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INTRODUCTORY LETTER
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« Delmon Academy for Computer and Managerial Sciences is a training institution
regulated by Ministry of Labour, in Kingdom of Bahrain and it operates in line
with the Quality’s criterion and rules accredited from Education and Training
Quality Authority in Kingdom of Bahrain.
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« The Academy continuously works on adapting to the market demands,
keeping pace with global developments in different training specialization,
and keeping in mind that it is the right way for the Academy to establish its
own identity in a changeable world which form a critical need to build a
strong relationship with our customers to learn about their real needs and
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work on meeting them.
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« A leadership policy have been adopted by the Academy taking into
consideration the importance of the needs of its human resources.
This is beneficial in maintaining its institutional performance with the
needs of the trainee and the labour market requirements on its top

priority.

el Je wymli almgall aguinll j31gsll Go @iy dpaslsill dpaii
Jl e Lgil las qyaillg guyaill Jlao a épall o sgiws
Auydll LpilaAo 4 63gallg jrodll (Gudai

« The Academy strives to achieve excellence training output with its
selected personnel qualified at the highest level of expertise in the
teaching and training field.
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« To become a leading supportive partner in the field of vocational
and technical training, aligned with the needs of the Bahraini labor
market.
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« The academy provides distinguished, high-quality vocational training
programs that are competitive and enable trainees to acquire practical
professional skills, enhancing their employment opportunities and
supporting the development of the Bahraini workforce.
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VALUES:

Commitment: We are committed to Delmon Academy rules,
procedures and work directives.

Respect: Customers are highly valved and dealt with
professionally.

Excellence: Delmon Academy maintain high levels of training
service inside the rooms training.

Empowerment: We enable trainees the professional skills
necessary to achieve their goals.

Teamwork: we Collaborate and work together.

Accuracy: We constantly assure our work is in accordance with
the standards of the NAQQAET (National Authority for
Qualifications and Quality Assurance of Education and Training)
to ensure the quality of education and training in the Kingdom of
Bahrain.
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Organizational Structure for all
employees
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FACILITIES

Building: Academy is located on the second floor of the Delmon University
in Manama, Exhibition Road, beside Gosi complex.

Reception: For any inquiries, you may approach our staff in the reception
area located at the entrance of the Academy.

Training Rooms: The Academy has four training rooms that can
accommodate 20 trainees each and is equipped with display projectors &
an electronic whiteboard.

Laboratories: The Academy has 3 computer laboratories equipped with
computers and display projectors that can be used to study ICDL/NCFE
and other computer-related programs.

Prayer Room: The academy has two dedicated multi-faith prayer rooms.
one for women and one for men. Please refer to the facilities map.

Toilets: Four toilets are available, 2 of which are dedicated for men and
the other 2 are for women.

Resource Center: The Academy has a dedicated library for information
sources such as textbooks, in order for the student to obtain knowledge
from different sources and according to their abilities and interests.

Parking: Delmon Academy has a dedicated car park in addition to the
public car slots in the area, which can be used by visitors and members of
the Academy.

Smoking: Smoking in the Academy and the entire building is strictly
prohibited.

Internet Access: Delmon Academy has WiFi coverage to enable free
infernet access for students to facilitate access to information and learning
tools. (delmon: smarteryou).

Fire assembly point: There is a fire assembly point next to the building.
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COURSE MANAGEMENT

Identification of training needs

The Academy uses surveys powered by (Google forms)
website to determine the market training needs in the
Kingdom of Bahrain and identify offerings that suits the labor

markets requirement.
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Identification of training needs

The Academy uses surveys powered by (Google forms)
website to determine the market training needs in the
Kingdom of Bahrain and identify offerings that suits the labor

markets requirement.
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TRAINING NEED ANALYSIS:

« TNA is conducted before course offerings to enable the Academy and the
trainers to develop appropriate course offerings covering the objectives and

meeting the training needs of the learners.
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« Management benchmarks the Academy's training plan to ensure the highest

quality levels of education.
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« Academy also benefits from the Bahrain Market report, which is issued by
the Bahrain labor fund (Tamkeen) to understand the local market needs.
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« The academy conducted a survey of a random 100 Bahraini youths
abroad to support its TNA.
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« In addition to surveying the TNA of the trainees upon registration, the
Academy has prepared a form to determine the TNA, which is sent to the
trainee to fill out and via e-mail to all companies and institutions that are dealt
with through Delmon Academy.
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o Induction: First day orientation is used to introduce
students to the Academy and get them familiarize with the
academic policies and procedures, Academy's facilities

and health & safety policies.
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« Attendance: Trainees must satisfy 80% rate on attendance
to be eligible for course certificate, if online training 90%

rate on attendance
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« Compensatory Training Session: Training support form
needs to be filled for missed lectures at valid reason.
Form to be escalated to the Training Manager to

coordinate the right time of the sessions.
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DELMON ACADEMY IS —
APPLYING FOR A PLACEMENT TEST BEFORE P, : Q%
REGISTRATION IN THE TRAINING PROGRAM. W o

« Pre-Test & Mid & Post Test: (for ICDL certificate and English
courses) Pretest is given to learners before the start of the session
to determine their academic level. mid-level exam to determine
the progress of the trainee until the middle of the program While
trainees level of progress achieved after the session is determined
through Post-Test to determine the level of progress achieved by
the student after the course, the international certificate pretest
and posttest are given to determine the level of progress,
according to Quality of criteria determined by the Quality
Assurance Authority in the Kingdom.

« Individual Support and Guidance: Academic development is
given great attention and is essential to all levels. Also a form is
filled to support students with special needs and helps
understand the difficulties these students might go through.
Trainers work to maintain a certain level of course learning
progress.

« Activities: Trainers conducts classroom activities to support the
learning  process. And non-classroom activities to help
understanding the applications of the learning outcomes.

« Calibration: The academy make use of various tools and methods
to calibrate including pre , Mid and posttest examinations, short
quizzes, lectures and projects. Please refer to the academic

Calibration (Appendix A).

« Certificates: alongside the attendance, trainees should pass the
posttest with at least 55% to qualify for a certificate.
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« It was according to the awarding body's requirements. MR

« Final evaluation: After each course, trainees will be served many
forms. There are several forms provided to the trainees after
completion of the course, including the form of a poll for trainees
about the service provided to them by the trainer and the
environment and classroom activities and supporting the evaluation
process and the extent of the interest made by the session. The form
for a poll intern for the process of continuous improvement, which
focuses on the administration's performance, support and guidance,
and learning resources, and evaluates the training process, and the
form trainer evaluated, and which is populated by the trainee at the
end of each day of training, includes the extent of the coach's
ability to communicate information to the student, in addition to the
forms linked to the implementation of activities and evaluation
activities that they gave them during the program.
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« After Training Follow-up: The Academy cares to measure the
after-effect of its courses, so it seeks both the trainer's and his
employer's opinion through ready evaluation forms, which aim to
measure their satisfaction level after the course and how much
course expected outcomes are achieved.
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« Graduators follow-up: Delmon Academy follows up with the
graduators after they finish the training on a form and report for
this objective.
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« Code of Conduct: Academy policy emphasizes the important rules of
conduct for trainees to keep a proper learning environment and ensure
the right learning atmosphere. Please refer to the academic document

(refer to the Academy-Trainee Agreement).
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« Complaints: The Academy has a policy and a mechanism to handle
student complaints. and grievances. A complaint/grievance form needs
to be handed to the training manager, who usually responds within 24

hours upon receipt of the form.
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« Data Management:  To ensure academic data is preserved,
information is stored on computers in the Academy and backed up in
the server as well
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« Academic Integrity and Plagiarism: The Academy does not tolerate
illegal copy of any academic work without mentioning the original

source. In such cases, the academy to apply its Policy of Plagiarism.
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o Internal Audit: Examinations and student activities are checked

to ensure and validate the fairness of grades received.
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o The rights and duties of trainees: Please refer to the Academy -
Trainee Agreement and the Rights and Duties Policy.
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Prevention is better than cure. Safety and security are everybody's aim,
That we'll use every available resource to achieve, avoiding risks
threatening lives and resources. Prevention depends on the size of the
danger or threat.

This is why the management of Delmon Academy for Computer and
ManagerialSciences utilize a security and safety plan to help in case of

(god forbids) accidents and crisis.
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1. Remember that prevention is better than cure.

2. Familiarize yourself with the building and the Academy map from the first day of the
course.

3. Observe the Academy's posted notices about safety and Security, notes beside the
fire extinguishers and by the reception.

4. Do not expose yourself to any risk, If you can't face any risk or unable to deal with a
risk just ask for help.

5. Take note of emergency and important numbers which is posted in the Academy
notice boards and in this manual.
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Safety Equipments:
. Sterilizers
- First Aid Kits

:do ] ilgal
dudo3l Udlewl Fgsivo -

- Fire Alarm & Smoke ey . E u a
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Detectors ol
- Fire Extinguishers: ol os
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- Emergency Exit Signs

- Emergency numbers: 1{S)lehll 25l -
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Police: 999 999 clab3l
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PROGRAMS OFFERED BY THE
ACADEMY AND ACCREDITED BY THE
MINISTRY OF LABOR (KINGDOM OF

NCFE Level 2 Certificate in Occupational Studies for the Workplace 114Hours
NCFE Level 2 Award in Occupational Studies for the Workplace 54Hours
NCFE Level 2 Certificate in Understanding Workplace Violence and 110Hours
Harassment
NCFE Level 1 Certificate in Warehousing and Storage 110Hours
NCFE Level 1 Certificate in Customer Service 151Hours N
NCFE Level 1 Award in Interpersonal Skills 45Hours C
F
NCFE Level 2 Certificate in Digital Promotion for Business 160Hours E
NCFE Level 2 Award in Digital Promotion for Business 60Hours
NCFE Level 2 Certificate in Retail Skills 75Hours
NCFE Level 1 Award in Retail Knowledge 51Hours
NCFE Level 1 Award in Developing Enterprise Skills 75Hours
Marketing and Promotion creative -Internal 21Hours
Approaches to successful selling - Internal 24Hours
Understanding customer needs - Internal 24Hours

Delmon Academy

- Internal g48>39 e 8 dleall Gusid &yl 3)lgall Olauslyiwl 40Hours
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Project Management for professional PMP - Internal 35Hours
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NCFE Entry Level 3 Digital Functional Skills 55Hours
NCFE Level 1 Digital Functional Skills 55Hours
NCFE
NCFE Level 1 Essential Digital Skills 47Hours
NCFE Level 2 Certificate in the Principles of Cyber Security 110Hours
Cisco Certified Support Technician (CCST) Cybersecurity 120Hours
Cisco Certified Support Technician (CCST) IT Support 120Hours
Cisco Certified Support Technician (CCST) Networking 120Hours ciIsco
Cisco Certified Cybersecurity Associate 150Hours
Cisco Certified Network Associate (CCNA) 75Hours
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ICBLevel2 Certificate in Bookkeeping 120Hours ICB
IOSH Level 3 Certificate in Occupational Safety and Health Principles and Practice | 80Hours IOSH
Cll Level 3 Certificate in Insurance 170Hours Cll
[FMI Foundations in Financial Modeling Program Handbook 100Hours FMI
Advanced Financial Modeler Program Handbook (AFM) 100Hours FMI
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OTHM Qualifications — Subject to Approval

Delmon Academy for Computer & Managerial Sciences is
currently applying for Centre Approval to deliver selected
OTHM qualifications.

The Academy will commence the delivery of OTHM
qualifications only after obtaining formal Centre Approval
and approval for the relevant qualifications from OTHM.

Upon approval, learners enrolled in OTHM qualifications will
be provided with detailed information regarding admission
requirements, learning outcomes, assessment procedures,
internal quality assurance, learner support, appeals,
complaints, and certification requirements.

All OTHM qualifications will be delivered and assessed in
accordance with the applicable OTHM regulations,
qualification  specifications, and quality assurance
requirements.

Important Notice: Delmon Academy is not currently an
OTHM-approved centre. No OTHM qualification will be
advertised as approved, delivered, or registered through
OTHM until the relevant formal approvals have been
obtained.
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