UBND TINH SON LA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG SON LA Péc 1ap - Tw do - Hanh phiic
S6:415/QP-CPSL Son La, ngay 07 thang 7 ndm 2023
QUYET PINH

Ban hanh Quy ché t6 chirc va hoat dong ciia Ban Truyén thong
Trwong Cao dang Son La

HIEU TRUONG TRUONG CAO PANG SON LA

Can cu Ludt Cong nghé thong tin nam 2006,

Can cir Nghi dinh s6 97/2008/NP-CP ngay 28/8/2008 ciia Thii tuéng Chinh phii
vé quan Iy, cung cap, sir dung dich vu Internet va thong tin dién tir trén Internet;

Can cir Théng tw s6 15/2021/TT-BLPTBXH ngay 21/10/2021 ciia Bé truong Bo
Lao dong - Thuong binh va Xa héi ban hanh Diéu 1é truong Cao ding;

Can cir Quyét dinh so6 09/2021/0D-UBND ngay 26/05/2021 cia Uy ban nhdn
dan tinh vé viéc ban hanh quy dinh phdn cdp quadn Iy bién ché, cdan b, céng chirc, vién
chire, lao ddng hop dong trong cdc co quan hanh chinh, don vi sy nghiép céng ldp,
doanh nghiép nha nudc trén dia ban tinh Son La;

Can civ Quyét dinh sé 248/0D-CPSL ngay 27/4/2022 ciia Hiéu trucéng Truong
Cao dang Son La vé viéc ban hanh Quy ché t6 chirc va hoat déng ciia Truong Cao
dcfng Son La,

Can civ Quyét dinh sé 99/0D-CPSL ngay 23/02/2023 cia Hiéu trucéng Truong
Cao ding Son La vé viéc ban hanh Quy ché chi tiéu ndi bg (siea déi, b6 sung) ndm

2023;

Can civ Quyét dinh sé 286/QOD-CPSL ngay 19/5/2023 ciia Hiéu truéng Truong
Cao ding Son La vé viéc thanh Igp Ban Truyén thong truong Cao dang Son La;

Xét dé nghi cua Truéng Ban Truyén théng,
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy “Quy ché t6 chirc va hoat dong cua
Ban Truyén théng Trudng Cao ding Son La” gbén 5 chuong va 9 diéu. (C6 Quy ché
kem theo)

Piéu 2. Quyét dinh c6 hiéu luc thi hanh ké tir ngay ky va thay thé Quyét dinh sb
17/QB-CPBSL ngay 09/01/2020.

Piéu 3. Cac don vi thudc truong, Ban Truyén thong chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhan:

- BTV bang uy (bao cao);

- Ban Giam hiéu (chi dao);

- C4c t6 chire, doan thé (phdi hop);
- Nhu Diéu 3 (thyc hién);

- Luu: VT.




QUY CHE
va hoat dong ciia Ban Truyén thong Truwong Cao ding Son La

Chuong 1
NHUNG QUY PINH CHUNG

Piéu 1: Pham vi diéu chinh va déi tweng ap dung

1. Quy ghé nay quy dinh vé ch}'rc nang, nhiém vy, co ciu t6 chirc va hoat dong
cua Ban Truyén thong Truong Cao dang Son La.

2. Quy ché nay ap dung ddi véi cac ca nhan, tap thé trong Ban Truyén thong nha
truong.

Pi¢u 2. Chirc niing, nhiém vu, quyén han ciia Ban Truyén théng

1. Chirc nang:

_La bo phan nghi¢p vu giup Hiéu truong t‘(;) chire, quan ly cobng tac thong tin
truyén thong nham quang ba hinh anh va truyén thong vé c&c hoat dong cua nha
truong theo churc nang, nhiém vu dugc giao.

2. Nhiém vu:

- Bé xuit xay dung co cdu to chirc bd may hoat dong ctia Ban Truyén thong.

- Tham muu xay dung Quy ché hoat dong ctia Ban Truyén thong.

- Xay dung ké hoacl} cong tac truyén thong theo nim hoc, gop phan thyc hién t6t
cong tac thong tin va truyén thong cua truong.

- To chl'J:’c bién tap, duyét ndi dung thong tin, dang tai thong tin 1én trang website
va dam bdo vé tinh chinh xé4c cua thong tin dugc dang tai.

- T6 chtrc, hudng din quan 1y, sir dung website ctia trudng va website cac don vi
thude truong.

- Theo ddi va gidm sat hoat dong ctia website truong va website cac don vi
thugc truong, cac trang mang xa hdi dugc nha truc‘rng‘ cong nhan 1a cac trang
mang chinh thic, dugc dang tdi thong tin chinh xac vé cac hoat dong cua nha
truong.

ot banh gia hoat dong truyén thong, hoat dong ctia website cac don V’i; tham muu,
de xuat voi }3an Giam hi?u trong viéc danh gig’l thi dua, khen thuong doi véi céc ca
nhan, tap thé trong viéc t6 churc hoat dong truyén thong, hoat dong website truong va
website don vi.

3. Quyén han

- Pugc tiép can v6i ngudn tin chie thirc, cong khai ctia Lanh dao Trudng va cac
don ‘Vi truc thudc, cac co quan nha nudc trén dia ban phuc vu cho viéc dua tin, tuyén
truyén.

- Puoc yéu cau cic dqn vi truc thude cung cap thong tin dé phuc vu cho cong tg’lc
truyén thong ctia Truong dén cadc don vi bao chi bén ngoai va cac ca nhan cé nhu cau
chinh dang.

- Puoc tir chdi ding tin, bai c6 ndi dung trai véi cac quy dinh cta phap luat vé

quan 1y thong tin trén mang, loai bé quyén gui tin bai cta cac ca nhan khong thue hién
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dung Quy dinh truyén théng.

Piéu 3. Co ciu td chirc ciia Ban Truyén thong

1. Ban Truyén thong cta nha truong do Hiéu trudng quyét dinh thanh 1ap trén co
s¢ nhan sy cua Ban Giam hi¢u, cac Phong, Khoa, Trung tam truc thudc va dé nghi cua
Truéng phong To chirc - Hanh chinh (Danh sach thanh vién Ban truyén thong duoc
quy dinh tai Quyét dinh riéng). Viéc td chirc va phan cong nhiém vu cuy thé ctia cac
thanh vién Ban Truyén thong do Trudng ban quyét dinh.

2. Ban Truyén thong gébm Truong ban, Phé truong ban, Thu ky, cac uy vién va
cong tac vién.

2.1. Trudng Ban Truyén thong

Truéng Ban Truyén thong chiu trach nhiém truéc Lanh dao nha truong vé hoat
dong truyén thong thudce quan 1y cia nha trudng tai muc 2, Diéu 2 quy ché nay. Pong
thoi quyét dinh moi mat vé ndi dung cua cac kénh truyén thong. Truong Ban Truyén
thong c6 quyén cao nhét trong viéc to chuc chi dao, diéu hanh hoat dong ciia Ban
truyén thong nham dam bao cho cac kénh truyén thong hoat dong van hanh hiéu qua.

Truc tiép duyét ndi dung hodc ity quyén duyét ndi dung thong tin trude khi xuat
ban.

Chi dao cac thanh vién Ban Truyén thong, quan ly hoat dong thong tin, truyén
thong va dam bao vé mat k¥ thuat dé cong tac truyén thong, quang ba, cong tac quan
1y va duy tri website luén hoat dong tét;

Chu tri viéc t6 chirc, danh gia hoat dong truyén thong, xép loai website cac don
vi phuc vu viée binh xét thi dua, khen thudng cudi nim;

- P& xuit bo sung ché do hd trg Ban Truyén thong va chi tra nhuan but cho cong
tac vién tai Quy ché chi tiéu ndi bd cia truong, phi hop véi Quy dinh hién hanh cua
Nha nuée vé ché do nhuan bat ddi véi cac trang thong tin dién tir.

2.2. Phé trueong Ban thuong truc:

Pho truong Ban thuong truc thuc hién nhiém vu theo sy phan cong ctia Trudng
ban; c6 trach nhiém gitp Trudng Ban truc tiép thuc hién viéc diéu hanh cac hoat dong
ctia Ban Truyén thong theo sy phin cong cua Trudng ban.

Tham muu Xay dyng Ké hoach truyén thong hang nim cia nha truong trinh
Hiéu trudng phé duyét.

Chiu trach nhi€ém duyét ndi dung thong tin theo linh vuc chuyén mén dugce giao.

Kiém tra ndi dung thong tin duoc phé duyét trude khi 1én cac kénh truyén thong
cua Nha truong.

Phéi hop vé1 Truong ban don ddc, kiém tra viéc thuc hién nhiém vu cta céc
thanh vién trong Ban Truyén thong. Pam bao cho Ban Truyén thong thuc hién tot
chuc nang, nhi€ém vu quy dinh tai Diéu 2 cua Quy ché nay;

2.3. Pho truong Ban:

Pho6 trudng Ban thuc hién nhiém vu theo sy phan cong ctia Trudng ban; c6 trach
nhiém gitp Truong Ban truc tiép thuc hién viéc diéu hanh céac hoat dong cua Ban
Truyén thong theo su phan cong ciia Trudng ban.

Chiu trach nhi€ém duyét ndi dung thong tin theo linh vuc chuyén mén dugce giao.
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Kiém tra ndi dung thong tin duoc phé duyét trude khi 1én cac kénh truyén thong
cua Nha truong.

Phéi hop v&1 Truong ban don ddc, kiém tra viéc thuc I‘liél’l nhiém vu cua ceilc
thanh vién trong Ban Truyén thf)ng‘. bam bao cho ,Ban Truyén thong thuc hién tot
chtrc nang, nhi€ém vu quy dinh tai Bi€u 2 cua Quy ché nay;

Kiém duyét noi dung thong tin trudc va sau khi dang tai trén website theo a1y
nhiém cua Truong ban bién tap.

2.4. Thu ky Ban Truyén thong:

- La thanh vién trong Ban truyén théng do Trudng ban phan cong 1am thu ky.

- Chiu sy chi dao truc tiép ciia Truéng (pho) Ban truyén thong.

- La ddu mébi tiép nhan thong tin tir cac uy vién Ban truyén thong.

- Phéi hop véi cac iy vién lién quan bién tap, kiém tra tinh xac thuc cia nodi dung
thong tin; Trinh lanh dao Ban truyén thong phé duyé¢t sau khi ki€ém tra.

- Guri thong tin cho BO phan quan tri Website hodc truc tiép ding tai thong tin,
hinh anh (néu dugc phan quyén).

- Phu trach giam sat, theo ddi va tong hop hoat dong truyén thong cia don vi
(néu co) va tién d6 cap nhat tin, thong tin dang trén Website cac don vi, doan thé.

- Cap nhat kip thoi cc thong tin da duoc phé duyét tir Ban Truyén thong.

- Phu trach cong tac luu trir thong tin, tai li¢u; Téng hop ké hoach hoat dong va
bao cao dinh ky (thang, ndm).

- Thyuc hi¢n nhiém vu khac do Trudéng ban, pho Truéng ban phéan cong.

2.5. Uy vién phy trach vé ni dung théng tin:

- Phu trach bién tap thong tin vé dinh hudng phat trién ciia Nha truong.

- T6 chtc mang ludi cong tac vién cung cdp tin, bai cho website, cho cac trang
mang xa hdi cua truong.

- Tham dinh ndi dung cac thong tin giri dén trude khi dua 1én Website.

- Phu trach cong tac theo doi, gidm sat cac trang mang xa hi cta truong dam bao
thong tin chinh xac, ndi dung thong tin mang tinh xay dung Nha truong.

- Khi phat hién ngi dung bai viét c6 phan sai léch v6i thyc te, thi thyc hién sira
ndi dung bai viét va thong bao cho thu ky bict viéc chinh sua nay khérrlg lam t’hay doi
ndi dung cot 101 ctia bai viét; cd trach nhiém thong bao lai cho nguo1 viét bai biét.

2.6. Uy vién phy trach vé kj thudt va qudn tri Website:

- Do vién chirc c6 chuyén mon nghiép vu vé cong nghé thong tin dam trach.

- La dau mbi tap hop céac thong tin dugc duyét va chiu trach nhiém dang tai, cap
nhit cac thong tin truyén thong Ién Website.

- Chu tri viéc thiét ké cac khu vuc, hinh thtc, thé thirc, form trén website Truong
c6 thé dang tai ndi1 dung truyén thong, quang ba (video, hinh anh, banner....vv).

- Bao mat tuyét dbi mat khau va chiu trach nhiém vé ndi dung thong tin dua 1én
Website dung nhu ndi dung da kiém duyét.

- Xtr ly k¥ thuat Website; Theo doi ndi dung, quan 1y vé bd cuc, hinh thirc ctia
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Website, dugc phép thay doi giao dién, bd cuc, sip xép trang chi phu hop véi timg
thoi diém, nhung khong anh huéng toi ndi dung Website.

- Hang nam c6 ké hoach duy tri (domain, host...), chinh stra giao di€n, chirc nang
trén Website, sao Iuu dir liéu dinh ky va bao dudng Website cho phu hop véi tinh hinh
thuc té.

- Nghién ctru dé xuit phuwong hudng va bién phép phat trién Website.

- Bdo cdo va dé xuét voi Ban bién tap cac bién phap xu 1y su ¢b xay ra (néu co).

- Thyc hién nhiém vu khac do Trudong ban, phé Truéng ban phan cong.

2.7. Cong tac vién:

Cong tac vién la truéng cac don vi truc thudc va trudng cac td chuc, doan, hoi
dam trach, phéi hop voi Ban Truyén thong thuc hién cac nhiém vu:

- Theo ddi viéc van hanh website cua don vi do minh quan ly;

- Truc tiép thuc hién hodc phan cong nhan sy bién tap tin, bai dang tai trén
website don vi hodc giri tin, bai dén Uy vién bién tap ndi dung Ban truyén thong dé
thuc hién viéc dang tin, bai.

- Kiém duyét noi dung thong tin trudc khi dua 1én website don vi va trude khi dé
nghi g 1én website Nha truong.

Dic¢u 4. Pia chi website trwdong va van dé bian quyén clia website

1. Pia chi tén mién website cta trudng 1a: www.cdsonla.edu.vn. Pia chi website
cua cac don vi truc thudc theo duong link (lién két) trén website cua truong.

2. Ban quyén website cia trudng va cta cic don vi thudc truong déu thudc
Truong Cao dang Son La.

3. Tén va dia chi cac trang mang xa hdi cua truong:

- Fanpage Trudng Cao ding Son La (https://www.facebook.com/cdsonla.edu.vn),

- Fanpage Poan thanh nién Truong Cao dang Son La
https://www.facebook.com/profile.php?id=100057377564559

- Fanpage Ho6i sinh  vien Truong Cao ding Son La
https://www.facebook.com/profile.php?id=100090146232853&sk=about

- Fanpage CLB hau nghi Viét - Lao Truong CBSL
https://www.facebook.com/profile.php?id=100069963151222
- Groups Dién dan Truong Cao dang Son La

(https://www.facebook.com/groups/truongcdsonla)

Chuwong I1
PHUONG THUC HOAT PONG VA QUAN HE CONG TAC

Diéu 5. Phuong thirc hoat dong
1. Ban Truyén thong hoat dong theo ché do thu trudong, thanh vién cta Ban
Truyén thong thuc hién nhiém vu theo Sy phin cong cong tac ciia Trudng Ban.

2. Ban truyén thong lam viéc theo ché d6 kiém nhiém.
3. Ban Truyén thong hop dinh ky 2 1an/1 ndm (Hop dau nim va cubi nim hoc véi
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cac don vi thudc truong dé théng nhat xay dung ndi dung ké hoach truyén thong va
téng két danh gia hoat dong truyén thong trong nim hoc theo ké hoach di xay dung)
va hop khi c6 thong béo cua Trudng Ban Truyén thong.

Diéu 6. Quan hé cdng tac.

1. Ban Truyén thong chiu sy quan 1y cia Lanh dao nha trudng vé cac mit hoat
dong.

2. Thanh vién Ban truyén thong chiu trach nhiém phéi hop chit ché véi lanh dao
cac don vi, 1anh dao cac td chirc doan thé trong viéc thu thap thong tin va tham tra ndi
dung.

Chuong 111
KINH PHi HOAT PONG, KHEN THUONG VA KY LUAT

Pi¢u 7. Kinh phi hoat dong

1. Ngudn kinh phi hoat dong ctia Ban Truyén thong liy tir ngudn chi thuong
xuyén phuc vu cho hoat dong ctua Ban Truyén thong va tir cac ngudn tai trg hop phap
khéc. Hang nam, Ban truyén thong c6 trach nhiém chi tri, phdi hop véi cac don vi lién
quan 13p dy todn kinh phi hoat dong cia Ban trinh Hi¢u trudng nha truong xem xét.

2. Noi dung chi kinh phi cho hoat dong Ban Truyén thong thuc hién theo Quy
ché chi tiéu ndi bo ctia truong, gdm:

- Chi in 4n tai liéu.

- Chi phu céap kiém nhiém cho Ban Truyén thong.

- Chi sinh hoat dong hop; hoc tap kinh nghi¢m

- Chi cong tac khen thudng.

- Nhuén but.

- Céac khoan chi khéc theo quy dinh.

Tét ca cac khoan chi phai thuc hién theo quy dinh cta phép luét.

3. Quy dinh vé nhuan but:

a) Tin, bai c6 nhuan but: Cac tin, bai kém hinh anh phan anh hoat dong mang
tinh thoi sy cua don vi, nha truong; tin, bai do tac gia tu viét vé linh vuc chuyén nganh
hodc cac van dé co lién quan dén cong tac tuyén truyén gido duc.

b) Tin, bai khéng c6 nhudn but: Céc tin, bai, hinh anh suu tam tir cac ngudn khac
nhau; cac van ban, thong béo, ké hoach dugc Ban Gidm hiéu ky ban hanh.

4. Nguyén tic thuc hién chi: theo ké hoach va quyét toan hang quy. Dinh murc
dugc quy dinh cu thé trong Quy ché chi tiéu ndi bo cua truong.

Diéu 8. Khen thwéng va ky luat

1. Khen thuong: Cac to chure, don vi, c4 nhan thuc hién tot cac quy dinh trong
Quy ché nay dugc Ban Truyén thong dé nghi Hoi dong thi dua khen thuéng nha
truong xét khen thudng cudi nam gin voi viée xét thi dua cua cac don vi.

2. Ky luat:

Hing thang, Ban truyén thong bdo cdo két qua hoat dong truyén thong cua cac don
vi (néu c6 ndi dung) dé tong hop, xem xét danh gia va xép loai thi dua cac don vi theo
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thang.

CAc to chuc, ca nhan vi pham cac quy dinh trong Quy ché nay, tiy theo mirc do
vi pham, Truéng ban Truyén thong dé nghi Hoi dong ky luit truong xem xét quyét
dinh hinh thuce xtr 1y, ky luat.

Chuong V
PIEU KHOAN THI HANH

Diéu 9. Quy ché nay c6 hiéu lyc thi hanh ké tir ngay ky. Ban Truyén théng nha
treong, Truong cac don vi truc thudc, Trudng cac td chtrc doan thé, can bd, vién chirc
0 lién quan chiu trach nhiém thyc hi¢n Quy ché nay. Trong qua trinh thuc hién néu co
vuéng mic thi Ban Truyén thong cé trach nhiém bao cdo Hiéu trudng nha trudng xem
xét dé diéu chinh, stra d6i cho phu hop. /.
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