UBND HUYEN AN LAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS QUANG TRUNG Poc 1ap — Tu do — Hanh phiic

S6:  /QB-THCS QTr Quang Trung, ngay 07 thang 9 nam 2021

_ ~ QUY PINH SU DUNG, QUAN LY
HO SO SO SACH NHA TRUONG TU NAM HQC 2021-2022

Cin ct Diéu 18 truong THCS, trudng THPT va trudng Pho thong ¢ nhiéu cip
hoc, ban hanh theo Thong tu sb 32/2020/TT-BGDDT ngay 15/9/2020 cta Bo trudng
B0 Gido duc va DPao tao;

Can ctr Hudng dan sé 1898/ 2020 ciia S& GD&DT hudng dan viée thuc hién
quan 1y céac loai ho so s sach trong cac trudng THPT, THCS trén dia ban thanh phd
nam hoc 2021-2022;

Can cir Huéng dan S6 1889/SGDDT —~GDTrH vé viéc Hudng dan thuc hién
quan 1y S6 diém, Hoc ba , s6 ding bd ndm hoc 2021-2022.

Truong THCS Quang Trung Quy dinh vé viéc thuc hién cac loai hd so s6 sach
nha truong nhu sau:

I.QUY PINH CAC LOAI HO SO, SO SACH
1.1.H0 so quan 1y hanh chinh nha trwong gom 15 loai:
1. S6 dang bo.
Hoc ba hoc sinh. (in ttr CSDL)
Sb goi tén va ghi diém. (in Tir CSDL)
Hb so giao duc ddi v6i hoc sinh khuyét tat (néu cé).
Ké hoach gido duc ctia nha trudng (theo nim hoc).
S6 ghi dau bai.
Sb quan 1y cip phat vin bang, ching chi.

S6 quan ly va ho so luu trit cac van ban, cong van di, dén.
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Hb so quan 1y thiét bi gido duc, thu vién.
Hb so quan 1y tai san, tai chinh.
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. HO so kiém tra, danh gia can bg, gido vién, nhan vién.
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. HO so theo dbi strec khoé hoc sinh.
H6 so khen thudng, ky luat hoc sinh.
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Hb so phd cap giao duc (doi vdi cdp trung hoc co so).
15. Céc vin ban chi dao chuyén mon cua cac cip quan Iy
Riéng S6 goi tén va ghi diém; Hoc ba hoc sinh ing dung cong nghé thong tin bang
phan mém quan 1y (S6 goi tén va ghi diém dién tir, Hoc ba hoc sinh dién tir)
1.2. HO so' t6 chuyén mén

1. Ké hoach gi4o duc cua td chuyén mén (theo nam hoc).
2. SO ghi chép noi dung sinh hoat chuyén mén.



3. Cac van ban chi dao chuyén mén cua cac cip quan 1y;
1.3.H0 so gido vién
1.Ké hoach gigo duc cua gido vién (theo nam hoc).
2.Ké hoach bai day (gido an).
3.86 theo di va danh gia hoc sinh (S6 diém c4 nhan).
4.86 chu nhiém (doi véi gido vién lam céong tac chii nhiém I6p).
Hi¢u trudng chiu trach nhiém chi dao td chirc thuc hién, quan ly, st dung hd so
s6 sach ctia to chuyén mén va gido vién theo quy dinh.
1.4. Ho so cac to chire doan thé, To vin phong trong trwong: Thuc hién theo quy
dinh ty quan ly ho s0.( HO so ddi thiéu nién- Chi doan- Cong doan- Dang- Tb vin
phong)
I1. Hwéng dan sir dung cac loai hd so nhw sau:
1.S6 Ping bd
- BPinh ky c@p nhap, theo doi cic thong tin hoc sinh trén CSDL
(http://csdl.haiphong.edu.vn).
- Két thuc nién khoa, nha truong tién hanh in s6 dang bo trén khd A3, dong bia
day khd A3 dinh lugng 80 Gam, dan anh hoc sinh (16p 6 d6i v6i THCS), ky va déng
dau; luu trir ban in va file dir lidu xuat ra tir CSDL dudi dang file pdf (yéu cau luu trix

dam bao tinh bao mat va an toan dir li¢u lau dai).
2. SO theo déi va danh gia hoc sinh (S0 ghi diém) ciia gido vién

- Budc 1. In s6: Sau khi ¢6 danh sach hoc sinh theo 16p, Hiéu truong phéan cong
gido vién giang day cho mdi 16p va phan quyén nhap diém véi mdi mon hoc, Pc Vin
thu nha trudng in s6 cho mdi gido vién theo ndm hoc bao gdm tit ca cac 16p gido vién
d6 day (hoan thanh truée 05/9 hang nam). In trén kho gidy A4, hai trang bia in trén
gidy day dinh luong 80 Gam va c6 di thong tin theo quy dinh cia BO GD&DT va dong
dau treo va giap lai cac trang mdi cudn so.

- Budc 2. Nhép diém vao s6 diém: Gido vién nhap day du cac diém thanh phan
ctia mdi hoc sinh vao s6 diém (muc xanh) trude thoi han quy dinh nhu sau: Diém
thuong xuyén GV vao diém sau khi kiém tra hoc sinh xong. Diém KT giira ki va cubi
ki vao s6 diém sau khi chdm bai xong 2 ngay ( duoc kiém duyét cua Ban Giam hiéu —
néu khong dam bao yéu cau phai kiém tra lai khi dugc phép cua HT ).

- Gi4o vién tién hanh nhap diém vao hé thong CSDL theo mén dugc phan cong
giang day: iSRRG ISR OICUOIGAY. Dicm kiém
tra gita ki va cudi ki nhp diém vao h¢ thong CSDL chgm nhat 2 tuan sau khi kiém
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http://csdl.haiphong.edu.vn/

- Piém nhap vao CSDL phai khép v6i diém trong s6 ghi diém cua gido vién . Khi phét
hién nhap sai diém danh gia can dé nghi sira phai 1ap phiéu stra diém va duoc su dong y cua
hi¢u trudng.

- Budc 3. Luu trit s6: Két thiic mdi ndm hoc, nha truong luu tri lai cac s6 cua mdi theo
tirng mon hoc hodc theo gido vién trong mdi ndm hoc (yéu cau luu trir ddm bao tinh bao mat va
an toan du li€u lau dai).

3. So theo déi va danh gia hoc sinh theo 16p hoc (S6 goi tén va ghi diém)

- Budce 1. Nhap danh sach va thong tin hoc sinh 16p 6 : gido vién chu nhiém cap nhéap
dam bao d6 chinh xac theo dung Ho so hoc sinh va Hoan thanh trieée 15/9 hang néam.

- Budc 2. In trang bia, thong tin 16p, so yéu 1i lich hoc sinh: Pc van Thu in .Mdi cudn
c6 02 to gidy bia diy kho A4 dinh lugng 80 Gam, 01 t& dung in mit trude va 01 ding dong bia
mit sau cila s6. Trang bia sau khong in, con trang bia trudc duoc in thong tin ciia theo quy dinh
cia Bo GDPT cung voi Huéng dan sir dung s6 va so yéu li lich hoc sinh. Sau d6, Hi¢u truong
ky, van phong nha truong dong dau vao mdi cudn sb va hodn thanh trieée 30/9 hang ndm.

- Bude 3: In céc trang két qua hoc tap va rén luyén ctia mdi 16p

+ Cudi mbi hoc ky (HK I hoan thanh truée 30/1; HK II hoan thanh truée 30/5 hang
nam), nha truong in két qua hoc tap mdi 16p trén gidy A4. Truc tiép gido vién cha nhiém xac
nhan, ky va ghi diy du ho tén vao to in két qua (st dung muc xanh, khong quyét chit ky).
Truong hop hoc sinh chuyén truong, xin nghi hoc tam thoi hodc luu ban, nha truong van dé hoc
sinh trong danh sach dén hét naim hoc d6. Hoc sinh chuyén dén dugc bo sung & cudi trang.

+ Sir dung ghim gidy dé kep to két qua mdi hoc ky cua mdi 16p vao giira 02 trang bia,
luu trir vao kep ho so cua theo tirng khoi 16p va theo nam hoc.

- Budc 4: In trang kiém dién hoc sinh va trang nhan xét ctia Ban giam hiéu

+ Trang kiém dién hoc sinh (néu cd) s€ duoc in trén gidy A4 sau khi gido vién chu
nhiém cap nhap day di thong tin va in vao cudi nam hoc triede 30/5 hang nam.

+ Sau khi giao vién chu nhiém da ki day du cac trang trong so, Hiéu nha truong xac nhén
va ky vao céc trang két qua cudi ndm hoc, nhan xét ciia Hiéu trudng vé viéc sir dung sé theo ddi
va danh gia hoc sinh.

- Budc 5: Dong sb thanh tap va luu trix

Sau khi s0 duoc in 4n day du ra gidy, nha truong tién hanh déng thanh tap, dong dau treo
& trang bia va ddu giap lai giita cac trang in d3 str dung; st dung biang keo mau dé dan gay so.

Ket thuc nim hoc, nha trudng luu trit ban in va file dir liéu xuét ra tir CSDL dudi dang file pdf
theo ting khdi 16p va ndm hoc (yéu cau luu trit dam bao tinh bao mat va an toan dit liéu lau dai
4..Hd so va Hoc ba cuaa hoc sinh

4.1) Ho so ciia hoc sinh: Ngoai cac gidy t& chting chi dé huong wu tién, khuyén khich,...(néu
c6); Ban sao gidy khai sinh hop 18. Hoc ba THCS



Khi thu nhan hoc sinh dau cép vao truong dbi vé6i hoc sinh 16p 6 phai kiém duyét Hoc ba hoc
sinh ¢6 xac nhan d3 hoan thanh chuong trinh Tiéu hoc (hodc twong duong);

4.2) Hoc ba dién tir :

a. Quy trinh in hoc ba hoc sinh

- Budc 1. GVCN Nhap théng tin hoc sinh trén CSDL truce 15/9 hang nam.

- Budc 2. In bia s6 va trang thong tin hoc ba: Mdi cudn hoc ba phai c6 02 to gidy day
kh6 A4 dinh lwong 80 Gam cho mit trudc va mat sau; Bia in mau vang. Trang bia trude duoc in
0 mat ngoai thong tin cua theo quy dinh cia B GDDT cung v61 Hudng dan su dung hoc ba va
trang théng tin hoc sinh. Sau d6, dan anh thé hoc sinh du cp, dong diu giap lai anh; diu treo
bia s0, Lanh dao nha truong ky dong dau vao trang thong tin hoc sinh va hoan thanh truée 30/9
hang nam ciia ndm hoc dau cdp.

- Budc 3: In cac trang két qua: Cudi mdi nam hoc (trwéce 15/6 hang ndm), nha trudng in
két qua hoc tdp cac mon hoc va trang két qua xép loai hoc luc, hanh kiém cta hoc sinh trén
cing mot to gidy A4. Truc tiép gido vién mdi mon hoc va gido vién chii nhiém xac nhan, ky va
ghi day du ho tén vao to in két qua trudc khi Hiéu truong ky phé duyét va dong du (st dung
muc xanh, khong quyét chit ky). Truong hop hoc sinh xin nghi hoc tam thoi hoac Iuu ban, nha
truong van phai in két qua nim hoc, nhan xét va ky xac nhan day du. Str dung ghim gidy dé kep
tor két qua hoc tip va rén luyén mdi nim hoc vao giita 02 trang bia cta hoc ba, Iuu trit vao kep
hé so cua timg 16p hoc, timg khdi va timg nam.

- Buéc 4. Pong hoc ba thanh tap: Sau khi hoc ba duoc in 4n ddy du ra gidy, nha truong
sap xép, tién hanh dong thanh tap; dong dau treo & trang bia va dau giap lai giita cac trang in di
str dung; st dung bang keo mau dé dan gay hoc ba hoc sinh.

b. Luwu triz va tra hoc ba hoc sinh

- Luu trit hoc ba: Hoc ba ban in duoc sip xép va luu trir trong kep hoc ba cta
ting 16p. Dt liéu hoc ba ctia mdi hoc sinh trén hé théng thanh file dinh dang pdf va
luu trir theo 16p, ddm bao tinh bao méat va an toan dir liéu lau dai (USB, 6 dia
cung,...); td chure luu dit liéu dam bao c6 hé théng, chit ché va dé quan ly.

- Tra hoc ba cho hoc sinh dugc thuc hién sau khi hoc sinh hoan thanh cép hoc hodc gia
dinh hoc sinh 1am thu tyc xin chuyén truong.

c. Hoc sinh chuyén truong

- Trudng hop hoc sinh xin chuyén di truong khac: Nha truong in hoc ba tir trang bia dén
trang két qua hoc tap, rén luyén ctia 16p hién tai; in thém cac mau trang ghi két qua hoc tap cho
nhiing 16p tiép theo va 02 16p du phong dé truong tiép nhan hoc sinh ghi két qua hoc tap cho
hoc sinh (khong sw dung hoc ba dién tur)', dong thanh tap hoan chinh, ki tén, dong diu céc trang
da st dung theo quy dinh va trd hoc ba cho hoc sinh.

- Truong hop tiép nhan hoc sinh: Nha truong st dung hoc ba hi¢n c6 cua hoc sinh dé
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cap nhap két qua hoc tap, rén luyén héng nam cho hoc sinh. Néu hoc sinh chuyén dén sir dung
hoc ba khac mau nha truong dang str dung ma c6 du trang ghi cho cic 16p con lai thi khong in
cac trang tiép theo ma dé nghi gido vién chi nhiémQuan 1y Hoc ba hoc sinh ghi lai ddy du cac
thong tin trude khi chuyén cho gido vién mon hoc va Ban giam hiéu ki xac nhan.

Luu ¥: Dbi véi hoc sinh chuyén di, ngoai viéc cip phiéu diém va ho so theo quy dinh cho
hoc sinh, nha trudng phai cdp nhap thong tin chuyén trudong trén hé thong cho hoc sinh dé
truong chuyén dén tiép nhan théng tin hoc sinh trén hé théng (trudng tiép nhan khong tao ma
moi cho hoc sinh).
5.Ho so giao duc d6i voi hoc sinh kKhuyét tit  Gom hoc ba va cdc gidy to lién quan: GVCN
c6 trdach nhiém ghi day di trong hoc ba cia HS khuyét tt .

6.56 Ghi dau bai

-GVCN I6p huéng dan cin bé 16p phu trach ghi sé ddy di, chinh xdc, trung thuc cdc ngi
dung tr cot 1 dén cot 6, dac biét diem DGtx)

- Trong gid 1én 16p, gido vién phai ghi nhan xét nghiém tac, cu thé vé tiét day-hoc, cac tiét
hoc Ngoai ngir phai ghi nhan xét bang Tiéng Viét, khong duoc ky san dé hoc sinh ghi sau tiét
hoc. Nhiing tiét hoc khong hoc, can b 16p phu trach s6 Pau bai phai ghi 1y do nghi hoc

- S6 Pau bai do van phong nha trudng truc tiép quan 1y va giao cho ting 16p vao cac budi
hoc va dugc luu vin phong vao cubi budi hoc.

- Hang tuan, Phé hiéu truéng, giao vién chu nhiém can xem s6 Pau bai cia 16p dé kiém
tra tinh hinh hoc tap, dao duc, thi dua cua hoc sinh, tinh hinh giang day cua gido vién. Phé Hiéu
truong ghi nhan xét cu thé va néu yéu cau thuc hién sau khi kiém tra.

7. Ho so day hoc truc tuyén:

+ Ho so, minh chimg vé cac yéu cau quy dinh tai Diéu 9, Diéu 10 va Diéu 15 ctia Thong tu
09/2021/TT-BGDDT;

+ Dit lidu vé qua trinh day hoc truc tuyén trén hé théng day hoc truc tuyén;

+ Ké hoach day hoc tryc tuyén va ké hoach day hoc truc tiép tai co s& gido duc phé th6ng
chi tiét theo tudn, thang, nam cho tirng mon hoc, hoat dong giao duc;

- Dbi v6i t6 nhom chuyén mon, gido vién tham gia day truc tuyén:

+ Ke hoach day hoc truc tuyén va ké hoach day hoc truc tiép tai co s& gido duc phé thong
chi tiét theo tuan, thang, ndm cho ting mén hoc, hoat dong gido duc;

+ Dit liéu vé qua trinh day hoc tryc tuyén trén hé théng day hoc truc tuyén va may tinh ca
nhan hodc cac thiét bi luu trir cd nhan;

+ San pham hoc tap, san phim danh gia két qua hoc tip cta hoc sinh.
8. S6 quan ly cAp phat vin bang, chirng chi- Dc Nhung Ghi s6 tra bang cho HS diing quy
dinh, hang nam thong ké bang ton c6 ké hoach tra cho nguoi hoc day du
Ngoai cac loai ho so trén con Ho so CBCC vién chirc : Vin phong c6 trach nhiém quan Iy va
b6 sung li lich hang nam theo quy dinh



9.Quy dinh cu thé mot s6 loai ho so gido vién
9.1.K¢é hoach bai day (gido dn)

Pay 1a hd so bt budc gido vién phai chuan bi trude khi 1én 16p giang day; gido vién phai
soan giang trude it nhat 1 tudn, ké hoach bai day phai dugc Hiéu trudng (hodc ngudi dugc oy
quyén) duyét kiém tra. Thiét ké bai giang phai pht hop v6i chuan kién thirc, ki ning cua chuong
trinh ting moén day. Gido 4n phai ghi rd ngay soan, ngay day, tiét theo phan phéi chuong trinh
va 1ép day. Gi4o an in ra gidy thanh timg tiét day hoc, phai dugc duyét trude khi 1én 16p nhu
quy dinh trén (cé thé déng thanh tdp). Piéu quan trong ciia mot gido an 1a phai thé hién duogc
cac hoat dong day - hoc cua thﬁy va tro theo mot tién trinh 1én 16p cuia mdi tiét day hoc.

Luu y:

- Trong K& hoach bai day khong can néu cuy thé 161 noi cia gido vién, hoc sinh ma tip trung
mo ta rd hoat dong cu thé cua gido vién: gido vién giao nhiém vu/ yéu cau/ quan sat/ theo ddi/
huong dan/ nhan xét/ go1 y/ kiém tra/ danh gia; hoat dong cu thé cta hoc sinh: hoc sinh thuc
hién nhiém vuy/ bdo cao/ thao luan/ chia s¢/ danh gia...

- Ké hoach day hoc chu dé xac dinh thoi lugng nhung khong phan chia ting tiét doc 1ap.
9.2. Ké hoach gisao duc caia gido Vién (theo nam hoc): Thuc hién theo mau quy dinh ciia nha
truong, PGD,SGD.

9.3.S6 chii nhiém

Can c6 Ké hoach cong tac ciia 16p chu nhiém (Tink hinh ciia I6p, co cdu I6p, té chike I6p, thudn
loi va kho khan; Cac chi tiéu phcfn dau vé hanh kiém va hoc luc; vé cac hoat dong van thé, lao
déng vé sinh, hoat déng huéng nghiép- hoat dong GDNGLL- Hoat déng tdp thé...), sd c6 phan
Iy lich cta timg hoc sinh, dia chi, hoan canh, ning khiéu va dién thoai lién hé khi can. Diéu
quan trong la can thé hién sy theo ddi qua trinh hoc tap va rén luyén cua tung hoc sinh & cac
mat gido dyc.

II1. Phin cong ca nhin phu trach ¢é trach nhiém quan ly, hru trir, bdo quan cac loai hd so

cu thé
1. H6 so cua nha truong:
TT Tén ho so Ngudi phu trach Ghi
chd
1 S6 dang bo Can bo phu trach cong tac TV-VT
— Pham Thi Nhung
2 Hoc ba hoc sinh Céan bd phu trach TV-van thu - —
Pham Thi Nhung
3 S6 theo ddi va danh gia hoc sinh | S gidy file mém. Can bd phu
theo 16p hoc (S6 goi tén va ghi trach TV-van thu — Pham Thi
diém). Nhung
4 Ho6 so gido duc d6i voi hoc sinh | Gido vién chu nhiém 16p c6 hs
khuyét tat khuyét tat
5 Ké hoach gi4o duc ctia nha BGH - GV giang day
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TT Tén ho so Ngudi phu trach Ghi
chu
truong (theo ndm hoc).
6 - GVCN va hoc sinh b4o quan
S6 ghi dau bai hang ngay
- Cudi HK, cudi nam hoc luu trit
tai truong - B/c PHT phu
trach.kiém tra hang tuan
7 S6 quan 1y cip phat vin bang, b/c— Pham Thi Nhung
ching chi
8 S6 quan 1y va hd so luu trit cac | D/c— Pham Thi Nhung
van ban, cong van di, dén
9 H6 so quan 1y thiét bi giao duc, | HO so quan Iy thiét bi gido duc —
thu vién D4 Thi Thu
Hb so quan 1y thu vién — Pham
Thi Thay Lién
10 HO so quan 1y tai san, tai chinh | Nguyén Thi Ha
11 H6 so kiém tra, danh gia can bo, | BGH, TTCM
gido vién, nhan vién
12 H6 so theo ddi strc khoe hoc sinh | GVCN va d.c Nguyén Thi Ha
13 Ho so khen thuong, ki luat hoc | BGH
sinh
14 H6 so pho cép gido duc Can bo phu trach cong tac PCGD
— Pham Thi Thay Lién
15 Céc van ban chi dao chuyén mén | BGH, TTCM, gido vién giang day
clia cac cap quan 1y
2. Ho so ciia to, nhém chuyén mon va giao vién
1T Tén ho so Nguoi phu trach Ghi chd

1.S6 ké hoach giao duc cua to
chuyén mon (theo nam hoc).

T6 KHTN — Bui Dinh

Céc t6 chuyén 2. S6 ghi chép nodi dung sinh hoat Dong
mon chuyén mon. T6 KHXH — Nguyén
3. Céc van ban chi dao chuyén mén | Van Hung
clia cac cap quan 1y.
1. Ké hoach gi4o dyc cua gi4o vién
(theo nam hoc).
2. K& hoach bai day (gi4o an). Ca nhan gido vién
Gido vién 3. S6 theo ddi va danh gia hoc sinh

(s6 diém ca nhan).

cong tac chu nhiém 16p).

4. Sb cht nhiém (d6i véi GV 1am




- Ké hoach bai day (gi4o an cta gido vién): Hiéu truong uy quyén duyét kiém tra cu thé

nhu sau:

TT B0 mon Nguoi duge uy quyén cung HT

duyét ké hoach bai day

1 Toan Bui Dinh Dong
2 Ly, Cong ngh¢ Duong Thi Huyén Trang
3 NGLL, Hudng nghi¢p Trinh Thi Khuyén
4 Sinh hoc — Hoéa hoc Duong Thi Huyén Trang
S) Tu chon Tin + Nghé Trinh Thi Khuyén
6 Thé duc Bui Dinh Dong
7 Ngit Van, GDCD Nguyén Vin Hung
8 Am nhac, My thuat Ping Thi Thu Hién
9 Lich st ; Dialy Nguyén Vin Hung
10 Tiéng Anh Nguyén Thi Tam

Gi4o vién chuyén gido an day cho nguoi duge Hiéu truong ty quyén duyét trude 01 tuan
trudce khi thuc hién.

- Ho so ctia nha trudng tlly timg loai kiém tra dinh ki theo théang hodic kiém tra theo ki.

- HO so cta to nhom chuyén mén kiém tra dinh ki 1 1an/thang.

- Hd so cua ca nhan kiém tra theo ké hoach kiém tra ndi bd ciia nha truong hodc kiém tra
dot xuét.

- S6 Pau bai kiém tra tuan 1 1an vao cudi tuan..
IV.T6 chirc thyc hién:

Céc td chirc doan thé, cac to chuyén mon, cac ca nhan :Pam bao déy du céc loai hd so theo
quy dinh, Ho so so sach phai dam bao tinh phap 1y, bao mat, cap nhat thong tin thuong xuyén,
viéc stra chita phai theo dung quy dinh.Quy dinh rd trach nhiém bao quan, luu giit hd so ctia cac
ca nhan, tap thé.Tich cuc phong chdng chay, nd, mat hd so sd sach.Ho so, sb sach trong cac nha
truong can dugce sip xép khoa hoc .

Trén day 14 quy dinh vé Trach nhiém luu trit, bao quan, sir dung ho so cia tap thé, ca nhan
tir nam hoc 2021 - 2022, nha trudng yéu cau céc to, nhom chuyén mon, gido vién nghiém tac
thue hién, néu c6 gi vudng mic bao cao vé BGH dé théng nhét thuc hién./.

. HHIE TRRONEG
Noi nhén:
- PGD (d¢ bao cao);
-Pho HT, TT ,TC (d¢ CPb- Th);

- Luw VI Nguy&iNghydifihi Tam












