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�F�R�Q�W�U�L�E�X�L�Q�G���O�D���V�S�R�U�L�U�H�D���F�D�O�L�W���R�L�L���Y�L�H�R�L�L���v�Q���F�R�P�X�Q�L�W�D�W�H�D��
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CAPITOLUL I     
  

 GENERALITATI  

  

  I.1. DOMENIUL DE APLICARE  

�0�D�Q�X�D�O�X�O�� �F�D�O�L�W��� �L�L este documentul cadru care descrie sistemul de management al 
�F�D�O�L�W��� �L�L��adoptat de Liceul Tehnologic �³�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H�ú�W�L 
�3�U�H�]�H�Q�W�X�O���P�D�Q�X�D�O���V�H���X�W�L�O�L�]�H�D�]�����S�H�Q�W�U�X���G�R�F�X�P�H�Q�W�D�U�H�D���ú�L��� �L�Q�H�U�H�D���V�X�E���F�R�Q�W�U�R�O���D���S�R�O�L�W�L�F�L�L����
�R�E�L�H�F�W�L�Y�H�O�R�U�����V�W�U�X�F�W�X�U�L�L���ú�L���S�U�R�F�H�V�H�O�R�U���V�L�V�W�H�P�X�O�X�L���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���G�L�Q���ú�F�R�D�O�D����
�v�Q���V�F�R�S�X�O���Y�H�U�L�I�L�F���U�L�L���ú�L���v�P�E�X�Q���W��� �L�U�L�L���H�I�L�F�D�F�L�W��� �L�L���D�F�H�V�W�R�U�D�� 
�0�D�Q�X�D�O�X�O���F�D�O�L�W��� �L�L���H�V�W�H���X�W�L�O�L�]�D�W�� 
-  �G�H���F�R�Q�G�X�F�H�U�H�D���ú�L���S�H�U�V�R�Q�D�O�X�O���V�F�R�O�L�L���F�D���H�O�H�P�H�Q�W���G�H���U�H�I�H�U�L�Q� �����S�H�Q�W�U�X��� �L�Q�H�U�H�D���V�X�E���F�R�Q�W�U�R�O��

�ú�L���v�P�E�X�Q���W��� �L�U�H�D���F�R�Q�W�L�Q�X�����D���V�L�V�W�H�P�X�O�X�L���G�H �D�V�L�J�X�U�D�U�H���ú�L���H�Y�D�O�X�D�U�H���D �F�D�O�L�W��� �L�L���v�Q���ú�F�R�D�O�D�� 
-  �S�H�Q�W�U�X�� �G�H�P�R�Q�V�W�U�D�U�H�D���� �O�D�� �F�H�U�H�U�H�D�� �R�U�J�D�Q�L�V�P�H�O�R�U�� �G�H�� �F�R�R�U�G�R�Q�D�U�H�� �ú�L�� �F�R�Q�W�U�R�O �ú�L�� �D�� �D�O�W�R�U��

�S���U� �L���L�Q�W�H�U�H�V�D�W�H�����D���F�R�Q�I�R�U�P�L�W��� �L�L���V�L�V�W�H�P�X�O�X�L���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���G�L�Q���ú�F�R�D�O�D���F�X��
�U�H�J�O�H�P�H�Q�W���U�L�O�H���Q�D� �L�R�Q�D�O�H�� �ú�L�� �F�H�U�L�Q� �H�O�H�� �G�L�Q���Q�R�U�P�H�O�H europene referitoare la asigurarea 
�ú�L���H�Y�D�O�X�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

 

 I.2. DOCUMENTE DE REFERINTA  

SR EN ISO 9000: 2001 - �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����3�U�L�Q�F�L�S�L�L���I�X�Q�G�D�P�H�Q�W�D�O�H��
�ú�L���Y�R�F�D�E�X�O�D�U�� 

SR EN ISO 9001: 2001 - �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����&�H�U�L�Q� e. 

SR EN ISO 9004: 2001 - �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����/�L�Q�L�L���G�L�U�H�F�W�R�D�U�H���S�H�Q�W�U�X��
�v�P�E�X�Q���W��� �L�U�H�D���S�H�U�I�R�U�P�D�Q� �H�O�R�U����[Legisla� �L�H���D�S�O�L�F�D�E�L�O�m���G�H���S�U�H�]�H�Q�W�X�O���U�H�J�X�O�D�P�H�Q�W�@ 

�/�H�J�H�D�� �v�Q�Y��� ���P�k�Q�W�X�O�X�L�� �Q�U���� ������������������ �U�H�S�X�E�O�L�F�D�W���� ���F�X�� �P�R�G�L�I�L�F���U�L�O�H�� �ú�L�� �F�R�P�S�O�H�W���U�L�O�H��
ulterioare) 

�v�Q���0�R�Q�L�W�R�U�X�O���2�I�L�F�L�D�O���D�O���5�R�P�k�Q�L�H�L���Q�U�������������G�H�F�H�P�E�U�L�H������������ 

Legea nr.128 privind Statutul personalului didactic 

Legea nr. 441/2001 

�+���*�����Q�U���������������������S�U�L�Y�L�Q�G���H�Y�D�O�X�D�U�H�D���S�H�U�I�R�U�P�D�Q� �H�O�R�U���L�Q�G�L�Y�L�G�X�D�O�H 

H.G. 1477/2003 privind criterii minime obligatorii de acreditare si evaluare 

�+�*���Q�U�������������������S�U�L�Y�L�Q�G���1�R�P�H�Q�F�O�D�W�R�U�X�O���G�H���V�S�H�F�L�D�O�L�]���U�L 
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�+�*�� �Q�U���� �������������������� �S�U�L�Y�L�Q�G�� �D�S�U�R�E�D�U�H�D�� �U�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D��
�$�J�H�Q� �L�H�L���U�R�P�k�Q�H���G�H���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

OMEdC nr. 4925/2005  

Strategia descentral�L�]���U�L�L���v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���S�U�R�E�D�W�����S�U�L�Q���P�H�P�R�U�D�Q�G�X�P���v�Q��
�ú�H�G�L�Q� �D���G�H���J�X�Y�H�U�Q���G�L�Q���������������������� 

�/�H�J�H�D�� ���������������� �S�U�L�Y�L�Q�G�� �D�S�U�R�E�D�U�H�D�� �2�8�*�� �Q�U�� ���������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L��
�H�G�X�F�D� �L�H�L 

OMedC nr 4889/9.08.2006  privind asigurarea calitatii in educatie in invatamantul 
profesional si tehnic 

Ordin 5337/11.10.2006 

Ordin 5338/11.10.2006 

Ordin nr. 4889/09.08.2006 privind generalizarea instrumentelor de 
�D�V�L�J�X�U�D�U�H�� �D�� �F�D�O�L�W��� �L�L�� �v�Q�� �H�G�X�F�D� �L�H�� �ú�L�� �I�R�U�P�D�U�H�� �S�U�R�I�H�V�L�R�Q�D�O���� �O�D�� �Q�L�Y�H�O�X�O�� �U�H� �H�O�H�L��
�v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�R�I�H�V�L�R�Q�D�O���ú�L���W�H�K�Q�L�F 

OM nr. 6308/19.12.2008 
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CAPITOLUL II  

PREZENTAREA LICEULUI TEHNOLOGIC   

�³�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�  ́

 
II.1. �&�D�G�U�X�O���J�H�R�J�U�D�I�L�F���ú�L���F�X�O�W�X�U�D�O 
 

       �ù�F�R�D�O�D�� �V�H�� �D�I�O�D�� �D�ú�H�]�D�W���� �v�Q�� �F�H�Q�W�U�X�O�� �F�R�P�X�Q�H�L�� �0�H�O�L�Q�H�ú�W�L�� ���� �O�R�F�D�O�L�W�D�W�H�� �V�L�W�X�D�W���� �O�D��
�F�R�Q�I�O�X�H�Q� �D���G�L�Q�W�U�H���9�D�O�H�D���3�O�R�V�F���L���V�L �9�D�O�H�D���$�P�D�U�D�G�L�H�L���������v�Q�����Q�R�U�G�X�O���M�X�G�H� �X�O�X�L���'�R�O�M�������O�D��������
�N�P�����G�H���U�H�ú�H�G�L�Q� �D���G�H���M�X�G�H� �����R�U�D�ú�X�O���&�U�D�L�R�Y�D�����ú�L���O�D���J�U�D�Q�L� �D���F�X���M�X�G�H� �X�O���*�R�U�M������ 
 

II.2. �3�D�U�W�L�F�X�O�D�U�L�W��� �L 
 
�&�R�P�X�Q�D���D���I�R�V�W���v�Q�I�L�L�Q� �D�W�����S�U�L�Q�����O�H�J�H�D���D�G�P�L�Q�L�V�W�U�D�W�L�Y�����G�L�Q�����������P�D�U�W�L�H���������������G�H�V�I�L�L�Q� �D�W����

�v�Q���D�Q�X�O���������������V�X�E�X�Q�L�W��� �L�O�H���V�D�O�H���I�L�L�Q�G���L�Q�F�O�X�V�H���L�Q���F�R�P�X�Q�D���%�R�G���L�H�ú�W�L�������U�H�k�Q�I�L�L�Q� �D�W�����v�Q���D�Q�X�O��
1887. 

�$���I�R�V�W���U�H�ú�H�G�L�Q� �D���G�H���S�O�D�V�D���S�k�Q�����v�Q���������������L�D�U���D�S�R�L���U�H�ú�H�G�L�Q� �D���G�H���U�D�L�R�Q���S�k�Q�����v�Q���������������$��
�I���F�X�W�� �S�D�U�W�H�� �G�L�Q�� �S�O�D�V�D�� �$�P�D�U�D�G�L�D�� ���v�Q�W�U�H�� �D�Q�L�L�� ��������-1875, 1941-1943), Amaradia-Ocol 
(1887-1912), M�H�O�L�Q�H�ú�W�L�� ����������-1941), raionul Amaradia (1950-1968),Judetul Dolj(si 
in prezent) 

Prin situarea geografica, pozitia economica si activitatea de invatamant si culturala 
, Comuna Melinesti reprezinta  centrul Vaii Amaradia (si Plosca),avand o influenta 
socio-culturala in cele doua judete limitrofe(Dolj-Gorj). 

Zona geografica din centrul Olteniei este una de restructurare economica,prin 
scaderea activitatii din domeniul petrolului ,dezvoltarea incipienta a agriculturii si o 
dezvoltare moderata a comertului . 

Liceul Tehnologic �Ä�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´�����L�Q�I�L�L�Q�W�D�W���F�D���O�L�F�H�X�����L�Q���������������H�V�W�H���F�D�H�D��
mai importanta institutie de invatamant din zona ,traditional raspunzand nevoilor de 
educare si formare a tinerilor . Se bucura de presigiu si se adapteaza permanent noilor 
solicitari.  

 O coordonata esentiala a activitatii sale a devenit integrarea europeana , 
pregatirea tinerilor profesional si etic pentru a deveni cetateni ai U.E 
 
 
II .3.  Scurt istoric 
 
      �D�����$�Q�X�O���v�Q�I�L�L�Q� ���U�L�L���L�Q�V�W�L�W�X� �L�H�L���G�H���v�Q�Y��� ���P�k�Q�W : 

   1960 �± 1 septembrie sub numele de �Ä�/�L�F�H�X�O���7�H�R�U�H�W�L�F���0�H�O�L�Q�H�ú�W�L�´ 
      �E�����0�R�G�L�I�L�F���U�L���L�Q�W�H�U�Y�H�Q�L�W�H���L�Q���W�L�P�S�����G�H�Q�X�P�L�U�H�������V�W�U�X�F�W�X�U�D�������Q�L�Y�H�O���G�H���S�U�H�J���W�L�U�H���� 

1925 �± �,�D�� �I�L�L�Q� ���� �ù�F�R�D�O�D�� �3�U�L�P�D�U���� �G�L�Q�� �V�D�W�X�O�� �0�H�O�L�Q�H�V�W�L���± comuna                          
�0�H�O�L�Q�H�V�W�L���Q�L�Y�H�O���G�H���S�U�H�J���W�L�U�H : clasele I-IV. 
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1948 �± �,�D�� �I�L�L�Q� ���� �ù�F�R�D�O�D�� �*�L�P�Q�D�]�L�D�O���� �G�L�Q�� �F�R�P�X�Q�D�� �0�H�O�L�Q�H�V�W�L����������������������������������������������������
�Q�L�Y�H�O���G�H���S�U�H�J���W�L�U�H : clasele I-VII(VIII).  

1960 �± �,�D�� �I�L�L�Q� ���� �/�L�F�H�X�O�� �7�H�R�U�H�W�L�F���± profil real (matematica-fizica)                          
�Q�L�Y�H�O���G�H���S�U�H�J���W�L�U�H�������F�O�D�V�H�O�H���,-XI(XII) . 

1976 �± �6�H�� �W�U�D�Q�V�I�R�U�P���� �/�L�F�H�X�O�� �7�H�R�U�H�W�L�F�� �L�Q�� �/�L�F�H�X�� �$�J�U�R�L�Q�G�X�V�W�U�L�D�O������������������������������������������������������
�Q�L�Y�H�O���G�H���S�U�H�J���W�L�U�H�������F�O�D�V�H�O�H I-�;�,�,���;�,�,�,���������v�Q�Y��� ���P�k�Q�W���G�H���]�L, �V�H�U�D�O���ú�L���I���U����
�I�U�H�F�Y�H�Q� �D���� 

1981 �± �6�H�� �W�U�D�Q�V�I�R�U�P���� �/�L�F�H�X�O�� �$�J�U�R�L�Q�G�X�V�W�U�L�D�O�� �v�Q�� �/�L�F�H�X�� �,�Q�G�X�V�W�U�L�D�O������������������������������������         
de Petrol , nivel de �S�U�H�J���W�L�U�H : clasele I-XII(XIII) �����v�Q�Y��� ���P�k�Q�W���G�H��zi si 
�V�H�U�D�O�������ú�F�R�D�O�D���S�U�R�I�H�V�L�R�Q�D�O�D���V�L���ú�F�R�D�O�D���G�H���P�D�L�ú�W�U�L���� 

1990 �± Liceul Industrial de Petrol devine Liceul Tehnologic                          
�,�Q�G�X�V�W�U�L�D�O���G�H���3�H�W�U�R�O���0�H�O�L�Q�H�ú�W�L�����Q�L�Y�H�O �G�H���S�U�H�J���W�L�U�H : clasele I-XII(XIII) 
�����v�Q�Y��� ���P�k�Q�W���G�H���]�L�������V�H�U�D�O���ú�L���S�U�R�I�H�V�L�R�Q�D�O���� 

2000 �± Unitatea devine Liceul Tehnologic Industrial Melinesti cu                           
�D�F�H�O�H�D�ú�L���I�R�U�P�H���G�H���v�Q�Y��� ���P�k�Q�W���� 

2006 �± ���� �V�H�S�W�H�P�E�U�L�H�� ���� �X�Q�L�W�D�W�H�D�� �S�U�L�P�H�ú�W�H�� �Q�X�P�H�O�H�� �G�H��Grup�X�O�� �ù�F�R�O�D�U                          
�Ä�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´  

2012 �± �v�Q�F�H�S�k�Q�G�� �Fu ���� �V�H�S�W�H�P�E�U�L�H���� �ú�F�R�D�O�D�� �G�H�Y�L�Q�H��Liceul Tehnologic 
�Ä�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´ 

              �Ì�Q���S�U�H�]�H�Q�W���X�Q�L�W�D�W�H�D���ú�F�R�O�D�U�D���D�U�H���W�R�D�W�H���W�U�H�S�W�H�O�H���G�H���L�Q�Y�D�W�D�P�D�Q�W �����S�U�H�ú�F�R�O�D�U������ 
      primar , gimn�D�]�L�D�O�������O�L�F�H�D�O���]�L���V�L���V�H�U�D�O���V�L���G�R�X�D���I�L�O�L�H�U�H���G�H���v�Q�Y��� ���P�k�Q�W :  
      real, tehnic si profesional. 
             Liceul Tehnologic  �ÄAlexandru Macedonski�  ́  �F�X�S�U�L�Q�G�H�� �X�U�P���W�R�D�U�H�O�H��
structuri : 

- �ù�F�R�D�O�D���S�U�L�P�D�U�� �%�R�G�D�H�V�W�L�L���G�H���6�X�V�������*�U���G�L�Q�L� �D�� 
- �ù�F�R�D�O�D���S�U�L�P�D�U�� Bodaestii de �-�R�V�������*�U���G�L�Q�L� �D������ 
- �ù�F�R�D�O�D���S�U�L�P�D�U�� �2�K�D�E�D���������*�U���G�L�Q�L� �D�� 
- �ù�F�R�D�O�D���J�L�P�Q�D�]�L�D�O�� �1�H�J�R�L�H�ú�W�L 
- �*�U���G�L�Q�L� a �1�H�J�R�L�H�ú�W�L 
- �*�U���G�L�Q�L� �D���6�S�L�Q�H�Q�L�� 
- �*�U���G�L�Q�L� �D���0�H�O�L�Q�H�ú�W�L 

 
II.4. �2�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O�� 
 

 Liceul Tehnologic �Ä�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´��dispune de o baza materiala in 
plina modernizare: 
- �����F�R�U�S�X�U�L���G�H���F�O���G�L�U�L���I�R�O�R�V�L�W�H���H�I�H�F�W�L�Y���L�Q���D�F�W�L�Y�L�W�D�W�H�D���F�X���H�O�H�Y�L�L�� 
- �����O�D�E�R�U�D�W�R�D�U�H���G�H���L�Q�I�R�U�P�D�W�L�F�D���G�R�W�D�W�H���F�X���U�H� �H�O�H���G�H���F�D�O�F�X�O�D�W�R�D�U�H���G�H���X�O�W�L�P�D���J�H�Q�H�U�D� �L�H���V�L��
conectate la INTERNET 
- 4 laboratoare: fizica, chimie, biologie modernizate si dotate corespunzator 
- Prin programul PHARE-VET 2004-2006,s-au realizat  2 ateliere, 2 laboratoare pe 
profil tehnologic 
- 1 cabinet de consiliere psiho-�S�H�G�D�J�R�J�L�F�D���V�L���R�U�L�H�Q�W�D�U�H���ú�F�R�O�D�U���� 
- 1 biblioteca cu 13 000 volume  
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- �&�H�Q�W�U�X���G�H���,�Q�I�R�U�P�D�U�H���ú�L���'�R�F�X�P�H�W�D�U�H���G�R�W�D�W���F�X���D�S�D�U�D�W�X�U�����H�O�H�F�W�U�R�Q�L�F�����G�H���X�O�W�L�P�D���R�U���� 
- baza sportiva in aer liber : terenuri de fotbal, volei, handbal, pista de atletism. 
�ù�F�R�D�O�D�� �D�U�H�� �L�Q�� �G�H�U�X�O�D�U�H�� �S�U�R�J�U�D�P�H��ERASMUS PLUS �ú�L�� �U�H�O�D� �L�L�� �G�H�� �F�R�O�D�E�R�U�D�U�H�� �F�X�� �V�F�R�O�L��
�G�L�Q���)�U�D�Q� �D�����*�H�U�P�D�Q�La, Spania, Turcia, Italia. 
 

II.5 . Specializari si calificari 
PREPRIMAR    

PRIMAR  I �± IV   

GIMNAZIU  V �±VIII    

LICEU ZI  

IX  �W�H�K�Q�L�F�L�D�Q���L�Q���L�Q�V�W�D�O�D�W�L�L���H�O�H�F�W�U�L�F�H�����W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

X �W�H�K�Q�L�F�L�D�Q���L�Q���L�Q�V�W�D�O�D�W�L�L���H�O�H�F�W�U�L�F�H�����W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

XI  
matematica-�L�Q�I�R�U�P�D�W�L�F�D�����W�H�R�U�H�W�L�F�����U�H�D�O�� 

tehnician in insta�O�D�W�L�L���H�O�H�F�W�U�L�F�H�����W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

XII  

matematica-�L�Q�I�R�U�P�D�W�L�F�D�����W�H�R�U�H�W�L�F�����U�H�D�O��  

�W�H�K�Q�L�F�L�D�Q���L�Q���L�Q�V�W�D�O�D�W�L�L���H�O�H�F�W�U�L�F�H�����W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

technician mecanic �S�H�Q�W�U�X���v�Q�W�U�H� �L�Q�H�U�H���ú�L���U�H�S�D�U�D� �L�L��
(�W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

LICEU SERAL  

XI  tehnician electrotehnist ���W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

X   technician mecanic �S�H�Q�W�U�X���v�Q�W�U�H� �L�Q�H�U�H���ú�L���U�H�S�D�U�D� �L�L�� 
  (�W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

XI    technician mecanic �S�H�Q�W�U�X���v�Q�W�U�H� �L�Q�H�U�H���ú�L���U�H�S�D�U�D� �L�L�� 
  (�W�H�K�Q�R�O�R�J�L�F�����W�H�K�Q�L�F�� 

XII  
  technician mecanic �S�H�Q�W�U�X���v�Q�W�U�H� �L�Q�H�U�H���ú�L���U�H�S�D�U�D� �L�L�� 
  (tehnolo�J�L�F�����W�H�K�Q�L�F�� 

���&�2�$�/�$��
�3�5�2�)�(�6�,�2�$�1�$�/�����&�8��

DURATA DE 3 ANI  

I    �O���F���W�X�����P�H�F�D�Q�L�F���S�U�H�V�W���U�L���V�H�U�Y�L�F�L�L 

II    �O���F���W�X�����P�H�F�D�Q�L�F���S�U�H�V�W���U�L���V�H�U�Y�L�F�L�L 

III    �O���F���W�X�����P�H�F�D�Q�L�F���S�U�H�V�W���U�L���V�H�U�Y�L�F�L�L 

 

STUDIILE SE FINALIZEAZA CU : 

- Diploma de bacalaureat pentru : matematica-informatica 
                                                       tehnic �± electrotehnic 
- Atestat profesional de operator pe calculatoare la profilul matematica-informatica 
- Atestat profesional pentrul profilul tehnologic 
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CAPITOLUL III  

SISTEMUL CALITAT I I  

      III. 1. Politica in domeniul calitatii  

 
�3�U�L�Q�� �S�R�O�L�W�L�F�D�� �L�Q�� �G�R�P�H�Q�L�X�O�� �F�D�O�L�W��� �L�L�� �X�U�P���U�L�P�� �V�D�W�L�V�I�D�F�H�U�H�D�� �F�X�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�� �D��

�G�R�U�L�Q� �H�O�R�U���V�L���D�ú�W�H�S�W���U�L�O�R�U���F�O�L�H�Q� �L�O�R�U���Q�R�ú�W�U�L�����H�O�H�Y�L�����D�J�H�Q� �L���H�F�R�Q�R�P�L�F�L�����F�R�P�X�Q�L�W�D�W�H�D���O�R�F�D�O������
�S�U�L�Q�� �F�R�Q�F�H�Q�W�U�D�U�H�D�� �H�I�R�U�W�X�U�L�O�R�U�� �v�Q�� �G�L�U�H�F� �L�D�� �F�U�H�ú�W�H�U�L�L�� �F�D�O�L�W��� �L�L�� �S�U�R�F�H�V�X�O�X�L�� �G�L�G�D�F�W�L�F����
�G�H�]�Y�R�O�W���U�L�L�� �F�X�O�W�X�U�L�L�� �L�Q�V�W�L�W�X� �L�R�Q�D�O�H�� �V�L�� �P�D�Q�D�J�H�U�L�D�O�H�� �U�H�V�S�R�Q�V�D�E�L�O�H�� �V�L�� �S�U�H�J���W�L�U�L�L��
�D�E�V�R�O�Y�H�Q� �L�O�R�U�� �O�D�� �Q�L�Y�H�O�X�O�� �V�W�D�Q�G�D�U�G�H�O�R�U�� �G�H�� �S�U�H�J���W�L�U�H�� �S�U�R�I�H�V�L�R�Q�D�O�D�� �V�L�� �D�� �Q�H�F�H�V�L�W�D� �L�O�R�U��
mediului economico-�V�R�F�L�D�O���� �v�Q�� �F�R�Q�G�L� �L�L�O�H�� �U�H�V�S�H�F�W���U�L�L�� �U�H�J�O�H�P�H�Q�W�D�U�L�O�R�U�� �v�Q�� �Y�L�J�R�D�U�H���� �D��
�I�R�O�R�V�L�U�L�L���R�S�W�L�P�H���D���U�H�V�X�U�V�H�O�R�U���V�L���D���P�R�W�L�Y���U�L�L���F�R�U�S�X�O�X�L���S�U�R�I�H�V�R�U�D�O�� 
Telul nostru il reprezinta performantele pe care le obtin elevii si absolventii nostrii, 
cat si renumele nostru in invatamantul bucurestean. �'�H�� �D�F�H�H�D�� �v�Q�W�U�H�D�J�D�� �D�F�W�L�Y�L�W�D�W�H�� �D��
�R�U�J�D�Q�L�]�D� �L�H�L���Q�R�D�V�W�U�H���H�V�W�H���E�D�]�D�W�����S�H���X�U�P���W�R�D�U�H�O�H���S�U�L�Q�F�L�S�L�L: 

             1�����0�D�Q�D�J�H�P�H�Q�W�X�O���F�D�O�L�W��� �L�L �±�V�L�V�W�H�P�X�O���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���D�V�L�J�X�U����
calitatea programelor �G�H���v�Q�Y��� �D�U�H���ú�L���S�U�R�P�R�Y�H�D�]�������v�P�E�X�Q���W��� �L�U�H�D���F�R�Q�W�L�Q�X�����D��
acestora; 
            2 �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���P�D�Q�D�J�H�P�H�Q�W�X�O�X�L-�V�F�R�D�O�����D�V�L�J�X�U�����X�Q���P�D�Q�D�J�H�P�H�Q�W����
�H�I�L�F�D�F�H���v�Q���F�H���S�U�L�Y�H�ú�W�H���F�D�O�L�W�D�W�H�D���ú�L���G�H�]�Y�R�O�W�D�U�H�D���F�X�U�U�L�F�X�O�X�P-�X�O�X�L�������v�Q�Y��� ���U�L�L���� 
            3. Managementul resurselor -�V�F�R�D�O�D���R�I�H�U�����H�O�H�Y�L�O�R�U���X�Q�����P�H�G�L�X���V�L�J�X�U����
�V���Q���W�R�V�����R�I�H�U�L�Q�G�X-�O�H���V�S�U�L�M�L�Q�����V�H���D�V�L�J�X�U�����F�����S�U�R�J�U�D�P�H�O�H���V�X�Q�W�����I�X�U�Q�L�]�D�W�H���ú�L���H�Y�D�O�X�D�W�H�����G�H��
�S�H�U�V�R�Q�D�O�����F�R�P�S�H�W�H�Q�W�����ú�L���F�D�O�L�I�L�F�D�W���� 
            4. Proiectarea, dezvoltare�D���ú�L���U�H�Y�L�]�X�L�U�H�D���S�U�R�J�U�D�P�H�O�R�U���G�H���v�Q�Y��� �D�U�H -
scoala este r�H�F�H�S�W�L�Y�����I�D� �����G�H���Q�H�Y�R�L�O�H�����H�O�H�Y�L�O�R�U�����D�J�H�Q� �L�O�R�U�����H�F�R�Q�R�P�L�F�L�����F�R�P�X�Q�L�W��� �L�L���� 
            5. Predarea, �L�Q�V�W�U�X�L�U�H�D���S�U�D�F�W�L�F�����ú�L���v�Q�Y��� area -�V�F�R�D�O�D�����R�I�H�U�������F�R�Q�G�L� �L�L��
�H�J�D�O�H���G�H���D�F�F�H�V���O�D���S�U�R�J�U�D�P�H�O�H���G�H���v�Q�Y��� �D�U�H�����ú�L���V�S�U�L�M�L�Q�����W�R� �L���H�O�H�Y�L�L���� 
          6. Evaluarea si certificarea invatarii -�L�Q���F�D�G�U�X�O���ú�F�R�O�L�L���V�H���X�W�L�O�L�]�H�D�]�����S�U�R�F�H�V�H����
�H�I�L�F�D�F�H���G�H���H�Y�D�O�X�D�U�H���ú�L���P�R�Q�L�W�R�U�L�]�D�U�H�����S�H�Q�W�U�X���D���V�S�U�L�M�L�Q�L�����S�U�R�J�U�H�V�X�O�����H�O�H�Y�L�O�R�U���� 
           7. �(�Y�D�O�X�D�U�H�D���ú�L���v�P�E�X�Q���W��� �L�U�H�D���F�D�O�L�W��� �L�L -���S�H�U�I�R�U�P�D�Q� �H�O�H���V�F�R�O�L�L���V�X�Q�W����
�P�R�Q�L�W�R�U�L�]�D�W�H�����H�Y�D�O�X�D�W�H���ú�L���v�P�E�X�Q���W��� �L�W�H���S�U�L�Q���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���ú�L���D�X�W�R�H�Y�D�O�X�D�U�H���� 
 

  �3�U�L�Q���S�R�O�L�W�L�F�D���D�G�R�S�W�D�W�����v�Q���G�R�P�H�Q�L�X�O���F�D�O�L�W��� �L�L���X�U�P���U�L�P�� 
�i  �v�P�E�X�Q�D�W�D�W�L�U�H�D���F�D�O�L�W��� �L�L���S�U�R�F�H�V�X�O�X�L���G�H���v�Q�Y�D�W�D�P�k�Q�W�� 
�i  dezvoltarea strategiilor de atragere a resurselor financiare extrabugetare; 
�i  �v�P�E�X�Q�D�W�D�W�L�U�H�D���V�L���G�L�Y�H�U�V�L�I�L�F�D�U�H�D �E�D�]�H�L���P�D�W�H�U�L�D�O�H�����D�V�W�I�H�O���v�Q�F�k�W���V�D���V�H���F�U�H�H�]�H���F�R�Q�G�L� �L�L��

�F�k�W���P�D�L���E�X�Q�H���G�H���V�W�X�G�L�X���S�H�Q�W�U�X���S�U�R�I�H�V�R�U�L���V�L���S�H�Q�W�U�X���H�O�H�Y�L�� 
�i  �F�U�H�ú�W�H�U�H�D���P�R�W�L�Y�D� �L�H�L���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���S�U�L�Q���v�P�E�X�Q�D�W�D�W�L�U�H�D���R�U�J�D�Q�L�]���U�L�L���P�X�Q�F�L�L����

asigurarea surselor de informare actuale, stimularea materiala si p�H�U�I�H�F� �L�R�Q�D�U�H��
continua; 
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�i   �v�P�E�X�Q�D�W�D�W�L�U�H�D���U�H�O�D� �L�L�O�R�U���F�X���U�H�S�U�H�]�H�Q�W�D�Q� �L�L���F�R�P�X�Q�L�W�D�W�L�L���O�R�F�D�O�H���G�L�Q���G�L�I�H�U�L�W�H��
domenii: economic, cultural, social, administrativ; 

�i  �F�U�H�ú�W�H�U�H�D���L�Q�W�H�J�U���U�L�L���S�H���S�L�D� �D���P�X�Q�F�L�L���D���D�E�V�R�O�Y�H�Q� �L�O�R�U�� 
�i  �v�P�E�X�Q�D�W�D�W�L�U�H�D���F�R�P�X�Q�L�F���U�L�L���v�Q�W�U�H���F�R�U�S�X�O���S�U�R�I�H�V�R�U�D�O���Vi elevi 

 
 
 

III. 2 . COMISIA PENTRU EVALUAREA SI ASIGURAREA 
CALITATII  

 
III.2.1.  REGULAMENT DE FUNCTIONARE  

 
ART.1. Prezentul regulament stabileste si detaliaza modul de organizare  si funct 
ionare a Comisiei pentru evaluarea calitatii din Liceul Tehnologic �³Alexandru 
�0�D�F�H�G�R�Q�V�N�L�´ - Melinesti. Comisia a fost infiintata in baza Ordinului MedC nr 
4889/9.08.2006  privind asigurarea calitatii in educatie in invatamantul profesional si 
tehnic. 
ART.2. Atributiile comisiei sunt : 
a) elaboreaza si coordoneaza aplicarea procedurilor si activitatilor de evaluare si 
asigurare a calitatii, aprobate de conducerea unitatii scolare, conform domeniilor si 
criteriilor prevazute de legislatie; 
b) elaboreaza anual un raport de evaluare interna privind calitatea educatiei in 
unitatea scolara pe baza caruia directorul elaboreza raportul general privind starea si 
calitatea invatamantului din unitatea scolara. Raportul este adus la cunostinta tuturor 
beneficiarilor, prin afisare sau publicare si este pus la dispozitia evaluatorilor externi. 
c) elaboreaza propuneri de imbunatatire a calitatii educatiei; 
d) coopereaza cu agentia romana specializata pentru asigurarea calitatii, cu alte 
agentii si organisme abilitate sau institutii similare din tara ori din strainatate, potrivit 
legii. 
ART.3. Principiile de evaluare si asigurarea a calitatii de catre comisie sunt: 
1. Managementul calitatii �± Sistemul de management al calitatii asigura calitatea 
programelor de invare si promoveaza invatarea continua 
2. Responsabilitatile managementului- Organizatia asigura o conducere si un 
management caracterizate prin eficacitate in ceea ce priveste calitatea si dezvoltarea 
invatarii. 
3. Managementul resurselor. 
4. Proiectare, dezvoltare si revizuirea programelor de invatare. 
5. Predarea, instruirea practica si invatarea. 
6. Evaluarea si certificarea invatarii. 
7. Evaluarea si imbunatatirea calitatii. 
 
 Eficacitatea educationala  consta in mobilizarea de resurse cu scopul de a se obtine 
rezultatele asteptate ale invatarii, este concretizata prin urmatoarele criterii: 
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a) continutul programelor de studiu; 
b) rezultatele invatarii; 
c) activitatea metodica, dupa caz; 
d) activitatea financiara a organizatiei; 
e) absorbtia absolventilor in mediul industrial. 
 
 Managementul calitatii  se concretizeaza prin urmatoarele criterii: 
a) strategii si proceduri pentru asigurarea calitatii; 
b) proceduri privind initierea, monitorizarea si revizuirea periodica a programelor si 
activitatilor desfasurate; 
c) proceduri obiective si transparente de evaluare a rezultatelor invatarii; 
d) proceduri de evaluare periodica a calitatii corpului profesoral; 
e) accesibilitatea resurselor adecvate invatarii; 
f) baza de date actualizata sistematic, referitoare la asigurarea interna a calitatii; 
g) transparenta informatiilor de interes public cu privire la programele de studii si 
dupa caz, certificatele, diplomele si calificarile oferite; 
h) functionalitatea structurilor de asigurare a calitatii educatiei, conform legii. 
 
ART.4. Structura organizatorica a Comisiei pentru evaluarea si asigurarea calitatii 
din Liceul Tehnologic �³�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´��- Melinesti cuprinde opt membri: 
- patru reprezentanti ai corpului profesoral; 
- un reprezentant din partea parintilor: 
- un reprezentant din partea Consiliului elevilor 
- un reprezentat din partea Consiliului local 
- un reprezentant din partea �6�L�Q�G�L�F�D�W�X�O�X�L���³�6�S�L�U�X���+�D�U�H�W�´ 
Comisia este condusa de directorul scolii in calitate de presedinte. 
ART.5. Comisia se intruneste la propunerea presedintelui comisiei. 
ART.6. Activitatea membrilor comisiei nu este remunerata 
ART.7. Rapoartele comisiei se publica pe pagina web a liceului. 
ART.8. Documentele comisiei sunt gestionate de responsabilul Comisiei pentru 
evaluarea si asigurarea calitatii 
ART.9. Aprobarea componentei Comisiei pentru evaluarea si asigurarea calitatii, se 
face de catre Consiliul Profesoral , prin vot deschis cu majoritate simpla . 
ART.10. Modificarea prezentului regulament este de competenta Consiliului 
Profesoral prin vot deschis prin majoritate simpla . 
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III.2.2. ORGANIGRAMA COMISIEI  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Responsabil CEAC 

 

Membrii 
CEAC 

 
Elevi 

 
�3���U�L�Q� �L 

 

Comunitate 
�O�R�F�D�O�� 

 
 

Sindicat 

 

Agent 
econimic 
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III.2. 3. DESCRIEREA RESPONSABILITATILOR  

Nr. 
Crt.  

NUMELE SI PRENUMELE  SARCINI SPECIFICE  

1.  
 
DUMITRASCU ALINA  �± 
responsabil CEAC 

�x  elaboreaza planul de activitati a comisiei 
�x realizeaza raportul de autoevaluare; 
�x realizeaza planul de imbunatatire; 
�x monitorizeaza activitatea comisiei; 
�x realizeaza observarea lectiilor; 
�x supervizeaza intreaga activitate a comisiei; 
�x aproba planurile comisiei ( de activitate,  imbunatatire, 

autoevaluarer); 
�x evalueaza activitatea comisiei; 
�x �H�O�D�E�R�U�H�D�]�����V�L���D�S�O�L�F�D�����F�K�H�V�W�L�R�Q�D�U�H���S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���F�D�O�L�W�D�W�L�L 
�x participa la verificarea modului de completare  a 

documentelor oficiale; 

2.  
VASILE ECATERINA  �± 
secretar CEAC 

�x monitorizeaza activitatea comisiei de notare ritmica si 
frecventa; 

�x contribuie la gestionarea dovezilor; 
�x reizuirea documentelor calitatii (manual, proceduri) 
�x gestionarea situatiilor statistice 
�x intocmeste procese verbale ale comisiei  

3.  
FILIP NICOLAE  �± membru 
CEAC 

�x monitorizeaza activitatea comisiilor metodice; 
�x monitorizeaza aplicarea procedurilor;  
�x gestionarea dovezilor; 
�x gestionarea documentatiei de lucru a comisiei; 
�x realizarea bazei de date cu parcursul absolventilor; 
�x monitorizeaza activitatea de elaborare,aplicare si 

verificarea orarului scolii;  

4.  MORARU VIOLETA  �± 
membru CEAC 

�x monitorizeaza activitatea comisiilor metodice; 
�x monitorizeaza aplicarea procedurilor; 
�x gestionarea dovezilor; 
�x gestionarea documentatiei de lucru a comisiei; 
�x realizarea bazei de date cu parcursul absolventilor; 
�x monitorizeaza activitatea de elaborare,aplicare si 

verificar ea orarului scolii; 

5.  NEMTARU GABRIEL �± 
reprezentant sindicat 

�x elaboreaza chestionare si fise de evaluare; 
�x monitorizeaza activitatea comisiei  
�x monitorizeaza aplicarea procedurilor; 
�x contribuie la gestionarea dovezilor; 
�x monitorizeaza modul de completare a documentelor 

oficiale( cataloage, certificate de competenta, etc) 
�x centralizeaza rezultatele chestionarelor; 

6.  
STOICA IRINEL  - 
reprezentant Consiliul Local 

�x asigura colaborarea scolii cu comunitatea locala; 
�x monitorizeaza baza de date cu parcursul absolventilor si 

integrarea lor in munca; 

7.  

ANGHELACHE EMILIA �± 
reprezentant Consiliul 
Reprezentativ al Parintilor 
 

�x monitorizeaza activitatea de elaborarea,aplicare si 
verificare a orarului scolii;  

�x asigura relatia dintre scoala si Consiliul Reprezentativ al 
Parintilor;  

�x gestionarea dovezilor; 

8.  
�&�,�8�*�8���,�2�1�8�	 �± 
reprezentant Consiliul 
Elevilor  

�x contribuie la gestionarea dovezilor; 
�x participa la aplicarea chestionarelor; 
�x �D�V�L�J�X�U�D���U�H�O�D� �L�D���G�L�Q�W�U�H���V�F�R�D�O�����V�L���&�R�Q�V�L�O�L�X�O���(�O�H�Y�L�O�R�U�� 
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III.2.4. REPARTIZAREA CADRELOR DIDACTICE PE OBSERVATORI   

 

Nr. 
crt. Observator Cadrul didactic 

1.  Ionescu Valeria Rozica - director 

�,�R�D�Q�D���(�O�H�Q�D�����0�L�F�X���&�R�Q�V�W�D�Q�W�L�Q�����5���K�X� ��
Alina, Moraru Violeta, Simion Ecaterina, 
�3���G�X�U�D�U�X���'�D�Q�L�H�O�D�����'�L�G�X���$�O�L�Q�D�����*�R�G�H�D�Q�X��
�(�O�H�Q�D�����6�P�D�U�D�Q�G�D�F�K�H���&�R�Q�V�W�D�Q� �D 

2.  Micu Vasile Cristinel �± director 
adjunct toate cadrele didactice 

3.  �'�X�P�L�W�U�D�ú�F�X���$�O�L�Q�D���± responsabil 
CEAC 

�1�H�P� �D�U�X���*�D�E�U�L�H�O�����7�R�P�R�L�X���6�R�U�L�Q�����)�L�O�L�S��
Nicolae 

4.  Filip Nicolae �±membru CEAC Birta Ana, Ioana Elena, Diaconu Ion, 
�3�R�S�H�V�F�X���$�Q�J�K�H�O���*�K�H�R�U�J�K�H�����/�L�
�����,�R�Q 

5.  �5���K�X� ���$�O�L�Q�D�����± responsabil 
�&�R�P�L�V�L�D���G�H���v�Q�Y��� ���W�R�U�L 

�9�D�V�L�O�H���(�F�D�W�H�U�L�Q�D�����7�U�R�D�F�����)�U�X�V�L�Q�D�����0�L�F�X��
Mihaela, Mondescu Dan, Tomoiu Liviu, 
�*�R�O�I�L�
�����$�O�L�Q�D�����5�D�V�F�R�O���,�R�Q�����*�L�X�U�F�����6�L�P�R�Q�D 

6.  
Didu Alina �± responsabil 
�&�R�P�L�V�L�D���G�H�����O�L�P�E�D���ú�L���O�L�W�H�U�D�W�X�U�D��
�U�R�P�k�Q�� 

Borocan Ecaterina, Barbu Alina, Chiutu 
Roxana 

7.  �3���G�X�U�D�U�X���'�D�Q�L�H�O�D���± responsabil 
�&�R�P�L�V�L�D���G�H���O�L�P�E�L���V�W�U���L�Q�H 

�9�D�V�L�O�H���0�D�U�L�D�����1���V�W�D�V�L�H���1�L�F�R�O�H�W�D�����7�L�R�D�F����
Liliana, Tomoiu Alina 

8.  Micu Constantin �± responsabil 
�&�R�P�L�V�L�D���G�H���P�D�W�H�P�D�W�L�F�� 

�,�R�Q�H�V�F�X���9�D�O�H�U�L�D�����1�H�P� �D�U�X���*�D�E�U�L�H�O�����7�R�P�R�L�X��
�6�R�U�L�Q�����'�X�P�L�W�U�D�ú�F�X���$�O�L�Q�D 

9.  
Moraru Violeta �± responsabil 
Comisia de socio-umane�±
membru CEAC 

Buturugaru Alexandru, Tomoiu Alina, 
�&�K�H�V�Q�R�L�X���&�R�Q�V�W�D�Q�W�L�Q�����7�R�P�H�V�F�X���&�R�Q�V�W�D�Q�
�D 

10.  Godeanu Elena �± responsabil 
�&�R�P�L�V�L�D���G�H���ú�W�L�L�Q� �H 

Popescu Adriana, Borocan Constantin, 
Tanciu Camelia, Manafu Daniela, Ciobanu 
Cristina, Oprea Floricica, Preda Gina, 
�0�L�Q�F�X���&���S���
�k�Q�����9�L�R�U�L�F�D�����'�R�G�R�F�L�R�L�X��
Cristinel 

11.  
Simion Ecaterina �± responsabil 
�&�R�P�L�V�L�D���G�H���H�G�X�F�D� �L�H���I�L�]�L�F�����ú�L��
sport 

Piciu Viorel 

12.  Ioana Elena �± responsabil 
Comisia de discipline tehnice  

Birta Ana, Diaconu Ion, Popescu Anghel 
Gheorghe, Filip Nicolae, Vasilescu Maria 

13.  
�6�P�D�U�D�Q�G�D�F�K�H���&�R�Q�V�W�D�Q� �D�± 
responsabil Comisia de 
educatoare 

�&�D�Q�W�R�U���'�R�U�L�Q�D�����&�R�D�Q�G�����,�R�D�Q�D�����0�L�W�U�D�F�K�H��
�0�D�U�L�D�Q�D�����3�X�L�D�Q�X���0�D�U�L�D�����6�S���W�D�U�X���0�L�K�D�H�O�D����
Rusu Mariana 
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  III.3. DOCUMENTELE SISTEMULUI CALITATII  

   III.3.1.  PROCEDURI DE SISTEM �ù�,��OPE�5�$���,�2�1�$�/�( 

  Nr. 
crt.  

Denumirea si codul procedurii Volumul/p
agina 

1 P.O. 01 �± Elaborarea procedurilor operationale vol I / 2 

2 P.O. 02  - Elaborarea procedurilor formalizate pe activitati vol I / 28 

3 P.O. 03 �± Autoevaluarea institutionala vol I / 46 

4 P.O. 04 �± Procedura de lucru a comisiei de evaluare si asigurare a calitatii vol I / 64 

5 P.O. 05 -  Implicarea parintilor in educatie vol I / 91 

6 P.O. 06 -  Comunicarea intra si interinstitutionala vol I / 113 

7 P.O. 07 -  Intrunirea si desfasurarea sedintelor consiliului profesoral vol I / 143 

8 P.O. 08 -  Elaborarea deciziilor vol I / 163 

9 P.O. 09 - Analiza culturii organizationale vol II / 2 

10 P.O. 10 - Asigurarea seriviciilor medicale de urgenta vol II / 17 

11 P.O. 11 �± Semnalare neregularitati vol II / 37 

12 P.O. 12 - Prevenirea, combaterea si monitorizarea violentei in scoala vol II / 59 

13 P.O. 13 - Functionarea comisiilor metodice si a comisiilor tematice vol II / 85 

14 P.O. 14 - Urmarirea progresului elevilor vol II / 105 

15 
P.O. 15 - Identificarea punctelor tari, punctelor slabe, oportunitatilor si 
amenintarilor 

vol II / 124 

16 P.O. 16 -   Prevenirea si combaterea absenteismului scolar vol II / 142 

17 P.O. 17 �± Stabilirea graficului de serviciu pe scoala vol III / 2 

18 P.O. 18 �± Obtinerea feedback-ului din partea elevilor vol II I / 20 

19 
P.O. 19 - Colectarea si sintetizarea regulata a opiniilor si propunerilor elevilor, 
parintilor si a altor factori interesati 

vol II I / 40 

20 P.O. 20 �± Revizuirea planului de actiune al scolii vol III  / 57 

21 P.O. 21 �± Selectia membrilor Comisiei de Evaluare si Asigurare a Calitatii vol II I / 73 

22 P.O. 22 �± Evaluarea rezultatelor invatarii vol II I / 87 

23 
P.O. 23 - Evolutia performantelor scolare utilizand sistemul national de 
indicatori privind educatia 

vol II I / 108 

24 P.O. 24 �± Combaterea insuccesului scolar vol II I / 122 

25 P.O. 25 �± Validarea situatiei scolare la sfarsitul anului scolar vol IV / 2 

26 P.O. 26 �± Evaluarea cadrelor didactice vol IV / 29 

27 P.O. 27 �± Activitati extrcurriculare vol IV / 53 

28 P.O. 28 �± Insertia profesionala pentru cadrele noi, fara experienta vol IV / 69 

29 P.O. 29 �± Observarea procesului de predare - invatare vol IV / 84 

30  P.O. 30 �± Revizuirea periodica a activitatilor extrascolare vol IV / 103 

31  P.O. 31 �± Elaborarea si dezvoltarea planului de actiuni strategice vol IV / 117 

32  P.S.Q. 01 �± Controlul documentelor vol IV / 135 

33 P.S.Q. 02 �± Prelucrarea datelor cu caracter personal vol IV / 162 

34 P.O. 32 - Controlul procesului neconform vol V / 2 

35 P.O. 33 - Efectuarea unui audit intern vol V / 17 

36 P.O. 34 - Controlul inregistrarilor vol V / 32 

37 P.O. 35 -  Actiuni  preventive vol V / 47 
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38 P.O. 36 - Actiuni corective vol V / 65 

39 P.O. 37 - Managementul resurselor umane vol V / 80 

40 P.O. 38 - Elaborarea si aplicarea chestionarelor vol V / 95 

41 P.O. 39 - Pregatirea suplimentara  a  elevilor vol V / 109 

42 P.O. 40 -  Elaborarea, aplicarea si verificarea orarului unitatii vol V / 125 

43 P.O. 41 - Programe pentru examene vol V / 140 

44 P.O. 42 - Siguranta elevilor, personalului si  bunurilor unitatii vol V / 155 

45 P.O. 43 - Evaluarea  portofoliilor  elevilor vol V / 169 

46 P.O. 44 - Evaluarea  portofoliilor  profesorilor vol V / 186 

47 P.O. 45 �± Realizarea curriculum-ului la decizia unitatii vol VI / 2 

48 P.O. 46 �± Masurarea satisfactiei beneficiarului(elevi, parinti, personal) vol VI / 19 

49 P.O. 47 �± Comunicarea institutionala cu alte institutii de educatie vol VI / 34 

50 P.O. 48 - Comunicarea formala externa cu parintii vol VI / 48 

51 
P.O. 49 - Comunicarea formala externa cu angajatorii si cu alte institurii si 
grupuri semnificative de interes 

vol VI / 63 

52 P.O. 50 -  Comunicarea interna cu personalul unitatii vol VI / 78 

53 
P.O. 51 - Imbunatatirea activitatii unitatii, in ceea ce priveste principiul de 
�F�D�O�L�W�D�W�H���Ä�R�U�L�H�Q�W�D�U�H���V�S�U�H���E�H�Q�H�I�L�F�L�D�U�´ 

vol VI / 93 

54 P.O. 52 �±  Organizarea si desfasurarea taberelor, excursiilor, drumetiilor vol VI / 106 

55 
P.O. 53 �± Sistemul de gestionare a informatiilor - accesul la informatiile de 
interes public 

vol VI / 123 

56 P.O. 54 �± Elaborarea, validarea si aprobarea ofertei educationale vol VI / 141 

57 P.O. 55 �± Functionarea Consiliului Consultativ al membrilor personalului vol VI / 157 

58 P.O. 56 �± Insuccesul scolar vol VI / 174 

59 P.O. 57 �± Monitorizarea performantei scolare vol VI / 196 

60 P.O. 58 �± Ritmicitatea notarii vol VI / 210 

61 P.O. 59 �± Rezolvare a starilor conflictuale vol VI I / 2 

62 P.O. 60 �± Centralizarea rezultatelor la invatatura vol VII / 16 

63 P.O. 61 �± Monitorizarea si evaluarea calitatii procesului educational vol VII / 31 

64 P.O. 62 �± Intocmirea Regulamentului Intern vol VII / 45 

65 P.O. 63 �± Monitorizarea activitatii extracurriculare vol VII / 58 

66 P.O. 64 �± Gestionarea situatiilor de criza vol VII / 73 

67 
P.O. 65 �± Identificarea si incluziunea elevilor in situatii de risc/ cu cerinte 
educationale speciale 

vol VII / 92 

68 P.O. 66 �± Completarea si folosirea catalogului la clasa vol VII / 107 

69 
P.O. 67 �± Accesibilitatea la tehnologie (TIC) a elevilor si a personalului 
angajat, in interesul invatamantului 

vol VII / 121 

70 P.O. 68 �± Efectuarea serviciului pe scoala pentru elevi si profesori vol VII / 135 

71 P.O. 69 �± Comportamentul in caz de cutremur vol VII / 150 

72 P.O. 70 �± Comportamentul in caz de incendiu vol VII / 167 

73 P.O. 71 �± Comportamentul in caz de inundatie vol VII / 181 
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�0�(�/�,�1�(���7�,,  JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. I   

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 01 �± Elaborarea procedurilor operationale 2 

2 P.O. 02  - Elaborarea procedurilor formalizate pe activitati 28 

3 P.O. 03 �± Autoevaluarea institutionala 46 

4 P.O. 04 �± Procedura de lucru a comisiei de evaluare si asigurare a calitatii 64 

5 P.O. 05 -  Implicarea parintilor in educatie 91 

6 P.O. 06 -  Comunicarea intra si interinstitutionala 113 

7 P.O. 07 -  Intrunirea si desfasurarea sedintelor consiliului profesoral 143 

8 P.O. 08 -  Elaborarea deciziilor 163 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-
Rozica 

 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-
Rozica  

 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D��cu Alina 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�H�W�R�G�R�O�R�J�L�D si responsabilitatile celor implicati in stabilirea unei forme 

�X�Q�L�W�D�U�H���G�H�� �H�O�D�E�R�U�D�U�H���D���S�U�R�F�H�G�X�U�L�O�R�U�����L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U���ú�L���I�R�U�P�X�O�D�U�H�O�R�U���F�D�U�H���V�H�� �H�O�D�E�R�U�H�D�]������

�G�H�� �F���W�U�H�� �ú�H�I�L�L�� �G�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �ú�L�� �F�R�P�L�V�L�L�� �G�L�Q��Liceul Tehnol�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H��sarcini �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �ú�L�� �G�L�G�D�F�W�L�F�H��

auxiliare din �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L, desemnate cu 

�U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H���v�Q���D�F�W�L�Y�L�W��� �L�O�H���G�H���O�D���F�D�S������ 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �Fadrul  

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic ; 

2.  Conducere ;  

3  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. Administrativ;  

5. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente,  inclusiv  reglementari interne  ale  unitatii de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�Hi 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�Pponente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�8�Q�L�W��� �L�O�H�� �ú�F�R�O�D�U�H�� �D�X�� �R�E�O�L�J�D� �L�D�� �S�R�W�U�L�Y�L�W�� �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L��

�$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H��

�$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L���ú�F�R�O�D�U�H�����V�����v�Q�W�R�F�P�H�D�V�F�����S�U�R�F�H�G�X�U�L���R�S�H�U�D� �L�R�Q�D�O�H������ 

�3�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O�� � �� �S�U�H�]�H�Q�W�D�U�H�� �I�R�U�P�D�O�L�]�D�W������ �v�Q�� �V�F�U�L�V���� �D�� �W�X�W�X�U�R�U�� �S�D�ú�L�O�R�U�� �F�H��

trebuie �X�U�P�D� �L�����D���P�H�W�R�G�H�O�R�U���G�H���O�X�F�U�X���V�W�D�E�L�O�L�W�H���ú�L���D���U�H�J�X�O�L�O�R�U���G�H���D�S�O�L�F�D�W���v�Q���Y�H�G�H�U�H�D���U�H�D�O�L�]���U�L�L��

�D�F�W�L�Y�L�W��� �L�L���F�X��privire la aspectul procesual. 

�$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �R�S�H�U�D� �L�R�Q�D�O���� �H�V�W�H�� �X�Q�� �P�R�G�H�O���� �0�R�G�H�O�X�O�� �S�U�H�]�H�Q�W�D�W�� �F�R�P�S�O�H�W�H�D�]����

segmentul �L�Q�V�W�U�X�P�H�Q�W�H�O�R�U���G�H���O�X�F�U�X���U�H�I�H�U�L�W�R�D�U�H���O�D���D�F�W�L�Y�L�W��� �L�O�H���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �v�Q�� �G�R�P�H�Q�L�X�O�� �G�H�]�Y�R�O�W���U�L�L�� �V�L�V�W�H�P�H�O�R�U�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W���� ���D�X�W�R���F�R�Q�W�U�R�O�� �ú�L��

autoevaluare.  

 

8.2. Documente utilizate 

 

�3�H�Q�W�U�X�� �R�� �E�X�Q�D�� �J�H�V�W�L�R�Q�D�U�H�� �D�� �H�O�D�E�R�U���U�L�L���� �D�S�U�R�E���U�L�L�� �ú�L�� �D�S�O�L�F���U�L�L�� �S�U�R�F�H�G�X�U�L�O�R�U��

�R�S�H�U�D� �L�R�Q�D�O�H�����G�L�U�H�F�W�R�U�L�L���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H���W�U�H�E�X�L�H���V�D���D�V�L�J�X�U�H���G�H�U�X�O�D�U�H�D���W�X�W�X�U�R�U���D�F� �L�X�Q�L�O�R�U���S�U�L�Y�L�Q�G��

�H�O�D�E�R�U�D�U�H�D���ú�L���V�D�X���G�H�]�Y�R�O�W�D�U�H�D���V�L�V�W�H�P�H�O�R�U���G�H���P�D�Q�D�J�H�P�H�Q�W�����F�R�Q�W�U�R�O���ú�L���D�X�W�R�H�Y�D�O�X�D�U�H�� 

�3�U�R�F�H�G�X�U�L�O�H�� �W�U�H�E�X�L�H�� �H�O�D�E�R�U�D�W�H���� �D�S�U�R�E�D�W�H�� �ú�L�� �D�S�O�L�F�D�W�H�� �v�Q�� �F�R�Q�G�L� �L�L�O�H�� �F�X�Q�R�D�ú�W�H�U�L�L�� �ú�L��

�U�H�V�S�H�F�W���U�L�L���U�H�J�X�O�L�O�R�U�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W���� �F�R�Q�W�U�R�O�� �ú�L�� �H�Y�D�O�X�D�U�H�� �F�R�Q�V�W�L�W�X�L�W�H�� �v�Q�� �6�W�D�Q�G�D�U�G�H�O�H�� �G�H��

�D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���± anexa H.G. nr. 

21/10.01.2007. 

�&�R�Q�G�L� �L�L�O�H�� �H�V�H�Q� �L�D�O�H�� �D�O�H�� �S�U�R�F�H�G�X�U�L�O�R�U�� �R�S�H�U�D� �L�R�Q�D�O�H�� �V�W�D�E�L�O�H�V�F���� �S�U�L�Q�W�U�H�� �D�O�W�H�O�H���� �F�D�� �D�F�H�V�W�H�D��

trebuie sa �I�L�H���V�F�U�L�V�H���ú�L���I�R�U�P�D�O�L�]�D�W�H���S�H���V�X�S�R�U�W���K�k�U�W�L�H���ú�L���V�D�X���H�O�H�F�W�U�R�Q�L�F�����V�L�P�S�O�H���ú�L���V�S�H�F�L�I�L�F�H���S�H�Q�W�U�X��

�I�L�H�F�D�U�H�� �D�F�W�L�Y�L�W�D�W�H���� �D�F�W�X�D�O�L�]�D�W�H�� �v�Q�� �P�R�G�� �S�H�U�P�D�Q�H�Q�W �ú�L�� �D�G�X�V�H�� �O�D�� �F�X�Q�R�ú�W�L�Q� �D�� �H�[�H�F�X�W�D�Q� �L�O�R�U�� �ú�L��

�F�H�O�R�U�O�D�O� �L���I�D�F�W�R�U�L���L�Q�W�H�U�H�V�D� �L�� 

�,�Q�� �P���V�X�U�D�� �v�Q�� �F�D�U�H�� �G�R�W�D�U�H�D�� �W�H�K�Q�L�F���� �ú�L�� �S�U�H�J���W�L�U�H�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �S�H�U�P�L�W���� �R�S�H�U�D� �L�X�Q�L�O�H�� �G�H��

�H�O�D�E�R�U�D�U�H�����D�Y�L�]�D�U�H�����D�S�U�R�E�D�U�H�����G�L�I�X�]�D�U�H�����X�W�L�O�L�]�D�U�H���H�W�F�����D���S�U�R�F�H�G�X�U�L�O�R�U���R�S�H�U�D� �L�R�Q�D�O�H�����V�H���S�R�W���G�H�U�X�O�D��

�úi prin utilizarea sistemelor informatice. 
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 8.3. Resurse necesare  

 

8.3.1. Resurse materiale: rechizite, linii telefonice, materiale informatice, calculatoare 

�S�H�U�V�R�Q�D�O�H�����D�F�F�H�V���O�D���E�D�]�D���G�H���G�D�W�H�����L�P�S�U�L�P�D�Q�W�������L�Q�W�H�U�Q�H�W�����D�Y�L�]�L�H�U�H�� 

 

8.3.2. Resurse umane: persoanele implicate prin sarcinile de �V�H�U�Y�L�F�L�X�� �v�Q�� �H�O�D�E�R�U�D�U�H�D��

�S�U�R�F�H�G�X�U�L�O�R�U���R�S�H�U�D� �L�R�Q�D�O�H���V�X�Q�W���� 

 - director 

 - coordonator CEAC 

 - consilier educativ  

 - �ú�H�I�L�L���G�H���F�R�P�L�V�L�L���P�H�W�R�G�L�F�H���ú�L���G�H���O�X�F�U�X 

 - �ú�H�I�L�L���G�H���F�R�P�S�D�U�W�L�P�H�Q�W�H 

 

 

8.3.3. Resurse financiare: �V�X�Q�W�� �S�U�H�Y���]�X�W�H�� �v�Q�� �E�X�J�H�W�X�O�� �ú�L�� �V�X�Q�W�� �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X�� �D�F�K�L�]�L� �L�R�Q�D�U�H�D��

resurselor materiale.  

 

8.4. Modul de lucru 

 

8.4. �3�U�H�F�L�]���U�L���S�U�L�Y�L�Q�G���F�R�P�S�R�Q�H�Q�W�H�O�H���P�R�G�H�O�X�O�X�L���G�H���S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�� 

 

���������������3�U�H�F�L�]���U�L���F�R�P�X�Q�H���F�R�P�S�R�Q�H�Q�W�H�O�R�U 

�'�D�W�H�O�H�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H�� �G�L�Q�� �F�D�U�W�X�ú�X�O �G�H�� �F�D�S���W�� �V�H�� �W�U�H�F�� �S�H�� �I�L�H�F�D�U�H�� �S�D�J�L�Q������ �F�X�� �P�R�G�L�I�L�F���U�L�O�H��

cerute de rubrici, acolo unde este cazul. 

�'�H�Q�X�P�L�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� �ú�L�� �F�R�G�X�O�� �D�F�H�V�W�H�L�D�� �V�H�� �V�W�D�E�L�O�H�V�F�� �v�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �ú�L���W�U�H�E�X�L�H���V�����U�H�I�O�H�F�W�H���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�G�X�U�D�W�����úi 

�O�R�F�X�O���D�F�H�V�W�H�L�D���v�Q���V�L�V�W�H�P�X�O���G�H���F�R�G�L�I�L�F�D�U�H���X�W�L�O�L�]�D�W�� 

�(�G�L� �L�L�O�H�� �V�H�� �Q�X�P�H�U�R�W�H�D�]���� �F�X�� �F�L�I�U�H�� �U�R�P�D�Q�H���� �L�D�U�� �U�H�Y�L�]�L�L�O�H�� �G�L�Q�� �F�D�G�U�X�O�� �D�F�H�V�W�R�U�D���� �F�X�� �F�L�I�U�H��

arabe. 
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�2�U�L�F�H�� �P�R�G�L�I�L�F�D�U�H�� �G�H�� �U�H�J�O�H�P�H�Q�W�D�U�H���� �R�U�J�D�Q�L�]�D�W�R�U�L�F���� �V�D�X�� �G�H�� �D�O�W���� �Q�D�W�X�U������ �F�X�� �H�I�H�F�W�� �D�V�X�S�U�D��

�D�F�W�L�Y�L�W��� �L�L�� �S�U�R�F�H�G�X�U�D�W�H���� �G�H�W�H�U�P�L�Q���� �U�H�Y�L�]�L�D�� �V�D�X���� �G�X�S���� �F�D�]���� �H�O�D�E�R�U�D�U�H�D�� �X�Q�H�L�� �Q�R�L�� �H�G�L� �L�L�� �S�H�Q�W�U�X��

�S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D���U�H�V�S�H�F�W�L�Y���� 

 

Unitatea 

_______________ 

 

 

Departament: 

 

________________ 

PROCEDURA 

�2�3�(�5�$���,�2�1�$�/�� 

__________________ 

�(�G�L� �L�D���� 

Nr. de ex.:  

Revizia: 

Nr. de ex. :  

 

Cod: P.O. ______ 

Pagina ____ din _____ 

Exemplar nr.:  

   

   

   

 

�Ì�Q���P���V�X�U�D���v�Q���F�D�U�H���H�V�W�H���S�R�V�L�E�L�O�����V�H���D�V�L�J�X�U�����S�D�J�L�Q�D���G�L�V�W�L�Q�F�W�����S�H�Q�W�U�X���I�L�H�F�D�U�H���F�R�P�S�R�Q�H�Q�W�����D��

�S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�� 

 

�����������������3�U�H�F�L�]���U�L���V�S�H�F�L�I�L�F�H���F�R�P�S�R�Q�H�Q�W�H�O�R�U 

 

Pct.1���� �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D�� �H�G�L� �L�H�L�� �V�D�X���� �G�X�S����

�F�D�]�����D���U�H�Y�L�]�L�H�L���v�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H��(componenta 1): 

 - �U�H�V�S�R�Q�V�D�E�L�O�L�L���V�H���V�W�D�E�L�O�H�V�F�����S�H�Q�W�U�X���I�L�H�F�D�U�H���R�S�H�U�D� �L�X�Q�H�����H�O�D�E�R�U�D�U�H�����Y�H�U�L�I�L�F�D�U�H�����D�S�U�R�E�D�U�H������

�S�U�L�Q�� �D�F�W�� �G�H�� �G�H�F�L�]�L�H�� �L�Q�W�H�U�Q�D�� �D�� �F�R�Q�G�X�F���W�R�U�X�O�X�L���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L; 

 - �F�k�Q�G���X�Q�D���V�D�X���P�D�L���P�X�O�W�H���G�L�Q�W�U�H���R�S�H�U�D� �L�X�Q�L���V�H���U�H�D�O�L�]�H�D�]�������F�R�Q�I�R�U�P���G�H�F�L�]�L�H�L�����G�H���F���W�U�H���X�Q��

�J�U�X�S���V�D�X���R���F�R�P�L�V�L�H�����v�Q���O�L�V�W�D���V�H���F�X�S�U�L�Q�G���W�R� �L���P�H�P�E�U�L�L���J�U�X�S�X�O�X�L���V�D�X���D�L���F�R�P�L�V�L�H�L�� 
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 Elemente privind 

responsabilii/ 

�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L 

prenumele 
�)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 

1.1. Elaborat      

1.2. Verificat      

1.3 Aprobat      

      

      

 

 

Pct.2 �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H��

(componenta 2): 

- �V�H�� �F�X�S�U�L�Q�G���� �v�Q�� �R�U�G�L�Q�H�� �F�U�R�Q�R�O�R�J�L�F������ �W�R�D�W�H�� �H�G�L� �L�L�O�H�� �ú�L���� �U�H�V�S�H�F�W�L�Y���� �U�H�Y�L�]�L�L�O�H�� �v�Q�� �F�D�G�U�X�O��

�H�G�L� �L�L�O�R�U�� 

- �F�k�Q�G�� �V�H�� �U�H�D�O�L�]�H�D�]���� �R�� �Q�R�X�D�� �H�G�L� �L�H�� �D���S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H���� �F�R�O�R�D�Q�H�O�H�� �Q�U���� ���� �V�L�� ������

�S�U�L�Y�L�Q�G���F�R�P�S�R�Q�H�Q�W�D���U�H�Y�L�]�X�L�W�������S�U�H�F�X�P���ú�L���P�R�G�D�O�L�W�D�W�H�D���U�H�Y�L�]�L�H�L�����Q�X���V�H���F�R�P�S�O�H�W�H�D�]���� 

 - �F�R�O�R�D�Q�D�� �Q�U���� ���� ���0�R�G�D�O�L�W�D�W�H�D�� �U�H�Y�L�]�L�H�L���� �S�U�L�Y�H�ú�W�H�� �D�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H���� �D�G���X�J�D�U�H����

�V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H�O�H�� �D�V�H�P�H�Q�H�D���� �G�X�S���� �F�D�]���� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �X�Q�D�� �V�D�X�� �P�D�L�� �P�X�O�W�H�� �F�R�P�S�R�Q�H�Q�W�H�� �D�O�H��

�S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�� 

- �O�D���I�L�[�D�U�H�D���G�D�W�H�L���G�H���O�D���F�D�U�H���V�H���D�S�O�L�F�����S�U�H�Y�H�G�H�U�L�O�H���Q�R�L�L���H�G�L� �L�L���V�D�X���U�H�Y�L�]�L�L�����F�R�O�R�D�Q�D���Q�U�����������V�H��

�D�U�H�� �v�Q�� �Y�H�G�H�U�H�� �D�V�L�J�X�U�D�U�H�D�� �W�L�P�S�X�O�X�L�� �Q�H�F�H�V�D�U�� �S�H�Q�W�U�X�� �G�L�I�X�]�D�U�H�D�� �ú�L�� �V�W�X�G�L�H�U�H�D�� �D�F�H�V�W�H�L�D�� �G�H�� �F���W�U�H��

aplicatori: 
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�(�G�L� �L�D�����U�H�Y�L�]�L�D��

�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L 
�&�R�P�S�R�Q�H�Q�W�D���U�H�Y�L�]�X�L�W�� 

Modalitatea 

reviziei 

 

Data de la care se 

�D�S�O�L�F����

prevederile 

�H�G�L� �L�H�L���V�D�X��

�U�H�Y�L�]�L�H�L���H�G�L� �L�H�L 

1 2 3 4 

2.1. �(�G�L� �L�D���� x x  

2.2. Revizia 1    

2.3 Revizia 2    

     

     

 

 

Pct. 3  �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X���� �G�X�S���� �F�D�]���� �U�H�Y�L�]�L�D��

�G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H��(componenta 3): 

- �F�R�O�R�D�Q�D�� �Q�U���� ���� ���6�F�R�S�X�O�� �G�L�I�X�]���U�L�L���� �D�U�H�� �v�Q�� �Y�H�G�H�U�H�� �I�D�S�W�X�O�� �F�D�� �R�U�L�F�D�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W����

�S�H�U�V�R�D�Q�D�� �D�� �F���U�X�L���F���U�H�L�� �D�F�W�L�Y�L�W�D�W�H�� �L�Q�W�U���� �V�X�E�� �L�Q�F�L�G�H�Q� �D�� �D�S�O�L�F���U�L�L���� �L�Q�I�R�U�P���U�L�L���� �H�Y�L�G�H�Q� �H�L���� �D�U�K�L�Y���U�L�L��

�V�D�X���H�V�W�H���v�Q���D�O�W�H���V�F�R�S�X�U�L���v�Q���O�H�J���W�X�U�D���F�X���S�U�R�F�H�G�X�U�D���U�H�V�S�H�F�W�L�Y�����W�U�H�E�X�L�H���V�D���D�L�E�����O�D���G�L�V�S�R�]�L� �L�H���D�F�H�V�W��

�L�Q�V�W�U�X�P�H�Q�W�����L�Q�F�O�X�V�L�Y���F�X���R�F�D�]�L�D���D�F�W�X�D�O�L�]���U�L�L���S�U�L�Q���Q�R�L���H�G�L� �L�L���V�D�X���U�H�Y�L�]�L�L�� 

 

 

  

Scopul 

�G�L�I�X�]���U�L�L 

 

Exemplar 

nr._____ 

Compartiment 

 
�)�X�Q�F� �L�D 

�1�X�P�H���ú�L��

prenume 

Data 

primirii  
�6�H�P�Q���W�X�U�D 

1 2 3 4 5 6 7 

3.1. Aplicare x x     

3.2. Aplicare       

3.3. Aplicare       

3.4. Informare       

3.5. Evidenta       
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3.6. Arhivare       

3.7. Alte 

scopuri 

      

 

�3�F�W�����������6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�����F�R�P�S�R�Q�H�Q�W�D�������� 

- �H�Q�W�L�W�D�W�H�D�� �S�X�E�O�L�F�D���� �V�S�U�H�� �G�H�R�V�H�E�L�U�H�� �G�H�� �V�F�R�S�X�U�L�O�H�� �F�R�Q�V�L�G�H�U�D�W�H�� �J�H�Q�H�U�D�O�H�� �ú�L��prezentate ca 

�H�[�H�P�S�O�H�� �v�Q�� �P�R�G�H�O�X�O�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� �O�D�� �D�F�H�D�V�W�D�� �F�R�P�S�R�Q�H�Q�W������ �L�G�H�Q�W�L�I�L�F���� �ú�L�� �v�Q�V�F�U�L�H��

�V�F�R�S�X�U�L�O�H�� �V�S�H�F�L�I�L�F�H�� �v�Q�� �F�D�]�X�O�� �I�L�H�F���U�H�L�� �S�U�R�F�H�G�X�U�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� �H�O�D�E�R�U�D�W�H���� � �L�Q�k�Q�G�� �F�R�Q�W�� �G�H�� �U�R�O�X�O����

�O�R�F�X�O�����L�P�S�R�U�W�D�Q�W�D�����S�U�H�F�X�P���ú�L���G�H���D�O�W�H���H�O�H�P�H�Q�W�H���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�G�X�U�D�W���� 

 

�6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�� 

���������6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O���G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H�� 

���������'�����D�V�L�J�X�U���U�L���F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

���������$�V�L�J�X�U�����F�R�Q�W�L�Q�X�L�W�D�W�H�D���D�F�W�L�Y�L�W��� �L�L�����L�Q�F�O�X�V�L�Y���v�Q���F�R�Q�G�L� �L�L���G�H���I�O�X�F�W�X�D� �L�H���D���S�H�U�V�R�Q�D�O�X�O�X�L�� 

���������6�S�U�L�M�L�Q�����F�R�Q�W�U�R�O�X�O���ú�L���H�Y�D�O�X�D�U�H�D���L�Q�W�H�U�Q�������L�D�U���S�H���P�D�Q�D�J�H�U���L�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L�� 

�������$�O�W�H�����V�F�R�S�X�U�L���V�S�H�F�L�I�L�F�H���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�3�F�W�������'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�����F�R�P�S�R�Qenta 5): 

- �D�F�H�D�V�W�����F�R�P�S�R�Q�H�Q�W�����V�H���E�D�]�H�D�]�����S�H���F�R�O�D�E�R�U�D�U�H�D���G�L�Q�W�U�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H��unitatii, astfel 

�v�Q�F�k�W���O�D���I�L�[�D�U�H�D���ú�L���G�H�I�L�Q�L�U�H�D���D�F�W�L�Y�L�W��� �L�L�����S�F�W�����������������O�D���G�H�O�L�P�L�W�D�U�H�D���D�F�H�V�W�H�L�D���G�H���D�O�W�H���D�F�W�L�Y�L�W��� �L�L�����S�F�W����

5.2 si 5.3) sau la precizarea compartimentelor cu atribu� �L�L���O�H�J�D�W�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���U�H�V�S�H�F�W�L�Y�������S�F�W����

���������� �V�D�� �I�L�H�� �H�O�L�P�L�Q�D�W���� �R�U�L�F�H�� �V�L�W�X�D� �L�H�� �G�H�� �V�X�S�U�D�S�X�Q�H�U�H�� �G�H�� �D�F�W�L�Y�L�W��� �L���� �G�H�� �D�F�W�L�Y�L�W��� �L�� �Q�H�F�X�S�U�L�Q�V�H�� �v�Q��

�S�U�R�F�H�V�X�O�� �G�H�� �D�Q�D�O�L�]���� �ú�L�� �H�O�D�E�R�U�D�U�H�� �D�� �S�U�R�F�H�G�X�U�L�O�R�U���� �G�H�� �V�X�S�U�D�S�X�Q�H�U�H�� �G�H�� �D�W�U�L�E�X� �L�L�� �v�Q�W�U�H��

�F�R�P�S�D�U�W�L�P�H�Q�W�H�����G�H���D�W�U�L�E�X� �L�L���S�H�Q�W�U�X���F�D�U�H���Q�X���D�X���I�R�V�W���I�L�[�D�W�H���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���H�W�F���� 

 

Domeniul  de  aplicare: 

�������3�U�R�F�H�G�X�U�D���V�H���D�S�O�L�F�����G�H���F���W�U�H���F�R�P�L�V�L�D���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B 

�������/�D���S�U�R�F�H�G�X�U�D���S�D�U�W�L�F�L�S�D���W�R�D�W�H���F�R�P�L�V�L�L�O�H�����ú�L���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���L�Q�W�H�U�H�V�D�W�H 
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�3�F�W�����������'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �������U�H�J�O�H�P�H�Q�W���U�L�����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�W�H��

(componenta 6): 

 - �D�F�H�D�V�W�D���F�R�P�S�R�Q�H�Q�W�D���S�U�L�Y�H�ú�W�H�����v�Q���V�S�H�F�L�D�O�����O�L�V�W�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���F�X���U�R�O���G�H���U�H�J�O�H�P�H�Q�W�D�U�H��

�I�D�W�D���G�H���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�G�X�U�D�W���� 

 - �H�V�W�H�� �Q�H�F�H�V�D�U�� �V���� �I�L�H�� �F�X�Q�R�V�F�X�W�H�� �ú�L�� �U�H�V�S�H�F�W�D�W�H�� �W�R�D�W�H�� �U�H�J�O�H�P�H�Q�W���U�L�O�H���F�D�U�H�� �J�X�Y�H�U�Q�H�D�]����

fiecare activitate; 

 - �J�U�X�S�D�U�H�D�� �S�H�� �F�H�O�H�� ���� �F�D�W�H�J�R�U�L�L�� �D�U�H�� �U�R�O�� �G�H�� �V�L�V�W�H�P�D�W�L�]�D�U�H�� �D�� �U�H�J�O�H�P�H�Q�W���U�L�O�R�U���� �X�Q�G�H����

�U�H�J�O�H�P�H�Q�W���U�L�O�H�� �L�Q�W�H�U�Q�D� �L�R�Q�D�O�H �v�Q�� �O�H�J���W�X�U�D�� �F�X�� �G�R�P�H�Q�L�X�O�� �U�H�V�S�H�F�W�L�Y�� �V�X�Q�W�� �F�H�O�H�� �O�D�� �F�D�U�H�� �5�R�P�D�Q�L�D��

este parte; �O�H�J�L�V�O�D� �L�D�� �S�U�L�P�D�U�� �V�H�� �U�H�I�H�U���� �O�D�� �O�H�J�L �ú�L�� �O�D�� �R�U�G�R�Q�D�Q� �H�� �D�O�H�� �*�X�Y�H�U�Q�X�O�X�L�����O�H�J�L�V�O�D� �L�D��

�V�H�F�X�Q�G�D�U�� �D�U�H�� �v�Q�� �Y�H�G�H�U�H�� �K�R�W���U�k�U�L�� �D�O�H�� �*�X�Y�H�U�Q�X�O�X�L�� �V�D�X�� �D�F�W�H�� �D�O�H�� �R�U�J�D�Q�L�V�P�H�O�R�U�� �F�X�� �D�W�U�L�E�X� �L�L�� �G�H��

�U�H�J�O�H�P�H�Q�W�D�U�H�� �ú�L�� �F�D�U�H�� �V�X�Q�W�� �H�P�L�V�H�� �v�Q�� �D�S�O�L�F�D�U�H�D�� �O�H�J�L�O�R�U�� �ú�L���V�D�X�� �D�� �R�U�G�R�Q�D�Q� �H�O�R�U�� �*�X�Y�H�U�Q�X�O�X�L���� �D�O�W�H��

�G�R�F�X�P�H�Q�W�H���� �L�Q�F�O�X�V�L�Y�� �U�H�J�O�H�P�H�Q�W���U�L�� �L�Q�W�H�U�Q�H�� �D�O�H�� �X�Q�L�W��� �L�O�R�U�� �ú�F�R�O�D�U�H�� ���O�H�J�L�V�O�D� �L�H�� �W�H�U� �L�D�U�������� �V�H�� �U�H�I�H�U����

�O�D�� �L�Q�V�W�U�X�F� �L�X�Q�L���� �S�U�H�F�L�]���U�L���� �G�H�F�L�]�L�L���� �R�U�G�L�Q�H�� �V�D�X�� �D�O�W�H�O�H�� �D�V�H�P�H�Q�H�D�� �ú�L�� �D�X�� �H�I�H�F�W�� �D�V�X�S�U�D�� �D�F�W�L�Y�L�W��� �L�L��

procedurate. 

 

�'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�W�H 

   

1. Reglementari i�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

�������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�������/�H�J�L�V�O�D� �L�H���V�H�F�X�Q�G�D�U�� 

�������$�O�W�H���G�R�F�X�P�H�Q�W�H�����L�Q�F�O�X�V�L�Y���U�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�H���D�O�H��unitatii  

 

�3�F�W���� ������ �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O�D��

(componenta 7): 

- �V�H�� �Y�D�� �X�U�P���U�L�� �G�H�I�L�Q�L�U�H�D�� �D�F�H�O�R�U���W�H�U�P�H�Q�L�� �F�D�U�H���� �U�H�S�U�H�]�L�Q�W���� �H�O�H�P�H�Q�W�� �G�H�� �Q�R�X�W�D�W�H���� �V�X�Q�W�� �P�D�L��

�S�X� �L�Q���F�X�Q�R�V�F�X� �L�� 

- �S�U�H�]�L�Q�W�����V�H�Q�V�X�U�L���G�L�I�H�U�L�W�H�����S�U�L�Q���Q�H�H�[�S�O�L�F�L�W�D�U�H�D���O�R�U���S�R�W���F�R�Q�G�X�F�H���O�D���F�R�Q�I�X�]�L�L���H�W�F���� 

- �V�H�� �U�H�F�R�P�D�Q�G�D�� �S�U�H�F�L�]�D�U�H�D���� �D�F�R�O�R�� �X�Q�G�H�� �H�V�W�H�� �F�D�]�X�O���� �D�� �D�F�W�X�O�X�L�� �U�H�O�H�Y�D�Q�W�� �F�D�U�H�� �G�H�I�L�Q�H�ú�W�H��

�W�H�U�P�H�Q�X�O���v�Q���F�D�X�]���� 
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 - �V�H���Y�D�� �D�Y�H�D���v�Q���Y�H�G�H�U�H���D�E�U�H�Y�L�H�U�H�D���W�H�U�P�H�Q�L�O�R�U�����F�X�Y�L�Q�W�H���� �H�[�S�U�H�V�L�L���� �G�H�Q�X�P�L�U�L���G�H���L�Q�V�W�L�W�X� �L�L��

�H�W�F������ �X�W�L�O�L�]�D� �L�� �F�X�� �P�D�L�� �P�D�U�H�� �I�U�H�F�Y�H�Q� ���� �v�Q�� �W�H�[�W�X�O�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� �ú�L���V�D�X�� �F�D�U�H���� �v�Q�� �X�U�P�D��

�D�F�H�V�W�H�L���D�F� �L�X�Q�L�����S�H�U�P�L�W���R���v�Q� �H�O�H�J�H�U�H���ú�L���X�W�L�O�L�]�D�U�H���P�D�L���X�ú�R�D�U�����D���S�U�R�F�H�G�X�U�L�L; 

- �V�H�� �U�H�F�R�P�D�Q�G���� �F�D�� �R�U�G�L�Q�H�D�� �v�Q�� �F�D�U�H�� �V�H�� �v�Q�V�F�U�L�X�� �D�W�k�W�� �G�H�I�L�Q�L� �L�L�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �v�Q�� �W�D�E�H�O�X�O�� ����������

�F�k�W���ú�L���D�E�U�H�Y�L�H�U�L�O�H���W�H�U�P�H�Q�L�O�R�U���L 

�Ì�Q�� �W�D�E�H�O�X�O�� ���������� �V�D�� �I�L�H�� �D�F�H�H�D�� �G�D�W�D�� �G�H�� �S�U�L�P�D�� �D�S�D�U�L� �L�H�� �v�Q�� �W�H�[�W�X�O�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� �D��

�W�H�U�P�H�Q�X�O�X�L���G�H�I�L�Q�L�W���V�D�X���D�E�U�H�Y�L�D�W�����G�X�S�����F�D�]�� 

- �v�Q�� �W�D�E�H�O�H�O�H�� �������� �V�L�� �������� �G�L�Q�� �P�R�G�H�O�X�O�� �G�H�� �S�U�R�F�H�G�X�U���� �R�S�H�U�D� �L�R�Q�D�O���� �D�X�� �I�R�V�W�� �G�H�I�L�Q�L� �L�� �ú�L����

�U�H�V�S�H�F�W�L�Y�����D�E�U�H�Y�L�D� �L�����S�H�Q�W�U�X���H�[�H�P�S�O�L�I�L�F�D�U�H�����W�H�U�P�H�Q�L���X�W�L�O�L�]�D� �L���v�Q���P�R�G�H�O�� 

 

 

�3�F�W���������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���ú�L���V�D�X���G�D�F�����H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1.   

2.   

3.   

... ... ... 

n ... ... 

 

 

Pct. 7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1.   

2.   

3.   

....   

n   
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�3�F�W�����������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�����F�R�P�S�R�Q�H�Q�W�D�������� 

 - �D�F�H�D�V�W���� �F�R�P�S�R�Q�H�Q�W���� �U�H�S�U�H�]�L�Q�W������ �v�Q�� �I�D�S�W���� �H�V�H�Q� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H���� �Ì�Q�� �D�F�H�O�D�ú�L��

�W�L�P�S�� �H�V�W�H�� �ú�L�� �D�F�H�D�� �F�R�P�S�R�Q�H�Q�W���� �F�D�U�H�� �Q�X�� �H�V�W�H�� �J�H�Q�H�U�D�O�L�]�D�E�L�O���� �S�U�L�Q�� �P�R�G�H�O�� �G�H�� �S�U�R�F�H�G�X�U���� �G�H�F�k�W�� �v�Q��

termeni foarte largi.  

�&�R�P�S�R�Q�H�Q�W�D�� �H�V�W�H�� �G�H�S�H�Q�G�H�Q�W�D���� �L�Q�� �P�R�G�� �G�L�U�H�F�W���� �G�H�� �F�R�Q�G�L� �L�L�O�H�� �F�R�Q�F�U�H�W�H�� �v�Q�� �F�D�U�H�� �V�H��

�G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D�� �U�H�V�S�H�F�W�L�Y���� �v�Q�� �F�D�G�U�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L, de modul de organizare, de gradul de subordonare, de gradul de dotare cu resurse 

materiale, fina�Q�F�L�D�U�H�� �ú�L�� �X�P�D�Q�H���� �G�H�� �F�D�O�L�W�D�W�H�D�� �ú�L�� �S�U�H�J���W�L�U�H�D�� �S�U�R�I�H�V�L�R�Q�D�O�D�� �D�� �V�D�O�D�U�L�D� �L�O�R�U�� �ú�L���� �Q�X�� �v�Q��

�X�O�W�L�P�X�O�� �U�k�Q�G���� �G�H�� �J�U�D�G�X�O�� �G�H�� �G�H�]�Y�R�O�W�D�U�H�� �D�� �V�L�V�W�H�P�H�O�R�U�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �ú�L�� �F�R�Q�W�U�R�O���� �&�H�O�H�� �F�k�W�H�Y�D��

�S�X�Q�F�W�H�� �ú�L�� �V�X�E�S�X�Q�F�W�H���� �H�Q�X�P�H�U�D�W�H�� �O�D�� �D�F�H�D�V�W���� �F�R�P�S�R�Q�H�Q�W���� �v�Q�� �S�U�H�]�H�Q�W�X�O�� �P�R�G�H�O�� �G�H�� �S�U�R�F�H�G�X�U����

�R�S�H�U�D� �L�R�Q�D�O������ �U�H�F�R�P�D�Q�G���� �X�Q�D�� �G�L�Q�� �P�X�O�W�L�W�X�G�L�Q�H�D�� �G�H�� �S�R�V�L�E�L�O�L�W��� �L�� �G�H�� �G�H�V�F�U�L�H�U�H�� �D�� �D�F�H�V�W�H�L��

componente; 

 

�3�F�W���������������*�H�Q�H�U�D�O�L�W��� �L 
 

Pct. 8.2. Documente utilizate 

�3�F�W�������������������/�L�V�W�D���V�L���S�U�R�Y�H�Q�L�H�Q� �D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

�3�F�W�������������������&�R�Q� �L�Q�X�W�X�O���V�L���U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U 

Pct. 8.2.3. Circuitul documentelor 
 

Pct. 8.3. Resurse necesare 

Pct. 8.3.1. Resurse materiale 

Pct. 8.3.2. Resurse umane 

Pct. 8.3.3. Resurse financiare 
 

Pct. 8.4.  Modul de lucru  

�3�F�W���������������������3�O�D�Q�L�I�L�F�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U���ú�L���D�F� �L�X�Q�L�O�R�U���D�F�W�L�Y�L�W��� �L�L 

Pct. 8.4.2.  Derularea o�S�H�U�D� �L�X�Q�L�O�R�U���ú�L���D�F� �L�X�Q�L�O�R�U���D�F�W�L�Y�L�W��� �L�L 

�3�F�W���������������������9�D�O�R�U�L�I�L�F�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���D�F�W�L�Y�L�W��� �L�L 
 

- �O�D�� ���*�H�Q�H�U�D�O�L�W��� �L���� ���S�F�W���� ���������� �V�H�� �F�X�S�U�L�Q�G�� �H�O�H�P�H�Q�W�H�� �G�H�� �D�Q�V�D�P�E�O�X�� �S�U�L�Y�L�Q�G�� �F�D�U�D�F�W�H�U�L�V�W�L�F�L�O�H��

�D�F�W�L�Y�L�W��� �L�L���� �6�H�� �Y�D�� �H�Y�L�W�D�� �U�H�S�H�W�D�U�H�D�� �D�F�H�O�R�U�D�� �G�H�M�D�� �D�E�R�U�G�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �F�H�O�R�U�O�D�O�We componente ale 

�S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�����F�X�P���D�U���I�L���F�H�O�H���O�H�J�D�W�H���G�H���V�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�����S�U�H�]�H�Q�W�D�W�H���O�D��
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�F�R�P�S�R�Q�H�Q�W�D�� �������� �F�H�O�H�� �S�U�L�Y�L�Q�G�� �G�R�P�H�Q�L�X�O�� �G�H�� �D�S�O�L�F�D�U�H�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���S�U�H�]�H�Q�W�D�W�H�� �O�D��

componenta 5) sau cele privind documentele de referin� ���� �D�S�O�L�F�D�E�L�O�H�� �D�F�W�L�Y�L�W��� �L�L�� �S�U�R�F�H�G�X�U�D�W�H��

(prezentate la componenta 6).; 

- �O�D�� ���'�R�F�X�P�H�Q�W�H�� �X�W�L�O�L�]�D�W�H���� ���S�F�W���� ���������� �V�H�� �F�X�S�U�L�Q�G���� �v�Q�� �S�U�L�Q�F�L�S�D�O���� �F�H�O�H�� �G�H�� �Q�D�W�X�U�D��

�I�R�U�P�X�O�D�U�H�O�R�U���� �G�D�U�� �ú�L�� �P�D�Q�X�D�O�H���� �L�Q�V�W�U�X�F� �L�X�Q�L�� �R�S�H�U�D� �L�R�Q�D�O�H���� �O�L�V�W�H�� �G�H�� �Y�H�U�L�I�L�F�D�U�H�� ���F�K�H�F�N-lists) etc., 

care �I�X�U�Q�L�]�H�D�]���� �L�Q�I�R�U�P�D� �L�L�� �Q�H�F�H�V�D�U�H�� �G�H�U�X�O���U�L�L�� �D�F�W�L�Y�L�W��� �L�L���� �F�R�Q�W�U�L�E�X�L�H�� �O�D�� �S�U�H�O�X�F�U�D�U�H�D�� �G�H�� �G�D�W�H�� �v�Q��

�F�D�G�U�X�O���S�U�R�F�H�V�X�O�X�L���V�D�X���W�U�D�Q�V�P�L�W���U�H�]�X�O�W�D�W�H�O�H���R�E� �L�Q�X�W�H���D�O�W�R�U���X�W�L�O�L�]�D�W�R�U�L�����'�H���U�H� �L�Q�X�W���F�����G�R�F�X�P�H�Q�W�H�O�H��

�W�U�H�E�X�L�H�� �V���� �I�L�H�� �D�F�W�X�D�O�L�]�D�W�H���� �X�W�L�O�H���� �S�U�H�F�L�V�H���� �X�ú�R�U�� �G�H�� �H�[�D�P�L�Q�D�W���� �G�L�V�S�R�Q�L�E�L�O�H�� �ú�L�� �D�F�F�H�V�L�E�L�O�H��

�P�D�Q�D�J�H�U�X�O�X�L���� �V�D�O�D�U�L�D� �L�O�R�U���ú�L���W�H�U� �L�O�R�U���� �G�D�F���� �H�V�W�H���F�D�]�X�O���� �6�X�E�S�F�W���� �������������� ������������ �V�L�� ������������ �D�X���P�D�L���P�X�O�W��

�U�R�O�X�O�� �G�H�� �D�� �R�U�G�R�Q�D�� �S�U�R�E�O�H�P�H�O�H�� �D�E�R�U�G�D�W�H���� �H�O�H�� �S�X�W�k�Q�G�� �I�L�� �F�R�P�D�V�D�W�H�� �V�D�X�� �G�H�W�D�O�L�D�W�H�� �v�Q�� �I�X�Q�F� �L�H�� �G�H��

�D�P�S�O�R�D�U�H�D�����Y�R�O�X�P�X�O�����G�L�Y�H�U�V�L�W�D�W�H�D���ú�L���F�R�P�S�O�H�[�L�W�D�W�Ha documentelor respective; 

- �O�D�� ���/�L�V�W�D�� �ú�L�� �S�U�R�Y�H�Q�L�H�Q� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �X�W�L�O�L�]�D�W�H���� ���V�X�E�S�F�W���� �������������� �V�H�� �D�U�H�� �v�Q�� �Y�H�G�H�U�H��

�Q�R�P�L�Q�D�O�L�]�D�U�H�D�� �W�X�W�X�U�R�U�� �G�R�F�X�P�H�Q�W�H�O�R�U���� �D�� �R�U�J�D�Q�L�V�P�H�O�R�U�� �D�E�L�O�L�W�D�W�H�� �F�X�� �H�P�L�W�H�U�H�D�� �ú�L�� �D�F�W�X�D�O�L�]�D�U�H�D��

�D�F�H�V�W�R�U�D���� �D�� �F�R�G�X�U�L�O�R�U�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H���� �G�D�F���� �H�V�W�H�� �F�D�]�X�O�����D�� �U�H�J�L�P�X�O�X�L�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �F�R�Q� �L�Q�X�W�H���H�W�F����

�Ì�Q���D�F�H�D�V�W�D���O�L�V�W�D���V�H���Q�R�P�L�Q�D�O�L�]�H�D�]�����ú�L���G�R�F�X�P�H�Q�W�H�O�H���L�Q�W�H�U�Q�H���G�H���D�F�H�D�V�W�����Q�D�W�X�U�������H�P�L�V�H���ú�L���X�W�L�O�L�]�D�W�H���v�Q��

�F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���V�D�X�����S�U�L�Q���F�R�O�D�E�R�U�D�U�H�����v�Q�W�U�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H��unitatii; 

 - �O�D�� ���&�R�Q� �L�Q�X�W�X�O���ú�L���U�R�O�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U �X�W�L�O�L�]�D�W�H���� ���V�X�E�S�F�W���� �������������� �S�R�W���I�L�� �U�H�G�D�W�H���v�Q���I�R�U�P����

�F�R�P�S�O�H�W������ �D�Q�H�[�k�Q�G�� �O�D�� �S�U�R�F�H�G�X�U������ �P�R�G�H�O�H�� �D�O�H�� �G�R�F�X�P�H�Q�W�H�O�R�U���� �L�Q�V�W�U�X�F� �L�X�Q�L�� �G�H�� �F�R�P�S�O�H�W�D�U�H�� �D��

�D�F�H�V�W�R�U�D���ú�L���P�H�Q� �L�X�Q�L���U�H�I�H�U�L�W�R�D�U�H���O�D���U�R�O�X�O���O�R�U�� 

- �V�X�E�S�F�W���� ������������ ���&�L�U�F�X�L�W�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U���� �D�U�H�� �v�Q�� �Y�H�G�H�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���Sersoanele la 

�F�D�U�H�� �W�U�H�E�X�L�H�� �V���� �F�L�U�F�X�O�H�� �G�R�F�X�P�H�Q�W�H�O�H�� �v�Q�� �S�U�R�F�H�V�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L���� �S�U�H�F�X�P�� �ú�L��

�R�S�H�U�D� �L�X�Q�L�O�H�� �F�H�� �V�H�� �H�I�H�F�W�X�H�D�]���� �v�Q�� �O�H�J���W�X�U���� �F�X�� �G�R�F�X�P�H�Q�W�X�O�� �U�H�V�S�H�F�W�L�Y���� �O�D�� �I�L�H�F�D�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W����

�S�H�U�V�R�D�Q���� �S�H�� �O�D�� �F�D�U�H�� �F�L�U�F�X�O������ �(�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �F�L�U�F�X�L�W�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �D�I�H�U�H�Q�W�H�� �D�F�W�L�Y�L�W��� �L�L�� �V�D�� �I�L�H��

�L�Q�W�H�J�U�D�W�� �v�Q�� �I�O�X�[�X�O�� �J�H�Q�H�U�D�O�� �D�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �G�L�Q�� �F�D�G�U�X�O��unitatii���� �6�H�� �U�H�F�R�P�D�Q�G���� �X�W�L�O�L�]�D�U�H�D��

�U�H�S�U�H�]�H�Q�W���U�L�L���J�U�D�I�L�F�H���D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U�� 

- �S�F�W���� �������� ���5�H�V�X�U�V�H�� �Q�H�F�H�V�D�U�H���� �V�H�� �G�H�]�Y�R�O�W���� �S�H�� �V�W�U�X�F�W�X�U�D�� �F�O�D�V�L�F���� �D�� �D�F�H�V�W�R�U�D���� �U�H�V�S�H�F�W�L�Y��

�U�H�V�X�U�V�H���P�D�W�H�U�L�D�O�H�����V�X�E�S�F�W���������������������U�H�V�X�U�V�H���X�P�D�Q�H�����V�X�E�S�F�W�������������������ú�L�����U�H�V�S�H�F�W�L�Y�����U�H�V�X�U�V�H���I�L�Q�D�Q�F�L�D�U�H��

���V�X�E�S�F�W���������������������'�H���P�H�Q� �L�R�Q�D�W���F�����V�W�U�X�F�W�X�U�D���U�H�V�X�U�V�H�O�R�U���H�V�W�H���I�R�D�U�W�H���V�H�Q�V�L�E�L�O�����I�D� �����G�H���D�F�W�L�Y�L�W�D�W�H�D���O�D��

�F�D�U�H�� �Q�H�� �U�H�I�H�U�L�P���� �O�D�� �X�Q�H�O�H�� �D�F�W�L�Y�L�W��� �L���� �U�H�V�X�U�V�D�� �Q�H�F�H�V�D�U���� �S�U�H�S�R�Q�G�H�U�H�Q�W���� �H�V�W�H�� �F�H�D�� �P�D�W�H�U�L�D�O������ �L�D�U�� �O�D��

�D�O�W�H�O�H���H�V�W�H���S�U�H�S�R�Q�G�H�U�H�Q�W�����U�H�V�X�U�V�D���X�P�D�Q�����V�D�X���U�H�V�X�U�V�D���I�L�Q�D�Q�F�L�D�U�����R�U�L���F�R�P�E�L�Q�D� �L�L���D�O�H���D�F�H�V�W�R�U�D�� 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND ELABORAREA 

PROCEDURILOR OPERATIONALE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 Cod: P.O. 01 

Pagina     din 26 
Exemplar nr.:  

 

 21 

- �V�X�E�S�F�W���� ������������ ���5�H�V�X�U�V�D�� �P�D�W�H�U�L�D�O������ �V�H�� �G�H�]�Y�R�O�W���� �S�H�� �H�O�H�P�H�Q�W�H�O�H�� �G�H�� �O�R�J�L�V�W�L�F������ �E�L�U�R�X�U�L����

scaune, rechizite, linii telefonice, materiale informatice, calculatoare personale, acces la baza 

�G�H�� �G�D�W�H���� �U�H� �H�D���� �L�P�S�U�L�P�D�Q�W������ �S�R�V�L�E�L�O�L�W��� �L�� �G�H�� �V�W�R�F�D�U�H�� �D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �H�W�F������ �G�D�U�� �ú�L�� �S�H�� �H�O�H�P�H�Q�W�H�� �G�H��

�D�O�W�����Q�D�W�X�U�������G�D�F�����V�S�H�F�L�I�L�F�X�O���D�F�W�L�Y�L�W��� �L�L���R���L�P�S�X�Q�H�� 

- �V�X�E�S�F�W���� ������������ ���5�H�V�X�U�V�D�� �X�P�D�Q������ �I�L�[�H�D�]���� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �ú�L���V�D�X��

persoana/persoanele din cadrul unitatii �F�D�U�H�� �V�X�Q�W�� �L�P�S�O�L�F�D�W�H���� �S�U�L�Q�� �D�W�U�L�E�X� �L�L�O�H���V�D�U�F�L�Q�L�O�H�� �G�H��

�V�H�U�Y�L�F�L�X�����v�Q���U�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�W�H�� 

- �V�X�E�S�F�W���� ������������ ���5�H�V�X�U�V�D�� �I�L�Q�D�Q�F�L�D�U������ �D�U�H�� �v�Q�� �Y�H�G�H�U�H�� �S�U�H�Y�H�G�H�U�H�D�� �v�Q�� �E�X�J�H�W�� �D�� �V�X�P�H�O�R�U��

necesare �F�K�H�O�W�X�L�H�O�L�O�R�U�� �G�H�� �I�X�Q�F� �L�R�Q�D�U�H�� ���D�F�K�L�]�L� �L�R�Q�D�U�H�D�� �P�D�W�H�U�L�D�O�H�O�R�U�� �F�R�Q�V�X�P�D�E�L�O�H�� �Q�H�F�H�V�D�U�H��

�G�H�V�I���ú�X�U���U�L�L�� �D�F�W�L�Y�L�W��� �L�L���� �D�F�R�S�H�U�L�U�H�D�� �F�R�Q�W�U�D�Y�D�O�R�U�L�L�� �V�H�U�Y�L�F�L�L�O�R�U�� �G�H�� �v�Q�W�U�H� �L�Q�H�U�H�� �D�� �O�R�J�L�V�W�L�F�L�L���� �S�O�D�W�D��

�F�K�H�O�W�X�L�H�O�L�O�R�U�� �F�X�� �S�H�U�V�R�Q�D�O�X�O�� �G�L�U�H�F�W�� �L�P�S�O�L�F�D�W�� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �U�H�V�S�H�F�W�L�Y���� �H�W�F�������� �G�D�U�� �ú�L�� �D�� �V�X�P�H�O�R�U��

�Q�H�F�H�V�D�U�H�� �D�O�W�R�U�� �W�L�S�X�U�L�� �G�H�� �F�K�H�O�W�X�L�H�O�L�� �S�U�R�S�U�L�L�� �X�Q�H�L�� �D�Q�X�P�H�� �D�F�W�L�Y�L�W��� �L���� �'�H�� �H�[�H�P�S�O�X���� �v�Q�� �V�L�W�X�D� �L�D�� �X�Q�H�L��

�D�F�W�L�Y�L�W��� �L�� �G�H�� �D�F�K�L�]�L� �L�H���� �U�H�V�X�U�V�D�� �I�L�Q�D�Q�F�L�D�U���� �W�U�H�E�X�L�H�� �V���� �U�H�I�O�H�F�W�H�� �V�X�P�H�O�H�� �G�L�Q�� �E�X�J�H�W�� �D�I�H�U�H�Q�W�H��

�S�U�R�J�U�D�P�X�O�X�L���G�H���D�F�K�L�]�L� �L�L���D�O��unitatii; 

- pct. 8.4 "Modul �G�H���O�X�F�U�X�����S�H�Q�W�U�X���R���D�F�W�L�Y�L�W�D�W�H���S�R�D�W�H���I�L���I�R�U�P�D�O�L�]�D�W�����U�H�V�S�H�F�W�L�Y���W�U�D�Q�V�S�X�V���v�Q��

�S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�������Q�X�P�D�L���S�U�L�Q���D�S�R�U�W�X�O���V�D�O�D�U�L�D� �L�O�R�U���L�P�S�O�L�F�D� �L���G�L�U�H�F�W���v�Q���D�F�H�D���D�F�W�L�Y�L�W�D�W�H�� 

- �V�X�E�S�F�W�������������������3�O�D�Q�L�I�L�F�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U���ú�L���D���D�F� �L�X�Q�L�O�R�U���D�F�W�L�Y�L�W��� �L�L�����V�H���V�S�U�L�M�L�Q�������S�H��de o 

�S�D�U�W�H�����S�H���D�F� �L�X�Q�L�O�H���L�G�H�Q�W�L�I�L�F�D�W�H�����D�ú�D���F�X�P���V�X�Q�W���H�O�H���O�L�V�W�D�W�H���v�Q���F�D�G�U�X�O���W�D�E�H�O�X�O�X�L���G�H���O�D���F�R�P�S�R�Q�H�Q�W�D������

���5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�� �ú�L�� �U���V�S�X�Q�G�H�U�L�� �v�Q�� �G�H�U�X�O�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�L������ �L�D�U�� �S�H�� �G�H�� �D�O�W�D�� �S�D�U�W�H���� �S�H�� �R�� �E�X�Q����

�F�X�Q�R�D�ú�W�H�U�H�� �ú�L�� �V�W���S�k�Q�L�U�H�� �D�� �F�H�U�L�Q� �H�O�R�U�� �J�H�Q�H�U�D�O�H�� �ú�L�� �D�� �F�H�O�R�U�O�D�O�W�H��caracteristici ale Standardului de 

�F�R�Q�W�U�R�O�� �L�Q�W�H�U�Q�� ���3�O�D�Q�L�I�L�F�D�U�H�D���� �ú�L�� �D�� �6�W�D�Q�G�D�U�G�X�O�X�L�� �G�H�� �F�R�Q�W�U�R�O�� �L�Q�W�H�U�Q�� ���0�D�Q�D�J�H�P�H�Q�W�X�O�� �U�L�V�F�X�O�X�L������

�$�F� �L�X�Q�L�O�H�� �D�Q�D�O�L�]�D�W�H�� �S�U�L�Q�� �S�U�L�V�P�D�� �U�H�V�X�U�V�H�O�R�U�� �G�H�� �W�R�D�W�H�� �F�D�W�H�J�R�U�L�L�O�H���� �D�� �W�H�U�P�H�Q�H�O�R�U�� �G�H�� �U�H�D�O�L�]�D�U�H���� �D��

�U�L�V�F�X�U�L�O�R�U���L�G�H�Q�W�L�I�L�F�D�W�H���ú�L���D���P���V�X�U�L�O�R�U���G�H���O�L�P�L�W�D�U�H���D���H�I�H�F�W�X�O�X�L���D�F�H�V�W�R�U�D�����D���F�R�Q�G�L� �L�L�O�R�U���G�H���H�I�L�F�L�H�Q� �����ú�L��

�O�H�J�D�O�L�W�D�W�H���L�P�S�X�V�H�����S�X�V�H���v�Q���F�R�U�H�O�D� �L�H���ú�L���L�Q�W�U-�R���V�X�F�F�H�V�L�X�Q�H���O�R�J�L�F�����ú�L���F�U�R�Q�R�O�R�J�L�F�D�����F�R�Q�V�W�L�W�X�L�H���v�Q���I�D�S�W��

�L�Q�V�W�U�X�P�H�Q�W�X�O���G�H���S�O�D�Q�L�I�L�F�D�U�H���F�X�S�U�L�Q�V���v�Q���S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�����S�H�Q�W�U�X���D�F�W�L�Y�L�W�D�W�H�D���D�Q�D�O�L�]�D�W���� 

- �V�X�E�S�F�W���������������������������'�H�U�X�O�D�U�H�D�������R�S�H�U�D� �L�X�Q�L�O�R�U���ú�L�����D�F� �L�X�Q�L�O�R�U���������U�H�I�O�H�F�W�������S�U�R�J�U�D�P�X�O�������G�H�������]�L������

�F�X�����]�L�������D�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���S�H�U�V�R�D�Q�H�L���L�P�S�O�L�F�D�W�H���v�Q���U�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�L�����v�Q���F�D�U�H���D�F�H�V�W�D���D�F�H�D�V�W�D��

�X�]�H�D�]�����G�H���W�R�D�W�H���L�Q�V�W�U�X�P�H�Q�W�H�O�H���V�S�H�F�L�I�L�F�H���ú�L���D�F� �L�R�Q�H�D�]�����F�R�U�H�V�S�X�Q�]���W�R�U���S�U�H�Y�H�G�H�U�L�O�R�U���G�L�Q���S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�D�� �ú�L���� �v�Q�� �V�S�H�F�L�D�O���� �F�H�O�R�U�� �G�L�Q�� �L�Q�V�W�U�X�P�H�Q�W�X�O�� �G�H�� �S�O�D�Q�L�I�L�F�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L���� �6�H�� �U�H�F�R�P�D�Q�G����

�F�X�S�U�L�Q�G�H�U�H�D�� �v�Q�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O������ �V�X�E�� �I�R�U�P�D�� �W�D�E�H�O�D�U������ �D�� �P�R�G�X�O�X�L�� �G�H�� �R�S�H�U�D�U�H���� �X�Q�G�H�� �S�H��

�Y�H�U�W�L�F�D�O���� �V�H�� �S�R�W�� �F�X�S�U�L�Q�G�H�� �H�W�D�S�H�O�H���F�H�� �V�H�� �G�H�U�X�O�H�D�]���� �v�Q�� �O�H�J���W�X�U���� �F�X�� �D�F�W�L�Y�L�W�D�W�H�D�� �U�H�V�S�H�F�W�L�Y������ �L�D�U�� �S�H��
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�R�U�L�]�R�Q�W�D�O���� �V�H�� �S�U�H�F�L�]�H�D�]���� �L�Q�W�U���U�L�O�H�� �G�H�� �L�Q�I�R�U�P�D� �L�L�� ���G�H�� �O�D�� �F�L�Q�H�"�� �F�H�"������ �R�S�H�U�D� �L�X�Q�L�O�H����

�D�F� �L�X�Q�L�O�H���S�U�H�O�X�F�U���U�L�O�H�����F�R�P�S�O�H�W���U�L�O�H���H�W�F�������F�H���D�X���O�R�F���I�D� �����G�H���G�D�W�H�O�H���L�Q�W�U�D�W�H�����L�Q�V�W�U�X�P�H�Q�W�H�O�H���X�W�L�O�L�]�D�W�H��

�v�Q���D�F�H�V�W���V�F�R�S�����L�H�ú�L�U�L�O�H���G�H���U�H�]�X�O�W�D�W�H�����F�D�U�H�"���F���W�U�H���F�L�Q�H�"���H�W�F������ 

- �V�X�E�S�F�W���� ������������ ���9�D�O�R�U�L�I�L�F�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���D�F�W�L�Y�L�W��� �L�L���� �S�R�D�W�H���I�L���R�U�L�H�Q�W�D�W���F���W�U�H���P�D�L���P�X�O�W�H��

�G�L�U�H�F� �L�L���� �F�D�� �G�H�� �H�[�H�P�S�O�X���� �D�Q�D�O�L�]�D�� �J�U�D�G�X�O�X�L�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �L�Q�G�L�F�D�W�R�U�L�O�R�U�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �D�V�R�F�L�D� �L��

�D�F�W�L�Y�L�W��� �L�L���� �I�X�U�Q�L�]�D�U�H�D�� �G�D�W�H�O�R�U�� �ú�L�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �U�H�]�X�O�W�D�W�H�O�H�� �D�F�W�L�Y�L�W��� �L�L�� �F���W�U�H��

�E�H�Q�H�I�L�F�L�D�U�L�L���D�F�H�V�W�R�U�D�����L�G�H�Q�W�L�I�L�F�D�U�H�D���P���V�X�U�L�O�R�U���G�H���v�P�E�X�Q���W��� �L�U�H���H�W�F�� 

 

 Pct. 9.  �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�R�Q�H�Q�W�D�������� 

- �V�H�� �Y�D�� �X�U�P���U�L�� �L�G�H�Q�W�L�I�L�F�D�U�H�D�� �W�X�W�X�U�R�U�� �D�F� �L�X�Q�L�O�R�U�� �F�D�U�H�� �D�X�� �O�R�F�� �v�Q�� �O�H�J���W�X�U���� �F�X�� �D�F�W�L�Y�L�W�D�W�H�D��

�S�U�R�F�H�G�X�U�D�W������ �S�U�H�F�X�P�� �ú�L�� �I�L�[�D�U�H�D�� �D�F�H�V�W�R�U�D�� �S�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� ���S�R�V�W�X�U�L�O�H���� �F���U�R�U�D�� �O�H�� �U�H�Y�L�Q��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���ú�L���V�D�X�����G�X�S�����F�D�]�����U���V�S�X�Q�G�H�U�L�O�H���I�D� �����G�H���D�F�H�V�W�H�D�� 

- �V�H�� �U�H�F�R�P�D�Q�G���� �F�X�S�U�L�Q�G�H�U�H�D�� �D�F� �L�X�Q�L�O�R�U�� �v�Q�� �W�D�E�H�O���� �S�H�� �F�k�W�� �S�R�V�L�E�L�O���� �v�Q�� �R�U�G�L�Q�H�D�� �O�R�J�L�F���� �D��

�G�H�V�I���ú�X�U���U�L�L���O�R�U�����L�D�U���D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�����S�R�V�W�X�U�L�O�R�U�������v�Q���R�U�G�L�Q�H�D���L�Q�W�H�U�Y�H�Q� �L�H�L���v�Q���S�U�R�F�H�V�� 

- �v�Q�� �W�D�E�H�O�X�O�� ���� �G�L�Q�� �P�R�G�H�O�X�O�� �G�H�� �S�U�R�F�H�G�X�U���� �R�S�H�U�D� �L�R�Q�D�O������ �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� ���S�R�V�W�X�U�L�O�H���� �D�X��

fost simbolizate, ipotetic, cu I, II, III, ���������� �D�F� �L�X�Q�L�O�H�� ���R�S�H�U�D� �L�X�Q�L�O�H������ �F�X�� �D���� �E���� �F���� ���������� �L�D�U��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���U���V�S�X�Q�G�H�U�L�O�H�����F�X���D�E�U�H�Y�L�H�U�L�O�H���U�H�J���V�L�W�H���v�Q���W�D�E�H�O�X�O�������������X�Q�G�H�����(��� ���H�O�D�E�R�U�D�U�H�����9��� ��

�Y�H�U�L�I�L�F�D�U�H���� �$�� � �� �D�S�U�R�E�D�U�H���� �$�S���� � �� �D�S�O�L�F�D�U�H���� �$�K���� � �� �D�U�K�L�Y�D�U�H���� �2�E�V�H�U�Y���P���� �G�H�� �H�[�H�P�S�O�X���� �F�D��

�R�S�H�U�D� �L�X�Q�H�D���D���H�V�W�H���R���R�S�H�U�D� �L�X�Q�H���G�H���H�O�D�E�R�U�D�U�H���(�����F�D�U�H���U�H�Y�L�Q�H���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���,�����R�S�H�U�D� �L�X�Q�H�D���F��

�H�V�W�H�� �R�� �R�S�H�U�D� �L�X�Q�H�� �G�H�� �D�S�U�R�E�D�U�H�� �$���� �v�Q�� �U���V�S�X�Q�G�H�U�H�D�� �S�R�V�W�X�O�X�L�� �,�,�,���� �D�F� �L�X�Q�H�D�� �H�� �H�V�W�H�� �R�� �D�F� �L�X�Q�H�� �G�H��

arhivare Ah., ce revine compartimentului V etc. 

 

Nr. 

Crt.  

Compartimentul 

���S�R�V�W�X�O�����D�F� �L�X�Q�H�D��

(o�S�H�U�D� �L�X�Q�H�D�� 

I  II  III  IV  V 

0 1 2 3 4 5  

1 a E     

2 b  V    

3 c   A   

4 d    Ap.  

5 e     Ah. 
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�3�F�W�������������$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L�����F�R�P�S�R�Q�H�Q�W�D���������� 

- �H�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �F�X�S�U�L�Q�G���� �v�Q�� �D�Q�H�[�H�� �W�R�D�W�H�� �L�Q�V�W�U�X�P�H�Q�W�H�O�H��

relevante, �S�U�H�]�H�Q�W�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �F�H�O�R�U�O�D�O�W�H�� �F�R�P�S�R�Q�H�Q�W�H�� �D�O�H�� �D�F�H�V�W�H�L�D���� �ú�L�� �F�D�U�H�� �V�X�Q�W�� �D�S�O�L�F�D�E�L�O�H�� �v�Q��

�U�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�L�� 

- �S�H�Q�W�U�X�� �R�� �P�D�L�� �E�X�Q���� �R�U�G�R�Q�D�U�H�� �ú�L�� �H�Y�L�G�H�Q� ���� �D�� �D�Q�H�[�H�O�R�U���� �V�H�� �U�H�F�R�P�D�Q�G���� �v�Q�W�R�F�P�L�U�H�D��

tabelului prezentat la componenta 10 din model. 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

1 2 3 4 5 6 7 8 

1         

2         

3         

 

 

Pct. 11 Cuprins    

- �H�V�W�H�� �Q�H�F�H�V�D�U���F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �D�L�E���� �X�Q�� �F�X�S�U�L�Q�V�� �S�H�Q�W�U�X�� �D�� �V�H�� �J���V�L�� �P�D�L�� �X�ú�R�U��

�F�R�P�S�R�Q�H�Q�W�H�O�H���D�F�H�V�W�H�L�D���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L. 

 

�1�X�P���U�X�O 

componentei 

in cadrul 

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

�'�H�Q�X�P�L�U�H�D���F�R�P�S�R�Q�H�Q�W�H�L���G�L�Q���F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X�����G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D���F�X�S�U�L�Q�]�k�Q�G���S�H�U�V�R�D�Q�H�O�H���O�D���F�D�U�H���V�H���G�L�I�X�]�H�D�]�����H�G�L� �L�D���V�D�X�����G�X�S������

�F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 
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4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Nr. 

Crt.  

Compartimentul 

���S�R�V�W�X�O�����D�F� �L�X�Q�H�D��

���R�S�H�U�D� �L�X�Q�H�D�� 

I  II  III  IV  V 

0 1 2 3 4 5  

1  E     

2   V    

3    A   

4     Ap.  

5      Ah. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1          

2         

3         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  

 

 

 

 

 

ELABORAREA PROCEDURILOR  

FORMALIZATE PE ACTIVITATI  

 

 

 

 

P.O. 02 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar
-timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica 
  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Stabilirea �X�Q�H�L�� �I�R�U�P�H�� �X�Q�L�W�D�U�H�� �G�H�� �H�O�D�E�R�U�D�U�H�� �D�� �S�U�R�F�H�G�X�U�L�O�R�U���� �L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U�� �ú�L��

�I�R�U�P�X�O�D�U�H�O�R�U���F�D�U�H���V�H���H�O�D�E�R�U�H�D�]�������G�H���F���W�U�H���ú�H�I�L�L���G�H���F�R�P�S�D�U�W�L�P�H�Q�W�H���ú�L���F�R�P�L�V�L�L���G�L�Q��Liceul 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

 

5.1. �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �G�L�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

 �6�S�U�H���G�H�R�V�H�E�L�U�H���G�H���V�F�R�S�X�U�L�O�H���F�R�Q�V�L�G�H�U�D�W�H���J�H�Q�H�U�D�O�H���ú�L���S�U�H�]�H�Q�W�D�W�H���F�D���H�[�H�P�S�O�H���v�Q���P�R�G�H�O�X�O��

�S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H���O�D���D�F�H�D�V�W�D���F�R�P�S�R�Q�H�Q�W�������L�G�H�Q�W�L�I�L�F�����ú�L���v�Q�V�F�U�L�H���V�F�R�S�X�U�L�O�H���V�S�H�F�L�I�L�F�H���v�Q���F�D�]�X�O��

�I�L�H�F�D�U�H�L���S�U�R�F�H�G�X�U�L���R�S�H�U�D�W�L�R�Q�D�O�H���H�O�D�E�R�U�D�W�H����� �L�Q�k�Q�G���F�R�Q�W���G�H���U�R�O�X�O�����O�R�F�X�O�����L�P�S�R�U�W�D�Q� �D�����S�U�H�F�X�P���ú�L���G�H��

�D�O�W�H���H�O�H�P�H�Q�W�H���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�G�X�U�D�W���� 
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�������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W�D�U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

a. �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U���� ������ �������� cu modificarile si completarile 

ulterioare ; 

b. Standardele de referinta si indicatorii de performanta pentru evaluarea si 

asigurarea calitatii in invatamantul preuniversitar �± H.G. nr. 

1534/25.11.2008; 

c. Standardele de acreditare si evaluare periodica a unitatilor de invatamant 

preuniversitar �± anexa H.G. nr. 21/10.01.2007; 

d. Legea nr. 87/13.04.2006 privind asigurarea calitatii in educatie; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 a. �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H���$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H 

 b. decizii ISJ 

    

6.4. Alte documente,  inclusiv  �U�H�J�O�H�P�H�Q�W���U�L  interne  ale  unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

  

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. Procedura operationala 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. Comisie/subcomisie/Grup 

de lucru  

�*�U�X�S�� �G�H�� �O�X�F�U�X�� �v�Q�� �Y�H�G�H�U�H�D�� �� �G�H�� �P�R�Q�L�W�R�U�L�]���U�L�L����

�F�R�R�U�G�R�Q���U�L�L�� �ú�L�� �v�Q�G�U�X�P���U�L�L�� �D�� �G�H�]�Y�R�O�W���U�L�L��

sistemului de control managerial al Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H��ti , 

�v�Q�I�L�L�Q� �D�W���S�U�L�Q��Decizia nr.____/ 

8. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������(�W�D�S�H�O�H���Q�H�F�H�V�D�U�H���U�H�D�O�L�]���U�L�L���X�Q�H�L���S�U�R�F�H�G�X�U�L�� 

 

 (1) �,�Q�L� �L�H�U�H�D�� 

(1).a) �3�U�R�F�H�G�X�U�L�O�H���G�H���V�L�V�W�H�P�����3�6�����V�H���L�Q�L� �L�D�]�����O�D���S�U�R�S�X�Q�H�U�H�D���F�R�P�L�V�L�H�L���V�X�E�F�R�P�L�V�L�H�L���J�U�X�S�X�O�X�L���G�H��

�O�X�F�U�X�����F�X���V�F�R�S�X�O���G�H���D���J�H�V�W�L�R�Q�D���U�L�V�F�X�U�L�O�H���F�H���S�R�W���S�X�Q�H���v�Q���S�H�U�L�F�R�O���I�X�Q�F� �L�R�Q�D�U�H�D���G�H���D�Q�V�D�P�E�O�X���ú�L���V�D�X��

atingerea obiectivelor generale ale _____________________________ . 

(1).b) �3�U�R�F�H�G�X�U�L�O�H���R�S�H�U�D� �L�R�Q�D�O�H�����3�2�����V�H���L�Q�L� �L�D�]�����G�H���F���W�U�H���F�R�Q�G�X�F�D�W�R�U�X�O���R�U�L�F���U�X�L���F�R�P�S�D�U�W�L�P�H�Q�W��

din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L pentru a descrie 

�D�F�W�L�Y�L�W��� �L�O�H�� �V�D�X�� �S�U�R�F�H�V�H�O�H���� �v�Q�� �Y�H�G�H�U�H�D�� �H�I�L�F�L�H�Q�W�L�]���U�L�L�� �ú�L�� �V�W�D�Q�G�D�U�G�L�]���U�L�L�� �D�F�H�V�W�R�U�D�� �ú�L�� �S�H�Q�W�U�X�� �D��

�J�H�V�W�L�R�Q�D�� �X�Q�X�O�� �V�D�X�� �P�D�L�� �P�X�O�W�H�� �U�L�V�F�X�U�L�� �F�H�� �S�R�W�� �S�X�Q�H�� �v�Q�� �S�H�U�L�F�R�O�� �D�W�L�Q�J�H�U�H�D�� �X�Q�X�L�� �R�E�L�H�F�W�L�Y�� �V�S�H�F�L�I�L�F��

�V�W�D�E�L�O�L�W���� �&�R�Q�G�X�F���W�R�U�X�O�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L�� �S�U�H�L�D�� �O�L�V�W�D�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �V�S�H�F�L�I�L�F�H�� �ú�L�� �D�� �D�F�W�L�Y�L�W��� �L�O�R�U��

precum �ú�L�� �O�L�V�W�D�� �U�L�V�F�X�U�L�O�R�U���� �H�O�D�E�R�U�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �V�L�V�W�H�P�X�O�X�L�� �G�H�� �F�R�Q�W�U�R�O�� �P�D�Q�D�J�H�U�L�D�O���� �S�U�L�R�U�L�W�L�]�H�D�]����

�R�E�L�H�F�W�L�Y�H�O�H�� �V�S�H�F�L�I�L�F�H���� �D�F�W�L�Y�L�W��� �L�O�H�� �ú�L�� �U�L�V�F�X�U�L�O�H���� �V�W�D�E�L�O�H�ú�W�H�� �O�L�V�W�D�� �S�U�R�F�H�G�X�U�L�O�R�U�� �R�S�H�U�D� �L�R�Q�D�O�H��

�Q�H�F�H�V�D�U�H�����S�H�U�V�R�D�Q�D���S�H�U�V�R�D�Q�H�O�H���U�H�V�S�R�Q�V�D�E�L�O�H���S�H�Q�W�U�X���H�O�D�E�R�U�D�U�H�D���3�2���ú�L���W�H�U�P�H�Qele care acestea vor 

finaliza realizarea PO. 

 

 (2) Elaborare  

     (2).1. Modul de redactare : Notare paragrafe , subparagrafe : 

   a) �V�X�F�F�H�V�L�X�Q�H�D���Q�R�W���U�L�L���H�V�W�H���X�U�P�D�W�R�D�U�H�D���������������������������������������������������������D�����������D�� 

   b) �I�L�H�F�D�U�H�� �S�U�R�F�H�G�X�U���� �V�H�� �U�H�G�D�F�W�H�D�]���� �X�W�L�O�L�]�k�Q�G�� �G�L�D�F�U�L�W�L�F�H�� �ú�L�� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �X�U�P���W�R�D�U�H�O�H��

�U�H�J�X�O�L���������,�����I�R�U�P�D�W�X�O���K�k�U�W�L�H�L�������$������ 

 ���,�,���� �F�R�Q� �L�Q�X�W�X�O�� �D�Q�W�H�W�X�O�X�L���� �V�L�J�O�D���� �W�L�S�X�O�� �S�U�R�F�H�G�X�U�L�L���� �G�H�Q�X�P�L�U�H�D�� �S�U�R�F�H�G�X�U�L�L���� �F�R�G�X�O��

�S�U�R�F�H�G�X�U�L�L���� �H�G�L� �L�D���± �V�H�� �I�R�O�R�V�H�V�F�� �F�L�I�U�H�� �U�R�P�D�Q�H���� �U�H�Y�L�]�L�D�� �ú�L�� �S�D�J�L�Q�D�� �F�X�U�H�Q�W���� �D�� �S�U�R�F�H�G�X�U�L�L��

���Q�U���S�D�J�L�Q�L�O�R�U���W�R�W�D�O�H�����V�F�U�L�V�H���F�X���F�R�U�S���G�H���������v�Q�J�U�R�ú�D�W�����7�L�P�H�V���1�H�Z���5�R�P�D�Q���� 

 ���,�,�,���� �F�R�Q� �L�Q�X�W�X�O�� �S�D�J�L�Q�L�L���� �W�L�W�O�X�U�L�O�H�� �V�F�U�L�V�H�� �F�X�� �O�L�W�H�U�H�� �v�Q�J�U�R�ú�D�W�H���� �F�R�U�S�� �G�H�� �������� �7�L�P�H�V�� �1�H�Z��

�5�R�P�D�Q���ú�L���W�H�[�W�X�O���F�X���O�L�W�H�U�H���Q�R�U�P�D�O�H�����F�R�U�S���G�H�����������7�L�P�H�V���1�H�Z���5�R�P�D�Q���� 

 ���,�9���� �F�R�Q� �L�Q�X�W�X�O�� �Q�R�W�H�L�� �G�H�� �V�X�E�V�R�O�� codul formularului, scris cu corp de 10 Times New 

�5�R�P�D�Q�������Q�X�P���U�X�O���H�G�L� �L�H�L���± scris cu corp de 10 Times New Roman ; 

   c) sistemul de codificare al procedurii  
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(I) codul unei PS este format din grupul PS-�1�1���� �X�Q�G�H�� �1�1�� �U�H�S�U�H�]�L�Q�W���� �Q�X�P���U�X�O�� �G�H��

ordine al PS ; 

(II)   codul unei PO este format din grupul PO-�;�;���=�=���� �X�Q�G�H�� �;�;�� �U�H�S�U�H�]�L�Q�W���� �F�R�G�X�O��

�F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���U�H�V�S�R�Q�V�D�E�L�O���F�X���H�O�D�E�R�U�D�U�H�D���3�2�����L�D�U���=�=���U�H�S�U�H�]�L�Q�W�����Q�X�P���U�X�O���G�H���R�U�G�L�Q�H��

al PO, alocat de compartimentul care a realizat procedura; 

(III)  �F�R�G�X�O���X�Q�X�L���I�R�U�P�X�O�D�U���X�W�L�O�L�]�D�W���v�Q���F�D�G�U�X�O���X�Q�H�L���S�U�R�F�Hduri este format din grupul F-

PS-NN.ZZ sau F-PO-XX.YY.ZZ, unde NN, respectiv YY �± �U�H�S�U�H�]�L�Q�W���� �Q�X�P���U�X�O�� �G�H��

ordine al PS, repspectiv PO, iar ZZ �± �U�H�S�U�H�]�L�Q�W�����Q�X�P���U�X�O���G�H���R�U�G�L�Q�H���D�O���I�R�U�P�X�O�D�U�X�O�X�L���v�Q��

�F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���U�H�V�S�H�F�W�L�Y�H�����;�;���U�H�S�U�H�]�L�Q�W�����F�R�P�S�D�U�W�L�P�H�Q�W�X�O���F�D�U�H���D��realizat procedura 

 

     ���������������&�R�Q� �L�Q�X�W�X�O���X�Q�H�L���S�U�R�F�H�G�X�U�L�� 

 �&�D�S�L�W�R�O�H�O�H���S�U�R�F�H�G�X�U�L�L���V�X�Q�W���X�U�P���W�R�D�U�H�O�H���� 

 

a) �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D�� �H�G�L� �L�H�L�� �V�D�X���G�X�S���� �F�D�]�� �D��

�U�H�Y�L�]�L�H�L�� �L�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L  - �G�X�S���� �H�O�D�E�R�U�D�U�H���� �D�W�k�W�� �3�6���� �F�k�W�� �ú�L�� �3�2�� �V�H�� �Y�H�U�L�I�L�F����

�G�D�F�����V�X�Q�W���U�H�V�S�H�F�W�D�W�H�����S�U�H�Y�H�G�H�U�L�O�H���3�6-�;�;���G�H���F���W�U�H���*�U�X�S�X�O���G�H���O�X�F�U�X�����G�X�S�����Y�H�U�L�I�L�F�D�U�H�����D�W�k�W��

�3�6���F�k�W���ú�L���3�2���V�H���D�S�U�R�E�����G�H���F���W�U�H���F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L�� 

b) �6�L�W�X�D�W�L�D���H�G�L� �L�L�O�R�U���ú�L���D���U�H�Y�L�]�L�L�O�R�U���v�Q���F�D�G�U�X�O���H�G�L� �L�L�O�R�U�����S�U�Rcedurii; 

c) �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X���� �G�X�S���� �F�D�]���� �U�H�Y�L�]�L�D�� �G�L�Q��

�F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L; 

d) Scop �± �L�G�H�Q�W�L�I�L�F���� �ú�L�� �G�H�V�F�U�L�H�� �R�E�L�H�F�W�L�Y�X�O�� �J�H�Q�H�U�D�O�� �D�O�� �S�U�R�F�H�G�X�U�L�L�� �H�O�D�E�R�U�D�W�H���� � �L�Q�k�Q�G�� �F�R�Q�W�� �G�H��

�U�R�O�X�O�����O�R�F�X�O�����L�P�S�R�U�W�D�Q� �D���S�U�H�F�X�P���ú�L���G�H���D�O�W�H���H�Y�H�Q�L�P�H�Q�W�H���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�G�X�U�D�W������ 

e) Domeniul de aplicare �± �G�H�I�L�Q�H�ú�W�H�� �D�F�W�L�Y�L�W��� �L�O�H�� �v�Q�� �F�D�U�H�� �V�H�� �Y�D�� �D�S�O�L�F�D�� �S�U�R�F�H�G�X�U�D����

�G�H�O�L�P�L�W�H�D�]���� �H�[�S�O�L�F�L�W�� �D�F�W�L�Y�L�W�D�W�H�D�� �S�U�R�F�H�G�X�U�D�W���� �v�Q�� �F�D�G�U�X�O�� �S�R�U�W�R�I�R�O�L�X�O�X�L�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �ú�L��

�S�U�H�F�L�]�H�D�]�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���F�D�U�H���Y�R�U���L�P�S�O�H�P�H�Q�W�D���D�F�H�D�V�W�����S�U�R�F�H�G�X�U���� 

f) �'�R�F�X�P�H�Q�W�H�� �G�H�� �U�H�I�H�U�L�Q� �� �± �H�Y�L�G�H�Q� �L�D�]���� ���� �G�R�F�X�P�H�Q�W�H�O�H�� �F�D�U�H�� �D�X�� �V�W�D�W�� �O�D�� �E�D�]�D�� �H�O�D�E�R�U���U�L�L��

procedurii , inclusiv documentele cu caracter informativ; lista tuturor documentelor , a 

�F�R�G�X�U�L�O�R�U���G�H���L�G�H�Q�W�L�I�L�F�D�U�H�����Ì�Q���O�L�V�W���������S�H���O�k�Q�J�����D�F�W�H�O�H���Q�R�U�P�D�W�L�Y�H���V�H���Y�R�U���J���V�L���ú�L���G�R�F�X�P�H�Q�W�H�O�H��

�L�Q�W�H�U�Q�H���G�H���D�F�H�D�V�W�����Q�D�W�X�U���������H�P�L�V�H���ú�L���X�W�L�O�L�]�D�W�H���v�Q���F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�U�� 

g) �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L �± �G�H�]�Y�R�O�W���� �D�F�H�L�� �W�H�U�P�H�Q�L�� �F�D�U�H�� �V�X�Q�W�� �I�R�O�R�V�L� �L�� �F�X�� �F�H�D�� �P�D�L�� �P�D�U�H��

�I�U�H�F�Y�H�Q� �����v�Q���W�H�[�W�X�O���S�U�R�F�H�G�X�U�L�L���ú�L���F�D�U�H�������F�R�Q�I�R�U�P���G�H�I�L�Q�L� �L�L�O�R�U�����G�L�Q���V�W�D�Q�G�D�U�G�H�����G�R�F�X�P�H�Q�W�D� �L�L��
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�W�H�K�Q�L�F�H���� �V�X�Q�W�� �Q�H�F�H�V�D�U�L�� �S�H�Q�W�U�X�� �v�Q� �H�O�H�J�H�U�H�D�� �F�R�Q� �L�Q�X�W�X�O�X�L�� �S�U�R�F�H�G�X�U�L�L�� �S�U�H�F�X�P�� �ú�L�� �S�H�Q�W�U�X��

�H�[�S�O�L�F�L�W�D�W�H�D���S�U�H�V�F�X�U�W���U�L�O�R�U���X�W�L�O�L�]�D�W�H������ 

h) Descrierea procedurii �± �G�H�V�F�U�L�H���P�R�G�X�O���F�X�P���W�U�H�E�X�L�H���G�H�V�I���ú�X�U�D�W�����D�F�W�L�Y�L�W�D�W�H�D���S�U�R�F�H�V�X�O���v�Q��

�V�X�F�F�H�V�L�X�Q�H�� �O�R�J�L�F������ �D�W�U�L�E�X� �L�L�O�H�� �ú�L�� �V�D�U�F�L�Q�L�O�H�� �I�D�F�W�R�U�L�O�R�U�� �L�P�S�O�L�F�D� �L���� �U�H�V�X�U�V�H�O�H�� �X�W�L�O�L�]�D�W�H�� ���G�X�S����

�F�D�]������ �L�Q�G�L�F�k�Q�G�X-�V�H�� �v�Q�� �S�D�U�D�Q�W�H�]���� �F�R�G�X�O�� �3�6���3�2�� �F�D�U�H�� �G�H�V�F�U�L�H�� �D�F�W�L�Y�L�W�D�W�H�D�� �O�D�� �F�D�U�H�� �V�H�� �I�D�F�H��

referire; 

a) �v�Q�� �H�[�S�U�L�P�D�U�H�� �V�H�� �I�R�O�R�V�H�ú�W�H�� �Q�X�P�D�L�� �W�L�P�S�X�O�� �S�U�H�]�H�Q�W���� �I�R�U�P�D�� �D�I�L�U�P�D�W�L�Y������ �H�[�H�F�X�W������

�H�O�D�E�R�U�H�D�]�������H�I�H�F�W�X�H�D�]�� �����Y�H�U�L�I�L�F�������F�H�U�W�L�I�L�F�����H�W�F���� 

b) �V�H�� �D�Q�H�[�H�D�]���� �S�U�R�F�H�G�X�U�L�L�� �P�R�G�H�O�H�� �G�H�� �G�R�F�X�P�H�Q�W�H�� �V�W�D�Q�G�D�U�G���� �L�Q�F�O�X�]�v�Q�G�� �O�L�V�W�H�� �G�H��

verificare; 

c) �G�H�V�F�U�L�H�U�H�D�� �W�U�H�E�X�L�H�� �V���� �F�R�Q� �L�Q���� �ú�L�� �F�L�U�F�X�L�W�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �D�I�H�U�H�Q�W�H�� �S�U�R�F�H�V�X�O�X�L����

�D�F�W�L�Y�L�W��� �L�L���� �F�D�U�H�� �W�U�H�E�X�L�H�� �L�Q�W�H�J�U�D�W�� �v�Q�� �I�O�X�[�X�O�� �J�H�Q�H�U�D�O�� �D�O�� �G�R�F�X�P�H�Q�W�H�Oor din cadrul 

_________________________; 

d) �V�H�� �X�W�L�O�L�]�H�D�]���� �ú�L�� �V�H�� �S�U�H�]�L�Q�W���� �v�Q�� �D�Q�H�[���� �U�H�S�U�H�]�H�Q�W�D�U�H�D�� �J�U�D�I�L�F���� �D�� �S�U�R�F�H�V�X�O�X�L�� �G�H��

realizare a procedurilor sau a circuitului documentelor sub forma diagramelor 

�G�H���S�U�R�F�H�V���S�H�Q�W�U�X���v�Q� �H�O�H�J�H�U�H�D���P�D�L���X�ú�R�D�U�����D���S�U�R�F�H�V�X�O�X�L���G�H�V�F�U�L�V�� 

i) �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L �± �V�H�� �S�U�H�F�L�]�H�D�]���� �I�X�Q�F� �L�L�O�H�� �U�H�V�S�R�Q�V�D�E�L�O�H�� �S�H�Q�W�U�X�� �U�H�D�O�L�]�D�U�H�D�� �H�W�D�S�H�O�R�U��

�S�U�H�]�H�Q�W�D�W�H�����V�H���S�U�H�F�L�]�H�D�]�����D�F�W�L�Y�L�W��� �L�O�H���S�H�Q�W�U�X���F�D�U�H���U���V�S�X�Q�G�����V�H���V�S�H�F�L�I�L�F�����W�H�U�P�H�Q�H�O�H���O�L�P�L�W����

�S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U�����D�F� �L�X�Q�L�O�R�U�����D�F�W�L�Y�L�W��� �L�O�R�U�����v�Q���F�R�Q�G�L� �L�L�O�H���v�Q���F�D�U�H��acestea nu 

�D�X���I�R�V�W���S�U�H�F�L�]�D�W�H���v�Q���G�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���� 

j)  Anexe �± �W�D�E�H�O�H�����V�F�K�H�P�H���O�R�J�L�F�H�����V�X�Q�W���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���R���P�D�L���E�X�Q�����v�Q� �H�O�H�J�H�U�H���ú�L���G�H�V�F�U�L�H�U�H��

a procesului ). 

k) Cuprinsul procedurii 

 

(3) Verificare  - �G�X�S���� �H�O�D�E�R�U�D�U�H�� ���� �D�W�k�W�� �3�6�� �F�k�W�� �ú�L�� �3�2�� �V�H�� �Y�H�U�L�I�L�F���� �G�D�F���� �V�X�Q�W�� �U�H�V�S�H�F�W�D�W�H����

prevederile PS-�������G�H���F���W�U�H���*�U�X�S�X�O���G�H���O�X�F�U�X���� 

 

 (4) Aprobare  - �G�X�S���� �Y�H�U�L�I�L�F�D�U�H���� �D�W�k�W�� �3�6�� �F�k�W�� �ú�L�� �3�2�� �V�H�� �D�S�U�R�E���� �G�H�� �F���W�U�H�� �F�R�Q�G�X�F���W�R�U�X�O��

�L�Q�V�W�L�W�X� �L�H�L���� 
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(5) Difuzare - �G�X�S�����D�S�U�R�E�D�U�H�����R�U�L�J�L�Q�D�O�X�O���V�H���S���V�W�U�H�D�]�����O�D���F�R�P�L�V�L�H���V�X�E�F�R�P�L�V�L�H���J�U�X�S�X�O���G�H��

�O�X�F�U�X���� �F�D�U�H�� �Y�D�� �H�I�H�F�W�X�D�� �F�R�S�L�L�� �ú�L�� �O�H�� �Y�D�� �G�L�V�W�U�L�E�X�L�� �v�Q�� �U�H�J�L�P�� �F�R�Q�W�U�R�O�D�W�� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �O�L�V�W�D�� �G�H��

�G�L�I�X�]�D�U�H�� �D�� �S�U�R�F�H�G�X�U�L�L���� �&�k�Q�G�� �V�H�� �G�L�V�W�U�L�E�X�L�H�� �R�� �F�R�S�L�H�� �D�� �3�6���� �*�U�X�S�X�O�� �G�H�� �O�X�F�U�X�� �F�R�P�S�O�H�W�H�D�]����

coresp�X�Q�]���W�R�U�� �D�Q�W�H�W�X�O�� �F�R�S�L�H�L�� �3�6�� �G�L�V�W�U�L�E�X�L�W�H���� �F�X�� �Q�X�P���U�X�O�� �H�[�H�P�S�O�D�U�X�O�X�L�� �G�L�V�W�U�L�E�X�L�W���� �$�F�H�V�W�� �Q�X�P���U��

�W�U�H�E�X�L�H���V�����F�R�U�H�V�S�X�Q�G�����F�X���Q�X�P���U�X�O�����G�H���R�U�G�L�Q�H���G�L�Q���O�L�V�W�D���G�H���G�L�I�X�]�D�U�H���D���S�U�R�F�H�G�X�U�L�L�����2�U�L�J�L�Q�D�O�X�O���3�2��

�V�H�� �S���V�W�U�H�D�]���� �G�H�� �F���W�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �F�D�U�H�� �D�� �H�O�D�E�R�U�D�W�� �3�2�� �ú�L�� �V�H�� �G�L�I�X�]�H�D�]���� �F�R�Qform listei de 

�G�L�I�X�]�D�U�H�� �D�� �S�U�R�F�H�G�X�U�L�L�� �v�Q�W�R�F�P�L�W���� �G�H�� �F���W�U�H�� �S�H�U�V�R�D�Q�D���S�H�U�V�R�D�Q�H�O�H�� �U�H�V�S�R�Q�V�D�E�L�O�H�� �G�L�Q�� �F�D�G�U�X�O��

�F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���F�D�U�H���D�X���L�Q�L� �L�D�W���3�2�����D�F�H�V�W�H�D���v�Q�D�L�Q�W�k�Q�G���R���F�R�S�L�H���D�����3�2���ú�L���D���O�L�V�W�H�L���G�H���G�L�I�X�]�D�U�H���D��

�3�2�� �*�U�X�S�X�O�X�L�� �G�H�� �O�X�F�U�X���� �&�k�Q�G�� �V�H�� �G�L�V�W�U�L�E�X�L�H�� �F�R�S�L�L�� �D�O�H�� �3�2���� �S�H�U�V�R�Dna/persoanele responsabile 

�S�H�Q�W�U�X���G�L�I�X�]�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���F�R�P�S�O�H�W�D���D�Q�W�H�W�X�O���3�2���F�X���Q�X�P���U�X�O���H�[�H�P�S�O�D�U�X�O�X�L���G�L�V�W�U�L�E�X�L�W�������$�F�H�V�W��

�Q�X�P���U���W�U�H�E�X�L�H���V�����F�R�U�H�V�S�X�Q�G�����Q�X���Q�X�P���U�X�O���G�H���R�U�G�L�Q�H���G�L�Q���O�L�V�W�D���G�H���G�L�I�X�]�D�U�H���D���3�2���� 

  

(6) Revizie  

(6).1/ Revizia PS : atunci cand un compart�L�P�H�Q�W�� �G�L�Q�� �F�D�G�U�X�O�� �L�Q�V�W�L�W�X� �L�H�L�� �F�R�Q�V�W�D�W���� �F�D�� �R�� �3�6��

�Q�H�F�H�V�L�W�����v�P�E�X�Q���W��� �L�U�L���V�D�X���F�����D�X���D�Y�X�W���O�R�F���P�R�G�L�I�L�F���U�L���D�O�H���U�L�V�F�X�U�L�O�R�U���V�D�X���D�O�H���F�D�G�U�X�O�X�L���Q�R�U�P�D�W�L�Y���F�D�U�H��

�D�I�H�F�W�H�D�]�����v�Q�W�U�H�D�J�D���L�Q�V�W�L�W�X� �L�H���V�H���V�R�O�L�F�L�W�����U�H�Y�L�]�L�D���X�Q�H�L���3�6�������Ì�Q���D�F�H�V�W���V�F�R�S�����F�R�P�S�D�U�W�L�P�H�Q�W�X�O���U�H�V�S�H�F�L�Y��

�v�Q�D�L�Q�W�H�D�]�����R���V�R�O�L�F�L�W�D�U�H���G�H���U�H�Y�L�]�L�H���V�S�U�H���D�Q�D�O�L�]�����*�U�X�S�X�O�X�L���G�H���O�X�F�U�X�������6�R�O�L�F�L�W�D�U�H�D���Y�D���F�R�Q� �L�Q�H���F�R�G�X�O��

�3�6���O�D���F�D�U�H���V�H���I�D�F�H���U�H�I�H�U�L�U�H���� �P�R�W�L�Y�D� �L�D���V�R�O�L�F�L�W���U�L�L���U�H�Y�L�]�L�H�L���ú�L���S�U�R�S�X�Q�H�U�H�D���G�H�� �P�R�G�L�I�L�F�D�U�H�� �D���3�6���� �Ì�Q��

�F�R�Q�G�L� �L�L�O�H���v�Q���F�D�U�H���V�H���F�R�Q�V�L�G�H�U�����G�H���F���W�U�H���*�U�X�S�X�O���G�H���O�X�F�U�X���R�S�R�U�W�X�Q�����S�U�R�S�X�Q�H�U�H�D���S�U�H�]�H�Q�W�D�W�������D�F�H�V�W�D��

�V�R�O�L�F�L�W�������F�R�Q�G�X�F���W�R�U�X�O�X�L���U�H�V�S�R�Q�V�D�E�L�O���F�X���H�O�D�E�R�U�D�U�H�D�������H�I�H�F�W�X�D�U�H�D�����D�P�H�Q�G���U�L�L���3�6�� 

 

(6).2. Revizia PO���� �D�W�X�Q�F�L���F�k�Q�G���R���S�H�U�V�R�D�Q���� �G�L�Q���F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���� �F�D�U�H���D�S�O�L�F���� �V�D�X���V�X�Q�W��

�L�Q�W�H�U�H�V�D�W�H���G�H���R���3�2���F�R�Q�V�W�D�W�����F���� �3�2���Q�H�F�H�V�L�W���� �v�P�E�X�Q���W��� �L�U�L���� �V�D�X�� �F�k�Q�G���V�H�� �F�R�Q�V�W�D�W�����F���� �D�X���D�Y�X�W���O�R�F��

�P�R�G�L�I�L�F���U�L�� �D�O�H�� �U�L�V�F�X�U�L�O�R�U�� �V�S�H�F�L�I�L�F�H�� �F�H�� �S�R�W�� �D�I�H�F�W�D�� �D�F�W�L�Y�L�W�D�W�H�D�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L�� �U�H�V�S�H�F�W�L�Y���� �V�H��

�V�R�O�L�F�L�W���� �U�H�Y�L�]�L�D�� �3�2���� �Ì�Q�� �D�F�H�V�W�� �V�F�R�S���� �S�H�U�V�R�D�Q�D�� �U�H�V�S�H�F�W�L�Y���� �v�Q�D�L�Q�W�H�D�]���� �R�� �V�R�O�L�F�L�W�D�U�H�� �G�H�� �U�H�Y�L�]�L�H��

�F�R�Q�G�X�F���W�R�U�X�O�X�L���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���F�D�U�H���D���H�O�Dborat PO. 

 

�5�H�Y�L�]�L�D���X�Q�H�L���3�6���V�D�X���D���X�Q�H�L���3�2���X�U�P�H�D�]�����D�F�H�H�D�ú�L���V�X�F�F�H�V�L�X�Q�H���F�D���O�D���U�H�D�O�L�]�D�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���G�L�Q��

�S�X�Q�F�W���G�H���Y�H�G�H�U�H���D�O���H�O�D�E�R�U���U�L�L�����Y�H�U�L�I�L�F���U�L�L�������D�S�U�R�E���U�L�L���ú�L���G�L�I�X�]���U�L�L�����F�R�Q�I�R�U�P���S�X�Q�F�W�H�O�R�U������������������������������

���������ú�L������������ 
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(6).3. Revizia unei proceduri are urm���W�R�D�U�H�O�H���H�I�H�F�W�H���D�V�X�S�U�D���S�U�R�F�H�G�X�U�L�L���L�Q�L� �L�D�O�H�� 

a) paragraful, subparagraful schimbat va fi marcat prin sublinierea textului respectiv; 

�E�����Q�X�P���U�X�O���U�H�Y�L�]�L�H�L���V�H���P�R�G�L�I�L�F�����v�Q���R�U�G�L�Q�H���F�U�H�V�F���W�R�D�U�H�� 

�F���� �G�D�F���� �Y�R�O�X�P�X�O�� �P�R�G�L�I�L�F���U�L�O�R�U�� �G�H�S���ú�H�ú�W�H�� �������� �G�L�Q�� �F�R�Q� �L�Q�X�W�X�O�� �S�U�R�F�H�G�X�U�L�L �V�D�X�� �G�L�I�H�U�H�Q� �D�� �G�L�Q�W�U�H��

�Q�X�P�H�U�H�O�H���G�H���U�H�Y�L�]�L�H���H�V�W�H���P�D�L���P�D�U�H���G�H���������P�R�G�L�I�L�F�����H�G�L� �L�D���S�U�R�F�H�G�X�U�L�L�� 

�G���� �G�D�F���� �H�V�W�H�� �Q�H�F�H�V�D�U���� �W�U�H�F�H�U�H�D�� �S�H�� �R�� �D�O�W���� �S�D�J�L�Q������ �S�U�L�Q�� �P�R�G�L�I�L�F���U�L�O�H�� �H�I�H�F�W�X�D�W�H���� �S�H�Q�W�U�X�� �D�� �Q�X�� �V�H��

�P�R�G�L�I�L�F�D���v�Q�W�U�H�D�J�D���S�D�J�L�Q�D� �L�H���D���G�R�F�X�P�H�Q�W�X�O�X�L���� �V�H�� �F�R�P�S�O�H�W�H�D�]���� �R���S�D�J�L�Q�����Q�R�X�����F�D�U�H���D�U�H���Q�X�P���U�X�O��

�F�H�O�H�L���F�R�P�S�O�H�W�D�W�H�����X�U�P�D�W�H���G�H���´���%�,�6���´���ú�L���F�X���Q�X�P���U�X�O���X�O�W�L�P�H�L���U�H�Y�L�]�L�L���D���D�F�H�V�W�X�L�D�����3�D�J�L�Q�D���Q�R�X���F�U�H�D�W����

�V�H���H�Y�L�G�H�Q� �L�D�]�����ú�L���v�Q���O�L�V�W�D���G�H���H�Y�L�G�H�Q� �����D���P�R�G�L�I�L�F���U�L�O�R�U���� 

 

(6).4. �6�H�� �F�R�P�S�O�H�W�H�D�]���� �F�R�U�H�V�S�X�Q�]���W�R�U�� �I�R�U�P�X�O�D�U�X�O�X�L�� �G�H�� �H�Y�L�G�H�Q� ���� �P�R�G�L�I�L�F���U�L�� ���S�F�W���� ���� de �F���W�U�H��

�S�H�U�V�R�D�Q�D���U�H�V�S�R�Q�V�D�E�L�O�����G�L�Q���F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���L�Q�L� �L�D�W�R�U�� 

 

(6).5. �$�Q�W�H�W�X�O�� �V�H�� �V�F�K�L�P�E���� �F�X�� �Q�X�P���U�X�O�� �U�H�Y�L�]�L�H�L���H�G�L� �L�H�L���� �L�P�S�X�Q�k�Q�G�� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D�� �Q�R�L�L��

�U�H�Y�L�]�L�L���G�H���F���W�U�H���S�H�U�V�R�D�Q�H�O�H�������P�H�Q� �L�R�Q�D�W�H���O�D���F�D�S�L�W�R�O�X�O�������� 

 

(6).6. Procedura cu paginile modifi�F�D�W�H���D�O�H���U�H�Y�L�]�L�H�L���V�H���G�L�V�W�U�L�E�X�L�H���G�H� �L�Q���W�R�U�L�O�R�U���G�H���F���W�U�H���*�U�X�S�X�O��

�G�H�� �O�X�F�U�X�� �v�Q�� �F�D�]�X�O�� �3�6�� �ú�L�� �G�H�� �F���W�U�H�� �S�H�U�V�R�D�Q�D�� �U�H�V�S�R�Q�V�D�E�L�O���� �G�L�Q�� �F�D�G�U�X�O�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �v�Q�� �F�D�]�X�O��

�3�2�������v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���O�L�V�W�D���G�H���G�L�I�X�]�D�U�H���D���S�U�R�F�H�G�X�U�L�L�����'�H���D�V�H�P�H�Q�H�D�����v�Q���P�R�P�H�Q�W�X�O���G�L�V�W�U�L�E�X�L�U�L�L��

procedur�L�L�� �P�R�G�L�I�L�F�D�W�H�� �V�H�� �U�H�W�U�D�J�H�� �Y�H�F�K�H�D�� �S�U�R�F�H�G�X�U������ �F�R�P�S�O�H�W�k�Q�G�X-�V�H�� �F�R�U�H�V�S�X�Q�]���W�R�U�� �O�L�V�W�D�� �G�H��

difuzare a procedurii; 

  

(7) Arhivare  

�2�U�L�J�L�Q�D�O�H�O�H�� �3�6�� �U�H�W�U�D�V�H���U�H�Y�L�]�X�L�W�H�� �V�H�� �F�O�D�V�H�D�]���� �ú�L�� �V�H�� �S���V�W�U�H�D�]���� �W�L�P�S�� �G�H�� ���� �D�Q�L�� �G�H�� �F���W�U�H��

�*�U�X�S�X�O���G�H���O�X�F�U�X���v�Q�W�U-�X�Q���V�S�D� �L�X���V�S�H�F�L�D�O���D�P�H�Q�D�M�D�W������ �2�U�L�J�L�Q�D�O�H�O�H���3�2���U�H�W�U�D�V�H���U�H�Y�L�]�X�L�W�H���V�H���F�O�D�V�H�D�]����

�ú�L�� �V�H�� �S���V�W�U�H�D�]���� �W�L�P�S�� �G�H�� ���� �D�Q�L�� �G�H�� �F���W�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �F�D�U�H�� �O�H-au elaborat. D�X�S���� �D�F�H�D�V�W����

�S�H�U�L�R�D�G������ �D�W�k�W�� �3�6�� �F�k�W�� �ú�L�� �3�2�� �V�X�Q�W�� �W�U�D�Q�V�P�L�V�H�� �O�D�� �D�U�K�L�Y�D�� �X�Q�L�W��� �L�L�� �F�X�� �U�H�V�S�H�F�W�D�U�H�D�� �U�H�J�O�H�P�H�Q�W���U�L�O�R�U��

�V�S�H�F�L�I�L�F�H���D�U�K�L�Y���U�L�L���� 
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        9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Nr. 

Crt.  

Compartimentul 

(postul)/actiunea 

(operatiunea) 

I  II  III  IV  V 

1 2 3 4 5 6 

1  E     

2   V    

3    A   

4     Ap.  

5      Ah. 

 

a. �&�R�Q�G�X�F���W�R�U�X�O���G�H���F�R�P�S�D�U�W�L�P�H�Q�W���� 

(1) �S�U�H�L�D���O�L�V�W�D���R�E�L�H�F�W�L�Y�H�O�R�U���V�S�H�F�L�I�L�F�H���ú�L���D���D�F�W�L�Y�L�W��� �L�O�R�U�����O�L�V�W�D���U�L�V�F�X�U�L�O�R�U���F�D�U�H���S�R�W���D�I�H�F�W�D���D�W�L�Q�J�H�U�H�D��

�R�E�L�H�F�W�L�Y�H�O�R�U���V�S�H�F�L�I�L�F�H�����H�O�D�E�R�U�D�W�H���v�Q���F�D�G�U�X�O���V�L�V�W�H�P�X�O�X�L���G�H���F�R�Q�W�U�R�O���P�D�Q�D�J�H�U�L�D�O���� 

(2) �S�U�L�R�U�L�W�L�]�H�D�]�����R�E�L�H�F�W�L�Y�H�O�H���V�S�H�F�L�I�L�F�H�����D�F�W�L�Y�L�W��� �L�O�H���ú�L���U�L�V�F�X�U�L�O�H���G�L�Q���F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���S�H��

�F�D�U�H���v�O���F�R�Q�G�X�F�H���� 

(3) �V�W�D�E�L�O�H�ú�W�H�� �O�L�V�W�D�� �S�U�R�F�H�G�X�U�L�O�R�U�� �R�S�H�U�D� �L�R�Q�D�O�H�� �Q�H�F�H�V�D�U�H�� �D�� �I�L�� �H�O�D�E�R�U�D�W�H�� �v�Q�� �S�U�R�S�U�L�X��

compartiment; 

(4) �G�H�V�H�P�Q�H�D�]���� �S�H�U�V�R�D�Q�H�O�H���U�H�V�S�R�Q�V�D�E�L�O�H���S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D �S�U�R�F�H�G�X�U�L�O�R�U���ú�L���W�H�U�P�H�Q�H�O�H���O�D���F�D�U�H��

acestea le vor finaliza; 

(5) �D�Q�D�O�L�]�H�D�]�����R�S�R�U�W�X�Q�L�W�D�W�H�D���S�U�R�S�X�Q�H�U�L�O�R�U���G�H���U�H�Y�L�]�L�H���D���3�2���V�D�X���D���3�6�� 

(6) �F�R�R�U�G�R�Q�H�D�]�����U�H�D�O�L�]�D�U�H�D���O�D���W�H�U�P�H�Q���D���3�2���V�D�X���3�6 

(7) �F�R�Q�W�U�L�E�X�L�H�� �O�D�� �L�G�H�Q�W�L�I�L�F�D�U�H�D�� �ú�L�� �S�U�L�R�U�L�W�L�]�D�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �J�H�Q�H�U�D�O�H�� �D�O�H�� �X�Q�L�W�D� �L�L�� �ú�L�� �O�D��

i�G�H�Q�W�L�I�L�F�D�U�H�D�����H�Y�D�O�X�D�U�H�D���ú�L���S�U�L�R�U�L�W�L�]�D�U�H�D���U�L�V�F�X�U�L�O�R�U���F�D�U�H���S�R�W���D�I�H�F�W�D���R�E�L�H�F�W�L�Y�H�O�H���J�H�Q�H�U�D�O�H���D�O�H��

�X�Q�L�W��� �L�L�� 

b. �3�H�U�V�R�D�Q�D���G�H�V�H�P�Q�D�W�����S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���� 

(1) �U�H�D�O�L�]�H�D�]�����S�U�R�F�H�G�X�U�L�O�H���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���S�U�H�Y�H�G�H�U�L�O�H���3�6-00 la termenele stabilite; 

(2) �S�U�H�]�L�Q�W�����S�U�R�F�H�G�X�U�D���I�L�Q�D�O�L�]�D�W�����F�R�Q�G�X�F���W�R�U�X�O�X�L���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���v�Q���Y�H�G�H�U�H�D���Y�H�U�L�I�L�F���U�L�L�� 

(3) �I�R�U�P�X�O�H�D�]�����R�E�V�H�U�Y�D� �L�L���v�Q���O�H�J���W�X�U�����F�X���3�6���V�D�X���3�2���S�U�L�P�L�W�H���v�Q���F�D�G�U�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L�� 
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(4) �S���V�W�U�H�D�]���� ���F�O�D�V�H�D�]������ �R�U�L�J�L�Q�D�O�H�O�H�� �3�2�� �H�P�L�V�H�� �v�Q�� �F�D�G�U�X�O�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L�� �G�L�Q�� �F�D�U�H�� �I�D�F�H��

parte; 

(5) comple�W�H�D�]���� �O�L�V�W�D�� �G�H�� �G�L�I�X�]�D�U�H�� �D�� �3�2�� �ú�L�� �G�L�V�W�U�L�E�X�L�H�� �F�R�S�L�L�� �D�O�H�� �3�2�� �W�X�W�X�U�R�U�� �F�H�O�R�U�� �D�I�H�F�W�D� �L�� �G�H��

�3�2���U�H�V�S�H�F�W�L�Y������ 

c. Comisia/subcomisia/grupul de lucru : 

�,�G�H�Q�W�L�I�L�F���� �ú�L�� �S�U�L�R�U�L�W�L�]�H�D�]���� �R�E�L�H�F�W�L�Y�H�O�H�� �J�H�Q�H�U�D�O�H�� �D�O�H�� �X�Q�L�W��� �L�L�� �ú�L�� �L�G�H�Q�W�L�I�L�F������ �H�Y�D�O�X�H�D�]���� �ú�L��

�S�U�L�R�U�L�W�L�]�H�D�]���� �U�L�V�F�X�U�L�O�H�� �F�D�U�H�� �S�R�W�� �D�I�H�F�W�D�� �D�W�L�Q�J�H�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �J�H�Q�H�U�D�O�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�D�� �D��

�D�Q�V�D�P�E�O�X���D���X�Q�L�W��� �L�L 

 

(1) �6�W�D�E�L�O�H�V�F�� �O�L�V�W�D�� �3�6�� �Q�H�F�H�V�D�U�H���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �U�H�V�S�R�Q�V�D�E�L�O�H�� �ú�L�� �W�H�U�P�H�Q�H�O�H�� �O�D�� �F�D�U�H��

acestea vor finaliza elaborarea ; 

(2) �6�R�O�L�F�L�W�����H�I�H�F�W�X�D�U�H�D���P�R�G�L�I�L�F���U�L�L���3�6���F�R�Q�I�R�U�P�������������������������G�L�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

d. Director 

���������$�S�U�R�E�����S�U�R�F�H�G�X�U�L�O�H���V�L�V�W�H�P�X�O�X�L���G�H���F�R�Q�W�U�R�O���P�D�Q�D�J�H�U�L�D�O�������3�6���ú�L���3�2�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U�D�U�L�����D�U�K�L�Y���U�L 

 

 

Nr. 

anexa 

Denumirea 

anexei 

Elaborator Aprobat Nr.de 

exemplare 

Difuzare Arhivare  Alte 

loc perioada 

1 2 3 4 5 6 7 8 

1         

2         

3         
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11. Cuprins  

 E�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �D�L�E���� �X�Q�� �F�X�S�U�L�Q�V�� �S�H�Q�W�U�X�� �D�� �V�H�� �J���V�L�� �P�D�L�� �X�ú�R�U��

�F�R�P�S�R�Q�H�Q�W�H�O�H���D�F�H�V�W�H�L�D���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L. 

 

�1�X�P���U�X�O 

componentei 

�v�Q���F�D�G�U�X�O 

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

�'�H�Q�X�P�L�U�H�D���F�R�P�S�R�Q�H�Q�W�H�L���G�L�Q���F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D���U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D���F�X�S�U�L�Q�]�k�Q�G���S�H�U�V�R�D�Q�H�O�H���O�D���F�D�U�H���V�H���G�L�I�X�]�H�D�]�����H�G�L� �L�D���V�D�X�����G�X�S������

�F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de aplicare a �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D �D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  

 

 

 

 

AUTOEVALUAREA INSTITUTIONALA  

 

 

 

 

 

 

 

P.O. 03 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei sau, 

dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia 

din cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-
Rozica 

 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-
Rozica 

  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri �H�V�W�H�� �G�H�� �V�W�D�E�L�O�L�U�H�� �D�� �X�Q�R�U�� �F�R�Q�G�L� �L�L�� �V�L�� �P�R�G�D�O�L�W��� �L�� �G�H��

autoevaluare printr-�R�� �P�D�L�� �E�X�Q���� �L�P�S�O�L�F�D�U�H�� �ú�L�� �U�H�V�S�R�Q�V�D�E�L�O�L�]�D�U�H�� �D�� �S�D�U� �L�O�R�U�� �L�P�S�O�L�F�D�W�H�� �G�L�U�H�F�W�� �v�Q��

�H�G�X�F�D� �L�D���H�O�H�Y�L�O�R�U�� 

�3�U�L�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����V�H���V�W�D�E�L�O�H�ú�W�H�����P�H�W�R�G�R�O�R�J�L�D���V�L���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���F�H�O�R�U���L�P�S�O�L�F�D� �L��

�v�Q���Srocesul de autoevaluare. 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

 

5.1. �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L.  

 

5.2.  Procedura se aplica de �F���W�U�H���&�(�$�&���S�H�Q�W�U�X���W�R�D�W�H���G�R�P�H�Q�L�L�O�H���ú�L���F�U�L�W�H�U�L�L�O�H���S�U�H�Y���]�X�W�H��

de lege. 

�6�H���Y�D���P�R�Q�L�W�R�U�L�]�D���P�R�G�X�O���v�Q���F�D�U�H���v�Q�W�U�H�J�� �F�R�U�S�X�O���S�U�R�I�H�V�R�U�D�O���� �H�O�H�Y�L�L���� �S���U�L�Q� �L�L���� �U�H�V�S�R�Q�V�D�E�L�O�L�L��

�G�H�� �F�D�W�H�G�U�������&�(�$�&�� �ú�L�� �F�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L�� �V�H�� �L�P�S�O�L�F���� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�� �H�Y�D�O�X�D�U�H�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L�� 
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�������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W�D�U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

a. �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U���� ������ �������� cu modificarile si completarile 

ulterioare ; 

b. Standardele de referinta si indicatorii de performanta pentru evaluarea si 

asigurarea calitatii in invatamantul preuniversitar �± H.G. nr. 

1534/25.11.2008; 

c. Standardele de acreditare si evaluare periodica a unitatilor de invatamant 

preuniversitar �± anexa H.G. nr. 21/10.01.2007; 

d. Legea nr. 87/13.04.2006 privind asigurarea calitatii in educatie; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 a. �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H 

 b. decizii ISJ 

   

6.4. Alte documente,  inclusiv  �U�H�J�O�H�P�H�Q�W���U�L  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

  �����������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

  

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. Procedura operationala 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

8. F Formular  

9. C.E.A.C. Comisia pentru evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������/�D���v�Q�F�H�S�X�W�X�O���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U���ú�H�I�L�L���F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H���Y�R�U���v�Q�W�R�F�P�L�� 

�‡ Analiza �6�:�2�7���S�H�Q�W�U�X���D�Q�X�O���ú�F�R�O�D�U���S�U�H�F�H�G�H�Q�W 

�‡ �3�O�D�Q�X�O�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �S�H�� �D�Q�X�O�� �ú�F�R�O�D�U�� �v�Q�� �F�X�U�V�� �F�X�� �P�H�Q� �L�R�Q�D�U�H�D�� �P���V�X�U�L�O�R�U�� �G�H�� �D�P�H�O�L�R�U�D�U�H�� �D��

�S�X�Q�F�W�H�O�R�U�� �V�O�D�E�H�� �L�G�H�Q�W�L�I�L�F�D�W�H�� �v�Q�� �D�Q�D�O�L�]�D�� �6�:�2�7�� �ú�L�� �U�H�S�U�R�J�U�D�P�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �S�U�R�S�X�V�H�� �ú�L��

�Q�H�U�H�D�O�L�]�D�W�H���v�Q���D�Q�X�O���ú�F�R�O�D�U���D�Q�W�H�U�L�R�U�� 

(Obs. �0�R�G�H�O�H���G�H�������$�Q�D�O�L�]�D���6�:�2�7�´���ú�L�������3�O�D�Q���G�H���$�F�W�L�Y�L�W��� �L�´���V�H���J���V�H�V�F���v�Q���D�Q�H�[�H�O�H�������V�L�������� 
 

�����������0�R�Q�L�W�R�U�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���V�H���I�D�F�H���F�R�Q�I�R�U�P�������3�U�R�F�H�G�X�U�L�L���G�H���R�E�V�H�U�Y�D�U�H���D��

�S�U�H�G���U�L�L-�v�Q�Y��� ���U�L�L�´���� 
 

�����������/�D���O�H�F� �L�L�O�H���D�V�L�V�W�D�W�H�����H�O�H�Y�L�O�R�U���O�L���V�H���Y�R�U���D�S�O�L�F�D���F�Kestionare de feed-�E�D�F�N���G�H���F���W�U�H���S�U�R�I�H�V�R�U���L�D�U��

�D�F�H�V�W�H�D���Y�R�U���I�L���S�U�H�G�D�W�H���U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L���G�H���F�R�P�L�V�L�H���P�H�W�R�G�L�F�����F�D�U�H���Y�D���F�R�P�S�O�H�W�D���I�L�ú�D���G�H���L�Q�V�S�H�F� �L�H�� 

(Obs. Model de chestionar de feed-�E�D�F�N���V�H���J���V�H�ú�W�H���O�D���D�Q�H�[�D�������� 
 

���������� �/�D�� �V�I�k�U�ú�L�W�X�O�� �V�H�P�H�V�W�U�X�O�X�L���� �I�L�H�F�D�U�H�� �F�D�G�U�X�� �G�L�G�D�F�W�L�F�� �v�Q�W�R�F�P�H�ú�W�H�� �X�Q�� �U�D�S�R�U�W�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �D��

�D�F�W�L�Y�L�W��� �L�O�R�U���G�H�V�I���ú�X�U�D�W�H���ú�L���v�O���v�Q�P�k�Q�H�D�]�����U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H���G�L�Q���F�D�U�H���I�D�F�H���S�D�U�W�H���� 
 

���������� �ù�H�I�L�L�� �F�R�P�L�V�L�L�O�R�U�� �P�H�W�R�G�L�F�H���� �S�H�� �E�D�]�D�� �U�D�S�R�D�U�W�H�O�R�U�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �D�O�H�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H����

�v�Q�W�R�F�P�H�V�F�� �X�Q�� �U�D�S�R�U�W�� �G�H�� �H�Y�D�O�X�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �F�R�P�L�V�L�H�L�� �U�H�V�S�H�F�W�L�Y�H�� �S�H�� �F�D�U�H�� �v�O�� �v�Q�D�L�Q�W�H�D�]����

directorului. 
 

�������������H�I�L�L���G�H compartiment�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W���
�L�L���v�Q�W�R�F�P�H�V�F���O�D���V�I�k�U�ú�L�W�X�O���V�H�P�H�V�W�U�X�O�X�L���F�k�W�H���X�Q���U�D�S�R�U�W��

�G�H���D�X�W�R�H�Y�D�O�X�D�U�H���D���D�F�W�L�Y�L�W��� �L�L���S�H�Q�W�U�X���S�H�U�L�R�D�G�D���U�H�V�S�H�F�W�L�Y�����ú�L���O�H���v�Q�D�L�Q�W�H�D�]�����G�L�U�H�Ftorului. 
 

���������� �0�D�Q�D�J�H�U�L�L�� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H���� �S�H�� �E�D�]�D�� �U�D�S�R�D�U�W�H�O�R�U�� �S�U�L�P�L�W�H���� �v�Q�W�R�F�P�H�V�F�� �U�D�S�R�U�W�X�O�� �G�H�� �D�Q�D�O�L�]���� �D��

�D�F�W�L�Y�L�W��� �L�L���S�H�Q�W�U�X���V�H�P�H�V�W�U�X�O���U�H�V�S�H�F�W�L�Y�����U�D�S�R�U�W���F�D�U�H���Y�D���I�L���D�I�L�ú�D�W���ú�L���S�U�H�]�H�Q�W�D�W���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O��

�v�Q���ú�H�G�L�Q� �D���G�H���D�Q�D�O�L�]�����D���D�F�W�L�Y�L�W��� �L�L�� 
 

���������� �/�D�� �V�I�k�U�ú�L�W�X�O�� �D�Q�X�O�X�L�� �ú�F�R�O�D�U�� �P�D�Q�D�J�H�U�L�L�� �Y�R�U�� �v�Q�W�R�F�P�L�� �U�D�S�R�U�W�X�O�� �G�H�� �D�Q�D�O�L�]�D�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �S�H�Q�W�U�X��

�v�Q�W�U�H�J�X�O���D�Q���ú�L���v�O���v�Q�D�L�Q�W�H�D�]�����O�D���,�6�-�� 

�����������/�D���v�Q�F�H�S�X�W�X�O���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U�����P�H�P�E�U�L�L���&�(�$�&�����S�H���E�D�]�D���U�D�S�R�U�W�X�O�X�L���G�H���D�Q�D�O�L�]�����H�I�H�F�W�X�D�W���G�H��

�P�D�Q�D�J�H�U�L�L���ú�F�R�O�L�L�����D���P�R�Q�L�W�R�U�L�]���U�L�L���S�H�U�P�D�Q�H�Q�W�H���D���D�F�W�L�Y�L�W��� �L�L�����D���D�Q�D�O�L�]���U�L�L���V�X�J�H�V�W�L�L�O�R�U���I�R�U�P�X�O�D�W�H���G�H��
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�H�O�H�Y�L�� �ú�L�� �D�� �F�K�H�V�W�L�R�Q�D�U�H�O�R�U�� �D�S�O�L�F�D�W�H���S���U�L�Q� �L�O�R�U���� �Y�R�U���v�Q�W�R�F�P�L�� �U�D�S�R�U�W�X�O�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �S�H�Q�W�U�X�� �D�Q�X�O��

�S�U�H�F�H�G�H�Q�W�����U�D�S�R�U�W���F�D�U�H���Y�D���I�L���v�Q�D�L�Q�W�D�W���O�D���,�6�-�����U�H�V�S�H�F�W�L�Y���$�5�$�&�,�3���� 

  

Obiective 

�$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����D�U�H���v�Q���Y�H�G�H�U�H���X�U�P���W�R�D�U�H�O�H���R�E�L�H�F�W�L�Y�H�� 

 �v�P�E�X�Q���W��� �L�U�H�D���F�D�O�L�W��� �L�L���S�U�R�F�H�V�X�O�X�L���L�Q�V�W�U�X�F�W�L�Y-�H�G�X�F�D�W�L�Y���v�Q���V�F�R�S�X�O���R�E� �L�Q�H�U�L�L���G�H���F���W�U�H���H�O�H�Y�L���D��

unor rezultate superioare, 

 �'�H�V�I���ú�X�U�D�U�H�D�� �X�Q�R�U�� �D�F�W�L�Y�L�W��� �L�� �W�U�D�Q�V-inter- �L�Q�W�U�D�G�L�V�F�L�S�O�L�Q�D�U�H�� �F�D�U�H�� �V���� �V�W�L�P�X�O�H�]�H�� �L�Q�W�H�U�H�V�X�O��

elevilor pentru �G�H�]�Y�R�O�W�D�U�H�D���S�H�U�V�R�Q�D�O�L�W��� �L�L�� 

 �'�L�Y�H�U�V�L�I�L�F�D�U�H�D�� �V�W�U�D�W�H�J�L�L�O�R�U�� �G�H�� �v�Q�Y��� �D�U�H�� �F�D�U�H�� �V���� �O���U�J�H�D�V�F���� �R�U�L�]�R�Q�W�X�O�� �F�X�Q�R�D�ú�W�H�U�L�L�� �H�O�H�Y�L�O�R�U��

�S�U�L�Q���I�R�O�R�V�L�U�H�D���G�H���D�F� �L�X�Q�L���ú�L���D�F�W�L�Y�L�W��� �L���V�S�H�F�L�I�L�F�H���Y�k�U�V�W�H�L�� 

 Familiarizarea elevilor cu atmosfera de lucru�����V�W�L�P�X�O�D�U�H�D���P�X�Q�F�L�L���v�Q���H�F�K�L�S���� 

 �&�U�H�ú�W�H�U�H�D���F�D�O�L�W��� �L�L���D�F�W�X�O�X�L���H�G�X�F�D� �L�R�Q�D�O�� 

 �&�R�Q�ú�W�L�H�Q�W�L�]�D�U�H�D���L�P�S�R�U�W�D�Q� �H�L���S�U�R�S�U�L�H�L���D�F�W�L�Y�L�W��� �L�����D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U���F�H���V�X�Q�W���D�V�X�P�D�W�H���v�Q��

derularea acestora; 

 

Observatie 

�$�F�W�L�Y�L�W�D�W�H�D���V�H���G�H�V�I���ú�R�D�U�����S�H�U�P�D�Q�H�Q�W���S�H���S�D�U�F�X�U�V�X�O���v�Q�W�U�H�J�X�O�X�L���D�Q���ú�F�R�O�D�U�� 

 

Monitorizarea 

 �,�P�S�O�H�P�H�Q�W�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �Y�D�� �I�L�� �P�R�Q�L�W�R�U�L�]�D�W���� �ú�L�� �D�Q�D�O�L�]�D�W���� �v�Q�� �F�D�G�U�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X��

�H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L���� �S�H�Q�W�U�X�� �D�� �V�H�� �G�H�W�H�U�P�L�Q�D�� �J�U�D�G�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �R�E�L�H�F�W�L�Y�H�O�R�U��

�V�W�D�E�L�O�L�W�H���ú�L���J���V�L�U�H�D���X�Q�R�U���P�R�G�D�O�L�W��� �L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 

 

Procedura propiu-zisa (pe scurt) 

 

a. �(�O�D�E�R�U�D�U�H�D���S�O�D�Q�X�O�X�L���R�S�H�U�D� �L�R�Q�D�O���G�H���F���W�U�H���&�(�$�&�� 

b. �$�S�U�R�E�D�U�H�D�� �S�O�D�Q�X�O�X�L�� �R�S�H�U�D� �L�R�Q�D�O�� �v�Q�W�R�F�P�L�W�� �G�H�� �F���W�U�H�� �&�(�$�&�� �v�Q�� �ú�H�G�L�Q� �D�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H��

�D�G�P�L�Q�L�V�W�U�D� �L�H�� 

c. �5�H�D�O�L�]�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �V�W�D�E�L�O�L�W�H�� �G�H�� �H�Y�D�O�X�D�U�H�� �ú�L�� �v�P�E�X�Q���W��� �L�U�H�� �D�� �F�D�O�L�W��� �L�L�� �F�R�Q�I�R�U�P��

�S�O�D�Q�L�I�L�F���U�L�L�� 
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d. �0�R�Q�L�W�R�U�L�]�D�U�H�D�� �ú�L�� �H�Y�D�O�X�D�U�H�D�� �G�H�� �F���W�U�H�� �P�H�P�E�U�L�L�� �&�(�$�&���� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H��

�V�S�H�F�L�I�L�F�H�����D���P�R�G�X�O�X�L���G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H���ú�L���v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L�� 

e. �5�H�D�O�L�]�D�U�H�D���G�H���F���W�U�H���&�(�$�&���D���U�D�S�R�U�W�X�O�X�L���D�Q�X�D�O���G�H���H�Y�D�O�X�D�U�H���D���F�D�O�L�W��� �L�L�� 

f. �$�S�U�R�E�D�U�H�D�� �G�H�� �F���W�U�H�� �&�R�Q�V�L�O�L�X�O�� �G�H�� �D�G�P�L�Q�L�V�W�U�D� �L�H�� �D�� �5�D�S�R�U�W�X�O�X�L�� �D�Q�X�D�O�� �G�H�� �H�Y�D�O�X�D�U�H�� �D��

�F�D�O�L�W��� �L�L�� 

g. �5�H�Y�L�]�X�L�U�H�D�����G�D�F�����H�V�W�H���F�D�]�X�O�����D���G�R�F�X�P�H�Q�W�H�O�R�U���ú�L���V�W�U�D�W�H�J�L�L�O�R�U���G�H���G�H�]�Y�R�O�W�D�U�H�� 

h. �7�U�D�Q�V�P�L�W�H�U�H�D���U�D�S�R�U�W�X�O�X�L���S���W�U�H���,���6���-����Dolj �ú�L���$�5�$�&�,�3�� 
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9.  �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1. �3�U�R�F�H�G�X�U�D�� �Y�D�� �I�L�� �D�S�O�L�F�D�W���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �ú�L��

nedidactic. 

9.2. �0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H���P�R�Q�L�W�R�U�L�]�D�U�H�D���S�U�R�F�H�G�X�U�L�L 

9.3. Directorul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H��

�&���(���$���&�����V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

9.4. �ù�H�I�L�L���F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H���ú�L���F�R�P�S�D�U�W�L�P�H�Q�W�H���V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L�� 

�‡ �G�H���U�H�V�S�H�F�W�D�U�H�D���D�S�O�L�F���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

�‡ �G�H�� �D�V�L�J�X�U�D�U�H�D�� �F�R�Q�G�L� �L�L�O�R�U�� �G�H�� �S���V�W�U�D�U�H�� �D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���F�H�U�X�W�H�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�D�� �F�X�U�H�Q�W���� �D��

procedurii  

9.5. �&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�������D���S�U�R�F�H�G�X�U�L�L�� 

 

Nr. 

Crt.  

Compartimentul 

(postul)/actiunea 

(operatiunea) 

I  II  III  IV  V 

1 2 3 4 5 6 

1  E     

2   V    

3    A   

4     Ap.  

5      Ah. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U�D�U�L�����D�U�K�L�Y���U�L 

 

 

Nr. 

anexa 

Denumirea 

anexei 

Elaborator Aprobat Nr.de 

exemplare 

Difuzare Arhivare  Alte 

loc perioada 

1 2 3 4 5 6 7 8 

1 Analiza SWOT        

2 Plan de 

activitati 

       

3 Chestionar de 

feed-back 
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11. Cuprins  

 

 E�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �D�L�E���� �X�Q�� �F�X�S�U�L�Q�V�� �S�H�Q�W�U�X�� �D�� �V�H�� �J���V�L�� �P�D�L�� �X�ú�R�U��

�F�R�P�S�R�Q�H�Q�W�H�O�H���D�F�H�V�W�H�L�D���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L. 

 

�1�X�P���U�X�O 

componentei 

�v�Q���F�D�G�U�X�O 

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

�'�H�Q�X�P�L�U�H�D���F�R�P�S�R�Q�H�Q�W�H�L���G�L�Q���F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D���H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D���F�X�S�U�L�Q�]�k�Q�G���S�H�U�V�R�D�Q�H�O�H���O�D���F�D�U�H���V�H���G�L�I�X�]�H�D�]�����H�G�L� �L�D���V�D�X�����G�X�S������

�F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de �D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

12 Anexe   
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ANEXE 

 

Anexa 1: Analiza SWOT 

 

S ( puncte tari ) W ( puncte slabe ) 

 
-  

 

                    �2���R�S�R�U�W�X�Q�L�W��� �L��                         �7���D�P�H�Q�L�Q� ���U�L�� 
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Anexa 2: �3�O�D�Q���G�H���D�F�W�L�Y�L�W��� �L 

 

Nr. 

crt.  
�$�F�W�L�Y�L�W��� �L���S�U�R�S�X�V�H Termen de realizare �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

    

 

 

 

Anexa 3: Chestionar de feed-back 

 

�x �v�Q���O�H�F� �L�H���D�X���H�[�L�V�W�D�W���D�F�W�L�Y�L�W��� �L���F�D�U�H���v�L���Y�L�]�H�D�]������ 

�D�����S�H���W�R� �L���H�O�H�Y�L�L b) pe majoritatea elevilor c) pe unii elevi 

 

�x �6�W�U�D�W�H�J�L�D���v�Q�Y��� ���U�L�L���D���D�Y�X�W���O�D���E�D�]�D�������F�D���H�O�H�P�H�Q�W���G�R�P�L�Q�D�Q�W�����X�U�P���W�R�D�U�H�O�H���W�H�K�Q�L�F�L�� 

a) �3�U�R�I�H�V�R�U�X�O���H�[�S�O�L�F�������H�O�H�Y�L�L���Q�R�W�H�D�]���� 

b) �3�U�R�I�H�V�R�U�X�O���R�U�J�D�Q�L�]�H�D�]�����V�L�W�X�D� �L�L���G�H���v�Q�Y��� �D�U�H���ú�L���H�O�H�Y�L�L���v�Q�Y�D� ���D���S�U�L�Q���H�I�R�U�W���S�U�R�S�U�L�X��

���L�Q�G�L�Y�L�G�X�D�O���V�D�X���v�Q���J�U�X�S�� ; 

c) �H�O�H�Y�L�L���V�X�Q�W���D�Q�W�U�H�Q�D� �L���v�Q���F���X�W�D�U�H�D  �ú�L���V�H�O�H�F�W�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U���X�W�L�O�H���v�Q���O�H�F� �L�D���Q�R�X�� ; 

d) �D�O�W�H���V�L�W�X�D� �L�L�������&�D�U�H ? 

............................................................................................................... 

 

�x �&�L�Q�H���D���D�V�L�J�X�U�D�W���P�L�M�O�R�D�F�H�O�H���G�H���v�Q�Y��� ���P�k�Q�W���X�W�L�O�L�]�D�W�H���v�Q���O�H�F� �L�H ? 

�D�����úcoala       b) profesorul    c) elevii  �G�����S���U�L�Q� �L�L    �H�����D�O�W�H���L�Q�V�W�L�W�X� �L�L���� 

 

�x �'�H�P�H�U�V�X�O���G�L�G�D�F�W�L�F���D���Y�D�O�R�U�L�I�L�F�D�W���H�[�S�H�U�L�H�Q� �D���G�H���Y�L�D� �����ú�L���L�Q�W�H�U�H�V�H�O�H���H�O�H�Y�L�O�R�U : 

a) foarte mult   b) mult      �F�����S�X� �L�Q     d) deloc 

 

�x �6�D�U�F�L�Q�L�O�H���G�H���O�X�F�U�X�����W�H�P�D���S�H�Q�W�U�X���D�F�D�V�������V�X�Q�W���G�L�I�H�U�H�Q� �L�D�W�H���S�H���Q�L�Y�H�O�X�U�L���G�H���S�H�U�I�R�U�P�D�Q� ���" 

DA   NU 

�x �&�L�Q�H���D���D�G�U�H�V�D�W���v�Q�W�U�H�E���U�L���v�Q���W�L�P�S�X�O���O�H�F� �L�H�L ? 

a) profesorul - elevilor 
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b) elevii - unii altora 

c) elevii - profesorului 

 

�x �&�L�Q�H���D���U�H�D�O�L�]�D�W���H�Y�D�O�X�D�U�H�D���v�Q���O�H�F� �L�H? 

a) profesorul 

�E�����S�U�R�I�H�V�R�U�X�O���v�Q���F�R�O�D�E�R�U�D�U�H���F�X��elevii 

�F�����H�O�H�Y�L�L�����S�U�L�Q���D�X�W�R�H�Y�D�O�X�D�U�H���ú�L���V�D�X���L�Q�W�H�U�H�Y�D�O�X�D�U�H 

 

�x Stilul de lucru al profesorului este : 

a) autoritar              b) consultativ  c) prietenos 

 

9) �(�[�L�V�W�D���U�H�J�X�O�L���v�Q���F�O�D�V�D ? 

DA    NU 

Daca da, cum sunt percepute : 

a) �F�D���I�L�L�Q�G���L�P�S�X�V�H���G�H���F���W�U�H���S�U�R�I�H�V�R�U 

b) �F�D���I�L�L�Q�G���D�O�H���H�O�H�Y�L�O�R�U���ú�L���F�X���U�H�]�H�U�Y�H���G�L�Q���S�D�U�W�H�D���S�U�R�I�H�V�R�U�X�O�X�L 

c) unanim acceptate 

 

�x Mediul clasei este personalizat ?   

                         DA                     NU 

Daca da , cum ? 

a) �F�O�D�V�D���H�V�W�H���D�P�H�Q�D�M�D�W�����F�X���P�D�W�H�U�L�D�O�H���D�G�X�V�H���G�H���S�U�R�I�H�V�R�U 

b) �H�V�W�H���D�P�H�Q�D�M�D�W�����G�H���F���W�U�H���H�O�H�Y�L���F�D�U�H-�ú�L���H�[�S�X�Q���S�U�R�G�X�V�H�O�H 

c) �D�O�W�H���V�L�W�X�D� �L�L                                

                                                                                                               

                                                                                                   �'�D�W�D���F�R�P�S�O�H�W���U�L�L���������������������� 
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1.  Lista responsabililor cu elaborarea, verificarea si aprobarea editiei sau, 

dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D��cu Alina 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H��modul �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �ú�L�� �S�H�U�V�R�D�Q�H�O�H�� �L�P�S�O�L�F�D�W�H�� �L�Q��

instituirea unei proceduri metodologice pentru  �H�O�D�E�R�U�D�U�H�D�� �ú�L�� �D�S�O�L�F�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �V�S�H�F�L�I�L�F�H��

�F�D�O�L�W��� �L�L���v�Q���F�D�G�U�X�O��unitatii. 

Scop: 

�x �D�� �F�X�D�Q�W�L�I�L�F�D�� �F�D�S�D�F�L�W�D�W�H�D�� �R�U�J�D�Q�L�]�D� �L�H�L�� �I�X�U�Q�L�]�R�D�U�H �G�H�� �H�G�X�F�D� �L�H�� �� �ú�L�� �G�H�� �D�� �V�D�W�L�V�I�D�F�H�� �D�ú�W�H�S�W���U�L�O�H��

�E�H�Q�H�I�L�F�L�D�U�L�O�R�U���ú�L���V�W�D�Q�G�D�U�G�H�O�H���G�H���F�D�O�L�W�D�W�H�����S�U�L�Q���D�F�W�L�Y�L�W��� �L���G�H���H�Y�D�O�X�D�U�H���ú�L���D�F�U�H�G�L�W�D�U�H�� 

�x �D�� �D�V�L�J�X�U�D�� �S�U�R�W�H�F� �L�D�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U�� �G�L�U�H�F� �L�� �ú�L�� �L�Q�G�L�U�H�F� �L�� �G�H�� �S�U�R�J�U�D�P�H�� �G�H�� �V�W�X�G�L�X�� �G�H�� �Q�L�Y�H�O�X�O��

�v�Q�Y��� ���P�k�Q�W�X�O�X�L�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �S�U�L�Q�� �S�U�R�G�X�F�H�U�H�D�� �ú�L�� �G�L�V�H�P�L�Q�D�U�H�D�� �G�H�� �L�Q�I�R�U�P�D� �L�L�� �V�L�V�W�H�P�D�W�L�F�H����

�F�R�H�U�H�Q�W�H�� �ú�L�� �F�U�H�G�L�E�L�O�H���� �S�X�E�O�L�F�� �D�F�F�H�V�L�E�L�O�H�� �G�H�V�S�U�H�� �F�D�O�L�W�D�W�H�D�� �H�G�X�F�D� �L�H�L�� �v�Q��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

�x �D���F�R�Q�W�U�L�E�X�L���O�D���G�H�]�Y�R�O�W�D�U�H�D���X�Q�H�L���F�X�O�W�X�U�L���L�Q�V�W�L�W�X� �L�R�Q�D�O�H���D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�� 

�x �D���U���V�S�X�Q�G�H���F�H�U�L�Q� �H�O�R�U���$�5�$�&�,�3���S�U�R�S�X�V�H���0�L�Q�L�V�W�H�U�X�O�X�L���(�G�X�F�D� �L�H�L���1�D�
�L�R�Q�D�O�H��prin promovarea 

�X�Q�R�U���S�R�O�L�W�L�F�L���ú�L���V�W�U�D�W�H�J�L�L���G�H���S�H�U�P�D�Q�H�Q�W�����D�P�H�O�L�R�U�D�U�H���D���F�D�O�L�W��� �L�L���v�Q�Y��� ���P�k�Q�W�X�O�X�L�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin 

faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il 

inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q����auditul  �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H���v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H�� �ú�L���V�D�X�� �F�R�Q�W�U�R�O���� �L�D�U���S�H��

�P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �D�F�R�S�H�U���� �W�R�D�W�H�� �S�U�R�F�H�V�H�O�H�� �F�D�U�H�� �V�H�� �G�H�U�X�O�H�D�]���� �v�Q��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L.  

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L�� 

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

-�2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii;  

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

 

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

- 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

 

�x �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H��������2011 cu modificarile si completarile ulterioare; 

�x Legea nr.128 privind Statutul personalului didactic 

�x Legea 441/2001 

�x HG nr.258/2000 �S�U�L�Y�L�Q�G���H�Y�D�O�X�D�U�H�D���S�H�U�I�R�U�P�D�Q� �H�O�R�U���L�Q�G�L�Y�L�G�X�D�O�H�� 

�x HG 1477/2003 �S�U�L�Y�L�Q�G���F�U�L�W�H�U�L�L�O�H���P�L�Q�L�P�H���R�E�O�L�J�D�W�R�U�L�L���G�H���D�F�U�H�G�L�W�D�U�H���ú�L���H�Y�D�O�X�D�U�H 

�x HG88/2005 �S�U�L�Y�L�Q�G���Q�R�P�H�Q�F�O�D�W�R�U�X�O���G�H���V�S�H�F�L�D�O�L�]���U�L���� 

�x Legea nr. 87/2006 pentru aprobarea O.UG nr. 75/2005 �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L��

e�G�X�F�D� �L�H�L�� 

�x H.G. nr. 125/2005 �S�U�L�Y�L�Q�G�� �D�S�U�R�E�D�U�H�D�� �5�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D��

�$�5�$�&�,�3���F�X���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

�x Ordin 5337/11.10..2006 

�x Ordin 5338/11.10..2006 

�x Ordin 4889/09.08..2006 �S�U�L�Y�L�Q�G�� �J�H�Q�H�U�D�O�L�]�D�U�H�D�� �L�Q�V�W�U�X�P�H�Q�W�H�O�R�U�� �G�H�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L���v�Q��

�H�G�X�F�D� �L�H���ú�L���I�R�U�P�D�U�H���S�U�R�I�H�V�L�R�Q�D�O�����O�D���Q�L�Y�H�O�X�O���U�H� �H�O�H�L���v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�R�I�H�V�L�R�Q�D�O���ú�L���W�H�K�Q�L�F 

 

�����������$�O�W�H���G�R�F�X�P�H�Q�W�H�����L�Q�F�O�X�V�L�Y���U�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�H���D�O�H��unitatii de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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7. �'�H�I�L�Q�L� �L�L�����ú�L�����S�U�H�V�F�X�U�W���U�L���D�O�H���W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L���v�Q���S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�� 

 

  �����������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

1. �(�G�X�F�D� �L�D �V�H�� �U�H�I�H�U���� �O�D�� �S�U�R�J�U�D�P�H�O�H�� �ú�L�� �D�F�W�L�Y�L�W��� �L�O�H�� �G�H�� �I�R�U�P�D�U�H�� �D�F�D�G�H�P�L�F���� �V�D�X�� �S�U�R�I�H�V�L�R�Q�D�O����

�L�Q�L� �L�D�O�����ú�L���F�R�Q�W�L�Q�X���� 

2. �2�U�J�D�Q�L�]�D� �L�D�� �I�X�U�Q�L�]�R�D�U�H �G�H�� �H�G�X�F�D� �L�H �H�V�W�H�� �R�� �L�Q�V�W�L�W�X� �L�H�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �R�� �R�U�J�D�Q�L�]�D� �L�H��

�Q�R�Q�J�X�Y�H�U�Q�D�P�H�Q�W�D�O���� �V�D�X�� �R�� �V�R�F�L�H�W�D�W�H�� �F�R�P�H�U�F�L�D�O������ �F�D�U�H���� �S�R�W�U�L�Y�L�W�� �V�W�D�W�X�W�X�O�X�L���� �G�H�V�I���ú�R�D�U����

�D�F�W�L�Y�L�W��� �L���V�D�X���S�U�R�J�U�D�P�H���O�H�J�D�O���D�X�W�R�U�L�]�D�W�H���G�H���I�R�U�P�D�U�H���L�Q�L� �L�D�O�����V�D�X���F�R�Q�W�L�Q�X���� 

3. Programele de studii �F�R�Q�F�U�H�W�L�]�H�D�]���� �R�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O�����D���X�Q�H�L���R�U�J�D�Q�L�]�D� �L�L���I�X�U�Q�L�]�R�D�U�H���G�H��

�H�G�X�F�D� �L�H�� 

4. �%�H�Q�H�I�L�F�L�D�U�L�L�� �G�L�U�H�F� �L �D�L�� �H�G�X�F�D� �L�H�L�� �V�X�Q�W�� �H�O�H�Y�L�L���� �S�U�H�F�X�P�� �ú�L�� �S�H�U�V�R�D�Q�H�O�H�� �D�G�X�O�W�H�� �F�X�S�U�L�Q�V�H�� �v�Q�W�U-o 

�I�R�U�P�����G�H���H�G�X�F�D� �L�H�� 

5. �%�H�Q�H�I�L�F�L�D�U�L�L�� �L�Q�G�L�U�H�F� �L �D�L�� �H�G�X�F�D� �L�H�L�� �V�X�Q�W�� �D�Q�J�D�M�D�W�R�U�L�L���� �D�Q�J�D�M�D� �L�L���� �I�D�P�L�O�L�L�O�H�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U��

�G�L�U�H�F� �L�� �v�Q�W�U-�X�Q���V�H�Q�V���O�D�U�J�����v�Q�W�U�H�D�J�D���V�R�F�L�H�W�D�W�H�� 

6. �&�D�G�U�X�O���Q�D� �L�R�Q�D�O���D�O���F�D�O�L�I�L�F���U�L�O�R�U �F�X�S�U�L�Q�G�H���v�Q���P�R�G���S�U�R�J�U�H�V�L�Y���ú�L���F�R�U�H�O�D�W���J�U�D�G�H�O�H�����G�L�S�O�R�P�H�O�H��

�V�D�X�� �F�H�U�W�L�I�L�F�D�W�H�O�H�� �G�H�� �V�W�X�G�L�X�� �F�D�U�H�� �D�W�H�V�W���� �Q�L�Y�H�O�X�U�L�O�H�� �G�L�V�W�L�Q�F�W�H�� �G�H�� �F�D�O�L�I�L�F�D�U�H���� �H�[�S�U�L�P�D�W�H�� �v�Q��

�W�H�U�P�H�Q�L�L�� �U�H�]�X�O�W�D�W�H�O�R�U�� �v�Q�� �v�Q�Y��� �D�U�H���� �&�D�G�U�X�O�� �Q�D� �L�R�Q�D�O�� �D�O�� �F�D�O�L�I�L�F���U�L�O�R�U�� �H�V�W�H�� �F�R�P�S�D�U�D�E�L�O�� �ú�L��

�F�R�P�S�D�W�L�E�L�O���F�X���F�H�O���H�X�U�R�S�H�D�Q���F�R�U�H�V�S�X�Q�]���W�R�U�� 

7. ARACIP  �U�H�S�U�H�]�L�Q�W���� �$�J�H�Q� �L�D�� �5�R�P�k�Q���� �G�H�� �$�V�L�J�X�U�D�U�H�� �D�� �&�D�O�L�W��� �L�L�� �v�Q�� �v�Q�Y��� ���P�k�Q�W�X�O��

preuniversitar.  

8. �&�D�O�L�W�D�W�H�D�� �H�G�X�F�D� �L�H�L��este ansamblul de caracteristici ale unui program de s�W�X�G�L�X�� �ú�L�� �D�O�H��

�I�X�U�Q�L�]�R�U�X�O�X�L�� �D�F�H�V�W�X�L�D���� �S�U�L�Q�� �F�D�U�H�� �V�X�Q�W�� �V�D�W�L�V�I���F�X�W�H�� �D�ú�W�H�S�W���U�L�O�H�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U���� �S�U�H�F�X�P�� �ú�L��

standardele de  calitate 

9. �(�Y�D�O�X�D�U�H�D�� �F�D�O�L�W��� �L�L�� �H�G�X�F�D� �L�H�L �F�R�Q�V�W���� �v�Q�� �H�[�D�P�L�Q�D�U�H�D�� �P�X�O�W�L�F�U�L�W�H�U�L�D�O���� �D�� �P���V�X�U�L�L�� �v�Q�� �F�D�U�H�� �R��

�R�U�J�D�Q�L�]�D� �L�H�� �I�X�U�Q�L�]�R�D�U�H�� �G�H�� �H�G�X�F�D� �L�H�� �ú�L�� �S�U�R�J�U�D�P�X�O�� �D�F�H�V�W�H�L�D�� �v�Q�G�H�S�O�L�Q�H�V�F�� �V�W�D�Q�G�D�U�G�H�O�H�� �ú�L��

�V�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �U�H�I�H�U�L�Q� ������ �$�W�X�Q�F�L�� �F�k�Q�G�� �H�Y�D�O�X�D�U�H�D�� �F�D�O�L�W��� �L�L�� �H�V�W�H�� �H�I�H�F�W�X�D�W���� �G�H�� �v�Q�V���ú�L��
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�R�U�J�D�Q�L�]�D� �L�D�� �I�X�U�Q�L�]�R�D�U�H�� �G�H�� �H�G�X�F�D� �L�H���D�F�H�D�V�W�D�� �L�D�� �I�R�U�P�D�� �H�Y�D�O�X���U�L�L�� �L�Q�W�H�U�Q�H���� �$�W�X�Q�F�L�� �F�k�Q�G��

�H�Y�D�O�X�D�U�H�D�� �F�D�O�L�W��� �L�L�� �H�V�W�H�� �H�I�H�F�W�X�D�W���� �G�H�� �R�� �D�J�H�Q� �L�H�� �Q�D� �L�R�Q�D�O���� �V�S�H�F�L�D�O�L�]�D�W������ �D�F�H�D�V�W�D�� �L�D�� �I�R�U�P�D��

�H�Y�D�O�X���U�L�L���H�[�W�H�U�Q�H 

10.  �$�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L �H�V�W�H���U�H�D�O�L�]�D�W�����S�U�L�Q�W�U-�X�Q���D�Q�V�D�P�E�O�X���G�H���D�F� �L�X�Q�L���G�H���G�H�]�Y�R�O�W�D�U�H��

�D�� �F�D�S�D�F�L�W��� �L�L�� �L�Q�V�W�L�W�X� �L�R�Q�D�O�H�� �G�H�� �H�O�D�E�R�U�D�U�H���� �S�O�D�Q�L�I�L�F�D�U�H�� �ú�L�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �G�H�� �S�U�R�J�U�D�P�H�� �G�H��

studiu, prin care se �I�R�U�P�H�D�]���� �v�Q�F�U�H�G�H�U�H�D�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U�� �F���� �R�U�J�D�Q�L�]�D� �L�D�� �I�X�U�Q�L�]�R�D�U�H�� �G�H��

�H�G�X�F�D� �L�H�� �V�D�W�L�V�I�D�F�H�� �V�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �F�D�O�L�W�D�W�H���� �$�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �H�[�S�U�L�P���� �F�D�S�D�F�L�W�D�W�H�D�� �X�Q�H�L��

�R�U�J�D�Q�L�]�D� �L�L�� �I�X�U�Q�L�]�R�D�U�H�� �G�H�� �D�� �R�I�H�U�L�� �S�U�R�J�U�D�P�H�� �G�H�� �� �H�G�X�F�D� �L�H���� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �V�W�D�Q�G�D�U�G�H�O�H��

�D�Q�X�Q� �D�W�H���� �(�D�� �H�V�W�H�� �D�V�W�I�H�O�� �S�U�R�P�R�Y�D�W���� �v�Q�F�k�W�� �V���� �F�R�Q�G�X�F���� �O�D�� �v�P�E�X�Q���W��� �L�U�H�D�� �F�R�Q�W�L�Q�X���� �D�� �F�D�O�L�W��� �L�L��

�H�G�X�F�D� �L�H�L 

11. �&�R�Q�W�U�R�O�X�O���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L �L�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�R�I�H�V�L�R�Q�D�O�����O�L�F�H�D�O���ú�L���S�R�V�W�O�L�F�H�D�O��

�S�U�H�V�X�S�X�Q�H�� �D�F�W�L�Y�L�W��� �L�� �ú�L�� �W�H�K�Q�L�F�L�� �F�X�� �F�D�U�D�F�W�H�U�� �R�S�H�U�D� �L�R�Q�D�O���� �D�S�O�L�F�D�W�H�� �V�L�V�W�H�P�D�W�L�F de o autoritate 

�G�H���L�Q�V�S�H�F� �L�H���G�H�V�H�P�Q�D�W�����S�H�Q�W�U�X���D���Y�H�U�L�I�L�F�D���U�H�V�S�H�F�W�D�U�H�D���V�W�D�Q�G�D�U�G�H�O�R�U���S�U�H�V�W�D�E�L�O�L�W�H�� 

12. �Ì�P�E�X�Q���W��� �L�U�H�D�� �F�D�O�L�W��� �L�L�� �H�G�X�F�D� �L�H�L �S�U�H�V�X�S�X�Q�H�� �H�Y�D�O�X�D�U�H���� �D�Q�D�O�L�]���� �ú�L�� �D�F� �L�X�Q�H�� �F�R�U�H�F�W�L�Y����

�F�R�Q�W�L�Q�X�����G�L�Q���S�D�U�W�H�D���R�U�J�D�Q�L�]�D� �L�H�L���I�X�U�Q�L�]�R�D�U�H���G�H���H�G�X�F�D� �L�H�����E�D�]�D�W�����S�H���V�H�O�H�F�W�D�U�H�D���ú�L���D�G�R�S�W�D�U�H�D��

�F�H�O�R�U�� �P�D�L�� �S�R�W�U�L�Y�L�W�H�� �S�U�R�F�H�G�X�U�L���� �S�U�H�F�X�P�� �ú�L�� �S�H�� �D�O�H�J�H�U�H�D�� �ú�L�� �D�S�O�L�F�D�U�H�D�� �F�H�O�R�U�� �P�D�L�� �U�H�O�H�Y�D�Q�W�H��

�V�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �� 

13. Criteriul �V�H�� �U�H�I�H�U���� �O�D�� �X�Q�� �D�V�S�H�F�W�� �I�X�Q�G�D�P�H�Q�W�D�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�H�L��

�R�U�J�D�Q�L�]�D� �L�L���I�X�U�Q�L�]�R�D�U�H���G�H���H�G�X�F�D� �L�H 

14. Standardul repre�]�L�Q�W���� �G�H�V�F�U�L�H�U�H�D�� �F�H�U�L�Q� �H�O�R�U�� �I�R�U�P�X�O�D�W�H�� �v�Q�� �W�H�U�P�H�Q�� �G�H�� �U�H�J�X�O�L�� �V�D�X�� �U�H�]�X�O�W�D�W�H����

care definesc nivelul minim �R�E�O�L�J�D�W�R�U�L�X���G�H���U�H�D�O�L�]�D�U�H���D���X�Q�H�L���D�F�W�L�Y�L�W��� �L���v�Q���H�G�X�F�D� �L�H 

15. �6�W�D�Q�G�D�U�G�X�O�� �G�H�� �U�H�I�H�U�L�Q� �� �U�H�S�U�H�]�L�Q�W���� �G�H�V�F�U�L�H�U�H�D�� �F�H�U�L�Q� �H�O�R�U�� �F�D�U�H�� �G�H�I�L�Q�H�V�F�� �X�Q��nivel optimal 

de realizare �D���X�Q�H�L���D�F�W�L�Y�L�W��� �L���G�H���F���W�U�H���R���R�U�J�D�Q�L�]�D� �L�H���I�X�U�Q�L�]�R�D�U�H���G�H���H�G�X�F�D� �L�H�����S�H���E�D�]�D���E�X�Q�H�O�R�U��

�S�U�D�F�W�L�F�L���H�[�L�V�W�H�Q�W�H���O�D���Q�L�Y�H�O���Q�D� �L�R�Q�D�O�����H�X�U�R�S�H�D�Q���V�D�X���P�R�Q�G�L�D�O 

16. �,�Q�G�L�F�D�W�R�U�X�O�� �G�H�� �S�H�U�I�R�U�P�D�Q� �� �U�H�S�U�H�]�L�Q�W���� �X�Q�� �L�Q�V�W�U�X�P�H�Q�W�� �G�H�� �P���V�X�U�D�U�H�� �D�� �J�U�D�G�X�O�X�L�� �G�H��

�U�H�D�O�L�]�D�U�H�� �D�� �X�Q�H�L�� �D�F�W�L�Y�L�W��� �L�� �G�H�V�I���ú�X�U�D�W�H�� �G�H�� �R�� �R�U�J�D�Q�L�]�D� �L�H�� �I�X�U�Q�L�]�R�D�U�H�� �G�H�� �H�G�X�F�D� �L�H�� �S�U�L�Q��

�U�D�S�R�U�W�D�U�H���O�D���V�W�D�Q�G�D�U�G�H�����U�H�V�S�H�F�W�L�Y���O�D���V�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �� 
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17. Calificarea �H�V�W�H�� �U�H�]�X�O�W�D�W�X�O�� �v�Q�Y��� ���U�L�L�� �R�E� �L�Q�X�W�� �S�U�L�Q�� �S�D�U�F�X�U�J�H�U�H�D�� �ú�L�� �I�L�Q�D�O�L�]�D�U�H�D�� �X�Q�X�L�� �S�U�R�J�U�D�P��

de studii profesionale.. 

 
 
 7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. Procedura operationala 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

8. F Formular  

9. CEAC Comisia de Evaluare si Asigurare a Calitatii 
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8. Descrierea �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Generalitati 

1. Analiza si revizuirea procedurii se realizeaza anual de catre C.E.A.C. 

 

�������(�O�D�E�R�U�D�U�H�D���ú�L���D�Q�D�O�L�]�D���R�S�H�U�D�W�L�Y�����D�G�R�F�X�P�H�Q�W�H�O�R�U���&���(���$���&���V�H���I�D�F�H���G�H���F���W�U�H���P�H�P�E�U�L�L �&���(���$���&���ú�L���G�H��

�F���W�U�H���J�U�X�S�X�U�L���G�H���O�X�F�U�X���I�R�U�P�D�W�H���G�L�Q����-3 membri . 

 

������ �ù�H�G�L�Q� �H�O�H�� �R�U�G�L�Q�D�U�H�� �D�O�H�� �&���(���$���&�� �V�H�� �G�H�V�I���ú�R�D�U������ �G�H�� �U�H�J�X�O������ �O�D�� �G�R�X���� �O�X�Q�L���� �3�R�W�� �I�L�� �F�R�Q�Y�R�F�D�W�H�� �ú�L��

�ú�H�G�L�Q� �H���H�[�W�U�D�R�U�G�L�Q�D�U�H�� 

 

������ �ù�H�G�L�Q� �H�O�H�� �&���(���$���&�� �V�H�� �G�H�V�I���ú�R�D�U�����± �v�Q�� �S�H�U�L�R�D�G�D�� �G�H�� �H�O�D�E�R�U�D�U�H�� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �&���(���$���&�� �ú�L�� �D��

raportului anual�± �F�X���R���I�U�H�F�Y�H�Q� �����P�D�U�H�����V���S�W���P�k�Q�D�O�� 

 

�������,�Q�L� �L�D�W�L�Y�D���G�H���F�R�Q�Y�R�F�D�U�H���R���D�U�H�����v�Q���P�R�G���R�E�L�ú�Q�X�L�W���S�U�H�ú�H�G�L�Q�W�H�O�H���&���(���$���&���G�D�U���S�R�D�W�H���D�S�D�U� �L�Q�H���ú�L���O�D����������

din membrii C.E.A.C. �'�H�P�H�U�V�X�O�� �S�U�L�Y�L�Q�G�� �F�R�Q�Y�R�F�D�U�H�D�� �ú�H�G�L�Q� �H�L�� �G�H�Y�L�Q�H�� �R�S�H�U�D�W�L�Y�� �G�X�S���� �V�W�D�E�L�O�L�U�H�D��

�W�H�P�D�W�L�F�L�L���ú�L���D���G�D�W�H�L�� 

 

�������'�D�W�D���ú�L���W�H�P�D�W�L�F�D���ú�H�G�L�Q� �H�L���V�H���D�Q�X�Q� �����S�U�L�Q���F�R�Q�Y�R�F�D�W�R�U���F�X���F�H�O���S�X� �L�Q�������]�L�O�H���v�Q�D�L�Q�W�H���G�H���G�H�V�I���ú�X�U�D�U�H�D��

acesteia. Calea de comunicare este e-mail. 

 

�����ù�H�G�L�Q� �H�O�H�� �&���(���$���&�� �V�X�Q�W�� �O�H�J�L�W�L�P�H�� �G�R�D�U�� �G�D�F���� �F�H�O�� �S�X� �L�Q�� �������� �G�L�Q�� �P�H�P�E�U�L�L�� �&���(���$���&�� �V�X�Q�W�� �S�U�H�]�H�Q� �L����

�U�H�V�S�H�F�W�L�Y���S�D�U�W�L�F�L�S�����O�D���Y�R�W�����G�L�U�H�F�W���V�D�X���S�U�L�Q���H-mail). 

 

�������ù�H�G�L�Q� �H�O�H���V�X�Q�W���F�R�Q�G�X�V�H���G�H���F���W�U�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���&���(���$���&�� 

 

�������'�L�V�F�X� �L�L�O�H���v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���V�X�Q�W���O�L�E�H�U�H�����Q�L�F�L���X�Q���S�D�U�W�L�F�L�S�D�Q�W���Q�X���D�U�H���G�U�H�S�W�X�O���G�H���D���v�Q�W�U�H�U�X�S�H���V�D�X��

�G�H���D���v�Q�J�U���G�L���O�X���U�L�O�H���G�H���F�X�Y�k�Q�W�� 
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�������� �&�R�Q� �L�Q�X�W�X�O�� �O�X���U�L�O�R�U�� �G�H�� �F�X�Y�k�Q�W�� �V�H�� �F�R�Q�V�H�P�Q�H�D�]���� �v�Q�� �U�H�J�L�V�W�U�Xl cu procese verbale ale C.E.A.C. 

Secretarul C.E.A.C. scrie procesele verbale. Procesele verbale sunt semnate �G�H���W�R� �L���S�D�U�W�L�F�L�S�D�Q� �L�L. 

 

�������� �&���(���$���&���� �L�D�� �G�H�F�L�]�L�L�� �v�Q�� �F�K�H�V�W�L�X�Q�L�� �G�H�� �F�R�P�S�H�W�H�Q� �D�� �H�L�� �ú�L�� �V�W�D�E�L�O�H�ú�W�H���± �v�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U���±

 persoanele responsabile de ap�O�L�F�D�U�H�D�� �G�H�F�L�]�L�L�O�R�U���� �'�D�F���� �H�[�L�V�W���� �G�L�Y�H�U�J�H�Q� �H�� �G�H�� �S���U�H�U�L���� �G�H�F�L�]�L�L�O�H�� �V�H��

�V�X�S�X�Q�� �O�D�� �Y�R�W���� �3�H�Q�W�U�X�� �D�G�R�S�W�D�U�H�D�� �X�Q�H�L�� �G�H�F�L�]�L�L�� �H�V�W�H�� �Q�H�F�H�V�D�U���� �P�D�M�R�U�L�W�D�W�H�D�� �V�L�P�S�O���� �D�� �P�H�P�E�U�L�O�R�U��

�S�U�H�]�H�Q� �L���� �0�H�P�E�U�L�L�� �&���(���$���&���� �S�R�W�� �V��-�ú�L�� �W�U�D�Q�V�P�L�W���� �Y�R�W�X�O�� �ú�L�� �S�U�L�Q�� �H-�P�D�L�O���� �'�D�F���� �F�H�O�� �S�X� �L�Q�� �������� �G�L�Q��

membrii �S�U�H�]�H�Q� �L �V�R�O�L�F�L�W�����S�U�R�F�H�G�X�U�D���G�H���Y�R�W���V�H�F�U�H�W�����D�W�X�Q�F�L���G�H�F�L�]�L�L�O�H���V�H���Y�R�U���D�G�R�S�W�D���F�X���Y�R�W���V�H�F�U�H�W�� 

 

�������� �'�H�F�L�]�L�L�O�H�� �&���(���$���&���� �F�D�U�H�� �S�U�L�Y�H�V�F�� �V�W�D�U�H�D�� �V�D�X�� �P�D�Q�D�J�H�P�H�Q�W�X�O�� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �Y�R�U���I�L�� �v�Q�D�L�Q�W�D�W�H�� �G�H��

�F���W�U�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���&���(���$���&�����V�S�U�H���Y�D�O�L�G�D�U�H���&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D� ie . 

 

���������0�H�P�E�U�L�L���&���(���$���&�����L�Q�I�R�U�P�H�D�]�����F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L���ú�L���D�S�O�L�F�����G�H�F�L�]�L�L�O�H���O�X�D�W�H�� �v�Q���F�D�G�U�X�O���D�F�H�V�W�H�L�D���� 

 

���������7�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H�����V�H���D�I�O�����v�Q���G�R�V�D�U�X�O���&�(�$�&���ú�L���v�Q���G�R�F�X�P�H�Q�W�H�O�H���H�F�K�L�S�H�L���P�D�Q�D�J�H�U�L�D�O�H�� 

 

8.2. �$�W�U�L�E�X� �L�L�O�H�� �S�H�� �F�D�U�H�� �O�H�� �H�[�H�U�F�L�W���� �&�R�P�L�V�L�D�� �� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D���ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L��

sunt: 

a) �H�O�D�E�R�U�H�D�]�����ú�L���F�R�R�U�G�R�Q�H�D�]�����D�S�O�L�F�D�U�H�D���S�U�R�F�H�G�X�U�L�O�R�U���ú�L���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H��

�D�� �F�D�O�L�W��� �L�L���� �D�S�U�R�E�D�W�H�� �G�H�� �F�R�Q�G�X�F�H�U�H�D�� �R�U�J�D�Q�L�]�D� �L�H�L�� �I�X�U�Q�L�]�R�D�U�H�� �G�H�� �H�G�X�F�D� �L�H���� �F�R�Q�I�R�U�P�� �G�R�P�H�Q�L�L�O�R�U�� �ú�L��

criteriilor: 

A. �&�D�S�D�F�L�W�D�W�H�D�� �L�Q�V�W�L�W�X� �L�R�Q�D�O�������F�D�U�H�� �U�H�]�X�O�W���� �G�L�Q�� �R�U�J�D�Q�L�]�D�U�H�D�� �L�Q�W�H�U�Q���� �ú�L�� �L�Q�I�U�D�V�W�U�X�F�W�X�U�D��

�G�L�V�S�R�Q�L�E�L�O������ �G�H�I�L�Q�L�W���� �S�U�L�Q�� �X�U�P���W�R�D�U�H�O�H�� �F�U�L�W�H�U�L�L���� �V�W�U�X�F�W�X�U�L�O�H�� �L�Q�V�W�L�W�X� �L�R�Q�D�O�H���� �D�G�P�L�Q�L�V�W�U�D�W�L�Y�H�� �ú�L��

�P�D�Q�D�J�H�U�L�D�O�H�����E�D�]�D���P�D�W�H�U�L�D�O�������U�H�V�X�U�V�H�O�H���X�P�D�Q�H�� 

B. �(�I�L�F�D�F�L�W�D�W�H�D���H�G�X�F�D� �L�R�Q�D�O������ca�U�H���F�R�Q�V�W���� �v�Q���P�R�E�L�O�L�]�D�U�H�D���G�H���U�H�V�X�U�V�H�� �F�X���V�F�R�S�X�O���G�H���D���R�E� �L�Q�H��

�U�H�]�X�O�W�D�W�H�O�H�� �D�ú�W�H�S�W�D�W�H�� �D�O�H�� �v�Q�Y��� ���U�L�L���� �F�R�Q�F�U�H�W�L�]�D�W���� �S�U�L�Q�� �X�U�P���W�R�D�U�H�O�H�� �F�U�L�W�H�U�L�L���F�R�Q� �L�Q�X�W�X�O�� �S�U�R�J�U�D�P�H�O�R�U��

�G�H�V�W�X�G�L�X�����U�H�]�X�O�W�D�W�H�O�H���v�Q�Y��� ���U�L�L�����D�F�W�L�Y�L�W�D�W�H�D���P�H�W�R�G�L�F������ 
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C. �0�D�Q�D�J�H�P�H�Q�W�X�O�� �F�D�O�L�W��� �L�L����care se concreti�]�H�D�]���� �S�U�L�Q�� �X�U�P���W�R�D�U�H�O�H�� �F�U�L�W�H�U�L�L���� �V�W�U�D�W�H�J�L�L�� �ú�L��

�S�U�R�F�H�G�X�U�L�� �S�H�Q�W�U�X�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L���� �S�U�R�F�H�G�X�U�L�� �S�U�L�Y�L�Q�G�� �L�Q�L� �L�H�U�H�D���� �P�R�Q�L�W�R�U�L�]�D�U�H�D�� �ú�L�� �U�H�Y�L�]�X�L�U�H�D��

�S�H�U�L�R�G�L�F���� �D�� �S�U�R�J�U�D�P�H�O�R�U�� �D�S�O�L�F�D�W�H�� �&�'�/-�&�'�6�� �ú�L�� �D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �G�H�V�I���ú�X�U�D�W�H���� �S�U�R�F�H�G�X�U�L�� �R�E�L�H�F�W�L�Y�H�� �ú�L��

transparente de ev�D�O�X�D�U�H�� �D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �v�Q�Y��� ���U�L�L���� �S�U�R�F�H�G�X�U�L�� �G�H�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �F�D�O�L�W��� �L�L��

�F�R�U�S�X�O�X�L�� �S�U�R�I�H�V�R�U�D�O���� �D�F�F�H�V�L�E�L�O�L�W�D�W�H�D�� �U�H�V�X�U�V�H�O�R�U�� �D�G�H�F�Y�D�W�H�� �v�Q�Y��� ���U�L�L���� �F�R�P�X�Q�L�F�D�U�H�� �D�F�W�X�D�O�L�]�D�W����

�V�L�V�W�H�P�D�W�L�F���U�H�I�H�U�L�W�R�D�U�H���O�D���D�V�L�J�X�U�D�U�H�D���L�Q�W�H�U�Q�����D���F�D�O�L�W��� �L�L�����W�U�D�Q�V�S�D�U�H�Q� �D���L�Q�I�R�U�P�D� �L�L�O�R�U���G�H 

�L�Q�W�H�U�H�V�� �S�X�E�O�L�F�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �S�U�R�J�U�D�P�H�O�H�� �G�H�� �V�W�X�G�L�L�� �ú�L���� �G�X�S���� �F�D�]���� �F�H�U�W�L�I�L�F�D�W�H�O�H���� �G�L�S�O�R�P�H�O�H�� �ú�L��

�F�D�O�L�I�L�F���U�L�O�H���R�I�H�U�L�W�H�����I�X�Q�F� �L�R�Q�D�O�L�W�D�W�H�D���V�W�U�X�F�W�X�U�L�O�R�U���G�H���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�����F�R�Q�I�R�U�P���O�H�J�L�L 

b) �H�O�D�E�R�U�H�D�]�������D�Q�X�D�O�����X�Q���U�D�S�R�U�W���G�H���H�Y�D�O�X�D�U�H���L�Q�W�H�U�Q�����S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D���H�G�X�F�D� �L�H�L���v�Q���R�U�J�D�Q�L�]�D� �L�D��

�U�H�V�S�H�F�W�L�Y�������5�D�S�R�U�W�X�O���H�V�W�H���D�G�X�V���O�D���F�X�Q�R�ú�W�L�Q� �D���W�X�W�X�U�R�U���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���S�U�L�Q���D�I�L�ú�D�U�H���V�D�X���S�X�E�O�L�F�D�U�H���ú�L���H�V�W�H��

�S�X�V���O�D���G�L�V�S�R�]�L� �L�D���H�Y�D�O�X�D�W�R�U�X�O�X�L���H�[�W�H�U�Q�� 

c) �H�O�D�E�R�U�H�D�]�����S�U�R�S�X�Q�H�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

d) �F�R�R�S�H�U�H�D�]�����F�X���D�J�H�Q� �L�D���U�R�P�k�Q�����V�S�H�F�L�D�O�L�]�D�W�����S�H�Q�W�U�X���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L�� 

 

�Ì�Q�� �I�X�Q�F� �L�H�� �G�H�� �D�F�W�L�Y�L�W��� �L�O�H�� �G�H�U�X�O�D�W�H���� �v�Q�� �F�D�G�U�X�O�� �&�(�$�&�� �V�H�� �S�R�W�� �F�R�Q�V�W�L�W�X�L�� �ú�L�� �D�O�W�H�� �H�F�K�L�S�H�� �G�H�� �O�X�F�U�X��

speciale. 

�$�W�U�L�E�X� �L�L�O�H���F�D�G�U�X���D�O�H���I�L�H�F���U�X�L���P�H�P�E�U�X���D�O���F�R�P�L�V�L�H�L���Y�R�U���I�L���G�H�O�H�J�D�W�H���G�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���F�R�P�L�V�L�H�L�� 

�&�R�P�L�V�L�D���V�H���v�Q�W�U�X�Q�H�ú�W�H���v�Q���ú�H�G�L�Q� �����R�U�G�L�Q�D�U�D�������O�X�Q�D�U���F�R�Q�I�R�U�P���X�Q�X�L���J�U�D�I�L�F�������U�H�V�S�H�F�W�L�Y���v�Q���ú�H�G�L�Q� ����

�H�[�W�U�D�R�U�G�L�Q�D�U������ �R�U�L�� �G�H�� �F�D�W�H�� �R�U�L�� �H�V�W�H�� �F�D�]�X�O���� �O�D�� �F�H�U�H�U�H�D�� �S�U�H�ú�H�G�L�Q�W�H�O�X�L�� �&�(�$�&�� �V�D�X�� �D�� �G�R�X���� �W�U�H�L�P�L�� �G�L�Q��

�Q�X�P���U�X�O���P�H�P�E�U�L�O�R�U���V���L�����ù�H�G�L�Q� �H�O�H���R�U�G�L�Q�D�U�H���D�O�H���&�(�$�&- sunt statutar co�Q�V�W�L�W�X�L�W�H���v�Q���F�D�]�X�O���v�Q�W�U�X�Q�L�U�L�L��

�D���F�H�O���S�X� �L�Q���G�R�X�����W�U�H�L�P�L���G�L�Q���W�R�W�D�O�X�O���P�H�P�E�U�L�O�R�U�� 

�Ì�Q���v�Q�G�H�S�O�L�Q�L�U�H�D���D�W�U�L�E�X� �L�L�O�R�U���V�D�O�H�����&�(�$�&�����D�G�R�S�W�����K�R�W���U�k�U�L���S�U�L�Q���Y�R�W�X�O���D���G�R�X�����W�U�H�L�P�L���G�L�Q 

�Q�X�P���U�X�O���P�H�P�E�U�L�O�R�U���V���L���S�U�H�]�H�Q� �L�� 
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8.3. Obiective strategice 

�x �(�O�D�E�R�U�D�U�H�D�� �F�R�Q�F�H�S�W�X�D�O���� �D�� �&�(�$�&�� �v�Q�� �V�H�Q�V�X�O�� �G�H�I�L�Q�L�U�L�L�� �V�W�U�X�F�W�X�U�L�L�� �H�L�� �R�U�J�D�Q�L�]�D�W�R�U�L�F�H�� �ú�L��

�I�X�Q�F� �L�R�Q�D�O�H�����S�U�H�F�X�P���ú�L���D���P�R�G�X�O�X�L���G�H���L�Q�W�H�J�U�D�U�H���D���H�L���v�Q���P�D�Q�D�J�H�P�H�Q�W�X�O���V�W�U�D�W�H�J�L�F���D�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

�x �(�O�D�E�R�U�D�U�H�D�� �V�W�U�D�W�H�J�L�H�L�� �G�H�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �D�� �&�(�$�&�� �v�Q�� �X�Q�L�W�D�W�H���ú�L�� �V�X�S�X�Q�H�U�H�D�� �H�L�� �G�H�]�E�D�W�H�U�L�L��

�&�R�Q�V�L�O�L�X�O�X�L�� �3�U�R�I�H�V�R�U�D�O�� �D�V�W�I�H�O�� �v�Q�F�k�W�� �V���� �I�L�H�� �V�D�W�L�V�I���F�X�W�H�� �V�W�D�Q�G�D�U�G�H�O�H�� �$�5�$�&�,�3�� �F�X�� �U�H�I�H�U�L�U�H�� �O�D��

�F�H�O�H�� �W�U�H�L�� �G�R�P�H�Q�L�L���� �&�D�S�D�F�L�W�D�W�H�� �,�Q�V�W�L�W�X� �L�R�Q�D�O������ �(�I�L�F�L�H�Q� ���� �(�G�X�F�D� �L�R�Q�D�O������ �0�D�Q�D�J�H�P�H�Q�W�X�O��

�&�D�O�L�W��� �L�L���� 

�x �&�R�R�U�G�R�Q�D�U�H�D�� �H�O�D�E�R�U���U�L�L�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �&�(�$�&�� �v�Q�� �F�R�Q�F�R�U�G�D�Q� ���� �F�X�� �F�H�U�L�Q� �H�O�H�� �$�5�$�&�,�3�� �ú�L��

�Q�H�F�H�V�L�W��� �L�O�H���S�U�R�S�U�L�L���� 

�x �6�W�D�E�L�O�L�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U���� �D�F�W�L�Y�L�W��� �L�O�R�U�� �ú�L�� �U�H�]�X�O�W�D�W�H�O�R�U�� �F�H�� �V�H�� �G�R�U�H�V�F�� �D�� �I�L�� �R�E� �L�Q�X�W�H�� �S�U�L�Q��

implementarea CEAC ; 

�x �(�Y�D�O�X�D�U�H�D�� �S�U�R�F�H�V�X�O�X�L�� �G�H�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �D�� �F�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�Y�H�U�V�L�W�D�W�H�� �ú�L�� �S�U�R�S�X�Q�H�U�H�D�� �G�H�� �V�R�O�X� �L�L��

corective; 
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�������5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�� 

 

�&�(�$�&�� �D�U�H�� �P�L�V�L�X�Q�H�D�� �G�H�� �D�� �F�R�R�U�G�R�Q�D�� �D�S�O�L�F�D�U�H�D�� ���� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �ú�L�� �P�H�Q� �L�Q�H�U�H�D�� �F�D�O�L�W��� �L�L�� �O�D��Liceul 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L���� �S�U�H�F�X�P�� �V�L�� �D�G�D�S�W�D�U�H�D�� �F�R�Q�W�L�Q�X���� �O�D�� �F�H�U�L�Q� �H�O�H��

�v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���U�R�P�k�Q�H�V�F���� 

 

  �$�W�U�L�E�X� �L�L�O�H���&�(�$�&���V�X�Q�W���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���D�U�W���������G�L�Q���O�H�J�H�D������������������ 

�x �(�O�D�E�R�U�H�D�]�����ú�L���F�R�U�G�R�Q�H�D�]�����D�S�O�L�F�D�U�H�D���S�U�R�F�H�G�X�U�L�O�R�U���ú�L���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H���D��

�F�D�O�L�W��� �L�L�����D�S�U�R�E�D�W�H���G�H���F�R�Q�G�X�F�H�U�H�D���R�U�J�D�Q�L�]�D� �L�H�L���I�X�U�Q�L�]�R�D�U�H���G�H���H�G�X�F�D� �L�H�����F�R�Q�I�R�U�P���G�R�P�H�Q�L�L�O�R�U��

�ú�L�� �F�U�L�W�H�U�L�L�O�R�U�� �S�U�H�Y���]�X�W�H�� �O�D�� �D�U�W���� ������ ���F�D�S�D�F�L�W�D�W�H�� �L�Q�V�W�L�W�X� �L�R�Q�D�O���� ���� �H�I�L�F�D�F�L�W�D�W�H�� �H�G�X�F�D� �L�R�Q�D�O���� �ú�L��

�P�D�Q�D�J�H�P�H�Q�W�X�O���F�D�O�L�W��� �L�L�� 

�x �(�O�D�E�R�U�H�D�]���� �D�Q�X�D�O�� �X�Q�� �U�D�S�R�U�W�� �G�H�� �H�Y�D�O�X�D�U�H�� �L�Q�W�H�U�Q���� �S�U�L�Y�L�Q�G�� �F�D�O�L�W�D�W�H�D�� �H�G�X�F�D� �L�H�L�� �v�Q�� �R�U�J�D�Q�L�]�D� �L�D��

�U�H�V�S�H�F�W�L�Y�������5�D�S�R�U�W�X�O�� �H�V�W�H�� �D�G�X�V�� �O�D�� �F�X�Q�R�ú�W�L�Q� ���� �W�X�W�X�U�R�U�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U�� �S�U�L�Q�� �D�I�L�ú�D�U�H�� �V�D�X��

publicare; 

�x �)�R�U�P�X�O�H�D�]�����S�U�R�S�X�Q�H�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

 

Coordonatorul  CEAC �D�V�L�J�X�U�����F�R�Q�G�X�F�H�U�H�D���H�[�H�F�X�W�L�Y�����D���F�R�P�L�V�L�H�L�� 

�&�R�R�U�G�R�Q�D�W�R�U�X�O���&�(�$�&���U���V�S�X�Q�G�H���G�H���� 

a) stabilirea sarcinilor membrilor comisiei; 

b) elaborarea �J�U�D�I�L�F�X�O�X�L���D�Q�X�D�O���G�H���H�I�H�F�W�X�D�U�H���D���P�R�Q�L�W�R�U�L�]���U�L�O�R�U���ú�L���D���H�Y�D�O�X���U�L�L���� 

c) �U�H�D�O�L�]�D�U�H�D�� �G�H�� �� �L�Q�I�R�U�P���U�L�� �S�U�L�Y�L�Q�G�� �P�R�Q�L�W�R�U�L�]�D�U�H�D���� �F�R�Q�V�L�O�L�H�U�H�D�� �ú�L�� �v�Q�G�U�X�P�D�U�H�D�� �� �S�H�U�V�R�Q�D�O�X�O�X�L��

unitatii ; 

d) informar�H�D�� �F�R�Q�G�X�F�H�U�L�L�� �X�Q�L�W��� �L�L���� �,�6�-���� �0�(N���� �$�5�$�&�,�3�� �S�U�L�Y�L�Q�G�� �P�R�Q�L�W�R�U�L�]���U�L�O�H�� �H�I�H�F�W�X�D�W�H�� �O�D��

nivelul �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���� �S�H�� �E�D�]�D�� �V�W�D�Q�G�D�U�G�H�O�R�U���� �V�W�D�Q�G�D�U�G�H�O�R�U�� �G�H��

�U�H�I�H�U�L�Q� �������S�U�H�F�X�P���ú�L���D���V�W�D�Q�G�D�U�G�H�O�R�U���S�U�R�S�U�L�L�����V�S�H�F�L�I�L�F�H���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��

�U�H�V�S�H�F�W�L�Y�H���ú�L���S�U�R�S�X�Q�H���P���V�X�U�L���G�H���D�P�H�O�L�R�U�D�U�H�� 

e) elaborarea sintezelor anuale ale rapoarte�O�R�U�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �D�O�H�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

�S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �ú�L�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �G�H�V�I���ú�X�U�D�W�H�� �S�U�L�Q�� �L�Q�V�S�H�F� �L�H�� �ú�F�R�O�D�U���� �ú�L�� �G�H�� �H�Y�D�O�X�D�U�H��
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�L�Q�V�W�L�W�X� �L�R�Q�D�O�����G�H���F���W�U�H�� �,���6���-���� �S�H���F�D�U�H���O�H���v�Q�D�L�Q�W�H�D�]���� �D�W�k�W���G�L�U�H�F�W�R�U�X�O�X�L���X�Q�L�W��� �L�L�����&�R�Q�V�L�O�L�X�O�X�L���G�H��

�$�G�P�L�Q�L�V�W�U�D� �L�H�����F�R�Q�V�L�O�L�X�O�X�L��profesoral,     

f) �D�S�U�R�E���� �H�Y�D�O�X�D�U�H�D�� �D�Q�X�D�O���� �D�� �S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �S�U�R�I�H�V�L�R�Q�D�O�H�� �D�O�H�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �� �G�L�Q�� �F�D�G�U�X�O��

�F�R�P�L�V�L�H�L�����S�U�R�S�X�Q�k�Q�G���P�R�G�L�I�L�F���U�L�O�H���O�H�J�D�O�H�� 

g) �v�Q�G�H�S�O�L�Q�L�U�H�D�� �R�U�L�F���U�H�L�� �D�O�W�H�� �D�W�U�L�E�X� �L�L�� �V�W�D�E�L�O�L�W�H�� �v�Q�� �V�D�U�F�L�Q�D�� �V�D�� �G�H�� �F���W�U�H�� �,���6���-���� �$�5�$�&�,�3����

�0�L�Q�L�V�W�H�U�X�O���(�G�X�F�D� �L�H�L �1�D�
�L�R�Q�D�O�H. 

�&�R�R�U�G�R�Q�D�W�R�U�X�O�� �&���(���$���&���� �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �S�H�Q�W�U�X�� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �ú�L�� �P�H�Q� �L�Q�H�U�H�D�� �S�U�H�]�H�Q�W�H�L��

proceduri. 

 

�0�H�P�E�U�L�L�����&�(�$�&���v�Q�G�H�S�O�L�Q�H�V�F�����X�U�P���W�R�D�U�H�O�H���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L: 

�x �(�O�D�E�R�U�D�U�H�D�� �G�H�� �� �S�R�O�L�W�L�F�L�� �ú�L�� �S�U�R�F�H�G�X�U�L�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �G�R�P�H�Q�L�X�� �D�O�� �D�F�W�L�Y�L�W��� �L�L��Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �U�H�Y�L�]�X�L�U�H�D�� �� �ú�L�� �R�S�W�L�P�L�]�D�U�H�D�� �G�H�� �� �S�R�O�L�W�L�F�L�� �ú�L��

proceduri; 

�x �H�O�D�E�R�U�D�U�H�D���G�H�����I�L�ú�H���ú�L���L�Q�V�W�U�X�P�H�Q�W�H���G�H���D�X�W�R�H�Y�D�O�X�D�U�H�� 

�x �U�H�D�F�W�X�D�O�L�]�D�U�H�D�����E�D�]�H�L���G�H���G�D�W�H���U�H�I�H�U�L�W�R�D�U�H���O�D���D�V�L�J�X�U�D�U�H�D���L�Q�W�H�U�Q�����D���F�D�O�L�W��� �L�L�� 

�x �H�O�D�E�R�U�D�U�H�D�� �G�H�� �5�D�S�R�D�U�W�H�� �G�H�� �1�H�F�R�Q�I�R�U�P�L�W�D�W�H�� �ú�L�� �1�R�W�H�� �G�H���&�R�Q�V�W�D�W�D�U�H�� �ú�L�� �S�U�R�S�X�Q�H�� �P���V�X�U�L��

�F�R�U�H�F�W�L�Y�H���ú�L���S�U�H�Y�H�Q�W�L�Y�H�� 

�x �S�D�U�W�L�F�L�S�D�U�H�D�����O�D���v�Q�W�R�F�P�L�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���G�H���S�U�R�L�H�F�W�D�U�H���O�D���Q�L�Y�H�O�X�O���F�R�P�L�V�L�H�L�� 

�x �F�R�O�H�F�W�D�U�H�D���G�H�����G�R�Y�H�]�L���S�H�Q�W�U�X���v�Q�W�R�F�P�L�U�H�D���U�D�S�R�U�W�X�O�X�L���G�H���D�X�W�R�H�Y�D�O�X�D�U�H�� 

�0�H�P�E�U�L�L���V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���H�O�D�E�R�U�D�U�H�D���� �G�H�]�E�D�W�H�U�H�D���ú�L definitivarea documentelor C.E.A.C. 

asumate. 

 

Secretarul C.E.A.C. este responsabil pentru: 

�x �7�U�D�Q�V�P�L�W�H�U�H�D���P�H�V�D�M�H�O�R�U���F���W�U�H���P�H�P�E�U�L�L���&���(���$���&���� 

�x �(�I�H�F�W�X�D�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���D�I�H�U�H�Q�W�H���&���(���$���&���� 

�x �Ì�Q�W�R�F�P�L�U�H�D���S�U�R�F�H�V�H�O�R�U���Y�H�U�E�D�O�H���D�O�H���ú�H�G�L�Q� �H�O�R�U���&���(���$���&���� 
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�x �'�R�F�X�P�H�Q�W�D�U�H�D���ú�L���D�O�W�H���D�F�W�L�Y�L�W��� �L���S�H���F�D�U�H���L���O�H���V�W�D�E�L�O�H�ú�W�H���&�R�R�U�G�R�Q�D�W�R�U�X�O���&���(���$���&�����F�X���S�U�L�Y�L�U�H���O�D��

documentele C.E.A.C. 

 

Conducerea �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L are responsabilitatea 

�D�F�W�X�D�O�L�]���U�L�L�� �ú�L�� �L�P�S�O�H�P�H�Q�W���U�L�L�� �S�R�O�L�W�L�F�L�L�� �ú�L�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �F�D�O�L�W�D�W�H���� �D�� �P�H�Q� �L�Q�H�U�L�L��

�F�R�Q�I�R�U�P�L�W��� �L�L���V�L�V�W�H�P�X�O�X�L���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���F�X���V�W�D�Q�G�D�U�G�H�O�H���G�H���U�H�I�H�U�L�Q� ���� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U�D�U�L�����D�U�K�L�Y���U�L 

 

 

Nr. 

anexa 

Denumirea 

anexei 

Elaborator Aprobat Nr.de 

exemplare 

Difuzare Arhivare  Alte 

loc perioada 

1 2 3 4 5 6 7 8 

1 Chestionar de analiza 

a activitatii comisiei 

C.E.A.C. 

       

2 Chestionar de 

autoevaluare 

privind gradul de 

implementare a 

�V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L 

       

3         
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11. Cuprins  

 

 E�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �D�L�E���� �X�Q�� �F�X�S�U�L�Q�V�� �S�H�Q�W�U�X�� �D�� �V�H�� �J���V�L�� �P�D�L�� �X�ú�R�U��

�F�R�P�S�R�Q�H�Q�W�H�O�H���D�F�H�V�W�H�L�D���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L. 

 

�1�X�P���U�X�O 
componentei 

�v�Q���F�D�G�U�X�O 
procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

�'�H�Q�X�P�L�U�H�D���F�R�P�S�R�Q�H�Q�W�H�L���G�L�Q���F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D���U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D���F�X�S�U�L�Q�]�k�Q�G���S�H�U�V�R�D�Q�H�O�H���O�D���F�D�U�H���V�H���G�L�I�X�]�H�D�]�����H�G�L� �L�D���V�D�X�����G�X�S������

�F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de aplicare a �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D �D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

12 Anexe   
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ANEXE 

 

Anexa 1. 

CHESTIONAR  

�G�H���D�Q�D�O�L�]�����D���D�F�W�L�Y�L�W��� �L�L���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H���ú�L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W��� �L�L 

 

 

1. �$�Y�H� �L���L�Q�I�R�U�P�D� �L�L���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W�D�W�H�D���&�R�P�L�V�L�H�L�" 

 

DA   �F                       NU  �F  

 

2. �&�X�Q�R�D�ú�W�H� �L���F�L�Q�H���H�V�W�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���D�F�H�V�W�H�L���&�R�P�L�V�L�L�" 

 

DA   �F                       NU  �F  

 

3. �&�X�Q�R�D�ú�W�H� �L���F�D�U�H���V�X�Q�W���P�H�P�E�U�L�L���D�F�H�V�W�H�L���&�R�P�L�V�L�L�" 

 

DA   �F                       NU  �F  

 

4. �$� �L�� �S�U�L�P�L�W�� �V�D�U�F�L�Q�L�� �F�R�Q�F�U�H�W�H�� ���D� �L�� �v�Q� �H�O�H�V�� �v�Q�W�R�W�G�H�D�X�Q�D�� �F�H���D�Y�H� �L�� �G�H��

�I���F�X�W���" 

 

DA   �F                       NU  �F  

 

5. �(�Q�X�P�H�U�D� �L�� �G�L�I�L�F�X�O�W��� �L�O�H���S�H�� �F�D�U�H���O�H-�D� �L���v�Q�W�k�P�S�L�Q�D�W���v�Q�� �v�Q�G�H�S�O�L�Q�L�U�H�D��

�V�D�U�F�L�Q�L�O�R�U�����F�H�O���S�X� �L�Q�������� 

�x . 

�x . 
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�x . 

6. Documentele pe care le-�D� �L���S�U�L�P�L�W���D�X���I�R�V�W���F�O�D�U�H���ú�L���F�R�Q�F�L�V�H�" 

 

DA      �F                   NU  �F  

 

7. �(�Q�X�P�H�U�D� �L���G�L�I�L�F�X�O�W��� �L�O�H�� �S�H�� �F�D�U�H�� �O�H-�D� �L�� �D�Y�X�W�� �v�Q�� �v�Q�W�R�F�P�L�U�H�D��

�G�R�F�X�P�H�Q�W�H�O�R�U���V�R�O�L�F�L�W�D�W�H�����F�H�O���S�X� �L�Q�������� 

�x . 

 

�x . 

 

�x . 

 

 

8. �'�D�F�����D� �L���V�R�O�L�F�L�W�D�W���L�Q�I�R�U�P�D� �L�L���V�X�S�O�L�P�H�Q�W�D�U�H�����Y�L���V-�D���U���V�S�X�Q�V���O�D���D�F�H�D�V�W�����V�R�O�L�F�L�W�D�U�H�" 

DA   �F                       NU  �F  

 

 

9.  �(�Q�X�P�H�U�D� �L���F�H�O���S�X� �L�Q�������V�X�J�H�V�W�L�L���S�H�Q�W�U�X���D�F�W�L�Y�L�W�D�W�H�D���&�R�P�L�V�L�H�L�� 

�x . 

 

�x . 
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Chestionar de autoevaluare 

�S�U�L�Y�L�Q�G���J�U�D�G�X�O���G�H���L�P�S�O�H�P�H�Q�W�D�U�H���D���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L 

 �v�Q���L�Q�V�W�L�W�X� �L�L�O�H���H�G�X�F�D�W�L�Y�H 

 

�3�X�Q�F�W�D�M�H�O�H���F�D�U�H���V�H���Y�R�U���D�F�R�U�G�D���U���V�S�X�Q�V�X�U�L�O�R�U���O�D���v�Q�W�U�H�E���U�L�O�H���H�Y�D�O�X�D�W�R�D�U�H�� 

 

0 �± �Q�X���H�[�L�V�W�����Q�L�F�L���R���G�R�Y�D�G�����F�����V�X�Q�W���V�D�W�L�V�I���F�X�W�H���F�H�U�L�Q� �H�O�H�� 

1 �± �H�O�H�P�H�Q�W�H���S�U�H�]�H�Q�W�H���v�Q���F�k�W�H�Y�D���V�L�W�X�D� �L�L�����G�R�F�X�P�H�Q�W�D� �L�H���D�E�V�H�Q�W�������L�Q�D�G�H�F�Y�D�W�����V�D�X���L�Q�F�R�P�S�O�H�W���� 

2 �± �H�O�H�P�H�Q�W�H���ú�L���G�R�F�X�P�H�Q�W�D� �L�H���D�S�U�R�D�S�H���F�R�P�S�O�H�W�������G�D�U���Q�X���V�D�W�L�V�I�D�F�H���W�R�D�W�H���F�H�U�L�Q� �H�O�H�� 

3 �± �G�R�F�X�P�H�Q�W�D� �L�D���D�U�D�W�����V�D�W�L�V�I�D�F�H�U�H�D���W�X�W�X�U�R�U���F�H�U�L�Q� �H�O�R�U�� 

 

 

Punctaj maxim: 120 de puncte. 

 

Nr. 

crt.  

�Ì�Q�W�U�H�E�D�U�H 0 1 2 3 Obs. 

1.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����D�U�H���R���S�R�O�L�W�L�F�����S�U�L�Y�L�Q�G��

�F�D�O�L�W�D�W�H�D�����F�D�U�H���V�S�H�F�L�I�L�F�����R�E�L�H�F�W�L�Y�H�O�H���F�D�O�L�W��� �L�L�" 

     

2.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����D�U�H���R���S�R�O�L�W�L�F�����S�U�L�Y�L�Q�G��

calitatea, care �V�S�H�F�L�I�L�F�����D�Q�J�D�M�D�P�H�Q�W�X�O���S�H�Q�W�U�X��

calitate? 

     

3.  �(�V�W�H���S�R�O�L�W�L�F�D���v�Q���S�U�L�Y�L�Q� �D���F�D�O�L�W��� �L�L���U�H�O�H�Y�D�Q�W����

�S�H�Q�W�U�X���R�E�L�H�F�W�L�Y�H�O�H���L�Q�V�W�L�W�X� �L�H�L���H�G�X�F�D�W�L�Y�H�" 

     

4.  �(�V�W�H���S�R�O�L�W�L�F�D���v�Q���S�U�L�Y�L�Q� �D���F�D�O�L�W��� �L�L���U�H�O�H�Y�D�Q�W����

�S�H�Q�W�U�X���Q�H�F�H�V�L�W��� �L�O�H�����D�ú�W�H�S�W���U�L�O�H���F�O�L�H�Q� �L�O�R�U�" 

     

5.  Este politica �S�H�Q�W�U�X���F�D�O�L�W�D�W�H���G�R�F�X�P�H�Q�W�D�W�����F�D��

�S�D�U�W�H���D���P�D�Q�X�D�O�X�O�X�L���F�D�O�L�W��� �L�L�" 
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6.  �(�V�W�H���S�R�O�L�W�L�F�D���v�Q���S�U�L�Y�L�Q� �D���F�D�O�L�W��� �L�L���S�X�E�O�L�F�D�W�����v�Q��

�F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���H�G�X�F�D�W�L�Y�H�" 

     

7.  �(�V�W�H���S�R�O�L�W�L�F�D���S�H�Q�W�U�X���F�D�O�L�W�D�W�H���F�X�Q�R�V�F�X�W�����ú�L��

�v�Q� �H�O�H�D�V�����G�H���v�Q�W�U�H�J�X�O���S�H�U�V�R�Q�D�O�" 

     

8.  Politica pentru calitate face parte din 

instruirea personalului nou angajat? 

     

9.  �&�O�L�H�Q� �L�L���F�X�Q�R�V�F���S�R�O�L�W�L�F�D���v�Q���G�R�P�H�Q�L�X�O���F�D�O�L�W��� �L�L�"      

10.  �(�[�L�V�W�����X�Q���P�D�Q�X�D�O���D�O���F�D�O�L�W��� �L�L�"      

11.  �0�D�Q�X�D�O�X�O���F�D�O�L�W��� �L�L���G�H�I�L�Q�H�ú�W�H���V�W�U�X�F�W�X�U�D��

�G�R�F�X�P�H�Q�W�D� �L�H�L���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L�" 

     

12.  Sunt toate procedurile incluse sau se fac 

�U�H�I�H�U�L�U�L���O�D���H�O�H���v�Q���P�D�Q�X�D�O�X�O���F�D�O�L�W��� �L�L�" 

     

13.  �(�V�W�H���P�D�Q�X�D�O�X�O���F�D�O�L�W��� �L�L���H�O�D�E�R�U�D�W���v�Q�F�k�W���V�����D�U�D�W�H��

�F�X�P���U�H�V�S�H�F�W�����L�Q�V�W�L�W�X� �L�D���F�H�U�L�Q� �H�O�H���L�P�S�R�U�W�D�Q�W�H��

din ISO 9000? 

     

14.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����D�U�H���G�H�I�L�Q�L�W�����R���V�W�U�X�F�W�X�U�����G�H��

management care �V�����S�U�H�F�L�]�H�]�H���F�D�U�H���V�X�Q�W��

managerii cu autoritate pentru calitate? 

     

15.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����D�U�H���G�H�I�L�Q�L�W�����R���V�W�U�X�F�W�X�U�����G�H��

�P�D�Q�D�J�H�P�H�Q�W���F�D�U�H���V�����S�U�H�F�L�]�H�]�H���F�D�U�H���V�X�Q�W��

�P�D�Q�D�J�H�U�L�L���F�X���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���S�H�Q�W�U�X���F�D�O�L�W�D�W�H�" 

     

16.  �6�W�U�X�F�W�X�U�D���G�H���P�D�Q�D�J�H�P�H�Q�W���H�V�W�H���G�H�I�L�Q�L�W�����ú�L��

�G�R�F�X�P�H�Q�W�D�W�����F�D���S�D�U�W�H���D���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W�D� �L�L�" 

     

17.  �6�W�U�X�F�W�X�U�D���G�H���P�D�Q�D�J�H�P�H�Q�W���D�U�D�W�����F�L�Q�H���H�V�W�H��

responsabil pentru identificarea deficientelor 

privind calitatea? 

     

18.  �6�W�U�X�F�W�X�U�D���G�H���P�D�Q�D�J�H�P�H�Q�W���D�U�D�W�����F�L�Q�H���H�V�W�H��     



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

PROCEDURA DE LUCRU A 
COMISIEI DE EVALUARE SI 
ASIGURARE A CALITATII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
04 

Cod: P.O. 04 
Pagina     din 28 
Exemplar nr.:  

 

 87 

�U�H�V�S�R�Q�V�D�E�L�O���S�H�Q�W�U�X���F�R�Q�W�U�R�O�X�O���ú�L���S���V�W�U�D�U�H�D��

�V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L�" 

19.  �6�W�U�X�F�W�X�U�D���G�H���P�D�Q�D�J�H�P�H�Q�W���D�U�D�W�����F�L�Q�H���H�V�W�H��

�U�H�V�S�R�Q�V�D�E�L�O���S�H�Q�W�U�X���F�R�Q�W�U�R�O�X�O���D�F� �L�X�Q�L�O�R�U��

corective? 

     

20.  �6�W�U�X�F�W�X�U�D���G�H���P�D�Q�D�J�H�P�H�Q�W���D�U�D�W�����F�L�Q�H���H�V�W�H��

�U�H�V�S�R�Q�V�D�E�L�O���S�H�Q�W�U�X���H�I�L�F�D�F�L�W�D�W�H�D���D�F� �L�X�Q�L�O�R�U��

corective care au fost luate? 

     

21.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����S�X�Q�H���O�D���G�L�V�S�R�]�L� �L�H���U�H�V�X�U�V�H��

�ú�L���S�H�U�V�R�Q�D�O���L�Q�V�W�U�X�L�W���S�H�Q�W�U�X���L�G�H�Q�W�L�I�L�F�D�U�H�D��

�F�H�U�L�Q� �H�O�R�U���S�U�L�Y�L�W�R�D�U�H���O�D���F�D�O�L�W�D�W�H�"�� 

     

22.  �,�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����S�X�Q�H���O�D���G�L�V�S�R�]�L� �L�H���U�H�V�X�U�V�H��

�ú�L���S�H�U�V�R�Q�D�O���L�Q�V�W�U�X�L�W���S�H�Q�W�U�X���V�X�S�U�D�Y�H�J�K�H�U�H�D��

�F�D�O�L�W��� �L�L���V�H�U�Y�L�F�L�L�O�R�U���L�Q�W�H�U�Q�H�" 

     

23.  �(�[�L�V�W�H�Q� �D���D�F�H�V�W�R�U���U�H�V�X�U�V�H���S�R�D�W�H���I�L���Y�H�U�L�I�L�F�D�W���"      

24.  Este nominalizat un manager pentru a 

�U�H�S�U�H�]�H�Q�W�D���L�Q�V�W�L�W�X� �L�D���H�G�X�F�D�W�L�Y�����v�Q���W�R�D�W�H��

problemele referitoare la calitate? 

     

25.  �$�F�H�V�W�D���D�U�H���G�H�V�H�P�Q�D�W���X�Q���v�Q�O�R�F�X�L�W�R�U���F�D�U�H���V����

�D�F� �L�R�Q�H�]�H���v�Q���D�E�V�H�Q� �D���O�X�L�" 

     

26.  Aceste persoane au responsabilitatea de a se 

�D�V�L�J�X�U�D���F�����F�H�U�L�Q� �H�O�H���,�6�2�������������V�X�Q�W��

�L�P�S�O�H�P�H�Q�W�D�W�H���ú�L���P�H�Q� �L�Q�X�W�H�" 

     

27.  �3�U�R�F�H�G�X�U�L�O�H���ú�L���S�R�O�L�W�L�F�L�O�H���D�Q�D�O�L�]�D�W�H���O�D���L�Q�W�H�U�Y�D�O�H��

definite de conducere sunt adecvate? 

     

28.  �3�U�R�F�H�G�X�U�L�O�H���ú�L���S�R�O�L�W�L�F�L�O�H���D�Q�D�O�L�]�D�W�H���O�D���L�Q�W�H�U�Y�D�O�H��

definite de conducere sunt eficace? 
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29.  Rezultatele auditurilor interne sunt analizate 

regulat de manageri la intervale de timp 

�G�H�I�L�Q�L�W�H���ú�L���v�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���S�U�R�F�H�G�X�U�L��

documentate? 

     

30.  �$�Q�D�O�L�]�H�O�H���ú�L���G�H�F�L�]�L�L�O�H���O�X�D�W�H���V�X�Q�W���v�Q�U�H�J�L�V�W�U�D�W�H�"      

31.  �(�[�L�V�W�����S�U�R�F�H�G�X�U�L���G�R�F�X�P�H�Q�W�D�W�H���F�D�U�H���V�����D�F�R�S�H�U�H��

toate clauzele relevante ale standardului? 

     

32.  Procedurile sunt compatibile cu politica 

�S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D���G�H�F�O�D�U�D�W�����D���L�Q�V�W�L�W�X� �L�H�L��

educative? 

     

33.  Gradul de documentare corespunde cu 

�P�H�W�R�G�H�O�H�����D�S�W�L�W�X�G�L�Q�L�O�H���ú�L��nivelul de instruire 

�D�O���L�Q�V�W�L�W�X� �L�H�L���H�G�X�F�D�W�L�Y�H�" 

     

34.  �'�R�F�X�P�H�Q�W�D� �L�D���D�G�H�F�Y�D�W�����H�V�W�H���G�L�V�S�R�Q�L�E�L�O����

�S�H�Q�W�U�X���F�R�Q�V�X�O�W�D�U�H�����v�Q���I�X�Q�F� �L�H���G�H���Q�H�F�H�V�L�W��� �L�����G�H��

�F���W�U�H���v�Q�W�U�H�J���S�H�U�V�R�Q�D�O�X�O�" 

     

35.  �'�R�F�X�P�H�Q�W�D� �L�D���D�G�H�F�Y�D�W�����H�V�W�H���G�L�V�S�R�Q�L�E�L�O����

�S�H�Q�W�U�X���F�R�Q�V�X�O�W�D�U�H�����v�Q���I�X�Q�F� �L�H���G�H���Q�H�F�H�V�L�W��� �L�� de 

�F���W�U�H���F�O�L�H�Q� �L�" 

     

36.  �6�L�V�W�H�P�X�O���F�D�O�L�W��� �L�L���G�H�I�L�Q�H�ú�W�H���P�R�G�X�O���v�Q���F�D�U�H���Y�R�U��

�I�L���V�D�W�L�V�I���F�X�W�H���F�H�U�L�Q� �H�O�H���S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D�" 

     

37.  �6�L�V�W�H�P�X�O���D�U�D�W�����F�X�P���Y�R�U���I�L���H�O�D�E�R�U�D�W�H��

procedurile referitoare la calitate? 

     

38.  �6�L�V�W�H�P�X�O���D�U�D�W�����F�X�P���Y�R�U���I�L���L�P�S�O�H�P�H�Q�W�D�W�H��

procedurile referitoare la calitate? 

     

39.  �(�[�L�V�W�����S�U�R�F�H�G�X�U�L���G�R�F�X�P�H�Q�W�D�W�H���S�H�Q�W�U�X���D�Q�D�O�L�]�D��

�W�X�W�X�U�R�U���F�R�Q�W�U�D�F�W�H�O�R�U���L�Q�V�W�L�W�X� �L�H�L���H�G�X�F�D�W�L�Y�H�" 
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40.  Sunt identificate persoanele responsabile 

pentru analiza contractelor? 
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�$�Q�D�O�L�]�D���ú�L���S�U�H�O�X�F�U�D�U�H�D��datelor din chestionarul de evaluare privind gradul de 

imple�P�H�Q�W�D�U�H���D���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L�� 

 

�$�F�H�V�W���F�K�H�V�W�L�R�Q�D�U���D���I�R�V�W���F�R�Q�V�W�U�X�L�W���S�H���X�Q���Q�X�P���U���G�H���������G�H���v�Q�W�U�H�E���U�L�����J�U�X�S�D�W�H���v�Q�������G�L�P�H�Q�V�L�X�Q�L 

 

Nr. 

item 

�Ì�Q�W�U�H�E���U�L�O�H���Y�L�]�D�W�H Elemente de management vizate 

1.  de la �v�Q�W�U�H�E�D�U�H�D���Q�U���������S�k�Q�����O�D���� �3�R�O�L�W�L�F�D���L�Q�V�W�L�W�X� �L�H�L���S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D 

2.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ �*�H�Q�H�U�D�O�L�W��� �L���S�U�L�Y�L�Q�G���V�L�V�W�H�P�X�O���F�D�O�L�W��� �L�L 

3.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ �5�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���ú�L���D�X�W�R�U�L�W�D�W�H�D��

�P�D�Q�D�J�H�P�H�Q�W�X�O�X�L���F�D�O�L�W��� �L�L 

4.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D �Q�U�����������S�k�Q�����O�D������ Resurse pentru organizarea sistemului 

5.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ Stabilirea reprezentantului 

6.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ Elemente privind analiza ce trebuie 

�H�I�H�F�W�X�D�W�����G�H���P�D�Q�D�J�H�U�L 

7.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ �3�U�R�F�H�G�X�U�L�O�H���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L 

8.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ �3�O�D�Q�L�I�L�F�D�U�H�D���F�D�O�L�W��� �L�L 

9.  �G�H���O�D���v�Q�W�U�H�E�D�U�H�D���Q�U�����������S�k�Q�����O�D������ �(�O�H�P�H�Q�W�H���F�D�U�H���Y�L�]�H�D�]�����D�Q�D�O�L�]�D��

contractelor 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei sau, 

dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri �H�V�W�H���G�H���V�W�D�E�L�O�L�U�H���D���X�Q�R�U���F�R�Q�G�L� �L�L���G�H���G�L�D�O�R�J���ú�F�R�D�O��-familie printr-o 

�P�D�L���E�X�Q�����L�P�S�O�L�F�D�U�H���ú�L���U�H�V�S�R�Q�V�D�E�L�O�L�]�D�U�H���D���S���U� �L�O�R�U���L�P�S�O�L�F�D�W�H���G�L�U�H�F�W���v�Q���H�G�X�F�D� �L�D���H�O�H�Y�L�O�R�U�� 

 

�3�U�L�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����V�H���V�W�D�E�L�O�H�V�F���P�H�W�R�G�R�O�R�J�L�D���ú�L���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���D�O�H���F�H�O�R�U���G�R�X�����S���U� �L��

�L�P�S�O�L�F�D�W�H���v�Q���G�L�D�O�R�J�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin 

faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il 

inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H�� �ú�L���V�D�X��

control, iar pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D��deciziei;  

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �ú�L�� �G�L�G�D�F�W�L�F�H�� �D�X�[�L�O�L�D�U�H��

din �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L,  desemnate cu responsabilitate 

�v�Q���D�F�W�L�Y�L�W��� �L�O�H���G�H���O�D���F�D�S������ 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� ��cadrul  

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �3�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �S�U�R�I�H�V�R�U�L�O�R�U�� �G�L�U�L�J�L�Q� �L�� �ú�L�� �S���U�L�Q� �L�O�R�U�� �H�O�H�Y�L�O�R�U����

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������� cu modificarile si completarile ulterioare; 

�ƒ Standardele de referinta si indicatorii de performanta pentru evaluarea si asigurarea calitatii 

in invatamantul preuniversitar �± H.G. nr. 1534/25.11.2008; 

�ƒ Standardele de acreditare si evaluare periodica a unitatilor de invatamant preuniversitar �± 

anexa H.G. nr. 21/10.01.2007; 

�ƒ Legea nr. 87/13.04.2006 privind asigurarea calitatii in educatie; 

�ƒ Regulamentul de Organizare si Functionare a Unitatilor de Invatamant Preuniversitar din 

data de 13 ianuarie 2015 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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�������'�H�I�L�Q�L� �L�L�����ú�L�����S�U�H�V�F�X�U�W���U�L���D�O�H���W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L���v�Q���S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�� 

 

�����������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. Procedura operationala 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

8. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W���
�L 

 

�Ì�Q�� �F�D�G�U�X�O�� �S�U�L�P�H�L�� �ú�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L�� �D�� �I�L�H�F���U�X�L�� �D�Q�� �ú�F�R�O�D�U�� �S�U�R�I�H�V�R�U�X�O�� �G�L�U�L�J�L�Q�W�H�� �Y�D�� �S�U�H�]�H�Q�W�D��

�5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �2�U�J�D�Q�L�]�D�U�H�� �ú�L�� �)�X�Q�F�W�L�R�Q�D�U�H�� �D�� �8�Q�L�W��� �L�O�R�U�� �G�L�Q�� �,�Q�Y��� ���P�k�Q�W�X�O�� �� �� �3�U�H�X�Q�L�Y�H�U�V�L�W�D�U����

�5�H�J�X�O�D�P�H�Q�W�X�O���G�H���2�U�G�L�Q�H���,�Q�W�H�U�L�R�D�U�����ú�L���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�������&�X���D�F�H�D�V�W�����R�F�D�]�L�H���V�H���Y�D���v�Q�W�R�F�P�L���X�Q���S�U�R�F�H�V��

�Y�H�U�E�D�O���G�H���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� �����F�D�U�H���Y�D���I�L���V�H�P�Q�D�W���G�H���F���W�U�H���I�L�H�F�D�U�H���S���U�L�Q�W�H���� 

 

�/�D���L�Q�F�H�S�X�W�X�O���X�Q�X�L���F�L�F�O�X�� �G�H���v�Q�Y��� ���P�k�Q�W���I�L�H�F�D�U�H���H�O�H�Y���Y�D���F�R�P�S�O�H�W�D���)�L�ú�D���L�Q�G�L�Y�L�G�X�D�O�� ���D�Q�H�[�D���������� �)�L�ú�H�O�H��

�Y�R�U�� �I�L�� �v�P�S���U�W�L�W�H�� �v�Q�� �F�O�D�V���� �G�H�� �F���W�U�H�� �S�U�R�I�H�V�R�U�X�O�� �G�L�U�L�J�L�Q�W�H���� �'�X�S���� �F�R�P�S�O�H�W�D�U�H���� �D�F�H�V�W�H�D�� �Y�R�U�� �I�L�� �S���V�W�U�D�W�H�� �� �G�H��

�F���W�U�H���S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���v�Q���P�D�S�D���G�L�U�L�J�L�Q�W�H�O�X�L���� 

 

�'�H���D�V�H�P�H�Q�H�D���� �S�H�Q�W�U�X�� �D���D�V�L�J�X�U�D���F�X�Q�R�D�ú�W�H�U�H�D���S�V�L�K�R�S�H�G�D�J�R�J�L�F���� �D�� �H�O�H�Y�L�O�R�U���� �� �W�R� �L���S���U�L�Q� �L�L���� �Y�R�U���F�R�P�S�O�H�W�D��

�)�L�ú�D���G�H���H�Y�D�O�X�D�U�H���D���Q�H�Y�R�L�O�R�U���H�O�H�Y�X�O�X�L��(anexa 2). 

 

Profesorul di�U�L�J�L�Q�W�H�� �Y�D�� �v�Q�P�k�Q�D�� �I�L�H�F���U�X�L�� �S���U�L�Q�W�H�� �I�L�ú�D�� �S�H�Q�W�U�X�� �D�� �I�L�� �F�R�P�S�O�H�W���� �ú�L�� �Y�D�� �G�H�S�X�Q�H�� �I�L�ú�H�O�H��

completate la diriginte, care le pastreaza la mapa dirigintelui.   

 

�3�U�R�I�H�V�R�U�L�L�� �G�L�U�L�J�L�Q� �L�� �D�X�� �R�E�O�L�J�D� �L�D�� �P�H�Q� �L�Q�H�U�L�L�� �X�Q�X�L�� �S�H�U�P�D�Q�H�Q�W�� �F�R�Q�W�D�F�W�� �F�X�� �S���U�L�Q� �L�L�� �� �H�O�H�Y�L�O�R�U�� �G�L�Q�� �F�O�D�V������

Mijloacele de comunicare utilizate vor fi: 

�¾ �6�W�D�E�L�O�L�U�H�D���G�H���F�R�Q�W�D�F�W�H���ú�L���v�Q�W�k�O�Q�L�U�L���S�H�U�V�R�Q�D�O�H�� 

�¾ �&�R�Q�W�D�F�W�H���S�U�L�Q���W�H�O�H�I�R�Q���ú�L���I�D�[�� 

�¾ �&�R�U�H�V�S�R�Q�G�H�Q� �����S�U�L�Q���S�R�ú�W�������H-mail etc. 

 

�3�U�R�I�H�V�R�U�L�L�� �G�L�U�L�J�L�Q� �L�� �D�X�� �R�E�O�L�J�D� �L�D�� �R�U�J�D�Q�L�]���U�L�L�� �G�H�� �ú�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L�� �H�O�H�Y�L�O�R�U�� �G�H�� �P�L�Q�L�P�X�P�� ���� �R�U�L�� �S�H 

�V�H�P�H�V�W�U�X�����2�U�J�D�Q�L�]�D�U�H�D���ú�H�G�L�Q� �H�O�R�U���F�X���S���U�L�Q� �L�L���L�P�S�O�L�F�����S�D�U�F�X�U�J�H�U�H�D���X�U�P���W�R�D�U�H�O�R�U���H�W�D�S�H�� 

�¾ �6�W�D�E�L�O�L�U�H�D���D�J�H�Q�G�H�L���G�H���O�X�F�U�X���G�H���F���W�U�H���S�U�R�I�H�V�R�U�X�O���G�L�U�L�J�L�Q�W�H�� 

�¾ �'�H�V�I���ú�X�U�D�U�H�D���v�Q�W�k�O�Q�L�U�L�L���F�X���U�H�V�S�H�F�W�D�U�H�D���S�X�Q�F�W�H�O�R�U���G�H���S�H���D�J�H�Q�G�D���G�H���O�X�F�U�X�� 
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�¾ �6�W�D�E�L�O�L�U�H�D�� �X�Q�X�L�� �S�O�D�Q�� �F�R�P�X�Q�� �G�H�� �D�F� �L�X�Q�L�� �F�H�� �X�U�P�H�D�]���� �D�� �I�L�� �G�H�V�I���ú�X�U�D�W�H�� �ú�L�� �F�D�U�H�� �D�X�� �F�D�� �V�F�R�S��

�F�U�H�ú�W�H�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L���H�O�H�Y�L�O�R�U�� 

�¾ �,�Q�W�R�F�P�L�U�H�D�� �X�Q�X�L�� �S�U�R�F�H�V�� �Y�H�U�E�D�O�� �v�Q�� �F�D�U�H�� �Y�R�U�� �I�L�� �F�R�Q�V�H�P�Q�D�W�H�� �F�R�Q� �L�Q�X�W�X�U�L�O�H�� �ú�L�� �U�H�]�X�O�W�D�W�H�O�H��

�G�L�V�F�X� �L�L�O�R�U���S�X�U�W�D�W�H���F�X���S���U�L�Q� �L�L�� 

�3�U�R�F�H�V�H�O�H���Y�H�U�E�D�O�H���v�Q�F�K�H�L�D�W�H���F�X���D�F�H�D�V�W�����R�F�D�]�L�H���Y�R�U���I�L �S���V�W�U�D�W�H���v�Q���P�D�S�D���I�L�H�F���U�X�L���G�L�U�L�J�L�Q�W�H�� 

 

Com�X�Q�L�F�D�U�H�D���G�D�W�H�L���ú�L���R�U�H�L���G�H���G�H�V�I���V�X�U�D�U�H�� �D���ú�H�G�L�Q� �H�L���V�H���I�D�F�H���v�Q���V�F�U�L�V���G�H���F���W�U�H���S�U�R�I�H�V�R�U�X�O���G�L�U�L�J�L�Q�W�H�� �F�X��

�P�L�Q�L�P�X�P�������]�L�O�H���v�Q�D�L�Q�W�H�D���G�H�V�I���ú�X�U���U�L�L���ú�H�G�L�Q�W�H�L���L�D�U���X�Q�X�O���G�L�Q���S���U�L�Q� �L���V�H�P�Q�H�D�]�����S�H�Q�W�U�X���F�R�Q�I�L�U�P�D�U�H�� 

               Obs. Modelul de convocator este la anexa 3. 

 

�6�F�R�D�O�D�� �Y�D�� �R�U�J�D�Q�L�]�D�� �G�H�� �P�L�Q�L�P�X�P�� ���� �R�U�L�� �S�H�� �D�Q�� �ú�H�G�L�Q� �D�� �F�X�� �S���U�L�Q� �L�L�� �S�H�� �ú�F�R�D�O���� �O�D�� �F�D�U�H�� �H�V�W�H�� �R�E�O�L�J�D�W�R�U�L�H��

�S�U�H�]�H�Q� �D�� �&�R�P�L�W�H�W�X�O�X�L�� �G�H�� �S���U�L�Q� �L�� �D�O�� �I�L�H�F���U�H�L�� �F�O�D�V�H���� �3�H�Q�W�U�X�� �D�F�H�D�V�W�D�� �S���U�L�Q� �L�L�� �Y�R�U�� �I�L�� �L�Q�I�R�U�P�D� �L�� �� �G�H�� �F���W�U�H��

profesorii dirigi�Q� �L���v�Q���V�F�U�L�V���F�X���P�L�Q�L�P�X�P�������]�L�O�H���L�Q�D�L�Q�W�H�� 

               Obs. Modelul de convocator este la anexa 4. 

 

�3�D�U�W�L�F�L�S�D�U�H�D���O�D���ú�H�G�L�Q� �H�O�H���F�X���S���U�L�Q� �L�L���S�H���ú�F�R�D�O�����H�V�W�H���R�E�O�L�J�D�W�R�U�L�H���S�H�Q�W�U�X���W�R� �L���G�L�U�L�J�L�Q� �L�L�� 

 

�6�H�G�L�Q� �D���F�X���S���U�L�Q� �L�L���S�H���ú�F�R�D�O�����Y�D���I�L���S�U�H�]�L�G�D�W�����G�H���G�L�U�H�F�W�R�U�X�O���ú�F�R�O�L�L �L�D�U���H�W�D�S�H�O�H���S�D�U�F�X�U�V�H���Y�R�U���I�L���D�F�H�O�H�D�ú�L���F�D��

�ú�L���v�Q���F�D�]�X�O���ú�H�G�L�Q� �H�L���F�X���S���U�L�Q� �L�L���H�O�H�Y�L�O�R�U���S�H���F�O�D�V���� 

 

�3���U�L�Q� �L�L�� �H�O�H�Y�L�O�R�U�� �V�X�E�� ������ �D�Q�L�� �V�X�Q�W�� �M�X�U�L�G�L�F�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �G�H�� �H�G�X�F�D� �L�D�� �F�R�S�L�L�O�R�U�� �O�R�U���� �F�R�Q�I�R�U�P��

�5�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �R�U�G�L�Q�H�� �L�Q�W�H�U�L�R�D�U���� �ú�L�� �5�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F�W�L�R�Q�D�U�H�� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

 

�6�F�R�D�O�D���D�U�H���R�E�O�L�J�D� �L�D���G�H���D���R�U�J�D�Q�L�]�D���S�H�U�L�R�G�L�F���O�H�F�W�R�U�D�W�H���F�X���S���U�L�Q� �L�L���H�O�H�Y�L�O�R�U���X�Q�X�L���D�Q�X�P�L�W���Q�L�Y�H�O�����S�U�R�I�L�O���H�W�F����

pe teme de interes general. 

  In cadrul acestor lectorate se pot include: 

�¾ �'�L�V�H�P�L�Q���U�L�����S�H�������G�L�I�H�U�L�W�H�����W�H�P�H�����Y�L�]�k�Q�G�����S�U�H�Y�H�Q�L�U�H�D�����G�H�O�L�F�Y�H�Q� �H�L�������M�X�Y�H�Q�L�O�H������consumul 

�G�H���G�U�R�J�X�U�L�����V�L�J�X�U�D�Q� �D���V�S�D� �L�X�O�X�L���ú�F�R�O�D�U���H�W�F�� 

�¾ �'�L�V�H�P�L�Q�D�U�H�D�����H�[�H�P�S�O�H�O�R�U�����G�H���E�X�Q�������S�U�D�F�W�L�F�������S�U�L�Y�L�Q�G�����D�V�L�J�X�U�D�U�H�D�����F�D�O�L�W��� �L�L �H�G�X�F�D� �L�H�L��

�R�I�H�U�L�W�H���G�H���ú�F�R�D�O���� 
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�¾ Clarificarea modului �v�Q���F�D�U�H���V�H���U�H�D�O�L�]�H�D�]�����D�X�W�R�H�Y�D�O�X�D�U�H�D���ú�F�R�O�L�L�� 

 

�&�R�Q�W�H�V�W�D�U�H�D�� �X�Q�H�L�� �G�H�F�L�]�L�L�� �V�D�X�� �D�W�L�W�X�G�L�Q�L�� �D�� �S�U�R�I�H�V�R�U�X�O�X�L�� �G�L�U�L�J�L�Q�W�H�� �V�D�X�� �D�� �D�O�W�X�L�� �S�U�R�I�H�V�R�U�� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q��

�V�F�U�L�V�� �G�H�� �F���W�U�H�� �S���U�L�Q�W�H�� �ú�L�� �H�V�W�H�� �D�G�U�H�V�D�W���� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�D� �L�H���� �&�R�Q�W�H�V�W�D� �L�D�� �Y�D�� �I�L�� �V�H�P�Q�D�W���� �G�H��

�S���U�L�Q�W�H���ú�L���G�H�S�X�V�����O�D���V�H�F�U�H�W�D�U�L�D�W�X�O���ú�F�R�O�L�L�����X�Q�G�H���Y�D���I�L���v�Q�U�H�J�L�V�W�U�D�W�������&�R�Q�W�H�V�W�D� �L�D���Y�D���I�L���V�R�O�X� �L�R�Q�D�W�����v�Q���W�H�U�P�H�Q��

�G�H���������G�H���]�L�O�H���G�H���F���W�U�H���&�R�P�L�V�L�D���G�H���F�H�U�F�H�W�D�U�H���D���D�E�D�W�H�U�L�O�R�U���G�L�V�F�L�S�O�L�Q�D�U�H���G�L�Q���ú�F�R�D�O�����F�D�U�H���Y�D���G�D���X�Q���U���V�S�X�Q�V��

scris. 

 

�&�R�Q�V�L�O�L�X�O���U�H�S�U�H�]�H�Q�W�D�W�L�Y���D�O���S���U�L�Q� �L�O�R�U���S�H���ú�F�R�D�O�����S�R�D�W�H���I�L���D�O�F���W�X�L�W���G�L�Q����-�����P�H�P�E�U�L���ú�L���Y�D���I�L���D�O�H�V���S�U�L�Q���Y�R�W��

�G�H�V�F�K�L�V���v�Q���F�D�G�U�X�O���S�U�L�P�H�L���ú�H�G�L�Q�W�H���F�X���S���U�L�Q� �L�L���R�U�J�D�Q�L�]�D�W�H���S�H���ú�F�R�D�O�����D���I�L�H�F�D�U�X�L���D�Q���ú�F�R�O�D�U������ 

 

�,�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U�� �F�X�� �S���U�L�Q� �L�L�� �S�H�� �ú�F�R�D�O���� �V�H�� �Y�R�U�� �I�D�F�H�� �S�U�R�S�X�Qeri cu privire la distribuirea sumelor 

�U�H�S�U�H�]�H�Q�W�k�Q�G�� �I�R�Q�G�X�O�� �&�R�P�L�W�H�W�X�O�X�L�� �G�H�� �S���U�L�Q� �L���� �v�Q�� �V�F�R�S�X�O�� �P�R�G�H�U�Q�L�]���U�L�L�� �ú�L�� �v�Q�W�U�H� �L�Q�H�U�L�L�� �E�D�]�H�L�� �P�D�W�H�U�L�D�O�H�� �D��

�X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

�(�O�H�Y�L�L���D�L���F���U�R�U���S���U�L�Q� �L���Q�X���Y�R�U���O�X�D���v�Q���Q�L�F�L���X�Q���I�H�O���O�H�J���W�X�U�D���F�X���ú�F�R�D�O�D���S�H���S�D�U�F�X�U�V�X�O���X�Q�X�L���D�Q���úcolar, vor fi 

�S�U�R�S�X�ú�L�� �G�H�� �G�L�U�L�J�L�Q�W�H�� �L�Q�� �X�O�W�L�P�X�O�� �&�R�Q�V�L�O�L�X�� �3�U�R�I�H�V�R�U�D�O�� �D�O�� �I�L�H�F���U�X�L�� �D�Q�� �ú�F�R�O�D�U�� �S�H�Q�W�U�X�� �V�F���G�H�U�H�D�� �P�H�G�L�H�L�� �O�D��

purtare cu un punct. 

 

�+�R�W�D�U�k�U�L�O�H�� �F�D�U�H�� �Y�R�U�� �I�L�� �O�X�D�W�H�� �S�U�L�Q�� �Y�R�W�� �F�X�� �R�F�D�]�L�D�� �G�H�V�I���ú�X�U���U�L�L�� �ú�H�G�L�Q� �H�O�R�U�� �F�X�� �S���U�L�Q� �L�L�� �S�H�� �ú�F�R�D�O���� �V�H�� �Y�R�U��

aplica tuturor elev�L�O�R�U���G�L�Q���ú�F�R�D�O���� 

 

�'�L�U�L�J�L�Q� �L�L�� �D�F�H�O�R�U�� �H�O�H�Y�L�� �F�D�U�H�� �V���Y�k�U�ú�H�V�F�� �D�E�D�W�H�U�L�� �L�D�U�� �S���U�L�Q� �L�L�� �V�X�Q�W�� �V�R�O�L�F�L�W�D� �L�� �v�Q�� �V�F�U�L�V�� �ú�L�� �Q�X�� �V�H�� �S�U�H�]�L�Q�W���� �O�D��

�ú�F�R�D�O���� �Y�R�U�� �F�R�Q�W�D�F�W�D�� �R�U�J�D�Q�H�O�H�� �G�H�� �S�R�O�L� �L�H�� �G�H�� �S�H�� �U�D�]�D�� �G�H�� �G�R�P�L�F�L�O�L�X�� �D�� �H�O�H�Y�X�O�X�L�� �S�H�Q�W�U�X�� �U�H�]�R�O�Y�D�U�H�D��

�G�L�I�H�U�L�W�H�O�R�U���V�L�W�X�D� �L�L�� 

 

�'�L�U�L�J�L�Q� �L�L���Y�R�U���L�P�S�O�L�F�D���v�Q���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���D�F�H�L���S���U�L�Q� �L���F�D�U�H���D�X���G�L�V�S�R�Q�L�E�L�O�L�W�D�W�H�D���G�H���D���S�D�U�W�L�F�L�S�D�� 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

PROCEDURA  OPERATIONALA  
IMPLICAREA PARINTILOR IN 

EDUCATIE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 

Cod: P.O. 05 
Pagina     din 22 
Exemplar nr.:  

 

103 
 

8.2. Monitorizarea procedurii 

 

�6�H�� �I�D�F�H�� �G�H�� �F���W�U�H�� �P�H�P�E�U�X�O�� �&�R�P�L�V�L�H�L�� �G�H�� �H�Y�D�O�X�D�U�H�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �D�� �F�D�O�L�W��� �L�L�� �F�H�� �U���V�S�X�Q�G�H�� �G�H�� �F�R�P�L�V�L�D��

di�U�L�J�L�Q� �L�O�R�U���ú�L���G�H���F���W�U�H���G�L�U�H�F�W�R�U�X�O���X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W�� 

 

8.3. Analiza procedurii 

 

   �5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 
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�������5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�� 

 

�������3�U�R�F�H�G�X�U�D���Y�D���I�L���D�S�O�L�F�D�W�����G�H���F���W�U�H���W�R� �L���P�H�P�E�U�L�L���&�R�P�L�V�L�H�L���'�L�U�L�J�L�Q� �L�O�R�U���G�L�Q���ú�F�R�D�O���� 

 

2.  �0�H�P�E�U�L�L���&�R�P�L�V�L�H�L���G�L�U�L�J�L�Q� �L�O�R�U���U���V�S�X�Q�G���G�H���F�R�P�S�O�H�W�D�U�H�D���ú�L���D�F�W�X�D�O�L�]�D�U�H�D���S�H�U�P�D�Q�H�Q�W�����D���E�D�]�H�L���F�X���G�D�W�H��

�S�H�U�V�R�Q�D�O�H���D�O�H���H�O�H�Y�L�O�R�U���ú�L���G�D�W�H���G�H���F�R�Q�W�D�F�W���D�O�H���S���U�L�Q� �L�O�R�U���V�D�X���W�X�W�R�U�L�O�R�U���O�H�J�D�O�L�� 

 

�������'�L�U�H�F�W�R�U�L�L���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H���V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���P�H�Q� �L�Q�Hrea acestei proceduri. 

 

�������5�H�V�S�R�Q�V�D�E�L�O�X�O���&�R�P�L�V�L�H�L���G�L�U�L�J�L�Q� �L�O�R�U���D���ú�F�R�O�L�L���H�V�W�H���G�L�U�H�F�W���U���V�S�X�Q�]���W�R�U������ 

�ƒ �'�H���Y�H�U�L�I�L�F�D�U�H�D���U�H�V�S�H�F�W���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

�ƒ �$�V�L�J�X�U�D�U�H�D���F�R�Q�G�L� �L�L�O�R�U���G�H���S���V�W�U�D�U�H���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���F�H�U�X�W�H���G�H���G�H�V�I���ú�X�U�D�U�H�D���F�X�U�H�Q�W�����D���S�U�R�F�H�G�X�U�L�L��

( procese verb�D�O�H���D�O�H���ú�H�G�L�Q� �H�O�R�U���F�X���S���U�L�Q� �L�L�����D�O�W�H���G�R�F�X�P�H�Q�W�H���F�H���D�W�H�V�W�����F�R�P�X�Q�L�F�D�U�H�D���F�X���S���U�L�Q� �L�L��

elevilor). 

 

�������(�O�H�Y�L�L���ú�L���S���U�L�Q� �L�L���S�R�D�U�W�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���F�R�P�S�O�H�W���U�L�L���F�R�U�H�F�W�H���D���I�R�U�P�X�O�D�U�X�O�X�L���W�L�S�L�]�D�W���G�H���O�D���$�Q�H�[�H�O�H��

�����ú�L���������� 
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���������$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U�D�U�L�����D�U�K�L�Y���U�L 

 

 

Nr. 

anexa 

Denumirea 

anexei 

Elaborator Aprobat Nr.de 

exemplare 

Difuzare Arhivare  Alte 

loc perioada 

1 2 3 4 5 6 7 8 

1 Fisa individuala        

2 Fisa de 

evaluare a 

nevoilor 

elevului 

       

3 Convocator la 

sedinta cu 

parintii 

       

4 Convocator la 

sedinta pe 

scoala 
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11. Cuprins  

 

 E�V�W�H�� �Q�H�F�H�V�D�U�� �F�D�� �S�U�R�F�H�G�X�U�D�� �R�S�H�U�D� �L�R�Q�D�O���� �V���� �D�L�E���� �X�Q�� �F�X�S�U�L�Q�V�� �S�H�Q�W�U�X�� �D�� �V�H�� �J���V�L�� �P�D�L�� �X�ú�R�U��

�F�R�P�S�R�Q�H�Q�W�H�O�H���D�F�H�V�W�H�L�D���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L. 

 

�1�X�P���U�X�O 

componentei 

�v�Q���F�D�G�U�X�O 

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea �F�R�P�S�R�Q�H�Q�W�H�L���G�L�Q���F�D�G�U�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q���F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D���F�X�S�U�L�Q�]�k�Q�G���S�H�U�V�R�D�Q�H�O�H���O�D���F�D�U�H���V�H���G�L�I�X�]�H�D�]�����H�G�L� �L�D���V�D�X�����G�X�S������

�F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

12 Anexe   

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

PROCEDURA  OPERATIONALA  
IMPLICAREA PARINTILOR IN 

EDUCATIE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 

Cod: P.O. 05 
Pagina     din 22 
Exemplar nr.:  

 

107 
 

ANEXE 

 

ANEXA 1 

 

�)�,�ù�����,�1�'�,�9�,�'�8�$�/�� 

 

Nume: ................................. 

Prenume: ...........................  

�'�D�W�D���ú�L���O�R�F�X�O���Q�D�ú�W�H�U�L�L����

ziua........luna.......................anul.................localitatea........................................... 

Telefon: fix.............................................................mobil.................................................................... 

�$�G�U�H�V�����H-mail:...................................................................................................................................... 

Date personale:  

                       Media  de admitere :.......................................................................................... 

                       �ù�F�R�D�O�D���D�E�V�R�O�Y�L�W���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������� 

                       Calculator personal :                         da  nu   

                       Hobby-uri: .................................................................................................................... 

                                             ................................................................................................................ 

                                            ................................................................................................................. 

                       �2�E�L�H�F�W�L�Y�H���D�O�H���D�Q�X�O�X�L���ú�F�R�O�D�U����������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������         

                                           

................................................................................................................................................................

................................................................................................................................................................

...................................................... 

 ............................................................................................................................. 

 

Tata:              Nume: ......................................................................................................................... 

                       Prenume: ..................................................................................................................... 

                       �'�D�W�D���Q�D�ú�W�H�U�L�L�������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������� 

                       Profesie: ..................................................................................................................... 

                       �/�R�F���G�H���P�X�Q�F�������R�F�X�S�D� �L�H������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������ 
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                       Telefon: ..................................................................................................................... 

 

Mama:          Nume: ......................................................................................................................... 

                       Prenume: .................................................................................................................... 

                       �'�D�W�D���Q�D�ú�W�H�U�L�L��������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������.............. 

                       Profesie: .................................................................................................................... 

                       �/�R�F���G�H���P�X�Q�F�������R�F�X�S�D� �L�H���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������� 

                       Telefon: .................................................................................................................... 

�)�U�D� �L�����V�X�U�R�U�L���� 

 

Nr. 

Crt. 
�1�X�P�H���ú�L���S�U�H�Q�X�P�H �9�k�U�V�W�D �2�F�X�S�D� �L�D 

    

    

    

    

 

 

�1�R�W���������)�L�ú�D���L�Q�G�L�Y�L�G�X�D�O�����V�H���Y�D���S�U�H�G�D���v�Q�V�R� �L�W�����G�H���F�R�S�L�H���[�H�U�R�[�� 

                     -�&�H�U�W�L�I�L�F�D�W���G�H���Q�D�ú�W�H�U�H 

                     -Carte de identitate 
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ANEXA 2 

 

FISA DE EVALUARE A NEVOILOR ELEVULUI  

 

�1�8�0�(���6�,���3�5�(�1�8�0�(���(�/�(�9���«�«�«�«�«�«�«�«�«�«�«�«�«�«�«����  

�&�/�$�6�$���«�«�«�«�«�� 

 

1.CALITATEA STILULUI DE VIATA  

 

-PROGRAM DE SOMN (MINIM 8 ORE):  

         DA                            NU 

-ORA OBISNUITA DE CULCARE ESTE:  

    DUPA ORA 21      DUPA ORA 22        DUPA ORA 23. 

-PRACTICAREA DE SPORTURI IN AER LIBER (MINIM 3 0RE/SAPT.)  

          DA                             NU 

-ORE PETRECUTE IN FATA CALCULATORULUI SAU TELEVIZORULUI PE 

SAPTAMANA : 

        SUB 12 ORE                            PESTE 12 ORE 

-CONSUM DE TIGARI:  

        DA                               NU 

-CONSUM DE ALCOOL:  

       DA                                 NU 

-CONSUM DE CAFEA: 

       DA                                 NU 

-REGIM ALIMENTAR, 3 MESE/ ZI:  

       DA                                  NU 

-CONSUM DE FRUCTE SI LEGUME:  

      MULT                      PUTIN              DELOC 

-CATE ORE/ ZI SUNT ALOCATE PREGATIRII TEMELOR:  

      O ORA            2-4 ORE         MAI MULT DE 4 ORE 

-IN TIMPUL LIBER PREFERA :  
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       SA CITEASCA O CARTE 

       SA SE PLIMBE 

       SA MEARGA LA DISTRACTIE CU PRIETENII 

       SA STEA IN FATA CALCULATORULUI  

-CONSIDERATI CA FIUL/FIICA DVS. SUNT INFORMATI CORECT VIS -A-VIS DE 

PROPRIA SEXUALITATE:  

         DA                                               NU 

 

 

2.PLAN PENTRU CARIERA  

                                    

- FIUL/FIICA DVS. A LUAT O DECIZIE PRIVIND PROPRIA CARIERA:  

         DA                                                       NU 

- DUPA PAREREA  DVS.MOTIVELE CARE L -AU DETERMINAT SA IA ACEASTA 

DECIZIE SUNT:  

�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«

�«�«�«�«�«�«�«�«�«�«�«�«�«�«  

 

- FIUL/FIICA DVS. ARE APTITUDINI IN DOMENII CA:  

ARTISTIC, TEHNIC, STIINTELOR EXACTE, UMANISTE,ETC:  

�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�« �«�«�«�«�«�«�«�«�«�«�«

�«�«�«�«�«�«�«�«�«�«�«�«�«�«  

 

- CUM ISI MANIFESTA ACESTE APTITUDINI:   

�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«

�«�«�«�«�«�«�«�«�«�«�«�«�«�«��  

 

-FIUL/FIICA DVS. ESTE INFORMAT CU PRIVIRE LA TRASEUL PROFESIONAL CE 

CORESPUNDE CARIEREI ALESE:  

          DA                                                      NU 
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-EXISTA REALIZARI IN DOMENIUL DE CARIERA ALES:  

          DA                                                       NU 

-TINAND CONT DE MOBILITATEA PIETEI MUNCII FIUL/FIICA DVS.  ARE SI O 

ALTA OPTIUNE DE CARIERA:  

          DA                                                       NU 

 

 

3.COMUNICARE SI RELATIONARE PARINTI -COPII  

 

-O DISCUTIE OBISNUITA CU FIUL/FIICA DVS. DUREAZA:  

       10 MIN.           O ORA         MAI MULT DE O ORA 

-EXISTA  SUBIECTE PE CARE FIUL/FIICA DVS. NU VREA SA LE ABORDEZE:  

          DA                                                      NU 

-CARE SUNT ACESTEA:  

�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«

�«�«�«�«�«�«�«�«�«�«�«�«�«�«  

-FIUL/FIICA DVS. ESTE MAI APROPIAT DE:  

    MAMA                   TATA              ALTE PERSOANE 

-PARTICIPATI LA EDUCATIA SEXUALA A FIULUI/FIICEI DVS:  

      DA                                                    NU 

-DACA DA,CINE PARTICIPA MAI MULT:  

      MAMA                                            TATA 

-CAT DIN TIMPUL LIBER SUNT DISPUSI SA PETREACA COPII CU DVS.:  

      2 ORE/ZI              O ORA/ZI          MAI PUTIN DE O ORA/ZI 

-SUNTETI PUSI LA CURENT CU EVENTUALELE PROBLEME SENTIMENTALE ALE 

FIULUI/FIICEI DVS.:  

       DA                                                               NU 

-ATI OBSERVAT O SCHIMBARE IN COMPORTAMENTUL FIULUI/FIICEI DVS.( 

TENDINTA SPRE AGRESIVITATE, IZOLARE, REFUZUL DIALOGULUI, 

NERVOZITATE, AGITATIE,ETC.)  

       DA                                                              NU 
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ANEXA 3 

 

 

              Stimate Domnule / Doamna �«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«��  

 

           Va rugam sa participati, in data de....................., ora ....... la Sedinta cu parintii elevilor 

clasei a ............. 

Va rugam sa confirmati prin semnatura  pe  verso  prezenta  dumneavoastra sau sa expuneti  pe   

scurt motivul neprezentarii .  

            Va multumim, 

Director,  

 

 

 

 

 

 

 

ANEXA 4 

 

 

              Stimate Domnule / Doamna �«�«�«�«�«�«�«�«�«�«�«�����«���L�Q���F�D�O�L�W�D�W�H���G�H�«�«�«�«�«�«�D�O��

�&�R�P�L�W�H�W�X�O�X�L���G�H���S�D�U�L�Q�W�L���D�O���F�O�D�V�H�L�«�«���� 

Va rugam sa participati, in data de..................., ora ........... la Sedinta  cu  parintii  pe  scoala 

 Va rugam sa confirmati prin semnatura  pe  verso  prezenta  dumneavoastra sau sa expuneti  pe     

scurt motivul neprezentarii .  

            Va multumim, 

Director,  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

COMUNICAREA INTRA SI INTERINSTITUTIONALA  
 
 
 
 
 
 

P.O. 06 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-        09.01.2017 

1.2 Revizia 1 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 116 

3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 117 

4. Scopul procedurii operationale 

 

4.1.  �2�U�J�D�Q�L�]�D� �L�D�� �ú�F�R�O�D�U���� �D�U�H�� �G�U�H�S�W�� �V�F�R�S�� �S�U�L�Q�F�L�S�D�O �F�R�P�X�Q�L�F�D�U�H�D�� �ú�L�� �F�X�P�� �I�H�H�G�E�D�F�N-ul 

�U�H�S�U�H�]�L�Q�W�����S�U�L�Q�F�L�S�L�X�O���I�X�Q�G�D�P�H�Q�W�D�O���D�O���F�R�P�X�Q�L�F���U�L�L�����L�Q�V�W�L�W�X� �L�D���v�ú�L���Y�D���G�L�P�L�Q�X�D���H�I�H�F�W�H�O�H���Q�H�G�R�U�L�W�H�����v�ú�L��

�Y�D���F�R�Q�V�W�U�X�L���D�F� �L�X�Q�L�O�H���ú�L���v�ú�L���Y�D���F�R�Q�V�R�O�L�G�D���L�P�D�J�L�Q�H�D���G�D�F�����G�H�]�Y�R�O�W�����F�R�P�S�R�U�W�D�P�H�Q�W�H���W�R�O�H�U�D�E�L�O�H���ú�L���v�ú�L��

�S�U�R�L�H�F�W�H�D�]���� �X�Q�� �V�L�V�W�H�P�� �G�H�� �F�R�Qtrol permanent al feedback-�X�O�X�L�� �D�W�k�W�� �v�Q�� �L�Q�W�H�U�L�R�U�X�O�� �F�k�W�� �ú�L�� �v�Q��

exteriorul acesteia. 

 

�3�U�R�F�H�G�X�U�D�� �v�ú�L�� �S�U�R�S�X�Q�H�� �R�S�W�L�P�L�]�D�U�H�D�� �I�O�X�[�X�O�X�L�� �L�Q�I�R�U�P�D� �L�R�Q�D�O�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�W�U�D�Q�V�S�D�U�H�Q� �H�L���Y�L�]�L�E�L�O�L�W��� �L�L�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �S�U�R�L�H�F�W�H�O�R�U���H�Y�H�Q�L�P�H�Q�W�H�O�R�U�� �G�L�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�2�U�J�D�Q�L�]�D� �L�D�� �ú�F�R�O�D�U���� �D�U�H�� �G�U�H�S�W�� �V�F�R�S�� �S�U�L�Q�F�L�S�D�O�� �F�R�P�X�Q�L�F�D�U�H�D�� �F�X�� �L�Q�V�W�L�W�X� �L�L�O�H�� �F�D�U�H�� �V�H�� �D�I�O���� �v�Q�� �U�H�O�D� �L�L��

de subordonare �± �,�Q�V�S�H�F�W�R�U�D�W�X�O���ù�F�R�O�D�U���-�X�G�H� �H�D�Q�������3�U�L�P���U�L�D�����&�R�Q�V�L�O�L�X�O���/�R�F�D�O�� 

 

�3�U�R�F�H�G�X�U�D�� �V�W�D�E�L�O�H�ú�W�H�� �S�U�L�Q�F�L�S�L�L�O�H�� �ú�L�� �P�L�M�O�R�D�F�H�O�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �v�Q�� �L�Q�W�H�U�L�R�U�X�O�� �L�Q�V�W�L�W�X� �L�H�L�� �F�k�W�� �ú�L�� �F�X��

�H�Q�W�L�W��� �L���H�[�W�H�U�Q�H���� 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �Y�D�� �S�H�U�P�L�W�H�� �I�D�F�L�O�L�W�D�U�H�D�� �D�F�F�H�V�X�O�X�L�� �O�D�� �L�Q�I�R�U�P�D� �L�L�O�H�� �G�H�� �L�Q�W�H�U�H�V��

�S�H�Q�W�U�X���W�R� �L���P�H�P�E�U�L�L���F�R�O�H�F�W�L�Y�X�O�X�L�����V�L�V�W�H�P�D�W�L�]�D�U�H�D���D�F�H�V�W�R�U���L�Q�I�R�U�P�D� �L�L���S�H���G�R�P�H�Q�L�L���V�X�E�G�R�P�H�Q�L�L�����G�D�U��

�Y�D�� �F�R�Q�V�W�L�W�X�L�� �ú�L�� �X�Q�� �L�Q�V�W�U�X�P�H�Q�W�� �H�I�L�F�L�H�Q�W�� �G�H�� �D�Q�D�O�L�]���� �D�� �D�F�W�L�Y�L�W��� �L�L�� �G�L�Q�� �Fadrul unitatii �v�Q�� �Y�H�G�H�U�H�D��

�U�D�S�R�D�U�W�H�O�R�U���&�(�$�&���ú�L���D���S�O�D�Q�X�O�X�L���G�H���v�P�E�X�Q���W��� �L�U�H�������� 

 

�$�S�O�L�F�D�U�H�D���F�R�Q�V�H�F�Y�H�Q�W�����D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���S�H�U�P�L�W�H���R���P�D�L���E�X�Q�����P�H�G�L�D�W�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L���ú�F�R�O�L�L���ú�L��

�X�Q�� �H�[�H�P�S�O�X�� �G�H�� �E�X�Q���� �S�U�D�F�W�L�F������ �3�U�R�F�H�G�X�U�D�� �Y�D�� �H�Y�D�O�X�D�� �v�Q�W�U-�R�� �I�R�U�P���� �W�U�D�Q�V�S�D�U�H�Q�W���� ��activitatea 

�S�H�U�V�R�Q�D�O�X�O�X�L�� �ú�F�R�O�L�L���� �H�Y�D�O�X�D�U�H�� �S�H�Q�W�U�X�� �D�F�R�U�G�D�U�H�D�� �F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L���� �S�H�Q�W�U�X�� �v�Q�V�F�U�L�H�U�H�D�� �O�D�� �J�U�D�G�D� �L�L����

profesorului anului, evaluare�D�� �v�Q�� �F�D�G�U�X�O�� �L�Q�V�S�H�F� �L�L�O�R�U�� �,�6�-���0�(N �S�U�H�F�X�P�� �ú�L�� �H�Y�D�O�X���U�L�O�H�� �L�Q�W�H�U�Q�H�� �ú�L��

�H�[�W�H�U�Q�H�� �S�U�L�Y�L�Q�G�� �F�D�O�L�W�D�W�H�D�� �H�G�X�F�D� �L�H�L���� �&�R�P�X�Q�L�F�D�U�H�D�� �Q�R�Q�Y�H�U�E�D�O���� �V�H�� �I�D�F�H�� �S�U�L�Q�� �D�I�L�ú�D�M�� �O�D�� �D�Y�L�]�L�H�U�X�O��

�ú�F�R�O�L�L���V�D�X���D�O���F�D�Q�F�H�O�D�U�L�H�L�� 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 118 

5. Domeniul  de  aplicare 

 

5.1. �3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�W�H�J�R�U�L�L�O�R�U�� �G�H�� �S�H�U�V�R�Q�D�O���F�D�G�U�H�� �G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�� �G�L�G�D�F�W�L�F��

auxiliar, personal nedidactic) din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L�����H�O�H�Y�L���ú�L���S���U�L�Q� �L�����,���6���-����Dolj, Consiliul local �ú�L���D�O�W�H���H�Q�W�L�W��� �L���S�X�E�O�L�F�H�� 

5.2. �8�Q�L�W�D�W�H�D���V�F�R�O�D�U�D���H�V�W�H���F�R�Q�ú�W�L�H�Q�W�����F�����I���U�����F�R�P�X�Q�L�F�D�U�H�D���L�Q�W�H�U�L�Q�V�W�L�W�X� �L�R�Q�D�O�������P�D�L���D�O�H�V���F�X���D�F�H�O�H��

�L�Q�V�W�L�W�X� �L�L�� �F�X�� �F�D�U�H�� �V�H�� �D�I�O���� �v�Q�� �U�H�O�D� �L�L�� �G�H�� �V�X�E�R�U�G�R�Q�D�U�H���� �Q�X�� �V�H�� �S�R�D�W�H���U�H�D�O�L�]�D�� �X�Q�� �D�F�W�� �H�G�X�F�D� �L�R�Q�D�O�� �G�H��

calitate. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

privind �D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ �/�H�J�H�D���Q�U�������������������������������S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���H�G�X�F�D� �L�H�� 

 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�ƒ �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3 �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H���$�5�$�&�,�3���S�U�L�Y�L�Q�G���H�Y�D�O�X�D�U�H�D���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

�ƒ Registre speciale ale comisiilor metodice, de lucru 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L��interne (CA, Consiliul profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

�������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 121 

7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 122 

�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�D�����&�R�P�X�Q�L�F�D�U�H�D���I�R�U�P�D�O�� �5�H� �H�O�H�O�H�� �I�R�U�P�D�O�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �V�X�Q�W�� �S�U�H�V�F�U�L�V�H�� �S�U�L�Q��

�R�U�J�D�Q�L�J�U�D�P������ �G�R�F�X�P�H�Q�W�� �F�D�U�H�� �U�H�S�U�H�]�L�Q�W���� �R�U�J�D�Q�L�]�D�U�H�D�� �I�X�Q�F� �L�R�Q�D�O���� �D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �ú�L�� �Q�D�W�X�U�D��

�U�H�O�D� �L�L�O�R�U�� �G�H�� �V�X�E�R�U�G�R�Q�D�U�H�� �ú�L�� �F�R�R�U�G�R�Q�D�U�H�� �G�L�Q�W�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �ú�L�� �S�H�U�V�R�D�Q�H���� �'�H�U�X�O�D�U�H�D��

�F�R�P�X�Q�L�F���U�L�L���I�R�U�P�D�O�H���V�F�U�L�V�H���V�D�X���R�U�D�O�H���H�V�W�H���J�X�Y�H�U�Q�D�W�����G�H���R���V�H�U�L�H���G�H���U�H�J�X�O�L���L�P�S�O�L�F�L�W�H���ú�L���H�[�S�O�L�F�L�W�H��

�S�U�L�Y�L�Q�G�� �F�R�Q� �L�Q�X�W�X�O�����F�H�� �I�H�O�� �G�H�� �L�Q�I�R�U�P�D� �L�H�� �V�H�� �W�U�D�Q�V�P�L�W�H������ �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� ���F�L�Q�H�� �H�P�L�W�H�� �ú�L�� �F�L�Q�H��

�F�R�Q�W�U�R�O�H�D�]���� �ú�L�� �V�H�P�Q�H�D�]�����± �v�Q�� �F�D�]�X�O�� �P�H�V�D�M�H�O�R�U�� �V�F�U�L�V�H������ �I�R�U�P�D�� ���R�U�D�O���� ���� �V�F�U�L�V������ �P�R�G�X�O�� �G�H��

structurarea �D�� �P�H�V�D�M�X�O�X�L���� �F�R�Q� �L�Q�X�W�X�O�� �S���U� �L�L�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H���� �I�R�U�P�X�O�H�O�H�� �G�H�� �D�G�U�H�V�D�U�H������ �P�R�P�H�Q�W�X�O��

���R�F�D�]�L�L�����W�H�U�P�H�Q�H�����ú�L���G�H�V�W�L�Q�D� �L�D���P�H�V�D�M�H�O�R�U�����F�X�L���V�X�Q�W���D�G�U�H�V�D�W�H���� 

�x �&�R�P�X�Q�L�F�D�U�H�� �G�H�V�F�H�Q�G�H�Q�W�� �S�R�D�W�H�� �D�Y�H�D�� �O�R�F�� �v�Q�� �V�H�Q�V�X�O�� �F�H�U�H�U�L�L�� �G�H�� �V�L�W�X�D� �L�L���� �G�D�W�H���� �H�W�F����

sau al emiterii de decizii, disp�R�]�L� �L�L���� �L�Q�V�W�U�X�F� �L�X�Q�L���� �L�Q�I�R�U�P�D� �L�L���� �)�R�U�P�H�O�H�� �F�R�Q�F�U�H�W�H��

�I�R�O�R�V�L�W�H�� �G�H�� �R�� �R�U�J�D�Q�L�]�D� �L�H�� �S�R�W�� �I�L�� �G�H�F�L�]�L�L���� �F�L�U�F�X�O�D�U�H�� �G�H�� �L�Q�I�R�U�P�D�U�H���� �E�U�R�ú�X�U�L�� �V�D�X��

�P�D�Q�X�D�O�H�� �F�X�� �Q�R�U�P�H�� �ú�L�� �L�Q�V�W�U�X�F� �L�X�Q�L���� �]�L�D�U�H�� �G�H�� �v�Q�W�U�H�S�U�L�Q�G�H�U�H���� �V�F�U�L�V�R�U�L�� �F���W�U�H�� �I�L�H�F�D�U�H��

�D�Q�J�D�M�D�W���� �G���U�L�� �G�H�� �V�H�D�P������ �U�D�S�R�D�U�W�H�� �v�Q�� �I�D� �D�� �D�G�X�Q���U�L�L�� �J�H�Q�H�U�D�O�H�� �D�� �V�D�O�D�U�L�D� �L�O�R�U�� �V�D�X��

�D�F� �L�R�Q�D�U�L�O�R�U�� 

�x �&�R�P�X�Q�L�F�D�U�H�D�� �D�V�F�H�Q�G�H�Q�W�� �S�R�D�W�H�� �I�L�� �X�Q�� �U���V�S�X�Q�V�� �O�D�� �F�H�U�H�U�L�O�H�� �G�H�� �V�L�W�X�D� �L�L�� �ú�L�� �G�D�W�H�� �D�O�H��

�F�R�Q�G�X�F�H�U�L�L���V�D�X���H�P�L�W�H�U�H�D���X�Q�R�U���F�H�U�H�U�L�����S�O�k�Q�J�H�U�L�����R�S�L�Q�L�L�����)�R�U�P�H�O�H���I�R�O�R�V�L�W�H���S�R�W���I�L���Q�R�W�H��

�G�H���V�H�U�Y�L�F�L�X���� �U�D�S�R�D�U�W�H�����G���U�L���G�H���V�H�D�P�������U�H�J�O�H�P�H�Q�W�D�W�H���S�U�L�Q���Q�R�U�P�H�O�H���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L��

�I�X�Q�F� �L�R�Q�D�U�H�����3�H���O�k�Q�J�����D�F�H�V�W�H�D���F�R�Q�G�X�F�H�U�H�D���S�R�D�W�H���I�R�O�R�V�L���O�D���I�X�Q�G�D�P�H�Q�W�D�U�H�D���G�H�F�L�]�L�L�O�R�U��

sale date furnizate de chestionare de opinie sau atitudini, forme de colectare a 

�S�U�R�S�X�Q�H�U�L�O�R�U�� �ú�L�� �V�X�J�H�V�W�L�L�O�R�U�� �V�D�O�D�U�L�D� �L�O�R�U���� �7�H�K�Q�L�F�L�� �U�H�F�H�Q�W�H�� �Ge canalizare a 

�L�Q�V�D�W�L�V�I�D�F� �L�L�O�R�U���V�D�O�D�U�L�D� �L�O�R�U���V�X�Q�W���D�ú�D-�Q�X�P�L�W�H�O�H���³�K�R�W-�O�L�Q�H�V�´�����ú�L���³�X�ú�D���G�H�V�F�K�L�V���´�� 

 

�E�����&�R�P�X�Q�L�F�D�U�H�D���L�Q�I�R�U�P�D�O��  �3�D�U�D�O�H�O�� �F�X�� �F�R�P�X�Q�L�F�D�U�H�D�� �I�R�U�P�D�O���� �V�X�Q�W�� �L�Q�L� �L�D�W�H�� �F�R�P�X�Q�L�F���U�L��

�L�Q�I�R�U�P�D�O�H�� �v�Q�W�U�H�� �S�D�U�W�L�F�L�S�D�Q� �L���� �S�H�Q�W�U�X�� �D�� �V�F�K�L�P�E�D�� �L�Q�I�R�U�P�D� �L�L�� �F�D�U�H�� �Q�X�� �D�X�� �R�� �O�H�J���W�X�U���� �G�L�U�H�F�W���� �F�X��

�D�F�W�L�Y�L�W�D�W�H�D�����&�X���W�L�P�S�X�O���V�H���F�R�Q�V�W�L�W�X�L�H���U�H� �H�O�H���L�Q�I�R�U�P�D�O�H���G�H���F�R�P�X�Q�L�F�D�U�H�����E�D�]�D�W�H���S�H���F�U�L�W�H�U�L�L���D�I�H�F�W�L�Y�H��

�V�L�P�S�D�W�L�H�� ���� �D�Q�W�L�S�D�W�L�H���� �L�Q�W�H�U�H�V�H�� �F�R�P�X�Q�H�� �O�H�J�D�W�H�� ���V�D�X�� �Q�X���� �G�H�� �R�U�J�D�Q�L�]�D� �L�H���� �F�D�Q�D�O�H�O�H�� �I�R�O�R�V�L�W�H�� �V�X�Q�W��

�D�O�W�H�O�H���G�H�F�k�W���F�H�O�H���I�R�U�P�D�O�H�����U�H�J�X�O�L�O�H���G�H���F�R�P�X�Q�L�F�D�U�H���V�X�Q�W���P�D�L���S�X� �L�Q���V�W�U�L�F�W�H�� 
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 �5�H� �H�O�H�O�H���G�H���F�R�P�X�Q�L�F�D�U�H���I�R�U�P�D�O�H���ú�L���L�Q�I�R�U�P�D�O�H���V�X�Q�W���F�R�H�[�L�V�W�H�Q�W�H���ú�L���X�Q�H�R�U�L���L�Q�W�H�U�I�H�U�H�Q�W�H�����v�Q��

�V�H�Q�V�X�O���F�����F�H�O�H���L�Q�I�R�U�P�D�O�H���S�R�W���E�O�R�F�D���F�L�U�F�X�O�D� �L�D���L�Q�I�R�U�P�D� �L�H�L���v�Q���U�H� �H�D�X�D���I�R�U�P�D�O�������R���S�R�W���G�L�V�W�R�U�V�L�R�Q�D��

�v�Q���I�X�Q�F� �L�H���G�H���U�H�O�D� �L�L�O�H���ú�L���L�Q�W�H�U�H�V�H�O�H���F�H�O�R�U���L�P�S�O�L�F�D� �L���V�D�X�����G�L�P�S�R�W�U�L�Y�������S�R�W���I�O�H�[�L�E�L�O�L�]�D���ú�L���v�P�E�X�Q���W��� �L��

�F�R�P�X�Q�L�F�D�U�H�D���I�R�U�P�D�O�������6�W�U�X�F�W�X�U�D���U�H� �H�O�H�O�R�U���G�H���F�R�P�X�Q�L�F�D�U�H���L�Q�I�R�U�P�D�O�H���H�V�W�H���D�O�H�D�W�R�U�L�H�����R�U�L�]�R�Q�W�D�O�����ú�L��

�Y�H�U�W�L�F�D�O�������F�R�Q�W�D�F�W�H�O�H���S�H�U�V�R�Q�D�O�H���V�F�X�U�W�F�L�U�F�X�L�W�H�D�]�����U�H� �H�D�X�D���I�R�U�P�D�O�������I�X�Q�F� �L�R�Q�D�U�H�D���O�R�U���V�H���E�D�]�H�D�]�����S�H��

comunicare ne�S�H�U�P�D�Q�H�Q�W������ �E�L- �ú�L�� �P�X�O�W�L-�G�L�U�H�F� �L�R�Q�D�O������ �)�R�U�P�H�O�H�� �P�D�L�� �I�U�H�F�Y�H�Q�W�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H��

�R�U�J�D�Q�L�]�D� �L�R�Q�D�O���� �L�Q�I�R�U�P�D�O���� �V�X�Q�W�� �]�Y�R�Q�X�U�L�O�H���� �V�H�P�Q�H�O�H�� �V�H�F�U�H�W�H�� �G�H�� �D�Y�H�U�W�L�]�D�U�H���� �P�D�W�H�U�L�D�O�H�O�H�� �V�D�W�L�U�L�F�H��

scrise. 

 

c. �&�R�P�X�Q�L�F�D�U�H���V�F�U�L�V�����ú�L���F�R�P�X�Q�L�F�D�U�H���R�U�D�O�� 

�&�R�P�X�Q�L�F���U�L�O�H�� �V�F�U�L�V�H�� �V�X�Q�W�� �I�R�O�R�V�L�W�H�� �v�Q���R�U�J�D�Q�L�]�D� �L�H�� �v�Q�� �F�D�]�X�O�� �P�H�V�D�M�H�O�R�U�� �F�D�U�H�� �W�U�H�E�X�L�H�� �V���� �G�X�U�H�]�H�� �v�Q��

�W�L�P�S�����R�U�L���G�H���F�k�W�H���R�U�L���W�U�H�E�X�L�H���S�U�H�Y�H�Q�L�W�����X�L�W�D�U�H�D���V�D�X���I�L�[�D�W�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���v�Q�W�U-�R���P�D�Q�L�H�U�����O�L�S�V�L�W����

�G�H���H�F�K�L�Y�R�F�����&�R�P�X�Q�L�F���U�L�O�H���V�F�U�L�V�H���S�R�W���F�R�Q�V�W�L�W�X�L���H�O�H�P�H�Q�W�H���D�O�H���X�Q�R�U���v�Q�U�H�J�L�V�W�U���U�L���F�R�Q�W�D�E�L�O�H�����S�R�W���I�L���R��

do�F�X�P�H�Q�W�H���F�D�U�H���Y�R�U���I�L���S���V�W�U�D�W�H���X�Q���D�Q�X�P�L�W���W�L�P�S���v�Q���I�R�Q�G�X�U�L���D�U�K�L�Y�L�V�W�L�F�H�����S�R�W���I�L���I�R�O�R�V�L�W�H���F�D���S�U�R�E�H���v�Q��

�M�X�V�W�L� �L�H���� �&�X�� �F�k�W�� �R�U�J�D�Q�L�]�D� �L�D�� �H�V�W�H�� �P�D�L�� �P�D�U�H�� �ú�L�� �P�D�L�� �F�R�P�S�O�H�[������ �F�X�� �D�W�k�W�� �S�R�Q�G�H�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U��

�V�F�U�L�V�H���v�Q���D�Q�V�D�P�E�O�X�O���F�R�P�X�Q�L�F���U�L�L���F�U�H�ú�W�H�� 

 �Ì�Q�W�U-�R�� �R�U�J�D�Q�L�]�D� �L�H���� �F�R�P�X�Q�L�F���Uile scrise pot fi standardizate (toate formularele care 

�V�L�V�W�H�P�D�W�L�]�H�D�]���� �L�Q�I�R�U�P�D� �L�L�� �G�H�V�S�U�H�� �G�L�I�H�U�L�W�H�� �D�V�S�H�F�W�H�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�L���� �V�D�X�� �R�F�D�]�L�R�Q�D�O�H���� �7�U�D�V�H�X�O��

�F�R�P�X�Q�L�F���U�L�O�R�U���V�F�U�L�V�H���S�R�D�W�H���I�L���F�O�D�U���I�L�[�D�W�����P�D�L���D�O�H�V���v�Q���F�D�]�X�O���F�R�P�X�Q�L�F���U�L�O�R�U���V�W�D�Q�G�D�U�G�L�]�D�W�H�����H�[�L�V�W�k�Q�G��

�S�H�U�V�R�D�Q�H�� �ú�L �F�K�L�D�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �V�S�H�F�L�D�O�L�]�D�W�H�� �F�D�U�H�� �O�H�� �v�Q�W�R�F�P�H�V�F���� �O�H�� �G�L�U�L�M�H�D�]���� �F�L�U�F�X�L�W�X�O�� �O�R�U�� �V�D�X��

�F�D�U�H���O�H���D�S�U�R�E�������G�D�U���H�[�L�V�W�����ú�L���F�R�P�X�Q�L�F���U�L���V�F�U�L�V�H���R�F�D�]�L�R�Q�D�O�H�����F�D�U�H���D�X���X�Q���W�U�D�V�H�X���P�D�L���S�X� �L�Q���U�L�J�X�U�R�V�� 

 

�G�����5�R�O�X�U�L���v�Q���F�R�P�X�Q�L�F�D�U�H 

�5�R�O�X�U�L�O�H�� �v�Q�� �F�R�P�X�Q�L�F�D�U�H�� �V�X�Q�W�� �P�D�Q�L�I�H�V�W���U�L�� �F�R�P�S�R�U�W�D�P�H�Q�W�D�O�H�� �D�O�H�� �L�Q�G�L�Y�L�]�L�O�R�U�� �v�Q�� �S�U�R�F�H�V�X�O�� �G�H��

�F�R�P�X�Q�L�F�D�U�H���� �$�ú�D�� �F�X�P�� �D�P�� �D�U���W�D�W�� �D�Q�W�H�U�L�R�U���� �S�H�U�V�R�D�Q�H�O�H�� �F�H�Q�W�U�D�O�H�� �V�X�Q�W�� �P�D�L�� �D�F�W�L�Y�H�� �v�Q�� �U�H� �H�D���� �P�D�L��

�V�D�W�L�V�I���F�X�W�H�� �ú�L�� �G�H� �L�Q���� �S�U�L�Q�� �v�Q�V���ú�L�� �S�R�]�L� �L�D�� �O�R�U���� �R�� �S�X�W�H�U�H�� �S�R�W�H�Q� �L�D�O���� �U�H�]�X�O�W�D�W���� �G�L�Q�� �P�R�Q�R�S�R�O�L�]�D�U�H�D��

�L�Q�I�R�U�P�D� �L�H�L���� �(�O�H�� �R�� �S�R�W�� �W�U�D�Q�V�S�X�Q�H�� �v�Q�� �I�D�S�W�� �U�H�J�O�H�P�H�Q�W�k�Q�G�� �F�L�U�F�X�O�D� �L�D�� �L�Q�I�R�U�P�D� �L�H�L�� �v�Q�W�U�H�� �P�H�P�E�U�L�L�� �ú�L��

�L�Q�W�U�D�U�H�D�����L�Q�I�R�U�P�D� �L�H�L���Q�R�L���v�Q���U�H� �H�D�����$�F�H�V�W���U�R�O���D�F�W�L�Y���v�Q���F�R�P�X�Q�L�F�D�U�H���V�H���P�D�Q�L�I�H�V�W�����ú�L���v�Q���L�Q�I�O�X�H�Q� �D�U�H�D��

�U�H�]�X�O�W�D�W�X�O�X�L���F�R�R�S�H�U���U�L�L�����S�H�U�I�R�U�P�D�Q� �D���v�Q���P�X�Q�F�������ú�L���v�Q���O�X�D�U�H�D���G�H�F�L�]�L�L�O�R�U�� 
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 Controlorul �L�Q�I�R�U�P�D� �L�H�L�� �S�R�D�W�H�� �I�L�� �ú�L�� �R�� �D�O�W���� �S�H�U�V�R�D�Q���� �G�H�F�k�W�� �S�H�U�V�R�D�Q�D�� �F�H�Q�W�U�D�O���� �D�� �U�H� �H�O�H�L����

�5�R�O�X�O�� �G�H�� �F�R�Q�W�U�R�O�R�U�� �S�R�D�W�H�� �I�L�� �M�X�F�D�W�� �G�H�� �R�U�L�F�L�Q�H���� �v�Q�� �F�L�U�F�X�O�D� �L�D�� �D�V�F�H�Q�G�H�Q�W���� ���V�X�E�R�U�G�R�Q�D�W�X�O�� �S�R�D�W�H��

�L�Q�I�O�X�H�Q� �D�� �G�H�F�L�]�L�D�� �V�X�S�H�U�L�R�U�L�O�R�U�� �V�H�O�H�F�W�k�Q�G�� �L�Q�I�R�U�P�D� �L�D�� �F�D�U�H�� �O�H�� �S�D�U�Y�L�Q�H���� �V�D�X�� �v�Q�� �F�H�D�� �G�H�V�F�H�Q�G�H�Q�W����

���ú�H�I�X�O���F�R�P�X�Q�L�F�����V�X�E�R�U�G�R�Q�D� �L�O�R�U���Q�X�P�D�L���F�H�H�D���F�H���W�U�H�E�X�L�H���V�����ú�W�L�H���ú�L���v�Q���I�H�O�X�O���D�F�H�V�W�D���O�H���L�Q�I�O�X�H�Q� �H�D�]����

�F�R�R�S�H�U�D�U�H�D���ú�L���S�H�U�I�R�U�P�D�Q� �D�������Q�X�P�D�L���F�����S���U�H�U�L�O�H���S�D�U�W�L�F�L�S�D�Q� �L�O�R�U���O�D���U�H� �H�D���G�L�I�H�U�����U�H�I�H�U�L�W�R�U���O�D���F�H�H�D���F�H��

�W�U�H�E�X�L�H�� �V���� �ú�W�L�H�� �I�L�H�F�D�U�H������ �&�R�Q�W�U�R�O�X�O�� �D�U�H�� �D�V�S�H�F�W�H���S�R�]�L�W�L�Y�H�� �ú�L�� �Q�H�J�D�W�L�Y�H���� �G�X�F�k�Q�G�� �O�D�� �I�X�U�Q�L�]�D�U�H�D�� �X�Q�R�U��

�F�D�Q�W�L�W��� �L���L�Q�V�X�I�L�F�L�H�Q�W�H���V�D�X���H�[�F�H�V�L�Y�H�����v�Q���X�Q�H�O�H���F�D�]�X�U�L���S�U�R�G�X�F�k�Q�G�X-se baraje. 

  

 �2�P�X�O�� �G�H�� �O�H�J���W�X�U�� �H�V�W�H�� �R�� �S�H�U�V�R�D�Q���� �D�� �F���U�H�L�� �D�F�W�L�Y�L�W�D�W�H�� �S�U�H�V�X�S�X�Q�H�� �F�R�Q�W�D�F�W�H�� �I�U�H�F�Y�H�Q�W�H�� �F�X��

�G�R�X�����V�D�X���P�D�L���P�X�O�W�H���J�U�X�S�X�U�L�����(�D���I�D�F�L�O�L�W�H�D�]�����F�R�R�U�G�R�Q�D�U�H�D���D�F�H�O�R�U���J�U�X�S�X�U�L���L�Q�I�R�U�P�k�Q�G�X-le reciproc 

�G�H�V�S�U�H�� �D�F�W�L�Y�L�W��� �L�O�H�� �F�H�O�R�U�O�D�O�W�H���� �D�W�X�Q�F�L�� �F�k�Q�G�� �H�O�H�� �Q�X�� �L�Q�W�H�U�D�F� �L�R�Q�H�D�]���� �v�Q�� �S�U�R�F�H�V�X�O�� �P�X�Q�F�L�L���� �/�H�J���W�X�U�D 

�H�V�W�H���Q�H�F�H�V�D�U�����P�D�L���D�O�H�V���v�Q���R�U�J�D�Q�L�]�D� �L�L�O�H���F�X���G�L�I�H�U�H�Q� �L�H�U�H���P�D�U�H���D���V�X�E�X�Q�L�W��� �L�O�R�U���V�D�X���F�X���D�F�W�L�Y�L�W��� �L���F�X��

un grad mare de autonomie. 

 

 �(�Q�W�L�W�D�W�H�D�� �M�X�U�L�G�L�F�� = ansamblu economico-social autonom posesor al unei averi 

���S�D�W�U�L�P�R�Q�L�X�����G�L�V�W�L�Q�F�W�H���G�H���F�H�D���D���S�U�R�S�U�L�H�W�D�U�L�O�R�U���V���L�����D�F� �L�R�Q�D�U�L�����D�V�R�F�L�D� �L�����V�W�D�W���� 

 

 �(�Q�W�L�W�D�W�H�D�� �S�X�E�O�L�F�� = �D�X�W�R�U�L�W�D�W�H�D�� �S�X�E�O�L�F������ �L�Q�V�W�L�W�X� �L�D�� �S�X�E�O�L�F������ �U�H�J�L�D�� �D�X�W�R�Q�R�P������

�F�R�P�S�D�Q�L�D���V�R�F�L�H�W�D�W�H�D���Q�D� �L�R�Q�D�O�������V�R�F�L�H�W�D�W�H�D���F�R�P�H�U�F�L�D�O�����O�D���F�D�U�H���V�W�D�W�X�O���V�D�X���R���X�Q�L�W�D�W�H���D�G�P�L�Q�L�V�W�U�D�W�L�Y-

�W�H�U�L�W�R�U�L�D�O�����H�V�W�H���D�F� �L�R�Q�D�U���P�D�M�R�U�L�W�D�U���ú�L���F�D�U�H���D�U�H���S�H�U�V�R�Q�D�O�L�W�D�W�H���M�X�U�L�G�L�F���� 

 

 �,�Q�V�W�L�W�X� �L�D = organ sau organizatie de stat care desfasoara activitati din domeniul 

conducerii statului sau al serviciilor publice prin care nu contribuie (direct) la productie sau la 

circulatia produsului social. 

 

 Agentul economic = persoana sau grup de persoane indeplinind functii bine 

determinate in viata economica. Agentii economici sunt entitati de natura sociala recunoscute 

si, eventual, oficializate ca atare. 

 

 �$�V�R�F�L�D� �L�D = grupare de persoane fizice sau juridice organizata pe baza unui statut in 

vederea realizarii unui scop comun (stiintific, cultural, artistic, sportiv). 
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 �3�H�U�V�R�D�Q�D���I�L�]�L�F�� = reprezinta omul privit individual, ca titular de drepturi si obligatii. 

 

 �3�H�U�V�R�D�Q�D���M�X�U�L�G�L�F�� = colectivitate de persoane fizice, cu calitate de subiect distinct, de 

drept bunurandu-se de o organizare de sine statatoare si de un patrimoniu propriu, indreptat 

spre realizarea unui anumit scop.  

 

e. Climatul de comunicare �H�V�W�H�� �D�W�P�R�V�I�H�U�D�� �J�H�Q�H�U�D�O���� �v�Q�� �F�D�U�H�� �D�U�H�� �O�R�F�� �F�R�P�X�Q�L�F�D�U�H�D��

�R�U�J�D�Q�L�]�D� �L�R�Q�D�O������ �&�O�L�P�D�W�X�O�� �L�Q�I�O�X�H�Q� �H�D�]���� �D�W�k�W�� �S�U�R�F�H�V�X�O�� �F�R�P�X�Q�L�F���U�L�L���� �F�k�W�� �ú�L�� �H�I�H�F�W�H�O�H�� �V�D�O�H�� �D�V�X�S�U�D��

�S�H�U�I�R�U�P�D�Q� �H�L�� �L�Q�G�L�Y�L�G�X�D�O�H�� �ú�L�� �G�H�� �J�U�X�S�� �ú�L�� �D�� �V�D�W�L�V�I�D�F� �L�H�L���� �&�O�L�P�D�W�X�O�� �G�H�� �F�R�R�S�H�U�D�U�H�� �H�V�W�H�� �F�D�U�D�F�W�H�U�L�]�D�W��

prin flexibili �W�D�W�H���� �V�S�R�Q�W�D�Q�H�L�W�D�W�H���� �U�H�V�S�H�F�W���� �H�P�S�D�W�L�H���� �v�Q�F�U�H�G�H�U�H�� �U�H�F�L�S�U�R�F������ �F�H�Q�W�U�D�U�H�� �S�H�� �V�D�U�F�L�Q������

�3�D�U�W�L�F�L�S�D�Q� �L�L���V�X�Q�W���S�U�H�R�F�X�S�D� �L���G�H���U�H�]�R�O�Y�D�U�H�D���S�U�R�E�O�H�P�H�O�R�U���G�H���V�H�U�Y�L�F�L�X�����V�H���D�S�U�H�F�L�D�]�����ú�L���V�H���U�H�V�S�H�F�W����

�U�H�F�L�S�U�R�F���� �Q�X�� �D�F� �L�R�Q�H�D�]���� �S�H�� �E�D�]�D�� �X�Q�R�U�� �³�D�J�H�Q�G�H�� �D�V�F�X�Q�V�H�´���� �&�O�L�P�D�W�X�O�� �G�H�I�H�Q�V�L�Y�� �H�V�W�H��generat de 

�O�L�S�V�D�� �G�H�� �v�Q�F�U�H�G�H�U�H�� �U�H�F�L�S�U�R�F���� �v�Q�W�U�H�� �D�Q�J�D�M�D� �L���� �V�X�V�S�L�F�L�X�Q�H���� �W�H�Q�G�L�Q� ���� �G�H�� �D-�L�� �G�R�P�L�Q�D�� �ú�L�� �F�R�Q�W�U�R�O�D�� �S�H��

�F�H�L�O�D�O� �L�����W�H�Q�G�L�Q� �����G�H���V�H�F�X�U�L�]�D�U�H���S�U�L�Q���U�H�F�X�U�J�H�U�H���O�D���³�D�J�H�Q�G�D���D�V�F�X�Q�V���´�����X�Q�D���V�S�X�Q���ú�L���D�O�W�D���J�k�Q�G�H�V�F���ú�L��

�I�D�F������ �3�D�U�W�L�F�L�S�D�Q� �L�L�� �V�X�Q�W�� �S�U�H�R�F�X�S�D� �L�� �P�D�L�� �P�X�O�W�� �G�H�� �F�R�Q�I�O�L�F�W�H�� �ú�L�� �W�H�Q�V�L�X�Q�L�� �G�H�F�k�W�� �G�H�� �D�F�W�L�Y�L�W�D�W�H�D��

propriu-�]�L�V������ �V�X�Q�W�� �P�D�Q�L�S�X�O�D�W�L�Y�L���� �E�O�R�F�K�H�D�]���� �ú�L�� �I�L�O�W�U�H�D�]���� �L�Q�I�R�U�P�D� �L�D�� �ú�L�� �v�Q�F�H�D�U�F���� �V���� �G�R�E�k�Q�G�H�D�V�F����

�S�U�L�Q���D�F�H�D�V�W�D���P�D�L���P�X�O�W�����S�X�W�H�U�H���S�H�U�V�R�Q�D�O�������&�O�L�P�D�W�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���G�H�S�L�Q�G�H���Q�X���Q�X�P�D�L���G�H���Q�D�W�X�U�D��

�R�U�J�D�Q�L�]�D� �L�H�L���� �F�L�� �ú�L�� �G�H�� �Y�D�O�R�U�L�O�H�� �ú�L�� �W�U�D�G�L� �L�L�O�H�� �V�D�O�H���� �G�H�� �J�U�X�S�X�U�L�O�H�� �G�H�� �S�X�W�H�U�H�� �H�[�L�V�W�H�Q�W�H�� �ú�L�� �G�H�� �U�H�O�D� �L�L�O�H��

�G�L�Q�W�U�H���H�O�H�����G�H���S�R�O�L�W�L�F�L�O�H���P�D�Q�D�J�H�U�L�D�O�H�����G�H���J�U�D�G�X�O���G�H���U�L�J�L�G�L�W�D�W�H���D�O���U�H� �H�O�H�O�R�U���G�H���F�R�P�X�Q�L�F�D�U�H�� 

 

 �3�H�U�I�R�U�P�D�Q� �D�� �v�Q�� �P�X�Q�F�� �S�R�D�W�H�� �I�L�� �D�E�R�U�G�D�W���� �O�D�� �P�D�L�� �P�X�O�W�H�� �Q�L�Y�H�O�X�U�L���� �L�Q�G�L�Y�L�G�X�D�O���� �J�U�X�S�D�O����

�R�U�J�D�Q�L�]�D� �L�R�Q�D�O���� �3�H�� �O�k�Q�J���� �Y�D�U�L�D�E�L�O�H�O�H�� �L�Q�G�L�Y�L�G�X�D�O�H�� �F�D�U�H�� �L�Q�I�O�X�H�Q� �H�D�]���� �S�H�U�I�R�U�P�D�Q� �D�� ���D�S�W�L�W�X�G�L�Q�L����

�F�R�P�S�H�W�H�Q� �H���� �P�R�W�L�Y�D� �L�H���� �W�U���V���W�X�U�L�� �G�H�� �S�H�U�V�R�Q�D�O�L�W�D�W�H���� �V�W�D�U�H�� �G�H�� �V���Q���W�D�W�H���� �ú�L�� �D�O�W�H�� �Y�D�U�L�D�E�L�O�H��

�R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H���� �G�H�� �Q�D�W�X�U���� �W�H�K�Q�L�F������ �W�H�K�Q�R�O�R�J�L�F���� �ú�L�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L�� ���H�F�K�L�S�D�P�H�Qte, 

�V�S�D� �L�X�� �ú�L�� �R�U�D�U�� �G�H�� �P�X�Q�F������ �W�H�K�Q�R�O�R�J�L�L���� �P�D�Q�D�J�H�P�H�Q�W���� �V�L�V�W�H�P�H�� �G�H�� �V�W�L�P�X�O�D�U�H�� �H�W�F�������� �F�R�P�X�Q�L�F�D�U�H�D��

�L�Q�W�H�U�S�H�U�V�R�Q�D�O�����ú�L���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�����H�V�W�H���F�R�Q�V�L�G�H�U�D�W�����F�D���X�Q���I�D�F�W�R�U���L�P�S�R�U�W�D�Q�W�����&�H�U�F�H�W���U�L�O�H���D�X���D�U���W�D�W��

�F���� �I�H�H�G�E�D�F�N-ul - �F�X�Q�R�D�ú�W�H�U�H�D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �L�P�H�G�L�D�W�H�� �ú�L�� �I�L�Q�D�O�H�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�L�� �S�U�R�S�U�L�L��- are o 

�L�Q�I�O�X�H�Q� ���� �S�R�]�L�W�L�Y���� �L�Q�G�L�I�H�U�H�Q�W�� �G�H�� �V�X�U�V�D�� �G�H�� �O�D�� �F�D�U�H�� �S�U�R�Y�L�Q�H�� ���R�U�J�D�Q�L�]�D� �L�H���� �ú�H�I�L���� �F�R�O�H�J�L���� �V�D�U�F�L�Q�D�� �v�Q��

�V�L�Q�H������ �&�R�P�X�Q�L�F�D�U�H�D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �D�U�H�� �X�Q�� �U�R�O�� �L�Q�I�R�U�P�D� �L�R�Q�D�O�� �ú�L�� �W�R�W�R�G�D�W���� �P�R�W�L�Y�D� �L�R�Q�D�O���� �F�H�Q�W�U�H�D�]����

�D�W�H�Q� �L�D�� �S�H�� �D�V�S�H�F�W�H�O�H�� �U�H�O�H�Y�D�Q�W�H�� �D�O�H�� �V�D�U�F�L�Q�L�L���� �R�U�L�H�Q�W�H�D�]���� �V�S�U�H�� �F�R�P�S�R�U�W�D�P�H�Q�W�H�� �G�H�]�L�U�D�E�L�O�H�� �ú�L��
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�D�G�H�F�Y�D�W�H�� �S�H�U�I�R�U�P�D�Q� �H�L���� �H�[�F�H�V�X�O�� �G�H�� �I�H�H�G�E�D�F�N�� �S�R�D�W�H�� �G�H�W�H�U�L�R�U�D�� �S�H�U�I�R�U�P�D�Q� �D�� �v�Q�� �W�L�P�S�� �F�H�� �G�H�I�L�F�L�W�X�O��

�S�R�D�W�H���G�X�F�H���O�D���X�Q���F�R�P�S�R�U�W�D�P�H�Q�W���D�O�H�D�W�R�U���ú�L���L�Q�H�I�L�F�L�H�Q�W�� 

 �3�H�Q�W�U�X���D���H�Y�L�W�D���G�H�W�H�U�L�R�U�D�U�H�D���S�H�U�I�R�U�P�D�Q� �H�L���O�D���Q�L�Y�H�O���R�U�J�D�Q�L�]�D� �L�R�Q�D�O���S�U�L�Q���L�Q�W�H�J�U�D�U�H�D�����O�H�Q�W�����D��

�Q�R�L�O�R�U�� �D�Q�J�D�M�D� �L���� �X�Q�H�O�H�� �I�L�U�P�H�� �D�X�� �F�R�Q�F�H�S�X�W�� �S�U�R�J�U�D�P�H�� �V�S�H�F�L�D�O�H�� �G�H�� �I�D�P�L�O�L�D�U�L�]�D�U�H�� �U�D�S�L�G���� �S�U�L�Q��

�I�X�U�Q�L�]�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U���H�V�H�Q� �L�D�O�H���G�H�V�S�U�H���Q�R�U�P�H�����U�H�J�O�H�P�H�Q�W���U�L�����F�D�Q�D�O�H���G�H���F�R�P�X�Q�L�F�D�U�H�����H�W�F���� 

 �6�D�W�L�V�I�D�F� �L�D���v�Q���P�X�Q�F���� �H�V�W�H���L�Q�I�O�X�H�Q� �D�W�����ú�L���H�D���G�H���F�R�P�X�Q�L�F�D�U�H�����D�ú�D���F�X�P���D�P���D�U���W�D�W���v�Q���S�D�U�D�J�U�D�I�H�O�H��

�S�U�H�F�H�G�H�Q�W�H�����F�H�L���F�D�U�H���D�X���D�F�F�H�V���O�D���P�D�L���P�X�O�W�����L�Q�I�R�U�P�D� �L�H���V�X�Q�W���P�D�L���P�X�O� �X�P�L� �L�����G�H�ú�L���D�X���S�H�U�I�R�U�P�D�Q� �H��

mai slabe, deficitul �G�H�� �L�Q�I�R�U�P�D� �L�H�� �ú�L��distorsiunea �F�U�H�H�D�]���� �L�Q�V�D�W�L�V�I�D�F� �L�H���� �P�D�L�� �D�O�H�V�� �D�W�X�Q�F�L�� �F�k�Q�G��

este vorba de inform�D� �L�H���X�W�L�O�����S�H�Q�W�U�X���P�X�Q�F������ �(�[�F�O�X�G�H�U�H�D���G�H���O�D���F�R�P�X�Q�L�F�D�U�H���F�U�H�H�D�]���� �Q�X���Q�X�P�D�L��

�L�Q�V�D�W�L�V�I�D�F� �L�H���F�L���ú�L���Q�H�V�L�J�X�U�D�Q� �����ú�L���W�H�Q�V�L�X�Q�H���H�P�R� �L�R�Q�D�O���� 

 

f. �(�I�L�F�L�H�Q� �D�� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �Q�L�Y�H�O�� �J�U�X�S�D�O �G�H�S�L�Q�G�H�� �G�H�� �Q�D�W�X�U�D�� �U�H� �H�O�H�L�� ���I�R�U�P�D�O���� ���� �L�Q�I�R�U�P�D�O������ �ú�L�� �G�H��

�V�W�U�X�F�W�X�U�D�� �H�L�� ���U�H�V�W�U�L�F�W�L�Y���� ���� �I�O�H�[�L�E�L�O�������� �5�H� �H�O�H�O�H�� �I�R�U�P�D�O�H�� �V�X�Q�W�� �G�H�V�W�L�Q�D�W�H�� �F�L�U�F�X�L�W�X�O�X�L�� �L�Q�I�R�U�P�D� �L�L�O�R�U��

�Q�H�F�H�V�D�U�H�� �E�X�Q�H�L�� �G�H�V�I���ú�X�U���U�L�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �ú�L���� �G�L�Q�� �D�F�H�V�W�� �P�R�W�L�Y�� �V�X�Q�W�� �ú�L�� �U�H�V�W�U�L�F�W�L�Y�H���� �S�D�U�W�L�F�L�S�D�Q� �L�L�� �D�X��

�D�F�F�H�V�� �Q�X�P�D�L�� �O�D�� �D�F�H�O�H�� �L�Q�I�R�U�P�D� �L�L�� �F�D�U�H�� �O�H�� �V�X�Q�W�� �L�Q�G�L�V�S�H�Q�V�D�E�L�O�H�� �D�F�W�L�Y�L�W��� �L�L�� �S�U�R�S�U�L�L�� �ú�L�� �F�R�O�D�E�R�U���U�Llor 

�L�P�S�O�L�F�D�W�H���� �&�X�� �F�k�W�� �R�U�J�D�Q�L�]�D� �L�D�� �H�V�W�H�� �P�D�L�� �L�H�U�D�U�K�L�]�D�W������ �F�X�� �D�W�k�W�� �F�R�Q�W�U�R�O�X�O�� �I�X�[�X�O�X�L�� �L�Q�I�R�U�P�D� �L�R�Q�D�O��

�F�U�H�ú�W�H�����5�H� �H�O�H���U�H�V�W�U�L�F�W�L�Y�H�����S�U�L�Q���I�D�S�W�X�O���F�����D�X���F�L�U�F�X�L�W�H���L�Q�I�R�U�P�D� �L�R�Q�D�O�H���ú�L���U�H�J�X�O�L���G�H���F�R�P�X�Q�L�F�D�U�H���E�L�Q�H��

�G�H�I�L�Q�L�W�H�����D�X���D�Y�D�Q�W�D�M�X�O���F�����S�H�U�P�L�W���R���H�[�H�F�X� �L�H���U�D�S�L�G�������S�U�L�Q�F�L�S�D�O�D���U�D� �L�X�Q�H���D���X�Q�L�W��� �L�L���G�H���F�R�P�D�Q�G�������ú�L��

�Q�X���O�D�V�����O�R�F���S�H�Q�W�U�X���G�H�O�L�E�H�U���U�L�����L�Q�W�H�U�S�U�H�W���U�L���L�Q�G�L�Y�L�G�X�D�O�H�����'�H�]�D�Y�D�Q�W�D�M�X�O���O�R�U���H�V�W�H���O�H�J�D�W���G�H���I�D�S�W�X�O���F����

�Q�X���S�H�U�P�L�W���G�H�F�k�W���v�Q���P�L�F���� �P���V�X�U���� �U�H�D�O�L�]�D�U�H�D���I�X�Q�F� �L�H�L���H�[�S�U�H�V�L�Y�H���D���F�R�P�X�Q�L�F���U�L�L���� �D�X���W�H�Q�G�L�Q� �D���G�H�� �D��

�J�H�Q�H�U�D���V�W���U�L���G�H���L�Q�V�D�W�L�V�I�D�F� �L�H�����W�H�Q�V�L�X�Q�L�����R�S�R�]�L� �L�H�����I�L�O�W�U���U�L���ú�L���E�O�R�F�D�M�H�� 

  �)�X�Q�F� �L�R�Q�D�O�L�W�D�W�H�D�� �U�H� �H�O�H�O�R�U�� �Q�H�U�H�V�W�U�L�F�W�L�Y�H���� �I�L�H�� �H�O�H�� �I�R�U�P�D�O�H���V�D�X�� �L�Q�I�R�U�P�D�O�H�� �H�V�W�H�� �D�I�H�F�W�D�W���� �G�H��

�O�H�Q�W�R�D�U�H�D�� �G�L�I�X�]���U�L�L�� �P�H�V�D�M�H�O�R�U���� �G�H�� �G�H�S�H�Q�G�H�Q� �D�� �W�U�D�Q�V�P�L�W�H�U�L�L�� �G�H�� �F�D�U�D�F�W�H�U�L�V�W�L�F�L�O�H�� �L�Q�G�L�Y�L�G�X�D�O�H�� �D�O�H��

�S�D�U�W�L�F�L�S�D�Q� �L�O�R�U�����P�R�W�L�Y�D� �L�H�����L�Q�W�H�U�H�V�H�� �H�W�F���� �ú�L�� �G�H�� �W�H�Q�G�L�Q� �D�� �V�S�U�H�� �H�[�F�H�V�� �G�H�� �L�Q�I�R�U�P�D� �L�H���� �$�Y�D�Q�W�D�M�X�O�� �O�R�U��

�F�R�Q�V�W�����v�Q���I�D�S�W�X�O���F�����V�D�W�L�V�I�D�F� �L�D���J�H�Q�H�U�D�W�����G�H���D�F�F�H�V�X�O���O�D���L�Q�I�R�U�P�D� �L�H���P���U�H�ú�W�H���F�R�H�]�L�X�Q�H�D���J�U�X�S�X�U�L�O�R�U���ú�L��

�O�R�L�D�O�L�W�D�W�H�D���I�D� �����G�H���R�U�J�D�Q�L�]�D� �L�H�� 

 �(�[�L�V�W�H�Q� �D�� �U�H� �H�O�H�O�R�U�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �L�Q�I�R�U�P�D�O���� �Q�X�� �D�U�H�� �Q�X�P�Di efecte negative asupra 

�H�I�L�F�L�H�Q� �H�L�� �D�F�W�L�Y�L�W��� �L�L���� �5�H�]�L�V�W�H�Q� �D�� �O�D�� �V�F�K�L�P�E�D�U�H�� �S�R�D�W�H�� �I�L�� �F�R�Q�W�U�D�F�D�U�D�W���� �S�U�R�P�R�Y�k�Q�G�� �H�O�H�P�H�Q�W�H�� �D�O�H��

�V�F�K�L�P�E���U�L�L�� �S�U�L�Q�� �D�F�H�V�W�H�� �U�H� �H�O�H���� �F�U�H�G�L�E�L�O�L�W�D�W�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �Y�D�� �I�L�� �F�U�H�V�F�X�W���� �G�H�� �D�V�R�F�L�H�U�H�D�� �O�R�U�� �F�X��

�V�X�U�V�H�O�H���L�Q�I�R�U�P�D�O�H�����L�D�U���D�Q�J�D�M�D� �L�L���Y�R�U���D�F�F�H�S�W�D���P�D�L���X�ú�R�U���S�H�U�V�X�D�V�L�X�Q�H�D���ú�L���Y�R�U���D�G�H�U�D���O�D���V�F�K�L�P�E���U�L�O�H��

propuse. 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 127 

g. Programe de comunicare 

 �&�R�P�X�Q�L�F�D�U�H�D�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O���� �H�I�L�F�L�H�Q�W���� �S�U�H�V�X�S�X�Q�H�� �H�[�L�V�W�H�Q� �D�� �X�Q�R�U�� �S�U�L�Q�F�L�S�L�L�� �F�O�D�U�H����

�X�W�L�O�L�]�D�U�H�D���X�Q�R�U���P�L�M�O�R�D�F�H���ú�L���D�V�L�J�X�U�D�U�H�D���E�X�Q�H�L���I�X�Q�F� �L�R�Q���U�L���D���U�H� �H�O�H�O�R�U���G�H���F�R�P�X�Q�L�F�D�U�H��existente. 

Principii 

�x �X�Q�� �E�X�Q�� �S�U�R�J�U�D�P�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �W�U�H�E�X�L�H�� �V���� �D�L�E���� �G�R�X���� �V�H�Q�V�X�U�L�� ���D�V�L�J�X�U�D�U�H�D��

feedback-ului); 

�x �V�X�E�L�H�F�W�H�O�H���F�R�P�X�Q�L�F���U�L�O�R�U���W�U�H�E�X�L�H���V�����D�S�D�U� �L�Q�����V�I�H�U�H�L���G�H���L�Q�W�H�U�H�V���� 

�x �F�R�P�X�Q�L�F���U�L�O�H�� �V�X�Q�W�� �H�I�L�F�L�H�Q�W�H�� �F�k�Q�G�� �D�X�� �F�D�� �R�E�L�H�F�W��fapte �ú�L�� �V�X�Q�W�� �L�Q�H�I�L�F�L�H�Q�W�H�� �F�k�Q�G��

�F�R�Q�V�W�D�X���v�Q���G�L�V�F�X�U�V�X�U�L���V�D�X���W�H�R�U�L�L�� 

�x �V�W�L�O�X�O���F�R�P�X�Q�L�F���U�L�O�R�U���W�U�H�E�X�L�H���V�����I�L�H���R�E�L�H�F�W�L�Y�����Q�L�F�L���F�R�Q�G�H�V�F�H�Q�G�H�Q�W�����Q�L�F�L���S�D�W�H�U�Q�D�O�L�V�W����

�Q�L�F�L���³�F�D�O�G�´�����H�P�R� �L�R�Q�D�O���V�D�X���G�L�P�S�R�W�U�L�Y�������Y�H�[�D�W�R�U�L�X���� 

�x �U�H�V�S�H�F�W�D�U�H�D�� �L�H�U�D�U�K�L�L�O�R�U���� �Y�H�U�L�G�L�F�L�W�D�W�H�D�� �F�R�P�X�Q�L�F���U�L�L���� �R�S�H�U�D�W�L�Y�L�W�D�W�H�D�� �ú�L�� �U�H�V�S�H�F�W�D�U�H�D��

�W�H�U�P�H�Q�H�O�R�U�����W�U�D�Q�V�S�D�U�H�Q� �D 

Mijloace 

�x �Y�L�]�L�W�H�� �Q�H�R�I�L�F�L�D�O�H�� �D�O�H�� �F�R�Q�G�X�F�H�U�L�L�� �L�Q�� �F�D�Q�F�H�O�D�U�L�H�� �D�X�� �X�Q�� �H�I�H�F�W�� �G�H�� �F�D�O�P���� �V�D�W�L�V�I�D�F� �L�H�� �ú�L��

�V�W�L�P�X�O�D�U�H�����F�R�Q�G�X�F�H�U�H�D���³�L�Q�Y�L�]�L�E�L�O���´���D�U�H���H�I�H�F�W�H���S�U�R�D�V�W�H�� 

�x �G�L�V�F�X� �L�L���G�L�U�H�F�W�H���ú�H�I�������V�X�E�D�O�W�H�U�Q�� 

�x �ú�H�G�L�Q� �H���V�F�X�U�W�H�����v�Q���J�U�X�S�X�U�L��mici; 

�x �D�Q�L�K�L�O�D�U�H�D���]�Y�R�Q�X�U�L�O�R�U���S�U�L�Q���G�L�V�F�X�W�D�U�H�D���G�H�V�F�K�L�V�����v�Q���J�U�X�S�� 

A. Intra 

�x �ù�H�G�L�Q� �H���R�U�G�L�Q�D�U�H���O�X�Q�D�U�H ���&�$�����&�3�����F�R�P�L�V�L�L�����V�H�U�Y�L�F�L�L���I�X�Q�F� �L�R�Q�D�O�H�� 

�x �ù�H�G�L�Q� �H���H�[�W�U�D�R�U�G�L�Q�D�U�H 

�x �7�H�O�H�I�R�Q���I�L�[���F�H�Q�W�U�D�O�D���W�H�O�H�I�R�Q�L�F�����S�U�R�S�U�L�H�� 

�x Telefon mobil ���F�R�Q�Y�R�U�E�L�U�H���ú�L���6�0�6�� 

�x Fax  

�x E-mail �± �H�[�L�V�W�������F�U�H�D�W���F�R�Q�W���G�H���O�X�F�U�X���S�H���V�H�U�Y�H�U�X�O���S�U�R�S�U�L�X���D�O���ú�F�R�O�L�L 

�x Aviziere  

�x �7�D�E�O�����F�D�Q�F�H�O�D�U�L�H 

B. Inter 

�x Telefon fix, mobil, SMS 
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�x Portal ISJ Dolj: ..................... 

�x E-mail 

�x Portal MEN: www.edu.ro 

�x �&�R�U�H�V�S�R�Q�G�H�Q� �����S�R�ú�W�D�O�����ú�L���F�X�U�L�H�U�D�W���F�O�D�V�L�F 

�x �'�H�S�O�D�V�D�U�H���W�U�D�Q�V�P�L�W�H�U�H���G�R�F�X�P�H�Q�W�H���R�I�L�F�L�D�O�H���S�U�L�Q���S�H�U�V�R�D�Q�H���G�H�O�H�J�D�W�H���G�L�Q���ú�F�R�D�O�� 

�x �ù�H�G�L�Q� �H�O�H�� �G�H�� �L�Q�V�W�U�X�L�U�H���,�6�-���� �S�U�L�P���U�L�H���� �S�U�H�I�H�F�W�X�U������ �&�R�Q�V�L�O�L�X�O�� �/�R�F�D�O���� �&�R�Q�V�L�O�L�X�O��

�-�X�G�H� �H�D�Q, Casa Corpului Didactic, CJRAE) 

Simptome patologice de evitat 

�x refuzul directorului de a comunica clar obiectivul de atins; 

�x �W�H�D�P�D���G�L�U�H�F�W�R�U�X�O�X�L���F�����V�X�E�D�O�W�H�U�Q�X�O���V�����F�X�Q�R�D�V�F�����R�E�L�H�F�W�L�Y�H�O�H���V�X�S�H�U�L�R�D�U�H�� 

�x refuzul directorului 

�x  �G�H���D���F�R�P�X�Q�L�F�D���V�X�E�D�O�W�H�U�Q�L�O�R�U���L�Q�I�R�U�P�D� �L�L�O�H���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���D-�ú�L���v�Q�G�H�S�O�L�Q�L���P�X�Q�F�D�� 

 

h. Comunicarea �P�D�Q�D�J�H�U�L�D�O�� 

 �0�D�Q�D�J�H�U�X�O�����F�D���S�H�U�V�R�D�Q�����F�D�U�H���J�H�V�W�L�R�Q�H�D�]�����U�H�V�X�U�V�H�O�H���P�D�W�H�U�L�D�O�H�����I�L�Q�D�Q�F�L�D�U�H���ú�L���X�P�D�Q�H���D�O�H��

�X�Q�H�L�� �R�U�J�D�Q�L�]�D� �L�L�� �v�ú�L�� �D�V�X�P���� �I�X�Q�F� �L�L�� �V�S�H�F�L�I�L�F�H���� �S�O�D�Q�L�I�L�F�D�U�H���� �R�U�J�D�Q�L�]�D�U�H���� �F�R�P�D�Q�G������ �F�R�R�U�G�R�Q�D�U�H�� �ú�L��

�F�R�Q�W�U�R�O�����(�[�H�U�F�L�W�D�U�H�D���I�L�H�F���U�H�L�D���G�L�Q���D�F�H�V�W�H���I�X�Q�F� �L�L���S�U�H�V�X�S�X�Q�H���F�R�P�X�Q�L�F�D�U�H�D���F�X���F�H�L�O�D�O� �L���P�H�P�E�U�L�L���D�L��

�R�U�J�D�Q�L�]�D� �L�H�L���ú�L���F�X���S�H�U�V�R�D�Q�H���� �J�U�X�S�X�U�L���V�R�F�L�D�O�H���ú�L���L�Q�V�W�L�W�X� �L�L���H�[�W�H�U�L�R�D�U�H���R�U�J�D�Q�L�]�D� �L�H�L�����%�X�Q�X�O���P�H�U�V���D�O��

�v�Q�W�U�H�J�L�L�� �R�U�J�D�Q�L�]�D� �L�L���� �V�X�S�U�D�Y�L�H� �X�L�U�H�D�� �H�L�� �v�Q�� �P�H�G�L�X�O�� �V�R�F�L�D�O���� �G�H�S�L�Q�G�� �G�H�� �P�R�G�X�O�� �v�Q�� �F�D�U�H�� �P�D�Q�D�J�H�U�X�O��

�J�H�V�W�L�R�Q�H�D�]�����R���D���S�D�W�U�D���U�H�V�X�U�V�������G�H���Q�D�W�X�U�����V�X�E�W�L�O����- �L�Q�I�R�U�P�D� �L�D�����6-�D���V�S�X�V�����L�Q�I�R�U�P�D� �L�H��� ���S�X�W�H�U�H�����'�H��

�I�D�S�W���F�L�U�F�X�O�D� �L�D���L�Q�I�R�U�P�D� �L�H�L��- comunicarea - �H�V�W�H���F�H�D���F�D�U�H���O�H�D�J�����v�Q�W�U�H���H�O�H���F�H�O�H�O�D�O�W�H���U�H�V�X�U�V�H���� �Ì�Q���ú�L��

�S�U�L�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �V�D���� �P�D�Q�D�J�H�U�X�O�� �V�W�D�E�L�O�H�ú�W�H�� �� �V�W�U�X�F�W�X�U�L�O�H�� �ú�L�� �L�P�S�U�L�P���� �V�W�L�O�X�O�� �G�H�� �F�R�P�X�Q�L�F�D�U�H���� �v�ú�L��

con�V�R�O�L�G�H�D�]���� �S�X�W�H�U�H�D���� �)�R�U�P�X�O�D�� �G�H�� �P�D�L�� �V�X�V�� �D�U�� �S�X�W�H�D�� �I�L�� �H�[�S�U�L�P�D�W������ �F�R�P�X�Q�L�F�D�U�H�� � �� �S�X�W�H�U�H����

�0�D�Q�D�J�H�U�X�O���H�[�L�V�W�����F�D���S�X�W�H�U�H���U�H�D�O�����v�Q���R�U�J�D�Q�L�]�D� �L�H���ú�L���v�ú�L���v�Q�G�H�S�O�L�Q�H�ú�W�H���I�X�Q�F� �L�L�O�H���F�R�P�X�Q�L�F�k�Q�G�� 

�x Planificarea �D�F�W�L�Y�L�W��� �L�L�� �V�H�� �E�D�]�H�D�]���� �S�H�� �R�� �D�P�S�O���� �L�Q�I�R�U�P�D�U�H�� �L�Q�W�H�U�Q���� �D�V�X�S�U�D�� �U�H�V�X�U�V�H�O�R�U��

m�D�W�H�U�L�D�O�H���� �I�L�Q�D�Q�F�L�D�U�H���� �X�P�D�Q�H���� �D�V�X�S�U�D�� �G�L�V�I�X�Q�F� �L�L�O�R�U�� �ú�L�� �S�U�R�E�O�H�P�H�O�R�U�� �L�Q�W�H�U�Q�H�� �F�k�W�� �ú�L�� �S�H��

�L�Q�I�R�U�P�D�U�H�� �H�[�W�H�U�Q���� �D�V�X�S�U�D���V�L�W�X�D� �L�H�L���G�H���S�H���S�L�D� ������ �D���G�L�I�H�U�L�W�H�O�R�U���H�Y�H�Q�L�P�H�Q�W�H���F�D�U�H���D�I�H�F�W�H�D�]����

�R�U�J�D�Q�L�]�D� �L�D�����L�Q�I�R�U�P�D�U�H���Y�L�W�D�O�����P�D�L���D�O�H�V���v�Q���F�R�Q�G�L� �L�L�O�H���X�Q�H�L���V�L�W�X�D� �L�L���G�L�Q�D�P�L�F�H�����F�X�P���H�V�W�H cea 

�G�L�Q���V�R�F�L�H�W�D�W�H�D���U�R�P�k�Q�H�D�V�F�����³�v�Q���W�U�D�Q�]�L� �L�H�´�����&�D�O�L�W�D�W�H�D���G�H�F�L�]�L�L�O�R�U���O�X�D�W�H���G�H�S�L�Q�G�H���G�H���F�D�O�L�W�D�W�H�D��

�ú�L�� �F�D�Q�W�L�W�D�W�H�D�� �G�H�� �L�Q�I�R�U�P�D� �L�H�� �G�H�� �F�D�U�H�� �G�L�V�S�X�Q�H�� �P�D�Q�D�J�H�U�X�O�� �O�D�� �X�Q�� �P�R�P�H�Q�W�� �G�D�W���� �'�H�F�L�]�L�L�O�H��
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�P�D�Q�D�J�H�U�L�D�O�H���� �F�R�Q�F�U�H�W�L�]�D�W�H�� �v�Q�� �R�E�L�H�F�W�L�Y�H�� �ú�L�� �S�O�D�Q�X�U�L�� �G�H�� �U�H�D�O�L�]�D�U�H�� �V�X�Q�W�� �D�S�R�L�� �F�R�P�X�Q�Lcate 

�W�X�W�X�U�R�U���F�H�O�R�U���L�P�S�O�L�F�D� �L���v�Q���U�H�D�O�L�]�D�U�H�D���O�R�U�� 

�x Organizarea - �I�X�Q�F� �L�H�� �V�X�E�V�H�F�Y�H�Q�W���� �S�O�D�Q�L�I�L�F���U�L�L���� �S�U�H�V�X�S�X�Q�H�� �V�W�D�E�L�O�L�U�H�D�� �ú�L�� �D�W�U�L�E�X�L�U�H�D�� �G�H��

�V�D�U�F�L�Q�L�����G�H�W�H�U�P�L�Q�D�U�H�D���V�W�U�X�F�W�X�U�L�O�R�U���I�X�Q�F� �L�R�Q�D�O�H�����V�W�D�E�L�O�L�U�H�D���W�H�U�P�H�Q�H�O�R�U���ú�L���D���S�D�U�D�P�H�W�U�L�O�R�U���G�H��

executare a sarcinilor (cine, c�H���� �F�X�P���� �F�k�Q�G�� �D�U�H�� �G�H�� �I���F�X�W������ �$�O�R�F�D�U�H�D�� �U�H�V�X�U�V�H�O�R�U��

�R�U�J�D�Q�L�]�D� �L�H�L�� �H�V�W�H�� �P�H�G�L�D�W���� �G�H�� �F�R�P�X�Q�L�F�D�U�H�D�� �L�Q�W�H�U�Q������ �G�H�F�L�� �H�I�L�F�L�H�Q� �D�� �R�U�J�D�Q�L�]���U�L�L�� �G�H�S�L�Q�G�H����

�D�O���W�X�U�L���G�H���F�R�P�S�H�W�H�Q� �D���P�D�Q�D�J�H�U�X�O�X�L�����G�H���I�H�O�X�O���v�Q���F�D�U�H�����V�H���L�Q�I�R�U�P�H�D�]�����ú�L���v�L���L�Q�I�R�U�P�H�D�]�����S�H��

�F�H�L�O�D�O� �L�� 

�x Comanda - �I�X�Q�F� �L�D�� �F�H�D�� �P�D�L�� �V�H�Q�V�L�E�L�O�� �G�H�W�H�U�P�L�Q�D�W���� �G�H�� �F�R�P�X�Q�L�F�D�U�H��- �F�R�Q�V�W���� �v�Q��

�G�L�U�H�F� �L�R�Q�D�U�H�D�� �V�X�E�R�U�G�R�Q�D� �L�O�R�U�� �S�H�Q�W�U�X�� �D�W�L�Q�J�H�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �S�U�L�Q�� �G�L�V�S�R�]�L� �L�L���� �R�U�G�L�Q�H����

�L�Q�V�W�U�X�F� �L�X�Q�L�����0�R�G�X�O���v�Q���F�D�U�H���P�D�Q�D�J�H�U�X�O���v�ú�L���³�F�R�Q�G�X�F�H�´���R�D�P�H�Q�L�L���V�S�U�H���R�E�L�H�F�W�L�Y�H�����G�H�O�H�J�D�U�H�D��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� �P�R�W�L�Y�D�U�H�D���S�H�Q�W�U�X���P�X�Q�F�����G�H�S�L�Q�G���G�H���V�W�L�O�X�O���G�H���F�R�P�X�Q�L�F�D�U�H�� 

�x Coordonarea �U�H�V�X�U�V�H�O�R�U�� �ú�L�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �I�X�Q�F� �L�R�Q�D�O�H�� �S�H�� �S�D�U�F�X�U�V�X�O�� �U�H�D�O�L�]���U�L�L��

�R�E�L�H�F�W�L�Y�H�O�R�U���� �F�O�L�P�D�W�X�O�� �G�H�� �F�R�O�D�E�R�U�D�U�H���� �D�W�H�Q�X�D�U�H�D�� �W�H�Q�V�L�X�Q�L�O�R�U���� �U�H�]�R�O�Y�D�U�H�D�� �F�R�Q�I�O�L�F�W�H�O�R�U�� �ú�L��

�G�H�S�L�Q�G���ú�L���H�O�H���G�H���V�W�L�O�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���ú�L���G�H���W�D�F�W�X�O���P�D�Q�D�J�H�U�X�O�X�L�� 

�x Controlul �F�R�Q�V�W���� �G�L�Q�� �Y�H�U�L�I�L�F�D�U�H�D�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �R�E�L�H�F�W�L�Y�H�O�R�U�� �G�H�� �F���W�U�H�� �I�L�H�F�D�U�H�� �S�H�U�V�R�D�Q���� �ú�L��

�F�R�P�S�D�U�W�L�P�H�Q�W�� �I�X�Q�F� �L�R�Q�D�O�� �v�Q�� �F�R�Q�G�L� �L�L�O�H�� �S�U�H�V�F�U�L�V�H�� ���W�H�U�P�H�Q�H���� �F�D�O�L�W�D�W�H�� �H�W�F�������� �H�Y�D�O�X�D�U�H�D��

�S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �ú�L�� �F�R�P�S�R�U�W�D�P�H�Q�W�X�O�X�L�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O�� �D�O���D�Q�J�D�M�D� �L�O�R�U���� �6�W�L�O�X�O�� �G�H��

�F�R�P�X�Q�L�F�D�U�H�����U�H�O�D� �L�R�Q�D�U�H���ú�L���F�R�Q�G�X�F�H�U�H���V�H���P�D�Q�L�I�H�V�W�����S�O�H�Q�D�U���v�Q���L�Q�W�H�U�Y�L�X�U�L�O�H���G�H���F�R�P�X�Q�L�F�D�U�H��

�D�� �H�Y�D�O�X���U�L�L���� �G�L�V�F�X� �L�L�O�H�� �G�H�� �G�L�V�F�L�S�O�L�Q�D�U�H���� �D�Q�D�O�L�]�D�� �U�D�S�R�D�U�W�H�O�R�U�� �V�X�E�R�U�G�R�Q�D� �L�O�R�U�� �ú�L�� �v�Q�W�R�F�P�L�U�H�D��

propriului raport de activitate. 

 Analize ale ponderii c�R�P�X�Q�L�F���U�L�L�� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �P�D�Q�D�J�H�U�L�D�O���� �D�X�� �D�U���W�D�W�� �F���� �W�L�P�S�X�O��

�D�O�R�F�D�W���D�F�H�V�W�H�L�D���H�V�W�H���I�R�D�U�W�H���P�D�U�H���ú�L���F�U�H�ú�W�H���R�G�D�W�����F�X���Q�L�Y�H�O�X�O���L�H�U�D�U�K�L�F�����$�F�H�D�V�W�����V�L�W�X�D� �L�H���S�X�Q�H���v�Q�F����

�R�� �G�D�W���� �v�Q�� �H�Y�L�G�H�Q� ���� �L�P�S�R�U�W�D�Q� �D�� �D�E�L�O�L�W��� �L�O�R�U�� �V�R�F�L�D�O�H�� �ú�L�� �F�R�P�X�Q�L�F�D� �L�R�Q�D�O�H�� �S�H�Q�W�U�X�� �P�X�Q�F�D��

managerului.  Munc�D�� �U�H�D�O���� �D�� �P�D�Q�D�J�H�U�X�O�X�L�� �V�H�� �F�R�Q�F�U�H�W�L�]�H�D�]���� �S�U�L�Q�� �U�R�O�X�U�L�� �L�Q�W�H�U�S�H�U�V�R�Q�D�O�H����

�L�Q�I�R�U�P�D� �L�R�Q�D�O�H�����G�H�F�L�]�L�R�Q�D�O�H 

�x Rolurile interpersonale �V�X�Q�W�� �M�X�F�D�W�H�� �G�H�� �P�D�Q�D�J�H�U�� �F�D�� �S�H�U�V�R�D�Q���� �G�H�� �O�H�J���W�X�U���� �v�Q�W�U�H��

�R�U�J�D�Q�L�]�D� �L�H�� �ú�L�� �H�[�W�H�U�L�R�U���� �v�Q�W�U�H�� �P�H�P�E�U�L�L�� �R�U�J�D�Q�L�]�D� �L�H�L���� �v�Q�W�U�H�� �G�L�I�H�U�L�W�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H���� �vntre 

�S�H�U�V�R�D�Q�H�� �ú�L�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� ���� �L�Q�V�W�D�Q� �H�� �L�H�U�D�U�K�L�F�H���� �3�H�U�V�R�Q�D�O�L�W�D�W�H�D�� �P�D�Q�D�J�H�U�X�O�X�L�� �V�H��

�P�D�Q�L�I�H�V�W�����v�Q���I�L�H�F�D�U�H���G�L�Q�W�U�H���D�F�H�V�W�H���U�H�O�D� �L�L���ú�L���V�H���P�R�G�H�O�H�D�]�����S�U�L�Q���H�[�H�U�F�L�W�D�U�H�D���U�R�O�X�U�L�O�R�U�� 
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�x �5�R�O�X�U�L�O�H���L�Q�I�R�U�P�D� �L�R�Q�D�O�H, �P�D�Q�L�I�H�V�W�D�W�H���S�U�L�Q���J�H�V�W�L�R�Q�D�U�H�D���U�H�V�X�U�V�H�L���³�L�Q�I�R�U�P�D� �L�H�´�����F�R�Q�W�U�L�E�X�Le 

�O�D�� �F���X�W�D�U�H�D�� �ú�L�� �S�U�L�P�L�U�H�D�� �G�H�� �L�Q�I�R�U�P�D� �L�L�� ���L�Q�W�H�U�Q�H�� �ú�L�� �G�L�Q�� �P�H�G�L�X���� �Q�H�F�H�V�D�U�H�� �G�H�F�L�]�L�L�O�R�U����

�W�U�D�Q�V�P�L�W�H�U�H�� �G�H�� �L�Q�I�R�U�P�D� �L�L�� �X�W�L�O�H�� �S�H�Q�W�U�X�� �v�Q�G�H�S�O�L�Q�L�U�H�D�� �V�D�U�F�L�Q�L�O�R�U�� �G�H�� �F���W�U�H�� �V�X�E�R�U�G�R�Q�D� �L����

�U�H�S�U�H�]�H�Q�W�D�U�H�D���R�U�J�D�Q�L�]�D� �L�H�L���v�Q���H�[�W�H�U�L�R�U�� 

�x Rolurile decizionale, implicite actului de cond�X�F�H�U�H���� �V�H�� �E�D�]�H�D�]���� �S�H�� �S�U�L�P�H�O�H�� �G�R�X����

�F�D�W�H�J�R�U�L�L�� �ú�L�� �F�R�Q�V�W�D�X�� �v�Q�� �D�G�R�S�W�D�U�H�D�� �G�H�� �V�W�U�D�W�H�J�L�L�� �G�H�� �G�H�]�Y�R�O�W�D�U�H���� �V�F�K�L�P�E�D�U�H���� �U�H�]�R�O�Y�D�U�H�D��

�G�L�V�I�X�Q�F� �L�R�Q�D�O�L�W��� �L�O�R�U���S�H�Q�W�U�X���D�W�L�Q�J�H�U�H�D���R�E�L�H�F�W�L�Y�H�O�R�U�� 

 �(�[�H�U�F�L�W�D�U�H�D���D�F�H�V�W�R�U���U�R�O�X�U�L���P�D�Q�D�J�H�U�L�D�O�H���S�U�H�V�X�S�X�Q�H���I�R�O�R�V�L�U�H�D���I�X�Q�F� �L�L�O�R�U���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H��

�D�O�H�� �F�R�P�X�Q�L�F���U�L�L�� ���L�Q�I�R�U�P�D�U�H���� �F�R�R�U�G�R�Q�D�U�H���� �F�R�Q�W�U�R�O���� �P�R�W�L�Y�D�U�H���� �H�[�S�U�L�P�D�U�H�� �H�P�R� �L�R�Q�D�O������ �S�H�Q�W�U�X��

�v�Q�G�H�S�O�L�Q�L�U�H�D�� �I�X�Q�F� �L�H�L�� �G�H�� �J�H�V�W�L�X�Q�H�� �D�� �W�X�W�X�U�R�U�� �U�H�V�X�U�V�H�O�R�U�� �R�U�J�D�Q�L�]�D� �L�H�L���� �,�D�W���� �F�k�W�H�Y�D�� �H�[�H�P�S�O�H�� �G�H��

�V�L�W�X�D� �L�L�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �I���U���� �G�H�� �F�D�U�H�� �P�X�Q�F�D�� �P�D�Q�D�J�H�U�L�D�O���� �D�U�� �I�L��de neconceput: participarea la 

�ú�H�G�L�Q� �H�����R�S�H�U�D�W�L�Y�H�����G�H���F�R�P�L�V�L�H���H�W�F���������G�L�V�F�X� �L�L���W�H�O�H�I�R�Q�L�F�H���F�X���S�H�U�V�R�Q�D�O�X�O���G�L�Q���V�X�E�R�U�G�L�Q�H�����G�L�V�F�X� �L�L���F�X��

�D�O�W�H�� �S�H�U�V�R�D�Q�H�� �G�L�Q�� �F�R�Q�G�X�F�H�U�H���� �G�L�V�F�X� �L�L�� �F�X�� �G�L�I�H�U�L� �L�� �F�O�L�H�Q� �L���� �I�X�U�Q�L�]�R�U�L���� �D�O�W�H�� �R�U�J�D�Q�L�]�D� �L�L���� �D�X�G�L�H�Q� �H����

�D�F�W�L�Y�L�W��� �L�� �G�H�� �S�U�R�W�R�F�R�O�� ���S�U�L�P�L�U�H�D�� �X�Q�R�U�� �G�H�O�H�J�D� �L�L�� �G�L�Q�� � �D�U���� �ú�L�� �G�L�Q�� �V�W�U���L�Q���W�D�W�H������ �U�H�]�R�O�Y�D�U�H�D��

�F�R�U�H�V�S�R�Q�G�H�Q� �H�L���ú�L���V�H�P�Q�D�U�H�D���P�D�S�H�L�����G�L�V�F�X� �L�L���F�X���O�L�G�H�U�L�L���V�L�Q�G�L�F�D�O�L���G�L�Q���L�Q�V�W�L�W�X�W�L�H�����F�R�Q�V�X�O�W�D�U�H�D���X�Q�R�U��

materiale de specialitate. 

 �6�F�R�S�X�U�L�O�H�� �F�R�P�X�Q�L�F���U�L�L�� �P�D�Q�D�J�H�U�L�D�O�H�� �V�X�Q�W�� �V�W�U�k�Q�V�� �O�H�J�D�W�H�� �G�H�� �R�E�L�H�F�W�L�Y�H�O�H�� �J�Hnerale ale 

�R�U�J�D�Q�L�]�D� �L�H�L�����L�Q�I�R�U�P�D�U�H�����F�R�P�D�Q�G�����ú�L���L�Q�V�W�U�X�L�U�H�����L�Q�I�O�X�H�Q� �D�U�H���ú�L���F�R�Q�Y�L�Q�J�H�U�H�����v�Q�G�U�X�P�D�U�H���ú�L���V�I���W�X�L�U�H����

�L�Q�W�H�J�U�D�U�H�� �ú�L�� �P�H�Q� �L�Q�H�U�H���� �0�D�Q�D�J�H�U�X�O�� �I�D�F�H�� �V���� �F�L�U�F�X�O�H�� �L�Q�I�R�U�P�D� �L�D�� �X�W�L�O���� �D�W�L�Q�J�H�U�L�L�� �D�F�H�V�W�R�U�� �R�E�L�H�F�W�L�Y�H����

�F�R�R�U�G�R�Q�H�D�]���� �V�X�U�V�H�O�H�� �L�Q�W�H�U�P�H�G�L�D�U�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H���� �I�D�F�H �V���� �D�M�X�Q�J���� �L�Q�I�R�U�P�D� �L�L�O�H�� �X�W�L�O�H�� �O�D�� �W�L�P�S�X�O��

�S�R�W�U�L�Y�L�W���ú�L���O�D���S�H�U�V�R�D�Q�D���S�R�W�U�L�Y�L�W�������I�R�O�R�V�H�ú�W�H���L�Q�I�R�U�P�D� �L�D���S�H�Q�W�U�X���D���I�D�F�H���F�O�D�U�H���V�F�R�S�X�U�L�O�H���R�U�J�D�Q�L�]�D� �L�H�L��

�S�H�Q�W�U�X���D�Q�J�D�M�D� �L�����S�H�Q�W�U�X���D-�L���F�R�L�Q�W�H�U�H�V�D���ú�L���D���O�H���F�U�H�D���V�D�W�L�V�I�D�F� �L�D���D�W�L�Q�J�H�U�L�L���V�F�R�S�X�U�L�O�R�U����Adeziunea 

�D�Q�J�D�M�D� �L�O�R�U���O�D���V�F�R�S�X�U�L�O�H���R�U�J�D�Q�L�]�D� �L�H�L�����³�F�R�Q�F�H�U�W�D�U�H�D�´���ú�L���F�R�Q�F�H�Q�W�U�D�U�H�D���H�I�R�U�W�X�U�L�O�R�U���O�R�U���V�H���S�R�W���U�H�D�O�L�]�D��

�I�R�O�R�V�L�Q�G���W�R�D�W�H���I�R�U�P�H�O�H���ú�L���U�H�V�X�U�V�H�O�H���F�R�P�X�Q�L�F���U�L�L���P�D�Q�D�J�H�U�L�D�O�H���� 

 

�L�����'�R�F�X�P�H�Q�W�H���G�H���E�D�]�����v�Q���F�R�P�X�Q�L�F�D�U�H�D���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�� 

 Nota de serviciu �H�V�W�H���R���F�R�P�X�Q�L�F�D�U�H���L�Q�W�H�U�Q�����V�F�X�U�W�������U�H�I�H�U�L�W�R�Dre la un fapt particular, prin 

�F�D�U�H���V�H���V�R�O�L�F�L�W�����F�H�Y�D���V�D�X���V�H���L�Q�I�R�U�P�H�D�]�����S�H�U�V�R�D�Q�H���V�D�X���F�R�P�S�D�U�W�L�P�H�Q�W�H���D�V�X�S�U�D���X�Q�R�U���H�Y�H�Q�L�P�H�Q�W�H����

�P���V�X�U�L�� �H�W�F���� �(�D�� �G���� �H�V�H�Q� �L�D�O�X�O���� �V�L�P�S�O�L�I�L�F���� �V�H�F�X�Q�G�D�U�X�O�� �ú�L�� �V�D�F�U�L�I�L�F���� �U�H�V�W�X�O���� �)�L�L�Q�G�� �R�� �F�R�P�X�Q�L�F�D�U�H��

�R�I�L�F�L�D�O���� �F�D�U�H�� �V�W�D�E�L�O�H�ú�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�� �Q�R�W�D�� �G�H�� �V�H�U�Y�L�F�L�X�� �V�H�� �v�Q�W�R�F�P�H�ú�W�H�� �G�H�� �R�E�L�F�H�L�� �v�Q�� �G�R�X����

�H�[�H�P�S�O�D�U�H���� �G�H�V�W�L�Q�D�W�D�U�X�O�� �V�H�P�Q�k�Q�G�� �G�H�� �S�U�L�P�L�U�H�� �S�H�� �F�R�S�L�H�� ���S�H�Q�W�U�X�� �X�Q�H�O�H�� �W�L�S�X�U�L�� �G�H�� �Q�R�W�H�� �H�[�L�V�W����
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�I�R�U�P�X�O�D�U�H�� �F�X�� �U�X�E�U�L�F�L�� �S�H�Q�W�U�X�� �P�H�Q� �L�R�Q�D�U�H�D�� �G�D�W�H�L�� �ú�L�� �R�U�H�L�� �G�H�� �S�U�L�P�L�U�H������ �&�D�� �R�U�L�F�H�� �D�O�W���� �I�R�U�P���� �G�H��

�F�R�P�X�Q�L�F�D�U�H�� �V�F�U�L�V������ �Q�R�W�D�� �Y�D�� �P�H�Q� �L�R�Q�D�� �H�P�L�W�H�Q�W�X�O�� �ú�L�� �G�H�V�W�L�Q�D�W�D�U�X�O�� ���Q�X�P�H���� �I�X�Q�F� �L�H���� �F�R�P�S�D�U�W�L�P�H�Q�W����

�ú�L���Y�D���I�L���V�H�P�Q�D�W�����G�H���S�U�L�P�X�O�� 

Procesul verbal �F�R�Q�V�H�P�Q�H�D�]�����R���U�H�O�D� �L�H���S�U�H�F�L�V�������V�F�U�L�V�����G�H���R���S�H�U�V�R�D�Q�����F�D�O�L�I�L�F�D�W�����ú�L���D�X�W�R�U�L�]�D�W�����v�Q��

�D�F�H�V�W���V�H�Q�V�����S�H�Q�W�U�X���D���I�L���F�L�W�L�W�����v�Q���S�X�E�O�L�F�����G�H���X�Q�G�H���ú�L���Q�X�P�H�O�H���H�L�������3�U�R�F�H�V�X�O���Y�H�U�E�D�O���F�R�Q� �L�Q�H�� 

�x constatarea unui fapt, incident, eveniment; 

�x �F�R�Q�V�H�P�Q�D�U�H�D���X�Q�H�L���P���U�W�X�U�L�L�����D���X�Q�H�L���G�H�F�O�D�U�D� �L�L�� 

�x �D�F�R�U�G�X�O���O�D���F�D�U�H���D�X���D�M�X�Q�V���G�R�X�����S���U� �L���� 

�x �U�H�]�R�O�X� �L�L�O�H���O�X�D�W�H���F�X���R���D�Q�X�P�L�W�����R�F�D�]�L�H�� 

�$�X�W�R�U�X�O���F�R�P�X�Q�L�F���U�L�L���U�H�O�D�W�H�D�]���� �F�X���I�L�G�H�O�L�W�D�W�H���H�Y�H�Q�L�P�H�Q�W�X�O���� �G�H�F�O�D�U�D� �L�D���� �U�H�]�R�O�X� �L�D�����D�F�R�U�G�X�O�����G�D�U���Q�X��

�F�R�P�H�Q�W�H�D�]���� �v�Q�� �Q�L�F�L�� �X�Q�� �I�H�O�� �F�R�Q� �L�Q�X�W�X�O�����3�U�R�F�H�V�X�O�� �Y�H�U�E�D�O�� �H�V�W�H�� �G�D�W�D�W�� �ú�L�� �V�H�P�Q�D�W�� �G�H�� �D�X�W�R�U�� �ú�L�� �G�H��

�G�H�F�O�D�U�D�Q� �L���V�D�X���P�D�U�W�R�U�L���S�H�Q�W�U�X���D���F�R�Q�I�L�U�P�D���D�X�W�H�Q�W�L�F�L�W�D�W�H�D���� 

 Darea de �V�H�D�P�� �D�U�H���� �G�H�� �R�E�L�F�H�L���� �R�� �v�Q�W�L�Q�G�H�U�H�� �P�D�L�� �P�D�U�H�� �G�H�F�k�W�� �S�U�R�F�H�V�X�O�� �Y�H�U�E�D�O�� �ú�L��

�F�R�P�X�Q�L�F�����G�H�W�D�O�L�D�W���P�R�G�X�O���G�H���v�Q�G�H�S�O�L�Q�L�U�H���D���X�Q�H�L���v�Q�V���U�F�L�Q���U�L�����)�D�S�W�H�O�H���V�X�Q�W���G�H�V�F�U�L�V�H���F�k�W���P�D�L���I�L�G�H�O��

�S�H�Q�W�U�X�� �D�� �S�X�Q�H�� �O�D�� �F�X�U�H�Q�W�� �F�X�� �U�H�D�O�L�W�D�W�H�D�� �X�Q�� �V�X�S�H�U�L�R�U�� �V�D�X�� �X�Q�� �I�R�U���� �v�Q�W�U-�R�� �P�D�Q�L�H�U���� �R�E�L�H�F�W�L�Y������ �I���U����a 

�D�Q�D�O�L�]�D�� �V�D�X�� �F�R�P�H�Q�W�D���� �&�D�� �ú�L�� �O�D�� �F�H�O�H�O�D�O�W�H�� �I�R�U�P�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �V�F�U�L�V������ �V�H�� �Y�D�� �P�H�Q� �L�R�Q�D�� �G�D�W�D��

�v�Q�W�R�F�P�L�U�L�L�����H�P�L�W�H�Q�W�X�O���ú�L���G�H�V�W�L�Q�D�W�D�U�X�O���� 

 Raportul �H�V�W�H���R���F�R�P�X�Q�L�F�D�U�H���P�D�L���F�R�P�S�O�H�[�������F�D�U�H���F�X�S�U�L�Q�G�H���D�Q�D�O�L�]�D���X�Q�R�U���I�D�S�W�H���V�D�X���D���X�Q�H�L��

�V�L�W�X�D� �L�L���� �F�X�� �V�F�R�S�X�O�� �G�H�� �D�� �R�U�L�H�Q�W�D�� �X�Q�� �I�R�U���V�X�S�H�U�L�R�U�� �V�S�U�H�� �R�� �D�Q�X�P�L�W���� �G�H�F�L�]�L�H�� �V�D�X�� �D�F� �L�X�Q�H����El are o 

�I�R�U�P�����U�L�J�X�U�R�D�V�����ú�L���W�U�H�E�X�L�H���V�����U�H�V�S�H�F�W�H���F�k�W�H�Y�D���U�H�J�X�O�L�� 

�x �V�����G�H�D���G�D�W�H���S�U�H�F�L�V�H���G�H�V�S�U�H���V�X�E�L�H�F�W�� 

�x �v�Q�O���Q� �X�L�U�H�D���L�G�H�L�O�R�U���V�����I�L�H���O�R�J�L�F�����ú�L���V�����F�X�S�U�L�Q�G�����D�U�J�X�P�H�Q�W���U�L���ú�L���D�S�U�H�F�L�H�U�L���S�H�U�V�R�Q�D�O�H�� 

�V�����W�L�Q�G�����v�Q���I�L�Q�D�O���V�S�U�H���S�U�H�]entarea unor propuneri practice 

 

8.2. Modul de lucru 

 

8.4. �3�U�H�F�L�]���U�L���S�U�L�Y�L�Q�G���H�W�D�S�H�O�H���S�U�R�F�H�G�X�U�L�L 

 ���F�L�Q�H�� �F�R�P�X�Q�L�F���"���� �F�L�Q�H�� �S�U�L�P�H�ú�W�H�� �L�Q�I�R�U�P�D� �L�D�"���� �F�X�P�� �V�H�� �W�U�D�Q�V�P�L�W�H�� �L�Q�I�R�U�P�D� �L�D�"���� �F�k�Q�G�� �V�H��

�W�U�D�Q�V�P�L�W�H���L�Q�I�R�U�P�D� �L�D�"���� 

 

Comunicarea inter�Q�����F�R�P�X�Q�L�F�D�U�H���F�X�U�H�Q�W�����ú�L���S�H�U�L�R�G�L�F���� 
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Pasul I 

�Ì�Q�W�U�X�Q�L�U�H�D�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H���� �G�H�V�I���ú�X�U�D�U�H�D�� �ú�H�G�L�Q� �H�O�R�U�� �&�$���� �&�3���� �� �� �F�R�P�L�V�L�L�O�R�U�� �P�H�W�R�G�L�F�H����

comisiilor de lucru, serviciilor �I�X�Q�F� �L�R�Q�D�O�H�� 

Pasul II 

�Ì�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U�� �V�H�� �v�Q�F�K�H�L�H�� �S�U�R�F�H�V�H�� �Y�H�U�E�D�O�H���� �v�Q�� �U�H�J�L�V�W�U�H�� �V�S�H�F�L�D�O�H�� �G�H�� �F�R�P�L�V�L�L���� �5�H�]�X�P�D�W�X�O��

�D�F�H�V�W�R�U���ú�H�G�L�Q� �H���V�H���D�I�L�ú�H�D�]�����ú�L���V�H���F�R�P�X�Q�L�F������ 

Pasul III  

�Ì�Q�� �J�H�Q�H�U�D�O���� �G�L�U�H�F�W�R�U�X�O���F�R�P�X�Q�L�F���� �S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���L�Q�I�R�U�P�D� �L�L�O�H���G�H���X�O�W�L�P���� �R�U���� �S�U�L�Q���&�R�Q�V�L�O�L�L��

Profesorale, i�D�U�� �v�Q�� �F�D�]�X�O�� �v�Q�� �F�D�U�H�� �V-�D�X�� �O�X�D�W�� �K�R�W���U�k�U�L�� �L�P�S�R�U�W�D�Q�W�H�� �v�Q�� �&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H����

directorul  �F�R�P�X�Q�L�F�����G�L�U�H�F� �L�L�O�H���S�H���F�D�U�H���W�U�H�E�X�L�H���V�����O�H���X�U�P�H�]�H�� �'�L�Q���S�D�U�W�H�D���F�R�Q�G�X�F�H�U�L�L���ú�F�R�O�L�L���H�[�L�V�W����

�R���F�R�P�X�Q�L�F�D�U�H���F�O�D�U�������E�D�]�D�W�����S�H���X�Q���O�L�P�E�D�M���F�R�P�X�Q�����v�P�S���U�W���ú�L�W���G�H���F�R�P�X�Q�L�F�D�Q� �L�� 

Com�X�Q�L�F�D�U�H�D�� �Q�R�Q�Y�H�U�E�D�O���� �V�H�� �I�D�F�H�� �S�U�L�Q�� �D�I�L�ú�D�M�� �O�D�� �D�Y�L�]�L�H�U�X�O�� �ú�F�R�O�L�L�� �V�D�X�� �D�O�� �F�D�Q�F�H�O�D�U�L�H�L���� �S�U�H�F�X�P�� �ú�L��

�S�U�L�Q�� �U�H�G�L�U�H�F� �L�R�Q�D�U�H�D�� �P�H�V�D�M�H�O�R�U�� �L�P�S�R�U�W�D�Q�W�H�� �S�H�Q�W�U�X�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�H�� �D�G�U�H�V�D�� �G�H�� �H-mail, prin 

�6�0�6�����I�D�[�����W�H�O�H�I�R�Q���I�L�[���ú�L���P�R�E�L�O. 

Pasul IV 

�'�R�F�X�P�H�Q�W�H�O�H�� �X�W�L�O�L�]�D�W�H�� �v�Q�W�U-o �X�Q�L�W�D�W�H�� �ú�F�R�O�D�U���� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �S�U�R�S�R�U� �L�H�� �G�H�� �������� �v�Q�� �I�R�U�P�D�W��

�H�O�H�F�W�U�R�Q�L�F���� �3�H�Q�W�U�X�� �G�R�F�X�P�H�Q�W�H�O�H�� �F�D�U�H�� �Q�X�� �V�H�� �F�U�H�H�D�]���� �H�O�H�F�W�U�R�Q�L�F�� �H�[�L�V�W���� �S�R�V�L�E�L�O�L�W�D�W�H�D�� �G�H�� �V�F�D�Q�D�U�H����

�L�Q�I�U�D�V�W�U�X�F�W�X�U�D���H�[�L�V�W�H�Q�W�����S�H�U�P�L� �k�Q�G���D�F�H�V�W���O�X�F�U�X���I�R�U�P�D�W���3�'�)���� 

�7�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���V�X�Q�W���F�U�H�D�W�H���G�H���F���W�U�H���S�H�U�V�R�Q�D�O�X�O���ú�F�R�O�L�L���v�Q���v�Q�G�H�S�O�L�Q�L�U�H�D���D�W�U�L�E�X� �L�L�O�R�U���F�H���v�L���U�H�Y�L�Q��

�F�D�� �D�Q�J�D�M�D�W�� �V�D�X�� �U�H�V�S�R�Q�V�D�E�L�O�� �ú�L�� �V�X�Q�W�� �S�R�V�W�D�W�H�� �O�D�� �D�Y�L�]�L�H�U�X�O�� �ú�F�R�O�L�L���� �(�[�F�H�S� �L�H�� �I�D�F�� �G�D�W�H�O�H�� �F�X�� �F�D�U�D�F�W�H�U��

personal care nu vor putea fi postate. 

Pasul V 

 Abordarea unei atitudini deschise, cooperante, binevo�L�W�R�D�U�H�� �v�Q�� �F�D�U�H�� �V�H�� �R�I�H�U���� �V�D�X�� �V�H�� �S�U�L�P�H�ú�W�H��

�I�H�H�G�E�D�F�N���ú�L���L�P�S�X�Q�H�U�H�D���H�Y�L�W���U�L�L���F�R�Q�I�O�L�F�W�H�O�R�U���F�H���V�H���S�R�W���L�V�F�D���G�L�Q���Q�H�v�Q� �H�O�H�J�H�U�L�� 

Pasul VI 

�&�X�� �H�O�H�Y�L�L�� �V�H�� �F�R�P�X�Q�L�F������ �v�Q�� �S�U�L�Q�F�L�S�D�O���� �O�D�� �R�U�H�O�H�� �G�H�� �G�L�U�L�J�H�Q� �L�H���� �S�U�L�Q�� �&�R�Q�V�L�O�L�X�O�� �U�H�S�U�H�]�H�Q�W�D�W�L�Y�� �D�O��

elevilor prin care li se aduc la cuno�ú�W�L�Q� �����X�O�W�L�P�H�O�H���Q�R�X�W��� �L. 

a) �&�R�P�X�Q�L�F�D�U�H�D���F�X�U�H�Q�W�� 
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�&�L�Q�H���F�R�P�X�Q�L�F���" �&�L�Q�H�� �S�U�L�P�H�ú�W�H��

�L�Q�I�R�U�P�D� �L�D�" 

Cum se transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�k�Q�G�� �V�H��

transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

�'�L�U�H�F�W�R�U�X�O���� �ú�H�I�L��

comisii metodice 

Personalul didactic �S�R�ú�W���� �H�O�H�F�W�U�R�Q�L�F������

�D�I�L�ú�D�U�H�� �O�D��avizierul din 

cancelarie, note 

informative, 

note de serviciu 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

Personalul didactic �&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

�'�L�U�H�F�W�R�U�X�O���� �ú�H�I�L��

comisii metodice/ 

Consilier educativ 

�S�R�ú�W���� �H�O�H�F�W�U�R�Q�L�F������

�D�I�L�ú�D�U�H�� �O�D�� �D�Y�L�]�L�H�U�X�O�� �G�L�Q��

cancelarie, note 

informative, 

�I�L�ú�H�� �G�H�� �H�Y�L�G�H�Q� ���� �D��

�D�F�W�L�Y�L�W��� �L�O�R�U�� �H�[�W�U�D-

curriculare/ orelor 

suplimentare, condica 

�G�H�� �S�U�H�]�H�Q� ������

portofoliile cadrelor 

didactice/ responsabilii 

de comisii metodice 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Directorul 

Personalul didactic 

auxiliar 

�S�R�ú�W�����H�O�H�F�W�U�R�Q�L�F������ 

�G�L�V�F�X� �L�L�� �F�X�� �S�Hrsoana/ 

persoanele implicate, 

note de serviciu, 

grafice de lucru 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

Personalul didactic 

auxiliar 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Directorul 

procese-verbale, 

�U�H�J�L�V�W�U�H�� �G�H�� �H�Y�L�G�H�Q� ������

�v�Q�U�H�J�L�V�W�U�D�U�H�� �D��

documentelor, condica 

�G�H���S�U�H�]�H�Q� ���� 

�Ì�Q���P�R�G���F�X�U�H�Q�W 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND COMUNICAREA INTRA SI 

INTERINSTITUTIONALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
06 Cod: P.O. 06 

Pagina     din 30 
Exemplar nr.:  

 

 134 

Conducerea �ú�F�R�O�L�L����

Director/ 

Administrator 

Personalul 

nedidactic 

note de serviciu, 

grafice de lucru, 

�F�R�Q�G�L�F�D���G�H���S�U�H�]�H�Q� �� 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

educativ/ Diriginte 

�(�O�H�Y�L�L���ú�F�R�O�L�L �S�R�ú�W���� �H�O�H�F�W�U�R�Q�L�F������

�D�I�L�ú�D�U�H�� �O�D�� �D�Y�L�]�L�H�U�X�O��

elevilor, 

proces-verbal, note 

informative 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

�(�O�H�Y�L�L�� �ú�F�R�O�L�L���� �ú�H�I�L�L��

claselor 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

educativ/ Diriginte 

�S�R�ú�W���� �H�O�H�F�W�U�R�Q�L�F������

procese-verbale pentru 

�R�S� �L�X�Q�L�O�H�� �&�'�ù����

procese-verbale de la 

�ú�H�G�L�Q� �H�O�H�� �&�R�Q�V�L�O�L�X�O�X�L��

�H�O�H�Y�L�O�R�U���� �I�L�ú�H��feedback, 

chestionare 

�Ì�Q���P�R�G���F�X�U�H�Q�W 

 

�E�����&�R�P�X�Q�L�F�D�U�H�D���S�H�U�L�R�G�L�F�� 

�&�L�Q�H���F�R�P�X�Q�L�F���" �&�L�Q�H�� �S�U�L�P�H�ú�W�H��

�L�Q�I�R�U�P�D� �L�D�" 

Cum se transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�k�Q�G�� �V�H��

transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

�'�L�U�H�F�W�R�U�X�O���� �ú�H�I�L��

comisii metodice 

Personalul didactic RI, Proceduri interne  

�ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]���� 

 

 

 

�'�D�U�H�� �G�H�� �V�H�D�P������ �5�D�S�R�U�W��

semestrial/ anual 

�L�Q�V�W�L�W�X� �L�R�Q�D�O�� 

 

Grafice, Decizii  

Conform 

Graficului 

�ú�H�G�L�Q� �H�O�R�U��

Consiliului 

profesoral 

 

Semestrial/ Anual 

 

�/�D�� �v�Q�F�H�S�X�W�X�O��

semestrului 

Personalul didactic �&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����Raport de activitate Semestrial/ Anual 
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�'�L�U�H�F�W�R�U�X�O���� �ú�H�I�L��

comisii metodice 

individual/ la nivelul 

comisiei 

�ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]������ 

 

 

 

Chestionare feedback 

 

Conform 

Graficului 

�ú�H�G�L�Q� �H�O�R�U��

Consiliului 

profesoral 

Semestrial 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Directorul 

Personalul didactic 

auxiliar 

R�,�����ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]���� 

Raport de activitate 

Semestrial 

Personalul didactic 

auxiliar 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Directorul 

Raport de activitate 

individual/ la nivelul 

departamentului, 

�ú�H�G�L�Q� �H�� �G�H�� �D�Q�D�O�L�]������

Chestionare feedback 

Semestrial/ Anual 

 

 

 

Semestrial 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ 

Administrator 

Personalul 

nedidactic 

RI, 

�ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]���� 

Raport de activitate 

individual/ la nivelul 

departamentului, 

Chestionare feedback 

Semestrial 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

educativ/ Diriginte 

�(�O�H�Y�L�L���ú�F�R�O�L�L RI, 

�ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]���� 

Raport de activitate a 

Consiliului elevilor,  

Semestrial/ La 

finalizarea 

�D�F�W�L�Y�L�W��� �L�O�R�U��

extra-curriculare 

�(�O�H�Y�L�L���ú�F�R�O�L�L �&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

educativ/ Diriginte 

Procese-verbale pentru 

�R�S� �L�X�Q�L�O�H���&�'�ù���� 

procese-verbale de la 

�ú�H�G�L�Q� �H�O�H�� �&�R�Q�V�L�O�L�X�O�X�L��

elevilor,  

 

 

Anual 

 

 

Conform Graficului 

�G�H�� �ú�H�G�L�Q� �H�� �D�O��

Consiliului elevilor 
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Chestionare feedback Semestrial 

 

�&�R�P�X�Q�L�F�D�U�H�D���H�[�W�H�U�Q�����F�X���S���U�L�Q� �L�L���ú�L���D�O�W�H���L�Q�V�W�L�W�X� �L�L���J�U�X�S�X�U�L��semnificative de interes 

Pasul VII 

�&�X���S���U�L�Q� �L�L���V�H���F�R�P�X�Q�L�F�����S�U�L�Q���ú�H�G�L�Q� �H�O�H���S�H���F�O�D�V�������S�U�L�Q���O�H�F�W�R�U�D�W�H�O�H���F�X���S���U�L�Q� �L�L���S�H���ú�F�R�D�O�����V�D�X���S�U�L�Q��

�F�R�Q�Y�R�F�D�U�H�D���&�R�Q�V�L�O�L�X�O�X�L���5�H�S�U�H�]�H�Q�W�D�W�L�Y���D�O���3���U�L�Q� �L�O�R�U. 

Pasul VIII  

�2�� �P�R�G�D�O�L�W�D�W�H�� �Q�H�S�U�R�W�R�F�R�O�D�U���� �G�H�� �D�� �V�H�P�Q�D�O�D�� �X�Q�� �O�X�F�U�X�� �L�P�S�R�U�W�D�Q�W�� �F�Dre s-a petrecut sau se va 

�S�H�W�U�H�F�H�� �V�H�� �I�D�F�H�� �S�U�L�Q�� �P�H�P�R�U�D�Q�G�X�P���Q�R�W���� �L�Q�W�H�U�Q���� �V�D�X�� �G�H�� �V�H�U�Y�L�F�L�X���� �S�U�H�D�Y�L�]���� �ú�L�� �G�H�F�L�]�L�L�� �D�O�H��

�G�L�U�H�F�W�R�U�X�O�X�L���ú�F�R�O�L�L���F�D�U�H���V�X�Q�W���F�R�P�X�Q�L�F�D�W�H���F�H�O�R�U���L�P�S�O�L�F�D� �L���G�H���F���W�U�H���V�H�U�Y�L�F�L�X�O���6�H�F�U�H�W�D�U�L�D�W�� 

Pasul IX 

�'�L�U�H�F�W�R�U�X�O�� �ú�F�R�O�L�L�� �H�V�W�H�� �F�H�O�� �F�D�U�H�� �G���� �W�R�Q�X�O�� �v�Q�� �U�H�O�D� �L�L�O�H�� �F�X�� �L�Q�V�W�L�W�X� �L�L�O�H�� �F�X�� �F�D�U�H�� �V�H�� �D�I�O���� �v�Q�� �U�H�O�D� �L�L�� �G�H��

�V�X�E�R�U�G�R�Q�D�U�H���� �G�H�� �I�O�H�[�L�E�L�O�L�W�D�W�H�D�� �D�F�H�V�W�X�L�D�� �G�H�S�L�Q�]�k�Q�G�� �W�L�S�X�O�� �G�H�� �U�H�O�D� �L�L�� �G�H�� �F�R�O�D�E�R�U�D�U�H�� �S�H�Q�W�U�X�� �E�X�Q�X�O��

�P�H�U�V���D�O���H�G�X�F�D� �L�H�L�� 

Pasul X 

�(�V�W�H�� �L�P�S�R�U�W�D�Q�W���� �ú�L�� �F�R�P�X�Q�L�F�D�U�H�D�� �F�X�� �D�O�W�H�� �L�Q�V�W�L�W�X� �L�L���$�-�2�)�0���� �D�J�H�Q� �L�� �H�F�R�Q�R�P�L�F�L���� �V�D�X��

presa/televiziune. 

Pasul XI 

�)�D� �����G�H���,�Q�V�S�H�F�W�R�U�D�W�X�O���ù�F�R�O�D�U���-�X�G�H� �H�D�Q��Dolj unitatea �F�R�P�X�Q�L�F���� �D�W�k�W���Q�R�Q�Y�H�U�E�D�O�����S�U�L�Q���P�L�M�O�R�D�F�H�O�H��

�G�H�� �F�R�P�X�Q�L�F�D�U�H�� �P�R�G�H�U�Q�H���� �W�H�O�H�I�R�Q���� �,�Q�W�H�U�Q�H�W���� �I�D�[���� �� �F�k�W�� �ú�L�� �Y�H�U�E�D�O���� �S�U�L�Q�� �G�L�U�H�F�W�R�U�X�O�� �ú�F�R�O�L�L����

�U�H�V�S�R�Q�V�D�E�L�O�L�L�� �G�H�� �F�R�P�L�V�L�L���P�H�W�R�G�L�F�H�� �ú�L�� �W�R�D�W�H���F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�U�L�Q�� �v�Q�W�k�O�Q�L�U�L�� �v�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U��

�G�H���O�X�F�U�X�����F�R�Q�V�I���W�X�L�U�L���V�D�X���L�Q�V�S�H�F� �L�L���W�H�P�D�W�L�F�H�� 

Pentru prevenirea unor incidente cu efecte nedorite, orice eveniment deosebit din cadrul 

�L�Q�V�W�L�W�X� �L�H�L���Q�R�D�V�W�U�H�����G�H���H�[�����I�D�S�W�H���J�U�D�Y�H���G�H���L�Q�G�L�V�F�L�S�O�L�Q�������D�F�F�L�G�H�Q�W�H���H�W�F�������Y�D���I�L���F�R�P�X�Q�L�F�D�W���v�Q���F�H�O���P�D�L��

�V�F�X�U�W���W�L�P�S���O�D���,���ù���-����Dolj�����V�F�U�L�V���ú�L���Y�H�U�E�D�O���� �,�Q�V�S�H�F�W�R�U�X�O�X�L���G�H���V�H�F�W�R�U�����,�Q�V�S�H�F�W�R�U�X�O�X�L���ù�F�R�O�D�U���*�H�Q�H�U�D�O��

�$�G�M�X�Q�F�W���ú�L���,�Q�V�S�H�F�W�R�U�X�O�X�L���ù�F�R�O�D�U���*�H�Q�H�U�D�O�� 
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Pasul X 

Cu �3�U�L�P���U�L�D, �&�R�Q�V�L�O�L�X�O�� �/�R�F�D�O�� �ú�F�R�D�O�D�� �W�U�H�E�X�L�H�� �V���� �I�L�H�� �X�Q�� �S�D�U�W�H�Q�H�U�� �G�H�V�F�K�L�V�� �V�S�U�H�� �D�F�H�O�D�ú�L�� �V�F�R�S���± 

�H�G�X�F�D�U�H�D���H�O�H�Y�L�O�R�U���� �F�R�P�X�Q�L�F�D�U�H�D���H�[�L�V�W�k�Q�G���F�K�L�D�U���v�Q���L�Q�W�H�U�L�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���G�H���v�Q�Y��� ���P�k�Q�W���D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H�� �F������ �F�R�Q�I�R�U�P�� �/�H�J�L�L�� �1�U������������������ �G�L�Q���&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H���� �D�O�� �X�Q�L�W��� �L�L���� �Gin Comisia 

�G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L���I�D�F�H���X�Q���U�H�S�U�H�]�H�Q�W�D�Q�W���D�O���&�R�Q�V�L�O�L�X�O�X�L���/�R�F�D�O�� 

 

�&�L�Q�H���F�R�P�X�Q�L�F���" �&�L�Q�H�� �S�U�L�P�H�ú�W�H��

�L�Q�I�R�U�P�D� �L�D�" 

Cum se transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�k�Q�G�� �V�H��

transmite 

�L�Q�I�R�U�P�D� �L�D�" 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Directorul 

�3���U�L�Q� �L PAS,  

Plan managerial 

�L�Q�V�W�L�W�X� �L�R�Q�D�O���� �5I, Raport 

�G�H�� �H�Y�D�O�X�D�U�H�� �L�Q�W�H�U�Q������

�2�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O���� 

Lectorat (Proces-

verbal) 

�ú�H�G�L�Q� �H���F�X���S���U�L�Q� �L�L 

�'�D�U�H�� �G�H�� �V�H�D�P������ �5�D�S�R�U�W��

semestrial/ anual 

�L�Q�V�W�L�W�X� �L�R�Q�D�O�� 

( Proces-verbal), 

�=�L�O�H�O�H���S�R�U� �L�O�R�U���G�H�V�F�K�L�V�H���� 

Note informative 

�S�U�L�Y�L�Q�G�� �V�L�W�X�D� �L�D�� �ú�F�R�O�D�U����

�S�H�Q�W�U�X�� �H�O�H�Y�L�L�� �F�R�U�L�J�H�Q� �L����

avertismente privind 

�V�L�W�X�D� �L�D���D�E�V�H�Q� �H�O�R�U 

permanent 

anual 

 

 

 

 

anual 

cf. graficului 

semestrial 

semestrial/ anual 

 

 

 

 

anual 

 

semestrial 

 

 

ocazional 

Personalul didactic �3���U�L�Q� �L RI, Carnet elev, 

portofoliile elevilor 

permanent 
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�2�U���� �G�H�� �F�R�Q�V�X�O�W�D� �L�L�� �F�X��

�S���U�L�Q� �L�L���� 

lectorate, acord de 

parteneriat 

�ú�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L��

(Proces-verbal),  

�V���S�W���P�k�Q�D�O 

 

anual 

 

semestrial 

 

permanent 

Anual 

�3���U�L�Q� �L �&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Personal 

didactic 

�2�U���� �G�H�� �F�R�Q�V�X�O�W�D� �L�L�� �F�X��

�S���U�L�Q� �L�L���� 

lectorate, acord de 

parteneriat 

�ú�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L��

(Proces-verbal), 

�F�H�U�H�U�H���G�H���v�Q�Y�R�L�U�H�� 

chestionare feedback 

�V���S�W���P�k�Q�D�O 

 

anual 

 

semestrial 

 

3 zile/ semestru 

semestrial 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director 

ISJ, MEN, ARACIP Raport de evaluare 

�L�Q�W�H�U�Q������ 

Raport de activitate/ 

�'�D�U�H���G�H���V�H�D�P������ 

�1�R�W�H�� �L�Q�I�R�U�P�D�W�L�Y�H���� �1�R�W����

de fundamentare a 

�F�L�I�U�H�L���G�H���ú�F�R�O�D�U�L�]�D�U�H�� 

Rapoarte, state de 

�I�X�Q�F� �L�L���� �G�R�F�X�P�H�Q�W�H��

personal, dosare cadre 

didactice, statistici  etc. 

anual 

 

anual 

 

semestrial 

 

cf. graficelor 

�L�Q�F�O�X�V�H�� �v�Q��

metodologiile 

specifice 

 

permanent 
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ISJ, MEN, 

ARACIP 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director 

�/�H�J�L�V�O�D� �L�H�� �v�Q�� �Y�L�J�R�D�U�H����

�Q�R�W�H���� �U�H�F�R�P�D�Q�G���U�L����

adrese, metodologii 

specifice �± email, 

telefon, fax, documente 

�v�Q�U�H�J�L�V�W�U�D�W�H 

permanent 

�&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

�H�G�X�F�D�W�L�Y�����'�L�U�L�J�L�Q� �L 

�,�Q�V�W�L�W�X� �L�L partenere contracte de parteneriat, 

RI, 

�ú�H�G�L�Q� �H���G�H���D�Q�D�O�L�]���� 

Raport de activitate a 

Consiliului elevilor,  

Plan managerial 

Consilier educativ, 

email, fax, telefon 

semestrial/ la 

finalizarea 

�D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D-

curriculare 

 

 

�&�R�P�X�Q�L�F�D�U�H���F�X�U�H�Q�W�� 

�,�Q�V�W�L�W�X� �L�L��partenere �&�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L����

Director/ Consilier 

�H�G�X�F�D�W�L�Y�����'�L�U�L�J�L�Q� �L 

contracte de parteneriat, 

email, fax, telefon, 

documente specifice 

proiectelor derulate 

�&�R�P�X�Q�L�F�D�U�H���F�X�U�H�Q�W�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �&�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L 

�ƒ �&�R�R�U�G�R�Q�H�D�]�����D�S�O�L�F�D�U�H�D���S�U�R�F�H�G�X�U�L�L���O�D���Q�L�Y�H�O�X�O���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H�� 

�ƒ �$�S�U�R�E���� �H�O�D�E�R�U�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�L�� �V�H�F� �L�X�Q�L�O�R�U�� �G�H��

lucru. 

 

�x Responsabilii de comisii/catedre/colective de lucru 

�ƒ �9�D�� �V�W�U�X�F�W�X�U�D�� �S�H�� �Q�L�Y�H�O�X�U�L���P�H�Q�L�X�U�L���V�X�E�P�H�Q�L�X�U�L�� �L�Q�I�R�U�P�D� �L�L�O�H�� �G�L�Q�W�U-o 

�D�Q�X�P�L�W�����V�H�F� �L�X�Q�H�� 

�ƒ �&�R�R�U�G�R�Q�H�D�]���� �D�S�O�L�F�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �O�D�� �Q�L�Y�H�O�X�O�� �V���X�� �G�H��

�F�R�P�S�H�W�H�Q� �����Q�L�Y�H�O���P�H�Q�L�X���S�U�L�Q�F�L�S�D�O���V�X�E�G�R�P�H�Q�L�X���� 

�ƒ �(�O�D�E�R�U�H�D�]�����G�R�F�X�P�H�Q�W�H���V�S�H�F�L�I�L�F�H���V�H�F� �L�X�Q�L�O�R�U���G�H���O�X�F�U�X�� 

 

�x Persoanele desemnate cu postarea documentelor, serviciul Secretariat 

�ƒ �9�R�U�� �D�I�L�ú�D�� �G�R�F�X�P�H�Q�W�H�O�H�� �F�U�H�D�W�H�� �F�X���D�Y�L�]�X�O�� �ú�H�I�X�O�X�L�� �G�H�� �F�R�P�L�V�L�H�� �V�D�X�� �O�D��

solicitarea acestuia. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

3         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S�����F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei sau, 

dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii operationale  
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri �H�V�W�H�� �G�H�� �D�� �G�H�I�L�Q�L�� �P�R�G�X�O�� �v�Q�� �F�D�U�H�� �V�H�� �v�Q�W�U�X�Q�H�ú�W�H�� �V�L�� �V�H�� �G�H�V�I���ú�R�D�U����

�ú�H�G�L�Q� �H�O�H���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O��din cadrul unitatii; 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin 

faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il 

inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q�����D�X�G�L�W�X�O �ú�L���V�D�X���D�O�W�H���R�U�J�D�Q�L�V�P�H���D�E�L�O�L�W�D�W�H���v�Q���D�F� �L�X�Q�L���G�H���D�X�G�L�W�D�U�H���ú�L���V�D�X��

control, iar pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �F�D�U�H�� �D�X�� �Q�R�U�P�D��

didactica la unitatea de invatamant, si personalului didactic auxiliar. 

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H����

�D�F�W�L�Y�L�W��� �L �G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X�� �F�R�O�D�E�R�U�D�U�H�D��

compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. Administrativ;  

5. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������� cu modificarile si completarile ulterioare; 

�ƒ Standardele de referinta si indicatorii de performanta pentru evaluarea si asigurarea 

calitatii in invatamantul preuniversitar �± H.G. nr. 1534/25.11.2008; 

�ƒ Standardele de acreditare si evaluare periodica a unitatilor de invatamant preuniversitar �± 

anexa H.G. nr. 21/10.01.2007; 

�ƒ Legea nr. 87/13.04.2006 privind asigurarea calitatii in educatie; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND INTRUNIREA SI 

DESFASURAREA SEDINTELOR 
CONSILIULUI  PROFESORAL 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
07 

Cod: P.O. 07 
Pagina     din  20 
Exemplar nr.:  

 

 150 

������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

�������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

vedere asumarea respon�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Consiliul Profesoral este �D�O�F���W�X�L�W din totalitatea personalului didactic de predare titular �ú�L 

suplinitor din �/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �ú�L are rol de decizie �v�Q 

domeniul instructiv-educativ. Personalul didactic auxiliar al �X�Q�L�W��� �L�L poate participa la �ú�H�G�L�Q� �H�O�H 

Consiliului Profesoral, atunci �F�k�Q�G se �G�L�V�F�X�W�� probleme referitoare la activitatea acestuia. 

 

La �ú�H�G�L�Q� �H�O�H Consiliului Profesoral directorul poate invita, �v�Q �I�X�Q�F� �L�H de tematica �G�H�]�E���W�X�W���� 

�U�H�S�U�H�]�H�Q�W�D�Q� �L ai �S���U�L�Q� �L�O�R�U�� ai consiliului elevilor, ai �D�X�W�R�U�L�W��� �L�O�R�U locale sau ai partenerilor sociali. 

 

Consiliul Profesoral se �v�Q�W�U�X�Q�H�ú�W�H lunar sau ori de �F�k�W�H ori directorul �X�Q�L�W��� �L�L de �v�Q�Y��� ���P�k�Q�W 

�F�R�Q�V�L�G�H�U�� necesar. Se poate mai intruni si la solicitarea a minimum o treime dintre cadrele 

didactice. 

 

�&�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �D�X�� �G�U�H�S�W�X�O�� �V���� �S�D�U�W�L�F�L�S�H���O�D�� �W�R�D�W�H�� �ú�H�G�L�Q� �H�O�H�� �&�R�Q�V�Lliilor profesorale din 

unitatea �G�H�� �v�Q�Y��� ���P�k�Q�W�� �X�Q�G�H�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D���� �R�E�O�L�J�D� �L�D�� �S�U�L�Q�F�L�S�D�O���� �I�L�L�Q�G�� �G�H�� �D�� �S�D�U�W�L�F�L�S�D�� �O�D��

�ú�H�G�L�Q� �H�O�H���&�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O���G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W���X�Q�G�H�����O�D���v�Q�F�H�S�X�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U�����G�H�F�O�D�U����

�F�����D�U�H���Q�R�U�P�D���G�H���E�D�]�������$�E�V�H�Q� �D���Q�H�P�R�W�L�Y�D�W�����G�H���O�D���ú�H�G�L�Q� �H�O�H���O�D���X�Q�L�W�D�W�H�D���O�D���F�D�U�H���D���G�H�F�O�D�U�D�W���F�����D�U�H���Q�R�U�P�D��

�G�H���E�D�]�����V�H���F�R�Q�V�L�G�H�U�����D�E�D�W�H�U�H���G�L�V�F�L�S�O�L�Q�D�U����   

 

�&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O���V�H���v�Q�W�U�X�Q�H�ú�W�H���O�H�J�D�O �v�Q���S�U�H�]�H�Q� �D���D���F�H�O���S�X� �L�Q���G�R�X�����W�U�H�L�P�L���G�L�Q���Q�X�P���U�X�O���W�R�W�D�O��

al membrilor.  

 

�+�R�W���U�k�U�L�O�H�� �V�H�� �D�G�R�S�W����prin vot deschis sau secret, cu cel pu� �L�Q�� �M�X�P���W�D�W�H�� �S�O�X�V�� �X�Q�X�� �G�L�Q��

�Q�X�P���U�X�O�� �W�R�W�D�O�� �D�O�� �P�H�P�E�U�L�O�R�U�� �F�R�Q�V�L�O�L�X�O�X�L�� �S�U�R�I�H�V�R�U�D�O�� �ú�L�� �V�X�Q�W�� �R�E�O�L�J�D�W�R�U�L�L�� �S�H�Q�W�U�X�� �S�H�U�V�R�Q�D�O�X�O�� �X�Q�L�W��� �L�L�� �G�H��
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�v�Q�Y��� ���P�k�Q�W���� �S�U�H�F�X�P�� �ú�L�� �S�H�Q�W�U�X�� �E�H�Q�H�I�L�F�L�D�U�L�L�� �S�U�L�P�D�U�L�� �D�L�� �H�G�X�F�D� �L�H�L���� �0�R�G�D�O�L�W�D�W�H�D�� �G�H�� �Y�R�W�� �V�H�� �V�W�D�E�L�O�H�ú�W�H���O�D��

�v�Q�F�H�S�X�W�X�O���ú�H�G�L�Q� �H�L��   

 

   Dire�F�W�R�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���Q�X�P�H�ú�W�H, prin decizie, secretarul consiliului profesoral, 

�v�Q�� �E�D�]�D�� �Y�R�W�X�O�X�L�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H���� �6�H�F�U�H�W�D�U�X�O�� �D�U�H�� �D�W�U�L�E�X� �L�D�� �G�H�� �D�� �U�H�G�D�F�W�D�� �O�L�]�L�E�L�O�� �ú�L�� �L�Q�W�H�O�L�J�L�E�L�O��

procesele-�Y�H�U�E�D�O�H���D�O�H���ú�H�G�L�Q� �H�O�R�U���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O��   

 

   �/�D�� �ú�H�G�L�Q� �H�O�H�� �F�R�Q�V�L�O�L�X�O�X�L�� �S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�X�O�� �S�R�D�W�H�� �L�Q�Y�L�W�D���� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �W�H�P�D�W�L�F�D��

�G�H�]�E���W�X�W�������U�H�S�U�H�]�H�Q�W�D�Q� �L���G�H�V�H�P�Q�D� �L���D�L���S���U�L�Q� �L�O�R�U�����D�L���F�R�Q�V�L�O�L�X�O�X�L���H�O�H�Y�L�O�R�U�����D�L���D�X�W�R�U�L�W��� �L�O�R�U���D�G�P�L�Q�L�V�W�U�D� �L�H�L��

�S�X�E�O�L�F�H���O�R�F�D�O�H���ú�L���D�L���S�D�U�W�H�Q�H�U�L�O�R�U���V�R�F�L�D�O�L��   

    

�/�D���V�I�k�U�ú�L�W�X�O���I�L�H�F���U�H�L���ú�H�G�L�Q� �H���D���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O�����W�R� �L���P�H�P�E�U�L�L���ú�L���L�Q�Y�L�W�D� �L�L���D�X���R�E�O�L�J�D� �L�D���V����

semneze procesul-�Y�H�U�E�D�O���G�H���ú�H�G�L�Q� ����   

 

   Procesele-verbale �V�H�� �V�F�U�L�X�� �v�Q�� �U�H�J�L�V�W�U�X�O�� �G�H�� �S�U�R�F�H�V�H-verbale al consiliului profesoral. 

Registrul de procese-verbale este document oficial, c���U�X�L�D���L���V�H�� �D�O�R�F���� �Q�X�P���U���G�H���v�Q�U�H�J�L�V�W�U�D�U�H���ú�L���L���V�H��

�Q�X�P�H�U�R�W�H�D�]���� �S�D�J�L�Q�L�O�H���� �3�H�� �X�O�W�L�P�D�� �S�D�J�L�Q������ �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �V�H�P�Q�H�D�]���� �S�H�Q�W�U�X��

�F�H�U�W�L�I�L�F�D�U�H�D���Q�X�P���U�X�O�X�L���S�D�J�L�Q�L�O�R�U���U�H�J�L�V�W�U�X�O�X�L���ú�L���D�S�O�L�F�����ú�W�D�P�S�L�O�D���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W��   

 

   Registrul de procese-�Y�H�U�E�D�O�H���D�O���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O���H�V�W�H���v�Q�V�R� �L�W���� �v�Q���P�R�G���R�E�O�L�J�D�W�R�U�L�X���� �G�H��

�X�Q�� �G�R�V�D�U�� �F�D�U�H�� �F�R�Q� �L�Q�H�� �D�Q�H�[�H�O�H�� �S�U�R�F�H�V�H�O�R�U-�Y�H�U�E�D�O�H�� ���U�D�S�R�D�U�W�H���� �S�U�R�J�U�D�P�H���� �L�Q�I�R�U�P���U�L���� �W�D�E�H�O�H���� �O�L�V�W�H����

�V�R�O�L�F�L�W���U�L���� �P�H�P�R�U�L�L���� �V�H�V�L�]���U�L�� �H�W�F�������� �Q�X�P�H�U�R�W�D�W�H�� �ú�L�� �v�Q�G�R�V�D�U�L�D�W�H�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �ú�H�G�L�Q� ������ �5�H�J�L�V�W�U�X�O�� �ú�L��

�G�R�V�D�U�X�O�� �V�H�� �S���V�W�U�H�D�]���� �v�Q�W�U-�X�Q�� �I�L�ú�H�W�� �V�H�F�X�U�L�]�D�W���� �D�O�H�� �F���U�X�L�� �F�K�H�L�� �V�H�� �J���V�H�V�F�� �O�D�� �V�H�F�U�H�W�D�U�X�O�� �ú�L�� �O�D�� �G�L�U�H�F�W�R�U�X�O��

�X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 
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�&�R�P�S�R�Q�H�Q� �D���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O �H�V�W�H���X�U�P���W�R�D�U�H�D�� 

�D�����G�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���± �S�U�H�ú�H�G�L�Q�W�H�� 

b) un profesor - secretar 

�F�����G�L�U�H�F�W�R�U�L�L���D�G�M�X�Q�F� �L�����G�D�F�D���H�V�W�H���F�D�]�X�O�����ú�L���F�H�O�H�O�D�O�W�H���F�D�G�U�H���G�L�G�D�F�W�L�F�H���± membri   

 

�$�W�U�L�E�X� �L�L�O�H���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O���V�X�Q�W���U�H�G�D�W�H���v�Q���$�1�(�;�$ 1. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �'�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�����G�L�U�H�F�W�R�U�X�O���D�G�M�X�Q�F� �����G�D�F�D���H�V�W�H���F�D�]�X�O�� 

�ƒ �F�R�Q�G�X�F�H���ú�H�G�L�Q� �D 

�ƒ �V�W�D�E�L�O�H�ú�W�H���W�H�P�D�W�L�F�D���ú�H�G�L�Q� �H�L 

 

�x Un profesor �± secretar 

�ƒ �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �Q�R�W�D�� �v�Q�� �U�H�J�L�V�W�U�X�O�� �V�S�H�F�L�D�O�� �G�H�� �S�U�R�F�H�V�H- �Y�H�U�E�D�O�H�� �V�L�W�X�D� �L�L�O�H��

�G�H�]�E���W�X�W�H 

�ƒ �D�Q�X�Q� �����P�H�P�E�U�L�L���&�3�����S�H���E�D�]�D���X�Q�X�L���F�R�Q�Y�R�F�D�W�R�U�����G�H���G�H�V�I���ú�X�U�D�U�H�D���ú�H�G�L�Q� �H�O�R�U 

 

�x Cadrele didactice  

�ƒ �S�D�U�W�L�F�L�S�����O�D���ú�H�G�L�Q� �H 

�ƒ �V�H�P�Q�H�D�]�����v�Q���U�H�J�L�V�W�U�X�O���G�H���S�U�R�F�H�V�H���Y�H�U�E�D�O�H 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Atributiile CP        

2 Convocator 

Prezenta Sedinta 

       

3 Tematica 

sedintelor CP 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA 1 

�$�7�5�,�%�8���,�,�/�(��CONSILIULUI PROFESORAL 

 

Conform Art. 58. din ROFUIP  �&�R�Q�V�L�O�L�X�O���3�U�R�I�H�V�R�U�D�O���D�U�H���X�U�P���W�R�D�U�H�O�H���D�W�U�L�E�X� �L�L�� 

 

a) analizeaza, dezbate si valideaza raportul general privind starea si calitatea invatamantului din 

unitatea de invatamant, care se face public; 

b) alege, prin vot secret, reprezentantii personalului didactic in consiliul de administratie; 

c) dezbate, avizeaza si propune consiliului de administratie, spre aprobare, planul de dezvoltare 

institutionala al unitatii de invatamant; 

d) dezbate si aproba rapoartele de activitate semestrial si anual, precum si eventuale completari sau 

modificari ale acestora; 

e) aproba raportul privind situatia scolara semestriala si anuala prezentat de fiecare 

invatator/institutor/profesor pentru invatamant primar/profesor-diriginte, precum si situatia scolara 

dupa incheierea sesiunilor de amanari, diferente si corigente; 

f) hotaraste asupra tipului de sanctiune disciplinara aplicata elevilor care savarsesc abateri, potrivit 

prevederilor prezentului regulament si ale regulamentului de organizare si functionare a unitatii de 

invatamant; 

g) propune acordarea recompenselor pentru elevi si pentru personalul didactic din unitatea de 

invatamant, conform reglementarilor in vigoare; 

h) valideaza notele la purtare mai mici de 7, respectiv mai mici de 8 �²  in cazul unitatilor de 

invatamant cu profil pedagogic, teologic si militar, precum si calificativele la purtare mai mici de 

�Ä�E�L�Q�H�´�����S�H�Q�W�U�X���H�O�H�Y�L�L���G�L�Q���L�Q�Y�D�W�D�P�D�Q�W�X�O���S�U�L�P�D�U�� 

i) avizeaza oferta de curriculum la decizia scolii pentru anul scolar urmator si o propune spre 

aprobare consiliului de administratie; 

j) avizeaza proiectul planului de scolarizare; 

k) valideaza fisele de autoevaluare ale personalului didactic al unitatii de invatamant, in baza 

carora se stabileste calificativul anual; 
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l) formuleaza aprecieri sintetice privind activitatea personalului didactic, care solicita acordarea 

gradatiei de merit sau a altor distinctii si premii, potrivit legii, pe baza raportului de autoevaluare a 

activitatii desfasurate de acesta; 

m) propune consiliului de administratie programele de formare continua si dezvoltare profesionala 

ale cadrelor didactice; 

�Q�����S�U�R�S�X�Q�H���F�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D�W�L�H���S�U�H�P�L�H�U�H�D���V�L���D�F�R�U�G�D�U�H�D���W�L�W�O�X�O�X�L���Ä�3�U�R�I�H�V�R�U�X�O���D�Q�X�O�X�L�´��

personalului didactic de predare si instruire practica cu rezultate deosebite in activitatea didactica, 

in unitatea de invatamant; dezbate si avizeaza regulamentul de organizare si functionare a unitatii 

de invatamant; 

o) dezbate, la solicitarea ministerului, a inspectoratului scolar sau din proprie initiativa, proiecte de 

acte normative si/sau administrative cu caracter normativ, care reglementeaza activitatea la nivelul 

sistemului national de invatamant, formuleaza propuneri de modificare sau de completare a 

acestora; 

p) dezbate probleme legate de continutul sau organizarea actului educational din unitatea de 

invatamant si propune consiliului de administratie masuri de optimizare a acestuia; 

r) alege, prin vot secret, cadrele didactice membre ale Comisiei pentru evaluarea si asigurarea 

calitatii, in conditiile legii; 

s) indeplineste, in limitele legii, alte atributii stabilite de consiliul de administratie, precum si orice 

alte atributii potrivit legislatiei in vigoare si contractelor colective de munca aplicabile; 

u) propune eliberarea din functie a directorului unitatii de invatamant, conform legii. 

 

Documentele consiliului profesoral sunt: 

a) tematica si graficul sedintelor consiliului profesoral; 

b) convocatoare ale consiliului profesoral; 

c) registrul de procese-verbale al consiliului profesoral, insotit de dosarul cu anexele proceselor- 

verbale. 
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ANEXA 2 

�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´ �0�(�/�,�1�(���7�,  

Consiliul profesoral  

an scolar _______________ 

CONVOCATOR/PREZENTA �± sedinta extraordinara  din data de

Nr. �E�µ�u�����”�]���‰�Œ���v�µ�u�� �^���u�v�	�š�µ�Œ���� 

 

1.    
2.    
3.    
4.    
5.    
6.    
7.    
8.    
9.    
10.    
11.    
12.    

13.    
14.    
15.    
16.    
17.    
18.    
19.    
20.    

 
21.    
22.    
23.    
24.    

 

        PRE�bEDINTE,      Secretar, 

 Dir.       Prof.  
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ANEXA 3 �O�D���G�H�F�L�]�L�D���Q�U�����«���G�L�Q���«���V�H�S�W�H�P�E�U�L�H��_____              Aprobat in sedinta Consiliului 

                                                                                                     �3�U�R�I�H�V�R�U�D�O���G�L�Q���G�D�W�D���G�H���«�« 

�7�(�0�$�7�,�&�$���ù�(�'�,�1���(�/�2�5���&�2�1�6�,�/�,�8�/�8�,���3�5�2�)�(�6�2�5�$�/ 

_______________________ 

LUNA  TEMA 
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Obs. Consiliul profesoral va fi convocat de cate ori este nevoie pentru prelucrarea noutatilor 

legislative si a informatiilor primate de la ISJ Dolj in urma sedintelor. 

 

 

 

SEPTEMBRIE - 

OCTOMBRIE 

-Prezentarea, dezbaterea �U�D�S�R�U�W�X�O�X�L���G�H���D�F�W�L�Y�L�W�D�W�H���ú�L���D�S�U�R�E�D�U�H�D���S�O�D�Q�X�O�X�L���P�D�Q�D�J�H�U�L�D�O 

-�$�O�H�J�H�U�H�D�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H���D�� �F�R�P�L�V�L�H�L�� �&�(�$�&�� �ú�L�� �� �D��

�F�H�O�R�U�O�D�O�W�H���F�R�P�L�V�L�L���ú�L���F�R�O�H�F�W�L�Y�H���G�H���O�X�F�U�X 

- Aprobarea inscrierii cadrelor didactice la examenul de definitivat 

si grade didactice 

- Aprobarea strategiilor de evaluare si stabilirea modalitatilor de evaluare 

aplicabile la nivel de catedra 

- Prezentarea rapoartelor lunare ale comisiilor din scoala 

-  Aplicarea sanctiunilor elevilor cu abateri disciplinare 

         - Diverse 

  

 

NOIEMBRIE �±  

DECEMBRIE 

 

 

-�)�R�U�P�X�O�D�U�H�D�� �D�S�U�H�F�L�H�U�L�O�R�U�� �V�L�Q�W�H�W�L�F�H�� �S�H�Q�W�U�X�� �S�H�U�V�R�Q�D�O�X�O�� �F�D�U�H�� �V�R�O�L�F�L�W�����J�U�D�G�D� �L�H�� �G�H��

merit  

- Prezentarea rapoartelor lunare ale comisiilor din scoala 

- Aplicarea sanctiunilor elevilor cu abateri disciplinare 

- Diverse  

 

 

IANUARIE  

-Dezbaterea �S�O�D�Q�X�O�X�L���G�H���ú�F�R�O�D�U�L�]�D�U�H���ú�L���G�L�Y�H�U�V�L�I�L�F�D�U�H���R�I�H�U�W�H�L���H�G�X�F�D� �L�R�Q�D�O�H 

         -�$�S�U�R�E�D�U�H�D���F�L�I�U�H�L���G�H���ú�F�R�O�D�U�L�]�D�U�H���S�H���D�Q�X�O��scolar urmator 

         - Validarea raportului privind situatia scolara semestriala prezentata de fiecare 

diriginte la sfarsitul semestrului I 

        - Validarea notelor la purtare mai mici de 7 pe semestrul I  

 

 

 

FEBRUARIE- 

 MARTIE 

 

         - �3�U�H�]�H�Q�W�D�U�H�D���U�D�S�R�U�W�X�O�X�L���G�H���D�F�W�L�Y�L�W�D�W�H���S�H���V�H�P�H�V�W�U�X�O���,���ú�L���D�S�U�R�E�D�U�H�D��

planului de activitate pe semestrul II 

          -Aprobarea pachetului de optionale propuse de catedrele de 

�F�D�U�H���V�H���Y�R�U���S�U�H�G�D���v�Q���D�Q�X�O���ú�F�R�O�D�U��urmator �v�Q���F�D�G�U�X�O���&���'���ù�����ú�L���&���'���/�� 

- �$�Q�D�O�L�]�D�U�H�D�� �V�W�U�D�W�H�J�L�L�O�R�U�� �G�H�� �S�U�H�J���W�L�U�H�� �D�� �R�O�L�P�S�L�D�G�H�O�R�U�� �ú�L��

examenelor de final de ciclu 

- Aplicarea sanctiunilor elevilor cu abateri disciplinare 

- Diverse  
 

 

APRILIE -MAI  

 

 

 

         - Organizarea zilei absolventului 

- Aplicarea sanctiunilor elevilor cu abateri disciplinare 

-Diverse 

 

 

IUNIE  

       - Validarea raportului privind situatia scolara semestriala si anuala prezentata de 

fiecare diriginte  

        - Validarea notelor la purtare mai mici de 7 pe semestrul al II-lea 

        - �6�W�D�E�L�O�L�U�H�D���V�D�U�F�L�Q�L�O�R�U���ú�L���D�F�W�L�Y�L�W��� �L�O�R�U���S�H���S�H�U�L�R�D�G�D���Y�D�F�D�Q� �H�L 
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

ELABORAREA DECIZIILOR  
 
 
 
 
 
 

P.O. 08 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D��cu Alina 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor  si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H 

in activitatea de elaborare a deciziilor la nivelul unitatii de invatamant;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �0�R�G�X�O�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�� �D�� �R�S�H�U�D� �L�X�Q�L�L�� �G�H�� �H�P�L�W�H�U�H�� �D�� �G�H�F�L�]�L�L�O�R�U�� �O�D�� �Q�L�Y�H�O�X�O�� �L�Q�V�W�L�W�X� �L�H�L�� �G�H��

�v�Q�Y��� ���P�k�Q�W���� 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

5.3.  �/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W����  

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.  Financiar-contabil  

5.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. Financiar contabil;  

5. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �����������D�U�W�� �������� ������ �F�X�� �F�R�P�S�O�H�W�D�U�L�O�H�� �V�L�� �P�R�G�L�I�L�F�D�U�L�O�H��

ulterioare); 

�ƒ standardul  I  (managementul)  din  O.S.G.G.  nr.  400 / 2015  pentru  aprobarea  

Codului �F�R�Q�W�U�R�O�X�O�X�L���� �L�Q�W�H�U�Q���� �F�X�S�U�L�Q�]�k�Q�G���V�W�D�Q�G�D�U�G�H�O�H�� �G�H���� �P�D�Q�D�J�H�P�H�Q�W���F�R�Q�W�U�R�O���L�Q�W�H�U�Q��

�O�D���H�Q�W�L�W��� �L�O�H���S�X�E�O�L�F�H���ú�L���S�H�Q�W�U�X���G�H�]�Y�R�O�W�D�U�H�D���V�L�V�W�H�P�H�O�R�U���G�H���F�R�Q�W�U�R�O���P�D�Q�D�J�H�U�L�D�O�� 

�ƒ Ordinul MEdC 3928/21.04.2005 privind asigurarea �F�D�O�L�W��� �L�L���V�H�U�Y�L�F�L�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H���v�Q��

�L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

1. �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U����

aprobat prin OMEN nr. 5079 / 31.08.2016 

  

6.4. Alte documente,  inclusiv  reglementari  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

7.1.  �'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���Xnei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

fo�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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 7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. L  Lege 

9. HG Hotarare de Guvern 

10. COR Clasificarea Ocupatiilor in Romania 

11. BS Biroul Secretariat 

12. PL Procedura de Lucru 

13. PC Personal Contractual 

14. DP Dosar Profesional 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

PROCEDURA OPERATIONALA  
PRIVIND ELABORAREA 

DECIZIILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
08 

Cod: P.O. 08 
Pagina     din 21 
Exemplar nr.:  

 

 
 

172 

�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L�� 

8.2. Documente utilizate  

8.2.1. Lista documentelor:  

- documentele utilizate sunt :  

- referat de necesitate;  

- proces verbal de cercetare;  

- alte referate;  

- procese verbale.  

 

���������������&�R�Q� �L�Q�X�W�X�O�����S�U�R�Y�H�Q�L�H�Q� �D���ú�L���U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U���� 

8.2.3. Circuitul documentelor:  

- conform anexei  

 

8.3. Resurse necesare:  

8.3.1. Resurse materiale:  

- �F�R�Q�I�R�U�P���O�L�V�W�H�L���G�H���L�Q�Y�H�Q�W�D�U���D�Q�H�[�D�W���� 

 

8.3.2. Resurse umane:  

- �F�R�Q�I�R�U�P���V�W�D�W�H�O�R�U���G�H���I�X�Q�F� �L�L���D�Q�H�[�D�W�H 

 

8.3.3. Resurse financiare:  

- conform bugetului anual aprobat  

8.4. Modul de lucru:  
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���������������3�O�D�Q�L�I�L�F�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U���ú�L���D�F� �L�X�Q�L�O�R�U���D�F�W�L�Y�L�W��� �L�L�� 

 

Nr. 

crt.  

Compartimentul 

(postul)/actiunea 

(operatiunea) 

 

Activitatile desfasurate 

0 1 2 

1 Decizii programate �± 

decizii repetitive si de 

rutina  

- �v�Q�W�R�F�P�L�U�H�D�� �U�H�I�H�U�D�W�X�O�X�L�� �ú�L�� �O�X�D�U�H�D�� �O�D�� �F�X�Q�R�ú�W�L�Q� ���� �G�H�V�S�U�H�� �X�Q�H�O�H��

acte normative; 

2  
- �v�Q�U�H�J�L�V�W�U�D�U�H�D���U�H�I�H�U�D�W�H�O�R�U���O�D secretariatul �L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H������ 

3  - �D�S�U�R�E�D�U�H�D���U�H�I�H�U�D�W�H�O�R�U���G�H���F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

4  - stabilirea temeiului legal ce impune emiterea deciziei; 

5  - �V�W�D�E�L�O�L�U�H�D���S�H�U�V�R�D�Q�H�L�����D���S�H�U�V�R�D�Q�H�O�R�U���V�D�X���D���F�R�P�L�V�L�L�O�R�U���v�Q�V���U�F�L�Q�D�W�H��

�V�����G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���G�H�F�L�]�L�H�L 

6  - �v�Q�W�R�F�P�L�U�H�D���G�H�F�L�]�L�H�L���S�U�R�S�U�L�X-zise; 

7  - vizarea deciziei de compartimentul de specialitate;  

8  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O���V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

9  - �V�H�P�Q�D�U�H�D���G�H�F�L�]�L�H�L�����G�H���F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

10  - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H�������S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F�����O�D��

�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���D�F�H�V�W�H�L�D�� 

11  - �V�H�P�Q�D�U�H�D���G�H���S�U�L�P�L�U�H���ú�L���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� �����D���G�H�F�L�]�L�H�L�� 

12  
- �S�U�H�G�D�U�H�D���X�Q�X�L���H�[�H�P�S�O�D�U���S�H�U�V�R�D�Q�H�L���G�H�V�H�P�Q�D�W�H���V�����J�H�V�W�L�R�Q�H�]�H��

�ú�L���V�����D�F�W�X�D�O�L�]�H�]�H���G�H�F�L�]�L�L�O�H���H�P�L�V�H�� 

13  - arhivarea deciziei. 

14 Decizii neprogramate �± 

in conditii nestabilite 

sau in situatii unice 

- �v�Q�W�R�F�P�L�U�H�D���S�U�R�F�H�V�H�O�R�U���Y�H�U�E�D�O�H���G�H���F�R�Q�V�W�D�W�D�U�H���ú�L���O�X�D�U�H�D���O�D���F�X�Q�R�ú�W�L�Q� ����

despre unele acte normative; 
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15  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���S�U�R�F�H�V�H�O�R�U���Y�H�U�E�D�O�H���O�D��secretariatul �L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

16  - semnarea proceselor verbale de comisii; 

17  - predarea proceselor verbale de constatare, �F�R�Q�G�X�F���W�R�U�X�O�X�L��

�L�Q�V�W�L�W�X� �L�H�L�� 

18  - �F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�����v�Q���W�H�U�P�H�Q�H�O�H���S�U�H�Y���]�X�W�H���G�H��

�G�L�V�S�R�]�L� �L�L�O�H���O�H�J�D�O�H���G�H�F�L�G�H�� 

19  - stabilirea temeiului legal ce impune emiterea deciziei;  

20  -�V�W�D�E�L�O�L�U�H�D�����S�H�U�V�R�D�Q�H�L�������D�����S�H�U�V�R�D�Q�H�O�R�U�����V�D�X�����D�����F�R�P�L�V�L�L�O�R�U�����v�Q�V���U�F�L�Q�D�W�H��

�V�����G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���G�H�F�L�]�L�H�L���� 

21  - �v�Q�W�R�F�P�L�U�H�D���G�H�F�L�]�L�H�L���S�U�R�S�U�L�X-zise; 

22  - vizarea deciziei de compartimentul de specialitate;  

23  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O���V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

24  - �V�H�P�Q�D�U�H�D���G�H�F�L�]�L�H�L�����G�H���F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

25  - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H�������S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F�����O�D��

�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���D�F�H�V�W�H�L�D�� 

26  - �V�H�P�Q�D�U�H�D���G�H���S�U�L�P�L�U�H���ú�L���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� �����D���G�H�F�L�]�L�H�L�� 

27  - �S�U�H�G�D�U�H�D���X�Q�X�L���H�[�H�P�S�O�D�U���S�H�U�V�R�D�Q�H�L���G�H�V�H�P�Q�D�W�H���V�����J�H�V�W�L�R�Q�H�]�H���ú�L 

�V�����D�F�W�X�D�O�L�]�H�]�H���G�H�F�L�]�L�L�O�H���H�P�L�V�H�� 

28  - arhivarea deciziei. 
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8.4.2. Derularea operatiunilor si actiunuilor activitatii:  

 

Nr. 

crt.  

Compartimentul (postul)/actiunea (operatiunea) 

0 1 

1 Decizii 

programate �± 

decizii repetitive si 

de rutina 

-�v�Q�W�R�F�P�L�U�H�D��

�U�H�I�H�U�D�W�X�O�X�L�� �ú�L�� �O�X�D�U�H�D��

�O�D�� �F�X�Q�R�ú�W�L�Q� ���� �G�H�V�S�U�H��

unele acte normative; 

-�D�Q�J�D�M�D� �L�L�����Y�R�U�����v�Q�W�R�F�P�L�����U�H�I�H�U�D�W�H�����v�Q 

vederea emiterii unor decizii; 

-  �v�Q�� �� �P�R�P�H�Q�W�X�O�� �D�S�D�U�L� �L�H�L�� �� �ú�L�� �� �O�X���U�L�L�� �� �O�D��

�F�X�Q�R�ú�W�L�Q� ���� �� �D�� �� �X�Q�R�U�� �� �D�F�W�H�� �� �Q�R�U�P�D�W�L�Y�H����

�F�R�Q�G�X�F���W�R�U�X�O�� �X�Q�L�W��� �L�L���� �V�R�O�L�F�L�W���� �U�H�I�H�U�D�W�H�� �G�H�� �O�D��

compartimentele de specialitate; 

2  
- �v�Q�U�H�J�L�V�W�U�D�U�H�D�� �U�H�I�H�U�D�W�H�O�R�U��

�O�D�� �U�H�J�L�V�W�U�D�W�X�U�D�� �L�Q�V�W�L�W�X� �L�H�L��

publice;;  

- �U�H�I�H�U�D�W�H�O�H���v�Q�W�R�F�P�L�W�H���G�H���D�Q�J�D�M�D� �L�����Y�R�U��fi 

�v�Q�U�H�J�L�V�W�U�D�W�H�����O�D����secretariatul unitatii de 

invatamant; 

3  - aprobarea referatelor de 

�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��

publice; 

- �U�H�I�H�U�D�W�H�O�H���v�Q�U�H�J�L�V�W�U�D�W�H���O�D���U�H�J�L�V�W�U�D�W�X�U�D��

�L�Q�V�W�L�W�X� �L�H�L���Y�R�U���I�L���v�Q�D�L�Q�W�D�W�H���V�S�U�H���D�S�U�R�E�D�U�H��

�F�R�Q�G�X�F���W�R�U�X�O�X�L���X�Q�L�W��� �L�O�R�U�� 

- �F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�����G�X�S���� 

�O�X�D�U�H�D�����O�D�����F�X�Q�R�ú�W�L�Q� �������D�����F�R�Q� �L�Q�X�W�X�O�X�L�� 

referatelor,  va  proceda  la  aprobarea  

acestora; 

4  - stabilirea temeiului legal ce 

impune emiterea deciziei; 

-  �F�R�Q�G�X�F���W�R�U�X�O�� �� �X�Q�L�W��� �L�L�� �� �v�P�S�U�H�X�Q���� �� �F�X��

compartimentele de specialitate va stabili 

temeiurile  legale  ce  se  impun  pentru 

emiterea deciziei; 

5  - stabilirea persoanei, a 

persoanelor sau a 

�F�R�P�L�V�L�L�O�R�U���v�Q�V���U�F�L�Q�D�W�H���V����

-  �F�R�Q�G�X�F���W�R�U�X�O�����X�Q�L�W��� �L�L�����v�P�S�U�H�X�Q�������F�X�� 

compartimentele  de  specialitate  vor  

stabili persoana, persoanele sau comisiile 
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�G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H��

prevederile deciziei; 

�v�Q�V���U�F�L�Q�D�W�H�� �� �� �V���� �� �� �G�X�F���� �� �� �O�D�� �� �� �v�Q�G�H�S�O�L�Q�L�U�H��

�S�U�H�Y�H�G�H�U�L�O�H�� �G�H�F�L�]�L�L�O�R�U�� �� �F�H�� �X�U�P�H�D�]���� �� �D�� �� �I�L��

emise; 

6  - �v�Q�W�R�F�P�L�U�H�D���G�H�F�L�]�L�H�L��

propriu -zise; 

- compartimentele   de   specialitate 

�v�P�S�U�H�X�Q���� �� �F�X�� �� �S�H�U�V�R�D�Q�D�� �� �G�H�V�H�P�Q�D�W���� �� �F�X��

�U�H�G�D�F�W�D�U�H�D�� �ú�L�� �H�Y�L�G�H�Q� �D�� �G�H�F�L�]�L�L�O�R�U�� �Y�R�U�� �W�U�H�F�H�� �O�D��

�v�Q�W�R�F�P�L�U�H�D���D�F�H�V�W�R�U�D�� 

7  - vizarea deciziei de 

compartimentul de 

specialitate;  

- �G�X�S���� �� �� �U�H�G�D�F�W�D�U�H�D�� �� �� �G�H�F�L�]�L�H�L�� �� �� �ú�H�I�X�O��

compartimentului de specialitate va aviza 

pentru legalitate; 

8  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O��

�V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

- �G�X�S�����U�H�G�D�F�W�D�U�H�D���ú�L���D�Y�L�]�D�U�H�����G�H�F�L�]�L�D���V�H�� 

�v�Q�U�H�J�L�V�W�U�H�D�]���� �G�H���������F���W�U�H�� persoana 

�G�H�V�H�P�Q�D�W���� �F�X�� �H�Y�L�G�H�Q� �D�� �D�F�H�V�W�R�U�D�� �v�Q�W�U-un 

�U�H�J�L�V�W�U�X���V�S�H�F�L�D�O���v�Q�W�R�F�P�L�W�� 

9  - semnarea deciziei, de 

�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��

publice;  

- �G�X�S���� �D�Y�L�]�D�U�H�� �ú�L�� �v�Q�U�H�J�L�V�W�U�D�U�H���� �G�H�F�L�]�L�D�� �Y�D�� �I�L��

�S�U�H�G�D�W���� �V�S�U�H�� �V�H�P�Q�D�U�H�� �F�R�Q�G�X�F���W�R�U�X�O�X�L��

�L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

- �G�X�S���� �O�X�D�U�H�D�� �O�D�� �F�X�Q�R�ú�W�L�Q� ���� �D�� �F�R�Q� �L�Q�X�W�X�O�X�L��

�G�H�F�L�]�L�H�L���� �F�R�Q�G�X�F���W�R�U�X�O�� �L�Q�V�W�L�W�X� �L�H�L�� �S�X�E�O�L�F�H va 

trece la semnarea acesteia;   

10  - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H������

�S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V����

�G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H��

prevederile acesteia; 

- �S�H�U�V�R�D�Q�D�� �� �G�H�V�H�P�Q�D�W���� �� �F�X�� �� �H�Y�L�G�H�Q� ����

deciziilor emise va trece la predarea unui 

�H�[�H�P�S�O�D�U���S�H�U�V�R�D�Q�H�O�R�U�����v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F�����O�D��

�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���D�F�H�V�W�R�U�D�� 

-  �S�H�U�V�R�D�Q�D�� �� �v�Q�V���U�F�L�Q�D�W���� �� �F�X�� �� �G�X�F�H�U�H�D�� �� �O�D��

�v�Q�G�H�S�O�L�Q�L�U�H�� �� �D�� �� �S�U�H�Y�H�G�H�U�L�O�R�U�� �� �G�H�F�L�]�L�H�L�� �� �Y�D��

primi un exemplar;  

- �S�H�U�V�R�D�Q�D���v�Q�V���U�F�L�Q�D�W�����F�X���G�X�F�H�U�H�D���O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�� �D�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �G�H�F�L�]�L�H�L�� �Y�D�� �O�X�D�� �O�D��
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�F�X�Q�R�ú�W�L�Q� �����G�H���F�R�Q� �L�Q�X�W�X�O���D�F�H�V�W�H�L�D�� 

11  - �V�H�P�Q�D�U�H�D�� �G�H�� �S�U�L�P�L�U�H�� �ú�L��

�O�X�D�U�H�� �O�D�� �F�X�Q�R�ú�W�L�Q� ���� �D��

deciziei; 

-  �S�H�U�V�R�D�Q�D�� �� �v�Q�V���U�F�L�Q�D�W���� �� �F�X�� �� �G�X�F�H�U�H�D�� �� �O�D��

�v�Q�G�H�S�O�L�Q�L�U�H�����D�����S�U�H�Y�H�G�H�U�L�O�R�U�����G�H�F�L�]�L�H�L�����Y�D 

�V�H�P�Q�D�� �S�H�� �I�R�U�P�X�O�D�U�X�O�� �F�D�U�H�� �Y�D�� �U���P�k�Q�H�� �v�Q��

cadrul compartimentului de specialitate de 

�S�U�L�P�L�U�H���ú�L���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� ���� 

12  
- predarea unui exemplar 

�S�H�U�V�R�D�Q�H�L�� �G�H�V�H�P�Q�D�W�H�� �V����

�J�H�V�W�L�R�Q�H�]�H�� �ú�L���V���� �D�F�W�X�D�O�L�]�H�]�H��

deciziile emise; 

- �S�H�U�V�R�D�Q�D�����v�Q�V���U�F�L�Q�D�W�������V�������G�X�F�������O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�� �S�U�H�Y�H�G�H�U�L�O�H�� �G�H�F�L�]�L�H�L�� �Y�D�� �S�U�H�G�D�� �X�Q��

�H�[�H�P�S�O�D�U�� �V�H�P�Q�D�W�� �G�H�� �S�U�L�P�L�U�H�� �ú�L�� �O�X�D�U�H�� �O�D��

�F�X�Q�R�ú�W�L�Q� ������ �D�Q�J�D�M�D�W�X�O�X�L desemnat cu 

�H�Y�L�G�H�Q� �D���� �� �� �S���V�W�U�D�U�H�D�� �� �� �ú�L�� �� �� �D�F�W�X�D�O�L�]�D�U�H�D��

acestora; 

13  - arhivarea deciziei. - �v�Q���P�R�P�H�Q�W�X�O���H�P�L�W�H�U�L�L���X�Q�H�L���Q�R�L���G�H�F�L�]�L�L�� 

�I�R�U�P�X�O�D�U�X�O�����L�Q�L� �L�D�O�����Y�D�����I�L�����S�U�H�G�D�W�����V�S�U�H 

arhivare;  

14 Decizii 

neprogramate �± in 

conditii nestabilite 

sau in situatii 

unice 

- �v�Q�W�R�F�P�L�U�H�D���S�U�R�F�H�V�H�O�R�U��

�Y�H�U�E�D�O�H���G�H���F�R�Q�V�W�D�W�D�U�H���ú�L��

�O�X�D�U�H�D���O�D���F�X�Q�R�ú�W�L�Q� �����G�H�V�S�U�H��

unele acte normative; 

- �D�Q�J�D�M�D� �L�L�� �Y�R�U�� �v�Q�W�R�F�P�L�� �S�U�R�F�H�V�H�� �Y�H�U�E�D�O�H�� �G�H��

�F�R�Q�V�W�D�W�D�U�H���v�Q���E�D�]�D���F���U�R�U�D���X�U�P�H�D�]�����D���I�L���H�P�L�V�H����

deciziile; 

-  �v�Q�� �� �P�R�P�H�Q�W�X�O�� �� �D�S�D�U�L� �L�H�L�� �� �ú�L�� �� �O�X���U�L�L�� �� �O�D��

�F�X�Q�R�ú�W�L�Q� ���� �� �D�� �� �X�Q�R�U�� �� �D�F�W�H�� �� �Q�R�U�P�D�W�L�Y�H����

�F�R�Q�G�X�F���W�R�U�X�O�� �X�Q�L�W��� �L�L���� �V�R�O�L�F�L�W���� �U�H�I�H�U�D�W�H�� �G�H�� �O�D��

compartimentele de specialitate; 

15  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���S�U�R�F�H�V�H�O�R�U��

verbale la registratura 

�L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

- procesele   verbale   de   constatare 

�v�Q�W�R�F�P�L�W�H�� �G�H�� �F�R�P�L�V�L�L���� �Y�R�U�� �I�L�� �v�Q�U�H�J�L�V�W�U�D�W�H�� �O�D��

secretariatul unitatii de invatamant; 

16  - semnarea proceselor 

verbale de comisii; 

-  �W�R� �L�� �� �P�H�P�E�U�L�L�� �� �F�R�P�L�V�L�L�O�R�U�� �� �Y�R�U�� �� �V�H�P�Q�D��

procesele verbale de constatare; 

17  - predarea proceselor 

verbale de constatare, 

- �S�U�R�F�H�V�H�O�H�� �� �� �Y�H�U�E�D�O�H�� �� �� �v�Q�U�H�J�L�V�W�U�D�W�H�� �� �� �ú�L��

�V�H�P�Q�D�W�H�� �� �Y�R�U�� �� �I�L�� �� �S�U�H�G�D�W�H�� �� �v�Q�� �� �W�H�U�P�H�Q��
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�F�R�Q�G�X�F���W�R�U�X�O�X�L���L�Q�V�W�L�W�X� �L�H�L��

publice; 

�F�R�Q�G�X�F���W�R�U�X�O�X�L���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

18  - �F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��

�S�X�E�O�L�F�H�����v�Q���W�H�U�P�H�Q�H�O�H��

�S�U�H�Y���]�X�W�H���G�H���G�L�V�S�R�]�L� �L�L�O�H��

legale decide; 

- �G�X�S���������D�Q�D�O�L�]�D�������S�U�R�F�H�V�X�O�X�L�������Y�H�U�E�D�O 

constatare,   cu   compartimentele   de 

�V�S�H�F�L�D�O�L�W�D�W�H���� �Y�D�� �G�H�F�L�G�H�� �v�Q�� �W�H�U�P�H�O�H�� �O�H�J�D�O�H��

�P���V�X�U�L�O�H���F�H���X�U�P�H�D�]�����D���I�L���O�X�D�W�H�� 

19  - stabilirea temeiului legal 

ce impune emiterea 

deciziei;  

-  �F�R�Q�G�X�F���W�R�U�X�O�����X�Q�L�W��� �L�L�����v�P�S�U�H�X�Q�������F�X�� 

compartimentele de specialitate va stabili 

temeiurile  legale  ce  se  impun  pentru 

emiterea deciziei;   

20  -stabilirea  persoanei,  a  

persoanelor  sau  a  

�F�R�P�L�V�L�L�O�R�U�����v�Q�V���U�F�L�Q�D�W�H���V����

�G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H��

prevederile deciziei;  

-  �F�R�Q�G�X�F���W�R�U�X�O�����X�Q�L�W��� �L�L�����v�P�S�U�H�X�Q�������F�X 

compartimentele  de  specialitate  vor stabili 

persoana, persoanele sau comisiile 

�v�Q�V���U�F�L�Q�D�W�H�� �� �� �V���� �� �� �G�X�F���� �� �� �O�D�� �� �� �v�Q�G�H�S�O�L�Q�L�U�H��

�S�U�H�Y�H�G�H�U�L�O�H�� �G�H�F�L�]�L�L�O�R�U�� �� �F�H�� �X�U�P�H�D�]���� �� �D�� �� �I�L��

emise; 

21  - �v�Q�W�R�F�P�L�U�H�D���G�H�F�L�]�L�H�L��

propriu -zise; 

- compartimentele   de   specialitate 

�v�P�S�U�H�X�Q�������F�X�����S�H�U�V�R�D�Q�D�����G�H�V�H�P�Q�D�W�������F�X 

�U�H�G�D�F�W�D�U�H�D�� �ú�L�� �H�Y�L�G�H�Q� �D�� �G�H�F�L�]�L�L�O�R�U�� �Y�R�U�� �W�U�H�F�H�� �O�D��

�v�Q�W�R�F�P�L�U�H�D��acestora; 

22  - vizarea deciziei de 

compartimentul de 

specialitate;  

- �G�X�S���� �� �� �U�H�G�D�F�W�D�U�H�D�� �� �� �G�H�F�L�]�L�H�L�� �� �� �ú�H�I�X�O��

compartimentului de specialitate va aviza 

pentru legalitate; 

23  - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O��

�V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

- �G�X�S�����U�H�G�D�F�W�D�U�H�D���ú�L��avizare, decizia se 

�v�Q�U�H�J�L�V�W�U�H�D�]�� �G�H���������F���W�U�H persoana 

�G�H�V�H�P�Q�D�W�����F�X���H�Y�L�G�H�Q� �D���D�F�H�V�W�R�U�D���v�Q�W�U-un 

�U�H�J�L�V�W�U�X���V�S�H�F�L�D�O���v�Q�W�R�F�P�L�W�� 

24  - semnarea deciziei, de 

�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��

- �G�X�S���� �D�Y�L�]�D�U�H�� �ú�L�� �v�Q�U�H�J�L�V�W�U�D�U�H���� �G�H�F�L�]�L�D�� �Y�D�� �I�L��

�S�U�H�G�D�W���� �V�S�U�H�� �V�H�P�Q�D�U�H�� �F�R�Q�G�X�F���W�R�U�X�O�X�L��
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publice;  �L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

- �G�X�S���� �O�X�D�U�H�D�� �O�D�� �F�X�Q�R�ú�W�L�Q� ���� �D�� �F�R�Q� �L�Q�X�W�X�O�X�L��

�G�H�F�L�]�L�H�L���� �F�R�Q�G�X�F���W�R�U�X�O�� �L�Q�V�W�L�W�X� �L�H�L�� �S�X�E�O�L�F�H�� �Y�D��

trece la semnarea acesteia; 

25  - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H������

�S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V����

�G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H��

prevederile acesteia; 

- �S�H�U�V�R�D�Q�D�� �� �G�H�V�H�P�Q�D�W���� �� �F�X�� �� �H�Y�L�G�H�Q� ����

deciziilor emise va trece la predarea unui 

�H�[�H�P�S�O�D�U�� �S�H�U�V�R�D�Q�H�O�R�U�� �v�Q�V���U�F�L�Q�D�W�H�� �V���� �G�X�F���� �O�D��

�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H���D�F�H�V�W�R�U�D�� 

-  �S�H�U�V�R�D�Q�D�����v�Q�V���U�F�L�Q�D�W�������F�X�����G�X�F�H�U�H�D�����O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�����D�����S�U�H�Y�H�G�H�U�L�O�R�U�����G�H�F�L�]�L�H�L�����Y�D 

primi un exemplar;  

- �S�H�U�V�R�D�Q�D���v�Q�V���U�F�L�Q�D�W�����F�X���G�X�F�H�U�H�D���O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�� �D�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �G�H�F�L�]�L�H�L�� �Y�D�� �O�X�D�� �O�D��

�F�X�Q�R�ú�W�L�Q� �����G�H���F�R�Q� �L�Q�X�W�X�O���D�F�H�V�W�H�L�D�� 

26  - �V�H�P�Q�D�U�H�D���G�H���S�U�L�P�L�U�H���ú�L��

�O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� �����D��

deciziei; 

-  �S�H�U�V�R�D�Q�D�����v�Q�V���U�F�L�Q�D�W�������F�X�����G�X�F�H�U�H�D�����O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�����D�����S�U�H�Y�H�G�H�U�L�O�R�U����deciziei  va 

�V�H�P�Q�D�� �S�H�� �I�R�U�P�X�O�D�U�X�O�� �F�D�U�H�� �Y�D�� �U���P�k�Q�H�� �v�Q��

cadrul compartimentului de specialitate de 

�S�U�L�P�L�U�H���ú�L���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� ���� 

27  - predarea unui exemplar 

�S�H�U�V�R�D�Q�H�L�� �G�H�V�H�P�Q�D�W�H�� �V����

�J�H�V�W�L�R�Q�H�]�H���ú�L 

�V���� �D�F�W�X�D�O�L�]�H�]�H�� �G�H�F�L�]�L�L�O�H��

emise; 

- �S�H�U�V�R�D�Q�D�����v�Q�V���U�F�L�Q�D�W�������V�������G�X�F�������O�D 

�v�Q�G�H�S�O�L�Q�L�U�H�� �S�U�H�Y�H�G�H�U�L�O�H�� �G�H�F�L�]�L�H�L�� �Y�D�� �S�U�H�G�D�� �X�Q��

�H�[�H�P�S�O�D�U�� �V�H�P�Q�D�W�� �G�H�� �S�U�L�P�L�U�H�� �ú�L�� �O�X�D�U�H�� �O�D��

�F�X�Q�R�ú�W�L�Q� ������ �D�Q�J�D�M�D�W�X�O�X�L�� �G�H�V�H�P�Q�D�W�� �F�X��

�H�Y�L�G�H�Q� �D���� �� �� �S���V�W�U�D�U�H�D�� �� �� �ú�L�� �� �� �D�F�W�X�D�O�L�]�D�U�H�D��

acestora; 

28  - arhivarea deciziei. - �v�Q���P�R�P�H�Q�W�X�O���H�P�L�W�H�U�L�L���X�Q�H�L���Q�R�L���G�H�F�L�]�L�L�� 

�I�R�U�P�X�O�D�U�X�O�� �� �L�Q�L� �L�D�O�� �� �Y�D�� �� �I�L�� �� �S�U�H�G�D�W�� �� �V�S�U�H��

arhivare;  
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Matricea responsabilitatilor I:  

 

 

Nr. 

Crt.  

Compartimentul  

(postul)/actiunea 

(operatiunea) 

I  II  III  IV  V VI  VII  VIII  IX  X XI  XII  XIII  

1 - �v�Q�W�R�F�P�L�U�H�D���U�H�I�H�U�D�W�X�O�X�L���ú�L��
luarea la �F�X�Q�R�ú�W�L�Q� �����G�H�V�S�U�H��
unele acte normative; 

E             

2 - �v�Q�U�H�J�L�V�W�U�D�U�H�D���U�H�I�H�U�D�W�H�O�R�U���O�D��
�U�H�J�L�V�W�U�D�W�X�U�D���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H������ 

 E            

3 - aprobarea referatelor de 
�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��
publice; 

  A           

4 - stabilirea temeiului legal ce 
impune emiterea deciziei; 

   E          

5 -stabilirea persoanei, a 
persoanelor sau a comisiilor 
�v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F�����O�D��
�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H��
deciziei; 

    E         

6 - �v�Q�W�R�F�P�L�U�H�D���G�H�F�L�]�L�H�L���S�U�R�S�U�L�X-
zise; 

     E        

7 - vizarea deciziei de 
compartimentul de specialitate;  

      V       

8 - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O��
�V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

       E      

9 - semnarea deciziei, de 
�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��
publice;  

        A     

10 - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H������
�S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F����
�O�D���v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H��
acesteia; 

         E    

11 - �V�H�P�Q�D�U�H�D���G�H���S�U�L�P�L�U�H���ú�L���O�X�D�U�H��
�O�D���F�X�Q�R�ú�W�L�Q� �����D���G�H�F�L�]�L�H�L�� 

          E   

12 - predarea unui exemplar 
�S�H�U�V�R�D�Q�H�L���G�H�V�H�P�Q�D�W�H���V����
�J�H�V�W�L�R�Q�H�]�H���ú�L���V�����D�F�W�X�D�O�L�]�H�]�H��
deciziile emise; 

           E  

13 - arhivarea deciziei             AH 
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Matricea responsabilitatilor II:  

 

 

Nr. 

Crt.  

Compartimentul  

(postul)/actiunea 

(operatiunea) 

I  II  III  IV  V VI  VII  V 

III  

IX  X XI  X 

II  

X 

III  

XI 

V 

XV 

1 - �v�Q�Wocmirea proceselor 
�Y�H�U�E�D�O�H���G�H���F�R�Q�V�W�D�W�D�U�H���ú�L���O�X�D�U�H�D��
�O�D���F�X�Q�R�ú�W�L�Q� �����G�H�V�S�U�H���X�Q�H�O�H��
acte normative; 

E               

2 - �v�Q�Uegistrarea proceselor 
verbale la registratura 
�L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

 E              

3 - semnarea proceselor verbale 
de comisii; 

  E             

4 - predarea proceselor verbale 
�G�H���F�R�Q�V�W�D�W�D�U�H�����F�R�Q�G�X�F���W�R�U�X�O�X�L��
�L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H�� 

   E            

5 - �F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��
�S�X�E�O�L�F�H�����v�Q���W�H�U�P�H�Q�H�O�H��
�S�U�H�Y���]�X�W�H���G�H���G�L�V�S�R�]�L� �L�L�O�H��
legale decide; 

    A           

6 - stabilirea temeiului legal ce 
impune emiterea deciziei;  

     E          

7 -stabilirea  persoanei,  a  
persoanelor  sau  a  comisiilor  
�v�Q�V���U�F�L�Q�D�W�H���V�����G�X�F�����O�D��
�v�Q�G�H�S�O�L�Q�L�U�H���S�U�H�Y�H�G�H�U�L�O�H��
deciziei;  

      E         

8 - �v�Q�Wocmirea deciziei propriu-
zise; 

       E        

9 - vizarea deciziei de 
compartimentul de 
specialitate;  

        E       

10 - �v�Q�U�H�J�L�V�W�U�D�U�H�D���v�Q���U�H�J�L�V�W�U�X�O��
�V�S�H�F�L�D�O���D���G�H�F�L�]�L�H�L���v�Q�W�R�F�P�L�W�H���� 

         E      

11 - semnarea deciziei, de 
�F�R�Q�G�X�F���W�R�U�X�O���L�Q�V�W�L�W�X� �L�H�L��
publice; 

          A

P 

    

12 - �v�Q�P�k�Q�D�U�H�D���G�H�F�L�]�L�H�L���F���W�U�H������
�S�H�U�V�R�D�Q�H�O�H���v�Q�V���U�F�L�Q�D�W�H���V����
�G�X�F�����O�D���v�Q�G�H�S�O�L�Q�L�U�H��
prevederile acesteia; 

           E    
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13 - �V�H�P�Q�D�U�H�D���G�H���S�U�L�P�L�U�H���ú�L���O�X�D�U�H��
�O�D���F�X�Q�R�ú�W�L�Q� �����D���G�H�F�L�]�L�H�L�� 

            E   

14 - predarea unui exemplar 
�S�H�U�V�R�D�Q�H�L���G�H�V�H�P�Q�D�W�H���V����
�J�H�V�W�L�R�Q�H�]�H���ú�L���V�����D�F�W�X�D�O�L�]�H�]�H��
deciziile emise; 

             E  

15 - arhivarea deciziei.               AH 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Circuitul 

documentelor 

Financiar 

Contabil 

Director 1 Personal Scr Perm  

2         

3         

4         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 

 

 

 

 

 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,,  JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

 

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

 

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. II   

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 09 - Analiza culturii organizationale 2 

2 P.O. 10 - Asigurarea seriviciilor medicale de urgenta 17 

3 P.O. 11 �± Semnalare neregularitati 37 

4 P.O. 12 - Prevenirea, combaterea si monitorizarea violentei in scoala 59 

5 P.O. 13 - Functionarea comisiilor metodice si a comisiilor tematice 85 

6 P.O. 14 - Urmarirea progresului elevilor 105 

7 P.O. 15 - Identificarea punctelor tari, punctelor slabe, oportunitatilor si 

amenintarilor 

124 

8 P.O. 16 -   Prevenirea si combaterea absenteismului scolar 142 
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PROCEDURA OPERATIONALA  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
Dumitr�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�H�W�R�G�R�O�R�J�L�D si responsabilitatile celor implicati in procesul de analiza a 

culturii organizationale. Scopul acesti proceduri este de planificare a activitatilor de 

analiza a culturii organizationale si de elaborare de masuri corective in vederea 

imbunatatirii calitatii educatiei;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H��sarcini �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �0�R�G�X�O�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�� �D�� �R�S�H�U�D� �L�X�Q�L�L�� �G�H�� �D�Q�D�O�L�]�D�� �D�� �F�X�O�W�X�U�L�L��organizationale si de 

elaborare de masuri corective in vederea imbunatatirii calitatii educatiei; 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.  Administrativ;  

5.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. Administrativ;  

5. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  �'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������� cu modificarile si completarile ulterioare; 

�ƒ Standardele de referinta si indicatorii de performanta pentru evaluarea si asigurarea 

calitatii in invatamantul preuniversitar �± H.G. nr. 1534/25.11.2008; 

�ƒ Standardele de acreditare si evaluare periodica a unitatilor de invatamant 

preuniversitar �± anexa H.G. nr. 21/10.01.2007; 

�ƒ Legea nr. 87/13.04.2006 privind asigurarea calitatii in educatie; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� ���S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. L  Lege 

9. HG Hotarare de Guvern 

10. Scr Secretariat 

11. PL Procedura de Lucru 

12. PC Personal Contractual 

13. DP Dosar Profesional 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L�� 

8.2. Documente utilizate  

8.2.1. Lista documentelor:  

- documentele utilizate sunt :  

- strategia si politicile unitatii;  

- chestionare Focus  

- procese verbale.  

 

8.3. Resurse necesare:  

8.3.1. Resurse materiale:  

- �F�R�Q�I�R�U�P���O�L�V�W�H�L���G�H���L�Q�Y�H�Q�W�D�U���D�Q�H�[�D�W���� 

 

8.3.2. Resurse umane:  

- �F�R�Q�I�R�U�P���V�W�D�W�H�O�R�U���G�H���I�X�Q�F� �L�L��anexate 

 

8.3.3. Resurse financiare:  

- conform bugetului anual aprobat  

 

8.4. Modul de lucru:  

���������������3�O�D�Q�L�I�L�F�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U���ú�L���D�F� �L�X�Q�L�O�R�U���D�F�W�L�Y�L�W��� �L�L�� 
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Continutul procedurii :  

Pasul 1�����$�F�W�L�Y�L�W��� �L���G�H���S�U�R�L�H�F�W�D�U�H���D���D�Q�D�O�L�]�H�L���F�X�O�W�X�U�L�L���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H 

�$�Q�D�O�L�]�D���F�X�O�W�X�U�L�L���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H���V�H���Y�D���I�D�F�H���G�L�Q�������S�H�U�V�S�H�F�W�L�Y�H�� 

- �G�L�Q�� �F�H�D�� �D�� �G�L�U�H�F� �L�L�O�R�U�� �V�W�U�D�W�H�J�L�F�H�� ���S�U�L�Q�� �D�Q�D�O�L�]�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�H�� �F�R�Q� �L�Q�� �P�L�V�L�X�Q�H�D���� �V�W�U�D�W�H�J�L�D����

�S�R�O�L�W�L�F�L�O�H���R�U�J�D�Q�L�]�D� �L�H�L���� 

- �G�L�Q���F�H�D���R�S�H�U�D� �L�R�Q�D�O�������S�U�L�Q���L�Q�W�H�U�Y�L�H�Y�D�U�H�D���P�D�Q�D�J�H�U�L�O�R�U���R�U�J�D�Q�L�]�D� �L�H�L���� 

- di�Q���F�H�D���D���D�Q�J�D�M�D� �L�O�R�U���R�U�J�D�Q�L�]�D� �L�H�L�����S�U�L�Q���D�S�O�L�F�D�U�H�D���F�K�H�V�W�L�R�Q�D�U�X�O�X�L���)�R�F�X�V���� 

 

Pasul 2�����$�F�W�L�Y�L�W��� �L���G�H���H�O�D�E�R�U�D�U�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���G�H���D�Q�D�O�L�]�� 

- �0�H�P�E�U�L�L�� �&���(���$���&���� �D�L�� �X�Q�L�W���
�L�L�� �v�Q�W�R�F�P�H�V�F un chestionar care va fi aplica�W�� �X�Q�X�L�� �H�ú�D�Q�W�L�R�Q�� �G�H��

�D�Q�J�D�M�D� �L���D�L���X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W de pe diferite trepte ierarhice si stabilesc grila de categorii prin 

care se vor analiza documentele semnificative ale �X�Q�L�W���
�L�L (strategii, politici, studii etc); 

- Membrii C.E.A.C.  vor elabora un ghid de interviu - un instrument de cercetare c�D�O�L�W�D�W�L�Y�����F�H���Y�D��

�I�L���X�W�L�O�L�]�D�W���v�Q���L�Q�W�H�U�Y�L�H�Y�D�U�H�D��directorului. 

 

Pasul 3. Testarea procedurii de evaluare a culturii organizationale 

- �v�Q�� �X�U�P�D�� �D�S�O�L�F���U�L�L�� �L�Q�V�W�U�X�P�H�Q�W�H�O�R�U�� �G�H�� �F�H�U�F�H�W�D�U�H�� �ú�L�� �D�� �D�J�U�H�J���U�L�L�� �U�H�]�X�O�W�D�W�H�O�R�U�� �R�E� �L�Q�X�W�H�� �S�U�L�Q�� �F�H�O�H�� �W�U�H�L��

metode (ancheta, analiza doc�X�P�H�Q�W�H�O�R�U�� �ú�L�� �L�Q�W�H�U�Y�L�X���� �Y�R�U�� �U�H�]�X�O�W�D�� ���� �Y�D�O�R�U�L�� �Q�X�P�H�U�L�F�H�� �F�D�U�H��

�F�D�U�D�F�W�H�U�L�]�H�D�]�D���F�H�O�H������ �R�U�L�H�Q�W���U�L���F�X�O�W�X�U�D�O�H�����P�R�G�H�O�X�O���O�X�L���4�X�L�Q�Q���� �v�Q���R�U�J�D�Q�L�]�D� �L�H�����$�F�H�V�W�H���Y�D�O�R�U�L���Y�R�U���I�L��

�W�U�D�W�D�W�H���G�U�H�S�W���Y�D�O�R�U�L���D�O�H���M�R�F�X�O�X�L���V�W�U�D�W�H�J�L�F���G�L�Q�W�U�H���R�U�J�D�Q�L�]�D� �L�H���ú�L���P�H�G�L�X�O���H�[�W�H�U�Q���O�D���P�R�P�H�Q�W�X�O���O�D���F�D�U�H��a 

�I�R�V�W���I���F�X�W�����H�Y�D�O�X�D�U�H�D���� 

Se vor repeta la interval de 6 luni.  

�6�H�U�L�L�O�H���G�H���Y�D�O�R�U�L���F�X�O�H�V�H���Y�R�U���I�L���X�W�L�O�L�]�D�W�H���v�Q���V�H�O�H�F�W�D�U�H�D���P�R�G�H�O�X�O�X�L���P�D�W�H�P�D�W�L�F���� 

�$�F�H�V�W���� �V�H�O�H�F� �L�H�� �Y�D�� �F�R�Q�G�X�F�H�� �O�D�� �S�X�Q�F�W�X�O�� �G�H�� �H�F�K�L�O�L�E�U�X�� �D�O�� �M�R�F�X�O�X�L�� �V�W�U�D�W�H�J�L�F�� �G�L�Q�� �S�O�D�Q�� �F�X�O�W�X�U�D�O�� �G�L�Q�W�U�H��

�R�U�J�D�Q�L�]�D� �L�H�� �ú�L�� �P�H�G�L�X�O�� �H�L�� �H�[�W�H�U�Q���� �$�F�H�V�W�� �S�X�Q�F�W�� �G�H�� �H�F�K�L�O�L�E�U�X�� ���1�D�V�K���� �U�H�S�U�H�]�L�Q�W���� �Y�D�O�R�D�U�H�D�� �M�R�F�X�O�X�L��

�S�H�Q�W�U�X���S�H�U�L�R�D�G�D���X�U�P���W�R�D�U�H���G�H���W�L�P�S���ú�L���I�D�F�H���S�R�V�L�E�L�O�����S�U�H�Y�L�]�L�R�Q�D�U�H�D���H�Y�R�O�X� �L�H�L���S�D�U�D�P�H�W�U�L�O�R�U���F�X�O�W�X�U�D�O�L��
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�S�H�Q�W�U�X���S�H�U�L�R�D�G�D���D�O�H�D�V�����G�H���W�L�P�S�� 

- �D�S�O�L�F�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �G�H�� �H�Y�D�O�X�D�U�H�� �D�� �F�X�O�W�X�U�L�L�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H�� �G�X�S���� �R�� �Q�R�X���� �S�H�U�L�R�D�G���� �G�H�� �W�L�P�S�� �G�H��

�X�Q�G�H�� �Y�R�U�� �U�H�]�X�O�W�D�� �Y�D�O�R�U�L�O�H�� �U�H�D�O�H�� ���H�P�S�L�U�L�F�H������ �3�U�L�Q�� �F�R�P�S�D�U�D� �L�D�� �D�F�H�V�W�R�U�D�� �F�X�� �F�H�O�H�� �U�H�]�X�O�W�D�W�H�� �S�U�L�Q��

aplica�U�H�D�� �P�R�G�H�O�H�O�R�U�� �P�D�W�H�P�D�W�L�F�H�� �V�H�� �Y�D�� �S�X�W�H�D�� �V�H�O�H�F�W�D�� �ú�L�� �D�S�O�L�F�D�� �D�F�H�O�� �P�R�G�H�O�� �F�D�U�H�� �D�S�U�R�[�L�P�H�D�]���� �F�H�O��

�P�D�L���E�L�Q�H���G�L�Q�D�P�L�F�D���H�Y�R�O�X� �L�H�L���F�X�O�W�X�U�L�L���R�U�J�D�Q�L�]�D� �L�H�L�� 

 

Pasul 4. Formularea concluziilor legate de: 

- �S�H�U�F�H�S� �L�L�O�H�����H�Y�D�O�X���U�L�O�H���ú�L���R�S�L�Q�L�L�O�H���D�Q�J�D�M�D� �L�O�R�U�� 

- �R�� �L�P�D�J�L�Q�H�� �F�R�Q�F�L�V���� �D���D�W�X�X�U�L�O�R�U�� �ú�L�� �� �Y�X�O�Q�H�U�D�E�L�O�L�W��� �L�O�R�U�� �F�R�O�H�F�W�L�Y�X�O�X�L���� �D�� �D�ú�W�H�S�W���U�L�O�R�U���� �I�U�X�V�W�U���U�L�O�R�U�� �V�D�X 

�G�L�V�S�R�Q�L�E�L�O�L�W��� �L�L���G�H���L�P�S�O�L�F�D�U�H���D���D�Q�J�D�M�D� �L�O�R�U�� 

- �R�� �O�L�V�W���� �D�� �S�U�R�E�O�H�P�H�O�R�U���� �F�D�X�]�H�O�R�U�� �ú�L�� �V�R�O�X� �L�L�O�R�U�� �S�H�� �F�D�U�H�� �O�H�� �S�U�R�S�X�Q�� �D�Q�J�D�M�D� �L�L�� �v�Q�� �Y�H�G�H�U�H�D�� �R�S�W�L�P�L�]���U�L�L 

�D�F�W�L�Y�L�W��� �L�L���S�U�R�I�H�V�L�R�Q�D�O�H�� 

- un �I�H�H�G�E�D�F�N�� �U�D�S�L�G�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �L�P�S�D�F�W�X�O�� �S�H�� �F�D�U�H�� �v�O�� �D�X���� �O�D�� �Q�L�Y�H�O�X�O�� �R�U�J�D�Q�L�]�D� �L�H�L���� �V�F�K�L�P�E���U�L�O�H��

propuse, procesele de restructurare demarate sau deciziile strategice implementate.; 

- un suport consistent pentru decizii; 

- o a�Q�D�O�L�]�����D���H�I�L�F�L�H�Q� �H�L���ú�L���V�W�L�O�X�U�L�O�H de conducere; 

- �R���L�O�X�V�W�U�D�U�H���D���Ä�F�R�Q�G�L� �L�L�O�R�U�´���L�P�S�O�L�F�L�W�H���V�D�X���H�[�S�O�L�F�L�W�H���S�H���F�D�U�H���O�H���S�X�Q���D�Q�J�D�M�D� �L�L�����S�H�Q�W�U�X���D���V�H���L�P�S�O�L�F�D�����D 

�P�X�Q�F�L���P�D�L���P�X�O�W���ú�L���P�D�L���E�L�Q�H�� 

 

���������������Ì�Q�U�H�J�L�V�W�U���U�L 

�7�R�D�W�H�� �U�D�S�R�D�U�W�H�O�H�� �ú�L�� �G�R�Y�H�]�L�O�H�� �S�H�� �E�D�]�D�� �F���U�R�U�D�� �V�H�� �I�D�F�H�� �D�Q�D�O�L�]�D�� �F�X�O�W�X�U�L�L�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H�� �V�H�� �D�I�O�����v�Q��

�G�R�V�D�U�X�O���&���(���$���&�����ú�L���v�Q���G�R�F�X�P�H�Q�W�H�O�H���H�F�K�L�S�H�L���P�D�Q�D�J�H�U�L�D�O�H�� 

 

8.4.3. Analiza procedurii.  

�$�Q�D�O�L�]�D���ú�L���U�H�Y�L�]�X�L�U�H�D���S�U�R�F�H�G�X�U�L�L���V�H���I�D�F�H���D�Q�X�D�O�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 
 �&���(���$���&���� �D�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� �G�H�� �H�O�D�E�R�U�D�U�H���� �P�R�Q�L�W�R�U�L�]�D�U�H�D�� �D�S�O�L�F���U�L�L�� �ú�L�� �U�H�Y�L�]�X�L�U�H�D�� �S�H�U�L�R�G�L�F���� �D��

procedurii;  

 

�&���$�����D�S�U�R�E�����S�U�R�F�H�G�X�U�D���S�U�R�S�X�V�����G�H���&.E.A.C;  

 

Membrii C.E.A.C. �U���V�S�X�Q�G�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�D�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �F�R�Q�I�R�U�P��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U���V�S�H�F�L�I�L�F�H���G�L�Q���F�D�G�U�X�O���F�R�P�L�V�L�H�L���� 

 

�'�L�U�H�F�W�R�U�L�L���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H �ú�L���V�D�X���U�H�V�S�R�Q�V�D�E�L�O�X�O���&�(�$�&���V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D��

�ú�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���� 

 

Membrii C.�(���$���&�����U���V�S�X�Q�G �G�H���v�Q�W�R�F�P�L�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���ú�L���L�Q�W�H�U�S�U�H�W�D�U�H�D���G�D�W�H�O�R�U���V�S�H�F�L�I�L�F�H���� 

 

Membrii C.E.A.C. �D�S�O�L�F�����L�Q�V�W�U�X�P�H�Q�W�H�O�H���G�H���D�Q�D�O�L�]������ 

 

�(�F�K�L�S�D���P�D�Q�D�J�H�U�L�D�O�����F�R�U�H�F�W�H�D�]�����G�R�F�X�P�H�Q�W�H�O�H���S�U�R�L�H�F�W�L�Y�H���S�H���E�D�]�D���U�H�]�X�O�W�D�W�H�O�R�U���D�Q�D�O�L�]�H�L�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

3         

4         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D���U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de aplicare a procedurii �R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�H�W�R�G�R�O�R�J�L�D si responsabilitatile celor implicati in procesul de sustinere 

a functiilor vitale pana la interventia cadrelor medicale de specialitate �± medici de 

urgenta (serviciul SMURD); 

 

4.2. �'���� �D�V�L�J�X�U���U�L �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �H�[�L�V�W�H�Q� �D�� �G�R�F�X�P�H�Q�W�D� �L�H�L�� �D�G�H�F�Y�D�W�H�� �G�H�U�X�O���U�L�L�� �D�F�W�L�Y�L�W��� �L�L�� �G�H��

asigurare a serviciilor medicale de urgenta din cadrul unitatii;  

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �0�R�G�X�O���G�H���G�H�V�I���ú�X�U�D�U�H���D���R�S�H�U�D� �L�X�Q�L�L���G�H���V�X�V�W�L�Q�H�U�H���D���I�X�Q�F�W�L�L�O�R�U���Y�L�W�D�O�H���S�D�Q�D��la interventia 

cadrelor medicale de specialitate �± medicii de urgenta (serviciul SMURD); 

- Procedura se aplica tuturor elevilor de la unitatea de invatamant. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��colaborarea 

persoanei desemnate din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

-  P�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �H�O�H�Y�L�O�R�U���� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �ú�L��

didactice auxiliare din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L, in situatii medicale de urgenta. 

 

   5.3. Beneficiarii prezentei proceduri �V�X�Q�W�� �H�O�H�Y�L�L�� �ú�L�� �S�H�U�V�R�Q�D�O�X�O�� �G�L�G�D�F�W�L�F�� �D�O��

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�I�X�Q�F� �L�R�Q�D�U�H���D���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

 

 

 

ului Sanatatii si Familiei Nr. 653/2001 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. 

Starea de con�ètiin�ì�� 

�3�H�Q�W�U�X�� �D�S�U�H�F�L�H�U�H�D�� �V�W���U�L�L�� �G�H�� �F�R�Q�ètiin�ì���� �V�H�� �Y�D�� �X�U�P���U�L��
�U���V�S�X�Q�V�X�O���Y�L�F�W�L�P�H�L���O�D���V�W�L�P�X�O�L���D�X�G�L�W�L�Y�L���� �Y�L�]�X�D�O�L���èi durero�èi, 
�v�Q�F�H�U�F�k�Q�G�� �V���� �V�H���V�W�D�E�L�O�H�D�V�F���� �X�Q�� �G�L�D�O�R�J�� �F�X�� �D�F�H�V�W�D����
�]�J�k�O�ì�k�L�Q�G�X-l u�èor de umeri sau ciupindu-�O���� �'�D�F���� �Y�L�F�W�L�P�D��
�Q�X�� �U���V�S�X�Q�G�H���èi nu ac�ì�L�R�Q�H�D�]���� �v�Q�V�H�D�P�Q���� �F���� �H�V�W�H��
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incon�è�W�L�H�Q�W�����èi se va trece la evaluarea respira�ìiei �èi 
circula�ìiei.  

9. 

Respira�ìia 

Verificarea respira�ìiei se face:  
- privind: mi�è�F���U�L�O�H�� �S�L�H�S�W�X�O�X�L�� �v�Q�� �W�L�P�S�X�O�� �U�H�V�S�L�U�D�ìiei(sau 
�D�E�X�U�L�U�H�D���X�Q�H�L���R�J�O�L�Q�]�L���S�O�D�V�D�W�����v�Q���I�D�ìa buzelor victimei)  
- �D�V�F�X�O�W�k�Q�G���� �]�J�R�P�R�W�H�O�H�� �U�H�V�S�L�U�D�W�R�U�L�L���� �F�X�� �X�U�H�F�K�H�D�� �D�S�U�R�S�L�D�W����
de gura �èi nasul victimei se poate auzi cum iese aerul  

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. SMURD 
�6�H�U�Y�L�F�L�X�O�� �0�R�E�L�O�� �G�H�� �8�U�J�H�Q� ������ �5�H�D�Q�L�P�D�U�H�� �ú�L��
Descarcerare 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1.  �3�U�R�F�H�G�X�U�D���D�U�H���X�U�P���W�R�U�L�L���S�D�ú�L�� 

�x �D�Q�X�Q� �D�U�H�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �P�H�G�L�F�D�O�� �ú�L�� �G�H�S�O�D�V�D�U�H�D�� �D�F�H�V�W�X�L�D�� �O�D�� �O�R�F�X�O�� �X�Q�G�H�� �V�H�� �J���V�H�ú�W�H��

�S�D�F�L�H�Q�W�X�O�����G�D�F�����D�F�H�V�W�D���H�V�W�H���Q�H�W�U�D�Q�V�S�R�U�W�D�E�L�O�� 
 

8.2. Etapele de acordare a primului ajutor sunt: 

�x �V�����V�H���D�V�L�J�X�U�H���O�R�F�X�O���D�F�F�L�G�H�Q�W�X�O�X�L�� 

�x �V�H���D�V�L�J�X�U�����V�H�F�X�U�L�W�D�W�H�D���S�H�U�V�R�D�Q�H�L���D�F�F�L�G�H�Q�W�D�W�H�����D���F�H�O�R�U���G�L�Q���M�X�U���ú�L���D���V�D�O�Y�D�W�R�U�X�O�X�L�� 

�x �V�H���L�D�X���P���V�X�U�L���G�H���S�U�H�Y�H�Q�L�U�H���S�H�Q�W�U�X���F�D���V�W�D�U�H�D���G�H���I�D�S�W���V�����Q�X���V�H���v�Q�U���X�W��� �H�D�V�F���� 
 

8.3. Personalul de �S�U�L�P�� �D�M�X�W�R�U�� �W�U�H�E�X�L�H�� �V���� �H�[�D�P�L�Q�H�]�H�� �D�F�F�L�G�H�Q�W�D�W�X�O���� �V���� �H�Y�D�O�X�H�]�H�� �V�L�W�X�D� �L�D�� �ú�L�� �V����

�v�Q� �H�O�H�D�J�����F�D�X�]�H�O�H���F�D�U�H���O-au provocat. 
 

8.4. �7�U�D�W�D�P�H�Q�W�X�O���D�S�O�L�F�D�W���v�Q���X�U�P�D���D�F�H�V�W�H�L���H�Y�D�O�X���U�L���Q�X���W�U�H�E�X�L�H���V�����F�R�Q�W�U�L�E�X�L�H���O�D���D�J�U�D�Y�D�U�H�D���V�L�W�X�D� �L�H�L����

�V�H���D�S�U�H�F�L�D�]�����V�W�D�U�H�D���G�H���F�R�Q�ú�W�L�H�Q� �����ú�L���J�U�D�Y�L�W�D�W�H�D���D�F�F�L�G�H�Q�W�X�O�X�L���� 

�x �6�H���V�F�X�W�X�U�����X�P���U�X�O���S�D�F�L�H�Q�W�X�O�X�L���ú�L���V�H���V�W�U�L�J���������6�X�Q�W�H� �L���W�U�H�D�]�"�� 

�x �&�X�P���H�V�W�H���U�H�V�S�L�U�D� �L�D�"�� 

�x Care este culoar�H�D���I�H� �H�L�"�� 

�x Cum este pulsul?  

�x Cum este pielea?  

�x �6�H�� �H�[�D�P�L�Q�H�D�]���� �F�R�U�S�X�O�� �G�D�F���� �V�X�Q�W�� �X�U�P�H�� �G�H�� �O�H�]�L�X�Q�H�� �H�[�W�H�U�Q�H�� �V�D�X��

traumatisme. 

 
 

8.5. �'�X�S�����H�Y�D�O�X�D�U�H�D���I�X�Q�F� �L�L�O�R�U���Y�L�W�D�O�H���V�H���D�F�R�U�G�����S�U�L�P�X�O���D�M�X�W�R�U�� 

�x �'�D�F�����Q�X���H�[�L�V�W�����Q�L�F�L���R���U�H�D�F� �L�H���V�H���G�H�V�F�K�L�G���F���L�O�H���G�H���D�F�F�H�V���D�O�H���D�H�U�X�O�X�L���ú�L���V�����X�U�P���U�H�ú�W�H���G�D�F����

�S�D�F�L�H�Q�W�X�O���U�H�V�S�L�U������ 

�x �'�D�F�����S�D�F�L�H�Q�W�X�O���Q�X���U�H�V�S�L�U�������G�D�U���D�U�H���S�X�O�V�����V�H���v�Q�F�H�S�H���U�H�V�S�L�U�D� �L�D���D�U�W�L�I�L�F�L�D�O������ 

�x �'�D�F�����Q�X���U�H�V�S�L�U�����ú�L���Q�X���D�U�H���S�X�O�V�����V�H���v�Q�F�H�S���P�D�Q�H�Y�U�H�O�H���G�H���U�H�V�X�V�F�L�W�D�U�H���F�D�U�G�Lo-respiratorie.  

      �Ì�Q�� �W�R�W�� �D�F�H�V�W�� �W�L�P�S�� �S�D�F�L�H�Q�W�X�O�� �H�V�W�H�� �D�ú�H�]�D�W�� �S�H�� �X�Q�� �S�O�D�Q�� �G�X�U���� �L�D�U�� �P�H�P�E�U�H�O�H�� �L�Q�I�H�U�L�R�D�U�H�� �V�X�Q�W��

�V�X�V� �L�Q�X�W�H���U�L�G�L�F�D�W�H���� 
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8.6. �5�H�V�X�V�F�L�W�D�U�H�D�� �V�H�� �R�S�U�H�ú�W�H�� �O�D�� �S�U�H�O�X�D�U�H�D�� �D�F�F�L�G�H�Q�W�D�W�X�O�X�L�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �P�H�G�L�F�D�O�� �F�D�O�L�I�L�F�D�W��

�V�D�X���O�D���U�H�O�X�D�U�H�D���I�X�Q�F� �L�L�O�R�U���Y�L�W�D�Oe. 

 

8.7. �'�D�F�����S�D�F�L�H�Q�W�X�O���ú�L-�D���U�H�O�X�D�W���I�X�Q�F� �L�L�O�H���Y�L�W�D�O�H�����G�D�U���H�V�W�H���L�Q�F�R�Q�ú�W�L�H�Q�W���V�H���D�ú�H�D�]�����v�Q���S�R�]�L� �L�H���O�D�W�H�U�D�O����

�V�W�D�E�L�O�������S�k�Q�����O�D���S�U�H�O�X�D�U�H�D���G�H���F���W�U�H���S�H�U�V�R�Q�D�O�X�O���V�S�H�F�L�D�O�L�]�D�W�� 
 

8.8. �6�H�� �D�S�H�O�H�D�]���� �Q�X�P���U�X�O�X�L�� �X�Q�L�F�� �������� �v�Q�� �F�D�]�X�U�L�O�H�� �F�H�� �Q�X�� �S�R�W�� �I�L�� �J�H�V�W�L�R�Q�D�W�H�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O��

�ú�F�R�O�D�U���� 
 

8.9. �3�U�H�O�X�D�U�H�D���S�D�F�L�H�Q�W�X�O�X�L���G�H���F���W�U�H���V�H�U�Y�L�F�L�X�O���G�H���X�U�J�H�Q� ���� 
 

8.10. �6�H���D�Q�X�Q� �����S���U�L�Q� �L�L���H�O�H�Y�X�O�X�L���G�H���F���W�U�H���V�H�F�U�H�W�D�U�L�D�W�X�O���ú�F�R�O�L�L�� 

 

Observatie 

 

�Ì�Q���S�D�U�D�O�H�O�����V�H���Y�R�U���G�H�V�I���ú�X�U�D���D�F�W�L�Y�L�W��� �L�� 

 de informare a elevilor pe teme medicale 

 �D�F�W�L�Y�L�W��� �L���H�G�X�F�D�W�L�Y�H���H�[�W�U�D�ú�F�R�O�D�U�H���F�X���V�S�H�F�L�I�L�F���P�H�G�L�F�D�O 

 �v�Q�U�H�J�L�V�W�U�D�U�H�D���ú�L���P�R�Q�L�W�R�U�L�]�D�U�H�D�����H�O�H�Y�L�O�R�U���F�X���S�U�R�E�O�H�P�H���J�U�D�Y�H���G�H���V���Q���W�D�W�H 

 

Obiective 

 

�$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����D�U�H���v�Q���Y�H�G�H�U�H���X�U�P���W�R�D�U�H�O�H��obiective: 

 �P�H�Q� �L�Q�H�U�H�D���V�W���U�L�L���G�H���V���Q���W�D�W�H���D���H�O�H�Y�L�O�R�U�� 

 �D�F�R�U�G�D�U�H�D���S�U�L�P�X�O�X�L���D�M�X�W�R�U���G�H���V�S�H�F�L�D�O�L�W�D�W�H���S�k�Q�����O�D���L�Q�W�H�U�Y�H�Q�L�U�H�D���P�H�G�L�F�X�O�X�L���G�H���I�D�P�L�O�L�H���V�D�X��

�D�P�E�X�O�D�Q� �H�L�� 

 �P�R�Q�L�W�R�U�L�]�D�U�H�D���V�W���U�L�L���G�H���V���Q���W�D�W�H���D���H�O�H�Y�L�O�R�U���D�I�O�D� �L���v�Q���H�Y�L�G�H�Q� �D���P�H�G�L�F�D�O���� 

 respectarea regimul rational de viata si normelor de igiena personala, 

 �F�X�Q�R�D�ú�W�H�U�H�D���V�L���I�R�O�R�V�L�U�H�D���V�X�U�V�H�O�R�U���V�L���P�R�G�D�O�L�W��� �L�O�R�U���G�H���L�Q�I�R�U�P�D�U�H���V�W�L�L�Q�W�L�I�L�F�D���L�Q���S�U�R�E�O�H�P�H�O�H��

de sanatate; 

 �L�Q�W�H�O�H�D�J�H�U�H�D���H�I�H�F�W�X�O���V�W���U�L�L���G�H���V�D�Q�D�W�D�W�H���D���P�H�G�L�X�O�X�L�����V�R�F�L�D�O���V�L���I�L�]�L�F������ 

 formarea unui stil de viata �F�R�U�H�V�S�X�Q�]���W�R�U���Q�R�U�P�H�O�R�U���L�J�L�H�Q�H�L���P�L�Q�W�D�O�H���� 
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 �U�H�V�S�H�F�W�D�U�H�D���S�U�L�Q�F�L�S�L�L�O�R�U���H�W�L�F�H���D�O�H���Y�L�H� �L�L���V�H�[�X�D�O�H�� 

 �F�X�Q�R�D�ú�W�H�U�H�D���S�U�L�Q�F�L�S�D�O�H�O�R�U���E�R�O�L���F�R�Q�W�D�J�L�R�D�V�H�����S�U�H�Y�H�Q�L�U�H�D���V�L���S�U�R�I�L�O�D�[�L�D���O�R�U�� 

 

Monitorizarea 

 

 �,�P�S�O�H�P�H�Q�W�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �Y�D�� �I�L�� �P�R�Q�L�W�R�U�L�]�D�W���� �ú�L�� �D�Q�D�O�L�]�D�W���� �v�Q�� �F�D�G�U�X�O�� �&omisiei pentru 

�H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L���� �S�H�Q�W�U�X�� �D�� �V�H�� �G�H�W�H�U�P�L�Q�D�� �J�U�D�G�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �R�E�L�H�F�W�L�Y�H�O�R�U��

�V�W�D�E�L�O�L�W�H���ú�L���J���V�L�U�H�D���X�Q�R�U���P�R�G�D�O�L�W��� �L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 
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Diagrama flux: 

�$�&�2�5�'�$�5�(�$���3�5�,�0�8�/�8�,���$�-�8�7�2�5���Ì�1���&�$�=���'�(���3�,�(�5�'�(�5�(�$���&�8�1�2�ù�7�,�1���(�, 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PREZENTAREA 
PACIENTULUI  

ASIGURAREA 
LOCULUI 

ACCIDENTULUI  

EVALUARE  

EXAMINARE 

STAREA DE 
�&�2�1�ù�7�,�(�1���� 

�5�(�6�3�,�5�$���,
E 

LEZIUNI 
EXTERNE 

LEZIUNI 
INTERN

E 

D
A 

N
U 

�&�,�5�&�8�/�$���,�( 

D
A 

N
U 

�5�(�6�3�,�5�$���,�(��
�$�5�7�,�)�,�&�,�$�/�� 

MASAJ 
CARDIAC 
EXTERN 

RELUAREA 
�)�8�1�&���,�,�/�2�5��

VITALE 

PRELUAREA 
�'�(���&���7�5�(��

SMURD 

SOLICITARE 
112 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 
 

9.1. �3�U�R�F�H�G�X�U�D���Y�D���I�L���D�S�O�L�F�D�W�����W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L 

9.2. Procedura �H�V�W�H���D�S�O�L�F�D�W�����G�H �F���W�U�H���S�H�U�V�R�Q�D�O�X�O���ú�F�R�O�L�L�� 

9.3. Directorul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H��

�&���(���$���&�����V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

�����������'�L�U�L�J�L�Q� �L�L���S�U�H�O�X�F�U�H�D�]�����S�U�R�F�H�G�X�U�D���v�Q���W�L�P�S�X�O���L�Q�V�W�U�X�F�W�D�M�X�O�X�L���S�H�Q�W�U�X���S�U�R�W�H�F� �La muncii. 

9.5. Personalul unitatii este responsabili de: 

�‡ �G�H���U�H�V�S�H�F�W�D�U�H�D���D�S�O�L�F���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

�‡ �G�H�� �L�Q�V�W�U�X�L�U�H�D�� �H�O�H�Y�L�O�R�U�� �ú�L�� �S�U�R�I�H�V�R�U�L�O�R�U�� �G�L�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L  

9.6. �&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���P�R�Q�L�W�R�U�L�]�D�U�H���ú�L���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�������D���S�U�R�F�H�G�X�U�L�L�� 

 

Nr. 
Crt.  

Compartimentul 
(postul)/actiunea 

(operatiunea) 

I  II  III  IV  V 

1 2 3 4 5 6 
1  E     
2   V    
3    A   
4     Ap.  
5      Ah. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Acordarea primului ajutor 

in crizele de astm 

       

2 Acordarea primului ajutor 

in caz de electrocutare 

       

3 Acordarea primului ajutor 

in caz de fracturi 

       

4 Acordarea primului ajutor 

in caz de hemoragii 

externe 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa 1 - acordarea primului ajutor in crizele de astm 

 

A. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L ���F�L�Q�H���R���D�S�O�L�F�����"���S�H�U�V�R�D�Q�H�����F�R�P�S�D�U�W�L�P�H�Q�W�H������ 

 �U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���V�L�W�X�D� �L�L�O�H���G�H���X�U�J�H�Q� �������H�F�K�L�S�D���G�H���L�Q�W�H�U�Y�H�Q� �L�H���v�Q���F�D�]�X�O���S�U�R�G�X�F�H�U�L�L��

�X�Q�H�L�� �V�L�W�X�D� �L�L�� �G�H�� �X�U�J�H�Q� ������ �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�U�H�]�H�Q�W�H�� �O�D�� �R�U�H���� �H�O�H�Y�L�L�� �L�Q�V�W�U�X�L�
�L�� �v�Q��

acest sens; 

B. Perioada de aplicare ���F�k�Q�G���V�H���D�S�O�L�F�����"���� 

 �'�H���I�L�H�F�D�U�H���G�D�W�����F�k�Q�G���D�U�H���O�R�F���R���F�U�L�]�D���G�H���D�V�W�P�� 

 

C. Procedura propriu-�]�L�V�� ���S�D�ú�L�L���U�H�J�X�O�L�O�H���L�Q�V�W�U�X�F� �L�X�Q�L�O�H�� �G�H�� �O�X�F�U�X�� �S�H�Q�W�U�X�� �D�S�O�L�F�D�U�Ha 

procedurii): 

1. evidenta elevilor bolnavi de astm; 

2. instruirea elevilor bolnavi de astm ca sa-si ia tratamentul regulat si sa poarte 

permanent la ei un inhalator; 

3. �H�Y�L�W�D�U�H�D�� �I�D�F�W�R�U�L�O�R�U�� �G�H�F�O�D�Q���D�W�R�U�L�� �D�L�� �F�U�L�]�H�L�� �G�H�� �D�V�W�P�� ���H�I�R�U�W�X�O�� �H�[�F�H�V�L�Y���� �S�U�D�I�X�O����

�Y�D�U�L�D�
�L�L�O�H���E�U�X���W�H���G�H���W�H�P�S�H�U�D�W�X�U������ 

4. apelarea serviciului de urgenta 112 sau a medicului personal in cazul 

�G�H�F�O�D�Q�����U�L�L crizei si in absenta medicamentelor. 

5. �P�R�Q�L�W�R�U�L�]�D�U�H�D���F�X�Q�R�D���W�H�U�L�L�����L���D�S�O�L�F���U�L�L���S�U�R�F�H�G�X�U�L�L���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���Y�D���I�L��

�I���F�X�W�����G�H���S�U�R�I����responsabil. 
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Anexa 2- acordarea primului ajutor in caz de electrocutare 

 

A. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L ���F�L�Q�H���R���D�S�O�L�F�����"���S�H�U�V�R�D�Q�H�����F�R�P�S�D�U�W�L�P�H�Q�W�H������ 

 �U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���V�L�W�X�D� �L�L�O�H���G�H���X�U�J�H�Q� �������H�F�K�L�S�D���G�H���L�Q�W�H�U�Y�H�Q� �L�H���v�Q���F�D�]�X�O���S�U�R�G�X�F�H�U�L�L��

�X�Q�H�L�� �V�L�W�X�D� �L�L�� �G�H�� �X�U�J�H�Q� ������ �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�U�H�]�H�Q�W�H�� �O�D�� �R�U�H�� �F�X�� �H�O�H�Y�L�L���� �H�O�H�Y�L�L��

instruiti in acest sens; 

 

B. Perioada de aplicare ���F�k�Q�G���V�H���D�S�O�L�F�����"���� 

 �'�H���I�L�H�F�D�U�H���G�D�W�����F�k�Q�G���D�U�H���O�R�F���X�Q���D�F�F�L�G�H�Q�W���X�U�P�D�W���G�H���H�O�H�F�W�U�R�F�X�W�D�U�H�� 

 

C. Procedura propriu-�]�L�V�� ���S�D�ú�L�L�� ���� �U�H�J�X�O�L�O�H�� ���� �L�Q�V�W�U�X�F� �L�X�Q�L�O�H�� �G�H�� �O�X�F�U�X�� �S�H�Q�W�U�X�� �D�S�O�L�F�D�U�H�D��

procedurii): 

1. se scoate rapid victima de sub influenta curentului electric. Daca este curent de 

�M�R�D�V�D���W�H�Q�V�L�X�Q�H���Y�L�F�W�L�P�D���V�H���W�U�D�J�H���G�H���K�D�L�Q�H�����'�D�F�D���H�V�W�H���F�X�U�H�Q�W���G�H���v�Q�D�O�W�����W�H�Q�V�L�X�Q�H���V�H��

�v�Q�W�U�H�U�X�S�H���V�X�U�V�D���G�H���F�X�U�H�Q�W�� 

2. �G�D�F�D���S�H�U�V�R�D�Q�D���D�F�F�L�G�H�Q�W�D�W�D���D�U�H���K�D�L�Q�H�O�H���L�Q���I�O���F���U�L�����D�F�H�V�W�H�D���V�H���V�W�L�Q�J���F�X���D�S�D���V�D�X���F�X��

�R�� �S���W�X�U���� �F�D�U�H�� �V�H�� �D���H�D�]���� �S�H�V�W�H�� �D�F�F�L�G�H�Q�W�D�W���� �1�X�� �V�H�� �D�U�X�Q�F�D�� �D�S�D�� �S�H�V�W�H�� �L�Q�V�W�D�O�D�
�L�L��

electrice 

3. �V�H���U�H�D�Q�L�P�H�D�]�����Y�L�F�W�L�P�D�����G�D�F�D���S�H�U�V�R�D�Q�D���V�H���D�I�O�D���L�Q���V�W�D�U�H���G�H���L�Q�F�R�Q���W�L�H�Q�W�������Q�X���U�H�V�S�L�U�D��

sau nu are puls �± �U�H�V�S�L�U�D�
�L�H���J�X�U�����O�D���J�X�U�����V�D�X���P�D�V�D�M���F�D�U�G�L�D�F�� 

4. �V�F���G�H�U�H�D�� �U�D�S�L�G���� �D�� �W�H�P�S�H�U�D�W�X�U�L�L�� �S�H�U�V�R�D�Q�H�L�� �D�F�F�L�G�H�Q�W�D�W�H�� �F�X�� �D�S�D�� �U�H�F�H�� ������-200 C). 

Procedeul trebuie sa continue timp de cca. 30 minute; 

5. �V�H�� �E�D�Q�G�D�M�H�D�]���� �D�U�V�X�U�L�O�H�� �S�H�Q�W�U�X�� �D�� �V�H�� �H�Y�L�W�D�� �L�Q�I�H�F�W�D�U�H�D�� �O�R�U���� �6�H�� �I�R�O�R�V�H�V�F�� �F�R�P�S�U�H�V�H��

curate, prosoape, cearceafuri etc.; 

6. �V�H�� �D�S�H�O�H�D�]���� �V�H�U�Y�L�F�L�X�O�� �G�H�� �X�U�J�H�Q�W�� �������� �V�D�X�� �V�H�� �W�U�D�Q�V�S�R�U�W�D�� �D�F�F�L�G�H�Q�W�D�W�X�O�� �O�D�� �V�S�L�W�D�O����

pentru ca exista riscul opririi inimii subit. 

7. �P�R�Q�L�W�R�U�L�]�D�U�H�D���F�X�Q�R�D���W�H�U�L�L�����L���D�S�O�L�F���U�L�L���S�U�R�F�H�G�X�U�L�L���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���Y�D���I�L��

�I���F�X�W�����G�H���S�U�R�I����responsabil. 
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Anexa 3 �± acordarea primului ajutor in caz de fracturi  

 

A. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L ���F�L�Q�H���R���D�S�O�L�F�����"���S�H�U�V�R�D�Q�H�����F�R�P�S�D�U�W�L�P�H�Q�W�H������ 

 �U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���V�L�W�X�D� �L�L�O�H���G�H���X�U�J�H�Q� �������H�F�K�L�S�D���G�H���L�Q�W�H�U�Y�H�Q� �L�H���v�Q���F�D�]�X�O���S�U�R�G�X�F�H�U�L�L��

�X�Q�H�L�� �V�L�W�X�D� �L�L�� �G�H�� �X�U�J�H�Q� ������ �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�U�H�]�H�Q�W�H�� �O�D�� �R�U�H�� �F�X�� �H�O�H�Y�L�L���� �H�O�H�Y�L�L��

�L�Q�V�W�U�X�L�
�L���v�Q���D�F�H�V�W���V�H�Q�V�� 

 

B. Perioada de aplicare ���F�k�Q�G���V�H���D�S�O�L�F�����"���� 

 �'�H���I�L�H�F�D�U�H���G�D�W�����F�k�Q�G���D�U�H���O�R�F���X�Q���D�F�F�L�G�H�Q�W���V�R�O�G�D�W���F�X���R���I�U�D�F�W�X�U���� 

 

C. Procedura propriu-�]�L�V�� ���S�D�ú�L�L�� ���� �U�H�J�X�O�L�O�H�� ���� �L�Q�V�W�U�X�F� �L�X�Q�L�O�H�� �G�H�� �O�X�F�U�X�� �S�H�Q�W�U�X�� �D�S�O�L�F�D�U�H�D��

procedurii): 

1. �V�H�� �L�G�H�Q�W�L�I�L�F�D�� �W�L�S�X�O�� �G�H�� �I�U�D�F�W�X�U�D���� �G�H�V�F�K�L�V�D�� �V�D�X�� �v�Q�F�K�L�V������ �v�Q�� �F�D�]�X�O�� �I�U�D�F�W�X�U�L�L���v�Q�F�K�L�V�H��

�S�L�H�O�H�D�� �Q�X�� �H�V�W�H�� �V�W�U���S�X�Q�V������ �L�D�U�� �v�Q�� �I�U�D�F�W�X�U�D�� �G�H�V�F�K�L�V�D�� �S�L�H�O�H�D�� �H�V�W�H�� �V�W�U���S�X�Q�V���� �G�H��

�I�U�D�J�P�H�Q�W�H�O�H���R�V�X�O�X�L�����L���H�V�W�H���v�Q�V�R�
�L�W�����G�H���K�H�P�R�U�D�J�L�H�� 

2. �V�H�� �L�G�H�Q�W�L�I�L�F�D�� �V�L�P�S�W�R�P�H�O�H�� �I�U�D�F�W�X�U�L�L���� �G�X�U�H�U�H���� �X�P�I�O�D�U�H�D�� �V�X�S�U�D�I�H�
�H�L�� �U�H�V�S�H�F�W�L�Y�H����

�S�R�]�L�
�L�H���Q�H�I�L�U�H�D�V�F�������P�L���F�D�U�H���Q�H�Q�D�W�X�U�D�O�������E�U�D�
���Vau picior scurtat;  

3. �V�H���D�F�R�S�H�U�����U�D�Q�D�����L���V�H���R�S�U�H���W�H���V�k�Q�J�H�U�D�U�H�D�����G�D�F�D���H�V�W�H���I�U�D�F�W�X�U�����G�H�V�F�K�L�V�D�� 

���D���V�H���Y�H�G�H�D���D�F�R�U�G�D�U�H�D���S�U�L�P�X�O�X�L���D�M�X�W�R�U���v�Q���F�D�]���G�H���K�H�P�R�U�D�J�L�L���� 

4. �V�H�� �L�P�R�E�L�O�L�]�H�D�]������ �S�H�� �F�k�W�� �S�R�V�L�E�L�O���� �S�D�U�W�H�D�� �D�F�F�L�G�H�Q�W�D�W���� �I�R�O�R�V�L�Q�G�X-se atele. Atelele 

���F�R�Q�I�H�F�
�L�R�Q�D�W�H���G�L�Q���F�D�U�W�R�Q���� �P�H�W�D�O���� �S�O�D�V�W�L�F�����]�L�D�U�H���� �S�D�W�X�U�L���v�Q�I�����X�U�D�W�H���� �W�U�H�E�X�L�H���V���� �I�L�H��

�V�X�I�L�F�L�H�Q�W�� �G�H�� �O�X�Q�J�L���� �S�H�Q�W�U�X�� �D�� �D�F�R�S�H�U�L�� �D�W�k�W�� �]�R�Q�D�� �G�H�� �G�H�D�V�X�S�U�D���� �F�D�W�� ���L�� �F�H�D�� �G�H�� �V�X�E��

�I�U�D�F�W�X�U�D�����U�L�J�L�G�H�����Q�X���S�U�H�D���J�U�H�O�H�����L���F���S�W�X���L�W�H�� 

5. �V�H���S�U�H�Y�L�Q�H���v�Q�W�U�H�U�X�S�H�U�H�D���F�L�U�F�X�O�D�
�L�H�L���V�k�Q�J�H�O�X�L�� 

6. �V�H���D�S�H�O�H�D�]�����V�H�U�Y�L�F�L�X�O���G�H���X�Ugenta 112 sau se transporta accidentatul la spital. 

7. �P�R�Q�L�W�R�U�L�]�D�U�H�D���F�X�Q�R�D���W�H�U�L�L�����L���D�S�O�L�F���U�L�L���S�U�R�F�H�G�X�U�L�L���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���Y�D���I�L��

�I���F�X�W�����G�H���S�U�R�I����responsabil; 
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Anexa 4 �± acordarea primului ajutor in caz de hemoragii externe 

 

A. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L ���F�L�Q�H���R���D�S�O�L�F�����"���S�H�U�V�R�D�Q�H�����F�R�P�S�D�U�W�L�P�H�Q�W�H������ 

 �U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���V�L�W�X�D� �L�L�O�H���G�H���X�U�J�H�Q� �������H�F�K�L�S�D���G�H���L�Q�W�H�U�Y�H�Q� �L�H���v�Q���F�D�]�X�O���S�U�R�G�X�F�H�U�L�L��

�X�Q�H�L�� �V�L�W�X�D� �L�L�� �G�H�� �X�U�J�H�Q� ������ �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �S�U�H�]�H�Q�W�H�� �O�D�� �R�U�H���� �H�O�H�Y�L�L�� �L�Q�V�W�U�X�L�
�L�� �v�Q��

acest sens; 

 

B. Perioada de aplicare ���F�k�Q�G���V�H���D�S�O�L�F�����"���� 

 �'�H���I�L�H�F�D�U�H���G�D�W�����F�k�Q�G���D�U�H���O�R�F���X�Q���D�F�F�L�G�H�Q�W���X�U�P�D�W���G�H���K�H�P�R�U�D�J�L�H�� 

 

C. Procedura propriu-�]�L�V�� ���S�D�ú�L�L�� ���� �U�H�J�X�O�L�O�H�� ���� �L�Q�V�W�U�X�F� �L�X�Q�L�O�H�� �G�H�� �O�X�F�U�X�� �S�H�Q�W�U�X�� �D�S�O�L�F�D�U�H�D��

procedurii): 

1. �V�H�� �L�G�H�Q�W�L�I�L�F�D�� �W�L�S�X�O�� �G�H�� �K�H�P�R�U�D�J�L�H�� �H�[�W�H�U�Q�D���� �D�U�W�H�U�L�D�O�D�� ���V�k�Q�J�H�O�H�� �V�H�� �V�F�X�U�J�H�� �U�L�W�P�L�F����

�S�X�O�V�k�Q�G�������Y�H�Q�R�D�V�D�����V�k�Q�J�H�O�H���F�X�U�J�H���v�Q���I�O�X�[���F�R�Q�W�L�Q�X�X�������F�D�S�L�O�D�U�D�����P�L�F�D���V�F�X�U�J�H�U�H���G�H��

�V�k�Q�J�H���F�D�U�H�����G�H���U�H�J�X�O�������v�Q�F�H�W�H�D�]�����V�L�Q�J�X�U������ 

2. se exercita o presiune asupra punctului hemoragic folosindu-se o compresa; 

3. se ridica zona cu hemoragie; 

4. se aplica un bandaj compresiv: se aplica �R�� �F�R�P�S�U�H�V�D�� �S�H�V�W�H�� �U�D�Q������ �V�H�� �D���H�D�]����

�G�H�D�V�X�S�U�D�� �R�� �S�L�D�W�U�D�� �V�D�X�� �R�� �E�X�F�D�W�D�� �G�H�� �O�H�P�Q�� ���L�� �D�S�R�L�� �V�H�� �E�D�Q�G�D�M�H�D�]���� �V�W�U�k�Q�V�� �v�Q�F�k�W��

�K�H�P�R�U�D�J�L�D�� �V�D�� �V�H�� �R�S�U�H�D�V�F������ �'�D�F�D�� �U�D�Q�D�� �F�R�Q�W�L�Q�X���� �V���� �V�k�Q�J�H�U�H�]�H���� �V�H�� �P���U�H���W�H��

�F�R�P�S�U�H�V�L�D���I�R�O�R�V�L�Q�G���R���F�X�U�H�D���V�D�X���R���H���D�U�I���� 

5. �V�H�� �D���H�D�]���� �D�F�F�L�G�H�Q�W�D�W�X�O�� �F�X�O�F�D�W�� �S�H�� �V�S�D�W�H���� �F�X�� �S�L�F�L�R�D�U�H�O�H�� �U�L�G�L�F�D�W�H���� �'�D�F���� �S�H�U�V�R�D�Q�D��

�H�V�W�H���L�Q�F�R�Q���W�L�H�Q�W�����V�H���D���H�D�]�����v�Q�W�U-�R���S�R�]�L�
�L�H���O�D�W�H�U�D�O���� 

6. �V�H���F�D�O�P�H�D�]�����G�X�U�H�U�H�D�� 

7. �V�H���O�L�Q�L���W�H���W�H���D�F�F�L�G�H�Q�W�D�W�X�O���� 

8. �Q�X���V�H���G�D�X���Q�L�F�L�R�G�D�W�����O�L�F�K�L�G�H�� 

9. �V�H���S�U�R�W�H�M�H�D�]�����S�H�U�V�R�D�Q�D���D�F�F�L�G�H�Q�W�D�W�D���v�P�S�R�W�U�L�Y�D���I�U�L�J�X�O�X�L�� 

10. �V�H���D�S�H�O�H�D�]�����V�H�U�Y�L�F�L�X�O���G�H���X�U�Jente 112 sau se transporta accidentatul la spital. 

11. �P�R�Q�L�W�R�U�L�]�D�U�H�D���F�X�Q�R�D���W�H�U�L�L�����L���D�S�O�L�F���U�L�L���S�U�R�F�H�G�X�U�L�L���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H��va fi 

�I���F�X�W�����G�H���S�U�R�I�����U�H�V�S�R�Q�V�D�E�L�O. 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L��prenumele �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H�� �P�H�W�R�G�R�O�R�J�L�D si responsabilitatile celor implicati in procesul de 

semnalare a neregularitatilor. 

Procedura are drept scop reglementarea modalitatii de semnalare de catre angajati a 

neregulilor intalnite in cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H�� �ú�L���V�D�X��

control, iar pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �ú�L�� �G�L�G�D�F�W�L�F�H��

auxiliare din �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L, responsabile. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

Procedura este aplicata la nivelul tuturor compartimentelor din cadrul Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L pentru identificarea si semnalarea 

neregularitatilor. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

1. �/�H�J�H�D�� �H�G�X�F�D� �L�H�L�� �Q�D� �L�R�Q�D�O�H�� �Q�U���� ����������������������������cu modificarile si completarile 

ulterioare; 

2. Legea nr. 12/2015 �S�H�Q�W�U�X�� �P�R�G�L�I�L�F�D�U�H�D�� �ú�L�� �F�R�P�S�O�H�W�D�U�H�D�� �/�H�Jii nr. 53/2003 �± 

Codul muncii; 

3. Legea nr. 571/2004 privind pro�W�H�F� �L�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�Q�� �D�X�W�R�U�L�W��� �L�O�H�� �S�X�E�O�L�F�H����

�H�Q�W�L�W��� �L�O�H�� �S�X�E�O�L�F�H�� �ú�L�� �G�L�Q�� �D�O�W�H�� �X�Q�L�W��� �L�� �F�D�U�H�� �V�H�P�Q�D�O�H�D�]���� �v�Q�F���O�F���U�L�� �D�O�H�� �O�H�J�L�L���� �F�X��

�F�R�P�S�O�H�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

4. �/�H�J�H�D�� �Q�U���� ���������������� �S�H�Q�W�U�X�� �S�U�H�Y�H�Q�L�U�H�D���� �G�H�V�F�R�S�H�U�L�U�H�D�� �ú�L�� �V�D�Q�F� �L�R�Q�D�U�H�D�� �I�D�S�W�H�O�R�U�� �G�H��

�F�R�U�X�S� �L�H�����F�X���F�R�P�S�O�H�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

5. Ordo�Q�D�Q� �D�� �*�X�Y�H�U�Q�X�O�X�L�� �Q�U���� ������������������ �S�U�L�Y�L�Q�G�� �F�R�Q�W�U�R�O�X�O�� �L�Q�W�H�U�Q���P�D�Q�D�J�H�U�L�D�O�� �ú�L��

�F�R�Q�W�U�R�O�X�O�� �I�L�Q�D�Q�F�L�D�U�� �S�U�H�Y�H�Q�W�L�Y���� �U�H�S�X�E�O�L�F�D�W������ �F�X�� �P�R�G�L�I�L�F���U�L�O�H�� �ú�L�� �F�R�P�S�O�H�W���U�L�O�H��

ulterioare; 

6. �/�H�J�H�D�� �Q�U�������������������� �S�U�L�Y�L�Q�G�� �D�X�G�L�W�X�O�� �S�X�E�O�L�F�� �L�Q�W�H�U�Q���� �F�X�� �P�R�G�L�I�L�F���U�L�O�H�� �ú�L��

�F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

 

6.3. �/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�x Ordinul SGG nr. 400 / 2015 cu modificarile si completarile ulterioare - pentru 

�D�S�U�R�E�D�U�H�D�� �&�R�G�X�O�X�L�� �F�R�Q�W�U�R�O�X�O�X�L�� �L�Q�W�H�U�Q���� �F�X�S�U�L�Q�]�k�Q�G�� �V�W�D�Q�G�D�U�G�H�O�H�� �G�H��

�P�D�Q�D�J�H�P�H�Q�W���F�R�Q�W�U�R�O���L�Q�W�H�U�Q���O�D���H�Q�W�L�W��� �L�O�H���S�X�E�O�L�F�H���ú�L���S�H�Q�W�U�X���G�H�]�Y�R�O�W�D�U�H�D���V�L�V�W�H�P�H�O�R�U��

�G�H���F�R�Q�W�U�R�O���P�D�Q�D�J�H�U�L�D�O�����F�X���F�R�P�S�O�H�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H 
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6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

a. �5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���I�X�Q�F� �L�R�Q�D�U�H���D���&�R�P�L�V�L�H�L���G�H���P�R�Q�L�W�R�U�L�]�D�U�H�����F�R�R�U�G�R�Q�D�U�H��

�ú�L�� �v�Q�G�U�X�P�D�U�H�� �P�H�W�R�G�R�O�R�J�L�F���� �D�� �G�H�]�Y�R�O�W���U�L�L�� �V�L�V�W�H�P�X�O�X�L�� �G�H�� �F�R�Q�W�U�R�O�� �P�D�Q�D�J�H�U�L�D�O�� �D�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

b. �5�H�J�X�O�D�P�H�Q�W�X�O���G�H���2�U�J�D�Q�L�]�D�U�H���ú�L���)�X�Q�F� �L�R�Q�D�U�H�� 

c.  Codul Etic al �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului  

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. �$�Y�H�U�W�L�]�D�U�H�D���v�Q��

interes 

public/Semnalarea 

�,�Q�V�H�D�P�Q�����V�H�V�L�]�D�U�H�D���I�D�F�X�W�����F�X���E�X�Q��- �F�U�H�G�L�Q� �����F�X���S�U�L�Y�L�U�H���O�D��

�R�U�L�F�H�� �I�D�S�W���� �F�D�U�H�� �S�U�H�V�X�S�X�Q�H�� �R�� �v�Q�F���O�F�D�U�H�� �D�� �O�H�J�L�L���� �D��

deontologiei profesionale sau a principiilor bunei 
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unei nereguli �D�G�P�L�Q�L�V�W�U���U�L���� �H�I�L�F�L�H�Q� �H�L���� �H�I�L�F�D�F�L�W��� �L�L���� �H�F�R�Q�R�P�L�F�L�W��� �L�L�� �ú�L��

�W�U�D�Q�V�S�D�U�H�Q� �H�L�� ���/�������������������� �S�U�L�Y�L�Q�G�� �S�U�R�W�H�F� �L�D�� �S�H�U�V�R�Q�D�O�X�O�X�L��

�G�L�Q���D�X�W�R�U�L�W��� �L�O�H���S�X�E�O�L�F�H�����H�Q�W�L�W��� �L�O�H���S�X�E�O�L�F�H���ú�L���G�L�Q���D�O�W�H���X�Q�L�W��� �L��

�F�D�U�H�� �V�H�P�Q�D�O�H�D�]���� �v�Q�F���O�F���U�L�� �D�O�H�� �O�H�J�L�L���� �F�X�� �F�R�P�S�O�H�W���U�L�O�H�� �ú�L��

�P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���� 

9. Avertizor  �S�H�U�V�R�D�Q�����D�Q�J�D�M�D�W�����D���X�Q�L�W�D�W�L�L���F�D�U�H���I�D�F�H���V�H�V�L�]�D�U�H���D�V�X�S�U�D���X�Q�H�L��

nereguli. 

10. Comisie de 

�G�L�V�F�L�S�O�L�Q�� 

�&�R�P�L�V�L�D���v�Q�V���U�F�L�Q�D�W���� �F�X���D�W�U�L�E�X� �L�L���G�H���F�H�U�F�H�W�D�U�H���G�L�V�F�L�S�O�L�Q�D�U������

�S�U�H�Y���]�X�W�H���v�Q���U�H�J�X�O�D�P�H�Q�W�H�O�H���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���I�X�Q�F� �L�R�Q�D�U�H���D��

�X�Q�L�W�D�W�L�L�� �v�Q�� �E�D�]�D�� �+�*�� �Q�U���� ���������������������� �S�U�L�Y�L�Q�G�� �Q�R�U�P�H�O�H�� �G�H��

�R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �F�R�P�L�V�L�L�O�R�U�� �G�H�� �G�L�V�F�L�S�O�L�Q������ �F�X��

comple�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. Comisia �&�R�P�L�V�L�D�� �G�H�� �P�R�Q�L�W�R�U�L�]�D�U�H���� �F�R�R�U�G�R�Q�D�U�H�� �ú�L�� �v�Q�G�U�X�P�D�U�H��
�P�H�W�R�G�R�O�R�J�L�F���� �D�� �G�H�]�Y�R�O�W���U�L�L�� �V�L�V�W�H�P�X�O�X�L�� �G�H�� �F�R�Q�W�U�R�O��
intern/managerial 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

8. 1. Aspecte prealabile. 

 

8.1.1. Principii generale 

�3�U�L�Q�F�L�S�L�L�O�H���F�D�U�H���J�X�Y�H�U�Q�H�D�]�����S�U�R�W�H�F� �L�D���D�Y�H�U�W�L�]���U�L�L ���V�H�P�Q�D�O���U�L�L���Q�H�U�H�J�X�O�L�O�R�U�����V�X�Q�W���X�U�P���W�R�D�U�H�O�H�� 

a) �S�U�L�Q�F�L�S�L�X�O���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�L�� �F�R�Q�I�R�U�P���F���U�X�L�D���R�U�L�F�H���S�H�U�V�R�D�Q�����F�D�U�H���V�H�P�Q�D�O�H�D�]�����v�Q�F���O�F���U�L��

�D�O�H���O�H�J�L�L���H�V�W�H���G�D�W�R�D�U�H���V�����V�X�V� �L�Q�����U�H�F�O�D�P�D� �L�D���F�X���G�D�W�H���V�D�X���L�Q�G�L�F�L�L���S�U�L�Y�L�Q�G���I�D�S�W�D���V���Y�D�U�ú�L�W���� 

b) �S�U�L�Q�F�L�S�L�X�O�� �Q�H�V�D�Q�F� �L�R�Q���U�L�L�� �D�E�X�]�L�Y�H�� c�R�Q�I�R�U�P�� �F���U�X�L�D�� �Q�X�� �S�R�W�� �I�L�� �V�D�Q�F� �L�R�Q�D�W�H�� �S�H�U�V�R�D�Q�H�O�H��

�F�D�U�H���U�H�F�O�D�P�����V�D�X���V�H�V�L�]�H�D�]�����v�Q�F���O�F���U�L���D�O�H���O�H�J�L�L�����G�L�U�H�F�W���V�D�X���L�Q�G�L�U�H�F�W�� 

c) �S�U�L�Q�F�L�S�L�X�O�� �E�X�Q�H�L�� �D�G�P�L�Q�L�V�W�U���U�L�� �F�R�Q�I�R�U�P�� �F���U�X�L�D�� �D�Q�J�D�M�D� �L�L�� �G�L�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �D�X���G�D�W�R�U�L�D���V�����v�ú�L���G�H�V�I���ú�R�D�U�H���D�F�W�L�Y�Ltatea cu 

�X�Q�� �J�U�D�G�� �U�L�G�L�F�D�W�� �G�H�� �S�U�R�I�H�V�L�R�Q�D�O�L�V�P���� �v�Q�� �F�R�Q�G�L� �L�L�� �G�H�� �H�I�L�F�L�H�Q� ������ �H�I�L�F�D�F�L�W�D�W�H�� �ú�L�� �H�F�R�Q�R�P�L�F�L�W�D�W�H�� �D��

folosirii resurselor; 

d) principiul bunei conduite, �F�R�Q�I�R�U�P���F�D�U�X�L�D���H�V�W�H���R�F�U�R�W�L�W���ú�L���v�Q�F�X�U�D�M�D�W���D�F�W�X�O���G�H���D�Y�H�U�W�L�]�D�U�H��

�F�X�� �S�U�L�Y�L�U�H�� �O�D�� �D�V�S�H�F�W�H�O�H�� �G�H�� �L�Q�W�H�J�U�L�W�D�W�H�� �P�R�U�D�O���� �ú�L�� �E�X�Q���� �D�G�P�L�Q�L�V�W�U�D�U�H���� �F�X�� �V�F�R�S�X�O�� �G�H�� �D�� �V�S�R�U�L��

�F�D�S�D�F�L�W�D�W�H�D�� �D�G�P�L�Q�L�V�W�U�D�W�L�Y���� �ú�L�� �S�U�H�V�W�L�J�L�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L; 

e) �S�U�L�Q�F�L�S�L�X�O�� �E�X�Q�H�L�� �F�U�H�G�L�Q� �H, �F�R�Q�I�R�U�P�� �F���U�X�L�D�� �H�V�W�H�� �R�F�U�R�W�L�W���� �S�H�U�V�R�D�Q�D�� �v�Q�F�D�G�U�D�W���� �v�Q�� �F�D�G�U�X�O��

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L�����F�D�U�H���D���I���F�X�W���R���V�H�V�L�]�D�U�H�����F�R�Q�Y�L�Q�V����

�I�L�L�Q�G���G�H���U�H�D�O�L�W�D�W�H�D���V�W���U�L�L���G�H���I�D�S�W���V�D�X���F�����I�D�S�W�D���F�R�Q�V�W�L�W�X�L�H���R���v�Q�F�D�O�F�D�U�H���D���O�H�J�L�L�� 

 

�������������6�H�P�Q�D�O�D�U�H�D���I�D�S�W�H�O�R�U���G�H���v�Q�F�D�O�F�D�U�H���D���Oegii sau a normelor interne 

�6�H�P�Q�D�O�D�U�H�D�� �X�Q�R�U�� �I�D�S�W�H�� �S�U�H�Y���]�X�W�H�� �G�H�� �O�H�J�H�� �F�D�� �I�L�L�Q�G�� �D�E�D�W�H�U�L�� �G�L�V�F�L�S�O�L�Q�D�U�H���� �F�R�Q�W�U�D�Y�H�Q� �L�L����

�L�Q�I�U�D�F� �L�X�Q�L���V�D�X���v�Q�F���O�F���U�L���D�O�H���Q�R�U�P�H�O�R�U���L�Q�W�H�U�Q�H���F�R�Q�V�W�L�W�X�L�H���D�Y�H�U�W�L�]�D�U�H���ú�L���S�U�L�Y�H�ú�W�H�� 

a) �L�Q�I�U�D�F� �L�X�Q�L�� �G�H�� �F�R�U�X�S� �L�H���� �L�Q�I�U�D�F� �L�X�Q�L�� �D�V�L�P�L�O�D�W�H�� �L�Q�I�U�D�F� �L�X�Q�L�O�R�U �G�H�� �F�R�U�X�S� �L�H���� �L�Q�I�U�D�F� �L�X�Q�L�� �v�Q��

�O�H�J�D�W�X�U�����G�L�U�H�F�W�����F�X���L�Q�I�U�D�F� �L�X�Q�L�O�H���G�H���F�R�U�X�S� �L�H�����L�Q�I�U�D�F� �L�X�Q�L�O�H���G�H���I�D�O�V���ú�L���L�Q�I�U�D�F� �L�X�Q�L�O�H���G�H���V�H�U�Y�L�F�L�X��

�V�D�X���v�Q���O�H�J�D�W�X�U�����F�X���V�H�U�Y�L�F�L�X�O�� 

b) �S�U�D�F�W�L�F�L���V�D�X���W�U�D�W�D�P�H�Q�W�H���S�U�H�I�H�U�H�Q� �L�D�O�H���R�U�L���G�L�V�F�U�L�P�L�Q�D�W�R�U�L�L���v�Q���H�[�H�U�F�L�W�D�U�H�D���D�W�U�L�E�X� �L�L�O�R�U���X�Q�R�U��

�I�X�Q�F� �L�L��din �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 
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c) �v�Q�F�D�O�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�L�Y�L�Q�G���L�Q�F�R�P�S�D�W�L�E�L�O�L�W��� �L�O�H���ú�L���F�R�Q�I�O�L�F�W�H�O�H���G�H���L�Q�W�H�U�H�V�H�� 

d) �I�R�O�R�V�L�U�H�D���D�E�X�]�L�Y�����D���U�H�V�X�U�V�H�O�R�U���P�D�W�H�U�L�D�O�H���V�D�X���X�P�D�Q�H�� 

e) �S�D�U�W�L�]�D�Q�D�W�X�O���S�R�O�L�W�L�F���v�Q���H�[�H�U�F�L�W�D�U�H�D���S�U�H�U�R�J�D�W�L�Y�H�O�R�U���S�R�V�W�X�O�X�L�� 

f) �v�Q�F���O�F���U�L���D�O�H���O�H�J�L�L���v�Q �S�U�L�Y�L�Q� �D���D�F�F�H�V�X�O�X�L���O�D���L�Q�I�R�U�P�D� �L�L���ú�L���D���W�U�D�Q�V�S�D�U�H�Q� �H�L���G�H�F�L�]�L�R�Q�D�O�H�� 

g) �v�Q�F�D�O�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���O�H�J�D�O�H���S�U�L�Y�L�Q�G���D�F�K�L�]�L� �L�L�O�H���S�X�E�O�L�F�H���ú�L���I�L�Q�D�Q� ���U�L�O�H���Q�H�U�D�P�E�X�U�V�D�E�L�O�H�� 

h) �L�Q�F�R�P�S�H�W�H�Q� �D���V�D�X���Q�H�J�O�L�M�H�Q� �D���v�Q���V�H�U�Y�L�F�L�X�� 

i) �H�Y�D�O�X���U�L�� �Q�H�R�E�L�H�F�W�L�Y�H�� �D�O�H�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �v�Q�� �S�U�R�F�H�V�X�O�� �G�H�� �U�H�F�U�X�Ware, selectare, promovare, 

�U�H�W�U�R�J�U�D�G�D�U�H���ú�L���H�O�L�E�H�U�D�U�H���G�L�Q���I�X�Q�F� �L�H�� 

�M���� �v�Q�F���O�F���U�L�� �D�O�H�� �S�U�R�F�H�G�X�U�L�O�R�U�� �D�G�P�L�Q�L�V�W�U�D�W�L�Y�H�� �V�D�X�� �V�W�D�E�L�O�L�U�H�D�� �X�Q�R�U�� �S�U�R�F�H�G�X�U�L�� �L�Q�W�H�U�Q�H�� �F�X��

nerespectarea legii; 

k) emiterea de acte administrative sau de alta natura care servesc interese de grup sau 

clientelare;  

�O���� �D�G�P�L�Q�L�V�W�U�D�U�H�D�� �G�H�I�H�F�W�X�R�D�V���� �V�D�X�� �I�U�D�X�G�X�O�R�D�V���� �D�� �S�D�W�U�L�P�R�Q�L�X�O�X�L�� �S�X�E�O�L�F�� �ú�L�� �S�U�L�Y�D�W�� �D�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

�P�����v�Q�F���O�F�D�U�H�D���D�O�W�R�U���G�L�V�S�R�]�L� �L�L���O�H�J�D�O�H�����F�D�U�H���L�P�S�X�Q���U�H�V�S�H�F�W�D�U�H�D���S�U�L�Q�F�L�S�L�X�O�X�L���X�Q�H�L���D�G�P�L�Q�L�V�W�U���U�L�� 

 

�������������3�U�R�W�H�F� �L�D���D�Q�J�D�M�D�W�L�O�R�U���F�D�U�H���V�H�P�Q�D�O�H�D�]�����Q�H�U�H�J�X�O�L 

�Ì�Q�� �I�D� �D�� �F�R�P�L�V�L�H�L�� �F�R�Q�V�W�L�W�X�L�W�H�� �S�H�Q�W�U�X�� �D�Q�F�K�H�W�D�U�H�D�� �X�Q�H�L�� �v�Q�F���O�F���U�L�� �D�� �O�H�J�L�L�� �V�D�X�� �D�� �Q�R�U�P�H�O�R�U�� �L�Q�W�H�U�Q�H����

�D�Q�J�D�M�D�W�X�O���F�D�U�H���D���V�H�P�Q�D�O�D�W���R���Q�H�U�H�J�X�O�����E�H�Q�H�I�L�F�L�D�]�����G�H���S�U�R�W�H�F� �L�H���G�X�S�����F�X�P���X�U�P�H�D�]���� 

�D�����U�H�V�S�H�F�W�L�Y�X�O���D�Q�J�D�M�D�W���E�H�Q�H�I�L�F�L�D�]�����G�H���S�U�H�]�X�P� �L�D���G�H���E�X�Q�����F�U�H�G�L�Q� �������S�k�Q�����O�D���S�U�R�E�D���F�R�Q�W�U�D�U���� 

b) �v�Q�� �V�L�W�X�D� �L�D�� �v�Q�� �F�D�U�H�� �F�H�O�� �U�H�F�O�D�P�D�W�� �H�V�W�H�� �ú�H�I�� �L�H�U�D�U�K�L�F���� �G�L�U�H�F�W�� �V�D�X�� �L�Q�G�L�U�H�F�W���� �R�U�L�� �D�U�H�� �D�W�U�L�E�X� �L�L�� �G�H��

�F�R�Q�W�U�R�O�����L�Q�V�S�H�F� �L�H���ú�L���H�Y�D�O�X�D�U�H���D���D�Q�J�D�M�D�W�X�O�X�L���F�D�U�H���D���V�H�P�Q�D�O�D�W���Q�H�U�H�J�X�O�D�����F�R�P�L�V�L�D���U�H�V�S�H�F�W�L�Y�����Y�D��

�D�V�L�J�X�U�D���S�U�R�W�H�F� �L�D���D�Y�H�U�W�L�]�R�U�X�O�X�L�����D�V�F�X�Q�]�k�Q�G�X-i identitatea; 

c) �v�Q�� �P���V�X�U�D�� �S�R�V�L�E�L�O�X�O�X�L�����/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L exclude 

ori�F�H���F�R�Q�V�H�F�L�Q� �����S�H�Q�W�U�X���V�H�V�L�]���U�L�O�H���I���F�X�W�H���G�H���E�X�Q��- �F�U�H�G�L�Q� ���� 

 

8.1.4. �'�L�V�S�R�]�L� �L�L���V�S�H�F�L�D�O�H���S�U�L�Y�L�Q�G���V�H�P�Q�D�O�D�U�H�D���Q�H�U�H�J�X�O�L�O�R�U���G�H���F���W�U�H���S�H�U�V�R�D�Q�H�O�H���F�X���D�W�U�L�E�X� �L�L��

de control 

�3�H�U�V�R�D�Q�H�O�H���F�X���D�W�U�L�E�X� �L�L���G�H���F�R�Q�W�U�R�O���V�X�Q�W���R�E�O�L�J�D�W�H���V�����v�Q�ú�W�L�L�Q� �H�]�H���F�R�Q�G�X�F�H�U�H�D��Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �V�D�X���� �G�X�S���� �F�D�]���� �R�U�J�D�Q�X�O�� �D�E�L�O�L�W�D�W�� �G�H�� �O�H�J�H�� �V���� �F�R�Q�V�W�D�W�D�W�H��
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�V���Y�k�U�ú�L�U�H�D�� �L�Q�I�U�D�F� �L�X�Q�L�O�R�U���� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �R�U�L�F�H�� �G�D�W�H�� �G�L�Q�� �F�D�U�H�� �U�H�]�X�O�W���� �L�Q�G�L�F�L�L�� �F���� �V-a efectuat o 

�R�S�H�U�D� �L�X�Q�H���V�D�X���X�Q���D�F�W���L�O�L�F�L�W���F�H���S�R�D�W�H���D�W�U�D�J�H���U���V�S�X�Q�G�H�U�H�D���S�H�Q�D�O���� 

�3�H�U�V�R�D�Q�H�O�H���F�X���D�W�U�L�E�X� �L�L���G�H���F�R�Q�W�U�R�O���V�X�Q�W���R�E�O�L�J�D�W�H�����v�Q���F�X�U�V�X�O���H�I�H�F�W�X���U�L�L���D�F�W�X�O�X�L���G�H���F�R�Q�W�U�R�O����

�V���� �S�U�R�F�H�G�H�]�H�� �O�D�� �D�V�L�J�X�U�D�U�H�D�� �ú�L�� �F�R�Q�V�H�U�Y�D�U�H�D�� �X�U�P�H�O�R�U�� �L�Q�I�U�D�F� �L�X�Q�L�L���� �D�� �F�R�U�S�X�U�L�O�R�U�� �G�H�O�L�F�W�H�� �ú�L�� �D��

�R�U�L�F���U�R�U���P�L�M�O�R�D�F�H���G�H���S�U�R�E�����F�H���S�R�W���V�H�U�Y�L���R�U�J�D�Q�H�O�R�U���G�H���X�U�P�D�U�L�U�H���S�H�Q�D�O���� 

�Ì�Q�G�H�S�O�L�Q�L�U�H�D���F�X���E�X�Q��-�F�U�H�G�L�Q� �����D���R�E�O�L�J�D� �L�L�O�R�U���Srevazute la primul alineat nu constituie o 

�v�Q�F���O�F�D�U�H���D���V�H�F�U�H�W�X�O�X�L���S�U�R�I�H�V�L�R�Q�D�O���ú�L���Q�X���D�W�U�D�J�H���U�D�V�S�X�Q�G�H�U�H�D���S�H�Q�D�O�������F�L�Y�L�O�����V�D�X���G�L�V�F�L�S�O�L�Q�D�U���� 

�1�H�v�Q�G�H�S�O�L�Q�L�U�H�D�� �F�X�� �U�H�D-�F�U�H�G�L�Q� ���� �D�� �R�E�O�L�J�D� �L�L�O�R�U�� �S�U�H�Y���]�X�W�H�� �O�D�� �S�U�L�P�X�O�� �D�O�L�Q�H�D�W�� �F�R�Q�V�W�L�W�X�L�H��

�L�Q�I�U�D�F� �L�X�Q�L���ú�L���V�H���S�H�G�H�S�V�H�V�F���S�R�W�U�L�Y�L�W���O�H�J�L�O�R�U���v�Q���Y�L�J�R�D�U�H�� 

 

�����������$�V�S�H�F�W�H���S�U�L�Y�L�Q�G���V�H�V�L�]�D�U�H�D���Q�H�U�H�J�X�O�D�U�L�W��� �L�O�R�U���ú�L���V�R�O�X� �L�R�Q�D�U�H�D���D�F�H�V�W�R�U�D�� 

���������������3�H�U�V�R�D�Q�H�O�H���F�D�U�H���S�R�W���V�H�P�Q�D�O�D���F�D�]�X�U�L���G�H���D�E�D�W�H�U�L���ú�L���G�H���Q�H�U�H�J�X�O�L���V�X�Q�W�� 

a) orice angajat al �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

b) orice fost angajat al �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

c) �R�U�L�F�H�� �S�H�U�V�R�D�Q���� �F�D�U�H�� �Q�X�� �D�U�H�� �X�Q�� �F�R�Q�W�U�D�F�W�� �G�H�� �P�X�Q�F�D�� �F�X���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �G�D�U�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D�� �v�Q�� �F�D�G�U�X�O�� �$�X�W�R�U�L�W��� �L�L�� �v�Q�� �E�D�]�D�� �X�Q�X�L��

�F�R�Q�W�U�D�F�W�� �G�H�� �S�U�H�V�W���U�L�� �G�H�� �V�H�U�Y�L�F�L�L���F�R�O�D�E�R�U�D�U�H�� �v�Q�F�K�H�L�D�W�� �v�Q�W�U�H���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �ú�L���R���W�H�U� �����S�D�U�W�H�� 

d) �U�H�S�U�H�]�H�Q�W�D�Q� �L�L�� �X�Q�R�U�� �L�Q�V�W�L�W�X� �L�L�� �F�X�� �F�D�U�H���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L �D���D�Y�X�W���V�D�X���D�U�H���U�H�O�D� �L�L���G�H���F�R�O�D�E�R�U�D�U�H�� 

 

���������������3�U�L�Q���D�E�D�W�H�U�L���ú�L���Q�H�U�H�J�X�O�L���V�H���v�Q� �H�O�H�J�H�� 

a) �R�U�L�F�H���v�Q�F���O�F�D�U�H���D���S�U�H�Y�H�G�H�U�L�O�R�U���&�R�G�X�O�X�L���(�W�L�F�� 

b) ori�F�H�� �v�Q�F���O�F�D�U�H�� �D�� �D�O�W�R�U�� �O�H�J�L���� �Q�R�U�P�H�� �V�D�X�� �U�H�J�O�H�P�H�Q�W���U�L�� �D�S�O�L�F�D�E�L�O�H���� �F�R�G�X�U�L�� �G�H�� �S�U�D�F�W�L�F���� �V�D�X��

�G�H�F�O�D�U�D� �L�L���S�U�R�I�H�V�L�R�Q�D�O�H�� 

c) management defectuos; 

d) abuz de putere ; 

e) �X�Q���S�H�U�L�F�R�O���S�H�Q�W�U�X���V���Q���W�D�W�H�D���ú�L���V�L�J�X�U�D�Q� �D���P�X�Q�F�L�L�� 

f) �D�O�W�H���F�D�]�X�U�L���J�U�D�Y�H���G�H���F�R�Q�G�X�L�W�����V�R�F�L�D�O�����Q�H�F�R�U�H�V�S�X�Q�]���W�R�D�U�H�� 

g) �D�V�F�X�Q�G�H�U�H�D���R�U�L�F���U�H�L���Q�H�J�O�L�M�H�Q� �H�� 
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�����������3�U�R�F�H�G�X�U�D���G�H���V�H�P�Q�D�O�D�U�H���D���Q�H�U�H�J�X�O�D�U�L�W��� �L�O�R�U���G�H���F���W�U�H���D�Q�J�D�M�D� �L 

 

8.3.1. �'�D�F�����D�Q�J�D�M�D�W�X�O��unitatii �V�X�V�S�H�F�W�H�D�]�����D�E�D�W�H�U�L���V�D�X���Q�H�U�H�J�X�O�L���F�D�U�H���I�L�H���V-au produs, se produc 

�V�D�X�� �V�X�Q�W�� �S�H�� �F�D�O�H�� �G�H�� �D�� �V�H�� �S�U�R�G�X�F�H���� �D�W�X�Q�F�L�� �D�F�H�V�W�D�� �H�V�W�H�� �R�E�O�L�J�D�W�� �V���� �D�F� �L�R�Q�H�]�H�� �L�P�H�G�L�D�W�� �v�Q��

conformitate cu gravitatea abaterii sau neregulei observate. 

�'�D�F�����H�[�L�V�W�����P�R�W�L�Y�H���M�X�V�W�L�I�L�F�D�W�H���G�H���V�X�V�S�L�F�L�X�Q�H �S�U�L�Y�L�Q�G���R���D�E�D�W�H�U�H���V�D�X���Q�H�U�H�J�X�O�������V�H�V�L�]�D�U�H�D���D�F�H�V�W�H�L�D��

�W�U�H�E�X�L�H���D�U�J�X�P�H�Q�W�D�W�����F�X���I�D�S�W�H���U�H�O�H�Y�D�Q�W�H���H�[�L�V�W�H�Q�W�H���ú�L���G�R�Y�H�]�L�� 

�3�H�U�V�R�D�Q�D�� �F�D�U�H�� �O�H�� �V�H�P�Q�D�O�H�D�]���� �Q�X�� �Y�D�� �I�D�F�H�� �L�Q�Y�H�V�W�L�J�D� �L�L�� �S�H�� �F�R�Q�W���S�U�R�S�U�L�X�� ci va sesiza persoanele 

responsabile conform prezentei proceduri. 

�'�D�F�����R���S�H�U�V�R�D�Q�����G�H�F�L�G�H�����S�H���E�D�]�D���X�Q�H�L���D�Q�D�O�L�]�H���D�W�H�Q�W�H�����F�����H�V�W�H���F�D�]�X�O���V�����I�D�F�����R���V�H�V�L�]�D�U�H���S�U�L�Y�L�Q�G���R��

�Q�H�U�H�J�X�O���� �F�R�Q�V�W�D�W�D�W������ �Y�D�� �F�R�P�S�O�H�W�D�� �F�R�Q�I�R�U�P�� �L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U�� �G�L�Q�� �S�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �I�R�U�P�X�O�D�U�X�O 

Sesiza�U�H�� �Q�H�U�H�J�X�O�D�U�L�W��� �L��- cod: F-01-PO-11 �ú�L�� �v�O�� �Y�D�� �W�U�D�Q�V�P�L�W�H�� �F���W�U�H�� �X�Q�D�� �G�L�Q�W�U�H��persoanele 

�P�H�Q� �L�R�Q�D�W�H���P�D�L���M�R�V�����v�Q���I�X�Q�F� �L�H���G�H���Q�D�W�X�U�D���S�U�R�E�O�H�P�H�L���ú�L���S�H�U�V�R�D�Q�D���V�D�X���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H���� 

- �ù�H�I�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���v�Q���F�D�U�H���V-�D���F�R�Q�V�W�D�W�D�W���Q�H�U�H�J�X�O�D�����G�D�F�����ú�H�I�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���Q�X���D�U�H��

�Y�U�H�R�� �L�P�S�O�L�F�D� �L�H������ �'�D�F���� �H�[�L�V�W���� �P�R�W�L�Y�H�� �U�H�]�R�Q�D�E�L�O�H�� �V���� �V�H�� �F�U�H�D�G���� �F���� �úeful respectivului 

�F�R�P�S�D�U�W�L�P�H�Q�W���D�U�H���R���L�P�S�O�L�F�D� �L�H���v�Q���Q�H�U�H�J�X�O�D�U�L�W�D�W�H�D���S�U�H�F�L�]�D�W�������Y�D���I�L���V�H�V�L�]�D�W���ú�H�I�X�O���L�H�U�D�U�K�L�F���V�X�S�H�U�L�R�U��

�V�D�X���X�Q�X�O���G�L�Q���I�D�F�W�R�U�L�L���S�U�H�]�H�Q�W�D� �L���v�Q���F�R�Q�W�L�Q�X�D�U�H�� 

- �&�R�Q�V�L�O�L�H�U�X�O�� �S�H�� �S�U�R�E�O�H�P�H�� �G�H�� �H�W�L�F���� �D�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L; 

- Directorul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3.2. �$�V�L�J�X�U�D�U�H�D���F�R�Q�I�L�G�H�Q� �L�D�O�L�W��� �L�L 

�'�D�F������ �G�L�Q���R�U�L�F�H���P�R�W�L�Y���� �S�H�U�V�R�D�Q�D���F�D�U�H���I�D�F�H���V�H�V�L�]�D�U�H�D���G�R�U�H�ú�W�H���V���� �L�� �V�H���D�V�L�J�X�U�H���F�R�Q�I�L�G�H�Q� �L�D�O�L�W�D�W�H�D��

�F�X�� �S�U�L�Y�L�U�H�� �O�D�� �L�G�H�Q�W�L�W�D�W�H�D�� �V�D���� �S�H�U�V�R�D�Q�D�� �F�D�U�H�� �S�U�L�P�H�ú�W�H�� �V�H�V�L�]�D�U�H�D�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �S���V�W�U�D��

�F�R�Q�I�L�G�H�Q� �L�D�O�L�W�D�W�H�D�� 
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8.3.3. �Ì�Q�U�H�J�L�V�W�U�D�U�H�D�����U�D�S�R�U�W�D�U�H�D���ú�L���X�U�P���U�L�U�H�D���V�H�V�L�]���U�L�O�R�U 

�3�H�Q�W�U�X���I�L�H�F�D�U�H���V�H�V�L�]�D�U�H���S�U�L�Y�L�Q�G���R���Q�H�U�H�J�X�O�������V�H���F�R�P�S�O�H�W�H�D�]�����I�R�U�P�X�O�D�U�X�O Sesiza�U�H���Q�H�U�H�J�X�O�D�U�L�W��� �L��

- cod: F-01-PO-11. �3�H�U�V�R�D�Q�D�� �F�D�U�H�� �V�H�V�L�]�H�D�]���� �Q�H�U�H�J�X�O�D�� �Y�D�� �U�H�D�O�L�]�D�� �F�R�P�S�O�H�W�D�U�H�D�� �I�R�U�P�X�O�D�U�X�O�Xi 

�P�H�Q� �L�R�Q�D�W�� 

�)�L�H�F�D�U�H�� �ú�H�I�� �G�H�� �F�R�P�S�D�U�W�L�P�H�Q�W���� �L�Q�F�O�X�V�L�Y�� �F�R�Q�V�L�O�L�H�U�X�O�� �G�H�� �H�W�L�F������ �Y�D�� �F�R�Q�V�W�L�W�X�L�� �ú�L�� �F�R�P�S�O�H�W�D�� �X�Q 

�5�H�J�L�V�W�U�X���G�H���H�Y�L�G�H�Q� �����Q�H�U�H�J�X�O�D�U�L�W��� �L 

�Ì�Q���D�F�H�V�W���5�H�J�L�V�W�U�X���V�H���Y�D���v�Q�U�H�J�L�V�W�U�D���I�L�H�F�D�U�H���V�H�V�L�]�D�U�H���S�U�L�P�L�W���� 

�3�U�L�P�L�W�R�U�X�O���V�H�V�L�]���U�L�L���Y�D���D�Q�D�O�L�]�D���ú�L���L�Q�Y�H�V�W�L�J�D���F�X���W�R�D�W�����U���V�S�X�Q�G�H�U�H�D���V�H�V�L�]�D�U�H�D���S�U�L�P�L�W���� 

�3�H�U�V�R�D�Q�D���F�D�U�H���S�U�L�P�H�ú�W�H���V�H�V�L�]�D�U�H�D���ú�L���G�H�P�D�U�H�D�]�����D�F�W�L�Y�L�W��� �L���G�H���L�Q�Y�H�V�W�L�J�D�U�H���D���D�F�H�V�W�H�L�D���v�Q�W�R�F�P�H�ú�W�H���R 

�Q�R�W�����G�H���F�R�Q�V�W�D�W�D�U�H �F�D�U�H���F�R�Q� �L�Q�H�� 

- �U�H�]�X�O�W�D�W�H�O�H���D�Q�F�K�H�W�H�L���v�Q�W�U�H�S�U�L�Q�V�H 

- �D�F� �L�X�Q�L�O�H�� �S�U�R�S�X�V�H�� �S�H�Q�W�U�X�� �D�� �S�U�H�Y�H�Q�L�� �D�J�U�D�Y�D�U�H�D�� �S�U�H�M�X�G�L�F�L�X�O�X�L�� �ú�L��pentru a elimina cauza 

�D�S�D�U�L� �L�H�L���Q�H�U�H�J�X�O�L�O�R�U���V�H�P�Q�D�O�D�W�H 

- �W�H�U�P�H�Q�H���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���D�F� �L�X�Q�L�O�R�U���S�U�R�S�X�V�H 

- �S�H�U�V�R�D�Q�D���S�H�U�V�R�D�Q�H�O�H���U�H�V�S�R�Q�V�D�E�L�O�D���U�H�V�S�R�Q�V�D�E�L�O�H���F�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���D�F� �L�X�Q�L�O�R�U���S�U�R�S�X�V�H 

- �S�H�U�V�R�D�Q�D���U�H�V�S�R�Q�V�D�E�L�O�����F�X���H�Y�D�O�X�D�U�H�D���J�U�D�G�X�O�X�L���v�Q���F�D�U�H���Q�H�U�H�J�X�O�D���D���I�R�V�W���U�H�]�R�O�Y�D�W���� 

 

�'�D�F���� �V�H�V�L�]�D�U�H�D�� �H�V�W�H�� �D�G�U�H�V�D�W���� �X�Q�X�L�� �ú�H�I�� �G�H�� �F�R�P�S�D�U�W�L�P�H�Q�W���� �D�F�H�V�W�D�� �Y�D�� �I�D�F�H�� �R�� �S�U�L�P����

�L�Q�Y�H�V�W�L�J�D� �L�H�� �ú�L���� �G�D�F���� �H�V�W�H�� �F�D�]�X�O���� �v�O�� �Y�D�� �L�Q�I�R�U�P�D�� �S�H�� �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W�D�W�L�L�� �F�k�Q�G�� �Y�D�� �F�R�Q�V�L�G�H�U�D�� �F����

�V�H�V�L�]�D�U�H�D�� �D�U�H�� �R�� �V�X�V� �L�Q�H�U�H�� �V�X�I�L�F�L�H�Q�W������ �v�P�S�U�H�X�Q���� �Y�R�U�� �G�H�F�L�G�H�� �P���V�X�U�L�O�H�� �F�H�� �Y�R�U�� �I�L���L�Q�L� �L�D�W�H�� �v�Q��

�F�R�Q�W�L�Q�X�D�U�H�����L�Q�F�O�X�V�L�Y���S�R�V�L�E�L�O�L�W�D�W�H�D���L�Q�L� �L�H�U�L�L���X�Q�R�U���D�F� �L�X�Q�L���G�L�V�F�L�S�O�L�Q�D�U�H���v�P�S�R�W�U�L�Y�D���I���S�W�X�L�W�R�U�X�O�X�L�� 

�Ì�Q���F�D�]�X�U�L���G�H�R�V�H�E�L�W�H���G�L�U�H�F�W�R�U�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L poate 

�Q�X�P�L���R���F�R�P�L�V�L�H���G�H���F�H�U�F�H�W�D�U�H���S�H�Q�W�U�X���D�Q�D�O�L�]�D���ú�L���L�Q�Y�H�V�W�L�J�D�U�H�D���V�L�W�X�D� �L�H�L���V�H�P�Qalate. 

�'�X�S���� �I�L�Q�D�O�L�]�D�U�H�D�� �W�X�W�X�U�R�U�� �D�F� �L�X�Q�L�O�R�U�� �L�P�S�X�V�H�� �S�H�Q�W�U�X�� �U�H�]�R�O�Y�D�U�H�D�� �V�L�W�X�D� �L�H�L�� �V�H�P�Q�D�O�D�W�H���� �W�R�D�W�H��

�G�R�F�X�P�H�Q�W�H�O�H�� �v�Q�W�R�F�P�L�W�H�� �F�X�� �D�F�H�D�V�W���� �R�F�D�]�L�H�� �Y�R�U�� �I�L�� �S���V�W�U�D�W�H�� �v�Q�W�U-un dosar numit Semnalare 

�Q�H�U�H�J�X�O�D�U�L�W��� �L�� 

�7�L�P�S�X�O���G�H���S���V�W�U�D�U�H���D���D�F�H�V�W�X�L���W�L�S���G�H���G�R�F�X�P�H�Q�W�H���H�V�W�H���G�H�������D�Q�L �G�H���O�D���I�L�Q�D�O�L�]�D�U�H�D���D�F� �L�X�Q�L�O�R�U���F�D�U�H���D�X��

�G�X�V���O�D���H�O�L�P�L�Q�D�U�H�D���Q�H�U�H�J�X�O�D�U�L�W��� �L�L���F�R�Q�V�W�D�W�D�W�H�� 
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�'�X�S���� �I�L�Q�D�O�L�]�D�U�H�D�� �D�F� �L�X�Q�L�O�R�U�� �G�H�� �H�O�L�P�L�Q�D�U�H�� �D�� �Q�H�U�H�J�X�O�D�U�L�W��� �L�L�� �F�R�Q�V�W�D�W�D�W�H���� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �Q�D�W�X�U�D��

�D�F�H�V�W�H�L�D���� �S�U�L�P�L�W�R�U�X�O�� �V�H�V�L�]���U�L�L�� �Y�D�� �L�Q�I�R�U�P�D�� �S�H�U�V�R�D�Q�D�� �F�D�U�H�� �D�� �I���F�X�W�� �V�H�V�L�]�D�U�H�D�� �F�X��privire la 

�V�R�O�X� �L�R�Q�D�U�H�D���V�L�W�X�D� �L�H�L���V�H�P�Q�D�O�D�W�H�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1. Directorul Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

�‡ �D�Q�D�O�L�]�H�D�]�����W�R�D�W�H���V�H�V�L�]���U�L�O�H���F�D�U�H���v�L���V�X�Q�W���D�G�U�H�V�D�W�H�� 

�‡ �G�H�F�L�G�H�� �D�F� �L�X�Q�L�� �P�H�Q�L�W�H�� �V���� �H�O�L�P�L�Q�H�� �D�W�k�W�� �Q�H�U�H�J�X�O�L�O�H�� �D�S�D�U�X�W�H���F�k�W�� �ú�L�� �F�D�X�]�H�O�H�� �F�D�U�H�� �D�X�� �G�X�V�� �O�D��

�D�S�D�U�L� �L�D���D�F�H�V�W�R�U�D�� 

�‡ �F�k�Q�G�� �V�H�� �L�P�S�X�Q�H���� �V�H�V�L�]�D�U�H�D�� �H�V�W�H�� �G�L�U�H�F� �L�R�Q�D�W���� �F���W�U�H�� �R�� �F�R�P�L�V�L�H�� �G�H�� �F�H�U�F�H�W�D�U�H�� �S�H�Q�W�U�X��

investigarea neregulilor semnalate; 

�‡ �v�Q�F�X�U�D�M�H�D�]���� �R�U�L�F�H�� �S�H�U�V�R�D�Q���� �F�D�U�H�� �G�R�U�H�ú�W�H�� �V���� �V�H�P�Q�D�O�H�]�H�� �ú�L�� �V���� �G�L�V�F�X�W�H�� �F�X�� �P�D�Q�D�J�H�P�H�Q�W�X�O��

corespun�]���W�R�U�����G�H�V�S�U�H���R���S�U�D�F�W�L�F�����F�X���F�D�U�H���V-�D���F�R�Q�I�U�X�Q�W�D�W���V�D�X���V�H���F�R�Q�I�U�X�Q�W�����v�Q��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L�����S�U�D�F�W�L�F�����S�H���F�D�U�H���D�F�H�V�W�D���R���L�Q�W�H�U�S�U�H�W�H�D�]�����F�D���I�L�L�Q�G���R���D�E�D�W�H�U�H��

�J�U�D�Y���� �V�D�X���X�Q�� �F�D�]�� �G�H���Q�H�J�O�L�M�H�Q� ���� �J�U�D�Y���� �G�L�Q���S�D�U�W�H�D���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���D�Q�J�D�M�D� �L���� �L�Q�G�L�I�H�U�H�Q�W���G�H 

�I�X�Q�F� �L�D�� �S�H�� �F�D�U�H�� �D�F�H�V�W�D�� �V�D�X�� �D�F�H�ú�W�L�D�� �R�� �G�H� �L�Q�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L; 

�‡ �D�Q�D�O�L�]�H�D�]�����U�H�]�R�O�Y�D�U�H�D���W�X�W�X�U�R�U���V�H�V�L�]���U�L�O�R�U���S�U�L�P�L�W�H���G�H���V�X�E�R�U�G�R�Q�D� �L���� 

 

9.2. �ù�H�I�L�L���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U 

�‡ �D�Q�D�O�L�]�H�D�]�����W�R�D�W�H���V�H�V�L�]���U�L�O�H���F�D�U�H���O�H���V�X�Q�W���D�G�U�H�V�D�W�H�� 

�‡ �G�H�F�L�G�� �D�F� �L�X�Q�L�� �P�H�Q�L�W�H�� �V�����H�O�L�P�L�Q�H�� �D�W�k�W�� �Q�H�U�H�J�X�O�L�O�H�� �D�S���U�X�W���� �F�k�W�� �ú�L�� �F�D�X�]�H�O�H�� �F�D�U�H�� �D�X�� �G�X�V�� �O�D��

�D�S�D�U�L� �L�D���D�F�H�V�W�R�U�D�� 

�‡ �v�Q�F�X�U�D�M�H�D�]�����R�U�L�F�H���S�H�U�V�R�D�Q�����G�L�Q���V�X�E�R�U�G�L�Q�H���F�D�U�H���G�R�U�H�ú�W�H���V�����V�H�P�Q�D�O�H�]�H���R���Q�H�U�H�J�X�O���� 

�‡ �U�D�S�R�U�W�H�D�]�����G�L�U�H�F�W�R�U�X�O�X�L���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �V�H�V�L�]���U�L�O�H��

primite; 

�‡ �v�Q�U�H�J�L�V�W�U�H�D�]�����I�R�U�P�X�O�D�U�X�O���G�H���V�H�V�L�]�D�U�H���D���Q�H�U�H�J�X�O�L�O�R�U�����F�R�P�S�O�H�W�H�D�]�����ú�L���S���V�W�U�H�D�]�����W�R�D�W�H���F�H�O�H�O�D�O�W�H��

�G�R�F�X�P�H�Q�W�H���v�Q�W�R�F�P�L�W�H���F�X���R�F�D�]�L�D���L�Q�Y�H�V�W�L�J���U�L�L���ú�L���V�R�O�X� �L�R�Q���U�L�L���V�H�V�L�]���U�L�L���S�U�L�P�L�W�H�� 

 

�����������&�R�Q�V�L�O�L�H�U�X�O���G�H���H�W�L�F���� 

�‡ �D�Q�D�O�L�]�H�D�]�����W�R�D�W�H���V�H�V�L�]�D�U�L�O�H���F�D�U�H���v�L���V�X�Q�W���D�G�U�H�V�D�W�H�� 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND SEMNALAREA 
NEREGULARITATILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
11 

Cod: P.O. 11 
Pagina     din 22 
Exemplar nr.:  

 

 54 

�‡ �S�D�U�W�L�F�L�S������ �D�O���W�X�U�L��de alte persoane desemnate, la identificare cauzelor care au dus la 

�D�S�D�U�L� �L�D���Q�H�U�H�J�X�O�D�U�L�W��� �L�O�R�U�� 

�‡ �v�Q�F�X�U�D�M�H�D�]���� �R�U�L�F�H�� �S�H�U�V�R�D�Q���� �F�D�U�H�� �G�R�U�H�ú�W�H�� �V���� �V�H�P�Q�D�O�H�]�H�� �ú�L�� �V���� �G�L�V�F�X�W�H�� �F�X�� �P�D�Q�D�J�H�P�H�Q�W�X�O��

�F�R�U�H�V�S�X�Q�]���W�R�U�����G�H�V�S�U�H���R���S�U�D�F�W�L�F�����F�X���F�D�U�H���V-�D���F�R�Q�I�U�X�Q�W�D�W���V�D�X���V�H���F�R�Q�I�U�X�Q�W�����v�Q��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L�����S�U�D�F�W�L�F�����S�H���F�D�U�H���D�F�H�V�W�D���R���L�Q�W�H�U�S�U�H�W�H�D�]�����F�D���I�L�L�Q�G���R���D�E�D�W�H�U�H��

�J�U�D�Y�����V�D�X���X�Q���F�D�]���G�H���Q�H�J�O�L�M�H�Q� �����J�U�D�Y�����G�L�Q���S�D�U�W�H�D���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���D�Q�J�D�M�D� �L�����L�Q�G�L�I�H�U�H�Q�W���G�H��

�I�X�Q�F� �L�D�� �S�H�� �F�D�U�H�� �D�F�H�V�W�D�� �V�D�X�� �D�F�H�ú�W�L�D�� �R�� �G�H� �L�Q�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L; 

�‡ �U�D�S�R�U�W�H�D�]���� �G�L�U�H�F�W�R�U�X�O�X�L���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L toate 

�V�H�V�L�]���U�L�O�H���S�U�L�P�L�W�H�� 

�‡ �v�Q�U�H�J�L�V�W�U�H�D�]���� �I�R�U�P�X�O�D�U�X�O�� �G�H�� �V�H�V�L�]�D�U�H�� �D�� �Q�H�U�H�J�X�O�L�O�R�U���� �F�R�P�S�O�H�W�H�D�]���� �ú�L�� �S���V�W�U�H�D�]���� �W�R�D�W�H��

�F�H�O�H�O�D�O�W�H���G�R�F�X�P�H�Q�W�H���v�Q�W�R�F�P�L�W�H���F�X���R�F�D�]�L�D���L�Q�Y�H�V�W�L�J���U�L�L���ú�L���V�R�O�X� �L�R�Q���U�L�L���V�H�V�L�]���U�L�L���S�U�L�P�L�W�H�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Sesizare 
�Q�H�U�H�J�X�O�D�U�L�W��� �L 

       

2 Registru 
�H�Y�L�G�H�Q� ����
�Q�H�U�H�J�X�O�D�U�L�W��� �L 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA 1  Formularul �± Sesizare neregularitati, Cod F-01�±PO-11 
 

Sesizare neregularitati  Data 
..........(0)......... 

Compartiment: 
.................(1)..................... 
Persoana/persoanele care a/au savarsit neregularitatea 
................(2)...................... 
Data constatarii savarsirii neregularitati 
................(3)...................... 
Descrierea neregularitatii 
................(4)...................... 
Descrierea prejudiciului cauzat 
................(5)...................... 
Intocmit 
...............(6)....................... 

F-01�±PO-11 

 
 
 

�&�k�P�S �&�R�P�S�O�H�W�D�U�H�D���F�k�P�S�X�O�X�L 
0 �'�D�W�D���F�R�P�S�O�H�W���U�L�L���V�H�V�L�]���U�L�L 

1 �'�H�Q�X�P�L�U�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���v�Q���F�D�U�H���V-�D���F�R�Q�V�W�D�W�D�W���Q�H�U�H�J�X�O�D���V�H�P�Q�D�O�D�W�� 

2 �1�X�P�H�O�H���S�H�U�V�R�D�Q�H�O�R�U���F�D�U�H���D�X���V���Y�k�U�ú�L�W���Q�H�U�H�J�X�O�D�U�L�W�D�W�H�D 

3 �'�D�W�D���O�D���F�D�U�H���D�Y�H�U�W�L�]�R�U�X�O���D���F�R�Q�V�W�D�W�D�W���D�S�D�U�L� �L�D���Q�H�U�H�J�X�O�D�U�L�W��� �L�L 

4 Descrierea pe larg a neregulii constatate 

5 �'�H�V�F�U�L�H�U�H�D�� �S�U�H�M�X�G�L�F�L�X�O�X�L�� �F�D�X�]�D�W�� �G�H�� �Q�H�U�H�J�X�O�D�� �F�R�Q�V�W�D�W�D�W���� ���G�D�F���� �V�H�� �F�X�Q�R�D�ú�W�H�� �D�F�H�V�W��
�S�U�H�M�X�G�L�F�L�X�������H�[�����I�L�Q�D�Q�F�L�D�U�����P�R�U�D�O�����S�U�H�M�X�G�L�F�L�X���G�H���L�P�D�J�L�Q�H���D���L�Q�V�W�L�W�X� �L�H�L�����D���X�Q�H�L���S�H�U�V�R�D�Q�H��
etc. 

6 �1�X�P�H�O�H�����S�U�H�Q�X�P�H�O�H���ú�L���V�H�P�Q���W�X�U�D��persoanei care face sesizarea 
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ANEXA 2 Formularul - �5�H�J�L�V�W�U�X���H�Y�L�G�H�Q� �����Q�H�U�H�J�X�O�D�U�L�W��� �L, Cod:  F-02�±PO-11 
 
 

Nr. 
�v�Q�U�H�J�L�V�W�U�D�U�H 

Data Descrierea  
�Q�H�U�H�J�X�O�D�U�L�W��� �L�L 

Persoana care a sesizat 
neregula 

 (nume, prenume) 

�2�E�V�H�U�Y�D� �L�L 
5 
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

PREVENIREA, COMBATEREA SI MONITORIZAREA         
VIOLENTEI IN SCOALA  

 
 
 
 
 
 

P.O. 12 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

Dumitr�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�H�W�R�G�R�O�R�J�L�D si responsabilitatile celor implicati in procesul de prevenire, 

combatere si monitorizare a violentei in cadrul unitatii scolare. 

Procedura are drept scop i�Q�ú�W�L�L�Q�W�D�U�H�D�� �v�Q�� �W�L�P�S�� �X�W�L�O�� �D�� �S�H�U�V�R�D�Q�H�O�R�U�� �D�E�L�O�L�W�D�W�H���� �� �U�H�V�S�H�F�W�L�Y��

conducerea unitatii �ú�L�� �F�R�P�L�V�L�D�� �G�H�� �G�L�V�F�L�S�O�L�Q������ �S�U�H�F�X�P�� �ú�L�� �D�� �G�L�U�L�J�L�Q�W�H�O�X�L�� �ú�L�� �D�� �S���U�L�Q� �L�O�R�U��

�H�O�H�Y�L�O�R�U���L�P�S�O�L�F�D� �L���v�Q���D�F�W�H���G�H���Y�L�R�O�H�Q� ���� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �F�R�P�L�V�L�D�� �G�H�� �G�L�V�F�L�S�O�L�Q�D�� �V�L��

directorul  �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- Procedura se aplica in toate clasele unitatii de invatamant; 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic ; 

2.  Conducere ;  

3  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�����E�L�E�O�L�R�W�H�F�������� 

4. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

a. �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �2�U�J�D�Q�L�]�D�U�H�� �ú�L�� �)�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W�D�W�L�O�R�U�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W��

preuniversitar; 

b. Regulamentul de ordine interioara; 

c. �+�*�� �Q�U���� ���������������������� �S�U�L�Y�L�Q�G�� �Q�R�U�P�H�O�H�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �F�R�P�L�V�L�L�O�R�U�� �G�H��

�G�L�V�F�L�S�O�L�Q�������F�X���F�R�P�S�O�H�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L���$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului  

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Comisie de �&�R�P�L�V�L�D���v�Q�V���U�F�L�Q�D�W���� �F�X���D�W�U�L�E�X� �L�L���G�H���F�H�U�F�H�W�D�U�H���G�L�V�F�L�S�O�L�Q�D�U������
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�G�L�V�F�L�S�O�L�Q�� �S�U�H�Y���]�X�W�H���v�Q���U�H�J�X�O�D�P�H�Q�W�H�O�H���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���I�X�Q�F� �L�R�Q�D�U�H���D��

�X�Q�L�W�D�W�L�L�� �v�Q�� �E�D�]�D�� �+�*�� �Q�U���� ���������������������� �S�U�L�Y�L�Q�G�� �Q�R�U�P�H�O�H�� �G�H��

�R�U�J�D�Q�L�]�D�U�H�� �ú�L���I�X�Q�F� �L�R�Q�D�U�H�� �D�� �F�R�P�L�V�L�L�O�R�U�� �G�H�� �G�L�V�F�L�S�O�L�Q������ �F�X��

�F�R�P�S�O�H�W���U�L�O�H���ú�L���P�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. Comisia �&�R�P�L�V�L�D�� �G�H�� �P�R�Q�L�W�R�U�L�]�D�U�H���� �F�R�R�U�G�R�Q�D�U�H�� �ú�L�� �v�Q�G�U�X�P�D�U�H��
�P�H�W�R�G�R�O�R�J�L�F���� �D�� �G�H�]�Y�R�O�W���U�L�L�� �V�L�V�W�H�P�X�O�X�L�� �G�H�� �F�R�Q�W�U�R�O��
intern/managerial 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

8. 1. Aspecte prealabile. 

 

8.2.1. Principii generale 

Argument 

 �9�L�R�O�H�Q� �D�� �H�V�W�H�� �X�Q�D�� �G�L�Q�W�U�H�� �P�D�U�L�O�H�� �S�U�R�E�O�H�P�H�� �D�O�H�� �O�X�P�L�L�� �F�R�Q�W�H�P�S�R�U�D�Q�H���� �3�U�H�V�D�� �V�F�U�L�V���� �V�D�X��

�D�X�G�L�R�Y�L�]�X�D�O�X�O�� �L�Q�I�R�U�P�H�D�]���� �v�Q�� �S�H�U�P�D�Q�H�Q� ���� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �P�D�Q�L�I�H�V�W���U�L�� �G�L�Y�H�U�V�H�� �D�O�H�� �D�F�H�V�W�X�L��

�I�H�Q�R�P�H�Q���$�S�D�U�L� �L�D�� �G�L�I�H�U�L�W�H�O�R�U�� �I�R�U�P�H�� �G�H�� �Y�L�R�O�H�Q� ���� �v�Q�� �P�H�G�L�X�O�� �ú�F�R�O�D�U�� �S�D�U�H�� �D�S�U�R�D�S�H�� �R�� �I�D�W�D�O�L�W�D�W�H�� �ú�L��

�G�H�Y�L�Q�H�����D�G�H�V�H�D�����X�Q���O�X�F�U�X���R�E�L�ú�Q�X�L�W�����F�X���F�D�U�H���V�H�P�H�Q�L�L���F�R�H�[�L�V�W�����I���U�����P���F�D�U���D���V�H���P�D�L���V�H�V�L�]�D���D�V�X�S�U�D��

�S�H�U�L�F�R�O�X�O�X�L���� �&�K�L�D�U�� �G�D�F���� �U�H�S�U�H�]�L�Q�W���� �R�� �S�U�R�E�O�H�P���� �G�H�O�L�F�D�W������ �S�X�Q�H�U�H�D�� �V�X�E�� �F�R�Q�W�U�R�O�� �D�� �I�H�Q�R�P�H�Q�X�O�X�L��

�Y�L�R�O�H�Q� �H�L�� �Q�X�� �V�H�� �S�R�D�W�H�� �I�D�F�H�� �G�H�F�k�W�� �G�D�F���� �v�L�� �V�X�Q�W�� �F�X�Qoscute cauzele, originile, formele de 

�P�D�Q�L�I�H�V�W�D�U�H�� �ú�L�� �S�R�V�L�E�L�O�L�W��� �L�O�H�� �G�H�� �S�U�H�Y�H�Q�L�U�H���� �3�U�R�E�O�H�P�D�� �Y�L�R�O�H�Q� �H�L�� �v�Q�� �ú�F�R�D�O���� �S�R�D�W�H�� �ú�L�� �W�U�H�E�X�L�H�� �V����

�G�H�Y�L�Q���� �R�� �W�H�P���� �G�H�� �U�H�I�O�H�F� �L�H�� �S�H�Q�W�U�X�� �W�R� �L�� �F�H�L�� �L�P�S�O�L�F�D� �L�� �v�Q�� �D�F�W�X�O�� �H�G�X�F�D� �L�R�Q�D�O���� �&�X�� �D�W�k�W���P�D�L�� �P�X�O�W���F�X��

�F�k�W���ú�F�R�D�O�D���G�L�V�S�X�Q�H�����F�U�H�G�H�P�����G�H importante resurse pentru a concepe programe de prevenire a 

�Y�L�R�O�H�Q� �H�L���ú�L���S�H�Q�W�U�X���D���U�X�S�H���F�H�U�F�X�O���Y�L�F�L�R�V���D�O���Y�L�R�O�H�Q� �H�L���v�Q���P�H�G�L�X�O���ú�F�R�O�D�U�� 

 �Ì�Q�� �5�R�P�k�Q�L�D�� �H�[�L�V�W���� �I�R�D�U�W�H�� �S�X� �L�Q�H�� �G�D�W�H�� �V�W�D�W�L�V�W�L�F�H�� �F�D�U�H�� �V���� �U�H�O�H�Y�H�� �S�U�H�Y�D�O�H�Q� �D�� �K���U� �X�L�U�L�L�� �ú�L��

�Y�L�R�O�H�Q� �H�L�� �v�Q�� �P�H�G�L�X�O�� �ú�F�R�O�D�U���� �F�X���W�R�D�W�H�� �F���� �O�D�� �Q�L�Y�H�O�� �H�P�S�L�U�L�F�� �V�H�� �F�X�Q�R�D�ú�W�H�� �F���� �D�F�H�V�W�� �I�H�Q�R�P�H�Q�� �H�V�W�H�� �v�Q��

�F�R�Q�W�L�Q�X���� �F�U�H�ú�W�H�U�H�� �O�D�� �Q�R�L�� �v�Q�� � �D�U������ �H�[�L�V�W�k�Q�G�� �R�� �P�X�O�W�L�W�X�G�L�Q�H�� �G�H�� �F�D�]�X�U�L�� �G�H�� �Y�L�R�O�H�Q� ���� �v�Q�� �ú�F�R�O�L��

�P�H�G�L�D�W�L�]�D�W�H���S�U�L�Q���S�U�H�V�D���V�F�U�L�V�����ú�L���D�X�G�L�R-�Y�L�]�X�D�O�����9�L�R�O�H�Q� �D���v�Q���ú�F�R�O�L���H�V�W�H���G�H���D�V�H�P�H�Q�H�D���F�R�Q�V�L�G�H�U�D�W�����F�D��

fiind un �F�R�P�S�R�U�W�D�P�H�Q�W���v�Q�Y��� �D�W���I�L�L�Q�G���W�D�Q�J�H�Q� �L�D�O���L�G�H�Q�W�L�I�L�F�D�W�������v�Q���V�S�H�F�L�D�O�����v�Q���O�H�J���W�X�U���� �F�X���Y�L�R�O�H�Q� �D��

�D�G�X�O� �L�O�R�U�� �I�D� ���� �G�H�� �F�R�S�L�L���� �I���F�k�Q�G�X-�V�H�� �D�V�R�F�L�H�U�H�D�� �v�Q�W�U�H�� �I�D�P�L�O�L�D�� �G�L�V�I�X�Q�F� �L�R�Q�D�O���� �ú�L�� �F�R�P�S�R�U�W�D�P�H�Q�W�X�O��

�S�R�W�H�Q� �L�D�O���Y�L�R�O�H�Q�W���D�O���F�R�S�L�L�O�R�U���S�U�R�Y�H�Q�L� �L���G�L�Q���D�F�H�V�W�H���W�L�S�X�U�L���G�H���I�D�P�L�O�L�L�� 

 

Cla�V�L�I�L�F�D�U�H�D���I�R�U�P�H�O�R�U���G�H���Y�L�R�O�H�Q� �� �G�X�S�����J�U�D�G�X�O���G�H���J�U�D�Y�L�W�D�W�H 

 �9�L�R�O�H�Q� �D�� �� �ú�F�R�O�D�U���� �Q�X�� �L�Q�F�O�X�G�H�� �Q�X�P�D�L�� �D�F� �L�X�Q�L�O�H�� �H�[�S�O�L�F�L�W�� �Y�L�R�O�H�Q�W�H���� �F�D�U�H�� �L�Q�W�U���� �v�Q�� �V�I�H�U�D��

�S�H�Q�D�O�X�O�X�L�����F�L���ú�L���R���V�H�U�L�H���v�Q�W�U�H�D�J�����G�H���Y�L�R�O�H�Q� �H���P�D�L���V�X�E�W�L�O�H�����L�Q�W�L�P�L�G���U�L�����W�D�F�K�L�Q���U�L�����L�U�R�Q�L�L�����D�J�U�H�V�L�X�Q�L��

verbale etc.). �6�H�Q�W�L�P�H�Q�W�X�O���G�H���V�L�J�X�U�D�Q� ���� �G�L�I�H�U���� �P�X�O�W���G�H���O�D���X�Q���H�O�H�Y���O�D���D�O�W�X�O���� �O�D���I�H�O���F�D���ú�L���Q�R�U�P�H�O�H��

�V�D�X���Y�D�O�R�U�L�O�H���S�U�L�Q���S�U�L�V�P�D���F���U�R�U�D���X�Q���I�D�S�W���H�V�W�H���F�D�U�D�F�W�H�U�L�]�D�W���F�D���Y�L�R�O�H�Q�W�� 
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�$�����)�2�5�0�(���8�ù�2�$�5�(�� 

- Ton ridicat 

- Tachinare 

- Ironie 

- Poreclire 

- �,�Q�V�X�O�W�� 

- �Ì�Q�M�X�U���W�X�U�� 

- Intimidare 

- Scuipare 

- �,�Q�V�W�L�J�D�U�H���O�D���Y�L�R�O�H�Q� �� 

- Deposedarea de obiecte personale 

- �Ì�Q�V�X�ú�L�U�H�D���E�X�Q�X�O�X�L���J���V�L�W 

- �9�L�R�O�D�U�H�D���V�H�F�U�H�W�X�O�X�L���F�R�U�H�V�S�R�Q�G�H�Q� �H�L 

- �/���V�D�U�H�D���I���U�����D�M�X�W�R�U 

- Aruncarea cu obiecte �± �I���U�����F�R�Q�V�H�F�L�Q� �H���J�U�D�Y�H 

- �$�W�L�Q�J�H�U�H���Q�H�G�R�U�L�W�� 

- �5�H�I�X�]�X�O���G�H���D���v�Q�G�H�S�O�L�Q�L���V�D�U�F�L�Q�L�O�H 

- Indisciplina la ore 

 

B. FORME GRAVE:  

 - �+���U� �X�L�U�H 

- �$�E�X�]���G�H���v�Q�F�U�H�G�H�U�H 

- �$�P�H�Q�L�Q� �D�U�H 

- �Ì�Q�ú�H�O���F�L�X�Q�H 

- �ù�D�Q�W�D�M 

- Calomnie 

- �6�H�G�X�F� �L�H 

- Lipsirea de libertate a persoanei 

- Ultraj 
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- Ultraj contra bunelor moravuri 

- �7�X�O�E�X�U�D�U�H�D���O�L�Q�L�ú�W�L�L���S�X�E�O�L�F�H 

- �3���O�P�X�L�U�H 

- �Ì�P�E�U�k�Q�F�L�U�H 

- �7�U�k�Q�W�L�U�H 

- Imobilizare 

- �/�R�Y�L�U�H���E���W�D�L�H 

- �Ì�Q�F���L�H�U�D�U�H 

- Lupte de grup 

- �&�R�Q�V�W�L�W�X�L�U�H�D���X�Q�X�L���J�U�X�S���L�Q�I�U�D�F� �L�R�Q�D�O���R�U�J�D�Q�L�]�D�W 

- Aruncarea cu obiecte �± �F�X���F�R�Q�V�H�F�L�Q� �H���J�U�D�Y�H 

- �9���W���P�D�U�H���� - �F�R�U�S�R�U�D�O�� 

  - �F�R�U�S�R�U�D�O�����J�U�D�Y�� 

  - �F�R�U�S�R�U�D�O�����G�L�Q���F�X�O�S�� 

-  Mutilare 

- Deteriorare, distrugere de obiecte 

- Distrugere:  - �F�D�O�L�I�L�F�D�W�� 

  - �G�L�Q���F�X�O�S�� 

- Instigare la discriminare 

- �3�R�U�W�X�O���ú�L���I�R�O�R�V�L�U�H�D���I���U�����G�U�H�S�W���G�H���D�U�P�H 

- �7���L�Q�X�L�U�H�D 

- Furt 

- Furt calificat 

- �7�k�O�K���U�L�H 

- �7�k�O�K���U�L�H���F�D�O�L�I�L�F�D�W�� 

- �7�H�Q�W�D�W�L�Y�����G�H���Y�L�R�O 

- �7�H�Q�W�D�W�L�Y�����G�H���R�P�R�U 

- �/�R�Y�L�U�L���V�D�X���Y���W���P���U�L���F�D�X�]�D�W�R�D�U�H���G�H���P�R�D�U�W�H 

- �'�H�W�H�U�P�L�Q�D�U�H�D���V�D�X���v�Q�O�H�V�Q�L�U�H�D���V�L�Q�X�F�L�G�H�U�L�L 
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- Omor 

- Omor calificat 

- �8�F�L�G�H�U�H�D���G�L�Q���F�X�O�S�� 

- Actul sexual cu un minor 

- Viol  

- �&�R�U�X�S� �L�D���V�H�[�X�D�O�� 

- �3�H�U�Y�H�U�V�L�X�Q�H�D���V�H�[�X�D�O�� 

 

�������� �6�W�D�E�L�O�L�U�H�D�� �J�U�D�G�X�O�X�L���G�H�� �S�H�U�F�H�S� �L�H�� �D�� �Y�L�R�O�H�Q� �H�L�� �O�D�� �Q�L�Y�H�O�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[andru 

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H�.�W�L 

 Pentru a atinge acest obiectiv, care �H�V�W�H�� �G�H�� �Q�D�W�X�U���� �D�� �S�H�U�P�L�W�H�� �F�R�Q�F�H�S�H�U�H�D�� �ú�L��

�D�G�D�S�W�D�U�H�D�� �O�D�� �U�H�D�O�L�W�D�W�H�� �D�� �X�Q�R�U�� �P���V�X�U�L�� �R�S�W�L�P�H�� �G�H�� �S�U�H�Y�H�Q� �L�H�� �D�� �Y�L�R�O�H�Q� �H�L�� �� �v�Q�� �F�D�G�U�X�O���X�Q�L�W��� �L�L��

noastre���� �D�U�� �W�U�H�E�X�L�� �D�S�O�L�F�D�W���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�R�U�� �H�ú�D�Q�W�L�R�D�Q�H�� �U�H�S�U�H�]�H�Q�W�D�W�L�Y�H�� �G�H�� �H�O�H�Y�L�� �S�H�Q�W�U�X��

fiecare nivel de studiu, �X�Q�� �F�K�H�V�W�L�R�Q�D�U�� �F�D�U�H�� �V���� �H�Y�L�G�H�Q� �L�H�]�H�� �S�H�U�F�H�S� �L�D�� �D�F�H�V�W�R�U�D�� �F�X�� �S�U�L�Y�L�U�H�� �O�D��

�Q�L�Y�H�O�X�O���D�F�W�X�D�O���D�O���Y�L�R�O�H�Q� �H�L���ú�F�R�O�D�U�H. 

 Prin intermediul chestionarului pentru elevi, �H�F�K�L�S�D�� �P�D�Q�D�J�H�U�L�D�O���� �S�R�D�W�H�� �V����

�L�Q�Y�H�V�W�L�J�K�H�]�H���D�F�H�O�H���D�V�S�H�F�W�H���P�D�L���S�X� �L�Q���Y�L�]�L�E�L�O�H���D�O�H�����Y�L�R�O�H�Q� �H�L�������O�H�J�D�W�H���G�H���F�H�O�H���P�D�L���P�X�O�W�H���R�U�L���G�H��

�D�W�L�W�X�G�L�Q�L���R�V�W�L�O�H���V�D�X���L�Q�W�L�P�L�G���U�L���D�O�H���Ä�D�F�W�R�U�L�O�R�U�´���G�L�Q���ú�F�R�D�O��.   

  De asemenea, �L�Q�Y�H�V�W�L�J�D� �L�D�� �S�U�L�Q�� �F�K�H�V�W�L�R�Q�D�U�� �S�R�D�W�H�� �D�M�X�W�D���I�D�F�W�R�U�L�L�� �D�E�L�O�L�W�D� �L�� �G�L�Q�� �F�D�G�U�X�O��

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H�.�W�L:  

�)  �V�����L�G�H�Q�W�L�I�L�F�H���I�R�U�P�H�O�H���F�X�U�H�Q�W�H���G�H���Y�L�R�O�H�Q� �����G�L�Q�����ú�F�R�D�O���� 

�)  �V�����P���V�R�D�U�H���I�U�H�F�Y�H�Q� �D���G�H���D�S�D�U�L� �L�H���D���G�L�I�H�U�L�W�H�O�R�U���V�L�W�X�D� �L�L���G�H���Y�L�R�O�H�Q� ���� 

�)  �V�����L�G�H�Q�W�L�I�L�F�H���F�R�Q�W�H�[�W�X�O���v�Q���F�D�U�H���D�S�D�U�H���Y�L�R�O�H�Q� �D���ú�F�R�O�D�U���� 

�)  �V���� �F�X�Q�R�D�V�F���� �Ä�D�F�W�R�U�L�L�´�� �S�U�L�Q�F�L�S�D�O�L�� �L�P�S�O�L�F�D� �L�� �v�Q�� �V�L�W�X�D� �L�L�O�H�� �G�H�� �Y�L�R�O�H�Q� ���� ���L�Q�F�O�X�V�L�Y�� �F�H�L�� �G�L�Q��

�D�I�D�U�D���ú�F�R�O�L�L���� 

�)  �V�����D�I�O�H���R�S�L�Q�L�L�O�H���H�O�H�Y�L�O�R�U���F�X���S�U�L�Y�L�U�H���O�D���F�R�P�E�D�W�H�U�H�D���D�F�H�V�W�X�L���I�H�Q�R�P�H�Q�� 
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CHESTIONAR PRIVIND  

�+���5���8�,�5�(�$���ù�,���9�,�2�/�(�1���$���Ì�1���ù�&�2�$�/�� 

-elevi- 

 

 �Ì�Q�� �X�O�W�L�P�D�� �Y�U�H�P�H���� �P�D�L�� �D�O�H�V�� �S�U�L�Q�� �P�D�V�V-�P�H�G�L�D���� �P�D�L�� �P�X�O�W�H�� �D�F�W�H�� �G�H�� �Y�L�R�O�H�Q� ���� �G�L�Q�� �P�H�G�L�X�O��

�ú�F�R�O�D�U�� �D�X�� �I�R�V�W�� �G�L�V�F�X�W�D�W�H�� �ú�L�� �D�Q�D�O�L�]�D�W�H���� �ù�W�L�P�� �F���� �H�[�L�V�W���� �D�F�W�H�� �G�H�� �Y�L�R�O�H�Q� ���� �v�Q�W�U�H�� �H�O�H�Y�L���� �v�Q�W�U�H�� �H�O�H�Y�L�� �ú�L��

profesori etc.  

 �Ì�Q�W�U�H�E���U�L�O�H���I�D�F���U�H�I�H�U�L�U�H���O�D���V�F�H�Q�H�O�H���G�H���Y�L�R�O�H�Q� �����ú�L���K���U� �X�L�U�H �G�L�Q�W�U�H���H�O�H�Y�L�����H�O�H�Y�L���ú�L���S�U�R�I�H�V�R�U�L��

�v�Q���ú�F�R�O�L�����1�R�L���V�S�X�Q�H�P���F�����X�Q���H�O�H�Y�����S�U�R�I�H�V�R�U���H�V�W�H���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���G�H���F���W�U�H���X�Q���D�O�W���H�O�H�Y���J�U�X�S���G�H��

�H�O�H�Y�L���� �S�U�R�I�H�V�R�U�� �F�k�Q�G�� �D�F�H�ú�W�L�D�� �v�L�� �V�S�X�Q�� �V�D�X�� �v�L�� �I�D�F�� �O�X�F�U�X�U�L�� �Q�H�S�O���F�X�W�H�� �ú�L�� �D�W�X�Q�F�L�� �F�k�Q�G�� �H�O�H�Y�X�O�� �V�D�X��

�S�U�R�I�H�V�R�U�X�O���H�V�W�H���W�D�F�K�L�Q�D�W���v�Q���P�R�G���U�H�S�H�W�D�W���v�Q�W�U-un fel care lui/ ei nu-i place. 

 �5���V�S�X�Q�]�k�Q�G�� �O�D�� �v�Q�W�U�H�E���U�L�O�H�� �G�L�Q�� �D�F�H�V�W�� �F�K�H�V�W�L�R�Q�D�U���� �Q�H�� �Y�H� �L�� �D�M�X�W�D�� �V���� �v�Q� �H�O�H�J�H�P�� �P�D�L�� �P�X�O�W�H��

�G�H�V�S�U�H���H�[�S�H�U�L�H�Q� �H�O�H���H�O�H�Y�L�O�R�U���ú�L���D�O�H���S�U�R�I�H�V�R�U�L�O�R�U�� 

 �9���� �U�X�J���P�� �V���� �U���V�S�X�Q�G�H� �L�� �O�D�� �I�L�H�F�D�U�H�� �v�Q�W�U�H�E�D�U�H�� �F�k�W�� �G�H�� �V�L�Q�F�H�U�� �S�X�W�H� �L���� �&�K�H�V�W�L�R�Q�D�Uul este 

anonim! 

 �1�H���L�Q�W�H�U�H�V�H�D�]�����G�R�D�U���R�S�L�Q�L�D���G-�Y�R�D�V�W�U���� 

 �0�X�O� �X�P�L�P�� 

 

Clasa: ______  

 

�9�k�U�V�W�D�����B�B�B�B�B�B�B�B�� 

Gen:  Masculin 

  Feminin 
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�3�H�Q�W�U�X���v�Q�W�U�H�E���U�L�O�H����-�����v�Q�F�H�U�F�X�L� �L���X�Q���Q�X�P���U���S�H�Q�W�U�X���I�L�H�F�D�U�H���v�Q�W�U�H�E�D�U�H�� 

 Deloc Foarte 

�S�X� �L�Q 

�3�X� �L�Q Uneori Mult Foarte 

mult 

�������&�k�W���G�H���P�X�O�W���Y�����V�X�S���U�����K���U� �X�L�U�H�D�����Y�L�R�O�H�Q� �D��

�v�Q���ú�F�R�D�O�D���Y�R�D�V�W�U���" 

0 1 2 3 4 5 

������ �ù�F�R�D�O�D�� �Y���� �R�I�H�U���� �X�Q�� �V�H�Q�W�L�P�H�Q�W�� �G�H��

�V�L�J�X�U�D�Q� ���" 

0 1 2 3 4 5 

������ �&�k�W���G�H���P�X�O�W���Y���� �S�U�R�Y�R�D�F���� �v�Q�J�U�L�M�R�U�D�U�H���V�D�X����

�W�H�D�P�����Y�L�R�O�H�Q� �D���v�Q���ú�F�R�D�O�D���Y�R�D�V�W�U���" 

0 1 2 3 4 5 

������ �&�k�W�� �G�H�� �P�X�O�W�� �D� �L�� �D�V�L�V�W�D�W�� �O�D�� �V�F�H�Q�H�� �G�H��

�Y�L�R�O�H�Q� �����V�D�X���K���U� �X�L�U�H���v�Q�W�U�H���H�O�H�Y�L�"�� 

0 1 2 3 4 5 

������ �&�k�W�� �G�H�� �P�X�O�W�� �D� �L�� �I�R�V�W�� �K���U� �X�L�W�� �V�D�X�� �D�J�U�H�V�D�W��

�S�H�Q�W�U�X�� �F���� �D� �L�� �D�U���W�D�W�� �P�X�O�W�� �L�Q�W�H�U�H�V�� �S�H�Q�W�U�X��

�P�X�Q�F�D���ú�F�R�O�D�U�����G�H���F���W�U�H���H�O�H�Y�L�" 

0 1 2 3 4 5 

������ �&�k�W�� �G�H�� �P�X�O�W�� �V�X�Q�W�H� �L�� �K���U� �X�L�W�� �G�H�� �F���W�U�H���D�O� �L��

�F�R�O�H�J�L�� �S�H�Q�W�U�X�� �F���� �D� �L�� �D�U���W�D�W�� �P�X�O�W�� �L�Q�W�H�U�H�V��

�S�H�Q�W�U�X���P�X�Q�F�D���ú�F�R�O�D�U���" 

0 1 2 3 4 5 

 

�5���V�S�X�Q�G�H� �L���F�X���Ä�G�D�´���V�D�X���Ä�Q�X�´�����E�L�I�D� �L���X�Q�G�H���H���F�D�]�X�O�� 

 DA NU 

�������$� �L���I�R�V�W���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���G�H���Y�U�H�X�Q���H�O�H�Y���G�L�Q���ú�F�R�D�O�����v�Q���X�O�W�L�P�D���O�X�Q���"   

�������$� �L���I�R�V�W���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���G�H���Y�U�H�X�Q �F�R�O�H�J���G�L�Q���ú�F�R�D�O�����v�Q���X�O�W�L�P�D���O�X�Q���"   

�������$� �L���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���Y�U�H�X�Q���H�O�H�Y���G�H���O�D���ú�F�R�D�O�����v�Q���X�O�W�L�P�D���O�X�Q���"   

���������$� �L���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���Y�U�H�X�Q���F�R�O�H�J���G�L�Q���ú�F�R�D�O�����v�Q���X�O�W�L�P�D���O�X�Q���"   

���������$� �L���Y�R�U�E�L�W���Y�U�H�R�G�D�W�����F�X���F�L�Q�H�Y�D���G�H�V�S�U�H���I�D�S�W�X�O���F�����D� �L���I�R�V�W���K���U� �X�L�W���V�D�X��agresat?   

���������$� �L���Y�R�U�E�L�W���Y�U�H�R�G�D�W�����F�X���F�L�Q�H�Y�D���G�H�V�S�U�H���I�D�S�W�X�O���F�����D� �L���K���U� �X�L�W���V�D�X���D�J�U�H�V�D�W���S�H���F�L�Q�H�Y�D��

(elev sau coleg)? 

  

���������$� �L���Y�R�U�E�L�W���Y�U�H�R�G�D�W�����F�X���F�L�Q�H�Y�D���G�H�V�S�U�H���I�D�S�W�X�O���F�����Q�X���Y�����S�X�W�H� �L���F�R�Q�W�U�R�O�D���U�H�D�F� �L�L�O�H���G�H��

�I�X�U�L�H���ú�L���P�k�Q�L�H���v�P�S�R�W�U�L�Y�D���H�O�H�Y�L�O�R�U�" 
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 �'�D�F���� �D� �L�� �U���V�S�X�Q�V�� �Ä�'�D�´�� �O�D�� �X�Q�D�� �G�L�Q�� �v�Q�W�U�H�E���U�L�O�H�� �������� ������ �V�D�X�� �������� �Y���� �U�X�J���P�� �V���� �E�L�I�D� �L��

varianta/variantele potrivite:  

�… �'�L�U�H�F�W�R�U�X�O���ú�F�R�O�L�L 

�… Alt coleg 

�… �&�R�Q�V�L�O�L�H�U���ú�F�R�O�D�U���V�D�X���S�V�L�K�R�O�R�J 

�… �3�R�O�L� �L�V�W�X�O���V�D�X���J�D�U�G�L�D�Q�X�O 

�… Paznicul sau portarul 

�… �$�V�L�V�W�H�Q�W�D���P�H�G�L�F�D�O�����D���ú�F�R�O�L�L���V�D�X���P�H�G�L�F�X�O���ú�F�R�O�D�U 

�… Altul: ____________________ 

���������$�S�U�R�[�L�P�D�W�L�Y���G�H���F�k�W�H���R�U�L���Y�H�G�H� �L���V�F�H�Q�H���G�H���K���U� �X�L�U�H���V�D�X���D�J�U�H�V�L�X�Q�H���v�Q�W�U-�R���]�L���v�Q���ú�F�R�D�O���" 

�… �Q�L�F�L�R�G�D�W�� 

�… 1-2 ori 

�… 3-9 ori 

�…  10-20 ori 

�… 21 ori sau mai mult 

�������� �9���� �J�k�Q�G�L� �L�� �O�D�� �G-�Y�R�D�V�W�U���� �F�D�� �O�D�� �F�L�Q�H�Y�D�� �F�D�U�H�� �H�V�W�H�� �D�J�U�H�V�D�W���� �K���U� �X�L�W�� �G�H�� �F�H�L�O�D�O� �L�� ���H�O�H�Y�L�� �V�D�X �D�O� �L��

colegi)? 

       Da   Nu 

�������� �9���� �J�k�Q�G�L� �L�� �O�D�� �G-�Y�R�D�V�W�U���� �F�D�� �O�D�� �F�L�Q�H�Y�D�� �F�D�U�H�� �D�J�U�H�V�H�D�]������ �K���U� �X�L�H�ú�W�H�� �S�H�� �F�H�L�O�D�O� �L�� ���H�O�H�Y�L�� �V�D�X�� �D�O� �L��

colegi)? 

        Da    Nu 

���������$� �L���I�R�V�W���L�P�S�O�L�F�D�W���v�Q�W�U-�R���F�H�D�U�W�����V�D�X���D�O�W�H�U�F�D� �L�H���F�X���Y�U�H�X�Q���H�O�H�Y�����F�R�O�H�J���v�Q���F�D�U�H���G-�Y�R�D�V�W�U�����D� �L���I�R�V�W��

victima? 

        Da    Nu 

 �'�D�F���� �D� �L�� �U���V�S�X�Q�V�� �Ä�'�D�´�� ���O�D�� �v�Q�W�U�H�E�D�U�H�D�� ���������� �U���V�S�X�Q�G�H� �L�� �O�D�� �X�U�P���W�R�D�U�H�O�H�� �W�U�H�L��

�v�Q�W�U�H�E���U�L�����E�L�I�k�Q�G���R���Y�D�U�L�D�Q�W���� 

�¾ �&�H���D� �L���J�k�Q�G�L�W�����F�U�H�]�X�W�� 

�… Nu sunt bun de nimic 

�… �&�H�L�O�D�O� �L���F�U�H�G���G�H�V�S�U�H���P�L�Q�H���F�����V�X�Q�W���V�O�D�E 
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�… �$�E�L�D���D�ú�W�H�S�W���V�����P�����U���]�E�X�Q 

�¾ �&�H���D� �L���V�L�P� �L�W�� 

�… �)�U�L�F�� 

�… �5�X�ú�L�Q�H 

�… �'�R�U�L�Q� �����G�H���U���]�E�X�Q�D�U�H 

�¾ �&�H���D� �L���I���F�X�W���G�X�S�����F�H�D�U�W�������D�O�W�H�U�F�D� �L�H�� 

�… �$� �L���S�O�H�F�D�W���G�L�Q���ú�F�R�D�O�� 

�… �$� �L���U���P�D�V���v�Q���F�R�Q�W�L�Q�X�D�U�H���v�Q���ú�F�R�D�O�����F�D���ú�L���F�X�P���Q�X���V-�D�U���I�L���v�Q�W�k�P�S�O�D�W���Q�L�P�L�F 

�… �$� �L���D�Q�X�Q� �D�W���F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L 

�… �$� �L���F�H�U�X�W���D�M�X�W�R�U�X�O���F�R�O�H�J�L�O�R�U 

�������� �$� �L�� �I�R�V�W�� �L�P�S�O�L�F�D�W�� �v�Q�W�U-�R�� �F�H�D�U�W���� �V�D�X�� �D�O�W�H�U�F�D� �L�H�� �F�X�� �Y�U�H�X�Q�� �H�O�H�Y�� �v�Q�� �F�D�U�H�� �G-�Y�R�D�V�W�U���� �D� �L�� �I�R�V�W��

agresorul? 

�… Da 

�… Nu 

 �'�D�F�����D� �L���U���V�S�X�Q�V���Ä�'�D�´���U���V�S�X�Q�G�H� �L���O�D���X�U�P���W�R�D�U�H�O�H���W�U�H�L���v�Q�W�U�H�E���U�L�����E�L�I�k�Q�G���R���V�L�Q�J�X�U����

�Y�D�U�L�D�Q�W���� 

�¾ �&�H���D� �L���J�k�Q�G�L�W�����F�U�H�]�X�W�� 

�… �&�H�L�O�D�O� �L���W�U�H�E�X�L�H���V�����D�V�F�X�O�W�H���G�H���P�L�Q�H 

�… �6�S�H�U���F�����W�R� �L���D�X���R�E�V�H�U�Y�D�W���F�����H�X���V�X�Qt cel mai tare 

�… �1�X���D�U���I�L���W�U�H�E�X�L�W���V�����P�����L�P�S�O�L�F���v�Q���D�F�H�D�V�W�����F�H�D�U�W�����V�D�X���D�O�W�H�U�F�D� �L�H 

 

�¾ �&�H���D� �L���V�L�P� �L�W�� 

�… �&�����V�X�Q�W���S�X�W�H�U�Q�L�F 

�… �$�G�P�L�U�D� �L�H���G�L�Q���S�D�U�W�H�D���F�H�O�R�U�O�D�O� �L 

�… �3���U�H�U�H���G�H���U���X 

�¾ �&�H���D� �L���I���F�X�W���G�X�S�����F�H�D�U�W�������D�O�W�H�U�F�D� �L�H�� 

�… �$� �L���S�O�H�F�D�W���G�L�Q���D�F�H�D�V�W�����ú�F�R�D�O�� 

�… �$� �L���U���P�D�V���v�Q���F�R�Q�W�L�Q�X�D�U�H���v�Q���ú�F�R�D�O�����F�D���ú�L���F�X�P���Q�X���V-�D�U���I�L���v�Q�W�k�P�S�O�D�W���Q�L�P�L�F 
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�… V-�D� �L���V�X�V� �L�Q�X�W���S�X�Q�F�W�X�O���G�H���Y�H�G�H�U�H���F�K�L�D�U���G�D�F�����V�H���L�P�S�O�L�F�����F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L���v�Q���U�H�]�R�O�Y�D�U�H�D��

conflictului. 

���������$� �L���I�R�V�W���L�P�S�O�L�F�D�W���v�Q�W�U-�R���F�H�D�U�W�����F�D�U�H���D���G�H�J�H�Q�H�U�D�W���v�Q�W�U-�X�Q���D�F�W���G�H���Y�L�R�O�H�Q� �����F�X���Y�U�H�X�Q���F�R�O�H�J�" 

�…  Da 

�…  Nu 

 �5���V�S�X�Q�G�H� �L���F�X���Ä�G�D�´���V�D�X���Ä�Q�X�´�� 

 DA NU 

���������ù�F�R�D�O�D���D�U�H���X�Q���U�H�J�X�O�D�P�H�Q�W���F�O�D�U���ú�L���F�X�Q�R�V�F�X�W���G�H���W�R� �L���H�O�H�Y�L�L���ú�L���S�U�R�I�H�V�R�U�L�L�����F�R�Q�I�R�U�P��

�F���U�X�L�D���V�H���S�H�G�H�S�V�H�V�F���D�F�W�H�O�H���G�H���Y�L�R�O�H�Q� �����v�Q�W�U�H���H�O�H�Y�L�" 

  

���������(�O�H�Y�L�L���ú�W�L�X���O�D���F�L�Q�H���V�����D�S�H�O�H�]�H���v�Q���F�D�]�X�O���v�Q���F�D�U�H���V�X�Q�W���K���U� �X�L� �L���v�Q���F�D�G�U�X�O���ú�F�R�O�L�L�"   

�������������ù�F�R�D�O�D���G�L�V�S�X�Q�H���G�H���X�Q���S�U�R�J�U�D�P���G�H���S�U�H�Y�H�Q�L�U�H���D���Y�L�R�O�H�Q� �H�L���v�Q�W�U�H���H�O�H�Y�L�"   

�������� �ù�F�R�D�O�D���D�U�H�� �H�O�H�Y�L�� �F�D�U�H�� �V�H�� �R�F�X�S���� �F�X�� �P�H�G�L�H�U�H�D�� �F�R�Q�I�O�L�F�W�H�O�R�U���D�S���U�X�W�H�� �v�Q�W�U�H�� �H�O�H�Y�L�� �v�Q��

�ú�F�R�D�O���" 

  

���������3�U�R�I�H�V�R�U�L�L���v�Q�F�H�D�U�F�����V�����R�S�U�H�D�V�F�����L�Q�F�L�G�H�Q�W�H�O�H���G�H���Y�L�R�O�H�Q� �����v�Q�W�U�H���H�O�H�Y�"   

25. La noi �v�Q���ú�F�R�D�O�����V�H���F�R�Q�V�L�G�H�U�����F�����Q�X���H�[�L�V�W�����S�U�R�E�O�H�P�H���G�H���K���U� �X�L�U�H���D�J�U�H�V�L�X�Q�H�"   

���������ù�F�R�D�O�D���Q�X���D�M�X�W�����F�R�S�L�L�L���F�D�U�H���V�X�Q�W���K���U� �X�L� �L�����D�J�U�H�V�D� �L�"   

���������6�H���L�D�X���P���V�X�U�L���v�P�S�R�W�U�L�Y�D���H�O�H�Y�L�O�R�U���F�D�U�H���K���U� �X�L�H�V�F�����D�J�U�H�V�H�D�]�����S�H���F�H�L�O�D�O� �L���H�O�H�Y�L���"   

���������ù�F�R�D�O�D���S�H�G�H�S�V�H�ú�W�H���H�O�H�Y�L�L���F�D�U�H���D�J�U�H�V�H�D�]�����S�H���F�H�L�O�D�O� �L���H�O�H�Y�L�"   

  

�L�I�D� �L���X�Q�G�H���H���F�D�]�X�O�� 

�������� �&�k�W�� �G�H�� �L�P�S�O�L�F�D�W���� �H�V�W�H�� �ú�F�R�D�O�D�� �v�Q�� �U�H�]�R�O�Y�D�U�H�D�� �L�Q�F�L�G�H�Q�W�H�O�R�U�� �G�H�� �K���U� �X�L�U�H�� �ú�L�� �Y�L�R�O�H�Q� ���� �v�Q�W�U�H�� �H�O�H�Y�L��

���E�L�I�D� �L���G�R�D�U���X�Q�D���� 

�… Deloc 

�… �)�R�D�U�W�H���S�X� �L�Q 

�… Suficient 

�… Mult 

�… Foarte mult 

�������� �&�H�� �I�D�F�H� �L�� �F�k�Q�G�� �Y�H�G�H� �L�� �F���� �F�L�Q�H�Y�D�� �H�V�W�H���K���U� �X�L�W�� �V�D�X�� �D�J�U�H�V�D�W���� ���E�L�I�D� �L�� �W�R�D�W�H�� �Y�D�U�L�D�Q�W�H�O�H�� �F�D�U�H�� �V�H��

�D�S�O�L�F��) 
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�… Intervin prompt 

�… Doar privesc 

�… �Ì�Q�F�H�U�F���V�����L�J�Q�R�U���V�D�X���P�����S�U�H�I�D�F���F�����Q�X���Y���G 

�… �&�R�P�X�Q�L�F���G�L�U�H�F� �L�X�Q�L�L 

�… �Ì�Q�F�H�U�F���V�����R�S�U�H�V�F���D�F�H�O���O�X�F�U�X 

�… �$�O�W�H�O�H�����S�U�H�F�L�]�D� �L���F�D�U�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B 
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 �)�,�ù�����'�(���0�2�1�,�7�2�5�,�=�$�5�(���$���&�2�0�3�2�5�7�$�0�(�1�7�8�/�8�, 

 

 

NUMELE ELEVULUI :  

 

CLASA :  

 

 

Comportament 
Data 

/ ora 

Contextul 

(locul) 

Persoane 

implicate 

/prezente 

Antecedente 

�&�R�Q�V�H�F�L�Q� �H 

pe termen 

scurt 

(imediate) 

�&�R�Q�V�H�F�L�Q� �H 

pe termen 

lung 
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�3�5�2�&�(�'�8�5�$���'�(���,�1�7�(�5�9�(�1���,�(���Ì�1���6�,�7�8�$���,�,���'�(���9�,�2�/�(�1�������Ì�1���ù�&�2�$�/�� 
�F�R�Q�V�W�D�W�D�U�H�D���I�D�S�W�H�L�����ú�L���D�G�X�F�H�U�H�D���O�D���F�X�Q�R�ú�W�L�Q� �D���S�U�R�I�H�V�R�U�X�O�X�L���G�H���V�H�U�Y�L�F�L�X���G�L�U�L�J�L�Q�W�H�O�X�L 

 
anchetarea cazului 

 
�V�W�D�E�L�O�L�U�H�D���J�U�D�Y�L�W��� �L�L���I�D�S�W�H�L��- �I�R�U�P�H���X�ú�R�D�U�H 

 
         �G�D�F�����Q�X���H�V�W�H���S�U�H�Y���]�X�W���������������������������������������������������������������D�S�O�L�F�D�U�H�D���U�H�J�X�O�D�P�H�Q�W�X�O�X�L���������������������������������������������������������������������������G�D�F�����H�V�W�H���S�U�H�Y���]�X�W�� 

            �V�D�Q�F� �L�X�Q�H�D����������������������������������������������������������������������������������������                                                                                    �V�D�Q�F� �L�X�Q�H�D 
 
 

�V�H�V�L�]�D�U�H�D���F�R�P�L�V�L�H�L�����������������F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L��������������������������������������������������������������������������������������������������������������������������������������������������������������������    convocarea consiliului 
de �Y�L�R�O�H�Q� �����������������������������������������G�D�F�����H�V�W�H���F�D�]�X�O���������������������������������������������������������������������������������������������������������������������������������������������������������������������� profesorilor clasei 

 
                  da 

�D�Q�F�K�H�W�����G�H�W�D�O�L�D�W�� 
 

                                                                                              �G�D�F�����V�H���v�P�S�R�W�U�L�Y�H�ú�W�H�����������������������������������������������������������������V�D�Q�F� �L�R�Q�D�U�H�D���H�O�H�Y�X�O�X�L 
�V�W�D�E�L�O�L�U�H�D���V�D�Q�F� �L�X�Q�L�L 

                  da 
convocarea consiliului  profesorilor clase�L�������������������������������������������������������������������������������������������������������������������������������������������������������G�X�F�H�U�H�D���O�D���v�Q�G�H�S�O�L�Q�L�U�H���G�H���G�L�U�L�J�L�Q�W�H 

            
           nu 
 elevul ramane nesanctionat                                           colaborarea cu  parintii        consiliere psihologica 
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                                                                                                                      monitorizarea elevului  
         �v�Q�F�K�H�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L 

�3�5�2�&�(�'�8�5�$���'�(���,�1�7�(�5�9�(�1���,�(���Ì�1���6�,�7�8�$���,�,���'�(���9�,�2�/�(�1�������Ì�1���ù�&�2�$�/�� 
constat�D�U�H�D���I�D�S�W�H�L�����ú�L���D�G�X�F�H�U�H�D���O�D�� 

�F�X�Q�R�ú�W�L�Q� �D���S�U�R�I�H�V�R�U�X�O�X�L���G�H���V�H�U�Y�L�F�L�X���G�L�U�L�J�L�Q�W�H�O�X�L 
 

anchetarea cazului 
 

�V�W�D�E�L�O�L�U�H�D���J�U�D�Y�L�W��� �L�L���I�D�S�W�H�L��- forme grave 
 

�V�H�V�L�]�D�U�H�D���F�R�P�L�V�L�H���G�H�������������������������������������������������������������D�Q�X�Q� �D�U�H�D���F�R�Q�G�X�F�H�U�L�L���ú�F�R�O�L�L��������������������������������������������������������        �V�H�V�L�]�D�U�H�D���S���U�L�Q� �L�O�R�U���U�X�G�H�O�R�U�����������Y�L�R�O�H�Q� ��������������������������������������������������������������������������������������������������������������������������������������������������������������������������                                           
  �D�X�W�R�U�L�W��� �L�L���W�X�W�H�O�D�U�H�����'�-�$�3�& 

 
 

�D�Q�F�K�H�W�����G�H�W�D�O�L�D�W���������������������������������������V�H�V�L�]�D�U�H�D���3�R�O�L� �L�H�L���G�H���S�U�R�[�L�P�L�W�D�W�H���������������������V�H�V�L�]�D�U�H�D�� ] 
 
 
�S�U�R�S�X�Q�H�U�H�D���V�D�Q�F� �L�X�Q�L�L����������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������                    consiliere psihol�R�J�L�F�� 
 
 
convocarea consiliului profesorilor clasei 
 
 
�V�W�D�E�L�O�L�U�H�D���V�D�Q�F� �L�X�Q�L�L 
 
 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
PREVENIREA, COMBATEREA SI 

MONITORIZAREA VIOLENTEI IN SCOALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
12 Cod: P.O. 12 

Pagina   din 26 
Exemplar nr.:  

 

 
 

81 

�V�D�Q�F� �L�R�Q�D�U�H�D���H�O�H�Y�X�O�X�L���F�R�Q�I�R�U�P���5I  
 
�F�R�Q�V�L�O�L�H�U�H���S�V�L�K�R�O�R�J�L�F��       �v�Q�F�K�H�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L     monitorizarea elevului
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�����������0���V�X�U�L���G�L�V�F�L�S�O�L�Q�D�U�H 
 

1. �9�L�R�O�H�Q� �D���I�L�]�L�F�����X�ú�R�D�U�� 

�¾ Pentru prima abatere: 

- �0�X�V�W�U�D�U�H���Y�H�U�E�D�O�����v�Q���I�D� �D���F�O�D�V�H�L�� 

- �,�Q�I�R�U�P�D�U�H�D���S���U�L�Q� �L�O�R�U�� 

�¾ A doua abatere: 

      - �0�X�V�W�U�D�U�H���V�F�U�L�V�����F�X���V�F���G�H�U�H�D���Q�R�W�H�L���O�D���S�X�U�W�D�U�H���ú�L���P�X�Q�F�����v�Q���I�R�O�R�V�X�O���ú�F�R�O�L�L�� 

       

�������9�L�R�O�H�Q� �D���I�L�]�L�F�����J�U�D�Y���� 

�¾ �0�X�V�W�U�D�U�H���V�F�U�L�V�����U�H�S�H�W�D�W�����F�X���V�F���G�H�U�H�D���Q�R�W�H�L���O�D���S�X�U�W�D�U�H���ú�L���P�X�Q�F�����v�Q���I�R�O�R�V�X�O���ú�F�R�O�L�L�� 

�¾ A 2-�D�� �D�E�D�W�H�U�H�� �L�P�S�O�L�F�D�U�H�D�� �R�U�J�D�Q�H�O�R�U�� �G�H�� �S�R�O�L� �L�H�� �ú�L���'�L�U�H�F� �L�D�� �-�X�G�H� �H�D�Q���� �G�H�� �$�V�L�V�W�H�Q� ���� �6�R�F�L�D�O���� �ú�L��

�3�U�R�W�H�F� �L�D���&�R�S�L�O�X�O�X�L. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1. �3�U�R�F�H�G�X�U�D�� �Y�D�� �I�L�� �D�S�O�L�F�D�W���� �W�X�W�X�U�R�U���F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �ú�L�� �Q�H�G�L�G�D�F�W�L�F, cat si 

elevilor. 

9.2. �0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H���P�R�Q�L�W�R�U�L�]�D�U�H�D���S�U�R�F�H�G�X�U�L�L. 

9.3. Directorul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$���&���� �V�X�Q�W��

�U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

9.4. Comisia de disciplina este responsabila: 

�‡ �G�H���U�H�V�S�H�F�W�D�U�H�D���D�S�O�L�F���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

�‡ �G�H���D�V�L�J�X�U�D�U�H�D���F�R�Q�G�L� �L�L�O�R�U���G�H���S���V�W�U�D�U�H���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���F�H�U�X�W�H���G�H���G�H�V�I���ú�X�U�D�U�H�D���F�X�U�H�Q�W�����D���S�U�R�F�H�G�X�U�L�L�� 

9.5. �&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�������D���S�U�R�F�H�G�X�U�L�L�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator  Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

FUNCTIONAREA COMISIILOR METODICE SI A  
COMISIILOR TEMATICE  

 
 
 
 
 
 

P.O. 13 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H�� �P�H�W�R�G�R�O�R�J�L�D si cunoasterea etapelor pe care responsabilii fiecarei 

comisii metodice trebuie sa le urmeze in vederea organizarii activitatii. 

Procedura are drept scop si realizarea circuitului informational / comunicare ierarhica  in 

cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H��sarcini �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�H�Y�H�G�H�U�L�O�H���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L���V�H���D�S�O�L�F����de tuturor comisiilor permanente din 

cadrul  �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- Procedura este aplicata la nivelul tuturor compartimentelor  din 

cadrul institutiei pentru organizarea activitatii pe care trebuie sa le 

urmeze responsabilii fiecarei comisii metodice. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L��procedurale 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

7. �/�H�J�H�D�� �H�G�X�F�D� �L�H�L�� �Q�D� �L�R�Q�D�O�H�� �Q�U���� ����������������������������cu modificarile si completarile 

ulterioare; 

8. �/�(�*�(�� �Q�U���� ���������������� �S�H�Q�W�U�X�� �D�S�U�R�E�D�U�H�D�� �2�U�G�R�Q�D�Q� �H�L�� �G�H�� �X�U�J�H�Q� ���� �D�� �*�X�Y�H�U�Q�X�O�X�L�� �Q�U����

75/12.07.2005 privind �D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L; 

9. �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �2�U�J�D�Q�L�]�D�U�H�� ���L�� �)�X�Q�F� �L�R�Q�D�U�H�� �D�� �8�Q�L�W��� �L�O�R�U�� �G�H�� �Ì�Q�Y��� ���P�k�Q�W�X�O 

Preuniversitar �± OMEN nr. 5079 / 31.08.2016 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului  

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Functia didactica 

de predare 

�$�F�H�D���I�X�Q�F� �L�H���G�L�G�D�F�W�L�F�����S�H�Q�W�U�X���F�D�U�H���V�H���F�R�Q�V�W�L�W�X�L�H���Q�R�U�P�� 

�G�L�G�D�F�W�L�F�����G�H���S�U�H�G�D�U�H���± �v�Q�Y��� �D�U�H�����G�H���L�Q�V�W�U�X�L�U�H���S�U�D�F�W�L�F�����ú�L���G�H��

evaluare potrivit Statutul personalului didactic, cu 
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�P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

9. Comisia metodica �)�R�U�P�����G�H���R�U�J�D�Q�L�]�D�U�H���D���D�F�W�L�Y�L�W�v� �L�L���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���G�L�Q��

�X�Q�L�W�D�W�H�D�� �ú�F�R�O�D�U�����v�Q�F�D�G�U�D�W�� �v�Q�� �v�Q�Y��� ���P�k�Q�W�X�O�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U����

se constituie conform prevederilor R.O.F.U.I.P., 

�&�R�Q�V�L�O�L�X�O�� �S�U�R�I�H�V�R�U�D�O�� �D�S�U�R�E���� �F�R�P�S�R�Q�H�Q� �D�� �Q�R�P�L�Q�D�O���� �D��

catedrelor-comisiilor metodice 

10. Responsabil 

Comisie metodica 

�5�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H���G�H�V�H�P�Q�D�W�����G�H���G�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H�� 

conform prevederilor R.O.F.U.I.P 

11. Comisie de lucru cu 

caracter permanent 

sau temporar 

�)�R�U�P�����G�H���R�U�J�D�Q�L�]�D�U�H���D���D�F�W�L�Y�L�W�D� �L�L���v�Q�W�U-�R���X�Q�L�W�D�W�H���ú�F�R�O�D�U�������V�H��

�Q�X�P�H�V�F���� �I�X�Q�F� �L�R�Q�H�D�]���� �ú�L�� �D�X�� �D�W�U�L�E�X� �L�L�� �I�L�[�D�W�H�� �S�U�L�Q��

�5���2���)���8���,���3���� �O�H�J�L���� �R�U�G�R�Q�D�Q� �H�� �G�H�� �X�U�J�H�Q� ������ �K�R�W���U�k�U�L�� �G�H��

�J�X�Y�H�U�Q���� �R�U�G�L�Q�H�� �H�P�L�V�H�� �G�H�� �P�L�Q�L�ú�W�U�L�� �V�D�X�� �G�H�F�L�]�L�L�� �D�O�H��

�L�Q�V�S�H�F�W�R�U�D�W�X�O�X�L���ú�F�R�O�D�U�� 

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.P. Consiliul Profesoral 

9. RFCS Responsabil cu formarea continua 

10. AC Arie curriculara  

11. CL Consiliul local 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND FUNCTIONAREA 

COMISIILOR METODICE SI A 
COMISIILOR TEMATICE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
13 

Cod: P.O. 13 
Pagina     din 20 
Exemplar nr.:  

 

 95 

12. CTPSI Comisia tehnica de prevenire si stingere a incendiilor 

13. CSSM Comisia de securitate si sanatate in munca 

14. CM Comisie metodica 

15. RCM Responsabil comisie metodica 

16. R.O.F.U.I.P. Regulamentul de Organizare si Functionare a 
Unitatilor din Invatamantul Preuniversitar  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

8. 1. Aspecte prealabile. 

 

�x �&�R�Q�V�W�L�W�X�L�U�H�D�� �F�R�P�L�V�L�L�O�R�U�� �P�H�W�R�G�L�F�H�� �G�H�� �F���W�U�H�� �F�R�O�H�F�W�L�Y�X�O�� �P�D�Q�D�J�H�U�L�D�O�����O�D�� �v�Q�F�H�S�X�W�X�O�� �D�Q�X�O�X�L��

���F�R�O�D�U�����L���D�S�U�R�E�D�U�H�D���O�R�U���S�U�L�Q���G�H�F�L�]�L�H���L�Q�W�H�U�Q�D���v�Q���F�D�G�U�X�O���F�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D�
�L�H�� 

�x �Ì�Q�� �F�D�G�U�X�O �X�Q�L�W��� �Li �G�H�� �v�Q�Y��� ���P�k�Q�W���� �F�D�W�H�G�U�H�O�H���F�R�P�L�V�L�L�O�H�� �P�H�W�R�G�L�F�H�� �V�H�� �F�R�Q�V�W�L�W�X�L�H�� �G�L�Q��

�P�L�Q�L�P�X�P�� �W�U�H�L�� �P�H�P�E�U�L���� �S�H�� �G�L�V�F�L�S�O�L�Q�H�� �G�H�� �V�W�X�G�L�X���� �S�H�� �G�L�V�F�L�S�O�L�Q�H�� �v�Q�U�X�G�L�W�H�� �Vau pe arii 

curriculare.   

�x �$�Q�X�Q�
�D�U�H�D�� �F�R�P�S�R�Q�H�Q�
�H�L�� �F�R�P�L�V�L�L�O�R�U�� �P�H�W�R�G�L�F�H�� ���L�� �S�H�� �S�U�R�E�O�H�P�H���� �v�Q�� �F�D�G�U�X�O�� �F�R�Q�V�L�O�L�X�O�X�L��

profesoral; 

�x �$�F�W�L�Y�L�W�D�W�H�D�� �F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H�� �H�V�W�H�� �F�R�R�U�G�R�Q�D�W���� �G�H�� �ú�H�I�X�O�� �F�D�W�H�G�U�H�L���� �U�H�V�S�H�F�W�L�Y��

responsabilul comisiei metodice, ales prin vot secret �G�H�� �F���W�U�H�� �P�H�P�E�U�L�L�� �F�D�W�H�G�U�H�L�� 

comisiei.   

�x �ù�H�G�L�Q� �H�O�H���F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H���V�H��� �L�Q���O�X�Q�D�U���V�D�X���G�H���F�k�W�H���R�U�L���G�L�U�H�F�W�R�U�X�O���R�U�L���P�H�P�E�U�L�L��

�F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H�� �F�R�Q�V�L�G�H�U���� �F���� �H�V�W�H�� �Q�H�F�H�V�D�U���� �ù�H�G�L�Q� �H�O�H�� �V�H�� �G�H�V�I���ú�R�D�U���� �G�X�S���� �R��

�W�H�P�D�W�L�F���� �H�O�D�E�R�U�D�W���� �O�D�� �Q�L�Y�H�O�X�O�� �F�D�W�H�G�U�H�L���� �V�X�E�� �v�Q�G�U�X�P�D�U�H�D�� �ú�H�I�X�O�X�L�� �G�H��

�F�D�W�H�G�U�����U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H���� �ú�L�� �D�S�U�R�E�D�W���� �G�H�� �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W��� �L�L�� �G�H��

�v�Q�Y��� ���P�k�Q�W������ 

�x �3�U�H�]�H�Q�W�D�U�H�D�� ���L�� �G�H�]�E�D�W�H�U�H�D�� �U�D�S�R�D�U�W�H�O�R�U�� �G�H�� �D�F�W�L�Y�L�W�D�W�H�� �v�Q�� �F�D�G�U�X�O�� ���H�G�L�Q�
�H�O�R�U�� �G�H�� �F�D�W�H�G�U�D���� �D��

���H�G�L�Q�
�H�O�R�U���F�X���P�H�P�E�U�L�L���F�R�P�L�V�L�L�O�R�U���S�H���S�U�R�E�O�H�P�H�����L���D���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O�� 

�x Stabilirea unei �V�W�U�D�W�H�J�L�L�� �D�G�H�F�Y�D�W�H�� �v�Q�� �F�D�]�X�O�� �S�X�Q�F�W�H�O�R�U�� �V�O�D�E�H�� �F�R�Q�V�W�D�W�D�W�H�� �v�Q�� �X�U�P�D��

dezbaterilor; 

�x �0�R�Q�L�W�R�U�L�]�D�U�H�D�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�F�W�L�Y�L�W���
�L�O�R�U�� �S�U�R�S�X�V�H�� �S�H�Q�W�U�X�� �D�P�H�O�L�R�U�D�U�H�D�� �S�X�Q�F�W�H�O�R�U�� �V�O�D�E�H��

identificate; 

�x �'�H�V�I�����X�U�D�U�H�D�� �D�F�W�L�Y�L�W���
�L�O�R�U�� �S�U�H�Y���]�X�W�H���v�Q�� �F�D�G�U�X�O�� �S�O�D�Q�X�U�L�O�R�U���R�S�H�U�D�
�L�R�Q�D�O�H�����L�� �P�R�Q�L�W�R�Uizarea 

acestora. 
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8.2. Principii generale 

Activitati/ 
Etape 

Raspunde Mod de desfasurare / Termene Riscuri 
semnificative 

Organizarea 

CM 

Director 

C.P. 

�&���3���� �S�U�R�S�X�Q�H�� �F�R�P�S�R�Q�H�Q� �D�� �&�0�� �F�R�Q�I�R�U�P����

�5���2���)���8���,���3�����G�L�U�H�F�W�X�O���V�X�S�X�Q�H���O�D���Y�R�W���ú�L���V�H���D�S�U�R�E����

�F�R�P�S�R�Q�H�Q� �D���D�F�H�V�W�R�U�D 

Depasirea 
termenului 

Numirea 

responsabililor 

C.M. 

Director 

C.P., 

C.R.U. 

Membrii CM constituite propun responsabilul 

�&�0�����G�L�Q�W�U�H���P�H�P�E�U�L�L���G�H���G�U�H�S�W���V�D�X���D�O�H�ú�L���D�L���&�0�� 

�'�L�U�H�F�W�R�U�X�O�� �Q�X�P�H�ú�W�H�� �S�H�� �E�D�]�D�� �I�L�ú�H�L�� �G�H�� �H�Y�D�O�X�D�U�H��

�S�H�� �D�Q�X�O�� �S�U�H�F�H�G�H�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �v�Q�� �E�D�]�D��

propunerillor CM; 

�&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �6�H�F�U�H�W�D�U�L�D�W�� �H�O�D�E�R�U�H�D�]����

deciziile de constituire a CM, de numire a 

responsabililor C.M., directorul emite deciziile 

�G�H�� �F�R�Q�V�W�L�W�X�L�U�H�� �D�� �&�0�� ���� �ú�L�� �G�H�� �Q�X�P�L�U�H�� �D��

responsabililor CM, 

Documentatia 
neintocmita la 
timp 

�Ì�Q�ú�W�L�L�Q� �D�U�H�D��

responsabililor 

CM 

C.R.U Compartimentul Secretariat aduce la 

�F�X�Q�R�ú�W�L�Q� �����U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U���G�H�F�L�]�L�D���G�H���Q�X�P�L�U�H 

Depasirea 
termenului legal 
de instiintare 

Organizarea 

�D�F�W�L�Y�L�W��� �L�L���&�0 

Responsabil 

C.M. 

Membrii 

CM 

Cadre 

didactice 

�&�R�Q�W�D�E�L�O���ú�H�I 

�6�H�F�U�H�W�D�U���ú�H�I 

Bibliotecar 

�5�H�V�S�R�Q�V�D�E�L�O�X�O�� �I�L�H�F���U�X�L�� �F�R�P�S�D�U�W�L�P�H�Q�W- CM 

�H�O�D�E�R�U�H�D�]�����S�U�R�F�H�G�X�U�L�O�H���G�H���O�X�F�U�X���D�O�H���&�0�����D�Q�H�[�H��

�W�L�S�� �D�O�H�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�H�� �W�U�H�E�X�L�H�� �F�X�S�U�L�Q�V�H�� �v�Q��

�G�R�V�D�U�����S�O�D�Q�X�O���P�D�Q�D�J�H�U�L�D�O���ú�L���S�O�D�Q�X�O���G�H���D�F�W�L�Y�L�W��� �L��

�D�O���&�0���ú�L���O�H���S�U�H�]�L�Q�W�����V�S�U�H���D�S�U�R�E�D�U�H���G�L�U�H�F�W�R�U�X�O�X�L��

�X�Q�L�W��� �L�L���v�Q���W�H�U�P�H�Q���G�H���������]�L�O�H �G�H���O�D���G�D�W�D���v�Q�F�H�S�H�U�L�L��

semestrului. 

elaborate de responsabilul compartimentului-

�&�0���� �Y�H�U�L�I�L�F�D�W�H�� �G�H�� �X�Q�� �P�H�P�E�U�X�� �D�O�� �&�(�$�&�� �ú�L��

aprobate de CA 

Nerespectarea 
termenului 
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dosar de fiecare membru al CM trebuie 

�v�Q�D�L�Q�W�D�W�����V�X�E���V�H�P�Q���W�X�U�����I�L�H�F���U�X�L���P�H�P�E�U�X 

CM la dosar va purta avizul responsabilului 

CM 

�U�H�D�O�L�]�D�� �D�F�W�L�Y�L�W���
�L�� �R�U�L�H�Q�W�D�W�H�� �V�S�U�H�� �v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� �P�H�W�R�G�L�F�H�� ���L�� �L�Q�V�W�U�X�F�W�L�Y-educative, 

conform standardelor SCM (cf. OSGG 

400/2015�������L���D���V�W�D�Q�G�D�U�G�H�O�R�U���$�5�$�&�,�3�����F�I�����/�H�J�L�L��

�������������������F�I�����+�*���������������������L���+�*������������������������ 

�V�S�U�H�� �D�S�U�R�E�D�U�H�� �G�L�U�H�F�W�R�U�X�O�X�L�� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �v�Q��

termen de 30 de zile de la data �O�X���U�L�L�� �O�D��

�F�X�Q�R�ú�W�L�Q� �����G�H���F�R�Q� �L�Q�X�W�X�O���S�U�H�]�H�Q�W�H�L���3�2 

 

8.3�����'�L�V�S�R�]�L� �L�L���I�L�Q�D�O�H�� 

�$�F�W�X�D�O�D���S�U�R�F�H�G�X�U�����Y�D���I�L���U�H�Y�L�]�X�L�W�����v�Q���F�D�]�X�O���v�Q���F�D�U�H���D�S�D�U���P�R�G�L�I�L�F���U�L�O�H���U�H�J�O�H�P�H�Q�W���U�L�O�R�U���O�H�J�D�O�H���F�X��

�F�D�U�D�F�W�H�U���J�H�Q�H�U�D�O���ú�L���L�Q�W�H�U�Q���S�H���E�D�]�D���F���U�R�U�D���V�H���G�H�V�I���ú�R�D�U�����D�F�W�L�Y�L�W�D�W�H�D���D�F�W�L�Y�L�W��� �L�O�H���F�D�U�H���I�D�F�H���I�D�F��

obiectul acestei proceduri. 

�$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����L�Q�W�U�����v�Q���Y�L�J�R�D�U�H���O�D���G�D�W�D���G�H��09.01.2017 
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9. Responsabilitati 

 

�����������$�W�U�L�E�X�
�L�L�O�H���F�D�G�U�H�O�R�U�������F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H���V�X�Q�W���X�U�P���W�R�D�U�H�O�H�� 

   �D���� �V�W�D�E�L�O�H�ú�W�H�� �P�R�G�D�O�L�W��� �L�O�H�� �F�R�Q�F�U�H�W�H�� �G�H�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �D�� �F�X�U�U�L�F�X�O�X�P�X�O�X�L�� �Q�D� �L�R�Q�D�O���� �D�G�H�F�Y�D�W�H��

�V�S�H�F�L�I�L�F�X�O�X�L�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �ú�L�� �Q�H�Y�R�L�O�R�U�� �H�G�X�F�D� �L�R�Q�D�O�H�� �D�O�H�� �H�O�H�Y�L�O�R�U���� �v�Q�� �Y�H�G�H�U�H�D�� �U�H�D�O�L�]���U�L�L��

�S�R�W�H�Q� �L�D�O�X�O�X�L���P�D�[�L�P���D�O���D�F�H�V�W�R�U�D���ú�L���D�W�L�Q�J�H�U�L�L���V�W�D�Q�G�D�U�G�H�O�R�U���Q�D� �L�R�Q�D�O�H��   

   �E���� �H�O�D�E�R�U�H�D�]���� �R�I�H�U�W�D�� �G�H�� �F�X�U�U�L�F�X�O�X�P�� �O�D�� �G�H�F�L�]�L�D�� �ú�F�R�O�L�L�� �ú�L�� �R�� �S�U�R�S�X�Q�H�� �V�S�U�H�� �G�H�]�E�D�W�H�U�H�� �F�R�Q�V�L�O�L�X�O�X�L��

profesoral;   

   �F���� �H�O�D�E�R�U�H�D�]���� �S�U�R�J�U�D�P�H�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �V�H�P�H�V�W�U�L�D�O�H�� �ú�L�� �D�Q�X�D�O�H���� �P�H�Q�L�W�H�� �V���� �F�R�Q�G�X�F���� �O�D�� �D�W�L�Q�J�H�U�H�D��

�R�E�L�H�F�W�L�Y�H�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H���D�V�X�P�D�W�H���ú�L���O�D���S�U�R�J�U�H�V�X�O �ú�F�R�O�D�U���D�O���H�O�H�Y�L�O�R�U������ 

   �G�����F�R�Q�V�L�O�L�D�]�����F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���G�H�E�X�W�D�Q�W�H�����v�Q���S�U�R�F�H�V�X�O���G�H���H�O�D�E�R�U�D�U�H���D���S�U�R�L�H�F�W���U�L�L���G�L�G�D�F�W�L�F�H���ú�L���D��

�S�O�D�Q�L�I�L�F���U�L�O�R�U���V�H�P�H�V�W�U�L�D�O�H������ 

   �H�����H�O�D�E�R�U�H�D�]�����L�Q�V�W�U�X�P�H�Q�W�H���G�H���H�Y�D�O�X�D�U�H���ú�L���Q�R�W�D�U�H������ 

   �I�����D�Q�D�O�L�]�H�D�]�����S�H�U�L�R�G�L�F���S�H�U�I�R�U�P�D�Q� �H�O�H���ú�F�R�O�D�U�H���Dle elevilor;   

   �J���� �P�R�Q�L�W�R�U�L�]�H�D�]���� �S�D�U�F�X�U�J�H�U�H�D�� �S�U�R�J�U�D�P�H�L�� �O�D�� �I�L�H�F�D�U�H�� �F�O�D�V���� �ú�L�� �P�R�G�X�O�� �v�Q�� �F�D�U�H�� �V�H�� �U�H�D�O�L�]�H�D�]����

evaluarea elevilor la disciplina/disciplinele respective;   

   �K�����S�O�D�Q�L�I�L�F�����ú�L���R�U�J�D�Q�L�]�H�D�]�����L�Q�V�W�U�X�L�U�H�D���S�U�D�F�W�L�F�����D���H�O�H�Y�L�O�R�U������ 

   �L���� �R�U�J�D�Q�L�]�H�D�]������ �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �V�L�W�X�D� �L�D�� �F�R�Q�F�U�H�W���� �G�L�Q�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �D�F�W�L�Y�L�W��� �L�� �G�H��

�S�U�H�J���W�L�U�H���V�S�H�F�L�D�O�����D���H�O�H�Y�L�O�R�U���F�X���U�L�W�P���O�H�Q�W���G�H���v�Q�Y��� �D�U�H�����R�U�L���S�H�Q�W�U�X���H�[�D�P�H�Q�H���H�Y�D�O�X���U�L���ú�L���F�R�Q�F�X�U�V�X�U�L��

�ú�F�R�O�D�U�H������ 

   �M���� �R�U�J�D�Q�L�]�H�D�]���� �D�F�W�L�Y�L�W��� �L�� �G�H�� �I�R�U�P�D�U�H�� �F�R�Q�W�L�Q�X���� �ú�L�� �G�H�� �F�H�U�F�H�W�D�U�H��- �D�F� �L�X�Q�L�� �V�S�H�F�L�I�L�F�H�� �X�Q�L�W��� �L�L�� �G�H��

�v�Q�Y��� ���P�k�Q�W�����O�H�F� �L�L���G�H�P�R�Q�V�W�U�D�W�L�Y�H�����V�F�K�L�P�E�X�U�L���G�H���H�[�S�H�U�L�H�Q� �����H�W�F�������� 

   �N�����L�P�S�O�H�P�H�Q�W�H�D�]�����V�W�D�Q�G�D�U�G�H�O�H���G�H���F�D�O�L�W�D�W�H���V�S�H�F�L�I�L�F�H������ 

   �O�����U�H�D�O�L�]�H�D�]�����ú�L���L�P�S�O�H�P�H�Q�W�H�D�]�����S�U�R�F�H�G�X�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L���D�F�W�L�Y�L�W��� �L�L���G�L�G�D�F�W�L�F�H������ 

 

9.2. �$�W�U�L�E�X�
�L�L�O�H�� ���H�I�X�O�X�L�� �G�H�� �F�D�W�H�G�U�D�� ���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H�� �V�X�Q�W��

�X�U�P���W�R�D�U�H�O�H�� 

   �D���� �R�U�J�D�Q�L�]�H�D�]���� �ú�L�� �F�R�R�U�G�R�Q�H�D�]���� �v�Q�W�U�H�D�J�D�� �D�F�W�L�Y�L�W�D�W�H�� �D�� �F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H��

���v�Q�W�R�F�P�H�ú�W�H���S�O�D�Q�X�O���P�D�Q�D�J�H�U�L�D�O���D�O���F�D�W�H�G�U�H�L�����F�R�R�U�G�R�Q�H�D�]�����U�H�D�O�L�]�D�U�H�D���L�Q�V�W�U�X�P�H�Q�W�H�O�R�U���G�H���O�X�F�U�X��

�O�D�� �Q�L�Y�H�O�X�O�� �F�D�W�H�G�U�H�L���� �H�O�D�E�R�U�H�D�]���� �U�D�S�R�D�U�W�H�� �ú�L�� �D�Q�D�O�L�]�H���� �S�U�R�S�X�Q�H�� �S�O�D�Q�X�U�L�� �G�H�� �R�E� �L�Q�H�U�H�� �D��
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p�H�U�I�R�U�P�D�Q� �H�O�R�U�� �ú�L�� �S�O�D�Q�X�U�L�� �U�H�P�H�G�L�D�O�H���� �G�X�S���� �F�R�Q�V�X�O�W�D�U�H�D�� �F�X�� �P�H�P�E�U�L�L�� �F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L��

�P�H�W�R�G�L�F�H���� �S�U�H�F�X�P�� �ú�L�� �D�O�W�H�� �G�R�F�X�P�H�Q�W�H�� �V�W�D�E�L�O�L�W�H�� �S�U�L�Q�� �U�H�J�X�O�D�P�H�Q�W�X�O�� �L�Q�W�H�U�Q���� �v�Q�W�R�F�P�H�ú�W�H�� �ú�L��

�F�R�P�S�O�H�W�H�D�]�����G�R�V�D�U�X�O���F�D�W�H�G�U�H�L�������� 

   �E���� �V�W�D�E�L�O�H�ú�W�H�� �D�W�U�L�E�X� �L�L�O�H�� �ú�L�� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H�� �I�L�H�F��rui membru al catedrei/comisiei 

�P�H�W�R�G�L�F�H�����D�W�U�L�E�X� �L�D���G�H���ú�H�I���G�H���F�D�W�H�G�U�����U�H�V�S�R�Q�V�D�E�L�O�X�O���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H���H�V�W�H���V�W�L�S�X�O�D�W�����v�Q���I�L�ú�D��

postului didactic;   

   �F���� �H�Y�D�O�X�H�D�]������ �S�H�� �E�D�]�D�� �X�Q�R�U�� �F�U�L�W�H�U�L�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �V�W�D�E�L�O�L�W�H�� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�L�W��� �L�L�� �G�H��

�v�Q�Y��� ���P�k�Q�W���� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �U�H�J�O�H�P�H�Q�W���U�L�O�H�� �O�H�J�D�O�H�� �v�Q�� �Y�L�J�R�D�U�H���� �D�F�W�L�Y�L�W�D�W�H�D�� �I�L�H�F���U�X�L��

membru al catedrei/comisiei metodice;   

   d) propune participarea membrilor catedrei/comisiei metodice la cursuri de formare;   

   �H�����U���V�S�X�Q�G�H���v�Q���I�D� �D���G�L�U�H�F�W�R�U�X�O�X�L�����D���F�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���ú�L���D���L�Q�V�S�H�F�W�R�U�X�O�X�L���ú�F�R�O�D�U���G�H��

�V�S�H�F�L�D�O�L�W�D�W�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���S�U�R�I�H�V�L�R�Q�D�O�����D���P�H�P�E�U�L�O�R�U���F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L������ 

   �I���� �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �S�D�U�W�L�F�L�S�D�� �O�D�� �D�F� �L�X�Q�L�O�H�� �ú�F�R�O�D�U�H�� �ú�L�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �L�Q�L� �L�D�W�H�� �v�Q�� �X�Q�L�W�D�W�H�D�� �G�H��

�v�Q�Y��� ���P�k�Q�W�����F�X���D�F�F�H�S�W�X�O���F�R�Q�G�X�F�H�U�L�L���D�F�H�V�W�H�L�D������ 

   g) �H�I�H�F�W�X�H�D�]�����D�V�L�V�W�H�Q� �H���O�D���R�U�H�����F�R�Q�I�R�U�P���S�O�D�Q�X�O�X�L���P�D�Q�D�J�H�U�L�D�O���D�O���F�D�W�H�G�U�H�L���V�D�X���O�D���V�R�O�L�F�L�W�D�U�H�D��

directorului;   

   �K���� �H�O�D�E�R�U�H�D�]������ �V�H�P�H�V�W�U�L�D�O�� �ú�L�� �O�X�Q�D�U���� �O�D�� �F�H�U�H�U�H�D�� �G�L�U�H�F�W�R�U�X�O�X�L���� �L�Q�I�R�U�P���U�L�� �D�V�X�S�U�D�� �D�F�W�L�Y�L�W��� �L�L��

�F�D�W�H�G�U�H�L���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H�����S�H���F�D�U�H���R���S�U�H�]�L�Q�W�����v�Q���F�R�Q�V�L�O�L�X�O profesoral;   

   �L�����v�Q�G�H�S�O�L�Q�H�ú�W�H���R�U�L�F�H���D�O�W�H���D�W�U�L�E�X� �L�L���V�W�D�E�L�O�L�W�H���G�H���F�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H������ 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Lista documente 
dosar CM 

    Director 3 ani  

2 Lista documente 
dosar comisii cu 
caracter permanent si 
temporar 

    Director 3 ani  

3 Lista documente 
dosar disciplina 
optionala 

    Director 3 ani  
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Qale  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA 1  Documentele comisiei metodice 

 

1. �&�R�P�S�R�Q�H�Q� �D�� �F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H�����1�X�P�H�O�H�� �ú�L�� �S�U�H�Q�X�P�H�O�H���� �F�O�D�V�D�� �O�D�� �F�D�U�H�� �S�U�H�G������ �J�U�D�G�X�O��

didactic, vechimea �v�Q�� �v�Q�Y��� ���P�k�Q�W���� �D�W�U�L�E�X� �L�L�O�H�� �I�L�H�F���U�X�L�� �P�H�P�E�U�X�� �D�O�� �F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H����

�U�H�S�D�U�W�L�]�D�U�H�D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���G�H�E�X�W�D�Q�W�H���S�H���O�k�Q�J�����X�Q���W�X�W�R�U�H���G�L�Q���ú�F�R�D�O���� 

2. Decizia de numire a coordonatorului comisiei 

3. Decizia �G�D�W�����G�H���F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L���S�U�L�Q���F�D�U�H���X�Q���F�D�G�U�X���G�L�G�D�Ftic cu ex�S�H�U�L�H�Q� ���� �H�V�W�H���G�H�V�H�P�Q�D�W��

�V�����F�R�Q�V�L�O�L�H�]�H���D�F�W�L�Y�L�W�D�W�H�D���G�H�E�X�W�D�Q�W�X�O�X�L�����D�I�O�D�W���v�Q���S�U�L�P�L�L�������D�Q�L���G�H���D�F�W�L�Y�L�W�D�W�H�� 

4. Raportul de activitate �S�H�Q�W�U�X���D�Q�X�O���ú�F�R�O�D�U���W�U�H�F�X�W 

5. Analiza de nevoi ���S�X�Q�F�W�H���W�D�U�L���� �S�X�Q�F�W�H���V�O�D�E�H���� �R�S�R�U�W�X�Q�L�W��� �L���ú�L���D�P�H�Q�L�Q� ���U�L�����± �v�Q���E�D�]�D���F���U�H�L�D���V�H��

va elabo�U�D���S�O�D�Q�X�O���P�D�Q�D�J�H�U�L�D�O���S�H�Q�W�U�X���D�Q�X�O���ú�F�R�O�D�U���&�8�5�(�1�7 

6. Procedurile comisiei 

7. Lista nevoilor de formare pentru fiecare membru al comisiei metodice 

8. Lista cursurilor de formare finalizate de catre fiecare membru al comisiei metodice, cu 

specificarea nr. credite transferabile acumulate. 

9. �5�H�]�X�O�W�D�W�H�O�H���R�E� �L�Q�X�W�H���O�D���S�U�R�E�H�O�H���G�H���H�Y�D�O�X�D�U�H���D�S�O�L�F�D�W�H���O�D���Q�L�Y�H�O�X�O���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H 

���H�Y�D�O�X�D�U�H�� �L�Q�L� �L�D�O������ �H�Y�D�O�X�D�U�H�� �I�L�Q�D�O�����± �O�D�� �V�I�k�U�ú�L�W�� �G�H�� �V�H�P�H�V�W�U�X�� �ú�L�� �D�Q�� �ú�F�R�O�D�U�����± INTERPRETATE 

STATISTIC (procentual) 

10. �/�L�V�W�D���F�X�U�V�X�U�L�O�R�U���R�S� �L�R�Q�D�O�H���F�D�U�H���V�H���G�H�U�X�O�H�D�]�����O�D���I�L�H�F�D�U�H���F�O�D�V�� 

11. �/�L�V�W�D���P�D�Q�X�D�O�H�O�R�U���.�L���D�X�[�L�O�L�D�U�H�O�R�U���X�W�L�O�L�]�D�W�H���O�D���I�L�H�F�D�U�H���F�O�D�V�� 

12. Planul managerial al comisiei metodice: 

 

*Organizare 

*Coordonare 

*Evaluare 

�
�5�H�O�D� �L�L���± comunicare 

�
�'�H�]�Y�R�O�W�D�U�H���S�U�R�I�H�V�L�R�Q�D�O�� 
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�F�R�Q�V�L�G�H�U�D�W�H���U�H�X�ú�L�W�H�����U�H�D�O�L�]�D�W�H���� 

2. Graficul semestrial �D�O���D�F�W�L�Y�L�W��� �L�O�R�U���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H 

3. �*�U�D�I�L�F�X�O���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�G�X�F�D� �L�H���U�H�P�H�G�L�D�O�����.�L���J�U�D�I�L�F�X�O���D�F�W�L�Y�L�W���0�L�O�R�U���S�H�Q�W�U�X���S�H�U�I�R�U�P�D�Q�0�� 

4. Schemele orare 

5. Procesele verbale �G�H���O�D���D�F�W�L�Y�L�W��� �L�O�H���P�H�W�R�G�L�F�H 

6. �3�U�R�L�H�F�W�H�O�H���O�H�F� �L�L�O�R�U���V�X�V� �L�Q�X�W�H���v�Q���F�D�G�U�X�O���F�R�P�L�Viei metodice 

7. �)�L�ú�H�O�H���G�H���D�V�L�V�W�H�Q� �����v�Q�W�R�F�P�L�W�H���G�H���P�H�P�E�U�L�L���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H���S�H�Q�W�U�X���O�H�F� �L�L�O�H���V�X�V� �L�Q�X�W�H���O�D 

nivelul comisiei 

8. �)�L�ú�H�O�H���G�H���D�V�L�V�W�H�Q� �������v�Q�W�R�F�P�L�W�H���G�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H���F�X���S�U�L�O�H�M�X�O���D�V�L�V�W�H�Q� �H�O�R�U 

�H�I�H�F�W�X�D�W�H���P�H�P�E�U�L�O�R�U���F�R�P�L�V�L�H�L���ú�L���F�X���S�U�H�F���G�H�U�H���V�W�D�J�L�D�U�L�O�R�U�����F�R�Q�I�R�U�P���D�W�U�L�E�X� �L�L�O�R�U���G�L�Q 

�5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���G�H�V�I���ú�X�U�D�U�H���D���D�F�W�L�Y�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U) 

9. �)�L�ú�H�O�H���G�H���L�Q�W�H�U�D�V�L�V�W�H�Q� �� 

10. Rapoarte semestriale 

11. �3�O�D�Q�L�I�L�F���U�L 

12. Materiale suport (acte normative - metodologii, progr�D�P�P�H���������D�������v�Q���I�R�U�P�D�W���H�O�H�F�W�U�R�Q�L�F 
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ANEXA 2 Lista documente dosar comisii tematice cu caracter permanent si temporar 

 

1. Decizia de numire a comisiei; 

�������5�D�S�R�U�W���G�H���D�F�W�L�Y�L�W�D�W�H���S�H�Q�W�U�X���D�Q�X�O�����F�R�O�D�U���D�Q�W�H�U�L�R�U�� 

3. Analiza de nevoi; 

�������/�H�J�L�V�O�D�
�L�H�����S�R�V�L�E�L�O�����L���v�Q���I�R�U�P�D�W���H�O�H�F�W�U�R�Q�L�F�� 

5. Procedurile comisiei 

6. Plan managerial 

�������*�U�D�I�L�F�H���V�H�P�H�V�W�U�L�D�O�H���G�H���D�F�W�L�Y�L�W���
�L 

8. Procese-�Y�H�U�E�D�O�H�����L���D�O�W�H 

 

 

 

ANEXA 3 Lista documente dosar disciplina optionala 

 

�������)�L���D���G�H���D�Y�L�]�D�U�H 

�������3�U�R�J�U�D�P�D���G�L�V�F�L�S�O�L�Q�H�L���R�S�
�L�R�Q�D�O�H 

3. �3�O�D�Q�L�I�L�F�D�U�H�D���F�R�P�S�O�H�W�����D���D�F�W�L�Y�L�W���
�L�L 

�������/�L�V�W�D���F�O�D�V�H�O�R�U���O�D���F�D�U�H���V�H���S�U�H�G�����R�S�
�L�R�Q�D�O�X�O���U�H�V�S�H�F�W�L�Y 

�������5�D�S�R�U�W�X�O���V�H�P�H�V�W�U�L�D�O�����L���D�Q�X�D�O���D�O���F�R�P�L�V�L�H�L���´�&�X�U�U�L�F�X�O�X�P�´
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

URMARIREA PROGRESULUI ELEVILOR  
 
 
 
 
 
 

P.O. 14 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L��prenumele �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEU L TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND URMARIREA 

PROGRESULUI ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
14 

Cod: P.O. 14 
Pagina     din 19 
Exemplar nr.:  

 

 108 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-         09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in urmarirea progresului la fiecare disciplina de studiu din cadrul Liceului Tehnologic 

� �́$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Modul de urmarire a progresului elevilor la fiecare disciplina la nivelul Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din cadrul �X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic (Sefii de catedra si membrii catedrelor) ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.   �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 

 

 

 



LICEU L TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND URMARIREA 

PROGRESULUI ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
14 

Cod: P.O. 14 
Pagina     din 19 
Exemplar nr.:  

 

 112 

���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

6.1. �5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W��preuniversitar; 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale istitutiei de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O��profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�&�2�1���,�1�8�7�8�/���3�5�2�&�(�'�8�5�,�, 

�,�����7�H�V�W�H���G�H���H�Y�D�O�X�D�U�H�����L�Q�L� �L�D�O�������I�L�Q�D�O��, �V�H�P�H�V�W�U�L�D�O�����ú�L���D�Q�X�D�O�� 

�,�,�����$�S�O�L�F�D�U�H�D���L�Q�V�W�U�X�P�H�Q�W�H�O�R�U���G�H���H�Y�D�O�X�D�U�H���I�R�U�P�D�W�L�Y�������V�X�P�D�W�L�Y�����ú�L���D�O�W�H�U�Q�D�W�L�Y�� 

III. Elaborarea de planuri de �D�F� �L�X�Q�H���S�H�Q�W�U�X���H�O�H�Y�L�L���F�X���F�H�U�L�Q� �H���H�G�X�F�D� �L�R�Q�D�O�H���V�S�H�F�L�D�O�H 

 

�������7�H�V�W���G�H���H�Y�D�O�X�D�U�H���L�Q�L� �L�D�O���� 

�6�H�� �H�O�D�E�R�U�H�D�]���� �v�Q�� �F�D�G�U�X�O�� �F�D�W�H�G�U�H�O�R�U�� �Y�D�U�L�D�Q�W�H�� �G�H�� �V�X�E�L�H�F�W�H�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �D�Q�� �G�H�� �V�W�X�G�L�X�� �ú�L��

�V�S�H�F�L�D�O�L�]�D�U�H�����S�H���E�D�]�D���S�U�R�J�U�D�P�H�O�R�U���ú�F�R�O�D�U�H���v�Q���Y�L�J�R�D�U�H���S�H�Q�W�U�X���D�Q�X�O���ú�F�R�O�D�U���D�Q�W�H�U�L�R�U�����G�X�S�����F�D�U�H���V-

�D�X�� �v�Q�W�R�F�P�L�W�� �S�O�D�Q�L�I�L�F���U�L�O�H. Exemplu: Pentru elevii claselor a V- a se vor elabora subiectele pe 

baza standardelor de evaluare aferente disciplinei, pentru clasa a IVa 

. 

�������7�H�V�W���G�H���H�Y�D�O�X�D�U�H���I�L�Q�D�O���� 

�6�H�� �H�O�D�E�R�U�H�D�]���� �v�Q�� �F�D�G�U�X�O�� �F�D�W�H�G�U�H�O�R�U�� �Y�D�U�L�D�Q�W�H�� �G�H�� �V�X�E�L�H�F�W�H�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �D�Q�� �G�H�� �V�W�X�G�L�X�� �ú�L��

�V�S�H�F�L�D�O�L�]�D�U�H�����S�H���E�D�]�D���3�U�R�J�U�D�P�H�O�R�U���ú�F�R�O�D�U�H���v�Q���Y�L�J�R�D�U�H���S�H�Q�W�U�X���D�Q�X�O���ú�F�R�O�D�U���F�X�U�H�Q�W�����G�X�S�����F�D�U�H���V-au 

�v�Q�W�R�F�P�L�W���S�O�D�Q�L�I�L�F���U�L�O�H�� 

�&�R�P�S�H�W�H�Q� �H�O�H���ú�L���F�R�Q� �L�Q�X�W�X�U�L�O�H���F�H���Y�R�U���I�D�F�H���R�E�L�H�F�W�X�O���7�H�V�W�X�O�X�L���G�H���H�Y�D�O�X�D�U�H���I�L�Q�D�O�����V�H�P�H�V�W�U�L�D�O����se 

�V�W�D�E�L�O�H�V�F���O�D���Q�L�Y�H�O���G�H���F�D�W�H�G�U�����O�D���v�Q�F�H�S�X�W�X�O���V�H�P�H�V�W�U�X�O�X�L�����&�R�P�S�H�W�H�Q� �H�O�H���ú�L���F�R�Q� �L�Q�X�W�X�U�L�O�H���F�H���Y�R�U���I�D�F�H��

obiectul Testului de �H�Y�D�O�X�D�U�H���I�L�Q�D�O�����D�Q�X�D�O�������D�S�O�L�F�D�W���O�D���V�I���U�ú�L�W�X�O���V�H�P�H�V�W�U�X�O�X�L���,�,�����V�H���Y�R�U���U�D�S�R�U�W�D��

�O�D���Q�L�Y�H�O�X�O���3�U�R�J�U�D�P�H�L�����D�Q���G�H���V�W�X�G�L�X���v�Q���D�Q�V�D�P�E�O�X�����F�R�Q�V�L�G�H�U�k�Qdu-�V�H���F�����D�F�H�D�V�W�D���D���I�R�V�W���S�D�U�F�X�U�V�����v�Q��

�v�Q�W�U�H�J�L�P�H�� 

�1�R�W������ �7�H�V�W�X�O�� �G�H�� �H�Y�D�O�X�D�U�H�� �I�L�Q�D�O���� �S�H�Q�W�U�X�� �V�H�P�H�V�W�U�X�O�� �,�� �V�H�� �F�R�Q�V�W�L�W�X�L�H�� �F�D�� �X�Q�� �L�Q�G�L�F�D�W�R�U�� �D�O��

�S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �S�H�Q�W�U�X�� �V�H�P�H�V�W�U�X�O�� �,�� �ú�L�� �F�D�� �S�X�Q�F�W�� �G�H�� �S�O�H�F�D�U�H�� �S�H�Q�W�U�X�� �H�O�D�E�R�U�D�U�H�D�� �V�W�U�D�W�H�J�L�L�O�R�U��

didactice pentru semestrul II. 

Ambele �W�L�S�X�U�L���G�H���W�H�V�W�H���Y�R�U���I�L���W�U�H�F�X�W�H���v�Q���S�O�D�Q�L�I�L�F�D�U�H�D���V�H�P�H�V�W�U�L�D�O���� 

 

�(�O�D�E�R�U�D�U�H���ú�L���D�G�P�L�Q�L�V�W�U�D�U�H�� 

�������7�H�V�W�X�O���L�Q�L� �L�D�O���V�H���D�S�O�L�F�����v�Q���S�U�L�P�H�O�H���G�R�X�����V���S�W���P�k�Q�L���D�O�H���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U�� 
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�7�H�V�W�X�O���G�H���H�Y�D�O�X�D�U�H���I�L�Q�D�O�����V�H�P�H�V�W�U�L�D�O�����V�H���D�S�O�L�F�����v�Q���S�H�Q�X�O�W�L�P�H�O�H���G�R�X�����V���S�W���P�k�Q�L���D�O�H���V�H�P�H�V�W�Uului . 

�7�H�V�W�X�O���G�H���H�Y�D�O�X�D�U�H���I�L�Q�D�O�����D�Q�X�D�O�����V�H���D�S�O�L�F�����v�Q���S�H�Q�X�O�W�L�P�D���V���S�W���P�k�Q�����G�H���F�X�U�V���G�L�Q���D�Q�X�O���ú�F�R�O�D�U�� 

�������1�X���V�H���Y�R�U���D�Q�X�Q� �D���H�O�H�Y�L�L���F�����V�X�E�L�H�F�W�H�O�H���V�X�Q�W���X�Q�L�F�H���S�H�Q�W�U�X���I�L�H�F�D�U�H���D�Q���G�H���V�W�X�G�L�X�� 

������ �6�X�E�L�H�F�W�H�O�H���V�H���Y�R�U���S�U�H�]�H�Q�W�D���H�O�H�Y�L�O�R�U���F�D�� �I�L�ú�H���G�H���O�X�F�U�X�����P�X�O�W�L�S�O�L�F�D�W�H���O�D���Q�L�Y�H�O�X�O���F�D�W�H�G�U�H�O�R�U���ú�L���V�H��

�Y�R�U���F�R�O�H�F�W�D���O�D���V�I�k�U�ú�L�W�X�O���R�U�H�L���G�H���F���W�U�H���S�U�R�I�H�V�R�U�����1�X���V�H���O�D�V�����H�O�H�Y�L�O�R�U���Q�L�F�L���X�Q���H�[�H�P�S�O�D�U���F�D���P�R�G�H�O�� 

������ �)�L�ú�D�� �G�H�� �O�X�F�U�X�� �V�H�� �W�H�K�Q�R�U�H�G�D�F�W�H�D�]���� �ú�L�� �V�H�� �G���� �H�O�H�Y�X�O�X�L�� �O�D�� �v�Q�F�H�S�X�W�X�O�� �R�U�H�L���� �I�D�U���� �F�D�� �D�F�H�V�W�D�� �V���� �I�L�H��

�R�E�O�L�J�D�W���V�����F�R�S�L�H�]�H���V�X�E�L�H�F�W�H���G�H���S�H���W�D�E�O�����V�D�X���V�����V�F�U�L�H���V�X�E�L�H�F�W�H���G�X�S�����G�L�F�W�D�U�H�� 

������ �,�W�H�P�L�L�� �L�Q�F�O�X�ú�L�� �V�H�� �Y�R�U�� �U�D�S�R�U�W�D�� �H�[�F�O�X�V�L�Y�� �O�D�� �3�U�R�J�U�D�P�H�O�H�� �v�Q�� �Y�L�J�R�D�U�H�� �ú�L�� �Q�X�� �O�D�� �F�R�Q� �L�Q�X�W�X�U�L�O�H�� �X�Q�X�L��

�D�Q�X�P�L�W���P�D�Q�X�D�O���� �S�H�Q�W�U�X���R���H�Y�D�O�X�D�U�H���H�I�L�F�L�H�Q�W�����D���F�R�P�S�H�W�H�Q� �H�O�R�U���H�O�H�Y�L�O�R�U���O�D���Q�L�Y�H�O���L�Q�V�W�L�W�X� �L�R�Q�D�O���� �/�D��

�Q�L�Y�H�O�X�O�� �F�D�W�H�G�U�H�L���� �S�U�L�Q�� �F�R�Q�W�U�L�E�X� �L�D �ú�L�� �S�D�U�W�L�F�L�S�D�U�H�D�� �H�I�H�F�W�L�Y���� �D�� �W�X�W�X�U�R�U�� �P�H�P�E�U�L�O�R�U�� �F�D�W�H�G�U�H�L���� �V�H�� �Y�R�U��

�V�W�D�E�L�O�L�� �W�L�S�X�U�L�O�H�� �G�H�� �L�W�H�P�L�� �ú�L�� �S�R�Q�G�H�U�H�D�� �D�F�H�V�W�R�U�D�� �v�Q�� �F�D�O�F�X�O�X�O�� �Q�R�W�H�L�� �I�L�Q�D�O�H���� �S�U�H�F�X�P�� �ú�L�� �E�D�U�H�P�X�O�� �G�H��

corectare. 

�6�H�� �U�H�F�R�P�D�Q�G���� �I�R�U�P�D�U�H�D�� �G�H�� �H�F�K�L�S�H�� �S�H�Q�W�U�X�� �H�O�D�E�R�U�D�U�H�D�� �V�X�E�L�H�F�W�H�O�R�U�� �S�H�� �D�Q�� �G�H�� �V�W�X�G�L�X���� �S�H�Q�W�U�X��

im�S�O�L�F�D�U�H�D�� �I�L�H�F���U�X�L�� �F�D�G�U�X�� �G�L�G�D�F�W�L�F���� �G�L�P�L�Q�X�D�U�H�D�� �W�L�P�S�X�O�X�L�� �G�H�� �O�X�F�U�X���� �S�U�R�I�H�V�R�U���� �V�W�L�P�X�O�D�U�H�D��

�F�R�O�D�E�R�U���U�L�L���v�Q���F�D�G�U�X�O���F�D�W�H�G�U�H�O�R�U���ú�L���F�U�H�ú�W�H�U�H�D���J�U�D�G�X�O�X�L���G�H���R�E�L�H�F�W�L�Y�L�W�D�W�H���D���W�H�V�W�X�O�X�L�� 

������ �6�X�E�L�H�F�W�H�O�H�� �V�H�� �Y�R�U�� �H�O�D�E�R�U�D�� �D�V�W�I�H�O�� �v�Q�F�k�W�� �H�O�H�Y�X�O�� �V���� �D�L�E���� �W�L�P�S�� �V�X�I�L�F�L�H�Q�W�� �G�H�� �O�X�F�U�X���� �L�D�U�� �Jradul de 

�G�L�I�L�F�X�O�W�D�W�H���Y�D���I�L���D�V�W�I�H�O���J�k�Q�G�L�W���v�Q�F�k�W���V�����S�H�U�P�L�W�����R���H�Y�D�O�X�D�U�H���R�E�L�H�F�W�L�Y�����D���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U�� 

�������6�H���D�F�R�U�G���������S�X�Q�F�W���G�L�Q���R�I�L�F�L�X�� 

������ �6�X�E�L�H�F�W�H�O�H�� �I�L�L�Q�G�� �D�F�H�O�H�D�ú�L�� �S�H�Q�W�U�X�� �W�R� �L�� �H�O�H�Y�L�L�� �F�O�D�V�H�L���� �v�Q�� �W�L�P�S�X�O�� �W�H�V�W�X�O�X�L�� �Q�X�� �V�H�� �Y�D�� �S�H�U�P�L�W�H��

�F�R�O�D�E�R�U�D�U�H�D���v�Q�W�U�H���H�O�H�Y�L���ú�L���V�H���Y�D �X�U�P���U�L���D�W�H�Q�W���G�H�V�I���ú�X�U�D�U�H�D���W�H�V�W�X�O�X�L���v�Q���F�R�Q�G�L� �L�L���G�H���G�L�V�F�L�S�O�L�Q���� 

�������� �&�R�P�X�Q�L�F�D�U�H�D�� �V�X�E�L�H�F�W�H�O�R�U���� �G�L�V�F�X�W�D�U�H�D�� �V�D�X�� �U�H�]�R�O�Y�D�U�H�D�� �O�R�U�� �F�X�� �H�O�H�Y�L�L�� �v�Q�D�L�Q�W�H�� �G�H�� �D�S�O�L�F�D�U�H�D��

�R�I�L�F�L�D�O�����F�R�Q�V�W�L�W�X�L�H���D�E�D�W�H�U�H���G�L�V�F�L�S�O�L�Q�D�U�����ú�L���V�H���V�D�Q�F� �L�R�Q�H�D�]�����F�R�Q�I�R�U�P���O�H�J�L�L�� 

���������&�R�U�H�F�W�D�U�H�D���W�H�V�W�X�O�X�L���L�Q�L� �L�D�O�����I�L�Q�D�O���V�H�P�H�V�W�U�L�D�O���V�H���I�D�F�H���G�H���F���W�U�H���S�U�R�I�H�V�R�U�X�O���F�O�D�V�H�L�� 

�������� �1�R�W�H�O�H�� �R�E� �L�Q�X�W�H�� �O�D�� �W�H�V�W�X�O�� �L�Q�L� �L�D�O�� �Q�X�� �V�H�� �W�U�H�F�� �v�Q�� �F�D�W�D�O�R�J���� �(�O�H�� �V�X�Q�W�� �G�R�D�U�� �X�Q�� �L�Q�G�L�F�D�W�R�U�� �S�H�Q�W�U�X��

�Q�L�Y�H�O�X�O�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �D�O�� �H�O�H�Y�X�O�X�L�� �v�Q�� �Y�H�G�H�U�H�D�� �V�W�D�E�L�O�L�U�L�L�� �V�W�U�D�W�H�J�L�L�O�R�U�� �G�H�� �X�U�P�D�W�� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H��

predare-�v�Q�Y��� �D�U�H���G�L�Q���D�Q�X�O���ú�F�R�O�D�U���F�X�U�H�Q�W�� 

�1�R�W�H�O�H���R�E� �L�Q�X�W�H���O�D���W�H�V�W�H�O�H���I�L�Q�D�O�H���V�H�P�H�V�W�U�L�D�O�H���ú�L���D�Q�X�D�O�H���V�H���Y�R�U���W�U�H�F�H���v�Q���F�D�W�D�O�R�J���F�D���Q�R�W������ 

���������(�O�H�Y�L�L���Y�R�U���I�L���L�Q�I�R�U�P�D� �L���F�X���S�U�L�Y�L�U�H���O�D���V�F�R�S�X�O���D�F�H�V�W�R�U���W�H�V�W�H�����O�L���V�H���Y�D���F�R�P�X�Q�L�F�D���Q�R�W�D���R�E� �L�Q�X�W�����ú�L��

vor primi feedback din partea pr�R�I�H�V�R�U�X�O�X�L���ú�L���D���F�R�O�H�J�L�O�R�U�� 

�������� �/�D�� �S�U�L�P�L�U�H�D�� �Q�R�W�H�L���� �H�O�H�Y�X�O�X�L�� �L�� �V�H�� �Y�D�� �G�D�� �ú�L�� �I�L�ú�D�� �G�H�� �O�X�F�U�X���� �L�D�U�� �D�S�R�L�� �G�L�U�L�J�L�Q�W�H�O�H�� �R�� �Y�D�� �S���V�W�U�D�� �v�Q��

�3�R�U�W�R�I�R�O�L�X�O���S�H�U�V�R�Q�D�O���D�O���H�O�H�Y�X�O�X�L���S�H�Q�W�U�X���G�L�V�F�L�S�O�L�Q�D���U�H�V�S�H�F�W�L�Y���� 
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�������� �6�H�� �U�H�F�R�P�D�Q�G���� �F�R�Q�V�X�O�W�D�U�H�D�� �W�X�W�X�U�R�U�� �S�U�R�I�H�V�R�U�L�O�R�U�� �I�L�H�F���U�H�L�� �F�O�D�V�H�� �S�H�Q�Wru a se evita 

�V�X�S�U�D�v�Q�F���U�F�D�U�H�D���H�O�H�Y�L�O�R�U�� 

�������� �(�V�W�H���R�E�O�L�J�D�W�R�U�L�H�� �D�G�R�S�W�D�U�H�D�� �X�Q�H�L�� �D�W�L�W�X�G�L�Q�L�� �v�Q�F�X�U�D�M�D�W�R�D�U�H���� �P�R�W�L�Y�D�Q�W�H�� �G�L�Q�� �S�D�U�W�H�D�� �S�U�R�I�H�V�R�U�L�O�R�U����

�6�H�� �L�Q�W�H�U�]�L�F�H�� �R�U�L�F�H�� �D�P�H�Q�L�Q� �D�U�H���� �S�H�G�H�D�S�V���� �S�H�Q�W�U�X�� �U�H�]�X�O�W�D�W�H�O�H�� �Q�H�V�D�W�L�V�I���F���W�R�D�U�H�� �R�E� �L�Q�X�W�H�� �G�H�� �H�O�H�Y�L����

individual sau la nivelul clasei. 

���������3�U�R�I�H�V�R�U�X�O���D�U�H���R�E�O�L�J�D�
�L�D���G�H���D���D�G�D�S�W�D���V�W�U�D�W�H�J�L�L�O�H���G�L�G�D�F�W�L�F�H���O�D���Q�H�Y�R�L�O�H���L�Q�G�L�Y�L�G�X�D�O�H���D�O�H���H�O�H�Y�L�O�R�U��

�G�L�Q�� �I�L�H�F�D�U�H�� �J�U�X�S������ �D�V�W�I�H�O�� �v�Q�F�k�W�� �W�R� �L�� �H�O�H�Y�L�L�� �V���� �G�H�P�R�Q�V�W�U�H�]�H�� �R�� �F�U�H�ú�W�H�U�H�� �D�� �S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �O�D��

�H�Y�D�O�X�D�U�H�D�� �I�L�Q�D�O������ �3�O�D�V�D�U�H�D�� �H�O�H�Y�L�O�R�U�� �v�Q�� �J�U�X�S���� �V�H�� �Y�D�� �P�R�W�L�Y�D���v�Q�� �I�D� �D�� �H�O�H�Y�L�O�R�U�� �S�H�� �E�D�]�D�� �D�F�H�V�W�R�U��

�S�U�L�Q�F�L�S�L�L�� �ú�L�� �V�H�� �Y�D�� �H�Y�L�W�D�� �I�R�O�R�V�L�U�H�D�� �G�H�Q�X�P�L�U�L�L�� �J�U�X�S�H�L�� �F�D�� �Ä�%�X�Q���´�� �Y�V���� �Ä�6�O�D�E���´���� �&�U�L�W�H�U�L�X�O�� �X�Q�L�F�� �H�V�W�H��

�Q�H�Y�R�L�D���G�H���V�W�L�O�X�U�L���G�H���O�X�F�U�X���G�L�I�H�U�L�W�H���S�H�Q�W�U�X���I�L�H�F�D�U�H���H�O�H�Y�����F�D�U�H���Y�D���I�L���P�R�W�L�Y�D�W���V�����v�ú�L���v�P�E�X�Q���W��� �H�D�V�F����

�S�H�U�I�R�U�P�D�Q� �H�O�H�� 

18. Rezultatele �W�H�V�W�H�O�R�U���V�H���W�U�H�F���G�H���F���W�U�H���S�U�R�I�H�V�R�U���v�Q���)�L�ú�D���G�H���X�U�P���U�L�U�H���D���S�U�R�J�U�H�V�X�O�X�L���H�O�H�Y�L�O�R�U 

�����$�Q�H�[�D�����D���ú�L�����E�����ú�L���V�H���F�H�Q�W�U�D�O�L�]�H�D�]�����O�D���Q�L�Y�H�O�X�O���F�D�W�H�G�U�H�L���G�H���F���W�U�H���ú�H�I�X�O���G�H���F�D�W�H�G�U�������$�Q�H�[�D�������� 

�ù�H�I�L�L�� �G�H�� �F�D�W�H�G�U�H�� �D�X�� �R�E�O�L�J�D� �L�D�� �F�D����- �v�Q�� �W�H�U�P�H�Q�� �G�H�� ���� �]�L�O�H�� �O�X�F�U���W�R�D�U�H�� �G�H�� �O�D�� �D�S�O�L�F�D�U�H�D testului sa 

�S�U�H�]�L�Q�W�H���R���F�R�S�L�H���D���$�Q�H�[�H�L���������F�R�P�S�O�H�W�H�W�������&�R�P�L�V�L�H�L���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L�����v�Q���I�R�U�P�D�W��

�F�O�D�V�L�F���ú�L���H�O�H�F�W�U�R�Q�L�F�����S�H�Q�W�U�X���S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U���v�Q���Y�H�G�H�U�H�D���D�X�W�R�H�Y�D�O�X���U�L�L���L�Q�W�H�U�Q�H�� 

- �6���� �L�Q�W�H�U�S�U�H�W�H�]�H�� �U�H�]�X�O�W�D�W�H�O�H�� �ú�L�� �V���� �S�U�R�S�X�Q������ �v�Q�� �F�R�O�D�E�R�U�D�U�H�� �F�X���P�H�P�E�U�L�L�� �F�D�W�H�G�U�H�L���� �P���V�X�U�L�� �G�H��

�D�P�H�O�L�R�U�D�U�H�����D�W�k�W���D���D�G�P�L�Q�L�V�W�U���U�L�L���W�H�V�W�H�O�R�U���F�k�W���ú�L���D���S�H�U�I�R�U�P�D�Q� �H�O�R�U�� 

�3�U�R�I�H�V�R�U�L�L�� �D�X�� �R�E�O�L�J�D� �L�D�� �F�D���� �v�Q�� �W�H�U�P�H�Q�� �G�H�� ������ �]�L�O�H�� �O�X�F�U���W�R�D�U�H�� �G�H�� �O�D�� �G�D�W�D�� �D�S�O�L�F���U�L�L�� �W�H�V�W�X�O�X�L���� �V����

�S�U�H�]�L�Q�W�H�� �ú�H�I�X�O�X�L�� �G�H�� �F�D�W�H�G�U���� �R�� �F�R�S�L�H���� �v�Q�� �I�R�U�P�D�W�� �F�O�D�V�L�F�� �ú�L�� �H�O�H�F�W�U�R�Q�L�F���� �D�� �$�Q�H�[�H�L�� ������ �D�� �ú�L�� �E������

�F�R�P�S�O�H�W�D�W������ �v�Q�� �Y�H�G�H�U�H�D�� �F�H�Q�W�U�D�O�L�]���U�L�L���� �L�Q�W�H�U�S�U�H�W���U�L�L�� �U�H�]�X�O�W�D�W�H�O�R�U�� �ú�L�� �D�G�R�S�W���U�L�L�� �G�H�� �P���V�X�U�L��

ameliorative. 

 

�,�,�����$�S�O�L�F�D�U�H�D���L�Q�V�W�U�X�P�H�Q�W�H�O�R�U���G�H���H�Y�D�O�X�D�U�H���I�R�U�P�D�W�L�Y�������V�X�P�D�W�L�Y�����ú�L���D�O�W�H�U�Q�D�W�L�Y�� 

�/�D�� �Q�L�Y�H�O�X�O�� �F�D�W�H�G�U�H�O�R�U���� �V�H�� �Y�R�U�� �H�O�D�E�R�U�D�� �I�L�ú�H�� �G�H�� �H�Y�D�O�X�D�U�H �D�G�D�S�W�D�W�H�� �I�L�H�F���U�X�L�� �F�R�O�H�F�W�L�Y�� �G�H�� �H�O�H�Y�L���� �G�H��

�F�R�P�X�Q�� �D�F�R�U�G�� �G�H�� �F���W�U�H�� �W�R� �L�� �P�H�P�E�U�L�L�� �F�D�W�H�G�U�H�L���� �F�D�U�H�� �V���� �S�H�U�P�L�W���� �R�� �H�Y�D�O�X�D�U�H�� �I�R�U�P�D�W�L�Y���� �D�� �I�L�H�F���U�X�L��

elev. 

�6�H�� �Y�R�U�� �L�Q�W�U�R�G�X�F�H�� �ú�L�� �P�R�G�D�O�L�W��� �L�� �G�H�� �H�Y�D�O�X�D�U�H�� �D�O�W�H�U�Q�D�W�L�Y������ �S�R�U�W�R�I�R�O�L�L���� �D�X�W�R�H�Y�D�O�X�D�U�H�D�� �H�O�H�Y�L�O�R�U����

�H�Y�D�O�X�D�U�H���I���F�X�W�����G�H���F���W�U�H��elevi etc. ). 

�7�H�V�W�H�O�H�� �S�U�H�Y���]�X�W�H�� �O�D�� �S�F�W���,�� �Y�R�U�� �I�D�F�H�� �S�D�U�W�H�� �G�L�Q�� �I�L�ú�D�� �G�H�� �S�U�R�J�U�H�V�� ���F�R�O�D�U���� �F�R�Q�I�R�U�P�� �S�U�H�Y�H�G�H�U�L�O�R�U��

prezentei proceduri. 



LICEU L TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND URMARIREA 

PROGRESULUI ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
14 

Cod: P.O. 14 
Pagina     din 19 
Exemplar nr.:  

 

 118 

�3�U�R�I�H�V�R�U�L�L���D�X���R�E�O�L�J�D� �L�D���G�H���D���I�R�O�R�V�L���v�Q���P�R�G���F�X�U�H�Q�W���D�F�H�V�W�H���I�L�ú�H���v�Q���D�F�W�L�Y�L�W�D�W�H�D���G�L�G�D�F�W�L�F�������F�H�H�D���F�H���Y�D��

�S�H�U�P�L�W�H���R�S�W�L�P�L�]�D�U�H�D���H�Y�D�O�X���U�L�L���ú�L���D�X�W�R�H�Y�D�O�X���U�L�L���S�H�U�I�R�U�P�D�Q� �H�O�R�U���H�O�H�Y�L�O�R�U���ú�L���D���V�W�U�D�W�H�J�L�L�O�R�U���G�L�G�D�F�W�L�F�H��

propuse de fiecare profesor. 

�)�L�ú�D���G�H���S�U�R�J�U�H�V�����F�R�O�D�U�����F�O�D�V�����Y�D���I�D�F�H���S�D�U�W�H���G�L�Q���0�D�S�D���G�H���O�X�F�U�X���D���I�L�H�F���U�X�L���S�U�R�I�H�V�R�U�� 

�)�L�ú�D���G�H���H�Y�D�O�X�D�U�H���S�H���G�L�V�F�L�S�O�L�Q�����Y�D���I�D�F�H���S�D�U�W�H���G�L�Q���0�D�S�D���G�H���O�X�F�U�X���D���ú�H�I�X�O�X�L���G�H���F�D�W�H�G�U���� 

�ù�H�I�L�L�� �G�H�� �F�D�W�H�G�U�H�� �D�X�� �R�E�O�L�J�D� �L�D�� �P�R�Q�L�W�R�U�L�]���U�L�L�� �X�W�L�O�L�]���U�L�L�� �D�F�H�V�W�R�U�� �I�L�ú�H���� �L�Q�F�O�X�V�L�Y�� �S�U�L�Q�� �Y�H�U�L�I�L�F�D�U�H�D��

�D�F�H�V�W�R�U�D���v�Q���F�D�G�U�X�O �R�U�H�O�R�U���G�H���D�V�L�V�W�H�Q� �����G�H�V�I���ú�X�U�D�W�H���F�R�Q�I�R�U�P���3�U�R�F�H�G�X�U�L�L���������� 

�8�Q�� �H�[�H�P�S�O�D�U�� �D�O�� �)�L�ú�H�L�� �G�H�� �S�U�R�J�U�H�V�� �Y�D�� �I�L�� �S�U�H�G�D�W�� �G�H�� �F���W�U�H�� �ú�H�I�X�O�� �G�H�� �F�D�W�H�G�U���� �U�H�V�S�R�Qsabilului de 

�S�U�R�F�H�G�X�U�������F�D�U�H���Y�D���v�Q�D�L�Q�W�D���&���(���$���&���R���V�L�W�X�D�
�L�H���V�W�D�W�L�V�W�L�F�����G�X�S�����F�R�O�H�F�W�D�U�H�D���W�X�W�X�U�R�U���I�L�ú�H�O�R�U�� 

 

�,�,�,�����(�O�D�E�R�U�D�U�H�D���G�H���S�O�D�Q�X�U�L���G�H���D�F� �L�X�Q�H���S�H�Q�W�U�X���H�O�H�Y�L�L���F�X���F�H�U�L�Q� �H���H�G�X�F�D� �L�R�Q�D�O�H���V�S�H�F�L�D�O�H 

�$�S�O�L�F�D�U�H�D�� �H�I�L�F�L�H�Q�W���� �D�� �P���V�X�U�L�O�R�U�� �P�H�Q� �L�R�Q�D�W�H�� �O�D�� �S�F�W���� �,�� �ú�L�� �,�,�� �Y�D�� �S�H�U�P�Lte identificarea nevoilor 

�V�S�H�F�L�D�O�H�� �D�O�H�� �H�O�H�Y�L�O�R�U���� �I�L�H�� �F�D�� �H�O�H�Y�L�� �F�X�� �U�L�W�P�� �G�H�� �O�X�F�U�X�� �O�H�Q�W���� �I�L�H�� �F�D�� �H�O�H�Y�L�� �F�X�� �S�R�W�H�Q� �L�D�O�� �S�H�Q�W�U�X��

�S�H�U�I�R�U�P�D�Q� �H�� �G�H�� �Ä�H�[�F�H�O�H�Q� ���´���� �F�H�H�D�� �F�H�� �L�P�S�X�Q�H�� �G�L�I�H�U�H�Q� �L�H�U�H�D�� �D�E�R�U�G���U�L�L�� �V�W�U�D�W�H�J�L�L�O�R�U�� �G�L�G�D�F�W�L�F�H�� �G�H��

�F���W�U�H�� �S�U�R�I�H�V�R�U�L�� �ú�L�� �F�U�H�ú�W�H�U�H�D�� �U���V�S�X�Q�G�H�U�L�L�� �D�F�H�V�W�R�U�D�� �v�Q�� �Y�H�G�H�U�H�D�� �D�P�H�O�L�R�U���U�L�L�� �S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �ú�L��

�Y�D�O�R�U�L�I�L�F���U�L�L���S�R�W�H�Q� �L�D�O�X�O�X�L���I�L�H�F���U�X�L���H�O�H�Y�� 

�3�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �G�L�Q�� �D�F�H�V�W�H�� �F�D�W�H�J�R�U�L�L�� �V�H�� �Y�R�U�� �H�O�D�E�R�U�D���� �O�D�� �Q�L�Y�H�O�X�O�� �F�D�W�H�G�U�H�O�R�U���� �3�O�D�Q�X�U�L�� �G�H�� �D�F� �L�X�Q�H����

�L�Q�F�O�X�]�k�Q�G�� 

a. identificarea elevilor cu ritm lent de lucru/ capabili de �S�H�U�I�R�U�P�D�Q� �H���G�H�R�V�H�E�L�W�H 

�E�����L�G�H�Q�W�L�I�L�F�D�U�H�D���R�E�L�H�F�W�L�Y�H�O�R�U���V�S�H�F�L�I�L�F�H���D�O�H���S�O�D�Q�X�U�L�O�R�U���G�H���D�F� �L�X�Q�H 

�F�����S�U�R�S�X�Q�H�U�L���G�H���D�F�W�L�Y�L�W��� �L���V�S�H�F�L�I�L�F�H 

�G�����V�W�D�E�L�O�L�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U���I�L�H�F���U�X�L���S�U�R�I�H�V�R�U 

e. stabilirea termenelor de realizare 

�I�����V�W�D�E�L�O�L�U�H�D���L�Q�G�L�F�D�W�R�U�L�O�R�U���F�D�U�H���L�Q�G�L�F�����Jradul de realizare a obiectivelor 

�J�����P���V�X�U�L�O�H���S�U�R�S�X�V�H���v�Q���X�U�P�D���D�Q�D�O�L�]�H�L���S�H�Q�W�U�X���D�P�H�O�L�R�U�D�U�H�� 

�8�Q�� �H�[�H�P�S�O�D�U�� �D�O�� �3�O�D�Q�X�O�X�L�� �G�H�� �D�F� �L�X�Q�H�� �V�H�� �Y�D�� �S���V�W�U�D�� �O�D�� �'�R�V�D�U�X�O�� �F�D�W�H�G�U�H�L���� �D�O�W�X�O�� �V�H�� �Y�D�� �v�Q�D�L�Q�W�D���� �v�Q��

�I�R�U�P�D�W���F�O�D�V�L�F�� �ú�L�� �H�O�F�W�U�R�Q�L�F������ �R�G�D�W���� �F�X�� �5�D�S�R�U�W�X�O�� �V�H�P�H�V�W�U�L�D�O���� �D�Q�X�D�O���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �G�H�� �S�U�R�F�H�G�X�U����

�v�Q���Y�H�G�H�U�H�D�� 

�L���� �S�U�H�]�H�Q�W���U�L�L�� �V�L�Q�W�H�W�L�F�H�� �D�� �D�F�H�V�W�X�L�D�� �v�Q�� �&�R�Q�V�L�O�L�X�O�� �S�U�R�I�H�V�R�U�D�O�� �ú�L�� �L�Q�F�O�X�G�H�U�L�L�� �v�Q�� �5�D�S�R�U�W�X�O�� �G�H��

�D�X�W�R�H�Y�D�O�X�D�U�H���L�Q�V�W�L�W�X� �L�R�Q�D�O�����G�H���F���W�U�H���&�R�P�L�V�L�D���G�H���H�Y�D�O�X�U�H���ú�L���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L�� 

�L�L�����S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���S�H�Q�W�U�X���S�U�R�S�X�Q�H�U�H�D���G�H���P���V�X�U�L �D�P�H�O�L�R�U�D�W�L�Y�H���O�D���Q�L�Y�H�O���L�Q�V�W�L�W�X� �L�R�Q�D�O�� 
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�3�5�(�&�,�=���5�,���3�5�,�9�,�1�'���7�(�6�7�(�/�(���)�,�1�$�/�(���6�(�0�(�6�7�5�,�$�/�(���� 

I. Pentru disciplinele la care �V�H���V�X�V� �L�Q��teze: 

1. NU �V�H�� �V�X�V�W�L�Q�� �W�H�V�W�H�� �I�L�Q�D�O�H�� �V�H�P�H�V�W�U�L�D�O�H�� �O�D�� �G�L�V�F�L�S�O�L�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G���� �W�H�]������ �U�H�V�S�H�F�W�L�Y�� �Q�R�U�P���� �O�D��

�H�G�X�F�D� �L�H���I�L�]�L�F���� 

2. Notele �R�E� �L�Q�X�W�H���O�D���W�H�]������ �P�H�G�L�D���Q�R�U�P�H�O�R�U���V�S�R�U�W�L�Y�H���V�H���W�U�H�F���v�Q���)�L�ú�D���G�H���X�U�P���U�L�U�H�� �D���S�U�R�J�U�H�V�X�O�X�L��

elevilor. 

3. Pentru administrarea tezelor, profesorii care predau aceste discipline vor stabili orele 

alocate �ú�L���Q�X�P���U�X�O�� �G�H�� �Y�D�U�L�D�Q�W�H�� �G�H�� �V�X�E�L�H�F�W�H�� �Q�H�F�H�V�D�U�H���� �D�V�W�I�H�O�� �v�Q�F�k�W�� �V���� �H�[�L�V�W�H�� �F�k�W�H�� �R�� �Y�D�U�L�D�Q�W����

pentru fiecare zi de administrare a �W�H�V�W�X�O�X�L���� �$�F�H�D�V�W���� �P�R�G�D�O�L�W�D�W�H�� �U�H�G�X�F�H�� �S�R�V�L�E�L�O�L�W�D�W�H�D�� �D�I�O���U�L�L��

�V�X�E�L�H�F�W�H�O�R�U���G�H���F���W�U�H���H�O�H�Y�L���G�H���O�D���F�H�L���F�D�U�H���D�X���V�X�V� �L�Q�X�W���G�H�M�D �W�H�V�W�X�O���v�Q���]�L�X�D�����]�L�O�H�O�H���D�Q�W�H�U�L�R�D�U�H�� 

II. Pentru disciplinele la care nu �V�H���V�X�V� �L�Q���Weze: 

�6�H�� �Y�D�� �H�O�D�E�R�U�D�� �F�k�W�H�� �R�� �Y�D�U�L�D�Q�W���� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �]�L�� �G�H�� �F�X�U�V�� �v�Q�� �F�D�U�H�� �V�X�Q�W�� �S�U�R�J�U�D�P�D�W�H�� �R�U�H�� �O�D��

�G�L�V�F�L�S�O�L�Q�H�O�H�� �U�H�V�S�H�F�W�L�Y�H���� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �V�S�H�F�L�D�O�L�]�D�U�H�� �ú�L�� �Q�X�P���U�X�O�� �G�H�� �R�U�H�����$�F�H�D�V�W���� �P�R�G�D�O�L�W�D�W�H��

�U�H�G�X�F�H�� �S�R�V�L�E�L�O�L�W�D�W�H�D�� �D�I�O���U�L�L �V�X�E�L�H�F�W�H�O�R�U�� �G�H�� �F���W�U�H�� �H�O�H�Y�L�� �G�H�� �O�D�� �F�H�L�� �F�D�U�H�� �D�X���V�X�V� �L�Q�X�W�� �G�H�M�D�� �W�H�V�W�X�O�� �v�Q��

ziua/ zilele anterioare. 

�6�X�E�L�H�F�W�H�O�H���S�H�Q�W�U�X���W�H�V�W�H�O�H���L�Q�L� �L�D�O�H�����I�L�Q�D�O�H���V�H���Y�R�U���H�O�D�E�R�U�D���L�Q�G�L�Y�L�G�X�D�O�����G�H���F���W�U�H���S�U�R�I�H�V�R�U�����v�Q���I�X�Q�F� �L�H��

�G�H���S�U�R�J�U�D�P�D���ú�F�R�O�D�U�����L�Q���Y�L�J�R�D�U�H�����'�D�F�����V�H���F�R�Q�V�L�G�H�U�����Q�H�F�H�V�D�U�����V�X�E�L�H�F�W�H�O�H���V�H���S�R�W���H�O�D�E�R�U�D���v�Q���H�F�K�L�S����

sau la nivel�X�O���v�Q�W�U�H�J�L�L���F�D�W�H�G�U�H�� 

�0�R�G�X�O���G�H���D�G�P�L�Q�L�V�W�U�D�U�H���D�O���W�H�V�W�H�O�R�U���U���P�k�Q�H���Q�H�V�F�K�L�P�E�D�W�����F�X���H�[�F�H�S� �L�D���D�V�S�H�F�W�H�O�R�U���F�H���G�H�U�L�Y���� �I�L�U�H�V�F��

�G�L�Q���H�O�D�E�R�U�D�U�H�D���L�Q�G�L�Y�L�G�X�D�O�����D���V�X�E�L�H�F�W�H�O�R�U 

�/�D�� �H�O�D�E�R�U�D�U�H�D�� �V�X�E�L�H�F�W�H�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �F�D�W�H�G�U�H�L�� �V�H�� �Y�D�� � �L�Q�H�� �F�R�Q�W�� �G�H�� �F�H�O�H�� �G�L�V�F�X�W�D�W�H�� �O�D�� �v�Q�F�H�S�X�W�X�O��

�D�Q�X�O�X�L���ú�F�R�O�D�U���F�X���S�U�L�Y�L�U�H���O�D���F�R�Q� �L�Q�X�W�X�U�L�O�H���ú�L���F�R�P�S�H�W�H�Q� �H�O�H���Y�L�]�D�W�H���O�D���W�H�V�W���ú�L���V�H���Y�R�U���H�O�D�E�R�U�D���� �D�F�R�O�R��

�X�Q�G�H���H�V�W�H���F�D�]�X�O�����P�D�L���P�X�O�W�H���Y�D�U�L�D�Q�W�H���F�X���D�F�H�O�D�ú�L���J�U�D�G���G�H���G�L�I�L�F�X�O�W�D�W�H���ú�L���D�F�H�O�D�ú�L���Q�X�P���U���G�H���L�W�H�P�L�� 

�6�H���U�H�F�R�P�D�Q�G�����S���V�W�U�D�U�H�D���X�Q�H�L���D�W�P�R�V�I�H�U�H���G�H���O�X�F�U�X���I�L�U�H�ú�W�L�����I���U�����S�U�H�V�L�X�Q�L���ú�L��elaborarea subiectelor 

ca o reflectare a caracterului formativ �±�D�S�O�L�F�D�W�L�Y�� �D�O�� �D�F�W�L�Y�L�W��� �L�L�� �G�H�� �S�U�H�G�D�U�H-�v�Q�Y��� �D�U�H�� ���I���U����

�V�X�S�U�D�v�Q�F���U�F�D�U�H�D�� �H�O�H�Y�L�O�R�U�� �ú�L�� �D �S�U�R�I�H�V�R�U�X�O�X�L�� �S�U�L�Q�� �v�Q�F�H�U�F�D�U�H�D�� �G�H�� �D�� �F�X�S�U�L�Q�G�H�� �W�R�D�W�H�� �F�R�Q� �L�Q�X�W�X�U�L�O�H��

�S�D�U�F�X�U�V�H�����F�R�P�S�H�W�H�Q� �H�O�H���G�H�]�Y�R�O�W�D�W�H���v�Q���W�L�P�S�X�O �v�Q�W�U�H�J�X�O�X�L���V�H�P�H�V�W�U�X�������7�H�R�U�H�W�L�F�����G�D�F�����H�O�H�Y�X�O���D���I�R�V�W��

�S�U�H�]�H�Q�W�� �O�D�� �R�U�H�� �ú�L�� �D�� �O�X�F�U�D�W�� �S�H�� �W�R�W�� �S�D�U�F�X�U�V�X�O�� �V�H�P�H�V�W�U�X�O�X�L���� �D�U�� �W�U�H�E�X�L �V���� �R�E� �L�Q���� �R�� �Q�R�W���� �E�X�Q���� �I���U���� �R��

�S�U�H�J���W�L�U�H���V�S�H�F�L�D�O�����S�H�Q�W�U�X���W�H�V�W�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �5�H�V�S�R�Q�V�D�E�L�O���G�H���S�U�R�F�H�G�X�U�����U���V�S�X�Q�G�H���G�H�� 

- �F�R�R�U�G�R�Q�D�U�H�D���ú�L���P�R�Q�L�W�R�U�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���S�U�H�Y���]�X�W�H���G�H���D�F�H�D�V�W�����S�U�R�F�H�G�X�U�� 

- �U�H�D�O�L�]�D�U�H�D���U�D�S�R�U�W���U�L�O�R�U���S�D�U� �L�D�O�H���ú�L���I�L�Q�D�O�H���F���W�U�H���&�R�P�L�V�L�D���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H���D���F�D�O�L�W��� �L�L 

- elaborarea de propuneri de ameliorare a prezentei proceduri, p�H���E�D�]�D���R�E�V�H�U�Y�D� �L�H�L���G�L�U�H�F�W�H���ú�L���D��

feed-back-ului primit de la profesori/elevi 

- �S�U�H�]�H�Q�W�D�U�H�D���� �v�Q�� �F�R�O�D�E�R�U�D�U�H�� �F�X�� �ú�H�I�L�L�� �G�H�� �F�D�W�H�G�U�H���� �D�� �5�D�S�R�U�W�X�O�X�L�� �V�H�P�H�V�W�U�L�D�O���� �D�Q�X�D�O�� �v�Q�� �F�D�G�U�X�O��

Consiliului profesoral 

  

�-�H�I�L�L���G�H���F�D�W�H�G�U�H���ú�L���P�H�P�E�U�L�L���F�D�W�H�G�U�H�O�R�U���U���V�S�X�Q�G���G�H�� 

- aplicarea la termenele stabilite a prevederilor acestor proceduri 

- �H�O�D�E�R�U�D�U�H�D���G�H���S�U�R�S�X�Q�H�U�L���G�H���D�P�H�O�L�R�U�D�U�H���D���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�����S�H���E�D�]�D���R�E�V�H�U�Y�D� �L�H�L���G�L�U�H�F�W�H���ú�L���D 

feed-back-ului primit de la profesori/elevi 

 

 

Nr. 

Crt.  

Compartimentul 

���S�R�V�W�X�O�����D�F� �L�X�Q�H�D��

���R�S�H�U�D� �L�X�Q�H�D�� 

I  II  III  IV  V 

0 1 2 3 4 5  

1  E     

2   V    

3    A   

4     Ap.  

5      Ah. 

 

 

 

 



LICEU L TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND URMARIREA 

PROGRESULUI ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
14 

Cod: P.O. 14 
Pagina     din 19 
Exemplar nr.:  

 

 121 

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Fisa cu inregistrarea 

progresului elevilor la 

disciplina ... 

       

2 Nr. de elevi ce au 

inregistrat progres / regres 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA 1 

�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 

Comisia pentru evaluarea si asigurarea calitatii 

 

Fisa cu inregistrarea progresului elevilor la disciplina ............................. 

Clasa .....................    Prof. ........................................................................... 

Anul Scolar ....................................... 

Nr. 

crt  

Elev Rezultate la 

evaluarea 

predictiva din 

septembrie 

(nota) 

Tendinta evolutiei la 

evaluarile formative 

si alternativa (nota 

aproximata) 

Rezultate la evaluarea 

sumativa de la 

sfarsitul semestrului I 

(nota) 

Rezultate la 

evaluarea 

sumativa 

anuala (nota) 

Observatii 

/ masuri 
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ANEXA 2 

�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7I  

Comisia pentru evaluarea si asigurarea calitatii 

 

1. Nr. de elevi care au inregistrat progres .................... 

 

Clasa  Rezultate la evaluarea predictiva din septembrie 

 Sub 5 5 �± 5.99 6 �± 6.99 7 �± 7.99 8 �± 8.99 9 �± 10 

       

 

Semnatura cadrului didactic    Semnatura dirigintelui 

Data predarii catre diriginte,  

 

 

 

2. Nr. de elevi care au inregistrat regres .................... 

 

Clasa  Rezultate la evaluarea sumativa de la sfarsitul anul scolar 

 Sub 5 5 �± 5.99 6 �± 6.99 7 �± 7.99 8 �± 8.99 9 �± 10 

       

 

Semnatura cadrului didactic    Semnatura dirigintelui 

Data predarii catre diriginte,
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

IDENTIFICAREA PUNCTELOR TARI, PUNCTELOR SLABE, 
OPORTUNITATILOR SI AMENINTARILOR  

 
 
 
 
 
 

P.O. 15 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-   09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

Dumitr�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
IDENTIFICAREA PUNCTELOR TARI, 

PUNCTELOR SLABE, OPORTUNITATILOR 
SI AMENINTARILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
15 

Cod: P.O. 15 
Pagina     din 16 
Exemplar nr.:  

 

 129 

4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta la nivelul  unitatii;  

 

�3�U�R�F�H�G�X�U�D���H�V�W�H���X�W�L�O�L�]�D�W�����S�H�Q�W�U�X���G�H�V�F�U�L�H�U�H�D���S�X�Q�F�W�H�O�R�U���W�D�U�L���ú�L���D���R�S�R�U�W�X�Q�L�W��� �L�O�R�U���� �D���S�X�Q�F�W�H�O�R�U��

�V�O�D�E�H���ú�L���D���D�P�H�Q�L�Q� ���U�L�O�R�U���S�U�H�F�X�P���ú�L���F���X�W�D�U�H�D���P�H�W�R�G�H�O�R�U���S�H�Q�W�U�X���v�Q�O���W�X�U�D�U�H�D���S�X�Q�F�W�H�O�R�U���V�O�D�E�H��

�ú�L���D���D�P�H�Q�L�Q� ���U�L�O�R�U�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii de invatamant; 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  Personal didactic auxiliar (secretariat, contabilitate,  �E�L�E�O�L�R�W�H�F�������� 

4.   �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

5. Comisii cu caracter permanent �± comisii metodice; 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Contabilitate.  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H���S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ O.S.G.G. nr. 40/2015, pentru aprobarea Codului controlului intern/managerial, 

�F�X�S�U�L�Q�]�k�Q�G�� �V�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �F�R�Q�W�U�R�O�� �L�Q�W�H�U�Q���P�D�Q�D�J�H�U�L�D�O�� �O�D�� �H�Q�W�L�W���
�L�O�H�� �S�X�E�O�L�F�H�� ���L�� �S�H�Q�W�U�X��

dezvoltarea sistemelor de control intern/managerial �± anexa 1,  

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale institutiei de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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7.  �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

Pentru existenta si dezvoltarea unitatilor scolare de pe raza localitatii este absolut 

necesara dezvoltarea si eficientizarea bazei materiale, pentru a raspunde cerintelor actuale ale 

scolii si comunitatii. Numai folosind o baza materiala in continua modernizare vom putea 

creste eficienta procesului instructiv-educativ. Prin dotarea unitatii in mod corespunzator, prin 

achizitionarea de calculatoare, prin instruirea elevilor prin programe de familiarizare si 

utilizare a calculatorului, vom putea asigura accesul tuturor elevilor la tehnologia de calcul si 

comunicare, ii vom putea forma pentru comunicarea si navigarea pe internet. Civilizatia 

informatica este o caracteristica a zilelor noastre si ea se va accentua tot mai mult in viitor, de 

aceea scoala are obligatia si menirea de a-i educa si forma pe elevi in aceasta directie.  

O alta necesitate a zilelor noastre este promovarea educatiei ecologice in scopul 

protectiei mediului. Schimbarile climatice actuale, sunt un semnal de alarma in privinta 

protejarii mediului. Daca copiii nu sunt educati de la cele mai fragede varste sa se ingrijeasca 

de pastrarea nealterata a mediului inconjurator, atunci ei nu vor avea mai tarziu deprinderile 

necesare de a o face. Se impune deci ca scoala sa realizeze aceasta educatie incepand de la 

clasa intai, s-o continue si s-o intensifice pe tot parcursul anilor de scoala, asa incat in deplina 

cunostinta de cauza, tinerii sa actioneze pentru pastrarea mediului, pentru diminuarea poluarii 

lui, pentru imbunatatitrea lui. 

Dezvoltarea  la elevi si cadrele didactice a abilitatilor de proiectare si realizare in 

echipa a activitatilor  de educatie civica, va avea un  impact important asupra scolii si 

comunitatii. Aceste activitati vor dezvolta la elevi abilitatile de comunicare, munca in echipa, 

ii vor determina sa se informeze mai mult, prin cautarea unor surse diversificate de informatii.  

Comunicarea dintre unitatile scolare si comunitate va avea de castigat, influenta scolii 

asupra comunitatii, crescand cu siguranta. Parintii, toti membrii comunitatii, vor fi mai bine 

informati, se vor putea implica mai mult in educarea si indrumarea propriilor copii. Rolul 

educativ al scolii se va extinde si asupra parintilor, asupra celorlalti membrii din comunitate, 

contribuind la cresterea educatiei lor civice. 
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Pentru sustinerea tuturor acestor deziderate, crearea si dezvoltarea unui centru cultural 

al scolii, va avea un rol de cea mai mare importanta. Prezenta centrului cultural va face 

posibila crearea unei baze de documentare si informare pentru elevii scolilor comunei, pentru 

cadrela didactice din aceste scoli, pentru toti cei interesati din cadrul comunitatii. Pastrarea 

traditiilor locale, educarea copiilor in spiritul respectarii lor, va fi un alt obiectiv care  se va 

realiza si cu ajutorul acestui centru. 

Atingerea tuturor acestor tinte va contribui la dezvoltarea unitatii de invatamant din 

localitate, va face sa creasca roloul lor in viata comunitatii. 

 

Diagnoza mediului intern si extern presupune:  

�x �5�H�D�O�L�]�D�U�H�D�� �G�H�� �D�Q�D�O�L�]�H���� �D�Q�F�K�H�W�H���� �V�R�Q�G�D�M�H���� �L�Q�W�H�U�Y�L�X�U�L�� ���L�� �R�E�V�H�U�Y�D�
�L�L�� �S�H�U�L�R�G�L�F�H�� �S�U�L�Y�L�Q�G��

�P�R�G�X�O�� �v�Q�� �F�D�U�H�� �E�H�Q�H�I�L�F�L�D�U�L�L�� �V�H�U�Y�L�F�L�L�O�R�U�� �H�G�X�F�D�
�L�R�Q�D�O�H���S�H�U�F�H�S�� �F�D�O�L�W�D�W�H�D�� �D�F�W�X�O�X�L�� �H�G�X�F�D�W�L�Y�� ���L��

�V�D�W�L�V�I�D�F�
�L�D���D�F�H�V�W�R�U�D���I�D�
�����G�H���U�H�]�X�O�W�D�W�H�O�H���R�E�
�L�Q�X�W�H�� 

 

�x �,�G�H�Q�W�L�I�L�F�D�U�H�D�� �S�X�Q�F�W�H�O�R�U�� �W�D�U�L�� ���L�� �V�O�D�E�H�� �D�O�H�� �F�D�O�L�W���
�L�L�� �V�H�U�Y�L�F�L�L�O�R�U�� �H�G�X�F�D�
�L�R�Q�D�O�H���� �G�D�U�� ���L��

�S�U�R�S�X�Q�H�U�H�D���G�H���P���V�X�U�L���H�I�L�F�L�H�Q�W�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D���V�L�W�X�D�
�L�H�L���v�Q���G�R�P�H�Q�L�X�O���v�Q���F�D�U�H���H�V�W�H��

necesar acest demers; 

 
 

�x �3�U�R�L�H�F�W�D�U�H�D�� ���L�� �U�H�Y�L�]�X�L�U�H�D��planul de actiune al scolii ���L�� �D�� �R�I�H�U�W�H�L�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �v�Q��

�E�H�Q�H�I�L�F�L�X�O���H�O�H�Y�L�O�R�U�����L���v�Q���F�R�Q�F�R�U�G�D�Q�
�����F�X���F�H�U�L�Q�
�H�O�H���G�H���S�H���S�L�D�
�D���P�X�Q�F�L�L�� 

 

�x �3�R�S�X�O�D�U�L�]�D�U�H�D�� �R�I�H�U�W�H�L�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �S�U�L�Q�� �W�k�U�J�X�O�� �G�H�� �R�I�H�U�W���� �H�G�X�F�D�
�L�R�Q�D�O������ �]�L�O�H�O�H�� �S�R�U�
�L�O�R�U��

deschise, material informativ, mass media, site-�X�O�����F�R�O�L�L�����L���L�Q�W�H�U�Q�H�W�� 

 

 

8.2�����&�R�Q� �L�Q�X�W�X�O���S�U�R�F�H�G�X�U�L�L�� 

 

�X�Q�L�W�D�W�H�D���ú�F�R�O�D�U���� 

�R�S�R�U�W�X�Q�L�W��� �L�O�R�U���H�[�L�V�W�H�Q�W�H���v�Q���V�R�F�L�H�W�D�W�H���ú�L���F�R�P�X�Q�L�W�D�W�H�� 
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�U�H�F�W�L�Y�H���v�Q���I�X�Q�F� �L�H���G�H���L�G�H�Q�W�L�I�L�F�D�U�H�D���S�U�R�E�O�H�P�H�O�R�U���F�D�U�H���Q�H�F�H�V�L�W�� 

�v�P�E�X�Q���W��� �L�U�H�� 

 

�3�U�L�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L���ú�F�R�O�L�L���V�H���R�E�V�H�U�Y�����X�U�P���W�R�D�U�H�O�H�� 

Aceasta analiza are rol orientativ, pentru a se intelege si a se putea aplica procedura 

corect. 

 

  PUNCTE TARI: 

 �v�Q�F�D�G�U���U�L���F�X���F�D�G�U�H���G�L�G�D�F�W�L�F�H���F�D�O�L�I�L�F�D�W�H�������������� 

 �6�X�V� �L�Q�H�U�H�D�� �G�H�� �F���W�U�H�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �W�L�W�X�O�D�U�H���� �F�X�� �Q�R�U�P���� �G�H�� �E�D�]���� �v�Q�� �X�Q�L�W�D�W�H�� �D��

�J�U�D�G�H�O�R�U���G�L�G�D�F�W�L�F�H���,���ú�L���,�, 

 �3�H�U�I�H�F� �L�R�Q�D�U�H�D�� �S�U�L�Q�� �V�W�D�J�L�L�� �G�H�� �I�R�U�P�D�U�H�� �v�Q�� �S�U�R�E�O�H�P�D�W�L�F�D�� �U�H�I�R�U�P�H�L���� �D�E�L�O�L�W��� �L��

curriculare, evaluare, in�V�W�U�X�L�U�H�� �G�L�I�H�U�H�Q� �L�D�W������ �P�D�Q�X�O�D�O�H���� �F�X�U�U�L�F�X�O�X�P���� �H�Y�D�O�X�D�U�H�D�� �F�R�P�S�H�W�H�Q� �H�O�R�U��

profesionale, instrumente de evaluare (50%) 

 �)�R�U�P�D�U�H�D���G�L�U�H�F�W�R�U�L�O�R�U���v�Q���P�D�Q�D�J�H�P�H�Q�W�X�O���H�G�X�F�D� �L�R�Q�D�O 

 �)�R�U�P�D�U�H�D���S�U�R�I�H�V�R�U�L�O�R�U���S�H�Q�W�U�X���I�R�U�P�D�W�R�U�L���U�H�J�L�R�Q�D�O�L���ú�L���P�H�W�R�G�L�ú�W�L���S�H���V�S�H�F�L�D�O�L�W��� �L 

 �3�U�H�J���W�L�U�H�D �H�O�H�Y�L�O�R�U�� �D�V�W�I�H�O�� �v�Q�F�k�W�� �S�U�L�Q�� �U�H�]�X�O�W�D�W�H�O�H�� �R�E� �L�Q�X�W�H�� �V���� �V�H�� �G�H�� �G�H�S���ú�H�D�V�F����

�Q�L�Y�H�O�X�O���P�H�G�L�X���S�H��� �D�U�����v�Q���F�H�H�D���F�H���S�U�L�Y�H�ú�W�H���U�H�]�X�O�W�D�W�H�O�H���H�O�H�Y�L�O�R�U���O�D���H�[�D�P�H�Q�X�O���G�H���D�E�V�R�O�Y�L�U�H���ú�F�R�O�L�L�� 

 �,�Q�W�H�J�U�D�U�H�D�����S�U�R�I�H�V�L�R�Q�D�O�����ú�L���V�R�F�L�D�O�����X�Q�X�L���Q�X�P���U���P�D�U�H���G�H���D�E�V�R�O�Y�H�Q� �L 

 Colaborarea cu mass-media 

 �(�[�L�V�W�H�Q� �D���F�D�E�L�Q�H�W�H�O�R�U���G�H���L�Q�I�R�U�P�D�U�H���G�R�W�D�W�H���F�R�U�H�V�S�X�Q�]���W�R�U 

 �3�U�H�V�W���U�L���G�H���V�H�U�Y�L�F�L�L���F���W�U�H���S�R�S�X�O�D� �L�H 

 �$�X�W�R�Q�R�P�L�H���v�Q���X�W�L�O�L�]�D�U�H�D���U�H�V�X�U�V�H�O�R�U���I�L�Q�D�Q�F�L�D�U�H 

 �3�D�U�W�L�F�L�S�D�U�H�D���O�D���W�k�U�J�X�U�L�O�H���G�H���R�I�H�U�W�H���H�G�X�F�D� �L�R�Q�D�O�H 

 �,�P�S�O�L�F�D�U�H�D���v�Q���D�F�W�X�O���G�H�F�L�]�L�R�Q�D�O���D���X�Q�X�L���Q�X�P���U���P�D�U�H���G�H���Fadre didactice 

 �&�R�O�D�E�R�U�D�U�H�D���E�X�Q�����F�X���R�U�J�D�Q�L�]�D� �L�L�O�H���F�L�Y�L�F�H���L�Q�W�H�U�Q�H���ú�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H�� 
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 PUNCTE SLABE: 

 �,�Q�V�X�I�L�F�L�H�Q�W�D���F�R�O�D�E�R�U�D�U�H���D���X�Q�R�U���S���U�L�Q� �L���F�X���ú�F�R�D�O�D 

 �,�Q�H�[�L�V�W�H�Q� �D���P�D�Q�X�D�O�H�O�R�U���O�D���X�Q�H�O�H���G�L�V�F�L�S�O�L�Q�H 

 �$�Q�W�U�H�Q�D�U�H�D�� �O�D�� �F�O�D�V���� �Q�X�P�D�L�� �D�� �H�O�H�Y�L�O�R�U�� �E�X�Q�L�� �D�� �U�H�S�U�H�]�H�Q�W�D�W���F�D�X�]�D�� �P�X�O�W�R�U�� �V�L�W�X�D� �L�L��

�Q�H�v�Q�F�K�H�L�D�W�H���ú�L���F�K�L�D�U���D���D�E�D�Q�G�R�Q�X�O���ú�F�R�O�D�U 

 �&�R�O�D�E�R�U�D�U�H�D���G�H�I�L�F�L�W�D�U�����D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���F�X���P�H�G�L�X�O���H�[�W�H�U�Q 

 

�2�3�2�5�7�8�1�,�7�����,�� 

 �Ì�Q�� �P�X�Q�L�F�L�S�L�X�O��Dolj �Q�X�� �H�V�W�H�� �G�H�]�Y�R�O�W�D�W�� �� �v�Q�Y��� ���P�k�Q�W�X�O�� �� �S�D�U�W�L�F�X�O�D�U�� ���S�U�L�P�D�U����

gimnazial, liceal) 

 Dezvoltarea parteneriatelor de tip public-�S�U�L�Y�D�W���� �v�Q�� �S�U�R�F�H�V�X�O�� �H�G�X�F�D� �L�R�Q�D�O�� �ú�L��

�I�R�U�P�D�U�H���S�U�R�I�H�V�L�R�Q�D�O���� 

 �3�R�V�L�E�L�O�L�W�D�W�H�D���D�F�F�H�V���U�L�L���I�R�Q�G�X�U�L�O�R�U���V�W�U�X�F�W�X�U�D�O�H 

 �3�R�V�L�E�L�O�L�W�D�W�H�D���S�U�H�O�X���U�L�L���ú�L���D�G�R�S�W���U�L�L���P�R�G�H�O�H�O�R�U���G�H���E�X�Q�����S�U�D�F�W�L�F�����G�L�Q��� ���U�L�O�H���8�Q�L�X�Q�L�L��

�(�X�U�R�S�H�Q�H���F�X���S�U�L�Y�L�U�H���O�D���D�F�W�L�Y�L�W��� �L�O�H���G�L�Gactice 

 �3�D�U�W�H�Q�H�U�L�D�W�H�� �L�Q�W�H�U�Q�D� �L�R�Q�D�O�H�� �F�H�� �S�R�W�� �D�G�X�F�H�� �X�Q�� �S�O�X�V�� �G�H�� �Y�D�O�R�D�U�H�� �V�L�V�W�H�P�X�O�X�L��

�H�G�X�F�D� �L�R�Q�D�O���ú�L���G�L�V�H�P�L�Q�D�U�H�D���H�[�S�H�U�L�H�Q� �H�L���H�G�X�F�D� �L�R�Q�D�O�H���U�R�P�k�Q�H�ú�W�L�H�L�� 

 

 �$�0�(�1�,�1�����5�,�� 

 �&�U�L�]�D�� �H�F�R�Q�R�P�L�F���� �ú�L�� �O�L�S�V�D�� �O�R�F�X�U�L�O�R�U�� �G�H�� �P�X�Q�F���� �S�R�D�W�H�� �D�Y�H�D�� �F�D�� �H�I�H�F�W�� �P�L�J�U�D�U�H�D��

�S�R�S�X�O�D� �L�H�L���G�L�Q���P�H�G�L�X�O���X�U�E�D�Q���v�Q���]�R�Q�H�O�H���U�X�U�D�O�H���D�O�H���M�X�G�H� �X�O�X�L�����V�D�X���P�L�J�U�D�U�H�D���v�Q���V�W�U���L�Q���W�D�W�H�� 

 �7�H�Q�G�L�Q� �H�O�H�� �G�H�� �P�L�J�U�D�U�H�� �D�� �S�R�S�X�O�D� �L�H�L�� �F�D�O�L�I�L�F�D�W�H���V�S�U�H�� �D�O�W�H�� �F�H�Q�W�U�H�� �X�U�E�D�Q�H�� �U�H�J�L�R�Q�D�O�H��

�S�H���I�R�Q�G�X�O���X�Q�H�L���V�D�O�D�U�L�]���U�L���P�D�L���P�R�W�L�Y�D�Q�W�H�� 

 �3�R�S�X�O�D� �L�D���ú�F�R�O�D�U�����v�Q���v�Q�Y��� ���P�k�Q�W�X�O���v�Q���V�F���G�H�U�H�� 

 �/�L�S�V�D�� �F�R�Q�G�L� �L�L�O�R�U�� �D�W�U�D�F�W�L�Y�H�� �S�H�Q�W�U�X�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� ���V�D�O�D�U�L�]�D�U�H���� �F�R�Q�G�L� �L�L�� �G�L�Q��

�ú�F�R�O�L�����O�R�F�X�L�Q� �H���V�R�F�L�D�O�H�� 

 �/�L�S�V�D���V�S�D� �L�L�O�R�U���G�H���ú�F�R�O�D�U�L�]�D�U�H���S�U�R�S�U�L�L���D���P�R�E�L�O�L�H�U�X�O�X�L���ú�L���D���P�D�W�H�U�L�D�O�X�O�X�L���G�L�G�D�F�W�L�F���ú�L��

bibliografic. 
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 8.3. Analiza procedurii 

�$�Q�D�O�L�]�D���ú�L���U�H�Y�L�]�X�L�U�H�D���S�U�R�F�H�G�X�U�L�L���V�H��face anual, conform matricei: 

�0�$�7�5�,�&�(�$���5�(�6�3�2�1�6�$�%�,�/�,�7���	�,�/�2�5 

�$��� ���D�S�U�R�E���� 

C= contribuie  

�'� �G�H�F�L�G�H���D�V�X�S�U�D���H�I�H�F�W�X���U�L�L���D�F�
�L�X�Q�L�L 

�(��� ���H�[�H�F�X�W���� 

�9��� ���Y�H�U�L�I�L�F�� 

 

8.4. Observatie 

�&�R�Q�F�R�P�L�W�H�Q�W���F�X���R�E�V�H�U�Y�D�U�H�D���S�X�Q�F�W�H�O�R�U���V�O�D�E�H���ú�L���D���D�P�H�Q�L�Q� ���U�L�O�R�U���V�H���X�U�P���U�H�ú�W�H���ú�L���P�R�G�X�O���v�Q��

�F�D�U�H���V�H���D�S�O�L�F�����S�O�D�Q�X�O���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�O�R�U���X�Q�L�W��� �L�L���v�Q���D�Q�X�O���ú�F�R�O�D�U��curent. 
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Matricea Responsabilitatilor 

 

Etape Director  Responsabilii 

comisiilor / 

compartimentelor 

Coord. 

proiecte 

educative 

Coord. 

C.E.A.C. 

Administrator 

Financiar 

1. Depistarea punctelor tari si 

slabe ale tuturor 

compartimentelor de lucru 

din unitatea scolara 

A /D E E V E 

2. Utilizarea oportunitatilor 

existente in societate si 

comunitate 

A /D E E V C 

3. Identificarea si 

indepartarea amenintarilor 

A /D C E V C 

4. Facilitarea cunoasterii de 

catre toti cei interesati a 

analizei punctelor tari si slabe 

D / E E E V C 

5. Evidentierea problemelor 

existente 

A /D E C V C 

6. Aplicarea unor masuri 

corective in functie de 

identificarea problemelor care 

necesita imbunatatire 

A /D E C E E 

�0�$�7�5�,�&�(�$���5�(�6�3�2�1�6�$�%�,�/�,�7���	�,�/�2�5 

�$��� ���D�S�U�R�E���� 

C= contribuie  

�'� �G�H�F�L�G�H���D�V�X�S�U�D���H�I�H�F�W�X���U�L�L���D�F�
�L�X�Q�L�L 

�(��� ���H�[�H�F�X�W���� 

�9��� ���Y�H�U�L�I�L�F�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�3�U�R�F�H�G�X�U�D�� �H�V�W�H�� �S�X�V���� �v�Q�� �D�S�O�L�F�D�U�H�� �G�H�� �F���W�U�H�� �P�H�P�E�U�L�L�� �&�R�P�L�V�L�H�L�� �G�H�� �D�V�L�J�X�U�D�U�H�� �D�� �&�D�O�L�W��� �L�L����

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�L���F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H���ú�L���U�H�V�S�R�Q�V�D�E�L�O�L�L���I�L�H�F���U�X�L���F�R�P�S�R�U�W�D�P�H�Q�W���Q�H�G�L�G�D�F�W�L�F�� 

 

�5�H�V�S�R�Q�V�D�E�L�O���G�H���S�U�R�F�H�G�X�U�������F�R�R�U�G�R�Q�D�W�R�U�X�O���&���(���$���&�������O�D���Q�L�Y�H�O���P�D�F�U�R. 

 

Responsabili comisii cu caracter permanent- �F�R�P�L�V�L�L�� �P�H�W�R�G�L�F�H���� �F�R�P�L�V�L�D�� �G�H�� �S�U�R�L�H�F�W�H�� �ú�L��

programe educative, CEAC, administrator financiar �± la nivel de compartiment / comisie. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 �7�R�D�W�H���U�D�S�R�D�U�W�H�O�H���ú�L���G�R�Y�H�]�L�O�H���S�H���E�D�]�D���F���U�R�U�D���V�H���I�D�F�H���L�G�H�Q�W�L�I�L�F�D�U�H�D���3�7�����3�6�����2�����$���V�H���D�I�O�����v�Q��

�G�R�V�D�U�H�O�H���F�R�P�L�V�L�L�O�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���ú�L���v�Q���G�R�F�X�P�H�Q�W�H�O�H���H�F�K�L�S�H�L���P�D�Q�D�J�H�U�L�D�O�H�� 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
PREVENIREA SI COMBATEREA 

ABSENTEISMULUI SCOLAR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
16 

Cod: P.O. 16 
Pagina     din 23 
Exemplar nr.:  

 

 145 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-             09.01.2017 

1.2 Revizia 1 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
PREVENIREA SI COMBATEREA 

ABSENTEISMULUI SCOLAR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
16 

Cod: P.O. 16 
Pagina     din 23 
Exemplar nr.:  

 

 146 

 

3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa identifice etapele, mijloacele, 

resursele umane si departamentale necesare in prevenirea / stoparea fenomenului 

absentesimului scolar la nivelul  �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa identifice etapele, mijloacele, 

resursele umane si departamentale necesare in prevenirea / stoparea fenomenului 

absentesimului scolar; 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X�� �F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii;  

- Aceasta procedura se aplica la toate colectivele de elevi ale Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii dirigintilor; 

5. Comisia de disciplina  

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisia de disciplina 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Absenteism scolar Reprezinta un tip de conduita evazionista stabila, 

permanenta a elevului (fuga de la scoala) ce reflecta o 
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atitudine lipsita de respect, interes, motivatie si incredere 

in educatia scolara. 

9. Prevenirea 

absenteismului 

scolar 

�,�Q�V�X�P�H�D�]�����W�R�W�D�O�L�W�D�W�H�D���P���V�X�U�L�O�R�U�����P�H�W�R�G�H�O�R�U���ú�L���P�L�M�O�R�D�F�H�O�R�U��

�F�H�� �W�U�H�E�X�L�H�� �O�X�D�W�H�� �F�X�� �V�F�R�S�X�O�� �v�Q�W�k�U�]�L�H�U�L�L�� �V�D�X�� �V�X�S�U�L�P�D�U�L�L��

�S�R�V�L�E�L�O�L�W�D�W�L�L�� �G�H�� �D�S�D�U�L� �L�H�� �D�� �I�H�Q�R�P�H�Q�X�O�X�L�� �D�E�V�H�Q�W�H�L�V�P�X�O�X�L��

scolar. 

10. Combaterea 

absenteismului 

scolar 

�,�Q�V�X�P�H�D�]�����W�R�W�D�O�L�W�D�W�H�D���P���V�X�U�L�O�R�U�����P�H�W�R�G�H�O�R�U���ú�L���P�L�M�O�R�D�F�H�O�R�U��

ce trebuie luate cu scopul reducerii/ stoparii fenomenului 

absenteismului scolar existent. 

 

  

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Dirigintele identifica un elev cu 10 absente nemotivate / semestru: 

DIRIGINTELE : 

1. Informeaza elevul cu privire la sanctiunea (conform ROFUIP si RI) ce deriva din 

nefrecventarea orelor  [1 pct scazut la purtare] 

2. Consiliaza elevul in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au condus la aparitia absentelor  

- constientizarii situatiei de risc in care se afla si stabilirea unui acord verbal si a unor 

obiective pe termen scurt si mediu care sa sustina frecventarea cursurilor  

3.Comunica telefonic cu parintele pentru a: 

- aduce la cunostinta a situatiei copilului lui �Æ  [10 absente nemotivate corelate cu 1 

punct scazut la purtare] 

- identifica cauzele, motivele, factorii ce au condus la aparitia absentelor  

- stabili de comun acord pasi educationali strategici care sa previna generalizarea 

acestei situatii 

4. Monitorizeaza comportamentul elevului si respectarea obiectivelor stabilite de 

comun acord  

5. Informeaza parintele cu privire la evolutia comportamentului elevului pe plan 

scolar 
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8.2. Dirigintele constata ca elevul a recidivat la 20 absente nemotivate 

/ semestru 

DIRIGINTELE  

1. Informeaza elevul cu privire la sanctiunea (conform ROFUIP si RI) ce deriva din 

nefrecventarea orelor [2 pcte scazute la purtare + retragerea bursei  -in cazul in care elevul 

este beneficiarul unei astfel de burse] 

2. Consiliaza elevul in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au condus la cresterea numarului de absente 

- constientizarii situatiei de risc in care se afla si stabilirii  de comun acord a unor obiective si 

activitati educative care sa sustina frecventarea cursurilor 

- stabilirii unei sedinte psihopedagogice cu consilierul scolar 

3. Completeaza in dublu exemplar scrisoarea de avertizare / instiintare a parintelui 

privind frecventa scolara a elevului; 

 Un exemplar este depus la secretariat �± in dosarul clasei; celalalt exemplar este trimis pe 

adresa parintelui.  

4. Contacteaza telefonic parintele si stabileste o intrevedere directa cu acesta in vederea: 

- aducerii la cunostinta a situatiei copilului lui �Æ [20 absente nemotivate corelate cu 2 puncte 

scazute la purtare] 

- identificarii cauzelor, motivelor, factorilor ce au condus la amplificarea fenomenului de 

absenteism   

- stabilirii de comun acord a unor obiective si masuri educationale care sa previna 

extinderea fenomenului 

- stabilirii unei sedinte psihopedagogice cu consilierul scolar 

5. Are o intrevedere directa cu consilierul psihopedagog in vederea sintetizarii intr-un PLAN 

EDUCATIONAL INTEGRAT  obiectivele si masurile educationale ce au derivat din 

discutiile diriginte�±parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev   

[OBS: Masurile educative axate pe elev vor viza implicarea lui in orele de dirigentie / in 

managementul clasei] 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
PREVENIREA SI COMBATEREA 

ABSENTEISMULUI SCOLAR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
16 

Cod: P.O. 16 
Pagina     din 23 
Exemplar nr.:  

 

 154 

6. Monitorizeaza in echipa cu consilierul scolar comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  

7. Informeaza parintele cu privire la evolutia comportamentului elevului pe plan scolar 

 

COORDONATORUL PENTRU PROIECTE SI PROGRAME EDUCATIVE  

 1.Are o intrevedere directa cu parintele in vederea: 

- constientizarii consecintelor prezente si a riscurilor viitoare ( legale, psihologice, sociale) ce 

deriva din sanctiunea primita de elev conform R.I. / ROFUIP   

- identificarii cauzelor, motivelor, factorilor ce au condus la cresterea fenomenului de 

absenteism   

- stabilirii de comun acord a unor obiective si masuri educationale care sa previna 

extinderea fenomenului 

2. Consiliaza elevul in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au condus la cresterea numarului de absente 

- constientizarii situatiei de risc in care se afla si stabilirii  de comun acord a unor obiective si 

activitati educative (implicarea in activitatile orelor de dirigentie / in activitatile de 

management al clasei) care sa sustina frecventarea cursurilor 

3. Are o intrevedere directa cu dirigintele in vederea sintetizarii intr-un PLAN 

EDUCATIONAL INTEGRAT  obiectivele si masurile educationale ce au derivat din 

discutiile diriginte�±parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev 

 [OBS: Masurile educative axate pe elev vor viza implicarea lui in orele de dirigentie / in 

managementul clasei] 

4. Monitorizeaza in echipa cu dirigintele comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
PREVENIREA SI COMBATEREA 

ABSENTEISMULUI SCOLAR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
16 

Cod: P.O. 16 
Pagina     din 23 
Exemplar nr.:  

 

 155 

 

 

 

8.3.Dirig intele constata ca elevul a recidivat la 30 absente nemotivate / 

semestru: 

 

DIRIGINTELE  

1. Informeaza elevul cu privire la sanctiunea (conform ROFUIP si RI) ce deriva din 

nefrecventarea orelor [3 pcte scazute la purtare] 

2. Se realizeaza o discutie cu elevul in prezenta RESPONSABILULUI COMISIEI DE 

DISCIPLINA  in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au condus la cresterea numarului de absente 

- constientizarii situatiei de risc in care se afla si semnarea in dublu exemplar a unui 

ANGAJAMENT de: 

  *respectare a RI 

  *parcurgere a unui program de consiliere [ minim 2 sedinte cu consilierul psihopedagog + 

respectarea obiectivelor si  masurilor educationale stabilite de comun acord cu dirigintele / 

consilierul psihopedagog] 

 OBS: Un exemplar al angajamentului este pastrat de diriginte, celalalt este pastrat de 

consilierul psihopedagog 

3. Completeaza in dublu exemplar scrisoarea de avertizare / instiintare a parintelui 

privind frecventa scolara a elevului; 

    Un exemplar este depus la secretariat �± in dosarul clasei; celalalt exemplar este trimis pe 

adresa parintelui.  

4. Contacteaza telefonic parintele si stabileste o intrevedere directa cu acesta in vederea: 

- aducerii la cunostinta a situatiei copilului lui �Æ [30 absente nemotivate corelate cu 3 puncte 

scazute la purtare] 

- identificarii cauzelor, motivelor, factorilor ce au condus la amplificarea fenomenului de 

absenteism   
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- constientizarii situatiei de risc in care se afla copilul sau si semnarea in dublu exemplar a 

unui ANGAJAMENT de parcurgere a unui program de consiliere [ min. 2 sedinte cu 

consilierul psihopedagog + respectarea obiectivelor si masurilor educationale stabilite de 

comun acord cu dirigintele / consilierul psihopedagog];  

OBS: Un exemplar al angajamentului este pastrat de diriginte, celalalt este pastrat de 

consilierul psihopedagog 

 

5. Are o intrevedere directa cu consilierul psihopedagog in vederea sintetizarii intr-un 

PROGRAM  DE INTERVENTIE obiectivele si masurile educationale ce au derivat din 

discutiile diriginte�±parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev   

[OBS: Masurile educative axate pe elev vor viza implicarea lui in activitatile de 

consiliere psihopedagogica / de management al clasei / de recuperare a materiei etc. ] 

 

6. Monitorizeaza in echipa cu consilierul scolar comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  

 

7. Informeaza parintele cu privire la evolutia comportamentului elevului pe plan scolar 

 

COORDONATORUL PENTRU PROIECTE SI PROGRAME EDUCATIVE  

 1.Are o intrevedere directa cu parintele in vederea: 

- constientizarii consecintelor prezente si a riscurilor viitoare ( legale, psihologice, sociale 

etc.) ce deriva din sanctiunea primita de elev conform din R.I. si ROFUIP [3 puncte scazute la 

purtare]  

- identificarii cauzelor, motivelor, factorilor ce au condus la amplificarea fenomenului de 

absenteism   

- stabilirii de comun acord a unor obiective si masuri educationale integrate intr-un 

PROGRAM  DE INTERVENTIE care sa previna extinderea fenomenului 

2. Consiliaza elevul in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au dus la cresterea numarului de absente 
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- constientizarii situatiei de risc in care se afla si stabilirii  de comun acord a unor obiective si 

activitati educative integrate intr-un PROGRAM  DE INTERVENTIE care sa sustina 

frecventarea cursurilor 

3. Are o intrevedere directa cu dirigintele in vederea sintetizarii intr-un PROGRAM  DE 

INTERVENTIE obiectivele si masurile educationale ce au derivat din discutiile diriginte�±

parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev 

 [OBS: Masurile educative axate pe elev vor viza implicarea lui in activitatile de 

consiliere psihopedagogica / de management al clasei / de recuperare a materiei etc. ] 

 

4. Monitorizeaza in echipa cu dirigintele comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  

 

8.4. Dirigintele constata ca elevul a recidivat la 40 de absente nemotivate / 

semestru 

 

DIRIGINTELE  

1. Informeaza elevul cu privire la sanctiunea (conform ROFUIP si RI) ce deriva din 

nefrecventarea orelor [4 pcte scazute la purtare] 

2. Se realizeaza o discutie cu elevul in prezenta DIRECTORULUI  / REPREZENTANT 

AL POLITIEI   in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au condus la cresterea numarului de absente 

- constientizarii situatiei de risc in care se afla si semnarea in dublu exemplar a unui 

ANGAJAMENT FINAL de:  *respectare a RI  &  *parcurgere a unui program de 

consiliere [ minim 2 sedinte cu consilierul psihopedagog + respectarea obiectivelor si  

masurilor educationale stabilite de comun acord cu dirigintele / consilierul psihopedagog] 

 OBS: Un exemplar al angajamentului este pastrat de diriginte, celalalt este pastrat de 

consilierul psihopedagog 

3. Completeaza in dublu exemplar scrisoarea de avertizare / instiintare a parintelui 

privind frecventa scolara a elevului; 
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    Un exemplar este depus la secretariat �± in dosarul clasei; celalalt exemplar este trimis pe 

adresa parintelui.  

4. Contacteaza telefonic parintele si stabileste o intrevedere directa cu acesta, in prezenta 

DIRECTORULUI  / REPREZENTANT AL POLITIEI  in vederea: 

- aducerii la cunostinta a situatiei copilului lui �Æ [40 absente nemotivate corelate cu 4-6 

puncte scazute la purtare] 

- identificarii cauzelor, motivelor, factorilor ce au dus la amplificarea fenomenului de 

absenteism   

- constientizarii situatiei de risc in care se afla copilul sau si semnarea in dublu exemplar a 

unui ANGAJAMENT FINAL de parcurgere a unui program de consiliere [ min. 2 sedinte 

cu consilierul psihopedagog + respectarea obiectivelor si masurilor educationale stabilite de 

comun acord cu dirigintele / consilierul psihopedagog];  

OBS: Un exemplar al angajamentului este pastrat de diriginte, celalalt este pastrat de 

consilierul psihopedagog 

 

5. Are o intrevedere directa cu consilierul psihopedagog in vederea sintetizarii intr-un 

PROGRAM  DE CONSILIERE obiectivele si masurile educationale ce au derivat din 

discutiile diriginte�±parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev   

[OBS: Masurile educative axate pe elev vor viza implicarea lui in activitatile de 

consiliere psihopedagogica / de management al clasei / de recuperare a materiei etc. ] 

 

6. Monitorizeaza in echipa cu consilierul scolar comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  

 

7. Informeaza parintele cu privire la evolutia comportamentului elevului pe plan scolar 

 

 

COORDONATORUL PENTRU PROIECTE SI PROGRAME EDUCATIVE  

 1.Are o intrevedere directa cu parintele in vederea: 
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- constientizarii consecintelor prezente si a riscurilor viitoare ( legale - REPETENTIA, 

psihologice, sociale etc.) ce deriva din sanctiunea primita de elev conform din R.I. si ROFUIP 

[4-5 puncte scazute la purtare]  

- identificarii cauzelor, motivelor, factorilor ce au condus la amplificarea fenomenului de 

absenteism   

- stabilirii de comun acord a unor obiective si masuri educationale integrate intr-un 

PROGRAM  DE INTERVENTIE care sa previna extinderea fenomenului 

2. Consiliaza elevul in vederea: 

- identificarii cauzelor, motivelor, factorilor ce au dus la cresterea numarului de absente 

- constientizarii situatiei de risc in care se afla si stabilirii  de comun acord a unor obiective si 

activitati educative integrate intr-un PROGRAM  DE INTERVENTIE care sa sustina 

frecventarea cursurilor 

3. Are o intrevedere directa cu dirigintele in vederea sintetizarii intr-un PROGRAM  DE 

CONSILIERE obiectivele si masurile educationale ce au derivat din discutiile diriginte�±

parinte, diriginte-elev, consilier scolar-parinte, consilier scolar-elev 

 [OBS: Masurile educative axate pe elev vor viza implicarea lui in activitatile de 

consiliere psihopedagogica / de management al clasei / de recuperare a materiei etc. ] 

4. Monitorizeaza in echipa cu dirigintele comportamentul elevului si respectarea 

obiectivelor si activitatilor stabilite de comun acord  
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ETAPA 5- DIRIGINTELE constata ca elevul a recidivat la  mai mult 40 absente nemotivate / semestru 

 DACA 

SE CONSTATA CA MAI 
EXISTA SANSA CA MEDIA 

GENERALA  

LA PURTARE A ELEVULUI  

SA FIE PESTE 6,00, 

 

SE REIA ETAPA 4 

SE CONSTATA CA NU MAI EXISTA 
SANSA CA MEDIA GENERALA  

LA PURTARE A ELEVULUI  

SA FIE PESTE 6,00, 

ELEVUL ESTE DECLARAT 
REPETENT.  

SE INTOCMESTE DOCUMENTATIA 
AFERENTA ACESTEI SITUATII 
LEGALE SI SE PARCURG PASII 
PROCEDURALI PREVAZUTI IN 

ROFUIP 
STOP 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

1. Responsabilitati legate de prevenirea absenteismului scolar 

1.1. CADRU DIDACTIC 

- �Q�R�W�D�U�H�D���U�L�J�X�U�R�D�V�����D���D�E�V�H�Q�W�H�O�R�U���O�D���I�L�H�F�D�U�H���R�U�����G�H���F�X�U�V 

- �P�H�Q� �L�Q�H�U�H�D�� �v�Q�� �F�O�D�V���� �D�� �X�Q�H�L�� �D�W�P�R�V�I�H�U�H�� �F�D�U�H�� �V���� �D�V�L�J�X�U�H�� �V�D�W�L�V�I�D�F�H�U�H�D�� �W�U�H�E�X�L�Q� �H�L�� �G�H�� �V�L�J�X�U�D�Q� ����

�D�I�H�F�W�L�Y�����S�H�Q�W�U�X���W�R� �L���H�O�H�Y�L�L 

- metode de predare �± �v�Q�Y��� �D�U�H���D�W�U�D�F�W�L�Y�H 

- �S�U�R�P�R�Y�D�U�H�D�� �F�R�R�S�H�U���U�L�L�� �v�Q�� �F�O�D�V������ �D�V�W�I�H�O�� �v�Q�F�k�W�� �ú�L�� �H�O�H�Y�L�L�� �F�X�� �S�H�U�I�R�U�P�D�Q� �H�� �ú�F�R�O�D�U�H�� �P�R�G�H�V�W�H�� �V����

experimenteze succesul 

- sistem echitabil de recompense �± �V�D�Q�F� �L�X�Q�L�� �F�D�U�H�� �V���� �P�H�Q� �L�Q���� �P�R�W�L�Y�D� �L�D�� �ú�F�R�O�D�U���� �D�� �H�O�H�Y�L�O�R�U����

�Q�R�W�D�� �V���� �I�L�H�� �G�R�D�U�� �R�� �P���V�X�U���� �R�E�L�H�F�W�L�Y���� �D�� �S�H�U�I�R�U�P�D�Q� �H�L�� �ú�L�� �Q�X�� �R�� �P�R�G�D�O�L�W�D�W�H�� �G�H�� �V�D�Q�F� �L�R�Q�D�U�H�� �D��

elevului 

- Comunicare eficienta, asertiva - evitarea etichetarii elevilor, critica constructiva, 

�I�R�F�D�O�L�]�D�U�H�D���S�H���U�H�F�R�P�S�H�Q�V�D�U�H�D���H�O�H�Y�L�O�R�U���ú�L���Q�X���S�H���V�D�Q�F� �L�R�Q�D�U�H�D���O�R�U 

 

1.2. RESPONSABIL COMISIA DIRIGINTILOR 

- Coordonarea activitatii dirigintilor si implementarea de programe si activitati educative care 

sa conduca la: 

�x �F�U�H�ú�W�H�U�H�D���F�D�O�L�W��� �L�L���0�$�1�$�*�(�0�(�1�7�8�/�8�,���&�/�$�6�(�/�2�5���'�(���(�/�(�9�,���� 

�x �F�U�H�ú�W�H�U�H�D�� �F�D�O�L�W��� �L�L�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �H�G�X�F�D�W�L�Y�H�� �G�H�V�I���ú�X�U�D�W�H�� �� �L�Q�� �F�D�G�U�X�O�� �2�5�(�/�2�5�� �'�(��

CONSILIERE SI ORIENTARE 

�x �F�U�H�ú�W�H�U�H�D�� �F�D�O�L�W��� �L�L�� �U�H�O�D� �L�L�O�R�U�� �G�H�� �W�L�S�� �ù�&�2�$�/��-�)�$�0�,�/�,�(���� �3�(�5�6�2�1�$�/�8�/�� �ù�&�2�/�,�,-ELEV, 

ELEV-ELEV, ELEV-�3���5�,�1�7�( 

 

1.3. COORDONATOR CU PROGRAME SI PROIECTE EDUCATIVE 

- coordonarea comisiilor educative ale scolii corelate prevenirii / combaterii 

absenteismului scolar  

- �L�Q�L� �L�H�U�H�D�����R�U�J�D�Q�L�]�D�U�H�D�����G�H�V�I���ú�X�U�D�U�H�D���V�L���F�R�R�U�G�R�Q�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U�H�[�W�U�D�ú�F�R�O�D�U�H 

OBS: Arii de interventie educationala, corelate cresterii / descresterii fenomenul 

absenteismului scolar: 
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�ƒ MEDIUL FAMILIAL  

�ƒ MEDIUL CULTURAL  

�ƒ MEDIUL ECONOMIC 

�ƒ MEDIUL SCOLAR  

�ƒ COMPORTAMENT CIVIC (ecologie, voluntariat etc.) 

�ƒ LOISIR (TIMP LIBER, HOBBY-URI) 

�ƒ STIL DE VIATA SANATOS & SPORT 

 

2. Responsabilitati legate de prevenirea / combaterea absenteismului scolar 

 

2.1. DIRECTOR 

- Sprijinirea si coordonarea resursei umane si organizatorice (comisii) ale scolii, 

responsabile cu stabilirea si implementarea directiilor strategice privind prevenirea 

si combaterea absenteismului scolar  

- �(�Y�D�O�X�D�U�H�D�� �H�I�L�F�L�H�Q�W�H�L�� �D�F�W�L�Y�L�W��� �L�L�� �U�H�V�X�U�V�H�L�� �X�P�D�Q�H�� ���� �F�R�P�L�V�L�L�O�R�U�� �H�G�X�F�D�W�L�Y�H�� �U�H�V�S�R�Q�V�D�E�L�O�H��

cu implementarea strategiilor de prevenire/ combatere a absenteismului scolar si 

propunerea de noi directii strategice educative (integrate in planurile managerial 

ale scolii) 

 

2.2. DIRIGINTE  

- �S�U�H�O�X�F�U�D�U�H�D���O�D���L�Q�F�H�S�X�W���G�H���D�Q���V�F�R�O�D�U�����V�L���R�U�L���G�H���F�D�W�H���R�U�L���H�V�W�H���Q�H�F�H�V�D�U�����D���U�H�J�X�O�D�P�H�Q�W�X�O�X�L���ú�F�R�O�D�U��

�O�D���F�O�D�V�H���V�L���v�Q���ú�H�G�L�Q� �H�O�H���F�X���S���U�L�Q� �L�L�� 

- �P�R�Q�L�W�R�U�L�]�D�U�H�D���V���S�W���P�k�Q�D�O�����D���D�E�V�H�Q� �H�O�R�U���H�O�H�Y�L�O�R�U 

- informarea lunara (telefonica / directa) a parintilor elevilor privind situatia scolara a 

copiilor lor 

- �O�H�F�W�R�U�D�W�H���F�X���S���U�L�Q� �L�L���������S�H���V�H�P�H�V�W�U�X�����F�D�U�H���V�D���D�E�R�U�G�H�]�H���V�L���S�U�R�E�O�H�P�D�W�L�F�D���D�E�V�H�Q�W�H�L�V�P�X�O�X�L 

- respectarea normelor din ROFUIP si RI privind motivarea absentelor si 

sanctionarea/recompensarea elevilor in raport cu comportamentul civic adoptat de acestia 

- diversificarea activitatilor educative din cadrul orelor de consiliere si orientare 

- implicarea elevilor in activitatile extracurriculare ale scolii (minim 1 activitate/ luna) 
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- inregistrarea elevilor cu risc de absenteism si luarea de masuri educative in colaborare cu 

diversi agenti educationali (parinte, consilier psihopedagog, responsabil comisia 

dirigintilor, director, politia, Protectia Copilului etc.) 

 

2.3. CONSILIER PSIHOPEDAGOG 

- realizarea unei baze de date cu elevii care prezinta risc scolar prin prisma fenomenului 

absenteismului scolar 

- �v�Q�W�k�O�Q�L�U�L�� �S�H�U�L�R�G�L�F�H�� �F�X�� �G�L�U�L�J�L�Q�W�L�L�� �F�O�D�V�H�O�R�U�� �S�H�Q�W�U�X�� �D�� �L�G�H�Q�W�L�I�L�F�D�� �V�L�� �U�D�V�S�X�Q�G�H�� �F�R�U�H�V�S�X�Q�]�D�W�R�U��

nevoilor didactice ale acestora 

- �v�Q�W�k�O�Q�L�U�L�� �S�H�U�L�R�G�L�F�H�� �F�X��colectivele de elevi ale scolii, pe diferite tematici solicitate / 

problematica absenteismului scolar 

- derularea de programe de consiliere individuala / de grup a elevilor cu risc / absenteism 

scolar, corelate nevoilor individualizate ale acestora 

- derularea �G�H�� �S�U�R�J�U�D�P�H�� �G�H�� �F�R�Q�V�L�O�L�H�U�H�� �L�Q�G�L�Y�L�G�X�D�O�D�� ���� �G�H�� �J�U�X�S�� �D�� �S���U�L�Q� �L�O�R�U�� �H�O�H�Y�L�O�R�U�� �F�X�� �� �U�L�V�F�� ����

absenteism scolar 

- �F�R�O�D�E�R�U�D�U�H���F�X���W�R�D�W�H���F�R�P�L�V�L�L�O�H���H�G�X�F�D�W�L�Y�H���D�O�H���V�F�R�O�L�L���V�L���D�X�W�R�U�L�W��� �L�O�H���F�R�P�X�Q�L�W��� �L�L���O�R�F�D�O�H�����S�R�O�L� �L�D��

�G�H�� �S�U�R�[�L�P�L�W�D�W�H���� �M�D�Q�G�D�U�P�H�U�L�D���� �D�O�W�H�� �D�V�R�F�L�D� �L�L�� �ú�L�� �2�1�*���± uri) in cadrul proiectelor educative 

derulate 

OBS: Arii de interventie educationala, corelate cresterii / si descresterii fenomenul 

absenteismului scolar: 

�ƒ CUNOASTERE/ DEZVOLTARE PERSONALA 

�ƒ OPTIMIZARE ABILITATI DE COMUNICARE, SOCIALE SI CIVICE 

�ƒ OPTIMIZARE PERFORMANTA SCOLARA 

�ƒ STIL DE VIATA SANATOS 

�ƒ PLANIFICAREA CARIERII 

 

2.4. RESPONSABIL COMISIA DE DISCIPLINA 

- �2�I�H�U���� �F�R�Q�V�X�O�W�D�Q� ���� �G�L�U�L�J�L�Q� �L�O�R�U�� �v�Q�� �Y�H�G�H�U�H�D�� �U�H�V�S�H�F�W���U�L�L�� �ú�L�� �D�S�O�L�F���U�L�L�� �U�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �L�Q�W�H�U�Q�� �D�O��

unitatii scolare  
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- �&�R�R�U�G�R�Q�H�D�]���� �D�F�W�L�Y�L�W��� �L�O�H�� �G�H�� �S�U�H�Y�H�Q�L�U�H�� ���� �F�R�P�E�D�W�H�U�H�� �D�� �V�L�W�X�D� iilor de absenteism ce implica 

�F�R�O�D�E�R�U�D�U�H�D���F�X���S�R�O�L� �L�D���G�H���S�U�R�[�L�P�L�W�D�W�H���ú�L���D�O�W�H���R�U�J�D�Q�H���D�E�L�O�L�W�D�W�H 

�6�H�� �L�P�S�O�L�F���� �D�O�D�W�X�U�L�� �G�H�� �G�L�U�L�J�L�Q�W�H���� �F�R�Q�V�L�O�L�H�U�X�O�� �S�V�L�K�R�S�H�G�D�J�R�J�� ���F�R�P�L�V�L�L�O�H�� �H�G�X�F�D�W�L�Y�H�� �v�Q�� �V�W�D�E�L�O�L�U�H�D�� �ú�L��

�L�P�S�O�H�P�H�Q�W�D�U�H�D���P���V�X�U�L�O�R�U���D�P�H�O�L�R�U�D�W�L�Y�H�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  

Alte 
loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D���H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de �D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 

 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,, JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

 

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. III  

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 17 �± Stabilirea graficului de serviciu pe scoala 2 

2 P.O. 18 �± Obtinerea feedback-ului din partea elevilor 20 

3 P.O. 19 - Colectarea si sintetizarea regulata a opiniilor si propunerilor 

elevilor, parintilor si a altor factori interesati 

40 

4 P.O. 20 �± Revizuirea planului de actiuni strategice 57 

5 P.O. 21 �± Selectia membrilor Comisiei de Evaluare si Asigurare a Calitatii 73 

6 P.O. 22 �± Evaluarea rezultatelor invatarii 87 

7 P.O. 23 - Evolutia performantelor scolare utilizand sistemul national de 

indicatori privind educatia 

108 

8 P.O. 24 �± Combaterea insuccesului scolar 122 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H�� �P�R�G�X�O �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �ú�L�� �S�H�U�V�R�D�Q�H�O�H�� �L�P�S�O�L�F�D�W�H�� �L�Q��

instituirea unei proceduri metodologice care sa stabileasca modul de elaborare a graficului 

profesorilor de serviciu la nivelul  �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin 

faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il 

inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H�� �ú�L���V�D�X��

control, iar pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa stabileasca modul de elaborare a graficului 

profesorilor de serviciu. 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H����

�D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Aceasta procedura se aplica tuturor factorilor implicati in procesul instructiv - educativ 

�± echipa manageriala, cadre didactice din cadrul unitatii;  

 

���������� �� �/�L�V�W�D�U�H�D���� �S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L���� �G�H�� �F�D�U�H���G�H�S�L�Q�G�H�� �ú�L���V�D�X���� �F�D�U�H���G�H�S�L�Q�G���� �G�H��

activitatea procedur�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L���H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Regulamentul de Organizare si Functionare a Unitatilor de Invatamant Preuniversitar 

din data de 13.01.2015 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H �G�H�� �v�Q�Y��� ���P�k�Q�W��

�S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L���ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 

 d. convocatoare si procese verbale de la sedintele comisiei; 

 e. planificarile profesorilor de serviciu; 

 f. registrul de procese verbale pentru profesorii de serviciu. 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

MACEDO �1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
STABILIREA GRAFICULUI DE 

SERVICIU PE SCOALA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
17 

Cod: P.O. 17 
Pagina     din   18 
Exemplar nr.:  

 

 9 

������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 7.1.  �'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

�Ì�Q��cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �V�H�� �R�U�J�D�Q�L�]�H�D�]����

�S�H�U�P�D�Q�H�Q�W�����S�H���G�X�U�D�W�D���G�H�V�I���ú�X�U���U�L�L���F�X�U�V�X�U�L�O�R�U�����V�H�U�Y�L�F�L�X�O���S�H���ú�F�R�D�O�����D�O���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�����v�Q���]�L�O�H�O�H��

�v�Q���F�D�U�H���D�F�H�V�W�H�D���D�X���P�D�L���S�X� �L�Q�H���R�U�H���G�H���F�X�U�V�����1�X�P���U�X�O���ú�L���D�W�U�L�E�X� �L�L�O�H���S�U�R�I�H�V�R�U�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���V�H���Y�R�U��

�V�W�D�E�L�O�L�� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �G�L�P�H�Q�V�L�X�Q�H�D�� �S�H�U�L�P�H�W�U�X�O�X�L�� �ú�F�R�O�D�U���� �G�H�� �Q�X�P���U�X�O�� �H�O�H�Y�L�O�R�U�� �ú�L�� �G�H�� �D�F�W�L�Y�L�W��� �L�O�H��

�V�S�H�F�L�I�L�F�H���F�D�U�H���V�H���R�U�J�D�Q�L�]�H�D�]�����v�Q���F�D�G�U�X�O���X�Q�L�W���
�L�L.   

  Pasul I 

 �5�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�R�P�L�V�L�H�L�� �G�H�� �v�Q�F�D�G�U�D�U�H���� �R�U�D�U�� ���� �V�H�U�Y�L�F�L�L�O�H�� �S�H�� �ú�F�R�D�O���� �D�O�H�� �S�U�R�I�H�V�R�U�L�O�R�U�� �ú�L��

�H�O�H�Y�L�O�R�U���F�R�Q�Y�R�D�F�����S�H���E�D�]�����G�H���F�R�Q�Y�R�F�D�W�R�U���W�R� �L���P�H�P�E�U�L�L���F�R�P�L�Viei. 

   

  Pasul II 

 �6�W�D�E�L�O�L�U�H�D���v�Q���F�D�G�U�X�O���F�R�P�L�V�L�H�L���D���P�H�P�E�U�L�O�R�U���F�H���V�H���Y�R�U���R�F�X�S�D���F�X���S�O�D�Q�L�I�L�F�D�U�H�D���S�U�R�I�H�V�R�U�L�O�R�U��

de serviciu.  

 

  Pasul III  

 �6�W�D�E�L�O�L�U�H�D���Q�X�P���U�X�O�X�L���G�H���S�U�R�I�H�V�R�U�L���G�H���V�H�U�Y�L�F�L�X���]�L�O�Q�L�F�����D���S�U�R�J�U�D�P�X�O�X�L���ú�L���D���O�R�F�D� �L�L�O�R�U�� 

 

  Pasul IV 

 Stabilirea criteriilor �G�H���S�U�R�J�U�D�P�D�U�H���D���S�U�R�I�H�V�R�U�L�O�R�U���S�H�Q�W�U�X���V�H�U�Y�L�F�L�X���S�H���ú�F�R�D�O���� 

�ƒ �V�H���D�O�H�J�H���]�L�X�D���v�Q���F�D�U�H���F�D�G�U�X�O���G�L�G�D�F�W�L�F���D�U�H���F�k�W���P�D�L���S�X� �L�Q�H���R�U�H���� 

   

  Pasul V 

 �3�U�R�J�U�D�P�D�U�H�D���S�U�R�I�H�V�R�U�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���V�H���D�I�L�ú�H�D�]�����v�Q���S�H�U�L�R�D�G�D������-31 a lunii pentru luna 

�X�U�P���W�R�D�U�H�����G�X�S�����Y�L�]�D�U�H�D���D�F�H�V�W�H�L�D���G�H���F���W�U�H���G�L�U�H�F�W�R�U�X�O���X�Q�L�W�D�W�L�L���� 

 �$�I�L�ú�D�U�H�D���V�H���I�D�F�H���O�D���D�I�L�ú�L�H�U�X�O���G�L�Q���F�D�Q�F�H�O�D�U�L�H.  
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  Pasul VI 

 �Ì�Q�� �F�D�]�X�O�� �L�P�S�R�V�L�E�L�O�L�W��� �L�L�� �H�I�H�F�W�X���U�L�L�� �V�H�U�Y�L�F�L�X�O�X�L���� �� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �Y�R�U�� �D�Q�X�Q� �D��

�U�H�V�S�R�Q�V�D�E�L�O�X�O���G�H���v�Q�W�R�F�P�L�U�H���D�� �J�U�D�I�L�F�X�O�X�L���S�U�R�I�H�V�R�U�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���S�H���ú�F�R�D�O���� �F�X���P�L�Q�L�P�X�P 2 zile 

�v�Q�D�L�Q�W�H�����S�H�Q�W�U�X���D���I�L���S�R�V�L�E�L�O�����v�Q�O�R�F�X�L�U�H�D�� 

 

  Pasul VII 

 �6�W�D�E�L�O�L�U�H�D�� �D�W�U�L�E�X� �L�L�O�R�U�� �J�H�Q�H�U�D�O�H�� �D�O�H�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �F�H�� �H�I�H�F�W�X�H�D�]���� �V�H�U�Y�L�F�L�X�� �S�H�� �ú�F�R�D�O����

�F�k�W���ú�L���D���F�H�O�R�U���V�S�H�F�L�I�L�F�H���O�R�F�D� �L�L�O�R�U���V�W�D�E�L�O�L�W�H�� 

 �$�W�U�L�E�X� �L�L�O�H���V�X�Q�W���S�U�H�F�L�]�D�W�H���v�Q���$�Q�H�[�D������ 

    

  Pasul VIII  

 �0�R�Q�L�W�R�U�L�]�D�U�H�D�� �P�R�G�X�O�X�L�� �G�H�� �H�I�H�F�W�X�D�U�H�� �D�� �V�H�U�Y�L�F�L�X�O�X�L�� �S�H�� �ú�F�R�D�O������ �F�D�� �R�� �F�R�P�S�R�Q�H�Q�W����

�L�P�S�R�U�W�D�Q�W�����v�Q���D�V�L�J�X�U�D�U�H�D���V�H�F�X�U�L�W��� �L�L���L�Q�V�W�L�W�X� �L�H�L���v�Q���W�L�P�S�X�O���S�U�R�J�U�D�P�X�O�X�L���L�Q�V�W�U�X�F�W�L�Y-educativ zilnic,  

�V�H���I�D�F�H���G�H���F���W�U�H���G�L�U�H�F�W�R�U���ú�L���P�H�P�E�U�L�L���F�R�P�L�V�L�H�L���G�H�V�H�P�Q�D� �L���F�X�����D�W�U�L�E�X� �L�L�� 

 �6�H���v�Q�W�R�F�P�H�ú�W�H���X�Q���U�D�S�R�U�W���S�H�Q�W�U�X���V�H�V�L�]�D�U�H�D���F�D�]�X�U�L�O�R�U���G�H���D�E�D�W�H�U�L���U�H�S�H�W�D�W�H���V�D�X���D�E�D�W�H�U�L���J�U�D�Y�H��

�G�H���O�D���J�U�D�I�L�F�X�O���V�H�U�Y�L�F�L�X�O�X�L���V�D�X���G�H���O�D���F�R�U�H�F�W�L�W�X�G�L�Q�H�D���U�H�D�O�L�]���U�L�L���D�F�H�V�W�X�L���V�H�U�Y�L�F�L�X�� 

 

  Pasul IX 

 �6�H�� �v�Q�W�R�F�P�H�ú�W�H�� �� �U�D�S�R�U�W�� �V�W�D�W�L�V�W�L�F�� �F�X�� �Q�X�P���U�X�O�� �G�H�� �V�H�U�Y�L�F�L�L�� �S�H�� �V�H�P�H�V�W�U�X�� �ú�L�� �U�D�S�R�U�W��

�V�H�P�H�V�W�U�L�D�O���D�Q�X�D�O���U�H�I�H�U�L�W�R�U���O�D���V�H�U�Y�L�F�L�X���S�H���ú�F�R�D�O���� 
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9. Responsabili 

 

Responsabil Comisia de incadrare, orar, servicii pe scoala ale profesorilor si 

elevilor. 

 

Directorul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L - �D�S�U�R�E����

graficul serviciului din unitate �D�O�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �ú�L�� �D�O�� �H�O�H�Y�L�O�R�U���� �D�W�U�L�E�X� �L�L�O�H��

�D�F�H�V�W�R�U�D���V�X�Q�W���S�U�H�F�L�]�D�W�H���v�Q���U�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���I�X�Q�F� �L�R�Q�D�U�H���D�O���X�Q�L�W��� �L�L���G�H��

�v�Q�Y��� ���P�k�Q�W. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Atributii ale profesorului de 

serviciu 

       

2 Proces verbal privind 

serviciul pe scoala 

       

3 Tabel cu nereguli 

constatate la efectuarea 

serviciului 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. Scopul procedur�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 

Anexa 1 

 

�$�W�U�L�E�X� �L�L���J�H�Q�H�U�D�O�H���D�O�H���S�U�R�I�H�V�R�U�X�O�X�L���G�H���V�H�U�Y�L�F�L�X 

 

1. �9�H�U�L�I�L�F�����O�D���v�Q�F�H�S�H�U�H�D���V�H�U�Y�L�F�L�X�O�X�L���S�H���ú�F�R�D�O�����V�W�D�U�H�D���J�H�Q�H�U�D�O�����D���X�Q�L�W��� �L�L���ú�F�R�O�D�U�H�����V���O�L���G�H��

�F�O�D�V�������F�X�O�R�D�U�H�����V�F���U�L�����J�U�X�S�X�U�L���V�D�Q�L�W�D�U�H�����S�H�Q�W�U�X���D���F�R�Q�V�W�D�W�D���D�V�S�H�F�W�H���S�U�L�Y�L�Q�G���F�X�U��� �H�Q�L�D����

�R�U�G�L�Q�H�D���ú�L���L�Q�W�H�J�U�L�W�D�W�H�D���E�X�Q�X�U�L�O�R�U���ú�F�R�O�L�L�����,�D���P���V�X�U�L���R�S�H�U�D�W�L�Y�H���S�H�Q�W�U�X���U�H�P�H�G�L�H�U�H�D��

�Q�H�U�H�J�X�O�L�O�R�U���F�R�Q�V�W�D�W�D�W�H���V�R�O�L�F�L�W�k�Q�G���O�D���Q�H�Y�R�L�H���V�S�U�L�M�L�Q�X�O���F�R�Q�G�X�F�H�U�L�L���ú�F�R�O�L�L�� 

2. �&�R�R�U�G�R�Q�H�D�]�����D�F�W�L�Y�L�W�D�W�H�D���H�O�H�Y�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���S�H���ú�F�R�D�O�������Y�H�U�L�I�L�F�����S�U�H�]�H�Q� �D���D�F�H�V�W�R�U�D�����O�H��

�U�H�S�D�U�W�L�]�H�D�]�����V�S�D� �L�X�O���v�Q���F�D�U�H���Y�R�U���I�D�F�H���G�H���V�H�U�Y�L�F�L�X�����O�H���D�P�L�Q�W�H�ú�W�H���D�W�U�L�E�X� �L�L�O�H���ú�L���F�R�Q�W�U�R�O�H�D�]����

�P�R�G�X�O���v�Q���F�D�U�H���O�H���v�Q�G�H�S�O�L�Q�H�V�F���� 

3.  Profesorul de servi�F�L�X���v�ú�L���G�H�V�I���ú�R�D�U�����D�F�W�L�Y�L�W�D�W�H�D���v�Q���S�D�X�]�H���v�Q���P�L�M�O�R�F�X�O���H�O�H�Y�L�O�R�U�� 

4. �,�D���P���V�X�U�L���F�D���H�O�H�Y�L�L���V�����Q�X���V�W�D� �L�R�Q�H�]�H���S�H���F�R�U�L�G�R�D�U�H���ú�L���V�����D�H�U�L�V�H�D�V�F�����V���O�L�O�H���G�H���F�O�D�V�����v�Q��

pauze. 

5. �7�U�H�E�X�L�H���V�����F�X�Q�R�D�V�F�����W�R�D�W�H���D�F�W�L�Y�L�W��� �L�O�H���S�O�D�Q�L�I�L�F�D�W�H���S�H�Q�W�U�X���]�L�X�D���U�H�V�S�H�F�W�L�Y���� 

6. �$�V�L�J�X�U�����V�X�S�O�L�Q�L�U�H�D���F�D�G�U�H�O�R�U���F�D�U�H���D�E�V�H�Q�W�H�D�]���� 

7. �,�G�H�Q�W�L�I�L�F�����S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���H�O�H�Y�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���S�H���F�O�D�V�H���S�U�R�E�O�H�P�H�O�H���F�R�Q�I�O�L�F�W�X�D�O�H���F�D�U�H��

�D�S�D�U���v�Q�W�U�H���H�O�H�Y�L�����G�H���D�E�D�W�H�U�L�O�H���G�H���O�D���5���2���,�����ú�L���v�Q�F�H�D�U�F�����U�H�]�R�O�Y�D�U�H�D���O�R�U���R�S�H�U�D�W�L�Y���� 

8. �,�Q�I�R�U�P�H�D�]�����L�P�H�G�L�D�W���F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L���G�H�V�S�U�H���V�L�W�X�D� �L�L�O�H���G�H�R�V�H�E�L�W�H���F�H��apar. 

9. �,�Q�W�H�U�]�L�F�H���G�H�V�I���ú�X�U�D�U�H�D���v�Q���ú�F�R�D�O�����D���X�Q�R�U���D�F�W�L�Y�L�W��� �L���Q�H�V�S�H�F�L�I�L�F�H���ú�L���Q�H�D�G�P�L�V�H���v�Q���ú�F�R�O�L����

���F�R�P�H�U� �����S�R�O�L�W�L�F�����H�W�F���� 

10. �Ì�Q�G�U�X�P�������R�I�H�U�����U�H�O�D� �L�L���ú�L���L�Q�I�R�U�P�D� �L�L���S�H�U�V�R�D�Q�H�O�R�U���V�W�U���L�Q�H���F�D�U�H���L�Q�W�U�����v�Q���X�Q�L�W�D�W�H�� 

11. �Ì�Q�W�R�F�P�H�ú�W�H���S�U�R�F�H�V-verbal (Anexa 2�����v�Q���5�H�J�L�V�W�U�X�O���G�H���S�U�R�F�H�V�H-verbale pentru profesorii 

�G�H���V�H�U�Y�L�F�L�X�������v�Q���F�D�U�H���V�X�Q�W���F�R�Q�V�H�P�Q�D�W�H���W�R�D�W�H���H�Y�H�Q�L�P�H�Q�W�H�O�H���G�L�Q���]�L�X�D���U�H�V�S�H�F�W�L�Y�������D�F� �L�X�Q�L�O�H��

�H�[�W�U�D�ú�F�R�O�D�U�H���G�H�R�V�H�E�L�W�H���F�H���D�X���D�Y�X�W���O�R�F���v�Q���]�L�X�D���U�H�V�S�H�F�W�L�Y�����v�Q���ú�F�R�D�O�����V�D�X���O�D���F�D�U�H���D�X���I�R�V�W��

�D�Q�W�U�H�Q�D� �L���H�O�H�Y�L�L���ú�L���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�����Y�L�]�L�R�Q���U�L���G�H���I�L�O�P�� �V�S�H�F�W�D�F�R�O�H�����D�F� �L�X�Q�L���P�H�W�R�G�L�F�H����

simpozioane, consilii profesorale, cercuri pedagogice etc.) 
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Exemplu - �$�W�U�L�E�X� �L�L�O�H���S�U�R�I�H�V�R�U�X�O�X�L���G�H���V�H�U�Y�L�F�L�X���S�H�Q�W�U�X���O�R�F�D� �L�D���F�R�U�S���������������� 

program 8-14 

 

1. �6�H���S�U�H�]�L�Q�W�����O�D���V�H�U�Y�L�F�L�X���O�D������45. 

2. �,�Q�V�W�U�X�L�H�ú�W�H���H�O�H�Y�L�L���G�H���V�H�U�Y�L�F�L�X���F�X���S�U�L�Y�L�U�H���O�D���D�W�U�L�E�X� �L�L�O�H���F�H���O�H���U�H�Y�L�Q���S�H���W�L�P�S�X�O���V�H�U�Y�L�F�L�X�O�X�L���ú�L��

�Y�H�U�L�I�L�F�������G�L�Q���R�U�����v�Q���R�U�������G�D�F�����V-�D�X���U�H�D�O�L�]�D�W���D�F�H�V�W�H���D�W�U�L�E�X� �L�L���� 

( pentru corpul ....... - �1�X���S�H�U�P�L�W�H���D�F�F�H�V�X�O���H�O�H�Y�L�O�R�U���S�H���X�ú�D���S�U�L�Q�F�L�S�D�O�����G�H�F�k�W���D�W�X�Q�F�L���F�k�Q�G���X�ú�D��

dest�L�Q�D�W�����D�F�H�V�W�R�U�D���H�V�W�H���v�Q�F�K�L�V��). 

3. �5���V�S�X�Q�G�H���G�H���D�V�L�J�X�U�D�U�H�D���V�H�F�X�U�L�W��� �L�L���G�R�F�X�P�H�Q�W�H�O�R�U���ú�F�R�O�D�U�H���ú�L���D���E�X�Q�X�U�L�O�R�U���F�D�G�U�H�O�R�U��

didactice din cancelarie. 

4. La ora 1400  �Y�H�U�L�I�L�F�����V�W�D�U�H�D���G�H���F�X�U��� �H�Q�L�H���D���V���O�L�O�R�U���G�H���F�O�D�V�������J�R�O�L�U�H���F�R�ú�����V�W�D�U�H���L�Q�Y�H�Q�W�D�U����

�V�W�D�U�H���F�X�U��� �H�Q�L�H���W�D�E�O�������V�H�F�X�U�L�]�D�U�H���V�D�O������ 

5. �/�D���S���U���V�L�U�H�D���F�D�Q�F�H�O�D�U�L�H�L���V�H�F�X�U�L�]�H�D�]�����F�D�W�D�O�R�D�J�H�O�H���ú�L���F�D�Q�F�H�O�D�U�L�D�� 
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Anexa 2                PROCES VERBAL 

�2�v���Z���]���š�����Ì�]�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z�z ____ / ___________/ _________ ���������	�š�Œ�����‰�Œ�}�(���•�}�Œ�µ�o���������•���Œ�À�]���]�µ 

�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v�����•���Œ�À�]���]�µ�o��elevilor 
Nr. 
crt 

�>�}�������]�����l���]�v�š���Œ�À���o �E�µ�u���o�����”�]���‰�Œ���v�µ�u���o����
elevului 

Clasa �K���•�W���‰�µ�v���š�µ���o�]�š���š���U���‰�Œ���Ì���v���	���������•�‰�]�Œ�]�š�U��
�]�u�‰�o�]�����Œ�����`�v���Œ���Ì�}�o�À���Œ�������‰�Œ�}���o���u���o�}�Œ�U���‰�}�o�]�š�������� 

1 Corp ... INTRARE        8-14    

2 Corp ...  CANCELARIE 8-14    

�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v�����•�š���Œ���������]�•���]�‰�o�]�v���Œ�	���������o���À�]�o�}�Œ�W �����•���v�����U���•���v�����]�}�v�	�Œ�]�U�����À���v�]�u���v�š���U�����]�o���š�����������À�}�]�� 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 
�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v���������š�]�À�]�š���š�����������v�š�]�v���]�W���‰�Œ���o�µ���Œ���������o�]�u���v�š���o�}�Œ�U���•���Œ�À�]���]�µ�o�����o���À�]�o�}�Œ���o���������v�š�]�v�	�U���Œ���•�‰�����š���Œ�������Œ���P�µ�o�]�o�}�Œ��������
�]�P�]���v�	�U�������v�š�]�š���š�������”�]�������o�]�š���š�������u���v�]�µ�o�µ�] 
___________________________________________________________________________________________ 
_________________________________________________________________________________________ 

�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v���������•�(�	�”�µ�Œ���Œ�������‰�Œ�}�����•�µ�o�µ�]���������µ�����š�]�À�W �‰�Œ���Ì���v�������o�����}�Œ���������������Œ���o�}�Œ�����]�������š�]�����U���`�v�š���Œ�Ì�]���Œ�]�U�����}�v�������]�]��
�u�����]�����o���U���`�v�À�}�]�Œ�]�U���•�µ�‰�o�]�v�]�Œ�]���������}�Œ�� 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 

�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v���������š�]�À�]�š���š�����������•�(�	�”�µ�Œ���š�	���������‰���Œ�•�}�v���o�µ�o���������`�v�P�Œ�]�i�]�Œ�����”�]���`�v�š�Œ�����]�v���Œ�� 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v�����•�š���Œ���������������µ�Œ�	�����v�]���������•�	�o�]�o�}�Œ�����������o���•�	���o�����(�]�v���o�µ�o���‰�Œ�}�P�Œ���u�µ�o�µ�]���~�}�Œ�����í�ð�í�ñ�• 
Nr. 
crt 

Corp 
�l���•���o�	 

Clasa ���]�Œ�]�P�]�v�š�����~�������	��
sunt probleme) 

�K���•���Œ�À�����]�]�W�����•�š���Œ���������������µ�Œ�	�����v�]���U���P�}�o�]�Œ�������}�”�U���•�š���Œ����
�]�v�À���v�š���Œ�U���•�š���Œ�������µ�Œ�	�����v�]�����š�����o�	�U�����Æ�]�•�š���v������
�]�v�•�š�Œ�µ�u���v�š���o�}�Œ�U���•�����µ�Œ�]�Ì���Œ�����•���o�	�� 

Am luat la 
���µ�v�}�”�š�]�v���	��
diriginte 

1      

2      

3      

...      

�K���•���Œ�À�����]�]���‰�Œ�]�À�]�v�������•�]�P�µ�Œ���Œ���������}���µ�u���v�š���o�}�Œ���”���}�o���Œ�����‰�����‰���Œ���µ�Œ�•�µ�o���”�]���o�����(�]�v���o�����‰�Œ�}�P�Œ���u�µ�o�µ�] (cataloage, condici, registre, 
�‰�Œ�}�����•�����À���Œ�����o���U���Œ���P�]�•�š�Œ���������(�������]�µ�v�]�U�������µ�•�}���v�����������Œ�������]�������š�]�������”�]�����o���À�]�• 
____________________________________________________________________________________________ 
____________________________________________________________________________________________ 
Drept care s-�����`�v���Z���]���š���‰�Œ���Ì���v�š�µ�o���‰�Œ�}�����•���À���Œ�����o 
Nr. crt �>�}�������]�� �E�µ�u�����”�]���‰�Œ���v�µ�u�����‰�Œ�}�(���•�}�Œ��

de serviciu 
�^���u�v�	�š�µ�Œ�� �K���•���Œ�À�����]�]�����]�Œ�����š�}�Œ 

1 Corp   
8-14 
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Anexa 3 
TABEL CU  NEREGULILE  CONSTATE  LA  EFECTUAREA  SERVICIULUI  

 
�/�R�F�D� �L�D������������������������������������������������������������������������������������������������������������������������������������������������������������ 
�'�D�W�D�«�����������������������������������������������«�«�«�«�«�«�«�«�«�«�«�«�«�«�������������������������������������������������� 
�3�U�R�I�����G�H���V�H�U�Y�L�F�L�X�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«��������������   Elev de 
�V�H�U�Y�L�F�L�X�«�«�«�«�«���������«�« 

Nr. 
crt.  

�1�X�P�H���ú�L 
prenume elev 

Clasa Motiv  Nr. 
crt. 

�1�X�P�H���ú�L 
prenume elev 

Clasa Motiv  

1.     16.     
2.     17.     
3.     18.     
4.     19.     
5.     20.     
6.     21.     
7.     22.     
8.     23.     
9.     24.     
10.     25.     
11.     26.     
12.     27.     
13.     28.     
14.     29.     
15.     30.     

 

LEGENDA: 

I �± intarziat 

E �± ecuson lipsa 

U �± uniforma lipsa
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND OBTINEREA 

FEEDBACK -ULUI DIN PARTEA 
ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
18 

Cod: P.O. 18 
Pagina     din 20 
Exemplar nr.:  

 

 24 

4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in asigurarea Calitatii procesului didactic prin transformarea acestuia in proces instructiv 

�± formativ, urmarirea unor politici scolare de tip integrat.  

Procedura descrie modalitatile de aplicare a chestionarelor pentru depistarea nevoilor si 

intereselor tuturor factorilor implicati in procesul de invatamant;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND OBTINEREA 

FEEDBACK -ULUI DIN PARTEA 
ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
18 

Cod: P.O. 18 
Pagina     din 20 
Exemplar nr.:  

 

 25 

5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura se aplica unui numar de 10 elevi din fiecare clasa din anii terminali. 

Grupele tinta sunt stabilite astfel: 3 elevi cu rezultate slabe la invatatura, 3 elevi cu 

rezultate bune la invatatura si 4 elevi cu rezultate medii la invatatura 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�Dte depinde de activitatea compartimentelor: 

1.  Personal didactic (Sefii de catedra si membrii catedrelor) ; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

6.1. �5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W��preuniversitar; 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L���$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�Wor, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Prin aplicarea chestionarelor se va urmari: 

�ƒ identificarea greutatilor cu care se confrunta elevii in procesul de invatare; 

�ƒ eficienta orelor de consultatii si meditatii in vederea pregatirii examenelor; 

�ƒ modul in care elevii sunt sprijiniti in procesul instructiv educativ; 

�ƒ gradul de accesibilitate a cunostintelor transmise la clasa; 

�ƒ identificarea posibilitatilor de sprijin a elevilor cu nevoi speciale; 

�ƒ accesibilitatea sarcinilor de lucru (teme pentru acasa, portofolii, etc.) 

 

8.2. Modul de desfasurare 

 

Procedura se va desfasura astfel: 

�ƒ stabilirea perioadelor de aplicare a chestionarelor (sem I si sem II); 

�ƒ analiza raspunsurilor la chestionare; 

�ƒ clasificarea cerintelor elevilor in functie de gradul de prioritizare; 

�ƒ comunicarea rezultatelor chestionarelor in sedinta comuna cu elevii claselor 

terminale, diriginti si echipa manageriala; 

�ƒ prelucrarea metodologiei organizarii examenelor ce urmeaza a fi sustinute de 

elevii din anii terminali; 

�ƒ stabilirea masurilor ce se impun; 

�ƒ intocmirea graficelor de pregatire suplimentara, pe discipline, in vederea 

sustinerii si promovarii examenelor finale; 

�ƒ simularea examenelor in semestru II al anului scolar; 
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�3�U�R�I�H�V�R�U�X�O���D�U�H���Q�H�Y�R�L�H���S�H�U�P�D�Q�H�Q�W�����G�H���R���L�Q�I�R�U�P�D�
�L�H���G�H���W�L�S���D�I�H�U�H�Q�W�D�
�L�H���L�Q�Y�H�U�V�����S�H�Q�W�U�X���D-���L��

�G�D���V�H�D�P�D���F�X�P���V�H���G�H�V�I�����R�D�U�����R�U�L�F�H���D�F�W�L�Y�L�W�D�W�H���F�X���H�O�H�Y�L�L�����I�L�H���H�D ���L���R���R�U�����G�H���G�L�U�L�J�H�Q�
�L�H���± putem 

�V�S�X�Q�H���F�����H�V�W�H���R���R�U�����O�D���I�H�O���G�H���L�P�S�R�U�W�D�Q�W�����F�D���D�O�W�H�O�H���V�D�X�����G�H���F�H���Q�X�����P�X�O�W���P�D�L���L�P�S�R�U�W�D�Q�W�������D�W�k�W�D���W�L�P�S��

�F�k�Q�G���L�Q�W�H�U�Y�L�Q�H���v�Q���P�R�G�L�I�L�F�D�U�H�D���v�Q���V�H�Q�V���S�R�]�L�W�L�Y���D���F�R�P�S�R�U�W�D�P�H�Q�W�X�O�X�L���H�O�H�Y�X�O�X�L�����D�W�L�W�X�G�L�Q�L�L���D�F�H�V�W�X�L�D��

�H�W�F���������F�R�Q���W�L�H�Q�W�L�]�k�Q�G���D�V�S�H�F�W�H�O�H �S�R�]�L�W�L�Y�H���V�D�X���Q�H�J�D�W�L�Y�H���D�O�H���H�I�R�U�W�X�O�X�L���G�L�G�D�F�W�L�F���S�H���F�D�U�H���v�O���G�H�S�X�Q�H�� 

  Feedback-�X�O���V�H���P�D�Q�L�I�H�V�W�����I���U�����S�U�R�E�O�H�P�H�����L���F�U�H���W�H���v�Q���L�Q�W�H�Q�V�L�W�D�W�H���D�W�X�Q�F�L���F�k�Q�G���S�U�R�I�H�V�R�U�X�O��

este predispus la auto-�D�Q�D�O�L�]�������D�X�W�R-�F�U�L�W�L�F�����H�W�F�������Gorindu-���L���R���V�F�K�L�P�E�D�U�H���v�Q���E�L�Q�H���D��

comportamentului s���X���G�L�G�D�F�W�L�F�� 

A�X�W�R�H�Y�D�O�X�D�U�H�D�����D�X�W�R�D�Q�D�O�L�]�D���U�H�S�U�H�]�L�Q�W�����S�U�L�P�D���F�R�Q�G�L�
�L�H���D���D�X�W�R�S�H�U�I�H�F�
�L�R�Q���U�L�L�����V�H�P�Q���D�O��

�S�U�R�I�H�V�R�U�X�O�X�L���P�R�G�H�U�Q���D�X�W�R�S�H�U�I�H�F�
�L�R�Q�L�V�W�� 

 

�Ì�Q�D�L�Q�W�H���G�H���W�R�D�W�H�����V�H���F�X�Y�L�Q�H���V�����D�P�L�Q�W�L�P���F�����I�H�H�G�E�D�F�N-�X�O���U�H�S�U�H�]�L�Q�W�����U�H�D�F�
�L�D���G�H���U���V�S�X�Q�V���D��

receptorului la mesajul primit de �O�D���H�P�L�
���W�R�U�����I�L�L�Q�G���X�Q���P�R�G���G�H���D���D�M�X�W�D���v�Q�
�H�O�H�J�H�U�H�D���H�I�H�F�W�H�O�R�U��

�S�U�R�G�X�V�H���G�H���F���W�U�H���X�Q���D�Q�X�P�L�W���P�H�V�D�M�����D�W�L�W�X�G�L�Q�H�����F�R�P�S�R�U�W�D�P�H�Q�W�����D�F�
�L�X�Q�H���H�W�F�������D�V�X�S�U�D���F�H�O�X�L���F���U�X�L�D���L-

a fost adresat mesajul.  

�3�U�R�F�H�V�X�O���G�H���v�Q�Y���
���P�k�Q�W���I�X�Q�F�
�L�R�Q�H�D�]�����G�X�S�����O�H�J�L�O�H���H�Y�R�O�X�
�L�H�L�����L���D�O�H���H�F�K�L�O�L�E�U�X�O�X�L�����S�U�H�]�H�Q�W�k�Q�G�X-se 

�F�D���X�Q���V�L�V�W�H�P���S�U�H�G�L�V�S�X�V���O�D���W�U�D�Q�V�I�R�U�P���U�L�����D�G�D�S�W���U�L�����L���U�H�D�M�X�V�W���U�L���F�R�Q�W�L�Q�X�H�����G�L�V�S�X�Q�k�Q�G���G�H��

�F�D�S�D�F�L�W�D�W�H�D���G�H���D�X�W�R�U�H�J�O�D�U�H�����L���U�H�J�O�D�U�H�����$�P�E�H�O�H���V�X�E-�S�U�R�F�H�V�H�����U�H�J�O�D�U�H�D�����L���D�X�W�R�U�H�J�O�D�U�H�D�����G�H�Y�L�Q��

�Y�L�D�E�L�O�H���G�D�W�R�U�L�W�����L�Q�I�R�U�P�D�
�L�H�L���L�Q�Y�H�U�V�H�����D�G�L�F�����D���P�H�F�D�Q�L�V�P�H�O�R�U���G�H��feedback. 

�Ì�Q���F�D�G�U�X�O���R�U�L�F���U�X�L���V�L�V�W�H�P���G�H���L�Q�V�W�U�X�L�U�H���D�F�
�L�R�Q�H�D�]�����G�R�X�����W�L�S�X�U�L���I�X�Q�G�D�P�H�Q�W�D�O�H���G�H���I�H�H�G�E�D�F�N�����L��

anume: 

�ƒ Feedback-ul extrinsec �± �D�F�H�O�D���F�D�U�H���Y�L�Q�H���G�L�Q�V�S�U�H���H�O�H�Y���F���W�U�H���S�U�R�I�H�V�R�U�����L���L�Q�Y�H�U�V�����G�L�Q�V�S�U�H��

�S�U�R�I�H�V�R�U���F���W�U�H���H�O�H�Y�������L 

�ƒ Feedback-ul intrinsec �± dinspre profes�R�U���F���W�U�H���V�L�Q�H���v�Q�V�X���L���V�D�X���G�L�Q�V�S�U�H���H�O�H�Y���F���W�U�H���V�L�Q�H�� 

Aceste tipuri de feedback pot fi �S�U�H�]�H�Q�W�H���v�Q���W�L�P�S�X�O�����L���O�D���I�L�Q�H�O�H���R�U�H�L���G�H���G�L�U�L�J�H�Q�
�L�H�����L��pot respecta 

�F�H�U�L�Q�
�H���Q�H�F�H�V�D�U�H�����S�U�H�F�X�P�� 

�ƒ este obiectiv, nu sentimental; 
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�ƒ trebuie manifestat la momentul potrivit (pe tot p�D�U�F�X�U�V�X�O���G�H�]�E�D�W�H�U�L�L�����G�D�U�����L���O�D���I�L�Q�D�O�X�O��

�D�F�H�V�W�H�L�D�����F�k�Q�G���H�O�H�Y�L�O�R�U���S�D�U�W�L�F�L�S�D�Q�
�L���O�L���V-�D���V�R�O�L�F�L�W�D�W���F�R�P�S�O�H�W�D�U�H�D���X�Q�H�L���I�L���H���G�H���I�H�H�G�E�D�F�N���D��

�D�F�W�L�Y�L�W���
�L�L���� 

�ƒ �D���Y�H�U�L�I�L�F�D�W���S�H�U�F�H�S�
�L�D���H�O�H�Y�L�O�R�U�����H�Y�L�W�k�Q�G�X-�V�H���Q�H�F�O�D�U�L�W���
�L�O�H���O�H�J�D�W�H���G�H���v�Q�
�H�O�H�J�H�U�H�D���P�H�V�D�M�X�O�X�L�� 

�ƒ a fost realizabil, dir�H�F�
�L�R�Q�D�W���F���W�U�H���F�R�P�S�R�U�W�D�P�H�Q�W�H���G�H�V�S�U�H���F�D�U�H���S�U�L�P�L�W�R�U�L�L���D�X���D�Y�X�W��

�F�X�Q�R���W�L�Q�
���� 

�ƒ �D���I�R�V�W���D�G�U�H�V�D�W���G�L�U�H�F�W���G�H���O�D���V�X�U�V���� 

�ƒ �D���I�R�V�W���V�R�O�L�F�L�W�D�W�����F�U�H�k�Q�G�X-�V�H���X�Q���F�O�L�P�D�W���F�D�U�H���D���S�H�U�P�L�V���G�L�V�F�X�
�L�L���O�L�E�H�U�H�� 

�ƒ �D���I�R�V�W���E�L�Q�H���L�Q�W�H�Q�
�L�R�Q�D�W�� 

In Anexa nr.1 sunt prezentate exemple de cerinte si raspunsuri ce pot fi primite in 

cadrul feebback-ului din partea elevilor. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 Procedura este pusa in aplicare de catre responsabilul Comisiei de Asigurare a Calitatii 

si responsabilii de catedra. 

 Implementarea procedurii se face de catre CEAC, responsabilii de catedra si profesorii 

diriginti. Se urmareste ca rezultatele obtinute urmare a aplicatii chestionarelor sa conduca la 

eficientizarea procesului de pregatire a elevilor pentru sustinerea examenelor finale. 

 

Directorul unitatii scolare  

- Monitorizeaza modul de aplicare a procedurii;  

- Asigura multiplicarea chestionarelor.  

 

CEAC  

- �5�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �D�O�H�J�H�� �R�U�J�D�Q�L�]�D�W�R�U�X�O��

procesului de colectare a feed-back-ului;  

- �5�H�V�S�R�Q�V�D�E�L�O�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���D�O�H�J�H���R�S�H�U�D�W�R�U�L�L���� 

- Organizatorul procesului de colectare a feed-back-�X�O�X�L�� �P�X�O�W�L�S�O�L�F���� �F�K�H�V�W�L�R�Q�D�U�H�O�H���� �L�Q�V�W�U�X�L�H�V�W�H��

operatorii privind modul de completare a chestionarului; strange chestionarele;  

- �S�U�R�S�X�Q�H���P���V�X�U�L���S�H�Q�W�U�X���U�H�]�R�O�Y�D�U�H�D�����v�P�E�X�Q���W��� �L�U�H�D���S�U�R�E�O�H�P�H�L���� 

 

Dirigintii  

- Instruieste elevii si parintii privind modul de completare a chestionarelor  

- Aplica la clasa sau la sedintele cu parintii chestionarele;  

- Centralizeaza datele;  

- Preda organizatorului procesului de colectare rezultatele (termenul de aplicare nu va depasi 

o saptamana, iar cel de interpretare nu va depasi 2 saptamani);  

 

Sefii de comisii metodice sau de compartimente  

- Instruiesc profesorii sau personalul din compartimente privind modul de completare a 

chestionarelor;  

- Aplica chestionarele;  
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- Centralizeaza datele;  

- Preda organizatorului procesului de colectare rezultatele (termenul de aplicare nu va depasi 

o saptamana, iar cel de interpretare nu va depasi 2 saptamani);  

 

Consilierul scolar  

- �v�Q�W�R�F�P�H�ú�W�H���F�K�H�V�W�L�R�Q�D�U�X�O���S�U�L�Y�L�W�R�U���O�D���R���S�U�R�E�O�H�P�����L�G�H�Q�W�L�I�L�F�D�W���� 

- �V�W�D�E�L�O�H�ú�W�H �H�ú�D�Q�W�L�R�Q�X�O���F���U�X�L�D���L���V�H���D�G�U�H�V�H�D�]�����F�K�H�V�W�L�R�Q�D�U�X�O�� 

-�L�Q�W�H�U�S�U�H�W�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H�O�H���� 

-�v�Q�W�R�F�P�H�ú�W�H���U�D�S�R�U�W�X�O���I�L�Q�D�O���D�V�X�S�U�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���D�S�O�L�F�D�W�H�� 

-�S�U�H�]�L�Q�W�����U�H�]�X�O�W�D�W�H�O�H���v�Q���&�R�P�L�V�L�D���S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Lista cerinte si raspunsuri        

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Qale  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����
PRIVIND OBTINEREA 

FEEDBACK -ULUI DIN PARTEA 
ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
18 

Cod: P.O. 18 
Pagina     din 20 
Exemplar nr.:  

 

 36 

Anexa nr.1 

Prezentam si �F�k�W�H�Y�D���S�R�V�L�E�L�O�H���U���V�S�X�Q�V�X�U�L (parte a feedback-ului) ce pot fi oferite de elevi  �v�Q��

cadrul dezbaterii: 

�&�H�U�L�Q�
�D���� �± �'�D�0�L �F�k�W�H�Y�D exemple �F�k�Q�G starea de �V���Q���W�D�W�H a dus la �V�F���G�H�U�H�D randamentului 

�.�F�R�O�D�U (cazul vostru sau al unor colegi). 

�5���V�S�X�Q�V�X�U�L�� 

- �S�U�R�E�O�H�P�H���G�H���V���Q���W�D�W�H���S�U�H�F�X�P���R�S�H�U�D�
�L�D���G�H���D�S�H�Q�G�L�F�L�W�����± �G�H�V���v�Q�W�k�O�Q�L�W�����v�Q���U�k�Q�G�X�O���H�O�H�Y�L�O�R�U�� 

- �E�R�O�L���F�R�Q�W�D�J�L�R�D�V�H���D�O�H���F�R�S�L�O���U�L�H�L�����Y���U�V�D�W���G�H���Y�k�Q�W�����S�R�M�D�U�����R�U�H�L�R�Q���H�W�F�� 

- �J�U�L�S�����U���F�H�D�O���� 

- accidente; 

�W�R�D�W�H���D�F�H�V�W�H�D���G�X�F�k�Q�G���O�D���S�L�H�U�G�H�U�H�D���X�Q�R�U���S���U�
�L���L�P�S�R�U�W�D�Q�W�H���G�L�Q���P�D�W�H�U�L�H�����F�D�U�H���D�X���G�X�V���O�D���U�H�]�X�O�W�D�W�H��

mai slabe la teste/teze ulterioare sau chiar la repetarea anului. 

 

�&�H�U�L�Q�
�D���� �± �'�D�0�L �F�k�W�H�Y�D exemple concrete de �V�L�W�X�D�0�L�L �F�k�Q�G familia a ajutat la �F�U�H�.�W�H�U�H�D 

randamentului �.�F�R�O�D�U (cazul vostru sau al unor colegi). 

�5���V�S�X�Q�V�X�U�L�� 

- �I�D�P�L�O�L�D���D�M�X�W�����O�D���F�U�H���W�H�U�H�D���U�D�Q�G�D�P�H�Q�W�X�O�X�L�����F�R�O�D�U�����D�W�k�W���S�U�L�Q���V�X�V�
�L�Q�H�U�H�D���I�L�Q�D�Q�F�L�D�U�������F�k�W�����L���S�U�L�Q���F�H�D��

�P�R�U�D�O�������D�F�H�D�V�W�D���R�I�H�U�L�Q�G���V�S�U�L�M�L�Q���D�W�k�W���v�Q���V�L�W�X�D�
�L�L���I�D�Y�R�U�D�E�L�O�H�����F�k�W�����L���P�D�L���S�X�
�L�Q���I�D�Y�R�U�D�E�L�O�H���H�O�H�Y�L�O�R�U�� 

- �H�O�H�Y�X�O���Q�X���W�U�H�E�X�L�H���F�R�Q�V�W�U�k�Q�V���G�H���U�H�O�D�
�L�D���I�D�P�L�O�L�H�L���D�W�X�Q�F�L���F�k�Q�G���Y�L�Q�H���Y�R�U�E�D���G�H���U�D�Q�G�D�P�H�Q�W�X�O�����F�R�O�D�U���� 

- �I�D�P�L�O�L�D���S�R�D�W�H���G�X�F�H���O�D���V�X�F�F�H�V�����G�D�U�����L���O�D���L�Q�V�X�F�F�H�V�����S�L�H�U�G�H�U�H�D���X�Q�X�L���S���U�L�Q�W�H�����G�H�V�S���U�
�L�U�H�D���S���U�L�Q�
�L�O�Rr, 

�S�O�H�F�D�U�H�D���X�Q�X�L���V�D�X���D�P�E�L�O�R�U���S���U�L�Q�
�L���v�Q���V�W�U���L�Q���W�D�W�H���H�W�F������ 

 

�&�H�U�L�Q�
�D���� �± �'�D�0�L �F�k�W�H�Y�D exemple de �V�L�W�X�D�0�L�L concrete �F�k�Q�G grupul de prieteni a favorizat 

�V�F���G�H�U�H�D randamentului �.�F�R�O�D�U (cazul vostru sau al unor colegi). 

�5���V�S�X�Q�V�X�U�L�� 

- �G�L�Q���F�D�X�]�D���D�S�D�U�L�
�L�H�L���S�U�L�P�H�L���L�X�E�L�U�L���Q�X���P�D�L���v�Q�Y���
���E�L�Q�H�� 

- �G�L�Q���F�D�X�]�D���W�L�P�S�X�O�X�L���S�L�H�U�G�X�W���F�X���J�D���F�D���Q�X���P�D�L���D�P���W�L�P�S���V�����v�Q�Y���
�� 

- �G�L�Q���F�D�X�]�D���S�U�R�E�O�H�P�H�O�R�U���v�Q���I�D�P�L�O�L�H���P-�D�P���D�O���W�X�U�D�W���X�Q�X�L���D�Q�W�X�U�D�M���Q�H�J�D�W�L�Y�� 
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�&�H�U�L�Q�
�D���� �± �'�H�V�F�U�L�H�0�L �v�Q ce �F�R�Q�V�W�� �U�H�O�D�0�L�D elev-profesor din cele �G�R�X�� variante: a) �E�X�Q���� b) 

rea. 

�5���V�S�X�Q�V�X�U�L�� 

- pentru �U�H�O�D�0�L�D elev-profesor �E�X�Q���� 

�
���R���F�R�P�X�Q�L�F�D�U�H���H�I�L�F�L�H�Q�W�����v�Q�W�U�H���H�O�H�Y�����L���S�U�R�I�H�V�R�U�� 

�
���E�X�Q���V�L�P�
���G�L�Q���S�D�U�W�H�D���D�P�E�H�O�R�U���S���U�
�L�� 

�
���F�k�Q�G���H�[�L�V�W�����P�X�O�
�X�P�L�U�H���U�H�F�L�S�U�R�F���� 

- pentru �U�H�O�D�0�L�D elev-profesor rea: 

�
���Q�X���H�[�L�V�W�����F�R�P�X�Q�L�F�D�U�H���v�Q�W�U�H���H�O�H�Y�����L���F�D�G�U�X�O���G�L�G�Dctic; 

�
���F�k�Q�G���H�[�L�V�W�����H�[�L�J�H�Q�
�����S�U�H�D���P�X�O�W�����G�L�Q���S�D�U�W�H�D���S�U�R�I�H�V�R�U�L�O�R�U�����L�D�U���O�D���R�U�H���D�S�D�U�H���V�W�U�H�V�X�O�� 

 

�&�H�U�L�Q�
�D���� �± Care sunt interesele voastre legate de viitor? �± Unde �Y�� �Y�H�G�H�0�L peste 3 ani? �± 

Unde �Y�� �Y�H�G�H�0�L peste 20 de ani? 

�5���V�S�X�Q�V�X�U�L�� 

- peste trei ani ne vom vedea �O�D���G�L�I�H�U�L�W�H���I�D�F�X�O�W���
�L�����S�H���G�L�Y�H�U�V�H���G�R�P�H�Q�L�L�� 

- �S�H�V�W�H���������G�H���D�Q�L���Q�H���Y�R�P���Y�H�G�H�D���O�D���O�R�F�X�O���G�H���P�X�Q�F�����G�R�U�L�W���G�H���I�L�H�F�D�U�H�����v�Q���F�R�Q�G�L�
�L�L�O�H���S�H���F�D�U�H���Q�L���O�H��

vom crea fiecare. 

 

�&�H�U�L�Q�
�D���� �± Cum �F�D�U�D�F�W�H�U�L�]�D�0�L profesorii �H�[�L�J�H�Q�0�L�" Dar pe cei �L�Q�G�X�O�J�H�Q�0�L�" 

�5���V�S�X�Q�V�X�U�L�� 

- profesorii �H�[�L�J�H�Q�
�L���V�X�Q�W���D�X�W�R�U�L�W�D�U�L�������W�L�X���V�����v���L���L�P�S�X�Q�����S�X�Q�F�W�X�O���G�H���Y�H�G�H�U�H�����L���P�H�U�H�X���R�E�
�L�Q���F�H�H�D���F�H��

doresc de la noi; 

- �S�U�R�I�H�V�R�U�L�L���L�Q�G�X�O�J�H�Q�
�L���V�X�Q�W���D�F�H�L���S�U�R�I�H�V�R�U�L���F�D�U�H���X�Q�H�R�U�L���W�U�H�F���F�X���Y�H�G�H�U�H�D���S�H�V�W�H���D�Q�X�P�L�W�H���V�L�W�X�D�
�L�L��

(exemplu: nerezolvarea unei teme). 

 

La final, elevii vor  �S�U�L�P�L���R���I�L�.�����G�H���I�H�H�G�E�D�F�N���D���D�F�W�L�Y�L�W���0�L�L���F�X���v�Q�W�U�H�E���U�L���v�Q�F�K�L�V�H���.�L���G�H�V�F�K�L�V�H����vor fi 

�U�X�J�D�0�L���V�����E�L�I�H�]�H���F�D�V�H�W�D���F�D�U�H���H�[�S�U�L�P�����R�S�L�Q�L�D���V�D�X���V�����F�R�P�S�O�H�W�H�]�H���V�S�D�0�L�L�O�H���O�L�E�H�U�H�������X�Q���Q�R�X���S�U�L�O�H�M��

�S�H�Q�W�U�X���D���O�L���V�H���P�X�O�0�X�P�L���S�H�Q�W�U�X���I�H�H�G�E�D�F�N-ul acordat.  

Se vor prezenta�����v�Q���F�R�Q�W�L�Q�X�D�U�H�����F�k�W�H�Y�D��posibile �U���V�S�X�Q�V�X�U�L�� 
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1. �Ì�Q ce �P���V�X�U�� tema(ele) �S�U�H�]�H�Q�W�D�W�����H�� a(u) fost �L�Q�W�H�U�H�V�D�Q�W�����H���" 

�)�R�D�U�W�H���L�Q�W�H�U�H�V�D�Q�W�����H�����± �����������Ì�Q���P�D�U�H���P���V�X�U�����± 33,33%; Medie �± ���������������Ì�Q���P�L�F�����P���V�X�U�����± 

8,33%; Total �Q�H�L�Q�W�H�U�H�V�D�Q�W�����H����-. 

 

2. Cum apreciezi calitatea materialelor (resurselor) folosite/prezentate? 

�)�R�D�U�W�H���E�X�Q�����± �����������������%�X�Q�����± 33,33%; Medie �± 25%;  �6�O�D�E�����± �����)�R�D�U�W�H���V�O�D�E����-. 

 

3. �Ì�Q ce �P���V�X�U�� au fost stimulate interesul �.�L implicarea �S�D�U�W�L�F�L�S�D�Q�0�L�O�R�U�" 

�Ì�Q���I�R�D�U�W�H���P�D�U�H���P���V�X�U�����± �����������������Ì�Q���P�D�U�H���P���V�X�U�����± 62,50%; Medie �± ���������������Ì�Q���P�L�F�����P���V�X�U����-

�����Ì�Q���I�R�D�U�W�H���P�L�F�����P���V�X�U����-. 

 

4. Cum apreciezi, �v�Q general, activitatea de �D�V�W���]�L�" 

�)�R�D�U�W�H���E�X�Q�����± �����������������%�X�Q�����± 58,33%; Medie -�����6�O�D�E����-;  �)�R�D�U�W�H���V�O�D�E����-. 

 

5. Ce �0�L-a �S�O���F�X�W �v�Q mod deosebit? 

- Mi -�D���S�O���F�X�W���v�Q���P�R�G���G�H�R�V�H�E�L�W���V�L�P�S�O�X�O���I�D�S�W���F�����V-�D���F�R�P�X�Q�L�F�D�W���H�I�L�F�L�H�Q�W�����L���F�����V-a vorbit despre 

�F�H�Y�D���F�H���Q�H���L�Q�W�H�U�H�V�H�D�]�����v�Q���P�R�G���G�L�U�H�F�W���S�H���Q�R�L�����H�O�H�Y�L�L�� 

- �,�P�S�O�L�F�D�U�H�D���P�L�Q�L�P���D���X�Q�H�L���S�H�U�V�R�D�Q�H���G�L�Q���I�L�H�F�D�U�H���J�U�X�S�������L���v�Q�
�H�O�H�J�H�U�H�D���G�L�Q�W�U�H���F�R�R�U�G�R�Q�D�W�R�U�����L��

elevi; 

- �)�L�H�F�D�U�H���H�O�H�Y�����L-�D���F�R�P�X�Q�L�F�D�W���S���U�H�U�H�D�����L���D�X���I�R�V�W���G�L�V�F�X�
�L�L���L�Q�W�H�U�H�V�D�Q�W�H�����L���D�W�U�D�F�W�L�Y�H�� 

- Implicarea profesorului, interesul pe care l-�D���D�F�R�U�G�D�W�����G�D�U�����L���P�X�Q�F�D���G�H�S�X�V�����S�H�Q�W�U�X���S�U�H�]�H�Q�W�D�U�H�� 

- �/�L�E�H�U�W�D�W�H�D���G�H���H�[�S�U�L�P�D�U�H���D���H�O�H�Y�L�O�R�U�����L���S�U�R�I�H�V�R�U�L�O�R�U���S�D�U�W�L�F�L�S�D�Q�
�L�� 

- �)�D�S�W�X�O���F�����P�D�M�R�U�L�W�D�W�H�D���H�O�H�Y�L�O�R�U���S�U�H�]�H�Q�
�L���V-au �L�P�S�O�L�F�D�W���v�Q���P�D�U�H���P���V�X�U�����v�Q���G�H�]�E�D�W�H�U�H�D���G�L�I�H�U�L�W�H�O�R�U��

�G�L�V�F�X�
�L�L���S�X�U�W�D�W�H�� 

- Mi -�D���S�O���F�X�W���F�X�P���V-�D�X���L�P�S�O�L�F�D�W���H�O�H�Y�L�L�����F�H���U���V�S�X�Q�V�X�U�L���V-�D�X���G�D�W�����L���F�X�P���V-au implicat profesorii. 

 

6. Ce �v�P�E�X�Q���W���0�L�U�L ar putea fi aduse? 

- �1�X���V�X�Q�W���G�H���S���U�H�U�H���F�����D�U���I�L���Q�H�F�H�V�D�U�H���X�Q�H�O�H���v�P�E�X�Q���W���
�L�U�L�� 

- �3�U�H�]�H�Q�W�D�U�H���P�D�L���V�F�X�U�W���� 

- �0�D�L���P�X�O�W�H���P�D�W�H�U�L�D�O�H���L�Q�W�H�U�D�F�W�L�Y�H���F�D�U�H���V�����W�U�H�]�H�D�V�F�����F�X�U�L�R�]�L�W�D�W�H�D�����L���W�R�W�R�G�D�W�����L�Q�W�H�U�H�V�X�O�� 

- �Ì�P�E�X�Q���W���
�L�U�L���S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D���L�Q�I�R�U�P�D�
�L�L�O�R�U���F�k�W�����L���S�U�R�L�H�F�W���U�L�L���S�U�R�L�H�F�W�X�O�X�L�� 
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- �1�L���W�H���M�R�F�X�U�L���P�D�L���L�Q�W�H�U�D�F�W�L�Y�H�� 

- �3�U�R�I�H�V�R�U�L�L���V��-���L �v�Q�
�H�O�H�D�J�����P�D�L���E�L�Q�H���H�O�H�Y�L�L�����L���V�����V�H���S�X�Q�����G�L�Q���F�k�Q�G���v�Q���F�k�Q�G���v�Q���O�R�F�X�O���O�R�U�� 

- �&�D���S�U�R�I�H�V�R�U�L�L���V�����Q�H���v�Q�
�H�O�H�D�J�����P�D�L���P�X�O�W�����L�D�U���D�F�X�P���G�X�S�����F�H���D�X���D�X�]�L�W���S���U�H�U�L�O�H���Q�R�D�V�W�U�H���V�����V�H��

schimbe. 

 

7. Alte �R�E�V�H�U�Y�D�0�L�L�� 

- S-�D�U���S�X�W�H�D���I�R�O�R�V�L���I�L�O�P�X�O�H�
�H���v�Q���S�U�H�]�H�Q�W���U�L�� 

- �1�L�P�L�F�����V�D�X���G�D�F�����D�P���O�H���S���V�W�U�H�]���S�H�Q�W�U�X���P�L�Q�H�� 

- �6�����V�H���I�D�F�����P�D�L���G�H�V���D�V�W�I�H�O���G�H���D�F�W�L�Y�L�W���
�L�� 

- �&�R�O�D�E�R�U�D�U�H�D���F�R�R�U�G�R�Q�D�W�R�U�X�O�X�L���F�X���H�O�H�Y�L�L���D���I�R�V�W���E�H�Q�H�I�L�F���� 

- Mi -�D���S�O���F�X�W���F�����G�R�D�P�Q�D���S�U�R�I�H�V�R�D�U�����D���I�R�V�W���I�R�D�U�W�H���E�L�Q�H���S�U�H�J���W�L�W�������L���D���D�Y�X�W���W�R�W�X�O���E�L�Q�H���S�X�V���O�D��

punct. Se pot face mai des astfel de ore deschise. 

- Nimic. 
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PROCEDURA OPERATIONALA  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D��cu Alina 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-        09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H��modalitatile si responsabilitatile privind colectarea, sintetizarea si 

utilizarea periodica a opiniilor si propunerilor din partea elevilor si a altor factori 

interesati, interni si externi. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 Procedura are rolul de a  stabili modalitatile si responsabilitatile privind 

colectarea, sintetizarea si utilizarea periodica a opiniilor si propunerilor din partea 

elevilor si a altor factori interesati, interni si externi. 

 Aceasta procedura se aplica tuturor cadrelor didactice, elevilor si parintilor din 

cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea compartimentelor din �F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���S�X�E�O�L�F�H���� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic (Sefii de catedra si membrii catedrelor) ; 

2.  Conducere ;  

3.  �3�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����V�H�F�U�H�W�D�U�L�D�W�������E�L�E�O�L�R�W�H�F�������� 

4.   �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

6.1. �5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L�� �1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�Usitar; 

�ƒ Legea nr. 69/20011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L���$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.A. Consiliul de Administratie  

9. C.P. Consiliul Profesoral 

10. C.E.A.C. Comisia pentru Evaluarea si Asigurarea Calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

 Cadrele didactice au posibilitatea de a-si manifesta opiniile si de a face propuneri 

privind procesul educational  (in cadrul sedintelor C.P.), lunar (in cadrul sedintelor catedrei), 

semestrial (in cadrul sedintelor C.A.). Opiniile si propunerile cadrelor didactice exprimate in 

aceste contexte vor fi colectate si sintetizate de echipa manageriala a scolii. De asemenea, 

anual, cadrele didactice isi pot exprima opiniile si parerile completand chestionare elaborate 

de profesorii membrii in C.E.A.C.. Raportul asupra aplicarii acestor chestionare va fi realizat 

de profesorii membrii in C.E.A.C.. 

  

 Elevii au posibilitatea de a-si exprima opiniile si propunerile in diverse contexte, 

precum: orele de dirigintie, sedintele organismelor colective ale scolii in componenta carora 

intra si elevii (C.A., C.E.A.C.), chestionare. In fiecare an scolar va fi aplicat elevilor cel putin 

un chestionar in vederea colectarii si sintetizarii opiniilor si propunerilor privind procesul 

educational. 

  

 Parintii au posibilitatea de a-si exprima opiniile si propunerile in diverse contexte, 

precum: sedintele cu parintii, sedintele organismelor colective ale scolii in componenta carora 

intra si parintii (C.A., C.E.A.C.), sedintele Comitetului Reprezentativ al parintilor. Opiniile si 

parerile parintilor vor fi colectate si sintetizate de catre profesorii membri in C.E.A.C.. In 

fiecare an scolar va fi aplicat parintilor cel putin un chestionar in vederea colectarii si 

sintetizarii opiniilor si propunerilor privind procesul educational. 

  

 Alti factori interesati au posibilitatea de a-si exprima opiniile si propunerile in diverse 

contexte, precum: sedintele organismelor colective ale scolii in componenta carora intra si 

reprezentanti ai comunitatii locale (C.A., C.E.A.C.). 
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 La sfarsitul fiecarui an scolar se va elabora un raport in care vor fi sintetizate opiniile 

si propunerile elevilor, parintilor, cadrelor didactice si a altor factori interesati. Acest raport 

este elaborat de catre profesorii membri in C.E.A.C. pe baza rapoartelor primite de la celelalte 

cadre didactice care au responsabilitati in aplicarea acestei proceduri, anume sefii de comisii 

metodice. Rezultatele acestui raport vor fi luate in considerare la proiectarea documentelor 

manageriale ale scolii. 

 

�������&�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���D�O���ú�F�R�O�L�L���F�R�Q�Y�R�D�F�����F�R�Q�V�L�O�L�X�O���G�L�U�L�J�L�Q� �L�O�R�U�� 

 

2. Consilierul educativ �S�U�R�S�X�Q�H���S�U�R�I�H�V�R�U�L�O�R�U���G�L�U�L�J�L�Q� �L���F�K�H�V�W�L�R�Q�D�U�X�O���G�H���P���V�X�U�D�U�H���D���J�U�D�G�X�O�X�L���G�H 

�V�D�W�L�V�I�D�F� �L�H���D���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���H�G�X�F�D� �L�H�L�����H�O�H�Y�L�L��- �S���U�L�Q� �L�L���H�O�H�Y�L�O�R�U�� 

 

3. Consilierul educativ propune �R�� �V�H�U�L�H�� �G�H�� �F�K�H�V�W�L�R�Q�D�U�H�� �S�H�� �G�L�I�H�U�L�W�H�� �W�H�P�H�� �S�U�L�Q�� �F�D�U�H�� �V���� �V�H�� �I�D�F����

sondarea opiniilor elevilor, a familiilor acestora ���L�� �D���P�H�P�E�U�L�O�R�U���F�R�O�D�E�R�U�D�W�R�U�L���G�L�Q���F�R�P�X�Q�L�W�D�W�H�D��

�O�R�F�D�O���� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �v�Q�W�U�H�D�J�D�� �D�F�W�L�Y�L�W�D�W�H�� �G�H�V�I�����X�U�D�W�D�� �v�Q�� �X�Q�L�W�D�W�H�D�� ���F�R�O�D�U�� si �S�U�H�]�L�Q�W���� �L�W�H�P�L�L��

�F�K�H�V�W�L�R�Q�D�U�X�O�X�L���ú�L���V�F�R�S�X�O���D�F�H�V�W�X�L�D�� 

 

4. Consilierul educativ face instructajul profesorilor d�L�U�L�J�L�Q� �L�� �v�Q�� �Y�H�G�H�U�H�D�� �D�S�O�L�F���U�L�L��

chestionarului. 

 

�������&�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���I�L�[�H�D�]�����P�R�G�D�O�L�W�D�W�H�D���G�H���F�R�P�S�O�H�W�D�U�H���D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���G�H���F�D�W�U�H���H�O�H�Y�L���ú�L 

�S���U�L�Q� �L�L���H�O�H�Y�L�O�R�U�� 

 

�������3�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���F�R�P�X�Q�L�F�����V�H�F�U�H�W�D�U�L�D�W�X�O�X�L���Q�H�F�H�V�D�U�X�O���G�H���H�[�H�P�S�O�D�U�H�����v�Q���I�X�Q�F� �L�H���G�H���Q�X�P���U�X�O��

de �S���U�L�Q� �L���F�D�U�H���Y�R�U���I�L���F�K�H�V�W�L�R�Q�D� �L�� 

 

�������6�H�F�U�H�W�D�U�L�D�W�X�O���ú�F�R�O�L�L���P�X�O�W�L�S�O�L�F�����F�K�H�V�W�L�R�Q�D�U�X�O�� 

 

�������Ì�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���F�X���S���U�L�Q� �L�L�����S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���D�S�O�L�F�����F�K�H�V�W�L�R�Q�D�U�X�O�� 
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�������3�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���D�G�X�Q�����F�K�H�V�W�L�R�Q�D�U�H�O�H���F�R�P�S�O�H�W�D�W�H���ú�L���O�H���S�U�H�G�D�X���&�R�Q�V�L�O�L�H�U�X�O�X�L��educativ. 

 

���������&�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���F�H�Q�W�U�D�O�L�]�H�D�]�����U�H�]�X�O�W�D�W�H�O�H���ú�L���U�H�D�O�L�]�H�D�]�����L�Q�W�H�U�S�U�H�W�D�U�H�D���G�D�W�H�O�R�U�� 

 

���������&�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���F�R�P�X�Q�L�F�����U�H�]�X�O�W�D�W�H�O�H���F�K�H�V�W�L�R�Q�D�U�X�O�X�L���&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H���ú�L 

�&�R�P�L�V�L�H�L���G�H���(�Y�D�O�X�D�U�H���ú�L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W��� �L�L���G�L�Q���X�Q�L�W�D�W�H�� 

 

12. �'�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���F�R�P�X�Q�L�F�����U�H�]�X�O�W�D�W�H�O�H���F�K�H�V�W�L�R�Q�D�U�X�O�X�L���O�D���S�U�L�P�D���ú�H�G�L�Q� �����D���&�R�Q�V�L�O�L�X�O�X�L 

profesoral. 

 

�������� �&�(�$�&�� �D�Q�D�O�L�]�H�D�]���� �U�H�]�X�O�W�D�W�H�O�H�� �F�K�H�V�W�L�R�Q�D�U�X�O�X�L�� �ú�L�� �O�H�� �X�W�L�O�L�]�H�D�]���� �v�Q��documentele specifice �± 

analiza �6�:�2�7�����U�D�S�R�U�W�X�O���G�H���H�Y�D�O�X�D�U�H���L�Q�W�H�U�Q�������S�O�D�Q�X�O���G�H���v�P�E�X�Q���W��� �Lre. 

 

14. �7�R�
�L�� �I�D�F�W�R�U�L�L�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �v�Q�� �F�R�O�D�E�R�U�D�U�H�� �F�X�� �F�R�O�H�F�W�L�Y�X�O�� �G�H�� �F�D�G�U�H�� �G�L�G�D�F�W�L�F�H�� �V�W�D�E�L�O�H�V�F�� �R��

�V�W�U�D�W�H�J�L�H���G�H���O�X�F�U�X���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D���F�D�O�L�W���
�L�L���S�U�R�F�H�V�X�O�X�L���H�G�X�F�D�
�L�R�Q�D�O���� 

 

 

8.2. Monitorizarea procedurii 

  

 Monitorizarea aplicatii acestei proceduri se face de catre sefii comisiilor metodice, 

membrii Comisiei de Evaluare si Asigurare a Calitatii si de catre echipa manageriala a scolii. 

 

8.3. Modificarea procedurii 

  

 Ritmicitatea analizei procedurii este de un an scolar. Modificarea prezentei proceduri 

poate fi realizata de echipa manageriala si de C.E.A.C.  

 Modificarile vor fi validate de catre C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

Echipa manageriala a scolii are responsabilitatea de a colecta si de a sintetiza 

opiniile si propunerile cadrelor didactice manifestate cu diverse prilejuri (sedinte C.A., sedinte 

ale C.P., sedinte la nivelul cadrelor, etc.) 

 

Directorul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L are 

responsabilitatea de a colecta si sintetiza opiniile si propunerile elevilor, parintilor si altor 

factori interesati din cadrul sedintelor Consiliului Elevilor, Comitetului Reprezentativ al 

Parintilor, Consiliului de Administratie al Scolii. 

In ceea ce priveste procesul educational din cadrul Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L, coordonatorul C.E.A.C. are responsabilitatea de a 

colecta opiniile si propunerile reprezentantului elevilor, parintilor si comunitatii locale din 

cadrul C.E.A.C. in ceea ce priveste procesul educational din cadrul Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

De asemenea, coordonatorul C.E.A.C. are responsabilitatea de a monitoriza 

aplicarea acestei proceduri. 

 

Membrii  C.E.A.C. au responsabilitatea de a elabora chestionare referitoare la 

procesul educational din cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L si de 

a analiza rezultatele chestionarelor. Vor fi elaborate chestionare pentru elevi, parinti, cadre 

didactice si pentru alti membri ai comunitatii locale. 

 

Profesorii diriginti  au responsabilitatea de a aplica elevilor chestionarele si de a 

colecta si sintetiza opiniile si propunerile elevilor si parintilor manifestate in cadrul orelor de 

dirigintie si a sedintelor cu parintii. Centralizeaza datele si preda organizatorului procesului de 

colectare rezultatele (termenul de aplicare nu va depasi o saptamana, iar cel de interpretare nu 

va depasi 2 saptamani);  

 

Sefii de comisii metodice sau de compartimente instruiesc profesorii sau personalul 

din compartimente privind modul de completare a chestionarelor;  
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- Aplica chestionarele;  

- Centralizeaza datele;  

- Preda organizatorului procesului de colectare rezultatele (termenul de aplicare nu va depasi 

o saptamana, iar cel de interpretare nu va depasi 2 saptamani);  

 

Consilierul scolar  

- �v�Q�W�R�F�P�H�ú�W�H���F�K�H�V�W�L�R�Q�D�U�X�O���S�U�L�Y�L�W�R�U���O�D���R���S�U�R�E�O�H�P�����L�G�H�Q�W�L�I�L�F�D�W���� 

- �V�W�D�E�L�O�H�ú�W�H���H�ú�D�Q�W�L�R�Q�X�O���F���U�X�L�D���L���V�H���D�G�U�H�V�H�D�]�����F�K�H�V�W�L�R�Q�D�U�X�O�� 

-�L�Q�W�H�U�S�U�H�W�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H�O�H���� 

-�v�Q�W�R�F�P�H�ú�W�H���U�D�S�R�U�W�X�O���I�L�Q�D�O���D�V�X�S�U�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���D�S�O�L�F�D�W�H�� 

-�S�U�H�]�L�Q�W�����U�H�]�X�O�W�D�W�H�O�H���v�Q���&�R�P�L�V�L�D���S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Matricea responsabilitatilor        

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� ionale 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. Descrierea �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa nr. 1 

Etape Director 
Responsabil 

CEAC 
Consilier 

�ú�F�R�O�D�U 

Organizator 
proces 

colectare 
feed-back 

Operatori 

1. �Ì�Q�W�R�F�P�L�U�H�D��
chestionarului privitor la 
�R���S�U�R�E�O�H�P�����L�G�H�Q�W�L�I�L�F�D�W�� 

 D E   

2. Stabilirea 
�H�ú�D�Q�W�L�R�Q�X�O�X�L���F���U�X�L�D���L���V�H��
�D�G�U�H�V�H�D�]�����F�K�H�V�W�L�R�Q�D�U�X�O 

  D   

3. Multiplicarea 
chestionarelor    

E 

 
 

4. Alegerea operatorilor  D    

5. Instruirea operatorilor    C E 

6. Aplicarea 
chestionarelor 

    E 

�����6�W�U�k�Q�J�H�U�H�D��
chestionarelor 

   E E 

8. Interpretarea 
chestionarelor   

C 

E 
  

�������Ì�Q�W�R�F�P�L�U�H�D���U�D�S�R�U�W�X�O�X�L��
final  V 

C 

E 
  

10. Prezentarea 
rezultatelor  V E   

11. Propuneri de 
rezolvare a problemei A D    
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H�� �Y�D�O�R�U�L�O�H pe care �/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L 

doreste sa le promoveze, cat si a tintelor strategice propuse prin acesta, si anume: 

operationalitate; fezabilitate; consistenta; continuitate, flexibilitate si economicitate. 

Procedura are drept scop actualizarea prin comple�W�D�U�H���� �P�R�G�L�I�L�F�D�U�H�� �ú�L�� �U�H�Y�L�]uire a 

documentelor manageriale 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 Procedura stabileste valorile pe care unitatea doreste sa le promoveze, cat si a 

tintelor strategice propuse prin acesta, si anume: operationalitate; fezabilitate; 

consistenta; continuitate, flexibilitate si economicitate 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

portofoli �X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

Procedura reprezinta documentul de planificare manageriala a activitatii 

unitatii scolare si se aplica pentru toate domeniile de activitate ce vizeaza: 

- dezvoltarea curriculara; 

- dezvoltarea resurselor umane; 

- calitatea in educatie; 

- atragerea de resurse financiare si dezvoltarea bazei materiale; 

- dezvoltarea relatiilor comunitare; 

- adaptarea ofertei educationale a scolii in functie de cerinte; 

 Se vor monitoriza indicatorii generali de performanta si rezultatele care sa 

confirme succesul proiectului. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic (Sefii de catedra si membrii catedrelor) ; 

2.  Conducere ;  

3.  Personal didactic auxiliar;  

4.   �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L���� 
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b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D�� �(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H�� �Q�U�������� �������� cu modificarile si completarile 

ulterioare; 

�ƒ �2�U�G�L�Q�X�O�� �0�(�G�&�� �������������������������������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L���G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L���v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

9. C.E.A.C. Comisia pentru Evaluarea si Asigurarea Calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Generalitati 

 

�$�F�H�D�V�W�D���V�H���Y�D���I�D�F�H���L�Q���I�X�Q�F� �L�H���G�H���H�Y�R�O�X� �L�L�O�H���S�L�H� �H�L���H�G�X�F�D� �L�R�Q�D�O�H���ú�L���D���V�L�W�X�D� �L�H�L���X�Q�L�W���
�L�L la momentul 

�H�Y�D�O�X���U�L�L�� 

Revizuirea PAS �V�H�� �S�R�D�W�H�� �L�Q�L� �L�D�� �G�H�� �F���W�U�H�� �R�U�L�F�H�� �P�H�P�E�U�X�� �D�O�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �D�G�P�L�Q�L�V�W�U�D� �L�H���� �G�H��

�G�L�U�H�F�W�R�U�X�O�� �ú�F�R�O�L�L�� �V�D�X�� �G�H�� �������� �G�L�Q�� �F�R�U�S�X�O�� �S�U�R�I�H�V�R�U�D�O���� �5�H�Y�L�]�X�L�U�H�D�� �H�V�W�H�� �V�X�S�X�V���� �D�Y�L�]���U�L�L�� �F�R�U�S�X�O�X�L��

�S�U�R�I�H�V�R�U�D�O���ú�L���H�V�W�H���D�S�U�R�E�D�W�����G�H���F���W�U�H�� �&�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���D�O���X�Q�L�W���L�L. 

Modificarea �R�I�H�U�W�H�L�� �H�G�X�F�D� �L�R�Q�D�O�H�� �H�V�W�H�� �G�H�F�L�V�D�� �G�H�� �&�R�Q�V�L�O�L�X�O�� �G�H�� �D�G�P�L�Q�L�V�W�U�D� �L�H�� �O�D�� �S�U�R�S�X�Q�H�U�H�D��

�U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �ú�F�R�O�L�L���� �'�H�� �D�V�H�P�H�Q�H�D���� �P�R�G�L�I�L�F�D�U�H�D�� �R�I�H�U�W�H�L�� �H�G�X�F�D� �L�R�Q�D�O�H�� �S�R�D�W�H�� �I�L�� �S�U�R�S�X�V���� �G�H��

�F���W�U�H���R�U�L�F�H���P�H�P�E�U�X���D�O���&�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���V�L��trebuie aprobata de directorul unitatii �ú�L��

�G�H���&�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H�� 

 

�0�H�W�R�G�H�� �ú�L�� �L�Q�V�W�U�X�P�H�Q�W�H�� �G�H�� �G�L�D�J�Q�R�]���� �D�� �P�H�G�L�X�O�X�L�� �L�Q�W�H�U�Q�� �ú�L�� �H�[�W�H�U�Q�� �ú�L�� �D�� �V�D�W�L�V�I�D�F� �L�H�L�� �E�H�Q�H�I�L�F�L�D�U�L�O�R�U��

�I�D� ���� �G�H�� �V�H�U�Y�L�F�L�L�O�H�� �H�G�X�F�D� �L�R�Q�D�O�H�� �R�I�H�U�L�W�H�� �v�Q�� �F�R�Q�F�R�U�G�D�Q� ���� �F�X�� �V�F�K�L�P�E���U�L�O�H�� �F�D�U�H�� �D�S�D�U�� �S�H�� �S�L�D� �D��

�H�G�X�F�D� �L�R�Q�D�O�� 

 

Analiza mediului �H�[�W�H�U�Q���ú�L���L�Q�W�H�U�Q���V�H���Y�D���U�H�D�O�L�]�D���G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�X�O�X�O���X�Q�L�W���
�L�L. Analiza va fi 

�G�H���W�L�S���6�:�2�7���ú�L���V�H���Y�D���E�D�]�D���S�H���F�K�H�V�W�L�R�Q�D�U�H���F�D�U�H���V�H���Y�R�U���G�D���H�O�H�Y�L�O�R�U�����S�U�R�I�H�V�R�U�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U�����,�Q��

�F�H�H�D�� �F�H�� �S�U�L�Y�H�ú�W�H�� �D�Q�D�O�L�]�D�� �P�H�G�L�X�O�X�L�� �H�[�W�H�U�Q���� �V�H�� �Y�D�� �U�H�D�O�L�]�D�� �R�� �P�R�Q�L�W�R�U�L�]�D�U�H�� �D�W�H�Q�W���� �D rapoartelor 

�H�P�L�V�H���G�H���0�L�Q�L�V�W�H�U�X�O���(�G�X�F�D� �L�H�L �1�D�
�L�R�Q�D�O�H�����,�Q�V�S�H�F�W�R�U�D�W�X�O���ù�F�R�O�D�U���D�O���-�X�G�H� �X�O�X�L��Dolj �ú�L���D�O�W�H���L�Q�V�W�L�W�X� �L�L��

�V�D�X���H�Q�W�L�W��� �L���F�D�U�H���U�H�D�O�L�]�H�D�]�����V�W�X�G�L�L���v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D� �L�R�Q�D�O. 

 

8.2. Procedura propiu-zisa 

 

 - Stabilirea bazei conceptuale ce sta la baza intocmirii si revizuirii planului de actiune 

al scolii; 

 - Reactualizarea, daca este cazul, a componentelor de structura ale Proiectului; 

 - Analiza si actualizarea viziunii si misiunii �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

Mace�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 
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 - Reanalizarea periodica a mediului intern si mediului extern in scopul stabilirii 

domeniilor prioritare de dezvoltare regionala ce impun calificarile cerute pe piata fortei de 

munca locala si regionala; 

 - Reanalizarea analizei SWOT; 

 - Analizarea si reactualizarea prioritatilor nationale si a obiectivelor derivate din 

acestea; 

 - Analizarea periodica a strategiei si resurselor umane, materiale si financiare; 

 - Actualizarea planurilor operationale si a indicatorilor generali de performanta; 

 - Aplicarea itemilor de evaluare pe intreaga perioada de implementare a proiectului; 

 - Monitorizarea si evaluarea de catre membrii in C.E.A.C., in functie de 

responsabilitatile specifice, a modului de atingere a indicatorilor de performanta pentru 

determinarea succesului strategiilor propuse prin PAS. 

 

8.3. Monitorizarea 

 

 Implementarea procedurii va fi monitorizata si analizata in cadrul Comisiei pentru 

evaluarea si asigurarea calitatii, pentru a se determina gradul de realizare  a indicatorilor de 

performanta si gasirea unor modalitati de imbunatatire a activitatii. 

 

8.4. Obiective 

 

 Aceasta procedura are in vedere urmatoarele obiective: 

�x analiza abordarii problemelor calitatii �± principii, politici; 

�x analiza anuala a modului de implementare a curricumului si luarea masurilor 

care se impun pentru aplicarea lui eficienta pe toate formele de scolarizare; 

�x analiza extinderii parteneriatelor cu agentii economici; 

�x analiza culturii calitatii cu participarea tuturor partilor interesate; 

�x analizarea unor indicatori relevanti ai calitatii si introducerea de mecanisme de 

evaluare interna a acestora; 

�x analiza celor mai bune practici in domeniul asigurarii calitatii; 
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�x analiza rezultatelor obtinute in eficientizarea procesului intructiv �± educativ, 

prin aplicarea noilor metode de predare �± invatare; 

�x analiza modului de desfasurare si a rezultatelor examenelor de absolvire; 

�x statistici privind oferta pietei fortei de munca si orientarea elevilor; 

�x analiza rezultatelor obtinute in urma campaniei publicitare; 

�x analiza modului de derulare a contractelor de colaborare si sponsorizare cu 

agentii economici; 

�x analiza modului de constituire si realizare a bugetului de venituri si cheltuieli; 

�x analiza realizarii planului de investitii si reparatii propus, astfel incat sa fie 

respectate termenele trecute in proiect; 

�x statistici privind optiunile elevilor si planul de scolarizare; 

�x relationarea unitatii scolare cu mediul social, cultural si economic al 

comunitatii; 

�x arhivarea si pastrarea tuturor documentelor scolare, conform normelor legale; 

 

8.4.  Observatie 

 

 Activitatea se desfasoara permanent, pe intreaga durata de implementare a PAS �± ului. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 Procedura este pusa in aplicare de catre echipa manageriala si monitorizata de catre 

membrii C.E.A.C. 

 

 

Nr. 

Crt.  

Compartimentul 

���S�R�V�W�X�O�����D�F� �L�X�Q�H�D��

���R�S�H�U�D� �L�X�Q�H�D�� 

I  II  III  IV  V 

0 1 2 3 4 5  

1  E     

2   V    

3    A   

4     Ap.  

5      Ah. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
SELECTIA MEMBRILOR COMISIEI DE 

EVALUARE SI ASIGURARE A CALITATII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
21 

Cod: P.O. 21 
Pagina     din   14 
Exemplar nr.:  

 

 75 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa �V�W�D�E�L�O�H�D�V�F�D���F�R�P�S�R�Q�H�Q� �D���&�R�P�L�V�L�H�L���G�H��

�H�Y�D�O�X�D�U�H�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �Q�R�U�P�D�W�L�Y�H�O�H�� �v�Q�� �Y�L�J�R�D�U�H la nivelul  

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

 

- Alegerea unor cadre didactice care pot proba competente profesionale, 

�L�Q�W�H�O�H�F�W�X�D�O�H�����R�U�J�D�Q�L�]�D�
�L�R�Q�D�O�H���V�L���P�R�U�D�O�H���F�R�U�H�V�S�X�Q�]���W�R�D�U�H. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii de invatamant;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii cu caracter permanent �± comisii metodice; 

5. Consiliul profesoral si de administratie; 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consiliul profesoral si de administratie 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ Standardele de �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ �2���0�������������������������������������S�U�L�Y�L�Q�G���D�S�U�R�E�D�U�H�D���&�R�G�X�O�X�L���G�H���H�W�L�F�����S�U�R�I�H�V�L�R�Q�D�O�����D�O��

�H�[�S�H�U� �L�O�R�U�����v�Q�����H�Y�D�O�X�D�U�H���ú�L�����D�F�U�H�G�L�W�D�U�H�����D�L�����$�J�H�Q� �L�H�L�����5�R�P�k�Q�H�����G�H�����$�V�L�J�X�U�D�U�H�����D���&�D�O�L�W��� �L�L���v�Q��

�Ì�Q�Y��� ���P�k�Q�W�X�O���3�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a.RI 

 �E�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�Hi 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�Pponente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

 

8.1. �/�D���v�Q�F�H�S�X�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U�����F�R�R�U�G�R�Q�D�W�R�U�X�O���&�(�$�&���F�R�P�X�Q�L�F�����H�W�D�S�D���G�H���U�H�D�F�W�X�D�O�L�]�D�U�H��

�D���F�R�P�S�R�Q�H�Q� �H�L���&�(�$�&�����F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���G�L�Q���ú�F�R�D�O�������U�H�S�U�H�]�H�Q�W�D�Q�W�X�O�X�L��Consiliului consultativ 

�D�O���H�O�H�Y�L�O�R�U�����S�U�H�ú�H�G�L�Q�W�H�O�X�L���&�R�Q�V�L�O�L�X�O�X�L���F�R�Q�V�X�O�W�D�W�L�Y���D�O���S���U�L�Q� �L�O�R�U���ú�L���P�D�Q�D�J�H�U�X�O�X�L���ú�F�R�O�L�L�� 

 

8.2. �&�R�R�U�G�R�Q�D�W�R�U�X�O���&�(�$�&���D�I�L�úe�D�]�����F�R�Q�G�L� �L�L�O�H���S�H���F�D�U�H���W�U�H�E�X�L�H���V�����O�H���v�Q�G�H�S�O�L�Q�H�D�V�F����

�P�H�P�E�U�L�L���&�(�$�&�����H�[�W�U�D�V���G�L�Q���&�R�G�X�O���G�H���H�W�L�F�����S�U�R�I�H�V�L�R�Q�D�O�����D�O���H�[�S�H�U� �L�O�R�U���v�Q���H�Y�D�O�X�D�U�H���ú�L���D�F�U�H�G�L�W�D�U�H��

ai ARACIP). 

 

�����������'�H�S�X�Q�H�U�H�D���X�Q�H�L���F�H�U�H�U�L���ú�L�����D���X�Q�H�L���V�F�U�L�V�R�U�L���G�H���L�Q�W�H�Q� �L�H���v�Q�V�R� �L�W�H�����G�H���X�Q���F�X�U�U�L�F�X�O�X�P��

vitae. 

 

�����������3�U�H�]�H�Q�W�D�U�H�D���F�D�Q�G�L�G�D� �L�O�R�U���v�Q�����&�R�Q�V�L�O�L�X�O���3�U�R�I�H�V�R�U�D�O���G�H���V�W�D�E�L�O�L�U�H���D���F�R�P�L�V�L�L�O�R�U���G�H���O�X�F�U�X��

�G�L�Q���ú�F�R�D�O������ 

 

8.5. Argumentar�H�D���G�H���F���W�U�H���F�D�Q�G�L�G�D� �L�����D���R�S�R�U�W�X�Q�L�W��� �L�L���R�S� �L�X�Q�L�L���O�R�U�����S�U�H�F�X�P���ú�L���D���X�Q�R�U��

�S�U�R�S�X�Q�H�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L���G�L�Q���ú�F�R�D�O�����S�H���X�Q���D�Q�X�P�L�W���G�R�P�H�Q�L�X�� 

 

�����������$�O�H�J�H�U�H�D���G�H���F���W�U�H���&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����S�U�L�Q���Y�R�W���V�H�F�U�H�W�����D���U�H�S�U�H�]�H�Q�W�D�Q� �L�O�R�U���F�D�G�U�H�O�R�U��

didactice. 

 

���������$�I�L�ú�D�Uea rezultatelor. 
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Monitorizarea procedurii. 

  �6�H���I�D�F�H���G�H���F���W�U�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���&�R�P�L�V�L�H�L���G�H���(�Y�D�O�X�D�U�H���ú�L���$�V�L�J�X�U�D�U�H�D���D���&�D�O�L�W��� �L�L���ú�L��

�P�D�Q�D�J�H�U�L�L���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

Analiza procedurii. 

 �5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1. �0�H�P�E�U�L�L�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �U���V�S�X�Q�G�� �G�H�� �H�O�D�E�R�U�D�U�H�D�� �F�R�Q� �L�Q�X�W�X�O�X�L�� �3�U�R�F�H�G�X�U�L�L��

�G�H���V�H�O�H�F� �L�H���D���P�H�P�E�U�L�O�R�U���&�(�$�&�� 

 

9.2. �&�R�Q�V�L�O�L�X�O�� �S�U�R�I�H�V�R�U�D�O�� �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �D�O�H�J�H�U�H�D�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �G�L�Q�� �F�R�P�S�R�Q�H�Q� �H�L��

�&�(�$�&�����v�Q��conformitate cu prevederile prezentei proceduri. 

 

9.3. Directorul �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �F�R�R�U�G�R�Q�D�W�R�U�X�O�� �&���(���$���&���� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �G�H��

implementarea prezentei proceduri; 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. Lista �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L procedurale  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1.  Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D��cu Alina 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa ajute la intocmirea unei situatii exacte 

�S�U�L�Y�L�Q�G���W�U�D�V�H�X�O���R�F�X�S�D�
ional al absolventilor. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

- �3�U�R�F�H�G�X�U�D���Y�D���I�L���D�S�O�L�F�D�W�����G�H���F���W�U�H���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�����L�Q���V�S�H�F�L�D�O���G�H���G�L�U�L�J�L�Q� �L�����V�D�X��

responsabilii claselor terminale. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

por�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii scolare; 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�Hi 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�(�Y�D�O�X�D�U�H�D�� �H�V�W�H�� �X�Q�� �S�U�R�F�H�V�� �G�L�G�D�F�W�L�F�� �F�R�P�S�O�H�[���� �L�Q�W�H�J�U�D�W�� �V�W�U�X�F�W�X�U�D�O�� �ú�L�� �I�X�Q�F� �L�R�Q�D�O�� �v�Q��

activitatea �X�Q�L�W���
�L�L���� �7�H�R�U�L�D�� �ú�L�� �S�U�D�F�W�L�F�D�� �H�Y�D�O�X���U�L�L�� �v�Q�� �H�G�X�F�D� �L�H�� �v�Q�U�H�J�L�V�W�U�H�D�]���� �R�� �P�D�U�H�� �Y�D�U�L�H�W�D�W�H�� �G�H��

�P�R�G�X�U�L���G�H���D�E�R�U�G�D�U�H���ú�L���G�H���v�Q� �H�O�H�J�H�U�H���D���U�R�O�X�O�X�L���D�F� �L�X�Q�L�O�R�U���H�Y�D�O�X�D�W�L�Y�H�����G�D�U���Q�R�X�O���&�X�U�U�L�F�X�O�X�P���S�H�Q�W�U�X��

�v�Q�Y��� ���P�k�Q�W�X�O�� �ú�F�R�O�D�U�� �S�U�H�I�L�J�X�U�H�D�]���� �S�U�L�Q�W�U�H�� �W�H�Q�G�L�Q� �H�O�H�� �G�H�� �V�F�K�L�P�E�D�U�H�� �ú�L�� �G�L�Y�H�U�V�L�I�L�F�D�U�H�D��strategiilor 

�G�H�� �S�U�H�G�D�U�H�� �ú�L�� �D�F�R�U�G���� �R�� �D�O�W���� �L�P�S�R�U�W�D�Q� ���� �S�U�R�F�H�V�X�O�X�L�� �G�H�� �H�Y�D�O�X�D�U�H���� �3�U�L�Q�� �H�Y�D�O�X�D�U�H�� �V�H�� �X�U�P���U�H�ú�W�H��

progresul elevului �v�Q���U�D�S�R�U�W���F�X���H�O���v�Q�V�X�ú�L���ú�L���P�D�L���S�X� �L�Q���R���U�D�S�R�U�W�D�U�H���O�D���Q�R�U�P�H���G�H���J�U�X�S�����U�H�O�D�W�L�Y�H���� 

 

�3�U�R�F�H�G�X�U�D�� �D�� �I�R�V�W�� �D�O�F���W�X�L�W���� �S�H�Q�W�U�X�� �D�� �V�H�� �v�Q�W�R�F�P�L�� �R�� �V�L�W�X�D� �L�H�� �H�[�D�F�W���� �S�U�L�Y�L�Q�G�� �W�U�D�V�H�X�O��

�R�F�X�S�D� �L�R�Q�D�O���D�O���D�E�V�R�O�Y�H�Q� �L�O�R�U�����G�H���J�U�D�G�L�Q�L�W�D�����G�H���L�Q�Y�D�W�D�P�D�Q�W���S�U�L�P�D�U�����G�H���L�Q�Y�D�W�D�P�D�Q�W���J�L�P�Q�D�]�L�D�O�����G�H��

invatamant liceal, etc.).  

 

Aceasta situatie trebuie sa scoata in evidenta daca absolventii formelor de invatamant 

din institutia noastra indeplinesc cerintele, competentele din etapele superioare, daca sunt 

indeplinite criteriile de standarde nationale.  

 

Pentru fiecare absolvent, periodic, se va face o caracterizare care sa contina si 

rezultatele scolare sau profesionale.  

 

Monitorizarea absolventilor se va face pe timp de 5 ani de la absolvire a unei forme de 

invatamant din unitatea noastra. 

 

8.2. Evaluarea elevilor 

 

�(�Y�D�O�X�D�U�H�D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �O�D�� �v�Q�Y��� ���W�X�U���� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �P�R�G�� �U�L�W�P�L�F���� �S�H�� �S�D�U�F�X�U�V�X�O��

�V�H�P�H�V�W�U�H�O�R�U���V�D�X���v�Q���Y�D�F�D�Q� �H�O�H���ú�F�R�O�D�U�H�����F�R�Q�I�R�U�P���S�U�H�Y�H�G�H�U�L�O�R�U���0�L�Q�L�V�W�H�U�X�O�X�L���(�G�X�F�D� �L�H�L���1�D�
�L�R�Q�D�O�H.  

�)�L�H�F�D�U�H�� �V�H�P�H�V�W�U�X�� �F�X�S�U�L�Q�G�H�� �ú�L�� �S�H�U�L�R�D�G�H�� �G�H�� �F�R�Q�V�R�O�L�G�D�U�H�� �ú�L�� �G�H�� �H�Y�D�O�X�D�U�H�� �D�� �F�R�P�S�H�W�H�Q� �H�O�R�U 

�G�R�E�k�Q�G�L�W�H���G�H���H�O�H�Y�L�����Ì�Q���D�F�H�V�W�H���S�H�U�L�R�D�G�H���V�H���X�U�P���U�H�ú�W�H�� 
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a) ameliorarea rezultatelor procesului de predare-�v�Q�Y��� �D�U�H���� 

�E�����I�L�[�D�U�H�D���ú�L���V�L�V�W�H�P�D�W�L�]�D�U�H�D���F�X�Q�R�ú�W�L�Q� �H�O�R�U���� 

�F���� �V�W�L�P�X�O�D�U�H�D�� �H�O�H�Y�L�O�R�U�� �F�X�� �U�L�W�P�� �O�H�Q�W�� �G�H�� �v�Q�Y��� �D�U�H�� �V�D�X�� �F�X�� �D�O�W�H�� �G�L�I�L�F�X�O�W��� �L�� �v�Q�� �G�R�E�k�Q�G�L�U�H�D��

�F�X�Q�R�ú�W�L�Q� �H�O�R�U�����G�H�S�U�L�Q�G�H�U�L�O�R�U���ú�L���D�W�L�W�X�G�L�Q�L�O�R�U���� 

�G�����V�W�L�P�X�O�D�U�H�D���S�U�H�J���W�L�U�L�L���H�O�H�Y�L�O�R�U���F�D�S�D�E�L�O�L���G�H���S�H�U�I�R�U�P�D�Q� ������ 

�,�Q�V�W�U�X�P�H�Q�W�H�O�H���G�H���H�Y�D�O�X�D�U�H���V�H���V�W�D�E�L�O�H�V�F���v�Q���I�X�Q�F� �L�H���G�H���Y�k�U�V�W�D���ú�L���G�H���S�D�U�W�L�F�X�O�D�U�L�W��� �L�O�H���S�V�L�K�R-

�S�H�G�D�J�R�J�L�F�H���D�O�H���H�O�H�Y�L�O�R�U���ú�L���G�H���V�S�H�F�L�I�L�F�X�O���I�L�H�F���U�H�L���G�L�V�F�L�S�O�L�Q�H�����$�F�H�V�W�H�D pot fi:  

�D�����O�X�F�U���U�L���V�F�U�L�V�H���� 

�E�����D�F�W�L�Y�L�W��� �L���S�U�D�F�W�L�F�H���� 

�F�����U�H�I�H�U�D�W�H���ú�L���S�U�R�L�H�F�W�H���� 

d) interviuri;  

e) portofolii;  

�I�����D�O�W�H���L�Q�V�W�U�X�P�H�Q�W�H���V�W�D�E�L�O�L�W�H���G�H���F�D�W�H�G�U�H�O�H���F�R�P�L�V�L�L�O�H���P�H�W�R�G�L�F�H���ú�L���D�S�U�R�E�D�W�H���G�H���G�L�U�H�F�W�R�U���V�D�X��

�H�O�D�E�R�U�D�W�H���G�H���0�L�Q�L�V�W�H�U�X�O���(�G�X�F�D� �L�H�L��Nationale ori de in�V�S�H�F�W�R�U�D�W�X�O���ú�F�R�O�D�U���� 

�Ì�Q�� �v�Q�Y��� ���P�k�Q�W�X�O�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���� �H�Y�D�O�X���U�L�O�H�� �V�H�� �F�R�Q�F�U�H�W�L�]�H�D�]������ �G�H�� �U�H�J�X�O������ �S�U�L�Q�� �Q�R�W�H���G�H�� �O�D��

������ �O�D�� ������ �Ì�Q�� �F�O�D�V�H�O�H�� �G�L�Q�� �v�Q�Y��� ���P�k�Q�W�X�O�� �S�U�L�P�D�U���� �D�S�U�H�F�L�H�U�H�D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �H�O�H�Y�L�O�R�U�� �V�H�� �I�D�F�H�� �S�U�L�Q��

�F�D�O�L�I�L�F�D�W�L�Y�H���V�D�X���S�U�L�Q���D�O�W�H���I�R�U�P�H���G�H���D�S�U�H�F�L�H�U�H�����U�H�V�S�H�F�W�k�Q�G���U�H�J�O�H�P�H�Q�W���U�L�O�H���0�L�Q�L�V�W�H�U�X�O�X�L���(�G�X�F�D� �L�H�L��

�1�D�
�L�R�Q�D�O�H.  

�1�R�W�H�O�H���F�D�O�L�I�L�F�D�W�L�Y�H�O�H�� �D�F�R�U�G�D�W�H�� �V�H�� �F�R�P�X�Q�L�F������ �v�Q�� �P�R�G�� �R�E�O�L�J�D�W�R�U�L�X���� �H�O�H�Y�L�O�R�U���� �V�H�� �W�U�H�F�� �v�Q��

�F�D�W�D�O�R�J���ú�L���v�Q���F�D�U�Q�H�W�X�O���G�H���H�O�H�Y�����G�H���F���W�U�H���S�U�R�I�H�V�R�U�X�O���v�Q�Y��� ���W�R�U�X�O���F�D�U�H���O�H���D�F�R�U�G�����ú�L���V�H���F�R�P�H�Q�W�H�D�]����

�F�X���S���U�L�Q� �L�L���� 

�1�X�P���U�X�O���G�H���Q�R�W�H���D�F�R�U�G�D�W�H���I�L�H�F���U�X�L���H�O�H�Y�����O�D���I�L�H�F�D�U�H���G�L�V�F�L�S�O�L�Q�����G�H���V�W�X�G�L�X�����H�[�F�O�X�V�L�Y���Q�R�W�D���G�H��

�O�D���W�H�]�������W�U�H�E�X�L�H���V�����I�L�H���F�H�O���S�X� �L�Q���H�J�D�O���F�X���Q�X�P���U�X�O���V���S�W���P�k�Q�D�O���G�H���R�U�H���G�H���F�X�U�V���S�U�H�Y���]�X�W���v�Q���S�O�D�Q�X�O��

�G�H�� �v�Q�Y��� ���P�k�Q�W���� �)�D�F�� �H�[�F�H�S� �L�H�� �G�L�V�F�L�S�O�L�Q�H�O�H�� �F�X�� �R�� �R�U���� �G�H�� �F�X�U�V�� �S�H�� �V���S�W���P�k�Q������ �O�D�� �F�D�U�H���Q�X�P���U�X�O��

�P�L�Q�L�P���G�H���Q�R�W�H���F�D�O�L�I�L�F�D�W�L�Y�H���H�V�W�H���G�H���G�R�X������ 

�(�O�H�Y�L�L���D�I�O�D� �L���v�Q���V�L�W�X�D� �L�H���G�H���F�R�U�L�J�H�Q� �����Y�R�U���D�Y�H�D���F�X���F�H�O���S�X� �L�Q���R���Q�R�W�������X�Q���F�D�O�L�I�L�F�D�W�L�Y���v�Q���S�O�X�V��

�I�D� ���� �G�H�� �Q�X�P���U�X�O�� �G�H�� �Q�R�W�H���F�D�O�L�I�L�F�D�W�L�Y�H�� �S�U�H�Y���]�X�W�� �O�D�� �D�O�L�Q�H�D�W�X�O�� �S�U�H�]�H�Q�W�D�W�� �D�Q�W�H�U�L�R�U, ultima 

�Q�R�W�����X�O�W�L�P�X�O���F�D�O�L�I�L�F�D�W�L�Y���I�L�L�Q�G���D�F�R�U�G�D�W�����G�H���U�H�J�X�O�������v�Q���X�O�W�L�P�H�O�H���G�R�X�����V���S�W���P�k�Q�L���D�O�H���V�H�P�H�V�W�U�X�O�X�L���� 

�'�L�V�F�L�S�O�L�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �V�X�V� �L�Q�� �W�H�]�H�� �V�H�� �V�W�D�E�L�O�H�V�F�� �G�H�� �0�L�Q�L�V�W�H�U�X�O�� �(�G�X�F�D� �L�H�L���1�D�
�L�R�Q�D�O�H. 

�7�H�]�H�O�H���V�H���V�X�V� �L�Q���v�Q�F�H�S�k�Q�G���F�X���D���G�R�X�D���M�X�P���W�D�W�H���D���V�H�P�H�V�W�U�X�O�X�L�� 
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�1�R�W�H�O�H���O�D���W�H�]�H�����F�X���R���S�R�Q�G�H�U�H���G�H�����������G�L�Q���P�H�G�L�D���V�H�P�H�V�W�U�L�D�O�������V�H���D�Q�D�O�L�]�H�D�]�����F�X���H�O�H�Y�L�L���v�Q�W�U-

�R�� �R�U���� �ú�F�R�O�D�U���� �V�S�H�F�L�D�O�� �G�H�V�W�L�Q�D�W���� �ú�L�� �V�H�� �W�U�H�F�� �v�Q�� �F�D�W�D�O�R�J�� �F�X�� �F�H�O�� �S�X� �L�Q�� �G�R�X���� �V���S�W���P�k�Q�L�� �v�Q�D�L�Q�W�H�D��

�v�Q�F�K�H�L�H�U�L�L���V�H�P�H�V�W�U�X�O�X�L���� 

�7�H�]�H�O�H�� �V�H�� �S���V�W�U�H�D�]���� �v�Q�� �ú�F�R�D�O���� �S�k�Q���� �O�D�� �V�I�k�U�ú�L�W�X�O�� �D�Q�X�O�X�L�� �ú�F�R�O�D�U�� �ú�L�� �S�R�W�� �I�L�� �F�R�Q�V�X�O�W�D�W�H�� �G�H��

�S���U�L�Q� �L�L�� �H�O�H�Y�L�O�R�U���� �v�Q�� �S�U�H�]�H�Q� �D�� �S�U�R�I�H�V�R�U�X�O�X�L�� �F�D�U�H�� �S�U�H�G���� �G�L�V�F�L�S�O�L�Q�D�� �G�H�� �V�W�X�G�L�X�� �U�H�V�S�H�F�W�L�Y���� �ú�L�� �F�D�U�H�� �D��

acordat nota.  

8.3. �Ì�Q�F�K�H�L�H�U�H�D���V�L�W�X�D� �L�H�L���ú�F�R�O�D�U�H  

�/�D���V�I�k�U�ú�L�W�X�O���I�L�H�F���U�X�L���V�H�P�H�V�W�U�X���ú�L���O�D���v�Q�F�K�H�L�H�U�H�D���D�Q�X�O�X�L���ú�F�R�O�D�U�����v�Q�Y��� ���W�R�U�L�L���ú�L���S�U�R�I�H�V�R�U�L�L���D�X��

�R�E�O�L�J�D� �L�D���V�����v�Q�F�K�H�L�H���V�L�W�X�D� �L�D���ú�F�R�O�D�U�����D���H�O�H�Y�L�O�R�U���� 

�/�D�� �V�I�k�U�ú�L�W�X�O�� �I�L�H�F���U�X�L�� �V�H�P�H�V�W�U�X���� �v�Q�Y��� ���W�R�U�X�O���G�L�U�L�J�L�Q�W�H�O�H�� �F�R�Q�V�X�O�W���� �F�R�Q�V�L�O�L�X�O�� �F�O�D�V�H�L�� �S�H�Q�W�U�X��

�H�O�D�E�R�U�D�U�H�D���D�S�U�H�F�L�H�U�L�L���D�V�X�S�U�D���V�L�W�X�D� �L�H�L���ú�F�R�O�D�U�H���D���I�L�H�F���U�X�L���H�O�H�Y���� 

�/�D�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q���� �G�H�� �V�W�X�G�L�X���� �P�H�G�L�D�� �V�H�P�H�V�W�U�L�D�O���� �V�H�� �F�R�Q�V�L�G�H�U���� �O�H�J�D�O�� �F�R�Q�V�W�L�W�X�L�W���� �G�D�F����

�H�V�W�H���F�D�O�F�X�O�D�W�� �G�L�Q���Q�X�P���U�X�O���G�H���Q�R�W�H���S�U�H�Y���]�X�W.  

�0�H�G�L�D�� �O�D�� �H�Y�D�O�X�D�U�H�D�� �S�H�U�L�R�G�L�F���� �H�V�W�H�� �P�H�G�L�D�� �D�U�L�W�P�H�W�L�F���� �D�� �Q�R�W�H�O�R�U�� �v�Q�V�F�U�L�V�H�� �v�Q�� �F�D�W�D�O�R�J���� �F�X��

�H�[�F�H�S� �L�D���Q�R�W�H�L���G�H���O�D���W�H�]�������P�H�G�L�H���F�D�O�F�X�O�D�W�����F�X���G�R�X�����]�H�F�L�P�D�O�H���H�[�D�F�W�H�����I���U�� rotunjire.  

�/�D�� �G�L�V�F�L�S�O�L�Q�H�O�H�� �G�H�� �V�W�X�G�L�X���� �O�D�� �F�D�U�H�� �Q�X�� �V�H�� �V�X�V� �L�Q�H�� �W�H�]������ �P�H�G�L�D�� �V�H�P�H�V�W�U�L�D�O���� �V�H�� �R�E� �L�Q�H�� �S�U�L�Q��

�U�R�W�X�Q�M�L�U�H�D���P�H�G�L�H�L���G�H���O�D���H�Y�D�O�X�D�U�H�D���S�H�U�L�R�G�L�F�����O�D���F�H�O���P�D�L���D�S�U�R�S�L�D�W���Q�X�P���U���v�Q�W�U�H�J�����/�D���R���G�L�I�H�U�H�Q� �����G�H��

�������G�H���V�X�W�L�P�L�����U�R�W�X�Q�M�L�U�H�D���V�H���I�D�F�H���v�Q���I�D�Y�R�D�U�H�D���H�O�H�Y�X�O�X�L���� 

La �G�L�V�F�L�S�O�L�Q�H�O�H���G�H���V�W�X�G�L�X�����O�D���F�D�U�H���V�H���V�X�V� �L�Q�H���W�H�]�������P�H�G�L�D���V�H�P�H�V�W�U�L�D�O�����V�H���F�D�O�F�X�O�H�D�]�����D�V�W�I�H�O����

�����P�H�G�L�D�� �V�H�P�H�V�W�U�L�D�O��� �����0���7�������´���� �X�Q�G�H�� �����0�´�� �U�H�S�U�H�]�L�Q�W���� �P�H�G�L�D�� �O�D�� �H�Y�D�O�X�D�U�H�D�� �S�H�U�L�R�G�L�F������ �L�D�U�� �����7�´��

�U�H�S�U�H�]�L�Q�W���� �Q�R�W�D�� �R�E� �L�Q�X�W���� �O�D�� �W�H�]������ �1�R�W�D�� �D�V�W�I�H�O�� �R�E� �L�Q�X�W���� �V�H�� �U�R�W�X�Q�M�H�ú�W�H�� �O�D�� �F�H�O���P�D�L�� �D�S�U�R�S�L�D�W�� �Q�X�P���U��

�v�Q�W�U�H�J�����O�D���R���G�L�I�H�U�H�Q� �����G�H���������G�H���V�X�W�L�P�L�����U�R�W�X�Q�M�L�U�H�D���V�H���I�D�F�H���v�Q���I�D�Y�R�D�U�H�D���H�O�H�Y�X�O�X�L���� 

�0�H�G�L�D�� �D�Q�X�D�O���� �O�D�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q���� �H�V�W�H�� �G�D�W���� �G�H�� �P�H�G�L�D�� �D�U�L�W�P�H�W�L�F���� �D�� �F�H�O�R�U�� �G�R�X���� �P�H�G�L�L��

�V�H�P�H�V�W�U�L�D�O�H���� �F�D�O�F�X�O�D�W���� �F�X�� �G�R�X���� �]�H�F�L�P�D�O�H�� �H�[�D�F�W�H���� �$�F�H�D�V�W�D�� �Q�X�� �V�H�� �U�R�W�X�Q�M�H�ú�We. La disciplina de 

�v�Q�Y��� ���P�k�Q�W�� �H�G�X�F�D� �L�H�� �I�L�]�L�F���� �ú�L�� �V�S�R�U�W���� �P�H�G�L�D�� �D�Q�X�D�O�����F�D�O�L�I�L�F�D�W�L�Y�X�O�� �V�H�� �S�R�D�W�H�� �v�Q�F�K�H�L�D�� �ú�L�� �F�X��

�P�H�G�L�D���F�D�O�L�I�L�F�D�W�L�Y�X�O�� �G�H�� �S�H�� �X�Q�� �V�L�Q�J�X�U�� �V�H�P�H�V�W�U�X���� �G�D�F���� �H�O�H�Y�X�O�� �D�� �I�R�V�W�� �V�F�X�W�L�W�� �P�H�G�L�F�D�O�� �S�H�� �F�H�O���O�D�O�W��

semestru.  

�Ì�Q�� �F�D�]�X�O�� �v�Q�� �F�D�U�H�� �F�X�U�U�L�F�X�O�X�P�X�O�� �H�V�W�H�� �R�U�J�D�Q�L�]�D�W�� �P�R�G�X�O�D�U���� �I�L�H�F�D�U�H�� �P�R�G�X�O�� �V�H�� �G�H�]�Y�R�O�W���� �F�D�� �R��

�X�Q�L�W�D�W�H���D�X�W�R�Q�R�P�����G�H���L�Q�V�W�U�X�L�U�H�����0�H�G�L�D���X�Q�X�L���P�R�G�X�O���V�H���F�D�O�F�X�O�H�D�]�����F�D���P�H�G�L�H���D�U�L�W�P�H�W�L�F�����D���Q�R�W�H�O�R�U��

�R�E� �L�Q�X�W�H���S�H���S�D�U�F�X�U�V�X�O���G�H�V�I���ú�X�U���U�L�L���P�R�G�X�O�X�O�X�L�����F�D�O�F�X�O�D�W�����F�X���G�R�X�����]�H�F�L�P�D�O�H���H�[�D�F�W�H�����I���U�����U�R�W�X�Q�M�L�U�H����

�Ì�Q�F�K�H�L�H�U�H�D�� �P�H�G�L�H�L�� �X�Q�X�L�� �P�R�G�X�O �F�D�U�H�� �V�H�� �I�L�Q�D�O�L�]�H�D�]���� �S�H�� �S�D�U�F�X�U�V�X�O�� �D�Q�X�O�X�L�� �V�H�� �I�D�F�H���� �v�Q�� �P�R�G��
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�R�E�O�L�J�D�W�R�U�L�X���� �v�Q�� �P�R�P�H�Q�W�X�O�� �I�L�Q�D�O�L�]���U�L�L�� �D�F�H�V�W�X�L�D���� �Q�H�I�L�L�Q�G�� �F�R�Q�G�L� �L�R�Q�D�W���� �G�H�� �V�I�k�U�ú�L�W�X�O�� �V�H�P�H�V�W�U�X�O�X�L����

�$�F�H�D�V�W�D���H�V�W�H���F�R�Q�V�L�G�H�U�D�W�����P�H�G�L�D���D�Q�X�D�O�����D���P�R�G�X�O�X�O�X�L�����0�H�G�L�D���X�Q�X�L���P�R�G�X�O���H�V�W�H���V�L�P�L�O�D�U�����F�X���P�H�G�L�D��

�D�Q�X�D�O�����D���X�Q�H�L���G�L�V�F�L�S�O�L�Q�H�����Q�H�v�Q�F�K�H�L�Q�G�X-�V�H���P�H�G�L�H���V�H�P�H�V�W�U�L�D�O������ 

�0�H�G�L�D�� �D�Q�X�D�O���� �J�H�Q�H�U�D�O���� �V�H�� �F�D�O�F�X�O�H�D�]���� �F�D�� �P�H�G�L�H�� �D�U�L�W�P�H�W�L�F������ �I���U���� �U�R�W�X�Q�M�L�U�H���� �D�� �P�H�G�L�L�O�R�U��

anuale de la toate disciplinele. 

La clasele I-a IV-�D���V�H���V�W�D�E�L�O�H�V�F���F�D�O�L�I�L�F�D�W�L�Y�H���V�H�P�H�V�W�U�L�D�O�H���ú�L���D�Q�X�D�O�H���O�D���I�L�H�F�D�U�H���G�L�V�F�L�S�O�L�Q�����G�H 

studiu.  

C�D�O�L�I�L�F�D�W�L�Y�X�O�� �V�H�P�H�V�W�U�L�D�O�� �O�D�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q���� �V�H�� �V�W�D�E�L�O�H�ú�W�H�� �D�V�W�I�H�O���� �V�H�� �D�O�H�J�� �G�R�X����

�F�D�O�L�I�L�F�D�W�L�Y�H�� �F�X�� �I�U�H�F�Y�H�Q� �D�� �F�H�D�� �P�D�L�� �P�D�U�H���� �D�F�R�U�G�D�W�H�� �v�Q�� �W�L�P�S�X�O�� �V�H�P�H�V�W�U�X�O�X�L���� �G�X�S���� �F�D�U�H���� �v�Q��

�S�H�U�L�R�D�G�H�O�H�� �G�H�� �U�H�F�D�S�L�W�X�O�D�U�H�� �ú�L�� �G�H�� �F�R�Q�V�R�O�L�G�D�U�H�� �D�� �P�D�W�H�U�L�H�L���� �v�Q�� �X�U�P�D�� �D�S�O�L�F���U�L�L�� �X�Q�Rr probe de 

�H�Y�D�O�X�D�U�H���V�X�P�D�W�L�Y�������F�D�G�U�X�O���G�L�G�D�F�W�L�F���R�S�W�H�D�]�����S�H�Q�W�U�X���X�Q�X�O���G�L�Q�W�U�H���F�H�O�H���G�R�X�����F�D�O�L�I�L�F�D�W�L�Y�H���� 

C�D�O�L�I�L�F�D�W�L�Y�X�O���D�Q�X�D�O���O�D���I�L�H�F�D�U�H���G�L�V�F�L�S�O�L�Q�����H�V�W�H���G�D�W���G�H���X�Q�X�O���G�L�Q�W�U�H���F�D�O�L�I�L�F�D�W�L�Y�H�O�H���V�H�P�H�V�W�U�L�D�O�H��

�V�W�D�E�L�O�L�W�H���G�H���F���W�U�H���F�D�G�U�X�O���G�L�G�D�F�W�L�F���v�Q���E�D�]�D���X�U�P���W�R�D�U�H�O�R�U���F�U�L�W�H�U�L�L��  

�D�����S�U�R�J�U�H�V�X�O���V�D�X���U�H�J�U�H�V�X�O���S�H�U�I�R�U�P�D�Q� �H�L���H�O�H�Y�X�O�X�L���� 

b) raportul efort-�S�H�U�I�R�U�P�D�Q� �����U�H�D�O�L�]�D�W������ 

�F�����F�U�H�ú�W�H�U�H�D���V�D�X���G�H�V�F�U�H�ú�W�H�U�H�D���P�R�W�L�Y�D� �L�H�L���H�O�H�Y�X�O�X�L���� 

�G���� �U�H�D�O�L�]�D�U�H�D�� �X�Q�R�U�� �V�D�U�F�L�Q�L�� �G�L�Q�� �S�U�R�J�U�D�P�X�O�� �V�X�S�O�L�P�H�Q�W�D�U�� �G�H�� �S�U�H�J���W�L�U�H�� �V�D�X�� �G�H�� �U�H�F�X�S�H�U�D�U�H����

�V�W�D�E�L�O�L�W�H���G�H���F���W�U�H���F�D�G�U�X�O �G�L�G�D�F�W�L�F���ú�L���F�D�U�H���D�X���I�R�V�W���D�G�X�V�H���O�D���F�X�Q�R�ú�W�L�Q� �D���S���U�L�Q�W�H�O�X�L���� 

�0�H�G�L�L�O�H���F�D�O�L�I�L�F�D�W�L�Y�H�O�H�� �V�H�P�H�V�W�U�L�D�O�H�� �ú�L�� �D�Q�X�D�O�H�� �O�D�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q���� �G�H�� �V�W�X�G�L�X�� �V�H��

�F�R�Q�V�H�P�Q�H�D�]���� �v�Q�� �F�D�W�D�O�R�J�� �G�H�� �F���W�U�H�� �F�D�G�U�X�O�� �G�L�G�D�F�W�L�F�� �F�D�U�H�� �D�� �S�U�H�G�D�W�� �G�L�V�F�L�S�O�L�Q�D�� �U�H�V�S�H�F�W�L�Y������ �L�D�U��

mediile/calificativele la pu�U�W�D�U�H���G�H���F���W�U�H���G�L�U�L�J�L�Q� �L���v�Q�Y��� ���W�R�U�L�� 

�(�O�H�Y�L�L�� �S�R�W�� �V���� �Q�X�� �I�U�H�F�Y�H�Q�W�H�]�H�� �R�U�H�O�H�� �G�H�� �U�H�O�L�J�L�H���� �6�L�W�X�D� �L�D�� �ú�F�R�O�D�U���� �D�Q�X�D�O���� �V�H�� �v�Q�F�K�H�L�H�� �I���U����

disciplina religie. 

�6�X�Q�W�� �G�H�F�O�D�U�D� �L�� �S�U�R�P�R�Y�D� �L�� �H�O�H�Y�L�L�� �F�D�U�H���� �O�D�� �V�I�k�U�ú�L�W�X�O�� �D�Q�X�O�X�L�� �ú�F�R�O�D�U���� �R�E� �L�Q�� �O�D�� �I�L�H�F�D�U�H��

�G�L�V�F�L�S�O�L�Q�����G�H���V�W�X�G�L�X���P�R�G�X�O���F�H�O���S�X� �L�Q���P�H�G�L�D���D�Q�X�D�O���������������F�D�O�L�I�L�F�D�W�L�Y�X�O�����6�X�I�L�F�L�H�Q�W�������L�D�U���O�D���S�X�U�W�D�U�H����

�P�H�G�L�D���D�Q�X�D�O���������������F�D�O�L�I�L�F�D�W�L�Y�X�O�����6�X�I�L�F�L�H�Q�W����  
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H�� 

 comunicarea prevederilor prezentei proceduri, 

 de prelucrarea datelor colectate p�H���E�D�]�D���I�R�U�P�X�O�D�U�H�O�R�U���F�R�P�S�O�H�W�D�W�H���G�H���D�E�V�R�O�Y�H�Q� �L���� 

 �U�H�D�O�L�]�D�U�H�D�� �X�Q�R�U�� �V�W�D�W�L�V�W�L�F�L�� �U�H�O�H�Y�D�Q�W�H�� �S�H�Q�W�U�X�� �v�Q�F�D�G�U�D�U�H�D�� �S�U�R�I�H�V�L�R�Q�D�O���� �D�� �D�E�V�R�O�Y�H�Q� �L�O�R�U��

�S�H�Q�W�U�X���I�L�H�F�D�U�H���G�R�P�H�Q�L�X���V�S�H�F�L�D�O�L�]�D�U�H���S�U�H�F�X�P���ú�L���S�H�Q�W�U�X���I�L�H�F�D�U�H���S�U�R�P�R� �L�H���G�H���D�E�V�R�O�Y�H�Q� �L���� 

 �F�R�P�X�Q�L�F�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �U�H�O�H�Y�D�Q�W�H �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �ú�L�� �&�R�Q�V�L�O�L�X�O�X�L��

Profesoral . 

 

�'�L�U�H�F�W�R�U�L�L�� ���P�D�Q�D�J�H�U�L�L���� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$�&. sunt responsabili pentru 

�L�P�S�O�H�P�H�Q�W�D�U�H�D�� ���� �P�H�Q� �L�Q�H�U�H�D�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �ú�L�� �J�D�U�D�Q�W�D�U�H�D�� �F�R�Q�I�L�G�H�Q� �L�D�O�L�W��� �L�L�� �L�Q�I�R�U�P�D� �L�L�O�R�U��

oferite de absol�Y�H�Q� �L���� 

 

�&�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���D�O���ú�F�R�O�L�L���H�V�W�H���U�H�V�S�R�Q�V�D�E�L�O : 

 �'�H���Y�H�U�L�I�L�F�D�U�H�D���U�H�V�S�H�F�W���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

 

�'�L�U�L�J�L�Q� �L�L�� �F�O�D�V�H�O�R�U �W�H�U�P�L�Q�D�O�H�� �U���V�S�X�Q�G�� �G�H�� �F�R�O�H�F�W�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �W�U�D�Q�V�P�L�W�H�U�H�D��

CEAC. 

 

Absolventul �D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���D���I�X�U�Q�L�]�D���L�Q�I�R�U�P�D� �L�L���F�R�U�H�F�W�H���ú�L���F�R�P�S�O�H�W�H���S�U�L�Y�L�Q�G���D�V�S�H�F�W�H�O�H��

�V�R�O�L�F�L�W�D�W�H���v�Q���I�R�U�P�X�O�D�U�H�O�H���S�X�V�H���,�D���G�L�V�S�R�]�L� �L�H�����S�U�H�F�X�P���ú�L���S�U�L�Q���H-mail. 

 

�&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�����D���S�U�R�F�H�G�X�U�L�L 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Anesa 1 �± �5�D�S�R�U�W���D�V�X�S�U�D���V�L�W�X�D� �L�H�L���ú�F�R�O�D�U�H���D���H�O�H�Y�L�O�R�U���O�D���V�I�k�U�ú�L�W�X�O���V�H�P�H�V�W�U�X�O�X�L 

Anexa 2 �± �6�L�W�X�D� �L�D���O�D���v�Q�Y��� ���W�X�U�����O�D���V�I�k�U�ú�L�W�X�O���V�H�P�H�V�W�U�X�O�X�L�������D�Q�X�O�X�L���ú�F�R�O�D�U 

Anexa 3 �± �$�G�U�H�V�����G�H���v�Q�ú�W�L�Q� �D�U�H���D���S���U�L�Q�W�H�O�X�L���D�V�X�S�U�D���V�L�W�X�D� �L�H�L���ú�F�R�O�D�U�H���D���H�O�H�Y�X�O�X�L���H�L���± 

�F�R�U�L�J�H�Q� �H���± �V�L�W�X�D� �L�H���ú�F�R�O�D�U�����Q�H�v�Q�F�K�H�L�D�W�����± pe discipline 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu elaborarea, �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa 1 
 
�/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L                                          
CLASA...................... 
 

�Ì�1�9���'�,�5�,�*�,�1�7�(������������������������������������������������������������������������������������ 
 

RAPORT 
�$�6�8�3�5�$���6�,�7�8�$���,�(�,���ù�&�2�/�$�5�(���$���(�/�(�9�,�/�2�5���&�/�$�6�(�,���$�������������������������������������������/�$��

�6�)�Æ�5�ù�,�7�8�/���6�(�0�(�6�7�5�8�/�8�,���������������������������$�1���ù�&�2�/�$�5��������������������................ 
 
 
I.        Date preliminare �± vezi ANEXA �± �6�,�7�8�$���,�$���6�7�$�7�,�6�7�,�&�� 
�,�,�����������������6�L�W�X�D� �L�D���O�D���v�Q�Y��� ���W�X�U�� 
 �&�R�Q�V�L�O�L�X�O�������F�O�D�V�H�L���������������������������������������������������������D�S�U�H�F�L�D�]���������F���������D�F�W�L�Y�L�W�D�W�H�D�������L�Q�V�W�U�X�F�W�L�Y- �I�R�U�P�D�W�L�Y�����V-a 
�G�H�V�I���ú�X�U�D�W���v�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���S�O�D�Q�X�U�L�O�H �G�H���v�Q�Y��� ���P�k�Q�W�����F�X���V�F�K�H�P�D���R�U�D�U�����D�S�U�R�E�D�W�����G�H���&�R�Q�V�L�O�L�X�O��
�S�U�R�I�H�V�R�U�D�O���ú�L���F�X���R�U�D�U�X�O���ú�F�R�O�L�L�� 
  
�$�X�����I�R�V�W���Q�X�����D�X�����I�R�V�W�����D�U�P�R�Q�L�]�D�W�H�����F�H�U�L�Q� �H�O�H�����H�G�X�F�D�W�L�Y�H�����D�O�H�����S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���F�X���D�F�H�O�H�D���D�O�H��
�S���U�L�Q� �L�O�R�U���ú�L���D�O�H���H�O�H�Y�L�O�R�U�� 
 
�6�H���v�Q�U�H�J�L�V�W�U�H�D�]�����X�U�P���W�R�D�U�H�O�H���D�V�S�H�F�W�H�� 
POZITIVE                                                           NEGATIVE 
................................................................................................................................. 
................................................................................................................................. 
................................................................................................................................. 
................................................................................................................................. 
................................................................................................................................. 
................................................................................................................................. 
........................ 
 
 �6�H���U�H�P�D�U�F�����S�U�R�J�U�H�V�X�O���ú�F�R�O�D�U���I�D� �����G�H���D�Q�X�O���V�H�P�H�V�W�U�X�O���W�U�H�F�X�W���O�D���X�Q���Q�X�P���U���G�H�����������������������������������G�H���H�O�H�Y�L�� 
 
 �6�H���U�H�P�D�U�F�����G�H�]�L�Q�W�H�U�H�V�X�O���I�D� �����G�H���v�Q�Y��� ���W�X�U�����O�D���X�Q���Q�X�P���U���G�H�������������������������G�H���H�O�H�Y�L�����F�D�U�H���D�X���R�E� �L�Q�X�W��
�P�H�G�L�L���v�Q�W�U�H������- 5.99 (              ), 6 - 6.99 (              ), 7 - 7.99 (                ). 
 
 �0�D�W�H�U�L�L�O�H���F�X���U�H�]�X�O�W�D�W�H���Q�H�V�D�W�L�V�I���F���W�R�D�U�H���V�X�Q�W�����v�Q���R�U�G�L�Q�H�� 
1.                                                            , Prof.   
2.                                                            , Prof,   
3.                                                            , Prof,   
 
Materiile  cu  rezultate  deosebite,  consider�D�W�H�����D�W�U�D�F�W�L�Y�H�����G�H�����F���W�U�H���H�O�H�Y�L�����V�X�Q�W�� 
1.                                                            , Prof.   
2.                                                            , Prof,   
3.                                                            , Prof,   
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 S-�D���v�Q�F�H�U�F�D�W���V�W�L�P�X�O�D�U�H�D���H�O�H�Y�L�O�R�U���F�X���U�L�W�P���O�H�Q�W���G�H���v�Q�Y��� �D�U�H���S�U�L�Q���� 
�D�����P�X�Q�F�����L�Q�G�L�Y�L�G�X�D�O������ 
�E�����V�D�U�F�L�Q�L�������W�H�P�H���G�L�I�H�U�H�Q� �L�D�W�H�������I�D�F�X�O�W�D�W�L�Y�H���� 
�F�����D�F�W�L�Y�L�W��� �L���v�Q���J�U�X�S���V�D�X���v�Q���H�F�K�L�S������ 
�G�����D�F�W�L�Y�L�W��� �L���V�X�S�O�L�P�H�Q�W�D�U�H�����P�H�G�L�W�D� �L�L���F�R�Q�V�X�O�W�D� �L�L������ 
e) metode alternative (..................................................................................................) 
 �$�X�������I�R�V�W�������R�U�J�D�Q�L�]�D�W�H�������D�F�W�L�Y�L�W��� �L�������V�X�S�O�L�P�H�Q�W�D�U�H�������F�X�������H�O�H�Y�L�L�������F�D�S�D�E�L�O�L�������G�H���S�H�U�I�R�U�P�D�Q� �����ú�F�R�O�D�U����
�O�D���X�U�P���W�R�D�U�H�O�H���P�D�W�H�U�L�L�������������������������������������������������������������������������������������������������������������������������������������������������D�F�W�L�Y�L�W��� �L���v�Q���F�D�U�H���D�X���I�R�V�W��
�D�Q�W�U�H�Q�D� �L�����������������������������������������������������G�H���H�O�H�Y�L�� 
 �$�X���I�R�V�W���D�Q�W�U�H�Q�D� �L���v�Q���D�F�W�L�Y�L�W��� �L�����F�R�Q�F�X�U�V�X�U�L���O�D���Q�L�Y�H�O�X�O���ú�F�R�O�L�L���V�H�F�W�R�U�X�O�X�L�� �F�D�S�L�W�D�O�H�L���Q�D� �L�R�Q�D�O .......... 
...... ............... de elevi, care �D�X���R�E� �L�Q�X�W���X�U�P���W�R�D�U�H�O�H���U�H�]�X�O�W�D�W�H�� 
........................................................................... 
................................................................................. 
�,�,�,���������������6�W�D�U�H�D���G�L�V�F�L�S�O�L�Q�D�U�� 
 �Ì�Q���F�D�G�U�X�O���F�R�O�H�F�W�L�Y�X�O�X�L���G�H���H�O�H�Y�L�����V�H���U�H�P�D�U�F�����R���D�P�H�O�L�R�U�D�U�H�������G�H�W�H�U�L�R�U�D�U�H���D���F�R�P�S�R�U�W�D�P�H�Q�W�X�O�X�L����
general,  un  climat  ce  poate  fi  caracterizat  drept............................................................ 
........................................................... 
  
Au fost semnalate a�Q�X�P�L�W�H���D�E�D�W�H�U�L���G�H���O�D���U�H�J�X�O�D�P�H�Q�W�H�O�H���v�Q���Y�L�J�R�D�U�H�����F�D�U�H���D�X���I�R�V�W���G�H�]�E���W�X�W�H���v�Q��
�F�D�G�U�X�O���F�R�O�H�F�W�L�Y�X�O�X�L�����v�Q���R�U�H�O�H���G�H���F�R�Q�V�L�O�L�H�U�H�����O�D���H�O�H�Y�L�L�� ............................................................. 
.................................................................. 
 
 �$�F�H�V�W�H���D�E�D�W�H�U�L���D�X���I�R�V�W���D�G�X�V�H���O�D���F�X�Q�R�ú�W�L�Q� �����I�D�P�L�O�L�L�O�R�U���S�U�L�Q���X�U�P���W�R�D�U�H�O�H���P�R�G�D�O�L�W��� �L���� 

a) �Q�R�W�D�U�H���v�Q���F�D�U�Q�H�W�X�O���G�H���H�O�H�Y���� 
b) �F�R�Q�Y�R�F�D�U�H���O�D���ú�F�R�D�O������ 
c) verbal-�W�H�O�H�I�R�Q���ú�L���V�D�X���Y�L�]�L�W�H���O�D���G�R�P�L�F�L�O�L�X�� 
d) �D�G�U�H�V�����V�F�U�L�V�����D���v�Q�Y��� ���W�R�U�X�O�X�L���G�L�U�L�J�L�Q�W�H�O�X�L���� 
e) �D�G�U�H�V�����V�F�U�L�V�����D���&�R�Q�V�L�O�L�X�O�X�L���$�G�P�L�Q�L�V�W�U�D�W�L�Y���D�O���ú�F�R�O�L�L�����Q�U�����D�G�U�H�V�������G�D�W�D�����I�D�P�L�O�L�D���� 

..................................................................................................... 

................................................................................................... 
Au    fost    apl�L�F�D�W�H���������X�Q���������Q�X�P���U�������G�H������������������������������������������regulamentelor (ROFUIP, R�,�������G�X�S�����F�X�P��
�X�U�P�H�D�]���� 
 
Nr. crt �1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H���H�O�H�Y�X�O�X�L �6�D�Q�F� �L�X�Q�H�D 
1   
2   
 
�Ì�Q�����X�U�P�D�����D�Q�D�O�L�]�H�]�����V�L�W�X�D� �L�H�L�����F�R�P�S�R�U�W�D�P�H�Q�W�D�O�H�����D�����I�L�H�F���U�X�L�����H�O�H�Y�����ú�L�����D���F�R�Q�V�X�O�W���U�L�L���W�X�W�X�U�R�U��
�I�D�F�W�R�U�L�O�R�U���H�G�X�F�D�W�L�Y�L���U�H�V�S�R�Q�V�D�E�L�O�L�����&�R�Q�V�L�O�L�X�O���F�O�D�V�H�L���V�W�D�E�L�O�H�ú�W�H���Q�R�W�D���O�D���S�X�U�W�D�U�H���D���I�L�H�F���U�X�L���H�O�H�Y�����G�X�S����
�F�X�P���X�U�P�H�D�]���� 
 

Nr. 

crt 

Numele �ú�L prenumele elevului Nota Abateri (pt. note de 8-9) 

1    
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....    

 
Se  propune Consiliului �S�U�R�I�H�V�R�U�D�O���D�F�R�U�G�D�U�H�D���Q�R�W�H�L���V�X�E���������X�U�P���W�R�U�L�O�R�U���H�O�H�Y�L�� 
 

Nr. 

crt 

Numele �ú�L prenumele elevului Nota Abateri (pt. note de 8-9) 

1    
2    

 
�,�9���������������&�R�O�D�E�R�U�D�U�H�D���ú�F�R�D�O��-familie 
         �/�D���ú�H�G�L�Q� �H�O�H���F�X���S���U�L�Q� �L�L���G�L�Q���G�D�W�H�O�H����.................................... au �I�R�V�W���S�U�H�]�H�Q� �L�������������������������S���U�L�Q� �L����
conform proceselor-verbale. 
 �6�H�V�L�]���U�L�O�H���S�U�R�S�X�Q�H�U�L�O�H�����D�F�H�V�W�R�U�D�����S�H�Q�W�U�X�����R�S�W�L�P�L�]�D�U�H�D�����D�F�W�L�Y�L�W��� �L�L�����D�X�����I�R�V�W���P�R�Q�L�W�R�U�L�]�D�W�H���D�G�X�V�H���O�D��
�F�X�Q�R�ú�W�L�Q� �����F�R�Q�G�X�F�H�U�L�L���ú�F�R�O�L�L�����G�X�S�����F�X�P���X�U�P�H�D�]���� ........................................................................ 
................................................... 
 
�6�H���U�H�P�D�U�F�����H�[�L�V�W�H�Q� �D���X�Q�H�L���E�X�Q�H���F�R�O�D�E�R�U���U�L���F�X���F�R�P�L�W�H�W�X�O���F�H�W��� �H�Q�H�V�F���G�H���S���U�L�Q� �L�����F�D�O�L�I�L�F�D�W�L�Y����.........
  
 
         Nu se poate colabora cu familiile: 
........................................................................ ................................................... 
........................................................................ ................................................... 
�F�D�U�H�����P�D�Q�L�I�H�V�W�������G�H�]�L�Q�W�H�U�H�V�����S�H�Q�W�U�X�����V�L�W�X�D� �L�D�����ú�F�R�O�D�U�������ú�L�����F�R�P�S�R�U�W�D�P�H�Q�W�D�O�������D���F�R�S�L�O�X�O�X�L�� 
 
V.       Aspecte deosebite 
         �&�R�S�L�L���v�Q���G�L�I�L�F�X�O�W�D�W�H�����V���U���F�L�H���Y�L�R�O�H�Q� �����I�D�P�L�O�L�D�O�����K�D�Q�G�L�F�D�S���R�U�I�D�Q�L�� 
........................................................................ ................................................... 
........................................................................ ................................................... 
         �&�R�S�L�L���S�U�R�E�O�H�P�� 
........................................................................ ................................................... 
........................................................................ ................................................... 
 
VI.      �&�R�Q�V�L�O�L�X�O�� �� �F�O�D�V�H�L�� �� �V�W�D�E�L�O�H�ú�W�H�� �� �X�U�P���W�R�D�U�H�O�H  �P���V�X�U�L�� �� �S�H�Q�W�U�X�� �� �v�P�E�X�Q���W��� �L�U�H�D��
�U�H�]�X�O�W�D�W�H�O�R�U���O�D���v�Q�Y��� ���W�X�U�����ú�L���G�L�V�F�L�S�O�L�Q���� 
 
 
 
 
�'�D�W�D���������������������������������������������������������������������������������������������������������������������������������������������������������������6�H�P�Q���W�X�U�D�� 
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Anexa 2 
 

PROCES VERBAL 
 
 

�v�Q�F�K�H�L�D�W���D�V�W���]�L������������������������������������������������������������������ 
�v�Q���V�H�G�L�Q� �D���&�R�Q�V�L�O�L�X�O�X�L���&�O�D�V�H�L������������������������������������������ 

 
�6�X�E�V�H�P�Q�D�W�X�O���D���������������������������������������������������������������������������������������������������������������������������������������������v�Q�����F�D�O�L�W�D�W�H�����G�H�����S�U�R�I�H�V�R�U�����G�L�U�L�J�L�Q�W�H����
�± �S�U�H�ú�H�G�L�Q�W�H�O�H���&�R�Q�V�L�O�L�X�O�X�L���&�O�D�V�H�L���������������������������������������������������������������v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���S�U�H�Y�H�G�H�U�L�O�H���G�L�Q��
�5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���I�X�Q�F� �L�R�Q�D�U�H�������D�����X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�������S�U�R�S�X�Q��
�&�R�Q�V�L�O�L�X�O�X�L�����3�U�R�I�H�V�R�U�D�O�����G�H�����O�D���������������������������������������������������������������������������������������������V�D�Q�F� �L�R�Q�D�U�H�D���H�O�H�Yului..................... 
........... ��������������������������������� �L�Q�k�Q�G���F�R�Q�W���G�H���J�U�D�Y�L�W�D�W�H�D���I�D�S�W�H�O�R�U���������������������������������������������������������������������������«�«�«�«�« �«�«�«  
�«�«  �«�«�«�«�«�«�«  �«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«������  
�S�U�L�Q���F�D�U�H���V�H���v�Q�F�D�O�F�����G�L�V�S�R�]�L� �L�L�O�H���O�H�J�D�O�H���v�Q���Y�L�J�R�D�U�H���F�X�� 
�������V�F���G�H�U�H�D���Q�R�W�H�L���O�D���S�X�U�W�D�U�H��pe semestrul............cu...........puncte; 
�������H�O�L�P�L�Q�D�U�H�D���G�H���O�D���F�X�U�V�X�U�L���S�H���R���S�H�U�L�R�D�G�����G�H�����������������]�L�O�H�� 
�������P�X�W�D�U�H�D���G�L�V�F�L�S�O�L�Q�D�U�����O�D���R���D�O�W�����X�Q�L�W�D�W�H���G�H���v�Q�Y��� ���P�k�Q�W�� 
4. preaviz de exmatriculare; 
�0�H�Q� �L�R�Q�H�]���F�����H�O�H�Y�X�O���D�����D�U�H���X�Q���Q�X�P���U���G�H�����������������������������������D�E�V�H�Q� �H�����G�L�Q care...........motivate. 
 

Nr. 

crt. 

Numele �ú�L prenumele Semn��tura 

   
   

   
   
   
   
   
   
   
   
 
 
 
 

Prof.diriginte,  
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Anexa 3 
 
 
 
 

�/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 
                                                                   VIZAT  

DIRECTOR, 
 
 
 

�&���7�5�(�������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������� 
 
 

�9�����D�G�X�F�H�P���O�D���F�X�Q�R�ú�W�L�Q� �����F�����v�Q���V�H�P�H�V�W�U�X�O���������������������������������������D�O���D�Q�X�O�X�L���ú�F�R�O�D�U������������������������������������������������������������������
fiul/fiica dvs. .....................�����������������������������������������������������������������������������������������������������������������������������������������H�V�W�H���F�R�U�L�J�H�Q�W�����������O�D��
�X�U�P���W�R�D�U�H�O�H���R�E�L�H�F�W�H���G�H���v�Q�Y��� ���P�k�Q�W�� 

 
OBIECTUL 

 
.................................................................... 
.................................................................... 
.................................................................... 
.................................................................... 

 
 
 
 
 
 
 
 

�Ì�Q�Y��� ���W�R�U�������'�L�U�L�J�L�Q�W�H����������������������������������������                         �$�P���O�X�D�W���O�D���F�X�Q�R�ú�W�L�Q� �������S���U�L�Q�W�H 
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1.  Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-        09.01.2017 

 
1.2 Revizia 1 

 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
EVOLUTIA PERFORMANTELOR SCOLARE 

UTILIZAND SISTEMUL NATIONAL DE 
INDICATORI PRIVIND EDUCATIA  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
23 

Cod: P.O. 23 
Pagina     din 14 
Exemplar nr.:  

 

 111 

3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa ajute �H�Y�D�O�X�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���v�Q�Y��� ���U�L�L��

pentru fiecare an  �ú�F�R�O�D�U���v�Q���V�F�R�S�X�O���F�U�H�ú�W�H�U�L�L���F�D�O�L�W��� �L�L���D�F�W�X�O�X�L���H�G�X�F�D� �L�R�Q�D�O���ú�L���U�Hvizuirea 

�D�F�W�L�Y�L�W��� �L�O�R�U���V�S�H�F�L�I�L�F�H�����X�W�L�O�L�]�k�Q�G���F�U�L�W�H�U�L�L���G�H���H�Y�D�O�X�D�U�H���G�H���O�D���W�H�V�W�D�U�H�D���G�H���v�Q�F�H�S�X�W���G�H���D�Q  

�ú�F�R�O�D�U���� �O�D���H�[�D�P�H�Q�H�O�H���Q�D� �L�R�Q�D�O�H. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

- �3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �G�H�� �F���W�U�H�� �&�(�$�&�� �S�H�Q�W�U�X�� �W�R�D�W�H�� �F�O�D�V�H�O�H�� ���� �I�R�U�P�H�� �G�H�� �ú�F�R�O�D�U�L�]�D�U�H�� ����

�G�R�P�H�Q�L�L���ú�L���F�D�O�L�I�L�F���U�L���S�U�R�I�H�V�L�R�Q�D�O�H�� 

- �6�H���Y�D���P�R�Q�L�W�R�U�L�]�D���P�R�G�X�O���v�Q���F�D�U�H���v�Q�W�U�H�J���F�R�U�S�X�O���S�U�R�I�H�V�R�U�D�O�����H�O�H�Y�L�L�����S���U�L�Q� �L�L�����U�H�V�S�R�Q�V�D�E�L�O�L�L��

�G�H���F�D�W�H�G�U�������&�(�$�&���ú�L���F�R�Q�G�X�F�H�U�H�D���ú�F�R�O�L�L���V�H���L�P�S�O�L�F�����v�Q���D�F�W�L�Y�L�W�D�W�H�D���G�H���F�U�H�ú�W�H�U�H���D���F�D�O�L�W��� �L�L��

actu�O�X�L���H�G�X�F�D� �L�R�Q�D�O���� 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii scolare;  

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale institutiei  

 a. RI 

 b�����K�R�W���U�k�U�L interne (CA, Consiliul profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Cuprinde: 

 �)�L�H�F�D�U�H�� �F�R�P�L�V�L�H�� �P�H�W�R�G�L�F���� ��se  �v�Q�W�U�X�Q�H�ú�W�H�� �ú�L�� �V�W�D�E�L�O�H�ú�W�H  strategia  de  �X�U�P���U�L�U�H�� a 

�S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �ú�L  a  �H�Y�R�O�X� �L�H�L��  �ú�F�R�O�D�U�H  la   nivelul  elevilor  din  cadrul Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 St�D�E�L�O�L�U�H�D���W�L�S�X�U�L�O�R�U���G�H���H�Y�D�O�X���U�L�� 

�$�S�O�L�F�D�U�H�D���W�H�V�W�H�O�R�U���L�Q�L� �L�D�O�H���O�D���W�R�D�W�H���G�L�V�F�L�S�O�L�Q�H�O�H���G�L�Q���S�O�D�Q�X�O���G�H���v�Q�Y��� ���P�k�Q�W���O�D���v�Q�F�H�S�X�W�X�O��

�D�Q�X�O�X�L���ú�F�R�O�D�U���� 

 Diseminarea �U�H�]�X�O�W�D�W�H�O�R�U���R�E� �L�Q�X�W�H���v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���G�H���F�D�W�H�G�U�����ú�L���D���F�R�Q�V�L�O�L�X�O�X�L��

profesoral; 

 �$�G�R�S�W�D�U�H�D���V�W�U�D�W�H�J�L�L�O�R�U���G�L�G�D�F�W�L�F�H���O�D���Q�L�Y�H�O�X�O���G�H���F�X�Q�R�ú�W�L�Q� �H���L�Q�L� �L�D�O�H���D�O�H���H�O�H�Y�L�O�R�U�� 

 �(�I�H�F�W�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �G�H�� �H�Y�D�O�X�D�U�H�� �L�Q�W�H�U�P�H�G�L�D�U���� �v�Q�� �V�F�R�S�X�O�� �G�H�W�H�U�P�L�Q���U�L�L��

nivelului de cu�Q�R�ú�W�L�Q� �H���D�F�X�P�X�O�D�W�� 

 �'�L�V�F�X�W�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���R�E� �L�Q�X�W�H���v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���&�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O���ú�L���D��

�ú�H�G�L�Q� �H�O�R�U�� �G�H�� �F�D�W�H�G�U������ �v�Q�W�R�F�P�L�U�H�D�� �S�O�D�Q�X�U�L�O�R�U�� �G�H�� �v�P�E�X�Q���W��� �L�U�H�� �� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q���� �G�H��

�v�Q�Y��� ���P�k�Q�W�� 

     �,�Q�I�R�U�P�D�U�H�D���S���U�L�Q� �L�O�R�U���S�U�L�Q���G�L�I�H�U�L�W�H���P�H�W�R�G�H���G�H���F�R�P�X�Q�L�F�D�U�H�����v�Q�W�k�O�Q�L�U�L��individuale, 

�ú�H�G�L�Q�W�H�����S�R�ú�W�����H�O�H�F�W�U�R�Q�L�F�����,�Q�I�R�U�P�D�U�H�D���S�� 

 �$�G�R�S�W�D�U�H�D���P���V�X�U�L�O�R�U���F�H���V�H���L�P�S�X�Q�� 

 Analizarea rezultatelor la examenul de absolvire la unitate comparativ cu 

�U�H�]�X�O�W�D�W�H�O�H���R�E� �L�Q�X�W�H���O�D���Q�L�Y�H�O���M�X�G�H� �H�D�Q�����Q�D� �L�R�Q�D�O���ú�L���D�Q���ú�F�R�Oar precedent. 

 

8.2. Monitorizarea 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �Y�D�� �I�L�� �P�R�Q�L�W�R�U�L�]�D�W���� �ú�L�� �D�Q�D�O�L�]�D�W���� �v�Q�� �F�D�G�U�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X��

�H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L���� �S�H�Q�W�U�X�� �D�� �V�H�� �G�H�W�H�U�P�L�Q�D�� �J�U�D�G�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �R�E�L�H�F�W�L�Y�H�O�R�U��

�V�W�D�E�L�O�L�W�H���ú�L���J���V�L�U�H�D���X�Q�R�U���P�R�G�D�O�L�W��� �L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 
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8.3. Obiective 

 

�$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����D�U�H���v�Q���Y�H�G�H�U�H���X�U�P���W�R�D�U�H�O�H���R�E�L�H�F�W�L�Y�H�� 

 �v�P�E�X�Q���W��� �L�U�H�D�� �F�D�O�L�W��� �L�L�� �S�U�R�F�H�V�X�O�X�L�� �L�Q�V�W�U�X�F�W�L�Y-�H�G�X�F�D�W�L�Y�� �v�Q�� �V�F�R�S�X�O�� �R�E� �L�Q�H�U�L�L�� �G�H��

�F���W�U�H���H�O�H�Y�L���D���X�Q�R�U���U�H�]�X�O�W�D�W�H���V�X�S�H�U�L�R�D�U�H�� 

 �3�U�H�J���W�L�U�H���F�R�U�H�V�S�X�Q�]���W�R�D�U�H���S�H�Q�W�U�X���H�[�D�P�H�Q�H�O�H���G�H���I�L�Q�D�O�L�]�D�U�H���D���S�U�H�J���W�L�U�L�L���ú�F�R�O�D�U�H���ú�L��

�S�U�R�I�H�V�L�R�Q�D�O�H�����S�H�Q�W�U�X�����W�H�V�W�H�O�H���Q�D� �L�R�Q�D�O�H�� 

 �2�E� �L�Q�H�U�H�D�� �G�H�� �U�H�]�X�O�D�W�H�� �Q�R�W�D�E�L�O�H�� �O�D�� �H�[�D�P�H�Q�H�O�H�� �G�H�� �V�I�k�U�ú�L�W�� �S�H�Q�W�U�X�� �X�Q�� �F�L�F�O�X�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� 

 �)�D�P�L�O�L�D�U�L�]�D�U�H�D���H�O�H�Y�L�O�R�U���F�X���D�W�P�R�V�I�H�U�D���G�H���O�X�F�U�X�������V�W�L�P�X�O�D�U�H�D���P�X�Q�F�L�L���v�Q���H�F�K�L�S���� 

 �&�U�H�ú�W�H�U�H�D���F�D�O�L�W��� �L�L���D�F�W�X�O�X�L���H�G�X�F�D� �L�R�Q�D�O�� 

 �&�R�Q�ú�W�L�H�Q�W�L�]�D�U�H�D�� �L�P�S�R�U�W�D�Q� �H�L�� �S�U�R�S�U�L�H�L�� �D�F�W�L�Y�L�W��� �L���� �D�� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� �F�H�� �V�X�Q�W��

�D�V�X�P�D�W�H���v�Q���G�H�U�X�O�D�U�H�D���D�F�H�V�W�R�U�D�� 

 

8.4. Observatie 

 

�$�F�W�L�Y�L�W�D�W�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �S�H�U�P�D�Q�H�Q�W�� �S�H�� �S�D�U�F�X�U�V�X�O�� �v�Q�W�U�H�J�X�O�X�L�� �D�Q�� �ú�F�R�O�D�U���� �F�R�Q�F�O�X�]�L�L�O�H�� 

�S�O�D�Q�X�U�L�O�H���G�H���v�P�E�X�Q���W��� �L�U�H���Y�R�U���I�L���S�U�H�]�H�Q�W�D�W�H���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O���R�G�D�W�����O�D���G�R�X�����O�X�Q�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�3�U�R�F�H�G�X�U�D���H�V�W�H���S�X�V�����v�Q���D�S�O�L�F�D�U�H���G�H���F���W�U�H�� 

�x membrii CEAC,  

�x �S�U�R�I�H�V�R�U�L�����U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���F�D�W�H�G�U������ 

�x elevi, 

�x �S���U�L�Q� �L�� 

 

Activitatea este �P�R�Q�L�W�R�U�L�]�D�W�����V�H�P�H�V�W�U�L�D�O���G�H���F���W�U�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���&�(�$�&���ú�L���G�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���G�H��

�L�Q�Y��� ���P�k�Q�W�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L��aprobarea 

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-        09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care sa defineasca mijloacele prin care 

cadrele didactice actioneaza pentru combaterea insuccesului scolar 

 

4.2. �'�����D�V�L�J�X�U���U�L cu privire la exis�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul institutiei;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H��depinde de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

�� �E�H�Q�H�I�L�F�L�D�U�L�L���G�L�U�H�F� �L��- cadrele didactice; 
�� �E�D�Q�H�I�L�F�L�D�U�L�L���L�Q�G�L�U�H�F� �L��- elevii scolii; 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3���I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�)�D�F�W�R�U�L�L���L�Q�W�H�U�Q�L���D�X���R���S�R�Q�G�H�U�H�����G�H�R�V�H�E�L�W�����L�Q���U�H�D�O�L�]�D�U�H�D���ú�F�R�O�D�U�D���V�L���L�Q���S�H�U�I�R�U�P�D�Q� �H�O�H���U�H�F�X�Q�R�V�F�X�W�H��

�F�D�����V�X�F�F�H�V�����6�W�D�U�H�D���J�H�Q�H�U�D�O�����G�H���V�D�Q�D�W�D�W�H���F�R�Q�G�L� �L�R�Q�H�D�]�����E�L�R�O�R�J�L�F���U�H�X�ú�L�W�D���v�Q���L�Q�Y��� �D�U�H�����&�D�S�D�F�L�W��� �L�O�H��

�L�Q�W�H�O�H�F�W�X�D�O�H�����S�H�U�F�H�S�W�L�Y�H�����G�H���P�H�P�R�U�L�H�����J�k�Q�G�L�U�H���ú�L���L�P�D�J�L�Q�D� �L�H�����ú�L���D�E�L�O�L�W�D�W�L�O�H���G�H�S�U�L�Q�G�H�U�L����

�D�S�W�L�W�X�G�L�Q�L�����V�X�Q�W���F�H�O�H���F�D�U�H���G�H�W�H�U�P�L�Q�����L�Q���F�H�D���P�D�L���P�D�U�H���P���V�X�U�����v�Q�D�O�W�D���S�H�U�I�R�U�P�D�Q� �����ú�F�R�O�D�U���� 

 

Insuccesul, c�X���I�R�U�P�D���V�D���J�U�D�Y�����G�H�����H�ú�H�F�����L�Q�V�H�D�P�Q�����Q�H�U�H�X�ú�L�W�������L�Q�I�U�k�Q�J�H�U�H���V�X�E���S�R�Y�D�U�D���S�U�R�S�U�L�H�L��

�Q�H�S�X�W�L�Q� �H���V�D�X���D���J�U�H�X�W��� �L�O�R�U���H�[�W�H�U�L�R�D�U�H�����,�Q�V�X�F�F�H�V�X�O���ú�L���H�ú�H�F�X�O���V�X�Q�W���U�H�V�S�L�Q�V�H���G�H���V�R�F�L�H�W�D�W�H�����G�H��

�F�R�O�H�F�W�L�Y�L�W�D�W�H�����G�H���L�Q�G�L�Y�L�G�����&�D���U�H�D�F� �L�L���I�D� �����G�H���L�Q�V�X�F�F�H�V���D�S�D�U���G�L�V�S�U�H� �X�O�����G�H�]�D�P���J�L�U�H�D�����F�Xmpasiunea 

�F�D�U�H���S�H�����X�Q�L�L���L�L���D�O�L�Q�������S�H���D�O� �L�L���L�L���X�P�L�O�H�ú�W�H�� 

 

�&�R�Q�G�X�L�W�D���L�Q�V�X�F�F�H�V�X�O�X�L���H�V�W�H�����G�H�S�O�R�U�D�E�L�O�����L�Q�I�O�X�H�Q� �H�D�]�����L�Q���U���X���D�P�E�L�D�Q� �D���U�H�O�D� �L�L�O�R�U���F�X���D�O� �L�L����

�$�W�L�W�X�G�L�Q�L�O�H���F�H���V�H���H�[�S�U�L�P�����G�L�Q���F�D�X�]�D���L�Q�V�X�F�F�H�V�X�O�X�L���D���H�ú�H�F�X�O�X�L���V�X�Q�W���I�L�H���F�R�Q�W�H�V�W�D�W�D�U�H�����G�H���U�H�Y�R�O�W����

�Q�H�S�X�W�L�Q�F�L�R�D�V�����V�D�X���D�J�U�H�V�L�Y�������I�L�H���G�H���U�H�V�H�P�Q�D�U�H���D�S���V���W�R�D�U�H�����,�Q���P�R�G���Q�R�U�P�D�O�����v�Q���I�D�Y�R�D�U�H�D���V�H���W�L�Q�G�H��

�V�S�U�H���L�H�ú�L�U�H�D���G�L�Q���L�Q�V�X�F�F�H�V�����U�H�D�E�L�O�L�W�D�W�H�D���V�D�X���F�R�P�S�H�Q�V�D�U�H�D���O�X�L�� 

 

�)�H�Q�R�P�H�Q�X�O���Q�H�J�D�W�L�Y���S�H�U�V�L�V�W�H�Q�W���F�X���F�D�U�H���V�H���F�R�Q�I�U�X�Q�W�����ú�F�R�D�O�D���H�V�W�H��insuccesul�����6�H���U�H�I�O�H�F�W�����L�Q��

randamentul deficitar al in�Y��� ���U�L�L�����V�X�E���Q�L�Y�H�O�X�O���F�H�U�L�Q� �H�O�R�U���ú�L���R�E�L�H�F�W�L�Y�H�O�R�U���ú�L�����X�Q�H�R�U�L���V�X�E���Q�L�Y�H�O�X�O��

�S�U�R�S�U�L�L�O�R�U���F�D�S�D�F�L�W��� �L�����,�Q�V�X�F�F�H�V�X�O���ú�F�R�O�D�U���V�H���P�D�Q�L�I�H�V�W�����V�X�E���G�R�X�����D�V�S�H�F�W�H�����U���P�k�Q�H�U�H�D���v�Q���X�U�P�����O�D��

�v�Q�Y��� ���W�X�U�����V�D�X���U�H�W�D�U�G�X�O���ú�F�R�O�D�U���ú�L���H�ú�H�F�X�O���ú�F�R�O�D�U���V�X�E���G�R�X�����I�R�U�P�H�����D�E�D�Q�G�R�Q���ú�L���U�H�S�H�W�H�Q� �L�H�� 

 

�5���P�k�Q�H�U�H�D���L�Q���X�U�P�����O�D���L�Q�Y��� ���W�X�U�����V�D�X���U�H�W�D�U�G�X�O���V�F�R�O�D�U���V�H���P�D�Q�L�I�H�V�W�����S�U�L�Q���L�Q�F�D�S�D�F�L�W�D�W�H�D���W�H�P�S�R�U�D�U����

�G�H���D���I�D�F�H���I�D� �����D�F�W�L�Y�L�W�D�W�L�O�R�U���ú�F�R�O�D�U�H�����L�Q�F�D�S�D�F�L�W�D�W�H�D���V�D�X���U�H�I�X�]�X�O���G�H���D���L�Q�Y��� �D�����G�H���D���Q�X���D�Y�H�D���U�H�]�X�O�W�D�W�H��

�L�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���F�D�S�D�F�L�W��� �L�O�H�����&�D�X�]�H�O�H���V�X�Q�W���P�X�O�W�L�S�O�H�����5�H�W�D�U�G�X�O���ú�Folar este real, elevul nu 

poate avea rezultatele pe care le-�D�U���G�R�U�L���V�D�X���F�D�U�H���L���V�H���F�H�U�����V�D�X���D�S�D�U�H�Q�W�����H�O�H�Y�X�O���S�R�D�W�H���V�����L�Q�Y�H� �H����

�G�D�U���U�H�I�X�]�D�����L�L���O�L�S�V�H�ú�W�H���P�R�W�L�Y�D� �L�D�����5�H�W�D�U�G�X�O���H�V�W�H���G�H���V�F�X�U�W�����G�X�U�D�W�������H�[�S�O�F�D�W���S�U�L�Q���G�L�I�L�F�X�O�W��� �L��

temporare - �R�E�R�V�H�D�O�������V�W�D�U�H���G�H���E�R�D�O�������G�X�S�����Y�D�F�D�Q� �������H�Y�H�Q�L�U�Q�H�Q�W�H���V�W�U�H�V�D�Q�W�H���G�L�Q���Y�L�D� �D���L�Q�W�L�P�D���V�D�X��
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�G�H���I�D�P�L�O�L�H�����V�X�Q�W���ú�D�Q�V�H���P�D�U�L���G�H���U�H�G�U�H�V�D�U�H�����5�H�W�D�U�G�X�O���S�R�D�W�H���I�L���G�H���O�X�Q�J�����G�X�U�D�W�������F�X���ú�D�Q�V�H���U�H�G�X�V�H���G�H��

�U�H�G�U�H�V�D�U�H�����F�X���H�I�R�U�W�X�U�L���P�D�U�L���G�L�Q���S�D�U�W�H�D���H�O�H�Y�X�O�X�L���ú�L���D���F�H�O�R�U���F�H���Y�R�U���V��-1 ajute, se apropie de o 

�I�R�U�P�D���D���H�ú�Hcului. 

 

�(�ú�H�F�X�O���ú�F�R�O�D�U �H�V�W�H���I�R�U�P�D���V�H�Y�H�U�����D���L�Q�V�X�F�F�H�V�X�O�X�L���ú�F�R�O�D�U���ú�L���V�H���P�D�Q�L�I�H�V�W�����S�U�L�Q���D�E�D�Q�G�R�Q���ú�L���S�U�L�Q��

�U�H�S�H�W�H�Q� �L�H�����D�F�H�D�V�W�D���H�V�W�H���R���V�D�Q�F� �L�X�Q�H���D���Q�H�L�Q�G�H�S�O�L�Q�L�U�L�L���R�E�O�L�J�D� �L�L�O�R�U���V�F�R�O�D�U�H�����,�Q�V�X�F�F�H�V�X�O���ú�F�R�O�D�U�����F�X��

�W�R�D�W�H���I�R�U�P�H�O�H���O�X�L���G�H���P�D�Q�L�I�H�V�W�D�U�H�����U�H�S�U�H�]�L�Q�W�����D�Q�V�D�P�E�O�X�O���S�L�H�U�G�H�U�L�O�R�U���ú�F�R�O�D�U�H���D�O�H���F���U�R�U���H�I�H�F�W�H���V�H��

�U�H�S�H�U�F�X�W�H�D�]�����Q�H�J�D�W�L�Y���D�V�X�S�U�D���L�Q�W�H�J�U���U�L�L���V�R�F�L�D�O�H���ú�L���S�U�R�I�H�V�L�R�Q�D�O�H���ú�L���D�V�X�S�U�D���U�H�O�D� �L�L�O�R�U���G�H���F�R�Q�Y�L�H� �X�L�U�H��

cu semenii. 

 

�)�D�F�W�R�U�L�L���L�Q�W�H�U�Q�L���D�X���X�Q���U�R�O�����H�V�H�Q� �L�D�O���L�Q���H�[�S�U�L�P�D�U�H�D���U�H�I�X�]�X�O�X�L���G�H���D���L�Q�Y��� �D�����%�R�O�L�O�H���D�F�X�W�H���ú�L�����F�U�R�Q�L�F�H����

�S�H�U�L�R�D�G�H�O�H���G�H���F�R�Q�Y�D�O�H�V�F�H�Q� �������L�Q�W�U�H�U�X�S���U�L�W�P�X�O���L�Q�Y��� ���U�L�L�����/�D�F�X�Q�H�O�H���L�Q�V�W�D�O�D�W�H���v�P�S�L�H�G�L�F�D��

�U�H�F�X�S�H�U�D�U�H�D���U�H�W�D�U�G�X�O�X�L�����'�H�I�L�F�L�H�Q� �H�O�H���L�Q�W�H�O�H�F�W�X�D�O�H�����D�S�W�L�W�X�G�L�Q�D�O�H�����L�Q�I�O�X�H�Q�W�H�D�]�D���L�Q�V�X�F�F�H�V�X�O���V�L���H�V�H�F�X�O��

scolar. 

 

�&�D�X�]�H�O�H���R�E�L�H�F�W�L�Y�H���G�H�U�L�Y�����G�L�Q���I�D�F�W�R�U�L�L���H�[�W�H�U�Q�L�����S�R�Q�G�H�U�H�D���F�H�D���P�D�L���P�D�U�H���D�Y�k�Q�G-o cauzele generate 

�G�H���R�U�J�D�Q�L�]�D�U�H�D���ú�F�R�O�D�U�������S�U�R�J�U�D�P�H���v�Q�F���U�F�D�W�H�����R�U�D�U�H���L�Q�F�R�U�H�F�W���L�Q�W�R�F�P�L�W�H�����O�L�S�V�D���G�H���S�U�H�J���W�L�U�H���ú�L��

�H�[�S�H�U�L�H�Q� �����D���S�U�R�I�H�V�R�U�L�O�R�U�����O�L�S�V�D���O�R�U���G�H���W�D�F�W�����U�X�W�L�Q�D�����G�H�]�L�Q�W�H�U�H�V�X�O�����G�H�I�H�F�W�H�O�H���F�D�U�D�F�W�H�U�L�D�O�H���ú�L��

�W�H�P�S�H�U�D�P�H�Q�W�D�O�H�����H�U�R�U�L�O�H���G�H���H�Y�D�O�X�D�U�H�����'�H�U�X�W�H�D�]�����v�Q���D�F�W�L�Y�L�W�D�W�H�D���G�H���v�Q�Y��� �D�U�H���Q�H�L�Q� �H�O�H�J�H�U�L�O�H���G�L�Q�W�U�H��

�S�U�R�I�H�V�R�U�L�����F�R�Q�G�X�F�H�U�H�D���L�Q�F�R�P�S�H�W�H�Q�W�����D���F�O�D�V�H�L���ú�L���D���ú�F�R�O�L�L�� 

 

�0�H�G�L�X�O���I�D�P�L�O�L�D�O���H�V�W�H���R���D�O�W�����V�X�U�V�����D���F�D�X�]�H�O�R�U���L�Q�V�X�F�F�H�V�X�O�X�L���ú�F�R�O�D�U�����F�R�Q�G�L� �L�L�O�H���S�U�H�F�D�U�H���G�H���Y�L�D� ������

�D�W�L�W�X�G�L�Q�H�D���L�Q�G�L�I�H�U�H�Q�W�������Q�H�J�O�L�M�H�Q�W�����V�D�X���R�V�W�L�O�����D���S���U�L�Q� �L�O�R�U���I�D� �����G�H���ú�F�R�D�O�������D�W�P�R�V�I�H�U�D���L�Q�F�R�U�G�D�W�����G�H��

�Q�H�L�Q� �H�O�H�¤�J�H�U�L���ú�L���F�R�Q�I�O�L�F�W�����S�R�]�L� �L�D���G�H�I�D�Y�R�U�D�E�L�O�����v�Q�W�U�H���I�U�D� �L���� 

 

�&�D�X�]�H�O�H���V�X�E�L�H�F�W�L�Y�H��� �L�Q���G�H���V�W�U�X�F�W�X�U�D���E�L�R�S�V�L�K�L�F�����D���H�O�H�Y�X�O�X�L�����6���Q���W�D�W�H�D���D�I�H�F�W�D�W�����G�H���E�R�O�L���F�U�R�Q�L�F�H���ú�L��

acute (respiratorii, circulatoril, digestive, nervoase, psihice), de pert�X�U�E���U�L���D�O�H���I�D�]�H�O�R�U���G�H��

�P�D�W�X�U�L�]�D�U�H���S�X�E�H�U�W�D�U�����V�L���D�G�R�O�H�V�F�H�Q�W�L�Q�����v�P�S�L�H�G�L�F�����U�H�X�ú�L�W�D���ú�F�R�O�D�U�������,�Q�G�L�V�S�R�]�L� �L�D���S�U�R�Y�R�F�D�W�����G�H��

�R�E�R�V�H�D�O�D���S�U�R�Y�H�Q�L�W�����G�L�Q���V�X�S�U�D�V�R�O�L�F�L�W�D�U�H���ú�L���V�X�E�V�R�O�L�F�L�¤�W�D�U�H���L�P�S�L�H�G�L�F�����D�Q�J�D�M�D�U�H�D���v�Q���H�I�R�U�W�X�O��

�v�Q�Y��� ���U�L�L�� 
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�6�W�U�X�F�W�X�U�D���E�L�R�S�V�L�K�L�F�����D���H�O�H�Y�X�O�X�L���D�I�H�F�W�D�W�����G�H �G�H�I�L�F�L�H�Q� �H���L�Q�W�H�O�H�F�W�X�D�O�H�����D�W�H�Q� �L�H�����P�H�P�R�U�L�H�����J�k�Q�G�L�U�H������

�D�I�H�F�W�L�Y�H�����K�L�S�H�U�H�P�R�W�L�Y�L�W�D�W�H�����D�S�D�W�L�H�����Q�H�Y�U�R�]�H�����S�V�L�K�R�]�H�������W�X�O�E�X�U���U�L���G�H���F�R�P�S�R�U�W�D�U�Q�H�Q�W�����L�Q�V�W�D�E�L�O�L�W�D�W�H��

�S�V�L�K�R�P�R�W�R�U�L�H�����G�H�O�L�Q�F�Y�H�Q� ���������G�H�W�H�U�L�R�U�H�D�]�����P�H�G�L�X�O���F�O�D�V�H�L���ú�L���G�H�Y�L�D�]�����S�U�H�R�F�X�S���U�L�O�H���G�H���L�Q�Y��� �D�U�H�� 

 

In fenomenul �F�R�P�S�O�H�[���D���L�Q�V�X�F�F�H�V�X�O�X�L���ú�F�R�O�D�U���F�D�X�]�H�O�H���G�H�Y�L�Q���H�I�H�F�W�H���V�L���H�I�H�F�W�H�O�H���G�H�Y�L�Q���F�D�X�]�H����

�7�X�O�E�X�U���U�L�O�H���G�H���F�R�P�S�R�U�W�D�P�H�Q�W���ú�L���S�H�U�V�R�Q�D�O�L�W�D�W�H���V�X�Q�W���F�D�X�]�����ú�L���H�I�H�F�W�H���D���L�Q�D�F�H�S�W���U�L�L���U�H�D�O�L�W��� �L�L��

�ú�F�R�O�D�U�H�����D���L�Q�D�F�F�H�S�W���U�L�L���R�E�O�L�J�D�W�L�L�O�R�U���ú�F�R�O�D�U�H�����7�H�U�D�S�L�D���S�U�H�Y�H�Q�W�L�Y�����ú�L���F�X�U�D�W�L�Y�����D�X���F�D���S�X�Q�F�W de 

�S�O�H�F�D�U�H���G�H�S�L�V�W�D�U�H�D���F�D�X�]�H�O�R�U�����H�O�L�P�L�Q�D�U�H�D���V�D�X���G�L�P�L�Q�X�D�¤�U�H�D���D�F� �L�X�Q�L�L���O�R�U�� 

 

Frecventa cu care se produce ,,esecul scolar" in institutiile de invatamant si, mai ales, aspectul 

de fenomen permanentizat pe care el poate sa-l dobandeasca adeseori ne determine sa-l privim 

cu toata responsabilitatea. Un esec scolar cronicizat este periculos, deoarece el determina 

efecte negative atat in plan psihologic individual, respectiv o alterare a imaginii de sine a 

elevului in cauza, care-si va pierde tot mai mult increderea in propriile posibilitati si va ajunge 

sa dezvolte o teama de esec, cat si in plan social, fiindca un esec scolar permanentizat 

�Ä�V�W�L�J�P�D�W�L�]�H�D�]�D�������L�Q�G�X�F�H���R���P�D�U�J�L�Q�D�O�L�]�D�U�H���V�R�F�L�D�O�D���D���H�O�H�Y�X�O�X�L���L�Q���F�D�X�]�D�����U�H�V�S�H�F�W�L�Y���R���O�L�P�L�W�D�U�H���D��

dreptului elevului la o calificare profesionala autentica si la exercitarea unor roluri sociale 

apreciate si recunoscute ca fiind valorizante pentru personalitate). 

 

Dintre indicatorii care sunt utilizati de obicei pentru aprecierea existentei unei situatii 

stabilizate de esec scolar, mentionam: 

�x abandonarea precoce a scolii;  

�x decalaj intre potentialul personal si rezultate;  

�x parasirea scolii fara o calificare;  

�x incapacitatea de a atinge obiectivele pedagogice;  

�x esecul la examenele finale (sau de concurs);  

�x inadaptarea scolara etc.  

Reiese faptul ca exista doua tipuri de esec scolar: 
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a) Un esec scolar de tip cognitiv, care se refera la nerealizare de catre elevii in cauza a 

obiectivelor pedagogice. Acest tip de esec atesta niveluri scazute de competenta la elevii 

respective provocand rezultate slabe la examene si concursuri scolare, respectiv corigente, 

repetentie. Aceste niveluri scazute de competenta se explica fie prin intarzieri in dezvoltarea 

intelectuala, fie printr-o serie de neajunsuri in plan motivational, volitional si operational, de 

genul: 

�x - un nivel foarte scazut de aspiratii si de expectante in raport cu activitatea scolara si 

cu propriul eu; 

�x - reduse disponibiliti voluntare (de vointa) necesare formularii obiectivelor de invatare 

si depasirii obstacolelor (dificultatilor) care apar in mod inerent pe parcursul activitatii 

de invatare; 

�x - absenta unor deprinderi de munca sistematica si a obisnuintei elevului de a-si 

autoevalua rezultatele scolare din perspectiva unor criterii obiective, promovate de 

scoala; 

�x - insuficiente la nivelul operatiilor logic-abstracte ale gandirii, de tipul: incompetenta 

de limbaj (a raspunde concis, sau intr-o forma dezvoltata, la intrebarile profesorului); 

�x incapacitatea de a relationa informatiile (de a le pune in contexte variate si flexibile); 

�x absenta unui mod dialectic de gandire, care sa alterneze judecatile pro si contra; 

�x slaba capacitate de concretizare a unui fenomen sau principiu invatat la ore; 

�x incapacitatea realizarii unui demers ipotetico-deductiv, necesar formularii unor 

concluzii sau generalizari; 

�x absenta spiritului critic in gandire, indispensabil manifestarii unor atitudini fata de 

ideile receptate si formularea unor judecati de valoare proprii.  

b) un esec scolar de tip necogniliv, care se refera la inadaptarea elevului la exigente 

ambiantei scolare. Acest tip de esec vizeaza, mai precis, inadaptarea la rigorile vietii de elev, 

la exigente de tip normativ pe care le presupune functionarea corespunzatoare a fiecarei scoli 

sau a oricarei colectivitati scolare. Elevul dezadaptat recurge la abandonul scolar, la parasirea 

precoce a scolii, in favoarea unui mediu mai putin coercitiv, de regula cel al strazii sau al 
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grupurilor de tineri necontrolati. Cauzele aceste dezadaptari scolare constau fie in probleme 

individuale de natura afectiva, fie in determinari psiho-nervoase de natura congenitala 

 

8.2. Masurile de prevenire a aparitiei esecului scolar: 

�x Sporirea rolului invatamantului prescolar. Statisticile pedagogice arata ca aproximativ 

jumatate din rebuturile scolare constatate in ciclul primar si gimnazial isi au originea 

in diferentele prezentate de copii la debutul scolaritatii (disponibilitatea de a comunica 

cu ceilalti din jur), cunostintele si deprinderile minime necesare insusirii scrisului-

cititului, familiarizarea cu rigorile unui program scolar organizate. 

�x Stabilirea unor relatii stranse de parteneriat intre scoala si familie, deoarece pentru 

multi elevi factorii esecului scolar se situeaza in familie, si nu in cadrul contextului 

�V�F�R�O�D�U���� �3�H�Q�W�U�X�� �E�X�Q�D�� �I�X�Q�F�W�L�R�Q�D�U�H�� �D�� �U�H�O�D�W�L�H�L�� �ª�V�F�R�D�O�D-familie" este necesar ca parintii sa 

acorde importanta scolii, sa manifeste interes pentru studiile copiilor lor, sa se arate 

preocupati de formarea profesionala a copiilor, de perspectivele lor sociale. Nu mai 

putin importanta este asigurarea in familie a unui cadru cultural adecvat, deoarece s-a 

constatat ca precaritatea culturala a familiei poate provoca un retard al dezvoltarii 

intelectuale generale a copilului. . 

�x Sprijinirea scolii, care trebuie sa asigure resurse materiale si umane corespunzatoare 

unui invatamant de calitate: dotare cu laboratoare si echipamente moderne; cadre 

didactice calificate si motivate in activitatea lor; programe scolare de calitate, periodic 

revazute si imbunatatite; un climat scolar tonifiant, stimulator. 

�x Profesorul reprezinta piesa de baza in actiunea de asigurare a reusitei scolare. Pentru 

aceasta, el trebuie sa dispuna nu numai de o buna pregatire de specialitate, dar si de o 

competenta psihopedagogica, exprimata prin urmatoarele capacitati: diagnosticarea 

capacitatii de invatare, care sa permita o discriminare corecta dintre elevi; stimularea 

si incurajarea elevilor, prin cristalizarea sentimentului de succes; respectarea ritmului 

individual al invatarii; ierarhizarea si diferentierea sarcinilor didactice; identificarea 

lacunelor si a dificultatilor intampinate de elevi; alternarea predarii unitare cu a celei 

diferentiate; organizarea recapitularii si sistematizarii; folosirea mijloacelor didactice 

in concordanta cu continutul celor predate si cu particularitatile de asimilare ale 
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elevilor; evaluarea corecta a rezultatelor obtinute; modalitati de ajutorare a elevilor ce 

intampina dificultati in activitatea de invatare; dozarea temelor si a exercitiilor folosite 

la ore. 

�x Proiectarea unor actiuni de orientare scolar-profesionala adecvate, care sa se 

desfasoare pe tot parcursul scolaritatii, dar mai ales la sfarsit de cicluri si la trecerea in 

viata activa. In realizarea acestor actiuni trebuie sa primeze interesele elevilor, dar si 

cererea pietei muncii. 

8.3. Modul de lucru 

 

1. �&�R�O�D�E�R�U�D�U�H�D�� �F�X�� �I�D�P�L�O�L�L�O�H�� �H�O�H�Y�L�O�R�U���� �L�Q�I�R�U�P���U�L�� �D�V�X�S�U�D�� �U�H�]�X�O�W�Dtelor si 

comportamentelor elevilor 

 

2. �$�S�O�L�F�D�U�H�D���W�H�V�W�H�O�R�U���L�Q�L� �L�D�O�H���� 

- �X�W�L�O�L�]�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���L�Q���Y�H�G�H�U�H�D���L�P�S�O�H�P�H�Q�W���U�L�L���X�Q�R�U���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���G�L�I�H�U�H�Q�W�L�D�W�H�� 

- �S�U�R�J�U�D�P�H���D�G�D�S�W�D�W�H���O�D���Q�L�Y�H�O�X�R�O���I�L�H�F���U�Hi catedre si comisii metodice ;  

- sistematizarea datelor la nivelul CEAC. 

 

3. �$�S�O�L�F�D�U�H�D���X�Q�R�U���I�L�V�H�����H�Y�D�O�X�D�U�H�D���L�Q�L� �L�D�O�D���� �L�Q���Y�H�G�H�U�H�D���W�H�V�W���U�L�L���D�S�W�L�W�X�G�L�Q�L�O�R�U�����S�H�Q�W�U�X��

limbi moderne si matematica, artistice). 

 

4. Realizarea unei evaluari de tip formative , integratul proceselor de predare-

invatare. 

 

5. Intelegerea diferentelor intre elevi si asigurarea unui proces educativ comform 

�S�R�V�L�E�L�O�L�W��� �L�O�R�U�����L�Q�W�H�U�H�V�H�O�R�U���H�O�H�Y�L�O�R�U�� 

 

6. �3�U�H�]�H�Q�W�D�U�H�D�� �O�D�� �I�L�H�F�D�U�H�� �G�L�V�F�L�S�O�L�Q�D�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W���� �D�� �S�U�R�J�U�D�P�H�L�� �ú�F�R�O�D�U�H����

�F�X�Q�R�D�ú�W�H�U�H�D���R�E�L�H�F�W�L�Y�H�O�R�U���D���F�H�U�L�Q� �H�O�R�U���V�L���S�U�H�F�L�]�D�U�H�D���L�W�H�P�L�O�R�U���G�H���H�Y�D�O�X�D�U�H�� 
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7. Stabilirea, la nivelul flecarei cadre, pentru fiecare disciplina de invatamant, pe 

nivelul de varsta, a obiectivelor obligatorii (de baza ) si a celor de nivel mediu. 

 

8. Evaluarea va viza capacitatile, atitudinile si aptitudinile elevilor, prin 

�S�U�H�O�X�F�U�D�U�H�D���F�X�Q�R�ú�W�L�Q� �H�O�R�U�����L�Q�I�R�U�P�D� �L�L�O�H���Y�R�U���I�L���F�R�Q�V�L�G�H�U�D�W�H���X�Q���P�L�M�O�R�F���V�L���Q�X���V�F�R�S�� 

 

9. Evaluarea se va raporta la progresul elevilor. 

 

10. Evaluarea va avea un caracter motivant si nu primitiv. 

 

11. Se vor utiliza toate metodele si procedeele didactice , care vor fi comunicate 

elevilor pentru a fi cunoscute din timp. 

 

12. �(�[�W�L�Q�G�H�U�H�D�� �H�Y�D�O�X�D�U�L�L�� �G�H�� �O�D�� �U�H�]�X�O�W�D�W�� �O�D�� �S�U�R�F�H�V���� �L�Q�� �V�F�R�S�X�O�� �S�H�U�I�H�F� �L�R�Q�D�U�L�L�� �D�F�W�X�O�X�L��

educativ. 

 

13. Prescurtarea feed-back-ului, a drumului diagnosticarea la ameliorare. 

 

14. Egalizarea sanselor printr-un proces adaptat clasei si elevilor. 

 

15. Transformarea �U�H�O�D� �L�H�L���S�U�R�I�H�V�R�U-elev, intr-�R���U�H�O�D� �L�H���G�H���F�R�R�S�H�U�D�U�H�� 

 

16. �5�H�D�O�L�]�D�U�H�D���X�Q�H�L���F�R�P�X�Q�L�F���U�L���R�S�W�L�P�H���L�Q�W�U�H���S�U�R�I�H�V�R�U�L�L���F�O�D�V�H�L���V�L���G�L�U�L�J�L�Q�W�H�����S�U�R�I�H�Vori 

�V�L���F�R�Q�G�X�F�H�U�H�D���V�F�R�O�L�L�����L�Q���V�F�R�S�X�O���G�H�S�L�V�W���U�L�L���W�X�W�X�U�R�U���V�L�W�X�D�W�L�L�O�R�U���F�D�U�H���V�R�O�L�F�L�W�D���L�Q�W�H�U�Y�H�Q�W�L�L�� 

 

17. �8�W�L�O�L�]�D�U�H�D�� �X�Q�R�U�� �U�H�V�X�U�V�H�� �P�D�W�H�U�L�D�O�H�� �G�L�Y�H�U�V�H�� �S�H�Q�W�U�X�� �H�G�X�F�D�U�H�D�� �P�R�W�L�Y�D� �L�H�L�� �S�H�Q�W�U�X��

invatare. 

 

18. �&�R�Q�ú�W�L�H�Q�W�L�]�D�U�H�D�� �S�U�R�J�U�H�V�X�O�X�L�� �I���F�X�W�� �G�H�� �I�L�H�F�D�U�H�� �H�O�H�Y���� �S�U�L�Q�� �D�S�O�L�F�D�U�H�D��criteriilor de 

evaluare si autoevaluare si, implicit, asumarea responsabilitatii fata de rezultate obtinute. 
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19. �6�W�D�E�L�O�L�U�H�D�� �X�Q�X�L�� �S�U�R�J�U�D�P�� �G�H�� �P�R�Q�L�W�R�U�L�]�D�U�H���� �O�D�� �Q�L�Y�H�O�X�O�� �I�L�H�F���U�X�L�� �F�D�G�U�X�� �V�L�� �F�R�P�L�V�L�L��

metodice, a progreselor elevilor si a situatiilor care necesita ajutor urgent. 

 

20. Situatiile elevilor-probleme vor fi atent monitorizate prin colaborarea dintre 

profesori si diriginti. 

 

21. Responsabilul comisiei de monitorizare va prezenta periodic, in CA , situatia 

notelor si a absentelor si va fi propuse masurile care se impun. 

 

22. �$�V�L�J�X�U�D�U�H�D�� �V�S�U�L�M�L�Q�X�O�X�L�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �H�O�H�Y���� �L�Q�� �I�X�Q�F� �L�H�� �G�H�� �Q�H�F�H�V�L�W�D�W�L�� ���U�H�F�X�S�H�U�D�U�H����

�G�H�]�Y�R�O�W�D�U�H�����S�H�U�I�R�U�P�D�Q�W�D�������S�U�R�J�U�D�P���D�G�H�F�Y�D�W���O�D���Q�L�Y�H�O�X�O���I�L�H�F���U�H�L���F�R�P�P�L�V�L�L���P�H�W�R�G�L�F�H�� 

 

23. �5�H�D�O�L�]�D�U�H�D���X�Q�H�L���R�U�L�H�Q�W���U�L���ú�F�R�O�D�U�H���V�L���S�U�R�Y�L�]�L�R�Q�D�U�H�� �F�R�U�H�Q�W�H���� �L�Q���L�P�S�O�L�Farea tuturor 

factorilor interesati (scoala-familie). 

 

24. Membrii CEAC vor stabili modalitatile de colectare a datelor, perioadelor, 

�P�R�G�X�O���G�H���S�U�H�O�X�F�U�D�U�H���V�L���U�H�O�D� �L�D���F�X���I�L�H�F�D�U�H���F�R�P�L�V�L�H���P�H�W�R�G�L�F�D�����L�Q�I�R�U�P���U�L�L���&�$���V�L���&�3�� 

 

25. Combaterea absenteismului prin implicarea tuturor factorilor (familie, politie, 

protectia copilului). 

 

26. �&�R�P�E�D�W�H�U�H�D���D�E�D�Q�G�R�Q�X�O�X�L���ú�F�R�O�D�U���L�Q���U�k�Q�G�X�O���H�O�H�Y�L�O�R�U���D�I�O�D� �L���L�Q���V�L�W�X�D�W�L�D���G�H���U�L�V�F�����G�L�Q��

�I�D�P�L�O�L�L�O�H�� �G�H�]�R�U�J�D�Q�L�]�D�W�H���� �F�X�� �S���U�L�Q� �L�L�� �L�Q�� �V�W�U�D�L�Q�D�W�D�W�H�� �������� �H�W�F�� �������� �G�L�U�L�J�L�Q�W�L�L�� �Y�R�U�� �S�U�H�]�H�Q�W�D�� �G�L�U�H�F�W�R�U�X�O�X�L��

CA c�D�]�X�U�L�O�H�� �G�H�S�L�V�W�D�W�H�� �V�L�� �Y�R�U�� �F�R�R�S�H�U�D�� �S�H�Q�W�U�X�� �P�H�Q� �L�Q�H�U�H�D�� �H�O�H�Y�L�O�R�U�� �L�Q�� �ú�F�R�D�O�D���� �S�U�L�Q�� �P�D�V�X�U�L��

adecvate. 

27. �6�H���Y�D���U�H�D�O�L�]�D���E�D�]�D���G�H���G�D�W�H�����O�D���Q�L�Y�H�O�X�O���I�L�H�F���U�H�L���F�O�D�V�H�����G�L�U�L�J�L�Q�W�L�L�������O�D���Q�L�Y�H�O�X�O���V�F�R�O�L�L��

(directorul), pentru cunosterea situatiilor familiale. 

 

28. Proiectarea �V�L���G�H�U�X�O�D�U�H�D���S�U�R�L�H�F�W�H�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H�����O�D���Q�L�Y�H�O�X�O���F�O�D�V�H�O�R�U���V�L���O�D���Q�L�Y�H�O�X�O��

scolii. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H: 

 

 comunicarea prevederilor prezentei proceduri, 

 de prelucrarea datelor colectate;  

 �F�R�P�X�Q�L�F�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U���U�H�O�H�Y�D�Q�W�H�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �ú�L�� �&�R�Q�V�L�O�L�X�O�X�L��

Profesoral . 

 

Directorul  (managerul���� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$�&���� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �S�H�Q�W�U�X��

�L�P�S�O�H�P�H�Q�W�D�U�H�D�������P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���ú�L���J�D�U�D�Q�W�D�U�H�D���F�R�Q�I�L�G�H�Q� �L�D�O�L�W��� �L�L���L�Q�I�R�U�P�D� �L�L�O�R�U�� 

 

Dirig �L�Q� �L�L���F�O�D�V�H�O�R�U�� �W�H�U�P�L�Q�D�O�H�� �U���V�S�X�Q�G�� �G�H�� �F�R�O�H�F�W�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �W�U�D�Q�V�P�L�W�H�U�H�D��

CEAC. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  

Alte 
loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu elaborarea, verificarea �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D �G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,, JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

 

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. IV  

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 25 �± Validarea situatiei scolare la sfarsitul anului scolar 2 

2 P.O. 26 �± Evaluarea cadrelor didactice 29 

3 P.O. 27 �± Activitati extracurriculare 53 

4 P.O. 28 �± Insertia profesionala pentru cadrele noi, fara experienta 69 

5 P.O. 29 �± Observarea procesului de predare - invatare 84 

6 P.O. 30 �± Revizuirea periodica a activitatilor extrascolare 103 

7 P.O. 31 �± Elaborarea si dezvoltarea planul de actiune al scolii 117 

8 P.S.Q. 01 �± Controlul documentelor 135 

9 P.S.Q. 02 �± Prelucrarea datelor cu caracter personal 162 
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VALIDAREA SITUATIEI SCOLARE LA  
SFARSITUL ANULUI SCOLAR  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L��prenumele �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q���L�Q�V�W�L�W�X�L�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���P�H�W�R�G�R�O�R�J�L�F�H���F�D�U�H���V�D���D�M�X�W�H���O�D���v�Q�ú�W�L�L�Q� �D�U�H�D���v�Q���W�L�P�S���X�W�L�O���D�� 

�H�O�H�Y�L�O�R�U���V�L���S���U�L�Q� �L�O�R�U���H�O�H�Y�L�O�R�U���F�X���S�U�L�Y�L�U�H���O�D���V�L�W�X�D� �L�D���ú�F�R�O�D�U�����R�E� �L�Q�X�W�����O�D���V�I�k�U�ú�L�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- Instituirea unei proceduri metodologice care sa eficientizeze activitatea unitatii 

scolare si sa permita obtinerea de performanta. 

 

- �3�U�R�F�H�G�X�U�D���D�U�H���G�U�H�S�W���V�F�R�S���v�Q�ú�W�L�L�Q� �D�U�H�D���v�Q���W�L�P�S���X�W�L�O���D���H�O�H�Y�L�O�R�U���V�L���S���U�L�Q� �L�O�R�U���H�O�H�Y�L�O�R�U���F�X��

�S�U�L�Y�L�U�H���O�D���V�L�W�X�D� �L�D���ú�F�R�O�D�U�����R�E� �L�Q�X�W�����O�D���V�I�k�U�ú�L�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

3. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �V�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W�D�W�L�O�R�U�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W��preuniversitar 

intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 31.08.2016 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H���G�H���D�F�U�H�G�L�W�D�U�H���ú�L���H�Y�D�O�X�D�U�H���S�H�U�L�R�G�L�F�����D���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��

�± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� �� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente,  inclusiv  reglementari  interne  ale   Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O����director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

1. Informarea tuturor cadrelor didactice cu privire la art. 62 (atributiile consiliului 

clasei), art. 112 - 117 (evaluarea rezultatelor elevilor ) si art. 118 - 120 (incheierea situatiei 

�ú�F�R�O�D�U�H�����G�L�Q���5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���V�L���I�X�Q�F� �L�R�Q�D�U�H���D���X�Q�L�W�D�W�L�O�R�U���G�H���L�Q�Y�D�W�D�P�D�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 31.08.2016. 

 

 

2. Verificarea cataloagelor tuturor claselor - �Q�X�P���U�� �G�H�� �D�E�V�H�Q� �H���V�L�� �Q�X�P���U�� �G�H�� �Q�R�W�H��

acordate elevilor la fiecare disciplina. 

 

3. �,�Q�F�K�H�L�H�U�H�D���V�L�W�X�D�W�L�H�L���ú�F�R�O�D�U�H���D���H�O�H�Y�L�O�R�U�� 

 

4. �9�D�O�L�G�D�U�H�D���V�L�W�X�D�W�L�H�L���ú�F�R�O�D�U�H���D���H�O�H�Y�L�O�R�U���S�H���F�O�D�V�H�������v�Q���ú�H�G�L�Q� �D���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O����

consemnarea in registrul de procese-verbale a numelor celor �S�U�R�P�R�Y�D� �L���F�R�U�L�J�H�Q�W�L�� �U�H�S�H�W�H�Q� �L����

�D�P�k�Q�D� �L���S�U�H�F�X�P���V�L���Q�X�P�H�O�H���H�O�H�Y�L�O�R�U���F�X���Q�R�W�H���O�D���S�X�U�W�D�U�H���P�D�L���P�L�F�L���G�H������������ 

 

5. �$�I�L�ú�D�U�H�D���O�D���D�Y�L�]�L�H�U�X�O���L�Q�V�W�L�W�X� �L�H�L���ú�F�R�O�D�U�H���D���V�L�W�X�D� �L�H�L���ú�F�R�O�D�U�H���D�Q�X�D�O�H���D���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U����

cu specificarea medie generale. 

 

6. �$�I�L�ú�D�U�H�D�� �S�U�R�J�U�D�P�X�O�X�L�� �G�H�� �S�U�H�J���W�L�U�H�� �D�O�� �H�O�H�Y�L�O�R�U�� �F�R�U�L�J�H�Q� �L�� �V�D�X�� �D�P�D�Q�D�W�L�� �V�L�� �D�O��

�G�H�V�I�D�V�X�U�D�U�L�L���H�[�D�P�H�Q�H�O�R�U���G�H���F�R�U�L�J�H�Q�W�D���V�L���G�H���v�Q�F�K�H�L�H�U�H���D���V�L�W�X�D�W�L�H�L���ú�F�R�O�D�U�H�� 
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8.2. Documente 

 

1. �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �V�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�O�� �X�Q�L�W�D�U�L�O�R�U�� �G�H�� �L�Q�Y�Dtamant 

preuniversitar. 

2. Situatii statisti�F�H���G�H���V�I�D�U�V�L�W���G�H���D�Q���ú�F�R�O�D�U���� 

3. Procese verbale ale Consiliului Profesional. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H�� 

 comunicarea prevederilor prezentei proceduri, 

 �F�R�P�X�Q�L�F�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U���U�H�O�H�Y�D�Q�W�H���&�R�Q�V�L�O�L�X�O�����3�U�R�I�H�V�R�U�D�O��. 

 

�'�L�U�H�F�W�R�U�L�L�� ���P�D�Q�D�J�H�U�L�L���� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$�&���� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �S�H�Q�W�U�X��

�L�P�S�O�H�P�H�Q�W�D�U�H�D�������P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���ú�L���J�D�U�D�Q�W�D�U�H�D���F�R�Q�I�L�G�H�Q� �L�D�O�L�W��� �L�L���L�Q�I�R�U�P�D� �L�L�O�R�U�� 

 

�'�L�U�L�J�L�Q� �L�L�� �F�O�D�V�H�O�R�U�� �W�H�U�P�L�Q�D�O�H�� �U���V�S�X�Q�G�� �G�H�� �F�R�O�H�F�W�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�����Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �W�U�D�Q�V�P�L�W�H�U�H�D��

CEAC. 

 

�&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�����D���S�U�R�F�H�G�X�U�L�L 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Atributiile Consiliului 

Clasei 

       

2 Evaluarea rezultatelor 

�v�Q�Y���
���U�L�L 

       

3 �Ì�Q�F�K�H�L�H�U�H�D���V�L�W�X�D�
�L�H�L�����F�R�O�D�U�H        
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U��procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele �G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa 1 

 

   Art. 60. -   �&�R�Q�V�L�O�L�X�O���F�O�D�V�H�L���D�U�H���X�U�P���W�R�D�U�H�O�H���D�W�U�L�E�X� �L�L��   

a) analizeaza semestrial progresul scolar si comportamentul fiecarui elev; 

b) stabileste masuri de sprijin atat pentru elevii cu probleme de invatare sau de comportament, cat si pentru elevii 
cu rezultate deosebite; 

c) stabileste notele/calificativele la purtare pentru fiecare elev al clasei, in functie de frecventa si comportamentul 
acestora in activitatea scolara si extrascolara; propune consiliului profesoral validarea notelor mai mici de 7,00, 
respectiv mai mici de 8,00 pentru unitatile de invatamant cu profil pedagogic, teologic si militar, sau a 
�F�D�O�L�I�L�F�D�W�L�Y�H�O�R�U���P�D�L���P�L�F�L���G�H���Ä�E�L�Q�H�´�����S�H�Q�W�U�X���L�Q�Y�D�W�D�P�D�Q�W�X�O���S�U�L�P�D�U�� 

d) propune recompense pentru elevii cu rezultate deosebite; 

e) participa la intalniri cu parintii si elevii ori de cate ori este nevoie, la solicitarea 
invatatorului/institutorului/profesorului pentru invatamantul primar/profesorului diriginte sau a cel putin 1/3 
dintre parintii elevilor clasei; 

f) analizeaza abaterile disciplinare ale elevilor si propune invatatorului/institutorului/profesorului pentru 
invatamantul primar/profesorului diriginte, sanctiunile disciplinare prevazute pentru elevi, in conformitate cu 
legislatia in vigoare. 
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Anexa  2 

Art. 115 �²   

(1) Instrumentele de evaluare se stabilesc in functie de varsta si de particularitatile psihopedagogice ale 
beneficiarilor primari ai educatiei si de specificul fiecarei discipline. Acestea sunt: 

a) chestionari orale; 

b) teste, lucrari scrise; 

c) experimente si activitati practice; 

d) referate; 

e) proiecte; 

f) interviuri; 

g) portofolii; 

h) probe practice; 

i) alte instrumente stabilite de comisiile metodice si aprobate de director sau elaborate de catre Ministerul 
Educatiei Nationale /inspectoratele scolare, elaborate in conformitate cu legislatia nationala. 

(2) In invatamantul primar, la clasele I�² IV, in cel secundar si in cel postliceal, elevii vor avea la fiecare 
disciplina/modul, cu exceptia celor preponderent practice, cel putin o evaluare prin lucrare scrisa pe semestru. 

 

Art. 116 �²   

Testele de evaluare, subiectele de examen de orice tip si lucrarile semestriale scrise (teze) se elaboreaza pe baza 
cerintelor didactico-metodologice stabilite de programele scolare, parte a Curriculumului national. 

 

Art. 117 �²   

(1) Rezultatele evaluarii se exprima, dupa caz, prin: 

a) aprecieri descriptive privind dezvoltarea copilului �²  la nivelurile anteprescolar, prescolar si clasa 
pregatitoare; 

b) calificative la clasele I�² IV si in invatamantul special care scolarizeaza elevi cu deficiente grave, severe, 
profunde sau asociate; 

c) note de la 1 la 10 in invatamantul secundar si in invatamantul postliceal. 

���������5�H�]�X�O�W�D�W�H�O�H���H�Y�D�O�X�D�U�L�L���V�H���F�R�Q�V�H�P�Q�H�D�]�D���L�Q���F�D�W�D�O�R�J�����F�X���F�H�U�Q�H�D�O�D���D�O�E�D�V�W�U�D�����V�X�E���I�R�U�P�D�����Ä�&�D�O�L�I�L�F�D�W�L�Y�X�O���G�D�W�D�´���V�D�X��
�Ä�1�R�W�D���G�D�W�D�´�����F�X���H�[�F�H�S�W�L�D���F�H�O�R�U���G�H���O�D���Q�L�Y�H�O�X�U�L�O�H���D�Q�W�H�S�U�H�V�F�R�O�D�U���V�L���S�U�H�V�F�R�O�D�U�����F�D�U�H���V�X�Q�W���W�U�H�F�X�W�H���L�Q���F�D�L�H�W�X�O���G�H���R�E�V�H�U�Y�D�W�L�L��
si ale celor de la clasa pregatitoare, care se trec in raportul anual de evaluare. 
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Art. 118 �²   

(1) Pentru nivelurile anteprescolar si prescolar, rezultatele evaluarii se comunica si se discuta cu parintii, tutorii 
sau sustinatorii legali. 

(2) Calificativele/Notele acordate se comunica in mod obligatoriu elevilor, se trec in catalog si in carnetul de 
elev de catre cadrul didactic care le acorda. 

(3) In invatamantul primar cu predare in limbile minoritatilor nationale, calificativele se pot comunica si in limba 
de predare de catre cadrul didactic. 

(4) Numarul de calificative/note acordate semestrial fiecarui elev, la fiecare disciplina de studiu, exclusiv nota de 
la lucrarea scrisa semestriala (teza), trebuie sa fie cel putin egal cu numarul saptamanal de ore de curs prevazut 
in planul de invatamant. Fac exceptie disciplinele cu o ora de curs pe saptamana, la care numarul minim de 
calificative/note este de doua. 

(5) In cazul curriculumului organizat modular, numarul de note acordate semestrial trebuie sa fie corelat cu 
numarul de ore alocate fiecarui modul in planul de invatamant, precum si cu structura modulului, de regula, o 
nota la un numar de 25 de ore. Numarul minim de note acordate elevului la un modul este de doua. 

(6) Elevii aflati in situatie de corigenta vor avea cu cel putin un calificativ/o nota in plus fata de numarul de 
calificative/note prevazute la alin. (4), ultimul calificativ/ultima nota fiind acordat/a, de regula, in ultimele doua 
saptamani ale semestrului. 

(7) Disciplinele la care se sustin lucrari scrise semestriale (teze), precum si perioadele de desfasurare a acestora 
se stabilesc prin ordin al ministrului educatiei nationale. 

(8) Notele la lucrarile scrise semestriale (teze) se analizeaza cu elevii intr-o ora special destinata acestui scop si 
se trec in catalog. Lucrarile scrise semestriale (tezele) se pastreaza in unitatea de invatamant pana la sfarsitul 
anului scolar. 
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Anexa 3 

(1) La sfarsitul fiecarui semestru si la incheierea anului scolar, cadrele didactice au obligatia sa incheie situatia 

scolara a elevilor, in conditiile prezentului regulament. 

(2) La sfarsitul fiecarui semestru, invatatorul/institutorul/ profesorul pentru invatamantul primar/profesorul 

diriginte consulta consiliul clasei pentru acordarea mediei la purtare, prin care sunt evaluate frecventa si 

comportarea elevului, respectarea de catre acesta a reglementarilor adoptate de unitatea de invatamant. 

(3) La sfarsitul fiecarui semestru invatatorul/institutorul/ profesorul pentru invatamantul primar/profesorul 

diriginte consulta consiliul clasei pentru elaborarea aprecierii asupra situatiei scolare a fiecarui elev. 

 

Art. 120 �²   

(1) La fiecare disciplina de studiu media semestriala este calculata din numarul de note prevazut de prezentul 

regulament. 

(2) La disciplinele de studiu la care nu se sustine lucrarea scrisa semestriala (teza), media semestriala se obtine 

prin rotunjirea mediei aritmetice a notelor la cel mai apropiat numar intreg. La o diferenta de 

50 de sutimi, rotunjirea se face in favoarea elevului. 

(3) Media la evaluarea periodica este media aritmetica a notelor inscrise in catalog, cu exceptia notei de la 

lucrarea scrisa semestriala (teza), medie calculata cu doua zecimale exacte, fara rotunjire. 

(4) La disciplinele de studiu la care se sustine lucrarea scrisa semestriala (teza), media semestriala se calculeaza 

�D�V�W�I�H�O�����Ä�P�H�G�L�D���V�H�P�H�V�W�U�L�D�O�D��� �������0���7�������´�����X�Q�G�H���Ä�0�´���U�H�S�U�H�]�L�Q�W�D���P�H�G�L�D���O�D���H�Y�D�O�X�D�U�H�D���S�H�U�L�R�G�L�F�D�����L�D�U���Ä�7�´���U�H�S�U�H�]�L�Q�W�D��

nota obtinuta la lucrarea scrisa semestriala (teza). Nota astfel obtinuta se rotunjeste la cel mai apropiat numar 

intreg. La o diferenta de 50 de sutimi, rotunjirea se face 

in favoarea elevului. 

(5) Media anuala la fiecare disciplina este data de media aritmetica a celor doua medii semestriale, calculata cu 

doua zecimale exacte, fara rotunjire. In cazul in care elevul a fost scutit medical, pe un semestru, la disciplina 

educatie fizica si sport, calificativul/media de pe semestrul in care elevul nu a fost scutit devine 

calificativul/media anuala. 

(6) Nota lucrarii scrise semestriale (teza) si mediile semestriale si anuale se consemneaza in catalog cu cerneala 

rosie. 

(7) In cazul in care curriculumul este organizat modular, fiecare modul se dezvolta ca o unitate autonoma de 

instruire. Media unui modul se calculeaza din notele obtinute pe parcursul desfasurarii modulului, conform 

prevederilor de la alin. (2). Incheierea mediei unui modul care se termina pe parcursul anului se face in 

momentul finalizarii acestuia, nefiind conditionata de sfarsitul semestrului. Aceasta este considerata si media 

anuala a modulului. 

(8) Media anuala generala se calculeaza ca medie aritmetica, fara rotunjire, a mediilor anuale de la toate 

disciplinele/modulele si de la purtare. Media generala, in cazul curriculumului organizat pe module, se 

calculeaza similar mediei generale a unei discipline. 

 



COLEGIUL TEHNIC 
�³�,�8�/�,�8���0�$�1�,�8�´���&�$�5�(�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
VALIDAREA SITUATIEI SCOLARE LA 

SFARSITUL ANULUI SCOLAR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
25 

Cod: P.O. 25 
Pagina     din  27 
Exemplar nr.:  

 

 20 

Art. 121 �²   

(1) La clasele I�² IV se stabilesc calificative semestriale si anuale la fiecare disciplina de studiu. 

(2) Pentru aceste clase, calificativul semestrial pe disciplina/domeniu de studiu se stabileste astfel: se aleg doua 

calificative cu frecventa cea mai mare, acordate in timpul semestrului, dupa care, in perioadele de recapitulare si 

de consolidare a materiei, in urma aplicarii unor probe de evaluare sumativa, cadrul didactic poate opta pentru 

unul dintre cele doua calificative. 

(3) Pentru aceste clase, calificativul anual la fiecare disciplina/domeniul de studiu este dat de unul dintre 

calificativele semestriale stabilite de cadrul didactic in baza urmatoarelor criterii: 

a) progresul sau regresul elevului; 

b) raportul efort-performanta realizata; 

c) cresterea sau descresterea motivatiei elevului; 

d) realizarea unor sarcini din programul suplimentar de pregatire sau de recuperare, stabilite de cadrul didactic si 

care au fost aduse la cunostinta parintelui, tutorelui sau sustinatorului legal. 

 

Art. 122 �²   

(1) In invatamantul primar, calificativele semestriale si anuale la fiecare disciplina se consemneaza in catalog de 

catre invatatorul/institutorul/profesorul pentru invatamantul primar/profesorul de specialitate. Calificativele la 

purtare se consemneaza in catalog de catre invatatori/institutori/ profesorii pentru invatamantul primar. 

(2) In invatamantul secundar inferior si secundar superior si postliceal mediile semestriale si anuale pe 

disciplina/modul se consemneaza in catalog de catre cadrul didactic care a predat disciplina/modulul. 

Mediile la purtare se consemneaza in catalog de profesorii diriginti ai claselor. 

 

Art. 123 �²   

(1) Elevii scutiti de efort fizic au obligatia de a fi prezenti la orele de educatie fizica si sport. Acestor elevi nu li 

se acorda calificative/note si nu li se incheie media la aceasta disciplina in semestrul sau in anul in care sunt 

scutiti medical. 

(2) Pentru elevii scutiti medical, profesorul de educatie fizica si sport consemneaza in catalog, la rubrica 

�U�H�V�S�H�F�W�L�Y�D�����Ä�V�F�X�W�L�W���P�H�G�L�F�D�O���L�Q���V�H�P�H�V�W�U�X�O���´���V�D�X���Ä�V�F�X�W�L�W���P�H�G�L�F�D�O���L�Q���D�Q�X�O���V�F�R�O�D�U���´�����V�S�H�F�L�I�L�F�D�Q�G���W�R�W�R�G�D�W�D���G�R�F�X�Pentul 

medical, numarul si data eliberarii acestuia. Documentul medical va fi atasat la dosarul personal al elevului, aflat 

la secretariat. 

(3) Elevii scutiti medical, semestrial sau anual, nu sunt obligati sa vina in echipament sportiv la orele de educatie 

fizica si sport, dar trebuie sa aiba incaltaminte adecvata pentru salile de sport. Absentele la aceste ore se 

consemneaza in catalog. 

(4) Pentru integrarea in colectiv a elevilor scutiti medical, in timpul orei de educatie fizica si sport, cadrul 

didactic le poate atribui sarcini organizatorice: arbitraj, cronometrare, masurare, inregistrarea unor elemente 

tehnice, tinerea scorului etc. 
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Art. 124 �²   

Scolarizarea elevilor sportivi nominalizati de federatiile nationale sportive pentru centrele nationale olimpice/de 

excelenta se realizeaza in unitati de invatamant situate in apropierea acestor structuri sportive si respecta 

dinamica selectiei loturilor. Situatia scolara, inregistrata in perioadele in care elevii se pregatesc in aceste centre, 

se transmite unitatilor de invatamant de care acestia apartin. In cazul in care scolarizarea se realizeaza in unitati 

de invatamant care nu pot asigura pregatirea elevilor la unele discipline de invatamant, situatia scolara a acestor 

elevi se poate incheia, la disciplinele respective, la unitatile de invatamant de care elevii apartin, dupa intoarcerea 

acestora, conform prezentului regulament. 

 

Art. 125 �²   

(1) Parintii, tutorii sau sustinatorii legali ai elevilor minori, respectiv elevii majori care doresc sa isi exercite 

dreptul de a participa la ora de Religie isi exprima optiunea in scris, intr-o cerere adresata unitatii de invatamant, 

in care precizeaza si numele cultului solicitat. 

(2) Schimbarea optiunii de a frecventa ora de Religie se face tot prin cerere scrisa a elevului major, respectiv a 

parintelui tutorelui legal instituit pentru elevul minor. 

(3) In situatia in care parintii/tutorii sau sustinatorilor legali ai elevului minor, respectiv elevul major decid, in 

cursul anului scolar, schimbarea optiunii de a frecventa ora de Religie, situatia scolara a elevului respectiv pe 

anul in curs se incheie fara disciplina Religie.  

(4) In mod similar se procedeaza si pentru elevul caruia, din motive obiective, nu i s-au asigurat conditiile 

necesare pentru frecventarea orelor la aceasta disciplina. 

(5) Elevilor aflati in situatiile prevazute la alin. (3) si (4) li se vor asigura activitati educationale alternative in 

cadrul unitatii de invatamant, stabilite prin hotararea consiliului de administratie. 

 

Art. 126 �²   

(1) Sunt declarati promovati elevii care, la sfarsitul anului scolar, obtin la fiecare disciplina de studiu/modul cel 

�S�X�W�L�Q���P�H�G�L�D���D�Q�X�D�O�D�������������F�D�O�L�I�L�F�D�W�L�Y�X�O���Ä�6�X�I�L�F�L�H�Q�W�´�����L�D�U���O�D���S�X�U�W�D�U�H�����P�H�G�L�D���D�Q�X�D�O�D�������������F�D�O�L�I�L�F�D�W�L�Y�X�O���Ä�6�X�I�L�F�L�H�Q�W�´�� 

(2) Elevii liceelor pedagogice, ai liceelor teologice si ai liceelor militare care obtin la purtare media anuala mai 

mica de 8,00 nu mai pot continua studiile la aceste profiluri. Acesti elevi sunt obligati sa se transfere, pentru anul 

scolar urmator, la alte profiluri/licee cu respectarea legislatiei in vigoare si a regulamentelor de organizare si 

functionare a unitatilor in cauza. 

 

Art. 127 �²   

(1) Elevii din clasele cu profil artistic sau sportiv, care nu au media de cel putin 6 la disciplina principala de 

specialitate, sunt declarati necorespunzatori pentru aceste profiluri/specializari. 

(2) Prin exceptie de la alin. (1) elevii de la clasele cu specializarile muzica si coregrafie sunt declarati 

necorespunzatori pentru specializarea respectiva si daca nu obtin minimum 6,00 la examenul de sfarsit de an 

scolar. 
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(3) Elevii mentionati la alin. (1) si (2) sunt obligati sa se transfere, pentru anul scolar urmator, la alte 

profiluri/specializari, cu respectarea legislatiei in vigoare si a regulamentelor de organizare si functionare a 

unitatilor in cauza. 

 

Art. 128 �²   

Sunt declarati amanati, semestrial sau anual, elevii carora nu li se poate definitiva situatia scolara la una sau la 

mai multe discipline de studiu/module din urmatoarele motive: 

a) au absentat, motivat si nemotivat, la cel putin 50% din numarul de ore de curs prevazut intr-un semestru la 

disciplinele/modulele respective; 

b) au fost scutiti de frecventa de catre directorul unitatii de invatamant in urma unor solicitari oficiale, pentru 

perioada participarii la festivaluri si concursuri profesionale, cultural-artistice si sportive, interne si 

internationale, cantonamente si pregatire specializata; 

c) au beneficiat de bursa de studiu in strainatate, recunoscuta de minister; 

d) au urmat studiile, pentru o perioada determinata de timp, in alte tari; 

e) nu au un numar suficient de calificative/note, necesar pentru incheierea mediei/mediilor sau nu au 

calificativele/mediile semestriale ori anuale la disciplinele/modulele respective, consemnate in catalog de catre 

cadrul didactic, din alte motive decat cele de mai sus, neimputabile personalului didactic de predare. 

 

Art. 129 �²   

(1) Elevii declarati amanati pe semestrul I isi incheie situatia scolara in primele patru saptamani de la revenirea 

la scoala. 

(2) Incheierea situatiei scolare a elevilor prevazuti la  alin. (1) se face pe baza calificativelor/notelor consemnate 

in rubrica semestrului I, datate la momentul evaluarii. 

(3) Incheierea situatiei scolare a elevilor amanati pe semestrul al doilea, a celor declarati amanati pe semestrul I 

care nu si-au incheiat situatia scolara conform prevederilor alin. (1) si (2) sau a celor amanati anual se face 

inaintea sesiunii de corigente, intr-o perioada stabilita de consiliul de administratie. Elevii amanati, care nu 

promoveaza la una sau doua discipline/module de studiu in sesiunea de examene de incheiere a situatiei scolare a 

elevilor amanati, se pot prezenta la sesiunea de examene de corigente. 

 

Art. 130 �²   

���������6�X�Q�W���G�H�F�O�D�U�D�W�L���F�R�U�L�J�H�Q�W�L���H�O�H�Y�L�L���F�D�U�H���R�E�W�L�Q���F�D�O�L�I�L�F�D�W�L�Y�H���Ä�,�Q�V�X�I�L�F�L�H�Q�W�´���P�H�G�L�L���D�Q�X�D�O�H���V�X�E�������������O�D���F�H�O���P�X�O�W���G�R�X�D��

discipline de studiu, precum si elevii amanati care nu promoveaza examenul de incheiere a situatiei scolare, la 

cel mult doua discipline de studiu. 

(2) In cazul in care curriculumul este organizat modular, sunt declarati corigenti: 

a) elevii care obtin medii sub 5,00 la modulele ce se finalizeaza pe parcursul anului scolar, indiferent de numarul 

modulelor nepromovate; 
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b) elevii care obtin medii sub 5,00 la cel mult doua module care se finalizeaza la sfarsitul anului scolar, precum 

si elevii amanati care nu promoveaza examenul de incheiere a situatiei scolare, la cel mult doua module. 

(3) Pentru elevii corigenti se organizeaza anual o singura sesiune de examene de corigenta, intr-o perioada 

stabilita de minister. 

(4) Pentru elevii corigenti mentionati la alin. (2) lit. a) se organizeaza si o sesiune speciala de examene de 

corigenta, in ultima saptamana a anului scolar. Media fiecarui modul, obtinuta in cadrul sesiunii speciale de 

corigenta, este si media anuala a modulului. 

 

Art. 131 �²   

(1) Sunt declarati repetenti: 

�D�����H�O�H�Y�L�L���F�D�U�H���D�X���R�E�W�L�Q�X�W���F�D�O�L�I�L�F�D�W�L�Y�X�O���Ä�,�Q�V�X�I�L�F�L�H�Q�W�´���P�H�G�L�L���D�Q�Xale sub 5,00 la mai mult de doua discipline de 

invatamant/module care se finalizeaza la sfarsitul anului scolar. Prevederile se aplica si elevilor care nu au 

promovat, la mai mult de doua module, la examenele de corigenta in sesiunea speciala, organizata in 

conformitate cu art. 130 alin. (4); 

�E�����H�O�H�Y�L�L���F�D�U�H���D�X���R�E�W�L�Q�X�W���O�D���S�X�U�W�D�U�H���F�D�O�L�I�L�F�D�W�L�Y�X�O���D�Q�X�D�O���Ä�,�Q�V�X�I�L�F�L�H�Q�W�´���P�H�G�L�D���D�Q�X�D�O�D���P�D�L���P�L�F�D���G�H������������ 

c) elevii corigenti care nu se prezinta la sesiunea de examen de corigenta sau la sesiunea speciala prevazuta la 

art. 130 alin. (4) sau care nu promoveaza examenul la toate disciplinele/modulele la care se afla in situatie de 

corigenta; 

d) elevii amanati care nu se prezinta la sesiunea de incheiere a situatiei scolare la cel putin o disciplina/un modul; 

e) elevii exmatr�L�F�X�O�D�W�L�����F�X���G�U�H�S�W���G�H���U�H�L�Q�V�F�U�L�H�U�H�����D�F�H�V�W�R�U�D���O�L���V�H���L�Q�V�F�U�L�H���L�Q���G�R�F�X�P�H�Q�W�H�O�H���V�F�R�O�D�U�H���Ä�5�H�S�H�W�H�Q�W���S�U�L�Q��

exmatriculare, cu drept de reinscriere in aceeasi unitate de invatamant sau in alta unitate de 

�L�Q�Y�D�W�D�P�D�Q�W�´�����U�H�V�S�H�F�W�L�Y���Ä�I�D�U�D���G�U�H�S�W���G�H���L�Q�V�F�U�L�H�U�H���L�Q���Q�L�F�L�R���X�Q�L�W�D�W�H���G�H���L�Q�Y�D�W�D�P�D�Q�W���S�H�Q�W�U�X���R���S�H�U�L�R�D�G�D���G�H�������D�Q�L�´�� 

(2) La sfarsitul clasei pregatitoare si al clasei I elevii nu pot fi lasati repetenti. Elevii care, pe parcursul clasei, au 

manifestat dificultati de invatare, mentionate in raportul de evaluare pentru clasa 

pregatitoare si evaluarile finale pentru clasa I, privind dezvoltarea fizica, socioemotionala, cognitiva, a limbajului 

si a comunicarii, precum si a dezvoltarii capacitatilor si atitudinilor fata de invatare raman in 

colectivele in care au invatat si intra, pe parcursul anului scolar urmator, intr-un program de remediere/ 

recuperare scolara, realizat de invatator/institutor/profesor pentru invatamantul primar, impreuna cu un 

specialist de la centrul judetean de resurse si asistenta educationala/Centrul Municipiului Bucuresti de Resurse si 

Asistenta Educationala. 

 

Art. 132 �²   

(1) Elevii declarati repetenti se pot inscrie in anul scolar urmator in clasa pe care o repeta, la aceeasi unitate de 

invatamant, inclusiv cu depasirea numarului maxim de elevi la clasa prevazut de lege, sau se pot transfera la alta 

unitate de invatamant. 

(2) Pentru elevii din invatamantul secundar superior si din invatamantul postliceal declarati repetenti la sfarsitul 

primului an de studii, reinscrierea se poate face si peste cifra de scolarizare aprobata. 
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(3) In ciclul superior al liceului si in invatamantul postliceal cu frecventa, elevii se pot afla in situatia de 

repetentie de cel mult doua ori. Anul de studiu se poate repeta o singura data. 

(4) Continuarea studiilor de catre elevii din ciclul superior al liceului sau din invatamantul postliceal care repeta 

a doua oara un an scolar sau care se afla in stare de repetentie pentru a treia oara se poate realiza in invatamantul 

cu frecventa redusa. 

 

Art. 133 �²   

(1) Dupa incheierea sesiunii de corigenta, elevii care nu aupromovat la o singura disciplina de invatamant/un 

singur modul au dreptul sa solicite reexaminarea. Aceasta se aproba de catre director, in cazuri justificate, o 

singura data pe an scolar. 

(2) Cererea de reexaminare se depune la secretariatul unitatii de invatamant, in termen de 24 de ore de la afisarea 

rezultatelor examenului de corigenta. 

(3) Reexaminarea se desfasoara in termen de doua zile de la data depunerii cererii, dar nu mai tarziu de data 

inceperii cursurilor noului an scolar. 

(4) Comisia de reexaminare se numeste prin decizia directorului si este formata din alte cadre didactice decat 

cele care au facut examinarea anterioara. 

 

Art. 134 �²   

(1) Pentru elevii declarati corigenti sau amanati anual, examinarea se face din toata materia studiata in anul 

scolar, conform programei scolare. 

(2) Pentru elevii amanati pentru un semestru, examinarea in vedereaincheierii situatiei se face numai din materia 

acelui semestru. 

(3) Pentru elevii care sustin examene de diferenta, examinarea se face din toata materia studiata in anul scolar 

respectiv sau dintr-o parte a acesteia, in functie de situatie. 

(4) Disciplinele/Modulele la care se dau examene de diferenta sunt cele prevazute in trunchiul comun si in 

curriculumul diferentiat al specializarii/calificarii profesionale a clasei la care se face transferul si care nu au fost 

studiate de candidat. Se sustine examen separat pentru fiecare clasa/an de studiu. Notele obtinute la examenele 

de diferenta din curriculumul diferentiat se consemneaza in registrul matricol, fara a fi luate in calcul pentru 

media anuala a elevului pentru fiecare an de studiu incheiat. 

(5) In situatia transferarii elevului dupa semestrul I, secretarul scolii inscrie in catalogul clasei la care se transfera 

candidatul numai mediile din primul semestru de la disciplinele pe care elevul le studiaza la 

specializarea/calificarea la care s-a transferat. Notele obtinute la examenele de diferente sustinute la 

disciplinele/modulele prevazute in trunchiul comun si in curriculumul diferentiat al specializarii/calificarii 

profesionale a clasei la care se transfera si care nu au fost studiate de candidat anterior transferului reprezinta 

mediile pe semestrul I la disciplinele/modulele respective. 

(6) Nu se sustin examene de diferenta pentru disciplinele din curriculum la decizia scolii. 
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(7) In cazul elevilor transferati, acestia preiau disciplinele optionale ale clasei in care se transfera. In situatia 

transferului elevului la inceputul semestrului al II-lea sau in cursul acestuia, mediile semestriale obtinute la 

disciplinele optionale ale clasei, la sfarsitul semestrului al II-lea, devin medii anuale pentru disciplina respectiva. 

(8) In cazul transferului pe parcursul anului scolar, parintele, tutorele sau sustinatorul legal al elevului/elevul 

major isi asuma in scris responsabilitatea insusirii de catre elev a continutului programei 

scolare parcurse pana in momentul transferului, la disciplinele optionale din unitatea de invatamant primitoare. 

(9) In situatia mentionata la alin. (7), in foaia matricola vor fi trecute atat disciplinele optionale pe care le-a 

parcurs elevul la unitatea de invatamant de la care se transfera, la care are situatia scolara incheiata pe primul 

semestru, cat si cele ale clasei din unitatea de invatamant la care se transfera. In acest caz, media semestriala la 

fiecare din aceste discipline optionale devine medie anuala. 

(10) In cazul transferului elevilor corigenti la cel mult doua discipline/module, cu schimbarea 

profilului/specializarii/calificarii profesionale, si care nu vor mai studia la unitatea de invatamant primitoare 

disciplinele/modulele respective, se vor sustine doar examenele de diferenta. Prevederea se aplica si in cazul 

elevilor declarati amanati. 

 

Art. 135 �²   

(1) Obligatia de a frecventa invatamantul obligatoriu la forma de invatamant cu frecventa, cursuri de zi, 

inceteaza la varsta de 18 ani. Persoanele care nu au finalizat invatamantul obligatoriu pana la aceasta varsta si 

care au depasit cu mai mult de 3 ani varsta clasei isi pot continua studiile, la cerere, la forma de invatamant cu 

frecventa, cursuri serale sau cu frecventa redusa. 

(2) Persoanele care au depasit cu mai mult de 3 ani varsta clasei in care puteau fi inscrise si care nu au absolvit 

invatamantul primar pana la varsta de 15 ani, precum si persoanele care au depasit cu mai mult de 3 ani varsta 

clasei in care puteau fi inscrise si care nu au absolvit invatamantul gimnazial/liceal �²  ciclul inferior pana la 

�Y�D�U�V�W�D���G�H���������D�Q�L���S�R�W���F�R�Q�W�L�Q�X�D���V�W�X�G�L�L�O�H�����O�D���V�R�O�L�F�L�W�D�U�H�D���D�F�H�V�W�R�U�D�����V�L���L�Q���S�U�R�J�U�D�P�X�O���Ä�$���G�R�X�D���V�D�Q�V�D�´�����F�R�Q�I�R�U�P��

metodologiei aprobate prin ordin al ministrului educatiei nationale. 

 

Art. 136 �²   

(1) Elevii care au urmat cursurile intr-o unitate de invatamant din alta tara sau la organizatii furnizoare de 

educatie care organizeaza si desfasoara pe teritoriul Romaniei activitati corespunzatoare unor sisteme 

educationale din alte tari pot dobandi calitatea de elev in Romania numai dupa recunoasterea sau echivalarea de 

catre inspectoratele scolare judetene, Inspectoratul Scolar al Municipiului Bucuresti, respectiv de catre minister a 

studiilor urmate in strainatate si, dupa caz, dupa sustinerea examenelor de diferenta stabilite in cadrul procedurii 

de echivalare. 

(2) Elevii mentionati la alin. (1) vor fi inscrisi ca audienti pana la finalizarea procedurii de echivalare, indiferent 

de momentul in care parintii, tutorii sau sustinatorii legali ai acestora solicita scolarizarea. 
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(3) Activitatea elevilor audienti va fi inregistrata in cataloage provizorii, toate mentiunile privind evaluarile si 

frecventa urmand a fi trecute in cataloagele claselor dupa incheierea recunoasterii si a echivalarii studiilor 

parcurse in strainatate si dupa promovarea eventualelor examene de diferenta. 

(4) Alegerea nivelului clasei in care va fi inscris elevul ca audient se face, prin decizie, de catre o comisie 

formata din cadre didactice care predau la nivelul de studiu pentru care se solicita inscrierea, stabilita la nivelul 

unitatii de invatamant, din care fac parte directorul/directorul adjunct si un psiholog/ consilier scolar. 

(5) Evaluarea situatiei elevului si decizia mentionata la alin. (4) vor tine cont de: varsta si nivelul dezvoltarii 

psihocomportamentale a elevului, de recomandarea parintilor, de nivelul obtinut in urma unei evaluari orale 

sumare, de perspectivele de evolutie scolara. 

(6) In cazul in care parintii, tutorii sau sustinatorii legali nu sunt de acord cu recomandarea comisiei privind 

nivelul clasei in care va fi inscris elevul audient, elevul va fi inscris la clasa pentru care opteaza parintii, pe 

raspunderea acestora asumata prin semnatura. 

(7) Dosarul de echivalare va fi depus de catre parintii, tutorii sau sustinatorii legali ai elevului la unitatea de 

invatamant la care este inscris elevul ca audient. Unitatea de invatamant transmite dosarul catre inspectoratul 

scolar, in termen de cel mult 5 zile de la inscrierea elevului ca audient. Dosarul este retransmis, in maximum 5 

zile, de catre inspectoratul scolar, catre compartimentul de specialitate din minister, numai in cazul echivalarii 

claselor a XI-a si a XII-a, pentru recunoasterea si echivalarea celorlalte clase aplicandu-se normele legale in 

vigoare. 

(8) In cazul in care parintii, tutorii sau sustinatorii legali nu au depus dosarul in termen de 30 de zile de la 

inscrierea elevului ca audient, acesta va fi inscris in clasa urmatoare ultimei clase absolvite in Romania sau in 

clasa stabilita de comisia prevazuta la alin. (4). 

(9) In termen de maximum 15 zile de la primirea avizului favorabil din partea inspectoratelor scolare judetene, 

Inspectoratului Scolar al Municipiului Bucuresti, respectiv al ministerului privind recunoasterea si echivalarea 

studiilor, elevul audient este inscris in catalogul clasei si i se transfera din catalogul provizoriu toate mentiunile 

cu privire la activitatea desfasurata �²  note, absente etc. 

(10) In situatia in care studiile facute in strainatate sau la organizatii furnizoare de educatie care organizeaza si 

desfasoara pe teritoriul Romaniei activitati corespunzatoare unor sisteme educationale 

din alte tari nu au fost echivalate sau au fost echivalate partial de catre inspectoratele scolare judetene, 

Inspectoratul Scolar al Municipiului Bucuresti, respectiv de catre minister, iar intre ultima clasa echivalata si 

clasa in care este inscris elevul ca audient exista una sau mai multe clase ce nu au fost 

parcurse/promovate/echivalate, comisia prevazuta la alin. (4) solicita inspectoratului scolar, in scris, 

in termen de maximum 30 de zile, examinarea elevului in vederea incheierii situatiei scolare pentru anii 

neechivalati sau care nu au fost parcursi ori promovati. 

(11) In contextul prevazut la alin. (10) inspectoratul scolar constituie o comisie de evaluare formata din cadre 

didactice si cel putin un inspector scolar de specialitate, care evalueaza elevul, in termen de cel mult 20 de zile, 

pe baza programelor scolare in vigoare, la toate disciplinele/modulele din planul-cadru de invatamant, pentru 

clasele neechivalate sau care nu au fost parcurse ori promovate. Comisia va functiona in unitatea de invatamant 
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in care urmeaza sa fie inscris elevul. Dupa promovarea tuturor examenelor, elevul este inscris in clasa urmatoare 

ultimei clase promovate, fie prin recunoastere si echivalare, fie prin promovarea examenelor prevazute la alin. 

(10). Modul de desfasurare si rezultatele evaluarii vor fi trecute intr-un proces-verbal care se pastreaza in 

unitatea de invatamant in care elevul urmeaza sa frecventeze cursurile. Aceasta procedura se aplica si in cazul 

persoanelor, indiferent de cetatenie sau statut, care solicita continuarea studiilor si inscrierea in sistemul 

romanesc, care revin in tara fara a prezenta documente care sa ateste studiile efectuate in strainatate sau la 

organizatii furnizoare de educatie care organizeaza si desfasoara pe teritoriul Romaniei activitati corespunzatoare 

unor sisteme educationale din alte tari, care nu sunt inscrise in Registrul special al Agentiei Romane pentru 

Asigurarea Calitatii in Invatamantul Preuniversitar. 

(12) Elevul este examinat in vederea completarii foii matricole cu notele aferente fiecarei discipline din fiecare 

an de studiu neechivalat, in ordine inversa, incepand cu ultimul an de studiu. Daca elevul nu promoveaza 

examenele prevazute la alin. (10) la 3 sau mai multe discipline/module, acesta este evaluat, dupa caz, pentru o 

clasa inferioara. Daca elevul nu promoveaza examenul de diferenta la cel mult doua discipline, acesta este 

examinat pentru clasele inferioare, apoi sunt afisate rezultatele evaluarii. Daca parintele, tutorele sau sustinatorul 

legal, respectiv elevul major solicita reexaminarea in termen de 24 de ore de la afisarea rezultatelor primei 

examinari, se aproba reexaminarea. In cazul in care nu promoveaza nici in urma reexaminarii, elevul este inscris 

in prima clasa inferioara pentru care a promovat examenele la toate disciplinele. 

(13) Pentru persoanele care nu cunosc limba romana, inscrierea in invatamantul romanesc se face conform 

reglementarilor aprobate prin ordin al ministrului educatiei nationale. 

(14) Copiilor lucratorilor migranti li se aplica prevederile legale in vigoare privind accesul la invatamantul 

obligatoriu din Romania. 

(15) Elevilor straini care doresc sa urmeze studiile in invatamantul romanesc li se aplica prevederile elaborate de 

minister privind scolarizarea elevilor straini in invatamantul preuniversitar din Romania. 

 

Art. 137 �²   

(1) Elevilor dintr-o unitate de invatamant de stat, particular sau confesional din Romania, care urmeaza sa 

continue studiile in alte tari pentru o perioada determinata de timp, li se rezerva locul in unitatea de invatamant 

de unde pleaca, la solicitarea scrisa a parintelui, tutorelui sau sustinatorului legal. 

(2) In cazul in care o persoana, indiferent de cetatenie sau statut, solicita inscrierea in sistemul de invatamant 

romanesc dupa inceperea cursurilor noului an scolar, se aplica procedura referitoare la recunoastere si echivalare 

si, dupa caz, cea prevazuta la articolele precedente, daca nu i se poate echivala anul scolar parcurs in strainatate. 

 

Art. 138 �²   

(1) Consiliile profesorale din unitatile de invatamant de stat, particular sau confesional valideaza situatia scolara 

a elevilor, pe clase, in sedinta de incheiere a cursurilor semestriale/anuale, iar secretarul consiliului consemneaza 

in procesul-verbal numarul elevilor promovati, numarul si numele elevilor corigenti, repetenti, amanati, 
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exmatriculati, precum si numele elevilor cu note la purtare mai mici de 7,00, respectiv 8,00 pentru profilul 

�S�H�G�D�J�R�J�L�F���V�L���X�Q�L�W�D�W�L�O�H���G�H���L�Q�Y�D�W�D�P�D�Q�W���W�H�R�O�R�J�L�F���V�L���P�L�O�L�W�D�U���F�D�O�L�I�L�F�D�W�L�Y�H���P�D�L���S�X�W�L�Q���G�H���Ä�%�L�Q�H�´�� 

(2) Situatia scolara a elevilor corigenti, amanati sau repetenti se comunica in scris parintilor, tutorilor sau 

sustinatorilor legali sau, dupa caz, elevilor majori, de catre invatator/institutor/ profesorul pentru invatamantul 

primar/profesorul diriginte, in cel mult 10 zile de la incheierea cursurilor fiecarui semestru/an scolar. 

(3) Pentru elevii amanati sau corigenti, invatatorul/ institutorul/profesorul pentru invatamantul primar/profesorul 

diriginte comunica in scris parintilor, tutorelui sau sustinatorului legal programul de desfasurare a examenelor de 

corigenta si perioada de incheiere a situatiei scolare. 

(4) Nu pot fi facute publice, fara acordul parintelui, tutorelui sau sustinatorului legal sau al elevului/absolventului 

major, documentele elevului, cu exceptia situatiei prevazute de Legea nr. 272/2004 privind protectia si 

promovarea drepturilor copilului, republicata, cu modificarile si completarile ulterioare. 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-     09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

Dumit�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri ce este utilizata pentru evaluarea activitatilor cadrelor 

didactice si a profesorilor diriginti pe parcursul anului scolar curent.  

Evaluarea performantelor este un proces complex, care trebuie inteles cel putin din doua 

perspective majore: 

�‡���H�V�W�H���X�Q���S�U�R�F�H�V���G�H���P�R�W�L�Y�D�U�H���V�L���G�H�]�Y�R�O�W�D�U�H���D���P�H�P�E�U�L�O�R�U���R�U�J�D�Q�L�]�D�W�L�H�L�� 

�‡���H�V�W�H���R���U�H�I�O�H�F�W�D�U�H���D���F�X�O�W�X�U�L�L���R�U�J�D�Q�L�]�D�W�L�R�Q�D�O�H��  

         Evaluarea performantelor profesionale individuale se bazeaza pe aprecierea in mod 

sistematic si obiectiv a randamentului, a calitatii muncii, a comportamentului, a initiativei, 

a eficientei si creativitatii, pentru fiecare salariat si are ca obiectiv principal asigurarea 

unui sistem motivational, care sa determine cresterea performantelor profesionale 

individuale, in vederea promovarii in gradele ori treptele profesionale imediat superioare. 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�R�F�H�G�X�U�D�� �H�V�W�H�� �X�W�L�O�L�]�D�W���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �V�L�� �D��

�S�U�R�I�H�V�R�U�L�O�R�U�� �G�L�U�L�J�L�Q� �L���S�H���S�D�U�F�X�U�V�X�O�� �D�Q�X�O�X�L���V�F�R�O�D�U��curent���� �$�F�H�V�W���O�X�F�U�X���V�H���� �U�H�D�O�L�]�H�D�]���� �S�H��

�E�D�]�D�� �X�Q�R�U�� �I�L�ú�H�� �F�D�G�U�X�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �ú�L�� �D�X�� �F�D�� �I�L�Q�D�O�L�W�D�W�H�� �D�F�R�U�G�D�U�H�D�� �F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L��

cadrelor-didactice. 

- �3�U�R�F�H�G�X�U�D���V�H���U�H�I�H�U�����O�D���D�F�W�L�Y�L�W��� �L�O�H���G�H�V�I���ú�X�U�D�W�H���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���V�L���W�R� �L���G�L�U�L�J�L�Q� �L�L��

�X�Q�L�W��� �L�L���ú�F�R�O�D�U�H�����S�H�Q�W�U�X���F�D�U�H���V�H���Y�R�U���H�Y�D�O�X�D���X�U�P���W�R�D�U�H�O�H���X�Q�L�W��� �L���G�H���F�R�P�S�H�W�H�Q� ���� 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �Fadrul  

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �V�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W�D�W�L�O�R�U�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W��

preuniversitar intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 31.08.2016 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Legea 12/2015 pentru modificarea si completarea Legii nr. 53/2003 - Codul 

muncii; 

�ƒ �2�U�G�L�Q���Q�U�������������������������������������S�H�Q�W�U�X���P�R�G�L�I�L�F�D�U�H�D�����L���F�R�P�S�O�H�W�D�U�H�D���0�H�W�R�G�R�O�R�J�L�H�L���G�H��

�H�Y�D�O�X�D�U�H�� �D�Q�X�D�O���� �D �D�F�W�L�Y�L�W���
�L�L�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� ���L�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U���� �D�S�U�R�E�D�W���� �S�U�L�Q��

�2�U�G�L�Q�X�O���P�L�Q�L�V�W�U�X�O�X�L���H�G�X�F�D�
�L�H�L�����F�H�U�F�H�W���U�L�L�����W�L�Q�H�U�H�W�X�O�X�L�����L���V�S�R�U�W�X�O�X�L���Q�U���������������������� 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente,  inclusiv  reglementari  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
EVALUAREA CADRELOR DIDACTICE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
26 

Cod: P.O. 26 
Pagina     din    24 
Exemplar nr.:  

 

 37 

 7.2. Abrevieri ale termenilor 

 

Abrevierea Termenul abreviat 

OTC Ordonator tertiar de credite 

Ct contabilitate 

E elaborare 

V verificare 

Ap aprobare 

Ah arhivare 

Acp alte compartimente; 

Scr Secretariat 

OPC Ordonator principal de credite 

AF Administrator Financiar 

ISJ Inspectoratul scolar judetean 

COR Clasificarea Ocupatiilor in Romania 

PC Personal Contractual 

CM Carnet de Munca 
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8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Generalitati 

Activitatea profesionala se apreciaza anual, ca urmare a evaluarii performantelor profesionale 

�L�Q�G�L�Y�L�G�X�D�O�H�����S�U�L�Q���D�F�R�U�G�D�U�H�D���X�Q�X�L�D���G�L�Q�W�U�H���F�D�O�L�I�L�F�D�W�L�Y�H�O�H�����Ä�I�R�D�U�W�H���E�L�Q�H�´�����Ä�E�L�Q�H�´�����Ä�V�D�W�L�V�I�D�F�D�W�R�U�´���V�D�X��

�Ä�Q�H�V�D�W�L�V�I�D�F�D�W�R�U�´�� 

        Perioada de evaluare este cuprinsa intre 1.09.X �± 31.08.X+1. 

�(�Y�D�O�X�D�U�H�D���D�F�W�L�Y�L�W��� �L�L���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���ú�L���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���G�L�Q��cadrul unitatii se 

�U�H�D�O�L�]�H�D�]�����v�Q���X�U�P���W�R�D�U�H�O�H���H�W�D�S�H�� 

a) �$�X�W�R�H�Y�D�O�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�L�� �U�H�D�O�L�]�D�W���� �G�H�� �I�L�H�F�D�U�H�� �D�Q�J�D�M�D�W�� �S�H�� �E�D�]�D�� �I�L�ú�H�L�� �G�H��

�D�X�W�R�H�Y�D�O�X�D�U�H���H�Y�D�O�X�D�U�H���ú�L���D���U�D�S�R�U�W�X�O�X�L���G�H���D�X�W�R�H�Y�D�O�X�D�U�H���M�X�V�W�L�I�L�F�D�W�L�Y���S�H�Q�W�U�X���S�X�Q�F�W�D�M�X�O���D�F�R�U�G�D�W���v�Q���I�L�ú�D��

de autoevaluare. 

b) �(�Y�D�O�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�L�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �H�V�W�H�� �U�H�D�O�L�]�D�W���� �O�D�� �Q�L�Y�H�O�X�O��

comisiei metodic�H���V�D�X���D�O���F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���I�X�Q�F� �L�R�Q�D�O���S�U�L�Q���H�Y�D�O�X�D�U�H���R�E�L�H�F�W�L�Y����- punctaj acordat 

�G�H���F���W�U�H���W�R� �L���P�H�P�E�U�L�L���F�R�P�L�V�L�H�L���S�H�Q�W�U�X���I�L�H�F�D�U�H���S�H�U�V�R�D�Q�����H�Y�D�O�X�D�W������ 

c) �(�Y�D�O�X�D�U�H�D�� �I�L�Q�D�O���� �D�� �D�F�W�L�Y�L�W��� �L�L�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �V�H�� �I�D�F�H�� �v�Q�� �F�D�G�U�X�O��

Consiliului de admi�Q�L�V�W�U�D� �L�H���D�O���X�Q�L�W��� �L�L�����L�Q�V�W�L�W�X� �L�H�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

8.2. �'�R�P�H�Q�L�L�O�H���ú�L���F�U�L�W�H�U�L�L�O�H���G�H���H�Y�D�O�X�D�U�H���D�Q�X�D�O�����D���D�F�W�L�Y�L�W��� �L�L���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���ú�L��

didactic auxiliar  

�$�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �S�H�� �S�D�U�F�X�U�V�X�O�� �D�Q�X�O�X�L�� �ú�F�R�O�D�U�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �G�L�G�D�F�W�L�F�� �ú�L�� �G�L�G�D�F�W�L�F��

�D�X�[�L�O�L�D�U���� �S�U�H�]�H�Q�W�D�W���� �v�Q�� �U�D�S�R�U�W�X�O�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H���� �V�H�� �H�Y�D�O�X�H�D�]���� �S�H�� �E�D�]�D�� �I�L�ú�H�L�� �F�D�G�U�X�� �G�H��

�D�X�W�R�H�Y�D�O�X�D�U�H���H�Y�D�O�X�D�U�H�����D�Q�H�[�����D���S�U�H�]�H�Q�W�H�L��proceduri����� �L�Q�k�Q�G�X-�V�H���V�H�D�P�D���G�H���X�U�P���W�Rarele domenii 

���L���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q�
�����F�D�U�H���W�U�H�E�X�L�H���v�Q�G�H�S�O�L�Q�L�W�H���G�H���I�L�H�F�D�U�H���F�D�G�U�X���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����v�Q��

perioada pentru care se face evaluarea. 
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�3�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �V�H�� �D�X�� �v�Q�� �Y�H�G�H�U�H�� �X�U�P���W�R�D�U�H�O�H�� �G�R�P�H�Q�L�L�� �G�H�� �H�Y�D�O�X�D�U�H�� �ú�L��

criterii de �S�H�U�I�R�U�P�D�Q� ���� 

�D�����'�R�P�H�Q�L�X�O���3�U�R�L�H�F�W�D�U�H�D���D�F�W�L�Y�L�W���0�L�L�����F�X���X�U�P���W�R�D�U�H�O�H���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q� ���� 

�������5�H�V�S�H�F�W�D�U�H�D���S�U�R�J�U�D�P�H�L���ú�F�R�O�D�U�H���ú�L���D���Q�R�U�P�H�O�R�U���G�H���H�O�D�E�R�U�D�U�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���G�H���S�U�R�L�H�F�W�D�U�H�� 

�������,�P�S�O�L�F�D�U�H�D���v�Q���D�F�W�L�Y�L�W��� �L�O�H���G�H���S�U�R�L�H�F�W�D�U�H���D���R�I�H�U�W�H�L���H�G�X�F�D� �L�R�Q�D�O�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W��� �L�L�� 

�������)�R�O�R�V�L�U�H�D���7�,�&���v�Q���D�F�W�L�Y�L�W�D�W�H�D���G�H���S�U�R�L�H�F�W�D�U�H�� 

������ �3�U�R�L�H�F�W�D�U�H�D�� �X�Q�R�U�� �D�F�W�L�Y�L�W��� �L�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �F�R�U�H�O�D�W�H�� �F�X�� �R�E�L�H�F�W�L�Y�H�O�H�� �F�X�U�U�L�F�X�O�D�U�H���� �Q�H�Y�R�L�O�H�� �ú�L��

�L�Q�W�H�U�H�V�H�O�H���H�G�X�F�D�E�L�O�L�O�R�U�����S�O�D�Q�X�O���P�D�Q�D�J�H�U�L�D�O���D�O���X�Q�L�W��� �L�L�� 

 �E�����'�R�P�H�Q�L�X�O���5�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W���0�L�O�R�U���G�L�G�D�F�W�L�F�H�����F�X���X�U�P���W�R�D�U�H�O�H���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q� ���� 

������ �8�W�L�O�L�]�D�U�H�D�� �X�Q�R�U�� �V�W�U�D�W�H�J�L�L�� �G�L�G�D�F�W�L�F�H�� �F�D�U�H�� �D�V�L�J�X�U���� �F�D�U�D�F�W�H�U�X�O�� �D�S�O�L�F�D�W�L�Y�� �D�O�� �v�Q�Y��� ���U�L�L�� �ú�L�� �I�R�U�P�D�U�H�D��

�F�R�P�S�H�W�H�Q� �H�O�R�U���V�S�H�F�L�I�L�F�H�� 

�������8�W�L�O�L�]�D�U�H�D���H�I�L�F�L�H�Q�W�����D���U�H�V�X�U�V�H�O�R�U���P�D�W�H�U�L�D�O�H���G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W���v�Q���Y�H�G�H�U�H�D���R�S�W�L�P�L�]���U�L�L��

�D�F�W�L�Y�L�W��� �L�O�R�U�� �G�L�G�D�F�W�L�F�H���� �L�Q�F�O�X�V�L�Y�� �X�W�L�O�L�]�D�U�H�D�� �7�H�K�Q�R�O�R�J�L�L�O�R�U�� �,�Q�I�R�U�P�D� �L�R�Q�D�O�H�� �ú�L�� �&�R�P�X�Q�L�F�D� �L�R�Q�D�O�H��

(TIC); 

�������'�L�V�H�P�L�Q�D�U�H�D�����H�Y�D�O�X�D�U�H�D���ú�L���Y�D�O�R�U�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U�� 

������ �2�U�J�D�Q�L�]�D�U�H�D�� �ú�L�� �G�H�V�I���ú�X�U�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���� �S�D�U�W�L�F�L�S�D�U�H�D�� �O�D�� �D�F� �L�X�Q�L�� �G�H��

voluntariat; 

������ �)�R�U�P�D�U�H�D�� �G�H�S�U�L�Q�G�H�U�L�O�R�U�� �G�H�� �V�W�X�G�L�X�� �L�Q�G�L�Y�L�G�X�D�O�� �ú�L�� �v�Q�� �H�F�K�L�S���� �v�Q�� �Y�H�G�H�U�H�D�� �I�R�U�P���U�L�L���G�H�]�Y�R�O�W���U�L�L��

�F�R�P�S�H�W�H�Q� �H�L���G�H�������D���v�Q�Y��� �D���V�����v�Q�Y�H� �L�´�� 

�F�����'�R�P�H�Q�L�X�O���(�Y�D�O�X�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���v�Q�Y���0���U�L�L�����F�X���X�U�P���W�R�D�U�H�O�H���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q� ���� 

���������$�V�L�J�X�U�D�U�H�D���W�U�D�Q�V�S�D�U�H�Q� �H�L���F�U�L�W�H�U�L�L�O�R�U�����D���S�U�R�F�H�G�X�U�L�O�R�U���G�H���H�Y�D�O�X�D�U�H���ú�L���D���U�H�]�X�O�W�D�W�H�O�R�U���D�F�W�L�Y�L�W��� �L�O�R�U��

de evaluare; 

�������$�S�O�L�F�D�U�H�D���W�H�V�W�H�O�R�U���S�U�H�G�L�F�W�L�Y�H�������L�Q�W�H�U�S�U�H�W�D�U�H�D���ú�L���F�R�P�X�Q�L�F�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U�� 
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3. Utilizarea diverselor instrumente de evaluare, inclusiv a celor din banca de instrumente de 

�H�Y�D�O�X�D�U�H���X�Q�L�F���� 

�������3�U�R�P�R�Y�D�U�H�D���D�X�W�R�H�Y�D�O�X���U�L�L���ú�L���L�Q�W�H�U�H�Y�D�O�X���U�L�L���� 

�������(�Y�D�O�X�D�U�H�D���V�D�W�L�V�I�D�F� �L�H�L���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�L�� 

�������&�R�R�U�G�R�Q�D�U�H�D���H�O�D�E�R�U���U�L�L���S�R�U�W�R�I�R�O�L�X�O�X�L���H�G�X�F�D� �L�R�Q�D�O���F�D���H�O�H�P�H�Q�W���F�H�Q�W�U�D�O���D�O���H�Y�D�O�X���U�L�L���v�Q�Y��� ���U�L�L�� 

d) Domeniul Managementul clasei de elevi�����F�X���X�U�P���W�R�D�U�H�O�H���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q� ������ 

������ �6�W�D�E�L�O�L�U�H�D�� �X�Q�X�L�� �F�D�G�U�X�� �D�G�H�F�Y�D�W�� ���U�H�J�X�O�L�� �G�H�� �F�R�Q�G�X�L�W������ �D�W�L�W�X�G�L�Q�L���� �D�P�E�L�H�Q�W���� �S�H�Q�W�U�X�� �G�H�V�I���ú�X�U�D�U�H�D��

�D�F�W�L�Y�L�W��� �L�O�R�U���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���S�D�U�W�L�F�X�O�D�U�L�W��� �L�O�H���F�O�D�V�H�L���G�H���H�O�H�Y�L�� 

�������0�R�Q�L�W�R�U�L�]�D�U�H�D���F�R�P�S�R�U�W�D�P�H�Q�W�X�O�X�L���H�O�H�Y�L�O�R�U���ú�L���J�H�V�W�L�R�Q�D�U�H�D���V�L�W�X�D� �L�L�O�R�U���F�R�Q�I�O�L�F�W�X�D�O�H�� 

�������&�X�Q�R�D�ú�W�H�U�H�D�����F�R�Q�V�L�O�L�H�U�H�D���ú�L���W�U�D�W�D�U�H�D���G�L�I�H�U�H�Q� �L�D�W�����D���H�O�H�Y�L�O�R�U�� 

�������0�R�W�L�Y�D�U�H�D���H�O�H�Y�L�O�R�U���S�U�L�Q���Y�D�O�R�U�L�]�D�U�H�D���H�[�H�P�S�O�H�O�R�U���G�H���E�X�Q�����S�U�D�F�W�L�F���� 

�H���� �'�R�P�H�Q�L�X�O���0�D�Q�D�J�H�P�H�Q�W�X�O�� �F�D�U�L�H�U�H�L�� �.�L�� �D�O�� �G�H�]�Y�R�O�W���U�L�L�� �S�H�U�V�R�Q�D�O�H���� �F�X���X�U�P���W�R�D�U�H�O�H�� �F�U�L�W�H�U�L�L�� �G�H��

�S�H�U�I�R�U�P�D�Q� ������ 

�������3�D�U�W�L�F�L�S�D�U�H�D���ú�L���Y�D�O�R�U�L�I�L�F�D�U�H�D���F�R�P�S�H�W�H�Q� �H�O�R�U���ú�W�L�L�Q� �L�I�L�F�H�����P�H�W�R�G�L�F�H���G�R�E�k�Q�G�L�W�H���S�U�L�Q���S�D�U�W�L�F�L�S�D�U�H�D��

�O�D���S�U�R�J�U�D�P�H�O�H���G�H���I�R�U�P�D�U�H���S�H�U�I�H�F� �L�R�Q�D�U�H�� 

�������,�P�S�O�L�F�D�U�H�D���v�Q���R�U�J�D�Q�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���P�H�W�R�G�L�F�H���O�D���Q�L�Y�H�O�X�O���F�R�P�L�V�L�H�L���F�D�W�H�G�U�H�L���U�H�V�S�R�Q�V�D�E�L�O�� 

3. �5�H�D�O�L�]�D�U�H�D���D�F�W�X�D�O�L�]�D�U�H�D���S�R�U�W�R�I�R�O�L�X�O�X�L���ú�L���G�R�V�D�U�X�O�X�L���S�H�U�V�R�Q�D�O�� 

�������'�H�]�Y�R�O�W�D�U�H�D���F�D�S�D�F�L�W��� �L�L���G�H���F�R�P�X�Q�L�F�D�U�H���ú�L���U�H�O�D� �L�R�Q�D�U�H���v�Q���L�Q�W�H�U�L�R�U�X�O���ú�L���v�Q���D�I�D�U�D���X�Q�L�W��� �L�L�����F�X���H�O�H�Y�L�L����

�S�H�U�V�R�Q�D�O�X�O���ú�F�R�O�L�L�����H�F�K�L�S�D���P�D�Q�D�J�H�U�L�D�O�����ú�L���v�Q���F�D�G�U�X�O���F�R�P�X�Q�L�W��� �L�L���� 

5. Manifestarea atitudinii �P�R�U�D�O�H���ú�L���F�L�Y�L�F�H�����O�L�P�E�D�M����� �L�Q�X�W�������U�H�V�S�H�F�W�����F�R�P�S�R�U�W�D�P�H�Q�W�������U�H�V�S�H�F�W�D�U�H�D��

�ú�L���S�U�R�P�R�Y�D�U�H�D���G�H�R�Q�W�R�O�R�J�L�H�L���S�U�R�I�H�V�L�R�Q�D�O�H�� 

�I���� �'�R�P�H�Q�L�X�O�� �&�R�Q�W�U�L�E�X�0�L�D�� �O�D�� �G�H�]�Y�R�O�W�D�U�H�D�� �L�Q�V�W�L�W�X�0�L�R�Q�D�O���� �.�L�� �S�U�R�P�R�Y�D�U�H�D�� �X�Q�L�W���0�L�L�� �.�F�R�O�D�U�H���� �F�X��

�X�U�P���W�R�D�U�H�O�H���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q� ������ 
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1. Dezvoltarea de �S�D�U�W�H�Q�H�U�L�D�W�H���ú�L�����S�U�R�L�H�F�W�H���H�G�X�F�D� �L�R�Q�D�O�H���v�Q���Y�H�G�H�U�H�D���G�H�]�Y�R�O�W���U�L�L���L�Q�V�W�L�W�X� �L�R�Q�D�O�H�� 

�������3�U�R�P�R�Y�D�U�H�D���R�I�H�U�W�H�L���H�G�X�F�D� �L�R�Q�D�O�H�� 

�������3�U�R�P�R�Y�D�U�H�D���L�P�D�J�L�Q�L�L���ú�F�R�O�L�L���v�Q���F�R�P�X�Q�L�W�D�W�H���S�U�L�Q���U�H�]�X�O�W�D�W�H�O�H���H�O�H�Y�L�O�R�U���O�D���R�O�L�P�S�L�D�G�H�����F�R�Q�F�X�U�V�X�U�L����

�F�R�P�S�H�W�L� �L�L�� 

4. Realizarea/participarea la prog�U�D�P�H���D�F�W�L�Y�L�W��� �L�� �G�H�� �S�U�H�Y�H�Q�L�U�H�� �ú�L�� �F�R�P�E�D�W�H�U�H�� �D�� �Y�L�R�O�H�Q� �H�L�� �ú�L��

�F�R�P�S�R�U�W�D�P�H�Q�W�H�O�R�U���Q�H�V���Q���W�R�D�V�H���v�Q���P�H�G�L�X�O���ú�F�R�O�D�U�� 

�������5�H�V�S�H�F�W�D�U�H�D���Q�R�U�P�H�O�R�U�����S�U�R�F�H�G�X�U�L�O�R�U���G�H���V���Q���W�D�W�H���ú�L���V�H�F�X�U�L�W�D�W�H���D���P�X�Q�F�L�L���ú�L���G�H���3�6�,���ú�L���,�6�8���S�H�Q�W�U�X��

�W�R�D�W�H�� �W�L�S�X�U�L�O�H�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �G�H�V�I���ú�X�U�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�F�X�P�� �ú�L�� �D�� �V�D�U�F�L�Q�L�O�R�U��

suplimentare; 

�������,�P�S�O�L�F�D�U�H�D���D�F�W�L�Y�����v�Q���F�U�H�D�U�H�D���X�Q�H�L���F�X�O�W�X�U�L���D���F�D�O�L�W��� �L�L���O�D���Q�L�Y�H�O�X�O���R�U�J�D�Q�L�]�D� �L�H�L�� 

�3�H�Q�W�U�X���S�H�U�V�R�Q�D�O�X�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���V�H���D�X���v�Q���Y�H�G�H�U�H���G�R�P�H�Q�L�L���G�H���H�Y�D�O�X�D�U�H�����L���F�U�L�W�H�U�L�L���G�H���S�H�U�I�R�U�P�D�Q�
����

specifice categoriilor de personal auxiliar, conform anexelor prezentei proceduri. 

 

8.3. �3�U�R�F�H�G�X�U�D���G�H���H�Y�D�O�X�D�U�H���D�Q�X�D�O�����D���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���ú�L���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U 

�&�D�G�U�X�O���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���D�U�H���R�E�O�L�J�D� �L�D���V�����v�ú�L���F�R�P�S�O�H�W�H�]�H���I�L�ú�D���G�H���D�X�W�R�H�Y�D�O�X�D�U�H���D��

�D�F�W�L�Y�L�W��� �L�L�� �G�H�V�I���ú�X�U�D�W�H�� �ú�L�� �V���� �R�� �G�H�S�X�Q������ �v�P�S�U�H�X�Q���� �F�X�� �U�D�S�R�U�W�X�O�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L���� �� �O�D��

�V�H�F�U�H�W�D�U�L�D�W�X�O���X�Q�L�W��� �L�L�����F�R�Q�I�R�U�P���S�H�U�L�R�D�G�H�L���S�U�H�Y���]�X�W�H���v�Q���J�U�D�I�L�F�X�O���G�L�Q���D�Q�Hxa 1 a prezentei proceduri. 

�/�D�� �V�R�O�L�F�L�W�D�U�H�D�� �&�R�P�L�V�L�L�O�R�U�� �P�H�W�R�G�L�F�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �I�X�Q�F� �L�R�Q�D�O�H���V�D�X�� �D�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H��

�$�G�P�L�Q�L�V�W�U�D� �L�H�����G�D�F�����H�V�W�H���F�D�]�X�O�����F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�����G�L�G�D�F�W�L�F�H���D�X�[�L�O�L�D�U�H���G�H�S�X�Q�����F�D���D�Q�H�[�H���O�D���U�D�S�R�U�W�X�O��

de autoevaluare,  documente justificative pentru punctajul acordat la autoevaluare, doar pentru 

�D�F�W�L�Y�L�W��� �L�O�H���F�D�U�H���Q�X���V-�D�X���G�H�V�I���ú�X�U�D�W���v�Q���ú�F�R�D�O�����ú�L���Q�X���H�[�L�V�W�������F�D���R�E�O�L�J�D�
�L�H�����O�D�����S�R�U�W�R�I�R�O�L�X�O���S�H�U�V�R�Q�D�O�� 

 �(�Y�D�O�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�L�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U�� �G�H�� �F�R�P�L�V�L�H��

�P�H�W�R�G�L�F�������S�H���V�S�H�F�L�D�O�L�W��� �L���D�U�L�L���F�X�U�U�L�F�X�O�D�U�H���F�R�Q�I�R�U�P���J�U�D�I�L�F�X�O�X�L���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H���S�U�H�Y���]�X�W���v�Q��

anexa 1 a prezentei proceduri. 

 �(�Y�D�O�X�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�L�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �F�D�G�U�X�O��

�ú�H�G�L�Q� �H�O�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �I�X�Q�F� �L�R�Q�D�O�H�� �v�Q�� �F�D�U�H�� �D�F�H�V�W�H�D�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D���� �F�R�Q�I�R�U�P��

�J�U�D�I�L�F�X�O�X�L���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H���S�U�H�Y���]�X�W�H���v�Q���D�Q�H�[�D������ 
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 �)�L�H�F�D�U�H���F�R�P�L�V�L�H���P�H�W�R�G�L�F�����F�R�P�S�D�U�W�L�P�H�Q�W���F�R�P�S�O�H�W�H�D�]�����U�X�E�U�L�F�D���G�H���H�Y�D�O�X�D�U�H���P�H�Q� �L�R�Q�D�W�����v�Q��

�I�L�ú�D���G�H���D�X�W�R�H�Y�D�O�X�D�U�H���H�Y�D�O�X�D�U�H���S�H�Q�W�U�X���I�L�H�F�D�U�H�����F�D�G�U�X���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�������vn baza procesului 

�Y�H�U�E�D�O�� �v�Q�F�K�H�L�D�W�� ���� �ú�L�� �v�Q�D�L�Q�W�H�D�]���� �I�L�ú�H�O�H�� �ú�L�� �S�U�R�F�H�V�X�O�� �Y�H�U�E�D�O�� �G�L�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�L  Consiliului de 

�$�G�P�L�Q�L�V�W�U�D� �L�H�� 

 �/�D�� �V�R�O�L�F�L�W�D�U�H�D�� �G�L�U�H�F�W�R�U�X�O�X�L�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �� �V�H�� �v�Q�W�U�X�Q�H�ú�W�H�� �&�R�Q�V�L�O�L�X�O�� �G�H��

�$�G�P�L�Q�L�V�W�U�D� �L�H���D�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���S�H�Q�W�U�X���D�Fordarea punctajului final de evaluare pe baza 

�I�L�ú�H�L���F�D�G�U�X���G�H���H�Y�D�O�X�D�U�H���D���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�� 

 �&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �H�Y�D�O�X�H�D�]���� �D�F�W�L�Y�L�W�D�W�H�D�� �S�H�� �E�D�]�D�� �I�L���H�O�R�U de 

�D�X�W�R�H�Y�D�O�X�D�U�H���H�Y�D�O�X�D�U�H�� �ú�L�� �D�F�R�U�G���� �S�U�R�S�U�L�X�O�� �S�X�Q�F�W�D�M�� �G�H�� �H�Y�D�O�X�D�U�H���� �(�Y�D�O�X�D�U�H�D�� �I�L�Q�D�O���� �V�H�� �I�D�F�H�� �v�Q��

�S�U�H�]�H�Q� �D���F�D�G�U�X�O�X�L���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���v�Q���F�D�X�]�����F�D�U�H���D�U�J�X�P�H�Q�W�H�D�]�������O�D���V�R�O�L�F�L�W�D�U�H�D���P�H�P�E�U�L�O�R�U��

�&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H���D�F�R�U�G�D�U�H�D���S�X�Q�F�W�D�M�X�O�X�L���O�D���D�X�W�R�H�Y�D�O�X�D�U�H�� 

 �&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �F�R�P�S�O�H�W�H�D�]���� �I�L�ú�D�� �G�H�� �H�Y�D�O�X�D�U�H�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �F�Ddru 

�G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���ú�L�����V�W�D�E�L�O�H�ú�W�H���S�X�Q�F�W�D�M�X�O���I�L�Q�D�O���G�H���H�Y�D�O�X�D�U�H�� 

 �*�U�L�O�D�� �G�H�� �S�X�Q�F�W�D�M�� �S�H�Q�W�U�X�� �D�F�R�U�G�D�U�H�D�� �F�D�O�L�I�L�F�D�W�L�Y�H�O�R�U�� �D�Q�X�D�O�H���� �v�Q�� �F�R�Q�G�L� �L�L�O�H�� �S�U�H�]�H�Q�W�H�L��

metodologii,  este: 

- �G�H���O�D�����������S�k�Q�����O�D���������G�H���S�X�Q�F�W�H�����F�D�O�L�I�L�F�D�W�L�Y�X�O���)�R�D�U�W�H���E�L�Q�H�� 

- de la 84,99 �S�k�Q�����O�D���������G�H���S�X�Q�F�W�H�����F�D�O�L�I�L�F�D�W�L�Y�X�O���%�L�Q�H�� 

- �G�H���O�D���������������S�k�Q�����O�D���������G�H���S�X�Q�F�W�H�����F�D�O�L�I�L�F�D�W�L�Y�X�O���6�D�W�L�V�I���F���W�R�U�� 

- �V�X�E���������������S�X�Q�F�W�H�����F�D�O�L�I�L�F�D�W�L�Y�X�O���1�H�V�D�W�L�V�I���F���W�R�U�� 

 �Ì�Q�� �E�D�]�D�� �S�X�Q�F�W�D�M�X�O�X�L�� �I�L�Q�D�O�� �D�F�R�U�G�D�W���� �� �&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �� �V�W�D�E�L�O�H�ú�W�H�� �F�D�O�L�I�L�F�D�W�L�Y�X�O��

anual pent�U�X���I�L�H�F�D�U�H���D�Q�J�D�M�D�W���v�Q���S�D�U�W�H�� 

 �+�R�W���U�k�U�H�D���&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H���S�U�L�Y�L�Q�G���S�X�Q�F�W�D�M�X�O���I�L�Q�D�O���ú�L���F�D�O�L�I�L�F�D�W�L�Y�X�O���D�Q�X�D�O���D�O��

�F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H���G�L�G�D�F�W�L�F�H�� �D�X�[�L�O�L�D�U�H�� �V�H�� �D�G�R�S�W���� �F�R�Q�I�R�U�P�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �$�U�W���� ������ �G�L�Q�� �/�H�J�H�D��

�H�G�X�F�D� �L�H�L���Q�D� �L�R�Q�D�O�H���Q�U������������������ 

 Calificativul an�X�D�O�� �ú�L�� �S�X�Q�F�W�D�M�X�O�� �F�R�U�H�V�S�X�Q�]���W�R�U�� �D�F�R�U�G�D�W�H�� �G�H�� �F���W�U�H�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H��

�$�G�P�L�Q�L�V�W�U�D� �L�H���V�X�Q�W���D�G�X�V�H�����O�D���F�X�Q�R�ú�W�L�Q� �D���I�L�H�F���U�X�L���F�D�G�U�X���G�L�G�D�F�W�L�F���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���v�Q���P�R�G���G�L�U�H�F�W����

�G�D�F�����D�F�H�V�W�D�����H�V�W�H���S�U�H�]�H�Q�W���O�D�����H�G�L�Q�
�D���&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D�
�L�H���� 

 �&�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���F�D�U�H���Q�X���D�X���S�X�W�X�W���I�L���S�U�H�]�H�Q�W�H���O�D�����H�G�L�Q�
�D���&�R�Q�V�L�O�L�X�O�X�L���G�H���$�G�P�L�Q�L�V�W�U�D�
�L�H���D�X��

�R�E�O�L�J�D�
�L�D���F�D�����v�Q���W�H�U�P�H�Q���G�H���F�H�O���P�X�O�W�������]�L�O�H���O�X�F�U���W�R�D�U�H���V�����v���L���U�L�G�L�F�H���G�H���O�D���V�H�F�U�H�W�D�U�L�D�W�X�O���X�Q�L�W���
�L�L�����F�R�O�D�U�H����

�F�R�P�X�Q�L�F�D�U�H�D���V�F�U�L�V�����F�X���S�X�Q�F�W�D�M�X�O�����L���F�D�O�L�I�L�F�D�W�L�Y�X�O���D�F�R�U�G�D�W���� 
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8.4. �Ì�Q�U�H�J�L�V�W�U�D�U�H�D���ú�L���U�H�]�R�O�Y�D�U�H�D���F�R�Q�W�H�V�W�D� �L�L�O�R�U 

�&�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H���G�L�G�D�F�W�L�F�H�� �D�X�[�L�O�L�D�U�H�� �D�X�� �G�U�H�S�W�� �G�H�� �F�R�Q�W�H�V�W�D� �L�H�� �D�V�X�S�U�D��

�S�X�Q�F�W�D�M�X�O�X�L���F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L�� �D�F�R�U�G�D�W�� �G�H�� �&�R�Q�V�L�O�L�X�O�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H���� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �J�U�D�I�L�F�X�O��

�S�U�H�Y���]�X�W���v�Q���D�Q�H�[�D�������S�D�U�W�H���L�Q�W�H�J�U�D�Q�W�����D���S�U�H�]entei Metodologii. 

 �7�R�D�W�H�� �F�R�Q�W�H�V�W�D� �L�L�O�H�� �V�H�� �v�Q�U�H�J�L�V�W�U�H�D�]���� �O�D�� �V�H�F�U�H�W�D�U�L�D�W�X�O�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �v�Q�� �� ���� �]�L�O�H��

�O�X�F�U���W�R�D�U�H���G�H���O�D�����H�[�S�L�U�D�U�H�D���W�H�U�P�H�Q�X�O�X�L�����I�L�Q�D�O���G�H���D�F�R�U�G�D�U�H�����L���F�R�P�X�Q�L�F�D�U�H���D���F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L�� 

 �&�R�P�L�V�L�D�� �G�H�� �V�R�O�X� �L�R�Q�D�U�H�� �D�� �F�R�Q�W�H�V�W�D� �L�L�O�R�U�� �H�V�W�H�� �Q�X�P�L�W���� �S�U�L�Q �G�H�F�L�]�L�D�� �G�L�U�H�F�W�R�U�X�O�X�L�� �ú�L�� �H�V�W�H��

�I�R�U�P�D�W���� �G�L�Q�� ��-5 membri - �F�D�G�U�H�� �G�L�G�D�F�W�L�F�H�� �G�L�Q�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �U�H�F�X�Q�R�V�F�X�W�H�� �� �S�H�Q�W�U�X��

�S�U�R�I�H�V�L�R�Q�D�O�L�V�P���ú�L���S�U�R�E�L�W�D�W�H���P�R�U�D�O�������D�O�H�V�H���G�H���&�R�Q�V�L�O�L�X�O���3�U�R�I�H�V�R�U�D�O���± cu 2/3 din voturile valabil 

exprimate.  

 �'�L�Q���F�R�P�L�V�L�H���Q�X���S�R�W���V�����I�D�F�����S�D�U�W�H���S�H�U�V�R�D�Q�H�O�H���F�D�U�H���D�X���G�H�S�X�V���F�R�Q�W�H�V�W�D�
�L�H���V�D�X���F�D�U�H���D�X���U�H�D�O�L�]�D�W��

�H�Y�D�O�X�D�U�H�D���v�Q���&�R�Q�V�L�O�L�X�O���G�H���$�G�P�L�Q�L�V�W�U�D�
�L�H�� 

 �&�R�Q�W�H�V�W�D� �L�L�O�H���v�Q�U�H�J�L�V�W�U�D�W�H���v�Q���W�H�U�P�H�Q���O�H�J�D�O���V�H���V�R�O�X�
�L�R�Q�H�D�]�����G�H���F���W�U�H���F�R�P�L�V�L�D���G�H���V�R�O�X� �L�R�Q�D�U�H��

�D���F�R�Q�W�H�V�W�D� �L�L�O�R�U�����P�H�Q� �L�R�Q�D�W�����O�D���D�O�L�Q�����������v�Q���F�H�O���P�X�O�W�������]�L�O�H���O�X�F�U���W�R�D�U�H���G�H���O�D���H�[�S�L�U�D�U�H�D���W�H�U�P�H�Q�X�O�X�L���G�H��

depunere. 

 �+�R�W���U�k�U�H�D�� �F�R�P�L�V�L�H�L�� �G�H�� �F�R�Q�W�H�V�W�D� �L�L�� �H�V�W�H�� �G�H�I�L�Q�L�W�L�Y���� �ú�L�� �S�R�D�W�H�� �I�L�� �F�R�Q�W�H�V�W�D�W���� �O�D�� �L�Q�V�W�D�Q� �D��

�F�R�P�S�H�W�H�Q�W���� 

 �/�D�� �V�R�O�L�F�L�W�D�U�H�D�� �S�H�U�V�R�D�Q�H�L�� �F�D�U�H�� �D�� �F�R�Q�W�H�V�W�D�W�� �S�X�Q�F�W�D�M�X�O�� ���L���V�D�X�� �F�D�O�L�I�L�F�D�W�L�Y�X�O�� �D�F�R�U�G�D�W���� �O�D��

�O�X�F�U���U�L�O�H���F�R�P�L�V�L�H�L���G�H���F�R�Q�W�H�V�W�D� �L�L���S�D�U�W�L�F�L�S�����ú�L���U�H�S�U�H�]�H�Q�W�D�Q�W�X�O���R�U�J�D�Q�L�]�D� �L�H�L�����V�L�Q�G�L�F�D�O�H���G�L�Q���X�Q�L�W�D�W�H�D��

�G�H���v�Q�Y��� ���P�k�Q�W�����v�Q���F�D�O�L�W�D�W�H���G�H���R�E�V�H�U�Y�D�W�R�U�����F�D�U�H���D�U�H���G�U�H�S�W���G�H���D�F�F�H�V���O�D���W�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���ú�L���S�R�D�W�H��

�V�R�O�L�F�L�W�D���F�R�Q�V�H�P�Q�D�U�H�D���v�Q���S�U�R�F�H�V�X�O-�Y�H�U�E�D�O���D���S�U�R�S�U�L�L�O�R�U���R�E�V�H�U�Y�D� �L�L�� 

 

8.5.  Monitorizar ea 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���H�V�W�H���P�R�Q�L�W�R�U�L�]�D�W�����G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���F�D�W�H�G�U�����ú�L��

serviciul secretariat. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�U�R�F�H�G�X�U�D���H�V�W�H���S�X�V�����v�Q���D�S�O�L�F�D�U�H���G�H���F���W�U�H���V�H�U�Y�L�F�L�X�O���V�H�F�U�H�W�D�U�L�D�W�����F�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H����

�H�F�K�L�S�D���P�D�Q�D�J�H�U�L�D�O�������U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���F�D�W�H�G�U�����ú�L���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�� 

Evaluarea performantelor individuale trebuie facuta cu probitate, deontologie 

profesionala, realism si obiectivitate de catre conducatorul ierarhic superior al persoanei 

evaluate si de catre conducatorul institutiei. 

 

�0�D�W�U�L�F�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

�1�R�W�D� �L�L 

A - �D�S�U�R�E�������&��- contribuie; D - �G�H�F�L�G�H���D�V�X�S�U�D���H�I�H�F�W�X���U�L�L���D�F� �L�X�Q�L�L�����F�R�Q�G�X�F�H�U�H�������(��- �H�[�H�F�X�W�������9- 

�Y�H�U�L�I�L�F�� 

ETAPE CADRE / DEPARTAMENTE IMPLICATE  

CEAC CA Director  Resp. 

comisie 

Secretar 

�ú�H�I 

Cadru 

didactic 

Comisia de 

�D�Q�D�O�L�]���� �D��

�F�R�Q�W�H�V�W�D� �L�L�O�R�U 

�������3�U�H�G�D�U�H�D���I�L�ú�H�O�R�U���G�H���D�X�W�R�H�Y�D�O�X�D�U�H E       

�����3�U�H�G�D�U�H�D�� �I�L�ú�H�O�R�U�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H��

�F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���F�D�W�H�G�U�� 

    E   

������ �3�U�L�P�L�U�H�D�� �H�Y�D�O�X���U�L�L�� �I�L�H�F���U�X�L�� �F�D�G�U�X��

didactic de la responsabilul de 

comisie 

   E    

3. Acceptarea / neacceptarea 

�H�Y�D�O�X���U�L�L���G�H���F���W�U�H���F�D�G�U�X�O���G�L�G�D�F�W�L�F 

     V, E  

������ �'�H�S�X�Q�H�U�H�D�� �F�R�Q�W�H�V�W�D� �L�H�L�� �O�D��

�6�H�F�U�H�W�D�U�L�D�W�X�O���ú�F�R�O�L�L 

     E V,D 

5. Validarea/invalidarea 

calificativelor 

 D V     
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Anexa 1 �± 

Graficul/calendarul 

�D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H 

 

       

2 Anexa 2 �± Diagrama 

obiectivele evaluarii 

performantelor 

       

3 Anexa 3 �± Diagrama 

procesului de evaluare 

       

4 Anexa 4 - F�L�ú�D�� �F�D�G�U�X�� �D��

postului - cadru didactic 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa 1 - Graficul/calendarul �D�F�W�L�Y�L�W��� �L�O�R�U���G�H���H�Y�D�O�X�D�U�H 

 

 

TERMENE  �$�&�7�,�9�,�7���	�, 

15 iunie �± 15 august �'�H�S�X�Q�H�U�H�D���I�L�ú�H�L���G�H���D�X�W�R�H�Y�D�O�X�D�U�H���H�Y�D�O�X�D�U�H���ú�L���D��

�U�D�S�R�U�W�X�O�X�L���M�X�V�W�L�I�L�F�D�W�L�Y���O�D���V�H�F�U�H�W�D�U�L�D�W�X�O���X�Q�L�W��� �L�L 

16 august - 28 august �(�Y�D�O�X�D�U�H���v�Q���F�R�P�L�V�L�L���F�R�P�S�D�U�W�L�P�H�Q�W 

 

�3�k�Q�����O�D���������D�X�J�X�V�W �(�Y�D�O�X�D�U�H���v�Q���&�R�Q�V�L�O�L�X�O���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H 

 

�Ì�Q�� �W�H�U�P�H�Q�� �G�H�� ���� �]�L�O�H�� �O�X�F�U���W�R�D�U�H�� �G�H�� �O�D�� �G�D�W�D��

���H�G�L�Q�
�H�L���&�$���G�H���D�F�R�U�G�D�U�H���D���F�D�O�L�I�L�F�D�W�L�Y�H�O�R�U 

�5�L�G�L�F�D�U�H�D���F�R�P�X�Q�L�F���U�L�L���G�H���O�D���X�Q�L�W�D�W�H���F���W�U�H���W�R�D�W�H��

cadrele didactice/didactic auxiliare 

�Ì�Q�����W�H�U�P�H�Q���G�H�������]�L�O�H���O�X�F�U���W�R�D�U�H���G�H���O�D�����H�[�S�L�U�D�U�H�D��

�W�H�U�P�H�Q�X�O�X�L�����I�L�Q�D�O���G�H���D�F�R�U�G�D�U�H�����L���F�R�P�X�Q�L�F�D�U�H���D��

�F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L���S�U�H�Y���]�X�W���O�D���D�U�W�������������D�O�L�Q�������������G�L�Q��

prezenta Metodologie. 

�'�H�S�X�Q�H�U�H�D���F�R�Q�W�H�V�W�D� �L�L�O�R�U 

�Ì�Q���W�H�U�P�H�Q���G�H�������]�L�O�H���O�X�F�U���W�R�D�U�H���G�H���O�D���H�[�S�L�U�D�U�H�D��

�W�H�U�P�H�Q�X�O�X�L���G�H���G�H�S�X�Q�H�U�H���D���F�R�Q�W�H�V�W�D�
�L�L�O�R�U 

�6�R�O�X�
�L�R�Q�D�U�H�D���F�R�Q�W�H�V�W�D� �L�L�O�R�U�����L���F�R�P�X�Q�L�F�D�U�H�D���v�Q��

scris a rezultatelor 
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ANEXA 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Obiectivele evaluarii 
performantelor 

 

Recompensare 

 

Dezvoltarea 
angajatilor 

 

Perfectionarea 
selectiei 

 

Imbunatatirea 
performantei 

 

Motivarea 
angajatilor 

 

Planificarea de 
personal 
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ANEXA 3 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Elaborarea 
planului de 
evaluare 

Organizarea 
evaluarii 

preliminare 

 

Informarea 
angajatilor 

Intocmirea 
fiselor de 
evaluare 

Sintetizarea 
rezultatelor. 

Luarea 
deciziilor. 
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Anexa 4 - F�L�ú�D���F�D�G�U�X���D���S�R�V�W�X�O�X�L��- cadru didactic 

 
 
  �Ì�Q���W�H�P�H�L�X�O���/�H�J�L�L���H�G�X�F�D� �L�H�L���Q�D� �L�R�Q�D�O�H���Q�U�������������������������v�Q���W�H�P�H�L�X�O���F�R�Q�W�U�D�F�W�X�O�X�L���L�Q�G�L�Y�L�G�X�D�O���G�H��
�P�X�Q�F�����v�Q�U�H�J�L�V�W�U�D�W���v�Q���5�H�J�L�V�W�U�X�O���G�H���H�Y�L�G�H�Q� �����D���F�R�Q�W�U�D�F�W�H�O�R�U���L�Q�G�L�Y�L�G�X�D�O�H���G�H���P�X�Q�F�����F�X���Q�X�P���U�X�O�«��������
�V�H���v�Q�F�K�H�L�H���D�V�W���]�L���«�����«�������S�U�H�]�H�Q�W�D���I�L�ú�����D���S�R�V�W�X�O�X�L�� 
 Numele si prenumele ......................................................  
 Specialitatea: .................................................................  
 Denumirea p�R�V�W�X�O�X�L���«�«�«�«�«�� 
 �'�H�F�L�]�L�D���G�H���Q�X�P�L�U�H�����« 
 Incadrarea: titular / suplinitor / cadru didactic asociat  
 �1�X�P���U���G�H���R�U�H���V�D�U�F�L�Q�L���G�H���V�H�U�Y�L�F�L�X�����«���� 
 �1�X�P���U���R�U�H���G�H���S�U�H�G�D�U�H���������������� 
 Profesor diriginte la clasa: .........  
 

�&�H�U�L�Q� �H�� 
- studii: 
�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«
�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«�«  

 - �V�W�X�G�L�L���V�S�H�F�L�I�L�F�H���S�R�V�W�X�O�X�L�����������������������������������������������������������������������������������������������������������������������������������������������«�«�«�«�« 
 - vechime............................................................................���������������������������������������������������«�«�«���� 
 - �J�U�D�G���G�L�G�D�F�W�L�F���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������«�«�«�«�� 

�5�H�O�D� �L�L���S�U�R�I�H�V�L�R�Q�D�O�H���� 
- ierarhice de subordonare: director; director adjunct; responsabil comisie metodica/catedra; 
- �G�H���F�R�O�D�E�R�U�D�U�H�����F�X���S�H�U�V�R�Q�D�O�X�O���G�L�G�D�F�W�L�F�����G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����S�H�U�V�R�Q�D�O�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 
- �G�H���U�H�S�U�H�]�H�Q�W�D�U�H���D���� �X�Q�L�W��� �L�L���ú�F�R�O�D�U�H���O�D���D�F�W�L�Y�L�W�D�W�L���F�R�Q�F�X�U�V�X�U�L���I�H�V�W�L�Y�D�O�X�U�L���H�W�F���� �O�D���F�D�U�H���S�D�U�W�L�F�L�S�D���F�D��
delegat. 

 
 

�,�������$�7�5�,�%�8���,�,���6�3�(�&�,�)�,�&�(��POSTULUI 
   
1.  �3�5�2�,�(�&�7�$�5�(�$�����$�&�7�,�9�,�7�����,�,-�(�/�(�0�(�1�7�(���'�(���&�2�0�3�(�7�(�1������ 
 
 �����������$�Q�D�O�L�]�D�U�H�D���F�X�U�U�L�F�X�O�X�P�X�O�X�L���ú�F�R�O�D�U���� 
 �����������)�X�Q�G�D�P�H�Q�W�D�U�H�D���S�U�R�L�H�F�W���U�L�L���G�L�G�D�F�W�L�F�H���S�H���D�F�K�L�]�L� �L�L�O�H���D�Q�W�H�U�L�R�D�U�H���D�O�H���H�O�H�Y�L�O�R�U�� 
 1.3. Stabilirea strategiilor didactice optime. 
 1.4.Elaborarea documentelor de proiectare.  
 ���������� �3�U�R�L�H�F�W�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U���H�[�S�H�U�L�H�Q� �H�O�R�U�� �G�H�� �v�Q�Y��� �D�U�H�� �F�D�U�H�� �S�U�H�V�X�S�X�Q�� �X�W�L�O�L�]�D�U�H�D��
resurselor TIC . 
 �����������$�F�W�X�D�O�L�]�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���G�H���S�U�R�L�H�F�W�D�U�H���G�L�G�D�F�W�L�F�� 
 1.7. �3�U�R�L�H�F�W�D�U�H�D���D�F�W�L�Y�L�W��� �L�L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� 

 
���������5�(�$�/�,�=�$�5�(�$���$�&�7�,�9�,�7�����,�/�2�5���'�,�'ACTICE CURRICULARE 

�������������2�U�J�D�Q�L�]�D�U�H�D���ú�L���G�L�U�L�M�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���S�U�H�G�D�U�H-�v�Q�Y��� �D�U�H���� 
2.2.  Utilizarea materialelor didactice adecvate. 
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�����������,�Q�W�H�J�U�D�U�H�D���ú�L���X�W�L�O�L�]�D�U�H�D���7�,�&�� 
�����������,�G�H�Q�W�L�I�L�F�D�U�H�D���ú�L���Y�D�O�R�U�L�I�L�F�D�U�H�D���S�R�V�L�E�L�O�L�W��� �L�O�R�U���G�H���v�Q�Y��� �D�U�H���D�O�H���H�O�H�Y�L�O�R�U���� 
2.5. �$�V�L�J�X�U�D�U�H�D���I�R�U�P���U�L�L���F�R�P�S�H�W�H�Q� �H�O�R�U���V�S�H�F�L�I�L�F�H���G�L�V�F�L�S�O�L�Q�H�L�� 
�����������(�O�D�E�R�U�D�U�H�D���S�U�R�S�X�Q�H�U�L�O�R�U���ú�L���D���F�R�Q� �L�Q�X�W�X�U�L�O�R�U���F�X�U�U�L�F�X�O�X�P�X�O�X�L���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L�����&�'�ù���� 
 

�������5�(�$�/�,�=�$�5�(�$���$�&�7�,�9�,�7�����,�/�2�5���'�,�'�$�&�7�,�&�(���(�;�7�5�$�&�8�5�5�,�&�8�/�$�5�( 
�����������(�I�L�F�L�H�Q�W�L�]�D�U�H�D���U�H�O�D� �L�H�L���S�U�R�I�H�V�R�U���I�D�P�L�O�L�H 
3.2. Org�D�Q�L�]�D�U�H�D�����F�R�U�U�G�R�Q�D�U�H�D���V�D�X�����L���L�P�S�O�H�P�H�Q�W�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H 
�����������,�P�S�O�L�F�D�U�H�D���S�D�U�W�H�Q�H�U�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�L-realizarea de parteneriate 
 

  
�������(�9�$�/�8�$�5�(�$���5�(�=�8�/�7�$�7�(�/�2�5���Ì�1�9�������5�,�,�� 

4.1.  Elaborarea instrumentelor de evaluare.  
  4.2.  Administrarea instrumentelor de evaluare.  

�������������$�S�U�H�F�L�H�U�H�D���F�D�Q�W�L�W�D�W�L�Y�����ú�L���F�D�O�L�W�D�W�L�Y�����D���U�H�]�X�O�W�D�W�H�O�R�U���H�O�H�Y�L�O�R�U���� 
�������������1�R�W�D�U�H�D�����L�Q�W�H�U�S�U�H�W�D�U�H�D���ú�L���F�R�P�X�Q�L�F�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���H�Y�D�O�X���U�L�L 

             4.5. �&�R�R�U�G�R�Q�D�U�H�D���ú�L���F�R�P�S�O�H�W�D�U�H�D���S�R�U�W�R�I�R�O�L�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H���D�O���H�O�H�Y�L�O�R�U 
  
5.  MANAGEMENTUL CLASEI DE ELEVI 
 5.1.  �2�U�J�D�Q�L�]�D�U�H�D�����F�R�R�U�G�R�Q�D�U�H�D���ú�L���P�R�Q�L�W�R�U�L�]�D�U�H�D���F�R�O�H�F�W�L�Y�H�O�R�U���G�H���H�O�H�Y�L�� 
           �������������(�O�D�E�R�U�D�U�H�D���G�H���Q�R�U�P�H���V�S�H�F�L�I�L�F�H���F�O�D�V�H�L���O�D���F�D�U�H���S�U�H�G�����V�D�X���ú�L���H�V�W�H���G�L�U�L�J�L�Q�W�H�� 

�����������*�H�V�W�L�R�Q�D�U�H�D���V�L�W�X�D� �L�L�O�R�U���F�R�Q�I�O�L�F�W�X�D�O�H���v�Q���U�H�O�D� �L�L�O�H���S�U�R�I�H�V�R�U-elevi, elevi-elevi, profesor-
familie. 

 �����������7�U�D�W�D�U�H�D���G�L�I�H�U�H�Q� �L�D�W�����D���H�O�H�Y�L�O�R�U�����v�Q���I�X�Q�F� �L�H���G�H���Q�H�Y�R�L�O�H���O�R�U���V�S�H�F�L�I�L�F�H�� 
 5.5.Comunicarea profesor-elevi, utilizarea feedback-�X�O�X�L���E�L�G�L�U�H�F� �L�R�Q�D�O���v�Q���F�R�P�X�Q�L�F�D�U�H�� 
 
 �������0�$�1�$�*�(�0�(�1�7�8�/���&�$�5�,�(�5�(�,���ù�,���$�/���'�(�=�9�2�/�7���5�,�,���3�(�5�6�2�1�$�/�(�� 

        6.1.  Identificarea nevoilor proprii de dezvoltare  
             �������������3�D�U�W�L�F�L�S�D�U�H�D���O�D���D�F�W�L�Y�L�W��� �L���P�H�W�R�G�L�F�H���V�W�D�J�L�L���G�H���I�R�U�P�D�U�H�������F�X�U�V�X�U�L���G�H���S�H�U�I�H�F� �L�R�Q�D�U�H����������

�J�U�D�G�H���G�L�G�D�F�W�L�F�H�������P�D�Q�L�I�H�V�W���U�L���ú�W�L�L�Q� �L�I�L�F�H���H�W�F�� 
              6.���������$�S�O�L�F�D�U�H�D���F�X�Q�R�ú�W�L�Q� �H�O�R�U�������D�E�L�O�L�W��� �L�O�R�U�������F�R�P�S�H�W�H�Q� �H�O�R�U���G�R�E�k�Q�G�L�W�H�� 
 
 �������&�2�1�7�5�,�%�8���,�$���/�$���'�(�=�9�2�/�7�$�5�(�$���,�1�6�7�,�7�8���,�2�1�$�/�����ù�,���3�5�2�0�2�9�$�5�(�$��
�,�0�$�*�,�1�,�,���8�1�,�7�����,�,���ù�&�2�/�$�5�(�� 
 �����������,�P�S�O�L�F�D�U�H�D���v�Q���U�H�D�O�L�]�D�U�H�D���R�I�H�U�W�H�L���H�G�X�F�D� �L�R�Q�D�O�H���� 
 7.2. Promovarea �R�I�H�U�W�H�L���H�G�X�F�D� �L�R�Q�D�O�H���ú�L���D���V�L�V�W�H�P�X�O�X�L���G�H���Y�D�O�R�U�L���D�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W��
�O�D���Q�L�Y�H�O�X�O���F�R�P�X�Q�L�W��� �L�L���O�R�F�D�O�H��. 
 �����������)�D�F�L�O�L�W�D�U�H�D���S�U�R�F�H�V�X�O�X�L���G�H���F�X�Q�R�D�ú�W�H�U�H�����v�Q� �H�O�H�J�H�U�H�����v�Q�V�X�ú�L�U�H���ú�L���U�H�V�S�H�F�W�D�U�H���D���U�H�J�X�O�L�O�R�U��
sociale  
 �����������3�D�U�W�L�F�L�S�D�U�H�D���ú�L���L�P�S�O�L�F�D�U�H�D���v�Q���S�U�R�F�H�V�X�O���G�H�F�L�]�L�R�Q�D�O���v�Q���F�D�G�U�X�O���L�Q�V�W�L�W�X� �L�H�L���ú�L���O�D��
�H�O�D�E�R�U�D�U�H�D���ú�L���L�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�L�H�F�W�X�O�X�L���L�Q�V�W�L�W�X� �L�R�Q�D�O�� 
 �����������,�Q�L� �L�H�U�H�D���ú�L���G�H�U�X�O�D�U�H�D���S�U�R�L�H�F�W�H�O�R�U���ú�L���S�D�U�W�H�Q�H�U�L�D�W�H�O�R�U�� 
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   �,�Q�� �I�X�Q�F�W�L�H�� �G�H�� �Q�H�Y�R�L�O�H�� �V�S�H�F�L�I�L�F�H�� �D�O�H�� �X�Q�L�W�D�W�L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �V�D�O�D�U�L�D�W�X�O�� �H�V�W�H�� �R�E�O�L�J�D�W�� �V����
�v�Q�G�H�S�O�L�Q�H�D�V�F�D���V�L���D�O�W�H���V�D�U�F�L�Q�L���U�H�S�D�U�W�L�]�D�W�H���G�H���D�Q�J�D�M�D�W�R�U�����S�U�H�F�X�P���ú�L���Q�R�U�P�H�O�H�����S�U�R�F�H�G�X�U�L�O�H���G�H���V���Q���W�D�W�H��
�ú�L���V�H�F�X�U�L�W�D�W�H���D���P�X�Q�F�L�L�����G�H���3�6�,���ú�L���,�6�8���� �v�Q���F�R�Q�G�L�W�L�L�O�H���O�H�J�L�L�� 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
____________________________________________________________ 
   

�$�W�U�L�E�X�
�L�L�O�H�� �I�X�Q�F�
�L�H�L�� �G�H�� �G�L�U�L�J�L�Q�W�H���� �D�O�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �G�H�� �F�R�P�L�V�L�H���F�D�W�H�G�U���� �ú�L�� �D�O�H�� �D�O�W�R�U����
�F�R�P�L�V�L�L���I�X�Q�F� �L�R�Q�D�O�H���G�L�Q���ú�F�R�D�O�����V�X�Q�W���D�Q�H�[�H���D�O�H���S�U�H�]�H�Q�W�H�L���I�L�ú�H ���G�D�F�����H�V�W�H���F�D�]�X�O������ 
  
     

�5���V�S�X�Q�G�H�U�H�D���G�L�V�F�L�S�O�L�Q�D�U��:  
�1�H�v�Q�G�H�S�O�L�Q�L�U�H�D���V�D�U�F�L�Q�L�O�R�U���G�H���V�H�U�Y�L�F�L�X���V�D�X���v�Q�G�H�S�O�L�Q�L�U�H�D���O�R�U���v�Q���P�R�G���Q�H�F�R�U�H�V�S�X�Q�]�D�W�R�U���D�W�U�D�J�H��

�G�X�S�����V�L�Q�H���V�F���G�H�U�H�D���F�R�U�H�V�S�X�Q�]���W�R�D�U�H���D���F�D�O�L�I�L�F�D�W�L�Y�X�O�X�L���ú�L�������V�D�X���V�D�Q�F� �L�R�Q�D�U�H�D���G�L�V�F�L�S�O�L�Q�D�U�������F�R�Q�I�R�U�P��
prevederilor legii.  

 
 

 
Director,                                                                                     Lider de sindicat,  

(�Q�X�P�H�����V�H�P�Q���W�X�U�������ú�W�D�P�S�L�O��)                                         (�Q�X�P�H�����V�H�P�Q���W�X�U��) 
 
 
 

�6�H�P�Q���W�X�U�D���W�L�W�X�O�D�U�X�O�X�L���G�H���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� ����                                      
......................................... 

 
 
Data: .................. 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-       09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei care are drept scop sa asigure: 

- �S�U�R�L�H�F�W�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���v�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���Q�R�U�P�D�W�L�Y�H�O�H���v�Q���Y�L�J�R�D�U�H���ú�L���F�X��

interesele manifestate de �H�G�X�F�D�E�L�O�L���ú�L���F�R�P�X�Q�L�W�D�W�H�D���G�L�Q���F�D�U�H���D�F�H�ú�W�L�D���S�U�R�Y�L�Q�� 

- �U�D�S�R�U�W�D�U�H�D���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W��� �L�O�H���H�[�W�U�D�F�X�U�U�L�F�O�D�U�H���G�H�U�X�O�D�W�H�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii  de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

             �3�U�H�Y�H�G�H�U�L�O�H���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L���D�X���G�U�H�S�W���V�F�R�S���V�����D�V�L�J�X�U�H�� 

- �S�U�R�L�H�F�W�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���v�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���Q�R�U�P�D�W�L�Y�H�O�H���v�Q���Y�L�J�R�D�U�H���ú�L��

cu interesele mani�I�H�V�W�D�W�H���G�H���H�G�X�F�D�E�L�O�L���ú�L���F�R�P�X�Q�L�W�D�W�H�D���G�L�Q���F�D�U�H���D�F�H�ú�W�L�D���S�U�R�Y�L�Q�� 

- �U�D�S�R�U�W�D�U�H�D���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W��� �L�O�H���H�[�W�U�D�F�X�U�U�L�F�O�D�U�H���G�H�U�X�O�D�W�H�� 

          Procedura se aplica la toate clasele institutiei de invatamant; 

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����vn  cadrul  portofoliului  

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �V�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W�D�W�L�O�R�U�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W��

preuniversitar intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 31.08.2016 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� ���S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

 8.1. Generalitati 

�Ì�Q�� �F�D�G�U�X�O���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���F�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���Q�X�P�H�ú�W�H���S�U�L�Q���K�R�W���U�k�U�H���� �O�D��

propunerea consiliului profesoral, un cadru �G�L�G�D�F�W�L�F���W�L�W�X�O�D�U���F�D�U�H�����S�H���O�k�Q�J�����D�W�U�L�E�X� �L�L�O�H���S�U�H�Y���]�X�W�H��

de Legea privind statutul �S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F�����F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H�����D�U�H��

�D�W�U�L�E�X� �L�L���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W�D�W�H�D���H�G�X�F�D�W�L�Y�����ú�F�R�O�D�U�����ú�L���H�[�W�U�D�ú�F�R�O�D�U�����G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

 Pentru asig�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �v�Q�� �G�R�P�H�Q�L�X�O�� �D�F�W�L�Y�L�W��� �L�L�� �H�G�X�F�D�W�L�Y�H�� �ú�F�R�O�D�U�H�� �ú�L��

�H�[�W�U�D�ú�F�R�O�D�U�H���I�L�H�F�D�U�H���F�D�G�U�X���G�L�G�D�F�W�L�F���W�U�H�E�X�L�H���V����� �L�Q�����V�H�D�P�D���G�H���X�U�P���W�R�D�U�H�O�H���Q�H�F�H�V�L�W��� �L�� 

 �����'�H�]�Y�R�O�W�D�U�H�D���F�D�S�D�F�L�W��� �L�L���G�H���D�Q�D�O�L�]�����D���S�U�R�S�U�L�H�L���D�F�W�L�Y�L�W��� �L�� 

 �����,�G�H�Q�W�L�I�L�F�D�U�H�D���S�U�R�J�U�H�V�H�O�R�U���v�Q���G�H�]�Y�R�O�W�D�U�H�D��personal-�S�U�R�I�H�V�L�R�Q�D�O�����ú�L���v�Q���D�F�W�L�Y�L�W�D�W�H�D���S�H���F�D�U�H��

�R���G�H�V�I���ú�R�D�U�����v�Q���Y�H�G�H�U�H�D���R�S�W�L�P�L�]���U�L�L���S�U�L�Q���I�R�U�P�D�U�H���F�R�Q�W�L�Q�X�����ú�L���S�H�U�I�H�F� �L�R�Q�D�U�H�� 

 �����5�H�S�H�U�D�U�H�D�� �F�D�U�H�Q� �H�O�R�U���v�Q���G�H�]�Y�R�O�W�D�U�H�D���S�H�U�V�R�Q�D�O-�S�U�R�I�H�V�L�R�Q�D�O���� �ú�L���v�Q���D�F�W�L�Y�L�W�D�W�H�D���S�H���F�D�U�H���R��

�G�H�V�I���ú�R�D�U�����S�H�Q�W�U�X���D���O�H���S�X�W�H�D���H�O�L�P�L�Q�D���S�U�L�Q���Dplicare; 

 �����(�V�W�L�P�D�U�H�D���ú�L���D�G�D�S�W�D�U�H�D�� �P�R�G�X�U�L�O�R�U���L�Q�I�R�U�P�D� �L�L�O�R�U���G�R�E�k�Q�G�L�W�H���S�U�L�Q���I�R�U�P�D�U�H���ú�L�� �H�[�S�H�U�L�H�Q� ����

�O�D���D�F�W�L�Y�L�W�D�W�H�D���S�H���F�D�U�H���R���G�H�V�I���ú�R�D�U���� 

 �����$�Q�D�O�L�]�D�U�H�D�� �J�U�D�G�X�O�X�L�� �G�H�� �S�D�U�W�L�F�L�S�D�U�H�� �F�R�H�Y�R�O�X�W�L�Y���� �O�D�� �R�E� �L�Q�H�U�H�D�� �F�D�O�L�W��� �L�L�� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D��

�H�G�X�F�D� �L�R�Q�D�O���� 

 6.Monitorizarea prog�U�H�V�H�O�R�U�� �ú�L�� �F�D�U�H�Q� �H�O�R�U�� �S�U�R�S�U�L�L�� �ú�L�� �D�O�H�� �F�R�O�H�J�L�O�R�U�� �v�Q�� �I�R�U�P�D�U�H�� �ú�L�� �v�Q��

�D�F�W�L�Y�L�W�D�W�H�D���G�H�V�I���ú�X�U�D�W�����S�H�Q�W�U�X���D���O�H���P�D�[�L�P�L�]�D���S�H���S�U�L�P�H�O�H���ú�L���D���O�H���P�L�Q�L�P�L�]�D���S�H���F�H�O�H�O�D�O�W�H�� 

 �����,�G�H�Q�W�L�I�L�F�D�U�H�D���Q�H�Y�R�L�L���G�H���V�F�K�L�P�E�D�U�H���v�Q���Y�H�G�H�U�H�D���R�E� �L�Q�H�U�L�L���S�U�R�J�U�H�V�X�O�X�L�� 

 �����8�U�P���U�L�U�H�D���F�R�Q�ú�W�L�L�Q�F�L�R�]�L�W��� �L�L���F�U�H�D�W�L�Y�L�W��� �L�L���R�Q�H�V�W�L�W��� �L�L���D�X�W�R�U�L�W��� �L�L���S�U�R�I�H�V�L�R�Q�D�O�H���ú�L���V�L�P� �X�O�X�L��

practic. 

 

8.2. Modul de lucru 

1. Selectarea membrilor  �&�R�P�L�V�L�H�L�� �� �S�H�Q�W�U�X�� �D�F�W�L�Y�L�W��� �L��extracurricular�H�� �v�Q�� �&�R�Q�V�L�O�L�X�O��

�3�U�R�I�H�V�R�U�D�O���ú�L���Q�R�P�L�Q�D�O�L�]�D�U�H�D���������S�U�L�Q�������G�H�F�L�]�L�H�������L�Q�W�H�U�Q�����������D�������X�Q�X�L�������F�R�R�U�G�R�Q�D�W�R�U��al acesteia. 

�������(�O�D�E�R�U�D�U�H�D���G�H���F���W�U�H���&�R�R�U�G�R�Q�D�W�R�U�X�O���S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�L���P�H�P�E�U�L�L��

�&�R�P�L�V�L�H�L�����S�H�Q�W�U�X���D�F�W�L�Y�L�W��� �L��extracurricular�H���D���3�U�R�J�U�D�P�X�O�X�L���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�ú�F�R�O�D�U�H�� 
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�����$�S�U�R�E�D�U�H�D�����v�Q���&�R�Q�V�L�O�L�X�O���3�U�R�I�H�V�R�U�D�O�����D���3�U�R�J�U�D�P�X�O�X�L���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�ú�F�R�O�D�U�H���ú�L���D�I�L�ú�D�U�H�D��

�O�D���D�Y�L�]�L�H�U���ú�L���S�H���V�L�W�H-�X�O���ú�F�R�O�L�L�� 

4. �Ì�Q�I�L�L�Q� �D�U�H�D�� �� �X�Q�X�L�� �� �U�H�J�L�V�W�U�X�� �� �F�R�P�X�Q�� �� �D�O�� �� �D�F�W�L�Y�L�W��� �L�O�R�U�� �� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �� �F�X�� �� �� �V�W�U�X�F�W�X�U�D��

�S�U�H�Y���]�X�W�����v�Q���D�Q�H�[�D�������� 

�����������$�Q�X�Q� �D�U�H�D�������S�H�U�V�R�Q�D�O�X�O�X�L�������S�U�L�Y�L�Q�G�������R�E�O�L�J�D�W�L�Y�L�W�D�W�H�D�������U�D�S�R�U�W���U�L�L�������I�L�H�F���U�H�L�������D�F�W�L�Y�L�W��� �L��

�H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �G�H�V�I���ú�X�U�D�W���� ���F�X�S�U�L�Q�V���� �v�Q�� �3�U�R�J�U�D�P�X�O�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �H�[�W�U�D�ú�F�R�O�D�U�H�� ���� �v�Q�� �W�H�U�P�H�Q�� �G�H��

maxim trei zile de la efectuarea acesteia.  

�����&�R�P�S�O�H�W�D�U�H�D���U�H�J�L�V�W�U�X�O�X�L���G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���D�F�W�L�Y�L�W��� �L�O�H���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� 

������ �� �0�R�Q�L�W�R�U�L�]�D�U�H�D�� �v�Q�V�F�U�L�H�U�L�O�R�U�� �v�Q�� �5�H�J�L�V�W�U�X���± lunar / trimestrial / semestrial �± �G�H�� �F���W�U�H��

�G�L�U�H�F�W�R�U�����ú�L���F�R�R�U�G�R�Q�D�W�R�U�X�O���&�(�$�&�� 

�����������(�O�D�E�R�U�D�U�H�D���� ���X�Q�X�L�������U�D�S�R�U�W������ �D�Q�X�D�O���� �����G�H�������F���W�U�H�������U�H�V�S�R�Q�V�D�E�L�O�X�O�������U�H�V�S�H�F�W�L�Y���������S�U�L�Y�L�Q�G��

�D�F�W�L�Y�L�W�D�W�H�D�����H�[�W�U�D�F�X�U�U�L�F�X�O�D�U���������F�H�����W�L�S�X�U�L�����G�H�����D�F�W�L�Y�L�W��� �L�����V-au  �G�H�V�I���ú�X�U�D�W�������L�Q�L� �L�D�W�R�U�L�����ú�L���S�D�U�W�L�F�L�S�D�Q� �L������

�S�H�U�L�R�G�L�F�L�W�D�W�H�������G�L�V�I�X�Q�F� �L�R�Q�D�O�L�W��� �L�����ú�L�����S�U�R�E�O�H�P�H�������P�R�G�L�I�L�F���U�L�����S�U�R�S�X�V�H�����v�Q���G�H�V�I���ú�X�U�D�U�H�D���D�F�H�V�W�R�U�D�� 

������ �� �'�H�F�L�]�L�D���� �v�Q���� �F�D�G�U�X�O���� �F�R�Q�V�L�O�L�X�O�X�L���� �S�U�R�I�H�V�R�U�D�O���� ���� �� �F�R�Q�V�L�O�L�X�O�X�L���� �G�H���� �D�G�P�L�Q�L�V�W�U�D� �L�H���� �S�U�L�Y�L�Q�G��

�P�R�G�L�I�L�F���U�L�O�H�����D�G�X�V�H�����P�R�G�X�O�X�L�����G�H�����S�U�R�L�H�F�W�D�U�H�������R�U�J�D�Q�L�]�D�U�H�������U�H�D�O�L�]�D�U�H�����ú�L�����I�U�X�F�W�L�I�L�F�D�U�H�����D���D�F�W�L�Y�L�W��� �L�O�R�U��

extracurriculare. 

 

 

8.3.�'�H�V�F�U�L�H�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U�� 

a. �5�H�D�O�L�]�D�U�H�D���I�L�H�F���U�H�L���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���Y�D���I�L���S�U�H�F�H�G�D�W�����G�H���H�O�D�E�R�U�D�U�H�D���ú�L��

�V�R�O�L�F�L�W�D�U�H�D���D�Y�L�]���U�L�L���S�U�R�L�H�F�W�X�O�X�L���G�H���D�Ftivitate 

 

b. �Ì�Q�I�L�L�Q� �D�U�H�D���X�Q�X�L���F�H�U�F���G�H���H�G�X�F�D�E�L�O�L���Y�D���I�L���S�U�H�F�H�G�D�W�����G�H���V�R�O�L�F�L�W�D�U�H�D���D�Y�L�]���U�L�L��

�I�X�Q�F� �L�R�Q���U�L�L�����V�R�O�L�F�L�W�D�U�H���D�G�U�H�V�D�W�����F�R�Q�V�L�O�L�H�U�X�O�X�L���H�G�X�F�D�W�L�Y�� 

 

c. Consiliul Profesoral, la propunerea consilierului educativ, va aviza favorabil 

�V�D�X���Q�H�I�D�Y�R�U�D�E�L�O���I�X�Q�F� �L�R�Q�D�U�H�D cercului de educabili. 
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d. �$�Q�X�D�O�����U�H�V�S�R�Q�V�D�E�L�O�X�O���I�L�H�F���U�X�L���F�H�U�F���G�H���H�G�X�F�D�E�L�O�L���Y�D���G�H�S�X�Q�H���X�Q���U�D�S�R�U�W�� 

 

e. �'�R�F�X�P�H�Q�W�H�O�H���P�H�Q� �L�R�Q�D�W�H�����L�Q�F�O�X�V�L�Y���U�D�S�R�D�U�W�H�O�H���G�H���D�F�W�L�Y�L�W�D�W�H�����Y�R�U���I�L���S���V�W�U�D�W�H���G�H��

�F�R�Q�V�L�O�L�H�U�X�O���H�G�X�F�D�W�L�Y���v�Q���F�D�G�U�X�O���X�Q�X�L���G�R�V�D�U���Ä�$�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���� 

 

f. L�D���I�L�Q�D�O�X�O���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U�����G�X�S�����U�H�D�O�L�]�D�U�H�D���S�U�R�S�U�L�X�O�X�L���U�D�S�R�U�W���G�H��

activitate,consilierul educativ va preda documentele in cadrul dosarului Comisiei pentru 

�H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L�����H�G�X�F�D� �L�H�L�� 

 

8.4. Monitorizarea 

 

Implementarea procedurii va fi �P�R�Q�L�W�R�U�L�]�D�W�����ú�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X��

�H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L�����S�H�Q�W�U�X���D���V�H���G�H�W�H�U�P�L�Q�D���J�U�D�G�X�O���G�H���U�H�D�O�L�]�D�U�H���D���R�E�L�H�F�W�L�Y�H�O�R�U��

�V�W�D�E�L�O�L�W�H���ú�L���J���V�L�U�H�D���X�Q�R�U���P�R�G�D�O�L�W��� �L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �������v�Q���F�H�H�D���F�H���S�U�L�Y�H�ú�W�H���F�R�Q� �L�Q�X�W�X�O���ú�L���V�W�U�X�F�W�X�U�D���O�R�U�����Y�R�U���D�Y�H�D 

�D�Y�L�]�X�O���P�D�Q�D�J�H�P�H�Q�W�X�O�X�L���L�Q�V�W�L�W�X� �L�H�L���� 

 �,�Q���F�D�]�X�O���v�Q���F�D�U�H���Q�X���V�H���Y�D���D�M�X�Q�J�H���O�D���X�Q���D�F�R�U�G���D�V�X�S�U�D���F�R�Q� �L�Q�X�W�X�O�X�L���D�F�H�V�W�R�U�D�����F�R�P�L�V�L�D���v�ú�L���Y�D��

�G�H�F�L�P�D���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���v�Q���U�D�S�R�U�W���F�X���S�U�R�F�H�G�X�U�D�����S�U�H�]�H�Q�W���� 

 

1.Membrii C.E.A.C. �U���V�S�X�Q�G���G�H���F�R�P�X�Q�L�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�� 

2.Consilierul educativ �D�O�� �ú�F�R�O�L�L�� �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �H�O�D�E�R�U�D�U�H�D�� �S�O�D�Q�X�O�X�L�� �G�H�� �D�F�W�L�Y�L�W��� �L��

�H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���ú�L���G�H���F�R�Q�V�H�P�Q�D�U�H�D���P�R�G�L�I�L�F���U�L�O�R�U���D�S���U�X�W�H�� 

�������&�R�P�L�V�L�D���S�H�Q�W�U�X���D�F�W�L�Y�L�W��� �L��extracurricular e �H�V�W�H���U�H�V�S�R�Q�V�D�E�L�O�����G�H��implementarea, �P�H�Q� �L�Q�H�U�H�D��

�ú�L���Y�H�U�L�I�L�F�D�U�H�D���U�H�V�S�H�F�W���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

������ �� �'�L�U�H�F�W�R�U�X�O�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$���&���� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �G�H�� �P�R�Q�L�W�R�U�L�]�D�U�H�D�� �L�P�S�O�H�P�H�Q�W���U�L�L��

prezentei proceduri; 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  

Alte 
loc perioada 

0 1 2 3 4 5 6 7 8 

1 Anexa 1 �± 

Centralizator activitati 

       

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L��procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. Scopul proceduri�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexe 

Anexa 1. 

 

Nr.crt Tema 
�D�F�W�L�Y�L�W��� �L�L��
�G�H�V�I���ú�X�U�D�W�H 

Grupul 
� �L�Q�W�� 

Loc de 
�G�H�V�I���ú�X�U�D�U�H 

�0�R�G�D�O�L�W��� �L��
de 
realizare 

Data Cadrele didactice responsabile 
�G�H���U�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�L 

�1�X�P�H���ú�L���S�U�H�Q�X�P�H �6�H�P�Q���W�X�U�D 
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

INSERTIA PROFESIONALA PENTRU CADRELE DIDACTICE NOI,  
FARA EXPERIENTA  

 
 
 
 
 
 

P.O. 28 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-    09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri care sa ajute la insertia profesionala a cadrelor didactice 

noi/fara experienta. 

�6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �L�Q�V�H�U�
�L�H�� �S�U�R�I�H�V�L�R�Q�D�O������ �P�H�Q�W�R�U�D�W�� �P�R�Q�L�W�R�U�L�]�D�U�H���� �L�Q�W�H�U�D�V�L�V�W�H�Q�
�H��

�S�H�Q�W�U�X���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���Q�R�L���V�D�X���O�L�S�V�L�W�H���G�H���H�[�S�H�U�L�H�Q�
���� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H 

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�R�F�H�G�X�U�D���V�H���D�S�O�L�F�D���S�H�Q�W�U�X���W�R�D�W�H�����F�D�G�U�H���O�H���G�L�G�D�F�W�L�F�H���Q�R�L���V�D�X���I�D�U�D���H�[�S�H�U�L�H�Q� �D�����,�Q���D�F�H�D�V�W�D��

�D�F�W�L�Y�L�W�D�W�H�D���Y�R�U���I�L���L�P�S�O�L�F�D� �L���W�R�W�L���P�H�P�E�U�L�L���G�L�Q���D�F�H�H�D�ú�L���D�U�L�H���F�X�U�U�L�F�X�O�D�U�D��   

 

- Responsabilul de arie curriculara are rolul de a-�L���D�M�X�W�D���V�����D�Q�D�O�L�]�H�]�H���R�E�L�H�F�W�L�Y���S�U�R�F�H�V�X�O 

�S�U�H�G���U�L�L�� �S�U�R�S�U�L�L�� �V�D�X�� �D�� �D�O�W�R�U�� �F�R�O�H�J�L�� �ú�L�� �V���� �V�W�D�E�L�O�H�D�V�F���� �V�F�R�S�X�U�L�� �U�H�D�O�L�V�W�H�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�O�R�U��

�G�L�G�D�F�W�L�F�H�����F�D�U�H���V�����F�R�Q�G�X�F�����O�D���v�P�E�X�Q���W��� �L�U�H�D���F�D�O�L�W�D�W�L�Y�����D���D�F�H�V�W�R�U�D�����$�V�W�I�H�O���V�H���U�H�D�O�L�]�H�D�]�D���X�Q��

feed- �E�D�F�N���U�D�S�L�G���ú�L���H�I�L�F�L�H�Q�W���S�H�Q�W�U�X���G�H�]�Y�R�O�W�D�U�H�D���O�R�U���S�U�R�I�H�V�L�R�Q�D�O���� 

 

- Se va �P�R�Q�L�W�R�U�L�]�D���P�R�G�X�O���v�Q���F�D�U�H���v�Q�W�U�H�J���F�R�U�S�X�O���S�U�R�I�H�V�R�U�D�O���V�H���L�P�S�O�L�F�����v�Q���U�D�S�R�U�W�D�U�H�D���ú�L��

�G�L�V�H�P�L�Q�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U���U�H�I�H�U�L�W�R�D�U�H���O�D���D�F�H�D�V�W�D���D�F�W�L�Y�L�W�D�W�H�� 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

�3�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �v�Q�� �F�D�G�U�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �F�R�Q�W�U�L�E�X�L�Q�G���O�D���v�P�E�X�Q���W���
�L�U�H�D���F�D�O�L�W���
�L�L���S�U�R�F�H�V�X�O�X�L���L�Q�V�W�U�X�F�W�L�Y-

�H�G�X�F�D�W�L�Y�����L���D�O���S�U�H�J���W�L�U�L�L���S�U�R�I�H�V�L�R�Q�D�O�H���D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���Q�R�L�� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Responsabilii comisiilor de lucru; 
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b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H, compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H���v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H��termenilor  

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

 �Ì�Q�G�U�X�P�D�U�H�D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���D�I�O�D�W�H���O�D���v�Q�F�H�S�X�W���G�H���F�D�U�L�H�U�����V�����U�H�D�O�L�]�H�D�]�����G�H���F���W�U�H���F�D�G�U�H��

�G�L�G�D�F�W�L�F�H�� �F�X�� �H�[�S�H�U�L�H�Q� ���� �F�D�U�H�� �v�Q�G�H�S�O�L�Q�H�V�F�� �U�R�O�X�O�� �G�H�� �F�D�G�U�H�� �G�L�G�D�F�W�L�F�H�� �P�H�Q�W�R�U�L���G�H�� �L�Q�V�H�U� �L�H��

�S�U�R�I�H�V�L�R�Q�D�O������ �$�F�H�ú�W�L�D�� �V�W�D�E�L�O�H�V�F�� �R�� �U�H�O�D� �L�H�� �S�U�R�I�H�V�L�R�Q�D�O���� �F�X�� �V�W�D�J�L�D�U�X�O�� �ú�L�� �F�R�O�D�E�R�U�H�D�]���� �F�X�� �W�R� �L��

�I�D�F�W�R�U�L�L���L�P�S�O�L�F�D� �L���v�Q���D�V�L�V�W�D�U�H�D���D�F�H�V�W�X�L�D�� 

 

8.1. Procedura propiu-zisa 

 

�x �/�D���v�Q�F�H�S�X�W�X�O���D�Q�X�O�X�L�����F�R�O�D�U�����F�R�Q�G�X�F�H�U�H�D���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L �v�Q�W�R�F�P�H���W�H���R���O�L�V�W�D���F�X���Q�R�L�O�H���F�D�G�U�H���G�L�G�D�F�W�L�F�H�����L���R���W�U�D�Q�V�P�L�W�H���U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U��

ariilor curriculare.  

 

�x �$�F�H���W�L�D���G�H�V�H�P�Q�H�D�]�����X�Q���P�H�Q�W�R�U�����F�D�G�U�X���G�L�G�D�F�W�L�F���F�X���H�[�S�H�U�L�H�Q�
�������G�H���D�F�H�H�D���L���V�S�H�F�L�D�O�L�W�D�W�H���F�X��

debutantul) pentru a-�O���I�D�P�L�O�L�D�U�L�]�D���F�X���V�D�U�F�L�Q�L�O�H���G�L�G�D�F�W�L�F�H�����L���U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L�O�H���F�H���L�L���U�H�Y�L�Q��

�v�Q���Q�R�X�O���S�R�V�W�� 

 

�x Seful comisiei metodice ii prezinta cadrului didactic nou incadrarea si il trimite la 

comisia CEAC pentru a scoate din baza de date a comisiei programele scolare.  

 

�x Comisia CEAC il ajuta pe cadrul didactic nou sa caute programele scolare. Seful 

comisiei metodice ii prezinta modul de intocmire a planificarilor calendaristice anuale 

si pe unitati si il indruma la realizarea acestora.  

 

�x Seful comisiei ii pezinta modele de planuri de lectie si il indruma la realizarea acestora. 

Planurile de lectie vor fi prezentate sefului comisiei metodice spre avizare inainte de 

intrarea la ore. Cadrul didactic va fi indrumat sa realizeze teste initiale, sumative si fise 

de lucru.  
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�x Cadrul didactic nou participa la cateva lectii demonstrative ale colegilor din catedra. 

 

�x �3�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L�����F�R�O�D�U�����G�L�U�H�F�W�R�U�L�L�����L���U�H�V�S�R�Q�V�D�E�L�O�L�L���F�D�W�H�G�U�H�O�R�U���G�H���V�S�H�F�L�D�O�L�W�D�W�H��

�H�I�H�F�W�X�H�D�]�����P�D�L���P�X�O�W�H���D�V�L�V�W�H�Q�W�H���O�D���R�U�H�O�H���S�U�R�I�H�V�R�U�X�O�X�L���G�H�E�X�W�D�Q�W�����F�R�Q�I�R�U�P���X�Q�X�L���J�U�D�I�L�F��

�D�I�L���D�W�����v�Q�W�R�F�P�L�Q�G���I�L���D���G�H���D�V�L�V�W�H�Q�
�D���O�D���R�U�D�����v�Q���F�D�U�H���Y�R�U���I�L���H�Y�L�G�H�Q�
�L�D�W�H���D�W�k�W���S�X�Q�F�W�H�O�H���W�D�U�L���F�k�W��

���L���F�H�O�H���V�O�D�E�H���D�O�H���G�H�V�I�����X�U���U�L�L���R�U�H�O�R�U���D�F�H�V�W�X�L�D���� 

 

�x �2�G�D�W�����L�G�H�Q�W�L�I�L�F�D�W�H���S�X�Q�F�W�H�O�H���V�O�D�E�H�����S�U�R�I�H�V�R�U�X�O���v���L���Y�D���H�O�D�E�R�U�D���X�Q���S�O�D�Q���S�U�R�S�U�L�X���G�H��

�v�P�E�X�Q���W���
�L�U�H���D���D�F�W�L�Y�L�W���
�L�L�����F�X���V�S�U�L�M�L�Q�X�O���P�H�Q�W�R�U�X�O�X�L���V�D�X�����S�H���F�D�U�H���v�O���Y�D���U�H�D�O�L�]�D���O�D��un termen 

stabilit de comun acord. 

 

�x �3�U�R�I�H�V�R�U�X�O���G�H�E�X�W�D�Q�W���H�V�W�H���L�Q�Y�L�W�D�W���G�H���P�D�L���P�X�O�W�H���R�U�L���S�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L�����F�R�O�D�U���V�����S�D�U�W�L�F�L�S�H��

�O�D���R�U�H�O�H���G�H�V�I�����X�U�D�W�H���G�H���F�R�O�H�J�L���F�X���P�D�L���P�X�O�W�D���H�[�S�H�U�L�H�Q�
�������L���Y�D���I�L���D�V�L�V�W�D�W���G�H���D�F�H���W�L�D���R�U�L���G�H��

�F�k�W�H���R�U�L���V�R�O�L�F�L�W�����D�F�H�V�W���O�X�F�U�X�����v�Q���F�D�G�U�X�O �X�Q�R�U���L�Q�W�H�U�D�V�L�V�W�H�Q�
�H�� 

 

 

8.2. Obiective 

 

�$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����D�U�H���v�Q���Y�H�G�H�U�H���X�U�P���W�R�D�U�H�O�H���R�E�L�H�F�W�L�Y�H���� 

- �'�H�]�Y�R�O�W�D�U�H�D���F�D�S�D�F�L�W��� �L�O�R�U���G�H���S�U�H�G�D�U�H���D���F�X�Q�R�ú�W�L�Q� �H�O�R�U���ú�L���G�H���I�R�U�P�D�U�H���D���G�H�S�U�L�Q�G�H�U�L�O�R�U 

- �2�S�W�L�P�L�]�D�U�H�D���S�U�R�F�H�V�X�O�X�L���G�H���L�Q�V�H�U� �L�H���D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���G�H�E�X�W�D�Q�W�H 

- �&�R�Q�ú�W�L�H�Q�W�L�]�D�U�H�D���L�P�S�R�U�W�D�Q�W�H�L���D�F�H�V�W�X�L���S�U�R�F�H�V�����D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U���F�H���V�X�Q�W���D�V�X�P�D�W�H���L�Q��

derularea acestuia 

 

8.3. Monitorizarea 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����ú�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X��

�H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L�����S�H�Q�W�U�X���D���V�H���Getermina gradul de realizare a obiectivelor 

�V�W�D�E�L�O�L�W�H���ú�L���J���V�L�U�H�D���X�Q�R�U���P�R�G�D�O�L�W��� �L���G�H���v�P�E�X�Q���W��� �L�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H�� 

 comunicarea prevederilor prezentei proceduri, 

 de prelucrarea datelor colectate;  

 comuni�F�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �U�H�O�H�Y�D�Q�W�H�� �&�R�Q�V�L�O�L�X�O�X�L�� �G�H�� �$�G�P�L�Q�L�V�W�U�D� �L�H�� �ú�L�� �&�R�Q�V�L�O�L�X�O�X�L��

Profesoral; 

 determina gradul de realizare a obiectivelor; 

 gasirea unor modalitati de imbunatatire a activitatilor. 

 

�'�L�U�H�F�W�R�U�L�L�� ���P�D�Q�D�J�H�U�L�L���� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$�&. sunt responsabili pentru 

�L�P�S�O�H�P�H�Q�W�D�U�H�D���V�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

 

�&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�����D���S�U�R�F�H�G�X�U�L�L. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  

Alte 
loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q�� �L�Q�V�W�L�W�X�L�U�H�D�� �X�Q�H�L�� �S�U�R�F�H�G�X�U�L�� �F�D�U�H�� �H�V�W�H�� �X�W�L�O�L�]�D�W���� �S�H�Q�W�U�X�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L�� �S�U�R�F�H�V�X�O�X�L��

�G�L�G�D�F�W�L�F���S�U�L�Q���W�U�D�Q�V�I�R�U�P�D�U�H�D���D�F�H�V�W�X�L�D���v�Q���S�U�R�F�H�V���L�Q�V�W�U�X�F�W�L�Y��- �I�R�U�P�D�W�L�Y�����X�U�P���U�L�U�H�D���X�Q�R�U���S�R�O�L�W�L�F�L��

�ú�F�R�Oare de tip integrat.  

 �3�U�R�F�H�G�X�U�D�� �G�H�V�F�U�L�H�� �P�R�G�D�O�L�W��� �L�O�H�� �G�H�� �R�E�V�H�U�Y�D�U�H�� �D�� �S�U�R�F�H�V�X�O�X�L�� �G�L�G�D�F�W�L�F�� �G�H�V�I���ú�X�U�D�W�� �v�Q��

�W�L�P�S�X�O���R�U�H�O�R�U���ú�L���F�U�L�W�H�U�L�L�O�H���G�H���R�E�V�H�U�Y�D�U�H���F�H���V�H���D�S�O�L�F���� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �F�H�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W��� �L�� �G�H�� �S�U�H�G�D�U�H��-

�v�Q�Y��� �D�U�H���� 

- �/�D�� �G�L�V�F�L�S�O�L�Q�H�O�H�� �X�Q�G�H�� �D�F�H�V�W�� �O�X�F�U�X�� �H�V�W�H�� �S�R�V�L�E�L�O���� �V�H�� �Y�D�� �P�R�Q�L�W�R�U�L�]�D�� �ú�L�� �P�R�G�X�O�� �v�Q��care 

personalul didactic auxiliar s-�D���L�P�S�O�L�F�D�W���v�Q���S�U�H�J���W�L�U�H�D���D�F�W�L�Y�L�W��� �L�L�� 

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii scolare;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

3. Comisia de �(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice.  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H���v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant;  

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

 �3�U�L�Q���R�E�V�H�U�Y�D�U�H�D���S�U�R�F�H�V�X�O�X�L���G�H���S�U�H�G�D�U�H�����v�Q�Y��� �D�U�H���G�H�V�I���ú�X�U�D�W�D���v�Q���W�L�P�S�X�O���D�F�W�L�Y�L�W��� �L�L���V�H��

�Y�D���X�U�P���U�L�� 

- �P�R�G�X�O���v�Q���F�D�U�H���F�D�G�U�X�O���G�L�G�D�F�W�L�F���D���S�U�H�J���W�L�W���G�H�V�I���ú�X�U�D�U�H�D���D�F�W�L�Y�L�W��� �L�L�� 

- �V�W�D�E�L�O�L�U�H�D�� �S�X�Q�F�W�H�O�R�U�� �W�D�U�L�� �V�L�� �D�� �S�X�Q�F�W�H�O�R�U�� �V�O�D�E�H�� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �F�D�G�U�X�O�X�L�� �G�L�G�D�F�W�L�F�� �v�Q��

�I�X�Q�F� �L�H���G�H���D�E�R�U�G�D�U�H�D���V�W�U�D�W�H�J�L�L�O�R�U���G�H���S�U�H�G�D�U�H���F�D�U�H���D�X���F�R�U�H�V�S�X�Q�V���V�D�X���Q�X��stilurilor individuale de 

�S�U�H�G�D�U�H���ú�L���D���P�R�G�X�O�X�L���v�Q���F�D�U�H���D�X���I�R�V�W���D�W�L�Q�V�H���R�E�L�H�F�W�L�Y�H�O�H���D�F�W�L�Y�L�W��� �L�L�� 

- �v�Q�W�R�F�P�L�U�H�D���S�O�D�Q�X�O�X�L���G�H���D�F� �L�X�Q�H���S�H�Q�W�U�X���v�P�E�X�Q���W��� �L�U�H�D���D�V�S�H�F�W�H�O�R�U���G�H�I�L�F�L�W�D�U�H�����D�V�W�I�H�O��

�v�Q�F�k�W���F�D�G�U�X�O���G�L�G�D�F�W�L�F���V�D���G�H�Y�L�Q�����R�U�J�D�Q�L�]�D�W�R�U�X�O���V�L���I�D�F�L�O�L�W�D�W�R�U�X�O���S�U�R�F�H�V�X�O�X�L���G�H���v�Q�Y��� �D�U�H�����U�H�Q�X�Q� �k�Q�G���O�D��

�U�R�O�X�O���G�H���V�L�P�S�O�X���W�U�D�Q�V�P�L� ���W�R�U���G�H���L�Q�I�R�U�P�D� �L�L�� 

 

�3�U�R�F�H�G�X�U�D���G�H���R�E�V�H�U�Y�D�U�H���V�H���Y�D���G�H�V�I���ú�X�U�D���D�V�W�I�H�O�� 

-�O�D���Q�L�Y�H�O�X�O���I�L�H�F���U�H�L���F�D�W�H�G�U�H���V�H���Y�D���V�W�D�E�L�O�L���V�H�P�H�V�W�U�L�D�O���X�Q���J�U�D�I�L�F���R�U�L�H�Q�W�D�W�L�Y���G�H���D�V�L�V�W�H�Q� �����S�H�Q�W�U�X��

activitatea de predare, fiecare cadru didactic �I�L�L�Q�G���R�E�V�H�U�Y�D�W���G�H���F�H�O���S�X� �L�Q�������R�U�L���� 

-�v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�L���G�H���F�D�W�H�G�U�������F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���Y�R�U���I�L���L�Q�I�R�U�P�D�W�H���D�V�X�S�U�D���F�R�Q� �L�Q�X�W�X�O�X�L���I�L�ú�H�L��

�G�H���R�E�V�H�U�Y�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�� 

-�R�E�V�H�U�Y�D�W�R�U�X�O�� �V�W�D�E�L�O�H�ú�W�H�� �G�H�� �F�R�P�X�Q�� �D�F�R�U�G�� �F�X�� �F�D�G�U�X�O�� �G�L�G�D�F�W�L�F�� �G�D�W�D�� �I�L�Q�D�O�D�� �D�� �R�E�V�H�U�Y���U�L�L�� �ú�L��

�W�L�S�X�O���O�H�F� �Lei observate; 

-�G�X�S�����R�E�V�H�U�Y�D�U�H�D���O�H�F� �L�H�L���V�H���F�R�P�S�O�H�W�H�D�]�����I�R�U�P�X�O�D�U�X�O���)����- �)�2�/���V�L���V�H���R�I�H�U�����I�H�H�G-back-ul 

cadrului didactic asistat; 

-�G�X�S���� �I�L�Q�D�O�L�]�D�U�H�D�� �R�E�V�H�U�Y�D� �L�H�L�� �R�E�V�H�U�Y�D�W�R�U�X�O�� �Y�D�� �D�S�U�H�F�L�D�� �D�F�W�L�Y�L�W�D�W�H�D�� �S�U�L�Q�� �D�F�R�U�G�D�U�H�D�� �X�Q�H�L��

�Q�R�W�H�����F�R�Q�I�R�U�P���I�L�ú�H�L���G�H���R�E�V�H�U�Y�D�U�H�������Q�R�W�D������- �S�H�Q�W�U�X���F�D�G�U�X�O���G�L�G�D�F�W�L�F���G�H�V�I���ú�R�D�U�����R���D�F�W�L�Y�L�W�D�W�H���F�D�U�H��

�G�H�S���ú�H�ú�W�H���F�X���P�X�O�W���Q�L�Y�H�O�X�O���D�ú�W�H�S�W�D�W�����Q�H�I�L�L�Q�G���Q�H�F�H�V�D�U�H���v�P�E�X�Q���W��� �L�U�L�����Q�R�W�D������- pentru cadrul didactic 

�D���F���U�X�L���D�F�W�L�Y�L�W�D�W�H���v�Q�G�H�S�O�L�Q�H�ú�W�H���F�H�U�L�Q� �H�O�H�����G�D�U���F�D�U�H���L�Q�U�H�J�L�V�W�U�H�D�]�D���V�L���S�X�Q�F�W�H���V�O�D�E�H�����Q�R�W�D������- pentru 

cadrul �G�L�G�D�F�W�L�F���F�D�U�H���Q�X���V�H���S�U�H�R�F�X�S�����G�H���R�E� �L�Q�H�U�H�D���X�Q�X�L���U�H�]�X�O�W�D�W���D�O���v�Q�Y��� ���U�L�L�����Q�X���L�P�S�O�L�F�����H�O�H�Y�L�L���ú�L��

�Y�R�U�E�H�ú�W�H���V�L�Q�J�X�U���W�R�D�W�D���R�U�D���� 

-�F�D�G�U�X�O�� �G�L�G�D�F�W�L�F�� �F�X�� �V�S�U�L�M�L�Q�X�O�� �R�E�V�H�U�Y�D�W�R�U�X�O�X�L�� �V�W�D�E�L�O�H�ú�W�H�� �S�O�D�Q�X�O�� �G�H�� �D�F� �L�X�Q�H�� �S�H�Q�W�U�X��

�v�P�E�X�Q���W��� �L�U�H�D���D�F�W�L�Y�L�W��� �L�L���ú�L���G�D�W�D���O�D���F�D�U�H���D�F� �L�X�Q�H�D���S�R�D�W�H���I�L���I�L�Q�D�O�L�]�D�W���� 
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�2�E�L�H�F�W�L�Y�H�O�H���V�W�D�E�L�O�L�W�H���S�U�L�Q���S�O�D�Q�X�O���G�H���D�F� �L�X�Q�H���Y�R�U���I�L���X�U�P���U�L�W�H���S�H���X�Q���L�Q�W�H�U�Y�D�O���G�H���F�H�O���S�X� �L�Q������

�V���S�W���P�k�Q�L���v�Q���Y�H�G�H�U�H�D���V�W�D�E�L�O�L�U�L�L���S�U�R�J�U�H�V�X�O�X�L���v�Q�U�H�J�L�V�W�U�D�W���G�H���F�D�G�U�X�O���G�L�G�D�F�W�L�F���v�Q���D�F�W�L�Y�L�W�D�W�H�����I�L�Q�D�O�L�]�D�W��

eventual printr-�R���Q�R�X�����R�E�V�H�U�Y�D�U�H�����R�E�O�L�J�D�W�R�U�L�X���G�D�F�����V�H���R�E� �L�Q�H���Q�R�W�D������ 

 

�$�Q�X�D�O�����O�D���Q�L�Y�H�O�X�O���F�D�W�H�G�U�H�L���ú�L���D�S�R�L���O�D���Q�L�Y�H�O�X�O���X�Q�L�W��� �L�L���V�H���Y�D���U�H�D�O�L�]�D���R���D�Q�D�O�L�]�����D���I�L�V�H�O�R�U���G�H��

�R�E�V�H�U�Y�D�U�H���F�D�U�H���Y�D���V�F�R�D�W�H���v�Q���H�Y�L�G�H�Q� �����S�X�Q�F�W�H�O�H���W�D�U�L���ú�L���V�O�D�E�H���D�O�H���X�Q�L�W�D�W�L�L���O�H�J�D�W�H���G�H���S�U�L�Q�F�L�S�L�X�O�������D�O��

�F�D�O�L�W��� �L�L�� 

 

Pe baza acestei analize se va s�W�D�E�L�O�L�� �X�Q�� �S�O�D�Q�� �G�H�� �v�P�E�X�Q���W��� �L�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �S�H�Q�W�U�X�� �D�Q�X�O��

�ú�F�R�O�D�U���X�U�P���W�R�U�� 

 

�6�H���Y�H�U�L�I�L�F�����P�D�S�D���S�U�R�I�H�V�R�U�X�O�X�L���X�U�P���U�L�Q�G�X-se: 

�3�U�R�L�H�F�W�D�U�H�D���G�L�G�D�F�W�L�F���� 

�x �3�O�D�Q�L�I�L�F���U�L�O�H���F�D�O�H�Q�G�D�U�L�V�W�L�F�H���O�D���W�R�D�W�H���G�L�V�F�L�S�O�L�Q�H�O�H���S�U�H�G�D�W�H�� 

�x �&�X�U�L�F�X�O�X�P�X�U�L�O�H���ú�F�R�O�D�U�H���v�Q���Y�L�J�R�D�U�H�����S�H�Q�W�U�X���G�L�V�F�L�S�O�L�Q�H�O�H��predate: 

 

�(�Y�D�O�X�D�U�H�D���ú�L���Q�R�W�D�U�H�D���H�O�H�Y�L�O�R�U�� 

�x �7�H�V�W�H���G�H���H�Y�D�O�X�D�U�H���L�Q�L� �L�D�O�������F�X�U�H�Q�W�����ú�L���V�X�P�D�W�L�Y�����F�X���J�U�L�O�O�H���G�H���Q�R�W�D�U�H�� 

�x Subiectele la tezele semestriale; 

�x �)�L�ú�H���G�H���O�X�F�U�X�� 

�x �$�Q�D�O�L�]�H���ú�L���U�D�S�R�D�U�W�H���V�W�D�W�L�V�W�L�F�H���ú�L���F�R�P�S�D�U�D�W�L�Y�H�� 

 

Documente de interes: 

�x Categorii de elevi cu nevoi �H�G�X�F�D�W�L�Y�H���V�S�H�F�L�D�O���L�G�H�Q�W�L�I�L�F�D�W�H���v�Q���ú�F�R�D�O���� 

�x �&�K�H�V�W�L�R�Q�D�U�X�O�� �U�H�I�H�U�L�W�R�U�� �O�D�� �V�W�L�O�X�U�L�O�H�� �G�H�� �v�Q�Y��� �D�U�H�� �D�O�H�� �H�O�H�Y�L�O�R�U���� �D�Q�D�O�L�]�D�� �ú�L�� �O�L�V�W�D�� �F�X��

rezultate; 

�x �$�Q�D�O�L�]�D���W�H�V�W�H�O�R�U���L�Q�L� �L�D�O�H���ú�L���V�X�P�P�D�W�L�Y�H���F�X���F�R�Q�F�O�X�]�L�L���ú�L���P���V�X�U�L���G�H���v�P�E�X�Q���W��� �L�U�H�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

C.E.A.C.  responsabila �G�H���D�F�H�D�V�W�����S�U�R�F�H�G�X�U���� 

�������� �U���V�S�X�Q�G�H�� �G�H�� �E�X�Q�D�� �G�H�V�I���ú�X�U�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �G�H�� �D�V�L�V�W�H�Q� ���� �ú�L�� �R�E�V�H�U�Y�D�U�H�� �D�� �S�U�H�G���U�L�L-

�v�Q�Y��� ���U�L�L���� �X�U�P���U�L�Q�G�� �U�H�V�S�H�F�W�D�U�H�D�� �*�U�D�I�L�F�X�O�X�L�� �G�H�� �0�R�Q�L�W�R�U�L�]�D�U�H�� �ú�L�� �&�R�Q�W�U�R�O���� �X�U�P���U�L�Q�G�� �F�D�� �W�R�D�W�H��

�S�H�U�V�R�D�Q�H�O�H�� �F�D�U�H�� �U�H�S�U�H�]�L�Q�W���� �R�E�L�H�F�W�X�O�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�H�� �V���� �U�H�V�S�H�F�W�H�� �W�H�U�P�H�Q�H�O�H�� �G�H�� �U�D�S�Rrtare, 

�F�H�Q�W�U�D�O�L�]�D�U�H�����v�P�E�X�Q���W��� �L�U�H���� 

 

Consilierul educative �± �H�V�W�H���U�H�V�S�R�Q�V�D�E�L�O�����G�H���U�H�D�O�L�]�D�U�H�D���D�V�L�V�W�H�Q� �H�O�R�U���O�D���R�U�H�O�H���G�H���G�L�U�L�J�H�Q� �L�H��

�ú�L���G�H���F�R�P�S�O�H�W�D�U�H�D���ú�L���G�H�S�X�Q�H�U�H�D���O�D���U�H�V�S�R�Q�V�D�E�L�O�X�O���G�H���S�U�R�F�H�G�X�U�����D���I�L�ú�H�O�R�U���G�H���R�E�V�H�U�Y�D�U�H���D���O�H�F� �L�L�O�R�U�� 

 

Directorii sunt responsbili d�H���U�H�D�O�L�]�D�U�H�D���D�V�L�V�W�H�Q� �H�O�R�U���O�D���R�U�H�� 

 

Cadrele didactice �Y�R�U���G�H� �L�Q�H���ú�L���Y�R�U���S�U�H�]�H�Q�W�D���F�X���R�F�D�]�L�D���D�V�L�V�W�H�Q� �H�L���G�R�F�X�P�H�Q�W�H�O�H��

�S�U�H�Y���]�X�W�H���v�Q���P�D�S�D���S�U�R�I�H�V�R�U�X�O�X�L�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Fisa de observare a lectiei        

2 Formular de monitorizare 

�D���S�U�R�I�H�V�R�U�L�O�R�U���D�V�L�V�W�D� �L 

       

3 Formular cu descriptorii 

calificativelor 
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 Anexa 1 

�	���g�$���������������������������������������t������������������������������������������������������������������������������������   
���‘�•�ˆ�‘�”�•�����������������w�w�v�y���t�r�s�s���è�‹�����ƒ�•�—�ƒ�Ž�—�Ž�—�‹���†�‡���…�ƒ�Ž�‹�–�ƒ�–�‡���t�r�r�z�������������� 

Cadru didactic   
Observator 
�����	�—�•�…�ì�‹�ƒ 

 

���‹�•�…�‹�’�Ž�‹�•�£���•�‘�†�—�Ž��  
Nivel 
�����Ž�ƒ�•�£ 

 

���‡�…�ì�‹�ƒ  
Tipul 
�Ž�‡�…�ì�‹�‡�‹ 

 

Locul 
�†�‡�•�ˆ�£�è�—�”�£�”�‹�‹�� 

 Data  
 

Nr. total elevi  
Din care 
�ƒ�„�•�‡�•�ì�‹ 

 

 
A .  �����������������������������������$�i������������������������������������������  

 

���s�ä�����Ž�ƒ�•�‹�ˆ�‹�…�ƒ�”�‡�ƒ���è�‹���’�”�‘�‹�‡�…�–�ƒ�”�‡�ƒ���ƒ�…�–�‹�˜�‹�–�£�ì�‹�‹�ã���‡�š�‹�•�–�‡�•�ì�ƒ���’�Ž�ƒ�•�‹�ˆ�‹�…�£�”�‹�‹�á���ˆ�‘�”�•�—�Ž�ƒ�”�‡�ƒ���”�‹�‰�—�”�‘�ƒ�•�£���ƒ���ƒ�…�–�‹�˜�‹�–�£�ì�‹�‹���†�‡���Á�•�˜�£�ì�ƒ�”�‡�á���‡�š�‹�•�–�‡�•�ì�ƒ��
�’�”�‘�‹�‡�…�–�—�Ž�—�‹���’�Ž�ƒ�•�—�Ž�—�‹���†�‡���Ž�‡�…�ì�‹�‡�����‡�Ž�‡�•�‡�•�–�‡���†�‡���…�”�‡�ƒ�–�‹�˜�‹�–�ƒ�–�‡���†�‡���–�”�ƒ�–�ƒ�”�‡���†�‹�ˆ�‡�”�‡�•�ì�‹�ƒ�–�£���ƒ���‡�Ž�‡�˜�‹�Ž�‘�”�á���’�”�‘�’�—�•�‡�”�‡�ƒ���†�‡���ƒ�…�–�‹�˜�‹�–�£�ì�‹��
�’�ƒ�”�–�‹�…�‹�’�ƒ�–�‹�˜�‡���…�‡�•�–�”�ƒ�–�‡���’�‡���‡�Ž�‡�˜�����ƒ�Ž�–�‡���•�ƒ�–�‡�”�‹�ƒ�Ž�‡���’�”�‡�‰�£�–�‹�–�‡���†�‡���…�ƒ�†�”�‡�Ž�‡���†�‹�†�ƒ�…�–�‹�…�‡���’�‡�•�–�”�—���Ž�‡�…�ì�‹�‡�á���’�‘�”�–�‘�ˆ�‘�Ž�‹�—�Ž���…�ƒ�†�”�‡�Ž�‘�”���†�‹�†�ƒ�…�–�‹�…�‡�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å
�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�� 
 

CLF. 

���t�ä�����‡�•�ˆ�£�è�—�”�ƒ�”�‡�ƒ���ƒ�…�–�‹�˜�‹�–�£�ì�‹�‹���†�‹�†�ƒ�…�–�‹�…�‡  

���t�ä�s�����‘�•�…�‘�”�†�ƒ�•�ì�ƒ���ƒ�…�–�‹�˜�‹�–�£�ì�‹�Ž�‘�”���”�‡�ƒ�Ž�‹�œ�ƒ�–�‡���…�—���’�Ž�ƒ�•�‹�ˆ�‹�…�ƒ�”�‡�ƒ���’�”�‘�‹�‡�…�–�ƒ�”�‡�ƒ���†�‹�†�ƒ�…�–�‹�…�£���’�”�‘�’�—�•�£�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

CLF. 

���t�ä�t���—�•�‘�ƒ�è�–�‡�”�‡�ƒ�� �†�‡�� �…�£�–�”�‡�� �…�ƒ�†�”�‡�� �†�‹�†�ƒ�…�–�‹�…�‡�� �� �ƒ�� �…�‘�•�ì�‹�•�—�–�—�”�‹�Ž�‘�”�� �è�‹�� �”�‹�‰�‘�ƒ�”�‡�ƒ�� �è�–�‹�‹�•�ì�‹�ˆ�‹�…�£�� �ƒ�� �ƒ�…�‡�•�–�‘�”�ƒ�á�� �‘�”�‰�ƒ�•�‹�œ�ƒ�”�‡�ƒ�� ����
�•�‹�•�–�‡�•�ƒ�–�‹�œ�ƒ�”�‡�ƒ���‹�•�ˆ�‘�”�•�ƒ�ì�‹�‹�Ž�‘�”�á���…�Ž�ƒ�”�‹�–�ƒ�–�‡�ƒ���‡�š�’�Ž�‹�…�ƒ�ì�‹�‹�Ž�‘�”�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

CLF. 

���t�ä�u�����ƒ�–�‡�”�‹�ƒ�Ž�‹�œ�ƒ�”�‡�ƒ���•�–�”�ƒ�–�‡�‰�‹�‡�‹���†�‹�†�ƒ�…�–�‹�…�‡�ã���•�‡�–�‘�†�‡���è�‹���’�”�‘�…�‡�†�‡�‡���•�‘�†�‡�”�•�‡���–�”�ƒ�†�‹�ì�‹�‘�•�ƒ�Ž�‡�á���ƒ�…�–�‹�˜�‹�–�£�ì�‹���†�‡���Á�•�˜�£�ì�ƒ�”�‡���ƒ�…�–�‹�˜-participative 
�…�‡�•�–�”�ƒ�–�‡���’�‡���‡�Ž�‡�˜�á���ˆ�‘�”�•�‡���†�‡���‘�”�‰�ƒ�•�‹�œ�ƒ�”�‡���ƒ���ƒ�…�–�‹�˜�‹�–�£�ì�‹�Ž�‘�”���‡�Ž�‡�˜�‹�Ž�‘�”���� �ˆ�”�‘�•�–�ƒ�Ž�£�������’�‡���‰�”�—�’�‡�á���—�–�‹�Ž�‹�œ�ƒ�”�‡�ƒ���•�‹�Œ�Ž�‘�ƒ�…�‡�Ž�‘�”���†�‡���Á�•�˜�£�ì�ƒ�”�‡�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

CLF. 

���t�ä�v�����‡�•�’�‡�…�–�ƒ�”�‡�ƒ���’�ƒ�”�–�‹�…�—�Ž�ƒ�”�‹�–�£�ì�‹�Ž�‘�”���…�Ž�ƒ�•�‡�‹���†�‡���‡�Ž�‡�˜�‹ �ã���”�‹�–�•���†�‡���Ž�—�…�”�—�á���ƒ�…�…�‡�•�‹�„�‹�Ž�‹�œ�ƒ�”�‡�ƒ���…�‘�•�ì�‹�•�—�–�—�”�‹�Ž�‘�”�á���†�‹�ˆ�‡�”�‡�•�ì�‹�‡�”�‡�ƒ���•�ƒ�”�…�‹�•�‹�Ž�‘�”�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å 
 

CLF. 

���t�ä�w�����ƒ�•�ƒ�‰�‡�•�‡�•�–�—�Ž���…�Ž�ƒ�•�‡�‹�ã���•�–�‹�Ž���†�‡���…�‘�•�†�—�…�‡�”�‡�á���…�”�‡�ƒ�”�‡�ƒ���•�‘�–�‹�˜�ƒ�ì�‹�‡�‹���•�‡�…�‡�•�ƒ�”�‡�á���Á�•�…�—�”�ƒ�Œ�ƒ�”�‡�ƒ���‡�Ž�‡�˜�‹�Ž�‘�”�á���•�–�‹�•�—�Ž�ƒ�”�‡�ƒ interesului pentru 
�•�–�—�†�‹�—�á���†�‘�œ�ƒ�”�‡�ƒ���•�ƒ�”�…�‹�•�‹�Ž�‘�”�á���”�‡�Ž�ƒ�ì�‹�‘�•�ƒ�”�‡�ƒ���…�—���‡�Ž�‡�˜�‹�‹�á���‰�‡�•�–�‹�‘�•�ƒ�”�‡�ƒ���–�‹�•�’�—�Ž�—�‹�����–�‹�•�’���ƒ�…�–�‹�˜�‹�–�ƒ�–�‡���‡�Ž�‡�˜���–�‹�•�’���ƒ�…�–�‹�˜�‹�–�ƒ�–�‡���…�ƒ�†�”�—���†�‹�†�ƒ�…�–�‹�…). 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
OBSERVAREA PROCESULUI DE  

PREDARE - INVATARE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
29 

Cod: P.O. 29 
Pagina     din  19 
Exemplar nr.:  

 

 98 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å
�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

CLF. 

A2.6 ���˜�ƒ�Ž�—�ƒ�”�‡�ƒ�� �‡�Ž�‡� �̃‹�Ž�‘�”�ã���‡�š�‹�•�–�‡�•�ì�ƒ���…�ƒ�‹�‡�–�—�Ž�—�‹���†�‡���‡�˜�ƒ�Ž�—�ƒ�”�‡�� �…�‘�•�’�Ž�‡�–�ƒ�–�� �Ž�ƒ�� �œ�‹�á�� �”�‡�•�’�‡�…�–�ƒ�”�‡�ƒ�� �’�Ž�ƒ�•�—�Ž�—�‹���†�‡���‡� �̃ƒ�Ž�—�ƒ�”�‡������ �”�‹�–�•�‹�…�‹�–�ƒ�–�‡�ƒ�� �•�‘�–�£�”�‹�‹�á��
�—�–�‹�Ž�‹�œ�ƒ�”�‡�ƒ���‹�•�•�–�”�—�•�‡�•�–�‡�Ž�‘�”���ƒ�Ž�–�‡�”�•�ƒ�–�‹� �̃‡���†�‡���‡� �̃ƒ�Ž�—�ƒ�”�‡�����’�”�‘�‹�‡�…�–�á���’�‘�”�–�‘�ˆ�‘�Ž�‹�—�á���”�‡�ˆ�‡�”�ƒ�–�á���‹�•�–�‡�”�˜�‹�—�á���‘�„�•�‡�”� �̃ƒ�ì�‹�‡���•�‹�•�–�‡�•�ƒ�–�‹�…�£�������ƒ�…�–�‹�˜�‹�–�£�ìi practice) 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å 
 

CLF. 

���t�ä�y���‡�•�ƒ���’�‡�•�–�”�—���ƒ�…�ƒ�•�£�ã�•�‘�†�—�Ž���†�‡��� �̃ƒ�Ž�‘�”�‹�ˆ�‹�…�ƒ�”�‡�á���ƒ�’�Ž�‹�…�ƒ�”�‡���…�‘�•�•�‡�…� �̃‡�•�–�£�á���˜�‘�Ž�—�•�á���‹�•�†�‹�˜�‹�†�—�ƒ�Ž�‹�œ�ƒ�”�‡�á���•�ƒ�•�…�ì�‹�‘�•�ƒ�”�‡�ƒ���•�‡�‡�ˆ�‡�…�–�—�£�”�‹�‹���–�‡�•�‡�‹ 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å 
 

CLF. 

 
 

B .  �����������������������������������$�i����������������������  
���s�ä�����–�‹�–�—�†�‹�•�‡�ƒ���‡�Ž�‡�˜�‹�Ž�‘�”���ˆ�ƒ�ì�£���†�‡���Á�•�˜�£�ì�ƒ�”�‡�ã���ƒ�–�‹�–�—�†�‹�•�‡�ƒ���è�‹���”�‡�•�’�‘�•�•�ƒ�„�‹�Ž�‹�–�ƒ�–�‡�ƒ���‡�Ž�‡�˜�‹�Ž�‘�”���ˆ�ƒ�ì�£���†�‡���”�‡�œ�‘�Ž�˜�ƒ�”�‡�ƒ���•�ƒ�”�…�‹�•�‹�Ž�‘�”���†�‡���Ž�—�…�”�—���è�‹���ƒ��
�–�‡�•�‡�‹���’�‡�•�–�”�—���ƒ�…�ƒ�•�£�á���”�‡�Ž�ƒ�ì�‹�‘�•�ƒ�”�‡�ƒ���è�‹���…�‘�Ž�ƒ�„�‘�”�ƒ�”�‡�ƒ���…�—���’�”�‘�ˆ�‡�•�‘�”�‹�‹���è�‹���…�‘�Ž�‡�‰�‹�‹���Á�•���’�”�‘�…�‡�•�—�Ž���†�‡���Á�•�˜�£�ì�ƒ�”�‡�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�ä 
 

CLF. 

���t�ä�����‘�„�Ÿ�•�†�‹�”�‡�ƒ���…�‘�•�’�‡�–�‡�•�ì�‡�Ž�‘�”���†�‡���…�£�–�”�‡���‡�Ž�‡�˜�‹�ã co�•�’�‡�–�‡�•�ì�‡�Ž�‡���†�‘�„�Ÿ�•�†�‹�–�‡���è�‹���•�‹�˜�‡�Ž�—�Ž���ƒ�…�‡�•�–�‘�”�ƒ���� �…�—�•�‘�è�–�‹�•�ì�‡�á���ƒ�„�‹�Ž�‹�–�£�ì�‹�á���†�‡�’�”�‹�•�†�‡�”�‹��
�è�‹���ƒ�–�‹�–�—�†�‹�•�‹���� �’�”�‘�‰�”�‡�•�—�Ž���Á�•�”�‡�‰�‹�•�–�”�ƒ�–���†�‡���‡�Ž�‡�˜�‹�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

CLF. 

C. �������������������������i����������  
C1. ���‡�•�…�”�‹�‡�”�‡�ƒ���Ž�‘�…�ƒ�ì�‹�‡�‹�ã���†�‹�•�’�—�•�‡�”�‡���•�‘�„�‹�Ž�‹�‡�”�á���‡�”�‰�‘�•�‘�•�‹�‡�����–�‡�•�’�‡�”�ƒ�–�—�”�£���‘�’�–�‹�•�£�á���‹�Ž�—�•�‹�•�ƒ�”�‡���•�ƒ�–�—�”�ƒ�Ž�£���ƒ�”�–�‹�ˆ�‹�…�‹�ƒ�Ž�£���…�‘�”�‡�•�’�—�•�œ�£�–�‘�ƒ�”�‡�á��
�ƒ�‡�”�‹�•�‹�”�‡�ƒ���•�£�Ž�‹�‹�á���•�–�ƒ�”�‡�ƒ���†�‡���‹�‰�‹�‡�•�£���…�—�”�£�ì�‡�•�‹�‡���ƒ���…�Ž�ƒ�•�‡�‹�á���…�‘�Ž�‡�…�–�ƒ�”�‡�ƒ���•�‡�Ž�‡�…�–�‹�˜�£���ƒ���†�‡�è�‡�—�”�‹�Ž�‘�”�á���ƒ�–�•�‘�•�ˆ�‡�”�ƒ���‰�‡�•�‡�”�ƒ�Ž�£���ƒ���…�Ž�ƒ�•�‡�‹�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�ä 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�ä�å�å�å�å
�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å�å�å
�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä 
 

CLF. 

���t�ä���i�‹�•�—�–�ƒ���‡�Ž�‡�˜�‹�Ž�‘�”�ã���’�—�”�–�ƒ�”�‡���‡�…�—�•�‘�•���—�•�‹�ˆ�‘�”�•�£���‡�…�Š�‹�’�ƒ�•�‡�•�–���†�‡���Ž�—�…�”�—���’�”�‘�–�‡�…�ì�‹�‡ 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å
�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å 
 

CLF. 

C3 Dotarea �•�’�ƒ�ì�‹�—�Ž�—�‹���†�‡���Á�•�˜�£�ì�£�•�Ÿ�•�–: echipamente, resurse materiale, IT&C, audio-video, auxiliare curriculare, dispunerea 
�•�ƒ�–�‡�”�‹�ƒ�Ž�‡�Ž�‘�”�á���‡�š�’�—�•�‡�”�‡�ƒ���Ž�—�…�”�£�”�‹�Ž�‘�”���‡�Ž�‡�˜�‹�Ž�‘�”�ä 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�ä 
CLF. 
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�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�ä�å�å�å�å
�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å 
 

 

                 ���������������������i���������������–�ƒ�„�‹�Ž�‹�–���’�‡���„�ƒ�œ�ƒ���ƒ�•�’�‡�…�–�‡�Ž�‘�”���…�‡���–�”�‡�„�—�‹�‡���Á�•�„�—�•�£�–�£�ì�‹�–�‡�� Termen 

�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�ä�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å
�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å�å 
 

 

 

N o t a / C a l i f i c a t i v   
5  4  3  2  1  

E x c e l e n t 
F o a r t e  

B i n e 
B i n e �� �ƒ �– �‹ �• �ˆ �£ �… �£ �– �‘ �” �� �‡ �• �ƒ �– �‹ �• �ˆ �£ �… �£ �– �‘ �” 

 

�� �‡ �• �• �£ �– �— �” �£ �� �… �ƒ �† �” �— �� �† �‹ �† �ƒ �… �– �‹ �… �� �‡ �• �• �£ �– �— �” �£ �� �‘ �„ �• �‡ �” �˜ �ƒ �– �‘ �” 
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Anexa nr.2 - �)�R�U�P�X�O�D�U���G�H���P�R�Q�L�W�R�U�L�]�D�U�H���D���S�U�R�I�H�V�R�U�L�O�R�U���D�V�L�V�W�D� �L 

 

Cadrul 
didactic 

Disciplina 
�S�U�H�G�D�W�� 

Cine 
�H�I�H�F�W�X�H�D�]����
�D�V�L�V�W�H�Q� �D 

Termen de 
realizare a 
�D�V�L�V�W�H�Q� �H�L 

Termen de 
depunere a 
�I�L�ú�H�O�R�U���G�H��
observare 

�6�H�P�Q���W�X�U�D��
responsabil 
�D�V�L�V�W�H�Q� �� 
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Anexa 3 - Formular cu descriptorii calificativelor  

  

Foarte bine Bine Slab 

�$�F�W�L�Y�L�W��� �L�O�H���V�X�Q�W���I�R�D�U�W�H���E�L�Q�H��
�S�U�H�J���W�L�W�H�����F�H�H�D���F�H���Q�X���v�P�S�L�H�G�L�F����
valorificarea unor ocazii 
neanticipate dar productive care 
�D�S�D�U���v�Q���W�L�P�S�X�O���O�H�F� �L�L�O�R�U�� 

�(�Q�W�X�]�L�D�V�P�X�O���ú�L��angajamentul 
�S�U�R�I�H�V�R�U�X�O�X�L���v�L���L�Q�V�S�L�U�����S�H���H�O�H�Y�L����
�F�D�U�H���U���V�S�X�Q�G���E�L�Q�H���O�D���S�U�R�Y�R�F���U�L�O�H��
care le sunt prezentate. 

�3�U�R�I�H�V�R�U�X�O���G�H�P�R�Q�V�W�U�H�D�]�����D�X�W�R�U�L�W�D�W�H��
�ú�L���R���E�X�Q�����F�X�Q�R�D�ú�W�H�U�H���D���G�L�V�F�L�S�O�L�Q�H�L���ú�L��
�D���D�U�L�H�L���R�F�X�S�D� �L�R�Q�D�O�H���G�H���F�D�U�H���V�X�Q�W��
responsabili. 

�Ì�Q���G�H�F�X�U�V�X�O���X�Q�H�L���D�Q�X�P�L�W�H���S�H�U�L�Rade 
�G�H���W�L�P�S���P�H�W�R�G�H�O�H���I�R�O�R�V�L�W�H���Y�D�U�L�D�]����
�ú�L���H�O�H�Y�L�L���X�W�L�O�L�]�H�]�����P�R�G�D�O�L�W��� �L���G�H��
lucru diferite. 

�(�Y�D�O�X�D�U�H�D���H�V�W�H���E�L�Q�H���R�U�J�D�Q�L�]�D�U���� 

�3�U�R�I�H�V�R�U�L�L���I�R�U�P�X�O�H�D�]�����F�R�P�H�Q�W�D�U�L�L��
�H�I�L�F�L�H�Q�W�H���v�Q���F�H�H�D���F�H���S�U�L�Y�H�ú�W�H��
�O�X�F�U���U�L�O�H���V�F�U�L�V�H���D�O�H���H�O�H�Y�L�O�R�U�����D�V�W�I�H�O��
�v�Q�F�k�W���D�F�H�ú�W�L�D���V�����S�R�D�W�����ú�W�L���F�k�W���G�H��
b�L�Q�H���v�Q�Y�D� �����ú�L���F�X�P���v�ú�L���S�R�W��
�v�P�E�X�Q���W��� �L�L���U�H�]�X�O�W�D�W�H�O�H�� 

�Ì�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L�L���G�H���S�U�H�G�D�U�H���V�H��
�S�U�R�P�R�Y�H�D�]�����P�H�W�R�G�H���D�F�W�L�Y�H-
�S�D�U�W�L�F�L�S�D�W�L�Y�H���ú�L���O�D���H�Y�D�O�X�D�U�H���V�X�Q�W��
�S�U�H�]�H�Q�W�H���ú�L���P�H�W�R�G�H���F�R�P�S�O�H�P�H�Q�W�D�U�H�� 

�&�R�Q� �L�Q�X�W�X�O���F�X�U�V�X�O�X�L���H�V�W�H���H�[�D�F�W����
�S�O�D�Q�L�I�L�F�D�W���ú�L���S�U�H�]�H�Q�W�D�W���v�Q���P�R�G��
�F�O�D�U���ú�L���H�I�L�F�Dce. 

Metodele de lucru sunt adecvate 
�V�D�U�F�L�Q�L�O�R�U���ú�L���O�H���v�Q�J���G�X�L�H���H�O�H�Y�L�O�R�U��
�V�����v�Q�U�H�J�L�V�W�U�H�]�H���X�Q���S�U�R�J�U�H�V�V��
�V�D�W�L�V�I���F���W�R�U�� 

�/�H�F� �L�L�O�H���D�X���R�E�L�H�F�W�L�Y�H���F�O�D�U�H���ú�L��
�H�O�H�Y�L�L���ú�W�L�X���F�H�H�D���F�H���I�D�F�� 

�3�U�R�I�H�V�R�U�L�L���D�M�X�W�����H�O�H�Y�L�L���V�����v�ú�L��
�S�O�D�Q�L�I�L�F�H���v�Q���P�R�G���H�I�I�L�F�L�H�Q�W��
timpul. 

�/�X�F�U���U�L�O�H���V�X�Q�W���Q�R�W�D�W�H �v�Q���P�R�G��
�U�H�J�X�O�D�W���ú�L���S�U�p�F�L�V���ú�L���F�R�P�H�Q�W�D�U�L�L�O�H��
�V�F�U�L�V�H���v�L���D�M�X�W�����S�H���H�O�H�Y�L���V����
�v�Q� �H�O�H�D�J�����X�Q�G�H���D�X���J�U�H�ú�L�W���ú���L�F�H��
�W�U�H�E�X�L�H���V�����I�D�F�����S�H�Q�W�U�X���D�F�H�V�W��
lucru. 

�(�O�H�Y�L�L���U���V�S�X�Q�G���S�R�]�L�W�L�Y���ú�L���F�X���V�F�R�S��
�v�Q���W�L�P�S�X�O���O�H�F� �L�L�O�R�U�����U���V�S�X�Q�G���O�D��
�v�Q�W�U�H�E���U�L���S�D�U�W�L�F�L�S�k�Q�G���O�D���G�L�V�F�X� �L�L�� 

�3�U�R�I�H�V�R�U�L�L���v�L���v�Q�F�X�U�D�M�H�D�]�����S�H���H�O�H�Y�L��
�V�����O�X�F�U�H�]�H���H�I�I�L�F�L�H�Q�W���S�H���F�R�Q�W��
�S�U�R�S�U�L�X�����G�D�U���D�Q�X�P�L� �L���H�O�H�Y�L��
depend prea mult de professor. 

�6�W���S�k�Q�L�U�H�D���G�H���F���W�U�H���S�U�R�I�H�V�V�R�U���D��
�G�L�V�F�L�S�O�L�Q�H�L���H�V�W�H���L�Q�D�G�H�F�Y�D�W����
pentru nivelul solicitat de 
�G�L�V�F�L�S�O�L�Q�D���U�H�V�S�H�F�W�L�Y���� 

�(�Y�D�O�X�D�U�H�D���ú�L���D�Q�D�O�L�]�D���V�X�Q�W��
inadecvate pentru a oferii 
�H�O�H�Y�L�O�R�U���R���L�P�D�J�L�Q�H���F�O�D�U�����ú�L���F�U�L�W�L�F��
�v�Q���F�H�H�D���F�H���S�U�L�Y�H�ú�W�H���U�H�]�X�O�W�D�W�H�O�H���ú�L��
�S�U�R�J�U�H�V�X�O���S�H���F�D�U�H���v�O���U�H�D�O�L�]�H�D�]�����O�D��
�G�L�V�F�L�S�O�L�Q�D���U�H�V�S�H�F�W�L�Y���� 

�(�O�H�Y�L�L���Q�X���v�Q� �H�O�H�J���v�Q���P�R�G���D�G�H�F�Y�D�W��
�F�H���W�U�H�E�X�L�H���V�����I�D�F�����S�H�Q�W�U�X���D-�ú�L��
�v�P�E�X�Q���W��� �L�L���S�H�U�I�R�U�P�D�Q� �D�� 

�6�H���I�R�O�R�V�H�V�F���v�Q�W�U-�R���P���V�X�U�����Srea 
mare metode de predare care 
�V�R�O�L�F�L�W���S�U�H�D���S�X� �L�Q���L�Q�L� �L�D�W�L�Y�D��
�S�U�R�S�U�L�H���D���H�O�H�Y�L�O�R�U�����D�E�L�O�L�W��� �L�O�H���O�R�U��
�S�U�D�F�W�L�F�H���ú�L���D�E�L�O�L�W�D�W�H�D���G�H���D���J�k�Q�G�L��
pe cont propriu. 

�3�U�H�]�H�Q� �D���H�O�H�Y�L�O�R�U���O�D���O�H�F� �L�H���H�V�W�H��
�V�O�D�E���� 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D���H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de �D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

REVIZUIREA PERIODICA A ACTIVITATILOR EXTRASCOLARE  
 
 
 
 
 
 

P.O. 30 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat Dumit�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica 
  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
REVIZUIREA PERIODICA A 

ACTIVITATILOR EXTRASCOLARE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
30 

Cod: P.O. 30 
Pagina     din 14 
Exemplar nr.:  

 

 107 

4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care stabileste modalitatea si responsabilitatile 

privind revizuirea periodica a activitatilor extrascolare. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura stabileste modalitatea si responsabilitatile privind revizuirea periodica 

a activitatilor extrascolare. 

- �$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �G�H�� �O�D��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L��procedurale 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �V�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W�D�W�L�O�R�U�� �G�H�� �L�Q�Y�D�W�D�P�D�Q�W��

preuniversitar intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 31.08.2016 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L���H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente,  inclusiv  reglementari  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H  �F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

 �$�F�W�L�Y�L�W�D�W�H�D�� �G�H�� �F�R�O�H�F�W�D�U�H�� �D�� �R�S�L�Q�L�L�O�R�U�� �ú�L�� �S�U�R�S�X�Q�H�U�L�O�R�U�� �H�O�H�Y�L�O�R�U���� �S���U�L�Q� �L�O�R�U�� �ú�L�� �D�O�W�R�U��

�S���U� �L���L�Q�W�H�U�H�V�D�Q�W�H���U�H�O�H�Y�D�Q�W�H���S�H�Q�W�U�X���X�Q�L�W�D�W�H�D���ú�F�R�O�D�U���� 

  

 �3�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U�����S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L�L���Y�R�U���G�L�V�W�U�L�E�X�L�����v�Q���F�D�G�U�X�O���R�U�H�O�R�U���G�H��

�F�R�Q�V�L�O�L�H�U�H�� �ú�L�� �R�U�L�H�Q�W�D�U�H�� �ú�F�R�O�D�U������ �H�O�H�Y�L�O�R�U�� �F�K�H�V�W�L�R�Q�D�U�H�O�H�� �S�H�Q�W�U�X�� �D�� �I�L�� �F�R�P�S�O�H�W�D�W�H���� �� �'�H�� �D�V�H�P�H�Q�H�D����

�S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���Y�R�U���G�L�V�W�U�L�E�X�L���F�K�H�V�W�L�R�Q�D�U�H���S���U�L�Q� �L�O�R�U���v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�Rr semestriale.  

 

 �3���U�H�U�L�O�H�� �ú�L�� �S�U�R�S�X�Q�H�U�L�O�H�� �H�O�H�Y�L�O�R�U���� �S���U�L�Q� �L�O�R�U�� �ú�L�� �D�O�W�R�U�� �S���U� �L�� �L�Q�W�H�U�H�V�D�Q�W�H�� �U�H�O�H�Y�D�Q�W�H��

pentru uni�W�D�W�H�D���ú�F�R�O�D�U�����Y�R�U���I�L���V�L�Q�W�H�W�L�]�D�W�H. 

 

 �$�Q�D�O�L�]�D���U�H�]�X�O�W�D�W�H�O�R�U���F�K�H�V�W�L�R�Q���U�L�L���G�H���F���W�U�H��Consilierul educativ. 

 

 �3�U�R�S�X�Q�H�U�H�D���G�H���Q�R�L���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�ú�F�R�O�D�U�H�����G�H���F���W�U�H���G�L�U�H�F�W�R�U�����v�Q���F�D�U�H���V�����I�L�H���X�W�L�O�L�]�D�W�H��

�ú�L���S���U�H�U�L�O�H���ú�L���S�U�R�S�X�Q�H�U�L�O�H���H�O�H�Y�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U�����6�H���S�R�W���O�X�D���v�Q���F�R�Q�V�L�G�H�U�D�U�H���ú�L���S���U�H�U�L�O�H���ú�L���R�S�L�Q�L�L�O�H��

�H�[�S�U�L�P�D�W�H���G�H���H�O�H�Y�L�����S���U�L�Q� �L���ú�L���D�O�W�H���S���U� �L���L�Q�W�H�U�H�V�D�Q�W�H���U�H�O�H�Y�D�Q�W�H���S�H�Q�W�U�X���X�Q�L�W�D�W�H�D���ú�F�R�O�D�U�����P�D�Q�L�I�H�V�W�D�W�H��

�v�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���G�L�Q���F�D�G�U�X�O���&�R�Q�V�L�O�L�X�O�X�L���(�O�H�Y�L�O�R�U�����&�R�P�L�W�H�W�X�O�X�L���5�H�S�U�H�]�H�Q�W�D�W�L�Y���D�O���3���U�L�Q� �L�O�R�U���V�D�X��

�S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���F���V�X� �H�L���S�R�ú�W�D�O�H�� 

 

 �$�Q�D�O�L�]�D���ú�L���D�S�U�R�E�D�U�H�D���S�O�D�Q�X�O�X�L���G�H���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�ú�F�R�O�D�U�H���G�H���F���W�U�H���&���$�� 

 

 �2�E� �L�Q�H�U�H�D���� �G�D�F���� �H�V�W�H�� �F�D�]�X�O���� �D�� �D�Y�L�]�H�O�R�U�� �G�H�� �O�D�� �,�6�-��Dolj (este cazul proiectelor 

locale). 

 

 �0�H�G�L�D�W�L�]�D�U�H�D���R�I�H�U�W�H�L���G�H���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���U�k�Q�G�X�O���H�O�H�Y�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U�� 
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8.2. Monitorizarea 

 

 Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre 

echipa manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

 �5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

 �0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U�X�O���H�G�X�F�D�W�L�Y���ú�L���Y�R�U���I�L��

validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 Directorul , prof. Ionescu Valeria-Rozica,  are responsabilitatea de a coordona 

�D�F�W�L�Y�L�W�D�W�H�D���G�H���F�R�O�H�F�W�D�U�H���� �V�L�Q�W�H�W�L�]�D�U�H���ú�L���X�W�L�O�L�]�D�U�H���D���R�S�L�Q�L�L�O�R�U���ú�L���S�U�R�S�X�Q�H�U�L�O�H���H�O�H�Y�L�O�R�U���� �S���U�L�Q� �L�O�R�U���ú�L��

�D�O�W�R�U�� �S���U� �L�� �L�Q�W�H�U�H�V�D�Q�W�H�� �U�H�O�H�Y�D�Q�W�H�� �S�H�Q�W�U�X�� �X�Q�L�W�D�W�H�D�� �ú�F�R�O�D�U�������� �G�H�� �D�� �S�U�R�P�R�Y�D�� �R�I�H�U�W�D �G�H�� �D�F�W�L�Y�L�W��� �L��

�H�[�W�U�D�ú�F�R�O�D�U�H�� �v�Q�� �U�k�Q�G�X�O�� �H�O�H�Y�L�O�R�U�� �ú�L�� �S���U�L�Q� �L�O�R�U���� �G�H�� �D�� �U�H�Y�L�]�X�L�� �S�O�D�Q�X�O�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �v�Q��

�I�X�Q�F� �L�H���G�H���S�U�R�S�X�Q�H�U�L�O�H���ú�L���S���U�H�U�L�O�H���H�O�H�Y�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U������ 

 

 De asemenea, consilierul educativ �D�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� �G�H�� �D�� �V�L�Q�W�H�W�L�]�D�� �S���U�H�U�L�O�H���ú�L��

�S�U�R�S�X�Q�H�U�L�O�H�� �S���U�L�Q� �L�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �D�F�W�L�Y�L�W��� �L�O�H�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �P�D�Q�L�I�H�V�W�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U��

�&�R�Q�V�L�O�L�X�O�X�L���H�O�H�Y�L�O�R�U�����&�R�P�L�W�H�W�X�O�X�L���5�H�S�U�H�]�H�Q�W�D�W�L�Y���D�O���3���U�L�Q� �L�O�R�U���V�D�X���S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���F���V�X� �H�L���S�R�ú�W�D�O�H 

 

 Membrii C.E.A.C ., au responsabilitatea de elabora chestionarele pentru sondarea 

�R�S�L�Q�L�L�O�R�U���ú�L���S���U�H�U�L�O�R�U���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���H�G�X�F�D� �L�H�L�������G�H���D���V�L�Q�W�H�W�L�]�D���S���U�H�U�L�O�H���ú�L���S�U�R�S�X�Q�H�U�L�O�H���D�F�H�V�W�R�U�D�����G�H��

�D���S�R�S�X�O�D�U�L�]�D���R�I�H�U�W�D���G�H���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�ú�F�R�O�D�U�H���D���ú�F�R�O�L�L���� 

 

 �3�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L au resp�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���D���D�S�O�L�F�D���F�K�H�V�W�L�R�Q�D�U�H�O�H���H�O�D�E�R�U�D�W�H���H�O�H�Y�L�O�R�U���ú�L��

�S���U�L�Q� �L�O�R�U�����G�H���D���S�R�S�X�O�D�U�L�]�D���R�I�H�U�W�D���G�H���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�ú�F�R�O�D�U�H���D���ú�F�R�O�L�L���� 

 

 Coordonatorul C.E.A.C. are responsabilitatea de a monitoriza aplicarea acestei 

proceduri. 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U���ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de aplicare a �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D �D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-       09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q���L�Q�V�W�L�W�X�L�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���P�H�W�R�G�R�O�R�J�L�F�H���F�D�U�H���V�W�D�E�L�O�H�D�V�F�D���P�R�G�D�O�L�W��� �L�O�H�����U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H��

�ú�L���W�H�U�P�H�Q�H�O�H���S�U�L�Y�L�Q�G���H�O�D�E�R�U�D�U�H�D���ú�L���Y�D�O�L�G�D�U�H�D���3�U�R�L�H�F�W�X�O�X�L���G�H���'�H�]�Y�R�O�W�D�U�H���,�Q�V�W�L�W�X� �L�R�Q�D�O������ 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����V�H���D�S�O�L�F�����W�X�W�X�U�R�U���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���G�L�Q���X�Q�L�W�D�W�H�� 

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul unitatii de invatamant;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  Documente  de  �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�x �5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���V�L���I�X�Q�F� �L�R�Q�D�U�H���D���X�Q�L�W�D�W�L�O�R�U���G�H���L�Q�Y�D�W�D�P�D�Q�W��
preuniversitar intrat in vigoare cu data de 19.09.2016 �± OMEN nr. 5079 / 
31.08.2016 

�x �6�W�U�D�W�H�J�L�D���G�H�F�H�Q�W�U�D�O�L�]���U�L�L���v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�x Legea nr. 87/2006 pentru aprobarea  �2���8���*�������������������S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L��

�v�Q���H�G�X�F�D� �L�H�� 

�x OMECI nr. 4595/22.07.2009 

�x Statului personalului didactic (Legea 128/1997) 

�x Regulament�X�O�X�L�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar OMEN nr. 5079 / 31.08.2016;  

�x �&�R�Q�W�U�D�F�W�X�O���F�R�O�H�F�W�L�Y���G�H���P�X�Q�F���� 

 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

  

 

6.4. Alte documente,  inclusiv  reglementari  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. RI 

 b�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 

 c. PLAI, PRAI 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL  TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
ELABORAREA SI VALIDAREA 

PLANULUI DE ACTIUNI AL SCOLII  
 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
31 

Cod: P.O. 31 
Pagina     din 15 
Exemplar nr.:  

 

 125 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

PAS �H�V�W�H���G�R�F�X�P�H�Q�W�X�O���G�H���E�D�]�����v�Q���G�H�]�Y�R�O�W�D�U�H�D���X�Q�H�L���R�U�J�D�Q�L�]�D� �L�L���ú�F�R�O�D�U�H�����S�U�H�]�L�Q�W�����G�U�X�P�X�O��

�G�H���O�D���Ä�F�H�H�D���F�H���H�V�W�H�´���O�D���Ä�F�H�H�D���F�H���W�U�H�E�X�L�H���V�����I�L�H�´�����3�$�6 �H�V�W�H���P�L�M�O�R�F�X�O���G�H���S�U�R�P�R�Y�D�U�H���D���V�F�K�L�P�E���U�L�O�R�U��

�L�Q�W�H�Q� �L�R�Q�D�W�H���ú�L���P�L�M�O�R�F�X�O���G�H���v�P�E�X�Q���W��� �L�U�H���F�R�Q�W�L�Q�X�����D���F�D�O�L�W��� �L�L���� 

 

PAS �V�H���U�H�D�O�L�]�H�D�]�����O�D���v�Q�I�L�L�Q� �D�U�H�D���D�X�W�R�U�L�]�D�U�H�D���G�H���I�X�Q�F� �L�R�Q�D�U�H���S�U�R�Y�L�]�R�U�L�H���D���X�Q�H�L���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���� �Q�L�Y�H�O�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �F�D�O�L�I�L�F�D�U�H�� �S�U�R�I�H�V�L�R�Q�D�O�����V�S�H�F�L�D�O�L�]�D�U�H���� �R�U�L�F�k�Q�G�� �V�H�� �S�H�U�F�H�S�H��

�F�D�O�L�W�D�W�H�D���L�Q�V�X�I�L�F�L�H�Q�W�������Q�H�V�D�W�L�V�I���F���W�R�D�U�H���D���H�G�X�F�D� �L�H�L���D���X�Q�R�U���D�V�S�H�F�W�H���D�O�H���Y�L�H� �L�L���ú�F�R�O�D�U�H�����R�U�L���G�H���F�k�W�H��

�R�U�L���D�S�D�U�H���R���V�F�K�L�P�E�D�U�H���P�D�M�R�U���� �v�Q���S�R�O�L�W�L�F�L�O�H���H�G�X�F�D� �L�R�Q�D�O�H�����O�D���v�Q�F�K�H�L�H�U�H�D���S�H�U�L�R�D�G�H�L���S�H�Q�W�U�X���F�D�U�H���D��

fost realizat proiectul precedent.     

 

�3�O�D�Q�X�U�L�O�H�� �/�R�F�D�O�H�� �G�H�� �$�F� �L�X�Q�H�� �S�H�Q�W�U�X�� �Ì�Q�Y��� ���P�k�Q�W�� �V�X�Q�W�� �S�O�D�Q�X�U�L�� �J�H�Q�H�U�D�O�H�� �S�H�� �W�H�U�P�H�Q lung 

�S�H�Q�W�U�X�� �G�H�]�Y�R�O�W�D�U�H�D�� �Ì�3�7�� �v�Q�� �M�X�G�H� ���� �S�U�H�F�L�]�k�Q�G�� �P�R�G�X�O�� �v�Q�� �F�D�U�H�� �M�X�G�H� �X�O�� �ú�L�� �L�Q�V�W�L�W�X� �L�L�O�H din cadrul 

acestuia: 

�‡���Y�R�U���F�R�Q�W�U�L�E�X�L���O�D���U�H�D�O�L�]�D�U�H�D���S�U�L�R�U�L�W��� �L�O�R�U���ú�L��� �L�Q�W�H�O�R�U��regionale 

�‡���Y�R�U���S�X�Q�H���v�Q���D�S�O�L�F�D�U�H���D�F� �L�X�Q�L�O�H���V�W�D�E�L�O�L�W�H���O�D���Q�L�Y�H�O�X�O���X�Q�X�L���M�X�G�H�  

�‡���Y�R�U���D�E�R�U�G�D���S�U�L�R�U�L�W��� �L�O�H���V�S�H�F�L�I�L�F�H�����X�Q�L�F�H���G�H���G�H�]�Y�R�O�W�D�U�H���D�O�H���I�L�H�F���U�X�L���M�X�G�H� �����P�D�L �D�O�H�V���v�Q���F�H�H�D��

�F�H���S�U�L�Y�H�ú�W�H���]�R�Q�H�O�H���G�H���U�H�V�W�U�X�F�W�X�U�D�U�H 

�‡���Y�R�U���U�H-�D�Q�D�O�L�]�D���U�H� �H�D�X�D���ú�F�R�O�D�U�����G�L�Q���M�X�G�H� ���v�Q���F�R�Q�I�Rrmitate cu planul regional 

�‡�� �Y�R�U�� �I�X�U�Q�L�]�D�� �W�L�S�X�U�L�O�H���� �Q�L�Y�H�O�X�U�L�O�H�� �ú�L�� �Q�X�P���U�X�O�� �G�H�� �F�D�O�L�I�L�F���U�L�� �D�G�H�F�Y�D�W�H�� �S�H�Q�W�U�X�� �D �U���V�S�X�Q�G�H��

�Q�H�Y�R�L�O�R�U���G�H���F�R�P�S�H�W�H�Q� �H���G�H���O�D���Q�L�Y�H�O���O�R�F�D�O���ú�L���U�H�J�L�R�Q�D�O�����D�W�k�W �S�U�R�I�H�V�L�R�Q�D�O�H�����F�k�W���ú�L���J�H�Q�H�U�D�O�H�� 

�‡�� �Y�R�U�� �v�P�E�X�Q���W��� �L�� �H�I�L�F�L�H�Q� �D�� �O�X�F�U�X�O�X�L�� �v�Q�� �S�D�U�W�H�Q�H�U�L�D�W�� �G�L�Q�� �F�D�G�U�X�O�� �M�X�G�H� �X�O�X�L�� ���v�Q�� �V�S�H�F�L�D�O 

colaborarea cu partenerii sociali) 

�‡���Y�R�U���S�O�D�Q�L�I�L�F�D���D�V�L�J�X�U�D�U�H�D���H�I�L�F�L�H�Q�W�����D���U�H�V�X�U�V�H�O�R�U���v�Q���F�D�G�U�X�O���M�X�G�H� �X�O�X�L 

 

Unitatea �W�U�H�E�X�L�H���V�����F�R�Q�W�U�L�E�X�L�H���S�H�Q�W�U�X���D���D�V�L�J�X�U�D���H�J�D�O�L�W�D�W�H�D���ú�D�Q�V�H�O�R�U���L�Q�G�L�I�H�U�H�Q�W �G�H���Y�k�U�V�W������

�V�H�[���� �H�W�Q�L�H���� �G�H�I�L�F�L�H�Q� �H�� �V�D�X�� �V�L�W�X�D� �L�D�� �V�R�F�L�R-�H�F�R�Q�R�P�L�F���� �D�� �H�O�H�Y�L�O�R�U�� �V�D�X�� �G�H �V�L�W�X�D�U�H�D�� �J�H�R�J�U�D�I�L�F���� �D��
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�D�F�H�V�W�R�U�D�����ù�F�R�O�L�O�H���Y�R�U���O�X�F�U�D���S�H���E�D�]�H���G�H���F�R�O�D�E�R�U�D�U�H���S�H�Q�W�U�X atingerea acestui obiectiv. Directorul, 

consiliul �G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���ú�L �S�H�U�V�R�Q�D�O�X�O���W�U�H�E�X�L�H���V�����D�Q�D�O�L�]�H�]�H�� 

�‡���F�H���I�H�O���G�H���ú�F�R�D�O�����H�V�W�H�����V�D�X���G�R�U�H�ú�W�H���V�����I�L�H�� 

�‡���Y�D�O�R�U�L�O�H���F�D�U�H���V�X�Q�W���L�P�S�R�U�W�D�Q�W�H���v�Q���F�D�G�U�X�O���ú�F�R�O�L�L 

�‡���S�L�H� �H�O�H���F���U�R�U�D���ú�F�R�O�L�O�H���v�Q�F�H�D�U�F�����V�����O�L���V�H���D�G�U�H�V�H�]�H���ú�L���G�D�F�����D�F�H�V�W�H���S�L�H� �H���D�X���I�R�V�W bine identificate, 

�D�Y�k�Q�G���v�Q���Y�H�G�H�U�H���D�F�W�L�Y�L�W��� �L�O�H���D�O�W�R�U���I�X�U�Q�L�]�R�U�L 

�‡���G�D�F�����D�F�H�V�W�H���S�L�H� �H���V�H���Y�R�U���V�F�K�L�P�E�D���v�Q���Y�L�L�W�R�U 

�‡���v�Q �F�H���I�H�O���U�R�O�X�O���ú�L���V�F�R�S�X�U�L�O�H���ú�F�R�O�L�L���G�L�I�H�U�����G�H���F�H�O�H���D�O�H���D�O�W�R�U���ú�F�R�O�L�����D�W�k�W���S�X�E�O�L�F�H�����F�k�W �ú�L���S�U�L�Y�D�W�H�����G�L�Q��

regiune 

�‡���G�D�F�����ú�F�R�D�O�D���D�G�R�S�W�����F�X���D�G�H�Y���U�D�W���S�U�L�Q�F�L�S�L�X�O���R�U�L�H�Q�W���U�L�L���V�S�U�H���F�O�L�H�Q�W���V�D�X���G�D�F�� �D�F�W�L�Y�L�W��� �L�O�H���V�D�O�H���D�X���v�Q��

centru oferta 

�‡���P�R�G�X�O���v�Q���F�D�U�H���S�R�D�W�H���F�R�O�D�E�R�U�D���v�Q�G�H�D�S�U�R�D�S�H���F�X���R���V�H�U�L�H���G�H���D�O� �L���S�D�U�W�H�Q�H�U�L�� �L�Q�F�O�X�V�L�Y���F�X���D�O�W�H���ú�F�R�O�L���ú�L��

�W�L�S�X�O���D�F�H�V�W�R�U���S�D�U�W�H�Q�H�U�L�D�W�H���ú�L���U�H� �H�O�H 

 

�'�D�F�����H�V�W�H���E�L�Q�H���v�Q�W�R�F�P�L�W�����S�O�D�Q�X�O���W�U�H�E�X�L�H���V�����F�R�Q� �L�Q�����R�S�L�Q�L�L�O�H���F�R�O�H�F�W�L�Y�H���D�O�H���I�D�F�W�R�U�L�O�R�U��

�L�Q�W�H�U�H�V�D� �L���� �R�S�L�Q�L�L�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �S�X�Q�F�W�H�O�H���W�D�U�L�� �D�O�H�� �ú�F�R�O�L�L, la problemele cu �F�D�U�H�� �V�H�� �F�R�Q�I�U�X�Q�W����

�ú�F�R�D�O�D���ú�L���O�D���P�L�M�O�R�D�F�H�O�H���G�H���D�E�R�U�G�D�U�H���D���D�F�H�V�W�R�U���S�U�R�E�O�H�P�H���ú�L���G�H �v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L���V�H�U�Y�L�F�L�L�O�R�U��

�R�I�H�U�L�W�H���G�H���ú�F�R�D�O�������Ì�Q���F�R�Q�W�H�[�W�X�O���V�L�V�W�H�P�X�O�X�L���Ì�3�7���G�L�Q �5�R�P�k�Q�L�D�����D�F�F�H�Q�W�X�O���Y�D���I�L���S�X�V���S�H���I�D�S�W�X�O���F�����S�O�D�Q�X�O��

�S�U�H�F�L�]�H�D�]�����F�D�O�L�I�L�F���U�L�O�H���ú�L���D�E�L�O�L�W��� �L�O�H de care tinerii au nevoie pentru a-�ú�L���J���V�L���X�Q���O�R�F���G�H���P�X�Q�F�����v�Q��

viitor. Acestea vor fi �D�W�k�W���D�E�L�O�L�W��� �L���J�H�Q�H�U�D�O�H�����F�k�W���ú�L���S�U�R�I�H�V�L�R�Q�D�O�H�����/�D���I�H�O���G�H���L�P�S�R�U�W�D�Q�W�H���Y�R�U���I�L�����G�H��

asemenea �D�V�S�H�F�W�H�O�H���U�H�I�H�U�L�W�R�D�U�H���O�D���F�R�Q�V�L�O�L�H�U�H���ú�L���R�U�L�H�Q�W�D�U�H���� �H�G�X�F�D� �L�D���S�U�L�Y�L�Q�G���F�D�U�L�H�U�D, dezvoltarea 

�L�Q�I�U�D�V�W�U�X�F�W�X�U�L�L���ú�L���D���U�H�V�X�U�V�H�O�R�U���X�P�D�Q�H�����S�U�H�F�X�P���ú�L���G�L�I�H�U�L�W�H�O�H���P�R�G�D�O�L�W��� �L���G�H���S�U�H�G�D�U�H���ú�L �v�Q�Y��� �D�U�H�� 

 

�3�O�D�Q�X�O���G�H���D�F� �L�X�Q�H�����G�H�]�Y�R�O�W�D�U�H���D�O���ú�F�R�O�L�L���W�U�H�E�X�L�H���V�����D�F�R�S�H�U�H���W�R�D�W�H���D�F�W�L�Y�L�W��� �L�O�H���ú�F�R�O�L�L���� 

�‡���3�U�R�J�U�D�P�H�O�H���S�H�Q�W�U�X���W�L�Q�H�U�L�L���G�L�Q���F�D�G�U�X�O���v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�R�I�H�V�L�R�Q�D�O���ú�L���W�H�K�Q�L�F���G�H zi pentru toate 

nivelurile 

�‡���0�R�G�D�O�L�W��� �L�O�H���G�H���I�X�U�Q�L�]�D�U�H���D���L�Q�I�R�U�P�D� �L�L�O�R�U���G�H�V�S�U�H���ú�F�R�D�O������ �F�D�O�L�I�L�F���U�L���G�L�V�S�R�Q�L�E�L�O�H���ú�L �D�F�W�L�Y�L�W��� �L���G�H��

�R�U�L�H�Q�W�D�U�H���S�U�L�Y�L�Q�G���F�D�O�L�I�L�F���U�L�O�H���S�R�W�U�L�Y�L�W�H 

�‡���(�G�X�F�D� �L�D���S�U�L�Y�L�Q�G���F�D�U�L�H�U�D���v�Q���F�R�O�D�E�R�U�D�U�H���F�X���D�O� �L���S�D�U�W�H�Q�H�U�L 

�‡���&�X�U�V�X�U�L���G�H���I�R�U�P�D�U�H���S�H�Q�W�U�X���D�G�X�O� �L���± fie cursuri de zi, fie serale 

�‡���6�H�U�Y�L�F�L�L�O�H���R�I�H�U�L�W�H���D�J�H�Q� �L�O�R�U���H�F�R�Q�R�P�L�F�L�����G�H���H�[�H�P�S�O�X���F�X�U�V�X�U�L���V�F�X�U�W�H particularizate 
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�‡���$�F�W�L�Y�L�W��� �L�O�H���F�R�P�H�U�F�L�D�O�H�����J�H�Q�H�U�D�W�R�D�U�H���G�H���Y�H�Q�L�W�����F�X�P���D�U���I�L���G�H���H�[�H�P�S�O�X �S�U�R�G�X�F�H�U�H�D���G�H���D�O�L�P�H�Q�W�H���ú�L��

�Y�k�Q�]���U�L�O�H 

�‡���$�O�W�H���V�H�U�Y�L�F�L�L���I�X�U�Q�L�]�D�W�H���F�R�P�X�Q�L�W��� �L�L�����G�D�F�����H�V�W�H���F�D�]�X�O�� 

 

8.2. Continutul procedurii 

 

 �/�D���v�Q�F�H�S�X�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U���V�H���I�D�F�H���V�H�O�H�F� �L�D���P�H�P�E�U�L�O�R�U���&���(���$���&�����v�Q���F�R�Q�I�R�U�P�L�W�D�W�H��

cu Procedura privind selectarea membrilor C.E.A.C. 

 �Ì�Q���S�U�L�P�H�O�H���G�R�X�����V���S�W���P�k�Q�L���D�O�H���Q�R�X�O�X�L���D�Q���ú�F�R�O�D�U���V�X�Q�W���V�H�O�H�F�W�D� �L���P�H�P�E�U�L�L Comisiei 

pentru actualizarea PAS-ului . 

 �Ì�Q�� �H�O�D�E�R�U�D�U�H�D�� �3�$�6-ului �V�H�� �Y�R�U�� �X�U�P�D�� �X�U�P���W�R�U�L�L�� �S�D�ú�L���� �D�Q�D�O�L�]�D�� �G�L�D�J�Q�R�V�W�L�F����

�F�R�Q�V�X�O�W�D�U�H�D���� �F�R�S�D�U�W�L�F�L�S�D�U�H�D�� �W�X�W�X�U�R�U�� �J�U�X�S�X�U�L�O�R�U�� �G�H�� �L�Q�W�H�U�H�V�� �U�H�S�U�H�]�H�Q�W�D�W�H�� �v�Q�� �ú�F�R�D�O������ �H�O�D�E�R�U�D�U�H�D��

proiectului, publica�U�H�D���ú�L���D�I�L�ú�D�U�H�D���S�U�R�L�H�F�W�X�O�X�L���O�D���O�R�F���Y�L�]�L�E�L�O�����U�H�Y�L�]�X�L�U�H�D���S�U�R�L�H�F�W�X�O�X�L�����R�U�L���G�H���F�k�W�H��

ori este nevoie); 

 Printre caracteristicile principale ale PAS-ului se numara: 

�x Centrarea pe conditiile si nevoile concrete ale scolii; 

�x Identitatea proprie (ca expresie a situatiei specifice a fiecarei scoli); 

�x Exprimarea viziunii colectivului scolii; 

�x Stabilirea misiunii scolii; 

�x Structurarea pe doua componente majore: cea strategica (misiunea, optiunile 

strategice ale scolii) si cea operationala (programe, demersuri concrete propuse). 

 

 �3�H�Q�W�U�X�� �$�1�$�/�,�=�$�� �'�,�$�*�1�2�6�7�,�&���� �� �V�H�� �Y�R�U�� �X�W�L�O�L�]�D�� �X�U�P���W�R�D�U�H�O�H�� �P�H�W�R�G�H�� �ú�L��

instrumente:  

�x analiza mediului intern; 

�x analiza mediului extern; 

�x �D�Q�D�O�L�]�D���L�Q�I�R�U�P�D� �L�L�O�R�U���G�H���W�L�S���F�D�Q�W�L�W�D�W�L�Y�� 

�x �D�Q�D�O�L�]�D���L�Q�I�R�U�P�D� �L�L�O�R�U���G�H���W�L�S���F�D�O�L�W�D�W�L�Y�� 

�x analiza PEST; 

�x analiza SWOT; 
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�x auditul;  

 

 PAS �W�U�H�E�X�L�H���V�����F�X�S�U�L�Q�G�����Q�H�D�S���U�D�W���X�U�P���W�R�D�U�H�O�H���D�V�S�H�F�W�H�� 

�x cadrul legislatic 

�x informatii despre unitatea scolara 

�x componenta strategica (analiza de nevoi/diagnoza, misiunea si viziunea scolii, 

scopurile/ � inte strategice, optiunile strategice 

�x �P�R�W�L�Y�H�O�H���S�H�Q�W�U�X���F�D�U�H���V�H���R�S�W�H�D�]�����S�H�Q�W�U�X���V�F�R�S�X�U�L�O�H���S�U�R�S�X�V�H�����U�H�]�X�O�W�D�W�H���G�L�Q���P�L�V�L�X�Q�H����

�Y�L�]�L�X�Q�H���P�D�Q�D�J�H�U�L�D�O�����ú�L���D�Q�D�O�L�]�D���G�L�D�J�Q�R�V�W�L�F�� 

�x resursele strategice; 

�x termenele de realizare; 

�x �U�H�]�X�O�W�D�W�H�O�H���D�ú�W�H�S�W�D�W�H�� 

�x �S�U�R�J�U�D�P�H�O�H���ú�L���S�O�D�Q�X�U�L�O�H���R�S�H�U�D� �L�R�Q�D�O�H�� 

�x �D�F� �L�X�Q�L�O�H���F�X�S�U�L�Q�V�H���v�Q���S�O�D�Q�X�U�L���S�U�R�J�U�D�P�H�����F�D�U�H���V�����V�S�H�F�L�I�L�F�H�����R�E�L�H�F�W�L�Y�H�O�H���G�H�I�L�Q�L�W�H���v�Q��

�W�H�U�P�H�Q�L�� �G�H�� �U�H�]�X�O�W�D�W�H�� �F�R�Q�F�U�H�W�H�� �D�ú�W�H�S�W�D�W�H���� �U�H�V�X�U�V�H�O�H�� �X�P�D�Q�H���� �P�D�W�H�U�L�D�O�H���� �I�L�Q�D�Q�F�L�D�U�H�� ���V�L�Q�W�H�W�L�]�D�W�H�� �v�Q��

�E�X�J�H�W�H�������G�H���L�Q�I�R�U�P�D� �L�H�����W�L�P�S�����W�H�U�P�H�Q�H�O�H���ú�L���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���F�R�Q�F�U�H�W�H�����L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� ����

(de realizare); 

�x �P�H�F�D�Q�L�V�P�H�O�H���ú�L���L�Q�V�W�U�X�P�H�Q�W�H�O�H���G�H���H�Y�D�O�X�D�U�H���ú�L���D�X�W�R�H�Y�D�O�X�D�U�H���S�H�Q�W�U�X���S�U�R�L�H�F�W�����S�O�D�Q�X�U�L����

�S�U�R�J�U�D�P�H���ú�L���D�F� �L�X�Q�L�� 

 

8.3. Structura PAS 
 
PLANUL DE ACTIUNE AL SCOLII 
�6�H���E�D�]�H�D�]�����S�H�� 

 
�ú�L���0�(N; 

 
 PLAI, PRAI 

 
 �6�H���H�O�D�E�R�U�H�D�]�����G�H���X�Q���F�R�O�H�F�W�L�Y���F�R�R�U�G�R�Q�D�W���G�H���G�L�U�H�F�W�R�U 
 �6�H���G�H�]�E�D�W�H���ú�L���D�Y�L�]�H�D�]�����G�H���&���3�� 
 �6�H���D�S�U�R�E�����G�H���&���$�� 
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 �0�R�G�H�O�X�O���S�U�R�S�X�V���S�H�Q�W�U�X���H�O�D�E�R�U�D�U�H�D���3�O�D�Q�X�O�X�L���G�H���$�F� �L�X�Q�H�����'�H�]�Y�R�O�W�D�U�H�����D�U�H���S�D�W�U�X���S���U� �L���� 
 

�3�O�D�Q���G�H���$�F� �L�X�Q�H���D�O���&�R�O�H�J�L�X�O���7�H�K�Q�L�F���³�,�X�O�L�X���0�D�Q�L�X�´���&�D�U�H�L 
 
Partea 1 - Contextul 
Formularea scopului /misiunii 
�3�U�R�I�L�O�X�O���S�U�H�]�H�Q�W���D�O���ú�F�R�O�L�L�����V�F�X�U�W�����L�Q�W�U�R�G�X�F�H�U�H���G�H�V�S�U�H���ú�F�R�D�O���� 
Analiza rezultatelor anului trecut 
�&�R�Q�W�H�[�W�X�O���Q�D� �L�R�Q�D�O 
�3�U�L�R�U�L�W��� �L���ú�L���R�E�L�H�F�W�L�Y�H���O�D���Q�L�Y�H�O���U�H�J�L�R�Q�D�O���ú�L���O�R�F�D�O 
 
Partea a 2-a �± Analiza nevoilor 
Analiza mediului extern 
Analiza mediului intern 
Analiza SWOT�± �U�H�]�X�P�D�W���ú�L���P�D�W�U�L�F�H 
Rezumatul aspectelor principale care �Q�H�F�H�V�L�W�����G�H�]�Y�R�O�W�D�U�H�����S�U�L�R�U�L�W��� �L�O�H���ú�L���R�E�L�H�F�W�L�Y�H�O�H 
generale) 
 
Partea a 3-a �±�3�O�D�Q�X�O���R�S�H�U�D� �L�R�Q�D�O 
�2�E�L�H�F�W�L�Y�H�O�H�����V�S�H�F�L�I�L�F�H�����ú�L��� �L�Q�W�H�O�H���ú�F�R�O�L�L 
�$�F� �L�X�Q�L���S�H�Q�W�U�X���ú�F�R�D�O�������L�Q�F�O�X�]�k�Q�G���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H�����W�H�U�P�H�Q�H�O�H���ú�L���U�H�V�X�U�V�H�O�H�� 
�3�O�D�Q�X�O���G�H���ú�F�R�O�D�U�L�]�D�U�H���S�H�Q�W�U�X���D�Q�X�O��........ 
P�O�D�Q�X�O���G�H���S�D�U�W�H�Q�H�U�L�D�W���D�O���ú�F�R�O�L�L���S�H�Q�W�U�X���S�U�R�F�H�V�X�O���G�H���F�R�O�D�E�R�U�D�U�H���F�X���v�Q�W�U�H�S�U�L�Q�G�H�U�L���ú�L���D�O� �L 
�I�D�F�W�R�U�L���L�Q�W�H�U�H�V�D� �L���± rezumat 
�3�O�D�Q�X�O���G�H���G�H�]�Y�R�O�W�D�U�H���S�U�R�I�H�V�L�R�Q�D�O�����D���S�H�U�V�R�Q�D�O�X�O�X�L 
�)�L�Q�D�Q� �D�U�H�D���S�O�D�Q�X�O�X�L 
 
Partea a 4-a �± �&�R�Q�V�X�O�W�D�U�H�����P�R�Q�L�W�R�U�L�]�D�U�H���ú�L���H�Y�D�O�X�D�U�H 
Rezumat privind mod�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���D���S�U�R�F�H�V�X�O�X�L���G�H���F�R�Q�V�X�O�W�D�U�H���v�Q���Y�H�G�H�U�H�D 
�H�O�D�E�R�U���U�L�L���S�O�D�Q�X�O�X�L 
�2�U�J�D�Q�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���P�R�Q�L�W�R�U�L�]�D�U�H�����H�Y�D�O�X�D�U�H���ú�L���D�F�W�X�D�O�L�]�D�U�H���D���S�O�D�Q�X�O�X�L 
 
�3�O�D�Q�X�U�L�O�H���R�S�H�U�D� �L�R�Q�D�O�H���F�R�Q� �L�Q�����R�E�L�H�F�W�L�Y�H�����W�H�U�P�H�Q�H�����U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�����U�H�V�X�U�V�H���ú�L���L�Q�G�L�F�D�W�R�U�L 
de �S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���I�L�H�F�D�U�H���D�F�W�L�Y�L�W�D�W�H���S�U�R�S�X�V���� 

 

 

 

 



LICEUL  TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
ELABORAREA SI VALIDAREA 

PLANULUI DE ACTIUNI AL SCOLII  
 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
31 

Cod: P.O. 31 
Pagina     din 15 
Exemplar nr.:  

 

 131 

8.4. Monitorizarea procedurii  

 

�0�R�Q�L�W�R�U�L�]�D�U�H�D�� �D�S�O�L�F���U�L�L�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �� �V�H�� �I�D�F�H�� �G�H�� �F���W�U�H�� �P�H�P�E�U�L�L�� �� �&�R�P�L�V�L�H�L�� �G�H��

�(�Y�D�O�X�D�U�H���ú�L���$�V�L�J�X�U�D�U�H�D���D���&�D�O�L�W��� �L�L���ú�L���G�H���F���W�U�H���H�F�K�L�S�D���P�D�Q�D�J�H�U�L�D�O�����D���ú�F�R�O�L�L�� 

 

8.5. Modificarea procedurii  

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U�����0�R�G�L�I�L�F�D�U�H�D���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L��

�S�R�D�W�H���I�L���U�H�D�O�L�]�D�W�����G�H���H�F�K�L�S�D���P�D�Q�D�J�H�U�L�D�O�����ú�L���G�H���&���(���$���&���� 

 �0�R�G�L�I�L�F���U�L�O�H���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���F���W�U�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�(�O�D�E�R�U�D�U�H�D���ú�L��validarea PAS este responsabilitatea: 

 echipei manageriale; 

 C.E.A.C.;  

 Comisiei pentru actualizarea PAS; 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei sau, dupa 

caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
�U�H�V�S�R�Q�V�D�E�L�O�L�L���R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-
Rozica 

 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii operationale  
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din cadrul 

editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

PROCEDURA SISTEM 
CALITATE  

CONTROLUL DOCUMENTELOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 

Cod: P.S.Q. 01 
Pagina     din 27 
Exemplar nr.:  

 

139 
 

4. Scopul procedurii operationale 

 

4.1. �3�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����G�H�V�F�U�L�H �S�R�O�L�W�L�F�D���G�H���F�R�Q�W�U�R�O���D���W�X�W�X�U�R�U���G�R�F�X�P�H�Q�W�H�O�R�U���X�W�L�O�L�]�D�W�H���v�Q��unitate, privite 

ca documente ale Sistemului de �0�D�Q�D�J�H�P�H�Q�W���D�O���&�D�O�L�W��� �L�L. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin faptul ca, 

procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il inlocuieste pe cel in 

functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q�����D�X�G�L�W�X�O �ú�L���V�D�X���D�O�W�H���R�U�J�D�Q�L�V�P�H���D�E�L�O�L�W�D�W�H���v�Q���D�F� �L�X�Q�L���G�H���D�X�G�L�W�D�U�H���ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U��

pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

 

5.1. �3�U�R�F�H�G�X�U�D���V�H�� �D�S�O�L�F�� cu privire la documentele cu circuit intern���� �I�R�O�R�V�L�W�H���v�Q�W�U�H���H�Q�W�L�W��� �L�O�H Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L���� �ú�L�� �O�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�X��circuit extern���� �G�H�� �S�U�R�Y�H�Q�L�H�Q� ����

�H�[�W�H�U�Q�����V�D�X���G�H���S�U�R�Y�H�Q�L�H�Q� �����L�Q�W�H�U�Q�����W�U�L�P�L�V�H���v�Q���H�[�W�H�U�L�R�U�� 

  �3�U�R�F�H�G�X�U�D���Q�X���V�H���U�H�I�H�U�����O�D�� 

- documente de tip �v�Q�U�H�J�L�V�W�U���U�L��(care fac obiectul unei proceduri aparte); 

- documentele utilizate de serviciul financiar-contabil. 

 

5.2.  Principalele documentele cu circuit intern �V�X�Q�W���F�H�O�H���G�H�V�W�L�Q�D�W�H���J�H�V�W�L�R�Q���U�L�L���S�U�R�F�H�V�H�O�R�U���L�Q�V�W�U�X�F�W�L�Y�H-

�H�G�X�F�D�W�L�Y�H���� �G�H�� �F�H�U�F�H�W�D�U�H���� �D�G�P�L�Q�L�V�W�U�D�W�L�Y�H�� ���� �V�R�F�L�D�O�H�� �ú�L�� �G�H�� �F�R�R�S�H�U�D�U�H�� �L�Q�V�W�L�W�X� �L�R�Q�D�O������ �L�Q�F�O�X�V�L�Y�� �G�R�F�X�P�H�Q�W�H�O�H��

destinate exclusiv sistemulu�L���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�� 

 

5.3.  �'�R�F�X�P�H�Q�W�H�O�H�� �G�H�� �S�U�R�Y�H�Q�L�H�Q� ���� �H�[�W�H�U�Q�� �F�D�U�H�� �L�Q�W�H�U�H�V�H�D�]���� �V�X�Q�W�� �F�H�O�H�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �O�D�� �S�U�R�F�H�V�X�O��

instructive-�H�G�X�F�D�W�L�Y���ú�L���Y�L�]�H�D�]�����v�Q�W�U-�R���I�R�U�P�����V�D�X���D�O�W�D���X�Q�L�W�D�W�H�D�������)�D�F���S�D�U�W�H���G�L�Q���D�F�H�D�V�W�����F�D�W�H�J�R�U�L�H�����G�R�F�X�P�H�Q�W�H��

�O�H�J�L�V�O�D�W�L�Y�H�����K�R�W���U�k�U�L���J�X�Y�H�U�Q�D�P�H�Q�W�D�O�H�����R�U�G�L�Q�H���P�L�Q�L�V�W�H�U�L�D�O�H�����V�W�D�Q�G�D�U�G�H���ú�L���U�H�J�O�H�P�H�Q�W���U�L���D�O�H���X�Q�R�U���R�U�J�D�Q�L�]�D� �L�L����

�R�I�H�U�W�H�����P�H�V�D�M�H���D�G�U�H�V�D�W�H���X�Q�L�W�D�W�L�L���G�H���S�H�U�V�R�D�Q�H���S�X�E�O�L�F�H���ú�L���S�U�L�Y�D�W�H�����H�W�F�� 

 

    5.4. �'�R�F�X�P�H�Q�W�H�O�H���G�H���S�U�R�Y�H�Q�L�H�Q� �����L�Q�W�H�U�Q�� �W�U�L�P�L�V�H���G�H���X�Q�L�W�D�W�H���v�Q���H�[�W�H�U�L�R�U���V�H���U�H�I�H�U�����O�D���G�L�Y�H�U�V�H���W�L�S�Xri de 

�U���V�S�X�Q�V�X�U�L�� �ú�L�� �V�F�U�L�V�R�U�L���� �v�Q�� �F�R�Q�W�H�[�W�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�X�� �F�L�U�F�X�L�W�� �L�Q�W�H�U�Q���� �D�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �G�H�� �S�U�R�Y�H�Q�L�H�Q� ����

�H�[�W�H�U�Q�������D�O���D�F� �L�X�Q�L�O�R�U���G�H���U�H�S�U�H�]�H�Q�W�D�U�H���ú�L���D�V�L�J�X�U�D�U�H���D���Y�L�]�L�E�L�O�L�W��� �L�L���X�Q�L�W�D�W�L�L�����H�W�F��  

 

        �1�L�Y�H�O���G�H���D�F�F�H�V�L�E�L�O�L�W�D�W�H�������S�X�E�O�L�F�� 
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6.  Documente  �G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

�ƒ SR EN ISO 9001:2008 -  �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����&�H�U�L�Q� �H�� 

�ƒ EN ISO 9000:2000 -   �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����(�O�H�P�H�Q�W�H���I�X�Q�G�D�P�H�Q�W�D�O�H���ú�L���Y�R�F�D�E�X�O�D�U�� 

�ƒ EN ISO 9004:2000  - �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����/�L�Q�L�L���G�L�U�H�F�W�R�D�U�H���S�H�Q�W�U�X�����v�P�E�X�Q�D�W�D�W�L�U�H�D��

performantelor.  

�ƒ SR ISO 19011: 2003 - �*�K�L�G���S�H�Q�W�U�X���D�X�G�L�W�D�U�H�D���V�L�V�W�H�P�H�O�R�U���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���ú�L���V�D�X���P�H�G�L�X�� 

�ƒ SR ISO 10013: 2003 - Linii directoare pentru �G�R�F�X�P�H�Q�W�D� �L�D���V�L�V�W�H�P�X�O�X�L 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������� cu modificarile si completarile ulterioare; 

�ƒ �2�U�G�L�Q�X�O���0�(�G�&�����������������������������������S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���V�H�U�Y�L�F�L�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H���v�Q���L�Q�V�W�L�W�X� �L�L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�Dr; 

�ƒ Legea nr. 69/2011 privind modificarea O.U.G. �Q�U���� ������ �G�L�Q�� ������ �L�X�O�L�H�� ���������� �S�U�L�Y�L�Q�G�� �D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W��� �L�L��

�H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006 - �3�H�Q�W�U�X���D�S�U�R�E�D�U�H�D���2�U�G�R�Q�D�Q� �H�L���G�H���X�U�J�H�Q� �����D���*�X�Y�H�U�Q�X�O�X�L���Q�U����������������������

�S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�����P�R�G�L�I�L�F�D�W�����S�U�L�Q���2�8�*�������������������� 

�ƒ H.G.21:10.01.2007 - �6�W�D�Q�G�D�U�G�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar; 

�¾ H.G. 1534:25.11.2008  - �3�U�L�Y�L�Q�G���D�S�U�R�E�D�U�H�D���V�W�D�Q�G�D�U�G�H�O�R�U���G�H���U�H�I�H�U�L�Q� �����ú�L���D���L�Q�G�L�F�D�W�R�U�L�O�R�U���G�H���S�H�U�I�R�U�P�D�Q� ����

pentru evaluare�D���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�ƒ �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��

�F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L���ú�F�R�O�D�U�H�� 

�ƒ �,�Q�V�W�U�X�F� �L�X�Q�L���S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�� �D�U�K�L�Y���� �O�D�� �F�U�H�D�W�R�U�L�L�� �ú�L�� �G�H� �L�Q���W�R�U�L�L�� �G�H�� �G�R�F�X�P�H�Q�W�H���� �R�U�G�L�Q�� �G�H�� �]�L�� �Q�U����

�������������������D�O���$�U�K�L�Y�H�O�R�U���1�D� �L�R�Q�D�O�H�� 

�ƒ Legea nr. 135/2007 privind �$�U�K�L�Y�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���v�Q���I�R�U�P�����H�O�H�F�W�U�R�Q�L�F��. 
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6.4. Alte documente, inclusiv reglementari interne ale  unitatii  

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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���������'�H�I�L�Q�L� �L�L�����ú�L�����S�U�H�V�F�X�U�W���U�L���D�O�H���W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L���v�Q���S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Arhiva Ansamblu de documente constituite organic (elaborate 

�V�D�X���S�U�L�P�L�W�H�����U�H�I�H�U�L�W�R�D�U�H���O�D���L�V�W�R�U�L�D���J�U���G�L�Q�L� �H�L�����G�H�V�W�L�Q�D�W�H���S�U�L�Q��

natura lor a fi conservate; 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

PROCEDURA SISTEM 
CALITATE  

CONTROLUL DOCUMENTELOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 

Cod: P.S.Q. 01 
Pagina     din 27 
Exemplar nr.:  

 

144 
 

9. Arhiva Curenta �$�U�K�L�Y�D�� �F�R�Q�V�W�L�W�X�L�W���� �G�L�Q�� �G�R�F�X�P�H�Q�W�H�� �S�U�L�P�L�W�H���� �H�[�S�H�G�L�D�W�H�� �V�D�X��

�v�Q�W�R�F�P�L�W�H�� �S�H�Q�W�U�X�� �X�]�� �L�Q�W�H�U�Q���� �U�H�]�X�O�W�D�W�H�� �G�L�Q�� �D�F�W�L�Y�L�W�D�W�H�D��

�F�R�W�L�G�L�D�Q���� �D�� �H�Q�W�L�W��� �L�O�R�U����-de exemplu: versiuni de 

�U�H�J�O�H�P�H�Q�W���U�L�� �F�D�U�H�� �Q�X�� �P�D�L�� �V�X�Q�W�� �Y�D�O�D�E�L�O�H���� �U�H�J�O�H�P�H�Q�W���U�L�� �D��

�F���U�R�U���G�X�U�D�W�����G�H���D�S�O�L�F�D�U�H���D���H�[�S�L�U�D�W�����U�D�S�R�D�U�W�H���D���F���U�R�U���H�I�H�F�W���V-

a consumat-���� �G�R�F�X�P�H�Q�W�H�� �F�D�U�H�� �V�X�Q�W�� �S���V�W�U�D�W�H�� �O�D�� �H�Q�W�L�W��� �L�� �X�Q��

�W�L�P�S�� �O�L�P�L�W�D�W���� �W�L�P�S�� �v�Q�� �F�D�U�H�� �V�X�Q�W�� �F�R�Q�V�W�L�W�X�L�W�H�� �v�Q�� �G�R�V�D�U�H�� �V�D�X��

�F�R�O�H�F� �L�L���G�H���G�R�F�X�P�H�Q�W�H���S�H���V�X�S�R�U�W���H�O�H�F�W�U�R�Q�L�F�� 

10. Arhiva Electronica �6�L�V�W�H�P�X�O�� �H�O�H�F�W�U�R�Q�L�F�� �G�H�� �D�U�K�L�Y�D�U�H���� �v�P�S�U�H�X�Q���� �F�X�� �W�R�W�D�O�L�W�D�W�H�D��

�G�R�F�X�P�H�Q�W�H�O�R�U���v�Q���I�R�U�P�����H�O�H�F�W�U�R�Q�L�F�����D�U�K�L�Y�D�W�H�� 

11. Confidentialitate �0���V�X�U�L���G�H���S�U�R�W�H�F� �L�H���D���L�Q�I�R�U�P�D� �L�L�O�R�U�����F�D�U�H���V�H���U�H�I�H�U�����O�D���G�D�W�H��

�S�H�U�V�R�Q�D�O�H���D�O�H���F�R�S�L�L�O�R�U���ú�L���D�Q�J�D�M�D� �L�O�R�U�� 

12. Document Suport de hartie sau informatic putand fi consultat sau pe 

care se pot inregistra valori sau date; 

13. Formular �6�X�S�R�U�W���S�U�H�V�W�D�E�L�O�L�W���S�H�U�P�L� �k�Q�G���v�Q�U�H�J�L�V�W�U�D�U�H�D���Y�D�O�R�U�L�O�R�U���V�D�X��

�G�D�W�H�O�R�U���v�Q�W�U-�R���P�D�Q�L�H�U�D���R�U�L�J�L�Q�D�O�����ú�L���X�ú�R�U���G�H���H�[�S�O�R�D�W�D�W�� 

14. Instructiuni de lucru �'�R�F�X�P�H�Q�W�� �G�H�� �U�H�I�H�U�L�Q� ���� �F�D�U�H�� �S�U�H�]�L�Q�W���� �P�R�G�X�O�� �F�X�P�� �V�H��

�U�H�D�O�L�]�H�D�]���� �F�X�� �F�R�Q�V�H�F�Y�H�Q� ���� �D�F�W�L�Y�L�W��� �L�O�H�� �ú�L�� �S�U�R�F�H�V�H�O�H�� �v�Q��

�X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W 

15. Inregistrare �'�R�F�X�P�H�Q�W���F�D�U�H���I�X�U�Q�L�]�H�D�]�����G�R�Y�H�]�L���W�D�Q�J�L�E�L�O�H���D�O�H��

�D�F�W�L�Y�L�W��� �L�O�R�U���H�I�H�F�W�X�D�W�H���V�D�X���D�O�H���U�H�]�X�O�W�D�W�H�O�R�U���R�E� �L�Q�X�W�H�� 

16. Mediu de stocare �2�U�L�F�H���P�H�G�L�X���S�H���F�D�U�H���V�H���S�R�D�W�H���v�Q�U�H�J�L�V�W�U�D���V�D�X���G�H���S�H���F�D�U�H���V�H��

�S�R�D�W�H���U�H�G�D���X�Q���G�R�F�X�P�H�Q�W���v�Q���I�R�U�P�����H�O�H�F�W�U�R�Q�L�F���� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. ARACIP  �$�J�H�Q� �L�D���5�R�P�k�Q�����S�H�Q�W�U�X���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q��

�Ì�Q�Y��� ���P�k�Q�W�X�O���3�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

9. CEAC �F�R�P�L�V�L�D���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���H�G�X�F�D� �L�H 

10. PQ procedure  de sistem calitate 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

8.1.1. Controlul documentelor 

(1) Controlul documentelor �V�H���U�H�I�H�U�������G�X�S�����F�D�]�����O�D���X�U�P���W�R�D�U�H�O�H���D�V�S�H�F�W�H�� 

- aprobarea �G�R�F�X�P�H�Q�W�H�O�R�U���v�Q�D�L�Q�W�H���G�H���H�P�L�W�H�U�H�����v�Q���F�H�H�D���F�H���S�U�L�Y�H�ú�W�H���D�G�H�F�Y�D�U�H�D���D�F�H�V�W�R�U�D���G�L�Q���S�X�Q�F�W�X�O���G�H��

�Y�H�G�H�U�H���D�O���F�R�Q� �L�Q�X�W�X�O�X�L���ú�L���I�R�U�P�H�L�� 

- analizarea, actualizarea, reaprobarea documentelor; 

- �D�V�L�J�X�U�D�U�H�D���L�G�H�Q�W�L�I�L�F���U�L�L���P�R�G�L�I�L�F���U�L�O�R�U���ú�L���D���V�W�D�G�L�X�O�X�L���U�H�Y�L�]�X�L�U�L�L���F�X�U�H�Q�W�H�� 

- asi�J�X�U�D�U�H�D���G�L�V�S�R�Q�L�E�L�O�L�W��� �L�L���Y�H�U�V�L�X�Q�L�O�R�U���D�S�O�L�F�D�E�L�O�H���D�O�H���G�R�F�X�P�H�Q�W�H�O�R�U���O�D���W�R�D�W�H���S�X�Q�F�W�H�O�H���G�H���X�W�L�O�L�]�D�U�H���S�H�Q�W�U�X��

�I�X�Q�F� �L�L�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H�� 

- �D�V�L�J�X�U�D�U�H�D���O�L�]�L�E�L�O�L�W��� �L�L���ú�L���D���L�G�H�Q�W�L�I�L�F���U�L�L���F�X���X�ú�X�U�L�Q� �����D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

- �D�V�L�J�X�U�D�U�H�D���L�G�H�Q�W�L�I�L�F���U�L�L���ú�L���G�L�V�W�U�L�E�X� �L�H�L���F�R�Q�W�U�R�O�D�W�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���G�H���S�U�R�Y�H�Q�L�H�Q� �����H�[�W�H�U�Q���� 

- �S�U�H�Y�H�Q�L�U�H�D�� �X�W�L�O�L�]���U�L�L�� �Q�H�L�Q�W�H�Q� �L�R�Q�D�W�H�� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �S�H�U�L�P�D�W�H�� �S�U�L�Q�� �V�F�R�D�W�H�U�H�D�� �O�R�U�� �G�L�Q�� �F�L�U�F�X�L�W�� �ú�L��

�L�G�H�Q�W�L�I�L�F�D�U�H�D���D�G�H�F�Y�D�W�����v�Q���F�D�]�X�O���F�k�Q�G���V�X�Q�W���S���V�W�U�D�W�H�� 

(2) �&�L�U�F�X�O�D� �L�D���G�R�F�X�P�H�Q�W�H�O�R�U �H�V�W�H��� �L�Q�X�W�����V�X�E��control atunci �F�k�Q�G���G�R�F�X�P�H�Q�W�H�O�H��permit: 

- identificarea persoanelor care le-au elaborat, avizat, aprobat, difuzat, modificat, retras; 

- identificarea persoanelor care le-�D�X���S�U�L�P�L�W���S�H�Q�W�U�X���H�[�H�U�F�L�W�D�U�H�D���D�Q�X�P�L�W�R�U���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���� 

- asocierea �X�Q�L�F���� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�X�� �G�D�W�H�O�H���G�H�� �H�P�L�W�H�U�H�� �ú�L�� �W�U�D�Q�V�I�H�U�� �D�V�W�I�H�O�� �v�Q�F�k�W�� �V���� �V�H�� �F�X�Q�R�D�V�F���� �F�X��

�H�[�D�F�W�L�W�D�W�H�� �W�U�D�V�H�X�O�� �v�Q�� �F�D�G�U�X�O�� �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  �D�W�k�W�� �S�H�Q�W�U�X��

�G�R�F�X�P�H�Q�W�H�O�H���G�H���S�U�R�Y�H�Q�L�H�Q� �����L�Q�W�H�U�Q�����F�k�W���ú�L���S�H�Q�W�U�X���F�H�O�H���G�H���S�U�R�Y�H�Q�L�H�Q� �����H�[�W�H�U�Q���� 

(3) Mediul suport al documentelor poate fi �K�k�U�W�L�D��sau un suport informatic. 

 

8.1.2. �&�R�P�X�Q�L�F�D�U�H���H�[�W�H�U�Q�����ú�L���F�R�P�X�Q�L�F�D�U�H���L�Q�W�H�U�Q�� 

�������� �3�U�L�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U������ �P�D�Q�D�J�H�P�H�Q�W�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  se 

�D�V�L�J�X�U�����F�����O�D���Q�L�Y�H�O�X�O���S�U�R�F�H�V�H�O�R�U���ú�L���G�R�F�X�P�H�Q�W�H�O�R�U�����X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W���D�U�H���V�W�D�E�L�O�L�W�H���S�U�Rcese adecvate de 

comunicare�����X�Q���D�F�F�H�Q�W���G�H�R�V�H�E�L�W���D�Y�k�Q�G�X-�O���F�R�P�X�Q�L�F�D�U�H�D���v�Q���L�Q�W�H�U�L�R�U�X�O���J�U���G�L�Q�L� �H�L���F�X���v�Q�W�U�H�D�J�X�O���S�H�U�V�R�Q�D�����G�H�I�L�Q�L�W����

�F�R�P�X�Q�L�F�D�U�H���L�Q�W�H�U�Q��. 

�1�R�W��: �Ì�Q���F�D�]�X�O���G�R�F�X�P�H�Q�W�H�O�R�U���S�U�L�Q���F�D�U�H���V�H���F�R�P�X�Q�L�F�����D�Q�X�P�L�W�H���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���v�Q���P�R�G���L�P�S�O�L�F�L�W���V�H���F�R�Q�V�L�G�H�U����

�F�����S�H�U�V�R�D�Q�H�O�H���F�D�U�H���D�X���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���D�S�O�L�F���U�L�L���G�L�V�S�R�]�L� �L�L�O�R�U���X�Q�X�L���G�R�F�X�P�H�Q�W�����U���V�S�X�Q�G���v�Q���I�D� �D���ú�H�I�X�O�X�L���L�H�U�D�U�K�L�F��
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�G�H���D�S�O�L�F�D�U�H�D���O�R�U�����L�D�U���D�W�X�Q�F�L���F�k�Q�G���G�L�V�S�R�Q�L�E�L�O�L�W�D�W�H�D���D�S�O�L�F���U�L�L���F�D�G�H���v�Q���V�H�D�P�D���X�Q�H�L���H�Q�W�L�W��� �L���G�H���D�S�O�L�F�D�U�H���U���V�S�X�Q�G���v�Q��

�I�D� �D���ú�H�I�X�O�X�L���L�H�U�D�U�K�L�F���V�X�S�H�U�L�R�U�����F�R�Q�G�X�F���W�R�U�L�L���H�Q�W�L�W��� �L�L 

respective. De exemplu�����G�D�F�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���U�H�Y�L�Q�H���X�Q�X�L���P�H�P�E�U�X���D�O���F�R�P�L�V�L�H�L���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���H�G�X�F�D� �L�H�����G�H���D�S�O�L�F�D�U�H���U���V�S�X�Q�G�H���v�Q���I�D� �D���P�D�Q�D�J�H�U�X�O�X�L���U�H�V�S�R�Q�V�D�E�L�O�X�O���&�(�$�&�� 

�������� �'�R�F�X�P�H�Q�W�H�O�H�� �H�O�D�E�R�U�D�W�H�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �I�D�F�L�O�L�W�H�D�]����

�F�R�P�X�Q�L�F�D�U�H�D���L�Q�W�H�Q� �L�H�L���ú�L���F�R�Q�V�H�F�Y�H�Q� �D���D�F� �L�X�Q�L�L���D�W�k�W���v�Q���L�Q�W�H�U�L�R�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���F�k�W���ú�L���v�Q���U�H�O�D� �L�D���X�Q�L�W�D�W�L�L����

cu exteriorul. �3�U�R�E�O�H�P�D���H�O�D�E�R�U���U�L�L���F�R�Q� �L�Q�X�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�X���F�R�Q�V�W�L�W�X�L�H���R�E�L�H�F�W�X�O���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�� 

(3) Utilizarea procedurii contribuie la: 

- furnizarea de dovezi obiective cu privire la controlul documentelor  

- �H�Y�D�O�X�D�U�H�D���H�I�L�F�D�F�L�W��� �L�L���ú�L���D���D�G�H�F�Y���U�L�L���F�R�Q�W�L�Q�X�H���D���V�L�V�W�H�P�X�O�X�L���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L���G�L�Q���O�D���F�H�U�L�Q� �H�O�H���L�Q�W�H�U�Q�H��

�ú�L���H�[�W�H�U�Q�H�� 

- �G�H�U�X�O�D�U�H�D�� �S�U�R�F�H�V�H�O�R�U�� �G�L�Q�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �F�H�U�L�Q� �H�O�H�� �L�Q�W�H�U�Q�H�� �ú�L���H�[�W�H�U�Q�H�� �ú�L��

�v�P�E�X�Q���W��� �L�U�H�D���F�D�O�L�W��� �L�L���S�U�R�F�H�V�H�O�R�U�� 

- �D�V�L�J�X�U�D�U�H�D���F�H�U�L�Q� �H�O�R�U���G�H���U�H�S�H�W�D�E�L�O�L�W�D�W�H �ú�L���W�U�D�V�D�E�L�O�L�W�D�W�H�� 

- �D�V�L�J�X�U�D�U�H�D���X�Q�H�L���L�Q�V�W�U�X�L�U�L���D�G�H�F�Y�D�W�H���D���S�H�U�V�R�Q�D�O�X�O�X�L���J�U���G�L�Q�L� �H�L�����F�X���S�U�L�Y�L�U�H���O�D���F�R�Q�W�U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U�� 

�������� �3�H�U�V�R�Q�D�O�X�O�� �� �D�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� �G�H�� �D�� �R�S�H�U�D�� �v�Q�� �F�D�G�U�X�O�� �S�U�R�F�H�V�H�O�R�U�� �S�H�� �F�D�U�H�� �O�H�� �G�H�U�X�O�H�D�]���� �F�X�� �G�R�F�X�P�H�Q�W�H��

�Y�D�O�D�E�L�O�H�� �ú�L�� �G�H�� �D�� �H�O�D�E�R�U�D�� �G�R�F�X�P�H�Q�W�H�� �S�U�R�S�U�L�L�� �S�H�Q�W�U�X�� �v�P�E�X�Q���W��� �L�U�H�D�� �ú�L�� �F�R�Q�W�U�R�O�X�O�� �G�L�I�H�U�L�W�H�O�R�U�� �S�U�R�F�H�V�H���� �6�H��

�U�H�F�R�P�D�Q�G�����F�D���G�R�F�X�P�H�Q�W�H�O�H���S�U�R�S�U�L�L���V�����I�L�H���H�O�D�E�R�U�D�W�H���G�H���F���W�U�H���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H���v�Q���S�U�R�F�H�V�H�O�H���ú�L���D�F�W�L�Y�L�W��� �L�O�H��

�U�H�V�S�H�F�W�L�Y�H���� �S�U�L�Q�� �D�F�H�D�V�W�D�� �D�V�L�J�X�U�k�Q�G�X-�V�H���R���v�Q� �H�O�H�J�H�U�H���P�D�L���E�X�Q���� �D���F�H�U�L�Q� �H�O�R�U�� �Q�H�F�H�V�D�U�H���� �R���V�S�R�U�L�U�H���D���L�P�S�O�L�F���U�L�L��

�S�H�U�V�R�Q�D�O�X�O�X�L���ú�L���G�H�]�Y�R�O�W�D�U�H�D���V�L�P� �X�O�X�L���D�S�D�U�W�H�Q�H�Q� �H�L���O�D���/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

. 

�1�R�W�������/�D���H�O�D�E�R�U�D�U�H�D���X�Q�R�U���G�R�F�X�P�H�Q�W�H���S�U�R�S�U�L�L���G�H���v�P�E�X�Q���W��� �L�U�H���ú�L���F�R�Q�W�U�R�O���D���S�U�R�F�H�V�H�O�R�U���W�U�H�E�X�L�H���V�����V�H��� �L�Q�����V�H�D�P�D��

�G�H���X�U�P���W�R�D�U�H�O�H���D�V�S�H�F�W�H�� 

- �L�G�H�Q�W�L�I�L�F�D�U�H�D���S�U�R�F�H�V�H�O�R�U���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���D���v�P�E�X�Q���W��� �L���V�L�V�W�H�P�X�O���D�F�W�X�D�O�� 

- �v�Q� �H�O�H�J�H�U�H�D���L�Q�W�H�U�D�F� �L�X�Q�L�O�R�U���G�L�Q�W�U�H���D�F�H�V�W�H���S�U�R�F�H�V�H; 

- �G�R�F�X�P�H�Q�W�D�U�H�D���S�U�R�F�H�V�H�O�R�U���G�H���v�P�E�X�Q���W��� �L�U�H�����D�W�k�W���F�k�W���H�V�W�H���Q�H�F�H�V�D�U�����S�H�Q�W�U�X���D���D�V�L�J�X�U�D���I�X�Q�F� �L�R�Q�D�U�H�D���ú�L���F�R�Q�W�U�R�O�X�O��

eficace al acestora. 

�Ì�Q�� �V�F�R�S�X�O�� �G�R�F�X�P�H�Q�W���U�L�L�� �S�U�R�F�H�V�H�O�R�U�� �G�H���v�P�E�X�Q���W��� �L�U�H���V�H�� �Y�D�� �D�Y�H�D�� �v�Q�� �Y�H�G�H�U�H�����G�X�S���� �F�D�]���� �X�W�L�O�L�]�D�U�H�D���D�G�D�S�W�D�U�H�D��

tipizatelor �ú�L���V�D�X���D��documentelor existente. 

�3�U�L�Q���D�F�H�D�V�W�D���V�H���Y�D���V�F�X�U�W�D���V�H�P�Q�L�I�L�F�D�W�L�Y���W�L�P�S�X�O���G�H���H�O�D�E�R�U�D�U�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���S�U�R�S�U�L�L���ú�L���V�H���Y�D���X�ú�X�U�D���L�G�H�Q�W�L�I�L�F�D�U�H�D��

�S�U�R�F�H�V�H�O�R�U���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���D���v�P�E�X�Q���W��� �L���V�L�V�W�H�P�X�O���D�F�W�X�D�O���� 
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8.1.3�����$�G�P�L�Q�L�V�W�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U 

(������ �Ì�Q�� �F�D�G�U�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  �D�G�P�L�Q�L�V�W�U�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �ú�L��

�J�H�V�W�L�R�Q�D�U�H�D�� �F�L�U�F�X�O�D� �L�H�L�� �D�F�H�V�W�R�U�D�� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �R�U�J�D�Q�L�J�U�D�P�D�� �G�L�Q��Anexa nr. 4 �ú�L�� �F�X��

�X�U�P���W�R�D�U�H�O�H���L�Q�V�W�U�X�F� �L�X�Q�L���G�H���O�X�F�U�X: 

- �$�G�P�L�Q�L�V�W�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U���F�X��circuit intern; 

- �$�G�P�L�Q�L�V�W�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U���F�X��circuit extern de �S�U�R�Y�H�Q�L�H�Q� �����H�[�W�H�U�Q��; 

- �$�G�P�L�Q�L�V�W�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U���F�X��circuit extern de provenie�Q� �����L�Q�W�H�U�Q����trimise 

�G�H���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W���v�Q���H�[�W�H�U�L�R�U�� 

(2) Cu privire la documentele cu circuit intern administ�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���O�R�U���D�U�H���X�U�P���W�R�D�U�H�O�H��

scopuri: 

- �S�X�Q�H�U�H�D�� �v�Q�� �F�L�U�F�X�O�D� �L�H�� �D�� �X�Q�R�U�� �G�R�F�X�P�H�Q�W�H�� �F�D�U�H�� �Sermit identificarea persoanelor care le-�D�X�� �H�O�D�E�R�U�D�W�� �ú�L�� �D��

�H�Q�W�L�W��� �L�O�R�U���G�H���O�D���F�D�U�H���S�U�R�Y�L�Q�����D���S�H�U�V�R�D�Q�H�O�R�U���F�D�U�H���O�H-�D�X���D�Y�L�]�D�W���V�D�X���D�S�U�R�E�D�W���S�R�W�U�L�Y�L�W���I�X�Q�F� �L�L�O�R�U���S�H���F�D�U�H���O�H���R�F�X�S����

�v�Q���F�D�G�U�X�O �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L�����D���H�Q�W�L�W��� �L�L���F�D�U�H���O�H-�D���S�X�V���v�Q���F�L�U�F�X�O�D� �L�H�����D��

�S�H�U�V�R�D�Q�H�O�R�U���V�D�X���H�Q�W�L�W��� �L�O�R�U �F���U�R�U�D���O�H���V�X�Q�W���G�H�V�W�L�Q�D�W�H�����S�U�H�F�X�P���ú�L���D�V�R�F�L�H�U�H�D���X�Q�L�F�����D���G�R�F�X�P�H�Q�W�H�O�R�U���F�X���G�D�W�H�O�H���G�H��

emitere; 

- transferul controlat �D�O���G�R�F�X�P�H�Q�W�H�O�R�U���D�W�k�W���v�Q�W�U�H���H�Q�W�L�W��� �L�����F�k�W���ú�L���v�Q�W�U�H���S�H�U�V�R�D�Q�H���ú�L���H�Q�W�L�W��� �L���D�O���G�R�F�X�P�H�Q�W�H�O�R�U���F�X��

circuit intern prin �v�Q�U�H�J�L�V�W�U�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U��la pun�H�U�H�D�� �v�Q�� �F�L�U�F�X�O�D� �L�H�� �ú�L�� �O�D�� �S�U�L�P�L�U�H�D�� �O�R�U�� �S�U�L�Q��registrul 

�L�Q�W�U���U�L���L�H�ú�L�U�L. 

(3) Cu privire la documentele cu circuit extern administra�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L���O�R�U���D�U�H���X�U�P���W�R�D�U�H�O�H��

scopuri: 

- �S�X�Q�H�U�H�D���v�Q���F�L�U�F�X�O�D� �L�H���v�Q���F�D�G�U�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  a unor documente 

�G�H���S�U�R�Y�H�Q�L�H�Q� �����H�[�W�H�U�Q�����F�D�U�H���S�H�U�P�L�W���L�G�H�Q�W�L�I�L�F�D�U�H�D���V�X�U�V�H�L���F�D�U�H���O�H-�D�X���H�O�D�E�R�U�D�W���ú�L���G�H���O�D���F�D�U�H���S�U�R�Y�L�Q�����D���S�H�U�V�R�D�Q�H�O�R�U��

�G�L�Q�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �� �F�D�U�H���� �S�R�W�U�L�Y�L�W�� �I�X�Q�F� �L�L�O�R�U�� �S�H�� �F�D�U�H�� �O�H�� �R�F�X�S���� �v�Q�� �F�D�G�U�X�O��Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  le-�D�� �S�X�V�� �v�Q�� �F�L�U�F�X�O�D� �L�H���� �D�� �S�H�U�V�R�D�Q�H�O�R�U�� �V�D�X�� �H�Q�W�L�W��� �L�O�R�U�� �F���U�R�U�D�� �O�H�� �V�X�Q�W��

�G�H�V�W�L�Q�D�W�H�����S�U�H�F�X�P���ú�L���D�V�R�F�L�H�U�H�D���X�Q�L�F�����D���G�R�F�X�P�H�Q�W�H�O�R�U���F�X���G�D�W�H�O�H���G�H���L�Q�W�U�D�U�H���v�Q �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  ; 

- �S�X�Q�H�U�H�D���v�Q���F�L�U�F�X�O�D� �L�H���D���X�Q�R�U���G�R�F�X�P�H�Q�W�H���G�H���S�U�R�Y�H�Q�L�H�Q� �����L�Q�W�H�U�Q�����W�U�L�P�L�V�H���v�Q��exterior care permit identificarea 

persoanelor care le-�D�X���H�O�D�E�R�U�D�W���ú�L���D���H�Q�W�L�W��� �L�O�R�U���G�H���O�D���F�D�U�H���S�U�R�Y�L�Q�����D���S�H�U�V�R�D�Q�H�O�R�U���F�D�U�H���O�H-au avizat sau aprobat 

�S�R�W�U�L�Y�L�W���I�X�Q�F� �L�L�O�R�U���S�H���F�D�U�H���O�H���R�F�X�S�����v�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�����D���H�Q�W�L�W��� �L�L���F�D�U�H���O�H-�D���S�X�V���v�Q���F�L�U�F�X�O�D� �Le, a 

�S�H�U�V�R�D�Q�H�O�R�U���V�D�X���H�Q�W�L�W��� �L�O�R�U���F���U�R�U�D���O�H���V�X�Q�W���G�H�V�W�L�Q�D�W�H�����S�U�H�F�X�P���ú�L���D�V�R�F�L�H�U�H�D���X�Q�L�F�����D���G�R�F�X�P�H�Q�W�H�O�R�U���F�X���G�D�W�H�O�H���G�H��

emitere; 
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- transferul controlat �v�Q��unitate  �D�W�k�W�� �v�Q�W�U�H�� �H�Q�W�L�W��� �L�� �F�k�W�� �ú�L�� �v�Q�W�U�H�� �S�H�U�V�R�D�Q�H�� �ú�L�� �H�Q�W�L�W��� �L���� �D�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�D�U�H��

�D�S�D�U� �L�Q���G�H���F�L�U�F�X�L�W�X�O���H�[tern prin �v�Q�U�H�J�L�V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U�����O�D���S�X�Q�H�U�H�D���v�Q���F�L�U�F�X�O�D� �L�H���ú�L���O�D���S�U�L�P�L�U�H�D���O�R�U���S�U�L�Q��

�U�H�J�L�V�W�U�X�O���L�Q�W�U���U�L���L�H�ú�L�U�L�� 

 

8.1.4  �$�F�W�L�Y�L�W��� �L 

8.1.4.1. Utilizarea elementelor de identificare a documentelor 

(1) Pentru identificarea documentelor,  se folosesc ca principale elemente de identificare: antetul, 

�V�H�P�Q���W�X�U�D, �Q�X�P���U�X�O���ú�L���G�D�W�D���G�H���v�Q�U�H�J�L�V�W�U�D�U�H��la primire conform �U�H�J�L�V�W�U�X�O�X�L���G�H���L�Q�W�U���U�L���L�H�ú�L�U�L. 

�������� �3�H�Q�W�U�X�� �G�R�F�X�P�H�Q�W�H�O�H�� �U�H�G�D�F�W�D�W�H�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  antetul va 

�F�R�Q� �L�Q�H���V�L�J�O�D�������Q�X�P�H�O�H���X�Q�L�W�D�W�L�L�����Q�X�P�H�O�H���H�Q�W�L�W��� �Li emitente sau compartimentului emitent, adresa, numerele 

�G�H�� �W�H�O�H�I�R�Q�� �ú�L�� �I�D�[���� �D�G�U�H�V���� �G�H�� �H-�P�D�L�O���� �G�D�W�D�� �S�X�Q�H�U�L�L�� �v�Q�� �F�L�U�F�X�O�D� �L�H���� �Q�X�P���U�X�O�� �ú�L�� �G�D�W�D�� �G�H�� �v�Q�U�H�J�L�V�W�U�D�U�H�� �F�R�Q�I�R�U�P��

�U�H�J�L�V�W�U�X�O�X�L���G�H���L�Q�W�U���U�L���L�H�ú�L�U�L�����ú�L�����G�X�S�����F�D�]�����Q�X�P���U�X�O���G�H���H�[�H�P�S�O�D�U�H���v�Q���F�D�U�H���D���I�R�V�W���H�P�L�V���� 

(3) Numele persoanelor care au aprobat documentul ca urmare a �F�R�P�S�H�W�H�Q� �H�O�R�U���D�V�R�F�L�D�W�H���I�X�Q�F� �L�H�L���v�Q�G�H�S�O�L�Q�L�W�H��

�v�Q�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �� �ú�L�� �F�D�� �U�H�S�U�H�]�H�Q�W�D�Q� �L�� �D�L�� �X�Q�H�L�� �V�W�U�X�F�W�X�U�L�� �G�H�� �F�R�Q�G�X�F�H�U�H�� �D��Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  �S�U�H�F�X�P�� �ú�L�� �V�H�P�Q���W�X�U�D�� �D�F�H�V�W�R�U�D�� �V�H�� �W�U�H�F���� �G�X�S���� �F�D�]�� �O�D�� �V�I�k�U�ú�L�W�X�O��

�G�R�F�X�P�H�Q�W�X�O�X�L���V�D�X���O�D���v�Q�F�H�S�X�W�X�O���G�R�F�X�P�H�Q�W�X�O�X�L���� 

���������$�W�X�Q�F�L���F�k�Q�G���H�V�W�H���Q�H�F�H�V�D�U�����G�R�F�X�P�H�Q�W�X�O�����F�R�Q� �L�Q�H�����Q�X�P�H�O�H���ú�L���I�X�Q�F� �L�D���S�H�U�V�R�D�Q�H�L���F�D�U�H���O-�D���v�Q�W�R�F�P�L�W�� 

 

8.1.4.2. �$�Q�D�O�L�]�������D�S�U�R�E�D�U�H���ú�L���H�P�L�W�H�U�H 

���������Ì�Q�D�L�Q�W�H���G�H���D�S�U�R�E�D�U�H���G�R�F�X�P�H�Q�W�H�O�H���W�U�H�E�X�L�H��analizate pentru a se asigura: 

- �D�G�H�F�Y�D�U�H�D���O�D���V�F�R�S�X�O���X�U�P���U�L�W�� 

- �R���E�X�Q�����V�W�U�X�F�W�X�U�D�U�H���ú�L���H�[�D�F�W�L�W�D�W�H�����L�Q�F�O�X�V�L�Y���G�L�Q���S�X�Q�F�W�X�O���G�H���Y�H�G�H�U�H���D�O���S�U�H�F�L�]���U�L�L���G�D�W�H�L���G�H���L�Q�W�U�D�U�H���v�Q���Y�L�J�R�D�U�H�� 

- �F�O�D�U�L�W�D�W�H���S�U�L�Q���I�R�U�P�X�O���U�L���V�L�P�S�O�H�����L�Q�W�H�O�L�J�L�E�L�O�H���ú�L���I���U�����D�P�E�L�J�X�L�W��� �L�� 

- �O�L�]�L�E�L�O�L�W�D�W�H���S�H�Q�W�U�X���v�Q�V�F�U�L�V�X�U�L�O�H���G�H���R�U�L�F�H���I�R�U�P���� 

(2) Aprobarea �X�Q�X�L���G�R�F�X�P�H�Q�W���V�H���I�D�F�H���G�H�� �F���W�U�H���P�D�Q�D�J�H�U�X�O���V�D�X���G�L�U�H�F�W�R�U�X�O���X�Q�L�W�D�W�L�L���� �G�X�S���� �F�D�]���� �� �V�D�X���G�H���F���W�U�H��

�S�H�U�V�R�D�Q�H���G�H�O�H�J�D�W�H���G�H���D�F�H�ú�W�L�D���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���U�H�J�O�H�P�H�Q�W���U�L�O�H��unitatii. 

(3) Emiterea �G�R�F�X�P�H�Q�W�H�O�R�U�����S�X�Q�H�U�H�D���v�Q���F�L�U�F�X�O�D� �L�H�����V�H���I�D�F�H���Q�X�P�D�L���G�X�S�����D�S�U�R�E�D�U�H�D���O�R�U���� 

 

8.1.4.3. Difuzarea documentelor 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

PROCEDURA SISTEM 
CALITATE  

CONTROLUL DOCUMENTELOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
01 

Cod: P.S.Q. 01 
Pagina     din 27 
Exemplar nr.:  

 

150 
 

�������� �6�F�R�S�X�O�� �G�L�I�X�]���U�L�L�� �v�O�� �U�H�S�U�H�]�L�Q�W���� �S�X�Q�H�U�H�D�� �O�D�� �G�L�V�S�R�]�L� �L�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �X�Q�L�W�D�W�L�L�� �� �� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �G�H�� �L�Q�W�H�U�H�V��

�S�H�Q�W�U�X���D�F�W�L�Y�L�W�D�W�H�D���S�H���F�D�U�H���R���G�H�V�I���ú�R�D�U�����v�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W�����F�X���V�F�R�S�X�O���X�W�L�O�L�]���U�L�L���L�Q�I�R�U�P�D� �L�L�O�R�U���S�H���F�D�U�H��

�O�H���F�R�Q� �L�Q���V�D�X���F�X���V�F�R�S�X�O���L�Q�I�R�U�P���U�L�L���J�H�Q�H�U�D�O�H�� 

 (2) Difuzarea este �J�H�V�W�L�R�Q�D�W���� �G�H�� �H�P�L�W�H�Q�W�X�O���G�R�F�X�P�H�Q�W�X�O�X�L�� �ú�L�� �V�H�� �U�H�D�O�L�]�H�D�]���� �S�U�L�Q�� �V�H�F�U�H�W�D�U�D�� �X�Q�L�W�D�W�L�L�� �V�D�X�� �S�U�L�Q��

�V�H�F�U�H�W�D�U�L�L���H�Q�W�L�W��� �L�O�R�U���H�P�L�W�H�Q�W�H�� 

�������� �(�[�H�P�S�O�D�U�H�O�H�� �G�L�I�X�]�D�W�H�� �Y�R�U�� �I�L�� �G�L�V�S�R�Q�L�E�L�O�H�� �v�Q�� �W�R�D�W�H�� �O�R�F�X�U�L�O�H�� �X�Q�G�H�� �V�H�� �H�[�H�F�X�W���� �D�F�W�L�Y�L�W��� �L�� �H�V�H�Q� �L�D�O�H�� �S�H�Q�W�U�X��

�I�X�Q�F� �L�R�Q�D�U�H�D���H�I�L�F�L�H�Q�W�����D���S�U�R�F�H�V�X�O�X�L���G�H�V�F�U�L�V�� 

�������� �6�H���G�L�V�W�L�Q�J���G�R�X���� �W�L�S�X�U�L���G�H���G�L�I�X�]���U�L���� �G�L�I�X�]�D�U�H�D���F�R�Q�W�U�R�O�D�W������ �F�D�]�� �v�Q���F�D�U�H���I�L�H�F�D�U�H��document este difuzat cu 

�F�R�Q�I�L�U�P�D�U�H�D���S�U�L�P�L�U�L�L���ú�L���G�L�I�X�]�D�U�H�D���Q�H�F�R�Q�W�U�R�O�D�W�����± �F�D�U�H���V�H���X�W�L�O�L�]�H�D�]�����S�H�Q�W�U�X��documentele destinate doar pentru 

�L�Q�I�R�U�P�D�U�H�����I���U�����D���Y�L�]�D���v�Q���P�R�G���H�[�S�U�H�V���R���X�W�L�O�L�]�D�U�H���X�O�W�H�U�L�R�D�U���� 

 

8.1.4.4. �3���V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U 

(1) Persoanele care au primit documente cu �G�L�I�X�]�D�U�H�� �F�R�Q�W�U�R�O�D�W������ �S���V�W�U�H�D�]���� �D�F�H�V�W�H�� �G�R�F�X�P�H�Q�W�H�� �v�Q�� �]�R�Q�D�� �G�H��

lucru pentru exercitarea p�H�� �E�D�]�D�� �O�R�U�� �D�� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� �F�D�U�H�� �O�H�� �U�H�Y�L�Q�� �F�R�Q�I�R�U�P�� �S�R�V�W�X�O�X�L���� �V�D�X�� �S�H�Q�W�U�X��

informare. 

�,�G�H�Q�W�L�I�L�F�D�U�H�D���S�H�U�V�R�D�Q�H�O�R�U���V�H���I�D�F�H���S�U�L�Q���V�H�P�Q���W�X�U�D���G�H���S�U�L�P�L�U�H�����v�Q���U�H�J�L�V�W�U�X�O���G�H���L�Q�W�U���U�L���L�H�ú�L�U�L�� 

���������3���V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���F�X���G�L�I�X�]�D�U�H���F�R�Q�W�U�R�O�D�W�����V�H���I�D�F�H���v�Q���F�R�Q�G�L� �L�L���G�H��sig�X�U�D�Q� �����L�D�U���H�G�L� �L�L�O�H���Y�D�O�D�E�L�O�H���V�X�Q�W��

�v�Q�U�H�J�L�V�W�U�D�W�H���v�Q���5�H�J�L�V�W�U�X�O���G�R�F�X�P�H�Q�W�H�O�R�U���v�Q���Y�L�J�R�D�U�H���F�R�Q�F�H�S�X�W���F�D���v�Q��Anexa nr. 1. 

�������� �)�L�H�F�D�U�H�� �H�Q�W�L�W�D�W�H�� �Y�D�� �S���V�W�U�D�� �S�U�R�S�U�L�L�O�H�� �G�R�F�X�P�H�Q�W�H�� �H�P�L�V�H�� �ú�L�� �H�O�D�E�R�U�D�W�H�� �S�H���V�X�S�R�U�W�� �H�O�H�F�W�U�R�Q�L�F���� �v�Q�W�U-�X�Q�� �I�L�ú�L�H�U��

propriu,  pe calculatorul  din biroul �P�D�Q�D�J�H�U�X�O�X�L�������'�R�F�X�P�H�Q�W�H�O�H���H�P�L�V�H���Y�R�U���I�L���G�L�V�W�U�L�E�X�L�W�H���v�Q���R�U�G�L�Q�H�D���G�D�W�H�L���G�H��

emitere. 

�,�Q�I�R�U�P�D� �L�L�O�H���V�H���Y�R�U���W�U�D�Q�V�F�U�L�H���S�H���'�9�'-uri sau pe un alt mediu de stocare, pe intervale de un an:   1 septembrie 

�± 31 august�����ú�L���Y�R�U���I�L���S���V�W�U�D�W�H���v�Q�W�U-�X�Q���O�R�F���V�S�H�F�L�D�O���G�H�V�W�L�Q�D�W���v�Q��biroul managerului  cu titlul de: Documente 

elaborate �G�H�����������v�Q���L�Q�W�H�U�Y�D�O�X�O�����������,�Q�I�R�U�P�D� �L�D���D�V�W�I�H�O���S���V�W�U�D�W�����Y�D���S�X�W�H�D���V�H�U�Y�L���S�H�Q�W�U�X���D�U�K�L�Y�D�U�H���ú�L�����v�Q���P���V�X�U�D���v�Q���F�D�U�H��

�v�ú�L���S���V�W�U�H�D�]�����Y�D�O�D�E�L�O�L�W�D�W�H�D�����S�H�Q�W�U�X���X�]���F�X�U�H�Q�W�� 

 

8.1.4.5. Modificarea documentelor 

(1) Prin modifi�F�D�U�H�D���X�Q�X�L���G�R�F�X�P�H�Q�W���V�H���v�Q� �H�O�H�J�H���D�G�X�F�H�U�H�D���G�H���V�F�K�L�P�E���U�L���F�X���S�U�L�Y�L�U�H���O�D���D�F�H�V�W�D���V�X�E���I�R�U�P�D���X�Q�R�U��

�Q�R�L���U�H�Y�L�]�L�L���V�D�X���D���X�Q�R�U���Q�R�L���H�G�L� �L�L�����I���U�����D���D�I�H�F�W�D���I�R�Q�G�X�O���G�H���E�D�]�����ú�L���G�H�V�W�L�Q�D� �L�D���G�R�F�X�P�H�Q�W�X�O�X�L���L�Q�L� �L�D�O���� 

Reviziile �F�R�Q�V�W�D�X�� �v�Q�� �U�H�I�R�U�P�X�O���U�L�� �V�D�X�� �D�E�U�R�J���U�L�� �D�O�H�� �X�Q�R�U�� �D�U�W�L�F�R�O�H�� �ú�L���V�D�X�� �D�O�L�Q�L�D�W�H�� �G�L�Q�� �G�R�F�X�P�H�Q�W�X�O�� �L�Q�L� �L�D�O�� �V�D�X��

�U�H�]�X�O�W�D�W���G�X�S�����R���U�H�Y�L�]�L�H���D�Q�W�H�U�L�R�D�U�������L�D�U���H�G�L� �L�L�O�H �V�H���H�O�D�E�R�U�H�D�]�����D�W�X�Q�F�L���F�k�Q�G���V�H���D�G�X�F���F�R�P�S�O�H�W���U�L���S�U�L�Q���Q�R�L���D�U�W�L�F�R�O�H����
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�F�k�Q�G���D�S�D�U���V�F�K�L�P�E���U�L���G�H���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���V�D�X���D�W�X�Q�F�L���F�k�Q�G���I�R�U�P�D���U�H�]�X�O�W�D�W�����v�Q���X�U�P�D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��revizii 

�G�L�I�H�U�����V�X�E�V�W�D�Q� �L�D�O���I�D� �����G�H���U�H�Y�L�]�L�D������ 

���������3�H�U�V�R�Q�D�O�X�O�����L�P�S�O�L�F�D�W���v�Q���H�O�D�E�R�U�D�U�H�D�����D�Q�D�O�L�]�D���ú�L���D�S�U�R�E�D�U�H�D���P�R�G�L�I�L�F���U�L�O�R�U���W�U�H�E�X�L�H���V�����D�L�E�����D�F�F�H�V���O�D���L�Q�I�R�U�P�D� �L�L��

�D�G�H�F�Y�D�W�H�����S�H���E�D�]�D���F���U�R�U�D���V�����D�U�J�X�P�H�Q�W�H�]�H���P�R�G�L�I�L�F�D�U�H�D���� 

Documentele modificate �Y�R�U���I�L���D�Q�D�O�L�]�D�W�H���ú�L���D�S�U�R�E�D�W�H���G�H���V�W�U�X�F�W�X�U�L�O�H���ú�L���I�X�Q�F� �L�L�O�H���G�H���F�R�Q�G�X�F�H�U�H���F�D�U�H���D�X���D�Q�D�O�L�]�D�W��

�ú�L���D�S�U�R�E�D�W���v�Q���I�R�U�P�D���L�Q�L� �L�D�O�������G�D�F�����S�U�L�Q���O�H�J�H���ú�L���D�O�W�H���U�H�J�O�H�P�H�Q�W���U�L���Q�X���V�H���V�S�H�F�L�I�L�F�����D�O�W�I�H�O�� 

���������'�H���U�H�J�X�O�������G�R�F�X�P�H�Q�W�H�O�H���P�R�G�L�I�L�F�D�W�H���v�Q���/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  �V�H���S�X�Q���v�Q��

�F�L�U�F�X�O�D� �L�H���v�Q���Y�H�U�V�L�X�Q�H���F�R�P�S�O�H�W�����F�X���L�Q�G�L�F�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���v�Q�O�R�F�X�L�W�H���ú�L���D�E�U�R�J�D�W�H�����D���G�D�W�H�L���L�Q�W�U���U�L�L���v�Q���Y�L�J�R�D�U�H���D��

�I�R�U�P�H�L���P�R�G�L�I�L�F�D�W�H���ú�L�����G�X�S�����F�D�]�����F�X���L�Q�G�L�F�D�U�H�D���P�R�G�L�I�L�F���U�L�O�R�U���I���F�X�W�H�����Ì�Q���F�D�]�X�U�L���V�S�H�F�L�D�O�H�����F�k�Q�G���P�R�G�L�I�L�F���U�L�O�H���V�X�Q�W��

�S�D�U� �L�D�O�H���ú�L���X�ú�R�U���G�H���L�G�H�Q�W�L�I�L�F�D�W�����L�D�U���G�R�F�X�P�H�Q�W�X�O���D�U�H���D�G�U�H�V�D�E�L�O�L�W�D�W�H���U�H�V�W�U�k�Q�V�������V�H���S�R�D�W�H���S���V�W�U�D���G�R�F�X�P�H�Q�W�X�O���V�X�E��

�I�R�U�P�D���L�Q�L� �L�D�O�����ú�L���W�U�D�Q�V�P�L�W�H���Q�X�P�D�L���P�R�G�L�I�L�F�D�U�H�D���v�Q�V�R� �L�W�����G�H���W�R�D�W�H���L�Q�I�R�U�P�D� �L�L�O�H���Q�H�F�H�V�D�U�H���X�Q�H�L���F�R�U�H�F�W�H���D�V�R�F�L�H�U�L���O�D��

�G�R�F�X�P�H�Q�W�X�O���L�Q�L� �L�D�O�� 

 

8.1.4.6. Arhivarea documentelor 

(1) Arhiva  �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  �H�V�W�H���D�O�F���W�X�L�W�����G�L�Q���G�R�F�X�P�H�Q�W�H���D�U�K�L�Y�D�W�H��

�F�D�U�H���V�H���J���V�H�V�F���v�Q���G�R�V�D�U�H���G�H���D�U�K�L�Y�����ú�L���G�L�Q���G�R�F�X�P�H�Q�W�H���F�D�U�H���V�H���J���V�H�V�F���O�D���S�H�U�V�R�Q�D�O�X�O���X�Q�L�W�D�L�L�����ú�L���F�D�U�H���X�U�P�H�D�]�����V����

fie arhivate (�$�U�K�L�Y�D���F�X�U�H�Q�W��). 

(2) Organizarea Arhivei �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  inclusiv la nivelul arhivei 

�F�X�U�H�Q�W�H���V�H���I�D�F�H�����D�W�k�W���V�X�E���D�V�S�H�F�W�X�O���F�R�Q� �L�Q�X�W�X�O�X�L���F�k�W���ú�L���D�O���I�R�U�P�H�L�����S�U�L�Q���1�R�P�H�Q�F�O�D�W�R�U�X�O���G�H���$�U�K�L�Y�����D�O����unitatii  

�V�W�U�X�F�W�X�U�D�W�����v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X����Anexa nr. 2�����G�H���F���W�U�H���V�H�F�U�H�W�D�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

Gruparea documentelor pe baza nomenclatorului �H�V�W�H���L�P�S�R�U�W�D�Q�W�����D�W�k�W���S�H�Q�W�U�X���D�F�W�L�Y�L�W�D�W�H�D���F�X�U�H�Q�W�����F�k�W���ú�L���S�H�Q�W�U�X��

�D�F�W�L�Y�L�W��� �L���X�O�W�H�U�L�R�D�U�H���� 

�������� �1�R�P�H�Q�F�O�D�W�R�U�X�O�� �G�H�� �$�U�K�L�Y���� �F�R�Q�Q� �L�Q�H�� �� �G�R�F�X�P�H�Q�W�H�� �F�D�U�H�� �V�X�Q�W�� �S�U�H�F�L�]�D�W�H�� �ú�L�� �V�H�� �J�H�V�W�L�R�Q�H�D�]������ �L�Q�F�O�X�V�L�Y�� �V�X�E��

aspectul termenului de p���V�W�U�D�U�H�����F�R�Q�I�R�U�P���L�Q�V�W�U�X�F� �L�X�Q�L�L���G�H���O�X�F�U�X��Arhivarea documentelor destinate arhivei 

interne. 

���������'�R�F�X�P�H�Q�W�H�O�H���D�U�K�L�Y�D�W�H���V�H���J�U�X�S�H�D�]�������S�H���W�H�P�D�W�L�F�L�����S�U�R�E�O�H�P�H�������v�Q���G�R�V�D�U�H���v�Q���F�D�]�X�O���G�R�F�X�P�H�Q�W�H�O�R�U���D�Y�k�Q�G���F�D��

�P�H�G�L�X���V�X�S�R�U�W���K�k�U�W�L�D�����V�D�X���v�Q���F�R�O�H�F� �L�L���G�H���G�R�F�X�P�H�Q�W�H�����D�O�F���W�X�L�W�H���W�R�W���S�H���S�U�L�Q�F�L�S�L�X�O���G�R�V�D�U�H�O�R�U�����v�Q���F�D�]�X�O���I�R�O�R�V�L�U�L�L���G�H��

diverse medii de stocare. 

 

8.1.4.7. �6�F�R�D�W�H�U�H�D���G�L�Q���F�L�U�F�X�O�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���ú�L���D�U�K�L�Y�D���F�X�U�H�Q�W���� 
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�������� �6�F�R�D�W�H�U�H�D�� �G�L�Q�� �F�L�U�F�X�O�D� �L�H�� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �V�H�� �U�H�D�O�L�]�H�D�]���� �S�U�L�Q�� �W�U�H�F�H�U�H�D�� �O�R�U�� �v�Q���D�U�K�L�Y�D�� �F�X�U�H�Q�W����sau prin 

distruger�H�����$�U�K�L�Y�D���F�X�U�H�Q�W�����V�H���F�R�Q�V�W�L�W�X�L�H���v�Q���D�F�R�U�G���F�X���1�R�P�H�Q�F�O�D�W�R�U�X�O���G�H���$�U�K�L�Y�����D�O��unitatii  

 

 (2) Documentele din �D�U�K�L�Y�D���F�X�U�H�Q�W�����V�X�Q�W���S���V�W�U�D�W�H���O�D���F�R�P�S�D�U�W�L�P�H�Q�W�H���X�Q���W�L�P�S���O�L�P�L�W�D�W�����X�Q���D�Q���V�D�X���G�R�L���D�Q�L�����G�X�S����

�F�D�]�������G�X�S�����F�D�U�H���V�X�Q�W���W�U�D�Q�V�I�H�U�D�W�H���v�Q���D�U�K�L�Y�������2�U�L���G�H���F�k�W�H���R�U�L���H�V�W�H���F�D�]�X�O�����V�H���Y�D���H�Y�L�W�D���D�U�K�L�Y�D�U�H�D���P�X�O�W�L�S�O�����D���X�Q�R�U��

documente de uz intern. 

���������6�F�R�D�W�H�U�H�D���G�L�Q���F�L�U�F�X�O�D� �L�H���S�U�L�Q���G�L�V�W�U�X�J�H�U�H���V�H���D�S�O�L�F�����G�R�F�X�P�H�Q�W�H�O�R�U���F�D�U�H���Q�X���V�X�Q�W���S�U�H�F�L�]�D�W�H���v�Q���L�Q�V�W�U�X�F� �L�X�Q�L�O�H��

�G�H���O�X�F�U�X���P�H�Q� �L�R�Q�D�W�H���O�D���S�X�Q�F�W�X�O�����������������ú�L���V�H���U�H�D�O�L�]�H�D�]�����G�H���V�H�F�U�H�W�D�U�X�O���X�Q�L�W�D�W�L�L���V�X�E���F�R�Q�W�U�R�O�X�O���F�R�Q�G�X�F�H�U�L�L���H�Q�W�L�W��� �L�L��

care a gestionat documentul.  

���������2�U�J�D�Q�L�J�U�D�P�D���S�U�R�F�H�V�X�O�X�L���G�H���V�F�R�D�W�H�U�H�D���G�L�Q���F�L�U�F�X�O�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���H�V�W�H���U�H�G�D�W�����v�Q��Anexa nr. 4. Orice 

�W�U�D�Q�V�P�L�W�H�U�H�� �G�H�� �G�R�F�X�P�H�Q�W�H�� �v�Q�� �F�R�Q�W�H�[�W�X�O�� �$�Q�H�[�H�L�� �Q�U���� ���� �V�H�� �F�R�Q�V�H�P�Q�H�D�]���� �S�U�L�Q�� �S�U�R�F�H�V�H�� �Y�H�U�E�D�O�H��de predare- 

primire. 

 

8.1.4.8. �5�H�V�X�U�V�H���S�H�Q�W�U�X��� �L�Q�H�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���V�X�E���F�R�Q�W�U�R�O�����W�U�D�V�D�E�L�O�L�W�D�W�H 

���������3�H�Q�W�U�X���E�X�Q�D���G�H�V�I���ú�X�U�D�U�H���D���D�F�W�L�Y�L�W��� �L�O�R�U���U�H�I�H�U�L�W�R�D�U�H���O�D��controlul documentelor �V�X�Q�W���Q�H�F�H�V�D�U�H�����v�Q���S�U�L�Q�F�L�S�D�O����

�U�H�V�X�U�V�H���L�Q�I�R�U�P�D� �L�R�Q�D�O�H�����P�D�W�H�U�L�D�O�H���ú�L���U�H�V�X�U�V�H pentru instruire. 

���������5�H�V�X�U�V�H�O�H���L�Q�I�R�U�P�D� �L�R�Q�D�O�H���V�H���U�H�I�H�U�����O�D���F�X�Q�R�D�ú�W�H�U�H�D���ú�L���X�W�L�O�L�]�D�U�H�D���G�H���F���W�U�H���S�H�U�V�R�Q�D�O�X�O����Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  �D���H�O�H�P�H�Q�W�H�O�R�U���G�H���L�G�H�Q�W�L�I�L�F�D�U�H���D���G�R�F�X�P�H�Q�W�H�O�R�U���ú�L���O�D���U�H�V�S�H�F�W�D�U�H�D �G�H���F���W�U�H��

documente a traseului stabilit. Utilizarea c�R�U�H�F�W�����D���U�H�V�X�U�V�H�O�R�U���L�Q�I�R�U�P�D� �L�R�Q�D�O�H���Y�D���I�D�F�L�O�L�W�D�����D�W�X�Q�F�L���F�k�Q�G���H�V�W�H��

�F�D�]�X�O�����L�G�H�Q�W�L�I�L�F�D�U�H�D���S�H�U�V�R�D�Q�H�O�R�U���U�H�V�S�R�Q�V�D�E�L�O�H���G�H���H�O�D�E�R�U�D�U�H�D�����H�P�L�W�H�U�H�D�����G�L�I�X�]�D�U�H�D�����D�F�W�X�D�O�L�]�D�U�H�D���ú�L���D�U�K�L�Y�D�U�H�D���G�H��

documente. 

(3) Resursele materiale necesare controlului documentelor se vor  asi�J�X�U�D�� �G�H�� �F���W�U�H�� �F�R�Q�G�X�F�H�U�H�D��Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L���� �(�O�H�� �L�Q�F�O�X�G�� �P�D�W�H�U�L�D�O�H�� �ú�L�� �H�F�K�L�S�D�P�H�Q�W�H�� �G�H�� �E�L�U�R�W�L�F������ �V�S�D� �L�L��

�D�G�H�F�Y�D�W�H���S�H�Q�W�U�X���S���V�W�U�D�U�H�D���ú�L���D�U�K�L�Y�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

(4) Resursele pentru instruire sunt necesare pentru secretara �F�D�U�H���V�H���R�F�X�S�����F�X���S�U�R�E�O�H�P�H���G�H���D�U�K�L�Y�����V�D�X���S�H�Q�W�U�X��

�S�H�U�V�R�Q�D�O�X�O���Q�R�X���D�Q�J�D�M�D�W���F�D�U�H���X�U�P�H�D�]�����V�����I�L�H���L�P�S�O�L�F�D�W���ú�L���v�Q���D�F�W�L�Y�L�W��� �L���O�H�J�D�W�H���G�H���F�R�Q�W�U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U���� 

 

8.1.4.9. Implementare 

���������3�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����G�L�V�W�U�L�E�X�L�W�����F�R�Q�I�R�U�P����Listei de difuzare �D�Q�H�[�D�W�H�����V�H���D�G�X�F�H�����O�D���F�X�Q�R�ú�W�L�Q� �D���v�Q�W�U�H�J�X�O�X�L��

personal al �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L . 
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�������� �,�P�S�O�H�P�H�Q�W�D�U�H�D�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �ú�L�� �D�� �L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U�� �G�H�� �O�X�F�U�X�� �D�I�H�U�H�Q�W�H�� �H�V�W�H�� �v�Q�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D��

�S�H�U�V�R�D�Q�H�L���G�H�V�H�P�Q�D�W�H���G�L�Q���F�D�G�U�X�O���F�R�P�L�V�L�H�L���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���H�G�X�F�D� �L�H���F�D�U�H���F�R�R�U�G�R�Q�H�D�]����

activitatea pe linia controlului documentelor. 

���������0�R�Q�L�W�R�U�L�]�D�U�H�D���L�P�S�O�H�P�H�Q�W���U�L�L���S�U�R�F�H�G�X�U�L�L���V�H �Y�D���I�D�F�H���S�H�U�L�R�G�L�F���G�H���F���W�U�H���&�(�$�&��  

�5�H�]�X�O�W�D�W�H�O�H���Y�R�U���I�L���D�Q�D�O�L�]�D�W�H���G�H���F���W�U�H���&�(�$�&���F�D�U�H���v�Q�W�R�F�P�H�ú�W�H���X�Q��raport de evaluare �S�H���F�D�U�H���v�O���V�X�S�X�Q�H���V�S�U�H��

�D�S�U�R�E�D�U�H���&�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���D�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�3�X�Q�H�U�H�D���O�D���]�L���D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���H�V�W�H���G�H�F�L�V�����G�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���H�P�L�W�H�Q�W�����D�Y�k�Q�G���L�Q���Y�H�G�H�U�H�� 

-     �H�Y�R�O�X� �L�D���V�W�D�Q�G�D�U�G�H�O�R�U�� 

-     o cerere de modificare a procedurii; 

-      �v�Q���X�U�P�D���P�R�G�L�I�L�F�D�U�L�L���Q�R�U�P�H�O�R�U���O�H�J�D�O�H���V�D�X���D���D�O�W�R�U���F�H�U�L�W�H. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1. Managerul  Liceului Tehnologic �´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

- �F�R�R�U�G�R�Q�H�D�]�����H�O�D�E�R�U�D�U�H�D���ú�L���D�F�W�X�D�O�L�]�D�U�H�D���L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U���G�H���O�X�F�U�X�� 

- �D�S�U�R�E�����Q�R�P�H�Q�F�O�D�W�R�D�U�H�O�H���ú�L���L�Q�V�W�U�X�F� �L�X�Q�L�O�H���G�H���O�X�F�U�X���O�D���F�D�U�H���I�D�F�H���U�H�I�H�U�L�U�H���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

- �D�S�U�R�E����comisii de lucru�����S�U�H�Y���]�X�W�H���G�H���O�H�J�H���V�D�X���F�R�Q�V�W�L�W�X�L�W�H���D�G-�K�R�F�����v�Q���F�R�Q�W�H�[�W�X�D�O���D�F�W�L�Y�L�W��� �L�O�R�U���O�D���F�D�U�H���V�H���U�H�I�H�U����

�S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

 

9.2. �&�R�P�L�V�L�D���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���H�G�X�F�D� �L�H�� 

- �D�Y�L�]�H�D�]�����L�Q�V�W�U�X�F� �L�X�Q�L�O�H���G�H���O�X�F�U�X���O�D���F�D�U�H���I�D�F�H���U�H�I�H�U�L�U�H���S�U�R�F�H�G�X�U�����ú�L���O�H���S�U�R�S�X�Q�H���V�S�U�H���D�S�U�R�E�D�U�H���P�D�Q�D�J�H�U�X�O�X�L�� 

- �Y�H�U�L�I�L�F�������S�U�L�Q���D�X�G�L�W�X�U�L���L�Q�W�H�U�Q�H�������L�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L���ú�L���S�U�H�]�L�Q�W�����P�D�Q�D�J�H�U�X�O�X�L���J�U���G�L�Q�L� �H�L����raportul 

de evaluare; 

- �D�F�W�X�D�O�L�]�H�D�]�����S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����ú�L���L�Q�V�W�U�X�F� �L�X�Q�L�O�H���D�I�H�U�H�Q�W�H�� 

 

9.3. �3�H�U�V�R�D�Q�D���G�H�V�H�P�Q�D�W�����G�L�Q���F�D�G�U�X�O���&�(�$�&���S�H�Q�W�U�X�����F�R�Q�W�U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U: 

- �H�O�D�E�R�U�H�D�]�����ú�L���D�F�W�X�D�O�L�]�H�D�]�����S�U�R�F�H�G�X�U�D���³�F�R�Q�W�U�R�O�X�O���G�R�F�X�P�H�Q�W�H�O�R�U�´�� 

- �F�R�R�U�G�R�Q�H�D�]���� �H�O�D�E�R�U�D�U�H�D�� �S�U�R�F�H�G�X�U�L�O�R�U�� �R�S�H�U�D� �L�R�Q�D�O�H�� �ú�L�� �L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U�� �G�H�� �O�X�F�U�X�� �Q�H�F�H�V�D�U�H�� �D�S�O�L�F���U�L�L�� �S�U�H�]�H�Q�W�H�L��

prceduri; 

- �F�R�R�U�G�R�Q�H�D�]�����v�Q�W�R�F�P�L�U�H�D���5�H�J�L�V�W�U�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���v�Q���Y�L�J�R�D�U�H�� 

- �v�Q�W�R�F�P�H�ú�W�H���Q�R�P�H�Q�F�O�D�W�R�U�X�O���G�H���D�U�K�L�Y���� 

- �V�W�D�E�L�O�H�ú�W�H�� �D�W�U�L�E�X� �L�L�O�R�U�� �V�H�F�U�H�W�D�U�H�L�� �� �S�H�� �O�L�Q�L�D�� �D�G�P�L�Q�L�V�W�U���U�L�L�� �ú�L�� �J�H�V�W�L�R�Q���U�L�L���F�L�U�F�X�O�D� �L�H�L�� �G�R�F�X�P�H�Q�W�H�O�R�U���� �D�� �G�L�I�X�]���U�L�L����

�S���V�W�U���U�L�L�����D�U�K�L�Y���U�L�L���ú�L���V�F�R�D�W�H�U�L�L���G�L�Q���F�L�U�F�X�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

- �V�W�D�E�L�O�H�ú�W�H�� �D�W�U�L�E�X� �L�L�O�R�U�� �V�H�F�U�H�W�D�U�H�O�R�U�� �� �G�H�� �F�R�Q�V�L�O�L�L�� �ú�L�� �F�R�P�L�V�L�L�� �� �S�H�� �O�L�Q�L�D�� �D�G�P�L�Q�L�V�W�U���U�L�L�� �ú�L�� �J�H�V�W�L�R�Q���U�L�L�� �F�L�U�F�X�O�D� �L�H�L��

�G�R�F�X�P�H�Q�W�H�O�R�U�����D���G�L�I�X�]���U�L�L�����S���V�W�U���U�L�L�����D�U�K�L�Y���U�L�L���ú�L���V�F�R�D�W�H�U�L�L���G�L�Q���F�L�U�F�X�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

- �V�W�D�E�L�O�H�ú�W�H���U�H�V�X�U�V�H�O�H���Q�H�F�H�V�D�U�H���L�Q�V�W�U�X�L�U�L�L���S�H�U�I�H�F� �L�R�Q���U�L�L���S�H�U�V�R�Q�D�O�X�O�X�L���F�D�U�H���V�H���R�F�X�S�����F�X���S�U�R�E�O�H�P�H���G�H���D�U�K�L�Y���� 

 

9.4. �3�U�H�ú�H�G�L�Q� �L�L���G�H���F�R�Q�V�L�O�L�L�����U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���F�R�P�L�V�L�L�����ú�H�I�L�L���G�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�� 

- �U���V�S�X�Q�G�� �G�H�� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �v�Q�� �H�Q�W�L�W��� �L�O�H�� �S�H�� �F�D�U�H�� �O�H�� �F�R�Q�G�X�F���� �L�Q�F�O�X�V�L�Y�� �G�H�� �L�Q�V�W�U�X�L�U�H�D��

personalului din subordine cu privire la prevederile procedurii; 

- �Q�X�P�H�V�F���S�H�U�V�R�Q�D�O�X�O���G�L�Q���V�X�E�R�U�G�L�Q�H���F�D�U�H���V�H���R�F�X�S�����F�X���S�U�R�E�O�H�P�H���G�H���D�U�K�L�Y���� 
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- propun comisii de lucru �v�Q���F�R�Q�W�H�[�W�X�O���D�F�W�L�Y�L�W��� �L�O�R�U���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

 

9.5. Secretara : 

- �L�P�S�O�H�P�H�Q�W�H�D�]�����ú�L���U�H�V�S�H�F�W�����S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

- �G�H�V�I���ú�R�D�U�����D�F�W�L�Y�L�W��� �L�O�H���S�H���O�L�Q�L�D���J�H�V�W�L�R�Q���U�L�L���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U�����D���G�L�I�X�]���U�L�L�����S���V�W�U���U�L�L�����D�U�K�L�Y���U�L�L���ú�L���V�F�R�D�W�H�U�L�L��

din circ�X�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

-�I�R�O�R�V�H�ú�W�H���v�Q���P�R�G���U�D� �L�R�Q�D�O���U�H�V�X�U�V�H�O�H���S�X�V�H���O�D���G�L�V�S�R�]�L� �L�H�� 

 

9.6. �6�H�F�U�H�W�D�U�H�O�H���G�H�����F�R�Q�V�L�O�L�L���ú�L���F�R�P�L�V�L�L���� 

- �L�P�S�O�H�P�H�Q�W�H�D�]�����ú�L���U�H�V�S�H�F�W�����S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

- �G�H�V�I���ú�R�D�U�����D�F�W�L�Y�L�W��� �L�O�H���S�H���O�L�Q�L�D���J�H�V�W�L�R�Q���U�L�L���F�L�U�F�X�O�D� �L�H�L���G�R�F�X�P�H�Q�W�H�O�R�U�����D���G�L�I�X�]���U�L�L�� �S���V�W�U���U�L�L�����D�U�K�L�Y���U�L�L���ú�L���V�F�R�D�W�H�U�L�L��

�G�L�Q���F�L�U�F�X�D� �L�H���D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

-�I�R�O�R�V�H�ú�W�H���v�Q���P�R�G���U�D� �L�R�Q�D�O���U�H�V�X�U�V�H�O�H���S�X�V�H���O�D���G�L�V�S�R�]�L� �L�H�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabo 

rator  
Aprobat 

Nr. de 

exemplare 

Difu

zare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 �5�H�J�L�V�W�U�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �v�Q��

vigoare 

       

2 �1�R�P�H�Q�F�O�D�W�R�U�X�O�� �G�H�� �D�U�K�L�Y���� �D�O��

Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H�.�W�L 

       

3 Organigrama procesului de 

�V�F�R�D�W�H�U�H�D�� �G�L�Q�� �F�L�U�F�X�O�D� �L�H�� �D��

documentelor 

       

4 Organigrama �D�G�P�L�Q�L�V�W�U���U�L�L�� �ú�L��

�J�H�V�W�L�R�Q���U�L�L�� �F�L�U�F�X�O�D� �L�H�L��

�G�R�F�X�P�H�Q�W�H�O�R�U�� �v�Q��Liceul 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X 

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H�.�W�L 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H���O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA NR. 1:  

ANTET 

APROB 

MANAGER �/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 

PROFESOR 

---------------------- 

�5�(�*�,�6�7�5�8�/���'�2�&�8�0�(�1�7�(�/�2�5���Ì�1���9�,�*�2�$�5�( 

NR. 

CRT 

DENUMIREA 

DOCUMENTULUI  

�1�8�0���5�8�/��

DOCUMENTULUI/ 

DATA EMITERII  

CINE L -A 

EMIS 
�2�%�6�(�5�9�$���,�, 

1. 

Regulamentul intern al Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

  

Comisia de lucru 

elaborare 

regulament 

intern 

 

2. 

�5�H�J�X�O�D�P�H�Q�W���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L��

�I�X�Q�F� �L�R�Q�D�U�H���D�O���&�R�Q�V�L�O�L�X�O�X�L���G�H��

�D�G�P�L�Q�L�V�W�D� �L�H�� 

  

Comisia de lucru 

elaborare 

regulamente de 

�R�U�J�D�Q�L�]�D�U�H���ú�L��

�I�X�Q�F� �L�R�Q�D�U�H 

 

3. �3�O�D�Q�X�O���G�H���G�H�]�Y�R�O�W�D�U�H���L�Q�V�W�L�W�X� �L�R�Q�D�O����   
Comisia de lucru 

elaborare P.D.I. 
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ANEXA NR. 2 

ANTET 

APROB 

MANAGER �/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 

PROFESOR 

...................................... 

�1�2�0�(�1�&�/�$�7�2�5�8�/���'�(���$�5�+�,�9�����$�/ 

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

NR. 

CRT

. 

ENTITATEA 

�(�0�,�7�(�1�7�� 

 

DENUMIREA DOSARULUI 

���&�2�1���,�1�8�7�8�/���3�(���6�&�8�5�7���$�/��

PROBLEMELOR LA CARE SE 

�5�(�)�(�5����  

TERMEN DE 

�3���6�7�5�$�5�( 

�2�%�6�(�5�9�$���,

I  

1. SECRETARIAT 

1 Dosarele profesionale ale 

personalului didactic  transferat 

din unitate 

Permanent  

2. SECRETARIAT 2     

     

     

N. CEAC 

�1���5�D�S�R�U�W�H���G�H���H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������

�U�D�S�R�D�U�W�H���G�H���H�Y�D�O�X�D�U�H���L�Q�W�H�U�Q������

rapoarte de activitate, planuri de 

�D�F� �L�X�Q�L���S�U�H�Y�H�Q�W�L�Y�H���F�R�U�H�F�W�L�Y�H����

proceduri de sistem, proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�� 

5 ani  

N1 CEAC 
�1�����$�G�U�H�V�H�����L�Q�I�R�U�P���U�L�����V�L�W�X�D� �L�L��

statistice 
2 ani  
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ANEXA NR. 3:  

ORGANIGRAMA PROCESULUI DE SCOATERE  

�'�,�1���&�,�5�&�8�/�$���,�(���$���'�2�&�8�0�(�1�7�(�/�2�5 

 

SECRETARIAT 

 

 

 

 

 

 

 

ARHIVE CURENTE 

MANAGER 

DIRECTOR 

CONSILIUL DE 
�$�'�0�,�1�,�6�7�5�$���,�( 

CONSILIUL 
PROFESORAL 

SECRETARIAT 

 SECTOR 
ADMINISTRATIV 

 C.E.A.C. 

 
�&�2�0�,�6�,�$���0�(�7�2�'�,�&�� 

COMPARTIMENT 
RESURSE UMANE, S.U. 

COMPARTIMENT 
FINANCIAR-CONTABIL  

CABINET MEDICAL  

 

ARHIVA 

  

DISTRUGERE 
DOCUMENTE 
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ANEXA NR. 4 

�2�5�*�$�1�,�*�5�$�0�$���$�'�0�,�1�,�6�7�5���5�,�,���ù�,���*�(�6�7�,�2�1���5�,�,���&�,�5�&�8�/�$���,�(�,���'�2�&�8�0�(�1�7�(�/�2�5���Ì�1 �/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$LEXANDRU 

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7I  

�Ä�1���9���.�$�5�3�(�1�´ 

 

 

 

 

 

 

 

SECRETARIAT 

CD, DD, PD, AD, SCD 

MANAGER 

 

CONSILIUL DE 
�$�'�0�,�1�,�6�7�5�$���,�( 

CD, AGCD, AnD, ApD, ED, DD, PD, MD , SCD,  

CONSILIUL 
PROFESORAL 

CD, AGCD, AnD, ApD, ED, DD, PD, 
MD , SCD,  

COMPARTIMENT 
FINANCIAR- CONTABIL  

 

CD, AGCD, AnD, ED, DD, PD, MD, SCD 

 

COMPARTIMENT RUS, 
PSM, SU 

 

CD, AGCD, AnD, ED, DD, PD, MD, 
SCD 

MD, SCD 

 

�&�2�0�,�6�,�$���'�(���(�9�$�/�8�$�5�(���ù�,��
�$�6�,�*�8�5�$�5�(�$���&�$�/�,�7�����,�,���Ì�1��

�(�'�8�&�$���,�(�� 

�&�2�0�,�6�,�$���0�(�7�2�'�,�&�� 

 

CD, AGCD, AnD, ED, DD, PD, MD , 
SCD,  

SECTOR 
ADMINISTRATIV 

CD, AGCD, AnD, ED, DD, PD, MD , 
SCD,  

CONSILIUL REPREZENTATIV 
�$�/���3�$�5�,�1���,�/�2�5 

ELABORATOR  

ED, MD, 

 

 

 

CD- Controlul documentelor  

AGCD- �$�G�P�L�Q�L�V�W�U�D�U�H�D���ú�L���J�H�V�W�L�R�Q�D�U�H�D���F�L�U�F�X�O�D� �L�H�L��
documentelor  

AnD- Analiza documentelor 

ApD -  Aprobarea documentelor 

ED -  Emiterea documentelor  

DD- Difuzarea documentelor 

PD- �3���V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

MD- Modificarea documentelor  

AD- Arhivarea documentelor  

SCD- �6�F�R�D�W�H�U�H�D���G�L�Q���F�L�U�F�X�O�D� �L�H���D��
documentelor  

 Documente externe 

 

DGFP  

 

I.T.M. , ISU 
DOLJ  

�'�R�F�X�P�H�Q�W�H���G�H���S�U�R�Y�H�Q�L�H�Q� ����
�L�Q�W�H�U�Q���� 

MINISTERE, AUTORITATE 
�>�K�����>���U��INSPECTORATE, 
���'���E���/�/�U��    �K�Z�'���E�/�•�����/�/�U��

���^�K���/�����/�/�U��PARTENERI 
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PROCEDURA DE SISTEM 
 
 
 
 
 
 
 

PRIVIND DATELE CU CARACTER PERSONAL  
 
 
 
 
 
 

P.S.Q. 02 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat Dumit�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri �H�V�W�H���G�H���D���J�D�U�D�Q�W�D���ú�L���S�U�R�W�H�M�D���G�U�H�S�W�X�U�L�O�H���ú�L���O�L�E�H�U�W��� �L�O�H���I�X�Q�G�D�P�H�Q�W�D�O�H��

ale angajatilor, cu privire la prelucrarea datelor cu caracter personal. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, prin 

faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt salariat care il 

inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H�� �ú�L���V�D�X��

control, iar pe �P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

- �3�U�H�Y�H�G�H�U�L�O�H���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L���V�H���D�S�O�L�F�����G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���ú�L���G�L�G�D�F�W�L�F�H���D�X�[�L�O�L�D�U�H���G�L�Q��

�/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H����

�D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Aceasta procedura se aplica tuturor factorilor implicati in proces �± echipa manageriala, 

cadre didactice din cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

���������� �� �/�L�V�W�D�U�H�D���� �S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L���� �G�H�� �F�D�U�H���G�H�S�L�Q�G�H�� �ú�L���V�D�X���� �F�D�U�H���G�H�S�L�Q�G���� �G�H��

activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

  4. Secretariat, Contabilitate. 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  3. Comisia de Evaluare ���L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

  4. Secretariat, Contabilitate. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������� cu modificarile si completarile ulterioare; 

�ƒ �2�U�G�L�Q�X�O���0�(�G�&�����������������������������������S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���V�H�U�Y�L�F�L�L�O�R�U���H�G�X�F�D� �L�R�Q�D�O�H���v�Q��

�L�Q�V�W�L�W�X� �L�L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Legea nr. 69/20011 privind modificarea O.U.G. nr. 75 din 12 iulie 2005 privind 
�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L�� 

�ƒ Legea nr. 87 din 13 aprilie 2006; 

�ƒ �/�H�J�H�D�� �Q�U���� ���������� ���������� �S�H�Q�W�U�X�� �S�U�R�W�H�F� �L�D�� �S�H�U�V�R�D�Q�H�O�R�U�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �S�U�H�O�X�F�U�D�U�H�D�� �G�D�W�H�O�R�U�� �F�X��

caracter �S�H�U�V�R�Q�D�O���ú�L���O�L�E�H�U�D���F�L�U�F�X�O�D� �L�H���D���D�F�H�V�W�R�U���G�D�W�H 

�ƒ Legea nr. 544/ 2001, modificata, privind liberul a�F�F�H�V���O�D���L�Q�I�R�U�P�D� �L�L�O�H���G�H���L�Q�W�H�U�H�V���S�X�E�O�L�F�� 

�ƒ �/�H�J�H�D�� �Q�U���� ���������� ������������ �P�R�G�L�I�L�F�D�W�D���� �S�U�L�Y�L�Q�G�� �S�U�H�O�X�F�U�D�U�H�D�� �G�D�W�H�O�R�U�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �ú�L��

�S�U�R�W�H�F� �L�D �Y�L�H� �L�L���S�U�L�Y�D�W�H���v�Q���V�H�F�W�R�U�X�O���F�R�P�X�Q�L�F�D� �L�L�O�R�U���H�O�H�F�W�U�R�Q�L�F�H�� 

�ƒ �/�H�J�H�D�� �Q�U���� ���������� ���������� �S�U�L�Y�L�Q�G�� �v�Q�I�L�L�Q� �D�U�H�D���� �R�U�J�D�Q�L�]�D�U�H�D�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�D�� �$�X�W�R�U�L�W��� �L�L��

�1�D� �L�R�Q�D�O�H���G�H �6�X�S�U�D�Y�H�J�K�H�U�H���D���3�U�H�O�X�F�U���U�L�L���'�D�W�H�O�R�U���F�X���&�D�U�D�F�W�H�U���3�H�U�V�R�Q�D�O�����F�X���P�R�G�L�I�L�F���U�L�O�H��

ulterioare). 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

  

6.4. Alte documente,  inclusiv  reglementari  interne  ale  Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 a. PAS 

 b. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L���D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

PROCEDURA DE SISTEM 
PRIVIND DATELE CU CARACTER 

PERSONAL 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
02 

Cod: P.S.Q. 02 
Pagina     din 22 
Exemplar nr.:  

 

 170 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. ARACIP  �$�J�H�Q� �L�D���5�R�P�k�Q�����S�H�Q�W�U�X���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q��

�Ì�Q�Y��� ���P�k�Q�W�X�O���3�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

9. CEAC �F�R�P�L�V�L�D���G�H���H�Y�D�O�X�D�U�H���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q��

�H�G�X�F�D� �L�H 

10. PQ procedure  de sistem calitate 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

Categorii de persoane 

�8�Q�L�W�D�W�H�D���Q�R�D�V�W�U�D���S�U�H�O�X�F�U�H�D�]�����G�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���X�U�P���W�R�D�U�H�O�R�U���F�D�W�H�J�R�U�L�L���G�H���S�H�U�V�R�D�Q�H 

�I�L�]�L�F�H�����v�Q���I�X�Q�F� �L�H���G�H���V�F�R�S�X�O���S�U�H�Y���]�X�W���v�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

�D�����(�O�H�Y�L���V�L���S���U�L�Q� �L���D�L���D�F�H�V�W�R�U�D�����U�H�S�U�H�]�H�Q�W�D�Q� �L���O�H�J�D�O�L���D�L���D�F�H�V�W�R�U�D�����D�O� �L���P�H�P�E�U�L���D�L familiei; personal 

�G�L�G�D�F�W�L�F���� �S�H�U�V�R�Q�D�O�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U�� �ú�L�� �S�H�U�V�R�Q�D�O�� �D�G�P�L�Q�L�V�W�U�D�W�L�Y�� �D�I�O�D�W�� �v�Q�� �U�H�O�D� �L�L�� �F�R�Q�W�U�D�F�W�X�D�O�H�� �F�X��

�X�Q�L�W�D�W�H�D���� �F�D�Q�G�L�G�D� �L�� �O�D�� �F�R�Q�F�X�U�V�X�U�L�O�H�� �G�H�� �R�F�X�S�D�U�H�� �D�� �S�R�V�W�X�U�L�O�R�U�� �G�L�G�D�F�W�L�F�H���� �G�L�G�D�F�W�L�F�H�� �D�X�[�L�O�L�D�U�H�� �ú�L��

�D�G�P�L�Q�L�V�W�U�D�W�L�Y�H���G�L�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U; 

b) �2�U�L�F�H���S�H�U�V�R�D�Q�����I�L�]�L�F�����V�D�X���M�X�U�L�G�L�F�����F�H���D�U�H���U�D�S�R�U�W�X�U�L���G�H���Q�D�W�X�U�� �F�R�P�H�U�F�L�D�O�����V�D�X���F�R�Q�W�U�D�F�W�X�D�O�����F�X��

scoala. 

�6�F�R�S�X�O���ú�L���P�R�W�L�Y�D� �L�D���F�R�O�H�F�W���U�L�L���ú�L���S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O 

�8�Q�L�W�D�W�H�D�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �D�G�P�L�Q�L�V�W�U�D�� �v�Q�� �F�R�Q�G�L� �L�L�� �G�H�� �V�L�J�X�U�D�Q� ���� �ú�L�� �Q�X�P�D�L�� �S�Hntru scopurile 

�V�S�H�F�L�I�L�F�D�W�H���� �G�D�W�H�O�H�� �S�H�U�V�R�Q�D�O�H�� �F�D�U�H�� �v�L�� �V�X�Q�W�� �I�X�U�Q�L�]�D�W�H�� �G�H�V�S�U�H�� �F�D�W�H�J�R�U�L�L�O�H�� �G�H�� �S�H�U�V�R�D�Q�H�� �I�L�]�L�F�H��

�S�U�H�Y���]�X�W�H���P�D�L���V�X�V�� 

 

�6�F�R�S�X�O���F�R�O�H�F�W���U�L�L���G�D�W�H�O�R�U���H�V�W�H�� 

�D���� �3�H�Q�W�U�X�� �S�H�U�V�R�D�Q�H�O�H�� �S�U�H�Y���]�X�W�H�� �P�D�L�� �V�X�V�� �O�D�� �D������ �S�U�H�V�W���U�L�� �G�H�� �V�H�U�Y�L�Fii ale scolii pentru realizarea 

obiectului de activitate principal, respectiv: �H�G�X�F�D� �L�H�� �V�L�� �F�X�O�W�X�U�D�����'�H�� �D�V�H�P�H�Q�H�D���� �L�Q�I�R�U�P�D� �L�L�O�H��

�F�R�O�H�F�W�D�W�H���G�H���F���W�U�H�����F�R�D�O�D���S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���V�D�O�H���V�X�Q�W���I�R�O�R�V�L�W�H���S�H�Q�W�U�X���D�Q�D�O�L�]�H���ú�L��

�S�U�H�O�X�F�U���U�L���V�W�D�W�L�V�W�L�F�H���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���I�X�Q�G�D�P�H�Q�W�D�U�H�D���G�H�F�L�]�L�L�O�R�U���P�Dnageriale. 

�E���� �3�H�Q�W�U�X�� �S�H�U�V�R�D�Q�H�O�H�� �I�L�]�L�F�H�� �S�U�H�Y���]�X�W�H���O�D�� �E������ �J�H�V�W�L�X�Q�H�� �H�F�R�Q�R�P�L�Fo-�I�L�Q�D�Q�F�L�D�U���� �ú�L�� �D�G�P�L�Q�L�V�W�U�D�W�L�Y������

�V�H�U�Y�L�F�L�L���G�H���F�R�P�X�Q�L�F�D� �L�L���H�O�H�F�W�U�R�Q�L�F�H�� 

�0�R�W�L�Y�D� �L�D�� �S�H�Q�W�U�X�� �F�D�U�H�� ���F�R�D�O�D�� �F�R�O�H�F�W�H�D�]���� �G�D�W�H�� �F�X�� �F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�� � �L�Q�H�� �G�H�� �S�U�H�O�X�F�U���U�L�� �D�O�H��

�L�Q�I�R�U�P�D� �L�L�O�R�U���S�H���E�D�]�D���F���U�R�U�D���V�����V�H���S�R�D�W�����O�X�D���G�H�F�L�]�L�L���F�R�H�U�H�Q�W�H���ú�L���F�R�U�H�F�W�H���v�Q���P�D�Q�D�J�H�P�H�Q�W�X�O���V�F�R�O�L�L�� 

�3�H�U�V�R�D�Q�H�O�H�� �I�L�]�L�F�H�� �V�X�Q�W�� �R�E�O�L�J�D�W�H�� �V���� �I�X�U�Q�L�]�H�]�H�� �R�� �V�H�U�L�H�� �G�H�� �G�D�W�H�� �R�E�O�L�J�D�W�R�U�L�L�� ���L�Q�I�R�U�P�D� �L�L�� �G�H�V�S�U�H��

�L�G�H�Q�W�L�W�D�W�H�D���S�H�U�V�R�D�Q�H�L���S�U�H�F�X�P���ú�L���D���S���U�L�Q� �L�O�R�U���V�D�X���U�H�S�U�H�]�H�Q�W�D�Q� �L�O�R�U���O�H�J�D�O�L���� �D�F�F�H�S�W�X�O���P�R�Q�L�W�R�U�L�]���U�L�L��

�Y�L�G�H�R���S�H�Q�W�U�X���V�S�R�U�L�U�H�D���V�H�F�X�U�L�W��� �L�L���v�Q���V�L�V�W�H�P�X�O���H�G�X�F�D� �L�R�Q�D�O���H�W�F���������v�Q���F�D�]�X�O���S�U�H�Y���]�X�W���O�D���S�F�W�����D�������D�F�H�V�W�H�D��

�I�L�L�Q�G�� �Q�H�F�H�V�D�U�H�� �v�Q�� �Y�H�G�H�U�H�D�� �G�H�U�X�O���U�L�L���� �L�Q�L� �L�H�U�L�L�� �G�H�� �U�D�S�R�U�W�X�U�L�� �M�X�U�L�G�L�F�H�� �F�X�� ���F�R�D�O�D���� �F�X�� �U�H�V�S�H�F�W�D�U�H�D��

prevederilor legale 
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���G�H���H�[�H�P�S�O�X�����F�H�O�H���S�U�L�Y�L�Q�G���U�H�O�D� �L�D �F�X���D�Q�J�D�M�D� �L�L���V�D�X���F�H�O�H���S�U�L�Y�L�Q�G���v�Q�V�F�U�L�H�U�H�D���O�D���V�W�X�G�L�L���V�D�X���F�H�O�H���S�U�L�Y�L�Q�G��

�H�Y�L�G�H�Q� �D���U�H�]�X�O�W�D�W�H�O�R�U���ú�F�R�O�D�U�H���V�D�X���D���D�F�W�H�O�R�U���G�H���V�W�X�G�L�L�������Ì�Q���F�D�]�X�O���U�H�I�X�]�X�O�X�L���G�H���D���I�X�U�Q�L�]�D���D�F�H�V�W�H���G�D�W�H����

���F�R�D�O�D���S�R�D�W�H���V�����U�H�I�X�]�H���L�Q�L� �L�H�U�H�D���G�H���U�D�S�R�U�W�X�U�L���M�X�U�L�G�L�F�H�����v�Q�W�U�X�F�k�W���S�R�D�W�H���I�L���S�X�V�����v�Q���L�P�S�Rsibilitatea de 

�D���U�H�V�S�H�F�W�D���F�H�U�L�Q� �H�O�H���U�H�J�O�H�P�H�Q�W���U�L�O�R�U���V�S�H�F�L�D�O�H���v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D� �L�R�Q�D�O�����L�D�U���v�Q���F�D�]�X�O���D�Q�J�D�M�D� �L�O�R�U�����D��

�S�U�H�Y�H�G�H�U�L�O�R�U���G�U�H�S�W�X�O�X�L���P�X�Q�F�L�L���ú�L���G�U�H�S�W�X�O�X�L���I�L�V�F�D�O�� 

�'�H�� �D�V�H�P�H�Q�H�D���� ���F�R�D�O�D�� �F�R�O�H�F�W�H�D�]���� �ú�L�� �R�� �V�H�U�L�H�� �G�H�� �L�Q�I�R�U�P�D� �L�L�� �F�D�U�H nu au caracter obligatoriu (de 

exemplu: adresa de e-�P�D�L�O���� �W�H�O�H�I�R�Q�� �H�W�F������ �v�Q�� �Y�H�G�H�U�H�D�� �v�P�E�X�Q���W��� �L�U�L�L�� �P�R�G�X�O�X�L�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �F�X��

�H�O�H�Y�L�L�� �V�D�X�� �U�H�S�U�H�]�H�Q�W�D�Q� �L�L�� �O�H�J�D�O�L�� �D�L�� �D�F�H�V�W�R�U�D�� �S�U�H�F�X�P�� �ú�L�� �S�H�Q�W�U�X�� �U�H�D�O�L�]�D�U�H�D�� �X�O�W�H�U�L�R�D�U���� �G�H�� �V�R�Q�G�D�M�H��

�V�W�D�W�L�V�W�L�F�H�� ���V�H�O�H�F�W�D�U�H�D�� �D�O�H�D�W�R�D�U�H�� �D�� �X�Q�X�L�� �H�ú�D�Q�W�L�R�Q�� �ú�L�� �D�G�P�L�Q�L�V�W�U�D�U�H�D�� �X�Q�Xi chestionar relativ la 

�D�V�S�H�F�W�H�O�H�� �H�G�X�F�D� �L�R�Q�D�O�H���� �X�W�L�O�L�]�k�Q�G�� �F�R�P�X�Q�L�F�D�U�H�D�� �S�U�L�Q�� �V�L�V�W�H�P�X�O�� �S�R�ú�W�H�L�� �H�O�H�F�W�U�R�Q�L�F�H���� �5�H�I�X�]�X�O��

�I�X�U�Q�L�]���U�L�L�� �ú�L���� �V�D�X�� �S�U�H�O�X�F�U���U�L�L�� �G�D�W�H�O�R�U�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �R�S� �L�R�Q�D�O�H�� �S�R�D�W�H�� �G�X�F�H�� �O�D�� �L�P�S�R�V�L�E�L�O�L�W�D�W�H�D�� �F�D��

���F�R�D�O�D���V�����W�U�D�Q�V�P�L�W�����L�Q�I�R�U�P�D� �L�L���G�H�V�S�U�H���V�H�U�Y�L�F�L�L�O�H sale. 

�Ì�Q���V�L�W�X�D� �L�L�O�H���S�U�H�Y���]�X�W�H���O�D���E�������L�Q�I�R�U�P�D� �L�L�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���V�H���F�R�O�H�F�W�H�D�]�����ú�L���S�U�H�O�X�F�U�H�D�]����pentru 

�D���U�H�V�S�H�F�W�D���S�U�H�Y�H�G�H�U�L�O�H���O�H�J�D�O�H���U�H�O�D�W�L�Y���O�D���v�Q�U�H�J�L�V�W�U�D�U�H�D���R�S�H�U�D� �L�X�Q�L�O�R�U���I�L�Q�D�Q�F�L�D�U���F�R�Q�W�D�E�L�O�H�����)�X�U�Q�L�]�D�U�H�D��

�L�Q�I�R�U�P�D� �L�L�O�R�U�� �G�L�Q�� �D�F�H�D�V�W���� �F�D�W�H�J�R�U�L�H�� �H�V�W�H�� �R�E�O�L�J�Dtorie, refuzul de a le furniza duce la 

�L�P�S�R�V�L�E�L�O�L�W�D�W�H�D���G�H���D���G�H�P�D�U�D���U�H�O�D� �L�L���M�X�U�L�G�L�F�H���v�Q�W�U�H�����F�R�D�O�D���ú�L���U�H�V�S�H�F�W�L�Y�H�O�H���S�H�U�V�R�D�Q�H�� 

�3���U� �L�O�H���F�D�U�H���D�X���D�F�F�H�V���O�D���L�Q�I�R�U�P�D� �L�L�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O 

�,�Q�I�R�U�P�D� �L�L�O�H���F�R�O�H�F�W�D�W�H���V�X�Q�W���G�H�V�W�L�Q�D�W�H���X�W�L�O�L�]���U�L�L���G�H���F���W�U�H�����F�R�D�O�D���ú�L���Vtruct�X�U�L�O�H���V�D�O�H�����v�Q���F�D�O�L�W�D�W�H���G�H��

�R�S�H�U�D�W�R�U�L���� �ú�L�� �V�X�Q�W�� �F�R�P�X�Q�L�F�D�W�H�� �Q�X�P�D�L�� �X�U�P���W�R�U�L�O�R�U�� �G�H�V�W�L�Q�D�W�D�U�L���� �S�H�U�V�R�D�Q�D�� �Y�L�]�D�W������ �U�H�S�U�H�]�H�Q�W�D�Q� �L�L��

�O�H�J�D�O�L���D�L���S�H�U�V�R�D�Q�H�L���Y�L�]�D�W�H�����D�Q�J�D�M�D� �L���F�X���G�U�H�S�W���G�H���D�F�F�H�V���D�L���R�S�H�U�D�W�R�U�X�O�X�L�����v�P�S�X�W�H�U�Q�L�F�L�W�X�O���R�S�H�U�D�W�R�U�X�O�X�L����

alte persoane fizice/ juridice care �S�U�H�O�X�F�U�H�D�]���� �G�D�W�H�O�H�� �S�H�U�V�R�Q�D�O�H�� �v�Q�� �Q�X�P�H�O�H�� �R�S�H�U�D�W�R�U�X�O�X�L����

�D�X�W�R�U�L�W�D�W�H�D���M�X�G�H�F���W�R�U�H�D�V�F���� 

�3�R�O�L� �L�D�����R�U�J�D�Q�H���G�H���X�U�P���U�L�U�H���S�H�Q�D�O�����ú�L���D�O�W�H���L�Q�V�W�L�W�X� �L�L���D�E�L�O�L�W�D�W�H���G�H���O�H�J�H���V�����V�R�O�L�F�L�W�H���L�Q�I�R�U�P�D� �L�L�� 

�$�X���F�D�O�L�W�D�W�H�D���G�H���R�S�H�U�D�W�R�U�����F�R�D�O�D�����G�D�F�����V�W�D�E�L�O�H�V�F���V�F�R�S�X�O���ú�L���P�L�M�O�R�D�F�H�O�H���G�H��prelucrare a datelor cu 

caracter personal. 

�$�X�� �F�D�O�L�W�D�W�H�D�� �G�H�� �v�P�S�X�W�H�U�Q�L�F�L� �L�� �D�L�� �R�S�H�U�D�W�R�U�X�O�X�L�� �V�W�U�X�F�W�X�U�L�O�H�� �F�D�U�H�� �S�U�H�O�X�F�U�H�D�]���� �G�D�W�H�� �F�X�� �F�D�U�D�F�W�H�U��

personal pe seama operatorului. 

Are calitatea de utilizator al datelor cu caracter personal, de�Q�X�P�L�W�� �v�Q�� �F�R�Q�W�L�Q�X�D�U�H�� �X�W�L�O�L�]ator, 

�S�H�U�V�R�Q�D�O�X�O���R�S�H�U�D�W�R�U�X�O�X�L���V�D�X���D�O���v�P�S�X�W�H�U�Q�L�F�L�W�X�O�X�L���D�F�H�V�W�X�L�D���D�O�H���F���U�X�L���D�W�U�L�E�X� �L�L���G�H���V�H�U�Y�L�F�L�X���S�U�H�V�X�S�X�Q 

�R�S�H�U�D� �L�X�Q�L���G�H���S�U�H�O�X�F�U�D�U�H���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�� 
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�-�F�R�D�O�D�����v�Q���F�D�O�L�W�D�W�H���G�H���R�S�H�U�D�W�R�U�����D�X���v�Q���S�U�L�Q�F�L�S�D�O���X�U�P���W�R�D�U�H�O�H���R�E�O�L�J�D� �L�L�� 

�D�����V�����D�V�L�J�X�U�H���L�Q�I�R�U�P�D�U�H�D���S�H�U�V�R�D�Q�H�O�R�U���Y�L�]�D�W�H���ú�L���V�����U�H�V�S�H�F�W�H���G�U�H�S�W�X�U�L�O�H���D�F�H�V�W�R�U�D�� 

�E�����V�����L�D���P���V�X�U�L�O�H���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���D���D�V�L�J�X�U�D���V�H�F�X�U�L�W�D�W�H�D���S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U��personal; 

�F���� �V���� �U�H�V�S�H�F�W�H�� �S�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �S�U�L�Y�L�Q�G�� �P���V�X�U�L�O�H�� �G�H�� �S�U�R�W�H�F� �L�H�� �D�� �S�H�U�V�R�D�Q�H�O�R�U�� �F�X�� �S�U�L�Y�L�U�H�� �O�D��

prelucrarea datelor cu caracter personal. 

 

�/�D���Q�L�Y�H�O�X�O���.�F�R�D�O�����V�H���F�R�Q�V�W�L�W�X�L�H���&�R�P�L�V�L�D���S�H�Q�W�U�X���V�X�S�U�D�Y�H�J�K�H�U�H�D���S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U��

�S�H�U�V�R�Q�D�O�����D�Y�k�Q�G���X�U�P���W�R�D�U�H�O�H���D�W�U�L�E�X� �L�L�� 

�D���� �D�V�L�J�X�U���� �H�O�D�E�R�U�D�U�H�D���� �P�R�G�L�I�L�F�D�U�H�D�� �S�U�R�F�H�G�X�U�L�L�� �S�H�Q�W�U�X�� �S�U�R�W�H�F� �L�D�� �S�H�U�V�R�D�Q�H�O�R�U�� �F�X�� �S�U�L�Y�L�U�H�� �O�D��

�S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���ú�L���O�L�E�H�U�D���F�L�U�F�X�O�D� �L�H���D���D�F�H�V�W�R�U���G�D�W�H�� 

�E���� �D�V�L�J�X�U���� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �ú�L�� �P�R�Q�L�W�R�U�L�]�H�D�]���� �U�H�V�S�H�F�W�D�U�H�D�� �Q�R�U�P�H�O�R�U�� �S�U�R�F�H�G�X�U�D�O�H�� �v�Q�� �P�Dteria 

�S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���G�H���F���W�U�H���F�R�Q�G�X�F���W�R�U�L�L���R�S�H�U�D�W�R�U�L�O�R�U�� 

�F�����D�Q�D�O�L�]�H�D�]�����Y�X�O�Q�H�U�D�E�L�O�L�W��� �L�O�H���ú�L���U�L�V�F�X�U�L�O�H���V�H�P�Q�D�O�D�W�H���v�Q���V�L�V�W�H�P�X�O���G�H���V�H�F�X�U�L�W�D�W�H���D���S�U�H�O�X�F�U���U�L�L��datelor 

�F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���D�O���V�W�U�X�F�W�X�U�L�L���ú�L���S�U�R�S�X�Q�H���P���V�X�U�L���S�H�Q�W�U�X���v�Q�O���W�X�U�D�U�H�D���D�F�H�V�W�R�U�D�� 

�G�����D�Q�D�O�L�]�H�D�]�����R�U�L�F�H���v�Q�F���O�F�D�U�H���D���Q�R�U�P�H�O�R�U���G�H���S�U�R�W�H�F� �L�H���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���G�H���Q�D�W�X�U�����D 

�S�U�H�M�X�G�L�F�L�D�� �G�U�H�S�W�X�U�L�O�H�� �S�H�U�V�R�D�Q�H�L�� �Y�L�]�D�W�H���� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �P���V�X�U�L�O�H�� �G�L�V�S�X�V�H�� �S�H�Q�W�U�X�� �L�G�H�Q�W�L�I�L�F�D�U�H�D��

�S�H�U�V�R�D�Q�H�L���U�H�V�S�R�Q�V�D�E�L�O�H���ú�L���O�L�P�L�W�D�U�H�D���H�I�H�F�W�H�O�R�U���X�Q�H�L���G�L�V�H�P�L�Q���U�L���Q�H�D�X�W�R�U�L�]�D�W�H���D���G�D�W�H�O�R�U�����S�U�H�F�X�P���ú�L��

�F�X�� �S�U�L�Y�L�U�H�� �O�D�� �V�L�W�X�D� �L�L�O�H�� �v�Q�� �F�D�U�H�� �D�X�� �I�R�V�W�� �H�P�L�V�H�� �U�H�F�R�P�D�Q�G���U�L�� �V�D�X�� �D�S�O�L�F�D�W�H�� �V�D�Q�F� �L�X�Q�L�� �G�H�� �F���W�U�H��

�$�X�W�R�U�L�W�D�W�H�D�� �Q�D� �L�R�Q�D�O���� �G�H�� �V�X�S�U�D�Y�H�J�K�H�U�H�� �V�D�X�� �F�k�Q�G�� �D�F�H�D�V�W�D�� �D�� �G�L�V�S�X�V�� �H�I�H�F�W�X�D�U�H�D�� �X�Q�X�L�� �F�R�Q�W�U�R�O��

�S�U�H�D�O�D�E�L�O���R�U�L���D���X�Q�R�U���L�Q�Y�H�V�W�L�J�D� �L�L�� 

�H�����V�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L���H�[�H�F�X�W�L�Y�H���F�R�Q�G�X�F���W�R�U�L�O�R�U���R�S�H�U�D�W�R�U�L�O�R�U���G�L�Q���F�D�G�U�X�O���V�F�R�O�L�L�����v�Q���I�X�Q�F� �L�H���G�H���V�F�R�S�X�O 

�S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���S�H�U�V�R�Q�D�O�H���H�Q�X�P�H�U�D�W�H���v�Q���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�D�� 

�I�����H�O�D�E�R�U�H�D�]�����5�H�J�X�O�D�P�H�Q�W�X�O���G�H���I�X�Q�F� �L�R�Q�D�U�H���D���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���V�X�S�U�D�Y�H�J�K�H�U�H�D���S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U��

cu caracter personal. 

Comisia poate avea 5-�����P�H�P�E�U�L���Q�X�P�L� �L�����F�X���D�S�U�R�E�D�U�H�D���&�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D�
�L�H�����S�U�L�Q���G�H�F�L�]�L�H��

a directorului scolii. 

 

�&�R�Q�G�X�F���W�R�U�L�L���.�F�R�O�L�L���ú�L���V�H�F�U�H�W�D�U�L�D�W�X�O���V�F�R�O�L�L���V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���F�X���S�U�R�W�H�F� �L�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U��

�S�H�U�V�R�Q�D�O���ú�L���D�X���X�U�P���W�R�D�U�H�O�H���D�W�U�L�E�X� �L�L���S�U�L�Q�F�L�S�D�O�H�� 

�D�����V�W�D�E�L�O�H�V�F���V�F�R�S�X�O���ú�L���P�L�M�O�R�D�F�H�O�H���G�H���S�U�H�O�X�F�U�D�U�H���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���D�W�X�Q�F�L���F�k�Q�G���D�F�H�V�W�H�D��

�V�X�Q�W���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���H�[�H�U�F�L�W�D�U�H�D���X�Q�R�U���F�R�P�S�H�W�H�Q� �H���O�H�J�D�O�H�� 
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�E���� �D�V�L�J�X�U���� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �ú�L�� �P�R�Q�L�W�R�U�L�]�H�D�]���� �U�H�V�S�H�F�W�D�U�H�D�� �Q�R�U�P�H�O�R�U�� �S�U�R�F�H�G�X�U�D�O�H�� �v�Q�� �P�D�W�H�U�L�D��

�S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���G�H���F���W�U�H���X�W�L�O�L�]�D�W�R�U�L�� 

�F�����F�R�R�U�G�R�Q�H�D�]�����ú�L���P�R�Q�L�W�R�U�L�]�H�D�]�����D�F�W�L�Y�L�W�D�W�H�D���S�H�U�V�R�Q�D�O�X�O�X�L���S�H���O�L�Q�L�D �S�U�R�W�H�F� �L�H�L���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U��

personal la nivelul operatorului; 

�G�����G�L�V�S�X�Q���P���V�X�U�L���G�H���F�R�P�S�O�H�W�D�U�H���V�D�X�����G�X�S�����F�D�]�����G�H���P�R�G�L�I�L�F�D�U�H���D���I�L�ú�H�L���S�R�V�W�X�U�L�O�R�U���X�W�L�O�L�]�D�W�R�U�L�O�R�U�� 

�H���� �D�Q�D�O�L�]�H�D�]���� �ú�L�� �G�L�V�S�X�Q�� �v�Q�� �F�H�H�D�� �F�H�� �S�U�L�Y�H�ú�W�H�� �V�X�V�S�H�Q�Garea sau revocarea dreptului de acces al 

�X�W�L�O�L�]�D�W�R�U�L�O�R�U���O�D���V�L�V�W�H�P�H���G�H���H�Y�L�G�H�Q� �����D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�����v�Q���F�R�Q�G�L� �L�L�O�H���O�H�J�L�L�� 

�K�����G�L�V�S�X�Q���P���V�X�U�L���S�H�Q�W�U�X���H�[�H�U�F�L�W�D�U�H�D���G�U�H�S�W�X�U�L�O�R�U���G�H���F���W�U�H���S�H�U�V�R�D�Q�D���Y�L�]�D�W���� 

 

�8�W�L�O�L�]�D�W�R�U�L�L���D�X���X�U�P���W�R�D�U�H�O�H���R�E�O�L�J�D� �L�L���V�S�H�F�L�I�L�F�H�� 

�D�����V�����F�X�Q�R�D�V�F�����ú�L���V�����D�S�O�L�F�H���S�U�H�Y�H�G�H�U�L�O�H���D�F�W�H�O�R�U���Q�R�U�P�D�W�L�Y�H���G�L�Q���G�R�P�H�Q�L�X�O���S�U�H�O�X�F�U���U�L�L���G�D�W�H�O�R�U���F�X 

�F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���S�U�H�F�X�P���ú�L���D�O�H���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�� 

�E�����V�����L�Q�I�R�U�P�H�]�H���S�H�U�V�R�D�Q�D���Y�L�]�D�W�����D�W�X�Q�F�L���F�k�Q�G���G�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���V�X�Q�W���F�R�O�H�F�W�D�W�H���G�L�U�H�F�W���G�H��

la aceasta, �v�Q�� �F�R�Q�G�L� �L�L�O�H�� �O�H�J�L�L���� �F�X�� �S�U�L�Y�L�U�H�� �O�D���� �L�G�H�Q�W�L�W�D�W�H�D�� �R�S�H�U�D�W�R�U�X�O�X�L���� �V�F�R�S�X�O�� �v�Q�� �F�D�U�H�� �V�H�� �I�D�F�H��

�S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U�����G�H�V�W�L�Q�D�W�D�U�L�L���V�D�X���F�D�W�H�J�R�U�L�L�O�H���G�H���G�H�V�W�L�Q�D�W�D�U�L���D�L���G�D�W�H�O�R�U�����R�E�O�L�J�D�W�L�Y�L�W�D�W�H�D���I�X�U�Q�L�]���U�L�L��

�W�X�W�X�U�R�U���G�D�W�H�O�R�U���F�H�U�X�W�H���ú�L���F�R�Q�V�H�F�L�Q� �H�O�H���U�H�I�X�]�X�O�X�L���G�H���D���O�H���S�X�Q�H���O�D���G�L�V�S�R�]�L� �L�H�����G�U�H�S�W�X�U�L�O�H���S�U�H�Y���]�X�W�H��

�G�H���O�H�J�H�����v�Q���V�S�H�F�L�D�O���G�U�H�S�W�X�U�L�O�H���G�H���D�F�F�H�V�����G�H���L�Q�W�H�U�Y�H�Q� �L�H���D�V�X�S�U�D���G�D�W�H�O�R�U���ú�L���G�H���R�S�R�]�L� �L�H�����F�R�Q�G�L� �L�L�O�H���v�Q��

care pot fi exercitate aceste drepturi; 

�F�����V�����S�U�H�O�X�F�U�H�]�H���Q�X�P�D�L���G�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�Rr de serviciu 

�ú�L�� �V���� �D�F�R�U�G�H�� �V�S�U�L�M�L�Q�� �F�R�Q�G�X�F���W�R�U�X�O�X�L�� �R�S�H�U�D�W�R�U�X�O�X�L�� �S�H�Q�W�U�X�� �U�H�D�O�L�]�D�U�H�D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �V�S�H�F�L�I�L�F�H�� �D�O�H��

acestuia; 

�G�����V�����S���V�W�U�H�]�H���F�R�Q�I�L�G�H�Q� �L�D�O�L�W�D�W�H�D���G�D�W�H�O�R�U���S�U�H�O�X�F�U�D�W�H�����D���F�R�Q�W�X�O�X�L���G�H���X�W�L�O�L�]�D�W�R�U�����D���S�D�U�R�O�H�L�����F�R�G�X�O�X�L���G�H��

acces la sistemele informatice/ baze de date prin care sunt gestionate date cu caracter personal; 

�H�����V�����U�H�V�S�H�F�W�H���P���V�X�U�L�O�H���G�H���V�H�F�X�U�L�W�D�W�H�����S�U�H�F�X�P���ú�L���F�H�O�H�O�D�O�W�H���U�H�J�X�O�L���V�W�D�E�L�O�L�W�H���G�H���R�S�H�U�D�W�R�U�� 

�I�����V�����L�Q�I�R�U�P�H�]�H���G�H���v�Q�G�D�W�����F�R�Q�G�X�F�H�U�H�D���R�S�H�U�D�W�R�U�X�O�X�L���G�H�V�S�U�H���v�P�S�U�H�M�X�U���U�L���G�H���Q�D�W�X�U�����D���F�R�Q�G�X�F�H���O�D���R 

diseminare �Q�H�D�X�W�R�U�L�]�D�W���� �G�H�� �G�D�W�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �V�D�X�� �G�H�V�S�U�H�� �R�� �V�L�W�X�D� �L�H�� �v�Q�� �F�D�U�H�� �D�X�� �I�R�V�W��

�D�F�F�H�V�D�W�H�����S�U�H�O�X�F�U�D�W�H���G�D�W�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���S�U�L�Q���v�Q�F���O�F�D�U�H�D���Q�R�U�P�H�O�R�U���O�H�J�D�O�H�����G�H�V�S�U�H���F�D�U�H���D���O�X�D�W��

�O�D���F�X�Q�R�ú�W�L�Q� ���� 

�3�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �X�W�L�O�L�]�D�W�R�U���� �I�L�ú�D�� �S�R�V�W�X�O�X�L�� �V�H�� �F�R�P�S�O�H�W�H�D�]���� �v�Q�� �P�R�G�� �F�R�U�H�V�S�X�Q�]���W�R�U�� �F�X�� �D�W�U�L�E�X� �L�L�O�H��

�S�U�H�Y���]�X�W�H���P�D�L���V�X�V�� 
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Utilizatorul poate prelucra date cu caracter personal doar pe �S�H�U�L�R�D�G�D�� �v�Q�� �F�D�U�H�� �R�F�X�S���� �I�X�Q�F� �L�D��

�U�H�V�S�H�F�W�L�Y���� 

 

�(�[�W�L�Q�G�H�U�H�D�� �V�D�X�� �U�H�V�W�U�k�Q�J�H�U�H�D�� �D�W�U�L�E�X� �L�L�O�R�U�� �G�H�� �S�U�H�O�X�F�U�D�U�H�� �D��datelor cu caracter personal se 

dispune de �R�S�H�U�D�W�R�U���D�W�X�Q�F�L���F�k�Q�G���X�W�L�O�L�]�D�W�R�U�X�O���V�H���D�I�O�����v�Q���X�Q�D���G�L�Q�W�U�H���X�U�P���W�R�D�U�H�O�H���V�L�W�X�D� �L�L�� 

�D�����O�D���P�R�G�L�I�L�F�D�U�H�D���U�D�S�R�U�W�X�U�L�O�R�U���G�H���P�X�Q�F���� 

�E�����O�D���P�R�G�L�I�L�F�D�U�H�D���D�W�U�L�E�X� �L�L�O�R�U���S�U�L�Y�L�Q�G���S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�����S�U�H�Y���]�X�W�H���v�Q���I�L�ú�D 

postului. 

 

8.2. Drepturile persoanelor �D���F���U�R�U���G�D�W�H���S�H�U�V�R�Q�D�O�H���V�X�Q�W���F�R�O�H�F�W�D�W�H���ú�L�����V�D�X���S�U�H�O�X�F�U�D�W�H�� 

 

Dreptul de a fi informat  

�Ì�Q���F�D�]�X�O���v�Q���F�D�U�H���G�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���V�X�Q�W���R�E� �L�Q�X�W�H���G�L�U�H�F�W���G�H���O�D���S�H�U�V�R�D�Q�D���Y�L�]�D�W������operatorul 

�H�V�W�H���R�E�O�L�J�D�W���V�����I�X�U�Q�L�]�H�]�H���S�H�U�V�R�D�Q�H�L���Y�L�]�D�W�H���F�H�O���S�X� �L�Q���X�U�P���W�R�D�U�H�O�H���L�Q�I�R�U�P�D� �L�L�����F�X���H�[�F�H�S� �L�D���F�D�]�X�O�X�L��

�v�Q���F�D�U�H���D�F�H�D�V�W�����S�H�U�V�R�D�Q�����S�R�V�H�G�����G�H�M�D���L�Q�I�R�U�P�D� �L�L�O�H���U�H�V�S�H�F�W�L�Y�H�� 

�D�����L�G�H�Q�W�L�W�D�W�H�D���R�S�H�U�D�W�R�U�X�O�X�L���ú�L���D���U�H�S�U�H�]�H�Q�W�D�Q�W�X�O�X�L���D�F�H�V�W�X�L�D�����G�D�F�����H�V�W�H���F�D�]�X�O�� 

�E�����V�F�R�S�X�O���v�Q���F�D�U�H���V�H���I�D�F�H���S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U�� 

�F�����L�Q�I�R�U�P�D� �L�L���V�X�S�O�L�P�H�Q�W�D�U�H���� �S�U�H�F�X�P���� �G�H�V�W�L�Q�D�Warii sau categoriile �G�H���G�H�V�W�L�Q�D�W�D�U�L���D�L���G�D�W�H�O�R�U���� �G�D�F����

�I�X�U�Q�L�]�D�U�H�D�� �W�X�W�X�U�R�U�� �G�D�W�H�O�R�U�� �F�H�U�X�W�H�� �H�V�W�H�� �R�E�O�L�J�D�W�R�U�L�H�� �ú�L�� �F�R�Q�V�H�F�L�Q� �H�O�H�� �U�H�I�X�]�X�O�X�L�� �G�H�� �D�� �O�H�� �I�X�U�Q�L�]�D����

�H�[�L�V�W�H�Q� �D���G�U�H�S�W�X�U�L�O�R�U���S�U�H�Y���]�X�W�H���G�H���O�H�J�H���S�H�Q�W�U�X���S�H�U�V�R�D�Q�D���Y�L�]�D�W�������vn special a dreptului de acces, 

�G�H���L�Q�W�H�U�Y�H�Q� �L�H���D�V�X�S�U�D���G�D�W�H�O�R�U���ú�L���G�H���R�S�R�]�L� �L�H�����S�U�H�F�X�P���ú�L���F�R�Q�G�L� �L�L�O�H���v�Q���F�D�U�H���S�R�W���I�L���H�[�H�U�F�L�W�D�W�H�� 

�G���� �R�U�L�F�H�� �D�O�W�H�� �L�Q�I�R�U�P�D� �L�L�� �D�� �F���U�R�U�� �I�X�U�Q�L�]�D�U�H�� �H�V�W�H�� �L�P�S�X�V���� �S�U�L�Q�� �G�L�V�S�R�]�L� �L�H�� �D�� �D�X�W�R�U�L�W��� �L�L�� �G�H��

�V�X�S�U�D�Y�H�J�K�H�U�H����� �L�Q�k�Q�G���V�H�D�P�D���G�H���V�S�H�F�L�I�L�F�X�O���S�U�H�O�X�F�U���U�L�L�� 

�&�O���G�L�U�L�O�H�� �F�D�U�H�� �V�X�Q�W���V�X�S�U�D�Y�H�J�K�H�D�W�H�� �Y�L�G�H�R�� �Y�R�U�� �D�Y�H�D���� �O�D�� �L�Q�W�U�D�U�H���� �D�I�L�ú�D�W�� �v�Q�� �O�R�F�� �Y�L�]�L�E�L�O���� �L�Q�I�R�U�P�D�U�H�D��

�S�U�L�Y�L�Q�G���S�U�H�O�X�D�U�H�D���ú�L���V�W�R�F�D�U�H�D���G�H���L�P�D�J�L�Q�L�� 

 

Dreptul de acces la date 

�2�U�L�F�H���S�H�U�V�R�D�Q�����Y�L�]�D�W�����D�U�H���G�U�H�S�W�X�O���G�H���D���R�E� �L�Q�H���G�H���O�D���V�F�R�D�O�D�����v�Q���F�D�O�L�W�D�W�H���G�H���R�S�H�U�D�W�R�U�������O�D���F�H�U�H�U�H���ú�L��

�v�Q���P�R�G���J�U�D�W�X�L�W���S�H�Q�W�U�X���R���V�R�O�L�F�L�W�D�U�H���S�H���D�Q�����F�R�Q�I�L�U�P�D�U�H�D���I�D�S�W�X�O�X�L���F�����G�D�W�H�O�H���F�D�U�H���R���S�U�L�Y�H�V�F���V�X�Q�W���V�D�X��

�Q�X�� �V�X�Q�W�� �S�U�H�O�X�F�U�D�W�H�� �G�H�� �D�F�H�V�W�D���� �2�S�H�U�D�W�R�U�X�O�� �H�V�W�H�� �R�E�O�L�J�D�W���� �v�Q�� �V�L�W�X�D� �L�D�� �v�Q�� �F�D�U�H�� �S�U�H�O�X�F�U�H�D�]���� �G�D�W�H�� �F�X��
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�F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���F�D�U�H���S�U�L�Y�H�V�F���V�R�O�L�F�L�W�D�Q�W�X�O�����V�����F�R�P�X�Q�L�F�H���D�F�H�V�W�X�L�D�����v�P�S�U�H�X�Q�����Fu confirmarea, cel 

�S�X� �L�Q���X�U�P���W�R�D�U�H�O�H�� 

�D�����L�Q�I�R�U�P�D� �L�L���U�H�I�H�U�L�W�R�D�U�H���O�D���V�F�R�S�X�U�L�O�H���S�U�H�O�X�F�U���U�L�L�����F�D�W�H�J�R�U�L�L�O�H���G�H���G�D�W�H���D�Y�X�W�H���v�Q���Y�H�G�H�U�H���ú�L���G�H�V�W�L�Q�D�W�D�U�L�L��

�V�D�X���F�D�W�H�J�R�U�L�L�O�H���G�H���G�H�V�W�L�Q�D�W�D�U�L���F���U�R�U�D���O�H���V�X�Q�W���G�H�]�Y���O�X�L�W�H���G�D�W�H�O�H�� 

�E���� �F�R�P�X�Q�L�F�D�U�H�D�� �v�Q�W�U-�R�� �I�R�U�P���� �L�Q�W�H�O�L�J�L�E�L�O���� �D�� �G�D�W�H�O�Rr care fac ob�L�H�F�W�X�O�� �S�U�H�O�X�F�U���U�L�L���� �S�U�H�F�X�P�� �ú�L�� �D��

�R�U�L�F���U�H�L���L�Q�I�R�U�P�D� �L�L���G�L�V�S�R�Q�L�E�L�O�H���F�X���S�U�L�Y�L�U�H���O�D���R�U�L�J�L�Q�H�D���G�D�W�H�O�R�U�� 

�F���� �L�Q�I�R�U�P�D� �L�L�� �D�V�X�S�U�D�� �S�U�L�Q�F�L�S�L�L�O�R�U���G�H�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�� �P�H�F�D�Q�L�V�P�X�O�X�L�� �S�U�L�Q�� �F�D�U�H�� �V�H�� �H�I�H�F�W�X�H�D�]���� �R�U�L�F�H��

�S�U�H�O�X�F�U�D�U�H���D�X�W�R�P�D�W�����D���G�D�W�H�O�R�U���F�D�U�H���Y�L�]�H�D�]�����S�H�U�V�R�D�Q�D���U�H�V�S�H�F�W�L�Y���� 

�G�����L�Q�I�R�U�P�D� �L�L���S�U�L�Y�L�Q�G���H�[�L�V�W�H�Q� �D���G�U�H�S�W�X�O�X�L���G�H���L�Q�W�H�U�Y�H�Q� �L�H���D�V�X�S�U�D���G�D�W�H�O�R�U���ú�L���D���G�U�H�S�W�X�O�X�L���G�H���R�S�R�]�L� �L�H����

�S�U�H�F�X�P���ú�L���F�R�Q�G�L� �L�L�O�H���v�Q���F�D�U�H���S�R�W���I�L���H�[�H�U�F�L�W�D�W�H�� 

�H�����L�Q�I�R�U�P�D� �L�L���D�V�X�S�U�D���S�R�V�L�E�L�O�L�W��� �L�L���G�H���D���v�Q�D�L�Q�W�D���S�O�k�Q�J�H�U�H���F���W�U�H���D�X�W�R�U�L�W�D�W�H�D���G�H���V�X�S�U�D�Y�H�J�K�H�U�H�����S�U�H�F�Xm 

�ú�L���G�H���D���V�H���D�G�U�H�V�D���L�Q�V�W�D�Q� �H�L���S�H�Q�W�U�X���D�W�D�F�D�U�H�D���G�H�F�L�]�L�L�O�R�U���R�S�H�U�D�W�R�U�X�O�X�L�����v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���G�L�V�S�R�]�L� �L�L�O�H��

legii. 

�3�H�U�V�R�D�Q�D�� �Y�L�]�D�W���� �S�R�D�W�H�� �V�R�O�L�F�L�W�D�� �G�H�� �O�D�� �R�S�H�U�D�W�R�U�� �L�Q�I�R�U�P�D� �L�L�O�H�� �S�U�H�Y���]�X�W�H�� �P�D�L�� �V�X�V���� �S�U�L�Q�W�U-o cerere 

�v�Q�W�R�F�P�L�W���� �v�Q�� �I�R�U�P���� �V�F�U�L�V������ �v�Q�U�H�J�L�V�W�U�D�W���� �O�D�� �U�H�J�L�V�W�U�D�W�X�U�D�� �V�F�R�O�L�L�� �ú�L�� �V�H�P�Q�D�W������ �Ì�Q�� �F�H�U�H�U�H�� �V�R�O�L�F�L�W�D�Q�W�X�O��

�S�R�D�W�H���D�U���W�D���G�D�F�����G�R�U�H�ú�W�H���F�D���L�Q�I�R�U�P�D� �L�L�O�H���V�����v�L���I�L�H���F�R�P�X�Q�L�F�D�W�H���O�D���R���D�Q�X�P�L�W�����D�G�U�H�V�������F�D�U�H���S�R�D�W�H���I�L���ú�L��

�G�H���S�R�ú�W�����H�O�H�F�W�U�R�Q�L�F�������V�D�X���S�U�L�Q�W�U-�X�Q���V�H�U�Y�L�F�L�X���G�H���F�R�U�H�V�S�R�Q�G�H�Q� �����F�D�U�H���V�����D�V�L�J�X�U�H���F�����S�U�H�G�D�U�H�D���L���V�H���Y�D��

face numai personal. 

�2�S�H�U�D�W�R�U�X�O�� �H�V�W�H�� �R�E�O�L�J�D�W�� �V���� �F�R�P�X�Q�L�F�H�� �L�Q�I�R�U�P�D� �L�L�O�H�� �V�R�O�L�F�L�W�D�W�H�����v�Q�� �W�H�U�P�H�Q�� �G�H�� ������ �]�L�O�H�� �G�H�� �O�D�� �G�D�W�D��

�S�U�L�P�L�U�L�L���F�H�U�H�U�L�L�����F�X���U�H�V�S�H�F�W�D�U�H�D���H�Y�H�Q�W�X�D�O�H�L���R�S� �L�X�Q�L���D���V�R�O�L�F�L�W�D�Q�W�X�O�X�L���H�[�S�U�L�P�D�W�H�� 

 

�'�U�H�S�W�X�O���G�H���L�Q�W�H�U�Y�H�Q� �L�H���D�V�X�S�U�D���G�D�W�H�O�R�U 

���������2�U�L�F�H���S�H�U�V�R�D�Q�����Y�L�]�D�W�����D�U�H���G�U�H�S�W�X�O���G�H���D���R�E� �L�Q�H���G�H���O�D���R�S�H�U�D�W�R�U�����O�D���F�H�U�H�U�H���ú�L���v�Q���P�R�G���J�U�D�W�X�L�W�� 

�D�����G�X�S�����F�D�]�����U�H�F�W�L�I�L�F�D�U�H�D�����D�F�W�X�D�O�L�]�D�U�H�D�����E�O�R�F�D�U�H�D���V�D�X���ú�W�H�U�J�H�U�H�D���G�D�W�H�O�R�U���D���F���U�R�U���S�U�H�O�X�F�U�D�U�H���Q�X���H�V�W�H 

�F�R�Q�I�R�U�P�����O�H�J�L�L�����v�Q���V�S�H�F�L�D�O���D���G�D�W�H�O�R�U���L�Q�F�R�P�S�O�H�W�H���V�D�X���L�Q�H�[�D�F�W�H�� 

�E�����G�X�S�����F�D�]�����W�U�D�Q�V�I�R�U�P�D�U�H�D���v�Q���G�D�W�H���D�Q�R�Q�L�P�H���D���G�D�W�H�O�R�U���D���F���U�R�U���S�U�H�O�X�F�U�D�U�H���Q�X���H�V�W�H���F�R�Q�I�R�U�P�����O�H�J�L�L�� 

�F���� �Q�R�W�L�I�L�F�D�U�H�D�� �F���W�U�H�� �W�H�U� �L�L�� �F���U�R�U�D�� �O�H-�D�X�� �I�R�V�W�� �G�H�]�Y���O�X�L�W�H�� �G�D�W�H�O�H�� �D�� �R�U�L�F���U�H�L�� �R�S�H�U�D� �L�X�Q�L�� �H�I�H�F�W�X�D�W�H��

�F�R�Q�I�R�U�P���O�L�W�����D�����V�D�X���E�������G�D�F�����D�F�H�D�V�W�����Q�R�W�L�I�L�F�D�U�H���Q�X���V�H���G�R�Y�H�G�H�ú�W�H���L�P�S�R�V�L�E�L�O�����V�D�X���Q�X���S�U�H�V�X�S�X�Q�H���X�Q��

efor�W���G�L�V�S�U�R�S�R�U� �L�R�Q�D�W���I�D� �����G�H���L�Q�W�H�U�H�V�X�O���O�H�J�L�W�L�P���F�D�U�H���D�U���S�X�W�H�D���I�L���O�H�]�D�W�� 

�������� �3�H�Q�W�U�X�� �H�[�H�U�F�L�W�D�U�H�D�� �G�U�H�S�W�X�O�X�L�� �S�U�H�Y���]�X�W�� �O�D�� �D�O���� ���������� �S�H�U�V�R�D�Q�D�� �Y�L�]�D�W���� �Y�D�� �v�Q�D�L�Q�W�D�� �R�S�H�U�D�W�R�U�X�O�X�L�� �R��

�F�H�U�H�U�H�� �v�Q�W�R�F�P�L�W���� �v�Q�� �I�R�U�P���� �V�F�U�L�V������ �v�Q�U�H�J�L�V�W�U�D�W���� �O�D�� �5�H�J�L�V�W�U�D�W�X�U�D�� �V�F�R�O�L�L�� �ú�L�� �V�H�P�Q�D�W������ �Ì�Q�� �F�H�U�H�U�H��
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�V�R�O�L�F�L�W�D�Q�W�X�O���S�R�D�W�H���D�U���W�D���G�D�F���� �G�R�U�H�ú�W�H���F�D���L�Q�I�R�U�P�D� �L�L�O�H���V���� �v�L���I�L�H���F�R�P�X�Q�L�F�D�W�H���O�D���R���D�Q�X�P�L�W�����D�G�U�H�V������

�F�D�U�H���S�R�D�W�H���I�L���ú�L���G�H���S�R�ú�W�����H�O�H�F�W�U�R�Q�L�F�������V�D�X���S�U�L�Q�W�U-�X�Q���V�H�U�Y�L�F�L�X���G�H���F�R�U�H�V�S�R�Q�G�H�Q� �����F�D�U�H���V�����D�V�L�J�X�U�H���F����

predarea i se va face numai personal. 

(3) Operatorul este obli�J�D�W���V�����F�R�P�X�Q�L�F�H���P���V�X�U�L�O�H���O�X�D�W�H���v�Q���W�H�P�H�L�X�O���D�O���������������S�U�H�F�X�P���ú�L�����G�D�F�����H�V�W�H��

�F�D�]�X�O���� �Q�X�P�H�O�H�� �W�H�U� �X�O�X�L�� �F���U�X�L�D�� �L-�D�X�� �I�R�V�W�� �G�H�]�Y���O�X�L�W�H�� �G�D�W�H�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D��

�S�H�U�V�R�D�Q�D���Y�L�]�D�W�������v�Q���W�H�U�P�H�Q���G�H���������]�L�O�H���G�H���O�D���G�D�W�D���S�U�L�P�L�U�L�L���F�H�U�H�U�L�L�����F�X���U�H�V�S�H�F�W�D�U�H�D���H�Y�H�Q�W�X�D�O�H�L���R�S� �L�X�Q�L��

a solicitantului exprimate potrivit al. (2). 

 

�'�U�H�S�W�X�O���G�H���R�S�R�]�L� �L�H 

���������3�H�U�V�R�D�Q�D���Y�L�]�D�W�����D�U�H���G�U�H�S�W�X�O���G�H���D���V�H���R�S�X�Q�H���v�Q���R�U�L�F�H���P�R�P�H�Q�W�����G�L�Q���P�R�W�L�Y�H���v�Q�W�H�P�H�L�D�W�H���ú�L���O�H�J�L�W�L�P�H��

�O�H�J�D�W�H�� �G�H�� �V�L�W�X�D� �L�D�� �V�D�� �S�D�U�W�L�F�X�O�D�U������ �F�D�� �G�D�W�H�� �F�D�U�H�� �R�� �Y�L�]�H�D�]���� �V���� �I�D�F���� �R�E�L�H�F�W�X�O�� �X�Q�H�L���S�U�H�O�X�F�U���U�L���� �F�X��

�H�[�F�H�S� �L�D�� �F�D�]�X�U�L�O�R�U�� �v�Q�� �F�D�U�H�� �H�[�L�V�W���� �G�L�V�S�R�]�L� �L�L�� �O�H�J�D�O�H�� �F�R�Q�W�U�D�U�H���� �Ì�Q�� �F�D�]�� �G�H�� �R�S�R�]�L� �L�H�� �M�X�V�W�L�I�L�F�D�W����

�S�U�H�O�X�F�U�D�U�H�D���Q�X���P�D�L���S�R�D�W�H���Y�L�]�D���G�D�W�H�O�H���v�Q���F�D�X�]���� 

�������� �3�H�U�V�R�D�Q�D�� �Y�L�]�D�W���� �D�U�H�� �G�U�H�S�W�X�O�� �G�H�� �D�� �V�H�� �R�S�X�Q�H�� �v�Q�� �R�U�L�F�H�� �P�R�P�H�Q�W���� �v�Q�� �P�R�G�� �J�U�D�W�X�L�W�� �ú�L�� �I���U���� �Q�L�F�L�� �R��

justific�D�U�H���� �F�D�� �G�D�W�H�O�H�� �F�D�U�H�� �R�� �Y�L�]�H�D�]���� �V���� �I�L�H�� �S�U�H�O�X�F�U�D�W�H�� �v�Q�� �V�F�R�S�� �G�H�� �P�D�U�N�H�W�L�Q�J�� �G�L�U�H�F�W���� �v�Q�� �Q�X�P�H�O�H��

�R�S�H�U�D�W�R�U�X�O�X�L���V�D�X���D�O���X�Q�X�L���W�H�U� �����V�D�X���V�����I�L�H���G�H�]�Y���O�X�L�W�H���X�Q�R�U���W�H�U� �L���v�Q�W�U-un asemenea scop. 

�������� �Ì�Q�� �Y�H�G�H�U�H�D�� �H�[�H�U�F�L�W���U�L�L�� �G�U�H�S�W�X�U�L�O�R�U�� �S�U�H�Y���]�X�W�H�� �O�D�� �D�O���� �������� �ú�L�� �������� �S�H�U�V�R�D�Q�D�� �Y�L�]�D�W�� �Y�D�� �v�Q�D�L�Q�W�D��

�R�S�H�U�D�W�R�U�X�O�X�L���R���F�H�U�H�U�H���v�Q�W�R�F�P�L�W�����v�Q���I�R�U�P�����V�F�U�L�V�������v�Q�U�H�J�L�V�W�U�D�W�����O�D���5�H�J�L�V�W�U�D�W�X�U�D���V�F�R�O�L�L���ú�L���V�H�P�Q�D�W�������Ì�Q��

�F�H�U�H�U�H�� �V�R�O�L�F�L�W�D�Q�W�X�O�� �S�R�D�W�H�� �D�U���W�D�� �G�D�F���� �G�R�U�H�ú�W�H�� �F�D�� �L�Q�I�R�U�P�D� �L�L�O�H�� �V���� �v�L�� �I�L�H�� �F�R�P�X�Q�L�F�D�W�H�� �O�D�� �R�� �D�Q�X�P�L�W����

�D�G�U�H�V������ �F�D�U�H�� �S�R�D�W�H�� �I�L�� �ú�L�� �G�H�� �S�R�ú�W���� �H�O�H�F�W�U�R�Q�L�F������ �V�Du printr-�X�Q�� �V�H�U�Y�L�F�L�X�� �G�H�� �F�R�U�H�V�S�R�Q�G�H�Q� ���� �F�D�U�H�� �V����

�D�V�L�J�X�U�H���F�����S�U�H�G�D�U�H�D���L���V�H���Y�D���I�D�F�H���Q�X�P�D�L���S�H�U�V�R�Q�D�O�� 

���������2�S�H�U�D�W�R�U�X�O���H�V�W�H���R�E�O�L�J�D�W���V�����F�R�P�X�Q�L�F�H���S�H�U�V�R�D�Q�H�L���Y�L�]�D�W�H���P���V�X�U�L�O�H���O�X�D�W�H���v�Q���W�H�P�H�L�X�O���D�O�������������V�D�X��

���������� �S�U�H�F�X�P�� �ú�L���� �G�D�F���� �H�V�W�H�� �F�D�]�X�O���� �Q�X�P�H�O�H�� �W�H�U� �X�O�X�L�� �F���U�X�L�D�� �L-au fost �G�H�]�Y���O�X�L�W�H�� �G�D�W�H�O�H�� �F�X�� �F�D�U�D�F�W�H�U��

�S�H�U�V�R�Q�D�O�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �S�H�U�V�R�D�Q�D�� �Y�L�]�D�W������ �v�Q�� �W�H�U�P�H�Q�� �G�H�� ������ �]�L�O�H�� �G�H�� �O�D�� �G�D�W�D�� �S�U�L�P�L�U�L�L�� �F�H�U�H�U�L�L���� �F�X��

�U�H�V�S�H�F�W�D�U�H�D���H�Y�H�Q�W�X�D�O�H�L���R�S� �L�X�Q�L���D���V�R�O�L�F�L�W�D�Q�W�X�O�X�L���H�[�S�U�L�P�D�W�H���S�R�W�U�L�Y�L�W���D�O������������ 

 

Prelucrarea datelor cu caracter personal 

�2�S�H�U�D�W�R�U�L�L���ú�L���v�P�S�X�W�H�U�Q�L�F�L� �L�L���D�F�H�V�W�R�U�D���S�U�H�O�X�F�U�H�D�]�����G�D�W�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���F�D�U�H���S�R�W���I�D�F�H���X�O�W�H�U�L�R�U��

�R�E�L�H�F�W�X�O���X�Q�X�L���V�L�V�W�H�P���G�H���H�Y�L�G�H�Q� �������D�X�W�R�P�D�W���V�D�X���Q�H�D�X�W�R�P�D�W�����R�U�L���F�D�U�H���V�X�Q�W���G�H�V�W�L�Q�D�W�H���V�����I�L�H���L�Q�F�O�X�V�H��

�v�Q�W�U-�X�Q���D�V�H�P�H�Q�H�D���V�L�V�W�H�P�����v�Q���P�R�G���G�L�V�W�L�Q�F�W�����S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���S�U�H�V�W���U�L���G�H���V�H�U�Y�L�F�L�L��

�D�O�H���V�F�R�O�L�L���S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���R�E�L�H�F�W�X�O�X�L���G�H���D�F�W�L�Y�L�W�D�W�H���S�U�L�Q�F�L�S�D�O�����U�H�V�S�H�F�W�L�Y�����H�G�X�F�D� �L�H���ú�L���F�X�O�W�X�U���� 
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Prelucrarea datelor cu caracter personal se poate realiza prin mijloace automate sau 

�Q�H�D�X�W�R�P�D�W�H���v�Q���F�D�G�U�X�O���X�Q�R�U���R�S�H�U�D� �L�X�Q�L���R�U�L���V�H�W�X�U�L���G�H���R�S�H�U�D� �L�X�Q�L�����I���U�����D���I�L���O�L�P�L�W�D�W�H���O�D���D�F�H�V�W�H�D����

�G�X�S�����F�X�P���X�U�P�H�D�]���� 

a) colectarea - �V�W�U�k�Q�J�H�U�H�D�����D�G�X�Q�D�U�H�D���R�U�L���S�U�L�P�L�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���S�U�L�Q���R�U�L�F�H���P�L�M�O�R�D�F�H��

�O�H�J�D�O�H���ú�L���G�L�Q���R�U�L�F�H���V�X�U�V���� 

�E�����v�Q�U�H�J�L�V�W�U�D�U�H�D��- �F�R�Q�V�H�P�Q�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���v�Q�W�U-un s�L�V�W�H�P���G�H���H�Y�L�G�H�Q� �����D�X�W�R�P�D�W��

�R�U�L���Q�H�D�X�W�R�P�D�W�����F�D�U�H���S�R�D�W�H���I�L���U�H�J�L�V�W�U�X�����I�L�ú�L�H�U���D�X�W�R�P�D�W�����E�D�]�����G�H���G�D�W�H���V�D�X���R�U�L�F�H���D�O�W�����I�R�U�P�����G�H���H�Y�L�G�H�Q� ����

�R�U�J�D�Q�L�]�D�W�������V�W�U�X�F�W�X�U�D�W�����R�U�L���D�G-�K�R�F���V�D�X���v�Q�W�U-�X�Q���W�H�[�W�����v�Q�ú�L�U�X�L�U�H���G�H���G�D�W�H���R�U�L���G�R�F�X�P�H�Q�W�����L�Q�G�L�I�H�U�H�Q�W���G�H��

�P�R�G�D�O�L�W�D�W�H�D���v�Q���F�D�U�H���V�H���v�Q�V�F�U�L�X datele; 

c) organizarea - ordonarea, structurarea sau sistematizarea datelor cu caracter personal, conform 

�X�Q�R�U�� �F�U�L�W�H�U�L�L�� �S�U�H�V�W�D�E�L�O�L�W�H���� �S�R�W�U�L�Y�L�W�� �D�W�U�L�E�X� �L�L�O�R�U�� �O�H�J�D�O�H�� �D�O�H�� �R�S�H�U�D�W�R�U�X�O�X�L���� �v�Q�� �V�F�R�S�X�O�� �H�I�L�F�L�H�Q�W�L�]���U�L�L����

�R�S�W�L�P�L�]���U�L�L���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���S�U�H�O�X�F�U�D�U�H���D���D�F�H�V�W�Rra; 

d) stocarea - �S���V�W�U�D�U�H�D���S�H���R�U�L�F�H���I�H�O���G�H���V�X�S�R�U�W���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���F�X�O�H�V�H�����L�Q�F�O�X�V�L�Y���S�U�L�Q 

�H�I�H�F�W�X�D�U�H�D���F�R�S�L�L�O�R�U���G�H���V�L�J�X�U�D�Q� ���� 

e) adaptarea - transformarea datelor cu caracter personal colecta�W�H���L�Q�L� �L�D�O���� �F�R�Q�I�R�U�P�� �F�U�L�W�H�U�L�L�O�R�U��

�S�U�H�V�W�D�E�L�O�L�W�H���ú�L���V�F�R�S�Xrilor pentru care au fost colectate; 

f) modificarea - actualizarea, completarea, schimbarea, corectarea ori refacerea datelor cu 

�F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�����v�Q���V�F�R�S�X�O���P�H�Q� �L�Q�H�U�L�L���F�D�U�D�F�W�H�U�L�V�W�L�F�L�O�R�U���G�H���H�[�D�F�W�L�W�D�W�H�����U�H�D�O�L�W�D�W�H�����D�F�W�X�D�O�L�W�D�W�H�� 

g) extragerea - scoaterea unei �S���U� �L���G�L�Q���F�D�W�H�J�R�U�L�D���V�S�H�F�L�I�L�F�����G�H���G�D�W�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�����v�Q���V�F�R�S�X�O��

�X�W�L�O�L�]���U�L�L���D�F�H�V�W�H�L�D�����V�H�S�D�U�D�W���ú�L���G�L�V�W�L�Q�F�W���G�H���S�U�H�O�X�F�U�D�U�H�D���L�Q�L� �L�D�O���� 

h)consultarea - examinarea, vizualizarea, interogarea ori cercetarea datelor cu caracter personal, 

�I���U���� �D�� �I�L�� �O�L�P�L�W�D�W�H�� �O�D�� �D�F�H�V�W�H�D���� �v�Q�� �V�F�R�S�X�O�� �H�I�H�F�W�X���U�L�L�� �X�Q�H�L�� �R�S�H�U�D� �L�X�Q�L�� �V�D�X�� �V�H�W�� �G�H���R�S�H�U�D� �L�X�Q�L�� �G�H��

�S�U�H�O�X�F�U�D�U�H���X�O�W�H�U�L�R�D�U���� 

i) utilizarea - �I�R�O�R�V�L�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�����v�Q���W�R�W���V�D�X���v�Q���S�D�U�W�H�� �G�H���F���W�U�H���ú�L���v�Q��interiorul 

�R�S�H�U�D�W�R�U�X�O�X�L���� �v�P�S�X�W�H�U�Q�L�F�L� �L�O�R�U�� �R�S�H�U�D�W�R�U�X�O�Xi ori destinata�U�X�O�X�L���� �G�X�S���� �F�D�]�����L�Q�F�O�X�V�L�Y�� �S�U�L�Q�� �W�L�S���U�L�U�H����

copiere, multiplicare, scanare sau orice alte procedee similare; 

�M���� �G�H�]�Y���O�X�L�U�H�D��- �D�� �I�D�F�H�� �G�L�V�S�R�Q�L�E�L�O�H�� �G�D�W�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �F���W�U�H�� �W�H�U� �L�� �S�U�L�Q�� �F�R�P�X�Q�L�F�D�U�H����

�W�U�D�Q�V�P�L�W�H�U�H�����G�L�V�H�P�L�Q�D�U�H���V�D�X���v�Q���R�U�L�F�H���D�O�W���P�R�G�� 

Supravegherea �S�U�L�Q�� �P�L�M�O�R�D�F�H�� �D�X�G�L�R�� �ú�L���� �V�D�X�� �Y�L�G�H�R���� �I�L�[�H�� �V�D�X�� �P�R�E�L�O�H���� �D�� �X�Q�R�U�� �V�S�D� �L�L�� �S�X�E�O�L�F�H��

�S�H�U�L�P�H�W�U�D�O�H���R�U�L���D�G�L�D�F�H�Q�W�H���S�U�R�S�U�L�L�O�R�U���V�H�G�L�L�����S�U�H�F�X�P���ú�L���D���V�S�D� �L�L�O�R�U���L�Q�W�H�U�L�R�D�U�H���D�O�H���D�F�H�V�W�R�U�D���F�R�Q�V�W�L�W�X�L�H��

�R���S�U�H�O�X�F�U�D�U�H���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���G�R�D�U���G�D�F�����D�F�H�D�V�W�D���H�V�W�H���v�Q�V�R� �L�W�����G�H���Xn sistem de stocare 
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�D���G�D�W�H�O�R�U���F�D�U�H���S�H�U�P�L�W�H���L�G�H�Q�W�L�I�L�F�D�U�H�D���X�O�W�H�U�L�R�D�U�������S�U�L�Q���R�U�L�F�H���P�L�M�O�R�D�F�H�����D���S�H�U�V�R�D�Q�H�L���Y�L�]�D�W�H�����Ì�Q���D�F�H�V�W��

�F�D�]���H�V�W�H���R�E�O�L�J�D�W�R�U�L�H���D�Y�H�U�W�L�]�D�U�H�D���S�H�U�V�R�Q�D�O�X�O�X�L���S�U�R�S�U�L�X���ú�L���D���S�X�E�O�L�F�X�O�X�L���S�U�L�Y�L�Q�G���H�[�L�V�W�H�Q� �D���V�L�V�W�H�P�X�O�X�L��

�G�H���V�X�S�U�D�Y�H�J�K�H�U�H�����S�U�H�F�X�P���ú�L���L�Q�I�R�U�P�D�U�H�D��acestuia privind 

�L�G�H�Q�W�L�W�D�W�H�D�� �R�S�H�U�D�W�R�U�X�O�X�L���� �V�F�R�S�X�O�� �S�U�H�O�X�F�U���U�L�L���� �F�D�W�H�J�R�U�L�L�O�H�� �G�H�� �G�D�W�H�� �S�U�H�O�X�F�U�D�W�H���� �G�H�V�W�L�Q�D�W�D�U�L�L�� �G�D�W�H�O�R�U��

�V�D�X���D�O�W�H���G�D�W�H���V�X�S�O�L�P�H�Q�W�D�U�H���� �G�X�S���� �F�D�]���� �F�R�Q�I�R�U�P���O�H�J�L�L���� �,�Q�V�W�D�O�D�U�H�D�� �D�F�H�V�W�R�U���P�L�M�O�R�D�F�H���V�H�� �U�H�D�O�L�]�H�D�]����

�D�V�W�I�H�O�� �v�Q�F�k�W���� �S�H�� �F�k�W�� �S�R�V�L�E�L�O���� �V���� �Q�X�� �I�L�H�� �Y�L�]�X�D�O�L�]�D�W�� �L�Q�W�H�U�L�R�U�X�O�� �D�O�W�R�U�� �L�P�R�E�L�O�H�� �V�D�X�� �F���L�O�H�� �G�H�� �D�F�F�H�V�� �O�D��

�D�F�H�V�W�H�D�����D�I�O�D�W�H���v�Q���]�R�Q�D���D�G�L�D�F�H�Q�W�����H�F�K�L�S�D�P�H�Q�W�H�O�R�U���G�H���V�X�S�U�D�Y�H�J�K�H�U�H�� 

 

Comunicarea datelor cu caracter personal 

�'�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���V�H���S�R�W���F�R�P�X�Q�L�F�D���v�Q�W�U�H���R�S�H�U�D�W�R�U�L���ú�L���v�P�S�X�W�H�U�Q�L�F�L� �L�L���D�F�H�V�W�R�U�D���V�D�X���v�Q�W�Ue 

�R�S�H�U�D�W�R�U�L���V�D�X���v�P�S�X�W�H�U�Q�L�F�L� �L���D�L���D�F�H�V�W�R�U�D���ú�L���D�O�W�H���L�Q�V�W�L�W�X� �L�L���R�U�L���R�U�J�D�Q�L�V�P�H���S�X�E�O�L�F�H���V�D�X���H�Q�W�L�W��� �L���G�H���G�U�H�S�W��

�S�X�E�O�L�F���V�D�X���S�U�L�Y�D�W���v�Q���X�Q�D���G�L�Q�W�U�H���X�U�P���W�R�D�U�H�O�H���V�L�W�X�D� �L�L�� 

�D�����G�D�F�����S�H�U�V�R�D�Q�D���Y�L�]�D�W�����ú�L-�D���G�D�W���F�R�Q�V�L�P� ���P�k�Q�W�X�O���H�[�S�U�H�V���ú�L���Q�H�H�F�K�L�Y�R�F���S�H�Q�W�U�X���F�R�P�X�Q�L�F�D�U�H�D��datelor 

sale; 

�E�����I���U�����F�R�Q�V�L�P� ���P�k�Q�W�X�O���S�H�U�V�R�D�Q�H�L���Y�L�]�D�W�H���v�Q���F�D�]�X�U�L�O�H���S�U�H�Y���]�X�W�H���G�H���O�H�J�H�� 

�&�R�P�X�Q�L�F�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���v�Q���V�L�W�X�D� �L�L�O�H���S�U�H�Y���]�X�W�H���O�D���D�O�������������V�H���S�R�D�W�H���I�D�F�H���G�D�F�����H�V�W�H��

�v�Q�G�H�S�O�L�Q�L�W�����X�Q�D���G�L�Q�W�U�H���X�U�P���W�R�D�U�H�O�H���F�R�Q�G�L� �L�L�� 

�D�����F�R�P�X�Q�L�F�D�U�H�D���V�H���H�I�H�F�W�X�H�D�]�����S�H���E�D�]�D �X�Q�X�L���F�R�Q�W�U�D�F�W���V�D�X�����G�X�S�����F�D�]�����D���X�Q�X�L���G�R�F�X�P�H�Q�W���G�H���F�R�R�S�H�U�D�U�H��

�F�D�U�H�� �W�U�H�E�X�L�H�� �V���� �F�X�S�U�L�Q�G���� �F�H�O�� �S�X� �L�Q���� �Q�X�P���U�X�O�� �G�H�� �v�Q�U�H�J�L�V�W�U�D�U�H�� �D�� �Q�R�W�L�I�L�F���U�L�L���� �W�H�P�H�L�X�O�� �O�H�J�D�O�� �D�O��

�S�U�H�O�X�F�U���U�L�L���ú�L���V�F�R�S�X�O���D�F�H�V�W�H�L�D�����W�H�U�P�H�Q�X�O���P�D�[�L�P���G�H���S�U�H�O�X�F�U�D�U�H�����G�U�H�S�W�X�U�L�O�H���ú�L���R�E�O�L�J�D� �L�L�O�H���S���U� �L�O�R�U����

modalit��� �L�O�H�� �G�H�� �D�V�L�J�X�U�D�U�H�� �D�� �V�H�F�X�U�L�W��� �L�L�� �S�U�H�O�X�F�U���U�L�O�R�U�� �ú�L�� �G�H�� �U�H�V�S�H�F�W�D�U�H�� �D�� �G�U�H�S�W�X�U�L�O�R�U�� �S�H�U�V�R�D�Q�H�L��

�Y�L�]�D�W�H�����S�U�H�F�X�P���ú�L���P�H�Q� �L�X�Q�H�D���F�����G�D�W�H�O�H���S�R�W���I�L���X�W�L�O�L�]�D�W�H���G�R�D�U���G�H���V�W�U�X�F�W�X�U�D���E�H�Q�H�I�L�F�L�D�U�����ú�L���Q�X�P�D�L���v�Q��

scopul pentru care au fost solicitate; 

�E���� �F�R�P�X�Q�L�F�D�U�H�D�� �V�H�� �H�I�H�F�W�X�H�D�]���� �v�Q���E�D�]�D�� �X�Q�H�L�� �V�R�O�L�F�L�W���U�L�� �V�F�U�L�V�H���� �F�D�U�H�� �W�U�H�E�X�L�H�� �V���� �F�X�S�U�L�Q�G���� �W�H�P�H�L�X�O��

�O�H�J�D�O���� �V�F�R�S�X�O�� �S�U�H�O�X�F�U���U�L�L�� �ú�L�� �G�D�W�H�O�H�� �V�R�O�L�F�L�W�D�W�H���� �S�U�H�F�X�P�� �ú�L���� �G�D�F���� �H�V�W�H�� �F�D�]�X�O���� �Q�X�P���U�X�O�� �D�W�U�L�E�X�L�W��

�E�H�Q�H�I�L�F�L�D�U�X�O�X�L���G�H���$�X�W�R�U�L�W�D�W�H�D���Q�D� �L�R�Q�D�O�����G�H���V�X�S�U�D�Y�H�J�K�H�U�H�� 

(3) Comunicarea datelor cu caracter personal �G�H�� �F���W�U�H�� �R�S�H�U�D�W�R�U�L�� �ú�L�� �v�P�S�X�W�H�U�Q�L�F�L� �L�L�� �D�F�H�V�W�R�U�D�� �V�H��

�S�R�D�W�H���I�D�F�H���ú�L���R�Q-�O�L�Q�H�����F�X���U�H�V�S�H�F�W�D�U�H�D���G�L�V�S�R�]�L� �L�L�O�R�U���D�O�������������ú�L�����������ú�L���D�V�L�J�X�U�D�U�H�D���V�H�F�X�U�L�W��� �L�L���V�L�V�W�H�P�H�O�R�U��

�G�H���F�R�P�X�Q�L�F�D� �L�L���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�� 

���������'�D�W�H�O�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���D�V�X�S�U�D���F���U�R�U�D���S�H�U�V�R�D�Q�H�O�H���Y�L�]�D�W�H���D�X���H�[�H�U�F�L�W�D�W���ú�L���O�L���V-a recunoscut 

�G�U�H�S�W�X�O���G�H���R�S�R�]�L� �L�H���Q�X���S�R�W���I�D�F�H���R�E�L�H�F�W�X�O���S�U�H�O�X�F�U���U�L�L�� 
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���������&�H�U�H�U�L�O�H���S�H�Q�W�U�X���F�R�P�X�Q�L�F�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���D�G�U�H�V�D�W�H���V�F�R�O�L�L���W�U�H�E�X�L�H���V�����F�R�Q� �L�Q����

�G�D�W�H�O�H�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H�� �D�� �V�R�O�L�F�L�W�D�Q�W�X�O�X�L���� �S�U�H�F�X�P�� �ú�L�� �P�R�W�L�Y�D�U�H�D�� �ú�L scopul cererii, conform 

prevederilor legale. 

���������&�H�U�H�U�L�O�H���F�D�U�H���Q�X���F�R�Q� �L�Q���H�O�H�P�H�Q�W�H�O�H���S�U�H�Y���]�X�W�H���O�D���D�O�������������V�H���U�H�V�W�L�W�X�L�H���S�H�Q�W�U�X���F�R�P�S�O�H�W�D�U�H�����L�D�U���F�H�O�H��

�F�D�U�H���Q�X���V�H���v�Q�F�D�G�U�H�D�]�����v�Q���F�R�Q�G�L� �L�L�O�H���S�U�H�Y���]�X�W�H���G�H���O�H�J�H���V�H���U�H�V�S�L�Q�J�����P�H�Q� �L�R�Q�k�Q�G�X-se motivele pentru 

care comunic�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���Q�X���H�V�W�H���S�R�V�L�E�L�O���� 

�������� �Ì�Q�D�L�Q�W�H���G�H���F�R�P�X�Q�L�F�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���� �R�S�H�U�D�W�R�U�L�L���Y�H�U�L�I�L�F���� �G�D�F���� �D�F�H�V�W�H�D���V�X�Q�W��

�H�[�D�F�W�H���ú�L�����G�D�F�����H�V�W�H���F�D�]�X�O�����D�F�W�X�D�O�L�]�D�W�H�� 

���������Ì�Q���V�L�W�X�D� �L�D���v�Q���F�D�U�H���V�H���F�R�Q�V�W�D�W�����F�����D�X���I�R�V�W���W�U�D�Q�V�P�L�V�H���G�D�W�H���L�Q�F�R�U�Hcte sau neactualizate, operatorii 

�D�X�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �L�Q�I�R�U�P�D�� �G�H�V�W�L�Q�D�W�D�U�L�L�� �U�H�V�S�H�F�W�L�Y�H�O�R�U�� �G�D�W�H�� �D�V�X�S�U�D�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�L�� �D�F�H�V�W�R�U�D���� �F�X��

�P�H�Q� �L�R�Q�D�U�H�D���G�D�W�H�O�R�U���F�D�U�H���D�X���I�R�V�W���P�R�G�L�I�L�F�D�W�H�� 

�������� �/�D�� �F�R�P�X�Q�L�F�D�U�H�D�� �G�D�W�H�O�R�U�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �R�S�H�U�D�W�R�U�L�L�� �D�W�H�Q� �L�R�Q�H�D�]���� �G�H�V�W�L�Q�D�W�D�U�Li asupra 

�L�Q�W�H�U�G�L�F� �L�H�L�� �G�H�� �D�� �S�U�H�O�X�F�U�D�� �G�D�W�H�O�H�� �S�H�Q�W�U�X�� �D�O�W�H�� �V�F�R�S�X�U�L�� �G�H�F�k�W�� �F�H�O�H�� �V�S�H�F�L�I�L�F�D�W�H�� �v�Q�� �F�H�U�H�U�H�D�� �G�H��

comunicare. 

 

�0���V�X�U�L���W�H�K�Q�L�F�H���S�U�L�Y�L�Q�G���S�U�H�O�X�F�U�D�U�H�D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O 

���������7�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���F�D�U�H���F�R�Q� �L�Q���G�D�W�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���V�H���v�Q�U�H�J�L�V�W�U�H�D�]�����ú�L �X�U�P�H�D�]�����U�H�J�X�O�L�O�H��

�G�H���S���V�W�U�D�U�H�����S�U�R�F�H�V�D�U�H�����P�X�O�W�L�S�O�L�F�D�U�H�����W�U�D�Q�V�S�R�U�W�����W�U�D�Q�V�P�L�W�H�U�H�����G�L�V�W�U�X�J�H�U�H���ú�L���D�U�K�L�Y�D�U�H���V�W�D�E�L�O�L�W�H���S�U�L�Q��

�/�H�J�H�D���$�U�K�L�Y�H�O�R�U���1�D�W�L�R�Q�D�O�H���ú�L���S�U�L�Q���S�U�R�F�H�G�X�U�L���L�Q�W�H�U�Q�H�� 

(2) �'�R�F�X�P�H�Q�W�H�O�H�� �H�O�D�E�R�U�D�W�H�� �G�H�� �V�F�R�D�O�D���� �F�D�U�H�� �F�R�Q� �L�Q�� �G�D�W�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O���� �V�H�� �P�D�U�F�K�H�D�]����

�G�X�S�����F�X�P���X�U�P�H�D�]���� 

�D���� �v�Q�� �F�D�G�U�X�O�� �G�R�F�X�P�H�Q�W�X�O�X�L�� �V�H�� �P�H�Q� �L�R�Q�H�D�]���� �Q�X�P���U�X�O�� �D�W�U�L�E�X�L�W�� �Q�R�W�L�I�L�F���U�L�L�� �G�H�� �F���W�U�H�� �$�X�W�R�U�L�W�D�W�H�D��

�Q�D� �L�R�Q�D�O�����G�H���V�X�S�U�D�Y�H�J�K�H�U�H�� 

�E�����v�Q���V�X�E�V�R�O�X�O���I�L�H�F���U�H�L���S�D�J�L�Q�L�����F�X���H�[�F�H�S� �L�D���G�R�F�X�P�H�Q�W�H�O�R�U���F�O�D�V�L�I�L�F�D�W�H�����V�H���L�Q�V�H�U�H�D�]�����X�U�P���W�R�U�X�O���W�H�[�W�� 

�&�R�Q�G�X�F���W�R�U�X�O���R�S�H�U�D�W�R�U�X�O�X�L���V�W�D�E�L�O�H�ú�W�H���I�L�H�F���U�X�L���X�W�L�O�L�]�D�W�R�U���W�L�S�X�U�L�O�H���G�H���D�F�F�H�V���ú�L���R�S�H�U�D� �L�X�Q�L�O�H���S�H�U�P�L�V�H��

�D�F�H�V�W�X�L�D�����V�W�U�L�F�W���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���v�Q�G�H�S�O�L�Q�L�U�H�D���D�W�U�L�E�X� �L�L�O�R�U���G�H���V�H�U�Y�L�F�L�X�� 

�&�X�� �R�F�D�]�L�D�� �S�U�R�L�H�F�W���U�L�L���� �v�Q�W�U�H� �L�Q�H�U�L�L���� �D�F�W�X�D�O�L�]���U�L�L�� �D�S�O�L�F�D� �L�L�O�R�U�� �G�H�� �J�H�V�W�L�X�Q�H�� �D�� �E�D�]�H�O�R�U�� �G�H�� �G�D�W�H���� �V�H��

inter�]�L�F�H���D�F�F�H�V�X�O���S�U�R�J�U�D�P�D�W�R�U�L�O�R�U�����S�H�U�V�R�Q�D�O�X�O�X�L���G�H���v�Q�W�U�H� �L�Q�H�U�H���D���V�L�V�W�H�P�H�O�R�U���L�Q�I�R�U�P�D�W�L�F�H���O�D���R�U�L�F�H��

�I�H�O���G�H���G�D�W�H���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O���G�H� �L�Q�X�W�H�����F�U�H�D�W�H�����D�F�F�H�V�D�W�H���G�H���S�H�U�V�R�Q�D�O�X�O���G�L�Q���V�W�U�X�F�W�X�U�D���U�H�V�S�H�F�W�L�Y������

�Ì�Q���D�F�H�V�W�H���V�L�W�X�D� �L�L�����V�H���S�X�Q���O�D���G�L�V�S�R�]�L� �L�D���S�U�R�J�U�D�P�D�W�R�U�L�O�R�U�����S�H�U�V�R�Q�D�O�X�O�X�L���G�H���v�Q�W�U�H� �L�Q�H�U�H���Q�X�P�D�L���G�D�W�H��

anonime. 
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�2�S�H�U�D� �L�X�Q�L�O�H���G�H���F�R�O�H�F�W�D�U�H�����L�Q�W�U�R�G�X�F�H�U�H�����P�R�G�L�I�L�F�D�U�H���ú�L���D�F�W�X�D�O�L�]�D�U�H���D���G�D�W�H�O�R�U���F�X���F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O��

�V�H���I�D�F���Q�X�P�D�L���G�H���S�H�U�V�R�Q�D�O�X�O���D�Q�X�P�H���G�H�V�H�P�Q�D�W���G�H���F���W�U�H���F�R�Q�G�X�F���W�R�U�L�L���R�S�H�U�D�W�R�U�X�O�X�L�� 

�&�R�Q�G�X�F���W�R�U�L�L���R�S�H�U�D�W�R�U�L�O�R�U���G�L�V�S�X�Q���P���V�X�U�L�O�H���Q�H�F�H�V�D�U�H���F�D�U�H���V�����S�H�U�P�L�W�����L�G�H�Q�W�L�I�L�F�D�U�H�D���X�W�L�O�L�]�D�W�R�U�X�O�X�L��

care a introdus, modificat sau actualizat datele. 

 

8.3. Analiza procedurii. 

�$�Q�D�O�L�]�D���ú�L���U�H�Y�L�]�X�L�U�H�D���S�U�R�F�H�G�X�U�L�L���V�H���I�D�F�H���D�Q�X�D�O�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�&�R�P�L�V�L�D���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L�� 

- �D�Y�L�]�H�D�]�����S�U�R�F�H�G�X�U�D�� 

- �H�O�D�E�R�U�H�D�]�����S�U�R�S�X�Q�H�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���D���F�D�O�L�W��� �L�L�� 

- �Y�H�U�L�I�L�F�����S�U�R�F�H�G�X�U�D���G�L�Q���S�X�Q�F�W���G�H���Y�H�G�H�U�H���D�O���V�L�V�W�H�P�X�O�X�L���F�D�O�L�W��� �L�L�� 

- �J�H�V�W�L�R�Q�H�D�]�����D�S�U�R�E�D�U�H�D�����G�L�I�X�]�D�U�H�D�����P�R�G�L�I�L�F�D�U�H�D�����U�H�Y�L�]�L�L�O�H���S�U�R�F�H�G�X�U�L�L�� 

 

Compartimentul Secretariat 

- �D�S�O�L�F�����S�U�R�F�H�G�X�U�D�� 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

 

Nr. 

anexa 

Denumirea 

anexei 
Elaborator Aprobat 

Nr. de 

exemplare 
Difuzare 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

3         

 

�7�R�D�W�H�� �G�R�F�X�P�H�Q�W�H�O�H�� �ú�L�� �G�R�Y�H�]�L�O�H�� �S�U�L�Y�L�Q�G�� �G�D�W�H�O�H�� �F�X�� �F�D�U�D�F�W�H�U���S�H�U�V�R�Q�D�O�� �V�H�� �J���V�H�V�F�� �O�D�� �V�H�U�Y�L�F�L�X�O��

Secretariat. 
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11. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. Lista �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L procedurale  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,, JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. V 

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 32 - Controlul procesului neconform 2 

2 P.O. 33 - Efectuarea unui audit intern 17 

3 P.O. 34 - Controlul inregistrarilor 32 

4 P.O. 35 -  Actiuni  preventive 47 

5 P.O. 36 - Actiuni corective �± �7�U�D�W�D�U�H�D���U�H�F�O�D�P�D�
�L�L�O�R�U 65 

6 P.O. 37 - Managementul resurselor umane 80 

7 P.O. 38 - Elaborarea si aplicarea chestionarelor 95 

8 P.O. 39 - Pregatirea suplimentara  a  elevilor 109 

9 P.O. 40 -  Elaborarea, aplicarea si verificarea orarului unitatii 125 

10 P.O. 41 - Programe pentru examene 140 

11 P.O. 42 - Siguranta elevilor, personalului si  bunurilor unitatii 155 

12 P.O. 43 - Evaluarea  portofoliilor  elevilor 169 

13 P.O. 44 - Evaluarea  portofoliilor  profesorilor 186 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/�����3�5�,�9�,�1�'��
CONTROLUL PROCESULUI NECONFORM  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
32 

Cod: P.O. 32 
Pagina     din 15 
Exemplar nr.:  

 

 5 

3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care stabileste �F�X�P�� �V�X�Q�W�� � �L�Q�X�W�H�� �V�X�E�� �F�R�Q�W�U�R�O��

produsele neconforme. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura stabileste modalitatea cum sunt tinute sub control produsele 

neconforme 

- �$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�H�� �O�D��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O��

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X�� �F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L;  

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Secretariat, Contabilitate. 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Secretariat, Contabilitate. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L��procedurale 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �Ge 

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� ���S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Neconformitate �1�H�V�D�W�L�V�I�D�F�H�U�H�D���F�H�U�L�Q� �H�O�R�U���V�S�H�F�L�I�L�F�D�W�H�� 
�1�H�F�R�Q�I�R�U�P�L�W��� �L�O�H���V�H���S�R�W���U�H�I�H�U�L���O�D���� 
- �3�U�R�G�X�V�H���V�H�U�Y�L�F�L�L�� �F�D�U�H�� �Q�X�� �V�D�W�L�V�I�D�F�� �F�H�U�L�Q� �H�O�H�� �V�S�H�F�L�I�L�F�D�W�H��

�v�Q�� �O�H�J�L�V�O�D� �L�H�� �V�D�X�� �F�D�U�H�� �V�H�� �D�E�D�W�� �G�H�� �O�D�� �S�U�H�Y�H�G�H�U�L�O�H��
�G�R�F�X�P�H�Q�W�H�O�R�U�� �6�L�V�W�H�P�X�O�X�L�� �G�H�� �0�D�Q�D�J�H�P�H�Q�W�� �D�O�� �&�D�O�L�W��� �L�L��
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�V�D�X���D���L�Q�V�W�U�X�F� �L�X�Q�L�O�R�U���G�H���O�X�F�U�X���� 
- �G�R�F�X�P�H�Q�W�D� �L�D�� �F�X�� �G�D�W�H�� �L�Q�F�R�P�S�O�H�W�H�� �V�D�X�� �Q�H�F�R�Q�I�R�U�P���� �F�X��

�F�H�U�L�Q� �H�O�H���V�S�H�F�L�I�L�F�D�W�H���� 
Produsul neconform este �D�Q�V�D�P�E�O�X�O�� �G�H�� �L�Q�I�R�U�P�D� �L�L����
�F�X�Q�R�ú�W�L�Q� �H���� �F�D�S�D�F�L�W��� �L�� �D�O�� �F���U�R�U�� �Q�L�Y�H�O�� �Q�X�� �F�R�U�H�V�S�X�Q�G�H��
�F�H�U�L�Q� �H�O�R�U���G�H���S�U�R�P�R�Y�D�U�H���O�D���R���D�Q�X�P�L�W�����G�L�V�F�L�S�O�L�Q���� 
 

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii  

9. NC Neconformitate 

10. AC Actiuni corective 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�,�G�H�Q�W�L�I�L�F�D�U�H�D���ú�L���P�R�G�X�O���G�H���W�U�D�W�D�U�H���D���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U���G�H�S�L�Q�G���G�H���I�D�]�D���S�U�R�F�H�V�X�O�X�L�����G�H��

�O�R�F�X�O���D�F�W�L�Y�L�W�D�W�H�D���v�Q���F�D�U�H���D�F�H�V�W�H�D���V�X�Q�W��identificate. 

 

Identificarea produsului neconform �F�D�U�H�� �S�R�D�W�H�� �D�S���U�H�D�� �v�Q�� �S�U�R�F�H�V�X�O�� �G�H�� �L�Q�V�W�U�X�L�U�H�� �D��

�H�O�H�Y�L�O�R�U���V�H���U�H�D�O�L�]�H�D�]�����S�H���S�D�U�F�X�U�V�X�O���H�W�D�S�H�O�R�U���G�H���P�R�Q�L�W�R�U�L�]�D�U�H���D���S�U�R�F�H�V�H�O�R�U���ú�L���D�Q�X�P�H�� 

�x �&�R�Q�W�U�R�O�X�O�� �H�I�H�F�W�X�D�W�� �S�H�� �S�D�U�F�X�U�V�X�O�� �G�H�U�X�O���U�L�L�� �S�U�R�F�H�V�X�O�X�L�� �G�L�G�D�F�W�L�F�� ���H�Y�D�O�X���U�L�O�H��elevilor 

�V�H�P�H�V�W�U�L�D�O�H�� �S�U�L�Q�� �O�X�F�U���U�L�O�H�� �V�F�U�L�V�H���� �H�Y�D�O�X�D�U�H�D�� �V�S�H�F�L�D�O�L�]���U�L�O�R�U�� �ú�L�� �D�� �G�L�V�F�L�S�O�L�Q�H�O�R�U���� �D�Q�D�O�L�]�D��

�S�O�D�Q�X�U�L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W�����D���P�D�W�H�U�L�D�O�H�O�R�U���G�L�G�D�F�W�L�F�H�����D�X�G�L�W�X�U�L�O�H���� 

�x �&�R�Q�W�U�R�O�X�O���I�L�Q�D�O���D�O���D�F�W�L�Y�L�W��� �L�L���G�L�G�D�F�W�L�F�H�����H�Y�D�O�X�D�U�H�D���H�O�H�Y�L�O�R�U���O�D���I�L�Q�D�O�L�]�D�U�H�D���V�W�X�G�L�L�O�R�U������ 

 

 �3�U�R�F�H�G�X�U�D���V�W�D�E�L�O�H�ú�W�H���U�H�J�X�O�L���J�H�Q�H�U�D�O�H���F�D�U�H���V�����D�V�L�J�X�U�H���F���� �D�W�X�Q�F�L���F�k�Q�G���X�Q���S�U�R�G�X�V���V�H�U�Y�L�F�L�X��

�H�V�W�H�� �L�G�H�Q�W�L�I�L�F�D�W�� �F�D�� �I�L�L�Q�G�� �Q�H�F�R�Q�I�R�U�P���� �H�O�� �H�V�W�H�� �D�Q�D�O�L�]�D�W�� �ú�L�� �v�P�E�X�Q���W���
�L�W�� �D�V�W�I�H�O�� �F�D�� �D�F�H�V�W�D�� �V���� �Q�X�� �I�L�H��

�O�L�Y�U�D�W���S�U�H�V�W�D�W�� �E�H�Q�H�I�L�F�L�D�U�X�O�X�L�� �F�X�� �R�� �F�D�O�L�W�D�W�H�� �� �G�L�P�L�Q�X�D�W�D���� �U�H�G�X�F�k�Q�G�� �� �O�D�� �P�D�[�Lm impactul negativ  

�D�F�H�V�W�X�L�D���D�V�X�S�U�D���V�D�W�L�V�I�D�F�H�U�L�L���F�H�U�L�Q� �H�O�R�U���O�H�J�D�O�H���ú�L���D�O�H���F�O�L�H�Q� �L�O�R�U�� 

 

 �1�H�F�R�Q�I�R�U�P�L�W���
�L�O�H���L�G�H�Q�W�L�I�L�F�D�W�H���F�X���S�U�L�O�H�M�X�O���F�R�Q�W�U�R�O�X�O�X�L���S�U�R�F�H�V�X�O�X�L���G�L�G�D�F�W�L�F���V�H���V�W�D�E�L�O�H�V�F���G�H��

�I�L�H�F�D�U�H���F�D�G�U�X���G�L�G�D�F�W�L�F���G�L�Q���X�Q�L�W�D�W�H�����3�U�R�G�X�V�X�O���Q�H�F�R�Q�I�R�U�P���H�V�W�H���v�Q�U�H�J�L�V�W�U�D�W���L�Q���G�R�F�X�P�H�Q�W�H�O�H�����F�R�O�D�U�H��

�V�S�H�F�L�I�L�F�H�����I�L���H���G�H���S�U�R�J�U�H�V�����F�R�O�D�U�����F�D�W�D�O�R�D�J�H�����F�D�U�Q�H�W�H���G�H���Q�R�W�H�����I�L���H���G�H���D�X�W�R�H�Y�D�O�X�D�U�H�����U�D�S�R�D�U�W�H���G�H��

�D�X�W�R�H�Y�D�O�X�D�U�H���D���F�D�O�L�W���
�L�L���� 

 

 �1�H�F�R�Q�I�R�U�P�L�W�D�W�H�� �L�G�H�Q�W�L�I�L�F�D�W���� �v�Q�� �W�L�P�S�X�O�� �S�U�H�V�W���U�L�L�� �V�H�U�Y�L�F�L�X�O�X�L���� �'�D�F���� �O�D�� �F�R�Q�W�U�R�O���� �H�Y�D�O�X�D�U�H�D��

realizate pe parcursul pr�H�V�W���U�L�L�� �V�H�U�Y�L�F�L�X�O�X�L�� �G�H�� �H�G�X�F�D�
�L�H�� �V�H�� �F�R�Q�V�W�D�W���� �F���� �X�Q�H�O�H�� �S�U�R�G�X�V�H���S�U�R�F�H�V�H��

�V�X�Q�W�� �Q�H�F�R�Q�I�R�U�P�H���� �D�F�H�V�W�H�D�� �V�X�Q�W�� �L�G�H�Q�W�L�I�L�F�D�W�H���L�]�R�O�D�W�H���� �D�Q�D�O�L�]�D�W�H�� �ú�L�� �S�U�R�S�X�V�H�� �S�O�D�Q�X�U�L�� �G�H��

�v�P�E�X�Q���W���
�L�U�H���� 

 

Un produs/proces neconform va fi analizat de persoanele desemnate pentru a identifica 

c�D�X�]�D���D�S�D�U�L� �L�H�L���Q�H�F�R�Q�I�R�U�P�L�W��� �L�L���ú�L���G�X�S�����F�D�]���V�H���Y�D���G�H�F�L�G�H���F�D���H�O���V�����I�L�H���� 
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�D�����U�H�P�H�G�L�D�W���V�D�X���U�H�O�X�D�W���S�H�Q�W�U�X���D���V�D�W�L�V�I�D�F�H���F�R�Q�G�L� �L�L�O�H���V�S�H�F�L�I�L�F�D�W�H���� 

b) acceptat prin derogare;  

c) respins.  

Procesele/produsele remediate se vor reinspectat obligatoriu pentru a verific�D���G�X�S�����U�H�P�H�G�L�H�U�H��

�F�R�Q�I�R�U�P�L�W�D�W�H�D���O�R�U���F�X���F�H�U�L�Q� �H�O�H���V�S�H�F�L�I�L�F�D�W�H�� 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a Liceului Tehnol�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���F�R�R�U�G�R�Q�D�W�R�U�X�O���&���(���$���&�������ú�L���Y�R�U���I�L��

validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�H�Q�W�U�X�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H�� �V�H�U�Y�L�F�L�L�O�R�U���S�U�R�F�H�V�H�O�R�U�� �H�[�H�F�X�W�D�W�H�� �G�H��diferite compartimente, 

�U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� �U�H�Y�L�Q�H�� �X�U�P���W�R�U�L�O�R�U�� �I�D�F�W�R�U�L���� �ù�H�I�X�O�� �G�H�� �F�D�W�H�G�U���� ���� �D�O�� �F�R�P�L�V�L�H�L�� �P�H�W�R�G�L�F�H��

Responsabilul CEAC, Directorilor, etc 

 

 �5�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D�� �S�H�Q�W�U�X�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H�� �L�G�H�Q�W�L�I�L�F�D�W�H�� �v�Q�� �W�L�P�S�X�O�� �S�U�H�V�W���U�L�L��

�V�H�U�Y�L�F�L�L�O�R�U���G�H�U�X�O���U�L�L���S�U�R�F�H�V�H�O�R�U�� �R�� �D�X�� �S�H�U�V�R�D�Q�H�O�H�� �F�D�U�H�� �Y�H�U�L�I�L�F���� �ú�L�� �F�R�Q�W�U�R�O�H�D�]���� �D�F�W�L�Y�L�W�D�W�H�D�� �S�U�L�Q��

Audituri interne. 

 

 Pentru produsele/ procesele neconforme identificate cu prilejul control-�H�Y�D�O�X���U�L�L����

�U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���U�H�Y�L�Q�H���&�R�P�L�V�L�H���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�������ù�H�I�L�O�R�U���G�H���F�D�W�H�G�U���������G�H��

comisii metodice, profesorilor, personalului nedidactic. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 �Ì�Q�U�H�J�L�V�W�U���U�L�O�H���S�U�L�Y�L�Q�G���V�H�U�Y�L�F�L�L�O�H���Q�H�F�R�Q�I�R�U�P�H���V�H���I�D�F���S�H���I�R�U�P�X�O�D�U�H���W�L�S���D�ú�D���F�X�P���V�H���G�H�V�F�U�L�H��

�v�Q���³�)�L�ú�D���G�H���Q�H�F�R�Q�I�R�U�P�L�W�D�W�H�´�����D�Q�H�[�D����).  

 

 �Ì�Q�U�H�J�L�V�W�U���U�L�O�H�� �V�H�� �U�H�D�O�L�]�H�D�]���� �G�H�� �U�H�J�X�O���� �v�Q�� ���� �H�[�H�P�S�O�D�U���� �F�D�U�H�� �U���P�k�Q�H�� �� �F�O�D�V�D�W�� �O�D��

�F�R�P�S�D�U�W�L�P�H�Q�W�X�O���v�Q���F�D�U�H���D���I�R�V�W���L�G�H�Q�W�L�I�L�F�D�W�����ú�L���D�Q�D�O�L�]�D�W�������L���F�R�U�H�F�W�D�W�����1�(�&�2�1�)�2�5�0�,�7�$�7�(�$������ 

 

 �Ì�Q�U�H�J�L�V�W�U���U�L�O�H���S�U�L�Y�L�Q�G���Q�H�F�R�Q�I�R�U�P�L�W�D�W�H�D���L�G�H�Q�W�L�I�L�F�D�W�����± �V�H���D�U�K�L�Y�H�D�]�����G�H���F���W�U�H���V�H�F�U�H�W�D�U�L�D�W����la 

�I�L�H�F�D�U�H���V�I�k�U���L�W���G�H���D�Q�����F�R�O�D�U�� 

 

 �Ì�Q�U�H�J�L�V�W�U���U�L�O�H�� �V�H�� �S���V�W�U�H�D�]���� �F�R�Q�I�R�U�P�� �S�U�R�F�H�G�X�U�L�L�� �3rocedurii de Sistem �± Controlul 

�v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele de �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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�$�Q�H�[�D�������)�L���D���G�H���Q�H�F�R�Q�I�R�U�P�L�W�D�W�H 

�)�,�ù�$���'�(���1�(�&�2�1�)�2�5�0�,�7�$�7�(�� 

Nr. ............. din ...........................  

 

�������6�H�U�Y�L�F�L�X�O���X�Q�G�H���D���I�R�V�W���L�G�H�Q�W�L�I�L�F�D�W�����Q�H�F�R�Q�I�R�U�P�L�W�D�W�H�D���� 

.......................................................................................................................................................

..................................................................................... 

2. Descrierea necon�I�R�U�P�L�W��� �L�L���� 

.......................................................................................................................................................

.....................................................................................  

3. Ca�X�]�D���Q�H�F�R�Q�I�R�U�P�L�W��� �L�L���� 

.......................................................................................................................................................

..................................................................................... 

 �)�X�Q�F�
�L�D�����L�������V�H�P�Q���W�X�U�D�����S�H�U�V�R�D�Q�H�L���F�D�U�H���D���H�I�H�F�W�X�D�W���F�R�Q�W�U�R�O�X�O���S�U�R�G�X�V�X�O�X�L���S�U�R�F�H�V�X�O�X�L���Q�H�F�R�Q�I�R�U�P 

...................................................................................................................... 

�������$�&���,�8�1�,���&�2�5�(�&�7�,�9�(�� 

 

Nr. crt. �$�F�
�L�X�Q�L���Forective propuse Data Responsabil Termen 

     

     

     

     

 

�9�(�5�,�)�,�&�$�5�(�$���(�)�,�&�,�(�1���(�,���$�&���,�8�1�,�/�2�5���&�2�5�(�&�7�,�9�(�� 

�'�D�W�D���������������������������������������������������������������3�H�U�V�R�D�Q�D���G�H�V�H�P�Q�D�W���������������������������������������������������������6�H�P�Q���W�X�U�D���� 

Concluzii 

....................................................................................................................................... 

.. 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-    09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
Dumitr�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care stabileste modalitatea si 

�U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�L�O�H�� �S�U�L�Y�L�Q�G�� �J�H�V�W�L�R�Q�D�U�H�D�� ���L�� �H�I�L�F�L�H�Q�W�L�]�D�U�H�D���D�F�W�L�Y�L�W���
�L�O�R�U�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �G�L�Q��

���F�R�D�O�����V�L���W�U�D�Q�V�I�H�U�X�O���G�H���E�X�Q�H���S�U�D�F�W�L�F�L���v�Q���F�D�G�U�X�O���F�R�O�H�F�W�L�Y�X�O�X�L�����F�R�O�L�L�����L���U�H�J�O�D�U�H�D���G�H�V�I�����X�U���U�L�L��

�v�Q���F�R�Q�G�L�
�L�L���R�S�W�L�P�H���D���W�X�W�X�U�R�U���D�F�W�L�Y�L�W���
�L�O�R�U�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L��  

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura �V�W�D�E�L�O�H�V�W�H�� �P�R�G�D�O�L�W�D�W�H�D�� �V�L�� �U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�L�O�H�� �S�U�L�Y�L�Q�G�� �J�H�V�W�L�R�Q�D�U�H�D�� ���L��

�H�I�L�F�L�H�Q�W�L�]�D�U�H�D�� �D�F�W�L�Y�L�W���
�L�O�R�U�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �G�L�Q�� ���F�R�D�O���� �V�L�� �W�U�D�Q�V�I�H�U�X�O�� �G�H�� �E�X�Q�H�� �S�U�D�F�W�L�F�L���v�Q��

�F�D�G�U�X�O�� �F�R�O�H�F�W�L�Y�X�O�X�L�� ���F�R�O�L�L�� ���L�� �U�H�J�O�D�U�H�D�� �G�H�V�I�����X�U���U�L�L�� �v�Q�� �F�R�Q�G�L�
�L�L�� �R�S�W�L�P�H�� �D�� �W�X�W�X�U�R�U��

�D�F�W�L�Y�L�W���
�L�O�R�U�� 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii de invatamant;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H���v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 Ghidul Comisiei �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�Xl profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Descrierea procedurii  

 

1. �3�U�H�J���W�L�U�H�D���F�H�O�R�U���D�X�G�L�D�
�L���S�H�Q�W�U�X���F�H�H�D���F�H���V�H���G�R�U�H���W�H���V�����V�H���D�I�O�H���± scopul auditului 

(probleme / aspecte vizate). 

 

2. �(�O�D�E�R�U�D�U�H�D���X�Q�X�L���S�O�D�Q���G�H���D�X�G�L�W���F�D�U�H���F�X�S�U�L�Q�G�H���W�R�D�W�H���D�F�
�L�X�Q�L�O�H���G�H���D�X�G�L�W. 

 

3. Realizarea agendei zilei 

 

4. �)�R�U�P�D�U�H�D�� �H�F�K�L�S�H�L�� �G�H�� �D�X�G�L�W�R�U�L�� ���L�� �S�U�H�J���W�L�U�H�D�� �H�L�� ���I�R�U�P�D�U�H�D�� �v�Q�� �W�H�K�Q�L�F�L�� �G�H��

�L�Q�W�H�U�Y�L�H�Y�D�U�H�����I�R�U�P�X�O�D�U�H�D���v�Q�W�U�H�E���U�L�O�R�U�����H�O�D�E�R�U�D�U�H�D���X�Q�X�L���S�O�D�Q���H�W�F���� 

 

5. Auditul  

�ƒ interviu cu directorul 

�ƒ interviuri cu profesori (5, 6 profesori) 

�ƒ asistente la ore (3, 4 ore) 

�ƒ �L�Q�W�H�U�Y�L�X�U�L���F�X���H�O�H�Y�L�L�����S���U�L�Q�
�L�����D�J�H�Q�
�L���H�F�R�Q�R�P�L�F�L (daca este cazul) 

 

6. �(�[�D�P�L�Q�D�U�H�D���G�R�F�X�P�H�Q�W�D�
�L�H�L�������9�H�U�L�I�L�F�D�U�H�D���G�R�Y�H�]�L�O�R�U 

Documentatia auditatului este analizata pentru a determina conformitatea sistemului, 

din punctul de vedere al documentelor, cu criteriile de audit.  

�'�R�F�X�P�H�Q�W�D�W�L�D���S�R�D�W�H���L�Q�F�O�X�G�H���D�W�k�W���G�R�F�X�P�H�Q�W�H���U�H�O�H�Y�D�Q�W�H���D�O�H���V�L�V�W�H�P�X�O�X�L���G�H���P�D�Q�D�J�H�P�H�Q�W���V�L��

�v�Q�U�H�J�L�V�W�U�D�U�L�����F�k�W���V�L���U�Dpoarte de audit anterioare.  

Stabilirea documentelor de referinta , care , in functie de zona auditata,  pot fi : SR EN 

ISO 9001 : 2008; manualul calitatii; procedurile de sistem; procedurile/ instructiunile 

operationale;alte documente de referinta din sistem. 
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�$�Q�D�O�L�]�D�� �L�D�� �v�Q�� �F�R�Q�V�L�G�H�U�D�U�H�� �P�D�U�L�P�H�D���� �Q�D�W�X�U�D�� �V�L�� �F�R�P�S�O�H�[�L�W�D�W�H�D�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U����

proceselor, obiectivele si domeniul de aplicare al auditului.  

Daca documentatia este considerata inadecvata, auditorul sef  anunta in scris pe sefii 

compartimentelor ce vor fi auditate si pe director despre problemele constatate.  

Dovezile de audit sunt bazate pe mostre de informatii utilizate si exista astfel un 

�H�O�H�P�H�Q�W���G�H���L�Q�F�H�U�W�L�W�X�G�L�Q�H���L�Q�H�U�H�Q�W���v�Q���W�R�D�W�H���D�X�G�L�W�X�U�L�O�H���V�L���X�W�L�O�L�]�D�W�R�U�L�L���F�R�Q�F�O�X�]�L�L�O�R�U���D�X�G�L�W�X�O�X�L���D�U���W�U�H�E�X�L��

sa acorde atentie acestei incertitudini. 

Metodele de colectare a informatiilor includ: 

�¾ Interviuri; 

�¾ Observatii ale activitatilor, si 

�¾ Analiza documentelor 

 

7. �Ì�Q�W�R�F�P�L�U�H�D���U�D�S�R�U�W�X�O�X�L�����L���S�U�H�]�H�Q�W�D�U�H�D���O�X�L���v�Q���F�H�O���P�D�L���V�F�X�U�W���W�L�P�S 

Pregatirea raportului de audit 

Auditorul sef este responsabil pentru pregatirea si continutul  raportului de audit. 

Dupa caz, raportul de audit va include sau va face referire la urmatoarele: 

�¾ �,�Q�F�H�U�W�L�W�X�G�L�Q�L���V�L���V�D�X���R�U�L�F�H���R�E�V�W�D�F�R�O�H���v�Q�W�k�O�Q�L�W�H���F�D�U�H���D�U���S�X�W�H�D���V�D���V�F�D�G�D���Y�D�O�D�E�L�O�L�W�D�W�H�D��

concluziilor auditului. 

�¾ Orice sfera neacoperita, fata de domeniul auditului; 

�¾ Orice opinie divergenta nerezolvata intre echipa si auditat; 

 

Aprobarea si difuzarea raportului de audit 

�¾ �5�D�S�R�U�W�X�O���G�H���D�X�G�L�W���W�U�H�E�X�L�H���U�H�G�D�F�W�D�W���v�Q���P�D�[�������]�L�O�H���G�H���O�D���G�D�W�D���L�Q�F�K�H�L�H�U�L�L���D�X�G�L�W�X�O�X�L����

Raportul auditului este datat si semnat de catre auditor si trebuie analizat si 

aprobat de catre director. 

�¾ Raportul de audit aprobat va fi difuzat la destinatarii de beneficiarul auditului.  
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�¾ Continutul raportului este confidential si trebuie respectat si asigurat 

corespunzator de catre membrii echipei de audit si toti destinatarii raportului. 

 

8. �Ì�Q�W�R�F�P�L�U�H�D���X�Q�X�L���S�O�D�Q���G�H���v�P�E�X�Q���W���
�L�U�H�����I�H�H�G�E�D�F�N���S�R�]�L�W�L�Y�����L���S�U�D�F�W�L�F�D���U�H�I�O�H�F�W�L�Y�����v�Q��

�Y�H�G�H�U�H�D���X�Q�H�L���v�P�E�X�Q���W���
�L�U�L���F�R�Q�W�L�Q�X�H�� 

Daca actiunile corective/ preventive sau de imbunatatire nu au fost stabilite de catre 

auditat odata cu sedinta de inchidere, atunci acestea sunt decise si intelese de catre auditat in 

cadrul unui interval de timp acceptat  si nu sunt considerate ca parte a auditului.  

 

Incheierea si eficacitatea actiunilor corective va fi verificata in cadrul unor actiuni 

specifice sau printr-un audit de urmarire. 

 

Rezultatele actiunilor intreprinse vor fi analizate si transmise auditatului, precum si 

managementului, cu ocazia analizelor acestuia. 

 

 

8.2. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�¾ Coordonatorul C.E.A.C. are responsabilitatea de a monitoriza aplicarea acestei 

proceduri. 

 

�¾ Auditorii din echipa de audit: 

�x Documenteaza si se conformeaza cu cerintele aplicabile ale auditului. 

�x Participa la analiza documentelor; 

�x Elaboreaza chestionare de audit; completeaza protocoale de audit; intocmesc-dupa 

caz- planuri de esantionare. 

�x Clarifica si comunica cerintelor auditului personalului din zona auditata. 

�x Documenteaza observatiile si neconformitatile  . 

�x Raporteaza rezultatele auditului . 

�x Pastreaza in siguranta documentele referitoare la audit. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/����PRIVIND 
EFECTUAREA UNUI AUDIT INTERN  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
33 

Cod: P.O. 33 
Pagina     din 15 
Exemplar nr.:  

 

 31 

11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu elaborarea, �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�� �F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

CONTROLUL INREGISTRARILOR  
 
 
 
 
 
 

P.O. 34 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L��prenumele �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-
Rozica 

 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-
Rozica  

 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Procedura are drept scop stabilirea unui proces pentru identificarea, protejarea, 

�U�H�J���V�L�U�H�D���ú�L���H�O�L�P�L�Q�D�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�����D�V�L�J�X�U�k�Q�G�X-�V�H���F���� 

�¾ �V�X�Q�W���P�H�Q� �L�Q�X�W�H���S�H�Q�W�U�X���D���I�X�U�Q�L�]�D���G�R�Y�H�]�L���D�O�H���F�R�Q�I�R�U�P�L�W��� �L�L���F�X���F�H�U�L�Q� �H�O�H���ú�L���D�O�H���I�X�Q�F� �L�R�Q���U�L�L��

eficace a unitatii; 

�¾ �W�R�D�W�H���V�X�Q�W���O�L�]�L�E�L�O�H�����L�G�H�Q�W�L�I�L�F�D�E�L�O�H�����D�U�K�L�Y�D�W�H���ú�L���S���V�W�U�D�W�H���D�V�W�I�H�O���v�Q�F�k�W���V�����I�L�H���U�H�J���V�L�W�H���S�U�R�P�S�W����

�V�����V�H���S�U�H�Y�L�Q�������G�H�W�H�U�L�R�U�D�U�H�D�����G�L�V�W�U�X�J�H�U�H�D���V�D�X���S�L�H�U�G�H�U�H�D���O�R�U�� 

�¾ �V�X�Q�W���S�U�R�W�H�M�D�W�H���v�P�S�R�W�U�L�Y�D���D�F�F�H�V�X�O�X�L���Q�H�D�X�W�R�U�L�]�D�W���ú�L���v�P�S�R�W�U�L�Y�D���P�R�G�L�I�L�F���U�L�L���O�R�U���Q�H�F�R�Q�W�U�R�O�D�W�H�� 

�¾ �v�Q�� �V�W�D�E�L�O�L�U�H�D�� �W�H�U�P�H�Q�X�O�X�L�� �G�H�� �S���V�W�U�D�U�H�� �D�� �D�F�H�V�W�R�U�D���� �V�H�� �L�D�X�� �v�Q�� �F�R�Q�V�L�G�H�U�D�U�H�� �U�H�J�O�H�P�H�Q�W���U�L�O�H��

legale. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura  are drept scop stabilirea unui proces pentru identificarea, protejarea, 

�U�H�J���V�L�U�H�D���ú�L���H�O�L�P�L�Q�D�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 

- �3�U�R�F�H�G�X�U�D���D�F�R�S�H�U�����W�R�D�W�H���v�Q�U�H�J�L�V�W�U���U�L�O�H���U�H�]�X�O�W�D�W�H���G�L�Q���S�U�R�F�H�V�H�O�H���F�D�U�H���V�H���G�H�U�X�O�H�D�]�����v�Q��

�/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L.  

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �3�U�R�F�H�G�X�U�D�� �D�F�R�S�H�U���� �W�R�D�W�H�� �v�Q�U�H�J�L�V�W�U���U�L�O�H�� �U�H�]�X�O�W�D�W�H�� �G�L�Q�� �S�U�R�F�H�V�H�O�H�� �F�D�U�H�� �V�H��

�G�H�U�X�O�H�D�]�����v�Q���/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. ;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H depinde de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ Standardele de �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

�ƒ �6�5���(�1���,�6�2�������������������������Ä�6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�����&�H�U�L�Q� �H�´ 

�ƒ �6�5�� �(�1�� �,�6�2�� ������������ ���������� �Ä�6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W��� �L�L���� �3�U�L�Q�F�L�S�L�L��

�I�X�Q�G�D�P�H�Q�W�D�O�H���ú�L���Y�R�F�D�E�X�O�D�U�´ 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� ile de 

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8.  Inregistrare �'�R�F�X�P�H�Q�W���S�U�L�Q���F�D�U�H���V�H���G�H�F�O�D�U�����U�H�]�X�O�W�D�W�H�O�H���R�E� �L�Q�X�W�H���V�D�X���V�H��
�I�X�U�Q�L�]�H�D�]�����G�R�Y�H�]�L���D�O�H���D�F�W�L�Y�L�W��� �L�O�R�U���U�H�D�O�L�]�D�W�H�� 
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 7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

Procesul 

8.1 Responsabilul de proces 

Responsabilul de proces este seful de compartiment, seful de catedra/comisiei metodice. 

 

8.2 Limitele procesului 

�������������,�Q�W�U���U�L 

�x Documente externe 

�x Documente interne 

�x �3�U�R�G�X�V�H���ú�L���V�H�U�Y�L�F�L�L 

�������������,�H�ú�L�U�L 

�x Documente externe 

�x Documente interne 

�x �3�U�R�G�X�V�H���ú�L���V�H�U�Y�L�F�L�L 

 

���������,�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �� 

�x �1�X�P���U���F�k�W���P�D�L���P�L�F���G�H���v�Q�U�H�J�L�V�W�U���U�L���Q�H�L�G�H�Q�W�L�I�L�F�D�W�H�� 

 

8.4 Diagrama flux a procesului 

�x �'�L�D�J�U�D�P�D���I�O�X�[���D�����S�U�R�F�H�V�X�O�X�L���H�V�W�H���S�U�H�]�H�Q�W�D�W�����v�Q�� 

 

8.5 Descrierea procesului 

������������ �3�O�D�Q�L�I�L�F�D�U�H�D�� �S�U�R�F�H�V�X�O�X�L�� �F�R�Q�V�W���� �v�Q�� �V�W�D�E�L�O�L�U�H�D�� �L�Q�G�L�F�D�W�R�U�L�O�R�U�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �D�L�� �S�U�R�F�H�V�X�O�X�L��

���S�F�W�������������ú�L���P�H�W�R�G�H�O�H���G�H���D�V�L�J�X�U�D�U�H���D���D�W�L�Q�J�H�U�L�L��acestora: 

�x �5�H�V�S�H�F�W�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�R�F�H�G�X�U�L�O�R�U���V�S�H�F�L�I�L�F�H���G�H���H�O�D�E�R�U�D�U�H�����F�R�G�L�I�L�F�D�U�H�����P�R�G�L�I�L�F�D�U�H���ú�L��

arhivare a tuturor documentelor; 

�x �5�H�V�S�H�F�W�D�U�H�D�� �F�H�U�L�Q� �H�O�R�U�� �G�L�Q�� �G�R�F�X�P�H�Q�W�H�O�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �v�Q�� �W�R�D�W�H�� �V�L�W�X�D� �L�L�O�H�� �J�H�Q�H�U�D�W�R�D�U�H�� �G�H��

�v�Q�U�H�J�L�V�W�U���U�L�� 

�x �5�H�V�S�H�F�W�D�U�H�D���F�H�U�L�Q� �H�O�R�U���V�W�D�E�L�O�L�W�H���S�H�Q�W�U�X���D�F�F�H�V�X�O���O�D���v�Q�U�H�J�L�V�W�U���U�L�� 
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�x �5�H�V�S�H�F�W�D�U�H�D���G�X�U�D�W�H�L���G�H���S���V�W�U�D�U�H���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 

�x �$�V�L�J�X�U�D�U�H�D���G�L�V�S�R�Q�L�E�L�O�L�W��� �L�L���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 

�x Verificarea prin audituri interne. 

 

�������������(�[�H�F�X� �L�D���S�U�R�F�H�V�X�O�X�L���F�R�Q�V�W�����v�Q�� 

�¾ �,�G�H�Q�W�L�I�L�F�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���� �(�O�D�E�R�U�D�W�R�U�X�O�� �v�Q�U�H�J�L�V�W�U���U�L�L�� �V�W�D�E�L�O�H�ú�W�H�� �L�G�H�Q�W�L�W�D�W�H�D�� �X�Q�L�F���� �D��

formularului completat, printr-�X�Q���Q�X�P���U���G�H���v�Q�U�H�J�L�V�W�U�D�U�H���V�D�X���F�R�G�����F�R�Q�I�R�U�P���S�U�R�F�H�G�X�U�L�O�R�U��

�V�S�H�F�L�I�L�F�H�� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U������ �Ì�Q�� �D�F�H�V�W�� �P�R�G�� �V�H�� �D�V�L�J�X�U���� �ú�L�� �W�U�D�V�D�E�L�O�L�W�D�W�H�D��

�v�Q�U�H�J�L�V�W�U���U�L�O�R�U���I�D� �����G�H���S�U�R�G�X�V�X�O���V�D�X���V�H�U�Y�L�F�L�X�O���S�H���F�D�U�H���v�O���U�H�S�U�H�]�L�Q�W���� 

�¾ �$�F�F�H�V�X�O�� �O�D�� �v�Q�U�H�J�L�V�W�U���U�L. Responsabilul de proces decide accesul sau interzicerea 

�D�F�F�H�V�X�O�X�L�� �O�D�� �v�Q�U�H�J�L�V�W�U���U�L�� ���D�W�k�W�� �O�D�� �F�H�O�H�� �F�X�U�H�Q�W�H�� �F�k�W�� �ú�L�� �O�D�� �F�H�O�H�� �D�I�O�D�W�H�� �v�Q�� �D�U�K�L�Y������ �F�R�S�L�L�� �ú�L��

�R�U�L�J�L�Q�D�O�H������ �'�D�F���� �v�Q�U�H�J�L�V�W�U���U�L�O�H�� �V�H�� �U�H�J���V�H�V�F�� �v�Q�W�U-�R�� �E�D�]���� �G�H���G�D�W�H�� �D�I�O�D�W�H�� �v�Q�� �F�D�O�F�X�O�D�W�R�U��

�H�O�H�F�W�U�R�Q�L�F���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �G�H�� �S�U�R�F�H�V�� �G�H�F�L�G�H�� �S�U�R�W�H�F� �L�D�� �D�F�H�V�W�R�U�D�� �S�U�L�Q�� �S�D�U�R�O�D�U�H�D�� �I�L�ú�L�H�U�H�O�R�U��

respective. 

�¾ �Ì�Q�G�R�V�D�U�L�H�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�����Ì�Q�U�H�J�L�V�W�U���U�L�O�H���V�X�Q�W���O�H�J�D�W�H���S�H���W�L�S�X�U�L���G�H���G�R�F�X�P�H�Q�W�H���v�Q���G�R�V�D�U�H��

�F���U�R�U�D���O�L���V�H���D�O�R�F�����X�Q���F�R�G���V�S�H�F�L�I�L�F�� 

�¾ Arhi�Y�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���� �Ì�Q�U�H�J�L�V�W�U���U�L�O�H�� �V�X�Q�W�� �D�U�K�L�Y�D�W�H�� �v�Q�� �V�S�D� �L�L�� �F�D�U�H�� �D�V�L�J�X�U���� �S�U�R�W�H�F� �L�D��

�D�F�H�V�W�R�U�D�� �v�P�S�R�W�U�L�Y�D�� �L�Q�F�H�Q�G�L�L�O�R�U���� �V�X�V�W�U�D�J�H�U�L�O�R�U���� �G�L�V�W�U�X�J�H�U�L�L���� �S�L�H�U�G�H�U�L�L�� �V�D�X�� �H�O�L�P�L�Q���U�L�L��

�Q�H�D�X�W�R�U�L�]�D�W�H���� �&�R�S�L�L�O�H�� �G�H�� �V�L�J�X�U�D�Q� ���� �V�X�Q�W�� �S���V�W�U�D�W�H�� �V�H�S�D�U�D�W���� �V�X�E�� �F�R�Q�W�U�R�O�X�O�� �D�F�H�O�H�L�D�ú�L��

auto�U�L�W��� �L���F�D�U�H���F�R�Q�W�U�R�O�H�D�]���� �R�U�L�J�L�Q�D�O�H�O�H���� �Ì�Q���F�D�]�X�O���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���P�H�Q� �L�Q�X�W�H���v�Q���F�D�O�F�X�O�D�W�R�U����

�H�O�D�E�R�U�D�W�R�U�X�O���D�V�L�J�X�U�����H�Y�L�W�D�U�H�D���S�L�H�U�G�H�U�L�L���D�F�H�V�W�R�U�D���G�D�W�R�U�L�W�����Y�L�U�X�ú�L�O�R�U�����D�F�F�H�V�X�O�X�L���Q�H�D�X�W�R�U�L�]�D�W����

�ú�W�H�U�J�H�U�L�L���V�D�X���I�D�O�V�L�I�L�F���U�L�L���I�L�ú�L�H�U�H�O�R�U�� 

�¾ �0�H�Q� �L�Q�H�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�����Ì�Q�U�H�J�L�V�W�U��rile aflate la responsabilii de procese pot fi copiate 

�V�X�E���R�U�L�F�H���I�R�U�P���� �D�G�H�F�Y�D�W���� ���F�R�S�L�H���S�H���K�k�U�W�L�H���V�D�X���V�X�S�R�U�W���L�Q�I�R�U�P�D�W�L�F������ �$�F�H�V�W�H�� �F�R�S�L�L���F�R�Q� �L�Q��

�W�R�D�W�H�� �L�Q�I�R�U�P�D� �L�L�O�H�� �G�L�Q�� �R�U�L�J�L�Q�D�O�� �ú�L�� �V�H�� �G�L�I�X�]�H�D�]���� �F�R�Q�W�U�R�O�D�W�� �I�D�F�W�R�U�L�O�R�U�� �L�Q�W�H�U�H�V�D� �L����

�0�R�G�L�I�L�F���U�L�O�H�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �V�X�Q�W���S�H�U�P�L�V�H�� �Q�X�P�D�L�� �v�Q�� �F�D�]�X�U�L�� �G�H�� �X�U�J�H�Q� ���� �V�D�X�� �G�L�Q�� �P�R�W�L�Y�H��

�H�F�R�Q�R�P�L�F�H�����F�D�]���v�Q���F�D�U�H���G�D�W�H�O�H���P�R�G�L�I�L�F�D�W�H���V�X�Q�W���W���L�D�W�H���D�V�W�I�H�O���v�Q�F�k�W���G�D�W�H�O�H���L�Q�L� �L�D�O�H���V�����S�R�D�W����

�I�L�� �F�L�W�L�W�H���� �Q�R�L�O�H�� �G�D�W�H�� �I�L�L�Q�G�� �F�H�U�W�L�I�L�F�D�W�H�� �S�U�L�Q�� �V�H�P�Q���W�X�U�D�� �H�O�D�E�R�U�D�W�R�U�X�O�X�L���� �Ì�Q�� �D�F�H�V�W�� �F�D�]����

�H�O�D�E�R�U�D�W�R�U�X�O���D�V�L�J�X�U�����X�Q���F�R�Q�W�U�R�O���D�G�H�F�Y�D�W���D�V�X�S�U�D���P�R�G�L�I�L�F���U�L�O�R�U���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�����D�V�W�I�H�O���v�Q�F�k�W��

�V�����V�H���P�H�Q� �L�Q�����D�X�W�H�Q�W�L�F�L�W�D�W�H�D���ú�L���Y�D�O�D�E�L�O�L�W�D�W�H�D���D�F�H�V�W�R�U�D�� 
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�¾ �(�O�L�P�L�Q�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���� �(�O�L�P�L�Q�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �V�H�� �G�H�F�L�G�H�� �G�H�� �F���W�U�H�� �R�� �&�R�P�L�V�L�H��

�Q�X�P�L�W�����G�H��directorul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

�¾ �$�X�W�H�Q�W�L�I�L�F�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���� �3�H�U�V�R�D�Q�H�O�H���� �I�X�Q�F� �L�L�O�H�� �P�H�Q� �L�R�Q�D�W�H�� �S�H�� �I�R�U�P�X�O�D�U�H���� �F�X��

�U���V�S�X�Q�G�H�U�H�� �G�L�U�H�F�W���� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W������ �D�X�W�H�Q�W�L�I�L�F���� �S�U�L�Q�� �V�H�P�Q���W�X�U���� �G�D�W�H�O�H��

�F�R�Q� �L�Q�X�W�H���v�Q���v�Q�U�H�J�L�V�W�U���U�L�����F�H�U�W�L�I�L�F�k�Q�G���F�R�U�H�F�W�L�W�X�G�L�Q�H�D���G�D�W�H�O�R�U���F�R�Q� �L�Q�X�W�H���G�H���D�F�H�V�W�H�D�� 

 

8.5������ �9�H�U�L�I�L�F�D�U�H�D�� �S�U�R�F�H�V�X�O�X�L�� �V�H�� �U�H�D�O�L�]�H�D�]���� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�Vabilul de proces prin evaluarea 

�U�H�]�X�O�W�D�W�H�O�R�U�� �R�E� �L�Q�X�W�H�� �G�L�Q�� �v�Q�U�H�J�L�V�W�U���U�L�O�H�� �D�Q�D�O�L�]�H�O�R�U�� �ú�L�� �Y�H�U�L�I�L�F���U�L�O�R�U���� �S�U�H�F�X�P�� �ú�L�� �G�L�Q�� �U�D�S�R�D�U�W�H�O�H�� �G�H��

audit. 

 

������������ �$�F� �L�X�Q�L�O�H�� �S�H�Q�W�U�X�� �v�P�E�X�Q���W��� �L�U�H�D�� �F�R�Q�W�L�Q�X���� �D�� �S�H�U�I�R�U�P�D�Q� �H�L�� �S�U�R�F�H�V�X�O�X�L�� �V�H�� �U�H�J���V�H�V�F�� �v�Q��

�D�F� �L�X�Q�L�O�H�� �F�R�U�H�F�W�L�Y�H���� �S�U�H�Y�H�Q�W�L�Y�H�� �V�W�D�E�L�O�L�W�H�� �G�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �G�H�� �S�U�R�F�H�V���� �K�R�W���U�k�U�L�O�H�� �ú�H�G�L�Q� �H�O�R�U�� �G�H��

�D�Q�D�O�L�]�����D�O�H���&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O�����S�U�H�F�X�P���ú�L���v�Q���S�R�V�L�E�L�O�H�O�H���S�U�R�S�X�Q�H�U�L���G�H���v�P�E�X�Q���W��� �L�U�H���I���F�X�W�H���G�H��

personalul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L . 

 

8.2. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U��ul Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

9.1 Responsabilul de proces: 

a) �$�V�L�J�X�U�����L�G�H�Q�W�L�I�L�F�D�U�H�D�����G�H�S�R�]�L�W�D�U�H�D�����S�U�R�W�H�M�D�U�H�D���ú�L���H�O�L�P�L�Q�D�U�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 

b) �9�H�U�L�I�L�F�����G�X�U�D�W�D���G�H���S���V�W�U�D�U�H���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� 

c) �9�H�U�L�I�L�F�����F�R�U�H�F�W�L�W�X�G�L�Q�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���H�P�L�V�H�� 

d) Verifica periodic respectarea procedurii prin organizarea de audituri interne 

e) �$�V�L�J�X�U�D�� �D�F�F�H�V�X�O�� �D�X�W�R�U�L�W��� �L�O�R�U�� �F�R�P�S�H�W�H�Q�W�H�� �O�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�H���F�D�O�L�W��� �L�L���� �D�W�X�Q�F�L�� �F�k�Q�G�� �H�V�W�H��

cazul. 

 

9.2 Fiecare responsabil de proces: 

a) �5���V�S�X�Q�G�H���G�H���D�S�O�L�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�R�F�H�G�X�U�L�L���v�Q���D�F�W�L�Y�L�W�D�W�H�D���S�H���F�D�U�H���R���F�R�Q�G�X�F�H�� 

b) �9�H�U�L�I�L�F�����F�R�U�H�F�W�L�W�X�G�L�Q�H�D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���H�P�L�V�H�� 

c) �5���V�S�X�Q�G�H�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�D�� �D�U�K�L�Y���U�L�L�� �W�H�P�S�R�U�D�U�H�� �D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �F�H�U�X�W�H�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�D��

�F�X�U�H�Q�W���� �D�� �D�F�W�L�Y�L�W��� �L�O�R�U���� �F�X�� �U�H�V�S�H�F�W�D�U�H�D�� �F�R�Q�G�L� �L�L�O�R�U�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H���� �S���V�W�U�D�U�H�� �ú�L�� �D�V�L�J�X�U�D�U�H��

�G�H�V�F�U�L�V�H���G�H���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U���� 

d) �5���V�S�X�Q�G�H���G�H���R�U�J�D�Q�L�]�D�U�H�D���ú�L���I�X�Q�F� �L�R�Q�D�U�H�D���D�U�K�L�Y�H�L���S�U�R�S�U�L�L���G�H���O�X�F�U�X�� 

e) �3���V�W�U�H�D�]�����v�Q�U�H�J�L�V�W�U���U�L�O�H���S�H���S�H�U�L�R�D�G�D���S�U�H�Y���]�X�W���� 

f) �3�X�Q�H�� �O�D�� �G�L�V�S�R�]�L� �L�D�� �R�U�J�D�Q�L�V�P�X�O�X�L�� �G�H�� �F�H�U�W�L�I�L�F�D�U�H���� �5�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �&�(�$�&�� �� �v�Q�U�H�J�L�V�W�U���U�L�O�H��

solicitate, spre consultare. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care descrie  modul de identificare a acestor 

�Q�H�F�R�Q�I�R�U�P�L�W��� �L�� �S�R�W�H�Q� �L�D�O�H���� �G�H�� �L�Q�L� �L�H�U�H�� �ú�L�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �D�� �D�F� �L�X�Q�L�O�R�U�� �S�U�H�Y�H�Q�W�L�Y�H�� �F�k�W�� �ú�L��

modul de con�W�U�R�O���ú�L���X�U�P���U�L�U�H���D���D�S�O�L�F���U�L�L���D�F�H�V�W�R�U�D�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D��deciziei;  

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- Procedura stabileste modalitatea si responsabilitatile privind modul de 

�L�G�H�Q�W�L�I�L�F�D�U�H�� �D�� �D�F�H�V�W�R�U�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�� �S�R�W�H�Q� �L�D�O�H���� �G�H�� �L�Q�L� �L�H�U�H�� �ú�L�� �L�P�S�O�H�P�H�Q�W�D�U�H�� �D��

�D�F� �L�X�Q�L�O�R�U���S�U�H�Y�H�Q�W�L�Y�H���F�k�W���ú�L���P�R�G�X�O���G�H���F�R�Q�W�U�R�O���ú�L���X�U�P���U�L�U�H���D���D�S�O�L�F���U�L�L���D�F�H�V�W�R�U�D�� 

- �$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �G�H��la Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �F�D�U�H�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L  �ú�L���V�H���D�G�U�H�V�H�D�]�����P�D�Q�D�J�H�P�H�Q�W�X�O�X�L���G�H���O�D���F�H�O���P�D�L��

�v�Q�D�O�W�� �Q�L�Y�H�O���� �ú�H�I�L�O�R�U�� �G�H�� �G�H�S�D�U�W�D�P�H�Q�W�H�� ���� �F�D�W�H�G�U���� �ú�L�� �� �S�H�U�V�R�D�Q�H�O�R�U�� �� �G�H�V�H�P�Q�D�W�H�� �S�H�Q�W�U�X�� �D��

�G�H�F�L�G�H���S�U�H�Y�H�Q�L�U�H�D���D�S�D�U�L� �L�H�L���X�Q�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L���S�R�W�H�Q� �L�D�O�H���S�U�L�Q���H�O�L�P�L�Q�D�U�H�D;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Sef de departament; 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Sef de departament; 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Ordin Nr.3337 din ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

de �S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

�x SR EN ISO 9001:2008 �± �6�L�V�W�H�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�D�O�L�W��� �L�L�� 

�x SR EN ISO 9001:2001 �± Sisteme de management al c�D�O�L�W��� �L�L�� 

�x SR ISO 8402 /1995 �± �0�D�Q�D�J�H�P�H�Q�W�X�O���F�D�O�L�W��� �L�L���ú�L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���± Vocabular  

�ú�F�R�O�D�U�H�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Auditul calitatii �(�[�D�P�L�Q�D�U�H�� �� �V�L�V�W�H�P�D�W�L�F���� �ú�L�� �L�Q�G�H�S�H�Q�G�H�Q�W���� �v�Q�� �V�F�R�S�X�O�� �G�H�� �D��

�G�H�W�H�U�P�L�Q�D�� �G�D�F���� �D�F�W�L�Y�L�W��� �L�O�H�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �F�D�O�L�W�D�W�H�� �ú�L��

�U�H�]�X�O�W�D�W�H�O�H�� �D�I�H�U�H�Q�W�H�� �V�D�W�L�V�I�D�F�� �G�L�V�S�R�]�L� �L�L�O�H�� �S�U�H�V�W�D�E�L�O�L�W�H����
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�S�U�H�F�X�P�� �ú�L�� �G�D�F���� �D�F�H�V�W�H�� �G�L�V�S�R�]�L� �L�L�� �V�X�Q�W�� �L�P�S�O�H�P�H�Q�W�D�W�H��

�H�I�H�F�W�L�Y�� �ú�L�� �V�X�Q�W�� �F�R�U�H�V�S�X�Q�]���W�R�D�U�H�� �S�H�Q�W�U�X�� �U�H�D�O�L�]�D�U�H�D��

obiectivelor. 

9. Auditor �3�H�U�V�R�D�Q�D���F�D�O�L�I�L�F�D�W�����S�H�Q�W�U�X���H�I�H�F�W�X�D�U�H�D���D�X�G�L�W�X�U�L�O�R�U���F�D�O�L�W��� �L�L�� 

10. Neconformitate �5�H�S�U�H�]�L�Q�W���� �Q�H�v�Q�G�H�S�O�L�Q�L�U�H�D�� �X�Q�H�L�� �F�H�U�L�Q� �H���� �3�U�L�Q��

�Q�H�F�R�Q�I�R�U�P�L�W�D�W�H�� �V�H�� �P�D�L�� �v�Q� �H�O�H�J�H�� �R�U�L�F�H�� �G�L�V�I�X�Q�F� �L�H�� �F�D�U�H��

�S�H�U�W�X�U�E���� �V�D�X�� �v�Q�W�U�H�U�X�S�H�� �v�Q�� �P�R�G�� �G�X�U�D�E�L�O�� �G�H�V�I���ú�X�U�D�U�H�D��

�Q�R�U�P�D�O���� �D�� �X�Q�H�L�� �D�F�W�L�Y�L�W��� �L. Orice anomalie sau incident 

�D�Y�k�Q�G�� �X�Q�� �F�D�U�D�F�W�H�U�� �U�H�S�H�W�L�W�L�Y�� �V�H�� �F�R�Q�V�L�G�H�U���� �Q�H�F�R�Q�I�R�U�P�L�W�D�W�H����

�1�H�F�R�Q�I�R�U�P�L�W��� �L�O�H�� �S�R�W�� �I�L�� �U�H�D�O�H�� �V�D�X�� �S�R�W�H�Q� �L�D�O�H����

�1�H�F�R�Q�I�R�U�P�L�W��� �L�O�H�� �S�R�W�H�Q� �L�D�O�H�� �V�X�Q�W�� �F�H�O�H�� �L�G�H�Q�W�L�I�L�F�D�W�H���� �G�D�U��

�S�R�W�H�Q� �L�D�O�H���� �1�H�F�R�Q�I�R�U�P�L�W��� �L�O�H�� �� �S�R�W�H�Q� �L�D�O�H�� �V�X�Q�W�� �F�H�O�H��

identificat, dar nemanifestate. 

11. Actiune preventiva �6�H���U�H�I�H�U�����O�D���H�O�L�P�L�Q�D�U�H�D���F�D�X�]�H�O�R�U���X�Q�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L���V�D�X���D��

�X�Q�R�U���V�L�W�X�D� �L�L���Q�H�G�R�U�L�W�H���S�R�V�L�E�L�O�H�����G�D�U���F�D�U�H���Q�X���V-au manifestat 

�H�I�H�F�W�L�Y�����v�Q���R�U�L�F�H���H�W�D�S�����D���P�D�Q�D�J�H�P�H�Q�W�X�O�X�L���F�D�O�L�W��� �L�L�� 

 

  7.2. Abrevieri ale termenilor 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

9. RAC Raport actiuni preventive 
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8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�2�U�L�F�H�� �S�H�U�V�R�D�Q���� �F�D�U�H�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L  �ú�L�� �F�D�U�H�� �L�G�H�Q�W�L�I�L�F���� �R�� �Q�H�F�R�Q�I�R�U�P�L�W�D�W�H�� �S�R�W�H�Q� �L�D�O���� �L�D�� �P���V�X�U�L�� �S�H�Q�W�U�X��

�F�R�U�H�F�W�D�U�H�D�� �ú�L�� �W�U�D�W�D�U�H�D�� �D�F�H�V�W�H�L�D���� �S�H�Q�W�U�X�� �D�� �Q�X�� �J�H�Q�H�U�D�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�� �U�H�D�O�H���� �'�H�� �D�V�H�P�H�Q�H�D����

�L�Q�I�R�U�P�H�D�]�����ú�H�I�X�O���G�L�U�H�F�W���S�U�L�Y�L�Q�G���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H���S�R�W�H�Q� �L�D�O�H�����$�F�H�ú�W�L�D���D�X���G�D�W�R�U�L�D���G�H���D���v�Q�W�U�H�S�U�L�Q�G�H��

�D�F� �L�X�Q�L���S�U�H�Y�H�Q�W�L�Y�H���S�H�Q�W�U�X���D���H�Y�L�W�D���D�S�D�U�L� �L�D���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U������ 

�,�G�H�Q�W�L�I�L�F�D�U�H�D���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U���S�R�W�H�Q� �L�D�O�H���V�H���U�H�D�O�L�]�H�D�]�����S�H���E�D�]�D������ 

- �D�X�W�R�V�H�V�L�]���U�L�O�R�U���S�H�U�V�R�Q�D�O�X�O�X�L������ 

- analizelor efectuate de catedre;   

- rezultatelor auditurilor; 

- �v�Q�U�H�J�L�V�W�U���U�L�O�R�U���P�D�Q�D�J�H�P�H�Q�W�X�O�X�L���F�D�O�L�W��� �L�L������ 

- �V�H�V�L�]���U�L�O�R�U���F�O�L�H�Q� �L�O�R�U���L�Q�W�H�U�Q�L���ú�L���H�[�W�H�U�Q�L������ 

 �3�U�R�F�H�G�X�U�D�� �$�&���,�8�1�,�� �3�5�(�9�(�1�7�,�9�(�� �G�R�F�X�P�H�Q�W�H�D�]���� �P�R�G�X�O�� �G�H�� �L�Q�L� �L�H�U�H���� �X�U�P���U�L�U�H�� �ú�L��

�I�L�Q�D�O�L�]�D�U�H�� �D�� �D�F� �L�X�Q�L�O�R�U�� �S�U�H�Y�H�Q�W�L�Y�H���� �U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H�� �ú�L�� �D�X�W�R�U�L�W�D�W�H�D�� �S�H�U�V�R�D�Q�H�O�R�U�� �L�P�S�O�L�F�D�W�H�� �v�Q��

�D�F�H�V�W�H���D�F� �L�X�Q�L���� 

Procedur�D���D�V�L�J�X�U����� �L�Q�H�U�H�D���V�X�E���F�R�Q�W�U�R�O���D���S�R�W�H�Q� �L�D�O�H�O�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L���ú�L���H�I�H�F�W�X�D�U�H�D���X�Q�R�U��

�D�Q�D�O�L�]�H�� �D�S�U�R�I�X�Q�G�D�W�H�� �D�� �F�D�X�]�H�O�R�U�� �F�D�U�H�� �S�R�W�� �J�H�Q�H�U�D�� �D�F�H�V�W�H�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�� �v�Q�� �Y�H�G�H�U�H�D�� �S�U�H�Y�H�Q�L�U�L�L��

�D�S�D�U�L� �L�H�L���D�F�H�V�W�R�U�D���� 

  

���������,�G�H�Q�W�L�I�L�F�D�U�H�D���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U���S�R�W�H�Q� �L�D�O�H���ú�L���D���F�D�X�]�H�O�R�U���Dcestora  

 

������ �,�G�H�Q�W�L�I�L�F�D�U�H�D�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U�� �S�R�W�H�Q� �L�D�O�H�� �ú�L�� �D�� �F�D�X�]�H�O�R�U�� �D�F�H�V�W�R�U�D�� �S�H�Q�W�U�X�� �V�H�U�Y�L�F�L�L�O�H��

oferite de �/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �v�Q�� �S�U�R�F�H�V�X�O�� �H�G�X�F�D� �L�R�Q�D�O�� �V�H��

�I�D�F�H���O�D���D�Q�D�O�L�]�D���F�H�U�L�Q� �H�O�R�U���F�R�Q�W�U�D�F�W�X�D�O�H���ú�L���O�D���H�I�H�F�W�X�D�U�H�D���D�X�G�L�W�X�U�L�O�R�U���L�Q�W�H�U�Q�H���� 

�������'�H�W�H�U�P�L�Q�D�U�H�D���F�D�X�]�H�O�R�U���O�R�U���H�V�W�H���H�I�H�F�W�X�D�W�����G�H���U�H�J�X�O�����G�H���F���W�U�H���S�H�U�V�R�Q�D�O�X�O���F�X���D�W�U�L�E�X� �L�L���G�H��

�Y�H�U�L�I�L�F�D�U�H���D�S�U�R�E�D�U�H�� �ú�L�� �P�R�Q�L�W�R�U�L�]�D�U�H���� �G�D�U�� �ú�L�� �G�H�� �F�H�O���O�D�O�W�� �S�H�U�V�R�Q�D�O�� �L�P�S�O�L�F�D�W�� �v�Q�� �G�H�V�I���ú�X�U�D�U�H�D��

�D�F�W�L�Y�L�W��� �L�O�R�U���� 
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�������3�H�Q�W�U�X���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H���S�R�W�H�Q� �L�D�O�H���G�H���V�L�V�W�H�P���G�H�W�H�U�P�L�Q�D�U�H�D �F�D�X�]�H�O�R�U���H�V�W�H���U�H�D�O�L�]�D�W�����G�H����

�F���W�U�H���S�H�U�V�R�Q�D�O�X�O���&�(�$�&���� 

�������3�H�Q�W�U�X���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H���S�R�W�H�Q� �L�D�O�H���G�H���S�U�R�F�H�V���G�H�W�H�U�P�L�Q�D�U�H�D���F�D�X�]�H�O�R�U���H�V�W�H���H�I�H�F�W�X�D�W�����G�H��

�F���W�U�H���&�(�$�& 

 

���������(�Y�D�O�X�D�U�H�D���Q�H�F�H�V�L�W��� �L�L���D�F� �L�X�Q�L�O�R�U���S�U�H�Y�H�Q�W�L�Y�H�� 

�1�H�F�H�V�L�W�D�W�H�D���L�Q�L� �L�H�U�L�L���D�F� �L�X�Q�L�O�R�U���S�U�H�Y�H�Q�W�L�Y�H���H�V�W�H���H�Y�D�O�X�D�W�������S�H�Q�W�U�X���D���V�H���D�V�L�J�X�U�D���S�U�H�Y�H�Q�L�U�H�D��

�Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U�����G�X�S�����F�X�P���X�U�P�H�D�]������ 

      �D���� �� �G�H�� �F���W�U�H�� ���H�I�L�L�� �G�H�� �D�U�L�H�� �F�X�U�U�L�F�X�O�D�U���� ���L�� �S�U�L�Q�� �S�H�U�V�R�Q�D�O�X�O�� �U�H�V�S�R�Q�V�D�E�L�O�� �F�X��

verificarea/aprobarea;  

      �E�����G�H���F���W�U�H���&�(�$�&�����F�X�����R�F�D�]�L�D���H�I�H�F�W�X���U�L�L���D�X�G�L�W�X�U�L�O�R�U���L�Q�W�H�U�Q�H�����S�H�Q�W�U�X���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H��

�S�R�W�H�Q� �L�D�O�H���G�H���V�L�V�W�H�P���� 

�Ì�Q���I�D�]�D���G�H���L�Q�L� �L�H�U�H���V�H���Y�D���I�D�F�H���R���H�Y�D�O�X�D�U�H���D���L�P�S�D�F�W�X�O�X�L���S�R�V�L�E�L�O�H�O�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L�L���D�V�X�S�U�D����

�F�R�V�W�X�U�L�O�R�U�� �F�D�O�L�W��� �L�L���� �S�H�U�I�R�U�P�D�Q� �H�O�R�U�� �V�H�U�Y�L�F�L�X�O�X�L���� �D�V�X�S�U�D�� �V�H�F�X�U�L�W��� �L�L�� �ú�L�� �V�D�W�L�V�I�D�F�H�U�L�L��beneficiarului, 

respectiv asupra mediului.  

  

���������,�Q�L� �L�H�U�H�D���D�F� �L�X�Q�L�L���S�U�H�Y�H�Q�W�L�Y�H�� 

�,�Q�L� �L�H�U�H�D���D�F� �L�X�Q�L�O�R�U���S�U�H�Y�H�Q�W�L�Y�H���S�H�Q�W�U�X���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�H���S�R�W�H�Q� �L�D�O�H���D�O�H���V�H�U�Y�L�F�L�L�O�R�U���V�D�X���D�O�H��

�S�U�R�F�H�V�H�O�R�U�� �H�V�W�H�� �� �H�I�H�F�W�X�D�W���� �G�H�� �F���W�U�H�� �&�(�$�&�� �F�D�U�H�� �G�H�V�F�U�L�X�� �� �v�Q�� �5aportul de Actiuni Preventive 

�D�F� �L�X�Q�H�D���G�H���H�O�L�P�L�Q�D�U�H���D���F�D�X�]�H�O�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U���S�R�W�H�Q� �L�D�O�H���� 

      �$�F� �L�X�Q�L�O�H���S�U�H�Y�H�Q�W�L�Y�H���V�H���v�Q�W�U�H�S�U�L�Q�G���X�U�P�D�U�H���D�Q�D�O�L�]���U�L�L���ú�L���X�W�L�O�L�]���U�L�L���X�U�P���W�R�D�U�H�O�R�U���V�X�U�V�H��

�G�H���L�Q�I�R�U�P�D� �L�L���� 

�x �S�U�R�F�H�V�H�� �ú�L�� �R�S�H�U�D� �L�L�� �G�H�� �O�X�F�U�X�� �F�D�U�H�� �L�Q�I�O�X�H�Q� �H�D�]���� �F�D�O�L�W�D�W�H�D�� �V�H�U�Y�L�F�L�L�O�R�U���� �U�D�S�R�D�U�W�H�� �D�O�H��

auditurilor,  

�x �v�Q�U�H�J�L�V�W�U���U�L�O�H���F�D�O�L�W��� �L�L�����U�H�F�O�D�P�D� �L�L���D�O�H���F�O�L�H�Q� �L�O�R�U���� 

�,�Q�L� �L�H�U�H�D�� �D�F� �L�X�Q�L�O�R�U�� �S�U�H�Y�H�Q�W�L�Y�H�� �S�H�Q�W�U�X�� �S�R�V�L�E�L�O�H�� �G�H�I�L�F�L�H�Q� �H�� �F�R�Q�V�W�D�W�D�W�H���� �H�V�W�H�� �U�H�D�O�L�]�D�W���� �G�H��

�F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�L���&�(�$�&���� 

�Ì�Q�D�L�Q�W�H�����G�H�����L�Q�L� �L�H�U�H�D�����ú�L�����S�O�D�Q�L�I�L�F�D�U�H�D�����D�F� �L�X�Q�L�O�R�U�����S�U�H�Y�H�Q�W�L�Y�H�����V�H�����I�D�F�H�����R�����D�Q�D�O�L�]�������D�W�H�Q�W������

�D�����S�R�W�H�Q� �L�D�O�H�O�R�U���Q�H�F�R�Q�I�R�U�P�L�W��� �L���F�D�U�H���V�����F�X�S�U�L�Q�G������ 

�x �V�S�H�F�L�I�L�F�D� �L�L�O�H���S�U�R�G�X�V�X�O�X�L���V�D�X���V�H�U�Y�L�F�L�X�O�X�L���� 

�x �W�R�D�W�H���S�U�R�F�H�V�H�O�H�����D�F� �L�X�Q�L�O�H���U�H�D�O�L�]�D�W�H���� 
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�x �v�Q�U�H�J�L�V�W�U���U�L�O�H���F�D�O�L�W��� �L�L�� 

�x �U�H�F�O�D�P�D� �L�L�O�H���� 

�x metodele statistice specifice;  

�x rapoartele de audit.  

 

�����������,�P�S�O�H�P�H�Q�W�D�U�H�D���D�F� �L�X�Q�L�L���S�U�H�Y�H�Q�W�L�Y�H�� 

�$�F� �L�X�Q�L�O�H�� �S�U�H�Y�H�Q�W�L�Y�H�� �V�H�� �L�P�S�X�Q�� �v�Q�� �X�U�P�D�� �L�G�H�Q�W�L�I�L�F���U�L�L�� �S�R�W�H�Q� �L�D�O�H�O�R�U�� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�� �G�H��

�F���W�U�H������ 

      a)  factorii  responsabili  cu  analiza,  verif�L�F�D�U�H�D���� �� �Y�D�O�L�G�D�U�H�D���� �� �D�S�U�R�E�D�U�H�D�� �� �ú�L����

�D�Y�L�]�D�U�H�D�����O�X�F�U���U�L�O�R�U���H�O�D�E�R�U�D�W�H���G�H���F�R�P�S�D�U�W�L�P�H�Q�W�H���� 

      b) responsabilii cu calitatea ca urmare a analizei  rapoartelor de neconformitate, a 

�H�I�H�F�W�X���U�L�L���D�X�G�L�W�X�U�L�O�R�U���L�Q�W�H�U�Q�H�����D���R�E�V�H�U�Y�D� �L�L�O�R�U���S�U�R�Y�H�Q�L�W�H���G�H���������O�D���������G�H�S�D�U�W�D�P�Hnte  sau conducere, 

�D���U�H�F�O�D�P�D� �L�L�O�R�U���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���H�W�F���� 

�ù�H�I�L�L�� �G�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �Y�R�U�� �V�W�D�E�L�O�L���� �v�P�S�U�H�X�Q���� �F�X�� �D�O� �L�� �I�D�F�W�R�U�L�� �U�H�V�S�R�Q�V�D�E�L�O�L���� �D�F� �L�X�Q�L�O�H������

�S�U�H�Y�H�Q�W�L�Y�H�� �F�H�� �Y�R�U�� �I�L�� �D�S�O�L�F�D�W�H���G�H�� �F���W�U�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���U�H�V�S�H�F�W�L�Y�H���� �S�U�L�Q�� �H�O�D�E�R�U�D�U�H�D�� �G�H�� �� �� �5�$�3����

Originalele se arhi�Y�H�D�]���� �O�D�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �&�(�$�&���� �F�k�W�H�� �R�� �F�R�S�L�H�� �W�U�D�Q�V�P�L� �k�Q�G�X-�V�H�� �v�Q����

compartimentele implicate prin responsabili.  

�$�S�O�L�F�D�U�H�D�������D�F� �L�X�Q�L�O�R�U�������S�U�H�Y�H�Q�W�L�Y�H�������V�W�D�E�L�O�L�W�H�������H�V�W�H�������X�U�P���U�L�W���������G�H�������F���W�U�H�������U�H�V�S�R�Q�V�D�E�L�O�X�O������

CEAC. 

�5�H�V�S�R�Q�V�D�E�L�O�X�O���&�(�$�&�������X�U�P���U�H�ú�W�H�������L�P�S�O�H�P�H�Q�W�D�U�H�D�������D�F� �L�X�Q�L�O�R�U�������S�U�H�Y�H�Q�W�L�Y�H�������V�W�D�E�L�O�L�W�H��������

�I�L�H�� �� �� �S�U�L�Q�� �Y�H�U�L�I�L�F�D�U�H�D�� �G�L�U�H�F�W���� ���S�H�� �P���V�X�U���� �F�H�� �V�X�Q�W�� �L�P�S�O�H�P�H�Q�W�D�W�H������ �I�L�H�� �F�X�� �R�F�D�]�L�D�� �H�I�H�F�W�X���U�L�L��

�D�X�G�L�W�X�O�X�L���������L�Q�W�H�U�Q���X�U�P���W�R�U���� 

�$�Q�D�O�L�]�D�� �� �X�Q�R�U�� �� �Q�H�F�R�Q�I�R�U�P�L�W��� �L�� �� �S�R�W�H�Q� �L�D�O�H���� �� �D�� �� �F���U�R�U�� �� �F�D�X�]�H�� �� �Q�X�� �� �H�V�W�H�� �� �v�Q�W�R�W�G�H�D�X�Q�D��

�H�Y�L�G�H�Q� �L�D�W������ �v�Q�� �Y�H�G�H�U�H�D�� �L�Q�L� �L�H�U�L�L�� �G�H�� �D�F� �L�X�Q�L�� �S�U�H�Y�H�Q�W�L�Y�H���� �L�P�S�O�L�F�D�� �H�[�W�L�Q�G�H�U�H�D�� �L�Q�Y�H�V�W�L�J�D�
�L�L�O�R�U���� �v�Q��

�D�F�H�V�W�� �F�D�]���� �v�Q�� �F�D�G�U�X�O�� �D�Q�D�O�L�]�H�L�� �V�H�� �Y�R�U�� �X�W�L�O�L�]�D�� �V�X�U�V�H�� �F�R�U�H�V�S�X�Q�]���W�R�D�U�H�� �G�H�� �L�Q�I�R�U�P�D� �L�L���� �S�U�L�Q�W�U�H�� �F�D�U�H����

�V�S�H�F�L�I�L�F�D� �L�L�����U�H�J�O�H�P�H�Q�W���U�L���U�H�I�H�U�L�W�R�D�U�H���O�D���S�U�R�F�H�V�X�O���G�H���L�Q�V�W�U�X�L�U�H���ú�L���v�Q�Y��� �D�U�H�����v�Q�U�H�J�L�V�W�U���U�L�O�H���F�D�O�L�W��� �L�L����

�U�H�]�X�O�W�D�W�H���D�O�H���D�X�G�L�W�X�U�L�O�R�U���6�0�&�����U�H�F�O�D�P�D� �L�L�O�H���F�O�L�H�Q� �L�O�R�U�� 

�)�L�H�F�D�U�H�����F�D�G�U�X�����G�L�G�D�F�W�L�F�����V�D�X�����D�Q�J�D�M�D�W�����S�R�D�W�H�����I�D�F�H�����S�U�R�S�X�Q�H�U�L�����G�H�����v�P�E�X�Q���W��� �L�U�H�����F�D�U�H���Y�R�U��

�I�L�� �S�U�H�]�H�Q�W�D�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �&�(�$�&���� �$�F�H�V�W�D�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �V���� �D�Q�D�O�L�]�H�]�H���S�U�R�S�X�Q�H�U�L�O�H���� �v�P�S�U�H�X�Q����

�F�X���S���U� �L�O�H���L�Q�W�H�U�H�V�D�W�H�����ú�L���V�����O�H���V�X�S�X�Q�����V�S�U�H���D�S�U�R�E�D�U�H���F�R�Q�G�X�F�H�U�L�L�� 
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�3�H�Q�W�U�X�����D�����S�U�H�Y�H�Q�L�����U�H�S�H�W�D�U�H�D�����Q�H�F�R�Q�I�R�U�P�L�W��� �L�O�R�U�����V�D�X�����D�����D�O�W�R�U�����V�L�W�X�D� �L�L�����Q�H�G�R�U�L�W�H�����S�R�W�����I�L����

�v�Q�W�U�H�S�U�L�Q�V�H���X�U�P���W�R�D�U�H�O�H���D�F� �L�X�Q�L�����G�X�S�����F�D�]���� 

- modificarea procesului de prestare a unui serviciu, prin decizia conducerii unitatii;  

-  �U�H�Y�L�]�X�L�U�H�D�����X�Q�R�U�����V�S�H�F�L�I�L�F�D� �L�L�����U�H�I�H�U�L�W�R�D�U�H�����O�D�����G�H�V�I���ú�X�U�D�U�H�D�����S�U�R�F�H�V�X�O�X�L�����G�H�����L�Q�V�W�U�X�L�U�H������

prin  decizia conducerii unitatii;  

�3�H�Q�W�U�X�� �D�F� �L�X�Q�L�O�H�� �S�U�H�Y�H�Q�W�L�Y�H�� �L�Q�L� �L�D�W�H�� �V�X�Q�W�� �V�W�D�E�L�O�L�W�H�� �F�R�P�S�H�W�H�Q� �H�O�H�� �� �G�H�F�L�]�L�R�Q�D�O�H�� �� �ú�L����

�U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L�O�H���S�U�L�Y�L�Q�G���S�O�D�Q�L�I�L�F�D�U�H�D�����L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���Y�H�U�L�I�L�F�D�U�H�D���D�F�H�V�W�R�U�D�����D�V�W�I�H�O���v�Q�F�k�W���V�����V�H��

asigure eficacitatea �O�R�U���G�H�����F���W�U�H�����F�R�Q�G�X�F�H�U�H�D���X�Q�L�W�D�W�L�L,  responsabilul  c�D�O�L�W�D�W�H�����ú�L�����ú�H�I�L�L�����G�H�����D�U�L�L��

�F�X�U�U�L�F�X�O�D�U�H�������F�R�P�S�D�U�W�L�P�H�Q�W�H���L�P�S�O�L�F�D�W�H�����G�X�S�����F�D�]���� 

�7�R�D�W�H�� �� �D�F� �L�X�Q�L�O�H�� �� �S�U�H�Y�H�Q�W�L�Y�H�� �� �F�D�U�H�� �� �V�H�� �� �V�W�D�E�L�O�H�V�F�� �� �G�H�� �� �F���W�U�H�� �� �&�(�$�&�� �� �V�X�Q�W�� �� �F�R�P�X�Q�L�F�D�W�H����

�I�L�H�F���U�X�L�� �D�Q�J�D�M�D�W�� �F�D�U�H�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�H�D�� �v�Q�� �G�R�P�H�Q�L�X�O�� �v�Q�� �F�D�U�H�� �S�R�W�� �D�S���U�H�D�� �Q�H�F�R�Q�I�R�U�P�L�W��� �L��

�S�R�W�H�Q� �L�D�O�H���� 

 

8.5. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.6. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Conducerea unitatii 

�x Comisia Calitate 

�x ��efii ariilor curriculare 

�x ��efii de departamente/catedra 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

�x �6�H�� �� �P�H�Q� �L�Q�� �� �v�Q�U�H�J�L�V�W�U���U�L�� �� �U�H�I�H�U�L�W�R�D�U�H�� �� �O�D���� �� �S�R�V�L�E�L�O�H�� �� �Q�H�F�R�Q�I�R�U�P�L�W��� �L���� �� �F�D�X�]�H�O�H�� �� �D�S�D�U�L� �L�H�L����
�D�F�H�V�W�R�U�D�����D�F� �L�X�Q�L�O�H���S�U�H�Y�H�Q�W�L�Y�H�����D�S�O�L�F�D�U�H�D���ú�L���H�I�L�F�L�H�Q� �D���L�P�S�O�H�P�H�Q�W���U�L�L���O�R�U�� 

�x �Ì�Q�U�H�J�L�V�W�U���U�L�O�H���V�H���U�H�J���V�H�V�F���v�Q���U�D�S�R�D�U�W�H�O�H���G�H���D�F� �L�X�Q�L���F�R�U�H�F�Wive / preventive.  

�x �/�D���Q�L�Y�H�O�X�O���G�H�S�D�U�W�D�P�H�Q�W�H�O�R�U���V�H���Y�R�U���U�H�V�S�H�F�W�D���S�U�L�Q�F�L�S�L�L�O�H���J�H�Q�H�U�D�O�H���G�H���F�R�O�H�F�W�D�U�H�����H�Y�L�G�H�Q� ������
�F�R�Q�W�U�R�O���ú�L���G�H�S�R�]�L�W�D�U�H���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U�����F�R�Q�I�R�U�P���S�U�R�F�H�G�X�U�L�L���F�R�G���3���2�������������� 
 

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Lista difuzarii        

2 Raport actiuni corective / 

preventive 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele de �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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Anexa nr.1- �/�L�V�W�D���G�L�I�X�]���U�L�L 

 

�/�L�V�W�D���G�L�I�X�]���U�L�L 

 

Exemplar 

Nr. 

 

Destinatar document 

 

�'�D�W�D���G�L�I�X�]���U�L�L 

�6�H�P�Q���W�X�U�D���G�H 

primire 

1 �6�H�F�U�H�W�D�U���ú�H�I��   

2 Responsabil CEAC    
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Anexa 2  

 

Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

RAPORT DE ACTIUNI 

CORECTIVE/PREVENTIVE 

���v�Q�W�R�F�P�L�W���v�Q���E�D�]�D���5�1�&���Q�U�«�������������������«�����G�L�Q���G�D�W�D��

�«���������������������������������������������� 

 

pag.: 

din: 

 

Nr. 

crt. 

Neconformitatea 

�F�R�Q�V�W�D�W�D�W�� 

(conf. RNC) / 

Cauzele identificate 

 

�&�R�U�H�F� �L�D���ú�L���V�D�X 

�D�F� �L�X�Q�H�D��

�F�R�U�H�F�W�L�Y�����S�U�H�Y�H�Q�W�L�Y����

�V�W�D�E�L�O�L�W�� 

Responsabil

/ 

Termen 

rezolvare 

 

Implementat (eliminat 

�F�D�X�]���� 

Controlat 

C.E.A.C. 

 Da Nu Verificat resp. 

�F�R�P���P�H�W�R�G�L�F����

(nume, 

�V�H�P�Q���W�X�U������

�G�D�W���� 

0 1 2 3 4 5 6 7 

        

        

        

�Ì�Q�W�R�F�P�L�W�����Q�X�P�H���V�H�P�Q���W�X�U������������������������������������������������������������������        �5�H�V�S���&�R�P�L�V�L�H���P�H�W�R�G�L�F���������������������������������������������������������$�9�,�=�$�7 

                                                                                      ���Q�X�P�H���V�H�P�Q���W�X�U�������������������������������������������������������������������������'�L�U�H�F�W�R�U 

 

 

*Se poate extinde pe alte pagini similare, sem�Q���W�X�U�L�O�H���U�H�J���V�L�Q�G�X-se doar pe ultima pag. 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ACTIUNI CORECTIVE   

- �7�5�$�7�$�5�(�$���5�(�&�/�$�0�$�	�,�,�/�2�5��- 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
36 

Cod: P.O. 36 
Pagina     din  15 
Exemplar nr.:  

 

 65 

 
 
 
 
 
 
 
 
 
 
 

PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

ACTIUNI CORECTIVE  
- �7�5�$�7�$�5�(�$���5�(�&�/�$�0�$�	�,�,�/�2�5��- 

 
 
 
 
 

P.O. 36 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-     09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

Dumitr�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice care stabileste modul de de identificare, 

�F�R�Q�V�H�P�Q�D�U�H���� �D�Q�D�O�L�]������ �D�S�U�R�E�D�U�H���� �P�R�Q�L�W�R�U�L�]�D�U�H�� ���L�� �Y�H�U�L�I�L�F�D�U�H�� �D�� �L�P�S�O�H�P�H�Q�W���U�L�L�� �D�F�
�L�X�Q�L�O�R�U��

�F�R�U�H�F�W�L�Y�H�����L���W�U�D�W�D�U�H���D���U�H�F�O�D�P�D�
�L�L�O�R�U�����S�H�Q�W�U�X���D���D�V�L�J�X�U�D���F�����V�X�Q�W���F�R�U�H�F�W�D�W�H���S�U�R�P�S�W�����L���H�I�L�F�L�H�Q�W��

�F�R�Q�G�L�
�L�L�O�H���F�R�Q�W�U�D�U�H���F�D�O�L�W���
�L�L�� 

 

4.2. �6�H�� �D�V�L�J�X�U���� �F���� �V�X�U�V�H�O�H�� �G�H�� �D�S�D�U�L�
�L�H�� �D�� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U�� �V�X�Q�W�� �L�G�H�Q�W�L�I�L�F�D�W�H���� �F�D�X�]�H�O�H��

�D�F�H�V�W�R�U�D�� �V�X�Q�W���L�Q�Y�H�V�W�L�J�D�W�H�� ���L�� �V�X�Q�W���O�X�D�W�H�� �P���V�X�U�L�� �S�H�Q�W�U�X�� �U�H�V�S�H�F�W�D�U�H�D�� �F�H�U�L�Q�
�H�O�R�U�� �G�H�� �F�D�O�L�W�D�W�H�� �D��

serviciilor prestate de �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �������L���S�H�Q�W�U�X��

�S�U�H�Y�H�Q�L�U�H�D���U�H�S�H�W���U�L�L�����L���V�D�X���D�S�D�U�L�
�L�H�L���D�F�H�V�W�R�U���Q�H�F�R�Q�I�R�U�P�L�W���
�L���� 

 

�6���� �D�V�L�J�X�U�H �F���� �V�X�Q�W���V�W�D�E�L�O�L�W�H�� �P�H�W�R�G�H�O�H�� ���L�� �U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L�O�H�� �S�U�L�Y�L�Q�G�� �W�U�D�W�D�U�H�D�� �F�X�� �G�H�R�V�H�E�L�W�D��

�D�W�H�Q�
�L�H���D���W�X�W�X�U�R�U���U�H�F�O�D�P�D�
�L�L�O�R�U�����S�U�L�Q���O�X�D�U�H�D���P���V�X�U�L�O�R�U���S�H�Q�W�U�X���U�H�]�R�O�Y�D�U�H�D���O�R�U���L�P�H�G�L�D�W���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �6�H���D�S�O�L�F�����O�D���� 

�x Investigarea �F�D�X�]�H�O�R�U�� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �S�U�R�G�X�V���� �O�D�� �S�U�R�F�H�V�� ���L�� �O�D�� �V�L�V�W�H�P�X�O����

�F�D�O�L�W���
�L�L�����L���D���v�Q�U�H�J�L�V�W�U���U�L�O�R�U���U�H�]�X�O�W�D�W�H�O�R�U���L�Q�Y�H�V�W�L�J�D�
�L�H�L 

�x �7�U�D�W�D�U�H�D�� �H�I�H�F�W�L�Y���� �D�� �U�H�F�O�D�P�D�
�L�L�O�R�U�� ���L�� �D�� �U�D�S�R�D�U�W�H�O�R�U��beneficiarului referitoare la 

�Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H�� �S�U�R�G�X�V�X�O�X�L���V�H�U�Y�L�F�L�X�O�X�L�� �R�I�H�U�L�W�� �G�H�� �X�Q�L�W�D�W�H�D�� �G�H�� �v�Q�Y���
���P�k�Q�W���� �F�D�U�H�� �D�S�D�U�� �F�D��

�X�U�P�D�U�H�� �D�� �D�F�W�L�Y�L�W���
�L�L�� �Q�H�F�R�U�H�V�S�X�Q�]���W�R�D�U�H�� �G�L�Q�W�U-unul sau din mai multe departamente ale 

�X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W 

�x �'�H�W�H�U�P�L�Q�D�U�H�D�� �D�F�
�L�X�Q�L�O�R�U�� �F�R�U�H�F�W�L�Y�H�� �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X�� �H�O�L�P�L�Q�D�U�H�D�� �F�D�X�]�H�O�R�U��

�Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U�� 

�x Auditul �L�Q�W�H�U�Q���S�H�Q�W�U�X���D���V�H���D�V�L�J�X�U�D���F�����V�X�Q�W���v�Q�W�U�H�S�U�L�Q�V�H���D�F�
�L�X�Q�L���F�R�U�H�F�W�L�Y�H�����L���F�������D�F�H�V�W�H�D���V�X�Q�W��

eficace. 

�x �'�H�W�H�U�P�L�Q�D�U�H�D�� �H�W�D�S�H�O�R�U�� �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X�� �W�U�D�W�D�U�H�D�� �R�U�L�F���U�R�U�� �S�U�R�E�O�H�P�H�� �F�D�U�H�� �Q�H�F�H�V�L�W���� �D�F�
�L�X�Q�L��

corective. 

�x �,�Q�L�
�L�H�U�H�D�� �G�H�� �D�F�
�L�X�Q�L�� �S�U�H�Y�H�Q�W�L�Y�H�� ���L�� �H�I�H�F�W�X�D�U�H�D�� �G�H�� �F�R�Q�W�U�R�D�O�H�� �S�H�Q�W�U�X�� �D�� �V�H�� �D�V�L�J�X�U�D�� �F���� �D�F�H�V�W�H��

�D�F�
�L�X�Q�L���V�X�Q�W���H�I�L�F�D�F�H 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X�� �F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L;  
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�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ Standardele de �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H��pentru 

�D�S�O�L�F�D�U�H�D���,�6�2�����������������������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

9. R.A.C. Raport de actiuni corective 

10. R.A.P. Raport de actiuni preventive 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�$�P�S�O�R�D�U�H�D�� �D�F�
�L�X�Q�L�O�R�U�� �F�R�U�H�F�W�L�Y�H�� �F�R�U�H�V�S�X�Q�G�H�� �F�X�� �L�P�S�R�U�W�D�Q�
�D�� �S�U�R�E�O�H�P�H�O�R�U�� ���L�� �H�V�W�H��

�S�U�R�S�R�U�
�L�R�Q�D�O�����F�X���U�L�V�F�X�U�L�O�H���v�Q�W�k�P�S�L�Q�D�W�H���� 

 

Etapa 1. �$�Q�D�O�L�]�D���U�H�F�O�D�P�D�
�L�H�L 

�5�H�F�O�D�P�D�
�L�D�� �G�H�S�X�V���� �G�H��beneficiar �H�V�W�H�� �v�Q�U�H�J�L�V�W�U�D�W���� �G�H�� �F���W�U�H�� �V�H�F�U�H�W�D�U�L�D�W�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L���� �'�L�U�H�F�W�R�U�X�O�� �D�Q�D�O�L�]�H�D�]���� �U�H�F�O�D�P�D�
�L�L�O�H�� �F�D�U�H��

�S�U�H�]�L�Q�W���� �D�V�S�H�F�W�H�� �Q�H�J�D�W�L�Y�H�� �G�L�Q�� �D�F�W�L�Y�L�W���
�L�O�H�� �G�H�V�I�����X�U�D�W�H�� �v�Q�� �X�Q�L�W�D�W�Ha �S�U�H�F�X�P�� ���L�� �V�H�V�L�]���U�L�� �D�O�H��

�Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U���F�R�Q�V�W�D�W�D�W�H���G�H���F���W�U�H���U�H�S�U�H�]�H�Q�W�D�Q�
�L�L���H�F�K�L�S�H�O�R�U���G�H���D�X�G�L�W���L�Q�W�H�U�Q���H�[�W�H�U�Q���S�U�H�F�X�P�����L��

�F�H�O�H�� �V�H�P�Q�D�O�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �L�Q�V�S�H�F�
�L�L�O�R�U�� �W�H�P�D�W�L�F�H�� �H�I�H�F�W�X�D�W�H�� �G�H�� �F���W�U�H�� �I�R�U�X�U�L�O�H�� �L�H�U�D�U�K�L�F�� �V�X�S�H�U�L�R�D�U�H����

�1�X�P�H���W�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O���� �S�H�U�V�R�D�Q�D�� �U�H�V�S�R�Q�V�D�E�L�O���� �S�H�Q�W�U�X�� �W�U�D�W�D�U�H�D�� �U�H�F�O�D�P�D�
�L�L�O�R�U���� �7�U�D�Q�V�P�L�W�H��

�U�H�F�O�D�P�D�
�L�D���5�H�V�S�R�Q�V�D�E�L�O�X�O�X�L���&���(���$���&�����S�H�Q�W�U�X���v�Q�U�H�J�L�V�W�U�D�U�H���v�Q���U�H�J�L�V�W�U�X�O���G�H���H�Y�L�G�H�Q�
�����5�D�S�R�U�W�X�O�X�L���G�H��

�$�F�
�L�X�Q�L���&�R�U�H�F�W�L�Y�H�����L�����V�D�X���L�Q�L�
�L�H�U�H�D���D�F�
�L�X�Q�L�O�R�U���S�U�H�Y�H�Q�W�L�Y�H�����G�D�F�����H�V�W�H���Q�H�F�H�V�D�U�� 

 

Etapa 2. �7�U�D�W�D�U�H�D���U�H�F�O�D�P�D�
�L�H�L 

Perso�D�Q�D�� �U�H�V�S�R�Q�V�D�E�L�O���� �F�X�� �U�H�]�R�O�Y�D�U�H�D�� �U�H�F�O�D�P�D�
�L�H�L�� �D�Q�D�O�L�]�H�D�]���� �F�D�X�]�H�O�H�� �U�H�F�O�D�P�D�
�L�H�L�� �S�U�L�Q��

�L�Q�Y�H�V�W�L�J�D�U�H�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� ���L�� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �F�D�U�H�� �D�X�� �O�H�J���W�X�U���� �F�X�� �U�H�F�O�D�P�D�
�L�D�� ���L�� �L�D�� �O�H�J���W�X�U�D�� �F�X��

�S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H���v�Q���D�F�W�L�Y�L�W���
�L�O�H���U�H�F�O�D�P�D�W�H���� 

�3�H�U�V�R�D�Q�D���U�H�V�S�R�Q�V�D�E�L�O�����F�X���U�H�]�R�O�Y�D�U�H�D���U�H�F�O�D�P�D�
�L�H�L���V�W�D�E�L�O�H���W�H���� 

�¾ �P�R�G�X�O���G�H���U�H�]�R�O�Y�D�U�H���D���U�H�F�O�D�P�D�
�L�H�L�����D�F�
�L�X�Q�L�O�H���F�R�U�H�F�W�L�Y�H���F�D�U�H���V�H���Y�R�U���D�S�O�L�F�D�����L���W�H�U�P�H�Q�X�O���G�H��

�I�L�Q�D�O�L�]�D�U�H�����'�D�F�D���H�V�W�H���F�D�]�X�O���V�H���Y�D���L�Q�L�
�L�D���X�Q���5�$�&���� 

�¾ �v�Q���W�L�L�Q�
�H�D�]�����v�Q���V�F�U�L�V��beneficiar�X�O���G�H�V�S�U�H���L�Q�L�
�L�H�U�H�D���D�F�
�L�X�Q�L�O�R�U���F�R�U�H�F�W�L�Y�H���S�H�Q�W�U�X���U�H�]�R�O�Y�D�U�Ha 

�U�H�F�O�D�P�D�
�L�H�L�����L���W�H�U�P�H�Q�X�O���S�U�R�S�X�V���S�H�Q�W�U�X���U�H�]�R�O�Y�D�U�H���� 

�¾ �D�S�O�L�F���� �D�F�
�L�X�Q�L�O�H���F�R�U�H�F�W�L�Y�H�����L�� �O�D���I�L�Q�D�O�L�]�D�U�H�� �D�Q�X�Q�
���� �'�H�S�D�U�W�D�P�H�Q�W�X�O���&�D�O�L�W�D�W�H���F�D�U�H���� �v�Q���X�U�P�D��

�L�Q�V�S�H�F�
�L�H�L�����Y�D���F�R�Q�I�L�U�P�D���v�Q�F�K�L�G�H�U�H�D���5�$�&- �X�O�X�L���v�Q���W�H�U�P�H�Q�X�O���G�H���I�L�Q�D�O�L�]�D�U�H���� 

�¾ �G�X�S���� �I�L�Q�D�O�L�]�D�U�H�D�� �D�F�
�L�X�Q�L�O�R�U�� �F�R�U�H�F�W�L�Y�H�� �S�H�U�V�R�D�Q�D�� �U�H�V�S�R�Q�V�D�E�L�O���� �Y�D�� �v�Q���W�L�L�Q�
�D��beneficiarul 

�G�H�V�S�U�H���U�H�]�R�O�Y�D�U�H�D���U�H�F�O�D�P�D�
�L�H�L 
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Etapa 3. �$�F�
�L�X�Q�H�D���F�R�U�H�F�W�L�Y�� 

�$�F�
�L�X�Q�H�D�� �F�R�U�H�F�W�L�Y���� �F�R�Q�V�W�L�W�X�L�H�� �R�� �F�R�P�S�R�Q�H�Q�W���� �D�� �0�D�Q�D�J�H�P�H�Q�W�X�O�X�L�� �&�D�O�L�W�D�W�L�L�� �� �S�U�L�Q�� �F�D�U�H�� �V�H��

�D�V�L�J�X�U���� 

�x �7�U�D�W�D�U�H�D�� �H�I�H�F�W�L�Y���� �D�� �U�H�F�O�D�P�D�
�L�L�O�R�U�� ���L�� �D�� �U�D�S�R�D�U�W�H�O�R�U��beneficiarului referitoare la 

�Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H���S�U�R�G�X�V�X�O�X�L 

�x �,�Q�Y�H�V�W�L�J�D�U�H�D�� �F�D�X�]�H�O�R�U�� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �S�U�R�G�X�V�H���V�H�U�Y�L�F�L�L���� �O�D�� �S�U�R�F�H�V�H�� ���L��

�v�Q�U�H�J�L�V�W�U�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���L�Q�Y�H�V�W�L�J�D�
�L�H�L�� 

�x �$�Q�D�O�L�]�D�� �S�U�R�F�H�V�H�O�R�U���� �G�H�U�R�J���U�L�O�R�U���� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �F�D�O�L�W���
�L�L���� �� �U�H�F�O�D�P�D�
�L�L�O�R�U�� �F�O�L�H�Q�
�L�O�R�U����

�U�D�S�R�D�U�W�H�O�R�U�� �G�H�� �D�X�G�L�W���H�W�F������ �D�V�W�I�H�O�� �v�Q�F�k�W�� �V���� �V�H�� �S�R�D�W���� �G�H�S�L�V�W�D�� ���L�� �H�O�L�P�L�Q�D�� �F�D�X�]�H�O�H�� �S�R�W�H�Q�
�L�D�O�H��

�D�O�H���Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U���S�U�L�Q���P���V�X�U�L���S�U�H�Y�H�Q�W�L�Y�H, 

�7�R�D�W�H���D�F�
�L�X�Q�L�O�H���F�R�U�H�F�W�L�Y�H���V�X�Q�W���v�Q�U�H�J�L�V�W�U�D�W�H�����L���X�U�P���U�L�W�H���S�k�Q�����O�D���V�R�O�X�
�L�R�Q�D�U�H�� 

�6�H���H�I�H�F�W�X�H�D�]�����F�R�Q�W�U�R�D�O�H���v�Q���V�F�R�S�X�O���D�V�L�J�X�U���U�L�L���F�����D�F�
�L�X�Q�L�O�H���F�R�U�H�F�W�L�Y�H���V�X�Q�W���H�I�L�F�D�F�H�� 

�,�Q�I�R�U�P�D�
�L�L�O�H�� �U�H�O�H�Y�D�Q�W�H�� �R�E�
�L�Q�X�W�H�� �v�Q�� �X�U�P�D�� �D�F�
�L�X�Q�L�O�R�U�� �v�Q�W�U�H�S�U�L�Q�V�H�� �V�X�Q�W�� �V�X�S�X�V�H�� �D�Q�D�O�L�]�H�L����

efectuate de management. 

 

8.2. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

a.  Director 

�x �$�Q�D�O�L�]�H�D�]���� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H�� �L�G�H�Q�W�L�I�L�F�D�W�H�� �F�X�� �R�F�D�]�L�D�� �D�X�G�L�W�X�U�L�O�R�U�� ���L�� �D�S�U�R�E�D�� �D�S�O�L�F�D�U�H�D��

�D�F�
�L�X�Q�L�O�R�U���F�R�U�H�F�W�L�Y�H���S�H�Q�W�U�X���V�R�O�X�
�L�R�Q�D�U�H�D���O�R�U 

�x �$�Q�D�O�L�]�H�D�]���� �I�L�H�F�D�U�H�� �U�H�F�O�D�P�D�
�L�H�� �Y�H�Q�L�W���� �� ���L�� �Q�X�P�H���W�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O���� �U�H�V�S�H�F�W�L�Y�� �S�H�U�V�R�D�Q�D��

�U�H�V�S�R�Q�V�D�E�L�O���� �S�H�Q�W�U�X�� �W�U�D�W�D�U�H�D�� �F�R�P�S�O�H�W���� �D�� �D�F�H�V�W�H�L�D���� �5�H�F�O�D�P�D�
�L�L�O�H�� �V�H�� �v�Q�U�H�J�L�V�W�U�H�D�]���� �v�Q��

�U�H�J�L�V�W�U�X�O���U�H�F�O�D�P�D�
�L�L�O�R�U���G�H���F���W�U�H���V�H�U�Y�L�F�L�X�O���V�H�F�U�H�W�D�U�L�D�W���� 

�x �7�U�D�Q�V�P�L�W�H���U�H�F�O�D�P�D�
�L�D���F�D�W�U�H���&���(���$���&�����S�H�Q�W�U�X���L�Q�L�
�L�H�U�H�D���X�Q�R�U���D�F�
�L�X�Q�L 

b.  Responsabil C.E.A.C. 

�¾ �3�U�H�L�D�� �U�H�F�O�D�P�D�
�L�D�� �G�H�� �O�D�� �'�L�U�H�F�W�R�U���� �G�X�S���� �F�D�U�H�� �L�Q�L�
�L�D�]���� �X�Q�� �5�$�&�� ���L�� �G�D�F���� �H�V�W�H�� �Q�H�F�H�V�D�U�� �X�Q��

RAP  

�¾ �,�G�H�Q�W�L�I�L�F�����Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H���v�Q���I�X�Q�F�
�L�R�Q�D�U�H�D���0�D�Q�D�J�H�P�H�Q�W�X�O�X�L���&�D�O�L�W�D�W�L�L�����L���S�U�R�S�X�Q�H���V�R�O�X�
�L�L��

pentru eliminarea acestora. 

�¾ �$�Q�D�O�L�]�H�D�]���� �U�H�]�X�O�W�D�W�H�O�H�� �D�X�G�L�W�X�U�L�O�R�U�� �G�H�� �X�U�P���U�L�U�H�� �� ���L�� �G�H�F�L�G�H�� �P���V�X�U�L�O�H�� �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X��

�U�H�]�R�O�Y�D�U�H�D�� �D�F�
�L�X�Q�L�O�R�U�� �F�R�U�H�F�W�L�Y�H�� �Q�H�V�R�O�X�
�L�R�Q�D�W�H�� �O�D�� �W�H�U�P�H�Q�H�O�H�� �S�U�H�V�W�D�E�L�O�L�W�H���� �V�R�O�L�F�L�W�k�Q�G�� �Q�R�L��

�W�H�U�P�H�Q�H���G�H���U�H�]�R�O�Y�D�U�H���D���D�F�H�V�W�R�U�D�����8�U�P���U�H���W�H���H�Y�L�G�H�Q�
�D�����L���V�W�D�G�L�X�O���L�P�S�O�H�P�H�Q�W���U�L�L���D�F�
�L�X�Q�L�O�R�U��

�F�R�U�H�F�W�L�Y�H�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �I�X�Q�F�
�L�R�Q�D�U�H�D�� �0�D�Q�D�J�H�P�H�Q�W�X�O�X�L�� �&�D�O�L�W�D�W�L�L�� �S�H�Q�W�U�X�� �D�� �G�H�W�H�U�P�L�Q�D��

�P�R�G�X�O���G�H���L�P�S�O�H�P�H�Q�W�D�U�H�����L���H�I�L�F�L�H�Q�
�D���O�R�U�� 

�¾ �,�Q�L�
�L�D�]�����D�F�
�L�X�Q�L���F�R�U�H�F�W�L�Y�H 

�¾ �$�V�L�J�X�U���� �D�X�G�L�W�R�U�L�O�R�U�� �D�X�W�R�U�L�W�D�W�H�D�� ���L�� �L�Q�G�H�S�H�Q�G�H�Q�
�D�� �Q�H�F�H�V�D�U���� �� ���L�� �F�R�Q�F�L�O�L�D�]���� �G�L�Y�H�U�J�H�Q�
�H�Oe 

�D�S���U�X�W�H���S�H���S�D�U�F�X�U�V�X�O���D�X�G�L�W�X�U�L�O�R�U���v�Q�W�U�H���D�X�G�L�W�R�U�L�����L���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���D�X�G�L�W�D�W�H�� 

�¾ �,�G�H�Q�W�L�I�L�F���� �Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H�� �I�X�Q�F�
�L�R�Q�D�O�H���� �V�W�D�E�L�O�H���W�H�� �F�D�X�]�H�O�H�� ���L�� �P���V�X�U�L�O�H�� �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X��

�L�P�S�O�H�P�H�Q�W�D�U�H�D���D�F�
�L�X�Q�L�O�R�U���F�R�U�H�F�W�L�Y�H 

�¾ �6�W�D�E�L�O�H���W�H���W�H�U�P�H�Q�H�O�H���G�H���L�P�S�O�H�P�H�Q�W�D�U�H���D���D�F�
�L�X�Q�L�O�R�U���F�R�U�Hctive 

�¾ �5���V�S�X�Q�G�H���G�H���U�H�D�O�L�]�D�U�H�D���O�D���W�H�U�P�H�Q���D���D�F�
�L�X�Q�L�O�R�U���F�R�U�H�F�W�L�Y�H���L�Q�L�
�L�D�W�H���v�Q���]�R�Q�H�O�H���G�H���D�F�W�L�Y�L�W�D�W�H�� 

�¾ �3�U�R�S�X�Q�H�� �D�F�
�L�X�Q�L�� �F�R�U�H�F�W�L�Y�H�� �F�D�U�H�� �L�Q�I�O�X�H�Q�
�H�D�]���� �F�D�O�L�W�D�W�H�D�� �S�H�Q�W�U�X�� �H�O�L�P�L�Q�D�U�H�D�� �F�D�X�]�H�O�R�U��

�Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�R�U�� 

       c. Echipa de audit 

�¾ �,�G�H�Q�W�L�I�L�F�����Q�H�F�R�Q�I�R�U�P�L�W���
�L�O�H���v�Q���W�L�P�S�X�O���D�X�G�L�W�X�O�X�L�����L���v�Q�W�R�F�P�H���W�H���5�$�& 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Qale  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U��de realizare a proceselor de planificare a necesarului de 

�U�H�V�X�U�V�H�� �X�P�D�Q�H���� �U�H�F�U�X�W�D�U�H���� �V�H�O�H�F�
�L�H���� �D�Q�J�D�M�D�U�H���� �R�U�J�D�Q�L�]�D�U�H���� �F�R�R�U�G�R�Q�D�U�H�� ���L�� �H�Y�D�O�X�D�U�H�� �D��

�F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� ���L�� �D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �Q�H�G�L�G�D�F�W�L�F�� �V�D�X�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U���� �O�D�� �Q�L�Y�H�O�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �S�H���S�D�U�F�X�U�V�X�O���X�Q�X�L���D�Q�����F�R�O�D�U�� 

. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H��ma�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �S�U�R�F�H�V�H�O�R�U�� �G�H�� �S�O�D�Q�L�I�L�F�D�U�H�� �D�� �Q�H�F�H�V�D�U�X�O�X�L�� �G�H��

�U�H�V�X�U�V�H�� �X�P�D�Q�H���� �U�H�F�U�X�W�D�U�H���� �V�H�O�H�F�
�L�H���� �D�Q�J�D�M�D�U�H���� �R�U�J�D�Q�L�]�D�U�H���� �F�R�R�U�G�R�Q�D�U�H�� ���L�� �H�Y�D�O�X�D�U�H�� �D��

�F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� ���L�� �D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �Q�H�G�L�G�D�F�W�L�F�� �V�D�X�� �G�L�G�D�F�W�L�F�� �D�X�[�L�O�L�D�U���� �O�D�� �Q�L�Y�H�O�X�O��

�/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L pe parcursul unui an 

���F�R�O�D�U���� 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �3�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�Gactice (titulare sau 

�V�X�S�O�L�Q�L�W�R�D�U�H�������S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����L���Q�H�G�L�G�D�F�W�L�F���G�L�Q���F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

  4. Secretariat. 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

  4. Secretariat. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L��procedurale 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
MANAGEMENTUL RESURSELOR UMANE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
37 

Cod: P.O. 37 
Pagina     din 15 
Exemplar nr.:  

 

 89 

�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�3�O�D�Q�L�I�L�F�D�U�H�D�� �Q�H�F�H�V�D�U�X�O�X�L�� �G�H�� �F�D�G�U�H�� �G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�� �D�X�[�L�O�L�D�U�� ���L�� �Q�H�G�L�G�D�F�W�L�F�� �V�H��

�U�H�D�O�L�]�H�D�]���� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �S�U�R�L�H�F�W�X�O�� �S�O�D�Q�X�O�X�L�� �G�H�����F�R�O�D�U�L�]�D�U�H�� �S�H�Q�W�U�X�� �D�Q�X�O�� �X�U�P���W�R�U�� ���L�� �F�X��

�S�U�H�Y�H�G�H�U�L�O�H���O�H�J�D�O�H���v�Q���Y�L�J�R�D�U�H�� 

�0�D�Q�D�J�H�P�H�Q�W�X�O�� �U�H�V�X�U�V�H�O�R�U�� �X�P�D�Q�H�� �F�R�Q�V�W�D�� �v�Q�� �D�Q�V�D�P�E�O�X�O�� �D�F�W�L�Y�L�W�D�W�L�O�R�U�� �R�U�L�H�Q�W�D�W�H�� �F�D�W�U�H��

�D�V�L�J�X�U�D�U�H�D���� �G�H�]�Y�R�O�W�D�U�H�D���� �P�R�W�L�Y�D�U�H�D�� �V�L�� �P�H�Q�W�L�Q�H�U�H�D�� �U�H�V�X�U�V�H�O�R�U�� �X�P�D�Q�H�� �v�Q�� �F�D�G�U�X�O�� �R�U�J�D�Q�L�]�D�W�L�H�L�� �v�Q��

vederea realizarii cu eficienta maxima a obiectivelor acesteia si satisfacerii nevoilor 

angajatilor. 

 

Principiile esentiale ale managementului resurselor umane sunt: 

1.   Aprecierea factorului uman ca o resursa vitala; 

������ �&�R�U�H�O�D�U�H�D���� �v�Q�W�U-o maniera integrata, a politicilor si sistemelor privind resursele 

umane cu misiunea si strategia unitatii de invatamant; 

3. Preocuparea sustinuta de concentrare si directionare a capacitatilor si eforturilor 

�L�Q�G�L�Y�L�G�X�D�O�H���v�Q���Y�H�G�H�U�H�D���U�H�D�O�L�]�D�U�L�L���H�I�L�F�L�H�Q�W�H���D���P�L�V�L�X�Q�L�L���V�L���R�E�L�H�F�W�L�Y�H�O�R�U stabilite; 

4.   Dezvoltarea unei culturi organizationale sanatoase. 

 

�2�E�L�H�F�W�L�Y�H�O�H���X�U�P�D�U�L�W�H���G�H���P�D�Q�D�J�H�P�H�Q�W�X�O���U�H�V�X�U�V�H�O�R�U���X�P�D�Q�H���F�R�Q�V�W�D�X���v�Q�� 

1. Cresterea eficientei si eficacitatii personalului (sporirea productivitatii); 

2. Reducerea absenteismului, fluctuatiei si a amplorii si numarului miscarilor greviste; 

�������&�U�H�V�W�H�U�H�D���V�D�W�L�V�I�D�F�W�L�H�L���v�Q���P�X�Q�F�D���D���D�Q�J�D�M�D�W�L�O�R�U�� 

4. Cresterea capacitatii de inovare, rezolvare a problemelor si schimbare a unitatii. 

 

�Ì�Q���S�U�L�Q�F�L�S�D�O���R�E�L�H�F�W�L�Y�H�O�H���0�D�Q�D�J�H�P�H�Q�W�X�O�X�L���5�H�V�X�U�V�H�O�R�U���8�P�D�Q�H���V�X�Q�W��urmatoarele: 

1. Ilustrarea problemelor angajarii resurselor umane necesare �v�Q���F�D�G�U�X�O���R�U�J�D�Q�L�]�D�W�L�L�O�R�U�� 

Discutarea rolului planificarii resurselor umane si a relatiei acesteia cu planificarea la 

nivel unitatii de invatamant. 
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2.    �'�L�V�F�X�W�D�U�H�D���P�R�G�X�O�X�L���v�Q���F�D�U�H���Xnitatea �v�V�L���D�F�R�S�H�U�D���Q�H�Y�R�L�O�H���G�H���S�H�U�V�R�Q�D�O���S�U�L�Q���U�H�F�U�X�W�D�U�H�D��

si selectia candidatilor calificati. 

3.      Evaluarea rezultatelor cercetarilor cu privire la interviul de angajare. 

4.     Descrierea modalitatilor de pregatire a interviurilor de angajare de succes. 

5.      Prezentarea unor modalitati de orientare si integrare a noilor angajati. 

6.    Discutarea instruirii si dezvoltarii angajatilor si a unor aspecte ale acestor procese. 

7.   Explicarea obiectivelor evaluarii performantelor, a motivelor pentru care acest 

proces poate esua si a metodelor de depasire a obstacolelor. 

�����������������'�L�V�F�X�W�D�U�H�D���D�V�S�H�F�W�H�O�R�U���F�D�U�H���W�U�H�E�X�L�H���D�Y�X�W�H���v�Q���Y�H�G�H�U�H���v�Q���O�X�D�U�H�D���G�H���G�H�F�L�]�L�L���F�X���S�U�L�Y�L�U�H��

la recompensarea angajatilor. 

9.    Discutarea metodelor de asigurare a unor relatii productive cu angajatii sau 

reprezentantii acestora. 

 

�5�H�F�U�X�W�D�U�H�D�� �V�H�� �U�H�D�O�L�]�H�D�]���� �S�U�L�Q�� �D�Q�X�Q�
�X�U�L�� �O�D�� �,�6�-���� �D�Q�X�Q�
�X�U�L�� �S�H�� �V�L�W�H-�X�O�� ���F�R�O�L�L�� �V�D�X�� �v�Q�� �S�U�H�V�D��

�V�F�U�L�V���� 

 

�6�H�O�H�F�
�L�D���V�H���G�H�V�I�����R�D�U�����S�H���E�D�]�����G�H���F�R�Q�F�X�U�V�������L���L�Q�W�H�U�Y�L�X. 

 

�$�Q�J�D�M�D�U�H�D�� �V�H�� �I�L�Q�D�O�L�]�H�D�]���� �F�X�� �v�Q�F�K�H�L�H�U�H�D�� �F�R�Q�W�U�D�F�W�H�O�R�U�� �S�H�� �W�H�U�P�H�Q nedeterminat, 

contractelor pe termen determinat. 

 

Organizarea resurselor umane se realize�D�]���� �F�R�Q�I�R�U�P�� �R�U�J�D�Q�L�J�U�D�P�H�L�� �X�Q�L�W�D�W�L�L, pe arii 

�F�X�U�U�L�F�X�O�D�U�H���� �F�R�P�L�V�L�L�� �P�H�W�R�G�L�F�H���� �J�U�X�S�X�U�L�� �G�H�� �O�X�F�U�X���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �H�W�F���� �)�L�H�F�D�U�H�� �V�D�O�D�U�L�D�W�� �v���L��

�v�Q�G�H�S�O�L�Q�H���W�H�� �D�W�U�L�E�X�
�L�L�O�H�� �F�H�� �L�L�� �U�H�Y�L�Q�� �F�R�Q�I�R�U�P�� �I�L���H�L�� �G�H�� �S�R�V�W�� �L�Q�G�L�Y�L�G�X�D�O�H�� �V�H�P�Q�D�W�H�� �O�D�� �v�Q�F�H�S�X�W�X�O��

�D�Q�X�O�X�L�����F�R�O�D�U�� 

 

�(�Y�D�O�X�D�U�H�D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���V�H���U�H�D�O�L�]�H�D�]�����S�H���P�D�L���P�X�O�W�H���F���L���� 

- evaluar�H�D���G�H���F���W�U�H���G�L�U�H�F�W�R�U�X�O���X�Q�L�W�D�W�L�L,  

- �H�Y�D�O�X�D�U�H�D�� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �D�U�L�H�L�� �F�X�U�U�L�F�X�O�D�U�H���� �U�H�V�S�R�Q�V�D�E�L�O�X�O��

CEAC, autoevaluarea,  

- �H�Y�D�O�X�D�U�H�D���G�H���F���W�U�H���F�R�O�H�J�L���� 
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- evaluarea prin evaluatori externi.  

 

�Ì�Q�� �X�U�P�D�� �F�R�P�E�L�Q���U�L�L�� �P�D�L�� �P�X�O�W�R�U�� �F���L�� �G�L�Q�� �F�H�O�H�� �V�X�V-�P�H�Q�
�L�R�Q�D�W�H�� �V�H�� �v�Q�W�R�F�P�H���W�H�� �R�� �I�L������ �G�H��

�H�Y�D�O�X�D�U�H�����L���V�H���D�F�R�U�G�����X�Q���F�D�O�L�I�L�F�D�W�L�Y���D�Q�X�D�O�� 

 

8.2. �5�H�S�D�U�W�L�]�D�U�H�D�� �S�H�� �S�H�U�L�R�D�G���� �Q�H�G�H�W�H�U�P�L�Q�D�W���� �D�� �F�D�G�U�H�O�R�U��didactice calificate 

�D�Q�J�D�M�D�W�H���F�X���F�R�Q�W�U�D�F�W���L�Q�G�L�Y�L�G�X�D�O���G�H���P�X�Q�F�����S�H���S�H�U�L�R�D�G�����G�H�W�H�U�P�L�Q�D�W�� 

�&�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �Q�H�W�L�W�X�O�D�U�H�� �F�D�O�L�I�L�F�D�W�H�� �F�D�U�H�� �D�X�� �S�D�U�W�L�F�L�S�D�W�� �v�Q�� �X�O�W�L�P�L�L�� ���� �D�Q�L�� �O�D�� �F�R�Q�F�X�U�V�X�O��

�Q�D� �L�R�Q�D�O�� �X�Q�L�F�� �G�H�� �W�L�W�X�O�D�U�L�]�D�U�H���� �F�D�U�H�� �D�X�� �R�E� �L�Q�X�W�� �F�H�O�� �S�X� �L�Q�� �Q�R�W�D���P�H�G�L�D�� ���� �ú�L�� �D�X�� �R�F�X�S�Dt un post/ o 

�F�D�W�H�G�U������ �G�H�Y�L�Q�� �W�L�W�X�O�D�U�H�� �v�Q�� �V�L�V�W�H�P�X�O�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���� �G�D�F���� �V�X�Q�W�� �v�Q�G�H�S�O�L�Q�L�W�H��

�F�X�P�X�O�D�W�L�Y���X�U�P���W�R�D�U�H�O�H���F�R�Q�G�L� �L�L���J�H�Q�H�U�D�O�H�� 

�D�����V�H���F�H�U�W�L�I�L�F�����Y�L�D�E�L�O�L�W�D�W�H�D���S�R�V�W�X�O�X�L���F�D�W�H�G�U�H�L�� 

�E�����F�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D� �L�H���D�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W���U�H�V�S�H�F�W�L�Y�H este de acord. 

�&�R�Q�G�L� �L�L�O�H�� �V�S�H�F�L�I�L�F�H�� �S�H�Q�W�U�X�� �W�L�W�X�O�D�U�L�]�D�U�H�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F���� �F�D�U�H�� �D�� �S�D�U�W�L�F�L�S�D�W�� �O�D��

�F�R�Q�F�X�U�V�X�U�L�� �G�H�� �W�L�W�X�O�D�U�L�]�D�U�H���� �v�Q�� �V�L�V�W�H�P�X�O�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���� �V�H�� �V�W�D�E�L�O�H�V�F�� �S�U�L�Q��

�P�H�W�R�G�R�O�R�J�L�H�� �H�O�D�E�R�U�D�W���� �F�X�� �F�R�Q�V�X�O�W�D�U�H�D�� �S�D�U�W�H�Q�H�U�L�O�R�U�� �G�H�� �G�L�D�O�R�J�� �V�R�F�L�D�O �ú�L�� �D�S�U�R�E�D�W���� �S�U�L�Q�� �R�U�G�L�Q�� �D�O��

�P�L�Q�L�V�W�U�X�O�X�L���H�G�X�F�D� �L�H�L���Q�D� �L�R�Q�D�O�H�� 

Viabilitatea unui/unei post didactic/catedre presupune existenta acestuia/acesteia pe 

durata unui nivel de invatamant si se stabileste de consiliul de administratie al unitatii de 

invatamant in functie de planurile-cadru in vigoare, de proiectele planurilor de scolarizare si 

de evolutia demografica la nivel local. 

 

8.3. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Directorul unitatii, responsabilul CEAC, responsabilii a�U�L�L�O�R�U���F�X�U�U�L�F�X�O�D�U�H�����.�H�I�L�L��

comisiilor metodice: 

�x �S�U�R�J�Q�R�]�H�D�]�����Q�H�F�H�V�D�U�X�O���D�Q�X�D�O���G�H���F�D�G�U�H���G�L�G�D�F�W�L�F�H�����S�H�U�V�R�Q�D�O���Q�H�G�L�G�D�F�W�L�F�����G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U���� 

�x �R�U�J�D�Q�L�]�H�D�]�����S�U�R�F�H�V�H�O�H���G�H���U�H�F�U�X�W�D�U�H�����L���V�H�O�H�F�
�L�H�����F�R�Q�G�X�F���L�Q�W�H�U�Y�L�X�U�L�O�H���� 

�x �R�U�J�D�Q�L�]�H�D�]�������L���P�R�Q�L�W�R�U�L�]�H�D�]�����F�R�Q�F�X�U�V�X�U�L�O�H���G�H��titularizare, sub coordonarea ISJ 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
MANAGEMENTUL RESURSELOR UMANE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
37 

Cod: P.O. 37 
Pagina     din 15 
Exemplar nr.:  

 

 94 

11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O���H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. Scopul p�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ELABORAREA SI APLICAREA 

CHESTIONARELOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
38 

Cod: P.O. 38 
Pagina     din  14 
Exemplar nr.:  

 

 97 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri consta in instituirea unei proceduri metodologice care: 

�x �6�����S�H�U�P�L�W�����H�O�H�Y�L�O�R�U���V�D-�V�L���H�[�S�U�L�P�H���S�R�]�L�
�L�D���I�D�
�����G�H���W�H�P�D�W�L�F�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���F�X�Q�R�D���W�H�U�H�D���H�O�H�Y�L�O�R�U���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���G�H�]�Y�R�O�W�D�U�H�D���F�D�S�D�F�L�W�D�
�L�L���G�H���D�X�W�R�F�X�Q�R�D���W�H�U�H���D���H�O�H�Y�L�O�R�U�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���F�R�P�X�Q�L�F�D�U�H�D���S�U�R�I�H�V�R�U�L���± elevi; profesori �± �S���U�L�Q�
�L�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���D�S�O�L�F�D�U�H�D���X�Q�R�U���P�D�V�X�U�L���v�Q���I�X�Q�F�
�L�H���G�H���G�D�W�H�O�H���F�R�O�H�F�W�D�W�H�� 

�x �6�����L�G�H�Q�W�L�I�L�F�H���S���U�H�U�L�O�H���S�H�U�V�R�Q�D�O�H���D�O�H���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���X�Q�X�L��mediu de 

lucru optim. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �6�W�D�E�L�O�L�U�H�D���P�R�G�D�O�L�W���
�L�O�R�U���G�H���U�H�D�O�L�]�D�U�H���D���S�U�R�F�H�V�H�O�R�U���G�H��planificare a  unei proceduri 

metodologice care sa permita elevilor sa-si exprime pozitia fata de tematica 

chestionarelor, sa facilitateze cunoasterea elevilor de catre cadrele didactice, etc. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �3�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �D�W�D�W�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �F�D�W�� �V�L�� �H�O�H�Y�L�O�R�U�� �V�L��

parintilor. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  Documente  de  �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�Rnsilierul 

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu completarile si modificarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H termenilor  

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ELABORAREA SI APLICAREA 

CHESTIONARELOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
38 

Cod: P.O. 38 
Pagina     din  14 
Exemplar nr.:  

 

 103 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Instituirea unei proceduri metodologice care: 

�x �6�����S�H�U�P�L�W�����H�O�H�Y�L�O�R�U���V�D-�V�L���H�[�S�U�L�P�H���S�R�]�L�
�L�D���I�D�
�����G�H���W�H�P�D�W�L�F�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���F�X�Q�R�D���W�H�U�H�D���H�O�H�Y�L�O�R�U���G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���G�H�]�Y�R�O�W�D�U�H�D���F�D�S�D�F�L�W�D�
�L�L���G�H���D�X�W�R�F�X�Q�R�D���W�H�U�H���D���H�O�H�Y�L�O�R�U�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���F�R�P�X�Q�L�F�D�U�H�D���S�U�R�I�H�V�R�U�L���± elevi; profesori �± �S���U�L�Q�
�L�� 

�x �6�����I�D�F�L�O�L�W�H�]�H���D�S�O�L�F�D�U�H�D���X�Q�R�U���P�D�V�X�U�L���v�Q���I�X�Q�F�
�L�H���G�H���G�D�W�H�O�H���F�R�O�H�Ftate; 

�x �6�����L�G�H�Q�W�L�I�L�F�H���S���U�H�U�L�O�H���S�H�U�V�R�Q�D�O�H���D�O�H���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���X�Q�X�L���P�H�G�L�X���G�H��

lucru optim. 

 

8.2. Modul de lucru 

 

�/�D���v�Q�F�H�S�X�W���G�H���D�Q���ú�F�R�O�D�U���U�H�V�S�R�Q�V�E�L�O�X�O���&���(���$���&�����Y�D���I�D�F�H���R���O�L�V�W�����G�H���Q�H�Y�R�L�����v�Q���F�R�Q�F�R�U�G�D�Q� ����

cu �S�O�D�Q�X�O�� �G�H�� �v�P�E�X�Q���W��� �L�U�L�� �U�H�D�O�L�]�D�W�����O�L�V�W���� �S�H�� �F�D�U�H�� �R�� �S�U�H�G���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�X�L�� �V�X�E�F�R�P�L�V�L�H�L�� �G�H��

�H�O�D�E�R�U�D�U�H�����D�S�O�L�F�D�U�H���ú�L���L�Q�W�H�U�S�U�H�W�D�U�H���D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U�� 

 

M�H�P�E�U�L�L���V�X�E�F�R�P�L�V�L�H�L�����F�R�R�U�G�R�Q�D� �L���G�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���H�L�����H�O�D�E�R�U�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H�O�H���S�H���E�D�]����

analizei de nevoi; 

C�K�H�V�W�L�R�Q�D�U�H�O�H�� �V�H�� �S�U�R�L�H�F�W�H�D�]���� �ú�L�� �V�H�� �D�S�O�L�F���� �F�R�Q�I�R�U�P�� �Q�H�Y�R�L�O�R�U�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �F���U�X�L�D�� �L�� �V�H��

�V�R�O�L�F�L�W�����D�Q�X�P�L�W�H���U���V�S�X�Q�V�X�U�L�� 

C�K�H�V�W�L�R�Q�D�U�H�O�H���Y�R�U���I�L���P�X�O�W�L�S�O�L�F�D�W�H���O�D���V�H�F�U�H�W�D�U�L�D�W�X�O���ú�F�R�O�L�L�� 

Responsa�E�L�O�X�O�� �V�X�E�F�R�P�L�V�L�H�L�� �Y�D�� �v�Q�P�k�Q�D�� �V�H�W�X�U�L�O�H�� �G�H�� �F�K�H�V�W�L�R�Q�D�U�H�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �F�D�U�H��

vor distribui chestionarele la persoanele care le vor aplica, prilej cu care se va face si un 

instructaj de aplicare;  

Termenul de aplicare a chestionarului este stabilit de C.E.A.C.; 
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Dupa aplicarea chestionarului, acestea vor fi predate responsabilului subcomisiei, care 

va soli�F�L�W�D���� �G�X�S���� �F�D�]���� �G�L�U�Hctorului, consilierului educativ, criterii pentru interpretare si 

evaluare; 

D�X�S�����D�S�O�L�F�D�U�H�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���V�H���H�O�D�E�R�U�H�D�]�����X�Q���P�D�W�H�U�L�D�O���G�H���L�Q�W�H�U�S�U�H�W�D�U�H���D���U�H�]�X�O�W�D�W�H�O�R�U�� 

P�H���E�D�]�D���D�Q�D�O�L�]�H�L���V�H���H�O�D�E�R�U�H�D�]�����G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���V�X�E�F�R�P�L�V�L�H�L���X�Q���U�D�S�R�U�W���I�L�Q�D�O���F�D�U�H��

�V�����F�X�S�U�L�Q�G�����L�Q�W�H�U�S�U�H�W�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U�� 

Termenul de prelucrare si evaluare, in functie de complexitatea chestionarului, nu va 

depasi 10 zile; 

Chestionarele, evaluarea si sinteza acestora vor fi �S���V�W�U�D�W�H�� �G�H�� �F�D�W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O��

C.E.A.C. 

Valorificarea �F�K�H�V�W�L�R�Q�D�U�X�O�X�L���V�H���Y�D���I�D�F�H���L�Q���I�X�Q�F�W�L�H���G�H���W�H�P�D�W�L�F�D���X�U�P�D�U�L�W���� 

 

8.3. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�¾ Cadrele didactice 

Un membru al comisiei va construi chestionarele (acolo unde este cazul), le va distribui 

�W�X�W�X�U�R�U���S�U�R�I�H�V�R�U�L�O�R�U�����L���O�H���Y�D���I�D�F�H���L�Q�V�W�U�X�F�W�D�M�X�O���� 

 

�3�U�R�I�H�V�R�U�L�L�� �Y�R�U�� �D�S�O�L�F�D�� �F�K�H�V�W�L�R�Q�D�U�H�O�H�� ���L���� �O�D�� �F�H�U�H�U�H�D�� ���H�I�X�O�X�L�� �G�H�� �S�U�R�F�H�G�X�U�D�� �Y�R�U�� �F�H�Q�W�U�D�O�L�]�D�� �G�D�W�H�O�H����

�D�S�R�L���O�H���Y�R�U���v�Q�P�k�Q�D���D�Festuia.  

 

�0�H�P�E�U�X�O���F�R�P�L�V�L�H�L���G�H�V�H�P�Q�D�W���Y�D���H�Y�D�O�X�D�����L���L�Q�W�H�U�S�U�H�W�D���F�K�H�V�W�L�R�Q�D�U�H�O�H�����S�U�H�]�H�Q�W�k�Q�G���U�H�]�X�O�W�D�W�H�O�H�� 

 

�6�H���I�L�[�H�D�]�����W�H�U�P�H�Q�X�O���G�H���S�U�H�G�D�U�H���D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U�����D�F�H�V�W�H�D���I�L�L�Q�G���G�L�V�W�U�L�E�X�L�W�H���S�H���E�D�]�D���X�Q�H�L���O�L�V�W�H���G�H��

�G�L�I�X�]�D�U�H���� �S�U�R�I�H�V�R�U�L�L�� �O�H�� �Y�R�U�� �S�U�H�G�D�� �O�D�� �W�H�U�P�H�Q�X�O�� �V�W�D�E�L�O�L�W�� �G�H�� ��eful de procedura (termenul de 

�D�S�O�L�F�D�U�H���Q�X���Y�D���G�H�S�����L���R���V���S�W���P�k�Q�D�����L�D�U���F�H�O���G�H���S�U�H�G�D�U�H��- inclusiv centralizarea datelor �± nu va 

�G�H�S�����L���G�R�X�����V���S�W���P�k�Q�L���� 

 

�¾ Responsabilul CEAC 

Implementeaza si mentine in unitatea de invatamant aceasta procedura; 

Intocmeste chestionare; 

Analizeaza chestionarele; 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L��procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. Scopul proceduri�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

Dumitr�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U��de realizare a acordarii unui sprijin suplimentar tuturor 

�H�O�H�Y�L�O�R�U�� �F�D�U�H�� �D�X�� �L�Q�W�H�Q�
�L�D�� �V���� �R�E�
�L�Q���� �S�H�U�I�R�U�P�D�Q�
�H�� ���F�R�O�D�U�H�� �v�Q�� �G�L�Y�H�U�V�H�� �G�R�P�H�Q�L�L�� ���L�� �F�D�U�H�� �D�X��

anumit job-uri care pot fi valorificat�H���v�Q���F�R�Q�F�X�U�V�X�U�L�O�H�����L���R�O�L�P�S�L�D�G�H ���F�R�O�D�U�H�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

- �2�U�L�H�Q�W�D�U�H�D���H�O�H�Y�L�O�R�U���F���W�U�H���D�F�H�O�H���D�F�W�L�Y�L�W���
�L���X�Q�G�H���S�R�W���I�L���R�E�
�L�Q�X�W�H���S�H�U�I�R�U�P�D�Q�
�H 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

-  �$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �H�O�H�Y�L�O�R�U�� �F�D�S�D�E�L�O�L���V���� �R�E�
�L�Q���� �S�H�U�I�R�U�P�D�Q�
�H�� ���F�R�O�D�U�H��

���L���H�O�H�Y�L�O�R�U���F�D�U�H���V�H���S�U�H�J���W�H�V�F���S�H�Q�W�U�X���H�[�D�P�H�Q�H�O�H���I�L�Q�D�O�H���D�O�H���X�Q�X�L���F�L�F�O�X���G�H���V�W�X�G�L�L�� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

6.1. �5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

asigurarea �F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale institutiei  

 a. RI 

 c. �K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�/�D�� �v�Q�F�H�S�X�W�X�O�� �I�L�H�F���U�X�L�� �D�Q�� �ú�F�R�O�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �I�L�H�F���U�H�L�� �F�D�W�H�G�U�H�� �V�H�� �H�O�D�E�R�U�H�D�]���� �W�H�V�W�H�� �G�H��

evaluare �L�Q�L� �L�D�O�����F�D�U�H���V�H���D�S�O�L�F�����X�Q�L�W�D�U�����S�H���Q�L�Y�H�O���G�H���V�W�X�G�L�X���ú�L���G�L�V�F�L�S�O�L�Q�����G�H���v�Q�Y��� ���P�k�Q�W�� 

 

Pe baza analizelor rezultatelor testelor predictive s�H�� �V�H�O�H�F�W�H�D�]���� �H�O�H�Y�L�L�� �F�D�S�D�E�L�O�L�� �G�H��

�S�H�U�I�R�U�P�D�Q� �H�����F�H�L���F�X���O�D�F�X�Q�H, �F�H�L���F�X���G�L�I�L�F�X�O�W��� �L���G�H���v�Q�Y��� �D�U�H�� 

 

�$�G�X�F�H�U�H�D�� �O�D�� �F�X�Q�R���W�L�Q�
�D�� �H�O�H�Y�L�O�R�U�� �G�H�� �F���W�U�H�� �S�U�R�I�H�V�R�U�L�L��diri�J�L�Q�
�L�� �D�� �F�R�Q�
�L�Q�X�W�X�O�X�L�� �S�U�R�F�H�G�X�U�L�L��

,,Preg���W�L�U�H�D���V�X�S�O�L�P�H�Q�W�D�U�����D���H�O�H�Y�L�O�R�U��. �'�L�U�L�J�L�Q�W�H�O�H���v�Q�W�R�F�P�H���W�H���X�Q���W�D�E�H�O���G�H���O�X�D�U�H���O�D���F�X�Q�R���W�L�Q�
�����G�H��

�F���W�U�H �H�O�H�Y�L�����S�H���F�D�U�H���v�O���S���V�W�U�H�D�]�����O�D���G�R�V�D�U�X�O���F�O�D�V�H�L 

 

8.2. Modul de lucru 

 

S�H�O�H�F�W�D�U�H�D���H�O�H�Y�L�O�R�U���F�D�U�H���V�X�V� �L�Q���H�[�D�P�H�Q�H���G�H��admitere, bacalaureat, elevii foarte buni la 

�v�Q�Y��� ���W�X�U�����V�D�X���H�O�H�Y�L�L���F�X���G�H�I�L�F�L�H�Q�
�H���G�H���v�Q�Y���
�D�U�H�����D�Q�D�O�L�]�k�Q�G���Uezultatele testelor predictive; 

 

S�W�D�E�L�O�L�U�H�D���H�O�H�Y�L�O�R�U���F�D�U�H���Y�R�U���S�D�U�W�L�F�L�S�D���O�D���R�O�L�P�S�L�D�G�H�����F�R�Q�F�X�U�V�X�U�L��� �L�Q�k�Q�G���F�R�Q�W���G�H���D�E�L�O�L�W��� �L�O�H��

�H�O�H�Y�L�O�R�U���ú�L���G�H alegerea sa; 

 

C�R�O�D�E�R�U�D�U�H�D�� �W�X�W�X�U�R�U�� �S�U�R�I�H�V�R�U�L�O�R�U�� �F�D�U�H�� �S�U�H�G�D�X�� �O�D�� �F�O�D�V������ �S�H�Q�W�U�X�� �D�� �H�Y�L�W�D�� �V�X�S�U�D�V�R�O�L�F�L�W�D�U�H�D��

elevilor; 

 

A�O�F���W�X�L�U�H�D���J�U�D�I�L�F�X�O�X�L���G�H���S�U�H�J���W�L�U�H���V�X�S�O�L�P�H�Q�W�D�U���� 

 

A�Q�X�Q� �D�U�H�D���J�U�D�I�L�F�X�O�X�L���G�H���G�H�V�I���ú�X�U�D�U�H���D���F�R�Q�F�X�U�V�X�U�L�O�R�U���ú�F�R�O�D�U�H�� 

 

P�U�H�J���W�L�U�H�D���V�X�S�O�L�P�H�Q�W�D�U�����D���H�O�H�Y�L�O�R�U���V�H���D�Q�X�Q�
�� �v�Q�����H�G�L�Q�
�H�O�H���F�X���S���U�L�Q�
�L�L�����L���V�H���F�R�Q�V�H�P�Q�H�D�]����

�v�Q���S�U�R�F�H�V�H�O�H verbale �D�O�H���D�F�H�V�W�R�U���v�Q�W�k�O�Q�L�U�L�� 
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O�U�H�O�H���G�H���S�U�H�J���W�L�U�H���V�X�S�O�L�P�H�Q�W�D�U�����V�H���F�R�Q�V�H�P�Q�H�D�]�����v�Q���F�R�Q�G�L�F�D���G�H���S�U�H�]�H�Q�
�����D���S�U�R�I�H�V�R�U�L�O�R�U�� 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a Lic�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

�����������1�R�W���� 

 

�$�Q�X�Q�
�D�U�H�D�� �G�D�W�H�O�R�U�� �F�R�Q�F�X�U�V�X�U�L�O�R�U�� ���F�R�O�D�U�H�� �v�Q�� �F�H�O�� �P�X�O�W�� ���� �]�L�O�H�� �G�H�� �O�D�� �S�U�L�P�L�U�H�D adreselor 

oficiale. 

�Ì�Q�W�R�F�P�L�U�H�D�� �J�U�D�I�L�F�X�O�X�L�� �S�U�H�J���W�L�U�L�L�� �S�H�Q�W�U�X�� �H�[�D�P�H�Q�H�� ���L�� �D�� �S�U�H�J���W�L�U�L�L�� �V�X�S�O�L�P�H�Q�W�D�U�H�� �S�H�Q�W�U�X��

�2�O�L�P�S�L�D�G�H�����L���&�R�Q�F�X�U�V�X�U�L �S�k�Q�����O�D�������1�R�L�H�P�E�U�L�H�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�3�U�R�F�H�G�X�U�D���Y�D���I�L���D�S�O�L�F�D�W�����G�H �F���W�U�H���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�� 

 

�0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H���F�R�P�X�Q�L�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L. 

 

�'�L�U�H�F�W�R�U�L�L�����P�D�Q�D�J�H�U�L�L�����X�Q�L�W��� �L�L���ú�F�R�O�D�U�H���ú�L���S�U�H�ú�H�G�L�Q�W�H�O�H���&���(���$���&����sunt responsabili pentru 

�L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L���P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

 

�5�H�V�S�R�Q�V�D�E�L�O�L�L���F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H�������D�L���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���H�[�D�P�H�Q�H�����Q�R�W�D�U�H���U�L�W�P�L�F�����ú�L���I�U�H�F�Y�H�Q� �� 

�ú�L���P�H�P�E�U�L�L���&�R�P�L�V�L�H�L���G�H���R�U�L�H�Q�W�D�U�H���ú�F�R�O�D�U�����ú�L���S�U�R�I�H�V�L�R�Q�D�O�����v�P�S�U�H�X�Q�����F�X���G�L�U�L�J�L�Q� �L�L���U���V�S�X�Q�G���G�H�� 

- �9�H�U�L�I�L�F�D�U�H�D���U�H�V�S�H�F�W���U�L�L���D�F�H�Vtei proceduri; 

- �$�V�L�J�X�U�D�U�H�D�� �F�R�Q�G�L�
�L�L�O�R�U�� �G�H�� �S���V�W�U�D�U�H�� �D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �F�H�U�X�W�H�� �G�H�� �G�H�V�I�����X�U�D�U�H�D��

�F�X�U�H�Q�W�����D���S�U�R�F�H�G�X�U�L�L�����F�R�Q�G�L�F�D���G�H���S�U�H�J���W�L�U�H���V�X�S�O�L�P�H�Q�W�D�U�������S�U�R�F�H�V�H���Y�H�U�E�D�O�H���D�O�H��

�V�H�G�L�Q� �H�O�R�U�� �F�X�� �S���U�L�Q� �L�L�� �v�Q�� �F�D�U�H�� �V�H�� �F�R�P�X�Q�L�F�� metodologiile de �V�X�V� �L�Q�H�U�H�� �D��

�H�[�D�P�H�Q�H�O�R�U�� �ú�L�� �F�R�Q�F�X�U�V�X�U�L�O�R�U���� �J�U�D�I�L�F�H�O�H�� �G�H�� �S�U�H�J���W�L�U�H�� �V�X�S�O�L�P�H�Q�W�D�U������ �S�U�R�F�H�V�H 

�Y�H�U�E�D�O�H���v�Q�F�K�H�L�D�W�H���v�Q���F�D�G�U�X�O���R�U�H�O�R�U���G�H���S�U�H�J���W�L�U�H���V�X�S�O�L�P�H�Q�W�D�U�������S�U�R�F�H�V�H���Y�H�U�E�D�O�H��

de prelucrare la clase a �P�H�W�R�G�R�O�R�J�L�L�O�R�U���� �D�O�W�H�� �G�R�F�X�P�H�Q�W�H�� �F�H�� �D�W�H�V�W����

�F�R�P�X�Q�L�F�D�U�H�D�� �F�X�� �S���U�L�Q� �L�L�� �H�O�H�Y�L�O�R�U���� �V�X�J�H�V�W�L�L�O�H�� �ú�L�� �U�H�F�O�D�P�D� �L�L�O�R�U �H�O�H�Y�L�O�R�U�� �ú�L�� �D�O�H��

�S���U�L�Q� �L�O�R�U���D�F�H�V�W�R�U�D��. 

 

�(�O�H�Y�L�L���S�R�D�U�W�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���S�D�U�W�L�F�L�S���U�L�L���O�D���V�H�G�L�Q� �H�O�H���S�O�D�Q�L�I�L�F�D�W�H�����D���V�H�P�Q���U�L�L���G�R�Fumentelor. 

 

C.E.A.C. are responsabilitatea de re�Y�L�]�X�L�U�H���S�H�U�L�R�G�L�F�����D���S�U�R�F�H�G�X�U�L�L�� 
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10. Anexe, �v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Proces verbal sedinta        

2 Tabel nominal cu elevii 

selectati pentru concursuri 

       

3 Graficul pregatirii 

suplimentare 

       

4 Prezenta elevilor la 

activitatea de pregatire 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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ANEXA 1 
PROCES VERBAL, 

 
�Ì�Qcheiat  azi,  .............................,  cu  ocazia  des�I���úur��rii  �úedin� ei comune  elevi-�S��rin� i  
la clasa a  a 

..................... Ordinea de z�L���v�Q���Ges�I���úurarea �úedin� ei a fost urm���W�R�Drea: 
�v���&�Rmunicarea rezultatelor testelor ini� �L�Dle; 
�v��Prelucrarea metodologiei de organizare �úi des�I���úurare a examenului de bacalaureat; 
�v���&�Rmunicarea calendarului de sus� inere a examenului de bacalaureat; 
�v��Prezentarea graficului de pre�J��tire suplimentar�� pentru examenul de bacalaureat 
�v��Diverse. 

 
Numele elevului Semn���Wura Numele p��r intelui par ticipant la �úedin� �� Semn���Wura 

    
    
    
    

 
 
 
 
 
 
 
 
ANEXA 2 

 
TABEL NOMINA L CU ELEVII  CARE AU FOST SELECTA�	�, �ÌN VEDEREA 
PARTICI P���5 I I  LA CONCURSURI ���&OLARE LA  OBIECTUL_____________ 

 
Nr. 
crt. 

Numele �úi prenumele elevului Clasa Tipul examenului Semn���Wura elev 

     
     
     
     
     

 
 
 
 
 
 
 
 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
PREGATIREA SUPLIMENTARA A 

ELEVILOR  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
39 

Cod: P.O. 39 
Pagina     din  16 
Exemplar nr.:  

 

 124 

ANEXA 5 
 

GRAFICUL PREG���7IRII SUPLI MENTARE PENTRU CATEDRA�«�«�«�«�«�����«�«��  
AN ��COLAR               /______________ 

 
 

Nume �ú�L��prenumele profesorului Disciplina 
(Tipul probei) 

 

Ziua 
 

Ora 
 

Sala 

     
     

     
     

 
 
 
 

 

 

 

 

 

ANEXA 6 
 

PREZEN���$ ELEVIOR LA  ACTIVITATEA DE PR�(�*���7 IR�(���6�8�3�/�,�0�(�1�7�$�5�����3�(�1�7�5�8 

  

 

Nr. 

crt. 

Numele �úi prenumele elevului Clasa Data Tipul 

examenului 

Semn���Wura elev 
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

ELABORAREA, APLICAREA SI VERIFICAREA ORARULUI 
UNITATII  

 
 
 
 
 
 

P.O. 40 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ELABORAREA, APLICAREA SI 

VERIFICAREA ORARULUI UNITATII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
40 

Cod: P.O. 40 
Pagina     din  15 
Exemplar nr.:  

 

 127 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-    09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�'�H�I�L�Q�L�U�H�D���P�L�M�O�R�D�F�H�O�R�U�����L���H�W�D�S�H�O�R�U���S�U�L�Q���F�D�U�H���P�H�P�E�U�L�L���&�R�P�L�V�L�H�L���G�H���Ì�Q�W�R�F�P�L�U�H���D���2�U�D�U�X�O�X�L���G�L�Q��

cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L �H�O�D�E�R�U�H�D�]�����R�U�D�U�X�O�����F�R�O�L�L��

�F�R�Q�I�R�U�P���U�H�J�O�H�P�H�Q�W���U�L�O�R�U���O�H�J�D�O�H�����L���F�X���U�H�V�S�H�F�W�D�U�H�D���S�O�D�Q�X�U�L�O�R�U���G�H���v�Q�Y���
���P�k�Q�W�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �S�U�R�F�H�V�H�O�R�U�� �G�H�� �S�O�D�Q�L�I�L�F�D�U�H�� �D�� �H�W�D�S�H�O�R�U�� �F�H��

�W�U�H�E�X�L�H���S�D�U�F�X�U�V�H���V�X�F�F�H�V�L�Y�����L���R�E�O�L�J�D�W�R�U�L�X�����v�Q���P�R�G���Q�H�G�L�V�F�U�L�P�L�Q�D�W�R�U�L�X�����G�H���F���W�U�H���P�H�P�E�U�L�L��

Comisiei d�H�� �v�Q�W�R�F�P�L�U�H�� �D�� �R�U�D�U�X�O�X�L�� �G�L�Q�� �F�D�G�U�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �H�O�D�E�R�U�H�D�]���� �R�U�D�U�X�O�� ���F�R�O�L�L�� �F�R�Q�I�R�U�P�� �U�H�J�O�H�P�H�Q�W���U�L�O�R�U�� �O�H�J�D�O�H�� ���L��

�F�X���U�H�V�S�H�F�W�D�U�H�D���S�O�D�Q�X�U�L�O�R�U���G�H���v�Q�Y���
���P�k�Q�W�� 

�3�U�R�F�H�G�X�U�D���G�H�I�L�Q�H���W�H���H�W�D�S�H�O�H���G�H���v�Q�W�R�F�P�L�U�H���D���R�U�D�U�X�O�X�L���F�D�U�H���W�U�H�E�X�L�H���U�H�V�S�H�F�W�D�W�H���v�Q�W�R�F�P�D�L. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F���� �W�X�W�X�U�R�U�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� ���L�� �H�O�H�Y�L�O�R�U��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  Documente  de  �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�Rnsilierul 

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Pasul 1. �'�L�U�H�F�W�R�U�X�O���F�R�P�X�Q�L�F�����G�H�F�L�]�L�D���G�H���Q�X�P�L�U�H���D���F�R�P�L�V�L�H�L 

 

Pasul 2. �5�H�S�D�U�W�L�]�D�U�H�D���V���O�L�O�R�U���G�H���F�O�D�V�� 

 

Pasul 3. Stabilirea incadrarii 

 

Pasul 4. Realizarea orarului 

 

Pasul 5. �$�U�D�Q�M�D�U�H�D���R�U�H�O�R�U���V�H���I�D�F�H��� �L�Q�k�Q�G���F�R�Q�W���G�H�����Q�X�P���U�X�O���G�H���R�U�H���R�S�W�L�P���S�H���]�L�����v�Q�F���U�F�D�U�H�D���V���O�L�O�R�U��

�G�H���F�O�D�V�������F�R�Q�W�L�Q�X�L�W�D�W�H�D���R�U�H�O�R�U���S�H���S�U�R�I�H�V�R�U���ú�L���J�U�D�G�X�O���G�H���V�R�O�L�F�L�W�D�U�H���D��elevilor la diferite discipline 

���V�����Q�X���I�L�H���P�D�L���P�X�O�W���G�H�������R�U�H �G�H���D�F�H�O�D�ú�L���I�H�O���S�H���]�L�� 

In vederea intocmirii orarului se impun urmatoarele:  

- toate cadrele didactice sa aiba ore de luni pana vineri (sa nu ramana cu zi libera) 

- in ziua metodica, profesorii de aceeasi specialitate vor avea program cel tarziu pana la orele 

11.  

- programul obligatoriu sa aiba maxim 8 ore pe zi cu pauze 

- profesorul angajat in 2 sau mai multe scoli este obligat sa prezinte comisiei 

adeverinta/adeverinte cu zilele in care i s-au fixat orele in celelalte unitati scolare. Adeverinta 

va fi adusa la comisia de intocmire a orarului pana la data de 15 septembrie.  

- se va tine cont de doleantele cadrelor didactice intr-un mod echilibrat, astfel incat sa nu 

perturbe orarul altor colegi. Solicitarile personalului didactic vor fi adresate si aprobate de 

catre directorul institutiei.  

- �V�H���Y�D���X�U�P�D�U�L���U�H�G�X�F�H�U�H�D���Q�U�����G�H���Ä�I�H�U�H�V�W�U�H�´���G�L�Q���R�U�D�U�X�O���S�U�R�I�H�V�R�U�L�O�R�U 

- in orarul elevilor nu vor exista pauze 

- se vor efectua modificari la orar in timpul anului scolar doar din motive 

obiective/intemeiate. 
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Pasul 6. Verificarea si aprobarea orarului 

 

Pasul 7. �$�I�L���D�U�H�D�� �R�U�D�U�X�O�X�L�� �O�D�� �D�Y�L�]�L�H�U�X�O�� ���F�R�O�L�L ���L�� �L�Q�P�D�Q�D�U�H�D�� �R�U�D�U�H�O�R�U�� �S�H�� �F�O�D�V�H��profesorilor 

�G�L�U�L�J�L�Q�
�L 

 

Pasul 8. �6�F�U�L�H�U�H�D���F�R�Q�G�L�F�L�L���G�H���S�U�H�]�H�Q� �����G�H���F���W�U�H���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���G�H���V�H�U�Y�L�F�L�X�� 

 

Pasul 9. Se urmareste modul de respectare a programului conform orarului aprobat in 

Consiliul de Administratie (pentru o eficienta monitorizare, fiecare sala de clasa va avea afisat 

pe usa orarul cadrelor didactice care desfasoara ore in sala respectiva). 

 

Pasul 10. Fiecare membru al subcomisiei va efectua monitorizarea conform planificarii si va 

completa fisa de monitorizare a orarului. Se vor face raportari �L�Q�W�H�U�P�H�G�L�D�U�H�����L���D�Q�X�D�O�H�����L���V�H���Y�D��

elabora un plan de masuri de imbunatatire 

 

Pasul 11 .Se analizeaza fisele de monitorizare si rapoartele si, pe baza acestei analize, se 

aplica masuri corective 

 

Pasul 12. Monitorizarea procedurii se face de catre directorul unitatii scolare. 

 

Pasul 13. �$�Q�D�O�L�]�D���S�U�R�F�H�G�X�U�L�L���V�H���U�H�D�O�L�]�H�D�]�D���v�Q���F�D�G�U�X�O���&�R�P�L�V�L�H�L���&�(�$�&����iar prezentarea acesteia, 

�v�Q���&�R�Q�V�L�O�L�X�O���G�H���$�G�P�L�Q�L�V�W�U�D�W�L�H 

 

Pasul 14. �6�H���X�U�P�D�U�H���W�H���U�H�V�S�H�F�W�D�U�H�D���S�O�D�Q�X�O�X�L���G�H���v�P�E�X�Q���W���
�L�U�H 
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8.2. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���Wi. 

 

8.3. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Dispozitii finale 

�5�H�V�S�H�F�W�D�U�H�D���R�U�D�U�X�O�X�L���V�H���D�G�U�H�V�H�D�]�����W�X�W�X�U�R�U���S�U�R�I�H�V�R�U�L�O�R�U�����D�Y�k�Q�G���F�D�U�D�F�W�H�U���R�E�O�L�J�D�W�R�U�L�X�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �'�L�U�H�F�W�R�U�X�O�� �V�W�D�E�L�O�H�ú�W�H�� �F�R�P�S�R�Q�H�Q� �D�� �F�R�P�L�V�L�H�L�� �G�H�� �R�U�D�U���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �G�H���F�R�P�L�V�L�H�� �ú�L��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�H���D�F�H�V�W�H�L�D. 

�x �0�H�P�E�U�L�L�� �F�R�P�L�V�L�H�L�� �X�U�P���U�H�V�F�� �P�R�G�X�O�� �G�H�� �v�Q�G�H�S�O�L�Q�L�U�H�� �D�� �S�U�R�J�U�D�P�X�O�X�L�� �F�R�Q�I�R�U�P��

�U�H�J�O�H�P�H�Q�W���U�L�O�R�U���O�H�J�D�O�H�����L���F�X���U�H�V�S�H�F�W�D�U�H�D���S�O�D�Q�X�U�L�O�R�U���G�H���v�Q�Y���
���P�k�Q�W���D�S�U�R�E�D�W�H���v�Q���&�R�Q�V�L�O�L�X�O��

�G�H���$�G�P�L�Q�L�V�W�U�D�
�L�H�� 

 

�x �&�R�P�L�V�L�D���V�X�S�U�D�Y�H�J�K�H�D�]�����D�S�O�L�F�D�U�H�D��orarului.  Preia incadrarile de la director si realizeaza 

orarul unitatii 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ELABORAREA, APLICAREA SI 

VERIFICAREA ORARULUI UNITATII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
40 

Cod: P.O. 40 
Pagina     din  15 
Exemplar nr.:  

 

 138 

10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X�����G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

PROGRAMNE PENTRU EXAMENE  
 
 
 
 
 
 

P.O. 41 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L��prenumele �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-  09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�,�Q�I�R�U�P�D�U�H�D���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U���F�O�D�V�H�O�R�U���W�H�U�P�L�Q�D�O�H���� �G�H�V�S�U�H�� �S�U�R�J�U�D�P�X�O���G�H���H�[�D�P�H�Q�H���� �P�R�G�X�O�����L��

�R�U�D�U�X�O���G�H���G�H�V�I�����X�U�D�U�H���D���H�[�D�P�H�Q�H�O�R�U���G�H���D�E�V�R�O�Y�L�U�H�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �S�U�R�F�H�V�H�O�R�U�� �G�H�� �S�O�D�Q�L�I�L�F�D�U�H�� �D��etapelor ce 

�W�U�H�E�X�L�H���S�D�U�F�X�U�V�H���V�X�F�F�H�V�L�Y�����L���R�E�O�L�J�D�W�R�U�L�X�����S�H�Q�W�U�X���L�Q�I�R�U�P�D�U�H�D���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U���F�O�D�V�H�O�R�U��

�W�H�U�P�L�Q�D�O�H���� �G�H�V�S�U�H�� �S�U�R�J�U�D�P�X�O�� �G�H�� �H�[�D�P�H�Q�H���� �P�R�G�X�O�� ���L�� �R�U�D�U�X�O�� �G�H�� �G�H�V�I�����X�U�D�U�H�� �D��

examenelor de absolvire. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �$�F�H�V�W�D���S�U�R�F�H�G�X�U�����V�H���D�S�O�L�F�D���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U���G�L�Q���F�O�D�V�H�O�H���W�H�U�P�L�Q�D�O�H�� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  Documente  de  �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�Rnsilierul 

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�Hnilor  

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�3�U�R�I�H�V�R�U�L�L���F�D�U�H���S�U�H�G�D�X���O�D���F�O�D�V�H�O�H���W�H�U�P�L�Q�D�O�H���Y�R�U���L�Q�I�R�U�P�D���H�O�H�Y�L�L���G�H�V�S�U�H���F�R�Q�
�L�Q�X�W�X�O��

programelor la materiile respective. 

 

Fiecare elev va primi programa pentru examenul de absolvire. 

 

�'�L�U�L�J�L�Q�
�L�L���Y�R�U���I�D�F�H���F�X�Q�R�V�F�X�W���H�O�H�Y�L�O�R�U���R�U�D�U�X�O�����L���P�R�G�X�O���G�H���G�H�V�I�����X�U�D�U�H���D�O���H�[�D�P�H�Q�H�O�R�U�� 

 

�3�H�Q�W�U�X���I�L�H�F�D�U�H���L�Q�I�R�U�P�D�U�H���V�H���Y�D���v�Q�W�R�F�P�L���X�Q���S�U�R�F�H�V���Y�H�U�E�D�O�����V�H�P�Q�D�W���G�H���H�O�H�Y�L�����L���S�U�R�I�H�V�R�U�L�� 

 

In vederea pregatirii examenelor pentru absolventi se creeaza baza de date la nivelul 

fiecarei unitati de invatamant, care sa cuprinda datele personale ale elevilor, conform 

solicitarilor Comisiei Nationale de Organizare. 

 

Cadrele didactice nominalizate ca evaluatori sunt selectate cu pre�F���G�H�U�H���G�L�Q���U�k�Q�G�X�O��

�F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���D�E�L�O�L�W�D�W�H���v�Q���G�R�P�H�Q�L�X�O���H�Y�D�O�X���U�L�L�����S�U�L�Q���F�X�U�V�X�U�L���G�H���I�R�U�P�D�U�H���U�H�F�X�Q�R�V�F�X�W�H���G�H��

�0�L�Q�L�V�W�H�U�X�O���(�G�X�F�D�
�L�H�L���1�D�
�L�R�Q�D�O�H�� 

 

�&�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���Q�R�P�L�Q�D�O�L�]�D�W�H���F�D���D�V�L�V�W�H�Q�
�L���O�H���H�V�W�H���L�Q�W�H�U�]�L�V�����L�Q�W�U�D�U�H�D���v�Q���V���O�L�O�H���G�H��

examen cu telefoane mobile sau cu mijloace electronice de calcul sau de comunicare, precum 

�ú�L���F�X���]�L�D�U�H�����U�H�Y�L�V�W�H�����F���U� �L���H�W�F�����0�D�W�H�U�L�D�O�H�O�H���Q�H�S�H�U�P�L�V�H���v�Q���V�D�O�D���G�H���H�[�D�P�H�Q���Y�R�U���I�L���L�Q�W�U�R�G�X�V�H���v�Q�W�U-un 

�X�Q���S�O�L�F���R���S�X�Q�J�������v�P�S�U�H�X�Q�����F�X���X�Q���E�L�O�H� �H�O���R���H�W�L�F�K�H�W�����S�H���F�D�U�H���V�H���Q�R�W�H�D�]�����Q�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H��

pose�V�R�U�X�O�X�L�����F�D�U�H���Y�D���I�L���S���V�W�U�D�W���S���V�W�U�D�W�����S�k�Q�����G�X�S�����S�U�H�G�D�U�H�D���O�X�F�U���U�L�O�R�U���V�F�U�L�V�H���v�Q�W�U-�R���V�D�O�����V�S�H�F�L�D�O����

�V�W�D�E�L�O�L�W�����S�H�Q�W�U�X���G�H�S�R�]�L�W�D�U�H�D���R�E�L�H�F�W�H�O�R�U���S�H�U�V�R�Q�D�O�H�����V�X�S�U�D�Y�H�J�K�H�D�W�����G�H���R���S�H�U�V�R�D�Q�����G�H�V�H�P�Q�D�W�����G�H��

�F�R�P�L�V�L�D���G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y���
���P�k�Q�W�� 
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Nu v�R�U���I�L���Q�R�P�L�Q�D�O�L�]�D�W�H���v�Q���F�R�P�L�V�Li, �S�H�U�V�R�D�Q�H���F�D�U�H�����v�Q���V�H�V�L�X�Q�L�O�H���D�Q�W�H�U�L�R�D�U�H���D�O�H��

�H�[�D�P�H�Q�H�O�R�U���Q�D�
�L�R�Q�D�O�H�����Q�X�����L-�D�X���v�Q�G�H�S�O�L�Q�L�W���F�R�U�H�V�S�X�Q�]���W�R�U���D�W�U�L�E�X�
�L�L�O�H�����F�D�U�H���D�X���V���Y�k�U���L�W���D�E�D�W�H�U�L����

�U�H�V�S�H�F�W�L�Y���D�X���I�R�V�W���V�D�Q�F�
�L�R�Q�D�W�H�� 

 

�&�R�P�L�V�L�L�O�H���M�X�G�H�
�H�Q�H���G�H���R�U�J�D�Q�L�]�D�U�H��a examenelor �S�H�Q�W�U�X���D�E�V�R�O�Y�H�Q�
�L vor asigura dotarea 

�F�X���F�D�P�H�U�H���I�X�Q�F�
�L�R�Q�D�O�H���G�H���V�X�S�U�D�Y�H�J�K�H�U�H���Y�L�G�H�R�����L���D�X�G�L�R���D���V���O�L�O�R�U���G�H���F�O�D�V�����G�L�Q���X�Q�L�W���
�L�O�H���G�H��

�v�Q�Y���
���P�k�Q�W���v�Q���F�D�U�H���V�H���G�H�V�I�����R�D�U�����S�U�R�E�H�O�H���S�H�Q�W�U�X��examen pentru elevii clasei a VIII-�D�����D���V���O�L�O�R�U��

�v�Q���F�D�U�H���V�H���G�H�V�F�D�U�F�������L���V�H���P�X�O�W�L�S�O�L�F�����V�X�E�L�H�F�W�H�O�H�����S�U�H�F�X�P�����L���D���V���O�L�O�R�U���vn care se preiau, se 

�H�Y�D�O�X�H�D�]�������L���V�H���G�H�S�R�]�L�W�H�D�]�����O�X�F�U���U�L�O�H���V�F�U�L�V�H�������� 

 

Activitatea de monitorizare a examenelor prin intermediul camerelor de supraveghere 

�V�H���Y�D���G�H�V�I�����X�U�D���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���R���S�U�R�F�H�G�X�U�����V�W�D�E�L�O�L�W�����G�H���&�R�P�L�V�L�D���1�D�
�L�R�Q�D�O�����G�H���2�U�J�D�Q�L�]�D�U�H���D��

�(�Y�D�O�X���U�L�L���1�D�
�L�R�Q�D�O�H�� 

 

�Ì�Q���Y�H�G�H�U�H�D���D�V�L�J�X�U���U�L�L���G�H�V�I�����X�U���U�L�L���F�R�U�H�F�W�H���D��examenelor pentru �D�E�V�R�O�Y�H�Q�
�L�����v�Q��

�F�R�Q�I�R�U�P�L�W�D�W�H���F�X���S�U�H�Y�H�G�H�U�L�O�H���U�H�J�O�H�P�H�Q�W���U�L�O�R�U���v�Q���Y�L�J�R�D�U�H�����F�R�P�L�V�L�L�O�H���G�L�Q���X�Q�L�W���
�L�O�H���G�H���v�Q�Y���
���P�k�Q�W�����L��

�F�R�P�L�V�L�L�O�H���M�X�G�H�
�H�Q�H���G�H���R�U�J�D�Q�L�]�D�U�H���D��examenelor �Y�H�U�L�I�L�F�������S�U�L�Q���V�R�Q�G�D�M�����v�Q�U�H�J�L�V�W�U���U�L�O�H���D�X�G�L�R-video 

�G�L�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q�����G�X�S�����v�Q�F�K�H�L�H�U�H�D���S�U�R�E�H�L���V�F�U�L�V�H�����Ì�Q���F�D�]�X�O���v�Q���F�D�U�H�����O�D���Y�H�U�L�I�L�F�D�U�H�D���S�U�L�Q���V�R�Q�G�D�M����

�V�H���F�R�Q�V�W�D�W�����Q�H�U�H�J�X�O�L�����I�U�D�X�G�H���V�D�X���W�H�Q�W�D�W�L�Y�H���G�H���I�U�D�X�G�����V�D�X���v�Q���F�D�]�X�O���v�Q���F�D�U�H���H�[�L�V�W�����V�H�V�L�]���U�L��

privitoare la nereguli, fraude sau te�Q�W�D�W�L�Y�H���G�H���I�U�D�X�G�H�����Y�H�U�L�I�L�F�D�U�H�D���V�H���I�D�F�H���S�H�Q�W�U�X���v�Q�U�H�J�L�V�W�U���U�L�O�H��

�G�L�Q���W�R�D�W�H���V���O�L�O�H���G�H���H�[�D�P�H�Q���G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y���
���P�k�Q�W���U�H�V�S�H�F�W�L�Y���� 

 

�6�H���L�Q�W�H�U�]�L�F�H���F�D�Q�G�L�G�D� �L�O�R�U���V�����L�Q�W�U�R�G�X�F�����v�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q���J�K�L�R�]�G�D�Q�H�����U�X�F�V�D�F�X�U�L�����V�D�F�R���H����

�S�R���H�W�H�����L���D�O�W�H�O�H���D�V�H�P�H�Q�H�D�����F�D�Q�G�L�G�D�
�L�L���D�Y�k�Q�G���R�E�O�L�J�D�
�L�D���G�H���D���O���V�D���R�E�L�H�F�W�H�O�H���P�H�Q�
�L�R�Q�D�W�H���v�Q���V�D�O�D���G�H��

�G�H�S�R�]�L�W�D�U�H���D���R�E�L�H�F�W�H�O�R�U���S�H�U�V�R�Q�D�O�H���V�W�D�E�L�O�L�W�����G�H���F�R�P�L�V�L�D���G�L�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y���
���P�k�Q�W���v�Q���D�F�H�V�W���V�F�R�S������ 

 

�&�D�Q�G�L�G�D�
�L�L���F�D�U�H���U�H�I�X�]�����G�H�S�R�]�L�W�D�U�H�D���R�E�L�H�F�W�H�O�R�U���P�H�Q�
�L�R�Q�D�W�H���v�Q���V�D�O�D���V�W�D�E�L�O�L�W�����G�H���F�R�P�L�V�L�H���v�Q��

acest scop �Q�X���Y�R�U���I�L���S�U�L�P�L�
�L���v�Q���H�[�D�P�H�Q�� 

 

�6�H���L�Q�W�H�U�]�L�F�H���F�D�Q�G�L�G�D� �L�O�R�U���V�����D�L�E�������v�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q�����D�V�X�S�U�D���O�R�U�����v�Q���R�E�L�H�F�W�H�O�H���G�H��

�v�P�E�U���F���P�L�Q�W�H���V�D�X���v�Q�F���O�
���P�L�Q�W�H�����v�Q���S�H�Q�D�U�H�����L���D�O�W�H�O�H���D�V�H�P�H�Q�H�D���V�D�X���v�Q���E���Q�F�L�O�H���v�Q���F�D�U�H���V�X�Q�W���D���H�]�D�
�L��
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�v�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q�����R�U�L�F�H���I�H�O���G�H���O�X�F�U���U�L�����P�D�Q�X�D�O�H�����F���U�
�L�����G�L�F� �L�R�Q�D�U�H�����F�X�O�H�J�H�U�L�����I�R�U�P�X�O�D�U�H����

�P�H�P�R�U�D�W�R�D�U�H�����Q�R�W�L� �H�����v�Q�V�H�P�Q���U�L�����U�H�]�X�P�D�W�H�����F�L�R�U�Q�H���V�D�X���O�X�F�U���U�L���D�O�H���D�O�W�R�U���F�D�Q�G�L�G�D�
�L���H�W�F�������F�D�U�H���D�U��

putea fi utilizate pentru rezolvarea subiectelor.  

�6�H���L�Q�W�H�U�]�L�F�H���F�D�Q�G�L�G�D� �L�O�R�U���V�����D�L�E�������v�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q�����D�V�X�S�U�D���O�R�U�����v�Q���R�E�L�H�F�W�H�O�H���G�H��

�v�P�E�U���F���P�L�Q�W�H���V�D�X���v�Q�F���O�
���P�L�Q�W�H�����v�Q���S�H�Q�D�U�H�����L���D�O�W�H�O�H���D�V�H�P�H�Q�H�D�����V�D�X���v�Q���E���Q�F�L�O�H���v�Q���F�D�U�H���V�X�Q�W���D���H�]�D�
�L��

�v�Q���V���O�L�O�H���G�H���H�[�D�P�H�Q�����W�H�O�H�I�R�D�Q�H���P�R�E�L�O�H�����F�����W�L���D�X�G�L�R�����S�U�H�F�X�P�����L���R�U�L�F�H���P�L�M�O�R�F���H�O�H�F�W�U�R�Q�L�F���G�H���F�D�O�F�X�O��

sau de comunicare/care permite conectarea �O�D���L�Q�W�H�U�Q�H�W���O�D���U�H�
�H�O�H���G�H���V�R�F�L�D�O�L�]�D�U�H�����F�D�U�H���D�U���S�X�W�H�D���I�L��

�X�W�L�O�L�]�D�W�H���S�H�Q�W�U�X���U�H�]�R�O�Y�D�U�H�D���V�X�E�L�H�F�W�H�O�R�U�����S�H�Q�W�U�X���H�I�H�F�W�X�D�U�H�D���F�D�O�F�X�O�H�O�R�U�����S�H�Q�W�U�X���F�R�P�X�Q�L�F�D�U�H���v�Q�W�U�H��

�F�D�Q�G�L�G�D�
�L���V�D�X���F�X���H�[�W�H�U�L�R�U�X�O���� 

�6�H���L�Q�W�H�U�]�L�F�H���F�D�Q�G�L�G�D� �L�O�R�U���V�����F�R�P�X�Q�L�F�H���v�Q�W�U�H���H�L���V�D�X���F�X���H�[�W�H�U�L�R�U�X�O�����V�����F�R�S�L�H�]�H�����V����

�W�U�D�Q�V�P�L�W�����P�D�W�H�U�L�D�O�H���F�D�U�H���S�H�U�P�L�W���F�R�S�L�D�W�X�O���V�D�X���V�����V�F�K�L�P�E�H���v�Q�W�U�H���H�L���I�R�L���G�L�Q���O�X�F�U�D�U�H�����F�L�R�U�Q�H�����Q�R�W�L�
�H��

sau alte materiale care ar putea fi utilizate pentru rezolvarea subiectelor, pentru comunicare 

�v�Q�W�U�H���F�D�Q�G�L�G�D�
�L���V�D�X���F�X���H�[�W�H�U�L�R�U�X�O�� 

 

�&�D�Q�G�L�G�D�
�L�L���H�O�L�P�L�Q�D�
�L���G�H �O�D���R���S�U�R�E�����S�H�Q�W�U�X���I�U�D�X�G�����V�D�X���W�H�Q�W�D�W�L�Y�����G�H���I�U�D�X�G�������Y�R�U���S�U�L�P�L���Q�R�W�D��

�������X�Q�X�����S�H���O�X�F�U�D�U�H�D���V�F�U�L�V�����U�H�V�S�H�F�W�L�Y���� 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Termenul 

 �$�S�O�L�F�D�U�H���D�O���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���H�V�W�H�������'�H�F�H�P�E�U�L�H���D�O���I�L�H�F���U�X�L���D�Q�����F�R�O�D�U�� 
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9. R�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �3�U�R�F�H�G�X�U�D���H�V�W�H���S�X�V�����v�Q���S�U�D�F�W�L�F�����G�H���S�U�R�I�H�V�R�U�L�L���F�D�U�H���S�U�H�G�D�X���G�L�V�F�L�S�O�L�Q�H�O�H���O�D���F�D�U�H���V�H���V�X�V�
�L�Q��

examenele de absolvire. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
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P.O. 42 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�3�U�R�F�H�G�X�U�D���H�V�W�H���X�W�L�O�L�]�D�W�����S�H�Q�W�U�X���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W���
�L�L���S�U�R�F�H�V�X�O�X�L���G�H���S���V�W�U�D�U�H���v�Q���E�X�Q�H���F�R�Q�G�L�
�L�L��

�D�� �E�X�Q�X�U�L�O�R�U�� ���F�R�O�L�L�� �S�U�H�F�X�P�� ���L�� �G�H�� �D�V�L�J�X�U�D�U�H�� �D�� �X�Q�X�L�� �F�O�L�P�D�W�� �G�H�� �V�L�J�X�U�D�Q�
�D�� �S�H�Q�W�U�X�� �H�O�H�Y�L�� ���L��

�S�H�U�V�R�Q�D�O�X�O���X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W�� 

�3�U�R�F�H�G�X�U�D�� �G�H�V�F�U�L�H�� �P�R�G�D�O�L�W���
�L�O�H�� �G�H�� �D�V�L�J�X�U�D�U�H �D�� �F�O�L�P�D�W�X�O�X�L�� �G�H�� �V�L�J�X�U�D�Q�
���� �v�Q�� �X�Q�L�W�D�W�H�D�� �G�H����

�v�Q�Y���
���P�k�Q�W���� �3�H�� �E�D�]�D�� �G�H�S�U�L�Q�G�H�U�L�O�R�U�� ���L�� �F�R�P�S�H�W�H�Q�W�H�O�R�U�� �D�F�X�P�X�O�D�W�H�� �G�L�Q�� �S�D�U�W�H�Q�H�U�L�D�W�H�O�H�� �F�X��

�F�R�P�X�Q�L�W�D�W�H�D�� �O�R�F�D�O�D���� �3�R�O�L�W�L�D�� ���L�� �-�D�Q�G�D�U�P�H�U�L�D�� �V�X�Q�W�� �V�W�D�E�L�O�L�W�H�� �H�W�D�S�H�O�H�� �G�H�� �P�H�Q�
�L�Q�H�U�H�� �D��

�V�L�J�X�U�D�Q�
�H�L�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D���G�H�V�F�U�L�H���P�R�G�D�O�L�W���
�L�O�H���G�H���D�V�L�J�X�U�D�U�H���D���F�O�L�P�D�W�X�O�X�L���G�H���V�L�J�X�U�D�Q�
�����v�Q��unitatea de  

�v�Q�Y���
���P�k�Q�W�����3�H���E�D�]�D���G�H�S�U�L�Q�G�H�U�L�O�R�U�����L���F�R�P�S�H�W�H�Q�W�H�O�R�U���D�F�X�P�X�O�D�W�H���G�L�Q���S�D�U�W�H�Q�H�U�L�D�W�H�O�H���F�X��

�F�R�P�X�Q�L�W�D�W�H�D�� �O�R�F�D�O�D���� �3�R�O�L�W�L�D�� ���L�� �-�D�Q�G�D�U�P�H�U�L�D�� �V�X�Q�W�� �V�W�D�E�L�O�L�W�H�� �H�W�D�S�H�O�H�� �G�H�� �P�H�Q�
�L�Q�H�U�H�� �D��

�V�L�J�X�U�D�Q�
�H�L�� 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, cadrelor didactice, a personalului auxiliar si 

nedidactic din �/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

 a.  �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

  1.  Personal didactic; 

  2.  Conducere ;  

  3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

 b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

  1. Personal didactic ;  

  2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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6.  Documente  de  �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�Rnsilierul 

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�x Procesul de invatamant este protejat prin lege si nu poate fi perturbat de nicio 

persoana. 

�x Organizarea permanent pe durata �G�H�V�I�����X�U���U�L�L���F�X�U�V�X�U�L�O�R�U���D���V�H�U�Y�L�F�L�X�O���S�H���V�F�R�D�O�����D�W�k�W���G�L�Q��

�S�D�U�W�H�D���H�O�H�Y�L�O�R�U�����L���D���S�U�R�I�H�V�R�U�L�O�R�U�����F�k�W�����L���S�D�]�D���X�Q�L�W���
�L�L�����F�R�O�D�Ue cu sisteme de supraveghere. 

�x �$�P�H�Q�D�M�D�U�H�D���X�Q���O�R�F���G�H���D���W�H�S�W�D�U�H���S�H�Q�W�U�X���S�H�U�V�R�D�Q�H�O�H���V�W�U���L�Q�H���F�D�U�H���V�H���D�I�O�D���v�Q���V�F�R�D�O�����S�H�Q�W�U�X��

rezolvarea diferitelor �S�U�R�E�O�H�P�H�����W�R�W�R�G�D�W�����D�F�H�V�W�H�D���I�L�L�Q�G���P�H�Q�
�L�R�Q�D�W�H���v�Q���U�H�J�L�V�W�U�X�O���G�H���D�F�F�H�V��

�v�Q���X�Q�L�W�D�W�H�� 

�x �/�H�J���W�X�U�D���S�H�U�P�D�Q�H�Q�W�����F�X���R�U�J�D�Q�H�O�H���G�H���S�R�O�L�
�L�H�����M�D�Q�G�D�U�P�H�U�L�H�����S�D�]�D�����L���S�U�R�W�H�F�
�L�H���S�H�Q�W�U�X���D���I�L��

�v�Q���P���V�X�U�����G�H���D���L�Q�W�H�U�Y�H�Q�L���R�S�H�U�D�W�L�Y���v�Q���U�H�]�R�O�Y�D�U�H�D���X�Q�R�U���V�L�W�X�D�
�L�L���F�D�U�H���D�U���D�I�H�F�W�D���V�L�J�X�U�D�Q�
�D��

civ�L�F�����v�Q���]�R�Q�D���X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W�� 

�x Imediat dupa inceperea cursurilor, portile unitatilor de invatamant se inchid si se 

asigura, astfel incat copii/elevii sa nu poata parasi incinta scolii decat dupa terminarea 

programului. 

�$�F�F�H�V�X�O���S�H�U�V�R�D�Q�H�O�R�U���v�Q�����F�R�D�O�����V�H face astfel: 

�¾ �3�H�Q�W�U�X���H�O�H�Y�L�L�����L���D�Q�J�D�M�D�
�L�L�����F�R�O�L�L���S�H���E�D�]�����G�H���F�D�U�Q�H�W���O�H�J�L�W�L�P�D�
�L�H�� 

�¾ �3�H�Q�W�U�X���S�H�U�V�R�D�Q�H�O�H���V�W�U���L�Q�H���S�H���E�D�]�D���F���U�
�L�L���G�H���L�G�H�Q�W�L�W�D�W�H�� 

 

Asigurarea serviciului pe scoala 

�3�O�D�Q�L�I�L�F�D�U�H�D�� �S�U�R�I�H�V�R�U�L�O�R�U�� �G�H�� �V�H�U�Y�L�F�L�X�� �V�H�� �Y�D�� �I�D�F�H�� �v�Q�� �]�L�O�H�O�H�����V�D�X�� �M�X�P���W��� �L�O�H�� �G�H�� �]�L���� �v�Q��care 

nu au ore. 

�3�U�R�I�H�V�R�U�X�O���G�H���V�H�U�Y�L�F�L�X���V�H���S�U�H�]�L�Q�W�����S�H�Q�W�U�X���H�I�H�F�W�X�D�U�H�D���V�H�U�Y�L�F�L�X�O�X�L���S�H���ú�F�R�D�O�����F�X���������P�L�Q�X�W�H 

�v�Q�D�L�Q�W�H�D���v�Q�F�H�S�H�U�L�L���V�H�U�Y�L�F�L�X�O�X�L�� 

�3�U�R�I�H�V�R�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X�� �G�L�Q�� �W�X�U�D�� �G�H�� �G�L�P�L�Q�H�D� ���� �Q�X�� �S���U���V�H�ú�W�H�� �ú�F�R�D�O�D�� �v�Q�D�L�Q�W�H�� �G�H�� �V�R�V�L�U�H�D��

schimbului(daca ese cazul).  
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Profeso�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X�� �Q�X�� �S���U���V�H�ú�W�H�� �ú�F�R�D�O�D�� �G�H�F�k�W�� �G�X�S���� �V�H�F�X�U�L�]�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U��

�ú�F�R�O�D�U�H�� �ú�L�� �Y�H�U�L�I�L�F�D�U�H�D�� �V�W���U�L�L�� �v�Q�W�U�H�J�L�L�� �X�Q�L�W��� �L�� �ú�F�R�O�D�U�H���� �(�[�L�V�W�H�Q� �D�� �Q�H�U�H�J�X�O�L�O�R�U�� �V�H�� �Y�D�� �F�R�Q�V�H�P�Q�D�� �v�Q��

procesul verbal.  

�3�U�R�I�H�V�R�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X�� �V�H�P�Q�D�O�H�D�]���� �H�Y�H�Q�L�P�H�Q�W�H�O�H�� �F�D�U�H�� �S�H�U�W�X�U�E����derularea �Q�R�U�P�D�O���� �D��

�D�F�W�L�Y�L�W��� �L�L. 

�3�U�R�I�H�V�R�U�X�O���G�H���V�H�U�Y�L�F�L�X���Y�H�U�L�I�L�F�����V�S�D� �L�L�O�H���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�����S�H�Q�W�U�X���H�Y�L�W�D�U�H�D���V�L�W�X�D� �L�L�O�R�U��

�F�D�U�H���F�R�Q�W�U�D�Y�L�Q���U�H�J�X�O�D�P�H�Q�W�X�O�X�L���ú�F�R�O�L�L���ú�L���X�U�P���U�H�ú�W�H���v�Q�W�U�H� �L�Q�H�U�H�D���E�D�]�H�L���W�H�K�Q�L�F�R-materiale;  

�3�U�R�I�H�V�R�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X�� �F�R�O�D�E�R�U�H�D�]���� �F�X�� �S�H�U�V�R�D�Q�H�O�H�� �F�D�U�H�� �F�R�Q�W�U�R�O�H�D�]���� �D�F�F�H�V�X�O�� �v�Q�� �X�Q�L�W�D�W�H�D��

�G�H�� �v�Q�Y��� ���P�k�Q�W���� �S�H�Q�W�U�X�� �D�� �L�Q�W�H�U�]�L�F�H�� �L�Q�W�U�D�U�H�D�� �S�H�U�V�R�D�Q�H�O�R�U�� �V�W�U���L�Q�H�� �Q�H�v�Q�V�R� �L�W�H�� �v�Q�� �ú�F�R�D�O���� �V�D�X�� �v�Q��

cancelarie. 

�3�U�R�I�H�V�R�U�X�O���G�H���V�H�U�Y�L�F�L�X���X�U�P���U�H�ú�W�H���ú�L���D�V�L�J�X�U�����L�Q�W�U�D�U�H�D���H�O�H�Y�L�O�R�U���O�D���W�L�P�S���v�Q���F�O�D�V�H�����Ì�Q���W�L�P�S�X�O��

orelor de program interzice elevilor �V�����S���U���V�H�D�V�F�����L�Q�F�L�Q�W�D�����F�R�O�L�L�� 

�3�H�Q�W�U�X�� �V�L�W�X�D�
�L�L�� �H�[�F�H�S� �L�R�Q�D�O�H�� ���L�� �E�L�Q�H�� �M�X�V�W�L�I�L�F�D�W�H�� �H�O�H�Y�L�L�� �S�R�W�� �S���U���V�L�� �L�Q�F�L�Q�W�D�� ���F�R�O�L�L���� �S�H�� �E�D�]�D��

unui bilet de voie semnat de diriginte sau director. 

�Ì�Q�� �S�D�X�]�H���� �S�U�R�I�H�V�R�U�L�L�� �G�H�� �V�H�U�Y�L�F�L�X�� �Y�H�U�L�I�L�F���� �P�H�Q� �L�Q�H�U�H�D�� �R�U�G�L�Q�L�L�� �ú�L��disciplinei elevilor, 

�V�H�P�Q�D�O�H�D�]�����F�R�Q�G�X�F�H�U�L�L�����F�R�O�L�L���W�R�D�W�H���H�Y�H�Q�L�P�H�Q�W�H�O�H���Q�H�S�U�H�Y���]�X�W�H�� 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Dispozitii finale 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�Uu a se 

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�U�R�F�H�G�X�U�D�� �H�V�W�H���S�X�V���� �L�Q���D�S�O�L�F�D�U�H���G�H�� �F���W�U�H���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�X�O���D�X�[�L�O�L�D�U�����L��

�F�D�U�H���G�H�V�I�����R�D�U�����D�F�W�L�Y�L�W���
�L���v�Q���F�D�G�U�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

Director:  

-�U���V�S�X�Q�G�H���G�H���R�U�J�D�Q�L�]�D�U�H�D�����L���I�X�Q�F�
�L�R�Q�D�U�H�D���S�D�]�H�L���X�Q�L�W���
�L�L�����E�X�Q�X�U�L�O�R�U�����L���Y�D�O�R�U�L�O�R�U �S�H���F�D�U�H���O�H���G�H�
�L�Q�H����

cu orice titlu; 

-�L�D���P���V�X�U�L���G�H���L�Q�V�W�U�X�L�U�H���V�S�H�F�L�I�L�F�����D���S�H�U�V�R�Q�D�O�X�O�X�L�����L���F�R�Q�W�U�R�O�H�D�]�����P�R�G�X�O���v�Q���F�D�U�H���D�F�H�V�W�D���v���L���H�[�H�F�X�W����

�D�W�U�L�E�X�
�L�L�O�H���G�H���V�H�U�Y�L�F�L�X�� 

-�D�V�L�J�X�U���� �H�[�H�F�X�W�D�U�H�D�� �D�P�H�Q�D�M���U�L�O�R�U�����L�� �D���L�Q�V�W�D�O�D�
�L�O�R�U���Q�H�F�H�V�D�U�H���G�H�V�I�����X�U���U�L�L���V�H�U�Y�L�F�L�X�O�X�L��din unitate, 

�S�U�H�F�X�P�����L���L�Q�W�U�R�G�X�F�H�U�H�D�����v�Q�W�U�H�
�L�Q�H�U�H�D�����L���P�H�Q�
�L�Q�H�U�H�D���v�Q���V�W�D�U�H���G�H���I�X�Q�F�
�L�R�Q�D�U�H���D���V�L�V�W�H�P�H�O�R�U���W�H�K�Q�L�F�H��

�G�H���O�H�J���W�X�U�������G�H���S�D�]�������L���G�H���D�O�D�U�P�����v�P�S�R�W�U�L�Y�D���H�I�U�D�F�
�L�H�L�� 

-�v�Q�F�K�H�L�H�� �F�R�Q�W�U�D�F�W�H�� �G�H�� �S�U�H�V�W���U�L�� �G�H�� �V�H�U�Y�L�F�L�L�� �v�Q�� �G�R�P�H�Q�L�X�O�� �S�D�]�H�L���� �S�H�Q�W�U�X�� �L�Q�V�W�D�O�D�U�H�D�� �V�L�V�W�H�P�H�O�R�U�� �G�H��

�D�O�D�U�P���� �v�P�S�R�W�U�L�Y�D�� �H�I�U�D�F�
�L�H�L���� �Q�X�P�D�L�� �F�X�� �V�R�F�L�H�W���
�L�O�H�� �V�D�X�� �S�H�U�V�R�D�Q�H�O�H�� �R�U�L�� �S�U�L�Q�� �F�R�U�S�X�U�L�O�H�� �J�D�U�G�L�H�Q�L�O�R�U��

�S�X�E�O�L�F�L�� �F���U�R�U�D�� �O�L�� �V-�D�� �D�F�R�U�G�D�W�� �O�L�F�H�Q�
�D���� �G�X�S�D�� �F�D�]���� �G�H�� �F���W�U�H�� �,�Q�V�S�H�F�W�R�U�D�W�X�O�� �*�H�Q�H�U�D�O�� �D�O�� �3�R�O�L�
�L�H�L��

�5�R�P�k�Q�H�� 

-�V�W�D�E�L�O�H���W�H���U�H�J�X�O�L���S�U�L�Y�L�Q�G���D�F�F�H�V�X�O�����L���F�L�U�F�X�O�D�
�L�D���v�Q���L�Q�W�H�U�L�R�U�X�O���R�E�L�H�F�W�L�Y�X�O�X�L���S���]�L�W�� 

-�V�W�D�E�L�O�H���W�H���U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L���S�H�Q�W�U�X�����H�I�L�L���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�H���P�X�Q�F�������v�Q���F�H�H�D���F�H���S�U�L�Y�H���W�H���S�D�]�D�����L��

�V�L�J�X�U�D�Q�
�D���L�Q�V�W�D�O�D�
�L�L�O�R�U�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat Dumitr�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-   09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

 �3�U�L�Q�� �U�H�D�O�L�]�D�U�H�D�� �S�R�U�W�R�I�R�O�L�L�O�R�U�� �G�H�� �F���W�U�H�� �H�O�H�Y�L���� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �D�X�� �S�R�V�L�E�L�O�L�W�D�W�H�D�� �V����

�V�X�U�S�U�L�Q�G���� �O�D�W�X�U�D�� �I�R�U�P�D�W�L�Y���� �D�� �H�O�H�Y�L�O�R�U�����D�Q�W�U�H�Q�H�D�]���� �H�O�H�Y�L�L�� �v�Q�� �P�X�Q�F�D�� �L�Q�G�H�S�H�Q�G�H�Q�W������

�V�W�L�P�X�O�k�Q�G�X-�O�H���F�U�H�D�W�L�Y�L�W�D�W�H�D�����F�X�U�L�R�]�L�W�D�W�H�D���ú�L���R�U�L�J�L�Q�D�O�L�W�D�W�H�D�� 

 �3�U�L�Q���U�H�D�O�L�]�D�U�H�D���S�R�U�W�R�I�R�O�L�L�O�R�U�����F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���D�X���R�F�D�]�L�D���V�����X�U�P���U�H�D�V�F�����I�R�U�P�D�U�H�D��

�G�H�S�U�L�Q�G�H�U�L�O�R�U���S�H���S�D�U�F�X�U�V�X�O���X�Q�X�L���V�H�P�H�V�W�U�X���V�D�X���D���X�Q�X�L���D�Q���ú�F�R�O�D�U���ú�L���S�R�W���V�Xrprinde progrese 

realizate de elevi. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- Prin realizarea �S�R�U�W�R�I�R�O�L�L�O�R�U���� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H�� �D�X�� �R�F�D�]�L�D�� �V���� �X�U�P���U�H�D�V�F���� �I�R�U�P�D�U�H�D��

�G�H�S�U�L�Q�G�H�U�L�O�R�U�� �S�H�� �S�D�U�F�X�U�V�X�O�� �X�Q�X�L�� �V�H�P�H�V�W�U�X�� �V�D�X�� �D�� �X�Q�X�L�� �D�Q�� �ú�F�R�O�D�U�� �ú�L�� �S�R�W�� �V�X�U�S�U�L�Q�G�H��

progrese realizate de elevi. 

 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �5�H�D�O�L�]�D�U�H�D�� �S�R�U�W�R�I�R�O�L�L�O�R�U�� �V�H�� �D�G�U�H�V�H�D�]���� �W�X�W�X�U�R�U�� �H�O�H�Y�L�O�R�U�� �O�D�� �W�R�D�W�H�� �P�R�G�X�O�H�O�H�� �G�H��

�S�U�H�J���W�L�U�H�����D�Y�k�Q�G���F�D�U�D�F�W�H�U���G�H���R�E�O�L�J�D�W�L�Y�L�W�Dte. 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

pen�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������'�H�I�L�Q�L� �L�D���S�R�U�W�R�I�R�O�L�X�O�X�L 

Portofoliul �U�H�S�U�H�]�L�Q�W���� �X�Q�� �L�Q�V�W�U�X�P�H�Q�W�� �G�H�� �H�Y�D�O�X�D�U�H�� �F�R�P�S�O�H�[���� �F�D�U�H�� �L�Q�F�O�X�G�H�� �U�H�]�X�O�W�D�W�H�O�H��

�U�H�O�H�Y�D�Q�W�H���R�E� �L�Q�X�W�H���S�U�L�Q���G�L�Y�H�U�V�H���P�H�W�R�G�H���ú�L���W�H�K�Q�L�F�L���G�H���v�Q�Y��� �D�U�H�����$�F�H�V�W�H���U�H�]�X�O�W�D�W�H���Y�L�]�H�D�]�����S�U�R�E�H�O�H��

�R�U�D�O�H���� �V�F�U�L�V�H���� �ú�L�� �S�U�D�F�W�L�F�H���� �R�E�V�H�U�Y�D�U�H�D�� �V�L�V�W�H�P�D�W�L�F���� �D�� �F�R�P�S�R�U�W�D�P�H�Q�W�X�O�X�L�� �ú�F�R�O�D�U���� �S�U�R�L�H�F�W�X�O����

�D�X�W�R�H�Y�D�O�X�D�U�H�D���� �V�D�U�F�L�Q�L�� �V�S�H�F�L�I�L�F�H�� �I�L�H�F���U�H�L�� �G�L�V�F�L�S�O�L�Q�H���� �3�R�U�W�R�I�R�O�L�X�O�� �H�V�W�H�� �F�D�U�W�H�D�� �� �G�H�� �Y�L�]�L�W���´�� �D��

�H�O�H�Y�X�O�X�L���� �v�Q�U�H�J�L�V�W�U�v�Q�G�X-�L�� �³�F�U�H�ú�W�H�U�H�D�´�� �G�H�� �O�D�� �X�Q�� �V�H�P�H�V�W�U�X�� �O�D�� �D�O�W�X�O���� �G�H�� �O�D�� �X�Q�� �D�Q�� �ú�F�R�O�D�U�� �O�D�� �D�O�W�X�O�� �V�D�X��

�F�K�L�D�U���G�H���O�D���X�Q���F�L�F�O�X���G�H���v�Q�Y��� ���P�v�Q�W���O�D���D�O�W�X�O�� 

�3�H�Q�W�U�X���P�X�O� �L���D�X�W�R�U�L���V�F�R�S�X�O���I�L�Q�D�O���D�O���S�R�U�W�R�I�R�O�L�X�O�X�L���F�R�Q�V�W�����v�Q���G�H�P�R�Q�V�W�U�D�U�H�D�����S�U�R�J�U�H�V�X�O�X�L���v�Q��

�L�Q�V�W�U�X�L�U�H�� �F�R�Q�I�R�U�P�� �U�H�]�X�O�W�D�W�H�O�R�U�� �ú�L�� �H�I�R�U�W�X�O�X�L�� �G�H�S�X�V���� �G�X�S���� �S�U�R�G�X�V�H�O�H�� �P�D�W�H�U�L�D�O�H�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�L��

instructiv-educative.   

�3�R�U�W�R�I�R�O�L�X�O�� �H�V�W�H�� �I�R�U�P�D�� �ú�L�� �S�U�R�F�H�V�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� ���D�F�X�P�X�O�D�U�H���� �V�H�O�H�F�W�D�U�H�� �ú�L�� �D�Q�D�O�L�]������ �D��

�P�R�G�H�O�H�O�R�U�� �ú�L�� �D�� �S�U�R�G�X�V�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�L�� �L�Q�V�W�U�X�F�W�L�Y-�H�G�X�F�D�W�L�Y�H�� �D�� �H�O�H�Y�X�O�X�L�� �ú�L�� �D�� �P�D�W�H�U�L�D�O�H�O�R�U��

�L�Q�I�R�U�P�D�W�L�Y�H���G�L�Q���V�X�U�V�H���H�[�W�H�U�Q�H�����F�R�O�H�J�L���G�H���F�O�D�V�������S�U�R�I�H�V�R�U�L�����S���U�L�Q� �L�����F�H�Q�W�U�H���G�H���W�H�V�W�D�U�H�����R�U�J�D�Q�L�]�D� �L�L��

�R�E�ú�W�H�ú�W�L�� �H�W�F������ �Q�H�F�H�V�D�U�H�� �S�H�Q�W�U�X�� �D�Q�D�O�L�]�D�� �O�R�U�� �X�O�W�H�U�L�R�D�U������ �H�Y�D�O�X�D�U�H�D�� �P�X�O�W�L�O�D�W�H�U�D�O���� �F�D�O�L�W�D�W�L�Y���� �ú�L��

�F�D�Q�W�L�W�D�W�L�Y�������D���Q�L�Y�H�O�X�O�X�L���G�H���L�Q�V�W�U�X�L�U�H���ú�L���D�P�H�O�L�R�U�D�U�H�D���S�U�R�F�H�V�X�O�X�L���G�L�G�D�F�W�L�F���� 

 �6�v�Q�W���F�X�Q�R�V�F�X�W�H���ú�L���D�O�W�H���D�F�F�H�S� �L�L���D�O�H���S�R�U�W�R�I�R�O�L�X�O�X�L�� 

- �F�R�O�H�F� �L�H�� �G�H�� �O�X�F�U���U�L���D�O�H�� �H�O�H�Y�X�O�X�L���� �F�D�U�H�� �S�U�R�E�H�D�]���� �Q�X�� �Q�X�P�D�L�� �U�H�]�X�O�W�D�W�H�O�H�� �L�Q�V�W�U�X�L�U�L�L���� �G�D�U�� �ú�L��

�H�I�R�U�W�X�U�L�O�H���G�H�S�X�V�H���S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���O�R�U�����S�U�R�J�U�H�V�X�O���H�Y�L�G�H�Q�W���D�O���F�X�Q�R�ú�W�L�Q� �H�O�R�U���ú�L���D�O���F�D�S�D�F�L�W��� �L�O�R�U��

�H�O�H�Y�X�O�X�L�����v�Q���F�R�P�S�D�U�D� �L�H���F�X���F�H�O�H���D�Q�W�H�U�L�R�D�U�H�� 

- �³�H�[�S�R�]�L� �L�D�´�� �U�H�D�O�L�]���U�L�O�R�U�� �� �H�O�H�Y�X�O�X�L�� �O�D�� �G�L�V�F�L�S�O�L�Q�D �U�H�V�S�H�F�W�L�Y���� ���V�D�X�� �O�D�� �P�D�L�� �P�X�O�W�H���� �� �� �v�Q�W�U-o  

�S�H�U�L�R�D�G�����G�H���L�Q�V�W�U�X�L�U�H�����V�H�P�H�V�W�U�X�����D�Q���ú�F�R�O�D�U���� 

- �I�R�U�P�D���G�H���H�Y�D�O�X�D�U�H���ú�L���D�X�W�R�H�Y�D�O�X�D�U�H���D���U�H�]�X�O�W�D�W�H�O�R�U���ú�F�R�O�D�U�H���G�L�U�L�M�D�W�����V�L�V�W�H�P�D�W�L�F���� 

- �D�Q�W�R�O�R�J�L�H���G�H���O�X�F�U���U�L���D�O�H���H�O�H�Y�X�O�X�L�����F�H�H�D���F�H���S�U�H�V�X�S�X�Q�H���S�D�U�W�L�F�L�S�D�U�H�D���V�D���Q�H�P�L�M�O�R�F�L�W�����v�Q���D�O�H�J�H�U�Ha 

�O�X�F�U���U�L�O�R�U�����F�H���Y�R�U���I�L���Q�R�W�D�W�H�����D�X�W�R�D�Q�D�O�L�]�D���ú�L���D�X�W�R�H�Y�D�O�X�D�U�H�D���O�R�U�� 

 �6�F�R�S�X�O���S�U�L�Q�F�L�S�D�O���D�O���S�R�U�W�R�I�R�O�L�X�O�X�L���H�V�W�H���G�H���D���S�X�Q�H���v�Q���U�H�O�L�H�I���W�R�W�X�O���G�H���F�H���H�ú�W�L���F�D�S�D�E�L�O 

�)�L�O�R�V�R�I�L�D���G�L�G�D�F�W�L�F�����D���D�F�H�V�W�H�L���I�R�U�P�H���G�H���H�Y�D�O�X�D�U�H���F�R�Q�V�W�����v�Q���G�H�S�O�D�V�D�U�H�D���D�F�F�H�Q�W�X�O�X�L���G�H���O�D���³�F�H��

�Q�X�� �ú�W�L�H�� �ú�L�� �F�H�� �Q�X�� �S�R�D�W�H�� �I�D�F�H�� �H�O�H�Y�X�O�´�� �V�S�U�H�� �³�F�H�� �ú�W�L�H�� �ú�L�� �F�H�� �S�R�D�W�H�� �H�O�H�Y�X�O�´�� �O�D�� �W�H�P�D�� �� �� �ú�L�� �O�D��

�G�L�V�F�L�S�O�L�Q�D�� �U�H�V�S�H�F�W�L�Y������ �v�Q�� �� �L�Q�W�H�J�U�D�U�H�D�� �H�Y�D�O�X���U�L�L�� �F�D�O�L�W�D�W�L�Y�H�� �ú�L�� �� �F�D�Q�W�L�W�D�W�L�Y�H���� �ú�L���� �W�R�W�R�G�D�W������

reorientarea  de la  evaluare spre autoevaluare. 
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�2�E�L�H�F�W�L�Y�H�O�H���X�Q�X�L���S�R�U�W�R�I�R�O�L�X���V�v�Q�W�����P�R�W�L�Y�D�U�H�D���H�O�H�Y�X�O�X�L���S�U�L�Q���D�S�U�H�F�L�H�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���V�D�O�H���ú�L��

�S�U�H�]�H�Q�W�D�U�H�D���H�[�S�H�U�L�H�Q� �H�O�R�U���G�R�E�v�Q�G�L�W�H�����X�U�P���U�L�U�H�D���G�L�Q�D�P�L�F�L�L���S�U�R�F�H�V�X�O�X�L���G�H���L�Q�V�W�U�X�L�U�H�� 

Portofoliul permite 

- elevilor �V���� �S�O�D�Q�L�I�L�F�H�� �v�Q�Y��� �D�U�H�D���� �V���� �V�F�R�D�W���� �v�Q�� �U�H�O�L�H�I�� �� �S�U�H�R�F�X�S���U�L�O�H�� �S�H�Q�W�U�X�� �G�L�V�F�L�S�O�L�Q�D��

�U�H�V�S�H�F�W�L�Y���� 

- profesorilor : �V���� �v�Q� �H�O�H�D�J���� �P�D�L�� �E�L�Q�H�� �Q�H�F�H�V�L�W��� �L�O�H�� �H�O�H�Y�X�O�X�L���� �L�D�U�� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �D�F�H�V�W�H�D�� �V��-�ú�L��

�S�O�D�Q�L�I�L�F�H���P�D�L���H�I�L�F�L�H�Q�W���D�F�W�L�Y�L�W��� �L�O�H�� 

- �S���U�L�Q� �L�O�R�U�����V�����R�E� �L�Q�����R���L�P�D�J�L�Q�H���D�P�S�O�����D�V�X�S�U�D�����G�H�P�H�U�V�X�O�X�L���G�L�G�D�F�W�L�F�� 

 

8.2. Elementele portofoliului 

�Ì�Q�� �S�U�L�P�X�O�� �U�v�Q�G���� �U�H�P�D�U�F���P�� �F���� �Q�X�� �H�[�L�V�W���� �R�� �O�L�V�W���� �X�Q�L�F���� �D�� �G�H�Q�X�P�L�U�L�O�R�U�� �ú�L�� �D�� �F�D�Q�W�L�W��� �L�L�� �G�H��

�X�Q�L�W��� �L���Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���L�Q�F�O�X�G�H�U�H�D���v�Q���S�R�U�W�R�I�R�O�L�X�����$�F�H�D�V�W�D���G�H�S�L�Q�G�H���v�Q�W�U�X���W�R�W�X�O���G�H���S�U�R�I�H�V�R�U�����J�U�X�S����

�G�H���S�U�R�I�H�V�R�U�L���R�U�L���G�H���F�R�P�L�V�L�D���P�H�W�R�G�L�F������ 

 �Ì�Q���D�O���G�R�L�O�H�D���U�v�Q�G�����H�[�S�H�U�L�H�Q� �D���D�U�D�W�����F�����O�L�V�W�D�����G�L�Q���F�D�U�H���V�H���S�R�W���D�O�H�J�H�����X�Q�L�W��� �L�O�H���F�R�P�S�R�Q�H�Q�W�H��

�U���P�v�Q�H���G�H�V�F�K�L�V���������(�V�W�H���V�X�V� �L�Q�X�W�����R�U�L�F�H���L�Q�L� �L�D�W�L�Y�����F�H���D�U���S�U�R�S�X�Q�H���H�O�H�P�H�Q�W�H���Q�R�L�� 

 �Ì�Q�� �D�O�� �W�U�H�L�O�H�D�� �U�v�Q�G���� �F�R�Q� �L�Q�X�W�X�O�� �S�R�U�W�R�I�R�O�L�X�O�X�L�� �G�H�S�L�Q�G�H�� �ú�L�� �G�H�� �R�E�L�H�F�W�L�Y�H�O�H�� �F�R�Q�F�U�H�W�H�� �D�O�H��

�G�L�V�F�L�S�O�L�Q�H�L�� �U�H�V�S�H�F�W�L�Y�H���� �'�D�F������ �G�H�� �H�[�H�P�S�O�X���� �O�D�� �P�D�W�H�P�D�W�L�F���� �R�E�L�H�F�W�L�Y�H�O�H�� �I�R�U�P�X�O�D�W�H�� �F�R�Q�V�W�D�X�� �v�Q��

�G�H�]�Y�R�O�W�D�U�H�D�� �J���Q�G�L�U�L�L�� �� �ú�L�� �D�� �F�D�S�D�F�L�W��� �L�O�R�U�� �D�S�O�L�F�D�W�L�Y�H�� �P�D�W�H�P�D�W�L�F�H���� �v�Q�� �I�R�U�P�D�U�H�D�� �D�E�L�O�L�W��� �L�O�R�U�� �G�H��

�U�H�]�R�O�Y�D�U�H�� �D�� �S�U�R�E�O�H�P�H�O�R�U���� �v�Q�� �S�R�U�W�R�I�R�O�L�X�� �S�R�W�� �I�L�� �L�Q�F�O�X�V�H�� �X�U�P���W�R�D�U�H�O�H�� �³�S�U�R�G�X�V�H�´�� �D�O�H�� �D�F�W�L�Y�L�W��� �L�L��

instructiv-cognitive���� �O�X�F�U���U�L�� �D�O�H�� �H�O�H�Y�X�O�X�L�� �H�I�H�F�W�X�D�W�H�� �v�Q�� �F�O�D�V���� �ú�L�� �� �D�F�D�V������ �S�U�R�L�H�F�W�H�� �P�D�W�H�P�D�W�L�F�H��

�D�S�O�L�F�D�W�L�Y�H�� ���L�Q�G�L�Y�L�G�X�D�O�H�� �ú�L�� �G�H�� �J�U�X�S������ �U�H�]�R�O�Y���U�L�� �D�O�H�� �S�U�R�E�O�H�P�H�O�R�U�� �F�R�P�S�O�L�F�D�W�H���� �F�U�H�D�W�L�Y�H�� �O�D�� �W�H�P�D��

�U�H�V�S�H�F�W�L�Y���� ���� �O�D�� �D�O�H�J�H�U�H������ �U�H�]�R�O�Y���U�L�� �G�H�� �S�U�R�E�O�H�P�H�� �G�L�Q�� �P�D�Q�X�D�O���� �H�I�H�F�W�X�D�W�H�� �G�H�� �V�L�Q�H�V�W���W���W�R�U��

supli�P�H�Q�W�D�U���ú�L���O�D���S�U�R�J�U�D�P�D���G�H���V�W�X�G�L�L�����H�V�H�X���P�D�W�H�P�D�W�L�F���O�D���V�X�E�L�H�F�W�H���F�X���J�U�D�G���V�S�R�U�L�W���G�H���G�L�I�L�F�X�O�W�D�W�H����

�P�D�W�H�U�L�D�O�H�� �L�O�X�V�W�U�D�W�L�Y�H�� �O�D�� �W�H�P������ �P�R�G�H�O�H���� �� �D�U�W�L�F�R�O�H�� �G�H�F�X�S�D�W�H�� �G�L�Q�� �U�H�Y�L�V�W�H�� �ú�L�� �F���U� �L���� �O�X�F�U�X�� �D�V�X�S�U�D��

�J�U�H�ú�H�O�L�O�R�U���F�R�P�L�V�H���� �� �S�U�R�E�O�H�P�H���D�O�F���W�X�L�W�H���G�H���H�O�H�Y���O�D�� �W�H�P�D���Y�L�]�D�W������ �R�U�L�J�L�Q�D�O�H���� �I�R�W�R�J�U�D�I�L�L���� �V�D�X���V�F�K�L� �H��

�D�O�H���P�R�G�H�O�H�O�R�U���P�D�W�H�P�D�W�L�F�H���ú�L���D�O�H���I�L�J�X�U�L�O�R�U���F�R�Q�I�H�F� �L�R�Q�D�W�H���G�H���H�O�H�Y���V�D�X���G�H���R���J�U�X�S�����G�H���H�O�H�Y�L���O�D���W�H�P�D��

�G�D�W�������F�R�S�L�L���D�O�H���W�H�[�W�H�O�R�U���ú�L���D�O�H���I�L�O�H-urilor din saiturile internetului, ale programelor de computer; 

�O�X�F�U���U�L���J�U�D�I�L�F�H�����G�H�V�F�U�L�H�U�H�D���H�[�S�H�U�L�P�H�Q�W�X�O�X�L���ú�L���D���O�X�F�U���U�L�O�R�U���G�H���O�D�E�R�U�D�W�R�U�����U�H�D�O�L�]�D�W�H�����L�Q�G�L�Y�L�G�X�D�O���V�D�X��

�v�Q�� �J�U�X�S�H�� �P�L�F�L������ �Y�D�U�L�D�Q�W�H�� �G�H�� �O�X�F�U���U�L���� �H�I�H�F�W�X�D�W�H�� �� �v�Q�� �S�H�U�H�F�K�L�� �V�D�X�� �v�Q�� �S�U�R�F�H�V�X�O�� �L�Q�V�W�U�X�L�U�L�L�� �U�H�F�L�S�U�R�F�H����

casete audio, video,  cu �P�H�V�D�M�X�O���H�O�H�Y�X�O�X�L�����O�D���R���O�H�F� �L�H, chestionare de autoevaluare cu descrierea 

�D�V�S�H�F�W�H�O�R�U�� �Q�H�F�O�D�U�H�� �O�D�� �W�H�P�D�� �U�H�V�S�H�F�W�L�Y���� �ú�L�� �V�F�R�D�W�H�U�H�D�� �v�Q�� �H�Y�L�G�H�Q� ���� �D�� �F�D�X�]�H�O�R�U�� �F�H�� �D�X�� �J�H�Q�H�U�D�W��
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�L�Q�V�X�F�F�H�V�X�O�����O�X�F�U���U�L���O�D���G�L�V�F�L�S�O�L�Q�H���v�Q�U�X�G�L�W�H���ú�L���V�L�W�X�D� �L�L���S�U�D�F�W�L�F�H���v�Q���F�D�U�H���H�O�H�Y�X�O���D���X�W�L�O�L�]�D�W���F�X�Q�R�ú�W�L�Q� �H�O�H��

�ú�L�� �F�D�S�D�F�L�W��� �L�O�H�� �V�D�O�H�� �O�D�� �R�E�L�H�F�W���� �O�L�V�W�D�� �G�H�� �R�E�L�H�F�W�L�Y�H�� �S�H�� �F�D�U�H�� �H�O�H�Y�X�O�� �D�U�� �G�R�U�L�� �V���� �O�H�� �U�H�D�O�L�]�H�]�H�� �G�X�S����

�v�Q�V�X�ú�L�U�H�D�� �W�H�P�H�L���� �Q�L�Y�H�O�X�O�� �U�H�D�O�� �D�W�L�Q�V���� �F�R�S�L�L�O�H�� �O�X�F�U���U�L�O�R�U�� �H�O�H�Y�L�O�R�U���� �U�H�D�O�L�]�D�W�H�� �v�Q�� �F�D�G�U�X�O�� �F�H�U�F�X�O�X�L�� �G�H��

�P�D�W�H�P�D�W�L�F�������O�D���F�R�Q�F�X�U�V�X�U�L���ú�L���R�O�L�P�S�L�D�G�H���G�H���G�L�I�H�U�L�W���Q�L�Y�H�O�����v�Q���F�R�Q�V�H�Q�V���F�X���W�H�P�D���V�W�X�G�L�D�W�������F�R�S�L�L���D�O�H��

�Q�R�W�L� �H�O�R�U�� �H�O�H�F�W�U�R�Q�L�F�H���� �� �S�U�R�S�X�V�H�� �V�S�U�H�� �D�W�H�Q� �L�D�� �F�R�O�H�J�L�O�R�U���� �D�� �S�U�R�I�H�V�R�U�X�O�X�L���� �G�L�S�O�R�P�H�� �G�H�� �P�H�U�L�W����

�P�H�Q� �L�X�Q�L���O�D���G�L�V�F�L�S�O�L�Q�D���U�H�V�S�H�F�W�L�Y���� 

  �3�D�U�W�H�� �F�R�P�S�R�Q�H�Q�W���� �D�� �S�R�U�W�R�I�R�O�L�X�O�X�L�� �V�v�Q�W�� �Q�R�W�L� �H�O�H�� �S�U�R�I�H�V�R�U�X�O�X�L���� �D�O�H�� �F�R�O�H�J�L�O�R�U���� �ú�L�� �D�O�H��

�S���U�L�Q� �L�O�R�U���� �H�O�H�� �F�R�Q� �L�Qa�Q�G�� �G�H�V�F�U�L�H�U�H�D�� �� �R�E�V�H�U�Y���U�L�O�R�U�� �S�U�R�I�H�V�R�U�X�O�X�L�� �v�Q�� �W�L�P�S�X�O��orelor; descrierea 

�L�Q�W�H�U�Y�L�X�U�L�O�R�U���� �D�� �G�L�V�F�X� �L�L�O�R�U�� �F�X�� �H�O�H�Y�L�L���� �I�L�ú�H�� �G�H�� �F�R�Q�W�U�R�O�� �D�O�H�� �S�U�R�I�H�V�R�U�X�O�X�L�� �F�X�� �V�X�F�F�L�Q�W�H�� �F�R�P�H�Q�W�D�U�L�L��

���I�U�H�F�Y�H�Q� �D���� �S�D�U�W�L�F�L�S�D�U�H�D�� �v�Q�� �D�F�W�L�Y�L�W��� �L�O�H�� �F�O�D�V�H�L���� �Q�L�Y�H�O�X�O�� �ú�L�� �F�D�O�L�W�D�W�H�D�� �� �U�H�D�O�L�]���U�L�L�� �S�U�R�E�H�O�R�U�� �G�H�� �V�L�Q�H��

�V�W���W���W�R�D�U�H�� �ú�L�� �G�H�� �F�R�Q�W�U�R�O������ �F�R�S�L�L�� �D�O�H�� �Q�R�W�L� �H�O�R�U�� �S�U�R�I�H�V�R�U�X�O�X�L�� �F���W�U�H�� �S���U�L�Q� �L�� �V�D�X�� �D�O� �L�� �S�U�R�I�H�V�R�U�L���� �O�L�V�W�D��

�Q�R�W�H�O�R�U�� �ú�L�� �F�R�P�H�Q�W�D�U�L�L�O�R�U�� �S�U�R�I�H�V�R�U�X�O�X�L�� �G�X�S���� �S�U�R�E�H�O�H�� �H�O�H�Y�L�O�R�U���� �F�D�U�D�F�W�H�U�L�V�W�L�F�D�� �P�D�W�H�P�D�W�L�F������ �F�H��

�L�Q�F�O�X�G�H���U�H�]�X�O�W�D�W�H�O�H���F�D�O�L�W�D�W�L�Y�H���ú�L���F�D�Q�W�L�W�D�W�L�Y�H�����U�H�I�H�U�L�Q� �H���D�O�H���D�O�W�R�U���S�U�R�I�H�V�R�U�L�����D�O�H���F�R�Q�G�X�F�H�U�L�L���X�Q�L�W�D�W�L�L��

de invatamant�����D�O�H���F�R�O�H�J�L�O�R�U���G�H���F�O�D�V�������D�O�H���S���U�L�Q� �L�O�R�U���G�H�V�S�U�H���H�O�H�Y�� 

 �3�H�Q�W�U�X���I�L�H�F�D�U�H���G�R�F�X�P�H�Q�W���V�H���Y�D���V�F�U�L�H���G�D�W�D���U�H�D�O�L�]���U�L�L���O�X�L�����3�H�Q�W�U�X���D���S�X�W�H�D���R�E�V�H�U�Y�D���G�L�Q�D�P�L�F�D��

�S�U�R�F�H�V�X�O�X�L�� �G�H�� �L�Q�V�W�U�X�L�U�H���� �O�D�� �P�R�P�H�Q�W�X�O�� �S�H�U�I�H�F�W���U�L�L�� �S�R�U�W�R�I�R�O�L�X�O�X�L�� �W�U�H�E�X�L�H�� �L�Q�F�O�X�V�H�� �W�U�H�L�� �H�O�H�P�H�Q�W�H��

obligatorii���� �R�� �V�F�U�L�V�R�D�U�H�� �D�� �G�H�V�W�L�Q�D�W�D�U�X�O�X�L�� �F�X�� �G�H�V�F�U�L�H�U�H�D�� �V�F�R�S�X�O�X�L�� �S�U�R�S�X�V���� �F�R�Q� �L�Q�X�W�X�O�� ���V�D�X��

�F�X�S�U�L�Q�V�X�O���� �S�R�U�W�R�I�R�O�L�X�O�X�L�� �F�X�� �Q�R�P�L�Q�D�O�L�]�D�U�H�D�� �H�O�H�P�H�Q�W�H�O�R�U�� �S�U�L�Q�F�L�S�D�O�H���� �D�X�W�R�D�Q�D�O�L�]�D�� �ú�L�� �S�U�R�L�H�F�W�H�� �G�H��

viitor. 

�&�H�O�H�� �H�Q�X�P�H�U�D�W�H�� �Y�R�U�� �S�H�U�P�L�W�H�� �F�L�W�L�W�R�U�L�O�R�U�� ���S�U�R�I�H�V�R�U�L�O�R�U���� �F�R�O�H�J�L�O�R�U���� �S���U�L�Q� �L�O�R�U����

�U�H�S�U�H�]�H�Q�W�D�Q� �L�O�R�U��unitatii �H�W�F���� ���� �V��-l utilizeze eficient. La exterior, un portofoliu �S�R�D�W�H���D�U���W�D�� �F�D��

�P�D�S���� �F�R�P�R�G�L�W�D�W�H�D���v�Q���X�W�L�O�L�]�D�U�H���I�L�L�Q�G���X�Q�L�F�D���F�H�U�L�Q� �����F�H���V�H���F�H�U�H���U�H�V�S�H�F�W�D�W������ 

 �'�L�Q���H�[�S�H�U�L�H�Q� �D�����D�F�X�P�X�O�D�W�����v�Q���D�F�H�V�W���G�R�P�H�Q�L�X���U�H�]�X�O�W�����F�������F�H�O�H���P�D�L���S�U�D�F�W�L�F�D�E�L�O�H���V�v�Q�W���G�R�X����

�W�L�S�X�U�L���G�H���S�R�U�W�R�I�R�O�L�X���S�H�Q�W�U�X���I�L�H�F�D�U�H���H�O�H�Y�����G�H���O�X�F�U�X���ú�L���G�H���H�Y�D�O�X�D�U�H���������� 

 

8.3. Evaluarea portofoliului  

�3�H�Q�W�U�X�� �D�� �H�Y�D�O�X�D�� �X�Q�� �S�R�U�W�R�I�R�O�L�X���� �H�V�W�H�� �Q�H�F�H�V�D�U���� �v�Q�� �S�U�L�P�X�O�� �U�v�Q�G���� �V���� �V�H�� �V�W�D�E�L�O�H�D�V�F����

�P�L�Q�L�P�X�P�X�O�����ú�L���P�D�[�L�P�X�P�X�O���R�E�O�L�J�D�W�R�U�L�X���D�O���H�O�H�P�H�Q�W�H�O�R�U���L�Q�F�O�X�V�H���S�H�Q�W�U�X���H�Y�Dluare. 

�Ì�Q���D�O���G�R�L�O�H�D���U�v�Q�G�����D�S�D�U�H���S�U�R�E�O�H�P�D���D�F�R�U�G���U�L�L���S�X�Q�F�W�D�M�X�O�X�L���S�H�Q�W�U�X���G�L�I�H�U�L�W�H���F�R�P�S�R�Q�H�Q�W�H���D�O�H��

�S�R�U�W�R�I�R�O�L�X�O�X�L�����X�Q�H�O�H���Y�D�O�R�U�H�D�]�����P�D�L���P�X�O�W�����D�O�W�H�O�H���P�D�L���S�X� �L�Q�� 
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�Ì�Q���D�O���W�U�H�L�O�H�D���U�v�Q�G�����D�S�D�U�H���F�R�Q�W�U�D�G�L�F� �L�D���v�Q�W�U�H���W�H�Q�G�L�Q� �D���G�L�Q�W�U�H���R�U�L�H�Q�W�D�U�H�D���F�D�O�L�W�D�W�L�Y-�F�D�Q�W�L�W�D�W�L�Y����

a portofo�O�L�X�O�X�L���ú�L���F�H�U�L�Q� �H�O�H��conducerii �³�G�H���D���L�Q�W�H�U�S�U�H�W�D���W�R�W�X�O���S�U�L�Q���S�U�L�V�P�����F�D�Q�W�L�W�D�W�L�Y���´�� 

 

Criterii de notare a portofoliului  

Nivelul �&�R�Q� �L�Q�X�W�X�O Nota 

1. �3�R�U�W�R�I�R�O�L�X�O�� �V�H�� �F�D�U�D�F�W�H�U�L�]�H�D�]���� �S�U�L�Q�� �P�X�O�W�L�O�D�W�H�U�D�O�L�W�D�W�H�� �v�Q�� �U�H�I�O�H�F�W�D�U�H�D��

�F�D�W�H�J�R�U�L�L�O�R�U�� �ú�L�� �D�� �F�U�L�W�H�U�L�L�O�R�U�� �S�U�L�Q�F�L�S�D�O�H�� �G�H�� �H�Y�D�O�X�D�U�H���� �&�R�Q� �L�Q�X�W�X�O�� �X�Q�X�L��

�D�V�H�P�H�Q�H�D�� �S�R�U�W�R�I�R�O�L�X�� �G�H�P�R�Q�V�W�U�H�D�]���� �� �H�I�R�U�W�X�U�L�� �F�R�Q�V�L�G�H�U�D�E�L�O�H�� �G�H�S�X�V�H�� �ú�L�� �X�Q��

evident progres al elevului privind  dezvoltarea �J�v�Q�G�L�U�L�L�� �P�D�W�H�P�D�W�L�F�H����

�F�D�S�D�F�L�W�D�W�H�D�� �G�H�� �D�� �U�H�]�R�O�Y�D�� �S�U�R�E�O�H�P�H���� �D�E�L�O�L�W��� �L�� �G�H�� �D�S�O�L�F�D�U�H�� �ú�L�� �F�R�P�X�Q�L�F�D�U�H����

�S�U�H�]�H�Q� �D�� �X�Q�X�L�� �v�Q�D�O�W�� �Q�L�Y�H�O�� �G�H�� �D�X�W�R�H�Y�D�O�X�D�U�H�� �ú�L�� �D�W�L�W�X�G�L�Q�H�� �F�U�H�D�W�L�Y���� �I�D� ���� �G�H��

�G�L�V�F�L�S�O�L�Q�D���G�D�W������ �&�R�Q� �L�Q�X�W�X�O���ú�L���D�V�S�H�F�W�X�O���S�R�U�W�R�I�R�O�L�X�O�X�L���S�U�R�E�H�D�]���� �R�U�L�J�L�Q�D�O�L�W�D�W�H��

�ú�L���F�U�H�D�W�L�Y�L�W�Dte.   

9-10 

2. �3�R�U�W�R�I�R�O�L�X�O���F�R�Q�V�W�L�W�X�L�H���G�R�Y�D�G�D���X�Q�R�U���F�X�Q�R�ú�W�L�Q� �H���ú�L���F�D�S�D�F�L�W��� �L���V�R�O�L�G�H�����v�Q�V�����V�S�U�H��

deosebire de primul nivel aici pot lipsi unele elemente din categoria celor 

�Q�H�R�E�O�L�J�D�W�R�U�L�L���� �Q�X�� �H�V�W�H�� �R�U�L�J�L�Q�D�O�L�W�D�W�H�� �v�Q�� �F�R�Q� �L�Q�X�W���� �L�D�U�� �� �H�O�H�P�H�Q�W�X�O�� �G�H��

creativitate este l�L�S�V�������� 

7-8 

3. �6�H���S�X�Q�H���D�F�F�H�Q�W�X�O���S�H���F�D�W�H�J�R�U�L�D���S�U�L�Q�F�L�S�D�O�����G�X�S�����F�D�U�H���V�H���S�R�D�W�H���M�X�G�H�F�D���G�H�V�S�U�H��

�Q�L�Y�H�O�X�O�� �v�Q�V�X�ú�L�U�L�L�� �F�X�Q�R�ú�W�L�Q� �H�O�R�U�� �ú�L�� �D�� �F�D�S�D�F�L�W��� �L�O�R�U�� �S�U�H�Y���]�X�W�H���v�Q�� �S�U�R�J�U�D�P�D�� �G�H��

�V�W�X�G�L�L���� �/�L�S�V�H�V�F�� �D�U�J�X�P�H�Q�W�H�� �F�H�� �� �G�H�P�R�Q�V�W�U�H�D�]���� �J�v�Q�G�L�U�H�D�� �F�U�H�D�W�L�Y������ �F�D�S�D�F�L�W��� �L��

aplicative, abili�O�L�W��� �L���G�H���F�R�P�X�Q�L�F�D�U�H���R�U�D�O�����ú�L���V�F�U�L�V������ 

5-6 

4. �'�X�S���� �S�R�U�W�R�I�R�O�L�X�O�� �� �G�H�� �D�F�H�V�W�� �Q�L�Y�H�O���� �H�V�W�H�� �G�L�I�L�F�L�O�� �D-� �L�� �F�U�H�D�� �R�� �L�P�D�J�L�Q�H�� �F�O�D�U����

�G�H�V�S�U�H���F�D�S�D�F�L�W��� �L�O�H���H�O�H�Y�L�O�R�U�����'�H���U�H�J�X�O�������H�O���F�R�Q� �L�Q�H���I�U�D�J�P�H�Q�W�H���G�H���V�D�U�F�L�Q�L���G�L�Q��

�G�L�I�H�U�L�W�H�� �F�D�W�H�J�R�U�L�L���� �F�R�O�L�� �V�H�S�D�U�D�W�H�� �F�X�� �V�D�U�F�L�Q�L�� �U�H�D�O�L�]�D�W�H�� �S�D�U� �L�D�O���� �H�[�H�U�F�L� �L�L����

�v�Q�F�H�U�F���U�L�� �G�H�� �H�I�H�F�W�X�D�U�H�� �D�� �O�X�F�U���U�L�O�R�U�� �S�U�D�F�W�L�F�H���� �G�H�� �O�D�E�R�U�D�W�R�U���� �H�W�F���� �&�R�Q� �L�Q�X�W�X�O��

�X�Q�X�L���D�V�H�P�H�Q�H�D���S�R�U�W�R�I�R�O�L�X���G�R�Y�H�G�H�ú�W�H���D�E�V�H�Q� �D���D�Y�D�Q�V���U�L�L���v�Q���L�Q�V�W�U�X�L�U�H���� 

4-5 
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8.4�����*�H�Q�H�U�D�O�L�W��� �L 

 

�7�H�P�D�W�L�F�D���V�H���V�W�D�E�L�O�H�ú�W�H���v�Q���F�D�G�U�X�O���F�D�W�H�G�U�H�O�R�U���ú�L���D���F�R�P�L�V�L�L�O�R�U��metodice. 

�3�U�R�I�H�V�R�U�L�L���X�U�P���U�H�V�F���U�H�D�O�L�]�D�U�H�D���G�H���F���W�U�H���H�O�H�Y�L�����O�H���D�S�U�H�F�L�D�]�����ú�L���O�H���Q�R�W�H�D�]���� 

�3�R�U�W�R�I�R�O�L�L�O�H���V�H���F�H�Q�W�U�D�O�L�]�H�D�]�����S�H���P�R�G�X�O�H���G�H���S�U�H�J���W�L�U�H���G�H���F���W�U�H���ú�H�I�L�L���G�H���F�D�W�H�G�U���� 

�/�D���V�R�O�L�F�L�W�D�U�H�D���F�R�Q�G�X�F�H�U�L�L���S�U�R�I�H�V�R�U�L�L���S�U�H�]�L�Q�W�����F�k�W�H���G�R�X�����S�R�U�W�R�I�R�Oii din cele mai 

reprezentative. 

�1�R�W���� �3�R�U�W�R�I�R�O�L�L�O�H���V�H���S���V�W�U�H�D�]�����v�Q�W�U-�X�Q���G�R�V�D�U���G�H���S�R�U�W�R�I�R�O�L�X���ú�L���V�H���F�R�P�S�O�H�W�H�D�]�����v�Q���I�L�H�F�D�U�H��

an. 

 

8.5. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.6. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.7. Dispozitii finale 

 

�5�H�V�S�H�F�W�D�U�H�D���R�U�D�U�X�O�X�L���V�H���D�G�U�H�V�H�D�]�����W�X�W�X�U�R�U���S�U�R�I�H�V�R�U�L�O�R�U�����D�Y�k�Q�G���F�D�U�D�F�W�H�U��obligatoriu. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Profesori  �± stabilesc tematica portofoliilor 

�x    ���H�I�L�L���D�U�L�L�O�R�U���F�X�U�U�L�F�X�O�D�U�H 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �La sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica 
  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�'�H�I�L�Q�L�U�H�D�� �P�L�M�O�R�D�F�H�O�R�U�� �ú�L�� �H�W�D�S�H�O�R�U�� �S�U�L�Q�� �F�D�U�H�� �I�L�H�F�D�U�H�� �F�D�G�U�X�� �G�L�G�D�F�W�L�F�� �V��-�ú�L�� �v�Q�W�R�F�P�H�D�V�F����

�S�R�U�W�R�I�R�O�L�X���S�H�U�V�R�Q�D�O���v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L�O�R�U���G�H�V�I���ú�X�U�D�W�H���v�Q���X�Q�L�W�D�W�H�� 

 

4.2. �'��  �D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �S�U�R�F�H�V�H�O�R�U�� �G�H�� �S�O�D�Q�L�I�L�F�D�U�H�� �V�L��definire a 

�P�L�M�O�R�D�F�H�O�R�U���ú�L���H�W�D�S�H�O�R�U���S�U�L�Q���F�D�U�H���I�L�H�F�D�U�H���F�D�G�U�X���G�L�G�D�F�W�L�F���V��-�ú�L���v�Q�W�R�F�P�H�D�V�F�����S�R�U�W�R�I�R�O�L�X��

�S�H�U�V�R�Q�D�O���v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L�O�R�U���G�H�V�I���ú�X�U�D�W�H���v�Q���X�Q�L�W�D�W�H�� 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �3�U�R�F�H�G�X�U�D���V�H���D�S�O�L�F�����W�X�W�X�U�R�U���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�� 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D��compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. Comisia de Evaluare ���L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Ordin Nr.3337 din ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

d�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii scolare 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D��unei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

f�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Etape 

a) Tematica portofoliilor se stabileste in cadrul catedrelor si comisiilor metodice, dupa 

care se supune aprobarii CEAC. 

 

b) Mapa profesorului reprezinta cartea de vizita a activitatii didactice a acestuia, 

permite pastrarea   si organizarea materialelor astfel incat sa fie operationale, obliga 

profesorul la o munca  de  calitate,  la  responsabilitate  si  rigoare  profesionala,  toate  

documentele  fiind  la vedere. 

 

Fiecare profesor primeste un material cu structura portofoliului. 

Partea I: DATE PERSONALE 

1.  Structura anului scolar 

2.  Incadrarea 

3.  Orarul 

4.  Fisa postului 

5.  Calendarul activitatilor pe anul in curs 

6.  Curriculum vitae 

7.  Raport de autoevaluare 

Partea aII-a: ACTIVITATEA LA CATEDRA  

1.  Programa scolara 

2.  Planificarea materiei 

3.  Proiecte didactice 

4.  Teste de evaluare (rezultate, observatii, concluzii) 

5.  Evaluare alternative (proiecte, referate, eseuri) 

6.  Fise de lucru 

7.  Catalogul profesorului 

8.  Lista materialului didactic existent 

9.  Fise cu asistentele la ore 

Partea a III -a: PERFORMANTE  
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1.  Calendarul olimpiadelor si concursurilor scolare 

2.  Descriptori de performanta 

3.  Subiecte propuse 

4.  Table cu elevii selectionati si pregatiti 

5.  Prezenta la pregatiri 

6.  Rezultate obtinute la diferite faze 

Partea a IV-a: PROIECTE PERSONALE 

Cuprinde lista cu proiecte propuse pentru o anumita perioada 

Partea a V-a PERFECTIONARE 

Activitati de perfectionare prin diplome, certificate 

Partea a VI-a MATERIALE  

Publicatii  

 

c) Profesorii au datoria de a prezenta portofoliile sefilor de catedra o data la doua luni. 

Sefii de catedra predau responsabililor de arie curricular aceste dosare, care, la randul 

lor, le vor preda comisiei CEAC pentru a putea fi verificate de subcomisia portofolii. 

 

d) Responabilul subcomisiei portofolii prezinta in cadrul unei sedinte a Consiliului de 

Administratie  statistica  cu  privire  la  verificarea  portofoliilor  si  care  trebuie  sa  cuprinda: 

puncte tari, puncte slabe si plan de masuri. 

 

e) Directorul prezinta situatia in Consiliul Profesoral. 

 

8.2. Generalitati 

�x �6�X�J�H�V�W�L�L�����Q�H�F�H�V�D�U�H���S�H�Q�W�U�X���v�Q�W�R�F�P�L�U�H�D���S�R�U�W�R�I�R�O�L�L�O�R�U��cu privire la testele predictive 

 

�x �(�V�W�H���Q�H�F�H�V�D�U�����G�H�W�D�O�L�H�U�H�D���F�R�Q�F�O�X�]�L�L�O�R�U���H�I�H�F�W�X�k�Q�G���R���D�Q�D�O�L�]�����6�:�2�7���� 

�2�E�L�H�F�W�L�Y�H�O�H���W�U�H�E�X�L�H���I�L�[�D�W�H���v�Q���I�X�Q�F� �L�H���G�H���F�R�Q�F�O�X�]�L�L�O�H���G�H�S�U�L�Q�V�H�� 

 

���L�Q�k�Q�G�� �V�H�D�P�D�� �G�H�� �D�F�H�ú�W�L�� �S�D�ú�L�� �V�H�� �W�U�H�F�H�� �O�D�� �S�U�R�L�H�F�W�D�U�H�D�� �S�U�R�J�U�D�P�H�O�R�U�� �G�H�� �v�Q�Y��� �D�U�H���� �O�D��

�V�W�D�E�L�O�L�U�H�D���P�H�W�R�G�H�O�R�U���ú�L���P�D�W�H�U�L�D�O�H�O�R�U���G�L�G�D�F�W�L�F�H��utile. 
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�&�X���S�U�L�Y�L�U�H���O�D���F�K�H�V�W�L�R�Q�D�U�H�O�H���D�S�O�L�F�D�W�H���H�O�H�Y�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U���D�F�H�V�W�R�U�D��  

- �'�X�S�����D�S�O�L�F�D�U�H�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���G�H���G�H�W�H�U�P�L�Q�D�U�H���D���V�W�L�O�X�U�L�O�R�U���G�H���v�Q�Y��� �D�U�H���V�H���H�[�W�U�D�J���F�R�Q�F�O�X�]�L�L���F�H��

�G�X�F�� �O�D�� �G�H�W�H�U�P�L�Q�D�U�H�D�� �P�H�W�R�G�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �D�G�H�F�Y�D�W�H���� �O�D�� �X�W�L�O�L�]�D�U�H�D�� �H�F�K�L�S�D�P�H�Q�W�H�O�R�U�� �ú�L��

materialelor didactice. 

 

- �'�X�S�����D�S�O�L�F�D�U�H�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���S�H�Q�W�U�X���S���U�L�Q� �L���V�H���G�H�W�H�U�P�L�Q�����J�U�D�G�X�O���G�H���L�P�S�O�L�F�D�U�H���D���D�F�H�V�W�R�U�D���v�Q��

�F�D�G�U�X�O���U�H�O�D� �L�H�L���F�X���ú�F�R�D�O�D�����S�U�H�F�X�P���ú�L���D�ú�W�H�S�W���U�L�O�H���D�F�H�V�W�R�U�D���G�H���O�D���S�U�R�F�H�V�X�O���G�H���v�Q�Y��� ���P�k�Q�W���� 

 

�(�O�D�E�R�U�D�U�H�D���S�O�D�Q�L�I�L�F���U�L�O�R�U���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� �D�U�H���V�H���I�D�F��� �L�Q�k�Q�G���F�R�Q�W���G�H���R�E�L�H�F�W�L�Y�H�O�H�����P�H�W�R�G�H�O�H����

�P�D�W�H�U�L�D�O�H�O�H�� �G�L�G�D�F�W�L�F�H���� �G�H�V�F�U�L�S�W�R�U�L�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ������ �G�D�U�� �ú�L�� �G�H�� �P�R�G�D�O�L�W��� �L�O�H�� �G�H�� �H�Y�D�O�X�D�U�H���� �$�F�H�V�W�H��

�S�U�R�J�U�D�P�H�� �Y�R�U�� �I�L�� �F�R�P�X�Q�L�F�D�W�H�� �O�D�� �v�Q�F�H�S�X�W�X�O�� �V�H�P�H�V�W�U�X�O�X�L�� �H�O�H�Y�L�O�R�U�� �ú�L�� �V�H�� �Y�R�U�� �V�W�D�E�L�O�L�� �F�U�L�W�H�U�L�L�� �G�H��

�S�H�U�I�R�U�P�D�Q� ������ 

 

Determinar�H�D���Q�H�F�H�V�D�U�X�O�X�L���G�H���H�F�K�L�S�D�P�H�Q�W�H���ú�L���P�D�W�H�U�L�D�O�H���G�L�G�D�F�W�L�F�H�� 

�x �Ì�Q�� �X�U�P�D�� �D�S�O�L�F���U�L�L�� �F�K�H�V�W�L�R�Q�D�U�H�O�R�U���� �G�X�S���� �R�� �D�Q�D�O�L�]���� �D�P���Q�X�Q� �L�W���� �D�� �D�F�H�V�W�R�U�D���� �V�H�� �V�W�D�E�L�O�H�ú�W�H��

�Q�H�F�H�V�D�U�X�O���G�H���P�D�W�H�U�L�D�O�H�����P�R�G�D�O�L�W��� �L�O�H���G�H���X�W�L�O�L�]�D�U�H���G�H���F���W�U�H���S�U�R�I�H�V�R�U�L���ú�L���H�O�H�Y�L�� 

�x �'�L�Q�� �D�Q�D�O�L�]�D�� �F�K�H�V�W�L�R�Q�D�U�H�O�R�U�� �U�H�]�X�O�W���� �F�� �H�O�H�Y�L�L�� �v�Q�F�O�L�Q���� �V�S�U�H�� �X�Q�� �S�U�R�F�H�V�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

�Y�L�U�W�X�D�O�����G�H�G�X�F�W�L�Y���G�L�Q���H�[�S�H�U�L�P�H�Q�W�H�����G�H�F�k�W���V�S�U�H���X�Q���v�Q�Y��� ���P�k�Q�W���D�E�V�W�U�D�F�W�� 

�x �0�R�G�D�O�L�W��� �L�� �G�H�� �H�Y�D�O�X�D�U�H�� �F�X�U�H�Q�W���� �ú�L�� �I�L�Q�D�O������ �S�H�� �X�Q�L�W��� �L�� �G�H�� �v�Q�Y��� �D�U�H�� �F�X�� �S�U�H�]�H�Q�W�D�U�H�D�� �X�Q�R�U��

�P�D�U�W�R�U�L���V�S�H�F�L�I�L�F�L�����O�X�F�U���U�L�����H�W�F�� 

�x �6�W�X�G�L�H�U�H�D���G�R�F�X�P�H�Q�W�D� �L�H�L �S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D���ú�L���X�U�P���U�L�U�H�D���D�F� �L�X�Q�L�O�R�U���W�H�P�D�W�L�F�H���G�H���O�D���&���&���'����

�ú�L���G�L�Q���F�D�G�U�X�O���L�Q�V�S�H�F�W�R�U�D�W�H�O�R�U�� 

�x �6�W�D�E�L�O�L�U�H�D���X�Q�X�L���F�D�G�U�X���G�L�G�D�F�W�L�F���F�D�U�H���V�����X�U�P���U�H�D�V�F�����ú�L���V�����F�R�P�X�Q�L�F�H���D�F�H�V�W�H���D�F� �L�X�Q�L�� 

�x �6�W�D�E�L�O�L�U�H�D�� �X�Q�X�L�� �U�H�J�L�V�W�U�X�� �F�X�� �D�F�H�D�V�W���� �S�U�R�E�O�H�P������ �v�Q�� �F�D�U�H�� �I�L�H�F�D�U�H�� �F�D�G�U�X�� �G�L�G�D�F�W�L�F�� �V�� 

�P�H�Q� �L�R�Q�H�]�H���X�Q�H�O�H���D�F� �L�X�Q�L���O�D���F�D�U�H���D���S�D�U�W�L�F�L�S�D�W���F�K�L�D�U���G�D�F�����V�X�Q�W���R�U�J�D�Q�L�]�D�W�H���G�H���D�O�W�H���X�Q�L�W��� �L��

�G�H���v�Q�Y��� ���P�k�Q�W�� 

�x �,�Q�L� �L�H�U�H�D���X�Q�X�L���E�X�O�H�W�L�Q���G�H���ú�W�L�U�L���F�X���Q�R�X�W��� �L���U�H�I�H�U�L�W�R�D�U�H���O�D���F�D�O�L�W�D�W�H�� 
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�(�Y�D�O�X�D�U�H�D���L�Q�W�H�U�Q���� 

�x ���D�X�W�R�H�Y�D�O�X�D�U�H�D���� �O�D�� �V�I�k�U�ú�L�W�X�O�� �V�H�P�H�V�W�U�X�O�X�L�� �ú�L�� �O�D�� �V�I�k�U�ú�L�W�X�O���D�Q�X�O�X�L�� �ú�F�R�O�D�U�� �S�U�L�Q�� �v�Q�W�R�F�P�L�U�H�D��

raportului de autoevaluare 

�x �W�H�U�P�H�Q���G�H���S�U�H�G�D�U�H���D���U�D�S�R�D�U�W�H�O�R�U���G�H���D�X�W�R�H�Y�D�O�X�D�U�H���S�H���V�H�P�H�V�W�U�X�O���,�,���v�Q���X�O�W�L�P�D���V���S�W���P�k�Q�����D��

semestrului. 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Dispozitii finale 

 

Respectarea �R�U�D�U�X�O�X�L���V�H���D�G�U�H�V�H�D�]�����W�X�W�X�U�R�U���S�U�R�I�H�V�R�U�L�O�R�U�����D�Y�k�Q�G���F�D�U�D�F�W�H�U���R�E�O�L�J�D�W�R�U�L�X�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �3�U�R�I�H�V�R�U�L�L���F�R�P�S�O�H�W�H�D�]�����S�R�U�W�R�I�R�O�L�X�O���F�X���P�D�W�H�U�L�D�O�H�O�H���Q�H�F�H�V�D�U�H�� 

�x �3�R�U�W�R�I�R�O�L�L�O�H���V�H���F�H�Q�W�U�D�O�L�]�H�D�]�����S�H���G�L�V�F�L�S�O�L�Q�H�� 

�x �5�H�V�S�R�Q�V�D�E�L�O�X�O���&�(�$�&���F�R�P�S�O�H�W�H�D�]�����I�L�ú�D���G�H���H�Y�D�O�X�D�U�H���D portofoliilor. 

�x �/�D���V�R�O�L�F�L�W�D�U�H�D���&�(�$�&���S�U�R�I�H�V�R�U�L�L���V�D�X���ú�H�I�L�L���G�H���F�R�P�L�V�L�L���P�H�W�R�G�L�F�H���S�U�H�]�L�Q�W�����S�R�U�W�R�I�R�O�L�L�O�H�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu elaborarea, �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 

 

 

 

 

 

 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,, JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. V I  

Nr. 
crt. 

Denumirea si codul procedurii Pag 

1 P.O. 45 �± Realizarea curriculum-�X�O�X�L���O�D���G�H�F�L�]�L�D�����F�R�O�L�L 2 

2 P.O. 46 �± Masurarea satisfactiei beneficiarului 19 

3 P.O. 47 �± Comunicarea institutionala cu alte institutii de educatie 34 

4 P.O. 48 - Comunicarea formala externa cu parintii 48 

5 P.O. 49 - Comunicarea formala externa cu angajatorii si cu alte institurii si 
grupuri semnificative de interes 

63 

6 P.O. 50 -  Comunicarea interna cu personalul unitatii 78 

7 P.O. 51 - Imbunatatirea activitatii unitatii, in ceea ce priveste principiul de calitate 
�Ä�R�U�L�H�Q�W�D�U�H���V�S�U�H��beneficiar�  ́

93 

8 P.O. 52 �± Organizarea si desfasurarea taberelor, excursiilor, drumetiilor 106 

9 P.O. 53 �± Sistemul de gestionare a informatiilor �± accesul la informatiile de 
interes public 

123 

10 P.O. 54 �± Elaborarea, validarea si aprobarea ofertei educationale 141 

11 P.O. 55 �± Solutionare probleme ce se pot ivi in activitatea curenta 157 

12 P.O. 56 �± Insuccesul scolar 174 

13 P.O. 57 �± Monitorizarea performantei scolare 196 

14 P.O. 58 �± Ritmicitatea notarii 210 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

  1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�3�U�R�F�H�G�X�U�D���G�H�I�L�Q�H���W�H���H�W�D�S�H�O�H�����L���W�H�U�P�H�Q�L�L���G�H���H�O�D�E�R�U�D�U�H���D���X�Q�X�L���&�X�U�U�L�F�X�O�X�P���O�D���G�H�F�L�]�L�D��scolii 

�F�D�U�H���W�U�H�E�X�L�H���U�H�V�S�H�F�W�D�W�H���v�Q�W�R�F�P�D�L�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D���G�H�I�L�Q�H���W�H���H�W�D�S�H�O�H�����L���W�H�U�P�H�Q�L�L���G�H���H�O�D�E�R�U�D�U�H���D���X�Q�X�L���&�X�U�U�L�F�X�O�X�P���O�D���G�H�F�L�]�L�D��

���F�R�O�L�L �F�D�U�H���W�U�H�E�X�L�H���U�H�V�S�H�F�W�D�W�H���v�Q�W�R�F�P�D�L�� 

 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, cadrelor didactice, a personalului auxiliar. 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

  �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H���S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L�� �D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O�� �S�H�Q�Wru 

�S�U�R�L�H�F�W�H�� �ú�L�� �S�U�R�J�U�D�P�H�� �H�G�X�F�D�W�L�Y�H�� �ú�F�R�O�D�U�H�� �ú�L�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �v�Q�� �F�D�G�U�X�O�� �X�Q�R�U�� �X�Q�L�W��� �L�� �G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H�� �H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �O�L�V�W�D�� �L�Q�G�L�F�D�W�R�U�L�O�R�U�� �G�H��

�S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

�ƒ OMEC nr. 3670 din 17.04.2001 si OMEC 5723 din 23.12.2003. 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Curriculum la 

decizia unitatii 

�$�Q�V�D�P�E�O�X�O�� �S�U�R�F�H�V�H�O�R�U�� �H�G�X�F�D�W�L�Y�H�� ���L�� �D�O�� �H�[�S�H�U�L�H�Q�
�H�O�R�U�� �G�H��

�v�Q�Y���
�D�U�H���S�H���F�D�U�H���I�L�H�F�D�U�H���X�Q�L�W�D�W�D�W�H���O�H���S�U�R�S�X�Q�H���v�Q���P�R�G���G�L�U�H�F�W��

elevilor �V���L���v�Q���F�D�G�U�X�O���R�I�H�U�W�H�L���F�X�U�U�L�F�X�O�D�U�H���S�U�R�S�U�L�L�����/�D���Q�L�Y�H�O�X�O��
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�S�O�D�Q�X�U�L�O�R�U���G�H���v�Q�Y���
���P�k�Q�W�����&�'�6���U�H�S�U�H�]�L�Q�W�����Q�X�P���U�X�O���G�H���R�U�H��

alocate unitatii pentru construirea propriului proiect 

curricular.  

 

 

 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

9. CDS Curriculum la decizia scolii 
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8. Descrierea �S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

�&�X�U�U�L�F�X�O�X�P�X�O���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L�����&�'�ù�����U�H�S�U�H�]�L�Q�W�����R�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O�����S�U�R�S�X�V�����G�H��unitate, 

�v�Q���F�R�Q�F�R�U�G�D�Q� �����F�X���Q�H�Y�R�L�O�H���ú�L���L�Q�W�H�U�H�V�H�O�H���G�H���v�Q�Y��� �D�U�H���D�O�H���H�O�H�Y�L�O�R�U�����S�U�H�F�X�P���ú�L���F�X���V�S�H�F�L�I�L�F�X�O��unitatii 

�ú�L�� �F�X�� �Q�H�Y�R�L�O�H�� �F�R�P�X�Q�L�W��� �L�L�� �O�R�F�D�O�H���� �/�D�� �Q�L�Y�H�O�X�O�� �S�O�D�Q�X�U�L�O�R�U-�F�D�G�U�X�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �&�'�ù�� �V�H�� �H�[�S�U�L�P����

�S�U�L�Q���Q�X�P���U�X�O���G�H���R�U�H���D�O�R�F�D�W�H���ú�F�R�O�L�L���S�H�Q�W�U�X���F�R�Q�V�W�U�X�L�U�H�D���S�U�R�S�U�L�X�O�X�L���S�U�R�L�H�F�W���F�X�U�U�L�F�X�O�D�U�� 

8.2. �&�R�P�S�R�Q�H�Q�W�H�O�H���F�X�U�U�L�F�X�O�X�P�X�O�X�L���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L 

 

Curriculum-�X�O���O�D���G�H�F�L�]�L�D���úcolii include: 

�‡ �S�D�F�K�H�W�H���S�H�Q�W�U�X���G�L�V�F�L�S�O�L�Q�H�O�H���R�S� �L�R�Q�D�O�H���R�I�H�U�W�D�W�H���O�D���Q�L�Y�H�O���Q�D� �L�R�Q�D�O�����U�H�J�L�R�Q�D�O���ú�L���O�R�F�D�O�� 

�‡ �S�D�F�K�H�W�H���S�H�Q�W�U�X���G�L�V�F�L�S�O�L�Q�H�O�H���R�S� �L�R�Q�D�O�H���R�I�H�U�W�D�W�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

�Ì�Q�� �F�R�P�S�O�H�W�D�U�H�D�� �W�U�X�Q�F�K�L�X�O�X�L�� �F�R�P�X�Q���� �ú�F�R�D�O�D�� �S�R�D�W�H�� �R�S�W�D�� �S�H�Q�W�U�X�� �X�Q�X�O�� �G�L�Q�W�Ue pachetele 

�G�L�V�F�L�S�O�L�Q�D�U�H���R�S� �L�R�Q�D�O�H���L�Q�F�O�X�V�H���v�Q���F�X�U�U�L�F�X�O�X�P-ul la decizia unitatii. 

�3�D�F�K�H�W�H�O�H�� �R�S� �L�R�Q�D�O�H�� �G�L�Q�� �R�I�H�U�W�D�� �F�H�Q�W�U�D�O���� �V�X�Q�W�� �F�R�Q�V�W�L�W�X�L�W�H�� �G�L�Q�� �H�[�H�P�S�O�H�� �G�H�� �E�X�Q�H�� �S�U�D�F�W�L�F�L����

�S�L�O�R�W�D�W�H�� �S�U�L�Q�� �L�Q�W�H�U�P�H�G�L�X�O�� �X�Q�R�U�� �S�U�R�L�H�F�W�H�� �G�H�V�I���ú�X�U�D�W�H�� �O�D�� �Q�L�Y�H�O�� �Q�D� �L�R�Q�D�O���� �U�H�J�L�R�Q�D�O�� �V�D�X��local. 

�3�U�R�J�U�D�P�H�O�H���ú�F�R�O�D�U�H���H�O�D�E�R�U�D�W�H���S�H�Q�W�U�X���R�S� �L�R�Q�D�O�H�O�H���G�L�Q���R�I�H�U�W�D���F�H�Q�W�U�D�O�����V�X�Q�W���G�L�V�F�X�W�D�W�H���ú�L���D�Y�L�]�D�W�H���G�H��

�F�R�R�U�G�R�Q�D�W�R�U�L�L���G�H���D�U�L�H���F�X�U�U�L�F�X�O�D�U�����ú�L���D�S�U�R�E�D�W�H���S�U�L�Q���R�U�G�L�Q���D�O���P�L�Q�L�V�W�U�X�O�X�L���H�G�X�F�D� �L�H�L�� 

 

�3�D�F�K�H�W�H�O�H���R�S� �L�R�Q�D�O�H���R�I�H�U�W�D�W�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

a. a�V�L�J�X�U�����G�L�Y�H�U�V�L�I�L�F�D�U�H�D���D�F�W�L�Y�L�W��� �L�O�R�U���G�H���v�Q�Y��� �D�U�H�����v�Q���I�X�Q�F� �L�H���G�H���Q�H�Y�R�L�O�H���H�O�H�Y�L�O�R�U�� 

b. �V�X�Q�W���G�H�U�L�Y�D�W�H���G�L�Q���R�U�L�F�D�U�H���G�L�Q�W�U�H���G�L�V�F�L�S�O�L�Q�H�O�H���G�H���v�Q�Y��� ���P�k�Q�W�����F�R�Q�V�W�L�W�X�L�Q�G�X-�V�H���D�V�W�I�H�O���v�Q�W�U-o 

�R�I�H�U�W�����H�G�X�F�D� �L�R�Q�D�O�����F�D�U�H���U���V�S�X�Q�G�H���L�Q�W�H�U�H�V�X�O�X�L���H�O�H�Y�L�O�R�U���S�H�Q�W�U�X���R���D�Q�X�P�L�W�����G�L�V�F�L�S�O�L�Q�����G�H���V�W�X�G�L�X�� 

c. �S�R�W���L�Q�W�U�R�G�X�F�H���X�Q���R�E�L�H�F�W���G�H���V�W�X�G�L�X�����v�Q���D�I�D�U�D���F�H�O�R�U���S�U�H�Y���]�X�W�H���v�Q���W�U�X�Q�F�K�L�X�O���F�R�P�X�Q�� 

d. �S�R�W�� �L�Q�W�U�R�G�X�F�H���� �F�D�� �R�E�L�H�F�W�� �G�H�� �V�W�X�G�L�X���� �R�� �Q�R�X���� �G�L�V�F�L�S�O�L�Q������ �V�W�U�X�F�W�X�U�D�W���� �v�Q�� �M�X�U�X�O�� �X�Q�H�L�� �W�H�P�H��

�L�Q�W�H�J�U�D�W�R�D�U�H���S�H�Q�W�U�X���R���D�Q�X�P�L�W�����D�U�L�H���F�X�U�U�L�F�X�O�D�U�����V�D�X���S�H�Q�W�U�X���P�D�L���P�X�O�W�H��arii curriculare. 

 

�3�U�R�L�H�F�W�D�U�H�D�� �F�X�U�U�L�F�X�O�X�P�X�O�X�L�� �H�O�D�E�R�U�D�W�� �v�Q�� �ú�F�R�D�O���� �D�U�H�� �F�D�� �U�H�S�H�U�H���� �U�H�V�X�U�V�H�O�H�� �X�P�D�Q�H�� �ú�L��

�P�D�W�H�U�L�D�O�H�� �D�O�H�� �X�Q�L�W�D�W�L�L���� �L�Q�W�H�U�H�V�H�O�H�� �H�O�H�Y�L�O�R�U���� �V�L�W�X�D� �L�L�O�H�� �V�S�H�F�L�I�L�F�H�� �X�Q�L�W�D�W�L�L���� �Q�H�Y�R�L�O�H�� �F�R�P�X�Q�L�W��� �L�L��

�O�R�F�D�O�H�����2�S� �L�R�Q�D�O�H�O�H���R�I�H�U�W�D�W�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W�D�W�L�L���V�X�Q�W���D�S�U�R�E�D�W�H���G�H���F���W�U�H���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W�� 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
REALIZARE A CURRICULUM -ULUI LA 

DECIZIA ��COLII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
45 

Cod: P.O. 45 
Pagina     din 17 
Exemplar nr.:  

 

 12 

8.3. Descrierea procedurii 

 

�/�D���Q�L�Y�H�O�X�O���X�Q�L�W�D�W�L�L�����&�'�6���V�H���S�R�D�W�H���U�H�D�O�L�]�D���S�U�L�Q���P�D�L���P�X�O�W�H���W�L�S�X�U�L���R�S�
�L�R�Q�D�O�H�����S�U�H�Y���]�X�W�H���v�Q��

�2�0�(�&���Q�U���������������G�L�Q���������������������������L���2�0�(�&���Q�U���������������G�L�Q���������������������������U�H�V�S�H�F�W�L�Y�� 

�x �2�S�
�L�R�Q�D�O�� �G�H�� �D�S�U�R�I�X�Q�G�D�U�H �± �U�H�S�U�H�]�L�Q�W���� �D�F�H�O�� �W�L�S�� �G�H�� �&�'�6�� �G�H�U�L�Y�D�W�� �G�L�Q�W�U-�R�� �G�L�V�F�L�S�O�L�Q����

�V�W�X�G�L�D�W���� �v�Q�� �W�U�X�Q�F�K�L�X�O�� �F�R�P�X�Q���� �F�D�U�H�� �X�U�P���U�H���W�H�� �D�S�U�R�I�X�Q�G�D�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U���F�R�P�S�R�Q�H�Q�W�H�O�R�U��

din curriculumul-�Q�X�F�O�H�X���S�U�L�Q���Q�R�L���F�R�Q�
�L�Q�X�W�X�U�L���S�U�R�S�X�V�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W�D�W�L�L�����V�D�X���D���D�F�H�O�R�U�D��

�P�D�U�F�D�W�H���F�X���D�V�W�H�U�L�V�F�����v�Q���F�D�]�X�O���V�S�H�F�L�D�O�L�]���U�L�O�R�U���S�H���F�D�U�H���Q�X���O�H���S�D�U�F�X�U�J���v�Q���P�R�G���R�E�O�L�J�D�W�R�U�L�X���O�D��

trunchiul comun). 

�x �2�S�
�L�R�Q�D�O���G�H���H�[�W�L�Q�G�H�U�H �± �U�H�S�U�H�]�L�Q�W�����D�F�H�O���W�L�S���G�H���&�'�6���G�H�U�L�Y�D�W���G�L�Q�W�U-�R���G�L�V�F�L�S�O�L�Q�����V�W�X�G�L�D�W����

�v�Q�� �W�U�X�Q�F�K�L�X�O�� �F�R�P�X�Q���� �F�D�U�H�� �X�U�P���U�H���W�H�� �H�[�W�L�Q�G�H�U�H�D�� �R�E�L�H�F�W�L�Y�H�O�R�U-�F�D�G�U�X���F�R�P�S�H�W�H�Q�
�H�O�R�U��

generale din curriculum-�Q�X�F�O�H�X���S�U�L�Q���Q�R�L���R�E�L�H�F�W�L�Y�H���G�H���U�H�I�H�U�L�Q�
�����F�R�P�S�H�W�H�Q�W�H���V�S�H�F�L�I�L�F�H�����L��

�Q�R�L���F�R�Q�
�L�Q�X�W�X�U�L���G�H�I�L�Q�L�W�H���O�D���Q�L�Y�H�O�X�O���X�Q�L�W�D�W�L�L���� 

�x �2�S�
�L�R�Q�D�O�� �S�U�H�O�X�D�W�� �G�L�Q�� �W�U�X�Q�F�K�L�X�O�� �F�R�P�X�Q�� �D�O�� �D�O�W�R�U discipline �± �U�H�S�U�H�]�L�Q�W���� �D�F�H�O�� �W�L�S�� �G�H��

CDS generat prin parcurgerea unei programe care este obligatorie pentru anumite 

�V�S�H�F�L�D�O�L�]���U�L�����L���F�D�U�H���S�R�D�W�H���I�L���S�D�U�F�X�U�V�����v�Q���F�D�G�U�X�O���R�U�H�O�R�U���G�H���&�'�6���O�D���D�F�H�O�H���V�S�H�F�L�D�O�L�]���U�L���X�Q�G�H��

�G�L�V�F�L�S�O�L�Q�D���U�H�V�S�H�F�W�L�Y�����Q�X���H�V�W�H���L�Q�F�O�X�V�����v�Q���W�U�X�Q�F�K�L�X�O���F�R�P�X�Q�� 

�x �2�S�
�L�R�Q�D�O�� �F�D�� �G�L�V�F�L�S�O�L�Q���� �Q�R�X�� �± �F�R�Q�V�W���� �v�Q�W�U-�X�Q�� �Q�R�X�� �R�E�L�H�F�W�� �G�H�� �V�W�X�G�L�X���� �v�Q�� �D�I�D�U�D�� �Dcelora 

�S�U�H�Y���]�X�W�H�� �v�Q�� �W�U�X�Q�F�K�L�X�O�� �F�R�P�X�Q�� �O�D�� �X�Q�� �D�Q�X�P�L�W�� �S�U�R�I�L�O�� ���L�� �V�S�H�F�L�D�O�L�]�D�U�H���� �D�F�H�V�W�D�� �S�U�H�V�X�S�X�Q�H��

�H�O�D�E�R�U�D�U�H�D�� �v�Q�� �V�F�R�D�O���� �D�� �X�Q�H�L�� �S�U�R�J�U�D�P�H�� �Q�R�L���� �G�L�I�H�U�L�W�H�� �G�H�� �S�U�R�J�U�D�P�H�O�H�� �G�L�V�F�L�S�O�L�Q�H�O�R�U�� �G�H��

trunchi comun. 

�x �2�S�
�L�R�Q�D�O�� �L�Q�W�H�J�U�D�W �± �F�R�Q�V�W���� �v�Q�W�U-�X�Q�� �R�E�L�H�F�W�� �G�H�� �V�W�X�G�L�X���� �V�W�U�X�F�W�X�U�D�W�� �v�Q�� �M�Xrul unei teme 

�L�Q�W�H�J�U�D�W�R�D�U�H�� �S�H�Q�W�U�X�� �R�� �D�Q�X�P�L�W���� �D�U�L�H�� �F�X�U�U�L�F�X�O�D�U���� �V�D�X�� �S�H�Q�W�U�X�� �P�D�L�� �P�X�O�W�H�� �D�U�L�L�� �F�X�U�U�L�F�X�O�D�U�H����

�$�F�H�V�W�D���S�U�H�V�X�S�X�Q�H���H�O�D�E�R�U�D�U�H�D���X�Q�H�L���S�U�R�J�U�D�P�H���S�U�L�Q���L�Q�W�H�J�U�D�U�H�D���D���F�H�O���S�X�
�L�Q���D���G�R�X�����G�R�P�H�Q�L�L��

�D�S�D�U�
�L�Q�k�Q�G�� �X�Q�H�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�H�� �P�X�O�W�R�U�� �D�U�L�L�� �F�X�U�U�L�F�X�O�D�U�H���� �v�Q�� �D�F�H�V�W�� �F�D�]����

o�E�L�H�F�W�L�Y�H�O�H���F�R�P�S�R�Q�H�Q�W�H�O�H�� �V�X�Q�W�� �G�L�I�H�U�L�W�H�� �I�D�
���� �G�H�� �D�F�H�O�H�D�� �H�[�L�V�W�H�Q�W�H�� �v�Q�� �S�U�R�J�U�D�P�H�O�H��

�G�L�V�F�L�S�O�L�Q�H�O�R�U���F�D�U�H���V�H���L�Q�W�H�J�U�H�D�]���� 

�3�H�Q�W�U�X�� �Q�R�W�D�U�H�D�� �v�Q�� �F�D�W�D�O�R�J���� �O�D�� �R�S�
�L�R�Q�D�O�X�O�� �G�H�� �D�S�U�R�I�X�Q�G�D�U�H�� ���L�� �G�H�� �H�[�W�L�Q�G�H�U�H�� �V�H�� �I�R�O�R�V�H���W�H��

�D�F�H�H�D���L�� �U�X�E�U�L�F���� �G�L�Q�� �F�D�W�D�O�R�J�� �F�X�� �G�L�V�F�L�S�O�L�Q�D�� �V�X�U�V������ �L�D�U�� �S�H�Q�W�U�X���F�H�O�H�O�D�O�W�H�� �W�L�S�X�U�L�� �G�H�� �R�S�
�L�R�Q�D�O�� �V�H��

�I�R�U�P�H�D�]�����R���U�X�E�U�L�F�D���Q�R�X�����v�Q���F�D�W�D�O�R�J�� 
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�(�O�D�E�R�U�D�U�H�D�� �S�U�R�J�U�D�P�H�L�� �G�H�� �R�S�
�L�R�Q�D�O�� �S�U�H�V�X�S�X�Q�H�� �X�U�P���W�R�D�U�H�D�� �V�F�K�H�P���� �G�H�� �S�U�R�L�H�F�W�D�U�H���� �F�D�U�H��

�H�V�W�H���v�Q���D�F�R�U�G���F�X���P�R�G�H�O�X�O���S�U�R�J�U�D�P�H�O�R�U���G�H���W�U�X�Q�F�K�L���F�R�P�X�Q�� 

�x Argument 

�x �&�R�P�S�H�W�H�Q�
�H���V�S�H�F�L�I�L�F�H�������F�R�Q�
�L�Q�X�W�X�U�L 

�x Valori ���L���D�W�L�W�X�G�L�Q�L 

�x Sugestii metodologice 

�x Bibliografie 

Prin argument �H�V�W�H�� �P�R�W�L�Y�D�W�� �F�X�U�V�X�O�� �S�U�R�S�X�V���� �Q�H�Y�R�L�� �D�O�H�� �H�O�H�Y�L�O�R�U���� �D�O�H�� �F�R�P�X�Q�L�W���
�L�L�� �O�R�F�D�O�H����

formarea unor competente. 

Pentru �F�R�P�S�H�W�H�Q�0�H�� �.�L�� �F�R�Q�0�L�Q�X�W�X�U�L���� �S�U�R�L�H�F�W�D�U�H�� �F�X�U�U�L�F�X�O�D�U���� �Y�D�U�L�D�]���� �v�Q�� �I�X�Q�F�
�L�H�� �G�H�� �W�L�S�X�O�� �G�H��

�R�S�
�L�R�Q�D�O propus. 

Sugestiile metodologice �Y�R�U���L�Q�F�O�X�G�H���W�L�S�X�U�L���G�H���D�F�W�L�Y�L�W���
�L���G�H���v�Q�Y���
�D�U�H���S�U�H�F�X�P�����L���P�R�G�D�O�L�W���
�L��

de evaluare. 

 

8.4. �(�W�D�S�H���D�O�H���H�O�D�E�R�U���U�L�L���ú�L���D�S�U�R�E���U�L�L���F�X�U�U�L�F�X�O�X�P�X�O�X�L���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L 

�(�O�D�E�R�U�D�U�H�D�� �ú�L�� �V�W�D�E�L�O�L�U�H�D�� �F�X�U�U�L�F�X�O�X�P�X�O�X�L�� �O�D�� �G�H�F�L�]�L�D�� �ú�F�R�O�L�L�� �V�H�� �U�H�D�O�L�]�H�D�]�� �D�Q�X�D�O���� �v�Q�� �P�R�G��

�G�H�V�F�H�Q�W�U�D�O�L�]�D�W���O�D���Q�L�Y�H�O�X�O���I�L�H�F���U�H�L���X�Q�L�W��� �L���G�H���v�Q�Y��� ���P�k�Q�W�����(�O�D�E�R�U�D�U�H�D���ú�L���V�W�D�E�L�O�L�U�H�D���F�X�U�U�L�F�X�O�X�P�X�O�X�L��

�O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L���S�D�U�F�X�U�J���P�D�L���P�X�O�W�H���H�W�D�S�H�����F�R�Q�F�U�H�W�L�]�D�W�H���v�Q���X�U�P���W�R�D�U�H�O�H���D�F�W�L�Y�L�W��� �L�� 

 

1. Fundamentarea propunerilor privind curriculumul la deciz�L�D���ú�F�R�O�L�L�����S�U�L�Q�� 

- �U�H�D�O�L�]�D�U�H�D���X�Q�H�L���D�Q�D�O�L�]�H���G�H���Q�H�Y�R�L�����O�D���Q�L�Y�H�O�X�O���H�O�H�Y�L�O�R�U���v�Q�V�F�U�L�ú�L���v�Q���X�Q�L�W�D�W�H�D���G�H���v�Q�Y��� ���P�k�Q�W�� 

- �U�H�D�O�L�]�D�U�H�D�� �X�Q�H�L�� �D�Q�D�O�L�]�H�� �G�H�� �R�S�R�U�W�X�Q�L�W��� �L�� �H�G�X�F�D� �L�R�Q�D�O�H���� �O�D�� �Q�L�Y�H�O�X�O�� �F�R�Q�W�H�[�W�X�O�X�L�� �V�R�F�L�R-

economic local. 

 

�������)�R�U�P�X�O�D�U�H�D�����G�H���F���W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�����G�H propuneri privind curriculumul la decizia 

�ú�F�R�O�L�L�����S�U�L�Q���F�R�Q�V�X�O�W�D�U�H�D���F�R�Q�V�L�O�L�X�O�X�L���H�O�H�Y�L�O�R�U�����D���S���U�L�Q� �L�O�R�U���H�O�H�Y�L�O�R�U���ú�L���S�U�L�Q���U�H�D�O�L�]�D�U�H�D���X�Q�H�L���D�Q�D�O�L�]�H���D��

resurselor necesare pentru implementare. 

 

������ �6�W�D�E�L�O�L�U�H�D�� �F�X�U�U�L�F�X�O�X�P�X�O�X�L�� �O�D�� �G�H�F�L�]�L�D�� �ú�F�R�O�L�L�� �G�H�� �F���W�U�H�� �&�R�Q�V�L�O�L�X�O�� �G�H �D�G�P�L�Q�L�V�W�U�D� �L�H�� �D�O��

�X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 
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�������$�Y�L�]�D�U�H�D���R�I�H�U�W�H�L���G�H���&�'�ù���v�Q���&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�� 

 

�������3�U�H�]�H�Q�W�D�U�H�D���R�I�H�U�W�H�L���G�H���&�'�ù�����H�O�H�Y�L�O�R�U���ú�L���S���U�L�Q� �L�O�R�U���H�O�H�Y�L�O�R�U�����O�D���Q�L�Y�H�O�X�O���v�Q�Y��� ���P�k�Q�W�X�O�X�L��

primar, gimnazial, etc�����(�[�S�U�L�P�D�U�H�D�����v�Q���V�F�U�L�V�����G�H���F���W�U�H���S���U�L�Q� �L�L���H�O�H�Yil �R�U���G�L�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�L�P�D�U����

gimnazial, etc �D���R�S� �L�X�Q�L�O�R�U���S�U�L�Y�L�Q�G���F�X�U�U�L�F�X�O�X�P�X�O���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L���F�D�U�H���X�U�P�H�D�]�����V�����I�L�H���V�W�X�G�L�D�W���v�Q��

�D�Q�X�O���ú�F�R�O�D�U���X�U�P���W�R�U���� 

 

������ �&�H�Q�W�U�D�O�L�]�D�U�H�D���R�S� �L�X�Q�L�O�R�U���S�U�L�Y�L�Q�G���F�X�U�U�L�F�X�O�X�P�X�O���O�D���G�H�F�L�]�L�D���ú�F�R�O�L�L���� �H�[�S�U�L�P�D�W�H���G�H���H�O�H�Y�L������

�G�H���F���W�U�H���S���U�L�Q� �L�L��elevilor. 

 

������ �'�H�I�L�Q�L�W�L�Y�D�U�H�D�� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �F�O�D�V������ �D�� �R�S� �L�R�Q�D�O�H�O�R�U��

�F�D�U�H���X�U�P�H�D�]�����V�����I�L�H���V�W�X�G�L�D�W�H���G�H���F���W�U�H���H�O�H�Y�L���v�Q���D�Q�X�O���ú�F�R�O�D�U���X�U�P���W�R�U�� 

 

������ �,�Q�I�R�U�P�D�U�H�D�� �L�Q�V�S�H�F�W�R�U�D�W�X�O�� �ú�F�R�O�D�U�� �D�V�X�S�U�D�� �R�I�H�U�W�H�L�� �G�H�� �R�S� �L�R�Q�D�O�H�� �F�D�U�H�� �V�H�� �G�H�U�X�O�H�D�]�� la 

niv�H�O�X�O���I�L�H�F���U�H�L���F�O�D�V�H���G�L�Q���X�Q�L�W�D�W�H �S�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U���U�H�V�S�H�F�W�L�Y�� 

 

�������(�O�D�E�R�U�D�U�H�D���S�U�R�J�U�D�P�H�O�R�U���ú�F�R�O�D�U�H���S�H�Q�W�U�X���R�S� �L�R�Q�D�O�H���G�H���F���W�U�H���S�U�R�I�H�V�R�U�L�L���S�U�R�S�X�Q���W�R�U�L�� 

 

�������� �$�S�U�R�E�D�U�H�D���� �G�H�� �F���W�U�H�� �&�R�Q�V�L�O�L�X�O�� �G�H�� �D�G�P�L�Q�L�V�W�U�D� �L�H�� �D�O�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W���� �D��

�S�U�R�J�U�D�P�H�O�R�U���ú�F�R�O�D�U�H���S�H�Q�W�U�X���R�S� �L�R�Q�D�O�H�� 

 

8.5. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

 

8.6. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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8.7. Dispozitii finale 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 

�1�H�R�E�
�L�Q�H�U�H�D�� �D�S�U�R�E���U�L�L�� �&�'�6�±ului de la inspectorul de specialitate atrage 

�V�F�R�D�W�H�U�H�D���v�Q�O�R�F�X�L�U�H�D���&�'�6-�X�O�X�L���G�L�Q���V�F�K�H�P�D���R�U�D�U�����D���F�O�D�V�H�L���U�H�V�S�H�F�W�L�Y�H�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

���F�L�Q�H���R���D�S�O�L�F�����"���S�H�U�V�R�D�Q�H����compartimente): 

 

 Aceasta procedura se aplica de catre inv���
���W�R�U�L�����L���G�L�U�L�J�L�Q�
�L, membrii consiliului 
�S�H�Q�W�U�X���F�X�U�U�L�F�X�O�X�P�����P�H�P�E�U�L�L���F�R�Q�V�L�O�L�X�O�X�L���G�H���D�G�P�L�Q�L�V�W�U�D�
�L�H�����S�H�U�V�R�D�Q�D���G�H�V�H�P�Q�D�W�D���G�H���&�(�$�&�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele de �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat Dum�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-           09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�x �(�Y�D�O�X�D�U�H�D���J�U�D�G�X�O�X�L���G�H���V�D�W�L�V�I�D�F�
�L�H���D���H�O�H�Y�L�O�R�U�����L���S���U�L�Q�
�L�O�R�U���S�U�L�Y�L�Q�G���F�D�O�L�W�D�W�H�D���H�G�X�F�D�
�L�H�L��

�I�X�U�Q�L�]�D�W�����G�H���X�Q�L�W�D�W�H�D���G�H���v�Q�Y���
���P�k�Q�W�� 

�x �(�Y�D�O�X�D�U�H�D�� �J�U�D�G�X�O�X�L�� �G�H�� �V�D�W�L�V�I�D�F�
�L�H�� �D�� �F�D�G�U�H�O�R�U�� �G�L�G�D�F�W�L�F�H�� �S�U�L�Y�L�Q�G�� �F�O�L�P�D�W�X�O�� �G�H�� �P�X�Q�F�D��

din unitate; 

�x �2�E�
�L�Q�H�U�H�D�� �G�H�� �L�Q�I�R�U�P�D�
�L�L���G�R�Y�H�]�L�� �S�U�L�Y�L�Q�G�� �Q�L�Y�H�O�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �L�Q�G�L�F�D�W�R�U�L�O�R�U�� ���L��

standardelor. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

�x �(�Y�D�O�X�D�U�H�D�� �J�U�D�G�X�O�X�L�� �G�H�� �V�D�W�L�V�I�D�F�
�L�H�� �D�� �H�O�H�Y�L�O�R�U�� ���L�� �S���U�L�Q�
�L�O�R�U�� �S�U�L�Y�L�Q�G�� �F�D�O�L�W�D�W�H�D��
�H�G�X�F�D�
�L�H�L���I�X�U�Q�L�]�D�W�����G�H���X�Q�L�W�D�W�H�D���G�H���v�Q�Y���
���P�k�Q�W�� 

�x �(�Y�D�O�X�D�U�H�D���J�U�D�G�X�O�X�L���G�H���V�D�W�L�V�I�D�F�
�L�H���D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���S�U�L�Y�L�Q�G���F�O�L�P�D�W�X�O���G�H���P�X�Q�F�D��
din unitate; 

�x �2�E�
�L�Q�H�U�H�D�� �G�H�� �L�Q�I�R�U�P�D�
�L�L���G�R�Y�H�]�L�� �S�U�L�Y�L�Q�G�� �Q�L�Y�H�O�X�O�� �G�H�� �U�H�D�O�L�]�D�U�H�� �D�� �L�Q�G�L�F�D�W�R�U�L�O�R�U�� ���L��
standardelor. 
 

5.2.  Delimitarea  ex�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica unor esantioane de elevi, parinti, cadre didactice. 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Secretariat, Contabilitate. 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H 

4. Secretariat, Contabilitate. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Ordin Nr.3337 din 08.03.20������ �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

de perform�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�Lul profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���Xnei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

fo�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

�(�Y�D�O�X�D�U�H�D�� �V�D�W�L�V�I�D�F� �L�H�L�� �F�O�L�H�Q� �L�O�R�U�� �U�H�S�U�H�]�L�Q�W�D�� �X�Q�� �R�E�L�H�F�W�L�Y�� �S�H�U�P�D�Q�H�Q�W�� �S�H�� �W�H�U�P�H�Q�� �P�H�G�L�X�� �ú�L��

lung al unitatii. 

 

Practic, s-�D�� �F�R�Q�V�W�D�W�D�W�� �F���� �R�� �X�Q�L�W�D�W�H�� �R�U�L�H�Q�W�D�W���� �F���W�U�H��beneficiar �H�V�W�H�� �F�D�S�D�E�L�O���� �V���� �S�U�H�Y�D�G����

�H�Y�R�O�X� �L�D�� �D�W�L�W�X�G�L�Q�L�O�R�U�� �ú�L�� �F�R�P�S�R�U�W�D�P�H�Q�W�H�O�R�U�� �F�O�L�H�Q� �L�O�R�U�� �V���L�� �ú�L���� �G�H�F�L���� �V���� �V�D�W�L�V�I�D�F���� �W�R�W�� �P�D�L�� �E�L�Q�H��

�F�H�U�L�Q� �H�O�H���� �Q�H�F�H�V�L�W��� �L�O�H�� �ú�L�� �D�ú�W�H�S�W���U�L�O�H�� �D�F�H�V�W�R�U�D���� �$�V�W�I�H�O���� �F�X�Q�R�V�F�k�Q�G�� �G�L�Q�� �Y�U�H�P�H�� �F�H�H�D�� �F�H�� �U�H�S�U�H�]�L�Q�W����

<valoare pentru beneficiar�!���� �F�R�O�H�F�W�k�Q�G���ú�L�� �D�Q�D�O�L�]�k�Q�G�� �G�D�W�H���ú�L�� �L�Q�I�R�U�P�D� �L�L�� �U�H�O�H�Y�D�Q�W�H���U�H�I�H�U�L�W�R�D�U�H�� �O�D��

�F�O�L�H�Q� �L���S�U�H�F�X�P���ú�L���O�D�� �F�H�U�L�Q� �H�O�H���� �Q�H�F�H�V�L�W��� �L�O�H���ú�L���D�ú�W�H�S�W���U�L�O�H���O�R�U���� �G�D�U���ú�L���D�G�R�S�W�k�Q�G���F�R�Q�W�L�Q�X�X���� �v�Q���P�R�G��

dinamic, metodologii care corespund cerin� �H�O�R�U�� �F�O�L�H�Q� �L�O�R�U���� �v�Q�W�U�H�S�U�L�Q�G�H�U�L�O�H�� �G�H�Y�L�Q�� �F�D�S�D�E�L�O�H�� �V����

�G�H�]�Y�R�O�W�H�� �ú�L�� �V���� �P�H�Q� �L�Q���� �U�H�O�D� �L�L�� �G�H�� �O�X�Q�J���� �G�X�U�D�W���� �F�X�� �F�O�L�H�Q� �L�L�� �O�R�U���� �S�U�H�F�X�P�� �ú�L�� �V���� �J�H�Q�H�U�H�]�H�� �E�H�Q�H�I�L�F�L�L��

�S�H�Q�W�U�X���W�R�D�W�H���S���U� �L�O�H���L�Q�W�H�U�H�V�D�W�H�� 

 

�x �0�H�P�E�U�L�L���F�R�P�L�V�L�H�L���H�O�D�E�R�U�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H�O�H���S�H���E�D�]�D���D�Q�D�O�L�]�H�L���G�H���Q�H�Y�R�L�� 

�x Se aplica chestionarele persoanelor-�
�L�Q�W�D�����F�R�Q�I�R�U�P���F�D�O�H�Q�G�D�U�X�O�X�L���U�H�D�O�L�]�D�W�� 

�x �6�H���F�R�O�H�F�W�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H�O�H�����L���V�H���D�Q�D�O�L�]�H�D�]���� 

�x �6�H���U�H�D�O�L�]�H�D�]�����R���V�L�W�X�D�
�L�H���V�W�D�W�L�V�W�L�F�D���D���U���V�S�X�Q�V�X�U�L�O�R�U���F�H�O�R�U���F�K�H�V�W�L�R�Q�D�
�L�� 

�x �6�H�� �H�O�D�E�R�U�H�D�]���� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �F�R�P�L�V�L�H�L�� �X�Q�� �U�D�S�R�U�W�� �I�L�Q�D�O�� �G�H�� �L�Q�Werpretare a 

rezultatelor; 

�x �&�K�H�V�W�L�R�Q�D�U�H�O�H���Y�R�U���I�L���G�L�V�W�U�L�E�X�L�W�H���S�H���E�D�]�D���X�Q�H�L���O�L�V�W�H���G�H���G�L�I�X�]�D�U�H�����S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q�
�L���O�H���Y�R�U��

�S�U�H�G�D���O�D���W�H�U�P�H�Q�X�O���V�W�D�E�L�O�L�W���G�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���F�R�P�L�V�L�H�L�����W�H�U�P�H�Q�X�O���G�H���D�S�O�L�F�D�U�H���Q�X���Y�D���G�H�S�����L��

�R�� �V���S�W���P�k�Q�D���� �L�D�U�� �F�H�O�� �G�H�� �S�U�H�G�D�U�H���� �L�Q�F�O�X�V�L�Y���� �F�H�Q�W�U�D�O�L�]�D�U�H�D�� �G�D�W�H�O�R�U���� �Q�X�� �Y�D�� �G�H�S�����L�� �G�R�X�D��

�V���S�W���P�k�Q�L���� 

 

8.2. Descrierea activitatii / procesului 

1. �6�H�O�H�F� �L�D���F�O�L�H�Q� �L�O�R�U���F�H���Y�R�U���I�L���F�K�H�V�W�L�R�Q�D� �L�� 

�3�U�R�F�H�V�X�O���G�H���H�Y�D�O�X�D�U�H���D���V�D�W�L�V�I�D�F� �L�H�L���F�O�L�H�Q� �L�O�R�U���V�H���U�H�D�O�L�]�H�D�]�����O�D���V�I�k�U�ú�L�W�X�O���I�L�H�F���U�X�L���D�Q���� 
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�3�H�Q�W�U�X���D���U�H�D�O�L�]�D���S�U�R�F�H�V�X�O���G�H���H�Y�D�O�X�D�U�H���D���V�D�W�L�V�I�D�F� �L�H�L��beneficiarului�����V�H���V�H�O�H�F�W�H�D�]�����F�H�L���P�D�L��

�L�P�S�R�U�W�D�Q� �L���G�L�Q�W�U�H���F�O�L�H�Q� �L�����F�H���Y�R�U���I�L���F�K�H�V�W�L�R�Q�D� �L�� 

 

�������7�U�D�Q�V�P�L�W�H�U�H���F�K�H�V�W�L�R�Q�D�U�H���G�H���H�Y�D�O�X�D�U�H���D���V�D�W�L�V�I�D�F� �L�H�L���F�O�L�H�Q� �L�O�R�U 

�6�H���W�U�D�Q�V�P�L�W���O�D���F�O�L�H�Q� �L�L���V�H�O�H�F�W�D� �L�����Ä�)�L�ú�H�O�H���F�K�H�V�W�L�R�Q�D�U���G�H���H�Y�D�O�X�D�U�H���D���V�D�W�L�V�I�D�F� �L�H�L���F�O�L�H�Q� �L�O�R�U�´���� 

 

�������(�Y�D�O�X�D�U�H�D���V�D�W�L�V�I�D�F� �L�H�L���F�O�L�H�Q� �L�O�R�U�� 

�5�H�]�X�O�W�D�W�H�O�H���F�K�H�V�W�L�R�Q�D�U�H�O�R�U���G�H���H�Y�D�O�X�D�U�H���F�R�P�S�O�H�W�D�W�H���G�H���F�O�L�H�Q� �L���V�H���H�Y�D�O�X�H�D�]�����D�V�W�I�H�O�� 

�D���� �(�Y�D�O�X�D�U�H�D�� �V�D�W�L�V�I�D�F� �L�H�L�� �F�O�L�H�Q� �L�O�R�U�� �V�H�� �U�H�D�O�L�]�H�D�]���� �S�U�L�Q�� �S�X�Q�F�W�D�U�H�D�� �U���V�S�X�Q�V�X�U�L�O�R�U�� �O�D��

�v�Q�W�U�H�E���U�L�O�H���G�L�Q���F�K�H�V�W�L�R�Q�D�U�����5���V�S�X�Q�V�X�U�L�O�H���V�X�Q�W���Q�R�W�D�W�H���D�V�W�I�H�O�� 

-foarte bine        - 10 pct. 

-bine                   -  6 pct. 

-�V�D�W�L�V�I���F���W�R�U����������������- 3 pct. 

-�Q�H�V�D�W�L�V�I���F���W�R�U��������-  0 pct. 

�E���� �3�H�� �E�D�]�D�� �G�D�W�H�O�R�U�� �G�L�Q�� �Ä�5�H�J�L�V�W�U�X�� �U�H�F�O�D�P�D� �L�L�� �F�O�L�H�Q� �L�´���� �V�H�� �F�R�P�S�O�H�W�H�D�]���� �H�Y�D�O�X�D�U�H�D����

�V�D�W�L�V�I�D�F� �L�H�L�� �F�O�L�H�Q� �L�O�R�U���� �F�X�� �S�X�Q�F�W�D�M�X�O�� �F�R�U�H�V�S�X�Q�]���W�R�U�� �U�H�F�O�D�P�D� �L�H�L�� �v�Q�U�H�J�L�V�W�U�D�W�H�� �v�Q�� �G�H�F�X�U�V�X�O�� �X�Q�X�L�� �D�Q��

pentru fiecare beneficiar . 

�3�X�Q�F�W�D�M�X�O���D�F�R�U�G�D�W���U�H�F�O�D�P�D� �L�L�O�R�U���H�V�W�H���X�U�P���W�R�U�X�O�� 

- n�L�F�L���R���U�H�F�O�D�P�D� �L�H����������������������������������- 10 pct. 

- �U�H�F�O�D�P�D� �L�L���Q�H�v�Q�W�H�P�H�L�D�W�H��������������- 5 pct. 

- �R���U�H�F�O�D�P�D� �L�H���v�Q�W�H�P�H�L�D�W����������������- 0 pct. 

�F���� �6�H�� �I�D�F�H�� �V�X�P�D�� �S�X�Q�F�W�D�M�X�O�X�L�� �R�E� �L�Q�X�W�� �ú�L�� �V�H�� �U�D�S�R�U�W�H�D�]���� �S�U�R�F�H�Q�W�X�D�O�� �O�D�� �V�X�P�D�� �P�D�[�L�P���� �D��

punctajului. 

Pe baza acestui procent, grila de apr�H�F�L�H�U�H���D���V�D�W�L�V�I�D�F� �L�H�L��beneficiarului �H�V�W�H���X�U�P���W�R�D�U�H�D�� 

�‡ 75 �±100%  - beneficiar �V�D�W�L�V�I���F�X�W���P�X�O� �X�P�L�W 

�‡ 50 �±  75%   - beneficiar �S�D�U� �L�D�O���V�D�W�L�V�I���F�X�W 

�‡ 0 �±  50%     - beneficiar �Q�H�V�D�W�L�V�I���F�X�W 

 

�������5�D�S�R�U�W�D�U�H�D���ú�L���D�Q�D�O�L�]�D���U�H�]�X�O�W�D�W�H�O�R�U���H�Y�D�O�X���U�L�L���V�D�W�L�V�I�D�F� �L�H�L���F�O�L�H�Q� �L�Oor                    
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�6�H�� �L�Q�L� �L�D�]���� �D�F� �L�X�Q�L�� �F�R�U�H�F�W�L�Y�H���� �F�R�Q�I�R�U�P�� �3�2�� �� �Ä�$�F� �L�X�Q�L�� �F�R�U�H�F�W�L�Y�H�´�� �ú�L�� �3�2�� �Ä�$�F� �L�X�Q�L��

�S�U�H�Y�H�Q�W�L�Y�H�´���� �S�H�Q�W�U�X�� �F�O�L�H�Q� �L�L�� �F�H�� �D�X�� �J�U�D�G�X�O�� �G�H�� �V�D�W�L�V�I�D�F� �L�H�� �F�X�S�U�L�Q�V�� �v�Q�W�U�H�� ��-50% (beneficiari 

�Q�H�V�D�W�L�V�I���F�X� �L���� 

�5�D�S�R�U�W�X�O�� �G�H�� �H�Y�D�O�X�D�U�H�� �D�� �V�D�W�L�V�I�D�F� �L�H�L�� �F�O�L�H�Q� �L�O�R�U���� �S�U�H�F�X�P�� �ú�L�� �R�E�V�H�U�Y�D� �L�L�O�H�� �I�R�U�P�X�O�D�W�H�� �v�Q��

�F�K�H�V�W�L�R�Q�D�U�H�O�H���G�H���H�Y�D�O�X�D�U�H�������V�X�Q�W���O�X�D�W�H���v�Q���F�R�Q�V�L�G�H�U�D�U�H�����v�Q���$�Q�D�O�L�]�D���H�I�H�F�W�X�D�W�����G�H���P�D�Q�D�J�H�P�H�Q�W. 

 

8.3. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

 

8.4. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.5. Termene 

Chestionarele se aplica conform unui calendar realizat de responsabilul comisiei. 

 

8.6. Evaluare 

�$�Q�D�O�L�]�D���D�F�W�L�Y�L�W���
�L�L���V�H���I�D�F�H���G�H���F���W�U�H���F�R�P�L�V�L�D���S�H�Q�W�U�X���H�O�D�E�R�U�D�U�H�D�����L���D�S�O�L�F�D�U�H�D���F�K�H�V�W�L�R�Q�D�U�H�O�R�U��

���L���G�H���F���W�U�H���&�(�$�&�� 

�5�H�]�X�O�W�D�W�H�O�H���I�L�H�F���U�X�L���F�K�H�V�W�L�R�Q�D�U���V�H���S�U�H�]�L�Q�W�����&�R�Q�V�L�O�L�X�O�X�L���3�U�R�I�H�V�R�U�D�O�� 

 

8.7. Dispozitii finale 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �&�K�H�V�W�L�R�Q�D�U�H�O�H�� �V�H�� �H�O�D�E�R�U�H�D�]������ �V�H�� �D�S�O�L�F���� ���L���V�H�� �L�Q�W�H�U�S�U�H�W�H�D�]���� �G�H�� �F���W�U�H�� �R�� �F�R�P�L�V�L�H�� �D�O�F���W�X�L�W����

�G�L�Q�����U�H�V�S�R�Q�V�D�E�L�O�X�O�����&�(�$�&�����L�������P�H�P�E�U�L. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L��aprobarea 

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA INSTITUTIONALA CU 

ALTE INSTITUTII DE EDUCATIE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
47 

Cod: P.O. 47 
Pagina     din 14 
Exemplar nr.:  

 

 36 

2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�$�V�L�J�X�U�D�U�H�D���F�D�O�L�W���
�L�L���S�U�R�F�H�V�X�O�X�L���G�H���F�R�P�X�Q�L�F�D�U�H���L�Q�V�W�L�W�X�
�L�R�Q�D�O�����F�X���D�O�W�H���L�Q�V�W�L�W�X�
�L�L�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA INSTITUTIONALA CU 

ALTE INSTITUTII DE EDUCATIE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
47 

Cod: P.O. 47 
Pagina     din 14 
Exemplar nr.:  

 

 39 

5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D���G�H�V�F�U�L�H���P�R�G�D�O�L�W���
�L�O�H���G�H���D�V�L�J�X�U�D�U�H���D���� �F�D�O�L�W���
�L�L���S�U�R�F�H�V�X�O�X�L���G�H��comunicare 

�L�Q�V�W�L�W�X�
�L�R�Q�D�O�����F�X���D�O�W�H���L�Q�V�W�L�W�X�
�L�L�� 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, cadrelor didactice, a personalului auxiliar. 

 

5.3.    Domeniul de aplicare  

 

�3�U�R�F�H�G�X�U�D���V�H���D�S�O�L�F�����v�Q���F�D�G�U�X�O���F�R�P�X�Q�L�F���U�L�L���F�X�� 

�x �L�Q�V�W�L�W�X�
�L�L�O�H�� ���F�R�O�D�U�H�� �G�H�� �S�U�R�Y�H�Q�L�H�Q�
���� �D�� �H�O�H�Y�L�O�R�U�� �����F�R�O�L�� �J�H�Q�H�U�D�O�H���� �D�O�W�H�� �O�L�F�H�H���� ���F�R�O�L��

�S�U�R�I�H�V�L�R�Q�D�O�H�����J�U�X�S�X�U�L�����F�R�O�D�U�H�� 

�x �L�Q�V�W�L�W�X�
�L�L���E�H�Q�H�I�L�F�L�D�U�H�����X�Q�L�Y�H�U�V�L�W���
�L�������F�R�O�L���S�R�V�W���O�L�F�H�D�O�H�� 

�x �L�Q�V�S�H�F�W�R�U�D�W�H�����F�R�O�D�U�H�����&�D�V�D���&�R�U�S�X�O�X�L���'�L�G�D�F�W�L�F 

�x �D�O�W�H�� �L�Q�V�W�L�W�X�
�L�L�� �F�X�� �U�R�O�� �v�Q�� �F�R�Q�F�H�S�H�U�H�D���� �I�X�U�Q�L�]�D�U�H�D�� ���L�� �H�Y�D�O�X�D�U�H�D�� �V�H�U�Y�L�F�L�L�O�R�U��

�H�G�X�F�D�
�L�R�Q�D�O�H���R�I�H�U�L�W�H�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q �v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 c. �K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA INSTITUTIONALA CU 

ALTE INSTITUTII DE EDUCATIE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
47 

Cod: P.O. 47 
Pagina     din 14 
Exemplar nr.:  

 

 41 

������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

Comunicarea s�H���U�H�D�O�L�]�H�D�]�����G�L�Q�V�S�U�H��unitate ���H�P�L� ���W�R�U�����v�Q�V�S�U�H���U�H�F�H�S�W�R�U�����,�6�-�����3�U�L�P���U�L�H�� 

Furnizori de servicii etc) sau �L�Q�Y�H�U�V�����,�Q�I�R�U�P�D� �L�D���H�V�W�H���H�P�L�V�����V�X�E���I�R�U�P�����V�F�U�L�V�������V�H�P�Q�D�W�����ú�L��

�ú�W�D�P�S�L�O�D�W�������L�Q�U�H�J�L�V�W�U�D�W�����G�X�S�����F�D�U�H���V�H���W�U�D�Q�V�P�L�W�H���F���W�U�H receptor. 

�6�H�F�U�H�W�D�U�X�O���ú�F�R�O�L�L���D�U�H���R�E�O�L�J�D� �L�D���G�H���D���D�V�L�J�X�U�D���G�H���U�H�F�H�S� �L�R�Q�D�U�H�D���L�Q�I�R�U�P�D� �L�H�L���G�H���F���W�U�H��

receptor. 

�,�Q�I�R�U�P�D� �L�L�O�H���G�H���R�U�G�L�Q���J�H�Q�H�U�D�O���V�H���W�U�D�Q�V�P�L�W���v�Q���H�[�W�H�U�L�R�U���S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���V�H�F�U�H�W�D�U�L�D�W�X�O�X�L�����v�Q��

�I�R�U�P�����V�F�U�L�V�����V�D�X���H�O�H�F�W�U�R�Q�L�F�����G�H���S�H���D�G�U�H�V�D���G�H���P�D�L�O���D���ú�F�R�O�L�L�� 

�,�Q�I�R�U�P�D� �L�L�O�H���G�H���R�U�G�L�Q���S�H�U�V�R�Q�D�O���V�X�Q�W���H�[�S�H�G�L�D�W�H���v�Q���I�R�U�P�����V�F�U�L�V�����S�U�L�Q���S�R�ú�W�������D�Y�k�Q�G��

confirmare de primire. 

�,�Q�I�R�U�P�D� �L�L�O�H���V�R�O�L�F�L�W�D�W�H���v�Q���V�F�U�L�V���G�L�Q���H�[�W�H�U�L�R�U���V�H���Y�R�U���U�H�S�D�U�W�L�]�D���V�H�F�Woarelor responsabile, 

�X�U�P�k�Q�G���F�D���U���V�S�X�Q�V�X�O���V�����I�L�H���G�D�W���v�Q���W�H�U�P�H�Q�X�O���O�H�J�D�O�� 

�7�U�D�Q�V�P�L�W�H�U�H�� �G�H�� �V�R�O�L�F�L�W���U�L�� �F���W�U�H�� �L�Q�V�W�L�W�X�
�L�L�O�H�� ���F�R�O�D�U�H�� �G�H�� �S�U�R�Y�H�Q�L�H�Q�
���� �D�� �H�O�H�Y�L�O�R�U�� �����F�R�O�L��

generale, licee): pentru eliberare a unor foi matricole, alte acte pentru elevii ce vin prin 

transfer, adrese pentru eliberarea certificatelor de echivalare a examenului de capacitate.  

 

�3�H�Q�W�U�X�� �L�Q�V�W�L�W�X�
�L�L�O�H�� �E�H�Q�H�I�L�F�L�D�U�H���� �H�O�L�E�H�U�D�U�H�D�� �I�R�L�O�R�U�� �P�D�W�U�L�F�R�O�H�� �S�U�R�S�U�L�L�� �S�H�Q�W�U�X�� �D�E�V�R�O�Y�H�Q�
�L�L��

unitatii, el�L�E�H�U�D�U�H�D���G�R�V�D�U�H�O�R�U���S�H�U�V�R�Q�D�O�H�����H�O�L�E�H�U�D�U�H�D���X�Q�R�U���D�G�H�Y�H�U�L�Q�
�H���G�H���D�E�V�R�O�Y�L�U�H�� 

 

�3�H�Q�W�U�X���L�Q�V�S�H�F�W�R�U�D�W�H�����F�R�O�D�U�H�����,�6�-�����&�&�'�����D�G�U�H�V�H�����U�D�S�R�D�U�W�H���V�L�W�X�D�
�L�L���F�H�U�X�W�H�� 

 

 

8.2. Monitorizarea 

 

�3�U�R�F�H�G�X�U�D�� �Y�D�� �I�L�� �P�R�Q�L�W�R�U�L�]�D�W���� �G�H�� �&���$���� �ú�L�� �&�(�$�&�� �v�Q�� �Y�H�G�H�U�H�D�� �V�W�D�E�L�O�L�U�L�L�� �S�R�O�L�Wicii viitoare. 

Toate persoanele �F�D�U�H�� �I�D�F�� �R�E�L�H�F�W�X�O�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �W�U�H�E�X�L�H�� �V���� �I�L�H�� �O�D�� �F�X�U�H�Q�W�� �F�X�� �H�[�L�V�W�H�Q� �D��

acesteia. 
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8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U fi validate de C.A. 

 

8.4. Dispozitii finale 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�U�R�F�H�G�X�U�D���H�V�W�H���S�X�V�����v�Q���D�S�O�L�F�D�U�H���S�H���W�R�W���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L�����F�R�O�D�U���G�H���F���W�U�H���F�R�Q�G�X�F�H�U�H�D�����L���v�Q��

special de serviciul Secretariat al unitatii. 

�(�F�K�L�S�D�� �P�D�Q�D�J�H�U�L�D�O�� �U�H�S�U�H�]�L�Q�W���� �L�Q�W�H�U�H�V�H�O�H�� �X�Q�L�W�D�W�L�L �L�Q�� �U�H�O�D� �L�D�� �F�X�� �H�Q�W�L�W��� �L�O�H�� �H�[�W�H�U�Q�H��

(MEN, ISJ, �3�U�L�P���U�L�H���� �&�R�Q�V�L�O�L�X�O�� �/�R�F�D�O���� �L�Q�V�W�L�W�X� �L�L�� �F�X�O�W�X�U�D�O�H���� �2�1�*-�X�U�L���� �L�Q�V�W�L�W�X� �L�L�� �S�D�U�W�H�Q�H�U�H�� �H�W�F��������

  Serviciul secretariat �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �S�X�Q�H�U�H�D�� �O�D�� �G�L�V�S�R�]�L� �L�H�� �v�Q�� �P�R�G�� �Q�H�P�L�M�O�R�F�L�W�� �D��

�L�Q�I�R�U�P�D� �L�L�O�R�U���F�X���F�D�U�D�F�W�H�U���J�H�Q�H�U�D�O�����S�U�L�Q���D�I�L�ú�D�U�H�D���O�D���D�Y�L�]�L�H�U�X�O���ú�F�R�O�L�L���D���D�F�H�V�W�R�U�D���V�D�X���D���L�Q�I�R�U�P�D� �L�L�O�R�U��

�F�X�� �F�D�U�D�F�W�H�U�� �S�D�U�W�L�F�X�O�D�U�� �V�R�O�L�F�L�W�D�W�H�� �G�H�� �F���W�U�H�� �S�H�U�V�R�D�Q�H�O�H�� �L�Q�W�H�U�H�V�D�W�H���� �v�Q�� �F�D�G�U�X�O�� �E�L�U�R�X�O�X�L�� �V�H�F�U�H�W�D�U�L�D�W����

�)�L�H�F�D�U�H���L�Q�I�R�U�P�D�U�H���V�F�U�L�V�����Y�D���I�L���v�Q�U�H�J�L�V�W�U�D�W�����v�Q���U�H�J�L�V�W�U�X�O���G�H���L�Q�W�U���U�L-�L�H�ú�L�U�L���� 

�3�U�R�I�H�V�R�U�L�L�� �G�L�U�L�J�L�Q� �L �V�H�� �R�F�X�S���� �G�H�� �L�Q�I�R�U�P�D�U�H�D�� �H�O�H�Y�L�O�R�U�� �ú�L�� �D�� �I�D�P�L�O�L�Llor acestora asupra 

�V�L�W�X�D� �L�H�L���O�D���v�Q�Y��� ���W�X�U�����ú�L���D���V�L�W�X�D� �L�H�L���G�L�V�F�L�S�O�L�Q�D�U�H�����O�D���F�H�U�H�U�H���V�D�X���G�H���F�k�W�U�H���R�U�L���H�V�W�H���F�D�]�X�O���� 

�ù�H�I�L�L�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���� �ú�H�I�L�L�� �G�H�� �F�D�W�H�G�U�H���F�R�P�L�V�L�L�� �P�H�W�R�G�L�F�H sunt responsabili de 

�W�U�D�Q�V�P�L�W�H�U�H�D�� �L�Q�I�R�U�P�D� �L�H�L�� �v�Q�� �F�D�G�U�X�O�� �V�W�U�X�F�W�X�U�L�O�R�U���S�U�R�S�U�L�L�� �ú�L�� �G�H�� �S�U�H�O�X�D�U�H�D�� �L�Q�I�R�U�P�D� �L�L�O�R�U���� �D�V�L�J�X�U�k�Q�G��

feed-back; 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�x �&�R�P�X�Q�L�F�D�U�H�D�����F�X���S���U�L�Q�
�L�L���S�H�U�L�R�G�L�F�����v�Q���Y�H�G�H�U�H�D���R�E�
�L�Q�H�U�L�L���X�Q�R�U���U�H�]�X�O�W�D�W�H���E�X�Q�H���G�H���F���W�U�H���W�R�
�L��

elevii.  

�x Aceasta �S�U�R�F�H�G�X�U�D�� �G�X�F�H�� �O�D�� �G�L�P�L�Q�X�D�U�H�D�� �L�Q�V�X�F�F�H�V�X�O�X�L�� ���F�R�O�D�U���� �D�� �D�E�V�H�Q�W�H�L�V�P�X�O�X�L�� ���L�� �S�R�D�W�H��

�D�M�X�W�D���O�D���L�Q�W�H�J�U�D�U�H�D���H�O�H�Y�L�O�R�U���F�X���S�U�R�E�O�H�P�H���v�Q���F�R�O�H�F�W�L�Y�X�O���F�O�D�V�H�L�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D�� �G�H�V�F�U�L�H�� �P�R�G�D�O�L�W���
�L�O�H�� �G�H�� �D�V�L�J�X�U�D�U�H�� �F�R�P�X�Q�L�F�D�U�L�L�� �F�X�� �S�D�U�L�Q�W�L�L�� �S�H�U�L�R�G�L�F���� �L�Q��

vederea obtinerii unor rezultate bune de catre toti elevii. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica de catre profesorii diriginti ai Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L, la toate clasele. 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

     �������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

�ƒ O�U�G�R�Q�D�Q� �D���G�H���X�U�J�H�Q� ���� �Q�U���� ���������������� �S�U�L�Y�L�Q�G���L�Q�V�W�L�W�X�L�U�H�D���X�Q�R�U���P���V�X�U�L���v�Q���G�R�P�H�Q�L�X�O��

e�G�X�F�D� �L�H�L �ú�L���S�H�Q�W�U�X���P�R�G�L�I�L�F�D�U�H�D���X�Q�R�U���D�F�W�H���Q�R�U�P�D�W�L�Y�H 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L �v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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7.  �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �úef 

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

8.1. Generalitati 

 

�Ì�Q�� �F�D�G�U�X�O�� �S�U�L�P�H�L�� �ú�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L�� �D�� �I�L�H�F���U�X�L�� �D�Q�� �ú�F�R�O�D�U�� �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W��� �L�L�� �Y�D�� �S�U�H�]�H�Q�W�D��

�5�H�J�X�O�D�P�H�Q�W�X�O���G�H���2�U�G�L�Q�H���,�Q�W�H�U�L�R�D�U�����ú�L���S�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�������&�X���D�F�H�D�V�W�����R�F�D�]�L�H���V�H���Y�D���v�Q�W�R�F�P�L���X�Q��

�S�U�R�F�H�V���Y�H�U�E�D�O���G�H���O�X�D�U�H���O�D���F�X�Q�R�ú�W�L�Q� �����F�D�U�H���Y�D���I�L���V�H�P�Q�D�W���G�H���F���W�U�H���I�L�H�F�D�U�H���S��rinte.  

 

�/�D���v�Q�F�H�S�X�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U���I�L�H�F�D�U�H���S���U�L�Q�W�H���Y�D completa un chestionar. 

 

�'�L�U�L�J�L�Q�W�L�L�� �D�X�� �R�E�O�L�J�D� �L�D�� �P�H�Q� �L�Q�H�U�L�L�� �X�Q�X�L�� �S�H�U�P�D�Q�H�Q�W�� �F�R�Q�W�D�F�W�� �F�X�� �S���U�L�Q�W�L�L�� �� �H�O�H�Y�L�O�R�U���� �0�L�M�O�R�D�F�H�O�H�� �G�H��

comunicare utilizate vor fi: 

 �6�W�D�E�L�O�L�U�H�D�� �G�H�� �F�R�Q�W�D�F�W�H�� �ú�L�� �L�Q�W�D�O�Q�L�U�L�� �S�H�U�V�R�Q�D�O�H�����V���S�W���P�k�Q�D�O�� �V�X�Q�W�� �S�O�D�Q�L�I�L�F�D�W�H�� �]�L�O�H�� �G�H��

�F�R�Q�V�X�O�W�D� �L�L���F�X���S���U�L�Q� �L�L���� 

 Contacte prin telefon si fax; 

 Corespondenta prin posta, e-mail etc. 

 

�'�L�U�L�J�L�Q�W�L�L�� �D�X�� �R�E�O�L�J�D� �L�D�� �R�U�J�D�Q�L�]���U�L�L�� �G�H�� �ù�H�G�L�Q� �H�� �F�X�� �S���U�L�Q� �L�L�� �H�O�H�Y�L�O�R�U�� �G�H�� �P�L�Q�L�P�X�P�� ���� �R�U�L�� �S�H��

�V�H�P�H�V�W�U�X�����2�U�J�D�Q�L�]�D�U�H�D���ú�H�G�L�Q� �H�O�R�U �F�X���S���U�L�Q� �L�L���L�P�S�O�L�F�����S�D�U�F�X�U�J�H�U�H�D���X�U�P�D�W�R�D�U�H�O�R�U���H�W�D�S�H�� 

 Stabilirea agendei de lucru de catre diriginte; 

 �'�H�V�I���ú�X�U�D�U�H�D���v�Q�W�k�O�Q�L�U�L�L���F�X���U�H�V�S�H�F�W�D�U�H�D���S�X�Q�F�W�H�O�R�U���G�H���S�H���D�J�H�Q�G�D���G�H���O�X�F�U�X�� 

 �6�W�D�E�L�O�L�U�H�D�� �X�Q�X�L�� �S�O�D�Q�� �F�R�P�X�Q�� �G�H�� �D�F� �L�X�Q�L�� �F�H�� �X�U�P�H�D�]���� �D�� �I�L�� �G�H�V�I���ú�X�U�D�W�H�� �ú�L�� �F�D�U�H�� �D�X��ca scop 

�F�U�H�ú�W�H�U�H�D���F�D�O�L�W��� �L�L���H�G�X�F�D� �L�H�L���H�O�H�Y�L�O�R�U�� 

 �Ì�Q�W�R�F�P�L�U�H�D�� �X�Q�X�L�� �S�U�R�F�H�V�� �Y�H�U�E�D�O�� �v�Q�� �F�D�U�H�� �Y�R�U�� �I�L�� �F�R�Q�V�H�P�Q�D�W�H�� �F�R�Q� �L�Q�X�W�X�U�L�O�H�� �ú�L�� �U�H�]�X�O�W�D�W�H�O�H��

�G�L�V�F�X� �L�L�O�R�U���S�X�U�W�D�W�H���F�X���S���U�L�Q� �L�L�� 

          �3�U�R�F�H�V�H�O�H���Y�H�U�E�D�O�H���v�Q�F�K�H�L�D�W�H���F�X���D�F�H�D�V�W�����R�F�D�]�L�H���Y�R�U���I�L���S�U�H�G�D�W�H���&�R�Q�V�L�O�L�H�U�X�O�X�L�������� profesoral. 

 

�&�R�P�X�Q�L�F�D�U�H�D�� �G�D�W�H�L�� �ú�L�� �R�U�H�L�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�� �D�� �ú�H�G�L�Q� �H�L�� �V�H�� �I�D�F�H�� �v�Q�� �V�F�U�L�V�� �G�H�� �F�D�W�U�H�� �G�L�U�L�J�L�Q�W�L�� �F�X��

�P�L�Q�L�P�X�P�������]�L�O�H���L�Q�D�L�Q�W�H�D���G�H�V�I���ú�X�U���U�L�L���ú�H�G�L�Q� �H�L���L�D�U���X�Q�X�O���G�L�Q���S���U�L�Q� �L���V�H�P�Q�H�D�]�����S�H�Q�W�U�X���F�R�Q�I�L�U�P�D�U�H�� 

 

�/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L va organiza de minimum 2 ori pe an 

�ù�H�G�L�Q� �D���F�X���S���U�L�Q� �L�L���S�H���X�Q�L�W�D�W�H���O�D���F�D�U�H���H�V�W�H���R�E�O�L�J�D�W�R�U�L�H���S�U�H�]�H�Q�W�D���&�R�P�L�W�H�W�X�O�X�L���G�H���S���U�L�Q� �L���D�O���I�L�H�F�D�U�H�L��
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�J�U�X�S�H���� �3�H�Q�W�U�X�� �D�F�H�D�V�W�D�� �S���U�L�Q� �L�L�� �Y�R�U�� �I�L�� �L�Q�I�R�U�P�D� �L�� �� �G�H�� �F���W�U�H��diriginte �v�Q�� �V�F�U�L�V�� �F�X�� �P�L�Q�L�P�X�P�� ���� �]�L�O�H��

inainte. 

                

�3�D�U�W�L�F�L�S�D�U�H�D���O�D���ú�H�G�L�Q� �H�O�H���F�X���S���U�L�Q� �L�L���S�H���X�Q�L�W�D�W�H���H�V�W�H���R�E�O�L�J�D�W�R�U�L�H���S�H�Q�W�U�X���W�R�W�L���G�L�U�L�J�L�Q�W�L�L�� 

 

�ù�H�G�L�Q� �D�� �F�X�� �S���U�L�Q� �L�L�� �S�H�� �X�Q�L�W�D�W�H�� �Y�D�� �I�L�� �S�U�H�]�L�G�D�W�D�� �G�H�� �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W�D�W�L�L�� �L�D�U�� �H�W�D�S�H�O�H�� �S�D�U�F�X�U�V�H�� �Y�R�U�� �I�L��

�D�F�H�O�H�D�ú�L���F�D���ú�L���v�Q���F�D�]�X�O���ú�H�G�L�Q� �H�L���F�X���S���U�L�Q� �L�L���H�O�H�Y�L�O�R�U���S�H���F�O�D�V�H�� 

 

Unitatea de invatamant �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �R�U�J�D�Q�L�]�D�� �S�H�U�L�R�G�L�F�� �O�H�F�W�R�U�D�W�H�� �F�X�� �S���U�L�Q� �L�L�� �H�O�H�Y�Llor pe 

teme de interes general. 

 

�0�H�P�E�U�L�L���&���(���$���&�����v�ú�L���D�V�X�P�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���v�Q�W�R�F�P�L�U�L�L���X�Q�H�L���E�D�]�H���G�H���G�D�W�H���L�Q�G�L�Y�L�G�X�D�O�H���v�Q���F�D�U�H��

�Y�R�U�� �I�L�� �L�Q�F�O�X�V�H�� �G�D�W�H�� �S�H�U�V�R�Q�D�O�H�� �D�O�H�� �I�L�H�F���U�X�L�� �H�O�H�Y���� �L�Q�F�O�X�V�L�Y�� �G�D�W�H�� �G�H�� �F�R�Q�W�D�F�W�� �D�O�H�� �S���U�L�Q� �L�O�R�U�� �V�D�X��

�W�X�W�R�U�L�O�R�U���O�H�J�D�O�L�����3�H�Q�W�U�X���v�Q�W�R�F�P�L�U�H�D���V�D�X���D�F�W�X�D�O�L�]�D�U�H�D���E�D�]�H�L���G�H���G�D�W�H���V�H vor utiliza chestionarele cu 

�G�D�W�H���G�H���L�G�H�Q�W�L�I�L�F�D�U�H���F�R�P�S�O�H�W�D�W�H���G�H���F���W�U�H���S���U�L�Q� �L���O�D���v�Q�F�H�S�X�W�X�O���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U������������������������������������ 

 

�&�R�Q�V�L�O�L�X�O���U�H�S�U�H�]�H�Q�W�D�W�L�Y���D�O���S���U�L�Q� �L�O�R�U���G�L�Q���X�Q�L�W�D�W�H���S�R�D�W�H���I�L���D�O�F���W�X�L�W���G�L�Q��������- �����P�H�P�E�U�L�L���ú�L���Y�D���I�L���D�O�H�V��

�S�U�L�Q���Y�R�W���G�H�V�F�K�L�V���v�Q���F�D�G�U�X�O���S�U�L�P�H�L���ú�H�G�L�Q� �H���F�X���S���U�L�Q� �L�L���D���I�L�H�F���U�X�L���D�Q���ú�F�R�O�D�U������ 

 

�,�Q���F�D�G�U�X�O���ú�H�G�L�Q� �H�O�R�U���F�X���S���U�L�Q� �L�L���V�H���Y�R�U���I�D�F�H���S�U�R�S�X�Q�H�U�L���F�X���S�U�L�Y�L�U�H���O�D���P�R�G�H�U�Q�L�]�D�U�H�D���ú�L���v�Q�W�U�H� �L�Q�H�U�H�D��

�E�D�]�H�L���P�D�W�H�U�L�D�O�H���G�L�G�D�F�W�L�F�H���D���V���O�L�L���G�H���F�O�D�V���� 

 

�'�L�U�L�J�L�Q�W�L�L�� �Y�R�U�� �L�P�S�O�L�F�D�� �v�Q�� �D�F�W�L�Y�L�W��� �L�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �D�F�H�L���S���U�L�Q� �L�� �F�D�U�H�� �D�X�� �G�L�V�S�R�Q�L�E�L�O�L�W�D�W�H�D�� �G�H�� �D��

participa. 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA FORMALA EXTERNA CU 

PARINTII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
48 

Cod: P.O. 48 
Pagina     din  15 
Exemplar nr.:  

 

 59 

8.2. Descrierea procedurii 

Etapa Activitatea 
Responsa-

bil  
Termen 

Elaborarea unor grafice 
�F�X�� �G�D�W�H�O�H�� ���H�G�L�Q�
�H�O�R�U�� �F�X��
�S���U�L�Q�
�L�L 

�'�L�U�L�J�L�Q�
�L�L�� �I�L�[�H�D�]���� �G�D�W�H�O�H�� ���L�� �W�H�P�D�W�L�F�D��
���H�G�L�Q�
�H�O�R�U���F�X���S���U�L�Q�
�L�L 
 
Comunica responsabilului CA 
 
Comunica elevilor datele stabilite 

�'�L�U�L�J�L�Q�
�L�L 
 
 
Resp. CA 
 
�'�L�U�L�J�L�Q�
�L�L 

1-10 sept. 
 
 
14 sept. 
 
20 sept. 

Elaborarea proceselor 
�Y�H�U�E�D�O�H�� �G�H�� �O�D�� ���H�G�L�Q�
�H�O�H��
�F�X���S���U�L�Q�
�L�L 

�'�L�U�L�J�L�Q�W�H�O�H�� �v�Q�W�R�F�P�H���W�H�� �R�U�G�L�Q�H�D�� �G�H�� �]�L�� �D��
���H�G�L�Q�
�H�L 
 
�'�L�U�L�J�L�Q�W�H�O�H�� �S�U�H�J���W�H���W�H���P�D�W�H�U�L�D�O�H�O�H�� ���L��
�S�U�H�]�H�Q�W���U�L�O�H���S�S�W�� 

�'�L�U�L�J�L�Q�
�L�L�� 
 
 
�'�L�U�L�J�L�Q�
�L�L�� 

�Ì�Q�D�L�Q�W�H�D��
�I�L�H�F���U�H�L��
���H�G�L�Q�
�H 

Comunicarea graficelor 
�F�X�� �G�D�W�H�O�H�� ���H�G�L�Q�
�H�O�R�U�� �F�X��
�S���U�L�Q�
�L�L���F���W�U�H���H�O�H�Y�L 

�'�L�U�L�J�L�Q�
�L�L�� �F�R�P�X�Q�L�F�D�� �G�D�W�H�O�H�� �V�L�� �W�H�P�D�W�L�F�D��
���H�G�L�Q�
�H�O�R�U���F�X���S���U�L�Q�
�L�L���H�O�H�Y�L�O�R�U 
 
�(�O�H�Y�L�L���F�R�P�X�Q�L�F�D���S���U�L�Q�
�L�O�R�U��datele stabilite in 
�J�U�D�I�L�F���V�X�E���V�X�S�U�D�Y�H�J�K�H�U�H�D���G�L�U�L�J�L�Q�
�L�O�R�U 

�'�L�U�L�J�L�Q�
�L�L�� 
 
 
�'�L�U�L�J�L�Q�
�L�L�� 

�Ì�Q�D�L�Q�W�H�D��
�I�L�H�F���U�H�L��
���H�G�L�Q�
�H 

Redactarea proceselor 
�Y�H�U�E�D�O�H�� �v�Q�� �F�D�G�U�X�O��
���H�G�L�Q�
�H�O�R�U���F�X���S���U�L�Q�
�L�L 

�'�L�U�L�J�L�Q�
�L�L�� �F�R�P�S�O�H�W�H�D�]���� �S�U�R�F�H�V�H�O�H�� �Y�H�U�E�D�O�H�� �v�Q��
�W�L�P�S�X�O���G�H�V�I�����X�U���U�L�L�����H�G�L�Q�
�H�O�R�U���F�X���S���U�L�Q�
�L�L 

�'�L�U�L�J�L�Q�
�L�L La fiecare 
���H�G�L�Q�
���� �F�X��
�S���U�L�Q�
�L�L 

 

8.3. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.5. Dispozitii finale 

�3�U�R�F�H�G�X�U�D�� �H�V�W�H�� �R�E�O�L�J�D�W�R�U�L�H�� ���L�� �W�U�H�E�X�L�H�� �D�S�O�L�F�D�W���� �G�H�� �F���W�U�H�� �W�R�
�L�� �S�U�R�I�H�V�R�U�L�L�� �G�L�U�L�J�L�Q�
�L�� �v�Q��

colab�R�U�D�U�H���F�X���S���U�L�Q�
�L�L���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U�����S�H�Q�W�U�X���F�R�Q�W�U�R�O�X�O���S�U�R�G�X�V�X�O�X�L���Q�H�F�R�Q�I�R�U�P�����S�H�Q�W�U�X���F�U�H���W�H�U�H�D��

�F�D�O�L�W���
�L�L���D�F�W�L�Y�L�W���
�L�L���L�Q�V�W�U�X�F�W�L�Y-educative. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�U�R�F�H�G�X�U�D���H�V�W�H���S�X�V�����L�Q���D�S�O�L�F�D�U�H���G�H���F���W�U�H���S�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q�W�L�����F�D�U�H���G�H�V�I�����R�D�U�����D�F�W�L�Y�L�W���
�L���v�Q��

cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

-  �3�U�R�F�H�G�X�U�D���Y�D���I�L���D�S�O�L�F�D�W�����G�H���F���W�U�H��cadrele didactice din cadrul unitatii; 

          - �0�H�P�E�U�L�L���&���(���$���&�����U���V�S�X�Q�G���G�H���F�R�P�S�O�H�W�D�U�H�D���ú�L���D�F�W�X�D�O�L�]�D�U�H�D���S�H�U�P�D�Q�H�Q�W�D���D���E�D�]�H�L���F�X���G�D�W�H��

personale ale elevilor �ú�L���G�D�W�H���G�H���F�R�Q�W�D�F�W���D�O�H���S���U�L�Q� �L�O�R�U���V�D�X���W�X�W�R�U�L�O�R�U���O�H�J�D�O�L�� 

          - �'�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���ú�L���S�U�H�ú�H�G�L�Q�W�H�O�H���&���(���$���&�����V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L���S�H�Q�W�U�X���L�P�S�O�H�P�H�Q�W�D�U�H�D���ú�L��

�P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

        -   Consilierul profesoral este responsabil: 

 De verificarea respectarii acestei proceduri; 

 �$�V�L�J�X�U�D�U�H�D�� �F�R�Q�G�L� �L�L�O�R�U�� �G�H�� �S���V�W�U�D�U�H�� �D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U�� �F�H�U�X�W�H�� �G�H�� �G�H�V�I���ú�X�U�D�U�H�D�� �F�X�U�H�Q�W���� �D��

�S�U�R�F�H�G�X�U�L�L�����S�U�R�F�H�V�H���Y�H�U�E�D�O�H���D�O�H���ú�H�G�L�Q� �H�O�R�U���F�X���S���U�L�Q� �L�L�����D�O�W�H���G�R�F�X�P�H�Q�W�H���F�H���D�W�H�V�W�����F�R�P�X�Q�L�F�D�U�H�D���F�X��

�S���U�L�Q� �L�L���S�U�H�ú�F�R�O�D�U�L�O�R�U���� 

        -  �3���U�L�Q� �L�L���S�R�D�U�W�D���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���F�R�P�S�O�H�W���U�L�L���F�R�U�H�F�W�H���D���I�R�U�P�X�O�D�U�H�O�R�U���W�L�S�L�]�D�W�H���� 

        -   �&���(���$���&�����D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���U�H�Y�L�]�X�L�U�H���D�Q�X�D�O�������D���S�U�R�F�H�G�X�U�L�L�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� ia sau, 

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H���W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
Dum�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA FORMALA EXTERNA CU 
ANGAJATORII SI CU ALTE INSTITUTII SI 
GRUPURI SEMNIFICATIVE DE INTERES  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
49 

Cod: P.O. 49 
Pagina     din  15 
Exemplar nr.:  

 

 67 

4. Scopul procedurii operationale 

 

4.1. Scop 

�5�H�J�O�H�P�H�Q�W�D�U�H�D�� �S�U�R�F�H�V�X�O�X�L�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �H�[�W�H�U�Q�� cu personalul didactic, nedidactic, 

auxiliar, e�O�H�Y�L�L���� �I�D�P�L�O�L�L�O�H�� �D�F�H�V�W�R�U�D���� �L�Q�V�W�L�W�X� �L�L�O�H partenere sau ie�U�D�U�K�L�F�� �V�X�S�H�U�L�R�D�U�H�� �ú�L��

persoanele �G�L�Q���H�[�W�H�U�L�R�U���L�Q�W�H�U�H�V�D�W�H���G�H���D�Q�X�P�L�W�H���S�U�R�E�O�H�P�H���O�H�J�D�W�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���G�H�V�I���ú�X�U�D�W����

�V�D�X���F�D�U�H���X�U�P�H�D�]�����D���V�H���G�H�V�I���ú�X�U�D���v�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�Drcini  �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- Procedura descrie modul in care este implementata si se stabilesc recomandarile 

pentru imbunatatirea comunicarii externe. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, cadrelor didactice, a personalului auxiliar. 

 

  5.3.      Domeniu de aplicare 

 

- �(�V�W�H���D�S�O�L�F�D�E�L�O�����W�X�W�X�U�R�U���P�H�P�E�U�L�O�R�U���S�H�U�V�R�Q�D�O�X�O�X�L���G�L�G�D�F�W�L�F�����Q�H�G�L�G�D�F�W�L�F�����D�X�[�L�O�L�D�U�����F�k�W��

�ú�L�� �H�O�H�Y�L�O�R�U���� �I�D�P�L�O�L�L�O�R�U�� �D�F�H�V�W�R�U�D���� �L�Q�V�W�L�W�X� �L�L�O�R�U�� �S�D�U�W�H�Q�H�U�H�� �V�D�X�� �L�H�U�D�U�K�L�F�� �V�X�S�H�U�L�R�D�U�H�� �ú�L��

persoanelor din exterior interesate de anumite probleme legate de activitatea 

�G�H�V�I���ú�X�U�D�W�����V�D�X���F�D�U�H���X�U�P�H�D�]�����D���V�H���G�H�V�I���ú�X�U�D���v�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

6.2. �/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Yersitar - H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x Ghidul Co�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O��profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�Hi 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�Pponente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�7�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���ú�L���G�R�Y�H�]�L�O�H���S�H���E�D�]�D���F���U�R�U�D���V�H���I�D�F�H���F�R�P�X�Q�L�F�D�U�H�D���V�H���D�I�O�����v�Q��dosarele 

�F�R�P�L�V�L�L�O�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���ú�L���v�Q���G�R�F�X�P�H�Q�W�H�O�H���H�F�K�L�S�H�L���P�D�Q�D�J�H�U�L�D�O�H�� 

�3�U�R�F�H�V�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���S�U�H�V�X�S�X�Q�H���H�[�L�V�W�H�Q� �D���X�U�P���W�R�D�U�H�O�R�U���F�R�P�S�R�Q�H�Q�W�H�� 

 

�¾ �(�P�L� ���W�R�U�X�O�����V�X�U�V�D����� ���R�U�L�F�H���P�H�P�E�U�X���D�O���R�U�J�D�Q�L�]�D� �L�H�L���F�D�U�H���G�H� �L�Q�H���L�Q�I�R�U�P�D� �L�L�����L�G�H�L�����L�Q�W�H�Q� �L�L��

�ú�L�� �R�E�L�H�F�W�L�Y�H�� �F�H���S�U�L�Y�H�V�F�� �F�R�P�X�Q�L�F�D�U�H�D���� �$�F�H�D�V�W�D�� �I�R�U�P�X�O�H�D�]���� �P�H�V�D�M�X�O���� �D�O�H�J�H�� �O�L�P�E�D�M�X�O����

�U�H�F�H�S�W�R�U�X�O�� ���G�H�V�W�L�Q�D�W�D�U�X�O���� �ú�L�� �P�L�M�O�R�F�X�O�� �G�H�� �F�R�P�X�Q�L�F�D�U�H���� �'�H�ú�L�� �D�U�H�� �F�H�O�� �P�D�L�� �L�P�S�R�U�W�D�Q�W���U�R�O�� �v�Q��

�L�Q�L�
�L�H�U�H�D���F�R�P�X�Q�L�F���U�L�L�����Q�X���S�R�D�W�H���F�R�Q�W�U�R�O�D���S�H���G�H�S�O�L�Q���D�Q�V�D�P�E�O�X�O���S�U�R�F�H�V�X�O�X�L�� 

 

�¾ Receptorul (destinatarul) = or�L�F�D�U�H���P�H�P�E�U�X���D�O���R�U�J�D�Q�L�]�D� �L�H�L���� �F�D�G�U�X���G�H���F�R�Q�G�X�F�H�U�H���V�D�X��

�H�[�H�F�X�W�D�Q�W���ú�L���O�X�L���v�L���H�V�W�H���G�H�V�W�L�Q�D�W���P�H�V�D�M�X�O���� �,�P�S�R�U�W�D�Q� �D���U�H�F�H�S�W�R�U�X�O�X�L���v�Q�W�U-o comunicare nu 

�H�V�W�H���P�D�L���P�L�F�����G�H�F�k�W���D���H�P�L�W�H�Q�W�X�O�X�L���� 

 
 

�¾ Canalele de comunicare. �$�F�H�V�W�H�D���V�X�Q�W���W�U�D�V�H�H�O�H���S�H���F�D�U�H���F�L�U�F�X�O�����P�H�V�D�M�H�O�H�����'�X�S����gradul 

lor de formalizare pot fi: 

�x Canale oficiale sau formale���� �V�X�S�U�D�S�X�V�H�� �U�H�O�D� �L�L�O�R�U�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H���� �(�O�H��

�Y�H�K�L�F�X�O�H�D�]���� �L�Q�I�R�U�P�D� �L�L�� �v�Q�W�U�H�� �S�R�V�W�X�U�L���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �ú�L�� �Q�L�Y�H�O�X�U�L�� �L�H�U�D�U�K�L�F�H����

�(�I�L�F�L�H�Q� �D�� �F�R�P�X�Q�L�F���U�L�L�� �G�H�S�L�Q�G�H�� �G�H�� �P�R�G�X�O�� �G�H�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�O�� �D�F�H�V�W�R�U�� �F�D�Q�D�O�H����

Apa�U�L� �L�D�� �X�Q�R�U�� �E�O�R�F�D�M�H�� �I�U�H�F�Y�H�Q�W�H�� �v�Q�� �D�Q�X�P�L�W�H�� �S�X�Q�F�W�H�� �L�Q�G�L�F���� �Q�H�F�H�V�L�W�D�W�H�D��

�U�H�Y�L�]�X�L�U�L�L�� �S�R�V�W�X�U�L�O�R�U�� �V�D�X�� �D�� �L�Q�Y�H�V�W�L�J���U�L�L�� �F�O�L�P�D�W�X�O�X�L�� �G�H�� �P�X�Q�F������ �D�� �U�H�O�D� �L�L�O�R�U��

�L�Q�W�H�U�Q�D� �L�R�Q�D�O�H�� 

�x Canalele neoficiale sau informale. Acestea sunt generate de organizarea 

�Q�H�I�R�U�P�D�O������ �(�O�H�� �F�R�Q�V�W�L�W�X�L�H�� �F���L�� �D�G�L� �L�R�Q�D�O�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �F�D�U�H�� �S�H�U�P�L�W��

�P�H�V�D�M�H�O�R�U���V�����S�H�Q�H�W�U�H�]�H���F�D�Q�D�O�H�O�H���R�I�L�F�L�D�O�H�����'�H�S�����L�Q�G���E�D�U�L�H�U�H�O�H���O�H�J�D�W�H���G�H���V�W�D�W�X�W��

�ú�L�� �L�H�U�D�U�K�L�F�� �U�H� �H�D�X�D�� �F�D�Q�D�O�H�O�R�U�� �L�Q�I�R�U�P�D�O�H�� �S�R�D�W�H�� �Y�H�K�L�F�X�O�D�� �ú�W�L�U�L���� �Q�R�X�W��� �L����

�L�Q�I�R�U�P�D� �L�L�����P�D�L���U�D�S�L�G���G�H�F�k�W���F�D�Q�D�O�H�O�H���I�R�U�P�D�O�H�� 
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8.2. Descrierea procedurii  

 

�o  �,�Q�I�R�U�P�D�
�L�D�� �F�X�� �F�D�U�D�F�W�H�U�� �J�H�Q�H�U�D�O���� �v�Q�� �L�Q�W�H�U�H�V�� �G�H�� �V�H�U�Y�L�F�L�X�� ���S�H�Q�W�U�X�� �D�Q�J�D�M�D� �L�L�� �ú�F�R�O�L�L������ �S�R�D�W�H��

�D�Y�H�D�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� ���S�H�Q�W�U�X�� �D�Q�J�D�M�D� �L���� �H�O�H�Y�L���� �V�D�X�� �F�D�U�D�F�W�H�U�� �R�I�L�F�L�D�O�� ���S�H�Q�W�U�X�� �L�Q�V�W�L�W�X� �L�L��

�S�D�U�W�H�Q�H�U�H���� �D�O�W�H�� �ú�F�R�O�L�� �G�H�� �O�D�� �F�D�U�H�� �H�O�H�Y�L�L�� �S�U�R�Y�L�Q�� �V�D�X�� �D�J�H�Q� �L�� �H�F�R�Q�R�P�L�F�L���O�D�� �F�D�U�H�� �H�O�H�Y�L�L�� �v�ú�L��

�G�H�V�I���ú�R�D�U�����V�W�D�J�L�L�O�H���S�U�D�F�W�L�F�H���V�D�X���S�H�Q�W�U�X���L�Q�V�W�L�W�X� �L�L���L�H�U�D�U�K�L�F���V�X�S�H�U�L�R�D�U�H���V�D�X���S�H�Q�W�U�X���I�D�P�L�O�L�L�O�H��

�H�O�H�Y�L�O�R�U���ú�F�R�O�L�L���� 

�o  �,�Q�I�R�U�P�D� �L�L�O�H���F�X���F�D�U�D�F�W�H�U���J�H�Q�H�U�D�O���Y�R�U���I�L���S�X�V�H���O�D���G�L�V�S�R�]�L� �L�D���S�H�U�V�R�D�Q�H�O�R�U���L�Q�W�H�U�H�V�D�W�H���G�H���F���W�U�H��

membrii Serviciului Secretariat, prin intermediul site-�X�O�X�L�� �ú�F�R�O�L�L�� �V�D�X�� �S�U�L�Q�� �P�D�W�H�U�L�D�O�H��

publicitare. 

�o  �,�Q�I�R�U�P�D� �L�L�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �G�H�� �V�H�U�Y�L�F�L�X�� �V�H�� �R�E� �L�Q�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �D�Q�J�D�M�D�W�� �I�R�O�R�V�L�Q�G��

int�H�U�Q�H�W�X�O���� �D�F�F�H�V�k�Q�G�� �V�L�W�H-urile MEN���� �$�5�$�&�,�3���� �&�&�'���� �,�6�-�� �V�D�X�� �G�R�F�X�P�H�Q�W�H�O�H���X�Q�L�W��� �L�L�� �G�H��

�v�Q�Y��� ���P�k�Q�W���� �$�F�H�V�W�H�� �L�Q�I�R�U�P�D� �L�L�� �P�D�L�� �S�R�W�� �I�L�� �R�E� �L�Q�X�W�H�� �ú�L�� �G�H�� �O�D�� �6�H�U�Y�L�F�L�X�O�� �6�H�F�U�H�W�D�U�L�D�W����

�&�R�P�X�Q�L�F�D�U�H�D���F�X���D�F�H�V�W�H���L�Q�V�W�L�W�X� �L�L���V�H���U�H�D�O�L�]�H�D�]�����S�U�L�Q���D�G�U�H�V�H���V�F�U�L�V�H�����W�H�O�H�I�R�Q�L�F�����S�U�L�Q���I�D�[�����H-

�P�D�L�O�����3�H�U�L�R�G�L�F���V�H���U�H�D�O�L�]�H�D�]�����U�D�S�R�U�W���U�L�O�H���F�H�U�X�W�H���G�H���,�6�-���V�D�X���$�5�$�&�,�3�� 

�o  �,�Q�I�R�U�P�D� �L�L�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O�� �V�H�� �S�R�W�� �R�E� �L�Q�H�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �D�Q�J�D�M�D�W�� �G�H�� �O�D��

�6�H�U�Y�L�F�L�X�O�� �6�H�F�U�H�W�D�U�L�D�W���� �F�R�Q�W�D�E�L�O�L�W�D�W�H�� �V�D�X�� �F�R�Q�G�X�F�H�U�H�D�� �ú�F�R�O�L�L���� �(�O�H�Y�L�L�� �ú�L �S���U�L�Q� �L�L �S�R�W�� �R�E� �L�Q�H��

�D�F�H�V�W�H�� �L�Q�I�R�U�P�D� �L�L�� �G�H�� �O�D�� �S�U�R�I�H�V�R�U�L�L�� �G�L�U�L�J�L�Q� �L�� ���ú�H�G�L�Q� �H���� �F�D�W�D�O�R�J�� �Y�L�U�W�X�D�O���� �D�G�U�H�V�H�� �R�I�L�F�L�D�O�H����

telefon, SMS) sau de la Serviciul Secretariat. 

�o  �,�Q�I�R�U�P�D� �L�L�O�H���F�X���F�D�U�D�F�W�H�U���R�I�L�F�L�D�O���S�R�W���I�L���S�X�V�H���O�D���G�L�V�S�R�]�L� �L�D���F�H�O�R�U���L�Q�W�H�U�H�V�D� �L���O�D���F�H�U�H�U�H���V�D�X���G�H��

�F�k�W�H���R�U�L���H�V�W�H���F�D�]�X�O���G�H���F���W�U�H���6�H�U�Y�L�F�L�X�O���6�H�F�U�H�W�D�U�L�D�W�����$�F�H�V�W���W�L�S���G�H���L�Q�I�R�U�P�D� �L�L���Q�X���S�R�D�W�H���I�L���S�X�V��

�O�D���G�L�V�S�R�]�L� �L�D���Q�L�P���Q�X�L���I���U�����D�F�R�U�G�X�O���F�R�Q�G�X�F�H�U�L�L���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W�� 

 

Comunicarea externa s�H�� �U�H�D�O�L�]�H�D�]���� �G�L�Q�V�S�U�H��unitate���H�P�L� ���W�R�U���� �vnspre receptor (ISJ, 

�3�U�L�P���U�L�H�����)�X�U�Q�L�]�R�U�L���G�H���V�H�U�Y�L�F�L�L���H�W�F�����V�D�X���L�Q�Y�H�U�V�����,�Q�I�R�U�P�D� �L�D���H�V�W�H���H�P�L�V�����V�X�E���I�R�U�P�����V�F�U�L�V�������V�H�P�Q�D�W����

�ú�L���ú�W�D�P�S�L�O�D�W�������L�Q�U�H�J�L�V�W�U�D�W�����G�X�S�����F�D�U�H���V�H���W�U�D�Q�V�P�L�W�H���F���W�U�H���U�H�F�H�S�W�R�U�� 

�6�H�F�U�H�W�D�U�X�O�� �ú�F�R�O�L�L�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �D�V�L�J�X�U�D�� �G�H�� �U�H�F�H�S� �L�R�Q�D�U�H�D�� �L�Q�I�R�U�P�D� �L�H�L�� �G�H�� �F���W�U�H��

receptor. 

�,�Q�I�R�U�P�D� �L�L�O�H���G�H���R�U�G�L�Q���J�H�Q�H�U�D�O���V�H���W�U�D�Q�V�P�L�W���v�Q���H�[�W�H�U�L�R�U���S�U�L�Q���L�Q�W�H�U�P�H�G�L�X�O���V�H�F�U�H�W�D�U�L�D�W�X�O�X�L�����v�Q��

�I�R�U�P�����V�F�U�L�V�����V�D�X���H�O�H�F�W�U�R�Q�L�F�����G�H���S�H���D�G�U�H�V�D���G�H���P�D�L�O���D���ú�F�R�O�L�L�� 
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�,�Q�I�R�U�P�D� �L�L�O�H �G�H�� �R�U�G�L�Q�� �S�H�U�V�R�Q�D�O�� �V�X�Q�W�� �H�[�S�H�G�L�D�W�H�� �v�Q�� �I�R�U�P���� �V�F�U�L�V���� �S�U�L�Q�� �S�R�ú�W������ �D�Y�k�Q�G��

confirmare de primire. 

�,�Q�I�R�U�P�D� �L�L�O�H�� �V�R�O�L�F�L�W�D�W�H�� �v�Q�� �V�F�U�L�V�� �G�L�Q�� �H�[�W�H�U�L�R�U�� �V�H�� �Y�R�U�� �U�H�S�D�U�W�L�]�D�� �V�H�F�W�R�D�U�H�O�R�U�� �U�H�V�S�R�Q�V�D�E�L�O�H����

�X�U�P�k�Q�G���F�D���U���V�S�X�Q�V�X�O���V�����I�L�H���G�D�W���v�Q���W�H�U�P�H�Q�X�O���O�H�J�D�O�� 

 

8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Dispozitii finale 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����ú�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�����ú�L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W��� �L�U�H�D��

�F�R�P�X�Q�L�F���U�L�L���H�[�W�H�U�Qe. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

- Directorul �U���V�S�X�Q�G�H�� �G�H�� �E�X�Q�D�� �G�H�V�I���ú�X�U�D�U�H�� �D�� �D�F�W�L�Y�L�W��� �L�L�� �G�H�� �L�Q�I�R�U�P�D�U�H���� �X�U�P���U�L�Q�G�� �F�D�� �W�R�D�W�H��

�S�H�U�V�R�D�Q�H�O�H�� �L�Q�W�H�U�H�V�D�W�H�� �ú�L�� �F�D�U�H�� �U�H�S�U�H�]�L�Q�W���� �R�E�L�H�F�W�X�O�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V���� �D�L�E���� �D�F�F�H�V�� �G�L�U�H�F�W�� �O�D��

�L�Q�I�R�U�P�D� �L�L�O�H���F�X���F�D�U�D�F�W�H�U���J�H�Q�H�U�D�O���V�D�X���L�Q�I�R�U�P�D� �L�L�O�H���S�D�U�W�L�F�X�O�D�U�H���G�H���F�D�U�H���V�X�Q�W���L�Q�W�H�U�H�V�D�W�H�� 

 

- �6�H�U�Y�L�F�L�X�O�� �V�H�F�U�H�W�D�U�L�D�W�� �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �S�X�Q�H�U�H�D�� �O�D�� �G�L�V�S�R�]�L� �L�H�� �v�Q�� �P�R�G�� �Q�H�P�L�M�O�R�F�L�W�� �D��

�L�Q�I�R�U�P�D� �L�L�O�R�U���F�X���F�D�U�D�F�W�H�U���J�H�Q�H�U�D�O�����S�U�L�Q���D�I�L�ú�D�U�H�D���O�D���D�Y�L�]�L�H�U�X�O���ú�F�R�O�L�L���D���D�F�H�V�W�R�U�D���V�D�X���D���L�Q�I�R�U�P�D� �L�L�O�R�U��

�F�X�� �F�D�U�D�F�W�H�U�� �S�D�U�W�L�F�X�O�D�U�� �V�R�O�L�F�L�W�D�W�H�� �G�H�� �F���W�U�H�� �S�H�U�V�R�D�Q�H�O�H�� �L�Q�W�H�U�H�V�D�W�H���� �v�Q�� �Fadrul biroului secretariat. 

�)�L�H�F�D�U�H���L�Q�I�R�U�P�D�U�H���V�F�U�L�V�����Y�D���I�L���v�Q�U�H�J�L�V�W�U�D�W�����v�Q���U�H�J�L�V�W�U�X�O���G�H���L�Q�W�U���U�L-�L�H�ú�L�U�L�� 

 

- �ù�H�I�L�L�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���� �ú�H�I�L�L�� �G�H�� �F�D�W�H�G�U�H���F�R�P�L�V�L�L�� �P�H�W�R�G�L�F�H�� �V�X�Q�W���U�H�V�S�R�Q�V�D�E�L�O�L�� �G�H�� �W�U�D�Q�V�P�L�W�H�U�H�D��

�L�Q�I�R�U�P�D� �L�H�L���v�Q���F�D�G�U�X�O���V�W�U�X�F�W�X�U�L�L���S�U�R�S�U�L�L���ú�L���G�H���S�U�H�O�X�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U�����D�V�L�J�X�U�k�Q�G���I�H�H�G-back. 

 

- �3�U�R�I�H�V�R�U�L�L���G�L�U�L�J�L�Q� �L���V�H���R�F�X�S�����G�H���L�Q�I�R�U�P�D�U�H�D���H�O�H�Y�L�O�R�U���ú�L���D���I�D�P�L�O�L�L�O�R�U���D�F�H�V�W�R�U�D���D�V�X�S�U�D���V�L�W�X�D� �L�H�L 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

Stabilirea modul de �F�R�P�X�Q�L�F�D�U�H�� �L�Q�W�H�U�Q�����D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �S�U�R�F�H�V�H�O�H��

instructiv-�H�G�X�F�D�W�L�Y�H�� �F�H�� �V�H�� �G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- Procedura descrie modul de �F�R�P�X�Q�L�F�D�U�H�� �L�Q�W�H�U�Q�����D�� �L�Q�I�R�U�P�D� �L�L�O�R�U�� �U�H�I�H�U�L�W�R�D�U�H�� �O�D��

procesele instructiv-�H�G�X�F�D�W�L�Y�H���F�H���V�H���G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O��unitatii de invatamant. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, cadrelor didactice, a personalului auxiliar. 

 

  5.3.     Domeniu de aplicare 

 

- �(�V�W�H���D�S�O�L�F�D�E�L�O�����v�Q���F�D�G�U�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

�v�Q�W�U�H�J�X�O�X�L���S�H�U�V�R�Q�D�O���v�Q���Y�H�G�H�U�H�D���G�H�]�Y�R�O�W���U�L�L���ú�L���P�H�Q� �L�Q�H�U�L�L���X�Q�X�L���V�L�V�W�H�P���G�H���P�D�Q�D�J�H�P�H�Q�W��

�D�O���F�D�O�L�W��� �L�L���H�I�L�F�L�H�Q�W�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

6.1. �5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

asigurarea �F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

�ƒ O�U�G�R�Q�D�Q� �D���G�H���X�U�J�H�Q� ���� �Q�U���� ���������������� �S�U�L�Y�L�Q�G���L�Q�V�W�L�W�X�L�U�H�D���X�Q�R�U���P���V�X�U�L���v�Q���G�R�P�H�Q�L�X�O��

e�G�X�F�D� �L�H�L �ú�L���S�H�Q�W�U�X���P�R�G�L�I�L�F�D�U�H�D���X�Q�R�U���D�F�W�H���Q�R�U�P�D�W�L�Y�H 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q��procedura 

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���Xnei proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

fo�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
COMUNICAREA INTERNA CU 

PERSONALUL UNITATII  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
50 

Cod: P.O. 50 
Pagina     din 15 
Exemplar nr.:  

 

 87 

�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�3�U�R�F�H�V�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���S�U�H�V�X�S�X�Q�H���H�[�L�V�W�H�Q� �D���X�U�P���W�R�D�U�H�O�R�U���F�R�P�S�R�Q�H�Q�W�H�� 

 

�¾ �(�P�L� ���W�R�U�X�O�����V�X�U�V�D����� ���R�U�L�F�H���P�H�P�E�U�X���D�O���R�U�J�D�Q�L�]�D� �L�H�L���F�D�U�H���G�H� �L�Q�H���L�Q�I�R�U�P�D� �L�L�����L�G�H�L�����L�Q�W�H�Q� �L�L��

�ú�L�� �R�E�L�H�F�W�L�Y�H�� �F�H�� �S�U�L�Y�H�V�F�� �F�R�P�X�Q�L�F�D�U�H�D���� �$�F�H�D�V�W�D�� �I�R�U�P�X�O�H�D�]���� �P�H�V�D�M�X�O���� �D�O�H�J�H�� �O�L�P�E�D�M�X�O����

�U�H�F�H�S�W�R�U�X�O�� ���G�H�V�W�L�Q�D�W�D�U�X�O���� �ú�L�� �P�L�M�O�R�F�X�O�� �G�H�� �F�R�P�X�Q�L�F�D�U�H���� �'�H�ú�L�� �D�U�H�� �F�H�O�� �P�D�L�� �L�P�S�R�U�W�D�Q�W���U�R�O�� �v�Q��

�L�Q�L�
�L�H�U�H�D���F�R�P�X�Q�L�F���U�L�L�����Q�X���S�R�D�W�H���F�R�Q�W�U�R�O�D���S�H���G�H�S�O�L�Q���D�Q�V�D�P�E�O�X�O���S�U�R�F�H�V�X�O�X�L�� 

 

�¾ Receptorul (destinatarul) = �R�U�L�F�D�U�H���P�H�P�E�U�X���D�O���R�U�J�D�Q�L�]�D� �L�H�L���� �F�D�G�U�X���G�H���F�R�Q�G�X�F�H�U�H���V�D�X��

�H�[�H�F�X�W�D�Q�W���ú�L���O�X�L���v�L���H�V�W�H���G�H�V�W�L�Q�D�W���P�H�V�D�M�X�O���� �,�P�S�R�U�W�D�Q� �D���U�H�F�H�S�W�R�U�X�O�X�L���v�Q�W�U-o comunicare nu 

�H�V�W�H���P�D�L���P�L�F�����G�H�F�k�W���D���H�P�L�W�H�Q�W�X�O�X�L���� 

 
 

�¾ Canalele de comunicare. Acestea sunt traseele �S�H���F�D�U�H���F�L�U�F�X�O�����P�H�V�D�M�H�O�H�����'�X�S�����J�U�D�G�X�O��

lor de formalizare pot fi: 

�x Canale oficiale sau formale���� �V�X�S�U�D�S�X�V�H�� �U�H�O�D� �L�L�O�R�U�� �R�U�J�D�Q�L�]�D� �L�R�Q�D�O�H���� �(�O�H��

�Y�H�K�L�F�X�O�H�D�]���� �L�Q�I�R�U�P�D� �L�L�� �v�Q�W�U�H�� �S�R�V�W�X�U�L���� �F�R�P�S�D�U�W�L�P�H�Q�W�H�� �ú�L�� �Q�L�Y�H�O�X�U�L�� �L�H�U�D�U�K�L�F�H����

�(�I�L�F�L�H�Q� �D�� �F�R�P�X�Q�L�F���U�L�L�� �G�H�S�L�Q�G�H�� �G�H�� �P�R�G�X�O�� �G�H�� �I�X�Q�F� �L�R�Q�D�U�H�� �D�O�� �D�F�H�V�W�R�U�� �F�D�Q�D�O�H����

�$�S�D�U�L� �L�D�� �X�Q�R�U�� �E�O�R�F�D�M�H�� �I�U�H�F�Y�H�Q�W�H�� �v�Q�� �D�Q�X�P�L�W�H�� �S�X�Q�F�W�H�� �L�Q�G�L�F���� �Q�H�F�H�V�L�W�D�W�H�D��

�U�H�Y�L�]�X�L�U�L�L�� �S�R�V�W�X�U�L�O�R�U�� �V�D�X�� �D�� �L�Q�Y�H�V�W�L�J���U�L�L�� �F�O�L�P�D�W�X�O�X�L�� �G�H�� �P�X�Q�F������ �D�� �U�H�O�D� �L�L�O�R�U��

�L�Q�W�H�U�Q�D� �L�R�Q�D�O�H�� 

�x Canalele neoficiale sau informale. Acestea sunt generate de organizarea 

�Q�H�I�R�U�P�D�O������ �(�O�H�� �F�R�Q�V�W�L�W�X�L�H�� �F���L�� �D�G�L� �L�R�Q�D�O�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �F�D�U�H�� �S�H�U�P�L�W��

�P�H�V�D�M�H�O�R�U���V�����S�H�Q�H�W�U�H�]�H���F�D�Q�D�O�H�O�H���R�I�L�F�L�D�O�H�����'�H�S�����L�Q�G���E�D�U�L�H�U�H�O�H���O�H�J�D�W�H���G�H���V�W�D�W�X�W��

�ú�L�� �L�H�U�D�U�K�L�F�� �U�H� �H�D�X�D�� �F�D�Q�D�O�H�O�R�U�� �L�Q�I�R�U�P�D�O�H�� �S�R�D�W�H�� �Y�H�K�L�F�X�O�D�� �ú�W�L�U�L���� �Q�R�X�W��� �L����

�L�Q�I�R�U�P�D� �L�L�����P�D�L���U�D�S�L�G���G�H�F�k�W���F�D�Q�D�O�H�O�H formale. 
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8.2. Descrierea procedurii 

 

�3�U�L�Q�� �L�Q�W�H�U�P�H�G�L�X�O�� �F�R�P�X�Q�L�F���U�L�L�� �L�Q�W�H�U�Q�H�� �V�H�� �F�U�H�H�D�]���� �O�H�J���W�X�U�L�� �v�Q�W�U�H�� �F�R�P�S�R�Q�H�Q�W�H�O�H���V�W�U�X�F�W�X�U�L�L��

�R�U�J�D�Q�L�]�D�W�R�U�L�F�H���� �D�W�k�W�� �O�D�� �Q�L�Y�H�O�� �G�H�F�L�]�L�R�Q�D�O�� �F�k�W�� �ú�L�� �O�D�� �Q�L�Y�H�O�� �R�S�H�U�D� �L�R�Q�D�O���� �3�H�� �E�D�]�D�� �G�D�W�H�O�R�U�� �ú�L��

�L�Q�I�R�U�P�D� �L�L�O�R�U�� �S�U�R�Y�H�Q�L�W�H�� �D�W�k�W�� �G�L�Q�� �S�D�U�W�H�D���F�R�Q�G�X�F�H�U�L�L�� �F�k�W�� �ú�L�� �G�H�� �O�D�� �P�H�P�E�U�L�L�� �D�U�L�L�O�R�U�� �F�X�U�U�L�F�X�O�D�U�H����

�F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F�H�����F�D�W�H�G�U�H�O�R�U���H�W�F�����V�H���D�G�R�S�W�����G�H�F�L�]�L�L���F�D�U�H���U�H�J�O�H�P�H�Q�W�H�D�]�����D�F�W�L�Y�L�W�D�W�H�D���L�Q�V�W�U�X�F�W�L�Y-

�H�G�X�F�D�W�L�Y�����O�D���Q�L�Y�H�O�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�,�Q�V�W�U�X�P�H�Q�W�H�O�H�� �F�R�P�X�Q�L�F���U�L�L�� �L�Q�W�H�U�Q�H�� ���F�D�Q�D�O�H�� �G�H��comunicare): decizii, note de serviciu, 

procese-�Y�H�U�E�D�O�H�����F�R�P�X�Q�L�F���U�L�����U�D�S�R�D�U�W�H���G�H���D�F�W�L�Y�L�W�D�W�H�����D�Y�L�]�L�H�U���H�W�F�� 

 

�6�H�� �D�V�L�J�X�U���� �L�Q�I�R�U�P�D�U�H�D�� �S�H�U�L�R�G�L�F���� �ú�L�� �V�L�V�W�H�P�D�W�L�F���� ���O�X�Q�D�U���� �V�H�P�H�V�W�U�L�D�O���� �D�� �S�D�U�W�L�F�L�S�D�Q� �L�O�R�U�� �O�D��

�ú�H�G�L�Q� �H�O�H�� �G�H�� �D�Q�D�O�L�]���� �D�� �D�F�W�L�Y�L�W��� �L�L�� �H�G�X�F�D� �L�R�Q�D�O�H�� �S�U�L�Q���� �&�R�Q�V�L�O�Lul Profesoral, Consiliul de 

�$�G�P�L�Q�L�V�W�U�D� �L�H���� �&�(�$�&���� �$�U�L�L�� �&�X�U�U�L�F�X�O�D�U�H���� �&�R�P�L�V�L�L�� �P�H�W�R�G�L�F�H�� �G�H�� �V�S�H�F�L�D�O�L�W�D�W�H���� �5�H�V�S�R�Q�V�D�E�L�O�L�L��

�D�F�H�V�W�R�U�� �V�W�U�X�F�W�X�U�L�� �R�U�J�D�Q�L�]�H�D�]���� �ú�H�G�L�Q� �H�� �R�S�H�U�D�W�L�Y�H���� �Ì�Q�� �F�D�G�U�X�O�� �ú�H�G�L�Q� �H�O�R�U�� �V�X�Q�W�� �F�R�P�X�Q�L�F�D�W�H�� �P���V�X�U�L��

�D�G�P�L�Q�L�V�W�U�D�W�L�Y�H�� �ú�L�� �R�U�J�D�Q�L�]�D�W�R�U�L�F�H���� �V�X�Q�W�� �S�U�H�O�X�F�U�D�W�H�� �P���V�X�U�L�O�H�� �O�H�J�L�V�O�D�W�L�Y�H�� �F�D�U�H�� �S�U�L�Y�H�V�F�� �D�F�W�L�Y�L�W�D�W�H�D��

instructiv-�H�G�X�F�D�W�L�Y������ �ù�H�G�L�Q� �H�O�H�� �R�S�H�U�D�W�L�Y�H�� �F�R�Q�W�U�L�E�X�L�H�� �O�D�� �L�Q�I�R�U�P�D�U�H�D�� �D�Q�J�D�M�D� �L�O�R�U�� �F�X�� �S�U�L�Y�L�U�H�� �O�D��

�G�H�U�X�O�D�U�H�D�� �W�X�W�X�U�R�U�� �S�U�R�F�H�V�H�O�R�U�� �G�L�Q�� �X�Q�L�W�D�W�H�D�� �ú�F�R�O�D�U������ �G�D�U�� �ú�L�� �U�H�S�U�H�]�L�Q�W���� �ú�L�� �P�L�M�O�R�F�X�O�� �G�H�� �D�I�O�D�U�H�� �D�O��

problemelor cadrelor didactice, ale elevilor. 

 

�Ì�Q�� �F�D�G�U�X�O�� �L�Q�V�W�U�X�L�U�L�O�R�U�� �L�Q�W�H�U�Q�H���� �D�Q�J�D�M�D� �L�L���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L �V�X�Q�W�� �F�R�Q�ú�W�L�H�Q�W�L�]�D� �L�� �G�H�� �U�H�O�H�Y�D�Q� �D�� �ú�L�� �G�H�� �L�P�S�R�U�W�D�Q� �D�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �S�H�� �F�D�U�H�� �D�F�H�ú�W�L�D�� �O�H��

�v�Q�W�U�H�S�U�L�Q�G���ú�L���G�H���P�R�G�X�O���v�Q���F�D�U�H���W�U�H�E�X�L�H���V�����D�F� �L�R�Q�H�]�H���S�H�Q�W�U�X���D���F�R�Q�W�U�Lbui la realizarea obiectivelor 

�F�D�O�L�W��� �L�L�����J�H�Q�H�U�D�O�H���ú�L���V�S�H�F�L�I�L�F�H�����V�W�D�E�L�O�L�W�H���D�Q�X�D�O���� 

 

�'�H���D�V�H�P�H�Q�H�D�����v�Q���S�U�R�F�H�V�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���L�Q�W�H�U�Q�����V�X�Q�W���L�P�S�O�L�F�D� �L���ú�L���H�O�H�Y�L�L��prin Consiliul 

Elevilor din cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L.  

 

�Ì�Q���S�U�R�F�H�V�X�O���G�H���F�R�P�X�Q�L�F�D�U�H���L�Q�W�H�U�Q�����D�W�k�W���F�R�Q�G�X�F�H�U�H�D���F�k�W���ú�L���D�Q�J�D�M�D� �L�L�����H�O�H�Y�L�L�����S�R�W���I�L���S�H���U�k�Q�G��

�H�P�L� ���W�R�U���ú�L���U�H�F�H�S�W�R�U���v�Q���F�R�Q�I�R�U�P�L�W�D�W�H���F�X���R�U�J�D�Q�L�J�U�D�P�D�� 
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8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.5. Dispozitii finale 

 

Implementarea procedurii va fi �P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 �3�U�R�F�H�G�X�U�D�� �H�V�W�H���S�X�V���� �L�Q���D�S�O�L�F�D�U�H���G�H�� �F���W�U�H���W�R�D�W�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���� �S�H�U�V�R�Q�D�O�X�O���D�X�[�L�O�L�D�U�����L��

�F�D�U�H���G�H�V�I�����R�D�U�����D�F�W�L�Y�L�W���
�L���v�Q���F�D�G�U�X�O���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele de �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica 
  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�2�S�W�L�P�L�]�D�U�H�D���D�F�W�L�Y�L�W���
�L�L���H�G�X�F�D�
�L�R�Q�D�O�H���S�U�L�Q���V�D�W�L�V�I�D�F�H�U�H�D���F�H�U�L�Q�
�H�O�R�U���F�O�L�H�Q�
�L�O�R�U�����L���E�H�Q�H�I�L�F�L�D�U�L�O�R�U 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Qi de auditare 

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

�2�S�W�L�P�L�]�D�U�H�D�� �D�F�W�L�Y�L�W���
�L�L�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �S�U�L�Q�� �V�D�W�L�V�I�D�F�H�U�H�D�� �F�H�U�L�Q�
�H�O�R�U�� �F�O�L�H�Q�
�L�O�R�U�� ���L��

beneficiarilor 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor elevilor, parintilor, cadrelor didactice din cadrul 

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

   5.3. Aria de cuprindere 

 

�7�R�D�W�H���G�H�P�H�U�V�X�U�L�O�H���H�G�X�F�D�
�L�R�Q�D�O�H���R�U�J�D�Q�L�]�D�W�H���G�H���X�Q�L�W�D�W�H�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L���H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Metodologia d�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Qe (CA, Consiliul profesoral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�Hi 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
IMBUNATATIREA ACTIVITATII UNITATII, 

IN CEEA CE PRIVESTE PRINCIPIUL 
�Ä�2�5�,�(�1�7�$�5�(���6�3�5�(��BENEFICIAR �  ́

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
51 

Cod: P.O. 51 
Pagina     din 13 
Exemplar nr.:  

 

 101 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

Unitatea de invatamant trebuie sa satisfaca cerintle beneficiarilor si beneficiarilor si sa 

se straduiasca sa depaseasca asteptarile acestuia. 

 

�x �$�F�W�L�Y�L�W���
�L���R�U�J�D�Q�L�]�D�W�H���G�H���F�D�W�U�H���/�L�F�H�X�O���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

�x �&�R�Q�V�W�L�W�X�L�U�H�D���G�H���V�L�V�W�H�P�H�����L���P�H�F�D�Q�L�V�P�H���G�H���F�X�Q�R�D���W�H�U�H���V�L�V�W�H�P�D�W�L�F�����D���Q�H�Y�R�L�O�R�U���F�O�L�H�Q�
�L�O�R�U�����L��

beneficiarilor:  

 
- �S�U�L�Q���v�Q�W�k�O�Q�L�U�L���S�H�U�L�R�G�L�F�H���F�X���H�O�H�Y�L�L�����S���U�L�Q�
�L�L�����L���F�X���D�O�
�L���P�H�P�E�U�L���D�L���F�R�P�X�Q�L�W���
�L�L���� 

- prin aplicarea unor chestionare, 

- prin realizarea unor interviuri �L�Q�G�L�Y�L�G�X�D�O�H���V�D�X���G�H���J�U�X�S�����³�I�R�F�X�V-�J�U�X�S�´���� 

 

�x �(�O�D�E�R�U�D�U�H�D�� �G�H�� �G�R�F�X�P�H�Q�W�H�� �S�U�R�J�U�D�P�D�W�L�F�H�� ���L���� �P�D�L�� �D�O�H�V���� �I�R�U�P�X�O�D�U�H�D�� �V�F�R�S�X�U�L�O�R�U�� ���L��

�R�E�L�H�F�W�L�Y�H�O�R�U���G�H�]�Y�R�O�W���U�L�L���S�R�U�Q�L�Q�G���G�H���O�D���Q�H�Y�R�L�O�H���D�V�W�I�H�O���L�G�H�Q�W�L�I�L�F�D�W�H�� 

 

�x �&�U�H�D�U�H�D�� �G�H�� �P�H�F�D�Q�L�V�P�H�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�� �D�� �Q�H�Y�R�L�O�R�U�� �L�G�H�Q�W�L�I�L�F�D�W�H�� �v�Q�� �v�Q�W�U�H�D�J�D �R�U�J�D�Q�L�]�D�
�L�H��

���F�R�O�D�U�������L�Q�F�O�X�V�L�Y�����L���P�D�L���D�O�H�V���v�Q���U�k�Q�G�X�O���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�� 

 

�x �,�P�S�O�L�F�D�U�H�D���S���U�L�Q�
�L�O�R�U�����L���H�O�H�Y�L�O�R�U���v�Q���H�Y�D�O�X�D�U�H�D���D�F�W�L�Y�L�W���
�L�L���G�L�Q���F�D�G�U�X�O��Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 
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8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H �F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.4. Dispozitii finale 

 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����V�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

�G�H�W�H�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�������L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W���
�L�U�H�D��

�D�F�W�L�Y�L�W���
�L�L�� 

 

 

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

 Colectivul managerial 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L���v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-          09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume Data 

primirii  
Semnatu

ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-
Rozica 

 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-
Rozica  

 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

Dum�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �3�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����V�W�D�E�L�O�H�ú�W�H���P�R�G�X�O���v�Q���F�D�U�H���V�H���R�U�J�D�Q�L�]�H�D�]�������D�S�U�R�E�����ú�L���G�H�V�I���ú�R�D�U����

�W�D�E�H�U�H�O�H���� �H�[�F�X�U�V�L�L�O�H���� �H�[�S�H�G�L� �L�L�O�H���� �G�U�X�P�H� �L�L�O�H�� �ú�F�R�O�D�U�H�� �G�H�� �F���W�U�H��Liceul Tehnologic 

�´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L �ú�L�� �P�R�G�X�O�� �v�Q�� �F�D�U�H�� �V�H�� �D�V�L�J�X�U���� �U�H�V�S�H�F�W�D�U�H�D�� �F�D�G�U�X�O�X�L��

�O�H�J�D�O���D�O���G�H�S�O�D�V���U�L�O�R�U���U�H�D�O�L�]�D�W�H���v�Q���D�I�D�U�D���O�R�F�D�O�L�W��� �L�L�O�R�U���F�X���H�O�H�Y�L�L���ú�L���S�U�H�ú�F�R�O�D�U�L�L�����F�X���S�D�U�W�L�F�L�S�D�U�H�D��

�F�D�G�U�H�O�R�U���G�L�G�F�D�W�L�F�H���ú�L���H�Y�H�Q�W�X�D�O���D���S���U�L�Q� �L�O�R�U�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H 

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�H�]�H�Q�W�D�� �S�U�R�F�H�G�X�U���� �V�H�� �D�S�O�L�F���� �G�H�� �F���W�U�H�� �W�R�D�W�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �G�L�Q�� �F�D�G�U�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L si va i adusa la indeplinire de catre 

directorul unitatii de invatamant. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ; 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Consilier educativ;  
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

a) �/�H�J�L�V�O�D� �L�D���V�S�H�F�L�I�L�F�����H�G�X�F�D� �L�H�L 

- �/�H�J�H�D���(�G�X�F�D� �L�H�L���1�D� �L�R�Q�D�O�H���Q�U���������������������F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�� �D���X�Q�L�W��� �L�O�R�U�� �F�D�U�H�� �R�I�H�U���� �D�F�W�L�Y�L�W�D�W�H��

�H�[�W�U�D�ú�F�R�O�D�U�����D�S�U�R�E�D�W���S�U�L�Q���2���0���(���&���7���6�����Q�U���������������������� 

- �5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���ú�L���G�H�V�I���ú�X�U�D�U�H���D���v�Q�Y��� ���P�k�Q�W�X�O�X�L���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���G�L�Q��

�5�R�P�k�Q�L�D 

- �0�H�W�R�G�R�O�R�J�L�D���S�U�L�Y�L�Q�G���H�[�D�P�L�Q�D�U�H�D���V�W���U�L�L���G�H���V���Q���W�D�W�H���D���S�U�H�ú�F�R�O�D�U�L�O�R�U���ú�L���H�O�H�Y�L�O�R�U��din 

�X�Q�L�W��� �L�O�H���G�H���v�Q�Y��� ���P�k�Q�W���G�H���V�W�D�W���ú�L���S�D�U�W�L�F�X�O�D�U�H���D�X�W�R�U�L�]�D�W�H���D�F�U�H�G�L�W�D�W�H�����S�U�L�Y�L�Q�G���D�F�R�U�G�D�U�H�D���D�V�L�V�W�H�Q� �H�L��

�P�H�G�L�F�D�O�H�� �J�U�D�W�X�L�W�H�� �ú�L�� �S�U�R�P�R�Y�D�U�H�D�� �X�Q�X�L�� �V�W�L�O�� �G�H�� �Y�L�D� ���� �V���Q���W�R�V���� �D�S�U�R�E�D�W���� �S�U�L�Q�� �2���0���(���&���7���6���� �Q�U����

�����������������������������������F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- �2�U�G�L�Q�X�O���0���(���&���7���6�����Q�U�������������������������S�U�L�Y�L�Q�G���D�S�U�R�E�D�U�H�D���X�Q�R�U���P���V�X�U�L���W�U�D�Q�]�L�W�R�U�L�L���v�Q��

�V�L�V�W�H�P�X�O���Q�D� �L�R�Q�D�O���G�H���v�Q�Y��� ���P�k�Q�W�����F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

 

b) �/�H�J�L�V�O�D� �L�D���V�S�H�F�L�I�L�F�����P�H�G�L�F�L�Q�L�L���ú�F�R�O�D�U�H�����K�W�W�S�������Z�Z�Z���P�H�G�L�F�L�Q�D�V�F�R�O�D�U�D���U�R���� 

- Ordinul M.S. pentru comp�O�H�W�D�U�H�D�� �2���0���6���)���� �Q�U���� ���������������� �S�U�L�Y�L�Q�� �D�V�L�V�W�H�Q� �D��

�P�H�G�L�F�D�O�����D���S�U�H�ú�F�R�O�D�U�L�O�R�U�����H�O�H�Y�L�O�R�U���ú�L���V�W�X�G�H�Q� �L�O�R�U 

- �2�U�G�L�Q�X�O�� �0���6���3���� �Q�U���� �������������������� �S�H�Q�W�U�X�� �D�S�U�R�E�D�U�H�D�� �1�R�U�P�H�O�R�U�� �G�H�� �,�J�L�H�Q���� �S�U�L�Y�L�Q�G��

�X�Q�L�W��� �L�O�H�� �S�H�Q�W�U�X�� �R�F�U�R�W�L�U�H�D���� �H�G�X�F�D�U�H�D�� �ú�L�� �L�Q�V�W�U�X�L�U�H�D�� �F�R�S�L�L�O�R�U�� �ú�L�� �W�L�Q�H�U�L�O�R�U���� �F�X�� �P�R�G�L�I�L�F���U�L�O�H�� �ú�L��

�F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- �/�H�J�H�D�� �Q�U���� �������� �G�L�Q�� ���������� �S�U�L�Y�L�Q�G�� �U�H�J�L�P�X�O�� �M�X�U�L�G�L�F�� �D�O�� �S�O�D�Q�W�H�O�R�U���� �V�X�E�V�W�D�Q� �H�O�R�U�� �ú�L��

�S�U�H�S�D�U�D�W�H�O�R�U�� �V�W�X�S�H�I�L�D�Q�W�H�� �ú�L�� �S�V�L�K�R�W�U�R�S�H��- �D�F�W�X�D�O�L�]�D�W����- �2���8���*���� ���������������� �D�E�U�R�J�D�W���� �S�D�U� �L�D�O���� �F�X��

�P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- O.G. nr. 53 �G�L�Q�� ������ �L�D�Q�X�D�U�L�H�� ���������� �S�L�Y�L�Q�G�� �R�E�O�L�J�D�W�L�Y�L�W�D�W�H�D�� �U�D�S�R�U�W���U�L�L�� �E�R�O�L�O�R�U�� �ú�L�� �D��

�H�I�H�F�W�X���U�L�L���Y�D�F�F�L�Q���U�L�O�R�U�����P�R�G�L�I�L�F�D�W�����ú�L���F�R�P�S�O�H�W�D�W�����S�U�L�Q���O�H�J�H�D���Q�U���������������������� 

- �2�U�G���� �0���6���)���� �Q�U�������������������� �S�U�L�Y�L�Q�G�� �U�H�R�U�J�D�Q�L�]�D�U�H�D�� �U�H� �H�O�H�L�� �Q�D� �L�R�Q�D�O�H�� �G�H��

�V�X�S�U�D�Y�H�J�K�H�U�H���ú�L���F�R�Q�W�U�R�O���D�O���E�R�O�L�O�R�U���W�U�D�Q�V�P�L�V�Lbile 
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- Ord. 204/2007 pentru aprobarea Metodologiei privind eliberarea scutirilor 

�P�H�G�L�F�D�O�H�� �G�H�� �O�D�� �R�U�H�O�H�� �G�H�� �H�G�X�F�D� �L�H�� �I�L�]�L�F���� �ú�L�� �V�S�R�U�W�� �S�H�Q�W�U�X�� �H�O�H�Y�L�� �ú�L�� �V�W�X�G�H�Q� �L�� �ú�L�� �Q�R�U�P�H�O�H��

metodologice de aplicare 

- �2�U�G���� �0���6���)���� �Q�U�������������������� �S�U�L�Y�L�Q�G�� �R�U�J�D�Q�L�]�D�U�H�D�� �ú�L�� �I�X�Q�F� �L�R�Q�D�U�H�D�� �F�R�Pisiilor 

�P�H�G�L�F�D�O�H���G�H���R�U�L�H�Q�W�D�U�H���ú�F�R�O�D�U-�S�U�R�I�H�V�L�R�Q�D�O�� 

 

c) Alte documente legislative: 

- �/�H�J�H�D�� �Q�U���� ������������������ �S�U�L�Y�L�Q�G�� �S�U�R�W�H�F� �L�D�� �ú�L�� �S�U�R�P�R�Y�D�U�H�D�� �G�U�H�S�W�X�U�L�O�R�U�� �F�R�S�L�O�X�O�X�L���� �F�X��

�P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- �/�H�J�L�V�O�D� �L�D���v�Q���Y�L�J�R�D�U�H���S�U�L�Y�L�Q�G���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q �H�G�X�F�D� �L�H 

- �&�R�G�X�O�� �F�L�Y�L�O�� �D�O�� �5�R�P�k�Q�L�H�L�� ���D�U�W���� ������������ �D�O�L�Q���� ���� �S�U�L�Y�L�Q�G�� �U���V�S�X�Q�G�H�U�H�D�� �F�L�Y�L�O����

�G�H�O�L�F�W�X�D�O���������U�H�S�X�E�O�L�F�D�W�����F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H 

- �2�U�G�L�Q�H�O�H���� �L�Q�V�W�U�X�F� �L�X�Q�L�O�H���� �Q�R�U�P�H�O�H���� �P�H�W�R�G�R�O�R�J�L�L�O�H�� �ú�L�� �D�O�W�H�� �G�R�F�X�P�H�Q�W�H�� �H�P�L�V�H�� �G�H��

M.E.C.S.  
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

Nr. 

Crt.  
Termenul �'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H���W�H�U�P�H�Q�X�O 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D�� �v�Q�� �V�F�U�L�V���� �D�� �W�X�W�X�U�R�U�� �S�D�ú�L�O�R�U�� �F�H�� �W�U�H�E�X�L�H�� �X�U�P�D� �L���� �D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W�� �Q�H�F�H�V�D�U�H��

�v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q�� �Y�H�G�H�U�H�� �D�V�X�P�D�U�H�D��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

�3�U�R�F�H�G�X�U�D���F�D�U�H���G�H�V�F�U�L�H���R���D�F�W�L�Y�L�W�D�W�H���V�D�X���X�Q���S�U�R�F�H�V���F�D�U�H���V�H���G�H�V�I���ú�R�D�U����

�O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I���F�R�P�L�V�L�H�� 

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D���F�D�U�H���G�H�V�F�U�L�H���R���D�F�W�L�Y�L�W�D�W�H���V�D�X���X�Q���S�U�R�F�H�V���F�D�U�H���V�H���G�H�V�I���ú�R�D�U����

�O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D�� �L�Q�L� �L�D�O���� �V�D�X�� �D�F�W�X�D�O�L�]�D�W�������G�X�S���� �F�D�]���� �D�� �X�Q�H�L�� �S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H���D�V�H�P�H�Q�H�D������

�G�X�S���� �F�D�]���� �D�� �X�Q�H�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U�� �F�R�P�S�R�Q�H�Q�W�H�� �D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D��

�S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X���I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Consilier scolar �S�H�U�V�R�D�Q���� �F�D�U�H�� �L�G�H�Q�W�L�I�L�F���� �S�U�R�E�O�H�P�H�O�H�� �H�O�H�Y�L�O�R�U���� �v�L�� �F�R�Q�V�L�O�L�D�]���� �ú�L��

�R�U�L�H�Q�W�H�D�]�� 

9. Activitati 

extracurriculare 

�D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���v�Q���D�I�D�U�D���S�U�R�J�U�D�P�H�L���ú�F�R�O�D�U�H���R�E�O�L�J�D�W�R�U�L�L�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii  
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1�����2�U�J�D�Q�L�]�D�U�H�D���W�D�E�H�U�H�O�R�U�������H�[�F�X�U�V�L�L�O�R�U�������H�[�S�H�G�L� �L�L�O�R�U�������G�U�X�P�H� �L�L�O�R�U���ú�F�R�O�D�U�H���ú�L��

�S�U�H�ú�F�R�O�D�U�H 

 

1. �Ì�Q���S�H�U�L�R�D�G�D���Y�D�F�D�Q� �H�O�R�U���ú�F�R�O�D�U�H�����S�H�Q�W�U�X���S�U�H�ú�F�R�O�D�U�L���ú�L���H�O�H�Y�L�����V�H���S�R�W���R�U�J�D�Q�L�]�D���W�D�E�H�U�H��

�G�H�� �U�H�F�U�H�H�U�H���� �U�H�V�S�H�F�W�L�Y�� �W�D�E�H�U�H�� �V�S�H�F�L�D�O�L�]�D�W�H�� �S�H�� �G�L�V�F�L�S�O�L�Q�H�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �V�D�X�� �v�Q�� �G�L�I�H�U�L�W�H�� �G�R�P�H�Q�L�L��

�D�O�H���ú�W�L�L�Q� �H�L�����W�H�K�Q�L�F�L�L�����D�U�W�H�L���ú�L���F�X�O�W�X�U�L�L�����W�D�E�H�U�H���G�H���S�U�H�J���W�L�U�H���V�S�R�U�W�L�Y�������F�O�X�E�X�U�L���G�H���Y�D�F�D�Q� �������H�[�F�X�U�V�L�L����

�H�[�S�H�G�L� �L�L���ú�F�R�O�D�U�H�����G�U�X�P�H� �L�L�����S�U�H�F�X�P���ú�L���P�D�Q�L�I�H�V�W���U�L���F�X�O�W�X�U�D�O-artistice, tehnico-�ú�W�L�L�Q� �L�I�L�F�H�����V�S�R�U�W�L�Y-

�W�X�U�L�V�W�L�F�H�����G�H���H�G�X�F�D� �L�H���F�L�Y�L�F�������H�W�F���� 

2. �Ì�Q�� �S�H�U�L�R�D�G�D�� �D�Q�X�O�X�L�� �ú�F�R�O�D�U���� �S�H�Q�W�U�X�� �S�U�H�ú�F�R�O�D�U�L�� �ú�L�� �H�O�H�Y�L���� �V�H�� �S�R�W�� �R�U�J�D�Q�L�]�D�� �v�Q�� �W�L�P�S�X�O��

orelor de �F�X�U�V�����H�[�F�X�U�V�L�L�������H�[�S�H�G�L� �L�L�������G�U�X�P�H� �L�L���ú�F�R�O�D�U�H�����P�D�[�L�P���G�R�X�����S�H���V�H�P�H�V�W�U�X�� 

3. �$�F�W�L�Y�L�W��� �L�L�O�H�� �G�H�� �Y�D�F�D�Q� ���� �ú�L�� �G�H�� �W�L�P�S�� �O�L�E�H�U�� �V�H�� �S�R�W�� �R�U�J�D�Q�L�]�D�� �v�Q�� �V�S�D� �L�L�� �S�U�R�S�U�L�L���� �v�Q��

�L�Q�W�H�U�Q�D�W�H�� �ú�F�R�O�D�U�H�� �ú�L�� �v�Q�� �D�O�W�H�� �V�S�D� �L�L�� �G�H�V�W�L�Q�D�W�H�� �v�Q�Y��� ���P�k�Q�W�X�O�X�L���� �S�U�H�F�X�P�� �ú�L�� �v�Q�� �D�O�W�H�� �V�S�D� �L�L�� �G�H�F�k�W�� �D�O�H��

M.E.N�������G�D�F�����D�F�H�V�W�H�D���v�Q�G�H�S�O�L�Q�H�V�F���F�R�Q�G�L� �L�L�O�H���R�S�W�L�P�H���G�H���V�L�J�X�U�D�Q� �������V���Q���W�D�W�H�����R�G�L�K�Q�����ú�L���H�G�X�F�D� �L�H����

�S�H�Q�W�U�X���S�U�H�ú�F�R�O�D�U�L���ú�L���H�O�H�Y�L 

4. �,�Q�V�S�H�F�W�R�U�D�W�X�O���ù�F�R�O�D�U���-�X�G�H� �H�D�Q���S�R�D�W�H���H�[�H�U�F�L�W�D���D�F�W�L�Y�L�W�D�W�H�D���G�H���v�Q�G�U�X�P�D�U�H���ú�L���F�R�Q�W�U�R�O��

�D�V�X�S�U�D���P�R�G�X�O�X�L���v�Q���F�D�U�H���V�X�Q�W���R�U�J�D�Q�L�]�D�W�H���D�F�H�V�W�H���D�F�W�L�Y�L�W��� i 

5. �2�U�L�F�H���W�D�E���U�������H�[�F�X�U�V�L�H�����H�[�S�H�G�L� �L�H�����G�U�X�P�H� �L�H���F�X���H�O�H�Y�L�L���ú�L���S�U�H�ú�F�R�O�D�U�L�L���R�U�J�D�Q�L�]�D�W�����F�X��

�D�S�U�R�E�D�U�H�D�� ���� �D�Y�L�]�X�O�� ���� �D�F�R�U�G�X�O�� �F�R�Q�G�X�F�H�U�L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �V�H�� �Y�D�� �U�H�D�O�L�]�D�� �v�Q�� �D�I�D�U�D�� �R�U�D�U�X�O�X�L�� �ú�F�R�O�D�U����

�Q�X�P�D�L�� �v�Q�� �F�R�Q�G�L� �L�L�� �G�H�� �O�H�J�D�O�L�W�D�W�H�� �ú�L�� �V�L�J�X�U�D�Q� ������ �G�L�U�H�F�W�R�U�X�O�� �X�Q�L�W��� �L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �ú�L�� �F�R�Q�G�X�F���W�R�U�X�O��

�G�H�O�H�J�D�W���D�O���D�F�W�L�Y�L�W��� �L�L���S�X�U�W�k�Q�G���v�Q�W�U�H�D�J�D���U���V�S�X�Q�G�H�U�H�� 

6. �1�X�� �V�H�� �V�R�O�L�F�L�W���� �D�Y�L�]�D�U�H�D�� �G�H�� �F���W�U�H�� �,���6���-���� �D�� �W�D�E�H�U�H�O�R�U���� �H�[�F�X�U�V�L�L�O�R�U���� �H�[�S�H�G�L� �L�L�O�R�U�� �ú�L��

�G�U�X�P�H� �L�L�O�R�U�� 

7. �Ì�Q���F�D�]�X�O���G�H�S�O�D�V���U�L�O�R�U���F�X���H�O�H�Y�L�L���v�Q���S�U�R�L�H�F�W�H�������S�D�U�W�H�Q�H�U�L�D�W�H���H�G�X�F�D� �L�R�Q�D�O�H���H�X�U�R�S�H�Q�H���� 

�L�Q�W�H�U�Q�D� �L�R�Q�D�O�H���V�H���V�R�O�L�F�L�W�����D�Y�L�]�D�U�H�D���G�H���F���W�U�H���,���6���-�� 

8. �$�Y�k�Q�G���v�Q���Y�H�G�H�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���H�[�F�O�X�V�L�Y�����D���F�R�Q�G�X�F�H�U�L�L���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W��

�S�U�L�Y�L�Q�G�� �R�U�J�D�Q�L�]�D�U�H�D�� �ú�L�� �D�Y�L�]�D�U�H�D�� �W�D�E�H�U�H�O�R�U�� ���� �H�[�F�X�U�V�L�L�O�R�U�� ���� �H�[�S�H�G�L� �L�L�O�R�U�� ���� �G�U�X�P�H� �L�L�O�R�U�� �F�X�� �H�O�H�Y�L�L�� �ú�L��

�S�U�H�ú�F�R�O�D�U�L�L���v�Q���F�R�Q�G�L� �L�L���G�H���V�L�J�X�U�D�Q� �����ú�L���V�H�F�X�U�L�W�D�W�H���S�H�Q�W�U�X���F�R�S�L�L�L���ú�L���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���S�D�U�W�L�F�L�S�D�Q�W�H����

�V�H���L�P�S�X�Q�H���Q�H�F�H�V�L�W�D�W�H�D���U�H�V�S�H�F�W���U�L�L���W�X�W�X�U�R�U���S�U�H�Y�H�G�H�U�L�O�R�U���O�H�J�D�O�H���D�I�O�D�W�H���v�Q���Y�L�J�R�D�U�H 
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9. �3�H�Q�W�U�X�� �R�U�L�F�H�� �G�H�S�O�D�V�D�U�H�� �F�X�� �H�O�H�Y�L�L�� �v�Q�� �W�L�P�S�X�O�� �V�D�X�� �v�Q�� �D�I�D�U�D�� �R�U�H�O�R�U�� �G�H�� �F�X�U�V���� �F�D�G�U�X�O��

didactic �R�U�J�D�Q�L�]�D�W�R�U�� �H�V�W�H�� �R�E�O�L�J�D�W�� �V���� �D�Q�X�Q� �H�� �F�R�Q�G�X�F�H�U�H�D�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �ú�L�� �V���� �S�U�H�]�L�Q�W�H��

�G�R�F�X�P�H�Q�W�D� �L�D���V�S�H�F�L�I�L�F�� 

10. �1�H�U�H�V�S�H�F�W�D�U�H�D�� �F�H�U�L�Q� �H�O�R�U�� �S�U�L�Y�L�Q�G�� �v�Q�W�R�F�P�L�U�H�D�� �G�R�F�X�P�H�Q�W�D� �L�H�L�� �v�Q�� �Y�H�G�H�U�H�D��

�R�U�J�D�Q�L�]���U�L�L�� �ú�L�� �G�H�V�I���ú�X�U���U�L�L�� �W�D�E�H�U�H�O�R�U�� ���� �H�[�F�X�U�V�L�L�O�R�U�� ���� �H�[�S�H�G�L� �L�L�O�R�U�� ���� �G�U�X�P�H� �L�L�O�R�U�� �H�W�F���� �S�U�H�F�X�P�� �ú�L��

�Q�H�D�Q�X�Q� �D�U�H�D�� �F�R�Q�G�X�F�H�U�L�L�� �X�Q�L�W��� �L�L�� �G�H�� �v�Q�Y��� ���P�k�Q�W�� �S�U�L�Y�L�Q�G�� �G�H�S�O�D�V�D�U�H�D���� �D�W�U�D�J�H�� �v�Q�� �H�[�F�O�X�V�L�Y�L�W�D�W�H����

�U���V�S�X�Q�G�H�U�H�D���F�D�G�U�X�O�X�L���G�L�G�D�F�W�L�F���R�U�J�D�Q�L�]�D�W�R�U 

11. �3�H�U�V�R�Q�D�O�X�O���G�L�G�D�F�W�L�F���F�D�U�H���D�V�L�J�X�U�����v�Q�V�R� �L�U�H�D���S�U�H�ú�F�R�O�D�U�L�O�R�U���ú�L���H�O�H�Y�L�O�R�U�����F�R�Q�G�X�F�H�U�H�D����

�v�Q�G�U�X�P�D�U�H�D�����S�U�H�F�X�P���ú�L���R�F�U�R�W�L�U�H�D���O�R�U���S�H���W�L�P�S�X�O���S�D�U�W�L�F�L�S���U�L�L���O�D���D�F�H�V�W�H���D�F�W�L�Y�L�W��� �L���H�V�W�H���X�U�P���W�R�U�X�O�� 

 

EXCURSII  

�(�[�F�X�U�V�L�L�O�H���Y�R�U���I�L���D�V�L�J�X�U�D�W�H���F�X���S�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���ú�L���V�D�Q�L�W�D�U���D�V�W�I�H�O�� 

- La 10-������ �H�O�H�Y�L���F�k�W�H���X�Q���v�Q�Y��� ���W�R�U������ �S�U�R�I�H�V�R�U�����X�Q�X�O���G�L�Q�W�U�H���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���I�L�L�Q�G��

�Q�X�P�L�W���F�R�Q�G�X�F���W�R�U al excursiei 

- �3�H�Q�W�U�X�� �� �J�U�X�S�X�U�L�� �G�H�� �S�H�V�W�H�� �������� �G�H�� �H�O�H�Y�L�� �Y�D�� �I�L�� �D�V�L�J�X�U�D�W�� �ú�L�� �X�Q�� �F�D�G�U�X�� �V�D�Q�L�W�D�U���P�H�G�L�X��

(un cadru sanitar mediu la 150 elevi) 

 

�(�;�3�(�'�,���,�,���ù�,���'�5�8�0�(���,�,�� 

�Ì�Q�� �F�D�]�X�O�� �H�[�S�H�G�L� �L�L�O�R�U�� �V�D�X�� �G�U�X�P�H� �L�L�O�R�U���� �H�O�H�Y�L�L�� �Y�R�U�� �I�L�� �v�Q�V�R� �L� �L�� �G�H�� �X�Q�� �F�D�G�U�X�� �G�L�G�D�F�W�L�F�� �O�D��

minimum 10 el�H�Y�L�����'�U�X�P�H� �L�L�O�H���V�H���R�U�J�D�Q�L�]�H�D�]�������G�H���U�H�J�X�O�������S�H���J�U�X�S�H���G�H���S�U�H�ú�F�R�O�D�U�L���V�D�X���F�O�D�V�H���G�H��

�H�O�H�Y�L���ú�L���V�X�Q�W���F�R�Q�G�X�V�H���G�H���H�G�X�F�D�W�R�D�U�H�D�������v�Q�Y��� ���W�R�U�X�O�������S�U�R�I�H�V�R�U�X�O���F�D�U�H���O�X�F�U�H�D�]�����F�X���J�U�X�S�D���V�D�X���F�O�D�V�D��

�U�H�V�S�H�F�W�L�Y������ �O�D�� �F�D�U�H�� �V�H�� �P�D�L�� �S�R�D�W�H�� �D�G���X�J�D�� �X�Q�� �D�Q�L�P�D�W�R�U���� �V�D�O�Y�D�P�D�U�� �V�D�X�� �V�D�O�Y�D�P�R�Q�W���� �&�R�Q�G�X�F���W�R�U�X�O��

�D�F�W�L�Y�L�W��� �L�L�� ���W�D�E�H�U�H�L�� ���� �H�[�F�X�U�V�L�H�L�� ���� �H�[�S�H�G�L� �L�H�L�� ���� �G�U�X�P�H� �L�H�L���� �V�H�� �Y�D�� �D�V�L�J�X�U�D�� �F���� �D�J�H�Q� �L�L�� �H�F�R�Q�R�P�L�F�L����

�D�V�R�F�L�D� �L�L�O�H�� �V�D�X�� �D�O�W�H�� �L�Q�V�W�L�W�X� �L�L�� �F�D�U�H�� �R�U�J�D�Q�L�]�H�D�]���� �W�D�E�H�U�H���� �H�[�F�X�U�V�L�L�� �ú�F�R�O�D�U�H���� �H�[�S�H�G�L� �L�L���� �H�W�F���� �Y�R�U��

�D�V�L�J�X�U�D���F�R�Q�G�L� �L�L�O�H���Q�H�F�H�V�D�U�H���E�X�Q�H�L���G�H�V�I���ú�X�U���U�L���D���D�F�W�L�Y�L�W��� �L�O�R�U���S�U�H�Y���]�X�W�H�� 

 

�7�$�%�(�5�(���3�(�1�7�5�8���3�5�(�ù�&�2�/�$�5�, 

�7�D�E�H�U�H�O�H���S�H�Q�W�U�X���S�U�H�ú�F�R�O�D�U�L���Y�R�U���I�L���D�V�L�J�X�U�D�W�H���F�X���S�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���ú�L���D�X�[�L�O�L�D�U�����D�V�W�I�H�O�� 

- �O�D���I�L�H�F�D�U�H���J�U�X�S�����G�H���S�U�H�ú�F�R�O�D�U�L���I�R�U�P�D�W�����G�L�Q���F�k�W�H������-20 de copii - �G�R�X�����H�G�X�F�D�W�R�D�U�H��

�ú�L���R���V�X�S�U�D�Y�H�J�K�H�W�R�D�U�H���G�H���Q�R�D�S�W�H 
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- la fiecare �W�D�E���U����- �X�Q���F�R�O�H�F�W�L�Y���G�H���F�R�Q�G�X�F�H�U�H�����F�R�P�S�R�Q�H�Q� �D���D�F�H�V�W�X�L�D���I�L�L�Q�G���V�W�D�E�L�O�L�W����

�G�H���F���W�U�H���D�G�P�L�Q�L�V�W�U�D� �L�L�O�H���S�H�U�P�D�Q�H�Q�W�H���D�O�H���W�D�E�H�U�H�O�R�U���ú�F�R�O�D�U�H���G�L�Q���S�H�U�V�R�Q�D�O�X�O���H�[�L�V�W�H�Q�W 

- �O�D���I�L�H�F�D�U�H���W�D�E���U����- �X�Q���P�H�G�L�F���ú�L���X�Q���F�D�G�U�X���V�D�Q�L�W�D�U���P�H�G�L�X 

- �W�D�E�H�U�H�O�H���F�X���H�I�H�F�W�L�Y���P�D�L���P�D�U�H���G�H�����������G�H���S�U�H�ú�F�R�O�D�U�L���Y�R�U���I�L���D�V�L�J�X�U�D�W�H���F�X���F�k�W�H���v�Q�F����

un cadru sanitar mediu la fiecare 100 de copii 

- �O�D�� �W�D�E�H�U�H�O�H�� �F�X�� �H�I�H�F�W�L�Y�� �P�D�L�� �P�L�F�� �G�H�� �������� �G�H�� �S�U�H�ú�F�R�O�D�U�L���� �D�V�L�V�W�H�Q� �D�� �P�H�G�L�F�D�O���� �V�H��

�D�V�L�J�X�U�����G�H���F���W�U�H���P�H�G�L�F�X�O���G�L�V�S�H�Q�V�D�U�X�O�X�L���W�H�U�L�W�R�U�L�D�O 

- la tabere cu efective mici, grupate pe o raz�����G�H���S�k�Q�����O�D�������N�P�����F�D�U�H���W�R�W�D�O�L�]�H�D�]����

�S�k�Q�����O�D�����������G�H���S�U�H�ú�F�R�O�D�U�L����- �X�Q���P�H�G�L�F���S�H�Q�W�U�X���W�R�D�W�H���D�F�H�V�W�H���X�Q�L�W��� �L 

 

TABERE PENTRU ELEVI  

�7�D�E�H�U�H�O�H���ú�F�R�O�D�U�H���Y�R�U���I�L���D�V�L�J�X�U�D�W�H���F�X���S�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���ú�L���V�D�Q�L�W�D�U�����D�V�W�I�H�O�� 

- �O�D�� �I�L�H�F�D�U�H�� �W�D�E���U����- un colectiv format din cadre didacti�F�H�� �F�X�� �H�[�S�H�U�L�H�Q� ������

�F�R�P�S�R�Q�H�Q� �D���D�F�H�V�W�X�L�D���I�L�L�Q�G���V�W�D�E�L�O�L�W�����G�H���F���W�U�H���F�R�Q�G�X�F�H�U�H�D���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W 

- �O�D���I�L�H�F�D�U�H���J�U�X�S�����I�R�U�P�D�W�����G�L�Q���F�k�W�H������-15 elevi - �F�k�W�H���X�Q���v�Q�Y��� ���W�R�U���V�D�X���S�U�R�I�H�V�R�U 

- �O�D�� �W�D�E�H�U�H�O�H�� �F�X�� �H�I�H�F�W�L�Y�H�� �P�D�U�L�� �G�H�� �H�O�H�Y�L�� �S�R�W�� �S�D�U�W�L�F�L�S�D�� �F�X�� �S�U�R�J�U�D�P�H�� �ú�L�� �D�Q�L�P�D�W�R�U�Li 

socio-�H�G�X�F�D�W�L�Y�L���S�U�H�J���W�L� �L���S�U�L�Q���0���(���&���6�� 

- �S�H�Q�W�U�X�� �W�D�E�H�U�H�O�H�� �G�H�� �S�U�H�J���W�L�U�H�� �V�S�R�U�W�L�Y���� �Y�D�� �I�L�� �D�V�L�J�X�U�D�W�� �X�Q�� �S�U�R�I�H�V�R�U�� �G�H�� �H�G�X�F�D� �L�H��

�I�L�]�L�F�����O�D���X�Q���J�U�X�S���G�H���������H�O�H�Y�L 

- �S�k�Q�����O�D�����������G�H���H�O�H�Y�L��- �X�Q���F�D�G�U�X���V�D�Q�L�W�D�U���P�H�G�L�X�����L�D�U���Q�X�P���U�X�O���D�F�H�V�W�R�U�D���Y�D���F�U�H�ú�W�H���O�D��

fiecare 300 de elevi �v�Q���S�O�X�V 

- la taberele izolate, cu efectiv mai mic de 100 de elevi - un cadru sanitar mediu  

- la taberele cu efective mari, la fiecare 300 de elevi - un medic 

- �O�D���W�D�E�H�U�H���F�X���H�I�H�F�W�L�Y���P�D�L���P�L�F���G�H�����������G�H���H�O�H�Y�L�����D�V�L�V�W�H�Q� �D���P�H�G�L�F�D�O�����V�H���D�V�L�J�X�U�����S�U�L�Q��

dispensarul me�G�L�F�D�O���S�H���W�H�U�L�W�R�U�L�X�O���F���U�X�L�D���I�X�Q�F� �L�R�Q�H�D�]�����W�D�E���U�D�����L�D�U���G�D�F�����V�X�Q�W���V�L�W�X�D�W�H���O�D���S�H�V�W�H�������N�P��

de sediul dispensarului medical - �G�H���F���W�U�H���X�Q���P�H�G�L�F 

- �O�D���W�D�E�H�U�H���F�X���H�I�H�F�W�L�Y�H���P�L�F�L�����J�U�X�S�D�W�H���S�H���R���U�D�]�����G�H���S�k�Q�����O�D�������N�P�����F�D�U�H���W�R�W�D�O�L�]�H�D�]����

�S�k�Q�����O�D�����������G�H���H�O�H�Y�L��- un medic pentru �W�R�D�W�H���D�F�H�V�W�H���X�Q�L�W��� �L 

- �O�D�� �W�D�E�H�U�H�O�H�� �G�H�� �S�U�H�J���W�L�U�H�� �V�S�R�U�W�L�Y����- �X�Q�� �P�H�G�L�F�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �W�D�E���U���� �ú�L�� �S�H�U�V�R�Q�D�O��

�V�D�Q�L�W�D�U���v�Q���S�U�R�S�R�U� �L�H���G�H�������O�D�����������G�H���H�O�H�Y�L�� 
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8.2. Monitorizarea 

 Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre 

echipa manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 �5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

 �0�R�G�L�I�L�F���U�L�O�H�� �X�O�W�H�U�L�R�D�U�H�� �Y�R�U�� �I�L�� �U�H�D�O�L�]�D�W�H�� �G�H���F���W�U�H�� �'�L�U�H�F�W�R�U�X�O�� �H�G�X�F�D�W�L�Y�� �ú�L�� �Y�R�U�� �I�L��

validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Nr. 
Crt.  

�&�R�P�S�D�U�W�L�P�H�Q�W�X�O�����S�R�V�W�X�O�������������D�F� �L�X�Q�H�D��
���R�S�H�U�D� �L�X�Q�H�D�� 

I  II  III  IV  V 

 0 1 2 3 4 5 
1. Responsabil CEAC E     
2. Responsabil CEAC  V    
3. Director   A   

4. 
�&�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H�����L���G�L�U�H�F�W�R�U�L�L���G�L�Q���X�Q�L�W��� �H�D���G�H��
invatamant    Ap  

5. Responsabil CEAC  V   Ah 
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10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista responsabililor cu elaborarea, �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U���X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

SISTEMUL DE GESTIONARE A INFORMATIILOR   
-ACCESUL LA INFORMATIILE DE INTERES PUBLIC - 

 
 
 
 
 
 

P.O. 53 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�6�W�D�E�L�O�L�U�H�D�� �P�R�G�D�O�L�W���
�L�O�R�U�� �G�H�� �J�H�V�W�L�R�Q�D�U�H�� �D�� �L�Q�I�R�U�P�D�
�L�L�O�R�U�� �F�D�U�H�� �F�L�U�F�X�O���� �O�D�� �Q�L�Y�H�O�X�O��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D�� �G�H�V�F�U�L�H�� �P�R�G�D�O�L�W���
�L�O�H�� �G�H�� �G�H�� �J�H�V�W�L�R�Q�D�U�H�� �D�� �L�Q�I�R�U�P�D�
�L�L�O�R�U�� �F�D�U�H�� �F�L�U�F�X�O���� �O�D��

nivelul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L; 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

�3�U�H�]�H�Q�W�D���S�U�R�F�H�G�X�U�����V�H���D�S�O�L�F�����W�X�W�X�U�R�U���U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U���F�X���v�Q�U�H�J�L�V�W�U�D�U�H�D�����S�U�H�O�X�F�U�D�U�H�D�����L��

�X�W�L�O�L�]�D�U�H�D���G�D�W�H�O�R�U�����L���L�Q�I�R�U�P�D�
�L�L�O�R�U���Q�H�F�H�V�D�U�H���I�X�Q�F�
�L�R�Q���U�L�L���X�Q�L�W���
�L�L�����F�R�O�D�U�H���� �F�R�Q�G�X�F�H�U�H�D��

unitatii, secretariat, profesorii - �G�L�U�L�J�L�Q�
�L������ 

 

���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Secretariat, Contabilitate. 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Secretariat, Contabilitate. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L���H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ Metodologia d�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

�ƒ Legea 544/2001 �± Legea privind liberul acces la informatiile de interes public; 

 

6.3�����/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

Director general / director / contab�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

Forma �L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
PRIVIND SISTEMUL DE GESTIONARE A 

INFORMATIILOR  �± ACCESUL LA 
INFORMATIILE DE INTERES PUBLIC  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
53 

Cod: P.O. 53 
Pagina     din 18 
Exemplar nr.:  

 

 131 

  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Descrierea procedurii 

 

�x �,�Q�I�R�U�P�D�
�L�L�O�H cu caracter  general �Y�R�U���I�L���S�X�V�H���O�D���G�L�V�S�R�]�L�
�L�D���S�H�U�V�R�D�Q�H�O�R�U���L�Q�W�H�U�H�V�D�W�H���S�U�L�Q��

�D�I�L���D�U�H�D���O�D �D�Y�L�]�L�H�U�X�O���X�Q�L�W�D�W�L�L���V�D�X���v�Q���F�D�Q�F�H�O�D�U�L�H���G�H���F���W�U�H���P�H�P�E�U�L�L���6�H�U�Y�L�F�L�X�O�X�L���6�H�F�U�H�W�D�U�L�D�W�� 

 

�x �,�Q�I�R�U�P�D�
�L�L�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �� �G�H�� �V�H�U�Y�L�F�L�X �V�H�� �R�E�
�L�Q�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �D�Q�J�D�M�D�W�� �D�F�F�H�V�k�Q�G��

�,�Q�W�H�U�Q�H�W�X�O���� �D�F�F�H�V�k�Q�G�� �V�L�W�H-�X�U�L�O�H�� �0�L�Q�L�V�W�H�U�X�O�X�L�� �(�G�X�F�D�
�L�H�L �1�D�
�L�R�Q�D�O�H, ISJ, inspectoratelor. Aceste 

�L�Q�I�R�U�P�D�
�L�L�� �P�D�L�� �S�R�W�� �I�L�� �R�E�
�L�Q�X�W�H�� �G�H�� �O�D�� ���H�I�L�L�� �G�H�� �D�U�L�L�� �F�X�U�U�L�F�X�O�D�U�H���� �G�H�� �O�D�� �V�H�U�Y�L�F�L�X�O�� �6�H�F�U�H�W�D�U�L�D�W���� �v�Q�V����

�S�H�Q�W�U�X���D���H�Y�L�W�D���D�J�O�R�P�H�U�D�
�L�D���F�D�U�H���D�U���S�X�W�H�D���V�����D�S�D�U�����v�Q���D�F�H�V�W���E�L�U�R�X���V�H���U�H�F�R�P�D�Q�G�D���I�R�O�R�V�L�U�H�D���S�U�L�P�H�L��

�P�R�G�D�O�L�W���
�L�� 

 

�x �,�Q�I�R�U�P�D�
�L�L�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �S�H�U�V�R�Q�D�O se pot ob�
�L�Q�H�� �G�H�� �F���W�U�H�� �S�H�U�V�R�Q�D�O�X�O�� �D�Q�J�D�M�D�W�� �G�H�� �O�D��

�6�H�U�Y�L�F�L�L�O�H���6�H�F�U�H�W�D�U�L�D�W�����L�� �&�R�Q�W�D�E�L�O�L�W�D�W�H���V�D�X���G�H���O�D���&�R�Q�G�X�F�H�U�H�D���X�Q�L�W�D�W�L�L�����(�O�H�Y�L�L�����L���I�D�P�L�O�L�L�O�H���O�R�U���S�R�W��

�R�E�
�L�Q�H���D�F�H�V�W�H���L�Q�I�R�U�P�D�
�L�L���G�H���O�D���S�U�R�I�H�V�R�U�L�L-�G�L�U�L�J�L�Q�
�L���V�D�X���G�H���O�D���6�H�U�Y�L�F�L�X�O���6�H�F�U�H�W�D�U�L�D�W�� 

 

�x �,�Q�I�R�U�P�D�
�L�L�O�H���F�X���F�D�U�D�F�W�H�U���R�I�L�F�L�D�O �S�R�W���I�L���S�X�V�H���O�D���G�L�V�S�R�]�L�
�L�D���F�H�O�R�U���L�Q�W�H�U�H�V�D�
�L���O�D���F�H�U�H�U�H���V�D�X��

�R�U�L���G�H���F�k�W�H���R�U�L���H�V�W�H���F�D�]�X�O���G�H���F���W�U�H���6�H�U�Y�L�F�L�X�O���6�H�F�U�H�W�D�U�L�D�W�����$�F�H�V�W���W�L�S���G�H���L�Q�I�R�U�P�D�
�L�L���Q�X���S�R�D�W�H���I�L���S�X�V��

�O�D���G�L�V�S�R�]�L�
�L�D���Q�L�P���Q�X�L���I���U�����D�F�R�U�G�X�O���&�R�Q�G�X�F�H�U�L�L�����v�Q���D�F�H�V�W���V�H�Q�V���H�[�L�V�W�k�Q�G�����L���X�Q���D�F�R�U�G���G�H���S���V�W�U�D�U�H�D��

conf�L�G�H�Q�
�L�D�O�L�W���
�L�L�� �D�V�X�S�U�D�� �Y�H�K�L�F�X�O�D�U�L�L�� �D�F�H�V�W�R�U�� �L�Q�I�R�U�P�D�
�L�L�� �V�H�P�Q�D�W�� �G�H�� �S�H�U�V�R�D�Q�H�O�H�� �U�H�V�S�R�Q�V�D�E�L�O�H�� �F�X��

�J�H�V�W�L�R�Q�D�U�H�D���O�R�U�����F�R�Q�G�X�F�H�U�H�����V�H�F�U�H�W�D�U�L�D�W�����G�L�U�L�J�L�Q�
�L���� 

 

 

 Procedura de informare va fi monitorizata in vederea stabilirii politicii viitoare. Toate 

persoanele care fac obiectul acestei proceduri trebuie sa fie la curent cu existenta acesteia si sa 

�U�H�V�S�H�F�W�H���S�U�H�Y�H�G�H�U�L�O�H���V�D�O�H���P�D�L���D�O�H�V���v�Q���F�H�H�D���F�H���S�U�L�Y�H���W�H���J�H�V�W�L�R�Q�D�U�H�D���L�Q�I�R�U�P�D�
�L�L�O�R�U���S�U�L�Y�L�Q�G���G�D�W�H�O�H��

personale ale elevilor si cadrelor didactice (legea 544/2001- legea privind liberul acces la 

�L�Q�I�R�U�P�D� �L�L�O�H���G�H���L�Q�W�H�U�H�V���S�X�E�O�L�F���� 
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�Ì�Q�� �]�L�X�D�� �S�U�L�P�L�U�L�L�� �F�R�U�H�V�S�R�Q�G�H�Q� �H�L���� �S�H�U�V�R�D�Q�D�� �G�H�V�H�P�Q�D�W���� �G�L�Q�� �F�D�G�U�X�O�� �&�R�P�S�D�U�W�L�P�H�Q�W�X�O��Secretariat, 

�G�H�Q�X�P�L�W�����v�Q���F�R�Q�W�L�Q�X�D�U�H���U�H�J�L�V�W�U�D�W�R�U�����Y�D �v�Q�U�H�J�L�V�W�U�D���F�R�U�H�V�S�R�Q�G�H�Q� �D�����R���Y�D���V�H�O�H�F� �L�R�Q�D���ú�L���R�U�J�D�Q�L�]�D���ú�L���R��

va transmite �G�L�U�H�F�W�R�U�X�O�X�L���� �Ì�Q�� �V�L�W�X�D� �L�D�� �v�Q�� �F�D�U�H�� �H�[�L�V�W���� �X�U�J�H�Q� �H���� �V�H���Y�R�U�� �I�D�F�H�� �G�H�U�R�J���U�L�� �G�H�� �O�D��

�S�U�R�J�U�D�P�X�O���G�H���O�X�F�U�X���S�H�Q�W�U�X���v�Q�U�H�J�L�V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���U�H�V�S�H�F�W�L�Y�H�� 

 3) �/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L, prin Compartimentul Secretariat 

�S�U�L�P�H�ú�W�H�� �W�R�D�W�H��documentele, inclusiv peti� �L�L�O�H���� �V�R�V�L�W�H�� �S�U�L�Q�� �L�Q�W�H�U�P�H�G�L�X�O�� �3�R�ú�W�H�L�� �5�R�P�k�Q�H���� �S�U�L�Q��

�S�R�ú�W�D���H�O�H�F�W�U�R�Q�L�F�������Y�R�U���I�L���S�U�L�Q�W�D�W�H���ú�L���W�U�L�P�L�V�H���S�H���V�X�S�R�U�W���G�H���K�k�U�W�L�H�������S�U�L�Q���I�D�[���V�D�X���G�H�S�X�V�H���S�H�U�V�R�Q�D�O�� 

 

8.2���� �3�U�L�P�L�U�H�D�� �ú�L�� �v�Q�U�H�J�L�V�W�U�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �v�Q���/�L�F�H�X�O�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X��

�0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

1) Documentele adresate �X�Q�L�W���
�L�L, transmise prin intermediul fax-�X�O�X�L���� �S�R�ú�W�H�L�� �H�O�H�F�W�U�R�Q�L�F�H����

curierului sau d�H�S�X�V�H���S�H�U�V�R�Q�D�O���G�H���F���W�U�H���D�Q�X�P�L�W�H���S�H�U�V�R�D�Q�H���V�X�Q�W���S�U�L�P�L�W�H���ú�L���v�Q�U�H�J�L�V�W�U�D�W�H���G�H���F���W�U�H��

compartimentu�O���6�H�F�U�H�W�D�U�L�D�W���v�Q���5�H�J�L�V�W�U�X�O���X�Q�L�F��de intrare-�L�H�ú�L�U�H���G�H���H�Y�L�G�H�Q� �����D���G�R�F�X�P�H�Q�W�H�O�R�U�� 

2) �Ì�Q�U�H�J�L�V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���V�H���H�I�H�F�W�X�H�D�]�����F�U�R�Q�R�O�R�J�L�F�����v�Q���R�U�G�L�Q�H�D���S�U�L�P�L�U�L�L���O�R�U�� 

������ �Ì�Q�U�H�J�L�V�W�U�D�U�H�D�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �v�Q�F�H�S�H�� �O�D�� ���� �L�D�Q�X�D�U�L�H�� �ú�L�� �V�H�� �v�Q�F�K�H�L�H�� �v�Q�� �G�D�W�D�� �G�H�� ������ �G�H�F�H�P�E�U�L�H�� �D��

�I�L�H�F���U�X�L���D�Q�� 

�������'�R�F�X�P�H�Q�W�H�O�H���H�[�S�H�G�L�D�W�H���G�L�Q���R�I�L�F�L�X���ú�L���F�H�O�H���S�H�Q�W�U�X���X�]���L�Q�W�H�U�Q���Y�R�U���I�L���v�Q�U�H�J�L�V�W�U�D�W�H���W�R�W���v�Q��Registrul 

unic. 

�������)�L�H�F�D�U�H���G�R�F�X�P�H�Q�W���Y�D���I�L���v�Q�U�H�J�L�V�W�U�D�W���v�Q���R�U�G�L�Q�H���F�U�R�Q�R�O�R�J�L�F�������S�U�L�P�L�Q�G���X�Q���Q�X�P���U���G�H���v�Q�U�H�J�L�V�W�U�D�U�H����

�Ì�Q���F�D�G�U�X�O���D�F�H�V�W�H�L���R�S�H�U�D� �L�X�Q�L���H�V�W�H���Q�H�F�H�V�D�U�����U�H�V�S�H�F�W�D�U�H�D���U�H�J�X�O�L�O�R�U���F�D�U�H���S�U�H�Y���G�� 

�D�����0�H�Q� �L�R�Q�D�U�H�D���Q�X�P���U�X�O�X�L���O�D���F�D�U�H���D���I�R�V�W���v�Q�U�H�J�L�V�W�U�D�W���G�R�F�X�P�H�Q�W�X�O�� 

�E�����'�D�W�D���v�Q�U�H�J�L�V�W�U���U�L�L���ú�L���R�U�D�������D�F�R�O�R���X�Q�G�H���V�H���L�P�S�X�Q�H�� 

�F�����1�U�����ú�L���G�D�W�D���F�X���F�D�U�H���H�P�L�W�H�Q�W�X�O���D���H�[�S�H�G�L�D�W���G�R�F�X�P�H�Q�W�X�O���v�Q���F�D�X�]���� 

d. Nr. total al filelor documentului, inclusiv anexele acestuia; 

�H�����&�R�Q� �L�Q�X�W�X�O���G�R�F�X�P�H�Q�W�X�O�X�L�� 

�I�����0�H�Q� �L�R�Q�D�U�H�D���&�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���F���U�X�L�D���L-�D���I�R�V�W���U�H�S�D�U�W�L�]�D�W�����O�X�F�U�D�U�H�D�� 

�J�����'�D�W�D���W�U�L�P�L�W�H�U�L�L���ú�L���P�R�G�X�O���G�H���V�R�O�X� �L�R�Q�D�U�H�� 

 �'�D�F���� �D�F�W�H�O�H�� �V�X�Q�W�� �S�U�L�P�L�W�H�� �G�H�� �O�D�� �W�H�U� �L���� �Q�X�P���U�X�O�� �G�H���v�Q�U�H�J�L�V�W�U�D�U�H�� �V�H�� �F�R�P�X�Q�L�F���� �S�H�� �O�R�F��

solicitantului. 

�������'�X�S�����v�Q�U�H�J�L�V�W�U�D�U�H�����G�R�F�X�P�H�Q�W�H�O�H���V�H���W�U�D�Q�V�P�L�W���G�L�U�H�F�W�R�U�X�O�X�L��unitatii. 
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������ �'�L�U�H�F�W�R�U�X�O�� �V�W�D�E�L�O�H�ú�W�H�� �V�W�U�X�F�W�X�U�D���S�H�U�V�R�D�Q�D�� �U�H�V�S�R�Q�V�D�E�L�O���� �ú�L�� �D�S�O�L�F���� �U�H�]�R�O�X� �L�D���� �G�Rcumentele 

�X�U�P�k�Q�G���D���I�L���S�U�H�G�D�W�H���&�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���V�D�X���S�H�U�V�R�D�Q�H�L���L�Q�G�L�F�D�W�H���v�Q���U�H�]�R�O�X� �L�H�� 

�������(�V�W�H���L�Q�W�H�U�]�L�V�����v�Q�U�H�J�L�V�W�U�D�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���V�R�O�L�F�L�W���U�L�O�R�U���S�U�L�Q���W�H�O�H�I�R�Q�� 

9) Toate �G�R�F�X�P�H�Q�W�H�O�H���Y�R�U���I�L���v�Q�U�H�J�L�V�W�U�D�W�H���v�Q���]�L�X�D���v�Q���F�D�U�H���D�X���I�R�V�W���S�U�L�P�L�W�H�� 

���������'�R�F�X�P�H�Q�W�H�O�H���ú�L���V�R�O�L�F�L�W���U�L�O�H���v�Q���F�D�U�H���Q�X���V�H���S�U�H�F�L�]�H�D�]�����G�D�W�H�O�H���G�H���L�G�H�Q�W�L�I�L�F�D�U�H���D�O�H��expeditorului 

���Q�X�P�H�� �ú�L�� �S�U�H�Q�X�P�H���� �G�H�Q�X�P�L�U�H�� �S�H�Q�W�U�X�� �V�R�F�L�H�W��� �L���� �D�G�U�H�V�D�� �G�H�� �G�R�P�L�F�L�O�L�X�� �V�D�X���F�R�U�H�V�S�R�Q�G�H�Q� ������ �V�X�Q�W��

considerate anonime. Acestea nu se v�R�U�� �O�X�D�� �v�Q�� �F�R�Q�V�L�G�H�U�D�U�H�� �ú�L�� �Y�R�U�� �I�L���F�O�D�V�D�W�H�� �F�X�� �P�H�Q� �L�X�Q�H�D��

�³�F�O�D�V�D�W�´�� 

�������(�V�W�H���L�Q�W�H�U�]�L�V�����F�L�U�F�X�O�D� �L�D���D�F�W�H�O�R�U���Q�H�v�Q�U�H�J�L�V�W�U�D�W�H�� 

 

8.3�����$�Q�D�O�L�]�D�U�H�D���F�R�Q� �L�Q�X�W�X�O�X�L���G�R�F�X�P�H�Q�W�X�O�X�L���ú�L���U�H�S�D�U�W�L�]�D�U�H�D���D�F�H�V�W�X�L�D 

������ �3�H�U�V�R�D�Q�H�O�H�� �F�D�U�H�� �v�ú�L�� �G�H�V�I���ú�R�D�U����activitatea la Compartimentul Secretariat vor analiza 

�F�R�Q� �L�Q�X�W�X�O���G�R�F�X�P�H�Q�W�X�O�X�L���ú�L���Y�R�U���V�W�D�E�L�O�L���G�D�F���� 

�������6�R�O�L�F�L�W�D�U�H�D���L�Q�W�U�����v�Q���D�U�L�D���G�H���F�R�P�S�H�W�H�Q� �����D��unitatii. 

�D�����Ì�Q���D�F�H�D�V�W�D���V�L�W�X�D� �L�H�����Y�R�U���U�H�S�D�U�W�L�]�D���G�R�F�X�P�H�Q�W�X�O���V�R�O�L�F�L�W�D�U�H�D���F���W�U�H���G�L�U�H�F�W�R�U���F�D�U�H���v�O���Y�D���U�H�S�D�U�W�L�]�D���v�Q��

ac�H�H�D�ú�L�� �]�L�� �V�D�X�� �F�H�O�� �P�D�L�� �W�k�U�]�L�X�� �S�k�Q�D�� �O�D�� �R�U�D�������������� �G�L�Q�� �]�L�X�D�� �X�U�P���W�R�D�U�H���v�Q�U�H�J�L�V�W�U���U�L�L�� �S�H�U�V�R�D�Q�H�L��

responsabile/coordonatorului de Compartiment spre �V�R�O�X� �L�R�Q�D�U�H�����'�L�V�W�U�L�E�X�L�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U���V�H��

face �G�H���F���W�U�H���S�H�U�V�R�Q�D�O�X�O���G�L�Q���F�D�G�U�X�O��Compartimentului Secretariat. 

�E�����Ì�Q���F�D�]�X�O���v�Q���F�D�U�H���G�R�F�X�P�H�Q�W�X�O���Q�H�F�H�V�L�W�����X�Q���U���V�S�X�Q�V�����V�W�U�X�F�W�X�U�D���R�U�J�D�Q�L�]�D�W�R�U�L�F�����F�D�U�H���O-a primit va 

�H�O�D�E�R�U�D�� �U���V�S�X�Q�V�X�O�� �F���W�U�H�� �V�R�O�L�F�L�W�D�Q�W�� �ú�L�� �v�O�� �Y�D���v�Q�D�L�Q�W�D�� �G�L�U�H�F�W�R�U�X�O�X�L���X�Q�L�W���
�L�L pentru verificare. 

�5���V�S�X�Q�V�X�O���Y�D���I�L���D�V�X�P�D�W���G�H���F���W�U�H �S�H�U�V�R�D�Q�D���U�H�V�S�R�Q�V�D�E�L�O�����F�D�U�H���O-a �v�Q�W�R�F�P�L�W���S�U�L�Q �V�H�P�Q���W�X�U�������(�O���Y�D��

�I�L���V�H�P�Q�D�W���ú�L���G�H���F���W�Ue coordonatorul de Compartiment �ú�L���G�L�U�H�F�W�R�U�� 

�F���� �'�D�F���� �D�� �I�R�V�W�� �U�H�S�D�U�W�L�]�D�W�� �ú�L�� �v�Q�U�H�J�L�V�W�U�D�W�� �v�Q�� �P�R�G�� �H�U�R�Q�D�W�� �O�D��un alt compartiment, acesta are 

�R�E�O�L�J�D� �L�D���� �F�D�� �v�Q�� �]�L�X�D�� �S�U�L�P�L�U�L�L�� �V�D�X�� �F�H�O�� �W�k�U�]�L�X���v�Q�� �]�L�X�D�� �X�U�P���W�R�D�U�H���� �V���� �v�Q�D�S�R�L�H�]�H��docum�H�Q�W�X�O�� �F���W�U�H��

�V�W�U�X�F�W�X�U�D���R�U�J�D�Q�L�]�D�W�R�U�L�F�� care i l-a transmis, respectiv Compartimentul Secretariat. 

�G���� �Ì�Q���F�D�]�X�O���v�Q���F�D�U�H���D�F�H�V�W�� �W�H�U�P�H�Q���Q�X���H�V�W�H���U�H�V�S�H�F�W�Dt, Compartimentul care a primit documentul 

�J�U�H�ú�L�W���U�H�S�D�U�W�L�]�D�W�����v�ú�L���D�V�X�P�����U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���V�R�O�X� �L�R�Q���U�L�L��acestuia. 

�H���� �'�R�F�X�P�H�Q�W�H�O�H�� �S�U�R�S�U�L�L�� �F�D�U�H�� �F�L�U�F�X�O���� �v�Q�W�U�H�� �V�W�U�X�F�W�X�U�L�O�H�� �R�U�J�D�Q�L�]�D�W�R�U�L�F�H���� �G�H�� �L�P�S�R�U�W�D�Q� �����P�D�M�R�U���� �ú�L��

�X�W�L�O�H�� �v�Q�W�U�H�J�X�O�X�L�� �S�H�U�V�R�Q�D�O�� ���G�R�Fumentele manageriale, documente curriculare, procedurile de 

�V�L�V�W�H�P���ú�L���F�H�O�H���R�S�H�U�D� �L�R�Q�D�O�H�����Y�R�U���I�L���v�Q�U�H�J�L�V�W�U�D�W�H���O�D��Compartimentul Secretariat. 
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�I���� �Ì�Q�� �F�D�]�X�O�� �G�R�F�X�P�H�Q�W�H�O�R�U�� �H�O�H�F�W�U�R�Q�L�F�H���� �V�R�V�L�W�H�� �S�H�� �D�G�U�H�V�D�� �R�I�L�F�L�D�O��, acestea se pr�L�Q�W�H�D�]���� �G�H�� �F���W�U�H��

Compartimentul �6�H�F�U�H�W�D�U�L�D�W���� �V�H�� �v�Q�U�H�J�L�V�W�U�H�D�]���� �v�Q�� �5�H�J�L�V�W�U�X�O�� �G�H�� �L�Q�W�U�D�U�H-�L�H�ú�L�U�H�� �ú�L�� �V�H�� �W�U�D�Q�V�P�L�W��

structurilor �R�U�J�D�Q�L�]�D�W�R�U�L�F�H�� �G�H�� �V�S�H�F�L�D�O�L�W�D�W�H���� �v�Q�� �I�R�U�Pat electronic. �5���V�S�X�Q�V�X�O�� �O�D�� �D�F�H�V�W�H��

documente, �D�V�X�P�D�W���v�Q���I�R�U�P�����H�O�H�F�W�U�R�Q�L�F�������V�F�D�Q�D�W���v�Q���I�R�U�P�D�W���S�G�I�� �F�X���V�H�P�Q���W�X�U�����ú�L���ú�W�D�P�S�L�O�������H�V�W�H��

�G�L�U�H�F� �L�R�Q�D�W�� �F���W�U�H�� �&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �6�H�F�U�H�W�D�U�L�D�W���� �v�Q���Y�H�G�H�U�H�D�� �W�U�D�Q�V�P�L�W�H�U�L�L���� �v�Q�� �I�R�U�P�D�W��electronic, 

�F���W�U�H���H�P�L� ���W�R�U�� 

g) Compartimentul d�H�V�H�P�Q�D�W�� �S�U�L�P�X�O�� �v�Q�� �U�H�]�R�O�X� �L�D�� �G�D�W���� �Ge director de pe un document ce 

�Y�L�]�H�D�]���� �D�F�W�L�Y�L�W�D�W�H�D�� �P�D�L�� �P�X�O�W�R�U�� �V�W�U�X�F�W�X�U�L���F�R�P�S�D�U�W�L�P�H�Q�W�H�� �Y�D�� �I�L�� �Fel responsabil cu elaborarea 

�U���V�S�X�Q�V�X�O�X�L���I�L�Q�D�O���S�U�L�Q���F�R�U�R�E�R�U�D�U�H�D���L�Q�I�R�U�P�D� �L�L�O�R�U���R�E� �L�Q�X�W�H���G�H���V�W�U�X�F�W�X�U�L�O�H���P�H�Q� �L�R�Q�D�W�H���v�Q���U�H�]�R�O�X� �L�H�� 

h�����3�H�U�V�R�D�Q�D���G�H�V�H�P�Q�D�W�����G�H���G�L�U�H�F�W�R�U���F�X���V�R�O�X� �L�R�Q�D�U�H�D���D�G�U�H�V�H�O�R�U���v�Q�U�H�J�L�V�W�U�D�W�H���v�Q���5�H�J�L�V�W�U�X�O���G�H���L�Q�W�U���U�L��

- �L�H�ú�L�U�L�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �G�H�� �D�� �U�H�V�S�H�F�W�D�� �W�H�U�P�H�Q�X�O �G�H�� �V�R�O�X� �L�R�Q�D�U�H�� �D�� �P�D�W�H�U�L�D�O�X�O�X�L�����L�D�U�� �O�D�� �Q�X�P���U�X�O�� �G�H��

�v�Q�U�H�J�L�V�W�U�D�U�H�� �L�Q�L� �L�D�O���� �F�H�O�� �G�L�Q�� �&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �6�H�F�U�H�W�D�U�L�D�W���� �D�F�H�D�V�W�� �R�S�H�U�D� �L�X�Q�H�� �D�S�D�U�H�� �H�Y�L�G�H�Q� �L�D�W����

�S�U�L�Q���v�Q�V�F�U�L�H�U�H�D���G�D�W�H�L la care s-�D���I�R�U�P�X�O�D�W���ú�L���W�U�L�P�L�V���U���V�S�X�Q�V�X�O�� 

�������6�R�O�L�F�L�W�D�U�H�D���Q�X���L�Q�W�U�����v�Q���V�I�H�U�D���G�H���F�R�P�S�H�W�H�Q� �����D��unitatii 

�D���� �Ì�Q�� �D�F�H�V�W�� �F�D�]���� �S�H�U�V�R�D�Q�H�O�H�� �F�D�U�H�� �v�ú�L�� �G�H�V�I���ú�R�D�U���� �D�F�W�L�Y�L�W�D�W�Ha la Compartimentul Secretariat 

�v�Q�W�R�F�P�H�V�F���D�G�U�H�V�D���G�H���U�H�G�L�U�H�F� �L�R�Q�D�U�H���D���D�F�H�V�W�H�L�D���F���W�U�H���L�Q�V�W�L�W�X� �L�D���F�R�P�S�H�W�H�Q�W�������$�G�U�H�V�D���G�H���v�Q�ú�W�L�L�Q� �D�U�H��

�D�� �L�Q�V�W�L�W�X� �L�H�L���S�H�U�V�R�D�Q�H�L�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �P�R�G�X�O�� �G�H�� �U�H�G�L�U�H�F� �L�R�Q�D�U�H�� �D�� ���G�R�F�X�P�H�Q�W�X�O�X�L���� �V�H�� �W�U�D�Q�V�P�L�W�H�� �v�Q��

ziua primirii d�R�F�X�P�H�Q�W�X�O�X�L���V�R�O�L�F�L�W���U�L�L���V�D�X���F�H�O���W�k�U�]�L�X���D���G�R�X�D���]�L�����$�G�U�H�V�H�O�H���G�H���U�H�G�L�U�H�F� �L�R�Q�D�U�H���ú�L���G�H��

�v�Q�ú�W�L�L�Q� �D�U�H���V�X�Q�W���V�H�P�Q�D�W�H���G�H���F���W�U�H��director. 

 

8.4�����&�R�Q�H�[�D�U�H�D���ú�L���F�O�D�V�D�U�H�D���S�H�W�L� �L�L�O�R�U 

1) Cererile adresate unitatii���� �G�H�� �D�F�H�O�D�ú�L�� �V�R�O�L�F�L�W�D�Q�W�� �V�D�X�� �D�F�H�H�D�ú�L �L�Q�V�W�L�W�X� �L�H�� �S�U�L�Q�� �L�Q�W�H�U�P�H�G�L�X�O�� �P�D�L��

multor forme de adresare (e-�P�D�L�O���� �S�R�ú�W������ �I�D�[�� �H�W�F���� �ú�L�� �O�D��date calendaristice diferite vor primi 

�I�L�H�F�D�U�H�� �S�U�R�S�U�L�X�O�� �Q�X�P���U�� �G�H�� �v�Q�U�H�J�L�V�W�U�D�U�H���� �V�R�O�L�F�L�W�D�Q�W�X�O���L�Q�V�W�L�W�X� �L�D �X�U�P�k�Q�G�� �V���� �S�U�L�P�H�D�V�F���� �X�Q�� �V�L�Q�J�X�U��

�U���V�S�X�Q�V���F�D�U�H���W�U�H�E�X�L�H���V�����I�D�F�����U�H�I�H�U�L�U�H���O�D���W�R�D�W�H���F�H�U�H�U�L�O�H���G�R�F�X�P�H�Q�W�H�O�H �S�U�L�P�L�W�H���F�X���D�F�H�O�D�ú�L���V�X�E�L�H�F�W�� 

 

8.5. Prelungirea termenulu�L���G�H���V�R�O�X� �L�R�Q�D�U�H���D���S�H�W�L� �L�L�O�R�U���G�R�F�X�P�H�Q�W�H�O�R�U 

������ �Ì�Q�� �F�D�]�X�O�� �v�Q�� �F�D�U�H�� �D�V�S�H�F�W�H�O�H�� �V�H�V�L�]�D�W�H�� �S�U�L�Q�� �S�H�W�L� �L�H�� �Q�H�F�H�V�L�W���� �R�� �F�H�U�F�H�W�D�U�H�� �P�D�L�� �D�P���Q�X�Q� �L�W������

directorul �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�X�L���S�R�D�W�H���S�U�H�O�X�Q�J�L���W�H�U�P�H�Q�X�O���G�H���V�R�O�X� �L�R�Q�D�U�H���D���V�R�O�L�F�L�W���U�L�O�R�U���F�X���F�H�O���P�X�O�W��

15 zile. 
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2) Referatul de prel�X�Q�J�L�U�H�� �D�� �W�H�U�P�H�Q�X�O�X�L�� �G�H�� �V�R�O�X� �L�R�Q�D�U�H�� �V�H�� �v�Q�W�R�F�P�H�ú�W�H�� �G�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �G�H 

�V�S�H�F�L�D�O�L�W�D�W�H�� �ú�L�� �F�R�Q� �L�Q�H�� �V�W�D�G�L�X�O�� �G�H�� �V�R�O�X� �L�R�Q�D�U�H�� �D�� �V�R�O�L�F�L�W���U�L�L�� �úi motivul pentru care se impune 

prelungirea termenului. 

 

8.6�����6�R�O�X� �L�R�Q�D�U�H�D���ú�L���H�[�S�H�G�L�H�U�H�D���G�R�F�X�P�H�Q�W�H�O�R�U 

������ �'�R�F�X�P�H�Q�W�H�O�H�� �Y�R�U�� �D�Y�H�D�� �U�H�]�R�O�X� �L�D�� �G�L�U�H�F�W�R�U�X�O�X�L�� �V�L�� �Y�R�U���I�L�� �U�H�S�D�U�W�L�]�D�W�H�� �V�S�U�H�� �V�R�O�X� �L�R�Q�D�U�H��

�F�R�Q�G�X�F���W�R�U�L�O�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�����F�D�U�H���D�X���R�E�O�L�J�D� �L�D���G�H���D���O�H���U�H�S�D�U�W�L�]�D���V�D�O�D�U�L�D� �L�O�R�U���G�L�Q��subordine, 

�v�Q���I�X�Q�F� �L�H���G�H���F�R�P�S�H�W�H�Q� �H�����F�X���U�H�]�R�O�X� �L�L���S�U�L�Y�L�Q�G���P�R�G�D�O�L�W�D�W�H�D���R�S�W�L�P�����ú�L���Wermenul �G�H���U�H�]�R�O�Y�D�U�H�����v�Q��

conformitate cu prevederile legale. 

������ �5���V�S�X�Q�V�X�O�� �O�X�F�U���U�L�L�� �V�H�� �U�H�G�D�F�W�H�D�]���� �v�Q�� �G�X�E�O�X�� �H�[�H�P�S�O�D�U���� �F�R�Q� �L�Q�X�W�X�O�� �V�F�U�L�L�Q�G�X-se cu corp de 

�7�L�P�H�V���1�H�Z���5�R�P�D�Q�����Q�H�v�Q�J�U�R�ú�D�W�����V�S�D� �L�X���L�Q�W�H�U�O�L�Q�L�H�������������L�D�U���W�L�W�O�X�U�L�O�H���ú�L���V�H�P�Q�D�W�D�U�L�L���O�X�F�U���U�L�L���F�X��corp 

de 12 Times �1�H�Z���5�R�P�D�Q���v�Q�J�U�R�ú�D�W�� 

�������6�R�O�X� �L�L�O�H���O�X�F�U���U�L�O�R�U�����V�H�P�Q�D�W�H���G�H���S�H�U�V�R�D�Q�D���F�D�U�H���O�H-a �v�Q�W�R�F�P�L�W���v�P�S�U�H�X�Q�����F�X���G�R�F�X�P�H�Q�W�X�O���L�Q�L� �L�D�O����

�V�H�� �S�U�H�]�L�Q�W���� �V�S�U�H�� �V�H�P�Q�D�U�H�� �v�Q�� �Y�H�G�H�U�H�D�� �v�Q�V�X�ú�L�U�L�L�� �S�H�� �F�D�O�H�� �L�H�U�D�U�K�L�F������ �v�Q�� �G�R�X���� �H�[�H�P�S�O�D�U�H����Primul 

�H�[�H�P�S�O�D�U�� �Y�D�� �D�Y�H�D�� �G�R�D�U�� �V�H�P�Q���W�X�U�D�� �V�X�S�H�U�L�R�U�X�O�X�L�� �L�H�U�Drhic, iar al doilea exemplar va �F�R�Q� �L�Q�H�� �ú�L��

�V�H�P�Q���W�X�U�L�O�H���S�H�U�V�R�D�Q�H�O�R�U���F�D�U�H���D�X���v�Q�W�R�F�P�L�W�������Y�H�U�L�I�L�F�D�W���V�R�O�X� �L�L�O�H���O�X�F�U���U�L�O�R�U�� 

������ �5���V�S�X�Q�V�X�O�� �V�H�� �U�H�G�D�F�W�H�D�]���� �F�X�� �D�Q�W�H�W���� �5���V�S�X�Q�V�X�O�� �D�S�U�R�E�D�W�� �ú�L���V�D�X �V�H�P�Q�D�W���G�H�� �F���W�U�H�� �G�L�U�H�F�W�R�U�� �Y�D�� �I�L��

�U�H�W�X�U�Q�D�W���F���W�U�H���F�R�P�S�D�U�W�L�P�H�Q�W�X�O���F�D�U�H���D���v�Q�W�R�F�P�L�W �U���V�S�X�Q�V�X�O���� 

������ �'�D�W�D�� �H�[�S�H�G�L�H�U�L�L�� �V�R�O�X� �L�L�O�R�U�� �O�X�F�U���U�L�O�R�U�� �V�H�� �v�Q�U�H�J�L�V�W�U�H�D�]�����v�Q�� �5�H�J�L�V�W�U�X�O�� �J�H�Q�H�U�D�O�� �G�L�Q�� �F�D�G�U�X�O��

Compartimentului Secretariat. 

������ �6�R�O�X� �L�L�O�H�� �O�X�F�U���U�L�O�R�U�� �V�H�� �W�U�D�Q�V�P�L�W�� �v�Q�� �R�U�L�J�L�Q�D�O�� �S�U�L�Q�� �S�R�ú�W���� �V�D�X�� �V�H�� �S�U�H�G�D�X���� �G�X�S�� caz, direct 

�V�R�O�L�F�L�W�D�Q�W�X�O�X�L���V�X�E���V�H�P�Q���W�X�U�����G�H��primire. 

�������'�R�F�X�P�H�Q�W�H�O�H���H�P�L�V�H���G�L�Q���R�I�L�F�L�X���G�H���F���W�U�H���F�R�P�S�D�U�W�L�P�H�Q�W�H���V�H���v�Q�U�H�J�L�V�W�U�H�D�]�����v�Q���5�H�J�L�V�W�U�X�O��general. 

8) Compartimentele din cadrul �X�Q�L�W�D�W�L�L���V�X�Q�W���R�E�O�L�J�D�W�H���V�����D�U�K�L�Y�H�]�H��fiecare document primit spre 

�V�R�O�X� �L�R�Q�D�U�H���v�P�S�U�H�X�Q�����F�X���U���V�Sunsul acestuia (exemplarul 2 al �U���V�S�X�Q�V�X�O�X�L���� 

������ �'�R�F�X�P�H�Q�W�H�O�H���� �L�Q�F�O�X�V�L�Y�� �H�[�H�P�S�O�D�U�X�O�� ���� �D�O�� �U���V�S�X�Q�V�X�O�X�L�� �V�H �Y�R�U�� �S���V�W�U�D�� �O�D�� �Q�L�Y�H�O�X�O�� �I�L�H�F���U�X�L��

�F�R�P�S�D�U�W�L�P�H�Q�W�� �v�Q�� �Y�H�G�H�U�H�D�� �D�U�K�L�Y���U�L�L�� �v�Q�� �F�R�Q�I�R�U�P�L�W�D�W�H�� �F�X�� �/�H�J�H�D�� �Q�U���� ������1996 a Arhivelor 

�1�D� �L�R�Q�D�O�H�����F�X���P�R�G�L�I�L�F���U�L�O�H���ú�L���F�R�P�S�O�H�W���U�L�O�H���X�O�W�H�U�L�R�D�U�H�� 

 �����������(�Y�L�G�H�Q� �D���S�U�L�Y�L�Q�G���W�H�U�P�H�Q�H�O�H���G�H���U���V�S�X�Q�V���v�Q���F�D�G�U�X�O���5�H�J�L�V�W�U�X�O�X�L���G�H���,�Q�W�U�D�U�H-�,�H�ú�L�U�H 

������ �&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �v�Q�� �D�� �F���U�H�L�� �F�R�P�S�H�W�H�Q� ���� �L�Q�W�U���� �G�R�F�X�P�H�Q�W�X�O���� �Y�D�� �I�R�U�P�X�O�D�� �U���V�S�X�Q�V�X�O���� �F�R�Q�I�R�U�P��

�S�U�H�Y�H�G�H�U�L�O�R�U���O�H�J�D�O�H���v�Q���Y�L�J�R�D�U�H�� 
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������ �&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �6�H�F�U�H�W�D�U�L�D�W�� �D�U�H�� �R�E�O�L�J�D� �L�D�� �Y�H�U�L�I�L�F���U�L�L�� �U�H�V�S�H�F�W���U�L�L���W�H�U�P�H�Q�X�O�X�L�� �G�H�� �U�H�G�D�F�W�D�U�H�� �ú�L��

�H�[�S�H�G�L�H�U�H�� �D�� �U���V�S�X�Q�V�X�O�X�L�� �F�H�U�H�U�L�L���G�R�F�X�P�H�Q�W�X�O�X�L�� �Q�R�W�L�I�L�F�k�Qd compartimentul responsabil cu 

�U�H�G�D�F�W�D�U�H�D���U���V�S�X�Q�V�X�U�L�O�R�U���G�H���D�S�U�R�S�L�H�U�H�D���W�H�U�P�H�Q�X�O�X�L���G�H���H�[�S�H�G�L�H�U�H�� 

������ �(�[�S�H�G�L�H�U�H�D�� �U���V�S�X�Q�V�X�U�L�O�R�U�� �S�U�L�Q�� �H-�P�D�L�O�� �V�H�� �Y�D�� �I�D�F�H�� �G�H�� �F���W�U�H�� �&�R�P�S�D�U�W�L�P�H�Q�W�X�O�� �6�H�F�U�H�W�D�U�L�D�W�� �v�Q 

�I�R�U�P�D�W���Z�R�U�G���ú�L���3�'�)���ú�L���Q�X�P�D�L���D�W�X�Q�F�L���F�k�Q�G�� 

-  solicitantul cere acest lucru; 

- �F�k�Q�G�� �V�R�O�L�F�L�W�D�U�H�D�� �D�� �I�R�V�W�� �W�U�D�Q�V�P�L�V���� �S�U�L�Q�� �S�R�ú�W�D�� �H�O�H�F�W�U�R�Q�L�F������ �Q�X�� �F�R�Q� �L�Q�H�� �G�D�W�H�� �G�H�� �L�G�H�Q�W�L�I�L�F�D�U�H�� �ú�L��

obiectul acesteia face referire la un aspect teoretic; 

- �F�k�Q�G���F�H�U�H�U�H�D���D���I�R�V�W���W�U�D�Q�V�P�L�V�����S�U�L�Q���H-�P�D�L�O���L�D�U���V�R�O�L�F�L�W�D�Q�W�X�O���G�R�P�L�F�L�O�L�D�]�����v�Q���D�I�D�U�D���W�H�U�L�W�R�U�L�X�O�X�L 

�5�R�P�k�Q�L�H�L�� 

�������&�R�P�S�D�U�W�L�P�H�Q�W�X�O���6�H�F�U�H�W�D�U�L�D�W���Y�D���v�Q�W�R�F�P�L���V�H�P�H�V�W�U�L�D�O���V�D�X���O�D���V�R�O�L�F�L�W�D�U�H�D���G�L�U�H�F�W�R�U�X�O�X�L�����R�U�L���G�H 

�F�k�W�H���R�U�L���H�V�W�H���Q�H�Y�R�L�H�����X�Q���U�D�S�R�U�W���V�H�P�H�V�W�U�L�D�O�����F�H���Y�D���F�R�Q� �L�Q�H���D�Q�D�O�L�]�D���D�F�W�L�Y�L�W��� �Li proprii, nr. de 

�G�R�F�X�P�H�Q�W�H���L�Q�W�U�D�W�H���ú�L���V�W�D�G�L�X�O���V�R�O�X� �L�R�Q���U�L�L���D�F�H�V�W�R�U�D�� 

�������)�L�H�F�D�U�H���F�R�P�S�D�U�W�L�P�H�Q�W���F�D�U�H���D���S�D�U�W�L�F�L�S�D�W���O�D���V�R�O�X� �L�R�Q�D�U�H�D���O�X�F�U���U�L�L���D�U�H���R�E�O�L�J�D� �L�D���G�H���D���D�U�K�L�Y�D 

�W�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���F�H���U�H�]�X�O�W�����v�Q���X�U�P�D���D�F�H�V�W�H�L�D�����U�H�V�S�H�F�W�L�Y�� 

- �V�R�O�L�F�L�W���U�L�O�H�� 

- �U���V�S�X�Q�V�X�O���V�R�O�L�F�L�W���U�L�O�R�U�� 

- �D�G�U�H�V�H�O�H���G�H���U�H�G�L�U�H�F� �L�R�Q�D�U�H�� 

 

8.7. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.8. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Directorul unitatii  �± �U���V�S�X�Q�G�H�� �G�H�� �E�X�Q�D�� �G�H�V�I�����X�U�D�U�H�� �D�� �D�F�W�L�Y�L�W���
�L�L�� �G�H�� �L�Q�I�R�U�P�D�U�H����

�X�U�P���U�L�Q�G�� �F�D�� �W�R�D�W�H�� �S�H�U�V�R�D�Q�H�O�H�� �L�Q�W�H�U�H�V�D�W�H�� ���L�� �F�D�U�H�� �U�H�S�U�H�]�L�Q�W���� �R�E�L�H�F�W�X�O�� �D�F�H�V�W�H�L�� �S�U�R�F�H�G�X�U�L�� �V���� �D�L�E����

�D�F�F�H�V�� �G�L�U�H�F�W�� �O�D�� �L�Q�I�R�U�P�D�
�L�L�O�H�� �F�X�� �F�D�U�D�F�W�H�U�� �J�H�Q�H�U�D�O�� �V�D�X�� �L�Q�I�R�U�P�D�
�L�L�O�H�� �S�D�U�W�L�F�X�O�D�U�H�� �G�H�� �F�D�U�H�� �V�X�Q�W��

interesate; 

 

�x Serviciul Secretariat �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �S�X�Q�H�U�H�D�� �O�D�� �G�L�V�S�R�]�L�
�L�H�� �v�Q�� �P�R�G�� �Q�H�P�L�M�O�R�F�L�W�� �D��

�L�Q�I�R�U�P�D�
�L�L�O�R�U�� �F�X�� �F�D�U�D�F�W�H�U�� �J�H�Q�H�U�D�O���� �S�U�L�Q�� �D�I�L���D�U�H�D�� �O�D�� �D�Y�L�]�L�H�U�X�O�� �X�Q�L�W�D�W�L�L�� �D�� �D�F�H�V�W�R�U�D���� �V�D�X�� �D��

�L�Q�I�R�U�P�D�
�L�L�O�R�U���F�X���F�D�U�D�F�W�H�U���S�D�U�W�L�F�X�O�D�U���V�R�O�L�F�L�W�D�W�H���G�H���F���W�U�H���S�H�U�V�R�D�Q�H�O�H���L�Q�W�H�U�H�V�D�W�H�����vn cadrul biroului 

�V�H�F�U�H�W�D�U�L�D�W���� �G�H�� �D�V�H�P�H�Q�H�D�� �V�H�U�Y�L�F�L�X�O�� �V�H�F�U�H�W�D�U�L�D�W�� �H�V�W�H�� �U�H�V�S�R�Q�V�D�E�L�O�� �G�H�� �H�[�L�V�W�H�Q�W�D�� �v�Q�U�H�J�L�V�W�U���U�L�O�R�U��

�S�U�L�Y�L�Q�G���U�H�D�O�L�]�D�U�H�D���O�D���W�L�P�S�����L���v�Q���I�R�U�P�D�W�H�O�H���V�R�O�L�F�L�W�D�W�H���D���U�D�S�R�U�W���U�L�O�R�U�� 

 

�x Profesorii-�G�L�U�L�J�L�Q�
�L �V�H�� �R�F�X�S���� �G�H�� �L�Q�I�R�U�P�D�U�H�D�� �H�O�H�Y�L�O�R�U�� ���L�� �D�� �I�D�P�L�O�L�L�O�R�U�� �D�F�H�V�Wora asupra 

�V�L�W�X�D�
�L�H�L���G�L�V�F�L�S�O�L�Q�D�U�H�����O�D���F�H�U�H�U�H���V�D�X���R�U�L���G�H���F�k�W�H���R�U�L���H�V�W�H���F�D�]�X�O�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X�����G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scopul acestei proceduri este de a stabili oferta educationala a Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L, si de a realiza validarea si aprobarea 

ofertei. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H��sarcini �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- �3�U�R�F�H�G�X�U�D���V�H���D�S�O�L�F���� �F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H���ú�L���H�O�H�Y�L�O�R�U���G�L�Q���F�D�G�U�X�O��Liceului Tehnologic 

�´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L, parintilor. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea comisiilor metodice din cadrul unitatii de invatamant;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W����activitate depinde de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisia metodica, Consiliul De Administratie; 

5. Secretariat; 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H���S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �E�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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7.  �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D��unei 

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U��componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 

8. Curriculum Oferta educationala a scolii si reprezinta sistemul 

experientelor de invatare directe si indirecte oferite 

formabililor si traite de acestia in contexte formale, 

nonformale si chiar informale 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
ELABORAREA, VALIDAREA SI 

APROBAREA OFERTEI EDUCATIONALE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
54 

Cod: P.O. 54 
Pagina     din  14 
Exemplar nr.:  

 

 150 

�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Generalitati 

 

�8�Q�L�W�D�W�H�D�� �Q�R�D�V�W�U������ �v�ú�L�� �S�U�R�S�X�Q�H�� �V���� �R�I�H�U�H�� �H�O�H�Y�L�O�R�U�� �R�� �H�G�X�F�D� �L�H�� �G�H�� �F�D�O�L�W�D�W�H���� �v�Q�� �D�F�R�U�G�� �F�X��

�Q�H�Y�R�L�O�H���G�H���V�F�K�L�P�E�D�U�H���D�O�H���V�R�F�L�H�W��� �L�L�����$�E�V�R�O�Y�H�Q� �L�L���Y�R�U���G�R�E�k�Q�G�L���F�R�P�S�H�W�H�Q� �H���F�D�U�H���O�H���Y�R�U���S�H�U�P�L�W�H���V����

�D�O�H�D�J���� �G�U�X�P�X�O�� �F�R�U�H�F�W�� �v�Q�� �Y�L�D� ������ �V���� �I�L�H�� �D�X�W�R�Q�R�P�L���� �U�H�V�S�R�Q�V�D�E�L�O�L�� �ú�L�� �V���� �G�H�F�L�G���� �D�V�Xpra propriilor 

cariere.  

Definirea clara a ofertei scolii se realizeaza in raport cu interesele si aptitudinile 

elevului, precum si cu asteptarile societatii; largirea domeniului ocupational, dar si adancirea 

competentelor cheie, alaturi de competentele personale si cele sociale; dobandirea 

cunostintelor si deprinderilor de dezvoltare a unei afaceri proprii pornind de la formarea intr-o 

calificare. 

 

8.2. Precizari 

�&�X�U�U�L�F�X�O�X�P�X�O�� �V�H�� �U�H�I�H�U���� �O�D�� �R�I�H�U�W�D�� �H�G�X�F�D� �L�R�Q�D�O���� �D�� �ú�F�R�O�L�L�� �ú�L�� �U�H�S�U�H�]�L�Q�W���� �V�L�V�W�H�P�X�O��

�H�[�S�H�U�L�H�Q� �H�O�R�U���G�H �v�Q�Y��� �D�U�H���G�L�U�H�F�W�H���ú�L���L�Q�G�L�U�H�F�W�H���R�I�H�U�L�W�H���I�R�U�P�D�E�L�O�L�O�R�U���ú�L���W�U���L�W�H���G�H���D�F�H�ú�W�L�D���v�Q���F�R�Q�W�H�[�W�H��

�I�R�U�P�D�O�H�����Q�R�Q�I�R�U�P�D�O�H���ú�L���F�K�L�D�U���L�Q�I�R�U�P�D�O�H�� 

�(�O�D�E�R�U�D�U�H�D�� �R�I�H�U�W�H�L�� �H�G�X�F�D�W�L�R�Q�D�O�H�� �S�H�Q�W�U�X�� �Q�R�X�O�� �D�Q�� �V�F�R�O�D�U�� �G�H�Y�L�Q�H�� �v�Q�� �F�R�Q�G�L�W�L�L�O�H�� �D�F�W�X�D�O�H��

pentru orice manager, o provocare destul de controversata, datorita problemelor cu care se 

�F�R�Q�I�U�X�Q�W�D�� �L�Q�V�W�L�W�X�W�L�L�O�H�� �G�H�� �v�Q�Y�D�W�D�P�D�Q�W���� �$�Y�D�Q�G�� �v�Q�� �Y�H�G�H�U�H�� �F�D�� �V�F�R�D�O�D���� �v�Q�Y�D�W�D�P�D�Q�W�X�O�� �V�X�Q�W�� �v�Q�W�U-o 

continua si pana la urma fireasca evolutie, tinzand sa acopere diversitatea uimitoare a 

problemelor cu care se confrunta om�X�O�� �]�L�O�H�O�R�U�� �Q�R�D�V�W�U�H���� �H�V�W�H�� �Q�R�U�P�D�O�� �V�D�� �D�Y�H�P�� �v�Q�� �Y�H�G�H�U�H�� �W�R�W�L��

factorii care ne definesc. 

 

8.3. Etapele procedurii 

�$�����,�1�6�(�5���,�$�����(�/�(�9�,�/�2�5 

Pasul 1 

�6�H���G�H�V�I���ú�R�D�U�����D�F�W�L�Y�L�W��� �L���G�H���L�G�H�Q�W�L�I�L�F�D�U�H���D���Q�L�Y�H�O�X�O�X�L���G�H���V�D�W�L�V�I�D�F� �L�H���D�O���E�H�Q�H�I�L�F�L�D�U�L�O�R�U���G�L�U�H�F� �L��

�ú�L���L�Q�G�L�U�H�F� �L�����S�U�L�Q���F�K�H�V�W�L�R�Q�D�U�H�����v�Q�W�k�O�Q�L�U�L���F�R�Q�V�X�O�W�D�W�L�Y�H���H�W�F�������F�X���S�U�L�Y�L�U�H���O�D���v�Q�G�H�S�O�L�Q�L�U�H�D���R�E�L�H�F�W�L�Y�H�O�R�U��

�V�W�D�E�L�O�L�W�H���v�Q���S�O�D�Q�X�O���P�D�Q�D�J�H�U�L�D�O�� 
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Pasul 2 

Se realizeaza o baza �G�H���G�D�W�H���ú�L���D���X�Q�H�L���V�W�D�W�L�V�W�L�F�L���S�U�L�Y�L�Q�G���R�S�
�L�X�Q�L�O�H���H�O�H�Y�L�O�R�U�� 

Pasul 3 

�)�X�U�Q�L�]�D�U�H�D�� �G�D�W�H�O�R�U�� �V�W�D�W�L�V�W�L�F�H�� �ú�L�� �D�� �L�Q�W�H�U�S�U�H�W���U�L�O�R�U�� �F�D�Q�W�L�W�D�W�L�Y�H�� �ú�L�� �F�D�O�L�W�D�W�L�Y�H�� �&�R�P�L�V�L�H�L�� �G�H��

�H�O�D�E�R�U�D�U�H���ú�L���S�U�R�P�R�Y�D�U�H���D���R�I�H�U�W�H�L���X�Q�L�W�D�W�L�L�����S�H�Q�W�U�X���D���U�H�D�O�L�]�D���F�R�U�H�O�D� �L�L���v�Q�W�U�H���W�U�D�V�H�H�O�H���H�G�X�F�D� �L�R�Q�D�O�H���ú�L��

oferta �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L 

 

B. STABILIREA CURRICULUM -�8�/���/�$���'�(�&�,�=�,�$���ù�&�2�/�,�, 

Pasul I 

Se depun propunerile cadrelor didactice pentru CDS cu suport de curs.  

In vederea realizarii ofertei scolare , fiecare cadru didactic poate propune CDS bine 

ancorat in nevoile de modernizare ale societatii, in parteneriat cu agentii economici, care sa 

dea elevilor un atu in integrarea lor pe piata muncii.  

Propunerea va contine:  

;  

continuturi, valori si atitudini, sugestii metodologice, bibliografie;  

elevilor prin parcurgerea CDS-ului.  

 

Nota: Toate documentele se depun in format electronic si scris. 

Pasul II 

�$�F�H�V�W�H���S�U�R�S�X�Q�H�U�L���Y�R�U���I�L���D�Y�L�]�D�W�H���G�H���&�R�P�L�V�L�D���P�H�W�R�G�L�F�D���ú�L���G�H�S�X�V�H���O�D���V�H�F�U�H�W�D�U�L�D�W�X�O���X�Q�L�W��� �L�L���� 

Pasul III 

Consiliul de Administratie va aviza pachetele de optionale si le va propune elevilor 

�S�H�Q�W�U�X���F�D���D�F�H�V�W�L�D���V�����v�ú�L���H�[�S�U�L�P�H���R�S� �L�X�Q�H�D���� 

Pasul IV 

�(�O�H�Y�L�L�� �� �� �v�ú�L�� �H�[�S�U�L�P���� �R�S� �L�X�Q�H�D���� �6�H�� �G�H�I�L�Q�L�W�L�Y�H�D�]���� �O�L�V�W�D�� �G�L�V�F�L�S�O�L�Q�H�O�R�U�� �&�'�ù�� �S�H�� �F�O�D�V�H�� �ú�L��

�R�S� �L�X�Q�L�� 

Pasul V 
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Conform Metodologiei cifrei de scolarizare, studiilor, chestionarelor aplicate 

partenerilor, PAS se va intocmi planul de scolarizare.  

Se va actualiza anual PAS-�X�O���F�D�U�H���D�U�H���F�X���X�U�P���W�R�U�X�O���F�X�S�U�L�Q�V���� 

Partea I CONTEXT:  

 

 

�S�H�U�V�R�Q�D�O�X�O�X�L���U�H�]�X�O�W�D�W�H���O�D���R�O�L�P�S�L�D�G�H���ú�L���F�R�Q�F�X�U�V�X�U�L�����D�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���� 

 

Partea a II-a ANALIZA NEVOILOR  

1 Analiza mediului extern:  

- Analiza profilului economic,  

- �$�Q�D�O�L�]�D���S�L�H� �H�L���P�X�Q�F�L�L���� 

- Date demografice,  

- Concluzii generale reliefate din analize 

2 Analiza mediului intern:  

- Predarea �± �v�Q�Y��� �D�U�H�D���� 

- �0�D�W�H�U�L�D�O�H���ú�L���U�H�V�X�U�V�H���G�L�G�D�F�W�L�F�H���� 

- Rezultatele elevilor,  

- �&�R�Q�V�L�O�L�H�U�H�D���ú�L���R�U�L�H�Q�W�D�U�H���ú�F�R�O�D�U�����v�Q���F�D�U�L�H�U������ 

- �&�D�O�L�I�L�F���U�L���ú�L���F�X�U�U�L�F�X�O�X�P���� 

- �5�H�V�X�U�V�H�O�H���I�L�]�L�F�H���ú�L���X�P�D�Q�H���� 

- �3�D�U�W�H�Q�H�U�L�D�W�H���ú�L���F�R�O�D�E�R�U�D�U�H�� 

3 Analiza SWOT rezumat  

Partea a III-a PLANUL OPERATIONAL  

Partea a IV-a CONSULTARE, MONITORIZARE SI EVALUARE 

 

�&�����(�/�$�%�2�5�$�5�(�$���2�)�(�5�7�(�,���(�'�8�&�$���,�2�1�$�/�( 

Pasul I 

�6�H�� �U�H�D�O�L�]�H�D�]���� �R�� �G�L�D�J�Q�R�]���� �D�� �Q�H�Y�R�L�O�R�U�� �H�G�X�F�D� �L�R�Q�D�O�H�� �D�O�H�� �W�L�Q�H�U�L�O�R�U�� �ú�L�� �D�G�X�O� �L�O�R�U�� �� �O�D�� �Q�L�Y�H�O��

�M�X�G�H� �H�D�Q���� �v�Q�� �E�D�]�D��PAS-�X�O�X�L���� �D�� �V�R�Q�G�D�M�H�O�R�U�� �H�I�H�F�W�X�D�W�H�� �v�Q�� �U�k�Q�G�X�O�� �H�O�H�Y�L�O�R�U���� �D�� �V�W�D�W�L�V�W�L�F�L�O�R�U�� �M�X�G�H� �H�Q�H��
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privind nevoile pop�X�O�D� �L�H�L�� �D�G�X�O�W�H�� �G�H�� �I�L�Q�D�O�L�]�D�U�H�� �D�� �V�W�X�G�L�L�O�R�U���� �D�� �F�H�U�H�U�L�O�R�U�� �v�Q�U�H�J�L�V�W�U�D�W�H�� �O�D�� �Q�L�Y�H�O�X�O��

unitatii. 

Pasul II 

�6�H���H�O�D�E�R�U�H�D�]�����S�U�R�L�H�F�W�X�O���S�O�D�Q�X�O�X�L���S�H�Q�W�U�X���D�Q�X�O���X�U�P���W�R�U�� 

Pasul III 

�6�H�� �S�U�R�S�X�Q�H�� �V�S�U�H�� �G�H�]�E�D�W�H�U�H���� �P�R�G�L�I�L�F�D�U�H���� �D�Y�L�]�D�U�H�� �ú�L�� �D�S�U�R�E�D�U�H�� �S�O�D�Q�X�O�� �L�Q�L� �L�D�O�� �D�O�� �X�Q�L�W�D�W�L�L��

pentru �D�Q�X�O���X�U�P���W�R�U���v�Q���&�R�Q�V�L�O�L�X�O���3�U�R�I�H�V�R�U�D�O���ú�L���U�H�V�S�H�F�W�L�Y�����v�Q���&�R�Q�V�L�O�L�X�O���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H 

 

DOCUMENTE  

�‡ �6�X�S�R�U�W���F�X�U�V���&�'�ù�� 

�‡ �5�H�J�L�V�W�U�H���L�Q�W�U���U�L-�L�H�ú�L�U�L 

�‡ �3�D�F�K�H�W�H���R�S� �L�R�Q�D�O�H�����O�L�V�W�D���G�L�V�F�L�S�O�L�Q�H�O�R�U���&�'�ù���S�H���F�O�D�V�H���ú�L���R�S� �L�X�Q�L 

�‡ Chestionare  

�‡ PAS 

�‡ Poze cu imagini ale infrastruct�X�U�L�L�� �ú�F�R�O�L�L�� �ú�L�� �� �D�F�W�L�Y�L�W��� �L�O�H�� �� �G�X�D�W�L�Y�H���� �S�O�L�D�Q�W�H��

�S�U�R�P�R� �L�R�Q�D�O�H�����&�'���S�U�R�P�R� �L�R�Q�D�O�����E�U�R�ú�X�U��- �R�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O�� 

�‡ �'�R�F�X�P�H�Q�W�H���Q�H�F�H�V�D�U�H���D�F�U�H�G�L�W���U�L�L���D�S�U�R�E���U�L�L���S�O�D�Q�X�O�X�O�X�L�� 

 

8.4. Revizuirea 

 �5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

 �0�R�G�L�I�L�F���U�L�O�H�� �X�O�W�H�U�L�R�D�U�H�� �Y�R�U�� �I�L�� �U�H�D�O�L�]�D�W�H�� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�(�$�&�� �ú�L�� �Y�R�U�� �I�L��

validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �'�L�U�H�F�W�R�U�X�O���X�Q�L�W��� �L�L���G�H���v�Q�Y��� ���P�k�Q�W 

�Ì�Q�W�R�F�P�H�ú�W�H���S�O�D�Q�X�O���G�H���ú�F�R�O�D�U�L�]�D�U�H 

�x �&�R�P�L�V�L�D���P�H�W�R�G�L�F�������&�R�Q�V�L�O�L�X�O���G�H���$�G�P�L�Q�L�V�W�U�D� �L�H 

�$�Y�L�]�H�D�]�����S�D�F�K�H�W�H�O�H���G�H���R�S� �L�R�Q�D�O�H 

�x Cadrele didactice  

�3�U�R�S�X�Q���V�X�S�R�U�W���F�X�U�V���&�'�ù 

�x Elevii  

�$�O�H�J���S�D�F�K�H�W�H�O�H���G�H���R�S� �L�R�Q�D�O�H 

�x �3�D�U�W�H�Q�H�U�L�����D�J�H�Q� �L���H�F�R�Q�R�P�L�F�L 

�&�R�P�S�O�H�W�H�D�]�����F�K�H�V�W�L�R�Q�D�U�H 

�x Echipa PAS 

�$�F�W�X�D�O�L�]�H�D�]����PAS 

�x Secretariat 

�Ì�Q�U�H�J�L�V�W�U�H�D�]�����S�U�R�S�X�Q�H�U�L�O�H 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. Documentele de �U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-     09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

Dum�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop 

�x �Ì�P�E�X�Q���W���
�L�U�H�D�� �F�R�P�X�Q�L�F���U�L�L�� �G�L�Q�W�U�H�� �D�Q�J�D�M�D�
�L���� �G�L�Q�W�U�H�� �D�Q�J�D�M�D�
�L�� ���L�� �F�R�Q�G�X�F�H�U�H�D��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

�x �&�X�Q�R�D���W�H�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L�O�R�U���V�S�H�F�L�I�L�F�H���S�R�V�W�X�O�X�L�� 

�x �&�X�Q�R�D���W�H�U�H�D�� �G�U�H�S�W�X�U�L�O�R�U�� ���L�� �R�E�O�L�J�D�
�L�L�O�R�U�� �F�H�� �G�H�F�X�U�J�� �G�L�Q�� �F�D�O�L�W�D�W�H�D�� �G�H�� �V�D�O�D�U�L�D�W���� �3�H�Q�W�U�X��

realizarea obiectivului general - �D�V�L�J�X�U�D�U�H�D���X�Q�R�U���V�H�U�Y�L�F�L�L���H�G�X�F�D�
�L�R�Q�D�O�H���O�D���F�H�O�H���P�D�L���v�Q�D�O�W�H��

standarde beneficiarilor acestor servicii - elevii. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

 

- Procedura descrie modul in care este implementata si se stabilesc recomandarile 

pentru imbunatatirea comunicarii dintre angajati, dintre angajati si conducere. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- Procedura se aplica tuturor angajatilor unitatii de invatamant. 

 

  ���������� �� �/�L�V�W�D�U�H�D�� �� �S�U�L�Q�F�L�S�D�O�H�O�R�U�� �D�F�W�L�Y�L�W��� �L�� �� �G�H�� �F�D�U�H�� �G�H�S�L�Q�G�H�� �ú�L���V�D�X�� �� �F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

pen�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� 

�ƒ �0�H�W�R�G�R�O�R�J�L�D�� �G�H�� �H�Y�D�O�X�D�U�H���H�[�W�H�U�Q������ �V�W�D�Q�G�D�U�G�H�O�H���G�H�� �U�H�I�H�U�L�Q� ���� �ú�L���O�L�V�W�D���L�Q�G�L�F�D�W�R�U�L�O�R�U��

�G�H���S�H�U�I�R�U�P�D�Q� �����D���$�5�$�&�,�3�� 

�ƒ Legea Educatiei Nationala 1 / 2011 cu modificarile si completarile ulterioare; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�x �*�K�L�G�X�O���&�R�P�L�V�L�H�L���S�H�Q�W�U�X���(�Y�D�O�X�D�U�H�D���ú�L���$�V�L�J�X�U�D�U�H�D���&�D�O�L�W��� �L�L���v�Q���X�Q�L�W��� �L�O�H���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���F�R�Q�F�H�S�X�W���ú�L���G�L�V�W�U�L�E�X�L�W���G�H���$�5�$�&�,�3���I�L�H�F���U�H�L���X�Q�L�W��� �L�� 

 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���Vau mai multor componente 

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�6�D�O�D�U�L�D�W�X�O�X�L���v�L���U�H�Y�L�Q���X�U�P���W�R�D�U�H�O�H���R�E�O�L�J�D�
�L�L�� 
A. �Ì�Q�G�H�S�O�L�Q�L�U�H�D���D�W�U�L�E�X�
�L�L�O�R�U���F�H���L�L���U�H�Y�L�Q���F�R�Q�I�R�U�P���I�L���H�L���S�R�V�W�X�O�X�L 
B. Respectarea disciplinei muncii 
C. �5�H�V�S�H�F�W�D�U�H�D�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �F�X�S�U�L�Q�V�H�� �v�Q�� �U�H�J�X�O�D�P�H�Q�W�X�O�� �L�Q�W�H�U�Q���� �F�R�Q�W�U�D�F�W�X�D�O�� �F�R�O�H�F�W�L�Y�� �G�H��

�P�X�Q�F�������F�R�Q�W�U�D�F�W�X�D�O���L�Q�G�L�Y�L�G�X�D�O���G�H���P�X�Q�F�� 
D. �)�L�G�H�O�L�W�D�W�H���I�D�
�����G�H���D�Q�J�D�M�D�W�R�U���v�Q���H�[�H�F�X�W�D�U�H�D���D�W�U�L�E�X�
�L�L�O�R�U��de serviciu 
E. �5�H�V�S�H�F�W�D�U�H�D���P���V�X�U�L�O�R�U���G�H���V�H�F�X�U�L�W�D�W�H�����L���V���Q���W�D�W�H���D���P�X�Q�F�L�L���v�Q���X�Q�L�W�D�W�H 

 
�$�Y�k�Q�G�� �v�Q�� �Y�H�G�H�U�H�� �D�F�H�V�W�H�� �R�E�O�L�J�D�0�L�L�� �J�H�Q�H�U�D�W�H�� �.�L�� �F�R�U�R�E�R�U�D�W�H�� �F�X�� �S�U�H�Y�H�G�H�U�L�O�H�� �G�L�Q�� �/�H�J�H�D��

�v�Q�Y���0���P�k�Q�W�X�O�X�L���� �/�H�J�H�D�� �S�U�L�Y�L�Q�G�� �6�W�D�W�X�W�X�O�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F���� �S�U�H�F�X�P�� �.�L�� �S�U�H�Y�H�G�H�U�L�O�H�� �G�L�Q��
Regula�P�H�Q�W�X�O�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�� �.�L�� �I�X�Q�F�0�L�R�Q�D�U�H�� �D�� �X�Q�L�W���0�L�O�R�U�� �G�H�� �v�Q�Y���0���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U���� �D��
�5�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �R�U�G�L�Q�H�� �L�Q�W�H�U�L�R�D�U���� �.�L�� �Q�X�� �v�Q�� �X�O�W�L�P�X�O�� �U�k�Q�G�� �2�U�G�R�Q�D�Q�0�D�� �G�H�� �8�U�J�H�Q�W���� �S�U�L�Y�L�Q�G��
�D�V�L�J�X�U�D�U�H�D�� �F�D�O�L�W���0�L�L�� �H�G�X�F�D�0�L�H�L�� �H�V�W�H�� �Q�H�F�H�V�D�U���� �V�W�D�E�L�O�L�U�H�D�� �X�Q�R�U�� �S�U�R�F�H�G�X�U�L�� �V�W�D�Q�G�D�U�G�� �G�H��
�V�R�O�X�0�L�R�Q�D�U�H�D���X�Q�R�U���S�U�R�E�O�H�P�H���F�D�U�H���V�H���S�R�W���L�Y�L���v�Q���D�F�W�L�Y�L�W�D�W�H�D���F�X�U�H�Q�W���� 

 
�$�F�H�V�W�H�� �S�U�R�F�H�G�X�U�L�� �D�X�� �F�D�U�D�F�W�H�U�� �G�L�Q�D�P�L�F�� �V�H�� �S�R�W�� �S�H�U�I�H�F�W�D���S�H�� �S�D�U�F�X�U�V�� �v�Q�� �U�D�S�R�U�W���G�H�� �F�R�Q�G�L�
�L�L�O�H��

�F�R�Q�F�U�H�W�H���G�H���P�X�Q�F�������L���S�D�U�W�L�F�X�O�D�U�L�W���
�L�O�H���X�Q�L�W���
�L�L���G�H���v�Q�Y���
���P�k�Q�W�� 
 
�5�H�O�D�
�L�L�O�H���G�L�Q�W�U�H���D�Q�J�D�M�D�
�L���V�H���V�W�D�E�L�O�H�V�F���D�Vtfel:  

�x �5�H�O�D�0�L�L���L�H�U�D�U�K�L�F�H���S�H���Y�H�U�W�L�F�D�O�� 

�x cadre didactice - �U�H�V�S�R�Q�V�D�E�L�O���F�D�W�H�G�U����-  director 

�x �S�H�U�V�R�Q�D�O���G�L�G�D�F�W�L�F���D�X�[�L�O�L�D�U�����L���Q�H�G�L�G�D�F�W�L�F��- serviciul administrativ - director 

�x �5�H�O�D�0�L�L���G�H���F�R�O�D�E�R�U�D�U�H���S�H���R�U�L�]�R�Q�W�D�O�����v�Q�W�U�H���P�H�P�E�U�L�L���F�R�P�L�V�L�L�O�R�U���P�H�W�R�G�L�F���.�L���L�Q�W�U�H���G�L�I�H�U�L�W�H�O�H��
compartimente. 

�5�H�O�D�
�L�L�O�H�� �G�L�Q�W�U�H�� �D�Q�J�D�M�D�
�L�L�� �X�Q�L�W���
�L�L�� ���F�R�O�D�U�H�� �V�H�� �E�D�]�H�D�]���� �S�H�� �U�H�V�S�H�F�W���� �O�L�S�V�D�� �R�U�L�F���U�H�L�� �I�R�U�P�H�� �G�H��
�G�L�V�F�U�L�P�L�Q�D�U�H�����F�R�Q�V�H�Q�V�X�D�O�L�V�P�����E�X�Q�����F�U�H�G�L�Q�
�������L�Q�I�R�U�P�D�U�H�����L���F�R�Q�V�X�O�W�D�U�H�� 
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8.2. Descrierea procedurii 

 

I. CADRE DIDACTICE  

Nr  
crt.  

Problema Mod de �V�R�O�X�
�L�R�Q�D�U�H 
PROCEDURA 

Obs. 

1. 

�x Documente de 
planificare 

�x Cadre didactice 
�x Comisii metodice 

�x �3�O�D�Q�L�I�L�F�D�U�H�D�� �D�Q�X�D�O������ �V�H�P�H�V�W�U�L�D�O���� �V�H�� �G�H�S�X�Q�H�� �O�D��
�F�R�Q�G�X�F�H�U�H�D�� �X�Q�L�W�D�W�L�L�� �S�k�Q���� �O�D�� �G�D�W�D�� �G�H�� ������ ���������� �D�� �I�L�H�F���U�X�L�� �D�Q��
���F�R�O�D�U�����Y�L�]�D�W�����G�H�����H�I�X�O���F�R�P�L�V�L�H�L���P�H�W�R�G�L�F�H�� 
 
�x �3�O�D�Q�L�I�L�F���U�L�O�H���D�F�W�L�Y�L�W���
�L�O�R�U�� �P�H�W�R�G�L�F�R�����F�R�O�D�U�H�� �V�D�X��
�H�[�W�U�D���F�R�O�D�U�H�� �V�H�� �v�Q�D�L�Q�W�H�D�]���� �F�R�Q�G�X�F�H�U�L�L�� �X�Q�L�W�D�W�L�L�� �v�Q�� �G�R�X�D��
exemplare spre aprobare. 

 
 

 

2. 

�x Documentare 
informare 

�¾ Biblioteca 
�x �2�U�L�F�k�Q�G�� �H�V�W�H�� �Q�H�F�H�V�D�U�� �F�R�Q�I�R�U�P�� �S�U�R�J�U�D�P�X�O�X�L�� �S�H�Q�W�U�X�� �D��
consulta curriculum,manuale, documente manageriale, 
�S�X�E�O�L�F�D�
�L�L���F���U�
�L�� 

 

3. �x �Ì�Q�W�k�U�]�L�H�U�L���R�U�H �x �3�U�R�I�H�V�R�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X���� �G�L�U�H�F�W�R�U�X�O�� �Y�D�� �F�R�Q�V�H�P�Q�D�� �v�Q��
�U�H�J�L�V�W�U�X�O���G�H���S�U�R�F�H�V�H���Y�H�U�E�D�O�H���v�Q�W�k�U�]�L�H�U�H�D.  

4. �x �$�E�V�H�Q�
�H�� �D�O�H��
profesorului de la 
orele de curs 

�¾ Cazuri motivabile  
�x �6�H�� �v�Q���W�L�L�Q�
�H�D�]���� �G�L�U�H�F�W�R�U�L�L�� �X�Q�L�W���
�L�L�� �S�U�L�Q�W�U-o cerere 
�G�H�S�X�V�����O�D���V�H�F�U�H�W�D�U�L�D�W���F�X���P�H�Q�
�L�R�Q�D�U�H�D��a �F�H���X�U�P�H�D�]�����V���� �I�L�H��
�D�E�V�H�Q�
�����D���F�D�G�U�X�O�X�L���G�L�G�D�F�W�L�F���G�H���V�S�H�F�L�D�O�L�W�D�W�H���F�D�U�H���V�X�S�O�L�Q�H���W�H�� 
�x �6�X�S�O�L�Q�L�U�H�D�� �V�H�� �I�D�F�H�� �Q�X�P�D�L�� �G�X�S���� �D�S�U�R�E�D�U�H�D�� �F�R�Q�G�X�F�H�U�L�L��
unitatii. 
�x Termenul de rezolvare pen�W�U�X���D�F�H�V�W�H���V�L�W�X�D�
�L�L���H�V�W�H 

�G�R�X�����R�U�H�� 
�¾ Cazuri nemotivabile 

�x �'�D�F���� �Q�X�� �H�[�L�V�W���� �F�H�U�H�U�H�� �G�H�S�X�V���� �O�D�� �V�H�F�U�H�W�D�U�L�D�W�� �V�H��
�F�R�Q�V�L�G�H�U���� �D�E�V�H�Q�
���� �Q�H�P�R�W�L�Y�D�W���� ���L�� �V�H�� �L�D�� �P���V�X�U�D�� �U�H�G�X�F�H�U�L�L��
�S�U�R�S�R�U�
�L�R�Q�D�W�H���D���V�D�O�D�U�L�X�O�X�L cu consemnarea abaterii 
�G�L�V�F�L�S�O�L�Q�D�U�H�����G�X�S�����F�D�]�����v�Q���F�D�U�W�H�D���G�H���P�X�Q�F���� 
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5. 

�x Neefectuarea 
serviciului pe unitate 
sau efectuarea 
�L�Q�H�I�L�F�L�H�Q�W�����D���D�F�H�V�W�X�L�D 

 
�x �&�R�Q�V�W�L�W�X�W�H�� �D�E�D�W�H�U�H�� �G�L�V�F�L�S�O�L�Q�D�U�H�� ���L�� �V�H�� �V�D�Q�F�
�L�R�Q�H�D�]���� �v�Q��
conformitate cu prevederile legate O.G.nr.103/27.08/98 

 

6. �x Concedii medicale 
�x �6�H���D�Q�X�Q�
�����V�H�U�Y�L�F�L�X�O���V�H�F�U�H�W�D�U�L�D�W���F�D�U�H���Y�D���F�R�Q�V�H�P�Q�D aceasta 

�v�Q�� �U�H�J�L�V�W�U�X�� �G�H�� �Q�R�W�H���W�H�O�H�I�R�Q�L�F�H�� ���L�� �Y�D�� �L�Q�I�R�U�P�D�� �F�R�Q�G�X�F�H�U�H�D��
�X�Q�L�W�D�W�L�L���v�Q���P�D�[�L�P���������P�L�Q�X�W�H�� 

 

7. 
�x �&�R�Q�F�H�G�L�L���R�G�L�K�Q�� 

�x �&�H�U�H�U�H�� �Y�D�� �I�L�� �G�H�S�X�V���� �F�X�� ������ �R�U�H�� �v�Q�D�L�Q�W�H�� �G�H�� �S�O�H�F�D�U�H�� �v�Q��
�F�R�Q�F�H�G�L�X���G�H���R�G�L�K�Q���� 

 

 

II. SERVICIU SECRETARIAT  

N
r
. 
c
r
t
. 

Probleme 
 

�0�R�G���G�H���V�R�O�X�
�L�R�Q�D�U�H 
PROCEDURA 

O
b
s
. 1. 

�x Eliberare 
�D�G�H�Y�H�U�L�Q�
�D���H�O�H�Y�L 

�x �'�L�U�L�J�L�Q�W�H�O�H�� �F�O�D�V�H�L�� �v�Q�W�R�F�P�H���W�H�� �X�Q�� �W�D�E�H�O�� �v�Q�� �F�D�U�H�� �V�S�H�F�L�I�L�F����
�F�O�D�V�D���� �Q�X�P�H�O�H�� ���L�� �S�U�H�Q�X�P�H�O�H�� �H�O�H�Y�L�O�R�U�� ���L�� �P�R�W�L�Y�H�O�H�� �H�O�L�E�H�U���U�L�L��
�D�G�H�Y�H�U�L�Q�
�H�O�R�U 
�x �6�H���G�H�S�X�Q���O�D���V�H�U�Y�L�F�L�X�O���V�H�F�U�H�W�D�U�L�D�W�����L���V�H���S�R�W���H�O�L�E�H�U�D���L�P�H�G�L�D�W��
dirigintelui sau se �D�Q�X�Q�
�����G�L�U�L�J�L�Q�W�H�O�H���F�k�Q�G���V�H���S�R�W���H�O�L�E�H�U�D 
�x �'�D�F���� �D�G�H�Y�H�U�L�Q�
�D�� �H�V�W�H�� �V�R�O�L�F�L�W�D�W���� �G�H�� �S���U�L�Q�W�H�� �D�F�H�D�V�W�D�� �V�H�� �Y�D��
elibera imediat 
�x �(�O�L�E�H�U�D�U�H�D���D�G�H�Y�H�U�L�Q�
�H�O�R�U���V�H���F�R�Q�V�H�P�Q�H�D�]�����v�Q���U�H�J�L�V�W�U�X 

 

2 

�x Eliberare 
�D�G�H�Y�H�U�L�Q�
�H���S�H�U�V�R�Q�D�O��
didactic, nedidactic 
���L�� �G�R�F�X�P�H�Q�W�H�� �G�H��
personal 

�x �6�H���V�R�O�L�F�L�W�����Y�H�U�E�D�O���D�G�H�Y�H�U�L�Q�
�H���� 
�x �6�H�� �Y�R�U�� �H�O�L�E�H�U�D�� �L�P�H�G�L�D�W�� �V�D�X�� �G�D�F���� �Q�X�� �H�V�W�H�� �S�R�V�L�E�L�O�� �V�H�� �Y�R�U��
�D�Q�X�Q�
�D���D�Q�J�D�M�D�
�L���F�k�Q�G���Y�R�U���S�X�W�H�D���L�Q�W�U�D���v�Q���S�R�V�H�V�L�D���O�R�U 
�x �3�H�Q�W�U�X�� �G�R�F�X�P�H�Q�W�H�� �S�H�U�V�R�Q�D�O�� �V�H�� �V�R�O�L�F�L�W���� �v�Q�� �V�F�U�L�V�� �H�O�L�E�H�U�D�U�H�D��
�G�H���G�R�F�X�P�H�Q�W�H���S�H�U�V�R�Q�D�O�H�����L���Y�R�U���I�L���H�O�L�E�H�U�D�W�H���v�Q���D�F�H�H�D���L���]�L 

 

3 �x Eliberare 
�G�R�F�X�P�H�Q�W�H�����F�R�O�D�U�H 

�x �6�H���G�H�S�X�Q���F�H�U�H�U�L���V�F�U�L�V�H�����L���V�H���Y�R�U���H�O�L�E�H�U�D���v�Q���F�H�O���P�X�O�W���������R�U�H��
�F�X���U�H�V�S�H�F�W�D�U�H�D���O�H�J�L�V�O�D�
�L�H�L���v�Q���Y�L�J�R�D�U�H 
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4. 
�x �Ì�Q�U�H�J�L�V�W�U�D�U�H�� �V�F�X�W�L�U�L����

concedii medicale, 
�v�Q�Y�R�L�U�L 

�x �6�H���S�U�H�G�D�X���O�D���V�H�F�U�H�W�D�U�L�D�W���S�H�Q�W�U�X���D���V�H���D�S�U�R�E�D���G�H���G�L�U�H�F�W�R�U�����L���D��
se consemna �X�O�W�H�U�L�R�U���� �v�Q�� �G�R�F�X�P�H�Q�W�H�O�H�� �V�S�H�F�L�I�L�F�H�� �D�F�H�V�W�R�U��
�V�L�W�X�D�
�L�L 

 

 

5. 

�x Problemele privind 
salarizarea, grade, 
trepte de vechime, 
�J�U�D�G�D�
�L�L����
completare dosare 
�S�H�U�V�R�Q�D�O���v�Q���Y�H�G�H�U�H�D��
�R�E�
�L�Q�H�U�L�L�� �J�U�D�G�H�O�R�U��
�G�L�G�D�F�W�L�F�H���� �P�L���F�D�U�H��
personal didactic 

�x �6�H���G�H�S�X�Q���V�R�O�L�F�L�W���U�L���v�Q���V�F�U�L�V�����L���V�H���Y�D���X�U�P���U�L�L���V�R�O�X�
�L�R�Q�D�U�H�D�����L��
�U�L�G�L�F�D�U�H�D���G�R�V�D�U�H�O�R�U���v�Q���F�H�O���P�X�O�W�������]�L�O�H���O�X�F�U���W�R�D�U�H 

 

6. �x Depunere bilete 
abonamente elevi 

�x �'�L�U�L�J�L�Q�W�H�O�H�� �P�X�O�W�L�S�O�L�F���� �F�H�U�H�U�L�� �S�H�Q�W�U�X�� �S�O�D�W�D�� �F�R�Q�W�U�D�Y�D�O�R�U�L�L��
�E�L�O�H�W�H�O�R�U�� ���L�� �D�E�R�Q�D�P�H�Q�W�H�O�R�U�� �F�R�Q�I�R�U�P�� �O�H�J�L�V�O�D�
�L�H�L�� �v�Q�� �Y�L�J�R�D�U�H��
distribuindu-le elevilor �F�D�U�H�� �O�H�� �Y�R�U�� �F�R�P�S�O�H�W�D�� �D�W�D���k�Q�G�� �E�L�O�H�W�H�O�H��
���L���D�E�R�Q�D�P�H�Q�W�H�O�H�� 
�x Se depun la secretariatul unitatii 

 

7. 

�x �6�L�W�X�D�
�L�L���V�W�D�W�L�V�W�L�F�H 
�x Adrese, note, 

ISMS, 
�x MECI 

�x �6�H�� �F�R�P�S�O�H�W�H�D�]���� �O�D�� �V�R�O�L�F�L�W�D�U�H�D�� �L�Q�V�W�L�W�X�
�L�L�O�R�U���D�X�W�R�U�L�]�D�W�H�����L�� �V�H��
�D�U�K�L�Y�H�D�]�����X�Q���H�[�H�P�S�O�D�U���D�O���D�G�U�H�V�H�L���v�Q�D�L�Q�W�D�W�H���F�D���U���V�S�X�Q�V 

 

8. �x �Ì�Q�U�H�J�L�V�W�U�D�U�H��
documente 

�x �7�R�D�W�H���G�R�F�X�P�H�Q�W�H�O�H���V�X�Q�W���v�Q�U�H�J�L�V�W�U�D�W�H���v�Q���U�H�J�L�V�W�U�X���G�H���L�Q�W�U�D�U�H��
�± �L�H���L�U�H�� ���L�� �U�H�S�D�U�W�L�]�D�W�H�� �S�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H���� �S�H�U�V�R�Q�D�O�� �F�D�U�H�� �Y�D��
�V�H�P�Q�D���G�H���S�U�H�O�X�F�U�D�U�H���v�Q���U�H�J�L�V�W�U�X 

 

9. �x �6�F�D�G�H�Q�
�D�U���W�H�U�P�H�Q�H 
�x �Ì�Q���P�R�P�H�Q�W�X�O���v�Q�U�H�J�L�V�W�U���U�L�L���G�R�F�X�P�H�Q�W�H�O�R�U���V�H���Y�R�U���F�R�Q�V�H�P�Q�D��
�W�H�U�P�H�Q�H�O�H���v�Q���V�F�D�G�H�Q�
�D�U 
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I II. SERVICIUL CONTABILITATE  

N
r
. 
crt. 

Problema �0�R�G���G�H���V�R�O�X�
�L�R�Q�D�U�H 
PROCEDURA 

Obs. 

1. �x Salarizarea �x Se depune la secretariatul unitatii o cerere cu problema 
�S�O���
�L�L���V�D�O�D�U�L�D�O�H�����L���V�H���V�R�O�X�
�L�R�Q�H�D�]�����v�Q���������]�L�O�H 

 

2. �x Daune aduse de 
elevi 

�x �6�H�� �v�Q�U�H�J�L�V�W�U�H�D�]���� �G�H�� �S�U�R�I�H�V�R�U�X�O�� �G�H�� �V�H�U�Y�L�F�L�X�� �L�Q�� �U�H�J�L�V�W�U�X�� �G�H��
�G�D�X�Q�H���L�Q���W�H�U�P�H�Q���G�H�������R�U�����G�H���O�D���V�H�V�L�]�D�U�H�D���G�D�X�Q�H�L 

 

3. �x �5�H�F�X�S�H�U�D�U�H���G�D�X�Q�� 
�x �6�H�� �G�H�S�X�Q�H�� �v�Q�� �V�F�U�L�V�� �O�D�� �V�H�F�U�H�W�D�U�L�D�W�� �U�H�I�H�U�D�W�� �G�H�� �F�R�Q�V�W�D�W�D�U�H�� �G�H��
�G�L�U�L�J�L�Q�W�H�� �D�Y�k�Q�G�� �F�R�S�L�D�� �S�U�R�F�H�V�X�O�X�L�� �Y�H�U�E�D�O�� �D�O�� �S�U�R�I�H�V�R�U�X�O�X�L�� �G�H��
�V�H�U�Y�L�F�L�X�����L���V�X�P�D���G�H���D�F�R�S�H�U�L�U�H���D���G�D�X�Q�H�O�R�U���L�Q���W�H�U�P�H�Q���G�H���������R�U�H 

 

4. �x Probleme de 
dotare 

�x Referat de necesitate la conducerea unitatii cu acordul 
���H�I�X�O�X�L���G�H���F�R�P�L�V�L�H���P�H�W�R�G�L�F�����V�D�X���F�R�P�S�D�U�W�L�P�H�Q�W 

 

 

IV. ACORDAREA PRIMULUI AJUTOR  

Nr. 
crt. 

Problema Mod de lucru 
PROCEDURA 

Obs. 

1. �x �$�F�W�L�Y�L�W���
�L���S�U�R�I�L�O�D�F�W�L�F�H 
�x �,�Q�I�R�U�P�D�U�H�D�� �v�Q�W�U�H�J�X�O�X�L�� �S�H�U�V�R�Q�D�O�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �E�R�O�L�O�H�� �F�D�U�H��
�S�R�W���D�S�D�U�H���v�Q���F�R�O�H�F�W�L�Y�L�W�D�W�H�����L���P�R�G�D�O�L�W���
�L�O�H���G�H���S�U�H�Y�H�Q�L�U�H 

�x Controale permanente ale elevilor 

�x �3�U�H�]�H�Q�W���U�L�� �G�H�� �I�L�O�P�H�� �G�L�D�S�R�]�L�W�L�Y�H�� �F�X�� �U�H�V�S�H�F�W�D�U�H�D�� �Q�R�U�P�H�O�R�U��
de igiena, mod de manifestare a bolilor contagioase, 
�F�R�Q�V�H�F�L�Q�
�H�O�H���Q�H�J�D�W�L�Y�H���F�R�Q�V�X�P���W�X�W�X�Q�����D�O�F�R�R�O�����G�U�R�J�X�U�L 

�x Controlul periodic al zonelor unde pot apare focare de 
�L�Q�I�H�F�
�L�H���P�D�V�X�U�L���G�H���L�J�L�H�Q�L�]�D�U�H 

 

2. �x Alte �D�F�W�L�Y�L�W���
�L �x Acordarea primului ajutor 

�x �6�R�O�L�F�L�W�D�U�H�� �G�H�� �D�P�E�X�O�D�Q�
�H�� ���L���v�Q�V�R�
�L�U�H�D�� �O�D�� �V�S�L�W�D�O�� �D��
persoanelor bolnave 

�x �/�X�D�U�H�� �G�H�� �S�U�R�E�H�� �G�L�Q�� �]�R�Q�H�O�H�� �H�[�S�X�V�H�� �X�Q�R�U�� �L�Q�I�H�F�
�L�L�� ���L�� �G�L�Q��
�P�k�Q�F�D�U�H 

�x Verific�D�U�H�D���H�[�L�V�W�H�Q�W�H�L���F�D�U�Q�H�W�H�O�R�U���G�H���V���Q���W�D�W�H���D�Q�J�D�M�D�
�L 
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�9�,�����5�(�/�$�	�,�$���&�8���6�$�/�$�5�,�$�	�,�, 

Nr. 
crt. Problema 

Mod de lucru 
PROCEDURA Obs. 

1. �$�F�W�L�Y�L�W���
�L �x �3�U�R�E�O�H�P�H���O�H�J�D�W�H���G�H���Q�H�J�R�F�L�H�U�H�D���F�R�Q�W�U�D�F�W�X�O�X�L���F�R�O�H�F�W�L�Y���G�H���P�X�Q�F�� 

�x �3�U�R�E�O�H�P�H�� �O�H�J�D�W�H�� �G�H�� �S�R�O�L�W�L�F�D�� �G�H�� �G�H�]�Y�R�O�W�D�U�H�� �S�U�R�I�H�V�L�R�Q�D�O���� �D�� �S�H�U�V�R�Q�D�O�X�O�X�L��
didactic 

�x �3�U�R�E�O�H�P�H���O�H�J�D�W�H���G�H���D�Q�D�O�L�]�H�O�H���P�H�G�L�F�D�O�H�����L���S�U�R�W�H�F�
�L�D���P�X�Q�F�L�L���v�Q�����F�R�O�L 

�x Probleme legate de mobilitatea personal didactic 

�x �'�L�V�F�X�W�D�U�H�D���S�U�R�E�O�H�P�H���S�D�U�W�L�F�X�O�D�U�H���F�X���D�Q�J�D�M�D�
�L�L 

�x Dialog �S�H�U�P�D�Q�H�Q�W���F�X���F�R�Q�F�O�X�G�H�U�H�D���X�Q�L�W�D�W�L�L���v�Q�W�k�O�Q�L�U�L���O�X�Q�D�U�H���V�D�X���G�H���F�k�W�H���R�U�L��
este nevoie 
 

 

 
�1�R�W�������3�H�U�V�R�D�Q�H�O�H�� �F�X�� �I�X�Q�F�
�L�L�� �G�H�� �F�R�Q�G�X�F�H�U�H�� �D�X�� �R�E�O�L�J�D�
�L�D�� �G�H�� �D�� �V�W�D�E�L�O�L�� �V�D�U�F�L�Q�L�O�H�� ���L�� �D�W�U�L�E�X�
�L�L�O�H�� �G�H��
serviciu persoanelor din �V�X�E�R�U�G�L�Q�H�����L���D�V�L�J�X�U�D�U�H�D���F�R�Q�G�L�
�L�L�O�R�U���S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���O�R�U 

 

8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

 

8.4. Dispozitii finale 

�,�P�S�O�H�P�H�Q�W�D�U�H�D���S�U�R�F�H�G�X�U�L�L���Y�D���I�L���P�R�Q�L�W�R�U�L�]�D�W�����ú�L���D�Q�D�O�L�]�D�W�����v�Q���F�D�G�U�X�O���&�(�$�&�����S�H�Q�W�U�X���D���V�H��

dete�U�P�L�Q�D���P�R�G�X�O���v�Q���F�D�U�H���H�V�W�H���L�P�S�O�H�P�H�Q�W�D�W�����ú�L���D���V�H���V�W�D�E�L�O�L���U�H�F�R�P�D�Q�G���U�L�O�H���S�H�Q�W�U�X���v�P�E�X�Q���W��� �L�U�H�D��

procedurii. 
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9.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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10. Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

10. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-    09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica 
  
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice pentru reducerea insuccesului scolar, 

diminuarea ratei absenteismului si a abandonului scolar. 

 

4.2. �'�����D�V�L�J�X�U���U�L cu privire la �H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L, 

la toate clasele pe niveluri de studii. 

 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X�� �F�R�O�D�E�R�U�D�U�H�D��

tuturor comisiilor din cadrul �/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

M�H�O�L�Q�H���W�L;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Dirigintele 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H���S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H�� �S�H�Q�W�U�X��

aplicarea ISO9001: �����������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �úef 

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�Ì�Q�� �U�H�]�R�O�Y�D�U�H�D�� �F�D�]�X�U�L�O�R�U�� �G�H�� �L�Q�V�X�F�F�H�V�� ���F�R�O�D�U�� �V�H�� �Y�D�� �F�R�O�D�E�R�U�D�� �F�X�� �I�D�P�L�O�L�D�� �H�O�H�Y�X�O�X�L����

psihologul, membrii Consiliului profesoral al clasei, Consiliul elevilor. 

 

�Ì�Q�� �F�D�]�X�O�� �L�Q�V�X�F�F�H�V�X�O�X�L�� ���F�R�O�D�U�� �G�D�W�R�U�D�W�� �D�E�V�H�Q�W�H�L�V�P�X�O�X�L���� �G�L�U�L�J�L�Q�W�H�O�H�� �G�L�V�F�X�W���� �F�X�� �H�O�H�Y�X�O����

�S�H�Q�W�U�X�� �L�G�H�Q�W�L�I�L�F�D�U�H�D�� �F�D�X�]�H�O�R�U���� �U�H�F�R�P�D�Q�G���� �F�R�Q�V�X�O�W�D�U�H�D�� �S�V�L�K�R�O�R�J�X�O�X�L���� �L�D�� �O�H�J���W�X�U�D�� �F�X�� �I�D�P�L�O�L�D����

�D�Q�W�U�H�Q�H�D�]�����&�R�Q�V�L�O�L�X�O���H�O�H�Y�L�O�R�U���v�Q���U�H�]�R�O�Y�D�U�H�D���F�D�]�X�O�X�L�� 

 

�Ì�Q���F�D�]�X�O�� �L�Q�V�X�F�F�H�V�X�O�X�L�� ���F�R�O�D�U�� �G�D�W�R�U�D�W�� �D�E�D�Q�G�R�Q�X�O�X�L�� ���F�R�O�D�U���� �G�L�U�L�J�L�Q�W�H�O�H�� �F�R�O�D�E�R�U�H�D�]���� �F�X��

�I�D�P�L�O�L�D�����L���H�O�H�Y�X�O�� 

 

�Ì�Q�� �F�D�]�X�O�� �L�Q�V�X�F�F�H�V�X�O�X�L�� ���F�R�O�D�U�� �G�D�W�R�U�D�W�� �G�H�� �S�R�W�H�Q�
�L�D�O�X�O�� �L�Q�W�H�O�H�F�W�X�D�O�� �U�H�G�X�V�� �D�O�� �H�O�H�Y�X�O�X�L����

dirigintele propune consiliului profesoral al clasei introducerea unui p�U�R�J�U�D�P�� �G�H�� �P�H�G�L�W�D�
�L�L�� ���L��

�F�R�Q�V�X�O�W�D�
�L�L�����F�R�O�D�E�R�U�H�D�]�����F�X���E�L�E�O�L�R�W�H�F�D�U�X�O�����F�R�O�L�L���S�H�Q�W�U�X���D�V�L�J�X�U�D�U�H�D���V�X�S�R�U�W�X�U�L�O�R�U���G�H���F�X�U�V���Q�H�F�H�V�D�U�H��

�S�D�U�F�X�U�V�X�O�X�L�����F�R�O�D�U�����D�Q�W�U�H�Q�H�D�]�����H�O�H�Y�L�L���S�H�Q�W�U�X���L�Q�W�H�J�U�D�U�H�D���v�Q���F�R�O�H�F�W�L�Y���� 

 

�6�X�F�F�H�V�X�O�����F�D���ú�L���R�S�X�V�X�O���V���X�����L�Q�V�X�F�F�H�V�X�O�����G�H�S�L�Q�G���G�H���Q�X�P�H�U�R�ú�L���I�D�F�W�R�Ui : 

                    - factori social-obiectivi 

                    -  �I�D�F�W�R�U�L���F�H��� �L�Q���G�H���V�W�U�X�F�W�X�U�D���L�Q�G�L�Y�L�G�X�O�X�L���I�D�F�W�R�U�L���L�Q�W�H�U�Q�L�� 

 

8.2. Succesul scolar 

 

Factori social-obiectivi  

1. Mediul social-cultural - �F�U�H�H�D�]�����R�S�R�U�W�X�Q�L�W��� �L���D�O�H���U�H�D�O�L�]���U�L�L���X�P�D�Q�H���S�U�L�Q���ú�F�R�D�O�� 

2. Mediul familial  -  �S�U�H�J���W�H�ú�W�H���ú�L���L�Q�W�U�H� �L�Q�H���V�S�L�U�L�W�X�O���G�H���U�H�V�S�H�F�W���S�H�Q�W�U�X���ú�F�R�D�O�������S�U�H�J�D�W�H�V�W�H��

�ú�L���v�Q�W�U�H�W�L�Q�H���H�I�R�U�W�X�O���G�H���L�Q�Y��� �D�U�H�� 

3. Grupul extrafamilial���� �G�H���S�U�L�H�W�H�Q�L���� �F�X���D�V�S�L�U�D� �L�L�� �S�U�R�V�R�F�L�D�O�H���� �S�U�R�ú�F�R�O�D�U�H - �L�Q�I�O�X�H�Q� �H�D�]����

�D�V�S�L�U�D�W�L�L�O�H���ú�F�R�O�D�U�H���ú�L���S�U�R�I�H�V�L�R�Q�D�O�H���� 
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Factori interni  

1. �6�W�D�U�H�D���J�H�Q�H�U�D�O�����G�H���V�D�Q�D�W�D�W�H - �F�R�Q�G�L� �L�R�Q�H�D�]�����E�L�R�O�R�J�L�F���U�H�X�ú�L�W�D���v�Q���L�Q�Y��� �D�U�H 

2.�&�D�S�D�F�L�W��� �L�O�H�� �L�Q�W�H�O�H�F�W�X�D�O�H ���S�H�U�F�H�S�W�L�Y�H���� �G�H�� �P�H�P�R�U�L�H���� �J�k�Q�G�L�U�H�� �ú�L�� �L�P�D�J�L�Q�D� �L�H���� �ú�L��

abilitatile(deprinderi, aptitudini) -  �G�H�W�H�U�P�L�Q���� �L�Q�� �F�H�D�� �P�D�L�� �P�D�U�H�� �P���V�X�U���� �v�Q�D�O�W�D�� �S�H�U�I�R�U�P�D�Q� ����

�ú�F�R�O�D�U���� 

 

8.3. Insuccesul scolar (esec scolar �± f. cea mai grava) 

-�V�H�� �U�H�I�O�H�F�W���� �L�Q�� �U�D�Q�G�D�P�H�Q�W�X�O�� �G�H�I�L�F�L�W�D�U�� �D�O�� �L�Q�Y��� ���U�L�L���� �V�X�E�� �Q�L�Y�H�O�X�O�� �F�H�U�L�Q� �H�O�R�U�� �ú�L�� �R�E�L�H�F�W�L�Y�H�O�R�U��

�ú�L�����X�Q�H�R�U�L���V�X�E���Q�L�Y�H�O�X�O���S�U�R�S�U�L�L�O�R�U���F�D�S�D�F�L�W��� �L�� 

- �V�H���P�D�Q�L�I�H�V�W�����V�X�E���G�R�X�����D�V�S�H�F�W�H���� 

�x �U���P�k�Q�H�U�H�D���v�Q���X�U�P�����O�D���v�Q�Y��� ���W�X�U�����V�D�X���U�H�W�D�U�G�X�O���ú�F�R�O�D�U 

�x �H�ú�H�F�X�O���ú�F�R�O�D�U���V�X�E���G�R�X�����I�R�U�P�H�����D�E�D�Q�G�R�Q���ú�L���U�H�S�H�W�H�Q� �L�H�� 

�5���P�k�Q�H�U�H�D���L�Q���X�U�P�����O�D���L�Q�Y��� ���W�X�U�����V�D�X���U�H�W�D�U�G�X�O���V�F�R�O�D�U 

- �V�H���P�D�Q�L�I�H�V�W�����S�U�L�Q���L�Q�F�D�S�D�F�L�W�D�W�H�D���W�H�P�S�R�U�D�U�����G�H���D���I�D�F�H �I�D� �����D�F�W�L�Y�L�W�D�W�L�O�R�U���ú�F�R�O�D�U�H 

                               �L�Q�F�D�S�D�F�L�W�D�W�H�D���V�D�X���U�H�I�X�]�X�O���G�H���D���L�Q�Y��� �D���G�H���D���Q�X���D�Y�H�D���U�H�]�X�O�W�D�W�H���L�Q��

�F�R�Q�F�R�U�G�D�Q� �����F�X���F�D�S�D�F�L�W��� �L�O�H���� 

(elevul nu poate avea rezultatele pe care le-ar dori sau care i se cer, sau aparent, elevul 

�S�R�D�W�H���V�����L�Q�Y�H� �H�����G�D�U���U�H�I�X�]�D�����L�L���O�L�S�V�H�ú�W�H���P�R�W�L�Y�D� �L�D�� 

- poate fi : # �G�H���V�F�X�U�W�����G�X�U�D�W�������H�[�S�O�L�F�D�W���S�U�L�Q���G�L�I�L�F�X�O�W��� �L���W�H�P�S�R�U�D�U�H��- �R�E�R�V�H�D�O�������V�W�D�U�H���G�H��

�E�R�D�O�������G�X�S�����Y�D�F�D�Q� �������H�Y�H�Q�L�P�H�Q�W�H���V�W�U�H�V�D�Q�W�H���G�L�Q���Y�L�D� �D���L�Q�W�L�P�D���V�D�X���G�H���I�D�P�L�O�L�H��-�!���V�X�Q�W���ú�D�Q�V�H���P�D�U�L��

de redresare. 

                 # �G�H���O�X�Q�J�����G�X�U�D�W�������F�X���ú�D�Q�V�H���U�H�G�X�V�H���G�H���U�H�G�U�H�V�D�U�H�����F�X���H�I�R�U�W�X�U�L���P�D�U�L���G�L�Q���S�D�U�W�H�D��

�H�O�H�Y�X�O�X�L���ú�L���D���F�H�O�R�U���F�H���Y�R�U���V��-�O���D�M�X�W�H�����V�H���D�S�U�R�S�L�H���G�H���R���I�R�U�P�D���D���H�ú�H�F�X�O�X�L���� 

�(�ú�H�F�X�O���ú�F�R�O�D�U�� 

- �I�R�U�P�D���V�H�Y�H�U�����D���L�Q�V�X�F�F�H�V�X�O�X�L���ú�F�R�O�D�U�� 

-  �V�H���P�D�Q�L�I�H�V�W�����S�U�L�Q���D�E�D�Q�G�R�Q���ú�L���S�U�L�Q���U�H�S�H�W�H�Q� �L�H�����D�F�H�D�V�W�D���H�V�W�H���R���V�D�Q�F� �L�X�Q�H���D���Q�H�L�Q�G�H�S�O�L�Q�L�U�L�L��

�R�E�O�L�J�D� �L�L�O�R�U���V�F�R�O�D�U�H�� 

 

�,�Q�V�X�F�F�H�V�X�O�� �ú�F�R�O�D�U���� �F�X�� �W�R�D�W�H�� �I�R�U�P�H�O�H�� �O�X�L�� �G�H�� �P�D�Q�L�I�H�V�W�D�U�H���� �U�H�S�U�H�]�L�Q�W���� �D�Q�V�D�P�E�O�X�O��

�S�L�H�U�G�H�U�L�O�R�U�� �ú�F�R�O�D�U�H�� �D�O�H�� �F���U�R�U�� �H�I�H�F�W�H�� �V�H�� �U�H�S�H�U�F�X�W�H�D�]���� �Q�H�J�D�W�L�Y�� �D�V�X�S�U�D�� �L�Q�W�H�J�U���U�L�L�� �V�R�F�L�D�O�H�� �ú�L��

�S�U�R�I�H�V�L�R�Q�D�O�H���ú�L���D�V�X�S�U�D���U�H�O�D� �L�L�O�R�U���G�H���F�R�Q�Y�L�H� �X�L�U�H���F�X���V�H�P�H�Q�L�L�� 
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Factori social-obiectivi  ce influenteaza insuccesul scolar : 

 

1. Mediul social-cultural deteriorat  - �F�D�X�]�H�O�H�� �J�H�Q�H�U�D�W�H�� �G�H�� �R�U�J�D�Q�L�]�D�U�H�D�� �ú�F�R�O�D�U������

�S�U�R�J�U�D�P�H�� �v�Q�F���U�F�D�W�H���� �R�U�D�U�H�� �L�Q�F�R�U�H�F�W�� �L�Q�W�R�F�P�L�W�H���� �O�L�S�V�D�� �G�H�� �S�U�H�J���W�L�U�H�� �ú�L�� �H�[�S�H�U�L�H�Q� ���� �D�� �S�U�R�I�H�V�R�U�L�O�R�U����

�O�L�S�V�D�� �O�R�U�� �G�H�� �W�D�F�W���� �U�X�W�L�Q�D���� �G�H�]�L�Q�W�H�U�H�V�X�O���� �G�H�I�H�F�W�H�O�H�� �F�D�U�D�F�W�H�U�L�D�O�H�� �ú�L�� �W�H�P�S�H�U�D�P�H�Q�W�D�O�H���� �H�U�R�U�L�O�H�� �G�H��

�H�Y�D�O�X�D�U�H���� �'�H�U�X�W�H�D�]���� �v�Q�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�� �v�Q�Y��� �D�U�H�� �Q�H�L�Q� �H�O�Hgerile dintre profesori, conducerea 

�L�Q�F�R�P�S�H�W�H�Q�W�����D���F�O�D�V�H�L���ú�L���D���ú�F�Rlii.  

                                                            - �G�H�I�L�F�L�H�Q� �H�O�H���D�F�W�L�Y�L�W��� �L�L���G�H���S�U�H�G�D�U�H�� 

                                                            -  erorile de evaluare 

���Q�H�G�U�H�S�W��� �L�U�H�D���I�U�H�F�Y�H�Q�W�����S�U�L�Q���Q�R�W�D�U�H���ú�L���H�[�F�H�V�H�O�H���G�H���V�H�Y�H�U�L�W�D�W�H���� 

 

2. Mediul familial  - �F�R�Q�G�L� �L�L�O�H���S�U�H�F�D�U�H���G�H���Y�L�D� �� 

                                -  �D�W�L�W�X�G�L�Q�H�D�� �L�Q�G�L�I�H�U�H�Q�W������ �Q�H�J�O�L�M�H�Q�W���� �V�D�X�� �R�V�W�L�O���� �D�� �S���U�L�Q� �L�O�R�U�� �I�D� ���� �G�H��

�ú�F�R�D�O�� 

                                - �D�W�P�R�V�I�H�U�D���L�Q�F�R�U�G�D�W�����G�H���Q�H�L�Q� �H�O�H�J�H�U�L���ú�L���F�R�Q�I�O�L�F�W 

                                - �S�R�]�L� �L�D���G�H�I�D�Y�R�U�D�E�L�O�����v�Q�W�U�H���I�U�D� �L���� 

                                            - �H�Y�H�Q�L�P�H�Q�W�H�O�H�� �V�W�U�H�V�D�Q�W�H�� �L�Q�� �Y�L�D�W�D�� �G�H�� �I�D�P�L�O�L�H�� ���E�R�D�O������ �G�L�Y�R�U� ����

conflicte)  

3. Grupul extrafamilial -  �P�H�G�L�X�O�� �S�U�L�H�W�H�Q�L�O�R�U�� �R�V�W�L�O�L�� �ú�F�R�O�L�L�� �L�Q�I�O�X�H�Q� �H�D�]���� �Q�H�J�D�W�L�Y��

�D�W�L�W�X�G�L�Q�L�O�H���I�D� �����G�H���R�E�O�L�J�D� �L�L�O�H���ú�F�R�O�D�U�H�� 

 

Factori interni  

1. �6�W�D�U�H�D���J�H�Q�H�U�D�O�����G�H���V�D�Q�D�W�D�W�H��- �E�R�O�L�O�H���D�F�X�W�H���ú�L�����F�U�R�Q�L�F�H�����S�H�U�L�R�D�G�H�O�H���G�H���F�R�Q�Y�D�O�H�V�F�H�Q� ������

�L�Q�W�U�H�U�X�S���U�L�W�P�X�O���L�Q�Y��� ���U�L�L�����O�D�F�X�Q�H�O�H���L�Q�V�W�D�O�D�W�H���v�P�S�L�H�G�L�F�D���U�H�F�X�S�H�U�D�U�H�D���U�H�W�D�U�G�X�O�X�L���� 

                                             - �G�H�I�L�F�L�H�Q� �H�O�H�� �L�Q�W�H�O�H�F�W�X�D�O�H���� �D�S�W�L�W�X�G�L�Q�D�O�H���� �L�Q�I�O�X�H�Q�W�H�D�]�D��

insuccesul si esecul scolar 

�,�Q�� �I�H�Q�R�P�H�Q�X�O�� �F�R�P�S�O�H�[�� �D�O�� �� �L�Q�V�X�F�F�H�V�X�O�X�L�� �ú�F�R�O�D�U��cauzele devin efecte si efectele devin 

cauze���� �7�X�O�E�X�U���U�L�O�H�� �G�H�� �F�R�P�S�R�U�W�D�P�H�Q�W�� �ú�L�� �S�H�U�V�R�Q�D�O�L�W�D�W�H�� �V�X�Q�W���F�D�X�]���� �ú�L�� �H�I�H�F�W�H�� �D�� �L�Q�D�F�F�H�S�W���U�L�L��

�U�H�D�O�L�W��� �L�L���ú�F�R�O�D�U�H�����D���L�Q�D�F�F�H�S�W���U�L�L���R�E�O�L�J�D�W�L�L�O�R�U���ú�F�R�O�D�U�H�����7�H�U�D�S�L�D���S�U�H�Y�H�Q�W�L�Y�����ú�L���F�X�U�D�W�L�Y�����D�X���F�D���S�X�Q�F�W��

de plecare depistarea cauzelor, eliminarea sau diminua�U�H�D���D�F� �L�X�Q�L�L���O�R�U�� 
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In ceea ce priveste esecul scolar �± fenomen frecvent si  permanentizat uneori  in 

institutiile de invatamant ceea ce ne determina sa-l privim cu toata responsabilitatea. Un esec 

scolar cronicizat este periculos, deoarece el determina efecte negative atat in plan psihologic 

individual - o alterare a imaginii de sine a elevului in cauza, care-si va pierde tot mai mult 

increderea in propriile posibilitati si va ajunge sa dezvolte o teama de esec, cat si in plan 

social - marginalizarea sociala a elevului in cauza  

& exista doua tipuri  de esec scolar : 

                 a) un esec scolar de tip cognitiv - se refera la nerealizarea de catre elevii in 

cauza a obiectivelor pedagogice => niveluri scazute de competenta la elevii respectivi => 

rezultate slabe la examene si concursuri scolare, respectiv corigente, repetentie. 

Aceste niveluri scazute de competenta se explica in diferite moduri(cauze) : 

-  prin intarzieri in dezvoltarea intelectuala 

- un nivel foarte scazut de aspiratii si de expectante in raport cu activitatea scolara si 

cu propriul eu 

-  disponibiliti voluntare reduse -  necesare formularii obiectivelor de invatare si 

depasirii obstacolelor (dificultatilor) care apar in mod inerent pe parcursul activitatii de 

invatare; 

- absenta unor deprinderi de munca sistematica si a obisnuintei elevului de a-si 

autoevalua rezultatele scolare din perspectiva unor criterii obiective, promovate de scoala 

- insuficiente la nivelul operatiilor logic-abstracte ale gandirii : incompetenta de 

limbaj, incapacitatea de a relationa informatiile, absenta spiritului critic in gandire etc. 

                   b)  un esec scolar de tip necognitiv - se refera la inadaptarea elevului la 

exigentele ambiantei scolare 

                                                                                 - vizeaza, mai precis, inadaptarea la 

rigorile vietii de elev, la exigente de tip normativ pe care le presupune functionarea 

corespunzatoare a fiecarei scoli sau a oricarei colectivitati scolare.  

- elevul in adaptat recurge - la abandonul scolar 

                                           - la parasirea precoce a scolii, in favoarea unui mediu mai 

putin coercitiv( de regula cel al strazii sau al grupurilor de tineri necontrolati) 

 -cauzele aceste inadaptari scolare  
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-  probleme individuale de natura afectiva (de exemplu, teama sau repulsia fata 

de scoala, aparute in urma unor pedepse severe sau a unor conflicte repetate cu 

parintii, profesorii) 

- determinari psiho-nervoase de natura congenitala (de exemplu - 

hiperexcitabilitate, dezechilibru emotional, autism, impulsivitate excesiva). 

 

& poate avea un caracter episodic sau poate lua aspectul unui fenomen de durata 

& poate avea grade diferite de amplitudine:  

- o amplitudine redusa ( insuccesul se manifesta doar in raport cu anumite materii sau sarcini 

de invatamant, ca expresie a lipsei de interes si de inclinatii (aptitudini) pentru respectivele 

materii sau ca urmare a unui mod neinteresant in care sunt predate aceste materii) - daca nu 

este contracarat la timp, poate duce la situatii de corigenta a elevilor in cauza sau la examene 

restante. 

- are un caracter generalizat - cand  vizeaza toate materiile de invatamant, toate aspectele 

activitatii scolare 

 

Exista in realitatea scolara si numeroase situatii de false esecuri 

- timizii autentici, indecisii, resemnatii - apreciaza, de obicei, in mod exagerat 

dificultatea sarcinilor scolare de moment, considerandu-le chiar de netrecut, deoarece nu au 

incredere in propriile posibilitati de actiune. Cel mai mic esec inregistrat ii determina pe acesti 

elevi sa se devalorizeze si mai mult si sa dezvolte o teama de esec, pe care-l vor privi ca pe o 

fatalitate. 

 

 Acelasi rezultat obtinut de doi elevi poate fi considerat de catre unui din acestia ca un 

succes, iar de celalalt ca un esec - acest lucru depinde de nivelul de aspiratii al fiecaruia: 

astfel, pentru un elev mai putin ambitios si care este constient de faptul ca dispune de 

capacitati intelectuale mai modeste, nota 7 este apreciata ca fiind foarte buna, in timp ce 

pentru un elev orgolios, supramotivat, aceasta nota reprezinta un regres (o deceptie) => esecul 

scolar este in mare masura un fenomen subiectiv 
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8.4. Strategii de abordare psihopedagogica a dificultatilor in invatarea scolara.   

                 �,�Q�V�X�F�F�H�V�X�O���ú�F�R�O�D�U���S�R�D�W�H���I�L���S�U�H�Y�H�Q�L�W : 

-�S�U�L�Q�� �R�U�J�D�Q�L�]�D�U�H�D�� �S�U�R�F�H�V�X�O�X�L�� �G�H�� �L�Q�Y��� ���P�k�Q�W�� �S�H�� �F�U�L�W�H�U�L�L�� �ú�W�L�L�Q� �L�I�L�F�H���� �S�V�L�K�R�O�R�J�L�F�H�� �ú�L��

pedagogice.     

- �S�U�L�Q���G�L�V�W�U�L�E�X�L�U�H�D���F�R�U�H�F�W�����D���H�O�H�Y�L�O�R�U���S�H���F�O�D�V�H 

- �D�V�L�J�X�U�D�U�H�D���F�X���P�D�Q�X�D�O�H���ú�L���U�H�F�K�L�]�L�W�H 

- orar judicios 

-�F�O�L�P�D�W�X�O�� �V�W�H�Q�L�F���� �V�W�L�P�X�O�D�W�L�Y�� �G�L�Q�� �F�O�D�V���� ��- �S�U�L�Q�� �D�F� �L�X�Q�H�D�� �S�O�L�Q�D�� �G�H�� �W�D�F�W�� �D�� �S�U�R�I�H�V�R�U�L�O�R�U���� �D��

�G�L�U�L�J�L�Q�W�H�O�X�L�����S�U�L�Q���D�F� �L�X�Q�H�D���O�R�U���X�Q�L�W�D�U�D�� 

- �D�F�W�L�Y�L�W�D�W�H�D���G�L�G�D�F�W�L�F�����S�U�R�S�U�L�X-�]�L�V�����V�D���R�I�H�U�H���V�X�S�R�U�W�X�O���D�Q�J�D�M���U�L�L���H�O�H�Y�L�O�R�U���L�Q���H�I�R�U�W�X�O��

�L�Q�Y��� ���U�L�L�� 

- �G�L�I�H�U�H�Q� �L�H�U�H�D���ú�L���L�Q�G�L�Y�L�G�X�D�O�L�]�D�U�H�D���L�Q�Y��� ���U�L�L�����D�V�L�J�X�U�D�Q�G�X-�V�H���ú�D�Q�V�H���G�H���U�H�X�ú�L�W�������V�X�F�F�H�V����

tuturor elevilor 

- �H�Y�D�O�X�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���L�Q�Y��� ���U�L�L���W�U�H�E�X�L�H���V�H���I�D�F�����V�L�V�W�H�P�D�W�L�F�����F�X���P�D�[�L�P�X�P���G�H��

obiectivitate 

- �V�R�O�L�F�L�W���U�L�O�H���ú�F�R�O�D�U�H���V�����I�L�H���H�F�K�L�O�L�E�U�D�W�H�����V�D���V�H���S�U�H�Y�L�Q�����V�X�S�U�D�V�R�O�L�F�L�W�D�U�H�D���ú�L���V�X�E�V�R�O�L�F�L�W�D�U�H�D�� 

-�F�R�O�D�E�R�U�D�U�H�D���V�L�V�W�H�P�D�W�L�F�����ú�L���F�X���W�D�F�W���F�X���I�D�P�L�O�L�D���S�U�L�Q���F�R�Q�Y�R�U�E�L�U�L���ú�L���O�H�F�W�R�U�D�W�H���S�H�Q�W�U�X���S���U�L�Q� �L��

�S�U�H�Y�L�Q�H���D�W�L�W�X�G�L�Q�L�O�H���G�H���U�H�]�L�V�W�H�Q� �����I�D� �D���G�H���R�E�O�L�J�D� �L�L�O�H���ú�F�R�O�D�U�H 

- �V�X�S�U�D�Y�H�J�K�H�U�H�D�� �V�W���U�L�L�� �G�H�� �V���Q���W�D�W�H�� �ú�L�� �D�� �P�R�G�X�O�X�L�� �F�X�P�� �V�H�� �L�P�S�O�L�Q�H�ú�W�H�� �P�D�W�X�U�L�]�D�U�H�D�� �O�D��

�Y�D�U�V�W�H�O�H���S�X�E�H�U�W��� �L�L���ú�L���D�G�R�O�H�V�F�H�Q� �H�L���S�U�H�Y�L�Q���L�Q�V�W�D�O�D�U�H�D���L�Q�D�S�H�W�H�Q� �H�L���S�H�Q�W�U�X���L�Q�Y��� �D�U�H�� 

 

- �G�D�F�D���I�H�Q�R�P�H�Q�X�O���L�Q�V�X�F�F�H�V�X�O�X�L���V�H���L�Q�V�W�D�O�H�D�]������ 

�x �V�D���V�H���V�W�D�E�L�O�H�D�V�F�D�����S�O�D�Q�X�U�L���G�H���L�Q�W�H�U�Y�H�Q� �L�H���W�H�U�D�S�H�X�W�L�F���� 

�x �V�����V�H���F�R�U�H�F�W�H�]�H���G�H�I�L�F�L�H�Q� �H�O�H���S�U�R�F�H�V�X�O�X�L���G�H���L�Q�Y��� ���P�k�Q�W 

�x �V�D�� �V�H�� �L�Q�W�H�U�Y�L�Q���� �L�Q�� �I�D�P�L�O�L�H���� �I�D�P�L�O�L�D�� �V�� �G�H�Y�L�Q���� �R�� �D�O�L�D�W���� �D�� �ú�F�R�O�L�L�� �S�H�Q�W�U�X�� �F�R�U�H�F�W�D�U�H�D��

�K�D�Q�G�L�F�D�S�X�O�X�L���ú�F�R�O�D�U 

�x �U�H�F�X�U�J�H�U�H�D���O�D���S�U�D�F�W�L�F�D���P�H�G�L�W�D� �L�L�O�R�U���ú�L���D���F�R�Q�V�X�O�W�D� �L�L�O�R�U 

�x �L�Q�F�X�U�D�M�D�U�H�D���H�O�H�Y�X�O�X�L���S�U�L�Q���D�Q�W�U�H�Q�D�U�H�D���L�Q���D�F�W�L�Y�L�W��� �L�����F�D�U�H-�O���L�Q�W�H�U�H�V�H�D�]�����ú�L���S�U�L�Q���F�D�U�H��

se poate valorifica 

�x �G�L�I�H�U�H�Q� �L�H�U�H�D�� �L�Q�Y��� ���U�L�L�� �S�U�L�Q���S�U�R�J�U�D�P�H�� �F�X�� �J�U�D�G�H�� �W�U�H�S�W�D�W�H�� �G�H�� �G�L�I�L�F�X�O�W�D�W�H�� �ú�L�� �S�U�L�Q��

procedee didactice adecvate 
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�x �I�R�O�R�V�L�U�H�D���I�L�ú�H�O�R�U���G�H���P�X�Q�F�����L�Q�G�H�S�H�Q�G�H�Q�W���� 

�x �P�X�Q�F�D�� �L�Q�� �H�F�K�L�S�H�� �I�D�Y�R�U�L�]�H�D�]���� �F�R�O�D�E�R�U�D�U�H�D�� �V�L�� �X�W�L�O�L�]�D�U�H�D�� �G�H�� �V�L�Q�H�� �D�� �I�L�H�F���U�X�L��

�P�H�P�E�U�X���G�X�S�����F�D�S�D�F�L�W��� �L�O�H���O�X�L�� 

�x  �D�F�W�L�Y�L�W�D�W�H�D�� �S�V�L�K�R�S�H�G�D�J�R�J�L�F���� �G�H�� �R�U�L�H�Q�W�D�U�H�� �ú�F�R�O�D�U���� �ú�L�� �S�U�R�I�H�V�L�R�Q�D�O���� �S�H�Q�W�U�X��

�H�[�D�P�L�Q�D�U�H�D���F�R�U�H�F�W�����D���R�S� �L�X�Q�L�O�R�U�� 

�x individualizarea presupune doua tendinte complementare:  

                               - asigurarea unei independente mai mari a elevului in activitatea de 

invatare 

                               - elaborarea si administrarea unor sarcini diferentiate, in functie de ritmul 

si posibilitatile de asimilare ale celui care invata  

�x datorita variatiilor mari de ritm intelectual si de stil de lucru, de rezistenta la 

efortul de durata, de abilitati comunicationale si nevoi cognitive care exista 

intre elevi e nevoie de actiuni de organizare diferentiata a procesului de 

predare-invatare, pe grupuri de elevi, in care sa primeze insa sarcinile 

individuale de invatare (de lucru). 

 

- Un rol important in obtinerea succesului scolar il are sistemul de recompense (intariri) si 

de pedepse 

 

8.5. Programe de interventie personalizata 

= ansamblul masurilor sau actiunilor necesare  care trebuiesc luate in vederea 

depasirii sau rezolvarii situatiei de criza sau dificultate in care persoana se afla sau s-a 

aflat la un moment dat. 

 

�(�W�D�S�H�O�H���I�R�U�P�X�O���U�L�L���S�O�D�Q�X�O�X�L���G�H���L�Q�W�H�U�Y�H�Q� �L�H���V�X�Q�W: 

a) formularea �R�E�L�H�F�W�L�Y�X�O�X�L�� �G�H�� �O�X�Q�J���� �G�X�U�D�W�� �²  exemple: formarea unei stime de sine 

�S�R�]�L�W�L�Y�H���� �G�H�]�Y�R�O�W�D�U�H�D�� �D�E�L�O�L�W��� �L�O�R�U�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �V�W�U�H�V�X�O�X�L���� �G�H�]�Y�R�O�W�D�U�H�D�� �D�E�L�O�L�W��� �L�O�R�U�� �V�R�F�L�D�O�H����

profesionale etc.; 

b) formularea obiectivelor specifice �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �I�X�Q�F� �L�H�� �G�H�� �Q�D�W�X�U�D�� �S�U�R�E�O�H�P�H�L�� �ú�L��

�R�E�L�H�F�W�L�Y�X�O���G�H���O�X�Q�J�����G�X�U�D�W�������R�E�L�H�F�W�L�Y�H�O�H���V�S�H�F�L�I�L�F�H���W�U�H�E�X�L�H���I�R�U�P�X�O�D�W�H���v�Q���I�X�Q�F� �L�H���G�H���F�R�P�S�R�Q�H�Q�W�H�O�H��

comporta-�P�H�Q�W�D�O�H�����F�R�J�Q�L�W�L�Y�H���V�D�X���H�P�R� �L�R�Q�D�O�H���D�O�H���G�H�V�F�U�L�H�U�L�L�����S�U�R�E�O�H�P�H�L�� 
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c) �V�W�U�D�W�H�J�L�L�O�H�� �G�H�� �L�Q�W�H�U�Y�H�Q� �L�H sunt formula�W�H�� �S�H�Q�W�U�X�� �I�L�H�F�D�U�H�� �R�E�L�H�F�W�L�Y�� �V�S�H�F�L�I�L�F�� �v�Q�� �S�D�U�W�H�� �ú�L��

�V�X�Q�W���U�H�D�O�L�]�D�W�H���S�U�L�Q���P�D�L���P�X�O�W�H���D�F�W�L�Y�L�W��� �L���V�S�H�F�L�I�L�F�H�� 

d) �H�Y�D�O�X�D�U�H�D�� �L�Q�W�H�U�Y�H�Q� �L�H�L �Y�L�]�H�D�]���� �P�R�G�L�I�L�F�D�U�H�D�� �F�X�Q�R�ú�W�L�Q� �H�O�R�U���� �D�W�L�W�X�G�L�Q�L�O�R�U�� �ú�L�� �D�E�L�O�L�W��� �L�O�R�U����

�6�H�� �U�H�D�O�L�]�H�D�]���� �S�U�L�Q���� �F�K�H�V�W�L�R�Q�D�U�H�� �G�H�� �D�W�L�W�X�G�L�Q�L�� �V�L�� �D�E�L�O�L�W�D�W�L ; grile de observare comportamentala, 

grila de autoevaluare comportamentala ,etc. 

  

8.6. Consiliere si orientare personala,  sociala si profesionala 

- �R�U�L�H�Q�W�D�U�H�D�� �ú�F�R�O�D�U���� �V�L�� �S�U�R�I�H�V�L�R�Q�D�O���� �W�U�H�E�X�L�H�� �V���� �V�H�� �I�D�F���� �L�Q�� �I�X�Q�F� �L�H�� �G�H�� �L�Q�G�L�Y�L�G�� �� �V�L�� �G�H��

�F�H�U�L�Q� �H�O�H���V�R�F�L�H�W��� �L�L�� 

- �S�U�H�J���W�L�U�H�D�� �W�L�Q�H�U�H�W�X�O�X�L�� �S�H�Q�W�U�X�� �R�S� �L�X�Q�H�D�� �S�U�R�I�H�V�L�R�Q�D�O�����W�U�H�E�X�L�H�� �V���� �D�L�E���� �L�Q�� �Y�H�G�H�U�H 

�X�U�P���W�R�D�U�H�O�H���� 

                & �G�R�P�H�Q�L�X�O�� �D�F�W�L�Y�L�W��� �L�L�� �G�H�� �S�U�H�J���W�L�U�H�� �D�� �W�L�Q�H�U�H�W�X�O�X�L�� �S�H�Q�W�U�X�� �R�S� �L�X�Q�H�D��

�V�F�R�O�D�U�����S�U�R�I�H�V�L�R�Q�D�O���� �D�S�D�U� �L�Q�H�� �H�G�X�F�D� �L�H�L�� �V�L�� �V�H�� �L�P�S�O�L�F�D�� �L�Q�� �W�R�D�W�H�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H�� �ú�L�� �O�D�� �W�Rate 

�Q�L�Y�H�O�X�U�L�O�H���v�Q�Y��� ���P�k�Q�W�X�O�X�L�� 

                �	�� �� �F�D�U�D�F�W�H�U�X�O�� �L�Q�W�H�U�G�L�V�F�L�S�O�L�Q�D�U�� �D�O�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �G�H�� �R�U�L�H�Q�W�D�U�H�� �ú�F�R�O�D�U���� �V�L��

profesionala; 

                &  �U�R�O�X�O�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �G�L�G�D�F�W�L�F�� �L�Q�� �S�U�R�F�H�V�X�O�� �R�U�L�H�Q�W���U�L�L�� �V�F�R�O�D�U�H�� �ú�L�� �S�U�R�I�H�V�L�R�Q�D�O�H����

�D�F�F�H�O�H�U�D�U�H�D���P�D�W�X�U�L�]���U�L�L���S�U�R�I�H�V�L�R�Q�D�O�H���D���W�k�Q���U�X�O�X�L�� 

                �	�� �X�Q���F�D�G�U�X���L�Q�V�W�L�W�X�W�L�R�Q�D�O���� �X�Q���S�H�U�V�R�Q�D�O���V�S�H�F�L�D�O�L�]�D�W���ú�L���R���D�Q�X�P�H���R�U�J�D�Q�L�]�D�U�H���ú�L���D��

�V�F�R�O�L�O�R�U�����F�D�U�H���V�����F�R�U�H�V�S�X�Q�G�����R�E�L�H�F�Wivelor propuse. 

 

Rolul orientarii scolare si profesionale �F�R�Q�V�W�D���v�Q�� 

- �D�����D�F�R�U�G�D���F�H�O�R�U�����D�I�O�D�W�L�����v�Q�����V�L�W�X�D�W�L�L�����G�H�����L�Q�G�H�F�L�]�L�H�����F�X�����S�U�L�Y�L�U�H�����O�D�����Y�L�L�W�R�U�X�O�����O�R�U�����V�F�R�O�D�U�����V�L��

profesional informatii credibile, exacte si direct utilizabile, suport moral si emotional; 

- a-i ajute pe tineri sa se adapteze cu mai mare usurinta la dinamica prezenta sociala si 

�H�F�R�Q�R�P�L�F�D�� ���S�H�Q�W�U�X�� �F�D�� �D�F�H�V�W�L�D�� �V�D�� �Q�X�� �I�L�H�� �R�E�O�L�J�D�W�L�� �V�D�� �R�S�W�H�]�H�� �S�H�Q�W�U�X�� �³�P�X�Q�F�D�� �O�D�� �Q�H�J�U�X�´���� �D�F�W�L�Y�L�W�D�W�L��

economice  gospodaresti, sa emigreze sau sa presteze activitati comunitare sezoniere); 

- �D���U�H�G�X�F�H���S�U�H�V�L�X�Q�H�D���H�P�R�W�L�R�Q�D�O�D���D���V�W�D�W�X�W�X�O�X�L���G�H���V�R�P�H�U�����G�H�S�O�D�V�k�Q�G���D�W�H�Q�W�L�D���V�S�U�H���D�I�O�D�U�H�D���G�H��

solutii si alternative; 

-  a pleda sau a face educatie antreprenoriala; 
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- a-�L�� �� �D�M�X�W�D�� �� �S�H�� �� �W�L�Q�H�U�L�� �V�D�� �� �V�H�� �� �D�X�W�R�G�H�V�F�R�S�H�U�H�� �� �v�Q�� �� �S�O�D�Q�X�O�� �� �U�H�V�X�U�V�H�O�Rr lor intelectuale, 

abilitatilor, deprinderilor, capacitatilor,  aptitudinilor,  talentelor etc. ignorate, latente sau 

�Q�H�H�[�H�U�V�D�W�H�����G�H���H�[�H�P�S�O�X�����V�L�P�W�X�O�����O�L�P�E�L�L�����F�D�S�D�F�L�W�D�W�H�D���G�H���v�Q�Y�D�W�D�U�H�����G�H���U�H�O�D�W�L�R�Q�D�U�H���V�R�F�L�D�O�D�����G�H���O�X�F�U�X��

�v�Q���H�F�K�L�S�D�����S�H�U�V�H�Y�H�U�H�Q�W�D�����F�X�U�L�R�]�L�W�D�W�H���L�Qtelectuala interna etc.); 

- a-�L���V�S�U�L�M�L�Q�L���S�H���W�R�W�L���V�R�O�L�F�L�W�D�Q�W�L�L���v�Q���G�H�P�H�U�V�X�O���D�P�H�O�L�R�U�D�U�L�L���L�P�D�J�L�Q�L�L���G�H���V�L�Q�H�����G�H�W�H�U�L�R�U�D�W�D���v�Q��

�X�U�P�D�� �X�Q�R�U�� �H�V�H�F�X�U�L�� �G�H�� �L�Q�W�H�J�U�D�U�H�� �v�Q�� �S�L�D�W�D�� �P�X�Q�F�L�L������ �S�H�Q�W�U�X�� �F�D�� �D�F�H�V�W�L�D�� �V�D�� �Q�X�� �D�F�F�H�S�W�H�� �F�X�� �X�V�X�U�L�Q�W�D��

statutul de somer, sa nu simta vinovati de aceasta, frustrati sau nefericiti; 

- �D�� �D�F�R�U�G�D�� �R�� �D�W�H�Q�W�L�H�� �V�L�� �X�Q�� �V�S�U�L�M�L�Q�� �V�S�H�F�L�D�O�� �³�J�U�X�S�X�U�L�O�R�U���G�H�� �U�L�V�F�´���� �S�H�U�V�R�D�Q�H�O�R�U�� �F�X�� �D�Q�X�P�L�W�H��

forme sau grade de handicap, copiilor strazii, grupurilor minoritare religios sau etnic, fetelor, 

celor cu niveluri reduse de educatie sau formare profesionala etc.; 

- a nu le da celor care apeleaza la serviciile consilierilor false sperante si asteptari, 

realismul si caracterul practic al consilierii trebuie sa fie prevalente; 

- a combate stereotipurile social vehiculate cu privire la profesii (curate - murdare, 

banoase - �S�U�R�V�W���S�O�D�W�L�W�H���� �� �G�H���� �v�Q�D�O�W�����V�W�D�W�X�W���V�R�F�L�D�O��- degradante, rezervate anumitor clase sociale 

sau origini familiale etc); 

- �D���R�I�H�U�L���S�H�U�V�R�D�Q�H�O�R�U���L�Q�I�R�U�P�D�W�L�L���v�Q���V�W�U�k�Q�V�D���O�H�J�D�W�X�U�D���F�X���L�Q�W�H�U�H�V�H�O�H�����D�V�S�L�U�D�W�L�L�O�H�����Y�D�O�R�U�L�O�H���V�L��

aptitudinile posibil a fi dezvoltate, 

- a-�L���v�Q�Y�D�W�D���S�H���W�L�Q�H�U�L���F�H���V�L���F�X�P���V�D���D�O�H�D�J�D�����D-�L���I�D�F�H���O�L�E�H�U�L���v�Q���D�O�H�J�H�U�L�O�R�U���O�R�U�����S�H�Q�W�U�X���F�D���V�X�Q�W��

�v�Q���F�X�Q�R�V�W�L�Q�W�D���G�H���F�D�X�]�D���� 

- a reduce distanta dintre lumea scolii si cea a muncii, a scoate institutia educativa 

dintr-o izolare relativa fata de lumea profesiilor, practica relatiilor interumane si viata sociala, 

�v�Q���J�H�Q�H�U�D�O�� 

 

Consilierea profesionala este centrata pe alegerea optima a profesiunii, pe valorificarea 

maximala a capacitatii persoanei prin calificare si profesionalizare si se realizeaza de obicei la 

liceu, facultate, locul de munca. 

- �D�� �I�R�V�W�� �G�H�W�H�U�P�L�Q�D�W�l�� �O�D�� �Q�L�Y�H�O�X�O�� �V�R�F�L�H�W�D�W�L�L�� �G�H�� �W�H�Q�G�L�Q�W�H�O�H�� �G�H�� �P�H�F�D�Q�L�]�D�U�H���� �D�X�W�R�P�D�W�L�]�D�U�H����

cibernetizare ale economiei care au dus la necesitatea ridicarii, calificarii si specializarii 

profesionale. 

-  �S�H�Q�W�U�X�� �D�� �I�L�� �H�I�L�F�L�H�Q�W�l�� �F�R�Q�V�L�O�L�H�U�H�D�� �S�U�R�I�H�V�L�R�Q�D�O�D�� �W�U�H�E�X�L�H�� �V�l�� �L�Q�G�H�S�O�L�Q�H�D�V�F�D�� �X�U�P�D�W�R�D�U�H�O�H��

conditii: 
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              & profesiunea trebuie inteleasa si tratata ca un mod de viata si un rol social, 

nu numai o ocupatie economica; 

              & modelul carierei trebuie privit din punct de vedere al psihologiei dezvotarii, 

si nu al psihologiei diferentiale. Aceasta inseamna ca in evolutia subiectului educational, 

formarea si dezvoltarea sa este obiectivul principal, si nu selectia acestuia pentru o anumita 

profesiune; 

              & asumarea conceptului de cariera ca fiind nu ascensiunea pe plan social, ci 

imbinarea mai multor ocupatii apropiate si integrarea lor unei cariere unice; 

              & principiul creativitatii trebuie sa fie principiul coordonator superior al 

invatamintului; 

 

Pentru ca activitatea de consiliere scolara si profesionala sa-si indeplineasca 

obiectivele, este nevoie de organizarea si programarea acesteia, de unitate intre componentele 

sale: consiliere scolara si consiliere profesionala. 

 

8.7. Monitorizarea  

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.8. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Directorul unitatii �± �G�L�V�S�X�Q�H�� �v�Q�U�H�J�L�V�W�U�D�U�H�D�� ���L�� �W�U�D�Q�V�P�L�W�H�U�H�D�� �G�D�W�H�O�R�U�� �F�H�� �S�R�W�� �H�Y�L�G�H�Q�
�L�D��

�L�Q�V�X�F�F�H�V�X�O�����F�R�O�D�U���O�D���/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. Dispune 

analiza si luarea �P�D�V�X�U�L�O�R�U���O�H�J�D�O�H���G�H���U�H�]�R�O�Y�D�U�H�D���F�D�]�X�U�L�O�R�U���G�H���L�Q�V�X�F�F�H�V�����F�R�O�D�U��  

 

�x Responsabil cu aplicarea procedurii �± �S�U�L�P�H���W�H�� ���L�� �H�Y�D�O�X�H�D�]���� �G�D�W�H�O�H�� �W�U�D�Q�V�P�L�V�H�� �G�H��

�G�L�U�L�J�L�Q�
�L���� �$�Q�D�O�L�]�H�D�]���� �v�P�S�U�H�X�Q���� �F�X�� �G�L�U�L�J�L�Q�
�L�L���� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �F�X�� �D�F�W�L�Y�L�W�D�W�H�D�� �H�G�X�F�D�W�L�Y������

�U�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�(�$�&���� ���L�� �I�D�F�H�� �S�U�R�S�X�Q�H�U�L�� �G�H�� �P���V�X�U�L�� �S�H�Q�W�U�X�� �H�O�L�P�L�Q�D�U�H�D�� �L�Q�V�X�F�F�H�V�X�O�X�L��

���F�R�O�D�U���� 

 

�x Responsabilul CEAC �± �S�D�U�W�L�F�L�S�����O�D���D�Q�D�O�L�]�D���S�U�H�O�L�P�L�Q�D�U�����D���F�D�]�X�U�L�O�R�U���G�H���L�Q�V�X�F�F�H�V�����F�R�O�D�U����

�9�H�U�L�I�L�F���� �G�D�F���� �D�X�� �I�R�V�W�� �v�Q�G�H�S�O�L�Q�L�W�H�� �L�Q�W�H�J�U�D�O�� �F�H�U�L�Q�
�H�O�H�� �D�V�L�J�X�U���U�L�L�� �F�D�O�L�W���
�L�L���� �*�H�V�W�L�R�Q�H�D�]���� ���L��

�D�U�K�L�Y�H�D�]�����G�R�F�X�P�H�Q�W�H�O�H���F�D�O�L�W���
�L�L�� 

 

�x Dirigintele �± �v�Q�U�H�J�L�V�W�U�H�D�]���� �v�Q�� �I�L���D�� �G�H�� �R�E�V�H�U�Y�D�U�H�� �D�� �H�O�H�Y�X�O�X�L�� �D�E�V�H�Q�
�H�O�H�� �Q�H�P�R�W�L�Y�D�W�H����

cau�]�H�O�H�� �D�E�V�H�Q�W�H�L�V�P�X�O�X�L���� �D�E�D�Q�G�R�Q�X�O�X�L�� ���F�R�O�D�U�� ���L�� �P���V�X�U�L�O�H�� �v�Q�W�U�H�S�U�L�Q�V�H���� �,�G�H�Q�W�L�I�L�F���� ���L��

�F�R�Q�V�L�O�L�D�]�������S�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L�����F�R�O�D�U�����H�O�H�Y�L�L���F�X���Q�H�Y�R�L���V�S�H�F�L�D�O�H. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

MONITORIZAREA PERFORMANTEI SCOLARE  
 
 
 
 
 
 

P.O. 57 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



LICEUL TEHNO LOGIC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´���0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
MONITORIZAREA PERFORMANTEI 

SCOLARE 

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
57 

Cod: P.O. 57 
Pagina     din 14 
Exemplar nr.:  

 

 197 

1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-    09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q�� �L�Q�V�W�L�W�X�L�U�H�D�� �X�Q�H�L�� �S�U�R�F�H�G�X�U�L�� �P�H�W�R�G�R�O�R�J�L�F�H�� �S�H�Q�W�U�X�� �L�P�E�X�Q���W���
�L�U�H�D�� �D�F�W�X�O�X�L�� �H�G�X�F�D�W�L�Y��prin 

�U�H�D�O�L�]�D�U�H�D���X�Q�R�U���D�F�W�L�Y�L�W���
�L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L, 

la nivelul tuturor compartimentelor. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

�2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H��de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Dirigintele 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H���v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

Ghidul Comisiei pentru �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H�� �S�H�Q�W�U�X��

�D�S�O�L�F�D�U�H�D���,�6�2�����������������������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�Xni care au 

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

 Copiii capabili de inalta performanta sunt cei identificati de persoane calificate, 

ca avand realizari si/sau abilitati potentiale in urmatoarele domenii:  

�x capacitate intelectuala generala,  

�x gandire creativa sau productiva,  

�x aptitudini de leader,  

�x abilitati psihomotrice,  

�x talent pentru artele vizuale sau scenice.  

  

 �$�F�H�ú�W�L�� �F�R�S�L�L�� �D�X�� �Q�H�Y�R�L�H�� �G�H�� �S�U�R�J�U�D�P�H�� �G�L�I�H�U�H�Q� �L�D�W�H�� �V�L���V�D�X�� �V�H�U�Y�L�F�L�L�� �L�Q�� �S�O�X�V�� �I�D�W�D�� �G�H��

�F�H�O�H���R�I�H�U�L�W�H���L�Q���V�F�R�D�O�D���R�E�L�V�Q�X�L�W�D�����S�H�Q�W�U�X���U�H�D�O�L�]�D�U�H�D���F�R�Q�W�U�L�E�X�W�L�H�L���O�R�U���I�D� �����G�H���V�L�Q�H���V�L���I�D� �����G�H��

societate. 

  

  Exista diferite strategii de identificare si diagnosticare a copiilor capabili de 

performanta.  

  

 Un instrument des utilizat este testul predictiv sau initial care pune in evidenta 

caracteristicile diferentiale ale elevilor. 

   

 Ca instrumente de monitorizare pot fi folosite:  

�x testele de evaluare,  

�x chestionarele,  

�x ghidurile de interviu. 

�x orice alta modalitate de evaluare  scolara. 

  

  Elevii cu rezultatele cele mai bune vor constitui un grup care va beneficia  de 

ore de pregatire suplimentara si va participa la concursuri scolare. 
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  Rezultatele vor fi inscrise intr-un tabel in care se va specifica numele si  

prenumele elevului, activitatea la care a obtinut rezultate, performanta si  anul scolar.  

 

 Distinctiile, premiile, diplomele medaliile, cupele, ordinele  obtinute vor fi 

afisate intr-o vitrina special amenajata, iar elevii vor fi evidentiati intr-un cadru festiv 

si vor primi din partea scolii diplome de onoare. 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�)�L�H�F�D�U�H�� �G�L�U�L�J�L�Q�W�H�� �Y�D�� �D�Y�H�D�� �X�Q�� �S�R�U�W�R�I�R�O�L�X�� �v�Q�� �F�D�U�H�� �Y�R�U�� �I�L�J�X�U�D���� �S�U�L�Q�W�U�H�� �F�H�O�H�O�D�O�W�H���D�F�W�H�� �ú�L�� �F�H�O�H��

specificate aici: 

�x teste de aptitudini; 

�x �I�L�ú�H���F�R�P�S�O�H�W�D�W�H���G�H���H�O�H�Y�L�L���S�U�L�Y�L�Q�G���D�F�W�L�Y�L�W��� �L�O�H���G�H�V�I���ú�X�U�D�W�H���v�Q���W�L�P�S�X�O���O�L�E�H�U. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. Lista �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L���ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

RITMICITATEA NOTARII  
 
 
 
 
 
 

P.O. 58 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. Scop: 

�x Ameliorarea proceselor de predare inv6tare. 

�x �)�L�[�D�U�H�D�����L���V�L�V�W�H�P�D�W�L�]�D�U�H�D���F�X�Q�R���W�L�Q�
�H�O�R�U�� 

�x �6�W�L�P�X�O�D�U�H�D���H�O�H�Y�L�O�R�U���F�X���U�L�W�P���O�H�Q�W���G�H���v�Q�Y���
�D�U�H���V�D�X���G�L�I�L�F�X�O�W���
�L�� 

�x �6�W�L�P�X�O�D�U�H�D���H�O�H�Y�L�O�R�U���F�D�S�D�E�L�O�L���G�H���S�H�U�I�R�U�P�D�Q�
���� 

 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H��manage�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�� ���G�H�I�L�Q�L�U�H�D���� �D�F�W�L�Y�L�W��� �L�L�� �O�D�� �F�D�U�H�� �V�H�� �U�H�I�H�U���� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´�� �0�H�O�L�Q�H���W�L,  

de catre toate cadrele didactice din unitate. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H de activitatea compartimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H�� �D�F�H�D�V�W���� �D�F�W�L�Y�L�W�D�W�H�� �G�H�S�L�Q�G�� �v�Q�� �F�D�G�U�X�O�� �R�S�H�U�D� �L�X�Q�L�O�R�U�� �H�I�H�F�W�X�D�W�H��

compartimentele:  

1. Personal didactic ;  

2. Conducere ;  

3. �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L��

�D�V�L�J�X�U�D�U�H�D���F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

Ghidul Comisiei pentru Evaluarea �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H�� �S�H�Q�W�U�X��

�D�S�O�L�F�D�U�H�D���,�6�2�����������������������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant; 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H��termenilor  

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L�����D��

�P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H�� �v�Q�G�H�S�O�L�Q�L�U�L�L�� �D�W�U�L�E�X� �L�L�O�R�U�� �ú�L�� �V�D�U�F�L�Q�L�O�R�U�� ���� �D�Y�k�Q�G�� �v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���W�X�W�X�U�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���G�L�Q���F�D�G�U�X�O��

�X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U�� �J�H�Q�H�U�D�O�� ���� �G�L�U�H�F�W�R�U�� ���� �F�R�Q�W�D�E�L�O�� �ú�H�I���V�H�F�U�H�W�D�U�� �ú�H�I���� �úef 

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U�����O�D���Q�L�Y�H�O�X�O���X�Q�X�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H��

�G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H�� �G�H�� �P�R�G�L�I�L�F�D�U�H�� ���� �D�G���X�J�D�U�H�� ���� �V�X�S�U�L�P�D�U�H�� �V�D�X�� �D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H�� �X�Q�H�L�� �H�G�L� �L�L�� �D�� �S�U�R�F�H�G�X�U�L�L�� �R�S�H�U�D� �L�R�Q�D�O�H�� ���� �D�F� �L�X�Q�L�� �F�D�U�H�� �D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea procedurii �R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Nota:  

�x �H�V�W�H���X�Q���L�Q�G�L�F�H���F�H���F�R�U�H�V�S�X�Q�G�H���X�Q�H�L���D�Q�X�P�L�W�H���U�H�D�O�L�]���U�L���D���U�D�Q�G�D�P�H�Q�W�X�O�X�L�����F�R�O�D�U��  

�x �H�V�W�H�� �D�S�U�H�F�L�H�U�H�D�� �V�L�Q�W�H�W�L�F���� �F�H�� �W�U�D�G�X�F�H�� �H�Y�D�O�X�D�U�H�D�� �X�Q�H�L�� �S�H�U�I�R�U�P�D�Q�
�H�� �v�Q�� �G�R�P�H�Q�L�X�O��

�v�Q�Y���
���P�k�Q�W�X�O�X�L�� 

 

�1�R�W�D���v�Q�G�H�S�O�L�Q�H���W�H���P�D�L���P�X�O�W�H���I�X�Q�F�
�L�L�� 

�x rol de informare pentru elevi, familie, profesori; 

�x �U�R�O���G�H���U�H�J�O�D�U�H���D���S�U�R�F�H�V�X�O�X�L���G�H���v�Q�Y���
�D�U�H�� 

�x �Y�D�O�R�D�U�H���H�G�X�F�D�W�L�Y�H���G�D�W�R�U�L�W�����L�Q�W�H�U�L�R�U�L�]���U�L�L���D�S�U�H�F�L�H�U�L�L�� 

�x �F�D�W�D�O�L�]�D�W�R�U���D�O���X�Q�X�L���Q�L�Y�H�O���R�S�W�L�P���D�O���D�V�S�L�U�D�
�L�L�O�R�U���H�O�H�Y�X�O�X�L�� 

�x rol terapeutic dinamizator pentru anumite cazuri prin acord�D�U�H�D�� �G�H�� �S�X�Q�F�W�H�� �v�Q��

plus; 

 

�1�R�W�H�O�H���L�Q�G�L�F�����D�V�W�I�H�O���P���V�X�U�D���U�H�D�O�L�]���U�L�L���R�E�L�H�F�W�L�Y�H�O�R�U���S�U�R�J�U�D�P�H�O�R�U�����F�R�O�D�U�H�� 

 

�1�R�W�D�U�H�D�� �L�Q�G�L�Y�L�G�X�D�O���� �V�H�� �E�D�]�H�D�]���� �S�H�� �v�Q�F�H�U�F�D�U�H�D�� �G�H�� �U�D�S�R�U�W�D�U�H�� �D�� �U�H�]�X�O�W�D�W�H�O�R�U�� �R�E�
�L�Q�X�W�H�� �G�H��

�H�O�H�Y�L���O�D���D�O�W�H���U�H�]�X�O�W�D�W�H���L�Q�G�L�Y�L�G�X�D�O�H�����U�H�D�O�L�]�D�W�H���v�Q���W�L�P�S�� 

 

�1�R�W�D�� �Y�D�� �P���V�X�U�D���D�F�K�L�]�L�
�L�L�� �H�G�X�F�D�
�L�R�Q�D�O�H�� �S�U�L�Q�� �U�D�S�R�U�W�D�U�H�D�� �O�R�U�� �O�D�� �D�O�W�H�� �D�F�K�L�]�L�
�L�L�� �D�Q�W�H�U�L�R�D�U�H����

�$�F�H�D�V�W���� �P�R�G�D�O�L�W�D�W�H�� �G�H�� �Q�R�W�D�U�H�� �V�H�U�Y�H���W�H�� �F�R�Q�F�U�H�W�L�]���U�L�L�� �X�Q�R�U�� �S�U�R�J�U�D�P�H�� �G�H�� �L�Q�V�W�U�X�L�U�H�� �G�L�I�H�U�H�Q�
�L�D�W�H����

�1�R�U�P�D�� �G�H�� �U�H�I�H�U�L�Q�
���� �H�V�W�H�� �X�Q�L�F���� �L�D�U�� �S�U�R�I�H�V�R�U�X�O�X�L�� �L�L�� �U�H�Y�L�Q�H�� �V�D�U�F�L�Q�D�� �V���� �R�� �V�W�U�X�F�W�X�U�H�]�H�� ���L�� �V-o 

a�F�W�X�D�O�L�]�H�]�H���R�U�L���G�H���F�k�W�H���R�U�L���H�V�W�H���Q�H�Y�R�L�H�� 

 

�1�R�W�D�U�H�D���V�H���U�H�D�O�L�]�H�D�]�����v�Q���I�X�Q�F�
�L�H���G�H���V�S�H�F�L�I�L�F�X�O���G�L�V�F�L�S�O�L�Q�H�L���P�R�G�X�O�X�O�X�L���H�Y�D�O�X�D�W���D�V�W�I�H�O�� 

�x �1�R�W�D�U�H�D���G�X�S���� �E�D�U�H�P�H���F�D�U�H���V�W�D�Q�G�D�U�G�L�]�H�D�]���� �F�U�L�W�H�U�L�L�O�H���P���V�X�U���U�L�L�����L�� �D�S�U�H�F�L�H�U�L�L���� �V�H���E�D�]�H�D�]����

pe atribuirea unui punctaj fix pentru fieca�U�H���V�H�F�Y�H�Q�
�����v�Q�G�H�S�O�L�Q�L�W���� 
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�x �1�R�W�D�U�H�D�� �D�Q�D�O�L�W�L�F���� �S�U�H�V�X�S�X�Q�H�� �R�� �F�R�P�S�D�U�W�L�P�H�Q�W�D�U�H�� �D�� �F�X�D�Q�W�X�P�X�O�X�L�� �G�H�� �F�X�Q�R���W�L�Q�
�H�� �V�D�X��

�G�H�S�U�L�Q�G�H�U�L���Y�H�U�L�I�L�F�D�W�H���S�U�L�Q���G�H�W�D�O�L�H�U�H�D���X�Q�R�U���S�U�R�E�O�H�P�H���F�H���X�U�P�H�D�]�����D���I�L���D�S�U�H�F�L�D�W�H�� 

 

�1�R�W�D�U�H�D�� �H�V�W�H�� �Y�D�O�L�G������ �F�R�U�H�F�W������ �Y�D�O�D�E�L�O���� �D�W�X�Q�F�L�� �F�k�Q�G�� �H�D�� �H�[�S�U�L�P���� �v�Q�� �P�R�G�X�O�� �F�Hl mai just, 

�D�F�K�L�]�L�
�L�L�O�H���F�X�Q�R���W�L�Q�
�H�O�R�U�����L���G�H�S�U�L�Q�G�H�U�L�O�R�U�� 

 

8.2. Instrumente de evaluare 

 

�,�Q�V�W�U�X�P�H�Q�W�H�O�H���G�H���H�Y�D�O�X�D�U�H���V�H���V�W�D�E�L�O�H�V�F���v�Q���I�X�Q�F�
�L�H���G�H���S�D�U�W�L�F�X�O�D�U�L�W���
�L�O�H���S�V�L�K�R�S�H�G�D�J�R�J�L�H���D�O�H��

�H�O�H�Y�L�O�R�U�����L���G�H���V�S�H�F�L�I�L�F�X�O���I�L�H�F���U�H�L���G�L�V�F�L�S�O�L�Q�H�� 

 

Instrumentele de evaluare utilizate pot fi:  

�x �O�X�F�U���U�L���V�F�U�L�V�H���� 

�x �D�F�W�L�Y�L�W���
�L���S�U�D�F�W�L�F�H���� 

�x referate,  

�x proiecte,  

�x interviuri,  

�x portofolii,  

�x alte instrumente. 

 

Fiecare cadru didactic: 

�x �(�Y�D�O�X�H�D�]�����L�Q�L�
�L�D�O���O�D���v�Q�F�H�S�X�W�X�O���X�Q�H�L���H�W�D�S�H���G�H���L�Q�V�W�U�X�L�U�H�� 

�x �(�Y�D�O�X�H�D�]�����S�D�U�
�L�D�O���F�k�Q�G���Y�H�U�L�I�L�F�����H�O�H�P�H�Q�W�H�O�H���F�R�J�Q�L�W�L�Y�H���V�D�X���F�R�P�S�R�U�W�D�P�H�Q�W�D�O�H�����V�H�F�Y�H�Q�
�L�D�O�H��

�S�U�L�Q���D�V�F�X�O�W�D�U�H���F�X�U�H�Q�W�������H�[�W�H�P�S�R�U�D�O�H�����S�U�R�E�H���F�X�U�H�Q�W�H�����D�O�W�H���L�Q�V�W�U�X�P�H�Q�W�H���G�H���H�Y�D�O�X�D�U�H�� 

�x �(�Y�D�O�X�H�D�]�����F�X�P�X�O�D�W�L�Y���V�D�X���V�X�P�D�W�L�Y���R���F�D�Q�W�L�W�D�W�H���G�H���F�X�Q�R���W�L�Q�
�H�����L���G�H�S�U�L�Q�G�H�U�L���P�D�L���P�D�U�H�� 

�x �$�S�O�L�F�����G�L�Y�H�U�V�H���P�R�G�D�O�L�W���
�L���G�H���I�R�U�P�D�U�H�����L���G�H���H�G�X�F�D�U�H���D���V�S�L�U�L�W�X�O�X�L���G�H���H�Y�D�O�X�D�U�H���R�E�L�H�F�W�L�Y���F�D��

�D�X�W�R�F�R�U�H�F�W�D�U�H�D���� �D�X�W�R�H�Y�D�O�X�D�U�H�D�� �F�R�Q�W�U�R�O�D�W������ �Q�R�W�D�U�H�D�� �U�H�F�L�S�U�R�F������ �D�S�U�H�F�L�H�U�H�D�� �R�E�L�H�F�W�L�Y���� �D��

�S�H�U�V�R�Q�D�O�L�W���
�L�L�����D�X�W�R�H�Y�D�O�X�D�U�H�D�� 
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�1�X�P���U�X�O���G�H���F�D�O�L�I�L�F�D�W�L�Y�H���Q�R�W�H���D�F�R�U�G�D�W�H���V�H�P�H�V�W�U�L�D�O���I�L�H�F���U�X�L���H�O�H�Y�����O�D���I�L�H�F�D�U�H���G�L�V�F�L�S�O�L�Q�����G�H��

�V�W�X�G�L�X�����H�[�F�O�X�V�L�Y���Q�R�W�D���G�H���O�D���O�X�F�U�D�U�H�D���V�F�U�L�V�����V�H�P�H�V�W�U�L�D�O�������W�H�]���������G�X�S�����F�D�]�����W�U�H�E�X�L�H���V�����I�L�H���F�H�O���S�X� �L�Q��

�H�J�D�O���F�X���Q�X�P���U�X�O���V���S�W���P�k�Q�D�O���G�H���R�U�H���G�H���F�X�U�V���S�U�H�Y���]�X�W���v�Q���S�O�D�Q�X�O���G�H���v�Q�Y��� ���P�k�Q�W���� 

�)�D�F�� �H�[�F�H�S� �L�H�� �G�L�V�F�L�S�O�L�Q�H�O�H�� �F�X�� �R�� �R�U���� �G�H�� �F�X�U�V�� �S�H�� �V���S�W���P�k�Q������ �O�D�� �F�D�U�H�� �Q�X�P���U�X�O�� �P�L�Q�L�P�� �G�H��

�F�D�O�L�I�L�F�D�W�L�Y�H���Q�R�W�H���H�V�W�H���G�H���G�R�X�������� 

   �(�O�H�Y�L�L���D�I�O�D� �L���v�Q���V�L�W�X�D� �L�H���G�H���F�R�U�L�J�H�Q� �����Y�R�U���D�Y�H�D���F�X���F�H�O���S�X� �L�Q���X�Q���F�D�O�L�I�L�F�D�W�L�Y���R���Q�R�W�����v�Q���S�O�X�V��

�I�D� ���� �G�H�� �Q�X�P���U�X�O�� �G�H�� �F�D�O�L�I�L�F�D�W�L�Y�H���Q�R�W�H�� �S�U�H�Y���]�X�W�H mai sus, �X�O�W�L�P�X�O�� �F�D�O�L�I�L�F�D�W�L�Y���X�O�W�L�P�D�� �Q�R�W���� �I�L�L�Q�G��

�D�F�R�U�G�D�W���� �G�H�� �U�H�J�X�O������ �v�Q�� �X�O�W�L�P�H�O�H�� �G�R�X���� �V���S�W���P�k�Q�L�� �D�O�H�� �V�H�P�H�V�W�U�X�O�X�L���� �F�X�� �F�R�Q�G�L� �L�D�� �F�D�� �D�F�H�V�W�D�� �V���� �I�L�H��

prezent la ore.   

 �'�L�V�F�L�S�O�L�Q�H�O�H�����O�D���F�D�U�H���V�H���V�X�V� �L�Q���O�X�F�U���U�L���V�F�U�L�V�H���V�H�P�H�V�W�U�L�D�O�H�����W�H�]�H�������S�U�H�F�X�P���ú�L���S�H�U�L�R�D�G�H�O�H���G�H��

�G�H�V�I���ú�X�U�D�U�H���D���D�F�H�V�W�R�U�D���V�H���V�W�D�E�L�O�H�V�F���S�U�L�Q���R�U�G�L�Q���D�O���P�L�Q�L�V�W�U�X�O�X�L���H�G�X�F�D� �L�H�L �Q�D�
�L�R�Q�D�O�H.   

�1�R�W�H�O�H�� �O�D�� �O�X�F�U���U�L�O�H�� �V�F�U�L�V�H�� �V�H�P�H�V�W�U�L�D�O�H�� ���W�H�]�H���� �V�H�� �D�Q�D�O�L�]�H�D�]���� �F�X�� �H�O�H�Y�L�L�� �v�Q�W�U-�R�� �R�U���� �V�S�H�F�L�D�O��

�G�H�V�W�L�Q�D�W�����D�F�H�V�W�X�L���V�F�R�S���ú�L���V�H���W�U�H�F���v�Q���F�D�W�D�O�R�J�����/�X�F�U���U�L�O�H���V�F�U�L�V�H���V�H�P�H�V�W�U�L�D�O�H�����W�H�]�H�O�H�����V�H���S���V�W�U�H�D�]�����v�Q��

�ú�F�R�D�O�����S�k�Q�����O�D���V�I�k�U�ú�L�W�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U������ 

 

8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �3�H�Q�W�U�X���I�L�H�F�D�U�H���F�D�G�U�X���G�L�G�D�F�W�L�F�����Q�R�W�H�O�H���D�F�R�U�G�D�W�H���V�H���F�R�P�X�Q�L�F�����v�Q���P�R�G���R�E�O�L�J�D�W�R�U�L�X���H�O�H�Y�L�O�R�U����

�V�H���W�U�H�F���v�Q���F�D�W�D�O�R�J�����L���v�Q���F�D�U�Q�H�W�H�O�H���H�O�H�Y�L�O�R�U�����Q�X�P���U�X�O���Q�R�W�H�O�R�U���W�U�H�E�X�L�H���V�����I�L�H���F�H�O���S�X�
�L�Q���H�J�D�O��

�F�X���Q�X�P���U�X�O���R�U�H�O�R�U���S�H���V���S�W���P�k�Q�L���G�H���O�D���I�L�H�F�D�U�H���G�L�V�F�L�S�O�L�Q���������P�R�G�X�O�H�� 

 

�x �1�X�P���U�X�O���P�L�Q�L�P���G�H���Q�R�W�H���O�D���R���G�L�V�F�L�S�O�L�Q�D���H�V�W�H���G�H���G�R�X�������(�O�H�Y�L�L���D�I�O�D�
�L���v�Q���V�W�D�U�H���G�H���F�R�U�L�J�H�Q�W�H��

vor avea �F�H�O���S�X�
�L�Q���R���Q�R�W�����v�Q���S�O�X�V�� 

 

�x �1�R�W�H�O�H���S�H�Q�W�U�X���W�H�]�H�����O�X�F�U���U�L���V�H�P�H�V�W�U�L�D�O�H�����V�H���W�U�H�F���v�Q���F�D�W�D�O�R�J���F�X���F�H�O���S�X�
�L�Q���G�R�X�����V���S�W���P�k�Q�L��

�v�Q�D�L�Q�W�H���G�H���v�Q�F�K�H�L�H�U�H�D���V�H�P�H�V�W�U�X�O�X�L�� 

 

�x �/�D���V�I�k�U���L�W�X�O���I�L�H�F���U�X�L���V�H�P�H�V�W�U�X���� �G�L�U�L�J�L�Q�W�H�O�H���F�R�Q�V�X�O�W�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�L�O�R�U�� �F�O�D�V�H�L���S�H�Q�W�U�X��

aprecierea situ�D�
�L�H�L�����F�R�O�D�U�H���D���I�L�H�F���U�X�L���H�O�H�Y�� 

 

�x �9�D�O�L�G�D�U�H�D���V�L�W�X�D�
�L�H�L ���F�R�O�D�U�H�� �D�� �H�O�H�Y�L�O�R�U�� �S�H�� �F�O�D�V���� �V�H�� �I�D�F�H�� �v�Q�� ���H�G�L�Q�
�D�� �&�R�Q�V�L�O�L�X�O�X�L��

�S�U�R�I�H�V�R�U�D�O���G�H���O�D���V�I�k�U���L�W�X�O���V�H�P�H�V�W�U�X�O�X�L���V�D�X���D�Q�X�O�X�L�����F�R�O�D�U�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. Lista �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L procedurale  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  

 

 

 

 

 

 

 
 



�/�,�&�(�8�/���7�(�+�1�2�/�2�*�,�&���´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´�� 

�0�(�/�,�1�(���7�,����JUD. DOLJ  

APROBAT, 

DIRECTOR,  

PROF. IONESCU VALERIA -ROZICA  

�«�«�«�«�«�«�«�«�«�«�«����  

AVIZAT  

PRESEDINTE C.E.A.C. 

PROF. �'�8�0�,�7�5�$���&�8���$�/�,�1�$ 

�«�«�«�«�«�«�«�«��  

MANUAL PROCEDURI OPERATIONALE  

COMPARTIMENTUL C.E.A.C. VOL. VII  

Nr. 
crt. 

 

Denumirea si codul procedurii Pag 

1 P.O. 59 �± Rezolvare a starilor conflictuale 2 

2 P.O. 60 �± Centralizarea rezultatelor la invatatura 16 

3 P.O. 61 �± Monitorizarea si evaluarea calitatii procesului educational 31 

4 P.O. 62 �± Intocmirea regulamentului intern 45 

5 P.O. 63 �± Monitorizarea activitatii extracurriculare 58 

6 P.O. 64 �± Gestionarea situatiilor de criza 73 

7 P.O. 65 �± Identificarea si incluziunea elevilor in situatii de risc/ cu cerinte 
educationale speciale 

92 

8 P.O. 66 �± Completarea si folosirea catalogului la clasa 107 

9 P.O. 67 �± Accesibilitatea la tehnologie (TIC) a elevilor si a personalului 
angajat, in interesul invatamantului 

121 

10 P.O. 68 �± Efectuarea serviciului pe scoala pentru elevi si profesori 135 

11 P.O. 69 �± Comportamentul in caz de cutremur 150 

12 P.O. 70 �± Comportamentul in caz de incendiu 167 

13 P.O. 71 �± Comportamentul in caz de inundatie 181 
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

1.2 Revizia 1 
 

  - 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O de realizare a activ�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

in instituirea unei proceduri metodologice pentru identificarea, prevenirea si rezolvarea 

conflictelor. 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q�� auditul  �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOGIC 
�´�$�/�(�;�$�1�'�5�8���0�$�&�(�'�2�1�6�.�,�´��

�0�(�/�,�1�(���7�, 
  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
REZOLVARE A STARILOR 

CONFLICTUALE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
59 

Cod: P.O. 59 
Pagina     din 14 
Exemplar nr.:  

 

 7 

5. Domeniul  de  aplicare 

5.1. Precizarea (�G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D���D�F�R�S�H�U�����F�R�Q�I�O�L�F�W�H�O�H���S�R�V�L�E�L�O�H���U�H�]�X�O�W�D�W�H���G�L�Q���S�U�R�F�H�V�H�O�H���F�D�U�H���V�H���G�H�U�X�O�H�D�]�����v�Q��

�/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L.  

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�Fedurate  în  cadrul  portofoliului  

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���F�R�O�D�E�R�U�D�U�H�D���W�X�W�X�U�R�U��

comisiilor din cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

5.3.  �/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Dirigintele 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�Dle 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H���G�H���D�F�U�H�G�L�W�D�U�H���ú�L���H�Y�D�O�X�D�U�H���S�H�U�L�R�G�L�F�����D���X�Q�L�W��� �L�O�R�U���G�H���v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��

�± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H�� �G�H�� �U�H�I�H�U�L�Q� ���� �ú�L�� �L�Q�G�L�F�D�W�R�U�L�� �G�H�� �S�H�U�I�R�U�P�D�Q� ���� �S�H�Q�W�U�X�� �H�Y�D�O�X�D�U�H�D�� �ú�L asigurarea 

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O�� �S�H�Q�W�U�X��

�S�U�R�L�H�F�W�H�� �ú�L�� �S�U�R�J�U�D�P�H�� �H�G�X�F�D�W�L�Y�H�� �ú�F�R�O�D�U�H�� �ú�L�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �v�Q�� �F�D�G�U�X�O�� �X�Q�R�U�� �X�Q�L�W��� �L�� �G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�úcolare; 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H�� �S�H�Q�W�U�X��

�D�S�O�L�F�D�U�H�D���,�6�2�����������������������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�Rral, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

op�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���Gifuzate  
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

Conflictul  �D�S�D�U�H���D�W�X�Q�F�L���F�k�Q�G���S�H�U�V�R�D�Q�H�O�H�����D�Q�J�D�M�D�
�L�L�����L���H�O�H�Y�L�L�����V�D�X���J�U�X�S�X�U�L�O�H�����H�F�K�L�S�H�O�H���G�H��

�O�X�F�U�X���V�D�X���G�H�S�D�U�W�D�P�H�Q�W�H�O�H�����X�U�P���U�H�V�F�����S�U�L�Q���D�F�
�L�X�Q�L�O�H���O�R�U�����S�U�R�S�U�L�X�O���L�Q�W�H�U�H�V�����G�D�U���Q�X���U�H�X���H�V�F���V�����R�E�
�L�Q����

�F�H�H�D���F�H���v���L���G�R�U�H�V�F���V�D�X���F�H�H�D���F�H���F�R�Q�V�L�G�H�U�����F�����O�L���V�H���F�X�Y�L�Q�H�����G�L�Q���F�D�X�]�D�����U�H�D�O�����V�D�X���S�H�U�F�H�S�X�W�����F�D���U�H�D�O������

altui individ sau grup. 

 

�&�R�Q�I�O�L�F�W�X�O�� �G�H�� �P�X�Q�F�� �H�V�W�H�� �X�Q�� �G�H�]�D�F�R�U�G�� �V�H�P�Q�L�I�L�F�D�W�L�Y�� �v�Q�W�U�H�� �S�O�D�Q�X�U�L�O�H�� �R�S�H�U�D�
�L�R�Q�D�O�H�� ���L��

�U�H�D�O�L�W�D�W�H�D���G�H���S�H���S�L�D�
�D���V�D�X �v�Q�W�U�H���Y�D�O�R�U�L�O�H���R�U�J�D�Q�L�]�D�
�L�H�L�����L���F�R�Q�G�X�L�W�����D�Q�J�D�M�D�
�L�O�R�U�� 

 

8.2. Descrierea procedurii 

 

�D���� �5�H�V�S�R�Q�V�D�E�L�O�X�O�� �G�H�� �S�U�R�F�H�V�� ���L�� �P�D�Q�D�J�H�U�L�L�� �X�Q�L�W���
�L�L�� ���F�R�O�D�U�H�� �D�S�O�L�F���� �S�H�U�P�D�Q�H�Q�W�� �P���V�X�U�L�� �G�H��

�S�U�H�Y�H�Q�L�U�H�� �D�� �S�U�R�G�X�F�H�U�L�L�� �G�H�� �V�L�W�X�D�
�L�L�� �F�R�Q�I�O�L�F�W�X�D�O�H���� �3�U�H�Y�H�Q�L�U�H�D�� �F�R�Q�I�O�L�F�W�H�O�R�U�� �V�H�� �S�R�D�W�H�� �U�H�D�O�L�]�D prin 

�G�L�D�O�R�J���V�R�F�L�D�O���G�H���F�D�O�L�W�D�W�H���v�Q���F�D�G�U�X�O���R�U�J�D�Q�L�]�D� �L�H�L�����$�F�H�D�V�W�D���Q�H�F�H�V�L�W�����R���S�D�U�W�L�F�L�S�D�U�H���D�F�W�L�Y�����D���D�Q�J�D�M�D� �L�O�R�U��

�v�Q�W�U-�R���F�R�P�X�Q�L�F�D�U�H���D�W�k�W���S�H���R�U�L�]�R�Q�W�D�O�����F�k�W���ú�L���S�H���Y�H�U�W�L�F�D�O�������F�D�U�H���S�U�H�V�X�S�X�Q�H���P�D�L���P�X�O�W�H���Q�L�Y�H�O�X�U�L�� 

�x �S�D�U�W�L�F�L�S�D�U�H�D���O�D���O�R�F�X�O���G�H���P�X�Q�F���� 

�x �S�D�U�W�L�F�L�S�D�U�H�D���v�Q���U�H�O�D� �L�Lle umane propriu-zise 

�x �F�R�L�Q�W�H�U�H�V�D�U�H�D���O�R�U���I�L�Q�D�Q�F�L�D�U���� 

 

�E�����5�H�V�S�R�Q�V�D�E�L�O�X�O���G�H���S�U�R�F�H�V���V�W�D�E�L�O�H���W�H���F�D�X�]�H�O�R�U���F�R�Q�I�O�L�F�W�X�O�X�L���S�H�Q�W�U�X���D-l  gestiona eficient. 

�2���V�H�U�L�H���G�H���V�L�W�X�D�
�L�L���G�H�V�W�X�O���G�H���Y�D�U�L�D�W�H�����v�Q���F�D�U�H���F�R�Q�I�U�X�Q�W�D�U�H�D���G�L�Q�W�U�H���P�D�L���P�X�O�W�H���S�H�U�V�R�D�Q�H���D�U�H���G�U�H�S�W��

rezultat o stare �W�H�Q�V�L�R�Q�D�W���� 

�x  �V�F�K�L�P�E���U�L�� �P�H�W�R�G�R�O�R�J�L�F�H�� ���D�O�H�� �U�H�J�X�O�L�O�R�U�� �G�H�� �G�H�V�I�����X�U�D�U�H�� �D�� �D�F�W�L�Y�L�W���
�L�L���� �D�O�H��

procedurilor, regulamentelor, curriculumului , etc.); 

�x  �F�L�R�F�Q�L�U�L���L�G�H�R�O�R�J�L�F�H�����Y�D�O�R�U�L���I�X�Q�G�D�P�H�Q�W�D�O�H�����G�H���R�E�L�F�H�L���P�R�U�D�O�H�����G�L�V�F�U�L�P�L�Q���U�L���� 

�x  �v�Q�F�K�L�G�H�U�H�D���F���W�U�H���R�U�L�F�H���W�L�S���G�H���F�R�P�S�U�R�P�L�V; 

�x  �D�P�H�Q�L�Q�
���U�L���V�D�X���L�Q�W�L�P�L�G���U�L�� 
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�F���� �5�H�V�S�R�Q�V�D�E�L�O�X�O�� �G�H�� �S�U�R�F�H�V�� ���L�� �P�D�Q�D�J�H�U�L�L�� �X�Q�L�W���
�L�L�� ���F�R�O�D�U�H�� �S�R�W�� �D�S�O�L�F�D�� �X�U�P���W�R�D�U�H�O�H��

�P�R�G�D�O�L�W���
�L�� �G�H�� �D�� �J�H�V�W�L�R�Q�D�� �L�Q�W�H�U�H�V�H�O�H�� �G�L�Y�H�U�J�H�Q�W�H�� �F�D�U�H�� �V�X�Q�W�� �F�D�U�D�F�W�H�U�L�]�D�W�H�� �S�U�L�Q�� �G�L�I�H�U�L�W�H�� �J�U�D�G�H�� �G�H��

agresivitate sau cooperare.  

�x Fermitatea �v�Q���S�U�R�P�R�Y�D�U�H�D���F�X�O�W�X�U�L�L���R�U�J�D�Q�L�]�D�
�L�R�Q�D�O�H�����L���Y�D�O�R�U�L�O�H���V�S�H�F�L�I�L�F�H��Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L�����0�D�Q�D�J�H�U�X�O���W�U�H�E�X�L�H���V�����v���L���D�V�X�P�H��

rolul de arbitru�����8�Q���D�U�E�L�W�U�X���K�R�W���U�����W�H���U�H�]�R�O�Y�D�U�H�D���X�Q�X�L���F�R�Q�I�O�L�F�W���I���U�����D���O�X�D���v�Q���F�D�O�F�X�O��

�L�Q�W�H�U�H�V�H�O�H�� ���F�R�P�E�D�W�D�Q�
�L�O�R�U������ �F�L�� �G�R�D�U�� �U�H�J�X�O�D�� �G�H�� �E�D�]�D�� �D�� �R�U�J�D�Q�L�]�D�
�L�H�L�� ���G�H�� �H�[�H�P�S�O�X�� ����

�H�I�L�F�D�F�L�W�D�W�H�D���D�F�W�L�Y�L�W���
�L�L���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�����S�H�U�I�R�U�P�D�Q�
�H�O�H�����F�R�O�D�U�H���� 

�x Acceptare �L�Q�W�H�U�H�V�H�O�R�U�� �S�H�U�V�R�D�Q�H�O�R�U�� �L�P�S�O�L�F�D�W�H�� �v�Q�� �F�R�Q�I�O�L�F�W���� �F�R�R�S�H�U�D�U�H�D�� �F�X�� �D�F�H�V�W�H�D��

�S�H�Q�W�U�X���D���O�H���U�H�]�R�O�Y�D���G�R�O�H�D�Q�
�H�O�H�� 

�x Neutralitatea presupune situarea �v�Q���D�I�D�U�D���F�R�Q�I�O�L�F�W�X�O�X�L�����L���U�H�I�X�]�X�O���G�H���D���D�Y�H�D���X�Q���U�R�O��

�D�F�W�L�Y���v�Q���U�H�]�R�O�Y�D�U�H�D���D�F�H�V�W�X�L�D�����0�D�Q�D�J�H�U�X�O���Y�D���J�H�V�W�L�R�Q�D���L�Q�G�L�U�H�F�W���F�R�Q�I�O�L�F�W�X�O�����S�U�L�Q���G�H�F�L�]�L�D��

de a delega un mediator�����0�H�G�L�D�W�R�U�X�O���D�U�H���D�Y�D�Q�W�D�M�X�O���F�����Q�X���D�U�H���X�Q���L�Q�W�H�U�H�V���G�L�U�H�F�W���v�Q��

problema care a generat conflictul. Med�L�D�W�R�U�X�O���H�V�W�H���R���S�H�U�V�R�D�Q�D���Q�H�X�W�U�������G�L�Q���F�D�G�U�X�O��

�R�U�J�D�Q�L�]�D�
�L�H�L���V�D�X���G�L�Q���D�I�D�U�D���H�L�����G�H���S�U�H�I�H�U�D�W���V�S�H�F�L�D�O�L�]�D�W�����v�Q���U�H�]�R�O�Y�D�U�H�D���F�R�Q�I�O�L�F�W�H�O�R�U�� 

�x Colaborarea �S�U�H�V�X�S�X�Q�H�� �U�H�]�R�O�Y�D�U�H�D�� �W�X�W�X�U�R�U�� �G�R�O�H�D�Q�
�H�O�R�U�� �S�U�L�Q�� �O�X�F�U�X�O�� �v�P�S�U�H�X�Q���� ���L��

�J���V�L�U�H�D���X�Q�R�U���V�R�O�X�
�L�L���R�S�W�L�P�H���G�L�Q���F�D�U�H���W�R�D�W�D���O�X�P�H�D���D�U�H �G�H���F�k���W�L�J�D�W 

�x Compromisul �S�U�H�V�X�S�X�Q�H�� �F���X�W�D�U�H�D�� �V�D�W�L�V�I�D�F�
�L�H�L�� �S�D�U�
�L�D�O�H�� �S�U�L�Q�� �V�F�K�L�P�E�� �G�H�� �F�R�Q�F�H�V�L�L��

�R�E�
�L�Q�X�W�H���S�U�L�Q���Q�H�J�R�F�L�H�U�H���� 

 

8.3. Monitorizarea 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�0�D�Q�D�J�H�U�L�L�� ���L�� �� �U�H�V�S�R�Q�V�D�E�L�O�L�L�� �G�H�� �S�U�R�F�H�V�� �V���� �R�E�V�H�U�Y�H�� ���L�� �V���� �V�H�V�L�]�H�]�H�� �F�k�W�� �P�D�L�� �G�H�Y�U�H�P�H�� �S�R�V�L�E�L�O�H��

�P�D�Q�L�I�H�V�W���U�L���D�O�H���X�Q�X�L���G�L�I�H�U�H�Q�G���� 

 

�0�D�Q�D�J�H�U�L�L�����L���U�H�V�S�R�Q�V�D�E�L�O�L�L���G�H���S�U�R�F�H�V���D�O�H�J���V�W�U�D�W�H�J�L�H�L���R�S�W�L�P�H���G�H���P�D�Q�D�J�H�P�H�Q�W���D�O���F�R�Q�I�O�L�F�W�X�O�X�L���O�X�k�Q�G��

�v�Q���F�R�Q�V�L�G�H�U�D�U�H���I�D�F�W�R�U�L�� 

 �± seriozitatea conflictului;  

�± �F�K�H�V�W�L�X�Q�H�D���W�L�P�S�X�O�X�L�����G�D�F�� trebuie rezolvat urgent sau nu);  

�± rezultatul considerat adecvat;  

�± �S�X�W�H�U�H�D���G�H���F�D�U�H���E�H�Q�H�I�L�F�L�D�]�����P�D�Q�D�J�H�U�X�O���� 

�± �S�U�H�I�H�U�L�Q� �H�O�H���S�H�U�V�R�Q�D�O�H���� 

�± �D�W�X�X�U�L�O�H���ú�L���V�O���E�L�F�L�X�Q�L�O�H���S�H���F�D�U�H���O�H���P�D�Q�L�I�H�V�W�����v�Q���D�E�R�U�G�D�U�H�D���F�R�Q�I�O�L�F�W�X�O�X�L�� 

�$�F�H���W�L�D���U�H�]�R�O�Y�����F�R�Q�I�O�L�F�W�H�O�H���D�S�O�L�F�k�Q�G���O�H�J�L�V�O�D�
�L�D�����F�R�O�D�U�����v�Q���Y�L�J�R�D�U�H�� 

 

Profesorii-�G�L�U�L�J�L�Q�
�L�����S�U�L�Q���F�R�O�D�E�R�U�D�U�H�D���F�X���I�D�P�L�O�L�D�� 

 

�&�R�Q�V�L�O�L�X�O���F�O�D�V�H�L�����Y�R�U���S�U�H�Y�H�Q�L�����Y�R�U���V�H�V�L�]�D�����L���Y�R�U���U�H�]�R�O�Y�D���F�R�Q�I�O�L�F�W�H�O�H���v�Q�W�U�H���H�O�H�Y�L�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 

 
  - 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q���L�Q�V�W�L�W�X�L�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���P�H�W�R�G�R�O�R�J�L�F�H���S�H�Q�W�U�X�����L�P�E�X�Q���W���
�L�U�H�D���F�D�O�L�W���
�L�L���D�F�W�X�O�X�L���H�G�X�F�D�W�L�Y��

���L���D�W�L�Q�J�H�U�H�D���V�W�D�Q�G�D�U�G�H�O�R�U���G�H���S�H�U�I�R�U�P�D�Q�
���� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H sarcini �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q�� �F�D�G�U�X�O�� ���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L,  la  toate compartimentele unitatii. 

 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�H���P�D�Q�D�J�H�P�H�Q�W���F�X���Folaborarea tuturor 

comisiilor din cadrul �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�Utimentelor: 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

3. Comi�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

Ghidul Comisiei pentru E�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

�6�5�� �,�6�2�� �,�:�$�� ���� �6�L�V�W�H�P�H�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �D�O�� �F�D�O�L�W���
�L�L���� �/�L�Q�L�L�� �G�L�U�H�F�W�R�D�U�H�� �S�H�Q�W�U�X��

�D�S�O�L�F�D�U�H�D���,�6�2�����������������������v�Q���G�R�P�H�Q�L�X�O���H�G�X�F�D�
�L�H�L 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. Conduc���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

compartimente din cadrul un�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D��uneia sau mai multor componente 

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�x �5�H�D�O�L�]�D�U�H�D���V�H�P�H�V�W�U�L�D�O�������L���D�Q�X�D�O�����D���U�D�S�R�U�W�X�O�X�L���G�H���D�F�W�L�Y�L�W�D�W�H la nivel de comisii metodice, 

�F�R�P�L�V�L�L���S�H���S�U�R�E�O�H�P�H�����L���O�D���Q�L�Y�H�O���G�H�����F�R�D�O���� 

 

�x �3�U�H�]�H�Q�W�D�U�H�D�� �V�L�� �G�H�]�E�D�W�H�U�H�D�� �U�D�S�R�D�U�W�H�O�R�U�� �G�H�� �D�F�W�L�Y�L�W�D�W�H�� �v�Q�� �F�D�G�U�X�O�� ���H�G�L�Q�
�H�O�R�U�� �G�H�� �F�D�W�H�G�U������ �D��

���H�G�L�Q�
�H�O�R�U���F�X���P�H�P�E�U�L�L���F�R�P�L�V�L�L�O�R�U���S�H���S�U�R�E�O�H�P�H�����L���D���F�R�Q�V�L�O�L�X�O�X�L���S�U�R�I�H�V�R�U�D�O�� 

 

�x Monitorizarea rezul�W�D�W�H�O�R�U���O�D���v�Q�Y���
���W�X�U�D���S�H���S�D�U�F�X�U�V�X�O���V�H�P�H�V�W�U�H�O�R�U�����v�Q���Y�H�G�H�U�H�D���H�O�L�P�L�Q���U�L�L��

�H���H�F�X�O�X�L�����F�R�O�D�U�� 

 

�x �0�R�Q�L�W�R�U�L�]�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���O�D���v�Q�Y���
���W�X�U�����S�H���D�Q�L���G�H���V�W�X�G�L�X�����S�U�L�Q���U�H�D�O�L�]�D�U�H�D���X�Q�R�U���D�Q�D�O�L�]�H���S�H��

�G�L�V�F�L�S�O�L�Q�H���O�D���V�I�k�U���L�W���G�H���V�H�P�H�V�W�U�X�����D�Q�����F�R�O�D�U�� 

 

�x Identificarea punctelor slabe prin raportarea la competentele care nu au fost atinse; 

 

�x Realizarea unor programe compensatorii pentru eliminarea punctelor slabe.  

 

8.2. Etape: 

 

Pasul  1.  

�(�O�D�E�R�U�D�U�H�D�����X�Q�H�L�����G�L�D�J�Q�R�]�H�����S�U�L�Y�L�Q�G�����U�H�D�O�L�]�D�U�H�D�����R�E�L�H�F�W�L�Y�H�O�R�U�����G�H�����U�H�]�X�O�W�D�W�����ú�L�����G�H���S�U�R�J�U�H�V����

la disciplinele de examen final.  
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Copiii capabili de inalta performanta sunt cei identificati de persoane calificate,  ca  

avand  realizari  si/sau  abilitati  potentiale  in  urmatoarele  domenii:  capacitate intelectuala 

generala, gandire creativa sau productiva, aptitudini de leader, abilitati psihomotrice. 

Exista diferite strategii de identificare si diagnosticare a copiilor capabili de 

performanta. 

Un instrument des utilizat este testul predictiv ,initial sau de evaluare care pune in 

evidenta caracteristicile diferentiale ale elevilor. 

�'�L�U�L�J�L�Q� �L�L�� �� �L�Q�I�R�U�P�H�D�]���� �� �H�O�H�Y�L�L�� �� ���ú�L�� �� �S���U�L�Q�W�L�L�� �� �D�F�H�V�W�R�U�D���� �� �F�X�� �� �S�U�L�Y�L�U�H�� �� �O�D�� �� �U�H�J�O�H�P�H�Q�W���U�L�O�H��

�U�H�I�H�U�L�W�R�D�U�H�� �O�D�� �H�[�D�P�H�Q�H���W�H�V�W���U�L�� �Q�D� �L�R�Q�D�O�H�� �ú�L�� �F�X�� �S�U�L�Y�L�U�H�� �O�D�� �D�O�W�H�� �G�R�F�X�P�H�Q�W�H�� �F�D�U�H�� �U�H�J�O�H�P�H�Q�W�H�D�]����

�D�F�W�L�Y�L�W�D�W�H�D���H�O�H�Y�L�O�R�U���S�H���S�D�U�F�X�U�V�X�O���D�Q�X�O�X�L���ú�F�R�O�D�U�� 

 

Pasul 2.  

Realizarea une�L���V�W�D�W�L�V�W�L�F�L���S�U�L�Y�L�Q�G���U�H�]�X�O�W�D�W�H�O�H���V�H�P�H�V�W�U�L�D�O�H���ú�L���D�Q�X�D�O�H���O�D���v�Q�Y��� ���W�X�U�����ú�L���D�Q�D�O�L�]�D��

lor din perspectiva prognozei. 

�'�L�U�L�J�L�Q� �L�L�� �L�Q�I�R�U�P�H�D�]���� �H�O�H�Y�L�L�� ���ú�L�� �S���U�L�Q� �L�L�� �D�F�H�V�W�R�U�D���� �G�H�V�S�U�H�� �V�L�W�X�D� �L�D�� �ú�F�R�O�D�U������ �G�H�V�S�U�H��

�F�R�P�S�R�U�W�D�P�H�Q�W�X�O���H�O�H�Y�L�O�R�U�����G�H�V�S�U�H���I�U�H�F�Y�H�Q� �D���D�F�H�V�W�R�U�D���O�D���R�U�H�� 

In�I�R�U�P�D�U�H�D�� �V�H�� �U�H�D�O�L�]�H�D�]���� �v�Q�� �F�D�G�U�X�O�� �R�U�H�O�R�U�� �G�H�� �G�L�U�L�J�H�Q�L�H���� �v�Q�W�k�O�Q�L�U�L�O�R�U�� �F�X�� �S���U�L�Q� �L�L���� �v�Q�� �R�U�D��

�G�H�V�W�L�Q�D�W�����D�F�H�V�W�X�L���V�F�R�S�����O�D���V�I�k�U�ú�L�W�X�O���I�L�H�F���U�X�L���V�H�P�H�V�W�U�X���ú�L���D�Q���ú�F�R�O�D�U�����S�U�H�F�X�P���ú�L���R�U�L���G�H���F�k�W�H���R�U�L���H�V�W�H��

nevoie, prin e- mail. 

 

Pasul 3. 

 �5�H�D�O�L�]�D�U�H�D���X�Q�R�U���V�L�P�X�O���U�L���O�D���Q�L�Y�H�O�X�O���ú�F�R�O�L�L���O�D���G�L�V�F�L�S�O�L�Q�H�O�H���G�H���H�[�D�P�H�Q�� 

 

Pasul 4. 

Actualizarea portofoliilor elevilor. 

Rezultatele vor fi inscrise intr-un tabel in care se va specifica numele si   prenumele 

elevului, activitatea la care a obtinut  rezultate, performanta si  anul scolar. 
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Pasul 5. 

�(�O�D�E�R�U�D�U�H�D���X�Q�H�L���S�U�R�J�Q�R�]�H���S�U�L�Y�L�Q�G���W�U�D�L�H�F�W�X�O���ú�F�R�O�D�U���D�O���H�O�H�Y�L�O�R�U�� 

 

Pasul 6. 

�0�H�G�L�D�W�L�]�D�U�H�D���S�H�U�I�R�U�P�D�Q� �H�O�R�U���ú�F�R�O�D�U�H���O�D���Q�L�Y�H�O�X�O���ú�F�R�O�L�L���ú�L���v�Q���F�R�P�X�Q�L�W�D�W�H. 

Distinctiile, premiile, diplomele medaliile, cupele, ordinele   obtinute vor fi afisate intr-

o vitrina special  amenajata, iar elevii vor fi evidentiati intr-un cadru festiv si vor primi din 

partea scolii diplome de onoare. 

 

8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a Liceului Tehnologic �´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 

 

8.5. Inregistrari  

 

�7�R�D�W�H���� �U�D�S�R�D�U�W�H�O�H���� �ú�L�� �� �G�R�Y�H�]�L�O�H�� �� �S�H���� �E�D�]�D���� �F���U�R�U�D�� �� �V�H�� �� �I�D�F�H�� �� �D�X�W�R�H�Y�D�O�X�D�U�H�D�� �� �V�H�� �� �D�I�O���� �� �v�Q����

�G�R�V�D�U�H�O�H���F�R�P�L�V�L�L�O�R�U���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U���ú�L���v�Q���G�R�F�X�P�H�Q�W�H�O�H���H�F�K�L�S�H�L���P�D�Q�D�J�H�U�L�D�O�H�� 

�$�Q�D�O�L�]�D���ú�L���U�H�Y�L�]�X�L�U�H�D���S�U�R�F�H�G�X�U�L�L���V�H���I�D�F�H���D�Q�X�D�O�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�&���(���$���&���� �D�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�W�D�W�H�D���G�H���H�O�D�E�R�U�D�U�H���� �P�R�Q�L�W�R�U�L�]�D�U�H�D���D�S�O�L�F���U�L�L���ú�L���U�H�Y�L�]�X�L�U�H�D �S�H�U�L�R�G�L�F���� �� �D��

procedurii. 

 

�&�$���D�S�U�R�E�����S�U�R�F�H�G�X�U�D���S�U�R�S�X�V�����G�H���&�(�$�&�� 

 

�0�H�P�E�U�L�L�� �&���(���$���&���� �U���V�S�X�Q�G�� �G�H�� �F�R�P�X�Q�L�F�D�U�H�D�� �S�U�H�Y�H�G�H�U�L�O�R�U�� �S�U�H�]�H�Q�W�H�L�� �S�U�R�F�H�G�X�U�L�� �F�R�Q�I�R�U�P��

�U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U���V�S�H�F�L�I�L�F�H���G�L�Q���F�D�G�U�X�O���F�R�P�L�V�L�H�L�� 

 

�'�L�U�H�F�W�R�U�X�O�� �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�(�$�&�� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �S�H�Q�W�U�X�� �L�P�S�O�H�P�H�Q�W�D�U�H�D�� �ú�L��

�P�H�Q� �L�Q�H�U�H�D���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         

3         

4         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-             09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q���L�Q�V�W�L�W�X�L�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���P�H�W�R�G�R�O�R�J�L�F�H���S�H�Q�W�U�X���� �D�W�L�Q�J�H�U�H�D�����L���v�Q�G�H�S�O�L�Q�L�U�H�D���R�E�L�H�F�W�L�Y�H�O�R�U��

�H�G�X�F�D�
�L�R�Q�D�O�H���S�U�R�S�X�V�H���v�Q���D�Q�X�O�����F�R�O�D�U���v�Q���F�X�U�V�� 

 

4.2. �'�����D�V�L�J�X�U���U�L cu p�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L a circuitului documentelor necesa�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q�� �F�D�G�U�X�O�� ���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L,  in cadrul colectivului de profesori si a colectivelor de elevi. 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea tuturor comisiilor din cadrul unitatii; 

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  C�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii metodice. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ Ordin Nr.3337 din 08.03.2002 privind a�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L���D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

a metodelor de �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�Rr compartimentelor din 

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

une�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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8. Descrierea proceduri�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�&�D�O�L�W�D�W�H�D�� �v�Q�� �H�G�X�F�D� �L�H�� �G�H�V�H�P�Q�H�D�]���� �X�Q�� �F�R�P�S�O�H�[�� �G�H�� �S�U�L�Q�F�L�S�L�L�� �ú�L�� �S�U�D�F�W�L�F�L�� �F�H�� �W�U�D�Y�H�U�V�H�D�]����

�v�Q�W�U�H�J�X�O�� �P�H�G�L�X�� �H�G�X�F�D� �L�R�Q�D�O���� �v�Q�� �W�R�W�D�O�L�W�D�W�H�D�� �F�R�P�S�R�Q�H�Q�W�H�O�R�U�� �V�D�O�H���� �R�U�L�H�Q�W�D�W�� �V�S�U�H�� �R�E� �L�Q�H�U�H�D�� �G�H 

�U�H�]�X�O�W�D�W�H�� �V�X�S�H�U�L�R�D�U�H���� �U�D�S�R�U�W�D�W�H�� �O�D�� �V�W�D�Q�G�D�U�G�H�� �ú�L spre satisf�D�F�H�U�H�D�� �Q�H�Y�R�L�O�R�U�� �ú�L�� �D�ú�W�H�S�W���U�L�O�R�U��

�E�H�Q�H�I�L�F�L�D�U�L�O�R�U���H�G�X�F�D� �L�H�L�� 

�3�H�Q�W�U�X���D���G�H�I�L�Q�L���R���ú�F�R�D�O�����G�H���F�D�O�L�W�D�W�H���W�U�H�E�X�L�H���V�����S�D�U�F�X�U�J�H�P �W�R�W�X�O�����F�O�L�P�D�W�X�O���ú�F�R�O�D�U�����P�H�G�L�X�O��

fizic, curriculum-�X�O���� �U�H�O�D� �L�L�O�H�� �G�L�Q�W�U�H�� �S�U�R�I�H�V�R�U�L���� �H�O�H�Y�L�� �ú�L�� �F�R�P�X�Q�L�W�D�W�H�� �H�W�F���� �,�Q�G�L�F�D�W�R�U�L�� �D�L�� �ú�F�R�O�L�L�� �Ge 

�F�D�O�L�W�D�W�H���D�S�D�U���v�Q���I�L�H�F�D�U�H���O�H�F� �L�H�����P�D�W�H�U�L�D�O���D�X�[�L�O�L�D�U�����D�F�W�L�Y�L�W�D�W�H���P�H�W�R�G�L�F�������v�Q�W�k�O�Q�L�U�H���F�X���S���U�L�Q� �L�L�����D�V�S�H�F�W 

�D�O�� �X�Q�H�L�� �U�H�F�U�H�D� �L�L���� �G�L�V�F�X� �L�H�� �v�Q�� �F�D�Q�F�H�O�D�U�L�H�� �v�Q�W�U�H�� �F�D�G�U�H�O�H�� �G�L�G�D�F�W�L�F�H���� �v�Q�W�k�O�Q�L�U�H�� �v�Q�W�U�H�� �G�L�U�H�F�W�R�U�� �ú�L��

�D�X�W�R�U�L�W��� �L�O�H���O�R�F�D�O�H�����S�R�W���I�L���R�E�V�H�U�Y�D� �L���v�Q���S�U�R�F�H�V�X�O���G�H���R�U�J�D�Q�L�]�D�U�H���D���X�Q�X�L���F�R�Q�V�L�O�L�X���S�U�R�I�H�V�R�U�D�O���V�D�X���v�Q 

�R�U�L�F�H���G�L�V�F�X� �L�H���L�Q�I�R�U�P�D�O�����v�Q�W�U�H���S�U�R�I�H�V�R�U�L���ú�L���H�O�H�Y�L���S�H���K�R�O�X�U�L�O�H���ú�F�R�O�L�L�� 

�Ì�Q���I�H�O�X�O���D�F�H�V�W�D�����R���´�ú�F�R�D�O�����G�H���F�D�O�L�W�D�W�H�´���Y�L�]�H�D�]�����X�Q���D�Q�V�D�P�E�O�X���G�H���I�D�F�W�R�U�L�����Q�X���G�R�D�U���R���O�H�F� �L�H����

�X�Q���S�U�R�J�U�D�P�����R���F�O�D�V�����V�D�X���X�Q���S�U�R�I�H�V�R�U�� 

Calitatea procesu�O�X�L���G�L�G�D�F�W�L�F���H�V�W�H���G�R�D�U���R���Y�H�U�L�J�����S�U�L�Q���F�D�U�H���D�V�L�J�X�U���P���F�D�O�L�W�D�W�H�D �H�G�X�F�D� �L�H�L����

�0�R�G�X�O���v�Q���F�D�U�H���D�F�H�D�V�W�D���V�H���L�Q�W�H�J�U�H�D�]�����v�Q���R�I�H�U�W�D���H�G�X�F�D� �L�R�Q�D�O�����D���ú�F�R�O�L�L���U�H�S�U�H�]�L�Q�W����cheia succesului. 

�3�D�U�F�X�U�J�k�Q�G���F�H�U�F�X�O���F�D�O�L�W��� �L�L�����Y�����L�Q�Y�L�W���P���V�����U�H�I�O�H�F�W�D� �L���D�S�R�L���O�D���P���V�X�U�L�O�H���G�H���v�P�E�X�Q���W��� �L�U�H 

 �F�D�U�H���F�R�Q�G�X�F���O�D���G�H�]�Y�R�O�W�D�U�H���L�Q�G�L�Y�L�G�X�D�O�����ú�L���R�U�J�D�Q�L�]�D� �L�R�Q�D�O�������I�D�F�L�O�L�W�k�Q�G���O�H�J���W�X�U�D���v�Q�W�U�H���F�H�H�D���F�H���v�Q 

 �P�R�G���F�R�Q�F�U�H�W���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���I�D�F���ú�L���V�W�D�Q�G�D�U�G�H�����L�Q�G�L�F�D�W�R�U�L�����G�R�F�X�P�H�Q�W�H���F�D�U�H���U�H�S�U�H�]�L�Q�W�����U�H�S�H�U�H 

�G�H���D�Q�D�O�L�]�����ú�L���H�Y�D�O�X�D�U�H���ú�L���Q�X���V�F�R�S���v�Q���V�L�Q�H�� 

 

8.2. Etape: 

 

�x Evaluarea �F�D�O�L�W���
�L�L���D�F�W�X�O�X�L���H�G�X�F�D�W�L�Y���V�H���I�D�F�H���S�H�U�P�D�Q�H�Q�W���G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�L�����v�Q��

�F�R�O�D�E�R�U�D�U�H���F�X���F�D�G�U�H�O�H���G�L�G�D�F�W�L�F�H���L�P�S�O�L�F�D�W�H�����S�U�L�Q���D�V�L�V�W�H�Q�
�H�����L���L�Q�W�H�U�D�V�L�V�W�H�Q�
�H���O�D���R�U�D����

�X�U�P�D�W�H���G�H���G�L�V�F�X�
�L�L���F�R�Q�V�W�U�X�F�W�L�Y�H���S�H���E�D�]�D���S�X�Q�F�W�H�O�R�U���W�D�U�L�����L���V�O�D�E�H���F�R�Q�V�W�D�W�D�W�H�� 

 

�x �Ì�Q�W�R�F�P�L�U�H�D���³�S�R�U�W�R�I�R�O�L�X�O�X�L���S�U�R�I�H�V�R�U�X�O�X�L�´���F�D�U�H���F�X�S�U�L�Q�G�H���V�L�Q�W�H�W�L�F���v�Q�W�U�H�D�J�D���D�F�W�L�Y�L�W�D�W�H��

�G�L�G�D�F�W�L�F�D�����L���P�H�W�R�G�L�F�R-���W�L�L�Q�
�L�I�L�F�D���D���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�� 
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�x �5�H�D�O�L�]�D�U�H�D�� �X�Q�X�L�� �F�R�Q�W�U�R�O�� �L�Q�W�H�U�Q�� �v�Q�� �O�X�Q�D�� �P�D�L���� �S�U�R�L�H�F�W�D�W�� ���L�� �H�I�H�F�W�X�D�W�� �G�H�� �P�H�P�E�U�L�L��

�F�R�P�L�V�L�H�L���G�H���H�Y�D�O�X�D�U�H�D�����L���D�V�L�J�X�U�D�U�H�D���F�D�O�L�W���
�L�L�� 

 

�x Prezentarea sin�W�H�]�H�L���F�R�Q�F�O�X�]�L�L�O�R�U���F�R�Q�W�U�R�O�X�O�X�L�����L�Q�W�H�U�Q���W�X�W�X�U�R�U���F�D�G�U�H�O�R�U���G�L�G�D�F�W�L�F�H�����L��

�V�W�D�E�L�O�L�U�H�D���X�Q�X�L���S�O�D�Q���G�H���v�P�E�X�Q���W���
�L�U�H�� 

 

�x �5�H�D�O�L�]�D�U�H�D�� �X�Q�X�L�� �F�R�Q�W�U�R�O�� �H�[�W�H�U�Q�� �L�Q�� �S�H�U�L�R�D�G�D�� �V�W�D�E�L�O�L�W���� �G�H�� �F���W�U�H�� �L�Q�V�S�H�F�W�R�U�L�L�� �G�H��

specialitate. 

 

8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U��fi validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Colectivul managerial;  

�x Comisia de calitate; 

�x Sefii de catedra; 

�x Inspectorii de specialitate. 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1         

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. List�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
�U�H�V�S�R�Q�V�D�E�L�O�L�L���R�S�H�U�D� �L�X�Q�H�D 

N�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-      09.01.2017 

 
1.2 Revizia 1 

 
                   - 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �$�F�H�D�V�W�����S�U�R�F�H�G�X�U�����G�H�I�L�Q�H���W�H���R�S�W�L�P�L�]�D�U�H�D���V�L���D�G�D�S�W�D�U�H�D���D�F�W�L�Y�L�W���
�L�L���O�D���Q�R�L�O�H���F�H�U�L�Q�
�H���G�L�Q��

�P�H�G�L�X�O�����F�R�O�D�U�����S�U�H�F�X�P�����L���U�H�V�S�R�Q�V�D�E�L�O�L�W���
�L�O�H���S�H���F�D�U�H���O�H���L�P�S�O�L�F�����D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H. 

 

4.2. �'�����D�V�L�J�X�U���U�L cu �S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L���� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L a circuitului documentelor nec�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

 

- �$�F�H�D�V�W���� �S�U�R�F�H�G�X�U���� �V�H�� �D�G�U�H�V�H�D�]���� �W�X�W�X�U�R�U�� �S�H�U�V�R�D�Q�H�O�R�U�� �F�D�U�H�� �G�H�V�I�����R�D�U���� �D�F�W�L�Y�L�W���
�L��

�G�L�G�D�F�W�L�F�H�����L���Q�H�G�L�G�D�F�W�L�F�H. 

���������� �� �'�H�O�L�P�L�W�D�U�H�D�� �� �H�[�S�O�L�F�L�W���� �� �D�� �� �D�F�W�L�Y�L�W��� �L�L�� �� �S�U�R�F�H�G�X�U�D�W�H�� �� �v�Q�� �� �F�D�G�U�X�O����

�S�R�U�W�R�I�R�O�L�X�O�X�L�����G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

 

- �2�S�H�U�D� �L�X�Q�H�D���V�H���G�H�V�I���ú�R�D�U�����v�Q���F�D�G�U�X�O���D�F�W�L�Y�L�W��� �L���G�L�G�D�F�W�L�F�H���G�L�Q��cadrul Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H �D���&�D�O�L�W���
�L�L�� 

4. Comisia metodica, Consiliul De Administratie; 

5. Secretariat; 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

 �*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte  documente,  inclusiv  reglementari  interne  ale  unitatii  

 a. RI 

 �E�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

Nr. 

Crt.  
Termenul 

De�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

ve�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. Edi� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���Pultor componente 

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

8.1. Generalitati 

 

1. Analiza punctelor tari si a punctelor slabe privind aplicarea Regulamentului de Ordine 

�,�Q�W�H�U�L�R�D�U�D���G�L�Q���D�Q�X�O�����F�R�O�D�U���D�Q�W�H�U�L�R�U���� 

�������3�U�H�]�H�Q�W�D�U�H�D���U�H�]�X�O�W�D�W�H�O�R�U���L�Q���5�D�S�R�U�W�X�O���D�Q�X�D�O���G�H���D�Q�D�O�L�]�����D���D�F�W�L�Y�L�W���
�L�L���� 

3. Elaborarea Planului managerial anual si stabilirea masurilor de optimizare a 

activitatii.  

4. Elaborarea proiectului pri�Y�L�Q�G�� �5�H�J�X�O�D�P�H�Q�W�X�O�� �G�H�� �R�U�G�L�Q�H�� �L�Q�W�H�U�L�R�D�U���� �D�Y�D�Q�G�� �L�Q�� �Y�H�G�H�U�H��

�L�Q�O���W�X�U�D�U�H�D���S�X�Q�F�W�H�O�R�U���V�O�D�E�H���F�R�Q�V�W�D�W�D�W�H���L�Q���D�Q�X�O�����F�R�O�D�U���D�Q�W�H�U�L�R�U���� 

�������3�U�H�]�H�Q�W�D�U�H�D�����G�H�]�E�D�W�H�U�H�D�����L���D�S�U�R�E�D�U�H�D���S�U�R�L�H�F�W�X�O�X�L��- �5�H�J�X�O�D�P�H�Q�W�X�O���G�H���R�U�G�L�Q�H���L�Q�W�H�U�L�R�D�U����

�v�Q���&���3�����L���&���$���� 

������ �3�U�H�]�H�Q�W�D�U�H�D�� ���L�� �D�I�L���D�U�H�D�� �5�H�J�X�O�D�P�H�Q�W�X�O�X�L�� �G�H�� �2�U�G�L�Q�H�� �,�Q�W�H�U�L�R�D�U�D�� �L�Q�� �F�O�D�V�H�� ���L�� �L�Q�� �O�R�F�X�U�L��

vizibile.  

�������0�R�Q�L�W�R�U�L�]�D�U�H�D���D�S�O�L�F���U�L�L���F�R�U�H�F�W�H���D���V�D�U�F�L�Q�L�O�R�U���V�S�H�F�L�I�L�F�D�W�H���L�Q���Q�R�X�O���5�H�J�X�O�D�P�H�Q�W���G�H���2�U�G�L�Q�H��

Interioara.  

�������&�R�Q�V�L�O�L�H�U�H���S�H�Q�W�U�X���v�Q�O���W�X�U�D�U�H�D���G�L�V�I�X�Q�F�
�L�L�O�R�U���D�S���U�X�W�H�� 

 

8.2. Revizuirea 

 

 Ritmicitatea an�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

 �0�R�G�L�I�L�F���U�L�O�H�� �X�O�W�H�U�L�R�D�U�H�� �Y�R�U�� �I�L�� �U�H�D�O�L�]�D�W�H�� �G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �&�(�$�&�� �ú�L�� �Y�R�U�� �I�L��

validate de C.A. 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

Nr. crt. Compartimentul/ 
Operatiunea 

Contabilitate Director Arhiva 

1 Sef CEAC E   
2 Sef CEAC V   
3 Director  Ap  
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Catalog cuprinzand 

rezultatele la examenul de 

c�R�U�L�J�H�Q�
�� 

       

2         
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in  cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-           09.01.2017 

 
1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �3�D�U�W�L�F�L�S�D�U�H�� �O�D�� �$�&�7�,�9�,�7�$���,�� �(�;�7�5�$�&�8�5�5�,�&�8�/�$�5�( �F�D�U�H�� �D�X�� �P�H�Q�L�U�H�D�� �V����

�v�P�E�R�J��� �H�D�V�F�����F�X�Q�R�ú�W�L�Q� �H�O�H�����V�����I�R�U�P�H�]�H���D�W�L�W�X�G�L�Q�L�����D�S�W�L�W�X�G�L�Q�L���V�����V�W�L�P�X�O�H�]�H���ú�L���V�����D�P�H�O�L�R�U�H�]�H��

�F�R�P�S�R�U�W�D�P�H�Q�W�H���V�R�F�L�D�O�H�����6�F�R�S�X�O���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L���H�V�W�H���G�H���D���D�Y�H�D���R���H�Y�L�G�H�Q� �����D���G�H�V�I���ú�X�U���U�L�L��

�D�F�W�L�Y�L�W��� ilor extracurriculare pentru o a stabili gradul de realizare a acestora, comparativ 

�F�X���S�O�D�Q�X�O���G�H���D�F�W�L�Y�L�W��� �L���S�U�R�S�X�V���O�D���v�Q�F�H�S�X�W�X�O���X�Q�X�L���V�H�P�H�V�W�U�X���V�D�X���D�Q���ú�F�R�O�D�U�� 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. Spr�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �D�X�G�L�W�D�U�H��

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. Precizare�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�D�U�W�L�F�L�S�D�U�H�� �O�D�� �$�&�7�,�9�,�7�$���,�� �(�;�7�5�$�&�8�5�5�,�&�8�/�$�5�(�� �F�D�U�H�� �D�X�� �P�H�Q�L�U�H�D�� �V����

�v�P�E�R�J��� �H�D�V�F���� �F�X�Q�R�ú�W�L�Q� �H�O�H���� �V���� �I�R�U�P�H�]�H�� �D�W�L�W�X�G�L�Q�L���� �D�S�W�L�W�X�G�L�Q�L�� �V���� �V�W�L�P�X�O�H�]�H�� �ú�L�� �V����

amelioreze comportamente sociale.  

5.2.  Delim�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea comisiei pentru activitati extracurriculare din cadrul Liceului 

�7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Consilier educativ; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii pentru activitati extracurriculare. 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���G�H���� 

1.  Consilier educativ; 

2.  Conducere ;  

3.  �&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

4. Comisii pentru activitati extracurriculare. 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U���G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

Ghidul Comisiei pen�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii  

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�Dl, director, CEAC) 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

�Q�H�F�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�L�D�� �V�D�X�� �P�D�L�� �P�X�O�W�R�U��

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

op�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H�������V�X�S�U�L�P�D�U�H���V�D�X���D�O�W�H��

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���Gifuzate  
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. �3�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�x �6�H�O�H�F�W�D�U�H�D�� �P�H�P�E�U�L�O�R�U���� �&�R�P�L�V�L�H�L�� �� �S�H�Q�W�U�X�� �D�F�W�L�Y�L�W��� �L�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �v�Q�� �&�R�Q�V�L�O�L�X�O��

�3�U�R�I�H�V�R�U�D�O���ú�L���Q�R�P�L�Q�D�O�L�]�D�U�H�D�����S�U�L�Q���G�H�F�L�]�L�H���L�Q�W�H�U�Q�������D���X�Q�X�L���F�R�R�U�G�R�Q�D�W�R�U���D�O���D�F�H�V�W�H�L�D�� 

 

�x �(�O�D�E�R�U�D�U�H�D�� �G�H�� �F���W�U�H�� �&�R�R�U�G�R�Q�D�W�R�U�X�O�� �S�H�Q�W�U�X�� �S�U�R�L�H�F�W�H�� �ú�L�� �S�U�R�J�U�D�P�H�� �H�G�X�F�D�W�L�Y�H�� �ú�L��

�P�H�P�E�U�L�L���&�R�P�L�V�L�H�L�����S�H�Q�W�U�X���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���D���3�U�R�J�U�D�P�X�O�X�L���D�F�W�L�Y�L�W��� �L�O�R�U��

�H�[�W�U�D�ú�F�R�O�D�U�H�� 

 

�x �$�S�U�R�E�D�U�H�D���� �v�Q�� �&�R�Q�V�L�O�L�X�O�� �3�U�R�I�H�V�R�U�D�O���� �D�� �3�U�R�J�U�D�P�X�O�X�L�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �H�[�W�U�D�ú�F�R�O�D�U�H�� �ú�L��

�D�I�L�úarea la avizier. 

 

�x �Ì�Q�I�L�L�Q� �D�U�H�D�� �X�Q�X�L�� �U�H�J�L�V�W�U�X�� �F�R�P�X�Q�� �D�O�� �D�F�W�L�Y�L�W��� �L�O�R�U�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� �F�X�� �V�W�U�X�F�W�X�U�D��

�S�U�H�Y���]�X�W�����v�Q���D�Q�H�[�D���� 

 

�x �$�Q�X�Q� �D�U�H�D�� �S�H�U�V�R�Q�D�O�X�O�X�L�� �S�U�L�Y�L�Q�G�� �R�E�O�L�J�D�W�L�Y�L�W�D�W�H�D�� �U�D�S�R�U�W���U�L�L�� �I�L�H�F���U�H�L�� �D�F�W�L�Y�L�W��� �L��

�H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���G�H�V�I���ú�X�U�D�W�������F�X�S�U�L�Q�V�����v�Q���3�U�R�J�U�D�P�X�O���D�F�W�L�Y�L�W��� �L�O�R�U���H�[�W�U�D�ú�F�R�O�D�U�H�������v�Q��

termen de maxim trei zile de la efectuarea acesteia. 

 

�x �&�R�P�S�O�H�W�D�U�H�D���U�H�J�L�V�W�U�X�O�X�L���G�H���F���W�U�H���U�H�V�S�R�Q�V�D�E�L�O�X�O���F�X���D�F�W�L�Y�L�W��� �L�O�H���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H�� 

�x �0�R�Q�L�W�R�U�L�]�D�U�H�D���v�Q�V�F�U�L�H�U�L�O�R�U���v�Q���5�H�J�L�V�W�U�X���± lunar / trimestrial / semestrial �± �G�H���F���W�U�H��

director �ú�L coordonatorul CEAC. 

 

�x �(�O�D�E�R�U�D�U�H�D�� �X�Q�X�L�� �U�D�S�R�U�W�� �D�Q�X�D�O�� ���G�H�� �F���W�U�H�� �U�H�V�S�R�Q�V�D�E�L�O�X�O�� �U�H�V�S�H�F�W�L�Y���� �S�U�L�Y�L�Q�G��

�D�F�W�L�Y�L�W�D�W�H�D�� �H�[�W�U�D�F�X�U�U�L�F�X�O�D�U������ �F�H�� �W�L�S�X�U�L�� �G�H�� �D�F�W�L�Y�L�W��� �L�� �V-�D�X�� �G�H�V�I���ú�X�U�D�W���� �L�Q�L� �L�D�W�R�U�L�� �ú�L��

�S�D�U�W�L�F�L�S�D�Q� �L�����S�H�U�L�R�G�L�F�L�W�D�W�H�����G�L�V�I�X�Q�F� �L�R�Q�D�O�L�W��� �L���ú�L���S�U�R�E�O�H�P�H�����P�R�G�L�I�L�F���U�L���S�U�R�S�X�V�H���v�Q��

�G�H�V�I���ú�X�U�D�U�H�D���D�F�H�V�W�R�U�D�� 
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8.2. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.3. Revizuirea 

 

Ritmicitatea analizei procedurii est�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x Membrii C.E.A.C�����U���V�S�X�Q�G���G�H���F�R�P�X�Q�L�F�D�U�H�D���S�U�H�Y�H�G�H�U�L�O�R�U���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�� 

 

�x Consilierul educativ �D�O���ú�F�R�O�L�L���H�V�W�H �U�H�V�S�R�Q�V�D�E�L�O���G�H���H�O�D�E�R�U�D�U�H�D���S�O�D�Q�X�O�X�L���G�H���D�F�W�L�Y�L�W��� �L��

�H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H���ú�L���G�H���F�R�Q�V�H�P�Q�D�U�H�D���P�R�G�L�I�L�F���U�L�O�R�U���D�S���U�X�W�H; 

 

�x �&�R�P�L�V�L�D���S�H�Q�W�U�X���D�F�W�L�Y�L�W��� �L���H�[�W�U�D�F�X�U�U�L�F�X�O�D�U�H �H�V�W�H���U�H�V�S�R�Q�V�D�E�L�O�����G�H���L�P�S�O�H�P�H�Q�W�D�U�H�D����

�P�H�Q� �L�Q�H�U�H�D���ú�L�����Y�H�U�L�I�L�F�D�U�H�D���U�H�V�S�H�F�W���U�L�L���D�F�H�V�W�H�L���S�U�R�F�H�G�X�U�L�� 

 

�x Directorul �X�Q�L�W��� �L�L�� �ú�F�R�O�D�U�H�� �ú�L�� �S�U�H�ú�H�G�L�Q�W�H�O�H�� �&���(���$���&���� �V�X�Q�W�� �U�H�V�S�R�Q�V�D�E�L�O�L�� �G�H��

�P�R�Q�L�W�R�U�L�]�D�U�H�D���L�P�S�O�H�P�H�Q�W���U�L�L���S�U�H�]�H�Q�W�H�L���S�U�R�F�H�G�X�U�L�� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Registru comun al 

activitatilor extracurriculare 

       

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LICEUL TEHNOLOG IC 
�´�$�/�(�;�$�1�'�5�8��

�0�$�&�(�'�2�1�6�.�,�´��
�0�(�/�,�1�(���7�, 

  

�3�5�2�&�(�'�8�5�$���2�3�(�5�$���,�2�1�$�/���� 
MONITORIZAREA ACTIVITATII 

EXTRACURRICULARE  

Editia: 1  
Nr. de ex.:  

Revizia: - 
Nr. de ex. :  

C.E.A.C. 
63 

Cod: P.O. 63 
Pagina     din  15 
Exemplar nr.:  

 

 71 

Anexa 1 

 

Nr. 
crt 

Tema 
�D�F�W�L�Y�L�W��� �L�L��
�G�H�V�I���ú�X�U�D�W�H 

Grupul 
� �L�Q�W�� 

Loc de 
�G�H�V�I���ú�X�U�D�U�H 

�0�R�G�D�O�L�W��� �L��
de 
realizare 

Data Cadrele didactice 
responsabile de realizarea 
�D�F�W�L�Y�L�W��� �L�L 
�1�X�P�H�� �ú�L��
prenume 

�6�H�P�Q���W�X�U�D 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�Dle 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. Lis�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. �'�R�P�H�Q�L�X�O���G�H���D�S�O�L�F�D�U�H���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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1. Lista responsabililor cu elaborarea, verificarea si aprobarea editiei 

sau, dupa caz, a reviziei in cadrul editiei procedurii operationale 
 

 Elemente privind 
responsabilii/ 
�R�S�H�U�D� �L�X�Q�H�D 

�1�X�P�H�O�H���ú�L���S�U�H�Q�X�P�H�O�H �)�X�Q�F� �L�D Data �6�H�P�Q���W�X�U�D 

1 2 3 4 5 
1.1 Elaborat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 

 
Responsabil 

CEAC 
09.01.2017 
 

 

1.2 Verificat �'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 

Responsabil 
CEAC 

09.01.2017 
 

 

1.3 Aprobat Prof. Ionescu Valeria-Rozica 
 

Director  
 

09.01.2017 
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2. Situatia editiilor si a reviziilor in cadrul editiilor procedurii 

operationale 
 

 
Editia/ revizia in 
cadrul editiei 
 

Componenta revizuita 
 

Modalitatea reviziei 
 

Data de la care se 
aplica prevederile 
editiei sau reviziei 
editiei 

1 2 3 4 
1.1. Editia 1 

 
-           09.01.2017 

1.2 Revizia 1 
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3. Lista persoanelor la care se difuzeaza editia sau, dupa caz, revizia din 

cadrul editiei procedurii operationale 

 
Nr. 
Crt  

 
Scopul 

difuzarii  
 

Exem
plar 
nr. 

Compar-
timent 

 
Functia Nume si prenume 

Data 
primirii  

Semnatu
ra 

1 2 3 4 5 6 7 
3.1 Informare/ 

Aplicare 
1 CEAC Responsabil 

CEAC 
�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 09.01.2017 

 
 

 

3.2 Informare/ 
Aplicare 

1 CEAC Secretar 
CEAC 

Vasile Ecaterina 09.01.2017 
 
 

 

3.3 Informare 1 Director Director Prof. Ionescu Valeria-Rozica 
 
 

09.01.2017 
 

 

3.4 Aprobare 2 Director Director Prof. Ionescu Valeria-Rozica  
 
 

 09.01.2017  

3.5 Verificare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  

3.6 Arhivare 1 CEAC Responsabil 
CEAC 

�'�X�P�L�W�U�D���F�X���$�O�L�Q�D 
 
 

09.01.2017  
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4. Scopul procedurii operationale 

 

4.1. �6�W�D�E�L�O�H�ú�W�H���P�R�G�X�O �G�H���U�H�D�O�L�]�D�U�H���D���D�F�W�L�Y�L�W��� �L�L�����F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���ú�L���S�H�U�V�R�D�Q�H�O�H���L�P�S�O�L�F�D�W�H��

�L�Q���L�Q�V�W�L�W�X�L�U�H�D���X�Q�H�L���S�U�R�F�H�G�X�U�L���P�H�W�R�G�R�O�R�J�L�F�H���S�H�Q�W�U�X�����D�V�L�J�X�U�D�U�H�D���S�U�H�J���W�L�U�L�L���X�Q�L�W�D�U�H���D���Hlevilor 

���L���D���v�Q�W�U�H�J�X�O�X�L���S�H�U�V�R�Q�D�O���S�H�Q�W�U�X���I�R�U�P�D�U�H�D���X�Q�X�L���F�R�P�S�R�U�W�D�P�H�Q�W���D�G�H�F�Y�D�W���v�Q���V�L�W�X�D�
�L�L���G�H���F�U�L�]�D 

 

4.2. �'�����D�V�L�J�X�U���U�L �F�X���S�U�L�Y�L�U�H���O�D���H�[�L�V�W�H�Q� �D���G�R�F�X�P�H�Q�W�D� �L�H�L���D�G�H�F�Y�D�W�H���G�H�U�X�O���U�L�L���D�F�W�L�Y�L�W��� �L�L�� 

 

4.3. Asigura continuitatea activitatii, inclusiv in conditii de fluctuatie a personalului, 

prin faptul ca, procedurarea activitatii permite aplicarea acesteia de catre orice alt 

salariat care il inlocuieste pe cel in functie la data elaborarii prezentei.  

 

4.4. �6�S�U�L�M�L�Q���� �D�X�G�L�W�X�O �ú�L���V�D�X�� �D�O�W�H�� �R�U�J�D�Q�L�V�P�H�� �D�E�L�O�L�W�D�W�H�� �v�Q�� �D�F� �L�X�Q�L�� �G�H�� �Duditare 

�ú�L���V�D�X���F�R�Q�W�U�R�O�����L�D�U���S�H���P�D�Q�D�J�H�U�����v�Q���O�X�D�U�H�D���G�H�F�L�]�L�H�L���� 

 

4.5. �6�W�D�E�L�O�H�ú�W�H���V�D�U�F�L�Q�L �D���F�L�U�F�X�L�W�X�O�X�L���G�R�F�X�P�H�Q�W�H�O�R�U���Q�H�F�H�V�D�U�H���D�F�H�V�W�H�L���D�F�W�L�Y�L�W��� �L���� 
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5. Domeniul  de  aplicare 

5.1. �3�U�H�F�L�]�D�U�H�D�����G�H�I�L�Q�L�U�H�D�����D�F�W�L�Y�L�W��� �L�L���O�D���F�D�U�H���V�H���U�H�I�H�U�����S�U�R�F�H�G�X�U�D���R�S�H�U�D� �L�R�Q�D�O������ 

�3�U�R�F�H�G�X�U�D�� �V�H�� �D�S�O�L�F�D�� �v�Q�� �F�D�G�U�X�O�� ���/�L�F�H�X�O�X�L�� �7�H�K�Q�R�O�R�J�L�F�� �´�$�O�H�[�D�Q�G�U�X�� �0�D�F�H�G�R�Q�V�N�L�´��

�0�H�O�L�Q�H���W�L�������O�D�����W�R�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���X�Q�L�W�D�W�L�L���S�H�Q�W�U�X���D�V�L�J�X�U�D�U�H�D���S�U�H�J���W�L�U�L�L���X�Q�L�W�D�U�H���D��

�H�O�H�Y�L�O�R�U�� ���L�� �D�� �v�Q�W�U�H�J�X�O�X�L�� �S�H�U�V�R�Q�D�O�� �S�H�Q�W�U�X�� �I�R�U�P�D�U�H�D�� �X�Q�X�L�� �F�R�P�S�R�U�W�D�P�H�Q�W�� �D�G�H�F�Y�D�W�� �v�Q��

�V�L�W�X�D�
�Li de criza. 

�������������'�H�O�L�P�L�W�D�U�H�D�����H�[�S�O�L�F�L�W�������D�����D�F�W�L�Y�L�W��� �L�L�����S�U�R�F�H�G�X�U�D�W�H�����v�Q�����F�D�G�U�X�O�����S�R�U�W�R�I�R�O�L�X�O�X�L����

�G�H�����D�F�W�L�Y�L�W��� �L���G�H�V�I���ú�X�U�D�W�H���G�H���H�Q�W�L�W�D�W�H�D���S�X�E�O�L�F������ 

- �2�S�H�U�D� �L�X�Q�H�D�� �V�H�� �G�H�V�I���ú�R�D�U���� �v�Q�� �F�D�G�U�X�O�� �D�F�W�L�Y�L�W��� �L�� �G�H�� �P�D�Q�D�J�H�P�H�Q�W�� �F�X��

colaborarea colectivelor de elevi si a salariatilor unitatii;  

 

�������������/�L�V�W�D�U�H�D�����S�U�L�Q�F�L�S�D�O�H�O�R�U���D�F�W�L�Y�L�W��� �L�����G�H���F�D�U�H���G�H�S�L�Q�G�H���ú�L���V�D�X�����F�D�U�H��

depind  de activitatea �S�U�R�F�H�G�X�U�D�W������ 

a. �$�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G�H���G�H���D�F�W�L�Y�L�W�D�W�H�D���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� 

1.  Personal didactic; 

2.  Conducere ;  

3.  Comisia de Evaluare ���L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 

 

b.  �'�H���D�F�H�D�V�W�����D�F�W�L�Y�L�W�D�W�H���G�H�S�L�Q�G���v�Q���F�D�G�U�X�O���R�S�H�U�D� �L�X�Q�L�O�R�U���H�I�H�F�W�X�D�W�H���F�R�P�S�D�U�W�L�P�H�Q�W�H�O�H���� 

1. Personal didactic ;  

2. Conducere ;  

�������&�R�P�L�V�L�D���G�H���(�Y�D�O�X�D�U�H�����L���$�V�L�J�X�U�D�U�H���D���&�D�O�L�W���
�L�L�� 
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���������'�R�F�X�P�H�Q�W�H�����G�H�����U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H 

   

�����������5�H�J�O�H�P�H�Q�W���U�L���L�Q�W�H�U�Q�D� �L�R�Q�D�O�H 

 

�����������/�H�J�L�V�O�D� �L�H���S�U�L�P�D�U�� 

�ƒ �6�W�D�Q�G�D�U�G�H�O�H�� �G�H�� �D�F�U�H�G�L�W�D�U�H�� �ú�L�� �H�Y�D�O�X�D�U�H�� �S�H�U�L�R�G�L�F���� �D�� �X�Q�L�W��� �L�O�R�U�� �G�H�� �v�Q�Y��� ���P�k�Q�W��

preuniversitar �± anexa H.G. nr. 21/10.01.2007 

�ƒ �6�W�D�Q�G�D�U�G�H���G�H���U�H�I�H�U�L�Q� �����ú�L���L�Q�G�L�F�D�W�R�U�L���G�H���S�H�U�I�R�U�P�D�Q� �����S�H�Q�W�U�X���H�Y�D�O�X�D�U�H�D���ú�L���D�V�L�J�X�U�D�U�H�D��

�F�D�O�L�W��� �L�L���v�Q���v�Q�Y��� ���P�k�Q�W�X�O���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U��- H.G. nr. 1534/25.11.2008 

�ƒ Legea nr. 87 din 13 aprilie 2006 �± privind asigurarea calitatii; 

�ƒ �2�U�G�L�Q�� �1�U������������ �G�L�Q�� ���������������������� �S�U�L�Y�L�Q�G�� �D�F�W�L�Y�L�W�D�W�H�D�� �G�H�V�I���ú�X�U�D�W���� �G�H�� �F�R�Q�V�L�O�L�H�U�X�O��

�S�H�Q�W�U�X���S�U�R�L�H�F�W�H���ú�L���S�U�R�J�U�D�P�H���H�G�X�F�D�W�L�Y�H���ú�F�R�O�D�U�H���ú�L���H�[�W�U�D�ú�F�R�O�D�U�H���v�Q���F�D�G�U�X�O���X�Q�R�U���X�Q�L�W��� �L���G�H��

�v�Q�Y��� ���P�k�Q�W���S�U�H�X�Q�L�Y�H�U�V�L�W�D�U 

 

�����������/�H�J�L�V�O�D� �L�D���V�H�F�X�Q�G�D�U�� 

�*�K�L�G�X�O�� �&�R�P�L�V�L�H�L�� �S�H�Q�W�U�X�� �(�Y�D�O�X�D�U�H�D�� �ú�L�� �$�V�L�J�X�U�D�U�H�D�� �&�D�O�L�W��� �L�L�� �v�Q�� �X�Q�L�W��� �L�O�H�� �G�H��

�v�Q�Y��� ���P�k�Q�W�� �S�U�H�X�Q�L�Y�H�U�V�L�W�D�U�� �F�R�Q�F�H�S�X�W�� �ú�L�� �G�L�V�W�U�L�E�X�L�W�� �G�H�� �$�5�$�&�,�3�� �I�L�H�F���U�H�L�� �X�Q�L�W��� �L��

�ú�F�R�O�D�U�H�� 

 

6.4. Alte documente, inclusiv reglementari interne ale unitatii de invatamant 

 a. RI 

 �F�����K�R�W���U�k�U�L���L�Q�W�H�U�Q�H�����&�$�����&�R�Q�V�L�O�L�X�O���S�U�R�I�H�V�R�U�D�O�����G�L�U�H�F�W�R�U�����&�(�$�&�� 
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������ �� �'�H�I�L�Q�L� �L�L�� �� �ú�L�� �� �S�U�H�V�F�X�U�W���U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

 �������������'�H�I�L�Q�L� �L�L���D�O�H���W�H�U�P�H�Q�L�O�R�U 

 

Nr. 

Crt.  
Termenul 

�'�H�I�L�Q�L� �L�D���V�L���V�D�X���G�D�F�D���H�V�W�H�����F�D�]�X�O�����D�F�W�X�O���F�D�U�H���G�H�I�L�Q�H�ú�W�H��

termenul 

1. Procedura  �3�U�H�]�H�Q�W�D�U�H�D���v�Q���V�F�U�L�V�����D���W�X�W�X�U�R�U���S�D�ú�L�O�R�U���F�H���W�U�H�E�X�L�H���X�U�P�D� �L����

�D�� �P�H�W�R�G�H�O�R�U�� �G�H�� �O�X�F�U�X�� �V�W�D�E�L�O�L�W�H�� �ú�L�� �D�� �U�H�J�X�O�L�O�R�U�� �G�H�� �D�S�O�L�F�D�W��

nec�H�V�D�U�H���v�Q�G�H�S�O�L�Q�L�U�L�L���D�W�U�L�E�X� �L�L�O�R�U���ú�L���V�D�U�F�L�Q�L�O�R�U������ �D�Y�k�Q�G���v�Q��

�Y�H�G�H�U�H���D�V�X�P�D�U�H�D���U�H�V�S�R�Q�V�D�E�L�O�L�W��� �L�O�R�U�� 

2. PS ( Procedura de 

sistem ) 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �W�X�W�X�U�R�U�� �F�R�P�S�D�U�W�L�P�H�Q�W�H�O�R�U�� �G�L�Q��

�F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

3. Compartiment  Compartiment/comisie 

4. �&�R�Q�G�X�F���W�R�U�X�O��

compartimentului 

�'�L�U�H�F�W�R�U���J�H�Q�H�U�D�O�������G�L�U�H�F�W�R�U�������F�R�Q�W�D�E�L�O���ú�H�I���V�H�F�U�H�W�D�U���ú�H�I�����ú�H�I��

comisie  

5. PO ( Procedura 

�2�S�H�U�D� �L�R�Q�D�O������ 

Procedura care descrie o activitate sau un proces care se 

�G�H�V�I���ú�R�D�U���� �O�D�� �Q�L�Y�H�O�X�O�� �X�Q�X�La sau mai multor 

�F�R�P�S�D�U�W�L�P�H�Q�W�H���G�L�Q���F�D�G�U�X�O���X�Q�L�W��� �L�L�� 

6. �(�G�L� �L�H���D���X�Q�H�L��

proceduri 

�R�S�H�U�D� �L�R�Q�D�O�H 

�)�R�U�P�D���L�Q�L� �L�D�O�����V�D�X���D�F�W�X�D�O�L�]�D�W�������G�X�S�����F�D�]�����D���X�Q�H�L���S�U�R�F�H�G�X�U�L��

�R�S�H�U�D� �L�R�Q�D�O�H�����D�S�U�R�E�D�W�����ú�L���G�L�I�X�]�D�W�� 

7. �5�H�Y�L�]�L�D���v�Q���F�D�G�U�X�O��

�X�Q�H�L���H�G�L� �L�L 

�$�F� �L�X�Q�L�O�H���G�H���P�R�G�L�I�L�F�D�U�H�������D�G���X�J�D�U�H��, suprimare sau alte 

�D�V�H�P�H�Q�H�D�������G�X�S�����F�D�]�����D���X�Q�H�L�D���V�D�X���P�D�L���P�X�O�W�R�U���F�R�P�S�R�Q�H�Q�W�H��

�D�O�H���X�Q�H�L���H�G�L� �L�L���D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H�������D�F� �L�X�Q�L���F�D�U�H���D�X��

�I�R�V�W���D�S�U�R�E�D�W�H���ú�L���G�L�I�X�]�D�W�H�� 
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  7.2. Abrevieri ale termenilor 

 

Nr. 

Crt.  
Abrevierea Termenul abreviat 

1. P.O. Procedura �R�S�H�U�D� �L�R�Q�D�O�D 

2. E Elaborare 

3. V Verificare  

4. A Aprobare 

5. Ap. Aplicare 

6. Ah. Arhivare  

7. F Formular  

8. C.E.A.C. Comisia de evaluare si asigurare a calitatii 
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�������'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

�����������*�H�Q�H�U�D�O�L�W��� �L 

 

�x �$�I�L���D�U�H�D���v�Q���O�R�F�X�U�L���Y�L�]�L�E�L�O�H�����L���D�F�F�H�V�L�E�L�O�H���W�X�W�X�U�R�U���H�O�H�Y�L�O�R�U�����L���D���S�H�U�V�R�D�Q�H�O�R�U���D�Q�J�D�M�D�W�H����

�D���Q�X�P�H�U�H�O�R�U���G�H���W�H�O�H�I�R�Q���O�D���F�D�U�H���V�H���Y�D���D�S�H�O�D���v�Q���F�D�]���G�H���X�U�J�H�Q�
���� 

 

�x �Ì�Q�W�R�F�P�L�U�H�D�����L���D�I�L���D�U�H�D���S�O�D�Q�X�O�X�L���G�H���H�Y�D�F�X�D�U�H�����L���D�O�D�U�P�D�U�H���v�Q���V�L�W�X�D�
�L�L���G�H���X�U�J�H�Q�
���� 

 

�x Elaborarea unor planuri de masuri care sa vizeze comportamentul elevilor, 

�S�U�R�I�H�V�R�U�L�O�R�U�� ���L�� �D�� �V�D�O�D�U�L�D�
�L�O�R�U�� �v�Q�� �F�D�]�� �G�H�� �F�U�L�]�D�� ���V�H�L�V�P�H���� �L�Q�F�H�Q�G�L�L���� �G�H�I�H�F�
�L�X�Q�L�� �D�O�H��

�L�Q�V�W�D�O�D�
�L�L�O�R�U�� �H�Q�H�U�J�H�W�L�F�H���� �S���W�U�X�Q�G�H�U�H�� �I�U�D�X�G�X�O�R�D�V���� �v�Q�� ���F�R�D�O������ �V�X�V�W�U�D�J�H�U�H�� �G�H��

documente, atac terorist). 

 

�x �Ì�Q�V�X���L�U�H�D�����L���S�H�U�I�H�F�
�L�R�Q�D�U�H�D���F�X�Q�R���W�L�Q�
�H�O�R�U���G�H���F���W�U�H���H�O�H�Y�L���G�H�V�S�U�H���I�D�F�W�R�U�L�L�����L���W�L�S�X�U�L�O�H��

�G�H���U�L�V�F���F�D�U�H���S�R�W���F�D�X�]�D���V�L�W�X�D�
�L�L���G�H���X�U�J�H�Q�
�����O�D���R�U�H�O�H���G�H���G�L�U�L�J�H�Q�
�L�H�� 

 

�x �5�H�D�O�L�]�D�U�H�D���G�H���F�R�Q�G�L�
�L�L���R�S�W�L�P�H���S�H�Q�W�U�X���D�F�R�U�G�D�U�H�D���S�U�L�P�X�O�X�L���D�M�X�W�R�U�� 

 

�x �$�Q�X�Q�
�D�U�H�D���W�H�O�H�I�R�Q�L�F�����D���I�D�P�L�O�L�L�O�R�U���H�O�H�Y�L�O�R�U���V�D�X���V�D�O�D�U�L�D�
�L�O�R�U���F�D�U�H���D�X���D�Y�X�W de suferit 

�v�Q���X�U�P�D���V�L�W�X�D�
�L�L�O�R�U���G�H���X�U�J�H�Q�
���� 

 

�x �(�I�H�F�W�X�D�U�H�D�� �D�� �F�H�O�� �S�X�
�L�Q�� ���� ���G�R�X�D���� �H�[�H�U�F�L�
�L�L�� �G�H�� �D�O�D�U�P�D�U�H�� ���L�� �H�Y�D�F�X�D�U�H�� �F�X�� �H�O�H�Y�L�L�� �v�Q��

�S�H�U�L�R�D�G�D���D�Q�X�O�X�L�����F�R�O�D�U�� 

 

�x �,�P�S�O�L�F�D�U�H�D���S�U�R�I�H�V�R�U�L�O�R�U�����S���U�L�Q�
�L�O�R�U�����L���F�R�Q�G�X�F�H�U�L�L�����F�R�O�L�L���v�Q���U�H�P�H�G�L�H�U�H�D���S�D�J�X�E�H�O�R�U����

�S�U�R�G�X�V�H�����L���U�H�O�X�D�U�H�D���D�F�W�L�Y�L�W���
�L�L�����F�R�O�D�U�H�� 
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8.2. Reguli de comportare si masuri de protectie pe tipuri de risc  

Deoarece fiecare tip de risc comporta reguli si masuri de protectie specifice, acestea se 

vor trata pentru fiecare in parte astfel:  

 

a) Cutremurele de pamant. Masuri de protectie  

 

Pentru a preveni urmarile dezastruoase ale cutremurelor, un rol important revine 

instruirii tuturor elevilor cu regulile de comportare pe timpul cutremurului si cu perioadele 

urmatoare ale acestuia.  

Intrucat miscarea seismica este un eveniment imprevizibil, aparut de regula prin 

surprindere, este necesar sa cunoastem bine modul si locurile care pot asigura protectie in toate 

imprejurarile. Acestea, cu atat mai mult cu cat timpul pe care il avem la dispozitie pentru 

realizarea unei oarecare protectii este foarte scurt.  

Regulile de comportare si masurile de protectie in caz de cutremur, trebuie sa le realizam 

inainte de producere, pe timpul producerii cutremurului si dupa ce miscarea seismica a trecut.  

Pentru protectie inainte de cutremur este necesar sa se realizeze masuri de protectie a 

unitatii de invatamant si in afara acesteia.  

In masurile de protectie a unitatii de invatamant este necesar:  

- Recunoasterea locurilor in care ne putem proteja; grinda, tocul usii, birou sau masa 

rezistenta etc.;  

- Identificarea si consolidarea unor obiecte care pot cadea sau deplasa in timpul 

seismului ;  

- Asigurarea masurilor de inlaturare a pericolelor de incendiu: protectia si evitarea 

distrugerilor la instalatiile de alimentare cu electricitate, apa si gaze;  

- Cunoasterea locurilor de intrerupere a alimentarii cu aceste surse;  

- Asigurarea starii de rezistenta a unitatii. La nevoie se consulta organele de protectie 

civila locale sau alti specialisti;  

- Asigurarea unei lanterne, a unui aparat de radio cu tranzistor si bateriile necesare;  

 

In masurile de protectie in afara unitatii este necesar:  
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- Cunoasterea locurilor celor mai apropiate unitati medicale, sediile inspectoratelor 

pentru situatiide urgenta, de politie, de cruce rosie, precum si alte adrese utile;  

- Cunoasterea bine a drumului pe care va deplasati zilnic la scoala, cumparaturi, avand 

in vedere pericolele care pot aparea: spargeri de geamuri, caderea unor obiecte de pe balcoane, 

conducte de gaze, abur, apa etc.;  

 

Masurile ce trebuie luate in timpul producerii unui cutremur puternic, sunt urmatoarele:  

- Pastrarea calmului, sa nu se intre in panica si sa linistiti pe ceilalti membrii ai clasei: 

copii, batrani, femei;  

- Prevenirea tendintelor de a parasi incaperea: putem fi surprinsi de faza puternica a 

miscarii seismice in holuri, scari etc. 

- Daca suntem in interiorul unei Sali de clasa �± ramanem acolo, departe de ferestre care 

se pot sparge, sa se stea inspre centrul camerei, langa un perete. Protejarea se face sub o grinda, 

toc de usa solid, birou, masa sau banca din clasa suficient de rezistente spre a ne feri de caderea 

unor lampi, obiecte mobile suprapuse, tencuieli ornamentele etc.;  

- Daca suntem surprinsi in afara unei cladiri ramanem departe de aceasta, ne ferim de 

tencuieli, caramizi, cosuri,parapete, cornise, geamuri care de obicei se pot prabusi pe strada;  

- Daca suntem la clasa, nu fugim la usi, nu sarim pe fereastra, nu se alearga pe scari, nu 

alergati pe strada. Deplasarea se face cu calm spre un loc deschis si sigur;  

- Daca a trecut socul puternic al seismului, se inchid imediat sursele de foc cat se poate 

de repede, iar daca a luat foc ceva se intervine imediat;  

- Daca suntem intr-un mijloc de transport in comun sau in tren, stati pe locul dvs. pana 

se termina miscarea seismica. Conducatorul trebuie sa opreasca si sa deschida usile, dar nu este 

indicat sa va imbulziti la coborare sau sa spargeti ferestrele.  

 

Dupa producerea unui cutremur puternic este necesar sa luam urmatoarele masuri:  

- Nu plecati imediat din unitate. Acordati mai intai primul ajutor celor afectati de seism. 

Calmati persoanele speriate si copii;  

 

- Ajutati-i pe cei raniti sau prinsi sub mobilier, obiecte sau elemente usoare de 

constructii cazute, sa se degajeze;  
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Atentie! Nu miscati ranitii grav (daca nu sunt in pericol imediat de a fi raniti suplimentar 

din alte cauze), pana la acordarea unui ajutor sanitar �± medical calificat. Ajutatii pe loc. Curatati 

traseele de circulatie de cioburi sau substante toxice, chimicale varsate, alimente etc.  

- Ingrijit i-va de siguranta copiilor, linistiti-i asigurandu-le imbracaminte si incaltaminte 

corespunzatoare sezonului in care ne aflam;  

- Ascultati numai anunturile posturilor de radio-televiziune si recomandarile acestora;  

- Verificati preliminar starea instalatiilor de electricitate, gaz, apa, canal din locuinta;  

- Paraseste calm locuinta dupa seism, fara a lua cu dvs. lucruri inutile. Verificati mai 

intai scara si drumul spre iesire;  

- Daca la iesire intalniti usi blocate, actionati fara panica pentru deblocare. Daca nu 

reusiti, procedati cu calm la spargerea geamurilor si curatati bine si zona de cioburi, utilizand 

un scaun, o vaza metalica (lemn) etc. Deplasati-va intr-un loc deschis si sigur (parc, stadion 

etc.);  

- Fiti pregatiti psihic si fizic pentru eventualitatea unor socuri (replici) ulterioare primei 

miscari seismice, care de regula este mai redus decat cel initial. Nu dati crezare zvonurilor 

privind eventualele replici seismice si urmarile lor, utilizand numai informatiile si 

recomandarile transmise ofocoal, receptionate direct de dvs. si nu din auzite;  

- Nu ascultati sfaturile unor asa-zisi specialisti necunoscuti de dvs. care in asemenea 

situatii apar ad-hoc.  

 

b) Inundatii. Masuri de protectie.  

 

Impotriva inundatiilor, indiferent de cauza lor, este posibil sa se asigure masuri de 

prevenire si protectie astfel incat sa se diminueze sau sa se elimine actiunea lor distructiva.  

Prevenirea aparitiei inundatiilor sau diminuarea-eliminarea actiunilor distructive se pot 

asigura prin:  

- Realizarea unor lucrari destinate sa retina si sa intarzie scurgerea apelor de pe versanti, 

din afluentii mai mici ai bazinelor sau de torente care s-ar forma ca urmare a unor ploi abundente 

sau prin topirea zapezilor etc. Aceste lucrari pot fi actiuni de impadurire sau reimpadurire a 

versantilor, crearea unor tipuri de invelisuri care sa favorizeze infiltratia si sa reduca scurgerea 

apelor de pe versanti, construirea unor baraje de retinere pe fundul vailor;  
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- Modificarea cursului inferior al raurilor prin construirea unor diguri si canale, precum 

si prin realizarea unor bazine temporare pe unele portiuni de lunca pentru a retine apa revarsata;  

- Zonele luncilor inundabile in vederea stabilirii zonelor de interdictie in care se 

interzice orice constructie in zona canalului de inundatie, a zonelor de restrictie in care sunt 

admise unele constructii si a zonelor de avertizare situate in afara nivelului inundatiei de 

proiectare;  

- Aplicarea unor masuri de proiectare care permit cladirilor si altor constructii civile ori 

industriale sa reziste la cresterea nivelului apelor si la viteza de deplasare a acestora.  

 

In vederea realizarii protectiei populatiei, animalelor si a bunurilor materiale, aceste 

masuri de prevenire se completeaza prin:  

- Organizarea, incadrarea si dotarea serviciilor de urgenta, din aceste zone astfel incat 

acestea sa poata participa la asigurarea masurilor de protectie si de ducere a actiunilor de 

salvare;  

- Stabilirea locurilor si conditiilor in care urmeaza a se desfasura actiunile de evacuare 

temporara din zonele inundabile;  

- Asigurarea instiintarii si alarmarii despre pericolul inundatiilor;  

- Organizarea si desfasurarea actiunilor de salvare;  

- Asigurarea asistentei medicale si aplicarea masurilor de evitare a aparitiei unor 

epidemii;  

- Asigurarea conditiilor necesare pentru sinistrati cu privire la cazare, apa, hrana, 

asistenta medicala, transport etc.  

 

-Protejarea bunurilor existente in unitate prin urcarea acestora in poduri sau prin 

evacuarea acestora daca timpul permite;  

c) Inzapezirile. Masurile de protectie.  

 

Inzapezirile, de regula au caracter aparte privind masurile de protectie, in sensul ca acest 

gen de calamitati cu rare exceptii, se formeaza intr-un timp mai indelungat si exista posibilitatea 

de a lua unele masuri, astfel incat mare parte din efectele acestora sa fie reduse. In aceste 

imprejurari se recomanda tuturor cetatenilor aflati in zona sa se informeze permanent asupra 
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conditiilor meteorologice si sa ramana in locinte, asigurandu-se necesarul de hrana, apa, 

combustibil pentru incalzit, iluminat, lopata etc.  

Daca sunteti surprinsi in afara unitatii, in mijloacele de transport etc. trebuie sa va 

pastrati calmul si sa luati masuri contra frigului, cei aflati in mijloacele de transport sa nu-si 

paraseasca locul pentru ca este pericol de ratacire. Dati alarma cu claxoanele, aprindeti focuri 

si asteptati ajutoare.  

Pentru conducerea interventiei in caz de inzapeziri se defasoara urmatoarele actiuni: 

recuoasterea locului si estimarea urmarilor; organizarea dispozitivului de actiune si repartizarea 

formatiunilor si mijloacelor pe puncte de lucru; stabilirea cailor de acces si asigurarea 

legaturilor intre diferite formatiuni si punctele de lucru, stabilirea legaturilor cu cei surprinsi de 

inzapezire, organizarea corecta a lucrarilor de salvare si evacuare a acestora.,asigurarea 

protectiei impotriva degeraturilor,inghetului. 

 

 

8.3. Monitorizarea 

 

Monitorizarea procedurii se face de catre coordonatorul C.E.A.C. si de catre echipa 

manageriala a �/�L�F�H�X�O�X�L���7�H�K�Q�R�O�R�J�L�F���´�$�O�H�[�D�Q�G�U�X���0�D�F�H�G�R�Q�V�N�L�´���0�H�O�L�Q�H���W�L. 

 

8.4. Revizuirea 

 

�5�L�W�P�L�F�L�W�D�W�H�D���D�Q�D�O�L�]�H�L���S�U�R�F�H�G�X�U�L�L���H�V�W�H���G�H���X�Q���D�Q���ú�F�R�O�D�U���� 

�0�R�G�L�I�L�F���U�L�O�H���X�O�W�H�U�L�R�D�U�H���Y�R�U���I�L���U�H�D�O�L�]�D�W�H���G�H���F���W�U�H���'�L�U�H�F�W�R�U���ú�L���Y�R�U���I�L���Y�D�O�L�G�D�W�H���G�H���&���$�� 
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9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L 

 

�x �&�R�Q�V�L�O�L�X�O���G�H���D�G�P�L�Q�L�V�W�U�D�
�L�H���� 

�x Colectivul de profesori, 

�x Profesor�L�L���G�L�U�L�J�L�Q�
�L���� 

�x �3�U�R�I�H�V�R�U�L�L���G�H���V�H�U�Y�L�F�L�X���S�H�����F�R�D�O���� 
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10.  �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L 

  

 

Nr. 

anexa 

Denumirea 

anexei 

Elabora

tor 
Aprobat 

Nr. de 

exemplare 

Difuza

re 

Arhivare  
Alte 

loc perioada 

0 1 2 3 4 5 6 7 8 

1 Cerere tip informatie pentru 

pacient/apartinator 

       

2         
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ANEXA 1 - CERERE TIP INFORMATIE  
 

SOLICITARE INFORMATII PUBLICE  
 

C A T R E, 
..................................................... 
 
Sediul/Adresa  
................................................... 

 
Data ........................................ 

 
Domnule director, 

 
Prin prezenta formulez o cerere conform Legii nr. 544/2001 privind liberul acces 

�O�D�� �L�Q�I�R�U�P�D� �L�L�O�H�� �G�H�� �L�Q�W�H�U�H�V�� �S�X�E�O�L�F�����'�R�U�H�V�F�� �V���� �S�U�L�P�H�V�F�� �R�� �F�R�S�L�H�� �G�H�� �S�H�� �X�U�P���W�R�D�U�H�O�H��
�G�R�F�X�P�H�Q�W�H�� ���S�H�W�H�Q�W�X�O�� �H�V�W�H�� �U�X�J�D�W�� �V���� �H�Q�X�P�H�U�H�� �F�k�W�� �P�D�L�� �F�R�Q�F�U�H�W�� �G�R�F�X�P�H�Q�W�H�O�H�� �V�D�X��
�L�Q�I�R�U�P�D� �L�L�O�H���V�R�O�L�F�L�W�D�We): 
 .....................................................................................................................................  
 .....................................................................................................................................  
 .....................................................................................................................................  
 .....................................................................................................................................  
 .....................................................................................................................................  
 .....................................................................................................................................  
 .....................................................................................................................................  
 

�'�R�U�H�V�F�� �F�D�� �L�Q�I�R�U�P�D� �L�L�O�H�� �V�R�O�L�F�L�W�D�W�H�� �V���� �v�P�L�� �I�L�H�� �I�X�U�Q�L�]�D�W�H���� �v�Q�� �I�R�U�P�D�W�� �H�O�H�F�W�U�R�Q�L�F���� �O�D��
�X�U�P���W�R�D�U�H�D���D�G�U�H�V�����G�H���H-�P�D�L�O�����R�S� �L�R�Q�D�O�������«�«�«�«�«�«�« 
Sau la adresa: 
......................................................................................... . 

S�X�Q�W�� �G�L�V�S�X�V�� �V���� �S�O���W�H�V�F�� �W�D�[�H�O�H�� �D�I�H�U�H�Q�W�H�� �V�H�U�Y�L�F�L�L�O�R�U�� �G�H�� �F�R�S�L�H�U�H�� �D�� �G�R�F�X�P�H�Q�W�H�O�R�U��
�V�R�O�L�F�L�W�D�W�H�����G�D�F�����V�H���V�R�O�L�F�L�W�����F�R�S�L�L���v�Q���I�R�U�P�D�W���V�F�U�L�V�����F�D�W���V�L���W�D�[�H�O�H���G�H���H�[�S�H�G�L�H�U�H�� 
 

 
�9�����P�X�O� �X�P�H�V�F���S�H�Q�W�U�X���V�R�O�L�F�L�W�X�G�L�Q�H�� 
............................. 
���V�H�P�Q���W�X�U�D���S�H�W�H�Q�W�X�O�X�L�� 

 
 
�1�X�P�H�O�H���ú�L prenumele petentului . ........................................................................ 
Adresa .............................. 
Telefon ............................. 
Fax ................................. 
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11.  Cuprins 

 

Nr. componentei 

�v�Q���F�D�G�U�X�O��

procedurii  

�R�S�H�U�D� �L�R�Q�D�O�H 

Denumirea componentei din cadrul procedurii 

�R�S�H�U�D� �L�R�Q�D�O�H 
Pagina 

 Coperta   

1. �/�L�V�W�D�� �U�H�V�S�R�Q�V�D�E�L�O�L�O�R�U�� �F�X�� �H�O�D�E�R�U�D�U�H�D���� �Y�H�U�L�I�L�F�D�U�H�D�� �ú�L�� �D�S�U�R�E�D�U�H�D��

�H�G�L� �L�H�L�� �V�D�X���� �G�X�S���� �F�D�]���� �D�� �U�H�Y�L�]�L�H�L�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�H�L�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

2. �6�L�W�X�D� �L�D�� �H�G�L� �L�L�O�R�U�� �ú�L�� �D�� �U�H�Y�L�]�L�L�O�R�U�� �v�Q�� �F�D�G�U�X�O�� �H�G�L� �L�L�O�R�U�� �S�U�R�F�H�G�X�U�L�L��

�R�S�H�U�D� �L�R�Q�D�O�H 

 

3. �/�L�V�W�D�� �F�X�S�U�L�Q�]�k�Q�G�� �S�H�U�V�R�D�Q�H�O�H�� �O�D�� �F�D�U�H�� �V�H�� �G�L�I�X�]�H�D�]���� �H�G�L� �L�D�� �V�D�X����

�G�X�S�����F�D�]�����U�H�Y�L�]�L�D���G�L�Q���F�D�G�U�X�O���H�G�L� �L�H�L���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H 

 

4. �6�F�R�S�X�O���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

5. Domeniul de aplicare a pr�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

6. �'�R�F�X�P�H�Q�W�H�O�H���G�H���U�H�I�H�U�L�Q� �����D�S�O�L�F�D�E�L�O�H���D�F�W�L�Y�L�W��� �L�L���S�U�R�F�H�G�X�U�D�O�H  

7. �'�H�I�L�Q�L� �L�L�� �ú�L�� �D�E�U�H�Y�L�H�U�L�� �D�O�H�� �W�H�U�P�H�Q�L�O�R�U�� �X�W�L�O�L�]�D� �L�� �v�Q�� �S�U�R�F�H�G�X�U�D��

�R�S�H�U�D� �L�R�Q�D�O�� 

 

8. �'�H�V�F�U�L�H�U�H�D���S�U�R�F�H�G�X�U�L�L���R�S�H�U�D� �L�R�Q�D�O�H  

9. �5�H�V�S�R�Q�V�D�E�L�O�L�W��� �L���ú�L���U���V�S�X�Q�G�H�U�L���v�Q���G�H�U�X�O�D�U�H�D���D�F�W�L�Y�L�W��� �L�L  

10. �$�Q�H�[�H�����v�Q�U�H�J�L�V�W�U���U�L�����D�U�K�L�Y���U�L  

11. Cuprins  
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PROCEDURA OPERATIONALA  
 
 
 
 
 
 
 

IDENTIFICAREA SI INCLUZIUNEA ELEVILOR IN SITUATII DE 
RISC / CU CERINTE EDUCATIONALE SPECIALE  
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