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SO GD & PT NAM DINH_ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT XUAN TRUONG Poc 14p - Tw do - Hanh phic
86: 202 /KH-THPTXT Xudn Truong, ngay 22 thang 9 nam 2021
KE HOACH

Quan Iy co sé vat chat, thiét bj day hoc

Cian cu dicu 1¢ Truong trung hoc co so, Truong trung hoc phd thong va
truong trung hoc pho thong cd nhi€u cap hoc ban hanh kém theo Thong tu so:
32/2020/TT-BGDDT ngay 15/9/2020 cua B trudng Bo Gido duc va Pao tao;

Can ctr vao cong van sb 1154 cua S¢ Giao dyc va bao tao Nam Dinh ngay 9
thang 8 nam 2021 v/v hudng dan st dung tai san cong va chuan bi CSVC phuc vu
cho nam hoc mai;

Cian ctr ¢ong van s6 1310/SGDPT-GDTrH ngay 07/9/2021 v/v huéng din
thuc hién nhi€ém vu gido duc trung hoc nam hoc 2021-2022 cta S¢ Gido duc va
Dao tao tinh Nam Dinh;

Cin ctr Ké hoach nim hoc 2021 - 2022 cua trudng THPT Xuan Trudng;

Can ct tinh hinh co s& vat chat, thiét bi day hoc hi¢n tai va tinh hinh thuc té
cua Truong THPT Xuan Truong;

Truong THPT Xuan Truong xay dung ké hoach quan 1i co s& vat chat, thiét
bi day hoc va xay dung truong xanh — sach — dep — an toan nam hoc 2021 - 2022
nhu sau:

A. QUAN LY CSVC VA THIET BI DAY HOQC.
I. Tinh hinh chung:

1. Thuan lgi:

Puoc sy quan tim ctia lanh dao cac cip trong viéc xay dung co s vat chat
nha truong theo huéng kién cd héa va chuan héa trudng 16p.

Su hd tro nhiét tinh cua chinh quyén dia phuong, cic bac phu huynh trong
viéc tim ngudn luc dé phat trién trudng 10p.

Su quan tdm cua x4 hdi trong cong tac gido duc thong qua su phdi hop chat
ché gitra Ban dai dién Hoi cha me hoc sinh va nha truong.

Hién tai trudng co ban c6 du thiét bi thiét yéu phuc vu cho cong tac giang

day cling nhu bdo quan tai san chung ctia nha truong, tai san cua gido vién, hoc
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sinh nhu: truong c6 tuong rao, cong truong kién cd, c6 du ban ghé, bang viét, co
du hé thong deén chiéu sang va hé thong dién phuc vu tot cho cong tac gidng day;
c6 khu vé€ sinh, nha d€ xe cho gido vién va hoc sinh. Bén canh d6 da s6 hoc sinh

cua truong co y thuce tot trong viée bado quan, gilr gin tai san chung.

2. Kho khan:

~ Trang thiét bi giang day con thiéu, chura déng bo va lac hau lam anh huéng
dén chat luong day hoc.

~ Truong chua c6 phong thi nghiém dat chqén nén vi¢c thyc hanh sau gio ly
thuy€t con rat han ché. (Thi€u phong hoc mon Tiéng Anh theo quy chuan)

Thu vién trudong luong sach tham khao con thiéu chua thuc sy nhiéu dau
sach.

Con mot bd phan nhé hoc sinh chua c6 y thic gilr gin tai sdn cua 16p va cua
truong.

D041 ngli nhan vién phu trach cac phong thuc hanh, thi nghi¢m, tin hoc su
hi€u bi€t va ki nang st dung cac trang thiét bi day hoc con yéu dan dén nhicu thiét
bi hu héng phai thué ngudi sura chira, khac phuc thuong xuyén.

I1. Muc tiéu:
1. Muc tiéu chung:

Kiém tra tu b, sira chita va mua sam thuong xuyén céc thiét bj dap ang moi
hoat dong trong cong tac giang day, gop phan thuc hién d6i mdi phuong phap hoc
tap, nang cao chit luong gido duc cua truong, san sang dén nhan va ap dung
chuong trinh GDPT méi 2018.

Ting cudng sy quan Iy nhim dam bao st dung c6 hiéu qua tai san, trang
thiét bi hién co cling nhu bao quan, stra chira tai san kip thoi phuc vu cong tac
giang day, tranh that thoat, lang phi tai san ctia nha truong, dic biét 1a nhiing trang
thiét bi dugc cép.

2. Muc tiéu cu thé:

Huy dong cac ngudn kinh phi dé xdy mdi tudng rao, tu sita nha dé xe cho
hoc sinh nham dam bdo tot cong tac an ninh, an toan trudng hoc. Tung budc tao
dung mot ngoi truong xanh, sach, dep va an toan.

Pau tu, ning cdp vé cong nghé thong tin nhu man hlnh Tivi, may tinh xach
tay, camera, mang internet, ing dung phan mém dé phuc vu tt cong tac giang day,
dac biét 1a day hoc truc tuyen trong thoi diém dich bénh.

St dung phan mém quan Iy CSDL nganh va cac phin mém quan 1y khac
nham nang cao hi¢u qua quan ly.

Dé nghi vdi lanh dao So Gido duc va Pao tao xin cip thém phong phuc vu
cong tac day va hoc mon Tiéng anh thong dung cta truong.



3
Nang cao hi€u qua hoat dong thu vién, khuyén khich giao vién, hoc sinh dén
thu vién doc sach, xay dung mdi truong van hoa doc sach.
I11. Bién phap:

Pau nim hoc, bd phan phu trach co s& vat chat phéi hop voi to trudng
chuyén mén, Poan Thanh nién, Cong Poan, nhan vién phu trach, ké toan, gido
vién kiém nhiém (GVKN) ctia trudng 1ap ké hoach sir dung, phat trién va bao quan
co sO vat chat ctia trudng trong ndm hoc sau d6 trinh 1én Hiéu trudng phé duyét.

Sau khi Hi€u truong phé duyét, ké hoach phai duoc thong qua Hoi dong su
pham nha truong dé cac to chirc, ca nhan c6 lién quan thuc hién tét nhiém vu cia
minh.

Bd phan co s& vat chat co trach nhiém theo doi tién do thuc hién ké hoach
va dé xuat voi hiéu trudng nhiing van dé can bo sung, chinh stra trong qua trinh
thuc hién.

Phéi hop voi cac t6 chirc doan thé, to chuyén mon ting cudng gido duc
thirc giit gin tai san chung cta truong, 16p bang nhiéu hinh thic nhu: trong céc
budi sinh hoat dau tuan, sinh hoat chu nhiém, cic hoat dong ngoai khoa, cac phong
trao, cac budi sinh hoat ctia Poan Thanh nién...

Céc t6 chuyén mon ¢ thiét bi day hoc nhu Toan — Tin, Sinh — Cong nghé,
Hoa, Ly ... phdi c6 s6 theo ddi thiet bi, s6 mugn, dang ky giang day... Dinh ky
hang thang c¢6 ki€m tra danh gia viéc st dung thi€t bi day hoc trong giang day.

Tuan thu cic nguyén tic va giai phap quan 1y thiét bi day hoc:
- Cac phong hoc bd mon, thyc hanh thi nghiém:

+ Phong hoc Tin hoc: 03 (60 may tinh).

+ Phong trinh chiéu: 04

+ Phong thuc hanh Sinh: 01

+ Phong thuc hanh Hoéa hoc: 01

+ Phong thuc hanh Vat ly: 01

+ Phong hoc thong minh: 01

+ Phong hoc truc tuyén: 02

+ Phong hop truc tuyén: 01

+ Phong thu vién: 01

- Phén cong phu trach cac phong:

D/c Nhan: Phy trach phong thi nghiém, thyc hanh Ly, Hoa

P/c Van: Phy trach phong thi nghiém, thuc hanh Sinh, Tin, trinh chiéu (P/c
Hao phu trach thay cho d/c Van nghi ché dg)
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P/c Thanh: Phy trach cac phong hoc truc tuyén.

D/c Hao: Phu trach phong thu vién

* Cac nguyén tic: Tinh muc dich; tinh phu hop; tinh ké thira va phat trién;
tuan tha chu trinh quén ly.

* Cac gidi phap:

Giai phap ve nang cao nhan thirc ddi vai viee str dung thiét bi day hoc.

Giai phap vé viée to chuc st dung thiét bi day hoc tuan theo cac yéu cau
cua chuong trinh ké hoach dao tao.

Giai phap vé viéc cung tng kip thoi thiét bi day hoc cho cac nha trudng,
dap ung cac nhu cau dat ra.

Giai phap vé cong tac dao tao nhan vién chuyén mon phu trich van dé
thiét bi day hoc trong cac truong.

Giai phap vé viéc xay dung moi truong su pham, ddm bao su thuan lgi cho
viéc st dung thiét bi day hoc.

IV. Mot s6 nhiém vu trong tim trong viéc bio quan CSVC-TBDH:
1. B phéan Co sé vat chat — Thiét bi day hoc:
1.1. Chirc nang:

Quan 1y co s¢ vat chét, trang thiét bj day hoc trong cac hoat dong nha
truong. Tham muu v6i Hi¢u truong nha truong vé viéc khai thac st dung, bao
quan, tu sira, mua sam mdi, ting cudng co s& vat chat, trang thiét bi day hoc dap
g nhu ciu trude mat va dic biét 1a chudn bi cho chuong trinh GDPT méi 2018.

1.2. Nhiém vu:

a) Thuc hién quy ché trao quyén quan 1y, sir dung co s& vat chét, trang thiét
bi day hoc cho cac cd nhan chiu trach nhiém & cac phong chuc nang: cac phong
thuc hanh, thiét bi, thu vién, vi tinh; phong hoc 1y thuyét; phong lam viéc, tai san
cong ndi chung.

b) Theo doi, chi dao viéc nghién ctru khai thac sir dung, bao quan céc tai san,
trang thiét bi day hoc duogc giao cho cac ca nhan quan 1y trén s6 sach va so6 theo doi
su dung.

¢) Kiém tra, danh gia cong tic quan 1y, sir dung co s& vat chat, trang thiét bi
day hoc cua cac ca nhan dugc giao. Phoi hop voi cac to6 chuyén mon dé chi dao
thuc hién, danh gia cong tac st dung thiét bi day hoc, thuc hanh cia giao vién bo
mon trong TO.

d) Thyc hién kiém ké dinh ki hang nim, dé xuat tham muu v&i Hiéu trudng
trong viéc mua sam, sura chira, xay dung co s¢ vat chat, trang thiét bi nha truong.

2. T6 Vin phong:
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a) Thyc hién cong tac ké toan tai chinh co quan theo dung quy dinh Nha
nudc, thyc hién co ché ty chu tai chinh co quan qua quy ché chi ti€éu ndi bg, s
dung c6 hi€u qua cac nguodn lyc trong nha truong.

b) Thuc hién cong tac ké toan tai san co s¢ vat chit co quan trén cac hd so
tai san nha trudng, thuc té de khai thac str dung c6 hi€u qua tai san duoc giao, quan
1y bao quan sir dung, dé xudt tham muu mua sam, bo sung, trang bi méi. .

¢) Thuc hién cong tac y t& hoc dudng theo quy dinh, t6 chirc cho hoc sinh
tham gia Bao hiém y té hang nim, ting cudng viéc chim séc strc khoe ban dau cho
hoc sinh qua Tu thudc y té hoc duong, hoat dong Chir thap do, t6 chirc kham suc
khée, phong ngtra dich bénh,...cho hoc sinh nha truong.

d) Can ctr vao nhiém vu dugc phan cong chiu trach nhiém theo doi, quan 1y,
bdo quan toan bo trudong so , co s& vat chét , trang thiét bi ctua nha truong ( ké ca
vGi céc tai san , trang thiét bi giao cho cac ca nhan, phong ban chirc nang ) trong
qua trinh hoat dong Tu stra, bao quan va dé xuit v6i nha trudng trong viée sira
chita, nang cip, mua sim mdi tai san nha truong va bao cdo v4i nha truong viec
quan 1y st dung cua cac ca nhan dugc giao cac tai san.

3. Bo phan chuyén mon:

’ a) Phéi hop véi1 bd phéan co s& vat chidt nhim trang bi, st dung CSVC,
thiét bi, d6 dung day hoc phuc vu tét cho cac hoat dong chuyén mon.

7 b) Cac t6 chuyén mén lén ké hoach s dung, bao quan va dé Xu,éit mua saflm
bd sung thiét bi, d6 dung day hoc ngay tir dau ndm hoc. T6 trudng phoi hop kiém
tra, don doc viéc str dung, bao quan CSVC, thiét bi, d6 dung day hoc.

0 T6 chuyén mon t6 chire thuong xuyén cac hoi thao, hoi nghi cp to trao
do6i kinh nghiém v€ str dung thict bi day hoc. Moi to chuyén mén quy dinh cho
giao vién khi 1€n k& hoach bai giang d6i v6i moi chuyén dé minh phu trach phai c6
ké hoach vé thiét bi day hoc phuc vu cho bai gidng do6. Viéc st dung thiét bi day
hoc phai ding muc dich cua bai giang, cia mon hoc, khong dugc lam dung.

4. Cac to chirc doan thé:

a) Phéi hop v&i bo phan co sé vat chat viéc sir dung va bao quan CSVC,
thiét bi, d6 dung can thiét trong cac hoat dong ciia Cong doan, Poan thanh nién.

b) Poan TN thudng xuyén kiém tra, d6n ddc viéc bao quan tai san nha
truong cua hoc sinh; gitt gin vé sinh, moi trudng: Xanh - Sach - Pep - An toan.

_ ¢) Cong doan dong vién Cong doan vién st dung, bao quan t6t CSVC, thiét
bi, d6 dung day hoc.

B. KE HOACH THUC HIEN CHI TIET NAM HQC 2021 - 2022:
Thang Noi dung cong viéc Nguwoi phu trach

8/2021 - Chuén bi co s& vat chit phuc vu nim hoc - BGH, T4 VP, Bao
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moi, (kiém tra chat luong, sap xép lai ban ghé vé.
ctia hoc sinh, gi4o vién, cac d6 dung, thiét bi

day hoc) qua d6 dé xuit voi Hiéu trudng sira
chita cac tai san, thiét bi hu héng.

- Cham séc, cit tia cac bon cay trong khuén - B phan CSVC
vién truong dé dam bao canh quan nha
truong.

- Tong vé sinh khu vyc, khuon vién truong - BGH, GVCN, Hoc
hoc, phong hoc, khu vuc xung quanh truong. Sinh

Lén lich phan cong cac 16p truc tuan va ve
sinh cac khu vue cong cong. Phun thude khu
khuan dé phong chong dich bénh.

- R4 s04t, kiém tra, stra chira, lap dat lai cac - BGH, T6 VP, Bao
hé thong di¢n, dén, quat, nudc, khoa ctra cac  vE.
16p...

- Thué mudn lao cong thuc hi¢n thuong - T6 trudng t6 Vin
xuyén viéc quét don khu vuc vé sinh cuia hoc phong
sinh, giao vién.

- Tién hanh bao dudng hé théng loc nudc - T6 trudng t6 Vin
uong cho hoc sinh va giri mau nudce di kiém  phong.
dinh chat lugng nudc.

- Ban giao CSVC phong hoc cho céac 16p. - BGH, Van phong,
GVCN

- Tham muu v6i BDPD cha me hoc sinh, nha - BGH, BDD cha me
trudng sita chita, thay médi cac duong day dan hoc sinh, GVCN.,
dién da xudng cap, tu bo sira chita phong hoc,

céc bon hoa, cay canh.

- Théng ké s thiét bi giang day, dé xuit ting - To trudng chuyén
cuong cac thi€t bi, dung cu gidng day méi.  mon, can bd phu
Hoan thién cac loai so sach. trach thu vién, thi

- Phén cong phu trach cac phong hoc bo mon, nghi¢m.

thi nghiém, thuc hanh.

- Chuan bi CSVC va céc diéu kién phuc vu - BGH, t6 trudng t6
khai giang ndm hoc moi. VP, b0 phan trang
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11/2021

12/2021

Chi dao nhan vién phu trach ph(‘)ng thuc tri.
hanh, thi nghiém xay dung ké hoach bao
quan, theo doi, st dung.

- Lép dat 02 phong hoc dé day hoc truc tuyén. - B6 phan CSVC
- Theo ddi viéc bdo quan, giao nhan thiét bi - BGH, T VP, gido

giang day, thuong xuyén kiém tra cong tic  vién phu trach thiét
thu vién, thi€t bi vé so sach, vé bao quan thiét bi, thu vién, gido

bi (thuc hién dung quy dinh nha truong). vién by mon,

GVCN.
- Chuan bj CSVC phuc vu hdi nghi - BGH, T6 VP, Cong
NGCBQL&NLD doan.

- Chuan bj co s& vat chat phuc vu chao mung - BGH, Cong doan,
ngay phu nir Viét Nam 20/10. gido vién.

- Quan ly s6 sach, tinh trang co sO vat chit - BGH, T6 VP
nha truong.

- Thuong xuyén quét don, tong vé sinh - Lao cong; GVCN

truong 16p.

- Kiém tra viéc bao quan CSVC cua cac 16p. - BGH, Bao v¢,
GVCN.

- Téng vé sinh trudong 16p. - GVCN, Hoc sinh,
lao cong.

- Gido duc hoc sinh y thirc gitr gin vé sinh - DTN, GVCN
moi truong thong qua cac gio sinh hoat chu
nhiém, sinh hoat NGLL, sinh hoat cudi tuan.

- Chuén bi t0t CSVC, céc diéu kién khac chao -BGH, Cong doan,
mung ky ni€ém ngay nha gido Viét nam 20/11. Bi thu Poan, Cac t6

- Phat dong cac 16p trang tri nhiéu chdu cay truong, GVCN.

xanh treo xung quanh trong 16p.

- Trién khai phan cong kiém ké tai san nim - BGH, Bao v&,
hoc 2021 - 2022. Cong doan, gido
vién, thu vién, ké



toan truong.

- Ki€ém ke tai san tang giam trong nam. - BGH, Cong Doan,
Béo v¢, gido vién
dugc phin cong.

- Tuyén truyén gido duc tu tudong hoc sinh ¥ - Poan TN, GVCN
thirc gitr gin tai san, co tinh than tiét kiém

thong qua cac gio sinh hoat chtii nhi€ém, sinh

hoat NGLL, sinh hoat cudi tuan.

- Chuan bj co s& vat chat phuc vu ky thi hoc - BGH, T trudng to
Ki . Van phong.

- Theo ddi viée str dung do dung, thiét bi - BGH, t6 VP.
giang day cua gido vién.

- V¢ sinh truong 16p, khuon vién truong hoc, - BGH, Bao v¢,

kiém tra lai co so vat chit cta truong truéec  Cong doan, gido

khi nghi Tét Nguyén dan. vién, thu vién, ké
toan truong, lao
cong.

1/2022 - Phan cong tryc ban, gilr gin, bao quan tai - BGH va bao vé.
san nha truong trong thoi gian nghi Tét.

- B40 c4o tai san ting, giam vé S¢ Gio duc - - BGH
Dao tao.

- Kiém tra viéc bao quan CSVC cua cac 16p. - BGH, Bao v¢,

- Trong thém cay xanh hudng tmg tét trong GVCN.

cay tao canh quan moi truong xanh — sach —

dep.

- Thuong xuyén gidm sat tinh hinh tai san - BGH, Bao v¢,

trong nha trudng, stra chira tai san hu hong, Coéng doan, T6 VP,
dam bao viéc hoc ctia hoc sinh duoc tot, an  thu vién, ké toan
toan. treong.
2/2022 , 2 A . . <
- Chi dao tong v€ sinh truong 16p, cham s6c - BGH, GVCN.
va trong cdy xanh.

- Kiém tra viéc bao quan CSVC cua cac 16p. - BGH, Bao vé,
GVCN.



3/2022

4/2022

5/2022

- Theo doi tinh hinh canh quan méi truong(-BGH, Bao vé, lao

téng vé sinh truong 16p).

- Phat dong céc 16p gilr gin v¢ sinh moi
truong trong va ngoai 1op.

- Kiém tra viéc bao quan CSVC cua cac 16p.

- Phoi hop Boan TN chuén bji CSVC phuc vu
cho cac hoat dong VHVN — TDTT chao
mung ngay thanh lap Poan TNCS HCM
26/03

- Kiém tra tinh hinh ban ghé chuan bi ky thi
hoc ky II.

- Kiém tra thiét bi day hoc (quan séat, trao doi
v&i1 can bd phu trach thiét bi).

cong.

- BGH (lap ké
hoach), Bao v¢&, GV,
GVCN.

- BGH, Bao v¢,
GVCN.

- BGH, Bao vé,
BTD TN

- BGH, T6 VP, Bao
V€,

- BGH, t6 trudng
CM.

- Kiém tra thu vién (vigc sép Xép, b tri, trang - BGH, Cong Doan,

tri, v€ sinh, s0 sach, bao quan, phan loai, tinh
than thai do lam viéc,...)

- Kiém tra viéc bao quan CSVC cua cac 16p.

- Chuén bj co s& vt chat, khuon vién nha
truong phuc vu cho thi HKII.

- Tong vé sinh trudng hoc, theo doi va sira
chira ban gh¢, hé thong di€n, dén, quat.

- Chi dao téng vé sinh trudng 16p, cham soc
cay xanh.

- Van dong hoc sinh tang lai SGK cho thu
vién (tang cho hoc sinh nghé¢o nam hoc mai).

- Ki€m tra viéc bao quan CSVC cua cac lop.

thu vién.

- BGH, Béo v¢,
GVCN.

- BGH, Boan TN,
Cong doan, Hoi cha
me HS.

- BGH, T6 VP, Poan
TN,

- BGH, BTN,
GVCN.

- Poan TN, Thu
vién, GVCN.

- BGH, Bao v¢,
Cong doan, gido
vién, thu vién, ké
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toan, ..

- Tién hanh kiém ke tai san, trang thiét bi, @ - BGH, VP, GVCN.
dung day hoc.

- Sip Xep lai phong hoc, ban ghé chuan bi cho- BGH, GVBM,
viée bdi dudng hoc sinh yéu kém, hoc sinh thi GVCN.

6/2022 |ab

- Lén ké hoach lao dong tong vé€ sinh phyc vu - P.HT, GVCN, Hoc
cho thi Tuyén sinh va Tot nghiép THPT sinh, lao cong.

- Chuéq bi CSVC va cé,c diéu kién cho cac ky - P.HT, Bao V¢, to
thi Tuyén sinh va thi Tot nghiép. Van Phong.

- Thong ké lai tinh hinh co sé vat chat, hién - P.HT, T6 VP, Bao
712022 trang, sO lugng chuan bi cho viéc tuyén sinh, v¢,.
sap 16p cho ndm hoc moi.

- Lap ké hoach mua sdm tai san mdi, sta - BGH, T6 trudng
chira tai san hién c6 phuc vu cho nam hoc chuyén mon, ke
moi. toan.

Noi nhan:

- B/c Hiéu truong(dé b/c);

- Cac d/c Pho HT;

- C4c to chirc, doan thé;

- Luu VT.

PHE DUYET CUA HIEU TRUONG NGUOI LAP KE HOACH
PHO HIEU TRUONG

Nguyén Tién Phwong
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