SO GDDT BAC GIANG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT HIEP HOA SO 4 Poc 1ap - Tw do - Hanh phuc

S6:204 /KH-THPTHH4 Hiép Hoa, ngay 20 thang 9 nam 2024

KE HOACH
Quan ly, sir dung co sé vat chat nha truwong
niam hoc 2024-2025

Thuc hién Huéng dan sé 1455/SGDDT-GDTrH,GDTX, ngay 20/8/2024 cua
S¢ GDDPT Bic Giang V/v huéng dan thuc hién nhiém vu Gido duc trung hoc nim
hoc 2024-2025;

Truong THPT Hiép Hoa s6 4 1ap ké hoach quan Iy, sir dung co sé vat chat
nam hoc 2024 - 2025 nhu sau:

I. MUC PICH, YEU CAU

1. Muc dich

- Phét hién kip thoi nhiing tai san bi xudng cap hoic hu hong, tir 6 tu bo, sira
chira kip thoi dap tmg duoc viéc to chirc cac hoat dong gido duc trong nha truong.

- Tang cudng su quan ly nham dam bao st dung cd hiéu qua tai san hién c6
cling nhu bao quan, sira chita tai san kip thoi phuc vu cdng tac giang day, tranh that
thoat, 1ang phi tai san cua nha truong.

- Huy dong céc nguon kinh phi tu sira phong hoc cho hoc sinh nham dam bao
t6t cong tac an ninh, an toan trudng hoc. Ting budc tao dung mot ngdi truong xanh
sach dep va an toan.

2. Yéu cau

- Tai san déu phai duoc dua vao so6 quan ly chung cta don vi. Kiém ké thuong
Xuyén va theo ting giai doan cubi hoc ki, cudi nam.

- Tai san cua nha truong phai dugc bé tri, sap xép thuan tién nhat cho viéc
quan ly va st dung.

- Tai san cua nha truong nhu phong thi nghiém thyc hanh, phong thyc hanh
may vi tinh phai cé can bo phu trach va co bién ban ban giao.

I1. BIEN PHAP

1. Thdng ké cac tai san, dd dung thiét bi.

- T6 chuyén mdn thdng ke tai san, d6 ding, thiét bi phuc vu giang day ¢ bo man.

- Gi4o vién cha nhiém théng ke tai san, d6 dung, thiét bi c6 trong phong hoc
caa I6p minh, nhan bién ban ban giao quan li tai san trong nam hoc.

- Can b phu trach cac phong thi nghiém thuc hanh Li, Hoa, Sinh théng keé,
phan loai cac d6 dung, thiét bi hién co.

- Gi4o vién phu trach kho QPAN théng ké, phan loai trang thiét bi hién co dé
quan ly str dung.

- T6 hanh chinh théng ké, phan loai cac do dung, thiét bi hién c6 tai cac phong
lam viéc trén khu hiéu bo.
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- Cén b phuc trach phong thuc hanh may tinh théng ké, phan loai céc thiét bi
cé trong phong thuc hanh may tinh.,

- Cén bo phuc trach thu vién thong ké tai san, thiét bi, d6 dung hién c6 trong thur vién.

- Phé hiéu trudng phu trach co so vat chat théng ké va phan loai céc tai san,
dd dung, thiét bi hién c6 tai nha truong.

2. Quan Iy sir dung co sé vat chat.

- Nha truong truc tiép ban giao co s vat chat cho céc ca nhan, té chic trong
nha truong bang bién ban.

- Chi dao céc ca nhan, t6 chire trong nha trudong 1ap so6 theo ddi viéc su dung
d6 duing, thiét bi trong qué trinh giang day.

- Phéi hop Vi t6 chuyén mén dé kiém tra thudng xuyén va dot Xuat viéc sir
dung céc thiét bi, do dung day hoc cua gido vién.

- Y&u cau ca nhan, t6 chiic bao cao thuong xuyén vé tinh trang cia do6 dung,
thiét bi ma c& nhan, t6 chuc phu trach.

3. Ting cudng co sé Vat chat

- Pé nghi CBGV,NV lap danh sach cac db dung, thiét bi can thiét mua sam,
stra chira dé phuc vy cdng tac giang day.

- T6 chuic phan loai céc tai san, d6 dung, thiét bi can mua sam, sira chita theo
tinh cap thiét, tir d6 co ké hoach theo giai doan dé mua sam, stra chira cho phi hop
va kip thoi.

- Tham muu véi Hiéu truéng dé mua sam, sta chira tai san, d6 dung, trang
thiét bi ctia nha trudong phl hop véi diéu kién thyuc té cua don vi.

I1l. KE HOACH CHI TIET

Théang Noi dung cdng viéc Nguwoi phu trach Dail,lh
- Ra soét lai co so vat chat, trang thiét bi, d6- PHT, Ké toan
dung hién co.
- Tong vé sinh khu vuc, khuon vién truong- PHT, GVCN, Hoc
hoc, phong hoc, khu vyc xung quanh truong. sinh
- Kiém tra, stra chira, lap dat lai céc hé thong - PHT, Ké toan, d/c
dién, dén, quat, chuan bi cho nam hoc méi... Thang
- Théng ké d6 dung trong céc phong thuc hanh- PHT, d/c Thiéu, Can
Li, H6a, Sinh va phong thuc hanh may tinh. b6 phu trach.
- Thong ké trang thiét bi cia mén QPAN.
- B6 tri vi tri va sap xép co so vat chat cho cac- PHT, TTCM, d/c

8/2024

phong thuc hanh Li, Héa, Sinh. ’ Thiéu
9/2024 - Bé nghi mua sam, bo sung trang thict bi cua
mon QPAN. d/c Huong

- Sira chira, thay thé mot o thiét bi dién trong c&c- PHT, K¢ toan, d/c

phong hoc va phong chirc nang, phong lam viéc. Thang

- Ban giao co sO Vat chat tai cac phong hoc - PHT, KT, GVCN,
Bao vé, hoc sinh



Thang

10/2024

11/2024

12/2024

: n " . , Panh
Noi dung cdng viéc Ngwoi phu trach an
- Ban giao co so vat chat phong to - PHT, VP, TTCM

- Ban giao CSVC, trang thiét bj trong cac- PHT, Ké toan, can bo

phong thuc hanh thi nghiém Li, Hoéa, Sinh  phu trach

- Ban giao CSVC, trang thiét bi trong phong- PHT, Ké toan, d/c

thuc hanh may tinh (Tin 1,2). Nén.
- Thdng ké céac thiét bj phong chay, chira chay- PHT, Ké toan, Bi thu
DTN, Bao v¢

- Thuong xuyén quét don, tong vé sinh truong- Cac 16p truc tuan,
16p. DTN

- B6 tri kho dé dung cu cho Thé duc, Quoc- PHT, TTCM to
phong GDTC-GDQP

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, lao cbng, Ban

lao dong vé sinh
- Stra chira ban ghé hong - PHT, K¢ toan
- Lap so6 theo ddi, quan Iy CSVC cua nha- PHT, Ké toan
truong
- Thuong xuyén quét don, tong vé sinh truong CAc 16p truc tuan
l6p.
- Kiém tra viéc bao quan CSVC cua cac 16p. - PHT, DTN, GVCN.
- Kiém tra viéc sir dung thiét bi ¢6 dung trong- PHT, TTCM, can bo
cac phong TNTH phu trach.

- Kiém ké tai san trong thu vién nha truong - PHT, Ké toan, Can
b6 phu trach thu vién

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, Vin phong

- Thuong xuyén quét don, tong vé sinh truong-  Lop  truc  tuan,
16p. GVCN, BTN

- Kiém Kké tai san tai cac phong hoc, phong- PHT, Can bd phu
churc nang trach, GVCN, Bao vé
- Kiém tra tinh trang hoat dong ctia may tinh - PHT, can bo phu
trong phong thuc hanh may tinh trach.

- Kiém tra tinh trang st dung cua céc trang-PHT, TTCM

thiet bi cua to TD —QP - AN

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, Bao vé, KT

- Kiem tra viéc bao quan CSVC cua cac I6p- PHT, DTN.

(Khéi 12).

- Lap ké hoach phan cong kiém ké tai san. - PHT, Ké toan

- Kiém ke tai san ting giam trong nim. - PHT, K& toan va céc
bo phan lién quan



Thang

01/2025

02/2025

03/2025

04/2025

Noi dung cdng viéc Nguwai phu trach

- Thudng Xuyén quét don, tong vé sinh trudng 16p. - L6p truc tuan, DTN

- Chuan bi co s vat chat phuc vu ky kiém tra- PHT, Van phong,
hoc ki I. Lop truc tuan

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, CBYT

- Kiém tra viéc bao quan CSVC cua cac lop. - PHT, DTN, GVCN.
- Theo di viéc sir dung d6 dung, thiét bi giang- PHT, TTCM

day cua gido vién.

- V¢ sinh truong 16p, khudn vién truong hoc,-  PHT, Vian phong,
kiem tra lai co s& vat chat cua truong trudc KhiLop truc tuan, DTN,
nghi Tét Nguyén dan (xong trudc 23/01). Bao v¢.

- Phéan cong truc ban, gitr gin, bao guén tai san- BGH, CBGV, NV,
nha trueong trong thoi gian nghi Tet. hoc sinh

- Kiém tra viéc bao quan CSVC cua cac lép. - PHT, BTN, GVCN.
- Panh gi4 viéc su dung tai san chung cua tat- PHT, Ké toan

ca cac bo phan cuoi hoc ki 1.

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, CBYT, VP

- Kiém tra tinh trang hoat dong cua cé4c trang- PHT, Ké toan, Vin

thiét bi khu hiéu bd phong

- Chi dao tong vé sinh truong 16p, chdm soc va- PHT, Bi thu DTN,
trong cdy xanh sau tét nguyén dan GVCN céc lop

- Kiém tra viéc bao quan CSVC cua cac lop. - PHT, BTN, GVCN.
- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, KT, CBYT

- Kiém tra viéc sir dung thiét bi 6 dung trong- PHT, KT, TTCM,
cac phong TNTH. can bo phu trach

- Khoi thong cong ranh trong trudng va xung Lép truc tuan, DTN
quanh truong.

- Kiém tra viéc bao quan CSVC cua cac 16p. - PHT, Bao vé, GVCN.
- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, CBYT

- Kiém tra tinh trang hoat dong cia may tinh - PHT, TTCM, d/c
trong phong thuc hanh may tinh. Nén.

- Kiém tra tinh trang st dung cua cac trang- PHT, TTCM

thiét bi cua to TD —QP - AN

- Thudng xuyén quét don, tong vé sinh truong 1op., Lép truc tuan, DTN

- Kiém ke, chuan bj CSVC tai cac phong hoc- PHT, Vp, Lop truc
chuan bi cho kiém tra ket thac hoc ki 11 tuan

- Kiém tra thiét bi day hoc trong cac phong- PHT, Ké toan, Can
TNTH bo phu tréach.

- Thudng Xuy@n quét don, tong vé sinh truang 16p.| L6p truc tuan

Panh



) n R i . ) Panh
Thang Noi dung cdng viéc Ngwoi phu trach an
- Kiém tra viéc bao quan CSVC cua cac 16p. - PHT, KT, GVCN.

- Kiém tra viéc sir dung tai cac khu vé sinh - PHT, CBYT

- Kiém tra viéc sir dung thiét bj 6 dung trong- PHT, TTCM, can bo

cac phong TNTH phu trach

- Kiem k&, chuan bi CSVC tai cdc phong hoc- PHT, GVCN, Ban lao
chuan bi cho kiém tra két thuc hoc ki 11 dong vé sinh.

- Thuong xuyén quét don, tong vé sinh truong- GVLD  vé  sinh,
15p. GVCN, HS

05/2025 |- Thong ké CSVC tai cac phong hoc, chuan bi- PHT, GVCN
két thuc nam hoc. Cac lop ban giao CSVC

truong hoc.
- Chuan bj CSVC cho ki thi tuyen sinh I6p 10- PHT, Vian phong, 16p
THPT. truc tuan.

- Thudng xuyén quét don, tong vé sinh truong 16p. VP, Lop truc tuan.
- Chuan bi CSVC cho ki thi tuyen sinh 16p 10 Van phong, Lop truc

06/2025 THPT nam hoc 2025-2026. tuan, DTN
- Chuan bj CSVC cho ki thi THPT Tot nghiép Van phong, Lop truc
nam 2025. tuan, DTN

- Thudng xuyén quét don, tong vé sinh truong 16p. Van phong, 16p truc
tuan, GV truc.

- Lap ké hoach mua sam tai san mai, sira chita- PHT, TTCM, thu

tai san hién c6 phuc vu cho nam hoc méi.  vién, ké toan.

07/2025

Trén day 1a Ké hoach quan ly, sir dung co sé vat chat nha trudng nim hoc
2024-2025 cua trudng THPT Hiép Hoa sé 4.

Pé nghi Cac bo phan lién quan, CBGV, NV va hoc sinh thuc hién nghiém tic
c4c noi dung trong ké hoach./.

Noi nhan:

- Higu truong (b/c); KT.HIEU TRUONG
-EBG\\/@NV’ HS (Uh); PHO HIEU TRUONG
- Luu VT, .

AV,
Nguyén Puc Toan



