SO GD & BT QUANG NGAI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT TAY TRA Doc 1ap — Tu do — Hanh phic
S0: 0 /KH-TTA T'ra Bong, ngay /{/0 thang 4 nam 2024

KE HOACH
Thuec hién cai cach hanh chinh nim hoc 2024

Can cir K¢ hoach s6 223/KH-SGDDT nedy 15 thang 3 nam 2024 cua So
Giao duc va Dao tao Quang Ngii vé Ban hanh Ké hoach tuyén truyén cai cach
hanh chinh nam 2024 cua SO GD&DT Quang Ngai;

Can ctr vao dac diém. tinh hinh cua don Vi,

Truong THPT Tay Tra xay dung Ké hoach thuc hién cai cach hanh chinh
(CCHC) nam 2024, véi céc ndi dung chu yéu nhu sau:

I. MUC TIEU, YEU CAU

I. Muc tiéu

Trién khai thuc hién cac nhiém vu va giai phap CCHC theo ké hoach
CCHC cua So GDDT va cua Nha truong: khic phuc nhing ton tai. han chétmng
cong tac CCHC cua Trudong;

Day manh ung dung cong ngh¢ thong tin (CNTT). chuyén doi sb trong
cong tac quan ly, day hoc, kiém tra danh gid, hoc tap cua hoc sinh, dam bao hi¢u
qua an toan thong tin:

Nang cao chit lugng hanh chinh va dich vy cOng truc tuyén tao su tée dong
tich cuc trong quan Iy hanh chinh nha nude ddi voi gido duc dao tao. tao bude
chuyén bién moi trong viéc ndng cao chat lugng gido duc trong nha truong.

2. Yéu cau

Bam sat cdc Chu truong. Nghj quyvét va cic van ban chi dao cua céc cap.
nganh vé thue hién cong tac CCHC:;

Xac dinh ro vai tro, trach nhiém cua ngudi dung dau va can bo. gido vién.
nhan vién trong trién khai thue hi¢n cac nhiém vu CCHC:

Cong tac CCHC phai duoge thuc hién déng bo. toan dién, dam bao ding tién
do va hi¢u qua cong viée: bo tri du nguon lue va co giai phap trién khai cu thé dé
dam bao tinh kha thi cua Ké hoach.

I1. CAC NHIEM VU CCHC

1. Cai cach thé ché

Tang cuomg nang cao hi¢u qua cong tac xay dung va ban hanh cac vian ban:
dam bao su can thiét, tinh hop 1y, sat thue té khi ban trong cac hoat dong cua nha
truong:

T6 chire trién khai Kip thoi cde van ban quy pham phép lut dé can bo. vién
chire. nguoi lao dong nam va thuc hi¢n dung phap luat.

2. Cai cdch thi tyc hanh chinh (TTHC)




Thuc hi¢n don gian hoa cdc TTHC trén cdc linh vue quan ly Nha nude vé
gido duc. tranh gay kho khan, phién ha cho hoc sinh. phu huynh, nguoi dan:

Céac TTHC duge niém yét cong khai tai Van phong truong, cong khai dia
chi tiép nhan phan 4anh. kién nghi cda ¢4 nhan va t6 chirc qua dia chi website
truong. email, zalo. s6 dién thoai...:

Bo phan Van thu phu trach viée liép nhan va tra két qua TTHC: thuc hién
xu ly day du, kip thoi phan dnh, kién nghi cua ca nhan. t6 chic dd; volr TTHC
thude tham quyén giai quyét; tang cudmg Ung dung CNTT. ning cao chat luong
hoat dong trong viéc tiép nhan. xur ly va trd két qua hd so TTHC dam bgo ding
thoi gian quy dinh.

3. Cai cach t6 chire by may

T6 chire ra so4t. sap xEp co chu 1o chire bo may cua Nha truong theo chire
nang. nhiém vu quy dinh; su dung bién ché. sb nguoi lam viée theo dé an V1 tri
vige lam da duoe So phé duyét:

Tang cuong cai tién phuong thire lam viée, Gmg dung manh mé cong nghé
Thong tin trong xur Iy cong viée cia Nha truong trén moi truong so. 16 chire sinh
hoat. hoi, hop. béng hinh thiac truc tuyén nham nang cao nang luc chi dao diéu
hanh. hi¢u qua hoat dong cua co quan:

Thue hi¢n nghiém tic quy ché lam viée. quy ché chuyén mon. noi quy co
quan. noi quy hoc sinh, dam bao thuc hién dung chire nang. nhiém vu. quyén han:
tdng cuong c¢ong tac kiém tra. giam sdt, bao dam su tap trung. thong nhét va phat
huy dugc tinh chu dong. sang tao cua CB. GV. NV trong cong tac CCHC.

4. Cai cach ché dj cong vu

Thuc hién nghiém cac quy dinh vé quan Iy. sur dung vién chuc thudc
pham vi quan ly: bao dam co ché canh tranh. dan chu. cong khai. minh bach trong
tuyén dung. bo nhié¢m. dé bat vién chuc:

Xay dung doi ngl can bo. vién chue dam bao tiéu chuan, chue danh theo
quy dinh: nang cao chat luong, tinh than trach nhiém, dao dre, tac phong chuyén
nghi¢p, ky luat, ky cuong. than thién va tan tinh phuc vu nhan dan cua doi ngd
cong chure, vién chure trong thuc thi cong vu.

Thuc hién cong tac dao tao. bdi duong doi ngi can bo. vién chie. nguoi lao
dong theo ké hoach: thuc hién ding quy dinh cong tac danh gia. phan loai. xu ly
vien chire va nguoi lao dong.

5. Cai cdch tai chinh cong

Xay dung va thuc hién tit phuong an tu chu theo Nghi dinh s
16/2015/ND-CP. ngay 14/02/2015 ctia Chinh phu: thuc hién t5t quy ché chi tiéu
noi bo (chinh sdch tién heong, tién thirong, tang thu nhdp, ning bdc lirong, ché do

,

phu cap doi véi can bé, cong chiic, vién chitc theo quy dinh):

Cong khai tai chinh bing nhiéu hinh thie nhu: niém yét trén trén bang
thong bdo. qua dia chi mail. zalo. qua cac cuoc hop HDSP...; bao dam chi tiéu
hi¢uqua. tiét kiém. chéng lang phi: thuc hién 6t cong tac kiém ké tai san. quan ly
tai san cong. ké khai tai san theo quy dinh.




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

Tiép tuc tang cuong tmg dung CNTT trong céc hoat dong cia Nha truong:
cap nhat dur liéu nhén su trén phan mém quan ly nhan su;

Tiép tuc trao ddi van ban véi cde co quan lién quan dudi dang dién tur; thue
hién guri van ban dién tu (hodc ban scan ¢é dau) qua hé théng quan lyvan ban
dicu ctia S6 GD&DT quy dinh:

‘ T\iép tuc su dung cdc phan mém qudn ly nhan su (quangngai.vnel'p.v11),
phan mem k¢ todn (MISA), quan Iy tai san. phan mém, cac phan mém soan giang,
phan mém hoc tap truc tuyén,...

7. Cong tac chi dao, diéu hanh

Tang cuong vai tro. trdch nhiém nguoi dimg dau trong céac o, bo phan.
doan thé vé viée chi dao thuce hién cong tac CCHC; gén cong tac CCHC véi cong
tac thi dua. khen thudong can bo, vién chirc. nguoi lao dong trong nha truong:

Xay dung va trién khai thuc hién ké hoach CCHC ndam hoc 2024 va Ké
hoach tuyén truyén CCHC trong Nha truong; thuc hién day du cac bao cdo CCHC
vé S6GD&DT theo quy dinh:

Tang cuong cong tac kiém tra. giam sat vé cong tac CCHC ¢ cac doan thé:
(0 chuyén mon. 6 van phong va cac bo phan giup viée:

[I. PHAN CONG CU THE CAC NHIEM VU VA TRIEN KHAI

THUC HIEN CCHC NAM 2024

(theo phu luc dinh kem)

IV.TO CHUC THUC HIEN

I. Céc t6 chuyén mon, t6 Vin phong, gido vién lam dau ’mf)i CNTT va cac
bo phan gitp viée tham muu cho Hi¢u truong xdy dung Ké hoach thuc hi¢n

CCHC nam 2024; cung phdi hop vdi cae td chie doan thé t6 chire trién khai. quan \
tri¢t thuc hién hiéu qua vé CCHC trong Nha truong: e
P&

T

———

2. BO phan phu trach CCHC té chie theo doi, kiém tra. danh gia. cham J
diém chi so CCHC vé qué trinh thue hién nhi¢m vu CCHC trong nam: dinh ky //
bao cdo ket qua thuc hién cong tic CCHC v& So Gido duc va Dao tao; '

3. K¢ toan tham muu cho Hiéu truong vé phé duyét, thanh quyét todn kinh
phi vé thue hi¢n nhiém vu CCHC nam hoc 2024

Trén day 1a Ké hoach thuce hién CCHC ndm hoc 2024 cua Nha truong. Dé
nghi cdc 0, bo phan, doan thé. can bo, vién chire nghiém tic thue hién co hic¢u
qua ké hoach nay./.

Noinhan

- S0 GD&DT (dé bdo cdo)
- Doan thé (dé phéi hop)

- Dang website:

- Luu VT.

=
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PHU LUC
Phan c¢ong nhiém vu va trién Kkhai thyc hién CCHC nam hoc 2024-2025
(Kem theo Ké hoach sé:J07KH-TTA ngay A0 thing ¢ nam 2024 cua Truong THPT Tay Tra )

Nhiém vu Nhiém vu cu thé San pham Don vi Don vi Thoi gian
chung chu tri phoi hop thue hién
Doan thé: t6 chuyén
. g N Ké hoach S mon. 16 Van phong | |
I. Ban hanh ké hoach CCHC nam 2024 ' Hicu truong va cac bd phan Ihang
) o 1 4/2024
khac.
Doan thé: t6 chuyén
N RrEe i N R R e T 1R 9 J w , mon. 10 Van phong
| 2 )fa) dt_ngg \‘a‘lo %l;ug thue hién ké hoach | K¢é hoach Hiu truong ‘ o I . Thang
tuyen truyén CCHC 2024 va cac by phan | 3/2024
khac. \
% 3. Kiém tra cong tac CCHC ¢ cac doan thé. | Ké hoach va Doan thé: 6 chuyén | )
]‘ 6 Van phong. 16 chuyén mén va cic bo [ bao cdo  két| YT pHT mon. t6 Van phong | " ; \
T 5 c A n L lrong S
, phan khac. qua kiém tra. va cac bo phan | 5 (;' £ == %
- Cong tac Khic 1 2024
- hac.. ‘
- chi dao, : —
| diéu hanh Doan thu to chuyén |
| 4. Nang cao vai n() trach nhiém noum G n , , mon. 16 Vin phong 3
| ‘ ‘ Bao cao Hi¢u truong: truong l CTrong nam
f dimg dau tr ong cic 10, bo phén. doan thé vé . “lva cac bo phan =
J cac bg phan v - 12024
| chi dao cong tac CCHC. A khac. ;
; fa== = = i
Doan lhc t6 chuyén 1
5 TPhas Fods ol W e (s Bao cio két . _ mon. to Vin )honO’ . :
| ; 7lhl,u hi¢n cham diém chi s6 CCHC nam : by tl | Hiéu truong ! ' Trong thing
j 2023. qua cham  chi va cac bd phan | | 6/2024
‘ J 3 sO CCHC J il\hdc |
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Thue hién day du cac bao cao CCHC
theo quy dinh.

Bao cdo (6
thang. nam)

PHT phu trach
CCHC: Van thu

mon. to Van phong
va cac by phan
l\ha(,

Doan thé; 16 chuyén |

]

J Dinh ky

|

|

|
7. lano cuong nang cao hlLu qua cong tac Ban (Jlam hiéu: Doan the 10 Van J
) P WA |
xay duno va ban hanh cac van ban: dam Cfies v B Va‘n lh‘u. gong phong va cac bo Trong nam |
bao su can thiét, tinh hop ly, sét thuce (¢ khi doan: Doan truong | phan khac. [ 2024 [
ban trong cdc hoat dong ciia nha truong; | |
| 8. To chirc trién khai kip thoi cac van ban Doan lhe to chuyén | |
A1 CA , ~ 2 ’ B o P |
} Cai cach quy pham phép ludt dé can bo. vién churc. ke waliy Bl Hiéu trudng: Chy |mon, tb Van phong Trong nam |
A A . . > :. |
- thé ché ngudi lao dong niam va thuc hién dang phap tichi - C8aa dosn va cac bd phan 2024 w
| luat. ' - khac. | i
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5 9. Thuc hién don gian hoa cac TTHC tranh | Biéu mau | Van thu Doan thé: 16 chuyén  Trong nam |
g gay kho khan. phién ha TTHC. mon. 6 Van phong | 2024 ‘
‘ va cdc by phan | {
\ , ‘ :
| khac. ‘ j
i ; — Ah“‘l
’j 10. Niém y¢ét cong khai cac I'THC tai Van Doan lhe to chuyén J
‘ phloni. cong khai dia chi tiép nhan phan Bén sifen wde | Vin the mon. 16 Vin phong % Trong nam (

o / T . / ’
. anh. kién nghi cua c¢a nhan va 6 chue qQua | pao cdo Va' cac by phan 2024 |
~ Cai cich | dia chi website. e-mail. Zalo nhom. Van Khac. ;
i > P . ST Y i
~ thutue |y tlep nhan va tra két qua TTHC. J I
‘ hanh . s . . [ Y R T
| chinh Doan thé: 16 chuyen J Trongnam |
1. Thue hién xu Iy day du. kip thoi phan | . . ’ 5 ; mon. t6 Van phong |
I PRI | e cio kér | Van thu I S |

anh. kién nghi cua ca nhan to LhUL doi voi
ITI IC thudce tham quy¢én giai quy Ll

qua thuc hién

khac.

va cac by phan |
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12. Uno duno (NI l nano cao chat luong ’
hoat dong trong viéc tlep nhan. xu Iy va tra qua thuc hién
két qua hd so TTHC dam bao dang thoi

i gian quy dmh

SR | . = . it

[3. To chire ra so4t. %ap \Lp o cdu 10 (,hLl(,
b may cua nha truong theo chire nang
nhi¢m vu quy dinh: su dung bién ché, sd
nguoi lam viée duge giao theo dé 4n VI tri
viée lam

Dé an: Bang

phan cong lao
dong: cac
quyét dinh

4. Tang cuong cai tién phuono thie lam
| vige. ing dung manh mé CNTT trong xu ly |
cong viée cua Nha truong trén moi trudong
$0. 10 chire sinh hoat. hoi. hop. bano hinh
thare true luven nham nang cao nang luc chi
‘ dao di¢u hanh. hi¢u qua hoat dong cua co
1 quan:

Bao cdo két
qua thuc hién

Cai cach | 15. Xay duno quy che lam viée, quy dw
to chire | chuyén mon. ngi quy co quan, noi quy hoc | 4. quy ché,

sinh, dam bao thue hi¢n dung chire nang.
nhi¢ém vu. quyén han va co cdu 1o chirce cua
nha truong theo dung quy dinh cua nganh
va cua phap luat.

bo may noi quy

16. Thuc hién nghiém céc quy dinh vé quan
Iv. su  dung vién chire  thude
pham vi quan 1y: bao dam co ché canh
tranh. dan chu. cong khai. minh bach trong
tuyén duno bo nhiém. dé bat vién chirc:

Bao
qua

D¢ an:
cao  Kkét
thuc hién.

Bao cao két

Doan thé: (6 chuyén Trongnam

mon. 16 Van phong |

Van thu
2 g 5 i |
va cac by phan

khac.

Doan thé: t6 chuyén /
mon. to Vin phong
va cdc bd phan
khac.

Hiéu truong

Giaos  vién. doém

\
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lhc 10 chuyén mon Trong nam
Tiig , 0 Vin phong 2024
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Doan the (o chuven ]

Hiéu truong mon. }0 Van phong | Trong  quy
va cdc bd  phan | I[I 2024 !
khac. |
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Doan thé: 6 chuyeén | (
mon. 16 Van phong | Trotie nfm ‘J
va cic bO  phan | oy

Hicu truone s 2024

khac. ‘ i
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Cai cach

cheé do

cong vu

[7. Xay dung doi ngd can bo. vién chic
dam bao ticu chuan. chic danh theo
quy dinh: nang cao chat lugng. tinh than
trach nhi¢m. dao durc. tac phong chuyén
nghi¢p. ky ludt. ky cuong. than thién va tan
tinh phuc vu nhan dan cua doi ngi cong
(.hUL vién chire llono thuc lhl cong vu.

18 ]hm hlcn cong tac dao tao. bol dudng
doi ngl can bd. vién chuc, nguoi lao dong
theo ké hoach: thuc hién diang quy dinh

K¢é hoach: két
qua danh gia
vién chire; két
qua danh gia
chuan  ngh¢
nghi¢p

Hi¢u truong

T6 chuyén mon. 16

Vian phong

Doan lhé: {0 chuyén

Trong

2024 |
__._‘\

nam |

& hoach: K¢é iéu truone mon. t6 Van phong | Ty 5
cong tic danh gia. phan loai. xu ly vien | K¢ hoach: Ket | Hi¢u truong ma " Phong [ Trong  nam
2 B ’ qua va cac bo phén | )4
chire va nguoi lao dong. ’ =
= = khac. ‘
i S e f
19. Thuc hién xay dung phuong an ty chu J
5l £ D o 2 . . i A .
| theo Nghi dinh s6 16/2015/ND-CP. ngay Phuong an tuy Hiéu truong Ké toan |
| ~ ) =1 . N (=]
14/02/2015 cua Chinh phu. Xay dung quy | chu da duge 2024
L ché chi tiéu ndi bo nam 2023 phe¢ duyét
Cai cach - ; 2
tai chinh | 20. Thuc hién (5t ché do cong khai tai Quy ché chi K¢ toan:  Cong
cong chinh, cong tic kiém ké tai san. quan ly tai | ticu noi bo. | Hiéu truong dqan; NBfa{] ['TND: e —
san cong theo quy dinh Bao cio két Bo phan TB ; 7(’)‘;2: Thain
qua thuc hién. : .
| - i, 5 e o : £ BT ra TR A . TS 5 B
- Xaydyng | 21. Tiép tuc tang cudng tmg dung CNTT | K¢ hoach thuc | Gido vién lam dau | Doan thé: 6 chuyén  Trong nam
va phat | trong cdac hoat dong cua Nha truong; ¢dp | hién nhiém vu | moi CNTT. mon. t6 Van phong | 2024
trién nhat dir liéu nhén sy trén phan mém quan ly | CNT'T. Cac va cdic bo phan '
Chinh | nhan su: ] khac ' J
Su han mém : ‘
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|
|

quyén
dién tir,

Chinh
quyén s0

o |

2. Tiép tuc trao doi van ban véi cac co

S E—

mém hoc tap truc tuyén, su dung cac loal sO
dién tu ...

I
ST 'Gi dane dién tu: i T B ) E \ | -
e ]19" }]U{U‘lﬂduﬁ I ({qln? d‘mn uf 1th_1L hien | y/s i Vin thu Gido vién. doan the ~Trong nam
gut van ban di¢n tu da ky so (hoac ban scan t6 chuyén mon. 6 2024
¢o dau) qua h¢ thong quan ly van ban diéu Vin phong |
cua S6 GD&DT quy dinh; }
23. Tiép tuc sur dung céic phan mém quan ly Hi¢u truong: Pho Gido vién, doan thé:
nhan sy, phan mém ke toan MISA, quan ly Hi¢u truong: K& | to chuyén mon. to Trong nam
tai san, cdc phan mem soan giang phan toan: GV lam dau | Van phong va cac 2024

Céc phan mém

moi CNTT

bo phan lién quan

-

9



