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Hucrpyknua Ne HOT-2018-

10 ofecreuenuIo JOCTYNA JIHL ¢ OTPAHHEHHbIMH BO3MOKHOCTIMHE 300pOR
MaJIOMOOHILHBIX IPYIII HACEJIEHHS K 00bEKTAM H YCIyraM, KOTOpbIE H
NPeNoCcTABIAIOTCS

Hacroamas uHCTpYKums mis corpynuukos [EOY CO "BepxHeTaruibCKuii 1eH
(mane- OO) mo obecmedeHHIo JOCTYNA JIHI ¢ OrPAHAYCHHBIMA BO3MOXKHOCTAMHE
MaJIOMOOHMJIBHEIX TIpYIH HaceneHHs (manee- qum ¢ OB3 m MHID ) Kk oOBekTam
KOTOpble HMMH MpPENOCTaBIAIOTCA (nmanee HHCTPYKLIMS), paspaborana
Meroaudeckoro mocoGus s o6yueHns (MHCTPYKTHPOBAHHA) COTPYIHHUKOB yupes
H JIp. OpTaHU3alKH Mo BOmpocaM 00ecrieueH s JOCTYIIHOCTH IS HHBANHIOB YCIIyT
Ha KOTOPBIX OHH NPENOCTABJISIOTCSA, OKa3aHUs IPH 3TOM HEOOXOIUMOM MOMOINY 1
HCIIOJIE30EaHA [IPH HHCTPYKTHPOBaHuH cotpyauukoB OO mpu mpueme Ha paborty, a
okasaHuu yciyru jmnaMm ¢ OB3 u MTH.

1. O0mue mpaBuMIa YTHKETA

IIpu npexocrapnenun yenyr manam ¢ OB3 u MI'H HeoGxomiMo cobmonarh ¢
oflie MpaBHla STHKETAa NPU OOpalIeHHH C HHBAIHLAME, B 3aBHCHMOCTH OT K
CUTyallUH: |
1. 1.00paimenne K 4eoBeKy: KOrnia BBl pasroBapuBaeTe ¢ oM ¢ OB3 u 0THO
MI'H, obpaiaiiTecs HEnocpeIcTBEHHO K HeMy, a He K COIPOBOXKAAIOILEMY JIHIY
TPHCYTCTBYIOT IIPH pa3roBope.
1.2. Tloxarue pyku: korza Bac 3makoMmsT ¢ HnoM ¢ OB3 u otHocsmmmces kMI
€CTECTBCHHO IIOXKATh €My PYKy: Jaxe TeM, KOMy TPYAHO ABHTaTh PYyKOM HIM KTO 1
IIPOTE30M, BIIOJIHE MOXHO IIOXAaTh PyKy —IIPaByIO M JIEBYIO, YTO BIOJIHE JOMYCTHN
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1.3.HaspiBaiite ce6s u OpYruX: KOrZia BB BCTPEYAETECH C UENOBEKOM, KOTOPBIA IJIOXO BHIHT

MM COBCEM HE BHIUT, 00s3aTEbHO HagbiBalTe ceOs U TeX JNIOAEH, KOTOphIE MpHLLL
Ecmu y Bac obmas Gecena B rpynme, He 3a0biBaiiTe NOSCHATH, K KOMY B JAHHBIA 3
obpamaeTtech, 1 Ha3BaTh cebsl.
1.4.TIpepnoxenne OMOIIH: €CIIA BBl TpejUIaracte MOMOIIb, JKIHTE, MIOKa e MPUMY
CHpaliMBaiiTe, YTO M KaK JeNaTh.
1.5.AIeKBATHOCTE H BEXIHMBOCTD: obpainaiitecs K B3pocibmM JunaM ¢ OB3 1 oTHO!

JIH C BaMH.
MOMCHT BbI

'T, a 3aTeM

CAINHMCA K

MI'H xak K B3pOCJIbIM 3J0POBEIM JIIO/ISIM, 8 HE KaK K JETAM. OO6paiaThes K HUIM IO UMEHH U Ha

THl BO3MOXHO TOJIBKO B TOM CITy4ae, €CJIH BBl XOPOIIO 3HAKOMBIA Ball cOGECETHIK
BaM Takoe oOpalleHHe.
1.6.He omupaliTech Ha KpecIo-KOISCKY: ONMPAThCS MM BHCHYTh Ha YbeH-TO M

KOJLICKC —TO JKE€ CaMO€, YTO OIMparhCd HIH BHCHYTH Ha ee oﬁnanaTene, H 3TO T(Q

pasnpaxars. VHBanuaHasd Konsicka — STO YacTh HENPHKACAEMOTO HNPOCTPAHCTBA
KOTOPBIH €€ HCIIONB3YET.

1.7. DBHHMaTeNbHOCTH M TEPHENMBOCTH: KOINA BHl PasrOBAPHBAETE C

HCTILITBIBAIOIMM TPYIOHOCTH B OOLIEHHMH, CIyIIAaHTe €ro BHAMATENBHO. ByiawTe T

KJTUTE, KOT/Ia YeNOBEK caM 3akoH4uT pasy. He nonpasndiite ero u He norosapuBait

Hukorna He mpUTBOpSTECH, YTO BBl HOHMMAETE, €CIIM Ha CAMOM JIeNe 3TO He Tak. I
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9TO BEI ITIOHAJIH, 3TO IIOMOXKET 4Y€JIOBEKY OTBETHTH BaM, a BaAM —IIOHATH €T0.



1.8.Pacmionosxenuens Gecenpr: korna Bl FOBOPHTE C YEJIOBEKOM, TMOJIB3YIOMMMCS HHBAIHIHOM
KOJIACKOH HIIM KOCTBUISMH, PaclOJOKHTECH TaK, YTOOB! BAallH M €ro riasa GBUIM HA ONHOM
YPOBHE, Torjia BaM OyZeT Jierde pasroBapHBaTh. Pasrosapusas ¢ Temu, KTo MOXeT, YuTaTh 10
rybaM, pacmonoXxuTech Tak, 4To6m Ha Bac naman cser, u Bac 6buto xopomo BuaHO,
TocTapaiTech, 4To6bl Bam Hudero (ena, HanuTky, PYKH), HE MEIIAJIo.

1.9.1lpuBreueHne BHUMAHHSA YENOBEKA: YTOOBI IpUBJICYb BHUMAHUE YeJI0BEKa, KOTOPHIH IJI0X0
CIIBIIIMT, NOMAIIATE €My PYKOH WM MOXJIONAiTe MO Imiedy. CMmotpuTe emy mpsamMo B riasa m
TOBOPHTE YETKO, HO HMEHTE B BHJY, YTO HE BCE JTIOIH, KOTOPBIE IUIOXO CIBINAT, MOTYT YHTATH
o rybam.

1.10.He cmymaiitecs, ecnu ciygaiito JIOIMYCTHIIY OILIOIIHOCTh, CKa3aB "YBIzmnmcﬂ"; 1700 "Bm{

CIBNIAIH 00 3TOM...?" TOMY, KTO HE MOKET BHAETH HITH CIIBIIATE, 1 !

Mt obecnedenus nocrymHOCTH yeayr nmns yuin ¢ OB3 w orHOcsmmamcs k¥ MTH
COTPYAHHKaM, HEHOCPECTBEHHO OKAa3HIBAIOIUM YCIYIH, HeoGXOmuMo OPHEHTHPOBATLCH Ha
COLMAJIbHEIC MTOTPEOHOCTH M 0COOEHHOCTH COLMATBHO-OBITOREIX orpaHuyeHui oM ¢ OB3 u
MI'H, Bo3HuKaiomux B pesyinTate 3aGoieBanus. I IaBHbI [IPHHLIHMI OKa3aHUS TOMOIIH —He
HaBPEIUTD B PE3y/bTaTe HEMPEAYCMOTPEHHBIX PHCKOB M 0GCTOSTEIBCTB.,

CoTpyHHKH, HENOCPECTBEHHO ocymecTeisomue pabory ¢ mumamu ¢ OB3 w MIH,
AOJDKHBEL IPOXOATH MHCTPYKTAX II0 00ECHEUEHHIO JOCTYMHOCTH st ikt ¢ OB3 u MI'H yCIyr
H 00BEKTOB, Ha KOTOPBIX OHH IPELOCTABIISIOTCS, TIPH npuéme Ha pabory B OO, mpu nepepose Ha
APYTYIO OJDKHOCTS, & TaKKe HeOOXOAUMO POXOIUTE IIOBTOPHEIH MHCTPYKTAK OJIHH pas B rog.
OtHoOCHTECH K JPYyroMy 4YenoBeKy, Kak k cebe CaMOMy, TOYHO TaKXe €ro yBakaiTe —HM TOTHA
okasanme ycayrd B OO u o6menne 6yayT 3((peKTHBHBIMH.

2. Conposoxnenue un ¢ OB3 u MTH na npuéme 8 00

s obecnievennst gocryna munam ¢ OB3 u MTH k ycayraM u 00BeKTaM, Ha KOTOPBIX OHH
TPENOCTABIAIOTCS, COTPYAHHKY IpH mpuéme nuna ¢ OB3 u orHocsmerocs xk MTH 8 00
HEOOXO0IUMO:

2.1.Pacckazarp 06 apXHTEKTYPHBIX 0coGeHHOCTAX 3Manus OO:
-KOJTHYECTBO STAXKEN,
-OCHOBHBIX HEOOXOIMMEIX KIIHEHTYy CTPYKTYPHBIX noppasnencHuasx OO u  Mecrax nx
PacCIONOXCHUS B 3NaHUH, B KAKOM KabHHETE K KOMY 0GpaTUTHCS O BOIpocaM, KOTOPBIE MOTYT
BOSHHKHYTb B XOJ€ MPENOCTaBICHUS YCIYTH;
-PacroOXXeHHE KOMHAT THTHEHBI U CaHY3JI0B.

2.2.Paccka3ath, YYMTEIBAs CTEIEHb CONMAILHBIX orpannyenuii jun ¢ OB3 u MI'H, 06
0COOCHHOCTAX OpraHM3alliH NOCTYNMHOH cpemel B OO: HaIHdHHM NaHJIyCOB, MHEMOCXEM,
TaKTHIBHBIX JOPOXKEK, MOPYYHEH W TAKTHIBHBIX METKax Ha HHUX M T.0. Ocoboe BHHMaHKe
00paTHTb Ha 3HAKH, IPEIYNPEXKAIOLIAE 0O OMACHOCTH: 3BYKOBBIE CHTHAJEI TPEBOTH, CBETOBLIE
Tabo, 00y4HTH IKCTPEHHOM dBaKyaiuu, HauGoNee GHICTPBIM K Ge30MacHbM CIocoGam BBIXOJa
U3 3[0aHHA. |

2.3.Ilposectu akckypeuio mo OO ¢ mocerHTeNEM, oOpaTHB ero BHHMaHHE Ha
PacIOJIOKEHHE CAHUTAPHBIX KOMHAT, JIECTHHUL, IAHIyCOB U JIH()Ta, CTOJIOBOM, MECT OT/BIXa
(kOMHaTBHl IS  penakcanud, (oiie, IIKOILHOTO kade, 3endHOro yromka u T.18.).ITpr
HeOOXOAMMOCTH OOpaTUTh BHHMAaHHE HA MEXaHH3MBI OTKPBIBAHHSA-3aKPBIBAHKS | JBEpEi,
CaHMTaPHBIX MPHOOPOB, OOYYHTH MEXaHH3MY HMX OTKPHIBAHHSA-3aKpPbIBAHHS, TIOKa3aTH KHOTKH
3KCTPEHHOTO BBI30BA IIEPCOHANIA(ECIIH OHH HMEETCH). ;

2.4.I103HaKOMHTBCO BCEMH CIEIHANNCTAMH, 33€iCTBOBAaHHBIMHU B paboTe ¢ HAM, JIMYHO,
NPENCTaBHB 110 (amMuiIM¥, MMEHH M OTYECTBY CIEHNHAIHCTA W WHBATHAA ApYT IpyTy.
MH@opMupoBaTh, K KOMY OH JOJKEH 0GPATHTBCA BO BCEX CIIyYasX BO3HHUKAIOMIHX 3an3‘(,uHer1:Fx

2.5.I1pu 3aBepmenuyn npuéMa B OO yTOYHATH, OCTAIHCEH Y HEro jiu Kakue-ubo BOIpoCkH!
HIIH O0COOBIE MOXKETaHHS. |

3. ConpoBoxnenne sunm ¢ OB3 m MI'H npu okasanmm uMm CONMAIBHBIX H

00pa3oBaTeJbHBIX yCIyr




3.1.JIns obecrieyeHus AOCTYyNA K yCIyraM B 00BeKTaM, Ha KOTOPBIX OHM IIPENOCTaBIIAIOTCS,
npu oka3anud yciayru B OO HeoOxonumo:
-4éTKO pa3biACHUTh Tpaduk oOKazaHus yciayru (BBIOATh pacHucaHde Y4YeOHBIX 3aHATHH H
MEPOTIPHSATHS, 3aMKCATh Ha JIUCT BPeMs B MECTO OKa3aHHs YCIyrH U T.1.);
-yKa3aTh MECTO MpoBeieH s (M0Ka3aTh HYXHbIH KabUHET), aKICHTHPOBAB BHUMAHMUE Ha IIYTH 110
YUpEeXKICHHIO OT BX0Ja 0 KaOHHETa.

3.2.Ilpu OKa3aHUH COLIHAILHO-IICUXOJIOTHYECKHX yCIyr B MHHAMBUAYAIbHOH pabore cieayer
VUHTHIBATH NICHXO03MOIMOHANBHEIE 0OCOOEHHOCTH KJIMEHTa, OBITh BHUMATEILHBIM H aKKYPaTHBIM
B Gecene, coOMOMATh JIETKYIO JHCTAHIMIO B OOIIEHHH, W30eraTh IPOSBICHHI HaBI3YMBOCTH,
NPEeHEOPEKATENHFHOTO WIH HAZIMEHHOro («s BCE 3HAIO, a BBl HUYETO») TOHA B pasrosope. [Ipu
nposiBIeHAsAX GecloKoNHCTBa, KOTOPOE MOXKET OBITh BEI3BAHO YCTAJIOCTBIO, HENPUATHOMN JUIst JIUIL
¢ OB3 u MI'H temoii pa3roBopa, HEOOXOAMMOCTHIO IIOCEIEHHS CAHUTAPHOH KOMHATEL,
1e1€c000pasHO MPEIOKUT C/IeNIaTh NEPEPHIB, NPEIJIOKUTH HEHAMOTO BEIMTH, €CIIM HMEETCS B
toM HeoOxomuMmoctb. Jus obecmeuenns KoM(popTHOro M MaKCHMAanbHO 3((eKTHBHOro
NOJIYEHHS YCIAYT NMpPH INPOBENCHUHM TPYNIOBBIX COIHAIBHO-IICHXOJOTHYECKMX MEDPOIPHATHH
HaJI0 KOMIUIEKTOBATh IPYINEI C Y4ETOM BO3PACTHEIX, (PYHKIHNOHAIBHBIX, IICHX03MOLMOHAIBHBIX
ocobeHHOCTel mOTpeduTene ycuyr.

3.3.00pu KxoMIUIEKTAalU¥ TpyONl KJIAEHTOB, IOJIyYalOIMX COLHAIBHO-IIEAAroruyecKue
YCIIyTH, HEOOXOAMMO OOBEANHATH KIIMEHTOB IO OFHOMY MJIH HECKOJIBKMM MpPH3HAKAM, B IEPBYIO
ouepeNb, IO WENSIM IpeJOCTABIEHHS Yycayr ¥ Bospacty. KOHTHHTeHT [0mXeH OBITh
OpHOJM3HATEIBHO OJHOH BO3PacTHOH TIpPYNNEBI, YPOBHA 3HAHHW, YMEHUHA H BOCHIPHATHSA
HH(OpPMANHNH, JKEIaTeNIbHO ¢ 3a00eBaHHAME OHON HO30JOrMuYeckoi rpymmsl. Hampumep, B
ONHOM TIpyIINe COESOHUHATH CIAa0OBHIAMMX M CIa0OCHBIIAINMX HELEenecooOpa3Ho, TaK Kak
HEeOOXOIMMBI Pa3HUYHBIE IMOIXOABI K METOJMKE IpeNoAaBaHus y4eGHOro marepuana, BLIOOpY
HarISIHBIX TOCOOUH U T.1.

3.4Ilpx oKa3aHMH MEPOIPHATHI COMMOKYIBTYPHBIX H COLHAIBHO-CPEHOBBIX YCIYT,
UMEIOIIUX AOCTATOYHO JUTHTEIBHYI) BPEMEHHYIO NPOTSXKEHHOCTH, 8 TAKKE IPH MPOBEACHUH
3KCKYpPCHH, ClieyeT YdYuThIBaTh ObrtoBelie 3arpyasenus jui ¢ OB3 m MI'H-mocnencrsus
3aboneBaHus. Hampumep, HHBanuMAbpl C HapyMEHHSAMH OIIOPHO-ABMIATENILHOTO ammapara
(MHBAMHIBI-KONACOYHUKH) MOTYT OTKa3bIBaTbCs OT Y4YacTHA B MEpONPHATHAX B CBA3H C
HEeoO6XO0IMMOCTBIO YaCTOr0 IOCEIICHHsI CaHHTapHOH KOMHATHI U GOA3HBIO OKa3aThCsA BAAIH OT
Hed. B TakoM ciydae clemyer obecrmeydTh BO3MOXXHOCTH HEOOXOMMMBIX OCTaHOBOK,IIPH
npoBeaeHun Meponpuatuii B OO pa3psACHUTD, 9TO MPH HEOOXOAUMOCTH OH MOXET BHIUTH W3
KabHHETa, B KOTOPOM IIPOBOTUTCS MEpPOIPHUATHEC M BEPHYTHCS CHOBA, OTCYTCTBYS CTONBKO
BpEMEHH, CKOJIBKO eMy OyneT HeoOxoaumo.

4. Conposoxaenue jun ¢ OB3 u MI'H npu npenocTaB/ieHMM UM COMAIBHO-0bITOBBIX

yeayr

4.1.JIna Toro 4roObl HE MOCTAaBATh B HEIOBKOE IIONOXKEHHE HoTpebmremo ycmyr (imbo
MOCETHTENMO), HEOOXOOMMO HEHaBA34MBO moOecenoBaTh € HHUM JUIS  BHIICHEHHS €ro
(yHKIMOHAIBHBIX OCOGEHHOCTEH M OTpaHHYEHHH, BBHI3BAHHBIX 3a0O0NEBaHWEM, CBH3aHHEIX C
OBITOBEIM ~ OOYCTPOMCTBOM  €r0  JKM3HHM: NpHEMOM  IMINM, JIMYHOH  IMIHEHOH,
ICHXO03MOLMOHAIBHEIMA ocoOeHHOCTAMH. Jlydmie Bcero, €cnM 3TO CHACNACT MEAHLIMHCKHN
pabornuk. Hampumep, y HHBaIJOB C 3aTpyJAHEHHSMH B MpHEMe IHINK, BLI3BAHHEIMH
OpraHA4YecKUMH 0cOoOEeHHOCTSIMH cTpoernus HEGa umm JLII, crexyer yroynuts, yoOHO JIH UM
Oyner
NpPHHMMATh NIy B 0Omeid cTonoBOM HIM HEOOXOAMMO OOECHEYHTH €My BO3MOXKHOCTB
HHIUBHYAIFHOTO pHEMA ITHIIH.

42. Jna npuéMa NHIMHA Cc1a0OBUASAIIAX CYHIECTBYIOT CBOM HIOAHCHL: HEJNb3s MEHATh
NPUBLIYHOE MECTO 3a CTOJIOM, DACIOJOXKEHHE CTONOBBIX NPHGOPOB Ha CTOJIE, HEOOXONHUMO
BBISSCHUTB, MOXKET JIA OH TI0JIb30BATHCS BHJIKOMH.

5. TlpaBuiia 3THKeTA JUIsl JIAI| C Pa3HBIMA paccTpoiicTBaMH (QYHKIHH OpraHu3Ma



5.1.IIpaBuna >TUKeTa NpH OOMEHMH € HMHBAIMAAMH, HCIBITHIBAIOIIMMU TPYAHOCTH pu
TIepEABHKCHHH:
—TloMHuTe, YTO MHBAIMAHAS KOJICKA —HENPHKOCHOBEHHOE IPOCTPAHCTBO HCIOBEKA. He
obIoKauMBaliTeCh Ha Hee W He Tolkaiite. HauaTh KaTHTD KOJACKY Oe3 cornacHs HHBAIHIA —TO
e CaMoe, ITO CXBATHUTH U IIOHECTH UeI0oBeKa 6e3 ero pasperneHusl.
—Bcerga cnpammBaiiTe, HyXHAa JHM [IOMOIIb, MPEXAC 4YEM OKa3aTh €€ WHBAIM/AM,
MCTBITHBAIOIIIM TPYJHOCTh NP [MEPEeABIKEHHH, W MpeliaradTe IOMOIb, €CIM HYXHO
OTKPBITH TAXKEIIYIO XBEPD HIIH IIPOITH 110 KOBPY C JUIMHHBIM BOPCOM.
—FEcnu Bale OpEIIOKEHHE O MOMOIH MPHMHATO, CIPOCHTE, YTO HYXHO INENaTh, H HETKO
clenyiiTe HHCTPYKIIUAM.
—FEcnu Bac IOIPOCHIA TIOMOYb HHBAIHIY, IEPE/IBUTAIOMIEMYCS Ha KOJICKE, CHaYa)la KaTHTE €€
Memerno. Koisicka GbICTpo HaGHpaeT CKOPOCTh, H HEOKUJAHHBIA TONYOK MOXET MPUBECTH K
MOTEepE PaBHOBECHS.
—Bcerga nuuHO yOexnailitech B JOCTYTHOCTH MECT, I/Ie 3alJIAHUPOBAHBl MCPONPHATHL.
3apaHee TOMHTEpECYHTeCh, KAKME MOTYT BO3HHKHYTh MPOOIEMBbI HIH Gapbepbl H KaK HX MOXHO
yCTpaHHTE.
—He clieyeT XJONaTh 4elOBeKa, HAXONAMIETocs B HHBATHIHOH KOJSCKE, [0 CIMHE WM 10
Iedy.
—Ecni BO3MOXKHO, PacloIOKHUTECh TaK, YTOOKI BAllK JiMLa ObUIM HAa OJTHOM yPOBHE. W36eraiite
TIOJIOKEHHMS, IPH KOTOPOM BamIeMy coOeceIHUKY HYXHO 3aIPOKUBIBATE IOJIOBY.
—Fcnu CyIecTBYIOT apXHTEKTypHbIE Gapbepbl, IPEIyNpeauTe O HUX, YTOOBI YENOBEK HME
BO3MOYKHOCTH IIPHHHAMATh PELICHHS 3apaHee.
—TIlomauTe, 9TO, Kak TpPABUIO, y JEOACH, MMEIOUUX TPYAHOCTH MNpH MNEPCIBIKCHHH, HET
npo0JieM CO 3PSHHEM, CIIyXOM H MOHUMAaHHEM. |
—He nymaiite, 4yTo HEOOXOMMOCTH MONB30BATHCA HHBATHIHON KOJACKOM —3T0 Tpareaus. 1o
crocol CBOGOMHOTO (€CIH HET apXHTEKTypHBIX OaphepoB) mepeiBidkeHHs. Ecte momw,
HOJB3YIOIIMECS WHBATMAHON KOJISCKOH, KOTOPBIC HE yTPaTHIIN CIOCOOHOCTH XOJIHTH M MOIYT
IIepe/IBUTaThCsl ¢ MOMOIIBIO KOCTBUIEH, TPOCTH M T.aI. Komfckd OHM HCHONB3YIOT LA TOTO,
yTOOBI SKOHOMHUTE CHJIBI ¥ OBICTpEE EPCIBUTATHCS.

5.2.TIpasuya STHKeTa IPH OOIICHHH ¢ MHBAIMJAMH, HMCIOUIMMY HApyIICHHE 3PCHAC MIH

HE3PSYUMH:

—OkasbiBasi CBOIO TIOMOIIb He3psAuYeMy HYEJOBEKY, HalpapjisfiiTe €ro, HE CTHCKHMBAdA €ro pyKy,
WIUTE TAaK, KaKk BB 0OBMHO Xommte. He HyXHO XBaraTh CIETIOro 4ENOBEKa H TAIUTh €Io 33
cobot.
—OnumuTe KpaTko, re Bel HaxouTech. [Ipenynpexaaiite 0 MpemaTCTBUAX: CTYHCHAX, JIyXax,
AMax, HU3KUX MPUTOJIOKAX, Tpybax u T.IIL.
—Hcnone3yiiTe, €CIM 3T0 YMECTHO, 3HAKOMBIE (bpa31>11, XapakTepU3yIOIHE 1BET, PacCTOSHHUE,
OKpYKaIOILYI0 06CTaHOBKY. JlenuTech SMOMMOHATBHEIM BO3EUCTBUEM OT YBHACHHOTO.
—O6pamaiitech ¢ coGaxaMH-NIOBOABIPAMH HE Tak, Kak ¢ OOBMHBIMH JOMAIIHAMH KHBOTHBIMH.
He xoMaHIy#iTe, He TPOTaiiTe B HE HTpaiTe ¢ COHAKOA-TOBOABIPEM.
—Fcnu BB COGHMpaeTeCh YMTATh HE3PSHEMy HENOBEKY, CHauana MPEeRyTpPe/nTe ero o0 sTOM.
I'oBOpHTE OOBEIYHEIM FOJIOCOM. ‘
— Fcii 5TO B@XHOE MHCHMO MM JOKYMEHT, He HYXHO JUIs yOeQUTeNBHOCTH JaBaTk €ro
norporarb. [Ipu 3ToM He 3aMeHsIiTe YTCHHE Tepecka3oM, He MpomycKaite HHHOPMALHIO, €CIH
Bac 06 sToM He momnpocst. Koraa He3pa4uii 4e0BeK JOIDKCH MOAMMCATh JOKYMCHT, npounTaiTe
ero 00S3aTeNbHO IOJHOCTBIO. MHBATMAHOCTL HE, OCBOOOXKIAET CICNMOro H[enoBeka OT
OTBETCTBEHHOCTH, O0YCIIOBIICHHOH 3aKOHOAATENECTBOM
—Bcerza obpamiaiiteck HENOCPEACTBEHHO K YENOBEKY, aXe €CIM OH BaC HE BUJWUT, & HC K €10
3psUeMy COIIPOBONKIAIOLIEMY.
—Bcerna HaseBaiiTe cebs M TpPEACTABIAHTE APYTMX COOECEMHMKOB, @ TaKKE OCTAIbHBIX
NPUCYTCTBYIOMUX. EciiM BBI XOTHTE IIOXKATh PYKY, CKaXKHUTE 00 3TOM.



—XKorpma BB mpexajiaraeTe He3psUeMY YeNOBEKY CECTh, HE YCAaXKHMBAHTE €ro, a HalpaBbTE €ro
PYKY Ha CIHMHKY CTyJla MIH MOIOKOTHHK. He BoANTE 1O ITOBEPXHOCTH €TO PYKY, a Aaiite eMy
BO3MOXHOCTh CBOOOJHO MOTpOrars npeaMer. EcnM Bac IONPOCHIM TOMOYB B3ATh KaKOH-TO
HpeAMET, He CIeAyeT TAHYTh KUCTh CJIENOro K peMeTy M OpaTh €ro pyKoif 3TOT IIpeMeT.
—XKora BeI 00maeTech ¢ TpYMIOi He3pAYHX JIIOie, He 3a0biBaliTe KaXkAbli pa3 Ha3bIBaTh TOTO,
K KOMY BBI 00palacTecs.

—He 3acraBnsiite Bamero cobecemHnka oOpalmarbcd B IYCTOTY: €CIIM BBl IEpEMEINAeTech,
Ipenynpenure ero o6 3ToM.

—Bnosnre onycTUMO yIOTpeGIISTh CIOBO «CMOTPETHY. [l HE3pSYeTo YeIOBEeKa 9TO O3HA4aeT
«BHJETb pyKaMmu», 0CA3aTh

—MH/306eraiiTe paciIbIBUATHIX ONpENeCHUH U HHCTPYKIH, KOTOpble OOBIYHO COPOBOXKAAIOTCH
&KeCTaMH, BbIpaXeHHH Bponae «CTakaH HaxoguTcsA IAC-TO TaM Ha croiey. Crapaiitech OBITH
toyHbIMHA: «CTaKaH IIocepeIuHe CTONAY.

—FEcnu BH 3aMeTHIIH, YTO HE3ps4mil 4eloBeK COHWJICA C MaplupyTa, HE YIPaBIAHTE €ro
JIBIDKCHHEM Ha PacCTOSHHH, TIOJOHIMTE W IIOMOTHTE BEIOPAThCS HA HYXKHBIH Ty Th.

—OkKa3pIBasi MOMOIb HE3psAYEMY, JBHraiiTeCh He TOPOISCH, H IPU CIIyCKE WM TOABEME IO
CTYIEHbKaM BeJHTE HE3psdYero IepneHAuKyIsspHo K HuM. He nenalite pBIBKOB, PE3KUX
JBHKCHUH, IIpEAYNIPEKAANTE O IPENATCTBUAX.

5.3.IIpaBuia 3THKeTa pH OOIIEHHH ¢ HHBAIMIAMH, HIMEIOLINMH HapylIeHHE ClyXa:
—PasroBapuBasi ¢ 4YEIOBEKOM, Yy KOTOpOro IJIOXOH ClIyX, CMOTpUTe IpsMo Ha Hero. He
3aTEMHSHTE CBOE€ JIMIO M HE 3aropaKMBaiiTe €ro pykamMH, BOJIOCAMH HIM KaKHMH-TO
npeaMeTamu. Bam cobeceTHUK HOMKEH UMETh BO3MOXHOCTD CICANTH 32 BBIPAXXCHHEM Ballero
M.

—CyIecTByeT HECKOJNBKO THIIOB M CTeneHed miryXoThl. COOTBETCTBEHHO, CYIIECTBYET
MHOrO Ccroco0oB OOIIEHHS C JIIObMM, KOTOpbIe IUIOXO CHbIIAT. Eciau BB He 3HaeTe, KaKoi
OPEANOYECTh, CIIPOCUTE Y HUX.

—HexoTopsle oAU MOTYT CIIBIIATh, HO BOCIPHHUMAIOT OTAC/IbHBIE 3BYKH HENpPaBWIbHO. B
3TOM ciIydae roBopuTe 0ojiee IpOMKO H YETKO, mojbupas MOOXOIAIMH ypoBeHb. B Ipyrom
cllydac IOHANOOUTCS JIMIIb CHH3UTH BBICOTY rojioca, TaK KakK 4YEeJIOBEK YTPaTHI CIOCOOHOCTH
BOCIIPUHUMATDH BBICOKHE YacCTOTHI.

—Uro0bI IpUBJIEYsL BHUMAHUE YEI0BEKa, KOTOPBIH IIII0XO CIBIIHUT, HA30BUTE €r0 M0 HMEHH.
Ecnm oTBeTa HET, MOXKHO CIIETKA TPOHYTH YENOBEKA MM XK€ IOMaxaTb PyKOH.

—ToBopute sicHO B poBHO. He HyXHO M3JIHIIHE NOAYEPKUBATh 4TO-T0. KpHdaTh, 0COOEHHO
B YX0, TOXE HE HAJO.

—Ecnu Bac npocsT MOBTOPHTH 4TO-TO, HOMpoOyiiTe nepedpasupoBarh CBOE IPEMIOKECHHE.
Hcnonp3yiTe XKECTHIL.

—YG6enuTech, YTO Bac NOHsUIM. He cTecHAMTECh CIIPOCHTH, NOHSI JIX Bac COOECEHUK.

—Fcnu BB coobmmaeTe HHGOPMANUIO, KOTOpas BKIIOYAeT B CeOs HOMEP, TEXHUYIECKHH MIH
JpYTo# CIIOKHBIM TEpMHUH, aJipec, HAIIMIIUTE €€, CooOmuTe N0 (aKcy MM IEKTPOHHOH moyTe
AJIH JIIOOBIM APYTrHUM cioco6oM, HO Tak, 4T0O0bI OHA ObLUTA TOYHO IIOHSATA.

—FEcnu cymecTByIOT TPYAHOCTH NpPH YCTHOM OOIIEHHH, CIIpOCHTE, HE Oyner Ju Ipole
MEPENICHIBATHCA.

—He 3a0pBaiiTe O cpefe, KoTopas Bac OKpyXaer. B OonbIMX HIM MHOTOJIOAHBIX
TIOMCIICHUSAX TPYAHO OOIIATHCS C JIOABMH, KOTOPBIE IJIOXO CHABIMAT. SIpKoe CONHIE MIH TCHb
TOXE MOTYT OBITh OapbepaMH.

—OQOueHp 4YacTO TIIYXHE JIOAM HCIONB3YIOT S3BIK XecToB. Eciu BBl obmaerech uepes
HepeBouMKa, He 3a0ynbTe, 4yTo o0pamarscs HaJo HETMOCPEICTBEHHO K COOECEMHHKY, a HE K
IEPEBOAYHKY.

—He Bce oA, KOTOpBIE IUIOXO CIIBINAT, MOTYT 4MTarTh 0 rybam. Bam myyime Bcero
crpocuTh 00 5ToM Inpu nepBoil Berpede. Eciam Bam cobecemnuk oblamacT 3THM |HABBIKOM,



HYXXHO COONIOZATh HECKONBKO BaXHBIX mpaBwi. I[IOMHHTE, Y4TO TONBKO TPH H3 JECATH CIIOB
XOpOIIO MPOYATEIBAIOTCS.
—HyXHO CMOTpPETH B JIMILO COGECEHUKY H TOBOPHTH SICHO H MEICHHO, HCIIOJb30BATh MPOCTHIE
(passl ¥ W36€raTh HECYIIECTBEHHEBIX CIIOB.
—HyXHO HCIIOTB30BaTh BBIPRXEHHE JHNIA, KECTH, TEJOABHKEHHS, €CIIH XOTHTE NOTYEPKHYTH
HIIH IIPOSICHUTH CMBICTT CKa3aHHOTO.

5.4.IlpaBuia sTHKETa NpH OOIIEHHH ¢ MHBANHIAMH, UMEIOMMMH 336Ky B PAa3sBUTHH U
npoOIeMBl OO NS, YMCTBEHHEIE HAPYIEHHS
—Hcnone3yiiTe HOCTYIHEL A3BIK, BEIPaXaNTECh TOYHO U IIO CYTH JEJIA.
—36eraiiTe CIOBECHBIX LITAMNOB M OOPasHBIX BBIPAXKEHHI, €CIIM TONBKO BEI HE YBEpeHHI B
TOM, YTO BaIll COOECETHUK C HUMH 3HAKOM.
—He rosopwure cBricoka. He nymaiite, 9ro Bac He moiMyT.
—MUndopmupys 06 ycmyrax, KOTOpble MOKET MOJYYHTh IIOCETHTENb, PACCKA3bIBANTE BCE «IIO
maramy. Jlaiite BaieMy coO6eCEIHHKY BO3MOXKHOCTh OCMBICIHTD KaX/blii IIar mOCe TOTO, KK
BBl HH(GOPMHPOBAJIH €TO0.
—MHcxoaute U3 TOro, 4TO B3POCIEIH YENOBEK C 3aJePXKKOH B PA3BUTHH HMEET ONPENCISHHBIN
OIIBIT, KaK ¥ M000it pyroit B3poCislii 4enoBex.
—=Ecnu Heo0X0aUMO, HCIIONB3YHTe WILMIOCTpa|y Wil dotorpaduu. ByasTe roToBE NOBTOPHTH
HECKOJIBKO pas. He caasaiitecs, ecnu Bac ¢ mepBoro pasa He HOHSUIH.
—O0Gpamaiitech ¢ YeI0BEKOM ¢ MpobIIeMaMy Pa3BUTHS TOYHO TaK Xe, KaK BEI 6bI 06paIIalInch ¢
mobsmM ApyruM. B Gecene o6cysxaalite Te Jke TeMbI, Kakie BbI 06CYXIaeTe ¢ PYTHMH JIOIbME.
HanpuMep, I1aHEI Ha BBIXOAHEIE, OTIIYCK, OOy, MOCAEAHNE COOBITHSL.
—OO0paiaiTech HEIOCPEACTBEHHO K COGECEIHUKY, @ HE K €T0 CONPOBOK/AIONIEMY.
—IloMHnTe, YTO JHOOM C 3alepKKOH B PA3sBHTHH JAEECIHOCOOHBI M MOTYT IIOMITHCHIBATH
JNOKYMEHTBI, KOHTPaKThI, I'0JI0COBATH, AaBaTh COrJIACHE Ha MEJUIHAHCKYFO IOMOIIB U T.JI.

5.5.1IpaBuina sTHKeTa IpH OOLICHHN C HHBATHAMH, HMEIOIIUMHE IICHXHAYECKHE HAPYIICHIS:
—IIcuxuueckne HapyHICHHS —HE TO XK€ CaMoe, ITO MPOGIEMEI C 3aepKKoii B pasuTu. JTomu
C INCHXHYECKUMH NpOONEMaMH MOTYT HCIBITHIBATE SMOLHMOHAJBHEIE PacCTPOHCTBA I
3aMEIATENbCTBO, OCTOKHAIOIME HX JKU3Hb. Y HUX CBOM 0COOBIH M H3MEHUMBBIHA B3IIA]] Ha MUD.
—He Hagmo mymars, 4TO MIOAM C NCHXMYECKMMH HapyILICHHSMH 00s3aTeNbHO HYXIAIOTCS B
JOMONHUTENIBHOM NOMOIM M chenuanbHoM oOpamenun.—OO0Opamaitech ¢ JIOABMH
NCHUXMYECKUMH HapymIeHMSMH KaK C JHYHOCTAMH. He HyXHO menarh mnpexnaeBpeMEHHBIX
BRIBOJIOB HA4 OCHOBAaHMH ONbITAa OOLICHHA ¢ JAPYTHMH JOOABMH C Takod xe (opMoi
HHBAJIHNAHOCTH.
—He cnenyer nymars, 4TO MOAM C NCHXHYECKMMH HapyIIeHUSMH Gojlee APYTUX CKIOHHBI K
HacWJIHI0. J10 MuG. Ecmi BBI apyxeroOHE, OHH GyayT 9yBCTBOBAThH ce6sl CIIOKOIHO.
—HeBepHo, YTO MOAM C ICHXMYECKMMH HApyIIEHHAMH MMEIOT NpOGNEMEl B IIOHMMAHHH HITH
HIDKE I10 YPOBHIO HHTEIUIEKTA, 4eM GOJIBIIHHCTBO JIOACH.
—Eciu yenoBeK, IMEIOMUi ICHXHYeCKHe HapyIIeHHs, PaCCTPOEH, CIPOCHTE €T0 CIIOKOHHO, YTO
BBl MOXKETE CEIaTh, YTOOBI IOMOYb EMY.
—He roBopuTe pe3Ko C YENOBEKOM, HMEIOIMM IICHXUYECKHE HAPYLUCHHS, JaXKe eClH Y BaC €CTh
IUISL 9TOTO OCHOBAHHA.

5.6.IIpaBuia 5THKETa IPH OOIIEHUH C HHBATHIOM, HCIIBITHIBAIOLIMM 3aTPyAHEHHS B PEUL:

—He urHopupyiite moznel, KOTOPHIM TPYAHO IOBOPHTEL, IOTOMY YTO HOHSTH HX —B BalIHX
HHTEpECaXx.
—He mepebuBaiite ¥ He MONpaBIIAHTE YENOBEKA, KOTOPHIA MCIBITHIBAET TPYAHOCTH B PEUH.
Hauunaiite roBOpHTB TONBKO TOTZA, KOI/ia yOEAUTECH, YTO OH YK€ 3aKOHUHI CBOIO MBICI.
—He nbrTaiitech yckOpUTH pasroBop. ByAbTe roTOBBI K TOMY, 4TO pa3roBOp C UEIOBEKOM C
3aTPyAHCHHOH peusto 3aliMeT y Bac Gonbme Bpemenn. Eciu BHI crmemmre, Jywrme,
M3BHHHBIUKCH, IOTOBOPUTELCSA 00 OOLICHHH B IPYTO€ BpeMs.



—CMOTpHTE B THIO COOECeTHHUKY,

Bce Ballle BHUMaHHUC.,

—He I_[)’Mai/'lTC, YTO 3aTPYJHCHUS B PEUH —IIoKa3aTellb HI3KOTO YPOBHS HHTEIUICKTA YCJIOBCKA.

TI0/UIep)KUBATE BU3YaIbHBIN KOHTAKT. Ortpaiite 3TOM Oecene

—CrapaiiTech 3a/1aBaTh BOIPOCEHI, KOTOPEIC TpeGyIoT KOPOTKHX OTBETOB MJIH KHBKA.

—He nputBopsiiTech, €CiiM BBl HE MOHSIIH,
Ec/id BaM CHOBA HE yAQJIOCh MOHATH, IONPOCHTE IIPONSHECTH

BO3MOJXHO, I10 OyKBaM.

—He 3a0biBaiiTe, 4TO YENIOBEKY

yTo BaM ckasand. He cTecHANTECHh MEPECTIPOCUTD.
CJIOBO B 00Jjiee MEUICHHOM TEMIIC,

¢ HapyHmIeHHOM PEYbI0 TOXE HYXHO BBICKA3aTBCH. He

nepeGuBaiiTe ero i He nofapsiite. He TopomuTe roBOpAEro.

— Fcnu y Bac BO3HHKAIOT NPOOIEMEL B OOILIEHHH, CIIPOCHTE,

HCIIONB30BaTh JPYTo# Criocod - HanucaTh, HareYaTaThb.

6. OGs3aEHOCTH PpabOTHUKOB 0Opa3’oBaTENIbHOH ~OpraHu3allMd  IpH obpamenuu ¢

uuBaymamu, mogemu ¢ OB3 u MI'H

HaumeHoBaH#e neﬁcmnﬁ

[opsmox 1
MOCJIeA0BATEIBHOCTE
NeUCTBHI

HUcnonuutenu

CpabaTbIBaHie KHOIIKH
BBEI30Ba COTPYHHMKA IIPH
Bxoze B 3aanue OO

BEIXo1 Ha KPBUIBIO €
HENBIO YAOCTOBEPEHUS
BEPHOTO cpabaThIBAHUS.
Berpeua v IPUBETCTBHE
man (jrana) ¢ OB3 u MI'H.
Coobmuienue 1o Tencony
IEXNypHOMY
amqmunuctparopy OO o
He0OX0IMMOCTH OKa3aHHs
IIOMOIIM AJIs BXOJa B
3naHue (MOMEICHUS)

OXpaHHKK, TapAacpoOIIrK

Coo6menue 1o Tenedony
0 HaMEPEHNH TOCETHTh
nmunoM(uuamu)c OB3 u
MI'HOO

Oprasn3anys BCTpeyHd |
COIIPOBOMKICHUE JIHIT
(mana)c OB3 u MI'H we
MEHEE YeM OT BXOJia Ha
TEPPUTOPHIO M BHIXOZA €
TeppUTOpHH HIKObL 1IpH
HEOOXO0MMOCTH
KOJUIEKTHBHOE
COTIPOBOMK/ICHHE H ITOJTHOE
HH()OPMHPOBAHUE O
npegocrassiemMbix OO
ycnyrax. [lomoms B
OpraHU3alHHy MOCaJIKHU B
aBTOTPAHCIOPTHOE
CpencTBO (NpH
HEe0OX0MMOCTH)

aACCHUCTCHT

Tlons30BaHuE
rapaepodamu

TTomorps (npu
HEOOX0JMMOCTH) B CHATUHI
BEpPXHEN OJICH Bl U
Iepeo/ieBaHNH CMEHHOH
00yBH

nocemlenue). KiiaccHbli

HIIH aCCHCTEHT

HudopMupoBaHHe JHI] C
OB3 u MI'H 06 ycyrax,
npenocrasnsieMpix 0O

BLI130B npeCcTaBATENS
aJIMUHHCTpPALMH HITH
JI€)KYpHOT0

OxpaHHHUK, FapAepOOIIHK

HE XOoueT U Ball cobeceTHUK

JexypHblit aIMHHHCTPATOP, THIOTOP,

T'apaepo6iuvik (mepBoe/OAHOKPaTHOE

PyKOBOZMTENb (BO BpeMs 00yHeHHs
i/ muua ¢ OB3 u MI'H), Ter0TOp




aIMHHHCTPATOPA(TI0
cpencTsaM TenepOHHOM
CBSI3H) A7 [IOJIHOTO
AH(OPMHUPOBAHUS U

JansHedmero
COIPOBOXICHHA
HOTPeOUTENS YCIyT
ConpoBoxIeHue JlexypHBIi
ConpoBOXIeHHE (KOJLIEKTHBHOE aIMHHACTpaTop(IIepBOe/0THOKPATHOE
man(mana) ¢ OB3 u MI'H CONPOBOXKICHHE) [oCeIeHne)

B IIPUEMHYIO, KaOHHET
JTApeKTopa

ConpoBoKICHHE
(3xcKypens) JIl (JIHna)
OB3 u MI'H nocerurens
no OO

ConpoBoXXIcHHE
(KOJUIEKTHBHOE
COIPOBOXICHHE) JIHIL
(mmua) c OB3 m MI'H
(ipu HEOOXOMUMOCTH
OKa3aHue IOMOIIH B
HepeIBIKCHHH,
HoCeIenye MecT O0IIETo
MOJIb30BaHA).

ITOCETHTENA B YKa3alHOC
MECTO.

ITpuBJieueHnE LI NOMOIH
JeXKYPHOTO
aJIMMHHCTpaTOpa (110
cpelcTBaM Telne(OHHOM
CBA3H), A4 OKa3aHHI
MIOMOIIY B
COIPOBOXICHUH

Hudopmuposanue o
HaXOMIEHHH MeCT OBLIETO
[OJIb30BaHUSA, MECT
OT/IBIXa, yUeOHBIX

KaOUHeTax (nomemneﬂmx}
|

KnaccHbIi pyKOBOAUTEIND (BO BpeMs
o6yuenus mw/nuna ¢ OB3 u MI'H),
TBIOTOP HJIA aCCUCTEHT

OXpaHHHK, TapIepoOIIHK

JlexypHBIii aIMUHUCTPATOP

OxazaHue NepBoi
IOMOIIH JIHIly (JTALaM) ¢
OB3u MI'H

[purnamenne MELCECTPEL,
BBI30B CKOPO#
noMoniy(pH
HEOOXOIMMOCTH)

JlexxypHbli
aIMHUHACTPATOP(TIEpBOE/0IHOKPATHOE
MOCEINECHHUE

KiaccHbIi pyKOBOAHTENL HIIH
y4uTeNb (BO BpeMs 00ydeHHs

mary/maa ¢ OB3 1 MITH)
ITocemenue CTOJI0BOM Okaszanue oMo (TpH JlexypHBIN aIMAHHCTPATOP
Heo6XOAMMOCTH), ToMoIh | (1IepBOe/OXHOKPATHOE
B IPUHATAY NTHIIH; TIPA MOCEIIEeHHE)

HE0OXO0TUMOCTH
obecricucHuE
BO3MOKHOCTH
HHAMBAAYAIBHOIO IIpHEMA

KrnaccHeI pyKOBOIHTEND (BO BpeMs
06yuerns muw/muna ¢ OB3 u MI'H),
THIOTOP WM ACCHCTEHT




NI

Bexoy muan (yna) ¢ OB3
u MI'H u3 OO

ConpoBoxaeHue
(xonnexTHBHOE
COIPOBOXKJIECHHUE) IO
YKa3aHHOT'0 IIOCETUTEIEM
Mecta. [ToMoms B
JexypHbiit
aZIMAHUCTPATOP
OpraHH3aliH OCAIKH B
aBTOTPAHCIIOPTHOE
CPEACTBO

JlexypHELi aTMHHACTPATOP
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