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SO /QD-I N B 'Lao, ngay 30 thdang 8 nam 2025
QUYET DINH

V& viée ban hanh Quy ché quiin 1y v sir dyng h¢ théng
quin trj trong nhi trurdng

Can cwe Thong tw 2(8‘/2()2()/7’T-_I}G1)I)'/' ngay 04/9/2020 cua B§ Gido duc va
Dao tao ban hanh Dicu ¢ truong Tiéu hoc,

Can cir Cong van s& 370/SGDPT-GDTrH ngay 1 2/8/2()2? cz"zq SGDDT tinh
Lam dong vé vige huéng dan thue hi¢n cde nji dung vé /cé'{ noi, dong b div li¢u
hoc ba $6; tqo Igp van ban so; cap nhdt thong tin trén h¢ {/7(5;7g CSDL cua SGDDT
va B6 GDDT theo mé hinh chinh quyén dja phuong hai cap;

Can cir tinh hinh thuc té ctia Truong Tiéu hoc Léc Nga,

QUYET DINH:

Didu 1. Ban hanh Quy ché quan 1y, sir dung hé thong quan tri trong nha
trudng (cé quy ché kém theo).

Piéu 2. Quy ché nay co hiéu luc thi hanh ké tir nam hoc 2025 - 2026. Quy
ché duoc bd sung stra ddi khi c6 van dé mai ndy sinh hodc khéng con phu hop.

Pidu 3. Céc tb chirc, c4 nhan lidn quan chiju trach nhiém thi hanh quyét dinh
nay ké tir ngay ky./.

Noi nhin: HIEU TRUONG
- Nhu diéu 3; !
- Luu: VT.

fu Hong Thai
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QuUY cnr.
Quan Iy, i dyng H¢ Ihbng quin (] trong nhiv trwirng
(Ban hanh &ém theo et dinh o 8B ngayv 30 thdang 4 ndam 200
cret Hicu ovomg Trowemg Tide hoo Loe Ny

Dicu 1. Phgm vivd A1 twgng dp dyng
y ST . .. y
1. Van ban nay quy dinh veé vige quan ly vi su dung hds ser, a6 sach dign tr
’ ’ ' ) 2 /| \
trén hé théng phan mém Vnedu, website trudmg, dich vy cong trge tayen, phan

mém quan 1y ké todn, quan 1y CSVC, CSDL nganh, Pho cip, thiét bi, quan 1y

thu...1r nam hee 2025- 2020.

i A ) v [ A ‘A N P A /
2. Déi trgmp dp dxlng: Can b quan ly, gido vién, nhin vién v chc to, nhom.

bo phin trong trudng Ticu hoe I.oc Nga.
Didu 2. Trich nhi¢m chung cun che thanh vién tham gia s dyng hé
théng cong ngh¢ thong tin
Tét ci cde thanh vién tham gia sit dyng h¢ théng cong nghé théng tin trong
nha trudmg phai bao mat tai khoan str dung, lfhéng nho ngudi khac lam thay cong
viée cta minh, thuong xuyén thay ddi mét khau dang nhap. Ngoai ra phai thyce hién
mot sé nhiém vy khde do hi¢u truong yéu cau,

Didu 3. Trach nhi¢m cia hi¢u trudng

- Tién hanh viéc thiét 1ap phan quyén hé théng ngudi dung, phi hop véi
quyén han nhiém vu cong tac cho tung thanh vién, can bo, gido vién, nhan vién
trong nha trudong dam bao nhiém vy phén cong theo diéu lé truong hoc.

- Ban hanh quyét dinh thanh 1ap Ban quén tri phan mém vnEdu, CSDL tz
don vi.

- Thanh lap ban bién tidp website ctia nha truong trong dé hiéu trudng la
truong ban, thanh vién 1a ldnh dao céc t6 chic doan thé chinh quyén trong nha
truong chi dao cac td bd phan trong nha truong viét bai, dua tin cia nha truong
dam bao su sinh dong website tig ngay, thang dong thoi s dung hiéu qua cac
tinh nang cua website.

- Xay dung quy ché st dung phan mém trong d6 quy dinh rd vé thoi diém
khéa, mé STDDGPBT va quy dinh cac thu tuc, thoi gian cip nhat diém so, nhan xét
danh gia sau khi khoa so.

- Xét duyét hoc sinh dugc 1én 16p, khéng duge 1én l6p, danh hiéu thi dua,
phai kiém tra lai cdc mén hoc trong ky nghi heé, két qua danh gia hoc sinh trén
vnEdu khi tit ca gido vién bo mon va gido vién chii nhiém lop da cap nhat day du
ndi dung thong tin.

- Chi dao cbng tac luu trit va bao quan s theo ddi va danh gia hoc sinh (theo

16p); céc hd so dé nghi sira chita thong tin, diém so cua tung nam hoc; quan ly hoc
ba hoc sinh trong thoi gian hoc sinh hoc tép tai nha truong.
- Viée luu trit, bdo quan STDPGPT, HBDT, HBS duoc thuc hién theo quy
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dinh tal Ihdng we s 270006 T RGDIT npay 10712 2006 cun YO Ciaer o

(RRTRARTE

Qi et dinh s 10 thee thinm ||m:\'n i rwh’ Cac eap e i Uy en il
dinh s v A8 v 1o chre o nhidn Vi phamg qus e dinh khen thiemg thoo i
qu on o nphi CAp e thilim qm«\'n Khen thiremg O ven (0 ehure i nhan o tianh
el trong v ide thae hidn quy dinh nay

Didn 4 Veeh nhigm cun pho higu trigmg
{ ' A i 4 i { 4 i 4 y
CNAY dumg ke hoach Kidm trag 1o chue kiem tea, danh gin vige cap nhat ho
. . v
shan meém vabdu nhu: Ké hogeh gino duc o to

o, s sach vun gido vidn tidn | .
an ed nhin, ké hoach bai day cna gido vidn, sd chu

chuyvén mdn, ké hoach day hee ¢
nhid¢m. ..
- DN dde cae 16 chuyén mon va giup higu trudamg phé duyét ndi dung cac
bai vidt vé chuyén mon duge dang tai trén website cua nhiv truidmg,
. . ' A U ', " A M P ' P
- Phé duy ¢t vide stra thong tin, didm 80 cta gido vién v Ban quéan trj phin
: 'y ) ) { 4

mém vnkidu (theo mau Gidy dé nghi thay doi thong tin),

- Quan ly, chi dgo cdng tic in 56 diém, hoe ba va luu trir theo quy dinh.

- Khoi tgo va quan ly tdt ci cdc tai khoan st dung phan mém vnEdu, CSDL,

. . . ' A [ ‘A ’ ‘ A A 4 4 o/
website tai don vi: kiém tra vi¢e thye hi¢n cac quy dinh vé phan quyén, bao mat tai
khoan.
- . \ . ’ . A A [ 4 A bl ’ . ’ ’ .

- Quan ly va chju trdch nhiém veé viéc dieu chinh céc sai sot trong qué trinh
nh@p thong tin, diém s6 trén phan mém vnedu, CSDL nganh sau khi khoéa dir liéu.

- Dam bao céc diéu kién vé co s& vit chat, trang thiét bj phuc vu cho hoat
dong cua phan mém STDDGDT, HBDT, hoc ba so.

- Phéan quyén cho cac ca nhéan, t6, nhom, bé phan sir dung STDDGDT,
HBDT, hoc ba so.

- Quan ly va bao mat dir liéu, thuc hién khéa/mé sb theo yéu cau cta hiéu
truong nha truong.

- Cap nhét dtr liéu ban diu vao diu mdi nam hoc hodc khi ¢é thay déi theo
sur phan cong ctia hiéu trudng trén vnEdu, CSDL nganh, website.

- Tap hun, huéng dan, hé tro gido vién, nhan vién trong viée sir dung phan
mém.

- Thuc hién thao tac chuyén truong, tiép nhan, chuyén cip hoc dbi voi hoc
sinh trén hé thong vnEdu, CSDL nganh.

_ Cubi mai nam hoc, xuét dit liéu Bang tong hop danh gia KQ hoc sinh cac
16p, HBDT, HBS trén hé thong thanh file dinh dang PDF. XLM va luu trir theo
16p, dam bao tinh bdo mat va an toan dit liéu lau dai (c6 thé swr dung cdc thiét bi
nhw USB, 6 dia cing,...); to chirc luu dit liéu dam bao c6 hé thong, chat ché va dé
quan ly.

- Gitp hiéu truéng phé duyét ndi dung va dang tai cac hoat dong giao duc,
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hoat dong phong e trén website cun nha trudmy,
Didu & Teieh nhi¢m cin t tradmg chuyén mbon
- Kidm tra don dde vide thye hign che quy dinh vé hd so s sach dién e cip
nhdat didm va cde thdng tin kKhie cia cie 1 vién trén hé thdng coa nha trudmg,
< Phin ¢onp ngurdi vidt bai dua tin vn chiu trach nhi¢m vé tinh chinh xac cua
not dung cie hogt dong chuyén mon cun (& nhdom chuyén moén ma minh phy triach
theo ké hogaeh trén website cia nha trudng,

A 4 \ ' H ‘A ‘' - P

- Xdy dyng l\c hoach va td chire thyre hign nhiing vige sinh hoat chuyén maon
thao gidang trye tuyén trong trudmg va cic (mg (Iung cong ngh¢ thong tin vao day
hoe tham djnh cdac sin phﬂm sinh hogt theo chuyén dé cha dé do gigo vién to nhom

bién soan trude khi dang tai trén website ctia nha truong,

- D& nghj voi hig¢u e uong va cap ¢co tham quy«.n xur phat va dé nghi khen
thuong ca nhan ¢6 thanh tich t6t thye hién quy dinh nay.

Didu 6. Triach nhiém cia gido vién chi nhi¢m

a) Chiju trach nhi¢m trude hiéu truong vé viéc bao mat thong tin tai khoan
cua minh trong qua trinh sur dung.

b) Cép nhat vao STDDGDT cac thong tin:

- Danh sach va so yéu ly lich hoc sinh dau nam hoc.

- Két qua xép loai danh gia hoc sinh ctia 16p vao 4 dot dinh ky theo TT 27.

=

- Céc théng tin lién quan khéc trén phan mém vnEdu vao STDDGDT, =

CSDL

??/

¢) Thuc hién chitc nang: Kiém tra lai cac két qua danh gia, xep loai hanh #9€
kiém va hoc luc ting hoc ky, ca ndm hoc cua hoc sinh trén phan mém. Lap danh
sach d& nghj hoc sinh dugc 1€n 16p, & lai 16p; hoc sinh dugc cdng nhén la hoc sinh: /
gioi, hoc sinh tién tién; hoc sinh kiém tra lai cac mén hoc, hoc sinh phai rén luyen

hanh kiém trong hé, ...

d) Kiém tra va ky xac nhén trong STDDGDT va HBDT in ra tir phdn mém
cac ndi dung sau day:

- Két qua danh gia, xép loai pham chat, nang luc ctia hoc sinh.

- Két qua duoc 1én |&p hodc ¢ lai l6p, dugce 1én 16p sau khi kiém tra lai hodc
rén luyén trong he; xét dé xuat cac hinh thirc khen thudng ctia hoc sinh.

- Cap nhat thanh tich, khen thudng va nhén xét vao HBDT.
- S4 theo dbi va danh gia hoc sinh, hoc ba hoc sinh.

- Huéng dan hoc sinh tng dung cong nghé thong tin vao hoc tap khuyén
khich hoc sinh tham gia viét bai va dua tin trén website ctia nha trudong dong vién
hoc sinh tham gia cac cudc thi truc tuyén do B0, So giao duc dao tao phat dong.
Huéng dan hoc sinh tham gia hoc tap truc tuyén trén do cac thay c6 giao trong nha

truong va ngoai nha truéng giang day.
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Didu 7. Trach nhi¢m cin ghto vidn b mon

- Chju tedeh nhig¢m trude higu trurdmg, vd vige o mit thong tin tai khoan cua
minh trong qua trinh sur dung,

. VA ) ' ; ' ' " A
- Trye tucp nhip didm, kdt qua .\‘L‘.‘p logi hoe sinh cun cae 1dp duge phan cong,
\ A \ A \ [} it \ ‘s
giang dgy vio phan mem, dam bao ¢hinh xiae vai Bang tong hop kit qua danh gid
hoe sinh (theo 16p va theo gido vién),
- Kidm tra tinh ¢hinh xde didm trung binh mén theo hoc Ky, ci nam do phén
A L 'y \ H . ’ ’ A A
meém thye hign doi vai timg hoe sinh cta ede l&p duge phin cong giang day.
' ' ‘e TR A R A ‘ \‘ . " A ) 4 % 3 :

- Bao cdo voi BQTPM ve cac viin de sy eo lién quan dén hé thong phan mem
hode cde vin dé kho khan khae khi tien hanh ¢dp nhdp thong tin, diém s6, nhin x¢t,
danh gia.

- Thye hi¢n thao giang trye tuyen sogn giang Elearning va cc ng dung
cong nghé thong tin vao day hoc. Bién soan cdc san pham sinh hoat theo chuyén de
chu dé nhom phan cong.

- Tham gia viét bai va dua tin trén website cia nha trudng theo sy phan cong

oo R ’ A A \ w ko fA by s A 11 . :
clia t& nhém chuyén mén va céc to chirc doan thé trong nha trudng,

Didu 8. Trach nhiém ciia nhén vién van thu kiém phy trich Y té truong
hoc.

- Cap nhat day du thong tin hd so can bd cdng chiic, vién chirc, ngudi lao
dong dio tao bdi dudng qué trinh cdng tac nang luong khen thudng ki luat va phan
mém cua hé théng (lamdong.qlcb.vn; hé so nhén sy vnedu, CSDL nganh).

- Thuc hién viéc luu trit hoc ba trén Vnedu theo dung quy dinh.

- Cap nhat h¢ thong quan ly van ban diéu hanh trén hop thu dién tr de bao
cao lgnh dao nha truong xu ly dung thoi han, Sap xép luu trlr van ban ho so theo
quy dinh khoa hoc.

. - Thuc I}ién thao tac chuyén truong, tiép nhan, chuyén cép hoc déi véi hoc
sinh trén hé thong vnEdu, CSDL nganh.

- Cap nhat theo dai strc khoe dinh ky cho hoc sinh trén h¢ théng Vnedu.

- Tu vén cho phu huynh hoc sinh trong viéc cham séc st khoe hoc sinh tai
nha, théng béo cho phu huynh nhiing théng tin vé bénh ly hoc sinh thudng gap nhu
céc tat khlic xa vé mat suy dinh dudng coi xuong...

- Cap nhat ddy du cdc thong tin vé thiét bj y té danh muyc va s6 lugng cac
loai thuoc dugc trang bi hang nam.

Piéu 9. Trach nhiém ciia nhan vién ké toan

_ Tién hanh cai d3t phin mém quan 1y ké toan trién khai nhap thong tin ho so
c hirng tir hang ndm theo quy dinh. MISA Mimosa 2022R4.3
ht tps://cmisapp.misa.vn/r/Fee/FP/FeePlan?Active=Process
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- Cap nhit day du i san va hé thdng quan 1y thi san theo quy dinh
Ips glsappamisa v tisedaseetlis,

'l 3 Al A
Dicu 10, Tedeh nhi¢gm cin nhin vién the vign
= Quan Iy he thdnp mang, dudng truyen internet, hé thdng may tinh vi cie
thict bj phue vy eong tae ang dung CNTT nha treong,
- Lap ké hoach chuin bj CSVC dip g HOE nghi, hoi thao true tuyén; sinh
. " ‘4 1 " wai | hn
hoat chuyén mon v thao gidng trye tuyen (rong, cyim, trudmyg, v cae tng dung,
CNTT trong day va hoc.
] . A l ’ ’ . F. 1
- Cip nhit thu myc siach, tai l[i¢u trén ph(’\n mém quan ly thu vign truong
hoe, Hiang nim ting cuong, bd sung nguon hoe ligu luu hz"mh noi P(‘) cho thu vié¢n
(de¢ kiém tra djnh ky, sdng kién kinh nghi¢m, tai li¢u tdp huan cac cap . ..
Didu 11. V2 cde hd so, s6 sich dig¢n tir khic
1. Cic logi s dwge luu vao thu myc trén phiin mém
- D41 véi nha truong: S6 diing bo; Hoe ba tir 1op 1 dén I6p 5; Bang tong hop
két qua danh gia gido duc cua lop; K¢é hoach hoat dong gido dyc theo nam hoc: K¢
hoach chién luge phat trién gido duc; Ké hoach ki¢m tra ndi bg; S6 quan ly can bo.
gido vién, nhan vién, Thoi khoa biéu, phan cong chuyén mon.
- Péi vai td khéi: k& hoach thyc hién nhiém vu nam hoc, thang, tuan; ké hoach
day hoc cac moén hoc, ké hoach day hoc theo tuan.
- Déi vai gido vién: Ké hoach bai day; sé chii nhiém, ke hoach day hoc, sb cong
tac doi (ddi vdi tong phu trach Doi)
2. Quy dinh luu trir
- Chon dung thu muc; dit tén file tuong minh, rd rang.
- Riéng déi véi Ké hoach bai day phai dat tén theo cau traic TUAN HOAC
MON. BAI, duoc viét bang chit in hoa c6 dau (trir m6n ngoai ngi) va luu dudi dang
file PDF, K& hoach bai day phai dugc cép nhat 1én hé thong theo tung tuan hoac tirng
ngay trudce khi thuc hién giang day. Néu gido vién nao cap nhat sau khi day coi nhu vi
pham quy ché chuyén mén. Trir truong hop do 16i k¥ thuat hodc ly do chinh dang GV
khéng cap nhat kip thi phai in dong tép va mang 1€n 16p theo quy dinh.
- Céc loai'ké hoach khac phai dugce phé duyét, xac nhén cua cap quan ly, scan
va luu duédi dang file PDF trudc khi tai 1€n thu muyc.
_ Céc loai ké hoach khdc phai dugc phé duyét, xac nhdn cta cép quén ly,
scan va luu dudi dang file PDF trude khi tai lén thu muc.

3. Cac loai s0 theo mau c¢6 san trén phan mém
- S6 ding bo, SO chu nhiém, S6 cong tac doi.

- Thue hién cap nhit thong tin theo dinh ky quy dinh trén mau so6 cO san cua
phan mém vnEdu.
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- Ngodi ra H¢ thong phin mém da hd trer l|ch bdo bmnb cho giao vién, phan
cOng giang day cua toan trudng; tign fch biéu mau thdng ké, bao cdo theo quy

dinh: lién lac di¢n ..

bicu 12. Gis lri phap ly va quy dinh thye hi¢n

- Nha truong, can b quan ly, gido vién va nhan vién (mg dung cong nghé
thong tin trong cong tac quan ly, d'ly hoc duge str dung ho so, s0 sach dién tu trén
phdn mem andu thay thé hé so gidy dam bao yéu cau cua cong tac luu trir va co

gia trj nhu hd so gidy.
Diéu 13. Quain tri website nha trudong
Thuong xuyén cép nhét kip thoi trén Website cia nha truong céc tin tic
va nhiing bai viét ngay sau khi dugc lanh dao phé duyét, ddng thoi dang tai cac van
béan, cac thong bao va nhiing chi dao cua cép trén.
Céap nhat cac thong bao vao dau mdi ndm hoc hodc nhimg thay doi ké
hoach theo su phan cong cta hiéu trudng,.
3. Tuyét dbi bao mat cac tai khoan ca nhan va mat khau quan ly Website cua
nha truong. Chiu trach nhiém véi nhiing tin tic, bai viét va thong béo sai léch so

v6i noi dung da duge lanh dao phé duyét./.
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