UBND HUYEN XUAN TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC THQ NGHIEP DPgc 1ap - Tw do - Hanh phuc
Sb: 151/QD-THTN Tho Nghiép, ngay 10 thang 10 nam 2023
QUYET PINH

Vé viéc ban hanh Quy ché sir dung hé théng quan tri nha truong
Nam hoc 2023 - 2024

Can cur Thong tw 28/2020/TT-BGDDPT ngay 04/9/2020 cua B GD&PT ban
hanh Diéu 1 truong Tiéu hoc;

Can cir Théng tw 22/TT-BGDDT ngay 22/9/2016 cia B6 GD&PT sita doi, bo
sung mét sé diéu ciia Quy dinh danh gia hoc sinh tiéu hoc ban hanh kém theo Théng
tw 30/2014/TT-BGDPT ngay 28/8/2014 cia Bé GD&PT; Théong tw sé 27/TT-
BGDPBT ngay 04/9/2020 ciia B6 GD&BT vé Quy dinh danh gid hoc sinh tiéu hoc tir
ngay 20/10/2020;

~Can cit Ké hoach 1553/KH-SGDPT ngay 06/9/2023 ciia So GD&DT vé viéc
“Trien khai thuc hién va danh gid mirc do chuyén doi so trong cdc co so gido duc
pho thong va gido duc thuong xuyén”;
Can cir Ké hovachvso”"148/KH-THTN7 ngay 04/10/2023 vé img dung céng
nghé thong tin, chuyén doi so cua truong Tiéu hoc Tho Nghiép;
Can cir tinh hinh thuc té cia truong Tiéu hoc Tho Nghiép.
QUYET PINH:
Picu 1. Ban hanh Quy ché s dung hé théng quan tri nha trudng nam hoc
2023-2024.
~ Diéu 2. Quy ché nay ¢6 higu lyc thi hanh ké tr nam hoc 2023-2024. Quy
ché dugc bo sung stra doi khi c6 van d€ mdi nay sinh hoac khong con phu hop.
Piéu 3. Cac t0 chirc, ca nhan lién quan chju trach nhiém thi hanh quyét dinh
nay ké tir ngay ky./.

Noi nhén:
- Nhu diéu 3;
- Luu: VT.




UBND HUYEN XUAN TRUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC THQ NGHIEP DPgc 1ap - Tw do - Hanh phuc

QUY CHE
S dung hé thong quan tri nha trwong
Nam hoc 2023 - 2024
(Kém theo Quyét dinh s6 151/0P-THTN ngay 10 thang 10 ndm 2023
cua Hiéu truong truong Tiéu hoc Tho Nghiép)

Piéu 1. Pham vi va doi twong ap dung

1. Vin ban nay quy dinh vé viéc quan 1y va sir dung hd so, s6 sach dién tir
trén hé thong phan mém Quan Iy nha truong SMAS, trang thong tin dién tir nha
truong, dich vu cong truc tuyén, phan mém quan 1y ké toan, CSDL nganh, va cac
phan mém khac tir nim hoc 2023-2024.

2. Béi tuong ap dung: Can b quan ly, giao vién, nhan vién va cac t6, nhom,
b0 phan trong truong Ti€u hoc Tho Nghiép.

Piéu 2. Trach nhiém chung ciia cic thanh vién tham gia sit dung hé
thong cong ngh¢ thong tin

Tat ca cac thanh vién tham gia sir dung hé thong cong nghé thong tin trong
nha truong phai bao mat tai khoan sur dung, khong nho nguoi khac lam thay cong
viéc cua minh, thuong xuyén thay d6i mat khau dang nhap. Ngoai ra phai thuc hién
mot s6 nhiém vu khac do hiéu trudng yéu cau.

Piéu 3. Trach nhiém cua Hi¢u truéng

- Thiét 1ap phan quyén hé théng nguoi ding, pht hop v6i quyén han nhiém
vu cOng tac cho tung thanh vién, can b, gido vién, nhan vién trong nha truong
dam bao nhi€ém vy phéan cong theo Dicu I¢ truong hoc.

- Ban hér]h Qquyé,t dinh thanh 1ap Ban chi dao thuc hi¢n img dung cong nghé
thong tin, chuyén doi so trong nha truong.

- Thanh 1ap Ban Truyén thong cta nha truong, trong d6 cuir Pho hiéu truong
lam Trudng ban, thanh vién la lanh dao cac To chuyén mdn, t6 chic doan the, gido
Vién trong nha truong. Ban Truyén thong xay dung ké hoac hoat dong cu the.

- Chi dao viéc cung cip thong tin dinh ky va théng bao dot xuit cho phu
huynh hoc sinh vé két qua gido duc va tinh trang strc khoe ciia moi hoc sinh.

- Xay dyng quy ché sir dung phan mém trong d6 quy dinh 1o vé thoi diém
khoa, mé va quy dinh cac tha tuc, thoi gian cap nhat diém so, nhan xét danh gia
sau khi khoa so.

- Xét duyét hoc sinh dugc 1én 16p, khong duoc 1é€n 16p, danh hiéu thi dua,
phai kiém tra lai cAc mon hoc trong ky nghi he, két qua danh gia hoc sinh trén phan
mém Quan 1y nha trudong SMAS khi tat ca gido vién bo mén va gido vién chu
nhiém 16p da cip nhat day da nodi dung thong tin.



- Chi dao cong tac luu trlr va bao quan ) theo doi va danh gia hoc sinh (theo
16p); cac hd so dé nghi stra chita thong tin, diém sd cua timg nam hoc; quan 1y hoc
ba hoc sinh trong tho1 gian hoc sinh hoc tap tai nha truong.

- Viéc luu trilt, bao quan tai li¢u chuyén mon nghiép vu, hd so s sach, ké
hoach bai day, hoc ba dién ttr... dugc thuc hién theo quy dinh.

Quyet dinh xur 1y theo thAm quyén dé nghi cac cap co thim quyén quyet
dinh xtr Iy dbi voi t6 chirc ca nhan vi pham, quyet dinh khen thuong theo tham
quyén dé nghi cip c6 thim quyén khen thudng dbi voi to chirc ca nhan co thanh
tich trong viéc thyc hién quy dinh nay.

- Quan ly quan tri phan mém https://ccvenamdinh.vnerp.vn. Panh gia
chuan nghé nghiép CBGV https://temis.csdl.edu.vn/. B6i dudng CBQL va GV
https://taphuan.csdl.edu.vn/. Ky duyét KH t6 5

Piéu 4. Trach nhiém ciia Phé hiéu truéng

- Xay dung ké hoach kiém tra, to chirc kiém tra, danh gia viéc cap nhat hd so
hoc sinh trén phan mém Quan 1y nha truong SMAS;

- Giam sat viéc vao diém kiém tra dinh ky va kiém tra thuong xuyén cia
g140 vién va cac bo mon trong toan truong theo ké hoach dua vao pho di€ém qua
cac bai kiém tra dé chi dao cong tac day va hoc & moi bd mot phu hop.

- Hang ky kiém tra quan 1y so diém va ghi nhan xét vao cudi so.

- B40o céo Hiéu truong cac truong hop bat thuong vé diém sb va phdi hop
v6i cac to nhom chuyén mon dé xu 1y.

- Pon ddc cac t6 chuyén mén va gitp hiéu trudng phé duyét ndi dung cac
bai viét vé chuyén mon dugc dang tai trén website cua nha truong.

- Phé duyét viéc sira thong tin, diém sé cua gido vién va Ban quan tri phan
meém Quan 1y nha truong SMAS.

- Quan ly, chi dao cong tac in hoc ba va luu trir theo quy dinh.

- Khoi tao va quan 1y tat ca cac tai khoan sir dung phan mém Quan 1y nha
truong SMAS, website tai don vi; kiém tra viéc thuc hién cac quy dinh vé phan
quyén, bao mat tai khoan.

- Quan 1y va chiu trach nhiém vé viéc diéu chinh cac sai sot trong qué trinh
nhap thong tin, diém so trén phan mém Quan 1y nha truong SMAS CSDL nganh
sau khi khoéa dix liéu.

- Pam bao cac diéu kién vé co so vat chit, trang thiét bi phuc vu cho hoat
dong cua phan mém.

- Phan quyén cho cac ca nhan, to, nhém, bd phén st dung phﬁn mém.

- Quan 1y va bao mat dit liéu, thuc hién khoa/mé so theo yéu cau cuia hiéu
truéng nha truong.

- Cap nhat dir liu ban dau vao diu mdi nam hoc hodc khi co thay ddi theo
su phan cong cua hiéu truéng trén phan mém Quan 1y nha truong SMAS, CSDL


https://ccvcnamdinh.vnerp.vn/
https://temis.csdl.edu.vn/
https://taphuan.csdl.edu.vn/

nganh, website.
- Tap huén, huéng din, hd tro gi4o vién, nhan vién trong viéc sir dung phan
meém.
- Thuc I}ién thao tac chuyén truong, tiép nhan, chuyén cép hoc dbi véi hoc
sinh trén hé thong SMAS, CSDL nganh.
- Trich xuét thong tin, dit liéu giri vé So/Phong GDPT dé tong hop, phuc vu
bdo cdo quan 1y chuyén nganh.
- Quan ly h¢ théng mang, duong truyén internet, hé thong mdy tinh va céac
thiét bi phuc vu cong tac ung dung CNTT nha truong.

- Lap ké hoach chuan bi CSVC dép,&ng Hoi nghi, hoi thao truc tuyén; sinh
hoat chuyén mon va thao giang truc tuyén trong cum, truong va cac ung dung
CNTT trong day va hoc.

- Gilp Hiéu truong phé duyét ndi dung va dang tai cac hoat dong giao duc,
hoat dong phong trao trén website ciia nha truong.

- Duyét K& hoach bai day cua Gido vién trén hé thong.
- Giam sat vi¢e trién khai giao bai tap cho hoc sinh cua gido vién.
* Phan cong cu thé:

- Ong Pham Vin Thanh: Phy tréch tng dung CNTT, chuyén doi s6.; Quan
tri chinh trang Quan ly nha truong: https:// https://smas.edu.vn/; Ky duyét ho so
cuato 4,To Tieng Anh, T6 bo mon

‘ On‘g Tran Minh Tu: Quan tri chinh trang https://csdl. moet.gov.vn/. Quan Iy
phan mém pho cap: http://pcgd.moet.gov.vn/. Quan ly trang tuyén sinh
https://ththonghiep.olm.vn/tsdc/14381. Ky duyét ho so cua to 1.

- Ba Nguyén Thi Huyén: Ky duyét ho so cia to 2,3. Don doc gidm sat viec
giao bai tap cua GV trén hé thong https://ththonghiep.olm.vn/. Quan ly trang tuyén
sinh https://ththonghiep.olm.vn/tsdc/14381.

Piéu 5. Trach nhiém cua To trwéng chuyén mon

- Kiém tra don doc viéc thuc hién cac quy dinh vé ho so s6 sach dién tur cap
nhat diém va cac thong tin khac cua cac t6 vién trén hé thong ctia nha truong.

- Phan cong ngudi viét bai dua tin va chiu trach nhi€ém vé tinh chinh xac cta
nodi dung cac hoat dong chuyén moén cia to6 nhém chuyén moén ma minh phu trach
theo ké hoach trén website cuia nha truong.

- Xay dung ké hoach va to chirc thyc hién nhiing viéc sinh hoat chuyén mén
thao giang tryuc tuyén trong truong va cac ung dung cong ngh¢ thong tin vao day
hoc thdm dinh céc san pham sinh hoat theo chuyén dé chui dé do gido vién to6 nhoém
bién soan trudc khi dang tai trén website ciia nha truong.

- D& nghi v6i Hiéu truong va cdp cd tham quyén xir phat va dé nghi khen
thudng cé nhan c6 thanh tich tot thyc hién quy dinh nay.
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Piéu 6. Trach nhiém ciia gido vién chii nhiém

a) Chiu trach nhiém trudc Hiéu trudng vé viéc bao mat thong tin tai khoan
cuia minh trong qua trinh st dung.

b) Cap nhat vao hé théng phan mém Quan 1y nha trudng cac thdng tin:

- Danh sach va so yéu 1y lich hoc sinh d4u nam hoc.

- Két qua danh gia xép loai hoc sinh cua 16p vao cudi mdi hoc ky, ca nam.

- Cac thong tin lién quan khac trén phan mém.

¢) Thuc hién chic nang: Kiém tra lai cac két qua danh gia, xép loai hanh
kiém va hoc luc tung hoc ky, cd nam hoc cua hoc sinh trén phén mém. Lap danh
sach dé nghi hoc sinh dugc 1én 16p, & lai 16p; hoc sinh dugc khen thuong; hoc sinh
kiém tra lai cac mén hoc, hoc sinh phai rén luyén hanh kiém trong he, ...

d) Kiém tra va ky xac nhan cac ndi dung sau day:

- Két qua kiém dién hoc sinh trong nam hoc.

- Két qua danh gia, xép loai nang lyc va pham chat cta hoc sinh.

- Két qua duoc 1én 16p hodc & lai 16p, cong nhan hoc sinh khen thudng trong

nam hoc, dugc 1€n 16p sau khi kiém tra lai hodc rén luyén trong h¢; xét dé xuét cac
hinh thtrc khen thudng cua hoc sinh.

- Cap nhat thanh tich va khen thuéng.
- S6 theo di va danh gia hoc sinh, hoc ba hoc sinh.

- Hudng dan hoc sinh ung dung cong nghé thong tin vao hoc tap khuyén
khich hoc sinh tham gia viét bai va dua tin trén website cua nha truong dong vién
hoc sinh tham gia cac cudc thi truc tuyén do Bo, S¢ gido duc dao tao phat dong.
Hudng dan hoc sinh tham gia hoc tip truc tuyén trén do cac thiy cb gido trong nha
truong va ngoai nha trudng giang day.

- Bao tin nhén kip thoi cho cha me hoc sinh (CMHS) tinh hinh hoc tap va
rén luyén moi tuan, thang va nhirng thong bao dot xuat khac.

e) Cap nhat ké hoach bai day trén hé théng hang tuan dé ky duyét, cap nhat
bai giang dién tur vao Kho chung ctia truong trén drive hom thu cia truong.

g) Co trach nhiém tao hoc liu, giao bai va nhic nhé dong vién phu huynh
cho hoc sinh lam bai trén hé thong hoc truc tuyén OLM:
https://ththonghiep.olm.vn.

h) T6 chirc day hoc truc tuyén, hop, SHCM truc tuyén.

i) Khi c¢6 sy thay d6i vé thong tin ca nhan phai cap nhat diy du cac thong tin
ca nhan trén hé thong https://ccvenamdinh.vnerp.vn/

Piéu 7. Trach nhiém ciia gido vién bd mén
- Chiu trch nhiém trude Hiéu trudng vé viée bao mat thdng tin tai khoan cta
minh trong qua trinh str dung.


https://ththonghiep.olm.vn/
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- Truyc tiép nhap diém, két qua danh gia xép loai hoc sinh ciia cac 16p duoc
phan cdng giang day vao phan mém, dam bao chinh xac v6i So theo ddi va danh
gia hoc sinh (theo 16p va theo gido vién).

- Kiém tra tinh chinh x4c diém trung binh mén theo hoc ky, ca nim do phan
mém thuc hién doi véi ting hoc sinh ctia cac 16p dugc phan cong giang day.

- Bao céo céac Van dé sy c6 lién quan dén hé thong phan mém hodc cac van dé
kho khin khac khi tién hanh cip nhap thong tin, diém sd, nhan xét, danh gia.

- Thuc hién thao giang truc tuyén soan giang Elearning va cac tng dung
cong ngh¢ thong tin vao day hoc. Bién soan cac sdn pham sinh hoat theo chuyén dé
chu @€ nhom phén cong.

- Tham gia viét bai va dua tin trén website ctia nha trudng theo sy phan cong
cua td6 nhom chuyén moén va céc to chuc doan thé trong nha trudong.

- Cap nhat ké hoach bai day trén hé théng hang tuin dé ky duyét, cap nhat
bai giang dién tir vao Kho chung ctia truong trén drive hom thu cua truong.

- C6 trach nhiém tao hoc liéu, giao bai va nhac nhd dong vién phu huynh

cho hoc sinh l1am bai trén hé théng hoc truc tuyén OLM:
https://ththonghiep.olm.vn mén hoc minh phu trach (néu co).

- T6 chuc day hoc truc tuyén, hop, SHCM truc tuyén

- Khi c6 sy thay doi vé thong tin ca nhan phai cap nhat ddy du cac thong tin
ca nhan trén h¢ thong https://ccvenamdinh.vnerp.vn/

- Gido vién tin hoc: La dau méi trién khai CNTT, cling BGH tricn khai tap
huan hudng dan, ho trg giao vién, nhan vién trong viéc st dung cac phan mem.

Pic¢u 8. Trach nhiém ciia nhan vién Ké toan

- Phy trach phan mém quan 1y ké toan MISA, dich vu cong
https://dvc.vst.mof.gov.vn/; phan mém quan ly BHXH VSSID trién khai nhap
thong tin ho so ching tir hang ndm theo quy dinh.

- Cap nhat day du tai san va hé théng quan 1y tai san theo quy dinh.
Pi¢u 9. Trach nhiém ciia nhan vién Vin thuw, thw vién, nhén vién Y té

- Nhan vién vén thu: phu trdch phan mém quan ly van ban va diéu hanh:
https://vpdtnd.vnptioffice.vn/; Hop thu dién t&r nha truong: th.bthonghiep-
xt@namdinh.edu.vn.

- Nhan Ovién phu t‘réch thu vién cap nhat thu muc sach, tai liéu. Hang nam
tang cuong, bo sung ngudn hoc li¢u luu hanh ndi bod cho thu vién.
- Nhﬁn ‘Vién y té: Cap nhat theo doi suc kh(’)e qTinh ky cho hoc sinh trén hé
thong phan mém Quan ly nha truong. Quan 1y phan mém quan 1y BHXH VSSID.
+ Tu van cho phu huynh hoc sinh trong viéc cham séc strc khc’)g hoc sinh tai
nha va s6 lién lac dién tu, thong bao cho phy huynh nhiing thong tin vé bénh Iy hoc
sinh thuong gap nhu céac tat khic xa vé mat suy dinh dudng coi xuong. ..
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+ Cap nhat day du cac thong tin vé thiét bi y té danh muc va sd luong céc
loai thudc duoc trang bi hing nam.

Piéu 10. Vé cac ho so, sb sach dién tir Khac
1. Céc loai s6 dwge lwu vao thw muc trén phan mém
a) Céc loai s6 dugce luu

- Ké hoach gido duc cta nha truong (theo ndm hoc). Ké hoach day hoc cac
mon hoc, hoat dong giao duc ctia t6 chuyén mon (theo nam hoc).

- Ké hoach day hoc cdc mon hoc, hoat dong gido duc cia gido vién (theo
nam hoc).

- Ké hoach bai day (gido an).
b) Quy dinh luu trix
- Chon dtng thu muc; dat tén file twrong minh, 16 rang.

- Céac loai ké hoach khac phai dugc phé duy¢t, xac nhan cua cép quan ly,
scan va luu dudi dang file PDF trude khi tai 1én thu muc.

Pi¢u 11. Gia tri phap 1y va quy dinh thue hién

Can bo quan ly, giao vién va nhan vién tmg dung cong ngh¢ thong tin trong
cong tac quan ly, day hoc dugc su dung ho so, so sach dién tur trén phan mem thay
thé ho so gidy dam bao yéu cau cua cong tac luu trit va c6 gia tri nhu ho so gidy.

Picu 12. Quan tri Website nha truong

1. Thuong xuyén cap nhat kip thoi trén Website cua nha truong cac tin tirc
va nhiing bai viét ngay sau khi duogc 1anh dao phé duy¢t, dong thoi dang tai cac van
ban, cac thong bao va nhiing chi dao cuia cap trén.

2. Cap nhat cac théng bao vao dau mdi nim hoc hodc nhitng thay doi ké
hoach theo su phan cong cua hi¢u trudng.

3. Tuyét ddi bao mat cac tai khoan ca nhan va mat khau quan Iy Website cta
nha truong. Chiu trach nhi€ém véi nhiing tin tirc, bai viét va thong bao sai 1éch so
vo1 ndi dung da dugc lanh dao phé duyét.

Noi nhdn:
- CB, GV, NV nha truong;
- Luu: VT.




