SO GIAO DUC VA PAO TAO DAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN CHi THANH Péc lap - Tw do - Hanh phiic

Sb: 05-2021 /QB-NCT Lk, ngay 28 thang 8 nam 2021

QUYET PINH
Ban hanh Quy che trién khai sir dung va quan ly ho so giao duc

HIEU TRUONG TRUONG THPT NGUYEN CHI THANH

Can cir Thong tw so 26/2020/TT-BGDDT ngay 26/8/2020 cua B9 truong Bo
Gido duc va Dao tgo vé viéc sira doi, bo sung mét sé diéu cia quy ché danh gid,
xép loai hoc sinh trung hoc co sé va hoc sinh trung hoc phé théng ban hanh kem
theo théng tw s6 58/2011/TT-BGDPT ngay 12 thang 12 nam 2011 cia Bé trucng
Bo Gidao Duc va Dao Tao,

Can cur Thong tu s‘o”’ 32/2020/TT-BGDDT ngay 15/9/2020 cua B Gido duc
va Dao tao ban hanh Diéu I¢ truong trung hoc co so, truong trung hoc pho thong
va truong pho thong co nhiéu cdp hoc,

’ Can cir Chi thi 1 38/CT-BQDBT @gdy 18/01/2019 ciia Bé6 GD&PT vé viéc
chan chinh tinh trang lam dung ho so, so sach trong nha truong;

_ Can cir cong van so 1848/SGDDT-GDTrH ngay 03/12/2020 vé viéc hurdng
dan sw dung va quan ly ho so giao vién trung hoc tir nam hoc 2020-2021;

Can cir Quy ché t6 chire, hoat ddng cia truong THPT Nguyén Chi Thanh.

QUYET PINH

Piéu 1. Ban hanh kém theo “Quy ché trién khai str dung va quan li ho so
giao duc” cua truong THPT Nguyén Chi Thanh. (Co Quy ché kém theo).

Piéu 2. Quy ché nay duogc thyc hién tir thang 01 nam 2021,

Piéu 3. Can bd quan 1y, cac td chuyén mon, t6 van phong, gi4o vién, nhan
vién nha truong chiu trach nhiém thi hanh Quyét dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ky./.

HIEU TRUONG
Noi nhdn:
- Nhu diéu 3; (Da ky)
- Luu: VT.

Tran Hiru Phude



SO GIAO DUC VA PAO TAO DAK LAK CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN CHi THANH Péc lap - Tw do - Hanh phic

QUY CHE
TRIEN KHAI SU DUNG VA QUAN Li HO SO GIAO DUC
(Ban hanh kém theo Quyét dinh so 05-2021/QBD-NCT ngay 28/8/2021 cia Hiéu trucng
triwong THPT Nguyén Chi Thanh)

I. QUY PINH VE HO SO
1. Ho so’ quan 1y ciia nha truong
1.1. S6 ding bd.
1.2. Hoc ba hoc sinh.
1.3. S6 theo ddi va danh gia hoc sinh (theo 16p hoc).
1.4. Hb so gido duc dbi v6i hoc sinh khuyét tat (néu co).
1.5. K& hoach giao duc ctia nha truong (theo nam hoc).
1.6. SO ghi dau bai.
1.7. S6 quan 1y cAp phat vin bang, chimg chi.
1.8. S6 quan 1y va hd so luu trit cac van ban, cong vin di, dén.
1.9. Hd so quan ly thiét bi giao duc, thu vién.
1.10. H so quan 1y tai san, tai chinh.
1.11. H6 so kiém tra, danh gia can bg, gido vién, nhan vién.
1.12. Hb so theo ddi stre khoe hoc sinh.
1.13. Ho so thi dua khen thuong, ky luat hoc sinh va vién chiec.
1.14. H6 so Hoi nghi Cb,VC,NLP hang nam.
1.15. Ké hoach gido duc c4c mang ctia nha truong.
1.16. Cac Quy ché, Quyét dinh, Nghi quyét cia nha truong.
1.17. Cac van ban khac theo quy dinh phap luat.
2. Ho so to chuyén mon 7
2.1. K& hoach gido duc cua t6 chuyén moén (theo ndm hoc).
2.2. S6 ghi chép ndi dung sinh hoat chuyén mén.
3. Ho so gido vién
3.1. K¢ hoach gido duc cua giao vién (theo nam hoc).
3.2. K& hoach bai day/gio an.
3.3. S theo ddi va danh gid hoc sinh/s6 diém.
3.4. S6 chii nhiém (d6i voi gido vién 1am cdng tac cha nhiém 16p).
I1. QUY PINH VE XAY DUNG KE HOACH, HO SO GIAO DUC
1. Ddi véi to6 chuyén mén phai xay dung cac lai ho so sau:
1.1. Ké hoach gido duc ndm hoc, thang, :[uén ciia t6 chuyén mén. (muc 2, dieu 14, TT 32)
1.1.1. Ké hoach str dung thiét bi, d6 dung day hoc; ké hoach thuc hanh, thi
nghiém (néu co6) cua tirng bd moén theo nam hoc.
1.1.2. Ké hoach bdi dudng HSG va phu dao hoc sinh yéu kém (theo nam hoc).



1.2. 86 ghi chép ngi dung sinh hoat chuyén mén (hop 6, sh chuyén mon, chuyén dé...)
2. Poi véi gido vién, nhan vién phai xay dung sir dung céc lai ho so viin ban sau:
2.1. Ké hoach gido duc cd nhan mdng cdng viéc minh dam nhdn (theo nam hoc).
2.1.1. Ké hoach st dung thiét bi, d6 dung day hoc theo mén (theo nam hoc).
2.1.2. K& hoach thyc hanh, thi nghiém theo mén (néu co).
2.1.3 Ké hoach boi dudong HSG va phu dao hoc sinh yéu kém. (theo nam hoc).
2.2. Ké hoach bai daylgiao an (chinh khoa, phu dao, bdi dudng, day thém).
2.3. 86 theo doi va dinh gid hoc sinh/s6 diém ca nhan.
2.4. 86 chii nhigm (giao vién 1am cong tac chu nhiém 16p).
2.5. KHGD tudn/Béo gidng (theo mau).

I11. QUY PINH TRIEN KHAI, PHE DUYET, LUU TRU HO SO
1. Vi t6 va to trweéng chuyén mon phai trién khai quan 1i va liru trir cac hd so sau:
1.1. Ké hoach gido duc ciia t6 chuyén mén
1.1.1. K& hoach Gido duc nam cua t6 (BGH phé duyét, niém yét bang 16).
1.1.2. K& hoach GD thang cua to (BGH phé duyét, niém yét bang 16).
1.1.3. K& hoach GD tuan cha to la bao gidang/KHGD ca nhan tuan cia to trudng. (To
trucng tir 18n theo mau va niém yét bang 16).
1.1.4. K& hoach sir dung thiét bi, d6 dung daX hoc; ké hoach thuc hanh, ’thi nghi@m
timg bo mon. (Dai dién by mon ky xac nhdn, To va BGH phé duyét, niém yét bang 16).
1.1.5. K& hoach boi dudng HSG va phy dao hoc sinh yéu kém theo mdn (Dai dién bg
mon ky xac nhan, To va BGH phé duyét, niém yet bang 16).
1.2. 86 ghi chép néi dung sinh hoat chuyén mén (khong niém yét, BGH kiém tra).
1.3. CAc Véin ban Ciia t6 truéng luwu ho so qudn i t6
1.3.1. Cac Ifé hoach, véan ban cua cap trén ma nha truong trién khai ban cing téi t6.
(To truong trién khai toi to vien va luu, GV [én trang Web cua nha truong xem nghién ciu thém)
1.3.2. Cac két qua kiém tra danh gié, cua t6 trong nam hoc: két qua kiém tra hd so gigo
an, danh gia gio day ... (khdng niém yer, té truong thdng béo trong cugce hop t6).
1.3.3. Ké hoach gido duc ndm cua to vién (niém yét bang 16).
1.3.4. Bé kiém tra, ma tran, dap an cac bai kiém tra tir 45 phit trd 1én (khong niém yér).
1.3.5. Cé4c bao céo thang, hoc ky va ndm hoc cua to (qua Gmail hoic Zalo).
2. Doi véi giao vién phai trién Khai liru trir cac van ban, hd so sau:
2.1. Ké hoach gido duc nam hoc ciia ¢& nhan (T6 va BGH phé duyér, niém yér bang 16).
2.1.1. Ké hoach su dung thiét bi, 6 dung day hoc bo mdn, theo nam hoc (Té va BGH
phé duyét, niém yét bang 16).
2.1.2. Ké hoach thue hanh, thi nghiém bo mén, theo nam hoc (néu ¢é_Té va BGH phé
duyér, niém yet bang t0).
2.1.3. K& hoach boi dudng HSG; ké hoach phu dao hoc sinh yéu kém b mon, theo
nam. (To va BGH phé duyéz, niém yér bang 10).
2.2. Ké hoach bai day/Gio an, kém PPCT (Pang 1én Office 365).
2.3. B4o giang/KHGD tuan (Ban ctmg niém yét & bang t6, va File mém dua 1én Office 365).
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2.4. SO theo doi va danh gia hoc sinh/sd diém ca nhan.
2.5. S6 chit nhiém (v6i gido vién 1am cong tac chu nhiém 16p).
2.6. Cac bao cao ca nhan theo mau (Ban ctng hoic giri qua Gmail, Zalo).

3. Cong tac trién khai phé duyét ho so, ké hoach glao duc (KHGD)

- V/6i c4c van ban cla cap trén va c4c van ban don vi ban hanh s& dugc dang tai trén
trang Web cua nha truong; thdng béo cong khai, cac to chirc va cd nhan trong nha
truong o trach nhiém 18n Web xem dé biét va thuc hién.

- Voi KHGD nam cta to va cua t6 vién, t6 truong phé duyét vao dau nam hoc sau d6
chuyén cho BGH phé duyét rdi trién khai thyc hién va leu trit theo quy dinh.

- V6i Ké hoach gido duc tuan:

+ HT 1én KHGD c& nhan tuan/Lich Iam viéc tuan ciia don vi trén Web ciia nha
truong chdm nhat vao 20h00 chu nhat hang tuan, va niém yét & phong hoi dong sang
ngay ther 2 hang tuan.

+ PHT Ién KHGD c4 nhan tuan/Béo giang trén Office 365 cham nhat vao 07h00
thir 2 hang tuan va niém yét & phong hoi dong sang ngay th 2 hang tuan.

+ To trudng 1én KHGD ca nhan tuan ciing 1a KHGD tuan cua t6/B&o giang trén
Office 365 cham nhat vao 8h00 thtr 2 hang tuan va niém yét ¢ bang to trudc 10c 1én 16p
day tiét dau tién hang tuan,

+ Gio vién l1én KHGD ca nhan tuan/Béo giang trén Office 365 chdm nhat vao
9h00 thir 2 hang tuan va niém yét & bang t6 trudc lic 18n 16p day tiét dau tién hang tuan.

+ K& hoach bai day/Giao an cua giéo vién gom chinh khoa, phu dao, boi dudng,
day thém theo bai/theo tuan phai update 1én hé thong Office 365 cham nhét 20h00 chu
nhat hang tuan dé chudn bi bai day cho tuan ké tiép va dé T6 truong phé duyét, khi
update 1én hé thong Office 365 yéu cau phai dam bao ghi rd tuan day, tiét PPCT, ngay
soan, ndi dung bai day; c& chir 14, fonts Times New Roman.

- VV6i ké hoach bai day/Giao an cua gido vién, to truong phai tryc tiép phé duyét trén hé
thong Office 365 cham nhét vao 9h00 sang thir 2 hang tudn. BGH s¢ truc tiép kiém tra
viéc trién khai ké hoach bai day trén hé thong Office 365 ciia to trudng Va cia gido vién,

nhan vién.

- Béi véi vige giang day trén 16p: Gido vién bat budc phai cé Ké hoach bai day/Giéo an
khi 1én 16p; truong hop gido vién khong mang theo Ipad/Laptop khi Ién 16p thi phai in
gi4o 4n mang theo dé thyc hién nhiém vu giang day. (Khéng dicoc sir dung dién thoqi di
dong thay cho Ipad/Laptop)

Trén day la quy ché trién khai str dung va quan ly hd SO giao dyc cla truong
THPT Nguyén Chi Thanh; can bo quan 1y, cac to chuyén mon, t6 van phong, giao vién,
nhan vién nha trudng c6 trach nhiém thyc hién. Néu vi pham quy ché thi tuy vao mic
d6 vi pham ma c4c t6 chirc, c& nhan phai chiu xt 1i theo quy dinh.Viéc thuc hién quy
ché nay la can ctr dé danh gié xép loai va binh xét thi dua cubi nam hoc.

Noi nhin: HIEU TRUONG
- BGH (chi dao);
- TCM, TVP, GV, NV (thyc hién); .
- Luu: VT, (Baky)

Tran Hiru Phuéc



