudng.

2. Hop ddng lam viéc.

3. Céc quyét dinh nang luong, phu cp tham nién.

4. Cac bang cép, chtng chi.

5. Céc van ban tri€u tap céc 16p tap huén, boi dudng
v€ 1y luén chinh tri, chuyén mon, nghi¢p vu...

6. Danh gia thi dua thang, danh gid Cong chiic vién
chuec.

7. - Anh dang web hinh anh nhan vién tham gia cac
budi tap huan

III. Co sé vat chat va thiét bi day hoc

H()j so hoan Cf)ng 70 nam Luong Thi Hao
1. Ban v€ hoan cong so dién tich st dung nha
truong (nam 2013)
[H23-3.1-01] 2. Bén Ve:: hqéin c()qng SO d(j) nu’.c'yc, nlrc'rc =
3. Ban v¢€, bién ban chuyén giao cong ngh¢ sir dung
PCCC
4. - Bién ban hoan cong sura chita nha truong cua
ban du an
- Hop dong véi cong ty nudc sach+ Hoa don dién tir 70 nam Au Thi Giang
thanh toan ,
- Hop dong vai cong ty nude udng + Hoa don dién tur
[H24-3.4-02] | 42nh toan
- Hop dong thu gom rac thai+ Hoa don dién tir thanh
toan
* Ho so truong hoc dién tr 70 nam Dinh Thu Phuong

[3.5-02]

1. Ké hoach truong hoc dién tir




Bao céo truong hoc dién tur

Danh séch gido vién trinh d§ nang cao, co ban
Bién ban kiém tra truong hoc dién tu

- Phan mém hd tro nhu Golkid, Esam, quan Iy tai
san QLTS.VN, Powerpoit, Elearning (Tai may
tinh van thu, may tinh K& toan s6 01, may tinh
CNTT s601).

ok own

IV. Quan h¢ giira nha trwong, gia dinh va xa hoi

[H25-4.1-01]

* Hd so Ban Pai dién cha me hoc sinh

1. Ké hoach hoat dong cua Ban dai di¢én cha me
hoc sinh

2. Bién ban hop phu huynh cac 16p, truong.

3. Quyét dinh thanh 13p ban dai dién cha me hs.
Danh sach ban dai dién cha me hoc sinh.

4. - Hob so tng ho (Danh sach tiép nhan, phy huynh
tdng gﬁy xanh, tang ghé da, lo hoa, nguyén vat licu,
cac do dung cii hong...)

70 nam

Tran Thi Thanh Thao

[H26-4.2-01]

1. Ho so pho cdp GDMN cho tré em 5 tudi
2. Danh sach tré 5 tudi
3. Phiéu ké khai thong tin cta phu huynh tré 5 tudi

4. - Bién ban ban giao ma tuyén sinh tré 5 tudi

10 nam

Nguyén Thi Thiy

V. Hoat dong va két qua nudi dudng, chim séc, gido
duc tré

[H27-5.2-02]

* Ho so thim quan, da ngoai
1. K¢& hoach t6 churc ngoai khoa - tham quan, da

70 nam

Tran Thi Thanh Thao




ngoai.
2. Anh ding web - Hinh anh tré duoc vui choi trai
nghiém trong céac khu vuc 16p hoc va toan trudong
Dang tai trén trang web:
http://mndothisaidong.longbien.edu.vn

[5.3-01]

* Ho so chdm soc nudi dudng

1. S6 theo déi thira can, béo phi

2. Ké hoach, béo céo thang ding tai gmail cia truong
mndothisaidong@longbien.edu.vn -> Drive -> Muc bao
cao thang

3. Thyc don, SO tinh khau phén &n, so kiém thyc 3
buc’yc,’ s0 kho, s6 luu mau thuc an,phiéu ké chg, ching
tu, giay bién nhan

4. Hinh anh Bang tuyén truyén

70 nam

Luong Thi Hao

Danh myc gom: 27 hd so

*

Tran Thi Phwong Dung
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