UBND HUYEN THUY NGUYEN COQNG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS MINH DUC

s6: 06/CV-THCS

Djc ldp - Ty do - Hanh Phic

PHAN CONG QUAN LY HO SO NHA TRUONG
NAM HOQC 2024-2025

I. Céc ciin cir:

Minh Ditc, ngay 18 thang 10 ndm 2024

- Cian cir cong vin 1898/SGDDT-GDTrH ngay 06/9/2021 cua SGD va

DT vé viéc quy dinh quan Iy hd so, sb séch trong céc truong THCS va THPT
trén dia ban thanh phé tir ndm hoc 2021-2022.

- Can cr nhiém vu ndm hoc 2024-2025, Ban giam hi¢u truong THCS

Minh Dirc phan coéng quan ly cic loai hd so sb sch cta nha truong ndm hoc
2024-2025 nhu sau:
IL. Phan cong:

1. Hd so quin Iy hanh chinh nha truong

TT Tén ho so Ngudi thiét 1ip va quan ly | Ghi cha
1 S6 dang bd Hoang Thj Hué - Vin thu
2 Hoc ba hoc sinh Nguyén Quang Quy - PHT
3 S theo dbi va danh gia | Nguyén Quang Quy - PHT

hoc sinh (theo 16p hoc)
4 | Hd so gido duc dbi véi HS | Bui Thi Hong - HT
khuyét tat
5 K& hoach gido dyc cua nha | Bui Thi Hong - HT
truong
6 S6 ghi dau bai Vii Thj Giang - TPT
7 SO quan ly cap phat vin [ Hoang Thi Hué - VT
bi'mg, chimg chi
8 | S quan ly va ho so luu trit | Hoang Thj Hué - VT
cac vin ban, cong van di,
dén.
9 | Ho quan ly thiét bj gido | Pham Vin son - GV
duc
Ho so thu vién Vii Thj Giang - TPT
10 [ HO so quan ly tai san, tai | Hoang Thi Hug - KT
chinh
1
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11 HO so kiém tra, ddnh gia | Bui Thi Hong - HT
can bd, gido vién, nhéan

vién

12 Ho so theo ddi sirc khoe | Vii Thi Giang-TPT
HS

13 | HO so khen thudng, ki luat | Bui Thj Hong - HT
hoc sinh

14 Ho so pho cép gido duc Nguyén Quang Quy - PHT

15 | Céac van ban chi dao CM | Nguyén Quang Quy - PHT
clia céc cap quan Iy

2. Ho so' t6 CM (Do t6 trudng quan ly)
2.1. Ké hoach gido duc cua td chuyén mén
2.2. S6 ghi chép ndi dung sinh hoat chuyén mén
- Bién ban sinh hoat t6 chuyén mén
- Bién ban sinh hoat nhém chuyén mén
2.3. Cac vin ban chi dao chuyén mén cia céc cép quén ly;
* Ngoai ra t6 chuyén mén c6 thé thiét 1ap sé téng hop phuc vu cho céng tic
quan ly tb (néu can): S khoan chét lugng, theo ddi thi dua, theo ddi ngay gio
cong, phan cdng chuyén mon, phan cong day thay,..
3. Hd so gido vién: Gom
- Ké hoach giéo duc cua gido vién
- Ké hoach bai day
- Sb theo dbi va danh gia hoc sinh (sd diém c4 nhan)
- 86 chii nhiém (déi véi GV 1am cong téc chi nhiém)
* Ngoai ra GV ¢6 thé c6 thém sb ghi chép tong hop (néu cén)

Trén day 1a phan céng nhiém vu v& viéc quan 1y va st dung hd so, sb sach
trong nha truong nam hoc 2024-2025 d& nghi céc t6 nhém chuyén mén, ¢ nhan
nghiém tic thyc hién va chiju trach nhi¢ém vé nhiém vy dugc phan cong. Trong
qué trinh thye hién ¢6 viréng méc gi d& nghj béo cdo Higu trudng dé giai quyét.

Noi nhin:
- Céc td, ¢4 nhan lién quan: dé thyc hién
- Luu: Hb so CM, trang TTDT
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