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A. NHifNG VAN DE CHUNG VE CHUONG TRiNH 

l. DOl TUQNG BOI DUONG 

Chu tjch, Pho Chu tjch Oy ban nhan dan xii, phuOng, thi tr~n (sau day gQi 
chung la c~p xii). 

II. M\1C TIEU BOI DUONG 

1. Myc tieu chung 

Trang bj, c~p nh~t ki~n thuc, ky nang quan ly hanh chinh, quan Iy kinh tE 
- xii h9i cho Chu tich, Ph6 Chu tich Oy ban nhan dan c~p xii, dap Ung yell c~u 
phat tri~n kinh t~ - xii h9i a dia phuong; Nang cao ky nang, nghi~p vv cang tac 
va kha nang giai quy~t, xu' Iy cac tlnh hu6ng phat sinh trong quan Iy hanh chinh, 
quan ly kinh t~ - xii h9i Cr dia phu·ang. 

2. M yc tieu cy th~ 

a) Trang bj va c~p nh~t cho Chu tjch, Ph6 Chu tich Oy ban nhan dan cAp 
xii nhiIng ki~n thlrc chung v~ nhi~m vv quy~n h?n cua Chu tjch, Ph6 Chu tich 
UBND c~p xii va quan ly nha nuCrc v~ van h6a, xii h9i cua Oy ban nhan dan cAp 
xii. 

b) B6i duang va ren luy~n cho Chu tich, Ph6 Chu tich UBND c~p X3 

thanh th?o mN s6 ky nang co ban d~ thl:l'c thi t6t nhi~m vv. 

c) Nang cao trach nhi~m phvc vv, cai thi~n mll'C d9 hai long Ctla ngwJi 
dan d6i vCri chinh quy~n c~p xii 

III. CHU'aNG TRiNH BOI DU'ONG 

1. Kh3i IU'Q'ng ki~n thu'C va tho; gian bBi du'o'ng 


a) Kh6i luqng ki~n thlrc 




Chuong trinh gam 07 chuyen dS, 01 chuyen dS bao cao thgc tS, di nghien 
Clm thgc tS adia phuong, bao gam: 

- Ph§.n I: Nhfrng v§n dS chung, gam 02 chuyen dS nhfun cung c~p cho hQc 
vien nhfrng kiSn thuc vS nhi~m V\l, quySn h~ cua Chu tjch, Ph6 Chu tich 
UBND cAp xa va quan ly nha nu&c vS van h6a, xa hQi cua Uy ban nhan dan c~p 
xa. 

- Ph§.n II: Nhfrng ky nang C(J bim, gam 05 chuyen dS phat tri~n kY nang 
thvc thi cong VI}. va 01 chuyen dS bao cao. 

- Ph§.n III: Di nghien Clm thgc tS, huang dfuI va viSt thu ho~ch cU6i kh6a, 
khai giang, bS giang va cAp chUng chi. 

b) Thai gian b6i duang 

T6ng thai gian bai duang la 2 tu§.n (10 ngay lam vi~c), v&i tAng thai lUQ'Ilg 
1a 80 tiSt (10 ngay x 8 tiStlngay), trong d6: 

STT HOftOQog Sa ti~t 

i 

1 Ly thuySt 28 

2 Thao lu~n, th\lc hanh 28 

3 Chuyen dS bao cao 8 

4 
, 

Nghien Clm thvc tS 8 

5 Huang dan viSt thu ho~ch cu6i kh6a 1 • 

6 
, , 

Viet thu ho~ch cuoi khoa 4 

7 
, 

Khai giang, be giang va phat chUng chi 3 

l. I.Tong so 80 

2. cAu truc chuang trinh 

STT Ten chuyen o~ 

sa ti~t 
Ly 

thuySt 

Thao 
lu~th\I'c 

hanh 

. 
'Tong 

PhAn I: Nhfrng vAn o~ chung 8 8 16 

1 
Chuyen dS 1: Nhi~m V\l, quySn h~ 
cua Chu tich, Ph6 Chu tich Uy ban , 
nhan dan cap xa 

4 4 8 
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2 
Chuyen d~ 2: Quan If nha mrac v~ 
van hoa, xii hQi cua Uy ban nhan dan , 
dipxa 

Phin II: Mqt s8 kY nang CO' ban 

Chuyen d~ I: Ky nang xay d\lIlg kS 

3 ho~ch va t6 chuc th\1'c hi~n kS ho~ch 
pllat tri~n kinh tS -xii hQi (y cfip xii 

4 

5 

6 

7 

8 

Chuyen d~ 2: Ky nang quan Iy, di~u 
hanh cong vi~c cua Uy ban nhan dan , 
capxa 

Chuyen d~ 3: Ky nang tiSp cong dan 
va gild quySt khiSu n~i, t6 cao (y cfip 
xii 

Chuyen d~ 4: Ky nang t6 chuc, di~u 
hanh cUQc hQp 

Chuyen d~ 5: Ky nang giai quySt 
tinh hu6ng dQt xufit v~ quan If an 
ninh tr~t t\1', an toan xii hQi (y cfip xii 

Chuyen d~ bao cao 

Phin III: Nghien CUu th\fc ti, khai giang, 
b~ giang, vi~t thu ho~ch cu8i khoa 

9 Nghien cUu th\1'C tS 

10 Khai giang, bS giang, phat chUng chi 

11 Huang d~n viSt thu ho~ch cu8i kh6a 

12 I v'~l",p!t thu ho~ch cu3i kh6a 
X ATong so 

4 4 8 

.... JI 

k'l 24 48 

4 4 8 

4 4 8 

4 4 8 

4 4 8 

4 4 8 

4 4 8 

16 

8 

3 

I 

4 

80 

IV. tiu cAu 1>01 VOl VItc BIEN SO~, GIANG D~Y vA HQC 
TA.P 

1. Bien so~n 

a) Cac chuyen d~ If thuYSt t~p trung c~p nh~t, nang cao nhi.1ng kiSn thuc v~ 
v~ nhi~m V\l, quy~n h~n cua Chu tich, Ph6 Chu tich Uy ban nhan dan cfip xii. 

b) Cac chuyen d~ ky nang bao dam tinh hi~n d~i, c~p nh~t, phu hqp vai 
chuc trach, nhi~m V\l va quy~n h~ cua Chu tich, Ph6 Chu tich Uy ban nhan dan , 
cap xa. 
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c) Cac chuyen dS duqc thiSt kS thea c§.u truc "rna", dS giang vien c~p nh~t, 
cung c§.p cho h9C vien nhfrng nQi dung, kiSn thuc, kY nang hi~n d?i, phu hqp 
thvc tiSn cua dia phuong. 

d) NQi dung chuong trinh khong chBng cheo va trUng l~p· vai cac chuong 
trinh bBi ducmg kiSn thuc quan ly nha nuoc khac. Cac chuyen dS phai duqc b6 
C\lC logic, hai hoa vS m~t kiSn thuc va thm luqng thvc hi~n. 

d) Tai li~u bBi ducmg: Phai co cau hoi gqi y thao 1u~ ho~c bai t~p tinh 
hu6ng va danh m\lc tai 1i~u tham khao sau m6i chuyen dS. 

2) DAi vOi vi~c giing d~y 

a) Giang vien 

- Giang vien giang d?y phai d?t tieu chuftn thea quy dinh t?i Nghi dinh s6 
101l2017/Nf)-CP ngay 01/9/2017 cua Chinh phu vS dao t?O, bBi ducmg can bQ, 
cong chuc, vien chuc, Thong tu s6 0112018/TT-BNV ngay 08/0112018 cua BQ 
wOng BQ NQi V\l hu6'ng d~n mQt 8.6 diSu cua Nghi diM s6 101/2017/Nf)-CP 
ngay 0119/2017 cua Chinh phu vS dao t?O, bBi ducmg can bQ, cong chuc, vien 
chuc, dBng thm co kiSn thuc, nhiSu kinh nghi~m trong quan 1y nha nuoc tren cac 
linh V\l'C; 

- Trinh bay chuyen dS bao cao 1a giang vien ho~c nhfrng nha quan ly, nha 
khoa h9c co nhiSu kinh nghi~m trong quan ly nha nuoc, co kha nang su ph?m, 
dap Ung yeu c~u tieu chudn thea quy dinh t?i Thong tu s6 01/2018/TT-BNV 
ngay 08/0112018 cua BQ truang BQ NQi V\l; 

- Giang vien va giang vien thinh giang ch d~u til nghien CUu tai li~u, c~p 
nh~t cac van ban mm, kiSn thuc moi, ~p hqp cac bai ~p, tinh hu6ng diSn hinh 
trong thvc tiSn dS bao dam giang d?y co ch§.t luqng, sat vai nhi~m V\l, quySn h?O 
cua Chu tich, Pho Chu tich UBND c§.p xa; chudn bi giao an, tai li~u truoc khi 
giang d?y; gioi thi~u tM li~u tham khao phu hqp vm tUng chuyen dS. 

b) Phuong phap va dB dung giang d?y ~ 

- Sir d\lllg phuong phap giang d?y tich cvc, l§.y h9C vien lam trung tam kSt 
hqp vai vi~c sir d\lng cong ngh~ thong tin trong giang d?y; 

- Tang cuang thvc hanh va giai qUYSt tinh hu6ng dS h9C vien cUng h9C t~p, 
ren luy~n, rut ra bai h9C kinh nghi~m sau m6i chuyen dS. Trong thao lu~thvc 
hanh nhom tren lap, giang vi en dong vai tro hu6'ng d~, gqi YdS phat huy kinh 
nghi~m thvc tS va kha nang giai quySt vAn dS cua h9C vien; dinh hu6'ng 'va kiSm 
soat dS nQi dung thao lu~thvc hanh bam sat m\lc tieu h9C t~p; 

- DB dung giang d?y: Bang viSt, bang gi§.y, but viSt, may chiSu, gi§.y A4, 
AO ... va phong h9C thich hqp cho thao 1u~thvc hanh nhom; 

- Phuong phap danh gia: Quan sat trvc tiSp, hoi dap, kiSm tra nhom, dUng 
bang hoi. 
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c) S6 Im;m.g hQc vien 

can cu vao tinh hinh th\lC t@, cac co sa dao t~o, b6i dUOng b6 tri s6 IUQ'Ilg 
hQc vieniiOp hqp Iy d~ phil hqp vOi vi~c sir d\lng phuong phap giang d~y ctia 
chuong trinh. 

3. D8i vo; vi~c hQc tip cua hQc vien 


a) Tham gia hQc t~p d~y dti thai gian ctia chuong trinh thee quy dinh; 


b) Chti dQng trong hQc t~p d~ nb b~t ki@n' thuc co bim v@ quan ly hanh 
chinh nha nu6c, cac kY nang Hinh d~o, quan Iy; nghien cUu tru6c tai li~u hQc t~p 
(tai li~u b6i duang Chti tich, Ph6 chti tich UBND c§.p xa la b~t bUQc; ngoai ra 
con c6 tai li~u tham khao khac, phil hqp v6i nQi dung chuyen de); 

c) Chu§n bi cau hoi, bai t~p tinh hu6ng va tich C\lC tham gia thilO lu~th\lc 
hanh, rut ra bai hQc kinh nghi~m . 

V. tiu cAu DOl VOl VI¥C TRiNH BAy CHUYEN DE BAo cAo 
1. Chu§n bi chuyen dS bao cao 

- Cac chuyen d@ bao cao phai dugc chu§n bi phil hqp v6i d6i tuQ'Ilg hQc 
vien la Chu tich, Ph6 Chti tich Uy ban nhan dan c~p xa; trinh bay thee nQi dung 
ctia ph~ hQc, k@t hqp trinh bay ly thuy@t g~ vOi th\lC tiSn quan Iy nha nu6c; 

- Can cu vao tinh hinh th\lc t@ ctia dia phuong, cac co sa dao t~o, b6i dUOng 
ti@n hanh trao d6i, th6ng nh~t vOi l6p h9C ngay tir d~u kh6a hQc d~ I\la chQn, 
chu§n bi chuyen d@ bao cao, bao dam phil hqp. 

2. Bao cao chuyen d@ 

Chuyen d@ bao cao dugc thi@t k@ thee hinh thuc t9a dam, c6 ph~ trinh bay 
chung, phfuI trao d6i - thao lu~, phfuI t6m cit, k@t lu~ nQi dung va rut ra nhUng 
bai hQc kinh nghi~m. 

VI. DA.:NH GJA HQC T~ 

1. Danh gia y thuc hQc t~p ctia hQc vien thee quy ch@ hQc t~p ctia co sa dao 
t~o, b6i duOng. HQc vien tham gia t6i thi~u 80% thai gian chuong trinh. 

2. Danh gia chung cho kh6a hQc thong qua bai vi@t thu ho~ch cu6i kh6a ctia 
hQc vien, chb thee thang di~m 10. Truang hqp, diSm ctia bai thu ho~ch cu6i 
kh6a (ch~m l~ 1) du6i 5 di~m thi hQc vien vi@t I~i bai thu ho~ch. 

3. Vi~c hQc l~i cua h9C vien 

a) Nghi tren 20% thai gian chuong trinh: HQC vien hQc l~i ph~ thai gian 
nghi. 

b) HQC vien h9C 1~ toan bQ chuong trinh 

- Di~m cua bai thu ho~ch cu6i kh6a (chb 1~ 2) du6i 5 diSm; 
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- Vi ph~m quy ch~, nQi quy hQc t~p cua co so dao t~o, b6i duang va cac 
quy dinh cua phap lu~t vS b6i duang can bQ, cong chuc, vien chuc d~n muc pha.i 
kYlu~t. 

4. X~p lo~i 


- Gioi: Tu 9,0 - 10 di~m. 


- Kha: 7,0 - 8,9 di~m. 


- Trung binh: 5,0 - 6,9 di~m. 


- Khong d~t: Duai 5,0 di~m. 


B. NQI DUNG CHUONG TRiNH 

Ph§n I 


NHUNG vAN DE CHUNG 


Chuyen c1~ 1 


NHIE:M VV, QUYEN ~ ClJA 


COO TJCH, PHO cHiJ TJCH iJy BAN NIlAN DAN cAP xA 


- Thai lugng: 08 ti~t 
- Ly thuy~t: 04 ti~t 
- Tha.o lu~, th\lC hanh: 04 ti~t. 

I.MUCDICH. 
Cung c~p cho ngum hQc co so ly lu~ vS Uy ban nhan dan c~p xa; nhi~m 

V\l, quySn h~ cua Chu tich, Pho Chu tjch Uy ban nhan dan c~p xa; ph~m vi, 

tnich nhi~m giai quy~t cong vi~c duqc phan congo Qua do, gop ph§n nang cao 

nh~ thuc vS vai tro, trach nhi~m cua Chu tich, Pho Chu tich Uy ban nhan dan 

c~p xa trong th\lC hi~n nhi~m V\1 duqc giao. 
" >.II. YEUCAU 

Sau khi hQc xong chuyen dS ngum hQc co th~: 

- Nh~ thuc dUng d~ vS vi tri phap ly, co c~u t6 chuc cua Uy ban nhan 

dan c~pxa. 
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:: 

- Phan bi~t dUQ'e nhi~m V\l, quySn h!;Ul ella Uy ban nhan dan xli, Uy ban 

nhan dan phuOng, Uy ban nhan dan thi tdn. 

- Nh~ thue dUQ'e nhi~m V\l, quySn h!;Ul eua Chu tieh, Ph6 Chu tjeh Uy ban 

nhan dan e§p xli. 

-Nb r5 ph~m vi, tnleh nhi~m giai quy@t eong vi~e eua Chu tieh, Ph6 Chu 

tieh Uy ban nhan dan e§p xa. 

III. NOI DUNG . 
1. Nhfrng van d~ ehung v~ Uy ban nhan dan eap xi 


a) Vi tri phap ly, ea e§u t6 ehue eua Uy ban nhan dan e§p xli 


b ) Nhi~m V\l, quySn h!;Ul eua Uy ban nhan dan xli 


e) Nhi~m V\l, quySn h~n eua Uy ban nhan tlan phuOng 


d) Nhi~m V\l, quySn h~n eua Uy ban nhan dan thi tr§n 


2. Nhi~m vl}, quy~n h~n eiia Chii tjeh Uy ban nhan dan eap xi 

a)Nhi~m V\l, quyen h~n eua Chu tieh Uy ban nhan dan xli 

b)Nhi~m V\l, quyen h!;Ul eua Chu tieh Uy ban nhan dan phuOng 

e)Nhi~m V\l, quyen h~n eua Chu tieh Uy han nhan dan thi tr§n 

3. Nhi~m vl}, quy~n h~n eiia Ph6 Chii tjeh Uy ban nhan dan eap xi 

a) Nhi~m V\l, quyen h!;Ul eua Ph6 Chu tieh Uy ban nhan dan xa 

b) Nhi~m V\l, quyen h~n eua Ph6 Chu tieh Uy ban nhan dan phuOng 

e) Nhi~m V\l, quyen h~n eua Ph6 Chu tieh Uy ban nhan dan thi tr§n 

4. Ph~m vi, traeh nhi~m giii quy~t eong vi~e eiia Chii tjeh, Ph6 Chii 
tieh Uy ban nhan dan eap xi 

a) Ph~m vi, traeh nhi~m giai quy8t eong vi~e eua Chu tieh Uy ban nhan 

dan e§p xli 

b) Ph~ vi, traeh nhi~m giai quy8t eong vi~e eua Ph6 Chu tjeh Uy ban 

nh§n dan e§p xli 
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Chuyen d~ 2 


QUAN LY NHA NUOC 

)" ...... , ., .... ? ~ A A JC _ 

VE VAN HOA, XA HQI CUA UY BAN NHAN DAN CAP XA 

- Thai IUQ1lg: 08 tiSt 
- L9 thuySt: 04 tiSt 

- Thao lu~n, th\Ic hanh: 04 tiSt. 

I. MVCniCH 

Cung c~p cho nguai hQc kiSn thuc 19 1u~ vS quan 19 nha nuac vS van hoa, 
xa hQi. Giup nguai hQc nh~ thuc ra S\l cfuI thi~t Clla cong tac quan 19 nha nuac 
vS van hoa, xa hQi. Tir do, nang cao hi~u It;rc, hi~lLqua cong tac quan 19" nha 
nuac vS van hoa, xa hQi adia phuong. 

A .. 

II. YEUCAU 


Sau khi hQc xong hQc vien nb dugc: 


- Nhiing v~ dS chung vS cong tac van hoa, xa hQi va nQi dung quan 19 van 
hoa, xa hQi ac~p xa. 

- Quan 19 cong tac y tS, giao d\lc ac~p xa. 

- Cong tac bao trg xa hQi clla Uy ban nhan dan c~p xa. 

III. N(n DUNG 

1. Cong tac van hoa - thong tin 


a) Nhi~m Vl} cong tac van hoa - thong tin 


b) NQi dung quan 19" nha nuacvS cong tac van hoa - thong tin 

2. Cong tac y t~, giao dyc 


a) Nhi~m Vl} clla cong tac y tS, giao d\lc 


b) NQi dung quan 19 nha nuac vS y tS ac~p xa 

c) NQi dung qmin 19 nha nuac vS giao d\lc ac~p xa 

3. Cong tac bao trq xii hqi 


a) f)6i tUQ1lg clla cong tac bao trg xa hQi 


b) Nhi~m Vl} clla Uy ban nhan dan c~p xa trong quan 19 va th\lC hi~n cong 
roc bao trg xa hQi 
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PhAn II 

MQT s6 KY NANG CO BAN 


Chuyen o~3 


KYNANGxAYDVNGVATOCHUC 


THl/C HI~~N KIt HO~CH pIlAT TRIEN KINH TE - xA HQI 0 cAP xA 


- Thai lugng: 08 ti~t 
-Ly thuy~t: 04 ti~t 
- Thao lu~n, thgc hanh: 04 ti~t. 

I. MVCDICH 

Cung cAp cho nguai hQc C(1 sa ly lu~ ve xay dgng k~ ho~ch phat trien kinh 

t~ - xii hQi va nhUng ky nang C(1 ban trong xay dgng va t6 chuc thgC hi~n k~ 
ho~ch phat trien kinh t~ xii hQi. Til do, gop ph§n nang cao chAt lugng trong xay 

dgng va t6 chuc thgc hi~n k~ ho~ch phat trien kinh t~ - xii hQi t~i dia phuong 

" " II. YEUCAU 


Sau khi hQc xong, nguai hQc nb duQ'c: 


- Can CU, m\lc tieu, nhi~m V\l xay dgng k~ ho~ch phat trien kinh t8 - xii hQi. 


- Ky nang xay dgng va ky nang t6 chuc thgc hi~n k~ ho~ch phat trien kinh 


t~ - xii hQi aclip xii. 

- Trach nhi~m cua Uy ban nhan dan clip xii trong xay dgng va t6 chuc thgc 

hi~n k~ ho~ch phat trien kinh t~ - xii hQi 'a dja phucrng. 

III. NQI DUNG 

1. Ky nang xay d1}'ng k~ hO\lch phat tri~n kinh t~ - xii hQi It cAp xii 

a) Xac diM can clI, m\lC tieu, nhi~m V\l cua k~ ho~ch phat triSn kinh t~ - xii 

hQi 

b) Xay dgng l<:8 ho~ch phat trien kinh t~ - xii hQi 

c) Thfun dinh va phe duy~t k~ ho~ch phat triSn kinh t8 ~ xii hQi 

2. Ky nang ta chu-c th1}'c hi~n k~ hO\lch phat tri~n kinh t~ - xii hQi It cAp 

a)Xac dinh ngu6n 19c thgc hi~n k8 ho~ch 
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b )Phan cong nhi~m VI,l C\l thS d6i vai ca nhan, t6 chuc 

c) KiSm tra, danh gia vi~c th\lc hi~n kS ho~ch 

3. Tnich nhi~m cua Dy ban nhan dan cftp xii trong xay d\fng va tA 
chifc th\fc hi~n kS ho~ch phat tri~n kinh tS - xii hQi« dja phuang 

a) Trach nhi~m cua Dy ban nhan dan cAp xa trong xay d\ffig kS ho~ch phat 

triSn kinh tS - xa hQi 

b) Trach nhi~m Clla Dy ban nhan dan c~p xa trong t6 chuc th\lc hi~n kS 

ho~ch phat triSn kinh tS - xa hQi 

Chuyen d~ 4 


KY NANG QuAN LV, BrtU H.ANH CONG VItC 

." ? A" X _ 

CUA UY BAN NHAN DAN CAP XA 

- Tho; 1ugng: 08 tiSt 

- Ly thuySt: 04 tiSt 

- Thao lu~, th\lc hanh: 04 tiSt. 

I. MVCBICH 

Trang bi cho nguai hQc nhiing kY nang co ban trong quan 1y, diSu hanh 

cong vi~c Clla Dy ban nhan dan cAp xa. Tu d6, g6p phdn nang cao hi~u qua co 

chS ph6i hgp, co chS danh gia va giai quySt cong vi~c nQi bQ Clla Uy ban nhan 

dan cApxa. 
A " 

II. YEUCAU 

Sau khi hQc xong chuyen dS, nguo; hQc nfun dugc: 

- Ky nang trong xay d\lllg va ban hanh Quy chS lam vi~c, chS dQ bao cao 

cong mc trong ho~t dQng cua Dy ban nhan dan cAp xa. 

- Co chS ph6i hgp, co chS kiSm tra, danh gia, thi dua, khen thuang trong 

ho~t dQng Clla Dy ban nhan dan cAp xa. 

m.NQIDUNG 

1. Ky nang quan ly cong vi~c coa Dy ban nhan dan cftp xii 
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a) Xay d\ffig va ban hanh Quy chS lam vi~c 

b) T3 chuc huang dfut th\lc hi~n va chS de) bao cao cong tac 

2. Ky nang diSu hanh eong vi~e eua Dy ban nhan dan eip xii 

a) Ky nang ph6i hgp trong th\lc hi~n nhi~m V\l cua Uy ban nhan dan clip xa 

b) Xay d\ffig chuong trinh, kS ho~ch va lich lam vi~c 

c) Thanh tra, kiSm tra, danh gia vi~c th\lc hi~n nhi~m V\l cua thanh vien Uy 

ban nhan dan clip xa va cac cong chuc chuyen mon 

d) Thi dua, khen thuOng, kY lu~t can be), cong chuc 

Chuycn c.lS 5 


KY NANG TrEP CONG DAN 


vA GIAI QUYET KHIEu N~I, TO CAO (J cAp xA 


- ThOi lugng: 08 tiSt 

-Ly thuYSt: 04 tiSt 

- Thao lu~, th\lc hanh: 04 tiSt. 

I. MVCBicH 


Trang bi cho nguOi hQc nhUng kiSn thuc, ky nang co ban vS tiSp cong dan, 


giai quySt khiSu n~i, t6 cao cua cong dan. Til do, nang cao hi~u qua trong vi~c 
thl;rc hi~n nhi~m V\l nay & dia phuong. 

II. YEUCAu 
Sau khi hQc xong chuyen dS nay nguai hQc nfun duqc: 

- Khai ni~m, m\lc dich, y nghia, vai tro cua vi~c tiSp cong dan, giai quySt 

khiSu n~, t6 cao cua cong dan. 

- Ky nang tiSp cong dan, gild quySt khiSu n~i, t6 cao cua cong dan . 

... v~ d\lng co hi~u qua cac kY nang trong th\lC hi~n nhi~m V\l nay t~i dia 

phuong. 

III. N(n DUNG 
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1. Ky nang ti~p cong dan 


a) Khaj ni~m, m\le dfeh, y nghia ella vi~e tiSp eong dan 


- Khai ni~m tiSp eong dan; 


- M\le dfeh ella tiSp eong dan; 


-Ynghia eua vi~e tiSp eong dan. 


b) Nbfmg kY nang dn thiSt trong ho~t d¢ng tiSp eong dan 


- Ky nang t6 ehue ho~t d¢ng tiSp eong dan; 


- Ky nang giao tiSp trong ho~t dQng tiSp eong dan; 


- Ky nang thu th~p va xu ly thong tin trong ho~t d¢ng tiSp eong dan. 


2. Ky nang giiii quy~t khi~u n~i 


a) Khai ni~in, d~e diSm, vai tra ella vi~e gild quySt khlSu n~i 


- Khai ni~m khiSu n~i; 


- D~e diSm ella khiSu n~i; 


- Vai tra ella gHii quySt khiSu n~i; 


b) Ky nang giAi quySt khiSu n~i 


- TiSp nh~, th\l ly don khiSu n~i; 


- Th\le hi~ giAi quySt khiSu n~J.i. 


3. Ky nang giiii quy~t tA cao 


a) Khai ni~m, d~e diSm, vai tro ella vi~e giAi quySt t6 eao 


- Khai ni~m t6 eao; 


- D~e diSm ella t6 eao; 


- Vai tra ella giAi quySt t6 eao. 


b) Ky nang giAi quySt t6 eao 


- TiSp nh~, th\lly don t6 eao; 


- Th\le hi~n giAi quySt t6 eao. 
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Chuyen c:1~ 6 


KY NANG TO CHUC, DIEU IIANH cuOC HQP 

.,. ., "'" ~ N

CUA UY BAN NHAN DAN CAP XA 

- Thai lugng: 08 tiSt 
-Ly thuySt: 04 tiSt 
- Thao 1$, th\lc hanh: 04 tiSt. 

I. MUCDiCH. 
Cung c~P cho ngum hQc kiSn thilc va nhiing ky nang co ban trong t6 chilc, 

di8u hanh cUQc hQP. Til do, gop phfut nang cao ch~t lugng cUQc hQp cua Uy ban 
nhan dan c~P xii. 

" " II. YEUCAU 


Sau khi hQc xong chuyen d8, ngum hQc nb duQ'c: 


- Khai ni~m, vai tro, phan lo~i cac cUQc hQp. 


- MQt s6 k:Y nang trong t6 chilc, di8u hanh cUQc hQP. 


III. NOI DUNG 

1. Khai quat chung v~ ho~t c:1Qng hQp 


a) Khai ni~m, vai tro Clla hOf;lt dQng hQp 


b) Phan lo~i cUQc hQp va tinh ch~t cac cUQc hQp 


c) Nguyen t~c t6 chuc cUQc hQp , 


2. Ky nang tA chuc, c:1i~u hanh cUQc hQp cua Uy ban nhan dan cap xii 

a) Cong tac chufut bi cUQc hQp 

b) Bi8u hanh'cuQc hQp 

c) Xu ly mgt sa tinh huang thuang g~p trong diSu hanh cUQc hQp 

3. Trach nhi~m cua Chu tich UBND cap xii trong tA chuc va c:li~u hanh 

cUQc hQp 

. a) Xac dinh ro m\lC dich, nQi dung chinh cua cUQc hQp 

b) Phan cong trach nhi~m C\l th~ cho cac thanh vien co lien quan dS gUli 
trinh ho~c lam ro cac nQi dung cUQc hQP 
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Chuyen d~ 7 


KY NANG GIAI QUYET TiNH HU6NG DOT xuAT 


vi: QuAN LV T~T TV, AN TOM xA HOI acAp xA 


- Th(rl IUQ1lg: 08 ti~t 


- Ly thuy~t: 04 ti~t 


- Thao h$l, th\1c hanh: 04 ti~t. 


I. MVCDicH 

Cung c~p cho nguai hQc nhfmg ki~n thuc chung, mQt s6 kY nang co ban v~ 
giai quy~t tinh huang dQt xu~t trong quan Iy an ninh tr~t 1\1, an toan xii hQi. Til 

do, nang cao hi~u qua giai quy~t nhfmg SlJ vi~c phat sinh dQt xu~t trong an ninh 

tr~t tlJ, an toan xii hQi b dia phuong 
A " II. YEUCAU 

Sau khi hQc xong nguai hQc nfun duQ'c: 

- SlJ d.n thi~t trong giai quy~t tinh huang dQt xu~t v~ quan If an ninh tr~t 
1\1, an toan xii hQi b c~p xii. 

- Khm ni~m, phan I09-i, yeu cAu vS tinh hu6ng dQt x~t vS quan ly an ninh 
tr~t 1\1, an toan xii hQi b c~p xii. 

- Ky nang co ban trong giai quy~t tinh hu6ng dQt xu~t vS quan Iy an ninh 

tr~t 1\1, an toan xii hQi b c~p xii. 

m.NOIDUNG 

1. Nhihlg van d~ chung trong giii quy~t tinh huang dOt xu§t v~ quin Iy 
an ninh tr9t tv, an toan xii hOi it cap xii 

a) Quan ni~m vS giai quy~t tinh huang dQt xu~t v~ quan Iy an ninh tr~t tlJ, 
an toim xii hQi b cftp xii 

b) SlJ cAn thi~t phai giai quy~t tinh hu6ng dQt xuftt vS quan If an ninh tr~t 
tlJ, an toan xii hQi b cftp xii 

2. Tinh huang dOt xu§t v~ quin Iy an ninh tr9t tv, an toan xii hOi it cap 

a) Khai ni~m 
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b) Phan lo~i 

c) Yeu cAu xu 19 tinh hu5ng 

3. Ky nang trong giiii quy~t tinh hu3ng clQt xuit v~ quan Iy an ninh 

tr~t tv, an toan xli h{)i it cap xli 

a) Thdm qUYSn ghii quych tinh hu6ng dQt xu~t clla Uy ban nhan dan c~p xa 

b) Quy trinh ghii quySt tinh hu6ng dQt xu~t vS quan 19 an ninh tr~t tv, an 

toan xa hQi ac~p xa. 

CHUYEN DE BAo cAo 

- Thai luqng: 08 tiSt 


- L9 thuySt: 04 tich 


- Thao I~, thgc hanh: 04 thh. 


I. MVCDicH 

Nhfun cung c~p va trang bi cho nguai hQc nhting thong tin cAn thlSt, nhiing 

kinh nghi~m vS tinh hinh quan 19, phat triSn cac linh VVC clla dja phuong. Tu do, 

dS xu~t cac giro phap dS thvc hi~n t5t chuc nang quan 19 clla 'Oy ban nhan dan 

c~p xa, thuc ddy phat tri8n cac linh vvc t~i dja phuong 

II. vEucAu 

1. D3i VOl cO' slY clilO t~o, b8i duo-ng 


- Lva chQn nQi dung Clf thS clla chuyen dS phil hqp v6i d6i tuqng hQc vien; 


- Ph5i hqp v6i bao cao vien chudn bj nQi dung chuyen dS. 


2. D3i VOl bao cao vien 

- Bao cao vien, g6m: Lanh d~o, quan 19 (ho~c nguyen lanh d~o, quan ly) 

clla dia phuong; giang vien clla cac co so dao ~o~ b6i duoog can bQ, cong chuc, 

vien chuc. 

- ThiSt kS nQi dung chuyen dS cho phil hqp vOi d6i tuqng hQc vien, bao 

dam c~p nh~t nhiing v~ dS thvc tiSn clla dia phuong; 
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- Thgc hi~n trinh bay chuyen dS, trao d6i, thao lu~; 

- ThiSt kS chuyen dS bao cao thea hinh thuc tQa dam, co phftn trinh bay 

chung, phftn trao d6i - thao lu~, phftn tom t~t, kSt lu~ nQi dung va rut ra nhfrng 

bai hQc kinh nghi~m. Co thS kSt hgp gifra tQa dam va di khao sat thgc tS. 

III. NQIDUNG 

Can cu vao tinh hinh thgc tS cua dia phuong, cac co sa dao t~o, b6i duang 

tiSn hanh trao d6i, th6ng nh§.t vo; lap hQc ngay tu dAu khoa hQc dS 19a chQn, 

chub bi chuyen dS bao cao, bao dam phil hqp. 

Ph~n III 


HUONG DAN VIET THU HO~eH euoI KHOA 


vA NGHIEN eUu THVe TE 


I. HlfONG DAN VIET THU HO~eH euoI KHOA 

1. Muc. dich 

a) La phAn thu ho~ch kiSn thuc va Icy nang thu nh~n dugc cua d6i tugng 

b6i duang. 

b) Danh gia muc dQ kSt qua hQC t~p cua hQc vien da d~t dugc qua Chuong 

trinh. 

c) Danh gia kha nang v~n d\lI1g kiSn thuc va Icy nang da thu nh~n dugc vao 

thgc tiSn vi tn cong tac cua d6i tugng b6i duang. 

2. Yeu c~u 

a) Cu6i khoa hQc, m3i hQc vi en phai viSt mQt ban thu ho~ch, trong do chi ra 

nhfrng kiSn thuc va Icy nang thu nh~ dugc; phan tich cong vi~c hi~n nay va d~ 
xu§.t v~ d\lng vao cong vi~c. 

b) Cac yeu cAu va huang dftn C\l thS se thong bao cho hQc vien khi b~t dAu 

khoahQc. 

3. Htf6ng d~n 

a) DQ dai khong qua 20 trang A4 (khong kS trang bia, phftn mi li~u tham khao 

va ph\ll\lc), sir d\lDg phong chfr Times New Roman, co chfr 14, cach dong 1,5. 
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b) van phong/cach viSt: Co phan tich va danh gia, y kiSn neu ra cck co s6 
li~u minh chUng r5 rang. 

4. Danh gia 


Chfun diSm thee thang diSm 10: BiSm d~t 1a til 5 diSm tro len. 


II. NGIDEN ciru THUC TE. 
1. MlJc dich 

a) Quan sat va trao dBi kinh nghi~m cong tac thong qua nghien Clm thgc tS 
t~i mQt co quan, dan vi C\l ths. 

b) Thgc hi~n phuang cham gfuJ ly lu~ V01 thgc ti@n. 

2. Yeu cAu 

a) Co so dao t~o, b6i duang tB chuc di nghien Clm th\lc tS cho hQc vien; l\la 
chQn va thong bao cho hQc vien nQi dung nghien Clm th\IC tS (g~n V01 nQi dung 
chuang trinh) truac khi tB chuc vi~c di thgc tS t6i thiSu 1a 03 ngay. 

b) Giang vien xay dl,lllg bang quan sat dS hQc vien ghi nh~ trong qua trinh 
di th\Ic tS. 

c) HQc vien chu§n bi truac cau hoi ho~c v§n dS cAn lam r5 trong qua trinh 
di th\lc tS. 

d) Co quan, dan vi noi hQc vien dSn nghien Clm th\Ic tS chu§n bi bao cao 
kinh nghi~m va t~o diSu ki~n cho hQc vien trao dBi, chia se kinh nghi~m th\Ic 
ti@n. 

3. TB chfrc 

a) ThOi gian nghien Clm th\lc tS la 08 tiSt (khong kS thm gian di l~i). 

b) Bia diSm nghien Clm th\lc tS: Lga chQn dla phuang co tinh ch&t phu hgp 
tuy thee d6i tuQTlg hQc vien cua tUng lOp hQc. 

KT. BQ TRtJONG 
TmJTRtJONG 

(Da kY) 

Tri~u Van CU'Ong 

.. 
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