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HUONGDAN
V/v hurrng d~n tri~n khai thl}'c hi~n cdng tac ki~m tra nQi bQ truong hoc

Nam hQc 2020-2021

Kinh giri: Hieu tnrong cac tnrong Mfunnon, TiSuhQC,rucs tren dia ban quan.

Can err cac van ban quy pham phap lu~t hien hanh vS cong tac thanh tra,
huang d~n cong tac thanh tra, kiem tra hang nam cua Sa Giao due va Dao tao
(GDDT) Ha NQi;

DS dam bao S\1'thong nh~t gifra cac dan vi trong cong tac kiSm tra nQi bQ
(KTNB), nang cao hieu qua cua cong tac KTNB co sa giao due, Phong GDDT
quan huang d~n cac tnrong MAm non, TiSu h9C, THCS vS cong tac KTNB
tnrong h9Cnam h9C2020-2021, cu thS nhu sau:

I. MVC etca, YEU cAu
1.M\lc dich
- Cong tac KTNB trong tnrong h9C la mQt heat dong quan ly thtrong

xuyen cua Hi~u truang nha truOng nh&m danh gia dung th\1'ctr<;lllgnha truOng,
chi TO nhUng Uti, khuySt diSm cua timg bQph~n, ca nhan dS kip thai dQng vien,
nh~c nha, xu ly, kh~c ph\lC; giup can bQ, giao vien nh~n ra timg diSm m<;l.nh,
diSm ySu cua minh dS tang cuang hO<;l.tdQng t\1'kiSm tra, t\1'b6i ducmg mQt cach
thiSt th\lc va b6 ich.

- Nh&m diSu chinh nhUng sai sot, h<;l.nchS trong qua trinh th\1'chi~n quy
dinh vS chuyen mon nghi~p V\l; biSn qua trinh kiSm tra thanh qua trinh t\1'kiSm
tra, t\1'danh gia cua can bQ, giao vien, nhan vien trong vi~c th\1'cthi nhi~m Vl,l.

- Tim ra cac giai phap kha thi nang cao hi~u qua cong tac quan ly, ch~t
luqng hO<;l.tdQng d<;l.y,h9C, giao d\lc; tu v~n, thuc d&yS\1'phlit triSn bSn vfrng, gop
phAnth\1'chi~n m\lc tieu d6i mai can ban, toan di~n giao d\lc, dao t<;l.o.

2. Yen cAn
- Ban KTNB cua truang h9C phai thuOng xuyen theo doi, xem xet, danh

gia toan bQ cac hO<;l.tdQng giao d\lc trong ph<;l.mvi nQi bQ dan vi tren co sa kiSm
tra d6i chiSu vai cac quy dinh t<;l.icac van ban phap quy vS giao d\lc;

- NQi dung kiSm tra phai phil hQ'Pvai nhi~m V\l da: du<),cphan cong cho
t~p thS, ca nhan, phai g~n vai yeu cAu d:inh gia can bQ quan ly, giao vien theo
Chu&nnghS nghi~p va cac van ban quy ph<;l.mphap lu~t khac co lien quan;
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- Cong tac KTNB tai co sa phai diroc tlnrc hien tren nguyen t~c: thu
tnrong vira hi chu thS kiSm tra (kiem tra cApdiroi thea chirc nang nhiem vu quan
ly nha mroc vS giao due) vira la dai tirong kiSm tra (cong khai hoa cac heat
dQng, cac thong tin quan ly nha tnrong dS ban KTNB kiSm tra).

- Tang cirong tu vAn,thuc dAyva xu ly sau kiem tra.

II. NHI:¢M VV
1.Nhi~m v1}chung
-TiSp tuc kien toan Ban KTNB tnrong hoc, nang cao chAt hrong thanh

vien Ban KTNB.
-Nang cao chat hrong, hieu qua cac cuoc kiem KTNB; can Iva chon mQt

sa chuyen dS phil hop, can thiSt dS t~p trung kiem tra, khong chay thea sa hrong
rna chu trong chAt hrong cac cuoc kiem tra, sau kiem tra xu ly dill diem, cong
khai nham tac dQng van h~ thong.

Nang cao hieu qua cong tac tiSp cong dan, giai quySt khiSu n~i, ta ca~,
phong chang tham nhung (PCTN) thea quy dinh cua phap lu~t.

2. Nhiem vu cu th~. ..
-Ban KTNB truOng hQc du kha nang tham muu, phai hgp va triSn khai

thvc hi~n nhi~m V\l kiSm tra.
-Xay d\fllg kS ho~ch KTNB sat thvc tiSn, dam bao tinh thuOng xuyen,

lien 1\lcva co tac d\lng trong cong hic kiSm tra.
-Ban KTNB t6 chilc thvc hi~n co hi~u qua cong tac kiSm tra thea kS

ho~ch; dam bao day du cac nQi dung kiSm tra, thvc hi~n dung m\lc tieu, tranh
b~nh hinh thilc, dai pho, khong hi~u qua.

-Ban KTNB phai kSt hgp ch?t che vai Ban thanh tra nhan dan dS giai
quySt kip thai cac nQi dung lien quan; kiSn nghi thu truang dan vi, d~i di~n cac
t6 chuc doan thS xu ly dill diSm sau kiSm tra.

- Danh gia, diSu chinh, b6 sung day du cac kS ho~ch trong nam hQc. Xu ly
kSt qua, bao cao danh gia toan di~n va rut kinh nghi~m trong cong tac KTNB
cho nhUng nam tiSp theo.

III. NQI DUNG KIEM TRA
1.Ki~m tra toan di~n nha trU'img
1.1. Kiim Ira vi tlpi ngil giao vien, can bp va nhiin vien
-KiSm tra sa lugng, chAt lugng va cO'cAu dQi ngu can bQ quan ly, nha

giao, nhan vien; tinh hinh ba tr1, su d\lng dQi ngu va hinh thanh, t6 chilc bQmay
nha truOng thea quy dinh.

-Dai vai cac truOng ngoai cong l~p, phai dam bao ty l~ giao vien cO'hfiu,
giao vien thinh giang thea quy dinh tuang ilng vai tUng b~c hQc, cAphQc.
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- D6i tUQ11gkiem tra la Ianh dao nha tnrong; h6 so KiSm tra g6m: H6 so
vien chirc, cac quyet dinh t6 clnrc va qUYStdinh phan congo

1.2. KiJm tra ca sO'v~t chat kY thu~t
-NQi dung kiSm tra theo quy dinh vS co sa v~t chat va thiSt bi trong DiSu

l~ tnrong hoc, cAnchu y t~p trung vao nhfrng nQi dung sau:
+ Phong hoc, phong lam viec, phong chirc nang;
+ ban ghe, trang thiSt bi d6 dung day hoc, san choi, bai t~p, khu v~ sinh,

khu dS xe, khu V\lCban tru (nSu co): du, thieu, quy each, chat lUQ11g,bao quan,
hieu qua su dung;

+ Dien tich khuon vien so voi chuAn quy dinh, quy hoach va thu tuc phap
Iy vS quyen su dung dat dai.

+ Canh quan tnrong hoc: cong tnrong, nrong rao, cay xanh, khuon vien,
v~ sinh hQc duOng, moi truOng su ph~m;

+ ngan sach cho ho~t dQng giang d~y, giao d\lc;
+ D6i v6i truOng ngoai cong l~p, chu y yeu cAu t6i thiSu vS quy mo theo

quy dinh t~i quy chS t6 chilc va ho~t dQng cua cac truOng ngoai cong l~p.
-D6i tUQ11gkiSm tra la lanh d~o ph\l trach cO'sa v~t chfit; h6 sO'kiSm tra

nhu: H6 sO'quan ly cua lanh d~o, h6 sO'ho~t dQng cau cac bQ ph~n nhu can bQ
thiSt bi, can bQy tS, ph\l trach lao dQng, nhan vien bao v~...

1.3. KiJm tra thlJ'Chiin ki hO{lch giao dllC
-NQi dung kiSm tra:

+ Th\lc hi~n chi tieu, s6 lUQ11ghQc sinh tUng lap, kh6i lap va tooo truOng;
+ Th\lc hi~n kS ho~ch ph6 c~p giao d\lc duQ'cgiao; 1)' l~ hQc sinh bo hQc,

lUllban;

+ Th\lc hi~n quy chS tuySn sinh, hi~u qua dao t~o cua nha truOng;
+ Th\lc hi~n quy chS rna truOng, lap ngoai cong l~p...
- D6i tUQ11gkiSm tra la HQi d6ng tuySn sinh v6i cac nQi dung nhu: H6 sO'

lUll cua lanh d~o nha truOng; h6 sO'va ho~t dQng cua t6 chuyen mon; cac bQ
ph~n nhu: van thu, quan ly hQc sinh chuySn truOng, h6 sO'quy dinh khac.

1.4. KiJm Iraho{ltdpng va chat ["(lng giting d(ly,h{Jct{ipcac h~man van hoa
-NQi dung kiSm tra:

+ Th\lc hi~n chuang trinh, nQi dung, kS ho~ch giao d\lc cac mon van hoa;
+ Chfit IUQ11ggi{mg d~y cua giao vien qua d\l gia, tham lap, phong trao

d6i m6i phuang phap d~y hQc, vi~c su d\lng thiSt bi, d6 dung d~y hQCva t\l lam
d6 dung d~y hQc cua giao vien;

--- -~~-
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+ KSt qua hoc t~p cua hQCsinh: thong qua viec cho diem bai kiSm tra,
diSm t6ng kSt hoc ky va t6ng kSt ca nam hoc. KSt qua hQCsinh len lap, hru ban,
kSt qua hQCsinh gioi ...

+ Tnrong ngoai cong l~p, ngoai nQi dung kiem tra neu tren, cAnchu '1 kiem
tra viec day du va dung tiSn dQchuang trinh quy dinh cho c~p hoc, lap hoc; thirc
hi~n day du cac hoat dong giao due toan di~n cho hoc sinh, khong day bot, day
d6n; thirc hien thoi gian hoc tap thea bien chS nam hoc cua c~p hoc, b~c hoc.

- D6i nrong kiem tra: Lanh dao nha tnrong, t6 chuyen mon, giao vien va
cac bQphan lien quan dSn nQi dung kiSm tra gom: H6 sa hru cua lanh dao nha
tnrong; h6 sa va hOliltdQng cua t6 chuyen mon, h6 sa giao vien.

1.5. KiJm tra th1;Cchi?n gitio d1!Cil{zoilUc cho h(Jcsinh; chiim soc, nuOi dlfiJ'ng,
cong wc chu nhi?m, ho(lf i19ngngoai giillen lOp, cong wc Boan - B{ii - Sao, ho(lf i19ng
xii h{ii

-NQi dung kiSm tra
+ ThlJc hi~n nQi dung chuang trinh, kS hOlilChgiao d\lc dlilOduc trong va

ngoai gia len lap;
+HOliltdQng cua cac doan thS; hOliltdQng cua giao vien chu nhi~m.
+ Vi~c kSt hqp gifra nha truOng, gia dinh va xft hQi trong vi~c giao d\lc

dlilOduc cho hQc sinh, huy dQng ngu6n IlJc xay dlJllg moi truOng giao d\lc.
+ KSt qua giao d\lc dlilOduc cho hQc sinh: thS hi~n qua vi~c xSp IOlilidlilO

duc, s6 hQc sinh bi kY lu~t, s6 hQc sinh ca bi~t ...
- D6i tUQ1lgkiSm tra: Lftnh dlilOnha truOng, giao vien chu nhi~m, giao

vien bQmon, cac doan thS lien quan vai nQi dung kiSm tra: H6 sa lUll cua Iftnh
dlilOnha truOng, h6 sa va hOliltdQng cua giao vien, t6 chuyen mon, Doan, DQi, y
tS truOng hQc, quan 1'1nha an ban tm, cong tac chu nhi~m cua cac giao vien, cac
kS hOlilChhOliltdQng ngolilikh6a ...

1.6. KiJm tra cong ttic qulin lj cUaHi?u trlfOng
-NQi dung kiSm tra
+ Xay dlJllg va triSn khai thlJChi~n cac IOlilikS hOlilch:quan 1'1,b6 tri, SU

d\lng, b6i duOng, danh gia xSp IOlili... dQi ngu can bQ nha giao, nhan vien va
nguai hQc; thlJC hi~n chS dQ chinh sach; thlJc hi~n quy chS dan chu, giai quySt
khiSu nlilit6 cao; cong tac kiSm tra cua hi~u truOng thea quy dinh.

+ T6 chuc, tham gia cac hOliltdQng xft hQi; quan 1'1hanh chinh, tai chinh,
tai san; cong tac tham mUll, ph6i hqp va cong tac xft hQi giao d\lc; thlJc hi~n
cong khai thea quy dinh tliliThong tu s6 36/2017 ITT -BGDDT ngay 28/12/2017
cua BQGDDT, Thong tu s6 61/2017/TT-BTC ngay 15/6/2017 cua BQTai chinh
Huang d~n v@cong khai ngan sach, t6 chuc dugc ngan sach nha nuac h6 trg;

)

=
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- fl6i tuong kiSm tra Ia Hieu tnrong; h6 sa quan ly cua lanh dao nha
tnrong, tnrc tiSp la Hieu tnrong; h6 sa luu va hinh thirc cong khai cua lanh dao
nha tnrong; h6 sa va hoat dQng cua van thu, kS toan, thu quy; h6 sa cac bQphan
lien quan.

2. Ki~m tra vi~c thuc hi~n nhiem VI} ciia ghio vien
Trong nam h9C, can cir vao fliSu l~ nha tnrong, cac van ban huang dftn

cua BQGDflT, Sa GDflT, tinh hinh thuc tS cua dan vi, thu tnrong t6 chirc kiem
tra toan dien viec thuc hien nhiem vu cua giao vien (s6 hrong tuy dan vi xac
dinh, it nh:1t khoang 30%) va kiem tra chuyen dS giao vien (do dan vi tu xac
dinh, bao dam tinh hop ly, thiSt tlnrc),

2.1. Kiim Ira loan di?n gitio vien
a) VS ph~m ch:1tchinh tri, d~o duc, l6i s6ng, y thuc t6 chuc ky lu~t:
- Nh~n thuc tu tuang, chinh tri; ch:1phanh chinh sach, phap lu~t cua Nha

nuac; vi~c ch:1phanh quy chS cua Nganh, quy dinh cua dan vi; vi~c ch:1phanh
kY lu~t lao dQng (dam bao s6luqng, ch:1tluqng ngay, gia, cong lao dQng).

- fl~o duc, nhan cach, l6i s6ng, y thuc d:1utranh ch6ng cac biSu hi~n tieu
cgc; sg tin nhi~m trong d6ng nghi~p, h9C sinh va nhan dan; tinh thftn doan kSt;
quan h~ d6ng nghi~p; thai dQph\lCV\ld6i vai nhan dan va nguai h9C...

b) Vi~c thgc hi~n quy chS chuyen mon theo huang d6i mai:
-KiSm1mh6 sa Cllagiao viSntheo fliSu l~truOnghQC(CllatUngc:iphQC,b~ hQC);

- Vi~c thgc hi~n chuang trinh, nQi dung, kS ho~ch d~y h9C, quy dinh vS
d~y them h9C them (DTHT);

- Vi~c d6i mai phuang phap d~y h9C (PPDH) va d6i mai kiSm tra danh
gia (KTflG): d6i mai PPDH theo dinh huang phat triSn nang 19c, ph~m ch:1t
nguai h9C, g~n vai d~c thu c:1ph9C, tich hqp lien mon, g~n khoa h9C bQmon vai
thgc tiSn dai s6ng, da d~ng hoa vi~c t6 chuc cac ho~t dQng d~y h9C tren lap va
dinh huang ho~t dQng h9C cho nguai h9C; d6i mai KTflG theo huang danh gia
nang 19c nguai h9C, bam sat dinh huang d6i mai cac kY thi cua BQ, cua Sa va
Phong GDflT.

- Vi~c su d\lng thi nghi~m, thgc haM, thiSt bi d~y h9C (kiSm tra trgc tiSp
ho~c gian tiSp, d6i chiSu kS ho~ch d~y h9Cvai h6 sa cua bQph~ quan ly thiSt bi
thi nghi~m, giao an); vi~c cai tiSn, tg sua chua cac TBDH, tv lam d6 dUngd~y h9C.

- Vi~c tham gia sinh ho~t t6, nhom chuyen mon, vi~c tg h9C, tg b6i duang
dS nang cao trinh dQchinh trt, chuyen mon, nghi~p Vl,l.

- Vi~c giang d~y cua giao vien thong qua dg gia, kSt qua khao sat (nSu co):
+ KiSm tra gia len lap: khi dg gia, can bQ kiSm tra cftn l~p phiSu dg gia

(phiSu nay se luu trong h6 sa kiSm tra), nh~n xet gia d~y theo quan diSm phan
tich hi~u qua ho~t dQng h9C cua h9C sinh, d6ng thai danh gia vi~c t6 chuc, kiSm

::
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tra, dinh huang hoat d<)ng hoc cho hoc sinh cua giao vien v@tlnrc hien chuan
kien thirc, kY nang, cac nang lire, pham chftt c~n phat trien thea d~c thu ti@thoc
(thS hien trong viec bien soan cau hoi/bai t~p, thict k@ti@ntrinh day hoc, t6 chirc
day hoc). C~n bam sat chi dao cua B<)GDDT, Sa GDDT, Phong GD&DT v@
huang d~n danh gia gio day thea djnh huang d6i moi cua m6i cftp hoc;

+ K@tqua giang day: diSm kiem tra hoac k@tqua danh gia mon hoc cua
hoc sinh til d~u nam d@nthai diSm kiSm tra; k@tqua kiSm tra; khao sat cua can
b<)kiem tra (neu c~n thiet); k@tqua kiem tra cac lop do giao vien day so voi chftt
IUQTIgchung cua tom tnrong, cua dia phuong trong nam hoc.

c) Th\Ic hi~n cac nhi~m VI) khac duQ'cgiao: cong tac chu nhi~m, cong tac
kiem nhi~m khac ...

- Kha nang phat triSn cua giao vien (v@chuyen mon, nghi~p VI), nang l\Ic
quan lyva cac ho~t d<)ngxa h<)ikhac ...).

2.2. Kiim Ira chuyen iii
Can cu vao cac van ban chi d~o cua cftp tren, tinh hinh th\Ic t@cua nha

truang l\Ia ch<;>nm<)ts6 chuyen d@dS kiSm tra:
- KiSm tra trinh d<)nghi~p V\lsu ph~m;
- KiSm tra h6 sO',giao an;
- KiSm tra vi~c d6i m&iPPDH, d6i m&iKTDG h<;>csinh;
- KiSm tra vi~c sinh ho~t t6, nhom chuyen mon, vi~c b6i du5ng thuang

xuyen v@chuyen mon nghi~p VI);

- KiSm tra vi~c th\Ic hi~n quy dinh v@d~y them, h<;>cthem (DTHT);
- KiSm tra vi~c th\Ic hi~n thi nghi~m, th\Ic hanh, sir d\lng thi@tbi d~y h<;>c;
3. Ki~m tra ho~t dQng eua cae tA, nhom ehuyen mon, cae bQ ph~n (thu

vi?n, thiit bi, tiIi chinh, van thu ...)
3.1. Kiim Ira hO(l1iI{jngcua cae 18,nhom chuyen mon
- KiSm tra cong tac quan ly cua t6 truang, nhom truang: nh~n thuc, vai

tro, tac d\lng, uy tin, kha nang lanh d~o chuyen mon ...
- KiSm tra vi~c xay d\l'llg, th\Ic hi~n k@ho~ch cua t6, k@ho~ch d~y h<;>c

tUng b<)mon (da duQ'cHi~u truang don vi phe duy~t); n<)idung k@ho~ch nam
h<;>cthea huang d~n cua B<)GD&DT, Sa GD&DT, Phong GD&DT, thea d~c
thil cua t6, nhom chuyen mon va phai dam bao tinh lien thong, C\l thS v@ti@n
trinh th\Ic hi~n, nguai th\Ic hi~n, ngum ph\l trach ...(KiSm tra h6 sO'chuyen mon:
K@ho~ch, nghi quySt, bien ban, chftt IUQTIgd~y, cac chuyen d@b6i du5ng
chuyen mon, sang ki@nkinh nghi~m ... );

- KiSm tra chftt IUQTIgd~y - h<;>ccua t6, nhom chuyen mon (vi~c th\Ic hi~n
chuang trinh, chucln bi bai, chftt IUQTIgd~y h<;>c,vi~c th\Ic hi~n d6i m&i phuong
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phap, sir dung phirong tien, d6 dung day hoc, viec kiem tra danh gia hoc sinh,
tac dung, uy tin cua t6 nhom chuyen mon trong nha tnrong ... );

- Ki8m tra nS nSp sinh hoat chuyen mon: soan bai, cham bai, du gio,
giang m~u, hop t6, nhom ...

- Ki8m tra kS hoach b6i dirong va tv b6i dirong chuyen mon, nghiep vu
- Ki8m tra cong tac quan ly day bu, day thay, cong tac quan ly chuyen

mon, viec thuc hien vS quy dinh DTHT; kiem tra chi dao phong trao hoc t~p cua
hoc sinh: phu dao, ngoai khoa, thirc hanh, b6i dirong hoc sinh gioi ...

3.2. Kiim Ira hO{l1ilpng cua bpph{in van IhU',hanh chinh
- Ki8m tra viec xay dung kS hoach ho~t dQng, vi~c thvc hi~n kS ho~ch, h6

sa, s6 sach lien quan (quan tam t&i cong tac bao quan, thea d6i vi~c sir d\lng tai
li~u, SGK, TBDH, tv lam d6 dung d~y hQc; cong tac dam bao an toan nha
truOng, v~ sinh moi truOng, an toan v~ sinh thvc ph&m...);

- Vi~c thvc hi~n cac quy dinh vS cong tac van thu, hanh chinh: quan ly
van ban di dSn, lUll tru, c~p nh~t thong tin, so~n thao van ban; h~ th6ng h6 sa
(h6 sa tuy8n sinh, h6 sa ki8m tra, danh gia giao vien va nhan vien, h6 sa thi dua,
khen thu6ng, ky lu~t...), s6 sach lien quan (s6 dang bQ, s6 gQi ten ghi di8m, hQc
b~, s6 quan ly cfrpphat van b~ng, chUng chi, s6 nghi quySt, s6 quan ly tai san, s6
thea d6i cong van di, dSn...); ki8m tra vi~c quan ly con dfru, thiSt bi d~y hQc, van
phongph&m;

- Ki8m tra vi~c cong khai thu t\lChanh chinh:

- Ki8m tra tinh th~n, thai dQph\lc V\lcua nhan vien van phong.
3.3. Kiim Ira lai chinh, lai san va cong lac ki loan
a) Ki8m tra cong tac quan ly tai chinh

- Ki8m tra vi~c ghi chep tren chUng tir, tren s6 kS toan, tren bao cao tai
chinh; ki8m tra vi~c thu chi cac ngu6n kinh phi trong ngan sach va ngoai ngan
sach; vi~c huy dQng , sir d\lng cac ngu6n kinh phi do nhan dan, ph\l huynh, cac
t6 chilc, ca nhan dong gop, ung hQ; ki8m tra vi~c chfrp hanh cac th8 l~, chS dQ,
nguyen t~c kS toan va nQp thu ngan sach;

- Vi~c quan ly va sir d\lng cac khoiin v6n b~ng tiSn m~t: Vi~c thvc hi~n
quySt toan thu - chi tai chinh;

- Cong tac kS toan (chfrp hanh chS dQ,nguyen t~c kS toan tai chinh).
b) Ki8m tra cong tac quan ly va sir d\lng tai san;

- Vi~c quan ly va sir d\lng tai san c6 dinh: ki8m tra vi~c xay dlJllg, sir
d\lng, bao quan ca sa v~t chfrt va thiSt bi truOng hQc. Th&m dinh tinh hc;rply,
khoa hQc, dam bao v~ sinh truOng lap, dam bao an toan; th&m dinh gia tri sir
d\lng cua ca sa v~t chfrt truOng lap; n~m b~t kip thai tinh tr~g mfrt mat, hu hong
cua cac lo~i tai san
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- Cong tac dau tu xay dung co ban.
c) KiSm tra cong tac mua stirn, quan ly va sir dung thiet bi day hoc
- KiSm tra quy trinh thirc hien mua sam, cac hQ'Pd6ng voi nha thau, kinh

phi dau tu mua sam, quyet dinh giao du toan, quyet dinh thanh l~p cac ban, bien
ban kiem tra ... ;

- Kiem tra thirc tS d6 dung, thiet bi day hoc thuc tS so voi h6 sa, s6 sach
quan ly.

d) D6i nrong kiem tra: Lanh dao nha tnrong, bQ phan tai vu, thiSt bi, thu
vien; h6 sa luu cua lanh dao nha tnrong; h6 sa va hoat dQng cua kS toan, thu
quy; h6 sa thiet bi, d6 ling day hoc.

3.4. KiBm tra hOfJ,ti/png cua cdc hp ph~n thir vi?n, thiit hi, y ti, han tru
- Vi~c xay d\ffig kS ho~ch ho~t dQng, vi~c thgc hi~n kS ho~ch, h6 sa s6

sach lien quan (quan tam t6i cong tac bao quan, theo d6i vi~c sir d\lng tai li~u,
sach giao khoa, thiSt bi d~y hQc, t\)' lam d6 dung d~y hQc; an tom truOng hQc, an
toan v~ sinh th\Ic pham, phong ch6ng dich b~nh ...).

- KiSm tra thu vi~n, thiSt bi, y tS: Ca sa v~t chftt; vi~c stip xSp, b6 tri,
trang tri, v~ sinh, s6 lUQ'Ilgva chftt lUQ'Ilg;vi~c thgc hi~n nQi quy, vi~c cho muQ'Il
thu h6i; bao quan, gi6i thi~u, th6ng ke phan lo~i, b6 sung sach bao, thiSt bi d~y
hQc, thiSt bi y tS, th\Ic hi~n gia giftc, thai dQlam vi~c ...

- KS ho~ch xay d\ffig t~o ngu6n ngan sach cua truOng hQc: Cac khoan thu-
chi ngan sach, thu - chi khac t~i dan vi;

4. Ki~m tra ho~t dqng hQc t~p va ren luy~n cua hQc sinh
NQi dung kiSm tra:

- KiSm tra vi~c t6 chuc lOp hQc; nhi~m V\l cua hQc sinh duQ'c quy dinh
trong DiSu l~ nha truOng (cua timg cftp hQc, b~c hQc);

- KiSm tra vi~c th\Ic hi~n theo nQi quy, quy dinh cua truOng, lOp, cac t6
chuc trong nha truOng;

- KiSm tra vi~c t\I rfm luy~n cua hQc sinh thong qua ho~t dQng t~p thS, qua
ho~t dQng ngoai gia len lOp, ho~t dQng trai nghi~m, ho~t dQng Doan, DQi, cac
HQi thi ...;

- KiSm tra vS trang ph\lc khi dSn truOng, nSn nSp hQc t~p, sach va va d6
dUng hQC t~p.

D6i tUQ'IlgkiSm tra: Co thS kiSm tra toan di~n mQt lOp ho~c kiSm tra mQt
vftn dS nh&m rut ra kinh nghi~m trong cong tac lam chu nhi~m lOp, vi~c giang
d~y cua giao vien, phat hi~n tinh hinh hQc sinh. D~c bi~t cac lOp co dftu hi~u di
xu6ng trong phong trao thi dua, cac hQc sinh co biSu hi~n vi ph~m nQi quy
truOng lOp.
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5. KiSm tra cong tac ghii quy~t khi~u nai (KN), tA cao (TC) va phong
chAng tham nhfing (PCTN)

- Cong tac tiSp cong dan, giai quyet KNTC: KiSm tra viec xay dung h6 SO'
tiSp cong dan, s6 thea doi dan thu KN-TC, ghi chep thea quy dinh; bB tri dia
diSm tiSp cong dan phil hop (co nQi quy phong tiSp dan, noi tiSp dan, lich phan
cong tnrc tiSp cong dan, quy chS tiSp cong dan, tiSp nhan xu ly va giai quyet
dan thu KN-TC dam bao dung quy trinh ...); thiet l~p h6 SO'vu viec giai quyet
KN-TC (neu co) dung quy dinh; viec tlnrc hien ke khai, xu ly thong tin vS thu
nhap ca nhan.

- Cong tac PCTN: KiSm tra viec xay dung kS hoach tlnrc hien Luat
PCTN, thuc hanh tiSt kiem chong lang phi cua CO'sa giao due, viec xay dung
cac quy dinh, quy chS cua dan vi thea yeu c~u cua cong tac PCTN (kS ho~ch
thlJc hi~n Lu~t PCTN, quy chS him vi~c, quy chS dan chu trong ho~t dQng cua
dan vi, quy chS chi tieu nQi bQ, quy chS quan ly tai san, cong khai cac ho~t dQng
cua dan vi thea quy dinh); vi~c xay d\ffig h6 SO',s6 sach va c~p nh~t, ghi chep
thea quy dinh ...

- UBi tUQllg kiSm tra: Chu ySu la qua trinh triSn khai cua lanh d~o nha
truOng; h6 SO'va thlJc tS ho~t dQng cua dQingu.

6. Ki~m tra vi~c thl}'c hi~n quy ch~ dan chu trong trU'Ong hQc
- Vi~c quan tri~t, triSn khai: Cong tac tiSp nh~n van ban chi d~o: t6 chuc

quan tri~t, tuyen truyen; cong tac chi d~o, xay d\ffig kS ho~ch, quy chS, t6 chuc
thlJc hi~n, phan cong nhi~m V\l, cong tac phBi hqp;

- Trach nhi~m cua nguai dUng d~u CO'sa giao d\lc: ThlJc hi~n dan chu
trong quim ly va diSu hanh, trong phan cong nhi~m V\l cho CBGV va nguai lao
dQng; t6 chuc cac cUQch<;>p,giao ban, hQi nghi; mBi quan h~ gifra nguai dUng
d~u v6i CO'quan d.p tren, v6i CO'quan, dan vi, ca nhan c~p du6i;

- Trach nhi~m cua cac t6 chuc, doan thS trong CO'sa giao d\lc dBi v6i vi~c
thlJc hi~n quy chS dan chu; vi~c t6 chilc danh gia dinh kY, SO'kSt, t6ng kSt, chS
dQbao cao thea quy dinh.

- UBi tUQllg kiSm tra: Chu ySu la qua trinh triSn khai cua lanh d~o nha
truOng, cac t6 chuc doan thS, Ban thanh tra nhan dan h6 SO'va thlJCtS ho~t dQng
cua dQingu.

7. Ki~m tra cac ho~t dQng khac cua nha trU'irng
7.1. KiJm tra vi?c th{l'c hi?n "3 cong khai"
- Cong khai ch~t IUQllggiao d\lc; cong khai cac diSu ki~n CO'sa v~t ch~t,

trang thiSt bi d~y h<;>cva dQingu; cong khai vS thu chi tai chinh.
- UBi tUQllgkiSm tra: Lanh d~o nha truOng, kS toan va h6 SO'luu: bien ban

vS cong khai, cac quySt dinh, biSu m~u ...
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7.2.KiJm tra viic thvc hiin quy dinh vJ d{lYthem hoc them (DTHT)
- Ki@mtra viec thuc hien thea Thong tu s6 17112012/TT-BGDDT ngay

16/5/2012 va Quyet dinh s6 22/2013/QD-UBND ngay 25/6/2013 cua UBND
thanh ph6 Ha NQi ban hanh quy dinh vS DTHT tren dia ban thanh ph6 Ha NQi;

- D6i tUQ11gkiem tra: Lanh dao giao vien; Ki@mtra hB sa luu cua lanh dao
nha tnrong; qua trinh trien khai cua lanh dao nha tnrong; viec t6 chirc giang day
thea dung quy dinh cua d6i tUQ11gco lien quan.

7.3.KiJm tra viic thu» hiin quy djnh dam biio an toan tneang h{Jc
- Ki@mtra cong tac tuyen truyen qua cac bu6i chao co, sinh hoat lap, , cac

hoat dQng ngoai gio len lap ...

- Ki@mtra h~ thong phong hoc va cac phong chirc nang, h~ thong bep an
ban tru, mroc uong, nha v~ sinh, cay xanh, vuon tnrong, trang thiSt bi, dB dung
d~y h9c; h~ th6ng phong chay chua chay; v~ sinh phong dich.

- D6i tuQ11gki@mtra: Lanh d~o nha truOng, can bQ,giao vien ph\l trach cong
mc an toan truOng hQc,Doan thanh nien, giao vien chu nhi~m va hB sa luu, cac van
ban chi d~ vS cong tac an toan truOng hQc, bien ban ki@mtra, quySt dinh thanh I~p
cac Ban ...

III. QUYTRiNHTIWC III¥NKlliMTRANQIBQ TRUONG HQC
1.Thanh l~p Ban KTNB

- D&u nam hQc, Hi~u truOng nha truOng ra quySt dinh thanh I~p Ban
KTNB truOng hQC.Thanh ph&n;Hi~u truOng (ho~c Pho Hi~u truOng) Ia TruOng
ban, cfip pho la Pho truOng ban. Cac thanh vien Ia cac t6 truOng chuyen mon, t6
truOng hanh chinh, nhUng can bQ, giao vien, nhan vien co phfun chfit t6t, co uy
tin, nghi~p V\l chuyen mon gioi, da tnii qua gifmg d~y it nhfit 5 nam, dugc cong
nh~n giao vien gioi cO'sa tra len hay nang l\lc tuang duang.

- s6 IUQ11gthanh vien trong Ban KTNB my thuQCvao qui mo dan vi do
Hi~u truOng nha truOng quySt dinh va dugc phftn cong nhi~m V\l, chiu trach
nhi~m ki@mtra cac nQi dung C\lth@.

Luu y: Ban ki@mtra nQi bQdugc ki~n toan thea timg nam hQc.
2. Xav dl}'ngk~ ho~ch KTNB
2.1. Xay dvng ki hO{lchKTNB
Can cil DiSu I~, Quy chS ho~t dQng, cac van ban huang d&n cua Sa

GDDT, phong GDDT (huang d~n th\lC hi~n nhi~m V\lnam hQc, tri@nkhai cong
tac ki@mtra nQi bQ nam hQc....) va d~c di@mcua dan vi (thu~ 19i, thai cO',kho
khan, thach thuc), Hi~u truOng nha truOng dinh huang cho Ban KTNB xay d\lllg
kS ho~ch KTNB nam hQc. Luu y nhUng nQi dung sau:
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- Can cir phap ly xay dung ke hoach: Hirong d&n nhiem vu nam hoc,
huong d&ncong tac KTNB cua Sa GD&DT, phong GD&DT va clnrc nang cua
Hieu tnrong ...

- Muc dich, yeu c~u cua cong tac KTNB;
- Xac dinh nQi dung KTNB: T~p trung vao nhiem vu trong tam cua nam

hoc; nhiem vu thirong xuyen; nhfrng v~n d@diroc du luan xa hQi quan tam;
- Ke hoach KTNB cua nam hoc (theo tu~ hoac thea thang), co phu luc

li~t ke cac cuoc kiSm tra trong nam hoc thea khung thai gian nam hoc;
- Bien phap t6 clnrc thirc hien;
- Y kien gop y hoac phe duyet cua cac c~p quan ly;

- Thong bao cong khai den Ianh dao, giao vien, ngiroi lao dQngcua don vi.
2.2. TJ chuc triJn khai va th(Cchifn ki hO(lchkiJm tra
- Can cu van ke ho~ch KTNB da duQ'cphe duy~t, Hi~u twang nha tWOng

ban hanh Quyet dinh kiSm tra (co thS thea timg dqt, timg hQc kY), tren cO'sa do
Ban KTNB l~p ke ho~ch phan cong nhi~m V\l cho cac nhom thanh vien thea
Quyet dinh. M6i nQi dung kiSm tra nh~t thiet phai l~p bien ban kiSm tra dS lam
can cu danh gia, lUll tm h6 sa.

- Thu twang don vi co phuO'llg an phan b6 thai gian dS th\Ic hi~n kiSm tra
dQtxu~t khi c~n thiet.

3. Ti~nhimh ki~mtra
3.1. Tiin hanh kiJm tra
- Phuong phap kiSm tra: KiSm tra thuOng xuyen hoi.ic kiSm tra thea quy

trinh:

+ KiSm tra thuOng xuyen la ho~t dQng kiSm tra diSn ra thuOng xuyen,
b~ng nhi@uphuong phap khac nhau, kiem tra cac nQi dung quan ly cua Hi~u
twang nha truOng.

+ KiSm tra thea quy trinh (KTNB) la ho~t dQng kiSm tra mQt s6 nQi dung
quan ly cua Hi~u twang nha truOng, duQ'c th\Ic hi~n thea trinh tv thu t\lC nh~t
dinh do cO'quan quan ly giao d\lc co th~m quy@nban hanh.

- Th\Ic hi~n KTNB ket hQ'Pcac hinh thuc kiSm tra toan di~n va chuyen d@
trong qua trinh kiSm tra vi~c th\Ic hi~n nhi~m v\l giao vien va t6 chuc, ho~t dQng
cua don vi.

- Ho~t dQng kiSm tra phai dung kS ho~ch, nQi dung, d6i tUQ'llg.Trong qua
trinh tien hanh, Truang ban KTNB c~n thea d5i nQi dung kiSm tra, ket qua trao
d6i, rut kinh nghi~m cua nguai kiSm tra v6i d6i tUQ'llgkiSm tra. Chu y cac y
kien b~t d6ng, y kien d@nghi cua d6i tUQ'llgkiSm tra dS kip thai giai quyet.

- Xay d\ffigh~ th6ng bien ban kiSm tra, ~p hQ'Ph6 sa kiSm tra thea quy diuh.

------------ -- .- - -_. - ------------
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3.2. Thirc hi?n eupe kiim tra
- Thu thap thong tin, h6 sa lien quan, kiSm tra cac loai h6 sa;
- KiSm tra thuc tS thea cac nQi dung trong quyet dinh kiem tra (hoat dQng

sir pham cua giao vien, hoat dQng cong vu cua can bQquan ly va nhan vien hanh
chinh, hoat dong hQCt~p ren Iuyen cua hoc sinh ...);

- Trao d6i, lam r5 nQi dung kiSm tra, l~y y kien phan h6i cua ngiroi duoc
kiSm tra.

- f)6i chieu thong tin voi chuan danh gia dS khang dinh dung, sai; nhan
xet, danh gia, xu ly nhfmg thieu sot, sai pham (neu co).

3.3. Kit thue kiim tra
- Khi kSt thuc lam viec voi d6i nrong kiem tra, Ban kiem tra phai hoan

thien h6 sa, biSu mfiu, bien ban tirng nQi dung kiem tra; Truong ban kiem tra
xdy dung bao cao kSt qua cUQckiSm tra.

- Can cu bao cao kSt qua kiSm tra cua Ban kiSm tra, Thu truOng dan vi
thong bao kSt lu~n kiSm tra dSn d6i tugng kiSm tra, thong bao cong khai trong
dan vi; chi d~o Ban KTNB t6 chuc thea d5i, don d6c, kiSm tra kip thai, sau sat
vi~c th\lc hi~n kiSn nghi trong thong bao kSt lu~n kiSm tra.

4. Thl}'c hi~n xu If sau mBi cUQcki~m tra
- Xem xet, xu ly nhUng kiSn nghi trong bien ban, bao cao kSt qua. Quan

tam t6i cac kiSn nghi v6i cac t6 chuc trong dan vi; kiSn nghi h6 trg, giup dO'd6i
tugng kiSm tra; kiSn nghi yeu c:1uxu ly ca nhan, bQph~n co vi ph~m; kiSn nghi
cua d6i tugng kiSm tra ... dS kip thai giai quySt.

- Hi~u truOng nha truemg t6 chuc kiSm tra vi~c h6 trg, giup dO'd6i tugng
kiSm tra, vi~c th\lc hi~n yeu c:1ukh~c ph\lc nhfrng thiSu sot cua d6i tugng kiSm
tra. Thong bao cong khai kSt qua th\lc hi~n cac kiSn nghi trong kSt lu~n kiSm tra.

5. Luu trfr h8 SO' ki~m tra
- H6 sa KTNB nam hQc cua dan vi, g6m:
+KS ho~ch KTNB nam hQc;
+ QuySt dinh thanh l~p Ban KTNB nam hQc, phan cong nhi~m V\l cac

thanh vien Ban KTNB;

+ QuySt dinh kiSm tra (theo hQc kY ho~c thea dgt) va kS ho~ch kiSm tra,
cac lo~i bien ban kiSm tra, bien ban xu ly vi ph~m (nSu co), thong bao kSt lu~n
kiSm tra, xu ly kiSn nghi sau kiSm tra; tM li~u, biSu mfiu lien quan (nSu co);

+Bao cao sa kSt, t6ng kSt cong tac KTNB truemg hQc;
+ S6 thea d5i cong tac KTNB;
Luu y: cac lo~i h6 sa nay phai co d:1ydu cac nQi dung (ph:1n tr6ng trong

biSu mfiu ghi chep thi g~ch cheo), co d:1ydu cac chii kY cua nguai kiSm tra va
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d6i nrong kiem tra, s~p xSp theo thir nr va diroc dung trong c~p tai lieu va diroc
hru trfr d~y du qua cac nam,

IV. TO CHUC THl/C HI¥N
1.D8i VOl cac trU'o-ngm~m non, ti~u hoc, trung hoc co SO'
- D~u nam hoc, Hieu tnrong nha tnrong chi dao, t6 chirc xay dung kS

hoach KTNB va t6 chirc thirc hien,

- Hang thang, Hieu tnrong nha tnrong phai dua nQi dung cong tac KTNB
vao chuang trinh cong tac, d6ng thai diSu chinh, b6 sung cac kS hoach cho phu
hop voi thuc tS.

- Cu6i hoc ky va cu6i nam hoc, Hieu tnrong nha tnrong phai bao cao kSt
qua cong tac KTNB va viec su dung kSt qua kiem tra tnroc HQi d6ng su pham.

2. Ch~ d{}thong tin, bao cao
Trong nam hQc, cac truemg m~m non, tiSu hQc, trung hQc cO'sa, th\lC hi~n

nghiem tuc chS dQ thong tin, bao cao, g6m: KS ho~ch KTNB nam hQc 2020-
2021 (truac ngay 15/10/2020); bao cao sa kSt cong tac KTNB hQc kY I (truac
ngay 05/0112021); bao cao t6ng kSt cong tac KTNB truemg hQc (truac
20/5/2021). Bao cao dQt xu~t: khi co v~n dS phuc t~p ho~c theo yeu c~u xu ly
dan thu.

Tren day la huang dftn cong tac KTNB truemg hQc, Phong Giao d\lc va
Dao t~o yeu c~u Hi~u tru6ng cac truemg m~m non, tiSu hQc, THCS xay d\l'l1gkS
ho~ch C\l thS va quan tri~t dSn can bQ, giao vien, nhan vien dS th\lc hi~n kS
ho~ch co hi~u qua.!.

NO'inh~n:
- Nhutren;
- So' GDDT Hi!NQi;
- UBND qu~nBa Dinh;
- Cae die Ph6 Truang phOng GDDT;
-Luu: VT.


