
TRUONG DAI HQC GIAO DLJC
rRrIoNG rupr KHol nqc cdo DUC

cQNG r{oA xA upl cu0 Ncni,r vIET NAM
Dgc lfp - TE do - H4nh phric

Hd N1i, ngdy,lfthdns Ajndm 20lB

QUYIT EINH
Vd viQc ban hdrnh Quy trinh t6 chd'c tlfro t4o

cfia Tru&ng THPT Khoa hgc Gi6o dpc

HIEU TRTIOI{G TRIIONG THPT KHOA HQC GIAO DUC

crn cr? Quy6t dinh s6 1036/QE-[IBND ngdy 0313/2016 cria chri tich uy ban nh6n
ddn Thdnh pno Ua NOi v0 viQc thanh lflp Trudng Trung hqc ph6 thdng Khoa hgc Gi6o dqc
tryc thuQc Trucrng E4i hgc Gi6o dr,rc - Eai hgc eu6c gia Hd NQi;

cdn cr? Th6ng tu sti \2/2011/TT-BGDET ngdy 28103t2011 cira BQ Gi6o dsc vd Ddo
t4o ban hdnh di6u lQ truong trudng trung hgc co s0, trudng trung hoc ph6 th6ng va trucrng
phO th6ng c6 nhi6u c6p hgc;

Cdn cri Quy clinh vA fO chric vd Hoat dQng cria Trudng Dai hgc Gi6o dgc ban hinh
theo Quytit dinh so 568/QE-TCCB ngdy 02/07/2015 cria HiQu tru&ng Trucrng Dpi hqc Gi6o
duc;

Cdn cri Quy dinh vC rO chric vd Ho4t dQng cira Tru&ng Trung hgc ph6 th6ng Khoa
hoc Gi6o dsc ban hdnh theo Quytit dinh s6 888/eE-DHeGHN ngiry 0414/20t6 cta Gi6m
d6c Eai hqc QuOc gia Hd NQi;

Xdt de nghi cria BQ phfn Eio t4o - Kh6o thi.

QUYET EINH

Di6u 1. Ban hanh Quy trinh to chric ddo tao cria Trucrng TTIPT Khoa hoc Gi6o d\tc (chi
ti€t d{nh ki*).

Ei6u 2. Quytit dinh c6 hiQu tsc tu ngdy ky.
Di6u 3- Cfuc fO trucrng, T6 ph6 TO chuy6n m6n, c6c Truong bQ phQn , gi1ovi6n, c6c

"Tl, - nhen vi6n Trucnrg THPT Khoa hsc Gi6o dyc chiu kSch nhiQrn thi hanh euytSt dinh
nay.'

Noi nhQn:

- Nhu di6u 3;
- TrudngDHGD (dC b/c);
- HiQu huong (<le b/c);
- Luu: VT, DT-KT.

S6: 54 /QD-KHGD
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TRI.IONG DAI HQC GTAO DUC

TRTIONG THPT KHOA'HQC GIA,O DUC

DT-KT : Dio t4o - Kh6o thf

GVCN : Gi6o vi0n chri nhi6m

cQNG HoA xA HQr cHir NGHi.t vgr NAM

D$c l$p - Tg do * H4nh phric

Hd Ndi, ngdy4{thdng W ndm 2018

QUI TRTNH T6 CH TC DAo T..{o
(Ban hdnh theo quyil dinh s6.il./88-KHGD, ngdy.$.thdng.Ajndm 20IB)

MUC Bicn
- Quy dinh c6c ho4t d$ng trong qu6 trinh t6 chirc ddo tpo cria trudrng THPT Khoa hgc Gi6o dgo.

- Chu6n h6a cfuc ho4t tlQng td chri'c ddo tpo, xAy dpg tinh chuy6n nghiQp trong c6ng t6c t6
chric ddo t4o cria truong THPT Khoa hgc Gi6o dgc.

DOr rrIgNG VA PH4,M Vl Ap DUNG

- GiSo vi6n, c6c T6 chuy6n m6n

- B0 ph$n Ddo tpo - Kh6o thi

- B0 phfln Tdi chinh - Dfch vp, Hdnh chinh - csvc vd c6c d6i tuqng li6n quan.

cAN ctl puAp r,Y
- Th6ng tu sO lZlZ01|ITT-BGDDT ngiry 28l03l2}ll v0 viQc ban hanh diAu l0 trunng trung hgc

co s6, trucrng trung hgc ph6 thdng vi trulng ph6 thong c6 nhi€u c6p hqc.

- Th6ng tu s6 581201,1/TT-BGDDT ngdy 12/1212011 v€ vi6c ban hdnh quy ch6 d6nh gi6, xi5p

lopi hgc sinh trung hgc co sd vd trung hgc ph6 th6ng.

- Quy6t dinh sii 60|2OT7/QD-BGD&DT ngdy 16/10/2007 vd viQc d6r*_ gi|krit qui hqc tQp vi
rdn luyQn cria hgc sinh, sinh vi6n. r

- Cdng v6n s6 9773!BGDDT-GDTTH ngiry 30112/2010 vC viQc hucmg d6n bi6n sopn dC kiern
tra.

- C6ng vdn sl5 68/BGDET-GDTTH ngity 07/0ll2}l4 v0 vigc ch6n chinh vi0c lpm dqng h6 so,

s6 s5ch trong nhi trucmg. i

DANH MUC CAC CHrrVrnr rAT

BGH : Ban Girim Hi0u : Tii chinh - dlch vp

: Ccr sd vft ch6t

: Gi6o vien

NrrrEM vu vA QrrvEN HAN

Ban gidm hiQu: PhA duyQt k6 ho4ch vd t6 chric thlrc hiQn, tri6n khai c6c c6ng viQc 1i6n quan d6n ho4t
tttil.r*g td chric ddo t4o tr0n co s& cfuc!' kiOn tham muu cta BQ phpn DT-KT.

BpphqnEdo tqo - Khdo th{:

TC-DV

CSVC

GV

5.



. Quan ly h6 scr, s6 sdch ehuy6n m6n, theo d6i giang d4y, hgc tfp theo quy ttinh.

. Girip BGH ki6m ta vd ddnh gi6 viQc thUc hiQn cdng tdc gi6ng d4y cria GV; ki6m tra vi rt6nh

gi6 chhthgng hgc tflp cria hpc sinh.

. Girip BGH thyc hiQn c6c nhiQm vp vd gi6o duc:

+ XAy dlmg c6c v5n bAn, hudrng d6n vd t6 chric c6c lcj,thi.
+ Etffi gi| chiltlugng dpy vi hgc.

o Xay flmg kti hopch hang thfng, hgc ki, n6m hgc.

. Xey dung kC ho4ch16 chric so ki5t, tdng ki5t nam hgc.

o Tham muu, d6 xuhtcitcch6 dq, chffi s6ch liOn quan d6n can bg, gi6o vi6n, hgc sinh

-:' 1o chuyen mcin: Xdy dyng k6 hopch gihngdpy n[m hgc c6 sg phO duyQt cria BGH trudc khi t6 chric

thuc hiQn. Ki0m so6t ti6n d0 vd ch6t lucrng c6ng t6c t6 chirc ddo t4o cira T6 chuy6n m6n theo k6

ho4ch dd duo. c phO duyQt; bfo c6o ti6n d0 vd ktit qurhcicho4t dQng gi6o dpc theo kti ho4ch.

' Gido viAn: Thtgc hiQn c6c qui dinh hiQn hdnh cria nhi gi6o vd c6 tSch nhiQm dim bio ch6t lugng vA

ti6n d0 c6c khdu toong qui trinh t6 chric dio tpo theo dring qui <linh cua nhd trudng.

- BA phqn Tdi chinh-Dich var PhOi hgrp v6i B0 phfln ET-KT thanh toan kinh phi theo tlune qui ttlnh
cria nhd nudc vd qui ch6 chi tiOu nQi b0 cua truong.

- BQ phQn HC - Co s6vQt chiit: Dhmb6o ccr s<r vflt ch6t cho c6c hopt dQng dio t4o.

6. NQI DUNG QUY TRiNH

6.1. Xffy drlng thli kh6a bi6u

6.1. l. BQ phQn Ddo tso - Khdo thi:
1. X6y dpg k€ hopch ndm hgc (vdo th6ng 7 hdng nim) theo quy dinh cria S& GD&DT TP.

Hd NQi vd trudmg D4i hqc Gi6o duc, EHQGHN.
2. fhOi hgp v6i c6c T6 chuyen m6n xty dUng thdi kh6a bi6u (tru6c khi bat d6u hgc kj,2

tuan).

3. Th6ng b6o kiS ho4ch ndm hoc, thdi kh6a bi6u tpi bdn tin, website cria Trudng.

6.1.2. Cdc Td chuy€n m6n:

1. fhOi hqp v6i BQ phfn ET-KT xdy drmg thdi kh6a bi6u

2. Th6ng b6o thdi kh6a bitiu toi cilc giSo vi6n.

6.2.DilngW hqc theo t6 hgp nAng cao viro c6c bu6i chi6u

6.2.1. BQ phQn Ddo tso - Khdo thi:
1. Lap Phit5u ding ky, tdng hqp, 16p danh s6ch theo t6 hqp ddng ky vd grii toi cdc bQ phan

chric nlng: Td chuy6n m6n, gi6o vi6n giang d4y.

2. Phan l6p dua tr€n danh s6ch deng ky theo td hqp n6ng cao.

6.2.2. GVCN:

Th6ng b6o lich hgc vi kt5 hoach hgc tflp cho hoc sinh.

6.2.3. B0 phqn TC - DY:
Thu hgc phi vi c6c khoin Ie phf kh5c (ntiu c6) theo qui ilinh.



6.3. TO chfc d4y hgc

6.3.1. B0 phqn Ddo tso * Khdo thi:

1. Grii TKB t6i GVCN, GV b0 mdn, hQc sinh.

2. Gfti hO so sti s6ch chuyOn m6n cho c6c T6 chuy6n m6n.

3. Trinh BGH ky hqp ddng gi6ng dpy v6i c6c gi6o vitn ngoii trucmg.

4. Theo d6i ti6n d0, th6i d0 hqc t$p ctu hpc sinh.

5. Ch6m c6ng gi& eiAng GV thinh gif,ng.

6. Gi6m s5t di6m danh hgc sinh, gi6m s6t ti6n d0 di6m thanh phdn mdn hqc tt giSo vi6n b$

m6n.

7. Quin ly <Ii6m tr6n hQ th5ng sO diem diQn ttr theo qui dinh.

6.3.2. Cdc T6 chuyhn mdn:

1. Theo ddi, ki€m trati€nttQ hqc tflp ctra circlop theo chucrng trinh giing d4y.

2. GiSm s6t ti6n dQ gi6ng d4y, bdi kitiim ha, di6m thanh phAn m6n hgc, thdi gian n$p dA

cuong 6n tQp, d6 thi theo quy dinh.

3. ChSm c6ng gid giang.

4. Thdng b6o giito vi0n gtri k6t qui <l5nh gi6 chuy6n c6n vd di6m thanh phen m6n hgc cho

B0 phfln ET-KT vdo gita hqc ki'vd cu6i hqc lci'.

6.3.3. Gido viAn:

1. Thgc hiQn dring tii5n d0 giang d4y, bdi ki6m tra, di6m thanh phdn m6n hgc, th&i gian nQp

i16 cuong 6n tflp, AC tni theo quy dfnh.

2. Gti k6t qui dhnh gi6 chuy0n cAn cria hgc sinh, di6m thdnh phAn m6n hgc cho B0 phan

DT-KT dring theo thli gian qui tlinh.

3. Nhflp di6m vdo sO aiem dien tu (ESAMS) theo qui dinh.

6.4. TO chrfrc thi

6.4.1. B0 phqn Edo tqo - Khdo thi:

1. Xdy dlmg k6 hoach t6 chric thi (tru6c kj, thi 3 tudn) cho t6t cit citc mdn hoc.

2. Gti k6 ho4ch t6 chric thi d6n c6c T6 chuy6n m6n, B0 phfn HC-CSVC, B0 phAn TC-DWL' rUN

vd c6c can bQ dugc ph6n c6ng nhiQm vu (tru6c 3 tuan). 
'6"t

3. Xdydpgquytlinhvihudngdhncoithigui cfucc6nbQcoithi. :ll
4. I.{han OA ttri va dap 6n (tru<i,c lc} thi mudi ngdy) tu cic T6 trucmg t6 chuy€n mdn (vin baffi

d4ng bio mA|. -
5. Td chfc phan biQn dQc 14p.

6. Giri ket qui phin biQn cho T6 trucrng/T6 ph6 t6 chuy6n mdn vi yOu ciu xem x6t, chinh
" , a ).,

sua (neu can).

7. T6 chftc in sao AC tni (tru6c kj, thi 4 ngdy) vd theo nguyOn t&c dbm b6o y6u ciu ve beo

mat dC thi trong qu6 trinh in sao.

8. Cri can b0 trUc tai BQ phfn Edo t?o - Kh6o thi dO t6 chrlc thi, giii quytit c6c thri tpc, ki6m

tra, gi6m s6t tinh hinh thi vio c6c buOi ttri.
g. NQp b6o cin rtfikinh nghiQm vC OC thi, c6ng t5c coi thi.

UO



6.6. Quf,n Iy vi$c hgc t$p vfr d6nh gi* k6t qufr hgc t$p, r&n luy$n cfra hgc sinh

6.6.1 B0 phqn Edo tqo-Khdo thi:

1. Ti6p nhfln vi trinh BGH gi6i quy6t c6c vAn A& nOn quan d6n hgc sinh, qufrn ly hpc sinh

chuy6n di vd chuy6n e16n.

2. Th6ng qua GVCN tri6n khai cdc c6ng viQc liOn quan d6n c6ng t6c ddo t?o, ki6m tra ddnh

gi6 d6nc6c l6p.

3. rtit n5i v6i Php huynh hsc sinh vi trinh BGH gif,i quy6t circ vhn dd phdt sinh li0n quan

dtin hqc sinh.

6.6.2. Cdc T6 chuyAn mdn:.

1. GV bO m6n vi GVCN ti6n hnnh d6nh gi6 hQc lqc, hAnh ki0m vi xtip loai thi dua cta hgc

sinh.

2. Cung c6p th6ng tin cho B0 phfln DT-KT thdng tin, ki5t qui ki6m tra, d6nh gi6 hqc tflp vi
rdn luyQn cta hgc sinh chfnh x6c, kh6ch guffi, dung ti6n etQ.

6.7. Thanh todn gid gifrng

6.7.1. B0 phqnDdo tqo-Khdo thi:
1. Theo ddi vi$c hoan thinh c6c cdng viQc cria gi6o vi6n ngay sau khi kiSt thtic k! thi.

2. NhIc viQc c6c T6 chuy0n m6n th6ng ke kh6i lugrrg cdng viQc hoin thdnh trong hqc ky

ngay sau khi ki5t thtic hgc kj,.

3. X6c nhfln viQc ra dO thi, coi thi, chdm thi cho gi6o vi6n.

4. T6ng hqrp gid gi6ng vd khdi lugng c6ng viQc hodn thanh cta gi6o vi6n todn trudng trurc
ngiy 05 hlng thring.

6.7.2. Cdc T6 chuy\n m6n:

- Xdc nhpn gib gihng cira GV trong t6, gtii BQ phpn ET-KT vd BQ phfln TC-DV tru6c ngdy

02hing th6ng.

- Hoin thanh viQc th6ng ke kh6i lugng c6ng viQc d5 hoin thdnh cria timg gi5o vi6n vi t6ng

-;.hgp cfia T6 sau khi k6t thric hgc lcj, 1 tudn.

6.7.3. B0 phdn TC-DV: h
1. Thanh to6n kinh phi giang d4y cta gi6o viOn mdi ngodi vd kinh phf ra ddi, coi thi, ch6m thilt{

cho gi6o vi6n sau khi c6 x5c nhfln cria GiSo vi6n, Td trucrng/T6 ph6 t6 chuy6n mdn vd B0 [/n-
phan ET-KT theo hqc ky ho{c theo thang. /3)

2. Thanh toSn kinh phf vugt gi& cho gi6o vi€n trong trulng (ni5u c6)I V
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