UBND XA NAM BAN LAMHA  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TH&THCS CILLCUS Poc lap - Tw do - Hanh phic

S6: 01 /HD -TH.THCS

Nam Ban Lam Ha,ngay 10 thang 9 nam 2025

HUONG DAN
Thuc hién cac loai ho so chuyén nam hgc 2025-2026

Cin ct Thong tu s6 32/2020/TT-BGDDT ngay 15/9/2020 cua B6 truong Bo
Giao duc va Pao tao ban hanh Die}u lé,truc‘mg trung hoc co s¢, truong trung hoc pho
thong va truong pho thong cd nhiéu cap hoc;

Can cir Cong van 5512/ BGDDT-GDTrH ngay 18/12/2020 cua B Giao duc
va Bao tao (GDDT) vé hudng dan xay dung va t6 chure thyc hién k& hoach giao duc
cua truong trung hoc co so, truong trung hoc pho thong va truong pho thong co
nhiéu cap hoc;

Can ctr Cong van 2345/ BGDDT-GDTH ngay 07/6/2021 cua B Giao duc va
DPao tao (GDDT) vé hudng dan xay dung ké hoach giao duc ctuia nha truong cap tiéu
hoc;

Thuc hién Ké hoach thuc hi@n nhiém vu nam hoc, Truong TH&THCS Cill
Cus huong dan thuc hién céc loai ho so nam hoc 2025-2026, nhu sau:

|. Hé thong cac Ké hoach (Pang tai Website trudng, vnEdu va luu tai vin
thu)

1. Ké hoach nha truong

a) Ké hoach gido duc nha truong

Ké hoach gido duc cua nha truong gom cac thanh phan sau: Ké hoach thuc
hién nhi€ém vu nam hoc; K¢ hoach thoi gian thuc hién phuong trinh va K& hoach day
hoc cac bd mon; Ké hoach gido duc dia phuong, Ké hoach hoat dong trai ngiém
hudong nghiép va K€ hoach cac hoat dong gido duc ;

b)’ Ké hoach thang, ‘tuén: K& hoach thang, tudn cla truong do Hiu trudng ban
hanh, K& hoach thang, tuan cua chuyén moén va cac hoat dong giao duc cua truong
do Pho Hi¢u trudng ban hanh.

¢) K& hoach céac hoat dong khéac (Tuy vao ndi dung cong viée dé cac bo phan
tham muu K¢ hoach cho nha truong)

d) K& hoach gido duc ca nhan hoc sinh khuyét’ tat hoc hoa nhap (in va duogc
dong thanh teflp),GVCN va GVBM c(3 hoc sinh khuyét tat hoc ‘h(‘)a nhép cung tham
gia xay dung K¢ hoach theo huéng dan cia chuyén mon vao dau nam hoc.

2. Ké hoach to chuyén mon (Ping tai Website trudong, vnEdu)

a) Ké hoach gido duc to6 CM
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Ké hoach (}D cua té) CM gém co: Ké hoach day hoc gém Ké hoach day hoc
cac bo mon va Keé hoach t6 churc cac chu dé day hoc (theo Khung ké hoach day hoc
mon hoc tai Phy lyc 1 Cong van 5512 (THCS), Phu luc 2 Cong vén 2345 (TH) (Luu
y: Noi dung yéu ciu cin dat do GVBM xay dung dé giri vé to trwéng CM); Ké
hoach tb chtrc cac hoat dong gido duc theo chu dé va hoat dong cau lac bd (theo
Khung lge hoach tb chiic cac hoat dong glap duc tai Phu luc 2 Cong van 5512); Ké
hoach b6i dudng HSG, phu dao hoc sinh yéu kém.

b) Ké hoach thang, tuan: T chuyén mén va t6 van phong can cir Ké hoach
ctia truong va CM trudng dé xay dung ké hoach thang, tuan cy thé.

7 C) Ké hpach cac hoat d(_)pg khac (Ke hoach th tiét cac hoat dqng giao duc va
to chure chu dé day hoc. Cac Ké hoach nay t6 CM can xay dung chi tiét c6 phan cong
nhiém vu rd rang c6 danh gia rat kinh nghiém)

(Luwu V: Ké hoach(KH) & khoan a déng thanh quyén c6 bia dé luu, KH
khoén b luu vao kep 1 diém 2 Muc I1 va ghi bia Ké hoach Giao duc mau bia 1;
KH ¢ khoan c luu vao kep 4 diem 2 Muc Il hwong dan nay)

3. Ké hoach gido vién (Tai lén vnEdu hd so ca nhan)

- a) Ké hoach gido duc cua gido vién gom K¢é hoach day hoc mon hoc/HDGD,
Ké hoagh day hoc chu dé¢, K& hoach hoat d@ng :[réi nghiém hudng nghi¢p va Ké
hoach t6 churc hoat dong gido duc theo chu dé (Po6i vo1 GVCN).

) Ké hoach bai day (gi4o an) (In hay khong duoc quy dinh tai Muyc ITI huéng
dan nay). Xay dung theo quy dinh tai Phu luc 4 Cong van 5512 (THCS); Phu luc 3
Cong van 2345.

c) Lich bao giang, K& hoach sir dung thiét bi (cap nhat vnEdu dung thoi gian)

I1. C4c loai hd so khéc va viée thanh 1ap, luu ho so

1. Ho so nha trudng (Thuc hién theo quy dinh tai Diém 1 Piéu 21 Thong tu
32)

Luuy:

-N hé}n vién vin thw: In 4n, dong dau, luu trit cac loai hd so, sO sach bat budc
in ra gidy dé ky xac nhan.

* Viéc ky x4c nhan vao S6 Theo ddi va danh gia hoc sinh (THCS) thuc hién
nhu sau:

+ Poi voi gido vien by mon: Kiém tra tinh chinh xac diém trung binh mén
theo hoc ky, ca nam trén vnEdu thue hién doi voi timg hoc sinh cua cac 16p duoc

phan cong giang day dugc in ra dé ky xac nhén vao S6 Theo ddi va danh gia hoc
sinh (36 Goi tén va ghi diém) vao cudi hoc ky va cudi nam.

+ Pdi voi GVCN: Kiém tra va ky xac nhén trong s6 Theo ddi va danh gia hoc
sinh (s0 Goi tén va ghi diém) in ra tir vnEdu cac ndi dung sau day:

- Danh sach va so yéu 1y lich hoc sinh.
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- Két qua kiém dién hoc sinh trong ndm hoc.
- Két qua danh gid, nhan xét, x€ép loai hanh kiém va hoc luc cta hoc sinh.

- Két qua duoc lén 16p hoac & lai 16p, cong nhan hoc sinh xuét séc, hoc sinh
gi01 tung hoc ky, cd nam hoc, dugc 1én 16p sau khi kiém tra lai hoac rén luyén hanh
Kiém trong hé; xét d¢ xuat cac hinh thirc khen thudong cia hoc sinh.

- Cap nhat thanh tich va khen thudng, nhan xét vao S6 Theo doi va danh gia
hoc sinh (hodc s6 Goi tén va ghi di€ém).

* Poi véi cap Tiéu hoc gido vién chu nhi¢m kiém tra va in Bang tong hop két
qua déanh gia gido duc cua lop vao cudi mdi ky va cudi ndm (giri BGH x4c nhén va
dong dau) dé luu trir.

2. Ho so' to CM

2.1. S6 ghi chép ndi dung sinh hoat chuyén mén. (Bién ban sinh hoat t6 va to
chtrc cac hoat dong cua t0)

N 2.2. Kep 1: K& hoach GD duoc quy dinh tai diém a,b Khoan 2 Muc [ hudng
dan nay.
2.3. Kep 2: Bang dang ky thi dua, bang dang ky chét lugng 2 mat, Luu dé
kiém tra; Cac van ban chi dao, cac quyét dinh cap trén lién quan dén to;
2.4. Kep 3: H6 so minh ching kiém tra gido vién;

2.5. Kep 4: Hb so minh chimg t6 chie cac cha dé day hoc, cac hoat dong giao
duc, cac hoat dong trai nghiém, hudng nghiép duoc quy dinh tai diém ¢ Khoan 2
Muc I hudéng dan nay;

3. Ho so GV

3.1. Ké hoach gido duc cua gido vién dugc quy dinh tai diém a khoan 3 muc [
hudng dan nay.

3.2. K& hoach bai day dugc quy dinh tai diém b khoan 3 myc I va myc III
hudng dan nay.

3.3. Kep luu cac van ban, quyét dinh cta truong c6 lién quan dén nhiém vu
cua ban than.

3.4. S6 ghi chép ndi dung sinh hoat chuyén mon, du gid.

35, S6 theo doi danh gia hoc sinh (In tir vnEdu ngay tir dau nam hoc dé dong
dau truong trude khi str dung).

3.6. S6 cha nhiém (Pbi v6i GVCN)

3.7. S6 hoat dong Poi (P6i véi GVTPT)

1. Viéc quén Iy, kiém tra thwe hién ho so t6 CM va ho so gido vién dugc
quy dinh tai muc I, Il vin ban nay qua hé thong vnEdu.

- Péi véi lich bao giang: GVBM dugc cong nhan thyc hién dam bao khi cép
nhat 1én vnEdu trude khi giang day trén 16p, khong can in ra gidy.
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- Pi voi Ké hoach bai day (KHBD): Puoc cong nhian ¢co6 KHBD khi cap nhat
day du trén vnEdu va c6 KHBD luu trong may tinh xach tay trudc khi day trén 16p
(May tinh xach tay phai mang theo thay cho KHBD in). Déi véi GV khong sir dung
may tinh xach tay thi phai in KHBD khi Ién 16p.

- B6i v6i ké hoach Gido duc té6 CM va ¢4 nhan cap nhat 1én vnEdu sau khi da
dugc Hiéu truong (PHT) phé duyét. Luu y ban tai 1én vnEdu la ban goc cta ban luu
da in c6 dau cua Hiéu trudng.

- Nha trudong c6 thé kiém tra dot xuat trén cac hé thong trén.

Nha trudong yéu cau cac to6 chuyén mon va GV nghiém tuc trién khai thuc hi¢n.
Trong qua trinh t6 chtrc trién khai, néu c6 kho khan, vudng mac, cac t6 CM va GV
bao cao vé truong qua Ban Gidm hi¢u dé dugc hudng dan giai quyeét./.

Noi nhan:

- Ban Giam hiéu;

- C4c t6 chuyén mon:

- Bang tai trén Website;
- Luu VT.




		2025-09-18T15:17:34+0700


		2025-09-18T15:18:12+0700


		2025-09-18T15:18:12+0700




