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0bs9g0s6y  ©gdMEgds  [oMmImoagbl  bm®mds@Gommwo  bolosmol  ©m3MIgb@L s
1535 GO M FBOLOMEGIS®. EJIOMWYGOS SMYR0MOL 396GHGT0  30FMbBo3sEGO0l
$9LgodL./This provision is a document of a normative nature and is mandatory for implementation.
The regulation regulates the rules of communication in the center.

dbero 1. B0 ©YdME9dGd0 Article 1. General Provisions
1. $o®dobo  3gbdH®o  8moEd3l o | 1. The term Center includes and incorporates
5960056981 Lobegsm - Lyjg@mbye | the Naval Training Center and Meridian

A®9606g 396GHOLS o 8gH0EOBOL 3MEgXL. | College.
2. §obsdgdam) figlo 91939 39IwoMIOL | 2 The present rule also regulates the manner of

396GOOL LsbM>©EMBL6 3137)6035300L | communication of the Center with the public,
Poll,  3mIMbogzsool  d9doboBdgdls o

MBOGOSWYOHO 0bRMEOT5300L go3gdol Haul.

the mechanisms of communication, and the

manner of issuing official information.

3. 3060080 2OLgdr  LOGIIOIOIL | 3. Communication (internal and external)
9600 g9 gdL oL 339603530L (Gos s
23909)  Ggbl.  396GHM0  LsHBMASMYdLH
303mb03s300LsL by ddg569emdL
Lodotmonggamb 15396Mmb3gd™ Qo
396Mb693990090569 bm®mIs@ommwo  sgEgdo0m
5 065800905619 M39d9bEGH 0.

4. §obsdgdsty  fogbo  goblsbwzmeglL
50639691900 dbotggdols
063m®06M9d0L 394560BTgdlL, 3bMdSEMdOL
5050¢gdol  mbolidogdgdls s Fsmo
BoBoMmgdol aBgdl, s0fgMl Gos o 2oty
300mb035300L  fo6BoMmnzol 3OMmEgLL s
9094 GHOMbMwo 3mbGHOL o630l
3606(30390. foLo 00035¢0LobgdL
50bodbemo 80356MHMMgd0m
506G 9M9L90E0 dboengdoligeb
30000 99393930600L  250mygbgdals
29999% M09L9dol JoBBIBOLmZ0L.

between structural units in the center. The
Center is guided by the legislative and sub-legal
normative acts of Georgia and this document in
its communication with the public.

4. This rule defines mechanisms for informing
interested parties, awareness-raising measures,
and ways of conducting them, describes the
process of conducting internal and external
communication, and the principles of e-mail
management. The rule envisages the use of
feedback received from interested parties in the
said direction for improvement purposes.

d29bero 2. $9H8060 363G Article 2. Definition of terms

bHBIOAHYOT0 980ggbgd e The terms used in the standards have the
396030690l 59300 89890 36033690 Mds:
2) Beagaeesg — 6ydobdogto oo, Gmdgerog a) Citizen — any person who establishes direct or
3goem 36 9egdoOmby 30376035603 | lectronic communication  with the
50945690 (396GHO0L Fomdmowpgbgermsb;

0) 3960l §sMBmBsagbgmo — 39bEGH®OL
56539OMmAgero (300 Mol LEo00m600),
MmIgrog  LsALEbYYMHYMIM030 MBS~
9035gmdgdols 256bmEME099doLsL

following meanings:

representative of the center;

b) representative of the center - an employee of
the center (including an intern), who establishes
direct or electronic communication with the
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Mdoem 96 gargdGHembren 3m3mbo3oEosL
50945690l dmdoeodglosb;

3  3m31bo3zsgos —  6gd0LdogMo  Lobols
MOMOJONMBS  396GM0L  39b53dMMIgels
5 dmgdogsdgl dmeol, HmIgeog dmo3ogl
Q5 56 899M0gG Mo

3-9) 935305 S 33N HMI0DI(305;
3-0) 930035309001 o6135;

38) 05603930630 s 3056 2938900l

390053909;

3©) ©jgbgdgdol MBI OO 39O~
330600l B06dgombacr o
0vO2b3gymgs;

3-9) 93969 gdMb s 35MEHOBOMOYOMN 6
300960353095

3-3) bmE0MOO JugEgdol sbsE0DO;
3-) Feedback gm®dgd0l (omdmgds;

30m)  3mIMbozs s 993059MmeBoEm
9 db3oM909gwmb MODN0GMH0IMDd;

3.0) LoM93Eodm 039G go0U,
AM03w9G 9oL Qo 2053990
53D Y0Y;

3-3) 3335600L 0bm3zs30MGmO IMAlsbmEgdols
3039 560Ds(300 o5 36md5™dol
5050 gds;

3-¢0) bbgs 6gdolidog®o sgEomds, MHmIgeos
06 5HoMOgdl  396G®oL  0doxl o
93LsbM9ds 336035300l J0BYOUL.

©) Omdomsdy- 396@®0L  Fndbsbwydgdoom

50639691900 306)0;
9 LSBMYSOMPINMNB  MB0YMMISBY
3slvbolidygdgeo  306(gd)o - 3mgx

»096000560°-l  3OMBRMMOH0g6EHIG00Ls o
3960900 IboMsFgOol dgbgxgMo
G&®9606y  396¢0L  LemEosGmo g0
3d969x96M0.

3)  3M3Mbozogools  Lsdrgsgrgdgdo- 390-
33900U, brmEos O Jugerol, Lbgsobbgs
LOE0SMIMO0 53¢03530900L (WhatsApp, o
bgs) 9. gmbBoby s  Ggwgnmbol
L5395 gd0m.

citizen while performing his official duties;

c) Communication — any kind of relationship
between the employee of the center and the
citizen, which includes and is not limited to:
G.a) advertising and promotion;

g.b) application management;

GG) development of marketing and PR plans;
g.d) functional provision of the institution's
official website;

g.e) communication with listeners and partners;
c.v) analysis of social networks;

g.g) production of feedback forms;

g.h) communication and relationship with
dissatisfied customers;

g.i) production of advertising booklets, triplets
and rolls;

g.k) promotion of the company's innovative
services and raising awareness;

g.l) any other activity that does not harm the
image of the center and serves the purposes of
communication.

d) citizen - a person interested in the services of
the center;

e) Person(s) responsible for public relations -
"Meridian" College's career support manager
and social media manager of the training center.
f) means of communication - website, social
network, various social applications (WhatsApp,
etc.) and e-mail. by mail and telephone.
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duybero 3. 3o%bgdo Article 3. Objectives

1. f0b8gdo0g fgboL 80s6L fjo®8m50agb: | 1. The purpose of this rule is:

2) 1333056080l 3593306350 ™dOL BOS ©> a) increase in transparency of activities and

80[13) D%?Obglab Bsborsh bagbBorzgermb compliance with Georgian legislation;
g*; l(:)6 @) 6@«1 5 mb,&) \ 5 6 b) reliability, truthfulness and timely
ob ;gg:mosl’) DOFTOO @ © Ogﬂg)@ Z availability of objective information;
bgg)aobogg@mamb 5 QOIS c) improvement of communication services and

2) BogmB1B03530m BBl bBOL increase of available ones;

2999 M3919ds s bgardobsfizgmdol BMH.;
©) LsbMYsMgdOL dmbsfjoergmdols
MBEB3gegmas  159d0s6mdol  bsGolbol e) maintaining the image of the center and

d) ensuring public participation in the process of
improving the quality of activities;

2999 M39L9d0L 3O 39Ld0; raising awareness;
92 396®®0L  0doxol  TgbsPmbgds s | f) effective use of internal and external
36MBMIOL 5ToEgdY; communication strategies for information

3)d00s N 3969 Logmdwmbogsgom | availability;

UBA®G0309006  989JHNO0  398mygbgds | g) relations with society and mass media;
068063>300b bgedolsfizemdmdobmgol; | h) Ensuring the availability of information to the
b)) Lobmyomgdalosb > BLeBMOZ0 | public about the activities of the organization,

0bgm®dsgool Lo8295@g0gdMB | the field of professional education and the
ODN0YONMDBY; certification of seafarers, and the provision of
0)m@60%s300l 5g8056¢200L, | pyblic information in this field;

3OMBILOEo  AsbsEgdol LEgMMLs s

i) planning and organizing important events and
99D03590ms  LYOEGH0R0E0MJOOL  globgo,

campaigns for the center, creating

Laegoegdobsomgol 0bgm®dsgool advertising/image material;
bgerdobsfigomdmdols > 98 bgg®mdo k) participation in the development of the
Loy st 063m®dsi300l 393990l . .

training center and center, if necessary,
9DOTBIICYB;

organization of relevant meetings with
interested persons (within the scope of
competence);

0) 396&MoLom3z0l d603d369emgsbo
©Mbolildogdgdoly s 395935609008 )T
@5 MOobobgds,  LoMg3esdm/bsodoxm

1) administration of the center's website and

dsboerol Gggdbs; ‘al networks (content creation);
) a6nBob B Gols N BnGol | S0cial networks (content creation);
2063(()3033636?80 60°0 mbSﬁmegg@%mbo m) anti-crisis communication, which provides
UsFo6mgdols 89900b393580 for obtaining and disseminating correct and

timely information, both inside the center and

©506¢3)9M9glgdM  306MH9dmMab  Fglsdsdolio
the training center, as well as outside the center

d9b39000930L MEYsb0BYdS (3m339EHgbiool
B5Opw9ddo);

@) 396360l 398-339H0Ls s LEEOsHO :
JB9gdol  5ToboLEBHMOMYdS  (3bEHIBEHOL public.
d99365);

and the training center, using targeted
communication strategies and involving the
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d) 363 03M0bobEo 3003960353309,
IgoE 0m35wobjobgdl  LhmMo o
©OMWo  0bxmOI>300L  d339d5Bs @
393039,  OMamO3  396G®0oLs s
96069 39630 dogbom, s1939 (396GHMOLS
Qo &69boby 395@®0L 23969,
90b5630oOM Y0 bo3m3MbogsEoMm
LBEAHMGHY0900L 2459myg9bg00ms Qo
LoBMYSMYOOL BIOCIYMOOD.

b0 4. 35emPPMEGPOGO0 3mFMBboIs3o0L
36m3gldo

1. 3960l gzgms 0965336 ™Igero,
30039396300l BoMR90do,
056539HMA B 3960l
LsDMA5MYdL D OHNO0YONMOSDY
35Lmboldagodge  30M90msb s sf3ol
IbMm3zbo 0683mMT53E00b.

2. 396@ oL 05658960 gd0
0m35¢0ol{obgdgb LoBMYP5 YOS

MEO00JONMISHY  3sbbolidagdger  3o6Mgdols
0bm3bsL IMbsfowgmds doommb amygadago
d9bgzgoMgdls s sbgmo  dgbgzgMgdol
6560B9d0L 3MM3EgLdo.

3. 3960l ygzgms  096533MM™Igero
35¢0gd0s  3m3bozszos 396G 0L
MM doabom, o939 49Mgom FoMBoMnmUl
00935650, O™ 530 0gmb 0bx3mMIs300l
Lobsdz0eg s Fofimadol ymbogMHmero
35Q0d.

4. 396¢©0b yz9as 05653dMMIgero BEHbogL
5069091900 Fbocgdoliysb Jowgdveo

0bg3m®ds300L 396@ 0L LogdosbmdOL
29999% 09L9dOLMZ0L 39dmygbgdsby,
Mobm3oLo3 330D s 936 Egwgd9b
06g3mEds3000.

5. 390-33960Ls s LmEoswmmo Jugaol
0oOM35DY, LHmeo Qo QOMI0
0bg3m®ds300L 396053L9d5%g
35LboLIRJOgE0 306005 LOBMYSEMYOLSD
“2)H0)MHMO5BY 3oLvIbolidygdgwro 306(90)0.

Article 4. Obligations in the process of
communication

1. All employees of the center, within the scope
of competence, cooperate with the persons
responsible for public relations of the center and
provide the requested information.

2. Center employees take into account the
request of persons responsible for public
relations to participate in unplanned meetings
and in the process of organizing such meetings.
3. All employees of the center are obliged to
conduct communication both inside and outside
the center in such a way as to preserve the truth
of the information and the reasonable delivery
time.

4. All employees of the center take care of using
the information received from interested parties
for the improvement of the center's activities,
for which they exchange and disseminate
information.

5. The person(s) responsible for managing the
website and social network, posting correct and
timely information is the person(s) responsible
for public relations.
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319beo 5. Loy sMm 0bxm®szools o393ty
3sLlibodygd9eo 3060

1. ©50b@gmgLgdo oMol doge Loy serm
0630653008 godmmbmzbs  HoMmdmoyqbl
395@®0 3360353008 BMEDSL.

2. ©50b39M9glgd o dbsmob 3096
300mmbmgbowo  Loxsdm  0bxgm®dszools
9mdbogdols s 2539308 5395380693000
9dmgdgoqol Logdotomgganmls bmgoo
503060LEHM(3099w0 300gJLom oY Boo
foLeogo.

3. ©506¢)9Mglgdmo 3060b dog®,
b53MSM0 ML Hem3z569d30L 56

bodmdosdm  3mgdbom  goblobrgzmmero

bodmdoamsdm R gdsdmbs@osbol 96
40900000BsM056MdOL o6 ROl telutelell
d90mbgn3sdo,  ©M3MdgbGsEos  Ggodergds

23950356l Igbodsdolo  Rwgdsdmborgdols
dJmby 306>, 6 31b9gd9qd0L 56
906 M30™doL godm39gdol Loggydzgeby.

Article 5. Person responsible for providing public
information

1. Requesting public information by an
interested party is a form of centralized
communication.

2. Regarding the preparation and issuance of
public information requested by the interested
party, the order established by the General
Administrative Code of Georgia applies.

3. If the interested person is a minor or does not
have the civil rights or legal capacity defined by
the Civil Code, the documentation can be taken
out by a person with the relevant authority,
based on the issuance of a power of attorney or
a power of attorney.

dmbero 6. 3m3bo3sgos s Lagmdwybozsgom
SMbdO
1. 396¢®0b 860d3bgermgsb LozmdMbogzsom

M9LmOLL LSObRMEDs30M
LogMEOL/3EsGHBMMIOL, PRGN
o0moagbl  (396@¢®do  sbogddgdmero
565396OMIgd0, A®9boby 396¢®ob

dbdgbyergdo, s 3MMgLbowmo LEgbEgoo
590,  FgLsdsdolo  domo  9x39dGHIOO

0bg3m®IoG9ds 395@®do d08g0bsty
9m39690%9, ©35EYd0m  303MB03SGHMMOL
Ol SOMEgDL.

2. 39560l LoBMYSMGOLN 6
PODOJODNMOSDBY  35LboLIAYdIGEO  30MHJOO
(LeEosw GO 39005 d9bgx 960/
36OMRMOH09639300Ls Q5 396M09OHYIE0
db5M5F9MoL  d9bgxgM0)  29bLS3MOGONIE
doerolbbdgzels  FoMdomrmogl  Moms  dmbgls
©3b5gd9gdMEgdOl Q5 dldgbgangdoly/

36x39bomo  bAHMYbGHdol  LimGo s
QOMYIWO 0683mOHI06MGdS 396¢®do

Article 6. Communication and communication
channels

1. In addition to the information space/platform,
the important communication resource of the
center is the employees employed in the center,
the trainees of the training center, and the
professional students because, accordingly, their
effective informing about the current events in
the center plays the role of an additional
communicator.

2. Persons responsible for public relations of the
center (social media manager/ manager of
professionalization and career support) will
make special efforts to provide correct and
timely information to employees and trainees/
professional students the ongoing
processes, planned events, news, achievements
in the center.

about

3. The center's employees and professional
students/trainees, on their part, are obliged to
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000006yt 36Hm39LgdoUL, 5392000
©Mbolldogdgdol, Losbarggdols, dow(g3900L
dqLobgo.

3. 396@ oL
3653900

0565886H™ 3 gd0 Qo
LG96EHYO0/Ad b gdo
o308 dBEGO3 35w gdmbo  9M0SD
9mobobmb  domgdmeo  0bgm®dsiools
®309JHIMQ, FINERMIWIQ  FOZOFILYOd
5 30bEYMYLYdMo 30Mgdolm3ol LMo
06306353000 dofjmqdo.
4. 565930 gd0LsN30L s 3OHMTBILOWEO
11963 7d0LM30L/ALYbgwgdoLsM30L
063065300l BOOIMEISE0S bgdo:
UsBgwgxnmbm  3538060L,  (396GHMOL  39d-
33960U, bmEosmEo JLgergdols,
909dGOMbMwo  gmbBol, EgbGHMOL o
bogMgdo Lo0bRMOAs30M ©x85HY
068365300l 299tmd3996930L,  30M30M0
3009960353000 3bom d9b39006900L
BMOISGHOL  LETMGBOm, L3 ALY
LoBMYSMYdIL D o690a0b90
06836 5305/309B9bG309d0  Lbgsslibgs
3JBHMPWNH  Bozombgdbg s  gobobowgds
360MM0GYGHWI0 009d900.
5. 39600l 0965830 gdolomzol s
3GmBglovmo
LA I6EHJOOLM30L/ABYBgolsM30L
LoFoMm 06g3mMdo300l 90 gdsls
062639 ymzL 396G
LoBMYMYdL 6 MO0YOHNMOSDY
35Lmboldagdgero  30Mgd0  (LemEoswdo
d90s 99bgx9M0/ 3MMRMMH09bESE00Ls
396096mo  FboMsFgOol  I9bgxgMo)
396OMdo  dogdgo 9O mEbYwo
3oBHBMMIGO0Ls vy Ubgoolbgos
L3050 JugErgdol BodMswgdom.
6. 396@ oL 0565886™3gd0 Qo
36mxzgbommo  bGMgb@gdo/dldgbgargdo
3500 gd9bo 50056 Fgsdmfdmb (8o60dma
Lodw9dom EOL 2obdsgzemdsdo 9HmMbg) s

23500350b{obMmb gargdBH@mbae gmbdsbg

distribute the received information objectively,
accurately and provide correct information to
the interested parties.

4. Information is circulated for employees and
professional  students/trainees:  telephone
connection, center website, social networks, e-
mail, publishing information on the information
board in the open space of the center, through
direct communication in the format of meetings,
where information/presentations on various
topical issues are presented to the attending
public. issues and priority topics are discussed.
5. The center's public relations managers (social
media manager/ orientation and career support
manager) provide necessary information to the
center's employees and professional
students/trainees through electronic platforms
or various social networks operating in the
center.

6. Center employees and professional
students/trainees are obliged to check (at least
once during the working day) and take into
account the information provided by e-mail
Providing information to the listeners of the
center is carried out through the electronic
system and the issuance of telephone messages.

7. The employees of the center are obliged to
send official messages, within the scope of their
authority, through e-mail created with the
domain of the center, both inside and outside
the center/training center in accordance with
the requirements established by this rule and the
internal normative legal framework applicable
in the center.

8. All employees of the center take care of
creating a friendly environment for professional
students/ trainees of the training center and
visitors.

9. For visitors to the center and/or contact phone
numbers of the center:
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dofm@gdmmo  0bgm®dogos. 396GHMOL
dL09bggd0LsM30L 0bFMOTs300L dofjrgds

bmOE309wEgds gegd@Gmmbmmo Loldgdols

5 LoGgegnmbem 99@ymdobgdgdol go39dol
3boom.

7. 39560l 0565036MM39d0 35¢0©Y0vIbo
56056 LoALObYYMgMdMO30  FgEyYmdobydgdo,
M3 053mbOE GO0l Gocgddo, Qogbogbmb

395360l mdgobom d9ddbogro
909dBHOMbMwo  BmbEOLb  Lsdregdom,
MmameEg 396GHOoL/GHMboby 396G 0L

dogbom, 5939 399, Fobsdgdsty Fgloo
5096000  dmmbm3zbgdols s 396¢®do

dmgdgo 40obmMsGomwo
153N EGOMH0Z0 BSBOL FGLodsTOLO.

8. 39630 36O x39LoEo
UEAHI6GHIOOLZ0L/  BHEYboby 3960

dbdgbyergdolsm3z0l, s 30BOGHMMIdOLMZ0L
39000560 ymdowo  2o69dml 9943bsby
BOMbogL 396G 0L yz9ws MobsdIMHMAgemo.

9. 396¢®30  30B0EMMGPOLMZ0L /96
395360l Logmb@od@m A9w9gxzmbols
bmdMgdby:

AM9b0by 3963 M0: (+995) 0422 25 03 03; (+995)
555 40 03 03;

396@®0 d9M0osbo: +995) 511 40 03 03.

10.  Ggdmbwger  BoMgdby 306039050
35Lbgd0L A539d0L 35eEYdYEGds 930LEMYdS
396@®0L 36530600963 5300Ls Qo
396009OHYe0 b5 Fgemol
9969x96L/&M9b606y 3960l QlTell
d9bgx9gML, bmewm 00 Jdgdombggzsdo 0
bsgoombo  bggds  dobo  3m339G9bzooL
390090, 296L5BO3M3L d90c0md
5QMBOAU.

Training Center: (+995) 0422 25 03 03; (+995)
555 40 03 03;

Center Meridian: +995) 511 40 03 03.

10. The obligation to give initial answers to
incoming calls rests with the manager of the
center's orientation and career support/office
manager of the training center, and in case the
issue is beyond the scope of his competence, he
determines the next addressee.

III o530
PR 53¢ 03md9090
dmbemo 7. Loxstm mboldogdgdo ©s sty
9bzg0Mgd0
1. LEBMYPSEMYOLMD MMNOYHOMBOL 9GO~
9600 53m®dob - 306HoL30O  F9bz9MHYOOL

Chapter IIT
PR activities
Article 7. Public events and external meetings
1. One of the forms of public relations - in the
format of face-to-face meetings, the center
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xmOIs@do,
0bg3m®ds300L

396OO0  JHOb3gwymal
239H056MgdsL  Logmmato
L5gd3056mdOL 30399 5M0Do300LS Qo
395@®do dmgddgo 360659900l
693306930l dobbom.
2. 396@®0Ls s (396GHMOL  LoobgMMISz0M
G030l 995390069030,  LoBMYSMYOLSD
MOH00JONMO530 Bo®onwenos
3G3MM09Y6E 5300l Qo 39609gMob
d969x9M0, LemEoswwe  dgos  d9bgxgo,
36539500 3963 qd0l

95L9309dgd0/0bLEHOWJEHMMId0, GHM9boby
396@®oL  dgbgergdo s  3MHMFBYLOWO

UGg6GHgd0/AIgbggd0, 609003
bbb 1539900560 3°9m 3O gdoL
30D05MOJOL o 3MIMAMTgdol  Tglisbgd
00393056 QYA YO 06g3mMHI5305L.

LoFoMHmgdol d9dmbgggzsdo, sbggzg BsGEo
d90degds 0gml 3960l 0sbs3dMMAgdo,
05393300 Mmboldogdol BsFoMmmgdosb s
1395303030056 58MIEObsMY.

3. 396¢®o dbosOL  MFgOL  Lbgoolbgzs
m62560Ds309000, 33003960 Qo
099MH0OME0 3060700, LosagbGHMgdols
abME0s(30990L dog® dmfiymdogn
306396L9gdd0, GM9bobggddo,
306%396M96309080, 39b3900690d0, BMOHTGOLS
Q5 359m3x3969080 (396GH®OL 5bsFdOMIgerm.,
36539500 296500930l
9L 930 9dgdoL/ 0bLEHMWJBHMEMIdOU,
396@®oL  Adgbgargdols s 3MHMFBILOWEO
LEAHIBEHJOOL/ABBY6YEGOOL BMbsFoEgMdL.

4. 396M0 MBOMBIGYMRL  Lbgoolibgs

369J@9ddo 0bLEHOMJEHMMIOOU,
3653900 39bs0gdol
9sLfo3wgdagdol, 39bEG®™OL  Aldgbgegdols
Qo 3603390900

LEAHYIHEJOOL/ABBY6YEGOOL BIOITIMEMDSL.
5. 396360l Bsgddosbmdol 9583306035¢0MmdOL
MBOMO39wlogmxns s ImALsbEadols
bo®obbob g0dxmdgligdoll dobbom 39630

provides information sharing for the purpose of
promoting its activities and advertising the
programs operating in the center.

2. Professional and career manager, social media
manager, vocational education
teachers/instructors, trainees of the training
center and vocational students/trainees are
involved in the informational meetings of the
center and the public relations, who share their
experiences and provide detailed information
about the programs. If necessary, the center's
employees may also be involved, depending on
the needs and specifics of the planned event.

3. The Center supports the participation of
Center employees, vocational education

teachers/instructors, Center trainees and
professional students/trainees in competitions,
trainings, conferences, meetings, forums and
exhibitions organized by various organizations,
and

natural and legal persons, agencies

associations.

4. The center ensures the involvement of
instructors, vocational
center trainees and vocational students/trainees

education teachers,

in various projects.

5. In order to ensure the transparency of the
center's activities and to improve the quality of
service, the center assigns an important role to
informing the public and their involvement
with the help of
communication established by this rule.

6. The
platforms,

various means of

center uses various

such as:

cooperation
conferences,
interactive/informational meetings (with local
government,  society community
representatives, public and private schools),
discussions, meetings, communication through

and

the website and social networks.

interactive/informational
meetings, discussions and/or other meetings are

7. Conferences,
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9600369356 Ol 960 F90L
LsBMPOMIOOL  0bBMOTOMGIL  ©s  Fom
B 61070 dls $0bsdgdoty foboo

59600 bbgoslbgs  Logmdwmbozsom
1539950093930l IbTsMGdOm.

6. 396¢®0 0y4gbgdl  BsFIOMIMdOL
Ub3oolbgs  3EoBBMOIL,  OHMYMOOES
0525 005: 30bx396M96309%0,
063 9MogdBHomeo /50663065300
d9b39006930 (50030 MdM03

b9 obBgdsmsb, LsHMmAsMIILMB ©o
Lo gdm o806 Mmdgdmsb, Loy oG o

3963dm 130 OMB), ©oligMlogdo,
05MB0MIO0, 390-339MOLS s LME0SW YOO
JU9eg0000 30dMbo3s30s.

7. 3Mb65396M963090L, 0b6@9Mogzomeo

b5068mMIs30m  I9b39006M90L,  ©OLIMLOOL
05/56 Bbgs 99b3906090L MmGRsb0BGdSL M3y
A&6M9boby  396¢®0L  LmEosermo 390
3969%960/396GH®0L 3MIMGRMH09BESE00LS S
396009OH00 b F M0l d9bgx9gc0
0565300 IgdNL 3MMOH0bs3000.

8. 30mxmM0gbGHs3gools @  35M0YMHOL
9969%96M0 s Leosgw® dgos dgbgxgOo

organized by the Social Media Manager of the
Training Center/Professional and Career
Support Manager of the Center in coordination

with the employees.

8. Professionalization and career manager and
social media manager ensure the information
and involvement of employees, professional
students at competitions, trainings, conferences,
meetings, forums and exhibitions organized by

other organizations.

9. In order to conduct public events and external
meetings with the public, an action plan related
to communications should be developed in the
center.

MOOHMB3gwymxzl  bbgs  mysbobsezogdol,
dog® dmfgmdoen 30mb3OLYdDY,
&6M9bobygdby, 3Mb69396M96:3090%9,
d9b3906M93D9, BMEMT)ODY o 350M59693D9
0565386 Igd0ob, 36539090
LG M9bEJOOL 0630m®doMm9dsls Qo
BI0Y M.
9. LoBMASMYOL D Loy s6m
©mbolidogdgdols s a3y FgbzgMgdol
Ho6mBmgdols dobbom, 396@®do
390105390900 bs 0gb9L
3009960353090056 5353006093900
LodmJdgom g9 ds.
dgbero 8. 30boGMMYdo ©s Bows Article 8. Visitors and internal meetings
99b3000M900
1. All employees of the center take care of
1. UV 3obogmegdoliogol creating a friendly environment for visitors of
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39000560 ymdowo  2o69dml  8943bsby
DOMbogl 39B6GH®OL y4z9mws sbsddGMMIgero,
MmIgdoE, 3m339G9bsool  BoGergddo,
bbb 30D0EHMMOLIM30L Lo FooOm
0630635300l dofjrrgdsl.

2. (396¢®do  dgdmbyero
0bg3m®doG9do, 3o
306390 3sLbgdols
3OWEIPNWIOs  ©LOIPONwo  5d3L
395@®0L 36OMBMOH096ES300Ls Qo
39609690 dbosFgMOL
9969x96L/&M9b0by 3960l QlTell
d9b9x9ML, LemEosw® dgos dgbgxg®L. 00
d9dombggzsdo vy Lsgombo  Lgds dolo
30039396300l BoMRwgdl,  sbodboyem
39900b393590, (396GHMOL 3OMBMOH0IBEHGO0BS
Qo 39009OHYe0 b5 Fgeol
9969x 960/ BHE9boby 396¢®0L mg30L
d9bgx9M0/ LmEoswmemo dgos  dgbgxgeo
239bLsBE3MH3L  30BoGHMMOLmM30L  F9dama

dmdoenodggdol
d93000b390%9
393990l

5QMgLOAL.

3. 396¢®do  sgadowo  dgbgzgol
9mbsfoegqdol, mbolidogdgdol idmdmadols
Qo dgool Ho68mBsqbargdol
900905/sb39M 1bErb3gwymazowos
LsDMY5MYOL D MO0OYOHNMOSDY
3smboldagdgeo 3060l - 39630l
3G3MM09Y6E 5300l Q5 396M0gOHIE0

FbsMI5FYO0L  gbgx960/GHM9gboby 396Gl
bmEosE Mo d90s J9bgx gMol Bog6.

4. 257m35¢0obobgdge o ©YAYAd3
d9b3900093L  MEOYsb0DBYdL 193l (396GHGOL
36OHMRMMH09635300L5 5 39M09HMo
dbsmoFgMHoL 9bgxgM0/BHM9boby 396G MOL
bm@gosMo  dgos  d9bgxgMo  dmscnm
b9 dd3569wmdLmE 3nmGOEobsgoom.

the center, who, within the scope of their
competence, provide the necessary information
to the visitor.

2. The obligation to inform the citizens entering
the center, to provide initial answers to their
questions is assigned to the center's orientation
and career support manager/training center
office manager, social media manager. In case
the issue is beyond the scope of his/her
competence, in this case, the Center's Career
Support Manager/Training Center Office
Manager/Social Media Manager will determine
the next addressee for the visitor.

3. Reception of the participants of the planned
meeting, event guests and media representatives
in the center is ensured by the person
responsible for public relations - the center's
orientation and career support manager/social
media manager of the training center.

4. Unexpected and unplanned meetings are
organized by the center's orientation and career
support manager/training center's social media
manager in coordination with the direct
management.

5. In order to raise awareness, various
informative meetings are periodically held for
professional students/trainees and employees,
which are organized by the representative of the
relevant structural unit of the center within the
scope of his authority. The invitation of
employees to meetings with such informative

content must be confirmed by e-mail.

5. 396¢®8o, (3bmdogMadol  53omegdols
dobboom, 3639090
LEAHI6EHJOOLM30L/ABYBgEgdOLZOL o
05653960 m9gd0Lm30L 3960MOMESQ
AoMH©9ds  bgoolbgs  0bgmMTo30eo
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d9b3g0M9gd0,  OHMIglsg  MMRBOBYISL
39090, B3O ¥BEGdSTMBOCGOOL
Ro6Ry9gddo, 396@ 0L d9L505dolo
LOHOAIGNODwo 9O0IIX0L
0960mBs09bgero. sLgmo  0bxm®Isgomwo
dobos®bol dJmby d9b3900690d0
05653300 Igermo 0,393 mbos

©LEHYHIOMEIL 9gdEOMBAo GmbEoL
153495¢9300).

dmbwo 9. 39933900 s  LMEOSEMGO
Juoewgdo

1. 39660  mogobo  LEGHOWIBHMYOMWO
9ODIM GO0 (3OO
LsDMA5MYdL D 9989J&H6O0
“ODOYODNMOJOOL FYsMOL S BObI3L
9ol d9boebbgdsby.

2. 39630 d0s @ 2969 3md1bo3sgoobmzol
506¢)9M9gldmo dbsegqdols
063mMH30Mgd0Lm30L  0ygbgdls 390-3396LS
5 L 305G TGOSL.

2. 39560l dxEMdgmdsdos  mdgobo
http://www.meridiani.ge/ Qo
http://www.meridiani.edu.ge/. PRGN
50bodbmols  (396GHMOL  353¢MdYMmd5T0s
99dBHMMbMwo  BmbEBoLb  FoLsdsOmgdo,
MBO(305C)6 339693l LeE05YH
JB9wgddo s Bbgs.

3. 36O HoONb3gwymaL  ambogdrw
350500  dbmmE  LsbEM  ©s  MEHYMMO
06g3m®To300L 2930 (3909d9L  390-2396MCOLS
5 L E30SYH Jg00L LTSEGO0.

4. 399-3390Q1) ©> LOEEXX O Jigewgddo

Article 9. Website and social networks

1. The center with its structural units tries to
establish effective relations with society and
cares for its maintenance.

2. The center uses the website and social media
to inform interested parties for internal and
external communication.

2.  The
http://www.meridiani.ge/

center owns the domains

and
http://www.meridiani.edu.ge/. In addition to
the mentioned, the center owns e-mail
addresses, official pages in social networks and

others.

3. The center ensures that only reliable and
accurate information is disseminated through
the website and social media within a reasonable
period of time.

4. Acquisition/preparation/editing, updating and
systematic supervision of materials to be posted
on the website and social networks (in content,
language and style) is carried out by the career
and career manager and the social media

29BL5m53L9do Bsbsemgdols | manager in coordination with the IT and
(806556b0dG0350, 9600603500 oo | material resources manager.

LEHOEOLEWOS© 20050 eo) | 5. The IT and material resources manager is
903039051/ 03B Y0/ 95 EH0MYd, responsible for the administration/technical
2965bgdsL Qo LobEgds@m® | management of the website.

9535939 MdL Sbm®E0gegdL | 7. The career and career manager, and the social
3GMBMO0Y6EH (300l o 39009MoL | media manager, independently and/or in
8969%960, @5 Legosw® dgos 89bgxgM0 | coordination with the employees related to the
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IT @  35@gMosmémo  Oybwedlgdols
9969% 96356 3nmeobsgoom.
5. 390- 3396©0b

5030boLGHM0M9d5B9/Bgdbo3z e  Bscmn35%Y
35Lmboldygdgeos IT s  FoBHgM0sw®o
M9LmOLYdOL J9bgx9O.

7. 30m8MM0g6Gs300Ls @ 35M0YMHOL
3969% 960, 5 LeEosw® dgos d9bgxgMo
©59MmM300090WoE /9D Ly30mbydmsb
535380690 0565890090056
3000530000 5dBoEIOL A9BLEMI3LYdIO
3bmbLOL  FgduAL, 965053LgAL  LmEosEME
Jbgewdo Qo LodLEbYMHYOMHO30
994 EHOMbMo gmbiEolb d9dzgmdom sfzwol
IT 5 oGMoseyMo MglmEmLgdol Igbgx gl
3903390©bg 29bLm3BGOWSE SIMR305b69L
593H03md0L  45BbMME09wgdol obs @obs;
Bo@oMmgdmeo ©mbolidogdols dqLobgd
06335300 b gobmoglicogl sg@ogzmdols

2396bmO 30909006  Bodbodmd  Bgmey
Lodwgdom L.
9. 03 @gdobggzsdo, o) oy IT o

35396005 Oo  Mglm@Lgdol d9bgxgho 396
SbmO309wgdl 300 23960DBY 0bxzmOIs300l
396053LgdsL, Bo30MbOL 5JEHWsEMdOEIE s
153 Foml  BMEMEMIOEID  498MmI0bseY,
©ob5039005  0bxM®As300L  256093LgdS
3095 M 36053006009bE 53005 Qo
396009Mob 3969x9MH0LS S LMEOsEME F9g0s
d9bgx9M0ol  doghH  bgwwddp3s569mdslmsb
990056b3gd0l 9999y,

10. 3956¢®0L d9lodsdolo
PR gdsdmbogdol ddmby 30MOL  MBWGdS
5dall  39M0MmEWIs©  0005b5FIOMIEMU
Lo5635650gdE™ 30O IOLS Qo
390339090056 dmlsbargmdsdo
36053950990 29650 gdOLS s FGHBWZIMMS
LYOGHOGROE0MGO0L  Tglobgd  (36MdOgMdOL
5050900l d0Bbom.

11. 39023960 ©s LeEoswMo  Jugeol
339600 sLEOWYEGIL M doMHoms© BbJ3osl

issues, prepares the text of the announcement to
be posted, posts it on the social network, and
sends it to the IT and material resources manager
via official e-mail to be posted on the website no
later than the day before the activity is carried
out; Information about the event should be
posted no later than the second working day
after the activity.

9. In the event that the IT and material resources
manager is unable to post information on the
web page, depending on the urgency of the issue
and the volume of work, it is permissible to post
the information directly after the agreement
with the management by the orientation and
career manager and the social media manager.
10. The authorized person of the center has the
right to periodically cooperate with educational
portals and websites in order to raise awareness
among the population about professional
education and certification of seafarers.

11. The website and social network page
perform two main functions and take into
account the interest of receiving information
within a reasonable time;

a) Communication  platform: contact
information is placed among them, about the
territorial location and provides the opportunity
to communicate with the institution via the
Internet;

b) informational function: information about
the activities of the institution, activities carried
out by the institution, etc. is placed;

12. The website can be easily navigated, for this
information is placed in logically grouped and
titled sections, there is a word search function.
13. The website contains:

> Institution's mission, vision, values;

> structure of the institution;

> information catalog

educational programs;

of professional
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Qo 035¢0l{HobydL 0653m®ds300l
3Mb036MMe 350530 0gdols 0bEYMLL;

5) bo3mdMbo3gs30oM 3 oGHBMOTo:
396003LgdM0os  Lo3mb@od@dm 0bxzm®mTszos
doo dmOob, A9IOOGHMM00
50 dYd5MHgMdOL  dqlobgd o  0dwg3s
5099093510756 0b6@9Mbg@om
300996035300 FglodegdMmdsL;

0) LYOBGZMEOTs30M GFMb309: FobMOZLYdMOS
063065300 flgdwegdol bogdosbmdols,
5h9LgdMgdol Joge AsBbMOE0gEGdo
594303mdgd0L Fglobgd s bb3s;

12, 39033960©Bg dgbodergdgeos  JoMGH030

653095309, sdolomgzol 0bxgm®3s305
2396053L9d9e0s ©WMY0329M5©
QOXJNBION®W  © LSOO
06039000, 9MLYdMIL  Lodyzoom  dgdbols
3bd30o.

13. 3902396000b9 4960531989 0s:

> 3h9gLgdEgdoL dobos, b939,
©0M90IG09d0;

> figbdyegdol LHOMIHNOS;

> 06530635300 3603390900
b52,56356500gdEM™ 36MHMyM53dqd0L
395 MY0;

>0bgxmMTo300 &69boby 3996OLYdOL
(3mb396G0MMO Qo 965306396(3060)
3G MY0;

> 3603900 dmIBoYdS-FTHBIIdOL
36659900;

> 300890 3OMAM5990Dg  sOLYOMWO
3939660 50930l dqLobgd;

> 06630635300 39OLMbaBY;

> 0bgzm®3s305 oo s LYMHMSTMMOLM
390 GbomMqdbY;

>  information on  training  courses

(conventional and non-conventional) catalog;
> professional training-retraining programs;

> About
programs;

vacant places on professional

> information on personnel;

> Information on domestic and international
partners;

> Information about discounts available in the
center;

> Information about innovative services and
products available in the center;

> Information about the main directions of the
institution's activity;

> Main news;

> legal acts regulating activities;

> Photo and video gallery depicting the
activities of the center and others.

14. The website is the main means of mass
dissemination of information about the center:
a) The website contains all the essential
information that allows identifying the location
and role of the center.

b) Information and timely news intended to
meet the interest of the public are presented on
the website.

c) Current processes and activities, as well as
planned events, are reflected on the website.

d) The provision of information required to be
placed on the website is carried out in
compliance with the requirements established
by this rule.

e) The website allows visitors to send messages

> 0bgm®3s300 39680 SOLIDYO | 1o the center, the persons responsible for public
BoLs3EgdYBOL Tgbobgd; relations  have  the  prerogative  to
>0bgmm35305 395»®do SOBIDMO | answer/redirect incoming questions.
0bmzgsormo 90dLsbyOYOoLs @5 | 15. In groups of different topics created in the
3oL Ggbabgd; social network, relevant, in some cases
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> 063006035300 59L9dIEgdOL
15d3056MdOL  JoMOMsEO  F0T>ODMGdJdOL
dqLobad;

> 000535600 LOsbEqqdO;
> L5gdosbmdOL
Lo3oMNEGOMH0Z0 59&9d0;
> 396@¢®0L 1odd0sbMmdoL sALEB3gO BMEHM
Q05 30Q09M 25¢096Mg5 s Bbgo.

14. 39923900 (omImoyabl  (396EH®OL
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requested by users, information is shared and
disseminated.

16. The website of the center should be available
in Georgian and English languages.

dmbwo 10. mxgogosm®o  0bgmmdsgool

Article 10. Rule of issuing official information
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1. Official information is provided by the
interested party only in written form upon
written request.

2. For the purposes of the first paragraph of this
article, the center communicates in writing no
later than within a reasonable period established
by the General Administrative Code of Georgia,
and in case of impossibility to provide
information within this period, the addressee
will be informed in writing of the circumstances
and the terms of providing information.

3. Official information is written on the
letterhead of the center and sent to the addressee
with the signature of the director.

4. The draft of the official information to be
issued according to the request is prepared by
the employee of the center within the scope of
competence.

5. The formal compliance of the documents to
be issued with the rules of proceedings in the
center and the applicable legislation of Georgia
is ensured by the person with the relevant
responsibility of the center.

6. The person responsible for issuing official
information from the institution is the director
of the institution, and in the case of his/her
inability to exercise authority or delegation of
authority, the person performing the duties of
the director.

300 DomBmoyqbl 579LgdYEgdOL
©0M9JEBH M0, bmerm dol dog®
»B3gd5dmboergdols 296bmM 309 gd0L
3919 gdEMdOL d9donbggzsdo 56
R gdsdmboegdols ©I90MJd0L
99000b393580,  ©0MYJBHMOOL T35 gMBdOL
99969090 3060.
dobero  11. 937939380608 899700 5 | Article 11. Feedback results and analysis
5bsgrobo
1. In the process of communication with the
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public, the results of the feedback received as a
result of various channels are used to improve
the quality of the activity.

2. Considering the interests of society is a
priority for effective satisfaction of its
expectations.

3. The person(s) responsible for the coordination
of public relations are responsible for ensuring
the analysis of questions, comments and/or
from various

recommendations received

communication platforms.

4. The person(s) responsible for the coordination
of public relations will present the analysis of
the results every 6 months to the quality
assurance manager and the director, based on
which the improvement of the communication
mechanisms and communication channels is
carried out.

5. Feedback analysis results are used for further
development.

6. Answers to frequently asked questions are
accumulated on the website and Facebook page,
which are periodically updated.

39bgo 12. 3m@0g5300L 5950e0gds s

Article 12. Raising motivation and promoting

060305303900L by dgfigmds initiatives

L 3960®do 36aggbogeo 1. In order to raise the motivation of professional
bAIRIBAYOOL/ALTYBIwgdOL  BmHogsgool students/trainees, the center conducts activities
28s0egBol  Bobom,  GeBEIds 83000 | Jiaq o encouraging them:
6;b0@0b3§2b3361?080®mm@ oj@ogmbgbog . a) promotion of educational or sports/cultural
> PBIPOIXO ODIPQIOOD | hitiatives of vocational education
9sLfoggdgd0l/0bLEBHMMJEHMEMdOL Q5
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teachers/instructors and vocational

students/trainees;
b) In order to promote a healthy lifestyle, sports
competitions and domestic championships.

c) Vocational education teachers, training
center instructors, center administration
representatives and professional

students/trainees take part in the competition.
The center has the right to give an award to the
winning team in the championship for the
purpose of encouragement.

d) The space of the center isused for professional
education teachers/instructors and professional
students/trainees
professional growth.

for work meetings and

e) The space of the center isused for professional
education teachers/instructors and professional
students/trainees.

f) It is possible to use the space of the center for
the implementation of entertainment events for
vocational students/students;

g) It is permissible to organize open-door days in
the space of the center for the purpose of
popularization and professionalization of
professional education.

2. Information about the activities of the center,
which is related to the issues of professional
education and certification of seafarers, for the
purpose of promotion and professionalization,
events can be organized outside the center as
well.

3. The Career and Career Manager, together
with the Social Media Manager, along with
other responsible persons of the Center,
organizes the above-mentioned activities and
posts relevant information on the Center's
official website, Facebook page or bulletin
board.

4. Any activity (internal and/or external) that

serves to bring the center's employees closer
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together and increase communication between
them is the competence of the center's human
resources management manager. Photo material
depicting the mentioned events should be
placed on the institution's social network with
personal data protection.
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Chapter IV
Internal and external communication

Article 13. Communication with employees
1. The center tries to create a positive space

among employees, including vocational
education teachers/instructors, where the
parties involved in communication feel

comfortable.

2. To provide information to employees, the
person(s) responsible for public relations use
telephone connections, the center's website,
social networks, e-mail and the information
board placed in the open space of the center,
where information is published.

3. The person(s) responsible for public relations
informs the employees about the planned PR

3. Lobmyomgdolbmsb  BmogeHmmdstby | eventsin the format of meetings and/or through
3olrgbolidagdgaro  30M(gd)o  dgbgg®gdols | official  mail and  provides details for
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dissemination
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Article 14. Communication with professional
students/trainees

1. All employees of the center try to create a
positive learning and training environment for
professional students and trainees.

2. The person responsible for this information

provides the necessary information for
professional students/trainees.
3. To communicate with professional

students/trainees, the center's mail, website,
social network, open space of the center's
building, where relevant information will be
searched, telephone connection are used.
Information is also provided through direct
communication in the auditoriums or by

organizing a meeting.

bgos  9M©oGMMogddo  sb  dgbzgmol
6560D9000.
dopwo 15, gegddOmbamo  gmbAOL | Article 15. E-mail administration
58060l B0MYO 1. The center's unified e-mail is designed to
1. 396¢®0b 9000560 gergdHOmbIEo Gebihs quickly disseminate information and flexibly
398006705 06g3mEAT3008  BHOSBS® | gbtain feedback.
6°8039@9B0b> ©> 3713038060 30J50IR | 5 1nformation sent to the e-mail of the center is
dm3mggooliorgals. managed by the relevant person of the center.
2. 395306 g.g3mbEebg  Ggdmbyem
0bg3m®ds3090L 9950530 30693056
590LoBsMN9BL 395@®0oL d9L505d0lo
39L9bolidygdermdol ddmbg 3oGo.
030 V Chapter V
0875¢0m 3mxbogsgos Direct communication

d9bero 16. 303760353000 fjggds
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396@®0L

Article 16. Commencement of communication

When receiving a citizen, the employee of the
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center is obliged to:

a) make eye contact with him and smile at him;
b) greet him in a friendly manner (without
familiarity);

c) address him by name, if the mentioned is
known to him;

d) make him feel good;

e) to offer him help ("How can I help you?").
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Article 17. Flow of communication

1. The employee of the center must address the
citizen by name (if the employee of the center
does not know the citizen's name and does not
have hisidentification document, he can address
the citizen with the question "Excuse me, what
is your name?", or "Excuse me, how do I address
you?', or Excuse me, can't you tell me your
name?", or others), to talk about you and refer to
him with the words "Ma'am" or "Sir".

2. The employee of the center is obliged to
concentrate attention on the citizen. The
communication of the employee of the center
with the citizen should be continuous. It is not
allowed to perform any other action at the same
time as communicating with the citizen (eg
eating, chewing gum, talking to a third person,
stacking documents, doing something on the
computer, etc.). In the event of interruption of
communication with the citizen (for example, a
business phone call, a third person's question,
leaving the citizen on his own business, etc.), the
employee of the center must apologize and
immediately resolve the interruption. It is
desirable that the employee of the center once
again apologizes to the citizen for the delay
when the communication is resumed. If the
reason for delaying the relationship with the
citizen is a question from a third person, the
center employee should ask the third person to
wait, and answer the question only in special
cases.
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3. The employee of the center should listen
carefully and not interrupt what the citizen has
to say. After finishing the speech, the employee
of the center should address the citizen with
questions, if the essence of his request is not
clear or needs clarification.

4. It is desirable for the center's employee to
communicate with the citizen in a positive
rather than negative formulation of proposals.
The employee of the center should focus on the
procedural alternative, if it exists, instead of the
inadmissibility of meeting the request.

5. The employee of the center should speak
concisely and in simple language. When
communicating with the citizen, the employee
of the center must use common terminology
understandable to a reasonable person and
explain the meaning of concepts that the citizen
will not understand.

6. The employee of the center is obliged to
protect the citizen's right to personal,
commercial and/or professional secrets - not to
announce them for others to hear, if this isnot a
request of the citizen himself.

7. The employee of the center must provide the
citizen with complete and accurate information
at his disposal. If an employee of the center
doubts the authenticity of the information to be
provided, he must apologize and verify the
authenticity of the information with a
competent employee of the center. The
employee of the center is obliged to search for
information unknown to him, but protected in
the institution. To fulfill this obligation, the
employee of the center has the right to
communicate with another employee of the
center regardless of his structural affiliation and
location.

The employee of the center is released from this
obligation if obtaining information is objectively
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impossible or unjustified based on the interests
of the citizen. In such a case, the employee of the
center must redirect the citizen.

8. In the event that it is not possible to satisfy
any request of the citizen due to valid reasons,
the employee of the center is obliged to express
his regret regarding the mentioned ("I'm sorry,
ut...") and justify the refusal.

9. An employee of the center should not argue
with an employee in the presence of a citizen.
10. The employee of the center should treat
citizens with restraint and respect.

11. The employee of the center should speak in
an official style, in a principled tone and be
moderately strict as needed, but not to harm the
dignity of the citizen.

12. The employee of the center should listen
carefully to the citizens and not interrupt their
speech. This rule does not apply if the citizen's
speech is inconsistent with the essence of the
case or is aimed at unjustified delay in the
consideration of the case.

13. The employee of the center should not enter
into a conflict with the citizen, nor should he
show a familiar attitude.

14. The communication of the center's employee
should not cause objective doubts about his bias
or attitude.

15. The employee of the center should not
express his personal attitude and emotions either
verbally or non-verbally (facial expressions,
body movements, etc.).

16. The employee of the center should be
attentive to any request and question of the
citizen, teach him the location of the audience
of the center, introduce him to the responsible
employee of the center, help him to move if
necessary.

17. If the citizen is confused, the employee of the
center is obliged to offer him help ("How can I
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help you?", "Do you need anything?").
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Article 18. Citizen redirection

1. During the redirection, the employee of the
center must explain the reason for the
redirection to the interested person/client.

2. Redirection may be general and/or
personalized. The employee of the center must
provide the citizen with the most complete data
of the forwarding subject (name and surname;
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position; title; working hours). The employee of
the center can indicate to the citizen several
alternatives of the redirection subjects, if they
exist.

3. Upon request, the citizen can be provided
with the contact data of the redirecting entity in
written form.
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153MbG oG dmbo3gdgdo.
dopeo 19, 3m0mbo3s30s  Y305gmBogm | Article 19. Communication with a dissatisfied
Amgogmsgglionsb citizen

1. The employee of the center should listen
carefully to the dissatisfied citizen.

2. If the citizen's dissatisfaction is caused by the
fault of the institution, the employee of the
center must acknowledge the said, apologize and
act as quickly as possible to correct the created
problem, even if it is not directly caused by his
fault. If the employee of the center is not
authorized to eliminate the problem, he is
obliged to contact the competent employee
himself. If contact is impossible or ineffective,
the center employee must redirect the citizen.
3. An employee of the center should not accuse
a citizen of lying, even if he is sure of this.

4. The employee of the center must inform the
citizen of the measures taken to solve the
problem and the deadline that will be needed to
eliminate it.

5. If the problem cannot be solved within a
reasonable time, the employee of the center
should record the citizen's contact information,
inform him that he will contact him at a certain
time or period and apologize. The employee of
the center should not violate the agreed
deadline. If it turns out that additional time is
necessary to solve the problem, the employee of
the center must contact the citizen at the
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appointed time or period, explain the reasons for
the delay, apologize and notify the deadline for
the next contact.

6. The employee of the center must exhaust all
possibilities to eliminate the causes and/or
circumstances that cause dissatisfaction in the
user/person concerned.

7. It isnot allowed to deepen the conflict by the
employee of the center. It is not allowed for an
employee of the center to lose his calm tone and
balance with an unsatisfied customer. Verbal or
other abuse of a disgruntled customer is not
allowed. The employee of the center should try
not to use words that will irritate the disgruntled
customer.
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Article 20. Communication in the event of a
delay caused by a technical problem

If the fulfillment of the request is delayed due to
technical reasons, the employee of the center
must apologize to the citizen. The employee of
the center should not discuss the created
problem with the citizen if the delay is of short
duration. The employee of the center must
explain to the citizen the reasons for the delay,
indicate the approximate duration of the delay
and offer alternatives (if any) if the delay is long.
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Article 21. Termination of communication

1. At the end of the communication, the
employee of the center should say goodbye to
the citizen and smile.

2. The employee of the center should make sure
that the citizen was satisfied with the
communication with him. If the citizen is
dissatisfied, it is recommended that the
employee of the center try to correct his
attitude. The employee of the center can offer
the citizen the business card of the institution.
The employee of the center should express
readiness for further assistance.

3. The employee of the center should say
goodbye to the citizen and thank him.

4. Before saying goodbye to the citizen, the
employee of the center should not start
communication with the next citizen.

5. In case of receiving a large number of citizens
in the center, in order to avoid noise and chaos,
the administration of the center has the right to
call the interested person to calm down and ask
him to wait in the waiting area of the center.

6. Consultation and service of the interested
persons should be done in such a way that the
mentioned process does not cause the interested
person's dissatisfaction, aggression, and any kind
of verbal or physical abuse.

7. In case of aggressive action by the interested
party, the employee of the center reserves the
right to demand such a person to leave the
territory. In the event that the control of the

099 30H0IZMM0 F9O:3DMRs. situation cannot be carried out with a verbal
7. @0b3y0glgdmmo  dbsol  Bog® | warning, the employee of the center reserves the
33Mglbomeo 9990900l 990mbgg3sd0, | right to contact the police hotline.
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needs should be done with his best interests in
mind.

9. Communication with an interested person
who suffers from health problems or needs to be
provided with primary medical care should be
carried out by a person with special skills for
this. In the absence of such a person on the
territory of the center, the employee of the
center reserves the right to call for emergency
medical assistance.
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Chapter VI

Different means of communication with the
citizen

Article 22. Telephone communication
1. The employee of the center is obliged at the
beginning of the working day and periodically
thereafter to make sure that his office phone is
in working condition.
2. The employee of the center should pick up the
phone no later than the third ring.
3. The employee of the center should state his
name and address the citizen with the word "I
hear you".
4. The employee of the center should speak on

M6 oLOMROML  LELOsAMZbM, Lsdojoerm | the phone in a pleasant, medium tone and
Gmbom  ©@s o  bs  5M36mdObML | should not make the citizen feel that he is in a
9mgdoodqls, M0d ghdocgds. hurry.
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5. If necessary, the employee of the center can
redirect the citizen.
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Article 23. Communication by e-mail

1. The employee of the center is obliged to check
his official e-mail at the beginning of the
working day and periodically thereafter.

2. The employee of the center is obliged to
respond to e-mails received before 18:00 on the
same day, and to e-mails received after 18:00 on
the next day, except for exceptions provided by
law or reasonably justified.
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Chapter VII
The general standard of appearance
Article 24. Clothing
1. The employees of the center should dress
appropriately, elegantly, tastefully.
Inappropriate, provocative, vulgar, avant-garde,
and/or eccentric attire is not permitted.

and

2. Itis not allowed to confuse business style with
other styles (e.g. sports, home, etc.).

3. The employee of the center should avoid
excessive colors of clothes.

4. It is not allowed to wear clothing that has an
offensive expression, a vulgar image and/or
caricature on it.

5. It is advisable for the employees of the center
to report to the center in an orderly manner.

d99bewo 25. 1530l dmgems

1. 396Gl 39b53dMMIgo
3980094 M9dm@IL bR OIS
000303500 “96s 0gmlb dmfiglitroggdero.

UGN
@b

Article 25. Self-care

1. The employees of the center must look solid
and must always be tidy.

2. The employee of the center should select daily
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perfumes and cosmetics according to his taste
and use them sparingly so as not to cause
irritation to other employees and citizens of the
center.

dmbero 26. 0565386 3mols
00963 05303060980L 6odsbo (dgx0)

1. 396@®obL 056589603900
MR 053MbOE0s  5BHMML dobo  30bsmdOls
096¢ 05303060930l 60dsbo (dgx0).

2. ®9b653dOHMIol  09bEH0B0E0MdOL
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Article 26. Employee identification mark (badge)
1. An employee of the center is entitled to wear
a sign (badge) to identify his identity.

2. The employee's name, surname, and position

shall be marked on the identification badge
(badge).
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Article 27. Changes and additions

1. The said rule is drawn up in two languages. In
case of conflict between the languages, priority
will be given to the Georgian text.

2. If any provision of the bylaws is declared
invalid, this will not affect the validity of these
bylaws as a whole.
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Article 28. Distribution area

1. Changes to the rules can be made by the
director, the quality assurance manager of the
center institution, the head of the college, the
heads of the center based on a written request.
2. Informing the center's employees about the
changes made in the internal regulations is
carried out by e-mail.

3. The document is available for the employees
of the center through the institution's One
Drive.

4. The rule is sent to all interested parties.
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structural units of the center
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