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

TRUONG THCS LE QUY PON Pic 1ap — T do — Hanh phiic
Sb: ¥ /Qb-THCSLQD Long Bién, ngay P§thang 10 nam 2023
QUYET PINH

Veé viéc thanh lap Ban chi dao ing dung CNTT
Niam hoc 2023-2024

HIEU TRUONG TRUONG THCS LE QUY PON

Cin citr Hudng din sb 170/PG&DT ngay 31/8/2023 cua Phong Giao duc
va dao tao quin Long Bién vé viéc huéng dan thuc hién nhiém vu nam hoc
2023-2024;

Can ctr k& hoach sb ...... /KH-THCSLQDP ngay ..../10/2023 cta truong
THCS L& Quy don vé viéc thuc hién nhiém vu cdng nghé thdng tin ndm hoc
2023-2024;

Can ctr nhiém vy, ké hoach nim hoc cta truong THCS Lé Quy Pon,

QUYET PINH:

Pitu 1. Thanh 1ap Ban chi dao tng dung Cong nghé¢ thong tin trudong
THCS Lé Quy Pon ndm hoc 2023-2024 gom:

1 D/c Nguyén Thi Minh Thuy - Hiéu trudng - Trudng ban
2 P/c Khiic Thi Thanh Hién - Phé Hiéu truéng - Trudng ban
3 P/c Nguyén Tai Diing - Nhanvién CNTT  -Uy vién
4 Dlc Nguyén Thi Hong Nhung - Nhén vién KT - Uy vién
5 D/c Phan Thuy Duong - TPT -Uy vién
6 D/c Nguyén Thi Ngoc Hién - GV-ThukyHPD  -Uy vién
7 DPl/c Nguyén Thu Phuong - Gido vién - Uy vién
8 D/c Pham Vin Quy - TTCM - Uy vién
9 D/c Ta Thi Tuyét Son - TTCM - Uy vién
10 D/c Pham Phuong Trang - Gido vién -Uy vién
11 D/c Nguyén Thi Ngoc Thuy - Gido vién Uy vién

Pidu 2. Ban chi dao quén ly va diéu hanh c6 trach nhiém thuc hién dung
chitc ning, nhiém vy, cac quy dinh theo ké hoach ctia UBND quén, phong
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GD&DT quan Long Bién va truong THCS Lé Quy Dén vé thyc hién trién khai
ing dung Cong nghé thong tin.

Pidu 3: Cac ddng chi c6 tén tai Didu 1 chju trach nhiém thi hanh Quyét
dinh nay. Quyét dinh nay c6 hiéu lyc ké tir ngay ky./.

Noi nh@n:
- Nhu diéu 3;
- Luu VP.

*

“Ngtyen Thi Minh Thity
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‘ KE HOACH PHAN CONG NHIEM VU
(Keém theo Quyét dinh 56 84 /QD-THCS LODP ngay . Yfthdang 10 nim 2023
cua Truwong THCS Lé Quy Don)

STT

Ho va tén

Nhiém vu

blc
Nguyén Thi Minh Thuay
Hiéu truéng
Trudng ban

Phu trach chung, phu trach chi dao va chui trach
nhiém viéc tiép nhén va lip dat CSVC va thiét bi.
Phéi hop véi vac phong ban, don vi cung cap thiét
bi thuc hién hoan thién ho so thiét ké thi cong.
Hoan thién cac vdn ban chi dao (Ndi quy, quy ché,
quy dinh, k& hoach....)
Tham gia tap huén va t6 chirc tip huin tai don vi
trong chuyén giao ky thuét va trién khai tng
dung CNTT tai don vi.
Thuc hién danh gia hiéu qua mo hinh, béo céo
danh gia thi dua khen thuong, ky lut trong cong
tac trién khai tmg dung Cong nghé thong tin cua
cic thanh vién trong don vi.
Phu trach cong tac trién khai tmg dung CNTT
trong truong hoc. Diéu hanh téi c4c gido vién,
nhan vién cta nha truong.
Xay dung co ché danh gia — gan két qua ung
dung CNTT ctia c4 nhan, tip thé vdi thi dua
khen thudng, ky luat thang, nam.
Chiu trach nhiém chinh vé céng thong tin dién tir.
Tiép nhan trang thiét bi theo dfmg s6 luong, ching
loai va thong s6 k¥ thuét chi tiét trong bién ban ban
glao ky bién ban khi d4 nhan du trang thiét bi theo
s6 luong trong bién ban ban glao
Phéi hop chat ché& vi don vi thiét ké thi cong. Ban
quan ly du an, Phong GD$DT, mo s6 nhat ky theo
dai tién d6 hoan thién, trién khai dua mo hinh
truong hoc dién tir vao hoat dong va kip thoi co y
kién khi cn c6 su didu chinh cho phu hop thuc té.
Ban hanh cac quy dinh, quy ché quan ly, van hanh
va cung cap, cap nhat thong tm trén Cong TIDT
truomg (cd quy dinh cu thé vé néi dung, thoi gian
cdp nhdt tin, bai va néu rd trach nhiém cdp nhat
clia timg cd nhan theo ting chuyén muc, ...)

—
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b/c
Khtc Thi Thanh Hién
Pho6 Hiéu truéng —
Pho ban

Biao cdo danh gia thi dua khen thudng, ky luat ]
trong cong tac trién khai Umg dung Coéng nghé
thong tin cha cac thanh vién thudc td gido vién.
Cung v6i can bd CNTT chiu trach nhiém chinh stra
hinh anh, video clip va trinh phé duyét trudc khi
dang tai Ién cong thong tin dién tr. Pam bao cap
nhat thong tin méi hang tuan va nhimg khi c6 sy
kién 16n trong ngay dién ra.

Chiu trach nhiém viét tin bai, hinh 4nh vé cac
HDGD, gi4o 4n dién tir, Elearning, thi gido vién
gioi cac cdp, gido 4n cac tiét chuyén dé, thu vién
dién tir, thoi khoa biéu, lich khai thac va hoat
dong cac phong chitc ning, ngdy hdi ngdy 1€,
chuong trinh, ndi dung day ky ning song, ké
hoach tuin, cac hoat dong doan thé cua gido vién
va hoc sinh, céc tin, bai lién quan tdi hoat dong
x3 hoi, vin nghé chao mimg cac ngay 1& 16n, cic
vin ban chi dao chuyén mén cic cdp va cia

truong .... Bién tdp vao cac chuyén muc phu hop,

dam bao tinh cong khai va tinh bao mat.

Truc tiép xr ly cdc van ban thudc linh vuc
chuyén mén dugc phan cong phu trach hang
ngdy qua hom thu dién tir. Khong dugc phép dé
bao 181 d6 chura hoan thanh ding tién do.

Chiu trach nhiém kiém tra viét tin bai, hinh anh
vé cac HPGD, gido 4n dién tir, Elearning, thi
gido vién gioi cac cép, gido 4n cac tiét chuyén dé,
thu vién dién tir, thoi khéa biéu, lich khai thac va
hoat dong cac phong chirc néng .....Bién tap vao
cac chuyén muc phu hgp, dam bao tinh cong khai
va tinh bado mat.

Phu trach cong tac phé duyét va chiu trach nhiém
vé chit luong cac tin bai, hinh anh, hoat dong
trude, trong va sau khi dang 1én cbng théng tin
dién tr. Didu hanh t6i cic gido vién, nhan vién
cua nha truong.

Kiém soét tbt vé cac thong tin di, dang va s& cap
nhat 1én cbng TTPT.
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Chi dao va kiém duyét phan trao ddi théng tin
gilta gido vién chu nhiém cac 16p véi phu huynh
vé tinh hinh hoc tap, dao dac ctia HS trong ngay
cling nhu cac thong bao dinh ky, dot
XUAt......trudce khi dang tai 1én cbng théng tin dién
tu

Cung véi can bd CNTT chiu trach nhiém chinh stra
hinh anh, video clip va trinh phé duyét trudc khi
dang tai 1én cong thong tin dién tir. Pam bao cap
nhat thong tin mdi hang tudn va nhiing khi co su
kién 16n trong ngay dién ra.

Chiju trach nhiém kiém tra viét tin bai vé chim
soc suc khoe, phong chéng dich bénh, phong
chéng tai nan thu‘dng tich, theo ddi thuc don theo
tudn, mua, lich cong tac BGH, cac hoat dong dich
vu CLC, cac thoéng bdo, luu ¥ nhic nhd (Nghi
hoc, thoi tiét, trang phuc) ....va tdp hop Vin ban
phap quy, van ban quy dinh nganh (¢tgp hop van
ban phap quy ciia nganh chia thanh cdc muc quy
dinh, quy ché, nghi dinh, ...). Bién tip vao céc
chuyén muc phu hop, ddm bao tinh cong khai va
tinh bao mét

Chiu trach nhiém viét tin bai, hinh anh v& cac
HDGD, g1a0 an dién tu, Eleamlng, thi gido vién
gidi céc cip, gido an cac tibt chuyén dé, thu vién
dién tir, thoi khoa biéu, lich khai thac va hoat
dong cac phong chirc nang .....Bién tdp vao céac
chuyén muc phu hop, dam bao tinh cong khai va
tinh bao mat.

! b/c
- Nguyén Thi Hong Nhung
. Ké Toan - Uy vién

Cén ctr vao bién ban ban giao trang thiét bi, s |
theo ddi tiép nhén va theo d&i tai san duoc
d4u tu theo md hinh truong hoc dién tut: nhép
phan mém va theo ding quy dinh.

Lap hd so theo d&i viéc bao tri cac thiét bj
CNTT trong nha trudng.

Chju trdch nhiém viét tin bai vé théng bio
cong khai cac khoan thu theo ndm, thang, hoc
ky véi cha me hoc sinh vao thang 8, 12 hang
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nam.

Lam bdo céo ba cong khai trinh Hiéu trudng
phé duyét truéc khi dang tai 1én cong thong tin
dién tr vao thang 5, 9 hang nim.Truc tiép XU
ly cac vdan ban thudc linh vuc chuyén moén
dugc phan cong phu trich hang ngay qua hom
thu dién tir. Khéng dugc phép dé béo 15i do
chua hoan thanh ding tién do.

- Chiu trach nhiém vé hd so mé hinh tmg dung
Cong nghé thong tin.
- Kiém tra cac VB phap quy theo quy dinh, ra
soat, bd sung, kiém tra lai timg VB cho dung
ngay,thang ban hanh
- Sép xép sb sach quan ly thiét bi m6t cach cu thé
va khoa hoc
- Lap s6 sach, ho so theo ddi viée st dung CNTT
dién tir cia CBGV trong nha truong
Van hanh chinh thitc Céng TTDT theo ké hoach
cia Quén. Thuc hién viéc duy tri hoat dong hé
thdng CNTT, cbng thong tin dién tir tai don vi
ludn théng sudt va hiéu qua.
b/c Huéng din cic CBGVNV khai thac, van hanh

Nguyén Tai Diing hiéu qua céc thiét bj CNTT. C6 sd theo ddi, kiém

Nhén vién TBDD -CNTT | tra danh gia viéc thuc hién cia GVNV so véi quy
- Uy vién trinh quy dinh.

HO trg k¥ thuat cho d/c Diing trong viéc tiép nhén
trang thiét bi theo ding ) luong, chung loai va
thdng s6 k¥ thudt chi tiét cho bién ban ban giao.
Dam bao moi hoat dong CNTT trong nha trudng.
Chju trach nhiém tdng hop tin bai, hinh anh, hoat
dong, video clip... do cac thanh vién trong ban
bién tip cung cip, trinh d/c Hién phé duyét, sau
d6 chuyén céc bd phan chinh sira theo yéu ciu,
thu lai cho d/c Thiy duyét chinh thiac. Khi da
dam bao céc yéu ciu méi chuyén can bo CNTT
déng tai.
Chiu trach nhiém chuyén dat va huéng din CB
- GV — NV toan truong st dung cac trang thiét
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bi CNTT. phu trach cac phan mém tng dung
trong giang day.
Trye may chu, tnre cong thong tin dién tr. Pam

| bao cdp nhit théng tin mdi hang ngav, hang tuin (

dinh ky thir 5) va bdo cdo BGH bing van ban
nhimg ndi dung ton tal vuong mac khi van hanh
céng TTDT, cic giai phdp can dieu chinh, khic
phuc trong thi gian tiép theo va bio cdo khi ¢ su
vide dt xudt dién ra.

Cap nhit dir lidu vao day du cac chuyén muc:

- Tin tirc gidi thidu vé trudng.

- Tin tire — hoat dong.

- Kho dir liéu — Thur vién dién tu.

Chiu trach nhiém chuyén dat va huéng din CB
- GV — NV toan trudng sir dung céc trang thiét
bi CNTT., phu trich cic phin mém tmg dung
trong giang day.

Phu trich ding tai tin bai 1én cdng thong tin dién |
tr (Lop 1) cua nha tnrdong

Cung d/c Hién chiu trich nhiém chinh stra hinh

anh, video clip va dang tai cic tin bai. hinh anh
hoat dong cua trudng sau khi d3 duge phé duyét.

n

b/c
Pham Phuong Trang
Giao vién - Uy vién

Phu Trich vé (Lép 2) van hanh chinh thire cong
thong tin ndi b theo ké hoach cia nha trudme.
Thuyc hi¢n viée duy tri hoat dong dua tai lidu, bai
giang di¢n tir cua gido vien Ién cong théng tin ndi
xuyén sudt va dat hidu qua.

Hudng dan cic CBGVNV khai théc. van hanh
hi¢u qua l6p 2 ( cong théng tin ndi bd ) nha
trudng. C6 s theo doi, kiém tra danh gia vise
thuc hi¢n cua GVNV so véi quy trinh quy dinh.

b/c
Nguyén Thi Ngoc Thiy
TTCM — Uy vién

Chiu trich nhiém thu thip thong tin, hinh anh va
viét tin bai vé cdc hoat ddng gido duc, hoat dong
vin nghe thé thao, cic hoat dong ngoai gio 1én

16p theo chu dé, cac thong bio, hwu ¥ nhic nha...
theo tudn, dim bio sing thir 4 hing tudn ndp d/c
Hién phé duyét.

Scanned with CamScanner


https://v3.camscanner.com/user/download

Chiu trach nhiém thu thdp thong tin, hinh anh va
viét tin bai vé cac hoat dong giao duc, hoat dong

‘Dlc ; A 5 B3 A
7. Nguyén Thu Bt v’an nghé thfa tf:ao,’ cac Eloat d’(_)ng ngf)al %10 ler}
s _— 16p theo chu dé, cac thong bao, luu y nhac nha...
GV Vin - Uy vién L a5 A5 P X x
theo tuan, dam bao sang thir 4 hang tuan ndp d/c
Hién phé duyét.
Chiu trach nhiém thu thap thong tin, hinh anh va
Ble viét tin bai v& c4c hoat dong gido duc, hoat dong
8. | Nguy&n Thi Ngoc Hién v’an nghé thqe t}:ao,, cac float Cltong ng(’)al g;or let}
< , 16p theo chu @€, cac thong béo, luu y nhac nhé...
GV Van- Thu ki HD S e ae R £
theo tuan, ddm bao sang thir 4 hang tuan ndp d/c
Hién phé duyét.
Chiu trach nhiém thu thép thong tin, hinh anh va
.D e viét tin bai vé céc hoat dong gido duc, hoat dong
9. Phar Thily Brorig v,'Zln nghé th’é t}:ao,’ cac Eloat dtc}ng ng?éi gj&r lér}
T hu tréch — Uiy vién 16p theo chu dé, cac thong béo, luu y nhéac nhd...
ong piv it y theo tuan, dam bao sang thir 4 hang tuan ndp d/c
Hién phé duyét.
- TTCM chi dao cac thanh vién trong t6 hang
thang viét céc tin bai vé cong tac chuyén mon,
sang tao, doi moi phuong phép trong day hoc rdi
giri cho d/c Tuyén phu trach kiém duyét ndi dung
trude khi ding 1én cong thong tin dién tir
1 - Kiém tra nhic nhé gido vién trong td thudng
i ¢ 5 xuyén thuc hién ding céc yéu cau
10. Ta Thi Tuyét Son

TTCM — Toan-Ly-CN

+ Pang ky lich bdo giang truc tuyén hang tuan
dly du

+ Sir dung dod dung day hoc truc tuyén

+ Trao doi k¥ ning st dung bang tuong tac thong
minh

+ Bdi dudng k§ nang CNTT hang thang

+ Sinh hoat chuyén mén trén 16p 2
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11.

b/c
Pham Vén Quy
TTCM — KHTN

- TTCM chi dao céc thanh vién trong t6 hang
thdng viét cac tin bai vé cong tac chuyén mén,
sdng tao, d6i méi phuong phap trong day hoc roi
gt cho d/c Tuyén phu trach kiém duyét noi dung
truéce khi ding 1én cong thong tin dién tir

- Kiém tra nhic nhé gido vién trong tb thudng
xuyén thuc hién diing céc yéu cau

+ Ding ky lich bao giang truc tuyén hang tuan
day du

+ Sir dung d6 dung day hoc truc tuyén

+ Trao doi k¥ ning sir dung bang tuong tac thong
minh

+ Boi dudng k§ ning CNTT hang thang

+ Sinh hoat chuyén mén trén 16p 2
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