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Thue hién cai cach thi tuc hanh chinh, tiép nhin va giai quyét
tha tuc hanh chinh nam 2020

Can cir Ké hoach sb 1142/KH-SGDDT ngay 13/4/2020 cua S¢ Gido duc
va Pao tao Ha Noi vé viée trién khai nim nang cao hiéu luc, hiéu qua hoat dong
ctia hé thdng chinh tri v6i chit dé “Phat huy strc manh cua ca hé thdng chinh tri
phan dau hoan thanh thiang loi muc tiéu, nhiém vy nhiém ky 2015-2020 va t6
chtrc thanh cong dai hoi dang bd cac cép”,

Truong THPT Cao Ba Quét-Quéc Oai xay dung Ké hoach thyuc hién cai
cach thu tuc hanh chinh nam 2020 nhu sau:

I. MUC PiCH, YEU CAU
1. Muc dich

- Tiép tuc day manh cong tac cai cach thu tyc hanh chinh (TTH C), trong tam
la cai cach TTHC gan vdi dich vu cong tryc tuyén muc do 3,4 linh vuc GDPT, dam
bao cong khai, minh bach, thuan loi cho t6 chir, cong dan. Nang cao nhan thuc lam
chuyén bién manh mé& vé ky lut, ky cuong, ¥ thirc trach nhiém cta can bo, cong
chirc, vién chtic trong phuc vu nhan dan. Nha truong xay dung nén hanh chinh trong
sach viing manh, chuyén nghi€p, hi¢n dai, hoat dong c6 hi¢u luc, hi€¢u qua; tao diéu
kién thuan lgi cho hoc sinh; cha me hoc sinh; can bg, gido vién, nhan vién (CB-GV-
NV) nha truong, cac td chirc, ca nhan lién quan trong viéc yéu cau giai quyét tha tuc
hanh chinh (TTHC);

- Phan cong trach nhiém céac bd phan, ca nhan cu thé trong viéc tiép nhan va
giai quyéet cac TTHC, ho so hanh chinh thudc thdm quyén; Phat hi¢n xur Iy nghiém
cac ca nhan gay kho khan, phién ha cho t6 chtic, c4 nhan trong qua trinh ti€p nhén va
giai quyét TTHC,;

- Nang cao chat luong gido duc; tap trung chi dao, hudéng dan, kiém tra,
giam sat dé nang cao cong tdc CCHC tai cac t0, by phan churc nidng trong nha
truong;

- Nang cao hiéu qua CCHC cua nha truong.

2. Yéu ciu

Viéc trién khai thuc hién cong taic CCHC phai dam bao thoi gian, chat
lugng, ndi dung nhiém vy dugc phan cong; dam bao co su phéi hop chit ché

giita céc to chuyén moén, cac t6 chirc doan thé, cac bd phan chiic ning, CB-GV-
NV, cac tap thé 16p trong nha truong.



Hi¢u trudéng chiu trach nhiém trong viéc td chtrc thuc hién Ké hoach
CCHC cua don vi.

II. NHIEM VU CAI CACH HANH CHINH
1. Cong tac chi dao, diéu hanh

- Ban hanh Ké& hoach cai cach TTHC kip thoi; thuc hi¢n dﬁy du cac bao
cao ve cong tac cai cach TTHC theo quy dinh.

- Tiép tuc ting cuong cong tac tuyén truyén, tap huin cho van phong, cac
t6 truong chuyén moén va lanh dao cac doan thé, CB-GV-NV va HS vé TTHC va
dich vu cong truc tuyén muc do 3,4 nham giap cho CB, GV, NV va HS hiéu
dung, hiéu du, biét st dung cac dich vu cong truc tuyén trong giai quyet TTHC,
CCHC nham néng cao nhan thirc ctia can bd, cong chirc, vién chirc vé cong tc
CCHC trong toan truong.

- Tiép tuc d6i méi phuong thic 1anh dao, chi dao diéu hanh cia Ban giam
hiéu, cac t6 chirc doan thé, céc t6 chuyén mén, vin phong theo huéng sau sat,
quyét liét trén co s 5 ro: “rd nguoi”, “ré viéc”, “rd trach nhiém”, “rd quy
trinh”,va “rd hiéu qua”; “mot viéc - mot dau mbi xuyén su6t” gan trach nhi€ém

ctia nguoi dimg dau.

- Tang cuong kiém tra ndi bo cong tac CCHC ddi voi van phong nha
truong, cac t6 chuyén mon, cac by phan chirc nang va CB-GV-NV; dua noi
dung kiém tra CCHC vao ké hoach ki€m tra ng1 bo nha truong.

2. Cai cach thé ché

- Tang cuong cong tac tuyén truyén, phd bién chu trwong chinh sach cia
Dang, phap luat nha nudc, quy dinh ctia nganh, ndi quy cua co quan don vi cho
CB-GV-NV, hoc sinh va cha me¢ hoc sinh.

- P6i méi, nang cao hiéu luc, hi€u qua cong tac xay dung van ban chi dao,
diéu hanh, ké hoach trién khai thuc hién chi dao ciia cap trén. Chu trong ban
hanh cac van ban cu thé hoa co ché, chinh sach cua Pang va nha nudc nham day
manh cai cach hanh chinh, nang cao hiéu qua quan ly va chi dao cong tac
chuyén mon.

- Xay dung cac ké hoach, van ban theo y€u cau cua co quan cap trén.

- Sép Xep, quan ly, Iuu trir van ban di, dén khoa hoc dung quy dinh, quan
Iy van ban bang phan mém tin hoc.

3. Cai cach thi tuc hanh chinh

- Xéy dung va cong khai minh bach, cu thé hoa cac quy trinh giai quyét
TTHC, quy trinh giai quyet mot cong viéc cu thé gan véi trach nhiém cua tung
cong chirc, vién chirc nham tao sy don gian, thuan tién cho ngudi dan, t6 chirc
trong giao dich hanh chinh. Phan céng can bg, gido vién va nhan vién phu trach,
b tri co sé vat chat phuc vu giai quyét cac thii tuc hanh chinh thudc pham vi
trach nhiém cuia nha trudng, dam bao thoi hidu giai quyét thu tuc hanh chinh.

- Niém yét cong khai cac tha tuc hanh chinh thudc thAm quyén giai quyét



ctia nha truong va quy trinh giai quyét tai bang tin nha truong va dang trén cong
thong tin dién tr tai dia chi http://cbgqgo.edu.vn.

- Niém yét cong khai dia chi tiép nhan phan anh, kién nghi cta c4 nhan, t6
chtrc. Phan cong can bo va cong khai s6 dién thoai cta 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 bg phan churc nang trong nha truong.

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

- Trién khai 1dp camera tai noi c6 giao dich, giai quyét cong viéc véi cong
dan, t6 chirc nham tao co ché dé nguoi giam sat hoat dong cong vu cia cén bo,
cong chtrc, vién chuec.

4. Cai cach to chirc b may nha truong

- Xay dung quy ché lam viéc, trong d6 phan cong cong tac rd rang cho cac
thanh vién trong nha truong.

- Xay dung ndi quy, quy tic Gmg xtr ciia hoc sinh.

- Thuong xuyén ra soat, diéu chinh chic nang, nhi¢ém vu nha truong, cac
t6 chuyén mon, cac bd phan chirc nang trong nha truong. Xay dung quy ché
pho1 hop gitta nha truong voi to chire Cong doan, Poan Thanh nién theo tung
nam hoc.

- Xay dung quy tic Gmg xtr cia CB-GV-NV, thuc hién nép séng van hoa,
van minh noi cong s¢. Pam bao khong c6 can bg, gido vién, nhan vién vi pham
dao dirc nha gido theo quy dinh tai Quyét dinh s6 16/2008/QD-BGDDT ngay 16
thang 4 nam 2008 cua B truong B GD&DT. Khong c6 can bg, gido vién, nhan
vién sir dung tang trit, luu hanh vin hoa pham doc hai. Khong tuyén truyén va
thuc hién cac hanh vi mé tin di doan. Khong c6 can bg, gido vién, nhan vién
uéng ruou, bia trong gio lam viéc. Trang phuc CB-GV-NV va hoc sinh gon
gang, lich sy; co quan xanh, sach, dep. Sinh hoat co quan, don vi né nép, thuc
hién t6t ndi quy, quy ché lam viéc, quy ché dan chu & co s6, ndi bo doan két.

- Quan ly tdt cc‘)ng‘télc day thém, hoc thém, ddm bao khong c6 can bg, giao
vién vi pham quy dinh vé day thém, hoc thém.

5. XAy dung va nang cao chit lwong ddi ngii can bd, cong chirc, vién chirc

- Xay dung va trién khai ké hoach bdi dudng thuong xuyen dbi véi can b
quan ly, gido vién nam hoc 2019-2020 va cac nam ti€p theo.

- Xay dung va ra soat quy hoach doi ngli can by quan ly, gido vién va
nhan vién .

- Tiép tuc thyc hién D¢ 4n tinh gian bién ché theo Nghi dinh 108/2014
/ND-CP ngay 20/11/2014 cta Chinh phu, nham bao dam co cau hop Iy va hi¢u
qua v€ doi ngli trong nha truong.

- Thyuc hién danh gia can bg, cong chuc, vién chuc; danh gia chuan nghé
nghiép CBQL, giao vién theo quy dinh hi¢n hanh, ddm bao chinh xac, khach


http://cbqqo.edu.vn/

quan, ding quy trinh, theo cac tiéu chi cu thé, gan vé6i chat luong, hiéu qua cong
viéc, trong do dé cao viéc thyuc hién tdt cong tac CCHC, c6 tac dung dong vién
doi ngli can bd, cong chirc, vién chuc nd luc phén d4u hoan thanh tt nhiém vu
duoc giao, phat huy uu diém, khéc phuc tdn tai han ché.

- Phan cong chuyén mon va cong tac kiém nhiém cho gido vién, nhan vién
hop ly, ddm bao cong béng, dan chu, phuc vu muc ti€u nang cao chét lugng gido
duc va hoat dong nha truong. Can bo quan ly tham gia gidng day dung quy dinh.

- Tang cuong ky cuong, ky luat hanh chinh, chan chinh 1& 16i lam viéc,
nang cao y thirc trach nhiém, nang cao hiéu qua str dung thoi gian lam viéc trong
co quan gan v6i "Hoc tap va lam theo tAm guong dao dtirc HS Chi Minh.

6. Cai cach tai chinh cong
- Ban hanh quy ché chi tiéu noi bo; thyc hién phan phdi thu nhap ting
thém trén co s murc do hoan thanh nhiém vu cua can bg, cong chirc, vién churc.

- Thuc hién cong tac lgiém ke, quan 1y tai san cong theo quy dinh. Bao
quan, khai thac, st dung thi€t bi day hoc c¢6 hi¢u qua va diang quy dinh hién
hanh.

- Xay dung phuong an tu chii theo Nghi dinh sd 16/2015/ND-CP ngay
14/02/2015 cua Chinh phu.

- Thyc hién quy dinh cong khai d6i véi co so gido duc ctia hé théng gido
duc quoc dan theo Thong tu 09/2009/TT-BGDDT.

- Thyc hién Quy ché cong khai tai chinh theo quy dinh ctua Thu tuong
Chinh phu bang mét trong céc hinh thirc: Niém yet tai try s¢ co quan; phat hanh
an pham; thong bao bang van ban dén cac co quan, to6 chtrc, don vi, ca nhan cé
lién quan.

- Thyc hién ding quy dinh céc khoan thu trong nha truong.

- Tang cudng cong tac ki€m tra ndi bd viéc quan ly, st dung tai chinh, tai
san; viéc thu, chi trong nha truong.

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

7. Hién dai héa nén hanh chinh

- Trén 95% céan b, gido vién thuong xuyén ing dung cong nghé¢ thong tin
trong quan ly, gidang day.

- Thuong xuyén cap nhat thong tin, thyc hién c6 hi¢u qua trang thong tin
dién tur cua truong.

I11. GIAI PHAP

- T6 chic tuyén truyén, tdp hudn cho CB-GV-NV hiéu dung, hiéu du vé
CCHC.



- Nang cao nang luc nghién cuu, t}}am muu cia CB-GV-NV, nhit 1a doi
ngii can bd lanh dao, quan ly, t6 trudng, to pho chuyén mon, bo phan van phong
va CB-GV-NV truc tiép giai quyet TTHC.

- Gén trach nhiém cua timg CB-GV-NV trong CCHC; viéc thuc hi¢n
CCHC la tiéu chi dé danh gia thi dua, khen thudng cho tap thé, ca nhan.

- Tang cu:f;ng kiém tra ndi bd cong tac CCHC; dua ndi dung kiém tra
CCHC vao cac ké hoach kiém tra ngi b nha truong.

IV. KINH PHI

Kinh phi danh cho cong tac cai cach thu tuc hanh chinh dugc trich tu
ngudn ngan sach chi thuong xuyén cia nha truong nam 2020 theo du toan chi
thuc t€ dugc Hi€u trudng phé duyét.

V.TO CHUC THUC HIEN
1. Ban giam hi¢u

- T6 chirc tuyén truyén cho CB-GV-NV, hoc sinh va cha me hoc sinh hiéu
dung, hiéu du ve cai cach hanh chinh.

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

- Chi dao xay dung 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.

- Thyc hién béo céo dinh ky, dot xuat voi S& GD&DT va cép trén vé cong
tac cai cach hanh chinh trong nha truong.

- Panh gia cac t0, cac bd phan chic ning, CB-GV-NV vé cong tac cai
cach hanh chinh.

2. Céc t6 chuyén moén va vin phong

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

- C6 trach nhiém thyc hién CCHC trong linh vuc chuyén moén duoc phan
cong, nhat 1a trong viéc thuc hién cac TTHC, thu;’c hién ché dg thong tin, bao céo
theo quy dinh cua Ban gidm hiéu dam bao c6 chat luong, kip thoi.

- T6 van phong chu dong xay dung du toan kinh phi chi cho cong tac cai
cach hanh chinh nam 2020, bao céo can by phu trach trinh Hiéu trudng phé
duyét.

3. Cong doan, Poan thanh nién va Ban thanh tra nhan dan

Phi hop nha trudng tap huan, tuyén truyén va kiém tra cong tac CCHC
trong nha truong theo dung chirc ndng nhiém vu.



Trén day la K& hoach Thyc hién cai cach tha tuc hanh chinh, tiép nhan va
giai quyét thi tuc hanh chinh nim 2020. D& nghi cac t6 chirc va ca nhan trong
nha truong nghiém tuc thyc hién. Trong qua trinh to chuc thyc hi¢n néu c6 kho
khan, vueéng mic can bao ngay voi Ban giam hiéu dé duoc giai quyét kip thoi.
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- Website truong; (da ky)
- Luu: VT.
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