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KE HOACH

Sir dung hd so sd sach dién tir trong trudomg Tiéu hoc Tan Binh
Nam hoc 2023 - 2024

Can ctr Thong tu 27/2016/TT-BGDDT ngay 30/12/2016 ciia B6 GD&PT vé
Quy dinh thoi han bao quan tai liéu chuyén mon nghiép vu ctia Nganh Giao duc;

Cin cir Thong tu 28/2020/TT-BGDDT ngay 04/9/2020 cia Bo GD&PT vé
Ban hanh Piéu 1é Trudng tiéu hoc;

Can ct Chi thi 138/CT-BGDDT ngay 18/01/2019 vé viéc Chén chinh tinh trang
lam dung hd so, s6 sach trong nha truong;

Truong tiéu hoc Tan Binh xay dung K& hoach sir dung ho so s sach dién tur
trong nha truong nam hoc 2023 - 2024 nhu sau:

I. Muc dich, yéu cau

1. Muc dich

- Pép tng yéu cau chuyén doi s6 trong quan li Gido duc.

- Giam ganh ning vé hd so, s6 sach cho GV, NV nha trudng tao diéu kién cho
GV, NV danh nhiéu thoi gian nang cao chat lugng giang day.

- D6i méi cong tac quan 1y: quan 1y moi hoat dong ctia nha trudong moi lic, moi
noi, tiét kiém thoi gian, chi phi.

- Cong khai, minh bach cac thong tin trong ndi bd Nha trudng gitp day lui cac
tiéu cuc (néu co).

2. Yéu ciu

- Gido vién, nhan vién (GV, NV) trng dung cong nghé thong tin trong cong tac
quan 1y, day hoc duoc str dung hd so dién tir thay thé hd so gidy dam bao yéu cau
ctia cong tac luu trir va co gia tri nhu ho so gidy;

- Viéc st dung hd so dién tir thay thé hd so gidy 1a khuyén khich, khong bat
budc, tuy theo nguyén vong ciia GV, NV;

- Ho so so sach dién tir duoc tao ra bang cac ting dung vian phong thong dung,
duogc luu trit trén hé théng Vn.edu do cong ty Vién thong VNPT h trg va Nha trudng
quan 1y, dap trng dugc yéu cAu tra ciru, chia sé, kiém tra nhanh va moi thoi diém; c6

ché dg sao luu du phong bao dam khong xay ra sy c6 mat hoan toan dir li¢u;



- Nha trudong thuc hién phan quyén cho timg d6i tugng. Quyén cao nhit (Quyén
dwoc chinh sira) 13 BGH nha truong, cac to trudng, to pho chuyén mon; Cac GV,
NV khac dugc phan quyén Nguwoi xem nham tranh viéc chinh stra sau khi phé duyét.

- GV, NV phai dam bao cac quy dinh vé thé thirc vin ban theo Nghi dinh s6
30/2020/ND-CP ctia Chinh phi, c6 ching chi vé CNTT, c6 ban ding ky, cam két
viéc su dung ho so dién tu.

- Ho so dién tir, tai liéu duoc luu trit & dang tap tin PDF dam bdo tinh bao mat,
theo dung quy dinh.

- Khi Nha truong kiém tra, GV, NV phai xuét trinh dugc ho so sb sach dién tu;

- H6 so sb sach dién tir duoc xdy dung theo dting mau cua hd so gidy, khi can
thiét c6 thé in ra va dong tap nhu hd so giay.

I1. N§i dung

1. Pham vi trién khai

- Viéc ing dung trén hé théng Vn.edu trong quan li, st dung, luu trir ho so duge
trién khai ttr nam hoc 2023-2024.

- Viéc st dung, quan 1y, phé duyét hd so dién tir duge ap dung cho GV, NV
trong toan trudng c6 nguyén vong str dung hd so dién tir thay thé ho so gidy.

2. Mot sé quy dinh, hwéng din vé viéc sir dung, quén 1y sit dung, luu
trit ho so

Viéc st dung, quan 1y va phé duyét gido an sé dugc thuc hién trén Ung
dung cua hé théng Vn.edu.

2.2.1. Poi véi viéc quan ly ké hoach bai day (gido 4n) ciia GV

2.2.1.1. Quy dinh viéc ldp ké hoach bai day

Ké hoach bai day duoc soan theo tuan duogc luu trong muc QUAN LY GIAO
AN, mdi tuan mot file, dat tén theo tudn (TUAN 1-1A-KHBD, TUAN 1-1B-KHBD,
TUAN 1-TINHOC-KHBD ...). Sap xép theo tht tu sau:

- Tu trang 1 1a K& hoach bai day. DPdi véi GVCN, Ké hoach bai day duoc srflp
xép theo thir tu timg ngdy hoc trong tuan, tiét hoc trong ngay. Pbi véi GV bo mon
thi sap xép theo khoi 16p.

- Noi dung Ké hoach bai day: Phan ndi dung dung mau den, phan Diéu chinh,
rut kinh nghiém sau tiét day ding mau khéc.

- K& hoach day hoc theo tudn ctia mdi ca nhan duoc chuyén vao thu muc KE
HOACH DAY HOC trong muc QUAN LY HO SO cta mdi c4 nhan duogc dit tén
theo tuan Vi du: KHDH-TUAN 1, ...

* Huéng din givi Ké hoach bai day lén thu muc:



- bang nhap vao h¢ théng Vnedu.vn chon muc QUAN LY GIAO AN vao muc
Danh sach gidao an cia téi chon Thém giao &n - dat tén TKBD va tai file TKBD
- Nhén vao Lwu. Thu myc nay di dugc nha truong tao Phan quyén hop tai liéu,
GV chi st dung dé tai file, chinh stra, x0a khong tao thém mdi thu muc hodc hop tai
liu.

- Gtri K& hoach day hoc: Vao hd so ¢4 nhan > Chon muc Ho so giao duc 2>
Chon muc 5. K& hoach day hoc (Pbi voi GVCN, Muc 4 d6i v6i GV it tiét) > Chon
Upload ( Pay file KHDH 1én) - it tén file KHDH theo tuan (d4 quy dinh) va day
file 1én.

- Quy dinh thoi gian giri K& hoach bai day: Ké hoach bai day phai soan trudc
khi day nén thoi gian guri gido 4n 1én hop thu cham nhét 1a ngay thar 5 trude tuan
thuc day.

“Huwéng dan rit kinh nghi¢m, diéu chinh, bé sung Ké hoach bai day:

Ké hoach bai day sau khi tai 1én da duogc ki duyét, néu mudn diéu chinh bd
sung, hodc rat kinh nghiém tiét day: Vao muc Quan ly gide 4an > chon file Ké
hoach bai day can diéu chinh, b6 sung, rat kinh nghiém; tién hanh diéu chinh, bd
sung, rut kinh nghiém nhu file word binh thuong. Sau d6 dong file lai.

2.2.2. Poi véi viéc phé duyét Ké hoach bai day (gido an) ciia T6 truéng
chuyén mén

T trudng chuyén mon chi ¢ chirc nang kiém tra, nhan xét, dé xuat chinh stra
Ké hoach bai day cua GV trong t6 va phé duyét; khong co chirc ning chinh sira, x6a
K& hoach bai day cua GV. Cac budc thuc hién nhu sau:

- Thyc hién kiém tra, phé duyét K& hoach bai day GV trong td: bang nhap tai
khoan cua T6 truong = Vao Quan ly gido an = Chon Danh sach gido an t6 >
Chon TKDH tuan cta GV can kiém tra > Kiém tra gidao an = Mo ra dé doc va
nhan xét > Chon Trang thai (Huy kiém tra, da kiém tra,; da chdp nhdn); Phan hoi
(Ghi néi dung phan hoi cho GV); GA sira ddi(Néu chura dat) nhan xét ngin gon, vi
du:

TT kiém tra ngay 08/9/2022:

Ké hoach bai day ...

Dé nghi bé sung, diéu chinh( néu cd)

- Kiém tra thoi gian gui K& hoach bai day: Tai muc Danh sach gido an cia t6
Trong bang tong hop bén phai xem cot Ngay tao, ngay giri duyét ( Hién thong tin
ngay tao va ngay giri duyét cho té trudng ciia timg GV trong t0)



- Theo dbi viée khic phuc sai sot cua GV trong viéc lap K& hoach bai day: Sau
khi kiém tra vai ngdy, nhitng Ké hoach bai day t6 truong dé nghi diéu chinh, bd sung
thi vao file gido 4n d6, mod ra xem GV c6 diéu chinh, bd sung khong dé nhic nho
GV.

2.2.3. Doi véi viéc phé duyét K& hoach bai day (gido 4n) cia Ban giam
hiéu

- Thyc hién kiém tra, nhan xét Ké hoach bai day GV trong trudong: Vao tai
khoan admin cta truong chon Quéan 1y ho so = Chon Nam hoc 2023-2024 = Chon
Ho so ctia GV = Chon T6 = Chon GV can phé duyét > Chon Ké hoach day hoc
> Chon KHDH (Pugc dit tén theo quy dinh) = Nhéan chon cot xem (Kiém tra
KHDH va nhan xét) = Chon cot Ky (Néu KHDH dat)

- C4ch ghi nhan xét va theo doi viéc khic phuc sai sot cua GV trong viéc lap
Ké hoach bai day giéng cach lam ctia T6 trudng chuyén mon.

- Theo ddi viéc kiém tra K& hoach bai day GV cta T6 truéng chuyén mon:
Pang nhap vao tai khoan Admin cia truong 2 Chon muc Quan ly giao an 2> Chon
Danh sach gido an toan trwomg > Kiém tra théng tin cac KHBD cua GV trong
truong trong hop kiém bén phai(7én, xem, ngdy tao, ngdy giti..)

3. Cong tac kiém tra ho so s6 sach dién tir

- Cong tac kiém tra ho so so sach dinh dién tt dinh ky duoc thuc hién qua hé
théng Vnedu.vn nha trudng; ho so s6 sach khi kiém tra duoc gui theo dang tép tin
dinh kém file PDF, khong gui dang lién két tai (link download) va guri dang dia chi
thu myc hodc hop kiém di dugc Nha trudong cip, phan quyén;

- Cong tac kiém tra hd so s6 sach dién tir dot xuat duoc thue hién theo diéu kién
thuc té tai thoi diém kiém tra, CBQL, GV, NV c¢6 thé khai thac dugc tai liéu can
kiém tra.

4. Sir dung ho so so sach dién tir

- GV ¢6 thé chuan bi ké hoach bai day, ghi chép ndi dung sinh hoat, hoat dong,
thue hién cac loai hd so s6 sach khac bang cac phuong tién cong nghé, sau d6 luu
trir dang s, khong phai in ra gidy;

- Béi véi Ké hoach bai day, cudi mdi bai day can ¢6 muc “Piéu chinh sau bai
day” dé cap nhat, diéu chinh céc noi dung can thiét sau tiét day. Ké hoach bai day
duoc luu trit mdi tudn mot tép tin;

- K& hoach bai day, ho so so séch,... phai dugc guri vao ding thu muc da duogc

Nha truong cp quyén nham bao dam dugc minh ching vé thoi gian va ndi dung.



Sau khi gop y xong, CBQL xuét file PDF va chuyén tryuc tiép lai vao thu muc cua
GV, NV. GV, NV sur dung file PDF d4 dugc ki duyét dé str dung.

5. Str dung cac ho so ng dung trwe tuyén trén nén tang hé thong co sé dir
liéu nganh Giio duc va Pao tao (Hoc ba so lién lac dién ti, ...)

- Dit liéu do céc tmg dung tryc tuyén trén nén tang hé théng co sé dir liéu Nganh
Gi4o duc va Do tao xay dung cudi ki I, cudi nam phai in ra gidy, dong quyén theo
mAu ctia ho so gidy, co xac thuc, dong dau ctiia Nha truong.

I11. T6 chirc thue hién

1. Péi vé6i GV, NV

- Pugc tap huén viéc st dung, quan ly, phé duyét ho so dién ti.

- Thuc hi¢n soan giao an ding ndi dung, chuong trinh quy dinh, chiu
trach nhiém vé chat luong, ndi dung gido an.

- Thudng xuyén hoc tap dé nang cao cac k¥ ning tng dung céng nghé thong
tin trong day hoc, tién tdi thanh thao trong viéc sir dung gido an dién tir; thiét ké bai
giang thuan tién phu hop voi chuong trinh day hoc cua timg d6i twong hoc sinh; tao
kho dit liéu cho riéng minh, chia sé gido an, bai giang cho dong nghiép.

2. Pdi v6i nha truong

Nha
- Nha truong t6 chic tap huan viée st dung, quan 1y, phé duyét ho so dién tir cho
GV, NV toan truong. Thoi gian tap huan: ngay 23/8/2023.

- Pau nam hoc, Hiéu trudng ban hanh Quyét dinh thanh 1ap to cong nghé nha
truong. Theo d6, Ban giam hiéu phu trach quan 1y cac tng dung, cac thiét bi luu trix
cua truong, nhan xét dinh ky ké hoach bai day cua GV, kiém tra céc loai ho so, sb
sach theo quy dinh; nhan vién thu vién quan 1y Thu vién dién tir nha truong; GV tin
hoc, vin thu phu trach cac phan mém;

- CBQL truong chiu trach nhi¢ém hoan toan vé tinh bao mat va tinh toan ven
ctia hé thong;

- Khi ¢6 thay dbi vé nhan sy phu trach, CBQL phu trach phai ban giao lai tai
khoan va mat khau email trudng.

- Céac Tb truong tong hop danh sach GV tham gia viéc sir dung, quan ly, phé
duyét gido an online tir cac to vién.

- Ban giam hiéu tiép tuc nang cao trinh do tng dung CNTT trong giang day;
tao ra dugc kho dir li¢u gido 4&n riéng cho truong; hd tro cac tb trudng
chuyén mon trong cong tac kiém tra, phé duyét ké hoach day hoc; hd tro gido vién

trong cong tac soan, giang.



- Cudi nim hoc, pho hiéu truéng phdi hop véi cac td truong chuyén mén to
chuc danh gid rat kinh nghi€ém cho mé hinh trén tai don vi (danh gia cu thé vu nhugc
diém, nhing thuan loi kho khin, dé xuat giai phap khic phuc), gii bao cdo vé Hiéu
trudng trudc ngay 25/5/2024.

Trén day la K& hoach st dung hd so s6 sach dién tir cia truong Tiéu hoc Tan
Binh nam hoc 2023-2024. Nha truong dé nghi GV, NV nha trudong thuc hién ding
theo ké hoach. Moi thic mic dé nghi gtri vé Ban giam hiéu nha trudng dé dugc
huéng dan va giai quyét./.

Noi nhén: PHO HIEU TRUONG
- Phong GD&DT (B/céo);

- CBGV trong truong (thuc hién);
- Luu: VT; H6 so CM.



