NOI DUNG BOI DUONG VE NGHIEP

VU XAY DUNG KE HOACH VA QUAN

LY CAC LOAI HO SO’ SO SACH CAP
TIEU HOC




I...
Po2ss

B/ QUY PINH SO SACH POI VO'I CAC N
TRUONG VA TO CHUYEN MON

I/ POi v&i nha trwong : Gom 18 loai so:

* Theo quy dinh BLTTH:

1 - S6 dang bo;

2- S6 PCGDTH

3- SO theo doi két qua kiém tra, danh gia hoc sinh; ho so
giao duc dbi vai hoc sinh khuyét tat (néu co);

4 - S6 nghi quyét ctia nha trwrong va Nghi quyét ctia hoi
dong trrong;

5 - Hoc ba cua hoc sinh

6 - SO khen thudng, ky luat hoc sinh;

7 - SO quan ly tai san, tai chinh




8 - S6 quan Iy va lwu trir cac loai van ban, cong van. (CHRg
van di - dén)

9 - SO quan li can bd, gido vién, nhan vién;

* B0 sung thém cac so:

10- S6 theo d6i hoc sinh chuyén di - chuyén dén

11 - S6 ké hoach cong tac (ké hoach nha trwo'ng) so trién
khai cOng tac;

12 - HO6 so kiém tra, danh gia giao vién va nhan vién;

13- H6 so thi dua cta nha trevdng;

14 - H6 so quan ly thw vién;

15- HO6 so quan ly tai san, thiét bi day hoc;

16 - S6 theo d6i hoc sinh hoan thanh chwong trinh ti€u hoc.

17- K& hoach phat trién gido duc cla nha truwdng.

18 - K& hoach day hoc 2 bubdi/ngay (Poi v&i tredrng day hoc
2 budi/ngay).




boi v&i pho hiéu trwéng S
(Tuy theo cbng viéc dwoc phan cong dé Ién ké hoach
hoat dong)

* Ké hoach chuyén mén, hoat déng chuyén mén.

+ SO nghi quyét chuyén mon.

+ S0 theo doi chat lwong hang nam.

+ S0 theo d6i si s6 hoc sinh hang nam.

*Ké ‘hoach hoat dong ngoai gio, hoat dong ngoai
gio.

* Ké hoach lao dong, két qua lao dong.

Il/ Poi v&i gidao vién: Pam bao du 11 loai s6 sach
sau:

1 - K& hoach bai day.(Gido an);

2 - SO chl nhiém. (B6i v&i gido vién cht nhiém 16p);

3 - SO du gio tham I16p;




4 - S6 ghi chép tong hop;

5 - S6 bao giang;

6 - SO theo doi két qua kiém tra, danh gia
hoc sinh.

7 - SO tw hoc, boi dudng thwdng xuyén;

8 - SO ghi chép sinh hoat chuyén mon;

9 - S6 cong tac Boi (Boi v&i Tong phu trach
DoI);

10 - SO st&r dung d6 dung day hoc;

11 - Bé tai sang kién kinh nghiém. (néu dang
ky CSTD).




. Poi v&i t6 trrdng

1 - K& hoach chuyén mon t6; (C6 theo doi thuc
hién ké hoach)

2 - Nghi quyét to;

3 - S6 ghi ndi dung cac cudc hop chuyén mon;

4 - S6 dang ky phan dau t6 LBXS. (Néu dang
ky phan dau);

5- SO theo doi chat lwong hoc sinh va céng tac
thi dua cua to;

IV. Cac doan thé: Ciing c6 ké hoach nhw nha
trerong.



MAU CAC LOAI KE HOACH

| - KE HOACH PHAT ~TRuf_’N GIAO DUC (Ké hoach
nam hgci) theo mau cua b6 phan ké hoach
hwdng dan.

Il - KE HOACH CHi PAO CHUYEN MON

Phan I: Ké hoach chung

Il Nhitng can ctr dé xay dwng ké hoach.

I/ Nhirng thuan lgi va khé khan.

1 - Thuan loi

2 - Kho khan

Il Pac diém tinh hinh

1 - Giao vién:




- Téng sO giado vién
- Trinh dO dao tao
- Trinh d0 chuyén mon
2 - Hoc sinh:
- Toéng sb
- Bién ché hoc sinh cac I6p
IVI Mang lw&i giao vién dirng 16p
- Téng sO lop
- Phéan cbng giao vién durng 1&p (theo bang sau)




ST/ Hovatéen |Hédao| Nhiém vu Ghi chu
T tao dwo'c giao
1 |Nguyén Thi A |Pai hoc |Hiéu trwdng |Phu trach
chung
2 Vi Thi B Cao Chu nhiém TO
dang lop 5a trro'ng
khoi 4;5




CHi TIEU PHAN PAU

I/ Cong tac day va hoc
a - Cong tac day cua giao vién
b - Hoc tap cua hoc sinh (hoc luc, hanh
ki€m).




