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Nam P9, ngay/i théng 09 nam 2018

SO:/TB /KH- DTNTNP

KE HOACH BAO QUAN st DUNG co SO VAT CHAT TAI SAN CONG
NHA TRUONG NAM HOC 2018 - 2019

Can clr Cong van s6 1605/SGDBT-GDTrH, ngay 20/08/2018 cla S& Giao
duc va Pao tao tinh Dién Bién vé viéc hudng dan nhiém vu 2140 duc trung hoc
nam hoc 2018-2019;

Can cr van ban s6 1532/SGDDT-KHTC, ngay 07/8/2018 cua S& Giao
duc va Bao tao Dién Bién vé viéc huéng dan thre hién nhiém vu trong tam cong
tac ké hoach va tai chinh nam hoc 2018-2019;

Can ct nhiém vu nam hoc 2018 - 2019 cla trwdng PTDTNT THPT
huyén Nam Po.

Trwong PTDTNT THPT huyén Nam P6 xay dung ké hoach quan ly va st
dung co s& vat chat cla treong trong nam hoc 2018 - 2019 cu thé nhv sau:

I. Co s@ vat chat nha truong bao gom:

- Bét va cong trinh xay dwng trén dat.

- May mdc, sach, thiét bi, dung cu dd dung day hoc.

- Thiét bi mang, thong tin lién lac.

- Ban ghé, dung cu, thiét bi van phong.

- Phan mén may tinh, cac phan mén chuyén dung.

- Céc loai tai san khéc.

Il. Muc tiéu:

1 Kiém tra tu b8, stra chira va mua sdm thuwdng xuyén cac thiét bi dé dap
trng moi hoat ddng trong cong tac gidng day gép phan nang cao chét lvgng gido
duc clia nha truong.

2. Tang cuong quan ly nham quén ly st dung hiéu qua nhitng tai sdn nha
treong hién cé cling nhu stra chira kip thoi, tranh that thoat, lang phi tai san cla
nha trueong.

I11. Nhiém vu:



1 St dung hop i ngudn kinh phi dé cai tao, sita chita va mua sam cac
trang thiét bi dé phuc vu codng tac giang day va cac hoat déng giao duc ngoai gio
1én 16p.

2. Tao méi trwong "Xanh —Sanh —Dep" dé hoc sinh hoc tap va phat trién
toan dién.

3. Kiém tra may chiéu Projector, may tinh xach tay, may tinh dé ban ...
dam bao hoat dong tot dé phuc vu tot cong tac giang day.

4 Kiém tra thwong xuyén viéc st dung, bao quan CSVC dé ke hoach
stra chita, mua sam va bd sung trong nam hoc.

5. Kiém Kké tai san theo quy dinh hang ndm dé ndm rd viéc ting, giam, hw
héng Vvé tai san c6 dinh va cac dung cu, do dung hoc tap ... trinh lanh dao tién
hanh thanh ly.

6. Bam bao tat ca cac co s& vat chat duoc dwa vao st dung hiéu qua, ding
muc dich, han ché héng hdc, khong that thoat.

IV. Bién phap:

- Bau nam hoc trwdng ban phu trach co s¢ vat chat phdi hop véi can bd
thw vién, cac td6 chuyén mon, cac bd phan lién quan va ké toan 1ap ké hoach sir
dung, bdo quan co s& vat chat cla truong.

- Can clr vao dé xudt cla to chuyén mon va cac bd phan lién quan vao
viéc bd sung, stra chira, mua sam dd dung, trang thiét bi sé trinh Hiéu trwéng phé
duyét dé co ké hoach trang bi day di cho nam hoc moi.

- Kiém tra co s& vat chat, c6 k& hoach tu stra dé chuan bi cho ndm hoc
mai.

- Ban giao co s& vat chat cho cac bd phan lién quan nhu bao vé, t6 chi
nhiém, t0 chuyén mon va cac ca nhan s dung dé gop phan nang cao y thirc st
dung, tranh that thoat.

- Cac bd phan, ca nhan dwgc phan cong quan ly tai san va st dung tai san
phai dam bao ddng quy trinh st dung, dac biét la d6i véi cac thiét bi dién t&r nhw
may tinh, may photo, may in ...

- Toan bd can bd, gido vién, nhan vién va hoc sinh khi st dung dién, nwéc
cla trong hodc str dung & khu ndi trd phai tiét kiém.

+ B6i v6i hoc sinh phai tat cac thiét bi dién khong can thiét, phai tat dién,
quat khi ra khoi phong & va phong hoc. St dung nwéc sinh hoat ding muc dich,
khéng gay lang phi.

+ Da6i voi can bd gido vién cong nhan vién nha truong phai tat cac thiét b
dién khi khong can thiét,



- Xay dung ndi quy cac phong hoc, phong hoc chiic nang, ky tic xa...vé
bao vé co so vat chat, thiét bi.

- Moi trvong hop lam méat mat, hu héng tai san thiét bi déu phai bao cao
Ban quan ly CSVC bang vin ban dé xac dinh nguyén nhan va trinh Hiéu truéng.

- Boi v6i cac phong hoc néu xay ra mat mat, hw héng tai san thi hoc sinh
(hodc GVCN) phai bao cao voi Ban quan ly CSVC ngay khi ti€p nhan phong
hoc dé xac minh lam r@ trach nhiém. Nhiing tredng hop bao cao muén thi 16p va
GVCN budi dé phai chiu trach nhiém boi thuong.

- Trong qua trinh st dung tai san khong dwoc tw y di chuyén tir phong nay
sang phong khéc, tir bd phan nay sang bd phan khac khi chuwa c6 y kién clia Ban
giam hiéu.

- Kiém tra giam sat viéc quan ly tai san cla cac bd phan, ca nhan va trinh
Hiéu tredng lam quyét dinh diéu chuyén tai san gilra cac bo phan, ca nhan khi
can thiét.

- Ph6i hop véi cac to chirc doan thé, t6 chuyén mon, chd nhiém tang
cwdng gido duc y thirc gilr gin tai san chung cla trudng, 16p cho hoc sinh bang
nhiéu hinh thirc.

V. T6 chtrc thue hién.

1. Truwdng ban quan lycsvc.

- Xay dung ké hoach quan ly CSVC - thiét bi, to chirc thuc hién ké hoach
dadm bao dung thoi gian, ding muc dich, yéu cau ctia ké hoach.

- Quan |}'/viéc st dung CSVC, thiét bi theo quy dinh clia nha nuéc va cla
nghanh, cta S& giao duc.

- Kiém tra don doc viéc thuc hién clia cac bo phan, ca nhan.

- K& hoach cu thé:

Thang NO6i dung cong viéc Nguoi phu trach

- Chuan bi co s vat chét phuc vu ndm hoc  _ Trygng ban CSVC,
mai, (kiém tra chét lvong ban ghé clia hoc  gycN.

sinh, gido vién) qua d6 dé xuat véi Hiéu

trwdng stra chira cac tai san bi hu hong.

8/2018 . Trdng cay xanh gay bong mat & khudn vién - Truéng ban CSVC,
truong, quét voi goc cac cady Bong mat trong GVCN, BTN, Hoc
san truong. sinh.

- Trwdng ban CSVC,

- Tong vé sinh khu virc, khubn vién treong DTN. GVCN. Hoc
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9/2018

10/2018

hoc, phong hoc, khu vuc xung quanh truong.

- Kiém tra, stra chira, 13p dat lai cac hé théng
dién, dén, quat...

- Ban giao cSVv C phong hoc cho cac 16p.

- Chuan bi dung cu, CSVC dé can bd gido
vién tap luyén chuan bi cho Hdi thao truyén
théng nghanh Giao duc va bao tao nam 2018.

- Thong ké so thiét bi giang, dé xuat tang
cuong cac thiét bi, dung cu gidng day méi.

- Chuan bi csvc phuc vu khai giang nam
hoc moi.

- Theo doi viéc bao quan, giao nhan thiét bi
giang day, thuong xuyén kiém tra cong tac
thu vién, thiét bi vé so sach, vé bao quan thiét
bi (thwc hién dang quy dinh nha truong).

- Chuén bi csvc phuc vu hdi nghi
CBCNVC

- Chuén bi dung cu, SV C dé can bd gido
vién tap luyén chuan bi cho Hoi thao truyén
théng nghanh Gio duc va bao tao nam 2018.

- Chuan bi co sd vat chat phuc vu chao mirng
ngay phu nir Viét Nam 20/10.

- Quan ly sb sach, tinh trang co s& vat chat
nha treong.

- Thuong xuyén quét don, tong Vvé sinh
trwong lop.

sinh

- Trwéng ban
CSVC,GVCN.

- Trwdng ban csvc,
GVCN

- Trwéng ban cSVC,
DTN

-T6 trwéng chuyén
mon, can bd phu
trach thw vién, cén
bd phu trach thiét bi.

- Trwdéng ban CSVC,
t6 trwdng to VP,
DTN.

- Truwdng ban CSVC,
GVCN, giao vién
phu trach thiét bi,
thu vién, gido vién
bd mon, BTN, cac to
trudng.

- Trwédng ban csvec,
Poan TN

- Trwdng ban cSvC,
DTN, GVCN, Hoc
sinh

- Trudng ban CSvC,
Cong doan, giao
vién.

- Truwdng ban CSVC,
thiét bi, thuw vién.

- Hoc sinh.



11/2018

12/2018

- Kiém tra viéc bao quan CSVC cla cac lop.

- Chuén bi dung cu, CSVC dé can bd gido

- Trwéng ban cSvc,
GVCN.

- Trudng ban csvc,

vién tap luyén chuan bi Hoi thao truyén thong BTN, GVCN, Hoc

nghanh Giao duc va Pao tao nam 2018.
- Tdng Vvé sinh treong 16p.

- Giao duc hoc sinh y thirc gil* gin, bdo Vé tai
sdn nha trwong théng qua cac gio sinh hoat
chd nhiém, sinh hoat NGLL, sinh hoat cudi
tuan.

- Chuén bij tot csvc, cac diéu kién khac
chao mirng ky niém ngay nha giao Viét nam
20/11

- Chuén bi dung cu, CSVC dé can bd gido
vién tham gia Hdi thao truyén th6ng nghanh
Giao duc va Bao tao nam 2018.

- Lap ké hoach phan cong kiém ké tai san
thang 12 nam 2018.

- Tuyén truyén giao duc tu twdng hoc sinh 'y
thirc gili gin tai san, cé tinh than tiét kiém
théng qua cac gi® sinh hoat chi nhiém, sinh
hoat NGLL, sinh hoat cudi tuan.

- Chuén bi co s& vat chat phuc vu ky thi hoc
ki l.

sinh

- Trwdng ban CSVC,
DTN, GVCN, Hoc
sinh.

- GVCN

- Trwdng ban CSVC,
Cong doan, Bi thu
Doan, Céac t6 trudng.

- Truéng ban csvc,
DTN, GVCN, Hoc
sinh

- Trwdng ban csvc,
Cong doan, giao
vién, thw vién, ké
toan trvong, BTN,
GVCN.

-BTN, GVCN

- Trwéng ban cSvc,
TO trwdng to Van
phong, GVCN.

- Chi dao tong vé sinh truong 16p, cham séc- Trwdng ban CSVC,

cay xanh.

GVCN.



1/2019

2/2019

3/2019

- Trwdng ban CSVC,
td trudng, thiét bi,
thw vién.

- Theo doi viéc str dung do dung, thiét bi
giadng day cua gido vién.

- Chi dao tong vé sinh trwong 16p, cham séc - Trwdng ban CSVC,
cay xanh. GVCN.

- Tuyén truyén cho hoc sinh vé an ninh trat
tw, luat an toan giao thong trwéc khi vé nghi
tét nguyén dan.

- Trwdng ban CSVC,
DTN, GVCN

- Kiém tra viéc bdo quan CSVC cua cac lop. -G'{'/rg&ng ban CSVC,
- Truéng ban CSVC,
Cong doan, GVCN,

thiét bi, thv vién, ké
toan truong.

- Throng xuyén giam sat tinh hinh tai san
trong nha truong, stra chiva tai sdn hw hong,
dam bao viéc hoc clia hoc sinh dugc tot.

- Chi dao téng Vvé sinh trieong 16p, cham séc - Trudng ban CSVC,
va trong cay xanh. GVCN, BTN.

- Phan cbng truc ban, gilr gin, bao quan tai et s

san nha tru’%ng trong tﬁb’i gian ngh?Tét. - Ban quan li'ky tdc.
- Trudng ban

- V& sinh truwong 16p, khuén vién truong hoc, CSVC, Cong doan,

kiém tra lai co s& vat chat cla trvong truéc  gido vién, thw vién,

khi nghi Tét Nguyén dan. thu vién, ké toan
treong.

- Theo ddi tinh hinh canh quan méi trwong (- Trwéng ban CSVC,
téng vé sinh truong 16p). GVON

- Kiém tra viéc bdo quan CSVC cla céc lop. %‘g ban CSVC,

- Chi dao tong vé sinh truong 16p, cham séc - Trudng ban CSVC,
cay xanh. GVCN.

- Phéi hgp Boan TN chuén bi CSVC phuc vu ’
cho c4c hoat dong VHVN - TDTT chao- Trudng ban
ming ngay thanh 13p Boan TNCS HCM CSVC, BTN.
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4/2019

5/2019

26/03

- Kiém tra tinh hinh ban ghé chuén bi ky thi- Trwéng ban csvec,
hoc ky II. GVCN.

- Kiém tra thiét bi day hoc (quan séat, trao ddi - Trwdng ban csvec,
voi can bd phu trach thiét bi). t0 trwvdng CM.

- Kiém tra thw vién (viéc sap xép, bd tri, trang- Trudng ban csvc,
tri, vé sinh, sb sach, bao quan, phan loai,...) Céng Doan, thu
vién, thiét bi.

- Chi dao téng vé sinh truong 16p, chdm s6c - Trwdng ban csv e,
cay xanh. GVCN.

- Kiém tra viéc bao quan csv ¢ cua cac 16p. é'l\'/rg&ng ban csve,
- Truwéng ban csvec,
Poan TN, Cong
doan, GVCN.

- Chuéan bi co s@ vat chat, khuon vién nha
trwvong phuc vu cho thi HKII.

- Tong vé sinh tredng hoc, theo ddi va stta - Trudng ban csvc,
chira ban ghé, hé thdng dién, déen, quat. Poan TN, GVCN.

- Chi dao tong Vvé sinh truong I6p, chdam séc - Trwdng ban csv e
cay xanh. GVCN.

- Trwéng ban csvc,
Cong doan, giéo
vién, thw vién, ké
toan...

- Kiém ké, danh gia thu vién.

- Trwéng ban csvec,
Cong doan, gido

- Kiém tra csv c cudi ndam hoc. vién, thw vién, ké
toan truong, BTN,
GVCN.

- Kiém tra viéc bdo quan csvc clacac lop. . Trudng ban csvc,



GVCN.

- Trwéng ban CSVC,
Cong doan, giao |
vién, thu vién, lké
toan trvong, BTN,
GVCN.

- Chan bi CSVC dé thi tuyén sinh nam hoc
ti€p theo.

- Sap xép lai phong hoc, ban ghé chuén bi
cho viéc bdi dwdng hoc sinh yéu kém, hoc
sinh thi lai.

- Truwéng ban CSVC,
GVBM, GVCN.

- Thwong xuyén vé sinh treang 16p, cham soc - Trwang ban CSVC,
6/2019  céy xanh. GVCN, Hoc sinh.

- Truéng ban CSVC,
Cong doan, giao

- Chan bi CSVC thi tuyén sinh. vién, thu vién, ké
toan trvong, BTN,
GVCN.

] - Trwdng ban CSVC,
- Chusn Bl CSVC cho thi lai. T6 trwdng té Van
Phong, GVCN.

- Thong ké lai tinh hinh co s& vat chat, hién- Truéng ban CSVC,
trang, s6 lwgng chuan bi cho viéc tuyén sinh, GVCN, BTN, cbng

712019 sap 16p cho nam hoc méi. doan.

- Lap ké hoach mua sdm tai san moi, stra- Trwdng ban CSVC,

chita tai san hién c6 phuc vu cho nam hoc To trvong chuyén

moai. mon, thiét bi, thw
vién, ké toan.

2. Ban @Js06’vat chat - Thiét bi day hoc:

2.1. Chtrc nang:

Quan ly co s& vat chét, trang thiét bi day hoc trong cac hoat dong nha
truong. Tham muu véi Hiéu trudng nha treong vé viéc khai thac stv dung, bao
quan, tu slta, mua s&m méi, tang cudng co s Vat chét, trang thiét bi day hoc.

2.2. Nhiém vu:

a) Thuc hién quy ché trao quyén quan ly, s dung co s& vat chat, trang
thiét bi day hoc cho cac ca nhan chiu trach nhiém & cac phong chiic nang: céc



phong thuc hanh, thiét bi, thw vién, vi tinh; phong hoc ly thuyét; phong lam
viéc, tai sdn cong noi chung.

b) Theo ddi, chi dao viéc nghién ctu khai thac si* dung, bdo quan céc tai
san, trang thiét bi day hoc dwoc giao cho cac ca nhan quan ly trén s6 sach va so
theo dGi s dung.

c) Kiém tra, danh gia cong tac quan ly, st dung co s& vat chat, trang thiét
bi day hoc clia cac ca nhan dwoc giao. Phdi hop véi cac td6 chuyén mon dé chi
dao thuc hién, danh gia cong tac st dung thiét bi day hoc, thuc hanh cua gido
vién bd mon trong TO.

d) Thuc hién kiém ké dinh ki hang nam, dé xuat tham muu véi Hiéu
tredng trong viéc mua sam, stra chita, xay dung co s& vat chat, trang thiét bi nha
treong.

3. T6 Van phong:

a) Thuc hién cong tac ké toan tai chinh co quan theo ding quy dinh Nha
nwéc, thuc hién co ché tw chd tai chinh co quan qua quy ché chi tiéu ndi bo, st
dung c6 hiéu qua cac nguodn luc trong nha trudng.

b) Thuc hién cong tac ké toan tai san co s& vat chat co quan trén cac ho so
tai san nha trwong, thuc t€ dé khai thac st dung c6 hiéu qua tai san duoc giao,
quan Iy bao quan st dung, dé xuét tham mwu mua sam, bd sung, trang bi méi...

¢) Thuc hién cong tac y té hoc duong theo quy dinh, to chirc cho hoc sinh
tham gia Bao viét tv nguyén hang nam, tang cwdng viéc cham séc siic khoe ban
dau cho hoc sinh qua Tu thudc y té hoc duong, hoat dong Chir thap do, to chirc
kham strc khoe, phong ngtra dich bénh,...cho hoc sinh nha trwong.

d) Chiu trach nhiém theo d6i, quan ly, bdo quan toan bd trwdng, co sé vat
chdt, trang thiét bi clia nha trwong ( ké ca vai cac tai san , trang thiét bi giao cho
cac ca nhan, phong ban chttc nang ) trong qua trinh hoat dong. Tu stra, bado quan
va dé xuft v6i nha tredng trong viéc sita chita, nang cdp, mua sam mai tai san
nha trvdng va bao cao voi trwdng banviéc quan ly st dung cua cac ca nhan duoc
giao cac tai san.

4. Ban chuyén mon:

a) Ph6i hop véi bo phan co s& vat chat nham trang bi, st dung CSVC,
thiét bi, do dung day hoc phuc vu t6t cho cac hoat dong chuyén mén.

b) Céac td chuyén mon lén ké hoach st dung, bao quan va dé xuat mua
sdm b8 sung thiét bi, dé ding day hoc ngay tir dau ndm hoc. T6 trwdng phdi hop
kiém tra, don doc viéc st dung, bao quan CSVC, thiét bi, do dung day hoc.

c) T6 chuyén mon to chirc thuong xuyén cac hoi thao, hoi nghi cap td
trao d6i kinh nghiém vé st dung thiét bi day hoc. M0i t6 chuyén mén quy dinh
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cho gido vién khi 1én k€ hoach bai giang d6i voi moi chuyén dé minh phu trach
phai cé ké hoach vé thiét bi day hoc phuc vu cho bai giang d6. Viéc sir dung
thiét bi day hoc phai ding muc dich cuta bai gidng, cia mén hoc, khéng dugc
lam dung.

5. Doan thé:

a) Phdi hop v6i bd phan quan ly co sé vat chat dam bao viéc st dung va
bao quan CSVC, thiét bi, d6 dung can thiét trong cac hoat dong ctia Cong doan,
DPoan thanh nién va hoat dong cla nha trwong dang muc dich, kip thoi, dat hiéu
qua cao.

b) Doan thanh nién, t0 cht nhiém thuong xuyén kiém tra, dén doc viéc
bdo quan tai san nha trwong cla hoc sinh; gilk gin vé sinh, méi trwong: Xanh -
Sach - Bep.

c) Cong doan dong vién Cong doan vién s¢ dung, bado quan tét CSVC,
thiét bi, do dung day hoc.

Trén day la ké hoach bao quan va st dung co s& vat chat cla trwong trong
nam hoc 2018-2019, dé nghi tat ca can bo, gido vién, nhan vién va hoc sinh thuc
hién t6t quy ché dé ra nham st dung tai san nha treong dat hiéu qua cao nhat.

Noi nhan: Y. HIEU TRUONG
-Trudng ban phu trach CSVC,;

-T6 trwdng céc t6;

-Chu tich cong doan;
-Bi thv Boan thanh nién;
-Thiét bi, thw vién;

-Bao v&;

-Gmail

-Luwu VT.

Nguyén Van Tap
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