SO GD&DT PAK NONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT HUNG VUONG Déc 1ap - Tw do - Hanh phic
S6: 39/KH-THPTHV Quang Phu, ngay 15 thang 3 nam 2018
KE HOACH

Thuc hi€én cai cach hanh chinh nidm 2018

Can clr cong van sf) 190/SGDDT-VP ngay 31/01/2018 cua S¢ Giao duc va
bao tao bak Nong ve trién khai két luan s6 238-KL/TU, ngay 31/01/2018;

Cong vin sb 1798/KH-SGDDT, ngay 03 thang 10 nam 2017 cua S¢ Giao
duc va dao tao Pak Nong vé ké hoach cai thién Chi s6 chi phi thuc hién cac quy
dinh ctia nha nudc trong nganh Gido duc va Pao tao nam 2018;

Cén cir cong van so 1809/KH-SGDDT, ngay 04 thang 10 ndm 2017 vé ké
hoach cai thi¢n, nang cao chi s6 hi¢u qua quan tri va hanh chinh cong cua s¢ Giao
duc va dao tao Pak Nong nam 2018;

Hi¢u truong truong THPT Hung Vuong xay dung Ké hoach cai cach hanh
chinh (CCHC) nam 2018 vé1 cac ndi dung chu yéu sau:

I. MUC PiCH, YEU CAU
1. Muc dich

- Tiép tuc xay dung nén hanh chinh trong sach viing manh, chuyén nghiép, hién
dai, hoat dong co6 hi¢u luc, hiéu qua; tao diéu kién thuén loi cho hoc sinh; cha me hoc
sinh; can bg, gido vién, nhan vién (CB-GV-NV) nha truong, cac t6 chirc, c4 nhan lién
quan trong viéc yéu cau giai quyét thi tuc hanh chinh (TTHC);

- Nang cao chat luong gido duc; tap trung chi dao, huéng dan, kiém tra,
giam sat dé nang cao cong tac CCHC tai cac t6, bd phan chirc ning trong nha
truong;

- Nang cao trach nhiém ctia ngudi ding dau, cia mdi can bd, cong chirc vién
chtrc va ngudi dan vé chi sd hiéu qua quan tri va hanh chinh cong linh vuc gido
duc va dao tao.

- Nang cao chi s6 quan tri va hanh chinh cong ctia nha truong.
2. Yéu cau

Viéc trién khai thuc hién céng tic CCHC phai dam bao thoi gian, chit
luong, ndi dung nhiém vy dugc phan cong; dam bao co sy phdi hop chit ché gitta
cac to chuyén mdn, cac t6 chirc doan thé, cac bd phan chirc ning, CB-GV-NV, cac
tap thé 16p trong nha truong.

Thuc hién phuong cham “Than thi¢n, nghia tinh, tan tuy, trdch nhi¢m; ky
cuong, ky luat” trong qua trinh thuc hién nhi€ém vu cua ddi ngli can bd, cong chirc,
vién chuec.

Cong bd cong khai, minh bach, ddy du, kip thoi cac quy trinh, thu tyc hanh



chinh, chinh sach c6 lién quan; don gidn hoéa cac quy trinh, thu tuc hanh chinh hién
hanh.

Hi¢u truong chiu trach nhi¢m trong viéc t6 chirc thuc hién ké hoach CCHC
cua don vi.

II. NHIEM VU CAI CACH HANH CHINH

1. Cong tic chi dao, diéu hanh

- Ban hanh ké hoach CCHC kip thdi; thuc hién day da cac bao cao CCHC
theo quy dinh.

- Tang cuong cong tac tuyén trgyén, tap huin cho van phong, cac t6 trudng
chgyén mon va lanh dao cac doan thé, CB-GV-NV dé hiéu dﬁqg, hiéu da CCHC
nham nang cao nhan thuc cia can by, cong chuc, vién chic vé cong taic CCHC
trong toan truong.

- Tang cuong kiém tra ndi bd cong tac CCHC ddi v6i van phong nha truong,
cac to chuyén mén, cac bd phén chirc nang va CB-GV-NV; dua ndi dung kiém tra
CCHC vao ké hoach kiém tra ndi bo nha truong.

- Gan viéc cai cach hanh chinh véi cong tac thi dua khen thuong.

- Thyc hién dy du, kip thoi ché do thong tin, bédo cdo vé cai cach hanh
chinh, ti€p nhan, xur Iy nhanh céc thac mac kién nghi cua céc ca nhan, t6 chuc lién
quan.

2. Cai cich thé ché

- Tang cudng cong tic tuyén truyén, phd bién, hudng dan, cap nhat, trién
khai kip thoi cac chu truong chinh sach cua Pang, phap luat Nha nudc, quy dinh
cua Nganh, ndi quy cua co quan don vi cho CB-GV-NV, hoc sinh va cha me hoc
sinh.

- P6i méi, nang cao hiéu lyc, hiéu qua cong tac xay dyng van ban chi dao,
diéu hanh, ké hoach trién khai thyc hién chi dao ciia cap trén. Chu trong ban hanh
cAc van ban cu thé hoa co ché, chinh sich cua béang va nha nudc nham day manh
cai cach hanh chinh, nang cao hi¢u qua quan 1y va chi dao cong tac chuyén mon.

- Xay dung day du cac ké hoach, vin ban theo yéu cu clia co quan cap trén.

- Kiém soat chit ch& viéc ban hanh méi cac thi tuc hanh chinh theo quy dinh.

- Sap xép, quan ly, luu trir van ban di, dén khoa hoc dtng quy dinh, quan 1y

van ban bang phan mém tin hoc. Nang cao chit luong soan thao va ban hanh vin
ban dam bao tinh thong nhat.

3. Cai cach thu tuc hanh chinh

- Pon gian héa cac tha tuc hanh chinh va nang cao chat luong thu tuc hanh
chinh trong cac hoat dong cua nha truong.

- Xay dung va cong khai quy trinh, thoi hiéu giai quyét cac thu tuc hanh
chinh. Phan cong CB-GV-NV phu trach, bo tri co s& vat chat phuc vu gidi quyét



cac tha tuc hanh chinh thugc pham vi trach nhiém cua nha truong. Bam bao thoi
hi¢u gidi quyét thu tuc hanh chinh.

- Niém yét cong khai dia chi tiép nhan phan anh, kién nghi cta c4 nhan, to
chtrc. Phan cong can by va cong khai s6 dién thoai cta can bd chiu trach nhiém
tiép nhén, giai quyét phan 4nh, kién nghi lién quan dén viéc giai quyét cac thu tuc
hanh chinh ctia cac b phan chirc nang trong nha truong.

‘ - C6 giai phap nang cao chét luong hoi hop; giam gidy to hanh chinh khong
can thiét; nang cao ky luat, ky cuong hanh chinh.

- T chuc thuc hién nghiém tic cac tha tuc hanh chinh di duoc cong bd.
Cong khai, minh bach céc thu tuc hanh chinh tai don vi va trén website.

4. Cai cach to chirc bd may nha truong

- Tiép tuc kién toan cac thil tuc hanh chinh va nang cao chat luong thu tuc
hanh chinh trong cac hoat dong cua nha truong.

- Xay dung quy ché lam viéc, trong d6 phan cong cong tac rd rang cho cac
thanh vién trong nha truong. Phan cap va uy quyén cho t6 bd mon gép phan nang cao
tinh than trach nhiém trong khi thuc hién nhiém vu.

- Xay dung ndi quy, quy tic tmg xtr ctia hoc sinh. Niém yét cong khai quy ché
lam viéc, ndi quy co quan, ndi quy hoc sinh

- Thuong xuyén ra soat, diéu chinh chuc nang, nhi¢m vu nha truong, cac to
chuyén mon, cac by phan chirc nang trong nha truong. Xay dung quy ché phdi hop
gitra nha truong véi to chirc Cong doan, Poan Thanh nién theo tirng ndm hoc.

- Xay dung quy tic img xtr cia CB-GV-NV, thyc hién nép song vin héa, vin
minh noi cong sé. Pam bao khong cd can bg, gido vién, nhan vién vi pham dao
dtc nha gido theo quy dinh tai Quyét dinh s6 16/2008/QD-BGDPT ngay 16 thang
4 nam 2008 cua B9 truong Bo GD&DT. Khong cé can bd, gido vién, nhan vién su
dung tang trtr, luu hanh van hoa phém doc hai. Khong tuyén truyén va thuc hién
cac hanh vi mé tin di doan. Khéng c6 can bd, gido vién, nhan vién udng ruou, bia
trong gid lam viée. Trang phuc CB-GV-NV va hoc sinh gon gang, lich sy; co quan
xanh, sach, dep. Sinh hoat co quan, don vi né nep, thue hién tot ndi quy, quy ché
lam viéc, quy ché dan chu & co s, ndi bo doan két.

- Kién toan, sép xép can b tai bd phan “mot ctra” ddm bao am hiéu vé
chuyén mon, nhiét tinh, than thién véi t6 chuc, cd nhan dén lam viéc; san sang
phuc vy, hudéng dan tha tuc moét cach rd rang va day du.

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

5. Xay dung va nang cao chat lwong ddi ngii can bd, cong chirc, vién chirc

- Xay dyng va trién khai ké hoach bdi dudng thuong xuyén ddi voi can bd
quan ly, gido vién nam hoc 2018-2019.

- Xay dung va ra soat quy hoach doi ngii can bo quan 1y, can bd t6 chuyén
mon va cac doan thé.



- Xay dyng doi ngtl can bg, cong chire, vién chure that su tién phong, guong
mAu, c6 trachn hiém cao trong cong viéc, c6 pham chat, dao duc, ¥ thic to chuc ky
luat va nang luc hoan thanh nhi¢m vu

- Tiép tuc thyc hién D¢ 4n tinh gian bién ché theo Nghi dinh 108/2014 /ND-
CP ngay 20/11/2014 cua Chinh pht, nham bao ddm co cau hop 1y va hi¢u qua vé
doi ngli trong nha trudong.

- Thuc hi¢n danh gid can bg, cong chirc, vién chuc; danh gia chuin nghé
nghiép CBQL, gido vién theo quy dinh hi¢n hanh, dam bao chinh xac, khach quan,
dung quy trinh, theo céc tiéu chi cu thé, gin voi chat luong, hiéu qua cong viéc,
trong do dé cao viéc thuc hién tot cong tac CCHC, c6 tac dung dong vién doi ngl
can bg, cong chuc, vién chirc nd luc phén d4u hoan thanh t6t nhiém vu duge giao,
phat huy vu diém, khéc phuc tdn tai han ché.

- Phén cong chuyén moén va cong tac kiém nhiém cho gido vién, nhan vién
hop 1y, ddm bdo cong bang, dan chu, phuc vu muc tiéu nang cao chat lugng giao
duc va hoat dong nha truong. Can bd quan ly tham gia giang day dung quy dinh.

- Tang cuong ky cuong, ky luat hanh chinh, ddy manh cai cach, chin chinh
18 161, phong cach 1am viéc, nang cao y thire trach nhiém, nang cao hi¢u qua st

dung thoi gian lam viéc trong co quan gin v6i "Hoc tdp va 1am theo tAm guong
dao dtirc H6 Chi Minh”,

6. Cai cach tai chinh cong

- Ban hanh quy ché chi tiéu ndi bo; thuc hién phan phéi thu nhép tang thém
trén co s& muc do hoan thanh nhi¢m vu cua can bd, cong churc, vién chuec.

- Thyc hi¢n cong tac kiém ké, quan 1y tai san cong theo quy dinh. Bao quan,
khai théc, st dung thiét bi day hoc ¢6 hi¢u qua va dung quy dinh hién hanh.

- Xay dyng phuong 4n tu chi theo Nghi dinh s6 16/2015/ND-CP ngay
14/02/2015 cua Chinh phu.

- Thyc hién quy dinh cong khai dbi v6i co s& gido duc cua hé théng gido duc
quéc dan theo Théng tu 36/2017/TT-BGDDT ngay 28/12/2017 cia B Gido duc
va Pao tao ban hanh quy ché thyc hién cong khai ddi vai co s gido duc va dao tao
thudc hé théng gido duc qudc dan.

- Thyc hién Quy ché cong khai tai chinh theo quy dinh cua Thu tuéng Chinh
phu bang mot trong cac hinh thirc: Niém yet tai try s& co quan; phat hanh 4n pham;
thong bao bang van ban dén cac co quan, to chic, don vi, ca nhan c6 lién quan.

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

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

- Tang cuong thuc hanh tiét kiém, chong lang phi theo Chi thi 56 21-CT/TW
ngay 21/12/2012 cta Ban Bi thu Trung wong Pang va Chi thi s6 30/CT-TTg ngay
26/11/2012 cua Thu tudéng Chinh phu.

- Thuc hién tbt cong tac chinh sach vé tién luong, tién cong theo quy dinh



gan véi thue hanh tiét kiém chong lang phi, tham nhiing.

7. Hién dai héa nén hanh chinh

- 100% céan bd, cong chirc, vién chirc nha truong thuong xuyén st dung hop
thu cong vu va VNPT-ioffice, ddy manh ung dung cong ngh¢ thong tin trong quan

ly va day hoc.nhu st dung ching thu so, chir ky so, trién khai hiéu qua dich vu
cong truc tuyen muc do 3, 4.

- Thuong xuyén cap nhat ning cao chat luong cung cip thong tin, bai, cac
thu tuc hénhqchirolh k,ip thoi va thuc hién cé hi€u qua trén trang thong tin dién tu
cua trudong dé pho bién, thuc hién va gidm sat.

I11. GIAI PHAP

- T6 chirc tuyén truyén, tip huan cho CB-GV-NV hiéu dung, hiéu di vé CCHC.

- Nang cao nang luc nghién ctru, tham muu cia CB-GV-NV, nhat 1a d6i ngi
can bd lanh dao, quan 1y, t6 truong, t6 pho chuyén mon, bd phan vin phong va
CB-GV-NV tryc tiép giai quyét TTHC.

- Ganqtrach nhiém cua tung CB-GV-NV trong QCHC; viéc thuc hién CCHC
la ti€u chi dé danh gia thi dua, khen thudng cho tap thé, ca nhan.

- Tang cuong kiém tra nodi b cong tic CCHC; dwa ndi dung kiém tra CCHC
vao cac ké hoach ki€m tra ndi bd nha truong.

IV.TO CHUC THUC HIEN

1. Ban giam hi¢u

- Té chl'J:g tuyén truyén cho CB-GV-NV, hoc sinh va cha me hoc sinh hiéu
dang, hiéu du vé cai cadch hanh chinh.

- X4y dung ké hoach va phan cong trach nhiém cho CB-GV-NV thyc hién
cai cach hanh chinh trong nha truong.

- Chi dao xay dyng va ban hanh cac van ban thyc hi¢n ké hoach cai cich
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 cao dinh ky, dot xuét véi S& GD&DPT va cép trén vé cong
tac cai cach hanh chinh trong nha truong.

- Panh gia cac t, cac bo phan chirc ning, CB-GV-NV vé cong tac cai cach
hanh chinh.

2. Céc t6 chuyén mén va vin phong

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

- Co trach nhiém thyc hién CCHC trong linh vyc chuyén mén duge phan
cong, nhat 1a trong viéc thuc hién cdc TTHC, thyc hién ché dd thong tin, bdo céo



theo quy dinh ctia Ban giam hiéu dam bao ¢ chat luong, kip thoi.
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 chirc nang nhi¢m vu.

Trén day 1a Ké hoach cai cach hanh chinh ndm 2018 cta trudng THPT Hung
Vuong, yéu cau toan thé can bg, gido vién, nhan vién va hoc sinh nghiém tic thuc
hién. Trong qua trinh t6 churc thyc hién néu c6 vudng mac, phat sinh can stra doi,
bd sung can bao ngay véi Ban gidm hi¢u d€ xem xét diéu chinh kip thoi.

Noinhgn: HIEU TRUONG
- S6 GD&DT bk Nong (d€ bao cdo); *
- BQH, Cong doan, boan TN(dé thuc hién);
- T6 trudng CM, Van phong (dé€ thuc hién);
- Website truong;
- Luu: VT.



