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KE HOACH
THU'C HIEN CAI CACH HANH CHINH NAM 2018

Cén ctr Ké hoach s6 2238/KH-SGDDT ngay 06/12/2017 cta S& Gido duc va Dao
tao tinh Pak Nong vé viéc ban hanhké hoach cai_cach hanh chinh nam 2018 va Ké
hoach s6 2394/ KH-SGDDT ngdy 28/12/2017 vé viéc tuyén truyén cai cach hanh
chinh ndm 2018 cua S¢& Gido duc va Pao tao tinh Dak Nong

Trudng THPT Phan Boi Chau xay dung ké hoach thuc hién cai cach hanh chinh
nam 2018 vdi cac ndi dung sau:

I. MUC PICH, YEU CAU.
1. Muc dich:

Tiép tuc xdy dung nén hanh chinh trong sach vitng manh, chuyén nghiép, hién dai,
hoat ddng c6 hiéu luc, hidu qua, tao diéu kién thuan loi cho hoc sinh, cha me hoc sinh; cén
bo, gido vién, nhan vién (CBGVNV) nha trudng, céc to chirc, ¢4 nhan lién quan trong viéc y
yéu cau giai quyét thu tuc hanh chinh (TTHC);

Tao budc dot pha dé mang lai hiéu qua trén tat ca céc linh vuc CCHC, nang cao
chat luong gido duc, tap trung chi dao, hudng dan, kiém tra, giam sat dé nang cao cong
tac CCHC tai cac t6, bo phan chuc nang trong nha truong;

Nang cao chi s6 CCHC ctia nha truong.
2. Yéu cau:

Viéc trién khai thuc hién cong tac CCHC phai dam bao thoi gian, chat lugng, noi
dung nhi¢ém vu dugc phan céng; dam bao c6 su phdi hop chit ché giira cac td chuyén
mén, céc td chirc doan thé, cac bd phan chitc nang, CBGVNV, céc tap thé 16p trong
nha truong.

II. NHIEM VU CAI CACH HANH CHIiNH

1. Cong tac chi dao, diéu hanh:

Ban hanh ké hoach CCHC kip thoi, thuc hién dy di cac bao cdo CCHC theo
quy dinh.

Tang cuong cong tac tuyén truyen tap hudn cho van phong, cac to truong chuyén
mon va linh dao cic doan thé, CBGVNV dé hleu diing, hiéu &t CCHC nham nang cao
nhan thirc cia cén b, cong chire, vién chirc vé cong tac CCHC trong toan truomg.

Tang cudng kiém tra ndi bd cong tac CCHC ddi véi van phong nha trudng, céc



to chuyén moén, céc bé phén chirc nang va CBGVNV, dua ndi dung kiém tra CCHC
vao ké hoach kiém tra ndi bd nha truong.

2. Cai cach thé ché:

Tang cuong cong tac tuyén truyén, phd bién chu truong chinh sach cta Pang,
phap luat nha nudc, quy dinh ciia nganh, néi quy cta co quan don vi cho CBGVNV,
hoc sinh va cha me hoc sinh.

DPéi mai, nang cao hi¢u lyc, hi¢u qua cong tac xdy dung vén ban chi dao, diéu
hanh, ké hoach trién khai thuc hién chi dao ciia cép trén. Chu trong ban hanh céc van
ban cu thé hoa co ché, chinh sich cua Dang va nha nuéc nhim ddy manh cai cich
hanh chinh, nang cao hiéu qua quan ly va chi dao cong tac chuyén mon.

Xay dyung ddy di cac ké hoach, vin ban theo yéu cau clia co quan cap trén.

Sap xep, quan ly, luu trit van ban di, dén khoa hoc ding quy dinh, quan ly vin
ban bang phan mém tin hoc.

3. Cai cach trong giai quyét thi tuc hanh chinh cho cong din va to chirc:

Xay dung va cong khai quy trinh, thoi hidu giai quyét céc thu tuc hanh chinh.
Phén cdng CBGVNV phuy trach, bd tri co sé vat chét phuc vu gidi quyét cdc thu tuc
hanh chinh thu¢c pham vi trach nhiém ctia nha truong.

Dam bao thoi higu giai quyét tha tuc hanh chinh.
Phén cong can by va cong khai so dién thoai ctia cén bd chiu trach nhi¢m tiép

nhan, giai quyét phan 4nh, kién nghi lién quan dén viéc giai quyét cac thi tuc hanh
chinh cua céc b phan chire ning trong nha truong.

4. Cai cach cong tac quan ly va by may nha truong:
- Xay dung quy ché lam vigc va thu’cmg xuyén ra soét, diéu chinh chuc nang,
nhiém vy nha trudng, céc to chuyén mon, cic bd phén chtrc ndng trong nha trudng.

Xay dung va thuong xuyén ra soat, diéu chinh quy ché phdi hop giita nha truong vai
cong doan.

Ban hanh van ban phan cong cong tac rd rang cho céc thanh vién Ban Giam hiéu.

Xday dung nép séng van hoéa, van minh noi cong s¢. Pam bao khong cé can bo,
gido vién, nhan vién vi pham dao dic nha gido theo quy dinh tai Quyét dinh sé
16/2008/Qb-BGDDT ngay 16 thang 4 nam 2008 clia Bo truéng Bo GD&PT. Khong
co can bg, gido vién, nhén vién st dung tang trit, lru hanh van hod phim doc hai.
Khong tuyén truyen va thyc hién céc hanh vi mé tin di doan. Khong c¢6 can bd, gido
vién, nhan vién udng rugu, bia trong gid lam viéc. Trang phuc CBGVNV va hoc sinh
gon gang, lich su; co quan xanh, sach, dep. Sinh hoat co quan, don vi né nép, thuc hién
tot ndi quy, quy ché lam viéc, quy ché dan chu & co sd, ndi bd doan két.

Quan ly tét cong tac day thém, hoc thém, dam bao khong c¢6 can b, gido vién vi
pham quy dinh vé day thém, hoc thém.

Thyc hién day dii va béo cao dung thoi han theo yéu cdu, chi dao cia cap trén.
Trién khai thyc hién D& 4n tinh gian bién ché theo Nghi dinh 108/2014 /ND-CP



ngay 20/11/2014 cua Chinh phu, nham bao dam co cdu hop 1y va hiéu quéa vé doi ngii
trong nha truong.

Tlep tuc cai tién phuong thire quan 1y, 1& 16i 1am viéc theo phuong cham “lam
viéc theo ké hoach, giai quyét céng viée theo quy trinh, chi dao, diéu hanh theo quy
che“ “Thyc hién khau hi¢u ding hen hon va than thién hon”, giam hdi hop va céc
gidy to hanh chinh khéng cén thiét.

Thuc hién phuong chém 6 biét “Biét chao, biét cuoi, biét ling nghe, biét hudng
dan, biét cam on va biét xin 15i”.

5. Xay dung va ning cao chat lugng doi ngii can bg, cong chirc, vién chire:
Thyec hién co cau cong chire, vién chic theo vi tri viée lam duge phé duyét.

Xay dyng va thyc hi¢n cong tc dao tao, boi dudng can bd, gido vién, nhan vién.
Phén ddu hang nam trén 70% cén b, giao vién, nhan vién dugc dao tao, boi dudng.
Xay dyng va ra soéat quy hoach doi ngii can bd quan ly, can bd t6 chuyén mén va céc
doan thé.

Thyc hién danh gia can bg, cdng chirc, vién chirc; danh gia chuan nghé nghiép
CBQL, gigo vién theo quy dinh hi¢n hanh, dam bao chinh xac, khach quan, ding quy
trinh, theo cdc ti€u chi cy thé, gén véi chét lugng, hiéu qua cong viée, trong d6 dé cao
vigc thyc hién tbt cong tac CCHC, c6 tac dung dong vién ddi ngli can bg, cong chue,
vién chirc nd luc phan d4u hoan thanh tét nhiém vu duoc giao, phat huy uu diém, khéc
phuc ton tai han ché.

Phén cong chuyén mén va cong tac kiém nhi¢m cho gido vién, nhan vién hop ly,
dam béo cong bang, dan chi, phuc vu muc tiéu ning cao chét lugng gido duc va hoat
dong nha truong. Cén by quan ly tham gia giang day ding quy dinh.

Tang cuong ky cuong, ky luat hanh chinh, chan chinh 18 18i 1am viéc, nang cao y

thire trach nhi¢m, néng cao hi¢u qua st dung thoi gian 1am vi¢c trong co quan gan véi
"Hoc tap va lam theo tim guong dao dirc HS Chi Minh";

6. Cai cach tai chinh cong:
Thyc hién quy dinh cong khai d6i vi co s& gido duc cua hé thdng gido duc qudc
dan theo Thong tu 09/2009/TT-BGDDT.

Thyc hién Quy ché cong khai tai chinh theo quy dinh ctua Thu tuéng Chinh phu
bing mot trong céc hinh thuc: Niém yét tai tru sé co quan, phét hanh an pham, thong
bao bang van ban dén céc co quan, td chire, don vi, ca nhén ¢6 lién quan.

Thue hién day da céc baol cao vé tai chinh (nhu: bao cdo thuc hién ché db tu chy,
bao céo thuc hanh tiét kiém chong lang phi...) theo ding thoi gian quy dinh.

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

Bao quan, khai thac, sir dung thiét bi day hoc ¢6 hiéu qua va dung quy dinh hién
hanh.

Trién khai va thuc hién t6t co ché tu chu, tu chiu trach nhiém theo Nghi dinh sb
16/2015/ND-CP ngay 14/02/2015.



Thue hién tét quy dinh vé quy ché chi tiéu noi bo, céc quy dinh vé thuc hanh tiét
kiém, chong lang phi.

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

7. Hién dai héa nén hanh chinh:

Trén 90% cén b9, gido vién thuong xuyén ung dung cong nghé théng tin trong
quan ly, giang day.

P6i méi hinh thic va ndi dung thong tin trén Webssite truong. Cap nhat kip thoi,

chinh xac théng tin lén Cong thong tin dién tir S& GD&DT va trudng theo Quy ché
hoat dong cia Cong théng tin dién tir.

100% CBGV déng ky str dung co s& vat chat, trang thiét bi day hoc trén phan

mém Céng thong tin dién tu.
I1I. GIAI PHAP

T6 chire tuyén truyen, tap huan cho CBGVNV hiéu ding, hiéu du vé CCHC.

Néng cao nang luc nghién ctru, tham muu cia CBGVNYV, nhét 13 doi ngii can bo
lanh dao, quan ly, t0 trudng, t6 phoé chuyén mdn, by phan van phong va CBGVNV
trire tiép giai quyét TTHC.

’Gé"m trach nhiém cua tung CBGVNV trong CCHC; viéc thuc hién CCHC la tiéu
chi dé danh gié thi dua, khen thudng cho tép the, ca nhan.

:l“éng cufn}g kiém tra ngi bo cong tac CCHC, dua ndi dung kiém tra CCHC vao
cac ké hoach kiém tra ndi bo nha truong.

IV.TO CHUC THUC HIEN

1. Ban giam hiéu:

Té chic tap huan, tuyén truyén cho CBGVNV, hoc sinh va cha me hoc sinh hiéu
diing, hiéu du vé cai cach hanh chinh.

Xay dung ké hoach va phéan cong trach nhiém cho CBGVNV thyc hién cai cach
hanh chinh trong nha truong.

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

Xay dung ké hoach va chi dao kiém tra hodc truc tiép kiém tra cOng tdc cai cach
hanh chinh trong nha trudng.

Thyc hién béo cdo dinh ky, dot xuat véi So GD&DT va cap trén vé cong tac cai
cach hanh chinh trong nha truong.

Panh gia céc td, cac bd phan chirc ning, CBGVNV vé cong téc cai cach hanh
chinh.




2. Céc to chuyén mén va vin phong:

Thuong xuyén tham muu dé Xuat véi Ban giam hi¢u nha truong thyc hanh cai
cach hanh chinh, tham muu quy trinh giai quyét cac tha tuc hanh chinh trong linh vuc
chuyén mén dugc phan cong.

~ C6 trach nhié¢m thyc hién CCHC trong linh vuc chuyén moén dugce phan cong,
nhat la trong viéc thuc hién céac TTHQ, thuc hién ché d¢ thong tin, bdo céo theo quy
dinh cua Ban giam hiéu dam bao c6 chat lugng, kip thoi.

Can cu K{é hoach nay va B ::iéu chi danh gia CCHC cua S0, dong thoi can cur
tinh hinh thue té dé xay dung va trién khai thyc hién Ké hoach CCHC nam 2018

3. Cong doan va Ban thanh tra nhan dan:

Phéi hop véi nha truong tap huan, tuyén truyén va thanh tra, kiém tra cong tc
CCHC trong nha truong theo diing chirc nang nhiém vu.

Trong qua trinh t6 chire thue hién Ké hoach nay, néu c6 vudng mic, phat sinh can
stra doi, bo sung nhitng ndi dung, nhi¢m vu cy thé, céc don tham muu, dé xuét véi Ban
giam hiéu dé xem xét diéu chinh dam bao cac diéu kién can thiét, thuc hién c¢6 hiéu
qua va dong bo.

Trén day 1a Ké hoach cai cach hanh chinh nim 2018 cta trudng THPT Phan Boi
Chau./.

Noii nhin: : HIEU TRUONG
- S6 GD&DT bak Nong (de bdo cao);
- BCH Cong doan, Doan TN;
- T trudng CM, vin phong;
- Website truong; (dé thyc hién)
- Luu VT.




PHAN CONG THU'C HIEN

Cai cach hanh chinh cia Trwong THPT Phan Bdi Chiu nim 2018
(Ban hanh kém theo Ké hoach so6:41¢/KH-THPTDS ngay/0/ ©7/ 2018 ciia Hiéu truong

Truong THPT Phan Bgi Chdu)
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Cai cach thé ché

Hoan thién hé thong vin ban
phuc vu quan ly, diéu hanh
cac hoat dong cua nha
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BGH

Kiém tra, ra soat hé thong
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Cai cich t6 chirc b may

Ra sodt, sira doi, bd sung
quy dinh vé chirc nang,
nhiém vu va co céu to chirc
cua nha trudng

Thuong xuyén

BGH, doan thé
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XAy dung va ning cao chat
lrgng dgi ngii CBGVNV

Thuc hi¢n tham gia dao tao,
bdi dudng vién chirc, nhan
vién

Thuong xuyén

PHT, GV dugc phéan
cong

Piéu dong, bd nhiém
CBGVNV

Théng 9/2018

HT

Thuc hién kiém tra noi bd
nidm hoc 2018 — 2019

Theo ké hoach

PHT, T6 kiém tra

Cong tac cdi cach tai chinh

Piéu chinh, bd sung Quy ché
chi tiéu nd1 b cua trudng

Thang 9 /2018

HT, Ké toan

Hién dai héa hanh chinh

Nang cép Website ctia nha
truong

Thuong xuyén

GV phu trach

Téang cuong ing dung cong
ngh¢ thong tin trong cong
tac quan ly.

Thuong xuyén

Toan thé CBGVNV

VII

Cong tac chi dao, diéu .
hanh cédi cach hanh chinh

Xay dung va ban hanh ké

Théang 1 /2019

PHT




hoach CCHC cua nha truong
nam 2019

Kiém tra viéc thyc hién, giai
quyét cac TTHC

Thuong xuyén

BGH, T van phong

VIII

Cong tic thong tin va
tuyén truyén

Thong tin, tuyén truyén vé
cai cach hanh chinh trén
website cua trudong

Thuong xuyén

GV phu trach

Théng tin, tuyén truyén vé
CCHC ¢ nha truong

Thuong xuyén

Véan phong, Doan,
Cong doan

IX

Ché d§ bio céo vé cong tac
cdi cach hanh chinh

B4o céo tinh hinh, két qua
trién khai thyc hién cong tac
CCHC vé lanh dao.

Theo quy dinh

PHT, TKHD, cac bo
phan phu trach




