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4 Thoi gian ky:

e T Hé théng ho so truong mAm non Hoa Mi nam hoc 2019 - 2020

Cian ct Quyét dinh s 04/VBHN-BGDPDT ngay 24 thang 12 nam 2015
ctia BO Gigo duc va Pao tao vé viéc ban hanh Diéu 1¢ truong Mam non;

Thuc hién cong vin sd 526/PGD&DT ngay 07/6/2019 cia Phong
GD&DT thi x3 DPong Triéu vé viéc hudng dan thuc hién quan Iy hd so s6 sach
trong cac nha truong tir ndm hoc 2019-2020.

Truong Mam non Hoa Mi quy dinh va str dung céc loai s6 sach nhu sau:

A. CAC LOAI HO SO, SO SACH CUA NHA TRUONG VA GIAO
VIEN.

. D6i v6i nha truong

. Ho so quan 1y tré em;

. Ho so quan 1y tré em hoc hoa nhap (néu co);
. Ho so phd ¢ap GD cho tré em 5 tudi

. Ho so quan 1y nhan su;
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5. Ho so quan Iy chuyén mén
6. SO luu trit cac van ban, cong van,
7. Hd so quan 1y tai san, co sd vat chét, tai chinh;
8. Hd so quan 1y ban tra
9. Ho so cong tac Y té truong hoc.

10. Ho so hoat dong ngoai khoa ( néu c6)

I1. P6i vo6i to6 chuyén mon, to vin phong.

K& hoach td chuyén mon: Noi dung cac cude hop, sinh hoat dinh ky cua td
chuyén mon ( ghi vao s6 chuyén mén cia c nhan)

I11. Poi véi gido vién

1. S6 ké hoach gido duc tré em;

2. S6 theo ddi tré: diém danh, kham sirc khoé, theo ddi danh gié tre;

3. S6 chuyén mon: du gio, tham quan hoc tap, ghi chép cc ndi dung sinh
hoat chuyén mon;

4. S6 theo dbi tai san cia nhom tré, 16p mau gido.

B. HUONG DAN THUC HIEN, QUAN LY, KHAI THAC, SU
DUNG HO SO, SO SACH NAM HOQC 2019 — 2020



I. P6i v6i nha truong.

I. HO so quan ly tré em.

- Pon xin gui tré; sd theo ddi sirc khoe; phiéu danh gia tré cudi d6 tudi; hd
so danh gia tré em theo chuan phat trién; s6 theo ddi tré em trong do tudi chuyén
di, chuyén dén, gidy khai sinh ban sao, s6 ho khau ban sao

- Hb so quan 1y tré em hoc hoa nhap (néu cd) ( gidy xac nhan mirc do
khuyét tat; KH GD c4 nhan)

IL. Ho so’ quéan 1y nhén su.

- S6 téng hop theo ddi can bg, gido vién, nhan vién;

II1. Hd so' quén ly chuyén mén

1. S6 ké hoach chuyén mén (danh cho CBQL)

2. S6 kiém tra danh gia gido vién, nhan vién

3. Ho so quan 1y béan tri ( Hop déng thuc pham, giao nhédn thuc pham
hang ngay phiéu/sé/héa don/phan mém...)

+ S6 thu va thanh toan

+ S6 xuét nhap , nhap thyc pham

+ S6 theo ddi khau phan an;

+ S6 giao nhan thuc pham hang ngay;

+ S6 luu miu thue pham

+ Hop dong mua thyc pham;

+ Gidy chig nhan bép an dat tiéu chuan an toan thyc pham

IV. S0 lwu trir cac vin béan, cong vin

- S6 cong vin dén;

- S6 cong van di;

- S6 nghi quyét.

- Cac loai KH hudng dan néu c6

V. H so quén ly tai san, co sé vat chat, tai chinh

VI. S6 phé cip GDMN

VIL. Dbéi véi gido vién

1-S6 theo di nhom, 16p: diém danh, theo ddi chuyén can, bé ngoan

2-S6 theo ddi danh gid tré;

3-S6 chuyén mén: dy gio, tham quan hoc tap, ghi chép cac ndi dung sinh
hoat chuyén mon;

4- S6 ké hoach gido duc, gido an;

5- S6 theo ddi tai san nhom tré, 16p mau giao

C. QUY PINH HO SO, SO SACH SO DPIEN TU.



I. P6i v6i nha truong.

1. H6 so phd cap GDMN cho tré em nim tudi

2. Ho so quan Iy nhén sy ( theo chi dao ctia SGD&DT)

3. S6 quan 1y tai san, tai chinh ( theo chi dao cua S& tai chinh. Phong
KHTC)

4. S6 quan 1y “ thong tin hoc sinh” trén Website clia trudng

5. S6 tinh khau phan an cho tré.

I1. Pi voi gido vién.

S6 Ké hoach gido duc tré em.

Noi nhgn: 7 HIEU TRUONG
- T6 trudng chuyén mon(p/h trién khai t/h); Ngudi ky: Mém non Hoa

- CB, GV, NV(t/h); Mi

Email:
- Luu VT. é ﬁ/ 2 mnhoami@dongtrieu.edu.v
n
Co quan: Thi xa Dong
Triéu, Tinh Quang Ninh
Chure vu: Hiéu truong
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