SO GD & BT SOC TRANG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS & THPT Poc lap — Tw do — Hanh phuc
KHANH HOA
S6: 261/KH-THCS& THPTKH Khé&nh Hoa, ngay 23 thang 12 nam 2022
KE HOACH

Thuc hién cai cach hanh chinh nam 2023

Cén cir K& hoach s 2820/KH-SGDDT ngay 22 thang 12 ndm 2022 ciia S
Gido duc va Bao tao tinh Soc Trang vé thuc hi¢n cai cach hanh chinh nam 2023;

Can cir K& hoach s 230/KH-THCS&THPTKH ngay 30 thang 12 nidm
2021 cua Truong THCS& THPT Khéanh Hoa vé thuc hi¢n cai cach hanh chinh giai
doan 2021-2030;

Truong THCS&THPT Khanh Hoa xay dung Ké hoach thuc hién cai cach
hanh chinh (CCHC) nam 2023, v6i cac ndi dung chu yéu nhu sau:

I. MUC TIEU, YEU CAU

1. Muc tiéu

Trién khai thyc hién cac nhiém wvu va giai phap C(;HC theo ké
hoach CCHC cua S¢ GDDT va cua Nha truong; khac phuc nhiing ton tai, han ché

trong cong tac CCHC cua Trudng; tiép tuc giit vimg chi s6 CCHC cua Nha
truong (nam trong top dau cac truong truc thude So);

Pay manh ung dung cong nghé thong tin (CNTT) trong cong tac quan 1y,
day hoc, kiém tra danh gia, hoc tap cua hoc sinh, ddm bao hi¢u qua an toan thong
tin;

Nang cao chat luong hanh chinh va dich vu cong truc tuyén tao su tdc dong
tich cuc trong quan 1y hanh chinh nha nuéc doi votr gido duc dao tao, tao budce
chuyén bién méi trong viéc nang cao chat lugng gido duc trong nha truong.

2. Yéu ciu

Bam sat cac chil truong, nghi quyét va cac van ban chi dao cua cac cap,
nganh vé thyuc hi¢n cong tac CCHC;

Xac dinh 6 vai tro, trach nhiém cua nguoi dimg dau va can b, gido vién,
nhan vién trong trién khai thuc hién cac nhiém vu CCHC;

Cong tdc CCHC phai dugc thuc hién dong b, toan dién, dam bao dung tién
dd va hiéu qua cong vige; bo tri du ngudn luc va céd gidi phap trién khai cu thé dé
dam bao tinh kha thi cua K¢ hoach.

I1. CAC NHIEM VU CCHC

1. Cai cach thé ché



Tang cuong nang cao hi¢u qua cong tac xay dung va ban hanh cac van ban:
dam bao su can thiét, tinh hop 1y, sat thuc té khi ban trong cac hoat dong ctia nha
truong;

Tb chirc trién khai kip thdi cac van ban quy pham phap luat dé can bo, vién
chuc, nguoi lao dong nam va thyc hién dung phép luat.

2. Cai cach thu tuc hanh chinh (TTHC)

Thyc hién don gian héa cac TTHC trén cac linh vyc quan ly Nha nudce vé
gido duc, tranh gay kho khan, phién ha cho hoc sinh, phu huynh, nguoi dan;

Cac TTHC duoc niém yét cong khai tai Vin phong truong, cong khai dia
chi tiép nhan phan anh, kién nghi ctia c4 nhan va td chic qua dia chi website
truong, email, sO dién thoai;

B6 phan Van thu phu trach viéc tiép nhan va tra két ‘qua TTHC; thuc hién
xu 1y day du, kip thoi phan anh, kién nghi cta ca nhan, to chic ddi véi TTHC
thudc thAm quyén giai quyet tang cuong tng dung CNTT, nang cao chét luong
hoat dong trong viéc tiép nhan, xtr 1y va tra két qua hd so TTHC dam bao diing
tho1 gian quy dinh.

3. Cai cach to chirc b may

T6 chure ra soat, sap x€p co cau to chirc b may cua Nha truong theo chirc
nang, nhiém vu quy dinh; st dung bién ché, s6 nguodi lam viéc theo dé an vi tri
viéc lam da duge Sé phé duyét;

Tang cuodng cai tién phuong thirc lam viéc, tng dung manh mé cong nghé
théng
tin trong xur 1y cong viéc ciia Nha trudng trén moi trudng so, to chirc sinh hoat,
hoi, hop, bang hinh thirc tryc tuyén nham nang cao ning lyc chi dao diéu hanh,
hiéu qua hoat dong cta co quan;

Thuc hién nghiém tic quy ché 1am viéc, quy ché chuyén mén, ndi quy co
quan, ndi quy hoc sinh, dam bao thyc hién dung chirc nang, nhiém vu, quyén han;
ting cuong cOng tac kiém tra, giam sat, bao dam sy tap trung, thong nhat va phat
huy duogc tinh chu dong, sang tao cua CB, GV, NV trong cong tdc CCHC.

4. Cai cach che d¢ cong vu

Thuc hién nghiém cac quy dinh vé quan ly, sit dung vién chirc thudc
pham vi quan ly; bao dam co ché canh tranh, dan chu, cong khai, minh bach trong
tuyén dung, b6 nhiém, dé bat vién chic;

Xay dung ddi ngii can bd, vién chirc dam bao tiéu chuan, chirc danh theo
quy dinh; nang cao chat lugng, tinh than trach nhiém, dao duc, tac phong chuyén
nghiép, ky luat, ky cuong, than thién va tan tinh phuc vu nhan dan ciua doi ngii
cong
chure, vién chuce trong thuc thi cong vu.



Thuc hién cong tac dao tao, boi dudng doi ngii can bo, vién chirc, nguoi lao
dong theo ké hoach; thuc hién dung quy dinh cong tdc danh gia, phan loai, xu ly
vién chirc va nguoi lao dong.

5. Cai cach tai chinh cong

Xdy dyng va thyc hién tot phwong 4n ty chu theo Nghi dinh sb
16/2015/ND-CP, ngay 14/02/2015 cua Chinh phu; thyc hién t6t quy ché chi tiéu
noi b (chinh sach tien luong, tien thuong, tang thu nhdp, nang bdc luong, che do
phu cap doi voi can bg, cong chuc, vién chic theo quy dinh);

Cong khai tai chinh bing nhiéu hinh thic nhu: niém yét trén trén bang
thong bao, qua dia chi mail, qua cac cuéc hop HDSP...; bao dam chi tiéu hiéu
qua, tiét kiém, chéng lang phi; thyc hién tot cong tac kiém ké tai san, quan 1y tai
san cong, ké khai tai san theo quy dinh.

6. Xay dung va phat trién Chinh quyén dién tir, Chinh quyén so

Tiép tuc ting cudng Gmg dung CNTT trong cac hoat dong ctia Nha truong;
cap nhat dir liéu nhan sy trén phan mém quan 1y nhan su;

Tlep tuc trao doi van ban Vq’l cac co quan lién quan dudi dang c‘ljén tir; thuc
hién gui van ban dién tir da ky s6 (hoac ban scan co dau) qua hé thong quan ly
van ban dieéu cia S6¢ GD&DT quy dinh;

Tiép tuc str dung céc phén mém quén 1y nhan su PMIS, phan mém ké toan
MISA, quan ly tai san, phan mém VNEDU, cac phan mém soan giang, phan mem

hoc tap truc tuyén, stir dung cac loai so dién tir (so diém, hoc ba, s6 chu nhiém, so
dau bai, s6 lién lac...).

7. Cong tac chi dao, diéu hanh
Tang cuong vai tro, trach nhiém ngudi ding dau trong cac t6, bo phan,

doan thé vé viéc chi dao thuc hién cong tac CCHC; gén cong tac CCHC voi cong
tac thi dua, khen thudng can bd, vién chirc, nguoi lao dong trong nha truong;

Xéy‘ dung va trién khai thyc hién ké hoach CCHC nam 2023 va Ké hgach
tuyén truyén CCHC trong Nha truong; thuc hién day du cac bao cao CCHC vé So
GD&DT theo quy dinh;

q Tang cudng cong tac kiém tra, giam sat vé cong tac CCHC & cac doan thé;
t0 chuyén mon, t6 van phong va cac bg phan gitp viéc;

T6 chirc chdm diém chi s6 CCHC nim 2023 va bao cdo két qua vé S&
GD&DT theo quy dinh.

I1l. PHAN CONG CU THE CAC NHIEM VU VA TRIEN KHAI
THU'C HIEN CCHC NAM 2023

(theo phu luc dinh kem)



IV. TO CHUC THUC HIEN

1. Cac t6 chuyén mén, té Vin phong, gido vién 1lam dau mdi CNTT va cac
bd phan gitp viéc tham muu cho Hiéu truong xdy dung Ké hoach thuc hién
CCHC nim 2023; cung phdi hop véi cac td chirc doan thé to chirc trién khai, quan
triét thuc hién hiéu qua vé CCHC trong Nha trudng;

2. B phan phu trach CCHC t6 chirc theo ddi, kiém tra, danh gia, chim
diém chi sé6 CCHC vé qué trinh thuc hién nhiém vu CCHC trong nim; dinh ky
bao cdo két qua thuc hién cong tac CCHC vé S& Gido duc va Pao tao (Béo céo 6
thang trude ngay 15/6/2023, bao cao cudi ndm trude ngay 15/12/2023):

3. Ké toan tham muu cho Hiéu trudng vé phé duyét, thanh quyét toan kinh
phi vé thyc hién nhiém vu CCHC nam 2023.

Trén day la Ké hoach thyc hién CCHC nam 2023 cua Nha truong. Pé nghi
cac to, by phan, doan thé, can b, vién chirc nghiém tic thuc hién c6 hi€u qua ké
hoach nay./.

Noi nhdn

- §6 GD&PT (dé bdo cdo)

- Poan thé (dé phéi hop)

- CB,GV,NV,HS, 16, bé phdn (dé thuc
hién)

- Luu VT.

IEU TRUONG
HIEU TRUONG

p ‘ !
Tuong THCS va THPT Khanh Hoa

Nguyén Chi Hiéu

*



PHU LUC
_ ’ ~ Phén cong nhiém vu va trién khai thuc hién CCHC nam 2023
heo Ké hoach so: 261/KH-THCS&THPTKH ngay 23 thang 12 nam 2023 ciia Truong THCS& THPT Khdanh Hoa)

Nmu o vaTHPTlK\IM;;;Oéam vu cu thé San pham Don vi Don vi Thoi gian
chung J v p chi tri phoi hop thure hién
Doan tl}é; t6 chuyén
1. Ban hanh ké hoach CCHC nam 2023 K& hoach PHT phu trach | mon, t6 Véan phong | Thang
: CCHC; Van thu va cac bo phan | 12/2022
khac.
) o s Poan th¢; t6 chuyén
2. Xay dung va to chuc thuc hién ké hoach | PHT phu trich | mon, t6 Van phong | Thang
tuyén truyén CCHC 2023 Kéhoach CCHC; Vanthu  |va céc bo phan | 01/2023
khac.
3. Kiém tra cong tic CCHC & cac doan thé, Ké hoach va|Hieu truong va Doan t}}é; t6 chuyén
to Vin phong, to chuyén mén va cic bd | hao cio két | PHT phu  trach | O™ to VarA1 Ph;)l{lg -2”(2)”9 nam
phan khéc. qua kiém tra. | CCHC, N b0 phan | 2023
Cong tac ac..
chi dao, Poan t}}é; t6 chuyén

diéu hanh

4. Nang cao vai tro, trach nhiém nguoi
dimg dau trong céc to, bo phan, doan the vé
chi dao cong tdc CCHC.

Bao cao

Hi¢u trudng; trudng
cac bo phan

mon, t6 Van phong
va cac bd phan
khac.

Trong nam
2023

5. Thuc hién chidm diém chi s6 CCHC nam

Bao cao ket

Poan thé; to chuyén

4 chim chi PHT phu trach | mon, to Vin phong | Trong thang
2023. apa cham | ceges vanthe | va cac bd  phan | 12/2023
s6 CCHC Khac
6. Thyc hién day du cac bdo cdo CCHC |Bao c4o (6 |PHT phy trach | Poan thé; td chuyén | Trudc




Cai cach
thé che

theo quy dinh. thang, ndm) CCHC; Van thu mon, t6 Van phong | 15/6/2023
va cac bd phan |va truoc
Khéc. 15/12/2023
7. Tang cudng nang cao hi¢u qua cong tac o
xdy dung va ban hanh cdc vin ban: dam Ban Giam hi€u; | Doan thé; t6 Van Trong nam
bio sy can thiét, tinh hop 1y, sat thuc té khi Cacvanban. |Van thu; Cong|phong va cac bd 2023
doan; Poan truong | phan khéc.

ban trong cac hoat dong cia nha truong;

8. T6 chuc trién khai kip thoi cac van ban
quy pham phép luit dé can bo, vién chic,

Poan thé; t6 chuyén

) e 1 Hiéu truéng; Chu | mon, t6 Van phong | Trong nam
ngudi lao dong ndm va thyc hién ding phap | C4¢ van ban. tich Cong doan va cac bo phan | 2023
luat. khac.
Poan thé; to chuyén
9. Thuc hi¢n don gién héa cac TTHC tranh | Biéu mau Vin thu mon, t6 Van phong | Trong nim
gay kho khan, phién ha TTHC. va céc b0 phan|2023
khac.
10. Niém yét cong khai cac TTHC tai Van | . Doan thé: 1 chuva
o phong, cong khai dia chi tiép nhén phan Ban niém yet; dan Le, o cauyen <
Caicach | 4 kién nghi cua ca nhén va td chirc qua | bao cao Vin thu mon, o VaIAl ph013g Irong nam
th‘i‘ tuc dia chi website, e-mail, s6 dién thoai, Vin va cac bo  phan | 2023
?f?l?]?] thu tiép nhan va tra két qua TTHC. khac.
11. Thuc hién xir ly day du, kip thoi phan | . 0 ké Dczan t}xle; tf) chuyen <
anh, kién nghi cia ca nhan, t6 chure d6i vai Ba? cao °t Vin thu mon, t,o Va13 phOI}g Irong nam
TTHC thudc tham quyen giai quyet qua thyc hi¢n \éﬁéccac b6 phan | 2023
12. Ung dung CNTT, nang cao chat luong | Bao céo két Vin thu Doan tl}é; t6 chuyén | Trong nim
hoat dong trong vié€c ti€p nhan, xu 1y va tra | qua thuc hién mon, t0 Van phong | 2023




két qua hdo so TTHC dam bao dung thoi
gian quy dinh.

va cac bo phan
khac.

13. T6 chtic ra soat, sap x€&p co cau to chuc

bo may ctia nha truong theo chiic ning, | DE 4n; Bang Poan thé; t0 chuyén
nhiém vu quy dinh; sit dung bién ché, so | phan cong lao A . mon, t0 Van phong | Trong quy
s . i N, T A Hiéu truong A . R R
nguoi 1am viée duge giao theo dé an vi tri | dong; cac va cac by phan | [11/2023
viéc lam quyéet dinh khac.
14. Tang cuong cai tién phuong thirc lam
viéc, img dung manh m& CNTT trong xu ly
cong viéc cua Nha truong trén moi truong ) quaosv vién, doan
s0, t0 chirc sinh hoat, hdi, hop, bang hinh | Bao cdo két i , the; t0 chuyén mon, | Trong nam
’ 7 S R . , , A 1eu truong 2 Y7 \ \
thtrc trye tuyén nham nang cao ning luc chi | qua thyc hién t0 Vian phong va|2023
o dao di€u hanh, hiéu qua hoat dong cua co cac bo phan khac.
Cai cach .
2 , quan;
to chire _ . - -
bo may | 15 Xay dung quy ché lam viéc, quy ché
chuyén mon, ndi quy <o quan, ndi quy hoe Podn thé; tb chuyén
SIhH, 1, dam ao‘At }1_:’0 len dung ¢ uﬁlnanqg, Cac quy che, Hicu trudn mon, to Van phong | Trong quy
nhiem vy, quyen han va co cau to chuc cua | 50 0y : & va cac bod phan | 111/2023
nha truong theo dung quy dinh ctia nganh Khéc
va cua phap luat.
16. Thyc hién nghiém cac quy dinh vé quan ‘
ly, st dung vién chuc thudoc | P an; Bao Poan thé; t6 chuyén
pham vi quan 1y; biao dam co ché canh :}TO hl??t qua Hiéu truong mon, t6 Van phong | Trong nam
Cai cach | tranh, dan chu, cong khai, minh bach trong ue hien. ' Eﬁ cac b phan | 2023
ché do tuyén dung, bo nhiém, dé bat vién chuc; ac.
cong vu " o~ 2 1A A p . . . 2
17. Xay dung doi ngu can b0, vién chirc | K& hogch; két Hidu true To chuyén mén, t6 | Trong nim
dam bao tiéu chuan, chic danh theo leu truong

qud danh gia

Vian phong

2023




quy dinh; nang cao chat lugng, tinh than
trach nhiém, dao duc, tic phong chuyén
nghiép, ky luat, ky cuong, than thién va tan
tinh phuc vu nhan dan ctua doi ngli cong
chtrc, vién chire trong thuc thi cong vu.

vién chire; két
qud danh gia
chuan  nghé
nghiép

18. Thyc hién c6ng tac dao tao, bdi dudng
do1 ngili can bg, vién chirc, nguoi lao dong

Ké hoach; Két

Poan thé; to chuyén

theo ké hoach; thuc hién ding quy dinh 7 Hiéu truong m‘én, 'Eé Vél} Ph(‘)lzg Trong nam
cOng tic danh gia, phan loai, xt 1y vién | Ua ' va cac bo phan | 2023
chtrc va nguoi lao dong. khac.
19. Thuc hién xay dung phuong an tu chu ,
theo Nghi dinh s6 16/2015/ND-CP, ngay P}IIMO’%% aél w Hicu trud K& tod Trong nam
14/02/2015 ciia Chinh phit. Xay dung quy | ¢ % Hoe | Hhieu truong ¢ toan 2023
Cai cach | ché chi tiéu noi bo nam 2023 phe duyct
tal Ehmh ) , , R . .| Quy ché chi ,
cong 20. Thyc hign tot ché d6 cong khai tai | sy noi bo. Ké toan; Cong Trone nim
chinh, cong tac kiem ké tai san, quan Iy tai| ~ ~ | Hiéu trudng doan; Ban TTND; 2023g
san cong theo quy dinh Bao cdo ket Bo phan TB
qua thuc hién.
R 21. Tiép tuc ting cuong tmg dung CNTT
X\jg’ ;ﬁ-g;g trong cac hoat dong ciua Nha truong, cap | Ké hoach thuc Gido vién lam dau | Poan t}}é; to chuyén
tridn nhat dit liéu nhan sy trén phan mém quan 1y | hién nhiém VU | mbi CNTT. mon, t0 Van phong | Trong nam
Chinh nhén sy; CNTT.  Cac va cac bd phan | 2023
A phan mém khéac.
quyén
dién tir, |22 Tiép tuc trao doi van ban véi cac co L .
Chinh | quan lién quan duéi dang dién tr; thuc hién Vin ban Vin thu Gido vién, doan the; | Trong nam
quyén so t0 chuyén mon, t6 | 2023

gtri van ban dién tr da ky s6 (hodc ban scan




c6 dau) qua hé thong quan 1y van ban diéu
cua S6 GD&DPT quy dinh,;

Vian phong

23. Tiép tuc sir dung cic phan mém quan ly
nhan sy PMIS, phén mém ké toan MISA,
quan ly tai san, phan mém VNEDU, cac
phan meém soan giang, phan mem hoc tap
tryc tuyén, st dung cac loai so dién tu (so
diém, hoc ba, s6 chu nhiém, s6 dau bai, s6
lién lac...).

Céac phan mém

Hi¢u truong; Pho
Hiéu truong; Ké
toan; GV lam dau
mbi CNTT

Gido vién, doan thé;
t6 chuyén mon, to
Van phong va cac
b0 phan lién quan

Trong nam

2023
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	Tỉnh Sóc Trăng
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