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THANH PHO DA NANG DPoc 1ap - Tw do - Hanh phic
TRUONG TRUNG HQC PHO THONG
CHUYEN LE QUY PON
KE HOACH

Cong tac cai cach hanh chinh nam 2020

(Ban hanh kém theo Quyét dinh S6 ....../OD-THPTCLOD ngay ...... thang 01 nam
2020 cua Hiéu truong truwong THPT chuyén Lé Quy Pon)

Cian ctir Quyét dinh s6 67/QD-SGDDT ngay 14/01/2020 cua S¢ Gido duc va
Dao tao vé viéc Ban hanh ké hoach cong tac cai cach hanh chinh nim 2020 cua S&
Gido duc va Pao tao thanh phé Pa Ning, Truong THPT chuyén Lé Quy Pén xdy
dung ké hoach thuc hién cai cach hanh chinh (CCHC) nidm 2020 nhu sau:

I. MUC PICH, YEU CAU
1. Muc dich

- Pay manh cdng tac cai cach hanh chinh, trong tam 14 cai c4ch thu tuc hanh
chinh, timg budc nang cao chat luong cung cap dich vy cdng vé gido duc cua nha
treong; tao diéu kién thuan loi cho hoc sinh; cha me hoc sinh; can bo, giao V|en nhan
vién (CB,GV,NV) nha trudng, cac to chic, c& nhan lién quan trong viéc yéu cau giai
quyét tha tuc hanh chinh (TTHC);

- Tang cuong tng dung céng nghé thong tin trong quan li va cai cach hanh
chinh.

2. Yéu cau

- Viéc trién khai thuc hién cong tac CCHC phai dugc thuc hién thudng xuyén,
lién tuc, dam bao thai gian, chat lwong, ndi dung nhiém vu duoc phan cong; dam bao
¢ su phdi hop chat ché giira cac t6 chuyén mon, cac td chirc doan thé, cac bo phan
chic nang, CB,GV,NV, cac tap thé 16p trong nha truong. Nang cao chi sé CCHC cua
nha truong.

- Tiép nhan, xir Ii c4c yéu cau vé hanh chinh cta c& nhan, t6 chire dam bao ding
quy dinh, tham quyén.

- Nang cao chat luong gido duc; tap trung chi dao, huéng dan, kiém tra, giam
sat dé nang cao cong tdc CCHC tai cé4c t6, bo phan chiic nang trong nha trudng.

I1. NHIEM VU CAI CACH HANH CHINH

1. Coéng tac chi dao, diéu hanh

- Ban hanh ké hoach CCHC kip thoi; thuc hién day di cac béo céo CCHC theo
quy dinh.

- Tang cuong cong tac tuyén truyén, tip huin cho Vin phong, cac to truong
chuyén mén va lanh dao cac doan thé, CB,GV,NV d¢ hiéu dung, hiéu di CCHC nham
nang cao nhan thic cua can bo, cdng chic, vién chac vé cong tic CCHC trong toan
truong.

- Tang cuong kiém tra noi bo cong tac CCHC d6i véi Van phong nha trudng,
cac to6 chuyén mon, cac bo phan chirc ning va CB,GV,NV; dua ndi dung kiém tra
CCHC vao ké hoach kiém tra noi bo nha truong.

2. Cai cach thé ché

- Tang cudng cong tac tuy@n truyén, phd bién chi truong chinh sach cia Pang,
phap luat nha nudce, quy dinh cua nganh, néi quy cua co quan don vi cho CB,GV,NV,
hoc sinh va cha me hoc sinh.



- P6i méi, nang cao hiéu lyc, hidu qua cdng tac xay dung van ban chi dao, diéu
hanh, ké hoach trién khai thuc hién chi dao cua cap trén. Chd trong ban hanh cac vin
ban cu thé hoa co ché, chinh sach cua Pang va nha nuéc nhim diy manh cai céch
hanh chinh, nang cao hi¢u qua quan ly va chi dao cong tac chuyén mon.

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

- Sap xép, quan 1y, lwu trix vin ban di, dén khoa hoc ding quy dinh.

3. Cai cach thi tuc hanh chinh

- Xay dung va cong khai quy trinh, thoi hiéu giai quyét cac thu tuc hanh chinh.
Phan céng CB,GV,NV phu trach, b tri co s& vat chat phuc vu giai quyét cac tha tuc
hanh chinh thuéc pham vi trach nhiém cta nha truong. Bam bao thoi hiéu giai quyét
tha tuc hanh chinh.

- Niém yét cong khai dia chi tiép nhan phan anh, kién nghi cia ca nhan, to
chtrc. Phan cong can bo va cong khai s6 dién thoai cua 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 truong.

- C6 giai phap nang cao chat luong hoi hop; giam giay to hanh chinh khong can
thiét; nang cao ky luat, Ky cuong hanh chinh.

4. Cai cach té chirc by may nha truong

- Xay dung quy ché 1am viéc, trong d6 phan cong cong tac rd rang cho cic
thanh vién trong nha truong. Thudng xuyén ra soat, diéu chinh chirc nang, nhiém vu
nha truong, cac to chuyén mon, cac bo phan chirc ning trong nha trudng. Xay dung
quy ché phdi hop gitta nha trudng véi t6 chirc Cong doan, Poan Thanh nién theo ting
nam hoc.

- Xay dung noi quy, quy tac ang xur cua hoc sinh.

- Xay dung quy tic ung xir cia CB,GV,NV, thuc hién nép séng vin hoa, vin
minh noi céng s¢. Bam bao khéng c6 can bg, giao vién, nhan vién vi pham dao dac
nha gido theo quy dinh tai Quyét dinh s6 16/2008/QD-BGDDT ngay 16 thang 4 nim
2008 cua B truong Bo GD&DT. Khong cé can bg, gido vién, nhan vién su dung tang
trit, luvu hanh vin hoa pham doc hai. Khong tuyén truyén va thuc hién cac hanh vi mé
tin di doan. Khong c6 can bo, gido vién, nhan vién udng ruou, bia trong gid lam viéc.
Trang phuc CB,GV,NV va hoc sinh gon gang, lich su; moéi truong su pham xanh -
sach - dep, than thién. Sinh hoat co quan, don vi né nép, thuc hién tét noi quy, quy ché
lam viéc, quy ché dan cha ¢ co s, ndi bd doan két.

- Quan ly tét cong tac day thém, hoc thém, dam bao khdng c6 can bo, giao vién
vi pham quy dinh vé day thém, hoc thém.,

5. Xay dung va nang cao chit lwong déi ngii can b, cong chirc, vién chiic

- XAy dyng va trién khai ké hoach boi dudng thuong xuyén ddi véi can bo quan
ly, gido vién nam hoc 2018 — 2019 va 2019- 2020

- Xay dung va ra soat quy hoach ddi ngii can bo quan ly, can bo to chuyén mén
va cac doan thé.

- Tiép tuc thyc hién Dé an tinh gian bién ché theo Nghi dinh 108/2014/ND-CP
ngay 20/11/2014 cua Chinh pha va Ké hoach s6 111-KH/TU ngay 02/01/2018 cua
Tinh ay vé viéc thuc hién Nghi quyét Hoi nghi 1an thar 6 BCH Trung wong Pang khoa
X1 nham bao dam co ciu hop ly va hiéu qua vé doi ngii trong nha truong.

- Thyc hién danh gia can bo, cong chirc, vién chire; danh gia chuan nghé nghiép
CBQL, giao vién theo quy dinh hién hanh, dam bao chinh xac, khach quan, dang quy
trinh, theo céc tiéu chi cu thé, gan véi chat lugng, hiéu qua cong viéc, trong d6 dé cao
viéc thuc hién tét cong tic CCHC, c6 tac dung dong vién doi ngii can bo, cong chuc,



vién chtic nd luc phan dau hoan thanh tét nhiém vu duoc giao, phat huy wu diém, khic
phuc ton tai han ché.

- Phén céng chuyén mon va cong tac kiém nhiém cho giao vién, nhan vién hop
Iy, dam bao céng bang, dan cha, phuc vu muyc tiéu nang cao chat luong gi4o duc va
hoat dong nha treong. Can bo quan ly tham gia giang day dtng quy dinh.

- Tang cuong ky cuong, ky luat hanh chinh, chan chinh 18 1i 1am viéc, nang
cao y thac trach nhiém, ndng cao hiéu qua st dung thoi gian lam viéc trong co quan
v6i thuc hién "Hoc tap va lam theo tim guong dao dtc phong cach H4 Chi Minh” va
thuc hién Chi thi 14/CT-UBND va Chi thi 29-CT/TU

6. Cai cach tai chinh cong

- Ban hanh quy ché chi tiéu noi bo theo nam hoc.

- Thyc hién cong tac kiém k&, quan ly tai san cong theo quy dinh. Bao quan,
khai thac, sir dung thiét bi day hoc cé hiéu qua va ding quy dinh hién hanh.

- Thuc hién quy dinh cong khai d6i véi co so gido duc caa hé thong giéo duc
qudc dan theo Thong tu 09/2009/TT-BGDDT.

- Thyc hién dung quy dinh cdc khoan thu trong nha truong.

- Tang cudng cong tac kiém tra ndi bo trong nha trudng.

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

7. Hién dai hoa nén hanh chinh

- Trén 90% can bg, giao vién thuong xuyén tng dung céng nghé thdéng tin trong
quan ly, giang day.

- Thuong xuyén cap nhat théng tin, thuc hién c6 hiéu qua trang théng tin dién
tir cua truong; giri van ban, diéu hanh qua hé théng thu dién tu.

I11. PHAN CONG NHIEM VU CU THE

N 'g;@umng‘-’ Nhiém vu cu thé Chii tri Phéi hop tThl:r": fl‘::
1. Ban hanh ké hoach cé}i cach
hanh chinh; thyc hién day du cac [Lanh dao Cong doan, ,
bao céo cai cach hanh Ch}i]nh theo [trudng Vénfi)h(‘)ng Thang 01/2020
quy dinh.
2. Xay dung V'%t td chure thuc hién [ anh dao Cac bo phan
KH tuyén truyén cai cach hanh rwomg : trong nha Thang 02/2020
chinh ndm 2020 truong

3.T6 chitc cho CBGVNV truong

I. Cong tac |cam két, dang ki noi dung cong
chi dao viéc, thuc hién Chi thi 29; tiép tuc
diéu hanh thurc hién déy manh hoc tap va lam
theo tu tudng, dao duc, phong

Lanh dao Cac by phan, ca

nhan trong nha [Thang 02/2020

cach HS Chi Minh; chdp hang ky [ T0O"8 truong

luat, ky cuong, hanh chinh; phong

chong tham nhiing, lang phi, tiéu

cuc.

4. Cu can bg, vién chue tham dy [ snh dao Nhan vién van

16p tap huan nghiép vu cai cach rwomg : phong, cac bd |Nam 2020

hanh chinh (néu cd) phan lién quan

5. Trién khai, ra soat cac van ban  [Lanh dao Bo phan van  [Trong nam
Il. Cai cach [quy pham phap ludt ciia nganh, cia|truong phong 2020




Nguyén Hiru

nha truong

thé ché truong
hanh chinh i i c4c vin ba
6h:$enh§hihgiig:ré ; a?rg;ll}é én Lanh dao Cong doan, cac [Trong nam
pram phap fugt cua cap ten €en = e ane TTCM 0020
cong chirc, vién chirc cua truong
- Trl‘en kh2}1 ke l}oach ra soqat thu ILanh dao Cong doan, Trong nam
tuc hanh chinh nam 2020 cua \ < \
\ truong Van phong 2020
truong
Lanh dao
1. Cai 8. Cong khai 100% thu tuc hanh guznggﬁf%u 'Van phong, Trong nam
LAl chinh tai co quan trén Website Uy CNTT 2020
cach thi tuc Siéu
hanh chinh
9.’ Tlep nh;_m va xu !1 cac y}<1€n cua Lanh dao
ca nhan, to chirc doi véi thu tuc . \ N g
hanh chinh thudc thim quyén giai L.anh dao fruong, COng  [Trong ndm
X i truong doan, Van 2020
quyet .
phong
IY' C,a ! CaACh 10. Sép xép, td chirc bd may nha [Lanh dao Cac b p\han Thang 8,9 ndm
to chirc b . . \ trong nha
, *  truong theo quy dinh truong \ 2020
may truong
Tiep tuc xay dqu, diéu chinh vi tri
Viéc lam va co cau cong chuc trong
co quan hanh chinh sau khi sap xép
to chac theo Nghi dinh thay the Can bo. vido
Nghi dinh 24/2014/ND-CP va NghilLanh dao vian tr'o’ng nha Trong nam
dinh 37/2014/ND-CP; vi tri vi¢c  [truong ruon g 2020
|am va s6 lugng ngudi lam viéc £
trong don vi su nghi¢p sau khi sap
. Xep, to chfrc lai theo D¢ an cua
V. Xay  thanh phé
d?ng va 11. Xay dung ké hoach BDTX nim Cén bo. eido
Nang cao —,,¢2019-2020, cir can bo, vien  [Lanh dao an o, §1a0 |
chat luwgng . S S A Vvién trong nha [Thang 09/2020
T6i .2 |chuc tham dy céc 16p tap huan, boi truong ruon
o oo €A ldudng do S6 GD&DT 10 chite 8
9, CONS 1> Xét chon ctr can bg, cong chue, | - Céan bo, gido
chirc, vien | .. , . Y . . '[Lanh dao . s
, Vién chuc di hoc cac 16p chinh tri, . Vién trong nha
chirc A A . truong \
chuyén mén, nghiép vu. truong
13. Tiép tuc thyc hién D& 4n tinh i b6, ido
gian bién ché nam 2020; bo tri st [Lanh dao 20 50, S130 Trong nam
A en , S . vién trong nha
dung can b9, vién chirc theo vi tri  truong . 2020
T2 treong
viéc lam
A \ \ «[Lanh dao R \ ,
14. Xay dung va ban hanh Quy ché rrone: Té Ké Cong doan, cac
chi tiéu ndi bd nam hoc 2019-2020 | g‘,. bo phan lién  [Thang 01/2020
, . . toan- tai vu
cuiia nha truong quan
15. Xa}’/ dung va t{len khai keA Lanh dao (;?c bd phén cé Trong nam
.~ [hoach tng dung cong nghé thong . lién quan trong
VII. Hién |[. " truong s 2020
.o, % [tinnam 2020 nha trudong
dai hoa nén : [anhdao  [Cac b phan c6
hanh chinh [16. Nang cao chat lugng Website N ~a¢ 50 P Trong nam
, . truong, ong lién quan trong
cua truong 2020




Siéu, b phan
CNTT

17. Thuong xuyén cap nhat thdng

Si€u, b phan
CNTT

nha truong

. O I ILanh dao

tin, da dang cac th¢ loai, noi dung  wone. on Cac b phan c6

phuc vu cho cac hoat dong chuyén Nou %n Hf%u lien qua% t'rong Trong nam
mon, nhiém vu chinh tri cua truong suy 2020

18. Thuc hién trao ddi thdng tin
qua mang, han ché ban hanh vian
ban gidy thong thuong.

Lanh dao
truong, cac To
trudng, Van thu

Céc bo phan co
lién quan trong
nha truong

Trong nam
2020

19. Lanh dao, CBCC don vi )
thuong xuyén st dung Hé thong
thu dién tir thanh pho trong cong

Lanh dao
truong, cac To
truéng, Van thu

Céc bo phan c6
lién quan trong
nha truong

Trong nam
2020

Viéc (dat tir 90% tro 1&n)

IV. TO CHUC THUC HIEN

1. Ban Giam hi¢u

Hiéu truong chiu trach nhiém trong viée t6 chure thyc hién ké hoach CCHC cua
don vi, phan cong Phé Hiéu trudng truc tiép chi dao cong tac cai cach hanh chinh.

- T6 chuc tuyén truyén cho CB,GV, NV, hoc sinh va cha me hoc sinh hiéu
dung, hiéu da vé cai cach hanh chinh.

- Xay dung ké hoach va phan cong trach nhiém cho CB,GV,NV thuc hi¢n cai
cach hanh chinh trong nha truong.

- Chi dao xay dyng va ban hanh cac van ban thyc 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 S6 GD&DT va cép trén vé cong tac
cai cach hanh chinh trong nha truong.

- Panh gia cac t6, cac bo phan chic nang, CB-GV-NV vé cong tac cai cach
hanh chinh.

2. C4c to va b phan

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

- C6 trach nhiém thuc hién CCHC trong linh vuc chuyén mon dugc phéan cong,
nhét 1a trong viéc thyc hién cac TTHC, thuc hi¢n ché @6 thong tin, bdo céo theo quy
dinh cua Ban giam hi¢u ddm bao co chét luong, kip thoi.

3. BCH Cong doan va Ban thanh tra nhian dan

Phéi hop nha truong tap hudn, tuyén truyén, thyc hién va kiém tra cong tac
CCHC trong nha truong theo ding churc ndng nhiém vu.

Trén ddy 1a K& hoach cai cach hanh chinh nam 2020 cia trudong THPT chuyén
L& Quy Don, yéu cau toan thé can bo, giao vién, nhan vién va hoc sinh nghiém tuc
thue hién./.

HIEU TRUONG



