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QUY CHFE HOAT DONG BAN TRU
NAM HOQC 2025-2026

[oat dong bin tri 1a mot trong nhimg hoat (lnng quan trong: Dép (mg dugce nhu
cau va nguyén vong cua da so phu huynh khi guricon dén truong, tao dicu kicn thudn
loi cho viée hoc tap cua hoc sinh, gop phan ndng, cao chat lugng day va hoc trong
nha truong. Song hoat dong ban tra ciing gip khong it gip kho khin phire tap. Dé
hoat dong ban tri thue sur ¢d hi¢u qua. TruomgMam non Sen Thuong xiy dung quy
ché hoat dong nhu sau:

[. Cong tiac chi dao cia ban giam hi¢u:
1. Hi¢u truong

- Chiu trach nhiém hoan toan va két qua hoat dong ban tri phu trach chung moi
hoat dong.

- Xay dyng ké hoach phat trién ban tri, bd sung hoan thién co s vat chat phuc
vu 16t cho ban tru.

- Boi duding doi ngt nang cao chat lugng cham soc nuoi dudng hoc sinh.

- Trudc khi bude vao nam hoc hiéu truong tong hop so li¢u hoc sinh, phan lop
cho tirng gido vién cha nhiém. i

- Iang ngay ki duy¢t phicu xuat, nhdp va cac khoan thu chi cua ban tra.

- Ra quy¢t dinh thanh Idp ban quan ly ban tri gom: BGI, K¢ toan, thu quy.

1

Phan cong trach nhiém cho timg thanh vién,
2.To truéng chuyén mon * .y

Tham gia thue hién ké hoach hoat dong ban tra

Kiém tra don doc viée thue hién né nép ban tra

[.én ké hoach truc trua cho CBGV

Theo doi s6 lugng ban tra hang ngay

Giam sat viée xuat, nhap hang ngay
- Kiém tra ch¢ bién thire an, dam bao vé sinh an toan thuc pham bép ban tra.

- Thuong xuyén kiém tra don déc thuc hién nghiém tic cua cic thanh vién
trong hé thong hoat déng ban trt kip thoi nhic nhé udn nén nhiing sai sot
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- BGIH, CD chiu trach nhiém trude phu huynh va cic cap linh dao vé hi¢u qua
va chét lugng phuc vu ban tra. L.uon coi trong cong tac phuc vu cho hoc sinh in ngu

tai truomg dam bao chit lugng tot

- Dac bi¢t chi y vé¢ sinh an toan thuc phfnn:

1. Phiin ¢ong trach nhiém, nhi¢m vu cu thé cho tirng thanh vién:

1. K¢é todn: _

- Co day du cac logi s0 sich theo quy dinh i

- Sé sich chimg tir phai 1o rang, khong tay xod, stra chira so licu chimg tir.

- Tham gia xdy dung ké hoach mua sam, dir toan chi phi tu bé thanh toan tai
san co sO vt chit.

- Hang ngay nhan sd lugng hoc sinh an trua cia céic lop, cin cir vao thue don
dé tinh ¢dn déi sd lugng luong thye, thue pham dam bao khau phén dn cho cac chau,

- Giam sat diéu chinh viéc giao nhan thuc pham gitra ngudi nhip, thu kho
nha bép
- T'inh tién dn cu thé caa timg hoc sinh méi ngay
- Cuoi thang thanh toan ti¢n an, bao cdo so6 lugng ton ticn mét, t6n kho.
2. Thi quy (Kiém thi kho)
* Thu quy: Quan 1i chat ché, thu chi du chimg tir
- Kiém tra chimg tir nhdp xuat trude khi xuit, nhap
- Theo dinh ky giao nop day du chimg tir xuat kho da hoan llmnh cho ké todn,
déi chicéu khop vai ké toan. “
* Tha kho: Qudn Iy kho an toan, gitr gin toan ven vt tu hang hoa hién c6 bao
quan sip XEp ngan ndp gon gang,.
- Can ¢6 bi¢n phap chong that thodt, hao hut hang hod trong kho
- Xuat nhdp kho theo phicu xudt, nhip hop ¢
3. Gido vién chi nhi¢m
- Thu tién an, thu gao, tién ga cta phy huynh vao 3 ngay diu thang. C6 so ky
nhdn cua phu huynh.
- Phai ¢6 s6 theo doi tré dn hang ngay theo danh sach hoc sinh @n ¢ cac 16p bao
vé cho ké toan vao 8 gior 20 phut sdng hang ngay.
- C6 s6 theo dai xudt tién in hang ngay cla tré cho thi quy.

- C6 so thanh toan tién an so buoi du cua tré tra lai phu huynh.

[§S]
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SN
= - Néu dong chi nao vi pham mot trong nhimng diéu trong quy ché chung cua nha
P truang thi bt xur 1y vi pham theo quy dinh.

4.T0 eap duong:

- Gido vién, nhan vién nuoi phai dam bao sic khoe dugce trung tam y ¢ dyr
phong cua [uyén kham va xac nhan mai duge nau bép.

- lang ngay chiu trach nhiém nhin thure pham v¢é ché bién thire an, dam bao
com déo, canh ngot, thuc hién ng,lncm tac vé sinh an toan thuc pham trong bién ché
va bao quan thire an (co thé kiém tra bat ctr lic ndo ciing dam bao)

- Mdi ngay khi chia thirc an phai d¢ lai mot-it vao lo thuy tinh d¢ x¢t nghi¢m
néu cé ngd doc xay ra kip thoi xur ly. -

- Du nude udng cho cac chau trong ngay, sang mua dong c6 nude am cho hoc
sinh udng, muia he tiang thém lugng nude uong.

- Gitr vé sinh nha bép, dung cu an xoong noi, xo, chau, dao. thit, 16 gia phai gitr
v¢ sinh sach sé.

- Thia. bat an, do chia thirc an hang ngay phai dugc rira sach hét mii nudce rua,
trdng nudc soi sau khi rira va ap cho kho rao.

- [loa qua khi nhén vé phai dugce rira sach trude khi chia cho cac Iop

- Moi gido vién, nhan vién nha bép phai dam bao vé sinh ca nhan sach s¢ co tap
ré, khau trang... phuc vu theo ding quy dinh

- Sau mo6i budi phuc vy phai vé sinh an toan khu vure trong va ngoai bé nudc

- Dung cy nau dn phai xép ngan lap gon gang trude khi ra vé

6. Ngwoi nhiin thye phim:

- [ang ngay nhan hang ding gio, dam bao sd luong, chat luong, néu thue pham
kém chat lugng phai dem doi lai o '

I Luu y: (,ac loai thuc phdm c6 chit hoa hoc. cac loai rau qua hay phun hoa
chét khi mua cin khai xem xét can than, tranh dé ng doc thire an do thue pham.

- [lang ngay giao nhéan thuc pham gitta thi kho va ngudi nhdn ¢o giam sat ghi
s6 luong cua ké toan va kiém tra cua BGHL

- Thuc pham khéng dam bao chit lugng, khong ding hop dong dit khoat
khong nhan

HI.Nguyén tic giao nhin thue phim (5 nguyén tic)

[. Nhan hang dam bao sé lugng, chat lugng

2. Thao tac so ché nhanh gon, dam bao v¢é sinh
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3. Ch¢ bicn khcéo [¢o, d¢ hoe sinh dn duge ngon mi¢ng

4. Chia khau phan chinh xac dén timg, 1ap

5. Tinh toan tict Ki¢m, tinh tién an dén muce 1oi da

1V. N§i quy nha bép:

Nha bép [udn thoang mat, v¢ sinh sach s¢, sap x¢p ngan niap gon gang

[. Moi do dung, dung cu phuc vu cho\hép an phai duge gitr sach s¢, ngan nip
bép dn, do dung sap x¢p dang noi quy dinh

2. So ¢h¢ dang quy dinh dang thao tac theo day truyen dam bao vé sinh

3. Ché bién dang ky thudt, cin do dang lugng, dam bao thoi gian che bicn va
chat lugng btra @n cho hoc sinh

4. Chia khay phan an ding lugng tinh cua ke toan, du nude uong cho hoc sinh,
dam bao dn sach udng soi.

5. Miic trang phuc thudng xuyén khi lam viée, sach s¢ gon gang rura tay bang xa
phong .

6. L.uu thie dn hang ngay dé trong ta lanh nhi¢t do (2 do C), 24/24 gio

7. Rac thai phai do vao thung ding noi quy dinh

8. Nguoi khong ¢6 nnhiém vu khéng dugc vao bép, mudn muon do phai ¢o su
dong y clia nha bép.

V. Thye don trong tuiin:

- Can ctr vao nhu cdu dinh dudng theo do tudi nha truémg 1én thye don nhu sau:

t Mau gido + Nha tr¢: | bira chinh 1 | bira phuy E |

- Thue don duge thay doi theo mua, hang ngay phi hop véi diéu kién cua dia
phuong.

- Thuc don cu thé hang ngay, tuén, thang nhu sau:

(C6 thire don titng tudn kém theo)

VI. Quy dinh chung

Moi thang hop 1'6 nau an ban tra | lan vao ngay cudi thang, rat Kinh nghié¢m
cong tac cua thang trién khai ké hoach thang sau.

Ca nhan nao lam 6t dugc tuyén duong, ca nhin nao lam chua tot phai nhic
nhao, phé binh, va xu phat theo quy ché cua truong.
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