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SO GD & PT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUO'NQ THPT Poc lap — Tw do — Hanh phic
NGUYEN PINH CHIEU
sé: H /QD-THPTNDC Thii Ddu Mot, ngay /|5 thangl() nam 2023.
QUYET PINH

Ban hanh Quy ché lam viéc ciia Ban bién tap trang thong tin dién ti
Truong THPT Nguyeén Dinh Chi¢u

HIEU TRUONG TRUONG THPT NGUYEN PINH CHIEU

Can cir Théng tw s6 32/2020/TT-BGDPT ngay 15/9/2020 ciia Bé truong B
Gido duc va Dao tao vé viéc ban hanh Piév 18 truong trung hoc co so, truong

irung hoc pho thong va truong phd thong co nhiéu cap hoc,

Can ciz tinh hinh thuc té cia don vi,
QUYET DINH:

Diéu 1. Ban hanh kém theo Quyét dinh nay Quy ché lam viéc cua Ban bién
tap trang thong tin dién tir Trudong THPT Nguyén Dinh Chiéu niam hoc 2023-2024.

Pbicu 2. Quyét dinh ndy ¢6 hiéu lyc thi hanh ké tor ngay ky dugc ap dung

1)

trong toan thé co quan trudng THPT Nguvén Dinh Chidu.

Pieu 3. Céac phé hiéu trudng, td trudng chuyén mon, trudng cac bo phén cua

truong va cac ca nhan ¢o lién quan chin trach nhigra thi hanh quyét dinh nay./.

Nai nhan:

- 80 GDDT; :
- BGH, TTCM, TTVP;
-CTC, BTDT,

- Website; niem yét;

- Luu VT.T20.

_ HIEU TRUONG
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SO GD&DPT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN PiNH CHIEU Poc lap- Tw do- Hanh phuac

QUY CHE VE TO CHUC VA HOAT PONG
CUA BAN BIEN TAP VA QUAN TRI CONG THONG TIN DPIEN TU
TRUONG THPT NGUYEN PINH CHIEU

(Ban hanh keém theo Quyét dinh sé 5 HQP-THPTNBC ngavl} thangAondm 2023 cia
Hiéu truong Truong THPT Nguyén Dinh Chiéu)
CHUONG I
NHUNG QUI PINH CHUNG

Piéu 1. Pham vi diéu chinh

Quy ché nay quy dinh chi tiét viéc td chirc va hoat dong ctia Ban Bién tdp va quan tri
Cong thong tin dién tir cia truong THPT Nguyén Dinh Chiéu (goi tat 1a Website truong).

Dicu 2. Vi tri, chirc nang, nhiém vy cia Ban Bién tap va Quan tri
1. Vi tri, chirc ning

Ban Bién tdp va Quan tri Website ctua truong do Hiéu trudng thanh 1ap, ¢6 chirc ning giup
Hi¢u trudng thuc hién nhiém vu xuat ban cac thong tin, tin tc, cac hoat dong cua truong

trén Website c6 dia chi: https://thptnguyendinhchieu.edu.vn

2. Nhiém vu

2.1. Xay dung va van hanh Website truong, bao gom cac cau phan: ha tang két noi
mang, thi€t bi, nhan luc, ndi dung, sao luu, chong xam nhdp trai phép, chdng virus, g& bo
thong tin khong phu hgp khi dugc phat hién:

2.2. Xay dung quy ché hoat dong va cung cap thong tin, dir liéu cla trudng; ra soat,
kiém tra, cdp nhat bé sung théng tin hang nam:;

2.3. Bién tap, xur ly thong tin ctia cac chuyén muc va chuyén dé;

2.4. Cap nhat kip thoi céc thong tin, dé xuat cac giai phap dong gop, xay dung cho
Website cua truong hoat dong ¢6 chat legng va hiéu qua ngay cang cao.

2.5. Céc thanh vién ¢6 trach nhiém phoi hop chit ch€ véi nhau, phdi hgp vai Lanh

dao don vi, cdc t6 chirc Doan the dé thu thap thdng tin.




Piéu 3. Yéu ciu vé thong tin diang trén Cong thong tin dién tir ciia truong
Cac thong tin khi ddng trén Website cua truong phai:

- bung chu truong chinh sach cia Dang, phap ludt cua nha nude; cac quy dinh cua
Nganh;

- Chinh xac, trung thuc, kip thoi, phuc vu su chi dao diéu hanh, quan ly nha nudc va

nhu céu str dung thong tin cuia cac to chire, ca nhan;

- Gilr uy tin cta nha truong, gitr vitng khoi doan két trong don vi; Khong vi pham dao

dirc, thuan phong my tuc;
- Céc van ban ddm bdo dung véi ban chinh da duoc ky duyét, ban hanh;

- T ngit st dung 1a céc tir nglt pho thong va str dung ngdn ngit Ti€éng Viét co dau ro

rang.
Diéu 4. Quy trinh cung cép théong tin

- Cac thanh vién Ban Bién tap va Quan trj Website giri bai viét dudi dang file vin ban

cho Truong ban theo dia chi email: thanhnc@nguyendinhchieu.sgdbinhduong.edu.vn.

Phong chil str dung la phong chir Unicode (Time New Roman ¢ 14).

- Bai viét ¢0 dnh, video clip hodc cac dang khac glri kém phai ghi rd cha thich cho

tung anh, tirmg clip.

- Trudng ban ding phan cong ngudi tai bai viét Ién Website. Trong truong hop khong
dang tai bai viet, Trudng ban c6 trach nhi€ém phan hoi lai ca nhan qua Email hodc dién thoai

va néu rd nguyén nhan khong dugc dang bai.

- Thai gian cung cip thong tin: Khong qua 3 ngay ké tir khi hoat dong dién ra.

CHUONG 11
CO CAU TO CHU'C CUA BAN BIEN TAP VA QUAN TRI
Diéu 5. Co cAu té chire ciia Ban Bién tap va Quan tri
Ban Bién tap gém 01 Trudng ban, 01 pho ban va 04 thanh vién ban bién tap.
Piéu 6. Phin «ong vhiém vy ciia cac thanh vién
6.1. Truéng Ban

- Chiu trach nhiém trudc Hi¢u trudng vé toan bd ndi dung ctia Website clia truong.




- Phu trach quan tri Website cua truong.

- Xay dung Quy ché to chuc, hoat dong, phan cong nhiém vu cia cdc thanh vién
trong Ban Bién tap va Quan tri.

- B4o cdo va dé xuét véi Hiéu truong vé hoat dong ctia Ban Bién tap va Quan tri.

- Tép hop, bién tap, xtr ly thong tin cac chuyén muc va duyét thong tin trude khi dang
tai trén Website cua truong.

- Pua thong tin cac van ban chi dao, quy dinh c¢6 lién quan dén hoat dong ctia S
Gido duc va Bao tao Binh Duong va cta nha truong.

- Thong tin gidi thiéu vé td chire, chirc nang, nhiém vu cua truong, Tom luge qua
trinh hinh thanh va phat trién truong; Thanh tich chung ctia truong.

- Pua thong tin cac ngay L& 16n trong nim nhu L& Khai giang, 20/11, So két, Tong
két, L& Tri an va Trudng thanh

6.2.Phé Truwéng ban vé ndi dung théng tin Chi bd va Céng tac Hanh chinh, viin
phong (Thay Nguyén Viét Thanh Hién)

- Gi6i thidu v& Chi b, thanh tich ctia Chi bd, danh sach Cip uy; Cac nghi quyét, cong
van, thong béo, tin tirc hoat dong cua Chi bg;

- Céc viin ban vé Ké hoach hoat dong ctia nha truong, Quy ché va Noi quy hoc sinh.

- Thong tin vé& cac hoat dong ctia Thu vién, Y té, cac hoat dong khéc ctia bd phan Vian
phéng.

- Thong tin vé Thoi khoa biéu, Lich thi, Lich kiém tra tap trung, Lich cOng tac tuan
cua nha trudng.

- Cung cép dé va dap an dbi voi dé thi, d& kiém tra tap trung cla trudng, dé thi
hoc sinh gioi clia S& Gido duc dao tao Binh Duong, dé thi THPT Quéc gia ctia BO Gido
duc dao tao va mdt sé dé thi khac 1am tu liéu day hoc.

- Thong tin két qua cac ky thi clia truong, thi nghé phd thong, thi tét nghiép trung
hoc pho thong.

- Cung cép tai nguyén day va hoc cho gido vién va hoc sinh.

- Théng tin vé cac hoat dong, hinh anh cta td6 bo mon.



- Thong tin v& cac hoat dong chuyén mon nhu K& hoach hoat dong chuyén moén, thi
giao vién day gidi cip co sd, cip tinh, thao giang cip treong, hoat dong ngoai khoa, ngoai
gio 1én 16p.

6.3. Uy vién phu trach vé ndi dung théng tin Poan truong (Cé6 Nguyén Ngoc
Dung va C6 Nguyén Thi Kim Ngin)

- Gidi thiéu vé Poan truong; Thanh tich cua Poan truong; Danh sach BCH Doan
truong;

- Thong tin gidi thiéu vé Chi doan gido vién truong, thanh tich ctia Chi doan giao vién;
Danh sach Ban Chap hanh Chi doan Gido vién; Noi dung chuong trinh, ké hoach hoat dong,
cac chuong trinh hoat dong cia Chi doan gido vién:

- Chup anh va luu gitt hinh anh céc hoat dong cia trudong trong cac ngay 1& 16n tai 6
ciing di dong;

- Guri anh chup vé dia chi thu dién tir ctia Trudng ban dé cung cdp thong tin bai viét.

- Thong tin vé ndi dung chuong trinh. ké hoach hoat dong ctia Doan trudng;

- Céac chuong trinh hoat dong védn hoa. van nghé, thé duc, thé thao, giao luu, ngoai
khoa do Poan truong td chirc;

- Céc thong tin vé viéc ting ho, dong gop, xay dung quy hoc bong.

- Phu trach hd trg va xir 1y k¥ thuét, trién khai cdc bién phap an toan thong tin.

- Chup 4nh va luu gitt hinh anh cac hoat dong cta trudong tai may tinh phong thiét bi

- Cubi mdi nam hoc thuc hién in album hinh vé cac hoat dong cta trudong trong nam
hoc do.

6.4. Uy vién phu trach vé noi dung thong tin Chi bd, hoat dong chuyén mén, Tai
nguayén day hec (Co Phan Thi Ha)

- Phu trach hd trg va xtr Iy k¥ thudt, trién khai cac bién phép an toan thong tin.

- Chup anh va luu gitr hinh anh cdc hoat dong ctia truong tai mdy tinh phong thiét bi

- Cudi mdi nam hoc thyc hién in album hinh vé céc hoat dong cta truong trong ndm
hoc do.

- SKKN; Dé tai KH.

- Gido an dién t&r (da chon loc)
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- D¢ thi HSG, dé kiém tra.

- Phan mém thong dung.

6.4. Uy vién phu trach vé néi dung théng tin Céng doan co sé (C6 Mai Thi My
Hanh)

- Thong tin giéi thiéu vé Cong doan co sé, Danh sach Ban chap hanh Cong doan co
so: thanh tich cta Coéng doan co so; Noi dung chuong trinh, ké hoach cong tac cia Cong

doan co s¢; Cac thong tin vé viée ung ho, dong gbp, xay dung quy.

- Théng tin cac chuong trinh hoat dong: vin hoa, van nghé, thé duc, thé thao, giao luu
do Cong doan co s td chirc.

- Thong tin vé cac hoat dong chuyén mon nhu Ké hoach hoat dong chuyén mén, thi
gido vién day gioi cip co so, cép tinh, thao giang cdp truong, hoat dong ngoai khoa, ngoai
gi0 1én lop.

CHUONG 111
KINH PHi HOAT PONG

Piéu 7. Kinh phi hoat dong

7.1.Kinh phi hoat dong cua Website dugc chi trong dyu toan giao ngéan sach hang nam
va cac ngudn chi hop phap theo quy dinh.

7.1.Cac khoan chi:
- Phu cép kiém nhiém cho Trudng Ban va cac thanh vién véi mic chi:
Phu cép kiém nhiém = Hé sé phu c¢ip x Tién luong téi thiéu x 9 thang.
Trudng ban, phé truong ban: 0.15
Uy vién: 0.10
- Chi dam bao k¥ thuat, duy tri, van hanh Website.
- Chi in 4n tai liéu, in album hinh v& cac hoat dong cua truong.

- Céc khoan chi khéc (néu co).

CHUONG VI
TO CHUC THU'C HIEN
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Piéu 8. Hiéu lirc thi hanh

Quy ché nay ¢6 hiéu luc thi hanh ké tir ngay ky ban hanh

Piéu 9. Trach nhiém thue hién

Ban Bién tp va Quan tri Website co trach nhiém thuc hién Quy ché nay.

Trong qua trinh thuc hién, néu ¢¢ van dé phat sinh. Ban bién tdp va Quan tri ¢ trach
nhiém bio cdo Hi¢u trudng xem xét dé di€u chinh, stra d6i cho pht hgp véi tinh hinh thuce té
cua Nha truong./.

HIEU TRUOGNG

Pham Nguyén Thanh Tuin
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