I ¥
ie

&

[

UBND QUAN LONG BIEN CONG HOA XA HOLCHU NGIHTA VIET NAM
TRUONG MN BAN MAI XANH Doc lip =Ty do = Hgnh phic
QUY CHE
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Quan Iy, vin hinh, khai thac va siv dung trang thict bj Cong ngh¢ thong tin

( Kém theo Quy ot dinh so 9% /0D - M\’BMX ngayO{ thangAo nim 2024 ciia
triwcong mam non Ban Mai Xanh)

I.  QUY DINH CHUNG
Ditu 1: Pham vi, doi tugng ap dung.

Quy ché nay quy dinh vé viéc quan ly, vén hanh, khai thac va sir dung trang
thiét bi Cong nghé thong tin cla trudng Mam non Ban Mai Xanh. Quy ché nay
dugc dp dung ddi véi can bo, giao vién, nhan vién dang cong tac tai truong trong
viéc khai thac va sir dung trang thiét bi cong nghé théng tin véi muc dlch cong viéc,
quan ly, giang day, hoc tap va phai tuan thu nhimg quy dinh chung vé khai thac, van
hanh va st dung trang thiét bi, dich vu mang, tai nguyén mang theo diing quy dinh

cua phap luat. -
Piéu 2:Giai thich tir ngi: =

Thiét bj cong ngh¢ thong tin duoc hicu bao gdm: may tinh, my in, mdy ::
chiéu, may phd to, may scan, loa kéo, loa cong suét 16n, bang tuong tac, thiét bi 5
mang... :
=

II. NHUNG QUY PINH CU THE

Piéu 3: Quan ly sir dung thiét bi cong nghé thong tin

- Nguoi sir dung tai san, trang thiét bi CNTT c¢6 quyén va trach nhiém trong
viéc khai thac, bao quan, sir dung hiéu qua vao nhiém vu chung cua nha truong,
khong st dung vao cac muc dich riéng.

- Trong qué trinh lam' viéc, khi xay ra su ¢6, hu hong dbi véi cac thiét bi
CNTT phai lién hé truc tiép v6i can bd phu trsch CNTT dé khic phuc sur ¢b.

- Viéc sir dung trang thiét bi CNTT phai tuén thi céc quy dinh sau:

+ Thuc hién ding quy trinh van hanh va khai thic céc thiét bi CNTT( Binh
kém theo quy ché nay)

+ Khéng tu ¥ théo, lip may tinh céc thiét bj CNTT khi chua c6 y kién chi dao
cua can bo phu trach,

+ Khong cai dit cac phan mém, chuong trinh khi chua rd nguon gdc va chua
duoc sur nhét tri ciia ngudi c6 thim quyén.

+ Khéng dé nuéc, vét dung d& chay nd gin cac thiét bi CNTT.

+ Bao quan cac thiét bj CNTT trong phong lam viéc, phong hoc, céc phong
chirc ning, thudng xuyén lau chiii, vé sinh thiét bj theo hudng dan.

+ Khéng tat, khoi dong cac thiét bi CNTT dot ngdt bang cong tic clng, rit
nguf‘)n 6 dién dot ngot.
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UBND QUAN 1 ONG BIFN CONG HOA XA HOLCHU NGHIA VIET NAM
TRUONG MN BAN MAT NANN Doe lap — Tudo — Hanh phic

So:03 /QD-MNBMX Phiic Lei, ngav® thang Aondm 2024

QUYET DINH
Ban hanh quy ché quén Iy va sit dyng trang thict bj Cong ngh¢ thong tin;

Quy che quién 1y, si dyng va xir Iy théng tin tir h¢ thong Camera gidm sat
Nim hoc 2024 - 2025
HIEU TRUONG TRUONG MAM NON BAN MAI XANH

Can cir Thong te s6 52/2020/TT- BGDDT ngay 31 thang 12 ndm 2020 cua Bg
gido duc va Dao tao ban hanh Diéu Ié truong mam non;

Can cir luat Co'ng nghé thong tin nam 2026;

Can cir quyét dinh so 4725/0D — BGDDT ngay 30 thang 12 nam 2022 cua
B6 gido duc va.-Dao tao vé Ban hanh bé chi s6  ddanh gid mire do chuyén doi 50 ciia
co 50 gido duc pho thong va gido duc thiong xuyén;

Can cit Ké hoach 56 25/ KH — PGDDT ngay 20 thing 09 nam 2024 ciia
Phong gido duc va d’ao tao qudn Long Bién vé thuc hién nhiém vy Cong nghé théng
tin va chuyén doi s6 nam hoc 2024 — 2025;

Can cir vao ké hoach 32 /KH-MNBMX ngay 06/09/2024 ciia truong mam
non Ban Mai Xanh v/v thuc hién ké hoach nhiém vu ndam hoc 2024 -2025;

Cén cir vao tinh hinh thuc té cia nha truong; cdn cir vao ndng luc cia cdn
bé, gido vién, nhan vién truong Mém non Ban Mai Xanh;

~ QUYET DINH:

Pidu 1: Ban hanh Quy ché quan ly, van hanh, khai thac sir dung hé théng
thiét bi CNTT; Quy ché quan ly, sir dung va xt ly thong tin tir hé théng camera
giam sat nam hoc 2024 - 2025

Piéu 2: Cin ctr va nhiém vu duoc phr?m cong, can bd, gido vién, nhan vién
c6 trach nhiém thuc hién va hoan thanh tbt cac nhiém vu dugc giao.

Diéu 3: Cac td chirc, c4 nhan c6 lién quan chju trach nhiém thi hanh quyét

dinh nay ké tir ngay ky.
Noi nhin: ’-r“ 1K C
- CBGVNYV nha truong; ‘ MAM NON
- Luu VP. 2 v
> “5,}
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UBND QUAN LONG BIIN CONG HOA XA Q1 CHU NGHTA VIET NAM
TRUONG MN BAN MAI XANI Dje 1§p =Ty do = Hynh phie

QUY CHE
Quan Iy, vin hianh, Khai thic va sir dung trang thi¢t bj Cong ngh¢ thong tin

( Kem theo Quyét dinh so 9% /QD - MNBMX ngayO! thingAo nim 2024 ciia
tricong mam non Ban Mai Xanh)

I. QUY DINH CHUNG
Piéu 1: Pham vi, ddi tugng ap dung.

Quy ché nay quy dinh vé viéc quan ly, van hanh, khai thac va st dung trang
thiét bi Cong nghé théng tin cia truong Maém non Ban Mai Xanh. Quy ché nay
duoc ap dung doi vai can bd, glao vién, nhédn vién dang cong tac tai truong trong
viéc khai thac va sir dung trang thiét bi cong nghé thong tin véi muc dlch cong viéc,
quan 1y, giang day, hoc tap va phéi tudn thi nhitng quy dinh chung vé khai thac, vén
hanh va st dung trang thiét bi, dich vu mang, tai nguyén mang theo dang quy dinh
cua phap luat.

Pidu 2:Giai thich tir ngir:

Thiét bi cong nghé thong tin duoc hidu bao gém: may tinh, may in, may
chiéu, may phd t6, may scan, loa kéo, loa cong sudt 1én, bang tuong téc, thiét bi
mang... :

P T VAN

II. NHUNG QUY PINH CU THE

Piéu 3: Quan Iy sir dung thiét bi cong nghé thong tin

- Nguoi st dung tai san, trang thiét bi CNTT c6 quyén va trach nhiém trong
viéc khai thac, bao quan, sir dung hiéu qua vao nhiém vu chung ctia nha truong,
khéng str dung vao cac muc dich riéng.

- Trong qué trinh lam viéc, khi xdy ra su c¢b, hu hong doi véi céc thiét bi
CNTT phai lién hé truc tiép v6i can bd phu trach CNTT dé khac phuc su cb.

- Viéc sir dung trang thiét bi CNTT phai tun thi cic quy dinh sau:

+ Thuc hién dung quy trinh van hanh va khai théc céc thiét bi CNTT( Pinh
kém theo quy ché nay)

+ Khéng tu y thdo, 1ip méy tinh cac thiét bi CNTT khi chwa cé y kién chi dao
cia can bo phu trach.

+ Khéng cai dit cac phin mém, chwong trinh khi chua 16 ngudn gbc va chua
duogc su nhét tri cia ngudi ¢ thim quyén.

+ Khong dé nuéc, vat dung d& chay nd gan cac thiét bi CNTT.

+ Bao quan cac thiét bj CNTT trong phong lam viéc, phong hoe, céc phong
chirc ndng, thudng xuyén lau chui, vé sinh thiét bi theo hudng dan.

_ + Khong tit, khoi dong cac thiét bi CNTT dot ngdt bang cong tic cimg, rut

nguon 0 dién dot ngot.
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+ Khong cho npudi ngodi co quan sir dyng cde thidt bj CN'T'T etia cor quan,
+ Khong tr ¥ vin chuyén cde thict bj CNTT ra khoi co quan khi chua duge
su cho phép cna Ban gidam hidu.
Dicu 4: Khai thic va sir dyng mang Internet:
- Khong truy cdp nhimg trang website mang tinh chat ddi tryy, khong lanh
manh, mang ngi dung xau, tr twong phan dong.
- Khong tang trlr trong mdy tinh céc ndi dung, tranh anh, phim truyén...mang
ndi dung khong lanh manh.
- Khéng mo cdc thu ¢6 ndi dung dinh kém céc file khong rd ngubn goc dé
phong virus xam nhdp hé thong
- Khéng tu ¥ tai vé, dua Ién cac di 11eu tai lidu, sb liéu mat cta nha truong,
nhimg vin ban chua dugc cép c6 thim quyén cong b6 1én mang internet.

III. TO CHUC THUC HIEN
Piéu 5. Can bd, giso vién, nhin vién trong truwong cé trach nhiém.

Cén bg, gido vién, nhan vién nha trudng cén ctr cac quy dinh trén trién khai
thuc hién. Trong qua trinh thuc hién co van dé phat sinh, vudng mac cén kip thoi
béo cdo Ban giam higu dé giai quyét.

Piéu 6. Can by phy trach mang CNTT cé trach nhig¢m.

- Tiép nhéan théng tin sy cé, hu héng trang thiét bi cong nghé thong tin tir can
bd, gido vién, nhan vién trong trudng. Dé xuat véi BGH phuong 4n stra chita, thay
the trang thiét bi gap su co, hu hong.

Picu 7. Phong tai chinh ké toan ¢6 trach nhiém.

Chu tri, phéi hop véi cén bd phu trach CNTT ctia nha trudng va céc bd phén
c6 lién quan dé xuét phuong an vé kinh phi va kiém tra, gidm sat viéc sir dung kinh
phi cho viéc stra chita, thay thé va béo tri, bio dudng hé théng cong nghé théng tin
cua nha trudng theo quy dinh.

Piéu 8. Trong qua trinh thuc hién nu c6 phat sinh van d& nam ngoai quy ché
ndy, cdn bd phu trach mang CNTT cua nha truong c6 trach nhiém tap hop y kién,
b4o cao Hiéu trudng xem xét va sira doi, bd sung cho pht hop.

Long Bién, ngay | thang AU nam 2024
HIEU TRUONG

O
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ADOUAN TONG NEN
UONG MN BAN MALXANN

CONG HOA XA HOTCHU NGHIA VIET NAM
Doe lip - Ty do - Hanh phic

QUY TRINU VAN HANH VA KHAUTHAC, SUDUNG CAC THIET B
CONG NGHE THONG TIN TRONG TRUONG
( Ném theo Quyét dinh 86 B, QD-MNBMX ngay({ thdang(Onim 2024 ciia tricimg

Thiét by

Maychi[BGH, Van |

' Déi iu\ﬁig

| thu, bao V¢

v

MN Ban Mai Nanh )

Cie barde thye hign

- Bt nt ll_éﬁ&?l trén cdy, bt nit nguon
trén mdn hinh

- D¢ méy ty Khéi déng va khong (it
may tinh Khi ldm vi¢c xong

Liru y

- Miy chu la m{ny {
quan ly dir li¢u nén |
khong dugce tat may.

May tinh

|

CBGVNV

- Bdt nat nguon trén cdy, bt nit nguon
trén man hinh.

- Mady tinh khong
[én duge thi phai
bdo cho CB quan ly
CNTT

Tre

- Bét nut nguon trén cdy, bit nit nguon
trén man hinh

- Mady tinh Kkhong
[én dugc thi bao cho
gido vién l6p.

' Mdy  chiéu
| projecter

CBGVNV

- Két ndi cdc cong VGA, HDMI,
Video, Point véi may tinh

- Cim dién va bat ngudn

- Tit cin nhin nut ngudn 2 lan lién
tiép.

- Néu khéng thdy tin
hiéu thi kiém tra
cong, may tinh da
chuyén ché do xuit
ra man hinh chua

- Tit xong mudn bit
lai phdi dé quat gi6
ngung chay.

Mdy chiéu
da vat thé

GV

- Ké ndi cic cong VGA, HDMI,
Video, Point véi may tinh
- Cam dién va bt nguon

- Néu khong thay tin
hiu thi kidm tra
cong, mdy tinh da
chuyén ché dd xuit
ra man hinh chwa

Bang twong
tic

GV

- Két ndi cic cdng VGA, HDMI
Video, Point véi may tinh

- Cim dién va bét nguf“)n

- Tét cAn nhéin nat ngudn 2 lan lién tiép
- M& phin mém ding cho bing twong
tac.

- Néu khong thay tin
higu thi kidm tra
cdng, may tinh da
chuyén ché d§ xuit
ra man hinh chua

- Tt xong mudn bt
lai phai dé quat gid

ngung chay.
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- Khi it phii chy

My in :(Ilh\’NV - Két ndi cdng USIY may in vai miy
| ; tinh 30s dé méy ngimng in
| - Cam dien va bat nat ngudn (rén than | hin mdi duge bit
| may lai.
| - Chon mdy in trén mdy tinh va sir | - Néu méy khong
dung. hoat dong, kiém tra
nguén dién, day két
1 n'(“')i, driver trén may
tinh.
May Scan NVVP | . Két ndi cdng USB mdy in véi may |- Khi tit phai chés
scan 30s dé may ngimg
- Cim dién va bat nat nguén trén than |scan hin méi dugc
may bat lai.
- Chon mdy scan trén mdy tinh va sir | - Néu méy khong
dung. hoat dong, kiém tra
| nguén dién, day két
| ndi, driver trén may
| tinh.
'Ti vi man GV - Cam dién va bat ngudn - Ti vi khong Ién
1 hinh lén - Str dung diéu khién dé tat hoic bat dugc thi phai bdo
| : cho CB quan ly
| CNTT
i Loa kéo GV - B;_‘%t nguén o r}ﬁt trén thén loa - Loa kéo khong 1én,
| Bluetooth - Két noi loa dé’sfr dung ; khong sur d}Jng \dug'c
- Sac pin khi hét pin, luu y sac day thi | hodc. c6 van dé két
| rit ra, khong cdm qua dém ndi thi phai bao cho
CB quan ly phu
trach mang CNTT
My GVNV - Cém dién va bét nat ngudn trén than | - Khi tat phai cho
photocopy may 30s d_é mady nglmg in
- Pé may tu khoi dong va khong tit hin méi dugc bt
may trong qua trinh str dung lai.

‘ - Néu mdy khong
hoat ddng, kiém tra
nguon dién, khay
gidy.

H¢ tlu‘;ng NV Van |- Cim dién va bat nut nguon trén than | - Hg tl\éllg Camera
Camera thu may phuc vu cdng tic
- Dé may tr khai dong va khong it | quan ly va cong tic
may trong qua trinh st dyng an ninh toan truong
nén hoat dong 24/7
Loa  cdng | D/c Quang |- Cim dién va bat nat nguon trén loa | - Hé théng loa phuc
sudat lon - Bé loa khoi dong va khong tit mdy | vu cong tac hoat
trong qua trinh str dung. dong ngady hdi, ngay
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- Khi it c¢in dicu chinh cdc nit am
R y .‘ r ] A i : s
lwong xuong mirc nhd nhat mai tit nat
nguon.

& Lap dit va tit bat
theo dang quy dinh

Hé  thong
am  thanh
thong bdo
hanh lang
lop hoc, sdn
truong

D/c
Luong,
Diép,
BV

T

- Cim dién va bat nat ngudn trén loa

- D¢ loa khai dong va khong tét trong
qua trinh st dung.

- Khi tit can diéu chinh cc nat am
lrgng xubng nhé nhit méi tit nut
ngudn,

- Hé thong 4m thanh
phuc vu cong tac
hoat dong bat hing
ngay. Tit va bat theo
ding quy trinh.

D6 Thi Huyén
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UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MN BAN MAI XANH Doc lip — Tu do — Hanh phic

QUY CHL
Quan ly, sfl dung va xir Iy thong tin tir hé thong Camera giam sat,
( Kém theo Quyét dinh s6 93 /0D - MNBMX ngny(}!ﬂmng AVnam 2024 ciia
truwong mim non Ban Mai Xanh)

L. QUY DINH CHUNG
Piéu 1: Muc dich. :
Hé thong camera gidm sat dugc trang bi, lip dit tai cac vi tri thudc truong

mam non Ban Mai Xanh. Ban giam hiéu giao nhiém vu cu thé cho céac b phén, ca
nhan ¢6 lién quan truc tieép quan ly, sir dung, van hanh va khai thac thong tin nham
cac muc tiéu sau day:

1 Ho trg cong tac dam bao an ninh, chinh tri, trat tw an toan ctia nha truong.
2. Tang cudng giam sat, quan ly cac hoat dong dao tao, nghién ciru ndng cao
hiéu luc, hiéu qua cong tac chi dao, diéu hanh néi chung va giang day ndi
riéng.

Cac camera dit tai cdc khu vuc hoat dong chuyén mon cta don vi nham
phuc vu cho céng tac quan ly, gidm sat cac hoat dong va sir dung, vén
hanh, béo tri, an ninh cac khu vuc trong truong hoc, bao vé an toan cho
cac thiét b1

LI

II. NHUNG QUY PINH CU THE

Diéu 2: Quin ly, sir dung hé théng Camera giam sat.

1. Hé théng Camera giam sat ciia truong Mam non Ban Mai Xanh trudc khi
sir dung, van hanh phai ddm bao yéu cau vé kiém dinh k§ thuat, chit
lugng hinh anh ctia nha nudc.

2. Hé thong Camera giam sat gom 87 camera dugc dit tai cac vi tri ¢é dinh
thuan loi cho quan sat, giam sat cac hoat dong thuong xuyén cua nha
truong, ddm bao tinh minh bach, ding quy dinh cta phap lut.

3, Nghiém cdm moi hanh vi phé hoai, can trd, han ché hodc vé hiéu hoa tinh
nang ki thuat ciia hé théng camera giam sat da duoc lap dit tai truong.

Piéu 3: Poi twgng diéu chinh.

Cén bg, gido vién, nhan vién, phu huynh, hoc sinh, khac dén lam viéc giang

day, hoc tap, tham quan va nhiing nguoi dugc phép ra vao trudng c6 trich nhiém
chap hanh giam sat, phat hién, xir ly cdc hanh vi vi pham dwoc ghi nhén qua hé
thong camera glam sét va c6 quyén dua ra bing chimg chimg minh, khiéu nai dé
bao vé quyén lgi hop phap cia minh.

Piéu 4. Sir dung thong tin.

) it —

Wt e <
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1. Ban gidm hi¢u trye iép, tip trung chi dao cdc bd phéan lién quan trong
vide 1 chire, quan 1y, khai thdc va x(r Iy nhimg théng tin, hinh anh thu
duge tr h¢ thdng camera gidm sat.

2. Don vj, ¢d nhin I\hongD duge dé cap tr ong quy ché nay néu mubn str dung
hinh danh tir h¢ lhon;, camera giam sat dé phuc vu muc dich chuyén mon,

lién quan dén nghién ctru khoa hoc (néu c6) phai xin phép va c6 su dfmg y \

ctia Ban gidm hiéu méi duge sir dung.

3. Hinh anh, ban ghi, déu vét thu dugc tir hé théng camera duge coi 1a mot
trong nhitng co s& dé ban giam hiéu chi dao cac bd phan c6 lién quan xem
xét, ra quyét dinh xir 1y, didu hanh céng viéc cu thé. Pong thoi cé thé sir
dung lam ching cir 13p bién ban, truy ctu trach nhiém doi véi nhimg
truong hop vi pham dién ra trong pham vi nha trudng,

Picu 5. Luu triv, trich xuit thong tin.

Thong tin duoc luu tri} trén 3 du ghi hinh 32 kénh, 3 Tivi 55 inch dé theo doi
cac mat camera véi 12 & cung luu trir dir liéu 64Mb dung lucmg, céc dau ghi camera
hru trix duoc it nhét 14 ngay. Ban giam hiéu chi dao tryc tiép nhan vién phu trach

céc van dé vé camera trich xuit théng tin quan trong phuc vu c¢dng téc chi dao, diéu
hanh hoat dong ctia nha truong.

Diéu 6. Trach nhiém bao v¢ an toan hé théng.

Camera dit trong pham vi khu vuc cia bd phén nao thi bd phan d6 co trach
nhiém dam bao an toan cho camera va cac thiét bj lién quan kém theo. Céc khu vuc
khac do phong bao vé chiu trach nhiém.

L. TO CHUC THUC HIEN
Diéu 7. T4 bio vé ¢ trach nhi¢m
1. T6 chirc luc lugng, clr nhan vién tryc theo lich phan cong va nim tinh
hinh qua hé théng camera 24/24h, béo c4o lanh dao dé chi dao giai quyét,
xtr 1y kip thoi nhimg tinh hudng phat sinh.

2. Chy 't phéi hop v6i nhéan vién phu trach Camera va b phén lién quan
van hanh, bao tri, bao dudng, stra chita hé thong camera giam sat.

Picu 8. Can b duge phin cong phu ( D/c Diép — NV Vin thw) ¢é trich

nhiém

1. Chu tri, phéi hop véi cac don vi lién quan tb chirc tiép nhan, chuyén giao
cbng nghé, k¥ thuat van hanh va phéi hop véi td bao vé xir 1y thdng tin tir
hé théng Camera giam sat.

2. Phéi hop véi don vi cung cép kiém tra, gidm sat ¢am bao chét lugng hinh
anh va céc tiéu chuin khéac theo quy dinh, phdi hop van hanh va sira chira
hé théng khi gap su cb.
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Dicu 9. Phong tai chinh ke todin ¢6 trich nhi¢m

Chu tri, phdi hop véi BGH, nhén vién phy trach hé théng Camera va cac don
Vi €0 lidn quan dé xudt phuong dn vé kinh phi va kiém tra, giam sat viéc sir
dung kinh phi cho quan ly, vin hanh, bao tri, bao duéng hé théng Camera
2iam sdt cua truong theo quy dinh.

Picu 10. Trong qua trinh thyc hién néu ¢6 phat sinh van dé ndm ngoai quy
che nay, cdc bd phin ¢6 trach nhiém tdp hop y kién, bdo cdo Hiéu trudong xem
Xét stra doi va bo sung cho phu hop.

Long Bién,

9 HIBONERUONG
;kmfim NON |7

* \ BAN MAI XANH />
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DPuogc quét bang CamScanner


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

