UBND HUYEN CU CHI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC Poc lap — Tw do — Hanh phuc
TRUNG LAP THUQNG

Cu Chi, ngay 30 thang 9 nam 2024
S6: 503/KH-THTLT
KE HOACH
Phan cong hoc liéu s6, Quan ly va duyét ké hoach bai day
trén &wng dung Google Drive - Nam hoc 2024-2025

Cian ctr Thong tu sd 28/2020/TT-BGDDT ngay 04/9/2020 ciia Bo Gido
duc va Pao tao vé Ban hanh Diéu 18 Truong tiéu hoc;

Can cir ké hoach Gido duc Truong Tiéu hoc Trung Lap Thuong nam hoc
2024-2025 va tinh hinh thuc té.

Thuc hién viéc cai cach hanh chinh va tng dung CNTT trong quan li day
va hoc, Truong Tiéu hoc Trung Lap Thuong xay dung Ké hoach quan 1y, duyét
ké hoach bai day trén tmg dung Google Drive nim hoc 2024-2025 nhu sau:

1. Yéu ciu

- Khong bt budc in gido an, dam bao gido vién dua ké hoach bai day 1én
Google drive dudi su quan li cua to truong va Pho Hiéu truong phu trach
chuyén mon,

- MBJi gido vién duoc chia sé thu muc trén drive tai khoan c& nhan riéng,
Ké hoach bai day chi c6 GV d6 biét ndi dung caa minh va TTCM biét ndi dung
ké hoach bai day ctia thanh vién t6 minh.

- K& hoach bai day phai dugc gui 1én drive, luu trit vao thu muyc cia ca
nhan, dam bao dugc viéc chuyén cho t6 truong phé duyét ké hoach bai day trudc
khi 18n 16p, tranh viéc duyét ké hoach bai day mang tinh hinh thirc.

- Thoi gian dua ké hoach bai day 1én tng dung: Pua ké hoach bai day
1én hang tudn vao trudc ngdy tht 7 cua tuan trudc, cung voi Lich bao giang.
TTCM gti cho Hiéu pho chuyén mén vao dau tuan ké tiép.

- K& hoach bai day duogc soan phai théng nhit theo quy cach chung, ding
v6i quy dinh cua Cong van 2345 cua Bo.

2. Poi véi viéce sir dung, quan 1y ké hoach bai day ciia gido vién * Quy



dinh viéc soan gido dn:

K& hoach bai day dugc soan theo tuan, mdi tudn mot file ( hoac nhiéu file
dé vao thu muc va dit tén tuan : (Tuﬁn 1, Tuan 2,.). Sép xép theo thr tu sau:

- Trang d4u 1a Lich bao giang.

- Céc trang tiép theo 1a bai soan, ké hoach bai day duoc sép xép theo thur
tu tirng ngay hoc trong tuan hoic tao thu muyc cho timg mon hoc trong tuan.

* Huwéng din givi ké hoach bai day 1én thuw muc Drive:

- bang nhap vao mail ¢4 nhan chon Drive chon muc Pwgc chia sé vdi toi

Chon thw muc tén minh. Thu muc nay di duoc T trudng cip quyén, gin
lién két voi dia chi ctia T6 trudng chuyén mon va Pho Hiéu truong nha trudng
nén GV chi st dung thu muc nay dé chira file hodc tao thu muc con trong thu
muc d3 duoc chia sé, khong tao thu muc khac nam ngoai thu myc duoc chia sé
dé giri gido an.

- Giri ké hoach bai day 1én: Trong Drive ciia minh, mé ¢ thu muc Puwoc
chia sé vdi t6i Click chudt phai, chon Tai tép 1én hodc chon thu muc chira ké
hoach bai day di soan, chon ké hoach bai day can giri (ké hoach bai day phai
duoc dit tén theo tuan: Tuan 1, Tuan 2,...).

- Quy dinh thoi gian giri ké hoach bai day: Ké hoach bai day phai soan
trude khi day nén thoi gian gui ké hoach bai day 1én cham nhét 1a ngay thi 6,
trude tuan thue day.

* Hwdng dan rit kinh nghiém, diéu chinh, bé sung gido dn:

K& hoach bai day sau khi tai 1én, néu mudbn diéu chinh bd sung, hoic rat
kinh nghiém tiét day, GV vao lai thu muc ké hoach bai day ctia minh trén
Google Drive; nhip dbi file ké hoach bai day can diéu chinh, bd sung, rat kinh
nghiém; tién hanh diéu chinh, b6 sung, rat kinh nghiém nhu file word binh
thuong. Sau do dong file lai.

3. Poi véi T6 trwéng chuyén mén :

3.1. Cac budéc thiét 1ap quan ly Ké hoach Bai day ciia t0 :

Buwée 1: T6 trudng chuyén mon vao Mail ciia minh - vao Drive

Buwoc 2: vao muc Dwgc chia sé voi toi vao thu muc cia té6 minh phu trach



(T61,T62,...)

Bwoce 3: Trong thu muc d6, TTCM tao ting thu muc con tén tung thanh
vién trong t6 (mdi thanh vién 13 1 thu muc)

VD: Trong Khdi 1 tao tén Lé Thi Xuan, .....

Buwoc 4: Vao thu muc cia tung nguoi Click phai vao muc chia s€ vao muc
thém ngwoi vao nhom nhap dia chi Mail cta ho.

* Luwu y: Nhé chon cac tinh ning (Bat ki ai nhan dugc duong lién két) va
(Chon vao muc ngudi chinh stra bén phai)

3.2. Phé duyét ké hoach bai day ciia To trwéng chuyén mén

T trudng chuyén moén co trach nhiém kiém tra, nhan xét, dé xuét chinh
stra, bo sung ké hoach bai day ciia GV trong t6 minh phu trach néu chua ding;

* Cac buoc thwe hién nhw sau:

- Thue hién kiém tra, phé duyét ké hoach bai day GV trong t6: Vao
Drive = chon Pwgrc chia sé vdi téi > chon thu muc ké hoach bai day, chon thu
muc mang tén GV can kiém tra, chon file ké hoach bai day co tén Tuén 1... can
kiém tra, md ra dé xem va nhén xét.

+ Cach ghi nhan xét: Ré chudt bén 18 phai bao bai, c6 biéu twong Dau +
Thém nhan xét, nhép vao va nhan xét ngén gon, vi du:

TT kiém tra ngay : .........

Ké hoach bai day soan ddy dii/so sdi hay thiéu mén nao, bdi nao.,...

Dé nghi bo sung, diéu chinh,. Sau dé chon Nhin xét.

Cdp nht bing thong ké duyét ké hoach bdi day.

TUAN 01
STT| HO&TEN |LOP | Khoéng |Noi dung can |y
bung|Tre|(tré qua| diéu chinh, g }’ Nguoi duyét
. 2 duyét
3ngay)| bosung
01 [Nguyén Van A | 1/1| X Nguyén Vin C
02 |Lé Thi B 1/2 X Nguyén Vin C

+ Kiém tra thoi gian giri KHBD: mé thu muc tén GV can kiém tra, dua




chudt vé file can kiém tra click phai, chon xem chi tiét, chon D3 tao, xem thoi
gian GV giri ké hoach bai day Ién.

-Theo dbi viéc khic phuc sai sét ciia GV trong viéc soan gido an: Sau
khi kiém tra nhimg ké hoach bai day t6 trudng dé nghi diéu chinh, bd sung thi
vao file ké hoach bai day d6, md ra xem GV c6 diéu chinh, bd sung khong dé
nhic nhé GV.

2.2.3. Poi véi viéc phé duyét ké hoach bai day ciia Phé Hiéu truéng

-Thuc hién kiém tra, duyét ké hoach bai day GV 1a T6 truéng trong hang
tuan. Theo ddi viéc kiém tra ké hoach bai day GV cua T6 trudng chuyén mén:
M file ké hoach bai day can kiém tra, xem lich st nhan xét ctia T6 trudng.

Trén day 1a Ké hoach quan 1y, duyét ké hoach bai day trén umg dung
Google Drive nim hoc 2024-2025 cua Truong Tiéu hoc Trung Lap Thuong. Dé
nghi T6 truong chuyén mén, gido vién trong nha truong nghiém tuc thyc hién.
Trong qua trinh thyc hién, néu c6 vudng méc lién hé véi Phé Hiéu trudng nha
truong dé dugc hudng dan cu theé./.

Noi nhén: HIEU TRUONG
- PHT, T4 truong CM (thuc hién);
- bang Website don vi;

- Luu: VT.
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