UBND THI XAKINHMON ~ CQONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TH THANG LONG Poc 1ap — Tu do — Hanh phic
Sb: 233./KH-SDHSS Thang Long, ngay 04 thang 11 nam 2024
KE HOACH

Vé viéc trién khai sir dung hd so, so sach dién tir
Nam hoc 2024-2025

Can ctr cong van sO 1544/SGDDT-GDTrH ngay 30/11/2021 cua S6 GD-DT Hai
Duong vé vi¢c huong dan st dung ho so, s sach trong nha truong tir nam hoc 2021-
2022;

Can ctr cong van s~6 340/SGDDT-KHTC ngay 23/02/2024 cua S6 GD-DT Hai
Duong vé viéc huong dan quan 1y ho so, s6 sach dién tir trong co s& gido duc trén dia
ban tinh Hai Duong;

Can_ctr cong van §6 1770/SGDDT-KHTC ngay 22/8/2024 cua S6 GD-DT Hai
Duong vé viéc hudng dan thuc hién nhién vy rng dung CNTT, chuyén do61 s6 va thong
ké gido duc nam hoc 2024-2025;

Can cu tinh hin}} thuc :[é tai don vi, Truong ‘Tiéu‘ hoc Thang Long Xé}{ dung Ké
hoach vi¢c sur dung ho so, s6 sach di¢n tir trén phan mém vnedu.vn, phan mém CSDL
nganh, Website nha truong nam hoc 2024-2025 nhu sau:

1. Muc dich.

- Nang cao trinh d¢ va nang luc g dung cong ngh¢ thong tin cua can bd quan li,
giao vién, nhan vién trong don vi; Dam bao viéc thay thé dan ho so gidy bang hd so
dién tir; dam bao théng nhat, phap 1i vé mat ndi dung va quan li chung, cac hé so dién
tir c6 gia tri phap li ngang bang véi ho so gidy;

- bam bao tinh khoa hoc, an toan, thuan tién cho viéc luu triy; tiét kiém duoc
nguon ngan sach don vi va nguon tai nguyén dat nudc;

- Khai thac Cong thong tin, Website cua truong dé xay dung ngudn tai nguyén
luu trit mot s6 loai ho so gidy, dam bao an toan, hiéu qua, thiét thuec.

2. Cac loai ho so, sb sach theo mau trén Cong bat budc in ra gidy ky xac nhan
- S6 bang bd hoc sinh.
- S6 Két qua danh gia gido duc cua 16p theo thong tu.
_ 3.Cacloai hd s, s6 sach theo mau luu trir trén Cong khong bit budc sir dung
ho so giay
3.1. Ho so nha truong
- K& hoach nam hoc
- Ké hoach gido duc nha truong.
3.2. Cac loai hd so chuyén mén.
- Ké hoach day hoc. (Chuong trinh)



- Ké Hoach bai day (Giédo an)

- S6 chi nhiém.

- Ké hoach bdi dudng, tap huan

- S6 danh gia két qua gido duc hoc sinh.

- Sb theo ddi hoc sinh

- Ho so kiém tra dinh ki.

- Hd so kiém tra noi bo.

- Céc loai ké hoach cua nha truong, cuia td chuyén mon.

- Ho so cua to chuyén mén.

3.3. Ho so Poan thé, cac cac loai hd so khac.

- Ho so Cong Poan, Ho so thanh tra

- Hd so Poan thanh nién, Doi thiéu nién.

- H6 so ban tra.

- H6 so tu van tdm 1y hoc dudng.

- Céc loai ké hoach, hd so khéc theo quy dinh hodc theo nhiém vu nam hoc.

II. QUY PINH QUAN LY, SU DUNG

1. Po6i véi Ban quan tri hé thong.

- Ban quan tri (thanh phan theo quy dinh)

- Nhiém vu cta Ban quan tri Cong:

+ Tao, phan quyén tai khoan nguoi dung. Theo ddi va nhic nhé céc tai khoan
chua thay d61 mat khau hodc duy tri mat khau qua lau. Nhac nhd nguoi dung cip nhat
thong tin theo thoi gian quy dinh.

+ Cap nhat dir liéy ban dau vao (jﬁu nam hoc nhu: Danh sach Lop; phan cong
giang day, thoi khoa bi€u; hoc sinh tuyéq moi, cap r}heit ,danh sach hoc sinh, n,hén than
hoc sinh theo 16p; hoc sinh bé hoc, chuyén di, chuyén dén trong hé trén h¢ thong.

+ Thuc hién thao tac hoc sinh 7chuyén truong, chuyéq 16p; tiép nhan hoc sinh
chuyén dén; hoc sinh bd hoc trén Cong hodc khi co6 thay doi theo sy phan cong cua
Hiéu trudng.

+ Quan 1y va bao mat dit lidu, thyc hién khoa/mo cap nhat diém, két qua hoc tap
cua hoc sinh theo yéu cau cua Hi¢u truong.

+ Tap hudn, hudng din, hd tro gido vién, nhan vién trong viéc str dung phan mém.

2. Poi véi gido vién.

- Chiu trach nhiém trudc Hi€u truong vé viéc bao mat thong tin tai khoan cua
minh trong qua trinh st dung.

- Cap nhat va chiu trach nhiém vé tinh chinh xac céc thong tin sau cua 16p minh



cht nhiém:
- Danh sach va so yéu 1y lich hoc sinh.
- Danh sach va so yéu 1y lich than nhéan hoc sinh.
- Kiém dién hoc sinh dinh ky hﬁng tuan, héng thang.
- Két qua theo ddi nén nép, ky luat hoc sinh hang tuin, hang thang.

- Tryc tiép nhdp diém, nhan xét, danh gia két qua xép loai hoc sinh cua céac 16p
dugc phan cong chu nhiém, giang day vao phan mém, dam bao chinh xac. Két qua
danh gid nhan xét hoc sinh vao gifra hoc ki, cuoi mdi hoc ky va ca nam.

- Céc thong tin lién quan khac trén Cong.

- Kiém tra tinh chinh xac két qua hoc tap ctuia hoc sinh theo hoc ky, cd nam trén
phan mém do1 véi tung hoc sinh, ky xac nhan vao S6 Theo ddi va danh gid hoc sinh,
in két qua ra tr phan mém khi c6 yéu cau cia BGH.

- Bdo c4o v6i Ban quan tri phan mém vé cac van dé, su ¢ lién quan dén qua trinh
quy cap, hodc cac van dé kho khan khac khi tién hanh cap nhap théng tin, diém s,
nhan xét, danh gia...

3. Quy dinh vé hd so.

- Tt cé céc loai hd so, ké hoach phai dugc dua 1én hé thong quan 1y s6 theo quy
dinh.

- Viéc cap nhat hd so trén hé thong phai dam bao ding thoi gian, ding theo mau
van ban quy dinh chung cua nha truong.

- Céc loai hd so phai duge ky s6 sau khi da dua 1én hé théng. sau d6 giri BGH phé
duyét

- Ho so sau khi dd dugc nha trudng ky duyét phai dugc tai vé may tinh luu trir dé
thuc hién

- Pdi v6i Ké hoach day hoc, bt budc gido vién phai in ra sau khi da dugc BGH
phé duyét dé thuc hién.

- Péi v6i ké hoach bai day. GV tai vé may tinh luu tri¥, st dung trong qua trinh
1én 16p day hoc. Truong hop GV khong c6 may tinh xach tay hoac bi hdng thi GV phai
in gido an ra giay dé thyc hién.

Ké hoach day hoc cua t6 chuyén mén dua 1én hé thong trudc 16 ngay, ctia ca nhan
trudc 10 ngay cua tudn hoc Qé duoc thuc hi¢n. Ké hoach bai day dua 1én trudc ngay
thir 4 cia tuan lién trude dé to6 chuyén mon va BGH ky duyét.

Trong truong hop kiém ta dot xuét, néu khong c6 ban in Ké hoach day hoc va
khong c6 ban mém Ké hoach bai day trong may tinh, trong thoi gian thuc hién thi b
phén kiém tra s€ 1dp bién ban doi v4i gido vién vi pham

4. P6i v6i cac Poan thé, cac cac loai hd so khac.

- Cap nhat day du cac loai hd so theo quy dinh 1én hé thong va dugc ky bang chit
ky s0 sau d6 giri BGH nha truong phé duyét.



5. Quan ly Website nha truong.
- Cap nhat day du thong tin bai viét trén trang Website nha truong.

- Viéc dang tin, bai viét thudc trach nhiém cua tat ca cac déng chi CBGV, NV nha
truong va phai duoc cac d/c to trudng, BGH kiém duyét moi dua 1€n trang Website.

- Pua tin bai, hinh 4nh do dong chi Pham Thi Huong va dong chi Nguyén Thi
Huong phu trach

Céc loai ho so dua lén hé thong déu phai dam bao tinh khoa hoc, diing phép luat,
va quy dinh cua nha truong. Trinh bay van ban theo nghi dinh 30/2020/ND-CP;

Trén day la K& hoach trién khai st dung h so, sb sach dién tir trén hé théng qua
1y vnedu.vn, CSDL nganh va trang Website cta trudng Tiéu hoc Thang Long, dé nghi
céc ca nhan, t6 chuyén mon va cac bo phan c6 lién quan thyc hién nghiém tic. Trong
qua trinh thyc hién néu gap khoé khan, vudng méc, bdo cdo ban quan tri hé théng dé
giai quyét./.

Noi nhan: T/M NHA TRUON G
- T trudng CM; AR PR
- Website;
- Luu.

Bui Van Binh
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