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TRUONG TH, THCS VA THPT OLYMPIA Poc 1ap — Tw do — Hanh phiic

Sb: 27 /Qyb-OLYMPIA Pa Nang, ngay 27 thang 8 nam 2025

. QUY bINH
Ve viéc quan ly va sir dung trang thiet bi, dung cu, héa chat tai
Truong TH, THCS va THPT Olympia

1. Muc dich

Quy dinh nay nham dam béo viéc quan 1y va st dung trang thiét bi, dung cu,
hoa chat trong cac phong hoc va phong chuyén mon dugce thuc hién mot cach hiéu
qua, an toan, tranh mat mat, hu hong.

Viéc tuan tha s& gop phan nang cao chét lugng day va hoc, bao vé tai san chung
ctia nha trudong, dong thoi xdy dung ¥ thirc trach nhiém cho hoc sinh, gido vién va
nhan vién.

Quy dinh nay nhan manh vao viéc str dung ding muc dich, bdo tri dinh ky va
gidm sat chat ché dé tdi uu hoa nguén luc, giam thiéu rui ro tai nan va kéo dai tudi
tho thiét bi.

2. Pham vi ap dung

Quy dinh ap dung cho tat ca hoc sinh, gido vién, nhan vién va cac ca nhan lién
quan khi str dung trang thiét bi, dung cu, hoa chat tai:

- Phong hoc thong thuong (4p dung cho cdp TH va THCS, noi céc 16p c6
phong hoc riéng).

- Phong bo mon (ap dung cho cflp THPT, bao g(:Sm phong Toan, Ngit van,
Ngoai ngir, Str dia, Khoa 1:1()0 tur nhién, Am nhac, Thé chat va cac phong chuyén biét
khac; hoc sinh s€ di chuyén dén phong hoc twong ing vo1 mon hoc).

- Phong chuyén mon: Thu vién, MLS (Multiple Learning Space - khong gian
hoc tap da nang bao gobm phong khoa hoc, STEM, Robotics va cac hoat dong sang
tao khac).

- San thé thao va cac khu vuc thé chat. Bao gém tat ca cac loai thiét bi nhu
may tinh, dung cu thi nghiém, hoa chat, sach vo, thiét bi thé thao, may moc chuyén
dung.

3. Quy dinh chung vé quan Iy va sir dung

- Tat ca trang thiét bi, dung cuy, hoa chat phai duoc st dung dung muc dich
gido duc, khong dugce stir dung cho muc dich ¢4 nhan hodc ngoai gio hoc ma khong
c6 su cho phép cuia Ban Giam hiéu.

- Nguoi str dung phai kiém tra tinh trang thiét bi truéc va sau khi st dung, bao
cao ngay lap tic bat ky hu hong hoac mat mat nao cho gido vién phu trach hoac bd
phén quan 1y co s& vat chat.
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- Gitlr gin v¢ sinh: Lau chui thiét bi sau st dung, khong an uéng hodc dé rac
thai trong khu vuc chuyén mon.

- An toan 13 uu tién hang dau: Sir dung thiét bi bao ho ca nhan (PPE) khi can
thiét, dac bi¢t voi hoa chat va dung cu nguy hiém.

- Khong duogc ty y di chuyén, stra chira hoac thao lép thiét bi ma khong co
hudng dan tir nhan vién k¥ thuat.

- Moi thiét bi phai duoc luu trir dung vi tri sau sir dung dé tranh mat mat va dé
dang kiém ké.

- Dbi vé6i cap THPT, khi hoc sinh di chuyén giita cic phong bd mon, gido vién
phai giam sat chat ch€ viéc su dung va dam bao thiét bi dugc tra vé vi tri ban dau
sau moi tié€t hoc.

4. Quy dinh cu thé theo loai phong
a) Phong hoc thong thudng (cap TH va THCS)

- St dung ban ghé, bang tring, may chiéu dung cach; khong viét, v&, dan keo
.. lam hong bé mat dung cu va thiét bi.

- May tinh va thiét bi dién tir: Chi sir dung phan mém dugc phép, khong cai
dat thém chuong trinh, tat may sau gio hoc.

b) Phong bo mon (cip THPT)

- St dung thiét bi chuyén biét theo mon hoc (vi du: dung cu thi nghiém khoa
hoc ty nhién, nhac cu am nhac, thiét bi thé chat) dudi su gidm sat cia gido vién bo
mon.

- Hoc sinh phai kiém tra va bao céo tinh trang thiét bi khi vao va ra khoi phong;
khong mang thiét bi ra khéi phong ma khong c6 phép.

- May tinh va thiét bi dién ti: Chi sir dung phan mém dugc phép, khong cai
dat thém chuong trinh, tat may sau gio hoc.

c) Thu vién

- Muon va tra sach, tai liu ding quy trinh: Kiém tra tinh trang trudc khi muon,
khong viét chén, gdp mép hodc 1am ban sach.

- Thiét bi doc sach dién tir hodc may tinh thu vién: St dung trong gi6 mao cira,
khong tai nd1 dung khong lién quan dén hoc tap.

- Giit yén ling va sip xép sach dung ké sau sir dung.

d) MLS (Multiple Learning Space)

- Dung cu khoa hoc, STEM, Robotics: Sir dung dudi sy gidm sat cua gido vién;
kiém tra pin, day noi trudc st dung; bado cao néu thiéu linh kién.

- Hoa chét: Chi gido vién hogc hoc sinh dugc dao tao méi dugc tiép can; luu
trir trong ti khoa, ghi chép lugng sur dung; xur 1y chat thai theo quy dinh méi truong.
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- Khong chay nhay hodc choi dua dé tranh va cham lam hong thiét bi nhay
cam.
e) San thé thao

- Thiét b thé thao (béng, vot, dung cu khac): Muon tra dang gio, klem tra hu
hong trudc sir dung; khong sir dung ngoai troi mua hodc didu kién thoi tiét xau.

- Saq choi: Gilr sach s€, khong dé giay ban hodc vt la trén san; sir dung ding
loai giay dé€ tranh lam hong bé mat san.

- Thiét bi c6 dinh (xa don, ciu mon): Kiém tra do chic chin trudc st dung,
khong leo tréo ngoai muc dich tap luyén.

5. Bao tri va kiém tra

- BO phan ké toan 1a don vi quan 1y tai san nha truong nén s€ chiu trach nhiém
kiém ké va quan 1y tai san trang thiét bi. CSVC chi giam sat va kiém tra tinh trang
st dung thyc t€ thiét bi. Thyc hién kiém ké dinh ky: cac gido vién, nhan vién phu
trach cac phong thyc hién kiém keé hang thang cho thiét bi dé hong, hang quy cho
toan bo thiét bi) dé phat hién sém céc van dé.

- Bao tri, sira qhu:a,thlet bi hu hong: Thong qua bao cao hodc truc tiép kiém
tra, bo phan CSVC d¢€ xuat phuong an stra chira phu hop cho timg thiét bi. Thue hién
cac cong tac bao tri theo k€ hoach ctuia bo phan CSVC hang nam.

- Bao tri chuyén sau: Giao cho k¥ thuét vién chuyén nghiép kiém tra, calibrate
(hi¢u chinh) thiét bi lab va hoa chat theo lich hang nam.

- Giao vién phu trach phong (GV cha nhiém lop & TH/THCS, GV by mon &
THPT, hodc chuyén mon khac) chiu trach nhiém ghi chep nhat ky sir dung, bao cao
tinh trang thiét bi.

- Phan b6 ngan sach hang nam cho sira chita va thay thé, wu tién dya trén mic
do str dung va rui ro.

6. Trach nhiém

- Hoc sinh: Tuan thu quy dinh, bdo cao vi pham; chiu trach nhiém boi thuong
néu cO y lam hong.

- Gido vién: Giam sat hoc sinh, hudng dan st dung dung cach; td chue dao tao
an toan hang ky.

- Nhan vién quén ly: Thuc hién kiém tra, bao tri; luu trit hd so st dung.

- B0 phan ké toan: Thuc hién kiém ké, kiém tra tai san theo quy dinh.

- B0 phéan Co s¢ vat chat: Thyc hién bao tri, bao dudng, stra chita cac thiét bi
dam bdo tinh st dung lién tuc va diéu ki¢n an toan.

- Ban Giam hiéu: Giam sat téng thé, xur ly khiéu nai va cap nhat quy dinh.

7. Thwe thi va xir ly vi pham

- Kiém tra hang ngay bai gido vién va dinh ky bai ban giam hiéu dé dam bao
tuan thu.
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- Vi pham 1an dau: Nhic nhd bang van ban va yéu cau khéc phuc.
- Vi pham lap lai: Ky luét hoc sinh (canh cdo, dinh chi hoat dong), thong bao
phu huynh; yéu cau boi thuong thiét hai.

- Truong hop nghlem trong (mat mat 16n, tai nan do bat can): Ap dung hinh
thire ky luat theo ndi quy trudng, co thé lién hé co quan chic nang néu can.

- Phu huynh duoc khuyén khich tham gia giam sat va gido duc con em dé ciing
cO y thire trach nhiém chung.

8. Quy trinh ban giao va trach nhiém cua nguwoi nhan

Ban giao dién ra vao d4u nam hoc, cudi nim hoc hodc khi co thay dbi nhan sy,
vo1 su chung kién cua Ban Giam hiéu, bo phan ké toan va bd phan quan 1y co so vat
chat.

a) Quy trinh ban giao

- Buoc 1: Lap danh sach kiém ké: Bo phén ké toan va nhan vién quan 1y lap
danh sach chi tiét cac thlet bi, dung cu, hoa chit trong timg khu vuc (so lugng, tinh
trang, ma s tai san néu cd). Danh sach phai dugc cap nhat tir 1an kiém ké gan nhat.

- Budc 2: Kiém tra thyc té: Nguoi ban giao (bd phan quan 1y hodc ngudi phy
trach cll) va nguoi nhén cung kiém tra thyc té tai chd, phéi hop b6 phan CSVC xac
nhan tinh trang timg mon (d6i thanh tai san) (hoat dong tot, hu hong nhe, mat mat).
St dung biéu mau kiém ké chuan dé ghi chép, ky xac nhan.

- Budc 3: Xt 1y bat thuong: Néu phat hién hu hong hoic mat mat, ghi rd
nguyén nhan (néu biét), d€ xuat khac phuc (stra chira, thay thé) va bao cdo Ban Giam
hi¢u dé xu 1y trach nhiém.

- Budc 4: Ky bién ban ban giao: Ca bon bén ky bién ban ban giao (mau chuan
cua truong), kem danh sach kiém ké. Ban sao luu trir tai bo phan quan 1y va nguoi
nhan.

- Bu’éc 5: Thong bao va dao tao: Nguoi nhan dugc hudng ‘dﬁn st dung, bao
quan thiét bi; bd phan quan 1y gui thong bao cho toan truong vé nguoi phu trach
moi.

Cu thé theo khu vuc:

- Phong hoc thong thuong (cip TH va THCS): Ban giao cho gido vién chu
nhiém 16p.

- Phong bd mén (cdp THPT): Ban giao cho gido vién phu trach b mén hoic
phong.

- Phong MLS: Ban giao cho gido vién phu trach phong.

- Thu vién: Ban giao cho nhan vién thu vién.

- San thé thao: Ban giao cho gido vién Gido duc thé chat.



b) Trach nhiém ctia nguo1 nhan

_ - Quan ly hang ngay: Giam sat su dung, dam bao thiét bi duoc luu trir ding
cho, vé sinh dinh ky va bao cdo kip thoi bat ky van dé nao (hu hong, mat mat) cho
bd phan quan ly.

- Bao tri co ban: Thyc hién bao dudng don gian (lau chui, kiém tra pin, thay
the linh ki€n nhd) va phdi hop voi ky thuat vién cho bao tri chuyén sau.

- Giam sat nguoi dung: Huéng dan hoc sinh/nhéan vién sir dung dung cach, t6
chirc dao tao an toan (déc biét voi hoa chét va thiét bi nguy hlem) va chiu trach
nhiém néu vi pham xay ra dudi sy giam sat cua minh. Ddi voi cap THPT, dam bao
hoc sinh khong 1am hong thiét bi khi di chuyén gitta cac phong.

- Kiém ké dinh ky: Thyc hién kiém ké ndi bo hang thang, ghi chép vao nhat
ky va bao cdo hang quy cho bd phan ké todn va Ban Giam hiéu.

- Bbi thudng va ky luat: Chiu trach nhiém c4 nhan néu mat mat hoac hu hong
do so suat (vi du: khong khoa cira, khong giam sat), co thé phai boi thuong mot phan
hodac toan b gia tri tai san theo quy dinh phap luat va ndi quy truong.

- Ban giao lai: Khi két thic nhi¢m ky hoac chuyén cong tac, thyc hién quy
trinh ban giao tuong tu cho nguoi ké nhiém, dam bao khong c6 bat thuong chua giai
quye€t.

Quy dinh nay c6 hiéu luc tir ngay ky va co thé duoc diéu chinh dya trén phan

h01 thue té. Hoc sinh, giao vién va phy huynh vui long lién h¢ Ban Giam hiu néu
can 1am 16 hodc dé xuat cai thién.

Noi nhan:
- Nhu trén;
- BGH;

- Luu: VP.

HIEU TRUGNG




DANANG DEPARTMENT OF SOCIALIST REPUBLIC OF VIETNAM
EDUCATION AND TRAINING Independence — Freedom — Happiness
OLYMPIA PRIMARY, SECONDARY,
AND HIGH SCHOOL

No: 27 /Qyb-OLYMPIA Danang, August 27, 2025

REGULATIONS
On the Management and Use of Equipment, Tools, and Chemicals
at Olympia Primary, Secondary, and High School

1. Purpose

These regulations aim to ensure the effective and safe management and use of
equipment, tools, and chemicals in classrooms and specialized rooms, preventing
loss or damage.

Compliance with these regulations will enhance teaching and learning quality,
protect the school’s shared assets, and foster a sense of responsibility among
students, teachers, and staff.

The regulations emphasize proper use, regular maintenance, and strict
oversight to optimize resources, minimize accident risks, and extend the lifespan of
equipment.

2. Scope of Application

These regulations apply to all students, teachers, staff, and related individuals
using equipment, tools, and chemicals in:

« Regular classrooms (applicable to primary and lower secondary levels,
where classes have designated rooms).

« Subject-specific rooms (applicable to high school, including rooms for Math,
Literature, Foreign Languages, History-Geography, Natural Sciences, Music,
Physical Education, and other specialized rooms; students move to the appropriate
room for each subject).

« Specialized rooms: Library, MLS (Multiple Learning Space, including
science labs, STEM, Robotics, and other creative activity spaces).

« Sports fields and physical education areas.

This includes all types of equipment, such as computers, laboratory tools,
chemicals, books, sports equipment, and specialized machinery.

3. General Regulations on Management and Use

« All equipment, tools, and chemicals must be used solely for educational
purposes and may not be used for personal purposes or outside class hours without
permission from the School Management Board.
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« Users must check the condition of equipment before and after use,
immediately reporting any damage or loss to the supervising teacher or facilities
management department.

« Maintain hygiene: Clean equipment after use, and do not eat, drink, or leave
trash in specialized areas.

 Safety is the top priority: Use personal protective equipment (PPE) when
necessary, especially with chemicals and hazardous tools.

. Do not move, repair, or disassemble equipment without guidance from
technical staff.

. All equipment must be stored in its designated location after use to prevent
loss and facilitate inventory checks.

« For high school students moving between subject-specific rooms, teachers
must closely supervise usage and ensure equipment is returned to its original place
after each class.

4. Specific Regulations by Room Type
a. Regular Classrooms (Primary and Lower Secondary)

« Use desks, chairs, whiteboards, and projectors properly; do not write, draw,
or apply adhesive materials that damage surfaces.

« Computers and electronic devices: Use only permitted software, do not
install additional programs, and shut down devices after class.

b. Subject-Specific Rooms (High School)

« Use specialized equipment for each subject (e.g., science lab tools, musical
instruments, physical education equipment) under the supervision of the subject
teacher.

« Students must check and report the condition of equipment upon entering
and leaving the room; equipment must not be removed without permission.

« Computers and electronic devices: Use only permitted software, do not
install additional programs, and shut down devices after class.

c. Library

« Borrow and return books and materials according to procedure: Check
condition before borrowing, do not write in, fold, or soil books.

« E-readers or library computers: Use during open hours, do not download
non-educational content.

« Maintain silence and return books to their correct shelves after use.
d. MLS (Multiple Learning Space)

« Science, STEM, and Robotics tools: Use under teacher supervision; check
batteries and connections before use; report missing components.
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« Chemicals: Only teachers or trained students may access; store in locked
cabinets, log usage amounts, and dispose of waste per environmental regulations.

« Donot run or play to avoid collisions that could damage sensitive equipment.
e. Sports Fields

« Sports equipment (balls, rackets, etc.): Borrow and return on time, check for
damage before use; do not use in rain or adverse weather conditions.

« Playing fields: Keep clean, avoid wearing dirty shoes or leaving foreign
objects on the field; use appropriate footwear to prevent surface damage.

« Fixed equipment (e.g., pull-up bars, goalposts): Check stability before use,
do not climb or use for non-exercise purposes.

5. Maintenance and Inspection

. The accounting department is responsible for inventory and asset
management, while the facilities management department oversees and inspects the
actual condition and use of equipment. Conduct regular inventories: monthly for
easily damaged equipment, quarterly for all equipment, to identify issues early.

. Maintenance and repair of damaged equipment: Based on reports or direct
inspections, the facilities management department proposes appropriate repair
solutions. Perform maintenance according to the annual plan of the facilities
management department.

. Specialized maintenance: Assign professional technicians to inspect and
calibrate lab equipment and chemicals annually.

« Teachers in charge of rooms (homeroom teachers for primary/lower
secondary, subject teachers for high school, or other specialized staff) are
responsible for logging usage, reporting equipment conditions, and maintaining
records.

. Allocate an annual budget for repairs and replacements, prioritizing based
on usage frequency and risk levels.

6. Responsibilities

« Students: Comply with regulations, report violations, and be responsible for
compensation if intentionally causing damage.

« Teachers: Supervise students, guide proper use, and conduct regular safety
training.

 Facilities Staff: Perform inspections and maintenance, maintain usage
records.

« Accounting Department: Conduct inventory and asset checks as per
regulations.

 Facilities Management Department: Perform maintenance, upkeep, and
repairs to ensure continuous usability and safety.
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. School Management Board: Oversee overall compliance, handle
complaints, and update regulations.

7. Enforcement and Violation Handling

« Daily inspections by teachers and periodic checks by the School
Management Board to ensure compliance.

« First violation: Written reminder and request for correction.

« Repeated violations: Disciplinary action for students (warning, suspension
from activities), parental notification, and compensation for damages.

. Serious cases (significant loss or accidents due to negligence): Apply
disciplinary measures per school rules, potentially involving relevant authorities if
necessary.

. Parents are encouraged to participate in oversight and educate their children
to reinforce collective responsibility.

8. Handover Procedure and Responsibilities of Recipients

Handovers occur at the start and end of the school year or during personnel
changes, with the presence of the School Management Board, accounting
department, and facilities management department.

a. Handover Procedure

. Step 1: Create Inventory List: The accounting department and facilities
staff compile a detailed list of equipment, tools, and chemicals in each area (quantity,
condition, asset codes if applicable), updated from the most recent inventory.

. Step 2: Physical Inspection: The transferor (facilities staff or previous
responsible person) and recipient jointly inspect equipment on-site, with the
facilities management department confirming the condition of each item (functional,
slightly damaged, or missing). Use a standardized inventory form for documentation
and signatures.

. Step 3: Address Discrepancies: If damage or loss is detected, note the
reason (if known), propose solutions (repair or replacement), and report to the
School Management Board to address responsibility.

« Step 4: Sign Handover Document: All parties (transferor, recipient,
accounting department, facilities management department) sign a standardized
handover document, including the inventory list. Copies are stored by the facilities
management department and the recipient.

« Step 5: Notification and Training: The recipient is trained on equipment
use and maintenance; the facilities management department notifies the school of
the new responsible person.

By Area:

« Regular Classrooms (Primary and Lower Secondary): Handed over to
homeroom teachers.
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« Subject-Specific Rooms (High School): Handed over to subject teachers or
room Supervisors.

« MLS: Handed over to the designated teacher.

. Library: Handed over to library staff.

« Sports Fields: Handed over to physical education teachers.
b. Responsibilities of Recipients

. Daily Management: Supervise usage, ensure equipment is stored properly,
perform regular cleaning, and promptly report issues (damage, loss) to the facilities
management department.

. Basic Maintenance: Perform simple upkeep (cleaning, checking batteries,
replacing small components) and coordinate with technicians for specialized
maintenance.

« User Oversight: Guide students/staff on proper use, conduct safety training
(especially for chemicals and hazardous equipment), and be accountable for
violations under their supervision. For high school, ensure students do not damage
equipment when moving between rooms.

« Periodic Inventory: Conduct monthly internal inventories, log details, and
report quarterly to the accounting department and School Management Board.

. Compensation and Discipline: Be personally accountable for loss or
damage due to negligence (e.g., unlocked doors, lack of supervision), potentially
liable for partial or full compensation per legal and school regulations.

. Re-Handover: Upon completion of tenure or transfer, follow the same
handover procedure for the successor, ensuring no unresolved discrepancies.

These regulations take effect from the date of signing and may be adjusted
based on practical feedback. Students, teachers, and parents are welcome to contact
the School Management Board for clarification or suggestions.

Recipti)ents: ON BEHALF OF PRINCIPLE
- As above;

- School Management Board; VICE P_RINCIPLE

- Filed: Office. Signed

Nguyen Thanh Hung
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