UBND TINH CAO BANG  CONG HOA XA HQI CHU NGHIA VIET NAM

SO NQI VU Déc 1ap - Tw do - Hanh phuc
Sb: 2275 /HD-SNV Cao Bing, ngay /¢ thang 11 ndam 2020
HUONG DAN

M@t s6 ndi dung vé ngudi hoat dong khdng chuyén trach,
nguoi truc tiep tham gia cong viéc cia xom, to dan pho

Thue hién Nghi quyét s6 30/2020/NQ-HPND ngay 17/7/2020 ctua Hoi
do6ng nhan dan tinh Cao Bang quy dinh chac danh, sé lwong, mac phu cap doi
véi nhitng nguoi hoat dong khong chuyén trach ¢ xa, phuong, thi tran va ¢ xom,
t6 dan phd; mac boi dudng, sé luong nguoi truc tiép tham gia céng viéc cua
x0m, to dan phé trén dia ban tinh Cao Bang (sau ddy goi tat 1a Nghi quyét
30/2020/NQ-HPND), S¢ N6i vu huéng ddn mot sé ndi dung vé ngudi hoat dong
khéng chuyén trach; nguoi truc tiép tham gia cong viéc caa xom, t6 dan phd cu thé
nhu sau:

I. VE NGUOI TRUC TIEP THAM GIA CONG VIEC CUA XOM, TO
DAN PHO

Nguoi tryc tiép tham gia cong viée ctia xom, t6 dan phd gom c6 07 chic
danh: Céng an vién (b6 tri ¢ xém, t6 dan phé thudc xa, thi tran) hodc Bao vé
dan phé (b6 tri 6 t6 din pho thuéc phuong); Thon doi truong; Nhan vién y té
kiém co d& thon ban, cong tac vién dan s6 KHHGPD (b6 tri ¢ xém thudc xd,
khéng bé tri & cdc té dan pho thudc phwong); Chi hoi truong Hoi phu nir; Chi
hoi trudng HO1 Nong dan; Chi hoi trudng Ho1 Cuu chién binh; Bi thu chi doan
Thanh nién cong san H6 Chi Minh.

II. TIEU CHUAN NGUOI HOAT PONG KHONG CHUYEN
TRACH, NGUOI THAM GIA CONG VIEC CUA XOM, TO DAN PHO

1. Tiéu chuin chung

- La cong dan Viét Nam, c6 hd khéau thuong tra tai dia phuong; c6 tinh than
yéu nudc, c6 lap truong tu tudng chinh tri viing vang, tuyét dbi trung thanh véi
duong 16i d6i méi ciia Pang, muc tiéu doc 1ap dan toc va cha nghia xa hoi; trung
thanh v6&i chu nghia Mac - Lé nin va tu tudng HO Chi Minh; can, kiém, liém,
chinh, chi cong vo tu, thao viéc, tan tuy v&i nhan dan.

- Ban than va gia dinh gwong miu chap hanh chii truong, chinh sach cta
Pang, phap luat cia Nha nude va cac quy dinh cua dia phuong; cé tac phong, 16i
song trong sang, gian di, lanh manh, thyc hién nép séng vin minh.
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- C6 1y lich 16 rang; c6 ddy du vin bang ching chi dap ung yéu cau (d6i
v6i chire danh chuyén moén); c6 nguyén vong va duogc to chic lya chon gidi
thiéu bau giit chtrc danh ngudi hoat dong khong chuyén trach.

- C6 du stc khoé dé thuc hién nhiém vu; nhiét tinh, c6 tinh than trach
nhiém, cé nang luc cong tac ddm bao hoan thanh nhiém vu duoc giao va dugc
nhan dan tin nhiém.

- Khong trong thoi gian bi truy ciru trach nhiém hinh s, chap hanh an phat
t0, cai tao khong giam giit, quan ché, dang bi ap dung bién phap gido duc tai dia
phuong hodc dua vao co s¢ chira bénh, co sé gido duc.

2. Tiéu chuan cu thé (theo phu luc giti kém)

I11. QUY TRINH THU'C HIEN BO TRi NGUOI KIEM NHIEM

1. Poi voi cap xa

Budc 1: Ra soat s6 lugng, chitc danh nguoi hoat dong khong chuyén trach

- Uy ban nhéan dan va cac doan thé cip xa: tién hanh ra soat s6 lugng, chuc
danh nguoi hoat dong khong chuyén trach cap xi hién c6, cin cr vao ning luc,
trinh d6 du kién danh sach cac chirc danh kiém nhiém.

- Uy ban nhan dan cip xa: trinh Ban Thuong vy Péang iy cap xa cho y kién.

- Ban Thuong vu Pang uy: tién hanh thao luan, thong nhét trong cap oy vé
danh sach cac chirc danh kiém nhiém do UBND cap xi dé nghi.

Budc 2: Tham dinh danh sach nguoi hoat dong khéng chuyén trach (kiém
nhiém)

Can clr vao chi truong ciia Ban Thudng vu Pang ty, UBND cép xa va cic
doan thé thyc hién cac quy trinh chuan y, cong nhén... theo quy dinh, UBND cép
xd trinh UBND cip huyén (qua Phong Noi vu) tham dinh danh sach nhiing
nguoi hoat dong khong chuyén trach kiém nhiém.

Budc 3: Ban hanh quyét dinh cong nhan

Can ctr két qua tham dinh, UBND cép xa ban hanh quyét dinh cong nhan
chirc danh va muc phu cp doi v6i ngudi hoat dong khong chuyén trach.

2. Poi v6i xom, t6 dan phd

Budc 1: Ra soat s6 lugng, chirc danh ngudi hoat dong khong chuyén trach
va nguoi tryc tiép tham gia cong viéc ciia xom, t6 dan phd

- Trudng x6m/To trudng to dan phd phdi hop véi Trudng ban cong tac Mt
tran va cac doan thé tién hanh ra soat nhimg ngudi hoat dong khong chuyén
trach va ngudi truc tiép tham gia cong viéc ctia xom, to dan phd hién co, can cur
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vao ning luc, trinh d6 du kién danh sach cac chic danh kiém nhiém, bao céo
Chi bo x6m, t6 dan phd.

Chi bd x6m, to dan phé théng nhét chu truong vé nhan sy, chi dao Truong
x6m/To trudng to dan phd trinh Ban Thuong vu Dang ty cap xa cho v kién.

Budc 2: Cong nhén chuc danh ngudi hoat dong khong chuyén trach va
ngudi tryc tiép tham gia cong viée cua x6m, t6 dan phd

Can cu danh sach cac chic danh ki€ém nhi¢ém dugc Ban Thuong vu Pang
liy cho y kién, UBND cép x4 ban hanh quyét dinh cong nhan chirc danh va muc
phu cap d6i voi nguoi hoat dong khong chuyén trach va ngudi truc tiép tham gia
cong viéc cua xom, t6 dan phé.

IV. QUY PINH VE TUYEN DUNG
1. Can cwr tuyén dung, xay dung nhu ciu tuyén dung

a) Vi¢c tuyén dung nguoi hoat dong khong chuyén trach cap xa, xom, t6 dan
pho va nguoi tryc ti€p tham gia cong viéc cua x6m, td6 dan phd phai can ctr vao
yéu cau nhi¢m vy, ti€éu chuan chirc danh va s6 lugng theo quy dinh hién hanh.

b) UBND cép x4 xin chil truong Ban Thuong vu Pang oy xa vé viéc tuyén
dung cac chirc danh khong chuyén trach va ngudi truc tiép tham gia cong viéc
ctia xom, to dan phd; xay dung ké hoach tuyén dung dé nghi UBND cap huyén
phé duyét dé 1am co sé cho viéc tuyén dung. K& hoach tuyén dung phai néu rd
sb luong, chic danh dugc giao, s6 luong hién co, sb luong nguoi1 con thiéu so
v6i sé duoc giao theo timg chirc danh, diéu kién ding ky du tuyén theo ting
chtrc danh. Khi khuyét cac chitc danh trong nim, UBND cap xi xay dung ké
hoach b6 sung trinh UBND cép huyén phé duyét, trinh tu thu tuc thuc hién nhu
ké hoach hang nam.

2. Hinh thirc va thim quyén quyét dinh tuyén dung

a) Thyc hién tuyén dung thong qua bau ctr d6i véi cac chirc danh: Pho Chu
tich Uy ban Mt tran T6 qudc; Pho Chu tich Hoi Lién hiép Phu nit; Pho Chu tich
Ho1 Nong dan; Phéo Cha tich Hoi Cyu chién binh; Ph6 Bi thu Poan Thanh nién
Cong san H6 Chi Minh; Chii tich Hoi ngudi cao tudi; Chu tich Hoi Chir thap do;
Bi thu chi bd; Truong xom, To truéng t6 dan phd; Truong Ban cong tac Mt
tran thuc hién theo quy dinh cua Pang, Luat, Phap 1énh, Diéu 1¢ cua to chirc, cac
van ban phap luat khac c6 lién quan. Chu tich UBND cap xa ban hanh quyét
dinh tuyén dung hoac chi tra phu cép cac chuc danh néu trén sau khi c6 van ban
nhat tri ciia nganh doc cép trén hoac két qua Pai hoi (Hoi nghi).

b) Thuc hién tuyén dung thong qua xét tuyén ddi véi cac chirc danh con lai,
(trtr Pho Truong Cong an x3; Cong an vién; Bao vé dan phd, Pho Chi huy
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treong quan su cAp x4; Thon doi trudng). Tham quyén tuyén dung di véi cac
chte danh néu trén thugc UBND cép XA.

¢) Bdi véi cac chtc danh lién quan dén cong an va quan sy (Pho Trudng
Cong an xd; Cong an vién; Bao vé dan phd, Pho Chi huy trudng quén sy cap xi;
Thon doi truong): theo cac quy dinh cua phap luat.

3. Ho so ding ky du tuyén

- Pon dang ky du tuyén (theo Mau guri kém).

- So yéu 1y lich (c6 xac nhan cia UBND cép x3).

- Gidy chiing nhan stc khoe do co quan y té cip huyén tré 1én ching nhan
con gia tri st dung theo quy dinh ctiia Bo Y té (Ban chinh).

- Céc vin bang, chung chi va két qua hoc tap theo yéu cau cia vi tri dy
tuyén (Ban sao).

- Céc giay to c6 lién quan dén chinh sach wu tién trong tuyén dung (néu co)
(Ban sao).

- Giy khai sinh (Ban sao).

- Phong bi ¢6 dan san tem va ghi rd dia chi.

4. Quy trinh tuyén dung

Budc 1: Thanh 1ap Hoi dong tuyén dung

Hoi déng tuyén dung ngudi hoat dong khong chuyén trach cap xa (sau day
viét tat 1a Hoi déng) thuc hién nhiém vu trong tuyén dung ngudi hoat dong
khong chuyén trach cdp xa va tu giai thé sau khi hoan thanh nhiém vu.

Ho6i dong duogc str dung con dau ciia Pang iy hoic UBND cap x4 trong
thoi gian to chire tuyén chon.

a) Hoi dong tuyén dung ngudi hoat dong khong chuyén trach thudc khbi
Pang, doan thé.

Hoi dong do Bi thu Pang uy cap xa quyét dinh thanh 1ap; Bi thu hodc Pho
Bi thu Pang Uy cp xa lam Chu tich Hoi dong. Hoi dong co tir 05 dén 07 nguoi,
gom: Bi thu Pang uy; Phé Bi thu Pang uy hoic Thuong truc Pang uy; Chu tich
UBND hoac Pho Chua tich UBND; Chu tich HDND hoac Pho Chu tich HDND
va cac thanh vién khac do Chu tich Hoi déng lua chon (dai dién cac thanh phr:?m
lién quan).

b) Hoi dong tuyén dung nguoi hoat dong khong chuyén trach thudc khoi
UBND

- Hoi déng do Chu tich UBND cép xi quyét dinh thanh lap; Chu tich hoic
Phé Chu tich UBND cép xa lam Chu tich Hoi dong. Hoi dong c6 tir 05 dén 07
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ngudi, gdm: Chu tich UBND; Phé Bi thu Pang uy hoic Thuong truc Dang uy;
Ph6 Chu tich HDND; Pho Chu tich UBND va cac thanh vién khac do Chu tich
Ho1 déng lua chon (dai dién cac nganh doc hoac nganh doc cép trén cua linh vuc
lién quan dén chuyén mon co trong théng bao tuyén dung).

- Trudng hop can thiét Hoi dong co thé moi dai dién phong Noi vu cép
huyén tham gia.

Luu y: Khong cir 1am thanh vién Hoi dong ddi v6i nhitng ngudi cd quan hé
la cha, me, anh, chi, em rudt cua bén vo hoac chéng; vo hoac chéng; con dé
hodc con nudi ctia ngudi dy tuyén hoidc nhimg ngudi dang trong thdi gian bi
xem xét xr 1y ky luat hodc dang thi hanh quyét dinh ky luat.

Budc 2: To chirc xét tuyén

Hoi dong tuyén dung tiép nhan ho so ctia nguoi dy tuyén, d6i chiéu vai tiéu
chuan quy dinh tai Huéng dan nay dé lya chon nhiing nguoi du diéu kién, tiéu
chuan giit cac chtrc danh va 1ap bién ban dé nghi cong nhan két qua xét tuyén
theo quy dinh.

Budc 3: Pé nghi cong nhan két qua xét tuyén
* P6i voi nguoi hoat dong khong chuyén trach thude khdi Pang, doan thé.

Sau khi d3 Iyra chon dugce ngudi du tiéu chuan theo quy dinh, Pang ty va cac
t6 chirc chinh tri x4 hoi dua ra bau. Sau khi c6 phé duyét két qua bau, UBND cép
xd trinh UBND cép huyén phé duyét theo quy dinh tai khoan 3 muc IV cua
Hudng dan nay.

* P6i voi nguoi hoat dong khong chuyén trach thudc khoi UBND

Can ctr bién ban ctia Hoi dong tuyén dung, UBND cip x3 dé nghi cp co
tham quyén bo nhiém, tham dinh phé duyét két qua xét tuyén theo quy dinh tai
khoan 3 muc IV ctiia Huéng dan nay.

Truong hop khong nhat tri voi dé nghi cia UBND cap xa thi tra 15i bang
van ban va néu 10 ly do.

Budc 4: Ban hanh quyét dinh tuyén dung

Cian ctr van ban tham dinh, quyét dinh cia cap co tham quyén, Chu tich
UBND cép xa ban hanh quyét dinh tuyén dung doi véi nhiing ngudi hoat dong
khong chuyén trach.

5. Tuyén dung ddi v6i nguoi hoat ddong khong chuyén trach va nguoi
truc tiép tham gia cong viéc ciia x6m, t6 dan phd

a) Tuyén dung thong qua bau ctr
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Viéc lya chon nhan sy dé gitt cac chire danh phai dam bao tiéu chuan quy
dinh tai Huéng dan nay; quy trinh nhan su, bau ctir duoc thuc hién theo céac quy
dinh cua Trung wong va cua tinh, Diéu 1¢ cua t6 chtrc d6i voi timg chirc danh.

b) Tuyén dung khong thong qua bau ctr

- Chi ity Chi bd x6m, t6 dan phd (noi khong c6 Chi uy thi Chi bd) to chic
hop dé lya chon ngudi ¢ du tiéu chuan quy dinh tai Huéng dan nay.

- Trudng xoém, To trudng to dan phd dé nghi Chu tich UBND cép xi quyét
dinh tuyén dung (kém theo vin bang, chimg chi theo yéu cau cua chirc danh).

- Sau khi nhan dugc van ban dé nghi cia x6m, t6 dan phé), Chu tich UBND
cap x4 ban hanh quyét dinh tuyén dung theo quy dinh.

Pbi v6i chitc danh Nhan vién y té kiém C6 d& thon ban, cong tac vién Dan
s6 - KHHGD: Chu tich UBND cap xi quyét dinh tuyén dung sau khi ¢ ¥ kién
ctia Trudng tram y té xa.

6. Quy dinh vé tham quyén ra quyét dinh thdi viéc

Cép nao ban hanh quyét dinh tuyén dyung thi cip d6 ban hanh quyét dinh
thoi viéc dbi voi ngudi hoat dong khong chuyén trach cap xa, xom, té dan phd
va ngudi truc tiép tham gia cong viéc clia x6m, to dan phd.

V. QUY PINH VE THOI GIAN LAM VIEC VA PANH GIA, PHAN LOAI
1. Thoi gian lam viéc
- Nguoi hoat dong khong chuyén trach cap xi: Lam viée toi thiéu 03 ngdy/tuan.

- Nguoi hoat dong khong chuyén trach va nguoi truc tiép tham gia cong
viéc ctia x6m, to dan phd: lam viée khi co sy phan céng ctia Chi bo; Truong
x0m, T truong to dan phd va cap uy, chinh quyén cap xa.

2. Panh gia, xép loai

a) Tham quyén danh gia, xép loai

- Béi voi cap xa:

+ Bi thu Pang uy chu tri, danh gia va xép loai nguoi hoat dong khong
chuyén trach & cép xa thudc khoi dang, doan thé;

+ Chu tich UBND cép xa chu tri, danh gia va xép loai nguoi hoat dong
khong chuyén trach & cap xa thudc khéi UBND;

- Bdi v6i x6m, t6 dan phod:

Bi thu chi bo chu tri, danh gia va xép loai nguoi hoat dong khong chuyén
trach & xom, t6 dan phd va nguoi truc tiép tham gia cong viéc ctia xom, to dan phd.

b) Cac muc xé&p loai:



- Hoan thanh xuét sic nhiém vu;
- Hoan thanh tot nhiém vu;

- Hoan thanh nhiém vu;

- Khéng hoan thanh nhiém vu.

Nguoi khéng hoan thanh nhiém vu 01 nam tr¢ 1én thi xem xét thoi dam
nhiém chirc danh, cOng viéc.

3. Can cir danh gia, phan loai

Cin ctr vao nhiém vu duoc giao, hang nim ngudi co tham quyén danh gia
xem xét viée vé sb luong, chét lugng thuc hién nhiém vu va viéc chép hanh cac
quy dinh theo Hudng dan nay (viéc chap hanh thoi gian lam viéc, cac quy dinh
clia cap trén...), dé danh gia, xép loai theo quy dinh.

VI.MOT SO QUY PINH KHAC

1. Can ctr phan loai don vi hanh chinh va theo diéu kién thuc té, cu thé cua
tirng don vi, bo tri cac chirc danh cho phu hop nhung khong vuot qua sd luong
quy dinh.

2. Dbi vai cac t6 chic chinh tri - x3 hoi ¢6 it hdi vién tham gia hoac khong
c6 ngudi dap ung dugc cac ti€u chuan dé thuc hién nhiém vu, cac don vi c6 thé
thuc hién ghép nhiéu x6m, to dan phd dé hoat dong cho hiéu qua.

VIl. TO CHUC THUC HIEN

1. Chu tich UBND huyén, thanh phé ¢ trach nhiém trién khai, kiém tra
viéc thuc hién Hudng dan nay & cap xa trong pham vi huyén, thanh phd va tong
hop bao céo vé S& Noi vu theo quy dinh.

2. Bi thu Pang uy va Chu tich UBND cap xa c6 trach nhiém chi dao, t6 chirc
thuc hién Huéng dan nay; téng hop, bao céo cép trén truc tiép theo quy dinh.

3. Trong qua trinh t6 chire thuc hién gip khé khan, vudng méc, cac don vi, dia
phuong bao céo kip thoi vé S& Noi vu xem xét, stra doi, bo sung cho phut hop./.

Noi nhgn: GIAM POC
- Uy ban nhan déan tinh;

- Cac S0, ban, nganh, doan thé;
- UBND cac huyén, thanh phé;
- Luu: VT, XDCQ&CTTN.

Pong Thi Kiéu Oanh
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