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CHUONGDAN
VIEC THUC HIEN VA QUAN LY SO GHI PAU BAI CUA LGP

Can ctt Thong tu sb 32/2020/TT-BGDDT ngay 15 thang 09 nim 2020 cua Bo Gido
duc va Pao tao quy dinh vé thyc hién S6 ghi dau bai (SPB); hudng dan ctia Phong Gido duc
trung hoc S¢ Gigo duc va Pao tao Thanh phé H5 Chi Minh.

Hiéu truong Trudng THPT Han Thuyén trién khai, huéng dan viéc thuc hién, kiém
tra, quan 1y S6 ghi dau bai (SPB) trong nim hoc 2023 — 2024 nhu sau:

|. THU'C HIEN VIET SO GHI PAU BAI (SPB)

1. Lop truwéng hoac Lop pho

Giao vién chu nhiém (GVCN) phén cong cho Lép truong hodc Lép pho, phu trach va
c6 trach nhiém ghi day du vao ca 02 SPB (budi sang va budi chiéu) cac ndi dung sau:

1.1. Thir tw tudn hoc:

Ghi thir ty cua tuan hoc (phia trén cung). Sau chir Tuan: ghi sb th tu tuan (vi du: Tuan
01, hodc Tuan 02....) va ghi “Tu ngay.../.../....Dén ngay.../.../...7”

1.2.Cot thiv 1 _ “Thik, ngay”: phia dudi “Tht ...”, ghi thuc té ngdy, thang, nim cia
ngay d6 (vi du: Thir 2 ngay 18/9/2023).

1.3. Cot thir 2 _ “Tiét”. Khong ghi (vi d3 co sin so tiét tir tiét 1 dén tiét 5)

1.4. Cot thir 3 _ “Mon/Hogt djng”: ghi r5 tén mon hoc hodc hoat dong. .. lan lugc tir
tiét thtr nhat dén tiét cudi cung ctia budi hoc.

1.5.Cot thir 5 _ “Hoc sinh ving”: ghi tén va wsé thtr tu trong danh sach 16p cia hoc
sinh nghi - vang trong tict (vi du: Thanh Xuan (36) d¢ tranh trung tén).

2. Giao vién by mon (GVBM)

Khi vao 16p, thyc hién kiém dién lai hoc sinh ¢é mit va dbi chiéu ghi nhin ¢ “Cor
thir 57, ghi nhan bo sung thém cac trudng hep di tré, tron tieét, vé sém... (nu co); trinh
tu thye hién ghi day da vao SBB dung theo buoi hoc (budi sang/chiéu) cac ndi dung sau:

2.1.Cot thir 4 _ “Tiét PPCT”:

8 Ghi tht tu sb tié:[ ctia bai hoc/chu dé theo “Khung ké hoach day hoc” (PPCT) cua
K¢ hoach gido duc cua T6 chuyén mon.
_ - Trudng hop 1a tiét day “chii dé tw chon ciia khoi 127 thi ghi 1a “TC”; tiét “day hgc
buoi 2” thi ghi la “BH?”; ti€t “chuyén dé lwa chon, chuyén dé hoc tdp” thi ghi la “CPLC”.
2.2.Cot thwr 6 _ “Tén bai hoc, nji dung cong viéc”:

- Gido vién ghi day du tén bai/chu d&/chuyén dé lya chon hoac hoat dong thyc hién
giang day theo “Khung ké hoach bai day cua T6 chuyén méon” (PPCT), vi du: Unit 1:
Chuyén de: FEELINGS. Khong dugc ghi tat 1a Bai 1, Bai 2 hoac Unit 1, Unit 2,...

- Néu bai hoc ¢6 tir 2 tiét tre 1én thi tir tiét thir 2 tror di van ghi dy di tén bai va phai
ghi “tiet 2, ti}%t 3” theo bai hoc/chu dé cia Khung ké hoach day hoc; khong dwge ghi tat
“t.t” hodc “ti€p theo”.



2.3. Cotthw 7 _ “Nhan xét”

- Gido vién ghi nhén xét chinh trong tiét, hoc vé: két qua chung trong hoat dong hoc
tap cua 16p hodc nhitng yéu cau chuan bi cho tiét hoc sau.

- Khong ghi diém kiém tra, danh gia ciia hoc sinh; khong ghi tén va 15i vi pham
cua hoc sinh trong cot nay.

2.4.Cot thir 8 _ “Piém”

Gi4o vién thyc hién danh gi4, cho diém tirng tiét hoc ciia 16p qua 03 mit sau:

% Hoat dong hoc tip ciia 16p trong tiét day _ “Hoc tip”: (tinh 5,0 diém)

- Thuyc hién nghiém tic cac nhi€ém vu hoc tap trong gio hoc;

- Tich cuc phéi hop cung gido vién thyc hién tiét hoc sinh dong, hi¢u qua.

- Truong hop bi diém trur:

o Trir 0,5 diém, khi cé khong qua 02 truong hop hoc sinh khong mang tap sach hay

dé cuong, tdi liéu, ... theo yéu cau ciia mén hoc hodc chia chudn bi, hoan tdt nhiém vu gido
vién giao thuc hién o nha;

o Trir1,0 diém, khi cé khong qua 05 truong hop hoc sinh khong mang tdp sach hay
dé cuong, tdi liéu, ... theo yéu cau ciia mén hoc hodc chwa chudn bi, hoan tdt nhiém vu gido
vién giao thyc hién ¢ nha,

o Trir 1,5 diém, khi c6 qua 05 trwong hop hoc sinh khong mang tap sach hay dé
cuwong, tai liéu, ... theo yéu cau cua mon hoc hodc chwa chuan bi, hoan tat nhiém vu gido
vién giao thyc hién ¢ nha.

% Y thic, thai dd hoc tap cia 16p trong tiét hoc _ “Ky luat”: (tinh 3,0 diém)

- Nhan thirc va thuc hién tot vé thai do, hanh vi giao tiép, ung Xu voi thﬁy, cO va ban
be trong gid hoc;

- Chap hanh nghiém tac Noi quy, Quy dinh ciia nha trudng trong gio hoc.

- Trudng hop bi diém trir: (t6ng diém trir khéng qua 3,0 diém)

o Trir 2,0 diém, khi c6 01 triong hop hoc sinh 6 thdi dj, hanh vi vé 1é, thiéu ton
trong thay/co, thong bdao bo phdan Giam thi va moi hoc sinh ra khoi [op;

o Trir 1,5 diém, khi xdy ra hién twong hoc sinh gdy mdt trdt tw, du da trong gio
hoc, thong bao bo phan Giam thi va moi hoc sinh ra khoi lop;

o Trir 1,0 diém, truong hop hoc sinh sir dung dién thoai trong gio- hoc khi khong co

su dong Y, cho phép cua gido vien dang giang day hodc co hién twong tir y thay doi vi tri
ché ngéi theo So do ché ngoi ciia I6p;

o Trir 0,5 diém, truong hop tdp thé 16p/cd nhian hoc sinh gdy mdt trdt ti, dnh
huwong dén hoat dong hoc tdp cﬁa lop hocjc co hién tuwong hoc sinh lam viéc riéng trong gio
hoc va bugc giao vién phai nhdac nho, chan chinh.

< Y thirc, hanh vi giit vé sinh ciia 16p trong tiét hoc _ “Vé sinh”: (tinh 2,0 diém)
- Chuan bj t6t, thyc hién ngin nip, sach sé& vi tri hoc tap, ban gido vién, bang (16p)
dung ghi chép;
- Chép hanh t6t y thire, hanh vi giit gin vé sinh ctia c4 nhén, tap thé 16p.
- Trudng hop bi diém trir: (tong diém trir khéng qud 2,0 diém)
e Trir 0,5 diém, ban gido vién thiéu ngdan ndp, gon gang, bang (16p) chuwra lau sach



° /)T rwe 1,0 di,é?m, co truong hop hoc sinh an trong gio hoc hodc truong hop vé sinh
[6p qua ban, ban ghé xoc xéch, ...
2.5.Cot thir 9 _ “Tong diém” (tong cong diém cia Cot thir 8)
2.6.Cot thir 10 _ “GV day ky tén”
3. Trwong hop day thay.
- Gi4o vién day thay, thuc hién ddy du nhitng ndi dung & “cot th 4, 6, 7, 8, 97
- Truc tiép ky tén & “Cot thir 10 va ghi thém “Day thay”.
4. Truwong hgp day bu
- Giao vién lat lai “tuéin 1 c6 budi nghi day ciia gido vién” trén S6 ghi dau bai;
- Tai phia du6i 6 “Thi 7”; dung but dé gach bé chir “Trai budi” va ghi chir “day
bu” phia trén, bén phai.
.- Dung but mau xanh hodc xanh den ghi thir, ngay, thang thoi diém day bu va ghi
day du nhirng ngi dung & cac cot thir 3,4,5,6,7, 8,9 va 10.
5. Nhirng lru y khi thwe hién viét S6 ghi dau bai (SPB)

- Chi sir dung but bi mau xanh, mau xanh den dé ghi va ky vao sé‘dﬁu bai nhiing
phan thudc ndi dung phu trach. Viét dung, viét du cac myc trong SO ghi dau bai theo quy
dinh, hudéng dan. Khong xtr dung but muc nudce dé viét S6 ghi dau bai.

- Truong hop c6 sai sot, giao vién phai thyc hién stra chira, diéu chinh dtng quy dinh,
cu thé: “Dung but d6 gach ngang ndi dung cii, ghi n01 dung méi vao phia trén, bén phai vi
tri cli va ky x&c nhan stra chita bang but dé6 BEN CANH noi dung da stra”™.

- Trong truong hop gido vién bd moén khong day (do bénh, bo tiét...) hodc do thuc
hién nhiém vu khac theo phan cong ctia nha truong (di hop, tip huén,...), Giam thi dwoc
phén cong phu trach khdi 16p d@6é thue hién ghi vao cot thir 6 1a “Gido vién ving” va Ky
tén & cot thr 10.

- Néu GVBM co6 kién nghi véi gido vién chi nhiém thi ghi vao muc “Kién nghi ciia
GVBM?” (& cudi trang).

1. TONG HQP VA XAC NHAN VIEC THUC HIEN SO GHI PAU BAI (SPB)
HANG TUAN
1. B0 phan Giam thi
- Ghi nhén va tong hop sd gido vién day thay/day bu dugc thuc hién trong tuan, O
cudi trang bén trai, phia trén bang “Tong két tuan”;
- Tong hop va ghi cac s6 liéu phan bang “Tong két tuan” & cudi trang bén trai;
- Luuy: Ving.... va Di hoc mudn (ghi tong s6 lugt hoc sinh Vén~g va muodn (tré)
trong tuan); Vi pham khac (ghi tong so lan hoc sinh vi pham ndi quy & cac 10i).
2. B¢ phan phu trach cong tac Thi dua hoc sinh (Tr¢ ly thanh nién, Poan truong,
Giam thi)
2.1. Giam thi
- Cén ¢t Céch tinh diém thi dua hang tudn dé quy doi thanh Tong diém trir ciia timg
16p (Tong diém tru = vang + tré + vi pham khéc);
- Chuyén giao cho Tro Iy thanh nién nha truong.



2.2. Tro ly thanh nién, Doan truong
- Thyc hién ghi nhan, danh gi4, xép hang thi dua cta 16p,... 6 “Piém cudi tuan” &
cudi trang;

- Trg 1y thanh nién kiénq tra, thay mat B9 phan phu trach cong tac Thi dua hoc sinh
nhéan x¢ét, ky tén xac nhan phan ndi dung “Xac nhin cia by phin phu trach thi dua
(L6op)” 6 cudi trang phia bén phai.

3. Giao vién chi nhiém

- Ghi y kién, nhan xét va ky, ghi rd ho tén & phan cudi trang ciia SDB hang tuan.

- Truong hop budi hoc nghi vi thyc hién kiém tra, danh gia dinh ky tap trung; hop,
nghi Le, Tét,... thi gido vién chu nhi¢m thyc hién ghi né1 dung va ky tén.

I1l. CONG TAC QUAN LY, BAO QUAN VA KIEM TRA, PANH GIA VIEC
THU'C HIEN SO GHI PAU BAI

1. L6p trwong hoac Lop pho

- Lép truong hodc Lop pho theo phan cong cia GVCN, co6 trach nhiém nhan, ghi va
quan |y So6 ghi dau bai mdi budi hoc (nhan va ndp lai S6 ghi dau bai tir bo phan phuy trach
Giam thi ding theo quy dinh).

- Trudng hop So6 ghi dau bai bi that lac, hu hong thi phai kip thoi thong bao bd phan
phu trach cong tac Giam thi va gido vién chu nhi¢m.

2. Giao vién chi nhiém

Gi4o vién cht nhiém kiém tra viéc ghi nhan, danh gia, Xép loai cta giao vién bd mén
trong SDB dé khen ngoi, dong vién, sinh hoat, diéu chinh vé& y thirc, thai d6 hoc tap cia 16p
vao tiét sinh hoat dau tuan.

3. Bo phan Van phong — Giam thi nha trudong

- B0 phan vin phong c6 trach nhiém chuan bi, ghi nhan, bao boc S6 ghi dau bai vao
dau mdi hoc ky. Cubi hoc ky thu hoi du sb lwong, bao quan, luu trir S6 ghi dau bai cta cac
16p dtng theo quy dinh.

- B0 phén giam thi c6 trach nhiém giao va nhan SO ghi dau bai cho céc 16p trong mdi
budi hoc; to chirc, sip xép, bao quan S6 ghi dau bai ngin nap, an toan;

- Ghi nhén céc trudng hop 16p bi that lac, lam hu hong; khong nhan va ndp lai S6 ghi
dau bai theo quy dinh. Kip thoi thong béo véi Lanh dao trudng (Hi€u truong hodc Pho Hiéu
truong dugc phan cong) cac truong hop bat thuong clia cac 16p vé cong tac quan 1y, sir dung
S6 ghi dau bai.

- Hang tuan phdi hop v6i bo phan phu trach cong tac thi dua, kiém tra ndi bo ciia nha
truong kiém tra, ghi nhan viéc thuc hién viét, bao quan S6 ghi dau bai.

4. Tro ly thanh nién phu trach cong tac Thi dua hoc sinh

- Thuc hién xay dung thang diém, huéng dan, kiém tra, danh gia, nhan xét qua trinh
hoc tap va rén luyén cua cac 10p qua SO ghi dau bai (SPB) cua gido vién; theo ddi, ghi nhan
cua bd phan Gidm thi.

- Tong hop, danh gia, xép loai thi dua cta cac 16p theo tuan, thang, hoc ky va nim
hoc; ky xac nhan vao S6 ghi dau bai (SPB) sau mdi tuan.

- Qua kiém tra, kip thoi dé nghi gido vién cha nhiém (GVCN), Hiéu truong hodc Pho
Hiéu truong dugce phan cong cac truong hop bat thuong vé cong tac quan 1y, sir dung S6 ghi
dau bai (SPB), qua trinh hoc tap, rén luyén cua cac 16p.



5. Lanh dao truwong (Hi¢u truwédng hoidc Phé Hi¢u truéng duwge phan cong)

- Kiém tra va ghi nhin xét theo dinh ky (4 tuan hoc) hogc thuc hién kiém tra dot xuat
theo ké hoach kiém tra ndi bd cia nha truong.

- Nhan xét cua Hi¢u trudng phai danh gia dugce viéc thuc t‘lién ké hoqch day hoc cua
giao vién bd mon, tinh hinh dac biét ctia 16p hoc va dua ra yéu cau chinh d6i voi giao vién
bd mon, voi 16p hoc.

Trén day 13 huéng dan viéc thuc hién, kiém tra, quan 1y S6 ghi dau bai (SPB) trong
nam hoc 2023 — 2024. bé nghi can bg, giao vién, nhan vién nha truong thuc hién nghiém
tuc, dung quy dinh./.

Noi nhgn: HIEU TRUONG
- Pho Hiéu trudéng (thuc hién);

- TTCM, TT van phong (thuc hién);

- GVCN, GVBM (thyc hién);

- Niém yét Phong Hoi dong (thuc hién);
- Luu: VT.

(daky)

Tran Ngoc Minh



