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SO GD&DT QUANG NAM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT QUE SON Dgc lap - Ty do - Hanh phuc

S6:-143. /KH- THPTQS Qué Som, ngay ... thang 9 nam 2022

KE HOACH
Thuce hién cdi cach hanh chinh nim hoc 2022- 2023

Thyc hién Chi thi s6 26/CT-TTg ngay 05/9/2016 ctia Thi tuéng Chinh phi veé
tang cuong ky ludt, ky cuong hanh chinh tr rong hoat dong cua céc co quan, don vi

Trudng THPT Qué Son xay dung K¢é hoach cai cach hanh chinh (CCHC) nim
hoc 2022- 2023 véi cac ndi dung chu yéu sau:

I. MUC PiCH, YEU CAU

1. Muc dich

- Tap trung thyc hién hi€u qua cac ndi dung cong tac CCHC nam 2022,
trong tdm la: Téng cudng cong tac chi dao diéu hanh, moi cdng viée, nhiém vu duge
phan cong cu thé vé thoi gian hoan thanh va sin pham cubi cung; 100% thu tuc
hanh chinh (TTHC) cta nha truong duoc kiém soat, ra soét theo quy dinh va duoc
gidi quyét dung hen va truéc hen; dam bao tinh tinh gon, hoat dong hiéu luc, hiéu
qua tao diéu kién thuén lgi cho hoc sinh; cha me hoc sinh; can b9, giao vién, nhén
vién nha truong, cic t chirc, ca nhan lién quan trong viéc yéu cau giai quyet TTHC;

- Néang cao chit luong gido duc; tap trung chi dao, hudng dan, kiém tra,
giam sat dé néng cao cong tac CCHC tai cac td, bo phén chirc nang trong nha
truong;

- Thuc hién c6 hiéu quéa cong tac théng tin, tuyén truyén CCHC; ddy manh
co ché ty chu, tur chiu trach nhiém; dau tu va ung dung manh mé& cong ngh¢ thong
tin trong quan ly, diéu hanh céng viéc;

2. Yéu cau
- Lanh dao Nha truong, cac bd phan, doan thé va to trudng chuyén mon phai

néu cao tinh than trach nhiém, tich cuc, chu dong va sang tao trong viée trién khai
thye hién cong tac CCHC ctia nha truong. Xdc dinh rd nhiém vy, trach nhi¢m cta
nguoi dimg dau trong qué trinh trién khai nhiém vu CCHC.

- Gén thuc hién nhiém vu CCHC véi nhiém vu chinh trj cia truong THPT Qué
Son.

- Bam béo tinh hiéu qua trong viéc trién khai cong téc CCHC, lay su hai long
cta t6 chire, ca nhan doi véi su phuc vu ctia don vi, hiéu suat coéng viée lam thudce
do danh gia két qua thuc hién.

II. NHIEM VU CAI CACH HANH CHINH
1. Cong tac chi dao, di¢u hanh




.

Chi dao va t6 chic thuc hién nghiém tac Chi thi sb 26/CT-TTg ngay
05/9/2016 cua Thu tuéng Chinh phii vé ting cudng ky luat, ky cuong hanh chinh
trong hoat dong cua cac co quan, don vi

- Xdy dyng va t6 chirc thuc hién tét ké hoach CCHC nam 2022; thuc hién

nghiém tac ché d6 béo céo theo dinh ky, dam bao ddy da ndi dung va gii dung thoi
gian quy dinh;

- Khuyén khich viéc xay dung cdc séng kién, gidi phap mdi, mang lai lgi ich
thiét thuc trong viéc thuc hién cac nhiém vy, ndi dung cia cong tac cai cach hanh
chinh. Gén cong tc cai cach hanh chinh véi cong tac thi dua khen thuong;

- Tiép tuc déy manh cong tac kiém sodt, ra soat TTHC, 100% TTHC dam bao
tinh hiéu luc, hiéu qua; don gian héa TTHC, ho so gidy to, thuc hién rit ngén thoi
gian giai quyét TTHC.

- Tang cuodng cong tac tuyen Uuyen tap hudn cho van phong, céc td trudng

chuyén mon va lanh dao cdc doan thé, can b, gido vién, nhan vién dé hiéu _dung,
hiéu di CCHC nham nang cao nhén thic clia can bd, cong chie, vién chuc vé cong
tac CCHC trong toan truong.

- Tang cuong kiém tra ndi bd cong tac CCHC ddi vé6i van phong nha truong,
céc to chuyén mon, cac bd phan chic nang va can b, gido vién, nhan vién; dua ndi
dung kiém tra CCHC vao ké hoach kiém tra ndi bo nha trudng.

2. Cai cach thé ché

- Tang cudng cong tac tuyén truyén, phd bién chu truong chinh sach ciia Pang,
phap luat nha nude, quy dinh cia nganh, ndi quy cua co quan cho CB-GV-NV, hoc
sinh va cha me hoc sinh.

- B6i méi, nang cao hiéu lyc, hiéu qua cong tac xay dung vén ban chi dao, diéu
hanh, ké hoach trién khai thuc hién chi dao cta cip trén. Chu trong ban hanh cac
van ban cu thé hoa co ché, chinh sich ctia Pang va nha nudc nham diy manh cai
cach hanh chinh, néng cao hi¢u qué quén ly va chi dao cong tac chuyén mon.

- Xay dung day du céc ké hoach, van ban theo yéu cau cla cap trén.

- Sap x€p, quan ly, luu trlt van ban di, dén khoa hoc dung quy dinh, quan ly
vin ban bang phan mém tin hoc.

3. Cai cach tha tuc hanh chinh

- Xay dung va cong khai quy trinh, thoi hiéu giai quyét cac tha tuc hanh chinh.
Phan cong can b, gido vién, nhan vién phu trach, bd tri co & vat chat phuc vu giai
quyét cac thu tuc hanh chinh thudc pham vi trach nhiém ctia nha truong. Bam bao
thoi hiéu giai quyét thu tuc hanh chinh.

- Néng cao chét luong cong tac ra soat, danh gia TTHC thudc linh vuce gido duc
theo quy dinh; thuc hién stra ddi, bd sung, thay thé hodc bai bd, huy bé TTHC ruom
ra, khong can thiét; giam chi phi, rit ngén thoi gian giai quyét, dam bao tinh cong
khai, minh bach va ndng cao trach nhi¢m cua nha truong trong viéc xur ly va giai
quyét tha tuc hanh chinh.

- Niém yét cong khai dia chi tiép nhan phan 4nh, kién nghi cta c4 nhan, t6
chtrc. Phan cong can bo va cong khai s6 dién thoai ctia can bo chiu trach nhiém tiép
nhan, giai quyét phan 4nh, kién nghj lién quan dén viée giai quyét cac thu tuc hanh
chinh cua céc bd phan chirc nang trong nha truong.
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- C6 giai phap nang cao chét luong hoi hop; giam gidy to hanh chinh khong
can thiét; nang cao  ky luét, ky cuong hanh chinh.

4. Cai cach to chire b6 may nha truong

- Tiép tuc kién toan chic ning, nhiém vu, quyén han, co cdu té chic va bién
ché ctia nha truong.

- Trién khai thuc hién kip thoi, day du céc quy dinh ctia phap ludt vé sip xép td
chirc b may co quan.

- Phan cdng nhiém vu, bd tri can bd, gido vién, nhan vién phu hop voi vi tri
viéc lam, tiéu chuan chtic danh nghé nghiép.

- Xay dung quy ché lam viéc, trong do phan cong cong tac rd rang cho cac
thanh vién trong nha truong.

- Xay dung ndi quy, quy tic Gng x{r ctia hoc sinh. |

- Thuong xuyén ra soét, didu chinh chiic nang, nhiém vu nha truong, cac to
chuyén mon, céc bd phén chirc néng trong nha truong. Xay dung quy ché phdi hop
gifta nha truong vOi t6 chirc Cong doan, Doan Thanh nién theo tirng ndm hoc.

- Tuyén truyén dé can bg, giao vién, nhan vién, hoc sinh thuc hién nep song
van héa, van minh noi céng s& theo Quy tic ing xir noi cong cong; Quy tic ng xir
cua can bo, céng chire, vién chire nguoi lao dong trong cic co quan . Dam bao
khong ¢6 can bd, gido vién, nhan vién vi pham dao dirc nha gido theo quy dinh tai
Quyét dinh s 16/2008/QD-BGDDT ngay 16/4/2008 cua Bo truong Bo GDDT.
Khoéng c6 can bo, gido vién, nhan vién sur dung tang trlt, luu hanh van hoa pham doc
hai. Khong tuyén truyen va thyc hién cac hanh vi mé tin di doan. Khéng c6 can bd,
giao vién, nhan vién udng rugu, bia trong gid [am viéc. Trang phuc cén bo, giao
vién, nhén vién va hoc sinh gon gang, lich su; co quan xanh, sach, dep. Sinh hoat co
quan, don vi né nep, thuc hién tot noi quy, quy ché lam viéc, quy ché dan chi & co
sO, ndi bd doan ket

- Thuc hién tdt noi quy, quy ché dan chu, xéy dung khéi doan két noi bo.

- Tiép tuc cai tién phuong thae quan ly, 1¢ 161 lam vide, giam hoi hop va cac
gidy to hanh chinh khong cén thiét.

- Quan ly tbt cong tac day thém, hoc thém, ddm bao khong c6 can bg, gido
vién vi pham quy dinh vé day thém, hoc thém.

5. Xay dung va ning cao chat lugng doi ngii can bg, cong chire, vién chire

- Xay dung va trién khai ké hoach bdi dudng thuong xuyén doi véi can bo
quan ly, gido vién ndm hoc 2022- 2023

- Xay dung va ra soat quy hoach doi ngii can bd quan 1y, can bd to chuyén mén
va cac doan thé.

- Tiép tuc thyc hién D& 4n tinh gian bién ché theo Nghi dinh 108/2014/NDP-CP
ngay 20/11/2014 cia Chinh pht, nhdm bao dam co ciu hop 1y va hidu qua vé doi
ngll trong nha trudng.

- Thyuc hién dinh gid can b, cong chirc, vién chiic; danh gia chuan nghé
nghiép CBQL, gido vién theo quy dinh hién hanh, dam bdo chinh xdc, khach quan,
dung quy trinh, theo céc tiéu chi cu thé, gan voi chét luwong, hiéu qua cong viéc,
trong dé dé cao viée thuc hién tot cong tac CCHC, ¢6 tac dung dong vién doi ngil
can b, cong chure, vién chuc no luc phén ddu hoan thanh tét nhiém vu dugc giao,
phat huy wu diém, khic phuc ton tai han ché.
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- Phéan cong chuyén mén va cong tac kiém nhiém cho gido vién, nhan vién hop
ly, dam bdo cong béng, dan chu, phuc vu muc tiéu nang cao chét luong gido duc va
hoat dong nha truong. Can b quan ly tham gia giang day dung quy dinh.

- Tang cuong ky cuong, ky luat hanh chinh, chan chinh 1& 161 1am viée, ning
cao y thire trach nhiém, néng cao hiéu qua su dyng thoi gian lam viéc trong co' quan
gin véi “Hoc tap va lam theo tu tudng, dao die, phong cach H6 Chi Minh”.

6. Cai cach tai chinh cong

- Ban hanh quy ché chi tiéu noi bd; thuc hién phan phdi thu nhép ting thém
trén co s& muc do hoan thanh nhiém vu ctia can b, cong churce, vién chic.

- Thye hién cong tac kiém ké, quan 1y tai san cong theo quy dinh. Bdo quan,
khai thac, str dung thiét bj day hoc co6 hiéu qua va dung quy dinh hién hanh.

- Thuc hién dan cht, cong khai, minh bach trong quan ly, st dung tai chinh
cong.

- Thuc hién Thong tu 36/2017/TT-BGDDPT ngay 28/12/2017 ctia B Gido duc
va Dao tao vé Quy ché thuc hién cong khai dbi véi co so gido duc va dao tao thude
hé théng gido duc qubc dan: (1) Cong khai cam két chat luong gido duc va chét
luong gido duc thuc té; (2) Cong khai diéu kién dam bao chét luong gido duc; (3)
Cong khai thu chi tai chinh.

- Thuc hién dung quy dinh cac khoan thu trong nha truong.

- Tang cuong cong tac kiém tra ndi bd viée quan ly, sir dung tai chinh, tai san;
viéc thu, chi trong nha truong.

- Tang cudng thuc hanh tiét kiém, chéng lang phi theo Chi thi s6 21-CT/TW
ngay 21/12/2012 cta Ban Bi thu Trung wong Dang va Chi thi s6 30/CT-TTg ngay
26/11/2012 cua Thu tudng Chinh phu. :

7. Hién dai hoa nén hanh chinh

- Tiép tuc day manh Gng dung cong nghé thong tin trong quén 1y, didu hanh
nha trudng théng qua hé thdng thu dién tir, van ban dién ti. Trén 95% can bo, gido
vién thuong xuyén Ung dung cong ngh¢ thong tin trong quan ly, giang day; 100%
CB, GV, NV ¢6 dia chi email dé trao d6i van ban gitta cac bo phan.

- P61 méi hinh thtc va ndi dung thong tin trén Website , khai thac sit dung c6
hiéu qua Website va hop thu dién tr cia nha truong.

8. Cong tac thong tin, tuyén truyén

- Théng qua Website ctia nha truong, thuong xuyén dang tai cic van ban,
thong tin hoat dong, cac bai viét hay vé cong tac cai cach hanh chinh vé cai cach
hanh chinh; xay dung va duy tri cac danh muc vé cai cach hanh chinh.

- Tuyén truyén, pho bién cdng tac cai cach hanh chinh cua nha trudng trong céac
budi hoi hop, cac budi chao co dau tuan.

- Ap dung nhén rong nhiing sang kién moi vé cong tac cai cach hanh chinh
mang lai hiéu qua cao.

- Gan ndi dung cdng tac tuyén truyén cai cach hanh chinh véi cong tac thi dua
khen thudng trong hoat dong cua co quan.

II1. GIATI PHAP
- TO chtic tuyén truyen, tdp huan cho can bg, giao vién, nhén vién hiéu dung,
hiéu da vé CCHC.




- Néng cao néng lyc nghién ctru, tham muu ctia can bg, giao vién, nhan vién,
nhét 13 d6i ngii cén bo 1anh dao, quan ly, to truong, to pho chuyén mon, b phéan van
phong va can bo, gido vién, nhan vién truc tiép giai quyét TTHC.

- Gan trach nhiém cuda ting can by, gido vién, nhan vién trong CCHC; viéc
thuc hién CCHC 14 tiéu chi dé danh gia thi dua, khen thudéng cho tap thé, ca nhan.

- Tang cuodng kiém tra nodi bo cong tac CCHC; dua ndi dung kiém tra CCHC
vao cac ké hoach kiém tra ndi bo nha truong.

IV. TO CHUC THU'C HIEN

1. Ban giam hi¢u

- T6 chtrc tuyén truyén cho can bg, gido vién, nhan vién, hoc sinh va cha me
hoc sinh hiéu ding, hiéu du vé cai cach hanh chinh.

- Xay dung ké hoach va phan cong trach nhiém cho can bo, gido vién, nhan
vién thyc hién cdai cach hanh chinh trong nha truong.

- Chi dao xay dung va ban hanh cac van ban thuc hién ké hoach cai cach hanh
chinh.

- Xay dung ké hoach va chi dao kiém tra hodc truc tiép kiém tra con /t,a\c cai
cach hanh chinh trong nha truong.

- Thuye hién béo cdo dinh ky, dot xuat vi S6 GDDT va cip trén vé cong‘l%i

cach hanh chinh trong nha truong. R */
- Dénh gid céc t0, céc bd phén chirc ning, cén b, gido vién, nhén vién %ﬂg
tac cai cach hanh chinh. s

2. Cac to chuyén mén va vin phong

- Thuong xuyén tham muu dé xuat voi Ban giam hiéu nha truong thuc hanh cai
cach hanh chinh, tham muu quy trinh giai quyét cac tha tuc hanh chinh trong linh
vuc chuyén mon dugc phan cong.

- Co trach nhiém thyc hién CCHC trong linh vuc chuyén moén duoc phan cong,
nhat 1a trong viée thuc hién cac TTHC, thuc hién ché do thong tin, bao céo theo quy
dinh ctia Ban giam hiéu dam bao cé chét lugng, kip thoi.

3. Cong doan va Ban thanh tra nhan dan

- Phéi hop nha truong tip huén, tuyén truyén va thanh tra, kiém tra cong tac
CCHC trong nha truong theo diing chirc nang nhiém vu.

Trén day la Ké hoach cai cach hanh chinh ndm hoc 2022-2023 cua truong
THPT Qué Son, yéu cau toan the can b, giao vién, nhéan vién va hoc sinh nghiém
tac thyce hién. Trong qué trinh t6 chire thue hién néu ¢6 vuong méc, phét sinh can
stra doi, bo sung can bao ngay véi Hiéu truong dé xem xét didu chinh kip thot ./.

Noi nhin:

- S& GDDBT(dé béo céo);

- BGH, CP, Poan TN (dé thuc hién);
- TT CM, Vin phong (dé thuc hién);
- Luu: VT.
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EN NHIEM VU CAI CACH HANH CHINH

hch s6 433 /KH-THPTTT ngay4£/09/2022

Thoi A n , B
TT Nhiém vu cu thé gian thuc Bo ph?ﬂn thye Gh,l .
) v en hi¢n chu [
hi¢n :
I Cong tac chi dao, diéu hanh cii cach hanh
chinh
1 X4y dung va ban hanh ké hoach CCHC ctia nha | Théng BGIL VP
truong nam 2022-2023 9/2022 ’
- Kiém tra viéc thuc hién, giai quyét cac TTHC 1 hu? ne CB phu trach
xuyén
1 | Caicich thé ché
Hoan thién hé thong vin ban phuc vu quéan 1y, Thuong "
1 ok 1 a . A ) ¢ o n Lanh dao
diéu hanh céc hoat dong ctiia nha truong xuyen
) Kle‘m tra, ra s:oat h¢ thong van ban do nha lrhu'f)'ng Vi phing
truong ban hanh xuyen
III | Cai cach thi tuc hanh chinh
1 Néng cao chat lugng thuc hién CCHC 1 hu;o‘ng Té van phong
xuyeén
2 Kiém soat viéc ban hanh méi TTHC Trhu;ong BGH
xuyén
5 ang Po, niém yét TTHC madi ban hanh, sua 1 llu’f)’ng Viin phite
doi, bo sung. xuyeén
IV | Cai cach to chire by may
Ra soét, stra doi, bd sung quy dinh vé chiic Thrmg BGIL Poan
nang, nhiém vy va co cu té chirc cia nha . "
xuyen thé
truong
v XAy dwng va ning cao chit lwong doi ngii
CB,GV,NV
1 ) = 3
| Thuc hién tham gia dao tao, boi dudng vién Thuong 211110% ?IZD
chtrc, nhan vién trong nha truong xuyén Hoe phe
cong
2 Piéu dong, B6 nhiém CB, GV, NV HT




Danh gia phén loai vién chtrc, nhan vién nam

3 hoe 2022-2023 Lanh dao | Thang 5
| Theo ké
3 Thuc hién kiém tra ni bo nam hoc hoach Ban KTNB
' KTNB
VI | Cai cach thi tyc hanh chinh
1 Dﬁleq cl}mh, bd sung Quy ché chi tiéu ndi bd Théng 10 |HT
cua truong
2 | biéu chinh, bd sung Quy ché Dan chu Thang 10 | HT
VII | Hi¢n dai héa hanh chinh
" z o i g Thuong PHT, nhan
1 Nang cap website cua nha truong Sy vien CNTT
5 Tang cuong tng dung cdng nghé thong tin Thuong Toan thé CB,
trong cong tac quan ly xuyén GV, NV




