BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC MO
THANH PHO HO CHIi MINH

Poc lap — Tw do — Hanh phac

QUY PINH QUAN LY VA SU DUNG PHONG MAY TiNH HQC THU'C HANH

TRUONG PAI HOC MO THANH PHO HO CHI MINH

I. NHUNG QUY PINH CHUNG
1. Quy dinh chung

Phong may tinh hoc thuc hanh (sau day goi tat 13 phong may) 1a noi t6 chirc
moi hoat dong thyc hanh, thuc tap, giang day thuyc hanh va nghién ctru khoa
hoc, phuc vu cac cong tac dao tao, boi dudng chuyén moén, nghiép vu va cac
cong viéc khac lién quan dén phong mdy.

Quy dinh quyén, nghia vu va trach nhi¢m ctia cac don vi, cd nhan c6 lién
quan dén viéc quan ly va str dung phong may.

2. Pham vi va déi twong ap dung

Quy dinh nay ap dung cho tat ca cdc phong may ctua Truong PH M& Thanh
phd H6 Chi Minh.

Quy dinh nay ap dung cho cac don vi, ca nhan c6 lién quan dén hoat dong tai
cac phong may cua trudng PH Mo Thanh phd HO Chi Minh.

D0oi1 véi cac don vi, ca nhan ngoai truong, khi c6 nhu cau st dung phong may
phai dugc sy dong y ciia Ban giam hiéu.

Nghiém cam sir dung phong may cho muc dich céc nhan.

I1. QUY PINH VE TRACH NHIEM QUAN LY VA SU DUNG PHONG MAY

1. Poi v6i Trung tim Quan Iy Hé thong thong tin

Chiu trach nhiém vé bao vé tai san trong phong may bao gom: may tinh, may
chiéu va cac thiét bi ngoai vi khac.

Thuong xuyén kiém tra sy van hanh cua cac thiét bi, chuong trinh may tinh
nham dam bao cho su hoat dong caia phdng may cé hiéu qua.
Chiu trach nhiém huéng dan, tap huan céc giang vién sir dung cac trang thiét
bi trong phong may va hd tro ki thuat khi giang vién can.
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Chua dong trong viéc stra chita nhirng su ¢6 don gian. Néu sy ¢ khong thé
khic phuc dugc thi bao ngay ngudi phu trach dé ¢ phuong an xt Iy Kip thoi.
Pau gio md cira ban giao phong may cho giang vién. Cudi gio nhan ban giao
phong may va dong ctra theo dung ndi dung bién ban ban giao da quy dinh
riéng. Chi m¢é cwra khi cé lich giang day cua Phong Pao tao, lich thi cuaa
Phong Khao thi & Pam bao chét luong hoic lich ding ky muon phong da
guri vé Trung tdm hoic cac yéu cau khac do Ban giam hiéu duyét.

Pugc phép theo ddi, gidm sat hoc vién - sinh vién trong qua trinh sir dung
phong may. Lap bién ban vi pham (néu c6) va giri vé bo phan quan ly xir ly
theo chirc nang nhiém vu duoc giao.

Pé xuat giai phap duy tu, bao dudng va sira chita cai tao phong may.

Giir gin vé sinh phong may: hang ngay l1am vé sinh may mac, thiét bi, phong
may.

. Poi véi cac don vi trong Trwong PH Mé TP.HCM

Céc don vi chi sir dung phong may tinh vao muc dich giang day, thi, cac hoat
dong chuyén mon va nghién ciru khoa hoc. Khong duoc sir dung vao Cac
muc dich ca nhan.

Phong Quan Iy Pao tao va Phong Khao thi — Pam bao Chat lugng can trao
dbi vé lich str dung phong may véi Trung tim Quan 1y Hé thong thong tin dé
thdng nhat trude khi cong bd thoi khoa biéu giang day tai phong may va lich
thi tai phong may cho Giang vién, Hoc vién va Sinh vién.

Céc don vi can str dung phong may phai gui ké hoach sir dung (theo mau) vé
Trung tim Quan 1y Hé thdng thong tin trude it nhit 07 ngay.

Cac don vi can sir dung phong may cho cac 16p lién két dao tao khong thuoc
Nha Truong quan ly truc tiép phai lap ké hoach (theo mau) va trinh Hiéu
treong phé duyét.

. Doi véi Gidng vién

Chi str dung phong may vaéi muc dich giang day, thi, hoi thao va nghién cuu
khoa hoc ciia Nha Truong.

Trong lic giang day tai phong may Giang vién phai chiu trach nhiém vé bao
Vvé tai san trong phong may bao gdém: may tinh, may chiéu va céc thiét bi
ngoai vi khac.

Thudng Xuyén giam sat hoc vién - sinh vién vé viéc chap hanh thuc hién noi
quy phong may.



Chua dong théng béo ngay nhirng su ¢é véi can bo quan 1y phong may dé co
phuong an xtr ly kip thoi.

Khéng dugc tu y di chuyén, thay d6i hién trang phong may hoic cai dat cac
phan mém la néu khong duoc sy déng y cua don vi phu trach va quan ly
phong may.

Guong mau trudc hoc Vvién - sinh vién trong viéc thuc hién quy dinh bao vé
tai san va gitr gin vé sinh phong may. Hudng dan hoc vién - sinh vién sip
xép ngan nap chd ngdi hoc trudc khi ra vé.

Khi muén sir dung phong may ngoai thoi khoa biéu caa Phong Quan 1y Pao
tao hoac lich thi cia Phong Khao thi — Bam bao Chat luong, giang vién giri
dang ky (theo mau) vé Trung tam QLHTTT trudc it nhat 07 ngay.

. Poi véi hoc vién — sinh vién

Chap hanh tét noi quy, quy dinh caa Trudng va phong may.

Mang th¢ sinh vién hoac chiing minh thu khi vao phong may, c6 trach nhiém
bao vé tai san cong va chap hanh su chi dao cua giang vién giang day thuc
hanh va giam sat cua can bo quan ly phong may.
Khoéng mang vat d& chay, né vao phong may. Khong hat thubc 1, mang
nudc udng, thire an va vt réc trong phong may.

Khéng choi game, chat, nghe nhac, xem phim va cac hoat dong mang tinh
giai tri c& nhén trong phong may. Khéng truy cap cac dia chi Web ma phép
luat Viét Nam cdm nhu céc trang phan dong, khiéu dam, kich dong bao luc.

Khong tu y di chuyén, thay d6i hoac théo Iap bat ky thiét bi ndo trong phong
may.

Khéng tu y sao chép, pha hoai cac tap tin va dir liéu trén may khong thugc
pham vi ca nhan. Khong duoc tu y thay ddi, cai dat thém cac chuong trinh,
phan mém. Khong can thiép vao phan cing va phan mém cai dit san.

Trudc khi ra vé phai tit may, xép chudt, ban phim va ghé theo quy dinh. Lam
vé sinh may tinh, thiét bi theo hudng din caa giang vién va nguoi quan 1y.

Khi thdy may c6 dau hiéu hu hong phai béo ngay cho giang vién phu trach
l6p.

Sinh vién chi dugc phép lam bai thuc hanh theo dung lich hoc.

Khi ¢6 nhu cau sir dung thiét bi ngoai vi nhu USB, sinh vién phai diét vi rat
truéc va phai dugc sy ddng y caa can bo quan ly phong may.



I11. TO CHUC THUC HIEN
1. Quy trinh cai diit cac chwong trinh, phin mém

— Trung tdm Quan ly Hé thdng thdng tin chiu trach nhiém cai dat cac phan
mém thong dung d3 duoc ding ky giang day va Ban giam hiéu duyét.

— Céc Khoa h tro Trung tim Quan ly Hé thdng théng tin trong viéc cai dat cac
phan mém chuyén nganh dé phuc vu giang day, hoc tap va nghién ctu.

2. Quy trinh ban giao phong may

— Dau gid thyc hanh, can bo truc phong may s& mé cira phong may, kiém tra,
ban giao phong may cho giang vién thuc hanh va dai dién 16p hoc.

— Sau khi hét gio thuc hanh, can bo truc phong may s& nhan ban giao tir giang
vién thuc hanh va dai dién I6p, tién hanh khoa cira phong may.

— Cap nhat thudng xuyén tién do thuc hién thoi khoa biéu va cac ké hoach st
dung phong may cua cac don vi da dang ky.

3. Xir ly vi pham

— Dai véi truong hop khong thyc hién hoac thuc hién sai quy trinh, thi tiy theo
16i nang nhe, don vi hoic ca nhan vi pham sé& bj xir Iy theo cac quy dinh cua
Nha Truong.

— Dai voi truong hop thiéu tinh than trach nhiém din dén 1am hong hoac mat
mét tai san, trang thiét bi ciia phong may thi don vi, ca nhan vi pham s& phai
bdi thudng cho Nha Trudng.

4. T6 chirc thwe hién

Trong qué trinh thuc hién néu c6 khé khin, vudng mic, cac don vi phan hoi
vé Trung tdm Quan ly Hé thdng thong tin dé tong hop trinh Ban giam hiéu xem xét
diéu chinh, b6 sung cho phu hop.

Trung TAm Quan Ly Hé Thong Thong Tin



