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) M5 Xuyén, ngay 24 thang 01 ndm 2025
S6: 20/KH-PTDTNT TP

KE HOACH
Thure hién cii cich hanh chinh nim 2025°

Cin cir K& hoach sé 2601/KH-SGDDT ngay 27 thang 12 nam 2024 cia S&
Gido duc va Pao tao tinh Séc Tring vé thyc hién cai cach hanh chinh giai doan (2021-
2030);

Cin cir Ké hoach s6 4027/KH-GDDT ngay 27 théng 12 ndm 2024 cia S¢ Gido
duc va Pao tao tinh Séc Tring vé thuc hién ci cich hanh chinh ndm 2025;

Truong PTDTNT THCS&THPT Thanh Phu xdy dung Ké hoach thuc hién cai
cach hanh chinh nim 2025, véi cac ndi dung, nhu sau:

I.MUC PICH, YEU CAU

1. Muc dich

Kién toan td chirc bd may ctia nha trudng; ning cao chit lugng dich vu gido duc
cong lap; xay dung ddi ngii cong chirc, vién chirc ¢6 trinh d§ va nang luc dap ing yéu
cau trong giai doan mdi; dy manh img dung cong nghé thong tin; ndng cao chit lugng
hanh chinh va dich vu cong truc tuyén; thire hién ¢4 hiéu qua hé théng quan 1y cht
luong ISO tao sy tac dong tich cuc trong quan ly hanh chinh nha nudc dbi voi gido
duc dao tao, tao budc chuyén bién mai trong nha trudng va nganh gido duc.

2. Yéu ciu .

- X4c dinh 16 vai trd ctia ngudi dimg dau trong trién khai nhiém vu CCHC;

- Lanh dao trudng cin cir vao ndi dung ké hoach nay va céc ti€u chi, tiéu chi
thanh phdn danh gia chi s6 CCHC & don vi, tién hanh xay dung ké hoach va t§ chic
trién khai thuc hién c6 hiéu qua cong tic CCHC trong nam 2025. Té truéng cac TH bo
mén, Doan thé, nhin vién vin phong cin cir nhiém vu dugc phan cong tai Ké hoach
nay, t6 chirc thuc hién ding thoi gian quy dinh.

ILNHIEM VU TRONG TAM
1. Cai cich thé ché

- Tiép tuc ning cao chét lwgng ban hanh cic vin ban chi dao, diéu hanh tai don
vi. '
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- T8 chirc quén triét va trién khai thyc hién kip thdi, ddy di cdc vin ban quy
pham phép lujt lién quan dén don vi; liép tuc ra soét cic quy dinh hanh chinh va don
gian hoa céc thu tuc hanh chinh tai don vi;

- Té chirc trién khai thyc hi¢n nghiém tic Nghj dinh 63/2010/ND-CP ngdy
08/6/2010 ciia Chinh phi quy dinh vé kiém sodt hanh chinh va Nghi dinh sO
20/2008/ND-CP ngay 14/2/2008 ctia Chinh phu vé cong tic tiép nhin, xur Iy phan anh,
kién nghij cla cé nhén, td chirc vé quy dinh hanh chinh.

- DAy manh céng tac thanh tra, kiém tra, nhim dam béo tinh thong nhét va ning cao
hiéu lyc, hiéu qua quan ly nha nudc vé gido duc.

2. Cai cach thi tyc hanh chinh (TTHC)

- Tiép tuc néu cao tinh thin trach nhi¢m clia ngudi dimg dau trong céi cach thii
tuc hanh chinh tai don vi.

- Cap nhét, niém yét cong khai TTHC, dia chi tiép nhén phan anh, kién nghi cua
ca nhan, t§ chic tai don vij va http://ptdtntthcs-thptthanhphu it ngan thoi gian giai
quyét thi tuc hanh chinh.

- Thyc hign xir Iy dy di, kip thoi phan 4nh, kién nghi ctia c4 nhén, t chirc ddi
v6i TTHC thudc tham quyén gidi quyét; ting cudng cong téc kiém tra, gidm st viéc
thuc hién thi tuc hanh chinh ciia cc bd phan lién quan dén cong téc cai cach he‘mh
chinh.

- Tiép nhan, xir Iy va tra két qua hd so thi tuc hanh chinh dam bao ding thoi
gian quy dinh.

- Tiép tuc ning cao chét lugng hdi hop; gidm giéy to hanh chinh; nang cao ky
ludt, ky curong hanh chinh.

- Tang cudng ing dung cong nghé¢ thong tin trong thuc hién TTHC trén moi
truong dién tir, tao diéu kién thuan loi d& HS, CMHS c6 thé thuc hién dich vu cong
moi lic moi noi, trén cac phuong tién khac nhau.

3. Cii cdch té chirc bd may

Kién toan hé théng td chuc bd mdy nha truong; kién toan chirc nang, nhiém vu
ciia co quan theo quy dinh; thuc hién co cdu sé luong lanh dao ding quy dinh; thuc
hién ding quy dinh vé sir dung bién ché, sb luwgng ngudi lam viée dugc giao; thuc hién
ddy du céc nhiém vu dugc phan cdp quan 1y; ting cudng ra sodt, sip xép lai hé théng
don vi su nghiép cong 1ap theo hudng tinh gon, ¢6 co ciu hop Iy va ning cao hiéu qua
hoat dong:

- Thuc hién tét céc nhiém vu dugc S6 GDPT phén cip quan Iy.

- Phén cdng nhiém vy, bo tri vién chic va ngudi lao dong phu hop véi vi tri
viéc lam.
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- Tiép tuc ra soat chirc niang, nhi¢ém vy, co cdu t chic cua trudng THPT dé
didu chinh hodic dé nghi cdp c6 thim quyén diéu chinh khic phuc tinh trang chéng
chéo, trang 13p vé chirc ning, nhiém vy, quyén han.

- Tiép tuc bd sung Quy ché 1am viéc, ndi quy cong chire, vién chirc, ngudi lao
dong va ndi quy dbi véi hoc sinh dim béo thyc hién dung chirc nang, nhi¢ém vy, quyén
han va co cdu td chirc clia nha truong THPT.

- Can cir Thong tur lién tich s6 01/2015/TTLT-BNV-BTC, ngay 14/4/2015 clia
B ndi vu va Bo Tai chinh huéng din mét sb diéu ciia Nghi dinh'sb 108/2014/ND-CP
ngay 20/11/2014 cia Chinh phu vé chinh sach tinh gian bién ché.

4. Cai cach cong vu
Xay dung di ngii vién chirc clia trudng c6 phdm chét dao dirc tot, c6 ban linh
chinh tri, ¢6 trinh do va ning luc thuc thi cong vu hiéu qua, dap ing yéu cau phat trién
ciia nganh trong giai doan méi; xdy dung co cau vién chirc cia truong hop ly gan véi 10
vi tri viéc lam. JONE
- Thuc hién ra soat, hoan chinh bdn mé ta vi tri viéc lam, khung ndng luc cong # THR
chirc, vién chirc theo chirc nidng, nhiém vu khi c6 thay doi vé vi tri viéc lam. a1

- Thuc hién dung quy dinh vé ky két hop dong lao dong theo Nghi dinh 50
68/2000/ND-CP.

- Thuc hién ding quy dinh cong tac danh gia, phan loai, xur ly, ky luat cong
chirc, vién chirc va nguoi lao dong.

- Tiép tuc déy manh thuc hién cic quy dinh vé vin hoa cong vu, quy tic ung
XU ciia doi ngil cong chirc, vién chirc va ngudi lac déng; ting cudng ky ludt, ky cuong
hanh chinh.

- Thuc hién ding quy dinh vé viéc phén cong nhi€ém vu cho cdng chirc, vién
chirc va nguoi lao dong. Pé nghi va thuc hién ding quy trinh b6 nhiém cén bb.

- Tang cudng dao tao, bdi dudng nhim néng cao trinh do chuyén mén, nghiép
vy, ly luén chinh tri cho cong chirc, vién chirc va nguoi lao dong.

- Trién khai thuc hién Kip thoi céc ché d9, chinh sach doi véi nha gido va nguoi
lao dong.

- Trién khai bd sung quy hoach cén bd ngudn hang nam theo quy dinh; t6 chirc
danh gia cong chirc, vién chirc va ngudi lao dong dung theo quy dinh.

5. Cai cach tai chinh cong

- Thue hién ké hoach tai chinh hang ndm; dy toén, phan bd, can déi ngan sach
nha nude va cai tién quan ly chi ti€u dé tao sy chi dong va ting cuong trach nhiém cla
don vi, dam bao tiét kiém, chong lang phi; ddy manh (g dung cong nghé thong tin
vao quan ly tai chinh cong, str dung cac phan mém vé quan ly tai san va quan ly ngén
sach nha nude.

i Scanned with !
i & CamScanner’;


https://v3.camscanner.com/user/download

- Cap nhat va b6 sung Quy ché chi tiéu ndi bo ding theo cac huéng dan, quy
dinh cép trén.

- Thyc hién dan chi, cong khai, minh bach trong quan ly, sir dung tai chinh
cong;: thuc hién cong tac kiém ké, quan ly ti san theo quy dinh.

6. Xdy dung va phat trién chinh quyén di¢n tir, chinh quyén sb

- Ung dung cong ngh¢ thdng tin phuc vu cong tdc quan ly diéu hanh cta nha
truong; ndng cao hi¢u lyc, hi¢u qua quan 1y nha nudc vé gido duc dao tao, gop phén
nang cao sy hai long ctia ngudi dén vé dich vu gido duc cong.

- Piy manh tmg dung CNTT trong céc hoat dong tai don vi; ting cuong (g
dung CNTT trong cong tic quan ly, day hoc va diéu hanh thong qua h¢ thong vin
phong dién tir, thu dién tir, vin ban dién tir trong don vi.

- Thuomg xuyén cap nhat thong tin, khai théc str dung c6 hiéu qua Website va
hdp thu dién tir cia nha trudng.

- Thue hién bt viéc tiép nhan va tra két qua thil tuc hanh chinh cho t6 chire, c4
nhén kip thoi va ding thoi gian.

7. Cong tac chi dao, diéu hanh

- Gén cong tac CCHC véi cong tac thi dua, khen thudng vién chic, ngudi lao
dong; ting cudmg cong tic kiém tra viéc thuc hién cong tic CCHC; trién khai thuc
hién c6 hiéu qua cong tac tuyén truyén CCHC nam 2022; t chirc tu danh gia chi s6
CCHC clia co quan; danh gia diém CCHC ctia don vi.

- Nang cao vai tro, trach nhiém ngudi ding dau trong chi dao thuc hién cong
tac CCHC tai don vi; thuc hiér diy di cac ké hoach va bao cdo CCHC theo quy dinh.
- Trién khai thuc hién cé hiu qua cong tac tuyén truyén CCHC nim 2025 nhim ning
cao nhén thirc cho cong chirc, vién chirc va ngudi lao dong.

- Thong qua céc cudc hop Hoi déng, so két, téng két nim hoc d4nh gia, kiém
tra viéc thuc hién CCHC va TTHC tai don vi.

II.TO CHU'C THUC HIEN

Lanh dao nha truong xdy dung va trién khai ké hoach thuc hién CCHC nam
2025 & don vi cham nhét trong thang 02/2025; dinh ky bao cdo két qua thuc hién cong
tac CCHC cho S& GDDT: Béo cdo 6 thang giri chim nhét ngay 15/6, bao cdo nam giri
cham nhét ngay 15/12.

1.Can ctr K& hoach Cai cach hanh chinh nim 2025 clia nha trudng, to trudng
chuyén mon, doan thé, van phong nha truong chu dong xdy dung ké hoach cu thé
thudc pham vi phu trach dé trién khai thuc hién va dinh ky bdo cdo vé Nha truong dé
tong hop béo cdo S& GDDT theo quy dinh.

2. Vién chirc duoc phan cang giai quyét TTHC thuc hién tiép nhan, xir ly va tra
két qué thyc hién di véi tit ca TTHC thudc thim quyén ciia don vi.
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3. Tang cudmg cong tac kiém tra, giam sat ddi véi cac td chuyén moén thude
nha trudng trong viéc thyc hi¢gn CCHC va TTHC.

4. Ké toan nha trudng ngodi cac nhiém vy duge phin cong, tham muu véi Hi¢u
truomg phé duyét, thanh quyét toan kinh phi vé cong tic CCHC nha truong.

5 Trén day la Ké hoach thyc hién cai cach hanh chinh ndm 2025 cua Truong
PTDTNT THCS&THPT Thanh Phu./.

Noi nhgn:

- S GD&DT( phong TCCB);
- Cic t6 CM;

- Website tnrong;

- Luu: VT.
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III. PHAN CONG CU THE CAC NHIEM VU VA TRIEN KHAI THU'C HIEN CCHC NAM 2025

Nhiém vu | Nhiém vu cu thé San phém Pon vi chii tri Pon vi phdi | Thoi gian
chung hop thuc hién
1- Ban hanh ké hoach CCHC nam 2025 Ké hoach CCHC niam Lanh dao truong Cac ca nhan | Trong nam
2025. va bé phan | 2025
c6 lién quan
2. Thuc hién day du cac bao cdo CCHC theo Bao cdao CCHC 6 thang, | Cac bd phéan duogc
quy dinh. BC ndm phén cong
3. Xay dung ké hoach tuyén truyén CCHC nam | - KH tuyén truyén Trong nam
2022 va tang cuong cong tac tuyén truyén, tdip | CCHC nam 2025 Chechniian 2025
Céng tac | huin cho van phong, cac té trudéng chuyén mén | _ - cC.VC. nhan vié va bo-hGR
chi dao, | valanh dao cic doan lhe‘ CB.GV,NV dé hiéu vin 1;h6r;g th’ulclz :iré: 1<:gt Lanh dao truong 6 i énpq{lan
diéu hanh dl}lng,’hiél:l\ dﬁACCHC’ nhz'{rAn nﬁn'g cao nAhan t'hl'IC cong tac St
cua can bd, cong chirc, vién chirc vé cong tac
CCHC trong toan truong.
4. Tang cuodng kiém tra ndi bd cong tac CCHC Thyc hién nghiém tac Trong nam
doi véi van phong nha trudong, cac té6 chuyén cong tac ki€m tra ndi bo; 2025
mon, cac bo phe,‘l_n chuc nang va CB,QV,NV; H() so ki€ém tra ndi bo
dua ndi dung ki€ém tra CCHC vao ké hoach day du, chat ché.
kiém tra ndi bo nha trudong.
5. Tang cudng cong tac tuyén truyén, pho bién | _ Quy ché lam viéc trong Todn the
chu truong chinh sach ciia Pang, phap luat nha | nha trudng- Ol the Trong nim
Cilichich HUGC,.C{U}’ dinh cua nganh, ndi quy cua co quan | - Ngi quy ctia nha Lanh dao truong .:Ilen ¢ }Llr 4 2025
thé ché don vi cho CB-GV-NV, hoc sinh va cha me¢ hoc | truomg trO{lg .
sink:. - Céc VB chi dao HERR
6. Ddi méi, nang cao hiéu lyuc, hiéu qua cong - Céc ké hoach trong nha | Lanh dao trudng Toan thé Trong ndm
tac xay dung van ban chi dao, di€u hanh, ké trudng Bi thu chi bd. vién chuc 2025
6
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hoach trién khai thue hién chi dao ctia cap trén. | - Cac vin ban di cu thé trong nha
Chu trong ban hanh céac van ban cu thé hoa co hoéa chinh sach cua Pang truong
ché, chinh sach cia Pang va nha nudc nhim va nha nudc.
diy manh cai cach hanh chinh, nang cao hiéu
qua quan ly va chi dao c6ng tac chuyén mon.
7. Sap xep quan ly, luu trir van ban di, dén " ,S . h.m v.a . P . fi e Trongmamn
van ban di-dén déu luu g hA 2025
khoa hoc ding quy dinh, Niém yét, cong khai dhyidin, il o Cac ca nhan
day du, kip thoi TTHC tai co quan va tai trang 7 NI Cip nhat Vin phong va bd phan
Website ciia nha truong SRR L . co lién quan
thong tin trén trang web
nha trudng.
8. Xay dung va cong khai quy trinh, thoi gian |~ Ié? EO@CE_I%?AV“?%, g(;ggg nam
giai quyét cdc thu wc hanh chinh. Phén cong = RIOREHS SOREa0
CB-GV-NV phu trach bé tri co s vat chét hd} } =P 1con‘g dapA n
phuc vu giai quyét cac thi tuc hanh chinh thuoc | ; ?lenA pan FAmryigE, o160
pham vi trach nhiém ciia nha truong. Dam bao | anhéihop.
thosi gian, hiéu qua giai quyét thu tuc hanh - S0 theo gié lich tiep
3 _ | chinh. _dan.
Cai cach thu i i
tuc hanh 9. Niém yet cong khai dia chi tiép nhén phan - Bang niém yét Ba cong - Cong doan
chinh anh, ki€n nghi cua ca phén, t0 chirc. Phén cdng | khai; Bang théng bao - Lanh dao truong nha truong,
can bd va cong khai s6 dién thoai cua can b lich tiép ban... - T6 van phong Poan thanh
chiu trach nhiém tiép nhan, g1a1 quyet phan énh, nién
kién nghj lién quan dén viéc giai quyét céc thi
tuc hanh chinh cua cac by phan chic nang trong
nha truéng.
10. Co glal phap nang cao chét lugong hoéi hop;
giam giay to hanh chinh khéng can thiét; nang
cao ky luét, ky cuong hanh chinh.
11. Thuc hién viéc tiép dan, xir Iy phan anh,
7
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kién nghi cua ca nhan, to chirc vé thu tuc hanh
ckinh theo quy dinh; d&y manh cong tac kiém
tra, gidm sat viéc thuc hién thu tuc hanh chinh
tai don vi.
Cai cach t6 | 12. Xay dung quy ché lam viéc, trong d6 phan | - Quy ché lam viéc cta
chite bg cong cong tac rd rang cho céc thanh vién trong nha | nha truong. Céc ca nhan
may nha truong. - N6i quy nha truong. va b6 phdn | Trong nam
trromg 13. Xay dung ndi quy trong nha trudong. - Quy ché phéi hop gitra | Lanh dao truong c6 lién quan | 2025
14. Thuong xuyén ra soat, diéu chinh chirc nha truong va cong
ning, nhiém vu nha trudng, cac td chuyén mon, | doan.
cac by phan chirc nang trong nha truong. Xay
dung quy ché phdi hop giira nha truomg véi td
chirc Cong doan.
15. Xay dung quy tic img xir cia CB-GV-NV,
thuc hién nép séng van hoéa, van minh noi cong
S0.
16. Thuc hién nghiém luét can bg, cong chirc, - 100 % CB,GV, NV
vién chirc; Luét gido duc. trong nha truong khong
vi pham luat can bd,
cong chirc, vién chirc;
Cii céch ) L . L Lué} giao duc.
cong vu 1. ‘Xay dung va trién khai ké hoach bgl du’qng - K& hoach BDTX o §
: thuong xuyén doi véi can bd quan ly, gido vién Cac ca nhan | Trong nam
- Xy dung va ra soat quy hoach dgi ngii can b Lanh dao truong va by phan | 2025
quan ly, can b td chuyén mon va cac doan thé. | - Ké hoach phat trién ¢6 lién quan
- Tiép tuc thuc hién D¢ 4n tinh gian bién ché cua nha truong.
theo Nghi dinh 108/2014 /ND-CP ngay - QP td trudng, té phé td
20/11/2014 cia Chinh phii, nhim bao dam co } CM, VP
8
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cau hop ly va hiéu qua vé doi ngii trong nha
truong.

18. Thuc hién danh gia can bg, cong chuc, vién
chirc; danh gia chuan nghé nghiép CBQL, gido
vién theo quy dinh hién hanh, dam bao chinh
xac, khach quan, dung quy trinh, theo cac ti€u
chi cu thé, gan véi chit luong, higu qua cong
viée, trong 36 dé cao viée thuc hién tét cong tac
CCHC, c6 tac dung dong vién doi ngili can bd,
cdng chire, vién chirc nd luc phan dau hoan
thanh t6t nhiém vu dugc giao, phat huy uu
diém, khic phuc ton tai han ché.

19. Phan cong chuyén mon va cong tac ki€ém
nhiém cho gido vién, nhan vién hop ly, dam bao
cong bing, dan chi, phuc vu muc tiéu ning cao
chat luong giao duc va hoat dong nha truong.
Can bd quan ly tham gia giang day dung quy
dinh.

20. Tang cuong ky cuong, ky luat hanh chinh,
chén chinh 1& 16i lam viéc, niang cao y thirc
trach nhiém, nang cao hiéu qua sir dung thoi
gian lam viéc trong co quan gin véi "Hoc tap
va lam theo tim guong dao dirc H6 Chi Minh.

21. Ra soat va hean chinh B¢ an vij tri viéc lam

22. Thyc hién dang quy trinh, thdm quyén_
tuyén dung, ky két hop dong lao dong ( néu co
tuyén dung mdi).

- Két qua dénh gia cong
chirc, vién chirc.

- Két qua danh gia chuin

CBQL, giao vién, danh
gia nhan vién
- H6 so Thi dua

- Phéan c6ng nhiém vu
cho can by, gido vién,
nhan vién dau nam hoc;
hang thiang

- Quy ché dan chu...
-Péan VTVL

-Béo cao két qua thuc
hién,

Hiéu truong

Hiéu truéong
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Hiéu truong

23. Tang cudng cong tac kiém tra ndi bo viéc - Ho so kiém tra ndi bo Ban TTND | Trong nim
quan ly, str dung tai chinh, tai san; viéc thu, chi Lanh dao truong - Cong doan | 2025
trong nha truong. ) trudong
24. Tang cudig thyc hanh tiét kiém, chong - Quyét dinh, ké hoach Ban TTND | Trong nam
lang phi theo Chi thi s6 21-CT/TW ngay phong chong tham - Cong doan | 2025

Cii cach 21/12/2012 cia Ban Bi thu Trung vong Dang nhiing. truong

tai chinh va Chi thi s6 30/CT-TTg ngay 26/11/2012 cua

” Thua tuéng Chinh phu.
cong : ) )
25.Béo cdo két qua thue hién co ché tur chu; bao | -Bao cao két qua thuc - Lanh dao truong Trong ndm
cao tinh hinh thanh tra, ki€ém toan. hién co ché tu chu caa va ké toan 2025
don vi theo quy dinh.
26.Xay dung va cdp nhat va xay dung quy ché |[-Quy cl)é' chi tiéu nfi b9, | - Lanh dao truong - Vién chirc | Trong ndm
chi tiéu ndi bd, quy ché quan ly sir dung tai san | quy ché quan ly sir dung | va ké toan va nguoi lao | 2025
cong. tai san cong. dong.
27. Trén 90% can bé, gido vién thudng xuyén lgf,é“_b‘f” %iéoc;’ié“ ci | Ban gidm hicu(Hi¢u g(r)gfslg i
irng dung cong nghé thong tin trong quan ly, amnang ung dung tot ‘r“‘f"g). "
.z CNTTET. - B phan chuyén
giang day. " 3 3
mon nha trudong.

Xay dung .

.\;a pha’t. 28.Thuc hién ké hoach chuyén 48i s6 , béo céo’ -I‘(é l'loac'h chl;lyén~d01 sO C’é rﬁu;‘m va bd phan . | T6 CNTT Trong nim
trlex!\ Ch!{lh két qua chuyén dbi sb. vibao cdo két qua thuc | co lién quan 2025
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