EDUCENTER OPERATIONS HUB M tai ligu: SOP-TA-2026

QUY TRINH VAN HANH TIEU CHUAN (STANDARD OPERATING PROCEDURES) Ap dung: Toan hé théng cd sd

QUY TRINH CHUAN 10 BUGC BAN GIAO LGP HOC DANH CHO TRG GIANG (TA)

HUGNG DAN KIEM SOAT AN TOAN, DAM BAO CHAT LUONG GIG DAY & GIAO TIEP PHU HUYNH

Muc dich: Chudn héa moi thao tac clia Trg giang (Teaching Assistant) tif 15 phut truéc gis 1én I8p cho dén khi phu huynh dén hoc vién vé an toan.
Dam bao ty 1& hai long phu huynh dat > 95% va h trd t8i da cho Gido vién nudc ngoai.

GIAI POAN 1: TRUGC GIG VAO LGP (15 PHUT TRUGC GIG G) CHUAN Bl & DON TIEP
Budc Noi Dung Thao Tac Tiéu Chudn Pat & Luu Y Thuc Hién Xac Nhan
01 Kiém tra trang thiét bi phong hoc M& may lanh (25°C), kiém tra man hinh TV/may chiéu, micro khéng D OK

day, but da viét bang va loa bluetooth sén sang.

02 In &n va chuén bj hoc liéu Lay phiéu bai tap (Worksheets), bo thé Flashcard va sticker khen E] oK
thudng tUr t0 hoc cu theo ding gido an budi hoc.

03 Pon hoc sinh tai sanh & diém danh Cui chao niém nd: "Good afternoon!", deo bang tén cho bé, do than D OK
nhiét va diém danh vao phan mém quan ly 18p.

GIAI DOAN 2: TRONG SUOT BUOI HOC (45-90 PHUT) KIEM SOAT & HO TRG
Budc Noi Dung Thao Tac Tiéu Chuan Pat & Luu Y Thuc Hién Xac Nhan
04 On dinh trat ty & hé trg GVNN Nhéc nhd nhe nhang khi bé xao nhing bing hiéu Iénh tiéng Anh (Eyes C] oK

on me! Hands on laps!). Khong ngdi bam dién thoai.

05 Kém cdp cac hoc sinh chdm phan xa Ngdi canh khich 1& cdc ban nhut nhat, nhic khau hinh phat am va D OK
huéng dan cach cam but té mau ding tu thé.

06 Chup anh & quay clip hoat canh dep Chup 3-5 tam anh nét thé hién nét mat rang r& cla hoc sinh khi chgi E] OK
game va phat biéu dé glri bao céo phu huynh.

07 Kiém soat vé sinh va an toan tré em DAn hoc sinh di vé sinh (ludn quan sat an toan), bé sung nuéc uéng va D OK
dam bao khong cé vat sdc nhon gay nguy hiém.

GIAI DOAN 3: BAN GIAO SAU GIG HOC & CHAM SOC PHU HUYNH BAN GIAO & BAO CAO
Budc Noi Dung Thao Tac Tiéu Chuan Pat & Luu Y Thuc Hién Xac Nhan
08 Ban giao hoc sinh tan tay phu huynh Chi tra bé cho dung ngusi gidm hd cé thé dén. Trao déi nhanh 30 giay: E] OK

"Hém nay con phat am tif Lion rat chudn a!".

09 Cap nhat nhém Zalo I8p trong 60 phut GUfi recap bai hoc, bai tdp vé nha va 4-5 tdm anh dep I&n nhém phu D OK
huynh theo diing mau tin nhan chuyén nghiép.

10 Don dep phong hoc & tét thiét bi Lau bang, xép lai ban ghé ngay ngén, tat diéu hoa, dén chiéu, ngét cau E] oK
dao dién va khdéa clra phong trudc khi rgi ca.

. NGUYEN TAC BAT DI BAT DICH (ZERO TOLERANCE):

1. Tuyét déi khong dé hoc sinh ra khoi cdng trudng néu chua thay phu huynh hodc ngusi dén theo quy dinh.
2. Nghiém cam sif dung dién thoai c4 nhan cho viéc riéng trong sudt gis giang day.
3. B4o céo ngay cho Quan ly Hoc vu néu phat hién hoc sinh c6 dau hiéu sét, tray xudc hodc va cham trong I4p.



