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§0obsdgdsmg obogsbafglo Fo@dmaagbl brn®mds@omeo bolosmol m3mdgbEl s bsgswgdryEms Ggloltvegdas©
30335600 gz9ms  00659dOHMIobmZzolL.  F0bsgsbsfigbo  9MgyMEomadl  3m335600L  Bmbdzombomgdol 3o g
L3O NGdM0Z Logombgdl/ This rule is a normative document and is mandatory for all employees of the company. The rule
regulates certain legal issues of the company's operation.

05301 Chapter I
B0 YO0 General provisions
1. Bmys00 ©gdMEgdgdo 1. General provisions
1.1. »00600©056 39H0mM508 MMHYoboby Lgbmg®* - ol | 1.1. "Meridian Maritime Training Center" (hereinafter referred

(099009280  ,3953®0%)  Bobogobsfigbo  (898gado | to as "the Center") internal regulations (hereinafter referred to
»00653565(9L0%) 099933900 LodoMoggerml | as "internal regulations”) internal regulations are developed in
65690 306mbob ,,bogoMM3zgeml dOMmIol 3mgduo“- | accordance with the Organic Law of Georgia "Labor Code of
b,  Lodomggwml  bmaso  5dobobGmozomwo | Georgia', the General Administrative Code of Georgia, the
309JLob, Lodo@mzgarml Mm®sbMwo 306mbob ,,d6mdol | Organic Law of Georgia "On Labor Safety”. In accordance with
MLogOMbmgdol  Gglobgd®,  LodoMmggaml  306mbol | the Law of Georgia "On Professional Education”, other valid
»3OMBILOMo  AsBsmEgdOl  Tglobgd“,  dmgdgo | legislative acts, regulatory rules and the training center's
Lo396mbAgdm  osdBHgdols s  GM9boby (39bGH®OL | charter.

$9bogdol dglsdadolo. 1.2. For purposes of this statute, the term center includes the
1.2 §obodgdsty HoLogdol 30Bbgd0oLomgolL, | Naval Training and Certification Center and College Meridian.
A9Mdobo 396¢H®0 Mmoozl Lobwzgam LofigMmbge o | 1.3. The charter applies to and is mandatory for the
LgOEGH0BOE0MIOOL 395GV S 3MmEgxX FGOOOLUL. administrative staff of the center, visiting teachers of
1.3. Pobogds  3MEgEgds  @s  Logowgdems | professional education, instructors of the center, professional
F9LoLEOWEGOMS© 396@®oL 0d0bobBMogomwo | students (if necessary, their representative) and students of the
396LMbool, dmfzgmwo 3OHMBLOMEO  gbsmmgdols | center.

3oLz gdegdol, 396@®oL 0bbBHONIJBH™MOHJdoL, | 1.4. The training center protects basic human rights and
3GMmxqbore bAHWIBEHOL (LsFoOHmgdol Tgdmbggzsdo, | freedoms defined by Georgian legislation, provides
Jom §om3MmToybgeby) s 396GH®OL Adgbgwby. environmental conditions free from discrimination, harassment
1.4. GMgboby  396GH®0 033l LodoMmggerml | and oppression.

396mb3gdMmd0m 2obloBL3Mem 505d0560L doMomo | 1.5. The employee is obliged to follow the requirements of the
MREGOPLs s MO30LYBEGdGOL,  MBOHMB3gwymRL | bylaws. The issues that are not regulated by the present by-laws
©oL3M0dobsgool,  9930(Mmgdols s  Boag®ologob | are regulated by the Labor Code of Georgia.

0530L6Bo M I 30M-MDIOL. 1.6. The bylaws are an integral part of the contract with the
1.5. QLJ3qdweo 39 EIOWOS ©50(335L | administrative staff employed at the center, vocational
80653965f9L0L dmmbmgbgdo. 00 Lagzombgdl, GMmIwgdos | education teacher, professional student/trainee (including their
o MgamomEgds  (jobsdgdstg  Fobogobofiglom, | legal representative) and the instructor, unless otherwise
3fgLM0g0L LodoMmzgEml GMdol 3mogduo. stipulated in the same contract.

1.6. dobogobsfigbo §om3moy9bl 396@®do | 1.7. The purpose of the bylaws is to:

©3bogdgdme 5dobobiEMogome 39OLMbsmsb, | a) Facilitating the full implementation of the functions assigned
36O My9gLoo 239BsmEngdoL Loz gdgwmsb, | to the employee.

36Hmxzgbowe LEMEgbEmob/ ddgbgwmsb (dso dmEol | b) ensuring protection of labor discipline.

dom 3obmbog® §960mBogbgmsb) s | c) Establishing a conscientious attitude to the work of employed
0bLEHOMIEHMONH ©O©IOMo  bgwdg3ermwgdol | persons.

2396999mzge Bsfowl, mvy 59539 bgadgztrargdom bbgs | d) rational use of working time.

50 o6 5M0L oYIbOEO. e) Increasing the efficiency of the performance of official duties.
1.7. Fobogobofiglols doBsbos: f) Facilitating the performance of the tasks assigned to the
administrative staff, professional education teacher, professional
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9)  3bdg8gdMEEOLOMZ0L  O3OLMGdWMWOo  GMbBI30gdoL
LOMEYMBOWSE FobbMO309wgdsdo bgedgfgmds;

) 96Hmdob oL303w0bol s330L YYBOMblgwyYmays;
35857390 30HMs IMMIoLsdo 3gmowloboologmo
05303090 JOOL 33300MGD;

) LoBTsr POHMOL Mo30MboEMMO 45dMygbgds;

9 Lodbobm@adMog  Bmgzoegmdoms  guMegdols
998399B056md0oL BMo;

3) 50d0bolEBHMo30Mwo  39OHLMbBswol,  3GHMEgLOYO
29bs0mgdols 3sbfogwgdgeob, 36OHMBgLowE

bEAHMEY6EHOL/ Tgbgarol s 0bLEHOMIGHMMOLIMZOL
5300900 53m356900L FGLEEgdol bgadgfymds,
Lobfogem - Lofighmbawo ao6mqdmb, syMgmgg dGMmIol
MBOgOHMbM s KobLEMO 30MMBYdOL Fgdabos;

b) bodwmdom s LOLHsgm EOHMOL HJAMEOMmYPdS O
M530Mbs M0 3580mygqbgd0l MBOHMB3gEYms;

)  ©Loddgdyms,  3Mmxzglbone  bEWIbEGmS/
dbdgbgwms  MBEWGDdPOLs @O 0930LvREGdYdOL
5@ dgfigeds;

0)  dboddgdwms,  3Gmxgbonm  bEMIbGmS/

dbdgbgerms doge 900399Mm0 brmMdgdol MBEMwblgwymas.
1.8. 30bogsb5§gloo gobolisbmamagds:

5) LodMdom MM s gb3gbgdol MHM;

0) B9396033900996M0 LML 56sBPIMMBdOL FqLo;

3) bgegzsbiol s bsdogEobgdm Mbbol yoi3gdolL §Fqbo;

©) sLgddgdME oMo JogM 839049 gdol 4sdmyqbgdol
f9lo s 30MHMdYdO;

9) ©sLgdd9dE 30HMS F0z3¢0bgdOL FoBMMIGOOL Fqlo;
3) Qologddgdm 306000 dog® LodbobGHdo
2490036500 EXMdOL 93 Ymdobydol {olo;

o) 396@®oL doM00S©O MRE50900 [N
3L RYBYLYBIO0;
o) 5bogddgdwe 30600 MRWIOJO0 Qo
3L ROBYLYBIO0;
0) 9MO@Iolb o330y @ bsbdo®Ulsfobsswdgym

MBsgOHMbMIdOL DMmAs00 0bLEHOY30000;

3) ©5L5ddg0MEo 06Ol 3s5LbolidgIWMdS  (396GHGOL
353H9M05 M RoLYMIYOMB ©35380Mgd0;

@) ©3bgdgdMms  Fobogrolgdol Lobggdo s oo
299mygbgdob Fqbo;

d) ©ob03WobMMo  3sLvbolidagdaMmdol  sdmygbgdols

§9bo s MM E3gEMEM;
B) sb5ddgdms  LsALObMMOPIL  omegolBEGdOL

student/trainee and instructor, creating a learning and training
environment, as well as safe and healthy working conditions.

g) regulation of working and study time and provision of rational
use.

h) Promoting the rights and freedoms of employees, professional
students/trainees.

i) Ensuring ethical
students/trainees.

1.8. By-laws define:

a) Working time and break time.

b) Overtime payment rules.

¢) Rules for issuing salary and travel allowance.

d) the rules and conditions of using leave by employed persons.
e) Rules for issuing business trips of employed persons.

f) The procedure for reporting non-appearance at work by

norms by employees, professional

employed persons.

g) The main rights and obligations of the center.

h) rights and obligations of employed persons;

i) General instructions on labor protection and fire safety.

j) Responsibility of the employed person regarding the center's
material values.

k) Types of incentives for employees and the manner of their
use.

m) the manner and procedure of applying disciplinary
responsibility.

n) the rule of dismissal of employees.

n) Confidential information protection issues.

p) communication with mass media;

p) conflict of interest, non-competition and confidentiality;

r) intellectual property;

s) Obligations and responsibilities of persons released from the
center.

1.9. By the agreement between the parties, it is possible to define
rules different from the bylaws, no matter what worsens the
situation of the employed person and the professional
student/trainee, the legal representative. At such times, the
provisions agreed upon in the labor contract shall apply.

1.10. If the norms defined by the by-laws and the contract only
supplement and do not replace each other, all norms remain
valid and are considered as one contract, and if they change, the
norm signed with the latest date takes precedence.

1.11. In case of violation of the by-laws and other labor
regulatory rules or orders of the college, appropriate disciplinary

§aLo; action will be taken against the employed administrative staff,
®)  30bxgoabgosmmMo  0bgm®dsgool o330l | professional student/trainee.

Lo3ombgdo; 1.12. The director of the center is authorized to apply
3) 33996035300 BobIgEOILMB; disciplinary measures in case of violation of internal regulations
q)  0b@ghgbms  3mbgmoddHo s 3mb3nMgbiool | by administrative staff, professional students/trainees.
03605¢n35; 1.13. The human resources management manager of the center
) 0639w 9dGH oMo Lo3Mm®Yds; is responsible for introducing the bylaws to the person employed
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L) 395®®0sb 239053069 REGdME0 306900L
35 909gdsb0 s 35LvbolidygdEMdgdO.

1.9. dbsdgmo dmMob 23998300 3Gd0
bgadg36vegdom  Ggbodergdgeos 3oboloBrgM™UL

F0bog0bsfigloligsb goblobgeggdmeo Fabgdo, s o6 Mboo
9756990l EILJIYOMEO oMol s IOHMBILOIEO
bGHMYbEHOL/ Abdgbgrol, 356mbogho fFomdmdsygbarols
0aMToMmgmdsl.  slge  EOML  dmddggdl  IOHmIomo
bowdg36megdom gmabbdgdvemo ©gdwegdgdo.

1.10.  ov)  Bobogobsfgbood s  bgwdgidrmwgdom
296L5BOZOMo bm®mIgdo dbmerm s3LdI6 s 9O
33056 gH@MTobgml, y4zgws bmMds 0bs®BMBIBL doerols
Q5 2obobomgds, HMym®3 gmo bgudy3zmyegds, bmem
0¥ 330056, 130653 LMds 9603Fgds Mobeglio MmsGowom
23983M6OHIGOM BaMIsbs.

1.11.  Qobogobsfglolbs s (396GH®OL Lbgs dMM™Iomo
056910 gdgwo  Fgbgdols b s  dMdsbgdgdoL
dmbmgzgbol ©sMmM3930L  Fgdmbggzedo, ©sbogdgd o
5080bobGHMs3oMwo  3gOlmbowol,  IGmBglowo
LGHMY6EHOL/ALE ol 0dsro godmygbgdmwo 0dbgds
d9L505d0L0 EOLE3E06MMHO JsLvbolidygdmdol Bmds.

1.12.  ggb@®ol ©0M9JBHMM0 MB3E905dMbOE0s
5Q30bobGHMsEoMwo  3gObmbowrol,  3GMmagloo
L&Y 96EOL/ALAgbgeol dogt Bobogobsfigbols

MH3930L 99dmbgqzsd0 godmoygbmlb obodwobmmo
35LbolidagdEmdol bmdgdo.

1.13.  396@®do Q55900 3060bm3z0U,
36Hmxzgbowo bEGYHEHOLMzoL/BLgbgwolimzgol, dolo
39bmbog®o  (omBmoaberolimgols  dobsogsbsfglol
2393DMds 935ads 39bEG®OL 9sB0sBMMo  HglyOLgdOL
JdoMmnzol gbgxgML.

1.14. 505300660 MglvyedLgdol do@mzol dgbgxgmo
@©3b5ddgde  30MHgOL  53bMBL  (39BBMOL  BobspsbafgLl,
dobosl,  ©IOMEgdsL,  LEMIGJR00L  ©EM3IgbBL,
MBogOmMbMgdol  BOHMbzgwymzol  fabl,  bmenm,
Lo8wdom SOHIOOMBL S FMALIHNMMGIOL 96 IHMIom
bowdg36megdsls 396LMboro 056580 gdMdsbY
©56083605L/5943560Lsl 5fgMls bganb.

at the center, to the professional student/trainee, to his legal
representative.

1.14. The human resources management manager informs the
employees of the center's bylaws, mission, regulation, strategy
document, safety rules, and the staff signs the job description
and service or labor contract upon appointment/recruitment.

dO@Iols s aliggbgdols ®m, 339dw)mgds, dogaobgds
5 8Om0l 565B@sm™mgds

Working time and rest periods, vacation, business trip and
remuneration

2. 36H0I000 HJE530900

2.1. ©obogddgdmel  gbmdgds 396GH®0L  LGHMWIGHWOS,
3960bMbsEOl FsMHMNZoL 30035, 396GHOT0 sOLYdEo
J3930L  PqLgdo,  Tobogsbsfgbo s 03  3mBogool
0650009806030 0bLEMI305, OMIGEDBY3 Bw9domdl.

2.2. 395360 NBOHMb3gmymal IOHMAoL  xsbLow s
MLIBODOM 30MMdIOL; FOMTOL X sbLOMO o MBsGgOHMbM
3060Md7d0l BOHMB3gwYmgs 930L69d>

2. Working regulations

2.1. Employee will be informed about the structure of the
Centre, personnel management policy, rules of conduct in the
Centre, internal regulations and job descriptions of the position
he/she works for.

2.2. Centre provides healthy and safe working conditions;
the
responsibility of the administration, and the employee is obliged

Ensuring healthy and safe working conditions is
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5Q8060LEHM300L, BMEM EsLOJTJOMEIO oW IOME0S
bgwo 99mHgmb 5doboli@®mogoslt Omdol Mbsgmmbm s
X96L500 30HMOJdOL 9650MhMbgdsT0.

2.3. Lodbobwyegmdmog Ls3ombgdby sdobobEmaool
dog®h  doeadwo  5dobolEGMszomo  5JBHJoob,
00d5690900b5 s bbgs 0bxmMTs3z00l go3bmdol dobboom,
890degds 258myggbgdyem 0gbgls &9dbozméo
158995¢90900: ggdGHO™bMo BmbEs, 3335600 ONE
DRIVE-o0, @gwgambo @s bbgs bodmowmagdgdo.

to assist the administration in maintaining safe and healthy
working conditions in the Centre.
2.3. Technical means such as e-mail, company ONE DRIVE,
telephone and other means may be used to share administrative
acts, adopted by the
Administration on official matters.

orders and other information

3. 9Omdomo  MOOYIHmMIOL  3M0bE03gd0
©0olgMm0dobsgools 3bgds

3.1. 395@3®80 dOHMIomno MMMO0gOHmMdGO0 95399dbgds
3963®Ls D) 5gdgdEol 0565LfmOHMdOL,
MOH0JON353H030L(3930L,  39JN0LobEOLogMYdIOLy s
3009305¢MdOob 360b303903b. dOHmdoon s
§obsbobgedg3mmgdm MOMogMmmdYddo, ds0d Jnmob,
353956b00l Gglobgd  gobbogdol a59md3qybgdolsl o
d96mbhg30L  9BHo3By. 396GH®T0  ©oLOJIYOMEO  30MHGIOL,
36Omggborwo  dobogrgdgeol,  0bLEOMMIEHMOOU,
36mxzgbowo LBEGMIbGHIOOL s ALPgbgrgdol dodstron
03Mdsemos  BgdobdoghHo  Lsbol  ol3Mmodobsaos,
396BMsb 96 gom@GmMbowgdmmdom oMol goblbgsgzgds
9B 299mMoibgs b dobmzgol M3oGs@glimdols doboFgds
Mbobl, 3sbob gggMobl, gbol, g0bozMMo b LmEoswmMo
3900360930, gM®36qd0L, Fo®dmMmImdoL, Jnbgd®ogo 6
fmogdMogzo 9ot gmdol, d6mdomo
bgad93619egdol bEGOEGHMLOUL, LogbmzmgdgEwo YOO,
abdzo, Ldglol, [$59% S P N e O] ™®09gbGEs3ool,
89P0 mwo  JgbodErgdemdol,  xsbIGmMgEMmdoL
0gmdoMgmdol,  MmgeoyoMo,  LEBMYSMIdMHO30,
303039960 56 bbgs 49900056900 Lsd0 (8o0d FmMOb,
360 x9bo0Ewo 353806H0LsEI0) 321360 dOL, MY IBMGO
900MTsmgmdoL, 3mEwo@ozwmo 56 bbgs dgbgrmegdol
3odm 56 Ubgs Bodbom, GmIgwon doBbow olLobogl o6
ofi393b  ©obgdgdsls s IMMBLoME  Logddosbmdsdo
05650500 JgLodEgdEMdOL 56 d3YMHdoL L1oMHYMGBL 56
bgwrygmgsb.

3.2. 306030005  ©oL3M0T0bs30s,  BMmEILsg 90
dmgberol 306390 399bd@oo  dsm3z5¢0oLfobgdwmo
“mdgodg bodbol 3s8m 3060l Bodstm bmMEogwgds
35mbsdsM0  IM3gMHmds  bbgs 300006  dgsmgdom,
M0G0 00539 96 o3l IyMIoMgMdsdo sHob, ogm b

(D)

890dwgdms  ymBowoym  Mide  bgulbay®geo
9394rmdolb mdogd@o.
3.3. 060305 ©0L3M0d0bs30s, Mqbog

Bgo@® oMM ©OMEgds, 3O0GHIM0MI0 36 3ModEHogs v
dmberol 306390 399bd@oo  dsm3z5eolfobgdwmo
“m3godg 60360l 293, 306U bgs 30OHME Jgscmgdom
00obglsgMaer  aMToMgmdsdo  sygbgdl, oM@s 00
390mbgg30L0, HMEILs3 S1gm0 IOWGDS, 3O0GHIOH0)I0

3. Principles of labor relations and the concept of discrimination
3.1. Labor relations in the center are based on the principles of
equality, mutual respect, honesty and collegiality between the
center and the employee. In labor and pre-contractual relations,
including vacancies at the time of publication of the
announcement and at the selection stage. It is prohibited to
the
professional teachers, instructors, professional students and

discriminate against persons employed in center,

trainees, intentionally or negligently differentiating or
excluding or giving preference to a person on the basis of race,
skin color, language, ethnic or social affiliation, nationality,
origin, property or rank. , because of employment contract
status, place of residence, age, gender, sexual orientation,
disability, state of health, affiliation to a religious, public,
political or other association (including a professional union),
marital status, political or other opinion or on other grounds,
which has the purpose or effect of denying or interfering with
equal opportunity or treatment in employment or professional
activity.

3.2. Direct discrimination is when, due to any of the signs
provided for in the first paragraph of this article, a person is
treated unequally compared to another person who is in the
same or similar situation, was or could have been the object of
more favorable treatment.

3.3. Indirect discrimination, when a neutral provision, criterion
or practice puts a person at a disadvantage compared to another
person due to any of the signs provided for in the first paragraph
of this article, unless such provision, criterion or practice is
objectively justified by a legal purpose

and the means used to achieve this goal are necessary and
proportionate.

3.4. The employer is obliged to provide equal pay for male and
female employees in case of equal work performance.

3.5. Harassment in the workplace (including sexual harassment)
is a form of discrimination, in particular, unwanted behavior
towards a person based on any of the signs provided for in the
first paragraph of this article, which

Aims or causes to harm his dignity and create an intimidating,
hostile, humiliating, degrading or insulting environment for
him.
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b 3M5JAH03s  Md0YIHMMO® 90l  QoBoMNEGOIMEO
396mbogMo 8oBbom s 399mygbgd o Lsdrswgdgdo d
doBbol Foborf935 930w gdgEo s MbsHBMB0gMO0s.
3.4. 0535939090 350 JON0S oo o 35853530
5Ldd9dwEgdoL dog® 09650560 Lodwgdomls
AgbHMEgdol  dgdmbggzsdo  MHeObggeryml  dsmmgzgol
09650500 IOMIoL 565BLMMIOOL 2oobs.

3.5. LodMdom  sPoWwbHY Fg30(HMHmgds (8500 JmMOU,
Lgdbom@o  8g30(6OH™mgds) 9GOl ol ZModobszool
0m®3d, 390dME, 306MH0L d0dsMo 53 FMbeol 306H3gwo
3996d@oom  asm3zseolLfobgdmo  Gmdgeody  bodboom
396300MdYdIMOo  sMsLLMIMZg™o  J3935,  BMIgeros
d0Bbs olobagl 6 0fjgg3l dobo oMLYdOL Fgersbzsls s
dobogol  s35d0bgdgw0, IGHOWMWO, ©sds30609dgwo,
©oMLYdOL Fgdgrabgzgro 96 gmE@sEbdgmagwo gomgdml
d9dabsb.

3.6. 03005 os  OLJdgdEolmzol  dMmdomo
bwdg3egdol  Bgfigzahe  6/@s  aldgdgdrierol
90035600 69d0Ld0gMH0 LEBOL MSMIYMBOMO FM3YMHIMDdS
dsbby Bgdmddggds 0dob asdm, MH®I ILsddgdYEds
©0L3Mm0d0bs3zo0lysb  obsEegs  2obsbogdom b
boBog®oom  Fodsdms  Jglodsdol  mERSbml b
0056503O:Fws FoLsb.

3.6. It is prohibited to terminate the employment contract for
the employee and/or to treat the employee in any negative way
and to influence him because the employee filed a statement or
complaint with the relevant authority or cooperated with it.

4. 30bsgbsfigliols Gglsermemgdols 3mb@Gmmeo

4.1. 396¢®30 Fobogsbofigbol gy gdols 3mbE®M Ml
bmME0gEgdL 50s3056mMm0 MHglOLYdOL IgbgxgHo s
Lobfogerm @o  9@dobolE®mogomwo  boddosbmdol
0oM8o6r035%g  3sLbbolidagdgwo  306Mmgdo, Lobogwrm
36Hm3gbol  b3giosmolGo, 3gbGH®To  Fabcoabs o
MBogOHNbMgdsby  3sLbolidygdgwo  3oMgdo  Moz0lo
3039396300l Botagddo.

4.2. ©obogddgdmeol doge Bobogsbsfiglol Tgleryemgdols
3MBGHOMEL  sbmMH 309w gdlL  dobo  MIMsm  MRGMLO
(56bgdMdOL Ggdmnbgzgzsd0) s 396GMOL oMgdEHMMo.
4.3. 90653965fqL0L 3mbEHMmMo 0mgzsolfobgdl:

5)  5©dobobEGmsgomo  3gMbmbserol 3gb@G®do
250m3bogdoLs s Holigerol dmbo@m®mobyal.
0) 3MOmxgqbone  bEHMIBEH™S/ALIgbgems
299m@Ebogdols s Foligerol Imbo@mmobals.
3)  90bopsbsfigboom, bowdg3ermwgdom,
Lobffogem bgadg3Gregdom 20bLsBOzOHMmo
35090090l gL gdol dmbo@EmMobyl.

4.4, 90bogobsfigbol  Fglermergdol  ImboEm®mobyol
89092000  Potgaobgds 39bBH®OL  ©oMmydEHMO,
M0Igo3 MBEgdsdmbowos Gobogsbsfgbol bm®mdgdol
5MH©3930L 99dmbgagzedo 453moygbml obodeobmmo
3lbolidagdamdol bmdgdo.

395@®do

d6OHMIOMO

4. Control of the implementation of the bylaws

4.1. The human resources manager and the persons responsible
for conducting training and administrative activities, the
training process specialist, the persons responsible for order and
security in the center, within the scope of their competence,
control the implementation of the bylaws in the center.

4.2. The employee's compliance with the bylaws is monitored
by his immediate superior (if any) and the director of the center.
4.3. The control of internal regulations provides for:

a) Monitoring of reporting and departure of administrative
personnel to the center.

b) monitoring of reporting and departure to the center of
professional students/trainees.

c) monitoring the fulfillment of obligations defined by the
internal regulations, labor contract, training contract.

4.4. The results of the monitoring of the implementation of the
bylaws are presented to the director of the center, who is
authorized to apply disciplinary measures in case of violation of
the bylaws.

5. s©dobobEMsgovyeo
900900l bryso fglo

390Lmbogrols  Lsdbobm®do

5. General rules for hiring administrative personnel
5.1. Requirements for the person employed in the center are:
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5.1.  395@®do ©sbogddgdwyero 3o6Mol Jods®mo aygbgdmero
dmmbmgbgdos:
) 396¢H0 ©sL5ddgdEo 3060 Ggodwgds ogmb 18 Herols

J0900bsM0sbo 3060, OMIgalog  ogglb  Igbodsdolo
239bomgds, 3350008035305 /6 3Mogd@ozwo
2450030000 q0;

0) 396¢®0o  sLeddgdMo oMo MBS BarmdEgL
Lobgerdfogm gbsb.

52. 396@®do  ©sLoddgdol  Abydzgwoms  Jowgds
bmOE09wEgds 3960sE 096 gobovdmgdoom. 990dwrgds
39600sGHOL  FgMBgzolomgzol  3gbGHMOL  oMmgdEmemol
00ds6900m 45dm3bsEIL 3MbIMGLO.

53.  @sbsddgdol  bmMzgwro 3060l Lsdmdomby
900905l sb 053930060900, LSdME MM
3°05g30(H0wgdL  0@gdl 3Gl ©oMgIHMGO,

363900 3o8mEbogdol MM 4osHY39BHOWYdL
00g0L Lo3Mb3MEOLM 3MmTobos bdsms MAMEZEYLMDO.

54. 3060l LsdLobm®To 0943960 a3mMIgds
9600md0m0 BMMOHIom. 35600IEH6 0gds IOGMIomo
bwdg3Onwgds oo gbsby,  (LaffzOobyero

396@®oL dgdmbgazsdo - @6 965%g), MmO ®sbsdsMOo
0MMHoowo  dogrolb  8Jmbg  9aBHgd3eeMe o
29900399 396GH®0L  OMYIEHMOOL  0boz0YSEME-
LodoMIdM030 5dF0. bywdg3meErgdol MOmMyMEo
93H993oMm0 250593995  IbBaMgdL.  3ebsddMmIgeo

a) A person employed in the center can be an able-bodied person
of 18 years of age who has relevant education, qualification
and/or practical experience;

b) The person employed in the center must know the state
language.

5.2. Applicants for employment at the center are accepted
through an interview with the candidate. A competition may be
announced for the selection of a candidate by the order of the
director of the center.

5.3. The director of the center makes the final decision regarding
the employment of the person who wants to be employed, the
decision is made by the competition commission with the
majority of votes during the announcement of the competition.
5.4. Employment of a person is formalized in writing. An
employment contract is signed with the candidate in the
Georgian language (in the case of a training center - in two
languages), in two copies with equal legal force, and an
individual legal act of the director of the center is issued. Each
copy of the Agreement shall be delivered to the Parties. Before
signing the labor contract, the employee is informed of the
bylaws, which he confirms by signing the contract.

5.5. Hiring an employee is carried out on the basis of the current
legislation of Georgia and the present internal regulations.

0bgm®mdsgool  goa3es  dGMmIomo  bgawdg3Hmergdol

©3)B33Y
6.1. ©ododdgdgwl  MBwgds  5ggl,  Imodmzmlb
39booBol  Tglobgd  obgm®Tsgos,  asM©s ol

0bg3m®Bo300lLs, OMIGEoE 9O MO ©9393d0MGOMEO
LodGoml  IgLEOYEGOSLOSDE s 9B oMol LoFo®m
396000sGOL dog® 3Mb3M9@ Mo Lodw)docmb
AgbOHMEgdol  Fglodergdermdol  dglogslgdws© s
39L50590LO 2505)Y39G0WGdOL Jolowgds.

6.2. 39booBo 39 gdos  adLoddgdgenls
53b6mdML 6gdoldoghmo 9sMmqdmgdol dgbobgd, Gmdgedsg
890dgds bgaro 998semb sl Lodmdsmlb gleryargdsdo
96 LaggMmby 9ggabsls odloddgderols 06@gMgligdl.

dOmdomo  bgadg3mgdol  4oxm®mIgdedg  J3bmds

80b59965fqLL,  Obog  9IVBGHMOMHIIL  bgardg3Myargdsls

bgedmfgoom.

55.  Lsdbobw®Tdo 0sbsdIMHMIOl 593565 bedEowgds

Lodomzagwmlb  dmddgo  396mbIgdermdols o

§0bsdgdsmg Gobogsbafglbol Logmdzguby.

6. §obslisbgewdg3Hmergdm MYONOJOHNMDS @5 | 6. Pre-contractual relationship and exchange of information

before concluding an employment contract

6.1. The employer has the right to obtain information about the
candidate, except for the information that is not related to the
performance of the job and is not necessary to evaluate the
candidate's ability to perform a specific job and to make an
appropriate decision.

6.2. The candidate is obliged to inform the employer about any
circumstances that may prevent him from performing his work
or endanger the interests of the employer.

6.3. The employer has the right to check the correctness of the
information submitted by the candidate.

6.4. The information about the candidate obtained by the
employer and the information submitted by the candidate

6.3. ©53boddgdgl  MBEgds  5dgl,  dgodmfdml | cannot be made available to another person without the consent
3960sGHol  dogh  Podagbowo  0bym®dsiool | of the candidate, except for the cases stipulated by the legislation
Lobey. of Georgia.
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6.4. 53L5g890¢0ol dogH Im3m39do 3560EsEHOL
dglobgd  0bxzm®dsgos o Jobos@ol  doge
o0 96000 0683mMTs30s 6 Fgodwgds 3960EsEoL
056bdMdOL  9oMgdg  oymlL  bgwdolLsfigoomdo  Lbgs
306MH0LmM30L, oM LodosMmzguml  356mbAgdwmdom
239m35¢0bobgd o G90mbggzgdols.

6.5. 3960sBHL MBRWGds o93L, Podmombmgmlb dob
9096 FoMygbowo ©m3mdgb®gdo, 0y ©sdlogdgdgeds
36 @M Fobmsb IOMIomo bgedn3myemgds.
6.6. ©53odd9090  35CYOIYO0S
905mml G900 0bgxgm®mTsiz0s:

5) 99LsliHEgdgEro Lodmdoml Tglobgd;

d) dGMm3omo bgadgzmegdol gm®dol (bgdoMo b
Johowmdomo)  ©s 39006  (poblobrgmmwo b
23969L5BE3MgE0) gLobgd;

) 36mIoL 306:MBJOOL Jqlobd;

©) 9dOmdomo  MM00gHNMBOLIL
MR3EgdMH030 dAMToMgmdoL dglobgd;
9) 86030l 565BsmHgdoL globgd.
6.7. 396005 §0obslisbged93¢rmeqdm
MONOJGOHNMDS QOGO dooBbggs
53L5Jd900l JogH FsLmsb dBmdomo bgerdg3zmrwgdols
N ejleleler] ob 5bogddgdsby “0MH0L dgLobgd
0bgm®Iomgdom.

6.8. 53b5g39090 56OL 350 JIM0, ELOdMOMU
0530L0 350593930 gds  3960sEHOL  OLaJdgdbY
56H0L Jdol Momdsby.

396003

bgddgdmEol

6.5. The candidate has the right to request the documents
submitted by him, if the employer has not concluded an
employment contract with him.

6.6. The employer is obliged to provide the candidate with the
following information:

a) about the work to be performed;

b) about the form (oral or written) and term (definite or
indefinite) of the employment contract;

¢) about working conditions;

d) about the legal status of the employee in the labor
relationship;

e) about labor remuneration.

6.7. The pre-contractual relationship with the candidate is
considered completed when the employer informs him about
the conclusion of the employment contract or the refusal of
employment.

6.8. The employer is obliged to justify his decision to refuse the
employment of the candidate.

7. 36GHOmsb 06533 MmIAmdol  gsdmdMogbgo
356M90m9dgd0

7.1. 39600  0965090:MIcmdOl  g58mIMhosbzo
2396099mgd9d00:

) LobsTsMmErm 25656gbols o6 Lbgs a00sHY39@0wgdol
3obmboge  dosqmsdo  dgbgaws,  HmAgeog  Lodwmdsml
39L6HE9d0L FgbodEgdEMBSL odmmOoEbagL;

0)  bobodsGomEml  dogh  qLodsdobo  Logdosbmdols
MBgoolb BsdmMmdggs;

3) »0dgbmdM030 M930LBEgdOLY S by dgybgdermdols
0boowdgy  F0ToMmmEn  6s3smmb  d®Imrol
Agbobgd* LodoMmmzgwml 356mboo yomgzsolfjobgdwaro
LdoledMOZ0  Mog30LWBWGdOLs s byErdgMbgdemdols
§obosmdgy F0doMmnyero  ©sbsdsrmol Bogbobmgol
BolodsMmmNEg30 3060 b 3060, HMIgulsg 00539 396mbol
Lo3Adz9w By BsdmgMMzs 50b0dbE IHgLGdIMEgdsTdo
L5gd05bMBOL MG gdY;

©) 395mbgdwmdom ©oyqbowo Lbgs ®mdogd@mMo
296099 gds.

7. Circumstances excluding cooperation with the center

7.1. Circumstances excluding cooperation with the college are:
a) entry into legal force of a court judgment or other decision,
which excludes the possibility of performing work;

b) Deprivation of the right to the relevant activity by the court;
c) A person convicted of committing a crime against sexual
freedom and inviolability or a person who was deprived of the
right to work in the mentioned institution on the basis of the
same law, provided for by the Law of Georgia "On Combating
Crimes Against Sexual Freedom and Inviolability";

d) other objective circumstances established by legislation.

8. 36m3omo by 3Hyengds

8. Labor contract

8.1. dOmdomo  MOMOIOOMdS  SMob  IH@IolL
M560Bgdmwo dmfjglmoggool 3060md7080
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©obdd9dweol doge  ©odLJdgdOLsm30lL  Lodmdsml | 8.1. The labor relationship is the performance of work for the
F9LOHEgds 565BWMMIOOL Labszerme. employer by the employee in the conditions of the organized
8.2. 39PE®Ls @5 3gMOLMbSEL Mol  IOmdomo | arrangement of work in exchange for remuneration.
bgdg30vegds 0gds  fgdomdomo  gm®doo: | 8.2. The labor contract between the center and the staff is
2396LSBOZOMO,  ABMLIBOZOgwo b Lsdmdomb | concluded in written form: fixed, indefinite or for the period of
F9LHE9d0L 39O, performance of the work.

8.3. LJ39dMSH RMIgdo d6mdoomo | 8.3. An employment contract is signed with the employee
bowdg36megds (HmIgeog 99glodsdgds bodo®mzgerml | (which corresponds to the requirements established by the
9Ol 3mgJloms s Fobsgebsfgom  oagbon | Labor Code of Georgia and internal regulations). Also, an
dmbmgbgdl). o9z,  3060L  ©sbodzbol  Fglobgd | appropriate order will be issued on the appointment of a person;
299003995 gLodsdolio dGMAsbgds. 8.4. The labor relations between the employee and the employer
8.4. ©oboddgdels o sdLoddgdgel  dmGol | are regulated on the basis of the agreement signed between the
6MI0D0  MOMOIOMOMBIJOO Mgy oMEgds dbstgms | parties and these bylaws.

Fmeob  3953mMIgoMo  bgedn3tyargdols s 53 | 8.5. The labor contract provides for the name of the position

Fobogobofigbols LoggrdzgeBy. held, obligations to be fulfilled by the employee, the term of the
8.5. dOmdomo  bgdg3tregds  0m3oolbfjobgdl | contract, terms of compensation, rules for terminating the
53539090 056500050MdoL QoLobgdsL, | contract, the procedure for making changes to the contract and

©obddgdEol  TglslbOmEgdaer  35¢YOENgdqdL, | other provisions provided for by the Labor Code of Georgia.
bgd936vegdol 3mgdggdol 3osl,  SBsbem®madol | 8.6. The conditions for hiring an instructor at the center are
306mdgdL,  bgwdgzmyegdol  dgfyzgBol  §igbgdl, | regulated in accordance with the "Law of Georgia on Education
b9 36vagdsdo 330w gd9d0l dg@sbol Fqbls s bbgs | and Certification of Seafarers".

90 90q0L, HMIgdLE3 0035¢0L{obydL
Lodommg9wml IO mdol 3mgduo.

8.6. 396@®do 0bLEHMMJEHMMOL Lodbobm®do sygz960L
3060007500 M9MX0MEOYOS ,dgBLIZINOMS QoBsNEgdOLS
5 LYIOEH0R0E0MJdOL Tgbobgd LodsOmzqawml 3obmbo“-b

99L5d5TolO.
9. »Bds-3mM35¢)MdOJDO: 9. Rights and duties:
9.1.  3gmlLmbsgl MBengds sgals: Rights and obligations:

o) Lodooggamml  dmddgo 39bmbdgdcomdom | 9.1. The staff has the right to:

509600 s F0bsg9bsfglom 2oblsbwzmmwo fgbom | a) to use leave in the manner established by the current legislation
20900ygbml 9390 qdo; of Georgia and determined by the internal regulations;

0) 290930006l Lbgoslbgs  3OmEBglomer  96/@s | b) join various professional and/or scientific associations
Lodgsboghm  bsbosmob  3obmboom  bgdos@mye | permitted by law;

239960 005690590; c) to enjoy rest during the working day, on rest days and
3)  0LsMAJPml  @Eolggbgdom  LsdNdsm oL | weekends;

24960530 md5d0, ©a1i3g6qdoLs s “9ddg ®YdTo; d) apply to the court to protect rights and freedoms;

©) NFWGOOoLs S o30LBGIGOOL L3939 | e) enjoy other rights and freedoms established by legislation;
908560 bOloTIMEIMU; f) to receive remuneration from the day of employment until the
9)0LoMAJOML  356mbIgdMdom  igboo Lbgs | day of dismissal.

MREJOJOIOMS O 1530LXIBEGOJO00); g) to request and receive information in accordance with the

3)  Lodbobm@do  Fowgdol  EOOEID  LodbobmMosb | established rules for the exercise of his official authority.
390530LBEgdOL ©©9gd©g doooml 36Gmdol | h) to receive the necessary material and technical means and
365B0omM9ds; conditions for the performance of its functions.

) ©oaqbowo fgbol dglsdsdobo dmombmgml s | i) to increase qualification and professional ability.

d000Mb 0bgm®dsz00 dobo L5ALobMgdmO30 | j) to protect his professional dignity and rights.

MR gd53mboEgdol 4obLabmME0gwgdEs; k) to have a working environment in which he does not
) d00Mml dobo 13630900l dgbslitmegdeso Logo®m | experience harassment or hostility.

05390050 M-3996039960 L53Msegdgd0 s 306MHMdJd0; | m) to refuse to perform the work or instruction that is against the
0) 50050 ML 335¢7083035(309 ©5 36RO ©bsGO; law, violates the dignity or because of the safety conditions of
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3 ©50335L  msz30Lo  3GOMBgLOWEWO
9BLYBIR0;

@) 3Jmbgl Lsdwdom asMgdm, GMIGEdoE 030 o6
23960300UL 8930(6HmgdsL 56 IEHOME ©TMI0IOMEGOL;
3) 999600 2obsgboml 03 LsdMdoml 6 domomgdol
gL MEgdsty, MmIgog  gHoboomdgagds  306mbU,
MEobogl oMLYASL 96 FHMIol IOMIoL MLsgMmbMgdol
306md700L 4580 LogMmbgl ¢4dbol Aol b IgLsdg 3oMol
LogmEbegl, Xs63MMIMBSL s 395EGHMOL LozMEMYdL.
B) Logwmoho 3md393abaool  goMawgddo  dgomBoml

oMLY

530L  L5gA0sbmdol  FguBegdol  dgomEo o
L5dmogd9d0.
9.2.  39MLebsgro 35¢YdY0s:

5) 3530308396 5030560l LoYM3gMMHME SPN0SMYOE
MREWgOJOL, 0530LvREYIGOL s VOMLYIGOL;

0) 299306mb obogsbsfigll s IMMTomo MMm0gMoHMBOL
Lbgs 356930699 LsTsMmMEGIM03Z g oL, Halgdb.
3) ©o0339L  9003MMo bm®MIgdo, o6  obsbmGEgeml
395&H®0L oL 3MIOEGEE00Ls390 FodsG Mo MLoMLo

L5J30geo;

3)  290m@bos@gl  Lsdwmdom  sEoWDbHy  Bbobgww
00035 gmdsdo (933909005 SEIM3MIWMO  ©d
Bo®3mE03MEo 0OHMIOL 0 M3oMgmd5do
200m3bogds.);

©) dgdonodqgdomoab, 30D0GHMOHOM6 [N
0565390 MIWgdmb MOH0gMHMBOLIL s0(335L JnOIoL
Bn®3gdo, A993bml  LogmmsMo ™30, 9393900
96580 gdMds, 0gmb 4o ©gd05b0 s BOHEOWMdO6O;
9 9O 25930390l 3gOLMbIMGO  0bgm&mIsi300,
OHmamO3  LsdbobmMgdMm030  MOMDOIOMMBYOOLSL, ol
3OH™T0m0 MOH0gMH™dOL I9(Y39G 0L 899©9Y;
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labor, endangers his or a third person's life, health and property
of the center.

n) to select the method and means of performing his activities
within his own competence.

9.2. The staff is obliged to:

a) respect the universally recognized human rights, freedoms and
dignity;

b) to get acquainted with the by-laws and other regulatory legal
acts and rules of labor relations.

c) to follow ethical norms, not to engage in unworthy behavior
aimed at discrediting the center;

c) to report to the workplace in a sober state (it is not allowed to
report to the workplace under the influence of alcohol or drugs);
d) when dealing with citizens, visitors and employees, to follow
the norms of ethics, to introduce oneself, the position held, to be
attentive and polite;

e) not to distribute personal information, both during the service
relationship and after the termination of the labor relationship;
f) not to use personal information for non-business purposes, as
well as other information that became known to him in
connection with the performance of official duties;

g) to comply with the requirements of Georgian legislation;

h) to follow the requirements of the company's charter and these
bylaws;

i) take care of the company's property;

j) to fulfill the obligations under the labor contract.

k) to appear on time and perform assigned duties.

m) participate in the center's activities, events, evaluations and
surveys;

n) to take care of professional development, to follow ethical and
moral norms with employees, professional students/trainees and
citizens.

n) within the scope of his competence, to discuss issues related to
the activity of the center and make appropriate decisions.

p) to refrain from such actions at work that may prevent another
employed person from performing his/her work properly.

j) to help newly qualified colleagues to adapt to the work
environment, to share knowledge and experience with colleagues
with less experience.

r) to ensure proper storage and protection of official documents
and material property entrusted to him.

s) In case of arrest or detention, or if a preliminary investigation,
criminal prosecution or court proceedings are being conducted
against him, he should immediately inform his immediate
supervisor and the director of the center.

t) immediately inform the director of the center or the immediate
supervisor about the possible non-fulfillment of his work. Make

6) 0bEOHMb@L 3Gmxqbome 29630050905y, | every effort to immediately eliminate the causes and conditions
0565090 gd0sb,  3OmBgbo  LE9bGHgdmsb | that prevent or complicate normal work and immediately report
the incident to the employer.
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9.3. 5dl55dd909¢0 MREgdsdmliogos:

u) to notify the employer about the illness and the estimated time
of absence from work.

f) to immediately inform the person with the relevant
competence about the discovery of technological or other type of
danger in the work space, which may endanger the life and health
of the employees, or cause damage to the center's material
property.

k) To consume tobacco only in a specially designated place and
not to allow tobacco consumption in the closed space of the
center.

g) to protect the system of official subordination in accordance
with the structure operating in the center.

k) While staying in the building of the center and attending
meetings at which he represents the center, he must follow the
official style of dress, personal hygiene, have a neat beard and
hairstyle.

9.3. The employer is entitled to:

a) to require the employee in the labor contract, job description
and

Performing the functions assigned to him by other internal legal
acts.

b) to demand the fulfillment of labor regulations.

c) in the cases established by law, to instruct the employee to
work overtime

performance.

d) to encourage the employee and apply incentive measures to
him. If necessary, apply for disciplinary measures.

e) to carry out an evaluation of the skills and abilities of the
employee, whose conditions, evaluation criteria, and forms will
be known to the employee in advance.

f) periodically monitor the employee's work performance process.
g) transfer the employee to another position based on his
professional interests.

h) based on his professional interests, to require the employee to
perform tasks within the established limits and manner, which
are not directly considered by the labor contract, but their
performance corresponds to the qualification and/or professional
training of the employee, if it does not violate the rights and
dignity of the employee.

i) to request the fulfillment of the rules and regulatory norms
established by legal acts in the center.

9.4. The employer is obliged to:

a) to create working conditions safe for life and health of the
employee.

b) to provide the employee with material and technical means
necessary for work.

c) to provide professional students and trainees with material and
technical means necessary for learning.
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d) define job descriptions and distribute the work functions of
employees in such a way that each of them has a clearly defined
day

during the work to be done.

e) to ensure the observance of labor discipline on the part of the
employee and professional student/trainee, to
organizational and other measures aimed at the rational use of
labor resources, reduction of working time loss, strengthening
and development of human resources.

f) to ensure equal access to the employee's career advancement
and development, to promote the growth of the employee's
qualifications.

g) to promote the creation of a business, learning and creative

implement

environment at work.

h) to develop the employee's initiative and activity so that all
employees participate equally in the progress and development of
the center's activities.

i) in the event of an emergency situation (wars, natural disasters,
viral infections, epidemic outbreaks, etc.) in the country, in order
to protect the health and safety of employees, to implement and
operate in the center in accordance with the action plan in
emergency situations, and depending on the situation, to carry
out appropriate measures to ensure the health and safety of
employees Preventive measures.

j) to ensure the equipment of the working environment with a
technically sound inventory, to provide instructions to the
employees about the safety norms established for the operation of
the inventory and office equipment given to them.

k) to ensure the arrangement of sleeping spaces with appropriate
inventory. To ensure replenishment of the library fund with
relevant literature necessary for the educational process.

m) to ensure the involvement of the center's employees and
professional students/trainees in various educational, cognitive,
sports events, Olympiads and conferences.

n) on professional employment of Izrino graduates.

n) not to allow and prevent the manifestation and existence of
facts of discriminatory content among employees, professional
students/trainees.

p) not to allow and prevent the manifestation and existence of
harassment, including sexual harassment, among employees and
professional students/trainees.

h) apply disciplinary measures to employees and professional
students/trainees who violate the regulations approved by the

L5039 dom; internal regulations and other legal acts.
9 99P6OHMb3gwyml  ©sloddgdErol s 3OHMBgLowwo | r) to provide timely information of employees, professional
LGM96EHOL/ALIY6 ol db60sb 36Gmdol | students/trainees in case of adoption of new regulations.
©olE03eobol Q©5339, 2965bmOE0geml | s) to receive and consider the employees' statements, report cards
MmO560Bsgomwo s Lbgs mmboblidogdgdo, Gmdgwos | and complaints in accordance with the applicable legislation, to
900356070 096905 96Ol MaLwyOLgdoL | inform them of the decision made within the established period.
Mo30ombocmMo  458mygbgdol,  Lodndom  G™OoL

ND2-O3

doenodoos/Valid from: 01.09.2021
93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3

3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog

14




ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

©5b653560L  d993060gd0L, 5030560 MLOLYdOL
299e090900L5 o 3963005MmgdOLEMZ0L.

3 0bOYBgyYml  ©abeddgdwol  3MogH Yo
foblgeobs D) 29630m5M9d0L 09650560
bgadobofzomdmds, bgwo  9gmfigmlb  ©sbagddgdwyeols
335¢0053035:300L BM;

b) bgero 9gfigml Lodbobm@do Loddosbo, bobfsgarm s
399mg0909d0m0 35098ml dqddbols;

)  3965300000HML Lo IgOMEol  0boosB03s o
59BH03mds, ®MI 439ws IO Ts M5650MSE Joowml
dmbsffoengmds  3963MoL  Lbogdosbmdol  foblgwasls o
249630005690500;

0) 939956580  Logobagdm  9amdstgmdol  (Lomds®o
9dmg0d9qd0g00L, LEoJowGmo dmgzwgbgdol, 306Mwlwwo
06%39430900L,  9309009H0  5839HJJOJOOL o Lbgs)
o®LgdMdOL d90mbgqgzsdo, 0565986MIgenms
XBIOMYGMBdoLs s MLBOHDLMGIOL L3935,
396@®do  sbglamlb s  00mddgoml  Logobygdm
bo@woaogddo  bsdmddgom  ggadol  glodsdolis
890099850l @5 LBOEMSE00EID A5FMIEObIMY s DBY
2399BHOOML  MobsdIMMIgms X IBIOGMYEMdOLSs o
MBogOMbMgdol  BOYbgawlsgmxzs  dglsdsdolo
369396300 vmbolidogdgdo;

3 YOOMbggwyml  Lodmdom  qoMgdml s IFMO30
3996031905 35doMmnyeno 06396@M0m, MHeOHMbggargml

0650960 mIgdol 0bLEGHOMIAEo0 Jommzol
LoMRJI MOS0 25370990 06396EHIMOLS s Lamgolg
&9gbogol 993 300LIMZ0L o9b0mo

MBsgxOMbMgdol brMdgdol glsbgd;

@) MBOHNB3gygml  Lobfigem  bogMEgadol  Imfymds
d9L5dsdolo 063963000 s LEdOBdEOMMg3m BMbEOL
d93L9ds Lobffagem 3HmEglobsmgzol LsFo®mm Fglodsdolio
WoGIOGHMM00;

d) HBOMb3gwygml  396GHOOL  0s6508GMMIgdls o
36HmxzgbMwo  BEMEgbdgdol/dbdgbgwgdol Lbgswalibgs
Log9b68sbsgdM, 9999369000, L3MOGHME
0©mbolidogdgddo, ™mm083050JdLy s 3MbBIMgb0gddo
Bo®ormemmdy;

B) 0BOHMBML  39OLETMSZMGOMGdOL  3GMRILOOD
LddgdsbYy;

M) 5 odzal o  90339MMl  56503H M gddo,
36O MgLowe b&m9b@9dd0/dbdgbgwrgddo
0L 3003065300 G0bs5OLOL  GodBHgool As0mzw0bgds
Q5 5MLYOMDY;

3) o6 @©mdzsl s 933900ML  MsbsdIMMIgddo o
3Gmxqbome LA gbGJd30/AIgbgrgddo
3930060HmgdolL, doon Mol Lgdbesm@o  bobosmol
3930060Hmgd0ob 5309@gdolL 459m3w0bgds s SOLYOMDS;

) 90653965090l o Lbg LsBoMmmEgd®mogo  5J@goom
©33()30390wo SRIRAT SN RH I figbgdob

t) issue notices containing relevant service information to
employees, professional students/trainees.

u) Other rights and obligations of the employer are defined in
accordance with the labor contract signed with the staff.

9.5. It is not allowed in labor relations:

a) Harassment of a person - persecution, coercion of a person on
the basis of gender and/or undesirable behavior towards a person,
which aims or leads to harming the dignity of a person and
creating an intimidating, hostile, humiliating, degrading or
insulting environment for him;

b) Sexual harassment - any unwanted verbal, non-verbal or
physical behavior of a sexual nature, which aims or leads to
harming the dignity of a person or creating an intimidating,
hostile, humiliating, degrading or insulting environment for him;
c¢) consumption of tobacco except in a specially designated space;
9.4. Personnel are required to comply with other restrictions that
are not mentioned in the Bylaws, but are provided for by other
legal acts of the company.

9.5. Each staff member is personally responsible for the protection
of the property assigned to him/her.

9.6. Academic misconduct by staff is grounds for disciplinary
action.

9.7. All employees are obliged to take care of the authority of the
company, the image not only by professional behavior, but also
by professional appearance and, depending on the work specifics,
apply a classic style of dressing.
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10. Internship and probationary period
10.1. In order to determine the suitability of a person for the
work to be performed, with the agreement of the parties, it is
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possible to conclude an employment contract with him only
once with a trial period of no more than 6 months. An
employment contract with a trial period is concluded only in
written form.

10.2. Work performed during the trial period will be
compensated. The amount of this compensation and the method
of payment are determined by the agreement of the parties.
10.3. The employer has the right to conclude a temporary or
permanent employment contract with the employee at any time
during the probationary period or to terminate the probationary
employment contract.

10.4. In the case of termination of the labor contract concluded
with a trial period, the requirements of the rule of termination
of the labor contract defined by the law do not apply, unless
something else is determined by the labor contract concluded
with a trial period. In case of termination of the labor contract
concluded during the trial period, the employee will be paid
according to the time worked.

10.5. The term of unpaid internship is 6 months, and the term of
paid internship is 1 year. An individual is allowed to complete an
unpaid internship only once.
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11. Overtime payment rules

11.1. The period of time that exceeds the working time
determined by the contract and the current legislation is
considered overtime work.

11.2. Overtime is paid at the increased hourly rate of pay. The
amount of this compensation is determined by the agreement of
the parties. Overtime must be paid in addition to the monthly
wages due after the overtime is completed.

11.3. The parties may agree to give the employee pro rata
additional time off in exchange for overtime pay. The employee
must be given additional rest time no later than 4 calendar weeks
after overtime work, unless otherwise agreed upon by the parties.
11.4. The employer is obliged to notify the employee in writing
about the overtime work to be performed 1 week in advance,
unless, based on the objective needs of the employer, it is
impossible to give him a warning.

11.5. The employee is obliged to perform overtime work:

a) to prevent a natural disaster and/or eliminate its consequences
- without overtime pay;

b) to prevent an industrial accident and/or eliminate its

11.4. ©53boddgdgwo 35¢@gdEos 1 330000 SMg | consequences - with overtime pay;
foBowmdoom 3953 9mdobml 5bogddgdly
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11.6. It is prohibited to employ pregnant women, newborns or
nursing women, persons with disabilities, legal
representatives or supporters of persons with disabilities or who
have children under 3 years of age for overtime work without
their consent.

minors,

11.7.In case the employee or the employer refuses to apply for
additional rest time for the employee, overtime work will be
compensated in the increased amount of the hourly wage rate.
11.8. The actual hours worked in overtime shall be compensated
at a pro rata amount of the hourly rate of labor plus 0.1% of
overtime pay. Overtime must be paid in addition to the monthly
wages due after the overtime is completed.

3Mb309bEHmo J0ggdom - Lsdmdsmlb Ggltrmegdoom
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JOMNSQ.

12. bbgs Lsdnsmby gosyzs60l Folo 12. Transfer to another job

121 Ubgs  LodmBsmDBg 25059356, ©olodggdos | 12.1. Transfer to another job is allowed with the employee's
59390 ol MabbIMBOm, ELEJIGdMEOL MobbdMds | consent, the employee's consent can be expressed by the
d90dqgds 2450m0bsGHML ©5L5ddgdeols | employee's conclusive action - by performing the work taking

into account the new position. In case of transfer to another job,
an employment contract is concluded between the parties taking
into account the changed position and conditions, and an order is
issued to transfer the employee to another position;

12.2. The request of the employee to be transferred to another job

0Mdsbgds  ©obgdgdMeol  bbgs 05658 gdmdsby | will be satisfied by the administration if the offer is acceptable to

2900593960l Fqlobgd; the employer;

122, ©sb5ddgdmeoll  Bmmbmgbs  Lbgs  Lodwdom®Byg | 12.3. The employee must be informed about changes in working

29005943960l dqLobgd, 50d0bolEB®MsE300L dog® | conditions 2 (two) weeks before the changes;

053054Mx30EYds vy §9000035Dgds dolowgdo 0dbgds | 12.4. The employer has the right to specify the specific

053594390 E0bSM30U; circumstances of the performance of the work stipulated by the
labor contract, which do not change the essential conditions of
the contract, by notification to the employee. And the essential

ND2-03

doenodoos/Valid from: 01.09.2021
93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3

3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog

18




ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

12.3.  8Gm3olb  306H@mddOL 330w gdgdol  dgbabgd,
5bogddgdmwo 063m®IoMHgdmwo mbgos 0yl
(3300gd9d59©Y 2 (m6M0) 330600 SOMY;

12,4, ©s9b5gdgdgeols RGOS 593L
5LoddgdMolsmzgol  dgBYmdobgdom  osBMLEHML
d6Hmdomo  bgerdn3megdom  gomzoerobfiobgdeo
Lodmdoml g mEgdol  Fow3gMEo oM gdmgdgdo,
OH0Imgdog 9O 33woL  bgedg3mHemgdol  sMLgdoom
3060mdq0L.  bmm  bged3Gmegdol s®bgdomo
30000900l dg3ws  dmbgds  dbmem  FHodgoms
$9H0Md0mo 89mebbdgdol baggrdzgeby.

conditions of the contract will be changed only based on the
written agreement of the parties.

13. 3Gm3omo byewdg3megdol dgfy39¢)s

13.1.  36m3000 bgendg3imegdol Gofy3nde beogds 398EHMoL
©0M9JBHMOOL  dMIsbdoL  byggmdzgwbg, OMIgEdos
d00mgdMos IOMIomno YOHogHmmdol dgfy3g@EHol
d0bgB(90)0. sLddgd Mol dmmbmzbol bsgwdzguby

0ol 200093905  ¥MABYdoL  Lomsbsom  Fgboom
53mfj090o sbeno;
13.2.  @ibogddgderols b59)domMb

23960530LREWIdOL LI 0M3Wgds 395GH®To  doLo
om0 538 ol dmd)3bm My;

13.3. @s3b5ddgd9wo  35¢YdE0s  ©ILS]IgdMol
dmmbmgzgboll dgdmbgg3zsdo gobgl alagddgdol dglobgd
3bmds. gl 3bmds  Mbs  FgoEoggl  9mboigdgdl
A9bHE9do Lodmdsmb, IOMIoL sbsBLIMMYdOLs o
3600 bgad3erergdolb 350l Momdsby;

13.4.  @53b5ddgdgo  35¢0gdME0s  LsALobmMOb
3900308YIBWGIM D  JoOMID  IMObEObML  LsdmErmm
9b6256m08LHMMGds 5M9A30569L J0dE0bsMg P30l dmEM
L3 Fom EEOULY;

135. ggbamo MR gd5dmboEroy, PRIOTCR
bgd936gd00  omz5¢obfiobgdmmo  30MHMdIdOLS,
ab939 995y30EGHML FOMIomo byerdg3MmeEgds omvy:

o) ©ob5ddgdmo  998miboEads sMIxboBYE
0gmdoMgmdsdo,  bom3m@ozme b FHmgbogm®
Lodmogdsms BgImddggdol J390;

0) 3L594IGOMPO HMM393L IOMBoL bgedn3MrmeEqdols
0b d0bsgobsfgloom aygbow dmmbmgbgdl;

3) ©5L5d990990o Lsdw)dsml LoLEHYBIGMMSE 5ILO3SGHOM
dobgBom goo3YbL, 1) Job JoToHm dME® 9O ferol
396053mdsd0  959mygbgdmwo oym  obodmobmmo
35L9bolidgdEMmdol bbgs Bmds (FoMes 08 dgdmbggzols,
MHMES IMP3935 Joohbgzs Mbgds);

©) 5b5gd9dmwo LodwdomU SOV gdL
3M53MOMBGBOMBIMMS©, Bobog ImY3zgds ©sdsEHd0mo
Lobol  botxgdo  ob\s  0f3g3l  dmdbToMgdgm

130594mMR0gdsL. 50bodbmwo dooBbgzs @olisgdgd ol

13. Termination of employment contract

13. Termination of employment contract

13.1. The employment contract is terminated based on the order
of the director of the center, which indicates the reason(s) for the
termination of the employment relationship. Based on the
employee's request, a duly certified copy of the order will be
given to him;

13.2. The day following the last working day of the employee at
the center is considered to be the day of dismissal of the
employee;

13.3. The employer is obliged to issue a notice of employment
upon the employee's request. This notice must contain data on
the work performed, remuneration and the term of the labor
contract;

13.4. The employer is obliged to make the final settlement with
the dismissed person no later than the last working day of the
current month;

13.5. The center is entitled, in addition to the conditions
stipulated in the contract, to terminate the employment contract
if:

a) the employee is reported to be in an intoxicated state, under
the influence of narcotic or toxic substances;

b) the employee violates the requirements established by the
labor contract or by-laws;

c) the employee systematically misses work for an unfair reason,
if another measure of disciplinary responsibility was applied to
him in the last year (except when the violation is considered
gross);

d) The employee performs the work in an unprofessional manner,
which additional costs or
dissatisfaction. This is considered a gross violation of the
obligation imposed by the employee;

e) without agreement with the center's administration, transfers
financial, technical or other confidential information of the
center to a third party, which became known to him during the

results in causes customer

performance of work, which is also considered a gross violation

dog6, 0530LMgdMEO 39 9dvEgdoL «bqgd | of the obligation imposed by the employee;
©0OQ3I3;
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f) the employee abuses the authority, which is considered a gross
violation of the obligation imposed by the employee;

g) will carry out such an action that harms the center's interests,
business reputation, and image, which is considered a gross
violation of the obligation assumed by the employee;

h) in the presence of prerequisites defined by the Labor Code of
Georgia.

13.6. In the case of early termination of the employment contract
(for personal reasons) at the initiative of the employee, in
addition to the obligations specified in the contract, he is also
obliged to transfer the work to his replacement (if any) or another
person determined by the center within no more than two weeks,
unless the parties agree otherwise;

13.7. The contract will be terminated in other cases stipulated by
the Labor Code of Georgia and the contract, namely:

a) economic circumstances, technological or organizational
changes that make it necessary to reduce the workforce;

b) expiration of the employment contract;

c) performance of the work provided for in the labor contract;

d) leaving the position/work by the employee of his own free
will, on the basis of a written application;

e) written agreement of the parties;

f) Incompatibility of the employee's qualification or professional
skills with the position held by him/the work to be performed;
g) gross violation of the obligation imposed by the employee
under the individual labor contract and/or labor regulations;

h) Violation of the obligation imposed on him by the individual
labor contract and labor regulations, if any measure of
disciplinary responsibility stipulated by the individual labor
contract and/or labor regulations has already been applied to him
in the last 1 year;

i) If the labor contract does not specify otherwise - long-term
incapacity for work, if its term exceeds 40 consecutive calendar
days or the total term exceeds 60 calendar days during 6 months,
in addition, the employee has used vacation;

j) entry into legal force of a court verdict or other decision, which
excludes the possibility of performing work;

m) death of an employee;

n) initiation of liquidation proceedings of the employing legal
entity;

n) another objective circumstance that justifies the termination
of the employment contract.

13.8. When the employer terminates the employment contract
on the grounds provided for in sub-sections "a", "f", "i" or "o" of
clause 13.7 of the present by-laws, he is obliged to notify the
employee at least 30 calendar days in advance by sending a
written notice. In this case, the employee will be given
compensation in the amount of at least 1 month's salary.

0005  dmem 1 feoolb  9obdsgemdsdo ¢339 | 13.9. 13.7-e of the labor contract by the employer. In the case of
2450myg9gbgdgemo  oym  0boz0MsyHo  IOmdomo | termination on the basis provided for in subparagraphs "a", "f", "i"
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or "o", the employer is entitled to notify the employee at least 3
calendar days in advance by sending a written notice. In this case,
the employee will be given compensation in the amount of at least
2 months' wages.

13.9. When the employer terminates the employment contract on
the grounds provided for in clause 13.8 of clause "a", "f", "i" or "o"
of this by-law, he is obliged to notify the employee at least 30
calendar days in advance by sending a written notice. In this case,
the employee will be given compensation in the amount of at least
1 month's salary.

13.10. At the initiative of the employee, Article 13.7-¢ of the labor
contract. In the case of termination on the grounds provided for
in subparagraph "d" of the clause, he is obliged to notify the
employer at least 30 calendar days in advance by sending a
written notice.

13.11. The employee has the right, within 30 calendar days after
receiving the employer's notice of termination of the
employment contract, to send him a written notice on the request
for written justification of the grounds for termination of the
employment contract.

13.12. The center is obliged to document the grounds for
terminating the employment contract in writing within 7
calendar days after the request has been submitted by the
employee.13.13. The employee has the right to appeal the
employer's decision to terminate the employment contract in
court within 30 calendar days after receiving the written
justification from the center. In the event that the court refuses
to accept the lawsuit filed by the employee or leaves the lawsuit
unconsidered, the employee has the right to appeal to the court
again with the same lawsuit within 30 calendar days after the
ruling on refusing to accept the lawsuit or the ruling on leaving
the lawsuit unconsidered was handed over to him.

13.14. If the center does not substantiate the grounds for
terminating the employment contract in writing within 7
calendar days from the submission of the request by the
employee, the employee has the right to appeal the employer's
decision to terminate the employment contract in court within
30 calendar days. In this case, the employer bears the burden of
proving the factual circumstances of the dispute. If the employee
does not require the employer to provide a written justification
of the grounds for terminating the employment contract, the
employee has the right to appeal the employer's decision to
terminate the employment contract in court within 30 calendar
days of receiving the employer's notice of termination of the
employment contract.

13.15. In case the court invalidates the employer's decision to
terminate the employment contract, the employer is obliged to
restore the person whose employment contract was terminated to
the original workplace, or to provide him with an equivalent job,
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3500580 f9Bowmdom Q©ooLOdML  IGmJomo | or to pay him compensation in the amount determined by the
bowdg36mergdol d9h939@0bL Logmadzgwro. court.

13.13.  ©oboddgdweml  «vyxgangds odal, 396¢®ol | 13.16. The employee has the right, in addition to the restoration
PoBowmdomo Q5LOdMMYOOL 900gd0sb 30 | tothe original or equivalent workplace provided for in this article
3oabodmmo ool 3ssdo  bolLods®oermdo | or the payment of the compensation imposed instead, to demand
2395boB0gMML 053593900l 2390549Y39¢0ogds | compensation for forced labor from the date of termination of the
dOmdomo  bgedg3zmegdol  dgfiyzgdHol  dglobgd. | employment contract until the date of enforcement of the court's
Lobodo®Mmnerml dogH  Lagddgdmol dogh smdGwero | decision on the termination of the employment contract.
LoMbgeol  Joegdsby ool  mgdob b  Lo®bgrol | In determining compensation for forced labor, the court shall take
2969bomzgms ©5@™3900L 390mbgngedo | into account the compensation provided by the employer to the
©obodadWEl  MREgds  odgl, 08039  LoMBgwroom | employee in accordance with this Article.

29689mO9d0m  JodoOmmb  Lobods®omeml  La®Bgerol | 13.17. The contract termination procedure is regulated by the
dogdsBg ool mJdolb  dglobgd  ob6Bobgdols 6 | Labor Code of Georgia and the labor contract.

Lo®Bgols gobmbogagms  sBHM3gdol  dglobgd
296606900l dobmgol BsdsMgdowsb 30 35egbwotvyemo
©EOb 350590.

13.14. 0 39b&H®0 ©sbogdgdeol doge dmombmzbols
fomagb0sb 7 Joargbsdmwo ol 350580
P9Homdom Nl Q53150 MYOL dOmdomo
5@ 8936:9gdoL BgfiggaBob bsgdzgel, absgdgdwwl
MBEgds  9943l, 30 39¢absdmo  @Eol  3ssdo
LobodsGmnrmdo 259L5B0ZOMUL 53b5ddgdemols
239050Y39GH0WgdS d6mIomo bgwdg3eregdol
399939&0L Tglobgd. 59 9900b393500 30l BOJBHMIM0Z0
239090mgd900L  93303900L  B30OHmMOo  sdLagddgdgel
930L6Mgds. 0¥y EILOJIGdMO  TLEJIGOIOLYSD o6
dmombmgl  dOmdomo  bgardgzmyargdol  99Hy39G ol
Lo3dzErol oMoEMdOm EILSDMMYISL, ILIJIgdL
MBEgos 943l, IOHmIomo bgardgzmyargdol 895y39¢ oL
dgLobgd sL5gdgd0l gosHY39EBH0Wgds ooboBogzOML
Lobsdo®mnermdo dHmdomo bgadyztrvmargdol d9fiy39E oL
dgLobgd  odLogddgdeol dgEymdobgdol dowgdosb 30
35¢9b@Mo @Ol 3o@sdo.

13.15.  Lobodatonenml dog® d6mdoomo
bgdg36megdol 90y39@0oL  dglobgd  sdladdgderol
239050943930 gd0l  dsmos©  (36mdol  d9dmbgqgzsdo,
BobodsMMWML  A5090Y39G0wgoom,  ©ALeddgdgwro
35O Mos 3003569y Losdmdom PO DBY
5000 a0bmL 30600, HMIGELsE IMmomno byadyzHergds
3990905, 96 MBOMB39wymb ol GHmeggslio Lsdmdsmomo,
9B gooboml dsl 33396LoEos Lolsdsmoerml doge
2496LsBLZOHo MmEabmdom.

13.16.  ©sb5J89d Ml MBEgds  0g3L, ©0  FbErom
239035¢0LHobgdme 306356ge 96 FHmergsl Lsdmdom
Q0B 50ygbol 96 ol Bsgzws s3oLMgdIMo
303396Ls300L  20bEOL oS,  dmombmzml
00990000 25653OOL  965BPeMgds  FOM™Iomo
bgd936vegdol  99HY39GHoL  MH0LoEsb  dBHMmdomo

bgad936vargdol  9909y39@ob  Tgbobgd  ©adlogddgdeols
239050Y39GH0wgool  domows  36mdol  momdsby

ND2-03
doenodoos/Valid from: 01.09.2021
93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3
3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog
22



ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

Lobodo®ronenml 396mbogH donsdo dgbmemo
23905493930 gdol 50bOEgdoL 05MH0M3©Y.
03999000 249bs3MMHoL 2b65BEsmMgd0L

296L5BEZMHOLLL LObOTIOHPEMI MbEs Jo0MZ5EOLFObML
o0  Jubool  Ggbododolo  @odbagdgderol  dog®
©3b5gddgdwaolmzgol do3gdwyco 3ma3gblaisos.

13.17.  bgedg3ermamgdol  d9Hg39BHolb  3Om3906s
69390060 booMmM3zgEMml dOHMIoL 3mEgdloos s
36HMIomo bgwdy3BHregdoom.

14. 3Gm3omo MOH00ghmmdol d9hgMgds
14.1. 96030000 MOPN0IOHMMBOL F9BYMYdS 5GHOL IHMI0MO

bgwdg3emwgdom  qomgzsolfjobgdmmo  Lodwmdoml
©OMYBO0m FJMLOMWIOMDS, Mo 56 0fig3L IOmIomo
MBH0JOHHMIOL G9fy39@ L.

14.2. 86m8omo MOHMN0GOHOMOOL d9hgeadols
Log3wydzEgdos:

) 399803339

8) @MIAH0;

3)  9JBoMmo  bosMBg3bm  MBEgdol  sb/©s  3sLovyMo
Lo56MBg36M MBGdOL 2oBbMM30ggds;
©)  Logdomzgmmb  Laddmiagle  396mbdgdwmdom

2300035¢0obHobgdme  99gdmbggzgddo  Logsdmdogdm,
36OHM3OSGHMOHOL o6 LobisBo®ongrm ™O56m8o
290m3bogds;

9) bLEAbgEOOM LogsEEIdE® LodbabMTo ysf3939;
3) LodbgO™ Lotmgbgmzm Lodbobwm®mdo 4sH3939;

b) 9390 gds MOLYEMBOLS s FIMIOSOMBOL 45TM,
9300megds 05303016 dmgeol  o8m,  d390engds
obodmdoEroll 930¢0e© 99439560l  godm, ©sdsEgdomO
83000905 353830l Im30ol 450M;

) Jowms  80doMm  doeomdol b/ mxsbdo
dogro@mdol  dbggM3wol  o3dgLogsmdo  96/s
3Mobobyer  396¢®To  Fmmoglbgds, Y] 030 390
bOMMEgOL  LodbobmEdMog  dmZogmdsl,  FogMsd

D9ofodo s6GomdgEHal 30 35¢9bsM o EOLY;

0) MHMYdomo FOHMIoLMBbsMMds, v Jolo 35S 9O
309953905 Bgobg 40 3¢9ty gL 56 6 M3oL
2496053wmdsdo  Loghom 395 9 50gdsBgds 60
3P@IPRIOYX EEIL;

3) 3390030353000 505000, 36m8gLoYYEo
239059bogds 96 Lbogws, Mmool bsby®derogmdsg
fooffodo 30 3v@ghsdrw @b O bEs
50985¢9dmL;

@) 565BsmMgO0LYMYTg 0390 gds;

3) 965B00Mgd500 9390 gds.

14.3.  @obogddgdwemols doge IMmI0mo ¥YMH0gMHMdOL I
3dm9barols 39-2 396gE00 (296 53 Imberol 14.2 37640l
»0° 9393164 H0obs)  gomzoolfobgdmmo  bsgmdzwom
A9hggool  Immbmgbol  FoMygbol  Fgdmbggzedo
0535939090 35BS FOMIOMO MYOHDOJOMNMDS

14. Suspension of employment relationship

14.1. Suspension of the employment relationship is a temporary
failure to perform the work provided for in the employment
contract, which does not lead to the termination of the
employment relationship.

14.2. The grounds for suspending the employment relationship
are:

a) strike;

b) lockout;

c) exercise of active electoral right and/or passive electoral right;
d) reporting to the investigative, prosecutor's office or judicial
body in the cases provided for by the procedural legislation of
Georgia;

e) conscription into compulsory military service;

f) enlistment in the military reserve service;

g) leave due to pregnancy and childbirth, leave due to child care,
leave due to adoption of a newborn, additional leave due to child
care;

h) Placing a victim of violence against women and/or domestic
violence in a shelter and/or a crisis center if he/she can no longer
perform his/her duties, but for no more than 30 calendar days per
year;

i) temporary incapacity for work, if its duration does not exceed
40 consecutive calendar days or the total duration within 6
months does not exceed 60 calendar days;

j) qualification raising, professional training or study, the
duration of which should not exceed 30 calendar days per year;
k) leave without pay;

m) paid leave.

14.3. In case the employee submits a request to suspend the
employment relationship on the grounds provided for in Clause
2 of this Article (except for Sub-Clause "b" of Clause 14.2 of this
Article), the employer is obliged to suspend the employment
relationship for a reasonable period of time. The employment
relationship is considered suspended from the submission of the
said request until the elimination of the relevant grounds for its
suspension.

14.4. In case of suspension of the employment relationship,
except for the cases provided by subparagraphs "f' and "m" of
clause 14.2 of this article, the employee will not be paid for labor,
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3060360 35000 g5BgMHMU. IOHMT00 YYHPNOIOHDMDS
d9hgegdms  doobbgzs  90bodbmo  dmmbmgbol
000960056 dolo F9ghgegdol Ggbodsdobo Logw)dzeols
50ImxgbgMed©y.

14.4.  36®domo MOHMOIOOMIOL dghgeadols
39000b393590, 396> 53 Imberol dg-14.2 376J4Eob ,3“ o
»0° 939363GHgd0m 3°m35¢0olfobgdmmmo
9990b393900L5, ©sLgdgdEl OMTOL 565BWIMEYdS 56
9093995, 0¥y baogodmggamlb  306mbdgdwmdom b
dOmdomo  bgandg3tryergdom  Lbgs M8 o6 oMol
296L5BEZHMEO.

145,  Logdomzgemb bodOmEglem  396mbIgdamdom
239035¢0b{iobgd e gdombggzgddo  Loasdmdogdm,
36OHM3OSGHMOHOL o6 LobisBsGongrm ™O56m8o
299m3bogdsliomsb 05353006300 boMx 00
3bsBLomMgds Lo Mz39wML Lobgedfogm
0099x9H0B,  boJoMmggmmlb  396mbdgdermdom
59600 Fgboo.

unless otherwise determined by the legislation of Georgia or the
labor contract.

14.5. In the cases provided for by the procedural legislation of
Georgia, the costs related to reporting to the investigative,
prosecutor's office or judicial body shall be reimbursed from the
state budget of Georgia, in accordance with the procedure
established by the legislation of Georgia.

15. Lsdmdsm e s 891396900l O™

15.1.  @sbgddgdgerol  Lsdmdsm  Mm  FoMdmaygbl
QOML, OHMIOL  A563530MdTo 020  F9WOIINWOS
239bsbmMEogeml IOmdomo  3mbG®mad@om, Lodmdomls
QbLOSMGOOMS Qo 80b5396sfglom dolomgols
296L5BZMHM0 LoALELYIOYMBIM0Z0 5 JOMEYdYOO;
15.2.  503060LEHMs30wwo s LofizMmbye 3MmEglido
Bo607)0 396HLMBsolsmz0L 4960LsBPIMGds 5 Eosbo
Loddom 33060, oM BYRBs33900MO TMTomdoby;

15.3.  508060LEHMs30vwo 39OLMmbsolimzols Lsdwmdsm
©Om  dmogogb  3goMmsdo 40 Losool,  beagom
Lobfogem/bofgmmbgwo  3gMlmbowobmgol  Lsdwmdom

O™ 2obolisbrgmgds do0 Joge Bo@scmgdwyo Loggdiom
Loomgdol  gLodsdobo,  Mmdgog o0 vbo
00995390l 3306580 40 Lssml;

15.4.  503060LEHMsE30wwo 39OLMmbseolmzol Lsdwmdsm
239660030 2560L5BEZMNds Fgdgabsoto: 10:00 — 18:00
mOFodsM0ED 356513930l Bomzwom.  ©sLgdgdMEl
oL 960s3wmdsdo  gdegzs 1 (9Bm0)  Lossmosbo
d9Lggbgdol  3gHomo,  OMIolL  A9BTogwMdsTo3
©obddgdEl  5Jgl  LsdMdom 5006 goligerol
MBmgds. OOl gobdsgzemdsdo  3gMLmbsgolimzol,
3905 3MMRbowo Jobfoggderols, obLlEGHOIGHMMO,
AG®9bgMol dgliggbgdobmgol gsdmymaowos Mm 13:00
bon-qsb 14:00 Lon-dy.

15. Working time and break time

15.1. The working time of an employee is the time during which
he is obliged to perform the duties defined for him by the labor
contract, job description and internal regulations;

15.2. A 5-day working week is defined for the personnel
involved in the administrative and training process, except for
overtime work;

15.3. The working time for administrative staff includes 40 hours
per week, and the working time for teaching/training staff is
determined according to the lecture hours they conduct, which
should not exceed 40 hours per week;

15.4. The working hours for administrative staff are as follows:
10:00 - 18:00 Monday to Friday. During the day, the employee is
given a 1 (one) hour break period, during which the employee
has the right to leave the workplace. During the day, for staff,
except for professional teachers, instructors, trainers, time is
allocated for a break from 1:00 p.m. to 2:00 p.m.

15.5. The schedule for teaching/training staff is determined
individually, according to the number of lecture hours to be
held, which should not exceed 8 hours during the day;

15.6. The time of starting and ending the work of a professional
education teacher is related to the educational process and is
determined by the order of the director of the center in
accordance with the schedule of lectures and practical classes,
exams. This is reflected in the contract signed with the

15.5.  Labfagerm/Lafgmmbgaro 39MLbmbsolmgols | professional education teacher.
36558030 ©0bgds 060300 ©s, | 15.7. An employee who is a nursing woman and feeds a child
Bobo@oMgdgamo  bogrgdgom  Losmgdol  Momgbmdol | under one year of age, based on her request, is given an
Agbodsdolo, Mo3 o6 bs owgTdsBgdmEIl ol | additional break of at least 1 hour per day. The break for feeding
2496853000530 8 LosU; the child is considered working time and is compensated. By
15.6.  3GMmxgbommo  gobsmagdol  Fobfogargderol | agreement with the director of the center or directly with the
Lod ol ohYgool @O  odMIzMIdOL O™
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0535300690900 Lobffogeom 360Hm3qLmSD Qo
2960LoBE3MGds  396GHMOL  oMgBHMMOL  dMIBdom
©3(303900wo  @wdgogdolbs @ 3OIHOZWO
3935000bgMmdoL,  A5dMm300900L  3bBOOEIOL  FLodsdobS.
50bodmmo  s0bsbgds 3GmBgboo  obsmegdol
0oLo3 50996 QoxzmOIGdMe bgwrdg3Hyemgdsdo.

15.7. ©sboddgdweml, Gmdgwog 89d9MMmo Joeos s
339053L 960 {erodg sbsgzol 35393L, dolo Jmombmgbol
bogdzwDY, 9Iwg3s dsGIdomO Fgbggbgds wgdo
005653 gd 1 Losmols. d53d30L 33900bsm30L dgliggbgdes
0003935 15dw9dsm OHMI0 O 565HVIMMI0S. 396G

©0M9JBHMOMB b MImsme  bgaddmzsbganmsb

Fgmobbdgdom  ©oboddgdel  dgmderos  dgLiggbgds
(90L5500560) 2530yg4gbmUL Lsdmdsm @Ol M™OL Lbgs
dmbs3390d0.

15.8.  Lodm8sm ©@OHMAo 56 003wgds dgbggbgdols o
396980l M.

159.  UBodmdsm  ©G™mIo  0m3Egds O™,  OMES
5b5ddgdo MBmoEm bgddw3sb9wmsb

99096bdgdom  (396G®ol  Tgbmdsdo, b Tob oMo,
O gdl LsdLOBMMYIMOZ FMZogMdL.

15.10. 3bsGgoms Ggosbbdgdols Loggwydzgeby, ddmdomo
b9 dg 36w gdol d9L5dsd0bs, d9L5dgdg0s
39OLMbBoobmgol  49bolLaBEgMML  Jobogebsfgbom
59600 BodMBom  EOMOLYLD  2obLbgsg9dwmwo
30533030.

15.11.  5@dobol@®msgomen
29bLsbLgHYm Lodmdom @OHMOL 396MomJo,
53b5Jd90 ol ®obbdmdom  Jgloderms doggL
L5 gdS 2obsBMEM30gEML Lsbfogarm bogdosbmds, o
0060360 Lodd0s6MdOL FobbmM309wWgds 56 5339GMbIBL

396LMbols dobomgol

dobby  ©o30LMGPMO  FMZoEgMdIOOL X IOMZb
9L gdsL.

15.12.  396@®do0 sbsddmHMIgems  sliggbgdol MH™
239b0bog®ads  ©sbiggbgdols s  Mddg  Wggdom.

51396900l E®gs FsdsMO S 330Ms. Iy ©WYJdO
24960L5%BE3Mgds Lagds®mMzgarml Omdol 3madloo.

15.13.  06®030©sevHo dOMI0m0 bgedn3tHrvegdom
39L53EgdgOos 50306oLGHM(300900 396OLbmbsero
oLddgl bobggo® o6533000byg. Bobggzee gobo3z9m by
©3L5gddgdao  3gMbmbogrol  aMexgozo  Ggmobbdgds

dOH™Iomo bgwrdn3Bregdoom;
15.14.  3g6OLMbsEol LsdLobMTo  AsdmEbogdOLy
Lodwdom 3QA0OL Q©BH™MZ90S gogbotmgds

13930990 39960300 LsdwsEgdol gsdmygbgdom;

15.15.  9cmbgeo-foligerol dglobgd dmbo3gdgdol
39L5dsdols, 396@®oL 503060LEHM300
MREgdsdmbogos  dooml  dgbsdsdobo  Bmdgdo

365L535¢H0m FoBgbom LB Jogh LsdbobwHdo
0533006900L\5300960L 890mbgg3500;

supervisor, the employee can use a break (one hour) in another
part of the working day.

15.8. Working time does not include break and rest time.

15.9. Working time is considered the time when the employee is
with the immediate supervisor

According to the agreement, he performs official duty in the
building of the center or outside it.

15.10. Based on the agreement of the parties, in accordance with
the labor contract,

It is possible to define the work prescribed by the bylaws for the
staff

A time-varying schedule.

15.11. Administrative personnel may be allowed to carry out
educational activities during the period of working time
determined for them, with the consent of the employer, if the
implementation of the said activity does not prevent the proper
performance of the duties assigned to them.

15.12. The rest time of the co-workers in the center is divided by
rest days and holidays. Saturday and Sunday are rest days.
Holidays are determined by the Labor Code of Georgia.

15.13. It is possible to employ administrative staff on a part-time
basis with an individual employment contract. The schedule of
part-time employees will be agreed upon in the labor contract;
15.14. Staff reporting to work and leaving the workplace are
recorded using a special technical means;

15.15. In accordance with the data on arrival and departure, the
center's administration is authorized to take appropriate
measures in case of tardiness/absence from work by employees
for illegitimate reasons;

15.16. The work of employees on rest and holidays, during
breaks or after the end of working hours, is voluntary, is not
considered overtime and is not paid, except when the work
during the mentioned period is a direct order of the director and
management of the company.
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15.16.  @sboddgdwms IMmBomds aliggbgdols s vJdg

©E9gddo, dgbzgbgdol @OMML b6 LsdMdom  EOMOL
©58053Mgd0L 9909, 69054mx3Mmdomos, o6
Boomgwgds  Bgaobs3zgo®  Lodmdsm s oM

0bsBLOMM©Yds, FoMES 03 Fgdmbgzgzqdols, MmEaLss
506036 39H0oMm©do 3Fsmds FoMdmoygbl 3md3sbools
©oMgJHMOoLs s bgedd®gzsbgermdol Mmoo
06 3569g05U.

16. 36500 m@gdso @5  b6sBEIMMgdoL  sc9dg
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16.1.  ©oboddgdwyemo  LoMagdEmdl  ym3z9gwfierow®o
0bsBLoMMgdso 9390w gdom 24 Lsdmdom ol

0E9gbMdOm;
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8980bg93580  2obgL 15 3wgbsO I @YY dgBho
96mdobL 3909 qds;

16.3.  @ibogddgdgenls 8390 gdoL dmombmgbol

MBEgos  HoMdmgdmds  ddomdol 11 mzol  J98gy.
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890dgds dogEaL 90bo8byero 350l goligersdoys;

16.4.  9390mgds g3mMIgds 13YE305HO  FMEOIOL
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WBEgOSFMBOEo oMol bywdmfig®om;

16.5.  5bsBLormmgdso 3390990900l 5©gOoLsL,

QLGP0 ZOOIONME0S S 30009L8 1 (9B0)

33060000 5O A59BOMboEIML  sdloddgdgwro @
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05005bY. MIgEog mbs 5LEGHMMHEIL

©0M9JBH™OoL bgwdmfigmom;

16.6.  5b65B@om©gdol goMgdy 93909 gdol s©0gdobsl,
©oLJGOMWO oIV 930069l 2 (Mm6M0)
QOO®  5QMg  235ROMboML 585Dy  ©adlsgddgdgero,
2905 00  dg0mbggzols,  OHMEs  ogOmMbowgds
8999993905 25009919090 15FYEOEODbM 96 MK sbmMo
000gM3oMHgmdOL godm;

16.7. @dboddgduyaro  gErgdsdmbowos
2963mm3bowo d390mwgds boffor-bsfor godmoygbmb,
0MdEs oM 5MHOL  YBEWGdTMBOWO  9bsBPIMMGOSO
3939099000 359tm09ggbml gemTsbgmols dogmengdoor 14
Mqbg 90 mgbmdom;

16.8.  35¢9bstero ol 24960530 Md5d0,
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16. Duration of paid and unpaid leave and the manner of giving
it

16.1. The employee enjoys an annual paid vacation in the amount
of 24 working days;

16.2. An employee has the right to take leave without pay, which
is defined as 15 calendar days per year. The employer reserves the
right to grant more than 15 calendar days of leave if necessary;
16.3. The employee has the right to request leave after 11 months
of work. With the agreement of the parties, the employee can be
given leave even before the expiration of the mentioned term;
16.4. Leave is made by filling out a special form and signing it by
the director or another authorized person;

16.5. When taking paid leave, the employee is obliged to notify
the employer no later than 1 (one) week in advance and write a
statement on the request for leave. which must be confirmed by
the director's signature;

16.6. When taking leave without pay, the employee is obliged to
notify the employer no later than 2 (two) days in advance, unless
the notification is impossible due to an urgent medical or family
situation;

16.7. The employee is entitled to use the leave intended for him
in parts, but he is not entitled to use the paid income for more
than 14 consecutive days;

16.8. During the calendar year, vacation schedules and order are
determined taking into account the smooth and uninterrupted
flow of the work process, in agreement with the center's
management; (pre-arrangement of vacation in the month of
December).

16.9. The center is authorized to determine the sequence of paid
leave for the employee during the year;

16.10. The director of the center has the right to refuse to give
consent to the leave request in the extreme case, if in the given
period, based on the service necessity, it is not advisable for a
particular employee to take leave, unless the reason for taking the
leave is honorable;

16.11. If the granting of paid leave to the employee in the current
year may adversely affect the normal course of work, and the
employer is in a force majeure situation, with the consent of the
employee, it is allowed to transfer the leave to the next year. It is
not allowed to carry over paid leave for 2 consecutive years;
16.12. Due to operational necessity, it is allowed to call the staff
from vacation, with his/her consent. In such a case, the employee
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has the right to use the remaining days from the interrupted leave
in accordance with the applicable rules;

16.13. During the paid vacation, the employee will be given a
salary in the amount of official salary;

16.14. The employee has the right to take advantage of additional
paid leave in the following cases:

16.15. Marriage - 3 (three) working day leave;

16.16. Death of a family member - 2 (two) working days leave
(family member means: mother, father, child, grandson, spouse,
sister, brother, grandmother, grandfather, mother-in-law, father-
in-law, mother-in-law, father-in-law);

16.17. Death of a close relative: 1 (one) working day leave (close
relative means: uncle, great-aunt, aunt, cousin, cousin, wife's son-
in-law, wife's sister, cousin, mother-in-law, son-in-law, sister-in-
law, godfather/godfather);

16.18. Marriage of a family member - in the city of Batumi - 1
day, outside the city - 2 days.

16.19. In the case of performing the duty of the head of a
structural unit or an employee of a structural unit on leave
without pay determined by the order of the company director,
the salary of the staff on duty is determined only by the amount
of the salary of the head of the structural unit or the salary of the
employee on vacation/business trip, if their salary is higher than
the salary of the staff on duty. In such a case, the increment is
given according to the term of duty.
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17. Maternity leave

17.1. Anemployee shall, upon her request, be granted paid maternity
leave of 126 calendar days, and in the case of complications during
childbirth or the birth of twins, maternity leave of 143 calendar
days;

17.2. Employees may distribute the period of leave under
paragraph 1 of this article at their discretion over the pregnancy
and postnatal periods;

17.3. An employee shall, upon his\her request, be granted
parental leave of 604 calendar days, and in the case of
complications during childbirth or the birth of twins, a parental
leave of 587 calendar days. 57 calendar days of the leave shall be
paid;

17.4. A period of parental leave as provided for by paragraph 3
of this article may be enjoyed in whole or in parts by the mother
or the father of the child. Enjoyment of maternity leave as
provided for by paragraph 1 of this article is an exclusive right of
the mother of the child, although the father of the child has a right
to enjoy the days of said leave which have not been used by the
mother of the child;

17.5. When taking a period of parental leave, an employee shall
notify the employer thereof 2 weeks prior to taking the leave. The
employee shall use the paid part of maternity leave and parental
leave in sequence, for 183 or 200 calendar days, respectively.

18. 8og¢0bgds

18.1. 803067905 5690 slagdgdwgErol Fog LsbebmmgdMOZ30
dmgo¢gmdol  M™gdomo  FgueHegds,  doMHOMIWO
153350 SEYOWOL FoMgo;

18.2. 303069030l dglobgd  25050Y39G0wgdoL  0©gdL
©oMJBHMOo dMAsbgdom, foMoygbowo dmblgbgdomo
056500 bg3dzgwby.

18. Business trips

18.1. A business trip is a temporary performance of official duty by
an employee, outside the main workplace;
18.2. The decision on business trips is made by the director by
order, based on the submitted report card.

ND2-03

doenodoos/Valid from: 01.09.2021

93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3

3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog

28




ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

18.3. 303¢0bgdols dgbobgd dmbligbgdom dsMsmTo mbs
dogmomml  0bxgm®mdszos  d03w0bgdol sy (9d)ob,
303¢0bgd0ol J0Bbol, F03ww0bgdsdo golisdaBogMgdgero
306(90)0b, 30300690530 4533930400l 54930 gdMdOL

ob  903w0b6gd0m  gomzoolfjobgde  dgbgg®sdo
dmbsffoengmdol 33O GOMBIOL, dogaobgdol
sfiyqdobs D) QILOWEGdOL 056MH0(9d)o,

903w0bgdsLbmob ©535380M9do VMbolidogdgdols s
Jom0  gobsblmmo  MBOHWLE39wymzgoLsmzol  LsFomm
LobbMgdol, dodfzgzo  dbo®ol  (SLgmol  SGLYdIMBOL
390mbgg3530) D) o0 396513690l dog®
absbsBEIHIBJO  Mobbgdol, saGMgmgg dogerobgdol
deboermbyeo 99093900L dgliobgd.

18.4. dogwobgdol botx9gdl 3b5BEsmEgols
©5dbogddgdgero. 00  39WEYdMos  dogerobgdol
LOWMWgdoEsd 3 (bsdo) EEobL  obdogermdsdo

§o608m0y0bmlb  Lsdogzwobgdm  mMsbbgdol  gobotxgol

©535oLGHOHJPgo  hg3900. 0¥ ©sLOJIGdMO
903006900l BsBIXMIWMOEbzsl OMMWI© 96
§o00my9bUL, d03w0bgool  dqledsdolbo  msbbo
05993000985 bgea3sliosb;

18.5. ©53b5gdgde0ol Boge ILsddgdeols dogerobgdsdo
29300365 o6  doobbgzs Mmoo  bgerdg3yegdol
sMLYOOMO  30MHMdJOOL  Fg33ee©, mvy  dogerobgdol

3900m©o  fgwoffsdo 45 35¢gbsmme L o6

009353905;

18.6. ©053L5gdgdgeo 15390 b6 goom
OPO0639yngl  ©dLyIdPPIL 3350803300k
RN QUG 3MOLYdOm, MHmdgeos d9oo0b

bgdg36megdol  dmddggdol  LsgMomm  gssdo. ob
15339 0%303530M AM960b6y-3MMLYdO, MmImgdog
GYMYYs  1ogdosbmdol g Egdol YOOl
BoMRIOL 49Mgo (Lbgs Joewaddo sB\@s Lsbmgstastgom)
o6 Bo0m3mgds dogeobgdsc.

18.7. 08 9gdmbggzsdo vy 396GH®OL  096533OMIcrol
&M9b0babyg, 3mbx8gMHgb30sBY, 3mM30Mm3%by, Lgdobotrbyg b
bbgo  dbaogl  ©mbolidogds®y  dogwrobgdols  bsGxo
(BMBL3OE0, 33909, LELEHMBOM) 0GOS VMboldogdol
mOs60BsGHMmMol  Jogh,  396GHM0  3bsdIOMIgEl
15303e0693M botxl 56 5965BEoMYOL.

18.3. The business trip report card must contain information about
the place(s) of the business trip, the purpose of the business trip,
the person(s) who will go on the business trip, the necessity of
going on the business trip or the necessity of participating in the
meeting provided for by the business trip, the start and end date(s)
of the business trip, the events related to the business trip and their
About the funds required for financial security, the inviting party
(if any) and the amounts to be reimbursed by the latter, as well as
the expected results of the business trip.

18.4. Business trip expenses are covered by the employer. He is
obliged to present the checks confirming the expenditure of the
funds within 3 (three) days after the end of the business trip. If the
employee does not submit the cost estimate for the business trip
on time, the corresponding amount of the business trip will be
deducted from the salary;

18.5. Sending an employee on a business trip by the employer is
not considered a change of the essential terms of the employment
contract, if the business trip period does not exceed 45 calendar
days per year;

18.6. The employer, at his own expense, provides the employee
with training courses that are included in the general period of
validity of the contract. Qualification training courses that are held
outside the place of activity (in another city or abroad) will not be
considered business trips.

18.7. In the event that the travel expenses (transportation, meals,
hotel) of the center employee at the training, conference,
workshop, seminar or other similar event are covered by the event
organizer, the center will not reimburse the employee for the
travel expenses.

19. 3630l 565BMavYMgdoLs s 5sd0gw0bydem 0sbbgdols
253990L O™ S SEYOEO
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19. Time and place of payment of wages and mission funds

19.1. The employee's work schedule is determined by the
contract signed with him.

19.2. The employee's salary for each calendar month is paid once
a month through cashless payment no later than the last working
day of the current month.

19.3. The remuneration of the vocational education teacher of the
center is given according to the hourly workload.
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19.4. Remuneration of the instructors of the center in accordance
with the rules defined by the service contract.

19.5. The manner and terms of issuing the employee's business
trip funds are determined by the current legislation of Georgia
("On reimbursement of business trip expenses for employees"
Decree of the President of Georgia of April 20, 2005 N231).

20. ©sB®3935
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20. Insurance

20.1. The Centre providesits Employees and their family members with
health insurance;

20.2. 50 % of Insurance package will be paid by employer, another
50% - by employee.

omsgo 11

Chapter II
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The rule of notification of absence from work
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21. The duty to perform the work personally and to perform the
duty of another employee

21.1. The employee is obliged to perform the work personally.
21.2. In the event of an employee's absence, the director of the
center can order another employee to perform the duty of the
absent employee temporarily, both with the release from his
official duties and without release from his official duties.

22. Lodlsby@8o  g58my3bogdemdol  dg@ygmdobgdols
folo

22.1. §obsbfo® 3bmdoo Lods@Eom dobgBom Lsdlobw®do
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22. The rule of reporting non-appearance at work

22.1. In case of not appearing at work for a well-known reason,
the employee is obliged to notify the immediate supervisor at
least 2 (two) days before the absence (in writing, by phone or
through e-mail);

22.2. In case of not showing up at work for an unknown but
valid reason, the employee is obliged to immediately notify the
immediate superior of the estimated period of non-appearance,
indicating the appropriate reason. In case of non-appearance or
lateness to work without a known reason, after reporting to
work, the employee must submit an explanatory card (by e-mail)
regarding non-appearance/lateness to work;

22.3. The employee is obliged to inform his immediate superior
and the human resources management manager in advance
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9 SO5Lo3sBHOMm 33056900l 9B sMg  Hobigarol
d98mbgggzsdo, 239600 530bsbLwGo Lol gErobs,
d9L50gdgEos  F9GIMEIL  bbgs  obodwobsmrvero

boLsMOL VMBOLd0YdYdO.

about reporting late to work and/or leaving work during the day
(except for the cases stipulated by the bylaws).

22.4. 5 times 30-minute lateness during 1 calendar month will be
considered honorable, and the following events will be held
above the mentioned limit:

a) Dishonorable lateness/early departure - deduction of 1% of
salary;

b) every subsequent lateness/early departure - deduction of 2%
of salary;

c) In the case of an employee's absenteeism from working hours,
an amount equal to the daily salary of the missed days
(calculated in the current month) will be deducted from his/her
salary;

d) In case of an unjustified reason, the daily salary will be
deducted for 3 (three) hours or more missed work during
working hours.

e) In case of dishonorable lateness or early departure, in addition
to financial punishment, other disciplinary measures may be
taken.

23. LALIbMMOL o3 hs bsds@Gom doByBob gsdm

23.1.  bs893om LosmgdOL o305 LadsEHOME PsomzEGdS
39900930 doHgBgdOL 3o0m:

) LodMdsm LsomgdOL 2530g6s 9350TYMBMBOL Asdm 5
09007 3500580, §Jodol JogM 453900 535008YMBMBOL
©505@3LEGHWMdI0 ©M™3999b@0L §o00ma9bol
990bg93900.  oLYTJOMO  FoWIYINOS  SLYMO
3b™dOL sbewo gwgdEHOMbYwo BmOIom FoMdmoaobml
0099 gbolb goblbol Eolmsbagyg, bmwm mMoyobsco
00 g@gbo dobo obm®mzol Mgl;

0) 9300l 535003YymBMmdol dgdmbggzsdo Fomdmoygboen
mbes 0g65b dz0q0l 3bmds bodgogobm
509909 gd0B  sAJBdY M  Fgmsbbdgdom
05189@9b 1 (gMmo) 330600Ls, oM dodmbszcrolio
d90mbgg3gdoby, MHmIgeos 06030 Mo
29bobomgds oMgd@meol Joge.

23. Reasonable absence from working hours
23.1.
for the following reasons:

Absence from working hours will be considered as a reasonable

a) due to illness within 5 days, in case of an appointment issued by
a doctor confirming the illness. Employee is obliged to submit a
copy medical bulletin electronically via email on the day of
opening it and to submit the original medical bulletin on the day
of its closing;

b) In case of a child's illness, the child's medical certificate must
be submitted by employee within 1 (one) week, except in
exceptional cases, which are agreed individually with the director.
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24. 658000 IOMIoLLYMBIOMdS

24.1. ©H™mgdomo  IOHMIoLvybo®mmdoL
(635004mxmds,  MdgEMGmO  Fgdmbggzs  ©@o 0.0,
©3>gdgd o 390 EYOYWOs ©799™369d@wog3
3953¢)4Md0bmlb  ©sdlogdgderol  Mgmgdsdmbow 30O
20b08bEol Momdsby.

24.2. @H™M9d0m0 36M3obrymBo®@MdOL O™,
©5Lod39dMWo  MREGISTMLOEI0s  ObIMYJOEML 56
365B0smMgdso 8390 mgdom, Gmdgmo 9O  mbs
509935390MmEIL HBgobgE 40 (mHIME0) owgbostym
oL, bawem 6 (9d3bo) ™30l obdogermdsdo LogHmm
3o 9 by 00gds@gdmegl 60  (bLodmEo)
3PP g,  fobrowdngy  Fgdnbzgzedo,
59159890900 MBGdSTIMBO0s J9hHYy30@GH™ML IHMIomo
53O

24.3. 51590900 35¢gde0s  [oMmBmoobml
d9Lod530lO (36MdY, 2533890 3mI39BH9bGHMEmo 9Jodol sb

15990030bM sHglgdEgdol doge.

d90mbggzsdo

24. Temporary incapacity to work

24.1. Employee is obliged to immediately notify the authorized person
of the employer regarding temporary incapacity for work (illness,
accident, etc.);

24.2.During temporary incapacity for work, Employee is
authorized to use unpaid leave, that shall not exceed 40 calendar
days, or the total incapacity period shall not exceed 60 calendar
days per period of 6 months, otherwise, Employer is authorized
to terminate the employment contract;

24.3. The employee is obliged to submit the relevant certificate,
issued by a competent doctor or medical institution.

25. g8y ewggdo

25.1. 9989 ®9gds doobbggs LodsMmgzggaml IHmdols
317800 b0 7y s 39bAHOOL @oMgIHMOL
3096 29bLsBL3zOMo EILZ9HYdOL MYIdO;

252, ©sb5da900 0sbsbdss, LsdmBsm dgolimrgarml
LodoOmggerml  d0mdol  3mgduom  sygbowr  v4dg
©©Y903d0, bbgs LsdMdsm LGB0 LZgbgdOL botxBYg;
253. ©sb5gdgdgeol dogH MJdg ®9qddo Lodwmdsml
AgbeHEmgds d00Bbg3zs Bgasbs3zzgome Lsdmdosme dobo
365B0MMHgO0L 306090 2560LsBOZMYdS obogsbshgliols
d9-5 9mbarol dglsdsdols.

25. Holidays

25.1. Holidays in the Centre are considered holidays established under
the Labor Code of Georgia and holidays defined by the director of
the Centre;

25.2. Employee agrees to perform the work on holidays
established by the Labor Code of Georgia, on behalf of other days
off;
25.3.
deemed overtime work and the terms for its compensation shall
be determined in accordance with Article 5 of this Policy.

If an employee works during the holidays, it shall be

msgo 111

Chapter III

396& Mol dogH sagboemo 99bwwy3gdo

Restrictions established by the Centre

26. 05305gmb\gergd@Ombryemo Logs@gEol dmbdamgdols
ffobo s swpowo

26.1. 98390905 396@®oL A9IM0FGHMMH05DY
0590540/ 909G OHMmbmeo Logs®gEob dmbds®mgds;

26.2. §obsdgdotg 9mbeol os®3z930L dgdmbgagzsdo,
396@Mob 5d0boLEHM30s "3¢g05dMBOE0s
2990m0g9gbml dglodsdolbo Mmsalibolddgdemdol Bmds, Mog
0m35¢obiobgdlL  gMmxgMs© ©oxsMmodgdsl 100 (sbo)
oMol MmEIbmdom, bmem 4560gmeHqdol dgdmbggzsdo
150 (sLMOIN(399M0) WMHOL MEIbMdOm;

26.3. 08 990mbggzsdo, 0v) 50bodbero Mgy s3o0L
Q©M3935L 996900 LobBHYIsGHOMMO bsbosomo
(osgodbodgds 3 @d JgBo  Jggds)  xoM00s
2960L5BL3Mgds 1000 (505L0) sGOL MEIbMdO;

26. Rules and place of use of tobacco\e-cigarette

26.1.1t is prohibited to use tobacco\e-cigarettes in the territory the
Centre;

26.2.1In case of violation of this Article, the administration of the
Centre is authorized to apply an appropriate measure of liability,
which includes a fine in the amount of 100 (one hundred) GEL,
and in case of repeated action in the amount of 150 (one hundred
and fifty) GEL;

26.3.In case when the violation of the present Article has a
regular basis (3 or more actions will be observed) the fine will be
set in the amount of 1000 (one thousand) GEL;
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26.4. x56H090L ©o30LMYOS 395GHGL 56 sHMTJ3L VB,
§0bsdgds6g dMberol sdMH 3930 300900l Jodstrm Lbgs
0obL303w0bMEMO 35HbolidygdEMdOL Bmdgdo.

26.4. Application of a fine does not deprive the Centre the right
to apply other disciplinary measures against persons that are
violating the present Article.

27. 3gOLmbseom dmboggdos ©o33s. ©oLsddgdMEmms
306500 bsgddg s 36mdOL 393gds

27.1. 39660 MBOMb3geymal bodotmzgerml dmddgwo
356Mb3gdMmdols d9Lodsdols, 396Lmbsmeo
9bs(399900L ©;335L.

27.2. 3963630 3gOLmbscrMo dmbsi399300L o330
dobbomn  0mgdggdl  3gOLlmborme  dmbsgdos
53998539006 3m0G035,  MHMIWOolL  sObMYgds3
1535¢YOEIMS 5Q053060bEHMOE0Mwo
396LMmboolsmgol.  39OLMmbsermmo  Imbszgdgdol
53350, ©5399853905L s FgaMMm39gd0L FoBOMIGOMBLL
MBOHW6390Ymxzl  395GHMOL  5sd0sbmGmo  HglMLgdols

d9bgx96o0.
27.3. 396680 ©slsddgd Ml go9Bbos 3oMoo Laddy,
H03gbss 3 o63m9dL 395360l 5530560

MH9LwOLYdOL domz0l dgbgxgMo;

27.4.  ©5b5dd909ol 30650 boddol o6 SMLYdMBOL
8900bg939d0, 396@M0 o6 AsL3gAL 3BMBdSL Fgladsdolo
30600L  (306GH®00  L5gd0sbMmdOL Fqlobgd s 0FHM3gOL
MBEGOSL 56 IMIbEobmL Lobgerggslie 96560qLHMmMYdS
5060360360 36:Mmdqdol 50ImBb3MA©Y);

27.5. ©d5b5d093Mmo  35¢gdM0s  306Mso  Logdg
39bosberml  5sdobmMo  Mgb®Lgdol  JsGrmnzol
3969x 900l Immbmgbosb 1 (9Mm0) 330600l 350500.

27. Protection of personal data. Personal file of employees and
issuance of notification

27.1. The center ensures the protection of personal data in accordance
with the current legislation of Georgia.

27.2. In order to protect personal data, the center has a personal
data processing policy, the implementation of which is mandatory
for the administrative staff. The human resources manager of the
center ensures the protection, processing and purpose of collection
of personal data.

27.3. An employee at the center has a personal file, which is
managed by the center's human resources management manager;
27.4. In the absence of the employee's personal file, the center
does not issue a notification about the relevant person's activities
at the center and reserves the right not to make salary payments
until the mentioned problem is eliminated;

27.5. The employee is obliged to update the personal file within 1
(one) week from the request of the human resources management
manager.

28. 39MGMIol s330Ls @ bbds®ULsfobsswdogam
MLsgHNbmgdol Beryso 0blGMMI 0900

28.1. 396360 35¢gdE0s MBOHNMB3gEgmU:

o) 9mbsdLobMHoL dog® 9999396bgdgwo
LoABobMEBIOHOZ0 L5gd0sbMdOLMZzOL d9qLsdsdolo
399603M6M0 FbsmF M.

0) 3560 LaboEeMomw-30309699M0 30HMBdJdO.

3)  909dEHMMAY3560MdoL, Asbsmgdol, fgwobs o
Lo3obogrobogom d095943560@MdOL, 2390dMBOL
35050 385mds.

©) MBoBOHObM s 3300 bdYdom goMgdm.

9) 9393719300L 99adol 898w doggds @5 MZoElohobm

500l 2503360,
3) bsbdMol hogmMmdoL Lbsdsegdol ((39:3bwrdodM(9d)ols)
296m53Lgds, bobd®mols Bod®mdol L5dMogdol

299mygbgdob fabol Lfogargds.

) Lobobd®M-Ls0sdggem  Lsdlobwymob  Ggwgrmbol
B@IOOL M35eLBObM 5QYOWIOL godm3zMo.

) 9cbsdLobMMOL  M9BsdEYOMBSDBY ob0Tz60LMBs3Y
dobomgol bsbdmol OML  1sgz93wo3om  39gadols o
bobd®Hol BogO™doL bodmegdgdol gsdmygbgdol {gbol
2530Mds.

28. General instructions for labor protection and fire safety

28.1. The center is obliged to provide:

a) Appropriate technical support for the employee's smooth work.
b) good sanitary-hygienic conditions.

c) Proper operation of electrical wiring, lighting, water and sewage
pipelines, heating.

d) Safe and calm working environment.

e) Develop an evacuation plan and post it in a visible place.

f) Placement of fire extinguishing means (fire extinguisher(s),
teaching how to use fire extinguishing means).

g) Posting the telephone number of the fire-rescue service in a
visible place.

h) Upon appointment to the position of the employee,
familiarizing him with the fire evacuation plan and the rules for
using fire extinguishing means.

28.2. Administrative staff, invited professional teacher, instructor,
professional student/trainee are obliged to:

a) to comply with labor and fire safety requirements provided by
the current legislation of Georgia.

b) use electric wiring according to its intended purpose, do not
allow the arbitrary connection of such devices to the electric
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©) Lsdndsm  MMoLb  EsLEOWWgdOl  Jdymad
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©56M93mb bndgHbyg: 112.

3) 35056Mmb 396EG®oL doge MmM6obdMwo Lffsgargds
bobd®ol O™l 93539953008  49adols @5  bsbdMoL
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28.3. 1LsBOOLMOOL  ©TsBHJdomo  0bLEGHMMJ309d0
2960LoBE3Mgds  396@GOOL  oMgdEHMMOL  dMAsBIdom

5333039090 HJAs300L Fglodsdols.

network without a specialist, the operation of which creates an
increased risk of fire.

¢) not to use malfunctioning electrical equipment. In case of failure
of electrical equipment, the employee must immediately inform
the relevant structural unit/responsible person of the center.

d) After the end of the working hours, turn off the computer and
other types of electrical equipment, including lighting equipment,
from the power grid.

e) If signs of fire are detected in the building of the center,
immediately notify the relevant structural unit/responsible person
and/or call the number: 112.

f) to undergo training organized by the center on fire evacuation
plan and use of fire extinguishing means.

28.3. Additional safety instructions are determined in accordance
with the regulation approved by the order of the director of the
center.

msgo IV
3MO3mO30¢0 JMwEHUOol Bmyswo bm®mdgdo

Chapter IV
General norms of corporate culture

29. 900030L5 ©s J3930L 6mEM3gd0

29.1. 3963®0o  53Mdogrmos  Bgdolidogho  Labol
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X HBMOO IMIsMgMmdoL 96 bbgs 6odbom;

29.2. ©obogdd9gdmeml 930doengds:

29. Norms of ethics and conduct

29.1. The Center prohibits any kind of discrimination based on
race, skin color, language, ethnic or social affiliation, nationality,
origin, property or rank status, employment contract status, place
of residence, age, gender, sexual orientation, disability, health
status, religious, public, on the grounds of belonging to a political
or other union (including a professional union), marital status, or
any other reason;

29.2. The employee is prohibited from:

a) inflicting verbal or other insults on other employees and/or
customers, using incorrect words;

b) Importing and distribution of gambling, alcoholic and narcotic
drugs, as well as political and religious propaganda, advertising

ND2-03

doenodoos/Valid from: 01.09.2021

93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3

3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog

34




ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

5) bbgs sloddgdwemomgol s6/@s dmdbdsmgderolomgol
LoEY309M0 b Ubgs Lobol dgwdosbemgol  doygbgds,
3653mM99dGHMo bLo@Y39d0m J0doMMNZH;

0)  SBIOGHMO  M053gd0L,  s3M3IMEIIOHO o
650303030 BodMoErgdgdol, sS3Mgm3g 3ME0EH03MMO
Q5 M9E0R00M0 bO5FOESFOM, LMY TN BYOHEFEIOOLS
5 3MHMI58530900L F0mE9bs s 293MEgmgds, Abgsglo
o659 gd0L 253900905 9gbmdsTo;

3) 396GMOL BHIO0GHMM0sDY 3E0GH03MNMO bolosmol
299mbgegd0Ls s 3oGH0bygdol dmfiymds;

3) 53L5gdgdeol, dobo  3MMEYYIEJool, 9TsMMNZYEO
2391600, 5d30MmbgMgdol 56 0ebsddMmdcgdol dglisbgd
2963bogdol 993900905 g0  (Mbwsob  dgwool,
09303000 8gool, GHgawgzobool, Msom ©s bbgs
B900L3ogMo F9E0sLsdrYoEwgdom) 56 dobbowgs Loy sMm
0 Bobgzmo Loxs®m 99b39Mmgdbyg. ologddgdwyenl
abg3g  93Mdoegds  0dbxgeml  sdlagddgderol, dobo
360Hm©vYd3H9d0l, 335603900 4bOL, sd30mbgyMgdol b

05653dMMAgdol  Fglobgd  BgdoldogMHo  mbarsob
Lbodmoegdom,  OMIGErog  dmo@Esgl,  8saMmsd 96
890009356 gdy, obgom  bmgoserwe  Jugangdl,

Mmame0o3ss: Facebook, Twitter s bbgo @sdliaddgderols
§0obsLHo0o obbIMdOL yo69dy;

©) 3IGbWLLOM@O, 25HBoL 96 LsxgsbBHOL  0sMsVOm
390mbgas;

9)  Lsdmdom  sY0DBy  dgzofmmgds  (Gsd  Bmeol,
LgJbomBo  8g30(6MHmgds) 39MGdmE, 306MoL  dodstron
3M5LslIM39w0  J3939, MMIgog doBbs obsbogl b
ofigg3l  dobo  oMLYdOL  Fgesbgsl s  doLomgol
05050069090, IEHMME0, ©35830MIdI0, VoMLYdOL
899¢sbzgwo 96 8gw6o3bdymagao 4o6gdml 8gddbsl;

3) 396@®0oL 00 sEyOwgddo, GMIIddog MHIOO
0535309, 91939 LOTMWOEGHMOGPE s ULbgs Lobob
39d603196  ©BsYRIMGOD  53Moremos  mbgzsO
15339000, 05 F0Jom/dMMNEWOm (MHZLEBYEOL A5MgdY)
LobAol  (gsgs, ddBosbo  Labdgegdo)  (Meglobmeols
39M9dg), b ULbgs Loobol 8gdaggwro  3GMm©d@ob
890m@obo;

b) 0Lgoo Labob §dggdol gobbmMEogewgds, Gog 0f393L
39630l 06x3mLEHOMIGHWOOL OH0sbgd,
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leaflets and proclamations, making similar inscriptions in the
building;

¢) organizing political speeches and rallies on the territory of the
center;

c) Making announcements about the employer, its products,
management team, shareholders or employees through the media
(online media, print media, television, radio and any other
media) or discussion at public or semi-public meetings. The
employee is also prohibited from discussing the employer, its
products, management team, shareholders or employees in any
online medium, including, but not limited to, social networks
such as: Facebook, Twitter and others without the prior consent
of the employer;

d) entering with firearms, gas or spray guns;

e) Harassment at the workplace (including sexual harassment), in
particular, unwanted behavior towards a person, which aims or
leads to harming his dignity and creating an intimidating, hostile,
humiliating, degrading or insulting environment for him;

f) It is forbidden to bring liquid food, open cup/bottle (without
lid), drink (coffee, carbonated drinks) (without lid) or other
liquid-containing product in the areas of the center with soft
floor, as well as near simulators and other technical devices;

g) carrying out such actions that cause damage to the center's
infrastructure, pollution and/or distortion of its appearance;

h) any other type of action that may be considered unacceptable,
illegal and/or harmful to the center;

29.3. The instructions/warnings of the administration regarding
the established prohibitions are mandatory to be followed;

29.4. In case of violation of the rules of conduct, the center's
administration has the right to take the necessary
measure/measures against the violator;

29.5. The decision made by the administration in relation to the
violations of this article can be reviewed by the integrity and
discipline protection body of the center based on the request of
the violator, and if the action contains signs of administrative
misconduct or crime, the center is entitled to refer to the relevant
structural unit for response.
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30. Limitations established during the performance of work

30.1. When performing work, the employee has the obligation -
a) to perform the work personally, conscientiously, politely,
qualifiedly and in compliance with the highest standards of the
quality of the work to be performed;

b) constantly monitor the internal organizational documents and
be informed about the changes made in them;

c) to use all means at his disposal in order to maintain and improve
the business of the employer, and not to harm, in any way, the
business interests of the employer;

d) obey the labor discipline, fulfill the requirements of the internal
organizational documents of the employer, taking into account the
changes made in them from time to time, as well as perform other
tasks of the employer within the scope of the work stipulated in
the contract;

e) bear full responsibility for property or non-property (business
reputation) damage caused to the employer, which is caused by the
employee's respective actions or inaction. The employee also
fulfills full material responsibility for the property belonging to the
employer, which was given to him in the process of performing
the work;

f) to fulfill the instructions and instructions of the supervisors in a
timely and quality manner. In the event that the work
performance schedule is not agreed upon, the employee is obliged
to start performing the work from the moment of receiving the
task from the employer. Based on the request of the employer, the
employee is obliged to prepare and submit a report on the progress
of the work in a form acceptable to the employer. If the deadline
for submitting the report is not specified, the employee is obliged
to submit the report within 5 (five) working days;

g) to participate in educational events and trainings organized by
the employer.
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31. Dress code

31.1. Administrative and teaching/training staff of the Centre is obliged
to appear in moderately classic style clothes (Business Casual);
31.2. Itis not allowed to wear clothes with insulting words and/or
pictures on it;

31.3. Clothing shall be clean and in good condition;

Repeated breach of this Article may cause a disciplinary sanction
against the employee.
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32. General standard established by the Centre

32.1. The standard for answering phone calls by the employee is set:
"Meridian," name ", listens to you";

32.2. When sending an e-mail, it is obligatory to use the Georgian
font, to indicate the "subject" field, to sign (SIGNATURE) and to
indicate the identification data;

32.3. In order to ensure security in the Centre, inside and outside
territories of the Centre is being filmed, about which the
employees and customers are informed through special notes;
32.4. Employees are obliged advice customers on the services of
the Centre.

33. 0565306GmIgmms  06xm®IoMmYRs  LsdlsbmGgdmog
Usgombgdbg Lsds®mommgd®mogzo  sdBgdol  aodmEgdols
O™

33.1. 396¢®0b oMgdEm™mols dogm dolo MeBegdsdmliogngdols
R gddo  450m3900@0  396GHMOL  LogddosbmdILmD
5393800900 dMdsbgdol, fabol, 0bLE®mwsoob,
AgbOHMEgds  LogswradwEms 396GH®To  ©sbdgdEo
439ws 056599HMAwobm30L.

33.2. LEALEbYMYOMOZ  Logombgdby, sbgzg  LaLfsgarm

33. Informing employees on official issues during the issuance of
legal acts

33.1. The fulfillment of the order, rule, instruction related to the
activity of the center issued by the director of the center within his
authority is mandatory for all employees assigned to the center.
33.2. It 1is mandatory for and professional
students/trainees to familiarize themselves with legal acts,

employers

regulatory rules, and legal acts defining educational activities.
33.3. The availability of information to the employees is provided

LogdosbmdOL 256aLsBEzMgEo LSToONGOM0Z0 |by the manager of human resources management by sending the
29d@BHadob, 3560930 MHdJC0 §9Lgdol |regulations to the information board and/or to electronic mail,
53b5gdd90wgdobo Qo 36MHMBgLOYYO
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through One Drive. It is possible to inform in the format of an
information meeting.

33.4. The educational process management service has the
obligation interested persons
(professional student/trainee, vocational education teacher) of the
defining acts of the educational process. The mentioned regulations
are placed on the information board for the purpose of
familiarization, it is also possible to provide the information to the
interested persons in the format of a meeting and/or send it to an
electronic mail.

to share information with

»sgo V

Chapter V
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The types of incentives and Disciplinary Liability
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34. Encouragement

34.1. For the successes achieved by work and in the public
activities of the center, for long and conscientious service, for the
performance of a task of special difficulty or importance, as well
as taking into account the results of the evaluation of the activity
of the administrative staff, the following incentive forms are
used:

a) declaration of thanks;

b) one-time financial reward and/or gift;

c) early removal of previously imposed disciplinary fines;

d) promotion;

e) salary increase;

f) transfer of the relevant deed;

g) Issuance of monetary reward (premium).

34.2. The immediate superior has the right to submit a report
card to the director about the use of any form of incentive for the
employee, as well as the manager of human resources
management.

34.3. The authority to use incentives based on this article is given
to the director of the center.
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35. olodobnmo 3sLvgbolidggdamdol Labggdo s | 35. Types of disciplinary responsibility and disciplinary
©0oLE03obMMo [s®mImgds proceedings

35.1. BobBogsbsfigliols, 395G 90305 ©> 35.1. In case of violation of the bylaws, ethics and disciplinary

responsibility rules of the center, rules defined by other internal
administrative-legal act of the center and/or the obligations
imposed by the labor contract signed between the parties, as well
as on the basis of the results of the evaluation of the staff's
activities, the employee may be subject to the measure of
disciplinary responsibility provided for in the bylaws.

35.2. Types of disciplinary responsibility are:

a) written note;

b) severe reprimand;

c) warning;

d) withholding of salary of no more than 10 (ten) working days;
The total amount of one-time deduction from the labor
remuneration should not exceed 50 percent of the labor
remuneration.

e) dismissal from the occupied position/termination of the
employment contract;

When imposing a disciplinary penalty, take into account the
severity of the committed misconduct, the circumstances of its
commission, the employee's work and his general behavior;

35.3. Before applying the disciplinary responsibility, the violator
of the discipline should be asked for a written explanation;

35.4. An appropriate disciplinary penalty may be applied for each
violation of labor discipline;

35.5. Any employee of the center has the right to submit a
reasoned statement about starting disciplinary proceedings and
convening the commission;

35.6. Information about the disciplinary penalty imposed on the
employee should be placed in the violator's personal file;

35.7. The director of the center has the right to remove the
disciplinary penalty from the employee ahead of time by his order.
35.3. Disciplinary proceedings are carried out by commission. The
commission should consist of no more than 5 members.

35.4. The grounds for initiating disciplinary proceedings are: a
substantiated statement/complaint of the director, human
resources management manager, as well as any person employed
at the college and/or professional student/trainee, who believes
that the person's actions have violated or may violate his rights and
legal interests, as well as caused or will cause damage the interests
of the Center, or the person has committed an act that violated the
labor regulations or the rules established by other internal legal
acts.

35.5. An interested person applies to the director of the center
with a request (application) to initiate disciplinary proceedings. In
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the statement, it should be indicated about the violation of a
specific norm established by the "rules of ethics and disciplinary
responsibility", internal regulations and/or other legal act of the
center, and the interested person should also indicate the
information available to him, which confirms the violation of the
relevant norm.

35.6. In the case of the availability of information/documentation
regarding the application/violation by the interested person, a
disciplinary commission (hereinafter - "Disciplinary Commission")
is established by the director's legal act, to which the received
application/complaint/information/documentation is delivered.
35.7. The disciplinary commission reviews the
documentation and makes a decision to initiate or refuse to initiate

received

disciplinary proceedings. The decision of the disciplinary
commission to refuse to initiate disciplinary proceedings must be
substantiated.

35.8. In case of initiation of disciplinary proceedings, the
Disciplinary Commission has the following powers:

a) to study the documentation at his disposal, to listen to those
interested

Explanation of the parties - explanation;

b) to request additional documentation/evidence in order to study
the issue in every way and objectively.

¢) In case of imposing a disciplinary penalty for disciplinary
misconduct, submit the relevant decision to the director of the
center for execution.

35.9. In the event that disciplinary proceedings are initiated
against the employee, he

Enjoys the following rights:

a) to make a reasoned decision on the initiation of disciplinary
proceedings against him.

b) attend the discussion of the disciplinary proceedings and enjoy
the right of defense.

c¢) to provide the disciplinary commission with the information
and evidence at his disposal.

d) to participate in the discussion of the issue.

e) to demand that the issue of disciplinary proceedings against him
be discussed at a public meeting.
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36. 2956(3bogdoL/LaBogzMOL 3obbowmgs 36. Consideration of application/complaint

36.1.  ©obEo3wobMMds  3mBolosd  obgbogds | 36.1. The Disciplinary Commission issued a
MboBogo6o  /m3mIgb@ogos  /obgm®mdszos  vmbs | statement/complaint/documentation/information must consider

the principles of competition and equality before the law with
protection.

36.2. The disciplinary commission makes a decision to hold an oral
hearing On the basis of. If necessary, the disciplinary commission
is authorized invite other persons as well.

36.3. There should be a decision on the implementation of
disciplinary proceedings substantiated and based on the legislation
of Georgia the evidence obtained by the rule. All evidence that is
disciplinary The grounds for the proceedings must be investigated
by the Disciplinary Commission.

36.4. The violator of the discipline has the right to attend the
discussion of the matter.

36.5. The Disciplinary Commission is authorized to consider the
case of the violator of the discipline without attendance and in case
of proper grounds, to issue decision and impose a disciplinary
penalty.

36.6. The Disciplinary Commission makes a decision on the
imposition of disciplinary responsibility within one month from
the submission of the application, with the majority of votes of the

members present, in an open vote.

36.6. ©obE03wobyMmo  3mobos  oLEO3wobm@Mo | 36.7. The disciplinary commission draws up a protocol, which is
35L9bolidgdEmdoly Q©530LMYOOL dqLobgd | signed by the members of the commission. A dissenting opinion is
239057Y39GH0gdL 0oL 296@bsgdol | made in writing and attached to the minutes.
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36.8. The decision of the disciplinary commission to impose
disciplinary responsibility will be submitted to the director of the
center, who will issue an appropriate order. The person has the
right to appeal the said decision in court in accordance with the
current legislation of Georgia.
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37. The rule of imposing disciplinary responsibility

37.1. The decision to impose a disciplinary penalty must be
substantiated.

37.2. When imposing a disciplinary penalty, the disciplinary
commission is obliged to take into account the severity and degree
of the violation (violations), the damage caused. Also, the repeated
nature of the violation and the violator's attitude towards the
committed disciplinary offense. The size of the imposed
disciplinary responsibility should be proportional/proportionate to
the disciplinary misconduct. The Disciplinary Commission is
authorized to directly apply such a form of disciplinary
responsibility, such as dismissal, to the person in case of a gross
violation of the obligation on the part of the employee.

37.3. It is not allowed to impose several fines for one violation.
After one year has passed, the employee is considered to have no
disciplinary responsibility.

37.4. The application of any measure of disciplinary responsibility
is marked by filing in a personal file.

37.5. A certified copy of the director's legal act on imposition of
disciplinary responsibility shall be sent to the violator of discipline
within five working days after the issuance of the legal act. A copy
of the legal act must also be attached to the personal file of the
disciplinary violator.

37.6. A gross violation is considered to be such a violation, which
caused the employer to lose trust in the employee and it is
impossible to continue the labor relationship between the parties.
However, taking into account the conflict of interests of the parties
and the significance of breach of obligation, the employer cannot
be required to extend the contract even for a minimum period.
37.7. In relation to the employee who has been imposed a
disciplinary fine, no forms of material incentives are used during
the period of validity of the fine.

37.8. Until the disciplinary penalty is dispelled or removed before
its term, the employee does not enjoy the right to be transferred to
a higher position/official level.
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37.9. The director has the right to remove the employee from
disciplinary responsibility early if he has not committed new
misconduct and has shown himself to be a conscientious
employee.

37.10. Early removal of disciplinary responsibility shall be filed in
the personal file.
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Chapter VI
Rights and Obligations of Students and Listeners
38. Rights and obligations of a professional student/trainee

38.1. The rights and duties of a professional student/trainee are
determined by the present bylaws, in the contract signed with him
or his guardian/legal representative, in the case of a minor
professional student/trainee.

38.2. A professional student/trainee has the right to:

a) to get quality education;

b) to use its material and technical base, information facilities,
library and other educational resources in the manner established
by the legislation of Georgia and the legal acts of the center;

c) freely establish professional and other student organizations
and/or join them in accordance with their own interests;

d) to request a fair assessment of knowledge and to appeal the
received assessment according to the procedure established by the
center;

e) to enjoy the right of professional student mobility in accordance
with the rules established by the legislation of Georgia;
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f) In case of canceling the professional educational standard or
removing one of the qualifications from the professional
educational standard, as well as in the case of changing the
professional educational program, to complete his studies at the
professional educational program he is studying on, or to use the
right of mobility of a professional student;

g) to express his own opinion;

h) to express a protest and complain in writing to the director of
the center about the unfair action of a person enrolled in the
center and/or a professional student;

f) to present justified proposals, fair, objective and critical
comments to the quality assurance manager on the progress of the
training process and other relevant issues, which will contribute
to the improvement of the training process;

g) The professional student/trainee has the right to appeal the
decision taken by the center against him in court;

h) to participate in the process of making decisions related to the
development of the center;

i) Professional students/trainees have the right to enjoy all the
rights and freedoms defined by the legislation of Georgia and the
educational institution without discrimination;

j) participate in the process of developing an individual plan;

k) to receive timely and accurate information regarding his
legitimate interests;

m) request the Center to take appropriate measures to ensure its
safety;

n) exercise other powers granted to him by this law and other
legislative and subordinate normative acts of Georgia.

38.3. Disciplinary action against a professional student/trainee
must be commensurate with the disciplinary misconduct. It can be
implemented according to the present bylaws and the procedure
approved by the director of the center by the administrative-legal
act in the considered case and in the prescribed manner.

38.4. A professional student/trainee is obliged to:

a) to follow the regulations of the center, the internal regulations
and the requirements of other administrative-legal acts in force in
the center;

b) to follow the norms of ethics, not to commit such an action that
harms the reputation of the center;

c) to appear on time for the lecture;

d) to obey the requirements established by the rules governing the
educational process, internal regulations, other administrative-
legal acts and the relevant instructions of the professional
education teacher and other authorized person;

e) take care of the property of the center. Maintain cleanliness in
the center area;

f) not to miss lectures. In case of absenteeism, to submit a relevant
certificate of good reason. Health and family status, mandatory
military service, participation in sports competitions and
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gatherings and other objective circumstances can be considered
honorable.

38.5. A professional student/trainee is prohibited from:

a) Obstructing the educational and examination process;

b) Arbitrarily leaving the audience during the lecture and exam
process;

¢) Alcoholic drink and/or other intoxicants, tobacco/electronics.
Being under the influence of cigarettes and items prohibited by the
legislation of Georgia and moving on the territory of the school.
d) Inappropriate use of the center's material resources, including
for computer games, installation of various software without
agreement with the center's administration.

e) any action aimed at disrupting the educational process.

38.6. Violation of the professional student's obligations and
prohibitions is considered a disciplinary violation, and the center
is authorized to apply disciplinary measures against the
professional student.
38.7. The legal
student/trainee has the right to:

representative of a minor professional
a) to receive information from both the center's administration
and the professional education teacher on any issue related to the
center's functioning and the professional student/trainee.

a) to demand from the administration of the center and from the
teacher of professional education to fulfill the obligation in due
time.

b) to receive information about the academic performance and
disciplinary violations of the professional student/trainee. Request
confidentiality.

) to request the center to create a safe environment for the life
and health of the professional student/trainee;

d) exercise other powers granted by law.

38.8. The legal

student/trainee is obliged to:

representative of a minor professional
a) to regularly monitor the existing hindering circumstances in
order to smoothly engage the professional student/trainee in the
educational process;

b) to pay tuition fees on time and to the appropriate bank account
according to the established schedule.

38.9. For professional students/trainees with special educational
needs, the college creates the necessary conditions for their full-
fledged education, which can be expressed in the creation of a
special material and technical base for them, in the promotion of
movement in the building or in determining other benefits.
38.10. Issues related to the status of a professional student and the
organization/conduct of the educational process are determined by
the regulation of the educational process of the center.

38.11. The issues related to the disciplinary responsibility of the
professional student/trainee are determined by the rules of ethics
and disciplinary responsibility of the center.
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Chapter VII

Conflict of interest, prohibition of competition and
confidentiality

39. 06@gmglims 3mbxmogd@o, 3mblzmMgbgool s30Mdswmgs
39.1. ©si3gddgdmemo 35¢EgdOs —

D)) ©5999m369deog 5(36MmdMUL ©53L5gdgd¢ol
M3 gd59mbogn §o6300509b69wls B9doLdogHo
390029900, bgedg3mHmgdol 56 3HmgdEol momdsby,
bo@oE @ILOJIYdML  2o5Bbos olgmo 0bEgMglo, o
dgLsderms [Hobssmdgymdsdo dmgowgl dbstgms dog
39msbbagdyem §obsdgdsty sb\o Lbgo
by 36ragdoms 06GgMgLgd™Mb s 030 8go3sgzmUL
05009 Lobob  M93mdgboiool 56  45sHY3930wgdol
900gd0LsD sbgom PoM0YgoILB, byt gdslcsb
ob 360mgdBHosb d00ommgdsdo. oladdgderol dog o3

dmmbmgbols 39196 GOCMDS Bsomggds
5)@8936:0@)dob 53 @>OZIZW;
0) o6 doo@mlb ULsBwds®o, dmALsbmMgds o6  Lbgs

LoGRRJOI0, M3 §90dgds Bs0MZow Ml sBsDBPsMGM9ds©
5009 35005093930 gd0l b dmddggdol bsbszwrme,
Mo 3o300Mmdos 00 bsdwdombmsb,  MHmIgeos
LgdgdwEds mboos 395L6Eml doqs
mM560BsEomwo m3MdghEgdol dglsdsdols;

d) 065807569 bydg3Oergdol Fgfiyzo¢owsb 3 (bdo)
Paol  9963s3wmdsdo, ©sbgdgdmEo 96 Bmsbgdl
D093 gbsl b UbgopageMmo 90 @ooMfdmbadl
©50L5Jd900l  Ubgs  obsddOMIgIL, Goms  Jom
3999303™b  dglodsdolbo  dMmIomo  bgerdn3myengdgdo
©53L5d0909wmsb, b o6  gbdatgds Lbgs  306gdL
0060860 doBbbol dow(jg3zs80;

©) §obsBgdsdy byewdyzOnwydol Fgfyzadowsb 12
(0om®3gBHo) 0308  2obdogemdsdo  @olsgdgdyenl
03600segds  2odmz09L 3L ,,096M00056  FgB0m50d
0690boby  Lgbomg®H*“ -0l  {oboswdogy Lolsdstomem
©539080 dobo 0d@obatyg 56/@s ymxyowo 3eogb@gdol
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39. Conflict of interest, prohibition of competition

39.1. The employee is obliged to -

a) to immediately notify the employer's authorized representative
of any transaction, contract or project in which the employee has
an interest that may conflict with the interests of the present
and/or other agreements agreed by the parties and refrain from
making any recommendations or decisions related to such
transaction, contract or project in relation to Failure of the
employee to comply with this requirement will be considered a
gross breach of the contract;

b) not to receive a gift, service or other benefit that can be
considered as compensation in exchange for any decision or action
that is related to the work that the employee must perform in
accordance with the internal organizational documents;

¢) within 3 (three) years after the termination of this contract, the
employee will not influence or otherwise persuade other
employees of the employer to terminate the relevant employment
contracts with the employer, or will not help other persons to
achieve the stated goal;

d) within 12 (twelve) months after the termination of this
agreement, the employee is prohibited from appearing in legal
disputes against "Meridian Maritime Training Center" LLC to
protect the interests of its current and/or former clients;

e) will not try to compete with the business of the employer, will
not recruit customers, suppliers, investors, partners and those
persons with whom the employer has or intends to establish
commercial (business) relations in the future, so that they stop or
refrain from establishing business relations with the employer or
change relations with the employer for the latter in a harmful

manner;

ND2-03

doenodoos/Valid from: 01.09.2021

93000l msMoro/Revision Date: 19.02.2024
930%0s/Revision: N3

3908s390wgcmos/Developed by: Quality Manager /bs®olbol mB&wbggerymgol dgbgxgmolb dog

47




ZZMERIDIAN

WE TRAIN TO MANAGE SHIPS SAFELY

9) 96 9300905 ©53LgdEOL dBOBOILMD 3MbIMGGBEOL,

o0 25O0d0MYBL  3e0gbBHgdl,  Bmdfmogdwgdl,
0639bGHMMGOL,  39MmEHboMOPL s  0d 30670,
MIgdmsbog  ©odlogddgdgel  od3lb o6 dmdsgserdo
030Mgol  ©o53YsmmL  3mdghiomwmo  (bogddosbo)
MONOJONMDS, HMS o0 9HY30@™Mb 96 Msz30 890353b
053093909 b Logddosbo WOHOOIONMIOL
0594569006 b F93350omb MOHMOJOHDHMDS
©535d0909W ™Mb 00 v93965L369wolsm3z0l  Lobosbm
R0OHIon;

3) ©oboddgdMEo  536MdOYIMHGRL, MM  ©odLoddgdgo
L5dd00bMBL  3MmB3MHIBGHWE FoMgdmdo. ©sboddgdIEo
0065b3ss,  MmI  bgedn3tyengdol dmgdggdol
2496053wmdsdo  Lodo®mzgarmli  Ggdodm®mosby b
B3d0L3ogH MbmH BoboBg Looz ©odladdgdgwo
15d300bMBL 56 A3BsbMEM30gwgdL 9999y Jog©gd9dL:
3.0) 96 ©ogbdoml  Ubgs  30630L 3636 96E M
L5g3056Md5To Bo®3500;

3.0) 9O  dodyml  sdloddgderol  3sbsddMmMIgenls
30631696 e bogd0sbmdsdo hsermngzolisgqb.

39.2.  dbsMm9900 0s6bdxd0sb, HMA bgardgzHyergdom
BgooldogMo dobgbom Fgfhiyzg@ol, dso JmGol gscols
29b3wol  90mbgg3580, ©s5Jdgdgel 5J3l MBEgds,
15370960 Y39 BHOWIO0m S LOJIYOMEOLbmZoL
§96H0wmdomo dg@Ymdobgdool (,0830dss30 bm®mdgdol®
39Hgmdobgdol  FgMmowo)  goabegbol  Logmdzgwby
8979D0MMmb  ©sbJgdMEl MRENds, 03mdsml 08539
bgOMTo /56 gomfoml bogmblmm@ozom 6 dbasglio
9dLobwgds (MImoerm@ b Fobmob ©o393d0M YO0
306gd0ol 993390md0m) 30639M9bEME MmEYboBs309dd0;
39.3.  {jobdscogdatg dnbwoom 296L5BZOHMOo
0030Mdoo30 bm®Igd0l dmddggdol boba®mdwogmds o6
06@s>  2@9B>HdmEYL 6 (9d3b) ®3gL  fobsdwgdaty
bgad936vegdol  d9fy39BHolb  ©oEsb. 53  MMob
24960530 m0d5d0 ©sAL9ddgdgwo 5O 046905 35¢0IOEO
MHOW639wymlb  obogdgdwo  LsdMBsmmo o
©5L5ddgdo 56 0gbgds ©339do Mgzl bsdmdom
50Dy,

39.4.  {jobsdgdsty 9Mbeoom  gomzswobfiobgdeo
39 YdEgdOL ©oM©3930L d90mbgg3sdo,
053b0gdd909wb MBEgds 533L, o930LMML LEdIgdEL
30M5L59@gbwrm 2 (mM0) ™30L IOHMIOL 65BEIMEMdOL
09bmdoom.

f) The employee understands that the employer operates in a
competitive environment. The employee agrees that during the
validity of the contract, he will not carry out the following actions
in the territory of Georgia or in any foreign market where the
employer operates:

f.a) not to help other persons to engage in competitive activities;
f.b) not to encourage the employer's employee to engage in
competitive activities.

39.2. The parties agree that in the event of termination of the
agreement for any reason, including expiration, the employer has
the right, by its own decision and on the basis of sending a written
notice to the employee (a letter of notification of "prohibitive
norms"), to restrict the right of the employee to work in the same
field and/or to provide consulting or similar services (directly or
through persons related to it) in competitive organizations;

39.3. The duration of validity of the prohibitive norms specified in
the preceding article shall not exceed 6 (six) months from the date
of termination of this Agreement. During this time, the employer
will not be obliged to provide the employee with a job, and the
employee will not be allowed to work.

39.4. In case of violation of the obligation stipulated in this article,
the employer has the right to charge the employee a severance pay
in the amount of 2 (two) months' wages.

40. 3068300096305OH™dS
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40. Privacy

40.1. The following are considered confidential information:
commercial secrets, personal data, information related to personal
life, as well as other information that became known to the
employee during the performance of official duties. Confidential
information includes, but is not limited to, information about
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customers and employees, data commercial
information, both about the employer's activities and about the
legal and/or natural persons with whom the employer has business
relations, technical information, work plans, results of research
activities, software passwords, any kind of documentation or
information presented to the employee as confidential.

40.2. The parties are obliged to protect the confidentiality of the
personal information entrusted to each other during the legal
relationship arising on the basis of the employment contract, as
well as after the termination of the employment relationship. The
parties are obliged not to use for personal purposes the information
that became known to them in connection with the performance
of official duties.

containing

40.3. The employee must protect the confidentiality of the
information, materials, and documents that were given to him in
the course of his work and not to disclose the contents of such
information, materials, or documents to third parties, except for
duly authorized persons. The obligation of the employee provided
for in this paragraph is valid during the period of validity of the
agreement, as for 3 (three) vyears
expiration/termination;

40.4. The employee has no right, without the prior consent of the

well as after its

employer, to use the information or data obtained in the course of
work for another purpose. The mentioned obligation is valid
during the validity period of the agreement, as well as for 3 (three)
years after its expiry/termination.

40.5. The employee is obliged to follow the rules of confidentiality
during the period of validity of the contract, as well as for 3 (three)
years after its termination for any reason. The employee is liable
for the damage caused to the employee due to the breach of

confidentiality in the full amount of the damage caused.

36530063000 OHMBOL ©MM3930L 2o0m
3LddgdwEobmzol doygbgdem b0sbby
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0E9bmdom.
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41. Ownership of Intellectual Property

41.1. Copyright and property rights to the intellectual property
created by the employee during the employment period belong to
the employer;

41.2. The employer is entitled to copy, distribute, sell, otherwise
alienate or take other actions with respect to the intellectual
property created by the employee in any form independently of
the employee in order to carry out his business activities;

41.3. The employee has no right to restrict the employer's use of
intellectual property in any form;

41.4. In case of termination of the employment contract in any
form, copyright and property rights on intellectual property are
retained by the employer without limitation;
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42. Obligations and responsibilities of persons released from the
center

42.1. The employee's application for dismissal shall be submitted
to the director.

42.2. The application for dismissal is sent to the HR manager for
further action.

42.3. On the day of dismissal, or no later than the next working
day, the employee must submit to the manager of information
technology and material resources a document that includes the
following information:

a) On handing over the tangible assets listed on the balance sheet
of the center to the authorized persons.

b) on the transfer of documentation related to the employee's labor
activity to the immediate superior or to a person authorized for
this (if any).

42.8. If by the end of the working day following the issuance of
the dismissal order, the dismissed employee has not submitted to
the manager of information technology and material resources
42.7 of this article. Written information specified in subparagraphs
"a" and "b", the manager of information technology and material
resources is obliged to immediately inform the director about it.
42.9. In case of non-fulfilment of the requirements set forth in this
article, the staff dismissed from the company shall be materially
liable to the company.

42.10. In case of delivery of tangible assets or defective assets, the
amount of damage is determined by the financial manager, in
accordance with the balance value of the tangible assets, on which
the relevant act is drawn up. Final settlement will be made after
damages have been paid.
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42.11. A person released from the center is prohibited from taking
away, destroying, appropriating and using the documents
developed in the center.

42.12. Written information on the transfer of material and
technical assets and documentation signed by authorized persons
will be submitted to the IT and material resources management
manager, the financial manager, and the human resources
management manager.

42.13. After receiving the specified document in the manner
established by this article, the financial service makes the final
settlement with the employee.

43. 396G Mol 396Lmbsgrols
3slmbolidggdenmdols bm®gdo

43.1. gIBOMOb3HMLmbio 3xEEdrICos @3B EIBAMN
Jmbgdo, “mIgol ©5H0sbgdoL d9dmbggzsdo
39EIdwos  33bsBImBMl  doygbgdmmo  bosbo
(050560 965BEOYHEOYOS T9BHIM05EXOH GobGMEIMDIDS
LB SBLM VOMYdIYgdOL Fglsdsdols).

43.2.  39b@®0oL LGOHMIEHMOHMEo 9OMNJMOL YBOMLO
32QRYBY0:

) 3mbEHMME0 gobobmM309wml 03 Jmbgdol Lsmoboswm
2990ygbgdsLo s o335BY, Mo IoL O399 IOIMJOST0;
0) ©ym369dog dgo@Ymdobml 0bxMabid®mddmmol
MBOHMB39wymzol LsdLobML ol ©od399IdMYd5d0

3oB9MosEMo

oOLgdmo  Jmbgdol  BgdoLbdogMHo  IBosbYdOU,
239050 MMHgdOL, 39030l MOMBIBY o SLgMOL
o®MlgdMdOL  99dmbggazsdo,  FoMmaobml  sbLbs-
2496350393000 B 5M0;

3) 96 35339l 05300 LaMyGBEIMBITO SMBYOEO Jmbgds

Lbgs  00650860mIgenl  bLEHOWIGHYOMo  gHmYMol
MROHELOL MobLIMBOL o9 dy.

43. Norms of material responsibility of the center staff

43.1. The staff of the center is obliged to protect the property of the
center, in case of damage of which they are obliged to compensate
the damage caused (damage is compensated in accordance with the
book value of material assets).

43.2. The head of the structural unit of the center is obliged to:

a) exercise control over the proper use and protection of the
property under his control;

b) to immediately inform the infrastructure provision service about
any damage, destruction, loss of the property under his control and,
if there is such, to submit an explanatory card;

c) not to transfer the property in their use to another employee
without the consent of the head of the structural unit.

43.3. The center's IT and material resources manager oversees the
use of material assets listed on the center's balance sheet.

43.4. At the center, the vocational student/trainee is responsible for
the proper maintenance and use of the inventory (property)
assigned to him.

43.5. A professional student/trainee is obliged to:

43.3.  396GHM0L  Bdssblby Mogbyer  ToBgMoswrwy® |a) To use the property of the center only for educational purposes.
LY MMdsms  AvdmyqbgdoHy  Bgsdbg3gwmdsl |b) Any movement, damage, destruction or loss of the center's
bmeOEogmgdl 39630l IT s  do@gMosemméo |property should be reported to the responsible person in the center.
MgLOLYdOL IgbgxgMO.
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43.4. 396¢®do 3OMmagbonwo LEHWIbEo/ddgbywo
35Lbolidagdgeos JoLM30L Ros3gdMEo 06396@IMOL

(Jmbgdol)  Loomobsm  FmzWo-35@GOMHMbMdsLY s
dcbdstmgdsby.

43.5.  36mx8gbovwo bGH9gbE0/ddgbgaro
3L EYOYOs:

9) 396GH®OL Jmbgds godmoygbml dbmeme Labffogerm
d0BbgdoLsmMz0L.

0) 396&MoL Jmbgdols BgoobdogHo Labob

239095AO0WIOOL,  OB0sDJOOL,  goboaMgdols 0
053503300 dqbobgd Mbs 536mMdmL 396@®3o dglodsdol
35lbolidagdge 30Mb.

3) 96 20000L3gL 9306 IBEMBdYEMdST0  9MlGdNIEO
Jmbgds  Lbgs  36Hmggbome  bGvgb@L/ALdgbgwl
95896005 MM-39d6039M0 M9gLOLYdOL dmgo-
353MMbMdBY  3sLbolidygdgo 3060l  MIBHIMBOL
2456909.

43.6. 05650dOMTY00, 3OHMRL0o biEMgbE0/dbdgbgwo
3obbl 5390L 396EGHOOL Jmbgdol vb/@s Imfymdomdols
305L509bsM 458MmYygbgdolm3zol sygbowo Faloom.

¢) not transfer the property in his possession to another professional
student/trainee without the consent of the person responsible for
the maintenance of material and technical resources.

43.6. The employee, professional student/trainee is responsible for
improper use of the center's property and/or equipment in
accordance with the established procedure.

44. 309196035305 AolIgoslmsb

44.1. 396¢®do 95890l MOH00YODMBSL
30mOH0bs530sL Pzl LmEoswmo dgools dgbgxgHo
Qo LoBMASMYPOLNSE MOHMOJONMOOU,
36OHMBMO0I6BHOE00LS s 390M0gOHo  FbsMmsF Mol
d9bgxgéo.

44.2. 056530MMIg0  35¢©JO0s  LodbobmEqdMog
Logombgdby gosbmsd  (dso  TmMol  LemEosgrw®
99005d0), Bgdoldogho  Hobsbfom 513939530
3009b03s300l  Tgbobgd,  omym3zbgdwog  s3bmdMUL
bmgoserm® dgos 39bgxgele s LoHmysMgdILmsb
WOPOIODMOOL, 3OMRMM096EE00Ls s 39M0gHIEOo

44. Communication with mass media

44.1. Media relations at the Center are coordinated by the Social
Media Manager and the Public Relations, Career and Career
Support Manager.

44.2. The employee is obliged to immediately inform the social
media manager and the manager of public relations, orientation
and career support about any unplanned communication with the
media (including social media) on work matters.

dbomoF Mol dgbgxgOL.
oog0 VI Chapter VI
3153360000 ©YOIMEgdgd0 Final Provisions

45. B0bogsbsfigbols s  3gbGH®OL  dolool/dobbgdols
353090 ME 530l Jo36MdS

45.1.  @sdboddgdnwro HeMb3gerymal slsddgdmemmamzgol

dOmdomo  bgedg3Megdol  ©ogdolsl  d@mdol
9obogobofigbols o  3gbGH®ol  doLool/BoBbYRdOL
23936mdsbs.

45.2. 3d6@Fomo MOHOMOIOOMIOL ©51Y9059¢09,

5bgddgdl g36mdYds 0bEMMHTsEz0s FgLaliMErgdgeo
Loddoml dgbobgd, dGMIomo bgewdg3mmegdol gm®Tol
(193060 96 H9M0WMdOM0) S 35OL (ZbLEBEOIOMO
9B 99bMlobm3zmgwo) dglobgd, IHMIol  30MHMdIdOL

45. Acquaintance of the bylaws and the center's
mission/goals for the employees

45.1. The employer ensures that employees are familiarized with
the labor regulations and the mission/goals of the center when
concluding the labor contract.

45.2. Before starting the employment relationship, the employee
is informed about the work to be performed, about the form of the
employment contract (oral or written) and term (definite or
indefinite), about the working conditions, about the legal status of
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d9Lsbgd, IOHMT0MO  MOHMOINHDMIOLIL  ILOJTGdOl
MRWgdMHo30  IEyMIsmgmdol  dglobgd s dMMIol
965B0omMgdol Tglobgd.

the employee during the employment relationship, and about the
remuneration.

46. 9563bsgdoL/LsBOgMOL sbbogrgols fglo

46.1. 306¢®0L  sLOJIYPMW® oz PoMowmdomo
LoB0gMoL/obEbogdol  MBWdIIMbowo JoMHolsm30L
o960l Ogwwgds.

46.2. 35633b50g05d0/LohogoMdo  BMLbGHs© by  oymlb
296L5BOZOMO  Eo30L  HoMmBMIMdOL Loxwydzgero s
dmmbm3zbgd0, 5odBHMdIM030 FoMmgdmgdgdo, MMIWgdo3
33LEMJd96 Fmmbmgbol bsg3mdzer0sbmdL.

46.3. @ogol  gobdborggro  dboMg oYM
096H0wmdomo  9b3bogds/sBogsto  gsbobowml s
53000 250050Y39¢H0wg0s §9MH0wMdom 53bmdmL dbstqls
3963boqdol/BsBogmol 800gdosb 10 35¢gbosmvmo
oL 3505d0.

46.4. o LoBOZMOL/QobEbogdOL  Jomgdosb 14
350960 Eolb 2s63s3emdsdo 9gmobbdgds 396
0d6s  doefgmwo, dgmeg dbsMgl MREgds  og3UL,
30050H0ML LolsdsGHEMU.

46.5. ™00 MOHDOJOHNOMOOL QOML ©530L
§o03mdMmdoL  Lozombgdo MHJA0MmEOYdS LodsMIM39w ML
dO™Iob 3m@gdbol  IMmmbMm3zbsms Gglsdsdols.

46. The procedures for reviewing applications\complaints

46.1. Employees of the center have the right to submit a written
complaint/application to the authorized person.

46.2. In the application/complaint, the basis of the dispute and the
requirements, the factual circumstances that confirm the validity
of the request must be precisely defined.

46.3. The party reviewing the dispute is obliged to consider the
written application/complaint and inform the party of its decision
in writing within 10 calendar days after receiving the
application/complaint.

46.4. If an agreement cannot be reached within 14 calendar days
after receiving the complaint/statement, the other party has the
right to apply to the court.

46.5. Disputes arising during the labor relationship are regulated
in accordance with the requirements of the Labor Code of Georgia.

47. 3300907900 ©s ©sI5GHIOYO0
47.1. 80bogsbsfigbo 89agbogos mMo 965%g. 96gdL dmmol

3M@obool  dg8mbggzsdo  M30MoGgbmds  dogboFgds
Jo6mabmgsb @gdu@t.
47.2. 09 80bsasbofigbol  MHmIgerodg  ©YdWMEgds

050005 0gbs 250mEbogdwo, gi s 0dmJdggdl
9000565 59 Jobogsbsfglol bsdgzowmdsby.

47.3. 350039100 sbogdgdmeols  0dsMom  Jgladerms
2990y9gbgd9e 0gbgls obsgobsfglioligsb 4sblbgseggdmwmo
M93I5E0gO0 LodMdoml  L3gE0x0306
299m80bsMg.  sbgo  Fgdmbggzsdo,  goblbgegzgdwmo
9090900 MY OMOYOS demdomno
bgdg36egdom, bmmm  ©EgdMEgdsms  3MEP0BooL
990mbgg3980,  MB30MOGHJLMds  d0gboFgds  FOMTomo

by 8936:XgOOL EYOTIEYOL.

dsmo

47. Modification

47.1. The bylaws are drawn up in two languages. In case of conflict
between the languages, priority will be given to the Georgian text.
47.2. If any provision of these Bylaws is declared invalid, this will
not affect the validity of these Bylaws as a whole.

47.3. Depending on the specifics of their work, regulations
different from the bylaws may apply to individual employees. In
such a case, different provisions will be governed by the
employment contract, and in case of conflict of provisions, priority
will be given to the provision of the employment contract.

48. 80b565fglols dsgmsdo Igligems

48. Entry into force of the Policy

48.1. 90boasbofigbo  dogwsdo  dgol  oMgd@m®ol | 48.1. Policy shall enter into force upon the decision of the General
3905(Y39¢0wgdol 90©gd0Lmbs39, 0¢) | Meeting of the Partners, unless otherwise provided by the
p0@2fg3000@gdom  bbgs @28 o6 500 | decision.

25035¢0olHobgdero.

49. 353039 gO0L 560 49. Scope
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49.1.  80bogsbsfglbdo (33e00gdgd0L Fg@obs dgmdwos | 49.1. Changes to the bylaws can be made by the director, the
©0M9JH™MOL, 396Gl sfgbgdMgdol  botolbol | quality assurance manager of the center institution, the heads of

MBOHY639wymgoL 0969 x 9oL, 395®®™0obL | the center based on a written request.
bgddwgsbgagdl Poowmdomo  dodsmgol | 49.2. Informing the employees of the center about the changes
Log3ydzgenby. made in the internal regulations is carried out by e-mail.

49.2.  395@¢®0L  0sbsddOMIgems  0bgm®IoMgds, | 49.3. For the employees of the center, the document is available
Foqobogofigbdo  dg@Eobowo  (33e00wgdgdol  dglobgd, | through the institution's One Drive.

bmME09wgds 9gd@GOH™MbMmwo gmbGol Lodmowgdoo. | 49.4. The rule is sent to all interested parties.

49.3.  (395®¢®0L  56539MMIgermsm3zol  m3MdbyGo
bgdolsfgomdos ©ofglgdmegdol  One Drive- ob
153195 gdOm.

49.4.  fgbo 931936905 y39as s0bEHIMYLIdIME 306U.
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