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UBND PHUONG UONG Bl
TRUONG TIEU HOC QUANG TRUNG

SH: 385/KH-THQT Udng Bi, ngay 21thang

KIE HOACH
Chi dao cong tac t6 chire dich vu ban tru
Niam hoc 2025-2026

Can ¢ nhiém vu nam hoc 2025-2020;

Cin cir Quyét dinh so 802/QD-UBND p
ban nhan dan phuong Uong Bi veé viéc sap nha
va Truong Tiéu hoc Lé Loi thanh Truong Tiéu

huong ngay 15/10/2025 cua Uy
p Truong Tiéu hoc Quang Trung
hoc Quang Trung thuéc UBND

phuong udng Bi;

Truong Tiéu hoc Quang Trung xdy dung ké
chire dich vu phuc vu, hd tro hoat dong ban tri nam

hoach diéu chinh chi dao to
hoc 2025-2026 nhu sau:

1. Muc dich, yeu cau
- Chi dao gido vién, nhan vién thuc hién ding viec quan ly va cham sOc hoc
sinh ban tru tai truong.

- Tao didu kién tot nhit cho hoc sinh dugc hoc ban tra tai truong, phu
huynh yén tam cong tac.

_ Pam bao cac hoat dong cham soc, quan ly va phuc vu hoc sinh ban tru

duoc chu dao, an toan.

II. Tinh hinh thyc té ciia nha truong

1. Vé dji ngit

- C6 06 can bd quan ly truc tiép chiu trach nhiém quan ly, chi dao cong tac
ban tra. Toan thé gido vién, nhan vién dang cong tac tai truong cd don xin lam
thém g1o d6i véi cong tac ban tru.

- CBQL, GV, NV nhiet tinh, trach nhiém, sat sao vGi cong tac ban tru.

- Téng s6 hoc sinh toan truomg 2143 hoc sinh/55 16p, trong do s6 hoc sinh
m truong 1a 776 em, tru sO 1.140 em.

dang ky @n, ngu ban tru tai dié
p dam bao theo quy dinh; khong

- Phén cong gido vién trong trua tai cac lo
phan cong nhan vien, nguoi lao dong trong trua.
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2. Co s¢ vat chat cua nha truong

_ Co s vat chat day du dam bao cong tac hoc sinh an, ngu tai truong.
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- Cac phong hoc khi duoc lam phong dn, phong ngu déu dam bao sach sé,
an toan, c6 rém che cua sd. c6 du 4nh sang, quat mat, diéu hoa.
- Pu moi 16p 1a 01 phong an/ phong ngu (55 phong/ 55 10p); trong do tai try

s& 30 16p/ 30 phong; diém truong 25 16p/ 25 phong.

- Pu ban 2 mat de phuc vu hoc sinh ngu.

- Nha truong da xa hgi hoa vat tu va huy dong phu huynh hoc sinh bo ngay
cong lam gia phoi khén, gia 43 18 com cho hoc sinh cac 16p dam bao hgp vé sinh
an toan thuc pham. (chi xem cai nay c¢6 bod khong? bén tru so khong cO a)
chire cho hoc sinh céac hoat

- Nhiéu 16p ¢6 ti vi, may chiéu giup giao vién to
én co tich, nghe

dong thu gidan nhu nghe ke chuyén, xem hoat hinh, xem truy
nhac sau mdi gid n trua va trude khi hoc sinh di ngu.

I1. NOi dung thue hi¢n

1. Noi dung cong tac chi dgo
- Quan Iy hoc sinh &n, ngd, nghi budi trua tir 10h45 phut dén 13h45phat.

- Chi dao gido vién, nhan vién lam nhiém vu trong trua ban tru.

- Giam sat co sO vat chat ban tru.

_ Giam sat, quan ly thu - chi phy phi phuc vu ban tru.

- Giam sat khau phén 4n cuia hoc sinh cung Ban cha me hoc sinh.

_ Giam sat nhan vién phuc vu cua Cong ty thuc hién dam bao vé sinh an

toan thuc pham va dam bao gilr gin canh quan, moi truong giao duc nha truong.

_ Giam sat viéc ra, vao cua xe cho com hang ngay cua Cong ty.

2. Phan cong nhiém vy

- P/c Nguyén Thi Huyén - Hiéu truong: Chi dao chung cong tac ban tru ca
2 diém truong (tru sO va diém truomg). Chiu trach nhi¢m trude Trudng phong
VH-XH vé cong tac t8 chire ban tra. Kiém duyét ho so, ky ho so ching tir hing
thang toan truong theo quy dinh.

- P/c Nguyén Thi Hai - Phé Higu truong: Giam sat suat an va truc trua ban
tri hang ngay/ tuan tai diém truong. Thye hign giam sat giao- nhan vé so luong
suat an, giam sat chat luong bira an va veé vé sinh an toan thuc phém; giam sat tai
nha truong va tai khu ché bién tai don vi cung cap suat an la cong ty CP SX va
TM than Udng Bi. Giam sat v hd so cua don vi cung cap cho hoc sinh diém

truomg 1-2 lan/ nam hoc.
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- P/c HO6 Thi Khanh Linh - Pho Hi¢u trudng: Phu trach chinh cong tac tai
didm truong; chiju trach nhi¢m trude Higu truong vé cong tac ban tra tai diém
trudng trude Hiéu truong. Giam sat sudt @n va tryc trua ban tri hing ngay/ tuan tai
diém truong. Giam sat cong khai thue don hang ngay tai bang cong khai. Giai
quyét viéc phén cong nguoi trong trua thay tam thoi kh| gido vién trong trua cO
cong vige dot xuat. Thuc hién giam sat giao- nhan vé s0 liromg suat 4n, giam sat
chat lugng bira @n va vé vé sinh an toan thuc pham; giam sét tai nha truong va tai
khu ché bién tai don vi cung cap suat dn la cong ty CP SX va TM than Udng Bi.
Giam sat vé ho so cua don vi cung cé‘ip cho hoc sinh diém truong 1-2 lan/ nim hoc.

- D/c Ng,uyen Thi Mo - Pho Hi¢u truong: Giam sat suat an va tryc trira ban
tri hing ngay/ tuan tai tru so. Thl,rc hién giam sat giao- nhan vé so lugng suat
in, giam sat chat luqng bita dn va vé vé smh an toan thuc pham; glam sat tai nha
trudng va tai khu ché bién tai don vi cung cap suat an la cong ty co phan thuong
mai Nghia Hai. Giai quyét viée phan cong nguol trong trua thay tam thot kh1 g1a0
vién trong trua c6 cong viee dot xuit. Gidm sét vé hd so ctia don vi cung cap cho

hoc sinh diém tru s& 1-2 1an/ ndm hoc.

- D/c Ngb Thi Hué - Phé Hiu truéng: Phu trach chinh cong tac ban tru
chung tai tru so; chiu trach nhiém trude Higu truong vé cong tac ban tra tai tru so
trude Hiéu trudng. Giam séat cong khai thue don hang ngay tai bang cong khai.
Giam sat sudt An va truc trua ban trd hiang ngay/ tuan tai tru so. Thuc hién giam
sat giao- nhan vé so lugng suat an, gidm sat chat luong bira dn va vé vé sinh an
toan thuc pham; giam sat tai nha truong va tai khu ché bién tai don vi cung cap
suat an 1a céng ty c¢o phan thuong mai Nghia Hai. Giam sat vé ho so cua don vi
cung cép cho hoc sinh diém tru s& 1-2 1an/ ndm hoc.

- D/c Trinh Thi Thu Binh - Phé Hiéu trudng: Giam sat suat an va truc trua
ban tri hang ngay/ tuan tai tru so. Thuc hién giam sat giao- nhan vé so luong
suat an, giam sat chat lurgng bira an va vé vé sinh an toan thuc phém; glam sat tai
nha truong va tai khu ché bién tai don vi cung cap sudt an la cong ty c¢d phan
thurong mai Nghia Hat.

- B/c Vii Thi Thiam- nhan vién hanh chinh: thuc hién nhimg cong viec lién
quan dén tong hop, ho so giup nhiém vu cho ké toan truong; tdng hop so luong
suat n hing ngdy va hing thang dé thuc hién thu- chi phu phi theo ké hoach.
Téng hop s6 sach, ho so, chimg tir theo quy dinh tai chinh vé cong tac ban tru
sau d6 giri vé d.c Ké todn vao cudi thang. Giam sat cong khai thue don cua cong
ty tai bang cong khai ctia nha truong hang ngay, hang tuan.
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- D/c H6 Thi Kim Hong - Thi quy nha trueong: chju trach nhiém lam thu
quy cong tac ban tru tai diém trudmg. Phoi hgp clng ké toan thuc hign day du
nhiém vu cua thu quy cong tac ban tra theo quy dinh.

-Plc Nguyen Thi Son - to pho td van phong - nhan vién y té tai tru s&: chiu
trach nhiém lam thu quy cong tac ban tra tai tru so. Phoi hop cung ké toan thuc
hién ddy du nhiém vu cia tha quy cong tac ban tra theo quy dinh. Cé trach
nhiém giém sat cong tac ve sinh chung, gidm sat cong tac ve sinh an toan thuc
pham vé cong tac ban tri. Ghi chep day du bién ban khi thuc hién nhiém vu
giam sat v¢ sinh an toan thuc pham Tham gia gidm sat tai nha truong va tai khu
ché bién tai don vi cung cép suat an la cong ty cd phan thuong mai Nghia Hai.

- D/c Nguyén Thj Thiy Tinh - Nhén vién y té trudng hoc c6 trach nhi¢m
oidm sat cong tac vé sinh chung, gidm sat cong tac vé sinh an toan thuc pham vé
cong tac ban tri. Ghi chép day du bién ban khi thyc hién nhiém vu glam sat ve
sinh an toan thuc pham Tham gia giam sat tai nha truong va tai khu ché bién tai
don vi cung cap suat dn 1a cong ty CP SX va TM than Udng Bi.

- P/c Nguyen Thi Thu Ha- Ké toan: thuc hién nhitng cong vigc l[ién quan
dén tdng hop s6 lugng suat dn hang ngay va hing thang; chimg tir dé thuc hién
thu- chi phu phi theo ké hoach. Tong hop s sach, ho S0, chung tir theo quy dinh
tai chinh vé cong tac ban trl hang thang, tong hop s6 liéu lién quan dén cong
khai tai chinh thu- chi ban tri hiang thang, hing nim theo quy dinh. Giam sat
cong khai thuc don cua cong ty tai bang cong khai ctia nha truong hang ngay,
hang tuan. Giam sat vé dinh muc, dinh lugng sudt in va dinh mirc hing ngay,
hing tuan cho nha trudng tai ca 2 diém truong.

3. Quy dinh chung

3.1. Poi véi Ban linh dao nha truwong

- Nghiém tac thuc hién nhiém vu duge phan cong.
- Lam viéc cong tam, khach quan va trach nhi¢m.

- Giao dong chi Nguyén Thi Hai (tai diém trudong), Nguyén Thi Mo (tai tru
s¢) thuong xuyen ndm bit va tham muu béo céo vé cong tac ban tri, cong tac vé
sinh an toan thue pham theo quy dinh.

3.2. Déi vdi gido vién trong trua

- Quan ly va chdam soc hoc sinh 3h dong ho buodi trua cac ngay an, ngu ban
tri1 tai truomg. Phoi hop voi cha me hoc sinh giat, phoi chan, 26i cho con.

- Peo tap dé, gang tay, khau trang khi chia com cho hoc sinh.
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- T6 chirc céc hoat dong giai tri cho hoc sinh sau gi¢ dn trua, tuyét doi
khong dé hoc sinh chay nhay, né nghich anh hudng dén sirc khoe hoc sinh.

- Kip thoi béo cdo véi Hiéu trudng hodc Phé Hiéu trirong nhig viéc lién
quan dén cong tac ban tri. tuyét doi khong tu y giai quyét khi chua c6 sy dong y
cua Hiéu truong nha trudmg,

- Thye hién cdc ni dung trong thoa uée lam cong tac ban tra di ky keét.
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- Khong ty cung cép video, hinh anh céc hoat dong lién quan dén viéc an,
ngu ban tra cua hoc sinh cho ngudi khic khi chua ¢6 su dong y cua Hiéu truong
nha truong,.

- Gidm sat suat dn ban tru dong thoi glam sat cdc khau phuc vu cua nhén
vién phuc vu, néu ¢é nhitng van dé khong dam bao vé an toan thuc pham hodc
nhimg viéc lam anh hudng dén my quan, tai san cua nha truong gido vién trong
trura phai bao cdo ngay cho Hiéu truong hodc dai di¢n lanh dao nha truong.

3.3. Doi véi Ban cha me¢ hoc sinh truong

- I'ang cuong thye hién gidm sat cong tac ban tra ctia con em.

- Chu dong thanh todn nop tién suét #n cho con em hing thang vé cong ty.

3.1. Doi véi nhin vién bio vé

- Giam sat nhan vién phuc vu cta don vi cung cap suét in chap hanh moi
nol quy ra vao cua nha truong.

- Nhéac nho nhan vién 1ai xe chd com, nhan vién phuc vu nghiém tic viéc
dam bao an toan khi van chuyén thirc in 1én cac l6p; di chuyén xe 6 t6 ra vao
truong phai dam bao tuyét d6i an toan cho hoc sinh va gido vién, nhan vién.

- Phoi hop v6i nha truong va phyu huynh trong cong tac giam sat ban tru tai
truong déc biét gio giao, nhan suat in. Tuyét doi khong cho nguoi la vao truong
khi dén gid an, ngu, quan ly hoc sinh khi chua c6 su dong y cua Hiéu trudng.

IV. TO CHUC THU'C HIEN

- Lanh dao nha truong, gido vién, nhan vién va nguot lao dong tai ca 2
diém trudng clng trién khai thyuc hién.

- Nha truong giri ké hoach nay t6i Ban CMHS cling ndm bit va phoi hop
thuc hién.

- G140 vién trong trua chu dong trién khai dén cha me hoc sinh nim duoc
ke hoach t6 chirc cong tac ban tr tai nha truong.
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Trén day la ké hoach chi dao cdng tac ban tru cua truong Tiéu hoc Quang

Trung nam hoc 2025-2026. Ké hoach chi dao nay thay thé cac ké hoach chi dao
cong tac ban tru trude day.

Pé nghi cac dong chi nghiém tuc trién khai thue hién. Trong qua trinh trien
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khai thuc hién néu cé vudng mic gi dé nghi cac dong chi kip tho1 bao ¢ao Ve
Hiéu trudng nha truong dé kip thoi giai quyet.
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