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QUYE,T DINH
vdi viQc ban hhnh o"r;[;[j.Tfritjr;Jg quin tri nhd trudng

Cdn cu'Thong tu' 2B/2020/77:BGDDT ngity 04/9/2020 cua BQ GD&ET
ban hdnh Diiu lQ tru,r'dng Ti€u hoc;

Cdn cu' thong tu so 27iT7'-BGDDT ngdy 04/9/2020 cita 86 GD&DT vi
Quy dinh ddnh gid hoc sinh tieu hoc tir ngiry 20/10/2020;

Cdn cir Cong vdn s6 1658/SGDD7'-GDCT.HSSV ngdy 09/9/2024 cua So

Gido dttc vd Dtro tcto vi vi€c hr6'ng din thrrc hi€n nhi€m vtt Cl{7'7', CES ndm hoc

2021-2025.

Cdn cir C6ng vdn so 139,/GDDI ngdy 10/09/202,1 cua Phdng GDDT Xuan
.;

Ti'tro'ng ve viec htr6'ng dan thtrc hiQn nhiQnt v4t C|{7'7, CES ndm hoc 2024-2025;

Ciin cri'Ke hoach sij S+/XU-I'HXN ngdy t9/9/2021 vi {r'ng d4tng cong

nghe tltong tin, chuyAn atji sa ctia trtrd'ng L'ieu hoc X.run Ngoc;

Cdn cir tinh hinh thuc ft cua trud'ng Ti€tt hoc Xudn NgOc.

QUYE-r'D!Nrr:

Di6u 1. Ban hdnh Quy ch6 sti dr,rng hQ th6ng quan tri nhd trudng ndm hoc

2024-202s.

Didu 2. Qu-v ch6 ndy c6 hi6u luc thi hanh k6 tu n[m hgc 2024-2025.

Quy ch6 duoc bo surrg su'a doi l<hi co v6n d0 m6i nai, sinh ho{c kh6ng cdn

phu ho. p.

Diiiu 3. C6c t6 chfrc, cd nhdn liOn quan chiu trdch nhiQm thi hdnh

qur it dinh nav ke tu ngai l<y.r.

T n Kinr I.Iue
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UBND HUYPN XUAN TRUONG

TRIIONG TIEU HQC XUAN NGQC
ceNG rroA xA Her crIU NGHia vrt'r NAM

DQc lflp - TE do - H4nh phric

QUY CHE
Sir dgng hQ th6ng quin tri nhir trudng

NIm hgc 2024-2025
(Kdm theo Quydt dinh sii 5S/QD-THXN ngdy l9 thdng 9 ndm 2024

cila HiQu tradng trwdng Ti€u hqc Xudn NSpc)

Didu 1. Ph4m vi va tliii tu'gng rip dqrng

1. Van ban ndy quy dlnh r,6 viOc quan ly vdr su dung h6 so, s6 s6ch diqn tu'

tr0n hQ th6ng phdn m6m Quan ly nhd.truong VNEdu, trang th6ng tin di6n tu nhd
tru'ong, dich vU c6ng truc tuy0n, phAn nr6rn qudn l,v k0 totin. CSDL nghnh, vlr
cac ph0n mOm kh6c tir ndm hoc 2024-2025.

2. DOi tuqng 6p dung: C6n bQ qudn ly, gi6o vi6n, nhdn vi6n vd c6c t6,
nhcim, bd phdn trong tr:udng Ti0u hoc Xudn Ngg..

Di6u 2.'lrich nhi6m chung cfra cfc thirnh vi6n tham gia sir dung hQ

th6ng cdng nghg th6ng tin
'l6t ca c6c thdnh vi0n tliam gia su dr,rng h0 thdng cdng ngh0 th6ng tin

trong nhd trudng phai bao mqt tdi khoan su'dpng, kh6ng nhd ngtrdi kh6c ldm
thay c6ng viQc cua minh" thr-rdrrg xuyOn thay d6i nr6t khAu d5ng nh6p. Ngodi ra
phai thuc hiOn mdt sd nhiQm vu khdc do hiQr"r truong yOu cAu.

Didu 3. Trfch nhiQrn cria IIiQu tru6'ng

- thiet lAp phdn quyen hQ th6ng ngudi dtng. pht) hgp v6i qu,v6n hqrn

nhiQm vu c6ng t6c cho timg thdnh vi6n, cdn bQ, gi6o r.,ien, nhdn vi0n trong nhd
truo'ng dam bAo nhi6m vur phdn cdng theo Di6u 16 truo'rrg hoc.

- Ban hdnh Quy,et dinh thdnh lap l3an chi dao thUc hiqn rlrng dpng c6ng
ngh6 th6ng tin, chr-ry0n ctOi sO ti'ong nhd trudng.

- Thinh lAp Ban Truydn th6ng cua nhd trud'ng, trong d6 cu.Pho hiQu truong
ldm l'ruong ban, thairh vi6n ld ldnh c14o c6c l'6 chuyOn f6n, t6 chirc cioirn th€,
giao vi0n trong nhd truo'ng. Ban I'ruy€n th6ng x6y dung kC hoqc hoat dQng cp thO.

- Chi dao viOc cung c6p th6ng tin dinh k,i vd th6ng b6o c10t xu6t cho phg
hu,vnh hoc sinh ve tOt qua gi6o cluc vlr tinh trang silc khoe cira m5i hoc sinh.

- Xay dUng quy chO sLi'dung phAn mdm trong d6 quy dinh 16 vA thoi di6m
khtia, mo vd qu1, dlnh cdc thu tuc, thrri -eian cflp nh6t cliOm s6, nhfln xdt ddnh gi6
sau khi kh6a s6.

-.Xdt duy0t hgc sinh duoc ler-r l6p, kh6ng dugc lOn l6p, danh hi6u thi c1ua,

phai ki6rn tra lai ciic mdn hoc trong k1i nghi. hd, kOt qua d6nh giir hqc sinh tr6n
phan m0rn Quan ly nhd truong VNEciu hhi r6t ca gi6o i,,i6n b6 rnOn vd gi6o vi6n
chu nhiem ldp dn cip nhAt dd-v cl.r n6i dLrng thdng tin.
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- Chi dao c6ng t6c luu trfr'vd b6o qufin sd theo d6i vd d6nh gi6 hqc sinh

(theo lcrp): c6c hd sJ dA nghi s[r'a chira th6ng tin, diem so cta tu'ng ndm hoc:

qLran l,v hoc ba hoc sinh trong thoi gian hgc sinh hqc tflp tai nhd trlrong'

- ViQc luu trir, bAo cluan tdi liQu chuyen m6n nghiQp vU, h6 so s6 s6ch, kti

hoqrch bdi dqy, hqc ba difn tu,... duoc thUc hiQn theo quy dinh'

- Qryej dfnh xt'ly theo thAm q."y..n cle ngh-i cac cdp co thAm qu'en T{tt
dinh xu l,v ooi v6i t6 chuc czi nh6n vi Pfam, qr{..l dinh khen thucrng theo thdm

qrvdn de nghr c6p c6 thfm quyon khen thuong d6i v6i t6 chri'c c6 nhan co thinh

tich trong viec thuc hidn quy dinh nai"'

Di6u 4.'I'r6ch nhiQm ctia Ph6 hiQu tru6'ng

- X6y dung k0 hoach ki6rn tra, t6 chti'c kiem tra, d6nh gi6 viQc cap nhat h6

sir hoc sinh tr€n phAn mem Quan ly nhd tru'ong VNE'du;

- DuyQt K€ hoach bu\i d4r'tr6n h0 th6ng: - : : ::::

- Giiim stit viclc trierr l<hrri giao bdi t4p cho hoc sinh cua gi6o vien trOn hC

th0ng:

- Gi6m s6t viqc vdo di6nr kiOm tra dinh kj, yd kitim tra thucrng.xu,v0n cua

giiio vi6r-r va c6c bQ mdn trong tohn trudng theo k0 ho1ch dua vdo ph6 di€m qua

circ bai ki6m tra cl6 chi dao c6ng t6c da,v vd hoc tr mdi U0 mQt phu hop.

- Hdng k! kicru rra quan 11 s6 di6m vd ghi nhfln xdt vdo cu6i s6.

- 86o cdo HiQu tru'o'ng cfc trudng hgp bAt thudng ve di0rn so va ph6i hop

vti'i c6c t6 nh6m chu,v6n m6n d0 xil ll'.

- Don doc c6c t6 chuy0n m6n vd giirp hi6u trudng phe duyOt ndi dung c6c

bdi vi6t vC chuyOn tn6n duoc dang tii trOn website clia nha trudng.

- phe duyQt vifc su'a th6ng tin, cli6m s6 cua giiio viOn vd Ban quAn tri phAn

nrirrr Quin lr nha trtLirttg VNEdu.

- QLran l!, chi clao c6rrg tic in so cliom. hqrc b4 vd luu trfr'thco quy dinh.

- I(ho'i t1o vi\ qutin l,v tAt ca c6c tdi khoan su'dqng phdn ,le- Quan lf nna

tru'irng Vl..lEdu, website tai cicyn vi: ki6m tra vi6c thUc hlOn c6c quv dlnh v0 phdn
).

quycn. bao rnflt tai l<hoin.

- Quan ly va chir-r tr6ch nhiqm v0 viQc diOu chinh c6c sai sot trong qu6

trinh nhap th6ng tin, di6m s6 tren phan m€m Quan ly nhd truong VNE,du CSDL

nglrnh sau khi khoa dir li6Lr.

- F)arn bao cfc di$u ki0n ve c,y sii r,qrt ch6t, trang thiet bi phUc vu cho hoat
, '\ 

l
dottg cua pllal) lncnl.

- Phin qu,vOn cho c6c cf nhdn, t6, nh6m, b0 phfln sir dung phAn mA'tr'

- enan l, vA biio rrflt clir 1i0r.r, thuc hien khoa/mo s6 theo ),eu cdu cua hrQu

tnro'ng nhi tru:t\'r'rg.

- CAp nhit t1ir licu ban dAu vdo dALr nr6i ndm hoc hoirc khi c6 tha,v d6i theo
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slt' phan cdng cua hiOu truOng trOn phAn mem Quzin ly nha trtrdng VNEDII,
CSDL ngdnh, r,r,ebsite.

,i- Tap huan, hu6ng ddn, h6 tro. gi6o viOn, nhAn vi6n trong viQc sft dUng

phAn m0m.

- Thpc hi6n thao t6c chul'6n trud'ng, ti6p nh4n, chuytin c6p hgc dOi vOi hgc

sinh trCIn h0 th6ng \rNEDU, CSDI- ngdnh.

- Trfch xu6t th6ng tin, dir liQu gti'i ve SO/ptrOng GDDT dO t6ng hgp, phpc
vir b6o c6o quAn ly chuy6n ngdnh.

. - Quan ly hQ th6ng mAng, duo'ng truyOn internet, hQ thOng m6y tinh vlr c6c

thiet bi phi;c vr; c6ng t6c u'ng dung CNTT nhd trucrng.

- Lap kC hoach chuAn bi CSVC d6p u'ng HQi ngh!, h6i thao trqc tuy6n;
sinh hoat chr,ryen m6n vii thao giang truc tu,v6n trong cum, trud'ng vir c6c fng
dung CNTTtrong dav vir hoc.

- Giirp Hidu truo'ng phO duyQt nQi dung vd ddng tdi cdc ho4t d6ng gi6o
duc, hoat dQng phong trdo trOn website cua nhd truong.

Didu 5. 'I'rrich nhiQm cria T6 tru6'ng chuyOn m6n

- Ki€m tra d6n cl6c i,igc thpc hiQn ceic quy dinh v0 hd scr s6 s6ch diQn ti'
,. tcip nhat dirlrrr vii circ th6ng tin kh6c cua c6c td vi0n tr€n hC th6ng cua nhd

trr-rorg.

- PhAn c6ng ngudi vi6t bdi clu'a tin vd chlu tr6ch nhiem vO tinh chinh x6c
cua nQi dung c6c hoat C0ng chr;yOn rnon cia to nhom chuyOn m6n mlr minh phr,r

trfch theo ke hoacir trOr-r r,vebsitc cta nhd trucrng.

- Xa,v clUng l<6 hoach r,d t0 chilc thuc hiQn nhfr'ng viOc sinh hoat chuydn
nron thao giang trr-ic tr-r1,cn trollg tru'rrng vlr c6c ung ciung c6ng nghQ th6ng tin
vao dq,v hoc thAm rlinh cdc san ph6n-r sinh hoat theo chuydn dd chii d€ do gi6o
vien to nh6m biOn soan trr,L6'c khi cldng tai trOn rvebsite c[ra nhd trudng.

- D0 nghi i,6'i lli0u truo'ng vd c6p c6 th6rn quyen xu ph4t vd d0 nghi klien
thrl'ong c6 nhAn co thdnh tich t6t thUc hiQn qu1, dinh ndy.

Di6u 6.'I'rfch nhiQm ciia gi:io vi6n chri nhiQm

a) Chiu tr6ch nhi0m truric FIiQr-r trtro'ng ve vi6c bao m{t th6ng tin tdi khoin
cua rninh trong qu6 trinh su'dung.

b) Cflp nh{t vdo he thdng phAn mdnr Quan l,v nhd truo'ng c6c th6ng tin:

- Danh siich vi so y6r-, 11, lich hoc sinh clau ndm hgc.
,, 

^- Kt-1t qua dhnh gi6 xOp loai hoc sinh cua lop veio cudi m6i hgc ky, cdn5m.

- C6c thdng tin li0n quan kh6c tr0n phin m0m.

c) 'lhr,rc hiOn chu'c r-rfu'rs: I(i0m tra lai cric kdt clui d6nh gi6, xtip lo4i
hanh hiOrn vii hoc ir-rc tr,r'ng hoc I<!'. cii nitm hoc cua hqrc sinh trCn phan mOrn. L4p
clanh s6ch d0 nghi lioc sirrh rfuLtrc len lo'p, o' lai lcrp: hoc sinh drrcrc khen thurrng;
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hgc sinh ki6m tra l4i c6c mdn hoc, hgc sinh phdi rdn luyQn hanh ki6m trong he.

d) Ki0m tra vA ky x6c nhAn c5c n6i dung sau d6y:

- Ket qua ki€m diQn hgc sinh trong ndm hoc.
-- :.- Ket qua d6nh gi6, x6p lo4i ning lgc vd phdm chAt cira hgc sinh.

- fOt qui dugc l€n 16p hoflc o lai l6p, cdng nh6n hgc sinh khen thuong
trong ndm hoc, duoc l0n l6p sau khi kiOm tra 14i hohc rdn luyQn trong hd; xdt d0

xudt c6c hinh thfc khen thuong cfia hgc sinh.

- Cap nhAt thdnh tich vd lihen thuong.

- 56 theo ddi va drinh gi6 hoc sinh, hgc b4 hoc sinh.

- Flu6'ng d5n hoc sinh t'ng dung cdng ngh0 th6ng tin vdo hqc tflp khuy6n
l<hich hoc sinh tharr, gia vi0t biii vi dua tin trOn r,vebsite cua nhd trucmg d6ng
vien hoc sinh tham gia cdc cuoc thi trqc tuy6n do BQ, S<r giSo dpc ddo tpo ph6t
dOng. Ilucing d6n hoc sinh thanr gia hr.rc tap truc tu1'6n trOn do c6c thAy c6 gi6o
trong nhd truung vd ngoiri nhd trucrng giang dAy.

- 86o tin nhin kip tlioi cho cha me hoc sinh (CMI{S) tinh hinh hqc tap vd
^ i. I

ren lu1'en rnoi tuan. th6ng vd nhfr'ng th6ng btio c10t xuat kh6c th6ng qua ti'ng dUng
li0n lac diQn tu'giira Phu hu,vnh vd Nhd trudng.

e) Cflp nhdt kti hoach biri dpy, bdi giang diQn tu vdo Kho chung cua truong
tr0n nhom \4S. l'eams.

. 
-,1g) To chu'c day hoc truc tu1,€n, hop" SHCM thdng qua phdn m6m MS.

'l'eams.

h) Khi co su thal' cl6i vC thong tin ca nhdn phai cap nhat dey du c6c thong
tirr eu nhin trrln IrC th0rrg

Didu 7. 'I'rrich nhiQrn cfra giSo vi6n bQ mOn

- Chiu trirch nhi0m tru6c Hi6u trurrng v0 viOc bao mpt th6ng tin tdi khodn
c[ra minh trong qud trinh su dyng.

.:- Trr-rc ti0p nhAp diOm, kOt clua ddnh gi6 xep loai hgc sinh cua c6c l6p duiTo
phAn cong giang clav vdo phAn rlOm, ddm bao chinh xac voi So theo doi vd d6nlr
giir lioc sinh (theo l5'p va theo gido vi0n).

- Ki6ni tra tinh chinh x6c diOm trLrng binh mon theo hoc kj, cd ndm clo

phAn rn0rn thr,rc hi6n aOi vO'i ttrng hoc sirfi cua c6c lop cluoc phAn c6ng gi6ng d?y.

- B5o c6o c6c v6n d6 sU cO liOn quan den hq th6ng phAn mem ho{c cdc v6n
ae fnO khdn kh6c khi ti5n hainh c0p nhAp th6ng tin, di6m s6, nhAn xet, dzinh gi6.

- 'l'huc hi6n ';hao giang tnrc tuyOn soan giang lilearning vd c6c ung clung
cong nghq lirong tin vdo dA), ht)c. Bien soar-r ciic sAn ph6n'r sinh hoqt theo chuyen
de chu cle r-rirom phin cong.

- Th.am gia vi0t bdi vir dua tin tr6n r,vebsite cria nhh truong theo sir ph6n
c6ng cua t6 nir6rn chu1,0n m6n vd c6c t6 chtrc dodn th6 trong nhir trr-rd'ng.
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- CAp nh6t k0 hoqch bdi dqry, bdi giang diqn tu'vdo Kho chung c[ra trudng
trOr'r nh6m MS. Teams.

.^,i.- To chuc day hoc truc tuyOn, hQp, SHCM th6ng qua phdn m0m MS.
I'cams.

- ifti co su thay d6i vC th6ng tin c6 nh6n phii c4p nhqt day du c6c th6ng

Di6u 8. Trich nhiQm cria nhin vi6n K6 torin

- Ti6n hanh cdi <Iat phAn m6m quin I,v kti to6n, phan mctn quan 11, BHXH
triOn khai nhdp th6ng tin hd scr chung tir hhng ndm thco quy clinh.

- Cap nh4t dA1, cllr tdi siin vd h0 th6ng quan ly tdi san theo qtr1, dinh.

Didu 9. 'I'rich nhiQm cira nhin vi6n 'I'hu'viQn, nhin viOn Y ti5

- Cap nhAt thr-r rnuc s6ch, tdi liQu tr0n phdn m0m quAn ly thu viQn trudng
hec. Hdng nim tdng cucrng, bd sung ngu6n hoc li6u luu hdnh n6i b6 sho thu

. ,). , .;
vi,-rn (d0 kiulm tra dinh hj,. sang ki0n kinh nghi€m, tiri 1i9u tqp huAn c6c cdp,...).

C4p nhqt thco d6i sri'c khoe dinh kj, oho hoc sinh tr0n hQ thdng phAn

mirn QuAn ly nhd trudng.

- 'fu v6n cho phu hr-rynh hgc sinh trong viQc ch[m s6c sri'c khoe hgc sirfi
. ,l.^

tai nha vdr so lien lac cliQn tt', thdng b6o cho phu.huynh nhfi'ng thdng tin vC bqnh
ti ngc sinir thuong g?p nhu c6c tflt khric ra ub n,5t suy <iinh du'Ong *i r.rorg....

- 90p nhdt c161, du c-6c tht)ng tin vd thiOt bi 1, tO danh muc vii s6 lugng cdc
loai thu6c clucrc trang bi hf,ng nirm.

Di6u 10. VO c:ic hO so', sd sfch diQn tri'kh6c

1. Cric loqri sii rtu'c.,'c lu'u vio thu'mqrc tr0n phin mdm

aS Cac loai h6 so cluoc lu'u

- Ke hoach gi6o cluc cua nhd trucrng (theo n[m hoc). I(6 hoqch cla,v hoc cac

mon hoc, hoat cl6ig gir.io cluc cua to chLry0n m6n (theo niim hqlc).

- K0 hoach ci4l' hoc ciic rndn l-roc" hoat clQng gi5o dirc cua giao viOn (theo
nim hoc).

- Ke hoach bdi clay cua gi6o vi0n.

b) Qu),' ,rlinh Iuu trir

- Chc2n cltrrg thu rruc: cl[t tOn file tud'ng minh, rO riing.

- Circ loai k0 hoach khac phai dutrc phe dr-r1,0t. r6c nhdn cua c6p cluan ly,
scan vi [ur-r duti'i dang lilc PDI.' tru6c khi tai l6n thLr muc.

Diiju 1I. Giir tri phf p Iy vh quy dlnh thqrc hiQn

C6n bQ quan ly" gi6o vien r,d nhAn vi6n ting dtlng CNTT trong c6ng t6c
qr-rzrn 1,v, day hoc clu'o-c.su' dLrng ii6 scr. s6 s6ch diQn tu trOn phAn mern thay thO hd
so- gi61, dim bdo ydu odu cua c6ng t6c luu trfr'vd c6 gi6 tri nhu h6 srr gi6y.
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Di6u 12. Quan tri Website nhir tnrd'ng

l. Thuong xuyOn c4p nh4t kip thcri tren Website cira nhd truong c6c tin
tuc vd nhfr'ng bdi vi6t ngay sau khi dtroc linh dqo ph€ duyQt, d6ng thcri ddng t6i
c6c v[n b6n, c6c th6ng b6o vd nhirng chi d4o c[ra cdp tr0n.

2. Ci1p nh4t c6c th6ng bdo vho dAu m5i ndm hoc hodc nhirng thay AOi te
ho4ch theo su ph6n c6ng cua hiQu truong.

3. T'uyQt COi Uao m6t c6c tdi khoan c6 nhAn vd mflt khAu qr"rAn 11, Website

cua nhd truong. Cl-riu trdch nhiQm voi nhfr'ng tin tu'c. bdi viOt vd th6r'rg brio sai

lech so v6i nQi dung c1i dugc linh clao ph6 duyQt.l.
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