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DELMON ACADEMY

INTRODUCTORY LETTER
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. It follows the quality standards
and is approved by the National Authority
for Quality Assurance of Education and
Training in the Kingdom of Bahrain.

The Academy is characterized by a group
of qualified human beings with the
highest level of experience in the field of
Besides, the

Academy seeks to achieve excellence and

teaching and training.

quality in their training outputs.
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DELMON ACADEMY

MISSION

AND VISION

Dear Trainer.......... Welcome
At Delmon Academy of Computer and Managerial Sciences

Mission Vision

The academy provides distinguished, high-quality
vocational training programs that are competitive To become a |eading suppor’rive portner in
d enable trai t [ tical professional : : : .
OI:'II e”°he r_‘"”etisf °Cq|“"e p":C ca F:ro.te.ss'on‘; the field of vocational and technical training,
skills, enhancing their employment opportunities an . . o
: . aligned with the needs of the Bahraini labor

supporting the development of the Bahraini

workforce. market.
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DELMON ACADEMY
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Values:

Commitment: We, at Dalmon
Academy, adhere to the rules,
procedures, and guidelines at work.
Respect:  We respect all our
customers and deal with them.
professionally.

Uniqueness: In  the  Delmon
Academy environment, there are
high levels of classroom training
services.

Empowerment:  We  empower
learners 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  Frameworks  and
Quality Assurance of Education and
Training in the Kingdom of Bahrain.
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FACILITIES DELMON ACADEMY

Building: The Academy is located on the second
floor in AlHoora (AExhibition Street) on the
second floor.

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

Training halls: The Academy has two training
rooms, each with 20 trainees and equipped
with various teaching aids such as computers
and 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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DELMON ACADEMY

FACILITIES

Laboratories: There are two computer labs available in the academy
and can be used to study ICDL 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.
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Dear Trainer

The main purpose of this guide is:

To bring in the quality system that applied at
Delmon Academy, which we expect to meet
with the needs of our clients in a betfter way
and the requirements of the Quality
Assurance Authority for Education and
Training. We therefore ask you to read it
carefully and implement it during the
implementation of the training programs,
which which were
provided to wus both internally and
externally.
If you need any further help, our staff are
very happy to support you and respond to

your inquiries.
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DELMON ACADEMY

BEFORE THE START OF THE
TRAINING PROGRAM

* Training in identifying and analyzing
heeds:

Delmon Academy has established new procedures to find out how to
identify the needs of trainees, employers and the labor market and
then analyze the results by employees at Delmon Academy, followed
by a summary of the results analyzed. A summary shall be
represented in a course file to help them customize the content of the

training program according to the needs of trainees and employers.
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PROGRAM PLAN

Delmon Academy has focused on the
positivity of the lesson. plan and its
importance for you to ease your work as a
trainer when planning  your training
sessions. We shall focus on two methods:
the first is the study plan that will divide the
content of the training program on the
number of days allocated for training. The
second is the daily program plan that
outlines your work to implement the training

program.
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DELMON ACADEMY

p| TEST

Each trainer should be responsible for developing or
reviewing tests before and after the program. All
evaluation tests need to be checked by the administration

PRE- AND (Delmon Academy) or quality advisors. Verification of all

POST-TEST stakeholders helps to reach more accurate results at the
end of the training program. We therefore ask you to
submit tests and assessments to our training manager to
ensure that tests and assessments are appropriate.
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DURING THE TRAINING DELMON ACADEMY
PROGRAM

Start and end the time

Delmon Academy has developed new systems to follow up on the
attendance of trainees, which shows the time of arrival and departure.
Therefore, all courses and training programs need to begin and end on time.
Trainers are requested to inform the training manager of any absence or
repeated delays to take the necessary action.
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*Lesson Plan: w0yl das*

The lesson plan, as described earlier, is very detailed and
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focused on the key parts that are expected to be realized

setting daily goals up to the daily evaluation process and 20Ul 13g) Lolisg drngyll a1

concluding the program.training process on time. The

lesson plan starts from setting daily goals up to the daily
evaluation process and concluding the program.
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* ACTIVITIES

Part of the support, guidance, and encouragement for the trainees to involve
them in the training process is to have a variety of activities that do not take a
long time to avoid boredom for trainees. Activities need careful planning, and
activity has to be linked to program objectives. Moreover, they need to meet

the different needs of trainees and are always a guide in the training program
file.
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Differentiation

Trainers are advised to take into account the different needs of trainees and to
achieve this in the training process. Distinction can be considered either in the
content or the training process (teaching methods) or results. If you feel that
you need further support regarding this issue, please refer to the training
manager.
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DELMON ACADEMY

DURING THE
TRAINING
PROGRAM

*assessment Support and guidance *

There will be one fixed system for dividing Trainers are encouraged to support

marks and grades. You must assign the trainees through feedback on the progress
of the course. Thus, a new template for
individual  or  collective responses s

designed to document all the situations that

appropriate mark to participate and
ensure the publication of justice in this

part of the total. All other assessments you have provided through this type of
need to be proven by submitting their support and guidance. Moreover, the
documents, even if they are presentations, trainers are expected to provide trainees
a team project, feedback about the program and about
or any other type. their next plan and what steps they

.need to take to improve
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DELMON ACADEMY

TEACHING
METHODOLOGIES

Trainees are more enthusiastic when they receive encouraging training
methodologies. Therefore, try to change the training methods from time to time
and do not stick to one pattern in training. If you need further assistance or
clarification on the subject, please refer to the training manager to determine a
meeting with the Delmon Academy with consultants.
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DELMON ACADEMY

FOLLOW-UP AND ASSESSMENT OF LOW-
LEVEL TRAINEES’ MECHANISM.

1. Pre-tests and activities of trainees who are late in studying shall be allocated, and register
them in a special record to follow them up.

2. |dentify the causes and factors that led to the delay in school, such as failure to organize time
and not to carry out scientific costs in different sections or the weakness of home follow-up or the
existence of conditions preventing him from studying or for reasons related to the trainer or
training program and other reasons.

3. The results of the short tests shall be strengthened with statistical information and graphs, and
study it with the training department where the guidance services can be provided to trainees in
light of them.

4. Organizing a meeting with the trainees late in studying and holding meetings to discuss the
causes of delay and guidance to the best ways to improve their level of study after the monthly
and semester results (long courses).

5. The participation of trainees in special competitions on training subjects commensurate with
their level of achievement for the purpose of encouraging them to achieve and review by
preparing for these competitions.

6. Encouraging the trainees who have improved their participation, their semester efficiency, and
their academic duties, or have achieved well in short tests by giving them certificates of
improvement or praising them for their improvement, in order to continue their improvement
gradually.

7. Guide the trainers on how to take care of the individual differences between the trainees and
their importance in identifying the trainees who are late in their studies and to deal with the
problems of the trainees.

8. Organizing seminars and lectures and preparing brochures, boards, and wall newspapers that
urge diligence and perseverance and exploit leisure time.

9. Provide individual care services to them. A case study is opened for those who need to be
followed closely.

10. Make special files for low-level trainees to follow up on each trainee case.
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DELMON ACADEMY
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DELMON ACADEMY

MECHANISM OF EVALUATION
AND FOLLOW-UP FOR
REMOTE TRAINING

The trainer provides the necessary
tests and exercises for the trainees
through the application of the
electronic platform.

The exercises and tests (pre-exam,
middle, post-exam) are corrected
and, commented on, and the
trainee is given feedback.

The trainer monitors the trainees'
grades and monitors their progress
and identifies the trainees who
need support.

The trainer provides adequate

support to the trainees. before
entering the final exam to ensure
their readiness.
The final exam depends on the
requirements and instructions of
the international certification
body.
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Definitions:

DELMON ACADEMY

Trainer: Is the person licensed to train by the Ministry of Labor according

to the required qualification?

Training programs: These are the training programs provided by the

Academy and licensed by the Ministry of Labor.

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: Dec 2024

Date of next review: Dec 2025
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PROGRAMS OFFERED BY THE

ACADEMY AND ACCREDITED BY THE

5minallg duassISill Lyodi il 2okl MINISTRY OF LABOR (KINGDOM OF
Aoicallg dioy U ST g0l BAHRAIN
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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 g.8>39 e oo ddleall gud>ad dyindl 3)lgall Ol yiwl 40Hours
dolaioll Lalol
Project Management for professional PMP - Internal 35Hours

@ 77111176 - 35554382
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PROGRAMS OFFERED BY THE
ACADEMY AND ACCREDITED BY THE
. . c ce MINISTRY OF LABOR (KINGDOM OF
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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 cCISCO

Cisco Certified Cybersecurity Associate 150Hours

Cisco Certified Network Associate (CCNA) 75Hours

@ 77111176 - 35554382
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PROGRAMS OFFERED BY THE
ACADEMY AND ACCREDITED BY THE

. . c ce MINISTRY OF LABOR (KINGDOM OF
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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

@ 77111176 - 35554382
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PROGRAMS OFFERED BY THE
ACADEMY AND ACCREDITED BY THE

MINISTRY OF LABOR (KINGDOM OF
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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.

@ 77111176 - 35554382
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