l

SO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Doc lip — Tu do — Hanh phiic
TRUONG THPT TRAN QUOC TUAN ' ' '

TP Ho Chi Minh, ngay 06 thang 9 nam 2023
So: .U.3 . /KHCKTT36-TQT

KE HOACH
Veé cong tac thuwe hién cong khai theo Thong tw 36/2017/TT-BGDDT
nam hoc 2023-2024

Cén cir Thong tu s6 32/2020/TT-BGDDT ngay 15 thang 09 nam 2020 Gido duc va
Dfl? tao ban hanh DPiéu 1¢ truong trung hoc co so, truong trung hoc phé théng va truong
pho théng cé nhiéu cap hoc;

Can cir Quyét dinh sé 3260/QP-UBND ngay 08 thang 8 nam 2023 ciia Uy ban nhan
dan Thanh pho Hé Chi Minh vé ban hanh Ké hoach thoi gian ndam hoc 2023 - 2024 doi voi
gido duc mam non, gido duc pho’z théng va gido duc thuong xuyén trén dia ban Thanh pho"
Hé6 Chi Minh,

Can cir cong vin s6 4284/SGDDT-GDTrH ngay 09 thang 8 nam 2023 ciua So Gido

duc va Dao tao vé huong dan thiee hién nhiém vu Gido duc trung hoc nam hoc 2023 - 2024,

Truong THPT Tran Quoc Tuan xay dung Ké hoach thuc hién cong khai theo tong
tu 36/201//TT-BGDDT nam hoc 2023 - 2024 nhu sau:

I/ Hoan thanh céng tic tuyén sinh vao 16p 10 nim hoc 2023-2024
- Trién khai ké hoach sb 01/KH-TQT ngay 12/6/2023 vé tuyén sinh dau cap nim hoc
2023-2024 tredomg THPT Tran Qudc Tuan.

- Hop Tong két Hoi dong tuyén sinh ngay 30/8/2023 vé tong két ky tuyén sinh 16p 10
nam hoc 2023 — 2024 truong THPT Tran Quoc Tuan

I/ Hoan thanh thong tin theo biéu mau s6 10 vé chat lrgng giao duc
- Tong hop két qua chat lugng gido duc ndm hoc 2022-2023;
- X4y dung chi tiéu ndm hoc 2023-2024.
11/ Tong hop vé co' s& vat chat ciia nha trwong theo biéu mau 11
IV/ Téng hop vé nhﬁon sw: Gido vién — nhan vién cua nha truwéng thwe hién
nhiém vuc nim hoc theo biéu mau 12.
V/ Thue hién cong khai két qua qua cong thong tin ciia truong qua Website:
www.thpttranquoctuan.edu.vn, (thuc hi¢n trong thang 9/2023)
VI/ Lap bio cdo giri phong KT&KDCLGD - S¢ GDDT Ho Chi Minh

Trén déy la thuc hién cong khai theo Thong tu 36/2017/TT-BGDDT nam hoc 2023-
2024 cua truong THPT Tran Qubc Tuan.




Noi nhan: HIEU TRUONG
- 86 GD&PT (dé bdo cdo); 78

- Hoi do”)zg (ruong (dé phé duyét),
-~ CB-GV-NV (dé thuc hién);
- Luu VT
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Phu lue
PHAN CONG NHIEM VU NAM HOC

Can ct Piéu 11, Piéu 1é Truong phd thong theo Thong tu s6 32/2020/TT- BGDDT
ngay 15/6/2020 cta Bo trudng B Gido duc va Pao tao, Hiéu truong phan cong nhiem
vu va to chuc bo may hoat dong nha truong:

1. HIEU TRUONG: Thay Pham Minh Canh
- Xay dung ké hoach chién luoc: cong tac nhan su, phat trien doi ngil.
- T6 chire, chi dao, kiém tra, danh gi4 viéc thuc hién nhiém vu; cong tdc Chinh
tri tu tudng; chiu tranh nhiém nguoi dimg dau veé viéce thuc hién nhiém vu nha truong.

- T6 chure xay dung ké hoach g1ao duc cua nha truong.

- T6 chirc hoat dong giao duc 2 buéi/ngéy.

- T6 chirc phan cong cong tac cho can bd, gido vién, nhan vién.

- T6 chirc hoat dong danh gia xép loai gido vién, xép loai cén bd, cong chirc, vién
chuc; thi dua khen thudng, ki luét,

- Quan li tai chinh, tai san; viéc thuc hién ché d9, chinh sach cuia nha nudc doi
vO1 can bo, gidao vién, nhan vién va hoc sinh.

- T4 chite thuc hién Ludt ddn chii co s, Quy ché chi tiéu néi bo, QOuy ché quan li
sir dung tai san cong, Quy ché lam viée, danh gid thi dua khen thuong va Ki luat CB-
GV-NV, cong tac xa hdi hoa giao duc.

- Chi dao cac hoat dong va ché d6 bao cao; quan li chuong trinh PMIS, EMIS;
LMS: cong tac Chuyén doi so, ing dung cong nghé thong tin nha truong.

- Quan li hoat dong day thém, hoc thém ngoai nha truong.

e\

o

UK

—
o

R

/

- Xét duyét két qua danh gia, xép loai hoc sinh; chirg nhan hoc sinh.

- Phu trach quan li co so vat chat, tai san cong, trang thiét bi, canh quan cua nha
truong; dé xuat ké hoach mua sam, stra chira tai san, thiét bi.

- Phu trach cong tac quan li hoat dong day hoc.
- Phu trach cong tac NGLL-TN-HN-GDDP.
- Phan cong giang day va nhiém vu kiém nhiém thudc hoat dong day hoc.

- Kiém tra viéc thuc hién chuong trinh, ké hoach giang day, thoi khoa biéu.

- Lap ké hoach : Ké hoach hoat déng gido duc 2 budi/ngay, Quy ché té chire kiém
tra danh giaq, Ké hoach kiém tra néi bo, Ké hoach boi duéng HSG, Ké hoach phu dao
HS yéu kém, Ké hoach BDTX, ké hoach NGLL-TN-HN-GDDP.

- Phu trach cong tac Chinh tri tu tuong, hoat dong Doan Thanh nién.

- Phu trach quan li hoc sinh, Ki luat hoc duong, an toan truong hoc.
- Phu trach cong tac giao vién chu nhiém.

- Lap ké hoach: Quan li Ki luat hoc duong, Ké hoach cong tac chu nhiém...
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2. THU KY HOI PONG: C6 Nguyén Thi Ngoc Liéu

- Chiu trach nhiém vé cac loai quyét dinh, vin ban va cac bién ban, nghi quyét

trong cac cugc hop cua nha truong.

- T6 chirc thu moi, théng bao, chuong trinh cac cudc hop.
- Thu ki hoi dong thi dua khen thudng; tong hop thi dua va béo céo.
- Thyc hién mot s6 bao cdo do Hiéu truong phan cong.

3. TRQ LI THANH NIEN: Thay Trinh Pinh Vin

- Tham muu cho Hiéu trudng vé cong tac hoc sinh, phong trao hoc sinh.

- Lap ké hoach hoat dong Poan truong theo thang, nam; phéi hop véi cac to chirc,

bo phén, t6 bo mén, GVCN trong trudmg dé thue hién cong tac.

- Phoi hop voi Phong Chinh tri tu tudng ctia S, Quin doan Quan Binh Tén dé
to chire céc hoat dong gido duc hoc sinh.

- Tham gia hoat dong NGLL-TN-HN-GDDP, hoat dong budi 2.
- Thuc hién ché dd béo cdo véi cac td chitc Poan cép trén.

- Thyc hién cong tdc Poan vu (lap ho so Poan, quan li doan vién, thu chi doan

phi, khen thudng, ky luat, gidi thiéu, tiép nhan sinh hoat...).

- T chirc nim tinh hinh tu tuong va viéc hoc tap rén luyén cua doan vién, thanh
nién; phan anh, kién nghi véi lanh dao nhitg yéu cau nguyén vong chinh dang cua

doan vién TN trong hoc tap, rén luyén.

- Tham gia boi dudng, lua chon doan vién wu ta dé gidi thiéu két nap vao Dang,

101 thiéu di hoc nang cao trinh d6 1i luan chinh tri.

4. TO TRUONG, TO PHO CHUYEN MON: TO TRUONG VAN PHONG:

(Quyét dinh bo nhiém)
Théy Tén That Huy Vu To6 truong t6 Van phong
Thay Mai Dinh Tri T6 trudng té Toan - Tin
Théy Nguyén Thi Kim Hgng To truong t Ngir van
Co Lai Thi Guong T6 trudng to Tiéng Anh
C6 V6 Thi Lan | T4 truong to Vat Ii
Thay Nguyén Lé Anh Phuong T6 truong t6 Hoa hoc
Thay Nguyén Thi Luong T6 trudng t6 Sinh- Cong nghé
C6 Huynh Phuong Th%ng T6 trudng to Su, Pia, GDCD
C6 Ho Thi Hoai Vy T6 truéng t6 GDTC, GDQP-AN

e Truong ban Quan Ii ki luat hoc duong: Thay Trinh Dinh Vin
5. HOI PONG - CAC BAN: (c6 quyét dinh thanh ldp)
5.1 Hoi dong truong (c6 QP cia So GD&DT)
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5.2 Hoi dong danh gia két qua cong téc, thi dua khen thudng va ki luét

5.3 Hoi dong khoa hoc (Cham thi GVDG, SKKN, nghién ctu khoa hoc, tai li¢u
bé tro... )

5.4 Ban cong tac chinh tri tu tudng

5.5 Ban hoat dong NGLL-TN-HN-GDDP
5.6 Ban kiém tra no1 bo truong hoc

5.7 Ban chi dao cong tac BDTX

5.8 Ban quan 1i Ki luat hoc duong

5.9 Ban y té hoc duong

5.10 Ngoai ra, mot so6 ban va té chire khéc sé& duoc thanh 1ap theo yéu cau cong
tac va giai the sau khi hoan tat cong tac.
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LICH HOAT PONG NAM HOC

Thang

Noi dung chinh

Phan cong

8/2023

Kiém tra, chuan b1 CSVC, phuong tién phuc vu
cong tac day va hoc.

- BGH, nhan vién
thiét bi, ké toan

Tham gia hop Héi dong chuyén mén va tap huén
chuyén moén dau nim hoc.

Xay dung ké hoach L& khai giang nam hoc 2023
— 2024,

T6 chic dén hoc sinh khoi 10 nim hoc 2023 -
2024.

T6 churc ngay hoc sinh tuu truong (28/8); to chirc
giang day theo bién ché nam hoc.

Tham du tong két Nganh, tong két chuyén mén
theo bac hoc.

Tong hop s6 liéu thong ké, béo cdo nhanh.
Nhan va phan cong gido vién mai vé truong.

Ra quyét dinh thanh lap, phan cong nhiém vu nam

- BGH, TTCM

- BGH, TLTN,
CbGV

- BGH, TLTN,
CbGV, GVCN

- BGH, TLTN,
CbGV, GVCN, VP
=1 PHI

- PHT phu trach, CB
CNTT

9/2023

- HT
hoc mdi cho cac bd phan.
Tap huan, xay dung céac ké hoach thuc hién nhiém
vu nam hoc 2023 - 2024 (T6, Trudng). - BGH, TTCM
Cac bd phan va cac t0 chuyén mén xay dung ké
hoach hoat dong nam hoc 2023 - 2024 va duyét ké | - BGH, TTCM
hoach.
Bién ché 1ép, phén cong chu nhiém, giang day:.

- BGH
T6 chirc Khai gidng nam hoc 2023 - 2024, - BGH, TLTN,
Ky két an toan giao thong. CDBbGV, GV, NV
Hoan chinh dit liéu trén hé thong thong tin, hoan| PHT phu trach,
chinh hé so dir liéu hoc sinh, gi4o vién. TLTN, GVCN

Lap duy tra kinh phi nam hoc 2023 - 2024, b6 sung - CNT1 , Hoc vu

quy ché chi tiéu noi bo.
Lap ké hoach ra soat, mua sam trang thiét bi.

- HT, ké toan

- Xay dung ké hoach t6 chirc ho1 nghi Nguoi lao| _ HT, ké toan.

dong.

TTCM
BGH, GVCN, TLTN

TN ECTCDSKT
TTCD, BT CBbGV




- Du g10 giao vién.

- Hop PHHS va Dai ho1 Cha me hoc sinh nam hoc| - CB-GV-NV
2023 - 2024,
- T0 chuc Ho1 nghi Nguoi lao dong va dang ky céac
danh hi€u thi duga cllogtép thé va cgé nhan ngélklzl hoc | £3812 T LS
2023 - 2024.
- Quan ly va kiém tra viéc to chirc day hoc budi 2,
day hoc boi dudng hoc sinh g101, phu dao hoc sinh | . TTCM
yéu.
- Tham duy céc hoéi thi, chuyén dé, sinh hoat chuyén
mén do S& Gido duc tb chie. R
10/2023 | - Du gio kiém tra gido vién. - BCHCD
- Xay dung ké hoach ky niém ngay Nha giao Viét
Nam 20/11. - BGH, TTCM,
- T6 chic hoat dong ngoai khoa cho hoc sinh. GVBM, GVCN
- BTD,TLTN, QLHS
- Kiém tra né nép hoc sinh. -PHT QLHS, TLTN
- Dai1 hdi chi doan gido vién, Poan truong. - ILTN, BT CbGV
- T6 chirc huéng nghiép cho hoc sinh lop 12. Ut M,
- Kidm tra dinh ky gitta hoc k¥ 1. OVBN SR
- Ky niém ngay Nha gidao Viét Nam 20/11. CB-GV-NV
- Tu kiém tra cong tac thu vién — thiét bi — phong | -PHT phu trach,
thi nghiém. Hoan thién ti sach phép lut. Nhan vién TV, TB
- BGH du gid gido vién. - BGH
11/2023 | _ Chuén bi 6n tap, kiém tra cudi hoc ky I. - I'TCM, GVBM
- Chuyén dé “Giao duc k¥ ning song cho HS”. - Mo1 chuyén gia
- T6 chirc hoat dong ngoai khéa cho hs - BGH, GVCN,
TLTN
12/2023 | - T6 chire 6n tap va kiém tra hoc ky 1. - BGH, TTCM,
- Cham, stra bai kiém tra hoc ky, danh gi4 xép loail GVBM
hoc sinh. - BGH
- Sinh hoat chu diém ngay 22/12. - PHT CSVC
- Kiém tra CSVC va béo c4o nhu cau stra chita nam
2024 vé S& Gido duc va Pao tao. _BGH. TTCM

- PHT CSVC




8

1/2024

Trai truyﬂé‘;n théng cum 2: Sinh hoat chti diém ngay
09/01/2024.

T6 chic so két hoc Ky I; vao chuong trinh hoc ky
[

T6 chirc hoat dong ngoai khoa cho hoc sinh.
Thi hoc sinh gi6i méy tinh cam tay c4p Thanh phé.
Hop PHHS, so két hoc ky I.

Kiém tra viéc hoan thanh diém s, danh gia xép loai
hoc sinh.

Lap danh sach nang luong, nang ngach vé S& Gido

duc va DPao tao.

- TLTN, bVHS

- BGH; TTCM;
GVBM
- BGH, GVCN

- GVBM, HS

- BGH, GVCN, VP

- BGH: TTCM,
GVBM, GVCN, VP
- HT, Ké toan

T6 chuc 18 ki ni¢m “Mung Pang — Ming Xuan”.
Tham du Hoi thi “Nghién ctru Khoa hoc ki thuat”.

-CQ-PT
- GV huéng dan, HS

£ia 4 T6 chic hudng nghiép cho cac em hoc sinh K12.
- BGH, GVCN
T6 chite kiém tra chat luong gitra hoc ky I1. - BGH, TTCM,
GVBM
Thi hoe sinh giéi cp Thanh phé. A ELLEIL 58
Sinh hoat chi diém ngay 26/3, t& chirc 13 két nap ~ BOH: TLTN
doan cho hoc sinh.
T6 chire hoat dong ngoai khoa cho hoc sinh. - BGH, TTCM

3/2024

Do6n doan kiém tra chéo hd so hoc vu (theo lich
cum 2); cong tac Y té truong hoc.
Tham du Hoat dong ngoai gio 1én 16p.

- BGH, GVCN, VP

3 I , - BGH, GVCM
Kiém tra né nép hoc sinh. ‘
-BGH; Doan, bo
Z. : : A phan quan ly hs
Po1 thoai hoc sinh lan 2 - BGH, GVCN.
TLTN
- T6 chiic 6n tap hoc ky II. - TTCM, GVBM
4/2024
, | -GVBM, HS
- Thi Olympic thang 4 (khoi 11) Thanh pho Ho | _ BGH, TTCM.
Chi Minh. GVBM
- Hoi thao vé céc hoat dong sinh hoat chuyén
?61?‘ Hoe‘;]n’ tat viéc du gio giao vién moi va chuan _ Toan trudmg
1 ho so hét tap su...
- T4 chirc 15 Gi& Quée T4 (10/3 Am lich) Rt
PHT CM, TTCM

- Kiém tra thuc hién ké hoach nam hoc.

Kiém tra thuc hién phéan phoi chuong trinh.
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- T6 chirc kiém tra cudi hoc ky 11 - BGH, TTCM, VP,
GVBM
- BGH, TTCM, VP,

- Chuéan bi ho so, s6 sach, hop t6 chuan bi cho

: : . G GVBM

cong tac tong két, binh xét thi dua cudi nam

- C%luén bi cho ky thi trung hoc pho théng . ?}(\iPCIE\ITIECM, YDV

~ ’ - BGH, TLTN,
- Leé Tr1 an va truong thanh Khoi 12 CHbGV, GVCN
- Ban thi dua.

- Hop Hdi dong thi dua cudi nam hoc. - BGH, GVCN
/2024 | _ Kiém tra chéo hd so xét Tt nghiép va thi tot

nghiép THPT. |- BGH, TTCM, VP,

- Hoan tat ho so thi dua, ngp cac bao cao Tong | TLTN, CTCD

ket vé So Gido duc ding tién do. -BGH, GVCN

- Hop PHHS cudi nam. “TTCM, GVBM

- I—?oén t?énh chuong trinh 25/5/2024. - Toan co quan

- Tong két nam hoc 2023 - 2024 (25-—% 1/5/2024)’ - GV dugc phan

- (Giao vién lam nhiém vu coi va cham thi tuyén cong

sinh 10.

- T4 chic ngdy Quoc Té thiéu nhi -Cb

- Gido vién lam nhiém vu coi va cham thi: Kythi | - BGH, GV duoc
6/2024 | Tot nghiep THPT. phan cong, VP

- Lén ké hoach thi lai, chuyén d6i mon. - PHT CM, TTCM

- Ké hoach hoat dong he. - TLTN

- Kiém tra, chuan b1 CSVC, phuong tién phuc vu | - BGH
cong tac day va hoc.
- Trién khai boi dudng, tap huan can bo quan ly,

o o e ] s e CYE T (OIS

| 7/2024 | glao vien va cac vien chuc theo yéu cau cua Bo G HT. VP
| Gido duc va Pao tao va ké hoach cua S& Giao duc ’

va Dao tao.

- Lap Hoéi dong tuyén sinh 10, to chie tuyén sinh
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- Tong hop so liéu thong ke, bdao cao nhanh.

- Ra quyét dinh thanh lap, phan cong nhiém vu o

nam hoc mai cho cac bo phan.
- Bién ché 16p, phan cong chi nhiém, glang day.-

- BGH, VP




