SO GIAO DUC VA PAO TAO PAKNONG ~ CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT TRAN HUNG PAO Poc 1ap - Tw do - Hanh phuc

S6: 04 /KH - TrHD DPak Mil, ngay 19 thang 01 nam 2018.

KE HOACH
Thuc hién cdi cach hanh chinh nam 2018

Thue hién Ké hoach 2238/KH-SGDDT ngay 06/12/2017 ctua S& Gido duc va
Pao tao vé viéc ban hanh Ké hoach cai cach hanh chinh (CCHC) nam 2018 va Ké
hoach s6 2394/QD-SGDDT ngay 28/12/2017 cia S¢ Gido duc va Pao tao vé viéc
tuyén truyén cai cach hanh chinh nim 2018;

Truong THPT Tran Hung Pao xay dung Ké hoach thyc hién CCHC niam 2018
v6i cac ndi dung chi yéu sau:

|. MUC PiICH, YEU CAU

1. Muc dich

- Tiép tuc xay dung nén hanh chinh trong sach viing manh, chuyén nghi€p, hi¢n dai,
hoat dong c6 hiéu luc, hiéu qua; tao diéu kién thuan loi cho hoc sinh; cha me hoc sinh;
can bo, gido vién, nhan vién (CBGVNV) nha trudng, cac t6 chirc, c4 nhan lién quan
trong viéc yéu cau giai quyet thu tyc hanh chinh (TTHC);

- Tao budc dot pha dé mang lai hiéu qua trén tat ca cac linh vuc CCHC, nang cao
chét lugng gido duc; tap trung chi dao, hudng dan, kiém tra, giam sat dé nang cao
cong tac CCHC tai cac t0, bo phan chirc ning trong nha trudng;

- Nang cao nhan thirc cita CBGVNV vé y nghia, tam quan trong trong viéc thuc
hién CCHC;

- Pay manh tmg dung CNTT trong cong tac quan ly, diéu hanh va giai quyét cac
TTHC, str dung hop thu dién tur dé trao doi, xir 1y cong viéc;

- Nang cao chi s6 CCHC ciia nha truong.

2. Yéu cau

- Viéc trién khai thyc hién cong tic CCHC phai dam bao thoi gian, chat lugng,
ndi dung nhiém vu dugc phan cong;

- Pam bao ¢o sy phdi hop chit ché giita cac to chuyén mon, cac to chirc doan
the, cac bo phan chic nang, CBGVNV, cac tap thé 16p trong nha trudng.

I1. NHIEM VU CAI CACH HANH CHINH

1. Cong tac chi dao, diéu hanh

- Ban hanh ké hoach CCHC kip thoi; thuc hién ddy du cac béo cao CCHC theo
quy dinh.

- Tang cudng cong tic tuyén truyén, tdp huan cho vin phong, cic to trudng
chuyén mon va lanh dao cac don thé, CBGVNV dé hiéu dang, hiéu di CCHC nhim
nang cao nhan thirc ciia can bd, cong chirc, vién chic vé cong tic CCHC trong toan
truong.

- Tang cudng kiém tra ndi bd cong tic CCHC d6i v6i vian phong nha truong,
cac to chuyén mon, cac bd phan chirc nang va CBGVNV; dua ndi dung kiém tra
CCHC vao ké hoach kiém tra noi bd nha truong.

- Gan viéc thye hién CCHC véi cong tac thi dua, khen thudng. Thuc hién day



du, kip thoi ché d6 thong tin, bao cao vé CCHC; tiép nhan xur ly cac thic mac, kién
nghi cta cic ca nhan va to chuc.
2. Cai cach thé ché

- Tang cudng codng tic tuyén truyén, phd bién chu truong chinh sach cia
bang, phap luat nha nudc, quy dinh cia nganh, ndi quy cia co quan don vi cho
CBGVNYV, hoc sinh va cha me hoc sinh.

- Pbi méi, nang cao hiéu luc, hiéu qua cong tac xay dung van ban chi dao, diéu
hanh, ké hoach trién khai thuc hién chi dao cua cap trén. Chu trong ban hanh céc
van ban cu thé hoa co ché, chinh sach ciia Pang va nha nudc nham ddy manh cai
cach hanh chinh, nang cao hiéu qua quan Iy va chi dao cong tac chuyén moén.

- Xay dung day du cac ké hoach, van ban theo yéu cau ctia co quan cap trén.

- Sap x€p, quan ly, luu trir van ban di, dén khoa hoc dung quy dinh, quan 1y
van ban bang phan mém tin hoc.

- Kiém soat, luu trit cong vian dén va viéc ban hanh méi cac TTHC theo quy dinh
3. Cai cach trong giai quyét thi tuc hanh chinh cho cong dan va to chirc

- Xay dung va cong khai quy trinh, thot hiéu glal quyét cac thi tuc hanh chinh.
Phan cong CBGVNV phu trach, b tri co s¢ vat chat phuc vu giai quyét cac thi tuc
hanh chinh thu¢c pham vi trach nhi€ém ctia nha truong.

- Phan cong cén bd va cong khai s6 dién thoai ctia can bo chiu trach nhiém tiép
nhan, giai quyét phan anh, kién nghi lién quan dén viéc giai quyét cac thu tuc hanh
chinh cua cac bd phan chirc nang trong nha trudong.

- Dam bao thoi hiéu giai quyét thu tuc hanh chinh.

- Pon gian héa cac TTHC va nang cao chat lugng TTHC trong cac hoat dong
cua nha truong.

- T chirc thuc hién nghiém tiuc cac TTHC da dugc ban hanh, Cong khai minh
bach cac TTHC bang cac hinh thirc phu hop.

- Nang cao chét lugng hoi hop, giam gidy to hanh chinh, nang cao ky luat, ky
cuong hanh chinh.

- Thyc hién dung quy trinh, thoi gian giai quyét thi tuc hanh chinh lién quan
dén linh vuc gido duc;

- Thuc hién t6t co ché mdt ctra: Giao nhiém vu cho cén bo phu trach. Nguoi
phu trach phai c¢6 nghiép vu chuyén moén, phai dugc tap huan, boi dudng va hiéu
biét cong viéc, khi gap tinh hudng phai uyén chuyén, c6 thai do giao tiép va ky kha
nang xt 1y tinh hudng dé tao cho phu huynh tdm trang hai long, vui vé khi tiép xtic
v6i nha truong;

- Tao diéu kién vé noi lam viéc, phuong tién lam viéc va chd ngéi cho cho
phu huynh va hoc sinh, tranh dé phy huynh dung chd hodc di lai nhiéu trong phong.

4. Cai cach cong tac quan ly va by may nha truong

- Xay dung quy ché lam viéc va thudng xuyén ra soat, diéu chinh chirc ning,
nhiém vu nha truong, cac to chuyén mon, cac bo phan chic nang trong nha truong.
Xay dung va thudng xuyén ra soat, diéu chinh quy ché phdi hop gitta nha truong
v6i cong doan.

- Ban hanh van ban phan cong cong tac 1o rang cho céc thanh vién Ban Giam hi¢u.

- Xay dung nép séng van hoa, van minh noi cong sé. Pam bao khong co can
bo, gido vién, nhan vién vi pham dao duc nha gido theo quy dinh tai Quyét dinh sb



16/2008/Qb-BGDDT ngay 16 thang 4 nam 2008 cua B truong Bo GD&DT.
Khong c6 can b, giao vién, nhan vién su dung tang trr, lvu hanh van hoa pham doc
hai. Khong tuyén truyen va thuc hién cac hanh vi mé tin di doan. Khong c6 can bg,
gido vién, nhan vién udng ruou, bia trong gio lam viéc. Trang phuc CBGVNV va
hoc sinh gon gang, lich su; co quan xanh, sach, dep. Sinh hoat co quan, don vi né
nep, thue hién t6t ndi quy, quy ché lam viéc, quy ché dan cha & co sd, ndi bo doan
két.

- Quan Iy ot cong tac day thém, hoc thém, dam bao khong cé can b, gido vién
vi pham quy dinh vé day thém, hoc thém.

- Thuc hién dﬁy du va bdo céo ding thoi han theo yéu cau, chi dao cua cép trén.

- Trién khai thyc hién Dé& 4n tinh gian bién ché theo Nghi dinh 108/2014 /ND-
CP ngay 20/11/2014 cta Chinh phua, nham bao dam co ciu hop 1y va hiéu qua vé
do1 ngti trong nha truong.

- Tiép tuc cai tién phuong thuc quan ly, 1¢ 16i 1am viéc theo phuong cham “lam
viéc theo ké hoach, giai quyet cong viée theo quy trinh, chi dao, diéu hanh theo quy
ché”, giam hoi hop va céac gidy to hanh chinh khong can thiét.

5. Xay dung va ning cao chat lwong ddi ngii can b, cong chirc, vién chirc

- Thuc hién co cau cong chire, vién chure theo vi tri viée 1am duge phé duyét.

- Xay dung va thuc hién cong tac dao tao, boi dudng can bo, gido vién, nhan
vién. Phan dau hang nam trén 70% can bd, gido vién, nhan vién dugc dao tao, boi
dudng. Xay dung va ra soat quy hoach doi ngii can bd quan 1y, can bd t6 chuyén
mon va cac doan thé.

- Thuc hién danh gia cén bo, cong chuc, vién chuc; danh gia chuan nghé
nghiép CBQL, gido vién theo quy dinh hién hanh, dam bao chinh xac, khach quan,
ding quy trinh, theo cac tiéu chi cu thé, gén véi chit lugng, hiéu qua cong viéc,
trong do dé cao viéc thuc hién tdt cong tdc CCHC, co6 tac dung dong vién do1 ngii
can bd, cong chirc, vién chirc n6 luc phan ddu hoan thanh tot nhiém vu duoc giao,
phat huy uu diém, khac phuc ton tai han ché.

- Phén cong chuyén mon va cong tac kiém nhiém cho gido vién, nhan vién hop
1y, dam bao cong bang, dan chu, phyc vu muc tiéu nang cao chat luong gido duc va
hoat dong nha truong. Can bg quan 1y tham gia gidng day dung quy dinh.

- Tang cuong ky cuong, ky luat hanh chinh, chan chinh 1& 16i lam viéc, nang
cao y thure trach nhiém, nang cao hi¢u qua st dung thoi gian lam viée trong co quan
gin v6i “Hoc tap va lam theo tu tuéng, dao dirc, phong cach HO Chi Minh”; ting
cuong kiém tra, giam sat viéc chap hanh ky cuong, ky luat hanh chinh theo Chi thi
s6 51/201 2/CT-UBND ngay 28/12/2012 ctia UBND tinh; dénh gia cong tic CCHC
v6i nd1 dung danh gia xét thi dua khen thudéng hang nam.

- Thuc hién Cong vin sé 300/SGDDT-VP, ngay 27/02/2017 cta S& Gido duc
va Pao tao vé viéc ting cuong kiém tra, giam sat cac trudng céng nhan dat chu6a3n
quéc gia.

6. Cai cach tai chinh cong

- Ban hanh quy ché chi tiéu noi bo;

- Thuc hién quy dinh cong khai d6i v6i co sé gido duc ciia hé théng gido duc
qudc dan theo Thong tu 09/2009/TT-BGDDT.

- Trién khai va thuc hién t6t co ché tu chi, tu chiu trach nhiém theo Nghi dinh



s6 16/2015/ND-CP ngay 14/02/2015.

- Thuc hién Quy ché cong khai tai chinh theo quy dinh ctia Thu tuéng Chinh
phu bing mét trong cc hinh thirc: Niém yet tai tru s co quan; phat hanh 4n pham;
thong béo bang van ban dén cc co quan, to chirc, don vi, ca nhan c6 lién quan.

- Thuc hién dﬁy du cic bdo cdo ve tai chinh (nhu: bao cdo thuc hién ché @6 tu chu,
béo cao thuc hanh tiét kiém chéng lang phi...) theo ding thoi gian quy dinh.

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

- Bao quan, khai thac, sir dung thiét bi day hoc c6 hiéu qua va ding quy dinh
hién hanh.

- Thyc hién tét quy dinh vé& quy ché chi tiéu nodi bo, cac quy dinh vé thuc hanh
tiét kiém, chong lang phi.

- Tang cudng cdng tac kiém tra ndi bd viéc quan 1y, sir dung tai chinh, tai san;
viéc thu, chi trong nha truong.

7. Hién dai héa nén hanh chinh

- 100% can b9, gido vién thuong xuyén tng dung cong nghé thong tin trong
quan ly, giang day.

- P6i méi hinh thirc va ndi dung thong tin trén Webssite truong, VNPTiOffcie,
mail. Cap nhat kip thoi, chinh x4c thong tin 1én Cong thong tin dién tir S6 GD&PT
va truong theo Quy ché hoat dong cua Cong thong tin dién tir.

- 100% CBGYV ding ky str dung co sé vat chat, trang thiét bi day hoc trén phan
mém Cong thong tin dién tor.

- Cap nhat tin bai anh cac TTHC kip thoi trén trang thong tin di¢n tir ciia nha
truong;

- P6i méi hinh thirc va ndi dung thong tin trén Webseite va nang cao chét
lugng trong thong tin dién tir cia nha truong.

I11. KE HOACH TRIEN KHAI NHIEM VU CAI CACH HANH CHINH

Thoi gian N§i dung Bo phén thuc hién

01- - Thanh lap Hoi dong ty danh gid, kiém | - Lanh dao, t0 trudng,
02/2018 | tra cai cach hanh chinh; truéng cac to chirc doan
- Xay dung ké hoach, trién khai nhiém vu | thé
CCHC trong nha truong; - Hoi dong ty dénh gia, bo
- Tuyén truyén CCHC, trién khai thyc phan phu trach CCHC
hién ké hoach; - Lanh dao nha truong, cac
- B4o c4o CCHC Quy | t6 trudng

03 - Huodng dﬁq cac bd phan chuan bi ho so Lvr?mh dao nha trudng, cac
04/2018 | danh gia, xep loai CC, VC, ... to truong

05/2018 | - Ra soat, tiép tuc xay dung va hoan thién | Lanh dao nha truong, cac
dé an vi tri viéc lam, dé xuat tiép nhan, | to truong

tuyén dung hodc diéu chinh co ciu to chirc
bd may (néu cd); dé nghi nang luong 6
thang diu nim 2018;

- Hoan thién hd so dé nghi khen thudng,




ky luat; B4o céo tu danh gia thi dua...
06/2018 |~ Hop danh gia rat kinh nghiém —;Lﬁnlvl dao nha truong, céac
to truong
- Trién khai cac van ban quy pham phép
07 - luat lién quan dén linh vuc giao duc; Lanh dao nha truong, céc
08/2018 |- Cong khai cac quy trinh thu tuc giai | to trudng
quyét mot s6 cong vige
- Tié€p tuc ra soat, thong ké, danh gia thuc ~ N .
trang thu tuc hanh chinh; -;Lanl} de_%o nha truong, cdc
- B6 sung, hoan thién cac quy ché; o truong;
09/2018 n S A § C - Lanh dao nha truong (sau
- Cong khai cac nhiém vu ndm hoc méi A .. :
khi lay y kién HO1 nghi
CC,VC)
10/2018 |- Kiém tra cac bo phan thyc hi¢n nhiém vy ; élj[?igndgéo nha truong, cdc
CCHC ’
- Tu kiém tra, danh gia cong tac CCHC
cubi nam; dé nghi ning luong 6 thang |- Hoi déng ty danh gia
11/2018 | cubi nam 2018; - Hiéu truong, Thu ky Hoi
- Tong két cong tac CCHC, bao cao gui | dong
S& GDDT bak Nong
- Lanh dao nha trudng, cac
12/2018 | - Xay dung ké hoach CCHC nam 2019 t6 trudng;
IV. GIAI PHAP

- T6 chirc tuyén truyén, tip huan cho CBGVNV hiéu dang, hiéu di vé CCHC.

- Nang cao ning luc nghién ctru, tham muu cia CBGVNV, nhét 1 d6i ngii can
bd lanh dao, quan 1y, to truong, t6 phd chuyén mén, bd phan vin phong va
CBGVNV truc tiép giai quyét TTHC.

- Gén trach nhiém cua timg CBGVNYV trong CCHC; viéc thuc hién CCHC la
tiéu chi dé danh gia thi dua, khen thudng cho tap thé, ca nhan.

- Tang cudng kiém tra ndi bo cong tic CCHC; dua ndi dung kiém tra CCHC
Vao cac ké hoach kiém tra ndi bd nha trudng.

V.TO CHUC THUC HIEN
1. Ban giam hi¢u

- T6 chure 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 phan cong trach nhiém cho CBGVNV thuc hién cai
cach hanh chinh trong nha truong.

- Chi dao xay duyng 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 cong tac cai
cach hanh chinh trong nha truong.
- Thuc hién bao céo dinh ky, dot xuit véi S& GD&DT va cép trén vé cong tac
cai cach hanh chinh trong nha truong.




- Banh gia cac td, cac bd phan chtrc nang, CBGVNV vé cong tac cai cach hanh
chinh.

2. C4c t6 chuyén mén va viin phong

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

- Co trach nhiém thuc hién CCHC trong linh vuc chuyén mén dugc phan cong,
nhat 1a trong viéc thyc hién cac TTHC, thyc hién ché do thong tin, béo céo theo quy
dinh cua Ban gidm hi¢u dam bao co chét lugng, kip thoi.

- Can cir K& hoach nay va B9 tiéu chi danh gia CCHC cua SO, dong thoi cin cir
tinh hinh thuc té cua to dé xay dung va trién khai thuc hién Ké hoach CCHC nim
2018 clia to.

3. Cong doan va Ban thanh tra nhan dan

- Phéi hop nha trudng tap huin, tuyén truyén va thanh tra, kiém tra cong tac
CCHC trong nha truong theo dung chure nang nhiém vu.

Trong qua trinh t6 chirc thyc hién Ké hoach nay, néu c6 vuéng mic, phat sinh
can stra doi, bo sung nhitng ndi dung, nhiém vu cu thé, cac don tham muu, dé xuat
voi Ban giam hi¢u dé xem xét diéu chinh dé dam béo cac diéu kién can thiét, thuc
hién c6 hiéu qua va dong bo.

Trén day 1a Ké hoach cai cach hanh chinh nim 2018 cua truong THPT TRéan
Hung Dao./.

Noi nhgn: KT. HIEU TRUONG
- S& GD&DT (dé bao cao); PHO HIEU TRUONG
- Ban giam hiéu (chi dao) ’
- BCH Coéng doan, Poan TN;
- T truong CM, van phong;
- Website truong; (dé thuc hién)
- Luu VT.

Nguyén Ngoc Bao



Phu luc

__ GIAIQUYET CAC THU TUC HANH CHINH ,
VA KE HOACH, BAO CAO, QUY CHE CAI CACH HANH CHINH

vé cdi cach hanh chinh)

I. THU TUC HANH CHINH

(Kém theo Ké hoach 04 I[KH-TrHD ngay 19/01/2018 ciia Trwong THPT Tran Hung Dao

T Tén thi tuc hanh chinh Nguwoi phu trach Chi dao
1 | Tuyén sinh lop 10 Van thu Hiéu truong
2 | Chuyén truong (di, d&én) Vin thu Hiéu truong
3 | Cép phat van bang, chimng chi. Van thu Hi¢u trudng
4 Giai quyé} cho théi hoc, rat hd so hoc ba Vin thu Hicu trudng
theo nguyén vong
5 | Thanh todn cac khoan chi cho hoat dong L. x ,
A A s Keé toan Hiéu truong
chuyén moén trong nha truong.
6 | Thanh toan cac khoan chi mua sim, sta K& toan Hi¢u truéng
chira.
7 | Thanh toén bao hiém than thé. Ké toan Hi¢u truéng
8 | Thanh toan ché d¢ bao hiém x4 hoi. K& toan Hiéu truong
9 | Nang luong, phu cip tham nién. Ké toan Hi¢u truéng
10 | Thuyén chuyén cong tac. Chu tich cong doan Hiéu trudng

II. KE HOACH, QUY CHE, BAO CAO CAI CACH HANH CHINH

T Noi dung Ngwoi phu trach Chi dao
1 | K& hoach CCHC Hi¢u truong
2 | Bdo cdo CCHC dinh ky BGH Hiéu trudng
3 | Xay dung ké hoach tuyén truyén CCHC P.HT Nguyén Ngoc Bao Hi¢u truong
4 é(é}ll_' éiung ké hoach kiém tra, gidm sat PHT Nguyén Ngoc Bdo Hiéu trudng
Xay dung céc giai phap chi dao, diéu hanh n .
S CCHC trong don vi. Hicu truong
6 | Quan ly van ban di, dén bang phan mém Van thu Hiéu trudng
7 | Xay dung Quy ché lam viéc ctia don vi Chu tich cong doan Hiéu truong
8 fl(gg dung ké hoach dao tao, boi dudng doi Hiéu truéng
9 | Xay dung Quy ché cong khai Truéng Ban TTND Hiu truéng
Xay duyng Quy ché hoat dong cua Ban dai . n .
10 dién CMHS Truong BBD CMHS Hi¢u truong
11 Xay dung Quy che hoat dong Cong thong P.HT Nguyén Ngoc Bao Hiéu trudng

tin dién tr, Website truong.




