PHONG GD&DT DONG TRIEU CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS MAO KHE II Poc l1ap - Tw do - Hanh phiic

~ S6:238/HD-TITHCS Péng Triéu, ngay 24 thang 8 nam 2020
Ve viéc hudng dan thuc hién quan ly, su
dung hd so, s6 sach trong trudng THCS tir
nam hoc 2020 - 2021

Kinh gtri: Céc to chuyén mén, to vin phong;
Cac thanh vién nha truong.

Can cu Piéu 18 truong THCS, truong THPT va truong pho thong ¢ nhiéu cap
hoc ban hanh kém theo Thong tu 32/2020/TT-BGDDT ngay 15 thang 9 nam 2020
cua Bo truong B Gido duc va Pao tao;

Cin ctt Thong tu s6 58/2011/TT-BGDDT, ngay 12 thang 12 nam 2011cta Bo
GD&DT ban hanh Quy ché danh gia, xép loai hoc sinh trung hoc co sé va hoc sinh
trung hoc pho thong; Thong tu 26/2020/TT-BGDDT sira d6i Quy ché danh gia, xép
loai hoc sinh trung hoc.

Can ctr cong vin s6 2864/SGD&PT ngay 25/10/2018 cua s6 GD&DT Quang
Ninh, vé viéc huéng dan quan 1y, st dung s6 diém dién ti trong cac truong trung
hoc tir nam hoc 2018-2019;

Cian c cong van sd 1150/PGD&DT-THCS ngay 05/11/2019 ciia Phong
GDDT Dong Triéu, vé viéc huéng dan quan 1y, sir dung s6 diém dién tir trong cac
treong trung hoc tir nam hoc 2018-2019;

Thuc hién hudéng dan s6 526/PGD&PT-THCS ngay 07/06/2019 ctia Phong
GD&DT vé viéc hudng dan thuc hién quan 1y, str dung ho so, so sach trong cac nha
truong tr nam hoc 2019 — 2020.

Truong THCS Mao Khé II hudng dan cac t6 chuyén mon, to vin phong va
thanh vién trong nha trudng thuc hién mot sé noi dung sau day:

I. Quy dinh vé hd so, so sach
I.1. Poi Véi nha truong

1. S6 dang bo; ( thyc hién phan mém pho cap GD:

2. S6 theo ddi hoc sinh chuyén di, chuyén dén ( cap nhat theo ddi trén phan
mém SMAS)

Theo ddi phd cap gido duc (thuc hién phan mém phd cap GD:

S6 diém dién tir ( trich xuat tir phan mém SMAS)

S6 ghi dau bai;

Hoc ba hoc sinh (trich xuét tir phan mém SMAS)

S6 quan 1y cap phat van bang, ching chi;

S6 nghi quyét caa nha trudng va nghi quyét caa Hoi dong truong;
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9. Hb so thi dua;

10. Hb so kiém tra, danh gia gido vién va nhén vién;

11. Hb so ky luat;

12. S6 quan 1y va hd so luu trit cac van ban, cong vin di, dén;

13. S6 quan Iy tai san, thiét bi giao duc; (trich xuat tir phan mém ké toan Misa)

14. S6 quan Iy tai chinh; (trich xuat tir phan mém ké toan Misa)

15. H6 so quan 1y thu vién;

16. Ho so theo ddi strc khoe hoc sinh;

17. Hb so gido duc dbi véi hoc sinh khuyét tat;

18.H6 so cong tac chinh tri tu tudng, quan 1y hoc sinh, hoat dong ngoai khoa

vay té truong hoc;
19. S6 quan ly "thong tin hoc sinh" trén website ctia trudng va (cip nhat phan
mém SMAS: http:/gnh_dt_c2maokhe?)

1.2. Poi V6i té chuyén mén

S6 ghi noi dung cac cudc hop chuyén mon.

Ké hoach hoat dong t6 CM: (cap nhat phan mém SMAS: http:/gnh_dt_c2maokhe2)
1.3. Poi voi gido vien

1. Ké hoach bai giang (Gi4o 4n - bai soan); (cap nhat trén trang Thong tin thu

vién dién tir http://dongtrieu.edu.vn (soan, duyét GA online)

2. Ké hoach giang day cua gido vién: (cap nhat phan mém SMAS: http:/
gnh_dt c2maokhe?)

3. S6 chu nhiém (ddi véi gido vién 1am cong tac cht nhiém 16p: (cap nhat phan
mém SMAS: http:/gnh_dt_c2maokhe2)
1.4. Cac ké hoach thuc hién nhiém vu trong nim hoc

Hang nam, nha trudng, cac t6 chuyén mon, to van phong, CBQL, gido vién
va nhan vién xay dung ké hoach thuc hién cac nhiém vu dugc giao theo hudng dan
nhiém vu cua tirmg ndm hoc ctia cac cip quan 1y, caa nha trudng, cua dia phuong va
t6 chire xa hoi.
I1.3. Cong tac quan 1y, sir dung, bao quan hru trir hd so sé sach
1. Cac quy dinh chung

1.1. Péi véi ho so, sé sach dién tir

- Khi két thuc nam hoc, nha trudng hoan tat cong tac nhap s liéu va danh gia
hoc sinh theo quy dinh cia B6 GD&DT; trich xuat dit liéu, tién hanh in, 1dy cac chir
ky cac nhan (gido vién ky xdc nhan, hiéu truéng ky duyét, déng ddu gidp lai) va ghi
dir liéu bang dinh dang PDF trén dia CD, USB hodc cac thiét bi luu trit khac; thuc
hién bao quan luu trit hd so ding theo quy dinh cua Bo Gido duc va Pao tao.

- Cudi nam hoc, nha trueong in hoc ba hoc sinh da cap nhat tur phén mém, giao
vién bo mén, gido vién chu nhiém ky xac nhan, hiéu truong ky duyét, dong dau theo



http://dongtrieu.edu.vn/

quy dinh dé phuc vu cong tac xét hoan thanh chuong trinh 16p hoc, xét tét nghiép,
cong tac tuyén sinh va luu trix ho so.

1.2. Poi Vi cde loai ho so, sé sdch khong phai dién tir

- Sir dung, bao quan Iuu trit hd so ding theo quy dinh cia Bo GD&DT

- Céc to chuyén mén, can bo, gido vién duoc phép chon hinh thirc trinh bay
(viét tay trén gidy hodc danh mdy, nhdp cdc théng tin trong cdc phan mém trén may
vi tinh) dam bao dung du cac loai hd so, s6 sach theo mau quy dinh.

- Nha truong khuyén khich CBGVNYV tang cuong tng dung cong nghé thong
tin dé dam bao tinh gon va hiéu qua. Ho so, sb sach ciia nha truong dugc quan 1y tai
nha trudng, khong duoc 1am that lac.

- Nha trudng c6 trach nhiém quan 1y, cong khai, niém yét cac thong tin dé can
bo, gido vién, hoc sinh, phu huynh hoc sinh déu duoc biét.

2. Cac quy dinh riéng

- Sau khi két thuc hoc Ky va nam hoc. Lanh dao nha truong thuc hién khoa s6
diém dién tir va in s6 diém dién tir dé lay chir ky xac nhan cua gido vién chu nhiém,
gido vién bdo mon ky xac nhan, Lanh dao nha truong ky duyét, dong dau giap lai va
luu trit theo quy dinh cia Bo GD&DT.

- Péi v6i Ké hoach bai giang (Gido 4n - bai soan) ciia c4 nhan, sau khi thuc
hién soan duyét truc tuyén, GV duoc phép dang ky viéc in gido an bang gidy hoic
quan 1y truc tuyén dam bao ¢ gido an khi 1én 16p giang day.

- Nha truong khuyén khich cac t6 chuyén mén, can b, gido vién khai thac,
st dung va tng dung cong nghé thong tin dic biét cac phan mém méi va hiéu qua
cao trong cong tac quan li, st dung ho so, so sach (so dién tir) trong nha trudng.

Trén day 1a huéng dan thuc hién quan 1y, st dung ho so, so sach trong nha
truong tir ndm hoc 2020 — 2021, dé nghi cac t6 chuyén mon, to van phong, cac doan
thé va toan thé CBGVNV nha truong nghiem tac trién khai thuc hién. Trong qua
trinh thuc hién, néu c6 vudng mic can bao cao kip thoi vé Ban giam hiéu nha truong
dé dugc hudng dan cu thé./.

Noi nhin: HIEU TRUONG
- Nhu trén (t/h);

- Cac TV nha truong (t/h)
- Luu CM.
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