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2. 6LWXD܊LD�HGL܊LLORU܈�L�D�UHYL]LLORU�vQ�FDGUXO�HGL܊LLORU�SURFHGXULL�RSHUD܊LRQDOH 

  
(GL܊LD�� UHYL]LD�
vQ�FDGUXO�HGL܊LHL 

 
&RPSRQHQWD�UHYL]XLă 

 
Modalitatea 

reviziei 

Data de la care se 
aplica 
prevederile 
HGL܊LHL sau 
UHYL]LHL�HGL܊LHL 

1 2 3 4 
2.1. Editia 2 x x 18.10.2019 
2.2. Revizia 1    
2.3 Revizia 2    

 
3. /LVWD� FXSULQ]kQG� SHUVRDQHOH� OD� FDUH� VH� GLIX]HD]ă� HGLĠLD� VDX�� GXSă� FD]�� UHYL]LD� GLQ� FDGUXO�

HGLĠLHL�SURFHGXULL�RSHUDĠLRQDOH� 
 

  
Scopul 
GLIX]ăULL 
 

Exem-
plar 
nr.  

Compar-
timent 
 

)XQFĠLD Nume si 
prenume 

Data 
primirii 6HPQăWXUD 

1 2 3 4 5 6 7 
3.1. Aplicare 1 CEAC Responsabil Tinca 

Mariana 
  

3.2. Informare 2 Personal 
didactic/elevi 

Profesori 
 

-   

3.3. (YLGHQĠă 
Arhivare 

3 CEAC Secretar Udroiu 
Adina 

  

 
          

 
3. SCOP 
�����$FHDVWă�SURFHGXUă�VH�UHIHUă�OD�IXQGDPHQWDUHD�DFWHORU�GHFL]LRQDOH�GH�OD�QLYHOXO� LQVWLWX܊LHL�SH�

baze legale, corect constituite.Actul decizional trebuie întotdeauna adoptat numai in baza unui cadru 
OHJDO� �L܈ QXPDL� GH� FăWUH� SHUVRDQHOH� VDX� RUJDQHOH� vQYHVWLWH� FX� SXWHUH� OHJDOă� GH� GHFL]LH� vQ� XQLWDWHD� GH�
vQYă܊ăPkQW� 
 
 

4. DOMENIU 
����� $FHDVWă� SURFHGXUă� VH� DSOLFă� WXWXURU� SHUVRDQHORU� GLQ� XQLWDWHD� GH� vQYă܊ăPkQW� FDUH� DX� URO�

GHFL]LRQDO� �PDQDJHUL�� UHVSRQVDELOL� FRPLVLL� PHWRGLFH� �L܈ SH SUREOHPH�� �HILL܈ GLIHULWHORU� FRPSDUWLPHQWH� ± 
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VHFUHWDULDW��DGPLQLVWUDWLY��FRQWDELOLWDWH�HWF���SUHFXP܈�L�D�WXWXURU�SURIHVRULORU�LPSOLFD܊L�vQ�DFWXO�GHFLLRQDO�OD�
anumite niveluri de activitate.  
 

 ,857Ă5&6)�35,܇�,,܉,1,()'���
5.1. Act decizional: manifestare delLEHUDWă�GH�YRLQ܊ă�D�XQHL�DXWRULWă܊L�UHDOL]DWă�vQ�FDGUXO�DFWLYLWă܊LL�

H[HFXWLYH� SHQWUX� DWLQJHUHD� VFRSXULORU� VSHFLILFH�/HJDOLWDWHD� DFWXOXL� GHFL]LRQDO�� DFHD� FRQGL܊LH� FRQIRUP�
FăUHLD�DFWXO�GHFL]LRQDO�WUHEXLH�vQWRWGHDXQD�adoptat în baza unui drept legal de deciziH܈�L�QXPDL�GH�FăWUH�
SHUVRDQHOH�VDX�RUJDQHOH�vQYHVWLWH�FX�SXWHUH�OHJDOă�GH�GHFL]LH��vQ�WHPHLXO܈�L�SHQWUX�H[HFXWDUHD�OHJLORU�VDX�
după�FD]�D�GHFUHWHORU܈�L�RUGRQDQ܊HOor de guvern.   

����� /HJDOLDWHD� DFWXOXL� GHFL]LRQDO�� DFHD� FRQGL܊LH� FRQIRUP� FăUHLD� DFWXO� GHFL]LRnal trebuie 
vQWRWGHDXQD�DGRSWDW�QXPDL�vQ�ED]D�XQXL�GUHSW�OHJDO�GH�GHFL]LH܈�L�QXPDL�GH�FăWUH�SHUVRDQHOH�VDX�RUJDQHOH�
vQYHVWLWH�FX�XWHUH�OHJDOă�GH�GHFL]LH��vQ�WHPHLXO܈�L�SHQWUX�H[HFXWDUHD�OHJLORU�D�VDX�GXSă�FD]�D�GHFUHWHORU܈�L�
RUGRQDQ܊HORU�GH�JXYHUQ� 

5.3. CoPSHWHQ܊D�GHFL]LRQDOă�HVWH�DFHD�FRPSHWHQ܊ă�FDUH�SHUPLWH܈�L�FRQIHUă�XQXL�RUJDQ�GUHSWXO�GH�D�
KRWăUv�VDX�GH�D�GLVSXQH�SULQ�DFWH�GH�GHFL]LH�vQ�FHHD�FH�SULYHVWH�UH]ROYDUHD�XQHL�DQXPLWH�VLWXD܊LL�� 

5.4. Actul administrativ, în special cel cu caracter normativ este UH]XOWDWXO�XQXL�SURFHV�UD܊LRQDO��
FH�SRUQH܈WH�GH�OD�VHVL]DUHD�QHFHVLWă܊LL�DGRSWăULL�VDX�HPLWHULL� OXL܈�L�FRQWLQXă�FX�FROHFWDUHD�vQ�DFHVW�VFRS�D�
LQIRUPD܊LLORU� QHFHVDUH�� SUHOXFUDUHD� DFHVWRUD�� HODERUDUHD�PDL�PXOWRU� YDULDQWH� �L܈ DOHJHUHD� FHOHL�PDL� EXQH�
dintre acestea, rezultând emiterea acestuia. 

����GHFL]LD� HYRFă� R� KRWăUkUH� OXDWă� vQ� XUPD� XQXL� SURFHV� GH� DQDOL]ă�D� XQHL� H[DPLQăUL�� GLQ� FDUH�
UH]XOWă�HOHPHQWHOH�ORJLFR-VWUXFWXUDOH��DOH�GHFL]LHL��DQDOL]D܈�L�KRWăUkUHD�VDX�vQ܊HOHJHUHD܈�L�YRLQ܊D� 

�����/(1���/HJHD�(GXFD܊LHL 1D܊LRQDOH�1U������� 
����52,���5HJXODPHQWXO�GH�2UGLQH�,QWHULRDUă� 
����� 52)8,)� � 5HJXODPHQWXO� GH� RUJDQL]DUH� �L܈ IXQF܊LRQDUH� D� XQLWă܊LORU� GH� vQYă܊ăPkQW�

preuniversitar 
�����&$�&RQVLOLXO�GH�$GPLQLVWUD܊LH 
������,6-�,QVSHFWRUDWXO�-XGH܊HDQ�DO�-XGH܊XOXL 
5.11. ARACIP   $JHQ܊LD�5RPkQă�GH�$VLJXUDUH�D�&DOLWă܊LL�vQ�ÌQYă܊ăPkQWXO�3UHXQLYHUVLWDU� 
�������2UGRQDQ܊D�GH�8UJHQ܊ă�D�*XYHUQXOXL 
������+*��+RWăUkUH�GH�*XYHUQ  
��������0(1���0LQLVWHUXO�(GXFD܊LHL�1D܊LRQDOH 

 
 

 Ă܉5,1)()�5)'�)17)80&2'���
�����/HJHD�(GXFD܊LHL�1D܊LRQDOH�1U����/ 2011 
�����2UGRQDQ܊D� GH�8UJHQ܊ă�1U�� ���� GL� ��� VHSWHPEULH� ����� SULYLQG�PRGLILFDUHD� �L܈ FRPSOHWDUHD�

/(1�1U܈��������L�SHQWUX�OXDUHD�XQRU�PăVXUL�vQ�GRPHQLXO�vQYă܊ăPkQWXOXL� 
�����20(1�1U������������������SULYLQG�DSUREDUHD�6WUDWHJLHL�DQWLFRUXS܊LH��vQ�vQYă܊ăPkQW 
6.4. ROFUIF 
6.5. ROI 
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���� $OWH� GRFXPHQWH� QRUPDWLYH� �28*�� +*�� 0HWRGRORJLL�� QRWH� LQIRUPDWLYH�� UHFL]ăUL�� HPLVH� GH�
MEN; ISJ; ARACIP etc 
 

 
���5(63216$%,/,7Ă܉, 

         7.1. Colectivul managerial 
         7.2. Personalul didactic 
         7.2. Personalul nedidactic   
 

 
 
8. PROCEDURA 
����� 0HPEULL� FROHFWLYXOXL� PDQDJHULDO� �L܈ FDGUHOH� GLGDFWLFH� VH� GRFXPHQWHD]ă� SHUPDQHQW�� LDX�

FXQR܈WLQ܊ă� FX� SULYLUH� OD� FRQ܊LQXWXO� GRFXPHQWHORU� QRUPDWLYH� VSHFLILF� GRPHQLXOXL� vQYă܊ăPkQW�
preuniversitar. 

����� /D� QLYHOXO� LQVWLWX܊LHL� ��FRODUH܈ FROectivul managerial pune în aplicare prevederile 
GRFXPHQWHORU� QUPDWLYH� vQ� GRPHQLX�� ILHFDUH� KRWăUkUH� GHFL]LRQDOă� D� &RQVLOLXOXL� GH� $GPLQLVWUD܊LH� ILLQG�
ILQDOL]DWă� SULQ� GHFL]LH� LQWHUQă� DVXPDWă� SULQ� VHPQăWXUD� GLUHFWRUXOXL� �L܈ �WDPSLOă܈ DYkQG� QXPăU� GH�
înregistrare. Deciziile interne  
VXQW�FRPXQLFDWH�vQ�VFULV�SHUVRQDOXOXL��FDUH�HVWH�UăVSXQ]ăWRU�GH�GXFHUHD�OD�vPSOLQLUH� 

8.3. +RWăUkULOH� ILHFăUXL� FRPSDUWLPHQW� �FRPLVLL� metodice, comisii pe probleme, contabilitate, 
VHFUHWDULDW�� IXQGDPHQWDWH�SH�SUHYHGHULOH�GRFXPHQWHORU�QRUPDWLYH� vQ�YLJRDUH� �LRQDWH܊L�PHQ܈ vQ�SURFHVHOH�
YHUEDOH�DOH� vQWkOQLULORU�GH� OXFUX�VXQW� vQDLQWDWH�&RQVLOLXOXL�GH�$GPLQLVWUD܊LH� VSUH�DQDOL]ă� ��L�DSUREDUH܈ ÌQ�
fRUPă�ILQDOă��DFHVWHD�FDSăWă�FDUDFWHU�OHJDO�SULQ�PHQ܊LRQDUHD�ORU�vQ�SURFHVHOH�YHUEDOH�DOH�&$�VDX�GXSă�FD]�
HPLWHUHD�GHFL]LLORU�LQWHUQH�DVXPDWH�SULQ�VHPQăWXUD��GLUHFWRUXOXL܈�L܈�WDPSLOă�DYkQG�QXPăU�GH�vQUHJLVWUDUH��
Deciziile interne sunt comunicate în scris peUVRQDOXOXL�FDUH�HVWH�UăVSXQ]ăWRH�GH�GXFHUHD�OD�vQGHSOLQLUH 

8.4. 'HFL]LD� HPLVă� VXE� IRUPD� DFWHORU� WUHEXLH� Vă� vQGHSOLQHDVFă� DQXPLWH� FRQGL܊LL� VSHFLDOH� VDX� GH�
YDODELOLWDWH�FDUH�VXQW�FRQGL܊LL�GH�YDODELOLWDWH�VSHFLILFH� 

- DFWHOH�Vă�ILH�HPLVH�GH�FăWUH�RUJDQHOH�FRPSHWHQWH�GH�GHFL]LH�vQ�OLPLWHOH�FRPSHWHQ܊HL�OHJDOH� 
- DFWHOH�Vă�ILH�HPLVH�FX�UHVSHFWDUHD�IRUPHORU�SURFHGXUDOH�OHJDOH 
- FRQ܊LQXWXO�DFWHORU�Vă�ILH�FRQIRUP�QRUPHORU�OHJDOH 
- DFWHOH�Vă�FRUHVSXQGă�VFRSXOXL�XUPăULW�GH�OHJH�� 
8.5. Dreptul de decizie este conferit FRQGXFHULL� XQLWă܊LL� GH� vQYă܊ăPkQW� VDX� DOWRU� SHUVRDQH� FX�

UHVSRQVDELOLWă܊L� vQ� FRQGXFHUHDFRRUGRQDUHD� XQRU� FRPLVLL�VHFWRDUH�GHSDUWDPHQWH� GLQ� XQLWDWHD� GH�
vQYă܊ăPkQW� 

8.6. Deciziile luate la nivelul conducerii XQLWă܊LL�GH�vQYă܊ăPkQW�YL]HD]ă�DFWLYLWDWHD�GH�DQVDPElu a 
 �FROLL��UDSRUWXULOH�DFHVWHLD�FX�SDUWHQHULL�H[WHUQL�VDX�DFWLYLWDWHD�FXUHQWă܈

8.7. 'UHSWXO� GH� GHFL]LH� SRDWH� IL� vQFUHGLQ܊DW� XQHL� SHUVRDQH� VXE� IRUPD� UHSDUWL]ăULL� GH� DWULEX܊LL��
GHOHJăULL�GH�DWULEX܊LL�FRQIRUP�QLYHOXULORU�LHUDUKLFH�GLQ�XQLWDWHD�GH�vQYă܊ăPkQW. 

8.8. Persoanele cu drept de decizie aflate pe un nivel ierarhic superior vor îndruma activitatea 
RUJDQHORU�VXERUGRQDWH܈�L�DX�GUHSWXO�GH�DQXODUH�D�DFWHORU�QHFRUHVSXQ]ăWRDUH�DOH�DFHVWRUD�GLQ�XUPă� 
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8.9. ÌQ�PRG�H[FHS܊LRQDO��  XQHOH�DWULEX܊LL�� vQFOXVLY�GUHSWXO GH�GHFL]LH��VH�SRW�vQFUHGLQ܊D�± pe calea 
UHSDUWL]ăULL��D�vQORFXLULL�VDX�D�VXSOLQLULL܈�L�D�GHOHJăULL�± XQRU�SHUVRDQH�FDUH�vQ�PRG�REL܈QXLW�QX�GLVSXQ�GH�
DVWIHO�GH�FRPSHWHQ܊H� 

8.10. 3HUVRDQHOH� FX� GUHSW� GH� GHFL]LH� DX� REOLJD܊LD� GH� D� HPLWH� DFWH� GHFL]LRQDOH� � SH� Fare legea le 
FHUH�� vQ�FD]XO� vQ�FDUH�FRQGL܊LLOH�SUHYă]XWH�GH�HD�H[LVWă� vQ�PRG�RELHFWLY��DFWXO�QX�YD� IL�HPLV�GDFă�DFHVWH�
FRQGL܊LL�OLSVHVF� 

8.11. $FWXO� GHFL]LRQDO� QHFRQIRUP� FX� GLVSR]L܊LLOH� OHJDOH� DWUDJH� GXSă� VLQH� QXOLWDWHD� DFHVWXLD�� LDU�
GDFă�H[LVWHQ܊D�DFHVWXL VFRS�LOHJDO�DSDUH�FD�R�vQFăOFDUH�DEX]LYă�D�DWULEX܊LLORU�GH�VHUYLFLX��VXE�IRUPD�XQRU�
EDWHUL� GLVFLSOLQDUH�� FRQWUDYHQ܊LRQDOH� VDX� FKLDU� LQIUDF܊LRQDOH�� DWUDJH� GXSă� VLQH� VDQF܊LRQDUHD� SHUVRDQHL�
vinovate. 

8.12. 3URFHVXO� GHFL]LRQDO� VH� UHDOL]HD]ă� GLQ� SDWUX� HWDSH� �L DQXPH܈� SUHJăWLUHD�� adoptarea, 
H[HFXWDUHD܈�L�FRQWUROXO� 

D��3UHJăWLUHD�FRQVWă�vQ�FXQRD܈WHUHD�RELHFWXOXL�GHFL]LHL� 
E��3URFHVXO� GHFL]LRQDO� HVWH� GHFODQ܈DW� GH� DSDUL܊LD� XQXL� QRX� DFW� QRUPDWLY� FDUH� REOLJă� OD� HPLWHUHD�

XQRU�DFWH�DGPLQLVWUDWLYH�FDUH� Vă� ILH�FRQIRUPH�Fu noua lege. În alte cazuri, procesul decizional poate fi 
GHFODQ܈DW�GH�VROLFLWăUL� vQ�YHGHUHD�UH]ROYăULL�DQXPLWRU�SUREOHPH�DSăUXWH�vQ�EXQD�IXQF܊LRQDUH�D�XQLWă܊LL�GH�
vQYă܊ăPkQW��GH�SURSXQHUL�DOH�EHQHILFLDULORU�GLUHF܊L�VDX�LQGLUHF܊L��GH�VăYkU܈LUHD�XQRU�DFWH�FRQWUDUH�OHJLORU܈�L�
QRUPHORU�vQ�YLJRDUH�FDUH�VH�FHUH�D�IL�VDQF܊LRQDW�HWF 

F�� 'RFXPHQWDUHD� GHFL]LRQDOă� FRQVWă� vQ� FXQRD܈WHUHD� SUHDODELOă� D� FDGUXOXL� OHJDO� vQ� FDUH� VH�
vQFDGUHD]ă�GHFL]LD�FDUH�XUPHD]ă�D�IL�OXDWă� 

G��$GXFHUHD� OD� FXQR܈WLQ܊ă� D� GHFL]LHL� VH� UHDOL]HD]ă� ULQ� FRPXQLFDUH� GLUHFWă� VDX� SULQ� LQWHUPHGLXO�
DOWHL�SHUVRDQH�FX�UHVSRQVDELOLWDWH�vQ�DFHVW�VHQV��SULQ�SXEOLFDUH�VDX�SULQ�DIL܈DUH�OD�ORF�YL]LELO�  

H��&RWUROXO�HVWH�XQ�DWULEXW�DO�FRQGXFHULL�XQLWă܊LL�GH�vQYă܊ăPkQW�DYkQG�XUPăWRDUHOH�IXQF܊LL� 
- de constatare a gradului, a mRGXOXL�GH�UHDOL]DUH܈�L�HILFLHQ܊D�DFWLYLWă܊LL� 
- SUHYHQWLYă��GH�FRQVWDWDUH�D�DEDWHULORU�GH�OD�OHJH� 
- FRUHFWLYă�� GH� vPEXQăWă܊LUH� D� � DFWLYLWă܊LL� YHULILFDWH� SULQ� vQOăWXUDUHD� FRQGL܊LLORU� FDUH� JHQHUHD]ă�

DEDWHULOH�GH�OD�OHJH܈�L�UHvQFDGUDUHD�HL�GDFă�HVWH FD]XO�vQ�SDUDPHWULL�OHJDOL�LQL܊LDOL� 
- GH�VDQF܊LRQDUH�DWXQFL�FkQG�VH�VăYkU܈HVF�DFWH�vQ�DIDUD�OHJLORU܈��L�QRUPHORU�vQ�YLJRDUH� 
8.13. $GRSWDUHD�DFWHORU�DGPLQLVWUDWLYH�GH�FăWUH�DXWRULWă܊LOH�GHOLEHUDWLYH��FROHJLDOH��VH�IDFH�vQ�XUPD�

DQDOL]HL�vQ�FDGUXO܈�HGLQ܊HL GH�OXFUX��OD�FUDUH�WUHEXLH�Vă�SDUWLFLSH��GH�UHJXOă��PDRULWDWHD�PHPEULORU�DFHVWRU�
DXWRULWă܊L� 

8.14. &YRUXPXO� � UHSUH]LQWă� XPăUXO� GH� PHPEUL� FDUH� WUHEXLH� Vă� ILH� SUH]HQ܊L� SHQWUX� DGRSWDUHD�
DFWXOXL��UDSRUWDW�OD�WRWDOXO�PHEULORU�DXWRULWă܊LL�FDUH�vO�DGRSWă� 

8.15. 0DMRULWDWHD� FHUXWă� GH� OHJH� SHQWUX� DGRSWDUHD� DFWXOXL� VH� UHIHUă� OD� QXPUXOGH� YRWXUL� QHFHVDU�
SHQWUX�FD�KRWăUkUHD�Vă�ILH�YDODELOă܈�L�REOLJDWRULH� 

8.16. &RQGL܊LLOH� SURFHGXUDOH� SRVWHULRDUH� HPLWHULL� DFWXOXL� DGPLQLVWUDWLY� VXQW�� FRPXQLFDUHD� VDX�
publicarea, aprobarea, confirmarea sau ratificarea. 

 
 
���$5+,9$5($�Ì15(*,675Ă5,/25 
9.1. Procesele verbale ale CA 
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�����'XUDWD�GH�SăVWUDUH�D�vQUHJLVWUăULORU�HVWH�GH�FLQFL�DQL� 
 
 ,�Ì15(*,675Ă5,܇�)����5$32$57
10.1. Procese verbale ale comisiilor metodice/pe problemecompartimente 
10����5HJLVWUXO�GH�SURFHVH�YHUEDOH�&3܈�L�&$ 
10.3. Decizii interne. 


