UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIiA VIET NAM
THANH PHO BIEN HOA Poc lap - Tu do - Hanh phic

Sb: 12812 /UBND-KGVX Bién Hoa, ngay 29  thang 07 nam 2024
V/v huéng dan t6 chire, quan 1y
hoc sinh tiéu hoc ngoai gid hoc
chinh thure tai cac co so gido
duc tiéu hoc Cong lap trén dia
ban thanh phd Bién Hoa

Kinh gtri:
- Phong Giédo duc va Pao tao;
- Phong Tai chinh K& hoach;
- Thanh tra Thanh phd;
- Phong Y té;
- Cong an thanh phd;
- UBND 30 phuong, xa;
- Céc co 6 gido duc tiéu hoc Cong 1ap.

Thuc hién Vin ban sd 2456/SGDDT-PGDPT&GDTX ngay 12/6/2024
cua S6 Giao dyc Dao tao vé huong dan to chirc quan ly hoc sinh ti€u hoc ngoai
gi0 hoc chinh thire tai cac co sé¢ gido duc ti€u hoc Cong 1ap;

Qua xem xét To trinh s6 260/TTR-PGDDT-PT ngay 29/7/2024 ciia phong
Gido duc Pao tao, UBND thanh phé coy kién vé viéc to chirc quan ly hoc sinh
tiéu hoc ngoai gid hoc chinh thirc tai cac co s& gido duc tiéu hoc Cong 1ap trén
dia ban thanh phé) Bién Hoa cuy thé nhu sau:

I. QUY DINH CHUNG

1. Hoat dong quan ly hoc sinh ngoai gio hoc chinh thirc 1a hoat dong dap
mg nhu cau _gui con cua cha me hoc sinh (do khong co diéu kién don vé nha
dung gio). Pong thoi, mudn con dugce ting cudng cung cb thém mot s6 kién thirc,
ki ning cac bd mon ning khiéu, gido duc ki ning song.

2. Hoat dong quan 1y hoc sinh ngoai gio hoc chinh thirc khong phai 1a hinh
thtre t6 chue day thém hoc thém. Nghiém cAm viéc bién hoat dong quan ly hoc
sinh ngoai gi¢ thanh hoat dong day thém, hoc thém cac mdén van hod dudi moi
hinh thurc.

3. Cha me hoc sinh ¢6 nhu cau glri con ngoai gio hoc chinh thirc ty nguyén
lam don déang ky truc tiép vi gido vién quan ly. Nghiém cam gi4o vién dung céc
bién phap tryc tiép hay gian tiép goi y, ép budc hoc sinh tham gia.

4. Gido vién thuc hién to chtic quan 1y hoc sinh ngoai gid hoc chinh thirc tai
nha gido vién, ké ca viéc thué muon phong/nha ngoai nha truong (goi chung la
ngoai nha trudng) yéu ciu phai dam bao tdi thiéu vé cac diéu kién co sé vat chat
nhu: ¢6 noi nghi riéng cho hoc sinh nam, nir; c6 h¢ thong ctra thong thoang, co
bang, ban ghé dung qui cach; nha vé sinh nam va nir riéng biét, dam bao cac tiéu
chuan vé sinh, co cac thiét bi phong chéng chay nd, thiét bi y té. Viéc to chuc
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quan 1y hoc sinh dam bao trat tu khong on ao anh huong dén khu dan cu xung
quanh.

5. bam bao ding quy dinh v¢ sinh an toan thyuc pham dbi véi truong hop co
t0 chtrc an ban tr theo nguyén vong ctia phu huynh hoc sinh.

6. Pam bao ding quy dinh vé an toan giao thong cho hoc sinh dbi voi
truong hop phu huynh c6 nguyén vong gido vién dua don hoc sinh bang xe dua
ruoc.

II. QUY PINH CU THE

Can ct cac nhu cau thuc té, ngoai nhitg quy chung, UBND thanh phé c6
nhitng quy dinh cu thé nhu sau:
1. T6 chirc quan li hoc sinh ngoai gio' hoc chinh thirc trong nha truong
- Thyc hién theo cong vian sd 2456/SGDDT-GDPT&GDTX ngay
12/6/2024 cua S¢ Gido duc va Dao tao tinh Dong Nai veé huong dan t6 chirc quan
1y hoc sinh ti€éu hoc ngoai gio hoc chinh thuc tai cac co s gido duc tiéu hoc
Cong lap.
a) Thoi gian
- Thoi gian t6 chitc quan 1y hoc sinh ngoai gid hoc chinh thirc 13 khoang
thot gian ket thic gio hoc chinh thirc ciia mo1 budi hoc cho dén thoi diém duge
phu huynh dén vé nha.
b) Pia diém
- Trong khu6n vién nha truong; st dung co s¢ vat chit nhu: Ph(‘)ng hoc,
phong chirc nang, thu vién, san choi, bai tap, nha da nang... lam dia diém t6 chirc
cac hoat dong quan 1y hoc sinh.
¢) Diéu kién
- Nha truong dam bao vé co s& vat chat, doi ngii gido vién, nhan vién dap
ung dugc cac yéu cau can thiét.
- Phu huynh ¢6 nhu cau va dé nghi; hoc sinh ty nguyén tham gia. Tranh
moi hinh thirc ép budc hoc sinh.
d) N¢i dung
- T chitc cac hoat dong theoq nhu cau, Sy thich cta hoc sinh dudi hinl}
thirc sinh hoat cac cau lac bg phat trién nang khi€u; cac hoat dong van ngh¢, thé
duc thé thao, dan ca, dan vi, khi€u vii...; cac hoat dong doc sach, bdo, ké chuyén;
cac tro choi dan gian, cac hoat dong vui choi, giai tri lanh manbh...
- Nghiém cAm dudi moi hinh thirc 6 chirc day thém, day bu, day trude, hoc
trude ... cac ndi dung chuong trinh trén 16p trong thot gian t6 chirc quan 1y hoc sinh.
e¢) Kinh phi
- Thyc hién theo phuong thirc xa hdi hoa dam bao sy thda thuan gitra phu
huynh vé1 nha truong vé mirc thu, nd1 dung thu; muc chi, néi dung chi theo
nguyén tac: thu du chi va phu hgp vai tinh hinh thuc té dia phuong.
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- Noi1 dung chi bao gém chi tra thu lao cho nhiing nguoi truc tiép lam
nhiém vu; chi cho don vi, to chiic cung cap cac dich vu (néu co); chi tién dién,
nuée, vé sinh moi trudng, trang bi thiét bi, dd dung va hao mon co s& vat chat. .

- Cac noi dung thu, chi phai dugc su thong nhat trong tap thé su pham nha
truong va phu huynh hoc sinh.

- Nha truong phai thuc hién mo sb sach dé theo ddi, quan 1y theo quy dinh
tai chinh hién hanh.
‘ Két thac hoc ki va cudi ndm hoc phai to chirc cong khai tai chinh trong hoi
dong su pham, phu huynh hoc sinh.
f) H so, so sach quan ly
- Ké hoach t6 chirc hoat dong quan Iy hoc sinh ngoai gio hoc chinh thiic.
- Pon trinh bay nguyén vong va dang ki cho hoc sinh tham gia ctia phu huynh.
- Bon dang ki tham gia quan 1y hoc sinh cua giao vién, nhan vién.

- N6i dung va ban ké hoach t6 chirc cac hoat dong quan Iy hoc sinh clia gido vién
dugc phan cong.

- Bang phan cong can b, gido vién, nhan vién tham gia hoat dong quan ly
hoc sinh ctia Hi¢u truong.

- Bién ban hop phu huynh hoc sinh c6 con, em tham gia.

- Hb so cua don vi, to chitc cung cp dich vu (néu o). (hop dong cung g
dich vu, cac loai ho so lién quan, ...)
- Bién ban kiém tra, giam sat cua Hi¢u trudng.
2.T6 chitc quan li hoc sinh ngoai gid hoc chinh thirc ngoai nha
truwong/tai nha gido vién
a) Thoi gian
Thoi gian t6 chitc quan 1y hoc sinh ngoai gior hoc chinh thic 1a khoang thoi
gian két thuc gid hoc chinh thirc cia moéi budi hoc cho dén thoi diém dugc phu
huynh don vé nha.
b) Pia diém
Trong khudén vién nha gido vién, nha/phong gido vién thué muon lam dia
diém t6 chtrc cac hoat dong quan 1y hoc sinh.
¢) Piéu kién t6 chirc quan 1y hoc sinh
Gido vién t6 chirc quan 1y hoc sinh ngoai gio hoc chinh thic dam bao
khuon vién t6 chire, co s& vat chat dap ung dugc cac yéu cau can thiét: thong
thoang, an toan cho hoc sinh (xung quanh khong c6 ao ho; khong gan nha kho,
bén bai, ...)
bam bao cac ndi dung tai muc I. Quy dinh chung.
d) DPiéu kién to chirc in ban tru (doi voi trudng hop gido vién td chirc dn
ban tra khi phu huynh c6 nguyén vong):
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V¢ sinh an toan thuc phém Pam bao vé co sé vat chat, trang thiét bi dung
cu va con nguoi. Thuc hién day da hd so phap ly: gidy ching nhan kham st
kho¢ cua giao vién va nguoi ché blen thyuce pham, danh sach tap huén kién thirc an
toan thuc pham, minh chimg ngudn gdc nguyén liéu thuc phdm dau vao. Thuc
hién dtng quy trinh lvu va huy mau thue pham theo quy dinh.

e) Diéu kién to chirc dwa doén hoc sinh bing phwong tién 6 o (d6i véi
truong hop gido vién hop ddng xe dua don khi phu huynh c6 nguyén vong).

- bam bao du diéu kién ho so phap ly co s6: ban hop ddng xe dua don, glay
chu quyen Xe, glay phép 14i xe, bao hiém xe (phuong tién va con ngudi), gidy
dang kiém xe, gidy kham strc khoé.

- Pam bao quan Iy hoc sinh di chuyén khi 1én va xudng xe dua don.

- Pam bao s6 luong hoc sinh/1 xe dung quy dinh.

- béam bao thoi gian dua don hoc sinh.

- Xe dua don hoc sinh c6 dﬁy du: phu hiéu, so dd chd ngéi, danh sach hoc
sinh.

f) Noi dung hoat dong quén ly hoc sinh

Té chirc cac hoat dong phat trién nang khiéu, ngh¢ thuat: doc sach, vé tranh,

hat, tro choi dan gian, mot s6 nodi dung lién quan dén van hod, gido duc dia
phuong,..

Nghiém cam dudi moi hinh thic sir dung thoi gian t6 chirc quan 1y hoc sinh
deé day thém, day bu, day trudec, ... cac nd1 dung chuong trinh trén 16p.

g) Kinh phi

Thyuc hién theo phuong thirc xa hoi hoa dam bao sy thod thuan gifta phu
huynh véi gido vién v€ murc thu, nd1 dung thu; murc chi, ngi dung chi theo nguyén
tac: thu du chi va phu hop véi tinh hinh thyc té€ dia phuong.

- NOoi dung chi bao gém: chi tién dién, nudc, vé sinh moi truong, trang
thiét bi, do dung va hao mon co s& vat chat, tién an ban tra, xe dua don hoc sinh
(n€u c0), chi tra thu lao cho ngud1 phuc vu ban tr (néu co).

- Cac ndi dung thu, chi duoc thé hién qua ké hoach t chuc quan ly hoc
sinh ti€u hoc ngoai gio hoc chinh thirc tai nha gido vién/ngoai nha truong va
dugc hiéu truong phé duyét.

h) H6 so' s6 sach quén 1y

e Phong Gido duc va Do tao thanh phd

Luu trit cac loai ho so:
- K& hoach t6 chuc hoat dong quan 1y hoc sinh ngoai gio hoc chinh thirc
cua cac co so gido duc ti€u hoc Cong lap.
- Bang tong hop va thdng ké cac diém to chirc quan 1y hoc sinh ngoai gid
hoc chinh thirc c6 x4c nhan ctia nha truong.
- Bang téng hop va théng ké phuong tién dwa don hoc sinh cua gido vién
cO xac nhan cua nha truong.
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- Bién ban ki€ém tra, giam sat cac diém t6 churc quan 1y hoc sinh ngoai gio
hoc chinh thirc tai nha giao vién/ngoai nha truong.

- Bién ban xét duyét cia cac co sd giao duc tiéu hoc Cong lap.

e Cac co s& giao duc Tieu hoc Cong 1ap thwe hién va luu trir cac loai
ho so:

- K& hoach t6 chuc hoat dong quan 1y hoc sinh ngoai gio hoc chinh thirc
tai nha gido vién/ngoai nha trudong.

- Ban dang ki va ké hoach t6 chirc hoat dong quan 1y hoc sinh ngoai gid
hoc chinh thtrc tai nha giao vién/ngoai nha truong cta gido vién.

- Quyét dinh thanh lap Ban kiém tra cong tac to chirc hoat dong quan ly
hoc sinh ngoai gio hoc chinh thtrc tai nha gido vién/ngoai nha trudong, bang phan
cong nhiém vu tirng thanh vién.

- Bang tong hop (dia chi cac diém to chire, gido vién dang ky, hoc sinh
tham gia, kinh phi, thoi gian to Chl:l‘f:, thong tin xe dua don hoc sinh) (dinh kem
PL 3) va thong ké (dinh kem PL4) t6 chirc, quan ly hoc sinh ngoai gid hoc chinh
thirc tai nha gido vién/ngoai nha truong.

- Hb so phép 1y xe dwa dén, hd so vé an toan thuc pham.
- Bién ban kiém tra, giam sat cac diém to chirc quan 1y hoc sinh ngoai gio
hoc chinh thirc tai nha gido vién/ngoai nha truong theo dinh ki va dot xuat.

e Giao vién

- Ban dang ki va ké hoach t6 chuc hoat dong quan 1y hoc sinh ngoai gid
hoc chinh thirc tai nha giao vién/ngoai nha truong.

- Don xin gtri hoc sinh ngoai gio hoc chinh thirc tai nha gido vién/ngoai
nha truong cua phy huynh.

- Bang téng hop gdm cac ndi dung: Ho va tén hoc sinh, kinh phi (quan i,
ban tra, xe dua don), thoi gian t6 chire (sb ngay/tuan) thong tin xe dua don hoc
sinh (Bang sb xe, thoi gian dang kiém, bao hlem) (dinh kem PL)5)

o Hb so phap 1y xe dua don, hd so vé an toan thuc pham, thuc don hang
tuan.

1. TO CHUC THUC HIEN
1. Phong Giao duc va Dao tao

- Trién khai, huéng dan cac co so gido duc tiéu hoc Cong lap to chirc quan
1y hoc sinh ngoai gid hoc chinh thirc ddm bao an toan, dung quy dinh.

- Phéi hop cac phong, ban don vi, UBND phuong x4 theo ddi, giam sat,
kiém tra cac hoat dong to chirc quan 1y hoc sinh ngoai gid hoc chinh thirc tai nha
gido vién/ngoai nha trudng trén dia ban quan ly.

- Két thuc hoc ki, cudi nam hoc hodc dot xuat theo yéu cau bao cdo két qua
tinh hinh t6 chirc quan 1y hoc sinh tiéu hoc Cong lap ngoai gid hoc chinh thuc tai
nha gido vién/ngoai nha truong vé SO Gido duc va Pao tao tinh Pong Nai va
UBND thanh phé Bién Hoa theo quy dinh.
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2. Phong Tai chinh Ké hoach

- Hudng din céc co s& gido duc tiéu hoc Cong 1ap vé cong tac tai chinh
theo quy dinh.

- Phéi hop vé&i Phong Giao duc va Pao tao theo doi, kiém tra noi dung thu
chi vé t6 chirc quan 1y hoc sinh ngoai gio hoc chinh thirc trong nha trudng.

3. Phong Y té, Trung tim Y té

- Truyén thong tai lidu vé kién thirc an toan thyc pham cho gido vién va
tao di€u ki¢n gido vién tham gia tap huan kién thirc vé an toan thyc pham.

- Phéi hgp v61 Phong Gido duc va Pao tao theo doi, giam sat, kiém tra
diéu ki¢n ve€ an toan thuc pham tai cac diém t6 chirc, quan Iy hoc sinh ngoai gio
hoc chinh thirc.

4. Thanh tra thanh ph

Phéi hop véi1 Phong Gido duc va Pao tao theo doi, giam sat, kiém tra
hoat dong to6 churc, quan 1y hoc sinh ngoai gio hoc chinh thirc trong va ngoai nha
truong, kip thoi phat hién va xur 1y cac vi pham theo tham quyén.

5. Cong an thanh phé

- Phéi hgp v61 Phong Gido duc va Pao tao theo doi, giam sat, kiém tra
hoat dong to churc, quan 1y hoc sinh ngoai gio hoc chinh thirc trong va ngoai nha
truong, kip thoi phat hién va xur 1y cac vi pham theo tham quyén.

6. UBND 30 phuong xa

Phéi hgp v61 Phong Gido duc va Pao tao theo doi, giam sat, kiém tra cac
diéu kién t6 chirc, quan 1y hoc sinh ngoai gio hoc chinh thirc tai cac diém quéan
1y hoc sinh tai nha giao vién/ngoai nha truong trén dia ban quan ly.

7. Cac co s& gido duc tiéu hoc Cong lap

- Xay dung ké hoach t6 chirc quan Iy hoc sinh ngoai gid hoc chinh thirc &
trong/ngoai nha trudng theo ndm hoc. Trinh ké hoach t6 chire quan 1y hoc sinh
ngoai gio hoc chinh thirc cua nha truong véi Phong Gido duc va Pao tao trude
khi trién khai thyc hién.

- Trién khai cac van ban, ndi dung c6 lién quan vé t6 churc cadc hoat dong
quan 1y hoc sinh ngoai gid hoc chinh thic dén can bd, gido vién, nhan vién dugc
biét.

- Chiu moi trach nhiém vé ké hoach hoat dong quan 1y hoc sinh ngoai gio
hoc chinh thirc cua nha truong.

- Thuc hién cac quy dinh vé tu chu khi t6 chire quan ly hoc sinh trong nha
truong ddng thoi ¢ trach nhiém giai trinh khi c6 yéu cau.

- Trong qué trinh giam sat, kiém tra viéc t6 chirc, quan 1y hoc sinh ngoai
gi0 hoc chinh thurc trong nha trudng/ngoai nha truong, truong hop phat hi¢n gido
vién khong dam bédo cac ndi dung theo qui dinh; Hi€u trudng tuy vao muac do vi
pham xu 1y theo hinh thirc nhic nhé, tam ngung hoac ki luat.
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- Luu trit cac loai ho so theo quy dinh (muc IL1f, 2.h) vé t6 chiic, quan ly
hoc sinh ngoai gio hoc chinh thirc va cung cap céc loai hd so khi duoc cac cip co
tham quyén kiém tra.

- Thyc hién tong hop (dinh kém PL 1) va thdng ké (dinh kém PL2) viéc t6
chtrc, quan 1y hoc sinh ngoai gio hoc chinh thirc tai nha truong.

- Két thic hoc ki, cudi nam hoc hodc dot xuat theo yéu cau bao cdo két
qud tinh hinh t6 chirc quan ly hoc sinh tiéu hoc Cong lap ngoai gio hoc chinh
thirc tai nha gido vién/ngoai nha truong vé Phong Gido duc va Pao tao.

9. Giao vién

- Pon xin phép va ké hoach t6 chirc, quan 1y hoc sinh ngoai gid hoc chinh
thirc tai nha giao vién/ngoai nha truong; xay dung ndi dung t6 chirc hoat dong
quan 1y hoc sinh ngoai gid hoc chinh thirc trinh Hiéu truong nha truong phé
duyét.

- Chip hanh nghiém tic cac quy dinh (muc I, muc I1.2) vé quan 1y hoc
sinh ngoai gio hoc chinh thirc.

- Néu tam ngimg hodc chim dut hoat ddng quan 1y hoc sinh ngoai gio hoc
chinh thirc, gido vién phai bao céo hi€u trudéng va thong bao cong khai cho cha
me hoc sinh biét trude it nhat 15 ngay. Hoan tra cac khoan tién da thu cua hoc
sinh twong tmg v6i thoi gian, ndi dung khong thue hién (néu co).

- Luu trit cac loai ho so theo quy dinh (muc I1.2.h) vé t6 chirc, quan 1y hoc
sinh ngoai gid hoc chinh thirc va cung cap céac loai hd so khi dugc cac cap co
tham quyén kiém tra.

- Pinh ki (cuéi hoc ki 1 va cubi nim hoc) hodc dot xuét theo yéu cau béo
c4o két qua tinh hinh t6 chirc quan 1y hoc sinh ngoai gid hoc chinh thirc tai nha
gido vién/ngoai nha truong vé Hiéu trudng.

Trén day 12 noi dung chi dao vé to chirc, quan 1y hoc sinh tiéu hoc ngoai
gi0 hoc chinh thurc trong nha trudng/ngoai nha truong Cong lap trén dia ban
thanh phd Bién Hoa. Pé nghi Phong Gido duc Pao tao, cac co quan, ban nganh
thanh phd, UBND 30 phudng, x3, cac co so gido duc tiéu hoc Cong lap theo chic
nang, nhiém vu dugc giao trién khai thuc hién nghiém tic.

Trong qué trinh thuc hién cé khé khin, vudng mac, kip thoi bao cdo va co
v kién dé xuat UBND thanh ph6 Bién Hoa xem xé&t giai quyét.

——

Noi nhén: I KT CHU TICH
- Nhu trén (thuc hién) -3 y CHU TICH
- S& GDDT tinh Dong Nai; N

- Chanh, cic PVP/HDND-UBND; ‘

- Luu: VT, KGVX.

= Néuyén Xuan Thanh
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