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Cong tac tuyén truyén, phd bién giao duc phap luit:

- T6 chtic cac hoat dong nhén dip ky niém 80 ndm ngay Cach
mang thang Tam (19/8/1945-19/8/2025); Ngay hdi “Toan dan bao
v¢ an ninh TS qubc” 19/8/2025; 80 nim ngay Qudc khanh nudc
Cong hoa XHCN Viét Nam (2/9/1945-2/9/2025)

Thang 08/2025

CBGVNV

Doan TN

b/c Phuong

- Tuyén truyén t6i hoc sinh, CMHS k¥ nang s, ky nang bao dam
an toan théng tin, tham gia mdi trudng mang an toan, phong
chéng “lira déo truc tuyén”, “bit cée online”; hudng dan k§ ning,
bién phap gilip tré em, hoc sinh ning cao ning luc nhan biét,
phong tranh bi x4m hai va phong ngira t6i pham mua ban nguoi.

Thang 08/2025

CBGVNV

BGH

b/c Phuong

- Tuyén truyén t6i CBGVNV va CMHS vé Nghi quyét sb
18/2025/NQ-HDND ngay 09/7/2025 cia Hbi ddng nhin dan
thanh phé Ha Noi vé quy dinh co ché hd tro bita in ban trii cho

hoc sinh tiéu hoc trén dia ban thanh pho Ha No61 nam hoc 2025-
2026

Théang 08/2025

GV céc lop

Phu huynh

D/c Phuong

- Tuyén truyén céc hoat dong cuia nha trudng chuin bi cho nim
hoc méi 2025-2026 nhu Trang tri backgroud, hanh lang, 16p hoc

Thang 08/2025

CBGVNV

PHHS

D/c Phuong

chao ming ngay hdi toan dan dua tré dén truong
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Cong tac chuyén mon

Thoi gian
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Cong tac phat trien s6 lwong:

- Tong hop, cap nhit théng tin hoc sinh trén phan mém d4m bao
thong tin chinh x4c dé chuén bi cho céng tic nim hoc méi 2025 —
2026 trudc ngdy 30/8/2025. Hoan thién hé so tuyén sinh nim hoc
2025-2026 phuc vu cong tic kiém tra.

Thang 08/2025

- T chtic cac hoat dong huy ddng tré ra lép, duy tri ty Ié chuyén
can & cac dd tudi theo quy dinh.

Thang 08/2025

Cong tac nuoi dudng - chim sée sitc khoé - phong tranh
TNTT.

Cﬁng tac chim soc sirc khoé - phong tranh TNTT

Ngwoi/bo
phan thye
hién

Trang VT

Trang VT

- Trién khai téng vé sinh méi truong hang ngay, hang tuan. Ciap
nhit s6 theo ddi tré nghi ém theo ding quy dinh. T4 chirc chién
dich tong vé sinh méi truong trude ngay tyu trudng (vé sinh lp
hqc, khir khuan bép 4n, san trudng, nha vé sinh...)

- Thuc hién nghlem tic quy ché nudi day tré, dam bao an toan
tuyét dbi cho tré vé thé chét va tinh than, nghiém cdm XxAm hai
than thé tré; Niém yét sb dién thoai ctia g130 vién, nhan vién y
tai cac 16p. Pam bdo duy tri thuc hién “Xay dung truong hoc an
toan - Phong chéng tai nan thuong tich”.

Ting cudng kiém tra, dur hoat ddng chim soc nudi dudng tai c4c
bd phan.

- Ra so4t cit tia cay bong mat tai khudn vién truong hoc, ¢6 bién

Thang 08/2025

Ca thang

CBGVNV
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b/c Phuong

B/c Phuong
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D/c Hién

b/c Phll’()’ng

b/c Phuong

b/c Hién
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phap xtt ly véi cdy bi méi, siu duc thén .. c6 nguy co gdy, do bao
dim an toan trong mia mua, bio va dém bdo an toan cho
CBGVNYV va hoc sinh; B4o cdo kip thoi vé BGH khi x4y ra su ¢d
(néu co).
e |- Thuc hién nghlem tic cong tac phong chong chdy no, st dung
bép gas an toan; bd sung, thay thé trang thiét PCCC theo quy | Thang 08/2025 |  T6 bao vé T nudi D/c Hién
dinh.
f |- To bao vé ta'mg cuong kiém tra, ra soét cac diéu kién an toan L
Ca thang yo .
trudng hoc; ph01 hop v&i cdc bd phan kiém tra hé thong dién, nha To bao vé 5. P/c Hién
vé sinh; @ xuit sira chita (néu c6) GV ciclop
g |- To chirc tip hudn kién thire v¢ sinh an toan thuc pham, k§ nang B, ’ ~
phong chéng ngd doc thuc phdm. .. cho 100% ddi ngii CBGVNY., | 1uan 3/8/2025 | CBGVNV Tram y t& D/c Hién
2.2 | Cong tac nudi dwdng
a | - Tham muu viéc ky HP cung cp thuc pham theo chi dao ctia UBND
phuong; thong bao cong khai t6i can bd gido vién, nhan vién va Théng 08/2025 | CBGVNV Cac ,CT cung | D/c Hién
CMHS. cap TP
b |- Kiém tra c4c diéu kién co s& vat chat trang thiét bi ban tr(i, d& xut cai
tao sira chita, bd sung dd dimg ban tra dam bao didu kién v€ sinh Tudn 1 P/c Hién T4 nuéj D/c Phuong
ATTP.
¢ | Xéy dung thuc don cia tré theo tudn; thuc don ciia GV dam bao % A ]
khoa hoc; ding quy dinh a1 b/c Hien Tonusi | B/c Phuong
d |- Codng khai thuc don, tién an cia tré hang ngay va cdp nhit day e g AT 1 .
di ho so quan ly cdng tac nuéi dudng theo quy dinh. e T6 nubi b/c Hang b/c Hién
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hién Lt phu trach
- Kiém tra, gidm sat dinh ky hodc dot xuat cong tac giao nhan, =P
cheé bién thyc pham, quy trinh chia an tai cdc b phan. Ca thédng CBGVNV BGH P/c Phuong
Cong tac giao duc
- Thuc hién ché dd sinh hoat theo quy dinh, t6 chic ren k¥ néng i
né nép sinh hoat cho tré khi chuyen 16p. Tuan 1 Gido vién - | p/c Phuong BGH
- Thuc hién nghiém tic ho so sb sach chuyén mén, s6 theo dsj
gr;n,hc.:gp nhat thuong xuyén so6 nhét ky nhém 16p theo ding quy Ca thang Gido vién B/c Phuong | Pfe Phuong
- T6 chiic cic hoat dong 6n luyén ctng co kién thir, k§ nang,
gido duc gidi tinh, k¥ ning tu vé, phong chdng xam hai phu hop )
véi timg @6 tudi. Tang cudng t& chitc céc hoat dong kham pha, Ca thang Gido vién T6 CM b/c Phuong
trai nghiém; phat trién van déng va k¥ ning giao tiép cho tré.
-"T5 truong chuyén mon, BGH tang cuorng kiém tra dinh ky, dot
XUit cdc nhom, 16p, bd phan nhim tu van, huéng din doi 2
thuc hién tot quy ché chu)I:en mon : i i o Hechy b/c Phuong
- Phat dong phong trao xdy dung méi truong gido duc, tao didu
kién hoc tip khoa hoc cho tré, chuan bj day di cac didu kign cho |  Tudn 3 4 Giéo vién
nam hoc méi. TCM b/ Phuong
- Thiét ké cac bai giang dién tf theo timg do tudi t5 chirc cho tré hoat
déng; ding tai cAp nhap trén chng thong tin dién tir hodc gtii vé& cho Ca thing Gido vién TCM
CMHS phdi hop chim séc gido duc tré. b/c Phugng
SLAREER) 0 S VTN R
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: . hién hop
g | T6 chitc ghi hinh, chup anh céac hoat dong tiéu biéu hang ngay;
viét tin bai ngin gon, rd rang, thé hién n6i dung va hiéu qua hoat
déng, dim bao tinh gido duc ding tai kip thoi, dung thoi diém, Thang 08/2025 | GV cac 1op T6 CM b/c Phuong
g6p phan quang ba hinh anh tich cuc cta nha trudng téi phu _
huynh va cong déng.
h |- °Duy tri cdp nhat “Album hinh énh dep” trén website clia cac co Thang 08/2025 | GV caclép | Ble Phgng BGH
sd GDMN.
III | Cong tic quén Iy ciia nha trwong
1 | Cong tdc chuan bi nim hoc méi va khai gidng
- Hoan thién bién ché 16p hoc dam béo si so/lorp theo quy dinh, " P/c Tran
chuyén hé so cho nim hoc méi trén CSDL nganh. s el VT y e RhEhE
b |- Tong kiém ké tai san, trang thiét bi, dd dung ban tri, do choi s
%5 o, Done o _ 5. o 2 5 CBGVNV D/c Hang
ngoai trol, thiét bi CNTT; xdy dung nhu cau déu tu, bd sung phuc Tuan 1 KT b/c Phuong
vu cho cac hoat ddng cham soc, nudi dudng, gido duc.
¢ |- T6 chirc hop Hdi dong truong, HD su pham nha trudng, t6
chuyén mén trong thang, tuin theo ding quy dinh; dam bao né Tun 4 Dy, BGH b/c Phuong
nép, ky cuong 1am viéc nghiém tic.
d |- Xay dung ké hoach gido duc, ké hoach day hoc, phan cong | Trudc ngay
chuyén mén, thoi khod biéu nam hoc 2025-2026 25/ 8‘/2025 ndp CBGVNV
- Té chic quéan triét nhiém vu, quy ché chuyén mén nim hoc v€ phong ™ b/c Phuong
2025-2026; VH&XH qua
mail d/ Yén
e |- Xay dung, d& xuit noi dung béi dudng chuyén moén nghiép vu; Tuan 3 T6 chuyén BGH P/c Phuong |




N9i dung cong viéc

boi dudng phuong phap gido duc tién tién va k¥ nang su pham
cho CBGVNV

- Xay dung ké hoach t6 chiic L2 khai giang nam hoc méi 2025-
2026 theo c4c vin ban huong dan.

- Thuc hién trang tri khanh tiét, chinh trang moi truong su pham;
chudn bj tét cac didu kién té chirc L2 khaj giang nim hoc méi,

- Phoi hop v6i Ban dai dién CMHS chuan bj cac dicu kién &
chirc t6t L& khai giang - Ngay hoi toan dan dua tré dén trudng
nam hoc 2025-2026.

Cong tac quan Iy nhan sw, boi duéng dji ngii

- Thuc hién bdi dudng thuong xuyén, tham gia cac bdi dudng
chuyén mon nghiép vu theo ké hoach ciia cac cap; td chirc céc 16p
boi dudng chuyén mon, nghiép vu, cac ki n3
giang day ..

- T6 chie tap huén va trién khai cac nén tang g dung CNTT, tri
tué nhén tao Al vao cong tac quéan ly va day hoc.

Thuyec hién ché d chinh sich, ché d9 lam vige

- BGH tiing cudng kiém tra né nép quy ché chim soc nudi dudng;
kiém tra gidr n, gi®y ngd ciia tré tai cac nhom, 16p; kiém tra viée ra
vao co quan, thyc hién ca truc clia bdo vé... nhim dim bao it
toan tuyét ddi cho tré.

Théi gian Newoi/bg | Neusi/ b0 | Lan dao
thye hign | PBanthyc | phin phéi phu trach
. s Liéll hQ'E .
mon r
, CBGVNV
Tuan 4 BGH b/c Phuong
; CBGVNV
Tuan 4 b/c Phugng
: CBGVNV
Tuan 4 BPH
: : C4 thang CBGVNV BGH B/c Phuong
g va phuong phép
Tuén 3 GVNV TCM b/c Phuong
i Sasle =
Ca thang CBGVNV b/c Phuong
cibel! TN AN
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T Noi dung cong vu_af: ’ thye hién phz_lllrilétl:u_rc ph:_;:! ghm phu trich
b | - Thyc hi¢n nghiém tac ndi quy, quy ché co quan, quy ché cua
nganh GDDT va céc quy dinh ctia phap luét, dam bao nguyén tic
“Ky cuong - Hanh dong - Trich nhiém”. .
- Thyc hién ding né nép quy ché chuyén mén, nghiém cim moi _ s CBGVNY B/c Phuong
hanh vi xtc pham nhin pham va x4m hai than thé tré dudi moi
hinh thirc.
¢ |- Thyc hién binh bau thi dua thang, fién chu, cong bang Tuén 4 HDTDKT B/c Phuong
d |- Theo ddi, cham céng day du; phdi hop véi céc t6 chuyén mén
theo ddi danh gia thi dua, tham muu thwe hién chi tra cc ché do Ca thang b/c Hing KT b/c Phuong
chinh sich theo quy dinh
e |- Hudng dan ddi ngi CBGNV cac thu tuc nang luong, ddm bao % .
céc ché d6 chinh sich theo quy dinh. Sl B Hang KT b/c Phuong
Cong tac irng dung CNTT
- Thyc hién tinh khiu phan an, theo doi, cdp nhat KH gido duc )
Ca thang CBGVNV
trén phan mém Gokids.
b |- Khai théc, sir dung hiéu qua cac phin mém thong ké, phan mém Ca thang To VP
ké toan, y t& hoc dudng, phin mém co s§ dit liéu nganh. ..
¢ |- T6 CNTT va cac bd phén cép nhat day da cac ndi dung trén cong Ca thang Td CNTT
TTDT dam bao tién d9, cép nhat day da va chinh xac, bao gdm CBGVNV
théng tin hoat dong, bao cso, tin tirc mai, lich trinh, ké hoach cong
tac, céc tai liéu quan trong, hinh anh, video.
- Dinh ky dénh gia két qua c4p nhat thong tin va cai tién quy trinh, Ca thang TS CNTT

dam bao céng TTOT ludn dép ing nhu cau thdng tin cta cac bd

CBGVNV
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phén lién quan. :
- Thyc hién tinh khau phan 4n, theo d&i, cap nhat KH gido duc|  Cathang CBGVNV
trén phan mém Gokids.
Cong tic kiém tra ndi bd _
-Kiém tra cac diéu kién CSVC chuén bi cho niim hoe méi 2025- | Tudn 4/8/2025 Céc bo phan | BGH D/c Phuong
2026.
Thuc hién cong tic cong khai
-Thyc hién cac ndi dung cdng khai ké hoach da XD dau nim hoc. | Thang 8/2025 |P/c Hang va D/c Phuong
Trang VT
Cong tac thong tin bio cao
- Bdo cdo cong tac hoat ddng hé nim 2025 Thang 8/2025 Trang VT D/C Phuong
- NOp cac bao cdo khic theo quy dinh ciia cac cip. (néu o). Trong thang Trang VT b/c Phuong
08/2025
-Nop bdo cdo ket qua danh gia HT hang thng theo quy dinh va | Tuin 4/8/2025 | CBGVNV va | Trang VT | B/C Phuong |
danh gia NLP theo quy dinh NLD
=

Yéu cau cée GV 16p, cic bd phan trong nha trudng xiy dung ké hoach trién khai thu
phap pht hop; phén cong nhiém vy cu the, 13 thdi gian thuc hién ding véi Ké hoach cua 1

Noi nhin:
- B/c trong BGH: dé chi q‘ao;
- Céc b phén, cac 16p: dé t/h;
- Luu VT.

ure hién hiéu qua; lya chon cic bién
Op, bd phan minh phu trach.




