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so ghi dAubai h:o ry phdpligirip HiQu trucmg vd c6c c5p quan ti gikodpc kiiSm sorit

:li.^,lJ:, i!-: \: ho4ch giao auc va nnrng c6ng viQI cu th€ cti [iaovi€n bQ m6n tr6n t6p,
dong thor nrm dugc tinh hinh cria lop trong tung thdi gian nh6t dirh

So ghi dAu bdi phii c6 6 tr6n lorp vdo tdt circ6c bu6i hgc. ViQc quan li vd st dune s6

*,T.,.T:ygg]*ong qui afnh cu.t!.i t1,urg nh6t trong toan truong. 56 sh,;## ffi;;ghi thuc tC giang d4y cria lop (2 bu6i/ngdy) lioac c6c hoat rl6ng thu-dc Chucrng trinh gi6o firccta nhi truong.

1. Phfin c6ng ghi, qufrn tf s6

1.1. L6p tru&ng (ho{c trfu ph6)

- TuAn hgc thrfr: ghi s6 thri tg tu6n vd ghi Tu ngdy .../ .../ ... , Diin ngdy .../ .../ ...
- cot o "\d1._s_!an": Ghi thgc ttl uuoi ngdy, th6ng,n6m cta ngay d6 (vD: Bu6i s6ng,Thtr2 ngdy 08/912025).

- Cflt (2) "Tidt,,: Dd quy u6c s8n si5 ti6t fi tirit t d6n S.

- c1t (3) "M6n ltpc": Ghi t6n m6n hgc, nQi dung, hopt dQng gi6o firc. v( dp: Toiin,HD TN-HN, GDEP, ...

- clt (6) "HS vdng, trd, bd tiiit ...".' Ghi tcn HS nghi - ving, b6 ti6t ftrdnh trimg ftn).
1.2. Giio vi6n bQ m6n ki6m tra, ghi
- Khi vdo l6p, ki6m tra cOt (6), ghinhfln thcm c6c trunng hqp di tr6, crip ti6t, vc s6m...

. - C1t (4) "TCT".' Ghi tht? tu so ti6t.trong PPCT cta TOchuyen m6n $axay drmg troqg
kd hopch m6nhqc.(Phu luc 1). Ni5u ln tiiSt on-trri t6t nghiQp thi ghi th6m or 6cQt ndy. N6uld chuydn et0 lUa chgn ghi th6m CE b cQt ndy. e

- C\t (5) "TAn bdi dqy" : :

+ Ghi dAv dri t6n bdi/ chri rl6/chuy6n tI6 lua chsn ho{c ten ho4t dQng. Kh6ng dhit1t Bdil, Bdi 2 hofic Unit I, (Jnit 2, ...
+ Ntiu bdi hoc c6 tr) 2 ti€:ttrd l6n thi tt ti6t thf 2 trtt div6n ghi dAy crt t6n bdi vd ph6ighi "tiiSt 2, ti€t3,,; kh6ng uo'*'*b; ,a, ..r.,;, t o*-..tiffiro,,. :

- C1t (7) "NhQn xdt cfia gido vian".. Ghi nlan x6t 
"u \9lqu6 hgct0!, su.chuy6n car, ythr?c ki luflt hoflc nhirng ycu cAu chuAn bi cho tid ha; sau. Kh6ng ghi eti6m s6 i1ffi gi6 c1.,aHS trong cQt ndy.

- c1t (8) "Di€m".' Ghi theo qui rtinh vd mric dQ <tat {uq.c cria titlt d4y.
- C)t (9) "K{ tAn,': Gi6o vi6n dpy kf t6n.

- Trudng hqp Gv dqy thay: thyc hiQn day dri nhirrrg nQi dung & cQt tht (4), (5), (6),(7), (8),'tr.uc ti6p ki t6n e cot thu (9) vd ghi chf ..DT,, 
sau chtr kf.
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Trudng hW dqy bil: Ghithri, ngdy, lhingthdi di€m dqy bitvd ghi d6y dti nhirng nQi
dung d cQt thri (4), (5), (6), (7), (8), truc tirip ki t6n 6 cQt thr? (9) va ghi 

"t,i 
66DB', sau cht

kf.

1.3. Gi6o viGn chri nhiQm

- Ddu m6i,hqc ki nhfln 01 cu6n SO ghi dtAu bdi cho lop chri nhiQm; ghi th6ng tin trang
bia; hudng d6n HS bao bgc so ntrim bio qu6n kh6ng dc racn, b6n, nhde, md.

- Phdn c6ng HS php tr6ch (Lop truong ho\c l6p phd hob tQp) viQcghi chdp c6c thdng
tin theo quy tlinh vd git sO OC trinh cho GV bO mOn vao Afu m& tii5t hic; nQp s6 

"d 
v#

phdng Eodn/_ Vin thu theo th6ng b6o, quy tlinh. Khdng 116 m6t sO hoflc ngudi ttrac sr] dpng
s6 sai mpc tlich.

- Ghi c6c th6ng tin vd ky x6c nhfln vdo c6c ti€t Sinh hoqt dudi cd ddu tudn, Sinh hoqt
lop cltiit man; TCT iucvng rid vdi s6 tuAn hgc. piSi vOi cac ngay f6, ngay nghi theo quy clinh
vd k6 ho4ch cria nhd tT*g tF GV cht nhiQm ghi vdo COt 7,dtng thu6c k6 x6o ciic 6 tuong
ring o C\t 5 (kh6ng de ghi tii5t dpy vdo nhirng ngdy ndy)

- Tru6c khi thr,rc hiQn titit sinh ho4t lop cu6i tuan: kiem ta cdcth6ng tin trong s6, phOi
hqp vdi qV bqm6n d6 hoan thiQn n6u chua dim bio; ghi c6c sO lipu, thSng tin thZo;il 6
phdn "T6ng kat cuiit tudn", ky vd ghi 16 hq ;a tc, dc'xac nh4n; thgc hiQn viQc drinh gir{,
nhfln x6t lorp hgc tr6n co s& c6c thOng tin ghi trong s6.

..- rhoi.hqrp__vdi GV bQ m6n, Ban nA.ni5p, GV php trdch tu v5n H!, Gy php tr6ch Gi6o
vu dc gi6o dpc HS vd giii quy6t c6cy ki6n tiong ntnng trudng hqp c6n ttrict.

1.4. B0 phOn phiii nqp (Eodn trudmg, Ban n6 ntip, Gi6o vu, Tu vtin HS)

rE ,-.PT 
N6:e? cria Eodn trucnrg chri tru xdy dpg thang rti6m (Thang di€m I0),huong

d6n, ki6m tra, d6nh gi6, nhfln x6t qu6 trinh hgc t4p vd rdn luyQn ctia c6c to,p. X6p lopi thi itua
giacirc lorp theo tudn, thilng, hec ki vd n6m hgc.

- Thgc hiQn viQc giao, nhfln SA aau bdihingtudn ho6c theo bu6i hoc v6i ldp trucme
(hodc lop ph6 hec tqp) <Iugc GV cht nhiQm c6c lop phan c6ng; |h6rg ac us mang to uE
nhd qu6 01 ngdy ho{c kh6ng trinh s6 cho GV bO m6n trong caitict a4y.

- Chu6n bipli" *CT ho{c c6c fmg dpng CNTT phir hqp d6 nnap sO lipu, th6ng tin qua
viQc t5ng hqp tu S6 ghi ddu bditheo tudn, thing,hgc ki, ndm hgc.

- Thgc hiQn vi€c ki6m tra, nhdn x6t, ki x6c nhQn saum6i tuAn; kip thdi <lC nghi GV clni
nhiQm, l5nh tlpo nhd trudmg ctlc truong hqp b6t thucmg vC c6ng t6c qu6n ly, srl Jlrng s6 bAu
bdi, qu6 trinh hgc tflp, rdn luyQn cria cric l6p.

- TOng 
lqp :6: thdng tin tn SO ghi ddu bdivd 

^Sri 
trr4c (do GVphu trdch Ni nlp - Gido

vu - TT vdn ghi chdp) tt6 t6ng hqrp, drinh gi6,b6o c6o, 116 nghi x6t ihi duu, khen thuong, ki
luflt t16i v6i HS vA c6c tflp th6l6p

1.5. VIn thu ,

- Thpc hiQn viQc tt6 xu6t mua s6m vlc6p Sd ghi dtlu bdi cho_cilc lop dAu m6i hgc kj,
(c6 danh sdch lE nhQ.n cilLGV g.hfi nhiQm lop) ho(c c6.p dau dqt (ddi vfi bbi duong Hi gi6i,
phu dqo HS ydu, hadng ddn HS nghthn ctiru-i<HKf, ...^.).

- Kip thdi dC xu6t Higu trucrng c6c trudmg hqp b6t thucrfig cria c6c lop ve c6ng t6c quan
ly, sri dpng s6 dAu bdi, qu6 trinh hQc tQp, rC, f"yd" cria c6c lorp.

- P6rg d6u sau khi lanh dpo ki6m tra (theo dqt, cuiii hpe ki); luu trii 56 ghi ddu bdi
theo dfng quy rlfnh.



1.6. Liinh dgo trulng (HiQu tru&ng hoac Ph6 HT dugc phdn c6ng)

- Ki6m tra vi ghi nhfln x6t theo dinh ki (  tuQn hgc) ho{c thUc hiQn ki6m tra dOt xuSt

(c6 ghi ngdy thdng ia* me* ffa vd ki tOn, d6ng dA")

- Nhan x6t, di4nh gi6 viQc thpc hiQn"ki5 hopch day hqc cria GV bQ mdn, c6ng t6c quan

ly ctra GV chri nhiQm ra duu ra y6u cAu dC thUc hiQn t6t hon.

2. Luu f
- - Chi srl dpng btit bi mdu xanh, mduxanh den ddghi vd (f vdo 56 ghi diu bdinhiing

phAn thuQc nQi dung php tr6ch. N6u sai phii sria chta thi thpc hiQn: Ditng bdtt mryc d6 gqch

ihdo thAng fin sai, lif tqi th6ng tin ilin[ bAn cqnh. TuyQt eOi fnOng dirng brit tdy, x6a trong

SO ghi ddu bdi.

- GV ghi dfng, dri, chinh x6c, kip thdi c6c thdng tin vd h.i x6c nhQn theo m6u trong Sri

ghi dAu bdi.D}ncu6i m6i tuan, GV ktr6ng ghi dri c6c th6ng tin vq kh6ng t y *4t nhfn tong Sri
"ghi 

aA" bdithr.xemnhu vi pham quy ch6 l.am viQc. Di5n cu6i m6i hqc ki, cu6i nim hgc thlrc

f,ien cQng sO titit ghi trong,Sd ghi iAu bdi d|x6c dinh gid larn viqc itinh mrlc.

- O6 thu{n tiQn trong cdng t6c quan 1;f, Sd ghi ddu.bdiUuOi t vd bu6i 2 thy. hiQn chung

trong 01 (mQt) quy6n; ghi fa" Iuqt Uu6i sang d& buO-i chiAu theo thr? trong_tudn. Ri6ng viQc

d4y 6n thi HS gi6i, phU d4o HS yiSu k6m, huong d5n HS nghiOn ct?u KHKT thi ding s6

ri6ng.

TrOn ddy ld.nQi dung hucrng ddn sri dpng Sri ghi ddu bd:i fi ndm hgc 2025-2026 cfla

Trudmg THPT DAk Mil. Y6u cAu tht cir GV, NV vd c6c b0 phfln cdng t6c c6 li6n quan thgc

hiQn dring huong d6n ndy./.

NoinhQn:
- HiQu ffi6ng, c6c P.HT (d6 ki6m tra);
- CB, GV-NV truong (il6 t/h);
- Th6ng b6o tr6n trang t1iQn tu trucrng;

- Luu: VT.
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