SO GD & BT QUANG BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN HUU CANH Péc lap - Tw do - Hanh phic

Sb: 07/KH-NHC Qudng Ninh, ngay 12 thang 01 nam 2022

KE HOACH
Cai cach hanh chinh nam 2022

Thuc hién Ké hoach s6 4512/KH-SGDDT ngay 31/12/2021 cta S& Gido duc va
Dao tao vé cai cach hanh chinh nim 2022, Trudng THPT Nguyén Hiru Canh xay dung
Ké hoach cai cach hanh chinh (CCHC) nam 2022 véi cac ndi dung nhu 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
tam la: Tang cudng cong tac chi dao diéu hanh, mdi cong viéc, nhiém vu dugc phan
cong cu thé vé thoi gian hoan thanh va san pham cudi cuing; 100% thu tuc hanh chinh
(TTHC) cta nha trudng duogc kiém Soat, ra soat theo quy dinh va dwoc giai quyét dung
hen va trudc hen; dam bao tinh tinh gon, hoat dong hiéu luc, hiéu qua.

- Thong qua két qua kiém tra, ty kiém tra dé dénh gia dung thuc trang tinh hinh.
Néng cao chét lugng gido duc; tap trung chi dao, huéng dan, kiém tra, giam sat cong
tac thu tuc CCHC tai cac to, bd phan chirc nang trong nha trudng;

- Nhan xét duoc wu diém, khuyét diém dé kip thoi xit Iy va tim ra huéng khéc
phuc.

- Déy manh viéc ing dung CNTT vao hoat dong quan ly, diéu hanh cong viéc;

- Xay dung doi ngli can bo, gido vién, nhan vién c¢d du nang luc, trinh do
chuyén mén nghiép vu va pham chét dao dirc dap Gmg yéu cau nhiém vy ddi voi ting
vi1 tri viéc lam. Tiép tuc thuc hién ky luat, ky cuong hanh chinh & co quan.

2. Yéu ciu

- Lanh dao Nha truong, cic bo phan, doan thé va t6 truong chuyén moén phai
néu cao tinh than trach nhiém, tich cuc, chu dong va sang tao trong viéc trién khai thuc
hién cong tic CCHC cua nha truong. Kiém tra va ty kiém tra thuong xuyén dé phat
hién ra nhiing sai s6t dé kip thoi chan chinh.

Xéc dinh rd nhiém vy, trach nhiém cia nguoi dung dau trong qua trinh trién
khai nhiém vu CCHC.

- Gén thuc hién nhiém vu CCHC g.'fm v6i thuc hién nhiém vu chuyén moén, dam
bao sy nhip nhang cac t6 chtrc doan thé trong viéc thuc hién nhiém vu duoc giao;

- Thyc hién don gian hoa tha tuc hanh chinh, giai quyét nhanh cac TTHC, nang
cao chit luong phuc vu ngudi dan khi dén lién hé cong viéc.

- Pam bao tinh hiéu qua trong viéc trién khai cong tic CCHC, lay sy hai long
ctia to chuc, ca nhan ddi véi su phuc vu cua don vi, hiéu suét cong viéc lam thudc do
danh gia két qua thuc hién.

I1. NHIEM VU CAI CACH HANH CHINH
1. Cong tac chi dao, diéu hanh, tuyén truyén vé CCHC
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- Kip thoi ban hanh c4c vin ban chi dao, diéu hanh, trién khai thuc hién hiéu
qua cac ndi dung, hi€ém vu cong tac cai cach hanh chinh nam 2022; dua vao ap dung,
thuc hién sang kién, gidi phap moi1 mang lai loi ich thiét thuc trong thuc hién nhi¢m vu
CCHC; gén két qua thyc hién CCHC véi cong tac danh gia mirc d6 hoan thanh nhiém
vu va binh xét thi dua, khen thuong ddi v6i can bo, gido vién va nhan vién.

- Theo ddi t6 chirc thue hién tét ké hoach CHHC nam 2022; thuc hién nghiém
tac ché d6 bao céo theo dinh ky, dam bao day du va giri dang thoi gian quy dinh.

- Chi dao va to chtrc thuc hién nghiém tac Chi thi sé 26/CT-TTg ngay
05/9/2016 ciia Thu tudng Chinh phu vé ting cudng ky lut, ky cuong trong cac co
quan hanh chinh nha nudc cic cap; Chi thi s6 19-CT/TU ngay 17/1/2013 va Cong vin
s0 185-CV/TU ngay 20/10/2016 cua Ban thuong vu Tinh oy vé viée tiép tuc ting
cudng xiét chit ky luat, ky cuong hanh chinh, ning cao trich nhiém trong thyuc thi
cong vu.

- Tiép tuc ddy manh cong tac kiém tra, ra soat TTHC, 100% TTHC dam bao
tinh hi¢u luc, hiéu qua; don gian héa TTHC, ho so giéy to, thuc hién rat ngén thoi gian
giai quyét hoa TTHC.

- Xay dung va td6 chirc thuc hién tét ké hoach CCHC nam 2022; thuc hién
nghiém tac ché do bao céo theo dinh ky, dam bao ddy di ndi dung va gui dung thoi
gian quy dinh;

- Tang cudng cong tac tuyén truyén, tip huan cho vin phong, cac to trudng
chuyén mon va lanh dao cac doan thé, can bd, gido vién, nhan vién dé hiéu ding, hiéu
da CCHC nham nang cao nhan thirc cua can bd, cong chirc, vién chirc vé cong tac
CCHC trong toan truong.

- Tang cudng kiém tra ndi bo cong tic CCHC dbi voi van phong nha truong,
cac to chuyén moén, cac by phan chirc nang va can bd, gido vién, nhan vién; dua noi
dung kiém tra CCHC vao ké hoach kiém tra ndi bd nha truong.

2. Cong tac kiém soat thi tuc hanh chinh

- Pay manh cong tac ra soat, hé théng hoa cac VBQPPL lién quan dén gido duc
nham kip thoi phat hién, kién nghi cac co quan c6 thAm quyén sira d6i, bd sung, thay
thé, bai bo, huy bé nhirng van ban chdng chéo, khéng phu hop.

- T6 chtrc tuyén truyén, quan triét, trién khai thuc hién kip thoi, déy da, dang
quy dinh cac van ban quy pham phép luat do Trung wong va tinh ban hanh;

- Kiém tra h¢ thong hoa nhiing van ban QPPL lién quan dén linh vuc nganh,
kiém tra, ra soat mot s6 van ban hanh chinh do thi truéng co quan ban hanh trong nim
2022.

- Nang cao chat lugng cong tac ra soat, danh gia TTHC thudc linh vuc gido duc
theo quy dinh; thuc hién stra doi, bd sung, thay thé hodc bii bo, huy bo TTHC rudm
ra, khong can thiét; giam chi phi, rat ngin thoi gian giai quyét, dam bao tinh cong
khai, minh bach va nang cao trich nhiém ctia nha truong trong viéc xir 1y va giai quyét
tha tuc hanh chinh.
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- Kiém soat chat ch& viéc ban hanh mdi cac TTHC cua nha truong, kip thoi
cong bd, cong khai. Niém yét day du TTHC trén website ctia nha truong tai dia dia chi
thptnguyenhuucanh.quangbinh.edu.vn va dan ¢ bang thong bao cua nha truong.

- Xay dung va cong khai quy trinh, thoi hiéu giai quyét cac thu tuc hanh chinh.
Phan cong can bg, gido vién, nhan vién phu trach, bd tri co s& vat chat phuc vu giai

quyét cac thu tuc hanh chinh thuéc pham vi trach nhiém ctia nha trudong. Dam bao thoi
hiéu giai quyét thu tuc hanh chinh.

- C6 giai phap nang cao chat lwong hoi hop; giam gidy to hanh chinh khong can
thiét; nang cao ky luét, ky cuong hanh chinh.

3. Viéc thue hién cic quy dinh vé to chirc by mdy, cong tac quan ly, sir
dung bién ché

- Tiép tuc ra soat, sap xép, kién toan chirc ning, nhiém vy, quyén han, co ciu t6
chtrc va bién ché cua nha trudng.

- Phan cong nhiém vy, b tri can bo, gido vién, nhan vién phu hop véi vi tri viée
lam, tiéu chuan chic danh nghé nghiép.

- Tang cudng cong tac kiém tra, giam sat cac hoat dong CCHC.

- Xay dung nép soéng van hoa, vin minh noi cong sé. Pam bao khong co6 CB,
GV, NV vi pham dao duc nha gido.

- Thyc hién t6t ndi quy, quy ché dan chi, xay dung khéi doan két ndi bo.

- Tiép tuc cai tién phuong thirc quan 1y, 1& 16i 1am viéc, giam hoi hop va cac
gidy to hanh chinh khong can thiét.

- Thyc hién dang quy dinh vé viée phan cong nhiém vu cho cong chirc, vién chirc,
cong nhan vién. D& nghi va thyuc hién ding quy trinh bd nhiém cén bo.

- Thyc hién chén chinh ky luat, ky cuong trong nd1 bo don vi. Xt 1y ki ludt ding
quy dinh nhitng can bd cong chirc, vién chirc, cong nhan vién khong hoan thanh nhiém
vu, vi pham ki luat, lam mét uy tin dao dirc nha gido, nha trudng.

- Tang cuong ddo tao, bdi dudng nhim nang cao trinh do chuyén mén, nghiép
vu, trinh d6 quan 1y, Iy luan chinh tri cho CBCC, VC cua don vi.

- Thuc hién cac chinh sach, ché do dbi v6i doi ngii nha gido va can bd quan 1y
gido duc cua don vi.

- Tham gia cac 16p tap huin do cap trén t6 chirc cho ddi ngii can bo, gido vién,
cong nhan vién lam cong tac CCHC va kiém soat TTHC.

- Tham gia boi dudng chuyén moén nghiép vu, kién thirc vé CCHC, dao duc
cong vy, k¥ nang giao tiép ciia can bd gan véi viéc nang cao tinh chuyén nghiép, trach
nhiém cong vy, thai o phuc vu phu huynh va hoc sinh.

- Thyc hién nghiém tic quy dinh vé cong tac tuyén dung, str dung, dao tao, boi
dudng, luan chuyén, thuyén chuyén, quy hoach, bd nhiém va bé nhiém lai doi ngii can
bd, vién churc.

- Thuc hién danh gia, phan loai can bg, cong chuc, vién chuc; danh gia chuan
nghé nghiép CBQL, gi4o vién theo quy dinh hién hanh, ddm bao chinh xac, khach
quan, dung quy trinh, theo céac tiéu chi cu thé, ga"m voi chat lugng, hi€u qua cong viée,
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trong d6 dé cao viéc thuc hién tét cong tic CCHC, c6 tac dung dong vién doi ngil can
bd, cong chirc, vién chirc nd luc phén d4u hoan thanh tét nhiém vu duoc giao, phat huy
wu diém, khic phuc tdn tai han ché.

- Thue hién chan chinh ky luat, ky cuong trong nd1 bo don vi. X Iy ki luat dung
quy dinh nhitng cadn b cong churc, vién chirc, cong nhan vién khong hoan thanh nhiém
vu, vi pham ki luat, lam mét uy tin dao dirc nha gido, nha truong.

- Tang cudng ky cuong, ky luat hanh chinh, chin chinh 18 16i 1am viéc, ning
cao y thirc trach nhiém, nang cao hi€u qua st dung thoi gian lam viéc trong co quan
gin v6i “Hoc tip va 1am theo tu tudng, dao dic, phong cach Hd Chi Minh”

4. Viéc trién khai thuc hién chinh quyén dién tir; viée sir dung hé thong
quan 1y vin ban va diéu hanh, hop thw cong vu trong trao doi cong viéc; viée thue
hién ké hoach rng dung céng nghé thong tin vao bao cio

- Nang cip, d6i méi hinh thirc va ndi dung thong tin trén Website, khai thac str dung
c6 hiéu qua Website va hdp thu di¢n tir ctia nha truong.

- Tang cuong ddy manh ung dung céng nghé thong tin trong quan 1y, diéu hanh
don vi thong qua hé¢ théng thu dién t, van ban dién tr trong nha truong. 100% CB,
GV, NV c6 dia chi email dé trao doi van ban gilta cac bd phan.

5. Viéc trién khai, xAy dwng, hoan thién dé an vi tri viéc 1am, cong tac quy
hoach va dao tao, boi duwdng can bd, cong chirc, vién chirc

- Tham gia bdi dudng chuyén mén nghiép vu, kién thirc vé CCHC, dao dirc
cong vu, k¥ niang giao tiép cua can b gin v4i viée nang cao tinh chuyén nghiép, trach
nhiém cong vu, thai 46 phuc vu phu huynh va hoc sinh.

- Thuc hién nghiém tiac quy dinh vé cong tac tuyén dung, st dung, dao tao, boi
dudng, luan chuyén, thuyén chuyén, quy hoach, b nhiém va bd nhiém lai d6i ngii can
b0, cong chirc, vién chuc.

- Thuc hi¢n danh gid , phan loai can by, cong chirc, vién churc; danh gia chuin
nghé nghiép CBQL, gi4o vién theo quy dinh hién hanh, ddm bao chinh xac, khach
quan, ding quy trinh, theo cac ti€u chi cu thé, gén voi chat luong, hiéu qua cong viée,
trong d6 dé cao viéc thuc hién tot cong tic CCHC, ¢6 tac dung dong vién ddi ngii can
bd, cong chirc, vién chitc nd luc phén d4u hoan thanh tét nhiém vu duoc giao, phat huy
wu diém, khic phuc ton tai han ché.

- Thyc hién chén chinh ky luat, ky cuong trong nd1 bo don vi. X 1y ki ludt ding
quy dinh nhitng can bd cong chirc, vién chuc, cong nhan vién khong hoan thanh nhi¢ém
vu, vi pham ki luat, lam mét uy tin dao dirc nha gido, nha truong.

- Tang cudng ky cuong, ky luat hanh chinh, chin chinh 18 16i 1am viéc, ning
cao y thuc trach nhiém, nang cao hiéu qua sir dung thoi gian lam vige trong co quan
gz“'ln voi “Hoc tap va lam theo tu tuéng, dao duc, phong cach HO Chi Minh”

I1l. KE HOACH CU THE TRIEN KHAI CAC NHIEM VU CAI CACH
HANH CHINH (C6 phu Iuc kem theo)

IV. TO CHUC THU'C HIEN

1. Lanh dao nha trudng, cac to chirc doan thé, to chuyén mon, VP
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- Thuong xuyén kiém tra, danh gia va dén dbc thuc hién viée trién khai CCHC
trong don vi; két qua thyc hién CCHC vé1 cong tac thi dua khen thudng.

- Tang cudng cong tic tuyén truyén cong tic CCHC.

- Cir CB, GV, NV tham du cac 16p bdi dudng nghiép vu cong tac CCHC, dam
bao am hiéu vé chuyén mon, nhiét tinh, than thién, guong mau, cé trach nhiém cao
trong cong viéc.

- Tang cuong ky cuong, ky luat trong don vi, nang cao dao duc cua CB, GV,
NV trong sach; khong gy phién ha, kho khan, sach nhiéu trong viéc thuc thi nhiém
VUL

2. Van phong nha trwong

- Thuc hién cong tic ra soat cac vin ban quy pham phap ludt ¢6 lién quan dén
linh vuc gido duc; to chitc tuyén truyén, quan triét cic vin ban quy pham phap luit cia
co quan ¢ tham quyén ban hanh.

- Thyc hién giai quyét cac TTHC lién quan: Vin bang, chimg chi; ho so, hoc
ba; tuyén sinh DH, CD, tuyén sinh 16p 10; chuyén truong, nhap hoc...

- Day manh cong nghé thong tin vé cic phan mém dong bo hoa dé giam tai su
trung 1ap chong chéo cua dit liéu lam mat thoi gian.

- Nghién ctru rat ngan thoi gian giai quyét TTHC hién hanh, tham muu viéc cét
giam cac biéu mau trong xir Iy TTHC. Py manh giai quyét TTHC qua mang dién ti.

- Cong khai, minh bach TTHC; Niém yét tai bang tin va trén Website ctia nha
truong. Giai quyét nhanh, gon TTHC cho céc c4 nhan, to chirc khi dén co quan lién hé
cong viéc.

2. Ké toan

- Thyc hién cong tac cdi cach tai chinh.

- Thuc hién giai quyét cac TTHC c¢6 lién quan dén linh vuc phu trach nhanh chéng,
kip thoi, ddm bdo diung quy dinh.

3. Thu vién - Thiét bi: Thyc hién nhiém vu giai quyét thu tyc hanh chinh theo
nhiém vu dugc phan cong.

4.Y té: Thuc hién nhiém vu gidi quyét thu tuc hanh chinh theo nhiém vu duoc
phan cong.

Trén day 1a Ké hoach cai cach hanh chinh nam 2022 ctia Truong THPT Nguyén
Hiru Canh, dé nghi cac bo phan, doan thé, c4 nhan lién quan nghiém tdc thyc hién./
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