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OcHoBHbIe npaBuna paboTbl AN OHNaNH-YPOKOB
| Terms of Business for online-lessons

B Hawen pabote Mbl NpyvHMMaem creayowime
npasuna no onnaTte, a Takke Ha crny4yanl OTMEHbI
3aHATUN, ONO3LAHUN U TEXHMUYECKUX Npobnem:

At our company we apply the following
rules regarding payments, cancellations,
lateness and technical problems:

Onnarta

Onnara 3aHATUIA NPOU3BOAUTCA 3apaHee,
B Hayane Kaxaoro  KaneHgapHoro
mMecsua.

CambIn nepBbI NaTeX BKIIOYaeT B cebs
onnaTy kKak MUHUMYM 3a NepBbIn MecsiL U
nonMecsAua B kayecTBe  genosuTa.
[enoant 3a nonmecsiua d6epetcd, 4TOObI
obGecneuntb  KNMEHTY  NpOXoXAeHue
MOMHOro LuMKna obyyeHns ¢ NpaBUSibHbIM
3aBeplueHneM oby4yarollero npowecca,
noaTomy KNneHT AOIMKEH
NHopMMpoBaTb KOMMaHuo 06
OKOHYaHMM obyyeHMs 3a 2 Hegenu
He3aBMCMMO OT MpuumH. Ecnu knuent
pewnT  3akoH4YUTb  obyyeHne  6e3
yBEe4OMSEHNSI KOMNaHuKn 3a 2 Heaenu, To
KOMNaHua yaepxuBaeT 2-X HeAerbHbIN
4enosuT.

MepeHoc 3aHATUN

B koHUe kaxgoro kaneHgapHoro mecsiua
KNUEHT [oroBapMBaeTcsa C KypaTOpOM U
npenogaBateneM O KONMYecTBe YPOKOB
(yacoB) Ha cnefyowmin Mecsay, (BKNoYas
KaK YpOKM C yuumTensmu, Tak U ceccum C
Koy4yem). MnaH 3anucbiBaeTcs B
CTyAeH4eckyto kapTy. Ecnn knneHT paHee
YyeM 3a 48 yacoB [0 Hayana ypoka
NMOHUMAaET, yTO He CMOXeT
NPUCYTCTBOBaTb Ha 3aHATUM, TO HYXHO

Payments for Services

e We require payment in advance for
each individual module at the
beginning of each consecutive month.

e The first transaction shall include a
minimum payment for the first month
and a half-month security deposit. The
half-month security deposit is taken to
ensure the continuity of the learning
process and that the client notifies the
company 2 weeks in advance if
he/she wants to end the learning
process for whatever reason. If the
client decides to end the learning
process  without notifying the
company, the company retains the
right to withhold the security deposit.

Session Shifts

e At the end of each consecutive
month, the client will agree with the
administrator and the tutor on the
number of sessions (whether these
are sessions with the tutors or
coaching sessions with the coach)
to be taken in the next month.
Consequently, the study plan for the
next month will be devised and the
student card updated. The client is
required to advise the company
about his/her impending absence 48
hours prior to any session with the
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cpasy xe obcyauTb AaTy U Bpems Ons
nepeHoca ypoka. Heucnonb3oBaHHble 3a
MEeCSIL|, YPOKM CropatoT U He NnepeHocsaTcs

Ha cnegyroLwmin Mecsu,.

OTMmeHa 3aHATUN

e [lpy OTMEHEe KIIMEeHTOM 3aHATUS MeHee
yem 3a 48 vacoB, 3aHATUE cyMTaeTCs
cocTtosaBWIMMCA U OH onnadmBaeT 100%
CTOMMOCTM  OTMEHEHHOro  3aHATUS,
yunTenb nony4YaeT HeyCTOWKy B pasmepe

100% oT cTOMMOCTM ypoKa.

e [lpy OoTMEHe yuuTenem 3aHATUSI MeHee
KNUEHTY

yem 3a 48
BO3MOXXHOCTH

4acos,
npeanaraeTcs

yqyunTend Ha OaHHbIN YPOK Wi AOatbl U
BpeMda OnA BOCNOJNMIHEeHUA nponyweHHOro
YPOKa C OCHOBHbIM MnpenoaaBaTtesieM.

tutor or coach in order to postpone
the session. Unused sessions
cannot be carried over to the next
month.

Session Cancellations

If a client cancels a session at short
notice (i.e. less than 48 hours prior
to the session), then the session is
deemed to be fulfiled and the
company retains the right to
withhold 100% of the total fee for the
session and remunerate the tutor for
100% of the session.

If a tutor cancels a session at short
notice (i.e. less than 48 hours prior
to the session), the company will
either find another tutor for this
lesson or the client will be promptly
informed by the company of when
the missed session can be held and
a suitable time and date arranged.

Ono3aaHusa

e B Criy4yae onos3gaHuAa KnuneHTa Ha YPOK,
KIMWEHT onriavymeBaeT MOJIHyrd CTOUMMOCTb
3aHATUA, a y4uTerb nony4vaeT onnarty 3a

NOJSTHbIN YPOK.

e B cnyyae onosgaHusi yuuTensa Ha ypok
MeHee 4YeM Ha 15 MUHYT, yuuTenb
oTpabaTbiBaeT 3TO BpeEMS B TeKyLLeW

nnm nocnegytoLlemn ceccuun
COrf1acoBaHMIO C KITMEHTOM.

e B cnyyae onosgaHusi Ha ypok yuutens
Gonee 4yem Ha 15 MuH, ypok nub6o

npoansieTcs Ha 93TO BpewMs,

Lateness

If a client is late for a session, the
company retains the right to withhold
100% of the total fee for the session
and remunerate the tutor for the
whole session.

If a tutor is less than 15 minutes late
for a session, the current or
subsequent session will have to be
adequately lengthened in accordance
with the client’s timetable and any
further requirements.

If a tutor is more than 15 minutes
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onnaynBaeTcs Y4YuTenio B pasmepe He
oonee 50% OT CTOMMOCTU 3aHATUA.

CoOTBETCTBEHHO, KINEHT Takke
onnavymeBaeT Tonbko 50% OT cToMMOCTHU
3aHATUSA.

late for a session, the session can
either be prolonged or the company
retains the right to withhold 50% of
the total agreed payment for the
session.

TexHuYeckune npodnembi

4. B cnyyae 603HUKHOBEHUSI MeXHUYeCKUX
npobsieM 60 epeMsi 3aHAMUusl CO CTOPOHbI
KIMMEHTa WUNU y4uTens, 3aHATME omnnadynsaeTcs
Mo OakTMYeckoMy BpPEMEHM (T.e. y4uTbiBaeTcs
NPOAOIKUTENBHOCTb PearnbHOro 3aHATUS).

5. B cny4yae nsoxol ayduo-cesi3u 0 epemsi
3aHssmusi 6onee yem 10-15 MuH, y4nTenb
06A3aH CnpocuTb corflacne KiMeHta Ha
NPOAOIKEHNE 3aHATUSA (B 9TOM Crlyvae 3aHATve
OyoeT NOMHOCTBIO ONMIAaYeHO KIMEHTOM) MM No
COrNacoBaHUK CTOPOH MEPEHECTU 3aHATUE Ha
apyroe Bpemsi. BHumaHune! B cnyyae nnoxou
ayamno-ceA3un, KIMEHT MMeeT npaBo notpeboBaTb
nepeHecTn 3aHATUE Ha Opyroe BpeMsi.

6. B cniyyae ¢ghopc-MaxKopHO20 OMKIIFOYEHUS
UHMepHema y yuuTensa Win KnueHTta, npocbba
CPOYHO coOo0WMTL 006 STOM KypaTopy WK
opraHusatopam ¢ nomoubo SMS. [Ona aTtoro
pekoMeHayeMm € Hadvana paboTbl 3anucatb WX
MOBUnbHbIE HOMepa B TenegoH.

Technical issues

4. In case of technical problems during
the session from the client’s or tutor’s side,
the session will be considered and paid
according to the actual length of the
session.

5. In case of more than 10-15 minutes of
poor audio connection during the
session a tutor will have to seek client’s
consent to continue the session (i.e. if the
client agrees to continue the session, the
session will be paid for in full regardless of
the poor connection). Otherwise, the
session must be rescheduled. Attention! In
case of poor connection, the client retains
the full right to insist on rescheduling the
session.

6. In case of Force Majeure
circumstances on the part of either the
tutor or the client, please, inform the
coordinator or management via SMS. For
this purpose, please, save the relevant
telephone numbers on your mobile phone
beforehand.

0pl'aHVI3aLIMOHHbIe BOMPOCHbI

Organizational issues

1. Paboma c dokymeHmamu e cucmeme 1. Handling documents in Google
Google docs programme
e Kypatop cosgaeT  ans  Kaxaoro e The Administrator is to create a
3
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KMWeHTa NWYHYI0 nanky ¢ AOCTYNoM K
Hel KnueHTa u ero yduternen. [llanka
COCTOMT W3 KapTbl CTyAeHTa, narku
“Sessions” n “Homework”;

[Nlocrne kKaxporo 3aHATUA, HO He
nosgHee 24 4acoB Mnocfie OKOHYaHWUS
3aHATMSA, yyuuntenb 3arpyxxaet
OOKYMEHTH!, KOTopble ObInn
MCNONb30BaHbl Ha 3aHATMM (B TOM
yncne n3 Bebekca) B nanky “Sessions”.
Homep 3aHATMA  ykasbiBaeTca B
HaVMeHOoBaHUU dannos nepsbIM
cumBosnioM, Hanpumep, 1 task32.doc
unu 2__reading.doc;

ans ynobcTea KnueHTta n
CTPYKTYpUpOBaHUS NHopMaLmn,
Yynutenb MOXeT COXpaHATb JoMaluHee
3ajaHne Ong  KNMeHTa B nanky
“Homework”, KnueHT mMoOxeT pgenatb
AomallHee 3adaHus npsMO B 3TOM
Ganne u OTnNpaBnaTb yBeOOMIEHUe
YYUTENO O FOTOBHOCTMW.

Yuntenbs  oTnpaBnseT  [AoMallHee
3aJaHune KNneHTy He nosaHee 24 yacos
nocrie OKOHYaHWs 3aHATUS;

KnneHt 06s13aH oOTnpaBnsaTb roToBOE
AoMallHee 3ajaHue Ha  MpOBEpPKY
yuuTento He nosgHee 24 vyacoB Ao
cnegywouwero  3aHaATMs (B uenax
9KOHOMWM BPEMEHM Ha MNPOBEPKY BO
BPEMS 3aHATUS);

2. Paboma c kapmou cmydeHma

Kypatop KknuMeHTa 3anonHsieT nnad
3aHATUN Ha NPEeacTosAWMiAn Mecsil, Ha

personal folder for each Student and
share it with both the client and the
tutor. The folder shall contain the
Student Card, the “Sessions” and
“Homework” folders ;

The tutor is responsible for uploading
all documents related to the session
(i.e. including files from Webex) into
the “Sessions” folder within 24 hours of
completing each session. The session
sequence number should be clearly
indicated in the file name as follows:
for instance, 1_task32.doc or
2_reading.doc;

For the client's convenience and to
structure the information better, a tutor
may want to upload the homework file
into the “Homework” folder. The client
may tackle the homework tasks using
the “Homework” folder and notify the
tutor upon completion;

The tutor should send homework tasks
to the client not later than 24 hours
after the session;

The client should submit the
completed homework tasks to the tutor
for review not later than 24 hours prior
to the next session in order to avoid
time-wasting during the homework
review session;

2. Working with the Student’s Card

The Administrator shall develop a
monthly study plan for the client. The
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OCHOBE npeasapuTenbHOro
COrnNacoBaHUA C KIIMEHTOM (3aHATUIO
npuceamBaeTca cratyc “planned”);

Yuutenb rnocrne Kaykgoro
NPOBEAEHHOIO UM OTMEHEHHOrO
3aHATUS, HO He Mo3aHee YyeM yepes 24
yaca nocne 3aHATUA, AenaeT 3anuchb B
KapTe CTygeHTa B MofiHOM obbeme, B
TOM 4ucne npocTaBnsgeT  craTyc
3aHaTuA (“done” - B cnyyae ycnewHoro
3aHaTus, “cancelled” - B cnydae
OTMEHbI);

KnveHT pas B Hegemnio noaTsepxaaet
ctaTtyC W  ONUTENbHOCTb  KaXOoro
3aHATUA B KOITOHKe “Student
confirmation” (B cnyyae cornacus
“YES”);

Bce pac4yeThbl C KIneHTamu n
yqantTenaMmm npon3BoaATCA TOJSIbKO Ha

OCHOBaHuUu CBOEBPEMEHHO
3arnorHeHHOW W MNPOBEPEHHON KapThbl
CTydeHTa. Tonbko BO Bpemsi

3anofiIHeHHas KapTa CTydeHTa MOXeT
cnyxutb 6Gason Ona  pacyeToB C
KMMEHTOM 1 yunTenem.

KypaTtop knneHTa oo 3 unucna Mecsua
crneayoLLero 3a OT4YETHbIM OTNpaBnseT
KapTy CTygeHTa Ha noATBepXaeHue
KMUEHTY 1 yunTento Ans nocneayLmx
pacyeTos;

[Ipoune BONpocChI:

Ucnonb3oBaHue rapHUTypbLI

KnveHT n yyntens BO Bpemsi OHMamnH
3aHATMS  00si3aHbl  MCNONb30BaTb

plan details shall then be agreed upon
with the client. (the sessions shall be
marked as “planned”);

e Within 24 hours of each completed or
postponed session, the tutor shall
make relevant notes in the client’s card
and indicate the session’s status as
“‘done” — if the session was completed
— or “cancelled” — if session was
postponed);

e The client shall confirm the status and
duration of each session in the column
named “Student confirmation” once a
week. (“YES” — if the client agrees) ;

e All calculations between clients and
tutors will be based only on promptly
filed in and confirmed Students’
Cards. Only accurately filled in
Students’ Cards can serve as the
basis for calculating the relevant fees
and payments due to both clients and
tutors respectively.

e The Administrator shall send the
relevant, filled in Student/Client’s Card
to both the client and the tutor to
approve the calculations of the fees
and payments by the 3 day of each
month following the reporting month;

Other terms and conditions:

Usage of headset and microphone

e Both the client and the tutor are
obliged to use a headset with an
external microphone during the online
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rapHUTYpy (HayLHUKN C MUKPOCOHOM),

B NPOTUBHOM  Criy4ae  BO3MOXHbl
npobrnembl C  TrOMIOCOBOM  CBSA3bLO
(HeueTkun paccesiHHbIn 3BYK,

NnosiBNeHne axa, NOCTOPOHHErO LWyma n
T.4.).

Mepenucka mexay yumTenem u KnMeHTom

e BHe ypokoB oOweHVe C KIUEHTOM

(nepenncka MO 3NEKTPOHHOW MouTe)
AOMKHO  OCYLLECTBNATLCSH TONbKO
Yyepes KoprnopaTuBHYHO noyTy

...@artoflearning-international.com.

BasoBoe Bpems

e bas3oBbiM BpEMEHEM CHUTAETCA BpPEMA
KnueHta (Hanpumep, €ecnu  KIWeHT
NnpoXmBaet B MOCKBG, 0a3oBbIM
BpEMEHEM cynuTaeTcd MOCKOBCKO€e
BPeEMsi M ucnonb3yetcs 00603HavYeHue
MT);

Bpewmsa Hauana 3aHATUA B Bebekce

e Yuutenb pgomxkeH 3axoamtb B WebEx
He nosgHee 5-10 MuWHYT OO0 Havana
ypoKa Onsi npegBapuTenbHOM 3arpy3kiu
BCEX HEOOX04MMbIX hannos.

CoxpaHeHMe AOKYMEHTOB U3 Bebekca

e YyuTenb JoSmKeH nNnobo:

1. cam coxpaHuTb M 3arpys3uTb B google
docs BCe [OOKYMEHTbl, KOTOpble Oblnn
MCNONb30BaHbI B NpOLECce YPoKa,

2. nnbo ybBegouTbCH, YTO CTyOQeHT cam
COXpaHuI OOKYMEHTbI 1 YaT nepeg Tem
Kak 3akpblBaTb OKHO Bebekca B KOHLE

session. Otherwise, both parties may
encounter problems with voice quality
(poor sound quality, echo issues, and
other extraneous background noises).

Correspondence between the tutor and the
client

e OQutside of the study period, any
communication between the client and
the tutor (i.e. email correspondence)
has to be done using corporate AoL
Intl email: ...@artoflearning-
international.com.

Base time

e The base time for starting sessions
shall be considered as the client’s time
(for instance, if the client is located in
Moscow the base time is Moscow time
(MT);

Tutor’s starting time for sessions in Webex

e The tutor shall enter the Vvirtual
classroom in Webex not later than 5-
10 mins prior to the official session
start to upload the relevant files for the
session.

Saving of files from Webex

e Prior to finishing the session in
WebEX, the tutor shall make sure that :

1. all relevant study materials from
Webex are promptly saved to the
relevant  student's folder called
“Sessions”.
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ypoka.

2. (or) the client has had enough time to
save the study materials in the
relevant folder prior to finishing the
study session in Webex.

HekoTopble coBeTbl B cry4yae TeXHUYECKUX Mpobnem, 4tobbl M3bexaTb 3aAepXeK U
oTMeH ypokoB / Some tips in case of technical problems to avoid latency and

cancelations of sessions.

1. He 3aepyxaemcs WebEx.
PekomeHpauum:

e 3aWtm c pgpyroro 6paysepa (Mozilla

Firefox, Google Chrome, Internet
Explorer);
e nyck/naHenb ynpaBsreHusi/cCBorcTBa

obo3peBatens/Bknagka obLune/ncropus
npocmoTpalyganute...Yaanutb
BpeMeHHble hansibl MHTepHeTa 1 doalnbl
“cookies”;

e nepesarpysuTb KOMMbOTEP.

Ecnn HM oguH 13 BapuaHTOB He paboTaeT, To
pekoMmeHayem  ucnonb3oBatb  Skype  ans
roniocoBon cBs3n 1 Twidlla.com gnsa pabotbl ¢
dannamn.

2. He pabomaem noyma google.com,
HEBO3MOXXHO OTKPbITb MpuUrnaweHve un 3antm B
WebEXx.

PekomeHpauum:

e OtnpaBuTtb npurnawexve m3 WebEx B
Skype:

B okHe Bebekca: Participant /Invite and
remind.../Meeting URL (BHM3y oOKOLUKa)/HaxaTb

1. WebEx is not loading
Recommendations:

e Try to use a different browser (e.g.
Mozilla Firefox, Google Chrome,
Internet Explorer);

e Start / settings / Control panel/
Internet options / General Tab /
Browsing history / Delete temporary
internet files and cookies...

e Restart your computer

In case WebEx still doesn’t work, please,
use Skype for audio connection and
Twidlla.com for handing different files and
documents.

2. Mailbox at google.com doesn’t work
and you are not able to open the invitation to
WebEXx session.

Recommendations:

e You can send the invitation to WebEx
session via Skype:

In Webex window: Participant /Invite
and remind.../Meeting URL
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Copy (HanpoTuB) 1 BCTaBUTb CChISIKY B Skype;

e OTtnpaBuTtb npurnaweHne n3 WebEx Ha
OpYron NoyToBbLIN agpec:

Participant/ Invite and remind.../B nyctoe none
BCTaBWUTb agpec 3MEeKTPOHHOM MOYTbl U HaxaTb
SEND;

3. B cny4ae nnoxolu 2osnocoeol cesi3u 8
WebEx:

PekomeHpauum:

e [lpoBeputb BCE nv YYaCTHUKM
NCNONb3YIT FAPHUTYPY, pacnofioXeHne
MUKpPOGOOHa (MUKpPOGOOH MOXeT
HaxoOUTbCS  CMMLWIKOM  Jarneko  unu
cnvwkom 6nu3ko, 3ageBaTb NpoBoAa
nnu oaexay);

e [lna  noOKMOYEeHUs K UHTEpHeTy
ncrnonb3oBaTb NPOBOAHYHO CBSA3b

(smecto Wi-Fi);
o [lepesarpysunts WebEX;

e OcCTaHOBUTb 3aMUCb CECCUMN.

Ecnn HM oguH 13 BbieynoMsiHyTbIX CcnocoboB
He MOMOr, pPeKOMeHOyeM ucnonb3oBaTbh Skype
ana ayguocssasm n WebEx pns pabGotbl €
dannamn.

(below)/click Copy (opposite) and
insert the link into Skype;

e You can send the invitation to WebEx
via a different mailbox:

Participant/ Invite and remind.../Insert
the e-mail address and press/click
SEND;

3. Poor audio connection in WebEXx:
Recommendations:

e Check whether or not all the
participants are using headsets,
check the microphone (i.e. the mic
may be too far or too close, hidden
under clothes) ;

e Check your internet connection,
preferably use cable connection (i.e.
LAN) not Wi-Fi;

e Restart WebEXx;

e Stop session recording.

In case WebEx still doesn’t work properly,
please, use Skype for audio connection and
Twidlla.com for handing different files and
documents.
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