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TRUONG THPT TRAN QUOC TUAN

TP Ho Chi Minh, ngay 01 thang 8 nam 2024
S6: . 34 /KHCKTT36-TQT

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

Céin cir Thong tw s6 32/2020/TT-BGDDT ngay 15 thang 09 nam 2020 Gido duc va
Dao tao ban hanh Diéu l¢ truong trung hoc co s6, truong trung hoc phé thong va truong
phé théng cé nhiéu cap hoc;

Can cir Quyé’t dinh 56 3260/QD-UBND ngay 08 thing 8 ndm 2023 ciia Uy ban nhan
dan Thanh pho Hé Chi Minh vé ban hanh Ké hoach thoi gian ndam hoc 2023 - 2024 doi voi
gtao duc mam non, gido duc phé thong va gido duc thuong xuyén trén dija ban Thanh pho
H6 Chi Minh;

Can cir cong vin s6 4284/SGDPT-GDTrH ngay 09 thdang 8 ndm 2023 ciia S¢ Gido
duc va Pao tao vé huong dan thiee hién nhiém vu Gido duc trung hoc nam hoc 2023 - 2024,

Truong THPT Tran Qubc Tuan xdy dung Ké hoach thuc hién cong khai theo tong
tr 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 s6 01/KH-TQT ngay 12/6/2023 vé tuyén sinh dau cip nim hoc
2023-2024 truong THPT Tran Qubc Tuén.

- 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 Qude Tuén
11/ Hoan thanh thong tin theo biéu miu sb 10 vé chit lwgng giao duc
- Téng hop két qua chat lugng gido duc nim hoc 2022-2023;
- Xay dung chi tiéu nam hoc 2023-2024.
111/ Téng hop vé co s¢ vat chiit ciia nha trudng theo biéu miu 11
IV/ Téng hop vé nhén sy: Gido vién — nhén vién ciia nha truong thye hién
nhiém vuc nim hoc theo bi¢u miu 12.
V/ Thue hién cong khai két qua qua cong thong tin ciia trudng qua Website:
www.thpttranquoctuan.edu.vn, (thuc hién trong thang 9/2023)
VI/ Lap béo cdo giri phong KT&KDPCLGD - S¢ GDPT Hé6 Chi Minh

Trén ddy la thuc hién cong khai theo Thong tu 36/2017/TT-BGDDT nam hoc 2023-
2024 ctia truong THPT Tran Quéc Tudn.



Noi nhin:
- S6 GD&DT (dé béo cdo);
- Hoi dong truong (dé phé duyét);
- CB-GV-NV (dé thuc hién);
- LuuVT.




Phu lue
PHAN CONG NHIEM VU NAM HQC
Cin ¢t Diéu 11, Diéu 1¢ Trudng phd thong theo Théng tu sé 32/2020/TT- BGDDT
ngay 15/6/2020 cua B§ trudng B Gido duc va Pao tao, Hiéu trudng phan cong nhiém
vu va t6 chirc b may hoat dong nha truong:
1. HIEU TRUONG: Thdy Pham Minh Cénh

- Xay dung ké hoach chién lugc; cong tac nhan su, phét trién doi ngil.

- T6 chite, chi dao, kiém tra, dénh gié viéc thyuc hién nhiém vu; cong tic Chinh
tri tu tuong; chiu tranh nhiém ngudoi dimg dau vé viéc thuc hién nhiém vu nha truong.

- T6 chirc xay dung ké hoach gido duc ctia nha truong.

- T6 chire hoat dong gido duc 2 bubi/ngay.

- T6 chirc phén cong cong tac cho can b, gido vién, nhan vién.

- T6 chiic hoat dong danh gia xép loai gido vién, xép loai can b, cong chirc, vién
chire; thi dua khen thudng, ki luat,

- Quan li tai chinh, tai san; viéc thuc hién ché d9, chinh sach ctia nha nudc doi
vOi can bg, gido vién, nhan vién va hoc sinh.

- T6 chire thyc hién Ludt dén chii co s, Quy ché chi tiéu néi bé, Quy ché quan i
si dung tai san céng, Quy ché lam viée, danh gid thi dua khen thuong va Ki ludt CB-
GV-NV, cong tac xa hoi hoa gido duc.

- Chi dao céc hoat dong va ché do bao céo; quan li chuong trinh PMIS, EMIS;
LMS; cong tac Chuyén déi sb, tng dung cong ngh¢ thong tin nha truong.

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

- Xét duyét két qua danh gia, xép loai hoc sinh; chirng nhén hoc sinh.

- Phu trach quan li co s& vat chét, tai san cong, trang thiét bi, canh quan ctia nha
truong; dé xuét ké hoach mua sdm, stra chita tai san, thiét bi.

- Phu trach cong tac quan li hoat dong day hoc.

- Phu trach cong tac HDTN-HN-GDDP.

- Phén cong giang day va nhi¢ém vu kiém nhiém thudc hoat dong day hoc.

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

- Léap ké hoach : K& hoach hoat djng gicio duc 2 bubi/ngay, Quy ché t6 chite kiém
tra danh gid, Ké hoach kiém tra néi bé, Ké hoach bdi dudng HSG, Ké hoach phu dao
HS yéu kém, Ké hoach BDTX, ké hoach HDTN-HN-GDPP.

- Phu trach cong tdc Chinh trj tu tuong, hoat dong Poan Thanh nién.

- Phu trach quan Ii hoc sinh, Ki ludt hoc duong, an toan truong hoc.
- Phu trach cong tac gido vién chii nhiém.

- Lap ké hoach: Quan Ii Ki ludt hoc duong, Ké hoach cong tac chu nhiém...
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2. THU KY HQI PONG: C6 Dinh Thj Bich An
- Chju trach nhiém vé céc loai quyét dinh, van ban va cac bién ban, nghi quyét
trong cac cugc hop cia nha truong.
- TH chtre thu moi, théng béo, chuong trinh céc cudc hop.
- Thu ki héi ddng thi dua khen thuéng; tong hop thi dua va bio céo.
- Thyc hién mét s6 béo cdo do Hiéu truong phén cong.
3. TRQ LI THANH NIEN: Thiy 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, ndm; phéi hop véi céc t6 chirc,
b phan, t6 b mén, GVCN trong truong dé thuc hién cong téc. i

- Phéi hop véi Phong Chinh trj tu tuéng ctia S&, Quéan doan Quén 11 dé to chiic
cac hoat dong gido duc hoc sinh.

- Tham gia hoat dong HDTN-HN-GDDP, hoat dong budi 2.

- Thue hién ché d6 bao cdo vdi céc td chirc Poan cép trén.

- Thuc hién cong tac Poan vu (14p ho so Poan, quan 1i doan vién, thu chi doan
phi, khen thudng, ky luét, gidi thiéu, tiép nhan sinh hoat...).

- T chitc ném tinh hinh tu tudng va viéc hoc tap rén luyén ctia doan vién, thanh
nién; phan anh, kién nghi véi 1anh dao nhiing yéu cau nguyén vong chinh déng ctia
doan vién TN trong hoc tap, rén luyén.

- Tham gia bdi dudng, lwa chon doan vién wu ti dé gi6i thidu két nap vao Dang,
gidi thiéu di hoc nang cao trinh do i luén chinh tri.

4. TO TRUONG, TO PHO CHUYEN MON; TO TRUONG VAN PHONG:
(Quyét dinh bd nhiém)

Thay Tén That Huy Vi T4 trudng to Van phong

Nguyén Thj Thuy Lén T6 truong t6 Toén - Tin

C6 Nguyén Thi Kim Hang T4 trudng t6 Ngit van

Co6 Lai Thi Guong T6 truong t6 Tiéng Anh

C6 V6 Thi Lan T4 trudng to Vat 1i

C6 Nguyén Lé Anh Phuong T6 trudng t6 Hoa hoc

C6 Nguyén Thi Tan Luong T6 trudng td Sinh

Théay Huynh Phuong Thing T6 truong t Str, Pia, GDKT-PL
C6 Ho Thi Hoai Vy T6 truong t6 GDTC, GDQP-AN

o Truéng ban Quan Ii ki luat hoc dudong: Thay Trinh Dinh Vin
5. HQI PONG - CAC BAN: (c6 quyét dinh thanh ldp)
5.1 Hoi dong truong (c6 QP ciia S6 GD&DT)
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5.2 Hoi ddng déanh gia két qua cong tac, thi dua khen thuéng va ki luét

5.3 Hoi ddng khoa hoc (Cham thi GVDG, SKKN, nghién ctru khoa hoc, tai liéu
bé tro...)

5.4 Ban cong tac chinh tri tu tudng
5.5 Ban hoat dong TN-HN-GDDP
5.6 Ban kiém tra noi bd truong hoc
5.7 Ban chi dao cong tac BDTX
5.8 Ban quan li Ki luat hoc dudong
5.9 Bany té hoc dudng

5.10 Ngoai ra, mot s6 ban va td chirc khic s& dugc thanh lap theo yéu cau cong
tac va giai thé sau khi hoan tit cong tac.
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LICH HOAT PONG NAM HQC

Thang Noi dung chinh Phin cong
Kiém tra, chuan bj CSVC, phuong tién phuc vu | - BGH, nhan vién
cong tac day va hoc. thiét bi, ké toan

Tham gia hop Hoi déng chuyén mén va tp huan| - BGH, TTCM
chuyén mén dau nim hoc.
Xay dyng ke hoach Lé khai giang nam hoc 2024 | BGH, TLTN,

—2025. CBGV

T6 chirc don hoc sinh khéi 10 nam hoc 2024 4 - BGH, TLTN,

2025. CPGV, GVCN

T6 chitc ngay hoc sinh tuu truomg (5/8); to chirc| - BGH, TLEIN;
8/2024 | giang day theo bién ché nam hoc. CPGV, GVCN, VP

Tham dy tong két Nganh, téng két chuyén moén| - HT, PHT
theo bac hoc.
Tong hop s liu thong k8, béo c4o nhanh. - PHT phu tréch, CB
Nhén va phan cong gido vién mai vé truong. CNTT

Ra quyét dinh thanh lap, phan cong nhiém vu ndm| _ g1

hoc méi cho céc b phan.

Tap huén, xay dung céc ké hoach thuc hién nhiém
vu nam hoc 2024 - 2025 (T6, Trudng).

Céc bd phéan va cac to chuyén mon xdy dung ké
hoach hoat dong nam hoc 2024 - 2025 va duyét ké| - BGH, TTCM

- BGH, TTCM

hoach.
Bién ché 16p, phan cong chii nhiém, giang day. | - BGH
Té chirc Khai giang nam hoc 2024 - 2025. - BGH, BCH
Phat dong thi dua thuc hién Luat an toan Doan  truong,
giao thong dudng bo. TLTN;  €DGY,
Ky két an toan giao thong. GV, NV
PHT phu trach,
TLTN, GVCN

Hoan chinh dit liéu trén hé thong thong tin, hoan| - CNTT, Hoc vu
chinh ho so dit liéu hoc sinh, gido vién.
Lap du tri kinh phi ndm hoc 2024 - 2025, bd sung

9/2024

Boo s e - HT, ké toén
quy ché chi tiéu ndi bo.
Lap ké hoach ra soat, mua sam trang thiét bj. - HT, ké toan,
TTCM
- Hop PHHS va Dai h6i Cha me hoc sinh nam hoc BGH, GVCN, TLTN
2024 - 2025. - HT, CTCP, KT,

TTED. BT €CBGV
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10/2024

- Xay dung k& hoach to chirc hoi nghi Ngudi lao
dong.
- T6 chire Hoi nghi Ngudi lao dong va ding ky céc
danh hiéu thi dua cho tap thé va c4 nhan nam hoc
2024 - 2025.
- Quan ly va kiém tra viéc t6 chirc day hoc budi 2,
day hoc boi dudng hoc sinh gioi, phu dao hoc sinh
yéu.

- Tham du céc hoi thi, chuyén dé, sinh hoat chuyén
mdn do S& Gido duc td chic.

- Dy gio kiém tra gido vién.

- Xay dung ké hoach ky niém ngay Nha gido Viét
Nam 20/11.

- T6 chirc hoat dong ngoai khéa cho hoc sinh.
(Bao cdo chuyén dé Phong chéng tac hai cta thude
14)

- Kiém tra né nép hoc sinh.

- Pai hoi chi doan HS.

- CB-GV-NV

- BGH, TTCM

- TTCM

- BGH, TTCM
- BCHCD

-BGH, TTCM,
GVBM, GVCN
-BTD,TLTN

- PHT QLHS, TLTN
-TLTN, BCH Poan

- Ty kiém tra cong tac thu vién — thiét bi — phong
thi nghiém. Hoan thién ti sach phap luat.

- T6 chirc huéng nghiép cho hoc sinh 16p 12. truong
-BGH, TTCM,

- Kiém tra dinh ky gitra hoc ky I. GVBM, VP

- Ky niém ngay Nha gido Viét Nam 20/11. CB-GV-NV

-PHT phu trach,
Nhéan vién TV, TB

- BGH du gio gido vién. - BGH
11/2024 | _ Chun bi 6n tap, kiém tra cudi hoc ky I. - TTCM, GVBM
- Chuyén dé “Gido duc k¥ ning séng cho HS”. - Moi chuyén gia
- Tb chirc hoat dong ngoai khéa cho hs - BGH, GVCN,
TLTN
12/2024 | - T6 chirc 6n tap va kiém tra hoc ky L. - BGH, TTCM,
- Cham, sira bai kiém tra hoc ky, dénh gid xép loail GVBM
hoc sinh. - BGH
- Sinh hoat chui diém ngay 22/12. -PHT CSVC
- Kiém tra CSVC va bao céo nhu cu stra chita nim
2024 ve S(?IGla.oA duc va Dao tao. _BGH, TTCM
- Du gio gido vién.
- PHT CSVC
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Trai truyén thong cum 4: Sinh hoat chu diém ngay}

09/01/2025.

TLTN, bVHS

Té chirc so két hoc ky I; vao chuong trinh hoc ky| BGH: TTCM:
H, : ) GVBM
Tb chirc hoat dong ngoai khoa cho hoc sinh. | BGH. GVCN
Thi hoc sinh gioéi méy tinh c&m tay cép Thanh phé._ GVBM. HS
172025 | 11op PHHS, so két hoc ky 1.
Kiém tra viéc hoan thanh diém sb, danh gié xép loai
hoc sinh. . BGH, GVCN, VP
Lap danh sach nang lurong, nang ngach vé S¢ Gido | BGH; TTCM,
duc va Dao tao. GVBM’ GVCN, VP
L HT, Ké toan
T4 chirc 13 ki niém “Mimg Déng — Mimg Xuan”,  CQ-PT
! - GV huéng dan, HS
T6 chtrc huéng nghiép cho cac em hoc sinh K12. | .
212005 g nghiép . BGH, GVCN
Té chirc kiém tra chét luong giita hoc ky 1. -BGH, TTCM,
GVBM
Thi hoc sinh giéi cAp Thanh phé. - GVBM, Ho
Sinh Hioat chil diém ngiy 26/3, 66 chirc 18 Kt nap| ~ D orw TLTN
doan cho hoc sinh.
T6 chirc hoat dong ngoai khoa cho hoc sinh. - BGH, TTCM
3/2024 | POn doan kiém tra chéo hd so hoc vu (theo lich - BGH, GVCN, VP
cum 2); cong tac Y té truong hoc.
Kiém tra né nép hoc sinh. -BGH; Poan, b
phén quan ly hs
Péi thoai hoc sinh 1an 2 - BGH, GVCN,
TLTN
B T6 chirc 6n tap hoc ky 1. - TTCM, GVBM
3 - GVBM, HS
- Tham gia sinh hoat Olympic thang 4 (khéi 11) | . BGH, TTCM
Thanh phé H6 Chi Minh. GVBM
- Hoi thao vé cac hoat dong sinh hoat chuyén mén
Hoan tAt viéc du i gido vién méi va chudn bi ho
so hét tap su... : :
- Té chuc 1 Gid Quée Td (10/3 Am lich) = Toa titiong
- Ban KTNB

- Kiém tra thuc hién ké hoach nim hoc.

Kiém tra thuc hién phan phdi chuong trinh.

PHT CM, TTCM
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5/2024

- T chirc kiém tra cudi hoc ky II

- Chuén bj hd so, sb sach, hop t6 chuin bi cho
cong tac tng két, binh xét thi dua cudi nim
Chuén bj cho ky thi trung hoc ph théng .

L& Tri 4n va truong thanh Khéi 12

Hop Hoi déng thi dua cudi nam hoc.

- Kiém tra chéo hd so xét Tét nghiép va thi tot
nghiép THPT.

- Hoan tat hd so thi dua, ndp céac bao céo Téng
két vé S& Gido duc dung tién do.

- Hop PHHS cudi nam.

- Hoan thanh chuong trinh 25/5/2025.

- Téng két nam hoc 2024 - 2025 (25-31/5/2025)

- BGH, TTCM, VP,
GVBM
- BGH, TTCM, VP,
GVBM
BGH, TTCM, GVBM
GVCN 12

- BGH, TLTN,
CbGV, GVCN
- Ban thi dua.

- BGH, GVCN

- BGH, TTCM, VP,
TLTN, CTCP
-BGH, GVCN

-TTCM, GVBM

- Toan co quan

- Té chirc ngay Qudc Té thiéu nhi
- Lén ké hoach thi lai, chuyén d6i mon.

- CbCS

- BGH, GV dugc
phén cong, VP

6/2024 )

- K& hoach hoat dong he. -PHT CM, BCH

Doan -TLTN

- Kiém tra, chuan bj CSVC, phuong tién phuc vu | - BGH

cong tac day va hoc.

- .Trién. khai boi du.c”mg, tap huén cén bff) quan ly, BGH,TTCM.,
7/2024 | gido vién va cac vién Chl,fl’c theo yéu cau cua Bo G HT, VP

Giéo duc va Dao tao va ké hoach ctia S& Gido duc

va Pao tao.

- Lap Hbi dong tuyén sinh 10, t6 chirc tuyén sinh | - gT
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- Tong hop sb liéu thong ké, bao cao nhanh. -HT

- Ra quyét dinh thanh lap, phan cong nhiém vu

nam hoc mdi cho cac bd phan.

- Bién ché 16p, phan cong chu nhiém, giang day.- | - BGH, VP




