UBND PHUGNG LONG BIEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TIEU HQC LONG BIEN Poc lap - Tu do -Hanh phiic
86:354/Qb-THLB Long Bién, ngay L0 thang 10 nim 2025
QUYET PINH

Vé viéc ban hanh Quy trinh giai quyét cong viéc
cia Truwong Tieu hoc Long Bién giai doan 2025-2030

HIEU TRUONG TRUONG TIEU HQC LONG BIEN

Cdn cit Quyét dinh 14/2017/OD-UBND ngay 13/4/2017 ciia UBND Thénh
phé Ha Noi ban hanh Quy dinh vé phédn cdp qudn 1 t6 chite bé mdy, cong chic,
vién chite, lao dong hop dong trong cdc don vi sw nghiép cong ldp thude Uy ban
nhén dan thanh phé Ha Noi;

Cdn cit Thong tw 28/2020/TT-BGDPT ngay 04/9/2020 ciia Bé GD&DT vé
viéc ban hanh Diéu 1¢ truong T iéu hoc;

Cdn cit Thong tw 05/2025/TT-BGDDT ngay 07/3/2025 cua B Gido duc va
Pao tao vé viée quy dinh ché do lam viée véi gido vién phé thong, du bi dai hoc;

Cdn cit Quy ché lam viéc ciia Truong Tiéu hoc Long Bién,

Cdn cit Nghi quyét Hi nghi vién chire ndm hoc 2025-2026 ngay
18/10/2025 cua truong Tiéu hoc Long Bién,

Céin cik nhiém vu nim hoc va tinh hinh thuce té nha truong.

QUYET PINH:
Piéu 1. Ban hanh kém theo quyét dinh nay 13 13 Quy trinh giai quyét cong
viéc ctia Trudng Tiéu hoc Long Bién (¢ danh muc va quy trinh kém theo).
Piéu 2. Quyét dinh nay co hiéu lyc ké tir ngay ky va thay thé cac quyét dinh
trude day cua Trudong Tiéu hoc Long Bién vé viéc ban hanh quy trinh giai quyét
cong viéc.

Pieu 3. Can b, gido vién, nhan vién c6 li€n quan chiu trach nhiém thi hanh

Quyét dinh nay./.
Noi nhin:
- Nhu Diéu 3; TRNG
- Luu: VT. TIEU HoC

o - iy
3 LONG BIEN /3

guyén Thi Hing
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DANH MUC
Quy trinh gidi quyét cong viéc noi bo ciia Truong Tiéu hoc Long Bién
(Ban hanh kém theo Quyét dinh s6 35/ /OP-THLB ngay +£0/10/2025
ciia Truwong Tiéu hoc Long Bién)

STT | Ma quy trinh Tén quy trinh

1 | QT-001-THLB | Quy trinh hop Hoi ddng su pham

2 | QT-002-THLB | Quy trinh viét béo cdo

4 QT-003-THLB Quy trinh t§ chirc hoi giang, thi gido vién day gidi cap
truong

4 | QT-004-THLB | Quy trinh tuyén dung lao dong hop dong

5 uy trinh giai quyét nghi viéc riéng ¢ trong nudc, di nude
QT-005-THLB | 2 inh glai quyct nghi vige rieng o trong nuoc, &
ngoai cua cdn bd, gido vién, nhan vién, nguoi lao dong

6 | QT-006-THLB | Quy trinh quan li hoc sinh

7 | QT-007-THLB | Quy trinh chuyén trudng ciia hoc sinh

8 | QT-008-THLB | Quy trinh td churc cac hoat dong ban trl

9 | QT-009-THLB | Quy trinh ra dé kiém tra dinh ki

10 Quy trinh t6 chirc danh gia lai véi hoc sinh c6 diém kiém

T-010-THLB . . .
Q tra dinh ki cudi hoc ki I va cuoi nam bat thuong

11 | QT-011-THLB | Quy trinh thuc hién cac khoan thu trong nha trudong

12 | QT-012-THLB | Quy trinh tiép nhan cac khoan tai trg

13 | QT-013-THLB | Quy trinh gidm séat cong tac ban trti cia cha me hoc sinh




3 QT-001-THLB

QUY TRINH

HQP HQI DPONG SU PHAM
(Ban hanh kém theo quyét dinh s6 301/OD-THLB ngay0 /10/2025)

1. Muc dich

ng trinh, trinh tu, ndi ‘dung trach nhiém cia cic bd phén, ca nhan lién quan
trong t0 chirc cudc hop hoi dong su pham hang thang

2. Pham vi ap dung

., Ap dung trong cudc hop Hoi ddng su pham (HDSP) hang thang tai Truong
Ti€u hoc Long Bién

3. Tai lién vién dan

- Théng tu s6 28/2020/TT-BGDDT ngay 04/9/2020 clia Bo GD&DT vé ban
hanh Piéu 1€ Truong ti€u hoc.

- Quy dinh vé& giam hop, nang cao chét lugng cudc hop cia Pang ty phuong
Long Bién

4. Thuat ngir, ky hié¢u:

- Hop I:I(f)i’d(k)ng’ Su pham 1a cudc hop ctia Ban giam hi¢u véi ”cén bd gido vién,
nhén vién dé nérr} bat tinh hinh qbéo Cé:O cdng tac thang trudc, trién khgi nhiém vu
cong tac thang tiép theo; trao doi y kién va thyc hién chi dao giai quyét cong viée
thuong xuyén.

- Ho so’ gdom:

+ K& hoach trién khai cong tac thang.

+ Béo cdo cia cac bo phan (qua drive)

+ Béo céo téng hop céc bd phan.

+ Thong béao két luan cude hop.

- Céc chir viét tat:

+ Hbi ddng su pham (HDSP)

+ Béo cao (BC)

+ Hiéu truéng (HT)

+ Pho hiéu truong (PHT)

+ Tb trudng chuyén mon (TTCM)

+ Tong phuy trach (TPT)

+ Vian phong (VP)

+ K& toan (KT)

+ Nhan vién thiét bi - 6 dung (TB - DD)

5. Noi dung Quy trinh



TT Trinh ty Chii tri | Phéi hgp | Thoigian | Két qua
B1 | Cong tac chuén bi
Bo phan
VP thiet lap
khung BC
trén drive
N X VP; cac Trudce 5 G SLE
- anpA bao cao ,tong hop két PHT b6 phin | cudedop ca.cAbQ phén
qua cong tac thang 188 s A Fal lién quan
q &8y nhap truc
ti€p noi
dung BC
thang
- Téng hop, danh gia, bd 7 Trudc
sung Bao cao cia To chuyén | PHT | To trudng | cudc hop
mon 3 ngay
Trudce
6 a1 Céc PHT, A
- Hop Ban lién tich HT TTCM cudc }}Qp
2 ngay
- Chuqén bi co s& vat chat, p]ign Nhan vién Cl}ggﬁgp
dia diém hop, tai liéu Vi’ TB —bD 0 1’ ng 2‘1'}/
B2 | Trién khai thuc hién
7 . Thu kv Danh sach
- Kiém tra thanh phin dy| = Y1 vian 5 thanh phan
hop n phong du hop co
& mat, vang
- banh gia cong viéc thang PHT, P il
theo Bfo téo thng op HT 1 ppem | 19717
- Trién khai cdc nhiém vu PHT, A
trong tam cong tac thang téi HT TTCM 15720
- Théo lufn, dong gop bo | PHT, 1515
sung y kién TTCM
- Ket luéan, cho y kién chi HT 5.7
dao
- Théng qua nghi quyét hozc 4 Vin ,
ra thong béo két luan Thukey phong 3
B3 | Sau cugce hop
Ban hanh van ban chinh B? Sl .HQI T,h ong
; L. 5 B phan nghi 01 bao két
thirc sau két luan . n
VP ngay ludn




Thyc hién su chi dao néu| PHT, VNV
trong két luan TTCM CBG
vt dm. sk PHT, A
- .ATheo dok1, don doc thuc TTCM, VP AHo 50
hién; luu ho so cong viéc
VP
- Panh gia két qua Téng hop 0T PHT,
bao cdo ki hop thang sau TTCM

6. Bieu mau: Khong

7. HO so lwu:

+ B4o cao cta cac bo phan (Luu trén drive)

+ Béo cao cong tac thang

+ K& hoach trién khai cong tac thang

+ Nghi quyét Hoi dong su pham (ban gdc)

S /o /f

s
-
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QUY TRINH VIET BAO CAO
(Ban hanh kém theo quyét dinh s6 35/ /QP-THLB ngays0/10/2025)

1. Muc dich

QT-002-THLB

Quy trinh, trinh tu, ndi dung trach nhiém cta cac bd phan, ca nhan lién quan
trong phan cong hoan thién céc loai bao cdo dam bao ding tién do, cé chat lugng.

2. Pham vi ap dung

Ap dung vdi cac loai bdo cdo do bo phan, ca nhan dugc phan cong phu trach.

3. Tai lién vién dan

Nghi dinh s& 30/2020/NP-CP ngay 05 thang 3 nam 2020 cta Chinh pha vé

cong tac van thu.

4. Thuat ngit, ky hiéu:

- B4o céo 13 loai van ban tong hop thu thép théng tin, s6 lidu danh gia két
qua, ndi dung hoat dong cta co quan, t6 chirc, ca nhan thudc linh vuc nao do trong
khoang thoi gian cu thé nham kién nghi cac giai phap hodc d& nghi cap trén cho

phuong hudng xu Ii.

A A
- HO so gom:

+ Bao cao, bieu mau cac bo phan guri qua email

+ Béo cdo tong hop (ban gbc)

- Cac chir viét tit:

+ Van phong (VP)

+ Béo céao (BC)

5. Ngi dung Quy trinh

< Nguoi X . A »
TT Trinh tw thire hign Phoi hop | Thoi gian | Ket qua
B1 | Cong tac chuan bi:
o me sine Trudge 05
- Poc van ban lanh dao A \ s
: L , Canhan | ngay phai
giao, xac dinh muc dich B "
éu cau cta béo céo Pl fesdely foan
o thanh BC
Cacbd | Truscos4 | A¢Bao
; Cénhan | phin, cd | nghyphai | 2% Dl
- Thu thép so liéu , NI . mau cac to,
phu trach | nhan lién hoan c4 nhan ot
quan thanh BC dén &
Cac bo Trudc 03 o
- Tong hop, phén tich s6 | Canhan | phén, ca | ngay phai | Bi€u tong
liéu phu trach | nhan lién hoan hop so liéu
quan thanh BC




B 2 | Trién khai thuc hién
Trude 02
- Xay dung dy thao dé| Cénhén ngdy phai | Dy thao d&
cuong chi tiét phu trach hoan cuong BC
thanh
Trudce 02
- Lanh dao phu trach | Canhan VP ngay phai | Du thao
duyét phu trach hoan BC
thanh
) Trude 02 Du thio
- B0 sung, hoan chinh | Canhén ngay phai r
—_ : VP A Bao cao
béo cédo phu trach hoan (d4 sira)
: thanh
B 3 | Hoan thién van ban BC
- LAy chit ki lanh dao, 215 40 Tm‘mc 071. L
lhy 6 BC, dbng diu, Ty | S 1040 SR, .| EE DHEL |, B0 ch0
van thu phu tréch hoan hoan chinh
thanh
- Nop bao cao theo quy | Canhéan VP {E:; 81N\ 45 cdo
dinh phu trach > AU 1 hoan chinh
dinh
- Luu hd so cong vide Camhan VP Hose
phu trach cong viéc

6. Bieu mau: Tuy ting loai bdo cédo

7. H6 so lwu:

+ B4o cao ctia cac bo phan (Luu trén drive)

+ Béo cdo tong hop (ban gbc)



1. Muc dich
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) QUY TRINH

TO CHUC THI GIAO VIEN DAY GIOI,
GIAO VIEN CHU NHIEM GIOI, HOI GIANG CAP TRUONG
(Ban hanh kém theo quyét dinh s6 35 /QD-THLB ngay«’0 /10/2025)

QT-003-THLB

Quy trinh, trinh ty, ndi1 dung trach nhiém cua cac CBGV lién quan téi viéc tb
chtrc hoi giang, thi Giao vién gioi theo trong tam cac dot thi dua.

2. Pham vi ap dung

- Ap dung trong céc dot td chirc thi GVG tai Truong Tiéu hoc Long Bién.

3. Tai li€u vién dan

- Théng tu s6 28/2020/TT-BGDPT ngay 04/9/2020 ctia B6 GD&PT vé ban

hanh Diéu 18 Truong tiéu hoc.

- Thong tu 22/2019/TT-BGDDT quy dinh vé Hoi thi gido vién day gioi, gido
vién cht nhiém 16p gidi co sd gido duc pho thong.

4. Thuét ngit, viét tat

+ Hi¢u truong (HT); Phoé hiéu truong (PHT)
+ T4 trudng chuyén mon (TTCM); Nhan vién vin phong (NVVP)
+ Giao vién gioi (GVG); Giao vién cht nhiém (GVCN)
+ Sinh hoat chuyén mén (SHCM); Két qua (KQ)

5. Noi dung Quy trinh:

TT Trinh ty Chi tri | Phéi hop | Thoigian | Két qua
B1 | Cong tac chuan bi:
- Xay dung Ké hoach to o . .
chirc hoi giang, thi GVG, | PHT | TTcMm | Lwéecdc | Trién khai
=, dot thi dua to1 cac to
GVCN gioi
< C LA o . Trong cac
;}Sén%l\?c};‘i” 5 e i) rrem | Gv budi
: &0 SHCM
T ae : . Thong bao
- Xép lich hoi giang, thi Sau khi cac | . o
GVG, GVCN gidi PHT | TICM | 8 dang | leh thi ol
cac to
- Thong nhat lich thi hoi e 2 .
gidng, thi GVG, GVCN| PHT | Nyvyp | Lwéccube | Triénkhai
re thi 3 ngay lich thi
- ; Trudc khi "
- Hop Ban giam khao PHT TTCM | 8 chitc thi Béo cao

cudc thi

5 ngay

(c6 bd sung)




2 : .57 K A Bo 3 \
-ChuanbicosG vatchat, | p0 | Nyyp | HUCSDEY | pa, s,
dia diém thi VP thi 02 ngay

B2 | Trién khai thue hién
- Cham thi GVG, GVCN Theo lich Cong bd
il Hy PHT | | ibieso dot-] . KO fhi
] : . Sau dot thi z
- Tong hop két qua thi 4 Cong bo KQ
GVG, GVCN gidi LR R e a5
truong
- Bho cdo Két qua thi Saukhi | 0 gﬁgr?
GVG, GVCN giéi BB o dnebdiT tonéé“-’p Ao hién
X4a hoi
Trong ngay A :
2 s 2 2% | Cong khai
Teien  Ban glam [ oy P ¢ of SRDBKEEINE |, 1gcke s o
tong két, trao giai dua hay s
Hop HDSP
B3 | Sau cudc thi
Ko o B el 38 Thong qua
Hop chuyén mén ratkinh | prpr | rren | Saudotthi | bién ban
nghiém sau hoi thi A
cudc hop
Ban hanh quyét dinh Bo Sau cudc . :
cong nhéan két qua thi| phan PHT hop 01 Tﬁogtg dli)sﬁ
GVG, GVCN gibi VP ngay quyet &t
2 ’ 5 Trong ngay
To chirc tuyén dwong,| ppp | Nyvp | tng két thi
khen thudng
dua
Theo di, don dbc thuc Bo 13 so c6n
hién. luu hd so thi GVG, | phan ey &
GVCN gioi VP '
Danh gia két qua Tong
hop két qua thi GVG,
GVCN gidi trong bdo PHT NVHE
cao chuyén mon

6. Biéu mau: Khong

7. Hd so Luru:

+ K& hoach trién khai thi GVG, GVCN giéi

+ Phiéu chim tiét thi GVG, GVCN gioi

+ Béo cdo tong hop két qua thi

+ Quyét dinh cong nhéan két qua thi GVG, GVCN gidi



10 QT-004-THLB

__ QUY TRINH
TUYEN DUNG LAO PONG HQP DPONG
(Ban hanh kém theo quyét dinh s6 35/ /QD-THLB ngayLD /10/2025)

1. Muc dich:

- Céan ctr vao so lugng nguoi lam viéc dugc UBND phuong giao; nhu cau, vi
tri viéc l[am con thiéu cta truong d€ tuyen giao vién, nhan vién, nguoi lao dong vao
hop dong bao dam cong khai, minh bach, khach quan.

- Tuyén chon dung nguoi dap ing yé€u cau nhiém vu, vi tri viéc lam va chirc
danh nghé nghiép.

- Viéc tuyén dung gido vién, nhan vién hop dong trudong thuc hién dung theo
qui trinh tuyén dung.

2. Pham vi ap dung:

Ap dung (101 véi gido vién, nhan vién dap tmg nhu ciu vi trf viée lam ddi voi
nguoi cé nhu ciu dén lam viéc tai trudng.

3. Tai lieu tham khao:

- Piéu 1é trudong tiéu hoc;

- Luét vién chuec;

- Khung nang luc vi tri viéc lam,

- Quyét dinh s6 14/QD-UBND ngay 13 thang 4 nam 2017 ctia UBND thanh
ph6 Ha Noi v& viéc Ban hanh Quy dinh vé phan cap quan 1y t§ chiic bd may, cong
chtre, vién chue, lao dong hop déng trong cac don vi sy nghié€p cong lap thudc
UBND thanh phb Ha Néi;

- Can ctr Quyét dinh vé viéc giao chi tiéu bién ché nam cho nha truong; Cac
cong van, hudng dan veé viéc ky hop dong lao ddng doi voi gido vién khuyét thicu
do1 vai don vi su nghiép cong 1ap truc thudc UBND phuong Long Bién;...

- Quy ché chi tiéu ndi bo.

4. Thuét ngit va vieét tat:

- HDTD: Hbi ddng tuyén dung

- HT: Hiéu trudéng

- TTCM: T6 trudng chuyén mon
- KT: Nhan vién ké toan

- VP: Véan phong

- BGH: Ban giam hi¢u

- GV: gido vién

- NV: nhan vién



- NLD: Nguoi lao dong
- TG: Thot gian
- KH: K& hoach
5. N¢i dung quy trinh

11

TT Trinh tu Chiitri| Phéihep | Thoigian | Két qua
B1 | Chuén bi tuyén dung
- Xay du‘ng ké hoach tuyén
dung cuy thé phu hop véi tinh :
hi,nh thuc té nha trudong veé Céc bo phan
s0 lugng ngudi, thoi gian| Higu khéac theo | Trudc ngay Ke
bao lau, yéu cau dit ra cho | truéng | chi dao cua 20/6 hoach
Ung vién la gi, trong thong HT
béo tuyén dung can nhiing
ndi dung gi..
- Hop BGH’ Eibi déng chuczg 1;)ﬁ)n Trude nga
truong dé théng béo KH| HT R S 84 | Bién ban
2 ca nhan lién 21/6
tuyén dung.
quan
B2 | Thong bio tuyén dung
PSR Ly Theo TG |
; HT PHT quy dinh Ho so
cia nha trudong, nhiing
X 7.8 i trong KH
quyén loi g vién dugc.
- Cong khai théng bao tuyén Kl TG Thong
dung (Bang tin, trang Web) VP kL quy dnh bao
H1E & i, & ' trong KH
— A Theo TG
B3 ;I‘Ol’lu nhan va chon lgc ho equy itk 3 so
KH
- Thu };O so clia cdc Ung vién |y PHT
du tuyén
2 e —
;: g N0 SO P NOP | g | yvp; TBTT | quydinh | Hb so
nhat cho vi trf cong viée sau K
dé6 1én ke hoach thi tuyén.
B4 | T6 chirc thi tuyén
- Hen lich thi tuyén ddi véi VP. chc (n Thoi gian
nhiing ho so dy tuyén vi tri | HDTD ,vién &1 theo quy | Lich thi
GV duoc lua chon. dinh

//\3’/:-9- == :i\{.(_\\
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’ Thoi gian Bang
- Phén cong nguoi cham thi. HT HDTD theo quy phéan
dinh cong
" Thot gian N
- T6 chtic thi tuyén, chim thi | BGH BQ. Phan ]?an theo quy Phle}} du
giam khao : gio
dinh
Bao ciao Phong VHXH: Két qua
B5 | - Béo cdo phong VHXH hd| HT KT, VP | Truéc 31/8 th?
so danh sach tuyén dung.
Quyet dinh tuyen dung, ki
hop dong tuyén dung VP, ca nhan . Quyét
HT - Trude 31/8 .
B6 | Ra quyét dinh coéng nhén cé lién quan ruoe dinh
két qua trang tuyen
; A 2 GV, NV, Cac hop
- Ki hgp dong tuyen dung. HT NLD Trude 31/8 ddng

6. Biéu mau: Khong

7. Hd so lwu: Luu toan bd Ho so tuyén dung theo quy dinh
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QT-005-THLB

QUY TRINH GIAI QUYET NGHI VIEC RIENG
G TRONG NUGC, PI NUGC NGOAI CUA CBGVNV, LDHD
(Ban hamh kém theo quyét dinh s6 30/ /QD-THLB ngay«0 /10/2025)

I. Muc dich

- Nang cao chit lugng, hidu qua, y thiic trach nhiém cia CBGVNV trong nha

truong va trach nhiém cua nguoi dimg dau trong viéc quan li, st dung CCVC;

ngudi lao dong, chat lwong, hidu quéa céc hoat dong ctia nha trudng.

- La cin ctr d& danh gia, xép loai CBGVNV hang nim.

II. Pham vi ap dung

- CBGVNYV dang cong tac tai Trudong Tiéu hoc Long Bién

II1. Tai liéu vién din:

- B6 Luat Lao dong nam 2019;

- Luét Can bd, cong chirc va Luat Vién churc sta dbi 2019;

- Luat BHXH nam 2014;
- Luat Giao duc 2019,

-Piéu 1& truong tiéu hoc 2020;

- Nghi dinh 115/2020/ND-CP vé tuyén dung, st dung va quéan ly vién chiic
(c6 hiéu luc tir ngay 29/9/2020);

IV. Thuét ngit, viét tat:
+ CB: Can bd

+ GV: Gido vién

+ NV: Nhan vién

+ BGH: Ban gidm hi¢u

+ HT: Hiéu trudng

+ VHXH: Van hoa xa hoi
V. Nogi dung quy trinh:

1. Doi vai nghi viée rieng di trong nudéc

5 e

Ngudi Phéi

TT Trinh ty thire hign hop Thoi gian Ket qua
- CB, GV, NV ¢c¢o Vin Cham nhat - Pon xin
B1 | o e ehan | Camhant | phong | SRS e
ght vice ca nian BULI e hign, | nha eyl S
don xin nghi vé Hiéu truon ngay ca nhan riéng
2 g 4 2 ~ 2 ?
truong. xin nghi - Vén ban uy

1z )

o~
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- V6i cép quan li nha
truong gui don xin nghi
vé cip quan li cao hon
(Phong VHXH Phuong)

quyén phu
trach don vi
trong thot
gian ca nhan
nghi viéc
riéng trong
nudc (ca nhan
la nguoi ding
dau don vi)

- CBGVNYV xin nghi di
nudc ngoai ca nhan gui

Trudc it nhat

don, nha truong lam 01 . 1 20 ngay lam | Van ban deé
N \ , . » | Canhan, Tl P . \
van ban cua truong deé Nha truon viéc ke tr | nghi clia nha
nghi cho phép ca nhan & ngay ca nhan trudong
nghi guii vé Phong xin nghi
VHXH phuong
- Pon xin nghi GV, NV
dugc Hiéu truéng phé
duyét, sé thong bao cho Trone von
GV, NV d& lam céc thi B YE L
tnc ti8p theo 24 gio sau | Don xin nghi
TN a n Hiéu Canhan | khi trinh ho | ¢6 ki xac nhan
B2 |- Neu khong dugc phé \ ; \ : Ay
Ay » . trudng xin nghi | so. Sau khi cua thu
dmyet cimg thbng bdo nhéan dugc | trudng don vi
cho GV, NV duoc biét. i bk s fon
Truong tiép nhan thong &
bao két qua phé duyét
cua ldnh dao Phuong.
- ;BGHA nhaA tru'ornig sap Higy GVNV ’ . Phan cong
xep phéan cong nhan su, ; Trude khi trong lich
B3 han cong day thay, hd truong, trong GVNYV nghi tuan clia
phdn cong cey tay, Phé HT | trudng et ;
trg cong viec truong
- Gido vién, nhan vién
ban giao cong viéc cho £ ..
e A VNV Keé hoach bai
g}?o leen day thay, nhan Ca nhéan tu i Trudc khi | day, Bién ban
B4 | vién ho tro. A trong : S s A
z o .| thuc hién. . GVNV nghi. | ban giao cong
- Néu thu trudng don vi truong A
: % oy . viéc.
nghi can ban giao cong '
viéc cho cap Pho don vi.
Tong hop so ngay nghi
trong thang/ trong nam Iy Pon xin nghi.
d8 hoan thién béo cdo;| Bophan | Canhan | CUOLHENE | “pano thng
BS |z = LR i o - . , cull nam .
lay cdn cu danh gid, | van phong | xin nghi hoc hop ngay gio
nhan xét CBGVNYV cudi . cong.

thang/ cu6i nam.
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Can ci vao thoi gian
nghi. Bd phan tai chinh
thyc hién cac noi dung
litn quan dén luong,
tién thira gio theo quy
dinh cua Bo Luat Lao
dong va Luat Bao hiém
x4 hoi.

B6

B0 phan tai
chinh

Cé nhan
xin nghi,
bd phan
van
phong

Cudi thang,
cudi nam
hoc.

Bang tong

hop ngay gio
cong.

VI Biéu miu: Don xin nghi viéc riéng (Mau 01, 02, 03)

VIL Ho6 so Luu:
- Bon xin nghi viéc riéng

- Bang tdng hop ngay gid cong

= ]

o) =
S =
m)g o

W\
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON XIN NGHI VIEC RIENG O TRONG NUGC
(Lan tht ...Nam 20...)
(Danh cho lanh dao thuoc dién BTV quan [y)

Kinh gui: - Pho chu tich UBND phuong Long Bién;
- Truéng phong VHXH.

TN E01 LA et

KORRUESS S0, BLBTL L .. vee s e e wom o v i s oo o s s s k8 € k85 6 0 5

I N ZaC: L e

DAng vin (08U CO): «ovvviie i,

Nay t6i lam don nay kinh d& nghj Thu truong don vi, Lanh dao UBND
phuong Long Bién cho téi dugc nghi viée riéng lan thtr ... ndm 20.....

TP BB ...« im0 350 B0 0 o S48 B 0 300§ 50 ¥ 548 546 5 6L 05 5 4

NOL GBI et

TR IO 5 s 1 s e i 1 e 0 5 5 A 9 8 3 = 1 4 e B 8 0

Té6i cam két chdp hanh quy dinh cta Pang (néu la dang vién), phap lugt cua
nha nudc, quy dinh cua co quan, don vi trong thoi gian nghi phép va thu xép cong
viéc khong lam anh hudng tdi cong viéc chung cia co quan, don vi.

’ Kinh d& nghi Tha truéng don vi, Ldnh dao UBND phuong xem xét, giai

quyéet./.

Long Bién, ngay thang nam 20...

LANH PAO DON VI NGUOI XIN NGHi PHEP
(ki, dong dau) (ki, ghi ro ho tén)
Y KIEN CUA PHONG VHXH PHE DUYET CUA

LANH PAO UBND PHUONG
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. Mau 02
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PON XIN NGHi VIEC RIENG G TRONG NUGC
(Lan thir ...Nam 20...)
(Danh cho vién chite khong thude dién BTV quan ly, LDHD)

Kinh gti: Thu trudng don vi;
TTBILEBL LAY | s vee e v o wre e meg s e m e 5 05 k5 5 8 G 50 B 056 5 5 W €5 B 04 5 368 %
(@] 510 (o7 VT [ 14 124 S
IVIB BRI v o or siw 0wt o s b1 i 6 38 81 485 B8 75 2 5 B0 o368 00 Wi WA 3 W o e o s 3
Pang vién (néu cb): ........... v ross s ey dhe yuersiren s s v e ML e e

Nay t6i lam don nay kinh dé nghi Thu trudong don vi cho tdi duge nghi
viéc riéng lan thw ... nam 20.....

Loy . ok et it dedens dikad s x Shiank sl ok sl b d et 35 ke o vk i .0 9 ol £ s
N T B, e
RO ETBILS « vee s 5k i 85 S0 505 506 A 0 14 K09 .6 08 1 4 909 1 R 0 M 5 1 5
Du kién céc hoat dong tai noi dén: ..........coeevveiiiiieiiieiiiie e

Tbdi cam két chip hanh quy dinh ciia Dang (néu 1 dang vién), phép luat cta
nha nude, quy dinh cia co quan, don vi trong thoi gian nghi phép va thu xép cong
viéc khong 1am anh hudng tdi cong viée chung cia co quan, don vi.

Kinh dé nghi Thu trudng don vi xem xét, giai quyét./.

Long Bién, ngay thdng nam 20...

THU TRUONG DON VI PHE DUYET NGUOI XIN NGHI PHEP
(ki, dong dau) (ki, ghi ro ho tén)

S N\Gi&E Ay
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

PON XIN NGHI VIEC RIENG O NUGC NGOAI
(Lan thu ...Nam 20...)
(Danh cho lanh dao thudc dién BTV quan [ly)

Kinh gui: - Thuong truc Bang ty phuong Long Bién;
- Phong VHXH phuong Long Bién.

A, 0 R o i 0 0 4 0 5 400 50 2 o 0 06 0 6 ST 6
ChUc VU, QOM VI ot e
M DZACK: Lot
DANE VIBN (NEU CO): vttt e,

Nay t6i lam don nay kinh dé& nghi Thu truéng don vi, Cht tich UBND
phuong Long Bién cho t6i dugc nghi viéc riéng di nudc ngoai, cu thé nhu
sau:

Muc dich chuyén di: ........ooovviiiiiiieeeiinnnnsn, Pénnudc........ooviiieiiin

Thoi glan & NUGC NZOAT: «ouuvve ettt e e

T6i cam két chdp hanh quy dinh ctia Pang (néu 1a dang vién), phap luat cla
nha nudc trong thoi gian di ra nudc ngoai va thuc hién viéc nghi phép theo ding
quy dinh, thu xép viéc riéng dé khong lam anh hudng téi cong viée chung ctia co
quan, don vi.

Kinh d& nghi Thu truong don vi, Chu tich UBND phuong xem xét, giai
quyeét./.

Long Bién, ngay thang nam 20...
NGUOI XIN NGHI PHEP
(ki, ghi r6 ho tén)
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QT-006-THLB 1

‘QUY TRINH
QUAN LY HOQC SINH
(Ban hanh kém theo quyét dinh so6 35//QD-THLB ngay J0 /10/2025)

I. Muc dich.

Quy dinh céach thirc kiém soét cac hoat dong lién quan dén viéc tiép nhén hoc
sinh trong cac gio hoc, gid ban trl, quan 1i hoc sinh trong viéc dua, don tai Truong
Tiéu hoc Long Bién.

II. Pham vi ap dung.
CB, GV, NV, HS, CMHS Trudng Tiéu hoc Long Bién.
ITI. Trach nhi€ém ap dung, tai liéu tham khdo.

Trach nhiém 4p dung: Truong Tiéu hoc Long Bién, cac phong hoc, phong
chite ning, khu thé chét.

Tai liéu tham khao: Piéu 1& Truong Tiéu hoc, Quy ché lam viéc, Noi quy hoc
sinh nha truong.

IV. Thuat ngir va dinh nghia.
BGH: Ban gidm hiéu

TPT: Tong phu trach

NVYT: Nhén vién y té

GV: Giao vién

HS: Hoc sinh

GVCN: Gido vién chtii nhi€ém
GVBM: Giao vién bd mon
CMHS: Cha me hoc sinh

QLBT: Quén li ban tra
V. Noi dung Quy trinh:

. . S b ok % Nguoi
Cac bude | Thoi gian ; Noi dung e hign
Mo cong truong cho HS vao truong, bao
, Tu 7h dén | quat cong truong, quan li khong dé hoc
D? n HS 7h45 (T | sinh ra ngoai khu vue cong truong. \
dau 819 | the2 dén |+ CMHS dua con vao truong an toan, HS TPT,ABao
tai ; 3 . 5 ve
trus mg thir 6‘Ahang choi tu do trong khu vuc truong.
tuéin) + Bd phin Bao vé tryc ban quan sat tinh
hinh, huéng din HS, CMHS thyc hién theo

L0 PHURNG 7
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ndi quy truong hoc.

+ GV TPT, NVYT phdi hop xtt Iy cac su
viéc phat sinh lién quan t&i céng tdc an
toan cia HS trong qua trinh vui choi tu do.
+ HS di hoc som truéc 7h CMHS chiu
trach nhiém vé an toan cta con.

+ CMHS dua con dén cong truong, ding
ding vi trf quy dinh khéng vao truong (trur
nhing trudng hop dot xudt c¢6 y kién cua
GVCN va Bao v€ nha trudong dugc vao
truong)

+ Pbi véi 1 sb truong hop dic biét gia dinh
c¢6 don xin phép BGH duogc dua con dén
truong trudc 7h. Bao vé cho vao trudong
ngdi tai phong bao vé.

Quan li
gﬁ trong HS truy bai — GVCN quén 1i HS
hgl %;z;)n ‘ +’ Ghi st s? HS ?6 1n§1t, ‘Vén;g mat trén bang
va tham TIIA7h 45 | 16p, HS vang mat ghi Va0 s0 theo doi. | GVCN
gia cic dén 8h |+ GVCN cép nhat si s6 HS trén Enetviet
hoat Lién hé t6i GVCN hodac CMHS nhiing
d('jng. tai truong hop vang méat khong 11 do.
truong
- GV day céc tiét thyc hién didm danh HS | GV d&Y
trén EnetViet va cap nhat trén bang 16p néu lop
c6 thay d6i HS vang mat. Ghi tén HS vang
mit vao sd theo ddi, ghi nhiing truong hop
bét thudng hodc ndi dung luu y vé HS
+ GVBM, nhén vién thu vién lién hé voi
GVCN khi ¢6 nhiing HS ving mat, HS
nghi bat thuong.
8h-11h |+ Trudng hop HS vang mat khong co 1i do,
va GVBM, nhan vién thu vién bao truc tiép
14h - 17h | GVCN, GVCN truc tiép lién lac t6i CMHS

ndm bét thong tin cu thé vé HS, bao céo
nha trudng qua sb liéu diém danh hang
ngay (NVYT tong hop)

+ Céc truong hop HS do nhiing li do dot
xuét, xin vé sém trong ngay, CMHS c¢o
trach nhiém théng tin truc tiép GVCN,
théng nhit gitta GVCN - CMHS cam két
dam bao an toan cho HS.
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+ Céc truong hop HS co li do vé& mat sure
khée hodc TNTT can didu trj khan cap,
GVCN, GVBM phéi hop NVYT trao doi
ndm bat tinh hinh; GVCN, NVYT théng
nhét thong tin tryc tiép voi CMHS dén con
vé diéu tri, nha trudng phdi hop sat sao véi
CMHS dam bao an toan cho HS.

+ Céc truong hop CMHS giri thube cho HS
ubng, chi c6 GVCN duoc nhén, GVCN goi
dién trao d6i ki v6i CMHS vé viéc HS phai
ubng thudc, yéu cdu CMHS giri kém theo
don ctia bac si. Néu CMHS khéng minh
chimg du, GVCN yéu cdu CMHS doén con
vé nha dé diéu tri va khong cho HS ubng
thudc tai 16p.

+ Trong qua trinh HS tham gia hoc tap va
hoat dong tai truong, GVCN, GVBM phéi
hop chit ch& quan li HS tai cdc gio hoc
trong 16p, GVBM quén li HS tir phong hoc
van hoa lén phong bd mon, phéi hop
GVCN, NVYT xtr li kip thoi cac hién
tugng lién quan sic khoe ctia HS. (Néu
NVYT véng mgt (vi li do strc khoe, hodc
tap huén, dot xuat, ...) GVCN sg phéi hop
v6i CMHS dé xir 11 HS 6m, sbt, bi thuong
tich,... bao cédo voi BGH.

+ Trong gio’ ra chm, dau gio' hoc sang,
dau g10’ hoc chiéu: GV TPT c6 trach
nhiém giam sat hoat dong vui choi cia HS,
phéi hop sat sao véi GVCN, NVYT trong
xu li cac truong hop phat sinh lién quan
sttc khoe cia HS. Béao céo kip thoi BGH
v6i cac truong hgp TNTT phat sinh.

CMHS,

GVCN

NVYT,
GV

NVYT,
GVTPT,
GVCN

T 11h00
dén 13h40
(Ttr thtr 2
dén thir 6
hang tudn)

- GV quén ly ban trd 1én 16p nhén ban giao
tir GVCN, ki vao so theo doi HS.

+ Dém sd HS tai 16p.

+Pém s6 HS khi ngdi an.

+ Dém s HS khi ng.

+ Ghi vao sb theo di HS thira/thiéu HS

- BGH truc bao quat 100% cac phong hoc
bén tra, giam sat viéc GV quan li HS.

- Ban bén tru kiém tra si s HS tai phong
ngu theo lich.

GV,NV
cham soc
BT

R\

// S
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- Mot s6 hwu ¥ trong gid dn va ngi trua
cua HS:

+ GVCN (GV duge phan cong cham séc
ban tra) c6 trach nhiém quan ly hoc sinh an
toan; phbi hop chit ché gitta GV tréng trua
— GVCN — TPT — NVYT dam bao stc
khée va an toan cho HS.

+ Truong hop HS khong tham gia ban tra:
Bao vé truc giam sat HS ra vao cé)ng theo
quy dinh; truong hgp CMHS doén con dot
xudt phai c6 sy bao ldnh ctia GVCN.

Tra HS
\C:
CMHS
sau ngay
hoc tap
tai
truong

Tt 16h00
den 17h00

- Hoc sinh dang ki trong gift, dang ki hoc
cau lac by tai truong, GV phu trach day
CLB phai diém danh hoc sinh déu gid hoc
cubi gid hoc, lién hé v6i CMHS néu thay
HS ving khéng 1y do; c6 trach nhiém quan
I hoc sinh, ddm bao an toan trong subt thoi
gian day CLB.

- CMHS don con tai truong trong thoi gian
quy dinh. Mudn nhat sau 15 phat tinh tir
khi tan hoc.

- CMHS don con diing dung vi tri quy dinh
trong san truong.

- Truong hop qua thoi gian quy dinh sau
15 phat ma HS khoéng c6 CMHS don,
GVCN (GVBM) lién hé voi CMHS va xt
i tinh hudng theo thuc t& CMHS trinh bay.

GV day
CMHS
Béao vé

VI Hb so luu:

- Sb theo di HS do NVYT theo dai
- S theo di ban trd do GVCN quan ly
- Lich cong tac cuia BGH

- S lién lac dién tur
- Danh sach HS
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QT- 007 -THLB

QUY TRINH

CHUYEN TRUONG CUA HQC SINH
(Ban hanh kém quyét dinh sé: 391 /QD-THLB ngay£0/10/2025)

I. Muc dich:

Quy trinh, trinh tu, ndi dung :créch nhiérfx cfl,a cac CBGV lién quan tdi viée
thuc hién céc thu tuc hoc sinh chuyén di, chuyén dén.

II. Pham vi ap dung:

- Hiéu trudng, gido vién, CMHS, nhan vién van thu nha truong.

IIL. Tai liéu vién dén:

- bidu 18 truong tiéu hoc do Bo GD&DT ban hanh;

- Cér}g vén sb 23 70/SGDBT-QLT ngay 30/7/2(?21 cia S& GD&DT Ha Noi vé
viée chuyén truong, hoc lai va tiép nhan hoc sinh Tiéu hoc, THCS;

IV. Thuit ngit, ky hiéu:

+ Hiéu truéng (HT)

+ Pho hiéu truong (PHT)

+ Gido vién chti nhiém (GVCN)
+ Nhén vién van phong (NVVP)

V. Noi dung Quy trinh:

1. Trinh tu tiép nhén hoc sinh chuyén dén

TT Trinh tw Chii tri | Phdi hop Thoi gian Két qua
A . % Gi0 hanh chinh :

Bl | Nhan don xin chuyén HT NVVP, T Don cua

truong ciia CMHS PHT SR ovES

- Néu khong thude thoi

gian két thic hoc ki va

k?t thliC nam hoc: l‘3ao NVVP, G%or har‘lh chinh Cong vin
B2 |cdo lanh dao Phong| HT PHT cac ngay trong béo cdo

VHXH xem xét, quyét tuan

dinh va phan hoi dén

CMHS

- Hiéu truong truong co

y kién dong y ti€ép nhan

vao dorri, trlrrorng“ hqp Higu NVVP, i bon Xin
B3 | khong dong y phai ghi : Trong 1 ngay chuyén

a0 1 \ .o, | truong CMHS :

rd 1i do vao don va tra truong

lai don cho cha me hodc

nguoi d& dau hoc sinh.
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. Gii don cho nha Truong co | Sau khi HT noi | bon >§in
B4 . ; X CMHS | HS chuyén | dén dong y tiép | chuyén
truong noi chuyén di. : : ;
di nhan truong
- Nhan hd so cho hoc
sinh gdm:
+ Gidy ddng y cho hoc
sinh hoc chuyén trudng. | Hiéu Khi CMHS
B4 |+ Hoc ba. trudng, CMHS mang hd so | Hb so HS
+ Ban sao gidy khai sinh | NVVP dén
+ Bang két qua hoc tap
(d6i v6i HS chuyén
truong trong nam hoc).
T A . » PHT .
X&p lop cho hoc sinh.| Hiéu Trudne cb Trong 1 ngay o
BS | Xép lop cho HS trén| truong 1S ch f in khi CMHS dé | Phan mém
phin mém. NVVP i Y c6 dt hd so
2. Trinh tu gidi quyét cho hoc sinh chuyén di
TT Trinh tw | Cha tri Phoi hop Thoi gian Két qua
- Nhan don xin chuyén im 1 ;
gy |truong cia CMHS ¢6 §| 0 | NVVP, Gio hanh et | pon cia
kién ddng y tiép nhan PHT say Hong | cMmHS
. X Rk tuan
cua truong chuyen den.
- Tra hd so hoc sinh
gbm:
+ Hoc ba.
+ Ban sao gidy khai sinh
+ Bang két qua hoc tap
(dbi véi truong hop HS .
truong trong nam hoc). Hicu Hb so
B2 . X . e | truong GVCN Trong 3 ngay A%
+ Giay giéi thiéu VP phan mém

chuyén truong hodc don
xin chuyén truong c6
x4c nhan noi chuyén di

- Giai quyét thu tuc
chuyén truong trén phan

meém quan 1{ HS.

VI Biéu miu: Pon xin chuyén truong.

VIL Ho so luu:

+ Pon xin chuyén truong,

+ Gidy gi6i thidu chuyén truong.

+ 84 theo ddi hoc sinh chuyén di, chuyén dén.
+ Hd so hoc sinh.
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QUY TRINH

TO CHUC CAC HOAT DONG BAN TRU
(Ban hanh kém quyét dinh s6 351 /QD-THLB ngay,20/10/2025)

I. Muc dich.

Quy din}} cach thtrc kidm soét cac hoat dong lién quan dén viée vquén 1i, tiép
nhin thuc pham, chdm séc hoc sinh trong gio ban tru tai Truong Tiéu hoc Long
Bién.

IL. P6i twong ap dung.

CB, GV, NV bép, bao vé, HS tham gia cong tac ban tra tai Truong Tiéu hoc
Long Bién.

IT1. Tai liéu vién dén

- Nghi dinh sd 15/2018/ND-CP ngdy 02/02/2018 ctia Chinh phi vé viéc Quy
dinh chi tiét thi hanh mot so diéu ctia Ludt An toan thuc pham;

- Nghi dinh sd 155/2018/NDD-CP ngay 12/11/ 2018 ctia Chinh phi vé viée
stra doi, bo sung mot s6 quy dinh liér} quan déen diéu kién dau tu kinh doanh thudc
pham vi quén ly nha nuéc cua B y té.

-Nghi dinh sd 124/2021/ND-CP ngdy 28/12/2021 cta Chinh phi veé viée
“Stra @61, bo sung mdt so dieu cia Nghi dinh so 15 5/2‘018/ND—CP ngé}: 04/9/2018
cta Chinh phti quy dinh x{ phat vi pham hanh chinh vé an toan thyc pham

- Piéu 53 Luft an todn thyc phém va Quyét dinh 39/2006/QD-BYT ngay
13/12/2006 vé ban hanh “Quy ché diéu tra ngd doc thuc pham”

- Quyét dinh sd 1246/QD-BYT ngay 31/3/2017 cha Bo y te ban hanh “Hudng
dan '[,hL_l’C hién ché dd kiém thuc ba budc va luvu mau thirc an doi véi co s& dich vu
an uong.

- Chi thi s6 38/CT-TTg ngay 11/10/2024 ciia Thi tuéng Chinh phi vé viée
ting cuong phong nglra ngd ddc thuc pham;

- C4c vin ban huéng dan dam an toan phong chéng dich trong trudng hoc.

IV. Thuat ngir va dinh nghia.

- BGH: Ban giam hi¢u

-GV, NV: Gido vién, nhan vién

- NDTP: Ngo doc thuc pham

-NVYT: Nhén vién y té

- QLBT: Quan ly ban trt

- NSX: Ngay san xuét

- HSD: Han str dung
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V. Noi dung Quy trinh:

cAp
BUGC

THOI GIAN

NOI DUNG

THU'C
HIEN

A.

Kiém soat an toan thwe pham

1.

Kiém soat quy trinh ché bién (Theo QP 1246/QD-BYT ngay

31/3/2017)

Buwoc 1:
Kiém tra
trude khi
ché bién

T 6h00 dén
6h30

- Kiém tra thyc phidm truéc khi dua vao
truong hoc: Yéu cdu thuc phém theo cam
quan tuoi ngon, du sd lugng ghi trong héa
don, ro NSX, HSD.

- Thuc phém kho: did nhan mac, NSX, con
HSD.

- Kiém tra, danh gia tinh trang cam quan vé
chét lugng, an toan thuc pham cla tung loai
thuc phdm nhép vao bao gbm mau sac, mui
vi, tinh nguyén ven ctia san pham...

- Théng tin kiém tra trudce khi ché bién dugc
ghi chép vao Méu sé 1: Mau biéu ghi chép
kiém thuc ba buéc.

GV, NV
duoc
phan
cong
nhan
thuc
phidm

Buworc 2:
Kiém tra
trong
qua trinh
ché bién
thirc an

Tu 7h30 dén
8h30

- Kiém tra diéu kién vé sinh tir thoi diém bat
dau so ché, ché bién cho dén khi thirc &n
duoc ché bién xong:

+ Nguoi tham gia ché bién: C6 trang phuc
riéng, mil, khau trang, gidy dép riéng khi vao
khu vuc che bién, st dung gang tay dung 1
14n khi tiép xtic thuc pham chin.

+ St dung dung cu ché bién, chia dung thuc
phdm séng va chin, noi dé thuc pham chin va
song...

+ V& sinh khu vuc ché bién va phu tro: San
nha, thoat nudc, thung rac...

- Panh gi4 cam quan moén an sau khi ché
bién: trong qué trinh so ché, ché bién, néu
phat hién nguyén li€u, thirc an c6 biéu hién
khac la (mau séc, mui vi...) can dugc kiém
tra, danh gia va loai bo thuc pham, thtrc an va
ghi 16 bién phap xu ly.

- Ghi chép ngay gio bat dau va két thiic ché
bién ctia ting mon an.

- Céc thong tin kiém tra trong qua trinh ché
bién thirc dn (Budc 2) duoc ghi viao Mau sb
2, MAu biéu ghi chép kiém thuc ba budc.

NVYT,
GV,
PHHS,
nha bép

Buoc 3:

T 10h30

- KT viéc chia thic dn, khu vuc bay thire an.

NVYT,
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Nz\ e @z g7

Kiém tra | dén 11h00 |- KT c4c mén an dbi chiéu voi thuc don bita| GV,
trude khi in, vé sinh bét, dia, dung cu &n ubng, dung cu | PHHS,
an che ddy, trang thiét bi phuong tién bdo quan | nha bép
thirc &n (P& v6i thye pham khong dn ngay).
- Panh gia cam quan vé cac moén an, truong
horp mén &n ¢ dau hidu bét thudng hodc mui,
vi la thi phai bédo cdo BGH dé c6 bién phap
xtr 1y kip thoi va ghi chép cu thé.
- Céc thong tin kiém tra trude khi &n (Bude
3) dugc ghi vao Mau s6 3, Mau biéu ghi chép
kiém thuc ba bude.
2. Luwu mau thire in (Theo QP 1246/QD-BYT ngay 31/3/2017)
Bude 1: - Dung cu luu mAu thic dn phai cé nap day
Chuéinbi| .. .. |kin, chia duge it nhit 100 gam doi véi thirc
dung cu 1Av mAu an kho, dac hodc 150 ml doi véi thirc an léng. | NVYT
luru mau 4 - Dung cy lay miu, luu miu thirc dn phai
thirc an duogc rira sach va tiét trung trude khi st dung.
- Mdi mén #n dugc ldy va luu vao dung cu
luu miu riéng va duoc niém phong. MAu thirc
an duoc léy trude khi bat dau an hodc trudce
] khi van chuyén di noi khac. Mau thirc in
B}ro’c % * | 10n30° hang | duge luu ngay sau khi léy.
Lay mau \ A e NVYT
thitc &n ngay - Luo’ng mau thirc an: ,
+ Thic &n ddc (cic moén xao, hdp, ran,
ludc...); rau, qué an ngay (rau sbng, qua trang
miéng...): toi thiéu 100 gam.
+ Thirc &n 1ong (stp, canh...): ti thiéu 150ml
Buée 3: | Céc thong tin vé miu thire an luu duoge ghi
Ghi Ghi khi ldy | trén nhin (theo MAu s6 4 Phy lyc 2: MAu biéu NVYT
théng tin mau lwu méu thtc an va hiy mau thirc &n luu) va
mau luu c¢d dinh vao dung cu luu mau thire #n.
1. Mau thtc &n duge bio quan riéng biét vai
céc thyc phdm khac, nhiét d6 bao quan miu
, thirc an luu tir 2°C dén 8°C.
Bude 4: x z ;
Bio 10h30° han 2. Thoi gian luvu mau thire an it nhat la 24 gio
g
quén | ngy dén sau ké tir khi 14y mAu thire an. Khi c6 ngh1 ngo
x . "o | ngd doc thyc pham hodc c6 yéu cau cua co NVYT
mau 10h30’ ngay
thite &n hom sau | duan ,quan.ly thi khong dugc hity mau luu
Tl cho dén khi c6 thong bao khac.

3. Thoi gian ldy va thoi gian huy mau luu
theo Mau so 5 Phu luc 2: Mau biéu luu mau
thirc dn va hiy mau thire an luu.
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Xit 1i ngd doc (Piéu 53 Luat an toan thyc pham va QD 39/2006/Qb-
3. BYT ngay 13/12/2006 v€ ban hanh “Quy ché difu tra ngd doc thuc
pham”)
- Khi phat hién tir 2 ngudi co triéu chung
gidng nhau gdm chong mit, dau dau, tiéu
chay, bl}on nén, nén, dau bung, khé chiu, sét
hodc mat nudc...thong bao ngay cho y t€ nha | Nguai
Budée 1: Tai thoi | truong va BGH. phat
Phat diém phat |- Y té nha truong thong bdo ngay cho y té dia | hién,
hién hién phuong; dong thoi, dung cac loai thic an YT,
nghi ngd doc thuc pham BGH
- Gift lai mau thirc &n luu (niém phong)
- Phéi hop véi YT dia phuong diéu tra
nguyén nhan ngd doc thyc pham.
* Ra sodt toan by bénh nhén, to chirc so
cap ciru.
- Phéi hop v6i YT dia phuong khan truong
A A 5 5 : . A A BGH,
gdy non cho bénh nhan. (Luu y: Chi gdy ndn NVYT
Buwoc 2: khi bénh nhan tinh, trudong hop bénh nhan on t’
Chuan | Ngay sau khi | hén mé tuyét doi khong gdy non vi dé gay sdc &Y
f s v 8 5 4% s Hoa Stia,
doanva | phathién | vatdc tho) vt
so cuu - P8 ngudi bénh nam nghi, hoa 1 gbi orezol hut
A S5 T X E1n x 3B z, | phuong
roi cho nguoi bénh uong de bu va chong mat IB
nuac.
* Pidu tra xr Iy khai thac bita dn va thtic &n
lién quan
HT,
Bude 3: - Sau khi so ciru, phén loai, lién hé véi bénh | NVYT,
Llil:%(;,lché. Sau khi bao | vién gan nhat dé bénh nhan dugc xu ly tiép. Cong ty
banh caoy té - Nha trudng cung cip sudt an nghi ngo gay | Hoa Sita,
vian phuong ngd doc. YT
' - Luu gitt mau thire #n. phuong
LB
Buoérc 4:
Xét y Trong vong 2h gitt mau thirc &n con lai sau NVYTL,
e Trong vong |, . = : e A n X YT
nghiém bita dan nghi NDTP gui xét nghiém. Cong bd e
% 2h Lo " . phuong
mau suat ket qua xét nghiém sau 10 ngay. NT
an
Buée 5 - Néu thirc an khong chira Ché}t gay ngo doc, | BGH,
Il;hgc " | Saukhicd |nha truong tiép tuc xa li, khdac phuc NDTP | cac BP
hue vu két qua xét | khong ro nguyén nhén. ’ co lién
leif)TP' nghiém - Néu thtrc @n chia chat gdy NDTP: ti€p tuc | quan;
viéc xur li, tim ra nguyén nhéan, khac phuc, | Cong ty
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B W W il

chiu trach nhiém. Tim ngudn nhiém va ngin ché’,bién
chén tai phat NDTP. suat an
Hoa Stia
B. Quan li hoc sinh ban tra
Budce 1 11h dén - GV, NV cham soc ban trﬁNnhén HS trén 16p, Slglr;ql\s?c
11h10 ki s0 ban giao HS; hudng dan HS rura tay. ban tri
an tru
- 'IZ-IS ngoi vao ban an theo vi tri quy dinh, BGH
) diém danh. Miry
Bude 2 11h10 dén - Chia corAm, canh cho HS, ddng vién hoc sinh GV; NV
11h40 an het suat. : chim séc
- HS bao cdo GV khi da &n xong, dé khay vao bén tri
dung noi quy dinh, hoc sinh choi nhe nhang.
- Hoc sinh 6n dinh vi tri nam trong 1&p.
- BGH truc, GV, NV truc quén 1li hoc sir~1h BGH
11h40 dén trong céc 16p, nhac nhé hoc sinh nghi tai cho. truc,
Buéc 3 11h50 - GV, NV diém danh hoc sinh trudc gio ngd. | GVNV
Quan sat, phat hién nhiing truong hop hoc | cham séc
sinh c6 biéu hién bat thuong vé stic khoe, bdo | ban tra
cao BGH truc.
£ - GV, NV quan li hoc sinh ngu trua - BGH B
. 11h50 dén ’ . I ; . o .| GVNV
Budc 4 truc bao quat 100% cac phong ngl, giam sat| ..~
13h30 A g un 1 . cham séc
viéc giao vién quan li hoc sinh. .
ban tra
- Hoc sinh day theo 1~ich trong ,
X - Gido vién huéng dan hoc sinh cat goi, chdan, | GVNV
. 13h30 den E 0 a e s ; . 5 g
Budc 5 13h40 gap lai mat ban, chinh lai trang phgc cho hoc | cham s6c
sinh. Quan li hoc sinh dn qua chi€u, dé gon | ban tra
rac theo quy dinh.
: 13h40 dén . o ‘
Budc 6 14h00 - Hoc sinh vui choi nhe nhang GV
VI. Hb so luu:

- HO so nédng luc cia cong ty TNHH ché bién suat an Hoa Stra

- Hd so ban trG cta nha truong gom:
+ C4c vin ban chi dao vé cong tac BT, ATTP, PCDB...
+ Quyét dinh thanh 1ap Ban chi dao cong tac béan tr

+ K& hoach bén tra

+ 86 quan 1i HS tich hop nhat ki ban tra
+ 86 kiém thyc 3 budc

+ Hé thong tu bién ban kiém tra ctia nha truong va bién ban kiém tra cac cap

(néu co)
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_ QUY TRINH ‘
RA DE KIEM TRA PINH KY
( Ban hanh kém quyét dinh sé 351 /QD-THLB ngay.20/10/2025)
I. Muc dich
- Quy dinh cach thuc ra dé, duyét dé kiém tra dinh ki tai Truong Tiéu hoc

Long Bién.

- Nang cao chét luong dao tao cho Nha truong, dam bao tinh chinh xac, cong

bang trong cong tac danh gia két qua hoc tip ctia nguoi hoc.

IL. P6i twong ap dung

Ban giam hiéu, t0 trudng chuyén mon, gido vién, nhan vién tai Truong Ti€u

hoc Long Bién.

III. Tai liéu vién dan

Théng tu 27/2020/TT-BGDDT ngay 04/9/2022 cia B6 GD&BT Quy dinh

danh gia hoc sinh tiéu hoc.

IV. Thuat ngir va dinh nghia
BGH: Ban giam hiéu

GV: Giao vién

VP: Vian phong

KT: Kiém tra

KTPK: Kiém tra dinh ki
TTCM: t6 trudng chuyén mén

V. Nogi dung Quy trinh
TT Trinh tu thﬁ%‘;‘;’én Phéi hop | Thoi gian | Két qua
Gitra ki I,
A : z II (trudce
B1 ﬁfénievﬁ?ﬁﬁ is Toan, TE%M PHT | khikiém | D&KT
' a ’ tra it nhat
1 tudn)
Cudi hoc
Ra d& KT PK mén Toan, TT(,:M ki .I va
Tifng Vigt 1op 1,2,3,45.| LLom custnalt 1,
i e A ph O G trudng PHT hoc (trudéc | Dé KT
Khoa, st, Pia 16p 4,5; Tin ; . ,
hoc, Tiéng Anh 6p 3 4.5, | 10 fent KT 1t
" > hoc nhat 1
tuén)
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Yéu cau: Bé KTPK phu
hop vai yéu cau can dat va

cac biéu }}ién cu thé vé cac| TTCM,
thanh phan nang luc cua cac
x X r e o \ PHT
mon hoc, gom céc céu hoi, | truong
bai tap d}rqc thiét ké theo | nhom CM
ma tran dé vdi cac muc quy
dinh tai TT27.
P intomg. chayen mon Trubokhi |
B2 nép @& cho PHT, PHT ra PHT TTCM K{ ‘1;1 gilat be KT
duyét, ki nhay.
Ph6é hiéu trudng ndp dé Sau khi
KTPK cho hiéu trudng TICM | P&KT da
duyét va tham muu duyét PHL TTCM nop 1-2 ki nhay
de. ngay
Hi¢u trudng xem ky noi
dung, hm,h t%lu’c cua mo (36 Sau khi
KTDK c6 dam bao yéu cau PHT 16 .
theo quy dinh, néu c6 stra| HT PHT L 9P KT
~ . Be o s de 1-2
chita thi trao do6i voi nguol o
bién soan dé hoan thién dé i
thi chinh stra hoan thién.
be KTDK sau khi duyét
sine cho van Shong. bio Tradokhd |
B3 | quéan va in sao (néu 1a d&| HT, VP PHT Knrl;l?let DedlIl(Tétda
KT tryc tiép) hodc trao cho nod ye
GV Tin hoc (dé KT truc gay
tuyén).
A A Trudc khi | Béan sao
B4 | In sao dé KTDK truc tiép. VP BGH KT 1 ngdy | d& KTPK
Str dung d& KTPK: Tiglee Kl
< . . . r | KTBK
- Van phong ban giao dé 20’ Bt b
B5 | KTPK cho PHT phu trach. . A
: - Trude khi | dé KTBK
- PHT phu trach ban giao KTDK
cho GV coi KT. 10°
VI. Ho so luu

Pé kiém tra dinh ki chinh thirc do hiéu truéng duyét.

SNV THUENN
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QUY TRINH

TO CHUC PANH GIA LAI VOI HQC SINH CO PIEM KTPK CUOI Ki I
VA CUOI NAM BAT THUONG.

(Ban hanh kém theo quyét dinh sé 3% /QP-THLB ngay.2V /10/2025)

I. Muc dich:

QT- 010 -THLB

Quy trinh quy dinh trinh ty, ndi dung, trach nhi€ém cua cac can bd gido vién
lién quan téi viée t6 chic danh gia lai bai kiém tra dinh ki cudi ki I va cudi nam

hoc ctia hoc sinh khi ¢ hién tugng bat thuong.

I1. Pham vi ap dung:

Ap dung sau ki kiém tra dinh ky hoc ki I va cudi nam hoc.

III. Tai liéu vién din:

Cin ct Thong tu 27/2020/TT-BGDDT ngay 04/9/2020 vé Quy dinh dénh gia

hoc sinh tiéu hoc.
IV. Thuat ngir va dinh nghia
- HT: Hiéu trudng
- PHT: Pho hiéu truéng
- GV: Gido vién
- VP: van phong
- TTCM: t trudng chuyén mén
V. Noi dung Quy trinh

Newol | 555
TT Trinh ty thuce Thoi gian Két qua
A hop
hién
Gido vién bao cdo TTCM vé
tr}l.'ong. h?p bat t}.m'orng Atrong Khi théy hién V,an b’an
bai thi cua hoc sinh mén do £ bao céo,
B1 X .r 3 9 GV | TTCM tuong bat ; :
minh giang day bang vén thusn minh chimng
béan, kém theo minh ching & bat thuong
ve su bat thuong
Sau khi nhéan
T:FCM b?o cao Hiéu trudng TTcM | HOT du,(_)c van kzan
de xin chi dao bdo cao cua
GV
Hiéu trudng to chuc hop véi PHT,
B2 Pho Hi€u trudng, T trudng HT TTCM Sau 1 ngay Bién ban
to chuyén phu trach khdoi, khoi nhan hop
gido vién dugc phan cong phu
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chidm bai ctia hoc sinh dién
diém bat thuong xac dinh
tinh chinh xdc va phu hop
ctia minh chirng do gido vién
cung cap.

trach,
GV

chdm

bai HS

B3

Hiéu trudng ra quyét dinh to
chirc kiém tra lai hodc khong
kiém tra lai dé tra 1oi viée
gido vién bao cao. Truong
hop k1em tra lai thi quyet
dinh can r3 ndi dung vé thoi
gian, dia diém, phan cong
thuc hién cac nhiém vu: Ra
dé, duyét dé kiém tra lai,
trong, chdm bai kiém tra lai.

HT

PHT,
VP

Sau khi hop

Quyét dinh

B4

Hiéu truong ban hanh thong
bao cong khai t6i gido vién
toan truong, tdi phu huynh
hoc sinh nhiing trudong hop
kiém tra lai do bat thuong.
Thiét 14p ho so cong khai.

HT

VP

Sau khi hop 1
ngay

Hb so cong
khai (thong
béo, bién
ban, minh
ching cong
khai)

BS

Hiéu truong tlep nhan phan
hdi, giai quyét y kién phan
hdi sau cong khai.

HT

Trong thoi gian

cong khai

B6

Hiéu trudng td chic tién
hanh kiém tra lai theo phén
cdng trong quyét dinh.

HT

Thanh
vién
dugce
phan
cong

Sau khi hét
thoi gian cong
khai khéng co6

v kién phan hoi

B7

Hiéu trudng ban hanh thong
b4o cong khai t6i GV toan
truong, t6i cha me hoc ‘sinh
két qua nhiing truong hop
kiém tra lai do bat thuong.
Thiét 1ap hd so cong khai.

HT

PHT,
TTCM,
VP

Sau khi ¢6 két
qué kiém tra lai

Hb so cbng
khai (thong
béo, bién
ban, minh
ching cong
khai)

B8

Hiéu trudng tlep nhén phan
hdi, giai quyét y kién phan
hdi sau cong khai.

HT

Trong thoi gian

cong khai

B9

Str dyng két qua kiém tra lai
lai dé danh gia HS theo quy
ché. Luu ho so danh gia lai.

HT

GV phu
trach

Sau khi hét
thoi gian cong
khai khéng c6
y kién phan hoi

VI. Lwu hd so: Toan bd hd so theo cac bude trong ndi dung quy trinh

i

T
LOA

1
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QUY TRINH

QT-011-THLB

THUC HIEN CAC KHOAN THU TRONG NHA TRUONG
(Ban hanh kém theo quyét dinh s6 3%) /QD-THLB ngay 0 /10/2025)

1. Muc dich

- Quy dinh céc chting tir can thiét khi l4p phiéu thu, chi nhim dam bao su thu
chi, hop phap, nhitng ching tir yéu cau thanh toan khéng pht hop véi tiéu chuén

kiém tra s& dugc nhan biét va xtr Iy kip thoi.

- Lap phiéu thu, chi theo dting ché d6 ké toan.

2. Pham vi ap dung: Tt ca cac bo phan trong truong.

3. Tai liéu tham khao
- Tiéu chuin ISO 9001 — 2000

- Luat ngan sach

- Nghi quyét s6 03/2024/NQ-HDND ngay 29/3/2024 ctia HDND Thanh phd
quy dinh danh muc céc khoan thu va murc thu, co ché quan 1y thu chi d6i véi cac
dich vu hd tro hoat dong gido duc, dao tao dbi véi co s& gido duc mam non, gido

duc phd thong cong 1ap ctia thanh phd Ha Noi
- Quy ché chi tiéu ndi bd clia nha trudng
4. Thuit ngir va viét tat
- HPTC: Hoa don tai chinh
- HT: Hiéu trudng
- TTCM: Tb trudng chuyén mon
- PNK: Phiéu nhép kho
- HDMB: Hop ddng mua ban
- HPKT: Hop ddng kinh té
- BGH: Ban giam hiéu
- KT: Nhan vién ké toan
- TQ: Thu quy
- VP: Vian phong
- CMHS: Cha me hoc sinh
- GVCN: Giao vién chi nhiém
5. Noi dung quy trinh
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TT Trinh tu Chii tri | Phdi hop | Thoi gian | Két qua
I | Quy trinh théa thuin
gy | Hop BGH tri?:n khai ké hoach BGH _— 01 budi | Biénban
thu chi dau nam hoc hop
Hop BGH véi Ban dai dién BGH,
CMHS truong va Ban dai dién Dai q Bién ban
B2 | CMHS 16p + gido vién chu dién KT 01 budi ho
nhiém 16p trién khai ké hoach | CMHS, P
thu chi trong ndm hoc GVCN
Hop hoi df“mg gido duc nha BGH, 7 Bién ban
B3 | truong trién khai ké hoach thu GV, KT, VP 01 buoi ho
chi trong nam hoc NV P
- Hop CMHS tai timg 16p hoc
trién khai vé k& hoach thu chi
trong nam hoc va lay y kién
théa thuan CMHS céac khoan | GVCN, q Bitn ban
B4 | thu trong ndm hoc CMHS 01 budi ho
- GVCN cam két nhét trf va 16p P
thuc hién nghiém tac, ding
ndi dung, quy trinh da théng
nhét.
Té’ng hop phiéu thoa thuén, GVCN q Phiéu té)r}g
B5 | thong nhat mirc thu cac khoan KT. T Q’ VP 01 bu6i | hop, phiéu
thu khéc va thu thda thuan. ’ théa thuan.
Théng bao thu dén CMHS vé
céc khoan thu, mirc thu, hinh ; Thong bao
i thtrc thu, thoi gian, sau dé GVCN | KT, VF 05 nghy thu.
thong bao thu.
X4y dung bo sung quy ché chi KT, Quy ché
B7 | tiéu ndi bd va thong qua hoi HT CB,GV, 02 ngay | chi ti€u noi
nghi CBVC (néu co thay ddi) NV bd
Ké hoach
thu chi
Thuc hién cong khai theo duogc phé
BS | Thong tu s6 09/2024/TT- HT KT, VP 15 ngay duyét.
BGDDT Thong bao
thu chi.Céc
VB thu chi.
II. | Quy trinh thanh quyét toan
Phicu dé
Tiép nhén dé nghi thu chi, Cé nhan xuét Gidy
B1 | chimng tir kém theo y/c chi KT lia 05 ngay | BDNTT, hoa
% ién quan
tién. don, hop
dong,...
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B2

Tham muu gidy d& xuét, gidy
de nghi thanh toén.

KT

Canhan
lién quan

01 ngay

Gidy dé
xuét (01
ban);Gidy
dé nghi
thanh toan
(01 toan)

B3

Chu tai khoan ky gidy dé xudt,
giay de nghi thanh toén

HT

Ca nhan
lién quan

02 gio

B4

Hoan thién ho so.

KT, TQ

Ca nhan
lién quan

02 gio

PDX, Giay
DNTT, hoa
don, hop
dong, ...

BS

KT kiém tra ching tlr, thuc
hién thu tuc thanh toan theo
quy dinh, trinh Chu tai khoan
phé duyét gui kho bac dé
thanh toan

Bo
phan tai
chinh

Céa nhan
lién quan

03 ngay

Chuyén
tién khen
thudng vao
tai khoan
nguoi dé
nghi thanh

toan.

B6

Chi tra tién

KT

Céa nhan
lién quan

01 ngay
ké tir ngay
nhan duogc

kinh phi

Danh sach
chuyén
khoan c6
da cac
khoan dé
nghi thanh
toan va chit
ky cta
nguoi lap
bang ke,
phu trach
don vi.

6. HO so lwu: Toan bd hé so theo cac bude trong ndi dung quy trinh
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QT-012-THLB

o QuYTRINH
TIEP NHAN CAC KHOAN TAI TROQ
(Ban hanh kém theo quyét dinh s6 39/ /QD-THLB ngdy 20 /10/2025)

1. Muc dich

Quy trinh, trinh ty, ndi dung trach nhiém cia cac b phan, ca nhén lién quan
trong to1 viée tiép nhén tai tro dugc thuc hién tai Truong Tiéu hoc Long Bién
phuong Long Bién.

2. Pham vi ap dung

Ap dung trong Truong Tiéu hoc Long Bién

3. Tai lién vién din

Thoéng tu 16/2018/TT-BGD BT nge‘l}/ 03/8/2018 cﬁa,B(f) GD&DPT quy dinh vé
tai tro cho céc co sé giao duc thude hé thong gido duc quoc dan.

4. Thuit ngir va viét tat

- VHXH: Van hoéa x4 hoi

- KT, HT&DT: Kinh té, Ha ting va D6 thi

- HT: Hiéu trudng

- CMHS: Cha me hoc sinh

- KT: Ké toén

5. Noi dung Quy trinh

Phéi

TT | Trinh tw Chi tri hop Thoi gian | Két qua
B1 | Van déng tai tro '
x X n Khi x4c dinh
j AXay‘.dung kit Iogoh v HT ndi dung can | Vin ban
dong tai trg <
duoc tai trg
Phong
- Bao cdo UBND phuong V}I?<H’ ! tAu an sau k};u
% 5 1,4 Phong xdy dung ké
phé duyé¢t ké hoach KT hoach
HT&DT '
B2 | Tiép nhén tai tro
HT, . e 1 R
o thanh Ban 3 ngay sau | Ty giai the
- Thanh lap t0 tiép nhan tai vien dai khi ke hoach sau khi
trg Am: dién dugc phé | hoan thanh
fiién' CMHS duyét nhidm vu
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tich,
ban dai
dién
CMHS
Ngéan
hang
7 ) T4 tip (néu Tuy thudc
- T6 chirc tiép nhan tai trg . duoc | bén tai tro lua
nhan g 3
tai trg | chon phtu hop
bang
tién)
B3 | Quan li sit dung
- Lap ké hoach sir dung tai HT Sau khi tiép Thong béo
trg nhén 1 tuan | cong khai
- ALép l')Aéo cé? quy‘ét toér‘l B phin
cong viéc hoan thanh va L - n i
A Tl Ry palie tai Sau khi tiep | Thong béo
niém yet cong khai ( doi véi ’ X ~ A n .
. Ll > i .~ | chinh ké nhéan 1 tuan | cong khai
cac tai tro la kinh phi xay tosn
dung cong trinh)
- Duy tu stra chita, bdo dudng HT KT, Thuong Hb so
cong trinh dugc tai trg CMHS xuyén cong viéc
- Thuclhién theo di trong 6 KT Ho6 so
sach ké toan cong viéc
B4 Bao cao tai chinh va thuc
hién cong khai
- Thuc hién bao cao quyét KT
tqan tai chinh theo ki va theo HT CMLS Vién ban
nam
Phong
- Thim tra, phé duyét quyét KT, 1 tudn sau khi Vin ban
toan véi khoan tai tro HT& trinh ho so
DT
3 ngay sau ‘
- Cong khai bao cao tai chinh HT V‘a i i nl}e_m }}O AHO SQA
phong so da phé cong viéc
duyét

6. Hd so lwu: Toan bd hd so theo céc bude trong ndi dung quy trinh
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QUY TRjNH GIAM SAT CONG TAC BAN TRU
CUA CHA ME HQC SINH (CMHS)
(Ban hanh kém theo quyét dinh s6 35) /QD-THLB ngay o2V /10/2025)

I. MUC PIiCH

- Tang cudng tinh minh bach, khach quan trong c6ng tac to chirc ban tru.

- Pam bao an toan thyc phim, chét lwong bita in, quy trinh phuc vy hoc sinh.

- CMHS cuing nha trudng ning cao chét lugng chiam séc hoc sinh.

II. NGUYEN TAC CHUNG

1. CMHS tham gia gidm sat trén tinh than tu nguyén, khach quan, xay dung.

2. Khéng quay phim, chup anh trong sudt qua trinh gidm sat dé tranh viée str
dung hinh anh sai myc dich.

3. Cac y kién, nhan xét, gop y duoc ghi chép vao s6 nhat ki gidm sat ban tra
do nha truong quan L.

4. CMHS chi duoc vao khu vuc bép, khu dn ban tr khi ¢6 sy ddng ¥ ctia
Ban giam hi¢u (BGH).

II1. QUY TRINH GIAM SAT CU THE

Thoi gian Noi dung giam sat Hoat dong cu thé
6h30 - 6h45 (Bwoce 1) - Kiém tra viéc nhén thyc pham séng.
Giér,n sé}t truée khi | - Dbi chiu chung loai, gidy to, chimg tir
che bién thic an | kém theo.
- Panh gia tinh trang cam quan: {néu sic,
mui, do tuoi, do sach cda thuyc pham.
7h00 - 10h00 (Buére 2) - Quan sat v& sinh bép’, trang phuc va tac
Gidm sét trong phong cuia nhan vién cap dudng.
qué trinh ché bién | - Pénh gia cdm quan moén dn sau ché
bién.
- Theo ddi viéc ghi chép thoi gian bét dau
va két thtic ché bién.
10h00 -10h20 (Budre 3) - ;z)éi chiéu thyc don, dinh luong so véi
Gidm sat ké hoach.

trude khi an

- Quan sat viéc chia thirc &n, vé sinh dung
cu an uéng.

- Pénh gid cam quan moén an (dd nong,
mui vi, trinh bay).

10h00 -10h20

- Kiém tra quy trinh luu mdu diung quy

(Bude 4)

Qs 1@ 1

m»

L\ PR,
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Giam sat luu mau | dinh (24h).
thire an - Dam bao c6 dan nhd3n ngay, gio, tén
mon an 1o rang.
10h35 -11h15 (Bude 5) - Quan sat gido vién cham soc ban tra

Giam sat khau phuc
vu va cham soc

nhan, chia thirc an cho hoc sinh.

- Kiém tra an toan, trat tu, vé sinh trong

ban tra gio an.
- Theo doi thai d6 phuc vu va mace do hoc
sinh #n hét khau phan.
13h00 -13h40 (Buére 6) - Theo d3i quy trinh nhén, kiém tra, chia

Giam sat viéc
giao nhan qua chiéu

qua chiéu.

- Panh gia vé sinh, chat lugng thuc phém.

IV. HINH THUC VA LICH GIAM SAT
- Buéc 1 (Truéce khi ché bién): CMHS mdi khéi 16p giam sat 01 tudn, theo

lich ddng ki do nha trudng tong hop.

- Budc 2 => 6 (Cac budc con lai): CMHS c6 thé tham gia theo doan (dang ki
v6i Ban Dai dién CMHS nha trudng dé xép lich) hodic giam sat dot xuét.

- Giam sat dot xuat:

(1). CMHS xuit trinh thé can cudc qua ting dung VNelD tai phong bao vé.
(2). Goi dién cho GVCN va BGH dé x4c nhan 1a CMHS cua 16p.
(3). Sau khi xac nhan, CMHS dugc phép vao khu vuc gidm sat.

V. LIEN HE KHI GIAM SAT

- C6 Nguyén Ngoc Ha - Pho Hiéu truéng: 0904 888 726

- C6 Bang Thi Mai Huong - Pho Hiéu trudng: 0936 606 668

VI. GHI NHAN VA PHAN HOI

Tt 07é céc ¥ kién, nhan xét, dé xuét cia CMHS trong qua trinh giam sat dugc
ghi vao “So nhét,ki gi,e'un sat ban tra CMHS” ‘tai van ‘phbng nha truong. Nh‘é trufzng
va don vi cung cap suét an s& xem xét, phan hoi va dieu chinh kip thoi khi can thiét.

VIIL. KHUYEN KHICH

- Nha truong khuyén khich CMHS chil dong tham gia giam sat dot xuét dé

tang tinh khach quan.

- Viéc tham gia gidm sét 1& quyén va trach nhiém cia CMHS trong viéc clng
nha truong cham lo dinh dudng, stc khde hoc sinh.

- Ghi chia: CMHS cin dén dang gio, tudn thil quy dinh vé sinh an toan thuc
phim, n6i quy nha trudng, va hop tic cling cdn bd, nhan vién bép an trong sudt qua

trinh giam sat.
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QUY TRINH GIAM SAT CONG TAC BAN TRU
CUA CHA ME HQC SINH (CMHS)
(Ban hanh kém theo quyét dinh s6 304/QD-THLB ngayZ0/10/2025)

I. MUC PICH

- Tang cuong tinh minh bach, khach quan trong cong tac td chirc ban tra.

- Bam bao an toan thuc phém, chét luong bita an, quy trinh phuc vu hoc sinh.

- CMHS ciing nha trudng ning cao chét lugng chiam séc hoc sinh.

II. NGUYEN TAC CHUNG

1. CMHS tham gia gidm sét trén tinh than ty nguyén, khach quan, xay dyng.

2. Khong quay phim, chup anh trong sudt qua trinh giam st dé tranh viéc str
dung hinh anh sai muc dich.

3. Céc y kién, nhan xét, gép y duge ghi chép vao s6 nhat ki giam sat ban tra
do nha truong quan li.

4. CMHS chi duoc vao khu vuc bép, khu dn ban tri khi c6 su dé)ng y cia
Ban giam hi¢u (BGH).

I1I. QUY TRINH GIAM SAT CU THE

Thoi gian Noi dung giam sat Hoat ddng cu thé
6h30 - 6h45 (Bwoe 1) - Kiém tra viéc nhan thyc pham sbng.
Giagm sat trude khi | - DSi chiéu chung loai, gidy to, ching tir
ché bién thirc an kém theo.

- Panh gia tinh trang cdm quan: mau sac,
mui, do tuoi, dd sach cia thyc pham.

7h00 - (Buoe 2) - Quan sat vé sinh bép, trang phuc va t’ii\
10h00 Giam sat trong phong cta nhan vién cap dudng. 2
qué trinh ché bién | - Panh gia cAm quan mén 4n sau ché biép > )
- Theo dai viée ghi chép thoi gian bit €3

va két thuc ché bién.

10h00 - (Bwére 3) - Pbi chibu thuc don, dinh luong so vai ké
10h20 Giam sat hoach.
trude khi an - Quan sat viéc chia thic an, vé sinh dung

cu an uong.
- Panh gia cam quan mén an (dd néng, mui
vi, trinh bay).
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10h00 - (Budc 4) - Kiém tra quy trinh luvu miu dang quy
10h20 Giam sat luu mau | dinh (24h).
thirc an - bam bdo c6 dan nhan ngay, gio, tén mon
an ro rang.
10h35 - (Buwoe 5) - Quan sat gido vién cham soéc ban tra
11h15 Giam sat khau phyc | nhén, chia thirc &n cho hoc sinh.
vu va cham soc - Kiém tra an toan, trat tu, vé sinh trong
ban tru gio an.
- Theo dc~3i thé} do phuc vu va muc do hoc
sinh @n hét khau phan.
13h00 - (Budre 6) - Theo ‘déi quy trinh nhan, kiém tra, chia
13h40 Giam sét viéc qua chiéu.

giao nhin qua chiéu |- Péanh gi4 vé sinh, chit luong thuc pham.

IV. HINH THU'C VA LICH GIAM SAT

- Budc 1 (Trude khi ché bién): CMHS mdi khéi 16p giam sat 01 tudn, theo
lich dang ki do nha trudng téng hop.

- Budc 2 => 6 (Cac budc con lai): CMHS c6 thé tham gia theo d:oe‘m (dang ki
v6i Ban Dai dién CMHS nha truong d€ xep lich) hodc giam sat dot xuat.

- Giam sat dot xudt:

(1). CMHS xuit trinh thé cin cudc qua tmg dung VNelD tai phong bao vé.

(2). Goi dién cho GVCN va BGH dé xac nhan 1a CMHS ctia 16p.

(3). Sau khi x4c nhan, CMHS dugc phép vao khu vuc giam sat.

V. LIEN HE KHI GIAM SAT

- C6 Nguyén Ngoc Ha - Phé Hiéu trudong: 0904 888 726

- Co bang Thi Mai Huong - Pho Hiéu trudng: 0936 606 668

VI. GHI NHAN VA PHAN HOI

Tt cvé cac y kién, nhan xét, dé xuét cia CMHS trong qua trinh gidm sét duoc
ghi vao “So nhét,ki gi:éun sat ban tra CMHS” :tai van ‘ph(‘mg nha truong. Nh‘é tru@ng
va don vi cung cap suat an s€ xem xét, phan hoi va dieu chinh kip thoi khi can thiet.

VIL. KHUYEN KHiCH

- Nha trudong khuyén khich CMHS chti dong tham gia gidm sat dot xuét dé
tang tinh khach quan.

- Viéc tham gia giam st 1a quyén va trach nhiém cia CMHS trong viéc cling
nha trudong cham lo dinh dudng, strc khoe hoc sinh.

- Ghi chii: CMHS céan dén ding gio, tuan tht quy dinh \,/é sinh an toér} thuc

pham, ndi quy nha truong, va hgp tac cung can bg, nhan vién bép an trong suot qua
trinh giam sat.



