. BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPAI HQC SU PHAM KY THUAT Pjc lap — Ty do — Hanh phiic
THANH PHO HO CHI MINH

Sé: /> /HD-PHSPKT

Tp. Ho Chi Minh, ngay 19 thdang 01 ndm 2015

HUONG DAN
TRIEN KHAI HE THONG PANH GIA NANG LUC THUC HIEN — KPIs
VA HE THONG TAC NGHIEP PIEN TU E-OFFICE

Sau dot tép huin Hé thdng dénh gid ning lyc thuc hién - KPIs (tur
25/12/2014 dén 30/12/2014), Ban Gidm hi¢u huéng dan céc don vi ti€p tuc thuc
hién céc ndi dung sau day:

1. Thoéng tin chung

e Tai lidu 4p dung trién khai KPIs: Hé théng dénh gid ning luc thuc
hién - KPIs 4p dung tai Trudong Pai hoc Su pham K§ thuat Tp. Ho
Chi Minh ban hanh kém theo Quyét dinh sé 1127/DHSPKT ngay
22/12/2014;

e Phin mém Hé théng tac nghi€p dién tir e-Office (website ndi bd);

e Dbi tuong ap dung: Can by, vién chuc trong toan truong (trr lao
dong hop dong cong nhat) chia thanh 2 nhém doi tugng va moi
nhém doi tugng dp dung mot hinh thirc danh gié sau day:

- Khéi giang day: Ap dung Hé thdng danh gia ning luc thuc hién -
KPIs;

- Khéi hanh chinh: Ap dung Hé théng tac nghiép dién tir e-Office.
e Mbi don vj trong trudng phan cdng 01 1anh dao cua don vi phu trach
Hé thong danh gid nang lyc thuc hién - KPIs va Hé thong tdc nghiép
dién tur e-Office.
2. Ve thoi gian ap dung
2.1. Péi véi He thong KPIs
Thoi gian 4p dyng KPIs tir Hoc ky 2, nam hoc 2014-2015: Bat dau tur
01/02/2015 dén het 31/08/2015.
Céc mbc thoi gian cu thé:

e Lap biéu mAu ké hoach: Cac don vi khéi giang day 1ap biéu ké hoach
hoc ky; cac ca nhan giadng vién lap biéu ké hoach hoc ky. Viéc lap
cac biéu ké hoach cua don vi va ca nhan hoan thanh truéc ngay



05/02/2015; cip trén phé duyét bidu ké hoach xong trudc ngay
07/02/2015;
e Lap biéu miu danh gia: Cac don vi khéi giang day, c4 nhan giang

vién 1ap biéu dénh gia hoc ky hoan thanh truée ngay 05/09/2015; cap
trén phé duyét biéu mau danh gia xong trudc ngay 07/09/2015.

Ghi chu: Vao ngay 08 hang thang, Phong T6 chitc — Cdn by hoan tat viéc
nhdan biéu mau KPIs cua cdc don vi, cd nhdn trong truong.
2.2. P6i véi Hé thong e-Office
: Thoi gian ap dung e-Office tir Hoc ky 2, nam hoc 2014-2015; ké hoach
trién khai cu the giao cho Phong Hanh chinh - Tong hop dé xuat trinh Ban Gidm
hi¢u phé duyét.

3. Vé danh gia KPIs ciia don vi va c4 nhan khdi giang day

Léanh dao cac Khoa, Trung tdm (c6 quan ly giang vién), BO mdn; cé nhén
giang vién lap piéu ké hoach cua Hoc ky 2 trén co s MTCL cua do13 vi nam hoc
2014-2015; cuoi hoc ky 1ap bicu danh gia tuong trng v§i cac bi€éu mau trong Phu
luc cua Tai li€u KPIs.

Ghj chiu: Vi_efc trién khai thuc hién danh gia nang luc CBVC theo KPlIs
duwoc tien hanh dong thoi voi viéc binh xét thi dua dinh ky theo quy dinh hién

hanh. Trong hoc ky nay chi dp dung KPIs dé xét thi dua, khen thuong; chiea tdc
dong dén tién lwong ting thém va phu cap trdch nhiém ciia Nha truong.

4. Ve danh gia cong viéc trén e-Office cia don vi va ca nhan khoi hanh
chinh

Trén hé thong e-Office s€ ti€n hanh giao va ki€ém sodt cdng viéc qua cac
van ban dién tir.

e Ban Giam hi€u giao cong viéc cho céc don vi;

e Trudng cac don vi giao cdng viéc cho nhan vién;

e Phan hoi két qué cong viée tir don vi va nhan vién dén céc dia chi lién

quan;

e Phong Hanh chinh - Téng hop bao c4o hang thang cho Ban Giam hi¢u
tinh hinh str dung e-Office thong qua Phong T6 chire - Cén bg.

Cudi hoc ky, Phong T chirc - Can b téng hop két qua danh gia e-Office.

5. Tb chirc thwe hién

e Phong T chuc - Can bd: Chu tri xay dung ké hoach, tb chirc trién khai,
quéan ly bidu miu va két qua danh gia Hé théng danh gia nang luc thuc
hién CBVC theo KPIs, tiép nhan va d& xuit xir Iy cac y kién phan hdi
lién quan ciia CBVC; quan ly két qua danh gia e-Office.




e Phong Hanh chinh - Téng hop: Phdi hop v6i Trung tdm Théng tin -
mdy tinh va PSC tép huin cho cac Truéng/ph6 don vi va nhan vién
khoi hanh chinh vé Heé thong tac nghiép dién tir e-Office; soan thao quy
dinh vé st dung e-Office d€ trinh Ban Gidm hi¢u phé duyét ban hanh,
tiép nhan va d& xuét xr Iy cac y kién phan hdi lién quan cia CBVC;

e Céic Phong/Ban khac: Phéi hop, cung cip céc sb liéu v& quan ly, dao
tao, NCKH, tai chin}l, ... theo hoc ky va nam hoc cho céic don vi lién
quan trong trudng dé danh gia KPIs, e-Office dinh ky;

e Ban chi dao trién khai KPIs, e- -Office: Tu vén, hd trg, hudng dan bd
sung, diéu chinh tai liéu, phan mém KPIs, e-Office; dé xuét té chirc tap
huin bd sung cho CBVC (néu c6).

Pé c6 thé 4p dung Hé thdéng danh gia nang lyc thyc hién - KPIs va He
thong tac nghi¢p dién tir e-Office trong trudng hid¢u qua theo muc ti€u va tién do
dé ra, Ban Giam hiéu d& nghi céc trudng don vi nghiém tuc trién khai noi dung
huéng din nay. Trong qua trinh thyc hién, néu c6 vuéng méc phai phén anh kip
thdi dén Phong T chirc — Cén bd dé bao cdo Ban Giam hiéu cho y kién chi dao
thuc hién.

Noi nhin:

- Cdc dom vi trong truong; TRUCING
- Dang website ngi bo; DAIHOC SU ) }/
-Lu’u HCTH ;:KD\ K\ FRTLY ;
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