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Introductory
leller of the
Academy

Delmon academy of Computer and Managerial Sciences is a training institution
under the supervision of the Ministry of Labor in the Kingdom of Bahrain and
follows the quality standards approved by Education & Training Quality
Authority in the Kingdom of Bahrain.

The Academy is distinguished by elite of qualified staff with the highest level of
experience in the field of teaching and training. It also strives to achieve
excellence and quality in its training outputs.
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Mission & Vision
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VISION

« To become a leading supportive partner in the field of vocational

and technical training, aligned with the needs of the Bahraini labor
market.

&gyl

‘.-.,..I.(.'I.IJ' aillg .,Lg_oJ I cyyddl Jlao uﬂ l1Ail)g Locl> BJJ.UJ L TTNRY AT | uAi Qi .
il Joell Gow ailabial go Galgi Loy

MISSION

« 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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Financial
Projections

Values:
« Commitment: We, at Delmon Academy adhere to the rules, procedures and

guidelines at work.

o Respect: We respect all our customers and deal with them professionally.

o Excellence: environment of Delmon Academy offers high levels of classroom
training services.

« Empowerment: We empower trainees with the skills needed to achieve their
goals.

« Teamwork: We support and work with each other.

« Accuracy: We continuously examine our work according to the standards of
the National Qualifications Framework and Quality Assurance of Education
and Training in the Kingdom of Bahrain.
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Facilities

« Building: The Academy is located on the
second floor of the Delmon University
building in exhibition street, beside GOSI

« Reception: If you have any questions, you
can inquire from a receptionist directly in
front of the Academy entrance.

o Training halls: The Academy has Three
training rooms, each with 20 trainees and
equipped with various teaching aids such
as computers and projectors, and One
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room with 20 trainees and equipped with U

IN OFFICES

various teaching aids such as projectors.
« Prayer room: There are two rooms in the
academy dedicated to prayer: one for
women and the second for men. Please
refer to the utility map.
« Bathrooms: There are
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Facilities

The Academy has a dedicated room for sources of
information such as educational books so that
students can obtain knowledge from their various
sources and according fo their abilities and interests.
Parking: There are cars parking for the Academy and
there are large areas surrounding the building which
can be used by visitors and members of the
Academy.

Laboratories: There are three computer labs available
in the academy and can be used to study or others.

Smoking areas: Smoking in the academy and in the
entire building is strictly prohibited. Smoking outside
the building is possible.

Internet point: There is a free Internet service for

students to facilitate access to information and to

increase the means of learning.

Fire assembly point: There is a fire assembly point PLasl yauais paud doplsill s Al Aagi
next to the building

cdlall iy droyleill cuislls dloglaosldl
aalisall Impybao o dGjleall e Jguanll
.diloloimlg ailjad cuwnig

aapnlill ol Aljluw wdlge cllim :wadlgall
Litall dhgae dewlg clabwe cllim ol Los
O J1é o padiwd Yl Oloy Lillg
Auolsillizeiiollg

Alpiae &uli aaplsill La Aagy :alpiiall
Lmpe gi dwljall Logolariwl ply figuosll 8jgall

Aol La paadll gioy :gadadll gélgo
oAl glsoplg il leis alash Liwll ag
iadl gjia

Jilwg Ma0ig dilogleall Jguagll Jrguwil
pleill

Guall goai Ahdi sagi Guall gaai dladi
il Jauwl



Terms and conditions
of training

Dear trainee:

Welcome to Delmon Academy for Computer and Managerial Sciences.

We are confident that you will greatly benefit from this course and will enhance the
effectiveness of the professional personality to reach the goal, so we must all work for
the success of this course.

PLEASE READ AND AGREE TO THE FOLLOWING TERMS AND CONDITIONS:

e Attendance is mandatory for all training hours for the course.

® The trainee must be careful to attend the time allocated for the course and even after the break out.

e The trainee must respect the participants, trainers and all members of the Delmon Academy of
Computer and Managerial Sciences.

® The trainee must participate in all training and educational activities.

* In the event of a crisis, remote training continues and the trainee’s attendance rate is fixed remotely
for distance training of not less than 90% recorded attendance for the remaining training hours’ is
required.

® The trainee must maintain his safety and the safety of others during the training activities.

® The trainee must show progress and achievement and exert the effort to gain the knowledge.

® The trainee can bring all grievances (if any) to the management of the Academy.

* Please note that during the course, you should seek to achieve the training objectives identified in the
course outline, which you will find in your training materials.

* You will be assessed on attendance, punctuality, participation and final evaluation.

Do not use a personal mobile phone during training unless the trainer requests it for training purposes.

* THE REQUIREMENTS FOR PASSING THIS COURSE ARE AS FOLLOWS:

Requirement of passing 80% of the attendance.

+ The condition of passing the participation: Effective participation and interaction with participants and
trainers.

« If the attendance is remote or combined (classroom attendance with remote attendance), the learner’s
attendance rate shall not be less than 90%, otherwise he shall be considered withdrawn from the program
and he may compensate for the missed classes and eliminate the absence.

o If the trainee misses the class for compulsive circumstances during training, the trainer may compensate them
through attending compensatory hours, If the percentage of absenteeism exceeds and the trainee has not been
compensated, he or she shall be withdrawn from the program and their registration shall be canceled.

« Conditions for passing the final evaluation: Obtaining 55% of the exam for local courses.

« To pass this course in general:

Pass must be achieved in all fields (attendance, participation and final evaluation).
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Important
ol

o Please note that the staff and trainers of Delmon Academy of Computer and
Managerial Sciences are always ready to provide support and guidance to you.
Please feel free to contact for any help at 77111176.
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1 Study system

The Academy follows the study system for two types of programs:

1- Long international programs such as ICDL or English language (international certificates) ,employability skills
NCFE & NCFE certificate.

2 - Short programs, which do not exceed one week to ten days and are proposed by the Program Development
and Accreditation Committee of the Academy, subject to approval by the Ministry of Labor.

2 Nomination of trainees in training courses

* upon the desire to nominate trainees to register in any training course, the following shall be considered:

- The Academy receives all nominations through the training department of the Academy.

- The Academy receives individuals who wish to participate on their personal account according to the dates set
in accordance with the annual training plan prepared by the Academy.
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3 Punctuality

At the beginning of each lecture, the trainers shall count the trainees to see who is present and who is
absent. The trainee shall be absent from the course in the following cases, whatever the reason for the
absence:

* if the trainee is less than ten minutes late shall be considered late.

* if the trainee comes after ten minutes or more, he or she shall be considered absent unless they submit
an excuse to state their reason for coming late.

* Sick leave is considered an absence of an acceptable excuse.
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4 incomplete

* If the trainee is subjected to compelling circumstances that prevent them from entering the final exam in the
training course, they must submit a request to the training manager according to the following conditions:

1- The training manager shall be informed about the excuse within 48 hours from the date of examination.

2 - The trainee has attended all the days of the training course and if he has not attended all the days of the
course in accordance with the instructions is not considered in his application.

3 - The student who accepts his or her excuse, they shall do an incomplete examination at the time determined by
the Academy, provided that the trainee is informed of the new date 48 hours before
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5: Academic Warning

- The trainee who receives an average of less than 75% in international courses such as ICDL shall be given an
academic warning to urge him or her to raise their rate during the next course.

- The trainee who receives a rate of less than 55% in the local courses shall be given an academic warning to
urge him or her to raise their level also in subsequent courses.

- The trainer shall give a warning to the trainee for the weakness of their level of achievement during the program
to be signed by the trainer and the director of the Academy.
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6: Conditions for granting the certificate:

Each participant in any training program shall be awarded one of the following certificates:
1. Attendance certificate: If the attendance rate of the participant is equal to or greater than 80%, without passing or failing the final exam.
2. Certificate of Completion: If the attendance rate of the participant is greater or equal to 80% provided that he or she passes the final
assessment according to the following criteria:

« Certificate of completion for the course with excellent grade if the student receives a score of 85-100.
o Certificate of completion of the course with a very good grade if he or she gets a score 75-84.

« Certificate of completion of the course with a good grade if he or she gets a score of 65-74.

« Certificate of completion of the course with an acceptable grade of 59-64.

3.Participants shall be informed of the criteria for awarding the certificate by attaching it with the training material and informing them through
their officials before starting the training program.

4. Results shall be sent to the training officer in the ministry or institution concerned, which contains the final assessments and participants' marks.

The grades of the participants in the internal examination of the programs are divided as follows:
Final exam attendance Shorts exam activities participation Pre-exam

R

5.The international certification examination (NCFE_ Employability) is a pre- and postexamination only to show the trainee's progrz:s and achicvement as
follows:

1 pre test 50

2 post test 50

6.In case of not doing the final test, the trainer shall be given one week only to visit the headquarters of the Academy of Delmon Computer and Managerial
Sciences for reviewing to complete the final evaluation
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7 Training times and dates:

« The courses are held in the morning and evening from 8.00 am to 5.00 pm for jobseekers according to MOL.

« The participant shall be given the freedom to choose the appropriate time to hold the course whether it is in the morning or
evening.

« In the event of crises and disasters, training courses are held remotely or with integrated training, and the courses are in the
morning or evening.

« Trainee's ability to cope with changing the type of attendance (attending the classes, integrated or remote learning) shall be
determined through a questionnaire.
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8: Training Programs: Ailiwl

1- local programs training licensed by the Ministry of Labor according as follow:

- The certificate was designed according to the training needs analysis for individuals and companies (stakeholders) according to the
market.

- Local programs are prepared and designed by the preparing and development local programs committee.

- Programs are licensed from MOL.

- The committee must adopt learning resources for local programs.

- The Academy shall review the local programs every 6 months to ensure their effectiveness and work on their development.

- The approved training programs should include approved programs from accredited bodies not less than 30% of the total training
programs offered.

- A workshop, a short training course and accredited professional training course by a professional body shall be carried out.

2- Infernational certificates or programs.

- Academy provides international certificates or programs from awarding bodies; for example, ICDL and NCFE provide certificates in
English, customer service for hospitality, customer service principles, contact centers, digital promotion, retail operations, and others
that provide certificate or diploma.

- International certificates are licensed from MOL.

- Delmon Academy provides the Alshamel program training. It consists of training for an international certificate and 15 hours of
training in employability skills, then sending the trainee for a month of on-the-job training in one of the Kingdom’s institutions.
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ernational and professional certificates or programs.

e 2 The Academy offers international certificates or
programs from awarding bodies such as NCFE in
areas such as customer service, communications, e-
marketing, and retail operations, which lead to a
certificate or diploma.

o The Academy offers professional certificates from
several different entities based on the needs of the
labor market, such as

« Cisco/ICB/CII/IOSH/FMI.

13



o
9- Assessment:

Assessments of trainees:

1- Certificates or programs that provide international or local certificate in English and computers fields:
- Evaluate trainees at the beginning of the program by pretesting with feedback.

- Evaluate trainees in the midterm of the program by testing them to measure the trainee's progress
with feedback.

- At the end of the program, conduct a demo test to measure the learning outcomes that were
achieved at the start of the course training.

At the end of the program, conduct a final test to measure the trainee's progress in the training
program.

2- Programs and certificates offered through professional awarding bodies such as CISCO, ACCA,
Cll, and IOSH:

* At the end of each unit, conduct a pretest and a posttest to measure the progress of the trainee.

« Each trainee has a workbook according to determine objectives or criteria for a warding body.

e The trainer must take into consideration the assessment plan according to the awarding body.

e The trainer must keep the evaluation marks in the training program file.

» At the end of the certificate or program, the trainer distributes questionnaires to the trainees to
measure their opinion and the positive and negative aspects of the training course. The trainer
prepares a final report, raises it with the training manager, and discusses it.

e During crises and disasters, all evaluation styles or assessment styles mentioned in will be contacted
online with trainees’ feedback.
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10 -Evaluation and follow-up mechanism for the remote training:

the trainer uploads the tests and the exercises on the training platform.

the exercises and fests (pre-test, midterm, post-test) shall be corrected with the feedback.

The trainer shall score the trainees’ grades and follow them up to identify the trainees who need support.
The trainer shall provide the trainee with adequate support before they do the final exam to make sure
they are ready for it.

The final exam depends on the instructions and requirements of the awarding bod.
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11- Evaluation mechanism and follow-up for training on the international certificate:

. Preparing tests and training activities that will be included in the workbook according to:

. -The trainer prepares the tests and the workbook activities according to objectives (criterion) from the awarding body.

« The trainer prepares the tests and the workbook and answers the key questions with the rubric, then delivers them to another trainer (has experience)
to review them with any modifications and ensure the safety, validity, and conformity of the questions to the objectives and requirements of the
awarding body. After that, deliver them to the training manager to review them and modify them according to the objectives and requirements of the
awarding body, then deliver them to the IQA manager to review them and ensure that the tests and the workbook reflect the awarding body's
objectives and requirements through an accreditation form. (form1 -2)

« trainer must point to the objective number that will be achieve the question; if the question as case study, scenario, critical, opinion or (any other style
from the assessment styles) , but if the question same the objective, the trainer does not change the objective and the verb, and must apply the
awarding body objective exactly as it is, without changing the verb or the objective.

« The trainer must ensure that tests and a workbook are available before starting the training.

« The trainer submits the course outline, assessment plan, and activity guide to the trainees on Moodle before starting the training.

. The trainer submits the tests, workbook, and material on Moodle when starting the training process.

. Delmon Academy will provide the material according to the awarding body's requirements and objectives and deliver it to the trainer before starting
the training with enough time.

« The trainer will create the material’s PowerPoint considering the objectives and criteria of the awarding body.

« The trainer corrects the tests (prefest-posttest) and workbook for trainees according to the rubric, and the trainer must comment with constructive
feedback on time in the lecture, and the trainee should write a comment on the trainer’s feedback without any delay from the trainer.

« The trainer uses the plagiarism checker on the trainee’s answer in the open questions; the trainee will take zero if the plagiarism is more than 15%.

« The trainer must commit to implementing the awarding body recommendation and the Delmon Academy IQA.

« The trainer monitors the trainee’s grades for each unit, follows up on their progress, informs them about their grades on time, and provides them with
an appreciation certificate for the unit that achieved it. For the trainee that gets more than 95% in the workbook, encourages them, and follows up
with the low achiever on time.

« The trainer presents enough support continually for all trainees by allocating Saturday to support the trainees that they had circumstances that
prevented them from being attendants, and for low-level trainees with the proof supporting form or make-up session form, the trainer can delete the
absent days if the trainee attends make-up hour with the proof form.

« The trainer delivers all assessments for each unit separately in 3 days from the end of the unit to allow for the training manager to review it and give
constructive feedback to the trainer, and with the trainee’s sample according to the sampling plan, to allow the trainer to carry out the feedback
before the end of the program date, which will reflect on the trainer’s performance and be evaluated for the next units, the trainer will deliver the
program file by 3 days from the date of the end of the program.

« The training manager is responsible for closely following up with the trainers and supporting them on time, which will reflect on their performance
and help the academy achieve its objectives.
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12- Admission

1-Withdraw from the program.

o the trainee fills in a form and get back 50% of the program's price if s/he withdraws from the program after
completing the registration procedures and before starting the program.

« The training shall not get the amount paid after s/he withdraws from the program after the start of it.

o The trainee sponsored by Tamkeen is committed to attend and finish the program, and if s/he wants to withdraw from
the program after receiving the approval from Tamkeen and starting the program, s/he shall pay the full program's
price.

+ The refund period takes from two to four weeks.

2- Postponement or suspension of training:

o The trainee can postpone the entry of the program due to compelling conditions (illness, marriage) for a month and
resume the training after that.

o The application for postponement shall be submitted on the application form.

o the trainee shall resume the training after the period of postponement.

3- Discontinuation of Training:

5.10.3.1 If the trainee discontinues the training, he or she can resume the training again affer doing new registration
procedures, with recognition of what has been studied previously.

4- Resume Training:

510.4.1 the trainee may resume the training after submitting a resume application if it was supported by
the ministry of labor or Tamkeen if the file is still open.
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13- Mechanism the punctuality and attendants go to the Trainees Attendance and punctuality policy:

Mechanism the punctuality and attendance at Delmon Academy location

. At the beginning of each session, the trainer shall count the trainees to see the number of the absent and present trainees.

. if the trainee comes late to class in less than ten minutes, the trainee is considered late.

. If the trainee exceeds the prescribed absenteeism rate 15% without an excuse and 20% with an acceptable excuse, the
trainee’s registration shall be considered cancelled.

. If the trainee misses the class for compulsive circumstances during training, the trainer may compensate them through
attending compensatory hours, If the percentage of absenteeism exceeds and the trainee has not been compensated, he or
she shall be withdrawn from the program and their registration shall be canceled.

. If the method of training is performed remotely or integrated (attending the classes at the Academy or online), then the
same conditions of punctuality stated in the previous clauses are applied and the attendance percentage shall not be less
than 90%, otherwise s/he shall be considered withdrawn from the program and s/he may receive compensation for the
missed classes and the absence shall be deleted from the register.

« The trainer directs a warning to delayed trainees for 11 minutes and directs a warning fo trainees whose absences have
passed the 6% percentage to remind him of the absent percentage so as not to exceed the permissible percentage.
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14- Support:

+ To meet with special needs trainees, and obtain medical reports stating their health conditions, to determine the kind of support and the way of
achieving it.

« To direct the trainee to the training manager as to specify the case, and to determine the right support offered to the trainee.

+ Create a special folder for the trainees, in which his/her reports are attached.

« Specify and support the trainees who are academically at rick; the trainee is academically at rick when he/she is not committed in attendance,
is unfocused during training, and/or has ceased training.

+ To offer Academic guidance, and direct the trainee from the beginning of his/her academic registration.

+ To follow up with trainees who are academically at rick through the usage of some forms such as stumbling trainee, weak trainees and the
special needs trainees.

+ Offer psychological, moral, and physical support to the trainees all according to their descriptive case.

« Offer training support with the help of classmates inside the classroom with the supervision of the trainer.

« The training manager has to follow up with the trainers and has to make sure they fulfill the trainees’ needs are requirements.

« Offer support to trainees who suffer from a physical disability.

+ Offer the right and suitable tool of evaluation through allowing extra training time, during answering the questions in the classrooms and during
the prescribed test, because of the considerable disability they already face. If each case is treated separately by the training support services,
with the possibility of launching an alternative more suitable exam for them.

+ Provide the trainees with technical support during remote and integrated training due to the current situation through:

« The trainee immediately communicates with the trainer when a problem occurs by writing to him / her on the platform.

+ The trainee communicates with the Academy through WhatsApp 35554382 so that the technician helps them to solve the problem.

+ Or communicate directly with the Academy through the phone call 35554382 to help them solve their problem by the technician.

+ Continuous follow-up with trainee to make sure s/he solves the problem.
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15- grievance mechanism, go to the complains and petition policy No 5

+ In the Academy, there is a grievance mechanism for students either from the trainee or from the final grades.

+ The trainee shall go to the training manager and fill out a grievance form and determine the type of the grievance. The trainee shall write
his or her telephone number, his signature and the name of the registered course.

+ The training manager shall investigate the grievance of the trainee and comment on it, to be submitted it to the senior management of the
Academy to take the appropriate decision according to the nature of the grievance filed by the trainee.

+  Notify the trainee with the result of the grievance after 48 hours of writing the grievance and shall be kept in the register of grievance at
the Academy.

+ regarding the trainee of the awarding body (the international certificate), the same procedures shall be taken in addition to the following:
the administration shall communicate with the internal examiner and submit him or her the grievance to finalize the formal procedures with
the awarding body if the examiner finds it necessary.

+ During crises and disasters, the grievance mechanism shall be made using modern and available means of communication.
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16- Issuing, documenting and keeping certificates in a safe place:

« lssuing certificates through the following:

+ A suitable final test shall be prepared for the trainees who attended the minimum number of hours prescribed in each course, as indicated
in the punctuality section in the Academy document.

+ The trainer shall allocate the grades of the trainees who have completed the final examination and prepare a list of these names to be
presented to the training manager.

+ The training manager shall be responsible for reviewing the grades received from the trainer in order to raise a list with the trainees who
pass the exam according fo the academic document.

+ The Training Manager shall prepare a detailed report on all trainees (whether they passed or not) to be presented to the director of the
Academy for the approval of grades in the council.

+ After the adoption of the grades, the training manager shall print them out (those who have pass the exam.

+ the director of the Academy shall adopt and sign the certificates.

+ The certificates shall be sent to the Ministry of Labor for approval and accreditation.

+ The registration and admission unit (training manager ) shall be responsible for submitting the certificates to the trainees, provided that the
training manager shall keep a copy for each certificate signed by the trainee that he or she has received the original copy.

+ International certificates according to the procedures of the awarding body.
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Definitions:

. trainee: Each individual is enrolled in the courses of the
Academy.

. Study system: Training programs provided by the Academy
to the trainee.

« Punctuality: Attendance and absence of the trainee during
the program.

. Assessment: The test that is offered to the trainee.

. Related documents:

Policy Template
Creating Policy Procedures
Procedure Template

Date:
. Date of adoption of the document: July 2014
. Date of previous review: Nov 2024
. Date of next review: Dec 2026
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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
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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 CISCO
Cisco Certified Cybersecurity Associate 150Hours
Cisco Certified Network Associate (CCNA) 7T5Hours
academydelmon@gmail.com +973 35554382 +973 77111176
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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
academydelmon@gmail.com +973 35554382 +973 77111176
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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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