UBND QUAN LONG BIEN CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN PHUC PONG Pjc 1ap - Ty do - Hanh phiic
S6: 203/QD-MNPD Long Bién, ngay 20 thang 9 ndm 2024
QUYET PINH

Kié¢n toan Ban chi dao diéu hanh Cong thong tin dién tir
truong mam non Phic Pong niim hoc 2024 - 2025

Cdn cir Huéng dan so 02/HD-PGD&DT ngay 10 thang 01 ndm 2018 cua
Phong GD&DPT qudn Long Bién vé vdn hanh, khai thac mé hinh “Truong hoc
dientu’”.

Can ctr Ké hoach thuce hién nhiém vu ném hoc 2024-2025 cia truong MN
Phiic Doéng.

. Can cu vao_tinh hinh thuc té vmg dung Céng nghé thong tin tai truong
Mam non Phic Dong,
QUYET PINH:

Piéu 1. Kién toan thanh vién Ban chi dao didu hanh Cdng thong tin dién

tr truong mam non Phuc Dong, gém:

1. B/c Luu Thi Nhén — Hiéu truéng — Trudng ban

2. D/c Nguyén Thuy Hanh - Phé Hiéu truong — Chi tich CD - Phé ban
3. P/c H6 Thi Thu - Phé Hiéu trudng —Pho ban
4. B/c Pham Thi Bich -TTCM khéi MGL — Thu ky
5. P/c Nguyén Ngoc Anh — Bi thu chi doan -Uv

6. D/c Duong Thi Kim Thanh — Ké toén -UV

7. B/c Lé Thu Phuong -NVVT -UV

8. /c Dang Thi Nhung — TPCM khéi MGN -UV

9. P/c Pham Thi Hién - TB TTtND -Uv

Pidu 2. Ban chi dao didu hanh Cdng théng tin dién tir ¢6 trach nhiém thuc
hién dung chuc nang, nhiém vy, cac quy dinh theo ké hoach cua truong MN
Phiic Pdng vé té chirc trién khai dung, cap nhat cic thong tin trén cong TTDT.

Piéu 3. Céc d/c 6 tén tai Didu 1 chiu trach nhiém thi hanh Quyét dinh
nay.
Quyét dinh nay c6 hiéu lyc ké tir ngay ky./.

Noi nhin:

- Nhu diéu 3;
- Luu VP.
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PHAN CONG NHIEM VU DIEU HANH CONG THONG TIN PIEN TU

(Kém theo Quyét dinh s6 @3 /QD-MNPD ngay ¢ thang 9 nam 2024
v/ kién toan ban chi dao diéu hanh Website truong mam non Phic Pong)

STT

Chure danh

Nhiém vu

Luu Thi Nhéan

Hiéu truong
Trudng ban

Phu trach chung tong thé cong thong tin dién tir.

Nguyén Thuy Hanh

Hiéu phé
Phoé ban

Phu trach céng tac phé duyét va chiu trach nhi€ém vé chat luong cac tin
bai, hinh anh, hoat dong trudc, trong va sau khi dang 1én cong TTDT.
Piéu hanh t6i cac gido vién, nhan vién cia nha trudng.

Kiém soét tbt vé& cac thong tin da, dang va s& cap nhat 1én céng TTDT.

Chiu trach nhiém viét tin bai vé chim séc sttc khoe, tu van dinh a:d:m,
phong chéng dich bénh, phong chdng tai nan thuong tich, theo déi két
qua cin nang, chiéu cao, thuc don theo tuin, mua, lich céng tic BGH,
cac hoat dong CSND, cham sdc sttc khoe, dinh dudng, ngay hdi ngay
18, k& hoach tudn, cic hoat dong doan thé ciia gido vién va hoc sinh,
cac tin, bai lién quan téi hoat dong xa héi, van nghé chao mimg cac
ngay 1€ 16n, c4c vin ban chi dao chuyén mén céac cap va cua truong,
Céc néi dung tin bai vé cong tic nir cong, sinh nhat thang, hién mau
nhan dao, y t& hoc duong, kiém soit don déc muc tin bai cua Chi
doan.... Bién tip vao cac chuyén muc phu hgp, dam bao tinh cong khai
va tinh bao mat.

Thuc hién danh gia hiéu qua hoat dong cua cong thong tin dién tur
thang, quy, ndm va dot xuat khi cé yéu cau véi Hiéu trudng.

Lua chon ddi ngii cdng tac vién la gido vién trong trudong dé phéi hop
viét tin bai ho trg cho ban bién tap.
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Ho Thi Thu

Hiéu ph6
Pho6 ban

Chiu trdch nhiém 1ap ké hoach dinh huéng tin bai theo ndm hoc, hoc
ky, thang. Chi dao cac thanh vién ban bién tap cong thong tin viét tin

bai theo diing ké hoach. _
Chiu tréch nhigm viét tin bai, hinh anh vé cic HDGD cac lira tudi, gido
4n dién tir, Elearning thi gido vién gioi cac cép, gido an cac tiét diém |
chuyén dé, thu vién dién tt, thoi khéa biéu, thai gian biéu, lich khai |
thac va hoat dong cac phong chirc nang,cac théng béo, luu y nhéc nho |
(Nghi hoc, thoi tiét, trang phuc), chuong trinh, néi dung day ky ning |
sdng....va tip hop Vin ban phap quy, vin ban quy dinh nganh (tdp hop |
vin ban phdp quy cua nganh chia thanh cac muc quy dinh, quy ché,
nghi dinh, ...). Bién tdp vao cac chuyén muc phu hop, dam bao tinh

cong khai va tinh bao mat.

Cung v6i can bd CNTT chiu trach nhiém chinh sira hinh anh, video clip
va trinh phé duyét trude khi dang tai lén cong théng tin dién tir. Dam bao
cap nhit thong tin méi hang tuan va nhimg khi cé sir kién 16n trong ngay
dién ra.

Chi dao va kiém duyét phin trao dbi thong tin giira gido vién chu
nhiém cic 16p véi phu huynh vé tinh hinh hoc tip, vui choi, &n
ngu......cua tré trong ngldy cling nhu cic thong bdo dinh ky, dot
XUAL......tru6c khi ding tai 1én cong thong tin dién ti.
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Pang Quang Hiéu

Nhan Sws
CNTT Uy
vién

viéc duy tri hoat dong hé théng CNTT, cong théng tin dién tir tai don
vi ludn thong sudt va hiéu qua.
Cung d/c Thu chiju trach nhiém chinh stra hinh anh, video clip va dang
tai cac tin bai, hinh anh hoat dong cta truong sau khi di dugc phé
duyét.
Truc cong thong tin dién tir. Pam bao cép nhat thong tin méi hang tuén
(mdi tudn c6 it nhat 1 tin méi) va nhimg khi c¢6 su kién 16n trong ngay
dién ra.
Céap nhat dir 1iéu vao day du cac chuyén muc:

- Tin tinh gi6i thiéu vé trudng.

- Tin tirc — hoat dong.

- Kho dit li€u — Thu vién dién t\r.
Chiu trach nhiém tdng hop tin bai, hinh anh, hoat déng, video clip... do
cac thanh vién trong ban bién tip cung cép, trinh 02 hiéu phé phé
duyét, sau do oﬁﬁ%ms céc bd phan chinh sura theo yéu cau, thu lai cho

d/c Hiéu trudng duyét chinh thirc. Khi d3 dam bao cac yéu cau méi

dng tai.

Van hanh chinh thirc Céng TTDT theo ké hoach ciia Quén. Thuc hi¢n
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Pham Thi Bich

TTCM

Uy vién

Chiu trach nhiém thu thap thong tin, hinh 4anh va viét tin bai vé cac
hoat dong cham soc, nuéi dudng, gido duc, vui choi, an ngd, nang
khiéu, hoat dong theo chu de....chuong trinh hoc, bai tho, bai hat, cau

chuyén, céc thong bao, luu ¥ nhic nhd... 1ta tudi MGL.

Chi dao cdc thanh vién trong t6 MGL dang tai tin tic, tai nguyén thudc
chuyén muc cua khoi 1én cong thong tin, cong noi bo.

Chiu trach nhiém thu thap thong tin, hinh anh va viét tin bai vé cac
hoat dong ciia Chuyén mon.

Dang Thi Nhung

TPCM
Uy vién

Chiu trach nhiém thu thap théng tin, hinh anh va viét tin bai vé cac
hoat déng cham séc, nudi dudng, gido duc, vui choi, an ngu, nang
khiéu, hoat dong theo chu dé....chuwong trinh hoc, bai tho, bai hat, cau
chuyén, cdc thong bdo, luu y nhic nhé.. lira tudi MGN, MGB.

Chi dao cac thanh vién trong t& MGN, MGB ding tai tin tic, tai
nguyén thudc chuyén muc cuia khoi 1én cong théng tin, cong ndi bo.

Nguyén Ngoc Anh

BTCD

Uy vién

Chiu trach nhiém thu thap théng tin, hinh anh va viét tin bai vé cac
hoat dong chung cia nha trueong.Chiu trach nhiém thu thip théng tin,
hinh anh va viét tin bai vé cic hoat dong cua Chi doan.

Duong Thi Kim Thanh

Ké toan

Uy vién

Chiu trach nhiém viét tin bai vé théng bao cong khai cic khoan thu
theo nam, thang, hoc ky vdi cha me hoc sinh vao thang 8, 12 hang
nam.

Lam bdo céo Ba cdng khai trinh Hi¢u truéng phé duyét trude khi dang
tai 1én cong thong tin dién tr vao thang 6, 9 hang nam theo Thong tu
09
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Pham Thi Hién

Chiu trach nhiém thu thap théng tin, hinh anh va viét tin bai vé cdc
hoat doéng chim séc, nudi dudng, gido duc, vui choi, dn ngi, ning
TB TTeND | khiéu, hoat dong theo chu mm:...or:Q:m trinh hoc, bai tho, bai hat, cdu
Uy vién chuyén, cdc thong bdo, luu y nhic nhé...Ifta tudi NT.
Chi dao cac thanh vién trong td NT dang tai tin tic, tai nguyén thugc
chuyén muc cua khéi 1én cong théng tin, cdng ndi bd
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