UBND HUYEN AN LAO
TRUONG TH THI TRAN AN LAO

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Sb: 131/KH- THTTAL An Ldo, ngay 28 thang 8 nam 2023

KE HOACH CONG TAC BAN TRU
Nim hoc 2023 - 2024

Can ct Thong tu 04/2014/TT-BGDDT ngay 28/02/2012 cia B GD&DT Ban
hanh Quy dinh quan 1y hoat dong gido duc k¥ ning sng va hoat dong ngoai gi¢r chinh khoa;

Can cur Cong van sd 1097/UBND-GD&DT ngay 17/05/2023 cua Uy ban nhan
dan huyén An Lao vé viéc trién khai hoat dong lién két day hoc va quan ly hoc sinh
ngoai gio hoc chinh thirc tai cac co s& gido duc trén dia ban huyén trong He va nam hoc
2023-2024,

Can ctt Nghi quyét s6 02/NQ-HPND ngay 20/07/2022 cua Hoi dong nhan dan
Thanh pho Hai Phong, vé€ viéc quy dinh danh muc cac khoan thu va murc thu, co ché
quan ly thu chi d61 véi cac dich vy ho trg hoat dong giao duc, d;‘lO tao doi V(’?’i co s& giao
duc cong 1ap trén dia ban thanh ph6 Hai Phong; Huong dan lién s¢ s6 03/HDLS-
GDDI-STC ngay 26/9/2022 cua S& Giao dl_lC, S¢ Tai chinh hudng dan thuc l}ién thu,
co ché quan 1y thu chi d61 vai cac dich vu }16 trg hoat dong gido duc, dao tag doi vai co
s& gido duc cong lap trén dia ban thanh pho Hai Phong;

Cin cit huéng dan thuc hién nhiém vu nim hoc 2023-2024 cta S¢ Gido duc va
dao tao, Phong Giao duc va dao tao An Léo; ’

Can cu nhu cau cua cha me hoc sinh va can cr vao tinh thinh thyuc té cua truong.

Truong Tiéu hoc Thi Tran An Lio xdy dung ké hoach t6 chirc hoat dong bén tru
nam hoc 2023-2024 cy thé nhu sau:

I. PAC PIEM TINH HINH CHUNG

1. Quy mo lp hoc

- Téng sb hoc sinh: 685

- Tong s6 16p: 19

- S6 hoc sinh hoc 2 budi/ ngay: 685 HS

- S6 hoc sinh dang ki an ban tra: Tir 350 HS trd 1én

Khéi Sélep | S6HS S6 16p c6 HS ban tri S6 HS an ban tra | T11¢%
1 4 130 4 72 55,4
2 3 100 3 55 55
3 4 139 4 77 55,4




4 4 153 4 86 56,2

5 4 163 4 75 49

Téng: 19 685 20 365

53,3

2. Co s& vat chit - trang thiét bi phuc vu ban tru

- Bép an: dién tich 50 m®

- Phong an: dién tich 150 m?

- Phong ngu: 02 phong 16n: dién tich 120 m® va 130 m?

- Trang thiét bi bép an:

+ B tri hé théng bép an 1 chiéu, ti com, tu lanh, ti séy, ndi ndu an, chao xao
thtrc an, chdu nhom, bd dd dao thét, xe dé do dung, h¢ théng quat thong gid, quat cong
nghiép.

+ Bat, thia, khay, cap lé)ng dung dd an: 120 bat nhom to, 415 thia, 380 khay com,
400 ca

- Trang thiét bi phong ngu:

+ Giuong, chiéu, quat tuong, quat cong nghiép, diéu hoa, chin mua dong phuc vu
cho hoc sinh nam ng.

- Hé thdng loc nudc dam béo.

- Tat ca dung cu - CSVC trang bi cho 16p ban tra déu dam bao an toan - chat
luong.

Il. THUAN LQI VA KHO KHAN

1. Thuan lgi

- Nha truong ludon nhan dugce sy quan tam ctia Phong GD&DT An Lao, cua dang
tiy chinh quyén dia phuong, ciia Ban dai dién CMHS nha trudng.

- Viéc t chirc an bén tri da duoc thyc hién nhiéu nim va di vao né nép.

- Phu huynh HS ¢6 con an bén tri tin tuong, yén tam va ung ho nhiét tinh moi ké
hoach cua truong.

- Nha truong ky hop dong voi Cong ty TNHH ché bién va cung cdp thuc pham
New Green cung cép xuét an cho hoc sinh.

- Trang thiét bi, cong cu, dung cu phuc vu béan tri kha day du, dam bao yéu cau.

- Mtic thu tién an ctua HS nha truong theo Nghi quyét 02/NQ-HPND dam bao
dinh duong, chét lwong xuat an, kha pht hop véi gia ca thi trudng hién nay.

2. Khé khan

- Bép an xay dung lau ndm nén xudng cip
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- Co s¢ vat chat chua déng bo, mai nha an han, dot nhiéu

- HS an ban trd ¢ truong & rai rac & tat ca cac 1op nén viéc quan Ii con gap kho
Kkhan.

I1l. KE HOACH HOAT PONG

1. Cong tac chi dao

- Ngay tir ¢4u ndm hoc nha trudng c6 ké hoach cho PHHS toan truong tu nguyén
dang ki cho con an ban trd tai treong.

- Nha truong thdng bao cho PHHS vé ké hoach hoat dong va cac khoan thu - chi
cua hoc sinh an ban tru.

Thanh 1ap ban chi dao cong tac ban tra, phan cong trach nhiém cho timg thanh
vién ( co quyet dinh kém theo). o ’ 7
Ky hgp dong voi Cong ty TNHH ché bién va cung cap thuc pham New Green

cung cap xuat an cho hoc sinh.

Ky hop dong nhan vién phuc vu trong trua ban tra, phan cong trach nhiém cho
tung thanh vién.

Ban giam hiéu theo ddi quan 1y tai san ban trt theo quy dinh. (GOm tai san phuc
vu nha bép, tai san phuc vu hoc sinh ngi - nghi trén 16p...)

Xay dung ké hoach hoat dong ban tra theo ndm hoc va theo ting thang dam bao
sat voi diéu kién tinh hinh thyc té cta nha truong.

Yéu cau Cong ty 1én thuc don theo tung tuan, tham khao, ap dung theo bo thuc
don Bita dn hoc dwong cia cong ty Ajnomto, dam bao chat luong dinh dudng va kalo
cho tirng bira an, d6i mon an hang ngay dé khong gay cam giac chan an hoc sinh.

Dua vao viéc tham do sé thich cdc mon an ctia hoc sinh, luong kalo, dinh dudng,
Ban giam hiéu tham muu voi cong ty 1én thuc don theo tudn( gom bita chinh va bira
phu) khong tring 13p, ché bién cac moén an hop véi khau vi, sé thich cia hoc sinh.

Céc bira an chinh can dugc thay doi, phu hop theo timng mua, dam bao du chat, du
lugng va pht hop v6i nhu cau cia hoc sinh.

Quan tAm chi dao nang cao chét lugng hoc sinh ban trii bang cach t6 chirc cac
hoat dong ngoai khoa, hoat dong vui choi, giai tri dé thu hut cac em tham gia.

Lam tbt cong tac kiém tra vé sinh an toan thuc pham, lwu mAu thirc dn hang ngay.

B6 phan ké toan, thu quy thuc hién xay dung ké hoach thu trén phan mém quan
ly thu, thue hién cong tac thu chi theo dung quy dinh, cap nhat sé liéu thu chi va thanh
quyét toan theo ting thang véi cong ty.

Tién hanh thu tién an cta hoc sinh ban tr trén phan mém thu tir ngay 5 dén 10
hang thang.

2. Phan cong nhiém vu

HOQ VA TEN CHUC VU-TRINH PO PHAN CONG NHIEM VU

- B/c Vit Hong Diép -HT - Phu trach chinh chi dao céac hoat

dong cua cong tac ban tra




- B/c Nguyén Thi Hong Ngan |- PHT - Phéi hop chi dao

- b/c Nguyén Thi Hudng - Ké toén - Phu trach cong tac tai chinh

- b/c Nguyén Vin Hat -PT thuvién + |-Téng hop HS an-bao in; Thu, chi
Tha quy cac khoan cia bép an

- H6 Thi Véan Anh - GV-TPT - Phu trach né nép HS bén tri

- B/c Pham Thi Huyén Chang | - Gi4o vién - P vu-trong trua (T 10420 - 13h40)

- B/c Nguyén Quang Phu - Giao vién - P vu-trong trua (Tir 10h20 - 13h40)

- B/c Nguyén Thj Oanh - Nhén vién bép | - Trong trua (Tir 17h - 13h40)

- B/c Pham Thi Thanh Mai - Nhén vién bép | - Trong trua (Tir 17h - 13h40)

- B/c Ta Thi Thuoc - Nhén vién bép | - Trong trua (Tir 17h - 13h40)

- B/c Bong Thi Ly - Nhén vién bép | - Trong trua (Tir 17h - 13h40)

- Luong Thi Boan - Nhén vién bép | - Trong trua (Tir 17h - 13h40)

* Phan cong lich tree BGH va giam sat giao nhan TP:

THU TRU'C BGH GIAO NHAN THUC PHAM
- Thtr 2 D/c Diép D/c Diép
- Tha 3 b/c Ngan b/c Hat
- Thu 4 b/c Diép b/c Hudng
- Thua 5 D/c Ngén b/c Ngén
- Thu 6 b/c Diép b/c Van Anh

* Quan li hoc sinh ngu trua:

PHONG NGUOI PHU TRACH HQC SINH KHOI — LOP
- Phong ngu I6n - P/c Chang, Thuoc, Mai, |- HS khoi 1, 2, 4
Oanh
- Phong hdi truong - b/c Phu, Poan - HS khéi 3+ 5A+5D
- Phong 16p 5C -b/c Ly - HS 16p 5C,5B

3. Quy dinh hd so 56 sach

Hb so cong tac ban tra Phan cong phu trach
1. DS dang ki HS an béan tru - Giao vién chu nhiém
2. Pon an ban trd - b/c Hubdng




3. SO béo an - b/c Hat

4. Bang ké giao nhan thuc pham - Cong ty
5. S6 kiém thuc 3 budc - Cong ty
6. S6 theo déi HS nghi trua. - b/c Chang, Phu
7. S6 thu tién an, trong trua va chimg tir theo | - B/c Hubng, Hat
dai.
8. Thuc don, dinh luong bita an - Cong ty
4. Ké hoach thu - chi
a. K¢ hoach thu

- Tién an: 29.000d/HS/bita,
- Tién cham s6c ban tra: 100.000d/HS/thang
- Mua sam trang thiét bi phuc vu ban tra: 60.000d/Hs/nam
b. Ké hoach chi
- Tién an: Thu trén phan mém thu theo s bita an cia timg Hs, chuyén tién vé cong ty
- Tién cham soc ban tra: Thu trén phin mém. Chi theo s6 luong HS an ban tra tai
truong theo ti 1¢:
+ Quan li chi dao(BGH, T.Vu, B.V¢, TPT): 40%
+ Chi b0 phan trong trua: 48%
+ Giao vién chu nhiém: 10%
+ Thué: 2%

- Trang thiét bi:
STT |  Trang thiét bi 50| S6 tidn Téng tién
lwgng
1 | Chiéu xp phong ngu 80| 220.000 17.600.000
2 | Giit chan, chiéu 4.300,000 4.300,000
21.900.000

5. Trang thiét bji, CSVC phuc vu bén tri:

- Trang thiét bi, cong cu, dung cu dang st dung

- Cong ty bd sung cac trang thiét bi con thiéu: may Xay, ndi ham,...

6. Mot s6 quy dinh ddi véi bép ian ban tru

* Péi véi nhdn vién nha bép: Yéu ciau Cong ty qudn triét nhan vién:

- Thyc hién nghiém thc : “ Muwoi nguyén tdc vang”.

- Trang phuc dung qui dinh khi lam viéc.

- Pam bao vé sinh khi ché bién, chia khau phan va trong ca khi Hs an.

- Ché bién va thuong xuyén thay mén an theo thuc don cho hop khau vi Hs.
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- Hang ngay luu mau thie an da ché bién trong ti lanh.
- Thuong xuyén lau chui, danh rtra, don dep khu vuc nha bép va ban ghé, noi an
cua Hs cho sach sé.
- Puoc tap huén kién thirc v& VSTTP va kham sttc khoé dinh ki.
* Poi voi GV tham gia chim nudi ban tri:
- Gv trong trua phai nam bat si sd, hudng dan hoc sinh lam vé sinh trudc va sau
khi an.
- Hudng dan Hs vao vi tri ngdi an, quan xuyén, dong vién HS an hét khau phan.
- Gv trong trua phai quan 1i HS an, ngt (Gv khong dwoc ngu trua ).
- Sau khi ngti day, Gv phai yéu cau Hs sap xép chan gbi gon gang, sach sé.
- Theo d&i tinh hinh Hs #n, ngi trua c gi bat thuong phai bao cdo ngay véi lanh
dao dé xtr 1y kip thoi.
* Thei gian lam viéc:
- T 6 gio 30 phut - 7 gio 00 phit: Giao - nhan thuc pham
- Tur 7 gio 00 phut - 10 gio 15 phit : Ché bién thuc pham va chia khau phan an.
- Twr 10 gio 20 phdt - 10 gio 40 phdt: Hs an trua
- Tt 11 gio 10 phat - 13 gio 20 phat: Hs ngu trua.
- Tur 13 gio 20 phat - 13 gio 40 phit: Hs an bira phu
* Cong tac tai chinh
- Ngay 12 hang thang bao cao quyét toan thu chi, tra tién thuc pham va chi luong
cong tac ban tru.
- Tlr ngay 5 dén 10 hang thang: Thu tién in cua Hs.
- Ngay cudi cung hang thang: Duyét hd so ban tra. Tong hop thu - chi ban tra.
* COng tac vé sinh khu varc cham nudi ban tra
- Hang ngay ludn giit vé sinh khu vuc bép, phong an, phong ngu sach sé&, gon gang.
- Chiéu thir sdu hang tuan tong don vé sinh khu vuc bép an, phong an, phong ngu.

I1l. KE HOACH THANG
THOI GIAN NQI DUNG CONG VIEC NGUOI THUC HIEN
- Kiém ké CSVC, lap ké hoach mua sam, stra chira - BGH - T6 phuc vu
CSVC phuc vu nam hoc mai.
- Tong hop s6 hoc sinh ding ki an bén tra. - B/c Hubng
- Xay dung ké hoach ban tri - b/c Diép
Thang | - Ky hop dong vai cong ty - BGH, KT




8,9/2023

- Duyét thuc don ban tra (duyét theo tuan)

- T6 chuc lao dong ké don phong an, phong ngu cua
Hs.

- Phun thudc trir mudi, con tring.

- Kiém tra khu vuc ché bién thuc pham.

- Kiém tra viéc thuc hién vé sinh ATTP khi ché bién.

- Kiém tra né nép an, nghi trua cua Hs.

-D/c PHT

- T6 ban tru

- Nha truong

- BGH - Ban TTND

- BGH

- BGH - Ban TTND
-BGH, TPT, BTTND

- Kiém tra - giam sat viéc thu - chi cua Hs an ban trd. | - BGH - BCHCP

- Kiém tra ho so ban tra. - b/c Diép

- P6én doan kiém tra VSATTP ctia huyén. - BGH, TV, Bép

- Duyét thuc don ban tri (duyét theo tuan) - B/c PHT
Thang | - Kiém né nép an - nga caa Hs -BGH, TPT
10/2023 | - Kiém tra cong tac ATTP -BGH - Ban TTND

- Kiém tra - giam sat viéc thu - chi caa Hs an ban tri. | - BGH - BCH Cb

- T6 chic lao dong vé sinh phong nga caa Hs. - BGH - T4 ban tra

- Phun khtt khuan - Bdo vé

- Kiém tra hd so ban tra. - B/c Diép

- Duyét thuc don ban tra (duyét theo tuan) -B/c PHT

- Kiém né nép an - ngu caa Hs -BGH, TPT, BTTND
Thang |- Kiém tra cong tic ATTP -BGH - Ban TTND
11/2023 | - Kiém tra thuong xuyén - dot xuat cac hoat dong cua | - BGH

bép an.

- Kiém tra - giam sat viéc thu - chi caa Hs an ban tra.
- T6 chirc lao dong vé sinh phong nga cua Hs, phun
khtr khuén

- Kiém tra hd so ban tru.

- BGH - BCHCD

- T6 ban tru, bao vé

- B/c Di¢p




- Duyét thuc don ban tra (duyét theo tuan)
- Kiém né nép an - ngu caa Hs
- Kiém tra cong tac dam bao ATTP

- Kiém tra thuong xuyén - dot xuat cac hoat dong cua

- B/c PHT

- BGH, TPT, BTTND
- BGH - Ban TTND

- BGH

Thang | bép an.
12/2023 | - Kiém tra - giam sat viéc thu - chi cua Hs an ban trd. | - BGH - BCHCD
- T6 chtic lao ddng vé sinh phong ngu cia Hs. - T4 ban trt
- Kiém tra hd so ban tra. - B/c Diép
- Kiém ké CSVC, lap ké hoach CSVC & ki 2. - BGH - To ban tru
- Duyét thuc don ban tra (duyét theo tuan) - B/c PHT
Thang | - T6 chirc lao dong don phong an, phong nga caa Hs. | - BGH - T6 béan trd
1,2/2024 | - Kiém tra khu vyc ché bién thuc pham. -BGH-BCH CP
- Kiém tra viéc dam bao VSAT thuc pham truéc va - BGH - T4 ban tru
sau tét Nguyén Dan.
- Kiém tra né nép an, nghi trua cua Hs. - BGH, TPT, BTTND
- Phun thudc trir mudi, con tring. - Nha truong
- Kiém tra - giam sat viéc thu - chi caa Hs an ban trd. | - BGH
- Kiém tra ho so ban tra. - B/c Diép
- Duyét thuc don ban tra (duyét theo tuan) -B/c PHT
- Kiém né nép an - nga cua Hs - BGH, TPT, BTTND
Thang | - Kiém tra cong tic ATTP -BGH - Ban TTND
3/2024 | - Kiém tra - gidm sét viéc thu - chi cia Hs an bantrd. | - BGH -BCH CP

- T6 chirc lao dong don phong dn, phong ngu ciia Hs,

- To ban tru, bao vé
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phun khir khuan

- Kiém tra h6 so ban tru. - B/c Diép
- Duyét thuc don ban tra (duyét theo tuan) -B/c PHT
- Kiém tra cong tac ban tru. -BGH - TPT
- Kiém tra thuong xuy@n dot xuat viéc thuc hién - BGH
Thang | ATTT khi ché bién, khi chia thic an.
4/2024 | - Kiém tra - gidm sét viéc thu - chi caa Hs an ban tr. | - BCHCD
- T6 chitc lao dong don phong an, phong nga ciia Hs, | - T6 ban trd, bao vé
phun khtr khuin
- Kiém tra hd so ban tra. - B/c Diép
- Duyét thuc don ban tra (duyét theo tuan) -B/c PHT
- Kiém tra - giam sat viéc thu - chi cia Hs 4n ban tra. | - BCHCD
- Kiém tra hd so ban tra. - B/c Di¢p
Thang | - Hop tong két rat kinh nghiém cong tac ban tru. - BGH- BCH Cong
5/2024 doan - T6 nha bép

- Lao dong tong vé sinh, giat chan gbi, chiéu...
- Kiém ké CSVC, 1ap ké hoach chuan bi CSVC va ké
hoach ban tri cho nam hoc 2024- 2025.

- T6 nha bép
- BGH - B6 phan phu
trach CSVC

Trén day la ké hoach cong tac béan tri nam hoc 2023 - 2024 cua truong Tiéu hoc

Thi tran An L30o. Ké hoach nay c6 thé diéu chinh, b6 sung cho phi hop véi diéu kién

thuc té.

Noi nhdn

- Phong GD&DT (Pé béo céo);
- Ban Giam hi¢u, Cb, BCD( Dé CD va TH),
- TO bép: (Pé thuc hién),

- Luu: VT.

HIEU TRUONG

(Da ky)

Vii Hong Diép




