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

TRUONG TH Ir}‘()f\N KHUE Djc lip-Tw do-Hanh phiic
S6: /1 /QD-THDKh Dodan Khué , ngay () thang 9 nim 2023

QUYI' T DINH
V& viée ban hanh Quy ché Quin ly, sir dung phong Tin hoe
nam hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC POAN KHUE

Can cir quyét dinh 56 6076/QD-UBND ngay 26 thing 8 nam 2016 cua
UBND quan Long Bién vé vi¢e thue hién mé hinh Truong hoc dién tir;

Can cir hidng dan s6 02/HD-PGD&DT ngay 10 thing 01 nam 2018 cua
Phong Giao duc va Dao tao quan Long Bién vé viée hudng dan vin hanh, khai
thac mé hinh “Truong hoc dién tir”;

Can cir quye! dinh s6 8265/QD-UBND ngay 09/12/2021 ciia UBND quan
Long Bién vé diéu chinh bg ticu chi danh gid trucmg hoc dat mé hinh Truong
hoc di¢n tr danh cho triecong MN, TH, THCS trén dia ban quan Long Bién;

- Can cir Ké hoach 56 30/KH-THGT ngay 5 thang 9 nam 2023 cua truong
Ticu hoc Doan Khué vé vi¢e thee hién trién khai “Mo hinh Trieong hoc dién tie
nam hoc 2023-2024";

Cén cir ké hoach nhiém vu nam hoc 2023 — 2024 cua truong Tiéu hoc
Doan Khué, can cir tinh hinh thuc té cua nha truong,

QUYET DINH:

Piéu 1. Ban hanh kém theo quyét dinh nay la Quy ché Quan ly, sir dung
phong tin hoc nam hoc 2023-2024 g6m 04 chuong 11 diéu.

Diéu 2. Quyét dinh nay ¢6 hi¢u luc ké tir ngay ky.

Piéu 3. Toan thé¢ CBGVYNYV, hoc sinh cua truong Tiéu hoc Poan Khué cé

trach nhiém thi hanh quyét dinh ndy. /n’
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QUY CHE QUAN LY, SUDUNG PHONG TIN HQC
TRUONG TH DOAN KHUE
(Ban hanh kém theo Quyét dinh so  /QD-THDKh ngay  /9/2023
ciia Hiéu truomg truong Ticu hoc Doan Khué)

CHUONG 1
NHUNG QUI DINH CHUNG

Piéu 1. Muc dich va pham vi di¢u chinh:

Phong Tin hoc duge st dung vai muc dich giang day, hoc tap va nghién
ctru ciia nha trudmg; cac hoat dong theo chirc ning nhiém vu va dugc su dong y
cua Hiéu truong.

Quy dinh nay duge ban hanh nham quy dinh viée quan ly, s dung, stra

chira, bao tri va cai dat phan mém tai hai phong Tin hoc cua truomg Tiéu hoc
Poan Khué.

Diéu 2. Doi twgng ap dung:
Quy dinh nay ap dung cho cin b, gido vién, nhan vién, hoc sinh, khach

dén lam viée, giang day, hoc tap, tham quan co lién quan dén hoat dong tai
phong Tin hoc cua truomg Tiéu hoe Doan Khué.

Piéu 3. Giai thich tir ngir:

Trong quy dinh nay cic tir ngit dudi diy duge hicu nhu sau:

Phong Tin hoc la noi td chire moi hoat dong thuc hanh, hoc tap, giang day
thuc hanh va nghién ciru khoa hoc, phuc vu ciac cong tac dao tao, bor dudng
chuyén mon, nghi¢p vu va cic cong viéc khac lién quan den viée su dung hé
thong may tinh.

Thiét bi tin hoc la cac thiét bj st dung trong linh vuce Tin hoc nhu: may
tinh, may in, thiét bi két ndi mang, ..

Can bg quan ly phong Tin hoc la nguai ¢o trach nhi¢m quan ly tryc tiép
cac tai san c6 trong phong Tin hoc.

Phan ctmg 14 thanh phan vat ly ciu tao nén thiét bj tin hoc nhu: main, chip
nha, 6 dia cung, vo may, cac bg phan co dién tu,.

Phan mém la céc chuong trinh cai dat trén cac thiét bi tin hoc, bao g g,om h¢
diéu hanh (HDH), cac mg dung van phong,...nhim muc dich phuc vu nha
truong va cong tic quan ly phong Tin hoc.

Internet la mgt he lhong, thong tin toan cau co thé truy c.gp cong cong gom
cdc mang may tinh, tao diéu kién thuan 1&i cho cac dich vy truyén thong dir lidu.

Virut la chuorng trinh hodc doan ma chuong trinh dugc thiét kén nhim
muc dich phé hoai ng,am ¢ thé tu lay lan banb cach {.,’m vao cic chuong trinh
khéc va tyu tién hanh cdc thao tac vé nghia hodc phé hoai.
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CHUONG 11
QUAN LY PHONG TIN HQC
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Dicu 4. Quyen va triach nhiém cua truong Tiéu hoe Doan Khué

Ddp (g day du vé cac quy dinh chung va cac hoat dong gidng day, hoc
tap va nghién ciu cia nha truong; cac hoat dong theo chirc ning nhiém vu va
dugc sy don;, y cua Hi¢u truong.

Xay dung cic quy dinh vé quan ly va sir dung phong Tin hoc trinh Hiéu
truomg phé duyét.

Cian cir ké hoach giang day, hoc tip va nhu cau str dung phong Tin hoc
cua cin by, gidao vién, nhan vién, hoc sinh, khach dén lam viéc di dugc phé
duyet, truong TH Doan Khué 1dp ké hoach, b tri phong Tin hoc, phan céng can
bd quan ly phong Tin hoc va ca nhan lién quan dé thuc hién nhiém vu duoc
giao.

Ghi s6 theo doi giang day, thuc hanh, hoc tap, nghién ciru khoa hoc, cac
cong tac dio tao boi dudng chuyén mon, nghiép vu va cac cong viéc khac lién
quan dén phong Tin hoc.

Quan ly phong Tin hoc, trg gitip van hanh, dinh ki hing thang ku,m tra, ra
sodt cdc trang thiét bi, ‘may moc trong phong Tin hoc; Khi phat hién su cb, thiét
bi hong can kip thoi dé xuit, phm hop cting bo phin CNTT lén phuong 4n khic
phuc, sira chira, b sung, thay thé, dam bao phong Tin hoc hoat dong hiéu qua,
dép {mg nhu cau thue hanh cia nha truong.

Dé xudt vai lanh dao nha truong phuong én khai thic ¢6 hi¢u qua phong
may.

Diéu 5. Quyén va trich nhiém ciia cin bd quin ly phong Tin hoc

Mg ctra phong may dang gio quy dinh, ghi so theo dai trang thiét bi cho
timg phong Tin hoc.

Thye hién giao nhin céc trang thiét bi va tinh trang hoat dong cua cac

trang thiét bi trong phong thue hanh mdy tinh véi gido vién giang day b mén
Tin hoc vao dau hoic cudi budi hoc.

Vién hanh cdc thiét bj phy trg (diéu hoa, dnh séng,...) dap img di¢u ki¢n
hoat déng cho cac thiét b vio cic tiét hoc.

Hudng din gido vién, hoc sinh, nguoi st dung,... sir dung cac trang thiét
bi trong phong Tin hoc va hd trg ki thudt khi ¢in thiét,

Thudng xuyén kiém tra tinh trang hoat dong cua céc trang thiét bij,
chuong trinh méy tinh nhim dam béo hi¢u qua hoat dong cao nhit. Chu dong
stra chia, khic phuc hiéu qua cic sy ¢ don gian, ll()ll&, trudmg hop khéng ty
khiic phuc dugce phii bao ngay voi ldnh dao trye tiép dé c6 phuong an xu ly kip
thoi,
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Dé xuat ké hogceh, gidi phio bao dudng, stra chiva, cai tpo phong may.




Dc nghi gido vién dlm;:. viée cai dat phan mém va béo cdo linh dao truc
tiép néu phat hi¢n phdn meém do co thé phat tan virut hodc anh hudng xau dén
kha nang hoat dong cua hé¢ thong may tinh.

Lap s6 quan 1y tai san, nhit ki sir dung va s6 nhat ki sira chira phong may.
Béo céo két qua hoat dong cua phong Tin hoc hing thang, hoc ki, nam hoc.

Chiju trach nhi¢m bao quan, gitr gin phong Tin hoc, boi thuomg néu dé xay
ra mat tai san cua phong Tin hgc theo quy dinh.
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Thuong xuyén vé sinh phong may va cac thiet bi theo yéu cau.
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DPicu 6. Quyen va trach nhiém cua gido vien
Gido vién hudng dan thuc hanh, s dung thiet bi ding ndi dung, thoi

gian theo ké hoach duge phan cong va chju trach nhiém quan ly 16p, tai san
phong may trong thoi gian cua buoi thyc hanh.

Thuce hién giao, nhin cac trang thiét bi, dung cu va tinh trang hoat dong
cua céc thiét bj trong phong Tin hoc vai can by quan ly phong may vao dau va
cudi cac budi thue hanh. Néu ¢é vén dé phat sinh (mat, hong...) trong qua trinh
ban giao, phai phdi hop vai can b quan ly phong may lap bién ban va xac
nhan vao sé Nhat ky phong thuc hanh.

Pho bién cic noi quy, quy dinh phong may, cac quy dinh vé an toan lao
dong cho hoc vién, sinh vién. Thuong xuyén kiém tra, giam sat sinh vién vé
viéc chap hanh néi quy phong Tin hoc.

Phoi hop véi can by quan ly phong may cai dat cac chuong trinh phén
mém giang day, hoc tap trén cac may tinh cho hoc sinh thuc hanh.

Chu dong xtr ly nhimg su ¢ don gian, truong hgp khong xtr ly dugc
phai bao ngay cho can by quan ly phong may. Hudong dan, kiém tra hoc sinh
lam vé sinh may moc, trang thiét bi va khu vuc thuc hanh vao cudi budi hoc
va ban giao tinh trang phong may cho can b$ quan ly phong may.

Diéu 7. Quyén va trich nhiém cia hoc sinh (ngwai sir dung)

Hoc sinh di hoc dung gid theo quy dinh, ¢6 trach nhi¢m bao v¢ tai san cta
phong Tin hoc, chap hanh su hudng dan, diéu hanh cta gido vién va can bd quan
ly phong Tin hoc.

Hoc sinh ngdi dung vi tri da sip xép trong sudt qua trinh thye hanh cua
mon hoc chiu trach nhi¢m quan ly cac thict bi tai vi tri thye hanh. Hoc sinh chi
di chuyén sang vi tri may khac khi c6 sy dong y cua gido vién giang day.

Khong mang vao phbng Tin hoc nhimg vat dung dé chay, nd, khéng hit
thude, khong mang nudce uong, do an, khong virt ric trong phong may.

Chi stir dung may tinh cho myc dich hoc tip va nghién ciru khoa hou
Khong dugce choi tro choi, khong duge sir dung Internet khi chua duge sy dong
y cua gido vién giang day.

Khong duge ty y di chuyén hoge thio, 1ap bit ky thiét bj ndo trong phong
may.




Khong dugce tyr y cdi dat thém hodc xé6a bat nhung, chuong trinh, phan
mém, khong duge can thiép vao phin cing hodc phin mém da cai dat san.
Khong dugce xod nhimg dir li¢u dang luu trir trong may tinh.

Trude khi ra vé phai tit may theo ding qui trinh, xép chudt, ban phim va
ban, ghé ngan nip.

Khi may c¢6 diu hiéu bat thuong, mat mat hodc hu hong phai bdo ngay
cho gido vién giang day.

CHUONG III
BAO TRI, SUA CHUA PHAN CUNG VA CAI PAT PHAN MEM

Piéu 8. Quy dinh bio tri, sira chita phan cirng

Truong hop cac thiét bi, tai san trong phong Tin hoc gap su ¢6 khi dang
str dung thi nguoi sir dung gitr nguyén hién trang 16i va béo gido vién huéng dan
thue hanh, quan ly phong may. Can bo quan ly ghi lai nhit ky phong may, khic
phuc ludn néu la cac 16i thong thuong, truomg hop khong xir ly dugce bao lanh

dao truc tiép dé xur ly.

Déi v6i cac thiét bi van dang trong thoi gian bao hanh cua don vi cung
cip, truomg TH Doan Khué phdi hop véi b phan CNTT dé mang thiét bi di bao
hanh.

P6i vi cdc thiét bi hét thoi gian bao hanh cia don vi cung cip, trudng
TH Doan Khué phoi hop voi b(f)'phz_“m CNTT dé lap bién ban, trinh Ban Giam
hiéu phuong an sira chira, thay the.

Bo phin CNTT ¢6 trach nhi¢m phdi hop véi truomg TH DBoan Khué dé
stra chira va thay thé kip thoi dam bao phong Tin hoc hoat dong on dinh, dap
ung nhu céu thuc hanh cta hoat dong giang day, hoc tip va nghién ciru khoa hoc

trong truong.

Diéu 9. Quy dinh cai dat phian mém tai phong Tin hoce

Bo phan CNTT duu trach nhiém cai dat hé diéu hanh, cac phan mém
thong dung va céc phin mém ho trg quan ly phong Tin hoc.

D6i véi céc phan mém chuyén nganh, dic thu cta timg bd mdn, cic Io
chuyén mon lap ké hoach cai dit gui bo phan CNTT va tr cai dat phun mém
phuc vy giang day cic mon hoc cua to Céan b cai dat khong duqc tu y cai dat
cic phan mém la (khong phai phan mém phuc vu giang day) néu chua duge su
dong y cla by phin CNTT.,

CHUONG 1V
TO CHUC THY'C HIEN
Diéu 10. Xir Iy vi pham
Don vi, cdn b, gido vién, hoc sinh thude trudong Tiéu hoc Doan Khué vi

pham Quy dinh nay, tuy theo tinh chéit, mie do vi pham s& bj xr ly ky ludt theo
quy dinh ctia Nha tnromg va phap lu@t, Néu vi pham gy thiét hai dén tai san,




thiét bj cta phong may phai chiu trach nhiém boi thuong theo quy dinh cia Nha
truong va phap ludt.
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Dicu 11. Thue hi¢n
Trong qua trinh t6 chirc thuc hién, néu ¢6 nhimg van d¢ kho khan, vuong

mic, can phan 4nh ngay véi bo phian CNTT dé tong hop, trinh Hi¢u truong xem
xét, stra doi, bo sung Quy dinh cho phu hop./.




