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TRUONG TH-THCS PHAN PINH GIOT DPjc 1dp - Ty do - Hanh phic
$6: AG/KH-TH-THCS-PDG Nam Gia Nghia, ngay ()¥thang § nam 2025
KE HOACH

HOAT PONG VA SU DUNG CONG THONG TIN PIEN TU
(WebSite, Fanpage, Facebook)

Can ctr hudng dan sé 247/2025/SGD&DT-VP, ngay 01 thang 08 nam 2025
cia S&¢ GD&DT tinh Lam Ddng. Vé viéc hudng dan truyén thong ding bai trén
trang thong tin dién tur.

Can ctit QD sb:24 /2025/ TH-THCS-PPG, ngay 0§ thang & nam 2025 cua
Truomg TH-THCS Phan Dinh Giét. Vé viéc ban hanh quyét dinh va quy ché hoat
dong cua trang théng tin dién to Website, Fanpage, Facebook cua truong TH-
THCS Phan Binh Giot.

Truorng TH-THCS Phan Dinh Gioét xay dung va duy tri WebSite, Fanpage,
Facebook riéng nham muc dich d@é CBGV-NV trong toan tr wong, cac em hoc sinh
c6 thé cdp nhdt, trao déi, khai thdc thong tin trong ngi bo truong, dong thoi tao
nén mét dién dan dé gzao vién-hoc sinh-phu huynh giao heu, trao doz thong tin, gop
Vv nham muc dich quang ba thong tin vé truong lép, tuyén truyén cho moi ngwm
ndm bat dwoc cac chi trueong, dwo’ng l6i ciia Dang vé cong tac giao duc va gop
phan néng cao chit leong va hiéu qua gido duc. Nha trueong chu truong xay dung
trang WebSite, Fanpage, Facebook cua truong nhuwr sau:

A. KE HOACH CU THE
I. Ban bién tap: Thanh ldp Ban bién tap va doi ngdl cong tac vién dé xay
dung va duy tri WebSite gdm cac 6ng, ba c6 tén sau.

1. Ong: Vii Van Do Trudng ban bién tap
2. Ba: Binh Thi Hanh Phu trach ndi dung
3. Ba: Nguyén Thi Huong Giang Phu trach ki thuat

4. Ba: Ka H® Hoa Thanh vién

5. Ba: Triéu Thi Thao Thanh vién

6. Ba: Nguyén Manh Thing Thanh vién

7. Ba: Dang Thi Hai Xuyén Thanh vién

8. Ba: Nguyén Quynh An Thanh vién

9. Ba: Lé Thj Liéu Thanh vién



Ban bién tap co trach nhiém to chirc xay dung quan ly WebSite, Fanpage,
Facebook, thu thdp, cdap nhét thong tin va duyét ndi dung céc bai tir doi ngii cong
tac vién dé dua 1én WebSite, Fanpage, Facebook.

I1. PJi ngii cfng tac vién:
Toan thé CBGV — NV — HS va Phu huynh hoc sinh déu tham gia ddi ngii
cdng tac vién, bai vicét gui ve thu ki bién tdp dé duyét va cho dang.
II1. Quy trinh thuc hién:

Thaoi gian Noi dung Ghi chu
-Thanh lap ban bién tap, xay dung ké hoach t6 chirc | C6 QD kém
Thang 8 thuc hién, phan cong trong Ban bién tap, tuyén truyén |theo
nam 2025 | dé moi thanh vién tham gia gop ¥ kién va lam cong

tac vién.
-Xay dung cau trac WebSite, Fanpage, Facebook bao
gbm:
+ Hinh thuc
+ Lién két giira cac trang
+ Céc tiéu muc
* Théng nhét cac trinh | 6- Hoi dap
don ¢ trang chu cua 7- Tra ctru

1 WebSite bao gom cac ndi |8- Lién hé

Théang 9 dung nhu sau: 9- Lién két WebSite

nam 2025 | cac nodi dung nhu sau: 10- Thoi khoa biéu
1- Trang chu 11- DBang ki thanh vién
2- Gidi thiéu 12- Théng ké truy cap
3- Tin tirc — Thong bao (Bao gom 17 trinh don)
4- Vin ban — Cong van
5- Tai nguyén

IV. Phén céng to chire thue hién ké hoach:

Ban bién tap co trach nhiém lén ké hoach, giao nhiém vu cu thé phu hgp véi
nang luc, s trudng cho ting ca nhan dé xay dung va duy tri WebSite, Fanpage,
Facebook c6 chét luong, ding ké hoach dé ra. Cu thé nhu sau:

1- Chi dao chung

- Ong: Vii Vin Dé: Chi dao chung vé ca ndi dung, hinh thirc va ki thuat.

- Ba: Dinh Thi Hanh: Chi dao vé ndi dung

- Ba: Nguyén Thi Huong Giang: Chi dao vé ki thuat

- Céc thanh vién con lai, gip Ban bién tap phan cong CBGV ~CNV trong
toan truong viét bai, thu bai, duyét ndi dung, t6 chirc dang tai...

2- Cac nhém phu trach




Nhom ndi dung:

* Nhi¢gm vu: Tuyén truyén, van dong moi nguoi tham gia lam cong tac vién,
chiu trach nhi¢m bién tap vé ndi dung dugc ding tai trén WebSite, Fanpage,
Facebook.

* Thanh phan: Can bd giao vién nhan vién va hoc sinh toan truong

- Nhém ky thuat:

*/ Nhiém wvu: Nghién ciru, rat kinh nghiém tir cac WebSite, Fanpage,
Facebook khac dé thiét ké trang WebSite, F anpage, Facebook cua truong sao cho
dam bao tinh khoa hoc va thim my, ding k¥ thuat va theo dung dinh dang cua
Website giao duc.

3- Phéan cong thuc hién cic ndi dung thugc linh vire ciia cac to chirc trong

truong:

TRANG PHAN CONG
THONG NOI DUNG CAN XAY DUNG TRACH
TIN NHIEM
- Lich st Chi b nha truong - Cép ty Chi
Chibd |- Thong tin vé cap uy chi bd bo va D/c
Dang - Thong tin vé Dang vién Hanh, Giang
- Hoat dong cua Chi bo thuc hién
- Gi01 thiéu: -b/e bo
+ Gidi thiéu vé truong TH-THCS Phan Dinh Giot - B/c Hanh
+ Co céu td chic cua Nha truomg (Lanh dao, cdc t6 |- Thu ki HD
chuyén mon)
+ Truyén thong cua nha truong
Nha truong |- Can bd gido vién: - Vian phong
+CBGV di chuyén cong tac
+ CBGYV dang CT (Lap theo to CM)
-Hoc sinh: - Van phong
+ S luong, chat luong hoc sinh (qua cac thoi ki)
+ Hoc sinh Gioi (Dat giai cac cap)
- Gi6i thiéu vé Doan — Ddi qua cac thoi ki D/c Thang
; ~. |- BCH qua cac thoi ki D/ Hoa va
Poan B0l Niimg thanh tich da dat duoc BCH Lién Do
- Nhiém vu Lién Doi
Hoi1 phu - Gi6i thiéu vé Hoi phu huynh Vin phong,
huynh - BCH qua cac thoi ki D/c Liéu
- Nhirng thanh tich da dat duoc
- Lich lam viég hang tuan cu nha truong D/c Giang,
Thong bao |- Thoi khoa bicu cia truong Liéu, Ban ki

=¥\

=

P 2% s



Tin tirc, su

- Néu guong ngudi tot, viéc tot thuat
- Cac nd1 dung khac
- Tin tuc vé cac hoat dong quan ly, gido duc,... cia |Ban bién tap,

Chi bg, Nha truong, cac té chire doan thé trong toan

cac cing tac

kién truong. vién

- SKKN, dé tai KH D/c Hanh,
Tu liéu - Giao an dién tu (da chon loc) Giang

- Pé thi HSG, dé kiém tra

- Phan mém théng dung

- Vin ban ctia Nha nudc cac cap

+ Trung uong

+Tinh -D/c Liéu va
Van ban - Vian ban ctia nganh Gido duc cac cap ban ki thuat
chi dao +Bo GD&DT thu thap dua

+S¢ GD&DT Vao.

- Van ban cua truong

- Gop y cho Lanh dao, CBGV, NV

- Gop y vdi cac ban cung truong b/c Giang va
Lién hé - Tra citru két qua hoc tép ctia hoc sinh ban ki thuat

(C6 dang ki thanh vién méi gop ¥, c6 mat khau méi
tra ctru dugc)

Tim kiém |- Chitc niing tim kiém trén trang thong tin cia truong | D/c Giang
Liénkét |- Chirc ning lién két dé cc trang Web khac (Chi lién | D/c Giang
két dén cac trang can thict)
Théng ké |- Thong ké sO luot truy cap vao trang Web cua D/c Giang
truy cap truong
- SO dang Online
Thuvién |- Tu liéu vé hinh anh phan anh day du cac hoat dong |D/c Thao va
anh cua truong Ban ki thuat

(C6 khung dé trinh chiéu mot s6 anh méi nhat)




4- Ké hoach hoat dong ciia Ban bién tip WebSite, Fanpage, Facebook theo
thang:
. - " - Nguwoi thuye | Ghi
Stt | Thang Noi dung cong viéc hign chu
- Dua tin vé nhitng hoat dong dau nam hoc| - Céc dong
cua nha truong nhu: Phan chia 16p, chuan| chi  trong
bi co s& vt chat cho nam hoc mdi. ban bién tap.
- Dua lén TKB, Danh sich cac 16p trong| P/c Giane.
toan trudmg, DS hoc sinh 1én 16p, o lai,... 1-‘}*}'1 phu
B A A T A TN g .| trac frang
1 8 mf?gr; Ién thong tin vé Chi b Dang cua nha WebSite.
& o X o R b/c Hoa,
- ’Dua Ién lich cong tac ting tuan trong Théng, An
thang o phu  trach,
- DPua lén thong tin vé két qua thi vao Fanpege,
THPE. Facebook
- Pua tin vé nhimg hoat dong dau nam hoc| - 'Céc dé’ng
cua nha truong nhu: Khai giang ndm hoc| chi  trong
mai, cac dai hoi, hoi nghi ddu nam (Theo| ban bién tap.
ké hoach cua nha truong) D/c  Giang,
- Ké hoach hoat dong ngoai gidr 1én 16p theo ]"f‘” phy
2 9 |cac chu diém t\;/acss_ trang
-Dua 1én lich céng tac timg tudn trong ehite.
théng b/c Hoa,
) o e e " l'hang, An
- Dua Ién cac bai viét gi6i thi¢u vé Nha| ¢4ch
truomng, Doan thanh nién, Doi thiéu nién. Fanpege,
Facebook
- Dua tin vé nhing hoat dong cua nha| - Cac dong
truong nhu: Céc dai hoi, hoi nghi dau nam| chi  trong
(Theo ké hoach cua nha trudng), dai hoi chi| ban bién tap.
doan, lién doi. D/c  Giang,
- K& hoach hoat dong ngoai gid Ién 16p theo| €4 phu
3 (0 cac chu diém trach  trang
-Dua 1én lich cong tic timg tuan trong Website.
thang b/ Hoa,
P Thang,
- Dua Ién céc hoat dong chuyén mén cua phu - tréi;)n
nha truong nhu: Héi glang, sinh hoat Faﬁpege '
chuyén dé, cac phong trao va phuong phap Eacebook
hoc tép cta hoc sinh..




- Dua 1én 1& ki niém ngay Phu nit Viét Nam
20/10 ...

- Pua tin vé nhitng hoat dong cua nha| - Cac dong
truomg chao mirng ngay 20 thang 11 chi  trong
- Ké hoach hoat dong ngoai gits Ién 16p theo | Dan bién tap.
cac chu diém b/c Giang,
-Dua lén lich cong tic timg tudn trong L1’e1;1 phu
11 |thang trac ‘trang
o, . | WebSite.
- ’Du? lefn cac hoat dong chuyén moén cua| p/e Hoa,
cac'to, c;ac mon hoc... Théng, Aoy
- Sap xép lai Website phu  trach,
Fanpege,
Facebook
- Dua tin vé nhirng hoat dong cua nha| - Cac dong
trudmg chao mirng ngay 22 thang chi  trong
- Ké hoach hoat dong ngoai gidr 1én 16p theo ban bien t4p.
cac chu diém b/c  Giang,
-Dua lén lich cong tac timg tudn trong Ll,eu phy
thing trach  trang
o A | WebSite.
12 |- ’E)u;a le‘n cac hoat dong chuyén mén cua| p/c  Hoa,
cdc 1o, cac mon hoc... , Thing, An
- Pua tin vé két qua HSG cac mén khoi 9 phu  trach,
- Dua tin vé cac hoat dong TDTT cua nha| Fanpege,
truomg (Cac cép) Facebook
- Dua tin vé két qua thi dua dot 1 cua
CBGV, CNV va HS trong toan truong.
- Pua tin vé nhitng hoat dong cua nha| - Cac dong
trudng chao ming ngay 9 thang 1 cung cac chi ~ trong
hoat dong kiém tra ban blér{ tap.
- K& hoach hoat dong ngoai gios 1én 16p theo| P/ G1ang,
cac chi diém e tph‘-l
01 -D’ua lén lich cong tac tung tuan trong ‘;?gbsne_rang
thang . , blc Hoa,
- Dua tin vé cac hoat dong on tdp, kiém tra| Thing, An
doi voi hoc sinh toan truong. phu  trach,
Fanpege,
Facebook
02 | Pua tin vé nhitng hoat dong cua nha| - ?éc dong
chi trong

trudmg chao mirng ngay 3/2 cung céc hoat




dong chuén bi cho Tét nguyén dan (Vé sinh

ban bién tap.
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16p hoc, trao qua cho cac em hoc sinh c6 B/c  Giang,

hoan canh lgh(’) khan, tat nién tai truong, di| Liéu phu

tham cac thay c¢6 nghi huu...) trach trang

- K& hoach hoat dong ngoai gid 1én 16p theo | WebSite.

cac chua diém b/c Hoa,

-Pua lén lich coéng tic timg tuidn trong Tk}llang,t ’Ahn

thang phy ract,
- A “ . . F bl

- Pua tin vé tinh hinh ATGT, an ninh trudec, Fzzgggzk

trong va sau khi nghi Tét.

- Pua tin vé budi hop khai xuan dau nam,

ca’;c hoat dong hoc tip va thirc hién né

nep...

- Pua tin vé nhitng hoat dong cua nha| - Cac dong

truong chao mung ngay 26/3 chi  trong

-Ké hoach hoat dong ngoai gio [én 16p theo ban bieq =P

cac chu diém E/ > Glanhg,

-Dua 1én lich cong tac ting tudn trong tr;eclfm trgng

thang WebSite.

8 03 |- Dua lén cac hoat dong chuyén mén cua| p/c Hoa
cac to, cac mon hoc... Thing, An
- Pua tin yé cac hoat dong TDTT cta nha| phu  trach,
trudong (Néu co) Fanpege,
-Dua 1én 1€ ki niém ngay Qudc té phu nir| Facebook
8/3
- Pua tin vé 1 két nap doan (Dot 26/3)

- Dua tin vé nhitng hoat dong cua nha| - Céc dong
truong chao mirng ngay 30/4, 1/5 chi _ trong
- K& hoach hoat dong ngoai gio 1én 16p theo ban blen_ tap.
cac chu diém b/c  Giang,
-Dua lén lich cong tic ting tudn trong tLr;T:llj] trz l]:l.l

? | & [ing WebSite,
- Dua tin vé két qua HSG cap Tinh khéi 9. Dlc Hoa
Két qua thi giao luu HSG cap TP cua hoc Thing An,
sinh trong nha truong. phu ,tréch
- Dua tin vé céc hoat dong o6n tap, kiém tra| F aﬁpege, ,
dbi voi hoc sinh toan truong. Facebook

10 | os |- Pua tin v& nhing hoat dong cia nha| - Cic dong
truong chao mung ngay 15/5, 19/5,... chi  trong

WS



- K& hoach hoat dong ngoai gidr 1én 1ép theo| ban bién tap.

cac chu diém D/c  Giang,

-Pua lén lich coéng tic ting tuin trong Licu phu

thang trach trang
WebSite.

- Pua lén cac hoat dong chuyén modn cua

cac t0, cac mon hoc... %/lc H;a,
- Pua tin vé cac hoat dong kiém tra. ang, Al
phu  trach,

Fanpege,

Facebook
- Dua tin vé nhitng hoat dong cua nha| - Cac dé‘mg
truomg cudi hoc ki I1. chi  trong
-Ké hoach hoat dong ngoai gio 1¢n 1op theo ban blen_ tap.
céc chu diém E,’S Gla“hg’
-Pua l1én lich cong tac ting tuan trong e By
i trach trang

& ) o WebSite.
T 06 |- ’Du’:al le’n cac hoat dong chuyén moén cia| p/c  Hoa,
céc t0, cac mon hoc. .. Théng, An

- Dua tin vé két qua k}ém tra hoc ki II, danh| phu  trach,
hi¢u thi dua, tap thé cua HS trong toan| Fanpege,
truong Facebook

- Dua tin vé 1& tong két nam hoc va ban
giao HS vé dia phuong cua thiy va tro nha
truong

5- Thong nhét quy trinh thye hién va phdi hgp

- Trude khi thuc hién can nghién ctu dé hoc tép kinh nghiém cta mot s0
trang web cua cac truong khac:

+Website truomg THCS Kim Dong

+Website truong THCS Nguyén Vin Nghi

+Website truong THCS Thang Long

+Website truong THCS Tan Thoi Hoa

+Website truong THCS Phan Bdi Chéau

+ Va rét nhiéu trang web khéc.

- Théng nhat moi ngudi déu dung bo ma: UNICODE; Font chiri: Times New
Roman — ¢ chir 14 dé xay dung, thiét ké va viét cac ndi dung cua trang web. Moi
bai viét duge viét dudi cac ma va font chir khac déu phai thay doi trude khi dua

vao trang Web cua truong.



- Trén co s& phan cong & muc 3, yéu cau cac thanh vién trong Ban bién tap
chu dong phan cong nhitng thanh vién bit tay xay dung cac ndi dung theo dung
quy trinh (ké ca nhirng dong chi ngoai ban bién tap nhung lien quan dén trach
nhiém). Dé viéc trinh bay cac ndi dung khoa hoc, mdi ngudi trude khi xay dung
ndi dung cin xay dung dé cuong, chon lua hinh thirc trinh bay va tham khao y kién
cua nhirng nguoi khac.

- Mic du c6 hai nhém khac nhau nhung phai luén luén phéi hop dé c6 duge
ndi dung va hinh thic hai hoa, dep mat va dung ki thudt. Nhém noi dung chu dong
tham muu v6i nhém ki thudt thiét ké theo yéu cau trinh bay cua nhém noi dung.
Nguoc lai, nhém ki thuét can tham muu véi nhom ndi dung nén trinh bay ndi dung
nhu thé nao cho khoa hoc, dep miit.

- Thu tuc dang ki néi dung trén Website cua truong: Cac nhom hoan thanh noi
dung trén gidy A4, ndp cho thu ki Ban bién tap (kém USB chtra dir li¢u). Thu ki
Ban bién tap ndp cho truong Ban, ty theo ndi dung, truéng Ban bién tap sé phan
cong cho mot hodc nhiéu nguoi tham gia duyét noi dung; Ngudi duyét ndi dung
khi duyét xong c6 dé nghi stra ddi, dong ¥, nhan xét,... thi ghi vao phan cubi cua
ndi dung; ndp lai cho Pho trudong ban phu trach ndi dung, Phé truéng ban phu trach
ndi dung thong nhat voi Trudng ban s& ki duyét va chuyén cho Nhém ki thuét dua
ndi dung vao trang web.

- Kinh phi h trg dé t6 chirc thuc hién nhi¢m vu. Hién nay chua c6 kinh phi,
néu c6 ciing khong du dé co thé tra du cong suc cua CBGV tham gia. Tuy nhién
nha truong sé tim cach dé c6 ngudn kinh phi dé bdi dudng, dong vien CBGV tham
gia nhi¢t tinh trong vi¢c thuc hién nhiém vu xay dung trang thong tin dién tr cua
truong.

Trén day la ké hoach chi tiét vé viéc xay dung trang WebSite, Fanpage,
Facebook cua truong TH-THCS Phan Dinh Giét. Bé nghi cac b phéan co6 lién quan
nghiém tuc trién khai thuc hi¢n. Trong qua trinh thyc hién moi vudng mic lién hé
ban quan trj dé duoc hudng dan.
*/ Noi nhin:

- Chi bo, BGH (theo doi chi dao);
- Céc t6 chirc doan thé phdi hop
- CBGV-VN- HS: Thyc hién

- Dang website
- Luu: VT, KD
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