UY BAN NHAN DAN TP BIEN HOA  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG GIAO DUC VA PAO TAO Poc lap — Tw do — Hanh phuc

S6:917  /PGDDT-PT Bién Hoa, ngay 30 thang 07 ndam 2024
VIV t6 chirc quan 1y, hoc sinh tiéu hoc ngoai
gic‘; hoc chinh khoa tai cac co s¢ giao du(;
Tiéu hoc Cong lap trén dia ban thanh pho
Bién Hoa

Kinh giri: Hiéu truong céc truong tieu hoc cong 1ap thuoc
thanh pho Bién Hoa.

Thuc hién cong vin sé 2456/SGDDT-GDPT&GDTX ngay 12/6/2024 cua So
Gido duc va Pao tao tinh Pong Nai vé viéc huéng dan toé chac quan ly hoc sinh
tiéu hoc ngoai gid hoc chinh thic tai cac co so gido duc tiéu hoc Cong lap, cong
vin s0 12812/UBND-KGVX ngay 29/7/2024 ciia Uy ban nhan dan thanh pho Bién
Hoa vé viéc hudng dan té chic, quan ly hoc sinh tiéu hoc ngoal gio hoc chinh thuc
tai cac co sd gido duc tiéu hoc Cong lap trén dia ban thanh phd Bién Hoa.

Phong Gido duc va bao tao (GD&DT) yéu cau Hiéu trudng cac truong tiéu
hoc Cong lap trien khai, thuc hién ndi dung nhu sau:

I. QUY PINH CHUNG

1. Hoat dong quan ly hoc sinh ngoai gio hoc chinh thac 1a hoat dong dap tng
nhu cau giri con caa cha me hoc sinh (do khong co diéu kién don vé nha dang gio).
Pong thoi, muén con duge ting cudng cing ¢6 thém mot sé kién thie, ki nang cac
bo mon nang khiéu, gido duc ki ning song.

2. Hoat dong quan ly hoc sinh ngoai gio hoc chinh thirc khong phai Ia hinh
thirc t6 chirc day thém hoc thém. Nghiém cam viéc bién hoat dong quan ly hoc sinh
ngoai gio thanh hoat dong day thém, hoc thém ciac moén van hoa dudi moi hinh
thic.

3. Cha me hoc sinh ¢6 nhu cau gui con ngoai gio hoc chinh thuc tw nguyén
lam don dang ky tryc tiép véi gido vién quan ly. Nghiém cdm gido vién ding céc
bién phap truc tiép hay gian tiép goi y, ép budc hoc sinh tham gia.

4. Gido vién thuc hién té chuc quan Iy hoc sinh ngoai gior hoc chinh thuc tai
nha gi4o vién, ké ca viéc thué mudn phong/nha ngoai nha truong (goi chung la
ngoai nha truong) yéu cau phai dam bao tbi thiéu vé cac diéu kién co s vat chat
nhu: ¢6 noi nghi riéng cho hoc sinh nam, nit; c6 hé théng cta thong thoang, co
bang, ban ghé ddng qui cach; nha vé sinh nam va nir riéng biét, dam bao cac tiéu
chuan vé sinh, c6 cac thiét bi phong chdng chay no, thiét bi y té. Viéc to chtc quan
ly hoc sinh dam bao trat ty khéng 6n &0 anh huong dén khu dan cu xung quanh.

5. bam bao dung quy dinh vé sinh an toan thyc pham ddi vai truong hop c6
to chirc an ban tra theo nguyén vong caa phu huynh hoc sinh.

6. Pam bao ding quy dinh vé an toan giao théng cho hoc sinh d6i véi trudng
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hop phu huynh cé nguyén vong gido vién dua don hoc sinh bang xe dua ruéc.
Il. QUY PINH CU THE

Cin ctr cac nhu cau thyc té, ngodi nhiing quy chung, nha trudng thyc hién
nhiing quy dinh cy thé nhu sau:
1. Té chirc quan Ii hoc sinh ngoai gio hoc chinh thire trong nha truong

Thyc hién theo cong van §6 2456/SGDDT-GDPT&GDTX ngay 12/6/2024
cua S¢ GD&DT tinh Dong Nai ve huéng dan to chirc quan ly hoc sinh tiéu hoc
ngoai gio hoc chinh thuec tai cac co s¢ gido duc tieu hoc Cong lap.

a) Thoi gian

Thai gian t6 chtc quan 1y hoc sinh ngoai gio hoc chinh thuc 1a khoang thoi
gian két thic gio hoc chinh thirc cua mdi budi hoc cho dén thoi diém dugc phu
huynh d6n vé nha.

b) Pia diém

Trong khuén vién nha truong; sit dung co sd VAt chat nhu: Phong hoc,
phong chirc nang, thu vién, san choi, bai tap, nha da nang... lam dia diém to chuc
cac hoat dong quan ly hoc sinh.

c¢) Piéu kién

- Nha truong dam bao Vé co s& vat chat, doi ngii gido vién, nhan vién dap
ung dugc cac yéu cau can thiet.

- Phu huynh ¢c6 nhu cau va dé nghi; hoc sinh tu nguyén tham gia. Tranh
moi hinh thirc ép budc hoc sinh.

d) Noi dung

T chutc cac hoat dong theo nhu cau, sé thich caa hoc sinh duéi hinh thac
sinh hoat cac céu lac bo phat trién nang khiéu; cac hoat dong van ngh¢, thé duc thé
thao, dan ca, dan vii, khiéu vi...; cac hoat dong doc sach, bao, ké chuyén; cac tro
choi dan gian, cac hoat dong vui choi, giai tri lanh manh...

Nghiém cam duéi moi hinh thuc t6 chuc day thém, day bd, day trudc, hoc
trudce ... cac ndi dung chuong trinh trén 16p trong thoi gian to chic quan ly hoc sinh.

e) Kinh phi

Thuc hién theo phuong thurc xa hoi hoa dam bao sy thoa thuan gitra phu
huynh véi nha truong vé muc thu, noi dung thu; marc chi, noi dung chi theo nguyén
tac: thu du chi va phu hop véi tinh hinh thyc té dia phuong.

- N§i dung chi bao gom: chi tra th lao cho nhing nguoi tryc tiép lam
nhiém vu; chi cho don vi, t6 chuc cung cap cac dich vu (néu co); chi ti@n dién,
nudc, vé sinh moi truong, trang bi thiét bi, d6 dung va hao mon co s¢ vat chat. ..

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

- Nha truong phai thuc hién mo s6 sach dé theo dbi, quan 1y theo quy dinh
tai chinh hién hanh.

- Két thic hoc ki va cudi ndam hoc phai to chirc cong khai tai chinh trong
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hoi dong su pham, phu huynh hoc sinh.
f) Hé so, s6 sach quan ly

- Ké& hoach t6 chuc hoat dong quan ly hoc sinh ngoai gior hoc chinh thic.

- Bon trinh bay nguyén vong va dang ki cho hoc sinh tham gia caa phu huynh.

- Bon dang ki tham gia quan ly hoc sinh cta gido vién, nhan vién.

- Noi dung va ban ké hoach t6 chuc cac hoat dong quan 1y hoc sinh cua giéo vién
duoc phén cong.

- Bang phan cdng can b, gido vién, nhan vién tham gia hoat dong quan ly
hoc sinh ctaa Hiéu truong.

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

- HO so ctia don vi, to chic cung cap dich vy (néu c6).(hop dong cung uing
dich vu, cac logi ho so lién quan, ...)

- Bién ban kiém tra, giam sat cua Hiéu trudng.

2. To chic quan i hoc sinh ngoai gio hoc chinh théc ngodi nha
treong/tai nha giao vién

a)Thai gian

Thoi gian t6 chic quan ly hoc sinh ngoai gid hoc chinh thuc la khoang
thot gian két‘thuc gio hoc chinh thirc cia moi budi hoc cho dén thoi diém duoc phu
huynh don vé nha.

b) Pia diém

Trong khudn vién nha gido vién, nha/phong gido vién thué mudn lam dia
diém t6 chuc cac hoat dong quan ly hoc sinh.

c)Piéu kién té chirc quan ly hec sinh

- Giao vién té6 chirc quan ly hoc sinh ngoai gio hoc chinh thirc dam bao
khudn vién to chirc, co s¢ vat chat dap ung dugc cac yéu cau can thiet: thong
thoang, an toan cho hoc sinh (xung quanh khéng c6 ao ho; khéng gan nha kho, bén
bai, ...), trang bi ta dung vat dung hoc sinh gon gang,....

- Trudng hop quan ly tir 25 hoc sinh tré 1én c6 thém 01 ngudi hd tro.

- Bam bao cac noi dung tai muc 1. Quy dinh chung.

- Pam bao quy dinh vé Phong chay chira chay.

d)Piéu kién té chirc in ban tra (ddi véi trudng hop gido vién to chirc
an ban tra khi phu huynh c6 nguyén vong):

Vé sinh an toan thyc pham: Bam bao vé co so vat chat, trang thiét bi
dung cu va con nguoi. Thyuc hién day du ho so phap ly: giay chang nhan kham suc
khoe cua gido vién va nguoi che bien thuc pham, danh sach tap huan kien thic an
toan thyc pham, minh chiing nguon goc nguyén ligu thuc pham dau vao. Thyc hi¢n
dang quy trinh Ivu va huy mau thuc pham theo quy dinh.

C6 tu dung mén, gdi, ra/chiéu gon gang, sach sg.
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e)Piéu kién to chire dua don hoc sinh bing phwong tién 6 t0 (d6i VGi
treong hop gido vién hop dong xe dua don khi phu huynh cé nguyén vong).

- bam bao du diéu kién ho so phép 1y co st ban hop dong xe dua don, gidy
chu quyén Xe, gidy phép lai xe, bao hiém xe (phuong tién va con ngudoi), gidy ding
kiém xe, gidy kham strc khog.

- Pam bao quan ly hoc sinh di chuyén khi l&n va xuéng xe dwa dén.
- Bam bao sb lugng hoc sinh/1 xe ding quy dinh.
- bam bao thoi gian dua don hoc sinh.
- Xe dua dén hoc sinh c6 day du: phu hiéu, so do chd ngdi, danh sach hoc
sinh.
- C6 danh sach diém danh hoc sinh mdi ngay khi Ién xudng xe dwa don.
f) Noi dung hoat dong quan ly hec sinh
T6 chuc cac hoat dong phat trién niang khiéu, ngh¢ thuat: doc sach, vé

tranh, hat, trd choi dan gian, mot s6 ndi dung lién quan dén van hoa, gido duc dia
phuong, ...

~ Nghiém cam du6i moi hinh thiic sir dung thoi gian to chirc quan 1y hoc
sinh dé day thém, day bu, day trudc, ... cac ndi dung chuong trinh trén 16p.
g)Kinh phi
Thuc hién theo phuong thirc xa hoi hoa dam bao su thoa thuan gitra phu
huynh veéi giao vién vé marc thu, ndi dung thu; muc chi, néi dung chi theo nguyén
tac: thu du chi va phu hop véi tinh hinh thyc té dia phuong.

- Noi dung chi bao gom: chi tién dién, nudc, vé sinh méi truong, trang
thiét bi, d6 dung va hao mon co sé vat chat, tién an ban trt, xe dua don hoc sinh
(néu cd), chi tra thu lao cho nguoi phuc vu ban tra (néu co).

- C4c noi dung thu, chi duoc thé hién qua ké hoach té chac quan Iy hoc
sinh ticu hoc ngoai gio hoc chinh thirc tai nha gido vién/ngoai nha truong va dugc
hiéu trueong phé duyét.

h)Hé so' sé sach quan Iy

e Nha trudong thuc hién va lwu trir c4c loai ho so:

- Ké& hoach t6 chirc hoat dong quan ly hoc sinh ngoai gio hoc chinh thic tai
nha gido vién/ngoai nha truong.

- Ban dang ki va ké hoach to chac hoat dong quan Iy hoc sinh ngoai gio hoc
chinh thic tai nha gido vién/ngoai nha trueong cua gido vién.

- Quyét dinh thanh lap Ban kiém tra cong tac to chac hoat dong quan ly hoc
sinh ngoai gio hoc chinh thirc tai nha gido vién/ngoai nha truong, bang phan céng
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 t6 chire, thong tin xe dua don hoc sinh) (dinh kem PL 3) va
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thong ké (dinh kem PL4) t6 chirc, quan Iy hoc sinh ngoai gid hoc chinh thic 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 chic quan ly hoc sinh ngoai gio
hoc chinh thic tai nha giao vién/ngoai nha truong theo dinh ki va dot xuat.

e Giao vién
- Ban ding ki va ké hoach t6 chic hoat dong quan Iy hoc sinh ngoai gio hoc
chinh thurc tai nha gido vién/ngoai nha truong.
- Bon xin guri hoc sinh ngoai gio hoc chinh thic tai nha gido vién/ngoai nha
truong caa phu huynh.

- Bang téng hop gém cac noi dung: Ho vg‘;\ tén hoc sinh, kinh phi (quan Ii,
ban tru, xe dua don), thoi gian t6 chuc (s6 ngay/tuan), thong tin xe dua don hoc sinh
(Bang so xe, thoi gian dang kiém, bao hiém). (dinh kem PL5)

- Ho so phap 1y xe dwa don, ho so vé an toan thuc pham, thuc don hang
tuan.

I1l. TO CHUC THUC HIEN
1. Hiéu trwéng

- Xay dung ké hoach t6 chtc quan Iy hoc sinh ngoai gio hoc chinh thic &
trong/ngoai nha trudong theo nam hoc. Trinh ké hoach t6 chac quan Iy hoc sinh
ngoai gio hoc chinh thic cta nha truong véi Phong Gido duc va Pao tao trude khi
trién khai thuc hién.

- Trién khai cac van ban, ndi dung cé lién quan vé té chiic cac hoat dong
quan ly hoc sinh ngoai gio hoc chinh thuc dén can bd, gido vién, nhan vién duoc
biét.

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

- Thuc hién céc quy dinh vé tw chu khi t6 chirc quan Iy hoc sinh trong nha
treong dong thoi co trach nhiém giai trinh khi cé yéu cau.

- Trong qua trinh giam sét, kiém tra viéc to chic, quan Iy hoc sinh ngoai gio
hoc chinh thuc trong nha truong/ngoai nha truong, truong hop phéat hién giao vién
khong dam bao cac noi dung theo qui dinh, hiéu trudng tuy vao mic do vi pham dé
xu ly.

- Luu trit c&c loai hd so theo quy dinh (muc 11.1f, 2.h) vé t6 chic, quan ly
hoc sinh ngoai gio hoc chinh thirc va cung cap cac loai ho so khi dugc cac cap c6
tham quyén kiém tra.

- Thuc hién téng hop (dinh kém PL 1) va théng ké (dinh kém PL2) viéc to
chuc, quan ly hoc sinh ngoai gio hoc chinh thirc tai nha treong.

- Két thiic hoc ki, cu6i ndm hoc hogc dot xuat theo yéu cau bao céo két qua
tinh hinh t6 chuc quan ly hoc sinh tiéu hoc Cong lap ngoai gio hoc chinh thuc tai
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nha gido vién/ngoai nha trudng vé Phong GD&DT.

2. Giao vién

- Bon xin phép va ké hoach to chuc, quan 1y hoc sinh ngoai gio hoc chinh
thac tai nha giao vién/ngoai nha truong; xay dung noi dung to chic hoat dong quan
Iy hoc sinh ngoai gio hoc chinh thirc trinh Hiéu trudng nha truong phé duyét.

- Chap hanh nghiém tac cac quy dinh (muc I, muyc 11.2) vé quan ly hoc sinh
ngoai gio hoc chinh thuc.

- Néu tam ngung hodc cham dat hoat dong quan 1y hoc sinh ngoai gior hoc
chinh thtrc, gido vién phai bao cao hiéu truong va thong bao céng khai cho cha me
hoc sinh biét truge it nhat 15 ngay. Hoan tra cac khoan tién di thu cua hoc sinh
tuong tng véi thai gian, ndi dung khéng thuc hién (néu co).

- Luu trit c&c loai ho so theo quy dinh (muc 11.2.h) vé t6 chirc, quan Iy hoc
sinh ngoai gio hoc chinh thic va cung cap cac loai ho so khi dugc cac cap co tham
guyén kiém tra.

~ - binh ki (cuoi hoc ki 1 va cuoi nam hoc) hodc dot xuat theo yéu cau béo
cao ket qua tinh hinh t6 chirc quan 1y hoc sinh ngoai gio hoc chinh thirc tai nha giao
vién/ngoai nha truong vé Hiéu trudng.

Nhan duoc van ban nay, Phong GD&DT yéu cau Hiéu trudng cc truong ticu
hoc cong lap thudc thanh pho Bién Hoa trién khai thuc hién nghiém tic.

Trong qué trinh thyuc hién néu c6 kho khin, vuréng mac, cac truong kip thoi
bao cao vé Phong GD&DT, bo phéan phu trach Ba Nguyen Mai Xuan Thao — so
dién thoai: 0931.679.319 d¢ dugc hudng dan giai quyeét./.

TRUONG PHONG
Noi nhan: PHO TRUONG PHONG
- Nhu trén;
- So GD&PT tinh Bong Nai;
- UBND TP Bién Hog;
- Lanh dao Phong GD&DT;
- Luu: VT, PT.
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