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TRUONG THCS LE QUY DON Déc lip - Tu do - Hanh phiic
SG:QQ/QD-TI-ICSLQD Phiic Loi, ngay 03 thang 10 nam 2022
QUYET DINH

Ve vi i¢c ban hanh quy ché quan ly,
str dung hé thong quén tri trong nha trurdng

HIEU TRUONG TRUONG THCS LE QUY PON

Can cir Thong tie $6 42/2021/TT BGDDanav 30 thang 12 nam 2021 cua
B6 trieng Bo Gido duc va Dao tao quy dinh vé co so dit liéu gido duc va dao
rqo.

Can cir Cong van s6 891/SGDDT-I'P ngay 31/5/2017 cua So giao duc
vao Dao tao Ha Noi vé viée trién khai thiee hién ces hé rhonq img dung CNTT
trong nganh GD&DT

Can ctr ké hoach sé 24 07/KH-SGDDT ngay 1 7/8/2022 vé viéc tang cuong
img dung coéng nghé théng tin, chuyén doi 56 va bao dam an toan thong tin cua
So gido duc va DPao tao Ha Noi giai doan 2022-2023 dinh lnrong dén nam 2030,

Triweong THCS Lé Quy: Don ban hanh quy ché vé viée quan Iy, str dung Hé
thong quan tri trong nha trirong ninr sau:

QUYET DINH:

bieu 1. Ban hanh quy ché quan li, sir dung h¢ thong quan tri trong nha
truomg nam hoc 2022-2023 va nhimg nam tiép theo (cé quy che kém theo).

Piéu 2. Cin cir vao nlnem vu dugc phan cong, can bg, gido vién co trach
nhiém thyc hién hoan thanh tét nhiém vu duge giao.

Piéu 3. Cac td chirc, ca nhan lién quan chiu trach nhiém thi hanh quyét
dinh nay ké tir ngay ky.

Noi nhin: _HIEU TRUONG
- CB, GV, NV nha trudng; ZoUAN Lo
o

- Luu: VT.

guyén Thi Minh Thiy
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UBND QUAN LONG BIF:N CONG 1HHOA XA HO1CHONGHTA VLT NAM
TRUONG THCS LI QU\’ DON I)m Inp =Ty do - Hanh pll(u

Phiic Lo, ngay 03 théng 10 ném 20272

QUY CHI
V/v quén ly, sir dung Ilt, tlmn;_, quén trj trong nhi tririmg
(Ban hanh kém theo quvef dinh so 40/QD-THCSLOD, ngay 03/10/2022
ctia Hiéu triweong Truong THCS Lé Ouny Don)

.}\ . . e Ko r
Piéu 1. Pham vi va doi twgng ap dung

Vin ban nay quy dinh vé viée quan ly va sir dung hé thong, cong nghé
thong tin (CNTT) bao gom: Cong TTDT; CSDLN; Website; zalo, s0gn piang I~
Learning; hoi hop tryuc tuyén, hé théng quéan ly hoc tip trye tuyén tai truimg,
THCS Lé Quy Don

DPiédu 2.Trach nhiém chung ciia c¢ic thanh vién tham gia sir dung hé
thong cong nghé thong tin

TAt ca cac thanh vién tham gia su dung h¢ thong cong nbh(, thong tin
trong nha truong phai bao mat tai khodan sir dung, khun;:, nhd ngudi khic lam
thay cong viéc ctia minh, thuong xuyén thay doi mat khiu ding nhip, ny goal ra
phai thuc hién mot s nhiém vu khéc do hi¢u trudong yéu ciu, H

-3 \'al

Picu 3. Trach nhiém cua hiéu trudéng

1. Tién hanh viéc thiét 1ap, phén quyén hé théng nguoi ding phi hgp vai
quyén han, nhiém vu céng téc cho timg cén bg, gido vién, nhan vién trong nha
truong, dam bao nhiém vy phén cong theo diéu 18 truong hoc. Chju trach nhiém
toan bd ndi dung da ding tai trén cong TTDT cua nha trudng,

2. Quan ly tit ca cac tai khoan sir dung phin mcm Cong TTDT; CSDLN;
Website, zalo soan giang E-Learning; hoi hop tryc tuyén, hé thong quan ly hoc
tap truc tuyen

3. Kiém tra vé viéc thuc hién quy dinh vé ciip nhit di¢m 50 va cdc thu%
tin cia gido vién, hoc sinh; cip nhit vao h¢ thdng céc loai hd so CC-VC va ho
so Co s vat chit - Tai chinh vao co sé dit lidu clia nha trudng,

4. Xét duyét hoc sinh duoce Ién [&p, khong duqc [én 1dp, danh hi¢u thi dua,
phai kiém tra lai cac mon hoc, rén luyén hanh kiém trong ky m,ht hé, Phé duydt
két qua danh ;Dm xép loai hoc sinh tmn;_, CSDLN sau khi tit ca gido vién b
mon va gido vién chu nhiém 1dp di nhip (Liy di ndi dung thong tin,

- 5. Chi dao vi¢e béo tin nhiin djnh ky va tin nhiin dot xudt cho phy huynh
hoc sinh vé két qua gido duc va tinh trang sire khoe ciia mdi hoe sinh.
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. Thanh 1§p Ban bién mp cong TTDTT cia nhd truong, trong do higu
man l‘\ Trudng ban, thanh vién 1d I.mh dao cdc t6 chire doan thé va c.hmh
qlmn trong nha tewdong. Chi dyo cic td, bd phin trong nha trudong viét bai va
dua tin én ums_ TTDT cua nhad truong, dam bao su sinh ddng cua comc,
TTOTamg ngay/ an/thdng dong thai sir dung hi¢u qua tat ca cde tinh niing clia

01\5\ TIDT,

7. Chi dao: Hogt dong chuyén mon trén CO 011& thong tin di¢n tir va vaoi cac
don vi trong cyum trudng; sogn giang E-Learning va cic img dung CN I'T vao day
hoe v gitp hoe sinh tyr hoe sau gidr 1én 16p thong qua hé thdng quan ly hoc tip trie
yen.

Quul dinh xir Iy theo thim quvcn dé nghi cac cap ¢6 thim quycn
qu\u dmh X1 l\ ddi \m m chire, ¢d nh.m vi pham; quycl dmh khen thuong theo
thim quyen, dé nnh; cip ¢6 thim quyén khen thudng ddi véi o chire, cd nhén co
thanh tich trong vige thye hi¢n quy dinh nay.

. \ " L4 - - " ” A ".
Dicu 4. Triach nhi¢m cia d/e phé hi¢u truong

1. Hang thang phai l\um tra, quan ly so diém va ghi nhiin xét vio cudi so.
Chu ¥ nhimg thay ddi veé si sO 16p, vide vao diém cua gido vién.

2. Theo ddi vige gido vién cdp nhit day du ho so hoc sinh, thdng tin
chuyen den, chuyen di, bo hoe (ncu co).
3. Giam sat viée vio diém kiem tra dinh ky va kiém tra thuong Xuyén cua

omo vien cde bO mon trong toan trudong theo ké hoach. Dya vio phd diém cua
¢ bai kidm tra dé chi dao cdng tic day va hoc & moi bd modn phu hop.

4. Bio ¢do voi higu trudng cdc tr wdng hop bét thuong vé diém sé v phoi
hop cic 18 nhoém chuyén mon dé xir ly nhur: Gido vién sira chira diém nhiéu lin
hodc diem s6 qua thip (qud cao) so vai miit bing chung toan tr uong ..

3. Giup hi¢u truéng phé duyét noi dung cdc bai viét vé chuyen mon dugce

dang tai wén cong TTDTeua nha truong.
6. Xay dung K¢ hoach va td chire thue hién: Hoat dong clmyen mon trén
cong thong tin 16p 2 va zalo nha truong; sinh hogt chuyén mén va thao giing
truc tuy m vl cac don vi trong cum tr uo*ng thong qua h¢ thong qu'm ly hoc tap

e tuven; sogn gidng E-Learning va cdc tmg dung CNTT vao day hoc va
hudng dan hoe sinh tr hoc.

7. Luu trir ban mém cde dé kiém tra dinh ky theo moi nim hoc. Ban giao
cho nhdn vién thu vién nha truong cic by dé kiém tra dinh ky sau mdi nim hoc
(ban mém va ban 0m\') dé phuc vu cho hoc sinh va gido vién tham khao.

8. Huéng din va chi dgo nhén vién thiét bi, thi nghiém cdp nhdp tai sin,
thiét bl day hoc, dung cu thi nghiém vao sé danh sach

9. Trich xudt thong tin, dir li¢u guri vé Sa/Phong GDDT dé tong hop, phuc
vu bdo cdo quan ly chuyén nganh.
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10. Theo ddi viéc cap nhat dir lidu, chi dao cong tac in s6 diém va luu trir
dung quy dinh.

11. Giap hiéu truong phé duyét ndi dung va viéc d'mg tai cac hoat
dong gi4o duc; hoat ddng phong trio trén céng TTDT cua nha truong.

12. Chi dao nhén vién thu vién nha trrdong cap nhat thu muc sach va tai
liéu tham khao biang phan mém cta thu vién truomg hoc. Hang ndm tang cuong,
b6 sung nguon hoc liéu luu hanh ndi bd cho thu vién truong (dé kiém tra dinh
ky; sang kién kinh nghiém; tai liéu tap huén cac cap . . .).

Diéu 5. Trach nhiém cia to trudng chuyén mon

1. Quan ly tat ca cac tai khoan phin mém CSDLN, tai khoan dang tai tin
ba1 trén cong Thong tin dién tir cua td vién, kiém tra viéc thuc hién cac quy dinh
vé bao mat tai khoan.

2. Kiém tra vé viéc thuc hién quy dinh vé cdp nhat diém so va cac thong
tin khac cuia to vién trén co s¢ dir lidu ctia nha truong.

3. De Xuat té vién xu ly ty 1€ diém bai kiém tra khi c6 dau hiéu khong dat
chi tiéu, ké hoach cua td chuyén mén.

4. Phan cong nguoi viét bai, dua tin tirc va chiu trach nhi¢m vé tinh chinh
xéc cua ndi dung cic hoat dong chuyén mon cua td/nhom chuyén mén ma minh
phu trach theo ké hoach trén cong TTDT cua nha trudng.

5. Xay dung ké hoach va td chire thuc hién nhimg viéc: Sinh hoat chuyén
mén va Hoi giang truc tuyén trong cum trudng; soan giang E- Leammg va céc
img dung CNTT vao day hoc (str dung So dd tu duy; thiét ké va sir dung thi
nghlem 40 . . .). Tham dinh cdc san phiam sinh hoat theo chuyén de, chu dé do
gido vién trong td/nhom bién soan trude khi dang tai trén cong TTDTcua nha
truong.

6. Quyét dinh Xu ly theo thim quycn dé nghi hi€u trudng va cap c6 tham
quyen xu ly ky luat t4 vién vi pham va dé nghi khen thudng ca nhan c6 thanh
tich tot thue hién quy dinh nay.

-A d . k ;'\ -7\ «A e d -
Piéu 6. Quan tri phin mém So diém dién tir clia don vi

1. Tham muu cho hiéu truong dé dam bao cac diéu kién vat chat, trang

thlct bi phuc vu cho hoat dong cua phin mém (thiét bi sao luu dy phong, phan
mém phong chéng virus, ...).

2. Cap nhat dir liéu ban dau vao dau moi ndm hoc hodc c6 thay déi theo
su phan cong cua hiéu truong.

3. Thuc hién céc thong ké va béo cdo so liéu theo yéu cau lanh dao nha trudng.
4. Hudng dan gido vién sir dung phan mém S6 diém dién tir

Pidu 7. Trach nhiém ciia gido vién chii nhiém (GVCN)
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1. Cap nhat danh sach va so yeu 1y lich hoc sinh dau nam hoc theo ding
thoi han quy dinh. Théong tin t6i thidu gdm: Ho tén; ngay sinh; dan tdc; gidi tinh;
dia chi thuo*ng tri; con gia dinh chinh sach; thong tin cha/me; dién thoal lién hé.
Cép nhat day du théng tin hoc sinh chuyén dén, chuyén di, bo hoc (néu cd).

2. Kiém tra S& goi tén ghi diém cua 16p; gitip hiéu truéng theo ddi viée
kiém tra cho diém theo quy dinh.

3. Cap nhat, kiém tra, xac nhén trong S6 goi tén ghi diém cac ndi dung sau:
- Két qua kiém dién (ving, mudn) trong thang, hoc ky va nam hoc;

- Két qua x&p loai hanh kiém va hoc lyc ctia hoc sinh timg hoc ky, ca nam
hoc; nhan xét danh gid két qua rén luyén toan dién cua hoc sinh

- Ket qua dugc 1én 16p hodc khong duoc 1én 16p, cong nhén hoc sinh gioi,
hoc sinh tién tién hoc k¥, ca nam hoc, dugc 1én 16p sau khi kiém tra lai hodc rén
luyén lai trong ky nghi he;

4. Huéng dan hoc sinh timg dung CNTT vao hoc tap, cung cap tai khoan
cho hoc sinh hoat dong trén trang Web “Truong hoc két néi”; khuyén khich hoc
sinh tham gia viét bai va dua tin trén cdng TTDT ctia nha truong. Pong vién hoc
sinh tham gia cac cudc thi tryc tuyén do B9, So GDDT phat dong. Hudng dan
hoc sinh tham gia hoc tap truc tuyen trén hé thong quan ly hoc tédp truc
tuyén (bai giang E-Learning) do céc thiy cb gido trong nha truong va ngoai
truong giang day.

5. Kiém dién hoc sinh trén app nhimg budi chinh khoéa, hoc thém, SH
CLB... Bo tin nhan kip thoi cho phu huynh hoc sinh tinh hinh hoc tép va rén
luyén hanh kiém hoc sinh mdi tudn/thang va nhimg théng bio dot xuat khéc.

Diéu 8. Trach nhiém cia gido vién bé moén (GVBM)

1. Thyc hién ddy di s6 lan kiém tra, cho diém theo quy ché cta Bo
GDDT. Truc tiép nhap diém hoc sinh clia céc 16p minh phy trach giang day dam
bao chinh xdc cong khai ding thoi han theo quy dinh (trir cac bai kiém tra dinh
ky dugce bd phéan thu ky nha truong tryc tiép chuyén sang hé théng CSDLN).

2. Thuc hién chic ning kiém tra diém trung binh mén hoc theo hoc ky, ca
nim cua hoc sinh do 16p minh phu trach.

3. Thuc hién thao gidng truc tuyen soan glang E-Learning va img dung
CNTT vao day hoc (str dung So do tur duy; thiét ké va sir dung thi nghlem a0 ...),
bién soan céc san pham sinh hoat theo chuyén dé, chii d& do td/nhdm phan cong,

4. Tham gia viét bai va dua tin tirc trén trén cong TTDT cua nha truong
theo su phén cong cia td/nhém chuyén mén va céc td chirc doan thé trong nha
truong; chiu trach nhiém moi thong tin khi dang tai trén méi trurdong mang.

Diéu 9. Triach nhiém ciia nhén vién van thw
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- 111 Nhan vién van thr cdp nhat day di théng tin hd so can b, cong chir,
v1’en CA uc, nguoi lao dong (so yéu Iy lich, dao tao, boi dudng, qua trinh cong
tac, nang lwong, khen thuong, ky ludt ...) vio phdn mém ctia hé thong.

2. Thuc hién viéc in s diém trén CSDLN va luu trit theo dang quy trinh.
~ 3.Capnhit He théng quan 1y viin ban, diéu hanh trén cong TTDT va cac
hop thu dién tr dé bao cé‘o lanh dao nha truong xir ly dung thoi han. Sap xep,
[uu trir van ban, cac loai ho so theo quy dinh va khoa hoc.

Diéu 10. Tréch nhi¢m ciia nhan vién y té
1. Cép nhat theo dai strc khoe dinh ky cho hoc sinh.

2. Tu vzfm cho phu huynh hoc sinh trong viéc cham séc strc khoe hoc sinl}
tai nha qua S4 lién lac dién tir. Thong bao cho phy huynh nhitng thong tin ve
bénh 1y hoc sinh thuong gip nhu: Cac tat khic xa vé mat, suy dinh dudng, co1
xuong . . .

3. Cap nhat day di cic thong tin vé thiét bi y té, danh muc va so luong
cac loai thudc duoc trang bi hang nam.

Pidu 11. Quy dinh vé viéc ghi diém, sira diém trén csdLhanoi.edu.vn

a) Ddi véi diém kiém tra, danh gia thuong xuyén: Gido vién mén hoc lua
chon nhimng diém kiém tra, mirc dénh gid dang nang luc, pham chat cua hoc sinh
dé nhip vao STDDGHSBT. Cin ctr vio ké hoach gido duc nha truong, Hicu
trudng quy dinh thoi han hoan thanh viéc nhép diém kiém tra, muc danh gia
trong mdi hoc ki 14 vao tuan 8; tuan 17, tuén 26; tuan 34.

b) P6i voi diém kiém tra, danh gid giita ki: phai nhdp diém vao
STDPGHSDT cham nhat 10 ngay lam viéc tinh tir ngay kiém tra,

¢) Déi véi diém kiém tra, danh gi4 cudi ki: phai nhdp diém ngay sau khi
da chim, tra va chira bai cho hoc sinh; hoan thanh cap nhat diém cham nhat sau
10 ngdy lam viéc tinh tur ngz}y kiem tra. Truong hgp phiuc khao bai kiém
tra, danh gia phai vao diém ngay sau khi c6 két qua phac khao.
d) Két qua danh gia lai cic mdn hoc, rén luyén trong ki nghi hé cua hoc
sinh (néu ¢6) hoan thién trude 31 thang 8 hang nidm.

2. Quy dinh sira chira diém, sira chira mirc danh gia
1. GVBM truc tiép nhap diém vao csdl.hanoi.edu.vn
2. Trudc khi kiém tra hge ky, bo phéan quan ly diem s€ in cac cot diém ra
-n ~ . :\ ’ - A ’ . ’ L k 3 "\

giay de¢ GVBM kiém tra. Phat hién c6 sai sét, GVBM guri ho so chita diém cho d/c
PHT phu trach chuyén mén ( ¢6 xac nhin cua to trudng chuyén moén), hd so gdom:

- Bang kiém tra c6 gach diém cii, chita diém mai bing myc do bén canh va
ky xac nhan (ghi ho va tén

- Bai kiém tra cua hoc sinh lam minh chimg. Neéu la diém kiém tra miéng
thi ¢6 hoc sinh dugc chita diém va mét hoc sinh khéc trong 16p ky xac nhan trén
bang diém ( ghi rd ho, tén)
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Khi du ho so, d/e Pho
ph\m stra dicm lhxm. hlw Hai ln y )’Lnl/mon ky dong
AULRY 3 L lr(rc ( )
mon gilr 1 de doi ehidy khi cin thiéy, Han cubi ¢ ¢ Pho
kicm tra hQL ky. i de sira dié

T phy trach chy

arho sor (e g Y, chuyén b

Hr phu trach chuyén
m 14 01 tuan 12 trudre khi

lnuml, hop bai qun tra hoe l<y,
chinh dn bai kiém trn dlr(ﬂ, ( chire chf

chuyén mén cling lhun;b nhi

néu ¢6 sira chirg do nhap sai, h(M(, dicu

am lai (phic khio), GVBM vi th triecmy
dll kh(mg qua 03 ngay sau khi in ra ban kiém tra

Dicu 12, Quy dinh ve quén ly, in, luu triv So6 Goi tén vi Ghi diém

. 86 Goi tén: Cudi mai thang, (IVCN ghi di¢m danh hoc smh cta lop
mmh vao CSDLN. Tuin diu cta llmm, ké lwp, b phan quan ly sO in ra giay,
GVCN cdng khai dén hoc sinh trong tiét sinh hoat, ky xéc nhin va nop lai cho
nhin vién vin phong luu gitr, hiéu trugng ky duygl va kiém tra khi can thiét.

Cudi hoc ky s& déng lai thanh tap theo thir tw nhu miu S6 Goi tén va Ghi diém
cua BQ GDDT.

. S6 Ghi diém: Sau khi nhap day du cic cot diem & urn& b mon, cudi

hoc l\y s& in diém tir may tinh ra gidy. GVBM va GVCN ki¢m tra xong sé ky

xac nhén vao dudi moi uang, in co lién quan. Hi¢u trudng ky xac nhan va thong

bdo cong khai cho gido vién, hoc sinh, gia dinh hoc sinh bict. Sau cung s¢ dong

lai thanh tip cac trang theo thir u,r nhu miu ctia BO GDDT dé phyc vy cong tic
kiém tra chuyén mon, tdp hop s6 liéu béo cdo va luu trir,

3. In, luu tri:

a. SO diém ctua moi 16p dugce in theo mau cta Bo GDDT ban hanh (kho
gay A3 hoic A4). Dir licu CSDLN sau khi dugc kiém tra s@ dugc sao luu ra dia
USB.

b. S diém cé nhin cla g,no vién: In vao diu hoc ky (kho A4) va dugc kiém
tra thudng xuyén theo quy dinh. Cudi nim ndp vé nha truomg dé luu trir theo quy dinh.

c. Sau khi két thic hoc ky va ndm hoc, hi¢u truong ky duyét, dong diu
gidp lai, luu trir s6 Goi tén va Ghi diém theo quy dinh ciia Bo GDDT.

Didu 13. Quin tri phiin mém cong TTDT ciia don vi

1. Bao cdo cho hié¢u lur(mg vé nhu,m vu cua cac thanh vién trong Ban
bién tap da thye hién theo ké hoach dé dam bao cdc ndi dung va nguon tin tire
cho sir séng dong ctia cong TTDT timg ngdy/tuan/thing,

2. Dam bio sy két ndi va lién thong gitra cic trang Web cia By, So
GDDT va véi cac don vj lién quan, Quin ly v bao mdt dix li¢u trén may tinh
cia nguoi quun tri, thuong xuyén I\lcnl tra thong tin di ding tai , phong chong
tin tic va virus xam nhip pha hogi cong TTDT ciia nha trudng,

3. Cap nhit kip thoi trén cong TTDT cia nha trudmg cdce tin tre va nhimg
bai viét ngay sau khi dugce linh dgo phc duyét, dong thoi diing tai cdc van ban,
cac thong bao va nhimg chi dgo cia cép trén,
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4. Cap “h‘.‘} Cﬂ? th("}g bfﬂo vao dau mdi nam hoc hofic nhimg thay dbi Y
poach theo su phén cong ctia hi¢u trudng, ' '

8

5. C}“‘a“Ab! el V€‘1.?11ill dap L'rng,‘: Hoi nghi, hoi théo trye tuyén; sinh
hoat C.hu}’c‘“ ‘:']0'} va thao giang tryc tuyen trong cum trudng; s04n giang I~
Learning va cac tng dung CNTT vao day hoc theo K& hoach cia nha trutmy.

6. Tuyét doi bido mat cac tai khoan cd nhin va mat khiu quan 1 cong
TTDT cuta nha trudng. Chiu trach nhi¢m vdi nhiing tin tire, bai vict va thong b4o
sai 1éch so véi noi dung da duge lanh dao phé duyét.

Quy Ghé nay dugc xdy dung nhidm thuc hién tht cong tac quan 1§ va u
dung hé thong tmg dung cdong ngh¢ thong tin cta truong THCS Lé Quy Don
nam hoc 2022-2023 va nhiing ndm hoc tiép theo ./.

Noi nhan:

- Phong GD&D TP;
-CBGV,NV;

- Ding 1én website;
-Luu: VT.
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