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QUYET PINH
Ban hanh Quy ché quan ly, viin hanh, khai thac sir dung cac phan mém,
ung dung quan trj, nudi dudng, chim séc, giao duc
Nam hoc 2025-2026

TRUONG MAM NON pO THI VIET HUNG

Can cir Thong ne 56 52/2020/TT-BGDDT ngay 31/12/2020 ciia B trueong
Bo GD&DT vé ban hanh Diéu I¢ truong mam non;,

Can cir Quyét dinh 56 32 76/QD-BGDDT ngay 30 thang 10 nim 2024 cua Bo
giao duc va dao tao vé viéc ban hanh B¢ chi s6 danh gid mirc do chuyén doi so
co so giao duc mam non,

Can cir Ké hoach thuc hién nhiém vu ndm hoc 2025-2026 ciia trieong mam %
non D6 thi Viét Hung;,

QUYET PINH

Diéu 1. Ban hanh kém theo Quyét dinh ndy Quy ché quan ly, van hanh, khai
thac su dung cdc phan mém, (mg dung quan tri, nudi dudng, cham soc, gido duc
tal truong mam non D6 thi Viét Hung nam hoc 2025-2026.

Piéu 2. Can ctr vao nhiém vy dugc phén cdng, cén bo, gido vién co trach
nhiém thuc hién thuc hién dung quy dinh trong Quy ché nay.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tur ngay ki. Can bd, gido vién, nhan
vién truong mam non D6 thi Viét Hung chiu trach nhiém thi hanh Quyét dinh
nay./.
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QUY CHE
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Quan ly, van hanh, khai thac st dung ciac phan mém, rng dyng
quan tri, nudi dudng, chim soc, gido dyc

(Kem theo Quvét dinh so (0 ‘OD-MNDTVIH ngay I} thany T nam 2025 cua
tricong mam non o /h/ Viet Hung)

I. QUY DINH CHUNG:
Picu 1. Pham vi, ddi twgng ap dung
1. Quy ché nay quy dinh vé viéc quan 1y, van hanh, khai thac su dung cac
phan mém. img dung quan tri, nu6i dudng, cham séc, gido duc tai truong mam
non Do thi Viét Hung.

2. Quy ché nay dugc ap dung déi véi can bo, gi4o vién, nhan vién dang cong
tac tai truong trong viéc khai thac va sir dung cac phan mém, (mg dung v&i muc
dich cong viéc, quan ly, giang day, hoc tép va phai tuan thu nhimg quy dinh chung
vé khai thac va sir dung cac phan mém, (g dung trén khong gian mang theo ding
quy dinh cua phap luat.

Diéu 2. Trach nhiém cia thanh vién tham gia sir dung phan mém, irng
dl_mg quan tri, nu6i dwdng, cham sdc, gido duc

. Céc thanh vién tham gia st dung phan mém, (mg dung quan tri, nuoi
dUUTlé cham soc, gido duc c6 trach nhiém bao mat tai khoan sur dung, khong lam

16, lot thong tin tai khoan, mat khau, khong dé ngudi khac lam thay cong viéc cua
minh.

2. Thuc hién ding céc quy dinh cua phéap luat vé an ninh, an toan thong tin
mang.

Piéu 3. Nguyén tic quan 1y, van hanh, khai thac sir dung phan mém, ing
dgng quan tri, nudi duwing, cham soc, giao duc

. Bao dam tinh day du, chinh xac, kip thoi, thuan ti¢n cho khai thac, su
duné phuc vu cbng tac quan ly vé gido duc; dap (mg yéu cau, nhi¢gm vy chuyén
doi s6 trong GD&DT.

2. Can b6 quan 1y, gido vién, nhan vién khai thac va su dung dir ligu phai
dugce sy dong y cua Hiéu truong va phai thyc hién viée khai thac va su dung du
liéu theo diing muc dich, ni dung da duge cho phép va theo quy dinh cua phap
luat hién hanh.

3. Pam bao dang, du cac quy dinh vé quan ly, gido duc tre, phf)i hgp giao
duc tré theo Diéu I¢ truong mam non.



4. Bam bao tinh lién thong, két noi, dong bo dit lidu thong tin gitta cac hé 507,
0 sach dién tu.

5. Dam bao ding, day du cac quy dinh vé chuyén, bao cdao va luu trir thong
tin.

I1. QUAN LY, VAN HANH, KHAI THAC SU DUNG
PHAN MEM, UNG DUNG QUAN TRI, NUOI DUONG,
CHAM SOC, GIAO DUC
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Dicu 4. Cac phan mém, ung dung qudn trj, nudi dudng, chim séc, g1a0
duc

- Co so dir lidu nganh Gido duc va Dao tao

- Phan mém co sé diy lidu cong chure vién chire thanh phd Ha Noi

- Phan mém danh gid Can bo cong chirc vién chire, nguoi lao dong thanh phé
Ha Noi

- Phan mém Panh gia chuan nghé nghiép Temis

- Phan mém Quan ly nuéi dudng mam non Gokids

- Phan mém Ké hoach gido duc Gokids

- Phan mém Ké toan Misa

- Phan mém Quan ly tai san cong

- Phan mém Bao hiém x4 héi EFY Online

- Cong Thué dién tir https://thuedientu.gdt.gov.vn/

- Céng dich vu céng Kho bac nha nudc https://dve.vst.mof.gov.vn/

- Phan mém Chit ky s6 - VNPT

- Phan mém Ho4 don dién t&r mInvoice

- Cac phan mém, ing dung hd trg soan giang, thiét ké bai giang dién tu, bai
giang elearning, bai giang tuong tac

- Céc phan mém, ung dung hd trg hoi hop truc tuyén

- Ung dung Schoolup

Diéu 5. An toan thong tin phin mém, ing dung quan trj, nudi dudng,
cham séc, gido duc

1. Hé thong phan mém, ing dung quan trj cua nha truong dugce bao dam an
toan hé thong thong tin theo quy dinh tai Nghj dinh sd 85/2016/ND-CP ngay
01/7/2016 cua Chinh phu vé bao dam an toan hé¢ thong thdng tin theo cdp do va
phu hop cac quy dinh hién hanh ¢6 lién quan.,

2. Cac dbi tuong dugc quy dinh tai khoan 2 Pidu | Quy ché nay, ca nhan
dugc giao truc tiép tham gia quan ly, van hanh, khai thac st dung phan meém, tng
dung quan trj, nuéi dudng, cham soc¢, gido duc cua nha truong ¢o trach nhiém tuan



thu day du cac quy dinh hién hanh cua phép luét vé bao vé thong tin ca nhan trén
mang, cac quy dinh vé thu thap va str dung thong tin ca nhan va cac quy dinh tai
Quy ché nay
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Picu 6. Quy dinh quan ly, sir dung phan mém, (rng dung quan tri, nuol

dudng, cham soc, giao duc
A roe A o

1. Doi voi Hi¢u truong

- Chiu trach nhiém trudce cép trén vé cac thong tin da kiem duyét, xac nhan
céc loai bdo cdo, thdng ké, chimg tur... khi dé thuc hién trén cac phan mém.

- Cap nhat da\ du thong tin ca nhéan, xdc nhéan thong tin cua vién chirc cua
don vi trén phan mém Co s& dit liéu cong chirc vién chirc thanh phd Ha Noi khi

cd su thay doi.

- Thye hi¢n tu danh gia va dénh gia can bo gido vién nhén vién hang thang
trén pham mém danh gid Can bd cdng chirc vién chuc, ngudi lao dong thanh phd
Ha Noi.

- Thyc hi¢n tu danh gia va danh gid chuén nghé nghiép gido vién cua don vi
trén phan mém Temis theo quy dinh.

- Duyét, ky s céc chimg tir trén cac phén mém, cbng dich vu online khi phan
mém yéu cau xac nhén ky so cia ngudi ding dau don vi.

2. Pbi voi pho hidu trudng

a) Phé hiéu trwéng phu trich cong tic chuyén mon

- Chiu trach nhiém truéc Hiéu truong vé viéc bao mat thong tin tai khoan
cua minh trong qua trinh str dung.

- Thuc hién theo chirc ndng phén quyén trén céc phan mém, img dung.

- Pon dbc td, nhém duge giao phu trach thuc hién cép nhat d?ly du thong tin
trén cac phan mém, tng dung.

. Kiém tra, xac nhén cac thong tin dugc gido vién cap nhat trén phé‘m meém

Phan mém Ké hoach gido duc Gokids

- Cép nhat day du thong tin ca nhén trén phan mém Co s& dit lidu cong chue
vién chtrc thanh phd Ha Ni khi ¢6 su thay doi.

- Thuc hién ty danh gia va nhan xét gido vién hang thang trén pham mém
danh gia Can bo cong chirc vién chire, nguoi lao dong thanh phd Ha Noi.

- Thuc hién tu dénh gia chuan nghé nghiép gido vién trén phan mém Temis
theo quy dinh.

b) Pho hiéu trudng phu trach cong tic nudi duong

- Chju trach nhiém trudce Hi¢u truong vé viéc bao mat thong tin tai khoan
cua minh trong qua trinh su dung.

- Thuc hién theo chirc ning phan quyén trén cac phan meém, ung dung.



- Don dbe l() nhom duge giao phy trach thye hi¢n cap nhat day du thong tin
(rén cac phan mem, tng dung.

- Thue lnw Icn thye don, can doi khdu phan in va cac noi dung vé nuoi
dudmg trén Phan mém Quan 1y nuoi duémg mam non Gokids

- Cap nhat day du thong tin ca nhan trén plmn meém Co sor dir liéu cong chire
vién chire thanh phd Ha Noi khi 6 sie thay doi.

- Thye hi¢gn tr danh gia va nhiin xét gido vién hang thang trén pham mém
danh gia Can b cong chire vién chire, ngudi lao dong thanh pho Ha Néi.
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= Thue hi¢n ty danh gid chuan nghe nghi¢p gido vién trén phan mém Temis
theo quy dinh.
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3. Doi v&i nhian vién Cong nghé thong tin

- Chiu trach nhi¢m trude Hi¢u truong ve viée bao mét thong tin tai khoan
cua minh trong qua trinh st dyng.

- Quan trj chung cdc phan mém, tng dung quan trj, nudi dudng, cham soc,
giao duc dang thuc hié¢n tai nha truong.

- Hudng dan, ho trg, tap huan cho can bg gido vién, nhan vién trong qua trinh
trién khai cac phan mém, L'rng dung tai don vi.

- Cap nhat thong tin vé hoc sinh, doi ngdl, tuyén sinh dau cap... trén phan
mém Co so dir liéu nganh. Lap béo céo lhong, ké theo quy dinh trinh | llcu truong
duyét trudce khi xac nhan gui bao céo trén phan mém.

- Cap nhat thong tin, hd tro tai khoan cho phuy huynh hoc sinh trén (ng dung
SchoolUp.

- Su dung Céc phan mun irng dung ho tro hoi hop truc tuycn tao phong hop,
lép hoc khi can thiét.

4. Po6i voi gido vién, nhan vién.
a) Giao vién

- Chiu trach nhi¢m trude Higu truong vé vige bao mat thong tin tai khoan
cua minh trong qua trinh su dung.

- Cap nhat ke hoach nhét day du thong tin, ndi dung trén cac phan mém, ung
dung minh phu trach.

- Cap nhat day du thong tin ¢a nhan trén phan mém Co s dit licu cong chure
vién chire thanh phd Ha Noi khi ¢6 s thay doi (doi vai vién chire)

- Thyc hi¢n tr dénh gia hang thang trén pham mém danh gia Can bg cong
chire vién chire, nguoi lao dong thanh phd Ha Nji.

- Thyc hi¢n danh yadm(mng,hcnbhu,p gido vién trén phan mém Temis theo
quy dinh.
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COp nhit day du ke hogeh, bai sogn trén Phan mem Ké hoach giao duc
Gokids,
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Cap nhQt thong tin, cham an hoe sinh hang ngay rén Phan mem Quan ly
nuol dudmp mam non Gokids,
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Cap nht thong ting thong bao, trao doi 2 chicu voi phy huynh trén Ung
dung Schoolup.
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St dung thanh tgo cae phin mem, tng dung hd trg sogn giang, thiet ke bai
giang di¢n tr, bai giang elearning, bai giang (wong tae phue vy trong qué trinh
gido duc tre

- Su dung Cac phin mém, ungﬁ dwur hd trg héi hop trye luycn tao phong hop,
lop hoc va tham gia hoi hop khi ein thict,

b) Nhéin vién ké toan, thir qu§

- Chiu trach nhié¢m trude Hidu truong ve viée bao mét thong tin tai khoan
cua minh trong qua trinh st dyng.
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- Céap nhét ke hogeh nhét diy da thong tin, ndi dung trén cac phan mem, g

dung minh phuy trach.
- Su dyng, khai thic, ¢ 1p nhqt ddy du thong tin trén plmn mém Quan ly nudi

dudmg mam non Gokids, Phin mém K& toan Misa; Phin meém Quan ly tai san

cong; Phan mém Bao hiém xa h¢i EFY Online; Phan mém Hoa don dién tur
mlnvoice.

- Thyec hién khai thac cdc chire nang trén C dng Thu¢ dién tw, C onb dich vu
cong Kho bac nha nude va trinh Higu truong duygt trude khi ky sO d¢ gui thong
tin.

¢) Nhan vién khace
L ’ v n / ‘A ) A A ) A A . X .
- Chju trach nhi¢m trude Higu truong ve vige bao mét thong tin tai khoan
cua minh trong qua trinh sur dung,.
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- Cap nhit k& hoach nhéit day du thong tin, ngi dung trén cdc phan mém, tng
dung minh phuy trach.

- Thyc hién tu danh gia hang lh.mg rén pham mém danh gida Can b cong
chirc vién chire, ngudai Jao dong thanh plm [a Noi.

- Sur dyung Cac phan mém, lrng dyng o tro hoi hop trye tuyén tao phong hop,
Iap hoc va tham gia hoi hop khi can thict,

Pitu 7. Gia trj phap 1y va quy djnh thye hi¢n

I Nha trudmg, can bo quan ly, gido vién vi nhan vien tng dung cong nghe
thong tin trong cong tae quan ly, dgy hoe duge sir dung phan mém, ung dyng quan
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trj, nubi dudmg, cham soc, giao duc trén phan mém lh.ly thé hé so gidy dam bao
yéu cau cua cong tac Tuu i v co gia tr nhu ho so gidy.



2. Nhimng ho so, s0 sach dién tir dugce sir dung trén hé thong phan mém dam

bao chinh xéc, khoa hoc, ti¢n ich thi khong bat budc sur dung ho so giay.
L. TO CHU'C THY'C HIEN
oA r oA - oA 2

Dicu 8. Trach nhi¢m cia Hi¢u truong

I. Chi dao chung, kiém tra, giam st cén bo quan ly, gido vién, nhan vién
trong nha truong trién khai phan mém, ung dung quan tri, nuéi dudng, cham soc,
gido duc theo quy dinh tai Quy che nay.

2. Chi dao, phéan cong cac phé hidu truong, nhan vién cong nghé thong tin
lam dau moi ky thuét dé quan trj, hudng dan sir dung, ho trg viéc sir dung cua gido
vién, nhan vién trong don vij.

3. Chi dao, phén cong céc bo phan phu trach quan ly, kiém duyét va khai
thac s dung phan mém, tmg dung quan tri, nudi duéng, cham séc, gido duc theo
quy dinh.

4. T6 chtrc kiém tra chuyén dé, danh gi4, bao cdo tinh hinh quan ly, van hanh.
khai thac sir dung phan mém, Gmg dung quan tri, nudi dudng, cham séc, gido duc
khi ¢6 yéu cau.

oA , oA ” , , oA 3

bieu 9. Trach nhiém cia cc pho hiéu truéng

I. Huéng dan, hé trg, don déc, kiém tra tién do cap nhat, chét luong noi
dung, théng tin cla gido vién, nhan vién minh phu trach trén cdc phan mém, img
dung sur dung trong don vi ddm bao day du, chinh xac, kip thoi, an toan theo cdc
quy dinh tai Quy cheé nay cling nhu céc quy dinh hién hanh cua phép luat.

2. Thyc hién day du cac nhiém vy Hiéu trudng giao.

Di€u 10. Trach nhi¢m ciia nhén vién cong nghé thong tin

I. Huéng dan, ho trg ky thuat, don déc, kiém tra tién d¢ cap nhat, chét lrong
noi dung, thong tin cua can bd gido vién, nhan vién trén cac phén mém, img dung
su dung trong don vi ddm bao day du, chinh xéc, kip thoi, an toan theo céc quy
dinh tai Quy ché nay cling nhu céc quy dinh hién hanh cua phap luat.

2. Thyc hién day du cc nhiém vy Hiéu trudng giao.

Di¢u 11. Trach nhiém cac gido vién, nhan vién

I. Thuc hign cap nhat day du, chinh xéc, kip thoi, an toan ung dung quan tri,
nudi dudng, cham séc, gido duc theo phan cong nhiém vy, dam bao cac noi dung
tai Quy ché nay ciing nhu céc quy dinh hi¢n hanh cta phap luat.

2. Thyc hi¢n cac nhi¢m vy khdc lién quan dén cac phan mém, img dung quan
trl, nuoi dudng, cham soc, giao duc khi hi¢u truong, cac pho higu truong giao.

Diéu 12. Diéu khoan thi hanh

I. Can by quan ly, gido vién, nhan vién truong mam non D6 thi Viét Hung
chiu trach nhiém thi hanh QQuy ché nay.
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2. Trong qua trinh trién khai thuc hién, néu c6 kho khan, vuéng méc, céc pho
hiéu truong, gido vién, nhan vién ctia nha truong phan 4nh vé Hiéu truong nha
truong dé xem xét, stra doi, bo sung kip thoi./.
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