SO GD&DT HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT NGUYEN PUC CANH Poc 1ap -Tw do - Hanh phiic
S6: 18 /IKH-THPT NPC Hdi Phong, ngay 22 thang 01 nam 2024
KE HOACH

Cong tac Cai cach hanh chinh nam 2024

Thuc hién Ké hoach s6 907/KH-SGDDT, ngdy 29/4/2021 ctia S& Gido duc
va Dao tao Hai Phong vé viéc ban hanh ké hoach kiém sodt, ra soat va don gian
hoéa thu tuc hanh chinh nam 2024; Trudng THPT Nguyén Ptc Canh xiy dung ké
hoach cai cach hanh chinh (CCHC) nam 2024 v&i ndi1 dung nhu sau:

I. MUC TIEU, YEU CAU

1. Muc tiéu:

- Tiép tuc trién khai thyc hién dong bd, hiéu qua cac ndi dung cua Chuong
trinh tong thé cai cach hanh chinh nha nuéc giai doan 2016 — 2020 ctia Chinh Phu;
Ké hoach cai cach hanh chinh giai doan 2016 - 2020 cua thanh phé va cong tac
trong tam trong thyc hién CCHC ndm 2024 cua nha truong;

- Tap trung thuc hién hiéu qua cac ndi dung cong tac CCHC nam 2024,
trong tam la: Tiép tuc déy manh cai cach thu tuc hanh chinh; tng dung manh mé
cong nghé thong tin trong quan 1y, diéu hanh va giai quyét thu tuc hanh chinh trong
nha trudong nang cao chat luong, hiéu qua giai quyét thu tuc hanh chinh; d6i méi
kién toan, sap sép lai ddu mbi bén trong ctia co quan dam bao tinh gon, hoat dong
hiéu qua; 100% thi tuc hanh chinh (TTHC) cta nha truong duoc kiém soat, ra soat
theo quy dinh va duoc giai quyét dung hen va trude hen; dam bao tinh tinh gon,
hoat dong hiéu luc, hi¢u qua.

- Thuc hién c6 hiéu qua cong tac thong tin, tuyén truyén CCHC; day manh
co ché tu chu, ty chiu trach nhiém; dau tu va ng dung manh mé cong nghé thong
tin trong quan 1y, diéu hanh cong viéc;

- Pay manh viéc str dung hé théng diéu hanh va quan 1y céng viéc; dua vao
khai thac va st dung chit ky s6 theo cong van hudéng dan ctia cap trén.

2. Yéu cau:

- Lanh dao Nha trudng, cac bo phan, doan thé va to truéng chuyén mon phai
néu cao tinh than trach nhiém, tich cuc, chu dong va sang tao trong viéc trién khai
thuc hién cong tac CCHC cua nha truong. Xéac dinh rd nhi¢m vy, trach nhi¢ém cua
ngudi dimg dau trong qué trinh trién khai nhiém vu CCHC.

- Gan thuc hién nhiém vu CCHC véi nhiém vu chinh tri coa truong THPT
Nguyén Dtrc Canh.

- Pam bao tinh hiéu qué trong viéc trién khai cong tac CCHC, lay sy hai
long cua td chirc, cA nhan déi vai su phuc vu cua nha truong, hi¢u suét cong viéc
lam thudc do danh gia két qua thyc hién.
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II. NHIEM VU VA GIAI PHAP NANG CAO HIEU QUA CONG TAC
CAI CACH HANH CHINH

1. Cong tac chi dao, diéu hanh

- Theo ddi, t6 chirc thuc hién tot ké hoach CCHC nam 2024; thyc hién
nghiém tuc ché do bao cdo theo dinh ky, dam bao day du nodi dung va giri ding
thoi gian quy dinh;

- Khuyén khich viéc xdy dung céc sang kién, giai phdp mdi, mang lai loi ich
thiét thuc trong viéc thuc hi¢n cac nhi¢m vy, ndi dung ctia cong tac cai cach hanh
chinh. Gan cong tac cai cach hanh chinh véi cong tac thi dua khen thuong;

- Tiép tuc ddy manh cong tac kiém soat, ra soat TTHC, 100% TTHC dam
bao tinh hiéu luc, hiéu qua; don gian héa TTHC, ho so gidy to, thyc hién rit ngan
thoi gian giai quyét hoa TTHC.

2. Cii cach thé ché

- T6 chirc tuyén truyén, quan triét, trién khai thuc hién kip thoi, day du, ding
quy dinh cac vin ban quy pham phap luat do cap trén ban ban hanh;

3. Cai cach thu tuc hanh chinh

- Nang cao chét luong cong tac TTHC rudm ra, khong can thiét; giam chi
phi, rat ngan thoi gian giai quyét, dam bao tinh cong khai, minh bach va nang cao
trach nhiém cila co quan trong viéc xir 1y va giai quyét thii tuc hanh chinh.

- Kiém soat chat ché cac TTHC cua nha truong, kip thoi cong bd, cong khai.
Niém yét day du TTHC trén Website ctia nha trudng va trude cira phong van thu.

- Tiép tuc tang cuong cong tac, kiém tra, giam sat, theo doi, chi dao sat sao
viéc giai quyét TTHC, dam bao 100% hd so TTHC duoc tiép nhan va tra két qua
trude va ding han;.

- Xay dung phuong an khao sat 14y y kién muac d6 hai 10ng trong giai quyét
TTHC cta nha truong.

- T6 chtic thyc hién t6t hon nita viéc tiép nhan, xu 1y phan anh, kién nghi
ctia ca nhan, t6 chic ddi véi TTHC qua sé dién thoai va hop thu phan anh.

4. Cai cach hanh chinh b6 may Nha nuéc

- Tiép tuc kién toan chirc nang, nhiém vu, quyén han, co céu t6 chic va bién
ché cua nha trudng.

- Trién khai thyc hién kip thoi, day du cac quy dinh cta phap luat vé sap xép
t6 chtrc bd may co quan.

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

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

- Xay dung nép sdng vin hoa, vin minh noi céng sé. Pam bao khong co
CB,GV,NV vi pham dao durc nha giao.

- Thyc hién tét ndi quy, quy ché dan chu, xay dung khdi doan két noi 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.

5. XAy dung va ning cao chit lwong ddi ngii can b, cong chire, vién chire

- Thuc hién ding quy dinh vé viéc phan cong nhiém vy cho cong chic, vién chuec,
nguoi lao dong. D& nghi va thuc hién ding quy trinh bd nhiém can bo.

- Thuc hién chén chinh ky ludt, ky cuong trong ndi bd don vi. Xir Iy ki luat
dung quy dinh nhitng can bd cong chirc, vién chirc, nguoi lao dong khdng hoan thanh
nhiém vy, vi pham ki luat, lam mat uy tin dao dtrc nha gido, nha truong.

- Ting cudng dao tao, bdi dudng nham nang cao trinh d6 chuyén mon,
nghiép vy, trinh d¢ quan ly, Iy luan chinh tri cho cén bo cong chirc, vién chirc ctia
don vi.

- Trién khai bo sung quy hoach can bd ngudén hang nim theo quy dinh.

- Thuc hién cac chinh sach, ché d6 ddi voi doi ngii nha gido va can bo quan
1y gido duc cua don vi.

- Tham gia cac 16p tap huan do cdp trén t6 chirc cho ddi ngii can b, gido
vién, cong nhén vién 1am cong tac CCHC va kiém soat TTHC.

- Tang cuong cong tac kiém tra, chan chinh ky cuwong, ky luat hanh chinh.
Xt Iy nghiém nhitng can bd, céng chirc, vién chirc vi pham nguyén tic cong vu,
gid gidc 1am viéc va vi pham quy dinh vé nhiing diéu can bo, vién chirc khong
dugc lam trong thyc thi nhiém vu.

6. Cai cach tai chinh cong

- Ban hanh quy ché chi tiéu noi bo.

- Tiép tuc thuc hién Nghi dinh 43/2006/ND-CP cua Chinh Phu quy dinh
quyén tw chi, tu chiu trach nhiém vé thuc hién nhiém vu, té chic bd may, bién ché
v tai chinh dbi véi don vi.

- Trién khai thuc hién tét cac chinh sach vé tién luong, tién cong theo quy
dinh gin v&i thue hanh tiét kiém, chdng lang phi, tham nhiing.

- Thyc hién cong tac kiém ké, quan 1y tai san cong dung quy dinh.

- Thyc hién day du cac bao cdo vé tai chinh theo dung thoi gian quy dinh.

- Thyc hi¢n ding cac khoan thu — chi trong nha truong.

- Bao quan, khai thac, st dung thiét bi day hoc c6 hi¢u qua va dung quy dinh
hién hanh.

- Thuc hi¢n dan chu, cong khai, minh bach trong quan 1y, st dung tai chinh
cong.

- B6 sung chuong trinh hanh dong phong, chéng tham nhiing, thyc hanh tiét
kiém, chong 1ang phi.

- Tiép tuc thuc hién co ché tai chinh theo Nghi dinh sé 16/2015/ND-CP,
ngay 14/02/2015 ctia Chinh phu; Nghi dinh s6 141/2016/ND-CP, ngay 10/10/2016
ciia Chinh phu; Nghi dinh s6 54/2016/ND-CP, ngay 14/6/2016 cua Chinh phu va
cac Nghi dinh khac lién quan dén linh vuc gido duc THPT.
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7. Hién dai hoa nén hanh chinh

- Tiép tuc day manh tng dung cong nghé thong tin trong quan 1y, diéu hanh
don vi théng qua hé thong thu dién tir, van ban dién tir trong nha trudng. 100%
CB,GV,NV c¢6 dia chi email dé trao doi van ban gitta cac bo phan.

- P6i méi hinh thirc va ndi dung thong tin trén Website, khai thac str dung co
hi¢u qua Website va hdp thu dién tir cia nha truong.

8. Cong tac thong tin, tuyén truyén

- Thdng qua cac phuong tién thong tin cua nha truong, thuong xuyén dang
tai cac van ban, thong tin hoat dong, cac bai viét hay vé cong tac cai cach hanh
chinh vé cai cach hanh chinh; xay dung va duy tri cac danh muc vé cai cach hanh
chinh.

- Tuyén truyén, pho bién cong tac cai cach hanh chinh cta nha trudng trong
cac budi hoi hop, cac budi chao cd dau tuan.

- Ap dung nhan rong nhiing sang kién méi vé cong tac cai cach hanh chinh
mang lai hiéu qua cao.

- Gin ndi dung cong tac tuyén truyén cai cach hanh chinh véi cong tac thi
dua khen thudng trong hoat dong ctia co quan.

9. Cong tac bao cao dinh ky

- Van phong nha truong va cac bd phan thyc hi¢én nhiém vu duogc giao trong
ké hoach nay.

- Cac bd phan bao cao dinh ky tinh hinh thyc hién cong tac CCHC theo quy
dinh.

III. TO CHUC THU'C HIEN

1. Lanh dao nha trudng

- Thuong xuyén kiém tra, danh gia va don ddc thue hién viée trién khai
CCHC trong don vi; két qua thuc hién CCHC voi cong tac thi dua khen thuong.

- Tang cudng cong tac tuyén truyén cong taic CCHC.

- Ctr 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, cd trach nhiém cao
trong cong viéc.

- Tang cuong ky cuong, ky ludt trong don vi, ndng cao dao dlc cua
CB,GV,NV trong sach; khong gy phién ha, kho khan, sach nhiéu trong viéc thyc
thi nhiém wvu.

2. Van phong nha truwong

- Thyc hién giai quyét cac TTHC lién quan: Van béng, ching chi; hd so, hoc
ba; tuyén sinh bH,CD, tuyén sinh 16p 10; chuyén truong, nhap hoc; hd so mién —
gidm hoc phi; chi phi hd tro hoc tap, sach vé....; tham muu cho Hiéu trudng xay
dung bao cao, ké hoach hoat dong cua don vi.



- Nghién ciru rat ngan thoi gian giai quyét TTHC hién hanh, tham muu viéc
cat giam céac biéu mau trong xir Iy TTHC. Pay manh giai quyét TTHC qua mang
dién tur.

- Cong khai, minh bach TTHC; Niém yét tai bang tin ciia nha truong. Giai
quyét nhanh, gon TTHC cho céc c4 nhén, t6 chic, hoc sinh va phu huynh khi dén
CO quan.

- Xay dung phuong an do luong sy hai 1ong cua phy huynh, hoc sinh dbi véi
viéc giai quyét TTHC ciia nha truong.

2. Bo phén tai chinh — ké toan

- Thuc hién cong tac cai cach tai chinh.

- Thyc hién giai quyét cac TTHC c6 lién quan dén linh vuc phu trach.

3. Thu vién - Thiét bi: Thuc hién nhiém vu giai quyét thii tuc hanh chinh
theo nhiém vy dugc phan cong.

Trén day 1a Ké hoach tuyén truyén cai cach hanh chinh nim 2024 cua
Truong THPT Nguyén Puc Canh. Yéu ciu cac ca nhan, cac bd phan trong nha
truong nghiém tac thuc hién./.

Noi nhdn:
- Chi bo;
- Ban giam hiéu;
-Ch, BTN, T6 CM;
-Luu VT./.




PHAN CONG THU'C HIEN NHIEM VU CAI CACH HANH CHINH NAM 2024
( Dinh kém Ké hoach so 18/ KH-THPT NDC ngay 22 thang 01 ndam 2024

ciia Trwong THPT nguyén Pirc Canh)

Nhiém vu cu thé Thoi gian | B§ phan thue | Ghi
thuc hién hién cha

| Cai cach thé ché

1 | Hoan thién‘ hé théng van ban phuc vu Thuong Lanh dao
quan ly, di€éu hanh cac hoat dong cua Xuyeén
nha truong

2 | Kiém tra, ra soat hé thong vin ban do Thuong BGH, Van
nha trrong ban hanh Xuyeén phong

Il | Cai cach thu tuc hanh chinh

1 | Nang cao chét luong thyuc hién CCHC Thuong Tb Tin van

Xuyeén phong
2 | Kiém so4t viéc ban hanh m¢i TTHC Thuong BGH
Xuyeén
3 | Cong bo, niém yﬁ':t TTHC méi ban Thuong Van phong
hanh, stra 61, bo sung. Xuyén

i Cai cach to chirc by may

Ra soat, stra d6i, bo sung quy dinh vé Thuong | BGH, Poan thé
chirc nang, nhiém vu va co cau to Xuyén
churc cua nha truong

v X4y dung va nang cao chit luwong

doi ngii CB,GV,NV
1 | Thyc hi¢n tham gia dao tao, boi dudng | Thuong PHT, GV-NV
vién chirc, nhan vién trong nha truong Xuyén duoc phan
cong
2 | Diéu dong, B6 nhiém CB,GV,NV HT
3 | DBanh gia phan loai cong chtic, nhan Lanh dao Théang 5
vién nam 2024
3 | Thuc hién kiém tra ndi bd nim hoc Theo ké BG!—I, Ban
hoach kiém tra




V | Cai cach thi tuc hanh chinh
1 | biéu chinh, b6 sung Quy ché chi tiéu HT
ndi bd cua truong
2 | Diéu chinh, bd sung Quy ché Dan chu HT
VI | Hién dai hoa hanh chinh
1 | Bua website cia nha truong hoat dong PHT.CB phu
c6 hiéu qua trach
2 | Tang cuong tng dung cong nghé Thuong Toan thé
thong tin trong cong tac quan ly Xuyén CB,GV,NV
VIl | Cong tic chi dao, diéu hanh cai cach
hanh chinh
1 | Xay dung va ban hanh ké hoach Théng BGH, VP
CCHC cua nha truong nam 2024 1/2024
2 | Kiém tra viéc thyc hién, giai quyét cac | Thuong CB phu trach
TTHC Xuyén
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