TRUONG\-lyBND XA MINH TAN CONG HOA XA HQI CHU NGHIA VIET NAM
‘(NG MN MINH THUAN Poc lap — Tw do — Hanh phic

QUY CHE
Quy ché hoat dong ciia ban chi dao chuyén doi sé
Trwong Mam non Minh Thuén
(Ban hanh kém theo Quyét dinh s6 135/0P-MNMT ngay 14 thang 10 nam 2025
ciia Trieong Mam non Minh Thudn )

Chuwong I
NHUNG QUY PINH CHUNG
Piéu 1. Pham vi, d6i twong ap dung

1. Quy ché nay quy dinh hoat dong ciia ban chi dao chuyén d6i s truong
MN minh Thuén, quy dinh viéc quan ly, van hanh, khai thac, sir dung ing dung
cong ngh¢ s6 trong quan tri, nudi dudng, cham soc, giao dyc tré trong Truong
Mam non Minh Thuan. Nguyén tic, nhiém vu, quyen han, che do lam viéc va
quan hé cong tac ctia Ban Chi dao cong tac chuyén d6i s6 Truong Mam non
Minh Thuan (sau day goi tat 1a Ban Chi dao).

2. Quy ché nay ap dung ddi vdi cac thanh vién Ban Chi dao.

Pi¢u 2. Nguyén tic hoat dong

1. Ban Chi dao lam viéc theo nguyén tac dan chu, cong khai va do Trudng
ban Chi dao (goi tac la Truong ban) quyét dinh.

2. bé ccao trach nhiém ca nhan cua cac thanh vién Ban Chi dao cong tac
chuyén ddi s6 trong hoat dong cua Ban Chi dao va trong thyc hién chirc trach, nhiém
vu duoc phan cong; giai quyét cong viée theo ding thAm quyén va trach nhiém duoc
phan cong, ding trinh ty, thi tuc theo quy dinh cua phap luat va quy dinh cta Quy
ché nay.

3. Cac thanh vién Ban Chi dao cong tac chuyén doi sé phai chu dong giai
quyet cong viée trong qua trinh thue hién cac nhiém vu vé xay dung, phat trién
chuyén d6i s6 cua Trudng Mam non Minh Thuan .

4. Bao dam yéu cau phdi hop cong tic, trao d6i thong tin trong giai quyét
cong viéc theo chirc nang, nhiém vu, quyén han duoc giao.

Chuong I1
NHIEM VU, QUYEN HAN CUA CAC THANH VIEN BAN CHI PAO
Pi¢u 3. Trudng ban

1. Chi dao toan dién vé to chirc, chirc nang, nhi¢ém vu ctia Ban Chi dao;
phan cong nhiém vu cac thanh vién Ban Chi dao; ban hanh quy ché hoat dong,
chuong trinh, k€ hoach cong tac, kiém tra hang nam, giai doan ctia Ban Chi dao.
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2. Truc tiép chi dao thyc hién cong tac chuyén doi s Truong Mam non
Minh Thuéan ; xay dung, phat trién cong tac chuyén doi so tai don vi.

3. Tri¢u tap, chu tri cac cudc hop dinh ky hodc dot xuét ctia Ban Chi dao.
Piéu 4. Phé Truéng ban

Pho Trudng ban thuc hién nhiém vu theo phan cong ctia Truéng ban, cu
thé nhu sau:

1. Pho Trudng ban giup Trudng ban truc tiép chi dao cac hoat dong cua
Ban Chi dao; xem xét, giai quyét cac cong viéc thudng xuyén ctia Ban Chi dao.
Khi Truéng ban ving mit, Pho Trudng ban thay mit Trudng ban 1anh dao, chi
dao hoat dong cua Ban Chi dao.

2. Tham muu gitp Truéng ban vé xay dung ké hoach thyc hién cong tac
chuyén doi so cua truong; xay dung, phat trién cong tac chuyén doi so cac co s&
gido duc.

3. Gitp Trudéng ban td chirc trién khai thuc hién ké hoach chuyén ddi sb,
xay dung s6 nham dat dugc cac chi ti€u dinh lugng dé ra; thyc hién ché do
thong tin, bao cdo theo mau va tuan thu thoi han bao cao, tién téi thyc hién ché
do thong tin, bdo cao truc tuyén.

4. Thyc hi¢n cac nhi€ém vu khac do Truong ban phan cong.

Piéu 5. Cac ny vién

1. Gitip Trudng ban, Pho Trudng ban xay dung, t6 chirc trién khai chuong
trinh, ké hoach cong tac, ké hoach kiém tra hang nam cua Ban Chi dao; tham
muu bao cdo so két, danh gia tinh hinh, két qua trién khai cac nhiém vu, giai
phap xay dung, phat trién Chuyén do6i s6; bao cao Trudng ban, Pho Trudng ban

két qua thuc hién cac chuong trinh, ké hoach cua Ban Chi dao va théng bao két
luan, chi dao cta Truong ban, Pho Trudng ban vé cong tac chuyén doi so.

2. Giap Truong ban, Pho Truong Ban 1am dau méi to chic thuc hién
nhi¢m vy tham muu vé€ chu truong, co ché, chinh sach thuc day xay dung, phat
trien Chuyén do1 s6 Truong Mam non Minh Thuén .

3. Giap Trudng ban, Pho Trudng Ban diéu phdi, dén ddc, kiém tra thuc
hién cac chuong trinh, co ché, chinh sach, dé an, du an, ké hoach, giai phap co
tinh chat lién nganh vé xay dung, phat trién Chuyén doi so, bao dam tinh hi¢u
qua, 1ong ghép, dong bo véi cac chuong trinh khéc.

4. Dé nghi khen thudng cac ca nhan c6 thanh tich trong viéc xdy dung va
phat trién Chuyén doéi s6 cua Truong Mam non Minh Thuén .

5. Thuc hién cac nhiém vu khac do Trudng ban, Phé Trudong ban phan cong.
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Chwong II1
CHE PO LAM VIEC VA QUAN HE CONG TAC
Piéu 6. Cac cudc hop ciia Ban Chi dao

1. Ban Chi dao hop phién toan thé dinh ky 06 thang mot lan. Trudong hop
can th1et Trudng ban quyét dinh tap hop dot xuat; thanh phan tham dy cudc hop
dot xuat do Trudng ban quyét dinh.

2. Tai cac cudc hop‘ cua Ban Chi dao, Thanh vién Ban Chi dao Véng mat
phai bao cdo va duogc sy dong y ctia Trudng ban.

Picu 7. Ché @6 1am viéc va co ché phdi hop
1. Céc thanh vién Ban Chi dao 1am viéc theo ché d6 kiém nhiém.

2. Truéng ban, Pho Truéng ban dinh ky hodc dot xuat lam viéc véi Uy
vién Bap Chi dao dé nghe bdo cdo tinh hinh va chi dao viéc thuc hién chuong
trinh, ké hoach cong tac cua Ban Chi dao.

3. Cac uy vién Ban Chi dao dugc quyén giao don vi dau méi chu tri, huy
dong cac nguén lgyc va doi ngli can by, cong churc, vién chirc cua don vi trong
thyc thi nhiém vy dugc Truéng ban, Pho Trudng ban giao.; phéi hop v6i thanh
vién trong thuc hién nhiém vuy; bao cdo Trudng ban vé két qua thyc hién.

4. Céc uy vién Ban Chi dao dugc phdi hop cac thanh vién dé nghién ciru,
xay dung cac chuong trinh, duhi dao dugc phdi hop cac thanh vién dé nghién
curu, xay dung cac chuong trinh, du an, du thdo van ban quy pham phép luat va
thuc hi¢n cac nhiém vu khac dugc giao li€n quan dén xay dung, phat trién
Chuyén dbi s6 ctia Truong.

Piéu 8. Trach nhiém ciia ngwoi ditng diu trong quan hé cong tac véi
Ban Chi dao

1. Quan triét cac ndi dung chi dao cau Ban Chi dao dé don ddc, trién khai thyc
hién chuyén d6i sd xay dung, phét trién Chinh quyén dién tir, Chinh quyén so, kho
dit liéu sb dung chung; tao thuan 1¢i cho viéc trién khai kho hoc liéu s va chiu su
giam sat, kiém tra ctia Ban Chi dao vé viéc thuc hién cac ndi dung nay.

2. Chi dao to chirc trién khai cac nhiém vu vé chuyén d6i so Truong Mém
non Minh Thugn ; xay dung, phat trién Chinh quyén dién tir, Chinh quyen s0,
kho hoc liéu sd; tao thuan loi cho viéc trién khai cong tac chuyén doi sé cua
Truong Mam non Minh Thuén .

Chuong IV

QUY CHE QUAN LY, VAN HANH, KHAI THAC, SU DUNG
CONG NGHE SO TRONG QUAN TRI, NUOI DUONG, CHAM SOC,
GIAO DUC TRE

Pi¢u 9. Cong thong tin dién tir.
1. Déng chi Pham Thi Hién- Quan tri trang Web
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- Cap nhat thong tin vé nha truong, hoat dong giang day, su kién mot cach
thuong xuyén va chinh x4c. Quan ly néi dung, chinh stra va tao nd1 dung maoi
cho website. Pam bao cac thong tin chinh xac, nhat quan. Bao dam an toan
thong tin trang web va nguoi dung

- Truy cép va quan ly toan bo hé thdng quan tri trang web. Thém, xda, sira
ndi dung trén trong web. Cap quyén truy cp cho thanh vién khac trong nhom
lam viéc. D& xuit, cai tién trang web.

2. Cac thanh vién khac

- Bién tap, duyét céc bai viét, hinh anh, video lién quan dén hoat dong cua
t0, khoi minh phu trach. Bon doc cac thanh vién cua to, khoi trong viéc xay
dung céc bai giang, video, cac hoat dong cham sbéc, nudi dudng gido duc.

- Quan 1y cac ndi dung da duyét, dam bao tinh chinh xac, cap nhat va hap
dan cia noi dung. Chiu trach nhiém ddi véi cac thong tin, ndi dung da duyét.
Bdao mat thong tin cua trudng, tuan thu cac quy dinh cta truong. Cong tac chat
ché€ véi cac thanh vién khac, hoan thanh cong viéc dugce giao dung thoi han.

_ Diéu 10. Quin Iy cic phan mém (Ky so, CSDL, cip nht dir li¢u phan
mém PCXMC, CCVC; Quin ly dinh dudéng, quan ly thu chi, tai chinh, tai
san ...)

1. Bong chi Pham Thi Hién

Quan 1y cac phﬁn mém: CSDL, cap nhat dir licu ph?m mém PCXMC,
CCVC; Quan ly dinh dudng

- Phan cong cong viéc cho cac thanh vién trong nhom quén trj phan mém
(néu c0) va cap nhat thong tin trén phﬁn mém dam bao cong viée dugce thuc hién
dung tién do. Giam sat qua trinh trién khai, sir dung phan mém. Kip thoi giai
quyét cac van dé phat sinh lién quan dén phin mém.

- Dam bao an toan thong tin cta hé théng, phong chdng cic nguy co tan
cong tr bén ngoai. Quan ly quyen truy cép cta ting ngudi dung vao hé thong.
Thuc hién cac bién phap phong chong ro ri thong tin quan trong.

~ Ban giao cho nha truong khi khong con st dung. Bao mat thong tin da
biét sau khi ban giao
2. Pong chi Tran Thi Thanh Thiy
Quan ly phan mém dinh dudng tai khu A. Cap nhat hang ngay, kip thoi
gidi quyét cac phat sinh khu str dung.

DPam bao an toan thong tin ctua hé théng, phong chéng cac nguy co tan
cong tir bén ngoai. Quan ly quyén truy cap cua tung nguodi dung vao hé thong.
Thuyc hién cac bién phdp phong chong 1o ri thong tin quan trong.

~ Ban giao cho nha truong khi khong con st dung. Bao mat thong tin da
biét sau khi ban giao



3. Bong chi Vii Thi Ha

Quan 1y phan mém Quan 1y thu, chi khong dung tién mit (phan mém
Corporate eBanhking cta Agribank); phan mém quan 1y tai chinh; quan 1y tai
san

- Thuc hién cap nhat thuong xuyén, ding tién d0, chinh xac dir liéu va
moi nhat khi nhap vao phin mém. Khong chia s¢ mat khau véi nguoi khac,
thuong xuyén thay d6i mat khau de bao mat. Khong click vao lién két la hoic tai
cac phan mém khong rd ngudn gbc. Thudng xuyén sao luu dit liéu dé phong mat
dir licu

- Chi st dung phén mém thyuc hién cong viéc duoc giao, khong st dung
cho muc dich ca nhan.

Tuan thu cac quy dinh ctia nha truong trong str dung phan mém

Ban giao cho nha truong khi khong con sir dung. Bdo mat thong tin da
biét sau khi ban giao

Piéu 11. Chir Ky sb
Hiéu truong, cac phéd Hiéu truong duoc giao mdi ca nhan 01 USB ky sb
T6 trudng van phong dugc giao 01 USB ky s6 ctia nha trudng
1. Trach nhiém
- Gitr bi mat tuyét,df')i khoa riéng cua chir ky s6. Khoa riéng nay 1a yéu t6
cOt 101 d€ tao ra chir ky s6 va néu bi 16 s€ dan dén vi¢c gia mao chir ky.

- Bdo v€ may tinh, thiét bi luu trit khoa riéng khoi virus, phﬁn mém ddc
hai va cac moi de doa khac.

- Khong chia sé khoa riéng voi bat ky ai, ké ca nhitng nguoi c6 tham
quyén trong nha truong.

- St dung dung muc dich

Chi st dung chit ky s6 dé ky vao cac van ban dién tir ¢ lién quan dén
cong vi¢c cua nha truong, tuan thu ding quy dinh phap luat

Khong stir dung chir ky s6 cho cac muc dich c4 nhan hodc thuong mai.

Néu xay ra bat ky su ¢d ndo lién quan dén chir ky sd, nhu mat mat, that
lac hodc nghi ngo bi xdm nhap, phai bao céo ngay cho co quan c6 tham quyén
dé kip thoi xir 1y. Hop tac véi cac co quan chirc ning dé diéu tra va khic phuc
hau qua néu xay ra su cd.

Ban giao USB duoc giao ky s cho nha trudng khi khong sir dung
2. Quyén han

Nguoi duoc giao giit chit ky s6 ¢o quyen ky cac van ban dién tir thay mat
cho nha trudng trong pham vi dugc uy quyén. Co quyén yéu cau hd tro k¥ thuat
tir nha cung cap dich vu chit ky s6 khi gip khé khin trong qua trinh sir dung.
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Piéu 12. Trach nhiém ciia cac ca nhan khi sir dung nhom zalo

1. Cac nhom Zalo dugc sir dung trong nha trwong va nguoi co trach
nhiém dang tin

- TMN MINH THUAN: Hiéu trudng va 2 pho hiéu trudong

- MN Khu A Minh Thuan: MN Khu B Minh Thuén: Hi€u truong va 2 pho
hiéu truong

- Nhém dang vién: Cép ty chi bd.

* Pbi v6i nhom Zalo cac 16p. Gido vién cht nhiém 1am trudéng nhom. Khi
dang tai thong bao phai ngan gon, chinh xac ndi dung do nha truong trién khai.

2. N¢i dung sir dung trong Nhom

a) Nhom Zalo dung dé: Thuc hién cong khai trong nha trudng vin ban chi
dao cua cac cap va nha truong, thong bao cac ndi dung chi dao, di€u hanh, trién
khai chuyén moén can thiét cua nha truong, cua to, ciia gido vén dén cac thanh
vién nhom.

Noi dung tin nhan chi dao, bdo cao ngin gon, rd rang.

Thuc hién ghim nhiing ndi dung tin nhan quan trong.

Khéng thuc hién Gy quyén cac thao tac trén Nhom cho nguoi khong phai
thanh vién Nhom.

b) Nhitng hanh vi bi cAm khi st dung nhom

Trao doi, thao khao ¥ kién cua tip thé khi truéng nhom, quan trj nhom
khong c6 yéu cau.

Ping nhiing ndi dung xtic pham nguoi khac, bdi nho danh dy, uy tin cap
trén nham muc dich ¢4 nhan, nhiitng nd1 dung nham chia ré doan két noi bg.

bang tai, goi dién, nhén tin chi dao, cap nhat cac van ban va cac thong tin
c6 tinh chat “Mat”, “To61 mat”, “Tuy¢t mat” theo quy dinh cua phap luét.

Str dung Nhom de cung cip, phat tan, chia sé cac thong tin ¢6 ndi dung
x4u, khong 6 nguon gbc gay phuong hai dén an ninh qudc gia, trat tu, an toan
x4 hoi; tuyén truyén kich dong bao luc, ddi truy, toi ac, t& nan x4 hoi, mé tin di
doan, ton giao; pha hoai thudn phong my tuc cta dan toc.

Phét tan virus may tinh théng qua tin nhin Nhom.
Thém vao Nhom cac ddi tugng khong thude thanh vién Nhom.
TO CHUC THUC HIEN

Piéu 13. Cac thanh vién Ban Chi dao, Thu trudng don vi co6 trach nhi¢m
thuc hién cac nhiém vu theo quy dinh va pho bién, huéng dan Quy ché nay.

Picu 14. Trong qua trinh thuc hién Quy ché, néu c6 van dé phat sinh hoic
can sura doi, b6 sung, dé nghi phan anh vé€ Pho Trudng ban dé tong hop, bao cao
Truong ban xem xét, quyét dinh./.
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